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l. lV[uc ilich

Quy trinh qr.ri dinh vd trinh tu, tr6ch nhiQm vd t6 chirc thr,rc hiqn c6ng t6c qudn ly ddo t4o.

2. Pham vi

Quy trinh 6p dung cho vi6c quAn ly ddo tao h0 trung cdp ly iudn chinh tri- hdnh chinh
.4.i. I ar lteu vren dan

Can cir Quy6t dinh s6 Z2521QD-HVCTQG ngiry 02 th6ng 5 ndm 2019 cta Gi6m d6c Hoc vi6n Chinh

tri Quoc gia H0 Chi Minh vC vi€c ban hdnh Quy ch6 tuy6n sinh diro tao Trung cAp $ ludn chinh tri - hdnh

cirinh cua truo'ng chfnh tri tinh, thdnh ph6 trgc thu6c Trung uong.

Can cu Quy6t dinh s6 l55/QD-TTCBQL ngity 291312019 cua Hi6u truong Trudng C6n b0 qudn l1i,

GTVT vd vi6c Ban hdnh quy ch€ t6 chirc vd ho4t c1Qng cua Nhd truong.

4. Dinh nghia, c6c tir vi6t tit
+ BGI{: Ban Girim l-ri€u

r QD: Quy6t dinh

+ PDT. DT: Phong Ddo tao

+ VT: VIn thr_r

I TCLLCT-IJC: Trung aap li ludn chinh tri - hdnh chinh

+ GV: Gi6ng vi6n

+ GVCN: Giao vi0n chir nhi6m

+ HV: Hoc vi6r-r

', I)B: Dai bierr

5. \Oi clung so'116 quy trinh diro t4o
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q'I-'l- Ti6n trinh
Trfch

nhiQm
Hd so c6ng vi6c

I

BGI.I
P.DT

P"TCHC
CVCN

Vit5t bang tin, chuin bi khrinh ti6t, t6

tAn, rnaket, h6i truong, chup anlt.
clua trdn Website, di6Lr xe

I'luit plrierr Iroc vien. tlrtr lto so. plr6t tAi

Ii6rr, Iich hoc
GVCN

FIV

Phi6u hoc vi6n
Lich hoc
Tdi li6u

, I-6 l<hai giang
Ph6 bi6n quy ch6 hoc tAp

BGH
P.D-f

DB. GV,
GVCN

HV

N0i
QLry

dr-rng chuong trinh KG
ch€ hoc t6p

Quy6t alinh Ban cdn

su l6'p

I](;H
P.DT

(iVCN
QD ban ciin str l6'p

BM.08.QT.PDT
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STT Ti6n trinh Tr6ch
nhiQm

Hd so c6ng viQc

56 theo d6i gi6ng day vd hoc tAp

Di6rr danh lroc viOn
)

GVGD
GVCN

HV

56 theo ddi
Danh d6ch di6m danh kv
tCn

T6 chrilc thi h6t c6c

hoc phAn

BCH
P.DT

GVCN
HV

Danh sdch thi
BM.09.QT.t DT
BB coi thi
tsB b6c dO thi
pe tnl
BM.10.QT.PDT
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Ch6m thi vdo di6nr7
GVCN
GVGD

Danh s6ch di6m

Hoc b6" sung,
di6m thi

ghep; thi b6 surrg. ghep vdo
,: i
bo srrng. glrep ( rrerr co)

8

BGH
P.DT

CV. HV
Danh sirch hoc vi6n

Qry6J dinh bAo h-ru k6t qLrA hoc tAp.

QLry6t dinh bLr6c th6i hoc ( n6u co)
9

BGH
PDT

GVCN
HV

QD bAo lu'u k6t qLra hgc tqp
BM.11.QT.PDT
QD buQc th6i hclc

BM.l2.QT.PDT

To clr[r'c di rrglrien uuu tlru'c te va viet bai

thu hoach (Kli holch, Quyet ainn)r0

BGH
P.DT

GVPT
GVCN

HV

Xiy clLrng k€ hoach
BM.l3.QT.PDT
QD thirnh lAp clorin NCTT
BM.l,l.QT.PDT

ChAnr bdi thu hoach (PhAn c6ng ch6rn,
PhitiLr chAm)
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BGH
P.D'f

GVCN
GV

BM.ls.QT.PDT
Phi0Lr chAm

bdi thu

BM.1 .PDT

Phdn c6ng
hoach

Bang di6rn trung
binh czic phAn hoc

t2 P.DT
GVCN

').
Bnng di6m TB circ phrin
hoc
BM.17.QT.PDT

Darrlr saclr Iroc r iin tlri tot rrghiip.
ldrr kh6a lLrin (25%)

13
I]GH
P.DT

CVCN

Danh s6ch hoc vi6n thi t6t
nghi6p vi vi6t kh6a luAn

BM.r8.QT.PDT

Kd hoach thi, vitit lih6a ILrAn t6t nghi6pt4 BGH
P.D]'

