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Quy trinh

KHOA MOI TRUONG VA TAI NGUYEN

THUC TAP GIAO TRINH

Mi s6: 04/QT-DHNL-MTTN

Ban hanh lan: 1

Ngay hi¢u lyc: 01/11/2023

Trang/Tong s trang: 10

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

Quy trinh nay duoc ban hanh dé hudng dan céc tha tuc dé to chire mot mon hoc
thuc tap gido trinh cho cac b6 moén truc thugc khoa MTTN.

2. Pham vi ap dung

Cac bd mon truc thudc khoa MTTN bao gom: K thuat mdi trudng, Quan ly moi
truong, Khoa hoc méi truong, Canh quan va k¥ thuat hoa vién, Tai nguyén va GIS.

II. TU VIET TAT

- BCN: Ban chu nhiém

- BPKMH: Bang ky mén hoc

- GV: Giang vién
- GVK: Giao vu Khoa

- MTTN: Mai truong va Tai nguyén

- P. BT: Phong bao tao

- P. KHTC: Phong Ké hoach Tai chinh

- SV: Sinh vién

- TKB: Thoi khoéa biéu

- TTGT: Thuyc tap gido trinh
- VPK: Van phong Khoa MTTN

1. NOI DUNG
st | Luu c;l(‘“) cdc bude AN(E)i d,ung t’hl.rcAhién ~ Nguwdichju | oo
cong viee (M0 ta cac bwéc cong viéc) | trach nhiém
L Lén ké hoach - Truéng cac Bo mon [én ké ngﬂg Bo L);hli’gg
TTGT cho hoach TTGT cua ting 16p, hoach
ting hoc ky duya trén khung chuong trinh iane da
dao tao cua ‘u‘r’ng hoc ky, tgu’n gho.cy
tung khoa. K¢ hoach duoc I g N
thuc hién theo dung thoi Py]_)c;‘
gian trong thdng bao cua g
Phong Pao tao. ) ‘Iq(e hoach
- Trudng cac b mon phén %fi’inghiiy
c6ng GV phy trach mon o cgﬁa'céc
TTGT ctia ky I18n ké hoach. B—‘é o




Luwu do cac budce

Noi dung thuc hién

Nguwoi chiu

STT cong viée (Mo ta cac bude cong viéc) | trach nhiém Ho so'lru

2. Pang ky mon hoc | | - Theo ké hoach dang ky sV, GV - Thong
va Ién TKB mon mon hoc cua P.DT, SV thuc béao

TTGT hi¢n dang ky mon hoc DbKMH
l TTGT theo tirng nganh, ting cua p.bT
16p. -TKB clia
- Sau khi SVBKMH, mon GV
TTGT sé dugc Ién TKB cua
GV phu trach.

3. Xay dung ké hoach | | - Can clr trén TKB mon Truong B - Quyét
TTGT va trinh ky TTGT va so lugng SV dang | mén, GV, SV | dinh di
c4c van ban, gidy Ky mén hoc, GV phu trach TTGT

to 6 lién quan chiu trach nhiém xay dung - Cong
ké hoach TTGT nhu: Thot van giri
gian, dia diém, kinh phi, xin cic nha
Xe, C4c thu tuc gidy to co may
lién quan.... - Gidy
- Chuan bj cac gidy o co cong 1énh
lién quan nhu: Quyét dinh - Mau xin
TTGT, cdng vén Xin thuce xe
tap tai nha may, giay cong i
1énh cua can b phu trach va tri(?]l;]uong
ho trg. TTGT dy
- Truong c&c bo mén duyét kién

| chuong trlnAh TT(ET ma QV - C4C nbi

phu trach cong bo. Sau do quy, quy
GV phu trach trinh ky cac di oh cila
van ban nhu: Quyét dinh xin GV

di TTGT; Cbng van guri Cac
don vi/nha may cho Sv tham
quan, thuc tap; gidy cong
1énh, gidy xin xe, ... cho
BCN khoa.

- GV phu trach théng béo
cho SV chuong trinh du
kién, théng bao noi quy quy
dinh thuc tap dén cho SV,




