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1. MUC PiCH

— Quy trinh 18p thoi khoa biéu nham thé hién toan bd qua trinh chuin bj
va lap thoi khoa biéu tai Trudng, tao diéu kién cho viéc phdi hop thyuc hién
cong tac xay dung ké hoach, quan ly dao tao & cac bac dao tao mot cach co
hiéu qua va dong b giira cac bo phan lién quan.
2. PHAM VI AP DUNG

— Ap dung cho tit ca cac bo phan cé lién quan dén cong tac 1ap va to
chuc thyc hién giang day tai truong.
3. TAI LIEU VIEN DAN, THAM KHAO
4. PINH NGHIA VA CHU VIET TAT

+ BM: B0 moén
F CBGD: o Can b0 giang day
F OV - Chuyén vién
F HK . e ————— Hoc ky
F HP . o —————————— Hoc phan
F GV Giang vién
+ KT&BDCLGD: ........ Khao thi va Bao dam Chét luong Giao duc
F P T i ———— Phong Pao tao
F TKB: oo Thoi khoa biéu

5. NOI DUNG QUY TRINH
5.1. Lwu d0 mé ta quy trinh
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Trach nhiém Noi dung Biéu miu
Lap thong bao va danh BM-bT-03-01
CV PPT sach mon hoc trong HK BM-PT-03-02
Truéng PDT
@ Khong dong y
Khoa/BM Lap béﬂf PCGD | BM-DT-03-02
CV PDT Téng hop PCGD BM-DT-03-02
Truong PDT @ Khong dong y
Lap TKB |«
CV PDT
Truong PDT .
Khong dong y
CV PDT Phat hanh TKB du kién BM-DT-03-04
‘ BM-DT-03-07
GV Diéu chinh BM'DT'O3'08
Khoéng dé)ng v n
Truong PDT Duyet
BM-DT-03-04
A 4
CV PPT — — Thuyc hién BM-DT-03-05
[ Phat hanh TKB chinh thirc ]4— didu chinh BM-PT-03-06

5.2. Dién giai luu do
5.2.1. Ldp danh sach méon hoc trong hoc ky maoi

Vao cudi hoc ky, PDT dya trén ké hoach dao tao va chuong trinh khung
cac nganh ddo tao 1ap thong bao theo mau BM-DPT-03-01 va BM-DT-03-02

gt ve cac Khoa/B9 mon.
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Trong d6, ndi dung trén mau BM-DT-03-01 c6 thoi han cudi cung giri
bang PCGD vé PPT va trén mau BM-DT-03-02 gém:

— Danh sach cac 16p hoc trong HK sau.

— Danh sach hoc phan trong HK sau cho ting 16p.

— Sé tin chi cua ting hoc phén.

— Sisb 16p.

5.2.2. Ldp bang phdn cong giang day

Sau khi nhan duoc thong bao BM-DT-03-01, Khoa/B§ mon s¢ thuc hién
cac cong viéc sau:

— Khoa/ B6 mon ra soat danh sach hoc phan trén mau BM-DT-03-02.

— Khoa/ B6 mén dua trén mau BM-DPT-03-02, chuyén mon va khoi
lugng giang day ctiia GV trong Khoa/ B6 mon, phan cong GV trén mau BM-
bT-03-02.

— Gui mau BM-DPT-03-02 vé PDT trudc thoi han ghi trén mau BM-DT-
03-01. N6i dung trong mau BM-DT-03-02 gom:

+ Thong tin & bude 1 do PDT lap.
+ Thong tin GV giang day.
+ Ghi chu cac trudong hop dic biét (néu co)

Néu danh sach HP trong mau BM-DT-03-02 khong phu hop(thira/thiéu)
Khoa/BM sé& thém hoac x6a cac HP phu hop.

5.2.3. Tong hop phén cong giing day

Sau khi hét thoi han trén mau BM-DT-03-01, PDT tong hop bang PCGD
tir cac Khoa/ BO mon.

