PHAN HIEU TRUONG PAI HOC NONG LAM TP | Ma s6:
HCM TAI NINH THUAN Ban hanh lAn: 1
Quy trinh:

e Ngay hiéu luc:
‘ ] o , A
W TIEP NHAN, XU LY PON CUA SINH VIEN Trang/Tong s6 trang: 3

I. MUC PiCH VA PHAM VI AP DUNG :
Thu tyc quy trinh ndy dugce xay dung, thuc hién nhim tiép nhan, giai quyét don ciia sinh
vién céc khéa tai Phin hiéu Truong Pai hoc Néng Lam TP. Hd Chi Minh tai Ninh Thuén.
IL TU VIET TAT

- BGD: Ban giam déc - BDT: Ban ddo tao
- CB.QLSV: Can by quan ly Sinh vién - SV: Sinh vién
III. NOI DUNG :
Luu d6 cic bwéc Noi dung thwe hién Nguoi chiu trich N ‘
o o Az . . in Ho so lwu
cong viéc . (M6 ta cac buée cong viée) nhiém :

- Tiép nhén don cla Sinh vién (don d& nghi didu
chinh diém thi, don dang ky. hoc cdi thién dlem
don xin x4c nhan sinh vién, don khiu nai, t cao,
)

- Klem tra so b ndi dung, hmh thirc cua don (yéu Chuyen vién phu trich

& don cla
cdu bd sung, sira chita néu cin). Kém theo cac g} . quye
minh Chungg(neu c6). ) sinh vién (CB.QLSV).

- Phén loai don so bd (don khiéu nai, don té cdo,
~don xin hoc lai, don xin x4c nhan cia lanh dao,

b

Tiép nhén don
cua sinh vién

- Lién lac sinh vién dé ndm 3, chinh xac thém

- Trudng Ban Dao tao ‘
- Chuyén vién phu

X thong tin. trach giai quyét don | Bap photo don

X 1y thong tin - Cl}uym Trudng Ban xem xét dé xuft hudng glal cha sinh vien | va cac minh
quyét (xin ¥ kién lanh dao Phén huau dé chuyén CB.OL , ) I
(CB.QLSV). chimg kém |
cho cic B phén lién quan giai quyét theo yéu |

cau). theo clia sv

- Céac bén c6 lién quan
- Giri céc bén c6 lién quan tai trudng chinh xvr Iy

thugc  trudng DH
sau khi Truong Ban phé duyét. Néng Lam TP.HCM

TRANG !



Luu db cic bwéc Ni dung thuc hién Nguwdi chiu trach HA so I
cdng viée (MO ta cic bwde cdng vie) nhiém 0 s0luu
- Ban Gidm hiéu;
- Trinh lanh dao Phén higu ky xé4c nhén theo phén | _ Ban Gism déc.
cip (Déi v6i cac don thudc tham quyén cua - Truéng  phong,
Trinh ldnh dao phé || PHNT). , Khoa, B moén lién
duyét - Cho quyét dinh tir cac don vj chitc ning cia quan;
truong chinh phé duyét. - Truéng Ban Dao tao
va Chuyen vién phy
trach giai quyét don
- Tra két qua cho sv sau khi nhan dugc cac két qué
V thuong [ Quyét dinh cia trudng chinh. ) ) ) !
- Tré 16i Sv cdc thifc mac sau khi nhan duge Quyét | - Truong Ban fiao 8o | - Quyét dinh;
dinh va huéng dén céc thi tyc tiép theo (néu ) |- Chuyén vién phy | - Pon cua sinh |
Tra két qua, thuong 1a viée bao I, chuyén T.lLrO’ﬂ}:., chuyén trach quan 1y ho so | vien (Pon xin
luu hd so nganh, tam dimg tién do hoc tap... sinh vién. cai thién |
- GUi c4c Ban ¢4 lién quan ban photo ho#c ban - Ban lién quan. diem,...).
scan két qua cla SV.
T
III. MAU BIEU SU DUNG : ol
' St
=3¢
- ~ K R N . N e A Iy . Tu
STT Tén bidu miu Ma S(; bieu ThOﬁl'gla.l; luu Noi luu Ngll’()’l’/b(.) ph.&_l’\n chiu “MHTH
mau toi thieu trach nhiém -
LT
1 [Don béo luu va tam ding tién d6 hoc tap Ban dao tao qugrl; va céc bén lién
2 |Don d& nghi didu chinh diém thi Ban d4o tao 1:35 Hafeaeibenlicn
3 |Don ding ky hoc cdi thién diém mén hoc Ban dao tao BDT va cc bén lien |

quan

4 |Pon d& nghi chuyén truong

Ban dao tao

BDT va cac bén lién
quan

5 |Pondé nghi mién hoc phin

Ban dao tao

BDT va cic bén lién
quan

6 |Pondé nghi chuyén dia diém hoc

Ban dao tao

BDT va cic bén lién
quan

7 |Céc quyét dinh

Ban dao tao

BDT va cac bén lién
quan

.....................

TRANG 2



Nguoi soan thao

Nguwdi kiém tra

Chit ky W’M
Chirc danh TRUGNG BAN PHO GIAM POC ~ GIAM POC
PAO TAO
Ho va tén ThS. V6 Phiic Anh Duy TS. L& Anh Tuén

TS. Trin Pinh Ly

TRANG 3




Quy trinh:

PHAN HIEU TRUONG PH NONG LAM TP. HCM

TAI NINH THUAN

QUAN LY HO SO SINH VIEN

~ K
Ma so:

Ban hanh lin: 1

Ngay hiéu lwe:

Trang/Tong sb trang: 2

L. MUC DICH VA PHAM VI AP DUNG:

1. Muc dich:

Thu tuc quy trinh nay duge xay dung,

khoa tai Phan hiéu Ninh Thuén.

2. Pham vi 4p dung:

thuc hién nham quan ly hd so sinh vién cac

Ap dung tai Phan hiéu Trudng dai hoc Néng Lam TP. Hd Chi Minh tai Ninh Thuén.

II. TU VIET TAT:

- BDT: Ban Pao tao

II1. NOI DUNG:

- CV.QLSV: Chuyén vién quan Iy sinh vién

A ’ ,
Luwu do ciac bude
cong viée

Néi dung thue hi¢n
(M0 ta cac bude cong viec)

Ngwoi chiu triach nhiém

L4

552 \an

Tiép nhén ho
so sinh vién

- Nhan hd so sinh vién tir bd phén tuyén
sinh,

- Lién hé tiép nhén danh sich nhép hoc
chinh thirc tir b9 phan tuyén sinh.

- Truéng Ban Do tao

- Chuyén vién phu trach
quan 1y ho so sinh vién
(CV.QLSV).

