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QUY TRINH
QUAN LY SINH VIEN NOI, NGOAI TRU
MA: QT.CT HHSV.06
(Kém theo Quyét dinh s6 A6 72022/ QD-TUETECH ngay thing (f nam 2022
ciia Hiéu trudng vé viéc ban hanh cdc quy trinh vé céng tdc sinh vién

truong Pai hoc Kinh té - Cong nghé Thdi Nguyén)

1. Muc dich

Huéng dan thi tuc, ndi dung, trinh tu cac bude quan ly sinh vién ndi, ngoai tri
theo quy ché cong tac sinh vién, quy ché cong tac sinh vién ndi tri, ngoai tru dé cac
don vi, c4 nhan c6 lién quan dé& dang thuc hién; cac cip quan Iy c6 tham quyén co co
s& kiém tra, diéu hanh va chi dao.

2. Pham vi

Quy trinh 4p dung dbi vai sinh vién chinh quy & ndi tri hodc ¢ ngoai tri clia
truong Dai hoc Kinh té - Céng nghé Thai Nguyén theo Quy ché cong tac sinh vién.
Quy ché sinh vién ndi tra, quy ché sinh vién ngoai tru.

3. Tai liéu lién quan

- Quy ché cong tac HSSV ciia Nha truong.

- Quy ché cong tac sinh vién noi tra cia Nha truong.

- Quy ché cong tac sinh vién ngoai tri cia Nha truong.

4. Giai thich tir ngir

- CT HSSV: Cong tac Hoc sinh sinh vién.

- QL KTX: Quan ly Ky tic xa.

- SV: Sinh vién.

5. Sinh vién & ndi tri trong KTX nha truong

5.1. Piéu kién & noi tri:

- Sinh vién dién chinh sach.

- Sinh vién ¢6 hoan canh kho khan.

5.2. Quy trinh, thi tuc dang ky é ngi tra

a. So' dd thue hién quy trinh



STT Tién trinh Trach nhiém Mo ta / Biéu miu
- Sinh vién Sinh vién dién thong tin vao
L. Pon xin vao NT BM.01-QT.CT HSSV.06
Phiéu nhéap hoc
v l
. |
. - Phong CT HSSV kiém tra |
2. Phong C1 - Phong CTHSSV 1 46i twong sinh vién |
HSSV kiém tra 3 |
BM.01-QT. CT HSSV.06 ’
v ‘ - Phong CT HSSV phan loai
B& tri phong & sv: , - Phong CT HSSV. | Sv va x&p phong theo:
- SV bét buc theo su sip | |- Phong TH ban | BM.03-QT. CT HSSV.06
.| xép cua phong CT HSSV. . o BM.04-QT. CT HSSV.06
3. "| - SV nhén ban giao tai san | | 8130 tal san cho | . phong Téng hop ban giao
trong phong & SV. tai san trong phong cho SV
theo:
BM.02-QT. CT HSSV.06
SV ra khoi ndi tra - Sinh vién SV hét thoi gian ¢ ndi tri.
4. (viét don i ra) muon ra khoi NT phai lam
- Phong CT HSSV | don theo: '
BM.05-QT. CT HSSV.06
- Can cu don cua SV, phong |
. CT HSSV trinh BGH.
5 Kiém tra - Phong CT HSSY | _ Phong Tong hop theo:
- Phong Tong hop BM.O6—QT. CT HSSV.06
(néu c6), BM.07-QT. CT
| HSSV.06
- Sinh vién
6. SV ra khoi noi tri

b. Ho so cin chuin bi:

* Poi voi sinh vién moi vao ¢ ndi tri lan diu

- Pon xin & ndi trt BM.01.QT.CT HSSV.06

- Phiéu nhap hoc dbi v&i sinh vién (pho t06).

- L& phi ndi tr va cac khoan khac (néu c6), ndp tai phong KH-TC..
SV giri cac gidy to trén vé phong CT HSSV.

* Pdi véi sinh vien khac thude cac khoa trude vao & noi tru

- Don xin ¢ néi tra + Thé sinh vién photo ndp tai phong CT HSSV.
- L€ phi ndi tri va cc khoan khac, ndp tai phong KH-TC.



¢. Quy trinh dén tiép sinh vién lam thi tuc ¢ ndi tra.

- Sinh vién xuét trinh phiéu nhap hoc, gidy ching nhan sinh vién thudce dién chinh
sach dé xét & noi tri. Cac dbi twong khac ndp don xin & noi trii vé phong CT HSSV.

