SO LAO DPONG - TBXH PAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP PAK LAK Doc 1ap - Tw do - Hanh phic

S6: 02 /Qb -TCPL Bk Lak, ngay 04 thang 01 ndam 2022

QUYET PINH
Vé viéc ban hanh danh muc ho so ndm 2022 cia Trwong trung cap Pak Lak

HIEU TRUONG TRUONG TRUNG CAP PAK LAK

Can cir Quyét dinh s6 552/0D-UBND ngay 03/03/2010 c¢ya3 UBND tinh Pdk
Lk vé viéc thanh ldp Truwong T rung cdp Bdk Lik; Quyét dinh sé 3572/0D- UBND,
ngay 28/11/2019 cua UBND tinh Pk Lak ve viéc sap nhdp Trieong Trung cap Kinh
té - Ky thudt Pdk Lak vao Truong Trung cap Pak Lik;

Can cir Nghi dinh s6 30/2020/NP-CP ngay 05/3/2020 ciia Chinh phu Vé cong
tac van thie; Chi thi sé 13/CT-UBND ngay 19/7/2021 ciia UBND tinh vé viéc ting
cuong qudn 1y cong tac vin thuw, leu trit trén dia ban tinh Ddk Lak;

Thiee hién Huong dan sé 2644/HD SNV ngay 17/12/2021 cua So Noi vu hudng
dan Idp hé so cong viéc trén Phan mém Quan Iy vin ban va diéu hanh (iDesk);

Theo dé nghi ciia Treong phong Té chike, hanh chinh - Ké todn.
QUYET DINH:

Piéu 1. Ban hanh danh muc hd so ndm 2022 cua Trudng Trung cap Pak Lik
(danh muc ho so keém theo)

Quyét dinh nay c6 hiéu luc tir ngay ky.

Piéu 2. Cin ctr vao danh muc hd so nay, cac phong, khoa, trung tam thudc
truong thuc hién viéc 1ap hd so ‘cong vi€e trén Phan mém Quan 1y vin ban va diéu
hanh (iDesk) theo Huéng dan s6 2644/HD-SNV ngay 17/12/2021 ctia S¢ Noi vu.

Piéu 3. Phong T chirc, hanh chinh - Ké toan, cac don vi phong, khoa, trung
tam thudc truong co6 trach nhi¢ém thi hanh Quyét dinh nay./.
Noi nhdn:

- Nhu Diéu 3;
- Luu: VT, TCHCKT.

HIEU TRUONG




SO LAO DONG TBXH DAK LAK

cua Hzeu truong Truong T rung cdp Pk Lak)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

S.? Vaxky Tén dé muc va tiéu dé hd so T}l ol h?n Ngudi lap ho so |Ghi chu
hi¢u ho so bao quan
o [ o G ) G)
CONG TAC TO CHUC, HANH CHINH
1. Tong hop
01/TCHC | Chién luoc, Dé 4n phat trién nha truong.  |Vinh vién Ban Lanh dao
02/TCHC |HG6 so Hoi nghi vién chirc nam hoc Vinh vién| Lé Ng. Phuong Khué
03/TCcHC | HO 80 hoinghi tong két, sokéthoc ky, |yrp (igh 11 6 Ng. Phuong Khue
nam hoc.
04/TCHC | Ké hoach, bo céo cong tac nam hoc. Vinh vién Tran Thi Thao
05/TCHC | K€ hoach, bdo cdo cong tac hang quy, 6 5 nam Trin Thi Thao
thang, 9 thang.
06/TCHC | K& hoach, bao cdo cong tac hang thang. 5 ndm Tran Thi Thao
07/TCHC | Béo cao cong tac dot xuat, theo yéu cau Snam | L& Ng. Phuong Khué
08/TCHC | Bién ban cac cudc hop. Vinh vién| Lé Ng. Phuong Khué
Dén khi
A 2 4, A , \ van ban
09/TCHC | HO 50 10 chire thuc hign chu truong, dudng | | <y ie | 1 6 Ng. Phuong Khué
161 cua Pang va phap luat cia Nha nudc. )
luc thi
hanh
2. Quy hoach, ké hoach, thong ké
H6 so xay dung ké hoach céc va bao céo < N A
10/TCHC thue hién ké hoach. 10 nam | L& Ng. Phuong Khué
11/TCHC Esazﬁ chi dao, kiém tra viée thue hien ke 116 2 | 16 Ng. Phuong Khué
12/TCHC | Bé0 cdo thong k€ tong hop, thong ke 5nam | Lé Ng. Phuong Khué
chuyén deé.
3. Hanh chinh, quan tri
13/TCHC QU ¢he lam viee; Quy chuan dao dire, quy |y vizy| 16 Ng. Phuong Khué
tac ing xur cua vién chirc
14/TCHC |HO so cai cach hanh chinh 20 nim | Lé Ng. Phuong Khué
15/TCHC [0 80 V€ viée g0p y xdy dung vanban do ol 14 2 | 18 Ng. Phuong Khué
quan khac chu tri
16/TCHC [Hb so vin ban di 20 nim | Pham Thj Hién
17/TCHC [Hb so vin ban dén 20 nim | Pham Thj Hién
18/TCHC [Ho so cong tac van thu luu triv 20 nim Pham Thij Hién
19/TCHC Ho so thyc hién phong trao Toan dan bao vé 10 ndm | Lé Ng. Phuong Khué

