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1. Muc dich
Gidi thiéu sinh vién dén céc co quan, don vi nham hoan thanh céc hoc phén trong

chuong trinh dao tao.

2. Pham vi ap dung, trach nhiém

2.1. Pham vi ap dung

Sinh vién Truong Pai hoc Tai chinh — Marketing.

2.2. Trach nhiém

Cac khoa ¢6 quan ly sinh vién va sinh vién.

3. Tai liéu tham khao

Quyét dinh sb 657/QD-DHTCM ngay 14 thing 3 nam 2025 cua Hiéu truong Truong
Dai hoc Tai chinh - Marketing vé viéc ban hanh Quy dinh td chire thuc hién Khoa luin tbt
nghi¢p, Thuc tap cudi khoa dbi vai sinh vién trinh do dai hoc chinh quy tai Truong Dai
hoc Tai chinh — Marketing.

Quyét dinh s6 658/QD-DHTCM ngay 14 thang 3 nam 2025 cua Hiéu truong Truong
Dai hoc Tai chinh - Marketing vé viéc ban hanh Quy dinh td chire thue hién Thuc hanh
nghé nghiép déi véi sinh vién trinh do dai hoc chinh quy tai Truong Dai hoc Tai chinh —
Marketing.

4. Khai niém va chir viét tit

4.1. Khai niém

Thuc tép: 1a khai niém dung chung dbi v6i cac hoc phan Khoa luan tot nghiép,
Thuec tap cudi khéa, Thuc tap t6t nghiép...trong chuong trinh dao tao.

Thue hanh: 13 khai niém ding chung déi véi cac hoc phdn Thuc hanh nghé
nghiép, Thuc té doanh nghiép, Db an.

4.2. Chir viét tat

TB: Thong bao

GGT: Gidy gi6i thiéu

SV: Sinh vién

5. Noi dung

5.1.1. Luwu do qua trinh
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Doﬁn vi thl_l‘c . Biéu m?lu /
Buwae Luu do thuce hién
hién Hb so
TB SV dang ky xin
1 Khoa dao tao cap GTT BM/P.QLDT/35/01
SV + A x & ’
9 SV dién mau dang ky 44— BM/P.QLDT/35/02
Diéu chinh
3 Khoa dao tao Kiém tra thong tin SV BM/P.QLDT/35/03
dang ky hoc phan
4 | Khoa dio tao In, trinh ky, dong dau GTT BM/P.QLDT/35/04
| Y
SV ky nhan GTT
5 SV BM/P.QLDT/35/03
A
A BM/P.QLDT/35/01
Luu ho so
BM/P.QLDT/35/02
6 Khoa dao tao BM/P.QLDT/35/03
BM/P.QLDT/35/04
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5.1.2.

M5 ta ndi dung chi tiét

Don vi chiu

Bude Noi dung trach Thoi gian Két qua Biéu méu
nhiém
, . Thong
TB sinh vién dang i . BM/P.QLDT/35/01
| . Khoa dao tao | Pau hoc ki | bdao duoc
ky xin cap GTT 5
ban hanh
3 Cac
SV dién form _
L thong tin
ding ky xin cap . BM/P.QLDT/35/02
. cua SV
2 GTT duoc dang | SV 01 tuan -
va noi
trén trén Whsite X
thue tap
Khoa :
(néu co)
Kiém tra thong tin
sinh vién c6 ding
ky hoc phan Thuc
hanh nghé nghiép,
Thue tép cudi
Danh
khoa, Khoa luédn ) )
" . sach sinh
tot nghiép ;.
. : vién
Néu c¢o6: Tién . . | BM/P.QLDT/35/03
3 o Khoa dao tao | 02 ngay dugc cap
hanh in GGT theo o
= va khong
mau .
% . .. dugc cap
Néu  khong :gin
_ , GTT
TB  sinh  vién
khong duoc cip
GTT, dé sinh vién
kiém tra diéu
chinh néu c6
GTT da
Trinh Lanh dao
. duge ky | BM/P.QLDT/35/04
- khoa ky GTT, sau | Khoa dao tao | 02 ngay o
L . va dong
do dong dau <
dau
SV ky tén da nhén . Danh BM/KTKT/01/03
5 . SV 03 ngay A
GTT vao Danh sach sinh
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sach vién
duoc cap
GTT
Danh
sach sinh | BM/P.QLPT/35/01
vién BM/P.QLDT/35/02
6 | Luuhd so Khoa dao tao | 01 ngay duge cap | BM/P.QLDT/35/03
GTT da BM/P.QLDBT/35/04
ky tén
nhén
6. Biéu mau
Ma hoa Thoi gian
TT Noi dung , _ Noi luu
biéu mau luru
Théng bao SV dang ky cép
1 BM/P.QLDT/35/01 Khoa dao tao 05 nam
GTT
2 | Mau dang ky cip GTT BM/P.QLDT/35/02 Khoa dao tao 05 nim
Danh sach cac thong tin cta
3 BM/P.QLBT/35/03 Khoa dao tao 05 nadm
sinh vién, noi thuc tép
4 | Gidy gioi thiéu BM/P.QLDT/35/04 Khoa dao tao 05 nam
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BM/P.QLDT/35/01

