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1. MUC PICH

Hudng dan thuc hién cdng tac quan ly, luu trit va in sao dé thi tai Truong Pai hoc Khoa hoc
tu nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Déi twong ap dung

Quy trinh nay ap dung dé kiém soat cong tic quan ly, luu trit va in sao dé thi tai Trudong Dai
hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung
Phong Khao thi va Dam bao chat lugng, cac don vi ciia Trudng, cac giang vién.
3. TAILIEU VIEN DAN
- Tiéu chuin quéc gia TCVN ISO 21001:2019 va Tiéu chudn quéc té ISO 21001:2018.
- Quy trinh kiém so4t thong tin dang van ban (QT.KHTN.01)
- Danh muc tai liéu bén ngoai (BM05.KHTN)

Y

4. PINH NGHIA VA TU VIET TAT

4.1 Dinh nghia

- Khong co.

4.2 Tirviét tit

P. KT&DBCL: Phong Khao thi va Dam bao chét lugng
GV: Gidng vién

NDPC: Nguoi duge phan cong

PTLTN: Phiéu tra 10i trdc nghiém
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5. NOI DUNG
5.1 Luu dd
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2. Ra d2 thi
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3. Duyét dé thi
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5. Scan d¢ thi
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5a. Hoan vi dé thi
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6. In sao va bao quan dé thi
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7. Déng goi dé thi
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8. Chuyén d& thi dén noi té chuc thi
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5.2 Noi dung dién giai

TRACH

THOI

Thong béo bao gdm: thoi gian ndp dé, cich thic ndp
(truc tiép hodc qua email) va dinh kém mau dé thi.

MO TA CAC BUOC THU'C HIEN NHIEM | GIAN BIEU MAU
Budc 1. Thong bao ndp dé thi
- Trude dot thi 3 dén 4 tuan, P XT&DBCL giri thong Trude
bdo (qua email) dén GV c6 hoc phan t6 chtc thi. | NDPC | dotthi | BM0O1.DBCL.05

3-4 tuan

Budéc 2. Ra dé thi

-GV soan d¢ thi theo dinh dang do P.KT&PBCL cung
cép. Thong tin co ban trén d& thi bao gdm: sb cau hoi,
thoi gian thi, duge phép hay khong duoc phép sir dung
tai liéu, cach thac lam bai (trén dé, trén giéy thi, trén
PTLTN).

-Pé thi gitra ky c6 thoi gian lam bai 45-60 phut; dé thi
két thiic hoc phan co thoi gian lam bai nhu sau: 45-60

Trudc

phan giai 300dpi.
-Pé thi gbc (ban gidy) s& duoc luu trit theo thir tw ma
hoc phén vao cubi mdi ky thi.

philt (< 2TC); 60-90 phit (3TC); 60-120 phiit (> 4TC). il d"":ugz 24 BMOLDBCE.OS
-Ddi vdi cac mon chung thude khoi kién thae dai
cuong, cac GV théng nhét ra dé thi chung va gui dé
kém dap an chi tiét.
-D&i v6i dé thi tric nghiém cham bang may: GV cung
chp d& thi gbc c6 chit ky xac nhan cua GV va file ndi
dung dé thi (c6 danh dau dép an) dé P.KT&DBCL
thuc hién cong doan hoén d& va nhan ban dé thi.
Budc 3. Duyét de thi Lanh dao | TrUGe
-GV gui dé thi cho Khoa/BM ky duyét, sau d6 gui cho Khoa/B'M dot t‘hi 2 | BM01.bBCL.05
P.KT&DBCL. tuan
Budc 4. Kiém tra dé thi
-Khi nhan d& thi tor GV, chuyén vién P.KT&DBCL ,
kiém tra céc thong tin co ban ctia dé thi, bao gdém: so Tru'or.c
N IR ) NDPC | dotthi2 | BMO1.DBCL.05
cau, su rd ne,t cua ban in va cac hinh an’h, phuong an, e
dap an,... (néu dé thi khong dam bao chat lugng khi in
yéu cau GV diéu chinh).
Budc 5. Scan dé thi
-M3i dé thi duge ddnh ma luu trit riéng.
- T4t ca dé thi duoc scan lai dé luu trir trong may tinh,
thuép tién trong cong tac tim, kiém. i ‘ P KT&D Trudce
-Kiém tra trudc kpi scan, né\’J ¢O nhiéu ma ‘dé thi scan .BCL dot t‘hi 2
theo thr tu ma dé tir nho dén 1on (tron de), scan do tuan

Budc Sa. Hoan vi dé thi (trac nghiém)

Déi véi dé thi trdc nghiém, P.KT&PBCL tién hanh
hoan d& dé tao ra nhidu ma dé khac nhau (theo quy
trinh QT.DBCL.06) trude khi in sao.

QT.DBCL.06
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Budc 6. In sao va bao quan deé thi

- Trude khi in sao d& thi, NDPC an phan tén va chit ky

cia GV ra dé va ky duyét cua Khoa/BM.

-In dé: In du sb luong, kiém tra dé in voi d& gbe vé

ndi dung va chit lugng. Luu y mdn thi ¢ nhiéu dé,

nhiéu ca. Trude

- Tach, bdm, dém va bé vao tii: Tach ding dé, bAm | Nppc | dot thi2

céc to dé lai v6i nhau (trudng hop dé nhiéu to), dém sb tuan

dé dung vai sé da ghi trén ti va kiém tra ndi dung véi

dé gbc trude khi cho vao tdi.

- Bao quan dé: D& thi chua scan, d3 scan, di in phai dé

riéng. Cudi ngay sap xép tat ca dé thi vao ti (ké ca dé

chua in, chua scan).

Budc 7. Pong goi dé thi

- Niém phong: Chi niém phong khi tat ca céc tai dé da

du sb luong. Niém phong bang kim bam va bang keo Trudce

gidy; kiém tra sb ti trude khi'déng goi. NPPC | dot thi

-Déng géi: Cac dé thi cing mot ngay thi, ca thi s& 1-2 tudn

duoc bo lai v6i nhau bing day nilong tap hop lai cing

mdt chd dé chuén bi chuyén di.

Budc 8. Chuyén dé thi dén noi to chirc thi

Trude ngay bat dau dot thi 4-5 ngdy, P.KT&DBCL ,

AR e R0 A C R . P Trudce

chuyén dé thi da dong go6i dén noi t6 chure thi, cu the la i

shong BO4 & co & 1 va phong 2.5 tda nha didu hanh | NPPC | dotthi

co s& 2. Trong qué trinh chuyén d& ludn c6 chuyén 4-5 ngay

vién cta phong di theo giam sat.

Bude 9. Luru triv dé thi goc NDPC

D¢ thi goc duge danh mé va luu trir theo quy dinh.

6. PHU LUC VA BIEU MAU
STT Ky hiéu Tén Phu luc/ Biéu miu
I | BMOI.DBCL.05 | Mau d¢ thi




