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1. M\lc dich

Quy dinh quan ly cac dftu muc thu phi duoc Truong Dai hoc Bach Khoa Ha NOi

uy quyen cho Vien Dao tao lien tuc thu.

2. Pharn vi ap dung

Ap dung cho hoar dong thu phi cua Vien Dao tao lien tuc thea chirc nang, nhiem

vu duoc Ban Giam hieu Truong Dai hoc Bach Khoa Ha NOi phe duyet.

3. Tal li~u vi~n d~n, tham khao

- Quyet dinh s6 1924/QD- TTg ngay 06 thang 10 nam 2016 cua Thu nrong Chinh

phu v~ viec phe duyet D~ in thi diem d6i moo co ch~ hoat dong cua Truong DHBK Ha

NOi;

- Quy che T6 chirc va hoar dong cua Truong Dai hoc Bach khoa Ha NOi s6 16/QC­
DHBK do Hoi dong tnrong ban hanh ngay 07 thang 09 nam 2020;

- Quy che Quan ly tai chinh cua Truong Dai hoc Bach khoa Ha NOi s6 17/QC­
DHBK do Hoi dong tnrong ban hanh ngay 07 thing 09 nam 2020;

- Quy ch~ chi tieu noi bO clla TruOng D~i hoc Bach khoa Ha NOi do Hi~u tIuOng

ban hanh thea Quy~t dinh s6 457/QD-DHBK ngay 25 thing 02 nam 2021;

- Quy ch~ t6 chuc va ho~t dong CllaVi~n Dao t~o lien tl)c do Hi~u wOng TruOng

DHBK Ha Noi ban hanh thea quy~t dinh s6 866/QD-DHBK ngay 18 thing 06 nam 2020;

- Quy ch~ chi tieu noi bo Vien Dao t~o lien tl,lCdo Hieu tIuOng Tluang DHBK Ha

Noi ban hanh thea quy~t dinh s6 302/QD-DHBK-DTLT ngay 31112/2018;
- Tieu chufrn ISO 21001:2018: He th6ng QLCL cho cO'so giao d\lc - cac yeu cftu;

- Huang dfin xay dlJllg tai li~u He th6ng quan ly chclt IUQ'llg,rna s6 QLCL.HDOI.

4. Thu~t ngfr, dinh nghia va chii' vi~t t~t

4.1. Thu{it ngir
- "HQc phi c6 dinh" la hoc phi kh6a dao t~o duQ'c ban hanh thea Quy~t dinh hien

hanh CllaHi~u wang TruOng D~i hoc Bach Khoa Ha NOi, duQ'c chuy~n v€ tai khoan Clla

TIUOng.

- "HQc phi bB sung h6 tn!, CO' so' v~t ch§t cua d<rn vi lien k~t" la kinh phi duQ'c

xac dinh dl)'a tren hO'Pd6ng lien k~t dao t~o gifra Truang D~ hoc Bach Khoa Ha Noi va

don vi lien k~t, do don vi lien k~t tI'l)'Cti~p quan IY·
- "Kinh phi h6 tnr dao t~o ngoai trU'(rng cua TrU'<rng D~i hQCBach Khoa Ha

NQi" lit kinh phi duQ'c xac dinh d\Ia tI'en hO'Pd6ng lien k~t dao t~o gifra Truang D~i hoc

Bach Khoa Ha Noi va don vi lien k~t, sir d\illg chi tra cho cong tac t6 chuc va quan ly

ho~t dong dao t~o ngoai tIuang.
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- "Kinh phi dao tao" la kinh phi nguoi hoc phai dong cho chuang trinh dao tao

thea hoc.

4.2. Cdc eh ii' viit ttit

- BLTP: Bien lai thu phi

- BTHP: Bang t6ng hop phi

- CNTT: Cong nghe thong tin

- CSDL: CO'So' dfr lieu

- CV: Chuyen vien

- CVPT: Chuyen vien phu trach

- DSSV: Danh sach SV

- LDV: Lanh dao vien

- PMTP: Phan m€m thu phi

- QD: Quyet dinh

- SV: Sinh vien

- TCKT: Tai chinh K~ toan

- TS: Tuyen sinh

- VTCV: Vi tri cong viec

5. NQi dung: Di~n giai nQi dung cac bUGC

BU'()'c

thuc NQi dung, trinh tl! cong vi~c Trach Tho; gian Bi~u miu

hi~n nhiem thirc hi~n

Thi~t I~p loai phi, tao t~i khoan

va phan quy~n

- Thi~t lap loai phi va mire phi tren

PMTP thea quy dinh hien hanh;

