_UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tw do - Hanh phc

SO GIAO DUC VA PAO TAO Thanh phd HG Chi Minh, ngay 17 théng 01 nim 2017
S06:164 /GDDT-GDTX
Vé huéng dan thiét 1ap ho so quan ly
t6 chirc day hoc tai cac trung tam
Ngoai ngit - Tin hoc

Kinh gui: ‘
- Chu dau tu Trung tam Ngoai ngit - Tin hoc;
- Giam doc Trung tdm Ngoai ngit - Tin hoc.

Thuc hién ké hoach nam hoc 2016 - 2017, trong thang 12 nim 2016 S¢ Gido
duc va Dao tao di to chic kiém tra chuyén mon 36 don vi ¢6 chirc ning to chuc
day ngoai ngit va tin hoc, dé kip thoi gitip cac don vi hoan thién hd quan Iy viéc to
chuc hoat dong day hoc, S¢ Giao duc va Pao tao dé nghi cac don vi thiét 1ap ho so
quan ly theo danh muc nhu sau:

I. PHAP LY TRUNG TAM VA CAC CHI NHANH

1. Giay ching nhan dang ky doanh nghiép (néu chu dau tu 13 cong ty).
2. Quyét dinh thanh lap trung tam, chi nhanh.

3. Quyét dinh cdng nhan giam doc trung tam.

4. Quyét dinh cap phép t6 chtrc dao tao bdi dudng.

I1. HO SO NHAN SU

1. H so gido vién nguoi Viét Nam

- Danh séach (theo mau).

- Hop ddng lao dong hoic hop dong thinh giang.

- Bang Cép (Pai hoc hoic Cao dang chuyén nganh su pham; khong ding
chuyén nganh can cé ching chi nghiép vu su pham).

- S6 dong bao hiém (ddi véi gido vién co hitu).
2. HO so gido vién ngudi nudc ngoai

- Danh séach (theo mau).

- Hop ddng lao dong hoac hop dong thinh giang.
- Bang cap theo quy dinh.

- S6 dong bao hiém (ddi véi gido vién co hitu).

- Giay phép lao dong, thé tam trd (ban photo).



3. H6 so nhan vién

- Danh sach (theo mau).

- Hop ddng lao dong.

- Bing cap.

- S6 dong bao hiém (d6i véi nhan vién 1am toan thoi gian).

I11. HO SO QUAN LY GIANG DAY

1. Thai khoa biéu (phan cong giang day).

2. S6 lieu 1op hoc; sé hoc vién theo timg khoa trong nam.

3. Danh sach hoc vién.

4. Sb dau bai theo mau.

IV. HO SO CO SO VAT CHAT VA PHONG CHAY CHUA CHAY
1. Hop dong thué co s& vat chat hodc cac gidy to khac vé co sd vat chat.
2. Danh muc céac phong chirc nang, phuong tién giang day.

3. Phuong an phong chay chira chay.

4. Bién ban kiém tra an toan phong chay chira chay.

5. Danh sach doi phong chay chira chay.

6. Bién ban tu kiém tra va dién tap phong chay chira chay.

V. HO SO QUAN LY HOC PHI VA THUC HIEN THUE

1. Théng bao vé hoc phi.

2. Bién lai thu hoc phi theo mau B¢ tai chinh.

3. M4 s6 thué va cac hd so minh chiing thuc hién nghia vu thué va bao hiém

cho can bo, gido vién, nhan vién.

S¢ Gido duc va Pao tao ydu cau cac don vi trién khai to chirc thuc hién

nghiém tlc cac ndi dung dudng dan trén dy. Trong qua trinh thuc hién néu co
khd khan, vuéng mac lién h¢ truc tiep véi Phong Giao duc thuong xuyén - so
dién thoai 3.8221418 - 3.8224653 d¢ duoc hudng dan giai quyet./.
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Thanh phé Ho Chi Minh, ngay....... thang ....... nam ..........

DANH SACH GIAO VIEN NGUOI VIET NAM
TU THOI PIEM THANG .. NAM ... DEN...

Nam sinh

o Trinh d Giao vién co Phan con Béo hiém
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Thanh phé Ho Chi Minh, ngay....... thang ....... nam ..........

DANH SACH GIAO VIEN NGUOI NUGC NGOAI
TU THOI PIEM THANG .. NAM ... BEN...

Nam sinh NGay hé Noi giang
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Thanh phé Ho Chi Minh, ngay.......thang ....... nam ...

DANH SACH NGUOl QUAN LY VA NHAN VIEN
TU THOI PIEM THANG .. NAM ... DEN...
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