LLg

S |

A « E.2
Ho so sinh \[é‘p
LAY

o\ 1
T
Danh sach tr%gk

tuyén

3=

X

Yy

Kiém tra ho so

- Kiém tra ddi chiéu véi danh sach sinh
vién nhip hoc (kiém tra sé luong).

- Kiém tra cdc loai gidy to cn thiét khi
nhip hoc: Gidy bao tring tuyén, bing
TNI2 photo cong chimg, Iy lich, gidy
khai sinh.... (kiém tra ndi dung).

- Trudng Ban Pao tao

- Chuyén vién phy trach
quan ly hd so sinh vién
(CV.QLSV).

\i

Hoan thién hé so

- Yéu cdu sinh vién bd sung nhiing gidy
to con thiéu.

- Sé@p x¢€p lai hd so sinh vién theo tung
16p, khéa hoc.

- Trudng Ban Pao tao

- Chuyén vién phy trach
quan ly ho so sinh vién
(CV.QLSV).

- Sinh vién.

- Luu ho so sinh vién tai Phan hiéu. Luu
theo khoa.

- Trudng Ban Pao tao

- Chuyén vién phy trach
quan ly hd so sinh vién
(CV.QLSV).

-Hb so nhép hoc

TRANG |




IV. MAU BIEU SU DUNG :

STT Tén biéu miu Miso |Thoigian| Noiluu Ngudi/bg phan
biéu mAu| lwu tbi chiu trach nhiém
thiéu
1 |File danh sach sinh vién cin bé sung hd so Toan khéa |Ban Pao tao Ban Dao tao
2 |Hb so sinh vién Toan khéa [Ban Pao tao Ban Pao tao
Ngudi soan thao Ngwdi kiém tra o i phé duyét
PP g O
TRUING ) o2
" 4 .I g nu‘o_v(; f‘{“ -\ &
Chir ky W LU l‘({l/ 0
v, r..m - —
e iw Y
Chirc danh TRUOGNG BAN PHO GIAM POC GIAM POC
DAO TAO
Ho va tén ThS. V§ Phiic Anh Duy TS. Lé Anh Tuin TS. Trdn Pinh Ly -

TRANG 2




PHAN HIEU TRUONG PH NONG LAM TP. HCM | M sé:

TAI NINH THUAN Ban hanh lan: 1

Quy trinh: Ngay hiéu lwe:

L. MUC PICH VA PHAM VI AP DUNG:
1. Muc dich:
Tha tuc quy tﬁnh nay duoc xdy dung, thyc hién nhim kidm soat hoat dong tuyén
sinh hang nim tai Phan hiéu Ninh Thuén.
2. Pham vi 4p dung:
Ap dung tai Phan hi¢u Truwong dai hoc Nong Lam TP. Hd Chi Minh tai Ninh Thuén.
IL. TU VIET TAT:

QUY TRINH TUYEN SINH Trang/Tong s6 trang: 4

- BPDT: B§ phan Dao tao - BP TCHC: B phan T4 chitc — Hanh chinh
- BP KHTC: B phan K& hoach — Tai chinh - TS: Tuyénsinh - TH: Thyc hién
- HDTS: Hoi dbng tuyén sinh - PTTH: Phd thong trung hoc
III. NQI DUNG:
Luu a5 cic buée cﬁng Noi dung thuc hién Nguwdi chiu trach A
i PP e . on HO so lwu
viée (M4 ta cac budc cong viéc) nhiém
- Can ctr d& nghj cia Tinh Ninh Thuan | Ban Gidm déc; - To trinh;

(néu c6) hodic cin ¢t vao don dat hang Trudng cac Ban | - Quyét dinh.
ddo tao gido vién theo ND 116 cha cac | clia Phén hiéu.
S& GD&DT, Phan hidu dé& xuit cac
nganh tuyén sinh v&i Nha Trudng.

HAeh Jpution - Sau khi c6 chi tiéu, ké hoach tuyén
ban TS sinh da du‘oc HDTS nha truong cho
phép, tién hanh 1dp t& trinh dé nghi
Giam doc ra quyét dinh thanh lap tiéu

ban tuyén sinh ctia Phén hiéu.

- Tién hanh phan cong cong viéc cho
1 x n \ ~ A

cac thanh vién va lap ké hoach thuc

hi¢n, hoan thanh c4c cong viée da phan

‘ cong.
- Sau khi ¢6 quyét dinh thanh 1ap tiéu | Truéng Ban BT va | - ;Ké_ hoach
m— - ban myen sinh, 1|u0ng Ban DT lap Ke can by dwgc phéan | tuyén sinh;
La}_’ Ké }10@0}’1 hés hoach va lich tuyén sinh, tw vén tuyén cong - Lich te van
lich cong tac sinh tuyén sinh.
tuyen sinh - Trinh ké hoach va lich ¢ Giam déc

phé duyét

TRANG 1
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A s , A
Luu do6 cac bude cong

viéc

Noi dung thue hién
(MO ta cac bude cong viée)

Nguwoi chiu trach
nhiém

Thyc hién tu vén
TS

A -4
Thu nhén, kiém
tra va phan loai

- Cac thanh vién troug tiéu ban TS di tu
van tuyén sinh mot s tr ruong THPT tai

“cac tinh lan can va tai tat ca cac trudng

phd thong tai tinh Ninh Thudn.

- Thuc hién tu van tuyen sinh trén Dai
phét thanh va truyén hinh.

- Diang thong tin tuyén sinh trén bo,
dai.

- G thong tin TS v& cac don vi c6 dbi
tuong tuyén sinh.

Ban giam déc;
Trudng Ban BT va
can by dugc phan
cdng

H3 so lru
Thong bao
tuyén sinh

- Thu nhan hd so dang ky

- Kiém tra s§ luong va tinh hop 1€ cia
hd so

- Nhap di lidu.

- Chuyén dit liéu vé Phong Pio tao dé

Xy — pho! hop Phong Dao tao xir ly

cac van dé phat sinh (néu cd).

- Niém yét thong tin hd so dang ky.

Truéng Ban DT va
cdc can bd duogc
phén cbng

Hb so _dang ky
xét tuyen

Y

Gtri gidly bao
tring tuyén

- Sau khi Hpi ddng tuyen sinh Trudng
hop va quyét dinh didm chuan clia cac
nganh, Phian hiéu niém yet thong tin,
danh sach thi sinh tring tuyen giri gidy
triéu tap thi sinh tring tuyén.

- Phon hop véi Phong Dao tao xir ly cac
vén dé phat sinh.

