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1. Muc dich, pham vi 4p dung
a. Muc dich:
9 Quy dinh trach nhiém va phuong phdp quan ly HSSV & Ky tic x4 cia Truong Cao
dang K¥ thuat Cong ngh¢ Nha trang.
b. Pham vi ap dung

Quy trinh nay dugc 4p dung trong pham vi Quan ly Ky tic x4 ctia Trung tdm Dich vu
San xuét, Trudong Cao déng K§ thudt Cong nghé Nha trang.

2. Dinh nghia va tir viét tit
a. Dinh nghia

Quén ly Hoc sinh Sinh vién & Ky tac x4, 1& quan 1y toan bd sé Hoc sinh sinh vién xin
va0 ndi tra tir khi vao & ndi tri dén lic hét hop ddng ¢ Ky tiic xa.

b. Tir viét tit

QL KTX Quan ly Ky tic x4

BV KTX Béao v€ Ky tic x4

NV TTDVSX Nhén vién Trung tdm Dich vu - San xuét

GP TTDVSX | Giam dbc Trung tdm Dich vu - San xuét

KTX Ky tuc xa
HSSV Hoc sinh/Sinh vién
TTDVSX Trung tdm Dich vu - San xuét

3. Lwu d6: Xem noi dung trang 2

4. Pac ta: Xem nodi dung trang 3
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5. Cac cong cu/biéu miwhwong din

STT Tén cong cu/biéu miu/hwéng din M3 hoa
1 [Pon xin vao & KTX BM/QT36/TTDVSX/01
2 [Hop dong 6 KTX BM/QT36/TTDVSX/02
3 |Ly lich trich ngang cia HSSV BM/QT36/TTDVSX/03
4 |Thé ra vao KTX BM/QT36/TTDVSX/04
5 [Bién ban giao nhén tai san, trang thiét b BM/QT36/TTDVSX/05
6 [Bién ban sinh hoat dinh ky HSSV KTX BM/QT36/TTDVSX/06
7 Béo cdo si sb HSSV tai KTX. BM/QT36/TTDVSX/07
8 [Bién ban kiém tra BM/QT36/TTDVSX/08
9 [Bién ban vi pham néi qui BM/QT36/TTDVSX/09
10 |Bang tuong trinh BM/QT36/TTDVSX/10
11 [Bang tu kiém diém c4 nhén BM/QT36/TTDVSX/11
12 [Bang cam két BM/QT36/TTDVSX/12
13 [Dé nghi ky luat BM/QT36/TTDVSX/13
14 |Quyét dinh ky luat BM/QT36/TTDVSX/14

d& sir dung, c6 dudng din cho biét biéu miu thudc quy trinh nao.

Ki hiéu ma hiéu cta biéu mau dugc ma hda linh dong véi muc dich dé nhan dang,

Vi du: BM/QT36/TTDVSX/01, trong do:
- BM: Chit viét tit ctia Biéu miu

- QT36: M4 sb cua quy trinh trong tng (Quy trinh s6 36 trong danh muc quy trinh
clia nha trudong)
- TTDVSX: Pon vi bién soan quy trinh, Trung tdm Dich vu - San XUuAt.

- 01: S6 th tu biéu mau tir 01

* Ghi chii: Vi tri Ma hiéu cua biéu miu duogc thé hién tai géc phai bén phai trang gidy.
TAI LIEU THAM KHAO

(Néu c6 tham khdo tdi liéu thi ghi phan nay theo quy dinh).
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BM/QT36/TTDVSX/01

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phic

PON XIN VAO O KY TUC XA
Kinh giri : Trung tdm Dich vu — San xuét
Trudng Cao dang K¥ thuat Cong nghé Nha Trang.

TEEE IR o T ——————— Nam (OfF) ..o
Sinh NZAY: oo thang...........ccocoooeee. NAM oot eeieene
Dan 00 .cccisiisonsmmimmmimrssnssssssmmsssesessorsmssmenensses LOTE SHA crmsmseeemereprrmepmessovsrsssesonssn
LOP: e Khoa. ..coovveiieicn |4 1o - TRR——
Noi dAng Ky hO KDAU tHUONE 1T 2 .oevooeeeeeeeeeeeseeeeeeeeeeeeseseseeeeeeseeesessessssssseessssssesesesssens
Doan vién : Pang vién:

S6 @ien thoai BAN thAN © .....ooevrrreeerreeeseeee s

(yéu cau thong bao kip thoi cho quan Iy KTX sb dién thoai méi, néu thay dbi)

