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TRUONG

NGUYEN SIEU

G101 THIEU

Truong Nguyén Siéu di tao ra s6 tay nay nham huéng dan cac Cau lac bo tu quan trong viéc
dang ky thanh 14p, quan 1y va t6 chirc cac su kién theo dung quy dinh cua nha trudng.

DANH SACH BAN QUAN LY

C6 Nguyén Quynh An

Vi tri: Bi thu doan truong

Quan ly su kién va hoat dong ndm trach nhiém bao quéat toan bo cac hoat dong cua cac Cau lac
bo tw quan. Cha tich CLB lién lac truc tiép v6i Quan ly su kién va hoat dong khi dién ra céc
hoat dong lién quan gitta CLB va truong Nguyén Siéu.

Thay Nguyén Hoang Tuén
Vi tri: Diéu phdi vién chuong trinh

Diéu phéi vién chuong trinh s& 1a diém lién lac dau tién vai cac Cau lac bo vé cac su kién dién
ra tai truong. Néu cac ban cd cau hoi, Pidu phdi vién chuong trinh s& ¢6 trach nhiém tra loi
nhitng cau hoi 6. Thong tin lién lac ciia Biéu phéi vién chuong trinh dugc ghi rd & cudi trang.

Thay Nguyén Tién Thic
Vi tri: Trudng ban co s& Vat chat

Cac CLB gap Trudng ban co so vat chat dé ky nhan ban giao co sé vat chat sir dung trong viéc
phuc vu céc hoat dong lién quan cua CLB.

THONG TIN LIEN HE

C6 Nguyén Quynh An SPT: 098 663 1168

— Phong Cong tac x& hoi tang 4 nha H Email: annguyen@nguyensieu.edu.vn
Thay Nguyén Hoang Tuin SPT: 0977 169 226

— Phong Quéc té tang 1 nha E Email: tuanhoang@nguyensieu.edu.vn
Thay Nguyén Tién Thic SPT: 096 861 8579

— Phong Quan trj doi song tang 1 nha H Email: thucnguyen@nguyensieu.edu.vn
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TRUONG
NGUYEN SIEU

CAC MOC QUAN TRONG

Ngay tap huan cau lac bo

Ky 1: Tuan thtr hai cua thang 11 (c6 thé bi diéu chinh tuy theo lich hoc)
Ky 2: Tuan tha hai cua thang 2 (c6 thé bi diéu chinh tdy theo lich hoc)

QUY TRINH THANH LAP CAU LAC BO TU QUAN

1. Yéu cau:

a. Phai c6 danh sach hd so cac thanh vién (c6 mau)

b. Phai c6 miu don ding ky tham gia danh cho hoi vién (c6 mau)

c. Cau lac bo phai c6 cac vi tri chiic vu dugc yéu cau nhu sau:

i. Cau lac bo tir 6 — 10 hoc sinh: Chu tich/Tha quy/Thu ky
ii. Cau lac bo tir 11 — 15 hoc sinh: Chu tich/Phé chu tich/Tha quy/Thu ky
iii. Cau lac b tur 16 hoc sinh trg 1€n: Chu tich/Phé cha tich/Thu quy/Thu
ky/Ban diéu hanh chung

d. Nhoém phai cé it nhat 6 nguoi dé ¢ thé ma Cau lac bo (it nhat 50% si sé phai la
hoc sinh Nguyén Siéu, s6 % con lai ¢d thé la cuu hoc sinh truong Nguyén Siéu)

e. Phai c6 nguoi giam ho/bao tro hodc ¢b van chuyén mon (bat budc phai 1a gido
vién hoic nhan vién hién dang 1am viéc tai truong Nguyén Siéu)

f. Phai c6 noi quy - quy dinh rd rang danh cho Cau lac bo (mau:
https://bit.ly/21YtryH)

g. Phai c6 Bo quy tac tng xu - dugc ky tén bai Chu tich cau lac bo, Tha quy (Thu
Ky) va ngudi giam ho/bao tro/cd van chuyén mén.

h. Bién ban cudc hop thanh 1ap Cau lac bo (mau: https://bit.ly/2P1YSiM )

i. Mot sb cau tra loi cho nhiing van dé sau: Cau lac bo c6 diém gi khéc so véi cac
cau lac b con lai, ban c6 dinh hudng gi trong viéc mé rong quy mo cau lac bg,
thuong hiéu — logo cua cac ban 1a gi? Cac ban s& lam gi dé quang céo cho cu
lac bo?

2. Khi ban da hoan thanh xong cac gidy to thu tuc néu trén, ban c6 thé giri ¢én Diéu phdi
vién chuong trinh qua dia chi hom thu: tuanhoang@nguyensieu.edu.vn dé yéu cau
thanh 1ap Cau lac bo duoc xét duyét va thong qua.

