BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC SU PHAM KY THUAT Doc lap - Tu do - Hanh phiic
THANH PHO HO CHI MINH

QUY TRINH QUAN LY PIEM
I. Muc dich
1. Nham dam béo tién d6 ké hoach giang day — hoc tdp nam hoc.
2. Quan Iy diém chit ché.
I1. N¢i dung quy trinh

1. Lwu trinh quéan Iy nhép diém

Budec Trinh ty thuc hién Trach nhiém
Phong Dao tao in danh sach ghi diém qua trinh, diém Truong Phong Dao tao
1 thi cubi ky gdi cac Khoa. (PDT)
7 Truong Khoa
5 Giang vién thuc hién ghi diém vao danh sach va Truéng Khoa
nhép diém trén trang online. Giang vién
3 Giéng vién va B6 mon ky x4c nhén vao bang diém. Truéng Khoa, Trudng
Giang vién ndp bang diém vé van phong khoa. B6 mén, Giang vién

4

Khoa photo/scan luu file bang diém, nop ban

* chinh bang diém vé phong Pao tao. Trudng Khoa
5 Khoa, Phong Do tao kiém do diém. Truong PDT
Truéng Khoa
y
6 Khoa, PDT thong bo dén giang vién chinh sira diém Truong PDT
néu phat hién sai sot gitta bang diém va diém nhép. Truéng Khoa
v Truong Khoa, Trudng
7 Giang vién 1am bién ban diéu chinh diém. B0 mén, Giang vién
Truong PDT
A
g Khoa, PDT in bién ban kiém do hoc ky. Khoa ndp Truong PDT
bién ban vé PDT. Truéng Khoa

}
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PDT luu trit bang diém, cac bién ban di¢u chinh
diém cua giang vién, céc bién ban kiém do.

Truong PDT

2. Luwru trinh quén 1y chim phiic khéo bai thi cubi ky ciia sinh vién

Bude Trinh ty thye hién Trach nhiém
: Iimh vién xem diém thsl\c;lim kg trén_trar;l% onli;e. Sinh vien
€u co nguyén vong, am don xin cham phuc :
khao tai khoa quan mon hoc. Truong Khoa
\
Khoa quan mén h(_)g nhan don phuc khao cua sinh Trudne Khoa
2 vién, rat bai, chuyén Truong bd mén giao giang Trus 2o M
vién chim lai bai phtic khao. rudng Bo Mon
v
3 Bo mon, Khoa duyét bang diém phuc khao, bién 1
ban d6i thoai. Khoa chuyén vin ban vé PDT. Truong Khoa
v
4 Cong b diém phic khao cho sinh vién, nhap Truéng PDT

diém vao phan mém quan ly.

Truong Khoa

3. Luu trinh quén Iy rat hoc phan

Buoc Trinh ty thuc hién Trach nhiém
Sinh vién thuc hién rit bot hoc phan da ding ky trén Sinh vién
1 trang online theo thong bdo ciia PDT. Truéne PDT
p=}
5 Sinh vién xem két qua rit hoc phan trén trang online Sinh vién
sau khi hét thoi gian rat hoc phan. Truéng PDT

4. Luwu trinh quén 1y bio lru diém, mién thi, chuyén diém, xin diém I

Buoc Trinh ty thue hién Trach nhiém
Sinh vién 1am don theo méu, kém bang diém/ Sinh vién
1 chimg chi/ don thudc, xac nhén tai khoa (néu co). Truong Khoa
Sau d6 nop don tai PDT. Truéng PPT
Sinh vién
Sinh vién nhan lai don dugc phé duyét tai PDT, Truéng PDT
9 xem két qua trén trang online. Truéng Khoa, B mon

Trudng P.Quan hé quéc
fe
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5. Luwu trinh quéan Iy tra diém I

