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Ma s6: QT.VNH-05

QUY TRINH
QUAN LY CONG TAC THUC TAP Lan ban hanh; 02
THUC TE . .
VNH Ngay ban hanh: 05/08/2024

1. MUC DPICH, YEU CAU:

Thuc hién Quy trinh nay nham dam béo cong tac thuc tap thuc té cta sinh vién cé ké
hoach, c6 chat lugng, phu hop véi ndi dung chwong trinh dao tao, cé kiém soat va dat hiéu
qua cao.

T4t ca sinh vién, giang vién va cac bd phan lién quan ctia Khoa nim rd va tuan thd
quy dinh vé t0 chirc va thuc hién cac dot thuc tap thuc té.

2. PHAM V| AP DUNG:

Quy trinh nay duogc ap dung khi lap ké hoach va trién khai thwc hién cong tac thuc
tap thuc té danh cho sinh vién bac dai hoc cta Khoa Viét Nam hoc, gidng vién va sinh vién
cta Khoa Viét Nam hoc cling nhu cac ca nhan va bd phan co lién quan khi to chirc dot thuc
tap.

3. TAI LIEU VIEN DAN

- Quy dinh vé thuc tap chuyén mén doi voi sinh vién hé chinh quy dwoc ban hanh
kém theo Quyét dinh s6 241/QD-XHNV-DT ngay 25/03/2016 clta Hiéu trudng Trudong Dai
hoc Khoa hoc Xa hdi va Nhan van.

- Quy dinh vé thuc tap chuyén mon dai hoc chinh quy chuong rinh chuén tai Diéu 12
Quy ché thu chi ndi bd ctia Truong Dai hoc Khoa hoc xa hdi va Nhan van.

4. DINH NGHTA/THUAT NGU/CHU VIET TAT
4.1. Binh nghia
4.2. Thuat nglr
4.3. Chir viét tat:
- TTTT: Thuc tap thuc té
- BCN: Ban Chu nhiém
- GVK: Giao vu Khoa
- QLDT: Quan ly bao tao
- KHTC: K& hoach - Tai chinh
- GVHD: Giang vién hrdng dan
- SV: Sinh vién



5. NOI DUNG QUY TRINH:

Buédc

5.1. Lwu dé quy trinh:
Trach nhiém
- GVK

-SV
- Phong QLDT

- Phong QLDT
-SV

- BCN Khoa
-SV

-GKV
- Ban Giam hiéu

- Phong QLDT
- Phong KH-TC

Phong T0 chtrc-
Can bd

- GVHD
-SV

- GVHD

- Trwong doan

Tien trinh

Théng bao dang ky
hoc phan TTTT

SV dang ky hoc phan TTTT
trén website POQLDT

Hop BCN Khoa va SV xac
dinh dia diém, kinh phi TTTT

Lap Ké hoach, Dy toan kinh
phi TTTT

Ra Quyét dinh clr doan TTTT

Ir
Trién khai cong tac TTTT

Ir

Tong két, bao céo
Nha truong

Tai liéu/Biéu mau

Bién ban hop 16p
vé chon dia diém
va kinh phi dong
goép cho dot TTTT
- Ké hoach TTTT

