SC) LAO DONG - TBXH DAK LAK CONG HOA XA HOI CHfj NGHIA VIET NAM
TRUONG TRUNG CAP PAK LAK Dboc 1ap - Tu do - Hanh phuc

Sb: 344/Qb -TCPL Pk Lak, ngay 25 thang 7 ndm 2023

QUYET PINH
Ban hanh danh muc ho so nam 2023 cia Truwong trung cap Pak Lak

HIEU TRUONG TRUONG TRUNG CAP PAK LAK

Can cw Ludt Luu trit ngay 11/11/2011;

Can cir Nghi dinh s 01/2013/ND-CP ngay 03/013/2013 ciia Chinh phii vé
cong tac van thu,

Can cir Nghi dinh sé 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phii vé cong
tac van thu;

Can cir Thong tu 0 10/2022/TT-BNV ngay 19/12/2012 cua B9 Noi vu Quy
dinh vé tho‘:i han bdao quan ho so, tai lieu hinh thanh pho bién trong hoat dong cua
co quan, to chuc,

Theo dé nghi ciia Truwdng phong To chire, hanh chinh - Ké todn.

QUYET PINH:

Picu 1. Ban hanh danh muc hé so nam 2023 ctia Truong Trung cap Pak Lik
(danh muc ho so kém theo)

Diéu 2. Quyét dinh ndy c6 hiéu lyc tir ngay ky va thay thé Quyét dinh s6 26/Qb-
TCDL ngay 03/02/2023 ctia Truong Trung cap Ban hanh danh muc ho so ndm 2023
cua Truong trung cap Dak Lak.

’Tru’é“ng cac don vi thuoc Truong cé trach nhi€ém t6 churc trién khai, thuc hién
sap x€p ho so cong viéc va nop vao luu trir co quan theo ding Danh myc ban hanh
kém theo Quyét dinh nay.

Piéu 3. Phong T6 chirc, hanh chinh - Ké toan, cac don vi phong, khoa, trung
tam thugc Truong cé trach nhiém thi hanh Quyét dinh nay./.

Noi nhdn:
- S& LDTBXH (B/c4o0);

- Nhu Diéu 3;
- Luu: VT, TCHCKT.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Paoc lap - Tw do - Hanh phuc

S0, k}y hi¢u Tén dé muc va Tiéu dé hd so T}l ol hz;m Don vi/Nguoi 13p ho Ghicha
ho so j bao quan SO
@ — — ® 10 @ G
I PHONG TO CHUC, HANH CHINH - KE
TOAN
1. Hanh chinh, T6 chirc, Tong hop
Hb s0 xdy dung, ban hanh ké hoach, bao
01/TCHC |cdo tong hgp, chuyén dé nam, nam hoc, Vinh vién| Lé Ng. Phuong Khué
nhi€u nam
02/TCHC Ke,hoach, bdo cao cong tac hang thang, 5 ndm Phong> T6 ch}Ic, ’hanh
quy. ‘ ] chinh - Ké toan
03/TCHC |Chién lugc, B¢ an phat trién nha truong. | Vinh vién| L& Ng. Phuong Khué
04/TCHC |Bién ban cac cudc hop giao ban 5nam | L& Ng. Phuong Khué
05/TCHC Ef‘o cao thong ke tong hop, thong ke chuyende| .\ ix 1 & Ng. Phurong Khue
ang nam
HO so xay dung, ban hanh Quy ché 6 chiic | 20 nam
06/TCHC |va hoat dong clia co quan, to chirc; Quy Lé Ng. Phuong Khué
ché lam Vlec
07/TCHC H(z SO V’G hién chi ti€u bién ché cong churc, |Vinh vién Lé Ng. Phuong Khué
vién churc
08/TCHC |Ho so thuc hién dan chu co sé 20 nam | L& Ng. Phuong Khué
09/TCHC |Béo céo thong ké vé can bd, vién chirc, NLD | 20 nim | Lé Ng. Phuong Khué
10/TCHC |Ho so vé quy hoach can b, vién chiic 10 nam | Lé Ng. Phuong Khué
11/TcHc |H0osovebonhiem,bonhiemlaicando,cong | 4 | 6 Ng. Phuong Khué
chirc, vién chirc
Hb S0 vé viéc tiép nhén, di@j:u dong, thuyén
chuyén, luan chuyén, chuyén doi vi tri viéc - . A
12/TCHC lam, biét phai, ky luat cén bé, vién chirc, 20 nam | L& Ng. Phuong Khué
nguoi lao dong
Ho so vé viée cho thdi viéc, chuyén cong tac
13/TCHC |cua can bg, cong churc, Vién chirc, nguoi lao | 20 nam | Lé Ng. Phuong Khué
dong
14/TcHC |0 so nang ngach, bac, chuyén ngachcta | 4 2| 15 Ng Phirong Khué
can bd, vién chirc
15/TCHC Ho6 so g0c cAan bd, cong chirc, vién chure, 70 nim Trdn Thi Thio
nguoi lao dong
16/TcHC | HO 50 ve tuyén dung; thi nang ngach, thang| . 1 1 8 N Phurong Khué

