BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC VIET BAC Pac lap - Ty do -Hanh phiic
S6: 7/f /QP-PHVB Thdi Nguyén, ngay-2¢ thdng /2 ndm 2021

QUYET PINH
Vé viéc ban hanh cic Quy trinh khao thi

HIEU TRUONG TRUONG PAI HQC VIET BAC
Cén cie Quyét dinh s6 1341/0P- TTg ngay 05/8/2011 cia Thi twéng Chinh phii vé
viée thanh ldp Truong Pai hoc Viét Béc;
Cén cir Quyét dinh s6 2741/0D-UBND ngay 08/9/2017 cia Chii tich UBND tinh
Thdi Nguyén Vvé viéc céng nhdn Hiéu truong Truong Dai hoc Viét Bdc;

Can cir Quy ché Té chirc va Hoat dong cua Truong Dai hoc Viét Bdc, ban hanh kém
theo Nghi quyét Héi nghi nha dau tie s6 05/QOP-PHVB ngay 08/05/2020 ctia HNNDT Truong
Dai hoc Viét Bic;

Xét dé nghi ctia Truomg phong Thanh tra-Khdo thi — PBCLGD,

QUYET PINH:

Piéu 1. Ban hanh kém theo quyét dinh nay cac Quy trinh khao thi (¢6 viin ban kém theo):

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky

Piéu 3. Truéng Phong Pao tao - QLKH - HTQT, Phong TT - KT & PBCLGD,
Phong CT HSSV, trudng cac khoa cé trach nhiém phd bién dén giang vién va sinh vién
toan trudng va trién khai thuc hién./.

Noi nhan:
Cac Pho HT (dé c/d);
Nhu Piéu 1 (dé t/h);
Céc don vi trong Trudng (dé t/h);
Ding tai Website;
Luu: VI,P. TT- KT & BDBCLGD.
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DANH SACH CAC QUY TRiNH KHAO THi
(Ban hanh kém theo Quyét dinh s6 )/
Ngay /(- thang /) nam 2021 cua Hiéu trudng truong Pai hoc Viét Bic)

STT K¥ hiéu Tén Quy trinh cong viéc
1 QT/0V/TT - KT & PBCLGD Quy trinh coi thi két thac hgc phan
2 QT/02/TT - KT & PBCLGD Quy trinh phiic khao bai thi két thiic hoc phé’in
3 QT/03/TT - KT & PBCLGD Quy trinh sinh phach bai thi két thiic hoc phan
4 QT/04/TT - KT & PBCLGD Quy trinh tiép nhén va quan Iy ngan hang dé thi
5 QT/05/TT - KT & PBCLGD Quy trinh lam phéch bai thi két thiic hoc phan
6 QT/06/TT - KT & PBCLGD Quy trinh sao in, déng goi dé thi
7 QT/07/TT - KT & PBCLGD Quy trinh nhap diém thi
8 QT/08/TT - KT & DBCLGD Quy trinh giao nh4n bai thi két thiic hoc phan
9 QT/09/TT - KT & PBCLGD Quy trinh khiéu nai két qua hoc tip ctia SV







BOQ GIAO DUC VA PAO TAO
TRUONG PAI HQC VIET BAC

Dién thoai: 02083 755 878.

Phuong Pong Bdm, Thanh phé Thai Nguyén, tinh Théi Nguyén.
Website: www.vietbac.edu.vn

Email: daihocvb@vetbac.edu.vn

QUY TRINH

COI THI KET THUC HQC PHAN

Ma hiéu:

QT/01/TT - KT & PBCLGD

Ngay hiéu lyc:

b / 1< (>0

Lan ban hanh:
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Trach nhiém Soan théao Kiém tra Phé duyét
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I. MUC PICH
Quy trinh nay nhdm théng nhét céch thirc thuc hién cOng téc coi thi két thiic hoc phin
tai trrong Pai hoc Viét Bic.
ILPHAM VI AP DUNG
_ Quy trinh ndy ¢6 lién quan dén cac don vi sau déy (d4nh dau x):

0 Phong Do tao QLKH — HTQT o Phong Ké hoach Tai chinh
x Phong Thanh tra - Khao thi &PBCLGD (BP Khaéo thi) o Phong Téng hop
0 Phong Coéng tac Hoc sinh sinh vién x Céc khoa

IILTAI LIEU VIEN DAN

Quyét dinh sé 500/QP-DHVB Negay 22/12/2021 vé vi€c ban hanh quy dinh v kiém tra
— thi va quan 1y két qua hoc tap cuia sinh vién treong Pai hoc Viét Bic.
IV. NOI DUNG
(xem trang tiép sau)

V.BIEU MAU
(xem trang tiép sau)

VL. SO PO LUU TRINH
(xem trang tiép sau)



STT

Trach nhiém

N§i dung cong viéc

Thoi gian

Can bd coi thi va
B6 phén khao thi
- Phong Thanh tra
- Khao thi &
PBCLGD

Nhén dé thi:

Cén bo coi thi ¢6 mat va nhan d thi, danh
sach du thi, tai dyng bai thi tai phong Thanh
tra - Khao thi &DBCLGD

Trudc thoi gian
thi 15 phut

Can bd coi thi

Kiém tra tii dé thi:

- Sau khi nhan ti d& thi can bo coi thi kiém
tra d& thi: Dung tén moén thi, gidr thi, ca thi,
s luong dé thi... va ky nhan dé vao so giao
dé thi.

- Néu khéng tring khép, chuyén vé bude 1.

- Néu triung khop, chuyén vé buéc 3

Sau khi hoan
thanh ndi dung 1

Cén bd coi thi

Pénh s6 bao danh va ky gidy thi, gidy nhép:
CBCT! danh s bao danh theo quy dinh
CBCT2 ky va ghi diy di ho tén vao gidy thi
va gifly nhap

Sau khi hoan
thanh ndi dung 2

Cén bd coi thi

Goi thi sinh vao phong thi:

CBCT 1 goi thi sinh vao phong thi.

CBCT 2 kiém tra gidy t&, c4c vat dung duoc
mang vao phong thi va huéng din chd ngdi
cho thi sinh.

Sau khi hoan
thanh ndi dung 3

Cén b0 coi thi

X4c nhan tinh trang tai dé thi:

- CBCT 1: Cho thi sinh 1én kiém tra dé thi
con nguyén niém phong va tién hanh mé
niém phong, dém s& luong dé thi.

