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QUY TRINH BIEN SO~, SAO IN, DONG GOI DE TID

. I. MVCDicH

- Quy trinh nham thong nh~t each thirc thirc hien cong tac bien soan, sao in va d6n~ g6i

dS thi tai phong Khao thi va DBCLGD.

- Dam bao tinh khach quan, cong bang trong cong tac thi KTHP.

II. PIL;.M VI Ap DVNG

Quy trinh nay co lien quan d~n cac dan vi sau day (danh d~u 0'):

o Phong Cong tac HQc sinh sinh vien

o Phong Dao t<;10 0 Phong Quan tri Phuc vu
0' Phong Khao thi &DBCLGD (BP Khao thi) 0 Phong Hanh chinh To chirc
o Phong Thanh tra Phap che 0 Trung tam Thong tin Thir vien
o Phong Khoa hoc CN & HTQT 0 Cac khoa
o Phong xe hoach Tai chinh 0 Cac BQmon

III. TAl LIJJ:UVI]J:NDAN vA DANH MVC VIET TAT
1.Tili lieu vien din

QUy dinh vS kiem tra - thi va quan ly k~t qua hoc t~p cua sinh vien D'Ji hoc h~ dao t<;10

chinh quy ban hanh kern theo Quyet dinh s6 9811QD-DHKT&QTKD-KT&DBCLGD ngay 15

thang 10 nam 2019 cua Hieu tnrong tnrong DH Kinh t~ & Quan tri kinh doanh (QC03);

2. Danh m1}cvi~t tit

- KT&DBCLGD: Khao tm va Dam bao Ch~t lugng Giao d\lc

- KTHP: DiSm thi k~t thuc hQc phfuI

- NHCHT: Ngan hang cau hoi thi

-BM: BQmon

-PM: PhfuImSm

-HP: HQcphfuI

IV.N(H DUNG

STT

1

2

3

Trach nhi~m N{}idung cong vi~c ThOi gian

03 tuk truac khi thi

Ngay sau khi nh~
NHCHT m6i1b6

sunglthay th~1chinh
sua illcac BM

Ch~ nh~t 07 ngay
truac khi mon thi di~n

ra.

Bi~ Imiu

QCOS-B21,
QC03-B24

Chuyen vien s6 1
Phong Khao tm&

DBCLGD

Xay dlfIlg ke ho~ch bien so~n
d~thi:
Xay d1!llgk~ hO<;1chbien SO?ll
dS thi dl!a tren Lich thi hQc ky
cua phong Dao t<;10

Uinh d<;1oPhong -
Ph\l trach Khao tm

C~p nh~t NHCHT:
C~p nh~t NHCHT m6i1b6
sunglthay th~/chinh sua ill cac
BM vao PM trQn dS thi

Sinh de thi:
- Can cu k~ hO<;1chthi, k~t du dS
thi ti~n hanh sinh dS thi cho rung
HP tuang tcng v6i s6 ca thi theo

Uinh d<;1oPhong -
Ph\l trach Khao tm
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STT

4

5

6

7

8

9

Trach nhi~m

Liinh dao Phong -
Phu trach Khao thi

Lanh dao Phong -
Phu trach Khao thi

Chuyen vien s6 2
Phong Khao thi&

DBCLGD

Chuyen vien s6 2
Phong Khao thi&

DBCLGD

Chuyen vien s6 2
Phong Khao thi&

DBCLGD

Chuyen vien s6 1
Phong Khao thi&

DBCLGD

Kiem tra viee sao in de thi:
KiSrn tra d~ "thi sau sao in co
thiSu trang, thiSu hay rna chit, s6 Ngay sau khi sao in d~
IUQ11gd~ thi co dUng thea s6 thi xong
IUQ11gsinh vien dv thi tren lich
thi

Nqi dung eongvi~e Thiri gian

Sau khi ra d~ thi xong
tir phAnmem tron, tao

d~ thi

Sau khi chinh sua d~
thi dang File.doc xong

Cham nhat 06 ngay
tnroc khimon thi di€n

ra.

Ch~ nh~t 05 ngay
tru&c khimon thi di€n

ra.

lich thi cua phong Dao tao.
- Ngum bien soan d~ thi ky ten
xac nhan vao goc phai cua trang
d~ thi.
Chinh sua de thi:
Chinh sua d~ thi dum dang File
.doc v~ dinh dang, Font chit, din
l~ ....
In de thi:
In d~ thi (ban dung dS kiem tra)
ra giay in
Kiem tra de thi:
- KiSm tra kSt du, hinh thirc cua
d~ thi, dam bao d~ thi dung thoi .
gian thea quy dinh, dam bao
thong tin, di~u kien v~ su dung
tai lieu/khong sir dung tai lieu
cua d~ thi.
- Ngiroi kiem tra d~ thi ky ten
xac nhan vi~c da kiSm tra vao
mi}.tsau ta d~ thi.
Sao in de thi:
Thvc hi~n sao in d~ thi thea kS
ho~ch thi

Dong goi, niem phon~ de thi:
- Khong duqc xem de thi, thvc
hi~n vi~c dong goi, niem phong
cac rui d~ thi da duqc sao in (co
nhan dan niem phong t~i· cac
mep cua rui dvng d~ thi va chit
ky cua ngum niem phong)
- ChuySn cac rui d~ thi da niem
phong vao luu tm t~ thm t~
P.KT&DBCLGD trong thm gian
mon thi chua di€n ra. Vi~c luu
tm phai dam bao an toan, bao
m~t thea quy dinh.

Ngay sau khi vi~c
kiSm tra sao in d~ thi

kSt thuc

Bi~umAu
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V.BIEUMAU

Filebi~u
miu NffiLUlJ THOJ GIAN

LJu
QC03-B21
Mau dethi
KTHP.docx

BP Khao thi - Phong
KT&DBCLGD

Ten bi~umiu MiihoaTT

1. D~thi k~t thuc hoc phan QC03-B21

QC03-B24
Mau ket
caude
thi.docx

BP Khao thi - Phong
KT&DBCLGD

M~uk~tdu d~ thi2. QC03-B24

2ram
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VI. sa DO QUY TRINH

Chua d!lt

Chua dat

Ngay hieu hrc: 25/02/2020

Xay dung kS hoach bien soan d8 thi
can cir thea lich thi cua phong Dao

tao

Cap nhat NHCHT vao PM tren, tao
d8 thi

Sinh d8 thi

Chinh sua dinh dang d8 thi voi File
".doc"

In d8 thi (ban dung d~ kiem tra)

Sao in d8 thi

Dong goi va niem phong tui d8 thi,
chuyen vao hru trii tam tho; tnroc khi

t6 clnrc thi

KSt thuc
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