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1. MUC PiCH
Quy dinh théng nhat cach thirc thuc hién viéc quan Iy dé thi va thyc hién
viéc ra dé thi, bd sung ngan hang ciu hoi thi.
2. PHAM VI AP DUNG
Ap dung ddi véi:
- Tét ca cac Trung tam, Khoa/Bd mén
- Phong BDBCL
3. TAILIEU VIEN DAN, THAM KHAO
- Thong tu s6 22 /2014/TT-BGDDT ngay 09 thang 7 nim 2014 ctia Bo

trudng Bo Gido duc va Dao tao.
- Quyét dinh s6 40/2007/QD-BGDPT ngay 01 thang 8 nim 2007 ctua Bo

trudng BO Gido duc va Pao tao

- Quyét dinh s6 43/2007/QD-BGDDT ngay 15 thang 8 nim 2007 cta Bo
trudng BO Gido duc va Pao tao
4 PINH NGHIA VA CHU VIET TAT
4.1.Giai thich thuat ngir:
-Ngan hang dé thi, cau hoi thi (dugc dé cap trong qui trinh) 13 tip hop céac cau
héi thi cia mdt mon/phan mon dung dé kiém tra, ddnh gia nguoi hoc.
-Ngan hang dé thi 1a tap hop cac dé thi trong d6 cac ciu hoi duoc ciu tric sin.
4.2.Tir viét tit
-NHCH: Ngan hang cau hoi.
-DBCL: Phong Pam bao chét lugng.
- NHDT: Ngan hang dé thi
NOI DUNG QUY TRINH

5.1 Lwru d6 md ti quy trinh
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A Chiu trach nhiém 2 x
TT L 0 * T Bié a
S uu do Thue hién | Phébi hop feu matt
Ra d¢ thi
1 GVBM Khoa BM.01-QT.01-DBCL
v
Tiép nhan dé thi Lanh dao
2 DBCL Khoa BM.02-QT.01-BBCL
1
3 Kiém tra Lanh dao
thé thirc DbBCL
* ~
K}" nhén Lanh daO i i
4 DBCL Khoa BM.02-QT.01-BBCL
w
Quan ly NHDT, Lanh dao | Lanh dao ] ]
5 NHCH DBCL B6 mon BM.02-QT.01-bBCL
|
-
L, 4k epe: Can bd
6 Xuat de thi DBCL BM.02-QT.02-BBCL
N
A Can bo
7 In sao/bao mat/ DBCL
< o Phong,
8 Ban giao dé thi Can bo khoa lién | BM.02-QT.02-BBCL
DbBCL
quan
Phong,
9 T chirc thi bBCL khoa lién | BM.02-QT.02-DBCL
quan
v
10 . Can bo BM.01-QT.01-BBCL
Luu ho so PBCL BM.02-QT.02-DBCL
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5.2 Dién giai lwu dd

5.2.1. Ra d@ thi:

- Nguoi thyc hién: Gido vién b moén dugc phan cong.
- Thoi gian thuc hién: Pau / cudi mdi ky hoc.

- Pja diém : Céc khoa, t6 mén.

- Hinh thte: Gido vién giang day tai cac khoa lam dé thi, cau hoi thi theo cac
moén dugce phan cong.

- Bang chung: Pé thi, cAu hoi thi.

5.2.2: Tiép nhén dé thi

- Nguoi thyc hién: Lanh dao bd mon+Lanh dao chuyén trach phong BPBCL.
- Thoi gian thuc hién: Trudc hom t6 chire thi 2 tuan.

- Pia diém : phong PBCL.

- Hinh thtre: Ban giao truc tiép

- Bang chung: D¢ thi, cau hoi, dap an.

5.2.3. Kiém tra thé thirc

- Nguoi thye hién: Lanh dao chuyén trach phong PBCL.
- Thoi gian thyc hién: Ngay sau khi tiép nhan.

