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Lan ban hanh: 01
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KIEM SOAT SU THAY POI
STT NOI DUNG Ngay cip nhit
1 Ban hanh lan dau theo ISO 21001:2018

Ngudi soan thio

1. Nguyén Thi Ngoc Han

2. Binh Thi Buc Hanh

Nguyén Thi Ngoc HAT]
(Trudng phong) (Hiéu truong)
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PHQG-HCM

1. MUC PiCH

Hudng dan cong tac cép hd so thuc tap thuc té cho ngudi hoc tai Truong Dai hoc Khoa hoc tu
nhién, PHQG-HCM, gitp cho ngudi phu trach nam rd cac quy dinh va cac tha tuc can thuc hién.

2. PHAM VI AP DUNG
2.1 Pbi tuong ap dung

Quy trinh nay 4p dung dé kiém soét cong tac cip hd so thuc tap thuc té cho ngudi hoc tai
Truong Dai hoe Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung
Phong Cong tac sinh vién, Phong T chirc - Hanh chinh, Phong Dao tao, cdc Khoa.
3. TAILIEU VIEN DAN -
- Tiéu chuin quéc gia TCVN ISO 21001:2019 va Tiéu chuin qude té ISO 21001:2018.
- Quy trinh kiém soat thong tin dang van ban (QT.KHTN.01)
- Danh muc tai liéu bén ngoai (BM05.KHTN)
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4. PINH NGHIA VA TU VIET TAT 91.2
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.1 DPinh ngh
4.1 Din l,lg ,la | At
4.2 Tirviet tat .0A
- NBPC: Nguoi duge phan cong; YNt
S —
- GV:Giang vién; e ®

- NH: nguoi hoc;

- P.CTSV: Phong Cong tac sinh vién;

- P.DT: Phong Dao tao;

- P.TCHC: Phong Té chirc - Hanh chinh
- BGH: Ban giam hi¢u

- HS TTTT: Hb so thuc tap thuc té.
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QUY TRINH CAP HO SO THUC TAP

Lan ban hanh: 01
Ngay ban hanh: 04/03/2025

SHiGGTiEN THUC TE CHO NGUOI HQC Trang: 4/4
5.2 Noi dung dién giai
A i ; : TRACH | THOI A
MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU

Buwdce 1: Lap cong van va danh sach ,
Khoa gtii HS TTTT vé P. CTSV, bao gdm cong vin Igfga - gm;ggg;
dé nghi va danh sadch GV, NH tham gia TTTT ' '
Budc 2: Phén loai ho so
NDPC P.CTSV phan loai hd so. C6 2 loai hd so NDPC |

- ho so sur dung kinh phi Truong P. CTSV gay

- hd so khong str dung kinh phi Truong
Buée 3: Kiém tra dir liéu NH, GV ddi voi tirng
loai hé so
* Ho so khong sir dung kinh phi Truong:
- Néu NH du diéu kién (c6 dang ky hoc phan, chua
t6t nghiép, khong bi budc thoi hoc, khong nghi hoc)
thi thue hién Budc 4.
- Néu NH khong du diéu kién (khong dang ky hoc | \ppc
phan, da tot nghiép, bi budc thoi hoc, da nghi hoc): PTCHC
tra ho so lai cho Khoa , P.CTSV’ 1 ngay | BM02.CTSV.02
- P.CTSV chuyén danh sach GV cho P. TCHC kiém ‘P BT ’
tra. ’
* Ho so sir dung kinh phi Trieong:
P. CTSV phdi hop véi P. DT kiém tra thong tin.
- Néu NH du diéu kién (co dang ky hoc phan sir
dung kinh phi): thuc hién Budc 4.
- Néu NH khong du diéu kién (khong ding ky hoc
phan str dung kinh phi): tra hd so lai cho Khoa.
Budc 4: Phé duyét danh siach
* Ho so khong sir dung kinh phi Truong:
- P. TCHC phé duyét danh sach GV, P. CTSV phé¢ | NDPC
duyét danh sach NH. P. TCHC, 1-2
* Ho so st dung kinh phi Trieong: P.CTSV, | ngay BMO2.CTSV.02
- P. TCHC phé duyét danh sach GV va cdp Quyét | P.DT
dinh di cong tac cho GV.
- P. CTSV va P. BT phé duyét danh sach NH.
Budc 5: Ban giao va luu ho so NDPC
NDPC ban giao ho so da dugc duyét cho Khoa va -

A P. CTSV

luu ho so

6. PHU LUC VA BIEU MAU

STT Ky hiéu

Tén Phu luc/ Biéu miu

1 | BMOI.CTSV.02 | Cong van dé nghi

2 | BM02.CTSV.02 | Danh sach GV, SV