XAy c[Lng k6 hoach
BM.l9.QT.I'DT

Brin phdn cong giarrg vi6n hLlong ddn
kh6a lLrAn (Dang k". Bin phin c6ng)15

BCH
P.DT

GVCN

Danh siich phAn c6ng
BM.20.QT.PDT
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STT Ti6n trinh Trich
nhiQm

Hii so cdng viQc

t6

BGH
P.DT

GVC]N
GVI_ID

GV chArn

KL

QD rhdnh lap h6i d6ng
chAn khoa luAn

BM.21.QT.PDT

t7
GVCN

GV ch6rn
KL

Phi6u chAm

BM.22.QT.PDT

t8
QD Thdnh lAp HQi

cl6ng thi T5t nghiQp
va czic ban gi[rp viQc

BGH
P.DT

GVCN
TV h6i

,l
clollg va cac

ban gihp
vi6c

QD Thdnh lap HQi d6ng thi
-^r
I ot nghrep

BM.23.QT"PDT

t9 T6 ch[r'c thi t6t nghiQp

BC]I'I
ThLr k1,

Ban gi[rp
v iec

Lich thi BM.24.QT.PDT
Danh s6ch

BM.2s.QT.PDT
NOi quy BM.26.QT.PDT
Bi6n bAn BM.10.QT.PDT

20

ChAm thi t6t nghiCp (C5c bi6n bin ldm
ph6ch, bi6n ban bdn giao bdi thi,

phi6u chArn)

ThLl ky
Bah girhp

v i€c

Bi€n bAn

BM.27.QT.PDT
Phi6u chArn

BM.28.QT.PDT

2t T6ng hop h6t qLra di6rn torin kh6a,
Thdnh lAp h6i d6ng xet t6t nghi0p

GVCN
Bang t6ng hop di6m
BM.29.QT.PDT

22

t
BGH
P.DT

FID xet TN
GVCN

QD H9i d6ng xet t5t nghi6p
tlM.30.QT.PDT
Il i6n ban

BM.3r.QT.PDT
Bang t6ng hop di6m

23 Quyiit dinh c6ng nh6n
vd cAp bang t6t nghiep

BGH
HD xet TN

GVCN

Bang t6ng hcrp cli€nr

Quy€t dinh c6ng nh6n

BM.32.QT.PDT

24 QLrytit dinh hhen thr-Long hoc vi6r-r

BGI-I
GVCN

HV

Bi6n biin hop lop

QLrytlt dinh khen thuong
BM.33.QT.PDT

25 In bang
BGH
P,DT

GVCN, VT

Danh sdch k1, nhAn bing
BM.34.QT.PDT

26
BGH, P.DT
DB. GV,

HV

Vi6t brlng tin. chirAn bi
l<hdnh titit, l6 tAn. maket,
h6i trLlong, chup anh, du'a

tr€n Website. di6Lr xe
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7. PhU lqc hd so quin ly ttio tiro
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STT TOn bi6u mffuiPhg luc Kf hiQu

1 QD ban c6r-r sr-r lcrp BM,(.)B.QT,PDT

2 Danh s6ch thi BM.09.QT.PDT

a
J BB coi thi ItM.l0.QT.PDT

4 BB b6c d0 thi BM.10.QT.PDT

6 QD bao luu KQ hgc tqp BM.r I.QT.PDT

l QD buQc th6i hoc BM. r2.QT.PDT

8 K€ hoach NCITT BM.l3.QT.PD',f

9 QD thanh llip cloan NCll"l' BN,I. r4.QT.PDT

PhAn c6ns chAm bdi thu hoach BM. rs.QT.PDT

11 Phi0u ch6rn BM.16.Q',r.PDT

12 Bang di6m TB c6c phAn hgc BM.l7.QT.PDT

13 Danh s6ch hoc viOn vi0t kh6a luAn, tl"ri tOt nghi€p BM. TB.QT.PDT

14 K6 hoach thi. r,itlt khoa luin BM. r9.QT.PDT

15
Danh s6ch huong dAn vd phdn cdng chAm kh6a

luAn
BM.20.QT.PDT

16 QD HD chArn khoa ludn BM.21.QT.PDT

Phi6u chAm khoa IuAn TN BM.22.QT'.PDT

18 QD IID thi tot nghi0p uN4.23.Q I-.PDT

t9 Lich thi t6t nghiep BM.24.Q',r'.PDT

20 Danh sich BM.2s.QT.PDT

21 NOi quy BM.26.QT.PDT

22 Bi0n bin BM.27.QT.PD]'

,.1 Phi6r-r chAm thi t6t nghi€p BM.2B.Q',r.PDT

24 Bang tOng hop di€m toirn khoa BM.29.QT.PDT

Qulet clinh hoi dung ret tot nghifp BM.30.QT.PDT

26 tsi0n bdn hop xdt TN BM.31.Q't.PDT

27 Quy'6t clinh cdng nhAn va cAp bang tot nghiQp uM.32.QT.PDT

28 Qu.v0t dinh khen thucrng iroc vi€n BM.33.QT.PDT

2c) Danh sdch ky'nhan b[ng TN BM.34.QT.PDT
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