SO LAO DONG THUGNG BINH & XA HOI KHANH HOA
TRUONG TRUNG CAP NGHE VAN NINH
Dia chi: Quéc 16 1A,Van Luong, Van Ninh, Khanh Hoa
DPT: 02583.940368, Email:tcnvn.sldtbxh(@khanhhoa.gov.vn
Website: www.tcnvn.edu.vn

_QUY TRINH ,
THU VA QUAN LY HOC PHi

Ma héa : 28/QT-TCNVN-HCKT
Ban hanh lan : 01
Hiéu lyc tir ngay : 25/5/2020

Nguoi soan thao Ngudi kiém tra Ngudi phé duyét

Chir ky

ovatén Vo Thj ThuHién [Nguyén Thi Hong Chung L& Vién Ngoc Bang
Chirc | Chuyén vién phong Truémg phong .
danh |Hanh chinh — Ké toin| Hanh chinh— Ké toan | 11¢U truong




I. Muc dich, pham vi ap dung
a. Muc dich:

Giap cho hoat ddng ctia nha truong thuc hién dung trinh tu cac ndi
dung cong viéc.

b. Pham vi 4p dung:

Ban giam hiéu, phong Hanh chinh — Ké toan, phong Pao tao — Quan
sinh, cac khoa.

1. Pinh nghia va tir viét tit
a. Dinh nghia:

Hoc phi 14 khoan thu bat bugc ddi véi nguoi hoc theo khung quy dinh
clia co quan quan ly nha nudc. Hiéu truong nha truong quyét dinh mic thu
trong khung néu trén.

b. Tur viét tit:

- QT.TQLHP : Quy trinh thu va quan ly hoc phi;
- GVCN : Gido vién chi nhiém;

- HS : Hoc sinh

- P.DTQS :Phong Dao tao — Quan sinh

- P.HC-KT :Phong Hanh chinh — K& toan.



QUY TRINH THU VA QUAN LY HOC PHI
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1. Chuén bi thu hoc phi

2. Tién hanh thu hoc phi

3. Xitly n¢ hoc phi — Lwu trir

thuc hién thu hoc
phi ctia HS

§ 4. GVCN
X thong bdo cho
5 HS ndp hoc
& 1.Lap ké hoach 10. Xir 1y HS ng
E' thu hoc phi hoc phi
E A
) 3 X 9. Chi dao va
E 2.Phé b.' e;n quyét dinh hinh
E duyét A0CA0 | thirc xir Iy cac HS
& ng hoc phi
=
3 7. Lap béao cio Y.
3. Nhip danh sach tinh hinh ndp 11. Biéu chinh bao
va gan mirc thu hoc phi cdo sau xir ly va

» hoc phi tiép tuc giai quyét
&) cdc truong hgp con
:: ng hoc phi
A 6. Don dbc va




