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1. Muc dich va pham vi ap dung
a. Muc dich:

Gilp cho can bo quan ly Ky tuc xa va cac phong chic nang quan ly moi
hoat dong cta HSSV trong thoi gian HSSV nai tra tai Ky tiic x4 nha truong.

Gilp cho céc bo phan c6 sy phdi hop nhip nhang trong viéc giai quyét cho
HSSV noi tra.

b. Pham vi ap dung

Phong Céng tac HSSV, céac Phong, Trung tam, khoa chuyén mén va HSSV cua
truong Cao Pang KT-KT T6 Hiéu Hung Yén.

2. Pinh nghia va tir viét tat
a. Dinh nghia:

Koa noi tra 1 noi dé HSSV tam tr( trong thoi gian hoc tap tai truong, do
nha trudng to chirc quan ly.

b. Tir viét tit:

BGH: Ban Giam Hiéu

P.CTHSSV: Phong Céng tac hoc sinh sinh vién
P. TCHCQT Phong Té chirc - Hanh chinh - Quan tri
HSSV Hoc sinh sinh vién

GVCN Giao vién cha nhiém

QLKTX Quan ly ky tdc xa

CDb KTKT Cao dang kinh té ky thuat

KTX Ky tlc xa

DS Danh sach

QT Quy trinh

BM Biéu mau

3. Luu dd (Xem trang 3)
4. Pac ta (Xem trang 4 - 6)

5. Cac biéu mau/ hwéng dan kém theo (Xem trang 7)



QUY TRINH QUAN LY HOQC SINH SINH VIEN NOI TRU
Pon vi phu trach: Phong Céng tac hoc sinh, sinh vién

LAPKE HOACH TRIEN KHAI THUC HIEN BAO CAO LUU HO SOC
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PAC TA QT23: QUY TRINH QUAN LY HSSV NQI TRU

Pon vi phu trach: Phong Cong tac Hoc sinh sinh vién

Chuyén Ghi chu
Nhan < Lam gi Nguoi Két qua/ dén Nttt
vao Twral (thoi gian, dia diém) Thuc hién | sanpham | daw/ (Yeu cau/giai thich/
) phuong tién/bieu mau/ ...
cho ai
1-Ra soét, kiém tra va d¢ nghi sira chira Ban Béo céo BGH
trang thiét bi chuan bi don HSSV noi QLKTX tinh hinh
tr nam hoc mai quan ly
(thwec hién vao thang 7 hang nam) HSSV noi
2- Xem xét dé nghi va dé xuét sra chita | P.CTHSSY | U theo
. X . ) ) e . dlnh ky
trang thiéet bi; dam bao trang thiét bi - 4n
e A hoac dot
hoat @dong tot. X
r r Xuat 14 14
3-Xay duyng Ké hoach tiep nhan HSSV Ban - Ké hoach tiép nhan
noi tra nam hoc, bao cao P.CTHSSV QLKTX HSSV nam hoc
trinh hiéu truong phé duyét
(thang 8 hang nam)
4-Chuyén K& hoach dén céc don vi lién Ban
quan va khoa phoi hop thuc hién QLKTX
Pon xin HSSV | 5- Tiép nhan don xin vao & KTX cua Ban - Pon xin vao & KTX
Vao & HSSV QLKTX
KTX
6- Thu 1& phi( néu co) va sip xép bé tri Ban - Bién ban ban giao
phong & hop ly cho HSSV QLKTX phong & KTX




Quy dinh KTX
Noi quy phong & KTX

- S6 nhat ky theo dbi
hang ngay

- Bién ban xir Iy vi
pham

- Bién ban bdi thuong
tai san KTX

- Pon xin ra khoi KTX

7-Lap DS HSSV dang ky tam trd trinh Ban
Hiéu trudng phé duyét QLKTX
8- bang ky tam trd cho HSSV véi co Ban
quan Cong an dia phuong noi truong QLKTX
dong.
9- Pho bién quy dinh KTX; cc hinh Ban
thire xtr ly vi pham Ky luét (néu c6) cho QLKTX
HSSV nam dugc va tuan tha thuc hién
10- Lap so nhat ky theo ddi cac hoat Ban
dong cua HSSV hang ngay; 1ap bién QLKTX
ban xt ly vi pham noi quy KTX (néu
co)
Ponxin | HSSV | 11- Tiép nhan va giai quyét cac yéu cau Ban
ra khoi cua HSSV QLKTX
KTX
12- Tong hop céc bién ban vi pham gii Ban
de xuat 1én P. CTHSSV de nghi hop hoi QLKTX
dong ky luat (neu c6 HSSV vi pham)
hoac de nghi stra chira cac hu hong (neu
co)
13- Xem xét va chuyén Hoi dong ky P.CTHSSV

