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Quy trinh tb chirc quan ly dao tao dai hoc vira lam vira hoc

TRANG THEO DOI SO LAN SUA POI/PIEU CHINH TAI LIEU

Lén Trang Negay Noi dung sira doi

I. MUC PICH:

Quy trinh qui dinh vé trinh tu, trach nhiém va t6 chtrc quan 1y dao tao dai hoc hinh thtrc
h¢ vira [am vira hoc.

II. PHAM VI LIEN QUAN

Céc don vi lién quan dén quy trinh nay (danh ddu v' vao cac 6 thich hop):

Phong, ban Khoa — B) mon Vién - Trung taim
M Pang uy 0 Poan, Hoi sinh vién = DL
M Ban Gidm hiéu M Khoa Ngén hang 0 Wiign Nghito sl 80N
M Ban Quan ly ISO M Khoa Tai chinh M TT HJ tro sinh vién
M Vin phong M Khoa Quan tri kinh doanh | M TT Ngoai ngit - Tin hoc
™ Phong TCCB M Khoa K¢ toan Kiém toan
M Phong Quan ly Pao tao | M Khoa HT thong tin quén ly
M Phong Quan tri tai san M Khoa Ngoai ngit 0 Vién dao tao qubc té
0 Khoa Sau dai hoc M Khoa Kinh té qudc té
M Phong KT&DPBCL M Khoa Lut kinh té
M Phong Thanh tra M Khoa Khoa hoc xa hoi M Thu vién
O TT SV va quan hé DN M Khoa Khoa hoc dit liéu

trong kinh doanh

M Phong Quan Iy CNTT 0 Khoa Gido duc thé chét va
M Phong TCKT Qudc phong

IIL. PINH NGHIA, TU VIET TAT VA TAI LIEU VIEN DAN (Néu c6)
3.1. Dinh nghia, viét tit

P.QLDT : Phong Quan ly dao tao

P. KT&DPBCL : Phong Khao thi va dam bao chét lwong
P. TCKT : Phong Tai chinh — K& toan

BGH : Ban Giam hiéu

B6 GD&DT : BO Giao duc va Dao tao

KTHP : Két thuc hoc phin

3.2. Tai liéu vién din
—  Tiéu chuan ISO 21001: 2018;
— Bang ké céc van ban phap luat lién quan (tai liéu bén ngoai)
—  Quyét dinh s6 21/QD-DHNH ngay 08/01/2018 cua Hiéu truéng Trudng Dai hoc
Ngén hang Tp. H6 Chi Minh vé viéc ban hanh Quy ché dao tao dai hoc hé¢ vua

lam vira hoc; Quyét dinh s6 1576/QP-DHNH ngay 31/8/2021 cia Hiéu trudng
Truong Pai hoc Ngan hang Tp. Ho Chi Minh vé viée stra ddi, bd sung mot s diéu
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Quy trinh t6 chirc quan 1y do tao dai hoc vira 1am vira hoc

ctia Quy ché dao tao trinh do dai hoc hé¢ vira lam vira hoc dugc ban hanh theo
Quyét dinh s 21/QD-DHNI ngay 08/01/2018;

~  Quyét dinh sb 466/QD-DHNH ngay 28/02/2024 ciia Hiéu truong Truong Dai hoc
Ngén hang Tp. Ho Chi Minh vé viéc ban hanh Quy ché t chirc va quan 1y dao tao
trinh d¢ dai hoc tai Truong Pai hoc Ngan hang Thanh phé Ho Chi Minh.

IV. NOI DUNG:
4.1. Luu do

Phéan cong can bo quan ly
6o SV

'

Phé bién quy ché dao tao, thong bao
chuong trinh ké hoach dao tao, thanh lap
ban can su 16p

Mé 16p hoc phan trén phin mém quan ly
Theo d&i cong tac giang day va qua trinh
hoc tip cia SV

'

Téng hop

Y

CBQL lap danh sach thi KTHP guri
Phong KT&DBCL t) chirc thi KTHP

\J

Nhan két qua thi KTHP tir Phong
KT&DBCL

\d

v '

Lép quan ly trén Lép quan ly tai .| Thong béo
phan mém tin phong BTTC dén SV
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Quy trinh t chirc quan ly dao tao dai hoc vira lam vira hoc