B0 phan/

B9 phan/

gry| Tombadecing Noi dung Ngwdi | Nguoiphdi | Két qua datdwoc | Han hoan thanh | DY
viée n o n mau
thwe hién | hgp thue hién
1. | Lap ké hoachthu | - Lap ké hoach thu hoc phi gdm: 16p, khoa,
hoc phi HS ¢6 va khong ¢6 ngén séch, chi tiéu dugce k& hoaeh dijoe L
giao, chi tiéu phan bo. ’ P. bT-QS dﬁyét ; Dau ndam hoc BMO01
- Hiéu truong phé duyét ké hoach; '
2. | Thoéng bdo ké - Thong béo ké hoach va lich thu hoc phi cho Truong khoa, GVCN,| Truéc thi gian
hoach thu hoc phi | GVCN, GVCN pho bien cho HS P.HC-KT | -Céckhoa |HSSV nim dugcké| nghihe vatét
hoach thu hoc phi |Nguyén dan 2 tuan.
3. | Lap danh sach va -Lap danh sach ndp tién hoc phi theo timg 16p
gan murc thu hoc day du thong tin. , . . R
phi -Ra sodit, déi chiéu danh sach HS duoc mién | P.HC-KT | P.DT-QS Daf,‘ga"h g'“ b ”";‘P tﬂa“hkf’ao BM02
giam hoc phi cho ca doi tugng trong ngéin sach pit duge: duyst AL ey
va ngoai ngan sach
4. | Thuc hién thu hoc | - Hoc sinh truc tiép 1én P. HC-KT xuat trinh
phi thong tin, Ké todn ldp phiéu thu, héa don va ) il
giao 1 lién cho HS P. HCKT Cg’VKé‘Tga’ Thu dit hoc ph T”""n:l}‘ HK2 | Bmos
-K¢é todn nhap file theo dai tinh hinh dong hoc ==
phi cua HS
5. | Béocéo tinh hinh | Cudi hoc ky, Cudi nam hoc, ké toan thu hoc R
ndp hoc phi | phi I4p bao céo tinh hinh ndp hoc phi cia HS | P. HC-KT |  Céc khoa oy Cubi HK BMO04
bao cao BGH o R, SRR L0
6. | Pon doc va thuc - P. PT-QS, céc khoa dén déc GVCN nhic
hién thu hoc phi | nhd HS cua 16p déng hoc phi day du. Céc khoa, . L o o
cta HS con ng - Tong hop danh séach céc HS no hoc phi P.HC-KT | P.BT-QS, cic Thu du hoe Ph‘ cua | Két thic truvc thi | 5105
hoc phi thong béo trong cudce hop giao ban thuong ky GVCN hoc ky HK 2 tuén
hang thang. Thong bdo dén timg GVCN
7. | Quyétdinhhinh | Dua racdc quyét dinh xir ly, nhac nho, ky luat | giey
thire xir 1y ' P.DT-QS

trudng




Tén budc con Bo.phin/ S Biéu
STT = e Néi dung Nguoi Ngudi phéi | Két qua dat dwge | Han hoan thanh x
viée i o n mau
. s i . thuc hién | hop thue hién

8. | Diéu chinh bao cao Ké todn diéu chinh lai sau khi xr 1y, tiép tuc P. DT-QS

sau xu ly va giai | thu hoc phi HS Khoa

quyét cac truong Fotied] GVCN

hop con ng ’
9, Luu Trir - K€ hoach, danh sach dong hoc phi P.HC-KT N .o Sau khi hoan
+ Ching tir, hoa don dugc Iuu trir lai P.DT-QS HO so luu day du thanh thu hoc phi




5.Céc cong cu/ biéu miu/ huwéng din

STT Tén cong cu/ biéu miu/ hwéng din Mai hoa
1 Ké hoach thu hoc phi BMO1
2 Danh sach HS dong hoc phi BMO02
3 Hoa don thu hoc phi BMO03
4 Béo céo tinh hinh ndp hoc phi BMO04
5 Tdéng hop danh sach HS ng hoc phi BMO05




[ BMO1 ]

SG LAO PONG - TBXH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE VAN NINH Pic lap - Tw do - Hanh phiic
S6: /TB-TTCN Van Ninh, ngay thdng ndam 20....
THONG BAO

Viéc phan bo s6 thu hoc phi cho cic khoa
Niam hoc 20... - 20....

Can ctr chi tiéu tuyén sinh nha nude giao;
Cén ctr s0 lugng hoc sinh cac khéa hién ¢6 cua Truong;

Nay phén bd sé tién thu hoc phi vé cac khoa theo sé lugng hoc sinh hién ¢6
nam hoc 20... - 20... nhu sau:

& MUC HQC PHI
L ) A 2 geA .. P LA . -
STT KHOA SO HS ”,I‘rong chi tiéu }\Igoal chi tiéu Ghi chua
Cap bu | HS nop | Cap bu | HS np
1
2
3
4
5 —
TONG
(Dinh kem theo danh sdch thu hoc phi)
Noi nhin: HIEU TRUONG
-Nhur trén;

-Luu: VT,P.HC-KT



SO LAO PONG — TBXH KHANH HOA
TRUONG TRUNG CAP NGHE VAN NINH

| BMO2

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lip — Ty do — Hanh phuc

DANH SACH THU HQC PHi
NAM HQC 20... - 20...

