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trinh tO chric vd ho4t ddo t4o bQc <l4i hgc
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Quy trinh t6 chric vd quAn ly ho4t dQng ddo tpo b4c d4i hqc

TRANG THEO OOT SO LAN STIA O6Y DIEU CTTiNTT TAI LIEU

I. MUC D

Quy dinh c6ch thric td chfc vd quin llf ho4t clQng ctdo t4o bflc tlai hgc nhdm ki6m so6t vd

n6ng cao ch6t luqng gi6ng dpy t4i trudng.

rr. PHAM Vr LrtN QUAN

Cilc don vi li€n quan d6n quy trinh ndy (d6nh ddu / vdo c6c 6 thich hqp),

III. DINH N T TV T LIEU VIEN D (N u c6)

3.1. Dinh nghia, vi6t tit
3.1.1. Dinh nghia: Kh6ng

3.1.2. rt vitit tit
- P. QLDT: Phdng QuAn ly Ddo tpo

- P. TTr: Phdng Thanh tra

- TTSV & QHDN: T'rung t6m sinh vi0n vd quan hQ doanh nghiQp

- P. KT- DBCL: Phdng Kh6o thi 8L DAm b6o chAt lugng

- CTDT: Chuong trinh ddo tpo

3.2. Tiri liQu viQn din

- Ti0r-r chuAn ISO 21001:2018

4'- \r/
.lI

Tt
\

LAn Trang Neiv NOi dune sfra d6i

I
0l

3,4,5,6 0312019
Di€u chinh tOn ggi quy trinh, vE lai luu d6.

Phdng, ban Khoa - BQ mdn ViQn - Trung t6m

I Dodn, HOi sinh viOnn E6ng ty
EI Ban Gi6m hi6u EI Khoa Ngdn hdng

I ViQn Nghi6n criu KHCN

EI Ban Quin lV ISO M Khoa Tdi chinh tr TT H6 tro sinh viOn

r Vdn phdng EI Khoa Quin tri kinh doanh tr TT Neoai nsir - Tin hoc
n Phdne TCCB M Khoa Kti to6n Ki6m to6n
M Phdng Qudn ly Ddo tao M Khoa HT thdng tin qu6n ly
n Phdng Quin tritdi sdn M Khoa Ngoai ngff
I Khoa Sau ilai hoc M Khoa Kinh t6 qu5c tt5

EI Phone KT&EBCL EI Khoa Luat kinh tC

n ViQn Ddo t4o qu6c ttl

EI Phdng Thanh tra EI Khoa Khoa hqc xd hQi

D TT SV vd quan hQ DN EI Khoa Khoa hoc dir 1i0u

trong kinh doanh
I Phdne Qudn ly CNTT
n Phdns TCKT

EI Khoa Gi6o duc th0 ch6t vd
Qu6c phdng

I Thu viQn
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Quy trinh t6 chric vd qudn lj ho4t tl6ng ddo t4o bAc d4i hgc

- Quy ch6 t6 chric vd quan lj ddo t4o trinh dQ d4i hgc t4i Trudng D4i hgc NgAn hdng TP.

H6 Chi Minh, ban hdnh theo quy6t Ointr s6: 446/QD-DHNH ngdy 28 th6ng 02 ndm

2024.

- Quy6t dinh s6 2068/QD-DHNH, ngdy O2l7l2O24 cria HiQu trudng Trudng D4i hgc

Ngdn hdng TP. HO Chi Minh vO vi€c ban hdnh c6c chuong trinh eldo t4o trinh d0 dai hqc

chinh quy.

- Quyet dinh sd 2069/QE-DHNH, ngdy O2l7l2O24 cria HiQu trudng Trudng D4i hgc

Ngdn hdng TP. HO Chi Minh vd vi6c ban hdnh c6c chuong trinh ddo t4o trinh dQ dai hqc

chinh quy chuong trinh Titing Anh brin phdn (Ch6t luong cao).

- Quy€t dinh sO 3641201I/QD-DHNH v0 viQc sta ddi b6 sung mOt s6 di0u cria Quy ch6

t6 chtic thi k6t thtc hgc phAn 6p dpng cho hQ d4i hgc vd cao dAng ban hdnh theo quytit

dinh s6 288/QD-DHNH ngity 151612010 cta HiQu tru&ng Truong D4i hsc Ngdn hdng

TP. H6 Chi Minh.

