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QUY TRINH COI THI KET THUC HQC PHAN

IL.

MUC PiCH
Quy trinh ndy nhim thdng nhét céch thirc thyc hién cong téc coi thi két thic hoc phén
tai truong PH Kinh té va QTKD
PHAM VI AP DUNG
Quy trinh nay c6 lién quan dén cic don vi sau ddy (dénh dau x):
OOPhong Pao tao 0 Phong Quan tri Phuc vu

XIPhong Khao thi &DBCLGD (BP Khao thi)

O Phong Hanh chinh Té chirc

OPhong Thanh tra Phap ché

O Trung tdm Thong tin Thu vién

OOPhong Khoa hoc CN & HTQT

XIC4c khoa

OPhong Ké hoach Tai chinh

XICéac B§ mén

COPhong Cong tic Hoc sinh sinh vién

II1. TAI LIEU VIEN DAN

- Quy dinh vé kiém tra — thi va quan ly két qua hoc tip cua sinh vién Pai hoc hé dao tao
chinh quy ban hanh kém theo Quyét dinh s6 179/QD-DHKT&QTKD-KT&DBCLGD ngay 04
thang 3 nam 2016 cta Hi¢u trudng trudng PH Kinh té & Quan trj kinh doanh (QC03).

- Quy dinh vé kiém tra — thi va quan ly két qua hoc tip cia sinh vién dai hoc hé dao tao
theo hinh thirc vira lam vira hoc ban hanh kém theo Quyét dinh sé 738/QP-PHKT&QTKD-
KT&DBCLGD ngay 18 thang 8 niam 2015 cia Hiéu truéng truomg PH Kinh t& & Quan trj kinh

doanh (QC12).
IV. NQI DUNG
STT | Trach nhiém N§i dung cong viéc Thoi gian Biéu miu
Canbd coithiva | Nhin dé thi: ‘
B6 phén khao thi - | €an bd coi thi c6 mdt va nhdn d€ | Trudce thoi gian thi
| g | thi, danh séch dy thi, tii dyng oo | QC03-BI3
5 bai thi tai phong Khao thi pas
BBCLGD &DBCLGD
Kiém tra tii dé thi:
Sau khi nhén tui dé thi can bo
coi thi kiém tra dé thi: Dung tén
mon thi, gid thi, ca thi, s6 luong e
Sau khi hoan
WA i thi dé thi... va ky nhan & vao sb C03-B05
s Gl ot £ giao dé thi. thanh ngi dung 1 Q
- Neu khong tring khép, chuyen
vé bude 1. o
- Néu trung khép, chuyén vé
budc 3
Pinh so bdo danh va ky giay
thi, glay nhap: o
3 | Canbooithil2 |- CBCTI dinh s6 bao danh theo Sau khi hoan
’ quy dinh thanh ndi dung 2
- CBCT2 ky va ghl day du ho
tén vao gidy thi va gidy nhap
Ngay hiéu lyc: / /2017 Trang: 3/6 Lan ban hanh: 01
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QUY TRINH COI THI KET THUC HQC PHAN

STT

Trach nhiém

Néi dung cong viéc

Thei gian

P4 =
Biéu mau

Can bd coi thil,2

Goi thi sinh vao phong thi:

- CBCT 1 goi thi sinh vao phong
thi.

- CBCT 2 kiém tra gidy to, cic
vat dung duoc mang vao phong
thi va huéng din chd ngdi cho
thi sinh.

Sau khi hoan
thanh ndi dung 3

Cén bj coi thi 1

X#c nhén tinh trang tui deé thi:
- CBCT 1: Cho thi sinh 1én kiém
tra dé thi con nguyén niém
phong va tién hanh mé niém
phong, dém sb luong dé thi.

- Phat d2 thi cho thi sinh: Can
dam bao phat dung thir tu sé béo
danh, dam bao nhimg thi smh
canh nhau khéng c6 ma d& giéng
nhau.

Sau khi hoan
thanh ni dung 4

Can bd coi thi 1,2

Thi sinh dén mudn?

Thi sinh vi pham quy ché?

Xir ly cac truong hop: Thi sinh
dén muodn gio thi, thi sinh vi
pham quy ché thi.

- Néu phat hién ddu hiéu vi
pham quy ché tién hanh budrc 7.

