BO VAN HOA, THE THAO VA DU LICH
TRUONG CAO PANG DU LICH NHA TRANG

bia chi: s6 02 bién Bién Phu, P. Vinh Hoa, Nha Trang, Khéanh Hoa
Website: www.ntc.¢du.vn

QUY TRINH
Giai quyét yéu cau caa hoc sinh, sinh vién
Mi s6: QT.02/HSSV
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TRUONG CAO PANG DU LICH QUY TRIiNH Ma tai lieu: QT.02/HSSV
NHA TRANG Giai quyet yéu chu ciia hgc sinh, Phién ban:
sinh vién Ngay ban hanh:  / /2023
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" TRUONG CAO PANG DU LICH QUY TRINH M3 tai liéu: QT.02/HSSV
NHA TRANG Giai quyét yéu clu caa hoc sinh, Phién ban:
sinh vién Ngay ban hanh:  / /2023

I. MUC DICH VA PHAM VI AP DUNG
1. Muc dich

Quy trinh dugce xay dung nhdm mé ta tudng minh cac bude thuc hién cling nhu
thé hién rd chire nang, nhiém vy cta cac don vi lién quan trong qua trinh giai quyét cac
yéu cau cia HSSV

2. Pham vi ap dung ,

Quy trinh nay ap dung ddi voi tat ca hoc sinh, sinh vién cac Khoa dang theo hoc
tai Truong Cao déng Du lich Nha Trang.

II. TAI LIEU VIEN DAN
- Tiéu chuan ISO 21001:2015;

- Théong tu s6 17/2017/TT-BLDTBXH ngay 30/6/2017 cua B truong BO Lao
dong - Thuong binh va Xa hoi vé ban hanh Quy ché cong tac hoc sinh, sinh vién tring
cac truong Trung cap, Cao ding;

- Can ctr Quyét dinh s 150A/QD-CDDLNT, ngay 15 thang 9 ndm 2017 cia
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 thirc tich Iy tin chi;

I11. DANH MUC CAC TU VIET TAT

Ky hié¢u Dién giai
P. CTHSSV Phong Cong tac Hoc sinh sinh vién
HSSV Hoc sinh, sinh vién
BM Biéu mau

IV.DINH NGHIA , o o
Giai quyét yéu cau HSSV la giai quyét nhimg thiac méac, nhiing van dé vé mat
gidy t& trong qua trinh hoc tap tai truong.

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

QUY TRINH

Giii quyét yéu ciu cia hoc sinh,

sinh vién

Ma tai liéu: QT.02/HSSV
Phién ban:

Ngay ban hanh:  / /2023

Hoc sinh, sinh vién

Luwu ho so,

BUGC Phong Cong taic HSSV Ban Giam hiéu 2z
Bi€éu mau
) 1. Tiép nhén yéu
Budc | ciu
, (2. Kiém tra didu kién
Budc 2 "]  thuc hién yéu cau
.
Il
e = T )
) 3. Nhén don va kiém
Budc 3 tra lai cac thong tin
\. J
]
s Y )
) 4. Lép nhét ky giao
Budc 4 dich
4 - y,
z Khong dat
, (5. X Iy yéu chu cia ) e
Buoc S HSSV b
\ P,
Budc 6 =% hy
wyét
[ 7.Takérqua g
Budc 7 L
8. Nhan két qua va ky nhén
Budc 8 vao phiéu yéu cdu,ghi nhit
ky giao dich
Budc 9 *
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TRUONG CAO PANG DU LICH

NHA TRANG

QUY TRINH
Giai quyet yéu clu cia hoc sinh,

sinh vién

Phién ban:

Ma tai lieu: QT.02/HSSV ‘
Ngay ban hanh: _/ /2023

2. Dién giai quy trinh thuc hién

71| BUOC | Qua rinh |ThO18HN 03P Mé ta Luru hd so/Biéu mj
cOng viec umng (ngay)
_HSSV lién hé phong [BM.01-QT.02/HSSV
Cong tac HSSV dé yéu [BM.02-QT.02/HSSV
Tiép nhan | chu giai quyét cong BM.03-QT.02/HSSV
Ti ép . tit ca cac | viéc cua ban than. BM.04-QT.02/HSSV
1 Budce 1 y&u cAu “" | ngay lam | - HSSV s€ dwoc can bo BM.05-QT.02/HSSV
viéc trong | P.Cong tic HSSV cip |BM.06-QT.02/HSSV
tudn biéu mau theo muc [BM.07-QT.02/HSSV
dich cia sinh vién BM.08-QT.02/HSSV
(kém phiéu hen tra)
Phong Cong tac HSSV
Ki‘ém tra k'}ém tra ndi dung y€u
, diéu kién . cau cua HSSV va
2 | Bube2 |y pien | 2M€% | huéng dan HSSV dién
yéu cau cac biéu mau theo quy
dinh. -
Can bd dugc phéan cong
LA " cua Phong Cong tac
Ticp g HSSV ¢ trach nhiém
: yell GRk va : tiép nhan yéu cau cla
3 | Buge3 klgm tfa Liingy HSSV. Kiém tra thong
lai cac e AL A DY
thong tin thyeu cau, t'hon.g t}n ca
nhan (Néu co sai sot thi
yéu cau HSSV lam lai) B
Lap nhat C,én 6o quqc phf‘m cc‘)r}g
4 | Buéc4 |ky  giao | 122ngay cia Phong Cong .tac
dich HSSV lép nhat ky giao
i dich, luu vao s theo ddi -
Can bo dugc phén
X ly yéu cong cua Phong Cong
5 | BuécS |cau  cua | 1/2 ngay tac HSSV tham muu
HSSV d& xudt giai quyét yéu
cau cua sinh vién.
Lanh dao Phong Cong
6 |Busce |Kyduyet |12ngy | g gsil\;ét";‘:gé;‘:g
theo yéu cau cia HSSV
Tra két qua theo thoi
: z gian quy dinh (tuy theo
7 1 puse7 | T K| 1 ngay | loai don, xic dinh thoi
qua : —y :
gian tra két qud cho
sinh vién) -
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TRUONG CAO PANG DU LICH QUY TRINH Ma tai liéu: QT.02/HSSV
NHA TRANG Giai quyét yéu cAu cia hoc sinh, | Phién ban:
sinh vién Ngay ban hanh:  / /2023
T | 2T | Qukian | oo eaniap M ta Luu hé so/Biéu miu
cong viec ung (ngay)
Nhan  két
qua} va l‘(y .| HSSV nhan va kiém
nhan - vao| Nedy . ki oz o @i dsoe dovet
8 |Buéc8 |phiéu yéu|HSSV nhan E, Ao S %5
cau, ghi giéy to ' P{]\ A a0 ] !;Ssc\l;a
nhat ky ong cong tac
giao dich
‘ S& theo doi, biéu maiu
9 |Bu6c9 | LuuHo so theo doi luu trir theo
Khoda hoc 3 ndm
VI. CAC BIEU MAU
TT Tén biéu miu Ky hiéu
1 | Pon bao luu két qua hoc tap BM.01-QT.02/HSSV
2 | Don théi hoc BM.02-QT.02/HSSV
3 | PBon xin thoi hoc BM.03-QT.02/HSSV
4 | Gidy xac nhén BM.04-QT.02/HSSV
5 | Don xin gia han hoc phi BM.05-QT.02/HSSV
6 | Don xin x4c nhén sinh vién dé vay von BM.06-QT.02/HSSV
7 | Don xin mién, giam hoc phi BM.07-QT.02/HSSV
& | Don xéac nhén di xe buyt BM.08-QT.02/HSSV
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BM.01-QT.02/HSSV

PHU LUC SO 01: PON XIN BAO LUU KET QUA HQC TAP

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

PON XIN BAO LUU KET QUA HQC TAP

Kinh gui:

- Hiéu trudng Truong Cao dang Du lich Nha Trang;

- Phong Dao tao, Quan ly KH&HTQT.
HO VA 181 HOC SINL L..vivveevieneeeirnis st
Ngay sinh: ............ " S E—— Gigi tinh (Nam /Nir):
ITCHL GBS, s e 5 s i 550 i s S0 A W i i 550 o 6 4 107 s 3.0 A1 w5
CMND 86: «.vvnevvneiinnnne Ngay S ' S (- S NOT CAP:.cevvneereiineens
LOpE. . comassmss M SINH VBN e eeneevrnerrvascunssrnansnasersuonnsssessiuonnnsstassrnsninnseeines
BTSS0S AR B s st o B 15 AR RPN e e A TSRS
BCRBE o xce oo muist isiwd smins miviis s ais ivins i Loai hinh dA0 ta0: ...ovveenniiiiiiiiiiiienes
Két qua hoc tap cta ky gé‘m NhAt. oo : Hanh kiém xép T L

