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QUY TRINH XAY DUNG THOI KHOA BIEU

Mahoéa: QT43/CBYT- BT&QLKH
Ban hanh lan: 01
Hiéu lyc tir ngay:

Ngudi soan thao Nguoi kiém tra Ngudi phé duyét

Chir ky

Hovatén | Ths. Nguyén Minh Xuyén | Ts Lé Thanh Son | Ts Nguyén Bang Truong

Pho trwdng phong Pho hiéu truong
BT&QLKH Phong BT & QLKH

Chtrc danh Hiéu trudng




|. MUC BICH VA PHAM VI AP DUNG

1. Muc dich:

Quy trinh nay nham thdng nhét cac budc trong viéc phdi hop giira cac phong ban,
bd mon trong cong tac Xay dwng thoi khoa biéu.

2. Pham vi ap dung:

- Quy trinh dwgc dp dung trong pham vi toan truong.
I1. DINHNGHTA VA TU VIET TAT

1. Binh nghta:

2. Tl viét tat:

BM Biéu mau

DT&QLKH Phong Pao tao & Quan ly khoa hoc
TKB Thoi khda biéu

HS- SV Hoc sinh — Sinh vién

1. LUUDPO (Xemtrang 2)
V. PACTA (Xemtrang 3-4)
V. CAC BIEU MAU/ HUONG DAN KEM THEO (Xemtrang 5)
STT Tén biéu mau/ huvdng dan M & héa
1 | TKBnganh .... Tuan BMOY/QT43/BT&QLKH




QUY TRINH XAY DUNG THOL KHOA BIEL

Chudn bj

Thire hign

Luru hih s

Trung tdm thu
vign — In &n

6. Cong bi

IKH

Lanh dao phong
BTAALKH

Lyt

3. Duyét

KR ouye

Phdng Do tgo & QLEH

4. Hoan thién
IKH

A

I KHET ndim hoc

A 4

B min giing day

2. Dy thao

\ 4

8. Luu TKB

IKH

_| 3. Phén cong
Tl giang vién

\ 4

HS-5W

I, Thue hién giang
day. hoc tép thee
TKH




DAC TA QUY TRINH XAY DUNG THOI KHOA BIEU

BO PHAN/ | BO PHAN/ KET
- . A A - NGUOI NGUOI QUA HAN HOAN | BIEU MAU
TT TEN BUOC NOI DUNG CONG VIEC THEJ’C PHOI qu PAT THANH IHO SO
HIEN THUCHIEN | BUQC
A Phong BT&QLKH can ctr vao A Lanh dao Trudc khi thuc
1 h-gzgﬁ r?;;r: :l(sc chuwong trinh dao tao va Ké hoach CC:Jgn en Phong hién nam hoc moi
' ' dao tao nam hoc... DT&QLKH 04 tuan
Rhong DT&QLKH gui qU thal‘o TKB L anh dao
téi cac B6 mon trong toan truong N
qua céc hinh thiec: Chuyén DTZ“SE?(H Duthio | TUOCKhithue | oo
2 Dv thao TKB - Glri bdn mém qua Email cho B0 vién, Lanh ~ N : hién nam hoc moi
A A a lanh dao bd TKB “ /DT&QLKH
mon dao bd moén méN. GiAn 04 tuan
- Trén co s¢ duv thdo TKB Lanh dao » glang
A A e A vién
B mon trién khai tdi cac giang vién.
Phancong | -onndao BOmonphancong giang | 4 gag | Duthao | Truockhithuc
3 5 A vién giang day. A A Giang vién hién nam hoc mai
glang vien B0 mon TKB n
03 tuan
Lanh dao B mén phéan céng giang
vién giang day c6 y kién diéu chinh
cho phu hop véi tinh hinh thyc té Chuyén DU thio Trudc khi thuc
4 Hoan thién TKB | clia bd mon. Sau d6 Lanh dao Bo vién, Lanh Giang vién i hién nam hoc moi
N y Lmet e g . A A TKB “
mon phan hoi lai véi Phong dao B6 mon 02 tuan

DT&QLKH dé hoan thién 1an cudi
TKB




~ R " ~ TKB da Trwéc khi thwe | BMO1/QT43
Phé duyét TKB Lanb dao Phong DT&QLKH phe Lanf] dao Chuyénvién | dwoc phé | hién nam hoc méi | /DT&QLKH
duyét phong . n
duyét 02 tuan
Phong BT&QLKH giri TKB da A Phong , .
- duoc duyét t6i Trung tam thu vien— | TTW"91M | preo) ki; Troc ki thue
Cong b6 TKB e ax n L, thw vién — n TKB hién nam hoc mai
Inan dé duwa Ién trang Website cla x Trung tam thw n
A . Inan A K 02 tuan
Nha truong vién —Inan
Thue hién gian Giang vién, HS - SV tiép nhan TKB. Lanh dao
da ' hoc' tag the% Thuc hién viéc giang day, hoc tap Giang vién, | phong, Chuyén TKB
Ay, hoe tap theo TKB da cong b6 trén trang HS- SV vién, Lanh dao
TKB : A A
Website. B6 mon
. . Dbay du
. - Phong Bao ~ BM01/QT43
Luu TKB Phong DT&QLKH Iy trir ho so t20 & ho so Ivu’u IDT&QLKH
TKB theo tuan. theo nam
QLKH hoc




