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QUY TRINH
THU VA QUAII LY HQC PHI
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Ngudi so4n th6o Ngud'i phO duyQt
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I. Mgc dich, ph4m vi 6p dgng
a. Muc dich:

Girip cho ho4t dQng cta nhd trudng thUc hiQn tting trinh tU cric nQi

dung c6ng vi6c.

b. Ph4m vi rip dgng:

Ban girim hiQu, phdng Hanh chinh - K6 to6n, phdng Ddo tao - Qudn
sinh, c6c khoa.

II. Dinh nghia vi tir vi6t t6t
a. Dinh nghia:

Hgc phi ld khoan thu bit buQc dtSi vdi ngudi hgc theo khung quy dinh

cta co quan quan $ nhd nudc. HiQu trudng nhe truong quyfit dlnh mric thu

trong khung n€u tr6n.

b. Tir vi6t tit:

- QT.TQLHP : Quy trinh thu vd quan lj hqc phi;

- GVCN : Giiio vi6n cht nhiQm;

- HS : Hgc sinh

- P.DTQS : Phdng Edo tao - Quin sinh

- P.HC-KT : Phdng Hanh chinh - Kti torln.
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UY TRINH THU VA UAN L H C PHI

l. ChuAn bi thu hgc phi 2. Ti6n hirnh thu hgc phi 3. Xft Iy nq hgc phi - Luu trtr

U

F

.b 2.PhC

duyCt

9. Chi dao vd
quy6t dinh trtntr

thr?c xt lj c6c HS

ng hgc phi
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8. Xem

b6o c6o

3. Nhap danh srch
vd g6n mric thu

hqc phi



STT
TGn burlc c6ng

vi6c N6i dung
BQ phin/

Nguoi
thgc hipn

BQ phin/
Nguoi ph6i

hqp thuc hien
K6t qui tl4t ttu-oc

Bi6u
mau

I Lip k6 hoach thu
hoc phi

- L{p k6 ho4ch thu hgc phi g6m: lcrp, kh6a,
HS c6 vi kh6ng c6 ngan s6ch, chi ti6u tluoc
giao, chi ti€u ph6n b6.

- Hi6u truong ph6 duy6t k6 ho4ch;

P. DT-QS
K6 hoach duoc

duy6t
Diu ndm hoc llM0l

) Th6ng brio kii
hoach thu hoc ph(

- Th6ng b6o k6 ho4ch vd lich thu hoc phi cho
GVCN, GVCN ph6 bi6n cho HS P. HC-KT - Ciic khoa

Iruong khoa" GVCN,
HSSV nim duo. c k6
hoach thu hgc phi

Tru6c thoi gian
nghi hd ve t6t.

Nguy6n drin 2 tudn

3 L$p danh s6ch vi
gdn mtc thu hgc
phi

-Lip danh s6ch n6p ti6n hoc phi theo tlng l6p
tlAy tl0 th6ng tin.

- Ri so6t, a5i ctri6u danh sdch HS du-o. c mi6n
giim hoc phi cho cA tl6i tuong trong ngdn s6ch
vi ngoii ngdn s6ch

P. HC-KT P.DT.QS
Danh siich thu hoc

phi du-o. c duyQt
Hoin thinh vdo

ddu hqc kj BM02

4 Thuc hi€n thu hoc
phi

- Hgc sinh tryc ti6p l6n P. HC-KT xu6t trlnh
th6ng tin, fii toan lap phi6u thu, h6a tlon vi
giao I li€n cho HS

-f6 torin nhip file theo d6i tinh hinh tt6ng hoc
phi cria HS

P. HC-KT
Cric Khoa,

GVCN
Thu tfti hoc phf

Trudc thi HK 2
tuan

BM03

5. Brio c6o tinh hinh
n6p hoc phi

Cu6i hoc kj,, Cu6i ndm hoc, kii to6n thu hoc
phi ldp brio crio tinh hinh n6p hoc phi cta HS
b5o cdo BGH

P. HC-KT C6c khoa
86o crio danh srich

<15 thu, chua thu
Cu6i HK BM04

6 D6n d6c vd thuc
hiOn thu hoc phi
cta HS cdn no

hoc phf

- P. DT-QS, c6c khoa d6n d6c GVCN nhic
nhd HS cta lop d6ng hoc phi dAy dt.

- T6ng hgp danh siich cric HS ng hgc phi
th6ng biio trong cuQc hgp giao ban thuong k!
hing thring. Th6ng brio tl6n tlng GVCN

P.HC-KT
C6c khoa,

P.DT-QS, cric
GVCN

Thu thi hoc phi cta
hoc kj,

Ktit thric tru6c thi
HK 2 tuin BMO5

7 Quydt tlinh hinh
thric xri ly

Dua ra ciic quyet dinh xt l]i, nhic nho, k];, lu6t Hi6u
tru<rng

P. Dr-QS
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STT TGn budc c6ng
vr9c

NQi dung
BQ phfln/

Nguoi
thuc hi6n

BQ phin/
Nguoi ph6i

hqp thuc hiQn
K6t quri tl4t tluo. c H4n hohn thinh Bi6u

mau

8. Di6u chinh biio c6o
sau xt l! vd giti
quy6t cric truong

hop cdn ng

K6 toan di6u chinh lai sau khi xrl l!, ti6p tuc
thu hoc phi HS

P. HC.KT

P. DT-QS
Khoa

GVCN

9 Luu Tr{1 - K€ hoach, danh sdch tl6ng hoc phi
- Chung tu, h6a don tluo. c luu trr lai

P.HC-KT
P.DT-QS

H6 scr luu rl6v dt Sau khi hoin
thinh thu hoc phi
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S.Crlc cdng cg/ bi6u miu/ hutfirg dfin

