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1. MUC PiCH

_ Hudng dan thuc hién cong tac phan cong can bd coi thi, ky thi gitra ky va ky thi két thuc hoc
phan tai Trudng Dai hoc Khoa hoc ty nhién, PHQG-HCM (Truong DH KHTN)

2. PHAM VI AP DUNG
2.1 Péi twong ap dung

~ Quy trinh nay ap dung dé kiém soat cong tac phan cong can bd coi thi, ky thi gitta ky va ky thi
két thuce hoc phan tai Truong Dai hoc Khoa hoc tu nhién, PHQG-HCM (Truong DH KHTN)

2.2 Trach nhiém ap dung

Phong Khao thi va Dam bao chit lugng, cac don vi ctia Trudng.
3. TAI LIEU VIEN DAN

- Tiéu chuén quéc gia TCVN ISO 21001:2019 va Tiéu chudn qudc té SO 21001:2018.

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

- Danh muc tai liéu bén ngoai (BM05.KHTN)
4. PINH NGHIA VA TU VIET TAT

4.1 DPinh nghia

- Khong co.

4.2 Tir viét tit

- BGH: Ban Giam hiéu

- Khoa/BM: Khoa/ B6 mon

- NDPC: Nguoi duge phan cong

- P.KT&DBCL: Phong Khao thi va Dam bao chat lugng

- P.QTTB: Phong Quan tri thiét bi

- P.TTPC: Phong Thanh tra - Phap ché

- GV: Giang vién

- CBCT: Can b coi thi
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5. NOI DUNG
5.1 Luu dd
Y
2. Sap xép CBCT
A 4
3. Gui lich thi cho CBCT
A 4
4. Thyc hién cong tac coi thi < QT.bBCL.08
A 4
5. Tong hop, béo céo vé@
5.2 Noi dung dién giai
At A . . TRACH | THOI R
MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU
Budc 1. Chuan bi
e o T D o Truée | BMO1.DBCL.07
+ Thong ké so6 ca coi thi cua moi khoa (trir mén chung). | NDPC, Co
e e tea % o , , khi thi 4 | BM02.BDBCL.07
+ Gui dir liéu s6 ca coi thi cho cac khoa. cac khoa tuAn BMO3.DBCL.07
- Can cr sO ca coi thi, cac khoa phan cong CBCT va ’ '
gui danh sach cho P.KXT&DBCL
Budc 2. Sap xép CBCT
NDPC tong PQ]:‘) da’nh sach 'C87CT cEla cac‘ khoa; rflm I\{DPC, T.ruo'c BMO4.DBCL.07
CBCT dy trir tir cac don vi cua truong va GV thinh | céc don | khi thi3 BMO05.DBCL.07
giang; xép CBCT vao ting phong thi (uu tién can bd Vi tuan ' ’
coi thi mon minh phu trach giang day).
Buée 3. G lich coi thi cho CBCT
ND?C thuc hién cac viéc sau:
-bo ,dfr licu CBCT vao h¢ thong; Trudce
- Xuat/in lich coi thi v§1 gui cho timg CBCT; ’ NDPC khi t‘hi 2 | BM06.BDBCL.07
- Nhan thong tin thay doi CBCT tir Gido vu khoa (néu cd); tuan
-Cap nhét va hoan chinh danh sach CBCT trude ngay
thi it nhat 48 gio.
Buéc 4. Thye hién cong tic coi thi ) Theo lich
Thuc hi¢n theo quy trinh t6 chire thi gilta ky va thi ket thi QT.DBCL.08
thuc hoc phan
Budce S. Tong hop, bao cdo va luu ho so
- PXT&DBCL ghi nhén tat ca nhiing truong hgp CBCT Sau khi
hay lich coi thi hodc khong tham gia coi thi theo lich va | NDBPC thi t6i da | BM07.DBCL.07
gui danh sach cho khoa sau moi dot thi. | tuan
- Luu trir tat ca cac loai bién ban lién quan theo quy dinh.
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6. PHU LUC VA BIEU MAU

STT Ky hi¢u Tén Phu luc/ Biéu miu
1 | BMO1.DBCL.07 | Thong ké sb ca coi thi
2 | BM02.DBCL.07 | Phan b6 s6 lugng CBCT
3 BMO03.DBCL.07 | Danh sdch CBCT cua Khoa
4 | BM04.DBCL.07 | Téng hop danh danh séch CBCT tir cac khoa
5 | BM05.DBCL.07 | Danh sach CBCT Phong thi
6 | BM06.DBCL.07 | Lich coi thi
7 | BM07.DBCL.07 | Danh sach cén bo khong tham gia coi thi theo su phan cong




