_ BOQ GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC SU PHAM KY THUAT Poc 1ap - Tu do - Hanh phic
THANH PHO HO CHi MINH

QUY TRINH LAP KE HOACH, THUC HIEN THI

I. Muc dich
- Chuén héa viéc lap ké hoach thi hoc ky tai truong.
- Dam bao thuc hién ding ké hoach thi theo tirng hoc ky.

-  Pam bao thuc hién dung tién do ctia ké hoach giang day — hoc tap tirng nam
hoc.

- Dam bao chét lugng dao tao clia trudng.
I1. Ngi dung quy trinh
1. Luu trinh

Budc Trinh tu thwe hién Trach nhiém
1 Lép ké hoach t0 chtre thi hoc ky Truing shong BT
v
Lap ké hoach cac mén hoc thi Truong Khoa, Trudng phong
soém, thi hinh thirc khéc, yéu cau DT, Truong B mon
2 ddc biét vé phong thi
A
Lap lich thi tap trung
3 Trudng phong BT
"\
4 Kiém tra, phan hoi ~Truong Khoa, Trudng phong
/ DT, Truéng B mon
‘r 2 2 b
- T& chirethi Truong Iq(hoa, ’I:rl.r(mg phong
bT, Truong phong TTGD, SV
v
6 ChAm thi, cdng bd diém thi Truong Khoa, Truéng phong
l PT, Trudéng BO mon, GV
h 4
7 Chém phtic khao Trudéng Khoa, Truong phong
DT, Truong B mon, GV
2
Luru triv Truong Khoa, Truong phong
g bT
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2. M6 ta chi tiét

Buoec

Trinh ty thuc hién

Trach nhiém

Lap ké hoach t6 chirc thi hoc ky:

Thoi gian thuc hién: 6 tudn trude thi.

P.DT guri thong béo lap danh sach cac mén hoc
thi sém, thi hinh thirc khac hodc c6 yéu cau
dic biét vé phong thi cho céac khoa va Vién
SPKT (BM1).

Truong phong BT

Lép ké hoach cac mén hoc thi so'm, thi hinh
thire khac, yéu cau dic biét vé phong thi:
Thoi gian thuc hién: 4 tudn trude thi.

Khoa dé xuit ké hoach td chure thi cidc mén hoc
két thiic sém, hinh thire thi khac hodc yéu cu
dac biét vé phong thi giri vé P.DT (BM2).

Truong Khoa
Trudéng phong BT

Trudéng B mon

Lap lich thi tap trung:

Thoi gian thue hién: 3 tuan trude thi.

P.DT l1ap lich thi cac hoc phén thi tap trung
(BM3, BM4, BM5) va thuc hién ra soét cac
hoc phan thi trong hoc ky.

Trudng phong BT

Kiém tra, phan hdi:

Thoi gian thue hién: 2 tuan trude thi.

Céc khoa kiém tra lai lich thi tap trung ma
P.DT da lap, phan hoi cac yéu cau bo sung
hodc chinh stra cho P.DT d¢€ di€u chinh (néu
o).

Truong phong BT
Truong Khoa

Trudéng Bo moén

T chire thi:

P.DT guri danh sach SV du thi vé Khoa 1 tudn
trudce khi thi.

Truong phong BT

Déi vé6i truong hop diém I:

- Sinh vién ndp don xin diém I (BM6) vé
Khoa, sau d6 vé P.DT (thoi gian: tir sau khi
thi dén khi két thuc thi hoc k).

- SV tra diém I theo quy dinh trong 2 hoc ky
ké tiép (1 nam).

Truong Khoa
Trudéng phong BT
Truéng Khoa, SV.

