BO TA1 CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
. TRUONG PATHQC Doc lip — Tw do — Hanh phic
TAI CHINH - MARKETING

S6:2686QDb-DHTCM

Thanh phé Hé Chi Minh, ngay 0§ thdng Jonéim 2022

QUYET PINH

Vé viéc ban hanh quy dinh vé quan ly, dang ky va diéu phoi
phong hoc, héi truong tai cic co so cia Truong Pai hoce Tai chinh — Marketing.

HIEU TRUONG TRUONG PAI HQC TAI CHINH - MARKETING

Can cir Luét Gido duc dai hoc sé 08/2012/QH13 ngay 18/6/2012 va Luit stra
ddi, bd sung mot sb didu cua Luit Gido duc dai hoc s6 34/2018/QH14 ngay
19/11/2018;

Can ¢t Nghi dinh s6 99/2019/NB-CP ngay 30/12/2019 ctia Chinh phu quy dinh
chi tiét va huéng dan mét sb diéu cua Luat stra dbi, bo sung mot sb diéu cia Lujt
Giao duc dai hoc;

Cin ctr Quyét dinh s6 1138/QD-TTg ngay 04/8/2017 cua Thu tuéng Chinh phu
vé viéc sép nhap Trudng Cao déng Tai chinh — Hai quan vao Trudng Dai hoc Tai
chinh — Marketing;

Can cir Quyét dinh s& 378/QD-TTg ngay 23/3/2015 ctia Thi tuéng Chinh pha
vé& viéc phé duyét dé an thi diém d6i mdi co ché hoat dong cua Truong Dai hoc Tai
chinh - Marketing giai doan 2015 — 2017,

Can cir Cong viin s6 7238/BTC-KHTC ngay 19/6/2018 ctia B Tai chinh vé
viée tiép tuc thuc hién tu chi theo Nghi quyét 77/NQ-CP va Quyét dinh sé 378/QD-
TTg ngay 23/3/2015 cta Thi tuéng Chinh phu;

Xét dé nghi ctia Truéng phong Quan tri thiét bj

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy dinh vé quan ly, diang ky va
didu phdi phong hoc, hoi trudng tai cac co sé dao tao ciia Trudng Pai hoc Tai chinh —
Marketing”.

Piéu 2: Quyét dinh c6 hiéu luc thi hanh ké tir ngay ky va thay thé Quyét dinh
s6 1202/QD-DHTCM ngay 10/7/2018.



2

Pidu 3: Trudng cac phong: Phong Quan tri thiét bi, Phong Quan 1y dao tao

va Trudng cac don vi, cd nhan lién quan chiu trach nhiém thi hanh Quyét dinh
nay./. ¥

Noi nhin:
- Nhu Diéu 3;

-Lwu: VT, QTTB.jy_—

Pham Tién Pat



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

QUY PINH
Vé viéc quan ly, ding ky va diéu phdi phong hoc, hji trudong tai cic
o' s6' dao tao ciia Trwong Pai hoe Tai chinh — Marketing
(Ban hanh kém theo Quyét dinh s6686/OD-DHTCM ngay 05/40/2022
cua Hiéu truong Truong Pai hoc Tai chinh - Marketing)

Chuong I
QUY DPINH CHUNG

Piéu 1. Pham vi diéu chinh va déi twong ap dung

. Quy dinh nay 4p dung d6i véi phong hoc, hdi trudng cua Truong Pai hoc tai
chinh — Marketing;

. Déi tugng ap dung bao gdm ca nhan, Cau lac bo, don vi truc thude Truong Dai
hoc Tai chinh - Marketing (goi it la Trudng) trong viéc quan ly, ding ky va diéu
phdi phong hoc, hoi trudng tai cic co s¢ dao tao ctia Trudng nhim dap rng nhu
cau hoc tap va thi ctr, sinh hoat doan thé cua sinh vién, hoc vién (goi chung la
nguoi hoc) hoi thao, nghién ctru khoa hoc... cia giang vién va nguoi hoc;

. Thoi gian sir dung phong hoc, hoi truong theo thoi khéa biéu duge quy dinh tir
thr Hai dén Chu nhdt; budi séng tir 7h00 dén 11h30, budi chidu tir 13h00 dén
17h30 va bubi t5i thr Hai dén thtr Bay tir 18h00 dén 21h00; Céc lich khac da
dugc Ban Giam hiéu Truong phé duyét

Diéu 2. Nguyén tic chung

. Céac don vi quan ly dao tao (Phong Quan ly dao tao, Vién DPao tao thudng xuyén,
Vién Dao tao sau dai hoc, Vién Pao tao quéc té, Trung tdm Ngoai ngit - Tin hoc,
Trung taim Bdi dudng va Tu véan Tai chinh - Hai quan, Vién Nghién ciru kinh té
ung dung, Phong Khao thi va Quan 1y chét lugng) chi tri phéi hop véi Phong
Quan trj thiét bj trong viéc xdy dung lich hoc, lich thi cho céc 16p, c4c khéa hoc.

