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--lRUONG CAODANG DU LlCH ] QUY TRiNH Mil tai lieu: QT.O I/HSSV
NHATRANG Quan Iy h6 so hoc sinh, sinh vien Phien ban:Ngay ban hanh: 1 12023

_.._...._-_._------------- -------------~~~~::.:.:..:.:..:_____:___;_:::::..:.=:-___,

I.Ml)C otcu VA PH~M VI Ap Dl)NG
1.Ml}c dich
_Muc dich cua viec quan 1y h6 SO' truce tien la d~ cung cAp thong tin cho heat

di)ng quan ly cua don vi Phong Cong tic HSSV. Vi~c quan ly hi; so giup cho Nha

mrong co them thong tin tir qua khu, bang chirng cung cap cho viec quan lY·
_ Vi¢c quan ly hi; SO' con giup tho bi) ph~ can bQ cong nhan vien chirc eo th~

nang cao hi~u qua lam viec, tf>iiru duoc thai gian giai quy~t cong viec.
_Quan \y h6 SO' giup dan vi co du cac thong tin tai li~u e~n thi~t d~ phuc vu cho

cac hoat dong ki~m tra, thanh tra nr cap tren.

2. Pharn vi ap dl}ng
Quy trinh nay ap dvng cho t~t ca cae dan V! trong Truang Cao d~ng Du Hch

Nha Trang.

II. TAI LI~U VI~N DAN
_Tieu ehuftn ISO 21001:2015;
_ Thong tu sf>17/2017/TT-BLDTBXH ngay 30/6/2017 eua B(> truang B(> Lao

dong _ThuO'llg binh va Xii hQi v~ ban himh QUy ch~ cang tic hQc sinh, sinh vien tring

cac trucmg Trung c~p, Cao d~ng;
_ Can cu' Quy~t dinh sf> 150A/QD-CDDLNT, ngay 15 thang 9 nam 2017 eua

Hieu truilOg TrlIimg Cao dimg Du lich Nha Trang v~ viec ban himh quy chi: cang tac

hQc sinh _ sinh vien dao t<;1Othea phuang thuc tich luy tin chi.

Ill. DANH MUC cAc TU VIET TAT
Ky hi~u

Di~n ghli

HSSV
HQc sinh, sinh vien

CLDT
Chat luqng dao t<;10

P. CTHSSV
Phong Cong tae hQc sinh, sinh vien

P. DT, QLKH&HTQT
Phong Dao t<;10,Quao ly khoa hQcva HQ'Ptae quoc te

IV. DIN" NGHiAQuan ly h6 SO', tai \i~u HSSV la quan ly thong tin van bfm, bao g6m thong tin

lai lieU hien himh va thong lin tai lieU qua khir cua HSSV dii va dang theo hoc t~i

twang Cao d~ng Ou \ich Nha Trang.

v. NOt DUNG QUY TRiNH
1. LU'u dB quy trinh
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TRUONG CAODANG DUU,CH QUYTRINH Ma tai li~u: QT.OIIHSSV
NHAlRANG Quan Iy hi>so' hoc sinh, sinh vieD Phien ban:

Ngay ban hanh: 1 12023

Luu hi>so,
Bi~u miu

Phong Cong rae
HSSV

Phong DT,
QLKH&HTQT

RU'OC Hi~utruong

I. Thong ke, phan
loai va ban giao he,Biroc I

SCI

.. . _ y _ .._._ _ _. . -..................- -........ _ ..
Biroc 2 I l 2. Ti~p nh~n hi>50' J

..................................~................. . _ - _ _ ..

3. Phan hi>50' thea
dan vi lapBuo-c3

.........................-- ..- - - -.- - - -.- :::i- -................................. - - -..- - - - -- - .
4. Nhap li~u, xu Iy
thong ke diI li~uBuoc 4

...........................................................................................................................................................................+ _..
5. Bao cao 56 luong,
diI li~u sinh vien 1--1--11>-1

5. Duyet bao cao
Buoc 5

.......................................... ,............... .. _ __ .._ _ _ .._.
6. Liru trfr hi>so,
thong tin, dfr li~u

ban d§u

.:::::::
l'

Biroc 6

.............................1
7. Bao quan, xo
Iy he, SCI HSSV bao
hru,ky luat (n~u