Luwu do cac budce

Noi dung thuc hién

Nguwoi chiu

STT cong viée (Mo ta cac bude cong viéc) | trach nhiém Ho so'lru

4, - BCN khoa kiém travaky | BCN Khoa, |- Quyét

Ky duyét duyét cac van ban trong GV phu trach | dinh di
' ngay: Quyét dinh xin di TTGT
TTGT; Cbng van gui cac - Cong
don vi/nha may cho Sv tham van gui
quan, thue tap; giay cong cac nha
Hop 1¢ 1énh, gidy xin xe, ... néu may
hop I¢. - Gidy
- Trong truong hop cac van cong 1énh
v ban khong hop 1€ thi gui lai - MAu xin
GV phu trach dé chinh sura, Xe, ...
bo sung. duoc
duyét ki
tén va
dong dau
5. Thyc hién chuong | | - SaU khi BCN khoa ky GV, SV - Cac ban
trinh TTGT theo ké | | duyét cac van ban c6 lién scan vin
hoach da duoc quan, GV phu trach gui cac ban 0 ky
duyét cong vin dén cac nha may, duyét va
don vi tiép nhan thuc tap. dong dau
GV phu trach théng béo - C4c hinh
chuong trinh cu thé dén SV anh, video
dé chuan bi di TTGT, néu c6
- Theo ké hoach va chuong
trinh da dugc duyét GVva
SV tién hanh di TTGT ding
thoi gian, dia diém da duyét.
- SV can tuan thu nhing noi
quy, quy dinh ciia GV va
don vi thyc thap da thong
béo trudc dob.

6. Hoan thanh - Sau khi hoan thanh chuong | SV, GV phu | - Bai bao
chuong trinh va trinh TTGT, SV vé lam b4o | trach cao TTGT
bao céo két qua c4o mon hoc theo thoi gian - Béng

TTGT quy dinh cta GV phu tréach. diém
- Dua trén bao cao mon hoc TTGT

va y thae cta SV trong qua
trinh & TTGT tai cac don vi,
GV phu trach chdm diém va
nhap diém vao danh sach
cho diém.




Luwu do cac budce

Noi dung thuc hién

Nguwoi chiu

STT cong viée (Mo ta cac bude cong viéc) | trach nhiém Ho so'lru
7. - Thu ky khoa nhan hd so | Thu ky khoa, | - Bang ké
Ky duyét thanh toan kinh phi TTGT BCN Khoa thanh toan
' cta GV phu trach, kiém tra kinh phi
va trinh ky BCN Khoa. BCN TTGT
Khoa kiém tra va ky duyét - CAC
- trong 3ngay lam viéc. chtng tir
Hop I¢ +Hb so hop 16 BCN Khoa c6 lién
Ky duyét quan dugc
+Hb so chua hop 18 BCN phé duyét
\ khoa tra lai GV dé chinh sira
b sung.
- Sau khi BCN duyét, Thu
ky khoa nop hé so thanh
toan va trinh ky cac phong
ban theo dang quy trinh
hoan ung kinh phi cua P.
KHTC.
8. Nop bang didm - Song song véi thu tuc hoan | GV, GVK - Bing
va nhan kinh 1:1'1‘1g kinh phl,, GV phu trach diém c6
ohi TTGT in va Ky ndp bang §1ém ky xac
TTGT cho P.DT va GVK. nhan cua
- Cho nhan kinh phi TTGT GV,
theo thu tuc va P.KHTC. Truong
- Két thic chuong trinh BM va
TTGT BCN khoa
- Giay ky
nhén tién
9. - Tat ca cac hd so duge lvu | GVK, Thu
theo dung quy trinh kiém ky, GV,
soat tai liéu, ho so cua Truong BM

P.QLCL ban hanh va theo
huéng dan caa BCN khoa
MTTN.

- Hd so TTGT sé& duoc luu
tai b mon tuong ung.




IV. MAU BIEU SU DUNG

STT| Tén biéumau | Ma s6 biéu mau | 101810 | No;py, | Neuo/bo phan
lIuu toi thiéu chiu trach nhiém
1 | Quyét dinh BMO07/QT- 4 nam VPK | GV/B6 mon
TTGT DHNL- MTTN
2 | CoOng van guri BMO08/QT- 1 nam VPK | GV/B6 mon
don vi thuc tap | PHNL- MTTN
Nguwoi soan thao Nguoi kiém tra Nguwoi phé duyét
Chir ky
Churc danh Giang vién Pho truong Khoa Truong Khoa
Ho va tén Bui Thi Cam Nhi Ngb Vy Thao Nguyén Tri Quang
Hung
Cha thich
Ky hiéu hinh vé dwoc sir dung trong lru do Dién giai

M¢ dau, hay két thic mot quy trinh

Mot bude trong quy trinh

Budc kiém tra, xem xét, phé duyét

Cdc bieu mau dinh kem

1. BIEU MAU: Quyét dinh TTGT ciia Khoa MTTN (BM07/QT-DHNL-MTTN)
2. BIEU MAU: Céng van giri cac don vi thuc tip (BM08/QT-DHNL- MTTN)




Biéu miau BM 07/QT-PHNL-MTTN

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAl HQC NONG LAM Poc 1ap — T do — Hanh phiic
THANH PHO HO CHI MINH
Sé)i ...... /QD-DHNL-MTTN Tp HCM, ngéy théng ... nam 20...
QUYET PINH

V/v Cir gidng vién huéng din sinh vién di Thue tip gido trinh ...

