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QUY TRINH
Quanlyh b so hoc sinh, sinh vién
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NHA TRANG

Ma tai ligu: QT.Ol/HSSV
Phién ban:
Neay ban hanh: /
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1. MUC PiCH VA PHAM VI AP DUNG
1. Muc dich

- Muc dich cua viéc quan ly hd so trudc tién 1a dé cung cép thong tin cho hoat
dong quan ly cua don vi Phong Cong tac HSSV. Viée quan ly hd so giup cho Nha
truomg co thém thong tin tir qua khu, bang chung cung cAp cho vigc quan ly.

- Viéc quan ly hd so con giup cho bd phan céan bo cong nhan vién chie ¢6 thé
nang cao hi¢u qua lam viéc. toi uu duge thoi gian giai quyét cong Viéc.

- Quan ly ho so gitp don vi 6 du cac thong tin tai li¢u can thiét dé phuc vu cho
cac hoat dong kiém tra, thanh tra tur cap trén.

2. Pham vi ap dung

Quy trinh ndy ap dung cho tat ca cac don vi trong Truong Cao dang Du lich
Nha Trang.

IL TAI LIEU VIEN DAN
- Tiéu chuan 1SO 21001: 2015;

- Thong tu ) 17/2017/TT -BLDTBXH ngay 30/6/2017 cta BO truong B¢ Lao
dong - Thuong binh va Xa hoi vé ban hanh Quy ché cong tac hoc sinh, sinh vién tring
cac truomg Trung cap, Cao dang,

- Can cu Quycl dinh s 150A/QD-CDDLNT, ngay 15 thang 9 nam 2017 cua
Hiéu truong Truong Cao dang Du lich Nha Trang vé viéc ban hanh quy ché cong tac

hoc sinh - sinh vién dao tao theo phuong thire tich lity tin chi.

111. DANH MUC CAC

TU VIET TAT
Dién giai

Chat luong dao tao

Phong Cong tac hoc sinh, sinh vién

P.Bi, QLKH&HTQT Phong Dao tao, Quan ly khoa hoc va Hop tac quoc té

1V. PINH NGlllA ,
Quan ly hé so. tai lieu HSSV la quan ly thong tin van ban, bao gom thong tin

tai liéu hién hanh va thong tin tai liéu qua khir cua HSSV da va dang theo hoc tai
truong Cao dang Du lich Nha Trang.

V. NOI DUNG QUY TRINH
1. Lwru dd quy trinh
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TRUONG CAO PANG DU LICH

QUY TRINH

Ma tai liéu: QT.0I/HSSV

NHA TRANG Quan ly hd so hoc sinh, sinh vién Phién ban:
Ngay ban hanh:  / /2023
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TRUONG CAO PANG DU LICH
NHA TRANG

Quan ly hé so hoc sinh, sinh vién

QUY TRINH

Ma tai liéu: QT.01/HSSV
Phién ban:
Ngay ban hanh:  /

/2023

2. Dién giai quy trinh thyc hién

Buéc iy ;
TT | cong | Qua trinh e o Mo ta LA SU/ BieH
s ung mau
viéc ;
i , (ngay)
Thong ké, Phong PT, QLKH&HTQT
1 phan loai va tién hanh thong ké, phén loai
. 5 BM.O1-
Budc 1 |ban giao hé| 02 ngay ho so theo timg nganh/l6p aé
QT.01/HSSV
SO ban giao vé Phong Cong tac
HSSV
Phong Cong tac HSSV cu
2 .z : nhan vién quan ly hd so tiép
Budc 2 Fll;(!“)efo nhdn 1 ngdy | nhén toan bd hd so duge ban
giao tr  Phong bT,
QLKH&HTQT .
& R % Phong Cong tac HSSV tién
Bude 3 Is)(l;an thtel‘g | noa hanh sip xép, phén loai hd so |BM.02-
rr 84Y | theo don vi 16p dé phuc vu |[QT.01/HSSV
don vi l6p
cho viéc luu trir
= e Céan bo duge phén cong cua
4 thﬁp&:gs’ Phong Cong tac HSSV dién
Budc 4 | 4 y &l 7 ngay day du thong tin tur hd so sinh
ké dir licu
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HSSV
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TRUONG CAO PANG DU LICH QUY TRINH

NHA TRANG

Ma tai li¢u: QT.0I/HSSV

Quin Iy hd so hoc sinh, sinh vién Phién ban:
Ngay ban hanh:  / /2023

VI. CAC BIEU MAU

TT

Tén biéu mau

Ky hiéu

1

Bién Ban ban giao ho so

BM.01-QT.01/HSSV

Danh sach sinh vién 16p

BM.02-QT.01/HSSV

Bi€u miu bao c4o thong ké dir liéu sinh vién

BM.03-QT.01/HSSV
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BM.01-QT.01/HSSV } '