- B6ng k0 c6c vin bin ph6p luat li6n quan (tdi liQu b6n ngodi)

IV. NQI DUNG

4.1. Luu tI6
Kiit qui tuy6n sinh

Nhflp lich gidng, lich thi
vdo h6 th6ns

Thdnh I{p kh6a hoc, l6p sinh ho4t

Ph6 bi6n quy ch6 ddo tqo, phdn c6ng
^-, I t
u v co van.

Ldp k6 hoach ddo tao

C6 ss g6p f c6c
Don vi

Lip llch giAng, lich
thi

PhAn c6ng giing vi6n giAng d4y tqi Khoa

T6 chric ddng kj, hgc phin (tin clii)
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trinh t6 chirc vd
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Di6u chinh si5 luqng l&p, thay AOi llch giang
(ni5u c6) vd cflp nhflt lai lich giing, lich thi chinh

thrlc,

Cfp nhft thay dOi gi6ng vi6n gi6ng dpy mdn
hoc taiKhoa

ThUc hien hoat clQng gi6ng d4y

Quin lf t6ng thi5 c6c
lop hgc phAn

Theo d6i, gi6m s6t

ti6n dQ gi6ng day

Xdt thi k6t thirc hqc phin

T6 chtic thi ktit thtc hqc phan

Xdt c6nh b6o hgc vq vd buQc th6i hgc

Xem x6t, ph€ duyQt

T6 chr?c thyc t4p cutii kh6a, kh6a ludn t6t nghiQp

Xem x6t, ph6 duyQt

X6t vd cdp bing t6t nghiQp

Xem x6t, ph6 duyQt

K6t thric, luu hd so

Ngdy hiQu lsc: ?Q.t.C-b.tzozq Trang: 5/9 LAn ban hdnh: 03
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Quy trinh t6 chric vd qudn ly ho4t dQng ddo tao bdc d4i hgc

4.2. Di6n giii

TT Md te budc cdng viQc
Tr6ch nhiQm

thqc hiQn
Thcri gian

1

K qui tu sinh
C[n cri vdo chi ti6u tuy6n sinh hdng

t6c tuy6n
ban hdnh
sinh tning

ndm, Trudng thgc hiQn c6ng
sinh,
quytit

hgp x6t di6m chuAn,
dinh vd danh sdch thi

en

HQi d6ng tuy6n
sinh Trudng

Theo quy
dinh cila B0

GD&ET

Quytit Cintr
trfng tuy6n,
danh s6ch

tning tuy0,

2.

Thnnh l$p
Lflp Quy6t
hopt.

kh6a hgc, l6'p sinh ho4t
dinh thdnh lQp l6p sinh

TTSV&QHDN
c6c Khoa ph6i

hqp

Sau khi SV
nhqp hpc

Quy0t dfnh
vd danh
s6ch lop
sinh hoat

3.

PnO ni6n quy ch6 Oao tao, pt An .619
GV cii vAn hgc tfp
- Lap k0 hoach sinh ho4t dAu kh6a,
tlidng b6o cho cdc b0 ph{n li6n quan vd
sinh vi0n dugc bitit. Thuc hiQn ph6
bi6n c6c quy chi5 ddo tpo vd chuong
trinh dio tpo.
- Phdn c6ng cO v6n hgc tflp theo don vi
l6'p sinh ho4t.

P. QLET
TTSV&QHDN

Sau khi SV
nhQp hpc
khodng I

tudn

K0 hopch
sinh ho4t
dAu kh6a

4

Lap kti ho4ch dho t4o, lflp lich gi6ng,
lich thi
- Cbn cri vdo chuong trinh ddo t4o dE

dugc ph6 duyQt; cdn cri vdo th6ng kC s6
lugng sinh vi6n; K6 hoqch tuy6n sinh
circ kh6a mdi; Ti6n d0 ddo tao cria ciic
kh6a;
P.QLDT lflp kO hoBch ddo t4o theo Quy
trinh m5 s6: P.QLDT-QT/04 (Quy trinh
lflp kC ho4ch ddo t4o, lich gi6ng, lfch
thi )

P. QLET

03 th6ng (k6
hopch ddo

tqo),02
th6ng (Lich
gi6ng, lich
thi) trucic
hqc kj,bit

d6u.

Kti hopch
ddo t4o.

Lich gi6ng,
lich thi.

5.

Phf,n cdng giing viOn giing d4y t4i
c6c khoa
Khoa chuy6n m6n ph6n c6ng gi6ng
vi6n vd cpp nhflt 16n phAn m6m quin ly
ddo tao.

C6c Khoa

ChQm nhAt
01 tuAn

tru6c khi blt
rlAu hqc kj,

6.

