UBND TiNH BAC GIANG
SO GIAO DUC VA PAO TAO

THU TUC
THANH LAP, CHO PHEP THANH LAP
TRUNG TAM NGOAI NGU, TIN HOC

B&c Giang, thang 5 nam 2019



NOI DUNG THU TUC HANH CHIiNH

1. Trinh tu thwe hién

a) To chtrc, ca nhan giri truc tiép hodc qua buu dién 01 bo ho so dén nguoi
c6 tham quyén thanh 14p trung tdm ngoai ngit, tin hoc;

b) Trong thoi han 10 ngay 1am viéc, ké tir ngay nhan du ho so hop 18, co
quan c¢6 thdm quyén thanh 1dp trung tdm ngoai ngit, tin hoc c6 trach nhi€ém tham
dinh, kiém tra theo quy dinh;

¢) Trong thoi han 05 ngay lam viéc, ngudi c¢6 tham quyén quyét dinh thanh
1ap, cho phép thanh lap trung tdm ngoai ngt, tin hQF néu du diéu kién; néu chua
quyét dinh thanh 14p thi ¢6 van ban thong bao cho t6 chirc, cd nhan néu 6 ly do.

Tham quyén thanh 14p, cho phép thanh 14p trung tAm ngoai ngit, tin hoc:

- Giam ddc dai hoc, hoc vién, hiéu truong treong dai hoc, trudng cao déng
su pham quyét dinh thanh 18p trung tdm ngoai ngftr, tin hoc trong khuon vién nha
truong;

- Giam dbc S& Gigo duc va Dao tao quyét dinh thanh 14p cac trung tam
ngoai ngit, tin hoc truc thudc; cho phép thanh 1ap céac trung tam ngoai ngfr, tin hoc
thudc dai hoc, hoc vién, truong dai hoc, truong cao dang su pham nam ngoai
khuon vién cua trrdng va cac trung tam qgoai ngtr, tin hoc cua té chirc xa hdi, to
chirc xa héi - nghé nghiép, t6 chirc kinh té duge phap luat cho phép thanh 13p cac
trung tdm dao tao truc thude.

2. Céch thirc thye hién: Truc tiép hodc qua buu dién.

3. Thanh phz}in, ) lwgng hé so

a) Thanh phin hé so:

- T& trinh dé nghi thanh 13p trung tdm ngoai ngit, tin hoc;

- Bé an thanh 14p trung tém ngoa,i ngir, tin hoc gdm cac ndi dung: Tén trung
tam, dia diém dat trung tam, sy can thiét va co s¢ phap ly cua viéc thanh 13p trung
tam; muyc tiéu, nhiém vu cua trung t,élm;qchu'orng trinh giang day, quy mo dao tao;
co sO vat chat cua trung tdm; co cau to chirc cua trung tam, so yéu ly lich cua
nguoi du kién lam Gidm doc trung tam,;

- Dy thao noi quy to chirc hoat dong cia trung tdm ngoai ngr, tin hoc.

b) 86 lwong hé so: 01 (bo).

4. Thoi han giai quyét: 15 ngay lam viéc.

5. P6i twong thwe hién thi tuc hanh chinh: T6 chirc, c4 nhan.

6. Co quan thuc hién thu tuc hanh chinh: S& Gi4o duc va Dao tao.



7. Két qua thye hién thi tuc hanh chinh: Quyét dinh thanh 14p hodc cho
phép thanh 13p trung tdm ngoai ngit, tin hoc cia giam doc S& Gido duc va Pao
tao.

8. Lé phi (néu c6): Khéng.

9. Tén méiu don, miu to khai (néu c6): Khong.

10. Yéu ciu, diéu kién thuwc hién thi tuc hanh chinh (néu c¢6): Khong.

11. Can ctr phap ly caa thu tuc hanh chinh

Nghi dinh s6 46/2017/ND-CP ngay 21/4/2017 cta Chinh phit quy dinh vé
diéu kién dau tu va hoat dong trong linh vuc gido duc;

Nghi dinh s6 135/2018/ND-CP ngay 04/10/2018 caa Chinh phu stra doi
mot sO diéu cua Nghi dinh 46/2017/ND-CP ngay 21/4/2017 cua Chinh phu quy
dinh vé diéu kién dau tu va hoat dong trong linh vurc gido duc.



DEMO HO So

CTY cO PHAN HOP TAC CONG HOA XA HOI CHU NGHITA VIET NAM
GIAO DUC Poc 1ap - Tw do - Hanh phac

B3c Giang, ngay @ thang EMnam 2019

TO TRINH XIN THANH LAP
Trung tam Ngoai ngtr M
Kinh giri: S& Gido duc va Pao tao tinh Bac Giang.
TOi tén: : Sinh nam:
Chtrc vy: Giam déc
Pia chi co quan : - B4c Giang.
Dién thoai: 0204.WEEEEA
Can ct nghi dinh s6 46/2017/ND-CP cua tha tuéng chinh pha vé viéc diéu kién
dau tw va hoat dong trong Iinh virc giao duc\ nghi dinh s6 135/2018/ND-CP ngay 04/10/2018 clia Chinh phi;
Toi dai dién Cty co phan hop tac giao duc xin thanh 1ap Trung tdm
Ngoai nglr " |v ¢ i nhitng ndi dung nhu sau:
- Tén co s& dao tao: Trwng tdm Ngoai ng ¥ *""H
- Tén giao dich:~""I Language Center

Dia chi::

Pién thoai:

Mo6n day: tiéng Anh

- Giam d6c Trung tam : Ong (ba) Nguyén 1
Cty c6 phan hop tac gido duc xin cam két va chiu trach nhiém hoan toan
Vvé s trung thuc va chinh xac clia cac n6i dung trong HO so thanh 1ap Trung tdm va nghiém

chinh chap hanh cac quy dinh cla nganh Gido duc - Bao tao va phap luat clia Nha nuéc.

Nguébi trinh
(Ky tén, déng dau)



DEMO HO So

DE AN HOAT BONG
TRUNG TAM NGOAI NGU I

DIA CHI: S6 57,
Bac Giang.

