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L. Nguoi cé lién quan phai nghién citu va thuc hién ding cdc ngi dung ciia qui trinh nay.
2. Ngi dung trong qui trinh ndy c6 hi¢u lyc thi hanh nhu swe chi dao ciia Hiéu truong.

3. M&i dom vi dioc cung cdp 01 ban Jile dién tir. Cdc don vi khi c6 nhu cdu bé sung thém
tai liéu, dé nghi lién hé véi Ban bdo dam chdt lwong dé ra sodt va cdp nhdt theo thue tién.
Can bg, giang vién va ngudi lao dpng dwoc cung cdp file mém trén mang néi bo dé chia

sé thong tin khi can.

TT Ngay Noi dung

sita d3i thay abi Trang | Muc Phé duyét Ngay hiéu luc
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1. Muc dich

Kiém so4t chit ché viéc thuc hién cac cong viée cia Trung tam

Kip thoi ghi nhén nhiing phén hdi cta céc don vi ¢6 lién quan, sinh vién, hoc
vién

Dam bio céc cdng tic t6 chie duge dap tng yéu ciu, diy di va théng nhét.

2. Pham vi ap dung, triach nhiém

2.1. Pham vi ap dung

Ap dung cho viéc dao tao ngoai ngft va tin hoc déi véi sinh vién cac béac dao tao
dang theo hoc tai trudng.

2.2. Trach nhiém

Céc don vi Phong ban, Trung tm, sinh vién toan trudng.

3. Tai liéu tham khio

Thong tw s6 21/2018/TT-BGDT ngay 10 thiang 10 nim 2018 vé viéc ban hanh
quy ché té chirc, hoat dong cua Trung tdm Ngoai ngit - Tin hoc.

Can ¢t Quyét dinh s§ 1119/QD-DHTCM ngay 28/4/2023 cua Hiéu trudng
Trudng Dai hoc Tai chinh - Marketing vé viéc phan quyén tu cha va trach nhiém giai
trinh trong hoat dong chuyén mén ctia Trung tim Ngoai ngit - Tin hoc truc thude
Truong Dai hoc Tai chinh - Marketing;

Can cir Quyét dinh s6 2539/QD-DHTCM ngay 20/9/2024 ciia Hidu truéng
Trudng Dai hoc Tai chinh — Marketing vé viéc ban hanh Quy dinh, chirc ning, nhiém
vu va quyén han cta cac don vi thudc va truc thudc Truong Pai hoc Tai chinh -
Marketing;

4. Kh4i niém va chir viét tit
4.1. Khai niém
Quy trinh quén ly dao tao cac khoa hoc tai Trung tam.
4.2. Chir viét tit
P. TC-HC: Phong Té chirc — Hanh chinh
P. QLDT: Phong Quan ly dao tao
P. KT&QLCL: Phong Khéo thi va Quan ly chét luong
P. TTPC: Phong Thanh tra phép ché
5. N6i dung
5.1. Lwu d6 qua trinh
Biéu miu qui trinh nhu sau:
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Don vi thye

Biéu mau /

Buée o Luu db thwe hién N
hién Ho so
Trung tdm K& hoach t6 chirc cac
1 ¢ TH/02/
NNTH 16p bdi dudng 2025 S L0
|
v
Trung tdm
2 Thong bao BM/NNTH/02/02
NN chiéu sinh I6p
Trung tdm BM/NNTH/02/03
3 NNTH Hoc vién dang ky 16p hoc
v
Trung thim Tong hop, xir 1y di liéu,
4 NNTH ki€m tra danh sach 16p
Pong y Khéng dong
5 Gidm dbc Phé duyét qllyét BM/NNTH/02/04
dinh khai giang 16p
Trung tdm
Trung tdm o
7 NNTH Moi giang BM/NNTH/02/05
Trung tdm g Tt
8 Quén ly 16p hoc
NNTH
Trung tdm ; b5 ax .
9 NIETE Diénh gia chat lvong I6p hoc
¢ BM/NNTH/02/01
Trung tdm BM/NNTH/02/02
10 ST BM/NNTH/02/03
BM/NNTH/02/04
BM/NNTH/02/05
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5.2. M6 ta ndi dung chi tiét

