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I. MUC PiCH
Quy trinh nay nham dua ra cac budc thuc hién dbi véi viée ra dé thi, chim
thi va xt 1y cac don thu phtic khao diém céac bai kiém tra hét hoc phan va diém
bai thi tot nghiép trong chuong trinh bdi dudng tiéng Nga tai Phong Pao tao -
Trung tdm Nhiét d6i Viét-Nga.
II. PHAM VI AP DUNG
Ap dung cho qué trinh ra dé thi, cham thi két thic hoc phan va thi t6t
nghiép cac khoa boi dudng tiéng Nga tai Phong Pao tao - Trung tim Nhiét déi
Viét-Nga v6i hinh thire thi tu luan, tric nghiém, cling nhu khi c6 don thu phtc
khao két qua bai thi.
III. CO SO PHAP LY, TAI LIEU VIEN DAN
- Quyét dinh s6 298/QD-TTNDVN, ngay 29/02/2016 ctia Tong Giam ddc
Trung tdm Nhiét di Viét - Nga vé ban hanh Quy ché dao tao, bdi dudng tiéng
Nga va Quan 1y hoc vién tiéng Nga tai Trung tam Nhiét doi Viét - Nga.
- Chuong trinh Khung bdi dudng tiéng Nga, trinh d6 Bl tai Trung tdm
Nhiét doi Viét-Nga.
- Chuong trinh mén hoc tiéng Nga, trinh do B1.
IV. PINH NGHIA - VIET TAT
- PDT: Phong Pao tao
- HPT: Hoi dong thi
- TKHD: Thu ky Hoi dong thi
- BMTN: B6 mén tiéng Nga
- CNBM: Chu nhiém B mo6n
- TBM: T6 bd mén
- GV: Giang vién
- TLGV: Trg 1y gido vu
- SBD: S6 bao danh
- CBCT: Can b cham thi
- NVKT: Nhan vién k¥ thuat
- PK: Phuc khao
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V.NOI DUNG

1. Quy trinh ra dé thi

1.1 Quy dinh trach nhiém

- Giang vién thudc Bo mon tiéng Nga va cac to bd mon truc thude co
trach nhiém ra dé thi két thuc hoc phan va thi tot nghiép khi duoc phan cong.

- CNBM c0 trach nhiém giam sat, don ddc thuc hién tét cong tac chuyén
mon, chiu trach nhiém hoan toan vé chuyén mén va db tin cay cta dé thi.

- Trudéng PPT c6 trach nhiém ky duyét dé va ban giao cho gido vu.

1.2 So dd
’ NG[[TIOI ) ‘ BIEU THOI
BUGC | THUC TIEN TRINH MAU GIAN
HIEN
P2 thi «—— Truge 04
1 | Ciang BM. DTo1 | tUan ket
Vién thqc hoc
Chua dat phan
o — s
2 | nhiém BM.DTO1 | an <€
Bo mo thuc hoc
0 moOn A
phan
Dat
Truéng 84 Trudce 03
A . tuan két
ao tao thi cho phan
HDPT
Trude ky
4 TKHD thi 02
Nhan ban, niém tuan
phong de thi
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1.3 Dién giai so' d6
. | Trach | Céng Thuc Cach Thaoi
Budc ‘A ‘n A N i
nhiém viéc hién lam gian
GV - CNBM phan cong giang vién ra
thuéc | dé€ thi (kém theo dap an) ndp cho | Tru6c 04
1 Giang | Lamdé | cacto | CNBM. ‘ ‘ tuan ket
vién thi truc Luu y: Khi soan d€ thi, phan ti€u | thic hoc
thuoc | dé ctia dé thi thuc hién theo mau phan
BM | tiéu dé nhu mau (BM. BDTO01)
- CNBM lua choq hoac téng hop
cac dé thi thanh d¢ chinh thic.
- Moi 1 hoc phén can 02 b6 dé thi
(01 b6 @e chinh thirc va 01 bo de
du phong). Khi thi chi str dung 01
Chiu trach b6 gé 9 e ’
Chu n?ﬁiméze - Truong hop dé thi chua dat, quay 1;11}0193
2 | nhism | W CNBM | tr6 lai budc 1. uan ke
. © . |monvado . L L 1A thic hoc
Bomon | i, ciy - Luu y: Céc k¥ nang c6 nhiéu hin
cua da thi giang vién cung giang day s€ co p
cung 01 b de. ‘
- CNBM chiu trach nhiém vé ndi
dung, hinh thirc cua dé thi va truc
tiép ban giao dé thi cho Truong
PDT.
Chiu trach ’
Trudéng r(1111111¢g[1 ‘12’ Truén Trudng PDT truc tiép nhan dé thi r{ﬁgﬁigtz
3 | Phong | L2 & | tir CNBM, ky duyét d thi va ban ,
D3 bangiao | - PRT | . 2t thiic hoc
a0 120 | 43 thi cho glao cho . ph?m
TLGV
TKHD nhan ban giao d¢ thi da
Nhan ban duoc ky duyét tor Truong PDT, ‘
4 thi nhan dé thi, niém phong toan by de| Trudc
4 | TKHD | "oy 7 | TKHD | thi, lwu gitt dé thi goc. Str dung ky thi
phong mau thi dé thi dé ghi thong tin bén | 01 tuan

