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L. MUC PICH, YEU CAU
1. Muc dich

- Théng nhit thoi gian giao - nhan bai thi, ma phéch, bién ban chdm thi, bing diém thi két
thuic hoc ph?m d6i véi sinh vién cac h¢ dao tao chinh quy, hé vira lam vira hoc, hé dao tao sau dai
hoc; |

- Théng nhét cach thirc phén cong va roc phéch bai thi;

- Théng nhét cach thitc quan 1y diu phach va bai thi da chdm tai Trung tdm Khao thi;

- Xéc dinh trach nhiém cia cac ci nhén, don vj ¢6 lién quan dén cong tac quan 1y bai thi,
roc phach va chim thi.

2. Yéu céu

- Viéc giao — nhén bai thi, roc phach, bién ban chim thi va bang diém theo theo ding thoi
gian quy dinh;

- Qua trinh roc phach va d6i chiéu diém bai thi phai nhanh chdng, kip thdi, chinh xac;

- Cong téc quan ly bai thi phai an toan, khoa hoc va hiéu qua

IL. PHAM VI AP DUNG

Quy trinh nay dugc 4p dung cho céng tic giao — nhan, quan ly, roc phach va chidm thi két
thiic hoc phi“m dbi véi cac h¢ dao tao: chinh quy, van b%mg 2 h€ chinh quy, vira lam vira hoc va
Sau dai hoc tai trudng Pai hoc Luét TP. Hd Chi Minh.

IIL TAI LIEU THAM KHAO/ VIEN DAN

1. Quy ché Tuyén sinh ciia B¢ Gido duc va Dao tao;

2. Quy ché TS chire thi va chdm thi két thic hoc phin duoc ban hanh kém theo Qb sb
5068/Qb - DHL ngay 27/3/2014 cia Hiéu truong Trudng PH Luét TP. H Chi Minh Hop nhit
cac quy dinh vé T6 chirc thi va chidm thi két thuc hoc phin (Ban hanh kém theo Quyét dinh
50:1685/QD-PHL ngay 10 thang 10 nim 2011 duoc sira ddi b sung theo Quyét dinh s& 766/QD-
DHL ngay 11/5/2012, Quyét dinh sé 695/QD-PHL ngdy 24/4/2013 va Quyét dinh 2065/QD-DHL
ngay 29/11/2013 cua Hiéu truéng Truong Pai hoc Luat TP, H) Chi Minh).
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IV. TU VIET TAT
1. Trung tdm Khao thi :TT Khao thi
2. Phong Dao tao - : P.Pao tao .
3. Phong quén 1y hé vira lam vira hoc : Phong QL hé VLVH
4. Phong Dao tao Sau dai hoc : Phong BT SPBH
5. Cén bd phu trach buédi thi : CBPT
6. Vin Phong khoa : VPK
™ 7. Trgly khoa : TLK
8. Giang vién : GV
9. Vin bing 1 : VB1
10. Van bing 2 : VB2
V. NQI DUNG:
Luu 36 N§i dung cong vigc tljag;b;;?é:‘ Chuin chit lwgng Miu hé so
1. D6i véi cac 1op chinh quy - Tai bai thi phai ¢6 day ]
VBI1: da cac yeu t6: - Giay thi;

Trong thoi han 02 ngay ké nr
ngay t6 chirc thi, CBPT budi thi
giao tui bai thi, d& thi va cac thu
tuc kbhac cho TLK cua Khoa
chuyén mén, B4 mén thude truong
tai Van Phong khoa
2. H¢ vira lam vira hoc, vin b'?mg 2
hé¢ chinh quy va Sau dai hoc
a) Cdc lo’p thi tai TP. HCM:

TLK ngp bai thi cho TT Khao thi
trong thoi han 02 ngay ké tir ngay
td chirc thi.

b) Cdc I6p thi tai cdc dia phuong
khdc: CBPT giao bai thi cho TLK
tai VPK vao _ngay lam viéc ké tiép
sau khi tr v& TP. Hd Chi Minh.