Budée Trinh ty thuc hién Trach nhiém
Sinh vién lién hé Khoa quan mén hoc dé Khoa sép . i
P eI e A Sinh vién
1 xep phong thi hoac ngp Giang vién néu thi theo oo
nhém/cac dang thi khac. g
!
Tai phong thi, sinh vién np don diém I cho cén bd Sinh vién
2 g :
coi thi. Trudong Khoa
v
Giang vién duge phan cong chim thi ghi diém vao ‘x o
22 R S e Y s Giang vién
3 don diém I cta sinh vién, ndp vé Bd mon dé ky xac Truéme Kh
Hhan. ruong Khoa
v
4 Khoa photo/scan luu file don diém I, ndp ban Truong Khoa
chinh don diém I vé PDT. Truong PPT
! e
5 Sinh vién xem két qua tra diém I trén trang online. Tlrufrr‘l/:ge;DT

6. Mb ta chi tiét

Buwoéc

Trinh ty thye hién

Trach nhiém

1. Quén 1y nhép diém

Phong Pao tao in Danh sach ghi diém qué trinh (BM1) (tuan 7 cua
hoc ky), diém thi cudi ky (trude khi thi 2 tuan hoic theo yéu cau cua
Khoa/giang vién v&i cac hoc phan két thuc sém) va goi vé cac Khoa.

Truong PDT
Trudng Khoa

(8]

Khoa ban giao danh s4ch ghi diém cho giang vién.

Giang vién ghi diém vao danh sch, nhap diém quéa trinh (thoi han 1a 2
tudn ké tir ngay két thuc hoc phan) va nhap diém thi cudi ky (thoi han
1a 10 ngay ké tir ngay td chirc thi hoc phan d6) trén trang online theo
phan cong cham thi ciia B6 mén; hodc Giang vién import diém qua
trinh tir file excel vao trang online va in bang diém tir trang online dé
nop (bang diém phai ¢ dong “Béang diém import tir excel”).

Truong Khoa
Giang vién

Giang vién va BO mén ky xac nhén vao bang diém. Giang vién nop
bang diém vé vin phong khoa.

Truong Khoa
Truong Bo
mon, Giang
vién

Khoa photo/scan luu file bang diém, ndp ban chinh bang diém vé
phong Pao tao.

Trudong Khoa

Khoa kiém do 100% diém cac mén hoc do khoa quan 1y (bang diém
ghi tay). Phong Pao tao kiém do 30% diém toan truong.

Truong PDT
Truéng Khoa

PDT thong bao cho Khoa danh sach giang vién ¢ sai sét diém. Khoa

Truong PDT
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thong bao cho giang vién lam “Bién ban diéu chinh diém” trén co s¢
PPT va Khoa kiém do.

Truong Khoa

Giang vién lam bién ban diéu chinh diém, cé chir ky x4c nhén cua
Khoa/ B6 mén va phong Pao tao trong thoi gian 1 tuan tir khi nhan
dugc théng bao ctia Khoa. Truong hop can chinh sta, bd sung diém
cho sinh vién thi giang vién ciing lam bi€n ban diéu chinh diém nop
kém minh chiing dé khoa/ bd mon xem xét ky xac nhan va ndp bién
ban vé PPT. PDT ky duyét bién ban va nhap diém méi vao phdn mém
quan ly.

Truong PDT
Truéng Khoa
Trudong Bo
mon

Giang vién

Khoa, PDT in bién ban téng hop kiém do, bién ban kiém do sai sét
diém theo hoc ky, ky xac nhan. Khoa ndp bién ban vé PDT.

Truéng PDT
Truong Khoa

PDT luu trlr bang diém, cac bién ban diéu chinh diém ctia giang vién,
cac bién ban kiém do.

Doi vai viée cong diém vao diem hoc phan cho sinh vién ¢ thanh tich
cao & céac cudc thi trong nude/ quoc té: Khoa lap to trinh/ dé€ xuat co
chit ky cac bén tham gia, trudng by mon, trudng khoa, Ban giam hiéu.
D6i v6i diem thi lai ciia luu hoc sinh: Bo mon/ Giang vién to chirc
phu dao cho sinh vién va to chtic thi, ndp diém vé Khoa. Khoa chuyén
Phong DT dé cap nhap vao diém hoc ky sinh vién da dang ky.