PDT lién hé phong QTVT kiém tra tinh hinh hoat dong cua cic phong
hoc.

5.2.4. Lp thoi khéa biéu
PDT duya trén ké hoach dao tao va PCGD, 1ap thoi khoa biéu cho HK mdi.

PDT in TKB du kién theo mau BM-DT-03-04 va théng béo theo méu
BM-DT-03-03 giri vé cac Khoa/BM. Trong dé, ndi dung trong miu BM-DT-
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03-03 c6 thoi han cubi cung cho phép GV diéu chinh TKB, BM-DT-03-04
gom:

— Thong tin trong mau BM-DT-03-02 & budc 5.2.2.

— Thoi gian day gdm tiét day, ngay bat dau va ngay két thic.

— Phong hoc.

5.2.5. Thong bdo TKB duw kién cho giing vién

Khoa/ BM thong bao cho tat ca giang vién trong Khoa/ B6 mon dugc biét
va diéu chinh thoi khoa bicu.

Céan ctt TKB nhan dugc, GV ¢6 yéu cau diéu chinh s& bio Khoa/Bo mon
quan 1y chuyén mén truc tiép 1ap dé nghi diéu chinh theo mau BM-DT-03-07
néu GV dé nghi diéu chinh thoi gian day hodc theo mau BM-DT-03-08 néu
GV dé nghj diéu chinh GV.

Khoa/Bo mon tap hop diéu chinh, xac nhan dong y diéu chinh va gui vé
PDT truéc thoi han ghi trén mau BM-DT-03-03.

PDT duyét va diéu chinh cho nhing trudong hop c6 1y do that su can thiét.

Nhitng truong hop khong thé diéu chinh, PPT ghi o 1y do va tra vé
Khoa/BM cho GV dugc biét.

5.2.6. Théong bdo thoi khéa biéu chinh thive

Néu khong c6 diéu chinh nao dugc yéu cau, TKB trén s& dugc phat hanh
chinh thtrc. PPT tién hanh in TKB theo miu BM-DT-03-04, BM-DT-03-05,
BM-DT-03-06 gui cho cac Khoa/ BO mon va dang 1én website truong tai dia
chi www.hcmunre.edu.vn dé thong bao rong rdi dén giang vién va sinh vién
dugc bieét.

Cac Khoa/ B6 mon giri mau BM-DT-03-05 nhan duoc & budc 7 cho timg
GV giang day trong hoc ky, ding mau BM-DT-03-06 nhian dugc & bude 7
1én website cia Khoa/Bo mon.

5.2.7. Diéu chinh thoi khéa biéu
Trong thoi gian giang day, néu GV ¢ cong tac ca nhan va khong thé 1én

16p theo thoi khoa bi€u va cd nhu cau:


http://www.hcmunre.edu.vn/
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— Diéu chinh thoi gian giang day s& 14p phiéu dé nghi diéu chinh TKB
theo mau BM-DT-03-07

— Piéu chinh giang giang vién s& lap phiéu dé nghi diéu chinh GV theo
mau BM-DT-03-08

Va ¢6 sy dong v cua ldnh dao Khoa/B6 mén quéan 1y chuyén mén va gui
cho gido vu Khoa/Bo mon.

Gi4o vu khoa gui vé PPT.

PDT xem xét va chép nhan nhiing dé nghi diéu chinh that sy can thiét.

Sau khi dugc su dong ¥, GV mang phiéu s6 2 giri Phong Thanh tra theo
ddi va thong bao voi sinh vién dugce biét.
5.2.8. Bao nghi va bu gio

Trong qué trinh giang day néu GV c¢6 cong tac ca nhan khong thé 1én 16p
s& lap gidy bao nghi theo mau BM-DT-03-09 giri PPT xic nhin va giri
phong Thanh tra theo doi.

