
B O G I A O T H O N G V A N T A I 
T O N G C O N G T Y Q U A N L Y B A Y V I E T N A M 

S6: el5"ei^ /QD-QLB 

C O N G H O A X A H O I C H U N G H I A V I E T N A M 
Doc lap - Tu* do - Hanh phuc 

Ha Noi, ngdy 4S thdng 6 nam 2020 

QUYET DINH 
r r 

Ban hanh Quy che Quan ly Dao tao - Huan luyen cua 
Tong cong ty Quan ly bay Viet Nam 

TONG GIAM DOC 
TONG CONG T Y QUAN L Y BAY V I E T NAM 

Can cu Luat Doanh nghiep so 68/2014/QH13 vd cdc van hdn huang ddn 
thi hanh; 

Can cuNghi dinh sS 10/2019/ND-CP ngdy 30/01/2019 cua Chinh phu vi 
thuc hien quyen, trdch nhiem cua dai di$n chu sa huu nhd nuac; 

Can cu Nghi dinh so^ 92/2016/ND'CP ngdy 01/07/2016 cua Chinh phu 
quy dinh ve cdc nganh, nghe kinh doanh c6 dieu kien trong ITnh vuc hdng khong 
ddn dung vd Nghi dinh s6 89/20WND-CP ngdy I's/l 1/2019 cua Chinh phu sua 
dSi, hS sung mot so dieu cua Nghi dinh so 92/2016/ND-CP ngdy 01/07/2016; 

Can cuNghi dinh s6 101/2017/ND-CP ngdy 01/09/2017 cua Chinh phu 
ve ddo tao, bdi duang can bg, cong chuc, vien chuc vd Thong tu so 01/2018/TT-
BNVngdy 08/01/2018 Huang ddn mot sS diiu cua Nghi dinh s6 101/2017/ND-
CP ngdy 01/09/2017; 

Can cu Thdng tu s6 19/2017/TT-BGTVT ngdy 06/06/2017 cua Bo Giao^ 
thong van tdi quy dinh ve qudn ly vd bdo ddm hoat dong bay vd Thdng tu so 
09/2020/TT-BGTVT ngdy 23/4/2020 sua dSi, bd sung mot s6 diiu cua Thong tu 
so 19/2017/TT-BGTVT ngdy 6/6/2017; 

^••Cdn cu Thdng tu so 10/2018/Tr-BGTVT ngdy 14/03/2018 cua Bd Giao 
thdng van tdi quy dinh ve nhdn vien Hdng khong; ddo tao, hudn luyen vd sdt 
hach nhdn vien Hdng khong; 

Can cu Thdng tu sd 76/2018/TT'BTC ngdy 17/08/2018 cua Bo Tdi chinh 
ve viec huang ddn ndi dung, muc chi xay dung chuang trinhdao tao, bien soan 
giao trinh mon hoc doi voi giao due Dai hoc, giao due nghe nghiep; 

Can cu Thdng tu so 36/2018/TT-BTC ngdy 30/03/2018 cua Bd Tdi chinh 
vi viec huang ddn viec lap du toan, qudn ly, sir dung vd quyet toan kinh phi 
ddnh cho cong tac ddo tao, bdi duong can bo, cong chuc, vien chuc; 

Can cu Quyet dinh sS 1472/QD'BGTVT ngay 13/05/2016 cua Bd Giao 
thong van tdi vi Diiu le td chuc, hoat dong cua Tong cong ty Qudn ly bay Viet 
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Nam;^ Quyit dinhsd 2379/QD-BGWTngdy 01/08/2016 cua Bo Giao thong van 
tdi ve viec sua doi, bd sung mot sd dieu cua Dieu le td chuc hoat dong cua Tdng 
cong ty Qudn ly bay Viet Nam; 

Can cuHd sa kem theo Td trinh sd 2309/TTr-QLB ngdy 29/05/2020 cua 
Tdng gidm ddc Tdng cong ty Qudn ly bay Viet Nam ve viec phe duyet sua ddi, 
bd sung Quy che Qudn ly Ddo tao - Hudn luyen cua Tdng cdng ty Qudn ly bay 
Viet Nam; 

Can cu Nghi quyit sd 429/NQ-HDTV ngdy 15/06/2020 cua Hdi ddng 
thanh vien ve viec phe duyet ndi dung sua ddi, bd sung Quy che Qudn ly Ddo 
tao - Hudn luyen cua Tdng cdng ty Qudn ly bay Viet Nam; 

Theo de nghi cua Trirdng Ban Td chuc Can bd - Lao ddng, 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che Quan ly Dao tao -
Huan luyen cua Tong cong ty Quan ly bay Viet Nam. 

Dieu 2. Quyet dinh nay co hieu lire ke tu ngay ky. Thay the Quyet dinh so 
471/QD-QLB ngay 2010212011 cua Tong giam doc Tong cong ty Quan ly bay 
Viet Nam ve viec ban hanh Quy che Quan ly Dao tao - Huan luyen cua Tong 
cong ty Quan ly bay Viet Nam. 

Dieu 3, Thu truong cac ca quan, dan vi va cac ca nhan co lien quan chiu 
trach nhiem thi hanh Quyet djnh n a ^ ^ ^ 

DOC 

Nffinhan:*— 
- Nliir Dieu 3; 
- Chu tjch, cac T V H D T V (d6 b/c); 
- T6ng giam d6c, cac P.TGD; 
- K S V cua C S H ; 
- Cac ca quan, dcm vj; 
- Luu: V T , T C C B (25b). 



B O G I A O T H O N G V A N T A I 
T 6 N G C O N G T Y Q U A N L Y B A Y V I E T N A M 

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu" do — Hanh phuc 

QUY C H E QUAN L Y DAO TAO - HUAN L U Y E N 
CUA TONG CONG T Y QUAN L Y BAY V I E T NAM 

(Ban hanh kem theo Quyet dinh so /QD-QLB ngdy J6thdng 6 nam 2020 
cua Tdng gidm ddc Tdng cdng ty Qudn ly bay Viet Nam) 

CHU'ONG I 
QUY DINH CHUNG 

- Dieu 1. Pham vi dieu chinh, doi tuoTig ap dung 
1. Quy che nay quy dinh ve quan ly, to chuc thuc hien cong tac dao tao, 

huan luyen; nhiem vu, quyen han cua cac to chuc, ca nhan trong cong tac dao 
tao, huan luyen cua Cong ty me - Tong cong ty Quan ly bay Viet Nam. 

2. Quy che nay dp dung doi vai cac to chuc, ca nhan co lien quan thuoc 
Cong ty me - Tong cong ty Quan ly bay Viet Nam. 

Dieu 2. Giai thich tir ngir va viet tat 
Trong Quy che nay, cac tir ngu dual day dugc hieu nhu sau: 
L ICAO (International Civil Aviation Organization): To chuc hang khong 

dan dung quoc te. 
2. Bg GTVT: Bg Giao thong van tai. 
3. Cue H K V N : Cue Hang Idiong Viet Nam. 
4. Tong cong ty: Tong cong ty Quan ly bay Viet Nam. 

r T 

5. Ca quan: Cac Ban, Van phong thuoc Khoi ca quan Tong cong ty va Ban 
Quan ly du an chuyen nganh Quan ly bay. 

6. Don vi : Cac don vi true thuoc Tong cong ty (Cong ty Quan ly bay mien 
Bac, Cong ty Quan ly bay mien Trung, Cong ty Quan ly bay mien Nam, Trung tam 
Dao tao - Huan luyen Nghiep vu Quan ly bay, Trung tam Thong bao tin tuc hang 
khong, Trung tam Quan ly luong khong luu, Trung tam Phoi hop tim kiem cuu 
nan hang khong, Trung tam Khi tugng hang khong). 

7. Can bg, nhan vien: Can bg quan ly, nguai lao dong thuoc Tong cong ty. 
S.-Nhan vien hang khong: Nhung nguai-hoat dgnglien-quan true tiep-den-

bao dam an toan hang khong, an ninh hang khong, khai thac tau bay, van chuyen 
hang khong, hoat dong bay, co g i i y phep, chung chi chuyen mon phu hop do Bg 

r ' 

GTVT cap hoac cong nhan. Nhan vien hang khong thuoc Tong cong ty dugc Cue 
H K V N cap gidy phep, nang dinh theo quy dinh bao gom: Nhan vien khong luu; 
nhan vien thong tin, dan duang, giam sat hang khong; nhan vien thong bao tin tuc 
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hang Idiong; nhan vien khi tugng hang Idiong; nhan vien tim kiem, ciju nan hang 
khong dan dung; nhan vien thiet ke phuang thuc bay; nhan vien ban do, sa do, 
du lieu hang khong; nhan vien kiem soat an ninh hang khong; nhan vien dieu 
khiln, van hanh thiet bi hang khong, phuang tien hoat dong tai khu vuc han che 
cua cang hang khong, san bay. 

9. Nhan vien ANS: Nhan vien bao dam hoat dong bay thuoc Tong cong ty 
theo quy dinh bao gom: Nhan vien khong luu; nhan vien thong tin, dan duong, 
giam sat hang khong; nhan vien thong bao tin tuc hang khong; nhan vien khi tugng 
hang khong; nhan vien tim kiem, cuu nan hang khong dan dung; nhan vien thiet ke 
phuang thuc bay; nhan vien ban do, sa do, diJ lieu hang khong. 

10. Ca sa dao tao, huan luyen nhan vien ANS: La ca sa dao tao, huan 
luyen nghiep vu nhan vien bao dam hoat dong bay. Tong cong ty la ca sa du 
dieu kien dao tao, huan luyen nhan vien ANS da dugc Cue H K V N cap giay 
chung nhan. 

11. Tai lieu huong dan: Tai lieu huang dan cua ca sa dao tao, huan luyen 
nhan vien ANS va cac tu chinh cua Tai lieu huang dan do Tong cong ty ban 
hanh, dugc Cue H K V N chap nhan. 

r 1 

Cac tu ngu khac da dugc dinh nghia tai cac Quy che ngi bo cua Tong cong 
ty va cac van ban phap luat khac se co nghia nhu trong cac van ban do. 

Dieu 3. Muc tieu dao tao, huan luyen 
1. Dao tao, huan luyen nham phat trien nguon nhan luc chat lugng cao cua 

Tong cong ty; dap ung cac dieu kien, tieu chuan theo quy dinh cua Nha nude, Bg 
GTVT, Cue H K V N va ICAO; dam bao yeu cau cung cap dich vu, nang cao nang 
luc dieu hanh bay. 

2. Trang bi, cap nhat kien thuc, ky nang, phuong phap lam viec cho can bg, 
nhan vien cua Tong cong ty dap ung yeu cau cong viec, phu hgp vai muc tieu, ke 
hoach, chien luge phat trien nguon nhan luc, ke hoach san xuat kinh doanh cua 
Tong cong ty. 

3. Dao tao, boi duang doi ngu can bo quan ly cac cap dap ung tieu chuan 
chuc danh quan ly; boi duong, huan luyen nang cao kien thuc chuyen mon, nghiep 
vu cho luc lugng bao dam hoat dong bay, doi ngu tham mun, giup viec dap ung 
yeu cau, tieu chuan vi tri viec lam. 

Dieu 4. Nguyen tac dao tao, huan luyen 
f ^ f 7 

1. Dao tao, huan luyen theo dung yeu cau, quy dinh, ke hoach phat trien 
nguon nhan luc. 

2. Dao tao, huan luyen theo vi tri cong viec, tieu chuan chuc danh, quy 
hoach can bg cua Tong cong ty. 

3. Dam bao chat lugng, hieu qua trong cong tac dao tao, huan luyen. 
Dieu 5. Ngi dung va cac loai hinh dao tao, huan luyen 
1. Dao tao, huan luyen theo quy dinh^cua ICAO, Bg GTVT, Cue H K V N 

doi vai nhan vien hang khong: Dao tao de cap chtjng chi chuyen mon nhan vien 
hang khong; huan luyen nghiep vu nhan vien hang khong de dap ung tieu chuan 



nhan vien hang khong va dieu kien de cap giay phep, nang dinh: Huan luyen 
nang dinh, dinh ky, phuc hoi, chuyen loai, nang cao. 

2. Dao tao, huan luyen thuong xuyen de nang cao trinh do chuyen mon, 
nghiep vu, kien thuc, ky nang dap ung yeu cau cong viec. 

3. Dao tao, huan luyen chuyen sau nham xay dimg doi ngU can bo nguon, 
doi ngu chuyen gia ve chuyen nganh bao dam hoat dong bay; dao tao, huan 
luyen chuan bi nen tang de phat trien nghe nghiep. 

4. Boi duong ly luan chinh tri; kien thuc quoc phong va an ninh; tin hoc, 
ngoai ngu; cac noi dung boi duang chuyen mon nghiep vu cho doi ngii can bo 
quan ly cac cap. 

Dieu 6. Plmong thuc dao tao, huan luyen 
1. Dao tao, huan luyen tap trung tai lap hoc. 

r r r 

2. Huan luyen thuc hanh su dung trang thiet bi thuc hanh, huan luyen tai 
v i tri lam viec (kem cap, huang dan tai cho). 

t r r 

3. Dao tao, huan luyen true tuyen: Dao tao, huan luyen tu xa co su dung 
CO sd ha tang ket noi mang. 

Dieu 7. Tieu chuan ve nhan su tham gia dao tao, huan luyen 
1. Co trinh do chuyen mon, nghiep vu, ngoai ngu, sue khde va vi tri cong 

tac phu hop vdi chuang trinh dao tao, huan luyen. 
2. Hoan thanh nhiem vu dugc giao, co pham chat dao due, co y thuc td 

chuc ky luat, tinh than trach nhiem va cd nguyen vgng lam viec lau dai tai Tdng 
cdng ty. 

3. Tdng giam ddc, Thu trudng cac don vj quyet dinh tieu chuan tham gia 
tirng khoa dao tao, huan luyen cu the phu hgp vai chuang trinh, muc tieu dao 
tao, huan luyen. 

CHirONG H 

THAM QUYEN, TRACH NHIEM CUA CAC TO CHlTC, CA 
NHAN TRONG HE THONG DAO TAO, HUAN L U Y E N 

Dieu 8. He thong dao tao, huan luyen 
1. He thdng dao tao, huan luyen cua Tdng cdng ty dugc td chuc thong 

nhdt, dat dudi su chi dao cua Hdi dong thanh vien va sir dieu hanh cua Tdng 
giam doc. Phd Tong giam doc phu trach cdng tac dao tao, huan luyen true tiep 
chi dao viec td chuc thuc hien dao tao, huan luyen. 

2. Cac dan vi true thudc Tdng cdng ty bao gom: Trung.tam^ Dao tao -
Hudn luyeiTNghiep W Q u a h ly bay, Cdng tyQilan ' ly bay" mi8n^Bic,"Cdngty" 
Quan ly bay mien Trung, Cdng ty Quan ly bay mien Nam, Trung tam Thdng bao 
tin tuc hang khdng, Trung tam Quan ly luong khong luu, Trung tam Phdi hgp 
tim k i l m cmi nan hang khdng, Trung tam K h i tugng hang khdng. 
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3. Sa d6 t6 chuc he thdng dao tao, hudn luyen ciia Tong cong ty tai Phu 
luc I ciia Quy che nay. 

Dieu 9. Tham quy^n cua Hoi dong thanh vien 
1. Chi dao xay dung chien luge, ke hoach trung, dai han dao tao, huan 

luyen phat trien nguon nhan luc cua Tdng cdng ty. 
2. Chi dao xay dung ke hoach san xuat kinh doanh hang nam, trong do 

bao gom gia tri vd ke hoach dao tao, huln luyen cua Tdng cdng ty va giam sat 
thyc hien ke hoach. 

Dieu 10, Tham quyen cua Chu tjch Hoi dong thanh vien 
1. Trinh Bd trudng Bd Giao thdng van tai quyet dinh cu nhan su tham gia 

dao tao, huan luyen.nude ngoai ddi. vdi.cac chuc danh la Chu tich Hdi ddng 
thanh vien, thanh vien Hdi ddng thanh vien, Tdng giam ddc, Kiem soat vien cua 
Chu sd him tai Tdng cdng ty. 

2. Chip thuan cu nhan sy tham gia dao tao, huan luyen nude ngoai ddi vdi 
cac chuc danh: Phd Tdng giam ddc, Ke toan trudng, Trudng Ban, Chanh van 
phong, Giam ddc cac dan v i hach toan phu thudc va cac chuc danh tuang 
duang. 

3. Quyet dinh cu nhan sir tham gia dao tao, huan luyen nude ngoai ddi vdi 
cac chuc danh: K i l m soat vien, Chu tich, Giam ddc Cdng ty T N H H mot thanh 
vien, ngudi dai dien phan vdn gdp cua Tdng cdng ty tai cac Cdng ty con khac va 
Cdng ty lien ket cua Tdng cdng ty. 

Dieu 11. Tham quyen cua Tdng giam ddc 
1. Chi dao xay dirng ke hoach dao tao, huan luyen cua Tdng cdng ty. Phe 

duyet, dieu chinh, bd sung, dieu hanh thuc hien ke hoach chi tiet cua cac ca 
quan, dan vi trong pham vi gia tri da dugc Hdi ddng thanh vien phe duyet. 

2. Phan cdng, phan cap, uy quyen cho Phd Tdng giam ddc va Thu trudng 
cac dan vi trien khai thyc hien cdng tac dao tao, huan luyen. 

3. Thuc hien trach nhiem cua Trudng ca sd dao tao, huan luyen ANS. 
4. K y ket hgp ddng, thda thuan dao tao, huan luyen vdi cac ddi tac trong 

va ngoai Tdng cdng ty. 
5. Quyet dinh cu nhan sy tham gia dao tao, huan luyen nude ngoai, trijr 

cac ddi tugng thudc tham quyen cua Chu tich Hdi ddng thanh vien neu tai Dieu 
10 cua Quy che nay. 

6. Quyet dinh cu nhan sy tham gia dao tao, huan luyen trong nude do 
Tdng cdng ty td chuc ddi vdi tat ca cac ddi tugng. 

7. Thanh lap cac Hdi dong nghiem thu tai lieu, Hdi ddng xet bdi hoan 
kinh phi dao tao. 

8. Chi dao xay dyng, phe duyet cac chuang trinh, giao trinh dao tao, huan 
luyen. 



9. To chuc xay dung, sua doi, bo sung Quy che Quan ly Dao tao-Huan 
luyen cua Tong cong ty trinh Hoi dong thanh vien; ky ban hanh Quy che sau khi 
dugc Hgi dong thanh vien phe duyet. 