ngoai (mau BM. DT02)
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2. Quy trinh chim thi
2.1 So' @6 cham tric nghiém

Thi trac nghiém va chdm diém tu dong trén may tinh 1a mot hinh thuc thi
rat pho bién. Nho vao dic diém rd rang ciia dap an, nhiing tranh cii trong viéc
tinh diém duoc giam di rit nhiéu. Piéu nay din dén viéc nang cao tinh chinh
xéc, khach quan khi dua ra két qua bai thi. Thoi gian cham bai thi tric nghiém
nhanh, chinh x4c va trung thuc.

BUOC NGU}(I)IIETVHUC TIEN gﬁg{l
: TRINH
Trudce 02
1 TKHD Chuén bj phin mém va dir ligu | ngay
cham thi
v
I
v
~ Nga
3 TKHD Doc éifh, stra loi chgéri thi
4 TKHD Cham bai tNhs;gay cham
5 TKHD Xuét diém i\rlligéy chdm
Phé CT Hoi Ao Ngay chim
6 ddng thi Ky duyét bang diém thi
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2.2 Dién giii so @6 cham tric nghiém

Bwoc

Tréach
nhiém

Cong
viéc

Thue
hién

Céach lam

TKHD,
nhan
vién ky
thuat

Chuan bi
phan mém
va dir liéu

TKHD
NVKT

- NVKT chuan bi thiét bi bao gdbm
may tinh, may scan, phin mém chdm
tric nghiém.

- TKHP nhdp vao phian mém danh
s&ch thi sinh, phong thi, mon thi thanh
cac thu muc tuong Uing.

CBCT

Quét anh

CBCT

TKHD dung may quét anh (scanner)
tbc do cao quét cac bai thi theo ting
16, dua vao cac thu muc chira anh.
(Mau phiéu tra 101 cau
BMO03.QT07/DNT-DT)

hoi:

BM. BT03

CBCT

Poc anh

CBCT

Xt 1y anh dé doc cac thong tin tir anh
nhu s6 bao danh (SBD), ma dé thi va
cac phuong an tra 1oi.

Chu y: toan b phan anh sau lan doc
anh thtr nhat s& duoc luu riéng.

CBCT

Stra 16i
cua thi
sinh

CBCT

Sau 1an doc anh thtr nhat, phén mém
cham thi s& phat hién tit ca: anh bai
thi 16i, khong nhan dang dugc bai
nhu: khong t6 SBD, khong t6 mi dé,
t6 khong dung quy cach, hodc phiéu
thi b1 gép, sai mat, bién dang.

TKHD phai stra hét cac 18i dé co thé
cham bai ty dong. Két qua stra phai
duoc luvu lai cung voi bién ban stra 16i
dé bao cao HDT.