3. Hoan thién Ban thdng tin Cau lac bo théng qua https://bit.ly/20ZEbSN
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TRUONG
NGUYEN SIEU

QUY TRINH THANH LAP - SO PO CAC BUOC PHAI LAM

- Xac dinh muc dich cta viéc thanh lap Cau lac bd

Chuén bj. Téng hop lai toan bo gidy t& dwoc yéu ciu.

- Cau lac b6 sé dem lai lgi ich gi cho cac thanh

A 4

vién

- C6 Cau lac bd nao gibng nhu vay dang hoat
doéng hay chua? Sy khac biét la gi?

A

- Tién hanh gl ho so gidy to xin thanh Iap CLB cho
Diéu phai vién chuong trinh thdng qua email

- Hoan thién Ban théng tin CLB théng qua
- GUi thu hodc dén gap Diéu phéi vién chuong https://bit.ly/20ZEbSN
trinh dé tim hiéu thu tuc
- Chung t6i s& cho ban biét néu d3 c6 mot CLB l
giéng nhu CLB cQa ban d3 dwoc thanh lap

Ban quan ly sé& tién hanh ki€ém tra va dénh gid ho so
l dang ky thanh 1dp Cau lac b6

Ban can chuin bi gidy t& nhu sau: l

- [t nhat 6 thanh vién

- Thanh vién déu la hoc sinh hodc cwu hoc sinh
tr7u'b‘ng Nguyen Siéu Chuc mirng ban! Ban da dang ky thanh lap Cau lac

- Ban ndi quy CLB bo thanh cong!

- B quy tac irng x&r (bao gdbm chit ky)

Ban s& can phai t8 chirc mét budi hop gitra cac - - . >
. A e BO HO so + Giay t& can chuan bi bao gom:
thanh vién dé:

- Phé bién N6i quy Ban Noi quy Cau lac bo

BO quy tac tng x{ (cd chir ky)

- BAu clr céc vj tri chirc vy trong bd may CLB

Bién ban cudc hop thanh 1ap Cau lac bd
(yéu cau cé Bién ban cudc hop) Dién ban théng tin Cau lac bd (Online)
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- Puoc tham gia cac chuong trinh/su kién td chuc boi truong Nguyén Siéu

- Puoc nha trudng hd tro co so vat chat trong qué trinh dién ra hoat dong cua Cau lac bo

- Puoc tham gia Ngay hdi cau lac bo té chire boi truong Nguyén Siéu

- Puogc ghi danh trén trang web cia truong Nguyén Siéu

- S&c6 bang khen va chiing chi cta nha trudng néu cd dong gop 16n trong qua trinh tham
gia hoat dong tai CLB (Loi thé khi tién hanh xin hoc bong bac Dai hoc)

HUONG DAN LAM BAN NOQI QUY - QUY PINH CHO CAU LAC BQ TU QUAN

Tt ca cac cau lac bo tu quan tryc thudc truong Nguyén Siéu khi dang ky thanh 1ap lan dau tién
déu duoc yéu cau phai chuan bi Noi quy — quy dinh cho cau lac bo. Ban Noi quy — quy dinh 1a
mot tai liéu rang budc vé mat phap Iy nham chuan hda vé cac diéu kién, diéu Ié cua cau lac bo
danh cho cac thanh vién tryc thudc. Ban nén can nhic ky ludng khi viét noi quy — diéu 18 danh
cho céu lac bg. Ngoai ra, mot ban Noi quy — quy dinh duoc soan thao mot cach ky ludong sé
cho ngudi doc biét vé muc tiéu cua cau lac bo ciing nhu cach xir tri khi ¢d cac tinh hudng khdng
mong muén xay ra.

Ban quan ly cung cip mot ban Noi quy — quy dinh mau cho cac Cau lac bo. Cac Cau lac bo co
thé sir dung dudi muc dich tham khao dé c6 thé tai ra ban Noi quy — quy dinh danh riéng cho
Cau lac bo caa minh.

Ban c6 thé tim Ban N&i quy — Quy dinh Cau lac bo mau tai day: https:/bit.ly/21YtryH

Tat ca cac ban Noi quy — quy dinh nén bao gdbm cac muc sau déy:

- Téncua Cau lac bd

- Muyc tiéu cta Cau lac bo

- Céu trlc cua Cau lac b

- Quy trinh bau cr

- Bién ban bau cur

- Tréch nhiém vé tai chinh

- Quy trinh cua viéc giai thé Cau lac bo
- Ky luat cua cac thanh vién

Str dung ban Nai quy — quy dinh nhu mét tai liéu huéng dan gidp ban dua ra cac quyét dinh.
Lubn c6 mot ban copy sur dung trong cac cudc hop, ban Noi quy — quy dinh phai duoc gidi
thiéu ngay néu c6 thanh vién méi gia nhap Cau lac bo.

