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QUY DINH
chfc ning, nhiQm vg vdr ccrc6u t6 chrfrc cfra c6c tlon v!

thuQc vdr trr;c thuQc Trudng Dgi hgc Kinh Bic
(Ban hdnh kdm theo euyiit ainh sfltflL/ep-EHKB ngdynZrhdng 12 ndm 2024

cila Hi€u trudng Trudng Dqi hpc Kinh Bdd

Chuong I
NnuNc euy DINH cHUNG

Oi6u 1. Phpm vi tli6u chinh, diii tuqng 6p dgng

Vdn bin ndy quy itinh ve chrlc n6ng, nhiQm vu, quyAn hpn vd co c6u t6 chr?c cria
c6c phdng, khoa, trung tdm, vdn phdng dai diQn (sau ddy goi tit ld c6c don vi) thuQc vd
truc thuQc Truong D4i hqc Kinh Bic.

Oi6u 2. Nguy6n tfc quy rlinh chrrirc ning, nhi$m vg, quydn h3n cria cdc rltrn vi
1. Thira k6 quy dinh chrlc ndng, nhiQm vq, quydin h4n cria c6c dcrn vi de thgc hign

c6 hiQu qui vd hSp ly.

2. M6i Hnh vuc c6ng viQc chi giao mQt don vi ldm ctAu mOi chri tri, theo d6i, xri ly,
truong hqp mQt c6ng viQc li6n quan iti5n_nhiQm ru nhi6u don vi thi don vi li6n quan d6n
cdng viQc-chuy6n m6n nhi6u ntr6t tam rIAu mOi chri tri. Trudng hgrp c6 f ki6n kh6c nhau
vC eAu m6i chri tri thi HiQu tru6rng xem x6t, quyiSt dinh.

3. Cdc dcm vi chri dQng girip HiQu tru&ng trong quan hg c6ng t6c v6i c6c dia
phucrng, co quan, dcm vi trong linh vpc thuQc pham vi, chric ndrg, nhiQm vp cria don vi.

4. T6 chric ph6t tri6n vd rlng dpng c6ng nghQ th6ng tin trong quan ly clon vi.
Di6u 3. cic tlon vi thuQc vi trgc thuQc Trudmg Egi hgc Kinh Bfc
l, Cic phdng chlic ning
a) Vdn phdng Trudrng;

b) Phdng Quin ly Ddo t4o vd Cdng t6c sinh vi6n;
c) Phdng Qu6n ly chdtlugng.

2. Cic khoa

a) Khoa Cdng nghe th6ng tin - DiQn ttl truyCn th6ng;

b) Khoa NgOn ngD;

c) Khoa Kinh ti5- Luflt;

d) Khoa Dugc;

d) Khoa Y hgc c6 truy0n;

e) Khoa Y khoa;
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g) Khoa Ccr bhn.

h) Khoa Du lich.

3. Chc dcrn vi khic
a) Van phdng dai diEn;

b) Trung t0m Tuy0n sinh vd Hqp titc doanh nghiQp;

c) Trung t6m Ngoai ngff-Tin hQc.

Chuong II
CnrIC NANG, NHIEM vU, CO cAu rO cntfc vA pHAur vI rnAcn

NHIEM ctl cAc KHoA

Oi6u 4. Chrlc ning, nhiQm vB' co cdu t6 chfrc cf,a cic khoa

1. Chftc ning

Khoa ld rlon v! chuy6n m6n thuQc Trudng c6 chtlc ndng tham mlru, giup HiQu truong

tr.uc ti6p t6 chrlc thpc hiQn nhiQm vg ddo tpo, nghiCn criu khoa hgc, thlrc nghiQm, chuy6n

giao c6ng nghQ, t6 chrlc thyc hiQn c6c chuong trinh ddo t4o cdp vdnbdng theo c6c trinh

d0 thuqc linh Wc hoac t6 chrlc gi6ng dqy citcm6n hgc chung trong pham vi tr6ch nhiQm

duo. c giao.

2. NhiQm v+

a) Quan Iy gitLngvi€n, c6n bQ, nhdn vi6n vd ngudi hgc thuQc khoa theo phdn cAp cria

HiQu trucrng.

b) L4p kti ho4ch vi td chrlc thgc hiQn c6c ho4t dQng dio t4o theo k6 hopch chung

cria Tru<mg, bao giim: xdy dUng chuong trinh ddo tpo cua nginh, chuy6n nganh dugc

Truong giao nhiQm vU; t6 chrlc bi6n soqn dA cuong chi tii5t c6c m6n hqc 1i6n quan b6o

rtim tinh thdng nh6t, tranh ch6ng ch6o gita c6c mdn hgc cria chucrng trinh ddo tAo ho4c

giffa ckctrinh dQ ddo tao; t6 chfc ph6t tri6n chuolg trinh ddo t4o ti6n tiiSn, xdy dpng c6c

i6 ar,, bi6n so4n tii ligu theo dinh hu6ng ph6t tri6n cta Trudrng; td chrlc nghiCn cr?u c6i

titin phuong ph6p gitngd4y, hgc tflp; xdy dUng vi thpc hiQn phuong ph6p ki6m tra, d6nh

giai|tqra [qr t6p, rCn luyQn cria sinh vi0n, b6o <l6m chudn dAu ra cria ngudi hqc theo

cam ktit d6 c1uo. c c6ng b6, d6p ring nhu cAu sri dpng cria thi trulng lao dQng.

c) L6p kti ho4ch vd t6 chric thUc hiQn c6c hopt dQng khoa hqc vd c6ng nghQ, hgp t6c

qu6c tC; t qrp ta" vfii cict6 chric khoa hgc vd c6ng nghe, co s6 sin xu6t, kinh doanh li6n

quan diln nganh ngtr6 dao tAo vd huy tlQng sg tham gia cria doanh nghiQp vdo qu6 trinh

ddo t?o ctia khoa.

d) Xay dUng kt! hoach ph6t tri6n dQi ngfl giang vi6n, ngdnh ngh6 ilao tpo vd co sd

vptchdtphUr W rno eao t4o vd nghiOn criu khoa hgc, tdng cudng cIi6u kipn b6o dim chAt

lugrng ddo t4o.

rt) Tham gia c6ng t6c tuyi5n sinh vd c6c ho4t dQng phpc vU cQng d6ng theo kti ho4ch

cria Trudng.
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e) Xdy 4mg k6 hoach vd t6 chric thpc hiQn c6ng tdc giiro duc chinh tri, tu tu&ng,
c[40 dric, t6i s6ng cho gi6ng vi6n, ngudi hqc; c6 k6 hoach Jeo t4o, UOi auong n6ng cao
trinh d0 chuy€n m6n, nghiQp vu cho giang vi6n thuQc khoa.

g) Quin ly co so vflt chdt, tangtfritit ti dugc giao theo quy rlinh cria ph6p luflt vd
ctia Trudrng. Xdy dung k6 hoach bl5 sung, b6o tri thi6t bi d4y vd hgc, thlrc hdnh, thgc tflp
vd thuc nghigm khoa hoc.

h) TO chric drinh gi6 cinbQ quan ly, giang vi6n, ngudi lao dQng trong khoa vd tham
gia danh gi6 cdnbQ quan l;f trong trudrng theo quy dinh cria nhd truong.

i) Hdng n6m lflp k6 hoach ho4t dQng vd grii b6o citoktit qui hopt dQng cria khoa t6i
HiQu truong.

. k) Thyc hi-6n nhfrng nhiQm 4r kh6c do HiQu tru&ng phan c6ng vd chfu tr6ch nhigm
vA c6ng viQc rlugc giao.

3. Ccr cdu t6 chlic
M6i khoa c6 Truong khoa ph6 truong khoa, c6c b0 m6n, gi6o vp khoa, c6c nh6n

vi6n, giing vi6n todn thdi gian vd giang vi6n thinh giang.

SO luqng Ph6 truong khoa, nh0n vi6n vd giang vi6n cria khoa do HiQu truong quytit
tfinh cdn cri vdo quy md ddo tpo cta khoa, dugc cdn il6i trong t6ng sti nhdn sp cria Truong
dd dugc HQi d6ng truong ph6 duyQt.

DiAu 5. Phgm vi tr6ch nhiQm quf,n lf cria tirng khoa
l. Khoa C6ng nghQ th6ng tin - Di$n tt huy6n th6ng: t6 chfc thgc hi-On c6c chuong

trinh ddo tao thuQc linh v.uc cong nghQ th6ng tin, diQn tt}, vi6n th6ng.
2. Khoa Ng6n ngt: t6 chric thlrc hiQn c6c chuong trinh ddo tpo thuQc linh v.uc ng6n

ngt, vdn hgc vd vdn h6a nudc ngoii.

3. Khoa Kinh t6-Luflt:

a) T6 chric thgc hiQn c6c chuong trinh ddo tpo thuQc linh vpc kinh doanh vd quan $
(kinh doanh, tdi chinh - ngan hdng - bio hitim, t<6 toan - ki€m to6n, qu6n ti - quan g).

b) T6, chtlc thgc hiQn cdc chucrng trinh ddo tao thuQc linh vgc ph6p luQt.

4. Khoa Dugc: t6 chrlc thgc hiQn c6c chuong trinh ddo tpo thuQc linh vUc sric kh6e
chuy6n ngdnh Dugc.

5. Khoa Y hqc c6 truyAn: t6 chric thuc hiQn c6c chuong trinh ddo tpo thuQc linh
v.uc sric kh6e chuy6n ngdnh Y hqc c6 truyCn.