CBCT

Cham bai
thi, xuat
két qua

CBCT

Sau khi tat ca cac bai thi da duoc stra
161 CBCT tién hanh cham bai trén phan
mém va xuat phiéu diém két qua bai thi
(Mau phiéu diém - BM04.QT07

BM. DT04

/DNT-DT)
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o Phé
Ph(? Chu Ky duyét| Chu Két qua bai thi sau khi duoc xuit ra,
6 tich phicu tich | TKHD béo cdo HDT va trinh Ph6 Chi
HDPT diém H'DT tich HPT ky duyét
2.3 So' @0 cham tu luén
.| NGUOI THUC , . :
BUGC HIEN TIEN TRINH THOI GIAN
Panh s6 phach bai thi, niém phong o
1 TKHD va giir chia khoa ciia thiét bi dyng | Sau khi thi xong
bai thi
2 | HDchimthi  |Quan trigt, huong dn chim thi, ban| B, TUOC &0
giao bai thi
3 CBCT Kidm tra bai thi 15p trude gio
em Ia artht chém thi
4 CBCT ChAam thi vong 1 Ngay cham thi
5 CBCT Ché4m thi vong 2 Ngay chim thi
6 CBCT Thao luin, thong nhit diém Ngay cham thi
Chu tich Hb i Al N oz 1 ngay sau

! cham thi Ky duyét bang diem ngay cham thi
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2.4 Dién giai so' dd cham ty luin

, Trach | Céng Thuc L Miu
Buoc . N N Céch lam 2
nhi¢ém viéc hi¢n bi¢u
Lam - Thu ky HDT lam phach cho tirng
1 TKHP |phach bai| TKHD | bai thi va giit chia kho4 thiét bi bao
thi quan bai thi.
Quan triét, - Tap trung toan bd can bo cham thi
huéng dan dé quan triét quy ché thi, thao luan
2 HPT, cham thi, HBT, huéng dan cham, théng nhat cach
CBCT | . . CBCT < .
ban giao van dung huéng dan cham va ban
bai thi giao bai thi cho CBCT
Trude khi chdm, CBCT kiém tra sd
lugng bai thi va ting bai ddm bao
du so to, s6 phach va gach chéo tat
ca nhitng phan gidy trang con thira
do thi sinh khong viét hét.
Khong chiam nhimg bai lam trén
gidy khac véi gidy dung cho ky thi
Trong treong hop phat hién bai lam
khong du sb to; s phach; bai lam
3 CBCT Kién t_ra CBCT tI‘él:l gieji?/ I?Elép;‘béi lam t‘rén.gié‘y
bai thi khéac voi giay dung cho ky thi; bai
lam c6 chir viét ciia hai nguoi, viét
bang hai thr muc khac nhau tré 18n,
viét béng muc do, but chi hoac co
viét, v& nhitng ndi dung khong lién
quan ndi dung thi; bai lam nhau nat
hoac nghi van c6 danh dau, can bd
cham thi c¢6 trach nhiém giao nhung
bai thi nay cho CNBM bao céo
HDT.
4 CBCT Ch\'éim thi CBCT Tat Cfl cac CBCl; du(_)f:. giflo nhiéAm
vong 1 vu dong loat cham bai lan 1, tap
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Buéc TriCh C?Pg Th:r ¢ Cach lam N{?u
nhi¢ém viéc hién bi¢u
trung tai dia diém cham thi.
Piém toan bai dugc ghi vao dung
muc diém trén bai thi theo mau quy
dinh.
Tat ca s6 bai thi duoc to chitc chim
e | cBeT Ch\éim thi CBCT ch.éo lan 21 dam bao k,héng giag béNi
vong 2 thi dd@ cham cho chinh nguoi da
chédm 1an tht 1
Hai can bo cham thi thao luan thong
nhat diém, roi ghi diém, ghi rd ho
tén va ky vao tat ca cac gidy to lam
bai cua thi sinh.
Thio Né}l diém toan bai hodc diém thanh
luAn phajm lécl} nhau (trir truong hQ‘P cong
CBCT P nham diém), tir 1,0 — 1,5 diém hai
6 thong | CBCT . L C R <1
hit can bd cham t}ll tl}ao luat} va baf)
diém cao CI\]BM dé thong n%lét, quyét
dinh diém, sau do6 ghi diém, ghi rd
ho tén va ky vao tit ca cac to gidy
lam bai cua thi sinh.
Piém chdm 1an nay 1a diém chinh
thirc cua bai thi
CBCT Bén g‘ia(i CBCT CBCT ba:m giao lai toan b(? b?li thi da
7 bai thi da dugc cham cho TLGV dé tong hop
TKHD . TKHD | .,
cham diém
Chu Chu
3 ;1;;)1 Kz }?ilélzd t}llcfl)l Béng tong hop ’diém duﬁoc trinh 1én
p 2 P Chu tich HD cham thi dé ky duyét
cham diém | cham
thi thi
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3. Quy trinh phiic khio diém bai thi

