TRUONG PH KINH TE VA QUAN TRI KINH DOANH
PHONG KHAO THi VA PBCLGD

Phuong Tan Thinh, Thanh phé Thai Nguyén, tinh Théi Nguyén.
Dién thoai: 0208 3947.074 Fax: 0208 3647.685
Website: http://tueba.edu.vn/phong/khao-thi

QUY TRINH
BIEN SOAN, SAO IN, PONG GOI PE THI

M3 hiéu : QT/07/KT&DPBCLGD
Ngay hiéu lyc : 25/ 02/2020
Lan ban hanh - 02

Trach nhiém Soan thio Phé duyét
; S KT. TRUONG PHONG
Chirc vu Chuyén vién E = s
: Phé Trwong phong
rs @&Q&W@é
Ho va tén Hoang Chi Thanh Mai Viét Anh




QUY TRINH BIEN SOAN, SAO IN, PONG GOI PE THI

.. MUC PICH

- Quy trinh nhim théng nhét cach thirc thyuc hién cong tac bién soan, sao in va dong gdi

dé thi tai phong Khao thi va PBCLGD.

- Dam bdo tinh khach quan, cong bing trong cong tic thi KTHP.

II. PHAM VI AP DUNG
Quy trinh nay c6 lién quan dén cac don vi sau dy (danh diu &): |

O Phong Pao tao O Phong Quan tri Phuc vu

M Phong Khao thi &DBCLGD (BP Khao thi) O Phong Hanh chinh Td chirc

O Phong Thanh tra Phép ché O Trung tdm Thong tin Thu vién

O Phong Khoa hoc CN & HTQT O Céc khoa

O Phong K& hoach Tai chinh O Céc B6 mén

O Phong Cong tac Hoc sinh sinh vién

IIL. TAI LIEU VIEN DAN VA DANH MUC VIET TAT

Ne oA oA x
1. Tai liéu vién dan

Quy dinh vé kiém tra — thi v quan ly két qua hoc tip cta sinh vién Pai hoc hé dao tao
chinh quy ban hanh kém theo Quyét dinh s6 981/QD-DHKT&QTKD-KT&PBCLGD ngay 15
thang 10 nam 2019 ciia Hiéu truéng truong PH Kinh té & Quan tri kinh doanh (QC03). ;

2. Danh muc viét tit

- KT&PBCLGD: Khio thi va Pam bao Chét luong Gido duc

- KTHP: Piém thi két thuc hoc phan
- NHCHT: Ngan hang cau hoi thi

- BM: B mén
- PM: Phin mém |
- HP: Hoc phan |
IV.NOI DUNG
STT Trach nhiém N§i dung cong viéc Thoi gian Biéu miu

Chuyén vién sé 1 a2 thi:

1 | PhongKhaothi& | Xay dung ké hoach bién soan 03 tudn trude khi thi
PBCLGD deé thi dya trén Lich thi hoc ky

cua phong Dao tao

X4y dung ké hoach bién soan

Cap nhat NHCHT: N
Lanh dao Phong— | cap nh4t NHCHT méi/bd NHCHT mé1/b6

Ngay sau khi nhan

- Phy trach Khao thi | sung/thay thé/chinh sira tir cac | sung/thay thé/chinh |
BM vao PM tI'{)l’l dé thi stra tir cac BM ‘
i ‘ Sinh dé thi: .| Chamnhat 07 ngay QCOB o
3 | LanhdaoPhong - - Can cir ke hoach thi, két ciu dé | ¢ ki mon thi didn G
Phu trach Khao thi | thi tién hanh sinh d¢ thi cho timg QC03-B24
HP tuong tmg védi s6 ca thi theo Té. 3
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QUY TRINH BIEN SOAN, SAO IN, PONG GOI BE THI

Phong Khao thi&
bBCLGD

mép cua tui dung dé thi va chir
ky cua ngudi niém phong)

- Chuyén céc tui dé thi da niém
phong vao luu trir tam thoi tai
P.KT&DBCLGD trong thoi gian
mon thi chua dién ra. Viéc luu
trit phai dam bao an toan, bao
mat theo quy dinh.

kiém tra sao in dé thi
két thuc

STT | Tréch nhiém Noi dung cdng viéc Thoi gian Biéu miu
lich thi cua phong Pao tao.
- Ngudi bién soan dé thi ky tén
x4c nhén vao goc phai cua trang
de thi.