hang, chuyén ngach hang ndm; thi tuyén
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chuc danh lanh dao quan ly cua vién chirc

Ho so hoat dong ctia Ban Vi su tién bo phu

17/TCHC it 10 nam Pham Thi Oanh
18/TCHC Ho S0 quan 1y, ctr can bo, vién chuc di dao 10 nam | Lé Ng. Phuong Khué
tao, boi dudng
19/TCHC |HO0 so thuc hién van hoa cong so 10 nam | Lé Ng. Phuong Khué
20/TCHC | 110 s0 vé cong tac an ninh quoc phong, dan |y 21y s Ng Phuong Khué
quén tu vé '
21/TCHC |HO0 so vé phong chong chay, no, thién tai...| 10 nam | Truong Quang Thai
29/ TCHC gl?l ior ve cong tac bao vé tru sé co quan, to 05nim | Truong Quang Théi
25/TCHC H9 0, tai liéu vé tmg dung cong ngh¢ 20 nam | Lé Ng. Phuong Khué
thong tin
H@), so xdy dung, ban hanh quy dinh, quy N
26/TCHC |ché, hudng dan cdng tac hanh chinh, van thu, | Vinh vién CreA
N o, Pham Thi Hién
luu trit, bao vé€ bi mat nha nudc cia co quan
27/TCHC [HO so thuc hién cai cach hanh chinh 20 nam | Lé Ng. Phuong Khué
28/TCHC II;I; mso ve lap, ban hanh Danh muc ho so hang 05 nam Pham Thi Hién
Tap luu, s6 dang ky van ban di ciia co quan [Vinh vién Pham Thi Hién
29/TCHC |- Van ban quy pham phép luat Vinh vién| Pham Thi Hién
-Van ban khac 50 nam Pham Thi Hién
30/TCHC [Ho so vé quan 1y va sir dung con dau 20 nim Pham Thi Hién
K¢ hoach, bao c4do cong tac van thu, luu trir 5 .
-Nim, nhiéu ndm Vinh vién| ~ Pham Thi Hién
-Quy, thang , 10 nam ‘
31/TCHC |S6 dang ky van ban dén 20 nam Pham Thi Hién
2. Tai chinh, Ké toan, CSVC
OUTCKT HO; S0 theo d91 thuc hién thang, bang luong, 20 nim Trin Duy Tué
ché dg phu cap
Ho so xép luong, chuyén xép lai hé s6
02/TCKT |luong, nang luong, nang phu cap tham nién | 20 nam | Lé Ng. Phuong Khué
cua can bg, cong chirc, vién chuc
Ho so kiém tra, thanh tra, kiém toan tai
chinh tai co quan va cac don vi truc thude
03/TCKT Dinh ky theo quy dinh 10 nam Tran Duy Tué
- Vu viéc nghiém trong Vinh vién Tran Duy Tué
Ho so vé xay dung dé an, dy an, chuong trinh
muc tiéu
04/TCKT - Duogc phé duy¢t Vinh vién Tran Duy Tu¢
- Khong dugc phé duyét 10 nam Tran Duy Tué
05/TCKT [Hd so cong trinh sira chita nhé 10 ngm | 1"Uong Quang Thii,
Tran Duy Tué
Béo c4o kiém ké, danh gia lai tai san ¢ _ ..
06/TCKT dinh (khong phai nha, dat) 20 nam | Truong Quang Thai
HO so dau thau mua sam thuong xuyén tai 20 1 Truong Quang Thai,
san, vat tu, thiét bj fam Trin Duy Tué
07/TCKT |- Tai liéu moi thiu, dau thau va phé duyét _
) 20 nam

