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1. MUC PICH

Hudng din cdng tac cdp cic gidy to hanh chinh (ban gidy hodc ban dién tu) cho nguoi hoc ¢
moi hoc ky tai Truong Dai hoc Khoa hoc tu nhién, PHQG-HCM, gitip cho ngudi hoc ndm rd céc
quy dinh va céc thu tuc can thuc hién.

2. PHAM VI AP DUNG
2.1 Déi twong ap dung

Quy trinh nay ap dung dé kiém soét cong tac cap cic gidy to hanh chinh (ban gidy hodc ban
dién tr) cho nguoi hoc & moi hoc ky tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung
Phong Cong tac sinh vién.
3. TAI LIEU VIEN DAN
- Tiéu chuan qudc gia TCVN ISO 21001:2019 va Tiéu chuén quéc té ISO 21001:2018.

- Quy trinh kiém soat thong tin dang van ban (QT.KHTN.01) '(‘3':

- Danh muc tai liéu bén ngoai (BM05.KHTN) AUl

4. PINH NGHIA VA TU VIET TAT Al
. . -10A

4.1, Dinh nghia ’ ‘ JN
Giay to hanh chinh: Céac giay to hanh chinh trong quy trinh nay bao gom: ~

*

Giay chirng nhan sinh vién hoan nghia vu quan su;

- Gidy xac nhan sinh vién vay tin dung;

- Gidy gioi thiéu sinh vién thuc tap,...
4.2 Tirviét tat

TP/PTP: Trudng phong/Phé trudng phong;

- NDPC: Nguoi duge phan cong;

- NH: Nguoi hoc;

- P.CTSV: Phong Cdng tac sinh vién;
- P.DT: Phong Dao tao;

- GTHC: Gidy to hanh chinh;

- GCN: Giy chung nhan
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5. NOI DUNG
5.1 Luu d6

1. Cap nhat thong tin
hoc vu

A 4

2. Nguoi hoc ding ky cidp GTHC

A4

3. Xt ly dir ligu NH dang ky

4. Kiém tra tinh Khong di diéu kién
trang hoc vu

4a. Kiém tra tinh
trang hoc vu lan 2

khong du
diéu kién

5. Cép GTHC va Dui diéu kién

luu dr liéu

Tir chéi cdp
GTHC

A

5.2 Noi dung dién giai

A2 s . ~ TRACH | THOI - z
MO TA CAC BUOC THU'C HIEN NHIEM | GIAN BIEU MAU

Budce 1. Cap nhat thong tin hoc vu
P.DT,

Pau mdi hoc ky va dinh ky hang tuan, PDT va P.CTSV. | 1 ngay Phan mém,

P.CTSV phdi hop cap nhat dir liéu cua nguoi hoc vao link dang ky

i NDPC
phan mém in GCN;
Budc 2. Nguoi hoe dang ky cAp GTHC . < -
- Ngudi hoe ding ky cap GTHC online qua duong link NH i Hinkedangiky,
Buodc 3. X ly dir liéu NH dang ky
- NDPC xuét dir liéu ngudi hoc ding ky cép GTHC; NDPC | nod BM04.CTSV.01
- Import danh sach nguoi hoc dang ky cap GTHC vao neay Phan mém
phan mém;

Budéc 4. Kiém tra tinh trang hoc vu:

- Néu ngudi hoe khong dang ky hoc phan trong hoc ky NREC L7 NELA UL AU
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thi chuyén sang Budc 4a.
- Néu ngudi hoc c6 dang ky hoc phan trong hoc ky thi
chuyén sang Budc 5.

Buéc 4a. Kiém tra tinh trang hoc vu lin 2:

- Néu nguoi hoc du diéu kién (chua tét nghi¢p, chua
hoan tét chuong trinh hoc,..) thi chuyén sang Budc 5. NDPC BMO05.CTSV.01
- Néu ngudi hoc khong du diéu kién thi gui email
thong bao tir chdi cap GTHC

Buéc 5. Cap GTHC va luu dir lidu

- NDPC in GTHC cho ngudi hoc du diéu kién va trinh BMO1.CTSV.01;
ky, dong dau; e BM02.CTSV.01;
- GUri email thong bao thoi gian nhan GTHC; BMO03.CTSV.01;
- Phat GTHC; Phan mém
- Luu hd so theo quy dinh.

6. PHU LUC VA BIEU MAU
STT Ky hiéu Tén Phu luc/ Biéu miu

1 BMO1.CTSV.01 | Gidy chimg nhan hodn nghia vu quan su

BMO02.CTSV.01 | Gidy gidi thidu thuc tap

BMO03.CTSV.01 | Gidy vay vdn

BM04.CTSV.01 | Danh sach dang ky
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BMO05.CTSV.01 | Danh sach cap GTHC




