BO GIAO DUC VA BDAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HOC KINH TE TP.HCM Poc lap - Tw do - Hanh phiic
Sb: 3295 /QD-DHKT-KHPTKT TP. Ho Chi Minh, ngay 11 thdang 12 ndm 2019
QUYET PINH

V& viéc ban hanh Quy trinh td chitc thi két thic hoc phin

HIEU TRUONG TRUONG PAI HQC KINH TE TP. HO CHI MINH

Céan ctt Quyét dinh sé 70/2014/QD-TTg ngay 10 thang 12 nim 2014 cta Thu
tuong Chinh phu vé viéc ban hanh Diéu 1¢ trudng dai hoc;

Cin ¢t Nghi quyét sé 77/NQ-CP ngay 24 thang 10 nam 2014 cta Chinh pht v& thi
diém d6i mdi co ché hoat dong dbi véi cac co s& gido duc dai hoc cong lap giai doan
2014 - 2017; Nghi quyét s 117/NQ-CP ngay 09 thang 11 ndm 2017 ctia Chinh phii vé
phién hop thuong ky thang 10 nam 2017;

Can ctr Quyét dinh sb 2377/QD-TTg ngay 29 thang 12 nam 2014 ctia Thu tuéng
Chinh pht vé viéc phé duyét Dé 4n thi diém d6i méi co ché hoat dong cua Truong Dai
hoc Kinh té TP. Ho Chi Minh giai doan 2014 - 2017;

Can ctir Quyét dinh s6 43/2007/QP-BGDDT ngay 15 thang 8 nam 2007 cia B
truong Bo Gido duc va Dao tao vé viéc ban hanh “Quy ché dao tao dai hoc va cao dang
hé chinh quy theo hé théng tin chi”;

Can ci Théng tu sb 57/2012/TT-BGDDT ngay 27 thang 12 nam 2012 cla B
trudng BO Gido duc va Dao tao vé viéc Stra doi, bd sung mot sb diéu cua Quy ché dao tao
dai hoc va cao déng hé chinh quy theo hé théng tin chi ban hanh kém theo Quyét dinh )
43/2007/QD-BGDDT ngay 15 thang 8 nam 2007 cia B¢ truong B6 Gido duc va Dao tao;

Can ctr Thong tu s6 15/2014/TT-BGDDT ngay 15 thang 5 nam 2014 cua B
trrdng B Gido duc va Dao tao vé viéc ban hanh “Quy ché dao tao trinh d¢ thac s1”;

Cian ct Théng tu s6 06/2017/TT-BGDDT ngay 15 thang 3 nam 2017 cua Bo
trrong Bo Gido duc va Pao tao vé viéc ban hanh “Quy ché dao tao vira lam vira hoc trinh

dd dai hoc™;

Theo d& nghi cia Trudng phong Ké hoach dao tao - Khao thi,
QUYET PINH:

Pidu 1. Ban hanh Quy trinh té chirc thi két thiic hoc phin.

Piéu 2. Quy trinh nay nhim chuén hoa cic hoat dong t chure thi két thic hoc phén céc
hé - béc dao tao tai Trudong Pai hoc Kinh té TP. H5 Chi Minh (UEH).

Piéu 3.  Quyét dinh nay cé hiéu luc ké tir ngay ky. Cac quy dinh c6 lién quan trudc day
trai voi quyét dinh nay déu bi bai bo. Cac ong (ba) Truéng phong Ké hoach




dao tao - Khao thi,
Quyét dinh nay./.

Noi nhan:

- Nhu Diéu 3;

- Portal UEH;

- Luu: VT, KHPTKT.

cac Trudng don vi ¢ lién quan chiu trach nhi€m thi hanh
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I. MUC PIiCH

Quy trinh nay duoc thiét lap d& chuin hoéa hoat dong 6 chirc thi két thic hoc phan
ding trinh tu, diing v6i cac quy dinh cia Bo Gido duc va Dao tao nhim danh gia mot cach
chinh x4c va toan dién két qua hoc tip cua sinh vién/hoc vién tai trudng Dai hoc Kinh té

Thanh phé H6 Chi Minh (UEH).

II. PHAM VI AP DUNG
1. Poi twgng ap dung:

Céac hoat dong thi két thac hoc phén (KTHP) thudc cac hé: Pai hoc chinh quy, Van
béng 2 chinh quy, Lién théng dai hoc chinh quy, Vira lam vira hoc, Sau dai hoc.
2. Trach nhi¢m 4ap dung:

Phong K& hoach dao tao - Khao thi (KHDTKT); Phong Quan ly dao tao - Cong tac
sinh vién (QLDTCTSV); Phong Quan ly dao tao Tai chac (QLDTTC); Vién Pao tao Sau
dai hoc (DTSPH); Phong Co s& vt chét (CSVC); Phong Thanh tra (TT); Phong Tai chinh
- K& toan (TCKT); khoa/ban/vién do tao; Giang vién, cong chirc, vién chirc nha truong;
Sinh vién/hoc vién (goi chung 1a sinh vién) cac hé Pai hoc chinh quy, Van béng 2 chinh
quy, Lién thong dai hoc chinh quy, Vira lam vira hoc, Sau dai hoc thudc trudng Dai hoc
Kinh t& Thanh phé H Chi Minh (UEH).