Pbi v6i diém cua sinh vién nude ngoai chuong trinh trao d6i: P.Quan
hé quoc té chuyén bang di€ém cho trudng doi tac va sinh vién.

Truéng PPT

2. Quan Iy chAm phiic khao bai thi cubi ky ciia sinh vién

Sinh vién xem diém thi cudi ky trén trang online. Néu c6 nguyén
vong, SV lam don xin cham phuc khao tai khoa quan mon hoc, trong
vong 7 ngay ké tir ngay cong bo diém thi.

Sinh vién
Truong Khoa

Khoa quan mén hoc nhén don phiuc khdo cia sinh vién, rut bai,
chuyén Truong BO Moén giao giang vién chdm lai bai phic khao.
Trudng hop cham phuc khao léch diém v6i chdm 1an dau thi hai giang
vién chdm thong nhat diém va 1ap bién ban ddi thoai néu c6 thay doi
diém, nop bién ban vé Khoa trong vong 5 ngay.

Truong Khoa

Truong Bo
Mon

Bo moén/ Khoa duyét bién ban ddi thoai. Khoa tong hop cac diém
phuc khao vao Bang diém phuc khao, géi Bang diém phuic khao va
cac bién ban doi thoai vé phong Pao tao.

Trudéng Khoa

Phong Pao tao xem xét ddng ¥ bang diém phuc khao. Khoa cong bd
diém phuc khao cho sinh vién, phong Dao tao nhap diém phuc khao
vao phdn mém quan ly. Sinh vién c6 thé xem diém trén trang online.

Truéng PDT
Trudéng Khoa

3. Quan ly rat hoc phan

Sinh vién thuc hién rit bét hoc phan d3 diang ky trén trang online theo
thong bao ctia PPT gdm 2 giai doan:

- Trong thoi gian diéu chinh dang ky mon hoc dau hoc ky (Sinh vién
duoc phép xba cac hoc phan va khong phai déng hoc phi cac hoc phan
do).

- Trong hoc ky: rit hoc phén tir tuan 10 dén tudn 11 cta hoc ky chinh,

Sinh vién
Truong PDT
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tudn 5 ctia hoc ky hé (SV rit b6t hoc phan trong thdi gian nay phai
dong hoc phi).

Sinh vién xem két qua rat hoc phdn trén trang online sau khi hét thoi
gian rut hoc phan.

Sinh vién
Truong PDT

4. Quan ly bao luru diém, mién thi, chuyén diém, xin nhin diém I

Sinh vién lam don theo mau, kém bang diém/ chimg chi/ don thudc
twong ng, xac nhén tai khoa (néu cc’)) sau d6 ndp don tai PDT.

Thoi gian ndp don bao luu dlem mién thi, chuyén diém: SV ndp vao
dau hoc ky hodc khi SV ¢6 quyét dinh hodc theo thong bao cua PDT.
D61 v6i don xin nhéin diém 1, sinh vién ndp trong hoc ky.

Sinh vién khong ding ky mon hoc céc hoc phan nay.

Sinh vién
Truéng Khoa
Trudng PDT

Sinh vién nhén lai don da dugc phé duyét tai PDT sau 03 ngay, xem
két qua trén trang online.

Déi v6i diém cla sinh vién di hoc theo chuwong trinh hoc bono/trao
ddi/cac khoa hoc Moocs hodc UTEx: Khoa/Phong Quan hé qudc té
thue hién thu tuc chuyén diém cho sinh vién gom: Quyet dinh/To
trinh/Dé xuét cho phép sinh vién di hoc, bang diém gbc, gidy dé nghi
quy d6i va nhap diém cho sinh vién mén hoc tuwong g c6 chir ky cua
truong B mon, truéng Khoa, Ban Gidm hiéu. Sau d6 giri vé Phong
PT.

