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1. MUC PiCH

Hudng dan thuc hién cong tac tiép nhan va xir ly don phuc khao va khiéu nai diém bai thi cua
sinh vién bac dai hoc tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Poi twgng ap dung

~ Quy trinh nay 4p dung dé kiém soat cong téc tiép nhan va xir ly don phiic khao va khiéu nai
diém bai thi cua sinh vién bac dai hoc tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung
Ban Giam hiéu, Phong Khao thi va Pam bao chat luong, cac don vi cua Trudng.
3. TAI LIEU VIEN DAN
- Tiéu chudn quéc gia TCVN ISO 21001:2019 va Tiéu chuén qudc té ISO 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 Dinh nghia

- Phuic khao bai thi 1a qua trinh thuc hién sau méi ky thi két thuc mon hoc. Sau khi, cdng bd
diém thi két thic hoc phéan, néu sinh vién khong hai long voi két qua da cong bo, ¢6 nhu
cau phuc khao diém thi két thic hoc phan thi ndp don phuc khao.

- Déi voi diém qud trinh va diém thi gitta ky sinh vién truc tiép lién hé giang vién giang day
de duogc giai dap khicu nai, thac mac.

4.2 Tir viét tat

- P.KT&PBCL: Phong Khao thi va Bam bao chat luong

- NDPC: Nguoi dugce phan cong

- P.DT: Phong Dao tao .

- GV: Giang vién

- SV: Sinh vién

- PK: Phuc khao

- KN: Khiéu nai

- BDPHC: Bang diém hiéu chinh
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phan loai don
phuic khao .
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5. NOI DUNG
5.1 Luu dd
1. Thong bao phiic khao
va khiéu nai diém
2. Tiép nhan va
Don

Pon

thiéu nai

2a. Xu ly phuc khao

2b. Xir ly

khiéu nai
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3. Tiép nhan va xu ly diém

4.Cong bd diém

va luu ho so
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5.2 Noi dung dién giai

MO TA CAC BUOC THUC HIEN

TRACH
NHIEM

THOI

GIAN BIEU MAU

Budc 1. Thong bao phic khao/khiéu nai diém
P.KT&DBCL théng bao cho SV viéc nhan don chiam
phuc khao diém va don khiéu nai diém (cudi ky).

NDPC

Sau 2 tuan

ké tir ngay
két thic dot BMO0O1.BDBCL.10

thi.

Buée 2. Tlep nhin va phan loai don

- SV ndp don phiic khao hoac khiéu nai diém (theo
mau) cho P.KT&DBCL (tai 2 co s6) theo dung thoi
gian quy dinh.

- NDPC phan loai don:

+ Véi don phuc khao thi chuyén sang Bude 2a;

+ V&i don khiéu nai thi chuyén sang Budre 2b.

SV,
NDPC

BMO02.DBCL.10

2ngdy | Bn03.PBCL.10

Budc 2a. X ly phic khao

- PXT&DBCL phan loai, in danh sach, rat bai thi va
chuyén bai thi cho GV cham phuic khao

- GV cham va gui lai diém cho P.KT&DBCL.

NDbPC

1-10 Bién nhén xuat
nod tur phan mém
gay khao thi

Budre 2b. Xir ly khiéu nai

- P.XT&DBCL chuyen don khiéu nai (photo) cho GV;
- GV kiém tra, diéu chinh lai diém (néu c6) va gui lai
diém cho P.KT&DBCL

1-10

N BM04.bBCL.10
ngay

Budére 3. Tlep nhan va xuw ly diém
NDPC tiép nhan diém sau phuc khao/khiéu nai tir GV;
tong hop va chuyen dir liéu cho P.DT.

NDPC,
GV,
P.DT

scan va gui file

10 ngay qua email

Budc 4. Cong b6 diém va luu ho so

- P.DT cong b6 cho SV theo diing thoi han thong bao.

- Bang diém phuc khao va bang diém hiéu chinh sau
khiéu nai (ban goc) duoc luu trir tai P.KT& DBCL

P.KTBBCL
P.DT

Cong bd trén hé

> ngay thong portal

6. PHU LUC VA BIEU MAU

NG w8

STT Ky hi¢u Tén Phu luc/ Biéu miu

1 | BMO1.DBCL.10 | Thong bao Phuc khao/Khiéu nai

BM02.DBCL.10 | Miu don phuc khao

2
3 | BM03.DBCL.10 | MAu don khiéu nai
4 | BM04.DBCL.10 | MAu hiéu chinh diém thi




