TRUGNG PH TAI CHINH —- MARKETING  CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG THANH TRA GIAO DUC Pjc 1ap — Ty do — Hanh phiic

Tp. H6 Chi Minh, ngéy 03 thang 3 nam 2020

QUY TRINH THANH TRA, KIEM TRA
CONG TAC GIANG DAY BAC PAI HQC, CAO PANG HE CHINH QUY
CUA GIANG VIEN TAI TRUONG PAI HQC TAI CHINH - MARKETING

1. Muc dich

- Quy dinh théng nhét ndi dung, trach nhiém va trinh tu cac bude thyuc hién cong tac
thanh tra, kiém tra nhim 6n dinh né nép giang day béc dai hoc, cao dang hé chinh quy, gop
phan ning cao chét lugng hoat dong dao tao trong Nha truong.

- Pam bao thoi khéa biéu giang day va hoc tap bac dai hoc, cao dang hé chinh quy
cua Truong dugce trién khai On dinh, hiéu qua, chét luong, ding ké hoach dao tao theo hoc
ky, ndm hoc;

- Giai quyét kip thoi cac yéu cAu, @ nghi, cac phat sinh dt xuét trong qu4 trinh giang
day cling nhu ting cuong cdng tac giam sat, kiém tra viéc thuc hién git giang, thoi khoa
biéu cua giang vién va sinh vién;

- Gitip Hiéu truong kip thoi n&dm bét thong tin chinh xac v& viée td chirc giang day,
kiém tra, giam sat va viéc thyuc hién chic trach, nhiém vu cua td chirc, ca nhan tham gia
cong tac giang day bac dai hoc, cao dang hé chinh quy tai Truong;

- Gilip cha dong phong ngira tidu cuc, phat hién, xtr ly hodc kién nghi xir ly sai pham
(néu co); gop phan dam bao cho cong tac giang day va hoc tap duoc thyc hién nghiém tuc,
ding quy ché, quy dinh cia Nha trudng.

2. Pham vi ap dung
- Quy trinh nay 4p dung tai Truong Dai hoc Tai chinh - Marketing.
3. Cin it phap ly: |
Cin ct Thong tu s6 51/2012/TT-BGDDT cta B truong Bo6 Gido duc va Dao tao
ngay 18/12/2012 Quy dinh v& td chirc va hoat dong thanh tra cta co so gido duc dai hoc,

truong trung cAp chuyén nghiép;
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Can ci Thong tu s& 57/2012/TT-BGDDPT cua Bd Gido duc & DPao tao ngay
27/12/2012 sira d6i, bd sung mot s6 diéu trong Quy ché dao tao dai hoc va cao dang hé
chinh quy theo hé théng tin chi;

Cin cir Quyét dinh sé 1138/QD-TTg cua Thi tuéng Chinh phu ngay 04/8/2017 vé
viéc sap nhdp Truong Cao ding Tai chinh — Hai quan vao Truong Dai hoc Tai chinh —
Marketing;

Cin ot Quyét dinh sé 2161/QD-DHTCM ciia Hiéu truéng Trudng Dai hoc Tai chinh
— Marketing ngay 14/12/2017 vé& viéc ban hanh Quy dinh hoat dong Thanh tra gido duc
Trudng Pai hoc Tai chinh — Marketing;

Cén cu Quyét dinh s6 781/QD-DHTCM cua Hiéu trudng Truong Pai hoc Tai chinh
- Marketing ngay 06/6/2017 v& Quy dinh dao tao dai hoc hé chinh quy theo hoc ché tin
chi tai Truong Dai hoc Tai chinh - Marketing;

Cin cir Quyét dinh s 847/QD-PHTCM cia Hiéu truong Trudng Dai hoc Tai chinh
- Marketing ngay 27/6/2018 v& Quy dinh ché o lam viéc dbi voi giang vién Truong Dai
hoc Tai chinh - Marketing;

Cin ctr Thong bao sé 871/TB-DHTCM-QLDT cua Phé Hiéu trudong Truong Dai hoc
Tai chinh - Marketing ngay 21/6/2018 ban hanh Théng bao vé quy trinh giai quyét diéu
chinh thoi khéa bidu giang day va hoc tap cia cac khoa dao tao hé chinh quy.

4. Luwu d0 va giai thich Quy trinh

Giai thich tir viét tit:

Tir day da Viét tat
Ban Giam hiéu BGH
Giang vién GV
Phong Quan ly dao tao P.QLDT
Phong Thanh tra gido duc P.TTGD
Phong T6 chirc - Hanh chinh P.TCHC
TKB Thoi khéa biéu
Phin mém quan ly dao tao dai hoc/cao ding UIS
(University Information System)
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4.1. Lwu d6 quy trinh:

Cip nhat

thoi Ifhéa
biéu

Thanh
!ra,

Truy xuét dir lidu tir UIS

A

Péi giv, dbi phong, nghi gidng,
giang bu, giang don, vé som,

y

Kiém tra dir liéu cip nhét

A

Thoi khéa biéu didu chinh
(néu cl)

kiém tra

Téng hop,

Theo dbi, ghi nhén sy viée

A

Phin 4nh, yéu ciu giai trinh

A

Giai trinh, khiic phuc hiu qua
(néu cé)

bao cdo
A 2
ket qua

Bdo c4o nhanh

A

B4o cdo tong hop hoc ky

A

Bio cdo tong hgp nim

A
Luu ho so
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4.2. M5 ta chi tiét Quy trinh:

Buéc Trinh ty thwe hién Trach nhiém Két qua thye hién
-Giay dé nghi thay
p doi phong hoc.
-P.TTGD truy xuat dir liéu ) .
-Gidy bao thay doi
TKB tir UIS dugc P.QLDT
. - GV giang day.
cap nhét vao dau moi hoc ky ,
1.Truy ) . -Gidy bao nghi
v va cac hoc phan bo sung trong | ~P.QLDT
xuat, cap giang.
nam hoc. -P.TTGD * , . .
nhat dir _ ‘ ' -Giay dé nghi diéu
-P.TTGD cép nhét hang ngay | - Cac Vién, Khoa
lieu TKB _ ) chinh lich giang.
thong tin: nghi giang, bu, don, | chuyén mén, GV.
tur UIS . - -Trang thong tin
day thay, d6i phong, di tré, vé
. (Web) “nghi hoc”,
sém tir cac don vi: P.QLDT,
< “giang  bu”  va
khoa chuyén moén, GV.
“giang don” cua
P.QLDT.
-P.TTGD thudng xuyén phén
cong nhan vién c6 mit tai cac
co s& dao tao, bam sat thuc té
cong viée dé co so liéu chinh
-P.TTGD
xac, theo ddi ghi nhén kip thoi -Vién, Khoa chuyén
, -P.QLDT
2. Thanh cac su viéc bat thuong. mon, B6 moén, GV
i , , -Cac Vién, Khoa
tra, kiém | —Hang ngay doi chicu dir liéu, c6 lién quan bao cao
, h chuyén mén, B . .
tra phoi hgp véi P.QLDT kiém giai trinh, khac phuc

tra thong tin.

—P.TTGD phéan 4nh, yéu ciu
giai trinh ddi véi cac Vién,
Khoa chuyén moén, B6 mon,

GV c¢0 lién quan.

mon, GV co lién

quan.

hau qua (néu cb).
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- Céac Vién, Khoa chuyén mon,
B mon, GV ¢6 lién quan gidi
trinh, khac phuc hau qua (n€u

co).

3.Tong

hop, bao

cao

qua

Kkét

—-P.TTGD béo céo nhanh, hoc
ky, tong hop ndm. -
~Phéi hop voi P.QLDT ra soat

lan cudi trude khi ban hanh.

—Céc don vi thudc

Truong c6 lién quan.
—-Céc Khoa
Bo

Vién,
chuyén mon,
mén, GV co lién

quan.

-Ban hanh bao céo
tbng hop va luu ho
SO.

-Cép nhéat céac bdo
cao 1én trang thong

(Web)

P.TTGD.

tin cua

5. Biéu miu kém theo Quy trinh:

Biéu mau

A A « R 3
Tén ho so, bieu mau

Biéu mau 1

Gidy d& nghi thay d6i phong hoc

Biéu mau 2

Gidy béo thay d6i GV giang day

Biéu mau 3

Gidy bao nghi gidng

Biéu mau 4

Gidy d& nghi diéu chinh lich giang

Truwéng don vi soan thao

yas

ChAu Minh Qui
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MAU SO 01

TRUGNG PH TAI CHINH — MARKETING CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG QUAN LY PAO TAO Pjc lap - Tw do - Hanh phiic
GIAY DE NGHI THAY POI PHONG HQC
(HE CHINH QUY)

Kinh gtri : - Ban Gidm hiéu truong Dai hoc Tai chinh — Marketing;
- Phong Quan ly dao tao.

1 TOHAEN: oo :...Dién thoai N hé: ....cocvevviiiiinenieenes
Téi d& nghi thay ddi phong hoc cho 16p hoc phan thude hocky ....... ,nam ....... nhu sau:
Thoi khéa biéu
x Phon
Ma . Phong &
. N 3 Thudc hoc dé —
TT | l6ph T : . OC ¢ 3)
S 6p hoc én hoc phan cTPT® | Ther | Budi® hoc okt Ghi cht
phan theo £
TKB (néu
cd)
2. LY 0% covurrrueseesessenssesssssssnsessassssssssessssasss st s R RS
) TP.HCM, ngay......thdng.....ndm 2020

Y kién phong QLDT Giang vién ky tén

(Ky va ghi ré ho tén)

A. Ghi cht: ) o

1. Muc dich sir dung gidy nay: GV c6 nhu cau doi phong hoc.

2. Trinh tyr gidi quyét: GV —»Phong QLDT —> GV va cac don vi c6 lién quan. i

3. P.QLDT s& phan hoi két qua xtr ly dén GV qua dién thoai chdm nhat 01 ngay lam viéc ké tir ngay nhan
gidy dé nghi. . . )

4. Tiép nhan va xtr ly thong tin v& TKB: TKB tong hop va tai Q.7 qua s dién thoai (028)3772.0405, tai
2C PQ: (028)3997.3643 — 0937.174.752 (T.Nhan), tai Q.9: 0987.615.675 (T.Diép), tai 306 NTT va
343/4 NTT: 0909.261.190 (C.Ngan), tai 778 NK: 0903.862.929 (C.Nhuy).