- Du toan kinh phi
TTTT

- K& hoach TTTT
da ky duyét

- Dv toan kinh phi
TTTT da ky duyét

Quyét dinh  ct
doan tham gia
TTTT

Bao cao TTTT cua
trng sv/nhém SV
tham gia TTTT

Phiéu diém TTTT,
Bao cao tong két
cua Truong doan
vedot TTTT



5.2. Dién giai quy trinh:

STT

NOi dung chi tiét

Bugc 1 Thdng bao dang ky

Budc 2

Budc 3

Buoc 4

Budc 5

Budc 6

Buéc 7

Budc 8

hoc phan TTTT

Sinh vién dang ky
hoc phan TTTT
trén hé thong dang
ky hoc phan cula
Phong QLDT

Hop BCN Khoa va
sv xac dinh dia
diém, kinh phi
TTTT

Lap ké hoach, du
toan kinh phi cho
dot TTTT

Phé duyét Ké
hoach, Dv toan
Kinh phi TTTT

Ra Quyét dinh cu
doan TTTT

Trién khai cong tac
thuc tap thuc té

Tong két, bao cao
két qua dot thuc
tap thuc té

Don vi/Ca nhan
chiu trach nhiém
- BCN Khoa,

- Giao vu Khoa

- Phong QLBT
thong béo lich
dang ky hoc
phan

- sv thuc hién
dang ky hoc
phan TTTT

- BCN Khoa

- sv dang ky
TTTT

- BCN Khoa
- Gido vu Khoa

- Trudng/ Phé
PQLDT

- Truéng Phong
KHTC

Phong T6 chic
- Can bd trinh
Ban Giam hiéu
ky Quyét dinh

- Cac GV hutng
dan

- sv dadang ky
hoc phan thuc
tap thuc té

- Truéng doan;
- GV huéng dan

Thoi gian thuc
hién
Truedc khi bat dau

hoc ky moi 01
thang
sv  thwc hién

dang ky theo lich
do Phong QLBT
théng bao

Tw 01 dén 02 tuan
sau khi c6 danh
sach sv dang ky
hoc phan TTTT
trén hé thdng

01 dén 07 ngay
sau khi hop I16p

thong nhéat dia
diém, kinh phi
TTTT

Tr 01 dén 07

ngay lam viéc ké
ter khi Phong nh&
dwuoc ho so ké

hoach, duv toan
trinh ky

Tr 01 dén 07
ngay lam viéc ké
tt  khi  Phong
nhan duwoc KEé
hoach da duwoc
duyét

Tl 01 dén 02 tuan
vao thang thi ba
cua hoc ky.

02 tuan ké tu
ngay két thic dot
thuc tap thuc té

HO so lién quan

Thong bao qua
email/ zalo cho sinh
Vién

Danh sach sv déang
ky hoc phan TTTT
dwoc thé hién trén
hé thdng

Bién ban hop lép vé
viéc chuan bi dot
TTTT, chon dia
diém va kinh phi xa
hdi héa do sv dong
gop,

- Ké hoach TTTT

- Du toan kinh phi
TTTT theo mau cla
Phong KHTC

Ban Ké hoach va Du
todn kinh phi duwoc
ky phé duyét

Quyét dinh clr doan
tham giadot TTTT

- Gidy gi6i thiéu
doanTTTT

- Giady di duong cho
GVHD

- Cac ho so
quan

- Bao cao TTTT cua
sv/inhém sv duoc
cham diém.

- B4o cao dot TTTT
cua Truwdng doan

lién



5.3. Quy dinh trach nhiém ph6i hop thwc hién quy trinh

- Khoa Viét Nam hoc: Chiu trach nhiém cé&n ctt vao Chuong trinh dao tao dé sép xép bd
tri hoc phan Thuc tap thuc té€ vao thoi khoa biéu hoc ky, thdng bao do sinh vién chi dong
dang ky.

- Phong Quan ly bao tao:

+ Cdn cl vao dv kién ké hoach giang day trng hoc ky do Khoa gtri I1én, chiu trach nhiém
dwa hoc phan Thuc tap thuc té€ 1én trang web hé thong clia Phong dé sinh vién dang ky.

+ Xem xét, ky duyét Ke hoach t0 chirc Thuc tap thuc té€ do Khoa trinh Ién.

- Phong Ke hoach - Tai chinh: Xem xét, ky phé duyét Dv toan kinh phi Thuc tap thuc té
do Khoa lap trinh ién.

- Giang vién hudng dan: Phéi hop t6 chirc dot thwe tap cho sinh vién dam bao an toan,
dat hiéu qua, hudng dan sinh vién lam Bao céo thwc tap va chdm diém thuc tap kip thoi,
dung tién do.

- Sinh vién: Chiu trach nhiém dang ky hoc phan thuc tap theo thong bao cta Khoa va
tham gia thwc tap, hoan thanh t6t Bao cao thuc tap theo hwdng dan cta Giang vién.

6. DANH MUC BIEU MAU

STT Tén Tai liéu/Biéu mau/Hudng dan M4 hoa
1 K€ hoach thuc tap thuc té BMO01-QT.VNH.05
2 Du toan kinh phi thuc tap thuc té BMO02-QT.VNH.05
3 Béo cao thuc tap thuc té (ctia SV) BMO03-QT.VNH.05
4 Phiéu nhan xét, chdm diém TTTT clia GVHD BMO04-QT.VNH.05
5 Bao cao két qua dot TTTT cua Truéng doan BMO05-QT.VNH.05

7.HO So LUU TR(U

STT Tén van ban Thoi gian B6 phén chiu trach nhiém
lwu tri lwu triv
1 K€ hoach thuc tap thuc té 05 ndm - Phong KH-TC (ban chinh)

- Khoa VNH (ban photocopy)

2 Du toan kinh phi thuc tap thuc té 05 nam - Phong KH-TC (ban chinh)
- Khoa VNH (ban photocopy)
3 Bdo cao TTTT cung Phiéu chdm  05nam - Khoa VNH
diém cua GVHD
4 Bdo cdo két qua dot TTTT cla 05 nam - Phong KH-TC (ban chinh)
Trrong doan - Khoa VNH (ban photocopy)



PHU LUC

BMO01-QT.ViNH.05 - Mau K0 hoach Thuc tap thuc té

TRUONG PAI HOC KHXH&NV CONG HOA XA HOI CHU NGHTA VIET NAM
KHOA VIET NAM HOC Pbéc lap - Tu do - Hanh phlc
S6:..../XHNV-VNH Thanh ph6 HO Chi Minh, ngay .... thang ... nam 20....

