PHU LUC 1

QUY TRINH TO CHUC PAO TAO TRINH PQ THAC SI

P

QUY TRINH NHAP HQC VA KHAI GIANG

. . TRACH
NOI DUNG R
- Sau khi c6 quyét dinh tring tuyén, phong Sau dai hoc (phong SPH) giri

QUYET R uyét dinh tring tuyén va gidy bao nhap hoc cho hoc vién trang tuyén;

DINH HOC VIEN quy g tuy glay p gty Phong

TRUNG » TRUNG A P - 7 .

TUYEN, TUYEN - Hoc vién tring tuyén nhan Giay bao nhap hoc va lam tha tuc nhap hoc; SPH,
GIAY ‘ o " Hoc vién
B AQ | - Truong ra quyét dinh cong nhan hoc vién cao hoc; tring
NHAP . , tuyén,
HOC LA?UTCHU - Phong SPH phoi hgp véi cac don vi ¢6 lién quan t6 chirc buoi khai gidng Khoa v

‘ | A . A oava
NHAP va sinh hoat dau khoa cho hoc vién; .
HOC cac don vi
- Phong SPH s& cung cip dia chi mail cho mdi hoc vién cao hoc (hoc vién) c6 lién
v theo quy dinh ctia Truong Pai hoc Kinh té - Luat (Trudng). Hoc vién co trach quan
nhiém kiém tra mail thuong xuyén dé nam bét cac thong bao va sir dung mail
KHAI nay trong cac giao dich vdi cac don vi trong Trudng.
GIANG
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UC PAO TAO PAO

QUY TRINH LAP KE HOACH VA TO CH

LUUDO

. TRACH
NOI DUNG NHIEM
o |
DAI -l KHOA
HOC (c) (a): Phong SPH giri danh sach 16p va lich giang bang van ban tdi cac khoa
(b) dé phan cong giang vién; Phong
\ 4 5
(d) (b): Khoa moi gidng vién, ké ca giang vién thinh gidng tham gia giang day SPH,
VIEN (c): Khoa guri phan cong giang vién bang vin ban va file mém vé phong trang
TH()I SPH trong thoi gian 10 ngay lam viéc sau khi nhan danh sach 16p va lich giang tuyén,
KHOA tir phong SDH;
BIEU phong ’ ) ) cac Khoa
CHINH WEB (d):Phong SPH 14p thoi khoa biéu chinh thuc kém lich thi (dy kién) va va
THI:IC > PHONG thong bao dén cac khoa, giang vién, hoc vién; dong thdi phd bién trén trang ) .
L\IICI?H web phong SPH. Riéng d6i v6i giang vién thinh giang phong SPH s& 1am hop cac,dqul Vi
i dong giang day. co Hen
THI DU £ glang cay quan
KIEN
Phong
. . . . SbH
PHONG PHONG Phong SDH chuyén thoi khoa biéu va thong ké phong hoc cho phong Co sé ‘
%ﬁg , CSCV, vat chat va phong Ké hoach — Tai chinh dé phdi hop trong viée b tri va theo Phong
HOC PHONG ddi viéc phuc vu am thanh, 4nh sdng, may chiéu, may lanh cta phong hoc va CSvC
KH-TC thanh toan. Phong
KT-TC
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A