D61 tUONZ WU BN (NEU CO).ovvrvvreeeeeveeeeeeeeeeeeeeee e eeseeeeeeeeseeese e sesseeesenseseseeeeeeesee
Ho vatén cha: ..o NENE NERIED: oo
Ho va tén me: .- ............................................. NEhE NENIEP: ..o
s6 dién thoai lién lac €18 QINN 2

(Yéu cau thong béao kip thoi cho quan ly KTX sb dién thoai méi, néu thay doi)

Sau khi d& doc k§ n6i dung Hop ddng, No6i quy va Khung xi 1y ky luat cia
Trung tdm Dich vu - San xuét Truong Cao déng K§ thuit Cong nghé Nha Trang,
Téi xin dugc ky hop dong & Ky tic x4.

T6i cam két nhiing théng tin c4 nhan néu trén 14 ding su that va s& thyuc
hién déy du trach nhi€ém ctia HSSV ndi tra theo cac Quy dinh hién hanh déng thot

chiu trach nhiém trudc nha trudng va phép luét ndi dung cam két cia minh.

Khdnh Hoa, ngay....... thang .... .. nam 20...
XAC NHAN CUA CHINH QUYEN  PHU HUYNH HSSV Nguwdi lam don
PIA PHUONG NOI CU TRU ( Ky va ghi rd ho tén) ( Ky va ghi 18 ho tén)

(UBNDX4, Phuong, Thi trdn)

Lueu y : Xin giti kém theo 3 tim dnh 3x4, 1 CMND photo ( néu khong c6 CMND ndp gidy tam trii tam ving )






BM/QT36/TTDVSX/02

TRUONG CAO PANG KY THUAT CONG HOA XA HOI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Déc lap — Ty do — Hanh phice

TRUNG TAM DICH VU - SAN XUAT

HQOP PONG O KY TUC XA

Cén ctr don xin vao & KTX ngay.............. iy v o, ndm 20.... cia HSSV
.................................................. dugc Trung tdm Dich vu — San xuat phé duyét.
HOm nay, ngay........... thang........ nam 20............. tai Trung tdm Dich vu-Séan

xuat Truong Cao dang K§ thuit Cong nghé Nha Trang, chung t6i gdm c6:
TRUNG TAM DICH VU-SAN XUAT (BEN A)
DO ONG/ BA e, Giam dbc 1am dai dién

Dia chi: Buong N1, Khu truong hoc dao tao va day nghé Bic Hon Ong, xa
Phudce Dong, thanh pho Nha Trang, tinh Khanh Hoa

bién thoai: 0258. 3887453
HOQC SINH, SINH VIEN HQP PONG O KTX (BEN B)

HO: 8 ABHIL.. s cecemmn i omsinsmmnspemsmosp s mmmsrsssssssssms s Nam, N ..o
HO KBAU thUOTIE TTE oo eeeeeeeseeeeee e seeeeeeseesseseesesessseesse s
LOP:iiiieieeeieeeeeeeee s Khoa.......cooovverririene. (4o To - CAN—————
Giy CMND S&:...ovvoveeeoeecccree Cap NEAY: .o Tai: e,
Dién thoai lién hé gia dinh (hodc ngudi than): ........cccooeveiieieiceceeeeeens

Thdng nhét ky két hop dong véi cac didu, khoan sau day:
Piéu 1. Bén A dbng ¥ cho bén B thué chd & tai KTX:
Phong s6: ... Giuong s6: ...................

Thoi gian ¢: 10 thang.

HKI Bit du tir ngdy...... thang......ndm 20........dén hét ngay 31 thang 01 nam 20....
HKII Bit d4u tir ngay 01 thang 02 nam 20.......dén hét ngay 30 thang 6 nim 20.....

Diéu 2. Bén B phai déng céc khoan 18 phi sau day:

- Tién thé chip tai sAn: ...ovevveereeeeeennn. d/ ndm (S6 tién nay s& dugc hoan tra
lai khi HSSV khong & nita, khong vi pham ndi quy KTX va con giit phiéu thu).

- Tién 18 phi & mét hoc ky (05 thang) bao gdm:

TN 18 PhI & ¢ oo ddng/thang x 05 thang;
Tién phi v& SINK & cooveveeeeeeeeeeee e ddng/thang x 05 thang;

Tién dién sinh hoat va tién nudc s& thu theo thuc t& st dung mdi théng.
Muec gié theo qui dinh hién hanh.