6. Khoa Y khoa: tO chr?c thUc hiQn c6c chuong trinh tldo tpo thuQc linh 4rc srlc
kh6e chuy0n ngdnh Y khoa.

7. Khoa Du lich: t6 chric thpc hiQn cdc chuong trinh ddo tpo thuQc linh v.uc du lich,
kh6ch s4n, thiS thao vd dich vp c6 nh6n.

8. Khoa Co bin: t6 chric gi6o dpc c6c m6n hqc thuQc ttrOi tirin thrlc clai cuong,
Gi6o dpc th6 ch6t, Gi6o dpc QuOc phdng - An ninh thuQc c6c chuong trinh ddo t4o cria
Truong.

.:
a,

,o
IH
H

*
-

4



Chucrng III
cHrlc NANG, NHIEM vU, co cAu ro cHtIc cuL cAc pnoNc

oiiiu 6. Vin phdng

1. Chr'lc nlng
Vdn phdng ld don vi tr.uc thuQc Trudng, c6 chrlc nlng tham mrru, girip viQc cho HiQu

truong q,r* ty, tO chrlc thlrc hiQn c6c linh v.uc c6ng t6c g6m: cdng t6c hanh chinh-phUc

vg; c6ng t6c t6 chrlc-nhdn sy; c6ng tdcke;ho4ch-tdi chinh; c6ng t6c qu6n lf thu viQn; c6ng

t6c quan l}i ttri6t bi, co s& vflt ch6t va hau c6n; c6ng t6c truyen th6ng.

2. NhiQm vg

2.1. COng t6c hhnh chinh-t6 chfc

a) C6ng tdc hdnh ch{nh, vdntha

- X6y dpng chuong trinh, k6 ho4ch c6ng t6c theo tllnh. k) cqra Trudng trinh HiQu

truong ban hanh; girip ftiQu trucmg truong theo d6i, dOn d6c, ki6m tra viQc thEc hiQn

chucrng trinh, kti hoach cdng t6c.

- Xdy dpng c6c b6o c6o dinh ky, dQt xu6t, b6o c6o chuy6n el€ vO c6ng t6c chi d4o,

diAu hdnh vd tinh hinh thpc hiQn chuong trinh, k5 hoach c6ng t6c cria Trudng hoflc theo

phdn c6ng cira HiQu trudng.

- X6y dung, theo d6i, d6n d6c, t6ng hgrp, ki6m tra tinh hinh thuc hiQn Quy ch6 lAm

viQc cria Trudng.

- Xdy dyng kti ho4ch, lich ldm viQc vd chuAn bi c6c chuytin c6ng t6c cira l6nh d4o

Trudng; piAi hqrp vdi c6c don vi chudn bi nQi dung, ghi bi6n bin vd dU th6o ttit luAn

cugc hgp cria ldnh d4o Trubrng; truyAn dqtchc quyiSt dinh, th6ng b6o, k6t lufln cuQc hqp,

y ki€n chi d4o cria 16nh d4o Trudng.

- Titip nh4n, ddng ky, ph6n 1o4i, chuy6n vdn b6n d6n cho c6c don vi, cdnhdn; ki6m

tra th6 thrlc, kf thuflt trinh bdy vd thti tpc ban hdnh c6c vdn bin tti cita Truong.

- Xdy dUng vd tO chric thUc hiQn c6c quy dinh vO quan ly cdng t6c hdnh chfnh, c6ng

tac vdn thu, luu fi:ii cfia Truong.

- euan g, srl dUng con d6u cria Trudng theo quy dinh cria ph6p 1uflt.

- euin 1y, luu trit, b6o mflt ph6i vdn bdng, chr?ng chi theo quy ttinh cria BQ vd cria

Trudrng.

- Ldm dAu mOi t6 chfc quan g vd thpc hi-Cn chi5 d0 b6o vQ c6c tdi liQu mflt theo quy

ttinh cria Nhd nu6c vi cria Truong.

- Cht tri, phdi hqp v6i c6c phdng chfc ndng vd c6c don v! t6 chrlc c6c ngdy 16, ttit;
tO chrlc c6c hqinghi, hQi th6o, ho.p giao ban l6nh d4o don vi; ph6i hqp vdi Cdng dodn

Truhng vd c6c don v! li0n quan thpc hiQn viQc hi6u, hi, th6m h6i 6m etau d5i vdi c6n bQ

vd nhdn vi6n trong Trulng.

- TO chtlc vd quan $ hoat dQng cria nhd dn danh cho ci{n b0, clng tin ddnh cho sinh

vi6n.

b) Cdng tdc tii chtbc



- Tham mlru, trinh HiQu tru6mg ban hdnh cdc vdn ban li6n quan dtin t6 chric bQ
m6y cria Truong; t6 chric x6y dgng vd trinh HiQu tru&ng quy Ainfr v6 chric n6ng, nhiQm
vu, quy6n h4n vd co c6u t6 chr?c cac don vithuQc Trucmg.

- Xdy dung vd trinh HOi d6ng rruong ban hanh quy dinh, quy chti vA tuy6n dgng, sri
dpng vd quin l1i c6n bQ, eiimevi$n vd nh6n vi6n.

- Xdy dmg vd trinh HQi ctdng truong ban hanh quy chiS bo nhigm, b6 nhiQm l4i, diAu
dOng, ludn chuy6n, ttr chfc, mi6n nhiQm l6nh dpo, crtn bb quan ly, nhdn vi6n trong Trudng.

- Cht tri nghiCn criu dC xu6t lanh dao \ha truong vC to chric bQ m6y, hucmg dfin
thgc hiQn vd kiiSm tra, d6n d5c viQc thpc hiQn AA ran thanir lflp, chia trich, s6p nfrAp, gili tn6
c6c dcrn vi thuQc vd tr.uc thuQc theo Quy chi to chric hopt ct6ng cta cria r*og, triEn khui
thuc hiOn c6c dA an licn quan t6i c6ng tdc t6 chric ao HiCu tru&ng chi dao.

- Tham muu HiQu trudng tuy6n chgn, ky hqp rt6ng lao dQng ooi voi c6n bQ, nh6n
vi6n, gi6ng vi6n ctia Trucmg.

- Dau moi to chric thr,rc hiQn viQc qu6n l;f c6n bQ, nh6n vi6n, giang vi6n: theo d6i,
ddnh gi6 ktit qu6 ldm viQc hang rh6ng, n6m theo quy rtinh; qu6n i, n$ so cta crin bQ,
nhdn vi6n, giingviCn cria Truong.

- TO chric thpc hiQn vA ch6
nhu: tiAn lucrng, thu&ng, phU cdp
kh6c nhu: nghi ph6p, nghi Om ....

- oAu m5i to chrlc thgc hiQn c6ng tfucthidua, khen thucmg, kf luflt.
2.2. cdngtic quin lf ccr s& vft chdt, co s& hp ting vh thi6t ni

. - fO chric thgc hiQn c6ng tdc quinly co sd vOt ch6t (c6ng trinh, nhd cta, khu6n vi6n,
ddt dai...); co s0 hp tang (hQ trr5ng diQn, iliQn tho4i, mang m6y tfnh, co s0 dt liQu, diAu
hda kh6ng khf, c6p thoiltnudc, vQ sinh ....); ttri6t bi v6n phdng, thgc hinh, thi nghigm;
phuong tiQn vfn chuy,Sn cria Trudrng.

- 86o dfun chcdiAu kiQn ldm viQc, th6ng tin liOn l4c cria H6i OOng trucmg, Ban Gi6m
hiQu, c6c cuQc h-op, hQi nghi, hQi th6o cria Truong.

- 86o d6m viQc quan ly c6c phdng hgc (et6ng m0 cria, d6ng tit dign, chu6n bi thi6t
binghe nhin).

- 86o dam an todn, an ninh, trflt tg, vQ sinh m6i trucmg; phdng ch6y, choa ch6y;
phdng ch6ng thi6n tai, b6o lpt t4i khu6n vi6n cria Trudmg.

- Quan ly, luu trfl hit scr, tdi liQu theo quy dinh cria ph6p luflt.
2.3. Cdng tic k5 hogch-tiri chinh
a) Cdng tdc k€ hogch

- Tham muu vd girip HiQu truong xdy dgng vd tO chrlc thUc hi-On c6ng tric kti ho4ch
tii chfnh ngan hgn, trung han, ddi hqn cria Trudrng, tr6n co s0 qui m6 ddo tpo vd c6c
nhiQm vp dugc giao.

- Cht tri xdy dung c6c v6n b6n qu6n lf vA k6 hopch - tdi chinh, x6y dlmg vd ban
hanh cric dinh mric, huong d6n vA c6ng t6c kt5 ho4ch - tdi chfnh.

d0, chinh s6ch doi vdi cinb6, nh6n vi6n, gihngvi6n
(n6u c6) ; cdc lopi b6o hi6m ; cflc chi$ dO, .t int s6ch
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- Nghi6n cr?u dA xu6t c6" chfnh s6ch, chiS dO, ti6u chu6n, dinh mric vd co chii huy

dqng, phdn b6, quin ly c6c ngutin lgc theo y6u cAu thpc hiQn c6c nhiQm vp dio tao,

nghien crlu khoa hgc, b6i duong dQi ngo c6n b0 vd ph6t triisn Trudrng.