. Phong hoc, hdi truong (goi tit 1a phong) dang ky sir dung phai phu hop vé s
luong nguoi tham du va dép vmg nhu ciu cho timg muc dich hoc tip va sinh
hoat.

. Ca nhan, don vi dang ky st dung phong phai dap uing ding thoi gian, muc dich

an
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str dung phong cho cac déi twong ngudi hoc va ngudi day nhu da dang ky.

4. Ca nhén, don vi ding ky sir dung phong phai dam bao tuan tha ndi quy co quan,
ndi quy gidng dudng khi sir dung phong hoc, hoi trudng.

5. Khéng giai quyét viéc mugn phing dé che cac doi tugng bér ngodi Hzn két dio
tao, tdp huan ... ma chua cé ké hoach dizze Ban Gidm hidu phé duvét.

6. Viée sip xép va trang i1 phong cling nhu viée hoan 414 lai nguven trang ban dau
s€ do cd nhéan, don vi ding ky tu thuc hién (trlr trudng hop Ban Gidm hiéu yéu
cau don vi khac thuc hién va duogc néu trong ke hoach sir dung phong).

Piéu 3. Cic truweong hop ap dung

B tri phong theo lich hoc ctia cac don vi quan ly dao tao.

B4 tri phong cho cdng tac té chirc thi ctia cac don vi thuée Trudng.

B4 tri phong theo ké hoach sir dung d4 dugc Ban Giam hiéu phé duyét.

Diéu phéi phong theo lich diéu chinh ctia cac don vi quan ly dao tao.

N N

B tri phong dé t4 chirc hop, sinh hoat chuyén moén, tap huin giang day trong
giang vién, hoc nhom, nghién ctru khoa hoc, huéng dan thuc hanh, sinh hoat cac
Céu lac b, dién tip vin nghé, ...,

6. Piéu phéi phong trong céc tinh hudng khin cap.

Chuwong 11
QUY PINH VE QUAN LY, PANG KY VA PIEU PHOI
PHONG HOC, HOI TRUONG

Diéu 4. Thim quyén quyét dinh vigc didu phdi phong hoc, hdi trwémg
Phong Quan tri thiét bj duoc giao nhiém vu bé tri giang duodng, phong hoc cho
cac hoat déng dao tao, khoa hoc cong nghé va cdc hoat dong bdi dudng cia Trudng
theo thoi khéa biéu hoic ké hoach hoat dong cu thé.
Phong Quan trj thiét bi o5 quyéin va niisni vu thue hién céc néi dung sau:
1. Quyét dinh viéc bd tri rhdng khi cde don vi. ¢4 nhan c6 lién quan tuén thu dang
cic quy trinh dugc néu trong quy dinh ndy,
2. Quyét dinh viéc khéng b tri phong néu don vi, ¢4 nhan c6 lién quan khong tuin
thii cac quy trinh duoc néu trong quy dinh nay.
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Piéu 5. Cong tic tiép nhin, xir ly thong tin diang ky

Céc don vi quan ly dao tao ¢6 nhiém vu giri lich hoc (thoi khéa biéu) chinh thic
cua cac khéa hoc / hoc ky cho Phong Quén tri thiét bi truéc téi thidu 1a 05 ngay lam
viéc ké tir ngay bit diu khoa hoc / hoc ky (Trong d6 thé hién r5 thoi gian st dung
ting phong cu thé).

Thoi khoéa biéu dugc xdy dung theo miu quy dinh (Phu luc 1 - Mau “Thoi khéa
biéu”) dé cap nhap 1én trang https://pdt.ufm.edu.vn/xemSDphong.aspx

Cac don vi quan ly dao tao ¢6 nhiém vu gui lich thi cho Phong Quan trj thiét bi
trude t6i thidu 1a 03 ngay 1am viée ké tir ngay bt dau thi (Trong d6 thé hién r5 thoi
gian str dung timg phong cu thé). Phong QTTB c6 trach nhi¢m thong bao két qua viéc
dang ky str dung va diéu chinh phong.