Dieu 12. Tham quyen cua Pho Tong giam doc phu trach dao tao, 
huan luyen 

1. True tiep chi dao to chuc trien khai hoat dong dao tao, huan luyen cua 
Tong cong ty. 

2. Chiu trach nhiem truac Tong giam doc ve viec to chuc trien khai boat 
dong dao tao, huan luyen cua Tong cong ty. 

3. Thuc hien nhiem vu cua Pho Trudng ca sd dao tao, huan luyen nhan 
vien ANS. 

Dieu 13. Trach nhiem cua Ban Td chu-c Can bo-Lao dong 
1. La ca quan tham muu, giup viec cho Hdi ddng thanh vien, Tdng giam 

ddc ve cdng tac dao tao, huan luyen. 
- 2. Xay dung cac van ban quan ly cua Tdng cdng ty ve cdng tac dao tao, 

huan luyen trinh cap cd tham quyen phe duyet, 
3. Chu tri xay dung ke hoach dao tao, huan luyen 5 nam hoac dai han khi 

C O yeu cau cua Tdng cdng ty, Chu tri xay dung ke hoach dao tao, huan luyen 
hang nam cua Tdng cdng ty va gui ve Ban Ke hoach-Dau tu trudc ngay 30 thang 
10 hang nam de tdng hgp, xay dung ke hoach chung, trinh cap cd tham quyen 
xem xet, phe duyet. 

4. Chiu trach nhiem tham dinh ke hoach dao tao, huan luyen cua cac dan 
vi . Tham gia tham dinh ve ndi dung dao tao, huan luyen cua cac dy an dau tu; 
theo ddi, cap nhat cac khoa dao tao, huan luyen theo dy an dau tu. 

5. Td chuc cac khoa dao tao, huan luyen trong nude va nude ngoai cua 
Khdi ca quan Tdng cdng ty ve linh vyc Ke hoach-Dau tu, Tai chinh, Van phong 
va cac khoa dao tao, huan luyen khac dugc giao, 

t r r 

6. Tham muu, bao cao Tdng giam ddc quyet dinh cu nhan sy tham gia dao 
tao, huan luyen trong nude, nude ngoai do Tdng cdng ty td chuc. 

7. Td chuc kiem tra, danh gia tinh hinh thyc hien cdng tac dao tao, huan 
luyen tai cac ca quan, dan vi va tdng hgp bao cao Tdng giam ddc. 

8. Chu tri, phoi hgp vdi Trung tam Dao tao - Huan luyen Nghiep vu Quan 
ly bay va cac ca quan, don vi lien quan xay dyng lyc lugng va dieu ddng ddi 
ngu giao vien, huan luyen vien cua Tdng cdng ty trinh Tdng giam ddc phe 
duyet. 

9. Chu tri hudng dan cac ca quan, don vi xay dyng, cap nhat hoac ap dung 
he thdng- chuang trinh, giao trinh, tai lieu dao-tao,-huan luyen-thdng-nhat trong 
Tdng cdng ty trinh Tdng giam ddc phe duyet hoac Cue H K V N ban hanh theo 

r 

phan cap, 
10. Bao cao Tdng giam ddc trinh Cue H K V N cho phep tham dy sat hach 

t w r r f 

de cap giay phep, nang dinh huan luyen vien, cdng nhan giao vien/huan luyen 
vien; d8 xu4t phuang an xay dyng lyc lugng, dieu ddng ddi ngu giao vien, huan 
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luyen vien, trinh T6ng giam ddc phe ehudn, lap va quan ly ho so giao vien, huan 
luyen vien cua Tong cong ty. 

11. Luu trii, cap nhat ho so cac khoa dao tao, huan luyen do Ban To chuc 
Can bo-Lao dong thuc hien theo quy dinh tai Phu luc I I I , phhn V I . 

12. Giai quyet viec boi hoan kinh phi dao tao, huan luyen. 
Dieu 14. Trach nhiem cua Trung tam Dao tao-Huan luyen Nghiep vu 

Quan ly bay 
1. Tham gia xay dimg ke hoach dao tao, huan luyen 5 nam hoac dai han 

khi C O yeu cau cua Tong cong ty. Chu tri xay dung ke hoach dao tao, huan luyen 
hang nam cua Trung tam. 

2. To chuc trien Idiai thuc hien dao tao, huan luyen theo ke hoach dugc 
Tong cong ty giao. 

t r 

3. To chuc, quan ly cac khoa dao tao, huan luyen nhu sau: 
3.1. Dao tao cap chung chi chuyen mon nhan vien ANS. 
3.2. Huan luyen nang cao nghiep vu cho nhan vien ANS va cap giay 

chung nhan hoan thanh khoa huan luyen lien quan. 
3.3. Dao tao, huan luyen do giao vien nuoc ngoai giang day tai Viet Nam. 
3.4. To chuc cac khoa dao tao, huan luyen trong nude va nude ngoai ve 

nghiep vu chuyen nganh Quan ly bay thudc cac Imh vuc: Khdng luu; Thdng tin-
dan dudng-giam sat; Thdng bao tin tuc hang khdng; K h i tugng hang khdng; Tim 
kiem cuu nan; K y thuat; A n toan-An ninh; Tieng Anh chuyen nganh va cac khoa 
dao tao, huan luyen khac dugc giao. 

4. Thuc hien nhiem vu td chuc dao tao, huan luyen cho nhan vien ANS: 
Theo quy dinh tai "Tai lieu hudng dan" do Tdng cdng ty ban hanh. 

5. Phdi hgp vdi cac ca quan, dan vi trong cdng tac xay dung lire lugng 
dieu ddng giao vien va su dung he thdng thiet bi gia dinh cua cac dan vi de thuc 
hien nhiem vu cua Trung tam. Xay dung ke hoach phat trien va td chuc dao tao 
giao vien, huan luyen vien, can bd quan ly dao tao de thuc hien nhiem vu cua 
Trung tam phu hgp vdi quy dinh cua Cue H K V N va tieu chuan qudc te. 

6. Chu tri bien soan, sua ddi, cap nhat chuang trinh, giao trinh, tai lieu 
huan luyen trong pham vi ke hoach, nhiem vu dao tao, huan luyen dugc giao. 

7. Quan ly giao vien, hoe vien trong thai gian tham gia cac khoa dao tao, 
huan luyen do Trung tam td chuc. 

8. Td chuc thi, kiem tra, danh gia ket qua dao tao, huan luyen; cap giay 
chung nhan hoan thanh khoa dao tao, huan luyen cho cac hoc vien tham gia dao 
tao, huan luyen tai Trung tam theo uy quyen cua Tdng giam ddc. 

9: Thdng bao tinh" hinh chap hanhkyluat va ket qua hoc tap cua hoc vien 
tdi cac ca quan, don v i cd lien quan. 

10. Hgp tac vdi cac td chuc trong nude, nude ngoai de thuc hien cac hoat 
ddng dao tao, huan luyen theo phan cap. 



11. L m i trir, cap nhat ho so cac khoa dao tao, huan luyen do Trung tam 
thuc hien theo quy dinh tai Phu luc I I I , phan V I . 

12, Thuc hien che do bao cao dinh ky, dot xuat theo quy dinh. 
Dieu 15. Trach nhiem ciia Ban Tai chinh 

9 r r 

1. Chiu trach nhiem tham dinh kinh phi ke hoach dao tao, huan luyen 
hang nam. 

2. Tham djnh kinh phi cac khoa dao tao, huan luyen, hop dong, thoa thuan 
dao tao, huan luyen cua khoi co quan, 

3. Hudng dan va thuc hien thanh quyet toan chi phi dao tao, huan luyen 
theo quy dinh cua Nha nude va cua Tdng cdng ty. 

Dieu 16. Trach nhiem cua Ban Ke ho^ch - Dau tu* 
Chu tri tdng hop ke hoach dao tao, huan luyen 5 nam hoac dai han; ke 

hoach dao tao, huan luyen hang nam bao cao cap cd tham quyen phe duyet. 
Dieu 17. Trach nhiem cua Ban Quan ly du* an chuyen nganh Quan ly 

bay 
V: Xay dung cac ndi dung ke hoach dao tao, huan luyen theo cac gdi thau 

thudc du an dau tu (neu cd) trong Hd so du an. 
2. Chu tri trien khai td chuc thuc hien cac khoa dao tao, huan luyen cua 

du an dau tu theo hgp ddng da ky ket. 
3. Phdi hgp vdi Ban Td chuc Can bd-Lao ddng thuc hien cac thu tuc lien 

quan tdi cac khoa dao tao, huan luyen theo du an dau tu. 
Dieu 18. Trach nhiem ciia cac Ban, Van phong con lai 
1. Tham gia tham dinh ve chuyen mdn ddi vdi ke hoach dao tao, huan 

luyen 5 nam hoac dai han; ke hoach dao tao, huan luyen hang nam cua Tdng 
cdng ty; tham gia tham dinh ke hoach cac khoa dao tao, huan luyen theo dir an 
dau tu. 

2. Chi dao chuyen mdn trong cdng tac bien soan, sû a ddi, cap nhat 
chuang trinh, giao trinh, tai lieu dao tao, huan luyen theo he thdng chuyen mdn 
nghiep vu dugc giao. 

3. Chu tri d l xuat ve ndi dung chuyen mdn de thuc hien cdng tac dao tao, 
huan luyen theo chuyen mdn nghiep vu dugc giao. 

4. Phdi hgp vdi Ban Td chuc Can bd-Lao ddng trong cdng tac xay dung 
luc lugng, dieu ddng giao vien, huan luyen vien cua Tdng cdng ty. 

Dieu 19. Trach nhiem cua cac dan vi true thudc 
• * • » 

r ' r 

1. Tham gia xay dung ke hoach dao tao, huan luyen 5 nam hoac dai ban 
khi cd yeu cau cua Tdngj;dng ty. Chu tri xay dung ke hoach dao tao, huan luyfn 
hang nam cua dan v i va gui ve Ban Td chuc Can bd-Lao ddng tdng hgp trinh 

t 9 \ 

cap cd tham quyen xem xet, phe duyet. 
2. To chuc trien khai thuc hien dao tao, huan luyen theo ke hoach dugc 

Tdng cdng ty giao. 
3. Td chuc, quan ly cac khda dao tao, huan luyen tai dan vj nhu sau: 



8 

Huan luyen nang dinh, dinh ky, phuc hoi, chuyen loai, nang cao; huan 
huyen cho nhan vien v i pham an toan bay va cac noi dung dao tao, huan luyen 
khac dugc giao. 

4. Thuc hien nhiem vu t6 chuc huan luyen cho nhan vien ANS: Theo quy 
dinh tai "Tai lieu hudng dSn" do Tdng cdng ty ban hanh. 

5. Phdi hgp vdi Ban Td chuc Can bd-Lao ddng va Trung tam Dao tao-
H u i n luyen nghiep vu Quan ly bay trong cdng tac xay dung luc lugng va dieu 
ddng giao vien, huan luyen vien cua Tdng cdng ty. 

6. Chu tri, tham gia bien soan, cap nhat, sua ddi chuang trinh, giao trinh, 
tai lieu dao tao, huan luyen theo phan cap. Chu ddng de nghi cap nhat, sua ddi 
cac chuang trinh, giao trinh huin luyen do Tdng cdng ty ban hanh de phu hgp 
vdi thuc te cua dan vi . 

7. To chuc thi, kiem tra, danh gia ket qua dao tao, huan luyen; cap giay 
r r 

chung nhan hoan thanh khda huan luyen cho cac hoc vien tham gia huan luyen 
do dan v i thuc hien theo uy quyen cua Tdng giam ddc. 

8. Luu tru, cap nhat hd so cac khda dao tao, huan luyen do dan vi thuc 
hien theo quy dinh tai Phu luc I I I , phan V I . 

9. Thuc hien che do bao cao dinh ky, dot xuat theo quy dinh. 

CHirONG HI 
CHINH SACH V E DAO TAO, HUAN L U Y E N 

Dieu 20. Ddi vdi nhan vien hang khong 
1. Tdng cdng ty dam bao cac dieu kien de td chuc dao tao cap chung chi 

chuyen mdn; huan luyen nang dinh, dinh ky, phuc hdi, chuyen loai, nang cao 
cho nhan vien hang khdng de cd du nang luc thuc hien nhiem vu tai vi tri lam 

t r r t 

viec, tham gia kiem tra cap giay phep, nang dinh do Cue H K V N td chuc. 
2. Tdng cdng ty xay dung de an, dy an, chuang trinh de trien khai thyc 

hien va bd tri chi phi dao tao, huan luyen de dap ung cac yeu cau thay ddi 
phuang thuc quan ly, tiep nhan cdng nghe mdi va cac chuang trinh nang cap 
chat lugng dich vu. 

Dieu 21. Ddi vol viec xay dung doi ngu can bg quan ly 
Tdng cdng ty chu trong dao tao, bdi dudng de tao ngudn can bd. Can cu 

quy hoach can bg, xay dung ke hoach dao tao, bdi dudng, cap nhat kien thuc 
mdi theo cac chuang trinh dao tao chuyen sau, nang cao ve linh vyc hang 
khdng; bdi duang chuyen mdn, nghiep vu, ly luan chinh tri, kien thuc qudc 

t r F 

phong va an ninh, trang bi kien thuc hdi nhap qudc te, ky nang quan ly, ky nang 
giao tiep, xu ly tinh hudng. 

Dieu 22. Ddi vdi can bo, nhan vien tham gia cac khda dao tao, huan 
luyen cd trong ke hoach san xuat kinh doanh cua Tdng cdng ty 

Can bd, nhan vien tham gia khda dao tao, huan luyen dugc Tdng cdng ty 
bd tri thai gian, chi tra chi phi dao tao, huan luyen; cd quyet dinh cu tham gia; 
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dugc huang che do theo quy dinh tai Quy che tra luong tra thudng cua Tong 
cong ty; khi co cac chung chi/chung nhan hoan thanh khoa dao tao, huan luyen 
dugc xem xet khi phan cong cong tac, bo nhiem can bg. 

Dieu 23. Boi y&i can bo, nhan vien tham gia cac khoa dao tao, huan 
luyen khong nam trong ke hoach san xuat kinh doanh cua Tong cong ty 
(Cac khoa dao tao, huan luyen dugc tai trg hgc phi hoac tai trg mot phan/toan bg 
chi phi theo cac chuang trinh cua cac ca quan nha nuac, to chuc quoc te). 

Tong cong ty tao dieu kien bo tri thai gian, chi phi doi ung (ve may bay, 
an o...) theo quy dinh cho can bg, nhan vien tham gia dao tao, huan luyen. Can 
bg, nhan vien tham gia dao tao, huan luyen dugc huang che do theo quy dinh tai 
Quy chi tra luang tra thuong cua Tong cong ty. 

Dieu 24. Doi voi can bo, nhan vien tham gia cac khoa boi duang kien 
thirc quoc phong va an ninh 

Can bg, nhan vien tham gia cac khoa boi duong kien thuc quoc phong va 
an ninh dugc Tong cong ty tao dieu kien, bo tri thai gian, chi tra chi phi boi 
dudng; co quyet dinh cu tham gia; dugc huang che do theo quy dinh tai Quy che 
tra luong tra thuong cua Tong cong ty. 

Dieu 25. Khuyen khich viec tu tham gia dao tao, huan luyen cua can 
bg, nhan vien Tong cong ty 

Tong cong ty khuyen Idiich tinh than tu hgc tap nang cao trinh do chuyen 
mon, tieng Anh, tin hgc cua can bg, nhan vien; khuyen khich can bg, nhan vien 
tu thu xep thai gian, chi phi tham gia cac chuang trinh dao tao, huan luyen; dao 
tao sau dai hgc. Tong cong ty tao dieu kien ho trg ve cac thu tuc hanh chinh. Ddi 
vdi cac trudng hgp can thiet cu tham gia dao tao, huan luyen de dap ung yeu cau 
cdng viec, cac ca quan, dan vj bao cao Tdng giam ddc xem xet, quyet dinh. Ddi 
vdi cac trudng hgp dao tao theo chuang trinh, du an cua nha nude, can cu thuc 
te, Tdng giam ddc se quyet dinh chinh sach cu the cho tung ddi tugng tham gia. 

CHirONG IV 
QUAN L Y CONG TAG DAO TAO, HUAN L U Y E N 

Dieu 26. Quan ly dao tao, huan iuyen chung 
1. Ke hoach dao tao, huan luyen 
1.1. Tdng cdng ty quan ly cac khda dao tao, huan luyen dua tren ke hoach 

dao tao, huan luyen hang nam; ke hoach dao tao, huan luyen cua cac du an dau 
tu va cac khda dao tao, huan luyen ngoai ke hoach dugc phan bd cua cac ca sd 
cd tham quyen hoac cac khda dao tao, huan luyen tai trg kinh phi. 

1.2. Ke hoach kirih phi dao tao, huan luyehlanigt bgphan cua ke hoach 
san xuat, kinh doanh. Cac ca quan, dan v i xay dung ke hoach dao tao, huan 
luyen cung ke hoach san xuat kinh doanh hang nam cua minh bao cao Tdng 
giam ddc trinh Hdi ddng thanh vien phe duyet. 
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1.3. Viec b6 sung kinh phi, ngi dung dao tao, huan luyen nham dap ung 
kip thai yeu cau chuyen mon, nghiep vu,.can thiet lien quan true tiep den cac 
dich vu bao dam hoat dong bay, an toan, an ninh ngoai ke hoach dugc giao, 
T6ng giam doc trinh Chii tich Hgi dong thanh vien xem xet, phe duyet. 

1.4. Can cu gia tri ke hoach dao tao, huan luyen hang nam dugc giao,. cac 
dan v i lap Bao cao trien khai ke hoach kem theo Bang trien khai ke hoach dao 
tao, huan luyen hang nam cua dan v i . Ng i dung bao gom cong viec can thirc 
hien, thai gian thuc hien, ngudi thuc hien. Bao cao bang van ban gui ve cac ca 
quan chuc nang Tdng cdng ty (cac Ban: Ke hoach-Dau tu, Tai chinh, Td chuc 
Can bd-Lao ddng, Ky thuat va Kiem soat ndi bd) trong vdng 15 ngay ke tu ngay 
ra Quyet djnh giao ke hoach de theo ddi, kiem tra, giam sat thuc hien. 