T chire, An ninh trat tw, PCCC




20/TCHC |H6 so xay dung co quan, don vi vin hoa 10 ndm | L& Ng. Phuong Khué
4. T6 chirc, nhin sw
21/TCHC E‘éns‘élie hoach, bdo céo thyc hién chitidu |y iay| 16 Ng. Phuong Khus
22/TCHC |H6 so quy hoach linh dao, can bd quanly | 20 nim | Lé Ng. Phuong Khué
23/TCHC I;;;ZI?O ERicETY uAnlchuychgiuycn 70 nim | Lé Ng. Phuong Khué
24/TCHC [H6 so gidi quyét ché do huu tri, thoi viée 70 nam | Lé Ng. Phuyong Khué
25/TCHC [HO so tuyén dung vién churc 20 nam | Lé Ng. Phuong Khué
26/TCHC EZ nsg danh gia, x€p loai vién chuc theo 20 nim L& Ng. Phuong Khué
27/ TCHC EOOCSO’ danh gié, x€p loai vién churc theo nam 20 nim L& Ng. Phuong Khué
28/TCHC HO s0 dant} gia, xép lvoa_u giao vién theo 20 nim L& Ng. Phuong Khué
chuan nghé nghi¢p nam hoc
29/TCHC |H6 so boi dudng vién chiic 10 ndm | L& Ng. Phuong Khué
30/TCHC Bao caoAt'honig ke: danl% sach, s6 luong, chat Vinh vidn L& Ng. Phuong Khué
lugng ddi ngti vién chuc
31/TCHC [HO so ky luat vién chire, nguoi lao dong 70 nam | L& Ng. Phuong Khué
32/TCHC [HO so vé cong tac bao v¢ chinh tri ndi b 20 nam | L& Ng. Phuong Khué
33/TCHC [Hop dong lao dong Vinh vién| Lé Ng. Phuong Khué
34/TCHC |Hop dong thinh giang ’ 20 nam | Lé Ng. Phuong Khué
CONG TAC TAI CHINH, KE TOAN
1. Lao ddng, tién lwong
01/TCKT [10 80 xdy dung, ban hanh dinh mirc lao | 5 2\ 15 Ng Phuong Khue
dong va bdo cao thuc hi¢n
02/TCKT [10 80 quy dinh vé ché o luong, nang Iy 1 izl 1 & Ng. Phuong Khué
luong, phu cap
03/TCKT [H6 so nang luong ctia vién chic Vinh vién| Lé Ng. Phuong Khué
04/TCKT |10 80 thang bang luong, thanh toan luong | ixn | Tian Duy Tue
va bao cao thuc hién
05/TCKT 53 50 vé bao hiém x3 hoi, BHYT, BHTN  |Vinh vidn|  Trin Duy Tué
2. Tai chinh, K& toan
06/TCKT [H6 so ché do/quy dinh vé tai chinh, ké toan |Vinh vién|  Tran Duy Tué
07/TCKT lljéotz(;fe hoach, bdo c4o cong tac tai chinh, Vinh vidn Trin Duy Tué
08/TCKT |HO so quyét toan tai chinh, ké toan Vinh vién|  Tran Duy Tué
09/TCKT Iciéo dsicr)’ﬂll?)ao cao kiém ké, danh gia lai tai san 20 nam | Truong Quang Théi
10/TCKT gllz ;0’, tai li¢u ve viéc thanh ly tai san co 20 nam | Truong Quang Théi
11/TCKT H6 so thanh toan ché do cho hoc sinh Vinh vién Tran Duy Tué
12/TCKT [H6 so mién, giam hoc phi cho hoc sinh Vinh vién Tran Duy Tué
13/TCKT [H6 so thyc hanh tiét kiém, chong lang phi | 20 nim Tran Duy Tué