- Thu thflp, xrlly vn khai th6c c6c s6 liQu li6n quan di5n c6ng t6c lflp k6 hoqch, xiy
dUng kti hoachph6t tri0n cria Trudmg ddi h4n, trung h4n vd xdy dgng k0 hoach nhiOm

vu, i6p te froactr thu chi hang ndm, kti hopch ph6t tri6n co s0 vOt ch6t cta Trudrng hdng

n6m, chi dpo huong ddn ki6m trachcdcrn vi trgc thuQc xdy dpg vd thgc hiQn ke hoAch

ph6t tri6n crtacfuckhoa sau khi dugc HiQu truOng ph6 duyQt.

b) C6ng tdc tdi ch[nh, ke todn

- Thgc hiQn nhigm vp cria ilon vi ki5 to6n sp nghiQp ngodi c6ng lpp; t16 xu6t vd trinh

HQi d6ng trucrng phan bO chi ti6u k6 ho4ch vC tai chinh vd diAu kiQn kh6c cho c6c khoa

trong pham vi tr6ch nhiQm vd quy6n hqn; t6ng hqp b6o c6o quyiSt toan tdi chinh cria

Trudmg.

- Xdy dgng eC giCu truong trinh HQi el6ng trudng ph6 duyQt vd t6 chrlc thgc hiQn

Quy ch6 chi ti6u nQi bQ cfia Trudrng.

- Thgc hiQn thu dring, thu dri vd kip thdi c6c khoan nhu hqc phi, lQ phi cira ngudi

hec; c6c khoan thu nQp theo qui dinh cria c6c don vi thuQc trucrng c6 ho4t elOng thu, chi

tdi chinh vd c6c crl nhdn ldm dich vU. Ph6i hqp vdi phdng Quan ly etdo t4o vd Cdng t6c

sinh vi6n ffong viQc sopn th6o hqp tt6ng dio tAo; k6 ho4ch phdn U6 tintr phi c6c lop vUa

ldm vira hgc, li6n k6t ddo tao.

- DAu m6i trong viQc thlrc hiQn thanh ly citchqrp d6ng ddo tpo, thanh quyi5t to6n

cho c6c gihngvi€n thinh gi6ng vd c6c co s0 1i6n ki5t ddo tpo. Tham muu cho HiQu truong

phdn phdi thu nhflp cho c6n bQ, gi6ng vi6n c6c khoan thu nhQp tir c6c hinh thrlc ddo t4o.

- DC xu6t phuong an quin $ vn sri dUng ddt dai, c6c c6ng trinh, tdi sin thuQc

Truong; huong d6n, ki6m tra, giirms6t viQc quan ly, sri dpng tdi s6n ctia Trudng d6 giao

cho c6c don vi.

- Quf,n lf viQc mua sim, srl dpng, thi6t bi cria Trudrng'

- euan ly kinh phi dAu tu cho c6c phdng thi nghiQm vdL c6c nguiin kinh phi kh6c

phUc W ho4t dQng khoa hgc vd cdng nghQ.

- TO chrlc ki6m kC tei sin c6 dinh; thanh ly tei sin, trang thi6t bi, phucrng ti0n di

c6ng tdc cria Truong.

- Xay dung dU 6n trinh HQi d6ng truhng hoflc HiQu tru<mgtheo phtl c6p cria HQi

rt6ng truong phQ duyQt vd t6 chrlc thpc hi€n c6c dU an tpo ngu6n- thu b0 sung, hudng

d[n, gi6m *t, f.i6rn tra viQc ph6t tritin vd srl dUng c6c nguiin thu b6 sung & c6c don vi.

2.4, Cdngtic truYdn thdng

- Xdy dpng vd tO chric thgc hiQn kC hopch truyAn th6ng cria Trudng; diAu phOi, tO

chrlc thpc hiQn truyQn th6ng vA c6c ho4t <lQng cria Trulng tr6n c6c phuong tiQn thOng

tin dpi chfng.

- T6ng hgrp, b6o c6o, d6 xuSt vdi HiQu truong nhtng van Ad cdn xrl $ qua phan

ffi cria b6o chi, du tufln xA hQi 1i6n quan tdi tr6ch nhiQm cria Trudmg.

- Quan tri nQi dung Trang th6ng tin diQn trl crla Trudrng.



2.5. Cdng tic thu viQn

- Tham muu HiQu tru&ng ban hanh ngi quy, quy dinh va c6ng t6c qu6n ly Thu viQn
cta Trucmg.

- X6y dung k6 hopch ho4t ttQng ddi han vd ng6n han cria Thu vign trinh HiQu rruong
ph6 duyQt; t6 chrlc dicu ph6i toan bQ hQ th6ng Thu viOn trong Truong.

- 86 sung, ph6t trii5n nguon luc tdi liQu trong vd ngodi nu6c d6p tmg nhu cAu eiane
dpy, hgc tflp, nghiCn criu khoa hgc vd chuydn giao c6ng nghQ cria Nira truong; Thu nhfn
c6c tdi liQu nOi sinh trong Trudng, g6m: kho6luQn, lufln vdn th4c si, chucrng trinh ddo tpo,
gi6o trinh, bdi gi6ng, cdng trinh nghiOn criu khoa hgc d6 dugc nghiQm thu, tii liQu hQi th6o
(cA tdi liOu in vd tdi liQu diQn trl) vd c{c dang tdi liQu tham kh6o kh6c cria Trudrn g; c6c ?n
ph6m tdi fro., bii5u tang; tdi tiQu trao d6i giai 

"a"Tiu 
viQn.

- T6 chrtc phuc vu, tap hu6n, hucmg d5n cho ban dqc khai th6c, tim ki6m, srl dgng
hiQu qui ngu6n tdi ligu vd c6c s6n ph6m airn lou tai ilQu thdng qua c6c hinh thric phuc vu
ctia Thu viQn phir hqp vdi quy ttinh cria ph6p luflt; thudrng xuycn d6i m6i, nang cao ch6t
luqmg c6c lo4i hinh phpc qr.

-^Tham gia vd ptroi rrqtp vli cdc don vi trong Truong, c6c don vi xu6t ban c6 li6n
quan tO chfc thgc hiQn c6ng tdc in An, xuetban giTo trinh, bdi gidng, tdi liQu tham kh6o,
luQn 6n, lufln vdn, ktr6a lu4n, 6n phAm th6ng tin tu liQu... cria Nhd trucrng theo dring quy
itinh criaph6p lufr.

- Eay manh.mg gung c6ng nghQ th6ng tin trong c0ng t6c quan ry, phuc vu; xay
dwrg co s& dt liQu vi sd h6a tdi liQu nhim tdng cuong rrgudrrlai [d dien tft phuc 4r ho4t
ttQng ilio tpo, hgc t0p, nghiCn cftu khoa hgc cria Trudrng vi nhu cAu cria b4n ctgc.

- Quan ly co s0 vft ch6t, tdi s6n, phuong tien vd c6c ngu6n luc kh6c cria Thu viQn
th..o qry dinh. T6 chric xy ly, sip x6p, luu trf, U6o que,n, qlan l)r tdi liQu, ktil il;irh k;
v5n tdi li$u, co sd vflt ctr6t t<y thuat vd c6c tdi san kh6c. ii3, t *1,il;U c6c tdi li-€u l4c
hflu, hu h6ng theo quy dinh cria Nhd nu6c vd quy dinh cria Trudmg.

- Thpc hiQn c6ng t6c th6ngk6, tdng hgp, b6o crlo kip thdi c6c hopt rtQng cta Thu
viQn theo ydu cAu cta c5p ffOn vd cria Trudrng.

3. Co c6u t6 chr,lc

Vdn phdng c6 Chrinh Vln phdng, c6c Ph6 Chanh vin phdng, Truong c6c don vi tr.uc
thuQc Vdn phdn g vit citc nh6n vi6n.

Sd luqng nhan sg cria Vdn phdng do HiQu trunng quyiSt etinh dpa tr6n co so kh6i
luqng c6ng viQc dugc giao, cdn tt6i nong t6ng sO nhhn sp cria Trudrng d5 dugc HOi ddng
truong phO duy-et.

Di6u 7. Phdng Qufrn Ii tlno t4o vh c6ng t6c sinh vi6n

1. Chllc nlng

Phdng Quf,n li etdo t4o vd C6ng tric sinh vi6n ld <Isn vi thuQc Truong c6 ctic chr?c
ndng:

a) Tham muu cho lflnh dpo Nhd truong d6 x0y dung chi6n lugc, quy hopch, k6 hopch
phSt tri6n ngdurh, nghd dao tpo; ban hdnh c6c quy ctinh ri ddo,ao.' 
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b) Tham mgu, gifp HiQu tru6mg ho4ch tlinh chiiSn lugc vd qufur tf, t6 chrlc thUc

hiQn vA c6ng t6c ddo t4o d4i hgc vd sau et4i hgc; c6ng t6c sinh vi6n; cOng t6c nghi0n ciru

khoa hgc vd hqp t6c qu6c tti cria Trudrng.

c) Tham muu cho 16nh <lpoNhdtruong dC x6y dUng chilSn [ugc, quy ho4ch, kiS ho4ch

ph6t tri6n nghi€n crlu khoa hQc vd hqp t6c Qudc t6; ban hinh c6c quy rtinh v0 nghiOn cuu

khoa hgc vd hgrp t6c qu6c tiS.

