QUY TRINH TIEP NHAN HO SO PANG KY XET TUYEN PH, CP CHINH QUY NAM 2016

QUA PUONG BUU PIEN (EMS)

Phu luc 2

TT N@i dung M0 ta cong viéc trﬁr((r:nh‘ilén Yéu ciu két qua Ho“%(:]/mlggan Ghi chu
- Nhan buu kién tir nhan vién buu - Nhan va kiém tra diy | - Biéumau Sau ngay 12/08/2016 chi
dién: dt hd so. Lap bién ban Cg_/ﬁsrifj -BMO4 | nhan hd so c6 déng dau
+ Kiém tra phong bi con day du niém o ok A giao nhan cu thé. - Bicu mau buu dién gui di tu
Shong. Néupkh()%lg’ on nié}r]n ohong, Sll:r(:l dong Tuyén CQ/HSXT-BMO05 12/98/2916 ;[rc’y Ve t7r_u<'{c.
lap ‘blen ban va tién hanh nhan binh | Phong DT&KHCN; Khl nhan ho;.so ghal [ap
1 ) . thuong . . - Ban Thu kv- bién pan. Qum moi ngay,
NHAN HO SO + Tién hanh khai thac va ghi day du | 5 o TC&C lap bao cdo guri vé Hoc
thong tin (bidu mdu CQ/HSXT- g = vién va BGD&DT. Trong
BMO5). (ca Q1 va Q9). do6 ghi rd: S0 ho so nhan,
- Néu nhan tai Q9, cudi ngay tién s6 hd so khong nhan, ly
hanh 1ap bién ban giao - nhan cu thé do.
(biéu mau CQ/HSXT-BMO4) tai Q1.
- Ho so tiép nhan phai - Tai Quan 9, can bd nhan
- Kiém tra so bd hd so PKXT cua diy du cac gidy to can hd so kiém phan kiém tra
thi sinh dé dam bio di gidy to can thiét theo quy dinh va so bd hd so va nhan hé so
thiét. HO so dy du bao gom: duoc sap xCp theo dung da day du.
+ 01 Phiéu DKXT. thir ty tai Thong bao xét
+ 01 phong bi dan sin tem, ghi tuyén caa Hoc vién.
v dia chi va sé DT lién h¢. - Phiéu PKXT phai dam
+ Gidy ching nhdn déi twong UT bao day du, chinh xac
(Néu_la doi twong UT). (néu co qui thong tin, dac biét thong
KlEM TRA kém) tin tén trwong, ma
x - Kiém tra hd so TS, ddc biét chinh | - Hoi dong tuyén truong, Nhom nganh/
HO SO DKXT xac thong tin tén trwong, ma | sinh; Nganh, ma nganh, to
2 treong, Nhom nganh/Nganh, mé | - Ban Thu ky; hop mon thi ding dé
nganh, té hep mén thi ding dé xét | - Phong DT&KHCN | xet tuyén trong phicu

tuyén trong phiéu PKXT; néu TS
khong gui da ho so hoac ghi théng
tin chua chinh xac thi lién lac qua
dién thoai yéu cau bé sung dung han.
- Tiép nhan giai quyét cac truong hop
diéu chinh théng tin wu tién (néu c6,
lam bao cao Bo V& cac truong hop
nay mdi ngay)

DKXT. Théng tin trén
phiéu DKXT khdng
duoc ty x6a.

- Cac nganh BPKXT phai
dung theo yéu cau veé t6
hop mon xét tuyén.
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Phu luc 2

N e A Don vi A A LAp Ho so/vin ban C o
TT Noi dung M6 ta cong viéc thuc hién Yéu cau két qua lién quan Ghi cha
Giri file va ddi chiéu véi Gui ké toan 01 ban,
THONG KE THI SR h ké toan. Eggng DT&KHCN giit 01
- Cudi ngay lap bang thong ké thi - Phong PT&KHCN: :
3 SINH DKXT sinh DPKXT qua duong buu dién. ’
QUA BUU DIEN
- Nhép ho so PKXT ciia TS: - Théng tin trén phiéu | - Biéumau
+ Kiém tra, ddi chiéu théng tin DKXT phai hoan toan | CQ/HSXT-BMOS.
trong phiéu BPKXT va dit liéu cua Bo trung khép véi dir ligu
GD&DT. (dung may tinh nhap méd cua B6 GD&DT, dac hiét
v DKXT vao phan mém cua Bo dé la céc thong tin vé ho
kiém tra tinh chinh x&c) tén, ngay sinh, gidi tinh,
+ Ho so PKXT sau khi da kiém tra két qua thi.
- thong tin chinh xac, can bd nhan hd | _ Ha; ddng Tuyén - Ky va ghi tén day du ¢
- NHAP so ky vao Phiéu PKXT. Ghi ma hd | ginn: phiéu DKXT.
HO SO PKXT 50 vao géc trén bén phai cia phiéu | _Ban Thy ky: - Toan bo thi sinh ndp hd
DKXT (xem cach danh md cua | . Phong PT&KHCN; | SO phai dugc ghi 7tél’l
HVCS tai Quy dinh CQ/HSXT-0Ob). trong Danh s&ch tong
+ Pong tap hd so PKXT EMS cua hop.
thi sinh thanh tirng bo. (biéu _mdu CQ/HSXT-
- Cén bd may tinh Tuyén sinh téng BMO5).
hop, nhap liéu hd so PKXT vao cudi
ngay.
- Cudi mdi budi nhan ho so (sang/ Dai dién bo phan Tuyén
chiéu), can bo nhan hd so tong két lai sinh nhan ban giao hé so
v hd so EMS di thu, sdp xép theo danh - Hi ddna tuvén - Khi cAc can bd ban diao qua duong buu dién tir
BAN GIAO HO | | s4ch cho knép. Sau dé ban giao toan | . gty b S01... Db 06 biéngbén — nhan vién phong TCHC.
bd ho so, danh siach cho can bd cua ’ . A 2 -2
SO PKXT BP Tuyén sinh. - Ban Thu ky; giao - nhan cu thé (bieu | CQ/HSXT-BMO04).
- Phong PT&KHCN; | mau CQ/HSXT-BM04).

- Céan bo cua BP :I'uyén sinh nhan hd
so va danh sach tong hgp thi sinh nop
ho so cua tirng can b nhan hd so.



file:///C:/Documents%20and%20Settings/Home/Desktop/BIEU%20MAU%20TUYEN%20SINH%202016/Quy%20dinh%20HSXT-QĐ_Quy%20định%20cong%20tac%20nhan%20ho%20so%20DKXT.docx
file:///C:/Documents%20and%20Settings/Home/Desktop/BIEU%20MAU%20TUYEN%20SINH%202016/Quy%20dinh%20HSXT-QĐ_Quy%20định%20cong%20tac%20nhan%20ho%20so%20DKXT.docx
file:///C:/Documents%20and%20Settings/Home/Desktop/BIEU%20MAU%20TUYEN%20SINH%202016/Bieu%20mau%20HSXT-BM05_Bien%20ban%20giao%20nhan%20ho%20so.docx
file:///C:/Documents%20and%20Settings/Home/Desktop/BIEU%20MAU%20TUYEN%20SINH%202016/Bieu%20mau%20HSXT-BM05_Bien%20ban%20giao%20nhan%20ho%20so.docx

