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1. Muc dich

Théng nhét quy trinh vé dang ky, diéu phéi sir dung phong hoc dé cac don
vi, ¢4 nhan ¢6 nhu cau st dung phong hoc thuc hién dang yéu cau, muc dich sir
dung, dam bao hiéu qua trong cong tac quan ly, st dung phong hoc.

2. Pham vi 4p dung, trach nhiém

2.1 Pham vi ap dung

Quy trinh dugc ap dung ddi v6i cdc ca nhan, don vi thude va truc thude
Truong trong viée quan ly, dang ky va didu phdi s dung phong hoc tai cac co s¢
dao tao cua Trudng nhim dap ung nhu cau hoc tap, nghién ciru, thi ctr, sinh hoat
doan thé, hoi thao, nghién ctru khoa hoc. .. cia sinh vién, hoc vién, nghién ctru sinh
(goi chung la ngudi hoc) va gidng vién.

2.2 Trach nhiém

Céc ca nhan, don vi thudc va truc thudce Truong co trach nhiém thuc hién ding
quy trinh duge ban hanh.

3. Tai liéu tham khao

Quyét dinh s 1858/QP-DHTCM ngay 16 thang 7 ndm 2024 v¢é viéc ban hanh
Quy dinh vé quan ly, ding ky va didu phdi sir dung phong hoc tai céc co s¢ dao tao
cta Trudng Pai hoc Tai chinh — Marketing.

4. Khai niém va chir viét tit

4.1 Khai niém

- St dung phong theo ké hoach: 1a viéc st dung phong hoc cho hoat dong
giang day, hoc tap, thi ctr theo khung thoi gian ké hoach dao tao chung, thoi khoa
biéu dao tao cua Trudng da dugc Ban Giam hiéu phé duyét hodc dugc phan cfip phé
duyét.

- Sir dung phong ngoai ké hoach: 1a viée str dung cdc phong hoc cho cic hoat
dong phat sinh ndm ngoai ké hoach dao tao, thoi khoa biéu dao tao ctia Truong
hodc cac hoat dong co6 st dung phong dugc phat sinh tai thoi diém ma trén hé thong
chua cép nhat tinh hinh.

4.2 Chir viét tit

PVQLHP Pon vi quan ly hoc phén
TKB ‘ Thoi khéa biéu

QLDT Quan ly dao tao

P. QLDT Phong Quan ly dao tao

P. TTPC Phong Thanh tra — Phap ché
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5. Noi dung

5.1 Liru dd qua trinh

Budc

Pon vi thue

Luu dd thyc hién

Biéu mau /

hién Hb so
I - Don vi quan i .
Iy dao tao Nhu cdu sir dung
. Clic i b, phong cia don v, ca
don vi nhin BM/P.QLDT/
03/01
Nguﬁi Tmng
ké hoach ke hoach
2 Ca nh_'c"m, dqn
vi ¢6 nhu cau Ding ky il
3 P.QLDT '
Tir '
Khing & cho Cung cip phong hoe
phong
4 - Don vi
: e % BM/P.QLDT/
QLDT Cép nhdt lich sir dyng Cip "lu'l'z;iglheol‘e i Rasodt diéuchinh || 03702
_P.QLDT : BM/P.QLDT/
03/03
Tring
5 «PQLDT
6 Céc don vi
quan ly phong Dong/mo cira phong
hoc
7 C4 nhan, don

vi sur dung
phong hoc

Sir dyng phang
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5.2 M ta ndi dung chi tiét

DPon vi chiu

Buaoe NOi dung érdich nhibm Thai gian Ket qua Biéu mau
- Cédc don vi
Cac don vi, cac o
han ¢6 nhu ciu QBT Nhu cdu st
nhan c6 nh e < au sur -
1 sir dung phong |- Caac d’on vi, ca | Theo ké hoach dun phng BM/P.QLDT/03/01
h nhan c6 nhu
oc 3
cau
- Theo ké
hoach : Cac don | Truée diu
Bang  ky nhu | vi QLDT ’ iBi hoo kildot Nhu ciu ctia
2 cdu st dung | - Ngoai ké fioe don vi, ca
phong hoach : Cac don | . nhén
-t e nme - <2 ngay
vi, c& nhén co
nhu cau
Kiém tra, cung
3 cap phong hoc | P. QLDT
phu hop
- Theo ké
hoach : Céc don | - Trude 5 ngay
4 Cap nhét lich sur | vi QLDT str dung phong | Lich st dung | BM/P.QLDT/03/02
dung phong - Ngoai ké - Sau 1 ngay ké | phong hoc BM/P.QLDT/03/03
hoach : P. tur khi dang ky
QLDT
Ra sodt hé thong Thoi khoa
) str dung phong P QLR biéu du kién
& i ; o g " Két qua dang
Ma/dong  cua | Pon vi quan ly | Ngay sur dung < 3
6 hong | hone h he ky hoc phén
phong hoc phong hoc phong ciia sinh vigs
Ca, nhéan don vi Neav s diii
7 St dung phong | st dung phong B3y HAE
phong
hoc
6. Biéu méu
Mai hoa
TT Noi dung L Noi luu Thei gian luu
biéu mau
Giay dang ky nhu cau stir dung
1 BM/P.QLDT/03/01 P. QLDT 5 nam
phong hoc
2 | Thoi khoa biéu BM/P.QLDT/03/02 P.QLDT S nam
3 Lich thi BM/P.QLDT/03/03 P.QLDT 5 nam
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