2. NhiQm vg

a) Qudn li'ddo tqo

- Tham muu cho HiQu trucmg trong viQc chi dqo chcdon vi x0y dgng k6 hoach ddo

t4o; xdy dUng vd thAm dinh chuong trinh ddo tao; bi6n so4n DO cuong chi titit, gi6o trinh,

tdi liQu hqc tflp; quan ly c6c chuong trinh ddo tao eOi vOi c6c nganh dio tAo, c6c h0 ddo

t4o trinh d0 ttai hgc, sau d4i hqc cria Trubng.

- Xdy dUng kC hopch ddo t4o hang ndm vd ddi hqn cfia Tru&ng'

- Xdy dgng hQ thdng c6c vdn bf,n quy dinh, hucmg dfin vC qu6n 11i ddo t*o.

- Nghi6n criu vd dA xu6t viQc 6p dUng c6c md hinh dio tao dai hgc, phuong ph6p

giang d4y, hgc tflp vd ki6m tra danh gi6 ti€n tiiSn, ph6t trii5n quan he hq t6c ddo tao dai

hgc vdi cdc co guffi, don vi, doanh nghi-Op nhim mpc dich ndng cao ch6t luqng dio t4o

cria Trudng.

- GiAm s6t, kiOm tra cdcho4t dQng t6 chrlc, quan $ ddo tpo tpi chc khoa.

- TO chrlc x6t duyQt vd trinh HiQu truong c6ng nhAn t6t nghiQp, c6p vdn bing,

chimg chi theo Quy dinh.

- X6y dUng k6 ho4ch nh6n lgc cho cdng t6c dio t4o, t6 chric vd quin ly cOng t6c

ddo t4o, UOi duOng nhdm ndng cao trinh dO, kitin thfc, k! n[ng, nghiQp vp cho glhng

vi6n vd c6n bQ quan b? ddo t?o cria Trudng; PhOi h-o. p xdy dUng vd thUc hiQn ch0 ttQ,

chinh s6ch cria ngudi hgc, ngudi dpy vi c6n b0 quan li ddo tpo'

- Oi xu6t trao chc gi6i thuong vd khen thuOng cdc t$p th6, cd nhdn c6 thinh tich

trong c6ng t5c ddo t4o, hgc tflp, rdn luyQn.

- ph6i hqp vdi Phdng KO hopch - Tdi chinh xdy fimg kC ho4ch ngdn s6ch vd phdn

b6 kinh phi hdng ndm cho c6ng t6c ddo t4o cria Trudng.

- ph6i hgrp chi d4o c6ng t6c nghiCn crlu khoa hgc trong sinh vi€n, thUc hi-On vi9c

gan t<6t ddo t4o vdi nghiOn crlu khoa hqc.

- LAm eAu m5i t6 chrlc c6c hQi nehi vA t6ng ktit, ddnh giilc6ng t6c ddo tpo vd quan

$ dio t4o.

- TiCp nh6n sinh vi6n chinh quy, kh6ng chinh quy nhAp hqc, phdn lorp vd bdn giao

danh s6ch lop sinh viOn cho c6c khoa.

- Ld thuong trUc c6c HQi <l6ng: tuy6n sinh, x6t c6ng nhfln tdt nghiQp, c6c hOi il6ng

thi kh6c o c6p trucmg.

- Tdng hgrp, thAm dinh vd x6c nhQn sd gid gihng ct,a gihngviCn co hitu, giang vi6n

thinh giang, mdi giang ldm co so tinh gid chuAn vd gid day vugt gid trong ndm hqc.

- PhOi hqrp vdi c6c don vixdy dgng kC hoach vd gui sinh vi6n tli ildo tao m6n hgc

gi6o dpc qu6c phdng.



- Phoi hqpvdi phdng Quan ly chil,tlugng vd c6c don vi li6n quan t6 chrlc ki6m tra,
gi6m s6t, ddn ddc thuc hiQn quy ch6 dao t4o, viQc t6 chric hsc lpi, thi lai cho sinh vi6n
t4i cdc dcrn vi giang day cria Trudng. nh6i hqp v6i bQ ph6n euan tri didu dQ vigc sri
dUng hiQu qu6, hqp ly phdng hgc, giang rtuong.

b) Pfuit tridn chuong trinh ddo tqo
- T6 chrlc th6m dinh d6 6n m& nganh ddo tpo, trinh HiQu truong xem x6t quy6t

dinh.

- tfi6m ffa, gi6ms6t viQc thgc hiQn c6c chuong trinh ddo t4o hi-On c6, nghi6n cr?u
phdt tri6n c6c chucvng trinh ddo tao m6i phir trgp voinrru cAu 

"ailOi"a 
oat trinh rlQ khu

vpc tiiSn diSn dat trinh ctQ qu6c t6.

- T6 chric x6y dpng cdc dp 6n xin tdi trg phuc vg cho sp ph6t tri6n ctdo tpo, chuong
trinh ddo tpo.

- Ldm OAu mOi tham dinh, gieys6t, ki6m tra viQc thpc hiQn c6c chuong trinh ctdo
t?o li6n t<6t qu5c ttl bAc d4i hsc, th6m dinh vd ldm thri tsc ti6p;itu ,g"di nu6c ngodi
vdo hsc Ati 6y bAng ilai hqc.

c) Ddo tqo sau dqi hpc

. 
- Xdy dung c6c quy ch6, quy dinh quin ly ctdo tpo trinh rtQ thac si, trinh etQ ti6n sr

vd boi duong sau dai hgc tpi Trudrng trinh HiQu truong ph6 duyQt

- Chiu ttirch nhi0p trudc Hieu trucrng vA quan ly chdtlugmg ddo tpo trinh tlQ th4c
sT, trinh ttQ tiiSn si vd b6i du6.ng sau dpi hgc tpi f**!.

- Cht tri vd ptr5i trq,p vdi c6c dcrn v! kh6c tri6n khai thlrc hiQn nhiQm vg quan ly
c6c ho4t ttOng dio tpo sau dpi hgc bao g6m: tuy6n sinh, tO chrtc ddo tpo, ki6m ta d6nh
gi6, xdtttit nghiQp cho hgc vi6n c6c chucrng trinh ddo tpo sau dpi hgc theo quy 

"fra 
rri"

BQ Gi6o dpc vd Edo tpo (GDET) vd quy etinh cria Trudrng.
-"Chri tri xdy dung <IQi ngfi giang viOn, xdy dung chucrng trinh vd chuAn bicrlc ilidu

kiQn d6 m& c6c nganh ddo tpo trinh dQ thac siii6n si
- Cht tri vi ptroi hqp vdi cdc khoa tim ki6m d6itacnudc ngoii dii mo c6c chuong

trinh li6n kiSt dao t4o sau rlpi hgc.

- X6y 
^durg 

kti hopch Elengdpy, l1n thdi kh6a bi6u; t6 chrtc gi6ng d4y; d6r;1_ giit
lufn vEn, ki6m tra theo doi tiiSn ifQ vdch6ilugng ctdo t4o c6c l6p sau d4i hgc cta Truong.

- Cht tri tri6n khai vd phOi frqp quan $ c6c hoqt dQng ddo tpo sau d4i hgc vdi c6c
Khoa chuyCn nginh, c6c phdng ban vd Trung tdm theo quy dinh cta BQ GDDT vd cria
Truong D4i hgc Kinh B6c nhim n6ng cao chdt lugng ct - c6cho4t dQng dpy vi hgc.

. -DA xu6t Higu trugns ve ki5 hopch sr? dpng c6c ngudn kinh phi dio tpo sau il4i hgc.
DO xu6t c6c nhu cAu, diAu kiQn c6n thii5t cho-vie. giarg d4y, hgc tfp vd nghi6n cfu cria
hgc vi6n cao hgc vd nghi6n ctiu sinh.

d) Cdng tdc sinhviAn

- TO chric viQc d6n ti6p sinh vi6n nhfp hgc, chri tri kiiSm tra vd luu trt hd so, t6
chric c6c ho4t dQng sinh hopt ddu n[m cho sinh vi6n; d chric c6ng t6c khai gi6ng vd t5t
nghiQp.

- X6y dUng chi dao, ki6m tra thuc hi-6n c6c vdn b6n quan ly sinh vidn trong Trudmg.

6;l
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- Khai th6c cilcngudn hgc b6ng trong vd ngodi nudc, x6y dtmg vd ph6t tritin c6c

qfly hqc b6ng.

- XAy dpng c6c v6n bin quin lj, ph6n phOi va srl dqng cac lopi hqc b0ng cho sinh

vi€n; ph6i hqp v6i Phdng Kti ho4ch - Tai chinh xdy dpng dA a1 hgc-phf cria Truong,

ki6m tra cOng tac thUc hiQn chi5 d9, chinh s6ch v0 hgc phf, hqc b6ng d6i vOi sinh vi6n.

- X6y dUng kiS ho4ch, th6ng b6o cdcthdng tin vA hgc cho c6e khoa, thu nh0n h6 so

vd xdt tuy6n rin! vi6n, qu6n lf, ph6n ph6i vd t6 chirc 15 trao hgc b6ng tir c6c qu! hqc

b6ng cria Trudrng; x6t duyQt nhdn sp sinh vi6n cri ili hgc tfp, nghiOn cr?u hoflc tham gia

c6c ho4t etQng kh6c 0 trong vd ngoii nudc.