Buoc 7

*
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QUYTRINH
Quan ly h6 so' hoc sinh, sinh vien

Ma tid lieu: QT.O I/HSSV
Phien ban:
Ngay ban hanh: 1 12023

TRUONG CAO nANG DUQCH
NHATRANG

2. Di~n giai quy trinh thuc hi~n

1

Th('ri
Liru hc3 s(Yl Bi~u

mau
Blf(YC

TT cong
vi~c

gian dapQua trinh Mota
frng

(ngay)I-----+ -+-_.-------+-->...__=.-"-''---I------------+-------- ----I
Phong DT, QLKH&HTQT
ti~n hanh thong ke, phan loai
h6 so thea tung nganh/lop d~
ban giao v~ Phong Cong tac
HSSV

BM.OI
QT.OIIHSSV

Thong ke,
phan IOl;liva

Buoc 1 ban giao h6 02 ngay
sO'

Phong Cong tac HSSV cir
nhan vien quan ly h6 so ti~p
nhan toan b<)h6 so duoc ban
giao tir Phong DT,
QLKH&HTQT1-----4----I--------+-----'~~---~------+----------

2 Ti~p nhan
Buoc 2 h6 so 1 ngay

Phong Cong tac HSSV tien
hanh s~p xep, phan loai h6 so BM.02-
theo dan vi lap d~ phuc vu QT.OIIHSSV
eho viec luu tru

3 Phan h6
Buoc 3 so thea 1ngay

don vi lap

I----Ir-----+------I----I-------------+----------.

4 Nh~p li~u,
xu Iy th6ng

Buae 4 ke du li~u 7 ngay

Can b<) diroc phan cong cua
Phong Cong tae HSSV di~n
dfty du thong tin tir h6 sO'sinh
vien len phftn m~m quan ly
HSSV
Can eu ket qua nh~p li~u,
Phong Cong tae HSSV bao
cao s6 li~u, du li~u, thong tin
sinh vien da duQ'c xu Iy cho
Lanh d:;lotruemg duQ'cbi~tI-----+----+-----.-+-------+----''----___",''--~--.....---+---------.
Phong Cong tac HSSV tien
hanh luu tm h6 sO'van tll h6

Bao cao
so lugng,
du li~u
sinh vien

5 BM.03-
QT.OI/HSSV2 ngayBuac 5

Luu tru ho
sO',thong

Buac 6 tin, dfr li~u
ban dftu

1 ngay sO', luu tru thong tin, dfr li~u
sinh vien tren phftn m~m quan
Iy HSSV.

Thai gtan luu
trfr: 10 nal11
(quan Iy h6 sa
kh6a hQe 5 nam.
Luu kho h6 sa 5
nam)

6

Khi c6 Phong Cong tac HSSV ehiu
trach nhi~m bao quan h6 sO'

, trong qua trinh luu tru, xu ly
cua h6 sO' khi c6 quy~t dinh bao
c6 luu, ky lu~t (n~u e6)7 Buac 7

Bao quan, quyet
Xu Iy h6 sO' dinh
HSSV bao cap
luu, ky lu~t thftm
(n~u e6)

quy~n ban
hanh
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I
f TRUONG CAODANG DULIm

NHATRANG
Mil tai lieu: QT.OI/HSSV
Phien ban:
Ngay ban hanh: 1 12023

QUYTRINH
Quan Iy h6 so hqc sinh, sinh vien

VI. cAc BItU MAu
TT Ten bi~u m§u Ky hi~u
1 Bien Ban ban giao ho sa BM.OI-QT.OIIHSSV
2 Danh sach sinh vien 16p BM.02-QT.O IIHSSV
3 Bieu mfru bao cao thong ke dfr lieu sinh vien BM.03-QT.O IIHSSV
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BM.Ol-QT.Ol!HSSV --]

PHl) Ll)C SO 01: BIEN BAN
GlAD - NH~N HO sa HQC SINH SINH VIEN

BO VAN HOA, THE THAO vA DU LICH
TRUONG CAO DANG DU LICH NHA TRANG

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQC I~p - TI! do - H~nh phuc

BIEN BAN
Giao - Nh~n H& SO' hoc sinh sinh vien

Can cir K~ hoach s6 ..... .lKH-CDDLNT, ngay .. .1 .. .1....... v~ K~ hoach tuyen
sinh chinh quy nam .