III. CAN CU PHAP LY

- Quy ché déo tao trinh dd thac si (ban hanh kém theo Thong tu 15/2014/TT-BGDDT
ngay 15 thang 5 ndm 2014);

- Quy ché tuyén sinh dai hoc, cao dang hé chinh quy (ban hanh kem theo Thong tu s6
03/2015/TT-BGDDT ngay 26 thang 2 nim 2015);

- Quy ché dao tao vira 1am vira hoc trinh d6 dai hoc (ban hanh kém theo Thong tu %)
06/2017/TT-BGDDT ngay 15 thang 3 nim 2017);

- Pidu 18 Truong dai hoc 2014 (ban hanh kém theo Quyét dinh s 70/2014/QD-TTg
ngay 10 thang 12 ndm 2014);

- Nghi quyét s 77/NQ-CP ngay 24 thang 10 nim 2014 cua Chinh phi v thi diém d6i
méi co ché hoat dong d6i vai cac co sd gido duc dai hoc cong 14p giai doan 2014 - 2017,

- Quy dinh vé cong tac khao thi, kiém tra danh gia cac ky thi két thic hoc phén va thi
t6t nghiép (ban hanh kém theo Quyét dinh s6 4306/QD-DHKT-KHDT-KT ngay 02 thang
12 nam 2016);




- Thong tu sb 27/2016/TT-BGDDT ngay 30 thang 12 nim 2016 vé Quy dinh thoi han
bao quan tai liéu chuyén mon nghiép vu cua nganh Giéo duc.

IV. GIAI THICH TU NGU VA CAC TU VIET TAT

- UEH
~TCKT

- KHPTKT
-TT

- BP. KHDT
- NHCHT

- TNMT

- DVQLPT
- CBCT
-GV

- CCVC

- SV

- PMQL

- DSPC

- DS

- KTHP

: Trudng Pai hoc Kinh té Thanh phé H6 Chi Minh.
: Phong Tai chinh - Ké toan.

: Phong K& hoach dao tao - Khdo thi.
: Phong Thanh tra.

: Bo phan K& hoach d#o tao.

: Ngan hang céu hoi thi.

: Tric nghiém may tinh.

: Pon vi quan ly dao tao.

: Céan bd coi thi.

: Giang vién.

: Cdng chirc vién chure.

: Hoc vién/Sinh vién.

: Phin mém quan ly.

: Danh sach phén cong.
: Danh sach.
: Két thiic hoc phan.




V. NOI DUNG

1. Luu dd
2 : TRACH NHIEM P A
BUGC QUY TRINH THU'C HIEN TAI LIEU/ BIEU MAU
BP.KHDT File excel
1 @ Nhém xir Iy di ligu
v Nhém xir Iy dir liéu PMQL thi
2 Xir 1§ di ligu lich thi vao PMQL PMQL d thi
|
— Y Nhém duyét dé KHDTKT.QT.04.01
Giri yéu cdu cung cip d thi Nhém CBCT KHDTKT.QT.04.03
y Gri yéu cau cung cap CBCT Nhém hd so thi KHDTKT.QT.04.05
3 In/ddn nhin tii bii thi, mhin thi dSthi NHCHT KHDTKT.QT.04.10
In cac bién ban ban giao lién quan cho ky thi Khoaviilih
Chuén bj vén phong phim lién quan cho ky thi oa/vign/phong/ban
Tiép nhan DS thi tir cac DVQLDT
]
— = Nhém duyét dé Pé thi gbc niém phong
Tiép nhén va 1dp DS phén cong CBCT Nhém CBCT KHDTKT.QT.04.02
Lap bang ké xéc nhén coi thi NHCHT KHPTKT.QT.04.04
4 Tao dé thi tit NHCHT (Thi viét) TNMT KHDTKT.QT.04.06
Tiép nhén va duyét dé thi géc (Thi viét) N b i
Tao d thi TNMT; Tao ca thi TNMT (Thimay) || Khoa/vién/phong/ban | KHBTKT.QT.04.09
X . Nhom in sao dé KHDTKT.QT.04.04
5 In sao, dong goi, niém phong de thi Nhém hd so thi Pé thi gbe sau in sao niém phong
Ban giao d€ thi cho nhom ho so thi Pé thi in sao niém phong
J Nhom ho so thi KHDTKT.QT.04.05
. Thy ky diem thi KHDTKT.QT.04.06
Chunbihosothi KHDTKT.QT.04.07
6 Ban giao hd so thi cho thu ky diém thi KHDTKT.QT.04.08
KHDTKT.QT.04.09
KHPTKT.QT.04.11
s — Thu ky diém thi KHDTKT.QT.04.06
CHOT ki xécxitign thanh todn col thi Can b coi thi KHDTKT.QT.04.07
7 Hhitkppmin Sl eba GRS Phong Thanh tra KHDTKT.QT.04.08
KHDTKT.QT.04.09
KHDTKT.QT.04.11
I Thu ky diém thi DS thi
Ty —— Cén b coi thi KHDTKT.QT.04.07
U Dk Lvio, ¢ h DTKT.QT.04.
8 Thu DS thi va lru diém thi (Thi méy) ;ﬁgﬁ;ﬁaﬂ be gDTg ST o ??
Chuyén bai thi vé KHDTKT B3 thi 88 niém phorg
THTr.QT.03.05
KHDTKT Bai thi d3 niém phong
9 Giao bai thi vé khoa/ban/vién khoa/ban/vién KHPTKT.QT.04.10
|
Y KHDTKT KHDTKT.QT.04.09
10 Gri xac nhn thanh todn coi thi TCKT
I
, HPT
11 Két thic dot thi SEDTET