- Ra d¢ thi

- In, nhan ban dé thi

- Giam st nhan ban dé thi

- B tri can bo coi thi

- Coi thi - Thu bai thi

- Nhan, phén phbi bai chim thi

Truéng Bo mon
Truong Bo mon
Trudong phong TTGD
Truéng Khoa
Truong Khoa

Truéng BO mon
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Trudng phong TTGD
Trudng Khoa

- Kiém tra thi

-Truc giai quyét tinh hinh thi : ,
Truong Phong BT

Cham thi, cong bb diém thi:

Giang vién cham thi, ghi diém vao danh séach,
ky xac nhan, nhap diém/import diém vao trang
online, kiém do, khéa diém. Nop bai thi va
bang diém vé Khoa. Giang vién

Truong hop gidng vién xin gia han thém thoi | Truong Khoa
gian nhap diém lam gidy dé xudt (BM7); ¢6 sai
s6t diém sau khi nop thuc hién Bién ban diéu

chinh diém (BMS).
¢ | K¥ xéc nhan bang diém. Truéng bd mon

Nop ban chinh bang diém vé phong DT. Truéng Khoa
Quﬂy di_-rih thoi gian nhap diém, mé khoa, khoa Thromg phiong BT
nhép diém.
Péi véi Iwu hoc sinh duge phép hoc phu dao Truéng phong BT
va thi lai. BO mon/Giang vién lap thoi khoa p

-2 Heir .2 . . . | Truong khoa
biéu phu dao (BM11) va vao diém thi lai| :
(BMlz) Gléng vién

Poi voi sinh vién chwong trinh trao doi:
Giang vién ghi diem BM13.

Cham phic khio:
Thoi gian thuc hién: 12 ngay sau khi cong bd
diém thi.

Nhan don chim phuc khao: trong vong 7 ngay | Trudng khoa
tir ngay cong b diém thi.

Cham phuc khao: trong vong 5 ngay, sau d6 | Truéng B6 mon, GV
phai cong bd két qua phic khao.

Lép bang diém phuc khao (BM9), bién ban d6i | Truong  Khoa,  Truong
thoai chim phuc khao néu c6 (BM10), va gii | BM, GV
vé phong PT.

e : Truong Khoa
Phé duyét dieém phuc khao. : =
Trudng phong BT
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-Khoa thong béo két qué phuc khao cho SV. Trudng khoa
-PDT nhap diém phic khao c6 thay ddi vao | Trudong phong BT
chwong trinh quan 1y. SV c6 thé xem diém
phtic khao trén trang online.

Lwu trir:

8 Khoa thuce hién luu trit bai thi theo quy dinh. Trudéng Khoa

P.DT luu trit bang diém theo quy dinh. Truéng phong DT

I11. Biéu miu

EL Biéu méu Viét tit
1 Biéu mau 1: Thong bao ké hoach t6 chire thi hoc ky BM1
2 Biéu méu 2: Gidy dé xuat ké hoach t& chuc thi cAc mon hoc BM2
két thiic sém
3 Biéu mau 3: Lich thi hoc ky (cho quan ly phong) BM3
4 Biéu méu 4: Lich thi hoc k¥ theo Khoa (chinh thirc) BM4
5 | Biéu mau 5: Lich thi hoc ky 1 sinh vién BM5
6 | Biéu mau 6: Pon xin nhan diém I (Diém chua hoan tat) BM6
7 Biéu miu 7: Gidy dé xuét gia han thoi gian nhap diém BM7
8 Biéu mau 8: Bién ban diéu chinh diém hoc ky BMS
9 Biéu mau 9: Bang diém phuc khao BMO9
10 | Biéu mau 10: Bién ban dbi thoai chim phiic khao BM10
11 | Biéu mdu 11: Thoi khoa biéu CBGD phu dao luu hoc sinh BMI11
12 | Biéu mau 12: Bang diém thi lai danh cho luu hoc sinh BMI12
13 | Biéu rpéu 13: Bang fiiém danh cho sinh vién hoc chuong trinh BM13
trao doi /

Nguoi soan thao

woi phé duyw

Neguwoi xem xét
é/ﬂb
e

ThS. Huynh Ton Nghia ~ PGS.TS. Nguyén Trung Kién

. Lé Hiéu Giang
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BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG DAI HQC SU PHAM KY THUAT Péc 1ap - Tu do - Hanh phiic
TP. HO CHi MINH

S6: ...... / TB-DHSPKT-DT TP.Ho6 Chi Minh, ngay ... thang ... ndm ...

' THONG BAO
(V/v ké hoach to chirc thi hoc ky ... nam hoc ......)