Nay t6i lam don nay kinh xin nha truong cho phép toi duge bao lwu két qua vai ly do:

THEH QAN AEHIS. . e smonoms srass shes IR son s S 5odEsngsamissme s et 308 B s i ot g, T
Taéi xin cam doan sé di hoc lai dung thoi gian theo quy dinh va thuc hién day du quy
ché cta nha truong.

R4t mong dugc su quan tam cua lanh dao nha truong.

Kinh don!
o Khdnh Hoa, ngay ... ... thang ... ... nam ... ...
KHOA...ccoeeeene CO VAN HQC TAP Nguoi lam don
PHONG DT, QLKH&HTQT HIEU TRUONG
6
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BM.02-QT.02/HSSV

PHU LUC SO 02: PON XIN THOI HQC

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc l1ap — Tw do — Hanh phic

PON XIN THOI HQC

Kinh gtri: Hiéu truong Cao dang Du lich Nha Trang
Ten 20 [ somasssisnsimmsmsn s s ot et s 1o
INGOY SIMNE  cosnivvmmneminins oismiansssiinssanans sms s oo B s pamuas mexsw s S s R S BT

INOT SINNL <ot e e e e e e e e e e e e et

VI LY 00 eveennrieeenseseeessesssesssssssssssssessesesesseesessesessssseesmsssssssssssssssesesssmess e eseemn e o . .

.........................................................................................................................................

.........................................................................................................................................

Vi vay em khong thé tiép tuc hoc tap, dugc su dong y cia gia dinh, em lam don nay
kinh dé nghi Hiéu truong Nha truong xét duyét cho em duge thdi hoc.

Xin trén trong cam on./.

Khanh Hoa, ngay ........... thang .......... nam .....

Y kién ciia Phu huynh HSSV NGUOI LAM PON
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BM.03-QT.02/HSSV 1

PHU LUC SO 03: PON XIN BAO LUU KET QUA HQC TAP

BO VAN HOA, THE THAO VA DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG DU LICH NHA TRANG Péc lap - Tu do - Hanh phiic
PON XIN PHEP NGHI HQC
Kinh gri:

- Hiéu trudng Truong Cao dang Du lich Nha Trang;
- Phong Cong tac HSSV;
- GVCN va cac Giao vién by mon.

BN B0 1A coveevrirerreessessesssenssssssssisssssssssssssssssenes Ma 8 HSSV:.ouveuercmneriansinenne

Sinh NEAY: ccovverveiresencinnnnns N1 SINN 1 crcennosenssonammnsssisansssaausssasssnnsssnsaansasnasansssn o8 .

Sinh vién 1Op:...ccoccevvueecences 78315 110, AR ——— Khoa:.....ccoeevunee

Dia chi thUONE L covuvivrrisereeeemesissiessss st
Nay Em lam don xin phép dugc nghi hoc: .......... ngay, ké tir ngay

T I dén hét ngay ...... S 1
5 0 . JOem—————eE R G
- Gy 10 KB thEO! eeevvrrersnsssssssssssesesssssesmsssssssssssss s s s

Em hira, sau thoi gian trén, em s€ co mat tai truomg va tham gia hoc lai cac
hoc phan b sung. R4t mong nhan dugc sy xem xét cua cac cap Lanh dao./.
Khdnh Hoa, ngay ..... thang ..... ndm .......
PHONG CTHSSV KHOA............ GVCN NGUOI LAM bON

...................................................................................................

HIEU TRUOGNG

N




BO VAN HOA THE THAO VA DU LICH
TRUONG CAO PANG DU LICH NHA TRANG

BM.04-QT.02/HSSV

PHU LUC SO 04: GIAY XAC NHAN

S6:  /GXN-CPDLNT

Doc lip — Tuw do — Hanh phic

Khdnh Hoa, ngay ... thdng ... ndm .......