Luu hd so




2. Dién gidi cac budc thye hién quy trinh

Quy trinh duoc thyce hién tir viéc phbi hop giira cac nhém ctia bd phan Khao thi thude
Phong Ké hoach dao tao - Khao thi (KHPTKT) gbm:

- Nhom xtr ly dit li€u;

- Nhom cén b coi thi (CBCT);

-  Nhém duyét de;

- Nhém in sao dé;

- Nhoém hd so thi;

- Nhom ngan hang cau hoi thi (NHCHT));

- Nhém tric nghiém may tinh (TNMT).

Buéc 1: Nhén lich thi chinh thirc tir by phan Ké hoach dao tao

Nhoém xir y dit liéu tiép nhan lich thi chinh thirc tir b phan K& hoach dao tao thude
phong KHPTKT bing file mém excel qua email.

Buée 2: Xir Iy dir lidu lich thi vio phin mém quan 1y thi va dé thi

Nhém xtr 1y dit 1iéu chiu trach nhiém xir ly dit liéu lich thi va import dit liéu lich thi
vao phan mém quéan 1y (PMQL) thi va dé thi.

Buéc 3: Giti yéu clu cung cip dé thi; Giri yéu ciu cung cip CBCT; In/d4n nhiin
tdi bai, nhén tai d&; Chuin bi vin phong phidm; Tiép nhan DS thi tr PVQLDT

- Nhém duyét d&: chiu trach nhiém giri & nghi cung cép dé thi két thic hoc phén vé
khoa/ban/vién/NHCHT/TNMT qua email bing phin mém Quan ly thi va @& thi
(KHDTKT.QT.04.03).

- Nhém CBCT: chiu trach nhiém thuc hién viéc phan b so lugng CBCT KTHP, gii
yéu ciu cung cip CBCT KTHP vé khoa/vién/phong/ban qua email (KHDTKT.QT.04.01).

- Nhém xir 1y dit liéu: chiu trach nhiém in bién ban ban giao tdi dé thi, bién ban ban
giao bai thi vé khoa/ban/vién; in nhén thi d2 thi, nhan tai bai thi va chuyén cho Nhom hd
SO.

- Nhém hd so thi: chiju trach nhiém chudn bi van phong phim lién quan cho ky thi;
dén nhén tGi bai thi; dan nhan tui d& thi va giao cho Nhom duyét dé; tiép nhan DS thi tir
cac DPVQLDT, chuyén DS thi ctia cac hoc phén thi tric nghiém may tinh (TNMT) cho
Nhém TNMT.

Bude 4: Tiép nhén va lap DS phin cong CBCT; Lap bang ké xac nhan coi thi;
Tao d& thi tir NHCHT ; Tiép nhan va duyét dé thi goc; Tao dé thi va ca thi TNMT;




- Nhém CBCT: tiép nhén phan hdi danh sich ¢t CBCT KTHP tir
khoa/vién/phong/ban bing vin ban (KTDTKT.QT.04.02); Thuc hién viéc phin cong
CBCT, thu ky didm thi (KHDTKT phbi hop véi cac DVQLDT), gidm sat (phong TT cung
cAp danh sach phan cong gidm sat cac ca/budi/ngay thi) theo timg phong thi, diém thi bing
PMQL thi vid d& thi; in danh séch phin cong CBCT va ky nhén dé thi
(KHDTKT.QT.04.06), in bang ké xac nhdn coi thi (KHDTKT.QT.04.09) chuyén cho
Nhoém ho so thi.