BM/QT36/TTDVSX/02

Piéu 3. Thoi gian thanh todn:

Sau khi ky hop dong Bén B phai ndp trude sd tién hoc ky 1, tién thé chép tai
san, tpng cong ........... dbng. S6 tidn hoc ky II 14 ............. dong phai ndp trudc
khi két thtic hoc ky I'1a 15 ngay.

Piéu 4. Bén B can nghién ctu k§ trude khi ky hop ddng, déng tién 18 phi.
Néu sau khi ky hop dong va ndp tién ma hoc sinh, sinh vién khong &, khong duoc
rut lai tién. Cac truong hop ddc biét Giam doc Trung tAm xem xét quyét dinh.

Piéu 5. Bén B cam két thyc hién ddy da quyén va nghia vu cia HSSV quy
dinh trong ndi quy cua KTX.

Piéu 6. Cham dit hop ddng:
a/ Cham dut hop ddng duoc hoan lai tién thé chép tai san:
- Hét han hop dong;

- HSSV khéng dugc phép & trong KTX theo két ludn cia co quan y té vé
stc khoé, bénh ly;

- HSSV dé nghi chdm dut hop ddng trude thoi han;
- KTX bi phé d& theo Quyét dinh ctia co quan c6 thdm quyén.

Moi trudng hop néu trén HSSV phéi dén trirc tiép tai Trung tdm dé thuc hién
thu tuc rat tién the chap tai san (khoéng giai quyét cac trudong hop rit tién ho).

b/ Cham dut hop ddng khong hoan lai tién thé chép tai san:
- HSSV dinh chi hoc tép;
- HSSV vi pham cac didukhoan trong hop ddng va ndi quy KTX;

- HSSV khéng dén nhan phong sau 15 ngay ké tir ngay ky hop dong (néu
khong c6 ly do chinh dang);
- HSSV tu y rdi khoi KTX trong 3 ngay khong ly do.
Hop ddng duoc 14p thanh 2 ban : M&i bén gitt mot ban va ¢ hiéu luc tir ngay
ky./.

DAI DIEN BEN A BENB
GIAM POC HOC SINH - SINH VIEN



BM/QT36/TTDVSX/03

TRUONG CAO PANGKY THUAT  CONG HOA XA HOI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Péc lap - Tw do - Hanh phic
TRUNG TAM DICH VU - SAN XUAT

LY LICH TRiICH NGANG HOQC SINH SINH VIEN
A. So véu Iy lich

Sl = (O 77 1 1< o LSRR URRURP

Anh 4x 6cm

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

Td1 cam doan nhiing 101 khai trén 1a ding sy that. Néu ¢6 gi sai trai téi xin hoan toan
chiu trach nhiém .

NEGAY s sos o0t HARG < 50500 nam 20....
Ngwoi khai ky tén

(Ghi 16 ho tén)






BM/QT36/TTDVSX/04

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hinh
(3x4)

QLKTX

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hinh
(3x4)

QLKTX

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hinh
(3x4)

Khdnh Hoa, ngay......thang.....ndm 2018
QLKTX

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hinh
(3x4)

Khdnh Hoa, ngay......thdang.....nam 2018
QLKTX

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hinh

3x4
( ) Khdnh Hoa, ngay......thdang.. ...ndm 2018

QLKTX

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hinh
(3x4)

Khdanh Hoa, ngay......thdang.....ndm 2018
QLKTX

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hinh
(3x4)

Khdnh Hoa, ngay......thdng.....ndm 2018
QLKTX

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
TRUNG TAM DICH VU - SAN XUAT

THE RA VAO KTX

Hotén:......ooovniiiiiiiiniiis

Hinh PRODE: .o,
(3x4)

Khdnh Hoa, ngay......thang.....ndm 2018

QLKTX
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TRUONG CAO PANGKY THUAT ~ CONG HOA XA HQI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Poc lap - Tw do - Hanh phiic
TRUNG TAM DICH VU - SAN XUAT

BIEN BAN

Ban giao tai san, trang thiét bi phong & Ky tic xa.

Vao ltc ...... gio...... ngay...... thang........ ndm 20...
Tai: phong sb....... Ky tic x4, truong Cao dang K§ thuat Cong nghé Nha Trang,

Chung t6i gdm c6:

—ONE/ BA: i, Quan ly Ky tiic x4
0N/ BA i T6 bao vé
CHSSV Pai dién tap thé HSSV & phong s6....... KTX
Tién hanh ban giao phong & va trang thiét bi cu thé nhw sau:
Stt Trang thiét bi 50 | BONVI | peen frang | Ghichi
’ lwgng tinh
Bién ban két thic vao ltc......... cung ngay, doc lai cho moi ngudi cung nghe, khong

c6 y nao khéc va nhat tri ky tén.