7. Tai li€éu xay dung co ban




Ké hoach, bao cao cong tac dau tu xay dyng

14/TCKT o ban 10 ndm | Truong Quang Thai
15/TCKT [HO so sira chita nho céc cong trinh 20 nam | Truong Quang Thai
CONG TAC THANH TRA, GIA]L
QUYET KHIEU NAI, TO CAO
O01/TTKN HoA SO lfe hoach, bdo c4o cong tac thanh tra Vinh vidn Biii Thi Mai
nhan dan
02/TTKN IC{;)S" giai quyet cac vu viée khitunai, © | ;5 .0 |1 s Ng Phurong Khué
03/TTKN . hoactl, faclctolcongiiiciphonzicions 20 nam | Lé Ng. Phuong Khué
tham nhiing
04/TTKN |[HO so kiém tra ndi bo trudong hoc 15 nam | Lé Ng. Phuong Khué
05/TTKN [H6 so thanh tra cac ky thi 15 nim | Lé Ng. Phuong Khué
CONG TAC THI PUA, KHEN THUONG
01/TPKT [10 50 uy ché/quy dinh, huéng dan ve thi |y 1 (x| i ¢dng thi dua
dua, khen thudng
02/TDKT HO so t6 c\hu:c thl,:I'C 113¢n cac phong trao thi 10 nim Hoi ddng thi dua
dua do truong phat dong
03/TPKT |10 80 d¢ nghi cap trén xét thi duakhen |\ p x| poi tdng thi dua
thudéng ndm hoc cia nha trudng
04/TPDKT [H6 so cac quyét dinh khen thuéng (cap trén)| 10 nim Hoi dong thi dua
05/TBKT [HO so khen thudng hoc sinh 10 ndm Hoi dong thi dua
CONG TAC PHONG PAO TAO — HSSV
1. T6 chire, quén ly dao tao
01/DT- | ;x y . . X X .
HSSV Ho so dang ki hoat dong GDNN Vinh vien| Do Quang Vinh
02/DT- |Van ban phé duyét, ban hanh stra doi, bd . e x )
HSSV lsung chuong trinh Vinh vien| D6 Quang Vinh
03/DT- [HO so bién soan, lya chon, thim dinh, ban N N
HSSV |hanh gido trinh, tai li¢u gidng day truong  |Vinh vién| DO Quang Vinh
trung cap Dak Lak
04/PT- |[Hudng dan thyc hién nhiém vu chuyén mon | . e x L.
HSSV  |nam hoc 2021-2022 Vinh vién| Nguyén Khac Kim
05/DT- [Hb so xét tuyén va Quyét dinh trang tuyén | ., .x x .
HSSV  hdm 2022 Vinh vien| Do Quang Vinh
06/DT- |Quyét dinh thanh lap cac 16p trung cap khéa|, . . . x L
HSSV |12, 13 Vinh vién| Nguyén Khac Kim
07/DT- [Bang diém tong hop két qua hoc tap theo ’ N
HSSV |hoc ky, ndm hoc, khoa hoc céc 16p trung cap| Vinh vien| Huynh Thi Lé Lam
nam hoc 2021-2022 va 2022-2023
(ﬁgg‘z{/_ S6 cap phat van bang, chimg chi Vinh vién| Huynh Thi Lé Lam
09/PT- [Ké& hoach dao tao khoa hoc, nim hoc, hoc . X . AT A
HSSV [ky cic 16p trung cép khéa 12, khéa 13 | ViR vien| Huynh ThiL¢ Lam
11/DBT- [S6 Quan ly dao tao cac 16p trung cap khoa Vinh vidn| Huynh Thi L¢ Lam