Phat d8 thi cho thi sinh:

- Cin d4m bao phét dung th ty s6 bao danh,
dam bao nhitng thi sinh canh nhau khéng co6
ma dé gidng nhau.

Sau khi hoan
thanh ni dung 4

Cén bd coi thi

Thi sinh dén mu6n?

- Thi sinh vi pham quy ché?

- Xir Iy céc truomg hop: Thi sinh dén mudn
gi0 thi, thi sinh vi pham quy ché thi.

Néu phat hién d4u hidu vi pham quy ché tién
hanh buédce 7.

Néu khong phat hién ra dAu hiéu vi pham
quy ché chuyén sang budc 8

Sau khi hoan
thanh ndi dung 5




—

STT | Trach nhié¢m Noi dung céng viéc Thoi gian
Xir ly thi sinh vi pham, Sau khi hoan

7 Can b) coi thi - B6i v6i cdc thi sinh dén muén gi0 thi | hanh noi dung 6
va vi pham quy ché thi xu ly theo dung
quy ché.
Gidm sat thi sinh 1am baj: Sau khi hoan

Cén bj coi thi

Giam sat thi sinh 1am bai thi.

thanh néi dung 7

8 15 phit truéc khi hét thoi gian 1am bai thi

théng bdo cho thi sinh sip hét thoi gian

lam bai.

Hét gio: Sau khi hoan

- Khi hét gity, thong bao véi thi sinh da hét | thanh ni dung 8
9 Cén b) coi thi thoi gian 1am bai.

Néu sai quay lai budc 8

Néu diing tién hanh buéc 10

Thu bai thi: Ngay khi hét

- Cén bd coi thi kiém tra cic thong tin thi | thoi gian lam

sinh: Ho tén, s6 bao danh, s6 to gidy thi trén | bai thi
10 | Can bd coi thi bai thi va yéu cau thi sinh ky tén vao danh

sach du thi.

- Cén bé coi thi 1 thu va xép bai

thi l&n luot theo thit ty s6 bao danh trong

danh sdch dy thi. C4n b$ coi thi 2 gitr én

dinh phong thi.

b thong tin: Sau khi hoan

- Sau khi tién hanh buéc 10 néu da di céc thanh ndi dung
11 | Can bd coi thi thong tin tién hanh buge 12. 10

-Néu khong dii thong tin quay lai bude 10.

Niém phong va np bai thi: Sau khi hoan

- Sau khi kiém tra bai thi can bé coi thi ky | thanh noi dung
12 | Can bé coi th ten vao danh séch dy thi va tii dung bai thi. | 11

- Niém phong tti bai thi theo ding quy dinh
va ndp vé phong Thanh tra - Khao thj
&DBCLGD.

S S




Thoi

STT | Tén biéu mAu | Ma | File biéu miu Noi lru gian lru
hoéa

1 Danh sach du B13 | Danh séch BP Khao thi — Phong TT-KT- 2 nam
thi duthihinhthi | DPBCL

2 34 giao nhan @& | BO5 | SO giao BP Khao thi — Phong TT-KT- 2 ndm
thi nhan dé PBCL

3 S6 nhén bai thi | BO8 | SO giao BP Khéo thi — Phong TT-KT- 2 ndm

nhén bai thi PBCL

4 |Biénbanxily |B19 |Biénban BP Khao thi — Phong TT-KT- | 2 nim
vi pham quy vi pham quy PBCL
ché thi ché thi.




Bit dau

Nhin dé thi

v

!

Ding tén mon, sb hrong dé, thoi gian
thi, ca thi...

P4nh s6 bao danh
ky gidy thi va gidy nhap

L

Goi thi sinh vao phong thi
Kiém tra giay to, vat dung

h

Xdc dinh tinh trang tii dé thi;
M¢ niém phong, dém sb lwgng dé;

Xir 1y thi sinh vi
pham

Phat Idé thi

Thi sinh dén mu$n? Thi
sinh vi nham auv ché

Giam sat thi sinh 1am bai

S ——

Thu bai;

— Kiém tra so lwong tor gié‘iy thi
Kiém tra ho tén, SBD, chir ky

Pu thone tin

Niém phong tai bai thi; ngp bai thi
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BQ GIAO DUC VA PAO TAO
TRUONG PAI HOC VIET BAC

Phudng Dong BAm, Thanh phé Théi Nguyén, tinh Thai Nguyén.
Dién thoai: 02083 755 878. Website: www.vietbac.edu.vn
Email: daihocvb@vetbac.edu.vn

QUY TRINH
PHUC KHAO BAI THI KET THUC HQC PHAN

M3 hiéu: QT/02/TT - KT & PBCLGD
Neay hidulwe: | 7/ )/ ) [ Jpo/
Lan ban hanh: 26 /41 LIl

Trach nhiém Soan thio Kiém tra Phé duyét
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L.MUC PICH
- Quy dinh thong nhét cach thirc phiic khao bai thi KTHP.
- Pam bao tinh khich quan, cong bing trong cong tédc chdm thi phiic kho bai thi
ILPHAM VI AP DUNG
Quy trinh ndy c6 lién quan dén cac don vi sau day (danh dau x):

0 Phong Pao tao QLKH — HTQT

0 Phong Ké hoach Tai chinh

X Phong Thanh tra - Khéo thi &DBCLGD (BP Khéo thi)

o Phong Téng hop

o0 Phong Cong tac Hoc sinh sinh vién

Cac khoa

IILTAI LIEU VIEN DAN
Quyét dinh s6 500/QD-PHVB Ngay 22/12/2021 v& viéc ban hanh quy dinh vé kiém tra
— thi va quéan ly Kkét qua hoc tép cua sinh vién trudng Pai hoc Viét Bic.

