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Quy trinh t6 chric quin lf dio tqo dai hqc vtra ldm vira hgc

Lfln Trang Ngiry NOi dung sfra d6i

TRANG THEO DOI SO LAN SIIA DOI/DIEU CHiNH TAI LIEU

I. MUC E CH:

Quy trinh qui dinh vA trinh tp, tr6ch nhiQm vd tO chric quin ly ddo t4o dpi hgc hinh thric

h0 vua ldm vria hoc.

II. PI-IAM VI LIEN QUAN

C6c don vi liOn quan d6n quy trinh ndy (d6nh dilu / vdo c6c 6 thich hqp):

III. DINH NGHIA, TII VIET rAr vA TAr LrpU vrTN nAN (Nriu c6)

3.1. Dinh nghia, vi5t tit
: Phdng Quin ly ddo tpo

: Phdng Kh6o thi vd dim b6o ch6t lugng

: Phdng Tdi chinh - K6 to6n

: Ban Gi6m hi6u

: BQ Gi6o dqc vd Edo tpo

: Ktit thric hgc phAn
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P. QLET
P. KT&EBCL
P, TC.KT
BGH
B0 GD&DT
KTHP

3.2. Tli liQu viQn din

Ti6u chudn ISO 21001: 2018;

Bang kC c6c vdn bin phdp luflt 1i0n quan (tdi lieu bdn ngodi)

Quyi5t dinh sO 2\IQD-DHNH ngdy 08/0ll2}l8 cria HiQu tru&ng Trulng D4i hgc

Ngdn hang Tp. H6 Chi Minh vO viQc ban hdnh Quy chti dio tpo d4i hgc hQ vua

ldm vta hqc; Quy0t dinh s6 tSZO/qD-EHNH ngdy 3ll8l2}2l cira HiQu tru0ng

Trudmg Dai hqc Ngdn hang Tp. HO Chi Minh v€ viQc sria d6i, b6 sung mQt s6 di0u

Phdng, ban Khoa - BQ mdn ViQn - Trung tffm

M DAne ty tr Dodn, HOi sinh viOn r ViQn Nghi6n cfu KHCN
M Ban Gi6m hi6u M Khoa Ngdn hdng
M Ban Quin li ISO M Khoa Tdi chinh EI TT H6 tro sinh viOn

M Van phdng M Khoa QuAn tri kinh doanh EI TT Ngoai nsir - Tin hqc
M Phong TCCB M Khoa K6 to6n Kii5m to6n

n ViQn ddo t4o qu5c t6
M Phdne Quin lf Ddo tao M Khoa HT th6ne tin quin lV
M Phdne Ouin tri tdi sin M Khoa Ngoai ngir
n Khoa Sau dai hqc M Khoa Kinh t6 qudc tri

M Phong KT&DBCL M Khoa Luat kinh t0
M Phdne Thanh tra M Khoa Khoa hoc xd li6i M Thu viQn
r TT SV vd quan hQ DN M Khoa Khoa hqc dir li0u

trong kinh doanh
M Phdne Quin li CNTT n Khoa Gi6o dpc th6 chdt vi

Qu6c phdngEI Phdne TCKT
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Quy trinh t6 chric quan ly diro tao dai hoc vria lirm vira hgc

cta Quy chti dao tqo trinh dQ dqi hgc hQ vta ldm vta hgc dugc ban hdnh theo

quy6t dinh so ztzqo-onNH ngdy 08/01/2018;

quyet dfnh sO +OOfqo-offNH ngdy 2810212024 cia HiQu truong Trudng Eai hqc

NgAn hirng fp. H6 Ctri Minh v6 vi6c ban hdnh Quy chti t6 chric vd quin l! ddo t4o

trinh dQ d4i hqc t4i Trudng E4i hgc Ng6n hdng Thdnh pnO Ud Chi Minh.

IV. NQI DUNG:

4.1. Luu tI6

Theo d6i c6ng t5c giing d4y vd qui h inh
hoc tip cta SV

PhAn c6ng c6n b6 quin l1,i

l6D SV

Ph6 bi6n quy.ch6 ddo tao, th6ng b6o
chuong trinh k6 ho4ch <lao t4o, thinh l6p

ban c6n sq l6p

Mo lop hqc phAn tr6n phin mdm qu6n lli

r ong hgp

CBQL l6p danh s6ch thi KTHP grii
Phdng KT&DBCL t6 chirc thi KTHP

Nhen k6t qua rhi KTHP tir Phdng
KT&DBCL

L6p quan ly tr6n
phAn m6m tin

Lop quan li tai
phdng ETTC

Th6ng b6o
dtin SV

Luu trii h6 so
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Quy trinh td chr?c qudn lf ddo t4o <Ipi hgc vtra ldm vira hgc

4.2. Di0n gini

T.T M6 te budc c6ng viQc

Tr:lch
nhiQm

thuc hi6n
Thcri gian Bi6u mfru

1.

Bu6'c 1: Phin c6ng crin bQ quin ly
l6'p SV
Thi sinh tning tuy0n hodn thdnh thu

tpc nh4p hgc, ddng ky 10p. P. QLDT
trinh BGH kf quyOt dinh danh s6ch

trung tuyi5n nhflp hqc.
- Phdn c6ng ciin bQ quin ly 16p hoc,

chlu tr6ch nhiQm gi6i quy6t c6c v6n

Oe ti6n quan dtin qu6 trinh hgc tflp
sinh ho4t cria sinh vi6n theo dring quy

chti, quy dinh cria Trulng, cria B0
GD&DT.

