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MilsA: QT.VNII-OI

QUYTUINII
(VN TO CHUC QUAN LY THI/KIP.M TUA  LAn hun litinh: 02
VADANII GIA NGUOI NUC .
WNILL Ntfrty hun liAnli: 05/0H/2024

1 MUC DicCll, YEU CAU CUA VIP.C muc HIEN QUY TRINIl t& chuc
THLI/KIEM TRA VA DANII GIA NGUOI 110C

- Thuc hién Quy trinh t6 dure, quin ly thi/kiom tra vil dilnlt giG ngudi huc nham muc
dich to chirc va quan ly eile khau kiém tra, thi clr vil danh gia kiit qua huc tdp cua sinh vién
dung trinh tw, dang quy ehe dill) tuo ctia HO Giilo duc vil Dill) tao, cia Dui huc Quéc gia
TP1iCM va cuta TnriVng D;u hoc Ki X7 vil NV d6 dam bill) cong bang cho sinh vién trong
hoc tap.

- Viéc t6 chdc thi/kiém tra v danh gill nguoi huc can dilm bao cac yCu cau sau:

+ Lich thi/kiém tra phai dwgc cong bo trwge dam hill) du thoi gian quy dinh d6 nguoi
hoc biét va cé the du thi.

+ D0 thi/kiém tra phai ding thé thirc vil phu hop véi ndi dung de cuong chi tiét mon
hoc, ddm bao chat lugng va cd thé phan loai thi sinh, danh gia ding thuc chat két qua huc
tap cla nguoi hoc; phai dwgc gri vo giilo vu Khoa iltng thoi hun dé dam bao thoi gian ndp
bd phan Khao thi Phong QLDT photocopy nhéan bun theo quy dinh.

+ COng tac coi thi dwgc thwe hién nghiém tdc, ding quy djnh,

+ Viéc cham thi, cong bo két qua kip thoi de dom bilo cac quyen lgi lien quan cla
ncwoi hoc.

2. PHAM VI AP DUNG: Quy trinh nay duuc ap dung déi véi giilng vidn, sinh vicn
Khoa Viét Nam hoc va cac bd phan, ca nhan c6 lién quan trong viéc 16p lich thi, ra dé, t6
chiic coi thi, cham thi, cong b6 va luu tri ket qud hoc tap tng mdn hoc cho sinh vién vilo
moi hoc ky ctia nam huc.

3. TAl LIEU VIEN DAN

- Quy che dao luo trinh dd dui hoc dwgc ban hanh theo Quyét dinh s6 3U6 ngay 30
thang 6 nam 2023 cla Hiéu trudng truong Dai huc Khoa huc Xil hdi va Nhan van, Bui huc
Qudc gia Thanh phé H6 Chi Minh.

4. PINH NGHTA/THUAT NGU/CHU’VIET TA |
4.1. Binh nghta
4.2. Thuat ngi
4.3. Chiy viét tat:

+ GVK: Giao vu Khoa + GV: Giang vién
+ CNHM: Chl nhiém HO m6én + CV: Chuyén vién
+ PQLDT: Phong Quan ly Dao tao + SV: Sinh viCn

+ PTTPC-S11TT: Phong 'Phanh tra Phap ché - St hitru Tri tui’



5. NOI DUNG QUY TRINH
5.1. Lwu do quy trinh

Buédc

Trach nhiém

-cv FQLBT
G

- GV ciang day
moén hoc
- CNBM

- GV gians day
mon hoc
- CNBM

- Giao vu Khoa
- B6 phan Khao
thi P.QLDT

- Giao vu Khoa
- Giam thi coi
thi

- Giao vu Khoa
- GV day mon
hoc

- GVK
- GV cham diém

- GVK
_cv PQLET

Tién trinh

Khoa va POLDT xac
nhan, lvu diém

Tai lidu/Bicu
mau

Lich thi hoc ky

- Mau Pe thi
- Mau bép an

Pe thi + Dap an
da dugc CNBM
ky duyét

Tui Bé thi

Tui bai
thi/Kiém tra
cudi ky

Danh sach SV
thi kém tUi bai
thi

Danh sach SV
dy thi, Bang
diém tong hop
kem tui bai thi

PQLDT Iuu ban
goc Bang diém
tong hop va
Danh sach SV
du thi



Su

BuvV 1

BuvV:

HuwV 3

Birov -1

Buéc 5

Buéc 6

Buéc 7

NOI (lilili* chl l1et

(‘A ithAn/Dini

v| chiu tiAch

liiilfni
16p lich lili oAo nuNi
hgc trong hoc hy (GS
ihy di cAc chi tiél:
mdn thi. lliM gian thi,
phdng thi, Ci\n 10 coi
thi )
Ihdng bAo lich thi lien
IiV. sv. PQLOI' vé
PITIV-SIUT

(QVK)

GV ndp ho 1)e thi VA
DAp All cho CNBM
XMduyyl bo de thi
dAp An

CNBM

CNHM duyét Oe thi
va 0;\p An

CNBM
xot ky duyét

(lirto vu Kilioii

(ilAo vu Khoa

GV giAng day
mon hoc ndp
VA
cho

Xem

GVK nhan Dé thi + GiAo wu
Pép an da ky duyét va Khoa;
nop DPe thi cho CV Phong
PQLDBT  photocopy QLBT
nhan ban
Té chire thi - GVK,
- GIAm thi coi
thi.
GV nhan bai, chdm GV chdm bai
bai va nhap diém trén
hé théng

HHA mr Inin
HPn quan

TluVi giun thuc
Ticn

Ch(hn nliAt 1A O Miiu Lich thi
tliAng linde khl 1A huc ky
chtre thi.

Njtny mur khi Lich (iti Lich thl
thi hoc ky dirve qua emnll cta

16p xong (IV vusv, co
thé ding tai
tron  website
cua Khoa
Chom nhii tnréc MO D6  thi
khi thi 03 tuan VA DAp An

CNBM xem xo6t DO thi + Bap
néu dut thi ky Andilduoc ky
duydt, néu chuwa duyét

dai thi chuyén loi

cho GV dicu

chinh; GV nép lai

cho GVK cham

nhat IA 02 tuan so

voi ngly thi cua

moén hoc trén lich

thi

- GVK nop Dé thi Mau  Phiéu
cho PQLDT cham giao nhan dé
nhat la 10 ngay thi (+ dAp an)
trwdc khi mén hoc

duoc to chic thi.

- bam bdo GVK

nhan lai tdi de thi

trvéc ngay t6 hic

mon thi dé.

Theo thoi gian ghi

trén Lich thi

- GV nhon bai thi - Tai bui thi
cham nhat sau 02 - Danh séach
ngay thi; cham sv du thicé



diém va nhap dicm chi ky cla
len PBthéng cham SV du th
nhdt 10ngay k6 tr - Ky nhan vao
ngay nhan A, S0 theo ddi
ricng ket th vén giao nhan tui
déap phai cong b bai thi (gita
cho SV biftdiem  GVK vaGv)
ngay sau budi th.
Budc 8 GVKnhan lai bai thi - Gido vicn Cham nhét sau 02 - Tui dung
va bang diém cham bai thi tuan ko tlr ngay thi  bai thi da
- Gido vu Khoa cham dicm
(trr mon thi
van dap) cung
Bang diém
tong hop c6
du chr ky cla
GV chém thi.
- Danh sach
SV dv thi co
chir ky cua
sv drth
Buéc 9 Khoa va PQLDT x4 - GVK trinh - GVK trinh - Khoa luu
nhan, lvu diém Truéng Khoa Truwong Khoa ky bai thi va ban
ky xa& nhan sau khi GV nop photocopy
bang diém va bai thi va bang Bang diém +
Danh sach thi, diém Danh  sach
nop vé PQLDT - PQLDT xac nhan SV CU’ th
- PQLDT nhédn ngay sau khi GVK ky xac nhan.
va Xxa nhan nop - POLDT xac
diém nhan diém
trén hé thong
va luu bén
chinh

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

- Gido vu Khoa: Chiu trach nhiém can cit va thoi khéa biéu dé xép lich thi véi céc
thong tin cu thé, day du, rd rang.

- Phong QLBT: Can ct lich thi do Khoa gt I&n dé phdi hop xép phong thi theo lich
dé dam bao cho Khoa trién khai thuc hién td chirc thi; kip thoi xac nhan diém trén ho théng
cua Truong dé sinh vién biét diém.