Néu c6 bat ki su thay doi nao trong ban Noi quy — quy dinh, Chu tich Cau lac bo phai bao ngay
véi Ban quan ly Cau lac bo tu quan dé tai liéu duoc cap nhat va sao luu.
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CO CAU TO CHUC CUA CAU LAC BQ

Céc vi tri can c6 trong Cau lac bo duge quy dinh nhu sau:

a. Cau lgc bg tir 6 — 10 hgc sinh: Chu tich/Thu quy/Thu ky

b. Cau lgc bg tir 11 — 15 hec sinh: Chu tich/Pho chu tich/Thu quy/Thu ky

c. Cau lgc bg tir 16 hoc sinh trgé 1én: Chu tich/Pho chu tich/Thu quy/Thu ky/Ban
diéu hanh chung

Nhiém vu cua c4c vi tri nhu sau:

Chi tich Cau lac bd: Pay 1a mét vi tri hét stc quan trong. Chu tich phai duoc thdng bao tat
ca cc van dé lién quan, dai dién cho Cau lac bo 1am viéc va giir lién lac véi Ban quan ly. Bén
canh d6, Chu tich cin dua ra dudng hudng phét trién ciing nhu huéng din danh cho cac thanh
vién Cau lac bo, dam bao sy van hanh tron tru. Nguoi nam giir vi tri chu tich ciing nén giir va
tao cac mdi quan hé cho Cau lac bd. Bam nhiém viéc duy tri cac hoat dong cho Cau lac bo
trong tuong lai.

Pho chi tich Cau lac bg: Pay ciing 1a mot vi tri quan trong. Phd chi tich ¢6 nhiém vu hd tro
va thay thé Ch tich trong céc tinh hudng cap thiét. Phé chu tich c6 thé cha tri cac cudc hop va
duogc biét dén nhu nguoi chiu trach nhiém tha 2, sau vi tri Chu tich. Ngoai ra, phé cha tich
cling phai dam bao rang moi y kién caa thanh vién déu duoc Chu tich biét va hiéu rd.

Thw ky: Thu ky thuc hién c&c cong viéc lién quan tai quan tri. Thu ky chiu trach nhiém cho
viéc luu trir gidy to, lién lac voi cac Cau lac bo khac. Thu ky hd tro Chu tich trong viéc tao va
duy tri cac mdi quan hé. Céc cdng viéc quan tri bao gdm: Chuan bi cac cudc hop, giri thong
bao maoi hop, Vviét bién ban cudc hop va cac luu y.

Thi quy: Tha quy chiu trach nhiém quan ly cac van d& lién quan dén tai chinh. Nhiém vy
chinh cua thu quy bao gém: gitr cac dung cu, d6 dac 1a tai san cua Cau lac bo, 1én ké hoach vé
tai chinh (chi tiéu, thu quy) hang nam. Tha quy ciing phai chiu trach nhiém luu trir cac hoa don
mua ban.

Ban diéu hanh chung: Bam nhiém chinh céc van d¢, cac hoat dong cua Cau lac bo. Pam bao
Cau lac b di diing huéng theo muyc tiéu da dugc dé ra va dam bao cac cong viéc dugc phan
chia déu cho cac thanh vién.
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CACH THUC HOAT PONG CAU LAC BQ TU QUAN

- Cau lac bd hoat dong dudi hinh thie ty quan véi sy gidm sét ciia C6 van chuyén mon
hoac nguoi Gidm ho/Bao tro.

- Cau lac bo s& hoan toan tu chu vé tai chinh. Ban diéu hanh chung caa Cau lac bo phai
dang ra xin tai trg hodc thu phi hoat dong tir cac thanh vién dé duy tri cac hoat dong
chung cua CLB.

- Tai chinh cua CLB phai hoan toan minh bach va cong khai trudgc toan bo thanh vién
ctia CLB. (phai c6 béo cao tai chinh trong mdi ky hop chinh)

- CLB phai c6 thoi khoa biéu hoat dong rd rang — duoc nop 1én Ban quan ly. (Lueu y: Thoi
khéa biéu hoat dong phdi nam ngoai gio hoc chinh khéa cuia trirong Nguyén Siéu)

- CLB khi t6 chirc sy kién phai thdng bao véi Ban quan ly — néu hoat dong can sir dung
co s& Vat chat cia truong (phong, ban ghé), CLB can phai dién vao Ban dang ky co so
vat chat va nop cho Ban quan ly 10 ngay truée khi din ra su kién.