- Phong CT HSSV xem xét phat don xin ¢ ndi tra cho sinh vién ké khai va dan 02
anh theo BM.01.QT.CT HSSV.06,

- Phong KH-TC thu 1€ phi ¢ ndi tra (néu co).

- Phong CT HSSV xép phong theo so dd bd tri phong & cho sinh vién theo
BM.03.QT.CT HSSV.06 va lap sanh sach diém danh theo BM.04.QT.CT HSSV.06.

- Phong Téng hop ban giao tai san phong & cho sinh vién thco BM.02.QT.CT
HSSV.06.

- Trong qua trinh & noi trt, néu sinh vién c6 viéc vang mat & KTX tir 01 ngay tro
1én can lam don theo BM.09.QT.CT HSSV.06.

d. Sinh vién ra khéi ndi tri cin phai lam cac thi tuc

Hb so gdm co:

- Sinh vién lam don xin ra khoéi ndi trd theo BM.05.QT.CT HSSV.06 gui phong
CT HSSV.

- Phong CT HSSV trinh BGH xem xét va quyét dinh.

- Phong Téng hop kiém tra co sé vat chét phong 6.

+ Lap Bién ban boi thuong tai san khu noi tra (néu ¢o) theo BM.06.QT.CT
HSSV.06.

+ Lép Bién ban nhan lai tai san theo BM.07.QT.CT HSSV.06.

- Sinh vién hoan thanh nghia vu tai chinh vé Ky tl’lcrxé tai phong KH-TC (co
phiéu thanh toan).

5.3 Cong tac khen thwéng, ky luat sinh vién

Quy trinh khen thuéng va xtr ly ky luat sinh vién thuc hién theo quy trinh:

- Quy trinh ky luét sinh vién: QT.CT HSSV.02;

- Quy trinh c4p hoc bong cho sinh vién: QT.CT HSSV.04:

5.4. Quy trinh bao cdo

Can cur vao cong tac quan ly sinh vién trong khu ndi tra

- Ban quan ly khu Noi tra KTX 1ap bao cdo thang, bao céo hoc ky 1én Phong CT
HSSV. Phong CT HSSV 14p bao cdo gui BGH nha truong.



- Trong trudng hop dac biét BQL s& két hop véi Khoa, Phong CT HSSV béo cdo truc

tiép Ban Giam hiéu.

5.5. Luwu ho so

6. Quy trinh, thu tuc sinh vién ¢ ngoai tri

Budec 1: Pang ky dia chi ngoai tra

‘ Hinh Thoi | Hinh thirc |
TT Tén ho so Noi luu
thirc lvu | gian luu huy
H6 so sinh vién ndi tra Phong CT , o
1 _ Ban gidy | 5 nam Xé bo
(luu ly lich trich ngang SV) HSSV
Thoi gian N
Phong CT .
2 | Pon xin vao ndi trd Ban giay | SV o | Xé bo
HSSV
KTX
Phong CT | Thoi gian
Danh sach SV cac 16p, phong )
31 ) _ HSSV Ban giay | SV o | Xé bo
sinh vién ndi tru
Ban QL KTX KTX
) Thoi gian
) ‘ _ Phong Tong ~
4 | Bién ban ban giao phong ¢ " Bén giay | SV o | Xé bo
op
KTX
, S . Thoi gian |
SO theo doi sinh vién va diém .
5 Ban QL KTX | Ban giay | SV O | Xébo
danh
KTX
] o Phong CT -
. ' HSSV )
6 | H6 so SV vi pham Ban gidy | 5 nam | X¢ bo
Ban QL KTX,
céac Khoa
Phong CTSV
7 | Quyét dinh ky lu4t sinh vién Ban QL KTX, | Ban gidy | 5 nam Xé bo
cac Khoa
Bién ban boi thuong TS va Bién | Phong  Tdng , N
8 ' ' _ Ban gidy | 5 ndm X¢é bo
ban nhén lai TS tir sinh vién. hop
: C | Phong CTSV N
Tong hop xép loai HK sinh vién ,
9 NIT Ban QL KTX, | Ban giay | 5 nam Xé bo
cac Khoa




- Pau nam hoc, phong CT HSSV yéu cau cac 16p lap danh sach sinh vién ngoai
tri (theo mau).