IV. NOI DUNG
STT | Trich nhiém N¢i dung cong viée Thei gian Biéu miu
1 B0 phén Khéo thi | - X4y dung ké hoach phiic khao: | - Kém véi ké hoach
- Phong Thanh tra | - Xdy dung ké hoach phic khao | chAm thi két thiic hoc
- Khao thi cén ctr ké hoach thi, k& hoach phén
&PBCLGD chém thi.
2 B¢ phén Khéo thi | - Tiép nhan don phic khao: Trong thoi gian 10 ngay | B09
- Phong Thanh tra | Nhén don phiic khao cta sinh ké tir ngay cong bd
- Khao thi vién. diém dugc 4p dung déi
&DPBCLGD; Sinh | Thu Ié phi phic khao. vdi sinh vién hé dao tao
vién. chinh quy.
Trong thoi gian 15 ngay
ké tir ngay cong bé
diém duoc ap dung dbi
voi sinh vién hé vira
lam vira hoc.
3 Bo phén Khéo thi | Kiém tra don phc khao: Ngay sau khi tiép nhan | B09
- Phong Thanh tra | - Can bo phong KT&DPBCLGD | don phtc khao
- Khao thi kiém tra ddy du céc noi dung
&DPBCLGD; trong don nhu: Ho tén, mon thi,
ca thi, gid thi, diém phic kho...
4 Bo phén Khéo thi | Téng hop phén loai don phic - Sau khi hét han nhan
- Phong Thanh tra | khao: don phuc khao 01 ngay
- Khao thi - Téng hop cac don va phan loai
&DBCLGD theo moén thi
5 B0 phan Khao thi | Rat bai phic khéo: 01 ngay sau khi phin




khoa

STT | Trach nhiém Noi dung cong viée Thoi gian Bi¢u méu
- Phong Thanh tra | Can ctr theo s6 bao danh trong loai don
- Khao thi don phtic khao va sb phach trong
&DBCLGD bién ban phéch tién hanh rit bai
chém phic khao.
Kiém tra dbi chiéu dAu phach
xem c¢6 dung tén nguoi lam don.
Pua bai phiic khao vao tii va
niém phong
6 B6 phan Khao thi | Tb chire chdm phuic khao: 01 ngay sau khi rat bai
- Phong Thanh tra | - Cén bd dugc phén cong cham | phtic khéo
- Khao thi phuc khéao khong phai 1a can b
&DBCLGD; Cén | chAm thi 14n 1. Cdng tac chim
bd chdm phiic phiic khao bai thi do truong bd
khao. mon va 02 cén by duge phan
cbng cham phuc khao dam
nhiém. Thyue hién theo quy dinh
tai QC03-
7 B6 phan Khao thi | Kiém tra: Sau khi chdm phtc
- Phong Thanh tra | - C4n b Phong TT-KT & khao xong
- Kho thi PBCLGD kiém tra cac hd so
&PBCLGD; Can | lién quan nhu: Bai chém, bién
bo chdm phic ban cham, cach thirc chim.
khao.
8 B phan Khao thi | In phiéu diém va ky phiéu diém: | Sau khi da kiém tra cic | B12
- Phong Thanh tra | C4n bd phong Phong TT- KT & | thi tuc lién quan BI13
- Khao thi PBCLGD in phiéu diém tir file
&DPBCLGD; Can | Excel thanh 04 ban.
b6 chdm phic Cén b nhép diém clng véi can
khao. bd Phong TT- KT & PBCLGD
ky tén vao phiéu ghi diém.
9 B0 phén Khao thi | Giao phiéu diém phiic khéo: 01 ngay khi lap phiéu | B26
- Phong Thanh tra | - Can bo Phong TT- KT & diém phiic khao xong
- Khao thi PBCLGD giao phiéu diém vé
&DBCLGD; Can | phong DPao tao, cac Khoa
b6 Phong Dao
tao;Van phong




V. BIEU MAU

STT | Tén biéu miu Mai hoa File biéu miu Noi luu
1. Pon xin phiic khao B09 B09 BP Khéo thi - Phong TT-
bai thi Don xin phuc khdo bai | KT-PBCL
thi
2. Bién ban chim phuc B10 B10 BP Khio thi - Phong TT-
khao Bién ban chdm phic | KT-PBCL
khao
3. Bién ban dbi thoai Bl11 Bl11 BP Khao thi - Phong TT-
chédm phiic khao Bién ban d6i thoai chdm | KT-PBCL
phic khao
4. | Phiéu diém phuc B12 B12 BP Khéo thi - Phong TT-
khao Phiéu diém phtic khao | KT-DBCL &PBCLGD
5 S giao diém thi B26 QC03-B26 BP Khdo thi - Phong Thanh
Mau s6 giao diém thi | tra - Khao thi &DBCLGD
6. Don xin phiic khao QC12-B10 QC12-B10. BP Khéo thi - Phong Thanh
bai thi Don xin phiic khao bai | tra - Khao thi &DBCLGD
thi
7. | Biénban chdm phic | QC12- QC03-B11 BP Khao thi - Phong
khao B1l Bién ban dc thoai chdim | KT&PBCLGD
phiic khao
8. Bién ban dbi thoai QC12- QCI2-B12 BP Khao thi - Phong Thanh
chédm phtc khao B12 Bién ban doc thoai tra - Khéo thi &DBCLGD
9. | Phiéu diém phuc QC12-B12 QC12-B13 BP Khéo thi - Phong Thanh
khao Phiéu diém phtc khao | tra - Khéo thi &DBCLGD
VI. SO PO LUU TRINH

(xem trang bén)




Bit dau

L

Xéy dung ké hoach phic
khio

b

Tiép nhén don phiic khio

r 3

Kiém tra don

phiic khio

Téng hop phan loai don
phic khao

b

Rit bai phiic khao

h

I 'y

Té chire chdm bai phiic khio

Kiém tra bai

chim, bién ban

I

Té chirc chAm bai phiic khio

v

Bio diém phiic khio; lwu
trir tai liu

y

Két thic



BO GIAO DUC VA PAO TAO
TRUONG PAI HOC VIET BAC

Phudng Dong Bim, Thanh phé Thai Nguyén, tinh Thai Nguyén.
Di¢n thoai: 02083 755 878. Website: www.vietbac.edu.vn
Email: daihocvb@vetbac.edu.vn

QUY TRINH
SINH PHACH BAI THI KET THUC HQC PHAN

Mai hiéu: QT/03/TT - KT & PBCLGD
Negdy hiéuluc: | L/ /0/ I0 )/
| Lan ban hanh: I/ L2091

Trach nhiém Soan thao Kiém tra Phé duyét
Chikc vu Chuyén vién Truéng phong _———-Hiéu truéng
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L.MUC PICH
- Thong nhét céch thire sinh phéch bai thi két thic hoc phén.

- Dao bao tinh khéch quan, cong bang dbi véi méi bai thi dwgc chim.