Can cir k~ hoach s6 IKH-CDDLNT, ngay .. .1.. .1 ....... v~ viec t6 chirc
nhap hoc d6i voi sinh vien Kh6a nam hoc ...... - ......

Hom nay ngay ... thang ... nam ..... tai Phong Cong tic HSSV, chung toi g6m:

1.Ben Ban giao hB SO'
_Ong (Ba): · ·.. · Phong DT, QLKH&HTQT,
Chirc vu: .
_Ong (Ba): Phong DT, QLKH&HTQT,
Chirc Vl): ···· , ..

2. Ben Nh~n hB SO'
Hom nay, luc gio ngay thang nam ......
_Ong (Ba): Phong DT, QLKH&I-ITQT,
Chirc v\l: ························································ .,.
_Ong (Ba): Phong DT, QLKH&HTQT,
Chirc vl): ·························································· ..

Chung toi thong nh~t ban giao h6 sa hoc sinh, sinh vien Khoa .,. nhir sau:
1. H~ cao d~ng:
_Nganh S6 Iuong: ..
_Nganh S6 hrong: · .
_Nganh S6 hrong: .
_Nganh S6 hrong: , ..
2. H~ Lien thong Cao dang:
_Nganh S6 lirong: .
_Nganh S6 lUQ11g: ..
_Nganh S6 luong: ··.. ··..·
_Nganh S6 lUQ11g: ·· .. ·· .. ·

Bien ban nay duoc l~p thanh 02 ban, m6i dan vi gill' 01 ban

BEN BAN GIAO
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BM.02-QT.OIIHSSV

PHl) Ll)C SO 02: QUYET DJNH
VJ~VJ~:CCONGNH~N DANI-I sACH SINHVlEN cAc LOP

BO VAN HOA. THI~ THAO vA DU LICH
TRlJ'ONG CAO DANG nu LICH NHA TRANG

CQNG HOA xA HQI CHi! NGHiA VI~T NAM
DQc I~p - TI}'do - H~nh phtic

sf>: IQD-CDDLNT Khdnh Hoa, ngay thong ndm 20 ...

QUYETDJNH
V~ vi~c Cong nh~n danh sach sinh vien cac lop h~ ••••••••••••••••••••••Khoa .....

Nien khoa ...............................•....•..

HI~U TRUONG TRUONG CAO DANG DU LJCH NHA TRANG

Can Clf Quyit dinh s61518IQD-LDTBXH, ngay 21 thdng 11nam 2011 cua B9
truong B9 Lao dong - Thuong binh va xa ho! v~ viec thanh ldp Truong Cao dang ngh~
Du lich Nha Trang;

Call ctr QU_vJIdinh s6 329IQD-LDTBXH, ngay 14 thong 3 ndm 2017 cua B9
truong B9 Lao dong - Thuong binh va Xii hoi v~ viec d6i ten Truong Cao dang ngh~
Du lich Nlia Trang thanh Truong Cao dang Du lich Nha Trang;

Can ctr Thong tu s6 1512021ITT-BLDTBXH, ngay 21 thdng 10 niim 2021 cua B9
~Lao dong -- Thirong binh va Xii ho! v~ Quy dinh Di~u I¢ trutrng cao dang; ~

Can Cli'Quye: dinh s6 3484IQD-BVHTTDL, ngay 19 thong 9 ndm 2018 cua B9 )l'"cc;·
truong B9 Van hoa, Thi thao va Du itch v~ Quy dinh chtrc nang, nhiem v~, quyen ht;zn
va co' cdu t6 dlll'C cua Trlf(YngCao djng Du lich Nha Trang;

Can CLl'Quyit dinh s6 467IQD-BVHTTDL, ngay 07 thang 3 nam 2022 cua B9 ~
trlrang B9 Van h6a, Thi thao va Du lich v~ vi¢c slip xip, t6 chuc It;zicac phong, khoa,
t6 chuc tnl'C thu9c va sua d6i quy dtnh v~ cO' cdu 16 chuc cua TruOng Cao djng Du
lich Nha Trang;

Can Cll'Quyit dinh s6 02IQD-CDDLNT, ngay 22 thang 3 nam 2022 cua Hi¢u
trll'ong Trlf(Yng Cao djng Du lich Nha Trang v~ vi¢c ban hanh Quy chi T6 chuc va
hot;zla9ng cua Tnl'cmg Coo djng Du lich Nha Trang;