TRUONG PAI HQOC CONG HOA XA HQI CHU NGHIA VIET NAM
TAI CHINH -MARKETING Péc lap — Ty do — Hanh phic
KHOA...
3 | S—— Tp. HCM, ngay thdang ndm
THONG BAO

Vé viéc diing ky cép gidy gi6i thiu thyc hanh thye tap

Can ctr Ké hoach s§ /KH-DTHCM-QLDT ngay thang nam To chirc Khoa
ludn t6t nghiép, chuyén dé tot nghiép, Thuc tap cubi khoa dot niam , xét cong nhéan tot
nghiép dot nam ddi voi sinh vién cac khoa trinh dg dai hoc chinh quy;

Khoa ............ thong bao vé viée dang ky cap gidy gi6i thiéu thuc hanh thuc tap
dot nam nhu sau:

Déi tiwong ddng ky: Sinh vién hoc nganh .............. da dang ky mot trong cac hoc
phén Khoéa luan tot nghiép, Thuc tap cubi khoa, chuyén dé tét nghiép, Thuc hanh nghé
nghiép dot nam (Hodc Hocki nam )

Thoi gian déng ky: Ti ngay ra thong bao dén ngay thang nim

Hinh thire déng ky: Dién form ding ky duoc ding trén website hodc theo link sau:

Sinh vién kiém tra thong tin dwoc cip gidy gi6i thidu tai Website ........ tir ngay
thang nam dén ngdy thang nim

Dia diém nhén gidy gidi thiéu: Van phong khoa

S6 778 Nguyén Kiém, Phudng 4, Pha Nhuén, Tp.HCM

Thoi gian nhan: Dén hét ngay thing nam

Trén ddy 1a Thong bao vé viée dang ky cp gidy gi6i thidu thuc hanh thye tap, P
deé nghi sinh vién nghiém tuc thuc hién.

Tréan trong./.

Noi nhin: TRUONG KHOA

- Website khoa;
- Sinh vién;
- Luu: VP khoa.
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BM/P.QLDT/35/02

PANG KY CAP GIAY GIOI THIEU
1. Sinh vién dién déy du thong tin theo mau
2. Thoi gian nhan GTT tai van phong khoa ...... - 778 Nguyén Kiém, phuong 4, quén
Pht Nhuén, thanh phé H6 Chi Minh
Luu y: Gidy giéi thiéu khoa chi cép cho sinh vién c6 ding ky cac hoc phan nhu Thuc
hanh, thuc tap
M s sinh vién *

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

Tén hoc phin da ding ky *
o O Thuc hanh nghé nghiép
o O Thuc tap cudi khoa
o O Khoa luan tdt nghiép
o O Thuc tap t6t nghiép
o O DO an

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

.............................................................................................................
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[BM/P.QLBT/35/04]

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
_ TRUONG DAI HQC Poc lap — Tw do — Hanh phic
TAI CHINH - MARKETING

Sé: /GGT-DHTCM

GIAY GIOI THIEU
TRUONG PAI HQC TAI CHINH - MARKETING

Tréan trong gidi thiéu:

Sinh vién: MSSV: Lop:
Nganh: Kinh doanh quéc té Chuyén nganh:

Duoc cur dén: Quy doanh nghiép Lién hé vé viéc:

Kinh mong Quy Co quan tao diéu kién gitip d& sinh vién:

hoan thanh tét nhiém vu./.
(GiAy gii thiéu nay c6 gia tri dén hét ngay thing nim 20 )