HSSV

12, khoa 13




12/DT-

Thoi khoa biéu hoc ky, ndm hoc khoa 12,

HSSV  lkhéa 13 I ndm Bui Thi Mai
13/DT- (SO dau bai cac 16p trung cap hoc ky1,2 cac 9 R
HSSV  [I6p khoa 11, 12,0{)3 gcap Y 5 nam Thai Thi Tham
14/DT- [Ho so giang day cua gido vién (Gido an, SO 10 n%m Bui Thi Mai
HSSV [tay GV, d¢€ cuong.....) Huynh Thi L¢ Lam
léglz”\l;- ;"(I)lglg ké dinh mirc gio day nam hoc 2021- | ném Biii Thi Mai
16/DT- |Béo cao tong hop két qua ki€ém tra ho so X x L
HSSV |chuyén ménggigcl)) Viénqném hoc Vinh vien| Nguyen Khdc Kim
llzglg\l;- E;r;lggczg’ Quy¢t dinh, thong bdo tuyén sinh| Vinh vién| D3 Quang Vinh
2. Quan ly Hoc sinh sinh vién
lggg"\l; lilhoézollgl.len thuong, ky luat HSSV khoa 12, Vinh vién| Nguyén Khéc Kim
19/DT- [H6 so xét, phé duyét cac ché do chinh sach|
HSSV [cho hoc sinh trung cap hoc ky 2, nim hoc|Vinh vién| Nguyén Khic Kim
2021-2022
[ scxt mitn efam hoc phi hoc sinh 100y, yign|- Nguyn Khe Kim
21/DT- [HO so cong nhan k&t qua rén luyén hoc ky|. . X x Lo
HSSV _|ndm hoc khoa 12, khoa 13 | Vinh vién| Nguyén Khic Kim
3. Khio thi, Pam bio chit lwong
22/PT- [H6 so cong nhan két qua tét nghiép cho
HSSV nguoi hoc cac 16p, cac khoa dao tao: quyét
dinh thanh lap hoi dong thi’tét nghiép; danh
sach nguoi hoc dy thi va két qua ting mén |, X X A
thi, phiéu nop bai thi co chit ky ciia fgu:‘oi Vinh vien| Nguyen Dinh Quan
hoc; bién ban hop cua céac hdi déng; quyét
dinh cua hiéu trudng vé viéc cong nhan va
cap bang tot nghiép cho ngudi hoc;
23/PT- [HO so thi két thic M6-Pun, Mén hoc (Cac
HSSV  |hd so, tai liéu cia truong lién quan dén to
chirc thi két thiic mén hoc, mo-dun: lich thi,
cac bién ban ra dé, coi thi, chdm thi vé thi
két thiic mon hoc, mo-dun, danh sach ngudi| 10 nim | Nguyén Dinh Quan
hoc du thi va két qua timg mon thi, phiéu
nodp bai thi c6 chir ky cia nguodi hoce va can
bo coi thi, két qua thi két thiic mén hoc, mé-
dun).
24/PT- [H6 so thi tot nghiép (HO so vé cong tac to
HSSV [chitc chdm phiic khao cac bai thi két thic 5nam | Nguyén Dinh Quan
mon hoc, mo-dun, thi tét nghiép (néu co);)
25/DT- [Pé cuong hudng dan on thi tot nghiép; cac
HSSV  [bién ban vé Iya chon dé thi, ban giao dé thi, | 1nim | Nguyén Pinh Quan

ban giao bai thi tét nghiép; dé thi da sir




dung, bai thi, phiéu cham thi tot nghiép
(trong dao tao theo nién che);

