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1. MUC PICH VA PHAM VI AP DUNG

1.1. Muc dich
Théng nhit quy trinh té chtrc ky thi két thiic hoc phén theo hoc ky.

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 nam 2021 ctia Hiéu truéng Truong Dai

hoc Nong Lam TPHCM v& viéc “Ban hanh Quy ché hoc vu ap dung cho Bac dai hoc dao tao theo
hé théng tin chi”;

_ Can ctr Ké hoach giang day theo hoc ky ctia Phong bao tao;

- Ciin ot Lich thi két thtc hoc phan theo hoc ky clia Phong Quan ly Chét lugng.
3. THUAT NGU, PINH NGHIA VA CHU VIET TAT

BM: Biéu mau;

DHNL: Dai hoc Nong Lam,;

GV: Giang vién;

KKT: Khoa Kinh té;

P.QLCL: Phong Quén Ly Chét Luong;

P. DT: Phong Dao tao;

CBCT: Céan bd coi thi;

Qb: Quyét dinh;

QT: Quy trinh;

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

'P.QLCL cong bb lich thi

_ P.QLCL cong bd ‘
"\ lich thi dy kién (1) cho SV qua Email (3)
Khong
dongy
Gido vu Khoa nhén lich, trich

loc, kiém tra, phan hdi (2)

i )

Gi4o vu Khoa cin ctr vao lich thi phan

Gio vu Khoa tong hop 5O lugng d& thi theo hoc
cdng can b coi thi (4B-1)

phén, giri cho Giang vién dé nghi ra dé (4A-1)

Khéng
dong y

A

Giao vu Khoa tong hop s6 lugng dé thi theo
phong thi, sao in, dong g6i, niém phong (4A-2)

Guri cho giang vién, lanh
dao phé duyét (4B-2)

Gt lich phan cdng coi thi chinh thirc
cho giang vién (4B-3)

Té chirc thi theo lich thi (5)
v

Luu trit bai thi, 14p s6, giao bai thi cho GV (6)
v
Lap sb nhan bang diém, luu trlt nop vé P. DT (7)

'

@o c4o, két thic ki thi @
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4.2. Mo ta

TT

Noi dung cong viéc

Thue hién

Hb so luu

P.QLCL xép lich thi két thic hoe phan (du
kién):

- Gui qua email cho Gido vy Khoa;

- Thong bao cac hoc phan thi thyc hanh va ly
thuyét.

P.QLCL

Luu lich thi du kién

Giao vu Khoa nhén lich thi:

nhén bai thi theo lich thi, xtr ly su cb khi c6
thong tin v& dé thi.

Giang vién;
CBCT

5 |- Trich loc, kiém tra, d6i sanh voi ké hoach giang Gido vu Khoa; | Luu thong tin phan
theo hoc ky, phéan hoi thong tin lich thi vé | P.QLCL hoi
P.QLCL.
. | P.QLCL théng bio lich thi P.QLCL; ﬁgﬁ‘ tt;‘fgg‘g;% Z‘;‘O"e
- Giri thong tin lich thi qua email SV. SV " 4
sinh vién
4A-1 Chuan bi de thi:
- Gi4o vu khoa tbng hop s6 luong d8 thi theo
tung hoc phan i
- Guri thong bao cho giang vién, dé nghi ra dé ., _ Luu ho so lién quan
thi theo dang thoi han. giiﬁ ngfoa’ dén ky thi (lich thi,
4A | 4A-2 Sao in @& thi: Ph(‘)ngg ey, | SO nhén 8 hi, bién
- Gido vu Khoa tong hop sé luong dé thi theo Tra Pio tao ban sao in dé thi, lich
gidy thi, ngay thi, phong thi, sao in, dong goi, : sao in dé¢ thi)
niém phong;
- Gri thong béo lich sao in d2 thi vé phong
Thanh tra Dao tao.
4B-1 Phan cong Can bd coi thi:
- Can ct lich thi, gido vy khoa phén cong can
b coi thi theo tig phong thi.
4B-2 Lanh dao phé duyét, Can bo coi thi
phan hoi thong tin:
- Gido vu Khoa nhan phan hdi thong tin lich coi Gido vu Khoa; | Luu trit lich thi, lich
AR thi ctia Céan b9 coi thi; CBCT: phan cong CBCT
- Trinh 1anh dao Khoa phé duyét, tr ién khai t6 o
Lanh dao Khoa
chirc thuc hién ky thi.
4B-3 Giyi lich coi thi chinh thirc:
- Gi4o vu Khoa gui lich thi phan cong chinh
thirc qua Email cho Can b coi thi, dong thoi
cong bo tai Van Phong Khoa lich thi d& dugc
lanh dao phé duyét.
T6 chire ky thi: Lanh dao Khoa; Luu trit lich EE? by
- Phan cong can bd truc d8 thi, giao nhan dé thi, | Gido vu Khoa; tif bied bin khj. o6
5 sw ¢6 vé dé thi, bién

ban lién quan dén
SV, CBCT
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TT Noi dung cong viéc Thuwe hi¢n H so luu
Luwu trit bai thi: L?lh Dgn Khog; Ll.ru S,O k}./AnhaP be.li
6 e S TNETTY e Giao vu Khoa; thi, cdc bién ban lién
- Lap s0, ky nhén bai thi, luu trit bai thi. 3 ‘A F A
' Gidng vién quan dén ky thi
Giao/Nhén bang diém: Lanh dao Khoa; A e
. AT TN L Luu trit ho so lién
7 | - Gido vu Khoa lap SO phan bang diém tir giang | Gido vu Khoa; uan dén kv thi
vién, nop bang diém vé& Phong Dao tao. P.DT q Y
g Két thic: 7 ) Gido vu Khoa; Luu trit ho so lién
- Béo cao tong ket. Lanh dao Khoa | quan den ky thi
5. BIEU MAU
TT Tén biéu miu Ma L)lell Lot graw Noi lwu Phu trach
mau Iwu toi thiéu
. . BMO01/QT- g Vin phong '3
1 | Lich thi _KKT 2 nam Khoa Giao vu khoa
Danh sach phéan cong BMO02/QT- g Van phong .
2 CBCT _KKT 2 nam Khoa Giao vu khoa
Sé giao nhan bai thi, bang | BM03/QT- i Viin phong | Gy vien
3 ik 2 ndm P. BT/Giédo
di€ém ..-KKT Khoa vu khoa
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