(Mau Bang trien khai ke hoach dao tao, huan luyen tai Phu luc I I cua Quy 
che nay). 

t r r 

1.5. Cac dan vi cd trach nhiem trien khai ke hoach dao tao, huan luyen 
theo cac ndi dung trong Bao cao trien khai ke hoach. Ddi vdi cac ndi dung phat 
sinh ngoai, cac don vi bao cao Tdng giam ddc xem xet, quyet dinh. 

2, Quy trinh td chiic khda dao tao, huan luyen 
Cac ndi dung ca ban cua Quy trinh td chuc khda dao tao, huan luyen bao 

y r r i 

gom: Lap ke hoach khda dao tao, huan luyen; trinh tir td chuc thuc hien; theo 
ddi, kiem tra, giam sat; bao cao ket qua, thanh quyet toan, luu hd sa. Ndi dung 
chi tiet cua Quy trinh td chuc khda dao tao, huan luyen tai Phu luc I I I cua Quy 
che nay. 

3. Phan cap quan ly chuang trinh, giao trinh, tai lieu giang day 
3.1. Cac khda hgc phai cd chuang trinh, giao trinh hoac tai lieu giang day 

dugc cap cd tham quyen phe duyet. 
t r r t 

3.2. Tdng giam ddc quyet dinh viec td chuc xay dung, phe duyet giao 
trinh ddi vdi cac chuang trinh dao tao, huan luyen dugc Cue H K V N ban hanh, 
cu the nhu sau: 

a) Chuang trinh, dao tao, huan luyen nghiep vu ban dau de cap chung chi 
chuyen mdn nhan vien hang khdng; 

b) Chuang trinh huan luyen nang dinh nhan vien hang khdng; 
c) Chuang trinh huan luyen dinh ky, phuc hdi, chuyen loai nhan vien hang 

khdng. 
3.3. Tdng giam ddc quyet dinh viec td chuc xay dung, phe duyet cac 

chuang trinh, giao trinh hoac tai lieu giang day sau: 
a) Chuang trinh dao tao, huan luyen bdi dudng, nang cao va huan luyen 

bay lam quen; 
b) Chuang trinh dao tao, huan luyen khac do Tdng cdng ty chu tri td chuc 

thirc hien, 
T f r 

3.4. Tdng giam ddc quyet dinh phe duyet cac chuang trinh, giao trinh 
hoac tai lieu giang day ap dung chung cho Tdng cdng ty do cac dan vi de xudt 
xay dung, trinh phe duyet. 
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3.5.-Thu trudng cac don v i quyet dinh viec td chuc xay dung, phe duyet 
cac chuang trinh, giao trinh hoac tai, lieu giang day do dan vi chu tri td chuc 
thirc hien. 

r r 

4. Dam bao co* sd vat chat phuc vu cdng tac dao tao, huan luyen 
4.1 . Viec td chuc khda dao tao, huan luyen phai dam bao ca sd vat chat 

r t 

nhu phong hoc, trang thiet bi, dung cu, van phong pham phuc vu cdng tac giang 
day va hoc tap. 

4.2. Ca sd vat chat, trang thiet bi phuc vu cdng tac dao tao, huan luyen 
nghiep vu nhan vien hang khdng phai dap ung cac quy dinh cua Bd GTVT, Cue 

T 

H K V N va Tdng cdng ty. 
5. Chirng chi, giay chirng nhan 
5,1. Hoc vien hoan thanh nhiem vu khda dao tao duac cap chung chi 

chuyen mdn, khda huan luyen dugc cap giay chung nhan hoan thanh khda huan 
luyen. 

1: 5,2. Ca nhan chiu trach nhiem quan ly chung chi chuyen mdn, giay chung 
nhan va gui ban sao cho ca quan quan ly hd sa khda dao tao, huan luyen theo 
quy dinh. 

5.3. Tham quyen cap chung chi, giay chung nhan: 
a) Tdng giam ddc hoac Phd Tdng giam ddc phu trach dao tao, huan luyen 

dugc uy quyen cap giay chung nhan hoan thanh cac khda huan luyen do Tdng 
cdng ty td chuc va cap chung chi chuyen mdn cho nhan vien ANS. 

b) Thu trudng dan v i cap giay chung nhan ddi vdi cac khda dao tao, huan 
luyen do dan v i td chuc theo uy quyen cua Tdng giam ddc. 

(Mau chung chi, giay chung nhan tai Phu luc I V va Phu luc V cua Quy 
che nay) 

6. Che do bao cao 
• 

6.1. Thu trudng cac dan vi cd trach nhiem bao cao cdng tac dao tao, huan 
luyen cua dan v i minh. Bao cao gui ve Ban Td chuc Can bd-Lao ddng theo dinh 
ky va dot xuat. 

a) Bao cao dinh ky: Bao cao hang thang trudc ngay 25 hang thang, bao 
cao quy trudc ngay 25 cua thang cudi quy, bao cao nam trudc ngay 25 cua thang 
cudi nam. Bao cao cac thang 3, 6, 9, 12 dugc tdng hgp chung trong bao cao Quy 
I , 6 thang, Quy I I I va ca nam. Ndi dung bao cao dinh ky gdm: Danh gia chung 
ve viec trien khai ke hoach; tinh hinh thuc hien, udc thyc hien ke hoach; cac de 
xuat, kien nghi. Bao cao dinh ky dugc gui kem theo Bang ket qua thyc hien ke 
hoach dao tao, huan luyen. 

(Mau Bang-ket qua thyc hien ke hoach dao tao,-huan-luyen tai Phu luc V I 
cua Quy che nay). 

b) Bao cao dot xuat: Thyc hien khi cd yeu cau. 
6.2. Ban Td chuc Can bd-Lao ddng chiu trach nhiem hudng dan cac ca 

quan, don v i thyc hien cdng tac bao cao va tdng hgp sd lieu, danh gia hieu qua. 
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bao cao Tong giam doc ket qua thuc hien dong thai gui ve Ban Ke hoach-Dau tu 
de t6ng hgp bao cao cac ca quan quan ly Nha nuac theo quy dinh. 

Dieu 27. Quan iy dao tao, huan luyen nhan vien ANS 
1. Co* sd dao tao, huan luyen nhan vien ANS 

f r 

L I . Tdng cdng ty la co sd dao tao, huan luyen nhan vien ANS (Ca sd) da 
dugc Cue H K V N cap phep (cip g i i y chung nhan ca sd du dieu kien dao tao, 
huan luyen nghiep vu nhan vien ANS), cd 7 chi nhanh dao tao, huan luyen nhan 
vien ANS true thudc Tong cdng ty: Trung tam Dao tao - Huan luyen Nghiep vu 
Quan ly bay (Chi nhanh 1), Cdng ty Quan ly bay mien Bac (Chi nhanh 2), Cdng 
ty Quan ly bay mien Trung (Chi nhanh 3), Cdng ty Quan ly bay mien Nam (Chi 
nhanh 4), Trung tam Thdng bao Tin tuc hang khdng (Chi nhanh 5), Trung tam 
Quan ly ludng khdng luu (Chi nhanh 6), Trimg tam Phdi hgp tim kiem cuu nan 
hang khdng (Chi nhanh 7). Trudng hop Idii cd thay ddi ve td chuc, Tdng cdng ty 
lap hd sa de nghi Cue H K V N cap phep dieu chinh bd sung cac chi nhanh. 

1.2. Tdng giam ddc la Trudng Ca sd chiu trach nhiem chung; phan cdng, 
phan cap, liy quyen cho Phd Tdng giam ddc phu trach cdng tac dao tao, huan 
luyen va thu trudng cac ca quan, don v i trien khai thuc hien cdng tac dao tao, 
huan luyen. Phd Tdng giam ddc phu trach cdng tac dao tao, huan luyen la Phd 
trudng Ca sd true tiep chi dao va chiu trach nhiem trudc Tdng giam ddc ve viec 
td chuc trien khai hoat ddng dao tao, huan luyen cua Ca sd. Thu trudng cac don 
vi (Trudng cac chi nhanh dao tao, huan luyen) chiu trach nhiem td chuc thuc 
hien cac khda dao tao, huan luyen tai chi nhanh. 

r r 

1.3. Trudng cac chi nhanh dao tao, huan luyen chiu trach nhiem bd tri 
quan ly ddi ngQ giao vien, huan luyen vien; he thdng chuang trinh, giao trinh, tai 
lieu giang day; ca sd vat chat, trang thiet bi phuc vu cdng tac dao tao, huan 
luyen cua chi nhanh. 

1.4. Cac chuang trinh dao tao, huan luyen nhan vien ANS dugc Cue 
H K V N ban hanh, cd ndi dung va thai lugng theo quy dinh tai Thdng tu sd 
10/2018/TT-BGTVT ngay 14/03/2018. Cac giao trinh dao tao, hu§n luyen nhan 
vien ANS do Tdng giam ddc phe duyet dua tren ca sd cac chuong trinh da dugc 
Cue H K V N ban hanh. 

1.5. Cac giao vien, huan luyen vien thuc hien dao tao, huan luyen nhan 
vien ANS dugc Cue H K V N cap giay phep, nang dinh hoac cdng nhan theo quy 
dinh. 

r r r r 

1.6. Ca sd vat chat, phuong tien, he thdng trang thiet bi dao tao, huan 
luyen cua cac chi nhanh dugc su dung chung trong Tdng cdng ty sao cho phu 
hgp vdi muc dich dao tao, huan luyen cua cac chi nhanh. Cac chi nhanh cd trach 

. nhiem lien he, trao ddi, phdi hgp chat che vdi nhau.trong qua trinh su dung, 
1.7. Cdng tac td chuc cac khda dao tao, huan luyen cho nhan vien ANS: 

Thuc hien theo cac quy dinh tai "Tai lieu hudng dan" cua Tdng cdng ty. 
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2. To chiic huan luyen tai vi tri iani viec 
2.1. Huan luyen vien tham gia huan luyen tai v i tri lam viec phai dap ung 

cac tieu chuan cua huan luyen vien tai Dieu 31 cua Quy che nay. 
r r •» 

2.2. Huan luyen vien khi thuc hien huan luyen tai v i tri lam viec dugc boi 
duong theo quy dinh tai Phu luc V I I I cua Quy che nay. 

2.3. Hgc vien huan luyen tai vi tri lam viec phai dam bao dap ung yeu cau 
kien thuc can thiet ca ve ly thuyet va thuc hanh theo yeu cau huan luyen da dat 
ra. Trudng hgp hoc vien chua dap ung yeu cau phai tiep tuc tham gia huan luyen 
va khdng dugc bd tri cac ddi tugng nay huan luyen tai vi tri lam viec. 

2.4. Hgc vien trudc khi bd tri huan luyen tai v i tri lam viec phai dugc danh 
gia trinh do, nang lire dam bao chat che, khach quan. 

2.5. Ddi vdi huan luyen Kiem soat vien khdng luu: 
a) Ngudi dugc giao nhiem vu huan luyen tai v i tri lam viec phai bao dam 

hoc vien da nhan dugc day du cac thdng tin lien quan, nhan djnh tot tinh huong 
khdng luu va cd phuang an dieu hanh an toan; khai thac cac thiet bi, tinh nang 
chuyen dung cho cdng tac huan luyen tai v i tri bao dam an toan bay tuyet ddi. 

b) Nghiem cam bd tri hoc vien huan luyen tai v i tri lam viec ma khdng cd 
ngudi hudng dan du dieu Iden hoac khi cd tinh huong khdng l im phuc tap, tinh 
hudng uy hiep an toan bay, dieu kien thai tiet xau, trang thiet bi hoat ddng 
khdng dn dinh, cd hoat ddng bay chuyen ca, thai gian bao dam thay phien 
trirc/ca true, hgc vien dang huan luyen bi dm. 

c) Ddi vdi huan luyen nhan vien ANS khac: Thu trudng dcm vi can cu 
•1 r t y. w r 

dieu kien thuc te quy dinh cu the ve huan luyen tai v i tri lam viec va nguyen tac 
su dung ca sd vat chat, trang thiet bi tai vi tri lam viec. 

3. Huan luyen nhan vien ANS vi pham an toan bay 
3.1. Ndi dung huan luyen nham nang cao nang lire, ky nang cua nhan vien 

vi pham dap ung cac ket luan an toan bay cua Cue H K V N , theo yeu c^u cua 
Tdng cdng ty. 

3.2. Thu trudng don v i cd nhan vien vi pham to chuc hu in luyen, kiem tra 
danh g i 4 cap nhat hd sa huan luyen nhan vien; bao cao Tong giam ddc ket qua, 
hd so huan luyen va de xuat phuc hdi nang dinh. 

4, Lap hd so* huan luyen nhan vien ANS; Thuc hien theo "Hudng dan 
viec lap va luu tru hd sa huan luyen nhan vien bao dam hoat dong bay (ANS)" 
cua Cue H K V N tai Quyet dinh sd 2121/QD-CHK ngay 18/9/2019. 

C H i r O N G V 
GIAO VIEN, HUAN L U Y E N V I E N 

Dieu 28, Quy dinh chung 
1. Tdng cdng ty thdng nhat quan ly trong viec xay dung lire lugng, di6u 

ddng ddi ngu giao vien, huan luyen vien de thirc Men nhiem vu dao tao, h u ^ 
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luyen chung cua Tong cong ty. Giao vien, huan luyen vien tham gia giang day 
phai dap ung cac yeu cau theo quy djnh. 

2. Huan luyen vien khong Iim chuyen trach phai co toi thieu 100 gia/nam 
true tiep tham gia thuc tS quan sat tai vi tri dieu hanh hoac true tiep dieu hanh 
bay. Giam doc don vi can cu thai gian giang day cua huan luyen vien khong luu 
dk bo tri thai gian tham gia thuc te quan sat phu hop; phan cong can bo theo doi, 
danh gia viec tham gia thuc te cua huan luyen vien khong luu. 

3. Kip truong, kip pho, kiem soat vien khong luu co nang dinh huan luyen 
vien khong luu phai tham gia vao cong tac huan luyen toi thieu 100 gid/nam. 

Dieu 29. Phan loai giao vien, huan luyen vien, phi cong gia djnh 
1. Chuyen trach: Can bo, nhan vien cua Tong cong ty thuc hien toan thai 

gian tham gia giang day. 
2. Kiem nhiem: Can bo, nhan vien cua Tong cong ty dang dam nhiem cac 

chuc danh chuyen mon nghiep vu va su dung mot phan thdi gian tham gia giang 
day. 

3. Giao vien thinh giang: Giao vien ben ngoai Tong cong ty, do Tong 
cong ty mdi tham gia giang day, cd trinh do chuyen mdn lien quan den mdn 
giang day, cd kinh nghiem, kha nang su pham dap ung yeu cau khda dao tao, 
huan luyen. 

Dieu 30. Tieu chuan giao vien chuyen trach, Idem nhiem 

1. Cd hieu biet Luat Hang khdng dan dung Viet Nam, ndi dung cac quy 
dinh cua Bd GTVT va Cue H K V N ve chuyen nganh hang khdng, cac van ban 
phap luat khac cd lien quan den chuyen nganh quan ly hoat ddng bay; 

2. Co hieu biet phap luat qudc te ve hang khdng, cac tieu chuan va khuyen 
cao thirc hanh neu trong cac tai lieu cua ICAO lien quan den chuyen nganh; 

3. Cd trinh do va ky nang chuyen mdn kha, pham chat chinh trj tdt, khdng 
bi ky luat tu canh cao trd len trong 03 nam gan nhat ve Irnh vuc chuyen mdn; 

4. Dap ung mot trong cac yeu cau sau: 
4.1. Cd chung chi chuyen mdn theo quy dinh tai van ban quy pham phap 

luat chuyen nganh hang khdng hoac cd kinh nghiem 05 nam lam viec trong linh 
vuc chuyen mdn lien quan den mdn giang day. 

4.2. Cd nghiep vu su pham theo phap luat ve giao due hoac giao due nghe 
nghiep. 

5. Dugc Cue Hang khdng Viet Nam cdng nhan theo quy dinh. 
Dieu 31. Tieu chuan huan luyen vien chuyen trach, kiem nhiem 

1. Cd Meu biet Luat Hang khdng dan dung Viet Nam, ngi dung cac quy 
dinh cua cua Bd GTVT va Cue H K V N ve chuyen nganh hang khdng, cac van 
ban phap luat khac cd lien quan den chuyen nganh quan ly hoat ddng bay; 

2. Cd hieu biet phap luat qudc te ve hang khdng, cac tieu chuan va khuyen 
cao thuc hanh neu trong cac tai lieu cua ICAO lien quan den chuyen nganh; 
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3. Co trinh do va ky nang chuyen mon kha, pham chat chinh tri tot, khong 
hi ky luat tu canh cao tra len trong 03 nam gan nhat ve ITnh vuc chuyen mon; 

4. Co bang hoac chung chi dao tao ca ban chuyen nganh phu hgp; 
5. Co chung chi nghiep vu su pham; 
6. Co chung chi tot nghiep khoa dao tao ve huan luyen vien chuyen nganh 

tai cac ca sd dao tao ve hang khdng cua ICAO hoac ca sd dao tao dugc Cue 
H K V N cdng nhan; 

7. Cd it nhat 05 nam kinh nghiem ddi vdi chuyen nganh tham gia huan 
luyen; 

r I t 

8. Cd trinh do tieng Anh muc 4 theo danh gia cua ICAO ddi vai Huan 
luyen vien khdng luu (dieu hanh bay); huan luyen vien cac chuyen. nganh khac 
(tru huan luyen vien danh tin hieu tau bay) phai cd trinh do tieng Anh TOEIC 
550 hoac tuang duang hoac trinh do tieng Anh muc 3 tu nam 2021; 

9. Dugc Cue Hang khdng Viet Nam kiem tra/sat hach, cap giay phep, 
nang dinh hoac cdng nhan theo quy dinh. 

Dieu 32. Quyen Igi va trach nhiem cua giao vien, huan luyen vien 

1. Giao vien, huan luyen vien dugc uu tien dao tao, bdi dudng, tham gia 
cac hoat ddng chuyen mdn de nang cao trinh do chuyen mdn nghiep vu, ngoai 
ngix, tin hgc va nghiep vu su pham, ky nang giang day. 