Bude

Noi dung

Don vi chiu
trach nhiém

Thaoi gian

Két qua

. A =
Biéu mau

Ban hanh K&
hoach m¢ 16p cho
ndm hoc 2025

Trung tam
NNTH

< Théng
01/2025

K& hoach
duoc ban
hanh

BM/NNTH/02/01

Lap thong bdo
chiéu sinh mod

khoéa dao tao

Trung tdm
NNTH

Hang
thang

Thong
bao dugc
ban hanh

BM/NNTH/02/02

Hoc vién ding ky
tham gia cac I&p
dao tao théng qua
cac phuong tién
truc tiép va tryc
tuyén.

Trung tdm

NNTH

<10-15
ngay

Trung tim tdng
hop, danh
hoc vién ding ky

sach

va xt ly céc
trudbng hop @i
lich hoac chua c¢6
16p phu hop.

Trung tdm
NNTH

<3 ngay

Danh
sach hoc

vién

BM/NNTH/02/03

Trung tim ra
Quyét dinh khai
giang 16p dao tao

Trung tim
NNTH

<02 ngay

Quyét
dinh

BM/NNTH/02/04

Tién hanh khai
giang 16p hoc,
thong bao thoi
khéa biéu, lich
hoc, cho hoc vién

Trung tdm
NNTH
Hoc vién

<02 ngay

Tién hanh moi
giang, théng bdo
lich giang cho

giang vién

Trung tdm
NNTH
Giang vién

<02 ngay

BM/NNTH/02/05
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8 Trong qué trinh | Trung tim Trong thoi
hoc, Trung tim | NNTH gian dao
quan ly quéa trinh tao khoa
dao tao khoéa hoc, hoc
quan ly hoc vién.
9 Panh gia chét Trung tim <05 ngay
lugng khoa hoc NNTH
10 | Luu trit hé so, két | Trung tim <03 ngay
qua mdi khéa hoc | NNTH
6. Biéu miu
- Ma hoa : Thoi gian
TT Noi dung A Noi luu
bi¢u mau Iuwu
" Trung tim
1 | Ké hoach nam 2025 BM/NNTH/02/01 5 ndm
NNTH
5 Théng bao chiéu sinh BM/NNTH/02/02 Trung tdm 5 nim
khéa hoc NNTH
o Trung tdm 5
3 | Danh séch 16p hoc BM/NNTH/02/03 NNTH 5 ndm
4 | Quyét dinh mé 16p BMUNNTH/02/04 | |18 tam 5 ndm
’ NNTH
5 | Hop ddng gidng day BM/NNTH/02/05 | 1ung tAm 5 ndim
) ' NNTH
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| BM/NNTH/02/01

_ TRUONG DAI HOC
TAI CHINH ~ MARKETING
TRUNG TAM NGOAINGU'- TIN HQC

S6:  /KH-NNTH Thénh phé Ho Chi Minh, ngay  thdng — ndm

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phiic

KE HOACH MO CAC LGP BOI DUONG NGAN HAN
NAM 2025

I. MUC PICH, POI TUQNG
1. Muc dich: Nang cao chét luong dao tao va gitip sinh vién cac khoa dang theo hoc tai
trudng dap tmg yéu ciu chuin ddu ra.
2. Dbi twong: Tht ca cac sinh vién dang theo hoc tai truong cé nhu cau.

I1. HQC PHI, HINH THUC HQC VA THOI GIAN HOC
1. Hoc phi:
2. Hinh thirc hoc: Hoc online qua Microsoft Teams hodc hoc offline tai 1 trong céc co
s ctia Truong (Nguyén Kiém, Quan 7, Tang Nhon Phu, Long Trudng)
3. Thoi gian hoc: du kién lich m& 16p trong ndm 2025 nhu sau:

STT | POT | THOI GIAN HQC | MON HQC | PIA PIEM HINH THU'C HQC
1
2 Dot 1
3
4
5 Dot 2
6

Cu thé v& thoi gian hoc, phong hoc, gidng vién s€ thong bao sau.
Truy cdp thong tin qua website: https://cflit.ufm.edu.vn/ hodc li€én hé¢ DT:
028.2262.3355 hoic 028.6683.6669 hodc 028.6681.4000.