PHU LUC SO 01: BIEN BAN
GIAO — NHAN HO SO HQC SINH SINH VIEN

BO VAN HOA, THE THAO VA DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG DU LICH NHA TRANG Péoc 1ap - Tw do - Hanh phic
BIEN BAN
Giao — Nhan Ho so hgc sinh sinh vién

Can cir Ké hoach sd ...... /KH-CDDLNT, ngay .../...[....... vé Ké hoach tuyén
sinh chinh quy nam ...... ‘ 7

Can ctr ké hoach sb ...... /KH-CDDLNT, ngay .../.../....... vé viéc to churc
nhap hoc d6i voi sinh vién Khéa .....nam hoc ...... i s 5

Hom nay ngay ... thang ... nam ..... tai Phong Cong tac HSSV, ching toi gom:

1. Bén Ban giao hoé so

20N (BA)ieeeuiiniirineeieii Phong DT, QLKH&HTQT,

(ORI Wi 50 i s o i G T o e SR s s

- ONE (BA):.: cusivnnssnsamessmonsasissunsaausssne s Phong DT, QLKH&HTQT,

Chuc 7| L Ppt—————t ATl

2. Bén Nhin ho so

Hom nay, lac ... gio ..... ngay....... thang.....nam......

0 Y- 2. ) T TR RTI LS Phong DT, QLKH&HTQT
CRUIC VIS e .t veeinannsnessusransssssssnssssnmssssnsnnssnassisssssssunansstoseasnsisnnss
o OB (B). ¢vs s roe s oo a5 it s ssvws inies Phong PT, QLKH&HTQT,
CRIC VU erenenensusssnsssosessssssssstossssosssassssssassnaransusosassssnsnsssssnses

Chung t61 thdng nhéit ban giao hd so hoc sinh, sinh vién Khoéa ... nhu sau:
1. Hé cao déng:

SNEANN (L T T ——
SNEAND (. 80 JHGBE, o oo s5555 s mm 1 e s
=« NBANKL 1o oo noimansmessms s wweswowe vmms s s + 559 SO IION: . evveeeneineiirainnene
“NEANN ... SOIUONG:..veveeeneiiiiaeieeinen
2. Hé Lién thong Cao dang:

SNEANN L B0 TS 1w roes vt vns swwmasans
SNgANh (o B0 OIS, .o 3 s s sy iy vi0oss
“NEANN .. SO IUQNE:. eenenennrnnnrnmanornnes
“NEANN ...oviiiirirreniia s 86 ITQI a1 es sme s oo b s gmsname

Bién ban nay dugc l1ap thanh 02 ban, mdi don vi gitt 01 ban

BEN NHAN BEN BAN GIAO




BO VAN HOA. THEE THAO VA DU LICH

BM.02-QT.01/HSSV

PHU LUC SO 02: QUYET DINH
VE VIEC CONG NHAN DANH SACH SINH VIEN CAC LOP

TRUONG CAO PANG DU LICH NHA TRANG Poc l1ap — Ty do — Hanh phuc
S6:  /QD-CBDLNT Khénh Hoa, ngay  thang  ndm 20...
QUYET PINH
Ve viée Cong nhan danh sach sinh vién cac 1op hé€ .......ccevuveunneee. Khoa .....
Ni€n KROA wvecrerererrenenernnerssenesessenns

HIEU TRUONG TRUONG CAO PANG DU LICH NHA TRANG

Can ctr Quyét dinh so 1518/0P- LDTBXH, ngay 21 thang 11 nam 2011 cua B
truong Bo Lao dong — Thieong binh va Xa héi vé viéc thanh ldp Trwong Cao ddng nghé
Du lich Nha Trang;

Can cir Quyét dinh s6 329/0P- -LDTBXH, ngay 14 thang 3 nam 2017 cua B9
trieong Bo Lao dong - Thiong binh va Xa héi vé viéc doi tén Truong Cao ding nghé
Du lich Nha Trang thanh Tricong Cao ddang Du lich Nha Trang;

Can cir Théng tir s6 15/202 I/TT-BLDTBXH, ngay 21 thdng 10 nam 2021 cua Bg
Lao djng -- Thieong binh va Xa héi vé Quy dinh Diéu I¢ truong cao déing;

Can cir Quyét dinh sé 3484/0D- BVHTTDL, ngay 19 thang 9 nam 2018 cua Bo
trieong Bo Van hoa, Thé thao va Du lich vé Quy dinh chikc ndng, nhiém vu, quyén han
va co cdu t6 chire cia T ruong Cao ddng Du lich Nha Trang;

Can cir Quyét dinh sé 467/0P- BVHTTDL, ngay 07 thdng 3 ndm 2022 cua Bo
truong Bo Van hoa, Ti hé thao va Du lich ve viéc sap xép, 16 chirc lai cdc phong, khoa,
16 chirc triec thue va sira doi quy dinh vé co cdu t6 chirc cia Truong Cao ding Du
lich Nha Trang,