Truong PDT
Sinh vién
Trudng Khoa
B0 mén
Trudng
P.QHQT

2

5. Quan Iy tra diém I

Sinh vién lién hé Khoa quan mén hoc dau hoc ky dé biét hinh thirc thi.
Sinh vién photo don diém I cho m&i mén thi mot ban va nop don diém
I tai Khoa quan mén hoc dé Khoa sip xép phong thi hoac ndp giang
vién néu thi theo nhém/céc dang thi khéc.

Thoi gian tra diém I: tdi da 02 hoc ky sau hoc ky xin diém L

Sinh vién
Trudong Khoa

Tai phong thi, sinh vién nop don diém I cho c4n b coi thi/giang vién
t& chire thi,

Sinh vién
Truong Khoa

Giang vién dugc phan céng chdm thi ghi diém vao don diém I cua
sinh vién, ky, ghi rd ho tén va ndp vé Bo moén dé ky xdc nhin. Sau do
giang vién ndp don diém I v€ van phong Khoa.

Giang vién
Truong Khoa

Khoa photo/scan luu file don diém I, ndp ban chinh don diém I vé
PDT. PDT nhédp diém vao phan mém quan ly va luu trir.

Truong Khoa
Truéng PDT

Sinh vién xem két qua tra diém I trén trang online.

Sinh vién
Truong PDT

I11. Biéu miu

1

2
3.
4

Biéu mau 1 — Danh sach ghi diém qué trinh.
Biéu mau 2 — Danh sach sinh vién du thi cudi ky theo nhém.
Biéu mau 3 — Danh sach sinh vién du thi cubi ky theo td.

Biéu miu 4 — Bién ban tong hop kiém do diém qué trinh/diém thi hoc ky.
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7
8.
9

Biéu miu 5 — Bién ban kiém do sai s6t diém diém qua trinb/diém thi hoc ky.

Biéu miu 6 — Pon xin bao luu diém (Danh cho SV chuyén hé dao tao, chuyén trudng,
hoc nganh 2).

Biéu mau 7 — Pon xin mién thi (Gido duc thé chat/ Gido duc quéc phong).

Biéu mau 8 — Pon xin mién thi ngoai ngir dau ra.

Biéu mau 9 — Don xin chuyén diém.

10. Biéu miu 10 — Pon xin chuyén diém ngoai ngit.

Ghi chi: Cac biéu mau sau c6 & Quy trinh lap ké hoach, thuc hién thi:

SRRt b e

ThS. Pham Thi Thu Swong PGS.TS. Nguyén Trung Kién

Pon xin nhan diém 1.

Bién ban diéu chinh diém hoc ky.

Bang diém phuc khao, bién ban d6i thoai cham phtc khao.
Béang diém thi lai danh cho luu hoc sinh.

Bang diém danh cho sinh vién hoc chuong trinh trao ddi.

Nguoi soan thiao Nguoi xem xét Nguoi phé duyé’fjuf_/i

fo

TS Lé Hiéu Giang
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TRUONG PAI HOC SPKT TP.HCM
PHONG PAO TAO

Hinh thirc danh gia qua trinh:

Ngay in: <Ngay in>

Trang: <S6 trang>

DANH SACH GHI PIEM QUA TRINH
Hoc Ky <hoc ky> - Nam Hoc <ndm hoc>
Moén hoe/Nhém: <Tén mén hoc — Nhom>

Lép hoc phan: <Tén 16p hoc phian>
Can bd giang day: <Tén giang vién (ma giang vién)>

S4 tin chi: <sb tin chi>

% Qua trinh: <ty trong>

Ngaythi:  / / Phong thi:

STT

Mi SV

Ho va tén

Ngay
sinh

S6 | Diém | Diém
to i) chir

Chir

k9 Tén l6p

[a—

<Ma SV>

<Ho tén SV>

<ngay
sinh>

<tén 16p>
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Xac nhan cua B mon

Ngdy ....thédng ....nam ....
Can bd cham thi
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TRUONG PAI HQC SPKT TP.HCM
PHONG PAO TAO