T6 chrfrc ilIng kf hgc phAn (tfn chi)
- P. QLDT th6ng b6o thoi gian ddng ky
hgc ph6n cho sinh vi0n, c6c clon vf
trong todn trudng, ddng thcri c6ng b6
trOn website cria trudng.
- 96ng U6 tictr gihng,lich thi kdm theo
d6 sinh vi6n theo d6i ddng ky hgc phAn.
- Sinh vi0n ddng nh{p vdo tdi khodn cii

P. QLET
C5c Khoa

P. QLCNTT

01 th6ng
trudc khi
hqc k! bat

dAu

Thdng
b6o ddng
ky hqc

,l
pnan
Ecrn ddng
ky. hQc
phdn.
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Quy trinh t6 chric vd quin llf ho4t dQng ddo tpo bdc dai hqc

TT M0 ta bufc c6ng viQc
Trrlch nhiQm

thg'c hiQn
Thd'i gian Bi6u miu

nhdn dC d[ng ky hgc ph6n online.
- Ti0p lhfln vd xri ly citc don dang ky
hgc phdn, hoflc hty hgc phdn thri c6ng
do l6i hQ th6ng kh6ng thttc hiQn ddng
kf duqc.

7

Di6u chinh s6 luqng l6p, thay il6i
lich gi6ng (n6u c6) vh cflp nhflt l4i
lich giing, lich thi chinh thrlc.
- Cdn cri vdo nhu cAu ddng ky cria sinh

vi6n, P. QLDT thUc hign vi6c di0u
chinh, bO sung lich gi6ng, lich thi )
td chric d6ng ky hgc ph6n b6 sung.

- P. QLET c6ng b6 danh s6ch c6c l6p
hgc phAn bf hty grii cho c6c Khoa vh
cdc don vi li6n quan. Sau d6, P.

QLDT cQp nh{t l4i lich gi6ng, lich thi
grii c6c Khoa (ntiu c6 y6u cAu) vd
ddng Website.

- Th6ng b6o.thoi gian cho sinh vi6n rrit
b6t hoc phdn

P. QLDT
C6c Khoa

01 tudn ldrn
vl9C.

Lfch gi6ng,

lich thi cap

nhQt mdi.

8.

C:.rp nh$t thay tl6i gi6ng vi6n giring
d4y m6n hgc t4i Khoa.
- P. QLET cQp nhflt llch gi6ng, lich thi
lOn hq th6ng ph6n m€m quin l;f ddo
tao.
- Cdc Khoa phdn c6ng gi6ng viOn gi6ng
dqy, th6ng b6o thay d6i giang viOn vd
P. QLET vd P. TTr sdm nh6t co thO.

P. QLDT
C6c Khoa

Ngay khi c6
sU thay d6i

9

Thgc hiQn ho4t tlQng giing d4y
- P. QLDT quin ly t6ng th6 tinh hinh
gi6ng dqy ctrc lcrp hqc phAn theo lich
gi6ng ddc6ng b6.
- 9ti sO nhflt kf gi6ng d4y trOn hQ

thong d€ gi6ng vi€n tii v0.
- Theo d6i, gi6m s6t viQc tO chric gi6ng
d4y, viQc chdp hdnh quy ch6 cria gi6ng
vi€n.

P. QLET
C6c Khoa

P. Thanh tra

Theo thoi
gian td chrlc
giing dpy

56 nhOt

ky gi6ng
day

10.

X6t thi ktit tntc hgc phAn
- Sau khi c6 ktlt qui d[ng ky l6p hqc
phdn, P. QLDT ban hdnh llch thi.chinh
thirc, bO tri phdng thi vd giri dOn c6c
rlon vitrong todn tudng.
- P. QLDT 9ap nhflt danh s6ch sinh
viOn dg thi ket thric hgc phdn 16n phdn
m0m qu.an li ddo tpo Oe P. KT&EBCL
trich xudt dir li0u.

P. QLET
P. KT&DBCL

01 th6ng
tru6c khi thi

Lich thi
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Quy trinh t6 chrlc vd quAn ly ho4t dQng ddo t4o bQc <tpi hgc

Thtri gian Bi6u m6uTT MO te budc cdng viQc
Trich nhiQm

thqc hiQn

11

T6 chfc thi k6t thric hgc phAn
- Cdn cri vio lich thi c6c l6p hgc phAn

cli ban hdnh, Phdng chtlc ndng thuc
hi6n viOc bO tri sinh vi0n vdo phdng
thi, huy dQng c6n bQ coi thi vd td chri'c
thi theo dring quy ch6, quy dinh.
- 96rg t6c t6 chric thi k6t thric hgc
phdn thyc hiQn theo hu6ng ddn tai quy
trinh: Quy trinh.t6 chilc thi k6t thric
hoc phAn, rnd s0 KTDII-QT/03 trong
danh rnuc ISO 9001,2015

P. KT&DBCL
C6c Khoa/ B0

m6n
C6c Phdng ban

10 ngdy

P. QI,ET
Khoa

Sinh vi6n
TTSV&QHDN

01 th6ng sau

khi cAp nhqrt

todn b0 di0rn
tr0n hQ

thdng.