két qua ddu thau, ho so dy thau trang thau
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- Hb so mua sam tryc tiép vat tu, trang thiét - Truong Quang Thai,
e en 10 ndm A A
bi }am vige Tran Duy Tué
08/TCKT g;’oioévtfaﬁ‘;;gt Sf dung, bao tri, bao 10 nam | Truong Quang Thai
09/TCKT |So6 cap phat do dung, van phong pham 05 nam | Truong Quang Thai
3. Cong tac thi dua, khen thuwéng
OL/TDKT Ho so hoat dng cia Hoi dong thi dua khen 20 nam | Lé Ng. Phuong Khué
thuong
02/TDKT H6 so to ctn'lc thLl:C hiAén cac phong trao thi 20 nim Lé Ng. Phuong Khué
dua do truong phat dong
03/TPKT [H6 so khen thuéng hoc sinh 20 nam | Lé Ng. Phuong Khué
Ho so khen thudng cac danh hiéu thi dua, Lé Ng. Phuong Khué
danh hiéu vinh du nha nudc, hinh thire khen
thuong cho tap thé, ca nhan
- C4c hinh thirc khen thudng ctua Chua tich | Vinh vién| Lé Ng. Phuong Khué
nudc va Thu tudng Chinh phu
04/TPDKT |- Cac hinh thirc khen thuéng ctia BO truong, | 20 nam | Lé Ng. Phuong Khué
Thu trudng co quan ngang Bo, co quan thudc
Chinh pha, Cha tich UBND cp tinh va twong
duong
- Céc hinh thuc khen thudng cua nguoi 10 nam | L& Ng. Phuong Khué
dirg dau co quan, t6 chirc
4. Cong tac phap ché
01/PC Hv(‘”) S0 hoi nghi cong te:lc phfip ché, phd bién | 20 nim Trin Minh Thién
van ban quy pham phap luat
02/PC H6 so Vé, Viécv gép v xay dung van ban do col 10 ndm Pham Thi Hién
quan khac chu tri
T CONG TAC PHONG DPAO TAO - HSSV
1. T6 chirc, quan ly dao tao
01/DT  [HO so dang ki hoat dong GDNN Vinh vién| Nguyén Khac Kim
02/DT ;{ﬁ%ﬁiﬁﬁ; fgzﬁt ban hanh sira 401, b6 |y imn | Nguy@n Khie Kim
Ho so bién soan, lya chon, thim dinh, ban
03/DT  |hanh gido trinh, tai li¢u giang day truong | Vinh vién| Nguyén Khic Kim
trung cap Pak Lak.
Quy dinh, Huéng dan thyc hién nhiém vu
04/PT  |chuyén mén nim hoc; Vin ban quy dinh vé& |Vinh vién| Nguyén Khic Kim
quan ly chuyén mon....
05/DT HO so )iét tuyén va Quyét dinh trang tuyén Vinh vién| Ding Nhu Thanh
trung cap.
06/PT  |Quyét dinh thanh 1ap cac 16p trung cap. Vinh vién Bui Quoc Viét
Bang diém tong hop két qua hoc tap theo
07/DT  |hoc ky, nam hoc, khoa hoc céc 16p trung Vinh vién| Pham Thi Binh Minh
cap.
08/DT  [SO cap phat vin bang, chimg chi Vinh vién| Pham Thi Binh Minh
oopT  [R&hoach dao tao khoa hoc, nam hoe, hoe 154 vizn | pham Thi Binh Minh
ky cac 16p trung cap
10/DT  |HO6 so lién két ddo tao Vinh vién| Nguyén Khic Kim
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11/DT

Bao cdo tong két nam hoc, khod hoc va ban
luu cac bao céo lién quan ve dao tao gui co
quan quan 1y nha nudce c6 tham quyén.

Vinh vién

Nguyén Khic Kim

12/DT

S6 Lén 16p cac 16p trung cép

5 nam

Pham Thi Binh Minh

13/DT

Thoi khoa bi€u va phan cong GV giang day

1 nam

Bui Thi Mai

14/DT

Ho so giang day cua giao vién (Gido an-de
cuong, K€ hoach giang day,.....)

