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1 TRUONG DATHOC QUY TRINH PANG KY | [ 41 ban hanh: 01
8 THUDAUMOT PHONG DOQT XUAT

Ngay hiéu lyc:

Theo déi sira chira/bo sung tai liéu

Ngay Vi tri Noi dung sira doi Ghi chua
Phan phdi tai liéu
TT Don vi
1 Ban Quan ly Pao tao Dai hoc
2 Pon vi dao tao
3 Cac don vi thudc, truc thudc Trudng Pai hoc Thu Dau Mot
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1. MUC PiCH

Quy trinh nay huéng dan trinh ty va thu tuc ding ky phong dot xuét, hd trg cac hoat
dong, sinh ‘hoat ngoai TKB cua gidng vién va sinh vién, cac don vi thugc Truong Dai
hoc Thu Dau Mot;

2. PHAM VI AP DUNG

Can bd giang vién truong Pai hoc Thu DAau Mot,

Céc don vi thude, truc thude Truong cé nhu cAu st dung phong (trtr phong dét thu nhu
phong am nhac va cac xudng, phong thyc hanh khong thudc chic ndng quan 1y cua
phong DTDH).

3. TAI LIEU THAM CHIEU

Quyét dinh 1677/QD - PHTDM ngay 6 thang 11 nam 2019 vé viéc ban hanh quy trinh
tiép nhan va xtr ly nghiép vu dao tao dai hoc;

Quyét dinh s 1774/QD-DHTDM ngay 17/11/2021 v& viéc ban hanh Quy ché dao tao
dai hoc theo hoc ché tin chi.

Quyét dinh s6 1342/QD-DHTDM ngay 27/11/2023 sira d6i bo sung quyét dinh sb
1774/QB-BHTDM ngay 17/11/2021 vé viéc ban hanh Quy ché dao tao dai hoc theo hoc
ché tin chi.

4. THUAT NGU, PINH NGHIA VA TU VIET TAT

4.1. Thuat ngir, dinh nghia

Cap phong dot xuét: 1a cong tac hd tro cung cap phong dé to chic cac hoat dong, sinh
hoat ngoai thoi khéa bi€u cia giang vién va sinh vién.

Bon vi dao tao 1a cac don vi ¢6 chirc nang dao tao va quan ly sinh vién thudc Truong
bai hoc Thu Dau Mot.

4.2. Tir viét tit

bVbT Pon vi dao tao

BQLDBTHbH Ban quan 1y Pao tao dai hoc
GV Giang vién

SV Sinh vién

BM Biéu mau
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N‘J THU D&U’VIOT PHONG POT XUAT Nedy hiés lyo:

1376

5.NOI DUNG QUY TRINH

5.1. Luu dd
Ding ky cip phong dot xuat
v
BQLDTDbH kiém tra, ra soa:lt, thuc hién dang ky trén hé
thong
v
Duyét cap phong
v
Tra két qua, luu ho so
5.2. M6 ta
Thoih Newdi BM/
. A o1 han guol Pon vi ho so
TT | Noi dung cong viéc hoan chiu trach héih .
thanh nhiém phot hop lelh
ching
GV diang ky cip phong )
dot xut gui vé PVPT | Truoc
(ky duyét theo biéu mau) ggay su
DVDT, don vi thuge va | 238 Bon vi
truc thudc trudng tong pons GV, nguoi A BMO1
1 2 . o, 2| -3 ngay < , thude
hop, kiém tra, ra soat, ky A dang ky .
A (khong truong
duyét. . \
o o . tinh ngay
Gui daqg ky cap ‘phong 13, thir 7,
dot xuat gui vé Ban CN)
QLDTDHH.
U Don vi BMO1,
2 gf‘n QtLl??D? télelli’ nht?‘n 1-2ngay | BQLDTPH | thudc Kém
¢ xuat kiém tra thong tin truong minh
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e e BM/
Thoihan | Ngwoi Pon vi ho so
TT | Noi dung cong viée hoan chiu trach héi h. )
thanh nhiém photaop lelh
chirng
dang ky hop 1&. Piéu ching
chinh (néu co) (néu co)
BQLDTDH xur ly dir li¢u
3 dang ky trén hé thong 01 ngay BQLPTPH

edusoft, file gidy ding
ky.

Pon vi ‘ghuéc truong
nhén lai giay dang ky tai

BQLDTDH, thong bao Pon vi =
4 cho ca nhan, tap thé ding | 01 ngay thude gy, Egu’cn BMO1
ky thuc hién. truong ang Ky

Thuc hién luu ho so theo
quy dinh

5.3. Yéu ciu chung

Giang vién xin cAp phong dot xuét phai c6 1y do chinh déng, hop 1y (kém minh ching
néu c6) va di thong qua don vi quan 1y chuyén mén (thu ky).

Lich cdp phong dot xuit phai duoc ding ky it nht trude tir 2 - 3 ngdy (tiy theo sé lugng
phong xin cap). Trudng hop khac can thuc hién theo sy hudng dan cia BQLDTDH.
Céc don vi thudc Truong cé trach nhiém huéng dan Quy trinh dang ky cip phong dot
xuit dén GV, nguoi dang ky va kiém tra day du thong tin (chinh xéc, cu thé, rd rang
theo mau) trude khi ndop vé BQLDTDH.

Pon vi thude truong, GV, ngudi dang ky chiu trach nhiém luu gidy dang ky cip phong
dot xuat va xuét trinh khi cac don vi khac khi c6 yéu cau (BQLDTDH khong luu ban
gidy, chi cap nhat truc tiép 1én phan mém quan 1y Edusoft).

BQLDTPH chiu trach nhiém tiép nhan, xtr 1y ding ky cAp phong dot xuét trong sudt
hoc ky, khong tinh cac tuan thi theo ké hoach dao tao hang nam.
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g THUDAUMOT PHONG DOT XUAT Ngay hiéu lyc:
1% THL DAL MOT UNIVERSIT
6. BIEU MAU AP DUNG
Thoi gian
TT | Tén biéu miu Mi s6 (néu c6) luu Noi luu

toi thiéu

Biine k¢ cp vhone dot QT/BQLDTDH/2 | Theo ndm hoc | Bon vi thudc,
1 ang Ky cap phong do 1/BMO1 truc thudce

xuat X
truong
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UBND TINH BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC THU DAU MOQT Péc 1ap — Tw do — Hanh phiic

Binh Dwong, ngay thang nam2....

PHIEU PANG KY PHONG DQT XUAT

Hovaten CBGV:. ..o MaCBGV:.......coovnnnl.
Pon vi thudc Truong:..........coooviiiiiiiiii, bién thoa1 CBGV.:.........
Ly do dang Ky Ky .o e
Thoi gian st dung phong: Buo6i Ngayiooooiiiiii,
S6 lugng sv/phong:. ... Phong:.....................l.

S6 lwgng phong: ...

Binh Duong, ngay ...... thang ... ... nam 20......
Lanh dao B mon/nganh/ Nguwoi dang ky

Ban/Trung tim/Poan thé (Ky tén va ghi 16 ho tén)