BACGIANG®2019



CONG TY cO PHAN HOP TAC CONG HOA XA HOI CHU NGHTA VIET NAM
GIAO DUC Poc Lap - Tw Do - Hanh Phuac

BAc Giang, ngay 11 thang mnam 2019

DE AN TO CHUC VA HOATBONG

TRUNG TAM NGOAI NGU 1

Kinh gtri: S& GIAO DUC VA PAO TAO TINH BAC GIANG

Tén trung tam: TRUNG TAM NGOAING U ~ ~H

Tén giao dich nwéc ngoai: LANGUAGE CENTER

Vidiat:

Tru s& chinh:

Co s& dao tao: B4c Giang
Pién thoai:0

Emai: n ~—IB>gmaiLrnm

1/ S CAN THIET THANH LAP TRUNG TAM

7. C6 SO phéap ly:

- Nghi dinh sb 46/2017/NB-CP ngay 21/4/2017 cta Chinh pha quy dinh vé diéu kién
dau tv va hoat dong trong linh virc giao duc;

- Nghi dinh s6 135/2018/ND-CP ngay 04/10/2018 clia Chinh pht slra doi mot s6 diéu
clia Nghi dinh 46/2017/ND-CP ngay 21/4/2017 ctia Chinh pha quy dinh vé diéu kién
dau tw va hoat déng trong linh vurc giao duc;

- Can cr Thong tu s6 21/2018/TT-BGDDT ngay 24 thang 8 nam 2018 cla Bo trudng
BO Giao duc va Pao tao ban hanh Quy ché to chirc va hoat dong cula trung tdm ngoai
ngtr, tin hoc;

2- Can cr vao nhu cau thi truvdng

| , Tinh B&c Giang la mét huyén véi dan cv déng duc, tap trung

rat nhiéu trwodng Mam non, Ti€u hoc, Trung hoc va THPT .



Ngoai ra, trén d]a ban da hinh thanh rat nhiéu t6 hop chung cu méi xay duhg thu huat cac ho
dan khap noi sinh sdng. Vi tri trung tam nam & trung tam . fa trung
tam kinh t& cla ca Huyén, c6 diéu kién kinh té& phat hrién, la vi tri thuan tién dé tham gia hoc

tap tai trung tam.
3. Can c kha nang ctra don vi

coéng ty Coéng ty cd phan hop tac gidao duc Nhat Duong dugc S& k& hoach Pau tw Tinh Bac
Giang cdp phép hoat dong tr ngay ™ m ™~ N Inam 2018. Trong cac hang muc nganh nghé

kinh doanh ctia cong ty, linh virc gido duc la nganh nghé chinh ctia céng ty.
Von diéu lé cong ty aBHHHHHD VND

11/ PHUONG HUONG HOAT BONG.
1. Chtlrc nang, nhiém vu.

Trung tdm ngoai ngir cO vai tro, nhiém vu, chirc nang sau:
Trung tam tap trung vao 2 doéi twgng hoc tap chinh:
1.1 Pao tao tiéng Anh co bén cho tré em tir 5-18 tudi.

Muc dich chinh ctia chwong trinh ia cung cép cho tré mot chuvong trinh dao tao Anh ngi* phong
phu ca vé hinh thirc 1an ndi dung, nhadm phat huy t6i da kha ning hoc ngoai ngit clia tré cling

nhw phat trién nhiéu Ki ndng khac théng qua ngén ngi thiv hai.

- Hoc qua trai nghiém: Bang cau chuyén, tinh huéng thuc té, cac thi nghiém, hoat dong
thé chat, trd choi va cac bai hat, dd ngoai, dic biét la cac GIAO cu TRwC QUAN SINH
DONG c6 thé nhin, s&, ndm, cdm nhan dwoc, tré sé ty tin hon va hirng tha voi viéc hoc. Cac
hoat ddng tim hiéu nghé thuat, v&, am nhac... giup tré phat trién can bang N&o trai/n&o

phai, tir d6 tré dvoc phat trién toan dién.

- Phat trién nhan cach: Mbi cha dé I6n sé chwa dwung mdt ndi dung xa hodi nhw tam quan
trong cua viéc chao héi nguoi khac, hay lam thé nao dé giup d& ban bé, hay cac bai hoc vé
long tw trong, tinh yéu thwong. Tré sé dwoc thao luan twong tac nhiéu, dugc khuyén khich
bay td quan diém vé cac sw vat, sw viéc. Tlr d6, hinh thanh va cing ¢é nhan cach cho tré,

mot khia canh quan trong khéng kém viéc hoc ngoai ngir.



- Phat trién tv duy: Xen ké& vao cac chu dé la cac hoat ddéng tv duy logic, thuyét trinh,
phan bién, khuyén khich cac con tw tim hi€u, khdm pha, thir thach chinh minh va luén biét
ty dat cau héi dé tim cau tra 1oi. T dé, chd ddéng trong viéc hoc, hinh thanh buwéc dem co

ban, vithg chéai cho con duong hoc hanh sau nay cda tré.

Tat ca sé duoc truyén tai qua tiérig Anh mot cach tw nhién nhéat, khong chi gitp tré hoc, tw duy
ma con tao thdéi quen t6t cho tré trong cudc séng hang ngay cling nhw tao phan xa cho tré khi
giao tiép bang tiéng Anh v&i nguwdi nwdc ngoai. Mot mdi trvdrng hoc tap sbi ndi gibng nhuw ching
dang choi mot tro choi 1én vay.

2. T6 chirc b6 may

2.1. Can b6 quan ly

a. Giam doc: 01 nguoi

- Quan ly, diéu hanh moi hoat dong cua trung tdm theo ké hoach da dwoc gidm doéc cong ty
phé duyét.

- Lap k€& hoach, t6 chirc thic hién, giam sat, danh gia két qua thuwc hién cac nhiém vu cla trung
tam

- Quan ly, diéu phéi gido vién, can bd, cong nhan vién cla trung tam nham thuc hién ké hoach
hoat dong clia trung tam.

- Tiép nhan, quan ly va quyét dinh hinh thirc ky luat dai véi hoc vién.
- Quan ly co s& vat chat va tai san cua trung tam

- bugc theo hoc cac I6p chuyén moén, nghiép vu nang cao trinh do va duoc hudng cac ché doé
theo quy dinh.

b. Phé gidm ddc: 01 nguoi

- Giup gidm doéc trung tam quan ly va diéu hanh cac hoat dong cuta trung tam. Truc tiép phu
trach mot sb linh vire cong tac theo sy phan cong clla giam déc va gidi quyét cong viéc do giam
déc giao.