Noi nhin: ) )
- Ban Gidm hiéu; GIAM bOC
- Phong, Khoa, Vién, Trung tdm;

-Luu: VT, NNTH.
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‘ TRUONG DAI HOC
TAI CHINH —- MARKETING

TRUNG TAM NGOAINGU - TINHQC

Sé: /TB-NNTH Thénh phé Ho Chi Minh, ngay
THONG BAO
Vé viéc khai gidng 16p.......

[ BM/NNTH/02/02 |

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phac

nam

thang

Trung t4m Ngoai ngit - Tin hoc thong bao dén sinh vién céc khoa tuyén sinh tix

~

1. Poi twong hoc:
- Sinh vién bac ......

nam ....... ¢6 nhu cau hoc lop 6n tép ......... nhu sau:

- Sinh vién béc ......
2. Chuong trinh hoc:
Chuong : Hinh thirc hoc Lich thi
I r ~ . - ¢ 1 ik
ging | PoCEH Thaigion hpe va Dia diém hoc du kidn

Luu y: S8 lwong toi thiéu dé mé I6p la 30 hoc vién/Iop.
3. Thoi gian ding ky: T ngay ....... dén hét ngay

4. Cich thie ding ky:

e Buéc I: Sinh vién chuyén khoén theo thong tin sau:

SO durg ma QR di chuyen khadn ndi ba BIDY,
chuyén nhanlinapas 24
BIDV

Vierar

= |
l
)

TRUNG TAM NGOAI NGU TIN HOC DATHOC TAI

CHINH MARKETING
313124129

Nghn hang TMCP

Dau Wl va

- S8 tai khodn: 3131241291 - Ngan hang TMCP Déu tu va Phat trién Viét Nam

chi nhanh Béc Sai Gon (BIDV Béc Sai Gon)

- Tén ti khodn: Trung tim Ngoai ngit - Tin hoc Dai hoc Tai chinh Marketing

- Noi dung: MSSV ho tén HP TOEIC

(Vi du: 2021000001 Le Kim A HP TOEIC)
e Bwéc 2: Sinh vién truy cdp website https://dangky.cflitufm.edu.vn/dang-Ky-

hoc.html dé dang ky.

e Burée 3: Sau khi duyét dang ky Trung tdm s&€ phan hdi qua mail cho sinh vién.




BM/NNTH/02/02 |

5. Quy dinh hiy chwong trinh hoc:
- Han chét nhéin ding ky hiy chwong trinh hoc va ndp don rit hoc phi: ngay

........... Sinh vién ddng ky hily chuong trinh hoc va nép don rat hoc phi sau ngay
......... sé khong dwoc chdp nhan.

- KHONG hd tr¢ hiiy chwong trinh hoc va rit hoc phi d6i véi sinh vién da timg
ding ky bdo lwu chwong trinh hoc.

- Céch thirc ddng ky hity chuong trinh hoc va rat hoc phi: Sinh vién tai mau “Pon xin
rat hoc phi, 1& phi” tai link sau: https://cflit.ufm.edu.vn/vi/bieu-mau-8 1/don-xin-rut-
hoc-phi-le-phi, dién diy du thong tin va g lai mail ttnnth2014@gmail.com cho
Trung tdm. Sinh vién s& chiu phin phi chuyén khoan ngan hang (thong thudng la
11.000d). (Luu y: Thoi han ding ky hiy chwong trinh hoc tinh theo thoi gian Trung
tam nhén dugc mail ¢6 dinh kém “Pon xin rit hoc phi, 1¢ phi” da dién df?ty dh thong
tin cta sinh vién, cht khong phai thoi gian sinh vién giri mail)

6. Quy dinh bao luu chwong trinh hoc:

- Han chét nhin ding ky béao lwu chwong trinh hoc: ngay «oeeeee. Sinh vién déng ky
bao luu chuong trinh hoc sau ngay.......... sé khong dwoc chip nhdn.

- Chi hd trg bio lwu chwong trinh hoc qua MOT PQT HQC KE TIEP GAN
NHAT.