Quy6t
dinh vC

viQc xft ly
buOc th6i
hec, xoa
t0n

12,

X6t cinh b6o hgc vU vh buQc thdi hgc
- Vdo hqc trry ti0p theo, cdn cri k6t qui
hqc tflp cria sinh viOn dd tich lfiy o hgc
kj,trudc d6, P. QLDT thuc hi6n viQc
xcm xdt c6nh b6o hgc vu vd buQc thdi
hc.rc theo quy chti ddo t4o trinh HiQu
truong ky.
- Lap danh s6ch buQc thOi hoc, cinh
b6o hgc w grii vA Khoa, gia dinh vd
sinh vi0n.
- C6ng b6 danh s6ch buQc thdi hgc vd
canh b6o hec vu l6n web truong.

13.

TO chri'c thgc t$p t6t nghiQp cudi
kh6a
Thpc hiQn theo hudng d6n t1i quy
trinh: T6 chric vd hudng d6n thr,rc t?p
t6t nehi0p, m5 s6: PQLDT-QT/06

P. QLET
C5c Khoa quin

ly sinh vi6n
l2 tuAn

Gi6y gi6i

thiQu thgc

tap,

P. QLET
P. KT&EB
Trung tAm

Quin ly dich
vg vd luu trri
sinh vi6n

Theo k6
ho4ch hgc

t6p

Quy6t dinh

c6ng nh4n

t6t nghiQp

14.

X6t tdt nghiQp vir c.{p blng t6t
nghiQp
- Cdn cri vdo kO ho4ch hgc tqp dugc
ban hdnh vio dAu m6i nam hgc, Phdng

Quin $ Ddo tpo thdng b6o t6 chric x6t
tdt nghiQp theo dinh lcj,.
- Cdc budc thUc hiQn theo quy trinh:
Xdt vd cd'p bing t6t nghiQp, mE s6:

PQLDT-QTt02.
KAt thtic, lu'u lti so theo thit tqrc quy
trinh kiAm sodt hO so.

P. QLDT,
C6c Khoa

l0 ngdy15.

V U DUNG

TT TOn bi6u m6u Me s6 Noi lu'u

1
Quy0t dinh c6ng nhQn danh s6ch thf sinh
trring tuy6n

P. QLDT-
QT/01.01

P. QLDT

2 Quy0t dinh c6ng nhdn danh s6ch sinh vi0n vd P.QLDT- P. QLDT
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trinh tO chric vd ho4t ddo tao b{c dAi hqc

TT TOn bi6u mfiu Mf, s6 Noi luu

bi6n ch€ l6p sinh hoqt. qu01.02 TTSV&QHDN
Cac l<hoa

aJ
ThOng b6o v0 k€ ho4ch hqc t?p ddnh cho tdn
sinh vi6n...

P.QLDT-

QT/o1.03

P. QLET

4.
Kti hoach ddo t4o ddnh cho h0 dai hqc chinh
quy

P. QLDT-
QT/O1.04

P. QLDT

5 Lich gi6ng - lich thi h9 dpi hgc chinh quy
P. QLDT-
o?01.0s

P. Qr.DT

6
Thdng b6o vC viQc dang ky lop hgc phdn ddnh
cho dai hqc chinh quy...

P.QLDT-

Q701.06

P. QLDT, P.

QLCNTT

7 Sd nhQt ky gi6ng day
P.QLDT-

Q?01.07

P. QLDT

8 Lich thi hQ dai hsc chinh quy
P. QLET-
QT/O1.08

P. QLDT,
P. I(T&DBCL

9 Gi6y gidi thiQu
P.QLDT-

Q701.09

P. QLDT, C6c
Khoa

10. Qrytil tlinh v€ viQc xri ly buQc th6i hgc vd x6a
tOn dOi v6i sinh vi6n dai hqc chinh quy

P.QLDT-
QT/o1.10

P. QLDT

ll. Quy0t dinh v0 viQc cOng nh6n t6t nghiCp d6i
vdi sinh vi6n dai hgc chinh quy

P. QLDT-
Q701.11

P. QLDT

lNG {
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