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Quy trinh tiép nhdn va gudn Iy hé so hoc sinh sinh vién QT.01/CTHSSV

QUY TRINH M4 s6: QT.01/CTHSSV
~——r TIEP NHAN VA QUAN | Ngay ban
LY HO SO HQC SINH | hanh:20/06/2017
SINH VIEN Lan ban hanh: 01

1. Pon viva ca nhan co lién quan phai nghién cuu va thuc hién dung cac ngi
dung cua quy trinh nay.

2. Ngi dung trong quy trinh nay c6 hiéu luc thi hanh theo su chi dao cua Hiéu
trweeng Triwong Cao Pang COng nghiép Nam Pinh.

3. Mdi don vi dwoc phat 01 ban (co6 dong ddu kiém soat). Cac don vi khi ¢d nhu
cau bé sung thém tai liu, dé nghi lién hé véi thu ky 1SO @é c6 ban doéng ddu kiém
soat. Can bg, vién chirc dwoc cung cdp file mém trén mang néi bg dé chia sé thong tin
khi can.

NOI NHAN: (ghi rd nei nhdn rai danh dau X 6 bén canh)

X Hi¢u truéng
X Pho Hiéu truéng dao tao
X Cac don vi: Phong, Khoa, Trung tdm

THEO DOI TINH TRANG SUA PO (tinh trang sira doi so Vi ban triedc do)

Trang Hang muc sira doi Tom tat ndi dung hang muc sira doi
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Quy trinh tiép nhdn va gudn Iy hé so hoc sinh sinh vién QT.01/CTHSSV

I. MUC PiCH

Quy dinh théng nhét cach thic tiép nhan, kiém tra, quan 1y, luu trit hd so hoc sinh
sinh vién day du, chinh xé4c va thuan tién khi tim kiém.
Il. PHAM VI AP DUNG

Quy trinh nay ap dung cho tat ca HSSV nhap hoc tai truong. Cac don vi, c& nhan
cd trach nhiém phéi hop ciing véi Phong Cong tac HSSV dé td chirc thuc hién viéc tiép
nhan, quan 1y va luu trir hd so dy du, phu vu tét cho cong tac dao tao.
111. TAI LIEU VIEN DAN

Quy ché tuyén sinh dai hoc, cao dang hé chinh quy ban hanh kém theo Théng tu s6
09/2012/TT-BGDDT ngay 5/3/2012 va Thong tu 24/2012/TT-BGDDT ngay 29/6/2012
vé stra doi, bo sung mot s diéu caa Thong tu 09/2012/TT-BGDDT ngay 5/3/2012 cua
B6 truéng Bo Gido duc va Dao tao.
IV. THUAT NGU VA TU VIET TAT
4.1 Giai thich thuat ngir (khéng c6)
4.2 Tir viét tit

CTHSSV | Céng tac hoc sinh,sinh vién

HSSV Hoc sinh sinh vién

CMND Churng minh nhén dan

HKTT Ho khau thuong trd

THPT Trung hoc pho thong
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Quy trinh tiép nhdn va gudn Iy hé so hoc sinh sinh vién