- Sinh vién & ngoai tri ¢6 trach nhiém khai ddy du thong tin vao phiéu theo quy
dinh ctia nha truong BM.10.QT.CT HSSV.06

Buéce 2: Cap nhat co sé dir lieu

Phong CT HSSV cap nhat danh sach vao phan mém quan ly sinh vién ngoai tru
dé theo ddi.

Budre 3: Kiém tra, quan Iy

Dinh ky, phong CT HSSV phéi hop chinh quyén dia phuong kiém tra tinh hinh
sinh vién ngoai tri. Panh gia vé y thirc, thai do chdp hanh cac quy dinh ngoai tra cua
sinh vién.

Cudi mdi hoc ky, sinh vién ngoai trti phai nop lai cho phong CT HSSV phicu xac
nhan vé& y thirc chdp hanh phap luat tai dia phuong, noi tam tra. Day ciing la can cir dé
d4anh gi4 diém rén luyén cia SV.

Lueu p: Khi SV thay ddi dia chi ngoai tri, can bao ngay cho phong CT HSSV.

7. Phu luc cac biéu miu kém theo quy trinh quan Iy sinh vién noi, ngoai tra

a. Danh muc

TT Tén biéu miu/phu luc Ky hiéu |
1| Pon xin vao ndi tra BM.OI.QT.CT HSSV.06 |
2 | Bién ban ban giao phong & ndi tru BM.02.QT.CT HSSV.01 |
3 | Danh sach sinh vién & ndi tra BM.03.QT.CT HSSV.06
4| Sbtheo ddi sinh vién vadiém danh | BM.04.QT.CT HSSV.06
5 | Pon xin ra khoi noi tru | BM.O5.QT.CT HSSV.06
6 | Bién ban bdi thuong TS khu noi tra BM.06.QT.CT HSSV.06 |
7 | Bién ban nhan lai TS tur sinh vién BM.07.QT.CT HSSV.06 '
8 | Thong bao vi pham ndi quy KTX BM.08.QT.CT HSSV.06 ;
9 | Pon xin ving mat BM.09,QT.CT HSSV.06
10 | BPon dang ky & ngoai tri BM.10,QT.CT HSSV.06 |
11 | Pon xin & ngoai tra BM.11,QT.CT HSSV.06 |

b. N6i dung cac biéu mAu (c6 dinh kém theo)



BM.O1.QT.CT HSSV.06

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHI NGHIA VIET NAM
TRUONG PAI HOC Poc lap — tw do — Hanh phiic

KINH TE - CONG NGHE THAI NGUYEN

PON XIN VAO O NOI TRU -

Kinh giri: - BGH trudong Pai hoc Kinh té - Cong nghé Thai Nguyén.

- Phong CT HSSV.
Ténem la:....coooviveeiiiiiiiieeiiee, Sinh ngay........ccccue.. Ma SV,
Hién dang hoc 16p: ..oevvveiiieeen
Khoa: oo Khoa: ..o
S5 CMTND/CCCD: oo, CAP NEAY: oo
IO CAP: .ottt
HO KDAU thUONG 1T ..ot

Cac gidy to kém theo gdm: 01 ban sao CMTND + 01 ban sao Thé sinh vién.
HO S0 U tién KEM the0 (NEU €O vvvreereeeeeeeeeee oo ee e
Em lam don nay Kinh dé nghi BGH nha trudng xem xét cho em dugc vao & noi tru.
Em xin htra:

1. Chép hanh nghiém Quy ché Cong tac sinh vién noi tru.

2. Khong to chirc dun ndu dudi moi hinh thirc.

3. Pong tién ndi tra, tién dién, tién nude ding thoi han.

4. Khong dua ngudi la vao phong ¢, khong tang trit, buon ban phao, chét no.

5. Giit gin vé sinh chung, c6 y thirc bao vé tai san cua cong, néu lam mat, lam

hong thi phai bdi thuong.

Luu y: Néu khéng chip hanh nhirng quy dinh trén, Nha trwong sé tir choi

khong cho Sinh vién & noi tri va khong tra lai phi ngi tra da ndp.
Thai Nguyén, ngay... .....thdang... ... ... nam 20
NGUOI VIET PON
( Ky, ghiro ho tén)

Y KIEN BGH
Chép nhan cho SV, 0 noi tri KTX cua Nha tuong.



BM.02.QT.CT HSSV.06
BO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHI NGHIA VIET NAM
TRUONG PAI HOC Péc 1ap — tw do — Hanh phic
KINH TE - CONG NGHE THAI NGUYEN

BIEN BAN NHAN BAN GIAO PHONG O NOI TRU
Hom nay, vao hoi........ gio.........ngay.....thang ....ndm 20....