Ban giam ddc;
Truéng Ban DT va

can by dwogc phan
cong

Danh séach thi
sinh tring tuyén

Y

Lam tha tye
nhap hoc

- Lap ké hoach dén sinh vién, thong
bao nhip hoc (bao gdm ca céc khoan
thu: 1€ phi, cc loai bao hiém, hoc phi),

-thoi khoa biéu hoe l"lp va hoc chinh trj

déu kho4, lich kham strc khoé cho khoa
maoi

- Thanh 13p ban d6n ti€p sinh vién méi

- T chiic dén tlep sinh vién va tiép
nhan hd so sinh vién

- Bao cédo Phong bao tao s& luong thi
sinh nhap hoc theo miu quy dinh

Ban giam doc;
Truéng cac  bd
phdn va can bo
dugc phan cong

- Ké hoach dén
Tén sinh vién
- K& hoach tb
chirc tudn sinh
hoat céng dan

- K& hoach
klgém strc khoe
dau khoéa

TRANG 2



A/ - A
Luwu d6 cic buée cong

N¢i dung thwe hi¢n

Ngudi chiju trach

¥
Xét tuyén bd
sung (néu c6)

~ iy o N Hb so luu
viée (MO ta cac budc cong viéce) nhiém
- Thong bao diém san xét tuyén nguyén | Ban giam déc; - Théng bao
vong va chi tiéu 1uyen theo cac nbanh tuyén sinh

con chi tiéu xét tuyen bd sung trén cac
]JhLIO’ng tién truyén thong dai ching,
niém yet tai Phin hiéu va website.

- Tiép nhan don xét tuyén.

- Kiém tra s6 lugng va tinh hop 1€ ctia
hé so

- Nhap di liéu.

- Chuyén dir lidu vé Phong Do tao dé

X ly phm hgp Phong Dao tao xtt ly

céc van dé phat sinh (néu cd).
- Niém yét théng tin hd so dang ky.

- Cong b diém xét tuyén chinh thirc va
danh sich thi sinh tring tuyén.

- G&i gidy bao tring tuyén.

- Tiép nhan thi sinh trang tuyén.

Trudng cac bd
phdn va cin bo

- H6 so dang ky
dugc phin cong

xet tuyen
- Danh sich thi
sinh tring tuyén

- Danh sich thi
sinh duoc xét &
ky tic x4

Kiém tra két
qua va hd so thi
sinh tring tuyén

- Béo cao Phong bao tao s6 tugng thi
sinh nhdp hoc theo mau quy dinh. -

- Phéi hop véi Phong Pao tao in danh
sach 16p hoc.

- Lam thé sinh vién, t6 chicc kham strc
khoe

- Rat toan bd phiéu dang ky xét tuyén

clia thi sinh tring tuyén da nhép hoc tai
trudng, photo dua vao 02 bd hd so sinh
vién hoan thanh trong thing 10 va
thang 11.

- Tién hanh leu hé so, ban sao phiéu
dang ky xét tuyén; gm Phong Pao tao
01 bd hd so ciia sinh vién da nhép hoc.

|

H6 so sinh
vién

Truong cic bo | -
phdn va cin bo
duogc phén cong

IV. MAU BIEU SU DUNG:

N Mi s6 biéu | Thoi gian . Ngudi/bd phin chiu
STT Tén biéu mau x ,(.g <X Noi luu g oo B P . ;
mau lwu toi thieu trach nhi¢m
‘ . p Truéng BanDT va cac
Dur kién chi tiéu tuyén sinh 1 ndm
1 |Pv y Ban Dao tao CB dugc phén cong.
" . Lan thay d6i Trud DT va c4
Cam nang tuyén sinh ATyl Ban Dao tao ruong BanA AV .
2 sau CB duoc phén cong.
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A veR % M3 s6 biéu | Thoi gian . Ngudi/b§ phin chiu
st & CIBICTNAL miu leu t6i thidu oillou trach nhiém
Cac to }rmh va unyet dg?h lfen e Ban Do tao Trudng Ban]?T \:a cac
3 |quan dén hoat dong tuyén sinh CB duogc phan cong.
K& hoach tuyén sinh dai hoc . . Truong BanDT va cac
. 1 ndm Ban Dao tao o
4 |nam... CB duogc phén cong.
. n ’ A . . ” \ ’
Lich ciong tac tuyen sinh dai | nim Ban Dio tao Trudng BaniADT Ya cac
5 |hoc nam CB dugc phan cong.
, o Truéng Ban DT va cac
0 a y e a Ban Pao t
6 HO so dang ky tuyén sinh 1 ndm an Dao tao CB duye phén cong.
3 Truéng BanDT va ca
Bién nhén hé so 1 nam Ban Pao tao ruong anA A Ya cac
T CB duoc phan cong.
3 . h khi
Hop dong lién quan dén hoat o At an,g P Truéng BanDT va cac
A 2. £ . ket thiic hgp  |Ban Pao tao -
8 |ddng tuyén sinh (néu c6) A CB duogc phén cong.
dong
. . Trudng BanDT va céac
' tr { tuyé 4 Ban Pao t
9 Du trih kinh phi tuyén sinh 1 ndm an Do tao CB dugc phan cong.
Céac danh sach: Thi sinh dang B Truéng BanDT va cac
e 2 2 1 ndm Ban Do tao L
10 Tky xét tuyén, trang tuyén. CB dugc phan cong.
Cac bao c4o lién quan hoat . . Trudng BanDT va cac
A g 1 ndm Ban Dao tao .
1T |ddng tuyén sinh CB duogc phén cong.
Ngwdi soan thao Ngudi kiém tra g i phé duyét
g . g f;m phé duyg
Ly e ]
Chirc danh |  TRUONG BQ PHAN PHO GIAM POC GIAM bOC
DAO TAO
Hovatén | ThS. V6 Phiic Anh Duy TS. Lé Anh Tuin TS. Trin Pinh Ly

TRANG 4



PHAN HIEU TRUGNG PAI HOC NONG LAM TP
HCM TAI NINH THUAN
Quy trinh:

~ KR
M3 so:

Ban hanh lin: 1

LAP KE HOACH THI VA TO CHU'C THI

Ngay hi¢u lwe:

Trang/Téng sb trang: 3

L. MUC PiCH VA PHAM VI AP DUNG:

Thu tuc quy trinh nay dugc x4y dyng, thuc hién nham kidm soat hoat ddng thi cir cia sinh
vi€n hoc tap tai Phén hiéu truong Pai hoc No6ng Lam Tp. HCM tai Ninh Thuén.

II. TU VIET TAT

- BDT: Ban dao tao
- TTKT & PBCL: Trung tdm khao thi va dam béo chit lvong, -

I1L. NOI DUNG:

- BGD: Ban giam déc

BTC: Ban td chirc

A . , r
Luwu do cic bude cong
viéc

N9i dung thyc hién
(Mo t4 cic bude cong vige)

Nguoi chju trach
nhiém

Hd so hru

Lap lich thi, 14p
DS giam thi coi
thi

- Yéu ciu céc 16p nop s6 dau bai;

- Ciin ¢t vio sd dau béi,'sé theo doi day -
hoc trong hoc ky, dy kien thoi gian hoan
thanh dé 1ap lich thi dy kién.