2. Dugc hudng che do bdi dudng Idii thuc hien nhiem vu dao tao, huan 
luyen theo quy dinh cua Tdng cdng ty. 

3. Cd trach nhiem xay dung hoac tham gia y kien ve ndi dung chuang 
trinh, giao trinh, tai lieu dao tao, huan luyen. 

4. Thuc hien nhiem vu giang day khi dugc phan cdng va chiu trach nhiem 
ve chat lugng chuyen mdn dugc giao. 

5. Che dd di lai thuc hien theo che do di cdng tac. 

CHirONG VI 
K I E M TRA, DANH GIA CHAT LlTonVG 

Dieu 33. Kiem tra, Kiem soat, danh gia chat lugng 
1. Ket thuc khda dao tao, huan luyen, cac ca quan, don vi cd trach nhiem 

danh gia chat lugng khda dao tao, huan luyen theo quy dinh thdng qua phieu 
danh gia khda dao tao, huan luyen (phieu danh cho giao vien/huan luyen vien; 
phieu danh cho hgc vien) va danh gia hieu qua dao tao, huan luyen. 

(Mau Phieu danh gia khda dao tao, huan luyen danh cho giao vien/huan 
Tuyen vien tai Phu luc V I I , Mau 01; Mau Phieu danh gia khda dao tao, huan 
luyen danh cho hgc vien tai Phu luc V I I , Mau 02 cua Quy che nay). 

2. Ban Td chuc Can bd-Lao ddng: Dinh ky hang nam, chu tri td chuc 
kiem tra, danh gia tinh hinh thyc hien hoat ddng dao tao, huan luyen cua cac dan 
v i , bao cao Tdng giam ddc ket qua thuc hien. 



16 

3. Ban An toan-Chat lucmg va An ninh: Chiu trach nhigm giam sat, danh 
gia viec ap dung He thong quan ly chat lugng theo tieu chuan ISO trong cong 
tac dao tao, huan luyen. 

CHirOTVG V H 

Q U Y E N L O I V A T R A C H N H I E M CUA NGlTCXl T H A M G I A 
D A O T A O , H U A N L U Y E N 

Dieu 34. Quyen Ig i cua nguoi tham gia dao tao, huan iuyen 
1. Dugc tao dieu kien tham gia cac khoa dao tao, huan luyen de dap ung 

tieu chu^n chuc danh va nhiem vu dugc giao. 
2. Doi tugng mod tuyin dung dugc boi duong kien thuc ca ban hang khong. 
3. D6i tugng phai co giay phep va nang dinh dugc tham gia dao tao, huan 

luyen nghiep vu nhan vien hang khong theo quy dinh cua Bo GTVT va Cue 
H K V N . 

4. Dugc bo tri thdi gian de tham gia dao tao, huan luyen; bd tri cdng tac 
phu hgp sau khi hoan thanh khda dao tao, huan luyen. 

5. Trong thdi gian tham gia dao tao, huan luyen dugc hudng che do tien 
luang, tien thudng va cac che dd khac theo quy dinh cua Nha nude va cua Tdng 
cdng ty. 

r 

6. Dugc xem xet khen thudng theo Quy che thi dua - khen thudng, 
Dieu 35, Trach nhiem cua ngudi tham gia dao tao, huan Iuyen 
1. Tuan thu Quyet dinh cu tham gia khda dao tao, huan luyen. 
2. Chap hanh quy dinh cua khda dao tao, huan luyen; thirc hien nhiem vu 

hoc tap dugc giao. 
3. Chap hanh che dd bao cao ket qua hoc tap theo quy dinh. 
4. De xuat viec ap dung kien thuc dugc hoc vao thuc te; thirc hien nhiem 

vu truyen dat kien thuc dugc hoc, tham gia bien soan, bien dich tai lieu khi dugc 
yeu cau. 

T r 

5. Trudng hgp dac biet khdng the tham gia dugc khoa dao tao, huan luyen 
phai kip thdi bao cao ngudi ra quyet dinh cu tham gia khda dao tao, huan luyen. 

6. Ddi vdi khda dao tao, huan luyen d nude ngoai, phai chap hanh quy 
dinh cua Viet Nam va cua nude sd tai; ton trong phong tuc, tap quan, truyen 
thdng van hda, g i u mdi quan he huu nghi hgp tac qudc te vdi ngudi nude ngoai. 

7. Ddi vdi Dang vien, doan vien cua cac td chuc doan the cd trach nhiem 
thuc hien cac quy dinh cua Dang va cac to chuc doan the. 

8. Thuc hien nghia vu bdi hoan kinh phi dao tao, huan luyen khi vi pham 
theo quy dinh cua Quy che nay va phap luat cua ISIha nude. 
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CHU'ONG V I H 
K I N H P H I V A B O I H O A N K I N I I P H I D A O T A O , H U A N L U Y E N 

Dieu 36. Kinh phi dao tao, huan Iuyen 
Kinh phi dao tao, huan luyen eua Tong cong ty bao gom; 

9 r r 

1. Kinh phi dao tao, huan luyen Iheo ke hoach san xuat, kinh doanh dugc 
cap c6 tham quyen phe duyet hang nam. 

2. Kinh phi dao tao, huan luyen theo cac dir an dau tu bang nguon von cua 
Tong Cong ty. 

3. Kinh phi dao tao, huan luyen tu quy khoa hgc cong nghe cua Tong 
cong ty. 

4. Cac nguon von vay, nguon tai trg khac. 
Dieu 37. Ngi dung sir dung kinh phi dao tao, huan luyen 
Kinh phi dao tao, huan luyen dugc su dung de thuc hien cac noi dung ve 

to chuc khoa dao tao, huan luyen; chi phi giao vien, huan luyen vien; chi phi xay 
r r F 

dung giao trinh; thu tuc xuat nhap canh; phuang den di lai; ca sd vat chat, trang 
thiet bi, van phong pham; chi phi an, d, sinh hoat phi. 

Dieu 38. Dinh muc kinh phi 
Dinh muc cac khoan chi phi dao tao, huan luyen dugc quy dinh tai Phu 

luc V I I I cua Quy che nay. 
Dieu 39. Bdi hoan kinh phi dao tao, huan luyen 
1. Bdi hoan kinh phi dao tao, huan luyen dugc thuc hien theo quy dinh 

cua phap luat va cac quy dinh cu the tai Quy che nay. 
2. Ngudi tham gia khda dao tao, huan luyen khdng hoan thanh nhiem vu 

hgc tap ma khdng cd ly do chinh dang hoac dan phuang cham dut hgp ddng lao 
ddng khi chua thuc hien du thdi gian yeu cau lam viec cho Tdng cdng ty theo 
quy dinh thi phai bdi hoan toan bd hoac mot phan chi phi dao tao, huan luyen 
tuang ung vdi ty le giua thdi gian da lam viec va thdi gian yeu cau lam viec cho 
Tdng cdng ty. 

3. Tdng giam ddc quyet dinh thanh lap Hdi ddng xet bdi hoan chi phi dao 
tao, huan luyen. Hd i ddng xet bdi hoan chi phi dao tao dao tao, huan luyen cd 
cac thanh phan: Lanh dao Tdng cdng ty, dai dien Ban chap hanh Cdng doan 
cung cap, ca quan td chuc Can bd - Lao ddng, ca quan Tai chinh, thu trudng 
dan vi cd ca nhan phai bdi hoan. Hdi ddng cd trach nhiem xem xet, trinh Tdng 
giam ddc quyet dinh muc bdi hoan chi phi dao tao, huan luyen. 

4. Trong thdi han ba (03) thang ke tii ngay cd quyet dinh bdi hoan chi phi 
dao tao,"huan luyen, ngudi cotrach nhiem bdi hoan phai hoan thanh viec nop du 
sd tien phai bdi hoan. 

Dieu 40. Tinh toan chi phi bdi hoan 
1, Ddi vdi ngudi khdng hoan thanh nhiem vu hgc tap ma khdng cd ly do 

chinh dang phai bdi hoan 100% tdng chi phi cua Idida dao tao, huan luyen bao 
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gom hoc phi, chi phi di lai, sinh hoat phi va cac chi phi ho trg khac do Tong 
cong ty da chi tra. 

2. D6i vdi ngudi don phuang cham dut hgp ddng lao ddng each thuc tinh 
chi phi dao tao, hudn luyen phai bdi hoan nhu sau: 

X yeu cau ~ T, am viec 
Cb x T C 

Tyeu cau 

Trong do: 

Cb3i hoan: la chi phi dao tao, huan luyen phai bdi hoan. 

- Tyeu c^u: la thdi gian yeu cau lam viec dugc quy dinh tai Quy che nay. 
/ r 

Tiamviec: la thol gian lam viec sau khi dao tao, huan luyen den khi dan 
phuang cham dut hgp ddng lao ddng. 
TC : la tdng chi phi cho mdi hoc vien tham gia khda dao tao, huan luyen 

3. Thdi gian yeu cau lam viec: 
Thdi gian yeu cau lam viec cho Tdng cdng ty dugc quy dinh can cu vao 

thdi gian dao tao, huan luyen quy ddi (T) nhu sau: 
r r 

3.1. Neu T nhd ban 01 thang, phai lam viec it nhat 12 thang; 
3.2. Neu T tu 1 thang den dudi 6 thang, phai lam viec it nhat 24 thang; 
3.3. Neu T tu 6 thang den it han 12 thang, phai lam viec it lohat 36 thang. 
3.4. Neu T tu 12 thang den it han 24 thang, phai lam viec it nhat 48 thang; 
3.5. Neu T tu 24 thang trd len, phai lam viec it nhat 2,5 Ian thdi gian dao 

tao, huan luyen quy ddi; 
4. Cach tinh thdi gian quy ddi: 
4.1. Ddi vdi cac khda dao tao, huan luyen hen tuc tai nude ngoai, T bang 

thdi gian dao tao, huan luyen cua chuang trinh; 
4.2. Ddi vdi khda dao tao, huan luyen lien tuc trong nude, T dugc tinh 

bang Vt. thdi gian dao tao, huan luyen cua chuang trinh; 
4.3. Ddi vdi chuang trinh dao tao, huan luyen ca trong nude va nude 

ngoai, T dugc tinh bang tdng cua ca 2 phan T rieng biet trong nude va nude 
ngoai; 

4.4. Ddi vdi chuang trinh dao tao khdng lien tuc d nude ngoai, T dugc 
tinh bang tdng thdi gian dao tao, huan luyen tung dgt rieng biet cua chuang 
trinh; 

4.5. Ddi vdi chuang trinh dao tao, huan luyen khdng lien tuc trong nude, 
neu khdng tinh'dugc tdng thdi gian dao tad7 huan luyen thuc "te thi T dugc tinh 
bang 1/3 thdi gian thyc hien khoa dao tao, huan luyen ghi trong chuang trinh. 

Dieu 41. Dieu kien dugc giam chi phi boi hoan 
M d i nam cdng tac cua can bd, nhan vien (khdng tinh thdi gian tap sy va 

thdi gian cdng tac sau khi dugc dao tao, huan luyen) dugc tinh giam 1 % chi phi 
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boi iioan. Truong hgp la nu hoac nguai dan tgc thieu so thi moi nam cong tac 
dugc tinh giam toi da 1,5% chi phi boi hoan, 

CHirCWVGIX 
X t T L Y V I P H A M 

Dieu 42. X u ly vi pham 

1. Cac trudng hgp v i pham phap luat, v i pham quy che se bi x u ly Icy luat 
theo quy dinh cua phap luat va cua Tdng cdng ty. 

2. Ddi tugng v i pham dugc thdng bao ve ca quan, dan v i quan ly de x u ly. 

3. Ddi tugng thudc dien phai bdi hoan kinh phi dao tao, huan luyen thuc 
hien theo trinh tir, thu tuc, quy dinh ve bdi hoan kinh phi. 

CHl/ONG X 
DIEU KHOAN THI H A N H 

Dieu 43. Trien khai thuc hien 
• « 

1. Cac ca quan, dan v i va ca nhan cd lien quan thudc Tdng cdng ty chiu 
trach nhiem td chuc trien khai thirc hien Quy che nay. 

2. Trudng hgp cac quy dinh phap luat hien hanh cua Nha nude cd quy 
dinh Idiac vdi cac quy dinh trong Quy che nay thi ap dung theo quy dinh hien 
hanh cua Nha nude. 

3. Trong qua trinh thuc hien neu cd vudng mac, can sua ddi, bd sung, cac 
ca quan, don vi phan anh ve Ban Td chuc Can bd-Lao ddng de tdng hgp, bao 
cao Tdng giam ddc xem xet, quyet dinh./. 

TQIffifGIAM DOC 



H E T H O N G D A O T A Q 

(Ban hanh h 

Phu luc I 

C U A T O N G C 6 N G T Y Q U A N L Y B A Y V I E T N A M 

sd A5^8 /QD-QLB ngdy/f6thdng 6 nam 2020 
Tdng cong ty Qudn ly bay Viet Nam) 

H O I D 6 N G T H A N H V I E N 

T 6 N G G I A M D 6 C 

P H O T 6 N G G I A M D O C 
( P H V T R A C H D T H L ) 

TRUNG T A M D A O TJ^O - H U A N L U Y E N 
NGHrfP V V Q U A N L ^ B A Y 

B A N T6 CHtrC C A N BO - L A O DONG 

Quan h$ trirc tiep chi dao va chap hanh 

>• Quan he phoi hgp 

C A C B A N , V A N P H 6 N G 

1. B A N KltU S O A T N Q I B O 

2. V A N P H O N G T 6 N G C 6 N G T Y 

3. B A N T 6 CHirC C A N B O - L A O D O N G 
4. B A N K 6 H O A C H - D A U T U " 

5. B A N T A I C H I N H 

6. B A N K H O N G L U U 

7. B A N K Y T H U A T 

8. B A N A N T O A N - C H A T L U ' O N G & A N N I N H 

9. B A N Q L D A C H U Y £ N N G A N H Q L B 

C A C DON V J 

1. C O N G T Y Q U A N Vi B A Y MifiN B A C 

2. C O N G T Y Q U A N B A Y MifiN T R U N G 

3. C Q N G T Y Q U A N L V B A Y M I £ N N A M 

4. T R U N G T A M T H O N G B A O T I N TlTC H K 

5. T R U N G T A M Q U A N L ^ L U Q N G K H O N G L U U 

6. T R U N G T A M P H 6 I HOP "riM K I ^ C O U N ^ H K 

7. T R U N G T A M K H I T U O N G H A N G K H 6 N G 



Phu luc II 
BANG TRIEN KHAI KE HOACH DAO TAO, HUAN LUYEN NAM ... 

(Ban hanh kem theo Quyet dinh so /QB-QLB ngay/fi thdng 6 nam 2020 cua Tdng gidm dSc Tdng cong ty Qudn ly bay Viet Nam) 

Dan vit'mh: 1000 VNB 
T T N^i dung Doi tuffng Nffi dSo tao/Cff Don vj thuc ThM gian s6 S6 Tong 

s6 
nguoi 

Kinh phi Tiin d^/ PhSn Ghi chu 
sd* ddo tao du-

kien (Ho^c dffn 
vi chii trii 

hifn is6 ngdy) I6p ngu-fri/ldp 
Tong 

s6 
nguoi 

k̂ ' thyc hifn 

/ 2 3 4 5 6 7 8 9 10 12 

A DAO TAO HUAN L U Y E N TRONG NU*6C 
I D^o tao hu^n luy^n thuS ngo î 

1 'L<i lu^n chfnh trj 

2 Q u ^ ly nh^ nu6c 

3 Chuyen mon nghiep vu: vSn ph6ng, tai chinh, 
hoach, d̂ u tir, xSy d\mg ca bSn, qu^n ly du ^n, 
lao dfing tiln lucmg... 

4 B6i duSng kiln thiic an ninh qu6c ph6ng 

5 An toan v$ sinh lao dfing 

6 NOi dung khdc 

6.1 .... 
II D^o tao hudn luyfn tu* thuc hifn 

II. 1 D^o t^o, hudn luy^n nhan vien dSm bdo hoat d^ng bay (ANS) 

1 Kh6ng luu 

1.1 Dho tao chtatg dil chuyen mdn 

1.1.1 Ki^m sodt vi^n kh6ng luu 

1.1.2 NhSn viSn thii tuc bay 

1.1.3 NhSn vi6n th6ng bdo, hi?p ddng bay 

1.1.4 Nhan vignATFM 

1.1.5 NhSn viSn dinh tin hî u 

1.1.6 Nhdn vien khai thdc liSn lac s6ng ngSn kh6ng dja 
fHFA/G^ 

1.1.7 .... 
U Huan luy^n n&ng dinft 

1.2.1 Kiem sodt vien khong luu 

1.2.2 NhSn vien thii tuc bay 
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T T Noi dung Ddi tu-ffng Nffi dao tao/Co Dffn vj thyc Thdi gian Sd s6 Tdng 

sd 
ngudi 

Kinh phf Tidn d§/Phan Ghi chu 
sd* ddo tao du* 

kien (Ho^c dffn 
vi chn irW 

hifn (so ngdy) 16-p ngu-6i/16p 
Tdng 

sd 
ngudi 

ky thuc hi|n 

1.2.3 NhSn vien th6ng bdo, hiep dong bay 
1.2.4 NhSn vian ATFM 

1.2.5 NhSn vi§n ddnh tin hi?u 

1.2.6 Nhan vien khai thdc liSn lac s6ng ng§n khSng dja 
fHF A/G) 

1.2.7 Kip trudng khong luu 

1.2.8 Huan luy6n viSn khong luu 

1.2.9 Hudn luy^n viSn ATFM 

1.2.10 

U Hudn luy^n ituth kp 
1.3.1 Kilm sodt viSn khdng luu 
1.3.2 Nhdn vi^n thii tyc bay 

1.3.3 N h ^ vi6n th6ng bdo, hî p d6ng bay 
1.3.4 Nhdn vian ATFM 

1.3.5 Nhdn vien ddnh tin hi?u 

1.3.6 Nhdn vi6n khai thdc liSn I^c s6ng ngdn khong dia 
f HF A/G") 

1.3.7 Kfp truong khdng luu 

1.3.8 Hudn luySn vi^n khdng luu 

1.3.9 Huan Iuy?n vien ATFM 

1.3.10 

U Hudn luy^n ph^c hdi 
1.4.1 Kiem sodt vien khdng luu 

1.4.2 Nhan vien thu tyc bay 

1.4.3 Nhdn vien thdng bdo, hi?p ddng bay 

1.4.4 Nhdn vidn ATFM 

1.4.5 Nhdn vi^n ddnh tin hidu 

1.4.6 Nhdn vien khai thdc li€n lac s6ng ngdn khdng dia 
m F A/G) 

1.4.7 Kfp trudng khdng luu 
1.4.8 Hudn luyen vien khong luu 

1.4.9 Hudn Iuyen vien ATFM 
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4 
TT Ngi dung Doi tugng No'i ddo tgo/Co-

sd dao tao du 
ki^n (Ho^c don 

vi chu \rW 

Do'n vj thyc 
hien 

Thdi gian 
(sd ngdy) 