2%2{,‘ Ho so Dam bao chit lugng 1 ndm | Nguyén Dinh Quan
27/PT- | » . 1 X < < X A
HSSV HO so ty danh gia chat lugng nam hoc Il ndam | Nguyeén Pinh Quan
28/DT- [Ho so tu danh gia chat lugng chuong trinh _ X R
HSSV  [do tao Il ndam | Nguyeén Dinh Quan
4. Nghién ciru khoa hoc, cong nghé
01/KHCN [0 50 Ve vige xdy dung quy che hoat dong |\ iz Hei ddng khoa hoc
khoa hoc cong nghé ctia co quan
02/KHCN HO so sang kién, gidi phép cong viéc 10 nam | Hoi dong khoa hoc
03/KHCN [H6 so nghién ciru khoa hoc Vinh vién| Hoi dong khoa hoc
04/KHCN [10 50 hoi nghi, hoi tho, chuyén de donhd | oy | H6i ddng khoa hoc
truong to churc
05/KHCN Egsfghoat dong chia Hoi dong khoa hoc Vinh vién| Hoi dé)ng khoa hoc
CONG TAC TRUNG TAM THUC
HANH VA DICH VU
1. Po tao so cip, thuong xuyén
Ho so ding ky hoat dong gido duc nghd
nghi¢p; van ban cua truong phé duyét banj
hanh sira doi, bo sung chuong trinh; ho sof . , .x Xy Ay oA
0l/THDV bién soan, lya chon, thAim dinh ban hanh giao Vinhvien| - Nguyen Viet Tien
trinh hodc tai li¢u giang day; van ban quy
dinh ve quan ly dao tao;
Van ban phé duyét danh sach ngudi hog
02/THDV tring tuyén, vin ban phé duyét danh sach|Vinh vién| Nguyén Vin Chién
nguodi hoc nhap hoc hodc phan 16p
03/THDV (2208 diém tong hop ket qua hoc @p cuay, x| Nouy@n Van Chién
nguoi hoc theo hoc ky, nam hoc, khoa hoc guy
04/THDV [H6 so thi tot nghiép 10 nim | Nguyén Vin Chién
05/THDV [S6 cap phat bang tot nghiép Vinh vién| Nguyén Vin Chién
K¢ hoach ddao tao giéi vo’;i khoa hoc, nam hoc,
06/THDV hoc ky; bao céo tong két nam hoc, khoa hoc Vinh vién| Nguydn Van Chién
va ban luu cac bao cdo lién quan dén dao tao
gu:l co quan quan 1y nha nuéc co tham quyén;
07/THDV [Hb so khen thuong, ky ludt ngudi hoc; Vinh vién| Nguyén Vin Chién
08/THDV [H6 so giang day cia gido vién 10 naim | Nguyén Vin Chién
09/THDV Ho so llen quan dén t6 chure thi két thiic mon| 10ndm | Neuyén Van Chién
hoc, mo-dun
10/THDV [S6 18n 16p/s6 dau bai cho timg 16p hoc cu thé] 10 naim | Nguyén Vin Chién
2. Pao tao lai xe
Danh sach hoc Vién;Danh‘séch thi sinh duy sat
11/THDV hach;Bién ban kiém tra ho so thi sinh; Ql{yet 5 ndm D3 Anh Tuin

dinh to chure ky sat hach 14i xe; Bién ban tong

hop két qua ky sat hach; Danh sach thi sinh




vang, truot ky sat hach; Quyét dinh cong
nhan trang tuyén ky sat hach;Danh sach thi
sinh trang tuyén dugc cap giay phép lai xe;

Bai sat hach 1y thuyét, bién ban sat hach thyc
hanh 1ai xe trong hinh cua tirng ky sat hach