2.2. Giao vién, nhan vién.
a. BO phan giado vu: 02 nguoi

- Thuc hién cong tac té chirc I16p hoc, lap ké hoach lam viéc va phan céng giang day cu thé cho
tuhg lép hoc.

- Thwc hién cong tac quan ly hoc sinh: théng tin ca nhan, trinh do6 dau vao, ka qua hoc tap...

- H6 tro ban chuy@&n mon lap k& hoach dao tao cho tirng I6p hoc



- Quan ly th v vién, giao cu, giao trinh.

- Lap k& hoach va thuwc hién cac hoat ddng ngoai khéa clia trung tam
- Lap k& hoach va thuwc hién tuyén sinh.

b. B0 phan tai vu: 01 nguoi

- Quan ly va str dung ngudn tai chinh theo quy dinh ctia phap luat

c. B6 phan ky thuat + Bao vé: 01 nguoi

- Bao tri, nang cap cac thiét bi phuc vu tét cho cong tac hoc tap. Két hop voi viéc trong xe,
kiém soat an ninh, an toan trung tam.

d. Gi&o vién.
ngay sinh: 17/04/1
Qué quan: Bac Giang

Trinh d6 chuyén moén: Toét nghiép loai Gidi, nganh sv pham Tiéng Anh,

Bang céap, chirng chi: chirng chi Tiéng Anh C1
-m m M n , ngaysinh: 23/9/
Qué quan: - B4c Giang

Trinh dd chuyén mon: Tét nghiép loai Kh4, nganh Ngbn nglr Tiéng Anh,

Bang cép, chuhg chi: ching chi Tieng Anh B2, Chung chi Tin hoc, Ching chi Nghiép Vu su
Pham.

3. CoOng tac tuyén sinh
3.1 B6i tweng tuyén sinh

Bao gom tét ca tré em trong do tudi tlr 5-18 tudi cho chwong trinh tiéng Anh tré em, va tat ca
sinh vién, nguwoi c6 do tubi trén 18 tudi cho chwong trinh ti€ng Anh nguwoi I6n, luyén thi chirng
chi TOEIC, TEITS, TOEFL qudc té.

3.2 Chi béu tuyén sinh

- Nam 2019: 100 nguai.
- Nam 2020: 300 nguoi.
- Nam 2021: 500 nguoi.

3.3. Thoi gian tuyén sinh.



- Sau khi duoc S& gido duc va Bao tao Béc Giang cdp phép hoat dong, trung tam sé tién hanh
tuyén hoc sinh dang tuyén bao gém:

+ Hoc sinh ¢6 ho khau hoédc b6 (me) cé ho khau thuong tra tai dia ban Hiép Hoa.

+ Hoc sinh tai dinh cuw do giai phéng mat bang, hoc sinh c6 bé (me) da hoan thanh tha tuc
nhap khau, co6 gidy hen ctia céng an.

+ Hoc sinh ¢c6 bd hodac me cd noi dang ky tam tra trén dia ban.

+ Sinh vién, nguoi I6n cé ho khau, hodc tam trd trén Oa ban.

*Trung tam tuyén sinh cac ngay trong tuan theo gid hanh chinh (TUr th hai téi th& sau)
3.3. Quy dinh vé& hd so tuyén sinh

- Pon xin hoc

- Ban sao gidy khai sinh

- Hb6 kh&u photo (mang theo ban chinh dé ddi chiéu) hoéc gidy tam trr clla céng an phuwong.
3.4. Phan céng nhiém vu:

- Giam doéc trung tam lap k& hoach tuyén sinh trinh Ién giam déc cong ty phé duyét

- Ban tuy@n sinh: c6 (tach nhiém huwéng dan cac thanh vién thwc hién tuyén sinh dang déi
twong, thoi gian, hd so va sé lugng tuyén sinh.

- Phan cbéng truc tuyén sinh theo gio hanh chinh, tao diéu kién thuan lgi cho nguoi hoc trong
viéc nhap ho so tuyén sinh.

4. Veéto chic l6p hoe

- Hoc vién hoc tap tai co s& dao tao cla trung tam duoc t6 chic theo Iép hoc. Mbi 16p hoc
khéng qua 15 nguoi, c6é gido vién chd nhiém, I6p trwéng, hodi trwdng hdi cha me hoc sinh
(CMHS) dé tw quan va lién hé vai trung tam.

- Trung tdm phan céng giam sat thwong xuyén kiém tra viéc hoc tap va giang day ctia hoc vién
va giao vién.

- Xay dwng ké hoach dao tao cho tutig 16p.
- Lap biéu theo dbi qua trinh tién bd cla tirng hoc vién.
- Xay dwng hé thdng bai kiém tra, phiéu danh gia két qua hoc tap.

- T6ng két, danh gia theo thang va theo quy, duh ra phuwong huwéng dao tao trong giai doan
ti€p theo



- Gitr lién lac véi phu huynh thuwong xuyén thong bao két qua hoc tap va cac van dé nay sinh
trong qua trinh hoc tap tai trung tam.

5. Cos@vatchatva phuéng tién giang day

a. Co s& vat chat

- Pia diém déo tao:

- Dién tich st dung: 500 m2

- Khu hoc tap: 6 phong méi phong tir 30m2 - 100m2.

- Khu hanh chinh: 01 phong tuyén sinh (20m2), 01 phong cho hoc vién, gido vién, giam déc
(60 m2).

- Khu vé sinh: 03 phong vé sinh
- Mdi phong hoc déu co clra s8, diéu hoa khdng khi, hé théng chiéu sang tiéu chuén.

Coéng ty da chu trong dau tv vé co s& vat chdt nham dap Grig tét nhat nhu cau hoc tap cla hoc
vién, phuc vu cac hoat déng clia trung tam nham thuc hién muc tiéu va chét lvong dao tao cla
trung tam.

b. Trang thiét bi.

Xac dinh muc tiéu dao tao, céng ty da dau tv nhirig trang thi€t bi hu ich va can thiét cho
cbng tac dao tao tai trung tam.

Trang bi phong hoc

- M&i phong hoc duoc trang bl 01 Uvi 32-40 inch man hinh phang hodc may chiéu, 01 diéu hoa
khéng khi, 01 loa am thanh, 02-04 quat treo twéng, 01 bang tréng.