- Cach thic ding ky bao luu chuong trinh hoc: Sinh vién gii mail xin bao luu cho
Trung tAm qua mail ttnnth2014@gmail.com. (Luu y: Thoi han ding ky bao Iuu
chuong trinh hoc tinh theo thoi gian Trung tim nhén duoc mail xin bao lvu cla sinh
vién, chit khong phai thoi gian sinh vién giri mail).

Moi théng tin vui long lién hé email ttnnth2014@email.com hodc truy cép website
https://cflit.ufm.edu.vn.

Noi nhiin: , GIAM POC TRUNG TAM
- Ban Giam hiéu (dé bdo cao);

- Website;

- Luu: NNTH.
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TRUGNG DA HOC
TAI CHfNH - MARKETING
TRUNG TAM NGOAI NGU - TIN HQC

[ BM/NNTH/02/03

CONG HOA XA HQI CHU NGHIA VIET NAM

Pic lip - Tw do - Hanh phic

DANH SACH LGP UNG DUNG CONG NGHE THONG TIN CO BAN

Thai gian: ..... Gidng vién: .....
T ngay .... dén ngay ... Phong hoc: .....
STT HOQ TEN LOP GHI CHU
1
2
3
4
5
6
7
8
9
10
Téng sb: ..... hoc vién

LAP BANG

Thanh phé Hé Chi Minh, ngay ~ thdng ~ ndm

GIAM POC
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~ TRUONG PATHQC CONG HOA XA HQI CHU NGHIA VIET NAM
TAI CHINH —- MARKETING Poc lap — Tw do — Hanh phiic
TRUNG TAM NGOAI NGU - TIN HQC
Sé: .../QD-NNTH Thémh phé Ho Chi Minh, ngay ... thdng ..ndm ...
QUYET PINH
“V/vmolop ...”
GIAM POC TRUNG TAM NGOAI NGU-TIN HQC
Cancit ... ... .
Cdin cir theo nhu cdu hoc vién;
QUYET PINH
Diéu 1: Nay m& 16p hoc ... véi s6 luong ... 16p ...
(c6 danh sach kem theo)
Diéu 2: Khai giang: ... Tbng sb tiét: ...
Thoi gian hoc: Tir ngay ... dén ngay ...
Giang vién: ...
Gido trinh: do ..oovveiiniiniininns bién soan (luu hanh ndi bg)

Pidu 3: Quyét dinh c6 hiéu luc ké tir ngay ky. Céc thanh vién cta Trung tam Ng0a1 ngit - Tin
hoc va hoc vién ¢6 tén trong danh séch noi trén chiu trach nhi¢m thi hanh quyét dinh nay.

Noi nhin: GIAM POC
- Nhu dieu 3;
- Luu VT, TTNN-TH.
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BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
_ TRUONG PAITHQC Pic lap — T do — Hanh phiic
TAI CHINH - MARKETING

S6: /HD — PHTCM-K.... Thémh phd Ho Chi Minh, ngay — thang  ndm 202
HOQP DPONG THINH GIANG

Céin cir Bo Ludt Ddn sw nuée Cong hoa xd héi chil nghia Viét Nam ngay 24/11/2015;
Céin cir finh hinh thuc té cong tac quan ly giang day cua Truong;
Hom nay, ngdy  thang nim 202 , ching ti gom:
Bén A: Trung tim Ngoai ngit - Tin hoc
Pia chi: 778 Nguyén Kiém, Phudng 4, Quan Phi Nhugn, TP.HCM.
Nguoi dai dién: Chirc vu:
94 tai khoan: 3130049331 tai ngén hang: BIDV — Béc Sai gon
Bén B: (TEN GIANG VIEN THINH GIANG)
Ngay, thang, ndm sinh: Noi sinh:
Hoc ham/ hoc vi:
Nganh/chuyén nganh t6t nghiép:
Giang vién mon hoc:
Pon vi cong tac:

Pia chi thuong tri:

Email:

Pién thoai:

S6 ho chiéu/CMND/CCCD: - Ngay cip: - Noi cép:
M s6 thué TNCN:

S tai khoan: Tai Ngén hang: Chi nhanh:

Hai bén ddng y ky két hop déng véi nhing diéu khoan cy thé nhu sau:
Piéu 1. Noi dung hop dong

Bén B nhan thyuc hién cong viéc giang day cho Bén A, cu thé:

- Hoc phn: ............. Tén 16p hoc phan: ................