Théanh phé Ho Chi Minh, ngay — thang — ndm 20
TL. HIEU TRUONG
TRUONG KHOA
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TRUONG DAIHOC TAI CHINH - MARKETING
PHONG QUAN LY PAO TAO

QUY TRINH CHAT LUQNG
MOI GIANG VIEN THINH GIANG
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Mi sb quy trinh: QT/P.QLDT/36
Lan ban hanh: 01

Ngay ban hanh: 25/3/2025

S6 trang: 07/07
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Théng tin thay déi

Ngay Noi dung

L el thay doi

Trang | Muc Phé duyét Ngay hiéu luc
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1. Muc dich

Quy trinh nay nham dam bao viéc moi giang vién thinh giang duge thuc hién mot
cach hiéu qua, ding quy dinh va dam bao chét lugng giang day.

2. Pham vi ap dung, trach nhiém

2.1. Pham vi ap dung

Quy trinh nay ap dung cho tat ca cac cac don vi lién quan dén viéc moi giang vién
thinh giang tai Truong (khong bao gdm chuong trinh lién két).

2.2. Trach nhiém

Céc don vi c6 moi giang vién thinh giang: Chiu trach nhiém lap danh sach cac hoc
phén can giang vién thinh giang, dé xuét giang vién phu hop va phdi hop véi cac phong
lién quan vao dau mdi hoc ky.

Phong Quén 1y dao tao: Phéi hop véi cac don vi c6 moi gidng vién thinh giang ra
soat, kiém tra phéi hop cac don vi trinh ky hgp dong thinh giang.

Phong Té chic - Hanh chinh: Quan 1y va luu trit hd so lién quan dén hop dong
thinh giang.

Giang vién thinh giang: Thyc hién nhiém vu cta gidng vién theo quy dinh cta
phép lut vé gido duc. Pic biét giang vién phdi tuén thu dao dirc cia mot giang vién
thinh giang theo ding quy ché hién hanh.

3. Tai liéu tham Kkhao

- Can cir Quyét dinh s6 503/QD-DHTCM-TCHC ngay 20 thang 4 ndm 2017 cua Hiéu
trudng Truong Dai hoc Tai chinh - Marketing vé viéc ban hanh Quy dinh ché do thinh giang

ctia Truong Pai hoc Tai chinh - Marketing;

- Can ctt Quyét dinh s 2239/QD-DHTCM ngay 15 thang 8 nam 2024 ctia Hiéu trudng
Truong Dai hoc Tai chinh - Marketing vé& viéc ban hanh Quy dinh giang vién thinh giang tai

Truong Pai hoc Tai chinh - Marketing;

- Can cir Quyét dinh s6 3734/QD-DHTCM ngay 31 thang 12 nam 2024 cia Higu
truong Truong Pai hoc Tai chinh - Marketing vé viéc stra ddi, bd sung mot sé diéu ciia Quy
dinh gidng vién thinh giang tai Truong Dai hoc Tai chinh - Marketing ban hanh kém theo
Quyét dinh s6 2239/QD-DPHTCM ngay 15/8/2024 ctia Hiéu truéng Truong Dai hoc Tai chinh

- Marketing;
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4. Khai niém va chir viét tit

4.1. Khai niém

- Giang vién 1a nguoi lam nhiém vu giang day, gidao duc trong Nha trudng; ngudi co
nhan than rd rang; co phém chét, dao dtrc tét; c6 di sie khoe dé thuc hién nhiém vy, ¢é trinh
d dap ung theo quy dinh cia Luét gido duc dai hoc va theo quy ché t6 chirc hoat dong cua
co s& gi4o duc dai hoc. (Khoan 29 Piéu 1 Luit Gi4o duc dai hoc sita dbi 2018).

- Thinh giang 13 viéc co s& gido duc moi nha gido hodc nguoi cé du tiéu chuén theo
quy dinh dén dé: (1) Giang day cac mén hoc, hoc phan duoc quy dinh trong chuong trinh gido
duc mam non, phd thong, thuong xuyén, trung cép chuyén nghiép va dai hoc; (2) Giang day
cac chuyén dé; (3) Huéng dan, tham gia chAm, hoi dong chdm db 4n, khod luan t6t nghiép;
huéng dan, tham gia hoi df‘mg danh gia luan vén thac si, ludn an tién s1; (4) Huéng dan thi
nghi¢m, thuc hanh, thuc tip theo cac chuong trinh gido duc; (5) Tham gia xiy dung va phat
trién chuong trinh dao tao, bién soan gido trinh, tai liéu giang day, sach tham khao. (Biéu 25
Thong tu 44/2011/TT-BGDDT); (6) Bao cao vién 1a cac chuyén gia, nha khoa hoc, doanh
nhén, ngh¢ nhan, nguoi lao dong & trong va ngoai nudc dugc cac co s& gido duc moi bdo cdo
chuyén dé, kinh nghiém thuc tidn nhim gép phin ning cao chat lugng gido duc, dao tao,
nghién ctru khoa hoc, gan gido duc va dao tao véi thuc tién

