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DIEN GIAI :

_______

Giai doan chuan bi

Giai doan ghi danh

Giai doan hiu ghi danh

1. Giai doan chudn bi:

Trudce khi két thuc khoa dang hoc bdn tuan
1.1 Thu ky nhan thong bao chi€u sinh khoa méi tir PGD phu trach chuyén mon va giri
photo théng bao chiéu sinh
1.2 B9 phan ghi danh chuan bi to Théng tin diang ky hoc ngoai ngit va Thang tin
chung
- Thong tin dang ky hoc ngoai ngir gom: Tén, s6 dién thoai, email, ngon ngi,
16p, céac ca hoc co thé hoc

- Thong tin chung ndi dung gom dia diém cua Trung tam, cac quy dinh vé
chuyén 16p ciing nhu hoan tién hoc phi,... thong tin vé gido vu

1.3 Thu ky Iap to “ GIAY UY QUYEN BE NGHI CAP HOA DON” trinh Giam doc
trung tam ky, mang 1én Phong K& hoach-Tai chinh va nhan “Ho6a don thu 1¢ phi”.

1.4 T6 ghi danh nhan So do phong hoc tur T6 truong giao vu trude ngay bat dau ghi
danh 01 ngay. Trong so d0 phong hoc gom: ma 16p hoc du kién s&€ md, phong
hoc, lich hoc va ca hoc.

2. Giai doan ghi danh

2.1 Tiép nhan hoc vién: Hoc vién cung cap thong tin theo rnau “ Thong tin dang ky
hoc ngoai ngii” bao gdm ho tén, sb dién thoai, va nhu cau ngoai ngit can hoc,
thoi gian co thé hoc.

2.2 Nhan vién ghi danh: Tu van va théng nhé‘g 16p hoc véi hoc vién. Thong bao hoc
phi, thu tién, xuat hoéa don va ghi vao so do 1op

2.3 Nhan vién ghi danh: Nop tién thu hoc phi trong ngay cho Thi quy TTNN dung
quy trinh ndp tién ndi bg.

2.4 Trudc ngay khai giang, b phan ghi danh tong hop sé Iuwgng hoc vién giri cho
gido vu.

3. Giai doan hdau ghi danh (tinh tw ngay khai giang)

3.1 B0 phén ghi danh nhén danh sach cac 16p khong du hoc vién tur T6 truong giao
vu dé thong bao hity 16p va moi cac ban hoc vién dén dé hoan tra lai tién hoc
phi.

3.2 Nhan vién ghi danh 1ap bang ké chi tiét tat ca cac cudn hoa don thu hoc phi va
Bang ké tong hop.

3.3 Nop bang ké chi tiét va bang ké tong cho nguoi kiém soat (hién tai 1a C6 Thuy)
dam bao khop ding vé ché dg ching tir xuat hoa don va khop ding so tién thyc
té thu trén hoa don véi so tien thyce té da ndp vé cho kho quy.



4. Céc biéu mau:

4.1 Mau “Thong tin ding ky hoc ngoai ngir”

TRUNG TAM NGOAI NGU - PH KHXH&NV TP. HCM
THONG TIN PANG KY HOC NGOAI NGU
KHOA 164

EIMALL: oottt ettt
NGON NGU oo
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CAC CA CO THE HOC:

2,4,6-5H30-7H00

2,4,6—7TH15 — 8H45

3,5, 7-5H30-7H00

3,5, 7—7TH15 — 8H45

2, 4,6 SANG 8H00 — 10H15 (VGI LOP TIENG ANH)
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4.2 Mau “ Thong tin chung”

TRUNG TAM NGOAI NGU TRUONG PAI HQC KHOA HQC XA HOI

VA NHAN VAN
Dia chi: 10-12 Pinh tién Hoang, Quéin I thanh phé H6 Chi Minh
@ 028.38.222.550 Website: http://cfl.hcmussh.edu.vn

1. Dia diém hoc ciia Trung tim:

Trudng Dai hoc KHXH & NV - S6 10-12 Pinh Tién Hoang, Bén Nghé, Q1.
Trudng Trung cip K¥ thuat Nong nghiép — S6 40 Dinh Tién Hoang, Q1.

2. TRUNG TAM KHONG HOAN LAI HOC PHi KHI LOP DPUQC MO
BINH THUONG.

3. Truomg hop sau 2 tuin khai gidng vin khong di hoc vién dé mé 16p
(dwéi 12 hoc vién), hoc vién mang CMND gbc va bién lai téi Trung tam dé
nhan hoan hoc phi. (Thoi gian hoan 1a 2 tuin ké tir ngy thong bao huy 16p, sau
thoi gian nay Trung tam khong giai quyét hoan hoc phi).

4. Trwong hop 16p nghi, chuyén d6i phong, doi ngay hoc: hoc vién lién hé
Gido vién hodc Gido vu truc ngay (vui long khong lién hé vé cac viée khac)
-Thir 2-4-6 (Co s6 DPTH): thiy Quang 0913.736.350, thay Hoat 0909.494.788
-Thir 3-5-7 (Co s DTH): ¢6 Thao 0918.109.218, c6 My 0935.719.959

-Co s6 40 DTH: thdy Vinh 0908.443.116

4.3 Mau “ Gidy ty quyén dé nghi cap hoa don”


http://cfl.hcmussh.edu.vn/

DAI HQC QUOC GIA TP.HCM CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH KHXH & NV Poc 1ap — Ty do — Hanh phuc

TRUNG TAM NGOAINGU o
Thanh pho Ho Chi Minh, ngay 04 thang 04 nam 2019

GIAY UY QUYEN PE NGHI CAP HOA PON

Kinh gtri: - Ban giam hi¢u Truong PH KHXH & NV
- Phong Keé hoach — Tai chinh

Can ctr quy ché thu chi tai chinh ndm hoc 2018-2019;
Can ct vao tinh hinh nhu ciu dang ky t6 chirc ky thi JLPT ngay 07/07/2019;
T6i tén: Nguyén Khéic Canh
Chue vu: Giam doc Trung tam Ngoai ngir, Truong Pai hoc Khoa hoc Xa hdi va Nhan
Vin Thanh phé H6 Chi Minh.
Nay uy quyén cho: Pham Ngoc Thach, Thu ky Trung tim ngoai ng,
S6 CMND: 023858000 ; ngay cap: 19/05/2015 tai: CA TP.HCM
Pén phong Ké hoach — Tai chinh Truong Pai hoc Khoa hoc Xa hdi va Nhan Van nhan
hoa don ban hang (thu 18 phi) dé tién hanh cong tac tai chinh cho ky thi ngay 07/07/2019

theo chi tiét sau:

Ghi

Stt Ky thi Loai héa don | S6 lwong bién lai Thaoi gian thu chi

01| 07/07/2019 Thu 1¢ phi 50 quyén Thang 04/2019

Chung t6i cam két s& ndp du 100% 18 phi thu dugce vé phong phong Ké hoach — Tai chinh cua
Truong va béo cao day di s6 hoa don dugc nhan theo dung quy dinh hién hanh./.

P.Ké hoach — Tai chinh GIAM POC TTNN

ThS. Dwong Vin Ta TS. Nguyén Khic Canh