QT.01/CTHSSV

V. NQI DUNG QUY TRINH

5.1 Lwu do

Chiu trach nhiém
Cac buoc thuc hién

M@ ta/ Tai liéu lién quan

Thuc
hién

Phoi
hop

Nhan
vién
Phong
CT
HSSV

HSSV

Tiép nhan ho
so HSSV

Xemb5.2.1

Nhan
Vién
Phong
CT
HSSV

HSSV

Kiém tra
hd so

Xem5.2.2

Nhéan
Vién
Phong
CT
HSSV

HSSV

b

\ 4

Nhap liéu may tinh

Xem5.2.3
Mau 01-QT.01/CT HSSV

Nhan
Vién
Phong
CT
HSSV

Sap xép, luu kho

Xem 5.24

Nhan
Vién
Phong
CT
HSSV

Béo c4o tong hop

Xemb.2.5
Mau 02-QT.01/CT HSSV

Nhéan
Vién
Phong
CT
HSSV

A 4

Xem 5.2.6
Mau 03-QT.01/CT HSSV
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Quy trinh tiép nhdn va qudn Iy hé so hoc sinh sinh vién QT.01/CTHSSV
5.2 Mb ta quy trinh dang bang
STT Cong | Ngudi thuc Quy trinh thuc hién Biéu mau
viéc hién
Tiepnhan | Nhanvién - Theo thoi gian lam thi tuc nhap hoc
5.2.1 hé so Phong CT ghi trong giay béo trung tuyen, tiép
HSSV HSSV nhan hd so cua HSSV sau khi nop
(lan 1) tién hoc phi.
- Kiém tra céc loai giay to can nop theo
gidy bao tring tuyén, dbi chiéu ban
L chinh. Néu:
Kidm tra Nhan vién
522 | 4 Phong CT | + Ho so day da: Thu nhan.
HSSV . . -
+ Ho so chua day du: Huong dan HSSV
hoan chinh va nép trong thoi gian nhap
hoc.
- Ghi day dua noi dung, ky tén va giao
bién nhan ho so cho HSSV
Nhan h Nhan vien | Nﬁac ;nho thmlglan:’ dia d_lAem I;I-SSY )
523 S0, Phong CT nop bo sung Bang tot nghiép doi vai Mau 01-
nhipligu | ragy | HSSV moi tét nghiep chi co ching = QT.0LCTHSSV
may tinh nhan tét nghiép tam thoi.
- Nhap liéu h6 so vao phan mém may
tinh dé quan ly.
- Sap xép ho so theo don vi khda hoc va
I6p hoc va theo thir tu Alphabet cua tén
HSSV trong ho so.
. .. tChuyén ho so dén kho luu trit caa Phong
524 Lz Nhéan vién S ’
v Sap xép, Phong CT CT HSSV, luu theo Khoa va theo 16p;
luu kho H ng mdi ta hd so ¢ dan nhin 13 rang.

- In béo céo tong hop hd so: tong sé ho so
d3 nhéan, danh sach HSSV chua nop hd
s0, s loai gidy to con thiéu caa mdi bo
hd so.
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Quy trinh tiép nhdn va gudn Iy hé so hoc sinh sinh vién

QT.01/CTHSSV

sTT | COng | Nguoithuc Quy trinh thuc hién Biéu miu
viéc hién
- B6 sung Bang tét nghiép vao tui hd so
cua HSSV.
... | -1Inbéo cao tong hd so HSSV. Béo cio
., Nhéan vién B , R , N
5.2.5 | Béo céo Phong CT dén Truéng phong CT HSSV céac Mau 02-
tnghop | - ng truong hop HSSV nop thiéu hd so dé | QT.01/CTHSSV
xem xét xir ly theo quy ché
- Khi c6 yéu cau kiém tra ho so thi rut
ho so ra va tra lai ho so sau khi kiém
tra xong.
- Luu ho so tai kho Phong CT HSSV, luu
theo 16p; mdi ti hd so c6 dan nhén.
Nhan vién | - Thoi gian luu: dén hét khung thoi gian Miy 03
5.2.6 | Lyuhdso | PhongCT | dao tao. QT.Ol?(%TH_SSV
HSSV

- Hét thoi gian luu, Truong Phong
CTHSSV xin y kién Giam hiéu, lap
bién ban va hay hé so.
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Quy trinh tiép nhdn va gudn Iy hé so hoc sinh sinh vién

QT.01/CTHSSV

VI.HO SO
STT Tén Ho so Don vi, ca Noi luu Thoi gian lwu
nhan luu
. . 7 Nhan vién Phong CT . )
1. | HO so nhap hoc cua HSSV Phong CT HSSVY Mot khoa hoc
HSSV
Bién ban, quyét dinh hay hd|  Nhan vién Phong CT N
2. o Phong CT HSSVY Lau dai
HSSV
VII. PHU LUC
STT Ma s Tén biéu mau
1 Mau 01-01.QT/CTHSSV Bién nhan hd so nhap hoc HSSV
2 Mau 02-01.QT/CTHSSV Béo céo tong hop thu hd so HSSV
3 Mau 03-01.QT/CTHSSV Bién ban huy hd so HSSV
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