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Quy trinh QT.03. Quy trinh hudng din t& chie ki thi két thac hoc phin.

HUGNG DAN QUY TRINH
TO CHUC THI KET THUC HOC PHAN
1. Luu dd
Buée Noi dung cong viée Bon vi thyc hién | Don vi phéi hop
- Phong CTSV; 2o e
| Xay dyng - Phong KH-TC: Don vij to chire thi;
ké hoach thi - Phong QLDPT.
y
2 Chuan bj cho ky thi Bon vi 16 chirc thi Phong KT&DBCL
Té chire ky thi " ,
3 Bon vi to chire thi
4 [ Té chirc chim bai thi Don vi td chite thi
. g g i Phe LET
5 ’ Phtic khio diém thi Bon vi 0 chirc thi Mhele
Bao cao va rit e A p
6 kinh nghiém BPon vi t6 chire thi

R
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2. M6 té chi tiét quy trinh

Théi gian R Don vi
Bwric N§i dung cong viée hoan thinh chiu .tﬁrai:h phii hi,'n:p
nhiém
1 XAY DUNG KE HOACH THI

- Phong Cong tdc sinh vién (sau
ddy viét tat 1a Phong CTSV) s cép
nhit, xoa danh sach ngwéi hoe nghi
hoc.

11 | .- Néu la NH lién thong, van | Trudengay | Phong CTSV: | Céc Pon vi
bing 2 va hoc vién cao hoc thi do | thi I thang Phong QLDT t6 chire thi
Phong Quan Iy Pao tgo Dai hoc &

Sau dai hoc (sau day wiét tdt la
Phong QLDT) sé& cdp nhdt, xda
danh sach ngudi hoc nghi hoc.
Phong Ké hoach - Tai chinh
(sau ddy viet tat 1a Phong KHTC)
sé pui danh sach NH chua hoan | Trudc ngay - ; Céc Pon vi

12 | thanh déng hoc phi vé Céc don vi | thi1thang | [ TOPKHTC | &onic thi
t0 chire thi d€ cp nhit NH chua du
diéu kién du thi.

Pon vi to chire thi sap lich thi
hoc phan va tong hop va lén danh : : Don v
13 | séch thi sinh dyr thi. Trude ngdy | (§ chirc thi;
S e thi 1 thang
Pon vi t6 chic thi co trach
nhiém cong bd lich thi dén NH.
' 1 tudn sau ‘
Giai quyét cac truong hop | khi théng Phong QLDT;

