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1.Muc dich va pham vi ap dung:

1.1. Muc dich:
Viéc xdy dung, thuc hién quy trinh Quan Iy phong hoc, nha xuéng nham: Quy dinh trach nhiém,
quyén han va phuong phép thuc hi¢én cong viéc quan Iy phong hoc, nha xudng ctia nha truong
phuc vu cac hoat dong chuyén mon va cong tac dao tao hi¢u qua.
1.2. Pham vi ap dung:
- Ap dung cho bd phan st dung phong hoc, nha xudng cé anh huong dén hoat dong giang day

va nghién ctru khoa hoc tai cac Khoa, Trung tdm, phong;
- Truédng don vi chiu trach nhiém gidm sat vi¢c thyc hién quy trinh nay;
- Nguoi dugce giao trach nhiém quan ly phai tuan tha theo quy trinh nay;
- Quy trinh 4p dung cho toan trudng.
2. Pinh nghia va tir viét tit:
2.1. Khai niém
Phong hoc, nha xudng 1a co so truong 16p, phong may va Trang thiét bi Truong giao cho cé
nhan, don vi quan 1y va sir dung phuc vu cong tac day va hoc trong nha truong.
2.2. Tir viét tit:

BGH: Ban gidm hiéu

DTHCKT: Phong Pio tao - Hanh chinh — Ké toan

PH-NX: Phong hoc, nha xudng

3. Luwu dd: (Xem trang 3)



QUY TRINH QUAN LY PHONG HQC, NHA XUONG
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4. Pic ta luu do.

B¢ phan/

B¢ phan/

Tén bwdc con . ‘. vy s Két qua dat Han hoan .2 x
STT .n g Noi dung Nguwoi thue| Ngwoi phoi qua ¢ . Biéu mau
viéc i . n en dwogc thanh
* hi¢n hgp thuc hi¢n :
Pinh ky hing ndm/dot xuat, trén co s¢ sd| Ca nhan/don Phiéu dé xuat Truéc  khi [BM/QT.18/
| Nhu ciu cac don |lugng hoc sinh, thiét bi may moc, phong hoc, vi nam hoc khai DTHCKT/0
Tl nha xudng, cua don vi c6 trach nhiém dé xuat gléng{ khico |1
guri vé Phong Hanh chinh — Ké toan nhu cau
- Cin ctr ké hoach dao tao nam hoc P.DTHCKT | Cacdonvi |Thoikhoabiéu  |Trudc  khi
Lap ké hoach cua phong Pao tao; nam hoc khai
a1 R s ., N ) giang/ khi c6
2. |phan bo phong |- Can cur nhu cau cua cac don vi; nhu cAu
hoc, nha xuong Lap ké hoach phan bé phong hoc,
nha xudng.
3. Ban giam hi¢u xem xét phé duyét ké hoachl Ban giam | P.DTHCKT [Ké hoach phan bo|Truéc  khi
Phé duyét ké phan bod phong hoc, nha xudng hiéu phong hoc, nha  |ndm hoc khai
hoach xuong dugc phé |giang/ khi co
duyét nhu cau
4. Can ¢ ké hoach duoc BGH phé duyét |P.DTHCKT| P.DTHCKT |Cac don visu Thoi khoa biéu
P.DTHCKT, céc khoa, Trung tam b chirc Cécdonvi |d4ngnhan phong theo timg hoc
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thue hién phan bd phong hoc, nha xudng.