Thur tu vu tién trong cdng tic diéu phdi (khi ¢é nhiéu don vi, cd nhan ding ky
trung phong) dugc quy dinh nhu sau:

- Uu tién bé tri phong cho cdng téc to chirc thi, hoi thao, hoc tép, nghién ctru khoa hoc.
- Ul tién b tri phong theo thir tu: ké hoach cip trudng, ké hoach cap don vi, dang
ky cd nhan. Truong hop cung cdp thi s& wu tién don vi, ¢4 nhan dang ky trudc.
Diéu 6. Quy trinh bd tri phong theo lich hoc va lich thi

Budce 1: Phong Quan tri thiét bi nhan lich hoc, lich thi hoan chinh (da duoc
ngudi c¢6 thim quyén ky duyét) ctia don vi quan ly dao tao.

Buéc 2: Phong Quan trj thiét b téng hop lich sir dung phong ctia cac don vi. Néu
phat hi¢n truong hop tring phong s& bao don vi quan ly dao tao diéu chinh lai theo
thit tu wu tién néu tai Didu 5.

Piéu 7. Quy trinh dang ky sir dung hji truong

Budc 1: Pon vi ¢6 nhu cau ding ky str dung hoi trudng (trir viéc sir dung hoi
truong cho cac 16p hoc) phai 1ap ké hoach (trén co s& tham khéo trude y kién cta
Phong Quan tri thiét bj vé kha nang bo tri hoi trudng) va trinh Ban Giam hiéu phé
duyét.

Céac Cau lac bo truc thudc Poan/ Hoi/Khoa gtri K& hoach dugce duyét kem
“Phiéu dang ky sir dung Hoi truong” theo mau tai phu luc 2 vé Phong Quan trj thiét bi
trude 03 ngay dang ky sir dung.

Budc 2: Phong Quan trj thiét bj sip xép va trang tri hdi truong (chi 4p dung cho
cac sy kién cap truong, khong 4p dung cho cac su kién cap don vi) theo ké hoach d3
dugc Ban Giam hiéu phé duyét.

Bude 3: Pon vi dang ky lién hé Phong Quan tri thiét bi dé nhan ban giao hoi
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truong trudce thoi diém dién ra su kién va ban giao lai cho Phong Quan trj thiét bj sau
khi ket thuc sy kién (4p dung cho cac su kién cap don vi).
Dicu 8. Quy trinh diing ky phong hoc ngoii ké hoach

Budce 1: Pop v hodc ¢4 nhan c6 yéu ciu dang ky phong ngoai muc dich Egc
hodc thi (nhu siuh bhoat doan hoi, hoc nhém, nghién ciru khoa hoc trong sinh
vién/gidng viin, ciu lac by, didn tap k¥ niang pha ché/vin nghé, t§ chirc héi thao, tap
hudn nghiép vy trong giang vién, ...) ¢6 ban Ké hoach cu thé, lién hé truc tiép bo
phén tryc thiét bi hoc cu tai cac co s& dé didn thdng tin va ky x4c nhin vao “Sé muon
phong hoc ngoai ké hoach” theo mAu tai phu luc 3.

Budc 2: Nhan vién Phong Quan tri thiét bj (giam sat) kiém tra cac phong tréng
trén trang https://pdt.ufm.edu.vn/xemSDphong.aspx_ va théng bdo cho don vi, ca nhan
co nhu ciu biét vé ket qua muon phong. Trudng hop bé tri duge phong cho muon,
gidm sat tai co s thong tin dén tap vu lién quan dé chun bj dong/md cira phong.

Lueu y: cdc tradng hop gidng don, gidng b, huomg dan thwe hanh nghé nghiép,
khéa lugn tor nghiép, cé vin hoc tdp ... (cdc lich GV ¢6 thanh tra gido duc gidm sdt
theo d5i) gidng vién ding ky truec tiép tai phong QLDT

Diéu 9. Quy trinh d6ng/mé cira phong va ban giao chia khoéa phong

Bude 1 (5h30 — 6h30): Tap vu co so tiép nhan chia khoa va phong hoc tir Bao vé
co s6 (c6 ky nhén ban giao vio sb truc); mé clra, kiém tra cac thiét bi c6 trong phong
va don dep céc phong hoc ca t8i hém trude.

Budc 2 (6h30 — 6h45): Tap vy co s& mé cira cac phong theo lich Thoi khoa bidu
va theo thong tin diéu chinh ma gidm sét co s cung cép.

Bude 3 (7h35 - 8h00): Tap vu co so kidm tra dong ctra céc phong di dang ky
nhung khéng sir dung (bao gidm sat co s¢ ghi nhan lai).

Budce 4 (10h40 — 11h25): Tap vu co s& lam vé sinh cic phong hoc két thuc & tiét
4; kiém tra cdc thiét bj c6 trong phong, tét tit ca c4c thiét bi di¢n va khoa ctra.