luat hop xt 1y vi pham (néu c6 HSSV vi
pham);




Hoic dé nghi stra chira hu hong (néu

cd)
14- Bao cao tinh hinh quan ly HSSV Ban
noi tra theo dinh ky hoac dot xuat QLKTX

15- Téng hop va béo céo tong két cong | P.CTHSSV
tac cua phong

16- Luu trit hd so Ban
QLKTX

Cac viin ban lién quan (cap trwong va cap quan 1y):

- Quyét dinh...... v/v ban hanh Nbi quy KTX cua trudng
CDKTKT T6 Hi¢u Hung Yén

- Quyét dinh.... v/v ban hanh Noi quy phong ¢ KTX cua
truong CDKTKT T6 Hi¢u Hung Yén

- Théng tu sb: 17/2017/TT-BLDTBXH ngay 30/6/2017
cua B6 LDTBXH ban hanh quy ché cdng tac HS, SV
trong trudng trung cap, truong cao dang.

- QP s6 272 /QD-CPKTKTTH ngay 30/5/2018 cua Truong
CD KT-KT T6 Hiéu Hung Yén ban hanh Quy ché to chirc

va hoat dong cua Truong CD KT-KT T Hiéu Hung Yén




CAC BIEU MAU/HUONG DAN KEM THEO

TT Tén biéu mau/Ho so Ky hiéu
1 | Ké hoach tiép nhan HSSV néi tr( nam hoc BM23.01
2 | Pon xin vao ¢ KTX BM23.02
3 | Bién ban ban giao phong 6 KTX BM23.03
4 | Hop dong ¢ trong khu noi trd BM23.04
5 | Bién ban xu ly vi pham néi quy phong ¢ KTX BM23.05
6 | Bién ban boi thuong tai san KTX BM23.06
7 | Bon xin ra khoi KTX BM23.07
8 | Noi quy phong & KTX BM23.08




BM23.01

_UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP KT-KT TO HIEU HY Pic 1ap - Tw do - Hanh phc
S6: ..../.KH-CDTH Hung Yén, ngay ... thang .... nam .....
KE HOACH

Tiép nhan hec sinh, sinh vién ndi trd nam hoec 20... - 20...

Kinh giri: - Trwéng cac don vi
- Bi thw Poan Thanh nién, Chu tich Hdi Sinh vién trwong

