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1. MUC PiCH

Hudéng dan thuc hién cong tac to chire thi gitta ky va thi két thiic hoc phin tit ca cac hé dao

tao bac dai hoc 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 tac td chirc thi giira ky va thi két thiic hoc phén tat

ca cac h¢ dao tao bac dai hoc tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung

Phong Khao thi va Dam bao chit lugng, cac don vi ctia Truong.

. TAI LIEU VIEN DAN

- Tiéu chuin quédc gia TCVN ISO 21001:2019 va Tiéu chuin qudc té ISO 21001:2018.
- Quy trinh kiém soat thong tin dang van ban (QT.KHTN.01)
- Danh muc tai li¢u bén ngoai (BM05.KHTN)

. DPINH NGHIA VA TU VIET TAT

4.1 Dinh nghia

- Khong co.

4.2 Tirviét tat

- BGH: Ban Giam hiéu

- Khoa/BM: Khoa/ BO mén

- NDBPC: Nguoi duge phan cong

- P.KT&PBCL: Phong Khao thi va Dam bao chit lugng
- P.DT: Phong Dao tao

- P.QTTB: Phong Quan tri thiét bi

- P.TCHC: Phong Tb chirc - Hanh chinh
- P.TTPC: Phong Thanh tra - Phap ché

- P.KHTC: Phong Ké hoach - Tai chinh
- GV: Giang vién

- SV: Sinh vién

- DKHP: Pang ky hoc phan

- KHHT: K& hoach hoc tap

- CBCT: Can bd coi thi
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5. NOI DUNG

5.1 Luu dd
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2. Chuén bj dir liéu thi

4. Thuc hi¢n cong tac coi thi

Y

5. Thuc hién thanh toan cong tac thi
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5.2 Nbi dung dién giai

MO TA CAC BUGC THUC HIEN

TRACH
NHIEM

THOI

GIAN BIEU MAU

Buac 1. Xép lich thi

NDPC cua P.KT&DBCL thuc hién cac viéc sau:

- Nhén dit liéu DKHP tir P.DT (tudn thir 4 ctia KHHT).
-Gui dir ligu dé cac Khoa dang ky thi gitra ky va cudi
ky (trude tudn thir 6 caa KHHT).

- Xép lich thi (giiia ky, két thuc hoc phan) gui v& cac
Khoa/BM.

- Thong bao cho Khoa/BM va GV thoi gian ndp dé thi
(guri kém mau dé thi).

- Thong béo lich thi cho SV trén trang web phong.

- Moi CBCT (theo QT.DBCL.07)

NDPC

Tuan 4-
7 cua BMO1.DBCL.08
KHHT

Budc 2. Chuin bi dit liéu thi

NDPC ctua P.KT&DPBCL thuc hién cac viéc sau:

- Nhan dir liéu phong thi tr P.QTTB;

- In va dén tai dung dé thi;

- Xuét dir liéu lich thi chi tiét va thong bao cho SV
thong qua tai khoan portal;

- In danh sich timg phong thi, chuan bi cho cong tac to
chure thi.

NDPC

BM02.DBCL.08
3-5ngay | BM03.DBCL.08
BM04.DBCL.08
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Budc 3. Chuin bi thi

Trude ngay thi 1 tudn, NDPC thuc hién cac viée sau:

- Chuén bi hd so thi (tai ca 2 co s0), bao gém: Bia dung
cac loai biéu mau, bién ban (Giéy cam doan, bién ban
m& dé, bién ban xur Iy ky luat SV vi pham quy ché thi
va Quy dinh cong tac Khao thi cta truong DPH KHTN);
danh sach thi; gidy thi (tu luan hodc phiéu tra 10i tréic
nghiém); gidy nhap va dé thi da dugc nhén ban.

- Dé xuit P.TCHC b tri xe dua dén CBCT va xe
chuyén dé thi 1én co so Linh Trung.

- Gui lich thi chi tiét (c6 phong thi) cho P.QTTB dé ctr
ngudi true md cira phong thi vao cac budi thi.

- Gui danh sach CBCT ting phong thi cho P.TTPC dé
phdi hop sip xép can bd lam cong tac giam sat thi.

NDPC,
P.TCHC

BMO05.DBCL.08
BMO06.DBCL.08
Truée | BM07.DBCL.08
khi thi 1 | BM08.DBCL.08
tudn | BM09.DBCL.08
BM10.DBCL.08
BMI11.DBCL.08

Budc 4. Thuye hién cong tac coi thi

- CBCT ¢6 mit tai P.XT&DBCL nhén hd so thi trude
i thi tir 15-20 phat.

- CBCT thuc hién theo quy dinh coi thi da duoc chuén
bi trong h so thi.

- Cudi ca thi, CBCT nop bai thi tai P.KT&DBCL va
ky vao bién ban ban giao bai thi cho Thu ky thi.

- Cac véan dé phat sinh trong cong tac coi thi, CBCT
bao cho P.KT&DBCL giai quyét.

- P.TTPC gui bién ban ghi nhéan su viéc va bién ban xur
ly vi pham CBCT cho P.KT&PBCL vao cubi budi thi.

NDPC,
CBCT,
P.TTPC

Theo | BM12.DBCL.08
lich thi | BM13.DBCL.08
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A i : . TRACH | THOI .
MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU

Buwée 5. Thue hién thanh toan cong tac thi

NDPC thuc hién cac viéc sau:

- Téng hop cac khoan thit lao t& chirc thi va gui cac Sau khi

bang thi lao cho P.KHTC chuyén khoan, hoan tit | NDPC | thitdi da | BM14.DBCL.08
thanh toan trong vong 2 tuan ké tir khi két thuc dot thi. 2 tudn

- Gui cac bang thanh toan thi lao coi thi, cham thi cho

gido vu hoac BCN Khoa/BM dé kiém tra (néu can).

Budc 6. Tong két va luu ho so

NDﬂPC thuc hién cac viéc sau: )

- Téng hgp céac bién ban xtr ly vi pham quy ché thi, lap

danh sach va giri P. CTSV. L2l Lt ehe Rt

- Luu tri¥ tit ca cac loai bién ban (giao nhan dé thi, bai

thi ...) va cac hd so theo quy dinh

6. PHU LUC VA BIEU MAU

STT Ky hiéu Tén Phu luc/ Biéu méu
1 | BMOI.DBCL.08 [ Lich thi
2 | BM02.DBCL.08 | Phan phong thi
3 | BM03.PBCL.08 | Dan tui
4 | BM04.PBCL.08 | Lich thi chi tiét
5 | BM05.PBCL.08 | Bién ban mo dé
6 | BM06.DBCL.08 | Gidy cam doan
7 | BM07.DBCL.08 | Bién ban xir ly ky ludt sinh vién
8 | BM08.DBCL.08 | Giay vao phong thi
9 [ BMO09.DBCL.08 | Giay xin xe thi
10 | BM10.DBCL.08 | Phong thi chi tiét
11 |BMI1.DBCL.08 | Danh sich CBCT
12 | BMI12.DBCL.08 | Bién ban giam sat
13 | BMI3.DBCL.08 | Bién ban ban giao bai thi
14 | BMI14.DBCL.08 | Bang tong hop thanh toan thu lao thi
15 | BM15.DBCL.08 | Danh séach sinh vién vi pham quy ché thi




