L.

BO GIAO DUC VA PAO TAO
TRUONG PAI HQC SU PHAM KY THUAT

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phiic

THANH PHO HO CHi MINH

QUY TRINH PHOI HQP

TO CHUC QUAN LY THU HQC PHi HE CHINH QUY
Muc dich

Dam bao hoc phi duge thu dd, han ché sai s6t, co thong tin déy du cho sinh vién
trudc khi thu.

Tach biét va xac dinh trach nhiém cia cac phong/ban chirc ning lién quan.

Thong tin kip thai cho céc cap lanh dao dé c6 cac chi dao can thiét.

II. No¢i dung quy trinh

1. Lwu trinh
Buée Trinh ty thye hién Trach nhiém
1 Quy dinh thu hoc phi Ban Giam Hiéu
Phong KHTC
v
’ Xc lap dit ligu sinh vién dugc/khong duge ding ky ménhoe | | PRONg TS&CTSV
Phong KHTC
Xéc lap s6 hoc phi phai thu
3 4 \L Phong KHTC
Xét mién/giam hoc phi theo ché d8, chinh sach
4 Phong TS&CTSV
/
Z . EE T = Ban Giam Hiéu
5 Lanh dao Truong ra quyét dinh mién/giam hoc phi Phong TS&CTSV
Co l/ Phong Dao tao
6 Phong KHTC
Xir 1y diéu chinh/bd sung Phong TS&CTSV
7 Phong KHTC
T4 chirc thu/chi tra hoc phi
: U
Téng hop béo cdo vé tinh hinh thu hoc phi, ‘
9 Xir Iy SV ng hoc phi sau mdi dot Phong KHTC
Phong TS&CTSV
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2. MG ta chi tiét

Bwoc

Trinh tw thue hién

Trach nhiém

Quy dinh thu hoc phi:

- Cin ctr c4c quy dinh hién hanh cia Nha nuée, cin cir ké hoach
nam hoc, Phong KHTC soan thao quy dinh vé viéc thu hoc phi
ting ndm hoc trinh BGH ky ban hanh.

Ban Giam Hiéu
Phong KHTC

X4c lip dir liéu sinh vién dwoc/khéng dwge ding ky mén
hoc:

- Trude thoi han dang ky mén hoc 1 tudn, Phong KHTC chuyén
dir liéu sinh vién n¢g hoc phi cua hoc ky truéc cho Phong
TS&CTSV.

- Phong KHTC dinh phi hoc ky theo tirng hé, tirng khoa va timg
khoa trudce khi sinh vién dang ky mon hoc.

- Phong TS&CTSV chuyén dir liéu s6 sinh vién dwoc ding
ky/khong dugc ding ky moén hoc cho B phan ding ky mén
hoc.

Phong KHTC
Phong TS&CTSV

Xdc 14p s6 hoc phi phai thu:

- Sau thoi han dang ky moén hoc 2 tudn, Phong KHTC xit 1y trén
chuong trinh quan 1y dé tinh toan sb hoc phi phai thu trong hoc
ky cho tirng ddi twong theo Quy dinh thu hoc phi (budc 1).
Sau d6 in danh sach tong hop sinh vién theo Khoa, Khoa lam
cén ctr dé phan bd KP hoat dong cho céc khoa.

Phong KHTC

Xét mién/giam hoc phi theo ché d9, chinh sach:

- Can ctr theo tiéu chudn, ché d¢ chinh sach quy dinh, Phong
TS&CTSV t6 chirc, huéng din sinh vién 1ap hd so va xét
mién/gidm hoc phi cho sinh vién.

Phong TS&CTSV

Linh dao Trudng ra quyét dinh mién/giam hoc phi:

- Cén cr vao két qua xét mién/giam hoc phi, Phong TS&CTSV
trinh Ban Gidm Hiéu xem xét va ra quyét dinh min/giam hoc
phi cho sinh vién, kém danh sach chi tiét sb sinh vién va sb hoc
phi dugc mién/giam.

Ban Giam Hiéu
Phong TS&CTSV

Xir ly diéu chinh/bd sung:

- Trudmg hop sinh vién c6 diéu chinh, bd sung viéc ding k§ mén
hoc hodc xét mién/giam, quy trinh 1ap lai tir budc 3.

- Vi diéu chinh/bd sung phai hoan tt trude khi két thic hoc ky
3 tuan.

Phong Pao tao
Phong KHTC
Phong TS&CTSV

T chirc thu/chi tra hoe phi:
- Phong KHTC t6 chirc thu hoc phi.

Phong KHTC
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Budéce Trinh ty thue hién Trach nhiém

- Céc sinh vién dugc mién/giam hoc phi nhung d3 ndp trude khi
¢6 Quy dinh mién/giam, Phong KHTC s& l1ap danh sach chi
hoan tra lai cho sinh vién sau khi Phong TS&CTSV kiém tra
va ky xac nhan, BGH duyét chi tra.

Téng hop bio cdo vé tinh hinh thu hoc phi, xir Iy SV n¢ hoc| Phong KHTC

phi sau méi dot: Phong TS&CTSV
- Sau mbi dogt thu, Phong KHTC tdng hop va 1ap béo céo sb hoc

phi phai thu, s6 thuc d3 thu, sb chua thu duge dé bao cdo BGH.
- Lap danh sach s sinh vién con no hoc phi sau mdi dot chi tiét

theo Khoa chuyén Phong TS&CTSV dé xit Iy theo quy dinh.

Nguwdi soan thao Ngwoi xem xét Ngwoi pheé duyét—*’?%—lﬂ

Piang Hoang Kim Lén ThS. Nguyén Hiung Thai  PGS. TS. P§ Viin Diing
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