Sd 
Idp 

s6 
ngudi/ldp 

Tdng 
sd 

ngudi 

Kinh phf Tien dg/ Phan 
ky thuc hien 

Ghi chu 

2.3.2 Kfp trudng CNS 

2.3.3 
2.4 Hudn luy4n chuyin logi 

2.4.1 Nhdn vidn khai thdc, bdo dudng hf th6ng, thiSt bj 
CNS 

2.4.2 

2.5 Hudn luy^n phuc hdi 

2.5.1 Nhan vien khai thdc, bdo du&ng h? thong, thiet bj 
CNS 

2.5.2 Kfp trudng CNS 

2.5.3 

2.6 Hudn luyen boi dirdng, ndng cao (bo tuc, bo 
sung, cap nhat..) 

2.6.1 Hudn luy^n b6i dudng (b6 tiic, b^ sung, cdp nhdt) 
kiln thiJc cho nhdn vien 1̂  thudt cdc Ddi Kilm 
sodt khdntr luu dia nhuonp - - - --

2.6.2 Huan luy^n b6i duSug (b6 tiic, hh sung, cap nhdt) 
kidn thiic cho nhdn viSn khf tugiig, khdng luu,... 

2.6.3 Huan luy^n bdi dudng (bo tiic, b6 sung, cdp nhdt) 
kien thuc chuyen mdn cho chuyen ven ky thuat 

2.6.4 .... 
2.7 Ngi dung khac 

2.7.1 

3 Thdng bdo tin tuc hdng khong 

3 J D&o tao chirng chi chuyin mdn 

3.1.1 Nhdn vidn Thdng bdo tin tiic hdng khdng 

3.1.2 
3.2 Huan luy^n nang dinh 

3.2.1 Nhdn vi6n AIS tgi cdng hdng khdng, sdn bay 

3.2.2 Nhdn vidn NOTAM 

3.2.3 Nhdn viSn AIP 

3.2.4 Kfp trudng AIS tai cdng hdng khdng, sdn bay 
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T T Ngi dung b6\ tug-ng No'i ddo tao/Cff 

sd ddo tao du-
kiin (Hodc dffn 

vi chu trW 

Dffn vj thuc 
hifn 

Thdi gian 
(so ngdy) 

s6 
Idp 

s6 
ngudi/Idp 

Tong 

ngudi 

Kinh phf Tien dg/ Phan 
ky thuc hifn 

Ghichil 

3.2.5 Kfp truong NOTAM 

3.2.6 ... 
3.3 Hudn luy^n (tinh ky 

3.3.1 Nhan vien AIS tai cang hdng khong, sdn bay 

3.3.2 Nhdn vien NOTAM 

3.3.3 Nhdn vien AIP 

3.3.4 Kfp tru6ng AIS tai cdng hdng kh6ng, sdn bay 

3.3.5 Kfp trudng NOTAM 

3.3.6 .... 
3.4 Hudn luy^n chuyen loai 

3.4.1 Nhdn vien AIS t̂ l cdng hdng khfing, sdn bay 

3.4.2 Nhdn vian NOTAM 
3.4.3 Nhdn vian AIP 
3.4.4 .... 
3.5 Hudn luy^n phifc hoi 

3.5.1 Nhdn vien AIS tai cdng hdng khdng, sdn bay 
3.5.2 Nhdn vian NOTAM 

3.5.3 Nhdn vien AIP 

3.5.4 Kfp trudng AIS tai cang hdng Idiong, sdn bay 

3.5.5 Kfp trudng NOTAM 

3.5.6 .... 
3.6 Hudn luy^n bdl dir&ng, n&ng cao (bS U'lc, bS 

sung, cap nhat...) 
3.6.1 .... 
3.7 Ngi dung fihdc 

3.7.1 .... 
4 Khf tuQ-ng hdng khdng 

4.1 B&o tao chirng chi chuyin mdn 
4.1 Nhdn vian khf tuQtig hdng khdng 

4.2 

4.2 Hudn luyfn nSng dfnh 

' I s i ^ y - i l l 
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7 
T T Ngi dung Ddi tugng Noi ddo tgo/Cff 

sfi" ddo tao dy 
kidn (Ho3c dan 

vi chil XrW 

Don v( thuc 
hi^n 

Thdi gian 
(sd ngdy) 

Sd 
Idp 

Sd 
ngudi/Idp 

Tong 
sd 

ngudi 

Kinh phf Tien dg/ PhSn 
ky thuc hî n 

Ghichii 

5.3 .^uin luy^n dinh ky 
5.3.1 NhSn vidn hi?p ddng tim kiem ctru nan 
5.3.2 Nhdn vidn tim kidm cihi ngn hi$n tnrtmg 

5.3.3 

5.4 Hudn luy^n phuc hoi 
5.4.1 NhSn viSn hi?p ddng tim kiem cihi n?n 

5.4.2 NhSn viSn tim kiem cihi nan hi§n trudng 
5.4.3 

5.6 Hudn iuy^n boi ditSng, n&ng cao (bd tuc, bd 
sung, c(ip nhat...) 

5.6.1 

5.7 Ngi dung klidc 

5.7.1 .... 
6 Thiet ke phuo'ng thuc bay 

6.1 Bao tao chung clii chuyen mdn 
6.1.1 Nhdn vien thidt ke phuang thiic bay 
6.1.2 

6.2 Hudn luy^n nang dinh 
6.2.1 Nhdn vien thiet kd phuang thue bay 

6.2.2 

6.3 Hudn luy^n djnh kp 

6.3.1 Nhdn vien thiet ke phuang thiic bay 
6.3.2 

Hudn luyfn phuc hdi 

6,4.1 Nhdn vi6n thidt kd phuang thiic bay 

6.4.2 a * B 

6.5 Hudn luy^n bSi du&ng, nang cao (bd tuc, bo 
sung, cap nli^t...) 

6.5.1 
Ngi dung khdc 

6.6.1 

7 Bdn dd, sc dd; Du* U^u hdng khdng 
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T T Noi dung Doi tu-9'ng Noi ddo f?o/Co" 

s(f ddo tao du' 
kien (Hodc don 

vi chii frit 

Do'n vj thyc 
hien 

Thoi gian 
(so ngdy) 

S6 S6 
ngiro'i/Idp 

Tdng 
sd 

ngudi 

Kinh phf Tidn d^/ Phdn 
k5̂  thyc hi^n 

Ghi chu 

7A Dao tao chung chicliuyin mdn 
7.1.1 NliSn vidn ban do, sct 6h\ DiJ Ii|u hang khdng 
1.1.2 

7.2 Huht luyin n&ng dinh 

7.2.1 Nhdn vien ban d6, so d6 

7.2.2 Nhan viSn d\i Ii|u hdng khong 

7.2.3 
7.3 //tfrtrt luy^n dinh ftp 

7,3.1 Nhdn vi6n ban d6, so d6 

7.3.2 Nhdn vidn dQ li^u hdng khong 

7.3.3 
7.4 Hudn iuyen chuyen loai 

7.4.1 Nhdn vi6n bdn d6, so d6 

7.4.2 Nhdn vî n da li?u hdng khong , 

7.4.3 

7.5 Hudn luy$n phuc Iidi 
7.5.1 Nhdn vî n bdn do, so do 

7.5.2 Nhan viSn dQ' liSu hdng khSng 

7.5.3 

7.6 Hudn liiy^n bdi duvltg, nang cao (bd tuc, bo 
sung, cdp nhdt...) 

7.6.1 .... 
7.7 Ngi dung khdc 

7.7.1 .... 
II.2 An todn, an ninh, chdt lu^ng 

1 An todn 

2 An ninh 

3 Chat lu-g-ng 
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T T N§i dung D6i tu-g-ng Noi ddo tao/Cff Dffn vj thuc Thdi gian S3 Tdng 

so 
ngudi 

Kinh phf Tidn d§/ Phdn Ghi chu 
sd ddo tao du" 

kien (Hodc do'n 
vi rhi^ frh 

hien (sA ngdy) Idp ngudi/I<Sp 
Tdng 

so 
ngudi 

ky thtrc hi|n 

11.3 Ngi dung khdc 

I .... 
D DAO TAO HUAN L U Y E N NU'OC NGOAl 

I Ddo tao, huan luy^n t^i nude ngodi 

1 

2 
11 Ddo tao, huln luy^n do chuyen gia nu'dc ngodi 

sidnff dav tai Vi^t Nam 
1 

2 
Tong (A+B) 

Ghic/ni: 
Cgt s6 4; Doi vdi cdc kh6a thue ngodi ghi "Nai ddo tao/Ca sd ddo tao dir kien". Ddi vdi cdc kh6a tu thuc hien ghi "Dan vj chu tri" 



Phy luc I I I 
Q U Y T R I N H T O CHlTC K H O A BAO T A G , H U A N L U Y E N 

(Ban hanh kem theo Quyit dinhsd /QD-QLB ngay'fS thdng 6 nam 2020 
cua Tdng gidm ddc Tong cdng ty Qudn ly bay Viet Nam) 

I . M U C D I C H 
Th6ng nhat noi dung trinh tu cac birac thuc hien nham kiem soat viec lap 

ke hoach, theo doi, thirc hien, quan ly va danh gia hoat dong dao tao, huan luyen 
trong nuac tai T6ng cong ty. 

I I . P H A M V I AP DUNG 
Quy trinh nay ap dung doi vai cac khoa dao tao, huan Iuyen trong nuac 

(Goi tat la khoa DTHL) tai Tong cong ty (Ngoai tru cac khoa DTHL theo du an 
dau tu; cac khoa DTHL theo tai trg; cac khoa DTHL theo chuang trinh cua Nha 
nuac. Bo GTVT, Cue HKVN; cac khoa dao tao c^p churng chi chuyen mon 
(Thuc hien theo quy trinh cua Trung tam Dao tao-Huan luy^n Nghiep vu Quan 
ly bay). 

I I L D O I TU"OfNG AP DUNG 
Quy trinh nay ap dung doi vai cac ca quan, dan vi va ca nhan co lien quan 

dugc phan cong to chu:c, thuc hien nhiem vu dao tao, huan luyen theo phan cap. 
I V . D I N H N G H I A VA VIET T A T 

1. Khoa dao tao, huan luyen thue ngoai (Khoa DTHL thue ngoai): La 
khoa dao t^o, huan luyen do giao vien cua cac to chuc ben ngoai Tong cong ty 
giang day. 

2. Khoa dao tao, hu4n luy^n tu thyc hien (Khoa DTHL tu th\rc hien): La 
khoa dao tao, huan luyen do cac ca quan, dan vi trong Tong cong ty ty td chuc 
thyc hien. 

3. Ca quan Tai chinh (CQ.TC): La Ban Tai chinh ciia T6ng cong ty, 
Phong Tai chinh hoac cac phong thuoc cac dan vi dugc giao nhiem vu thuc hien 
chuc nSng tai chinh. 

4. Ca quan chuyen mon (CQ.CM): La Van phong/Ban Tong cong ty; Van 
phong/Phong thuoc cac dan vj chiu trach nhiem v6 chuyen mon lien quan din 
khoa DTHL. 

5. Dan vi chu tri to chuc khoa DTHL (DVCT): La dan vi chu tri t6 chuc 
trien kliai ke hoach dao tao, huan luyen hang nam cua dan vi (D6 xudt giao 
nhiem vu cho cac dan vi thuc hien khoa DTHL, phan ky thuc hien, thdm dinh 
cac noi dung lien quan d6n khoa DTHL...); ph6i hgp vai cac dan vj dugc giao 
thyc hien khoa DTHL d i quan ly cac khoa DTHL theo k l hoach dugc phe duyet 
(Ban TCCB-LD cua T6ng cong ty, Phong TCCB cac dan vi , Phong dao tao 
thuoc Trung tam Dao tao-HuIn luyen Nghiep vu Quan ly bay, Phong Hanh 
chinh t6ng hgp thuoc Trung tam Ph6i hgp TKCNHK). 
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6. Don vj thuc hi?n khoa DTHL (DVTH): La cac don vi dugc giao true 
tiip thyc hien cac khoa DTHL: Phong Khong luu, Phong Ky thuat, Ph6ng An 
toan - Chdt lugng va An ninh, Phong Nghi?p vu, cac Phong/Trung tam khac true 
thugc cac dan vj Phong TCCB (d6i vdi cac khoa DTHL dugc giao thirc 
hien).,. 

7. Ban goc van ban (ggi tat la Ban goc): La ban hoan chinh ve ngi dung, 
thi thu:c van ban, dugc ngucri co tham quyen true tiep ky tren van ban giay hoac 
ky so tren van ban di?n tur. 

8. Ban chinh van ban gidy (ggi tat la Ban chinh): La ban hoan chinh ve ngi 
dung, thi thuc van ban v^ dugc tao tir ban c6 chu ky tryc tiip cua nguai co thdm 
quyen. 

9. Ban sao y: La ban sao day du, chinh xac ngi dung cua ban goc hoac ban 
chinh vd dugc trinh bay theo thi thuc va ky thuat quy dinh. 

10. Ban sao co churng thuc: Ld ban sao co chu'ng thuc dung vai ban chinh 
11. LDDV: Lanh dao dan vj (Thu trudng dan vi hoac lanh dao dan vi phu 

trach dao tao huan luyen). 
12. DTHL: Dao tao, huan luyfn. 
13. CQ, DV: Ca quan, don vj 
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V. NOI DUNG QUY TRINH 

1. Liru do 

STT Trach 
nhiem 

Noi dung Bieu mau 

DVCT 
Lap bao cao trien kliai ke 

hoach hang nam ciia don vj 

Phu luc II 

DVTH 
DVCT 
CQ.CM 
C Q T C 

Lap td trinh ke hoach t6 chuc klioa 
D T H L 

LDDV khong 

duyet 
DVTH 
DVCT 
C Q T C 

Cac CQ, 
DV CO 

lien quan 

Thuc hien D T H L 

Phu luc III, BM-01 
Phu luc III, BM-02 

DVTH 
DVCT 

C Q C M 
Theo doi, kiem tra, giam sat khoa D T H L 

DVTH 
DVCT 
C Q T C 

Bao cao ket thiic klioa D T H L , 

lap ho SCT thanh toan 

Phu luc III. BM-03 
Phu luc III, BM-04 
Phu luc III, BM-05 
Phu luc VII, mlu 01 
Phu luc VII, mau 02 

LDDV kt;6ng 

duyft 
LDDV 
DVTH 
DVCT 

Tong ket 

DVTH 
DVCT Luu ho sa 
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2, Dien giai quy trinh: 
2.1. Lap bao cao trien khai ke hoach hang nam cua dan vi 
Can cu ke hoach kinh phi cua dan v i da dugc phe duyet, DVCT lap bao 

cao trien khai k l hoach hang nam cua don vi theo mau tai Phu luc I I trinh 
L D D V phe duyet, bao cao vk Tong cong ty de theo doi, giam sat. 

2.2. Lap t(y trinh ke hoach to chuc khoa DTHL 
Can cu bao cao trien khai ke hoach hang nam cua don v i , D V T H lap td 

trinh Ice hoach td chuc Idida DTHL, cu the nhu sau: 

2.2.1. D6i vdi cac Idida DTHL tu thuc hien: 

' a) Khda DTHL cd sin chuang trinh, giao trinh: D V T H lap td trinh ke 
hoach to chuc Idida DTHL (bao gdm cac ndi dung: ten khda DTHL; muc dich; 
thdi gian, dia diem; kinh phi; yeu cau ve giao vien/liuan luyen vien, danh sach 
giao vien/huan luyen vien; ndi dung giang day; yeu cau ve hgc vien, danh sach 
hgc vien; chuang trinh, giao trinh hoac d§ cuang, tai lieu giang day; phuang 
phap, tieu chuan danh gia; trang thiet bi phuc vu giang day; phan cdng td chuc 
thuc hien...) gui DVCT, CQ.CM, CQ.TC tham dinh va trinh L D D V phe duyet. 

b) Khda DTHL chua cd san chuang trinh, giao trinh do cap cd tham 
quyen phe duyet: 

- D V T H lap td trinh ke hoach td chuc khda DTHL (bao gdm cac ndi dung 
nhu tai muc 2.2.1 (a) neu tren va ngi dung de xuat xay dung chuang trinh, giao 
trinh hoac de cuang, tai lieu giang day) gui DVCT, CQ.CM, CQ.TC th^m dinh 
va trinh L D D V phe duyet. 

- D V T H chu tri hoac tham gia xay dung chuang trinh, giao trinh hoac de 
cuang tai lieu giang day va chuyen du thao cho Td tham dinh (do cap cd tham 
quyen ra quyet dinh thanh lap hoac chi dinh theo chuyen nganh Khdng luu, Ky 
thuat, A n toan, Thdng bao tin tuc hang khdng, Tim kiem cuu nan, ...) de tham 
dinh. 

- Sau khi dugc tham dinh, D V T H lap td trinli de cap cd tham quyen phe 
duyet chuang trinh, giao trinh hoac de cuang, tai lieu giang day. 

• 2.2.2. Doi vdi cac Idida DTHL thue ngoai: DVTH/DVCT lap td trinh dh 
nghi L D D V cho phep td chuc khda DTHL (bao gdm cac ndi dung: ten khda 
DTHL; muc dich; thdi gian, dia diem; ca sd dao tao; kinh phi; yeu cau ve hgc 
vien, phan bd chi tieu; phan cdng td chuc thuc hien; „.). 