- Moi chuong trinh va tai liéu st dung trong viéc xin tai tro déu phai duoc thdng qua bai
C6 van chuy&n mén hoic Ban quan Iy kém theo chix ky phé duyét. (Luwu y: ban xét duyét
phdai dwoc luu boi Thu ky cua CLB)

- M&i nam hoc, CLB bt budc phai c6 mét cudc hop dé bau cir cac vi tri chirc vu, dwa ra
dinh huéng ctia CLB trong nim hoC M&i va cac chuong trinh s& dién ra. Ban Quan ly
yéu cau phai ghi lai noi dung cudc hop vao bién ban va gui lai cho Ban Quan 1y dé luu
trie.

QUY TRINH PANG KY CO SO VAT CHAT

- Cac Cau lac bo phai dién vao Ban dang ky co s¢ vat chat va nop lai cho Ban Quan ly it
nhét 10 ngay truéc khi su kién dién ra.

- Ban Quan ly sé lién lac lai vai Chu tich Cau lac b sau khi xét duyét xong Ban dang ky
co s& vat chat.

- Cau lac bo lién lac v&i Truong ban Co sé vat chat cia trudng dé nhan ban giao. (Phai
c6 s6 ban giao)

HUOGNG DAN VIEC QUANG BA - TRUYEN THONG

- Noi san ciia nha truong (Thoi gian dang bai: dau mdi ky hoc, s6 luong bai ding: 1-2
bai mdi ky va s& c6 su xét duyét caa Bo phan Truyén théng)

- Trang xa hoi cua nha treong (Thoi gian dang bai: tit ca thoi gian trong nim, sé luong
bai ding: khong gidi han va s& ¢ su xét duyét caa Bo phan Truyén thong)

- Pai dién CLB lién hé véi Diéu phdi vién chuong trinh dé dang ky bai viét va quang ba.
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TRUONG

NGUYEN SIEU

NOI QUY CAU LAC BO (BAN MAU)

Lan siza déi cusi: MM/YY

Ngay théng qua: DD/MM/YY

Chdp nhdn béi: Ban diéu hanh chung
Ngwoi dai dign liénlac: ................

1. Giéi thigu

a. Truong Nguyén Siéu, dimng ra kiém soat va quan ly cac cau lac bo tu quan duoc
thanh 1ap béi hoc sinh truong Nguyén Siéu.

b. Vin ban nay duoc soan thao bao gém cac diéu lién quan téi ban tom tit quy trinh,
cac loi ich va trdch nhiém cua nhirng thanh vién trong CLB tu quan ciing nhu cac
diéu lién quan t6i viéc giai thé CLB ty quan.

c. Tat ca céc cau lac bo, t6 chire duoc té chirc bai hoc sinh déu c6 thé dang ky tham
gia dé tro thanh Cau lac bo tu quan tryc thuoc quan ly caa trudng Nguyén Siéu
bang cach dién day du cac gidy to dugc yéu cau tir phia Ban quan ly.

2. Yéu cau dé tré thanh Cau lac b thudc quan Iy cia trwong Nguyén Siéu

a. Dé tro thanh Cau lac bo thudc quan ly caa trudng Nguyén Siéu, da sé thanh vién
trong Cau lac bo phai 13 hoc sinh dang theo hoc Nguyén Siéu, bén canh do, sb
luong thanh vién ti thiéu phai 1a 6.

b. Céc trach nhiém sau day phai duoc tuan tha va ton trong bai tat ca cac thanh vién
truc thuoc CLB:

i. Cong nhan Ban quan 1y 1a ban dai dién cho tat ca cac thanh vién cia cac
Cau lac bo thudc quyen quan ly cua truong Nguyén Siéu

ii. Cong nhan Ban quan ly la dai dién thay mat trong viéc phat ngbn va
hanh d6ng cho céc thanh vién cia cac Cau lac bo thudc quyén quan ly
cua trudng Nguyén Siéu (bat ké mau da, ton gido va gidi tinh).

iii. Cong nhan quyén quan ly va kiém soét cua Ban quan ly vé cac tai san
cua Cau lac b trong viéc phuc vu lgi ich danh cho cac thanh vién truc
thudc Cau lac bo.

iv. Chédp hanh tit ca cac quy dinh vé an toan sic khoe theo quy dinh cua
phap luat, cua Ban quan 1y va cua nha truong Nguyén Siéu.