- Méi gido vién day hoc déu duQrc trang bi 01 laptDp.

- Toan bd trung tdm c6 hé théng internet cap quang va wifi.

- Ban ghé pha hop véi Ira tudi.

Thiét bi day hoc

- May chiéu va man chiéu 100 inch, ho&c tivi man hinh phdng 32-40 inch.
- Hé théng giao tinh tiéng Anh tré em clla trwvdng Dai Hoc Oxford gom:

+ B0 giao trinh Rngerprints 1 bao gém: teacheris book, student”™s book, vvorkbook, Aashcards,
dass CD, MutilROM, testing and evaluation book.

+ B0 giao trinh $how and tell 1, show and tell 2, show and tell 3, Pamily and triends 5, Pamily
and triends 6 bao gom: teacheris book, studenTs book, vvorkbook, Aashcards, dass CD,
MutilROM, testing and evaluation book.



+ Hé thong tai liéu bd tro clla Dai hoc Oxiord gébm: B6 alphabet book, grammar triends book 1,
grammar friends book 2, grammar triends book 3 (Gém CD, file mém va sach).

- Hé thdng giao trinh tiéng Anh ngudi I6n

+ Cua tac gia Collin gbm: Get ready for IELTS 1, Get ready for IELTS 2 két hop véi tai liéu téng
hop bién soan clla phong dao tao trung tam.

+ BO tai liéu tham khao cia Pai hoc Oxtord va Cambridge gobm: Grammar in use, English
collocation, IELTS preaparation, IELTS practice English 1-10, 600 New Vocabulary for TOEIC,
TOEFL..

Ngoai ra, trung tdm con chuén bi rat nhiéu dé choi, gido cu tric quan theo tirng budi hoc dé
phuc vu cac hoat dong nhw: déng kich, vé tranh, t6 mau, hat, nhay...

V@i s dao tw cac trang thié€t bi day hoc cé chiéu sau nhw vay, hoc vién sé cé dwgc mdi trwdng
hoc tdp mang tinh twong tac cao, c6 thé tiép xdc voi tiEéng Anh moi Iic moi noi va qua nhiéu
hinh thirc khac nhau, tir dé phat trién kha nang st dung tiéng Anh ctia hoc vién.

6. Chuong trinh giang day.

STT Tac gia - bon vi
No6i dung Giao trinh xuat ban
1 5 tudi Rngerprints 1 Macmillan
2 6-8 tudi Showv and tell 1 Oxford
3 9-11 tudi Show and tell 2 Oxiord
4 12-14 tubi Show and tell 3 Oxford

5 15-16 tuGi Family and triends 5 Oxiord



TT

1

2

17-18 tubi

Family and triends 6

Trong dé, chuwong trinh hoc 4p dung cho tiithg tiét hoc va Ira tui nhu sau:

Lira tudi

5 tudi

6-8 tudi

Giao trinh

Rngerprints 1

Show and tell
1

Tiét hoc

10

11-14

14-17

18

19-22

23-26

27

28-31

32-35

36

37-41

42 - 45

46

47-48

2-10

11-20

21-30

31-40

41-42

43-53

NOi dung

Introduction

Unit 1: school

Unit 2: my family
Revtsion and test

Unit 3: Art dass

Unit 4: iruit bowi
Revision and test

Unit 5: my home

Unit 6: pets

Revision and test

Unit 7: my body

Unit 8: talent show
Revision and test

Unit 9: my garden

Unit 10: the big carrot
Revision and test
Revision and course test
Introduction

Hello. Do you want to play?
unit 1: Who's Tn your family?
Unit 2: What's this?

Unit 3;: How many eyes?
Review 1l+test

Unit 4: What do you ride?

Oxtord



9-11 tudi

Show and tell
2

54-63

64-73

74-75

76-85

86-95

96-105

106-107

1

2-10

11-20

21-30

31-40

41-42

43-53

54-63

64-73

74-75

76-85

86-95

96-105

106-107

1

2-10

11-20

21-30

31-40

41-42

Unit 5: What can you find outside?
Unit 6: What”s in the toy box?

Reviewv 2+test

Unit 7: What pets do you like?

Unit 8: What can you do?

Unit 9: What snacks do you like?
Review 3 + final test

Introduction

Hello. What can you say?

Unit 1: How do we make pictures?
Unit 2: What can you do in the park?
Unit 3: Who makes you happy?

Test and review 1

Unit 4: What happens when its windy?
Unit 5: What's your house?

Unit 6: what happens in the garden?
Test and review 2

Unit 7: What do farm animats do?

Unit 8: what do you wear when ius hot?
Unit 9: what do our senses tell us?
Test and review 3

Introduction

Hello. Can you remember?

Unit 1: What's your school like?

Unit 2: What do you like to eat?

Unit 3: What happens on your birthday?

Revision and test 1



4

5

12-14 tubi

15-16 tudi

Show and teli
3

Pamily and
iriends 5

43-53

54-63

64-73

74-75

76-85

86-95

96-105

106-107

18-23

24

25-30

31-36

37-42

43

44-49

50-55

56-61

62

63-68

69-74

75-80

81

82-83

Unit 4: What*s in your neighborhood?
Unit 5: How do you have fun?

Unit 6: Which animals live in the wild?
Revision and test 2

Unit 7: What jobs do people do?

Unit 8: How do we make music?

Unit 9: When do we change our dothes?

Revision and final test 3

Introducdon

starter: Do something different!
Unit 1: You can build it!

Unit 2: lus show timel!

Unit 3: The best party ever!
Revision and test 1

Unit 4: Our planet!

Unit 5: Reuse and recyde

Unit 6: Crazy about wildiife!
Revision and test 2

Unit 7: Call an ambulance!

Unit 8: Leus eat healthy!

uUnit 9: The big match!

Revision and test 3

Unit 10: Ancient buildings

Unit 11: A massage for the tuture
Unit 12: Be a part of history!
Revision and test 4

Rnal test



6

24
25-30
17-18 tudi Family and 31-36
friends6 37-42
43
44-49
50-55
56-61
62
63-68
69-74
75-80
81

82-83

Introduction

starter; Back together!

unit 1: Art project!

Unit 2: Sport adventure!

Unit 3: lus iesdval time!
Revision and test 1

Unit 4: Transport of the future!
Unit 5: The greatest invention!
Unit 6: You are won a Computer
Revision and test 2

Unit 7: Explorers for the day
Unit 8: Its a mystery!