Kinh giri: CAC KHOA, VIEN SPKT

Pé chudn bi cho cong tac 1ap ké hoach t6 chire thi hoc ki ... ndm hoc ...... , phong
Pao tao thong bao dén cac Khoa/ BO mon, Vién SPKT vé ké hoach to chirc thi kiém tra
cudi ky cho hoc ky ... nam hoc ...... nhu sau:

o Tir ngdy ... dén ngay ... cac Khoa/Trung tim giti vé phong Pao tao (Phong Al-
202) ké hoach to chire thi cdc mén hoc ¢6 hinh thice thi nhu: viin dap, tiéu ludn, thi trén
mdy tinh hoic cé yéu ciu vé phong thi (vi du: thi & phong chuyén dé, phong may tinh,...)
theo mau kém theo hodc tai vé tir trang web phong Dao tao.

o Tir ngay ... dén ngay ... phong Do tao s& cong bd lich thi chinh thitc cho cac
Khoa/Trung tdm va sinh vién.

oKy thi kiém tra cudi ky cho hoc ky ... nim hoc ...... sé dién ra tir ngay ... dén
ngay ....

Tran trong kinh chao./.

TL. Hig¢u trudéng

Noi nhén:
- Céc khoa, Vién SPKT P.TRUONG PHONG PAO TAO
- Luu Dao tao (phu trach ké hoach)
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BO GIAO DUC VA BAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PH SU PHAM KY THUAT TPHCM Péc lip — Tw do — Hanh phiic

GIAY PE XUAT KE HOACH TO CHUC THI
CAC MON HOC KET THUC SOM HOAC YEU CAU PAC BIET VE PHONG THI

Trong ky thi hoc ky ...... DA IOC oo i BOMOIL iiiiaiicissunnnins saeicosmotin o1 R N X B dé nghi:
, L TIET | SO | HINH
- Nhom Ma ~ A N 2 = 2 g
TT | MA MH * i TEN MON HOC * NGAY THI | BAT | TIET | THUC GHI CHU
2 CBGD* ' 5
DAU THI*
1
2
3
4
3

Tran trong kinh chao.
Ghi chu:

+ Cdc mén thi két thiie sém ma Khoa can phong Dao tao cip phong thi vui long ghi vé trong cit ghi chii “Dé nghi PDT xép phong
thi”.
+ (%) la cot bét budc.

Tp.HCM, ngay ... thang ... nam ... ...

TRUONG KHOA TRUONG BO MON

S4 hiéu: BM2/QT-PDT-LKHTHT Lan soat xét: 03 Ngay hiéu luc:15/5/2020  Trang |




Truong Pai hoc SPKT TP.HCM

Phong Dao tao

Lich Thi Hoc Ky (Dung cho quan ly phong)

Hoc Ky.... Nam hoc

STT

Tén

Ngay thi it

Ma MH

S6 SV

Phong

TBD

o>

ST T

Gio thi

Thoi
gian thi

Ngay ... thang ... ndm 20...

Ngwoi lap biéu

S6 hi¢u: BM3/QT-PDT-LKHTHT

Lan soat xét: 03

Ngay hiéu lwe:15/5/2020

Trang 1




Truong Pai hoc SPKT TP.HCM
Phong Dao tao

Lich Thi Hoe Ky Theo Khoa (Chinh thirc)

Hoc Ky.... Nam hoc

Khod ool s i
STT| Dot | Té |S6SV| Ngay | Phong | Gio |Sotiet| Ngay | Ky ndp
thi thi nop diém
Ngay thi:

Mon hoc:

1

2

3

Ngay... thang...... nam 20...
Nguwoi lap bieu
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Truong Dai hoe SPKT TP.HCM

Phong Dao tao

Lich Thi Hoc Ky 1 Sinh Vién

Hoc Ky.....Nam hoc

SN s (<mai s6 SV>) - Lép: ........
STT| MiMH | Ténménhoec |Khoa| T6 | Ngay | Phong | Tiét thi | Rut
thi thi
1
2
Ngay ... thang ... nam 20...
Nguwoi lap bieu
S6 hig¢u: BMS/QT-PBT-LKHTHT Lan soat xét: 03 Ngay hiéu luc:15/5/2020 Trang 1




~ BOGIAODUC & DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PATHQC SU PHAM KYTHUAT DPoc 1dp — Ty do — Hanh phiic
THANH PHO HO CHI MINH