Sau khi GV nghi day, trong thoi gian gidng day cia HK GV phai day bu
dung bang sb tiét da nghi.

Dé bao day bu, GV 1ap phiéu bao bu theo miu BM-DT-03-10 giri PPT
duyét va gtiri Phong Thanh tra theo doi.

6. LUU HO SO
TT | Tén van ban Trach nhiém luu Thaoi gian luu

1| BM-DBT-03-01 PPT,Khoa/ B mon 1 nam

2 | BM-DT-03-02 PDT,Khoa/ B mon 1 nam

3 | BM-DT-03-03 PDT,Khoa/ B mon 1 nam
PDT, Khoa/ BO mon

4 | BM-DT-03-04 Phong Thanh tra, Lau dai
Phong PKT&BDCLGD

5 | BM-DT-03-05 GVGD 1HK
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TT

Tén van ban

Trach nhiém luu Thoi gian luu

BM-DT-03-06

Khoa chuyén nganh 1HK

BM-DT-03-07

PDT, Phong Thanh tra 1 ndm

BM-DT-03-08

PDT, Phong Thanh tra 1 nam

O | 0| N O

BM-bT-03-09

PDT, Phong Thanh tra I ndm

10

BM-DT-03-10

PDT, Phong Thanh tra I nam

7. PHU LUC, BIEU MAU

—
—

Ma biéu mau

Tén biéu mau

BM-DT-03-01

Thong b&o phan cong CBGD hoc ky

BM-DT-03-02

Bang phan cong giang day

BM-DT-03-03

Thong bao phat hanh TKB hoc ky

BM-DT-03-04

Mau in TKB tong hop

BM-DT-03-05

Mau in TKB danh cho giang vién

BM-DT-03-06

Mau in TKB theo 16p

BM-DT-03-07

Mau diéu chinh TKB

BM-DT-03-08

Mau di€u chinh giang vién

O©| 0| N OO O | W] N|

BM-bBT-03-09

Phiéu bao nghi

[EEY
o

BM-DT-03-10

Phiéu bao day bu gid




BM-PT-03-01

TRUONG DAI HQC CONG HOA XA HOI CHU NGHIA VIET NAM
TAINGUYEN VA MOI TRUONG DPoc lap - Tw do - Hanh phic
TP. HO CHi MINH
PHONG PAO TAO

TP. Ho Chi Minh, ngay ... thang ... nam ...

THONG BAO

V/v chudn bi sdp xép thoi khéa biéu hoc ky ... niam hoc ...
Kinh gtri: Cac Khoa/Bo mon

Pé chuin bi cho viéc xép thoi khoa biéu hoc ky ... ndm hoc ... cho sinh vién
cac lop Pai hoc khoa ................ Cao dang khoa .............. va Trung cap khoa
....... , Phong Pao tao yéu cau cac Khoa va B6 mon lién quan cung cip thong tin vé
giang vién phu trach cac mon hoc. Thong tin vé mon hoc, 16p hoc, Khoa/Bo mon phu

trach phan cong xem cac bang kém theo.

Han chét tiép nhan thong tin: l0c .....gio, NQay ... thang ... nim ...

Rét mong su quan tdm va hop tac tich cuc cia cac Khoa/B§ mén lién quan.

Tran trong kinh chao./.

PHONG PAO TAO
Noi nhan:
- Khoa/BM;
- LuuDT.



TRUONG DPAI HOC
TAINGUYEN VA MOI TRUONG
TP. HO CHi MINH
PHONG PAO TAO

BM-PT-03-02

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

TP. Ho Chi Minh, ngay ... thang ...

BANG PHAN CONG GIANG DAY

nam ...

Hoc Ky ....... —Nam hoc .........
. SO TC . R , .
STT Lép HOQC PHAN T GIANG VIEN DU KIEN | GHI CHU
PHONG PAO TAO TRUONG KHOA TO MON




BM-PT-03-03

TRUONG DAI HQC CONG HOA XA HOI CHU NGHIA VIET NAM
TAINGUYEN VA MOI TRUONG DPoc lap - Tw do - Hanh phic
TP. HO CHi MINH
PHONG PAO TAO

TP. Ho Chi Minh, ngay ... thang ... ndm ...