- Dya vio tién do trong sb diu bai, xéc
dinh thoi gian thi va xép lich thi. Lich thi
dugc x€p sao cho sinh vién c¢6 du thoi gian
6n tdp, khong bj tring gio thi, phong thi.

- Trinh lich thi va danh s4ch giam thj coi

" thi cho BGD Phén hiéu duyét.

- Gui lich thi da dugc duyét cho Khoa/bd
mon, TT Khdo thi va dam bao chét lugng.
Khoa/b$ mén va Phan hiéu cin i vio lich
thi yéu ciu cac gidng vién phu trdch mén
hoc soan va ndp dé thi trude thoi didm thi
20 ngay.

- Truéng BDT, cén
bd dugc phén cong

- Giang vién phuy
trdch m6n hoc;

- Lép trudng.

- S dAu bai;
- Lich thi;

- Danh sach
giam thi coi
thi.

i

Téng hep va quin ly
dé thi, Soan Quyét
dinh thanh 13p BTC
ky thi

- BDT lién hé céc truong bd mén yéu ciu
nop dé thi, Bao quan qlé thi can than, dam
bao tinh bao mét cia dé thi.

- Gii & thi cho TT Khéo thi va dam béo
chat lugng dé 1dm dé thi.

- Théng bao lich coi thi cho cic gidm thi
coi thi.

- Tham muu cho BGD ra quyét dinh thanh

_18p BTC ky thi.

- Truéng BDT,
Truéng cac B mon,
can by dugc phin
cong.

- Quyét dinh
thanh lap |
BTC ky thi.

TRANG 1




Luu db cic buée cdng N¢i dung thye hién Nguwoi chiu trach 3
= B P . in HO so luu
vige (MO ta cic bwde cong vige) nhi€ém
- Nhan d thi tir TT khao thi va dam bdo | - Truong BPT, c4an | - Bién ban

‘Chudn bj hd so thi

chét luong, bao quan cin thin, dam bao
tinh bdo mat clia dé thi.

"~ Chuin bj ho 5o thi san theo ting phong

thi: D& thi, gidy thi, glay nhép, danh sich
SV trong phong thi, cic bién ban (bién ban
mé& d&, bién ban xur ly thi sinh vi pham...).

- Kiém tra, d8i chiéu mén thi véi lich thi
trude khi trénh tinh trang giao nham dé thi.

bd dugc phin cong.

ban giao &8
thi.

/

Thu bai thi, chuyén
gidng vién phy trach
mdn dé chdm diém

- To chirc thi theo k& hoach: Trudng hop
can dlcu chinh ké hoach thi thi phai dugc
sur dong y cia BGD,

= Sau khi thi, thu ky nhian bai thi tir gidm
thi ctia cdc phong thi, kiém tra ding s6
lugng ghi trén thi dung bai thi thi yéu ciu
can b coi thi niém phong thi dung bai thi;
Idp bién ban ban giao bai thi.

- Péi vé6i giang vién ¢ Ninh Thuén: Ban

_giao bai thi cho cdc Trudng Bo Mén dé bo

mon ban gmo ve cho cic gido vién phy
trdch dé chdm bai thi.

- Péi v6i Giang vién & TP. HCM chuyén
vao TT Khao thi va DPBCL,TT Khao thi va
DBCL s& chuyén bai thi cho gidng vién
phu trach mén hoc dé chim diém.

- Lién lac véi cac Giang vién dé xac nhéin
xem d3 nhén bai thi chua.

- Truong BDT, cin
bd dugc phén cong,

- Truong cac Bd
mon, Giang vién phu
trdch mon hoc.

- Bai thi;

- Bién ban
ban giao bai
thi;

- S6 giao
nhén bai thi.

Theo dbi, tiép nhan
diém thi

- Giang vi€n c6 trach nhiém n6p lai bai thi
va bang diém sau 07 ngay.

- Trudng hop giang vién nép bang diém
chdm, cén bd phy trach ghi nhan va lién lac

yéu ciu giang vién ndp bang diém va bai
thi.

- Truédng BDT, can
bd dugc phan cong.

- S6  giao
nhén bai thi
- Bang diém.

3

Téng hop, xir Iy diém
thi

"-Téng hop, nhép diém thi cia SV trong mdi

hoc ki, phan loai theo 16p.

- Scan bang diém thi coa timg 16p, chuyen
bang diém cho b phin QLSV Céng bb
diém thi cho SV biét (website Phan hiéu,
dén bang théng bao);

- Di€u chinh céc sai sét (néu c6);

- Nhén va gidi quyet don khiéu nai diém,
diéu chinh didm (néu co).

- Truong BDT, can
bd dugc phan cong.

TRANG 2
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Luru db cic buée cong Noi dung thyc hién Ngwdi chju trach 3
in gl N ‘n on Ho so luu
viée (MO ta cac budc cong vige) nhiém
- Luu hd so thi, file scan diém thi theo 16p. | - Truéng BDT, can | - Hd so td
- "!_"éng,hg'p bang diém gbc va chuyén bang | bd duoc phén cong. chire thi;
diém gbc vao phong dao tao truong Pai hoc - Bang diém.
p Nong Lam Thanh phé H3 Chi Minh dé
Giao nhin diém, quan ly (Bang diém dugc déng thanh tap
luu ho so thi quan ly theo timg mdn hoc, hoc ky).
- In bang diém néu SV ¢6 yéu cdu (tdng
hop danh sich SV dang ky nhén bang diém
glri vao P.Dao tao dé in bang diém cho SV).
IV. MAU BIEU SU DUNG:
STT Tén biéu miu M3 s0 biéu mau| Thoi gian lwu Noi lru Ngwdi/bd phin
t6i thiéu chiu trach nhiém
1 |Lich thi 05 nam . Truéng BDT, c4n b
' _ Ban Bao tao dugc phén cong .
2 |Danh séch gigm thj coi thi 05 nim BB Truong BDT, can b | %)
anDaotao  |qugc phan cong
3 |Danh sich ghi diém mén hoc Vinh vién - Truéng BDT, can by
anDaotao  |4yac phén cong
4 |Bién ban ban giao d& thi 05 ndm N Truong BDT, can b
Ban Dao tao duoc phén cong
5 [Bién ban ban giao bai thi 05 nim Ban D3 Truéng BDT, can bo
an Dao tao dugc phén cong
6 |S4 giao nh4n bai thi 05 nim . Truong BDT, cén b
Ban Do tao duoc phan cong
7  [Bang diém Vinh vi&n . Trudng BDT, cén by
Ban Bao tao duoc phéan cong
Ngudi soan thio Ngudi kiém tra e hé duyét
qi‘//m B &
* f TRUBNG Dl O\ &
; a rrmm g
Chit ky M LS el
s \e et |
= NN S !
ARG
Chirc danh | TRUONG BAN PAO TAO PHO GIAM POC GIAM BOC
Hovatén | ThS. Vo Phic Anh Duy TS. Lé Anh Tuén TS. Tréan Pinh Ly

TRANG 3



PHAN HIEU TRUONG PH NONG LAM TP. HCM

TAININH THUAN

Quy trinh: LAP KE HOACH PAO TAO

VA THOI KHOA BIEU

M3 s6:

Ban hanh 1an: 1

Ngay hiéu luec:

Trang/Tong s trang: 3

L MUC DICH VA PHAM VI AP DUNG:

1. Muc dich

Thi tuc quy trinh nay dugc xay dung,
hoach dao tao va 18p thoi khoa bidu hang nam.

