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BO GIAO DUC VA BPAO TAO
TRUONG PAI HOC MO THANH PHO HO CHI MINH

QUY TRINH
TIEP NHAN, IN SAO PE VA LUU TRU BE THI

(Ban hénh kém theo Quyét dink s6 2714/0D-DHM ngay 30 thing 12 nim 2021 cia Triwong Pgi hoc Mo TP.H6 Chi Minh)

M3 higu : KT.03
Lanbanhanh : 02
Ngay hiéu luc :01/01/2022

Pon vi phu trich Pon vi kiém tra Ban Giam hiéu phé duyét
Phong Khéo thi Phong Hanh chinh — Quan tri Hiéu truong

Ho vatén Ninh Xuan Huong Trén Thi Tuyét Trinh Nguyén Minh Ha
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Quy trinh

Tiép nhén, in sao dé va luu trir de thi

M3 hiéu KT.03
Lan ban hanh 02
Ngay hiéu luc - 01/01/2022

1. Co s& phap ly:

Quyét dinh s 1707/QD-PHM ngy 18 thing 12 nam 2015 cia Trudng Dai hoc M&
Thanh ph6 Hé Chi Minh v& qui dinh 1am d€ va in sao dé thi.

2. Pham vi ap dung:

Quy trinh 4p dung ndi bd ctia phong Khao thi.

3. Lwu dd trinh twr cong viée:

\¢

B phan ké ‘
hoach thi Giao tii, phong bi dé thi '
Chuyén vién = 01-03 ngay
phu trach Nhén tai dung @& thi, phong bi & thi '
Chuyén vién X 01-03 ngay
phu trach )
M@ phong bi dé
~ thi kiém tra
Duvét
Chuyén vién : : 01-03 ngay
phu trach Nhép chiing tir thi d€ thi
Chuyén vién — . 01-03 ngdy
phu trach In sao d¢ thi B
Chuyén vién Y 01-03 ngay
phu trach . .
Kiém tra dé thi d&
in sao
Duyét
Chuyén vién = 01-03 ngay
phu trach Péng du va niém phong tai & thi
Chuyén vién ‘ : 01-03 ngay
phu trach Phan loai ti @€ thi theo dia diém,
co s& to chire thi
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Chuyeén b6 phén scan va

Iru kho

4.  Dién giai quy trinh:

4.1. Hwéng din thire hién:

Bugc 1: Giao tii, phong bi dé thi |

Bb phan k& hoach thi ban giao ti dung phong bi d& thi c6 niém phong cho bd phan

in sao dé. :

Buéc 2: Nhan tii dung d2 thi, phong bi d? thi |

Cén b phu trach nhén tii d€ va tii dung d thi tir bd phan ké hoach.

Budc 3: Mé phong bi d thi kidm tra |
Cén b phu trach m¢ d€ thi kiém tra thdng tin trén tai d&, d& thi va ti dung d8 thi:

mon thi, thoi gian, hinh thic thi, ngdy thi, ca thi chir ky cia gidng vién, truéng B moén /
Lanh dao khoa c6 trung khép khong.

- Néu tring khép chuyén sang in sao @ thi.

- Néu khong tring khép, chuyén cho B phan ké hoach hoic tro ly Khoa.
Budc 4: Nhip chitng tir tii dé thi

Nhap chimg tir tai € thi vao chuong trinh quan Iy bai thi.

Bwéc S: In sao

- Can b phy trach nhén i dung € thi: kiém tra tdng s6 ti, mén thi, thoi gian, hinh

thirc thi, ngay thi, ca thi c6 trung khép khong, néu tring khép tién hanh in sao dé thi.

- Thyc hién in sao @ thi.
Buéce 6: Kiém tra dé thi d4 in sao

Cén b9 phu trach kiém tra lai d& thi véi céc thong tin d8 thi d& in sao, xem ¢6 trung

khép hay c6 sai sét khong.

- Néu duing thi chuyén sang niém phong ti dé thi.

- Néu sai thi kiém tra lai Budc 5.

Buéc 7: Péng ddu va niém phong tii dé thi

Khi d& kiém tra dung va tring khép thi tién hanh déng ddu va niém phong ti d& thi.
Buéc 8: Phén loai tii d thi theo dia diém, co' s& t5 chirc thi

Phan loai dé thi theo dia diém, co s¢ t chirc thi, tao didu kién thuén loi cho viéc ban

giao dé thi d& dang.




Buwéc 9: Luu trit dé thi gbe va dap an
_ Phan loai d thi va dap 4n theo Khoa, mén, ngay thi @8 luu trir. Viéc phén loai nay dé
thuan tién cho tim kiém d€ thi nhanh chéng, chinh x4c. Gitp cho can bd phu trach dé trich
xuht d& thi nhanh chéng khi ¢6 nhu cau can thiét.

- Bude 10: Chuyén bd phan scan v lru kho

Dé thi d3 qua st dung, dugc sép xép luu trit day du, va luu trit & phong 1 nam. Sau
d6 d3 thi s& duge chuyén xudng kho luu trir ¢ Long Bink, theo ding quy dinh luu triT.

4.2. Pon vi phu trach: Phong Khao thi

5. Biéu méu di kém: Khong co.

6. Phu l‘l.lC: Cic biéu miu di kém: Khong co./.






