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Nguoi soan thao Nguoi kiém tra Nguwoi phé duyét

Chir ky (Pa ky) (Paky) (Paky)

Chtrc danh Giang vién Pho truong Khoa Trudng Khoa

Hovatén | ThS. Bui Thi Cam TS. Ngb Vy Thao PGS. TS. Nguyén Tri

Nhi Quang Hung




KHOA MOI TRUONG VA TAI NGUYEN Ma s6: 01/QT-DHNL-MTTN
Quy trinh Ban hanh lan: 1
GIAI QUYET PON TU Ny hiéu luc: 01/11/2023
CﬁA N GUJ(‘)’I HQC Trang/Téng sb trang: 07

I. MUC PICH VA PHAM VI AP DUNG
1. Muc dich

Quy trinh ndy dugc ban hanh dé giai quyét don tir cta sinh vién, nham giai quyét
nhanh chéng nhitng nhu cau ma sinh vién can trong qua trinh hoc tip va nghién ctru tai
Khoa nhu 13: Pon xin gidy giéi thiéu di thue tap, Pon xin ding k¥ mon hoc bd sung,
Pon xin phiic khao diém, ...

2. Pham vi ap dung

Ap dung cho sinh vién, hoc vién, nghi€én ctu vién cac khod thugc Khoa Moi
truong va Tai nguyén.
IL. TU VIET TAT

- Nguoi hoc: bao gdom sinh vién, hoc vién, nghién ciru vién
- BCN: Ban chu nhiém

- GV: Giang vién

- GVK: Giao vu Khoa

- HV: Hoc vién

- MTTN: Maoi trudong va Tai nguyén

- NCV: Nghién ctlru vién

- P. BT: Phong Pao tao

- SV: Sinh vién

- VPK: Van phong Khoa MTTN

III. NOI DUNG
Luwu do cac bude NOi dung thuc hién Nguwoi chiu HO so
STT o . n Aot x A cn , A
cong vige (M6 ta cac bwéc cong viéc) | trach nhiém luru
1. . -SV,HV, NCV tai mau don | SV, HV, Pon da
Tai mau don tai web ctia Khoa MTTN NCV dieén day
va dién thong hoic tai web cua Phong Dao du thong
tin A , e A .
tao theo nhu cau cia ca nhan tin
va dién day du thong tin theo
mau.
+ https://env.hcmuaf.edu.vn/
+
https://pdt.hcmuaf.edu.vn/pdt-
1550-1/vn/cac-bieu-mau-lien-
quan-den-dao-tao.html
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Luu do cac buéc N0i dung thye hi¢n Nguoi chiu | HO so
STT n ‘A A en o A o . ‘A
cong viee (M ta cac buéc cong viéc) | trach nhi¢m luu
2. Tiép nhan va phan | |- SV, HV, NCV sau khi dien | SV, HV, S6 nhan
loai don day du thong tin, nop don tai | NCV don
VPK (k¢ nhan don). GVK, GV
l - GVK hodc GV phu trach
tiép nhan don, ghi vao sé
nhan don, kiém tra thong tin
va phan loai don.

3. - GVK hodc GV phu trach GVK/GV
Kiém tra kiém tra thong tin trén don, phu trach
théng tin nhiing don hop 1¢ (day du

thong tin) s€ tiép nhan giai

quyét; Nhirng don khong du

thong tin gui lai SV, HV,
Hop 1€ NCV dé bo sung.

4. Lap phiéu hen - Nhing don tu hop 1¢ dugce GVK/GV Giéy,h¢n
GVK tiép nhan va ghi phiéu | phu trach tra két
hen tra két qua. qua
- Phiéu hen c6 gia tri trong 3
ngay lam viéc.