PON XIN NHAN PIEM I (PIEM CHUA HOAN TAT)
Kinh giti: - Phong Dao tao

o 8 1 1T L i R i Wit S R R S T
HosBhicn atlihiden s o i M-SV s e e
D i e e T Picnthodi s s e i
Xin duoc nhén diém I (diém chua hoan tit) cic mon hoc thude hoc ky ... ndim hoc ........... e nhu sau:
NHAN DIEM I TRA DIEM I : GIAO
SV ghi tir cgt (1) —»(2) Khoa ghi tircgt (3)—» (5) | ~ SINHVIEN VIEN
STT | MAMH TEN MON HOC NOAY | 'pomy | TEL [ gorin | proMm | KYTEN
(1) @ ULl TR s % ®)
(3) (5)
1
2
3
4
5
6
7
|y [ bt PR OO VRN R R h APt OO e 7y o R AR e e S L e S S e e T e
Keém theo don gdm : Gidy td xac nhan 1y do hop 18, lich thi ¢4 nhan.
Ghi chu :

- Sinh vién tu dién nodi dung vao céc cdt tir (1)—p(2); Khoa dién céc cdt tir (3)—»(5); sinh vién ky tén vao cot (6) khi Ién
ndp bai; gido vién chém bai va ghi diém sinh vién vao cft (7), ky tén cot (8). Gido vién & B mon ky xac nhan cuodi don.
- Sinh vién phai thi tra diém I trong vong 02 hoc ky ké tiép. Néu qué 2 hoc ky chua thi tra diém I, sinh vién sé bj diém 0
mon xin dlem L
- Khi mudn thi tra diém I, SV diing don nay dén Khoa quan mén hoc dé dugc xép phong thi truée ngdy thi mot tuan.
- SV photo don xin nhan diém I cho mdi mén thi 1 to.
- Khi dur thi tra diém I, lac nop bai thi, sinh vién ky tén vao don xin nhan dlem I (ban photo).
- Sinh vién phai gir don nay cho dén khi thi tra diém I mon cudi ciing, néu mat don SV mat quyén dur thi.
- Can b coi thi kep don nay vao danh sach thi ¢ phong thi.
Tp.HCM, ngay ... thang .... nam ........

TRUONG KHOA TRUONG PHONG PAO TAO Sinh vién

GV ChAm Thi 1 GV Chim Thi 2 BO MON

So hi¢u: BM6/QT-PDT-LKHTHT Lan soat xét: 03 Ngay hiéu lwe:15/5/2020 Trang 1




TRUONG PH SU PHAM KY THUAT TPHCM CQNG HOA XA HQI CHU NGHIA VIET NAM
KHOA? & iiihaosiamnvisasinmnssiasssstsstonsvors Doc lip — Ty do — Hanh phiic

GIAY DPE XUAT GIA HAN THOI GIAN NHAP PIEM
HOCRY. NABEIRGE
Kinligiris = Kho@BOBION Y oo oin it nes s s sedos

- Phong Dao tao

Chieidil .. o s bt
Xin phép gia han thoi gian nhap diém qué trinh/ cudi ky nhu sau:

. : A : Qua cU‘é.i Thoigian | .. i
Stt | Ma hoc phan Tén hoc phén tg;h g(y) th((aj(i) n%uy gia han dtén
1
2
3
4
3
6
| By [ S S R B DRI SR O 8 L LG e e b e e AR e R e O SR
Neay .... thango...nam ........
Xac nhan cua Khoa/Bd mon Giang vién ky tén

S6 hiéu: BM7/QT-PDT-LKHTHT Lan soat xét: 03 Ngay hiéu lwe:15/5/2020 Trang 1




CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap — Tu do — Hanh phiic

BIEN BAN PIEU CHINH PIEM HOC KI ......./ NAM HQC 20.... - 20....
Diém qua trinh: ] piém thi: [

Tp.HCM, ngdy.o..on thane v ., natm 20....5
TEHEHA0 VICD T o i o A il s s |0 T T LM, A e S AT G Truong DH Su pham K§ thuat Tp. HCM.

