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TRUGNG DAT HOC NONG LAM TP.HCM $6 hiéu: 03/QT-DHNL-KT
KHOA KINH TE LAn ban hanh: 01

QUY TRINH Ngay ban hanh: 17/03/2023
MOI BAO CAO VIEN Téng sb trang: 4

1. MUC DiCH VA PHAM VI AP DUNG
1.1. Muc dich

Théng nhét quy trinh lam viéc moi Bao Céo Vién theo mon hoc cua giang vién.

1.2. Pham vi ap dung

Khoa Kinh té, Truong Dai hoc Nong Lam Tp. Ho Chi Minh.

2. TAI LIEU VIEN DAN
- Quyét dinh s6 2500/QD-DHNL-DT ngay 18 thang 8 nim

hoc Nong Lam TPHCM v& viéc “Ban hanh Quy ché hoc vu ap dung cho Béc dai hoc dao tao theo

hé théng tin chi”;

2021 cta Hiéu trudong Truong Dai

_ Can ot K& hoach giang day theo hoc ky ctia Phong Dao tao.

3. THUAT NGU, DINH NGHIA VA CHU VIET TAT
BCV: Béo cao vién;

BM: Biéu mau;

DHNL: Dai hoc Nong Lam;

GS: Giao su;

GV: Giang vién

GVHD: Giang vién hu6ng dan;

KKT: Khoa Kinh té;

P. DT: Phong Dao tao;

P. KHTC: Phong Ké hoach - Tai chinh;
PGS: Pho Giao su;

Qb: Quyét dinh;

QT: Quy trinh;

SV: Sinh vién.
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4. NOI DUNG
4.1. Luwu do

C

Thong bao m‘(‘)‘i BCV
1

A 4

Thuec hién ké hoach

®)

Lap ké hoach moi BCV
< —>
(2)
l Khong

A

dong y

Lanh dao khoa

Béo c4o két qua, hoan ting
kinh phi theo quy dinh (6)

xem Xét, phé duyét

©))

Pdng y
v

Lap du tru kinh phi
“

4.2. Mo ta

Két thiic
(7)

TT

Noi dung cong viéc

Thue hién

Hb so lwu

Thong biao moi BCV: Phd Trudng khoa phu
trach dao tao Dai hoc, hé Chinh quy thong qua

I | 4io v khoa giri thong béo viéo ding ky moi | 0140 vekhoa | Thong béo déng ky
BCV vio dau mdi hoc ky ctia nim hoc.
Lap ké hoach moi BCV:
- GV thyc hién viée dang ky bang cach giri ho so
B.C,V (Iy lich c4 nhan), ké hoach moi BCV cho Truéng Bo mon | Hb so BCV
% | kL ks ) Lanh dao khoa | K& hoach
- Thong tin cia BCV gom c6: Ho tén, trinh do : :
chuyén mén, chtrc vy, té€n co quan cong tac, dia
chi noi cong tac, dia chi email, va sb dién thoai.
Li“h dgo !{hoa xem xet,, pie Ad wE 6 Lanh dgo Lanh dao khoa | Ho6 so BCV
3 | kiém tra ho S0 BCV, xét duyét ke hoach thuc Gido vu khoa K& hoach
hién, phan hoi cho GV vé thong tin mdi BCV. i i
Lap dw tra kinh phi: Cin cir ké hoach ctia GV
4 vé viée dang ky moi BCV: Trudng B mon K& hoach
- Lap bang du tru kinh phi; Lanh dao khoa | Du tru kinh phi

- GV s& nhan kinh phi sau hai tuan giri ké hoach.
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TT Noi dung cong viéc Thye hién H so luu
Thuye hién ké hoach: GV chu dong lién hé trién |
khai ké hoach moi BCV, thong bao cho lanh dao
5 ) A oA bae LR G ¢
Khoa, truong B6 mon va Sinh vién thoi gian va
dia di€ém t0 churc bdo céo.
B4o céo két qua, hoan ng kinh phi theo quy
6 | dinh
5. BIEU MAU
TT Tén biéu miu Mabien | -Lhulglat Noiluu | Phuy trich
mau Iwu toi thiéu i
£ BMO01/QT- y Vin phong .
1 | K& hoach _KKT 2 nam Lo Giao vu khoa
gy - BMO02/QT- g Vin phong -
2 | Danh sach sinh vién _KKT 2 nam Khoa Giao vu khoa
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