5. Trinh ky lanh - GVK hodc GV phu trach c6 | GVK, GV,

dao Khoa/Phong nhiém vu trinh ky 1én BCN BCN Khoa,
Ban Khoa hodc cac Phong Ban ¢6 | Lanh dao
lién quan. Phong Ban
\

6. - Lanh dao Khoa/Phong ban Lanh dao Pon

Duyét ciia xem xét va phé duyét vao don | Khoa/Phong | dugc
' trong 1 ngay lam viéc, dong ban duyét

lanh dao

dau (néu co) va tra don duoc
phé duyét lai VPK.




Luwu db cac buée Noi dung thye hi¢n Ngudi chiu | HO so
STT n ‘A A s o A o . ‘A
cong viee (M ta cac buéc cong viéc) | trach nhi¢m luu
7. Tra két qua - Pung thoi gian trong phiéu | GVK/GV Don
cho SV. HV hen GVK/GV phu trach tra lai | SV, HV, duoc
NCV don dugc duyét cho SV, HV, | NCV duyét
NCV. Phiéu
-SV,HV, NCV nhan lai don hen
va tra lai phiéu hen cho
GVK/GV phu trach.
8. - Tét ca cac ho so duoc luu GVK, Thu
theo dung quy trinh kiém soat | ky
tai li€u, ho so cia P.QLCL
ban hanh.
IV. MAU BIEU SU DUNG
STT| Tén biéumAu | M sb biéu miu | NC18IAN | Ny | Newol/bo phan
luu toi thiéu chiu trach nhi¢ém
1 | S6nhandontr | BM 01/QT- 3 nam VPK | Thu ky/GVK
nguoi hoc DHNL- MTTN
2 | Phiéu hen tra két| BM 02/QT- 1 nam VPK | Thu ky/GVK
qua MTTN
Nguoi soan thio Nguoi kiém tra Nguwoi phé duyét
Chir ky (ba ky) (ba ky) (Pa ky)
Chtrc danh Gidng vién Pho truong Khoa Trudéng Khoa
Hovatén | ThS. Bui Thi Cam TS. Ngb Vy Thao PGS. TS. Nguyén Tri
Nhi Quang Hung
Chiu thich

Ky hiéu hinh vé dwge sir dung trong lwu do

Dien giai

M¢ dau, hay két thiic mot quy trinh

Mot budce trong quy trinh




Ky hiéu hinh vé dwgc sir dung trong luu dd Dién giai

Budc kiém tra, xem xét, phé duyét

Cic biéu méu dinh kém
1. BIEU MAU: S6 nhan don tir ngudi hoc (BM 01/QT-DPHNL-MTTN)
2. BIEU MAU: Phiéu hen (BM 02/QT- DPHNL-MTTN)




Biéu miu BM 01/QT-PHNL-MTTN

TRUONG DAI HOC NONG LAM CONG HOA XA HOI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH

DPoc 1ap — Tw do — Hanh phuc

KHOA MOI TRUONG VA TAI NGUYEN

SO NHAN PON TU
CUA NGUOI HQC
o o Ny n Ky nop
oai don gay nop (ghi rd ho tén)

Nguwoi lap



Biéu miu BM 02/QT-DPHNL-MTTN

TRUONG DAI HOC NONG LAM CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap — Tw do — Hanh phiic
KHOA MOI TRUONG VA TAI NGUYEN

PHIEU HEN

Hom nay, ngay ... thang ... nam 20... (... gio ... phut), Van Phong Khoa MTTN c6 nhan don
cla: SV/HV/NCV Lottt LOp: o
Di1a Chi BN M€ e e e e
SO GIEN ThORE: vvvuvvvereereeerreesereses ettt
V8 VEBC: vttt ettt ettt ettt ettt e et et ettt et et er ettt a et eeee e aenas
Hen SV/HV/NCYV ..o c6 mat tai Van phong Khoa
MTTN vao ltc ... gio ... phit, ngay ... thang ... ndm 20... dé nhan két qua.

NGUOI GHI PHIEU HEN
(Ky va ghi ro ho tén)