hoc, xuong thuc
hanh,

Thoi khéa bidu
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5. Sau khi tlép nhén cac ph(‘)ng h(_)C, nha Xué’ng Cac don Vi P. PTHCKT |Khai thac sir Su dung, q].léln
Khai thic sir cac don vi dua vao khai thac su dung ding Cac don vi dung Iy xuong thuce
dun muc dich, hi¢u qua theo ndi quy, quy dinh hanh, ﬂ{CO thoi
une quan ly sir dung phong hoc, nha xudng, Noi khoa biéu
qui phong hoc, xudng thuc hanh..
Tén bude cb Bophan/ |- Bophan/ e s dat | Han hod
én budc con ‘. e e ada an hoan .2 x
STT n g Noi dung Nguoi thuwe| Nguwoi phoi qua ¢z C Biéu mau
viec : n ‘n dugc thanh
hién hop thuc hién
Pon viquan| P. DPTHCKT |Béo cédo Theo ndm hoc (BM/QT.18/
1y, st dung Cicdonvi |D& xut hodac theo hoc |[PTHCKT/01
. |- Bao cdo qua trinh sir dung; ky/dot xuat |,
6. |Bdocdo, Déxuatl . . . o . 2 BM/QT.48/
- B¢ xuat cai tao sura chita chong xuong cap. DTHCKT/01
BM/QT.48/
DTHCKT/02
Dinh ky Phong DPTHCKT phdi hop véi cac|P. PTHCKT| P. PTHCKT |Bién ban Theo ndm hoc |BM/QT.48/
, Kidm tra danh khoa ph(?ng don vi K‘iém }ra dép}l gia qviéc’ su Pon vi quan|  Cac don vi hO@j.C tfleo }i(_)c DTHCKT/03
© loi dung I?hong hoc, nha xudng hi€u qua, dung 1y, sir dung , ky/dot xuat
muc dich.
Cin cr dé xuat va bién ban kiém tra danh gia,|  Phong Phong HCKT |Béang du tru Kinh Theo QT 47
Dy tri kinh phi |phong DPTHCKT phdi hop véi don vi sit| HCKT Cacdonvi |phi BTBD chéng | 07 ngay
8. |[BDBT  chongdung lén dy tru kinh phi BTBD chong xudng xudng cip
xuong cap cap
Phé duvét kinh Kinh phi dugc duy¢t BGH P. bPTHCKT |C6 kinh phi thuc
9. fe uyét kin hién 02 ngay

phi




Kinh phi khong dugc duyét BGH P. DPTHCKT, |Quay lai budc
Cac don vi sir |trudc 03 ngay
dung
10. Tb chire thue
hign Kiém tra giam sat don vi thi cong BTBD|  Phong Phong Phong hoc, Theo hop dong
chbng xudng cip DTHCKT, | PTHCKT xuong thuc hanh hoac thoa
Cac don vi | Cac don vi lién |[dugc BTBD thuan
lién quan quan
. Bophan/ | Bophan/ | . ‘
gy|1en buoc cong Néi dung Nguoi thwe| Ngwoiphéi | Ketquadat | Hanhoan | o -
viec : ‘n <A dwgc thanh
hi¢n hgp thuc hién
Pua phong hoc, xuong thuc hanh vao quan] Phong Phong Phong hoc, BM/QT.18/
1y, st dung DTHCKT | PTHCKT, xudng thyc hanh DTHCKT/01
Céc don vi | Cac don vi lién |trong tinh trang ,
lién quan quan dap tng nhu cau BM/QT.48/
su dung. DTHCKT/01
11. [Luu hd so ,
BM/QT.48/
DTHCKT/02
BM/QT.48/
DTHCKT/03

(HD,NT, TL)




5. Cac biéu miu/ hwéong din

STT Tén cong cu/biéu mau/hwéng din Mai hoa
1 |Gidy dé xuat BM/QT.18/DTHCKT/01
2 |Béo cdo don vi quan 1y sir dung BM/QT.48/DTHCKT/01
3 |Bao cdo Phong Dao tao - Hanh chinh — K¢é toan BM/QT.48/DTHCKT/02
Bién ban kiém tra BM/QT.48/DTHCKT/03




BM/QT.18/DTHCKT/01
TRUONG TRUNG CAP NGHE DAN TOC NOI TRU KHANH VINH

GIAY DE XUAT
Kinh gui:
- Ban Giam Hiéu
Ho va tén ngudi d& XUAL: .......oiieeiii e
BOphan: ...
bé PG VU e
T6i xin dé xuat nhu sau:
Kinh d& nghi giai quyét
Khanh vinh, ngay......thang.....nam ... ...
Phong... Khoa/phong/trung tam Ngudi dé xuat

Ban giam hi¢u



BM/QT.48/DTHCKT/01
TRUONG TRUNG CAP NGHE DTNT KHANH VINH CONG HOA XA HQI CHU NGHIiA VIET NAM
KHOA/TRUNG TAM.................. DPoc lap - Tw do - Hanh phiic

BAO CAO QUAN LY PHONG HQC, NHA XUONG

BO MON................. NAM HOQC..................
Kinh gui: Ban gidm hiéu
Phong Hanh chinh — K¢é toan
Khoa/TBM..................