Thuc hién ké hoach nam hoc nam hoc 20...-20..., tir ngay 01 thang 9 nim 20...,
Nha trudng bat dau don tiép cac ddi twong hoc sinh, sinh vién (goi tit 1a HSSV) vao ¢
ndi trd nam hoc 20...-20... Dé viéc bd tri & duoc tién hanh theo dung ké hoach, nhanh
gon, dung ché d6 chinh séach, tao moi diéu kién cho nguoi ¢, Nha trudng yéu cau thu
truong cac don vi lién quan thyc hién t6t cac cong viée sau:
1. Ban Quan ly KTX
La don vi dau mdi, chiu trach nhiém don déc, phdi hop cac don vi lién quan chuan bi
co s& vat chat, to churc t6t cong tac tiép nhan, bé tri & cho HSSV theo quy dinh va thuc
hién cac ndi dung sau:
- Théng bao dén cac don vi, toan thé HSSV biét vé quy dinh bé tri &, kinh phi ¢ noi tr
niam hoc 20...-20.... In va cung cip cho HSSV c6 nhu cau cac loai van ban nhu: quy
trinh tiép nhan HSSV vao ¢ néi tri, mau don xin & ndi trd, hop dong thué phong &, ly
lich sinh vién & noi trd, bién ban giao nhan tai san...
- Phéi hop céc don vi lién quan khao sat, dé xuat mua sim bd sung, stra chita C4c co sO
vat chat, tai san, thiét bi phuc vu HSSV néi tri theo quy dinh.
- Tiép nhan cAc tai san bo sung thém dua vao st dung KTX.
- Ban hanh Quy dinh vé cong tdc HSSV néi trii cta Trudng.
- Lén so d6 bb tri &; cat cir can bo phu trach bé tri & tai cac KTX, can b truc, can bd
lam hop dong va thu tién & theo quy dinh cua nha trudng (lwu Y wu tién b tri cho
HSSV dién chinh sach, HSSV c6 hoan canh kho khan...).
- Lén phuong an bao vé tuyét d6i an toan vé ngudi va tai san cho HSSV ndi tra.
- Ctr cén bo tham gia tap huin cdng tac PCCC, PCCN va cong tic HSSV dau nam hoc
theo ké hoach cua nha trudng.
- T6 chtrc hop quén triét Quy dinh vé cong tac HSSV néi trd ciia Trudng, Noi quy ndi
trd va cac quy dinh khac lién quan cong tac ANTT, vé sinh, mdi truong, cong tac
phong chéy chira chay, cong tac tu quan... dén toan thé sinh vién noi trd ngay tir dau
nam hoc.
- B40o c40 két qua bd tri ¢ va nop tién ¢ cia HSSV vé trudng theo quy dinh hién hanh.
2. Phong Cong tac hoc sinh, sinh vién (CTHSSV)
- Tuyén truyén cho cac doi twong HSSV nhap hoc ndm 20...-20... biét va dang ky &
ndi trd thong qua viéc gui gidy bao tring tuyén va to chirc don tiép HSSV nhép hoc.
- La dau mbi t6 chue tp hudn cong tic HSSV dau nam hoc cho can bd phu trach cong
tac HSSV & cac don vi theo ké hoach ctia nha truong.
3. Phong Té chire - Hanh chinh - Quan tri
- Khao s&t, mua sam Va sira chira co so vat chit, thiét bi theo ké hoach dugc duyét dam
bao hoan thanh cac hang muc dung tién do.
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- Trang bi thiét bi, tai san dong bo cho KTX.

- Pam bao dién, nude sinh hoat, vé sinh mdi trudng va an toan chay nd tai khu vuc
ndi tra.

- Cung cap bién lai, chung tir thu tién; hudng dan tha tuc cho Trung tdm Noi trd thu
tién &, tién dién, tién nudce sinh hoat ctia HSSV & néi tri theo quy dinh.

- Cép kinh phi cho céc hoat dong c6 lién quan dén cong tdc mua sim, sira chira khu
vue KTX theo ké hoach dugc duyét va cac kinh phi don tiép, bd tri 6.

4. Poan trwong, Hi Sinh vién truwong:

- Phéi hop t6 chirc tuyén truyén vé viée bd tri ¢ tai KTX trong doan vién, sinh vién.

- Kién toan Boi Thanh nién xung kich phuc vu cac céng tac cua nha truong va cong
tac sinh vién ty quan tai KTX. Chuyén quyét dinh, danh sach sinh vién thudc doi
Thanh nién xung kich dé Trung tdm Noi trd bé tri & hop 1y va giao nhiém vu cu thé
ngay tir dau nam hoc.

5. T6 Béo vé:

Trién khai c4c phwong an bao vé, bao dam an toan trong khu vuc néi tra.

6. Trung tam Tuyén sinh va Hop tac doanh nghiép:

- Phéi hop tuyén truyén vé viée bo tri ¢ tai KTX dén HSSV ¢6 nhu cau & noi tri,

- Ctr can bo phdi hop Trung tdm Noi tri 1am tét céng tac quan Iy HSSV néi tra.

Y&u cau Trudng cac don vi trién khai thuc hién cac nodi dung trén dam bao dang
tién do theo ké hoach nam hoc.