- Nhém NHCHT: Tir d nghi cung cip dé thi KTHP cua Nhoém duyét dé g qua
email, thuc hién tao dé thi theo dung cdu tric dé thi di dugc khoa/ban/vién/bd mén uy
quyén cho phong KHDTKT khai thac tir Ngdn hang cdu hoi thi chung cia truong
(KHPTKT.QT.01.05); in, niém phong dé thi géc da tao va ban giao cho Nhom duyét dé
(KHDTKT.QT.04.03).

Viéc tao d8 thi tir Ngan hang cau hoi thi phai thuc hién trong cc diéu kién:

% Tai phong chuyén dung;

¢ Chinh xac va bao mat;

% Noi dung dé thi duge trich xuit phai ding theo cu trac dé thi da duogc
khoa/ban/vién/bd mdn ty quyén cho phong KHPTKT (KHDTKT.QT.01.05);

< Chuyén vién trich xuat dé thi 14 ngudi dugc lanh dao phong phan cong;

% Chuyén vién trich xudt d@ thi trong luc 1dm nhiém vy khong duge st dung DTDD
hodc cac thiét bi c¢6 chirc ning ghi hinh, sao chép, truyén tin;

& C6 bién ban ky giao/nhén d& thi cho Nhém duyét d& (KHDTKT.QT.04.03).

- Nhém duyét dé: tiép nhan truc tiép d& thi gbc dd dugc niém phong tir thu ky
khoa/ban/vién/NHCHT (KHPTKT.QT.04.03); mé& niém phong phong bi dé thi gbe kiém
duyét hinh thire, di chiéu vai bién ban duyét va in sao dé thi KTHP (KHDTKT.QT.04.04)
dé ghi sb lugng d@ thi can in sao va yéu chu khac cia GV ra @& (néu c6) 1én phong bi dung
dé thi gdc va kep vao tdi d2 thi trong da dugc dan nhin twong tng nhén tir Nhom ho so thi
v ban giao qua Nhém in sao dé d thyc hién viéc in sao (KHDTKT.QT.04.04).

Viéc kiém duyét d& thi phai thuc hién trong céc diéu kién sau:

+% Chinh x4c va bao mat;

+ Chuyén vién kiém duyét dé thi 1a ngudi dugc lanh dao phong phan cong;

+ Chuyén vién kiém duyét d@ thi trong lac lam nhiém vu khong dugc sir dung PTDD
hodc céc thiét bi c6 chirc nang ghi hinh, truyén tin;

& Co bién ban ky giao/nhdn dé thi géc tir khoa/vién/ban/ N.NHCHT
(KHPTKT.QT.04.03) va bién ban duyét va in sao dé thi KTHP
(KHDTKT.QT.04.04).

- Nhém TNMT: Tir d& nghi cung cép d& thi KTHP ciia Nhom duyét dé giri qua email, the

hién viéc tao d thi trén phin mém Quan 1y, khai thic ngan hang dé thi tric nghiém theo
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ding cdu tric dé thi da dugc khoa/ban/vién/bd mén ty quyén cho phong KHDTKT; Nhin
DS thi tir Nhém hd so va tao ca thi trén phin mém Quén 1y, khai thic ngén hang dé thi tric
nghiém; In ma ca thi va dinh kém DS thi twong ting vdi ca thi vao tai bai thi.

Viéc tao dé thi TNMT phai thyc hién trong céc diéu kién sau:

%+ Chinh xac va bao mat;

+% Chuyén vién tao dé thi TNMT 4 ngudi duge ldnh dao phong phan cong;

+% Chuyén vién tao dé thi TNMT trong ltic 1am nhiém vy khéng dugc sit dung PTDD

hoiic c4c thiét bi ¢ chirc ning ghi hinh, truyén tin.

Bude 5: In sao, déng géi, niém phong dé thi; Ban giao dé thi in sao niém phong
va d& thi gbc sau in sao cho Nhém hd so

- Nhém in sao d&: nhan ban giao d& thi gdc da dugc kiém duyét tir Nhém duyét dé
(KHDTKT.QT.04.04) va tién hanh in sao theo ding sé lugng, yéu cau ghi trén phong bi
dung d8 thi gbc; déng goi, niém phong d& thi d4 in sao va dé thi gbc sau in sao; Ban giao
ca d& thi d in sao c6 niém phong va d& thi géc sau in sao cho Nhém hd so thi
(KHDTKT.QT.04.04).

