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1. MUC BICH
_ Théng nhét quy dinh thwc hién sao in va giao nhan dé thi két thic hoc phan & céac bac hoc
trong Trwong Dai hoc Kinh té - DPHQGHN;
- Xac dinh r& trach nhiém cla cac bé phan, don vi co lién quan.
_ Pam bao tinh chinh xac va bao mat ctia qua trinh thuwe hién sao in va giao nhan dé thi két
thac hoc phan.
- Nang cao tinh céng khai, minh bach trong cac hoat ddng dao tao ctia Nha trwdng.
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- Qui trinh nay ap dung cho viéc thuc hién sao in va kiém soat d& thi két thuc hoc phan tai
Trwong Pai hoc Kinh té - DPHQGHN.

- Péitwong thue hién quy trinh nay 1a tAt ca cac tap thé, don vi, ca nhan c6 lién quan dén té
chirc thi va thwe hién sao in dé thi ctia hé dao tao chinh quy va hé cao hoc tai trwdong bai
hoc Kinh té - DPHQGHN.

CAC TAI LIEU LIEN QUAN

- Quy ché dao tao dai hoc & Dai hoc Québc gia Ha Noi ban hanh theo Quyét dinh o)
5115/QD-DHQGHN ngay 25/12/2014 ;

- Quy ché dao tao thac s§ & DPai hoc Qudc gia Ha Noi ban hanh theo Quyét dinh sé
4668/QD-DHQGHN ngay 10/12/2014 ;

- Lich trinh dao tao dai hoc hé chinh quy, sau dai hoc theo nam hoc cua Trwdng Dai hoc
Kinh té ;

- Can clr Quyét dinh ban hanh Quy dinh quan ly va st dung cac bd dé thi, ngan hang cau
hoi thi két thuc hoc phan tai Trwong Pai hoc Kinh té - Pai hoc Quéc gia Ha Noi sé
3145/QD-DHKT ngay 12/11/2013 ;

- Ca&n clr Quyét dinh ban hanh Quy dinh ra da thi két thuc hoc phan tai Trwong Dai hoc Kinh
té - Pai hoc Quédc gia Ha Noi sé 3146/QD-DHKT ngay 12/11/2013 ;

- Quy trinh ISO 9001:2015.

. THUAT NG(’ VA BINH NGHIA

4.1. Chip viét tat

- Trwdng DHKT: Trwong Dai hoc Kinh té.

- TT DBCLGD: Trung tam Bam b&o chat lwong gido duc.

- PBT: Phong dao tao

- Phong TT&PC: Phong Thanh tra va Phap ché.

- BDT/NHCHT: B& dé thi/Ngan hang cau hai thi.

4.2. Dinh nghia

_ B cau héi thi (BCHT): La nhirng cau hdi (c6 dap an di kem) duoc thiét ké dé thi, kiem tra
kién thirc clia ngwoi hoc sau khi hoan thanh khéa hoc/ hoc phan. No6i dung bé cau héi thi
dwoc hdi ddng nghiém thu cép trwdng phé duyét trudc khi dwa vao ngan hang.

- Ngan hang céu hdi thi (NHCHT): La hé théng co s& di¥ liéu bao gém nhiéu bd cau héi.

. B6 dé thi (BDT): Bao gbm céc dé thi hét hoc phan (cé dap an di kém) duwoc xay dwng gé
thi, kiém tra, danh gia kién thirc nguoi hoc sau khi hoan thanh khéa hoc/ hoc phan (goi
chung la @& thi hét mon). D& thi duoc thiét ké dua trén trong sb néi dung va céu tric de thi
ctia hoc phan dwoc hdi ddng nghiém thu cap Truong phé duyét.

- Trong sb ndi dung hoc phan (TSND): 1a bang phan chia tinh theo phan tram theo cac khoi
kién thirc va chia theo cap dé nhan thirc cla hoc phan duwoc xay dwng dwa trén dé cuong
hoc phan ho3c chuén dau ra ctia hoc phan (néu co).

- Céu trac dé thi (CTOT) la khung @& chuén phan bé cau hadi thi va hinh thirc cau hdi thi
duwoc thiét ké theo trong s6 noi dung hoc phan.
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TRACH NHIEM

5.1. Phong Pao tao

- Pon vi dau méi t& chirc thi hét hoc phan theo lich trinh.