4.2. Dién giai

Trach
TT Mo ta bude cong viée nhi¢m Thoi gian Biéu miu
thue hién
Buwéec 1: Phan cong can by quan ly
16p SV
Thi sinh tring tuyén hoan thanh thu
tuc nhdp hoc, ding ky 16p. P. QLDT - Quyét dinh
trinh BGH ky quyét dinh danh sach trang tuyén
tring tuyén nhap hoc. nhép hoc;
b Phéan cong can by quan ly 16p hoc, £, e - Danh sach
chiu trach nhiém giai quyét cac van 16p sinh
dé lién quan dén qua trinh hoc tap hoat.
sinh hoat cua sinh vién theo dung quy
ché, quy dinh cua Truong, cua BO
GD&DT.
Budc 2: Pho bién quy ché dao tao,
thong bio chwong trinh ké hoach
dao tao, thanh 13p ban cin sy 16p i opaas e
2. Cén bo guar'lily 16p thL_rcAhlcn to chuc P.QLDT hop 16p
hop phd bién quy ché, quy dinh, %
chuong trinh, ké hoach dao tao khoa (néu cd)
hoc, quyén loi va nghia vu cho sinh :
vién. < N\
- Thoi khoa 94\
. T x 7 % bicu; ANG T
Blf’O’C 3: M¢& 16p hoc phan trén phan ) D didmi “*/
mé‘m quan ly, dua SV vao lép hoc Lot cﬁ%#
phan. P
- Can cir thoi khéa biéu can by quan S,V.(neu e
3. | 1y m& 16p hoc phén trén phan mém tin | P. QLDT 1 ;(l)l)i’éu i
chi, du’\a danh sach sinh vién vao 16p kfmbn
hoc phévn. s
- Lap so nhét ky giang day’ gui giang i Nhé:t Ky
vién theo lich phan cong (n€u co). giéﬁg i
Budce 4: Theo doi cong tac gidng - Thoi khoa
day va qua trinh h(,)vc tap cﬁ’a SV P. QLDT bidu:
4. | Can ctr thoi khoa bicu chi tiet, CBQL | ., i i
B s ; > .| Giang vién - Nhatky
theo doi tinh hinh gidng day cua -
giang vién va hoc tép cuia sinh vién giang day
Buéce S: Tong hop S T
CBQL kiém tra, ra soat lai danh sach | ., ., Nhis by giang
: X e s+ | Gilang vién, day.
S. | SV thuc te’tham gia 16p hoc phan, P. QLDT Phiéu ding ky
tinh hinh diém danh, danh gia SV cta | Sk i

giang vién; quyét dinh cdm thi, hoc
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Quy trinh t6 chirc quan ly dao tao dai hoc vira lam vira hoc

Trach
TT Mo ta budc cong viéce nhiém Thoi gian Biéu miu
thuce hién
lai (néu co).
Budée 6: CBQL lap danh sach thi
KTHP gitri Phong KT&PBCL to
chire thi KTHP
CBQL dwa vao két qua tong hop dé
lap danh sach thi. Cung cép danh sach | P. QLDT, Danh séch thi;
6. | thi két thuc hoc phan (trong d6 da xét | P. KT- Heé théng
nhiing trudong hop cdm thi ciing nhu | DPBCL QLDPT
nhiing truong hop dugc thi ghép) gui
dén phong Khao thi dam bao chét
lwong chdm nhét truée 10 ngay cho
mdi mon thi.
Buée 7: Nhan két qua thi KTHP tir
Phong KT&DPBCL
Phong KT&DBCL chuyén két qua thi
KTHP va thi lai dén phong QLDT |
qua 2 hinh thtrc:
ﬂ-SV qvuén 1yA trc“:r.l phé}n mé}n tir: P. QLDT. Tal kh?én
. chi: SY ;iang nhadp tai 1<1}0an .oxnlmex de P KT. quﬂan 1A'y;
xem diém; CBQL nhén diém tong DBCL H¢ thong
hop qua mail . QLDT.
-SV céc khoa theo doi tai phong
QLDT: Phong KT&PBCL chuyén
bang diém gbc v& phong QLDT;
CBQL thong béo dén SV dién thoai
hoac email.
Buée 9: Lru trit ho so
Cén bo luu trlr ho so phan loai va luu H¢ thong
B trit theo khéa dao tao va I6p sinh P QLDT QLDT.
hoat.
V. BIEU MAU AP DUNG:
TT Tén biéu méu Mai sb Thaoi gian lvu | Noi luu
1. | Kéhoach giang day-hoc tap P.QLDT.QT.0801 3 nam P.QLDT
2. | Lich thi két thuc hoc phéan P.QLDT.QT.08.02 3 ndm P.QLDT
. Nhat ky gidng day P.QLDT.QT.08.03 3 ndm POLDT
4. Gidy chiing nhan sinh vién P.QLDT.QT.08.04 3 ndm P. QLBDT
I Phiéu dang ky hoc, hoc lai P.QLDT.QT.08.05 3 nam P.QLDT
6. Bang diém sinh vién P.QLDT.QT0806| Vinhvién |P.QLDT
7. | Gidy chimg nhan t6t nghiép | p o pyr gy | Theo dottdida | P. QLDT
tam thoi 3 thang
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