Tai phong &, , chung t6i gdm:

BEN A: Phong Téng hop.

Dai dién 14 Ong (Ba): «...ovevveeeeeeeennn. Chtre vu : Can bo phong Tong hop.
BEN B: TRUONG PHONG

Paidiénla Sinhvién: ............................... MaSV............Lop..coi .
Bén A ban giao va bén B nhan: Phong ¢'s6............ Tang..............Nha.........

Tai san ban giao gom co:

STT Tén thiét bi Pon vi tinh 30 finb trang st dung Ghi chi
lwgng | Hoat dong | Ty lé %
1
2
3
4
5
6 '
7 N
8
9

Néu bén B 1am mat phai bdi thuong cho bén A 100% gia tri. Néu lam hong thi
phai stra chita theo nguyén trang.

Bién ban két thuic vao hdi......gid.......... ngay.....thang.....nam 20....

Bién ban nay lp thanh 02 bén cé gid tri ngang nhau méi bén giit 01 ban dé thire
hién ké tir ngay ky./.

BEN A BEN B
( Ky, ghi ro ho tén ) ( Ky, ghiro ho tén )




BM.03.QT.C'T HSSV.06

DANH SACH SINH VIEN O NOI TRU KTX NHA TRUONG
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|
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BM.04.QT.CT HSSV.06
SO THEO DOI SINH VIEN NOI TRU VA PIEM DANH
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BM.05-OT.CT HSSV.06
CONG HOA XA HOI CHI NGHIA VIET NAM

BO GIAO DUC VA PAO TAO
Poc lap — tw do — Hanh phuc

TRUONG PAI HQC
KINH TE - CONG NGHE THAI NGUYEN

PON XIN RA KHOI KHU NOI TRU

- BGH truong Pai hoc Kinh té - Cong nghé Thai Nguyén.

Kinh guri:
- Phong Coéng tac HSSV.
- Phong Tdng hop.
Ho va tén sinh VIEN: .......ccccoeiviiiiiiiiiiiciieeeceeee MaSV: i,
LOP: e Khoa:......coeevven. Khoa: ...cooviiiii
Hién dang & tai phong: .............. Nha: ...............

Ly do xin ra khoi Khu D01 trll: ..oo.oooiiiiiiiiec e

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

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

Kinh dé nghi BGH nha trudng va cac phong chire nang x€t duyét.

Thai Nguyén, ngay.....thdang......nam 20...

Phin danh cho phong CT HSSV Nguoi viét don

Sinh vién cd tén trén da ra khoi KTX. (Ky, ghiro ho tén)

(Ky, ghi ro ho tén)
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BM.06.QT.CT HSSV.06

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHI NGHIA VIET NAM
TRUONG PAI HQC Poc lap — tw do — Hanh phiic

KINH TE - CONG NGHE THAI NGUYEN

BIEN BAN
Vé viée boi thwong tai san khu néi tri
Hom nay, vao luc........ gio....... ngay...... thang.....ndm 20....,
Tai phong &: ........ccoccveeveeeee... KTX nha trudng.
Thanh phan gdm cé:

Pai dién Nha truwong gom:

1. ONG (BA): oo, CRIEC VU oo
2. ONZ (BA): v Chire V. .occvveeveiieiec
3.0MZG (BA): oo CRIFC VI oo
Dai dién phong: ... ............. gdm cé:
L. Sinh vin: ..o MaSV..
2. Sinh VIEN: oo ME BV conssreasconsmeenseossasesssssss:
3. SInh VIEN: oot MaSV. .,
4. Sinh VIEN: ..oooiiiiiii MaSV..iii,

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

thanh 02 ban luu tai ban quan ly 01ban.

PAI DIEN CAN BO PAI DIEN BAN QUAN LY NGUOI LAP BIEN BAN
NHOM/PHONG KHU NOQI TRU (Ky, ghi 16 ho tén)

(Ky, ghiro ho tén) (Ky, ghird ho tén)



BM.07.QT.CT HSSV.06
BO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHI NGHIA VIET NAM
TRUONG PAI HOC Péc lap — tw do — Hanh phiic
KINH TE - CONG NGHE THAI NGUYEN

BIEN BAN NHAN LAI TAI SAN PHONG O TU SINH VIEN

Hém nay, vao hoi........ gi0.......ngay........ thang ....nam 201...