- X6t duyQt vi trinh HiQu truong quyiSt dinh cu vd quan 1)? hd so sinh vi6n di hgc

nudc ngodi theo c6c chuong trinh ddo t4o cria Chinh phir vd chuong trinh 1i6n k6t etdo

t4o, trao d6i sintr vi6n do Trudng khai th6c vd quan $;
- T6 chrlc ho4t dQng tu v6n, h6 trq viQc ldm cho sinh vi6n vd theo ddi sinh vi6n tdt

nghiQp.

- Tham gia c6ng t6c ki6m tra viQc thgc hiQn n6 ntip hqc tflp cria ngudi hqc.

d) Qudn l!'hoqt dlng khoa hpc vd c6ng nghQ

- Cht tri tri6n k*rai vd pfr6i trqp qu6n ly c6c ho4t ttQng nghiOn cr?u kfioa hqc vd hgrp

t6c qu6c ti! vdi c6c Khoa chuyOn ngdnh, c6c phdng ban vd Trung tdm theo quy dinh cta

BO GDDT vd cria Truong Dai hgc Kinh Bac nhim ndng cao chAt luqng ciacdcho4t dQng.

- Xdy dgng, trinh HiQu tru&ng ph6 duyQt hoflc i16 Hi-6u truong trinh HQi d6ng

truong ph6 duyQt rlinh huong nghiOn crlu khoa hgc ddi hqn, kiS ho4ch nghiCn criu khoa

hqc 5 n6m vd hdng n6m. T6 chrlc huong d6n, ki6m tra viQc thUc hiQn dinh huong, cbc

kti ho4ch nghiCn crlu khoa hgc dugc ph6 duyQt.

- Xdy dtmg, trinh HiQu trucrng ban hanh theo thAm quyAn c6c quy chi5, quy dinh vC

hopt dQng khoa hgc vi cdng nghQ, co ch6 chinh s6ch khuyiSn khich giang vi6n vd nguoi

hgc tham gia nghien cfu, fng dUng khoa hgc vd c6ng nghQ. T6 chr?c hudng d6n, ki6m

tra viQc thUc hiQn c6c quy dinh, quy chiS dugc ph6 duyQt.

- T6 chrlc ddng kf eC tai nghiOn crlu khoa hgc c6c c6p, giarns6t tii5n dO thUc hiQn,

kinh phi d6 tao Ai6u men cho c6c d6 tai hodn thanh dring hpn. J6 chrlc iIffi gi6 nghiQm

thu cac OC tai nghi$n crlu theo dring quy trinh, dim b6o quyiSt to6n ttring quy tlinh tni

chinh.

- Chuf,n bi n6i dung vd tO chrlc c6c hQi nghi, hQi th6o khoa hqc cria Trudmg, cO v6n

cho Eodn thanh ni6n, HQi sinh vi6n td chric t6t HOi nghi khoa hgc sinh vi6n hang n6m.

- TO chric c6ng t6c thdng tin khoa hgc, bi6n tfp vd xu6t ban Tpp chi khoa hgc cria

Trudrng.

- PhOi hgp v6i c6c dcrn vi li6n quan t6 chrlc c6c ho4t ctQng nehiCn cl}u khoa hqc

gfn vdi ttdo tpo, gin k6t vd phpc vU xA hQi; xdy dUng co s0 v[t chdtk! thuflt vi ngu6n

nhdn llrc trinh d0 cao cho ddo t4o vd nghiOn crlu khoa hqc.

- PhOi hqp vdi Phdng Ki5 hoach - Tai chinh UO tri kinh phi cho ho4t d0ng khoa hqc

vd c6ng nghe.

e) Qudn ly hoqt d\ng hqp tdc quiic td
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- XAy dUng, trinh HiQu trucrng ph6 duyQt ho[c et6 HiQu truong trinh HQi it6ng
truong ph6 duyQt phuong huong dAi han, k6 hoach phdt tri6n hqp t6c qu6c t6 5 n6m vi
hang ndm. T6 chrlc hucmg d5n, ki6m tra viQc thlrc hiQn cdc dfnh hu6ng, k6 hoactr hq;
t6c qu6c tiS da ban hdnh. - -E

- XAy dung, trinh HiQu t**g ban hdnh theo thAm quyAn c6c quy ch6, quy rtinh v6
quin lf c6ng t6c hqp t6c qu6c ti5 cria Trudng. T6 chrlc hucmg d6n, ki6m tra viQc thuc
hiQn c6c vdn b6n dd ban hanh.

- Xdy dung, trinh HiQu 1**g ph6 duyQt c6c chuong trinh h-o.p t6c qu6c t6 vA dao
t?o vd nghiBn criu khoa hgc; t6 chtic ddm ph?n,ky krit, theo d6i viQc tri6n khai thgc hiQn.
Td chric dinh gilktit qui theo dinh k! vd tong tiit, ia* giar.ct irr,i. 

"ho*g 
trinh hgp

t6c qu6c t6.

- XAy duns k6 hopch dodn ra hang ndm cta c6c khoa chuyen m6n vi kh6i quan ly.
Theq doi, t6ng k6t,.d6nh gi6.k6t qu6ldm viQc cria c6c chuytin di. phSi hgp v6i c6c don
vi th6m dinh c6c tli6u kiQn OC Hieu tru0ng quytSt ctinh crl c6n bQ, nh6n vi6n vd sinh vi€n
di nudc ngodi hgc tflp, c6ng t6c.

- Ldm dAu mOi x6y dung, trinh HiQu tru&ng k6 ho4ch c6c dodn vdo ldm viQc v6i
l6nh d?o trudrng, c6c k*roa vd b0 mdn chuy6n mdn. T6 chrlc viQc d6n titip c6c dodn kh6ch
qudc t6 vdo lim viQc vdi l6nh d4o truong vi c6c khoa chuydn -Orr 16 hgp t6c, dAu tu
trong gi6o dpc, ddo tpo vd nghiCn cr?u khoa hgc. Ph6i hgp, hu6ng d6n c6c khoa chuy6n
m6n trong viQc t6 chric d6n titip vd ldm viQc vdi c6c eoan t<nacf, O"Or t6. pfrOi ha,p;ri
c6c co quan chric ndng dim b6o an ninh chinh trf trong quan hQ hqp t6c qu6c tti cria
trudng.

. - xdy dung, trinh HiQu truong ph6 duyQt k6 hoach t6 chric c6c hQi nghi, h6i th6o
qudc tti do trudng, ciic khoa chuy6n m6n chritri t16 ndng cao nAng lgc cria c6n bQ khoa
hgc ki thuft vd trao a6i nnn nghiQm. Theo d6i, d6nh gi6 k6t qua cac hQi ngh!, hoi th6o.

- TO chtlc vd ldm <tAu mOi li6n l4c et6 c6c 96n bQ trudmg tham gia cdchqi nghi, h6i
th6o qutic.tiS d6 nam b6t xu thti ph6t trii5n cria thiS gi6i,ndng cao n6nglyc vd trao O?ilirf,
nghiQm vC dAo t4o vd nghiCn cr?u khoa hgc.

- Th6m dinh cl6i tilc vd quan li c6c cl6 rin nghiCn crtu quiSc t6.
- T6 chr?c bi6n so4n, xu6t ban vdphdthanh c6c tdi liQu gidi thiQu v6 Trudrng bing

titing Anh;

- Tim kiiSm vd khai thdc c6rc qu! hgc b6ng qu6c t6; phSi hqp v6i phdng C6ng t6c
sinh vi6n tuy6n chgn sinh vi6n vd t6 chr?c 16 trao hgc bOnjtt c6cquf hgc b6ig q"0". t6;

, -PhOi hqp vdi Phdng K6 ho4ch - Tdi chfnh bO tri kinh phi cho ho4t cl6ng hqp t6c
qudc tiS, sau d3i hgc, dodn ra, dodur vdo.

g) Phdt tuidn gido trinh, hpc tieu
--Xdy dung ki5 hopch bi6n soan, xu6t ban gi6o trinh, tdi liQu tham kh6o, co s6 hgc

liQu, td chric vd thAm <tinh quan l;i cdng t6c bi6n So?tr, xu6t ban gi6o trinh, s6ch tham
kh6o, co s& hgc liQu phUc v.u c6ng titc giingd4y vd hqc t{p.

- chi <tpo thting nh6t c6ng t6c cung c6p tdi liQu, gi6o trinh, hgc liQu trong Truong.

3. Co cdu t6 chftc
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Phdng Quan ly ddo t4o vd C6ng t6c sinh vi6n c6 Truong phdng, Ph6 tru&ng phdng

vd c6c nhdn vi€n.

S0 luqng Ph6 truong phdng vd nhtui vi6n do Hi-Ou truong quyiSt ilinh dUa trOn vi tri
viQc ldm cta phdng vd tr€n co s& khOi luqng c6ng viQc dugc giao, du-o. c cdn e15i trong t6ng

sO nhan sg cta Truong dd dugc HQi d6ng truong ph6 duyQt.