Viéc in sao @ thi phai thue hién trong cac diéu kién sau:

% Tai phong chuyén dung;

< Viéc in sao @& thi dugc tién hanh bing may chuyén dung;

+¢ Chinh xac va bao mat;

%+ Chuyén vién in sao dé thi 14 ngudi dugc 1anh dao phong phén cong;

+ Chuyén vién in sao dé thi trong ltc 1am nhi¢m vy khéng dugce sir dung DPTDD hodgc

cac thiét bi c6 chirc niing ghi hinh, sao chép, truyén tin;

% C6 bién ban duyét va in sao d& thi két thic hoc phan (KHDTKT.QT.04.04).

Buwée 6: Chuin bj hd so thi; Ban giao hd so thi cho thw ky diém thi

Nhém hd so thi chiu trich nhi¢m chinh:

- Chuén bj gidy thi, gidy nhap, van phong phim va cac biéu mau lién quan dén ky thi
(KHPTKT.QT.04.07; KHDTKT.QT.04.08; KHDTKT.QT.04.11);

- Nhén ban giao dé thi da in sao cé niém phong va dé thi gdc sau in sao tir Nhém in
sao d& (KHDTKT.QT.04.04); Kiém tra ddi chiéu c4c thong tin chinh xéc gitra DS thi véi
thi dé thi da in sao ¢6 niém phong va bo ca 2 vao tui bai thi dd dan nhén tuong tmg kem
theo c4c bidu mAu lién quan dén budi thi;

. Xép thi bai thi; Danh sich phan céng CBCT va ky nhan & thi
(KHPTKT.QT.04.06); Bang ké x4c nhan coi thi (KHDTKT.QT.04.09) va dé thi goc sau




inqsao goi chung 1a (Hb so thi) theo timg ngay/budi thi/diém thi va ban giao cho thu ky
diém thi.

Viée xir Iy ho so thi yéu cau thuc hién trong céc diéu kién:

% Pdy du va chinh xéc;

“* Bao quan d8 thi d4 in sao c¢6 niém phong, dé thi géc sau in sao an toan va bao mat;

«% Chuyén vién xir ly hd so thi a ngudi duge lanh dao phong phan cdng;

< C6 bién ban duyét va in sao @ thi két thic hoc phin (KHDTKT.QT.04.04); bién

ban ban giao ti d& thi d4 in sao cho thu ky diém thi (KHDTKT.QT.04.05).

Buéc 7: Thw ky cho CBCT ky xac nhén thanh toan coi thi; Thu ky ban giao tii
bai thi cho CBCT; Tién hanh coi thi

Tréich nhiém cia thu ky diém thi: (phong KHDTKT phéi hop véi cac DVQLDT)

- C6 mat tai diém thi dung gid quy dinh;

- Thu ky diém thi theo ddi viéc ky xac nhén thanh toan coi thi ciia CBCT, dam bao

tinh chinh x4c va giri bang ké xéac nhan thanh toan coi thi c6 day du chir ky cua CBCT cho
Nhém CBCT (KHPTKT.QT.04.09)

- Khi ban giao tui bai thi cho CBCT, thu ky diém thi phai yéu cau CBCT ky nhén aé
thi vao danh sach Phan c6ng CBCT va ky nhén dé thi (KHDTKT.QT.04.06).

- Thu ky dugc phén cong tai diém thi nhin ban giao hd so thi tir Nhém hd so thi
(KHPTKT.QT.04.05) va c6 trach nhiém bao quan, van chuyén ho so thi kém gidy thi, gidy
nhap, van phong phdm dén diém thi ddy du, an toan va bao mat;

Trach nhiém cia CBCT:

- CBCT phai c6 mit dung gid va thudng xuyén tai phong thi dé 1am nhiém vu ding
theo quy dinh, quy ché thi cla trudng, B§ Gido duc va Dao tao;

- CBCT khi 1am nhiém vu phai deo phu hi€u, &n médc trang phuc gon gang, lich sy,
dung véi quy dinh nha truong;

- CBCT phai dam béo tinh chinh xé4c trong viéc cho SV ky tén trén DS thi, thu bai
thi, ghi théng ké s6 bai/sé t& trén DS thi; ky tén vao DS thi;

- Péi v6i hinh thirc thi tric nghiém trén may tinh, CBCT phai dugc tap huan coi thi
TNMT truéc, phai dam bao tht viée van hanh chuong trinh thi TNMT, dam béo t0t trét
phong thi, kiém tra k¥ chit ky cua SV véi s6 luong SV du thi thuc té;

- CBCT khong duge lam nhiém vu tai diém thi noi c6 ngudi than (vg, chdng, con,
anh, chi, em rudt) du thi; khong dugce sir dung dién thoai di dong trong khi lam nhiém vuy;
khong duoc giup d& sinh vién lam bai dudi bt ky hinh thitc nao; khong dugc 1am viée
riéng, khong duge hat thudc, n, uéng ruou, bia trong khi lam nhiém vu.




