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So: SVf /DHV-DT

V/v xay dimg thoi khoa bieu, 
thu hoc phi, to chuc dang ky hoc, 

xir ly hoc vu hoc ky I nam hoc 
' 2020 - 2021

Nghe An, ngay fa thdng & nam 2020

Kinh gui:
- Truong cac khoa, vien;
- Truong cac don vi lien quan.

Nham dam bao trien khai cong tac day va hoc dung tien do, Nha trudng triln 
khai ke hoach xay dung thdi khoa bieu, thu hoc phi, t6 chuc dang ky hoc, xu ly hpc vu 
cho hoc ky I, nam hoc 2020 - 2021 va phan cong nhiem vu cho cac don vj lien quan 
nhu sau:

I. XAY DI/NG THCH KHOA BIEU, THU HQC PHI, TO CHlfC DANG KY 
HOC, XtyLY HQC VQ

NQI DUNG CONG VIEC THCH GIANKHOA HQC PHU TRACH
1. Xay dung thoi khoa bieu
1.1. Tao lop hpc phan dir kien Tat ca cac khoa 15/6 - 01/7/2020 Phong Dao tao
1.2. Ra soat khung CT, de xuat 
bo sung lop hoc phan va bo tri 
can bo giang day

Cac khoa, vien, 
Phong Dao taoTat ca cac khoa 02 - 09/7/2020

Tat ca cac khoa1.3. Thi§t lap, tao TKB 10/7 - 18/8/2020 Phong Dao tao
17- 18/8/2020K60
19-21/8/2020K59

Phong Ke hoach - 
Tai chinh

24 - 26/8/2020K57, K58
2. Thu hoc phi Dang ky cheo 27 - 28/8/2020

Thirc hien theo 
thoi gian nhap hocK61

K60
- Cac hoc phan
gdqp-'an, gdtc
- Nhom nganh KHXH 
& NV, Ngon ngir Anh

19 - 20/8/2020 CVHT dang ky

K60
21 - 23/8/2020 SV dang kyCac nganh, nhom 

nganh con lai
3. Dang ky hQC

S V dang ky24 - 26/8/2020K59
27 - 29/8/2020 SV dang kyK57, K58

SV dang kyDang ky cheo 30-31/8/2020
Thirc hien theo 

thoi gian nhap hoc CVHT dang kyK61

4. Xir ly hQC vu
Tat ca cac khoa CVHT cac khoa, vien01 - 04/9/20204.1. Thu don xu ly hoc vu

CVHT cac khoa,
vien, Phong Dao taoTat ca cac khoa 05 - 11/9/20204.2. Xu ly don



II. PHAN CONG NHIEM VU
1. Phong Dao tao
- Chii tri, phoi hop vai cac khoa, vien va cac don vi lien quan xay dung thai 

khoa bieu, to chuc dang ky hoc, xu ly hoc vu cho sinh vien theo dung thoi gian.
- Phoi hop Phong Ke hoach - Tai chinh, Trung tam Cong nghe thong tin, cac 

khoa, vien ra soat chuong trinh dao tao, he s6 hoc phi cac hoc phdn.
2. Trung tam Cong nghe thong tin
- Dam bao an ninh mang, duong truyen, on dinh phan mem quan ly chuong 

trinh dang ky hoc, chuong trinh thoi khoa biiu trong su6t thoi gian thu hpc phi va 
dang ky hpc cua sinh vien.

r y

- Cap quyen xu ly hoc vu cho cac ca nhan duoc Ban Giam hieu cho phep.
3. Phong Ke hoach - Tai chinh
- Phoi hop voi Phong Dao tao, Trung tam Cong nghe thong tin, cac khoa, vien 

ra soat he so hoc phi.
- Phoi hop voi Ngan hang de bo tri thu hoc phi cua sinh vien theo dung thoi 

gian quy dinh.
4. Phong Quan trj va Dau tir: Len ke hoach bo tri du phong hoc dap ung nhu

cau dao tao.
5. Trung tam Thuc hanh - Thi nghiem: Len ke hoach bo tri cac phong thuc 

hanh, thi nghiem va trang thiet bj dap ung nhu chu thuc hanh, thi nghiem trong hoc ky.
6. Ban quan ly Co* so II: Phoi hop voi Phong Quan trj va Dau tu, Trung tam 

Thuc hanh - Thi nghiem va cac don vi lien quan chuan bi co so vat chat, phong hoc, 
phong thuc hanh thi nghiep dap ung yeu cau, quy mo dao tao theo ke hoach dua sinh 
vien tir Co so I xuong hoc mot hoc ky d Co so II.

7. Cac khoa, vien
- Theo doi, chi dao cac bo mon, Tro ly dao tao, Co van hoc tap, Tro ly Quan ly 

sinh vien ra soat chuong trinh, thong ke so luong sinh vien chua hoc dung tien dp, 
trien khai xay dung thoi khoa bieu.

- To chuc tu van dang ky hoc cho sinh vien, don doc sinh vien theo doi ke 
hoach nop hoc phi va dang ky hoc dung tien dp.

8. Bo phan Truyen thong, Phong Cong tac chinh tr| - Hpc sinh, sinh vien, 
Doan Thanh nien, Hoi Sinh vien

- Tuyen truyen va thong bao cho giang vien, sinh vien biet de thuc hien theo 
dung ke hoach.

- Bo tri lire luong sinh vien tinh nguyen tham gia cong tac hudng dan, bao ve 
trat tu, an ninh trong qua trinh to chuc thu hpc phi, dang ky hpc cua sinh vien.

9. Trung tam Djch vu, Ho tro* sinh vien va Quan he doanh nghiep
Phoi hop voi Cong ty ve si bo tri lire luong bao ve, giu gin trat tu, an ninh trong 

qua trinh to chuc thu hpc phi, dang ky hpc cua sinh vien.

Nhan dupe cong van nay, Nha trudng yeu cau Truong cac khoa, vien va cac 
don vi lien quan khan truong, nghiem tuc trien khai thuc hien dung tien dp./.
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Nffi nhan:
- Nhir kinh guri;
- Hi^u tnrong (b/c);
- BBT Website; iOffice;
- Liru: HCTH, BT^/
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