Ei6u 8. Phdng Quin lf chft luqng

L. Chtlc ning
phdng euan l! chdtlugnB ld don vi thuQc Trulng, c6 cdc chric ndng:

a) Tham muu, grup HiQu truong trong c6ng t6c qufu ly ch6t tuo-ng, kitim tlinh vd it6nh

dA chillugng gi6o {rc ddo tao; ri so6t, didu chinh c6c chuong trinh ddo tao; t6 chrtc thlrc

hiQn c6c ho4t dQng li6n quan diSn c6ng tac dim b6o ch6t tugng gi6o dUc ddo t4o theo quy

dinh.

b) Tham muu, grup HiQu truong trong c6ng t6c qu6n li, t6 chrlc thi vd d6nh gi6 kst

qui hgc t6p rra ngudi hqc; t6 chrlc thlrc hiQn c6c ho4t dQng ti6n quan dtin c6ng t6c kh6o thl

theo quy ttinh.

c) Tham muu, giup HiQu truong thUc hign cdng t6c thanh tra, ki6m tra nOi b0; c6ng

tircphdpchiS cria Trucrng; gi6i quyiSt Krii5u nqi, gihiquyi5t tO c6o, phdng ch5ng tham nhfing

va cOng thcphdp ch,S trong pham vi quan ly cria HiQu truong nhArn d6m b6o viQc thi hanh

ph6p lu4t, viQc thpc hiQn nhi$m vp cria dcvn vi, quyCn vd lgi fch hgp ph6p cria don vf, c6

nh6n trong Nhd truong.

2. NhiQm vg

a) C6ng tdc khdo thi

- DAu m6i so4n th6o c6c quy ch6, quy dinh cira Trudrng theo thAm quy6tt v6 c6ng t6c

kh6o thi phir hqrp vdi yOu cAu ph6t tri0n cta nhd truong.

- Xdy dUng ktl ho4ch chi6n lugc cria don vi v6 c6ng t6c Kh6o thi vd lQ trinh thpc

hiQn.

- Tham muu cho Ban Gi6m hiQu ra c6c quyiSt dinh li€n quan tdi quy trinh, quy ttfnh

bi6n so4n c6c lopi O6 ttri vd hinh thrlc thi, ki6m tra, d6nh gi6, nghiCn c{ru, dC xuAt vOi

Ban Gi6m hiQu nhtng phuong 6n ciitiiSn, ph6t tri6n c6c hinh thrlc thi pht hgp v6i y6u

cAu ddo t4o cria c6c ngdnh, c6c hQ, cdcbQcddo t4o phOi trqtp v6i c6c dcrn vi 1i6n quan tO

chftc xdy dUng vd quin ly hC th6ng ngdn hdng d6 thi, ngdn hdng c6u h6i thi cho timg

mdn hgc.
- Gi6m s6t quy trinh ra dA, in sao dO thi (d6i v6i thi tuy0n sinh); ki6m tra, gi6m.sitt

viQc t6 chrlc thi tuy6n sinh; tir kh6u tii5p nhfln hti so, thi, ldm ph6ch, ch6m thi, 16n dii5m,

ettin viQc x6t tuy6n OOi vOi thi tuy6n sinh.

- ph6i h-o. p vdi cic don vi 1i6n quan xdy dgng quy trinh ki6m tra, thi kiit thric hqc

phen, thi cudi kh6a.

- Tham muu cho Ban Girim hiQu t6 chrlc c6c ky thi tuy6n sinh, t6t nghiQp cuSi

kh6a, thi hgc phan theo dring c6c quy chi5 vd quy dinh cria BQ GDDT.

- TO chfc thi, ch6m thi k6t thric hgc phdn vn hiSt m6n hgc theo itfng quy chiS cria

BO GDDT vd quy clinh cria trudrng; gi6i quy€t c6c t6n tpi, vuong mic vC c6ng t6c phric
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kh6o bdi thi, phdn tich k6t qui thi, th6m dinh tinh chfnh x6c cria viQc ch6m thi; cht tri
c6ng t6c td chtic xem lAi bdi rhi.

- ChuyiSn giao k6t qui di6m thi cfia c6c kj,thi cho cdc dcm vi li6n quan qu6n l;ii theo
quy dinh. Thuc hiQn c6ng t6c qu6n l;f, luu trfr vd bao mft dc thi, bai thi, ditim thi th"o
qui dinh.

- Nghi6n criu, cfp nhft tf6 xu6t v6i HiQu trudng 6p dpng c6c gihiph6p nhim hoan
thiQn c6ng t6c Kh6o thi, phucrng ph6p thi theo huong chfnh quy, hign ctai vd h6i nh6p.

- Thgc hiQn c6ng tdc tdng hqrp th6ng k6, b6o c6o vC cOng ta. khio thi theo youcAu
cria c6p tr6n vd cria Trudrng.

- Qudn ly vd sr? dpng c6 higu qui trang thi6t bi, tdi sin dugc giao <16 thpc hiQn
nhiQm vp li6n quan t6i c6ng t6c Kh6o thf cria trudng.

b) C6ng tdc ddm bdo chtit laqng
- DAu m6i to4n thho cdcquy chiS, quy tflnh cria Truryng theo tham quyen v6 c6ng t6c

d6m b6o ch6t luqng ddo t4o phu hqp v6i y6u cAu ph6r tricn Jia nha trudn;.
- Xdy dung kti hopch ddi han vd thulng xuy6n trinh HiQu trucrng ph6 duyQt vA

dinh gi6,vd dim b6o ch6t luqng gi6o dpc.

- Cht tri, phdi hqp v6i c6c dcrn vi li6n quan nghiOn ctlu vd x6y dung hQ th6ng c6ng
cg d6nh gi6 chucrng trinh ddo t4o, hopt dQng giang d4y cria gi6ng vi6n, hoat dQng hQc
tflp cria nguoj hqc pht hqp v6i Quy ttinh cria BQ GDET, vdi sri mQnh, mpc ti6u ua rni6n
lugc ph6t tritin Trudng, ld dAu moi tryc ti6p thpc hiQn c6ng t6c dhmUao crrdt tun 

"gia"dpc (DBCLGD).

- Hudng d6n thuc hiQn vd theo d6i viQc thgc hiQn c6c v6n ban c6 li6n
c6ng t6c EBCLGD cl0ra cdc don vi, c6 nh6n trong truong.

quan d6n

- Tu v6n, xdy dpng kt5 ho4ch t6 chric c6c ho4t rtQng lien quan d6n c6ng t6c
DBCLGD.

- T6 chr?c c6c lorp UOi auong, tfp hu6n nghi-Cp ru ud c6ng t6c DBCLGD cho d6i
ng0 giang vi6n vd chuyon vi6n c6c don vi li€n quan trong truong.

- Chfi tri, phdi hqp vdi c6c dcrn vi 1i0n quan t6 chric, tri6n khai thyc hiQn c6ng t6c
Eu d6nh gilchdtluqmg gi6o dpc cria Trudmg theo c6c tieu chu6n vA fi6meinh,ch6t d;;
truong d4i hqc vd tham gia etr{nh gi6 ngodi theo quy <tinh cria BO GDET.

- TriiSn khai thuc hiQn c6c hopt dQng d6m b6o ch6t luqng, hopt rl6ng ki6m dinh ch6t
lugng- girio dpc ttdo tpo. rh6i trqp vdi c6c clon vi chr?c nEng trong trucnrg thlrc hiQn c6ng
t6c kii5m itinh ch6t hqmg dinh ky tlr.o q,ry chti criaBQ GDDT.

- T6 chrlc ttffi gi6 ch6t luqng gians dqy ctngiang vi0n, 6y f kii$n cria can bQ,
giang vi6n, sinh vi6n, cuu sinh vi6n, nhd tuy6n dung vA ch6t lugng ddo t4o vd c6c eti6u
kiQn dim b6o ch6t lugng gi6o dpc, tt d6 l0p k6 hopch c6i tiiSn ctr6t luqng.

- Einh k) hdng n[m b6o c6o HQi ddng tuhg, HiQu truong, tet qua cii thiQn c6ng
t6c DBCLGD cria Trucrng tr6n co s& b6o c6o tp itrinh gi6 ch6t luqng Truong vd nhiQm
vU treng t6m cdn thyc hiQn trong nlm ti6p theo.

- C6ng khai c6c iliAu kiQn dim b6o ch6t luqng, ktit qu6 <l6nh gia vi kiiSm dinh ch6t
luqmg.

- Thpc hiQn c6c nhiQm vg kh6c phu hqrp v6i chrlc ndng do HiQu truong giao.
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c) C6ng tdc thanh tra, kiAm ffa

- Tham muu HiQu tru&ng ban hanh quy dinh v6 c6ng t6c thanh tra, ki6m tra nOi b0

cta Trudrng theo qui d!nh, hudng ddn ve c6ng t6c thanh tra, kii5m tra nQi b0 cria B0

GDDT, phir hqp v6i y6u cAu ph6t tri6n cria nhd trudng.

- Chri tri xdy dung k6 hoach thanh tra, ki6m tra hang n6m hinh HiQu truong phe

duyQt vd t6 chrtc thpc hiQn.

- Chri tfi t6 chric, thpc hiQn kC hopch thanh tra, kiiSm tra theo chuy6n dA, thanh tra,

ki6m tra thudng xuy6n, thanh tra, kii5m tra elQt xulit ttreo quyiSt dinh cria HiQu truong; t6

chrlc thanh tra viQc thuc hiQn muc ti6u, kiS hoach, chuong trinh, nQi dung, phuong ph6p

gi6o dpc, quy chti ddo t?o, kh6o thi, quy chti c6p phbt vdn bing chrlng chi, thanh tra,

[i6* tra vigc thpc hiQn c6c quy dinh v0 ifi0u kiQn dim b6o chAt luqng gi6o dpc b chc

don vi trong trudrng; thanh tra, ki6m tra viQc thUc hiQn c6c chi5 d0 chinh s6ch cho c6n bQ

vd ngudi hgc.