Trach nhiém cia Phong Thanh tra:

- C6 mit tai diém thi dting gitr quy dinh;

- Kiém tra, gidm sat viéc thuc hién céc quy ché thi KTHP tai diém thi.

- Lap béo céo tinh hinh t6 chirc thi tai diém thi. (THTr.QT.03.05)

Buéc 8: Thu bai (Thi viét); Thu DS thi va lwu diém (Thi TNMT); Chuyén bai
thi vé phong KHPTKT

Thu bai (Thi viét)

- Khi tiép nhan tui bai thi tir CBCT, thu ky diém thi phai kiém tra, d6i chiéu can thén
day du chit ky cua SV, chit ky cia CBCT, s6 lwong bai thi, s6 t&r gidy thi duge CBCT ghi
tdng hop trén DS thi phai khop véi s lugng bai thi, sb t& gidy thi thue t€; kém bién ban
xur ly SV vi pham quy ché thi (néu c6) ban chinh vao tai bai, ban photo giri cho Nhom
CBCT. Sau khi d4m bao tinh chinh x4c thu ky niém phong tui bai thi va yéu cau 2 CBCT
ky tén niém phong tui bai thi;

- Khi két thiic budi thi thu ky diém thi ghi lai bén duéi danh sach Phén cong CBCT
va ky nhén d2 thi (KHDTKT.QT.04.06) ¢6 bao nhiéu trudng hop, mén thi phai mé dé thi
gbc dé lién hé giang vién ra d& giai dép thic méc cia SV (néu ¢6) va chuyén lai danh séch
nay cho Nhém CBCT. Giao lai d& thi géc sau in sao cho Nhém duyét dé luu tri;

- Thu ky diém thi c6 trach nhiém v&n chuyén bai thi da dugc niém phong vé phong
KHDPTKT an toan, bdo mét. Ban giao lai cac bién ban, hd so lién quan dén bubi thi cho cac
b phén chiu trach nhiém chinh;

- Thu ky diém thi; chuyén vién phong KHDTKT dugc phén cong c6 trach nhiém
nhap sb bai thi, sb t& gidy thi vao bién ban ban giao bai thi (KHPTKT.QT.04.10) dé duoc
in sin, sip x&p bai thi theo timg khoa/ban/vién riéng biét.

Thu DS thi va xuét file lwu diém (Thi TNMT)

- Thu ky tiép nhan DS thi TNMT tir CBCT phai kiém tra, ddi chiéu cén than ddy du
chir ky cua SV, chir ky ciia CBCT, s6 lugng SV du thi phai khop véi sb lugng SV du thi
thuc té trén chuong trinh;

- Tién hanh xuét file diém thi vé luu trit.

Buée 9: Giao bai thi KTHP dén cac khoa/ban/vién dé phan cong cho gidng vién
chim bai.

- Chuyén vién phong KHDTKT duge 1anh dao phong phén cong chiu trach nhiém
van chuyén bai thi KTHP vé khoa/ban/vién an toan, bdo mat. Phai c6 bién ban ban giao bai
thi giita 2 bén (KHDTKT.QT.04.10).




- Lanh dao khoa/ban/vién ¢6 trach nhiém phén cong, theo ddi, nhic nh& giang vién
chdm bai, nhap diém QT, diém KTHP, in va ndp bang diém HP kém DS thi c6 chit ky cua
SV cho thu ky khoa/ban/vién ding han quy dinh.

- Lanh dao khoa/ban/vién c6 trach nhiém phén cong, theo doi, nhic nh& thu ky
khoa/ban/vién ndp bang diém HP kém DS thi c6 chit ky ctia SV cho cac PVQLDT diing
han quy dinh.

Bude 10: Giri xac nhan thanh todn coi thi KTHP cho phong TCKT

i Nhém can b coi thi thuc hién viéc kiém tra, giri email file mém kém bang ky xic
| nhén thanh toan coi thi vé phong TCKT (KHDTKT.QT.04.09)

Buée 11: Két thiic dgt thi; Luu ho so.
Két thic dot thi, phong KHDTKT tién hanh luu hd so.

VI. TAI LIEU LUU TRU
STT | TEN TAI LIEU BS[N].UVI THOI GIAN LUU

1 | Cong vin d& nghi cir can bd coi thi | DH: Hét khoa
KTHP tir khoa/vién/phong/ban. Phang, BEETET SPH: 5 nam sau TN

7 |Danh sach Can b{ coi thi (do . PH: Het khoa
khoa/vién/phong/ban cung céap). Pl RHDLEL SPH: 5 ndm sau TN
Cong vin de nghi s B 5 5

oy : Hét kh

3 | (khoa/ban/vién/NHCHT) cung cAp dé gl%"a/ban/‘“@“/NHc SDE-Hs ol B9
thi KTHP. ' ’