ILPHAM VI AP DUNG

Quy trinh nay c6 lién quan dén c4c don vi sau ddy (dénh déu x):

0 Phong Dio tao QLKH - HTQT

0 Phong Ké hoach Tai chinh

X Phong Thanh tra - Khao thi &DPBCLGD (BP Khao thi)

0 Phong Téng hop

0 Phong Cong tac Hoc sinh sinh vién

Céc khoa

ILTAI LIEU VIEN DAN
Quyét dinh sb 500/Qb-DHVB Ngay 22/12/2021 v& viéc ban hanh quy dinh vé kiém tra - thi va
quan Iy két qua hoc tdp cua sinh vién trudng Pai hoc Viét Bic,
IV. CAC CHU VIET TAT

- CBSP: Céan b¢ sinh phach

- SV: Sinh vién

- CBQLBT: Can by quan 1y bai thi

- CBDP: Can bd danh phéch.

- BBP: Bién ban phach

V. NOI DUNG
STT | Trich Ngi dung cong viée Thoi gian Biéu
nhiém miu
1| CBSP | Nhan bai thi tir CBQLBT:
- Kiém tra, d8i chiéu s lwong bai thi, t&r gidy thi thuc
té 5o véi sd ghi bén ngoai tui dung bai thi:
2 | CBSP |Kiémtra Sau khi hoan
Kiém tra s Iwong bai thi, thuc t& so véi s6 ghi bén | thanh ndi dung 1
ngoai tii dung bai thi:
Néu khong trimg kh6p, chuyén v& CBQLBT dé kiém tra
lai.
Néu khong tring khép, tién hanh budc 3
3 | CBSP | - Cép nhit tinh trang véing thi, khong di didukién du | Sau khi hodn | BOS
thi, VPQC thi vao danh sach thi ddy di trén BBP thanh ndi dung 2
4 | CBSP |Kiém tra: Sau khi hoan
- D6i chiéu tong s6 thi sinh thi trén danh séch sau khi | thanh ndi dung 3
cép nhét tong sb bai thi thyc té,
- Kiém tra lai dd chinh x4c trong qu4 trinh cAp nhét.
- Néu dat, tién hanh budc 5: Néu chua dat, quay lai bude 3.
5 | CBSP | Sinh phach: Sau khi hoan
Str dung phin mém sinh phéch, hogc sinh phach trén | thanh ndi dung 4




STT | Trach

nhiém

N§i dung cong viéc

Thei gian

Biéu

=
mau

file Excel.
Chii ¥: Chi sinh phdch cho cdc thi sinh c6 mat du thi,
il diéu kién du thi va khong bi dinh chi thi.

6 | CBSP

In Bién ban sinh phach:

- Sau khi ra soat dam bao Bién ban phach dé dugc chinh
x4c, bd phan sinh phéch tién hanh in Bién ban phéch,
sau d6 ky, ghi d6 ho tén vao Bién ban vira in.

Chiiy: BBP sau khi hoan thanh phai dwoc bdo mdt tuyét
doi (bao gom ca ban dwoc in ra va ban heu trén mdy)

Sau khi hoan
thanh ndi dung 5

7 | CBSP

Ban giao Bién ban phach:
- Ban giao BBP cho CBDP dugc phén cong, két thuc
quy trinh.

Sau khi hoan
thanh ndi dung 6

VL. SO PO LUU TRINH

(xem trang ti€p sau)




Bit dau

A

Nhén bai thi tir CBQLBT

Kiém tra d6i chiéu tfing s6

bai thi, to gidy thi thwe te véi

s0 ghi bén ngoai thi dung bai
thi.

Cép nhat tinh trang viing thi, khong

A 4

du diéu kién du thi VPQCT.

Péi chiéu tdng sb thi sinh thi
trén danh sich sau khi cép
nhit tdng s6 bai thi thue té.

- Kiém tra lai d9 chinh sich

trong qua trinh cip nhat.

Sinh phach

A 4

In bién ban phach

v

Bio mét BBP; Giao cho CBDP dwgc phén cong

Két thiac






BOQ GIAO DUC VA PAO TAO
TRUONG PAI HQC VIET BAC

Phuong Dong Bim, Thanh phd Thai Nguyén, tinh Thai Nguyén.
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L.MUC PiCH

- Quy dinh thong nhét céch thirc tiép nhan va quan Iy ngén hang cau héi thi/d thi, dam

bao tinh chinh x4c, an toan va bio mat.

- Ddo bao tinh khéch quan, cong bing déi véi mai bai thi két thiic hoc phan.

ILPHAM VI AP DUNG
Quy trinh nay c6 lién quan dén cac don vi sau dy (d4nh dau x)
o Phong Péo tao QLKH — HTQT 0 Phong Ké hoach Tai chinh
X Phong Thanh tra - Khéo thi &DPBCLGD (BP Khao thi) | o Phong To6ng hop
0 Phong Céng tdc Hoc sinh sinh vién Céc khoa

L TAI LIEU VIEN DAN, THUAT NGU'
Quyét dinh s6 500/QD-DHVB Ngay 22/12/2021 vé vi€c ban hanh quy dinh vé kidm tra
— thi va quan Iy két qua hoc t4p ctia sinh vién truong Dai hoc Viét Bic,

*Thuat ngik:

Ngan hang céu héi thi két thic hoc phin: Bao gdm cdu héi thi cc hoc phén thi theo
hinh thirc tyru ludn va bo dé thi theo hinh thitc van dép. Ngén hang cau héi thi do bd moén bién
soan theo mau quy dinh, d4 dugc dénh gid phan bién tai bd mén.

* Céc tir viét tit:

- NHCHT: Ngén hang céu héi thi/ d€ thi két thiic hoc phin;

- PTT-KT&DBCLGD: Phong Thanh tra - Khao thi va dam bao chit lwong gido duc;
- BM: B6 mon;

- BBBG: Bién béan ban giao.