Can cir Quyét dinh sé6 02/QP-CDDLNT, ngay 22 thang 3 nam 2022 cua Hi¢u
trieong Truong Cao dang Du lich Nha Trang vé viéc ban hanh Quy ché To chirc va
hoat dong cua Truong Cao dang Du lich Nha Trang;

Can cir Quyét dinh s6 1504/QD-CDDLNT, ngay 15 thang 9 nam 2017 cua Hi¢u
triong Trieong Cao dang Du lich Nha Trang vé viéc ban hanh quy ché cong tdc hoc
sinh - sinh vién dao tao theo phwong thiec tich liy tin chi;

Xét dé nghi cia Phong Céng tdc hoc sinh, sinh vién,

‘ QUYET PINH:
Diéu 1. Cong nhéan danh sach sinh vién cac 16p hé ..........covuneeee. Khéa ......... ,
nién khoa ....................... (Co danh sdach kem theo).

Diéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Diéu 3. Phong Cong tac hoc sinh, sinh vién; Phong bao tao, QLKH&HTQT;
Céc Khoa; Cac don vi lién quan; Gido vién cht nhiém; Cé van hoc tap cac 16p va sinh
vién c6 tén tai Diéu 1 chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: HIEU TRUONG
- Nhu Diéu 3;

- Pho HT CTHSSV;

~ L VT, CTHS8V ol ):

CONG HOA XA HOQI CHU NGHIA VIET NAM

A
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BQ VAN HOA, THE THAO VA DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG DU LICH NHA TRANG Péc 1ap - Tw do - Hanh phuc

Khdnh Hoa, ngay thdng  ndm 20)..

DANH SACH SINH VIEN LOP..ccoooiiiiiinininnrineeeeeessiininiiieeenn

(Kém theo Quyét dinh s6: ....../QD-CDDLNT ngay ......1hdng.....nam .......
cua Hiéu truomg Truong Cao dang Du lich Nha Trang)
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BM.03-QT.01/HSSV

~ PHU LUC SO 03: BAO CAO ) ,
VE SO LUONG HO SO, DU LIEU THONG TIN HQC SINH VIEN KHOA

BQ VAN HOA, THE THAO VA DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO DANG DU LICH NHA TRANG Péc lap - Tw do - Hanh phiic

Khdnh Hoa, ngay  thdang ndm 20..
~ BAQOCAO
VE SO LUQNG HO SO, DU LIEU THONG TIN HSSV...
Kinh gtri: Ban Giam hiéu Truong Cao dang Du lich Nha Trang

Phong Cong tac HSSV xin bdo céo tinh hinh s6 lugng hd so, dir liéu thong tin
hoc sinh. sinh vién Khoa .... Hién dang dugc quan ly tai Phong Cong tac HSSV nam

hiog ioaiss - .....nhu sau:

1. S luong hd so:

B KR oo ssss o ss aies simsnd inies sisimn bomowd siom &S558 B8 SIS NHEE K38 2 9n wis 0 078 #5.8 8 4000 $0 o
1. Hé cao dang:

SNgANh L. NI R 00 (T R
o INBRITIL s e e i s i g v i 4 s 1 v SOIUONG:...eeveeeieiieeieiien,
o RN o s o s imisimissans sams pomms mms vmmnss SO HIGIRE -+ 5o ixs s s ym s
CNGANN e S TGRS . s vo s s s e nires
2. Hé Lién thdng Cao dang;

w NERAL 2 s s o s simn mso s iy s wse eni 3299 N
o BRI 0 mvmamom s s vosessomss s oo i 1550 T SO BN oo s s v s i
8 DB ; oo s o 2 ovunn wmss s 3556 55500 T
NgANh Lo SO IUONG ..
B. KO tiinntieeeieeseaasssseeeiessnnnesecssssssansssssssssssasssssnssnnsanssscssss
1. Hé cao dang:

= NBANN ......ccomeonssnms wnms pmsims wore s yasms e SO IUONG:..eveevneeieeieeieianns
5 S ——— U e SO NEPRE: . v e vm s wns sisisimsvons
e IR i & s wmg s woow w5 i 50 s 35 B0 BRI .. v 3 i 5 s s
= NEANN. .. ey cwns st sunssmmsnanassmabame ssmes s SO IUONg:...vveveeeiieeiieiiiii
2. Hé Lién théng Cao dang: |

= NEANN .. oniesms smms sommrwns s ssswemmeprvosns SO IUONE:..vveevnevineeiieineii
= NBANN | 200 mms w0 s 00 5 3w wmois w3ms s oins gien s s S0 MEPRE s+ s o o s e s smisanas
“NGANN Lo B D 1 .o s wssasansmns mmans
-Nganh ..o R N —
I1. Tinh hinh théng ké dit liéu hoc sinh, sinh vién:

- Thong tin HSSV da dugc cép nhat: ...... sinh vién

B 1 (oL T T TRT
L o T T R TR RERRIt
-Cacthong tin KRAC:. .. ...ovviiniiiiii e
PHONG CONG TAC HSSV NGUOI LAP
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