Can ClI'Quyit ainh s6 150AIQD-CDDLNT, ngay 15 thang 9 nam 2017 cua Hi¢u
rrzrang Trt/'cmp,Coo acing Du Itch Nha Trang v~ vi¢c ban himh quy chi cong lac h9C
sinh - sinh vien aao tt;zOthea phuO'ng thuc tich lily tin chi;

Xi! a~ nghi cua Phong Cong tac h9C sinh, sinh vien,
QUYET DINH:

f)':- 1 C~ nh~ d nh 'h . h .~. , I' h~ Kh'leu . ong c;tn a sac sm Vlen cae ap ~ oa ,
nien khoa (C6 danh sach kem thea).

Di~u2. Quy~t dinh nay co hi~u hJc k~ tir ngay kY.
Di~u3. Ph6ng C6ng tac hQc sinh, sinh vien; Ph6ng Dao tc;tO,QLKH&HTQT;

Cae Khoa; Cae dan vi lien quan; Giao vien chu nhi~m; C6 v~n hQc t?P cac lap va sinh
vien co ten tc;tiDi~u 1 chiu trach nhi~m thi hanh Quy~t dinh nay.!.

NO'i nh9-n:
- NlllI' f)i~u 3~
- Pho HT CTHSSV;
- LUll: VT. CTHSSV: ....( ...).

HI~U TRUONG
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BO VAN HOA, THE THAO vA DU LICH CQNG HOA XA HQI CHU NGHiA VI~T NAM
TRUONG CAO DANG DU LICH NHA TRANG flQC I~p - Tl! do - H~nh phuc

Khanh Hoa, ngay thang nam l(}..

DANH sxcn SINH VIEN LOP .
(Kern thea Quyit dinh s6: ....... IQfJ-CfJDLNT ngay .., thang nam ..

cua Hieu truong Truong Cao d{mg Du lich Nha Trang)

STT Mil sinh vien HQ ten Ngay sinh
Gi6'i Ghi chu
Hnh

1 -

2
3 -

4 -~

5 -

6 ~---~ ..

7 _---- --- _.------_ ..

8 --~--- ._--_..-- -

9 --

10
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BM.03-QT.OJ/HSSV

PHU LUC so 03: BAo cAo
VE SO LU'O'NG1-10 SO, riuLIJ~~UTHONG TIN HQC SINH VIEN KHOA

BOVAN HOA, THE THAO vA DU LlCH CQNG HOA xA H(H cut) NGHiA VI"¢TNAM
TRUONG CAO DANG DULICH NHA TRANG DQc l~p - T\f do - H~nh phuc

Khanh Hoa, ngay thang nam 20..

BAocAo
V.~so LU'ONG HO SO, OU LI~U THONG TIN HSSV...

Kinh giri: Ban Giam hieu Truong Cao d~ng Du lich Nha Trang

Phong Cong tac HSSV xin bao cao tinh hinh sf>hrong h6 so, du lieu thong tin
hoc sinh, sinh vien Kh6a .... Hien dang duoc quan ly tai Phong Cong tac HSSV nam
hoc ...... - ..... nhu sau:

I. sf> luong h6 sa:
A. Khoa .
1. H~ cao d~ng:
_Nganh sf> hrong: ..
_Nganh sf> hrong: .
- Nganh Sf>luQllg: ..
_Nganh sf> hrong: ..
2. H~ Lien thong Cao dang:
_Nganh sf> hrong: .
_Nganh sf> luong: ..
_Nganh sf> hrong: ..
- Nganh So hrong: ..
B. Khoa .
I. H~cao dang:
_Nganh , sf> lirong: ..
- Nganh So hrong: .
- Nganh sf> hrong: ..
_Nganh sf> hrong: ..
2. H~ Lien thong Cao dang: .
- Nganh sf> hrong: ..
- Nganh sf> hrong: ..
- Nganh sf> hrong: ..
- Nganh sf> hrong: ..
II. Tinh hinh thong ke dtr lieu hoc sinh, sinh vien:
- Thong tin HSSV dil duoc c~p nhat: sinh vien
- Dan lQC: .
'r~ ..- on glao: .

- Cac thong tin khac: .

PHONG CONG TAc HSSV NGlfmL~p
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