Noi nhgn: HIEU TRUONG
- Ban Giam hiéu (dé b/c)
- Céc don vi (d€ t/hién);
- Niém yét, Cong TT HSSV
- Luu VT, CTHSSV, TCHCQT
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TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM

BOL KTX .o Poc 1ap — Tw do — Hanh phac
PON XIN VAO O KTX
(Danh cho sinh vién khong bt budc)

Kinh gui: Ban Quan Iy KTX ..o,
TeNem I ..o, SINhNQAY: ..o, MaSV: ........
Hién dang hoc 16p: ....cccvvevnrenen. Khoa .................. Khoa/ VIéNn: .....ccoeevvieiiiiieceie
SO CMTND: ..o CAP NQAY: ..o CAp tai CIA: oo,
HO KNAU thUONG U7 ..ottt n e

Cac giy to kém theo gom: 01 ban sao CMTND + 01 ban sao Thé sinh vién.
HG 5O urtr ti8N KM thEO (NEU COY ...ttt
Em lam don nay Kinh d& nghi Ban quan Iy KTX xem xét cho em duoc vao & noi tri.
Em xin hua:

1. Chép hanh nghiém Quy ché Cong tac sinh vién ni tra.
Khong té chite dun ndu dudi moi hinh thic.
Pong tién ndi trd, tién dién, tién nudc dung thoi han.
Khéng dwa nguoi la vao phong ¢, khong tang trix, bun ban phao né.
Giit gin vé sinh chung, c6 y thirc bao vé tai san ciia cdng, néu lam mat, lam hong
thi phai boi thuong.

Luu v: Néu khdng chap hanh nhiing quy dinh trén, Ban quan ly KTX sé tir choi
khéng cho Sinh vién ¢ KTX va khéng tra lai phi KTX da nop.

Hung Yén, ngay........thang...... ... nam 20

ARl A

NGUOI VIET PON

Y KIEN BQL KTX ( Ky, ghi rd ho tén)
Chap Nhan:.........ccocoevieiiniinnl,
Ngay bat dau & KTX: Tir ngay......./......./20.......d&én
ngay:...... [eeei... /20............

Khi hét thoi gian & KTX, sinh vién c6 nhu cau & tiép, dén
Phong............. lam lai thu tuc
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TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM

BOLKTX oo, Poc 1ap - Tw do - Hanh phic

vevveeenes, NEay  thang  nam 20...

BIEN BAN BAN GIAO PHONG O KTX

Hém nay, vao hoi........gio........ngay........ thang ....ndm 201... tai Ban Quan ly KTX
............................... , chiing t6i gom:
BEN A: BAN QUAN LY KTX cevvuveevennnne.
Pai dign1a0ng (Ba)......oovviiiiiiiieiee Chirc vy : Can bo BQL KTX.......
BEN B: HSSV
Paidiénla Sinh vién...........ooooiiiii i, Ma
SV, LGP,
Bén A ban giao va bén B nhan: Phong ¢
6...eweeeeecnen.. . TANg ... Nha..........

Tai sdn ban giao gom co:

y , Tinh trang sir dung Ghi chu
STT | Tén thiet bi [Pon vi tinh| So lwgng

Hoat dong Ty l¢ %

Néu bén B 1am mat phai bdi thuong cho bén A 100% gia tri. Néu 1am hong thi ddnh
gia chat lugng dé théng nhat ty 1¢ % boi hoan.
Bién ban két thic vao hoi......gio.......... ngay............ thang........nam 20..
Bién ban nay lgp thanh 02 ban cd gia tri ngang nhau mai bén giiz 01 bdn dé thuec hién
ké tir ngay ky./.
BENA BENB

( Ky, ghi r6 ho tén ) ( Ky, ghiro ho tén )
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UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP KT-KT TO HIEU HY Pic 1ap - Tw do - Hanh phc
S6:..../Hb-CPTH Hung Yén, ngay ... thang .... nam .....