Unit 9: Survival!

Revision and test 3

Unit 10: Around the world!
Unit 11: space travel!

Unit 12: Holiday

Revision and test 3

Finaf Test

Du kién s6 hoc vién t6i da 1 ca hoc: 15/16p hoc, 75 hoc sinh/5 16p.



7. Tai chinh

Ngubn tai chinh dwoc hinh thanh tr ngudn dau tw clia coéng ty dé tién hanh dau tv hoat déng
trung tam, viéc str dung nguon tai chinh vao cac muc dich sau:

Pon vi: béong VN.

T . . ) s6 BON . .
wET KECHI TIET CAC KHOAN CHI ) THANH TIEN

T LUONG  GIA

1 Trang bi co s& vat chat, d6 dung, phwong tién, hoc 190.000.000

liéu, cdng cu dung cu, thiét bi day hoc.

2 Van phong phadm, mua tai liéu, gido trinh, in an 30.000.000
hoan chinh
3 L3p dat Entemet va tham gia goi cwéc ban dau 2.000.000
4  Thué nha 33.000.000
5 Nudéc, dién, dién thoai 4.000.000
6 Duw phong 49.000.000
Téng cong: 300.000.000

- Trong do, Cu thé chi tiét vé khoan chi dau tv ban dau nhuv sau:

+ Trang bi co s& vat chat, dé dung, phuong tién, hoc liéu, (ng cu dung cu, thiét bi day hoc
goém: Mua may tinh, ti vi, diéu hoa, dién thoai ban, déen chiéu sang, quat dién, ban ghé cho
giao vién, ban ghé cho hoc sinh ngd) hoc, bang day hoc, ghé ngd) phong nghi, thi€t bi phong
chay chira chay, trang bi catalog va céac trang tri trung tam.

+ Van phong phdm, mua tai liéu, gido trinh, in &n hoan chinh: Trung tdm dau tw mua cac giao
trinh day hoc, in dn va chuén bi tranh anh tai liéu phuc vu viéc day va hoc, mua cac van phong
pham (an thiét nhw gidy, bat viét bang, bat chi, bat bi, bang con cho hoc sinh, phén viét, lau
bang...

+ L3p dat internet va tham gia géi cwéc ban dau: Trung tam I13p dat internet theo goi cwdc cla
cac nha mang, thanh toan philap dat va thia bi dé 1ap dat

+ Thué nha: Trung tdm cé hop déng thué nha (kém theo) dé cé dia diém hoat dong véi mirc
phitra hang thang la 17.5 triéu dong/1 thang.



+ Nuéc, dién, dién thoai: Cong ty c6 may dién thoai di déng phuc vu hoat dong clla trong tam,
déng thoi tra tién cwdt thang, tra hén dién, nuwéc.

+ Dw phong: Do chua c6é ngudn thu nén trong tam duw phong dé phong céac trvong hop chi dot
XUudt.

- Dy toan Mcrc thu phiva thdi gian thu phi
Trung tam du kién mc thu phi moét lan hoac theo tuhg thang
+ L&p 5 tubi: 300.000 - 400.000/thang
+ Lép 6 - 15 tudi: 300.000 - 400.000/thang
+ Lép 16 -18 tudi: 400.000 - 500.000/thang
+ L&p tir 18 tubi tré 1én: 400.000 - 500.000/thang

Viéc thu hoc phi cé sy théng nhat gilia cong ty va trung tdm, cé quan tam dén cac doi tuong la
con nha nghéo va gia dinh chinh sach.

Theo d6, ngudn thu cua trong tam duoc tinh hang thang nhu sau:

+ SO hoc sinh/ 1 thang; 120 em.

+ Duv toan thu/ thang: 60.000.000 déng.

Nhw vay, tong thu hang thang ctia trang tam la: 60.000.000 déng.
- Phan b6 ngudn thu:

Viéc phan bé ngudn thu dwoc thuc hién ngay theo méc thoi gian va lugng tién da quy dinh
trén. Cach phan bé ngudn thu dwoc thé hién cu thé theo hang thang nhu sau:

STT  NQudn phan bs bon gia Thanh tién
n an cn
guonp © (triéu vnd)
1 Tién lwong giao vién, nhan vién 20.000
2 Thué nha 11.000

3 Dl_'m.g cui thiét bi day hoc, van phong pham, 4.000
tai liéu giao trinh day hoc

4 Pién, nudc, internet, dién thoai 3.000
5 Hoat déng gido duc ngoai khoéa 2.000
6 Khé&u hao cbdng cu, dung cu 2.000
7 Du phong 5.000

Téng cdng: 47.000



Can cr vao dv toan thu va chi trén, cong ty cam két du kinh phi hoat déng trong vong 3 nam
dau va tién hanh mé rong hon nita hoat ddéng dé viéc kinh doanh c6 hiéu qua

111./ BDE NGHI VA CAM KET.
1. Bé nghi:

Kinh mong s& gidao duc va dao tao tinh Bic Giang - Phong gido duc thuong xuyén tinh Béc
Giang, xem xét, phé duyét ho so xin cdp phép thanh Iap trung tam ngoai ngt

2. Cam két:

Trung tdm xin cam két thyc hién ding noi quy va quy dinh cldia phap luat, nghiém chinh chap
hanh cac quy dinh clia nghanh Gido duc va Pao tao, cac quy dinh ctia nha Nuéc va phap luat

Néu c6 vi pham, Uung tdm xIn chiu trach nhiém hoan toan truéc phap luat.
Xéac nhan ctia cong ty c6 phan Dai dién theo phap luat clia trung tam

GIAM BOC TRUNG TAM



DEMO HO So

CTY CO PHAN HOP TAC CONG HOA XA HOI CHU NGHIA VIET NAM
GlIAopuc JHH. ms1 | Poc lap - Tu do —Hanh phc