3. Giai thé Cau lac bd hoic xin ra khéi hé théng Cau lac b tw quan dwgc quan ly béi
truong Nguyén Siéu:
a. Mot Cau lac bo c6 thé xin ra khoi hé théng Cau lac bo tu quan duoc quan 1y bai
truong Nguyén Siéu bang céch giri don thong bao dén cho Ban quan 1y.
b. Pon thong bao s& phai di kém véi bién ban cudc hop cho thiy mong muén roi khoi
hé théng CLB dugc quan Iy béi truong Nguyén Siéu.
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TRUONG

NGUYEN SIEU

¢. Néu Ban quan ly khéng thé lién lac véi bat ky thanh vién nao nam trong Ban diéu
hanh chung caa CLB trong vong 6 thang bang bat cir cac phuong tién lién lac nao
(bao gom ca email duoc cung cp), CLB s& duoc coi 1a bi giai thé.

d. Khi da giai thé, tat ca cac lgi ich ma nha truong Nguyén Siéu danh cho CLB d6 s&
bi mat hiéu luc.

e. Khi giai thé, tat ca quy va tai san chung caa CLB s& duoc phan phdi déu lai cho
cac thanh vién truc thuéc CLB.

f. Ban quan ly cd quyén yéu cau CLB roi khoi hé théng cac CLB duoc quan ly bai
truong Nguyén Siéu néu CLB d6 vi pham bat ky cac diéu khoan nao dwoc néu
trong phan 2 caa Ban Noi quy Cau lac bo.

4. Ciac nghia vu lién quan dén Cau lac bd truc thudc quan Iy treong Nguyén Siéu
a. Tat ca cac Cau lac bd truc thudc phai dam bao:
i. Hoat dong dién ra la hop phap
ii. Hoat dong dién ra khdng nham tao loi ich tai chinh cho ca nhan cac
thanh vién
iii. Hoat dong phai dugc chap thuan, thdng qua boi Ban diéu hanh chung va
thuc hién dung dya theo cac diéu luat dat ra caa Cau lac bo.
iv. Cac hoat dong khdng vi pham cac chinh sach va quy dinh cta nha treong
Nguyén Siéu
v. Céac hoat dong dugc tién hanh vai su kiém soat chit ché vé an toan ciing
nhu sirc khoe cua cac thanh vién va nguoi tham duy.
vi. Nha truong Nguyén Siéu va Ban quan ly s& khong chiu bat ky trach
nhiém phép ly nao va cac khoan ng phat sinh boi Cau lac bo.
5. Lgi ich khi tré thanh Cau lac b truc thugc quan ly cia truong Nguyén Siéu
a. Cau lac bo truc thuoc quan Iy cua truong Nguyén Siéu s& nhan duoc nhitng loi ich
nhu sau:
i. Puoc nhan nhitng hé tro tir truong Nguyén Siéu va ban Quan ly

ii. Pugc giai thiéu trén trang website ctia nha truong

ili. Tham gia c&c hoat dong, su kién I6n cia nha truong

iv. Tham gia cac dao tao, hun luyén t6 chirc boi nha truong Nguyén Siéu

v. Hb tro quang céo, truyén théng thdng qua cac kénh théng tin, trang mang
xa hoi tryc thudc quan ly caa truong.

vi. Str dung co s& vat chat, hoi truong cua nha truong Nguyén Siéu trong
viéc td chire su kién cua Cau lac bo.

Phé Mac Thai T8, Phudng Yén Hoa,
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TRUONG

NGUYEN SIEU

BQ QUY TAC UNG XU

(dinh kem voi Ban Ngi quy cau lac bo)

Muc dich: D& dam bao tit ca cac Cau lac bo tu quan truc thudc quan ly caa truong Nguyén
Siéu dwa dén cac dich vu ciing nhu trai nghiém chat lugng nhat danh cho cac hoc sinh truong
Nguyén Siéu.

Tat ca cac Cau lac bo truc thudc quan ly cua trudng Nguyén Siéu déu c6 nhiém vu:

1. Cung cap céc dich va va trai nghiém chat lweng cho tat ca cac thanh vién trong Cau
lac bo
a. Cung cap cac su kién ciing nhu hoat dong chat lugng, gidp ich cho cac thanh vién
va dong thoi dap tmg ding muc tiéu cua Cau lac bo
b. Tuan tha cac quy dinh vé sic khoe va an toan ciing nhu cac quy dinh khac lién
quan (Noi quy nha treong, Bo luat dan sy - hinh sy, v.v.)
c. Tich cuc thuc day sy phét trién da dang va toan dién trong cac su kién va hoat dong
cua Cau lac bo.
d. Quan Iy va diéu hanh Cau lac b mét cach chuyén nghiép, co dao dirc va dam bao
su bén virng vé& mit tai chinh trong dai han.
e. Pam bao cac thanh vién Cau lac bo phai nhan thic duoc nghia vu cua ho ddi véi
Cau lac bo, nha truong Nguyén Siéu trong qua trinh tham gia cac hoat dong va su
kién cua Cau lac bo.
2. Dai dién cho hge sinh truong Nguyén Siéu theo cach tich cuc
a. Cau lac bo c6 trach nhiém quang ba, khuyén khich cac hoat dong tich cuc cua céc
thanh vién Cau lac bo trong céac su kién dién ra.
b. Cau lac bo khong duoc dang tin hoic phan phat cac tai liéu lién quan dén cac noi
dung kich dong, gay thi han ca nhan va nhiing tai liéu bat hop phap.
c. Pam bao cac hoat dong dién ra phai ¢ noi dung pht hop véi thuan phong my tuc
va ddng thoi tuan theo ndi quy cua nha truong.
d. Ludn tuén thu theo trinh tu tha tuc dugc dua ra boi Ban quan ly
3. Tich cue thiic ddy va hd trg cac méi quan hé véi cac Cau lac bd hoic cong dong bén
ngoai nha trudng

Khi xay ra cac van dé lién quan dén vi pham quy tic Gng xu, quy trinh duéi day s& duoc thyuc
hién:

1. Céc vén dé xay ra sé dwoc Ban quan ly tién hanh kiém tra va danh gia

2. Chii tich Cau lac b sé dwgc thong béo bang viin ban vé vi pham bi cao budc va quy trinh
(bao gébm khung thoi gian) tiép theo can thuc hién. Pon vi bi céo budc s& o thoi gian dé
gui lai phan hoi khiéu nai.

3. Sau qua trinh diéu tra, mic phat sé dwoc ap dung tly theo quyét dinh cia Ban quan
1y,
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TRUONG
NGUYEN SIEU

4. Cac mikc phat c6 thé dwec ap dung bao gom:
a. Phat tién Cau lac bo - Muc phat dwa theo murc do
b. Binh chi hoat dong cua Cau lac b - theo muc thoi gian
c. Giai tan Cau lac bo

DPai dién Cau lac bg:

(Tén day du ciia Cau lac bo)

Chung t6i da doc, hiéu rd va déng y tuan theo Ban quy tic Ung xt cua Cau lac bo tryc thudc
quan ly caa truong Nguyén Siéu.

Chai tich Cau lac bé Thanh vién Ban diéu hanh chung
(Pai dién ky boi: Thue ky hoac Thu quy)
Ho va tén: Ho va tén:
Ngay ky: Ngay ky:
Char ky: Char ky:
11
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NGUYEN SIEU

BIEN BAN CUQC HQP

(Ban mdu)
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Nhirng ngudi tham du: (Danh sach tén nhitng nguoi tham dir - Nén Iay danh séch tir khi bat
dau cugc hop néu cé nhiéu nguroi tham du)

Nhirng nguwoi ving mat: (Danh séch nhitng nguoi vang mdt)

1. Mé& dau budi hop béi Chi tich CLB vao lic (thoi gian)

2. Thong bao danh sach nhirng ngwoi vang mit (da ghi ¢ trén)
3. Bao c4o vé tinh hinh tai chinh caa CLB

4. Bao cao tai chinh hang nam:

Thii qui thong bao vé tinh hinh tién quy caa CLB theo don vi thang va don vi nim. Bao
gom chi tiét cac nguon thu va chi nhu sau:

a. Nguon thu tir ban hang gay quy

b. Ngudn thu tir ti trg

¢. Nguén chi danh cho dung cu, trang thiét bi (néu c6)

d. Ngudn chi danh cho viéc tra luong, tra cong theo gio (néu co)

Theo nhu bao céo tai chinh theo thang (ndm), sé du quy CLB 1a (......VND), tong sé
tién chi cuia CLB la(......... VND), téng s tién thu caa CLB 12 (......VND).

5. Ban cao cao cia Chu tich
a. Thong tin vé nhitng gi ma CLB dat duoc trong thoi gian qua

b. Théng tin vé nhiing viéc can phai chi y trong thai gian qua

c. Loi cam on dén thanh vién (néu c6)
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NGUYEN SIEU

6. Bau cir cac vi tri
Gidi thiéu cac vi tri nam trong quy ché bau ci, di kém ban mé ta cdng viéc (néu cd)
a. Bau cu chuc danh Chu tich:

Ngudi ndm trong danh sach dé cir s& duoc bau bai cac thanh vién con lai trong CLB.
Néu c6 nhiéu hon mot ngudi c6 s6 phiéu bang nhau, cac thanh vién cé sé phiéu bang
nhau s& c6 5 phit dé van dong thuyét phuc cac thanh vién truée khi Ban té chic cudce
hop tién hanh bo phiéu 1an 2. Vi tri cha tich phai dugc théng qua bang sé phiéu
(khong duoc chi dinh)

b. Bau ctr chirc danh Phé Chu tich: Tién hanh bo phiéu nhu ddi véi vi tri Chu tich.
¢. Bau cir chirc danh Thu ky: Tién hanh bo phiéu nhu d6i véi vi tri Chu tich.

d. Thu quy: Tién hanh bo phiéu nhu ddi véi vi tri Cha tich (Vi tri ndy c6 thé bo tréng —
néu khong c6 Thu quy, thu ky s& phai kiém nhiém cong viéc nay)

e. Ban diéu hanh chung: Tién hanh bé phiéu nhu dbi véi vi tri Chu tich.
7. Thay d6i Ngi quy Cau lac b (néu co)

Mot su thay doi trong Noi quy CLB dugc dé xuat bai Chu tich ........ Sy thay doi tai
Muc (3), diéU (8) VE VAN A€: ......oovmeii e

N@i dung hién tai (trong ban Noi quy hién hanh): ......
a. Noi dung thay ddi: ...

b. B phiéu cua thanh vién vé viéc thay d6i Noi quy.

Nguwoi 1ap bién ban cugc hop

(Ho va tén, cha ky)
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TRUONG
NGUYEN SIEU

PON PANG KY
PAT PHONG VA CO SO VAT CHAT

PON PANG KY PAT PHONG VA CO SO VAT CHAT (BAN MAU)

1. Thoéng tin lién lac | Contact details

Tén Cau lac bd:

Name of Club:

Tén ngudi lién lac:

Full name of the contact person:

Pia chi hom thu:

Email:

S dién thoai:

Telephone No:

Chiikc vu trong Cau lac bg:

Your role:

2. Théng tin sy kién | Event details

Tén sw kién:

Name of Club:

Ngay dién ra sy kién:

Date of the event:

Phong dién ra sw kién:

Venue:

S6 lwong hoc sinh Nguyén Siéu tham gia:

Number of Nguyen Sieu students attending:

Sw kién c6 bi anh hwéng bai thoi tiét? o Co o Khong

Is the event weather dependant?

Phé Mac Théi T8, Phudng Yén Hoa,
Quaén C4u Gidy, Ha Noi, Viét Nam

0 Mac Thai To Street, Yen Hoa Ward, °
Cau Giay District, Ha Noi, Viet Nam

c3nguyensieu@hanoiedu.vn

Thei gian bat dau:

Event start time:

Thoi gian két thic:

Event start time:

S6 lwgng khach méi bén ngoai:

Number of guests:

Ngay té chiic khac néu s kién bi hoan:

What is your postponement date?

14

www.nguyensieu.edu.vn

O 84247844889




PON PANG KY

PAT PHONG VA CO SO VAT CHAT

TRUONG

NGUYEN SIEU

3. Ky nhan va giri tra Trang thiét bi - Co sé vat cht | Pick up and return of equipments and facilities
(Dia diém ky nhan va giri tra s& duoc thong bao lai sau khi don dang ky dat phong va co sé vat chat dugc xac nhan — chi nhan va tra do trong

gio hanh chinh | Location of pick-up and drop off will be confirmed upon confirmation of booking — only pick-up and drop off in office hours)

Ngay mong muén dwgc nhan dé: Ngay mong muén dwgc tra dé:

Preferred collection date: Preferred return date:

Thoi gian muén dwgc nhan do: Thoi gian muén dwgc tra do:

Preferred collection time: Preferred collection time:

Tén nguoi nhan va tra do: SPT ciia ngwdi nhan va tra db:

Name of person collecting and returning equipments: Tel number of person collecting and returning equipments:
Cam két: Chir ky:

Commitment: Signature:

T6i ddng Y vai tat ca nhitng diéu khoan lién quan dén muon VA tra co sé vat chat duoc néu

phia dudi ban dang ky nay. Téi, dai dién cho Cau lac b6 (...), viét don nay dé dang ky sir Ho va tén:
dung co s& vat chat cho hoat dong cua Cau lac bo Name-
I agree to the Term and Condition of Hire outlined below and | am authorized on behalf of
the Club (...) to make this booking in order to hire equipments and facilities for our club’s Ngay:
activity. Date:
Danh sach thiét bi - co sé vat chat | List of equipments and facilities:
S6 lwgng hign co S6 lwgng mong muén Chi phi bdi thwong
Max available Quantity Requested Compensation cost

Loa | Speakers

Micro | Microphone

Ban ghé | Tables and chairs
Khain trii ban | Table cloths
Bang di dong | Whiteboard
May chiéu | Projectors
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PON PANG KY