Bude 5 (11h25 — 11h50): Tap vu co s& 1am v€ sinh cac phong hoc két thuc & tiét
5; kiem tra c4c thiét hi ¢6 trong phong, tat tit ca cac thiét bi dién khong sir dung.

Bude 6 (i 1h30 - 12h00): Mé cira cac phong nghi duge quy dinh cho Sinh vién &

lai hoc ca chigu nghi trua (theo so 46 do eidm sat co sO cung cap).

Budc 7 (12h20 — 12h45): Tap vu co s& mé cura céc phong hoc budi chidu theo
lich Thoi khéa biéu va theo thdng tin didu chinh ma gidm sét co s cung cép, kiém tra
lai tat ca céc thiét bi c6 trong phong hoe. Péng cira cac phong nghi trua khéng c¢6 lich
hoc.
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Buéce 8 (13h35 — 14h00): Tap vu co s& kiém tra dong ctra cac phong di dang ky
nhung khéng str dung (bdo gidm sat co s& ghi nhan lai).

Budc 9 (16h40 — 17h25): Tap vu co sé 1am vé sinh cac phong hoc két thic & tiét
4; kiém tra céc thiét bi c6 trong phong, tit tit ca cac thiét bi dién va khoéa cira.

Budce 10 (17h25 — 17h35): Tap vu co s& lam vé sinh céc phong hoc két thic &
tiét 5; kiém tra c4c thiét bi c6 trong phong, tit tat ca cac thiét bi dién va khoa cira.

Buéc 11 (17h35 — 18h55): Tap vu md cira cac phong ¢6 16p hoc ca téi va ban
giao phong hoc, chia khéa cac phong tai khu vuc c6 hoc ca tdi cho nhan vién truc ky
thuét tai co sd. Tap vu ban giao chia khéa va phong hoc khu vue khéng c¢é hoc ca téi
cho bao v€ co s& (c6 ky nhén ban giao vio sb truc).

Budc 12 (20h30 21h00): Nhén vién truc ky thuat ph01 hop cuing bao vé tai co

s& kiém tra lai tit ca cac phong hoc, déng cira, tit cac thiét b dién phong hoc. Nhan
vién truc k¥ thuat ban giao chia khoa va phong hoc tai khu vuc ¢6 hoc ca tbi cho bao
vé co sO (c6 ky nhén ban giao vao sd truc).

Ghi chu:
— Thoi gian cia tirng budc néu trén cé thé thay déi tuy theo thuc té tai co s6.
— Viéc dong/mO' hoi truong cho cdc hoat dgng ciia nha truomg sé duoc thuc hién theo

timg ké hoach sir dung cu thé.

Piéu 10. Quy trinh ban giao vat dung dé quén cia giang vién/nguwoi hoc

Budc 1: Nguorl nhat dugc vat dung dé quen ban giao cho bao V€ ca truc tai co s&
(ca hai truc tiép kiém tra tai san dé quén gom c6 nhiing gi: gidy to tuy than tién mat
bao nhiéu, ...). Nguorl nhit dugc vat dung dé quén ghi théng tin vao s ban giao ca
truc. Bao vé ciing phoi hop kiém tra va ky tén xac nhin ban giao.

Budc 2 Béo v¢ thong bao cho nguorl dé quén db dén nhén. Bao vé kiém tra, dbi
chiéu véi gidy to tiy than c6 anh, xét thdy pha hop thi ban giao cho ngudi dé quén dd
(c6 1ap bién ban ban giao).

Trudng hop ngudi dé quén chua dén nhan vat dung dé quén thi bao vé tiép tuc
ban giao lai cho bao vé ca truc sau.

Chuwong 111
TO CHUC THU'C HIEN
Piéu 11. Trach nhiém ciia cac don vi lién quan
Trudng cac don vi c6 lién quan thuge trudng c6 trach nhiém:

— Ph bién, td chirc thuc hién quy dinh nay & don vi.
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— Theo dbi, huéng dan, dén déc cic don viva cd nhan thuc hién dung quy dinh nay:,
— Phéi hop cling Phong Quan tri thiét bi quan ly tét phong hoc, str dung diing cach
céc trang thiét bi duge Iap dat trong phong hoc.
— Quan ly viéc dang ky st dung photg hoc, héi trudng mét cach hiéu qua va tiét
kiém dién.
— Phéi hgp véi cac don vi ¢6 lién quan trong viéc xu iy céc trudong hop vi pham
quy dinh nay.
Piéu 12. Piéu khoan thi hanh
Quy dinh ¢6 hiéu lyc thi hanh ké tir ngay ky ban hanh. Cac don vi, c4 nhén
trong Trudng c6 trich nhiém chip hanh nghiém chinh Quy dinh nay.
Trong qua trinh thuc hién, quy dinh nay s& duoc diéu chinh, b sung (néu cén
thiét) cho phit hop véi tinh hinh thy t4./.



