KHOA THUY SAN M sé:

Quy trinh Ban hanh lan:

Ngay hi¢u luc:

GIAO NHAN PE THI & BAI THI

Trang/Tong sb trang:

I. MUC PiCH VA PHAM VI AP DUNG:
1.MUC PiCH

Thi tuc quy trinh nay duoc xdy dung, thuc hién nham kiém soat dé thi, bai thi nhim dam bao
su cong bang va nghiém tlc trong hoc tap, thi ctr va chat luong trong gido duc, dao tao.

2. PHAM VI AP DUNG tai céc 16p thudc khéi chinh quy, hé vira hoc vira 1am cta Khoa.
Il. TU VIET TAT

- CBCT: Can bd col thi -TLGV: Tro 1y gido vu
-GV: Giang vién - CBKSTL: Can b6 kiém soat tai liéu
- VPK: Vian phong khoa - TTKT: Trung tam khao thi
- PH: Phan hi¢u
111. NOI DUNG QUY TRINH
Luu do cac buée Noi dung thue hién Nguoi chiu trach A
A A Ax s LA ‘A oA HO so luu
cong viéc (MO ta cac budc cong viéc) nhiém
- Vao dau mdi hoc ky, theo quy dinh
GV gtri d¢é thi (ddi véi cac mon hoc cho - Lich thi
Cong tac cac 16p da c6 thoi khoa biéu hoc trong - Lich phan cong
chuan bi hoc ky d6) vé vian phong khoa cho géc thi & xin dé
TLGV. thi
- Cudi mdi hoc ky, theo ké hoach cua - Pé thi
Phong dao tao, TLGV nhan lich thi cua - S ban giao dé
cac 16p chinh quy tr Phong Pao tao thi
thong bao dén GV. Khoa t6 chirc thi cho - S ban giao bai
cac 16p h¢ chinh quy (tin chi). thi
- Ddi véi cac 16p thude cac PH Gia Lai - Bai thi

va Ninh Thuan, TLGV khoa nhan lich
thi tr Phong dao tao va thong bao cho
GV. TTKT nhan dé thi tr GV va to
chic thi. TLGV nhén bai thi tr TTKT
va chuyén cho GV.

- Can cu vao lich thi, TLGV Xép lich
phan cong Can bo coi thi (CBCT) va
xin dé thi (d6i v6i cac mén hoc GV
chua goi dé thi) goi vé cac bd mon.

\ i

- Pé thi trude khi giao phai dwoc niém

Ban giao . : .
a3 tghi phong can than. Bén ngoai phong bi ghi
rd mon thi, thoi gian thi, gido vién phu

1 trach mon hoc va hinh thire thi.

- Khi giao nhan d¢ thi phai ghi vao so
giao nhan de¢ thi va ky giao nhan.




Luru do cac buée Noi dung thue hién Nguoi chiu trach A
A A Ax o s LA - o Ho so luu
cOng viéc (MO ta cac budc cong viéc) nhiém
- Ban d¢ thi in sao dé thi cho toan bd
dot thi (theo hoc ky)
- Sau mdi budi thi, TLGV nhan bai thi
Y tr CBCT, tién hanh dém bai, niém
Ban d@iao phong tui bai thi.
bai thi - Bai thi dugc goi vé cho gido vién
trong vong 1 tudn ké tir ngay thi mén
hoc
- Khi giao bai thi, phai duoc ghi day
da mén thi, s6 lugng bai thi, sb to gidy
thi va ngudi nhan phai ky vao s giao
nhan bai thi.
- Trong moi thi bai thi c6 01 danh sach
theo mau théng nhét ctia Phong dao tao
dé GV ghi diém thi (Danh sach phai c6
day du chit ky cua sinh vién du thi va 2
! CBCT).
- Cic dé thi chua st dung phai giit
nguyén dau niém phong va dugc Tro 1y - Pé thi
gido vu luu giit can than trong ti dung - Bai thi
Luu trtr dc thi. .2 . ;
bai thi - Sau ‘khl to chirc ’[hl,‘ TLGV luu tat ca
as thi’ céf dé thi vao file hé so theo tung bd
mon.
- Gio vién sau khi cham bai va vo diém
phai luu tat ca cac bai thi dé khi can co
thé tra ctu.
IV. MAU BIEU SU DUNG :
STT | Tén biéu miu Mi s6 biéu | Thoi gian luu Noi luu Nguoi/by phan chiu
maiu tdi thiéu trach nhi¢ém
Lich thi GV
01 | Lich phan cong gac VPK, B mén | TLGV
thi & xin dé thi 2 nam CBCT
Xpa e GV (hodc nguoi nhan
02 gg EZE giZﬁ E?tﬂ? VPK bai thi, diém thi)
g TLGV
GV (hodc can bo GV
o - A A nhén bai thi)
03 | Bai thi 5 nam Bo mon LGV
CBCT
GV
04 | Dé thi 2 ndm VPK Nhan vién in dé thi
TLGV




Nguoi soan thiao
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