4 |Bién ban duyét va in sao dé thi két : DH.: Het khoa
thac hoc phan. Phoip EEPLEL SPH: 5 nam sau TN

s | Bién ban ban giao tui d& thi (cho Thu | . DH: Hét khoa
ky didm thi). Phong KHPTKT | opyy: 5 nim sau TN

6 o TR, B \ DH: Het khoa
Phan cong CBCT va ky nhdn @ thi. | Phong KHDTKT SBH: 5 mlim sau TN

7 | Bién ban xut ly sinh vién vi pham quy Phong KHDTKT DH: Hét khoa
ché thi PT1 SPH: 5 nim sau TN

' bVQLDT

g | Bién ban xir Iy can bo coi thi vi pham | Phong KHDTKT DH: Hét khoa
quy ché thi. P.TT SPH: 5 nam sau TN

9 5 5 ok n o Phong KHDTKT DH: Het khéa
Béng ké xée nhin col thi. P.TCKT SDH: 5 ndm sau TN

10 | Bién ban ban giao bai thi (gitta phong | Phong KHDTKT DH: Hét khéa
KHDTKT va cac khoa/ban/vién). Khoa/ban/vién SDH: 5 ndam sau TN

11 4§ o8 " DH: Het khoa
Bai thi. Khoa/ban/vién SPH: 5 nim sau TN

12| pé thi gbc. Phong KHPTKT 2 ndm




VII. CAC BIEU MAU PiNH KEM

MA HIEU

STT BIEU MAU TEN BIEU MAU
Céng vin d& nghi cr can bd coi thi KTHP tir
1 KHDTKT.QT.04.01 Khoa/vién/phong/ban.
2 KHDTKT.QT.04.02 | Danh séch Cén bd coi thi (do Khoa/vién/phong/ban cung cép).
3 KHDTKT.QT.04.03 Cong van dé nghi (Khoa/ban/vién/N.NHCHT) cung cap dé thi
KTHP.
4 | KHDTKT.QT.04.04 | Bién ban duyét va in sao dé thi két thic hoc phén,
5 KHDTKT.QT.04.05 | Bién ban ban giao tai d& thi (cho Thu ky diém thi).
6 KHDTKT.QT.04.06 | Phan cong CBCT va ky nhan dé thi.
7 KHDTKT.QT.04.07 | Bién ban xi ly sinh vién vi pham quy ché thi.
8 KHDTKT.QT.04.08 | Bién ban xir Iy can b coi thi vi pham quy ché thi.
9 KHDTKT.QT.04.09 | Bang ké xé4c nhén coi thi.
Bién ban ban giao bai thi (gitta phong KHDTKT va cac
10 KHDTKT.QT.04.10 Khoa/ban/vién).
11 | KHPTKT.QT.04.11 | Gidy thi.

10
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TRU’(‘H\{G PAIHQC KINH TE TP.HCM  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG KHDT - KHAO THI Poc lap — Tw do — Hanh phic

V/v cir can b coi thi ki thi két thiic hoc phan TP. H6 Chi Minh, ngay _ thdng _ ndm
HK__ niam__ Khoa Hé

Kinh giri: Khoa, Vién, Phong, Ban

Phong K¢ hoach dao tao - Khéo thi dé nghi Khoa, Vién, Phong, Ban cir can bg coi thi (CBCT)
ket thuc hoc phan hocky  nam _ Khoéa  H¢

SH lwgng can b coi thi dé nghi Khoa, Vién, Phong, Ban cung cép theo bang sb luong dinh
kem.

Olo|w|lalu|s|lw|lo|—]|T2

—
(e

Luu y:

- CBCT khong sir dung di¢n thoai di dong trong khi lam nhiém vu.

- Néu tré qua 15 phit (gw tap trung CBCT) don vi td chirc thi s& khong bd tri coi thi.

- Néu c6 thay d6i CBCT dé nghi cac don vi bao cho phong K& hoach d3o tao — Khao thi trudc
ngay thi hai ngay lam viéc dé kip thoi lién hé cac don vi khac cir can bg, giang vién bd sung.

- Danh sach can b coi thi dé& nghj cac don vi giti cho phong chim nhitngay / /  (Thik
)

Tran trong.