3.1 N§1 dung cong viéc

- Thanh phan ho so: Pon phuc khao diém bai thi (01 ban)

- Thot

gian xu ly: 05 ngay lam viéc

- Noi tiép nhan va tra két qua: Phong Pao tao — Trung tim Nhiét déi Viét-Nga
- Lé phi: Khong

3.2 Quy trinh xur ly

i . Trach . Biéu mau/
Buwéc Noi dung n Thoi gian ; .
nhiém Két qua
Gio hanh
chinh. 05
ngay sau
Tiép nhan don phiic khao: Néu don Thu ky Hoi khi cong
1 | chua dam bdo thi yéu cau hoc vién sua dong thi bo Quyét BM. BTO05
lai don. dinh
cong
nhén két
qua thi.
Thim dinh ho so: Sau khi hét han nhan Thu ky Hoi
2 | don phuc khao, 1ap danh sach va ho so d3ne thi Y% ngay
phtic khéo trinh Chai tich HDT &
Kiém tra h6 so:
+ Néu dong y, TKHD soan thao quyét
3 |dinh thanh ldp hoi dong cham PK | Thy kg Hei| 1ngdy | BM.DTO06
trinh Chu tich HPT ky duyét. ddng thi
+ Néu khong dong ¥ chuyén vé budc 2
Cham phuc khao bai thi: TKHD ban
giao phiéu diém, bai thi cho Ban
4 cham thi PK. Lap bién ban cham phiic s
khao va tong hop két qua thi. H‘il dong 1 ngay
cham PK

+ Quy trinh phdc khao dugc thuc hién

tuong tu nhu chim bai lan 1
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Buée No6i dung TriCh Thoi gian Ble}\u maﬁu/
nhiém két qua
Xét két qua phuc khao: Chu tich
HDPT td chic hop xét két qua
cl}ém PK; TKHD lap bién ban | ..
két q,ué. d(‘31.1g
5 +’Néu co ’h(_)c vién phuc khao d’at ohiic Y2 ngay
két qua c?p ChI’IIlg7 chi, 1ap phiéu Khio
trinh va HO so chuyén B6
+ Néu diém bai thi khong dat két
qua cap ching chi, chuyén B7
6 Ra quyét dinh cong nhan két qua HDT 1 ngay
Thong bao két qua: Sau khi co
7 TKHP thong béo két qua cho thi TKHP |két qua phic
sinh bang van ban. khao
In va cap chimg chi: ” n i
8 In va thyc hién quy trinh cdp phat TKHD Phat C,C?
chung chi theo quy dinh trong glor
’ lam viéc
9 | Luu trit hd so PK TKHD
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VI. LUU BIEU MAU, HO SO

. Pon vi | Thoi gian
STT Tén ho so M3 hiéu | lyu triv | Iuu trie
1 | Méu dé thi quy dinh BM.PT01 | TKHD 01 nam
2 | Bién ban ban giao dé thi BM.PT02 | TKHD 01 nim
3 | Mau phiéu tra 16i cau hoi BM.PT03| TKHP 01 nim
4 | Mau phiéu diém BM.DPT04 | TKHD 01 nim
5 | Bon phuc khao BM.DT05| TKHD 01 nam
6 | Quyét dinh thanh 1ap hoi dong chim PK | BM.DT06 | TKHD 01 nim
7 | Ho so phiic khao. TKHD 01 nam
8 | Pé thi gbc, USB luu 4m thanh dé thi TKHD 01 niam
9 | Mau tai niém phong dé thi TKHD 01 nam




BOQUOCPHONG
TRUNG TAM NHIET POI
VIET - NGA

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc

Ha Noi, ngay  thang  nam 20
BAI KIEM TRA TIENG NGA (TRINH PO ....)