Nay t6i xin diéu chinh, bo sung diém cua sinh vién sau:

Piém

STT| Teénsinhvien | MaSV | Ténmén hoc Mi‘};‘f“ Ni‘lfi‘“ K ‘23;‘3 Diém | Diém Ly do
SO chir

1

2

3

4

5

Tp.HCM, ngay ..... thang ..... ndm 20...

Phong Dao tao Trwong Khoa/ Bo mon Gi#o vién cham diém
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TRUONG PAI HOC SU PHAM KY THUAT TPHCM

BHOA it e
BANG PIEM PHUC KHAO
HOCKY:.......... NAMHOG: iniicnatniin
MONTHE it s
MAMONHOC : it i
14 ) Ho tén MSSV | Phong | Piém | Diém Ly do
thi lin phuc 1én xubng
diu khao
1
2
3
4
5
6
7
8
9
10
PHONG PAO TAO TRUONG KHOA GV CHAM LAN 1 GV CHAM LAN 2

S6 hiéu: BM9/QT-PPT-LKHTHT ~ Lan soat xét: 03 Ngay hidu lwe:15/5/2020  Trang 1




CONG HOA XA HQOI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phic

BIEN BAN POI THOAI CHAM PHUC KHAO

Hom nay, ngay ... thang ... ndm ........ 2 A e R R AT el e T O e BT — Truong Pai hoc SPKT TP.HCM
Ket:quachim phie lhao BAFEhi mbn il il v b s st MG mon o & i siianifneiig

GO SINI VIOI 4 cisimanisiciivsibinr sivsnstbasssaisns ssmses it s naninsaimeans ¥y TSN RE R SR 4 MBSV 1. vt

STT CAU DIEM LAN 1 PIEM PHUC KHAO LY DO
Tong cong diém lAn mot:.................. diém Tong cong diém phic khdo: .................. diém

G ChamEa Nl o e s e R BT = . e i st

GV ehstphic RhRo 1o o e il i 2 e B8N £ i s ik

GVichAmphlie khA0 2: i i i i e L RO e A

Sau khi cham bai ching t61 thong nhat dong y voi diém maoi cua sinh vién trén.

Trudong khoa

Truéng bo mén

S6 hi¢u: BM10/QT-PDT-LKHTHT Lén soat xét: 02 Ngay hi¢u luc:15/5/2020
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~ BO GIAO DUC PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC SU PHAM KY THUAT Doc 14p — Tw do — Hanh phiic
TP. HO CHI MINH

THOI KHOA BIEU CBGD
(phu dao cho luu hoc sinh)
Hoe kYo ope - <o e IR
CBGD: Ma CBGD:
B0 mon: Khoa:
M3 hoc phan:
Tén hoc phan: Softipcehi= - SOSVE T -
STT Thir Tiét Ehone Thi gian hoe
hoce
1
2
3
4
5
Tong sb tiét:

Ghi cht: Day phu dao cho Iuu hoc sinh hoc tai truong.

Ngay .... Thang....ndim:20. ..
X4c nhan cua Khoa Xdc nhin ciia SV theo hoc Phong Dao tao
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~ BO GIAO DUC PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC SU PHAM KY THUAT Pic lap — Tw do — Hanh phic
TP. HO CHI MINH

BANG PIEM THI LAI LAN___
Hooky:. o s R e
(Danh cho Luu hoc sinh hoc tai truong)
M3 hoc phan:
Tén hoc phan:
el ey | mis B cente
1
2
3
4
i
Ngay .... Thang....ndm 20...
Xac nhén ciia B mon Phong Dao tao

Sé hiéu: BM12/QT-PDT-LKHTHT Lan soat xét: 03  Ngay hiéu luc:15/5/2020  Trang 1




BO GIAO DUC PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAL HQC SU PHAM KY THUAT Djc lap — Tu do — Hanh phiic
TP. HO CHI MINH

BANG DIEM
Hoe ky .o Namboc: ......- TR

(Danh cho sinh vién nuéc ngoai theo hoc chuong trinh trao doi sinh vién)

Lép hoc phén:
Tén hoc phan:
> : Phong | Ti¢t | Pidm | Piém | Ghi
AT - My Hoten thi | thi |quitrinh| thi | chd
1
2
3
4
Ngay .... thang....nam 20...
Xdac nhan cia B mon Giang vién Giang vién

cham diém qua trinh cham diém cuoi ky
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