3. Kiém tra cac théng tin va tién
N hanh ma héa céc tai bai thi.

Giao
nhén bai
thi

- CBPT
- Trg Iy khoa
- TT Khao thi

~02Péthi - - - |- Tai dung bai
- Bai thi thi,

- Danh séach sinh vién | - Bién ban xir
ky tén nop bai; 1y vi pham;

- Bién ban x 1y vi| - Sé giao -
pham quy ché (néu ¢0); | nhén bai thi

- Tui bai thi phai dién
day du cac thong tin va
¢6 chit ky niém phong.

- Bai thi danh sé4ch sinh
vién du thi va tai dung
bai thi phai c6 chit ky
cua can bd coi thi.
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QUAN LY BAI THI KET THUC HQC PHAN
Luu do Nbi dung céng viéc Ngubi chiu Chuin chit lwgng Mau hb so
trach nhiém
1. Xay dyng bang ma phach bai - Phong QL | - Pam bao chinh x4c va | -Bang phach
L i hé VLVH ddy dt theo danh sach | - Lich thi
Xiy dung - Hé VI‘I(:EI lam wvira hoc - P.Dao tao vién du thi.
mi phich - Vén bing 2 hé chinh quy - Phong BT
bai thi - Hé Sau dai hoc SPH - Theo ké hoach td
2. Ngay thir Hai hang tudn giao - TT Khdo thi | chirc thi hang tudn
nhéin ma phach
1. Lanh dao phan cong can bd roc | - Gidam ddc | - Dam bao tinh khach |- Theo ké
phach bai thi. s A : . .
2. Giao bai thi TT Khao thi | quan, cong bing, kip | hoach ‘ Cong
3. Roc phach bai thi - Cén bd | thoi. tac tudn cua
- Buge 1: Kiém tra sb lrong bai thi uan 1y bai don vi va cd
y va xép bai thi theo mi phach. 4 Y
Phén cong i)\)?ulzc 2: Danh mi s6 phdch trén | thi; - bPam béo tinh chinh | nhan;
va rgce al thi; . . Ny _ nia .
phch bai | - Budc 3: Roc phach bai thi xc, kip thoi, nhanh [Bién bn
thi - Buoe 4: Bo bai thi, bién ban chim chong. cham thi;
thi, dé thi vao tdi bai thi va niém 'O
- S0 giao-
phong.
4. Bai thi dwgc giao lai cho cdn b | - Can bd roc nhan bai thi
quan Iy bai thi ciia Trung tdm., o as
5. Pau phéch bai thi dugc bao quan phach bii thi
theo ché d¢ bao mat.
1. Hé chinh quy - VBI:
- TLK giao bai cho GV trong thdi | - TLK . . 3.
han 02 ké tir khi nhan bai thi trén | - Lanh dao |~ Dam  bdo nhanh |- S6 giao -
co s& danh sach 1anh dao d3 phén | khoa/ Truong | chong, kip thdi, chinh | nhan bai thi
cong. by mon X4C; - Bang phan
2. Dé6i vdi cdc I6p vira lam vita hoc | - Giang vién ’ g’ P
va vin bing 2 hé chinh quy. - Phédn cong dam bao | cong cham thi
. - TT Khao thi giao bai thi di roc . A s : 2
Giao bai thi (| hach cho TLK trong thoi han 04 khach quan, cong bang; | - Quy dinh T6
pg:c':-'cé ngay lam viéc ké tir khi nhan dugc - Quy trinh cham thye | chie thi va
V. re g v .
tui bai th y A . Y £ .
chém thi || 0 Bo mon hose Lanh dao | - Cén bo  Nién theo Quy dinh vé | cham  ¢hi
khoa (trong trudmg hop Truémg B | quan 1y bai | T6 chirc thi va chdm thi | chAm thi két
mdn ving, v.v..) phin cong gidng | thi chdm thi két thic hoc | thic hoc phin
vién cham. .
! 3. D3i véi cdc Iop Sau dai hoc: phan,