- ] Chinh sira d‘é thi: Sau khi ra de thi xong
Lanh C’TZ.IO Phcfng ~ | Chinh sira dé thi duéi dang File | v shan mém trén, tao
Phu trach Khéo thi | .doc vé dinh dang, Font chit, cin i

e de thi
Lanh dao Phong — | Imdethi: Sau khi chinh sira d&
Phy trach Khio thi | 1 9 thi (bin ding.de kifm tra) | 4. 4.0 File doc xong
ra giay in
Kiém tra deé thi:
- Kiém tra ket cau, hinh thirc cia
dé thi, dam bao dé thi dung thoi
Chuyén viénsé 2 | gian theo quy dinh, dam bao | Cham nhat 06 ngay
Phong Khio thig | hong tin. diéu kién vé sit dung | 6 khi mon thi dién
BBCLGD tai liéwkhoéng sir dung tai liéu
cua de thi. ; -
- Nguoi kiem tra d€ thi ky tén
xac nhan vi§c d3 kiém tra vao
mit sau to dé thi.
Chuyén vién s6 2 | Saoin dé thi: g | Chém nhat 05 ngay
Phong Khao thi& }Tlh‘-mhhtfﬁn sao in de thi theo K€ | 415¢ khi mén thi didn
PBCLGD d ra.
Kii:‘tm tra viéc sao in dé thi:
Chuyén vién sb 2 Kiém tra d¢ thi sau sao in ¢ X S
: § e thiéu trang, thiéu hay mo chit, so Ngay sau khi sao in dé
Phong Khao thi& s ,
BBCLGD lugng d& thi c6 dung theo sb thi xong
lugng sinh vién dy thi trén lich
thi
Doéng goi, niém phong dé thi:
- Khong dugc xem dé thi, thuc
hién viéc dong goi, niém phong
cac tui dé thi da dugc sao in (c6
; nhidn dan niém phong tai céac dee
Chuyén vién s6 1 e Ngay sau khi viée
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QUY TRINH BIEN SOAN, SAO IN, PONG GOI BE THI
V.BIEU MAU
. Tén biéu mAu Mihéa | "2 |NOILUU THoRE N
‘ ' ‘ QC03-B21 T B
P2 thi két thiic hoc phin | QC03-B21 |Maudethi | Er,Kbdo thi - Phong 2 fam
KT&DPBCLGD
KTHP.docx
QC03-B24 | -
T RN e o Mau ket BP Khao thi - Phong
Mau ket cau dé thi QC03-B24 st s KT&PBCLGD
thi.docx
Ngay hiéu luc: 25/ 02/2020 Trang: 4/5 | Lan ban hanh: 02
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VI. SO PO QUY TRiNH

Bét dau

A

Xay dung ké hoach bién soan d thi
can ctr theo lich thi cia phong Dao
tao

Y

Cép nhat NHCI—[T vao PM trdn, tao
deé thi
\4
Sinh dé thi

Chinh sira dinh dang dé thi véi File
“.doc”

A 4
In dé thi (ban dung dé kiém tra)

Kiém tra dé thi vé
két cAu, hinh thuc,
thoi gian

Sao in dé thi

Kiém tra viéc sao
in DT veé s6 ban in,
chat luong trang in

Chua dat

Péng gbi va niém phong thi dé thi,
chuyén vao luu trir tam thoi trude khi
t6 chirc thi

Két thuc
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