THONG BAO
V/v ban hanh thoi khéa biéu hoc ky ... nam hoc ....

Thuc hién ké hoach Pao tao nam hoc ..., phong Dao tao da Xép thoi khoa biéu
hoc ky ... ndm hoc ... cho cac 16p Pai hoc, Cao dang hé chinh quy.

Nay phong Pao tao giri thoi khoa biéu hoc ky ... nam hoc ... (g0m ban in va
ban file) dén cac Khoa/Bo mén, dé nghi quy thay/co kiém tra va phan hoi yéu cau diéu

chinh vé phong Pao tao trudc .... gio, Ngay ...

Phong DPao tao chi giai quyét nhimg diéu chinh thoi khéa biéu khi co 1y do

chinh dang.
Rét mong nhan dugc sy quan tam va hop tac cua cac Khoa/B§ mén va quy
thay/co.
Noi nhan: TL. HIEU TRUONG
- Higu truong (dé béo céo); TRUONG PHONG PAO TAO

- Céc Phé Hiéu trudng (dé béo céo);
- Cac Khoa/ B mon(dé p/hop thuce hién);
- Luu: PT.



BM-PT-03-04
BO TAINGUYEN VA MOI TRUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_ TRUONG PAI HQC DPoc 1ap - Tw do - Hanh phic
TAI NGUYEN VA MOI TRUONG
TP. HO CHI MINH

THOI KHOA BIEU
Hoc ky ... - Nam Hoc ....

STT | LOP GIANG VIEN | MAMH | TENMH |SOTC |SiSO | THU | TIET | PHONG | THOI GIAN

TP.HCM, ngay ... thang ... nam 20...
Ngudi 1ap biéu TL HIEU TRUONG
TRUONG PHONG PAO TAO



BM-PT-03-05
BO TAINGUYEN VA MOI TRUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_ TRUONG PATHQC DPoc 1ap - Tw do - Hanh phic
TAI NGUYEN VA MOI TRUONG
TP. HO CHi MINH

THOI KHOA BIEU
Hoc ky ... - Nam Hoc ...

Giang vién: ...
Khoa/BM: ...

STT | LOP MAMH | TEN MH SOTC | SISO | THU | TIET | PHONG | THOI GIAN
1
2

TP.HCM, ngay ... thang ... nam 20...
Nguoi 1ap biéu TL HIEU TRUONG
TRUONG PHONG PAO TAO



BM-PT-03-06
BO TAINGUYEN VA MOI TRUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_ TRUONG PAI HQC DPoc 1ap - Tw do - Hanh phic
TAI NGUYEN VA MOI TRUONG
TP. HO CHi MINH

THOI KHOA BIEU
Hoc ky ... - Nam Hoc ....

STT | LOP GIANG VIEN | MAMH | TENMH |SOTC |SiSO | THU | TIET | PHONG | THOI GIAN

TP.HCM, ngay ... thang ... ndm 20...
Nguoi 1ap biéu TL HIEU TRUONG
TRUONG PHONG PAO TAO



BM-PT-03-07

TRUONG PAI HQC CONG HOA XA HQI CHU NGHIA VIET NAM
TAINGUYEN VA MOI TRUONG DPoc 1ap - Tw do - Hanh phuc
TP. HO CHI MINH
PHONG PAO TAO

TP. Ho Chi Minh, ngay ... thang ... nam ...

PHIEU PE NGHI PIEU CHINH THOI KHOA BIEU

Hoc ky ...... — Nam hgc .........
Can b0 giang day: M& CBGD:
Khoa/Phong:
Hoc phan: T M3 hoc phan:
Lép giangday:
Noi dung dé nghi diéu chinh:
Mén hoc Thoi khéa biéu cii Pé nghi diéu chinh Ghi chu

Phiéu chuyén dén phong Pao tao ltc ... gio.... ngdy.... thang ... ndm 20...