2. Pham vi ap dung

thyre hién nham kiém so4t hoat dong lap ké

Pugc ap dung tai Phan higu truong Dai hoc Nong 1am Thanh ph6 Hb Chi Minh tai

Ninh Thuin.
IL. TU VIET TAT:

- BGD: Ban giam déc
- TKB: Thoi kho4 bidu

- PDT: Phong Pao tao

- BCN: Ban chli nhiém

- BDT: Ban Do tao - BM: B6 mén
ITII. NOI DUNG:
Luu d6 cic buéc Néi dung thye hién Ngudi chiu trach 2
: . NP B _a - y. Ho so luu
cong viéc (M6 ta cac buwdce cong viéce) nhiém
- Chuén bj du vio cho viéc l4p thoi | - Ban giam dbc. | - Chuong
khoa biéu: - Truéng BDT va | trinh  dao
+ In chwong trinh chi tiét do Phong | c4n b duge phan | tao.
bao tao dang trén website. cong,. - K& hoach
Chuén bj diu + Phéi hop véi Khoa/Bo mon dé 1ap | - Truéng B mon. dao tao.
vao cho viée ké hoach dao tao riéng cho 16p (néu
1ap ké hoach can). , {
hoc tap + Mi 16p, kem theo mé dia diém.
- Ke hoach hoc tip duge lép theo
mdi hoc ky, vd c6 thé didu chinh
theo yéu cédu ciia Khoa/B6 mén.
- Thoi khoa biéu duge l4p theo timg
-tudn dé phéan phong hoc.
- Can cr vao céc dit liéu da néu & | - Truong BDT va | - Chuong
' trén, vao thang 12, thang 4 hang | can bod dugc phan | trinh dao
2 - nam, BDT s& giri ké hoach hoc tap | cong. tao.
I:ap lfe hoach hQ‘i da 1ap t6i cdc Khoa/Bo mén, don vi | _ Truéng BM - K& hoach
tap ndm hoc s0 b || lien quan. Trong vong 30 ngay ké tir dio tao.

ngay nhin dugc ké hoach nay, cac
gi40 vu ¢6 trach nhiém gii phan hdi
vé cho BDT.

TRANG 1
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Luwu do cac bude
cong viéc

Noi dung thwe hién
(M5 ta cdc budce cong viéce)

Ngudi chiu trach
nhiém

Hb so Iwu

|

Lap ké hoach hoc
tap hoc ky chinh
thire

- Sau khi c6 phan hodi tir céc
Khoa/Bo mén, BDT hoan chinh biéu
dd ké hoach hoc tdp chinh thiic va
trinh  BGD phé duyét va gui
Khoa/B) moén 03 ban d& BCN
Khoa/B) moén ky gui lai cho Phén
hiéu 02 ban.

- Bidu dd ke hoach hoc tap ndm hoc
dugc 1ap can phai ding tién do, dung

nguyén tic su pham, dung chuong
trinh.

- Truéng BDT va
can by dugce phan
cong.

- Truéng BM

- Chuong |

trinh
tao.
- Ké hoach
dao tao.

dao

Y

L4p thoi khoa
biéu theo tuan

- Lién hé véi Gido vu Khoa, cic BM

‘tryc thudc tai Phan hiéu va gidng

vién phu trach mon hoc d x4ac nhan
lai lich gidng va hd trg giang vién &
xa dén Phan hiéu giang (néu can).

- Xép thoi khoa bidu va phong hoc
cho 16p.

- Niém yét website va bang thong
bao.

- Truong BDT va
can bd dugce phan
cong.

- Trwéng BM

Thoi
biéu
tuan.

9

P= =
ad
| —

: “”l
, SHNG p
khoa !

theo

A

ONG |

1) o
T4
Wy

J [~—
P Ll
—

Y

m
KH&TKB, thuc
@

- K€ hoach hoc tap chinh thirc duoc
luu trlt tai BDT 01 béan, 01 ban g
PDT dé quéan ly va ding ky mon hoc.
- Cén cit ké hoach hoc tap chinh thirc
1ap ké hoach hoc tap theo tudn, lién

.h¢ v6i Giang vién phu trich mon

hoc, hd trg gidng vién & xa téi (chd
0, di lai,....).

- Giam sat viéc thuc hién ké hoach
ndy do BDT va cén bd ban thanh tra
cung céc Khoa/bd mén ctia Trudong
chinh phdi hop giam sat viéc thuc
hién. ‘

- Thoi khoa biéu chinh thirc dugc luu
trlt tai BPD, va ban copy duoc luu
theo timg don vi lién quan va theo
quy dinh cla thi tyc kiém soat taj
liéu va kiém soat ho so.

- Niém yét bang théng bao, website

ké hoach va TKB chinh thiec.

- Trudng BDT va
can b dugc phan
cong.

- P vei
KH dao tao
Iuu 05 nam.
- DPéi véi
TKB luu
theo hoc ky.

TRANG 2



IV. MAU BIEU SU DUNG :

STT Tén biéu miu Mi s6 biéu (Thoi gian lvu| Noilwu | Ngwdi/bd phén
miu toi thiéu chju trach nhiém
K& hoach hoac tép (Theo 5 ndm BDT vacac  [Ban giam déc,
quy dinh cia Khoa/bd Khoa/b) mén |truéng BDT va
mon). lién quan. cac ca nhén lién
quan.
Thoi khoa bidu hang tudn Mbihocky [BPTvacic |Trudng BDT.
(cta Phén hi¢u Ninh Ban, BM lién
Thuén) quan

Nguwdi soan thao Ngwoi kiém tra
Chit ky W ' “ ,
—'——'-"""—-_--_— -
. ] . i \:'__ﬁti*}'} . ‘
Chirc danh | TRUONG BAN DAO TAO PHO GIAM POC GIAM POC
Hova tén | ThS. Vé Phiic Anh Duy TS. Lé Anh Tuin TS. Trin Pinh Ly
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PHAN HIEU TRUONG PH NONG LAM TP. HCM

TAI NINH THUAN

Quy trinh: LAP KE HOACH PAO TAO

VA THOI KHOA BIEU

M3 s0:

Ban hanh 14n: 1

Ngay hi¢u lyec:

Trang/Téng s trang: 3

1. MUC PICH VA PHAM VI AP DUNG:

1. Muc dich

Thu tuc quy trinh nay dugc xay dung, thyc hién nhim kiém soat hoat dong lap ké
hoach dao tao va 1ap thoi khoa biéu hang nam.