STT T6n c6ng cg/ bi6u m6u/ hrning d6n Mi h6a

I K5 ho4ch thu hqc phi BMOl

2 Danh s6ch HS d6ng hqc phi BMO2

3 II6a don thu hgc phi BMO3

4 86o c6o tinh hinh nQp hgc phi BM04

5 T6ng hq,p danh s6ch HS nq hgc phi BMO5
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Sd LAo Do. NG. TBXH KHANH HoA
TRTIONG TRT]NG CAP NGHI VAN I\IINH

Noi nh$n:
-Nhu tren;

-Luu: VT,P.HC-KT

BM|] I

CQNG HOA XA HQr CHU NGHIA vrE'r NAM
DQc lflp - Tg do - H4nh phric

HIEU TRTIONG

56: /TB-TTCN Vqn Ninh, ngay thakg ndm 20...

THONGBAO
ViQc phAn f6 sii ttru hqc phi cho c6c khoa

Nim hoc 20... -20....

Cdn cri chi ti€u tuydn sinh nhd nudc giao;

Cnn cu s6 luqng hgc sinh c6c kh6a hiQn c6 cta Trudng;

Nay phdn b6 s5 ti6n thu hgc phi vd cric khoa theo s6 luqng hgc sinh hiQn c6
nem hQc 20 .. . - 20... nhu sau:

(Dinh kDm theo danh sdch thu hpc phi)

STT
LOP,

KH6A SO HS

MI/C HQC PHi
Ghi chriTrong chi ti6u NgoAi chi ti6u

Ciip bt HS nQp Cip bt HS nQp
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sO LAo EQNG-TBXH xnANu uoa
TRtroNG TRUxc cAr xcnt vArr xrNH

rE ToAN TRIJONG

BMO 2

CQNG HoAxA HQr cHU Ncniavlpr Nen
Dgg_!tp: Ig 39: xg4'_ph,i"

Vsn Ninh, ngdy.... thdng.... tdm 20
HIEU TRIJONG

DANH SACHTHUHQC PHi
NAM Hec 20... -20...

(Kdm theo Th6ng bdo s6: ..../..... ngdy . . thdng... ndm 20...)

Ghi chi; Thdi hqn d6ng hpc phi ddn ngdy .../..../20

STT HO VA TEN
Ngnv
sinh

Dia chi
MTIC HQC PHi (;hi

ch ri
Trong chi ti6u Ngoiri chi ti6u

Cdp bt HS n6p Cip bt HS nQp

I LdP:...
I
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Sd LAo DQNG. TBXH KHANH HoA
TRIJdNG TRUNG CAP NGHT VAN NINH

CQNG HOA XA HQI CHU NGHiA VIE,T NAM
DQc lAp - Tg do - H4nh phric

Van Ninh, ngay thdng ndm 20....

BAO CAO TINH HINH DONG HOC PHI CUA HOC SINH
HOC Kv.... NAM HOC 20... -20....

STT
TEN
L(iP SO HS

HP Nq niim trufc HP phii thu n5m nay HP dn thu ndm nay HP chua thu duqc

CAp bt HS nQp Cdp bt HS nQp Cdp bt HS nQp C6p bt
I.HE TRUNG CAP
l. Trong chi ti0u

2.Ngoiri chi ti0u

rr. H4, THUoN(; XUYEN

TONG CONG

Nguoi I{p bi6u K6 tofn tru6ng HiQu trud'ng

HS nQp

a. Khoa..... II ] II

tt



SO LAO DONG - TBXH KHANH HOA
TRIIONG TRTTNG CAP NGHt, VAN NINH

Nguoi tSp bi6u K6 toin truong

I BM(]4

CONG HOA xA HQI CITO NGHIA VIE,T NAM
DOc lip - Tg do - H?nh phfc

Van Ninh, ngay thdng nan 20..

HiQu trunng

STT TTN LOP HOC VA TEN DIA CHi

I.HE TRUNG CAP
l. Trong chi ti6u
a. Khoa.....

2.Ngohi chi ti6u

II. HE THI.,TONG XUYEN

TONG CONG
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DANH SACH HQC SINH CIilIA E6NG HQC PHi
HQC Kv.... NAM HQC 20... -20....



HoA DoN eAx HAxc
BaD th6 hien cta h6a ilor dier tt

Ngdy ..... theng ...... nim 20....

Mau s6: 02GT'|T0/001

Ki hieu: AA/I6E

56:

Don vi ban hdng: TRuOxc rnUxc cAr xcut v4x xlxu
Ma s6 thu6: 4200668377

Dia chi: Tin Drtc D6trg, Vgr Lusr& V?tl Ninh, Kh{nh Hda

s6 tdi khoen:.. . .. . .. . .. . .. . . . . . Tai NH/KB:

Ngudi mua hdng:

MI s6 thu6:

S5 tdi khoin:

Hinh thfc thanh toan: TM/CK

Tai NH/KB:

st"r' Ten hAne hda, dich vu Don Yi tirh S6 lurlug Don gii Thinh tidn
3 I 5 6:1x5

l

2

CQng tiin b{n hinq h6a, dich yu:

s6 tiin vi6t bing cnt .

N gu iri mua hing Nguli b6n hing

rcAt kih na tii ctiiu hti 6r', eiuo. nhan ,tu irh)

Dth vi Mgcdp dlcht1t Hda d@ Afu h? Tdpd.,anOiagn4hiip- yiin thrhg Oudnd (vEtt l), M\'T. 0lN109!06
Ttu ctu Mo 116dian tttat W.bik: htpr: tmie.w.tkl m trtuuhde Ma td bltuit:. ...
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