GIAY XAC NHAN

HLO WA B0 ..o encnoomsaremnsmmnrensmmsmmensismmnnssusssmmrs vs sobmnknsss s s s sdssssndasns ns ssseses vk semstosmasan
Ngay, thang, ndm sinh: .............cccoooevivvivirees CHON TR i conssspans iinirinn senimemmersness
INOH STEINS 5w s 5i5nmsvomsmpoisnmsamsmmsmmmms s s 5 S S s
S6 CMND. ................. NBAY CAP...cccovomeiacararssasissains NOI CAP: «oeveeeeeeceeenecneeeesseesann,
LOp: oo Khoéa hoc:........cceeunnenne. MAHSSV ..,
I [ 011 (7 S — S ——————
47 T S S (00 BN S
HE dao tao: ..oooevvveeeiiieeeeeee, Hinh thirc dao tao: .........ccoevvvvviieeeieeeeeen,

Xac nhan sinh vién

..............

hién la sinh vién ndm .............. , dang theo hoc tai

Truong Cao dang Du lich Nha Trang./.

HIEU TRUONG

Luwu y: Gidy xdc nhdn cdp cho HSSV dé hoan nghia vu quan sw (gidy xdc nhdn nay cé gia tri

dén hét thang

)

CONG HOA XA HQI CHU NGHIA VIET NAM

/4
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BM.05-QT.02/HSSV

PHU LUC SO 05: DPON XIN GIA HAN PONG HQC PHi

BO VAN HOA THE THAO VA DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG DU LICH NHA TRANG Poc 1ap — Tw do — Hanh phuc

PON XIN GIA HAN PONG HQC PHi

Kinh giri: - Hiéu truong Truong Cao dang Du lich Nha Trang
S JEIMOEE or o wmins mue s o 3 305 G 070 3 B B § WA ¥ moren wm $ 9V
- Gi4o vién chu nhiém

L% . s s s s wivws s o s s s 584 Khoa:.............. Nin Khoa:. .. .ovsonie vassrsmnesm posens
Hién nay la sinh vién Truong Cao dang Du lich Nha Trang.

Theo thong bao ctia Nha truong vé viéc dong hoc phi hocky .... namhoc ..............
Han chot gen DL BEARL.c o rasmssnunnnes nhung tgi thoi diém hién nay em chua hoan
thanh viéc dong hoc phi hoc ky ....nd@mhoc ................

......................................................................................................
......................................................................................................

......................................................................................................

nhat vao NgAY ....ovvvvivriniinens

Vay em viét don xin gia han dong hoc phi nay kinh trinh Hiéu truong Nha Truong
xem Xxét, giai quyét, tao diéu kién cho em.

Em xin chan thanh cam on!

Kinh don.

Khénh Hoa, ngay ...thang ... nanm ........
PHONG CTHSSV KHOA............ GVCN NGUOI LAM DON

...................................................................................................

HIEU TRUONG
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BM.06-QT.02/HSSV

PHU LUC SO 06: GIAY XAC NHAN

BO VAN HOA THE THAO VA DU LICH
TRUONG CAO PANG DU LICH NHA TRANG

Sé: /GXN-CBDLNT

GIAY XAC NHAN

Truong Cao ding Du lich Nha Trang xac nhan:
Ho va tén hoc sinh (sinh vién):..........

Khanh Hoa, ngay ... thang ... ndm

Ngay sinh:...... [..... L ons e v s oKt Nam [] Nir []
CMND $0: .ooevieeeieeeiennee ngay cap .../ .../ NOT CAP: weeeevveecieeieeeieeecee e

Ma truong theo hoc (mi quy ude trong tuyén sinh PH, CD, TCCN): CDT4103

Tén truong: Cao dang Du lich Nha Trang

NI L e TS Bt Ui s S pinia
H¢é dao tao (Pai hoc, cao déng, day nghé): ...............................
Khoa:.......................... Loai hinhdaotao:.............ccc.ooeeeene ..
LOP:eeiiie e, Ma sb
I N .00 s s s s miiss s e e e R T s s o s
BI08 s o snssw s s s sainn samss v vam e st e 3w e § R PR s re
Ngay nhap hoc:...../...../........ Thoi gian ra truong (thang/nam):....
(Thoi gian hoc tai truong: .............. thang)
- S6 tién hoc phi hang thang:.....ccceeverieieinnens dong
Thudc dién: - Khong mién giam ]
- Giam hoc phi ]
- Mién hoc phi ]
Thugc dbi turong: - Mo ¢bi ]
- Khong mo coi ]

...................