IV. NOI DUNG
STT | Trach nhiém Ngi dung cdng viéc Théi gian Biéu
miu
1 B0 phén khao thi — | Tiép nhin NHCHT: 30/04 va 31/10 B20
phong Thanh tra— | - Dai dién lanh dao b4 mén ban giao tryc tiép T B24
PR . ang nam
Khio thi & NHCHT nép méi/b6 sung/chinh sira tai phong
o Thanh tra — Khéo thi & PBCLGD theo quy
OBCLGDYALS | inh tai didu 10 va 11— Quy dinh v kidim 1
1o — thi va quén 1y két qua hoc tip ciia sinh vién
2 B6 phén khio thi - | Kiém tra NHCTT tiép nhin tir by mén theo Neaysan ki
hong Thanh tra — | i dung: N
Ip(h_“g Iy o "~ | - Dinh dang cia NHCHT ding quy dinh, ddy | tiép nhan
| 4o:thl & du céc tai ligu lién quan theo quy dinh (két | NHCHT tur




STT | Traich nhiém Noi dung cong viée Thoi gian Biéu
]Ilgll
PBCLGD vaby | cau, dépan...) BM
i - Néu ket cau phu hgp véi b NHCHT
- Dé4p 4n duge niém phong bdi chit ky ctia lanh
dao B6 mon
3 B¢ phan khao thi - | Ban giao NHCTT: Skl BO5
phong Thanh tra— | - B6 mon ban giao NHCHT va céc tai li¢u lién
Ko thi & quan cho phong Thanh tra — Khao thi & NI;ICHT duge
o PBCLGD. Viéc ban giao dugc thé hién bang | kiém tra la phu
PBCLGD vabd | BBRG gitra phong Thanh tra — Khao thi & | pon dhy di
A : y du.
mon BBCLGD va BM
V. BIEU MAU
STT | Tén biéu miu M3 héa | File biéu mau Noi lru Thoi gian luu
1 Mau bo NHCHT . B20 BP Khao thi - Dén khi bd
Mau b NHCHT Phong NHCHT duogc
phong Thanh tra — thay mdi
Khao thi &
PBCLGD
2. | MAukét cau dé thi B24 BP Khio thi - Pén khi bo
Mau két ciu dé thi | Phong NHCHT dugc
phong Thanh tra — thay maéi
Khao thi &
PBCLGD
V1. SO PO LU'U TRINH
Bit dau

y

Tiép nhin NHCHT tir cac bd

F 3

mon

Kiém tra b NHCHT vé s6
lwgng, dinh dang, phdn nhém
theo auv dinh

|

Ban giao NHCHT giita b$ mén va phong TT
- KT & PBCLGB

-

Chuyén bd NHCHT vio quan ly va khai thac

dim bdo an toan, bio mét
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I. MUC PiCH
IL.LPHAM VI AP DUNG
Quy trinh ndy c6 lién quan dén céc don vi sau ddy (d4nh diu x):

o Phong Pao tao QLKH — HTQT

0 Phong K& hoach Tai chinh

x Phong Thanh tra - Khao thi &DBCLGD (BP Khao thi)

0 Phong Tong hop

o Phong Cong tac Hoc sinh sinh vién

Céac khoa

IIL.TAI LIEU VIEN DAN, THUAT NGU VIET TAT
Quyét dinh sé 500/QD-DHVB Ngay 22/12/2021 vé viéc ban hanh quy dinh v& kiém tra
— thi va quén 1y két qua hoc tip cua sinh vién truong Pai hoc Viét Bic.
*Thuét ngit viét tit
- CBPP: Can bd danh phach
- CBSP: Can bg sinh phach
- SV: Sinh vién
- CBQLBT: Cén bd quan Iy bai thi
- BBP: Bién ban phach
- VPQC: Vi pham quy ché
IV. NOI DUNG

STT

Trach

nhiém

Noi dung cong viée

Thi gian

A
Biéu miu

CBDP

Nhén bai thi tir CBSP

CBDP

Kiém tra

- Kiém tra s lwgng bai thi, to gidy thi thuc té so véi sb
ghi bén ngoai tai dyng bai thi:

- Néu khéng trang khép, chuyén vé CBSP.

- Néu tring khdp, tién hanh bude 3

Sau khi hoan
thanh ndi dung 1

CBDP

Panh phach:

- Str dung but myc do

- Panh phach (mg véi sé bao danh vao sb cac 6”S6
phach” trén mdi to gidy thi (Luu y: Mbi t& gidy thi c6 2
6 “Sb phéach”)

- Gach chéo pha"in bo tréng, khong cé dir liéu trong bai

lam cua thi sinh.

Sau khi hoan
thanh ndi dung 2

QC12-B05

CBDP

Kiém tra tinh trang d4nh diu bai:

- Dya vao Quy dinh vé kiém tra, thi va quan Iy két qua
hoc tap dé kiém tra ddu hiéu vi pham quy ché trén timg
bai thi:

- Néu phat hién bai VPQC, tién hanh bic 5.

Sau khi hoan
thanh ndi dung 3




STT | Trach

nhiém

Noi dung cong viéc

Thoi gian

A
Biéu mau

- Néu khong phat hién ra ddu hiéu VPQC, tién hanh

budc 6.

5 CBDP

Lap Bién bén xir 1y bai thi:

- Hinh thirc xir 1y véi cac bai thi vi pham quy ché dya
theo Quy dinh v& kiém tra- thi va quan 1y két qué hoc
tap

- Vé&i nhitng bai thi clia cac thi sinh ¢6 tén trong Bién
ban xir 1y thi sinh vi pham quy ché thi ghi chit VPQC va
hinh thire xtt 1y(néu c6) & dudi 6 ghi s phéach.

Sau khi hoan
thanh ndi dung 4

BBO01 Bién
ban xir Iy
bai thi

6 CBbP

Roc phach:

Roc bai thi 1am 2 phan theo dudng ké trén to gidy thi sao
cho mét phan ctia bai thi 14 bai lam cta thi sinh c6 ghi
ma phéach, phan con lai cua bai thi gdm cac thong tin ca
nhan cua thi sinh va ma phéch.

Lueu y: Khi roc bai thi theo duong ké thi dé lgi mot doan
khoang 1,5¢cm o gan cudi duomg ké dé xé béng tay, lam
co s& dbi chibu gitta bai thi va ddu phéch khi c6 van dé

cdn phai xdc thuc vé bai thi.

Sau khi hoan
thanh néi dung 5

7 CBbP

V.

Ban giao diu phach, BBP va bai thi da cdt phach cho
CBQLBT, két thic quy trinh.

- Sau khi danh phéch, roc phach xong, xép phan déu
phach cua bai thi va danh sach ky tén nop bai, Bién ban
phach...thanh xép, budc gon va giao cho can b quan ly
bai thi kém véi ti bai thi dd dugce doc phach.

