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1. Muc dich

- Théng nhét trinh tu, thi tuc dé thyc hién cong tac bb tri giang vién gidng day.

- Dam bao diy du théng tin thdi khoa biéu cua hoc ky.

2. Pham vi 4p dung, trach nhiém

2.1. Pham vi ap dung: Toan truong

2.2. Trach nhiém:

- Phong Quan ly dao tao

- Cac don vi quan ly hoc phén

3. Tai liéu tham khao

- Quyét dinh s6 3279/QD-DHTCM ngay 03 thang 12 nam 2024 cua Hi¢u trudng
Trudng Pai hoc Tai chinh — Marketing ban hanh Quy ché dao tao trinh do dai hoc hinh
thirc chinh quy theo tin chi tai Truong Pai hoc Tai chinh — Marketing;

- Quyét dinh s6 2651/QD-DHTCM ngay 07 thang 10 nim 2024 cta Higu truong
Truong Pai hoc Tai chinh — Marketing vé viéc ban hanh Quy dinh dao tao chuong trinh
tich hop, chuong trinh tiéng Anh toan phin, chuong trinh tai ndng trinh do dai hoc chinh
quy tai Truong Pai hoc Tai chinh — Marketing; dugc stra b1, bd sung theo Quyét dinh sb
3445/QD-DHTCM ngay 12 thang 12 nam 2024 cta Hiéu truong Trudong Dai hoc Tai
chinh — Marketing.

4. Khai niém va chir viét tat

4.1 Khai niém

4.2 Chir viét tit

- P.QLDT: Phong Quan ly dao tao

- DVQLHP: Pon vi quan ly hoc phin

- TKB: Thoi khéa biéu

- TATP: Tiéng Anh toan phan

5. Ngi dung

5.1 Luu d quy trinh
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] Don vi x e Biéu méu /
Buwée thye hién Luu do thwe hién Hb so
Thoéng bao Khoa/BDVQLHP
| PQLBT bd tri giang vién giang day BMJIPQLDT/OS/OI
2 | Khoa/DVQLHP BO Wl glang Vit ging gy ¢ BM/P.QLDT/04/09
Ra soat, kiém tra fl.l(f.‘:‘rlﬂg"g
3 Khoa/BDVQLHP diéu kién giang day Khéng c6
cua giang vién
Gl-.-l'i bang phin c_:ﬁng giang Vié‘:ln
4 | Khoa/DVQLHP Vg.‘.a“g;‘.ayb‘gﬂkb;g?,?f; hor?}'e BM/P.QLDT/04/09
a7 ohi Gk oho gikng wbavh BM/P.QLDT/05/02
P.QLDT
5 P.QLDT Ra sodt, kiém tra Klitog Khoéng cé
didu kién giang day atd
cua giang vién
6 PQLBT "lj_t‘fbng hop danh sach giang vién BM/PQLDT/OS/O3
giang day chuong trinh tich hop,
TATP, Tai nang
7 Ban Giam hiéu Khong c6
Coéng bbé TKB va danh sach

8 PQLDT giang vién du didu kién giang BM/PQLDT/OS/O3
‘:h”'{'f;gT gi'}l_héiﬁ[‘ignhgqp’ BM/P.QLDT/04/12
9 P.QLDT BM/P.QLDT/05/04
Ty b e i TACH o BM/P.QLDT/04/13
BM/P.QLDT/04/09
BM/P.QLDT/04/12
i BM/P.QLDT/04/13
10 | P.QLDT BM/P.QLDT/05/01
BM/P.QLDT/05/02
BM/P.QLDT/05/03
BM/P.QLDT/05/04
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5.2 M6 ta ndi dung chi tiét

Bude

Noi dung

Pon vi
chiu trach
nhiém

Thoi
gian

Két qua

Biéu mau

Théng bao  cac
DVQLHP b6 tri
giang vién giang day

P.QLDT

<01
ngay

Thong béo

BM/P.QLDT/05/01

B tri giang vién
giang day

Ra soat, kiém tra
diéu kién giang day
cua giang vién:

- Béng y=> Tiép
tuc Budc 4

- Khong ddng y =>
Quay lai Buéc 2

Guiri  bang phén
céng giang vién
giang day va bién
ban hop vé viee
phan bd khéi lugng
giang day chi tiét
cho giang vién vé
BOLDT