UC THI H

TO CH

TRACH

ET MON CAO HQOC

¢ DI D _
LUU PO NOIDUNG NHIEM
. ‘ Phong SPH phdi hgp phong Khao thi & Dam bao chét lugng (phong
PHONG (a) PHONG e a o 2 ,
SAU | KHAO KT&DPBCL) trong vi¢c to churc thi hét mon, cu thé nhu sau:
DAl THI & 2): Phong SPH xép lich thi chinh thiic, thong bao lich thi chinh thie cho
HOC (d) DPAM & P 5 8
T BAO phong KT&DPBCL va (b) hoc vién trong tuan thir 09 cua ting hoc ky tinh tur
CHAT | | ngay bat du hoc mon dau tién; mon thi dau tién sé bat dau tir chi nhat cta ‘
() |®) LUGNG NI : T U A A 4 s X A Phong
v g tuan thir 13 cua hoc ky; Céc 16p t6 chure tai don vi lién két dao tao thi s€ cong SPH,
HOC bo lich thi chinh thirc trude ngay thi 20 ngay lam vi¢c. Phong
N\C]iII]{EII;I::’N (¢): Hoc vién hoc lai, boi dudng sau dai hoc, nghién ctru sinh (c6 hoc b6 | KT&PBCL,
cUU sung kién thirc) c6 trach nhiém dang ky mon hoc cho phong SPH cham nhat | Giang vién
SINH v sau 7 ngay lam viéc khi cong bd thoi khéa biéu chinh thire ciia khoa; Hoc vién
CAN BO (d): Phong SPH gui danh sach hoc vién du thi c¢6 ty 1& diém thanh phan Nghién ciru
COI THI | | vé phong KT&PBCL trudc 7 ngdy lam viéc ciia mon thi dau tién trong hoc sinh

ky dé phong KT&PBCL in danh sach thi;
Phong KT&DBCL thyc hién cong tac tiép nhan va in sao dé thi, phan

cong can bd coi thi va td chirc thi theo quy dinh cua truong;
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A

EM SAU THI HET MON CAO HQC

>

XU LY PI

TRACH

LUU DO NOI DUNG NHIEM
- (a):Phong KT&DBCL quét phiéu diém, sao luu va chuyén file anh, file
PHONG text, bang diém va céc bién ban xtr 1y (ban gbc) 1én hé théng MarkReaderva
SAU bDAI HOC a1 N - A 1a N STy iAo
. hau kiém 1 trong 3 ngay lam viéc sau khi nhan bang diém tir giang vién va
chuyén bang ctiing cho phong SPH vao ngay cudi cung cua hang thang;
(a) ¢y (b): Phong KT&DBCL cong bd két qua cho hoc vién, nghién ctru sinh.
Hoc vién, nghién ctru sinh vao tai khoan web ca nhan xem diém thi v&i hinh
(d) thirc bang file anh;
Kg‘(?)A’ « PHONG Phong SPH tién hanh hau kidm 2 va dwa diém vao hé théng UIS trong
MON KT& Vbrng 2 ngay lam viéc ké tir ngay Phong KT&DPBCL dua bang diém vao hé Phong
TRUC PBCL thong MarkReader; SPH,
THUOC © > (¢): Trudng hop hoc vién, nghién ctru sinh mudn phic khao, khiéu nai Phong
4 diém thi dang ky online trong tai khoan c4 nhan trén myUEL trong vong 5 | KT&DBCL
ngay lam viéc ké tir ngay Phong KT&PBCL cong bd bang diém file anh trén Khoa
©| (| |® | MyUEL; N
Phong KT&DBCL xir 1y sao lyc bai, in bang diém giri vé Khoa va B Hoc vidn
HOC mon tryc thude trong vong 3 ngay lam viéc ké tir ngay hét han dang ky cua '
VIEN mon phuc khéo.
N G§IEN (e): Khoa phan cong giang vién cham phl'lcq khao va chuyén két qua vé
cUU phong KT&DPBCL trong vong 5 ngay lam viéc ké tir ngay nhan bai phuc khao
SINH tur phia phong KT&DBCL;

(f): Phong KT&PBCL quét phiéu diém, sao luu va chuyén file anh, file
text, bang diém va céc bién ban xtr 1y (ban gbc) 1én hé théng MarkReaderva
hau kiém 1 trong 3 ngay lam viéc sau khi nhan bang diém phiic khao tir giang
vién va chuyén bang cimg cho phong SDH vao ngay cudi cung ctia hang thang;
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(g) Phong KT&DBCL cong bd két qua cho hoc vién, nghién ciru sinh.
Hoc vién, nghién ctru sinh vao tai khoan web ca nhan xem diém thi voi hinh
thirc bang file anh;

Phong SPH tién hanh hau kiém 2 va dua diém vao hé thdng UIS trong
vong 2 ngay 1am viéc ké tir ngay Phong KT&DPBCL dua bang diém phuc khao
vao hé théng MarkReader;
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