PAT PHONG VA CO SO VAT CHAT

TRUONG

NGUYEN SIEU

4. Cic diéu khoan va diéu ki¢n khi ding ky muon co sé vat chat | Terms and Conditions for Hire

THIET HAI HOAC HU HONG | DAMAGE OR LOSS

Ngudi dai dién muon co s vat chat phai tra lai thiét bi véi diéu kién gidng nhu khi nhan. Ngudi muon phai ¢6 trach nhiém bao ngay véi

ngudi quan 1y co s& vat chat ngay khi phat hién cac khiém khuyét trén thiét bi trong qua trinh giao nhan. Ngudi muon thiét bi phai dam
bao thiét bi sach s&, gon gang — néu muon qua dém thi phai dam bao thiét bi dwoc luu trit & noi an toan.

The hirer must return the equipment in the same condition as it was hired. It is the responsibility of the hirer to notify the manager of
facilities as soon as possible if they become aware of a defect with the equipment. Equipment should also be clean and tidy. It is the

responsibility of the hirer to ensure that equipment hired overnight is stored in a secure and safe location.

Ngudoi thué phai thong bao cho ngudi quan 1y co sé vat chat néu c6 bét ci thiét bi nao bi hong hodc mat. Trong truang hop hong héc phét
sinh tir phia nguoi muon thiét bi hozc mat mat thiét bi, ngudi muon s& phai tra phi sira chira hoac thay thé.
The hirer shall notify the manager of facilities immediately if any equipment becomes damaged or lost. In the event of loss, or damage

that is not the result of fair wear and tear, the hirer will be charged for repair or replacement.

NHAN VA TRA THIET BI | PICK UP AND RETURN EQUIPMENTS

Ngudi muon thiét bi phai c6 trach nhiém sap xép viéc nhan va tra thiét bi, néu thiét bi khong duoc tra theo ding gio dugc ghi trong ban
Diang ky. Bén muon thiét bi phai chiu trach nhiém vé cac chi phi ting thém.

It is the responsibility of the hirer to arrange for the pickup and return of all equipment. If the equipment is not returned by the agreed

date and time in this form. The hirer has to take responsibility in any increment in cost.

HUY PANG KY PAT PHONG - CO SO VAT CHAT | CANCELLATION OF BOOKING

Trong trudng hop ngudi mugn khdng con yéu cau muon thiét bi nira, nguoi dai dién muon phai lién lac véi Quan 1y co s& vat chit ngay
lap tie dé huy bo viéc dat thiét bi.

In the event that the hirer no longer requires the equipment and venue, the hirer must contact the manager of facilities immediately to

cancel the equipment — venue booking.

QUYEN TU CHOI | RIGHT OF REFUSAL

Nhan vién quan 1y co s& vat chat co quyén tir chdi cho muon va thu hdi thiét bi néu nguoi muon thiét bi vi pham hozc di cé tién sir vi
pham bat ky diéu khoan nao & trén.

The manager of facilities reserves the right to refuse equipment bookings or withdraw equipments where the hirer has failed or previously

failed to adhere to these Terms and Conditions.
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MAU PON PANG KY THAM GIA CAU LAC BQ

(Céc cau lac bg tham khao néi dung va tao mét mau don riéng véi logo, mau sdac déc trung)
| TR B 22 TR
LOP: oo oo SO TN TNOGE TBN IAC: <o
DUA CNT OMI TR .. oo ooe e e e e e e e e e e e e e e e e e e e e e e e e e e e e e et e e

IVIZ SO NOC STIA: 1. e e e e e e e e e et e et e e e e et e e et e et e e et e et et e e et et e et e e e

SONICN CUA DAN LA GI2: ... oo e e e e et e et e e e e e et e et e et e et e e e

Tai sao0 ban mong muon tham gia VA0 CAU LaC DEP: ... ... co. oo e e oo et et e et e et e e e e e

Chir ky hoc sinh Chir ky cha me Chir ky c6 van cau lac b/ ngudi bao hd
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DANH SACH NHUNG GIAY TO CAN VA NEN cO

(Swr dung trong qua trinh hoat dong cua Cau lac bg)

1. Taili¢u hwéng din

- S6 tay Cau lac bo O
- NOoi quy Cau lac bo i
2. Mau tai liéu sir dung trong qué trinh quan ly Cau lac b

- Bo quy tic tng Xxir O
- Ban hd so thanh vién (Luu béi Ban diéu hanh chung — online) O
- Bién ban cudc hop m]
3. MAiu don diing Ky hdi treong va co sé vt chat

- Mau dang ky dat phong, hoi truong - CSVC O
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