Phu luc 1 - MAU THOI KHOA BIEU

SO TIET THOI KHOA BIEU A . o
. . . . NGAY NGAY S
MA LHP TEN HP LOP TENCBGD |SO TC . TUAN | oo PAU |KET THUC| TIET/BUGI
LT | TH | THU |TIET| PHONG
. . 21DKBOI -
010638 Tin hoc dai cuong st ThS. ... 4 75 2 1 TD-F.201 3-16 | 10/01/2022 | 11/04/2022 5
Quy wdc chung:
Tiét Budi Ky hiéu Thir Co s& Ky hiéu
1 Séng 2 2 778 Nguyén Kiém PN
38 Trua (tir 11g25 - 13g00) 3 3 27 Tan My - Q7 Q7
6 Chiéu 4 4 Thit Dirc — Q9 TP
11 Tbi 5 5 306 Nguyén Trong Tuyén Tl
- ) S 6 6 343/4 Nguyén Trong Tuyén T2
TUAN CONGAY 7 -
1 01/01/2022 8 Chu Nhat




Phy lyc 2 - MAU PHIEU DANG KY SU DUNG HOI TRUGNG

.............

Ngudéi muon:

...............................

So dién thoai:

Thudc don vi: .oeeeeeeeeeee .
Ngay muon: ..../..../202...

Muon héi truong:

Thoi gian:

....................................

PHONG QUAN TRI THIET B]

SOt vevven
Thanh phé H6 Chi Minh, ngay.......thdng.....ndm 2022

TRUONG PH TAI CHINH — MARKETING

PHIEU PANG KY SU DUNG HOI TRUONG

TOLEN: oo, SAt: e, MSSV (0éu 13 SV): oo
Thuée don vi/Cau lac bd........ooooe ( thudc: Poan/ Hoi/ Khoa ... )
Tén Hoi truong dé nghimuon: ................... Coso...... ... Sé luong ngurdi tham duyr: .........
Dinh kém Ké hoach: $8........................... ngay......... thang....... nam. ..............
Thoi gian: Tir............ gio ... dén ... IO iy BEAYV . L /o [202.

Don vi, ci nhin mugn phong cam két: Chap hanh nghi€ém chinh ndi quy hoc dudng. Chép
hanh nghiém chinh quy dinh vé viéc quén ly, dang ky va diéu phéi phong hoc, héi truong. Thue
hanh tiét kiém dién v tit c4c thiét bi dién khong can thiét. Thye hién ban giao phong nhu hién
trang ban d4u cho nhan vién true k§ thudt co sa theo dung théi gian da diang ky./.

BAN GIAM HIEU

LANH PAO KHOA/DOAN/HOI  NGUOI PANG KY




Phy luc 3 - MAU PHIEU MUQN PHONG HQC NGOAI KE HOACH

So: .ooonnne...

Nguoi muon: .....ceeeeervevrcnenene.
SO dién thoai: ..evevevervevveererreene,
Thudc don vi: .........

Ngay muon: ..../...../202...
Mugn phong: .....ccocoeveviceirevinee.

Thoi gian: ...,

NHAN VIEN TRUC
KY THUAT CO SO

TRUONG PH TAI CHINH — MARKETING SOt il
PONVI: e, Thanh phé H6 Chi Minh, ngay... ..thdng.....ndm 2022

PHIEU MUQN PHONG HOQC

-----------------------------

Thude don vi (16p/chi doan/phong/khoa/trung tAm/vién)

...............................................................

Tén phong d& nghi Muon: ..o Sé lugng ngudi tham dir:

.......................................

Ly do str dung:

.................................................................................................................................

Thoi gian: Tir............ gid o dn oGO gAY

Don vi, ¢i nhin mwen phong cam két: Chip hanh nghiém chinh ndi quy hoc dudng. Chép
hanh nghiém chinh quy dinh vé viéc quan 1y, dang ky va diéu phéi phong hoe, hoi truong. Thuc
hanh tiét kiém dién va tit cac thiét bj dién khong cAn thiét. Thuc hién ban giao phong nhu hién
trang ban dau cho nhén vién true ky thuét co so theo ding thoi gian da ding ky.

PHONG QTTB NGUOI MUQN PHONG




