BO GIAO DUC VA PAO TAO CONG HOA XA HOICHU NGHIA VIET NAM
TRUONG PAIHQC SU PHAM KY THUAT Poclip - Tu do - Hanh phiic
THANH PHO HO CHI MINH

QUY TRINH NHAN BAN DE THI

I. MUC PiCH
- Pambao tinh bao mit trong giai doan nhan ban dé thi.

- Phan dinh rd rang trach nhiém cua nhiing ngudi tham gia vao viéc nhan ban dé thi.

Il. PHAM VI AP DUNG:

Quy trinh nay dugc &p dung khinhan ban dé thi hoc ky tai phong photo cua dich vu
photocopy dé thi.

I11. QUY TRINH:
1. Lwu trinh:
Buéc Trinh tw thye hién Nguoi chiu trach nhi¢m
1. X&c nhan nhu cau nhan ban dé thi Truong bo moén
2. \ . A ,
Yéu cau nhan vién dich vu nhén ban dé thi Can b giang day/ Thu ky khoa
3. . Cén bo giang day/ Thu ky khoa
Thuc hién viéc nhan ban dé thi Nhan vién phong dich vu
4 Niém phong tai dung dé thi Can b¢ giang day/ Thu ky khoa
5. Can bo giang day/ Thu ky khoa
Xo0a b6 nhd - Huy cac ban in thira, hong Nhan vién phong dich vu
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2. Quy trinh chi tiét:

Budc

Trinh tyw thue hién

Nguoi chiu trach nhiém

Xac nhan nhu ciu nhén ban dé thi:

Khi c6 nhu cau nhén ban dé thi tai phong photo cua dich vu
photocopy dé thi, Trudong bd moén ghi vao S6 yéu cau photo
d@ thi cia B6 mén (theo biéu méu 1)

Truong bd mon

Yéu cau nhan vién dich vu nhén ban dé thi:

Cén b giang day (CBGD) hoac Thu ky khoa dugc Trrong
bo moén phan cong dem dé thi di nhan ban ghi yéu cau va ky
tén vao S6 nhan photo dé thi (theo biéu miu 2) cua phong
dich vu

Cén bo giang day/
Thu ky khoa

Thuc hién viéc nhan ban d@ thi:

- CBGD hoic Thu ky khoa: Tu mé phong bi dung dé
thi. LAy d¢é thi dat vao may photocopy theo huéng dan
cua nhén vién phong dich vy.

- Nhan vién phong dich vy: Thao tac trén may dé nhan
ban sé dé thi dang theo yéu cau da ghi trong s6 nhan
dé thi va phan chia s6 lrong dé theo yéu cau caa
CBGD hoic Thu ky khoa. Tuyét doi khong dwoc xem
néi dung dé thi.

Phdgi ddm bdo chi c6 CBGD hodgc Thw ky khoa va 01
nhan vién phong photo c6 mét ¢ khu vwe photo dé
thi.

CBGD/ Thu ky khoa

Nhén vién phong dich vu

Niém phong tdi dwng dé thi:

CBGD hoic Thu ky khoa liy céc dé thi d& dugc photo cho
vao céc tui dung dé thi va niém phong lai.

CBGD/ Thu ky khoa

X6a by nhé - Hiay cac ban in thura, héng

Trudc khi roi khoi phong photocopy, CBGD hoéc Thu ky
khoa chiu trach nhiém x6a bé nhé ciia mdy photo (néu cé)
theo huong din da dwoc treo trong phong photo va hiy
tdt cd cdc ban in dé thi thira hodc héng bang mdy hiiy gidy

CBGD/Thu ky khoa
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cO sin trong phong photo. Néu CBGD hoic Thu ky khoa
khong tu 1am thi c¢6 thé nho nhan vién phong dich vu lam
dudi su kiém soét tryctiép caa CBGD hoic Thu ky khoa.

Nhan vién phong dich vu bao dam viéc sdn c6 may hay gidy | Nhan vién phong dich vy
va cac bang huong dan cach x6a bo nhé cia may photocopy
dang duoc st dung trong phong. Nhiac nho va giup CBGD
hodc Thu ky khoa x6a bo nhg, hity cac ban dé thi in hong,
thura.

IV. BIEU MAU:
1. S6 yéu cau photo dé thi tai phong dich vu.

2. S6 nhan photo dé thi.

Nguwoi soan thao Nguwoi xem xét Nguwoi phé duyét

ThS. Lam Thi Thao ThS. Nguyén Viin Minh PGS. TS. Thai B4 Cin
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