- T6 chric thanh tralkiQm tra dQt xu6t theo y6u cAu cria Hi-6u truong khi c6 d6u hiQu

vi phpm ph6p luflt, qui dinh, qui chiS cirac6c dcrn vi, c6 nh6n trong ffi*g; tham gia ho4t

dqng'thanh trurui6* tra theo di6u <lQng cria B0 GDET, cria HQi elOng trulng khi dugc

HiQu truong d6ng i.
- Tham muu HiQu tru6ng gi6i quyiSt hoflc kiiSn nghi vdi c6p tr6n gi6i quyiSt-khiOu

n4i, gi6i quy6t tr5 c6o cria cong ddn theo quy dinh cria ph6p 1u0t v6 gi6i quyiit khitiu npi,
t..x ,

glar quyet Io cao.

- Tham muu HiQu truong thUc hiqn c6ng t6c phdng ch6ng tham nhflng theo quy

dinh cria ph6p luQt v6 phdng chOng tham nhfing. Thuc hiQn nhiQm vu phdng ngira, ph6t

den ra e6u tr-ftrh6rrg nfring hanh vi tham nhflng trong linh vgc gi6o duc ddo tpo, ki6n

nghi v6i l6nh dao nhd trudrng biQn ph6p xri l1i theo quy etinh cria ph6p luflt ve phdng

chiSng tham frflng;
- ThUc hipn nhipm vp tii5p cOng ddn thudng xuy6n. Ti6p nhQn x6c minh khiiSu n4i,

tiS c6o c6 lien quan d6n hopt dQng cria nhi trudng vd ki6n nghf HiQu trucmg biQn ph6p

gi6i quytit theo quy dinh ctra ph6p 1u0t.

- ph6i hqp vdi Ban Thanh tra nhdn ddn thlrc hiQn nhfrng nQi dung ki€m tra trong

pham vi tr6ch nhiQm cria Phdng.

- Ed xuft kiiln nghi c6c biQn ph6p t16m b6o thi hinh ph6p luQt v€ gi6o dpc, tham

gia it6 xu6t srla d6i, b6 sun g chcchinh s6ch vd quy di$ cria Nhd nudc vO gi6o dpc, c6c

[uy chiS, quy dinh ctia nhd trudmg phn hqp vdi thyc ti6n.

d) C6ng tdc phdp ch6

- Tham muu xdy dUng k6 hoach so4n th6o vdn bin quan lf cria Trucmg, d6n ddc

c6c don vi thuoc Trudng thUc hiQn kis hoach so4n thf,o vdn b6n.

- Cht tri, ph6i hqp vdi c6c don vi chuAn bi j kii5n e6p.!,e5i vOi dU th6o vdn bdn,

dg thio v6n bin q,ry pt arn ph6p luflt do c6c co quan kh6c l6y y ki6n; kii5n nghi v1i cbc

co quan c6 thAm quyen trong viQc srla O6i, U6 sung ho{c ban hdnh c6c v[n ban quy pham

ph6p 1u0t 1i6n quan d6n hopt dQng cria trudrng.

- Chiu tr6ch nhiQm ki6m tra, c6j ki6n vd mat phAp tf e5i vOi cdc vdnbin cria nhd

rrudng tru6c khi trinh LAnh d4o truong ky ban hdnh (trt cilcvdnban c6 tinh ch6t chuy6n
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m6n, thudng xuy6n ci;r- cdc don vi); tham muu cho Higu trucrng nhtng v6n Ae ph6p l!,,
b6o v0 quy6n vd lqi ich ho. p ph6p cta nhd truong , ctr cdnbQ, vien chftc, ngudi lao dQng
vd ngudi hgc.

- Chri tri c6ng tdc t6 chric tuy€n truy6n, phO bitin, td cht?c UOi auo,ng kii5n thric
ph6p luflt li6n quan d6n thpc hiQn nhiQm vp cria Trudng; c6c quy chi5, quy rlinh cria BQ
GPDT vd c6c bQ ngdnh 1i6n quan kh6c; c6c quy dinh cria HQi ddng ftudrng, HiQu trucmg
Ooi voi c6n b0 vd nhdn vi6n vd ngudi hqc cria-Truong; ki6m tru, li,i*rrit tinh hinh thi
hdnh ph6p luft trong Trucmg; d6n d6c, ki6m tra viQc thpc hiQn qut dinh v6 viQc bio vQ
bi mflt nhd nudc theo quy rtinh.

3. Co c6u t6 chlic
Phdng Quin l! chdtlugn8 c6 Truong phdng, Ph6 truong phdng vd c6c nh6n vi6n.
SO luqrng Ph6 truong phdng vd nhdn vi6n do HiQu truong quytit rtinh dua tr6n vi tri

vigc ldm cria phdng vd tr6n co s0 kh6i l"qrg c6ng viQc du-o. c giao, duo. c can A6i fong t6ng
sO nhan sg cria Trudrng d6 dugc HOi d6ng t**gpn'e duyQt.

Chucrng IV
cHrlc NANG, NHIEM VU, CO CAU 16 cmlc vA
rrl cAcH pHAp NHAN crj.r cAc Dor{ vI KHAc

Didu 9. Chfc nIng, nhiQm vu, co cdu tO chrfrc vi tu cfch phfp nhfin cria Vin
phdng ilpi dign

1. Chfrc ning
VEn phdng itai diQn ld dcvn vi thuOc Try*g thpc hiQn chr?c n6ng tet noi giiia Truong

v6i hgc sinh vi co sd gi6o dgc trung hQc ph6 th6ng, v6i c6c c6p quan 5i gi6o dpc vi doanh
nghi-Cp tpi.tlia phuong iI6 phgc v.u cho c6ng t6c t y6n sinn, Aao tao theo y6u cAu ngudi
hgc, you cAu cria doanh nghiOp vd nhu .A, ot an rgc cho dfa phuong.

2. NhiQm vg

a) Ldm dAu mOi c6ng t6c tuyiSn sinh tr6n rtia ban.

b) Cung c6p th6ng tin vd thu nh6n phan h6i v6 ho4t ctQng ddo t4o, chuy6n giao c6ng
nghe, dich vu cria nhd truong.

c) Tu vdn, h6 trq tO chrlc c6c chuong trinh b6i duong ngin h4n, cfp nhft kitin thric,
ndng cao trinh d0 chuycn mon nghiQp vg cho c6n bQ vd ngudi lao dQng ta rtia phuong.

, d) Tu v6n, h6 trq chuy6n giao c6ng nghQ phpc vu tr.uc ti6p nhu cAu phrlt tri6n kinh
t6 - xd hQi cria rlia phuong

d) Lem etAu moi licn l4c ctn cfuccpu sinh vi6n cria Trucrng trOn ilia ban.
e) Chri tri ho4c ptrOi trqp t6 chric cdc dodn c6n bQ, giang vidn vd nhen vi6n cria

Trudrng iti ldm viQc, sinh vicn di thuc tOp tr6n dia bin theo phen c6ng.
g) Hans ndm l{p kiS ho4ch hoat dQng vd gui b6o ciro k6t quf, hopt itQng ctia Vdn

phdng tlai diQn t6i Trucrng vi Uy ban nh6n dan tinh ho{c thanh ph6truc thu6c Trung uong
noi Vdn phdng dai di$n dflt trs so.
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h) Thlrc hi-Cn nhfing nhiQm vU kfi6c do HiQu truong phen c6ng vd chiu tr6ch nhiOm

v6 c6ng viQc dugc giao.

3. Co c6u t6 chrtc

U6i van phdng itai diQn c6 Trucmg van phdng e14i di$n vd cdc nhdn vi6n.

Truong vin phdng ttai di-6n ld can bQ cria Trulng do HiQu tru&ng quyiSt dinh.

56 luqng nhan vi0n do Truong v6n phdng dai diQn quy6t dinh u6n co s& itim b6o

thgc hiQn nhikrg nhiQm vU do Trudrng giao vd c6c ho4t etQng k*r6c cria don vi.

4. Tu cdch phfp nhAn

Vdn phdng etai diQn do Trudrng thdnh 10p d6 ho4t dQng theo nhiQm r1U cria Trudmg

giao, 1*r6ng c6 con dAu ri6ng, kh6ng c6 tdi khoan ri6ng; dugc Trudmg c6p kinh phi df

ttrUc hipn nhiQm vp dugc giao; c6 d6ng ky ho4t clQng vdi Uy ban nhdn dan tinh, thanh phd

chiu sp quan ly tr.uc ti6p 
",iu 

f**g ua tU quan li vA tranh chinh, tAnh th6 cria Uy ban

nhan dan tinh, ftanh phd tr.uc thu0c Trung uorrg noi Vdn phdng ttai diOn d6ng trU s&.

Di6u 10. Trung tffm Tuy6n sinh vi Hqp tic doanh nghiQp

1. Chttc ning
Trung t6m Tuy6n sinh vd Hgrp t6c doanh nghiQp ld don vi thuOc Trucmg c6 chrlc

nlng tham **, girip HiQu trucrng qu6n l1i, t6 chrlc thUc hiQn c6ng thcluvrin tuy6n sinh,

c6ng t6c truy6n th6ng vi hqp t6c doanh nghiQp cria Trudng.