2.3. Thyc hien khda DTHL 
2.3,1. Doi vdi cac khda DTHL tu thuc hien: 
a) Can cu vao td trinh dugc phe duyet, D V T H thdng bao tdi cac ca quan, 

dan v i vd khda DTHL, de nghi cu nhan sir tham gia khoa ^ T H L . 

b) D V T H tong hgp danh sach nhan su tham gia Idioa DTHL trinh L D D V 
phe duyet. 



c) D V T H fhirc hien cac nhiem vu lien quan den khoa DTHL theo ke 
hoach dugc phe duyet. 

d) D V T H thirc hien cham cong'gid day cua giao vien/huan luyen vien va 
dugc DVCT xac nhan theo mau tai Phu luc I I I , BM-OI; diem danh hgc vien theo 
mau tai Phu luc I I I , BM-02. 

2,3.2. Doi vai cac khoa DTHL thue ngoai: 

a) DVTH/DVCT lap td trinh du toan, xay dung Hgp dong (neu cd): 

- Can cu vao td trinh dugc phe duyet, DVTH/DVCT lap td trinh du toan 
va Ice hoach lira chgn nha cung cap hang hda, dich vu theo quy djnh tai Quy dinh 
mua sam hang hda, dich vu su dung ngudn vdn chi thudng xuyen cua Tdng cdng 
ty ban hanh kem theo Quyet dinh so 2993/QD-QLB ngay 02/7/2018 va Quyet 
dinh so 2323/QD-QLB ngay 15/5/2019 ve viec sua ddi, bd sung mot so dieu cua 
Quyet dinh so 2993/QD-QLB. 

- DVTH/DVCT phdi hgp vdi CQ.TC, cac ca quan, dan vi cd lien quan va 
ca sd dao tao trao ddi, dam phan, xay dung du thao Hgp ddng theo quy dinh tai 
Quy djnh mua s im hang hda, dich vu su dung ngudn vdn chi thudng xuyen cua 
Tdng cdng ty ban hanh kem theo Quydt dinh sd 2993/QD-QLB ngay 2/7/2018; 
trinh cap cd tham quyen Icy hgp ddng: 

b) DVTH/DVCT thdng bao tdi cac ca quan, dan v i ve khda DTHL, de 
nghi cu nhan su tham gia Ichoa DTHL. 

c) DVTH/DVCT tdng hgp danh sach nhan su tham gia Ichoa DTHL trinh 
L D D V phe duyet. 

d) DVTH/DVCT thuc hien cac nhiem vu lien quan den khda DTHL theo 
ke hoach dugc phe duyet. 

2.4, Theo doi, Idem tra, giam sat khda DTHL 
2.4. L Ddi vdi cac khda DTHL tu thuc hien: DVCT kiem tra, giam sat 

viec thuc hien Ichda DTHL; cd trach nhifm bao cao L D D V nhung Ichd Ichan 
vudng mac trong qua trinh trien khai Ichda DTHL de kip thdi khac phuc. 

2.4.2. Doi vdi cac khda DTHL thue ngoai: DVTH/DVCT theo doi, quan 
ly Ichda DTHL; -cd trach nhiem bao cao L D D V nhimg khd khan vudng mac 
trong qua trinh trien khai khda DTHL de kip thdi khac phuc, 

2.5. Bao cao ket thuc khda DTHL va lap hd so* thanh toan 

2.5.1. Ddi vdi cac Ichda DTHL tu thuc hien: 

a) K i t thuc khda DTHL, D V T H lap bao cao ket qua td chuc thuc hien 
Ichda DTHL theo mau tai Phu luc I I I , BM-03; bao cao thu hoach cua hgc vien 
theo mau tai Phu luc I I I , Bisi-04 (Ndu Idida DTHL cd tu 02 (hai) hgc vien trd 
len thi Idp trudng/dai dien cac hgc vien se lam bao cao thu hoach); phieu danh 
gia Ichda DTHL danli cho giao vien/huan luyen vien theo mau tai Phu luc V I I , 
mau 01 va phieu danh gia Ichda DTHL danh cho hgc vien theo mau tai Phu luc 
V I I , mau 02. 
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b) D V T H lap Giay de nghi thanh toan kinh phi Idioa DTHL theo mau tai 
Phu luc I I I , BM-05 kem theo Td trinh td chuc khda DTHL da phe duyet, bao cao 
ket qua td chuc thuc hien Idida DTHL va cac tai lieu Idiac cd lien quan den khda 
DTHL chuyin DVCT, CQ.TC tham dinh, trinh L D D V phe duyet thanh toan. 

c) Sau kil l cac hoc vien hoan thanh khda DTHL, DVCT trinh cdp cd tham 
quyen ky giay chung nhan va thuc hien cac thu tuc thanh toan kinh phi in an 
giay chung nhan (neu cd). 

2.5.2. Ddi vdi cac khda DTHL thue ngoai 

a) Ket thuc khda DTHL, hoc vien tham gia khda DTHL bao cao thu hoach 
theo m l u tai Phu luc I I I , BM-04 va thuc hien Phieu danh gia khda DTHL danh 
cho hoc vien theo mau tai Phy luc V I I , mau 02. 

b) DVTH/DVCT chuan bi cac thu tuc thanh toan kinh phi cho ddi tac theo 
» ^ ' ' ^ r -y 

yeu cau tai Hgp ddng dao tao hoac theo yeu cau cua ddi tac ve viec thanh toan 
khda-DTHL gui CQ.TC tham dinh. Cdng van ve viec de nghj thanh toan Idnh 
phi khda DTHL bao gdm cac ndi dung: sd ngudi hgc, kinh phf,.,kem theo cac 
giay td lien quan th^o yeu cau (Td trinh td chuc khoa DTHL, quyet dinh cu 
tham gia DTHL, hgp ddng dao tao hoac theo yeu cau cua ddi tac ve viec thanh 
toan khda DTHL. . . ) . 

c) Cac hgc vien hoan thanh khda DTHL dugc ca sd dao tao cap chung 
chi/chung nhan nop ban photo cho DVTPI/DVCT quan ly. 

2.6. Tong ket cong tac DTHL 
2.6.1 L D D V xem xet danh gia viec thuc hien DTHL, khuyen cao va yeu 

cau cac dan vi cd giai phap khac phuc sai sdt. 

2,6.2. Ket qua Ichda DTHL va cac hoat ddng khac phuc phai bao cao 
LDDV. 

VI. L i r u HO s a 

Hd so khda DTHL bao gdm cac van ban lien quan den triln khai thirc 
hien DTHL; Hgp ddng dao tao ddi vdi cac khda thue ngoai (neu cd), giay td 
thanfi toan; chung chi/chung nhan hoan thanh khda DTHL. 

1. Doi vdi khda DTHL ty thyc hien 

T T Ho sct gom Den vj 
luu 

Cach luu ' Thdi gian 
luu 

K y hieu 
bicu mau 

1.1 Bao cao trien khai ke 
hoach nam cua don vi 

DVCT luu 
ban chinh; 
D V T H luu 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc I I 

1.2 Van ban lien quan den 
trien Ichai thuc hien 
D ' l H L (Td trinh ke 

CQ.TC luu 
ban goc; 
D V T H luu 

Theo trinh 
tu thdi 
gian 

05 nam 
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hoach DTHL. . . ) ban chinh; 
DVCT luu 
ban sao y/ 
ban sao cd 
chung thuc 

1.3 Td trinh- phe duyet 
chuang trinh, giao 
trinh hoac de cuang, 
tai lieu giang day kem 
theo Chuang trinh, 
giao trinh hoac de 
cuang, tai l i fu giang 
day (Doi vdi nhimg 
Idida DTHL chua cd 
san chuang trinh, giao 
trinh huan luyen) 

CQ.TC luu 
ban goc; 
D V T H luu 
ban chinh; 
DVCT luu 
ban sao y/ 
ban sao cd 
chung thuc 

* 

Theo trinh 
tu thdi 
gian 

05 nam 

1.4 Bang cham cong GV, 
PILV 

DVCT luu 
r 

ban goc; 
D V T H luu 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc 
I I I , ' B M -
01 

1.5 Bang diem danh hoc 
vien 

D V T H luu 
ban goc; 
DVCT luu 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc 
III," B M -
02 

1.6 — — '—'— / * 
Bao cao ket qua to 
chuc thuc hien Idida 
DTHL 

CQ.TC luu 
ban goc; 
DVTH, 
DVCT luu 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc 
I I I , ' B M -
03 

1.7 Bao cao thu hoach cua 
hoc vien 

D V T H luu 
ban goc; 
DVCT luu 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc 
I I I , ' B M -
04 

1.8 Phieu danh gia khda 
DTHT, danh cho giao 
vien/huan luyen vien 

D V T H luu 
ban goc; 
DVCT luu 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc 
V I I , mau 
01 

1.9 Phieu danh gia khda 
DTHL danh cho hoc 
vien 

D V T H luu 
ban goc; 
DVCT luu 
ban photo 

Theo trinh 
tir thdi 
gian . 

05 nam Phu luc 
V I I , mau 
02 
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1.10 
"T ' 7 7 f 

Quyet dinli cap giay 
chung nlian 

DVCT, 
CQ.TC luu 
ban chinh 

Theo trinh 
tu thdi 
gian 

05 nam 

1.11 Chung nhan Ngudi tham 
gia Idida 
DTHL luu 

r 

ban goc; 
DVTH, 
DVCT, 
CQ.TC ban 
sao y/ ban 
sao cd 
chung thuc 

Theo. trinh 
tu thdi 
gian 

05 nam 

1.12 Giay de nghi thanh 
toan kinh phi khoa 
DTHL 

CQ.TC luu 
r 

ban goc; 
DVTH, 
DVCT luu 
ban chinh/ 
ban sao y/ 
ban sao cd 
chung thuc 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc 
III," B M -
05 

2, Doi voi khoa DTHL thue ngoai 

T T Ho SO" gom Dan vi 
lu'u 

Cach luu Thdi gian 
lu'u 

K y hieu 
hieu mau 

2.1 
— ' ? J — 

Bao cao trien Ichai ke 
hoach nam cua don vi 

DVCT/DVTH 
luu ban chinh 

Theo trinh 
tu thdi 
gian 

05 nam Phu luc I I 

2.2 
— ' f— 

Van ban lien quan den 
trien khai thuc hien 
DTHL (Td trinh ke 
hoach DTHL. . . ) 

CQ.TC luu 
ban goc; 
D V C T / D V I H 
luu ban chinh 

Theo trinh 
tu thdi 
gian 

05 nam 

2.3 Hop dong (neu cd) CQ.TC luu 
ban goc; 
DVCT/DVTH 
luu ban sao y/ 
ban sao cd 
chung thuc 

Theo trinh 
tu thdi 
gian 

05 nam 

2.4 Bao cao thu hoach cua 
hoc vien 

DVCT/DVTH 
r 

luu ban goc 
Theo trinh 
tu thdi 
gian 

05 nam Phu luc 
I I I , B M 
04 
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2.5 Phieu danh gia khoa 
DTHL danh cho hoc 
vien 

DVCT/DVTH 
luu ban goc 

Theo trinh 
tu thdi 
gian 

05 nam *Phu luc 
V I I , mau 
02 

2.6 Chung chi/chung 
nhan 

Ngudi tham 
gia khda 
DTHL luu ban 
goc; 
DVCT/DVTH, 
CQ.TC luu 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam 

2.7 Cong van de nghi 
thanh toan kinh phi 
Idioa DTHL 

CQ.TC luu 
ban goc 
DVCT/DVTH 
ban photo 

Theo trinh 
tu thdi 
gian 

05 nam 

V n . PHU L U C L I E N QUAN DEN QUY TRINH 

T T K y hieu Ndi dung 
1 Phu luc I I Bang trien Idiai Ice hoach hang nam cua dan v i 
2 Phu luc I I I ; BM-01 Bang cham cdng gid day cua giao vien/huan Iuyen 

vien 
3 Phu luc I I I , BM-02 Bang diem danh hoc vien 
4 Phu luc I I I , BM-03 Bao cao ket qua td chuc thuc hien Idida DTHL 
5 Phu luc I I I , BM-04 Bao cao thu hoach khda DTHL 
6 Phu luc I I I , BM-05 Giay de nghi thanh toan 
7 Phu luc V I I , mau 01 ' V" r 

Phieu danh gia khda DTHL danh cho giao vien/huan 
luyen vien 8 Phu luc V I I , mau 02 '—•— " - - - — 
Phieu danh gia khda DTHL danh cho hoc vien 



1 , I 
1 

' I i 
Phu luc I I I 

- . ^ ! B I E U M A U 01 (BM-01) ; 
(Ban hanh kirn theo Quyit dinh so <t5/.o /Q0-QLB ngaythdng $ nam 2020 cua Tdng gidm ddc Tdng cdng.ty Qudn\ly bay Vi4t Nam) 

T E N DON V I : . . . 1 ; i 
TfeN DON VJ T H i r C HI$N: . . . . I ! 

B A N G C H A M C 6 N G GlCf BAY C U A G I A O VI§:N/HUAN L U Y $ N VIEPJ \ 

Kh6aBTHL:(T^nkh6aDTHL) 1 | Tuin: 

S T T I I 9 va ten ChiVc danh 
Ngay: Ngay: Ngay: Ngay: jVg^y: ! 

T^ng so 
gior daiy Ky ten 

S T T I I 9 va ten ChiVc danh 

Sing (gidr) Chieu (gi*) Chieu (glir) Chilu (gid-) Sing(gi*) Chilu (giit) jsingcgia-i Chieu (gid-) LT Til j 
1 Nguydn VSn A H L V K/nhi?m 

! 

2 Trkn van B H L V C/trach 
1 

1 i 
t 

3 
1 

1 

1 
1 1 

D O N V I C H U T R i • DOfN VJ THV'C H I ^ N 

Ghi chii: H ^ g ng^y cham; cong s6 gid day gido vien/huan luy^n vien theo buoi sdng/chieu ^VD: 4giicr) 
Don vj t5 chijrc kh6a DTHL (Dcm vj thyc hi?n) ky xdc nh|n s6 %ib day cua giio vien/huan luygn vifin 



I 

Phu luc I I I 
B I £ U M A U 0 2 (BM-02) 

(Ban hanh kem theo Quyit dinh so /QB-QLB ngdy Hthdng 6 nam 2020 cua Tdng gidm ddc Tdng cdng ty Qiidn ly b^y Vi^t Nam) 

T E N D O N V I : . . . 
T E N D O N V J T H V ' C H I $ N : 

BANG DIEM DANH HOC VIEN 

Khoa DTHL: [Ten khoa DTHL] Tuan: 

Stt Ho va ten Chuc danh Ngay: Ngay: Ngay: Ngay: Ngay: 
j ! 

Tong so buoi K;̂ ten 
sang C h i k Ŝ ng Chilu Ŝ ng Chilu Ŝ ng Chieu Sdng Chieu C6mat Vang mSt 

1 Nguyen VSn A 
! 

1 i 

2 Trin Thi B 1 

3 
1 

4 
\ 

Ghi chu: Hoc vien co mat ky ten vao timg buoi hoc \ j 
Cu6i tuin hgc ngudi phu trach diem danh tdng hgp so nguoi co mat/vSng mat va jcy xac tihan 
Ngudi diem danh la ngudi phy trach khoa DTHL hoac giao vien/hu^n luyen vien giang d̂ y trong khoa DTHL 

Can b9 phu trach khoa DTHL/ Gjao vien giang day 

i 

I 



Phu luc m 
* * 

Bieu mau 03 {BM-03) 
(Ban hanh kem theo Quyet dinh so 19Si /QD-QLB ngayyjl thdng i nam 2020 cua 

_ _„ f;^j2g^dm~d6xrT^ngc6ngiy-Qudn~'ly%^¥iet-Nam) 
TEN E)ON V I . . C O N G HOA X A HOI CHU NGHIA VIET NAM 

TEN DON VI THirc HIEN:... D6c lap - Tu- do - Hanh phuc 
S6: /BC-...(tentatDVTH) Hd Noi, ngdy thdng- ndm20.^-. _ 

BAO CAO 
f t ' 

Ve vlec^ket quato chirĉ ^̂ ^̂  

Kinh gui: Thu trudng dan v i . . , 

Thuc hien phe duyet tai Td trinh so ... ngay ... thang ... nam 20.,. ciia ,.. 
veviec... 

(Dan vi thuc hien) bao cao ket qua Idida DTHL nhu sau: 

I . THOGE G I A N THlTC H I E N 

1. Thdi gian bat dau 

2. Thdi gian ket thuc 

3. Thdi gian bieu da thuc hien: (Lapphu luc neu can) 

H . D O I Tl/QfNG T H A M G I A 

I . Phu trach Idp (Can bg duac giao qudn ly khoa DTHL). 

2. Giao vien/Huan luyen vien tham gia giang day: (Lap bang ke danh sdch 
gido vien/huan luyen vien, chuc danh) 

3. Hoc vien tham gia khda DTHL: (Danh sdch hoc vien kem ket qud dat 
dugc sau khoa DTHL de Idm can cu cdp Giay chung nhdn ) 

I I L K E T Q U A T H i r C H I E N 

1. Danh gia tinh than, thai do, ket qua thuc hien cua giao vien/huan luyen 
vien 

2. Danh gia tinh than, thai do hoc tap cua hoc vien 

3. Ket qua k i l m tra, danh gia (Bang ket qua khda DTHL kem theo) 

I V . D E X U A T , K I E N N G H I 
DCTN V I T H i r C H I E N 

* « * 

(Ky, ghi ro ho ten) 

Nffi nlian: 
- Nhirtren; 
- L m i . . . . 



BANG K E T QUA KHOA DAO TAO, HUAN L U Y E N 
{Kem theo Bdo cdo ket qud to chuc thuc hien khoa DTHL so: /BC-... 
. ^^y__ i}i^Yig__^^fl^2-Q-,^}—— 

T T Ho va ten 
• 

Chuc danh Ket qua Danh gia Ghi chu 

1 

2 -•- - -

— - • — — - - ,. . . , . 

4 

5 

6 

7 

8 

9 

10 



Phu luc III 
Bieu mau 04 (BM-04) 

(Ban hanh kem theo Quyet dinh so /QD-QLB ngdy^6 thdng '6 nd'm '2020' 
cua Tong gidm ddc Tdng cdng ty Qudn ly hay Viet Nam) 

CmG HOA XA HOI CHU NGHIA V I £ T NAM 
Doc lap - Tu- do- Hanh phuc 

ngdy..,. thdng.... nam 20... 

