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TP. Ho Chi Minh, ngay 30 thang 10 nam 2018

QUY TRINH
Trién khai hoat déng dio tao
1. Muc dich
T chirc trién khai hoat dong dao tao ding tién d6 ké hoach d3 dé ra va dam bao thuc
hién dung cac quy ché dao tao hién hanh cia Nha truong;
2. Pham vi ap dung: Sinh vién céc khoa dao tao hé chinh quy.
3. Can cur phap ly
Quyét dinh sé 1065/QD-DHTCM-QLPT ngay 06/8/2015 cua Hiéu truong Trudng Dai
hoc Tai chinh — Marketing vé viéc ban hanh Quy dinh vé ddo tao chat lugng cao trinh d¢ dai
hoc hé chinh quy tai Truong Pai hoc Tai chinh — Marketing.
Quyét dinh s6 04/QD-TCHQ ngay 12/01/2016 cta Hiéu truong Truong Cao ding Tai
chinh - Hai quan vé viéc ban hanh Quy dinh dao tao cao dang hé chinh quy theo h¢ thdng tin
chi;

Quyét dinh s6 781/QD-DHTCM ngay 06/06/2017 cua Hiéu truong Truong Pai hoc Tai
chinh — Marketing vé viéc ban hanh Quy dinh dao tao dai hoc hé chinh quy theo hoc ché tin
chi tai Truong Pai hoc Tai chinh — Marketing;

Quyét dinh s6 283/ QD-DHTCM ngay 06/03/2018 PHTCM cua Hiéu truong Truong Dai
hoc Tai chinh — Marketing vé viéc ban hanh Quy dinh dao tao cao déng hé chinh quy theo hoc
ché tin chi tai Truong Pai hoc Tai chinh — Marketing.

4. Quy trinh

4.1 Luwu dd quy trinh



Xay dung ké hoach khung thoi

gian dao tao cac khoa trinh d6 dai
hoc, cao dang hé chinh quy

Kiém tra ndi dung CTDT va
ké hoach giang day cua timg
hoc ky giita ban da ban hanh
voi dit li€u da nhap trong hé
théng phan mém uis
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Lap thoi khoa biéu du kién cho hoc ky theo
ké hoach giang day
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- T6 chic cho sinh vién dang ky hoc phan

biéu
chinh
(n€u co)

- Xu ly két qua dang ky hoc phan cua sinh vién

v

Céc don vi quan 1y hoc phan bd tri giang vién giang day cho
tung hoc ky
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Diéu hanh thoi khéa biéu chinh thirc

Kiém tra viéc thuc hién thoi
khoa biéu, tiép nhan cac thong
tin gdm: nghi giang, giang b,
diéu chinh, thay doi.

Xt 1y cac van dé vé hoc vu tung hoc ky va khoa hoc

A

SV diéu
chinh ké
hoach hoc
tap (néu co)

A
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Kiém tra va cong nhan
chuan dau ra.

Xét, cong nhan tot nghiép cho sinh vién

Kiém tra bang t6t
nghiép trude khi
t6 chirc cap phat
cho SV

Quan Iy, cap phat van bang t6t
nghi¢p cho sinh vién cac khoa h¢
chinh quy



4.2 M6 ta chi tiét quy trinh

Budce Trinh ty thwe hién Trach nhiém

1 — Thang 10 hang nam, xay dung ké hoach khung | Phong Quan 1y dao tao
thoi gian dao tao

2 | - Kiém tra ndi dung chuong trinh dao tao va ké | — Phong Quan Iy khoa
hoach giang day cua tung hoc ky gitra ban da | hoc.
ban hanh v6i1 dit li¢u da nhap trong hé théng — Phong Quan ly dao tao.