Bén nhan Bén giao
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TRUONG CAO DANGKY THUAT ~ CONG HOA XA HQI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Poc lap - Tw do - Hanh phiic
TRUNG TAM DICH VU - SAN XUAT

BIEN BAN SINH HOAT KY TUC XA PINH KY

I. Thoi gian, dia diém, thanh phan:
1. Thoi gian: Luc .......... gio......... phut, ngay.......... thang ......... NAM v
2. DA GIEIME vttt
3. Thanh phan tham dur:
o KR B2 oo om0 55 R 05 K 5 S ek
s TWHIHE RS om0 65055008 R 5 s i35 o, 1 AR
- Téng s6 HSSV: .......... Co mit: ....... em, Véng: ........ em;
II. N§i dung sinh hoat: '
1. Danh gia tinh hinh sinh hoat, hoc tip, chip hanh ngi quy, quy dinh Ky tiic x4
trong thang:
a. Két qua:
- Hoc tap:

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

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

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

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

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

- Hoc tap:

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

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

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

................................................................................................
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Ké hoach, nhiém vu thang t6i va hwéng khic phuc nhitng ton tai:
- Hoc tap:

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

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

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

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

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

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

IV. Két luén:
1. Biéu duong, khen thudng:

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

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

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

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

Budi sinh hoat két thic ldc. ... gio .... phit cung ngay./.

Cha tri Thw ky
(ky, ghi r0 ho tén) (ky, ghi vé ho tén)



.................
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BAO CAO ST SO HOQC SINH SINH VIEN TAI KY TUC XA

NGAY THANG

STT

LY DO

PHONG

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

TONG

VAO

RA

TRONG PO

XIN RA

TU RA

KY LUAT

TONG HSSV
CO MAT

NAM

TONG SO
PHONG CON
TRONG

Khanh Hoa, ngay

thdng  nam

QUANLY KTX
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TRUONG CAO PANG KY THUAT CONG HOA XA HOQI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Poc lap - Tw do - Hanh phiic
TRUNG TAM DICH VU - SAN XUAT

BIEN BAN

Kiém tra hoat dong Ky tic x4

Vao ltc ... gio ... ngay ... thang ... nam 20......,
Tai: Ky tc x4, trudng Cao dang K§ thust Céng nghé Nha Trang,

Chung t6i gdm c6:

Tien hanh 13p bién ban kiem tra voi cac noi dung sau:
1. Cong tac bao vé:

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

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

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

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

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

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

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

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

Bién ban ket thuc vao Itc......... cing ngay, doc lai cho moi nguodi cung nghe,
khéng c6 y nao khéc va nhat tri ky tén.

T6 bao vé Nguwdi lap
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TRUONG CAO DANG KY THUAT CONG HOA XA HOQI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Poc ldp - Tw do - Hanh phic
TRUNG TAM DICH VU - SAN XUAT

BIEN BAN

Vi pham néi qui Ky tic xa

Vao lac ... gid ... ngay ... thang ... ndm 20....,

Tai: oo, Ky tic x4, trudng Cao diang K§ thuat Cong nghé Nha Trang,
Chung t61 gbm c6:

FONE B e,
v RMIBIRIEE: 1 1 s w5 5 5 5 0 0 0 o 3 B2 o B e o mc i At S
o EBTIIRRIS . v i om0 0 ¢ 3 e S 0 5 B S 3 06 5 1 5 i A § 5 AR R

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

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

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

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

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

Bién ban két thtc vao ltc......... cung ngay, doc lai cho moi nguodi cung nghe,
khéng c6 v ndo khac va nhét tri ky tén.
Ngudi vi pham Nguwoi lap
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phic

AN TUONG TRINH
B N T2 oottt et a e et aseae e
LOp: oo dO 140 VIEN! .ooveiiiiiiiiriiieecceee e cht nhiém
Lo T e oY USSR
Dang & tai phong s0 :eeevvveeveenee. , Ky tuc x4 Truong Cao dang K§ thudt cong nghé
Nha Trang
Theo yeu cau cla: .....cccuveeevveeeeeeeeeereeeeee e, , em xin tudong trinh sy vi€c nhu sau:
Vao luc: ....... gio ...... ngay ......... thang ......... nam 20......
Nguyén nhan sy viéc
Hau qua do sai pham
Khanh Hoa,ngay ..... thang ..... nam 20......
Bao vé Ngwoi viet twong trinh
(Ky, ghi vé ho tén) (Ky, ghi ro ho tén)

Y kién QLKTX
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