1.4 | khoéng co tén trong danh sach du | bdo danh Pon vi

thi (néu co). sach thi sinh t& chire thi.
dur thi.
2 CHUAN BI CHO KY THI
or Lap danh sich va phin cong | TruGe ngdy Bon vi Céc Khoa/
’ can b coi thi. thi 02 tudn td chire thi Trung Tdm
52 In danh séch, phiéu diém. Trudc ngay tﬁfzﬁ;:hi
| (déng méc vudng ctia Khoa) thi 01 tudn
i
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Cdc B6 mon, Giang vién giang téDI?F ‘”h
day ra dé, nop vé thi ky Khoa. Thu : chue thi: -
23 |ky Khoa lén fich vi phdi hop | T9SPERY |y i g S
Phong KT&PBCL (mé cira | phong ’ e Phong Featy s
in sao dé thi) dé sao nhin dé thi. KT&DBCL .
Hoan thanh
cong tac ;
Tién hanh cong téc nhan sao dé | RhAnsa0 de |y o0
2.4 | thi khi da c6 lich thi. (RHIAI: || ot on by duos
ngay thi it 3
nhét 02 FAToehs
ngay lam
viéc
3 TO CHUC THI
CBCT nhén tai dé thi (cé bién o ;
3.1 | ban ban giao) vi cic bién ban, ho gf L;‘;" i mi’ﬁ“ S CBCT
so thi tai céc budi thi. P e R
M dé thi (c6 bién ban mé dé
thi, €6 chir ky eta thi sinh dy thi). fo e Thi sinh
32| Phii I4p bién ban m i g thi va | A gio thi CRiE dur thi
¢6 chir ky xéc nhdn cia 02 thi sinh.
Tinh gi¢r lam bai va phat dé cho Thi sinh
3.3 | thi sinh theo quy dinh ctia Pon vi | Diu gidr thi CBCT c]l i;_l
t chire thi wrnt
1 Trong thoi Phong Thanh | Bon vitd
34 | Thanh tra thi giadl —Phépché: | chircthi
) Két thic ca thi, CBCT kiém tra
50 bai thi, 56 tér, Xi;ip béi thi theo thi
tir SBD tir thap dén cao va cho véo Hét th
3.5 |t bai thi kém theo danh séch thi | 1ot O CBCT
sinh, 01 @& thi (néu d& thi c6 nhidu | &
hon 01 ma dé thi phai dé mdi dé 01
bén vao tii dé thi).
Ban giao tdi bai thi, cdc bién gy ok
3.6 | ban, gidy thi, gidy nhap cho Don R iﬁ?c i CBCT BE]? Vi 1
16 chiic thi. : ¢ e
n
(-""—
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4 TO CHUC CHAM BAI THI
Pon vi td chire thi tién
hanh ban giao bai thi cho ‘ ;
thu ky Khoa chuyén mon ; BC'TI ¥i Té‘gﬂiy
quin 1 hoc phan thi (¢6 | Cham nhét 05 ngay | 10 chue thi; e
4.1 | bién ban ban giao). lam viéc sau khi dd | Thuw ky Khoa mén:
Thur ky Khoa ban giao thi xong. chuyén mén Cin bé
bai thi cho cén bd cham thi chim thi
theo phdn cong cia Lanh
dao Khoa,
PR S Thoi gian chim ba
Tién hanh cham th 5
- ) R AT | i TR
‘ (Phu luc IV, Mau ngay sau khi nhin : Khoa
EAR. ti bai thi
Cén bd chém thi giao
phiéu ghi diém, bai thi vé
Pon vi tb chie thi (01 ban
goc, 02 ban photo ¢6 chir
ky song).
Thu ky Don vi 16 chirc
thi tong hop va bin giao Céan bo
bang diém goc vé Phong cham thi;
Q:LE'T, .].:hil' ky Khoa luu Thu I{}'r Khoa: Phr":-ng
43 ban 01 bEEI'l Ehotocop}f cho Don vi QLDT:
ca chir ky song; 01 ban so W Bl ‘)
GV ty luu dé nhip diém 6 chire thi;
1én hé thong cham nhat 05 Cén bé giang
ngay sau khi nhan dugc day.
bang diém.
Déi voi hoe phin moi
gidng, thu ky Khoa s& chiu
trach nhiém nhip diém
trén hé thong quan ly
diém.
5 QUY TRINH PHUC KHAO
&1 Don vi td chirc thi nhin don ‘Ponvi i
- phuc khao tir NH. t6 chirc thi
Lap danh mue hoc phén phuc | Trong vong . :
i A i 1 e Bomn vy Cdn bg
52 |khao va phén cdng giang vién | 5 ngdy lam ik i thi Rhiith
cham. viée
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o o . sl Cling ngay
Giang vién cham va ban giao trién khai ' Baniviis
5.3 | bai thi da phic khao cho Ponvitd | 5" " | Can by chdm thi oy
ihise Th. cham phiic chire thi
khao
Don vi t6 chirc thi ban giao
bing didm géc vé cho Phong
QLDT va mdt ban photocopy vé Trong vong DPon vi Phong
5.4 | thu ky Khoa. 5 ngay lam to chire thi; QLDT;
Thu ky Khoa chiu tréch nhiém viée Thu ky Khoa. | Té Website.
cdp nhit diém sau phuc khao 1én hé
thong quan ly diém.
BAO CAO VA RUT KINH NGHIEM
6

Viét bdo cdo tinh hinh chung
(nhirng viéc lam duoe, chua dioc,
thiéu s6t) ctia ky thi.

Don vi
to chire thi
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