- Phin dAu phéch va BBP phai dugc tuyét ddi bao mét
trudce va sau khi ban giao.

- Trude khi ban giao dAu phach, BBP va bai thi da cét
phach, CBDP phai ky tén minh vao BBP vira danh.

Sau khi hoan
thanh ndi dung 6

BIEU MAU

ST
T

A - A
Tén biéu maiu

M3 hoa File biéu miu

Noi lru

Thdi gian

luu

L.

Bién ban phach

BO5 B05 Bién ban phach

BP Khao thi - phong
TT-KT-DBCL

2 nam




Bién ban quan hé
SBD - 56 phéch

3 Bién ban vi pham
QC thi

4 Bién ban xit ly
bai thi

BB01

B08 B19

VL. SOPO LUU TRINH

B03
Bién ban quan h¢ SBD -
s6 phéch

BP Khao thi - phong
TT-KT-PBCL

QC12-B08 BP Khao thi - phong
Bién ban vi pham QCthi | TT-KT-PBCL

BBO01 BP Khéo thi - phong
Bién bén xir Iy bai thi

(xem trang tiép sau)

2 ndm



Bit dau

*l Nhén bai thi tir CPSP

y

Kiém tra, dbi chiéu tong
s6 bai thi, tor gidy thi
thue té véi sb ghi bén
ngoai tai dwng bai thi

Psnh phich

Kiém tra tinh trang
danh d4u bai thi

l Cé diu

Lap bién bn xik Iy bai thi

l

Roc phich

l

Ban giao dau phéch, BBP va
bai thi da cat phach cho
CBQLBT

A

Két thic
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LMUC PICH

ILPHAM VI AP DUNG
Quy trinh nay c6 lién quan dén cac don vi sau day (danh dau x):

0 Phong Pao tao QLKH - HTQT o Phong Ké hoach Tai chinh
X Phong Thanh tra - Khao thi &DBCLGD (BP Khao thi) | o Phong Téng hop
0 Phong Cong tac Hoc sinh sinh vién Cac khoa

IILTAI LIEU VIEN DAN

Quyét dinh s6 500/QD-PHVB Ngay 22/12/2021 v& viéc ban hanh quy dinh v& kiém tra

— thi va quan ly két qua hoc tap cua sinh vién truong Pai hoc Viét Bic.
*Thuit ngir viét tit
- KT&DBCLGD: Khao thi va Dam bao chit lugng gido duc
- KTHP: Piém thi két thic hoc phan
- NHCHT: Ngén hang c4u héi thi
- BM: B6 mén

- PM: Phin mém

- HP: Hoc phén
IV. NOI DUNG
STT | Trach nhiém N¢i dung cong viéc Thoi gian Biéu miu
1 Chuyén vién s6 1 | Xdy dung ké,hogch bién soan ﬂé thi: 3 tuin trude khi thi
phong Thanh tra | - Xy dung ké hoach bién soan dé thi ciin
— Khio thi & ctr theo lich thi ctia phong dao tao
DBCLGD
2 Chuyén vién s6 1 | Cdp nhat NHCHT: ) | Sau khi nha n NHCHT
phong Thanh tra | Cép nhat NHCHT m&i/bé sung/ thi‘iy the/ e
“Khiothi& | chinhsiatircic BM vao PM tron d, | MO¥/bO sung/thay
PBCLGD thé/chinh sira tir BM
3 | Lanh dgo phong | Sinh d@ thi; Cham nht 7 ngay tru6 B21
phy Tréch Khao | - Can cif ké hoach thi, két chu d& thi tién | - | ey trude
" hanh sinh d& thi cho timg HP twong tmg vai | khi mén thi dién ra B24
t s6 ca thi theo lich thi cua Pao tao
- Nguoi bién soan dé thi ky tén xic nhan
vao géc phai ca trang dé thi.
4 | Lanh dgo phong | In dé thi: Sau khi chinh sira d&




STT | Tréich nhiém Noi dung cong viéc Théi gian Biéu miu
phu Trach Khao | -In dé thi (ban dung dé kiém tra) ra gidy in | g dang File.doc xong
thi
5 Chuyén vién s 2 | Kiém tra d¢ in: | Cham nhéit 6 ngay truse
phong Thanh tra | - Kiém tra két cau, hinh thirc cia dé thi, A x
_ Khao thi & dam bao dé thi ding thoi gian quy dinh, khi mén. thi difn ra.
dam bao thong tin, diéu kién vé sir dung tai
bBCLGD liéu/ khong sir dung tai liéu cia d@ thi.
- Ngtr(n kiém tra dé thi ky tén x4c nhén viéc
d4 kidm tra vao mit sau to d@ thi.
6 Chuyén vién s6 2 | Sao in dé thi: Cham nhét 5 ngay
phong Thanh tra | - Thue hién sao in dé thi theo kéhoachthi | 1o on thi didn
—Khao thi & "
DPBCLGD
il Chuyén vién s6 2 Kiém tra viéc sao in dé thi: Ngay sau khi sao in dé
hong Thanh tra | - Kiém tra d& thi sau sao in c6 thiéu trang, | .
phong e B Py N thi xong
_ Khao thi & thieu hay méi chi, s lugng dé thi c6 ding
theo so lugng sinh vién dy thi trén lich thi
BBCLGD
8 Chuyén vién s6 2 | Péng gbi, niém phfmg de thi: Ngay sau khi viéc
phong Thanh tra | - Khong dugc xem d thi, thyc hién viéc Ty
— Khio thi & déng gbi, niém phong céc thi d@ thi da |
dugc sao in (c6 nhan ddn niém phong tai | ket thuac.
BBCLGD cac mép ti dyng de thi va chir ky cua
nguoi niém phong)
- Chuyén cac thi dé thi da niém phong vao
luru trit tam thoi tai phong Thanh tra— Khdo
thi & DBCLGD trong thoi gian mén thi
chua dién ra. Viéc Iuu trit phai ddo bao an
toan, bao mét theo quy dinh.
V. BIEU MAU
STT | Tén biéu miu Mi hoéa File bidu mdu | Noi luu Théi gian luu
0 B21 B21 BP Khao thi - phong
Dé thi két thic Mu thi két thic | TT-KT-DBCL 2 nim
hoc phén hoc phén
2. | Méu két cdu dé thi B24 B24 BP Khao thi - phong 2 nam
MAu két cAu @& thi | TT-KT-PBCL
VL SO PO LUU TRINH