Quyet Ointr

tning tuy6n
nh0p hqc;
Danh s6ch

l6p sinh
hopt.

P. QLDT

)

Budc 2: Ph6 bi6n quy ch6 tlho t4o,
th6ng brlo chutrng trinh k6 hopch
diro t4o, thirnh lflp ban c:in sq I6p
C6n b0 qu6n.ly lcrp thgc.hiQn t6 chirc
hqp ph6 bi€n quy ch6, quy dfnh,
chuong trinh, k6 ho4ch ddo tpo kh6a
hgc, quydn lgi vd nghia qr cho sinh
vi0n.

P. QLDT

BiOn b6n

hep l6p
(ni5u c6)
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3.

Bu6'c 3: MO kfp hgc phin tr6n phin
miim quin \i, dua SV vho kip hgc
,;.pnan.

- Cdn ct thdi kh6a bitiu c6n bQ qu6n

ly rno lorp hqc phAn tr6n phAn mOm tin
chi, dua danh s6ch sinh viOn vdo l6p
hgc phAn.

- Lap sO nnat h-i gi6ng dpy grii gi6ng

vi6n theo lich phdn c6ng (ni5u c6).

P. QLDT

Thoi kh6a \,lDreu; 'lryi

Bing dieni 
.]

b6o luu crif"i,)
SY (n€u ,4
c6);
Phiilu dang

ky m6n
hgc;
Nhat hi
gi6ng d4y.

4.

Bu6'c 4: Theo d6i cdng tic girlng
diry vir qur{ trinh hgc t$p cria SV
Cdn cri thoi kh6a biOu chi ti6t, CBQL
theo d6i tinh hinh gi6ng day cria

gi6ng vi6n vd hgc tflp cria sinh vi6n

P. QLDT,
Gi6ng vi0n

Thoi khoa
,..1
Dleu;

Nhat kli
gi6ng day

5.

Budc 5: T6ng hgp
CBQL ki6m tra, rd so6t lqi danh s6ch

SV thyc t6 tham gia l6p hgc phAn,

tinh hinh tti6m danh, d6nh gi6 SV cria
i.giang vi6n; quy€t dfnh cdm thi, hgc

Gi6ng vi0n,
P. QLDT

NhAt ky gi6ng

day.

Phi6u ddng ky
m6n hqc.
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Quy trinh t6 chric quan lj dho t4o d4i hgc vta lim vta hgc

Trich
nhiQm

thuc hiOn
Thtri gian Bi6u miuTT Md tA budc c6ng viQc

lqri (n6u c6).

6.

Btr6'c 6: CBQL lflp danh sich thi
KTHP gfi'i Phdng KT&DBCL to
chri'c thi KTHP
CBQL dsa vdo ktit qui t6ng hqp de

l4p danh s6ch thi. Cung cAp danh s6ch

thi kOt thric hgc phdn (trong do dd x6t

nhirng truong hgp c6rn thi cfrng nhu
nhfi'ng trudng hgp dugc thi ghep) gtii
di5n phong Kh6o thi d6m b6o chAt

luqng chdm nh6t tru6c l0 ngdy cho

mdi rn6n thi.

P. QLDT,
P. KT.
DBCL

Danh s6ch thi;
FIQ th6ng

QLDT

7.

llu6c 7: Nh$n k6t qufr thi KTHP trlr

Phdng KT&DBCL
Phong KT&DBCL chuyiSn k6t qu6 thi
KTHP vd thi lai disn phong QLDT
qta2 hinh thtc:

-SV qudn ly tr6n phAn rn6m tin
clii: SV ddng nhflp tdi khoin online d0

xenl di6m; CBQL nh4rr di6m t6ng

hgp qua rnail .

-SV c6c kh6a theo d6i t4i phong

QLDT: Phdng KT&DBCL chuy6n
-. 1 i 'bing di6m g6c v0 phdng QLDT;

CBQL th6ng b6o d6n SV di6n thoai
hoflc email.

P. QLDT,
P. KT-
EBCL

Tdi kho6n

quin ly;
FIQ thdng

QLDT.

8.

Budc 9: Luu trfr'h6 so

Crln b0 luu trt h6 so phdn 1o4i vd luu
trff theo kh6a ddo t4o vd l6p sinh

ho4t.

P. QLDT
HQ th6ng

QLDT.

V. BI UM U P D!NG:

TT TOn bi6u m6u Mn s6 Thdi gian lu'u Noi luu

1 Kti ho4ch gi6ng day-hgc t{p P. QLDT.QT.08.01 3 ndm P. QLDT
2 Lich thi k6t thfc hqc phAn P. QLDT.QT.O8.O2 3 ndm P. QLDT
a
J Nhat ky ei6ne day P. QLDT.QT.08.03 3 n5m P. QLDT
4 GiAy chring nhOn sinh viOn P. Qr.E |.QT.08.M 3 ndm P. QLDT
5 Phitiu ddne lry hgc, hqc lpi P. QLDT.QT.08.05 3 ndm P. QLDT
6 Bine tli6m sinh vi6n P. QLDT.QT.08.06 VTnh vi6n P. QLDT

7
Gi6y chfng nhfln tdt nghiQp
tam thdi

P. QLDT.QT.08.07
Theo dqt t6i da
3 th6ng

P. QLDT
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