Khoa/
DVQLHP

<07
ngay

Bang phén cong
giang day

BM/P.QLDT/04/09

Khong

- Bang  phén
cdng giang day
- Bién ban hop
vé& viéc phan bd
khéi luong
giang day chi
tiét cho giang
vién

BM/P.QLDT/04/09
BM/P.QLDT/05/02

Ra soat, kiém tra
didu kién giang day
cla giang vién:

- béng y=> Tiép
tuc Budc 6

- Khéng déng y =>
Quay lai Budc 2

P.QLDT

<05
ngay

Khong

Téong hop danh
sach giang vién du
diéu kién giang day
chuong trinh tich
hop, TATP, Tai
nang

P.QLDT

<01
ngay

Danh sach
giang vién du
diéu kién giang
day chuong
trinh tich hop,
TATP, Tai ndng

BM/P.QLDT/05/03

Phé duyét

- Duyét => Tiép
tuc Budce 8

- Khong duyét =>
Quay lai Budc 2

Ban Giam
hiéu

<03
ngay

Khong
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Pon vi Thoi
Buée Noi dung chiu trach . Ket qua Biéu miu
" gian
nhiém
Céng bd Danh séch - Danh  sich
. in an 4e giang vién du
giang vién du diéu didu kién oidn
g kién giang chuqng P.QLDT < 01 da i Chi cmg BM/P.QLDT/05/03
trinh tich hop, tiéng | ngay | . S| BMP.QLDT/04/12
: L o trinh tich hop,
Anh toan phan, tai .
i v TKB TATP, Tai ndng
- TKB
- Thoéng bao
Thong bao thuc - Thu maoi
i ; A < 01 ] .. . .. | BM/P.QLDT/05/04
9 |bien TKB va shan| BQLOT 2., -~ |gsEng o VOl | pres o prping
lich giang gidng vién thinh
giang)
BM/P.QLDT/04/09
BM/P.QLDT/04/12
) BM/P.QLDT/04/13
10 | Luu ho so P.QLDT BM/P.QLDT/05/01
BM/P.QLDT/05/02
BM/P.QLDT/05/03
BM/P.QLDT/05/04
6. Biéu miu
TT N6 diiiig B4 hia Noi lru Thox gran
biéu mau luu
Thong bdo vé viée bd tri
giang vién giang day thoi
1 | khoa biéu cac khéa dao tao | BM/P.QLDT/05/01 P.QLDT 5 ndm
trinh d§ dai hoc chinh quy
hoc ky....ndm....
, |Bang phan cong gidng VIen | pypn o1 B5T/04/09 P.QLDT 5 ndm
giang day
Bi€n ban hop v€ viée phan
3 | b6 khoi luong giang day chi | BM/P.QLDT/05/02 P.QLDT 5 ndm
ti€t cho giang vién
Danh sich giang vién du diéu
4 | kién giang day chuong trinh | BM/P.QLDT/05/03 P.QLDT 5 nam
tich hop, TATP, Tai ndng
5 | TKB BM/P.QLDT/04/12 P.QLDT 5 ndm
¢ | Thong bdo thuc hién TKB | pypp o1 pT/05/04 P.QLDT 5 nam
va nhan lich giang
g |ihwmelgime(dityo BM/P.QLDT/04/13 P.QLPT 5 ndm
gidng vién thinh giang)
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BM/P.QLDT/05/01

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
_ TRUONG PAITHQC Poc lap - Tu do - Hanh phiic
TAI CHINH - MARKETING
Sé: /TB-DHTCM-QLDT Thénh pho Ho Chi Minh, ngay.. ....thdng. ....ndm
THONG BAO

Vé viéc bd tri giang vién giang day thoi khoa biéu cac khoa dao tao
trinh d9 dai hoc chinh quy hoc ky ..... nam....

