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1. Muc dich

Quy trinh quy dinh vé trinh tu, trach nhiém va to chuc thuc hiénh coéng tac to chic cac 16p
dao tao, boi dudng.
2. Pham vi

Quy trinh ap dung cho vi¢c t6 chire cac 16p Boi dudng ngach Chuyén vién, Chuyén chinh va
Lanh dao cap phong.
3. Tai liéu vién dan

Can cu Quyét dinh s 155/QD-TrCBQL ngay 29/3/2019 ciia Hiéu truong Truong Can bd quan 1y
GTVT vé viée Ban hanh quy ché t chtic va hoat dong cuaTruong Can bd quan Iy GTVT.
4. Pinh nghia, cac tir viét tit

+ BGH: Ban Giam hiéu

+ HT: Hi¢u trudng

+ QDb: Quyét dinh

+ P. DT-QLKH: Phong Dao tao va quan ly khoa hoc

+ P. TCKT: Phong Tai chinh ké toan

+ P. TC-HC: Phong Té chtre - hanh chinh

+ VT: Van thu

+ CV: Chuyén vién \ 7

+ CVC: Chuyén vién chinh //’3 /
X

+ LDCP: Lanh dao cp phong 3
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5. Noi dung: So do quy trinh t6 chtic céc 16p Boi dudng ngach Chuyén vién, Chuyén chinh va Lanh \ b
prelie
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Trach

STT Tién trinh Ho so cong viée
nhiém
o N N BGH, . .
Khao sat nhu cau, ThOﬂg bao - G trude khai gléng 30 ngéy
I chiéu sinh PDT-
BM.01.QT. PPT
QLKH
Nhén Cong vn, Quyét dinh cir di | SR s , @
5 han Cong van, Quye HEL GLE @4 0K, - Lap Danh sach hoc vién
- Trinh ké hoach mo 1op QLKH
7 Quyét dinh mo 16p HT BM.02.QT. PPT
P.DT-
A QLKH, | - Lap du toan
Du toan kinh phi, Lich hoc/ lich phan o ) o B
, cong gidng vién P.TCKT, F Lap lich hoc/ lich phan cong giang vién.
’ Truong (Theo chuong trinh cua Bo Noi vu)
l Khoa,
BGH
. Thong bio tihgp hoe P.DT- - Gt trude khi nhdp hoc 07 ngay
- QLKH BM.03.QT. PDT
- Viét bang tin, chuan bi khanh tiét, 1é
GVCN,P. | | .. . .
tan, Maket, hdi truong, 16p hoc, chup
v BT- "
anh, dua tin trén Website, diéu xe;
ai giang LKH, .
6 . Khai gang QLKH. ) ppat phiéu HV (BM.04.QT. PDPT)
Lam tha tuc nhap hoc BGH .
’ - Thu ho so, phat tai liéu, lich hoc;
P.TC-HC, L ) .
- Pho bién quy ché hoc tap, bau ban can
GV, HV.
su 16p.
v
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: & ' BM.08.QT. PDT
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v
) 7 p GVCN, ; 5
Trinh ky bang diém tong hop; bao cao két qua - Bang tong hop diém
. hoc tap. Trinh ké hoach Bé giang. P.DT- BM.09.QT. PDT
1 QLKH
GVCN,
- QD cdéng nhén hoan PDT-
= thanh va cap CC QLKH, BM.10.QT. PPT
I HT
v GVCN,
P.DT-
3 : i s BM.11.QT. PPT
13 QD khen thudng QLKH,
HT
i GVCN, C
- Lay s6 Chung chi;
P' DT_ \ , - A
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P.TC-HC
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