- Lam cdng van d& nghi cung cap d& thi g&vi TT DBCLGD (01 thang trwdc ky thi ddi véi hoc
ky chinh, 02 tun tredc khi thi déi véi hoc ky heé, 01 tuan trudc khi thi déi véi ky thi phu)
theo lich t& chirc thi. Noi dung cung cap thong tin lién quan dén tat ca hoc phan giang day
cho cac bac dao tao (dai hoc va sau dai hoc) bao gom : lich thi, thoi gian, dia diém, sb
lwong d& thi cAn st dung cho ky thi hét hoc phan.

- Nhéc nhé, don dbc (goi dién, g&vi mail) cac gidng vién giang day hoc phan do PDT phu
trach gtvi dé thi cho TT BBCLGD theo dung thoi gian quy dinh.

- Nhéan ban giao dé thi da sao in tr TT BDBCLGD.

5.2. Cac Khoa, Vién/Bo mén:

- La&nh dao Cac khoa, Vién c6 trach nhiém phan céng, yéu cau dén cac giang vién vé viéc
cung cép dé thi ding thoi han cho TT DBCLGD.

- Cha nhiém, Phé chd nhiém Bé mén c6 trach nhiém ra soat lai @& thi, dap an dé thi dam bao
g8 thi dwoc thiét ké dung véi TSND&CTDT hoc phan da céng b cho sinh vién sau d6 ky
xac nhan trwéc khi ndép vé TT BDBCLGD thwc hién sao in.

5.3. Trung tdm Dam bao chét lwong gido duc:

1. Lap ké hoach sao in dé thi

- Can ctr céng van d& nghi cung cap @& thi cia PBT, TT DBCLGD Iap danh sach cac hoc

phan c6 BBT/ NHCHT can sao in;

Lap thoi gian biéu thwe hién sao in;

Théng bao lich sao in va @& nghi Phong TT&PC ctr can bé dai dién giam sat, theo doi toan

b6 qua trinh sao in dé thi.

2. Té chirc sao in

_ Khi tién hanh sao in d& thi, dai dién Phong TT&PC tién hanh rit ngau nhién 02 dé thi, giao
cho TT DBCLGD sao in.

. Qua trinh sao in tién hanh tr 03 - 10 ngay trwéc khi bat dau ky thi, theo ding yéu cau coéng
van PDT gtvi.

- Nhan luc st dung trong qua trinh sao in dé thi c&n ctr vao sé lwong dé thi ma PDT yéu cau
méi ky.

- Quy trinh thyc hién sao in dwoc ghi ro trong sb theo déi sao in dé thi.

5.2 Phong Thanh tra va Phap ché:

- Giam sat qua trinh gidng vién rut @& thi tr NHCHT do TT BDBCLGD quan ly.

- Kidm soat toan bd qua trinh in sao dé thi.

- Thuwc hién niém phong tui dwng dé thi theo quy dinh.
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- Cébng van de
nghi cung cép dé
thi cda PDBT, TT
DPBCLGD lap
danh séach cac
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NHCHT cén sao
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1 Lap ké hoach TT thue hién 1-3 ngay biéu thwc hién
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i - Lién hé Phong
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dai dién giam sat,
theo doi toan bd
qua trinh sao in
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- Ké hoach duoc
Hiéu trwdng phé
duyét.
Kiém tra
théng tin
2 trwoc khi tién
hanh sao in
dé thi:
Pai dién ban thanh
- Kiém tra tra va TT BBCLGD
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khé gidy. va mé dé du trir.
Céac sai sot tir dé thi
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- Tén hoc N | Dé thi sau khi sao in
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- Théi gian thi, ra soat, kiém tra
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dwoc chon dung dé thi.
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dé thi sao in:
A Ram gy Thanh
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- Ban giao dé
thi sao in cho
can bd P.BT

Thanh
vién té
sao in
thwe hién
theo KH
sao in

Can bd
P.BT

Tir 30 -
35 phut

- Pé thi dwoc giao lai
cho can bo PDT tdi
thiéu trwdc 2 ngay
khi bat gau thi, cac
bwéc ban giao cu thé
nhw sau:

B1: Lap danh sach
cac mon thi can ban
giao

B2: Kiém tra day du
cac théng tin da ghi
trén tui dwng bai thi
B3: Kiém tra niém
phong tui dwng bai
thi.

B4: Lap bién ban
giao nhan c6 chir ky
clia ngudi giao dé
(TT BBCLGD) va
ngudi nhan dé
(POT).