2. Pham vi 4p dung

Dugc ap dyng tai Phan hiéu (rudng Pai hoc Néng 14m Thanh phé HS Chi Minh tai

Ninh Thuén.
II. TU VIET TAT:

- BGD: Ban giam déc
- TKB: Thoi kho4 bidu

IIL. NOI DUNG:

- PDT: Phong Pao tao
- BDT: Ban Pao tao

- BCN: Ban cht nhiém
- BM: B6 mbn

Lwu d6 cac bwéce
cong viéc

Noi dung thye hién
(M6 ta cac buéc cong viée)

| Ngwoi chiu trach

nhiém

Hb so Iru

Chuan bi dau
vao cho viéce

lap ké hoach

- Chuén bi du vao cho viéce 1ap thoi
kho4 biéu:

+ In chuong trinh chi tiét do Phong
Dao tao ding trén website.

+ Phéi hop v6i Khoa/Bd mon dé lap
k€ hoach dao tao riéng cho 16p (néu
cén).

+ M4 16p, kém theo ma dia diém.

- K& hoach hoc tdp dwgc 14p theo
moi hoc ky, va ¢6 thé diéu chinh
theo yéu cau ctia Khoa/Bd mén.

- Thoi khoa biéu duge 1ap theo timg
tudn d€ phén phong hoc.

- Ban giam déc.

- Truéng BDT va
can by dugce phin
cong.

- Truéng Bo mon.

- Chuong
trinh dao
tao.

- Ké hoach
dao tao.

v
Lap ké hoach hoc
tap nam hoc so bo

- Cén ctr vao céc dir liéu di néu &
trén, vao thang 12, thang 4 hang
nam, BDT s& gti ké hoach hoc tap
dé 1ap t6i cac Khoa/Bo mon, don vi
lién quan. Trong vong 30 ngay ké tur
ngdy nhin duoc ké hoach nay, cac
gido vu c6 trach nhiém gui phan hdi
vé cho BDT.

- Truong BDT va
can by dugc phan
cong.

- Truéng BM

- Chuong
trinh dao
tao.

- Ké hoach
dao tao.

TRANG 1




Lwu dd cac bwée

Noéi dung thwe hién

Ngwoi chiu trach

R ‘A ATt A o in H&b so luu
cong viéc (MO ta cac bude cong viée) nhiém
l - Sau khi c¢6 phan hdi tr cac|- Truéng BDT va |-  Chuong
Khoa/Bd moén, BPT hoan chinh biéu | can bd dugc phén | trinh dao
Lap ké hoach hoc || dd ké hoach hoc tip chinh thitc va | cong. tao.
tdp hoc ky chinh || trinh  BGD  phé duyét va gui|. Trudng BM - Ké hoach
thirc Khoa/BO mén 03 ban d€ BCN dao tao.
Khoa/Bo mon ky gii lai cho Phan
hiéu 02 ban.
- Biéu db ke hoach hoc tdp nam hoc
duoc lap can phai ding tién do, dung
nguyén (¢ su pham, dung chuong
trinh.
- Lién hé vé6i Gido vu Khoa, cac BM | - Truéng BDT va | Thoi khoa
r trye thude tai Phan higu va giang | can bd dwoc phan biéu theos |
vién phu trach mén hoc dé xac nhan cong. tuén.
L4p thoi khoéa lai lich giang va hd trg glang vién & | - Trudéng BM
.2 X xa dén Phan hiéu gidng (néu can).
bi€u theo tuan ﬁ
- Xép thoi khoa biéu va phong hoc
cho 16p.
- Niém yét website va bang thong
bao.
- Ké hoach hoc tap chinh thitc dugc | - Truéng BPT va |- Dbi  véi
luu trit tai BDT 01 ban, 01 ban gui | can bg dugce phin | KH dao tao
PDT & quan Iy va ding ky mon hoc. | cong. lvu 05 nadm.
- Céin ctr k& hoach hoc tap chinh thirc - Péi véi
/ 14p ké hoach hoc tap theo tuln, lién TKB luu
. hé véi Giang vién phu trach mén theo hoc ky.
Luu trix

KH&TKB, thuc

hién va ki€ém tra

hoc, hd trg gidng vién & xa téi (chd
0, di lai,....).

- Giam sat viéc thyc hién ké hoach
ndy do BDT va can bd ban thanh tra
cung cac Khoa/bd mén cia Truong
chinh phdi hop gidm sat viéc thuc
hién.

- Thoi khod biéu chinh thirc dugc luu
trlr tai BPD, va ban copy duoc hwu
theo tirng don vi lién quan va theo
quy dinh cua thu tuc kiém soat tai
liéu va kidm soat hd so.

- Niém yét bang thong bdo, website

ké hoach va TKB chinh thic.

TRANG 2



IV. MAU BIEU SU DUNG :

STT Tén biéu miu M3 s6 biéu |Thoi gian hru| Noileu | Ngudi/bp phén
mau toi thieu chiu trach nhiém

1 |Ké hoach hoac tap (Theo 5 niam BDT vacac |Ban giam déc,
quy dinh ctia Khoa/bd Khoa/bg mén |truéng BPT va
mon). ' lién quan. cac cd nhén lién

quan,

2 |Thoi khéa biéu hang tuin Mdihocky |[BDT va cac 1ruong BDT.
(ctia Phan hiéu Ninh Ban, BM lién
Thuén) quan

Nguwdi soan thao Nguoi kiém tra
Chit ky M/ -
R
Chirc danh | TRUGNG BAN PAO TAO PHO GIAM POC GIAM DOC
Hovatén | ThS. Vé Phic Anh Duy TS. Lé Anh Tuin TS. Tran Pinh Ly
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3/

Quy trinh:
KIEM SOAT QUA TRINH THINH GIANG

PHAN HIEU TRUONG PAI HOC NONG LAM

TP. HCM TAI NINH THUAN

~ K
Ma so:

Ban hanh lin: 1

Ngay hiéu lye:

Trang/’l‘ﬁng $0 trang: 3

I. MUC PICH VA PHAM VI AP DUNG:

1. Muyc dich:

Thu tuc quy trinh nay dugc xay dung, thuc hién nhim kiém soat qua trinh thinh
giang cia giang vién bén ngoai.

2. Pham vi dp dung:

Ap dung tai Phan hiéu Truong dai hoc Nong Lam TP. Hd Chi Minh tai Ninh Thuén.