Tai phong 01 ..eoovvveviniiinii, ,chung toi gdm:

BEN A: Pai dién phong &

PaidiénlaSV:.........o MaSV.....c lLOpeo

Pai dién 14 Ong (BA):.....oovveeeeie e Chtrc vu: Can bo phong Tong hop

Tai sén ban giao gom co6:

, DPon vi S6 Tinh trang sit dung e
STT Tén thiét bi Ghi chu |
tinh lwong | Hoat dong Hong !

Bién ban két thiic vao hdi......gid.......... ngay ........... thang.. evenam 20.........
Bién ban nay lap thanh 02 ban c6 gia tri ngang nhau moi bén giir 01 ban dé thuc
hién ké tir ngay ky./.

BEN A BENB
( Ky, ghi ro ho tén ) ( Ky, ghiro ho tén )




BM.08.QT.CT HSSV.06
BO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHI NGHIA VIET NAM
TRUONG PAI HQC Poc 1ap — tw do — Hanh phic
KINH TE - CONG NGHE THAI NGUYEN

Thai Nguyén, ngay.....thang..... nam 20)...

THONG BAO
Vé viéc vi pham Noi quy KTX.

Léivi | Hinh thire
STT | MSV Ho va tén Lop Ghi chu
pham ky luat

Yéu cau: Trudng phong thong bao dén timng ban c6 tén trong danh sach trén.

PHONG CONG TAC HSSV




BM.09..QT.C'T HSSV.06
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic |

PON XIN VANG MAT
Kinh giri: BGH trudng Pai hoc Kinh té - Cong nghé Thai Nguyén
TN €M .o MaA SV
LOP: e Phong: ..oooveviiiiiiii
Li do ving mit:
Thoi gian ving mat: Tir ........gio........ dén ...... gi0 vao cac ngay...... trong tuan.

Vay em lam don nay xin vang mat & khu ndi tru vao thoi gian trén.

Em xin hta khi di ............ vé s& bao cao v4i GVCN-CVHT, trudng phong 0.
Trong thoi gian di hoc (di 1am) néu c¢6 chuyén gi xay ra voi ban than em sé tu chiu
trach nhiém.

Kinh dé& nghi BQL tao diéu kién gitip da.

Em xin chéan thanh cam on.

Thdi Nguyén, ngay... ... thang ...... nam 20.....
Y kién ciia BQL Xac nhén ciia noi hoc/lam viée Nguwoi lam don
Khu néi tra (ky, ghi ro ho tén, DT) (ky, ghiro ho tén)

(ky, ghi rd ho tén)

Y kién ciia BGH



BM.10.QT.CT HSSV.06

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHI NGHIA VIET NAM
TRUONG PAI HQC Poc lap — tw do — Hanh phiic

KINH TE - CONG NGHE THAI NGUYEN

PON XIN PANG KY O NGOAI TRU

Kinh gui: Cong an Phuong:........cccccevvninnn

ToOIten [a: .o, Sinh n@AY: oo

Hién dang hoc 16p:....cccooveeiiiin, Khoa: ..o

TIUONE: oo, MSV i,

S6 CMND/CCCD: ..o, CAP DAY v,

S SO U U RURPRRPPPUPPPPRURRR

Ho khau thuong tri tai Phuong (X&, Thi trAn):.......co.oveeveeeeeeeeeeeeeeeeeeereeeee e

Quéan (Huyén, Thi x&, TP truc thudC):.....ccvviiiiiiiiieeeeeee e f\\\
Thanh pho (TINN) ..o e,

T6i xin d& nghi CONG an PRUONE: ...........oveeeeeeoeeeeeeeeeeeeeeeeeee e }
Cho phép t61 dugc ¢ ngoai tra tai nha C)ng (Ba): e

SO NNA: ..o, DUONg pho: ..o

T6 DAN Pho: oo, PRUONE: oo

QUAN: ..., Thanh pho: ......o.coooovooioeeeeeeeceee

Quan hé VA1 Chl hO: ..o,

Thoi gian tir ngay....... thang......nam......... dén ngay........ thang .....nam .......

T6i xin cam doan thuc hién tot cac quy dinh ciia dia phuong va quy ché cong tac
HSSV ngoai trtl cua nha truong.

XAC NHAN CUA NHA TRUONG NGUOI LAM PON
TL. HIEU TRUONG
TP. CT HSSV

XAC NHAN CUA CONG AN PIA PHUONG