B mon xin bao céo vé tinh hinh quan ly, phong hoc nha xudng tai b0 mon nhu sau:

STT Tén phong hoc, nha xwéng Noi dung quan ly Tinh trang Ghi chu

Bi4o c4o nay 1ap thanh 03 ban, giri Ban giam hiéu 01 ban, phong Pao tao - Hanh chinh — Ké toan 01 ban bao céo; 01 ban luu tai
don vi./.

Khanh Vinh, ngay.....thang ....nam 20.....
Khoa/ Trung tam Nguoi lap



BM/QT.48/DTHCKT/02
TRUONG TRUNG CAP NGHE DTNT CONG HOA XA HQI CHU NGHIA VIET NAM
KHANH VINH Poc 1ap — Tw do — Hanh phuc

BAO CAO

CONG TAC QUAN LY, PHONG HQC, NHA XUONG

Kinh guri: ...

Nham dao bao du diéu kién phong hoc, nha xudng thuc hanh, phong Pao tao - Hanh
chinh — K¢é todn bdo cdo cong tac quan ly cac cong trinh phong hoc, nha xudéng cua
truong ndm hoc ................ nhu sau:

Stra chita bao dudng co s¢ vat chat nham ton tao, chong xudng cap cac cong trinh

phuc vu cong tac giang day cua nha truong nhusau: . .................. ....
Nam hoc 20 .. -20..... thyc hién cic cong viéc md rdng, xay mai co s vat chat
nhu sau:

Nam hoc vira qua cong tdc quan 1y phong hoc, xudng thuc hanh va cac khu lam
viéc phuc vu day va hoc trong toan trudng . . . .. ...t

Béo cdo nay 1ap thanh 02 ban, giri Ban gidm hi€u 01 ban bdo c4o; 01 ban luu tai
phong Dao tao - Hanh chinh — Ké toan./.

Phong Pao tao - Hanh chinh — Ké toan



TRUONG TRUNG CAP NGHE DTNT

BM/QT.48/DTHCKT/03

CONG HOA XA HQI CHU NGHIA VIET NAM

KHANH VINH Poc lap — Tw do — Hanh phic

BIEN BAN KIEM TRA

PANH GIA QUAN LY PHONG HQC, NHA XUONG

Hom nay, ngay.....thang....ndm 202...Tai xuong thuc hanh...... bd mon ... thudc

khoa.......... , chung t61 gém co:

I. Pai dién phong Pio tao - Hanh chinh — K¢ toan

1.Ong (bA): oviiii e Chucvu:.......oooviiinian.

2.0ng (DA, Chlrc vu:...ooooiiiiii

3.0ng (bA)ie i, Chicvu:........oooeiiiiinn
I1. Dai dién Khoa, Trung tam (Pon vi st dung):

1.ONE (DA): e Chlrc vu:...oooiiiii,

2.00g (bA):.uiiii i, Chic vu:...oooviiiiiinn,

3.0ng (bA):e i Chlrc vy,

I11. Pai dién bd phin kiém tra (Pon vi ngoai): (néu cé)
Chung toi cing tién hanh kiém tra phong hoc, nha xuéng nhu sau:

TT | Tén phong hoc Tinh trang thiét bi may | Bién phap xirly | Ghi chd
moc
Kién nghi:..............
Bién ban kiém tra dugc cac bén thong nhit nhitng ndi dung trén.
Bién ban két thic vao ltc .......... s (o SO cung ngay./.
Phong DPT-HC-KT Khoa/Trung tim Pai dién don vi sir dung

Pai di¢n by phan kiém tra
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