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1. MUC PICH: Cip phat tai liéu cho hoc sinh — sinh vién va gi4o vién - giang
vién cia Nha truong
2. PHAM VI AP DUNG: Ap dung cho gido vién — giang vién, hoc sinh — sinh
vién cac khoa va cac hoat dong c6 lién quan dén viéc in 4n bai gidng
3. CAC TU VIET TAT
HS-SV: Hoc sinh — sinh vién
TC - KT: Tai chinh — ké toan
4. TAI LIEU THAM KHAO
- Truong Cao dang Cong Nghiép Phuc Yén, 2013. Ké hoach bién soan Bai gidng
— giao trinh noi bo.
- Truong Cao dang Cong Nghiép Phuc Yén, 2013. Théng bdo vé viéc té chirc va
cap phat bai giang ndi bé
5.NOI DUNG

5.1. Luu do
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5.2. Dién giai

5.2.1 Nhan bai giang va sb luong can in

- Dinh ky 1a thang 6 va thdng 12 sau khi nghiém thu bai gidng xong Phong dao tao gtri
file cac bai giang da dugc nghi€ém thu cung vdi danh sach hoc sinh dang ky mon hoc
sang tO thu vién dé tién hanh in 4n. Tuy nhién mot sd trudng hop hoc sinh ding ky hoc
ky phu hodc hoc vugt phong dao tao gui danh sach sb lugng va file in 4n thu vién van
tién hanh in va cip phat bai giang theo dung quy trinh.

5.2.2 Kiém tra dinh dang

- Bé dam béo bai giang in dat yéu cau ca vé hinh thirc va ndi dung khi nhan dugc file cac
bai giang di nghiém thu tir phong Pao tao giri, thu vién tién hanh kiém tra lai hinh thirc
cac bai giang theo dung chuan quy dinh, néu bai giang nao chwa dat yéu cau thu vién gui
lai phong dao tao dé sira lai

5.2.3 In 4n

- Sau khi d3 hoan tat viéc kiém tra bai giang thu vién tién hanh lién hé v6i nha in dé tién
hanh in 4n bai giang theo danh sach sb lugng Phong dao tao da giri, dam bao phuc vu tai
liéu kip thoi cho gidng vién va HS- SV.

5.2.4 Kiém tra chat luong tai liéu
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- Khi nha in ban giao bai giang theo danh sach yéu cau, thu vién tién hanh kiém tra bai
giang tranh tinh trang nhu nhim bia, in sai, in 16i, chit md...bai giang nao chua dat yéu
cau thu vién guri lai nha in yéu cau stra lai.

5.2.5 C4c bai giang da dat thu vién tién hanh nhan va lap danh sach cung don gia cu thé
cho mdi bai giang chuyén sang phong TC- KT, Phong TC- KT thu tién bai giang cin ctr
vao danh sach gia tién thu vién giri va danh sach cac mon hoc mdi hoc sinh dang ky trén
phan mém.

5.2.6 Phat bai giang, thuc hién cac thu tuc thanh toan

- HS- SV mang phiéu thu tién bai giang xuéng thu vién dé nhan tai liéu

- Phong TC — KT tién hanh céc thu tyc thanh toan cin cr vao chimg tir thu vién chuyén
sang.

5.2.7. Bai giang con lai luu tai thu vién chuyén sang ky sau

S6 bai giang con lai luu tai thu vién chuyén sang ky hoc sau cho HS — SV
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7. BIEU MAU BAN HANH

STT M4 hiéu Tén biéu miu
1 MO1- QT.01/KHCN | Bién ban nhan file bai giang
2 | M02- QT.01/KHCN | Ma4u in hop dong
3 MO03- QT.01/KHCN | Mau danh sach in bai giang
4 MO04- QT.01/KHCN | Bién ban giao nhan bai giang
5 MO05- QT.01/KHCN | File bai giang luu thu vién