BAO CAO THU HOACH KHOA DAO TAO, HUAN LUYEN 
Khoa DTHL: "Ten khoa DTHL" 

Kinh gui: Thu truong dcm vi 

Thuc hien Quyit dinh/Td trmh/Thong bao/Cong van... so: ....ngay 
...thang...nam... cua ... v l viec cu can bo, nhan vien tham gia khoa DTHL: ...tai 
.. .tij ngay.. .thang.. .nam... 

Toi: (Ho & Ten, chuc danh, dcm vi cdng tdc, so DT vd email lien h$)/Tha.y 
mat hoc vien tham gia khoa DTHL xin bao cao Thu trudng don v i ket qua khoa 
DTHL, cu the nhu sau: 

1. Gidi thieu ve klioa D T H L : 

a) Giao vien/Huan luyen vien: 

b) Hoc vien: Ddi tugng hgc vien tham gia khod DTHL 

c) Tai Heu khoa DTHL: 

d) Noi dung khoa DTHL: Giai thieu tom tdt ngi dung, chuang trinh, phuang 
phdp, thai gian DTHL. Ykien nhan xet, ddnh gid. 

d) Cac hoat dong trong khoa DTHL: Cdc hoat ddng trong qud trinh tham gia 
khod DTHL. 

2. Ket qua sau khi ket thiic khoa D T H L : 

3. Ap dung cac kien thuc thu dugc tir khoa D T H L : (Neu cu the viec van dung 

cdc kien thuc thu dugc tir khod DTHL vao cdng viec thuc te dang ddm nhiem nhu 

the ndo). 



4. Cac kien nghi, de xuat: £>J xuat cdc y Uen vd gidi phdp nhdm ndng 

chdt lugng vd hieu qud khoaDTHL 

Kinh bao cao! 

NGU'OaBAOCAO 
(Ky vd ghi ro ho ten) 



Phu luc I I I 
Bieu mau 05 (BM-05) 

(Ban hanh kem theo Quyet dinh so m l /QD-QLB ngdy M thdng $ nam 2020 cua 
Tdng gidm doc Tong cong ty Qudn ly bay Viet Nam) 

TEN DON VI CONG HOA XA HOI CHU NGHI VIET NAM 
TEN BON yiTHU'C HIEN:.. Doc lap-Tu do-Han̂ ^̂  

— ::.:,ngdy' ^^hdng ndm20v.-. — 

GIAY DE NGHI THANH TOAN 

Ngudi de nghi thanh toan: Chuc vu: 

Kinh de nghi cho thanh toan kinh phi khoa DTPiL " " sau: 

So TT Ngay thang So hoa don Noi dung chi So tien de 
nghi thanh 
toan 

So tien duŷ t 
thanh toan 

1 Boi duong 

2 

3 

Cong 

So tien de nghi thanh toan bang chu : 
So tien duyet thanh toan bang chu: 
So tien da tam ung: 

r r 

So tien dugc lay them hoac tra lai: 
Bo chung til kem theo: 

t r 

- Td trinh/Quyet dinh so... : Ban chinh/sao. 
- Hda don:...: B an chfnh 

DUYET THANH TOAN 
Ngdy... thdng.,,.. nam 20.. 

NGircn BE NGHI PHU TRACH K E TOAN CO QUAN THU TRlTdNG DOOV V I 
DON V I THANH TOAN TAI C H I N H 



(Ban hanh kem 

cua 

Phu luc IV 
GJCm CHTJYENJIQK 

iSIt /QD-QLB ngay4i thdng 6 nam 2020 
ong cong ty Qudn ly bay Viet Nam) 

CO S6 DAO TAO, HUAN L U Y £ N CONG HOA XA H Q I CHU NGHIA VIET NAM 
TRAINING ORGANiZATION D6c lap - Tur do - Hanh phuc 

SOCIALIST REPUBLIcbE : iaETNAM-
Indcpendence - Freedom - Happiness 

Bieu trung cua ca sa dao tao, huan luyen 

Anh mau 
(Color 
photo) 

3 x4 cm 

C H U K G CHi C H U Y E N M O N 
P R O F E S S I O N A L C E R T I F I C A T E 

mi] T R U ' d N G c a s d D A O T A O , H U A N L U Y E N 
H E A D O F T R A I N I N G O R G A N I Z A T I O N 

C H I T N G N H ^ N 
C E R T I F I E S T H A T 

Ong/Ba (Mr/Ms): 
Ngay sinh (Date of birth): 

Da hoan thanh khoa hgc 
the course of: 
(Ten khoa hoc/Name of the course) 
Thai gian khoa hoc tir ngay (from): 

lot nghiep loai (Grade): 

.Has successfully completed 

.den ngay (to): 

...,day (ngdy)... month (thdng)... year (nam)... 
THU TRU'dNG CO Sd DAO TAO, HUAN LUY?N 

HEAD OF TRAINING ORGANIZATION 
(Ky ten, dong ddu/Sign and Stamp) 

S6 QD/Decision N°: 
S6 vao sS/Manual N": /CCCM 



MAl^ GIAY CHlrtVG N H A I 

(Ban hanh kem theo Quyei 
cua Tong gidm 

•^y^ 

Om LY BAY 

doi rong 

KHOA DAO TAO, HUAN LUYE^f 
f/QD-QLB ngdy thdng 0 nam 2020 

ty Qudn ly bay Viet Nam) 

T 6 N G C O N G T Y O U A N L ' ^ B A Y V I £ T N A M 
VIETNAMtAlR T R A F F I C MANAGEMENT 

TfeN DON V;/UNIT <Ti«nfi Vi§c/Anl).., 
CORPORATION 

CQNG n6A XA l l O l C I I U NGUIA V I $ T NAM 
Dfclap -T^'do - Ilanh phfic 

SOCIALIST R E P U B L I C O F VIETNAM 
Independence Freedom - Happiness 

Ong/Bi (Mr/Ms 

Chuc danh (Positio 

Dtm vj cpng tic (bi^^oti):* 

Da hoan thilnh kh6^(fe^ls^ccessfdl^^^^ 

Thdi gian khoa hgc X^^^^ 

Xip logi (Grade): 

igay (day) ..... //idng (month) ndm {^car^ .... 
T I I U TRl/aNG BON V | 

H E A D O F . . . . 
(Ky fen, dong tigu/Si'S" Stamp) 

So QD/Decision m. 
So vSiolsS/Mafiuall^: /GCN 



Phu luc VI 
BANG KfiT QUA THV'C HIEN K E HO^CH DAO TAO, HUAN LUYEN THANG /QUY..../NAM.... 

(Ban hanh kem theo Quyit djnh s6 Mc^t /QD-QLB ngdy^i thdng 6 mm 2020 cua Tong gidm ddc Tdng cong ty Qudn ly bay Vi$t Nam) 

Bern V/ tinh: 1000 VNB 
T T Ngi dung Doi tU-QTlg No"i ddo tao St s6 Tong so ngu'6'i Kinh phi thyc hifn Kinh phf 

theo k l 
hoach 

%thyc Ghi chu 
(hoSc don 
vj chii tri) 

Thdi gian 
(s6 ngdy) 

I<5p nguxii 
/I(5-p 

Nam NO- Tong Kinh phf 
ddo tao 

(Hgc phf, 
chi phf ih 

chuc 
Iih6a hgc, 

chi phf 
boi 

du&ng 
G V , 

H L V , . . . ) 

Kinh phf 
khdc 

(Cong tdc 
phf, chi 
phf luu 
trti,...) 

Tong 
l(inh phf 

Kinh phf 
theo k l 
hoach 

hifn so \(f\ 
ke hoaich 

; 2 3 4 5 6 7 5 9 JO 11 12 13 14 75 16 
A D A O T A O H U A N L U V | : N T R O N G N I / O C 

I D^o tao hu^n luy^n thue ngo&i 

1 luan chfnh trj 

2 QuSn ly nh^ nude 

3 , Chuy§n m6n nghiep vu: vSn 
ph6ng, tAi chinh, ke ho îch, d4u tir, 
xSy d\mg ca bdn, qudn \^ d̂ r in, 
Ian (1<̂ nff tî n lirnmP . 

4 B6i dirSng kiln thiic an ninh qu6c 
Dh6na 

5 An todn v§ sinh lao dpng 

6 Npi dung khdc 

6.1 , _ . . . . . .. .. _.. 

II Ddo tao huan luyfn tythyc hifn 

I L l Ddo tao, hudn luy^n nhan vien ddm bdo ho^t d$ng bay ( A N S ) 

1 Khong luu 

/ ./ B&o tao ch^ig cJii chuyen mdn 

l . I . l Kiem sodt vi6n kh6ng luu — 
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3 
T T Ngi dung D6i tug-ng Noi ddo tao s6 Tong st ngxrbi Kinh phf thirc hifn Kinh phf 

theo k i 
hoach 

% thyc Ghichii 
(ho^c don 
vj chu tri) 

ThM gian 
(s6 ngdy) 

l(5p nguM 
/l(5-p 

Nam Nu- Tong Kinh phi 
ddo tao 

(Hgc phi, 
chi phf to 

chiic 
kh<3a hgc, 

chi phf 
b6i 

du&ng 
GV, 

H L V , . . . ) 

Kinh phf 
khdc 

(Cong tdc 
phf, chi 
phf lu'u 
trfi,...) 

Tong 
kinh phf 

Kinh phf 
theo k i 
hoach 

hifn so vdi 
ki ho^ch 

1.3.3 Nhan vien thong bdo, hiep d6ng 
bav 

i.3.4 Nhdn vian ATFM 

1.3.5 NhSn vi^n ddnh tin hiSu 

1.3.6 Nhdn vi^n khai thdc h^n lac s6ng 
neSn khSne dia mF A / G ) 

1.3.7 Kip tnrong khSng liru 

1.3.8 HuSn luyen vign khfing liru 

1.3.9 Huan luyen vien ATFM 

1.3.10 

L4 Huan luyen phuc hdi 

1.4.1 Ki6m sodt vien kh6ng Iiru 

1.4.2 Nhdn viSn thii tyc bay 

1.4.3 Nhan vi^n thong bdo, hi?p d6ng 
bay 

1.4.4 Nhan vien ATFM 

1.4.5 Nhdn vien ddnh tin hi$u 

1.4.6 Nhdn vien khai thdc li6n lac s6ng 
nadn khSna dia fHF A / G ) 

1.4.7 Kip trudng khSng Imi - • - - - - - • - - -

1.4.8 Hudn luyfn vien kh6ng luu 

1.4.9 Huin luyfn viSn ATFM 

1.4.10 . . . 

1.5 Hudn luy^n chuyin lo^i 

1.5.1 Kiem sodt vien kh6ng luu 



•3
 

V 

Is 
0 .£ ^ J 
^ -

e 
<«• 
lie 

la e 

£2 

a. 
s 

M
O

 

.S 
S 

'<o
 

S 
S 

^ 

=1 
B M

 
e 

-iO
 

3
 

X
O

 
H 

•sit 
-<o P< 3

 
.-s

 

14: 
o

 
I-

.CJ 
u
 

'3
 

O
 

" 
b 

x
: 

-r-

I •<o 

s 3
 

•a 
<©•

 

6D
 

3
 

a. 

o M
 

3
 

<o 

bO
 

c 

Z 
xt 

< (0 

bJ 
c c bi 
c 

be £: 

I ^ -O
. 

bO
 bn 
c 

<o 
:§ o 
-3

 
JZ 

b "Si 
•
0 S 

—
 

u 

3 g > > 3
 

O
 

u 3
 

=3 

x
: 

Q
. 

3
 

ra
 

U
i 

c 

t 3
 

<ra
 

3
 

a: 

s •
 

W
l 

c 

•1 
W

 
-3

 

00 

"5JD 

3
 

•I 13
 

S
 

•a 
w 

-S 
0 

j: 
bA

 
-3

 

o ra 3
 

> 
*1 

3 
bl 

«3
 

3
 

- ~cO
 

x
: 



3 
" o 

3 

O
 

CO
. 

o g>
.o>

. 1.5
= 

3 ro <T
j>-

St
 

o C
/1

 O
 a.
 

i tra
 

•fD
> 

1=
 

t •2
> 

a-
ro _ 

•
 <

 
^ 

o>
 o

 

•Z
 B

-
c/
1

 »
• 

r&
i 

c
r Eo
. 

O
 

•
 G

 

OQ
 

; 3
* 

ira
 

3 

—
 

sa
 

Si
 cr
 

o G 

f 

3-
 2

 
0>

^ 
3

-
iro

 
3 

t+
 

< 

»T
».

 
3 

1̂
 cr

 
w

 
o Cu

 
G OQ

 

2
: 

•o
> o
. 

c 3
 

er
a •§
 

3
 

04
 

• 
< 

/—
- 

^ 

; 
-1

 
o 

era
 

(JQ
 

T3
 

c 

3
 

94
 

(r
\ 3

 
^ 

2
. 

"
* 

o
i 

»•
 

• 
o 

-J
. 

^ 
sr

 
3"

 0
>
, 

5 
3

 i 
3*

 
=

' 
S 

5
, 

cr
 

H O
x 

3
 

o>
^ 

3
 

er
a c 

s 
H o>

. 
s 04

 a 
^ 

O
 

m
 

3
 

-t
u 

o 
sr

 

^ 
3"

 

•6
a

 
^ 

.2
 



6 
T T N§1 dung D6i tug-ng Noi ddo tao S6 s6 T^ng s6 ngud-i Kinh phi thyc hien Kinh phi 

theo ke 
hoach 

% thyc Ghichii 
(ho§c dom 
vj chu tri) 

ThM gian 
(s6 ngdy) 

ngu-ft-i 
/16-p 

Nam Nfr Tong Kinh phf 
ddo lao 

(Hgc phf, 
chi phf t§ 

chuc 
kh6a hgc, 

chi phf 
b^i 

du-(S-ng 
GV, 

H L V , . . . ) 

Kinh phi 
khdc 

(C6ng tdc 
phf, chi 
phf luu 
tra. . . . ) 

Tong 
kinh phf 

Kinh phi 
theo ke 
hoach 

hifn so vdi 
ke ho^ch 

2.6.2 Hu^n luyfn boi ducJng (bo tiic, bo 
sung, cdp nhat) kien thiic cho nhan 
vi§n khf tugng, kh6ng Ima,... 

2.6.3 Huan luyfn boi duong (bfl tiic, bo 
sung, cfp nhat) kien thiic chuyen 
m6n cho chuySn ven ky thu t̂ 

2.6.4 .... 
2J Ngi dung khac 

2.7.1 
3 Thong bao tin tû c hdng khong 

iA Dao tao clii'mg chi chuyin mdn 

3.1.1 Nhdn viSn Thong bdo tin tiic hdng 
khone 

3.1.2 .... 
llu&n luyfn nSng S'lnh 

3.2.1 Nhdn vi€n AIS tai cdng hdng 
khong, san bav 

3.2.2 Nhdn viln NOTAM 

3.2.3 Nhdn vi^n AIP - • 

3.2.4 Kfp trudng AIS t̂ i cdng hdng 
kh6n2. s§n bav 

3.2.5 Kfp trudng NOTAM 
3.2.6 ... 
J . J lluan luyfn dinh 



Noi dung Doi tuifng No'i ddo tao 
(ho$c don 
vi chu tri) 

Thoi gian 
(so ngdy) 

S6 
l(5*p 

s6 
ngu"6i 
/I6p 

Tong so ngu-di 

Nam Nu- Tong 

Kinh phf thuc hifn 

Kinh phf 
ddo tao 

(Hgcphf, 
chi phf th 

chuc 
kh6a hgc, 

chi phf 
b6i 

du-ong 
GV, 

H L V , . . . ) 

Kinh phf 
khdc 

(Cong tdc 
phf, chi 
phf lu-u 
tru,. . .) 

T6ng 
kinh phf 

Kinh phf 
theo ki 
hoach 

% thu'c 
hifn so vdi 
ke hoach 

Ghicha 

3.3.1 Nhdn vien AIS tai cdng hdng 
khong. sdn bav 

3.3.2 Nhdn vian NOTAM 

3.3.3 Nhan viSn AIP 

3.3.4 Kip truong AIS tai cang han| 
khong. san bay 

3.3.5 Kfp trucmg NOTAM 

3.3.6 

3.4 Hudn luyen chuyen loqi 
3.4.1 Nhdn vien AIS tai cdng hdng 

khSng, s§n bav 
3.4.2 Nhdn vien NOTAM 

3.4.3 Nhdn vien AIP 

3.4.4 

3,5 Hudn luyin phuc hM 
3.5.1 Nhdn vian AIS t̂ i cdng hdnj 

khone. sdn bav • 
3.5.2 Nhdn vien NOTAM 

3.5.3 Nhdn vien AIP 

3.5.4 Kip trudng AIS tai cdng hdnj 
khdng. sdn bav 

3.5.5 Kfp trudng NOTAM 

3.5.6 
Hudn luy§n bdi dirdng, ndng cao 
(bS flic, bSsung, cap nhat.,.) 

3.6 

3.6.1 



T T Ndi dung Doi tirgng Noi dao tao 
(ho3c don 
vj chQ tri) 

Thdi gian 
(so ngdy) 

S6 
I6p 

s6 
ngudi 

T^ng s6 ngudi 
Nam Nu- T6ng 

Kinh phf thu-c hien 

Kinh phf 
dao tao 

(ilgc phf, 
chi phf th 

chuc 
kh6a hgc, 

chi phi 
boi 

dudng 
GV, 

H L V , . . . ) 

Kinh phf 
khdc 

(Cfing tdc 
phf, chi 
phf luu 
tru,.. .) 