KE HOACH THUC TAP THuwC TE
CHO SINH VIEN HE CHINH QUY NGANH VIET NAM HOC
HOC KY...NAM HOC 20....-20....

Can ct nbi dung chwong trinh dao tao dai NOC.....cccccviiii i e
Khoa Viét Nam hoc sé td6 chic cho cac sinh vién nam tht ...., khoa.............. tién hanh di
thuc tap thuc t€ tai cac co s& dudi sw ho tro hudng dan cia giang vién trong Khoa.

1. Muc dich dot thuc tap thuc té:

- Dot thuc tap thuc té nham muc dich gidp sinh vién.......
- Bot thuc t€ nay la mot hoat déng quan trong....... . la m6t trong nhitng diéu kién bat
budc dé sinh vién dwoc xét cdp bang t6t nghiép theo quy dinh cta chwong trinh dao tao.

2. Boi tugng tham gia dot thwc tap thuc té

3. Thanh phan tham gia dot thuc té:
Thanh phan tham gia dot thyc tap thuc t€ gom:
- Sinh vién lép Viét Nam hoc khoda......cccoovevvvieiiins T e, sinh vién
- Giang vién tham gia hwéng dan:.......... giang vién:
TONg CONQ:everreee. nguoi
(Danh séach sinh vién va Giang vién hwéng dan dinh kém)
4. Thoi gian di thwc té: T ngay ... dén ngay......... [, T
5. Pia diém thuc té
6. NOi dung va lich trinh thuc tap:
6.1. NGi dung thuyc tap:
6.2. Lich trinh lam viéc cta dot thuc tap:

Thoi gian Cong viéc Dia diém/ Nguwoi thuc hién



7. Kinh phi thuc tap
Bang du toan kinh phi dinh kem

Tran trong./.

BAN GIAM HIEU PHONG QUAN LY PAO TAO TRUONG KHOA

BMO02-QT.VNH.05 - Du toan kinh phi thuc tap thuc té

DAl HOC QUOC GIA TP.HCM CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PH KHXH & NHAN VAN Péc lap - Tu do - Hanh phuc

Ma don vi: 1056922

Dy TOAN KINH PHI THuyC TAP THuC TE
SINH VIEN HE CHINH QUY KHOA ....... HK...NH 20...-20...
KHOA VIET NAM HOC
Thoi gian t ngay...../..../20.... dén ngay ..../..../20....
B - N PP

S6 luong GV :....... GV huwéng dan

S6 lugng SV: ... sinh vién
Pon S5 Ngudn kinh phi
TT Noi dung vi wan DPon gia Téng tién Kinh phi  Kinh phi Ghi cha
tinh 7o Truong xa hoi
héa
I. Chuyén khoan
1
2
Il. Tién mat
1
2
Tong cdng
Tong cong bang chi:
TP.HCM, ngay.... Thang.... nam 20...
Ban Giam hiéu Phong KI1i-TC Trudng Khoa



BiM03-QT.yyH.05 - Mau B4o céo thuc tap thuc td (ctia SV)

TRUONG PAI HOC KHOA HOC XA HOI VA NHAN VAN
KHOA VIET NAM HOC

BAO CAO THUYC TAP THUC TE

< TEN PE TAI THUC HIEN >

Cén bd hwéng dan: <Hoc ham hoc vi va ho tén >
Sinh vién/Nhom sinh vién thuwc hién:
<Ma sb sinh vién 1> <Ho va tén sinh vién 1> (Nhém trrong)

<Ma s6 sinh vién 2> <Ho va tén sinh vién 2>

<M4 sd sinh vién n> <Ho va tén sinh vién n>

THANH PHO HO CHI MINH - <NAM>



LICH LAM VIEC

Thoi gian thuc tap, tr ngay ... thang ... ndm 20... dén ngay ... thang ... nam 20...