Céan bd giang day: <Tén gidng vién (ma giang vién)>

Ngay in: <Ngay in>
Trang: <Sé trang>

DANH SACH SINH VIEN DU THI CUOI KY - THEO NHOM
Hoc Ky <hoc ky> - Nam Hoc <ndm hoc>
Mén hoe/Nhém: <Tén mén hoc — Nhém> - S6 TC: <sb tin chi>

L6p hoc phén: <Tén 16p hoc phin>

Gio Thi: Ngay thi:

Can bo coi thi 1:
Can bo coi thi 2:
S a

Phong thi:

STT

Ma SV

Ho va tén

Ngay
sinh

S6
toy

Piém
$0

DPiém
chir

Tén lop

[u—

<Mi SV>

<Ho tén SV>

<ngay
sinh>

<tén 16p>
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86 S/V Trong Danh Sach: <S4 SV> S8 S/V Du Thi:
Xac Nhén cua B6 Mén

Ngay thang nam
Cén B Chadm Thi
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TRUONG PAI HQC SPKT TP.HCM Ngay in: <Ngay in>
PHONG PAO TAO Trang: <S trang>

DANH SACH SINH VIEN DU THI CUOI KY - THEO TO
Hoc Ky <hoc ky> - Nam Hoc <n@m hoc>
Mo6n hoc: <Tén mén hoc> - S tin chi: <sd tin chi> Can bd coi thi 1:

Ma mén hoc: <Ma mdn hoc> Can bd coi thi 2:

Nhom thi: <Tén nhém thi>
Ngay thi: < Ngay thi> - Gid thi: <Gid thi> - S tiét: <s tiét> - Phong thi: <phong thi>

: S Ngiay | S6 | Piém | Piém | Chi | .., .,
STT Mai SV Ho va tén <inh tor 56 chit ky Tén 16p

A <ngay R
< > =2 < >
Ho tén SV i tén Iop

A
=
e
w2
<
vV

N B~ T S B e N RV T I N OS2 }

—
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—
wn

—
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S6 S/V Trong Danh Sach: <S6 SV> .86 S/V Dy Thi: Ngay thang nim
Xéc Nhan ciia B Mén Céan B6 Cham Thi
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TRUONG DAI HOC SPKT TP.HCM
PHONG DAO TAO

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc ldp - Tw do - Hanh phiic

BIEN BAN TONG HOP KIEM DO <PIEM QUA TRINH/PIEM THI>
HQC KY <HQC KY>/<NAM HQC>

STT Khoa S6 ]u'(_).'?g HP cin S6 ltr?;ng H‘P da | S6 lll’(_)‘f]xg HP chua Ty 18 kiém do
kiém do kiém do kiém do ;

1 <Tén Khoa> <S6 lugng> <S4 luong> <S6 lugng> <Ty 1&>
2

3

4

5

6

7

8

9

10

11

12

13

14

Ngay thang niam
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TRUGNG DAI HQC SPKT TP.HCM CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG DAO TAO Déc lip - Tw do - Hanh phiic

BIEN BAN KIEM DO SAI SOT <DIEM QUA TRINH/PIEM THI>
HQC KY <HQC KY>/<NAM HQC>
Khoa: <tén khoa>

User: <tén nguwoi kiem do>

STT Ngaﬁ;ﬂém Mai lo6p HP | Tén hoc phin Méi‘fo Tén giang vién Ma SV Tén sinh vién I]:ll::,::: Diém DS
1
2
3
4
5
Ngay thang niam
Ngudi 1ap biéu
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(Danh cho SV chuyén hé dao tao, chuyén trudong, hoc nganh 2)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phuc

PON XIN BAO LUU PIEM

Lo 80 BE 00 i it i e s Masiiioyiencls ..
bpé nghi dugc bao luu cdc mdn hoc:
Stt | Ténménhoc | Maménhoe | SO | Piém | Ténmdnhoc | Md ménhoc | Sb Xéc nhéan
(cii) (cii) tin (dang hoc) (dang hoc) | tin cla
chi chi Khoa
quan mon
hoc
1
2
3
4
5
6
7
8
9
10

(Nop kém bang diém céc méon hoc xin bao luu diém).