Tong 
kinh phf 

Kinh phf 
theo ke 
ho^ch 

% thuc 
hi?n so vdi 
ke hoach 

Ghic 

3,7 Ndi dung khdc 

3.7.1 
Khf tug-ng hdng khSng 

4.1 Bao tao chimg chi chuyen mon 
4.1 Nhdn vien khf tugng hang kh6ng 
4.2 

4.2 lludn luyen ndng Hinh 
4.2.1 Nhan vien quan trdc khi tugng 

hdns kh6na 
4.2.2 Nhdn viSn du bdo khi tugng hang 

khona 
4.2.: Kip truong khi tugng hdng kli6ng 

4.2.4 

Hudn luy^n dinh ky 
Nhdn vien quan trdc khi tugng 
hdng kh6n^ 

4.3 
•4.3.1 

4.3.2 Nhdn vi^n dy bdo khi tugng hdng 
kh5ng 

4.3.3 Kfp tmdng khf tugng hdng khong 
4.3.4 

4.4 Hudn luyfn chuyin loai 
AAA Nhdn vi^n quan trdc khf tugng 

hdng kh6ng 
4.4.2 Nhdn vien dy: bdo khf tirgng hdn§ 

khdng 
4.4.3 
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10 
T T N§1 dung Doi tug'ng Noi ddo tgo 

(ho^c don 
vj chii tri) 

ThM gian 
(s6 ngdy) 

s6 
\&P 

s6 
nguM 
/16-p 

Tong s6 ngu-6i Kinh phf thyc hifn Kinh phf 
theo ke 
hoach 

% thyc 
hif n so v6'i 
k^ ho^ch 

Ghi chu T T N§1 dung Doi tug'ng Noi ddo tgo 
(ho^c don 
vj chii tri) 

ThM gian 
(s6 ngdy) 

s6 
\&P 

s6 
nguM 
/16-p 

Nam Nu T6ng Kinh phf 
ddo tao 

(Hgcphf^ 
chi phf to 

Chile 
kh6a hpc, 

chi phf 
b6i 

duflng 
GV, 

H L V , . . . ) 

Kinh phf 
khdc 

(C6ng tdc 
phf, chi 
phf luu 
trii , . . .) 

T6ng 
kinh phf 

Kinh phf 
theo ke 
hoach 

% thyc 
hif n so v6'i 
k^ ho^ch 

Ghi chu 

5.3.2 Nhdn vien lim kiem cihi nan hifn 
tnr6Ti2 

5.3.3 
5.4 Hudn luyen phuc hdi 

-5.4.1 Nhdn vien hifp dong tim kiem ciiu 
nan 

5.4.2 NhSn vien tim kiem cuu nan hifn 
• 

5.4.3 
5.6 Hudn luy^n bdi dirdng, nting cao 

(bd tuc, bo sung, cap nhtit...) 
5.6.1 

5.7 N^i dung khdc 

5.7.1 .... 
6 Thiet ke phucng thuc bay 

6.1 Ddo tao chirng chi chuyin mdn 
6.1.1 Nhdn vi€n thiet ke phuang thiic 

bav 
6.1.2 .... 
6.2 Hudn luy^n n&ng dinh 

6.2.1 Nhdn vien thiet k% phuang thiic 
bav 

6.2.2 .... 
6.3 Hudn luyfn dinh kp 

6.3.1 Nhdn vi^n thî t ke phuang thiic 
bay 



11 
T T N§1 dung D6i tugng Noi ddo tao s6 s6 Tong so ngudi Kinh phf thuc hifn Kinh phf 

theo ke 
hoach 

Vothyc Ghi chii 
(hodc don 
vj chii tri) 

ThM gian 
(so ngdy) 

Idp nguM 
/Idp 

Nam NO- T^ng Kinh phf 
ddo tao 

(Hgc phf, 
chi phi ih 

chiic 
l(h6a hgc, 

chi phf 
boi 

duong 
GV, 

H L V , . . . ) 

Kinh phf 
l{hdc 

(Cong tdc 
phf, chi 
phf luu 
tru,. . .) 

T^ng 
kinh phf 

Kinh phf 
theo ke 
hoach 

hifn so vdi 
k l hoach 

6.3.2 

6.4 Hudn luyen phuc hdi 
6.4.1 Nhdn vien thiet phuong thiic 

bav 
6.4.2 ... 
6.5 Hudn luyen bdi duong, ndng cao 

(bo tiic, bd sung, cdp nhat...) 
6.5.1 

6.6 Ndi dung kiidc 

6.6.1 

7 Ban d3, so do; DQ- Uf u hdng 
kh6ne 

7.1 Bdo tao chung chi chuyen nwn 

7.1.1 Nhan vien ban do, so d6; DiJ lieu 
hdns khona 

7.1.2 

7,2 Hudn luyen ndng dinh 

7.2.1 •Jhdn vien ban d6, so do 

7.2.2 Nhdn vian dQ lif u hdng khdng 

7.2.3 7.2.3 

7.3 Hudn luyfn dinh ky 

7.3.1 Nhdn vian bdn d6, so d6 
7.3.2 Nhan vien dft Ii?u hdng khong 

7.3.3 .... 
7.4 Hudn luyen cliuyin loai 
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T T • Ngi dung Doi tugng Noi 6ko tao 

(ho3c don 
vj chu tri) 

ThM gian 
(s6 ngdy) 

S6 
Id-p 

s6 
ngu'6i 
/Id-p 

Tong so nguM Kinh phf thu-c hif n Kinh phf 
theo ke 
hoach 

% thyc 
hifn so vM 
kl hoach 

Ghi chii T T • Ngi dung Doi tugng Noi 6ko tao 
(ho3c don 
vj chu tri) 

ThM gian 
(s6 ngdy) 

S6 
Id-p 

s6 
ngu'6i 
/Id-p 

Nam Nu- T6ng Kinh phf 
ddo tao 

(Hgcphf^ 
chi phf to 

chuc 
kh6a hgc, 

chi phf 
bhl 

du-Ong 
GV, 

H L V , . . . ) 

Kinh phf 
kh&c 

(Cong tdc 
phf, chi 
phf luu 
tru,.. .) 

Tong 
kinh phf 

Kinh phf 
theo ke 
hoach 

% thyc 
hifn so vM 
kl hoach 

Ghi chii 

2 

II Bho tao, huSn luyfn do chuyen gia nu'6c ngoai giang day tai Vift Nam 

1 
2 

Tong (A+B) 

G/iic/iii: 
Cgt so 4: Doi voi cac klioa ttiuS ngoai ghi "Noi ddo t^o/Ca so ddo t?o dy kî n". D6i v6i cdc kh6a tu thirc hifn ghi "Don vj cliu tri" 



Phu luc V I I 
« * 

M§u 01 
P H I E U D A N H G I A K H O A D A O T A O , H U A N L U Y E N 

( D A N H C H O G I A O V I E N / H U A N L U Y S N V I E N ) 

(Ban hanh kem theo Quyet dinh so iS )•( /QD-QLB ngay4 ^ thdng 6 
nam 2020 

cua Tong gidm ddc Tdng cong ty Qudn ly bay Viet Nam) 
T E N DOfN V { : . . . . C O N G H O A X A H O I C H U N G H I A V l fT N A M 

T E N D O N V I THlTC H I E N : DQC lap - Tur do - HanE phuc 

Ha Noi, ngay thdng nam 20 

P H I E U D A N H G I A K H O A D A O T A O , H U A N L U Y E N 
( P H I I E U D A N H C H O G I A O V I E N / H U A N L U Y | : N V I E N ) 

Ho va ten Giao vien/Hudn Iuyen vien: 

Ten khoa dao tao, huan luyen: 

Mon dao tao, huan Iuyen: 

Thai gian thyc hien: 

Dia diem: 

Danli d§u (x) vao 6 the hi?n tot nh§t y kien cua Thay/Co 
Chira 
dat 

Trung 
binh 

Tot Rat 
t6t 

Cong tac ih chirc: 
1, Phong dao tao, huan Iuyen.,. 
2, Thiet bi trgf giang: PC, May chieu,... 
3. Cong tdc phuc vu: Nude uong, van phong pham... 
Nhan xet ve hoc vien: 
4. Thai do hoc tap, y thuc ky luat chung 
5. Kha nSng ti6p thu bai giang 
6. Y thurc nghien cuu tai Ii$u hoc tap ngoai khoa dao tao, hu^n 
luyen 
7. Tinh thSn turong trg, y thiic dong dgi cua cac hoc vien 
8. Y thiic quan ly va si> dung thilt bj hpc tap 

Cac y kien bd sung khac: 



Phu luc V I I 
• • 

Mau 02 
~ ~ ~ ~ P H I E U D A r a l f l A raiOA'D^ T A O , H U A N X U Y E N 

( D A N H C H O H O C V I E N ) 

(Ban hanh kem theo Quyit dinh so i^ii /QD-QLB ngdyU thdng $ nam 2020 
cua Tdng gidm ddc Tdng cdng ty Qudn ly bay Viet Nam) 

TENDOfNVI: . . . . 
TEN DON Vr THV'C HIEN: 

C Q N G H O A X A HOl C H U N G H I A V I E T N A M 
Doc lap - Tu- do - Hanh phuc 

HdNdi, ngdy thdng nam 20... 

P H I E U D A N H G I A K H O A D A O T A O , H U A N L U Y E N 
( P H I E U D A N H C H O H Q C V I E N ) 

Ten khoa dao tao, huan luyen:... Don vit6 chuc:.... 
Ten hoc vien:.... Thai gian thuc hien:... 

Vi tri cong tac:... Don vi: ... 

Khoanh tron cau tra lai thi hien tot nhat y kien cua 
Chua 
dat 

Trung 
binh Khd T6t 

N§i dung dao tao, huan luyen 
1. Ngi dung cua vi|c dio tao, huin luyen r4t co ich cho cong 
vifc cua toi 1 2 3 4 

2. DQ dai cua cac npi dung dao tao, huan luyen phu hg^ chu d6 
chuong trinh 1 2 3 4 

3. Khoa dao tao, huan luyen da trang bi cho toi nhiJng thong tin 
m6i I 2 3 4 

4. Thai gian cua toi danh cho khoa ddo tao, huan luyen nay la 
xung dang 1 2 3 4 

5. Myc dich cua t6i trong khoa dao tao, huan luyen nay da dugc 
dap ung 1 2 3 4 

Tai lieu dao tao, huan luyen 
6. Tai lieu rat co ich trong viec hieu biet noi dung dao tao, huan 
luy?n 1 2 3 4 

7. Tai lieu rdt co ich trong cong viec cua toi 1 2 3 4 

Cdc cong tac bo try 
8.Toi hailong v6i dia di6m cua kh6a dao tao, hudn luyfn 1 2 3 4__ 

9. Toi hai long vai cdc diiu kien cua lop dao tao, huan luyen 1 2 3 4 

Nhan xet ve Giao vien/Huan Iuyen vien 
10. Giao vien/Huan luyen vien co kien thuc rat tot ve chii de 1 2 3 4 
11. Gido vien/Hudn luyen vien tra loi rat tot cac cau hoi cua hoc 
vien 1 2 3 4 

12. Trinh bay cua Gido vien/Huan Iuyen vien rat ro rang 1 2 3 4 



, : , J J 

13. Giao vien/Huan luyen vien chuan b| rat ky cho khoa huan 
luyen 

1 2 3 4 

4474^54i^i^#^iHi^an^hiet^tr-agiang-- 1 _ 2 H —4__ 
15. Giao vien/HuIn luyen vien nhiet tinh vai khoa hgc va co kp 
nang tot de khuyen khich hgc vien tham gia thao luan 1 2 3 4 

Cac y kien bo sung khac: 

Nhihig nhan xet chung (nhung cai tien, ggri y): 



Phu luc VIII 

DINH MtTC CHI PHI DAO TAO, HUAN L U Y E N 
(Ban hanh kem theo Quyet dinh so /QD-QLB ngay/{(thdng 6 nam 2020 

cua Tong gidm doc Tdng cong ty Qudn ly bay Viet Nam) 

A. DAO TAO, H U A N l iUYEN TRONG NU'dC 

STT Noi dung Dan vi tinh 
* 

Muc chi (VND ) 

I Chi tra thu lao, boi duang Giao vien, Huan luyen vien, Giang vien 

LI 
: 

r 
Gido vien, Huan luyen vien chuyen trdch 

L l . l 

Trong gia che do: 
- Gia che do: 470 gia chuan/nam (Co bang quy doi gia 
chuan kem theo). 
- Gib chuant'La don vi thai gian quy doiitir so g ia lao 
dong can thiet de hoan thanh mot khoi l i igng cong viec 
nhat dinh thiloc nhiem vu giang day doi vai moi chuc 
danh tuang duong v6i mot tiet giang ly thuyet, thuc hanh 
tren lOp, bao' gom,thdi gian lao dong can thiet truac, trong 
Va sau tiet giang. 

Dong/gia 
Khong ap dung 

L L 2 Ngoai gicy cHe do Dong/gia 80.000 

L2 Phi cdng gid dinh chuyen trdch 

1.2.1 
Trong gicy che do ; 
Gia ch§ dpi 470 g ia chuin/nam (Co!bang quy doi gio 
chuan kem theo) ' 

D6ng/gia ; : Khong ap dun 
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1.2.2 Ngoai gia che do Dong/gia 40.000 • 

L3 Gido vien, Huan luyen vien kiem nhiem thudc Tdng cdng ty 

1.3.1 Trong gia lam viec quy dinh Dong/gia 50.000 

1.3.2 Ngoai gia lam viec quy dinh Dong/gia 80.000 

L4 Phi cdng gid^ dinfi kiem nhiem, trcf giang 

1.4.1 Trong gia lam viec Dong/gia 25.000 

1.4.2 Ngoai gia lam viec Dong/gia 40.000 

1.5 Bdi du&ng hudn luyen vien tham gia hudn luyen tai vi 
tri lam viec (Hudn luyen vien kiem nhiem) Dong/gia 10.000 

2 Giao vien, giang vien thue ngoai Tong cong ty (bao 
gom ca giaovien nu-dc ngoai) 

Thong qua hgp ddng tren c 
da dugc! cap co tham quyt 
hoac thong ĉ ua thoa thuan g 
va dan v i toi chuc ap dung 
theo Thong i u so 36/2018/1 
30/3/2018 caaBg Tai chinh 

a sd du toan 
in phe duyet 
iua giao vien 
nuc kinh phi 
T-BTC ngay 

I I Chi phi xay jdung giao trinh (Giao trinh duac Tong cong ty phe duyet) 

1 Chi phi xay idyng giao trinh 

1.1 Chi bien soan mai , sua chiia va bien tap tong the Dong/trang chuan 40.000 
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1.2 
q — - — — — — 1 1 , — 

Chi tham dinh, nhan xet (ap dung ca cho bien soan mai va 
sua doi, bo sung) Dong/trang chuan 20.000 

1.3 
Chi sua doi, bo sung giao trinh, chi bien tap lai tu giao trinh 
da thanh toan dk phu hop vai chuang trinh mon hoc da 
dugc duyet 

^ • 

Dong/trang chuan 
Muc chi bang 30% muc c\ 

mdi, sua chua va bien tap t 
i bien soan 
Dngthe 

2 Chi phi in an, mua van phong pham phuc vu nhiem vu 
xay du-ng giao trinh Theo thuc te 

I I I Chi phi to chuc khoa hgc 

1 Chi thue hgi truong, phong hgc; thue thiet bi , dung cu 
phuc vu giang day; Theo thuc te 

2 Chi mua giao trinh, tai lieu true tiep phuc vu lop hgc, van 
phong pham theo ngi dung chuong trinh khoa hgc Theo thuc te 

3 Chi in va cap chung chi/chung nhan Theo thuc te 

4 Chi to chuc cho hgc vien di khao sat, thuc te Theo thuc te 

5 Chi nuoc uong phuc vu lap hgc D6ng/ngudi/ngay Khong qua 10.0 00 

6 Chi khai giang D6ng/16p l ihdng qua 500.( )00 

7 Chi be giang D6ng/16p Khdng qua 500. )00 
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IV Chi bien dich tai lieu giang day 
Theo quy dinh cua Ton^ 
Dich thuat tai lieu chuyen 
vu. 

cong ty ve 
mon, nghiep 

V Mirc boi dirang cac hoat dong ho tro" giang day 

1 Soan de thi va kem dap an Dong/de 200.000 

2 Soan de thi van dap va kem dap an Dong/de 50.000 

3 Soan cau hoi cho ngan hang cau hoi thi Dong/cau 15.000 i 

4 
r f 

Cham thi viet Dong/bai 15.000 

5 Cham thi van dap, thuc hanh Dong/buoi 200.000 

6 Coi thi Dong/buoi 100.000 

1 
I 

— I <n I . . i t 
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B. DAO TAO - HUAN L U Y E N NU'dC NGOAI 

T T Noi dung chi Muc chi 

1 Chi hgc phi va cac khoan chi phi khac pihai tra cho cac ca 
sa dao tao a nuac ngoai. 

Tren ca sa du toan da dugc cap co tham quyen pi: 
dong, thoa thuan da dugc ky ket va hoa dan cua cac C( 

e duyet, hgp 
ir so dao tao. 

2 Chi ho trg hgc vien, chi mua bao hiem y te. Thuc hien theo che do cong tac phi tiuoc ngoai tai c 
2680/QD-HDTV ngay 22/07/2016. 

juyet dinh so 

1 

• 

I 

\\-\ i g s ' i ! hii 
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BANG QUY DOI G l 6 CHUAN 

T T Noi dung Thdi luang quy doi 
1 Mot gid day ly thuyet 45 phut 1 g id chuan 
2 Mot gid day tich hop (ket hop ly thuyet va thuc hanh) 45 phut 1 gid chuan 
3 Mot g id day thuc hanh 60 phut 1 g id chuan 
4 Soan de kiem tra 

4.1 Mot de kiem tra tu luan kem theo dap an 1 gid chuan 
4.2 Mot de kiein tra trac nghiem kem theo Gap an 1,5 gid chuan 
4.3 Mot de kiem tra van dap kem theo dap Ian 0,25 g id chuan 
4.4 Mot de kiem tra thuc hanh kem theo dap an 0,5 gid chuan 
5 Mot gid coi kiem tra (ly thuyet - 45 phut, thuc hanh - 60 phut) 0,3 gid chuan 
6 Cham kiem tra 

6.1 Kiem tra viet tu luan, kiem tra trac nghiem 0,1 gid chuan/bai 
6.2 Kiem tra van dap 0,2 g id chuan/hoc vien 
6.3 Kiem tra thuc hanh 0,2 gid chuan/hoc vien 
7 Soan de thi 

7.1 Mot de thi tu luan kem theo dap an ; 2 gid chuan 
7.2 . Mot de thi trac nghiem kem theo dap an 2,5 gid chuan 
7.3 Mot de thi van dap kem theo dap an 0,5 gid chuan 
7.4 Mot de thi thuc hanh kem theo dap an \ 1,5 g id chuan 
8 Mot g id coi thi (ly thuyet - 45 phut, thuc hanh - 60 phut) 0,5 gid chuan 
9 Cham thi 

9.1 Thi viet tu luan, thi trac nghiem 0,2 gid chuan/bai 
9.2 Thi vdn dap 0,4 g id chuan/hoc vien 
9.3 Thi thirc hanh 0,4 gid chuan/hoc vien 