IL TU VIET TAT:

- BGD: Ban Giam dbc
- BTCHC: Ban Té chtrc - hanh chinh

- BDT: Ban Dao tao

- BM: B§ mon F 'f/"

. f »/ M

I1I. NOI DUNG: !(g ¢
A s 7 A t oA ‘%
SELdvEGbude [Noi dung thyc hign - Ngu#i chiu trach nhiém | Hdsolva
cOng viéc (M0 ta cac buwéc cong viée) j o R

Yéu ciu
moi giang
vién thinh
giang

- Cén ctr vao k& hoach dao tao cac mon
hoc ctia cdc 16p tai Phan hiéu va Can bo
giang day tai Phén hiéu, ddu hoc ky,
Phan hiéu 1én ké hoach mai giang vién
bén ngoai giang day cho don vi minh
theo yéu cau chuyén moén tir BM cua
mon hoc ¢in moi giang trinh 1&n BGD.

- Ke hoach moi giang phai tuan thu theo
mAau quy dinh.

- Giang vién moi giang phai c6 1y lich
khoa hoc, hoc vi, hoc ham phu hop véi
mon chuyén nganh duge moi giang, Pé
cwong mot gidng phai theo ding yéu
clu cla khoa/by mén va ndi dung bd
mon s€ gidng.

- BGD;
- Truéng BDT;
- Truéng BM.

- Ké hoach moi
giang.

duyét

- Ban giam dbc xem xét va duyét.
- Neu BGD khong ddng v thi cho ¥ kién

dé BDT, BM trién khai theo chi dao tur
BGD.

- BGD;
- Truéng BDT;
- Truong BM.

- K& hoach mai
giang duoc
duyét.

TRANG 1



Liru d0 cic buéde
cong viée

Noi dung thye hién
(M0 ta cac buéce cong viée)

Nguwoi chju trach nhiém

A
HOoO so' lvu

- BDT c6 nhiém vy lién h¢ véi giang

- Truéng BDT va can

- HO so cua Céan
bd giang day
dugc moi giang.

vién moi thinh giang vé: bd phu trach.
+ Thoi gian moi giang;
+ 86 tiét mon hoc;

Lién hé voi giang +50 tlez len. }op ';q
vién moi thinh *+ Phu cdp gio giang, v.v.
giang - Néu Giang vién dong y thi phai gti

cho BDT dé cuong chi tiét mon hoc ma

giang vién duge moi giang, 1y lich khoa

hoc (néu mai 1an déu).

- Cin cr trén ké hoach moi gmng3 da | - BGb;

J dugce duyét, viée ky horp ddng moi giang | Trudng BDT.

Ky hop dbdng lao .

dong (moi giang)

dién ra giita Can b giang day duge moi
giang va dai dién Phan hidu va thong
qua Khoa/Bj mén (néu cin).

- Hop dong phai ghi 8 yéu céu, cac
quyén han trach nhiém cia hai bén va
theo dung Quy dinh hop ddng lao dong.

- Hop dong lao

\4

Théng nhét lich
giang va thuc
hién giang day

- Giang vién thinh glang ¢0 trach nhiém
thuc hién thoi khoa biu 1én 16p theo sy
sip x&p clia Phan hiéu.

- Gidng vién thinh gidng thuc hién theo
dung chuong trinh, ding quy ché, kiém
tra dinh ky, ...

- Truéng BDT va can
bd phu trach.

dong (moi
giang).
«*C ¥
R |
[
3 G
wi
Al
W |
- Thoit  khoa
biéu; o

et
——

- SO dau bai.

iz o

Ex—

v

Kiém so4t qua
trinh thinh giang

- Viéc kiém soét qua trinh giang day cta
giang vién thinh giang giéng nhu kiém
soat hoat dong gidng day ciia giang vién
co hitu da dugce quy dinh.

- Thuc hién theo doi ké hoach giang day
qua sd dAu bai, BDT va Thanh tra dao
tao kiém tra viéc thyc hién ké hoach
giang cla giang vién thinh giang theo
quy dinh,

- Giang vién thinh giéng bién soan dé
thl theo quy dinh voi dap an va thang
diém cu thé sau khi hoan thanh thoi gian
giang day.

- Cham diém va nép diém ding thoi
gian quy dinh.

- BDT 14p bidu thanh toan tidn thinh
giang theo quy ché.

- Truong BT va cén
bd phu trach.

- Gido trinh
mon hoc.

- Dé thi.

- Diém thi.

- Thanh 1y hop
ddng.

TRANG 2



A I3 »
Luwu do cdc bwéc
cdng viéc

Noi dung thwe hién
(M3 ta cic buwéc cdng viéc)

Nguwoi chiu trach nhiém Ho so lwu

- Hb so c4 nhan gidng vién s& do BDT
va BTCHC luu git subt thoi gian giang
vién d6 giang day tai trudng,

- Tai liéu phuc vu qua trinh giang day
cua giang vién s& do Phén hiédu luu gitt
subt thoi gian giang vién d6 giang day
tai trudng.

- Gido trinh ctia giang vién thinh giang
duge Phén hi¢u lwu trit va lam tai lidu
tham khdo.

- Truéng BDT va cén

bd phu trach.

- Trwong BTCHCQT.

IV. MAU BIEU SU DUNG :

=

STT

Ko e R
toi thieu

A <R R -~ e R N e .
Tén biéu mau M3 6 biéu miu| Thoi gian luu Noi lvu

Ngudi/by phin?,

K& hoach moi giang

chiu trach nhién'ﬁ

-

Hb so, 1y lich khoa hoc cua
Can bo gidng day moi giang

Hop dong lao dong (moi
giang), thanh 1y hop ddng

Thoi khoa biéu

S6 dau bai

Ngwoi soan thio

Nguoi kiém tra

Chit ky

PR

Chttc danh -

TRUGNG BAN PAO TAO

PHO GIAM BPOC

GIAM POC

Ho va tén

ThS. Vo Phiic Anh Duy

TS. Lé Anh Tuin

TS. Trin Pinh Ly

TRANG 3




PHAN HIEU TRUONG PAI HOC NONG LAM

TP. HCM TAI NINH THUAN

Quy trinh:
KIEM SOAT QUA TRINH THINH GIANG

~ K
Ma so:

Ban hanh lin:

1

Ngay hiéu lwe:

Trang/Téng s0 trang: 3

I. MUC PiCH VA PHAM VI AP DUNG:

1. Muc dich:

Thi tyc quy trinh ndy duge xdy dung, thuc hién nhim kidm soat qué trinh thinh
giang cia gidng vién bén ngoai.

2. Pham vi ap dung;

Ap dung tai Phan hiéu Trudng dai hoc Néng Lam TP. H6 Chi Minh tai Ninh Thuén.