HIEU TRUONG TRUONG PAI HOC NONG LAM TP. HO CHi MINH

Can cir Quyét dinh sé 70/2014/0D —~TTg ngay 10 thang 12 nam 2014 cia Thi
tuong Chinh phu vé viéc ban hanh “Diéu 1¢ T ruong Pai hoc”;

Can cuwr nhu cau coéng tdac va nang lyc can bo,

Theo dé nghi ciia Ong Truwéng Khoa Méi trieong va Tai nguyén,
QUYET PINH:

Picu 1. Nay cir cac giang vién c6 tén dudi day phuy trach hudng dan .... sinh vién
16p ......... (ma moén hoc: ...... ) di thue tap gido trinh. Thoi gian .........

(Dinh kem danh sach ...... Gidng vién tham gia hwéng dan,
dia diém thyec tdp va tong sé ....... Sinh vién)

Diéu 2. Giang vién c6 nhiém vu thuc hi€n cong tac theo su phan céng cua
Truong Khoa Mo6i truong va Tai nguyén, dugc hudng cong tac phi theo qui dinh cua
Nha nude va c6 trach nhiém bao cdo két qua cong tac cho Truong Khoa Mai truong va
Tai nguyén.

Piéu 3. Cac 6ng/ba Truong Phong Pao tao, Phong Ké hoach — Tai chinh, Phong
Quan tri Vat tu, Truong Khoa Mo6i treong va Tai nguyén, cac don vi chirc nang lién
quan va giang vién ¢ tén trén chiu trach nhiém thi hanh quyét dinh nay.

TL. HIEU TRUONG
KT. TRUONG KHOA
P. TRUONG KHOA
Noi nhin:
- Nhu trén;
- Nhu Diéu 3:
- Luu: van thu, K. MTTN.



BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAl HQC NONG LAM Poc 1ap — T do — Hanh phiic
THANH PHO HO CHI MINH

DANH SACH GIANG VIEN

THAM GIA HUONG DAN SINH VIEN PI THUC TAP
(Kém theo QP 56 ...... /OP-PHNL-MTTN ngay .../... 120... ciia Truong PH Néng Lam Tp. Ho Chi Minh)

1. TS.Nguyén Van A (Trudong doan)
2. ThS. Nguyén Van B
3. ThS. ...

1. Huyén...... — Tinh
2. Thanh Phé ....... — Tinh Lam Pong
3. KCN tinh.....

TL. HIEU TRUONG
KT. TRUONG KHOA
P. TRUONG KHOA



BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAl HQC NONG LAM Poc 1ap — T do — Hanh phiic
THANH PHO HO CHI MINH

DANH SACH SINH VIEN PI THUC TAP
(Kém theo OP 56 ...... /OP-DHNL-MTTN ngay .../... [20... ciia Truong PH Nong Lam Tp. Ho Chi Minh)

STT | MasV Ho 16t Tén | Mailép

Danh sach co: ...... sinh vién./.

TL. HIEU TRUONG
KT. TRUONG KHOA
P. TRUONG KHOA



Biéu miu BM 08/QT-PHNL-MTTN

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAl HQC NONG LAM Poc 1ap — Tw do — Hanh phiic
THANH PHO HO CHI MINH
86 ...... /CV-PHNL-MTTN Tp HCM, ngéy théng ... nam 20...

V/v Gidi thiéu sinh vién khoa MTTN thuc
tap giao trinh

Kinh guri: ...

Nham cung cép cho sinh vién Khoa Mbi Truong va Tai nguyén nhiing kién
thire thue té, chung t6i to chtrc cho sinh vién di thuc tip gido trinh dé nang cao kién
thirc va tiép xac thyc té cong viéc. Ban Chii nhiém Khoa Moi trudng va Tai nguyén,
Truong Pai hoc Nong Lam Tp. HCM kinh d& nghi Quy Co quan hd tro chung toi
trong viéc tiép nhan sinh vién nam ....... nganh ........................ dén tham quan
........................ tai............tréndiaban .........

Ké hoach tham quan cu thé nhu sau:

Poan tham quan

S6 lugng khach (duw Kién) | ooooveeii e | e

Thoi gian tham quan | . e
(du kién)

Noi1 dung tham quan hoc tap

Vi su nghiép gido duc va bao vé méi truong, cing véi viée xay dung mdi quan
hé hop tac giita hai co quan, chung t6i kinh mong Quy Phong/Ban gitp d& va tao diéu
kién thuan lgi cho sinh vién c6 co hdi hoc tap.

Moi van dé€ can trao doi xin vui long lién hé:

GV, — DTDD: ceevvviiiniinnnnnnene

Khoa Mdi Truong va Tai Nguyén - Trudng Dai Hoc Nong LAm Tp. H6 Chi Minh
Khu phé 6 - Phuong Linh Trung — Tp. Thi Btrc — Tp. HO6 Chi Minh

bT: 028.3722.0291 Fax: 028.3896.0713
Trong khi cho doi su sap xép ctia Quy Co quan, ching t6i xin chan thanh cam
on.
TL. HIEU TRUONG
Noi nhén: TRUONG KHOA
- Nhu trén;

- Luu.



