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QUY TRINH Ma s6: QT.TTNN - 03

TO CHU'C KY THI CHUNG CHI | Lan ban hanh: 02
QUOC GIA (CCQG) Ngay BH: 01/07/2019

TRUNG TAM NGOAI NGU
TRUONG PAI HOC KHOA HQC XA HOQI VA NHAN VAN

1. MUC PIiCH:

- Viéc ban hanh Quy trinh T6 chtic ky thi CCQG nham phuc vu cho nhu ciu
can thi€t cua céc thi sinh mudn c6 dugc ching chi phuc vu cho cong vi¢c hodc cac
ban sinh vién dé€ du ti€u chuan tot nghiép.

2. PHAM VI AP DUNG

Quy trinh nay 4p dung cho cdng tac to chirc ky thi CCQG tai Trung tam
ngoai ngtr, Truong Pai hoc Khoa hoc Xa hdi va Nhan van, PHQG-HCM.

Trung tAm Ngoai ngit chju trach nhiém t6 chirc thuc hién quy trinh nay.

3. LUU PO:
Buée Trinh tw cac bude Pon vi, ca nhan thyuc hién Méu
Thong bao thoi gian thi ) ) L
1 Thu ky phu trach ky thi
|
v
2 Ti€p nhan thtlhsimh dang ky B¢ phan ghi danh
y
R . . B0 phéan gido vy, thu ky phu trach ky
3 Lap danh sich thi thi, Ban Giam déc
4 Lap danh sach phan cong Bxan giam doc, Trudng cac bd mon cod
cén b6 coi thi to chirc thi
5 Chuén b NH d& thi va béc Ban gidm doc,
tham d& thi Hieu truong




Nhan dé thi, nhan ban dé

6 ! Phong KT — DBCL
thi
; Té chire thi Hoi dong thi va cac }6 chuyén trach
(thanh lap theo quyet dinh cia HT)
8 Cong tag cham thi Té Thu ky, can bo chdm thi
A 4
9 Nhap diém Tb thu ky
Kiém tra tong hop danh 2 L A A LA
10 sich dau-rét va cong tac To6 thu ky, trinh HTka cong nhan két
cong nhan két qua qua
]
v
11 Thuc hién cong tac chdm Thu ky, T6 trudng bd mon c6 mdn
phuc khao (néu co) xin phtc khao
¥
Tong hop danh sac h dau Thu ky, Ban Giam dbc
trinh HT
12 In chung chi B0 phan in chiing chi
A\ 4
13 Ky, dong dau ching chi Hiéu trudng, phong TC - HC
14 Phat ching chi Thu ky, bd phan ghi danh
4. NOI DUNG:

4.1 Dién giai lvu do

Budc 1: Thong bao thoi gian thi

Vin phong trung tim ra théng bao trén cac phuong tién truyén thong cua
trung tdm vé ky thi CCQG va 1én cac phuong tién thong tin cua trung tam.

Trong théng béo c6 ghi rd rang vé thoi gian thi cling nhu han dang ky



Budc 2:

Céc thi sinh ¢6 nhu cau thi CCQG va twong duong B1.2 , B1.3 s& ndp hd so
va déng 16 phi thi truc tiép tai Trung tim Ngoai ngi.

Budc 3:

Sau khi hét han dang ky, thu ky sé& tong hop danh sach thi sinh du thi, liét
ké cac trinh do thi c6 du diéu kién dé t6 chirc, chuyén thong tin cho Ban
giam ddc va td giao vu dé chuan bi co s& vat chat cho ky thi.

Buoc 4:

Ban giam ddc s& gui thong tin t§i cac trudng bd mon, cac trudng bd moén s&
ctr can bd coi thi trong ngay thi theo quy dinh.

Buoc 5:

Hiéu trudng sé& rat thim ngiu nhién dé thi trong ngan hang dé thi

Budc 6:

Phong KT — DPBCL nhan d thi, tién hanh nhan ban dé thi va phan chia dé ra
theo danh sach phong ma bd phan Gido vu da cung cip.

Buorc 7:

Thu ky thao quyét dinh thanh 1ap Hoi dong thi va cac Ban chirc ning dé
phuc vu cho ky thi - trinh Ban giam ddc va Hiéu trudng phé duyét.

Thu ky ky thi chuan bi tli hd so thi cho timg phong thi, phong Hoi dong,
chuan bi van phong phim phuc vu ky thi, dya vao danh sach bd tri phong thi
do Tb gido vu gui lai.

Cac giam thi duoc phan cong ngau nhién theo hinh thirc rit thim thyc hién
nhiém vu coi thi. Cac ban chirc ning (theo quyét dinh cua Hiéu truong da

ky) thuc hién cac cong tac dugc giao tai khu vuc thi.

Budc 8:
T6 thu ky nhan bai thi ting mon, kiém sb luong, danh sd phach, roc phach,
giao bai thi cho cac truong bdo mon va cac can bd duge phan cong cham thi

cham tai cho.



Sau khi truédng bd mon, can bd chdm thi chAm diém xong, s€ ban giao lai bai
thi cho thu ky

Budc 9:

Thu ky sau khi nhan lai bai thi tir cdn bd chdm thi, s& tién hanh rap phach,
sau d6 nhap diém vao danh sach két qua thi.

Budc 10 :

Sau khi nhap diém xong, thu ky tién hanh kiém tra, phan loai thi sinh dau —
rét, sau d6 lam quyét dinh cong nhan két qua thi trinh cho Ban Giam Déc
duyét va trinh Hiéu truong ky. Tién hanh cong bd két qua thi.

Buoc 11 :

Sau khi thi sinh biét két qua thi, néu thi sinh ¢é yéu cau xin phic khao, thi
sinh s€ ndp don xin phuc khao tai vdn phong TTNN.

Thu ky s€ trinh don xin phiic khao kém bai thi dé trudng bo mon cham lai,
va cap nhat lai danh sach dau- rot cho thi sinh.

Buoéc 12 :

Thu ky sé& tong hop danh sach ddu CCQG céc ngoai ngit, trinh hiéu trudng
ky va chuyén cho bd phédn in dé in chimg chi cho thi sinh.

Bo6 phan in tién hanh ban giao lai ching chi d3 in cho thu ky.

Buoéc 13 :

Thu ky trinh chirg chi da in cho Hi¢u truéng ky (kém theo danh sach dau
da dugc Ky trude d6) va chuyén phong HC-TH tién hanh dong dau ching
chi va ban giao lai cho thu ky Trung tdm ngoai ng.

Budc 14 :

Sau khi nhan lai chirng chi, Trung tam ngoai ngit s€ thong bdo cho thi sinh
dén nhan chimg chi tai trung tAm ngoai ngi.

Khi nhan chimg chi, thi sinh phai xuat trinh phiéu dy thi. Pbi v6i nhiing
sinh vién d3 thi dau va c6 nhu cdu ndép ching chi cho phong Pao tao dé
hoan tit hd so nhung van chua kip c6 chimg chi, trung tim s& xac nhan diém
trong don xin xac nhan dé sinh vién c6 thé ndp trude, thay cho CCQG chua

co.