IL. TU VIET TAT:
- BGD: Ban Giam déc
- BTICHCQT: Ban T6 chtc hanh chinh- Quan trj

- BKHTC: Ban ké hoach tai chinh

- BDT: Ban Pao tao
- BM: B6 mén

ITI. NOI DUNG: {
Luu 6 cic buée Noi dung thwe hién Nguwdi chju trach A N
" o n e g A" = ‘o N Ho so lun
cong viéc (M6 ta cac bwée cong viée) nhiém
- Cén ctr vao k& hoach dio tao cua cac lorp tai | - BGD; - Danh sdch
Phan hiéu dau hoc ky, BM phdi hop véi Khoa | _ Trudng BDT. moi thinh
trye thude truong chinh xac dinh cic mén cin - Trudng BM. giang.
maoi glc‘mg, tim ngubn giang vién, xédc dinh gidng ,
vién cdn moi giri danh séch vé Ban Dao tao. - Truong
) BTCHCQT.
Lap ké - Ban dao tao téng hop danh sach gui cdc Ban
boach mdi lién quan dé dugc huéng din thii tuc hd so thinh
thinh gidng,
gidng - Glang, vién moi giang phai ¢6 ly lich khoa hoc,
hoc vi, hoc ham pht hop véi moén chuyén nganh
duge moi glang Dé cuong moi giang phai theo
ding yéu clu cua khoa/b§ mén va ndi dung bo
mon s€ giang,
v - Ban Giam d6c xem xét va duyét. - BGDb; - Danh szich_ -
- Sau khi BGD da duyét dbng y danh sich moi | - Trudng BPT. mi’i gié'ng
Xét thinh giang gri BTCHCQT tién hanh céc thi tuc | _ Truéng BM. I thinh
duyét tlep theo. glang.
- Néu BGP khong:, ddng ¥ thi cho y kién 8
BDT, BM trién khai theo chi dao tit BGD.

TRANG 1




Ay -
Luwu do cac buéce
cong viée

N§i dung thyc hién

Nguwdi chiu trach

Hob so luu

(M ta cac buéde cong viéc) nhiém
- BDT ¢6 nhiém vu lién hé véi gidng vién moi | - Truéng BPT va | - H) so coa
thinh giang vé: can bd phy trach. | Can bg giang
+ Thoi gian mdi giang; - Truéng BM day  dugc
+ S tiét mén hoc; mot glang.
Lién hé véi gidng 50 ticLlcn 16p;
SRS TR ' + Phu cap gio giang, v.v.
giang = Néu Giang vién dong y thi phai gui cho BDT,
BM dé cuong chi tiet mon hoc, Iy lich khoa hoc
va cac ho so theo quy dinh moi giang cua trudmg
chinh (néu moi lan dz"m).
l - Cho Hop dong thinh giang sau khi chuyén | - BGD; - Hop dong
, danh sach moi thinh giang va cac hd so lién quan | Truéng BDT. | thinh giang
Ky hop dong o BT( HCQ I' 'glr? P1 CC}3 trlttcll g chlnh ’ - Trudng
thinh giang - Phen hqp‘v(n’glénhg vién t?l‘l’lh gidng, cac BE}n BTCHCQT
lién quan ra soat thong tin giang vién, thong tin
hop dong, in va giri giang vién giang ky.
- Chuyén lai ban Hop ddng giang vién da ky cho
BTCHCQT trinh ky BGD.
- BDT phéi hop cting BM va giang vién sip xép | - Truéng BDT va | - :ic‘yi khoa
X thoi khéa bi€u gidng day. can bd phu trach. | biéu; |
Thye l:ié“ hop || - BM ¢6 tréch nhiém thong tin dén giang vién | - Truéng BM. - S0 dau bai.
dong thinh gidng vé cong tic day hoc, ra dé thi, chém | . Trudng
thi va cac ho so lién quan dén mén hoc. . BTCHCQT.
- BM liy y kién sinh vién, danh gid va nhan xét | _ Trudng
vé thoi gian giang day cua giang vién thinh BKHTC
gidng giri vé Khoa phu trach. '
- Giang vién thinh giéng’t]u,rf: hi¢n theo ding
chuong trinh, ding quy ché, kiém tra dinh ky, ..
- BDT tinh toan khéi lwong gio giang gui céac
Ban lién quan.
- BDT phdi hgp cung cac Ban lién quan ra soat | - Truéng BDT va
v thong tin, ndi dung vé bién ban thanh 1y hop | can bod phu trach.
dong sau khi két thiic hoc ky tir BTCHCQT. -Trud
R e oo Ky Hr BICHCQ Trudng - Bién bin
- In va gtii giang vién thinh giang ky. BTCHC. thanh 19 ho
- G ban di k§ v& BTCHTQT dé trinh ky BGD | - Truong IR
sau, d6 giri Ban KHTC céc hd so d& lam thanh | BKHTC &
toan cho giang vién thinh giang. - Truong BM ) ’)‘(ac' flhan
- Gl gidng vién va cac Ban lién quan hd so luu. E10 grang
A, " A - Bang thong
- BM ti€p xtic va cam on giang vién. N
ké gio giang
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Luu d5 cic buée Noi dung thwc hién Nguoi chiu trach 5
n ‘a = i o A Ho so' Ivu
cong viéc (MO ta cac budc cong viée) nhiém
- Hd so ca nhan giang vién s& do BDT va | - Truéng BDT va
BTCHC lwu giit sudt thoi gian giang vién d6 | can bd phu trach.
giang day tai trudng. -Trudmg
- Tai liéu phuc vu qua trinh giang day cua glang BTCHC.
vién &€ do Phan hiéu luu gitt su6t thoi gian giang
vién dé giang day tai trudmg.
- Gido trinh cia giang vién thinh giang dugc
L = Phén hiéu luu trit va 1am tai liéu tham khao.
uu trir
hé so
IV. MAU BIEU SU DUNG :
STT Tén bidu miu M3 s6 biéu miu| Thoi gian leu Noi lwvu Ngwoi/bg phin |\
: t6i thiéu chiu trach nhi¢m |\
1|
| :.“l
1 i ) 5 ndm Ban Dao tao BGD N/
Danh sach moi thinh giang /
_ i Ban TCHCQT Ban Pao tao
2 |Hb so, 1y lich khoa hoc ciia 5 ndm Ban Dao tao BGb
Can bd giang day moi giang Ban TCHCQT Ban Pao tao
3 (Hop d(‘“)n‘g thinh giang, thanh 5 nim Ban Dao tao Ban GP |
ly hop dd
YRR EONS Ban TCHCQT
4 Xfw 1?171an 810 glang, thong ké 5 ndm Ban Dao tao Ban Do tao
gio giang
s |Thoikhod bieu 5 ndm Ban Pao tao Ban Pao tao
6 |0 ddubai 5 ndm Ban Pao tao Ban Dao tao
Nguwdi soan thio Ngudi kiém tra
Chit ky -W W
// C':_
Chure danh | TRUGNG BAN PAO TAO PHO GIAM BOC GIAM BOC
Ho va tén ThS. Vo Phiic Anh Duy TS. Lé Anh Tuén TS. Tran Pinh Ly
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