- Tao tai khoan, mat khau cho nrng Vi~n Khi co VTl.
CV thu phi thea VTCV; tnrong CV

- Phan quyen thu nrng loai phi thea

VTCV giao ket;

- Thuc hien tren trang:

httQ:llthuQhi.dtlt. vn/login

3



----~-----------------------------------------------. -

C~p nh~t CSDL SV vao PMTP Khi c6 QB

- Cap nhat DSSV theo tung kh6a CB tnmg
2. tuyen/ 01

tuyen sinh; CNTT tuan tnroc
- Sao hru CSDL PMTP. ky thu phi;

Hang thang
Thi~t I~p nnrc phi va phan quyen

thu phi tren PMTP

- Thi~t l~p mire phi
,

thudin co
Admin Khi c6

3. dinh/thay d6i tren PMTP;
h~ thong quyet dinh

- Phan quyen thu phi cho CB thu thu phi moi

phi;

- C~p nhat phan quyen (neu c6).

Tuan dfru
L~p DSSV va rmrc phi phal nQp ky hoc/

- L~p DSSV, mire phi phai nQP, va 01 tuan
4. CBTS tnroc ky

BTL T.QTOS.BMO1thai han nop phi; thu phil
- Trinh LBV Icy duyet. Khi phat

sinh phi
phai thu

Phe duyet danh sach thu phi LBV
02 ngay til

5. khinh~n
ban trinh

L~p k~ hoach thu phi 02 ngay til
6. Soan cong van thong bao k~ hoach CBTD khiphe

BTL T.QTOS.BM02duyet danh
thu phi, trinh LBV duyet, sach thu phi

7. Phe duyet k~ hoach thu phi LBV
02ngay til
khinh~n
bantrinh

Thong bao t6'i nguot hoc

Thong bao k~ hoach thu phi toi sinh Ngay sau
S. CBTD khik~

vien qua Website Vi~n, Email SV, hoach diroc
Zalo nh6m 16p. duyet

T6 chuc thn phi

- SV nQpphi theo thong bao; SV,
Theo k~9.

BTL T.QTOS.BM03- SV nQP ti~n, CBTD l~p bien lai, CBTD ho~ch
thu phi, tra l~i lien 2 cho SV.
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10.

cao

NQp phi v~ phong K~ toan Vi~n

- CBTD kiem tra BLTP, d6i chien

bang ke thu, nop v€ Phong K~ toan

Vien thea thai han guy dinh, gom:

+ Cac Ioai phi dff thu;

+ BLTP; CBTD,

+ Ban tong hop phi; KT, thu

- CBTD photo hru 01 b<) h6 sc guy

tnroc khi ban giao.

- KT thu tien, viet phieu thu ngay

sau khi nhan tien til' CBTD.

- KT chuyen ti€n cho Thu guy Vien

ngay trong ngay.

Cu6i m6i

thang

11.

TAng hQ1>phi da thu

- CBTD tbng k~t phi thu duoc til'

PMTP thea bieu mfiu guy dinh cua CBTD,

Phong TCKT tnrong; KT

- KT vien tbng hop bao cao rung

loai phi, trinh LBV

thang

Cuoi m6i

BTL T.QTOS.BMO1

BTL T.QTOS.BM03

II

BTL T.QTOS.BM04

BTLT.QTOS.BM05

12. Phe duyet bao cao LBV

03 ngay sau
BTL T.QTOS.BM05

khinh~n

bao cao

13.
,

NQp bao cao ve Phong TCKT
TrU'(rng

KT

01 ngay sau

khiphe

duyet

14. KT

Ngay sau

khi nop baoLU'u h8 so
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6. H6 so

Ten h6 so Noi hru Cach hru
ThOi gian

Cach huyTT
luu

l. Danh sach sinh vien Vi~n BTLT
Ban cimg

05 nam B6tIXenlX6a
+file

2.
Bang t6ng hop phi da

Vi~n BTLT
BancUng

20nam B6tIXenlX6athu +file

3.
Bao cao dinh ky t6ng

Vi~n BTLT
Bim cirng

20nam B6t1XenlX6ahQ'Pcac loai phi +file

7. PhI} Il}clBi~u mAu

TT Ten PhI} Il}c/Bi~u miu Ky hi~u
l. Danh sach sinh vien BTLT.QTOS.BMOI
2. Thong bao thu phi BTLT.QTOS.BM02
3. Bien lai thu phi BTL T.QTOS.BM03
4. Bang t6ng hQ'Pphi da thu BTL T.QTOS.BM04
5. Bao cao dinh leY t6ng hQ'Pcac loai phi BTL T.QTOS.BM05
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