- Giang vién thinh giang 1a ngudi duge mai dén dé thue hién cac hoat dong trén tai co
sO giao duc dai hoc (Thong tu 44/2011/TT-BGDDT).

4.2. Chi viét tit

P.QLDT: Phong Quan ly Pao tao

HK: Hoc ky

GV: Giang vién

P.TCHC: Phong Tb chirc - Hanh chinh

P.TCKT: Phong Tai chinh - Ké toan

TKB: Thoi khéa bidu

DVQLHP: Pon vi quan 1y hoc phan
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5. N¢i dung

5.1.1. Luudd quy trinh
g Don vi A = Biéu méu/
Bude iHire hign Luwu dé thwe hién b so
1 P.QLDT Thong bao Khoa/DVQLHP BM/P.QLDT/05/01
bb tri GV thinh giang
5 Khoa/ ’ v
PVQLHP BO tri giang vién thinh giang BM/P.QLDT/36/01
l Khéng
dong y
| Bl Ra sodt didu kién GV Khong c6
thinh giang
Khoa/ Ddng )’rl
“ , BM/P.QLDT/36/02
E;)Vgﬁg]?/ Trinh ky hgp dong thinh giang Q
5 | Khod : l BM/P.QLDT/36/03
PVQLHP To6 chl'rc,t gién’g day va Q
danh gia chat lugng
h 4
6 | P.TCHC Luu it hd so GV BM/P.QLDT/36/02
thinh giang
Khoa/
DBVQLHP A ;
7 /P.QQLBT / Thanh t?én thu lao Khong cé
P TCKT GV thinh giang

\\E=®%/4
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5.1.2. M ta ndi dung chi tiét

Pon vi chiu trach| Thoi . _
Budc Noi dung Ket qua Biéu mau
nhiém gian
1 |Théng bao cac P.QLDT Truéc | Thong
DVQLER bo 10 dau | bdo | BM/P.QLDT/05/01
glang vien glang moi
day hoc ky
2 |Moi, bo Khoa/ Truéc | Bang | BM/P.QLDT/36/01
giang  vién|  PVQLHP dau | phan
giang day moi cong
hocky | gidng
‘ day
3 |Ra soat diéu P.QLDT Trudc Khéng c6
kién gidng vién dau
thinh giang vai moi
quy dinh cua hoc ky
Nha truong
4 | Trinh ky hop| Khoa/DVQLHP/ | Chim Hop
dong  thinh |, o pyprk | nhdt2 | dong
glang tuan thinh
thoi duoc
khoa | 1y két
bicu
5 | To chuc giang | Khoa/DVQLHP Trong Bao
day, danh gia thoi cao
chat lwong gian | danh | BM/P.QLDT/36/03
giang , day . vcua giang gia du
GV thinh giang. day gidy
6 | Luu trit hd so P.TCHC Chém | HO so
GV thinh nhat3 | GV
giang tuan tr | thinh
khibit | giang. | BM/P.QLDT/36/02
dau
giang
day
7 | Thanh toan | Khoa/Vién/Trung | Két Khong co6
tht lao GV | tam/p.QLDT/P.TC| thiC
thinh giang thoi
KT khoéa
bicu
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6. Biéu mau

Ma hoa
TT Noi dung it Noi luru Thoi gian lvu
biéu mau
Thong bao vé viée b tri giang
vién giang day thoi khoa biéu _
hoc chinh quy hoc
ky....ndm. ..,
2 | Moi, bo tri giang vién giang | BV/P.QLDT/36/01 | Khoa/DVQLHP 05 ndm
day
3 |Hopdong gidng day thinh | gM/p.QLPT/36/02| PTCHC 05 nim
giang
4 | Béo céo danh gia du gio BM/P.QLDT/36/03 | Khoa/DVQLHP 05 ndm
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