- Giang vién giang day: Chiu trach nhiém ra dé thi, dap an mon thi minh giang day
dam bao chat lwvgng ndi dung, ding thé thic theo mau quy dinh; chdm thi va nop diém thi
day du, kip thoi han quy dinh dé dam bao quyén lgi cla sinh vién.

- Giam thi coi thi: Chap hanh theo phan cong, thuc hién coi thi ding quy dinh.

- Sinh vién: Theo ddi lich thi dé tham dw ky thi day dd, chdp hanh t6t quy ché quy
dinh cta Nha truong vé kiém tra/thi ci.



6. DANH MUC BIEU MAU

STT Ten tai lieu/Bicu mau/lluéng dan M3 hoa
1 Mau Lich thi hoc ky BMO01-QT.VNH.05
2 Mau Pe thi BMO02-QT.VNH.05
3 Mau Dép an (kém theo Db thi) BMO03-QT.VNH.05
4 Mau Phiéu giao nhan be thi (gitta GV va GVK) BMO04-QT.VNH.05
5  Mau SO theo ddi giao nhan tdi bai thi (gira GVK va GV) BMO05-QT.VNH.05
6  Mau Phiéu giao nhan Bang diém+ Bai thi (gita GV va GVK)  BMO06-QT.VNH.05
7  Mau Bién ban ban giao bang diém (gira GVK va PQLDT) BMO7-QT.VNH.05

7.HO So LUU TRV

STT Tén van ban Thoi gian lwu B6 phan chiu trach
triv nhiém luu tri
1 Ti bai thi (da chdm diém) 05 ndm Giao vu Khoa
2 Phiéu diém téng hop clia mon thi Lau dai - GVK (ban photocopy)
- PQLDT (ban chinh)
3 Danh sach sinh vién du thi Lau dai - GVK (ban photocopy)
- PQLDT (ban chinh)
4  Deé thi va Bap an mon thi 05 nam - GVK (ban chinh)

- PQLDT (ban photocopy)
5 Cac Phiéu giao nhan bai thi, bang 05 nam Giao vu Khoa
diém gitta GVK va GV
6 Bién ban giao ban giao bang diém Lau dai - GVK (ban chinh)
(gitta GVK va PQLDT) - P.QLDT (ban chinh)



PIHU LUC

BIWO01-QT.VNH.05 - Milll Licli 101 lloc ky

TRUONG DAI HOC K1IX11 VA NV CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA VIET NAM HOC Déc 16p - Ty do - Hanh phuc

LICH THI CUOI KY HOC KY...NAM HOC.............
SINH VIEN HE CHINH QUY NGANH VIET NAM HOC

TT  Tén mdn hoc Lép Ngay  Go* ) Phong Giam thi Ghi chi
thi thi  luoiig thi

1

2

3

. . TP. H6 ChiMinh, ngay...thang...ndm 20...
PHONG QLDT TRUONG KIIOA GIAO vu



BMO02-QT.VNH.05 - Mau De tlii

TRU'ONG DAl HQC KHXH-NV CQONG 110A XA 11QI CIIU NGIMA V IfT NAM

KIIOA VIKT NAM HOC Doc hin - Tir do - Hanli Plilic

DE THI HQC KY... NAM HQC 20...- 20...

GIUAKY O CuUOI KY D ,LOP - H$ CHINH QUY
De thi mon: _
Thiri ginn 1am béi: plilt (khong ke thtriginn phat de)

(Sinh vielt du\rc D , khong dtqgrc D thain khao tai lifti khi lain bin)

NO1 DUNG DE THI:

TPHCM, ngay thang
Ngir6i duy£t de thi Nguoi ra de
(Ky vé ghi rd hQten) (Ky va ghi r6 hp ten)

nant 20...