Luu y: Sinh vién khong can ghi cdc mén hoc cling ma moén, phong Pao tao d3 bao lwu cho
sinh vién.

Xdc nhan cia Phong Pao tao

Tp. HCM, ngay

Sinh vién ky tén

S6 hiéu: BM6/QT-PBT-QLD/00
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc 1ap — Tw do — Hanh phic

PON XIN MIEN THI
(Gido duc thé chat/ Gido duc qubc phong)
Ho:ten:Sinhvilns, . coavils vt et e L e THOA S v i e
M4 s6 sinh Vién:.......ccoeeunnnnnnn. LoD . i KCHOB: (it v cedie S s i

D¢ nghi dugc mién thi cac mén hoc:

STT Tén moén hoc Ma mo6n hoc S4 tin chi

1

4

5

(Nop kém Gidy xac nhan/ Chitng chi quéc phong/ Bang diém)

Tp. HCM, ngay ...... thang ...... DA, iveis
Xdc nhin cia Phong Pao tao Sinh vién ky tén
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phiie

PON XIN MIEN THI NGOAI NGU PAU RA

(Chirng chi ngogi ngit con gida tri dén thoi diém xét tot nghiép)

HotEn sl vili i i e s s e R S e T
MBBV: e i e i e s i e Bitnthonis - oo 0 e Ee
LOID: iicciaisctirorniimavnits morinis st oisnsossasssseismssas i assh Khoae o e s
Pathidatchingichl ... e e
V6i sb diém: Nghe: .......... NO i BOC: i Nidhe oo Tong diém...........
KR L e i L e e i e Meavdhi o

Kinh mong Phong Dao tao xem xét cho mién thi ngoai ngir dau ra.
Sinh vién nop kem bang diém thi ngogi ngit quoc te.

Tp. HCM, ngay ...... thang ....;.. nam 20......

X4c nhan cia Phong Pao tao Sinh vién ky tén
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap — Tw do — Hanh phte

DON XIN CHUYEN PIEM
Bloden ShVIE: . . s e e et i i, M3 sbsinhvitn: . i
B o DR Khaas - s o e P thoals anin aaisne:
Trudng ol @8 0061 . ociriiminimi e Béc: Pai hoc  Hé: Chinh quy
Pé nghi duogc chuyén diém cac mén hoc sau:
Stt Tén mon hoc Mi mén S6 | Piém Tén mén hoc Mimén | S6 | Xdcnhéin
(ci1) hoc (cii) tin (dang hoc) hoc (dang | tin | cia Khoa
chi hoc) chi | quan mon
hoc
1
2
3
4
5
6

(Nop kem bang diém cac mon xin chuyén diém).

Xdc nhén ciia Phong Pao tao

Tp. HCM, ngay ... thding ... nim 20...
Sinh vién ky tén

S6 hiéu: BM9/QT-PDT-QLD/00

LAan soat xét: 00

Ngay hiéu luc: 15/5/2020

Trang 1/1




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

PON XIN CHUYEN PIEM NGOAI NGU
(Chirng chi ngogi ngit con gid tri)
HO i SmE VIl inii i e B e e e A
1 bt Y L SR IR Selos o e 0 23 SN o Benihoal i e
Ll il 8.4 Tor it o O e e DR B S st e R
Dathidarehens chites s e i B e s e
V6i sb diém: Keghe: . MO .o sinas Poc: oo Niehc Téng diém.........

Dé nghi dugc chuyén diém cac hoc phan sau:

So tin Piém

STT Tén hoc phan Ma hoc phan chi chuyén

1

4

5

Sinh vién ngp kém ban photo bdng diém/ chitng chi ngoai ngit quoc te.

Ip. HCM, ngay ... thang ... nam ......
Xéac nhéan ctia Phong DPao tao Sinh vién ky tén

S6 hiéu: BM10/QT-PDT-QLD/00 Lan soat xét: 00 Ngay hi¢u luc: 15/5/2020 Trang 1/1