- Bién ban ban
giao dé thi

- Lap hd so
Iu dé thi gbc
dwoc sao in
trong ky thi:
thoi gian lwu
trir theo quy
dinh (02 nam)

TT
BBCLGD

1 ngay

Khi két thuc qua trinh
sao in d&, dé géc
dwoc lwu lai vao
phong bi chuyén
Thanh Tra niém
phong, TT BBCLGD
s& lwu gitk trong subt
dot thi va sau ky thi
02 nam.

- H& so theo quy
trinh sao in
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. LUWU TRU BE THI
- Pé thi gbc dwoc lwu triy tai TT DBCLGD (t6i da): 2 nam.

PHU LUC
Cac biéu mau dinh kém :

TT Tén mau biéu Ma sé

1 | Sé theo déi thu dé thi 01/QT-BBCL/BMO1
2 | Sé theo dai lich trinh sao in @é thi 01/QT-BBCL/BM02
3 Bién ban giam sat sao in gé 01/QT-BBCL/BM03




ol
6
8
L
9
G
14
>
[
L

nys ) 9p Bl UIA dou dou |[nyd | op |val ep | Y oL X ueyd

uow ¢ < N . X Ll I d <
Yo 2ueaal | 185 | “pupig AeBN | uéH | os | 1B07 | 9S | 9S | BD 1 AeON os ugudoou el | ooyem |
NVHd O0H ONHL 13X IHL 3@ NHL 10a O3HL OS
do71208a NVYL ONNAL
3L HNIM OOH IVG ONONYL
LOWE/108G-10/10

4% :Buel

00  :I9p eqs ueT
1202/9/81 :yuey ueq AebN
109G-10/10 ‘@S eI

IHL 3@ LYOS W3IIX YA NI OVS

HNIYL IND

NHODHG - 31 HNIM O0H IVG ONONAL

>




7 OV >./

oL
6
8
L
9
g
4
€
Z
b
3 3
s o ueyd
0 2p 0} Ly ojoyd | m | nud 9p | Buen 1 p | @p 2 3 u oL ueyd ¢
y Bunp i ep | i oyd P 0y |11
nys |oyd | en oyd | Aeib pos | os os o7 | 98 | ° os | Buen eD | AeBN | o5 | 20yuaL
. as | 7 : . ’ d |’ KebN ’ BN
Iyo | 91 | yueyy | 1006N | oyy yuiL

NVHd DOH ONHL 13) IHL 3@ QL OHd 10d O3HL OS

ao108a WYL ONNAL
31 HNIX OOH IVG ONONYL

Z0Ng/108a@-10/10
r4Y, ‘Bues| IHL 3@ LYOS W3IM YA NI OVS R
L e HNIYL IND =N
1202/9/8) ‘yuey ueq AebN ! Em
108G-10/10 9SEW NHODHG - 3L HNIX OOH IVG ONONYL




TRUONG DAl HOC KINH TE - PHQGHN Ma sé: 01/QT-DBCL
aﬁ N Ngay ban hanh: 18/6/2021
— QUI TRINH Lan stra déi: 00
SAO IN VA KIEM SOAT DE THI Trang: 2
01/QT-BBCL/BMO03
DAl HOC QUOC GIA HA NOI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HOC KINH TE Poc lap - Tw do - Hanh phic

BIEN BAN GIAM SAT SAO IN BE THI

Thoigian: Ngay ............. , tr 9h00 dén 10h30
TEAL oo o o8 § sustsssios 55 & SMIERISIE' 816 SilacHi oo & 5 Seisisiaiin & S/SEIS /Ao & S REIBIAISS 4 8 8 e Sian w8 4B RiR e e SE eI ® b oiai e e o esSINR
Pai dien P. &P C: ..o
D3 thuc hién giam sat viéc sao in dé thi két thic hoc phan hoc ky ...... NEAM NOC ..o
Nguoi sao in dé thi gébm:

1.

2.
Cac dé thi dwoc sao in gobm:

Sé
Ngay thi | Sétai | lwong
dé thi

Ma hoc

ohan Tén hoc phén

STT TC thi

2

An dinh danh séch goém: ...... hoc phéan thi: ......... tai dung dé thi/.

Tinh hinh thyc hién viéc sao in d& : Thuyc hién ding quy dinh, dam bao cac yéu cau in sao dé thi.
PD P. TT&PC DD ngwei sao in dé thi