Bac Giang, ngay JI thang (mnam 2019

Dy THAO QUY CHE HOAT BONG
chia Trung tam Ngoai nglr
Sau khi nghién ctu thong tw s6 21/2018/TT-BGDDT ngay 24 thang 8 nam 2018 cla Bd
Gido duc va Dao tao vé viéc Ban hanh Quy ché to chirc va hoat dong ctia Trung tdm Ngoai
ngtr - Tin hoc.
Chubng |
QUY BINH CHUNG
Diéu 1. Pham vi diéu chinh va déi tuong ap dung
1. Quy ché nay quy dinh vé t6 chlc va hoat dong cta Trung tdm ngoai ngt
(sau day goi tit 1a Trung tam) bao gdbm: hoat dong; t6 chirc va nhan sw; gido vién;
hoc vién; tai chinh va tai san cta Trung tam; thanh tra, kiém tra, khen thwdng va xt
ly vi pham.
2. Quy ché nay dwgc ap dung d6i véi Trung tam ngoai ngl va té chirc, ca
nhan tham gia hoat dong & Trung tam;
Diéu 2. Vi tri ctia Trung tam trong hé thdng gido duc qudc dan
Trung tdm ngoai ngl la co s& giao duc thudng xuyén cla hé thong gido duc
qudc dan. Trung tdm c6 tu cach phap nhan, c6 con dau, cé tai khoan riéng.
Diéu 3. Nhiém vu va quyén han cta Trung tam.
1. T6 chirc thuc hién hoat dong dao tao Chuong trinh tiéng Anh tré em la trong tam.
2. Xay dung va to chtrc thuc hién quy hoach, ké hoach phat trién Trung tam phu hop
V@i quy hoach, ké hoach phat trién gido duc cla dia phwong va co so.
3. Xay dung co s@ vat chat, ky thuat dap (rng cac yéu cau hoat dong ctia Trung tam.
4. Piéu tra nhu cau hoc tap ngoai ngl trén dia ban, nghién clu, tdng két, rat kinh
nghiém vé t6 chirc va hoat dong cla Trung tdm nhdm nang cao chit lvong dao tao,

boi dudng ngoai ngi.



7. Quan ly tai chinh, tai san cla Trung tdm theo quy dinh cla phap luét.

8. Thuc hién cac nhiém vu khac theo quy dinh cua phap luat.

Diéu 4. Loai hinh Trung tam

Trung tdm ngoai nglt --------- do Cong ty c6 phan hop tac gido duc : [
dau tv xay dwng co s& vat chdt va bao dam kinh phi hoat dong bang v6n ngoai ngan
sach nha nuoc.

Diéu 5. Tén cla Trung tam.

1 Viéc dat tén cua trung tdm theo quy dinh nhu sau: Trung tdm ngoai ngl® + Tén
riéng (Trung tam ngoai ngi ).

2. Ten cua Trung tam dwoc ghi thong nhat trén quyét dinh thanh lap trung tdm con
dau, bién hiéu va céac gidy to giao dich cla trung tam.

Diéu 6. Quan ly Trung tam.

Trung tdm ngoai nglr thudc s quan ly Cong ty c6 phan hop tac gido duc

'va clia S& Giao duc va Bao tao Bic Giang theo quy dinh ciia phap luat.

Chuong Il

HOAT BONG CUA TRUNG TAM
Piéu 7. Diéu kién dé dao tao, boi dwdng
1. Trinh d6 chuyén mén va trinh dé sv pham cua giao vién, ky thuat vién, gidng day
ly thuyét, thwc hanh theo quy dinh tai Biéu 15 cla Quy ché nay. s6 lvgng gido vién
phai dam bao ti le trung binh khéng qua 15 hoc vién/] gido vién/ca hoc
2. C6 da phong hoc, phong chirc nang phu hop, dap (*ng yéu cau cla chwong trinh
dao tao; Phong hoc du &nh sang, c6 dién tich t6i thiéu dam bao 1,5m2/hoc vién/ca
hoc.
3. Co giao trinh, tai liéu, thiét bi phuc vu giang day, hoc tap theo yéu cau cuta chuong
trinh dao tao.
4. Co khu vuc cho can bd, gido vién va hoc vién nghi giai lao, nghi gitra gi¢

5. Broc co quan c6 thdam quyén cho phép.



DPiéu 8. Chuong trinh gidng day, hinh thirc hoc tap

1. Gidm do6c Trung tdm va cac phong chuyén mon xay dwng chwong trinh gidng day
cho phu hop véi diéu kién cta nguoi hoc va sy phat trién cla dia phwong, khong trai
v@i cac quy dinh clia B6 Gido duc va Bao tao.

2. Cac chuwong trinh boi dwdng, nang cao trinh dd chuyén mdn, nghiép vu va céac
chuwong trinh nang cao kién thirc khac phai thwdng xuyén cap nhat, gi¢i thiéu cong
nghé méi cho cac ddi tvong c6 nhu cau hoc tap, nang cao kién thirc theo quy dinh
hién hanh.

3. Céc hinh thtc hoc tap bao gbm: hoc tap trung theo gi®, tw hoc c6 hwéng dan hoic
két hop gilra cac hinh thirc hoc tap khéac.

4. Can clr vao cac chuong trinh gidng day va hinh thitc hoc tap, giam déc Trung tam
xay dung ké hoach hoc tap toan khod, thoi gian biéu cu thé cho tirng 16p hoc va cong
b6 cong khai cho hoc vién tredc khi khai giang.

Dbiéu 9. Giao trinh va tai liéu giang day, hoc tap

Trung tdm st dung giao trinh... va cac tai liéu giang day, hoc
tap theo quy dinh ctua B& Giao duc va Dao tao, hodc cac tai liéu khac khdng trai voi

cac quy dinh cta phéap luat.

Diéu 10. Tuyén sinh va td chirc 16p hoc
1. Tat cd cong dan Viét Nam va céng dan nwéc ngoai sinh séng hop phap tai Viét
Nam c6 da diéu kién va nguyén vong tham gia mot trong nhirng khoé hoc cla trung

tdm déu duwoc nhan vao hoc.

2. Hoc vién hoc tap tai Trung tam dwoc t6 chitc theo 16p hoc. Mdi 16p hoc c6 khdng
qua 15 nguoi hoc, co 16p tredng va 16p phé do tap thé hoc vién bau ra. Moi I6p déu
c6 giao vién cha nhiém.

Piéu 11. T6 chirc kiém tra, danh gia

1. Sau khi hoan thanh chuong trinh ctia mdi khoa hoc, trung tam t6 chic kiém tra,

danh gia két qua va thwc hién chuyén chwong trinh hoc pht hop cho hoc vién.



