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Ma sé: QT. PT.05
QUY TRiNH Lén ban hanh: [01]... ... .
PANG KY HOC PHAN Ngay ban hanh: .../..../.....
Phong BT
TN oolinns
1. MUC PiCH

Théng nhét trinh ty, thu tuc va phan céng trach nhiém trong viéc té chirc dang ky hoc
phan danh cho sinh vién hé chinh quy.

2. PHAM VI AP DUNG
Quy trinh nay dugc ap dung trong viéc to chirc dang ky hoc phan danh cho sinh vién
hé chinh quy.

3. TAILIEU VIEN DAN
Tiéu chuin Quéc gia TCVN ISO 9001-2015.

4. PINH NGHIA/THUAT NGU/CHU VIET TAT
4.1 Dinh nghia
4.2 Thuat ngtr

4.3 Chir viét tat
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5.NQI DUNG QUY TRINH
5.1 Luu d6 quy trinh

Phong Pao tao

3 | Phong Pio tao,
SV

4 Phong Dao tao,
SV

> Phong Pao tao,

Khoa/BM, SV
6

Phong DPao tao
-

Phong Dao tao,

SV

TB ké hoach PKHP va cong bd
trén website

'

Ping ky hoc phén chinh thirc

A

Piing ky hoc phin hoc lai, cii thién

!

Buée | Trich nhiém Tién trinh Tai li¢u /Biéu miu
1 : 3
Phong Do tao,
Xép TKB I6p hoc phin
Khoa/BM
2

Huéng dan dang ky
hoc phin

Diéu chinh, hily mén hoc =

l Diéu chinh

Chét danh sach, hiy
16p, ghép lop

Két thisc PKHP, SV
xuit két qua ding ky

Huéng din xuat phiéu
dang ky
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5.2 Dién giai quy trinh

- - -~ . . . 1
STT Ni dung chi tiét Dan ¥1iCh nhitn | Thingian e
chiu trich nhiém thwe hién lién quan
. Phong Dao tao sap xép thoi e Tuan 9 va tudn
Bardel khoa biéu céc 16p hoc phan. Phong Dao tz0 32 ctia ndm hoc
Phong Dao tao 1ap ké hoach X s
Buéc 2 | ding ky hoc phdn va thong | Phong Dao tao ift“;? ‘f"cé‘.h’
bao trén website. e
Sinh vién thuc hién ding ky ‘
Bubes hoc phan céc moén hoe chinh | Phong Dao tao, 2 tuén trudc khi
thirc truc tuyén trén website | sinh vién bat dau hoc ky
cua phong Pao tao.
Sinh Vi‘én thuc hién dang ky }
Buée 4 hoc phan céc moén hoc lai, cai | Phong Dao tao, 1 tuan trude khi
£ thién truc tuyén trén website | sinh vién bat dau hoc ky
cua phong Pao tao.
. S"lh viai thL‘rf h“?,“ kniy hc:)c Phong Dao tao, 2 tudn sau khi
Buwée 5 | phan truc tuyén trén website : th 2 £ X
\ X A sinh vién bat dau hoc ky
cua phong Pao tao.
Buée 6 g?onip%}o Eia;;h?cﬁe;gﬁa Phong Pao tao, 2,tu§‘1‘n sau khi
e hzx;g %m & sinh vién bat dau hoc ky
Sinh vién thuc hién xuat két Phéng Dio'tao, 2 tudn sau khi

Buwoe 7

qua dang ky hoc phan, déng
hoc phi.

sinh vién

bit ddu hoc ky

5.3 Quy dinh trach nhiém phéi hop thye hién quy trinh

- Phong Dao tao chiu trdach nhiém thuec hién cdc cong viéc lién quan dén qud trinh dang
ky hoc phan.
- Sinh vién theo doi thong bdo va thuc hién dang ky hoc phan.

6. DANH MUC BIEU MAU

Tén Tai liéu/Biéu mau/

STT C M hin
hwéong dan
| | Hudng din ding ky hoc phin | BMI- QT.PDT. 1
» | Huéng dan xuat phiéu dang ky | BM2- QT PDT.2
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7. HO SO LUU TRU

STT

Tén van ban

Thoi gian luu triv

B6 phén
chiu triach nhiém lwu trir

dinh; Bzeu mau.. ]

8. PHU LUC KHAC (Néu c6)
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7. HO SO LUU TRU

STT

Tén vin ban

Thoi gian luu triv

B§ phin
chiu triach nhiém leu triv

8. PHU LUC KHAC (Néu cé)
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