..............

................

----------------

- Trong thoi gian theo hoc tai truong, (tir khi nhdp hoc dén thoi diém xac nhan)
Ml (N1} s s khong bi xir phat hanh chinh tr& l1én vé cac

hanh vi: cd bac, nghién hut, trdom cap, budn lau.

- S6 tai khoan ctia nha truong: 006.1000.999292, tai ngan hang TMCP Ngoai

thuong Viét Nam — Chi nhanh Khanh Hoa./.
Khdanh Hoa, ngay ... thdng .
HIEU TRUONG

Luwu y: gidy xdc nhdn nay chi ding dé vay von ngan hang

11

.. nam .....

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Ty do — Hanh phic
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BM.07-QT.02/HSSV

PHU LUC SO 07: PON DE NGHI MIEN, GIAM HQC PHI

BO VAN HOA THE THAO VA DU LICH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG DU LICH NHA TRANG Poc 1ap — Tw do — Hanh phic

PON PE NGHI MIEN, GIAM HQC PHI
(Ding cho hoc sinh, sinh vién dang hoc tai cdc co so gido duc nghé nghiép va

gido duc dai hoc cong lap)

Kinh guri:

- Truong Cao ding Du lich Nha Trang;

2 TRERNER.. 5-05 s et e § i i A it W53
5 (C 0. 1 (- | {UBAR———— e RSN S L
Ngay, thang, nam sinh: ... 7 R
1T o1 TSR —————— e RS
1 o S —— Khoéa:....ocooovevvivieninne 174 173"; C RS —
MMIZ SO SITN VIBILL vveeeeeeeeerestesssessessessesseeseesseresaesasesaasess e s e sh e s s e s s s a s e s s s s s ettt
Q6 185 Khodtr WEE 10w« vt sesiswmssmssnsar omvas M tai ngln hAngG. .. covev e mmsomees

............................................................................................................................................

Can cir vao Nghi dinh sb 86/2015/ND-CP cia Chinh phu, t6i lam don nay dé nghi

dugc Nha truong xem Xét dé duogc mién, giam hoc phi theo quy dinh va ché do hién

hanh.
.................. , ngay.....thang....nam...
Xac nhan cia Khoa Nguwdi lam don

(Ky tén va ghi ro ho tén)
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BM.08-QT.02/HSSV

PHU LUC SO 08: PON XAC NHAN PI XE BUYT

BO VAN HOA THE THAO VA DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG DU LICH NHA TRANG Péoc lap — Tw do — Hanh phiic
S6: .../.GXN-CDDLNT Khdnh Hoa, ngay......thang......nam....

PON XAC NHAN PI XE BUYT

Kinh gtri: Hiéu truéng Truong Cao ding Du lich Nha Trang

TOL TBIN .o cnmnsmmsnmnnssusxssvsmssnsmemmssenemso i 5 aRAEEws AAFH A St wns BB AN .. o
Hién tai 1a Hoc sinh/Sinh vi€n LOp: ..o T | L ——
VLB, 1. oo sussmcsasssnssossnnsaas s maRas R A S yasEns sesnme s ah SESRRS RS S SRR RAR PP S PR o Y00 w SO ANR SRR S0 S AS AR
R R OB .. ... ixonsacsusmsnsssensssnssnsnsssnsassrans anensiesss ss s Eas S RATH S SHIRERRURER R RIS ISR on s Feums ammuneian’s §s0AISS NaBAIHIIBIA
INZIT OC! w.viivveteereteetere et et ies ettt sasae s s bbb h bRt ))

Toi lam don nay kinh dé nghi hiéu truéng Truong Cao dang Du lich Nha Trang

xac nhan cho t6i nhitng thong tin trén l1a dung dé t6i dugc mua vé xe buyt thang tai Cong
ty TNHH Quyét Thing Khanh Hoa theo ding mirc gia wu dai danh cho Hoc sinh/Sinh
vién.

Pon x4c nhén nay ¢6 thoi han tir ngdy ....thang... .nam ... dén ngay...thang... ndm ...

HIEU TRUOGNG NGUOI LAM PON

13