HQP PONG O TRONG KHU NQI TRU
Chung toi:
Mgt bén la:
C)ng: .................................................................................
La Truong Ban quan ly KTX, Trudng Cao dang Kinh té - Ky thuat Té Hiéu Hung Yén
Mgt bén la:

Hocsinh ..o nam, nir. Dantoc: ...
La hocsinh (SiINh VIiEn) 16p ......coooviiiiii kKhod ........oooviiiii
HO KNAU thuomg tri: ... e

Thuoc khu ndi trd ciia Truong Cao dang Kinh té - Ky thuat T6 Hiéu Hung Yén

Vi mac phindi trahang thang 1a: ...,

Hai bén cam két:

* \Vé phia Ban quan ly KTX: giao phong va trang bi tién nghi cho Anh, Chi
............................................ dung ngay hop dong c6 hiéu lyc (co6 bién ban ban

- Thyc hién ding nhiém vy cua Truéng Ban quan ly KTX quy dinh tai Diéu 16 Quy dinh
cbng tac HSSV nai tru.

* \/¢é phia hoc sinh, sinh vién:

- Dugc mién phi Str dung moi thang:

Néu sir dung qua muic s& phai tra tién theo gia thi truong hién hanh,

- Cac khoan phi phai tra:

+Tiéndién: ....o.oevven..,

+ Tién nudc: ....oooevveenn....

- Phai tra ngay phong ¢ va roi khoi KTX cham nhat 1a vao ngay hop dong hét hiéu luc
- Thyuc hién ding Quy dinh c6ng tdc HSSV ndi tru va noi quy KTX.

* Higu lyc cua Hop dong dwong nhién bi cham dizt khi:
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- Thoi han ghi trong hop dong da két thuc;
- HSSV ndi tra bi x6a tén, théi hoc, ky luat buoc thoi hoc.
- HSSV néi tra da tt nghiép
- HSSV khong dugc phép o trong KTX theo két luan (sic khoé, bénh 1y) ciia co quan y té
cap Huyén tro Ién.
- HSSV vi pham Quy dinh c6ng tdc HSSV noi tri va Noi quy KTX dén muac khdng duoc
phép & trong KTX.
- HSSV d& nghi cham dut hop dong trudc thoi han
- Ky tlic xa bi pha d& theo quyét dinh ciia co quan c6 tham quyen.
Hop dong nay duoc 1ap thanh 02 ban cé gi4 tri nhu nhau, mdi bén giit mot ban.
Hop dong c6 gia tri thuc hién Ké tor NOAY .....ocoooevviiieneiinnns dén ngay

HOQC SINH - SINH VIEN NOI TRU TRUONG BAN QUAN LY KTX
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CONG HOA XA HQI CHU NGHIA VIET NAM
DPoc lap - Tw do - Hanh phiic

BIEN BAN XU LY VI PHAM NOI QUY O KTX

Hom nay, vao laic  h phut ngay  thang nam 20.... Tai KTX Trudong
Cao dang Kinh té - Ky thuat T6 Hi¢éu Hung Yén, chung t61 gom co:

1- ONQ, BA: .o, CRUC VU ettt
2-0NQ, BA: oo CRTC VU et
3-0ONQ, BA: oo CRTC VU oottt
P RERSEPR
Dm ottt e e e e e e e e e e e e e i aEe—————reeeeeeeeaeeaaaaaaaEe—erterrtetaaeaaeeaaaaaaarrrrrrrrrraaaas
Tién hanh 1ap bién ban VE VIBC tvveteteeete e eeeeeeeeeee et et et et et e et e e ee et e aeee eeereneeens
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Bién ban nay duogc 1ap thanh ........ ban, déu c6 gia tri nhu nhau.

Nhirng ngudi tham gia 1ap bién bin dong ky tén.
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TRUONG CP KT-KT TOHIEUHY  CONG HOA XA HQI CHU NGHIA VIET NAM

BOLKTX oo Poc lap — Tw do — Hanh phuc
BIEN BAN
V& viéc boi thwong tai san KTX
Hom nay, vao lac........ gio....... ngay...... thang.....nam 20.....tal ..........cceeeeee.
............................... thugc Khu KTX Sinh vién Truong CD KT-KT T6 Hiéu Hung Yén,

thanh phan gém co:

Pai dién Ban quan Iy KTX gom:

1. ONG (BA) oo CREZC VU o
p O 1o N (=1 ) ChEEC VU o
3.0NG (BA): vt ChEEC VU o

Pai dién Phong.................Nha...........L6P.................Khoa..................gdm c0:

1. SINMVIEN: oo, MASV .o,
2. SINNVIEN: ..o MASV .o,
3. SINNVIEN: ..o MASV .o,
4. SINNVIEN: oo MASV .o,
5. SINNVIEN: oo, MEASV ..o,
6. SINNVIEN: ..o, MEASV ..o,
7. SINNVIEN: oo, MEASV ..o,
8. SINNVIEN: ..o, MEASV ..o,

Noi dung bién ban:
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Bién ban két thiic vao liic ... ...... ngay......thang... ... nam 20...... duwoc lap thanh 02 ban
lueu tai ban quan ly Olban.,

PAl DIEN CAN BO PAI DIEN BAN NGUOI LAP BIEN BAN

NHOM/ PHONG QUAN LY KTX (Ky, ghi 16 ho tén)

(Ky, ghi rd ho tén) (Ky, ghi rd ho tén)
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TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM
BOL KTX. oo, Poc lap — Tw do — Hanh phuc

DON XIN RA KHOI KTX

Kinh giri: BQL KTX...oooviviieveieceeieiee,

Ho VA ten SINN VIEN: ...ocovveiiiiee e TMASV: e,
NhOm - Lop:...covecneneee, s Khoa:...eeeeeeeee :

KNO&: ... i

Hién dang ¢ tai phong: .............. Nha ............... P KT X e,

LY dO XiN ra KNOT KT X ..t nne e anes

Hung Yén, ngay.......thang.......nam 20....

Phan danh cho BQL KTX Ngudi viét don

Sinh vién co tén trén da ra khoi KTX: ........ tir ngay (kKy, ghi rd ho tén)

(Ky, ghi r6 ho tén)
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TRUCNG CP KT-KT TOHIEU HY ~ CONG HOA XA HQI CHU NGHIA VIET NAM
BAN QUAN LY KTX Poc 1ap - Tw do - Hanh phic

Noi quy phong ¢ KTX

1- SV phai & dung phong ctiia minh dugc bd tri, khong dua ngudi ngoai
vao ¢ qua dém.

2- Phong ¢ phai sach s€, gon gang, ngén nap, cac loai tu trang c4 nhan
dé dang noi qui dinh, sap xép hop 1y, dep mat, thudn tién khi sir dung.

3- Khong viét, v&, bdi ban, dong dinh, dan cac tranh anh, cuc hit 1én
vach tuong nha.

4- Tai san trang bi trong phong phai tu bao quan, néu hu hong mat mat
do ngudi dung gay ra thi phai chiu bdi hoan theo gia hién tai. (luu ¥
hé thdng wc, hé thdng thoat nudc bi tic do nguoi sir dung. Trung tAm
goi tho ngoai vao xur Iy va SV trong phong dé phai thanh toan moi chi

phi).

5- Khong duoc st dung bép dién, bép ga, ndéi com dién trong phong & va
trong khu vuc KTX, thuc hién nép séng van minh, lanh manh, khong
giy on ao, mat trat tu, khong tu tap, gy gd, danh nhau, khong ubng
ruou, bia, khong choi co bac duoi bat ky hinh thtrc nao.

6- Khong duoc tiép khach trong phong & tir thir 2 dén thtr 6 (cho phép
tiép khach tai phong & khi duoc sy dong ¥ ciia bao vé va khong lam
anh huong dén nguoi khac vao thir 7 va cht nhat hang tuan, thoi gian
khéng qua 21h30").

7- Khong duoc ty v thay d6i vi tri givong ¢, khong treo rém, man trong
phong &, khong hat nudce, virt rac ra san.

8- Thuc hién don v¢ sinh hang ngay trong phong ¢, va tap két rac ding
noi qui dinh. Can bd quan ly Trung tam s€ theo doi va cham diém thi
dua cd nhan, tung phong &, phé chuan danh gia vao s6 hoc tap vao
cuodi ky hoc.

9- Néu HSSV (hoidc phong &) nao vi pham céc diéu trén, Trung tim s&
xu ly theo Qui ché cong tac HSSV cua Truong.

LS