(Kém theo Théng bdo sé: ..../..... ngay .... thang... nidm 20...)

o Neiy MUC HQC PHi .
STT| HO VA TEN Si%l h Dia chi Trong chi tiéu Ngoai chi tiéu cliii
Ciap bu | HS ngp | Cap bu | HS njp

I |LOP:...

1

2
Il |LOP:... il

1

2

TONG

Ghi chii: Thoi han déng hoc phi dén ngay .../..../20..

KE TOAN TRUONG

Van Ninh, ngay.... thang.... tam 20....

HIEU TRUONG

Il



SO LAO DONG - TBXH KHANH HOA

TRUONG TRUNG CAP NGHE VAN NINH

| BMO03 J

Poc lap - Tw do - Hanh phic

Van Ninh, ngay thang nam 20....

BAO CAO TINH HINH PONG HQC PHI CUA HQC SINH
HQC KY.... NAM HQC 20... - 20....

CONG HOA XA HQI CHU NGHIA VIET NAM

A HP N¢ nim truéc HP phai thu nim nay | HP di thu nim nay | HP chwa thu dwge
TEN 5 ;
STT LOP SO HS - - . .
Cap bu HS njp | Cap bu HS ngp Cap bu | HS ngp | Cap bu HS ndp
ILHE TRUNG CAP
1. Trong chi tiéu
a. Khoa.....
2.Ngoai chi tiéu
| | i | | |

II. HE THUONG XUYEN

| |

|

TONG CONG

Ngudi 1ap biéu

Ké toan trwong

Hiéu trudng




EM04

SO LAO DONG - TBXH KHANH HOA ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE VAN NINH Poc lap - Tu do - Hanh phic

Van Ninh, ngay thang nam 20....

DANH SACH HQC SINH CHUA PONG HQC PHI
HOQC KY.... NAM HOQC 20... - 20....

STT TEN LOP HOQC VA TEN DPIA CHI

L.LHE TRUNG CAP

1. Trong chi tiéu

a. Khoa.....

2.Ngoai chi tiéu

| | ]

II. HE THUONG XUYEN

| | |

TONG CONG

Ngudi 1ap biéu Ké todn truong Hiéu trudng
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, ’ % Mau so:
HOA PON BAN HANG

Bin thé hign cia héa don dién tir

02GTTTO0/001

Ky hi¢u: AA/16E

Ngdy ..... thing ... nam 20.... SOr
Don vi ban hing: TRUONG TRUNG CAP NGHE VAN NINH
M sb thué: 4200668377
Dia chi: Tan Dirc Péng, Van Luwong, Van Ninh, Khanh Hoa
B KRORN: . .o ssvnnsovvsmssssvassinis 101 ) 2 717 3 O —
Piénthoai:........oooevvviiiiiiininnnn, FaxX:.ooiviiiiininnann, Website:.....oooviveiiiiiiiinnnns
Ngudi mua hang:...............
Ten ANV vonanmnmnm
2T ) L,
Masdthub: ..o
S6 tai khoan: Tai NH/KB:
Hinh thirc thanh toan: TM/CK
STT Tén hang hoa, dich vu Ponvitinh | S§lwgng | Don gia Thanh tién
1 2 3 4 5 6=4x35
1
2
Cong tién ban hang héa, dich vu: -
SO tén VIEt BANE A ... ..ooiieiie it i i e e e e e e e e e e e
Ngudi mua hang Ngudi ban hang

(Ciin kiém tra ddi chidu khi Iip, giao, nhin hda don)

Pom vi cung edp dich vu Héa dom dign tie: Tdp dodn Cong nghiép - Vién thong Qudn dgi (Viettel), MST: 0100109106
Tra ciru héa don dién tir tai Website: hitps://sinvoice.viettel. vn/tracuuhoadon. Ma sé bi mdi:................
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