[{WO.M)T.VNILOS  INAn DAp In (li%in lino Bt (Il

TRUCINU DAI 1I(;)(" KITXI-NV <QNC li<AV Y QI CHO NiilllA VI(:i NAM
KINTOAVIP.T NAM HOC1 N i I>rdo llonli IliftC

dAp An vAtiian< dii'im
K wiu tlico do tiii iiiAii
CIfIAKV Il Ch6l KY Il , HOC KY... NAM II()C 20... - 2«...
A1vi -11f CHINII QY

DI'ING CHO Dft Till TV UJAN

(‘au lioi Nol diiii(> DIEm
Cfiu lifilieee @
Dip in:
1 NUAUNGY 1, d
N AUNG Y 2 d
DAp An c6 tonjj oGiit*. ... cfiu 10 diem

DUNG CHO lit Till TRAC NGIIIpM:

Cfiu hoi Dip in Diem
I, d
2 d

........... d
Dip in ¢6 long cfmg: .... cfiu 10 diem
Cin bo duyftdip in TP. llo Chi Minh, ngdy  dicing nam 20...
(Ky va ghi ro Uy ten) Giing vicn lim dip in

(Ky vei ghi ro hf) ten)



HMW4-QT.VNH.0S - Mini IMlini i*ao nil (I dft till (Glfrn GV vit GVIv)

TRUONG DAl nuc KI1X11VA NV CONG lI()A XA 1161 CHU NGIITA VIET NAM
KHOA VIET NAM nuc [>0c 16p - Tw dn - llunh phic

PHIEU GIAO NHAN Di; THI 1IUC KY...NAM 11UC
SINH VIftN 11f CHINH QUY NGANII VIET NAM HUC

NginY!l nil n 11 (111
i ho Ity

GiV oruili (1.1
cChu ky

chw

s lie sil il Ngay
ilo va 1tn

len 1AL fill Loén i
1h1G K thl CK glut) o m\ Iill

11

Ting cdng
TP. HO Chi Minli, ngay...Ih(ing...nam 20...
trudng khoa nguoi 1ap

PIIONG gl dt

BMOS-QT.VNH.05 - Mau sé tlico ddi giao nhan tdi biU thi gita GVK vu GV

TRUONG DAI HOC KHXH VA NV CONG HOA XA 1161 CHU NGIIIA VIET NAM
KHOA VIET NAM HOC Doc lap - Tu d« - Hanh phuc

SO THEO DOI GIAO NHAN TUI BAI Till HOC KY...NAM HOC
SINH VIEN HE CHINH QUY NGANH VIET NAM HOC

GV nhon bai thi

Lop S6 bai GVK Ngiy
thi ky giao 1o ton
v nhéan ) ky _

Chir Ghi chua

TT Ngay thi Ten mon thi

1
2

3



BMO06-QT.VNH.05 - Mau Phiéu giao nhan Bang diém va Bai thi (gira GV va GVK)

TRUONG PAI HOC KHXH VA NV CONG HOA XA HOI CHU NGHTA VIET NAM
KHOA VIET NAM HOC Pdc lap - Twdo - Hanh phic

PHIEU GIAO NHAN BANG DIEM + BAI THI HOC KY...NAM HOC
SINH VIEN HE CHINH QUY NGANH VIET NAM HOC

S6 s S6 S6 GV chdm va giao Nguoi nhéan Ghi
cp  Tenmon SV S\O/ Ngay  bai  bai bai bai cha
thi P trén . giao chdm  chdm . Chi Ho va Chit
vang Ho va ten B N ;
DS GK CK ky tén Ky

Tdéng cdng
TP. HO6 Chi Minh, ngay...thang...nam 20...
PHONG QLDT TRUONG KHOA NGUOI LAP

BMO07-QT.VNH.05 - Mau Phiéu ban giao bang diém (gilta GVK va PQLDT)

TRUONG PAIHOC KHXH VA NV CONG HOA XA HOI CHU NGHTA VIET NAM
KHOA VIET NAM HOC Doc 1ap - Tv do - Hanh phuc

BIEN BAN BAN GIAO BANG DIEM + DANH SACH THI HOC KY...NAM HOC..........
SINH VIEN HE CHINH QUY NGANH VIET NAM HOC

Khoa Viét Nam hoc da ban giao cho Phong QLDT Danh sach thi, Bang diém thi cac mon
thi theo s6 iwgng chi tiét dudi day:

L SO to
S6 to DS SO to DS s . Ty 1é diém
. N Bé&ng diém
thi GK thi CK . GK/CK
tong hop

TT Mon thi Mé& 16p HP Ghi cha

Ban giao ngay.../.../...

Téng céng ngay.../.../...

TP. H6 ChiMinh, ngay....thadng...nam 20...
B6 phan khao thi - PQLDT Gido vu Khoa