Can cir ké hoach ddo tao nam..... va tién d6 ding ky hoc phan hoc ky.... ndm....
cho sinh vién cac khoa trinh d6 dai hoc chinh quy;

Pé dam bao day du thong tin thoi khéa biéu hoe ky.... nim...... trude khi cong bd
thoi khoa biéu chinh thirc, Phong Quan ly dao tao kinh dé nghi cap Trudng cac
Khoa/Don vi quan ly hoc phén xem xét va thyc hién cac néi dung sau:

1. B tri giang vién tham gia giang day cac hoc phan duge phan cong quan ly trong
thoi khoa bidu ctia hoc kp ..... ndm.... trén hé thong phan mém UIS cta Truong. He
théng s& dugc mo dé bd tri giang vién giang day tir ngdy ra thong bao dén hét
BEAY .cacsuse

2. Sau khi hoan tit viéc cap nhat phin cong giang vién giang day vao Thoi khoa
bidu trén hé thong UIS, cac Khoa/Don vi quan Iy hoc phan xuét in bang phan cong giang
day cta hoc ky tir hé théng UIS, ky xdc nhdn va giri (kém phan hdi céc v kién lién quan
dén viéc sip xép thoi khéa bidu (néu co)) vé Phong Quan 1y dao tao chdm nhit ngly
.............. dé tdng hop thoi khoa biéu.

Trong qua trinh thuc hién, néu c6 van dé phat sinh can giai quyét, cic Khoa/Don
vi quan ly hoc phan lién hé truc tiép Phong Quan ly dao tao dé duoc huong dan./.

Noi nhan: TL. HIEU TRUONG

- Luu: VT, QLDT.
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BM/P.QLDT/05/02

~ TRUONG BAI HOC CONG HOA XA HQI CHU NGHIA VIET NAM
TAI CHINH - MARKETING Dic 1ap - Tw do - Hanh phic
KHOA/DVQLHP:

Thénh pho Ho Chi Minh, ngay... ... thang..... nam... ...

‘ BIEN BAN HOP
Vé viéc phan bo khoi lwgng giang day chi tiét cho gidng vién hoc ky.....nam....

Thoi gian — Pia diém
Thanh phan tham du
Noi dung

& W N =

Ket luin

Cudc hop két thic luc...... cung ngay./.

THU KY CHU TRI






BM/P.QLDT/05/03

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
~ TRUONG DAITHQC Poc lap - Tu do - Hanh phiic
TAI CHINH - MARKETING
S6:  /TB-PHTCM-QLDT Thanh phé H6 Chi Minh, ngay... ... thang..... ndm... ...
THONG BAO

Danh sich hoc phan va giing vién gidng day chwong trinh
trinh dd dai hoc chinh quy hoc ky... nam.....

Can cir két qua bb tri giang vién gidng day chuong trinh......trinh d¢ dai hoc chinh
quy hoc ky ....ndm... cta cac khoa dao tao, cac don vi quéan ly hoc phan, Nha truong
thong béo danh sach hoc phdn va gidng vién giang day chuong trinh chét lugng cao,

chuong trinh tich hgp trinh do dai hoc chinh quy hoc ky...né&m... nhu sau:

Ma hoc

Stt phin

N A T an Hoc ham/ | Co | Thinh
Tén hoc phan Ho va tén gidng vién Hoc vij hiru | aidng

Thoi gian bit diu hoe ky: tir ngay ........./.

Noi nhin: HIEU TRUONG

.....................

- Luu: VT, QLDT.







BM/P.QLDT/05/04

BO TAI CHINH CONG HOA XA HQOI CHU NGHIA VIET NAM
~ TRUONG DATHOQC Pjc 1ap - Tu do - Hanh phiic
TAI CHINH - MARKETING
Sé: /TB-DHTCM-QLPT Théanh phé Ho Chi Minh, ngay thang ndm
THONG BAO

Vé viéc thue hién thoi khoa biéu va nhan lich gidng day cac khéa dao tao
trinh dd dai hgc va cao dang chinh quy hoc ky ..... nam.....

......................................................................................

Phong Quén ly dao tao da hoan tit sip xép thoi khoa bicu hoc ky ... nim...va
trin trong thong béo dén cac khoa ddo tao, cic don vi quan Iy hoc phin; toan thé giang
vién co hitu, giang vién thinh giang duoc bd trf giang day céc hoc phan dao tao trinh
do dai hoc va cao ding chinh quy cta hoc ky....... nam...... vé viéc thuc hién thoi
khoa biéu va nhan lich gidng day nhu sau:

1. V& viéc thue hién thoi khoéa biéu

2. V& viéc nhén lich giang day

Nha truong dé nghi cac khoa dao tao, cac don vi quan 1y hoc phén, giang vién
co hitu, giang vién thinh giang thuc hién theo ding lich giang day da dugc b tri, sap
xép trong thoi khoa biéu hoc ky.... ndm...../.

Noi nhin: TL. HIEU TRUONG

............................ s

- Luu: VT, QLDT.