10 nam

Céc khoa chuy&n mon

15/DT

Thong ké dinh muce gio day nam hoc

5 nam

Bui Thi Mai

16/DT

Bdao cao tong hop két qua kiém tra ho so
chuyén mon giao vién ndm hoc

Vinh vién

Nguyén Khic Kim

17/DT

K¢ hoach, Quyét dinh, thong bao tuyén sinh

Vinh vién

béang Nhu Thanh

2. Quan ly Hoc sinh sinh vién

18/DT

Ho so khen thuong, ky luat HSSV

Vinh vién

Bii Qudc Viét

19/DT

Ho so xét, phé duyét cac ché do chinh sach
cho hoc sinh trung cap

Vinh vién

Bui Qudc Viét

20/bT

Ho so cong nhan két qua rén luyén hoc ky,
nam hoc, SO cap bang tot nghi€p cho nguoi
hoc.

Vinh vién

Bui Quéc Viét

3. Khio thi, PAm bio chat lugng

21/PT

Ho so cong nhan két qua t6t nghiép d6i voi
dao tao theo nién ché gom: Quyét dinh
thanh 1ap hoi dong thi tot nghiép; danh sach
nguoi hoc du thi va két qua thi, ban in két
qua thi d6i véi hinh thirc thi tryc tuyén hoic
thi bang phan mém chuyén biét trén may
tinh, phiéu ndp bai thi c6 chit ky cta nguoi
hoc. Ho so cong nhan két qua tot nghiép ddi
vG1 dao tao theo tich lily mo-dun hodc tin
chi goém: Quyét dinh thanh lap hoi dong xét
t6t nghiép, bién ban hop xét t6t nghiép, bang
diém tong két toan khoa hoc

Vinh vién

Nguyén Dinh Quan

22/PT

Ho so t6 chire thi két thuc mon hoc, mo-dun
e6m: Lich thi; danh sach nguoi dy thi va két
qua tirng mon thi; phiéu ndp bai thi ¢ chir
ky cua ngudi hoc va can bd coi thi; ban ghi
am, ghi hinh budi thi di v6i hinh thie thi
truc tuyén;

10 nam

Nguyén Dinh Quan

23/PT

Ho so thi tot nghiép (HO so vé cong tac to
chirc cham phuc khao cac bai thi két thic
mon hoc, mO-dun, thi tot nghiép (néu co);)

5 nam

Nguyén Dinh Quan

24/DT

Dé cuong huéng dan 6n thi t6t nghiép; cac
bién ban vé lya chon d¢é thi, ban giao dé thi,
ban giao bai thi tot nghiép; dé thi da sir
dung, bai thi, phiéu chdm thi t6t nghiép
(trong dao tao theo nién ché);

1 nam

Nguyén Dinh Quén

25/PT

Ho6 so Pam bao chat lwgng

1 nam

Nguyén Dinh Quan

26/DT

HO so tu danh gia chat lugng nam hoc

1 nam

Nguyén Dinh Quan
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27/DT

HO so tu danh gid chat lugng chuong trinh
dao tao

1 nam

Nguyén Pinh Quan

4. Nghién ctru khoa hoc, cong nghé

01/KH

Ho so vé vi¢e xay dung quy ché hoat dong khoa
hoc va cong ngh¢ ctia co quan

20 nam

Hoi dong khoa hoc

02/KH

Ho so hoi nghi, hoi thao khoa hoc do co quan
to chirc

Vinh vién

Hoi dff)ng khoa hoc

03/KH

Ho so hoat dong cuia Ho1 déng khoahoc, Hoi déng
sang kién

20 nam

Hoi déng khoa hoc

04/KH

Ho so thuc hién chuong trinh, du an, dé tai
khoa hoc va cong nghé

'Vinh vién

Hoi déng khoa hoc

- Cap nha nudc

Vinh vién

Hoi dong khoa hoc

- Cép bd, nganh

20 nam

- Cap co so

10 nam

05/KH

Ho so xay dyung, ban hanh cac dinh mirc kinh té -
ky thuat, tiéu chuan, quy chuan ky thuéat