- Néu khong phét hién ra déu
hiéu vi pham quy ché chuyén
sang budc 8

Sau khi hoan
thanh ndi dung 5

Cén bd coi thi 1,2

Xir ly thi sinh vi pham.
Pbi voi cac thi sinh dén mudn
gio thi va vi pham quy ché thi
xur ly theo dung quy ché.

Sau khi hoan
thanh ndi dung 6

QC03-B19

Can bd coi thi 1+2

Giam sat thi sinh lam bai:

- Giam sat thi sinh lam bai thi.

- 15 phut truéce khi hét thoi gian
lam bai thi théng bao cho thi
sinh sdp hét thoi gian 1am bai.

Sau khi hoan
thanh ndi dung 7

Can bg coi thi 1,2

Hét gio:

Khi hét gid, thong béo véi thi
sinh d hét thoi gian 1am bai.
- Néu sai quay lai budc 8

- Néu ding tién hanh buée 10

Sau khi hoan
thanh ndi dung 8

10

Cén bj coi thi 1+2

Thu bai thi:

Can bd coi thi kiém tra cic
théng tin thi sinh: Ho tén, s bdo
danh, sb to gidy thi trén bai thi
va yéu cdu thi sinh ky tén vao
danh séch du thi.

Cén bd coi thi 1 thu va xép bai

Ngay khi hét thoi
gian lam bai thi

Ngay hiéu lyc:

/12017

Trang: 4/6

Lén ban hanh: 01




QUY TRINH COI THI KET THUC HQC PHAN

STT

Trach nhiém

N§i dung cong viéc

Thei gian

Biéu mau

thi 1an lugt theo thir tw sd bao
danh trong danh sach dy thi.
Cén bd coi thi 2 giir 6n dinh
phong thi.

11

Cén b coi thi 1+2

D thong tin:

- Sau khi tién hanh buéc 10 néu
d3 du cac thong tin tién hanh
budc 12.

- Néu khong du théng tin quay
lai budc 10.

Sau khi hoan

thanh ndi dung 10

Niém phong va ndp bai thi:
Sau khi kiém tra bai thi can b{
coi thi ky tén vao danh séch dy

Sau khi hoan

12 Céan bo coi thi 1+2 | thi va ti dung bai thi. Niém . . QC03-B08
phong tui bai thi theo diing quy thanh ndi dung 11
dinh va ndp vé phong
KT&PBCLGD.
V. BIEU MAU
A s A = ~ . A x THOI
TT Tén biéu mau Mai héa | File blfu mau | NOILUU GIAN LUU
ﬂL‘ BP Khao thi -
l. Danh sach du thi QC03-BI13 QC03-813JDanh Phong 2 ndm
sach dy thi hinh th¢ | KT&DBCLGD A\
, . e BP Khio thi - ;
2, SO giao nhén dé thi QCO03-B05 QC03-805 So giao Phong 2 nam )‘2
nhén dé thi.doc KT&DBCLGD Sy
, = BP Khao thi - 4
3. So nhén bai thi QC03-B08 C03-B08 So giao Phong 2 ndm
nhan bai thidoc | KT&DPBCLGD
. . " BP Khéo thi -
Bién ban xtr ly vi Wi= \
4. g QC03-B19 | ocose19mien ban | PRODE 2 ndm
pham quy che thi o hamauy ehethi. | KT&DBCLGD
Ngay hiéu lwc: / /2017 Trang: 5/6 Lan ban hanh: 01




QUY TRINH COI THI KET THUC HQC PHAN

VI: SO PO LUU TRINH
Bit diu

LSt 2
> Nhén dé thi

Kiém tra tinh trang tai dé thi: Ping tén
mén, s6 lwong dé, thai gian thi, ca thi,...

Diing
Pénh s6 bdo danh
Ky gidy thi va gidy nhap
v
Goi thi sinh vao phong thi
Kiém tra gidy to, vit dung
==
Xéc nhén tinh trang tai dé thi;
M niém phong, dém s6 lwong dé;
Phit dé thi

Xir ly thi sinh vi
pham

Thi sinh dén mudn?
Thi sinh vi pham quy ché

L

Khéng
Gidam sat thi sinh lam bai

Hét gi(‘)‘ Sai

Dung
Thu bai thi: Kiém tra tén, s6 bso danh
A & trén bai thi, yéu ciu thi sinh bd sung
Khong thong tin va ky vao danh sach ngp bai.

Dii thong tin

Pung

Niém phong
Nop bai thi

Két thiic

Ngay hiéu lwe: / /2017 Trang: 60— Lan ban hanh: 01