PHONG PAO TAO KHOA/ BQ MON CAN BO GIANG DAY
(Ky, ghi ro ho tén)

(Ghi cht: CBGD dién vao 2 to: 1 giti phong Dao tao, 1 giri phong Thanh Tra)



BM-PT-03-08

TRUONG PAI HQC CONG HOA XA HQI CHU NGHIA VIET NAM
TAINGUYEN VA MOI TRUONG Déc 1ap - Tu do - Hanh phuc
TP. HO CHI MINH
PHONG PAO TAO

TP. Ho Chi Minh, ngady ... thang ... ndm ...

PHIEU PE NGHI PIEU CHINH GIANG VIEN

Khoa/Phong:

Lop giang day: .
Noi dung dé nghi diéu chinh:

Mén hoc Giang vién cii Giang vién moi Ghi chu

Phiéu chuyén dén P. Pao tao ltic ... gid.... ngay.... thang ... ndm 20...

PHONG PAO TAO KHOA/ BQ MON CAN BO GIANG DAY
(Ky, ghi ro ho tén)

(Ghi cht: CBGD dién vao 2 to: 1 giri phong Pdo tao, 1 givi phong Thanh Tra)



BM-PT-03-09

TRUONG PAI HQC CONG HOA XA HQI CHU NGHIA VIET NAM
TAINGUYEN VA MOI TRUONG Déc 1ap - Tu do - Hanh phuc
TP. HO CHI MINH
PHONG PAO TAO

TP. Ho Chi Minh, ngady ... thang ... ndm ...

PHIEU BAO NGHI

Hoc ky ......... —Nam hogc .............
Can b0 giang day: M& CBGD:
Khoa/Phong:
Hoc phan: ~ ~7TTTT e M3 hoc phan:
Lop giang day: Phong:
Ngay nghi: sétié:

Vily do:

Huéng gidi quyét khoi lwong giv di nghi:

PHONG PAO TAO CAN BOQ GIANG DAY
(Ky, ghi ro ho tén)

(Ghi chi: CBGD dién vao 2 to: 1 giri phong Pdo tao, 1 givi phong Thanh Tra)



BM-PT-03-10

TRUONG PAI HQC CONG HOA XA HQI CHU NGHIA VIET NAM
TAINGUYEN VA MOI TRUONG Déc 1ap - Tu do - Hanh phuc
TP. HO CHI MINH
PHONG PAO TAO

TP. Ho Chi Minh, ngady ... thang ... ndm ...

PHIEU BAO DAY BU GIO

Hocky ....... — Ndam hoc ...............
Can b0 giang day: M& CBGD:
Khoa/Phong:
Hocphan: M3 hoc phan:
Loép giang day: S6 tiét nghi:
bangky daybu: budi, S6 tiét: Ly thuyét/ Thuc hanh: , cu thé
1. Tha: Ngay: / 120 CTurtiét: dén tiét: Taiphong:
2. Thu: Ngay: /120 CTutiét: dén tiét: Taiphong:
3. Tha: Ngay: / /120 CTurtiét: dén tiét: Taiphong:
4. Tha: Ngay: / 120 CTutiét: dén tiét: Taiphong:
5. Thi: Ngay: l..120 CTutiét déntict: Taiphong:
Phiéu chuyén dén P. Pao tao ltic ... gio.... ngay.... thang ... ndm 20...
Ngudinhan:........................

PHONG PAO TAO KHOA/ BQ MON CAN BOQ GIANG DAY

(Ky, ghi ro ho tén)

(Ghi chi: CBGD dién vao 2 to: 1 giri phong Pdo tao, 1 givi phong Thanh Tra)
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