Vinh vién

TP Dao tao, Trudng
khoa

CONG TAC TRUNG TAM THUC
HANH VA DICH VU

1. Dao tao lai xe

01/DTLX

Danh sach hoc vién;Danh sach thi sinh du sat
hach; Bién ban kiém tra ho so thi sinh; Quyét
dinh to chire ky sat hach l4i 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 tring tuyén duoc cip gidy phép lai xe;

5 nam

Db Anh Tuin

02/ DTLX

Bai sat hach Iy thuyét, bién ban sat hach thuc
hanh lai xe trong hinh cta tirng ky sat hach
c6 day du chit ky ctia nguoi du sat hach va
sat hach vién;

5 nam

Db Anh Tuin

03/ BDTLX

Bién ban sat hach thuc hanh lai xe trén duong
cta timg ky sat hach, gdm: chir ky ctia ngudi
du sat hach tai phiéu in két qua trén 6 t6 saf
hach va bién ban sat hach thuc hanh lai xe
trén duong c6 chir ky cua sat hach vién

5 nam

Db Anh Tuin

04/ BPTLX

Quyét dinh cong nhan trang tuyén ky sat
hach; Danh sach thi sinh tring tuyén dugc
cap gidy phép lai xe

Vinh vién

Db Anh Tuin

2. Lién két dao tao

05/LKDT

Ho so xac dinh chi tiéu tuyén sinh hang nam
(cong van cho phép ciia UBND tinh lién két)

Vinh vién

Nguyén Viét Tién

06/LKDT

Quyét dinh trung tuyén, danh sach trdng
tuyen; Quyéet dinh tot nghi¢p, danh sach tot
nghiép.

Vinh vién

Nguyén Viét Tién

v

CONG TAC TRUNG TAM NGOAI

NGU - TIN HQC
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Ho S0 Danh sach thi sinh du thi, bang diém,
OL/NNTH |quy€t dinh phé duyét két qua thi, danh sach | Vinh vién| Ding Nhu Thanh
thi sinh duoc cap ching chi.
02/NNTH [S6 cap phét chitng chi luu trit Vinh vién| Huynh Thi Lé LAm
03/NNTH [Di liéu camera phong thi luu tri : ngarfg% Trung tam NNTH
HO so thi: Dé thi, dép 4n, bai thi cua thi
sinh; cac bién ban cua Hoi dong thi, bién )
ban xtr 1y trong khi thi, cac quyet dinh thanh| it nhat 02 A
O4/NNTH 1ap Hoi dong thi; bao cao tong két dot thi nam Trung tam NNTH
kém theo cac biéu thong ké s6 liéu cua Hoi
dong thi; hd so phiic khao (néu c6) luu trix
V CONG TAC KHOA CHUYEN MON
o1/kcm [0S0 xay dung, tham dinh, banhanh |y izl Truong khoa
chuong trinh dao tao trung cap cac nganh
Ho so bién soan, tham dinh, phé duyét gido
02/KCM [trinh sir dung dé 1am tai liéu giang day cadc |Vinh vién Truong khoa
nganh
03/KCM K‘e hoac? phan cong cong chuyén moén theo 5 ndm Truéng khoa
ky cho ting nganh
04/KCM 1I;I; so ki€ém tra chuyén mon gido vién theo 5 nim Truéng khoa
05/KCM |Luu hd so chuyén mén gido vién Sgnam sau Trudng khoa
tot nghiép
06/KCM |S6 ghi chép hoi hop khoa 5 nam Trudong khoa
A , SR s n \ , 10 nam
07/KCM Ho so luu bang diém tirng mon/ nganh cua sau 15t Truéng khoa
gv trong khoa "
nghi¢p
08/KCM Ho SO ll?n két, hoi thao véi doanh nghiép 10 nim Truéng khoa
tung nganh
09/KCM  [H10 80 d& xuat phét trién chuong trinh, d& |, . ) Truéng khoa
cuong chi ti€t dao tao theo tung nganh
10 ndm
10/KCM |Dan bai dé thi, ngan hang d¢ thi sau tot Trudng khoa
nghiép

Danh muc hé so nay c6 98 ho so, bao gdom:
39 ho so bao quan Vinh vién;
59 ho so bao quan c6 thoi han.
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