2. Nhi$m vU

a) Tu viin tuydn sinh

- Cht tri thyc hiQn c6ng t6c tu v6tt tuyiSn sinh vd tuy6n sinh.

- X6y dn,g hQ th6ng c6c quy dinh, hu6ng d6n vO c6ng t6c tuyiln sinh.

b) Truyin thdng

- T6 chric c$ng t6c tuy6n tuy6n gi6i thiQu quang bA hinh 6nh cfia Truong ra ngoii

xA hqi; chi dpo, quan ry c6c ho4t ilQng truy6n thdng cua Truong.(th0ng qua bin tin Trucrng

pai hqc Ki; Bic, trang Th6ng tin diQn trl cria Trudrng bette tt6"g Vi-Ct vi tiiSng Anh,... to

chrlc san xuet, srl dqng, quin l;i, luu tril cbc 6nphAm, tu liQu vO Truong vd c6c dcrn vf tr.uc

thuQc).

- T6 chrlc bi6n soan vd xu6t ban cudn gi6i thiOu vd trucrng bAng tieng VieU tO chfc

viQc thu thAp tu [Qu, hinh 6nh vd hiQn vflt vC sU hinh ftanh vd ph6t tri6n cria Trudmg; bi6n

4p lich sri Trudrng.

- Xdy dtmg kti hoach vi thgc hiQn c6c ho4t dQng tpo m6i quan^hQ gita Trudrng vqi

x6 h6i thdng qua c6c hoat dOng cria m4ng ludi cyu sinh vi6n vd c6c t6 chrlc, c6 nhdn, miSi

quan hQ cria trudrng vdi c6c co quan th6ng tiin,b6o chi, co quffi, doanh nghiQp.

- ThUc hipn vipc cung c6p th6ng tin chinh thrlc vO c6c linh Ruc hoat dOng cria Trudng

cho co quan th6ng tfin,b1ochi vd cho B0 GDDT khi du-o. c y6u cAu

c) HW tdc doanh nghiry

- LiOn kt5t, tpo m$i quan hQ hqp t6c vdi c6c don vi, doanh nghiQp c6 li6n quan diSn

nhiing nganh ngtrA ilao tpo cta Trudng. Tir d6, t4o m6i trudrng cho hgc vi6n, sinh vi0n
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- T6 chric tim ki6m viQc vd gi6i thiQu noi thuc t4p, viQc lim cho nguoi hgc sau t6t
nghi$p.

- Thu nhan, phT tich thdng tin v6 c6c don v!, doanh nghiQp, thi trudmg lao dQng,
bao g6m: Nhu c6u tuycn dung, ti6u chu6n, y6u cAu ii- ti6-,ilrg r,ien, 

"r,r,6i"v6"G;mdi, ki ning tdng th6m cAn thiiSt & hgc vi6n t4i c6c don vi, doanh nghiQp. Ti1 d;, tao n6i
m6ng, tdm ly vd sg chu6n bi t6t nh6t cho ngudi hgc sau khi ra truon!, ldm viQc.

- XAy dung vd td chric thuc hi0n hoat dOng tu vdn, gi6i thiQu viOc lim trong, ngodi
nudc cho ngudi hgc vd thpc tflp sinh, chucrng trinh trdi nghiQm thpc t6 tqi c6c doanh
nghiQp.

- Phoi hQp vdi doS ri lion quan thuc hiQn viQc li6n he, dem ph6n m6 rQng hgp t6c
v6i cdc doanh nghiQp vA viQc tr6i nghiQm thpc tii tru6c vd sau tOt nghiqp cho ngudi hqc.

- Khio s6t va ch6t lugng ddo tpo ngu6n nh6n lgc cria trudrng vd nhu cau tuy6n dung
nguon lao dQng t4i cdc doanh nghiQp c6 cyu sinh vi6n cria trucrnf m6i nam.

- Thlrc hiQn nhinrg nhiQm vp kh6c do HiQu tru&ng phan cdng vd chiu t6ch nhiQm v6
c6ng viQc dugc giao.

3. Co cdu tO chrfrc

Trung t6m TuyiSn sinh vd Hgp ttic doanh nghiQp c6 Gi6m d5c, Ph6 giam d6c, c6c
Tru&ng b0 phfln vdcdc nhdn vi6n (dAi hqn ho4c ngiin han).

Gi6m ddc, Ph6 gi6m il6c ld crin b0 cria Truong do HiQu truong quy6t Ointr.

SO luqng c6c Truong bQ phfln, nhdn vi6n do Gi6m it6c quyiSt dinh tr6n co s& d6m
b6o thgc hign nhtng nhiQm vu do Trucrng giao vd c6c hopt dOng kh6c cria dcrn vi.

4. Tu cich phip nhAn

Trung tdm Tuyon sinh vd Hgrp t6c doanh nghiQp do Trudmg thanh hp d6 ho4t dQng
theo nhiQm vg cria Trucrng giao, khdng c6 con d6u ri6ng, t<tr6ng c6 tdi khoin ri6ng; Truong
c6p kinh phf dC thpc hiQn nhiQm vp dugc giao.

Didiu 11. Trung tAm Ngopi ngfr-Tin hgc

1. Chrfrc nlng
Trung tdm Ngo4i ngt-Tin hqc ld tlcrn vi thuQc Trudrng c6 chrlc n6ng tham mrru,

girip HiQu trucmg quin ryl,16 chtic thgc hiQn c6ng tirctuvlin tuy6n sinh, cdng t6c truyAn
th6ng vd hgrp t6c doanh nghiQp cria Trucmg.

2. NhiQm vg
- T6 chr?c thgc hiQn cilc chuong trinh ddo tpo, Udi OuOrng ndng cao ndng luc ngo4i

ngfr, tin hqc d6p img nhu ciu ngudi hgc.

- Tuy6n sinh vd quin ly ngudi hgc.

- T6 chrtc bi6n sopn tdi 1i9u ho{c lga ch-on tdi liQu day hgc ct6p img chudn dAu ra cria
c6c chuong trinh ddo tpo, uoi ouong phn hqp vdi rt6i tuqng nguli hQc.

- T6 chrlc ki6m ;a, ddnhgi6vdcdp gi6y x6c nhfln hoan thanh c6c chucrng trinh ddo
t4o, b6i du0ng ngopi ngt, tin hgc do Trung tem tO chrlc. T6 chric thi, c6p chimg chi ngo4i
ngt, tin hsc cria h0 th6ng girlo dpc qu6c d0n khidt di0u ki0n theo quy dinh.
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- ThUc hiQn c6c c6ng viQc c6 li6n quan nhu bi6n dich, phi6n dich, lfp trinh, cdi dit
phdn mAm.

- T6 chrlc ddo t4o, UOi duOng n6ng cao trinh d0 chuyEn m6n, nghiQp qr cho can b0,

gi6o vi6n ctra Trung tdm.

- Ngodi viQc b6i du6ng c6p chimg chi tin hgc, ngo4i ngft, phiSi hqp v6i c6c dcm vi t5

chric thgc hiQn c6c chuong trinh dio tao bdi du0ng ngAn hqn, c6p chimg chi ti6n quan diSn

ngdnh nghA dao t4o cria Trucmg vd ph4m vi tr6ch nhiQm dugc giao cria Trung tdm.

- Thpc hign nh0ng nhiQm vU kfr6c do Hi$u truong phan c6ng vd chiu t6ch nhiQm vC

cOng viQc du-o. c giao.

3. Co cfu t6 chllc

Trung tdm Ngoai ngit-Tin hgc c6 Gi6m d6c, Ph6 gi6md6c, gi6o viOn vd c6c nhdn

vi6n (ddi hpn hoflc ng6n hAn;.

Gi6m d6c, Ph6 gi6mrt6c ld can b0 cria Trudmg do HiQu trucmg quy6t ainn.

SO lugng chc gi6ovi6n, nhdn vi6n do Gi6m t16c quy6t dinh tr6n co s0 e16m b6o thyc

hiQn nhimg nhiQm vU do Trudrng giao vi c6c hopt etQng khdc cria don vi.

4. Tu cich phip nhfln

Trung tflm Ngopi ngt-Tin hgc do Truirng thinh lflp d6 ho4t dQng theo nhiQm vp cria

Trudrng giao vd dugc t16m b6o tti6u kiQn ho4t dQng theo quy dinh cria ph6p lu{t; c6 tu

c6ch ph6p nh6n, c6 con d6u ri6ng.

Chuong V

Quy dinh ndy c6 5 Chuong 13 DiCu, c6 hiQu lUc kC tir ngdy ky.

Ei6u 13. Tr6ch nhiQm thgc hiQn

1. Truong c6c dcrn vl, chn bQ, giang vi6n vd nhen vi6n c6c don vi thu0c vi tryc

thuQc Trucmg Dai hqc Kinh B6c chiu tr6ch nhiem thi hanh Quy elinh ndy.

2.Trongqu6 trinh thyc hiQn nhiQm vp, c6c don v!, c6 nhdn niSu c6 kh6 khAn, vuong

mic, b6t c6p cdn phan 6nh kip thdi vO VEn phdng d6 t6ng hgp, b6o c6o HiQu tru&ng xem

xdt, quy6t dinh./.:#/
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