2. Viéc td chirc kiém tra, cdp chirng chi clia Trung tam (néu c6) dwoc thuc hién theo
quy dinh cua B6 Giao duc va Bao tao.
Chuong 111

TO CHUC VA NHAN Sy
Piéu 12. Co cau t6 chirc ctia Trung tam
Co cau to chirc clia Trung tdm ngoai ngl gom:
1 Giam doéc Trung tam
2. Cac phong chuyén mon, nghiép vu:
- Phong Giéo vién
- Phong Hanh chinh
- Phong tuyén sinh
DPiéu 13. Nhiém vu, quyén han cua Giam déc Trung tam
1. Lap ké hoach, t6 chirc thic hién, giam sat, danh gia két qua thwc hién cac nhiém vu
cla Trung tam.
2. B6 nhiém trwvdng cac phong chuyén mon, nghiép vu.
3. Quan ly gido vién, can bd, cbng nhan vién clta Trung tdm theo quy dinh cta phap
luat.
4. Tiép nhan, quan ly va quyét dinh hinh thirc ky luat ddi véi hoc vién.
5. Quan ly co s& vat chat va tai san clia Trung tdm; quan ly tai chinh; quyét dinh thu
chi va phan phoi cac thanh qua hoat dong cua Trung tam theo quy dinh
6. Cap chirng chi xac nhan két qua hoc tap cla hoc vién (néu cd) theo tham quyén do
B06 Giao duc va Bao tao quy dinh.
7. Puoc theo hoc cac 16p chuyén médn, nghiép vu nang cao trinh doé va dwgc huéng
cac ché do theo quy dinh.
Diéu 14. Chtrc nang, nhiém vu cac phong chuyén mon, nghiép vu
1. Phong Giéao vién: phu trach Iinh vuc chuyén mén dao tao tiéng Anh
2. Phong Hanh chinh: phu trach céng tdc hang chinh va nhan s

3. Phong Tuyén sinh: phu trach cong tac tuyén sinh va cham séc hoc vién



Chudng IV
GIAO VIEN CUA TRUNG TAM

Piéu 15. Vi triva chuan trinh doé dao tao cla gido vién

1. Gi4o vién cta Trung tdm la ngudi lam nhiém vu giang day, hwéng dan thuc hanh,
gdm giao vién co hiru, gido vién hgp dong, thinh giang.

2. Gi4o vién co hitu ctia Trung tdm phai c6 bang cao dang sw pham tiéng Anh trd 1&n
hodc c6 béng cao dang, dai hoc chuyén nganh tiéng Anh phu hop véi chuong trinh
dugc phan cong giang day va ching chi boéi dwdng nghiép vu su pham. Giao vién

thinh giang thuc hién theo quy dinh cia Bé Giao duc va Pao tao.

Diéu 16. Nhiém vu cula giao vién
1. Giang day theo ding muc tiéu, ndi dung, chwong trinh gido duc, ké hoach day hoc;
soan bai, cham bai, 1én 16p day du, dang gio; quan ly hoc vién trong cac hoat dong do

Trung tdm td chirc; tham gia cac hoat dong cta té chuyén mon.

2. Thuc hién cac quyét dinh cta giam déc; chiu sw kiém tra cta giam doc va cac cap
quan ly giao duc theo quy dinh; thuc hién ndi quy cua Trung tdm va cac quy dinh cla

Quy ché nay.

3. Gilr gin pham chét, uy tin, danh dw nha gido; doan két, gilp d& cac dong nghiép;
gurong mau truée hoc vién, ton trong nhan céach, déi xir cong bang va bao vé cac

quyén va lgi ich chinh dang cla hoc vién.

Diéu 17. Quyén clia giao vién

1. Buoc Trung tam tao diéu kién dé thuwc hién nhiém vu.

2. Buoc theo hoc cac 16p dao tao, boi dwdng vé chuyén moén, nghiép vu dé nang cao
trinh d6 va dwgc hwdng moi quyén lgi vé vat chat, tinh than; dugc cham soc, bao vé
strc khoé theo cac ché do, chinh sach quy dinh ddi véi nha gido;

3. Buoc truc tiép hoac théng qua to chiéc clia minh tham gia quan ly Trung tam.



4. DPuoc tham du cac cudc hop clia hdi dong thi dua, khen thudng, ky luat khi cac hoi
dong nay giai quyét cac van dé cé lién quan dén hoc vién cla I¢p minh phu trach.
DPiéu 18. Hanh vi ngon ngir &*tng x, trang phuc cla giao vién
1. Hanh vi, ngdn nglr *ng x& cla gi4do vién phai mau muc, co6 tac dung gido duc ddi
v(@i hoc vién.
2. Trang phuc cla giao vién phai chinh té, gidn di, pht hop véi hoat ddng sw pham va
theo quy dinh cta Trung tam.
Diéu 19. Cac hanh vi bi cdm dodi v6i gido vién
i. Xuyén tac nbi dung giao duc, day chuong trinh khac véi chuwong trinh déd dwoc cac
cap quan ly phé duyét.
2. Xlc pham danh dw, nhan pham, than thé cta hoc vién va dong nghiép.
3. Gian lan trong chuyén mén; c6 y danh gia sai két qua hoc tap cuda hoc vién.
4. Cac hanh vi vi pham phap luat khéac.
Chubng V

HOC VIEN CUA TRUNG TAM
Diéu 20. Nhiém vu cta hoc vién trong Trung tam.
1. Hoc vién cla Trung tam la nhitng nguoi dang theo hoc mét hay nhiéu chwong trinh
tai Trung tam.
2. Hoc vién c6 nhitng nhiém vu sau:
a) Thuwc hién day da cac yéu cau vé hoc tap, thuc hanh do Trung tam dé ra;
b) Kinh trong thay, c6 giao; can bd quan ly, can bd, nhan vién cla Trung tam. Thuc
hién day dd ndi quy cta Trung tdm va cac quy dinh clia Quy ché nay
c) Gilt gin va bdo vé tai san cua trung tam;
d) Bdng hoc phi day dd va ddng han.
Diéu 21. Quyeén loi cta hoc vién
1. Pugc Trung tam tén trong va ddi x binh dang; duoc cung cdp day da théng tin vé

viéc hoc tap cla hoc vién.



