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L.

MUC PiCH

- Quy dinh théng nhét cach thirc thuc hién cong tic bién soan, sao in va déng géi dé thi
tai phong Khao thi va DPBCLGD.
- Pam bao tinh khéach quan, c6ng bing trong cong tic thi KTHP.

PHAM VI AP DUNG
Quy trinh nay ¢6 lién quan dén cac don vi sau ddy (danh déu M):
O Phong Pao tao [ Phong Quan tri Phyc vy
M Phong Khao thi &DBCLGD (BP Khao thi) | O Phong Hanh chinh T6 chirc
O Phong Thanh tra Phap ché O Trung tdm Thong tin Thu vién
0 Phong Khoa hoc CN & HTQT O Cac khoa
0 Phong Ké hoach Tai chinh O Cac B§ mon
O Phong Céng tac Hoc sinh sinh vién

II. TAILIEU VIEN DAN
Quy dinh vé& kiém tra — thi va quan Iy két qua hoc tap cua sinh vién Pai hoc hé dao tao
chinh quy ban hanh kém theo Quyét dinh sé 179/QD-PHKT&QTKD-KT&PBCLGD ngay 04

thang 3 nim 2016 ciia Hiéu truong truong PH Kinh té & Quan tri kinh doanh (QC03).

III. NQI DUNG
STT | Trach nhiém N¢i dung cong viéc Thoi gian Biéu miu
o . .. | Xay dyng ké hoach bién
B0 phan Khao thi soan dé thi: . o
1 - Phong Khao Xﬁy dung ké hoach bién soan 03 tuan trudce khi thi
thi& PBCLGD | dé thi dua trén Lich thi hoc ky
cua phong Pao tao
. R Ngay sau khi nhan
B phan Khao thi | Cap nhat NHCHT: i C /b
; . |Cép nhat NHCHT méibd | NHCHT mo6i/bo
2 - Phong Khéo fpdid . a £ i a
hi& DBCLGD sung/thay thé/chinh stra tir cdc | sung/thay thé/chinh
o BM vio PM trén d@ thi sira tir che BM
Sinh dé thi: o
- Cz'm cu }(é hoach thi, kég cau
o ., ., | dé thi tién hanh sinh d€ thi Chim nhét 07 ne?
B phan Khao thi | ¢ho timg HP tuong tng véi s6 ar'n a : Eaid QC03-B21,
3 - Phong Khao | ca thi theo lich thi cia phong | trudce khi mén thi
, . .x QC03-B24
thi& PBCLGD | Dao tao. . dién ra.
- Nguodi bién soan dé thi ky
tén x4c nhan vao goc phai cua
trang d¢ thi.
B6 phan Khao thi | Chinh sira dé‘ thi: Sau khi ra dé thi
4 - Phong Khio C}unh stra ‘Ade .th1 dudi dang xong tir phdn mém
. File .doc v€ dinh dang, Font N 43 thi
thi& PBCLGD chit, can 13 ... tron, tao dé thi
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e
STT | Trach nhiém N¢i dung cong viéc Thaoi gian Biéu mﬁu' '
B phén Khao thi | 1 43 thi: Sau khi chinh sira dé
5 | -PhongKhdo |In dé thi (bin ding dé kiém | thi dang File.doc
thi& PBCLGD | tra) ra giay in xong
Kiém tra dé thi:
- Kiém tra két céu, hinh thirc
cua dé thi, dam bao dé thi
B phan Khao thi | dung thoi gian theo quy dinh, | Cham nhat 06 ngay
6 | -PhongKho | 4m b2 thong tin, dich kién | tryse khi mon thi
. ve st dung tai ligwkhong sir e
thi& PBCLGD dung tai li é}l ol dé‘thi. dién ra.
- Ngudi kiém tra dé thi ky tén
xac nhén viéc da kiém tra vao
mat sau to dé thi.
B4 phan Khio thi | Sao in dé thi: ‘ Cham nhat 05 ngay
7 - Phong Khao EP‘;C hi;_:rtlh_sao in d¢ thi theo | 4156 khi mén thi
¢ hoa ”
thi& DBCLGD A dién ra.
Kiém tra viéc sao in dé thi:
B0 phén Khéo thi | Kiém tra d€ thi sau sao in ¢ . .
. i thiéu trang, thiéu hay mo chi, | N&ay sau khi sao in
8 - Phong Khao £ i o
thi& DB D sO lugng d€ thi c6 ding theo dé thi xong
i& BBCLGD | o 1rong sinh vién dy thi trén
lich thi
Poéng géi, niém phong dé
thi:
- Thuc hién viéc déng géi,
niém phong céc tui dé thi da
dugc sao in (cé nhdn dan
. . .., |niém phong tai cic mép cia -
BO phén Khao thi | 15i gyng d¢ thi va chir ky cia | 82 Sau khi viée
9 - Phong Khdo | nguéi niém phong) kiém tra sao in dé thi
thi& PBCLGD |- Chuyén cic tii dé thi da két thiic
niém phong vao lhuu trir tam
thoi tai P.KT&DBCLGD
trong thoi gian mén thi chua
dién ra. Viéc luu trir phai dam
bado an toan, bao mét theo quy
dinh.
IV. BIEU MAU
. Aty h File biéu THOT
TT Tén biéu miu M3 héa 5 NOI LUU GIAN LUU
Pé thi két thuc hoc QCaBal BP Khéo thi - Phong
1 phé.l’l QC03-B21 g;:[g?dgx KT&DBCLGD 2 ndm
T, QC03-B24 | Bp Khao thi - Phén
2. | Mau két cau dé thi C03-B24 | Mau ket cau g 2 ndm
Q de thidoox | KT&DBCLGD
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V. LUU PO QUY TRINH

Bit dau

A

Xay dyng ké hoach bién soan dé thi
can cir theo lich thi cia phong Pao

tao
v
Cap nhat NHCHT vao PM trén, tao
dé thi
v
Sinh dé thi

Chinh sira dinh dang dé thi v&i File

A

ﬂﬁ.doc!,

A 4

In dé thi (ban dung dé kiém tra)

Kiém tra dé thi vé
két céu, hinh thirc,

Chura dat

thoi gian

Sao in dé thi

Kiém tra viéc sao
in BT vé s6 ban in,
chat luong trang in

'

Chura dat

Déng goi va niém phong thi dé thi,
chuyén vao luu trir tam thoi truéce khi

td chure thi

Két thic
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