5 Chir ky

. NGi d R . St\/ EU n,har(;A Nhén xct clia CB caaky
Ngay 0i dung c6ng viéc xé Ye mL{’c 0 huéng dan

hoan thanh CBHD



MUC LUC

Noi dung Trang



BAO CAO KET QUA HOAT BONG THuC TAP

(CO thé cb nhitng ndi dung nhw vi du dudi day)

1. Muc dich, y nghia, phvong phap nghicn cru dé tai thuc tap
2. Tong quan vé dia ban nghicn cru dé tai

- Dac diém dia ly, tv nhién

- Péac diém vé lich str, xa hoi, dan cuw...
3. Nhi*rng ndi dung thuc hién
4. K&t qua dat duwoc qua dot thuc tap
- Nhirng noi dung kién thic ly thuyét nao da duoc cling co
- Nhiing k¥ nang thwc hanh nao da hoc hdi duwoc

- Nhitng kinh nghiém thyc tién nao da tich luy duoc.

- Nhitrng déng g6p, dé xudt qua viéc thwc hién dé tai thuc tap

PHAN PHU LUC

(Buwa sang trang mai)
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BMO04-QT.VNH.0S - Mau Phiéu nhan xét, cham diém TTTT ctia GVHD

PHIEU BANH GIA BAO CAO KET QUA THUC TAP
(Dung cho Cén bd hudng dan chdm bao céo thuc tap)1l

Can b6 cham bao céo: <Hoc ham/Hoc vi. HO va Tén>:....cccoeevvveennnen.

Ho tcn sinh vién/nhom sinh vién thuc tap: ..o, Ma sb SV:
Phéi dtén Tiéu chi danh gia  Diém Ghi ch
danh gia toi da

Tham gia day du cac 1.0 SV khong tham gia day du thi

Trong qué trinh budi TTTT bi triv toi da 1.0 diém

dienra TTTT Tuan tha moi Ky luat 1.0 SV khong chdp hanh ding ky

dot TTTT luat bi trir toi da 1.0 diém
Tich cuc trong cac hoat 1.0 SV thuc tap thiéu tich cuc cé
dong thuc tap thé bi trir t6i da 1.0 di€ém
Sau dot thuc NOp lai Bao céo thuc 1.0 SV ndp Bao céao wé han co
tap tai  dia tap dung han quy dinh thé bi trir tir 0.5 dén 1.0 diém.
phucmg ve BaﬁAc_aodthuc t?B da 5 6.0 Tuy chat lwgng ndi dung,
> ist - NOi dung: t6i da
Treong viet dié’m. 9 hinh thttc cla Bao cdo,
bao cao thyc - Hinh thic: t6i da 1 CBHD c6 thé cho diém tir 1.0
tap diém dén t6i da 6.0
Tong cong 10
DPiém K&t luan:............ /10 (BANG CAT: ..o, )

Ntlims nltan xét, lvu v thém ctia CB hiréng dan:

TP. H6 Chi Minh, ngay......thang...._.nam
CB 11UONG DAN
(Ky va ghi rd ho tén)

INE&u cd nhdm c6 két qua giong nhau thi GVHD c6 thé gop chung m.phiéu chdm diém nay; néu mdi SV c6 két qua
khalcnhau thi GVHD c6 thé nhan xét, cham diém cho méi SV trén (L phisu rieng biet.
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BMO05-QT.VNH.05 - Mau Bao cao kot qua dot TTTT cla Trwdng doan

TRUONG DAl HOC KHXH & NV CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA VIET NAM HOC Poc lap - Tw do - Hanh phac

Thanh phé H6 Chi Minh, ngay .... Thang... nam 20...

BAO CAO KET QUA THuC TAP THuC TE CUA SINH VIEN HE CHINH
QUY KHOA VIET NAM HOC TA oo, . THANG....nam 20...

Kinh gti:
- Ban giam hiéu Trvong BPHKHXH&NV;
- Phong Quan ly dao tao Trvong DPHKHXH&NV

Thuc hién theo chwong trinh dao tao, nam hoc 20....- 20.... Khoa Viét Nam hoc da
t0 chirc dot di thuc tap thwc t€ cho.... sinh vién nam th .... hé chinh quy nganh Viét Nam

hoc. Thoi gian dot thuc t€ dién ra trong ... ngay (tr ngay ... thang .... nam 20... dén
ngay... thang.... nam 20... tai......ccccoeuenen.

1. vé thanh phan tham gia dot thuyc tap thuc té:
- Danh sach sinh vién tham gia:
- Danh gianh giang vién huéng dan”

2. V@ khau t6 chtc:

3. ve tinh than thai do hoc tap:

4. KEét qua thyc tap/ nghicn ctru:

5. Béanh gia chung:

Tran trong./.
Trwdng Phong Quan ly Dao tao  Trudng khoa VNH Trwdng doan thuc tap

Ban Giam hiéu





