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QUAN LY HO SO HQC SINH
SINH VIEN

1. MUC PiCH
Quy trinh théng nhat phuong phap quan 1y toan bo hd so HSSV tir lac nhap
truong cho dén khi sinh vién tt nghiép ra truong.

2. PHAM VI AP DUNG

Ap dung quan 1y toan bd hd so HSSV cac nganh nghé dao tao trong toan
Truong Cao dang Cong nghiép Phlc Yén .

3. TAI LIEU THAM KHAO

Can ctr Quy ché tuyén sinh ctiia bo GD & PT.
4. TU VIET TAT VA PINH NGHIA

4.1 Tir viét tat

- GD&DT: Giao duc va dao tao.

- HSSV: Hoc sinh, sinh vién.

- CTHSSV: Phong Cong tac hoc sinh sinh vién.
-PDT: Phong dao tao.

- GVCN: Giao vién chu nhiém.

4.2 Pinh nghia

Quy trinh quan 1y hd so HSSV: La nhiing phwong phap t6 chire tiép nhan, kiém
tra hd so va cach thirc luu trit sao cho viéc tim kiém mét HSSV khi can thiét dugce d&
dang.
5.NQI DUNG QUY TRINH
5.1 Luwu d6 mé ta quy trinh
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Chiu trach Thoi
. nhi¢m o ian
STT Luu db , Biéu miiu J
Thuyc | Phdi thye
hién hop hién
o Phong Ly lich ty khai Theo gidy
1 To chijc tiep cT P BT BM.01 bdo nhi
nhén ho so i (BM.01- ao nhap
HSSV QTO1/CTHSSV) hoc
Hoc ba cé cong ching,
) 4 . bang tot nghiép cd cong .
, Phong ching, gidy khai sinh |12 NO%Y
5 Kiém CT (bdn sao), cac gidy to uu ké tir ngay
tra HS HSSV ti€n (n€u co), gidy triéu thong bao
tdp trung tuyén, chung .
minh thu nhan dan, 4 anh nhip hoc
(3x4).
20 nga
v Phong . ‘g y‘
o cT ke tir ngay
3 Qi 17 S két thuc
HSSV )
nhap hoc
v Phong Trong qua
4 Luu trit HS CT trinh
HSSV HSSV hoc
tai truong

co:

5.2 Dién giai luu do

Buwéc 1: To chire tiép nhan ho so

Phong CT HSSV chiu trach nhiém t6 chuc tiép nhan ho so HSSV trong thot gian
nhap hoc ctia khdéa méi. HO so ti€p nhan da dugce thong bao trong gidy bao nhap hoc gom

- Hoc ba co cong chung

- Bang tot nghiép c¢6 cong chirng
- Gidy khai sinh (ban sao)

- Cdc giay to wu tién (néu co)

- Gidy bdo triing tuyén

- Churng minh thu nhan dan (Photo)

- 4 anh (3x4).

- Biéu mau theo quy dinh ciia B¢ GD&DT.
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Buéc 2: Kiém tra hd so:

Phong CTHSSV thu hé chiu trach nhiém d6i chiéu ban sao c6 cong ching véi
ban chinh, tra lai ban chinh.

Kiém tra, ra soat cac gidy hd so trén theo ding quy ché tuyén sinh.

Buéc 3: Quan Iy ho so HSSV::

- Sap xép hod so theo don vi 16p, dugc danh s6 hd so va sdp trinh tir theo danh
sach.

- Bao quan hd so: HO so duoc xép trén gia, ké cach mat dat 0,2+0,4 mét, cach
tuong 0,8+1,2 mét

- K& hoach kiém tra: Hang nam phai kiém tra lai s6 luong va chat luong ho so
trong kho. Két qua cta kiém tra phai ghi thanh vin ban, trong d6 ghi rd s6 luong hd so
da c6 theo thong ké, s luong tai liéu méi nhap thém trong nam, sé lugng ho so bi hu
hong. Khi phat hién thay hd so bi hu hong, phai kip thoi c6 bién phap xir 1y.

Bwoéc 4: Luu triv

- Ho so duoc bo chit vudng van theo ting 16p va xép 18n gia dung hd so theo
tung h¢ dao tao.

- B0 phan Luu trit c6 trach nhi¢m thuong xuyén v¢ sinh kho luu trit, cac phuong
tién bao quan tai liu: Bia, c,ép, hc:)p ... Hang nam, by phan luu trix phe}i thuong xuyén
c6 bién phap phong chong nam mdc va céc loai con trung gay hu hai ho so, tai li¢u.

6. LUU HO SO
n A . Hinh thirc .
STT Tén ho so Noi luu 1 Thoi gian luu
uru
Ly lich tu khai P. . 2 nam sau khi
1 | Ry Theo t
CTHSSV c0 WP

ra truong

Hoc ba c6 cong chung, béng tbt
nghiép c6 cong chimg, gidy khai
sinh (ban sao), cac gidy to uu 2 nam sau khi

2 o N , P.CTHSSV | Theo tap .
tién (néu co), gidy tri€u tap tring ra truong
tuyén, chimg minh thu nhan dén,

4 anh (4x6).
7. BIEU MAU
STT Mai s6 Tén biéu miu
1 | Ly lich ty khai BM 01- QT.05/ CTHSSV

2 | Hoc ba c6 cong chung, bang t6t

BV ) y Mau theo quy dinh hién hanh
nghiép c6 cong chung, giay
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khai sinh (ban sao), cac gidy to
wu tién (néu o), gidy triéu tap
trang tuyén, chimg minh thu
nhan dan, 4 anh (4x6).