B. Chu thich:

(1): Ghi rd 16p hoc ph'fm thudc chuong trinh dao tao Pai tra/Chét lugng cao/LTDH.

(2): Ghi rd budi Sang/Chiéw/Tbi.

(3): Ghird a). Yéu ciu vé phong hoc, b). Néu chi thay dbi vai budi thi liét ké sé ngay, néu thay ddi dén
hét hoc ky thi ghi sir dung hét hoc ky.
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MAU SO 02

TRUONG PH TAI CHINH - MARKETING ~ CQNG HOA XA HOQI CHU NGHIA VIET NAM
PON VI: : Poc 1ap - Tw do - Hanh phuc

GIAY BAO THAY DPOI GIANG VIEN GIANG DAY
(HE CHINH QUY)

Kinh gi: - Ban Giam hiéu trudng Dai hoc Tai chinh — Marketing;

- Phong Quan ly dao tao.

Cin ctt thoi khoa biéu va tinh hinh phan céng giang day hoc ky:............ , ndm

KOG ..vovvsersnaeesesseessnsessessesassisissssissosassaassnsnnssassussnses thong bao thay ddi giang vién giang day ctia hoc
KYioenonn , ndm......... nhu sau:
1. Ho va tén giang vién di DO tri GIANE dAY: wooeveieiverrereie s ;
duoc bé tri giang day céc 16p hoc phén sau:
5 . Thoi khoa biéu 5
STT | e Tén hoc phén : aru0e | Ghi chu
Up:hoc phan Tha | Bu6i®V | Phong
2. Thong tin thay dbi:
Ma n 2 Ho va tén giang vién thay 5 5
STT 16p hoc phin Tén hoc phan thé@ Ghi cha
3. L Q0% evvvveevvvvesssesssseeesssssssessssssssssapassss s e ssssss R SRS
Y kién phong Quén 1y dao tao TP.HCM, ngay......thang.....nam 2020
Pon vi: 6
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MAU SO 03
TRUONG DPH TAI CHINH - MARKETING  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG QUAN LY PAO TAO Poc lap - Ty do - Hanh phiic

GIAY BAO NGHI GIANG
(HE CHINH QUY)

Kinhgiri: - Ban Giam hiéu truong Dai hoc Tai chinh — Marketing;
- Phong Quan ly dao tao;

= KHOQ: coeeverrerenereersressesnesensnssssssisssssusssessssanssssssesassansnasss
L TO0 BN eeeeeeeeeeeeeeeee e cereeereeesreesseneeeneeebneerns Dién thoai liEn hé: ...cccovvvvvviiine
T6i bao nghi giang 16p hoc phan thudc hoc Ky ........, ndm ............ nhu sau:
_ Thoi khéa biéu
Ma 3 Thudc Ghi
Stt . A Tén hoc phan p > - .
16p hoc phan Thtt | Budi®® P(‘;gr;(gy/ Ngay CTPhT® chua
2. LY Q0% wuvvuerressessesssesisssesscessssasssanessbsss s s s R R R R R
3. Pang ky iy gIAng BU: «.ooviinniiiiiii e
4, Giang vién giang thay cac budi nghi gidng (néu co): -
TP.HCM, ngay......thdng.....nam 2020
Y kién phong QLDT Y kién Khoa/DVQLHP® GV ky tén

(Ky va ghi ré ho tén)
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MAU SO 04

TRUONG DH TAI CHINH - MARKETING  CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG QUAN LY PAO TAO Poc 1ap - Ty do - Hanh phuc

GIAY PE NGHI PIEU CHINH LICH GIANG
(HE CHINH QUY)

Kinhgi: - Ban Gidm hi¢u truong Pai hoc Tai chinh — Marketing;
- Phong Quan ly dao tao.

1, TOLARIE vererernossnerersaensissmssssssnssssassss everreerreerenaees Dién thoal lin hé: wewmmssmmmesscsonsaras
duoc b tri gidng day céc 16p hoc phén thude hoe ky......covvvn. , nam .......... nhu sau:

Ma . 3 Thoi khoa biéu Thude -
STT 16p hoc phin Tén hoc phan Thi | Budi® | Phong CTPT® Ghi cha

2. Sau khi da théa thugn va thong nhit véi sinh vién (c6 bién ban kém theo), t6i d& nghi diéu chinh lich
giang cuia 16p hoc phan:

Nid ‘ Thoi khéa biéu
STT 160 hoc phan Tén hoc phan diéu chinh Ghi cha
ophocp Tha | Budi” | Phong
3. L 0% eeseeeeeseveesseeesssssssseseses s s8R
] TP.HCM, ngay......thang.....nam 2020
Y kién phong QLDT Giang vién ky tén

(Ky va ghi ré ho tén)
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