- Pia diém : phong PBCL.

- Hinh thirc: Kiém tra truc tiép

- Bang chung: Pé thi, cau hoi thi, dap an.

5.2.4. Ky nhan

- Nguoi thyc hién: Can bo chuyén trach phong BDBCL.

- Thoi gian thyc hién: Sau khi kiém tra dé thi, cau hoi, dap an ding yéu cau.
- Pia diém : phong DBCL.

- Hinh thirc: Ban giao tryuc tiép.

- Bing chung: S6 ban giao ngan hang dé thi, cau hoi thi.
5.2.5. Quan ly NHCH

- Nguoi thue hién: Can bo chuyén trach phong DBCL.

- Thot gian thyc hi¢n: Sau khi giao nhan.

- Pia diém : phong DBCL.

- Hinh thirc: Sau khi nhan NHCH (gdm dé thi, cdu hoi, dap an) can bd chuyén
trach phong BDBCL s€ luu gitr theo quy dinh bdo mat.

- Bing chung: S6 ban giao ngan hang dé thi, cau hoi thi.
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5.2.6. Xuit dé thi

-Nguoi thue hién: Can bg chuyén trach phong DBCL.
-Thoi gian thyc hién: Trudce khi to chire thi it nhat 2 ngay.
-Dia diém : phong PBCL.

-Hinh thure: Gui ban cung .

-Bang chimg: S6 theo ddi thi.

5.2.7. In, sao bao mat

-Nguoi thuc hién: Can bd chuyén trach phong bBCL.
-Thoi gian thuc hién: Trudc khi thi 1 ngay .

-Pia diém : Phong PBCL.

-Hinh thie: Can bo phong DBCL s€ dwa vao danh sach thi dé in sb dé tuong
ung. Sau d6 dong vao thi dung dé thi, dan kin va dong dau niém phong bao
mat.

-Bang ching: Tai dung dé thi.

5.2.8. Ban giao dé thi

-Ngudi thye hién: Lanh dao chuyén trach phong PBCL, bo mon va cac phong
ban lién quan.

-Tho1i gian thuc hién: Trudce khi thi 15 phut.
-Dia diém : phong DBCL.

-Hinh thtrc: Can bd phong PBCL ban giao dé thi cho gido vién coi thi trudc gio
thi 15 phuat.

-Béng chung: S6 theo ddi thi.

5.2.9. To chirc thi

-Nguoi thuc hién: Can b gido vién dugce phan cong coi thi.
-Thoi gian thuc hi¢n: Theo lich thi cia nha truong.

-Dja diém : Giang duong.

-Hinh thirc: Can b gido vién coi thi theo quy ché coi, chdm thi.
-Bang chung: S6 theo dbi thi.

5.2.10. Luu ho so

-Nguo1 thuc hién: Can b phong PBCL.

-Thoi gian thue hién: Sau khi thi xong.

-Dja diém : Phong DBCL.

-Hinh thirc: Sau khi thi xong giao vién coi thi mang bai thi giao cho can b
chuyén trach phong DBCL cat gilr ¢ dam bdo tinh bao mat.
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-Bing chung: S6 theo dbi thi.
4. LUU HO SO
TT | Tén vin ban cin lwu Trach nhiém luu Thaoi gian luu

1 S6 ban giao ngan hang dé

thi, cdu hdi thi DBCL 3 nam, sau khi két
thac khoa hoc

2| 86 theo dbi thi PBCL 3 nam, sau khi két
thic khoa hoc

3 | Dé thi, dap én PBCL 3 nam, sau khi két

thac khoa hoc

5. PHU LUC, BIEU MAU

TT Tén phu luc, bi¢u miu

Ky hiéu

1 | Mau dé thi, dap an

BM.01-QT.01/PBCL

2 | S6 ban giao ngan hang d¢ thi, cau hoi thi

BM.02-QT.01/DBCL