- Shtiét ..o tiét

- Bic dao tao: Pai hoc — Chuong trinh: Chuan/dac thit/chét luong cao/tich hop/tai
nang/chit lugng cao tiéng Anh toan phin/tiéng Anh toan phén.

- Thoi gian thye hign: th ngay .............. BE0 DAY < vssmussmvones
- Hoc ky :...... Nam hociiieernsens
Pidu 2. Pon gi4 tiét gidng va gia tri hep dong



| BM/NNTH/02/05 |

Don gid tiét giang: .evvvveennen. ddng/tiét (muc thi lao nay da bao gdm thué thu nhap
ca nhan).

Gié tri hop dong = ....... HEE B sosniss dong= ......... ddng. (Bang chi: ...dong)
Thué TNCN: ........... ddng (Bing chit: ............... ddng)

Thue nhén: ........... ddng (Bang chit: .................. dong)

Piéu 3. Trich nhiém Bén A

Cung cap dAy du chuong trinh va dé cuong chi tiét hoc phan mau lich trinh giang
day, mau ly lich khoa hoc, thoi khod biéu, danh sach sinh vién cho gidng vién.

Thanh toan thu lao cho gidng vién ding nhu ndi dung da ghi trong hgp dong.

Diéu 4. Trach nhiém Bén B

Guri ly lich khoa hoc va van bang, ching chi v& hoc ham, hoc vi cao nhit cho ) Trudng
Dai hoc Tai chinh — Marketing va “Gidy Cong nhin” do Cuc Quin ly chit lu’o’ng
— B0 Gido duc va Dao tao cip ddi véi giang vién c6 hoc ham, hoc vi do nuée ngodi
cAp trong thdi han 02 tudn trude khi 1én 16p budi diu tién.

Thuc hién diy du céc ndi dung gidng day cac hoc phan theo dung lich trinh giang
day.

Thuc hién viée 1én 16p theo diing thoi khoa bidu, gior 1én 16p va gidr két thic budi hoc.
Trong truong hop déc biét, giang vién khong thé thyuc hién dugce gidr gidng phai bao
trude cho khoa chuyén mén va cac don vi quan ly thoi khoa biéu c6 lién quan dén

hoc phdn giang day it nhit 01 tudn dé kip thoi bé tri mén hoc thay thé va c6 ké hoach
bé tri ngay day bu.

Trong tudn 1& két thic glang, giang vién soan 03 bo dé thi va dap 4n gli cho Trudng
(qua don vi mdi giang) d¢ lam thu tuc t6 chirc thi két thiic mén hoc.

Piéu 5. Piéu khoan chung va ché dj thanh todn

1. Didu khoan chung: Hai bén cam két thuc hién nhitng diéu ghi trong hop ddng, truong

hop phét sinh hay thay dbi s& dugc ghi rd trong phu luc hop dong. Sau khi 02 bén
thyuc hién day du trach nhi¢m cta minh, viéc thanh toan s& dugc hoan tat néu hai bén
khong con vudng méc gi thi hop dong coi nhu da dugce thanh 1y.

Vé thanh toan thu lao

Thu lao gidng sau khi Nha truong khéu trir thué TNCN s& duge thanh toan bing hinh
thitc chuyén khoan véo tai khoan ngén hang cta giang vién do giang vién cung cp
sau khi giang vién di két thiic mon hoc va ban giao dé thi cho Trudng.

Thu lao charq diém qué trinh, chim diém két thiic mén hoc (néu co6) s& duge thanh
toan khi di két thic mon hoc.

Hop ddng nay dugc 1ap thanh 03 ban c6 gia tri nhu nhau, don vi moi thinh giéng
gitr 02 ban, giang vién 01 ban lam co s& thye hién./.

TRUNG TAM NGOAI NGU - TIN HQC GIANG VIRN THINH GIANG

GIAM POC