[
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Lwu d Noi dung cong viéc Ngudi chju Chuén chit lrgng Miu hé so
trach nhiém
- TT Khdo thi giao bai thi d3 roc | - Phong PT
phach cho Phong BT SDH trong | SDH
thoi han 03 ngay 1am viéc k& tir khi
nhén dugc tai bai thi;
- Phong DT SDH giao cho giang
vién cham,
1.Hé dao tao VBI chinh quy
- Trong thoi han 20 ngay ké Sé giao- nhan
ngay GV nhdn dugc bai thi tir Viéc cham va ndp lai | bai thi
TLK, GV nop lai ti bai thi d4 |- Troly khoa | bai thi phai dung thoi
chim, dé thi va bang diém cho - Gidng vién | han quy dinh.
TLK - P. Pao tao
2. H¢ dao tao VB2 chink quy va hé | - TT Khao thi | Thoi han ndp bai thi
veea lam viva hoc - Phong QL | dugc ghi rd trén tai bai
- Trong thdi han 20 ngay ké tir | hé VLVH thi.
ngay TLK nhan duge bai thi tr TT
Khao thi, GV nop lai tui bai thi da
y chidm, d& thi va bang diém cho
Giao — TLK;
nhan bai - TLK nop lai tui bai thi, @ thi va
thi di ch4m || bang diém cho cac b phén ¢6 lién
quan vao ngay lam viéc ké tiép.
3. Hé dao tao Sau dai hoc
- Trong thoi han 20 ngay ké tr
ngay nhan duoc bai thi tir TT Khao
thi, gidng vién ndp lai thi bai thi d3
chdm, d& thi va bang diém cho
Phong BT SBH
- Phong DT SPH nop lai tai bai
thi, d& thi va bang diém cho IT
Khéo thi vao ngay lam viéc ké tiép.
1. TLK giao bang diém cac 16p | - Tro ly khoa ! - Cong tac giao nhan - Bing diém
ﬁﬁ;‘;h oy Bl eho H Ch?nal‘fq‘iio - TTKhiothi | Bién ban chdm thi vd | - Bién ban
2. TT Khao thi giao bién ban chdm | - Phong QL bang diém phai nhanh | cham thi
thi cdc lép chinh quy VB2 cho P. hé VLV h Kip thovi 3 gi
Do tao nhdp diém bai thi cua ha | ¢ VLVH chong, Kip thol. " S0 glao
Il chinh quy. -P.Daotao | - Viéc nhép diém phai | nhan
4