12/THDV c6 day du chir ky ctua nguoi du sat hach va| > nam D6 Anh Tuan
sat hach vién;
Bién ban sat hach thuc I}énh lai xe trén dudng
cua tung ky sat hach, gom: chir ky ctia nguoi N ’
13/THDV |du sat hach tai phiéu in két qua trén 0 t6 saff 5 nam Po6 Anh Tuan
hach va bién ban sat hach thuyc hanh lai xe|
trén duong co6 chir ky cua sat hach vién
Quyét dinh cbéng nhén tring tuyén ky sat N N ’
14/THDV |hach; Danh sach thi sinh trang tuyén dugc Vinh vién D6 Anh Tuan
cap gidy phép lai xe
3. Lién két dao tao
Ho so xac dinh chi tiéu tuyén sinh hang nam|, _ . .x Xy Ay oA
[5/THDV (cong vin cho phép cia UBND tinh lién két) Vinh vien) - Nguyen Viet Tien
16/THDY [Quyt dinh tring tuyén, danh séch tringl\ el NGy Vit Tién
tuyén; Piém chuan tuyén sinh
17/THDV |Céc tai liéu khéc lién quan dén tuyén sinh | Hét khoa | Phan Thi Thanh Thuy
18/THDY Y o1 ban phé duyét danh sich hoc sinh nhapi 1 s Nguyan Vit Tién
hoc hodc phén 16p
19/rHDY [Pang diém tong hop ket qua hoe tap theo hodlyy 1 (ix | phan Thi Thanh Thiy
ky, nam hoc, khoa hoc
20/THDV Ig{iznsg giang day cua gido vien — Phieu bdol 5 .| ppan Thi Thanh Thiy
Ho6 so phé duyét két qua thi hét hoc phan
21/THDV Bang diém timg hoc phan bao gdm diém < Phan Thi Thanh Thuy
10 nam
kiém tra, diém thi, diém hoc phan
22/THDV |HO so thi, xét tot nghiép Vinh vién| Phan Thi Thanh Thuy
CONG TAC TRUNG TAM NGOAI
NGU - TIN HQC
HO Sy Danh sach thi siqh du thi, bang diém,
01/NNTH quyét dinh phé duyét ket qua thi, danh sach |Vinh vien| Dang Nhu Thanh
thi sinh duogc cap chung chi.
02/NNTH S6 cap phat ching chi luu trix Vinh vién| Huynh Thi Lé Lam
03/NNTH Dt li¢u camera phong thi luu triv i ?Ii’fﬁg% Vo Ngoc Mai Quynh
HO so thi: D thi, dap 4n, bai thi cia thi
sinh; cac bién ban ctia Hi dong thi, bién
ban xir 1y trong khi thi, cic quyét dinh thanh| it nhat 02| . SR
04/NNTH lap Hoi dong thi; bao cdo tong két dot thi nam V6 Ngoc Mai Quynh

kém theo céc biéu thong ké s6 liéu ctia Hoi
dong thi; ho so phuc khao (n€u co) luu triv

CONG TAC KHOA CHUYEN MON




Hb so xdy dung, thim dinh, ban hanh

Ol/KCM chuong trinh ddo tao trung cip cic nganh i Trugng khoa
HO so bién soan, tham dinh, phé duy¢t gido N Trudng khoa
02/KCM |trinh stir dung d¢€ lam tai li€u giang day cac |Vinh vien
nganh
03/KCM Ke hoacp phan cong cong chuyén moén theo 5 nim Trudng khoa
ky cho tirng nganh
04/KCM lI{{yo so kiém tra chuyén mon gido vién theo 5 ndm Truong khoa
05/KCM |Luu hd so chuyén mén gido vién SA’nam L Truong khoa
tot nghi€p
06/KCM [S6 ghi chép hdi hop khoa 5 ndm Trudéng khoa
A \ R A \ , 10 ndm Trudéng khoa
07/KCM Ho6 so luu bang diém tirng mon/ nganh cua <o it
gv trong khoa A
nghiép
08/KCM Ho SO hfan két, hoi thao voi doanh nghiép 10 nim Trudng khoa
tung nganh
09/KCM HO so dé xua}t p%lat trién chu"(mg '[I'l{lh, de 20 nim Truong khoa
cuong chi tiét dao tao theo ting nganh
10 ndm Trudéng khoa
10/KCM [Dan bai dé thi, ngan hang de thi sau tot
nghiép

Danh muc hd so nay c¢6 128 hd so, bao gdm:

57 hoéso bao quan vinh vién;

71 hd so bao quan c6 thoi han.
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