3 | — Lap thoi khoa biéu du kién cho timg hoc ky theo | — Phong Quén 1y dao tao.
ké hoach giang day, tru6c khi xép thoi khéa biéu | — Khoa quan ly hoc phﬁn.
du kién gui dén Khoa/bd mon kiém tra lai hoc
phan va su hop 1y, sau d6 cong bd thoi khoa biéu
du kién cho sinh vién

4 Té chuc cho sinh vién dang ky hoc phan, xir 1y | — Phong Quén 1y dao tao.
két qua dang ky hoc phan ctia sinh vién, giri thdi | — Khoa quan 1y hoc phan.
khoa biéu chinh thirc ¢é Khoa quan 1y hoc phan
bd tri giang vién giang day

5 Céc don vi quan 1y hoc phan b tri gidng vién | — Phong Quan Iy dao tao.
giang day cho timg hoc ky, tiép nhan phan hdi | — Khoa quan 1y hoc phan.
tir khoa/bd mon va nhap dir liéu vao hé thng, in
thoi khoa biéu, thu moi giang cho giang vién
thinh giang giri vé cac Khoa/phong/ban co lién
quan va cong bd trén website

6 Piéu hanh thoi khoa biéu chinh thire, luu trit | Phong Quan ly dao tao
thoi khéa biéu

7 Kiém tra viéc thyc hién thoi khoa biéu, tiép nhan | — Phong Quan 1y dao tao.
cac thong tin gdm: nghi giang, giang bu, diéu | — Cac don vi ¢O giang
chinh, thay doi. vién tham gia giang day

8 Xt 1y cac van dé vé hoc vu: Canh bao két qua | — Phong Quan Iy dao tao.
hoc tap, budc thdi hoc, xin thoi hoc, tam ngung | — C4c Khoa dao tao.
hoc, chuyén bac dao tao, chuyén nganh dao tao, | — Sinh vién cac khoa dao
chuyén hé dao tao, chuyén chuong trinh dao tao. tao.

9 Kiém tra chimg chi ngoai ngit, tin hoc ddi voi | — Phong Quan 1y dao tao.
sinh vién hoc & cac truong dai hoc khac hodc | — Cac don vi ¢6 to chire
cac don vi ¢6 to chirc dao tao cap chimg chi. cap chung chi ngoai

ngit, tin hoc.

10 Xét, cong nhan tot nghiép cho sinh vién (Sau khi | — Phong Quan 1y dao tao.
nhan dir liéu két qua hoc tap toan khoa cta sinh | — Phong Khao thi — Quan
vién tir phong Khao thi — Quan 1y chat lugng, | 1y chat luong.

nhan dir liéu vé viée ndp chung chi ngoai ngft,
tin hoc, k¥ nang mém, béng tdt nghiép THPT,

— Phong Quéan 1y khoa
hoc.
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chung chi GDQP — AN, xac nhan cong trinh
nghién ctru khoa hoc va thuc hién xét va cong
nhan t6t nghiép cho sinh vién).

— Phong Cong tac sinh
vién.

— Vién nghién ctru Kinh té
Ung dung.

— Khoa Gido duc quéc
phong — Gido duc thé
chat.

— Trung tam Ngoai ngit -
Tin hoc.

— Cac truong dai hoc hoac
cac don vi dao tao c6 to
chic cép chung chi
ngoai ngfr, tin hoc.

11 | = Quan ly, cap phat van bang tt nghiép cho sinh
vién (trude khi cap bang, thuc hién viéc kiém
tra, d6i chiéu thong tin giita quyét dinh cong
nhan tot nghiép v6i van bang ciia sinh vién)

— Phong Quan ly dao tao.
— Phong Thanh tra gido
duc.

5.  Bi¢u miu kém theo quy trinh

Biéu miu 1: gidy bao nghi giang

Biéu mau 2: gidy dé nghi diéu chinh lich giang
Biéu mau 3: gidy dang ky giang bu

Biéu mau 4: gidy dé nghi thay d6i phong hoc

Trwéng don vi soan thio Hiéu truéng phé duyét

(Paky)

Dang Thi Ngoc Lan

(baky)

Hoang Durc Long