(Xem trang tiép sau)




Bit dau

l

X4y dung ké hoach bién soan de thi ciin
cir theo lich thi cia phong daoe tao

+

Céip nhiat NHCHT vao PM tron, tao de

Y

Sinh dé thi

b

Chinh sia dinh dang dé thi va File.doc ]-—

In @2 thi (ban ding dé kiém tra)

!

sai

Kiém tra dé thi vé két
cAu, hinh thire, thoi

gian

F N

Sao in dé thi

Kiém tra viée sao in
PT veé s6 ban in, chat
lwrong trang in

Péng géi va niém phong tai de thi, chuyén
vao lwu trir tam thoi trwede khi to chire thi
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L. MUC PiCH

- Quy trinh nhim huéng dén chi tiét cach thic dé tién hanh nhap diém thi két thic hoc
phan tir biéu 4 vao phdn mém quan 1y diém.
ILPHAM VI AP DUNG

Quy trinh ndy c¢6 lién quan dén céc don vi sau ddy (d4nh déu x):

0 Phong Pao tao QLKH — HTQT o Phong Ké hoach Tai chinh

| X Phong Thanh tra - Khao thi &DBCLGD (BP Khéo thi) 0 Phong Téng hop

0 Phong Cong tdc Hoc sinh sinh vién

Cac khoa

IILTAI LIEU VIEN DAN
Quyét dinh s 500/QD-PHVB Ngay 22/12/2021 v& viéc ban hanh quy dinh vé kiém tra
- thi va quan 1y két qua hoc tap cua sinh vién treong Dai hoc Viét Béc.

IV. NOI DUNG
STT | Trich nhiém Noi dung céng viée Thoi gian Biéu
méu
1 B¢ phén Khao thi — | Nhan phicu ghi diém/ biéu 4 tir c4n bé | Ngay sau khi hoan B04
phong Thanh tra— | chém thi: thanh chim
Khéo thi & - Can bg phong Thanh tra — Khao thi &
DBCLGD canbd | DPBCLGD nhan biéu 4 tir can bo chim thi
doc diém
2 B phan Kho thi — | Kiém tra dii chit ky, diy du didm chit, | Ngay sau khi nhan B04
phong Thanh tra— | diém s6, téng cong didm trén phiéu ghi | phiéu diém.
Khéo thi & diém:
DBBCLGD; - Can by phong Thanh tra — Khao thi &
DBCLGD kiém tra biéu 4 ddy di chit ky,
téng cong diém ciia timg phiéu ghi diém
3 B{ phén Khao thi — | Doc diém va nhap diém: Ngay sau khi hoan B04
phong Thanh tra— | - Cén b duoc phan cong nhap diém tir | thanh ni dung 2
Khao thi& phiéu ghi diém.
DBCLGD canby | - Céan bo phong Thanh tra — Khéo thi &
doc diém DBCLGD nhép diém vio file Excel ngay
khi can bo chim doc diém tir phiéu ghi
diém.
4 B phén Khao thi- | Kiém tra téng diém trén mdy tinh sau khi | Ngay sau khi nhap
phong Thanh tra— | nhp va tong diém trén phiéu ghi diém: | diém B04
Khao thi & - Céan bg phong Thanh tra — Khao thi &
DBCLGD canbd | DPBCLGD kiém tra déi chiéu téng diém
doc diém gitta phiéu ghi diém véi tbng diém trén
file Excel.
- Can bj phong Thanh tra — Khao thi &




STT | Trach nhiém Néi dung cong vige Thoi gian Biéu
mﬁu
DPBCLGD doc diém tir file Excel dé kiém
tra déi chiéu véi phiéu ghi diém.
5 B¢ phan Khao thi — | In phiéu diém va ky phiéu diém: Ngay sau khi hoan B04
phong Thanh tra— | - Can b phong Thanh tra — Khao thi & | thanh ndi dung 4 B16
Khao thi & PBCLGD in phiéu diém tir file Excel
DPBCLGD c4nbd | thanh 04 ban.
doc diém - Céan bd nhap diém cing véi can bd
phong Thanh tra — Khao thi & PBCLGD
ky vao phiéu ghi diém.
V. BIEU MAU
STT | Tén biéu miu Mi héa File biéu mdu | Noi lwu Thoi gian lvu
1. | Bang quan hé B04 B04 BP Khao thi -
phéach Piém (Biéu Bang quan hé phong Thanh tra— | Khong thoi
4) phach Piém Khéo thi & han
PBCLGD
2. | Bang quan hé B16 B16 BP Khdo thi -
Phach — SDB — Bang quan hé phong Thanh tra — Khoéng thoi
Tén — Diém ( Phéch — SDB — Tén | Khéo thi & han
Béng diém thi — Pidm (Bang diém | PBCLGD

KTHP)

thi KTHP)




VL. SO PO LUU TRINH

Bit diu

h 4
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L. MUC PiCH
-Quy trinh nham théng nhét cach thirc thure hién cong tac giao nhan bai thi két thuc hoc
phan sau khi thi tai truong Dai hoc Viét Bic.
IL.LPHAM VI AP DUNG

Quy trinh ndy c6 lién quan dén cac don vi sau déy (dénh dau x):

0 Phong Pao tao QLKH — HTQT 0 Phong K& hoach Tai chinh
x Phong Thanh tra - Khéo thi &DBCLGD (BP Khéo | o Phong Téng hop

thi)

o0 Phong Cong tac Hoc sinh sinh vién Céc khoa

IILTAI LIEU VIEN DAN
Quyét dinh s6 500/QD-PHVB Ngay 22/12/2021 vé viéc ban hanh quy dinh vé kiém tra
— thi va quan Iy két qua hoc tép cua sinh vién trudong Pai hoc Viét Bic.