MON: ............ (M4 dé thi: .......... )

Thoi gian lam bai: ....... phiit - Bai thi gom 01 to ..... trang




Biéu mau: BM. DT02

i Qg i Cog hoa i i chi nghta Vigt Nam
BIEN BAN GIAO NHAN PE THI

Hoi......... gio....... phut...... ngay....... thang....... nam.........

TTAL et e et e e e e e e e e e e e et ettt ettt ettt ———————————————————aaaeaaaaaeaeareeens

ONE (DA) .o . — Chu tich Hoi dong coi thi

D3 tién hanh giao dé thi ................. cho cac giam thi:

TT| Mbn thi S6 lugng dé Ngudi nhan Ky nhan

1

2

3

4

5

6

7

NhEng diem cAn THU ¥ (NEU CO):.uvveeeeeeeeeeeeeeeeeee e

THU KY HQOI PONG CHU TICH HOI PONG THI
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Biéu mau: BM. PT04

TRUNG TAM NHIET BOI VIET - NGA CONG HOA XA HOI CHU NGHIA VIET NAM
HQI PONG THI Poc 1ap - Ty do - Hanh phuc
BANG DIEM THI
Khoa hoc: ............ Hoc ky: 01
Monthic.......ooovvviiiii.

STT Ho va tén S6 BD| Ma dé Piém Lép|1|2|3]|4|5]|6[7]|8[9]10




Biéu mau: BM. DT05

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

PON PE NGHI PHUC KHAO PIEM THI
Kinh giri: Hoi ddng thi ............

Ho va tén thi sinh: .........

Giditinh: ...................

Ngay, thang, nam sinh: ..................

Dantoc: ...

Noisinh: .....ooooviiiiiiii

CMND/CCCD $6: v

bathamdy Ky thi..........................

Phong thi: ......... Sé baodanh: .....................
T6i lam don nay dé nghi phtc khao diém thi cac mon sau:

STT Mon thi Ma dé thi Phong thi DPiém bai thi

T61 xin cam doan cac thong tin trén la ding sy that va chiu hoan toan trach
nhiém trudc phap luat.
Ha No¢i, ngay  thdng nam 20
NGUOI PE NGHI
(Ky, ghi rd ho tén)



Biéu mdau: BM. PT06
TRUNG TAMNHIET POl CONG HOA XA HQI CHU NGHiA VIET NAM

VIET — NGA Doc 1ap - Tw do - Hanh phuc
HOI PONG THL.......
Sé: /QD-TTNDVN Ha Noi, ngay  thang — ndam 20
QUYET PINH

Vé viéc Thanh lap Hoi dong chAm thi Phic khao

TONG GIAM POC

Can cu quéf dinh s6 _ ngdy  thang nam  cua T ong Giam doc vé viéc
thanh lap Hoi dong thi hoc phan.....1op tieng Nga K..../BOP nam hoc............;

Theo Pon dé nghi phiic khdao diém thi ciia hoc vién........................

QUYET PINH:

Piéu 1. Thanh 1ap Hoi ddng chdm thi phuc khao hoc phan ...... 16p tiéng Nga
K...../BQP tai Trung tam Nhi¢t d61 Viét — Nga, gobm cac dong chi c6 tén sau:

1.

2.

3.

Picu 2. Hoi dong co trach nhiém chim thi phuc khao quy dinh vé cong tic
gido duc — dao tao.

‘ Diéu 3. Sau khi hoan thanh nhiém vu chdm thi phuc khao hoc ph?m ..... , HO1

dong tu giai thé.

Piéu 4. Cac co quan, don vi c6 lién quan va cac dong chi co tén trén chiéu
quyét dinh thi hanh./.

Noi nhin: CHU TICH HQI DPONG THI
(Ky va ghi ro ho tén)

- Luu:.