NGUOI LAP

KHDTKT.QT.04.01 LAn ban hanh: 01 HL: 11/12/2019 Trang 1/1




TRUONG DPAI HQC KINH TE TP.HCM CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA/VIEN/PHONG/BAN/TT Poc lap — Tu do — Hanh phiic

DANH SACH CAN BQ COI THI

DPon vi : Khoa/Vién/Phong/Ban/TT

clr can by coi thi (CBCT) két thic hoc phan hoc ky nim 20 Khéa Hé . Danh sich
dinh kém sau day:

Oloo | |an|wv s |w | |—

—
o

TP.H6 Chi Minh, ngay _thdng__ndm__
TRUONG KHOA/VIEN/PHONG/BAN/TT

KHDTKT.QT.04.02 Lan ban hanh: 01 HL: 11/12/2019 Trang 1/1
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BO GIAO DUC VA PAO TAO
TRUONG PAI HQC KINH TE TP.HCM

BB Ss: /KHPTKT

BIEN BAN BAN GIAO TUI PE THI

KHOA_ __HE
LAN THI

NGAYTHI:__ / [/

Dia diem:

1
2
3
4
5
6
7
8
9
10
Toan bé cé i dé thi cdc mon.
Cé: tai d& thi gbc cac mon:
TP. HCM, ngay thdng ndm
Nguwdi giao dé thi Bén nhén dé thi Thu ky diém thi
Ky ghi rd ho tén, gi¢ giao (Pon vi lién két)
Ky ghi rd ho tén
Ky nhan dé gbc sau khi thi
Ky ghi rd ho tén, gid giao
KHDTKT.QT.04.05 Lan ban hanh: 01 HL: 11/12/2019 Trang 1/1




BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC KINH TE TP.HCM Pioc lap — Ty do — Hanh phiic

PHAN CONG CAN B(Q COI THI VA KY NHAN DPE THI
KHOA __HE___

LAN THI _

Thoi gian: __ / _ / g

Dia diem:

C6___trudong hop mo dé thi gbe Phong Ké hoach Dao tgo — Khdo thi
Mon:

KHDPTKT.QT.04.06 Lan ban hanh: 01 HL: 11/12/2019 Trang 1/1
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BOQ GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC KINH TE TP.HCM Poc lap — Tw do — Hanh phiic

BIEN BAN XU LY CAN BO COI THI VI PHAM QUY CHE THI

MO thic Ngay thi: ... T /20....
DU GIEM EIE: oo
HOQ 18N CAN DO COM TNz ..o e s
TIUOC QOTE VL et R
Nhigfi v o phan SORRS ..on s e Phong thi s&: .............
D3 vi pham Pidu ... — Quy ché coi thi v6i hanh vi vi pham nhu sau:

50T 417 ohorst 0 gl 117 R ———

CBCT vi pham Pai dién Giam sat Thu ky diém thi
(Ky va ghi r6 ho tén) (Ky va ghi 18 ho tén) (Ky va ghi rd ho tén)
KHDTKT.QT.04.08 LAn ban hanh: 01 HL:11/12/2019 Trang 1/1
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BO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC KINH TE TP.HCM Pic lap — Tu do — Hanh phiic

BIEN BAN BAN GIAO BAI THI - HE

BB sb Ngay giao
S6 ngay chim theo quy dinh Han nop bang diém vé P.KHDT-KT:
Nguwoi nhan
STT Hoc phin Lép Lin | Ph.Thi | S6bai | S6 to

TONG CONG CO___ TUI BAI THI
D3 kiém tra ding sé bai/sé t& ghi trén phiéu giao va cic tii bai con nguyén diu niém phong.
Luu ¥: The ki Khoa yéu cAu Gifo vién mé tii bai dé kiém tra s6 bai/s6 t& va danh sich thi.

Nguwdi nhén Nguoi giao

(Ky va ghi rd ho tén)

KHDTKT.QT.04.10 Lan ban hanh: 01 HL:11/12/2019 Trang 1/1




KY THI

BO GIAO DUC VA PAO TAO

TRUONG PAI HQC KINH TE TP. HCM

O KET THUC HQC PHAN
O KIEM TRA GIUA KY

S6 bdo danh

MON THI : .o
LOP: ... KHOA: ..o HE:
HO & 180 SN VI S oo Nam O Nz O
Ngaysinh: ., Noi sinh: .o Ma sinh VIEN: ..o
Phong thi = ... Gio thi o NEAY thil
PIEM KET LUAN Chir ky ciia CAN BQ chim thi Chir ky ciia CAN BOQ coi thi
CUA BAI THI (Ghi rd hg tén) (Ghi rd ho tén)
Ghi bing sb Ghi bing chir thir 1 thir 2 tht 1 thir 2
Két qua GBI | | v e
Caul : .. Qe | | e e e e e e oo ettt e
Cau2 : ... d
s g | ||
Céu 4 ............ d .....................................................................................................................................................................................
& UE. S PRS- S OO
Caub ;... d
i s P ———————
Caug ¢ o s TR T OO OO TUTSTOT
Céu 9 ............. d ......................................................................................................................................................................................
Caul0 : ... d
Cong ... a“lyr
Két quﬁ dlém .....................................................................................................................................................................................
PHUG KHAG: | || oo s o, i s s srss temas o511 4238198102750 581 o581 1 RS RSAS R RS AERE 450
Caul 3 woseis o R
Cau2 . d.
e T
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Caus : ., L
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