IV. NOI DUNG
STT | Trach nhiém Néi dung cdng viée Thei gian Biéu méu
I | Cén bg coi thi va | Nop bai thi 15 phut sau khi thoi
cén bd phong 15 phit sau khi két thiic mén thi, cén b6 coi gian thi két thic
Thanh tra— Khao | thi ndp bai thi tai phong Thanh tra — Khao
thi & PBCLGD | thi & PBCLGD
2 | Can bd phong M@ nién phong tii bai thi: Sau khi hoan thanh B19
Thanh tra— Khao | - Cén bd phong Thanh tra — Khao thi & | budc 1
thi & PBCLGD | PBCLGD mé niém phong tti bai thi va
kiém tra s6 lugng bai thi, chit ky thi sinh
trén danh sach dy thi, chit ky c4n b coi thi
trén bai thi va danh sach du thi, bién ban
(néu c6), Xép bai theo ding thtr ty bio
danh ...
3 | Can b coi thi va | Ban giao bai thi: Sau khi hoan thanh B08
can b phong - Sau khi kiém tra tii bai thi, néu cc théng | budc 2
Thanh tra— Khao | tin d4 tring kh6p va ddy di can b coi thi
thi & PBCLGD | ky véo sb giao nhén bai thi.
4 | Céan b6 phong Luu trir bai thi: Sau khi hoan thanh
Thanh tra — Khéo | - Sau khi nhén bai thi c4n bd phong Thanh | buédc 3
thi & PBCLGD | tra — Khéo thi & PBCLGD dua vao hru

trit dé phuc vy cong tac 1am phach bai thi.




V. BIEU MAU

STT | Tén biéu méiu M3 héa File biéu miu | Noi lru Thoi gian lru
1. | Sé giao nhén dé BO5 BO5 BP Khao thi - phong
Sé giao nhan dé¢ | TT-KT-DBCL 2 nim
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I. MUC PICH

Quy trinh nhim huéng dan c4ch thirc khidu nai két qua hoc tap cia sinh vién Nha
trudng khi ¢6 thic mic vé két qua hoc tap gdm: diém téng két hoc phén, diém thuong xuyén,

diém giita ky, diém thi két thiuc hoc phén.
IL.PHAM VI, POI TUQNG AP DUNG
Quy trinh ndy c6 lién quan dén cac don vi sau ddy (danh diu x):

o Phong Pao tao QLKH — HTQT o Phong K& hoach Tai chinh
x Phong Thanh tra - Khao thi &DBCLGD (BP Khéo thi) | o Phong Téng hop
o Phong Cong tac Hoc sinh sinh vién X Cac khoa

Quy trinh nay ép dung dbi v6i sinh vién dai hoc tai Trudng Pai hoc Viét Bic.
IIL.TAI LIEU VIEN DAN, CAC THUAT NGU VIET TAT

Quyét dinh s6 500/QD-DHVB Ngay 22/12/2021 v& viéc ban hanh quy dinh v& kiém tra

— thi va quan ly két qua hoc tap ciia sinh vién trudng Dai hoc Viét Bic.

*Céc thuit ngir viét tit

- KT&DBCLGD: Khao thi va Pam bao Chét lrgng Gido duc
. KTHP: Piém thi két thiic hoc phin
- TNG: Tréc nghiém gidy

. TNMT: Tric nghiém may tinh

IV. NOI DUNG
STT | Pon vi/Ca nhan Ngi dung cong viéc Thei gian
1 Phong Thanh tra - | Quan ly két qua hoc tap cta sinh
Khao thi & vién, gido dép thic mic cia sinh
DBCLGD, Khoa, | vién vé diém do don vi quén ly
Phong Dao tao,
Trung tdm Dao tao
theo NCXH
2 Giang vién giang | Cong bd diém thi Giita ky cho sinh Trong thoi
day vién chém nhét 07 ngay ké tirngay | gian 07 ngay
thi gifta hoc phan. ké tir ngay thi
- Cong bb diém thuong xuyén vao | gitta hoc phin
budi hoc cudi cling trude khi két
thiic hoc phén.
3 Phong Thanh tra - | Cong bd diém thi KTHP cho sinh
Khao thi & vién:
PBCLGD, Bd Mobn thi tur luan (viét, TNG, tiéu
mon lun, bai tép 16m...): Phong cong bd

diém (rong thoi gian it nhit 10 ngay
tinh tir ngay t6 churc thi.
Mon thi hinh thirc van ddp, tric




STT | Ponvi/Canhin | N§i dung cong viéc Thoi gian
nghiém mdy tinh: B mdn cdng bb
diém ngay cubi mdi budi thi.

4 Khoa Nhap diém Giira ky va diém Trong thdi
thudong xuyén vao hé thong quéan ly | gian 03 ngay
dao tao IU: Gido vu khoa nhép tinh tir ngay
diém gifra ky va thudng xuyén cac két thic hoc
hoc phén do Khoa tryc tiép giang phin
day.

5 Sinh vién - Truc tiép gdp giang vién giang Trong thoi
day hoc phan dé trinh bay y kién, | gian 03 ngdy
thic méc vé diém thudng xuyén, tinh tir ngay
diém gitra ky. Khi nhén dwoc y két thiic mon
kién thic mic cia sinh vién, giang | hoc
vién ¢6 trach nhiém giai dép théc
mic cho sinh vién.

6 Sinh vién Tryc tiép gap Gido vu khoa quan Iy | Trong thoi
céc hoc phén do Khoa tryc tiép gian 03 ngay
giang day dé trinh bay ¥ kién vé tinh tir ngay
didm thudng xuyén, diém gittaky | cong bd diém
dé duoc giai dap

7 Sinh vién - Truc tiép vé phong Khéo thi & Trong thoi
DBCLGD dé trinh bay v kién, thic | gian 03 ngay
mic vé két qué bai thi két thic hoc | tinh tir ngay
phén. cong bd diém

thi

8 Sinh vién - Truc tiép vé Phong d4o tao aé Trong thoi
trinh bay y kién, thic méc vé két gian 10 ngay
qué diém tong k&t hoc phan. ké tir ngay

cong bd diém.

9 Sinh vién Sinh vién khong dbng ¥ véi nhimg | Ngay sau khi
giai d4p thic méc ciia cac donvi | duoc giai dép
lién quan vé céc loai diém tai muc thic méc
5,6,7.8 cé quyén khiéu nai két qua
diém. Pon khiéu nai giri vé& céc don
vi ¢6 trach nhiém tai muc 5,6,7,8.

10 Khoa/Phong/Trung | Giéi quyét khiéu nai ctia sinh vién | Trong thoi

tam theo dom cén cir trén nhitng quy gian 05 ngay
dinh hién hanh va tra 16i két qua ké tir ngay

bing van ban cho sinh vién biét

a A g4
cong bd diém.
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