2. Buoc chon chwong trinh, hinh thitc, dia diém hoc phu hop voi diéu kién, kha nang
cta hoc vién va cla Trung tdm; dvoc tao diéu kién dé chuyén déi chwong trinh, hinh
thirc, noi hoc tap néu c6 nguyén vong va dwogc noi chuyén dén tiép nhan.

3. Truc tiép hoac thong qua dai dién hop phap dé bao vé quyén loi chinh dang cua
hoc vién va dé gop y vé ndi dung, phuvong phap giang day ciing nhv cac hoat dong
khac cua Trung tam.

Dbiéu 22. Hanh vi, ngdbn ngl* *ng x&, trang phuc ctia hoc vién

1. Hanh vi, ngbn ngit t’ng X& ctia hoc vién phai phu hop véi dao dirc, van héa clia cong dong.
2. Trang phuc cla hoc vién phai sach s& gon gang phu hop véi la tudi, thuan tién
cho viéc hoc tap va hoat déng tai Trung tam.

Piéu 23. Cac hanh vi bi cam doi vaéi hoc vién

1. Xtc pham danh dw, nhan pham, than thé cla gido vién, can bd, cong nhan vién va
hoc vién khac cda Trung tam.

2. Gian lan trong khi thi, kiém tra.

3. Banh nhau, gay r(“)'iltr%/tlﬁwl; ‘agl] ninh & noi hoc va & noi céng cong.

4. Hat thube, udng rudti,rbié"rQ"g gi0 hoc hodc trong cac hoat dong tap thé.

5. Céc hanh vi vi pham phap \A-r

Chubng VI

THANH TRA, KIEM TRA, KHEN THUONG VA x LY VI PHAM
Diéu 24. Thanh tra, kiém tra
1. Céc ca nhan, t6 chirc trong Trung tdm chiu sw kiém tra, thanh tra cta co quan ch
quan va cac co quan nha nwéc c6 tham quyeén.
Dbiéu 25. Khen thuéng
1. Cac ca nhan, t6 chirc trong Trung tdm thuc hién tot Quy ché nay, c6 nhiéu thanh
tich dong gép cho su phat trién va nang cao chat lwgng hoat dong dao tao, boi dudng
cla Trung tam sé dugc khen thuwdng theo quy dinh.
2. Hoc vién Trung tdm co6 thanh tich trong hoc tap va ren luyén dwoc Trung tam va

cac cdp quan ly gido duc khen thuwdng theo quy dinh.



Dbiéu 26. X ly vi pham

1. Tap thé hodc ca nhan giao vién, can bd, céng nhan vién cda Trung tdm vi pham
Quy ché nay thi tuy theo tinh chat va mic do vi pham ma bi x& ly ky luat x0& phat
hanh chinh hodc truy ctru trach nhiém hinh sy theo quy dinh cla phap luat* néu gay
thiét hai thi phai boi thuong theo quy dinh cla phap luat.

2. Hoc vién cua Trung tam vi pham Quy ché nay va cac quy dinh trong qua trinh hoc
tap, ren luyen, tuy theo mic dé vi pham sé bi xt ly ky luat theo cac hinh thic sau*

a) Nhac nhd, phé binh;

b) Boi thwong thiét hai vat chat do hoc vién gay ra;

c) Khong cho tiép tuc hoc.

GIAM BDOC CONG TY
( Ki tén- Bong dau)



DEMO KET QUA GiAi QUYET TTHC

2 » BAC giang CONG HOAXA HOI CHU NGHTA VIET NAM
s& GIAODUC VADAO TAO poC 1ap - Tw do - Hanh phuc
S6: /QD-SGDDT Bac Giang, ngay, thang ~ndm 20i9
QUYET DPINH

vé viéc cho phép thanh lap Trung tdm ngoai ngi

GIAM POC SO GIAO DUC VA PAO TAO BAC GIANG

Can cr Nghi dinh s6 46/2017/ND-CP ngay 21/04/2017 cua Chinh phu quy
dinh vé diéu kién dau tv va hoat dong trong Iinh vuc aido duc; Nghi dinh s6
135/2018/ND-CP ngay 04/10/2018 ctia Chinh pht skra doi, b6 sung mot s6 diéu
cta Nghi dinh s6 46/2017/ND-CP ngay 21/04/2017;

Can cti Thong tv s6 21/2018/TT-BGDDT ngay 24/08/2018 cua BO Giao
duc va Dao tao vé viéc ban hanh Quy ché t6 chirc va hoat dong cla trung tam
ngoai ngi, tin hoc;

Can ct Quyét dinh s6 26/2013/QD-UBND ngay 23/01/2013 cua UBND
tinh Bac Giang Quy dinh vé phan cdp quan ly t6 chic bd may, bién ché va céan b,
cong chtrc, vién chirc Nha nudc tinh Béc Giang;

Can ctr Quyét dinh s6 593/2015/QD-UBND ngay 02/11/2015 ctia UBND
tinh Bic Giang ban hanh Quy dinh chic nang, nhiém vu, quyén han va co ciu to
chtrc clia S& Gido duc va Pao tao Bac Giang;

Xét dé nghi cla Trwdng phong T6 chirc can bd,
QUYET PINH:

Diéu 1. Cho phép thanh lap Trung tdm ngoai ng{ (loai hinh tw
thuc) véi nhitng n6i dung sau:

1. Tén goi trung tam
- Tén tiéng Viét: Trung tam ngoai nguw
- Tén tiéng Anh: M a WIM 1ANGUAGE CENTER.

2. Dia chi: |
|, tinh Bac Giang.
DPiéu 2. Trung tdm ngoai ng¥ I' m“ ' hoat dong theo Quy ché t6 chirc va
hoat dong cla trung tdm ngoai ngt, tin hoc ban hanh kem theo Thong tu sb
21/2018/TT-BGDDT ngay 24/08/2018 cua B6 Giao duc va Dao tao.

Trung tdm ngoai ngil c6 tv cach phap nhan, con dau va tai khoan
riéng dé hoat dong.



Diéu 3. Quyét dinh nay c6 hiéu luc ké tlr ngay ky, Trwdng phong To chirc
can bd S& Gido duc va Dao tao, Trung tdm ngoai ng Iki Edu, cac tap thé va ca
nhan c6 lién quan can cr Quyét dinh thi hanh./.

Noinhan: iv

- TT ngoai ngir (04b);
-Lwu: VT, TCCB.

Ban dién t:

- Nhvw Diéu 3.