GIAO NHAN RQCP HACH VA Trang/ téng sé trang: 5/7
QUAN LY BAI THI KET THUC HQC PHAN
Lyru do N¢i dung cdng vige Ngudi chiu Chuén chit lrgng MAiu hd s¢
trach nhiém *
\ 3. TT Khao thi chuyén bién ban | - Phong BT | chinh xéc, khach quan
A a:k cham thi c4c lép hé vira lam vua
r& N'L‘-:,g g:f“‘ hoc cho Phong QL hé VLVH dé | SPH
nhap diém thi cia h¢ vira lam vira
hoc.
4. TT Khao thi chuyén bién ban
cham thi cac 1é6p hé Dao tao sau dai
hoc cho Phong BT SPH dé nhap
diém thi cta hé sau dai hoc.
~ CB roc phach d6i chidu diém thi | - Can b roc [ Cong tic d6i chiéu | - Bién ban
[ giftta bai thi, bién ban chim thi va | phach diém thi phai kip thoi, | chim thi
Chrra 4 bang di€ém do Phong QL hé VLVH, | - Phong QL | chinh xac, khach quan |- Bang ghi
diing P.Dao tao va Phong DT SPH | hé VLVH diém theo sb
Déi nhdp, ky xdc nhén su chinh xéc | - P. Péo tao phéach
chiéu gitra 3 diém nay va chuyén cho cac | - Phong BT - Bai thi
diém Phong dao tao c6 lién quan dé cong | SDH
bd diém. Thoi han dbi chiéu tdi da
ping | 18 03 ngay ké tir ngay nhan duoge
bang diém nhap.
1. Céc P. Dao tao c6 trach nhiém -Phong BT | Céng bd diém ding | Bang  diém
cong bd diém thi bing vin ban c6 | - P. | théi han, chinh xac chinh thirc
— chir ky cta Lanh dao don vj va | QLHVLVH
gi%::g::; cdng bd trén trang web cho sinh | - Phong BT
vién thudc Phong minh quan ly. | SDH
Bang diém chinh thic duge Iuu tai | -TT Khao thi
A don vi, TT Khao thi @8 theo doi.
1. Cdc I6p chinh quy — VBI: Céc | -P.Paotao | Cham bai thi phuc khio | - Bai thi phic
Khoa chuyén mén, B6 mén thudc | - P. | phai dam béo tinh chinh | khao
trudng chiu tréch nhiém: QLHVLVH | xédc, khach quan, kip |- Bién ban
- Nhan don va 1¢ phi phic khao déi | - Phong DT | thoi cham thi phuc
véi hoc phén thuge don vi quan ly. | SbH khao
- Rt bai thi phic khao - TT Khdo thi - S0 giao-
- Phén cong GV chdm phiic khao - Giang vién nhén bai thi
- Cong bb didm phuc khao chdm bai.
Ph""c_ kh'éo - Chuyen bang diém phiic khao | - Trg Iy khoa
bai thi (neu thay dbi) cho P. Pao tao nhip
diém va cong bd.
2. Hé vira lam vira hoc, van bing 2
hé chinh quy va Sau dai hoc
- P. Dao tao, P. QLHVLVH,

TRUONG DH LUAT TP.HCM
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Lwru do Ngi dung cong viéc . Chuin chat lwgng Mau ho so

Phong DT SPH tao nhan don va 1é
phi phic khao cua SV thugc Phong
quan ly va chuyén don vé& TT Khao
thi

- TT Khao thi rat bai thi phuc khao
giao vé Khoa va Phong BT SPH
chim phuic khao.

3. Thoi han chdm phuc khao 1a 07
ngady ké tir khi GV nhén bai thi tir
TLK hodc Phong DT SPH.

4. TT Khao thi chuyén bang diém
phic khao cho céc P. Pao tao ¢6
lién quan dé cong b diém

Lun
ho so

1.Hé chinh quy - VBI:

- Bai thi duogc quan ly tai Vin
Phong khoa dén hét thdi han sinh
vién phuc khao, sau d6 bai thi duoc
chuyén giao cho P. Pao tao quan
ly.

2. Hé vira lam vira hoc,vin bcing 2
hé chinh quy va hé dao tao Sau dai
hoc:

- Két thuc thoi han phiic khao, bai
thi dugc luu gitr tai kho cua TT
Khao thi

- Thoi gian huu giit bai thi 1a 02
nam ké tlr ngay thi.

- Viéc tiéu huy bai thi phai thanh
1ap Hoi déng,

- Khoa/Bd
moén  thudc
truong;

- TT Khao thi

Cong tac quan ly baj thi
phai dam bao an toan,
khoa hoc.

S6 quan ly bai
thi theo hoc
ky/ndm hoc
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VLBIEU MAU AP DUNG:

'z x Thoi gian luu .
TT Tén biéu mau Ma hoa , , Noi luu
t6i thiéu

1. |Sé giao - nhén bai thi Khéng ma héa 2 nam TT Khao thi
2. M3 phach Khéng m3 hoa 2 nim TT Khio thi
3. IBién ban chdm thi Khéng ma hoa 2 nim TT Khao thi
4, [Biénban xirly thi sinh vi pham Khong m3 hoa 2 nam TT Khao thi

quy ché thi
5. [Danh sich sinh vién ky tén nop Khong ma héa 2 nim TT Khao thi

bai thi

2 . TT Khao thi

6.  Bang diém Khong mi héa 2 nam Cic P. Do tao
7. |Bai thi va ddu phach bai thi Khong ma héa 2 nim TT Khao thi




