TRUONG PAI HQC LUAT TP. HCM

DANH MUC KIEM SOAT TAI LIEU 1SO
9001:2015 CAC PON VI

Ma ho4 :HS/7.5/02/BISO

Ban hanh lan 01

Hiéu luc tu ngay: 27/9/2017
Trang/ Téng sb trang: 1/9

(Ban hanh kém theo Quyét dinh 135 1/OD-DHL ngay 21/9/2017 cua Hiéu truong truong
Dai hoc Luat TPHCM va QD thay doi bo quy trinh cua cdc don vi duoc cdp nhdt )

£ Al axilia Mai so Lan ban hanh
So tt Tén tai liéu , ia
: (Ky hiéu)
BAN ISO 1] 273
1. | Muc tiéu chat luong cua trudng MT/6.2/BISO
2. | Ké hoach thuc hién muc tiéu chat lugng cua truong | KH/6.3/BISO
3. Quyén han trdch nhiém, ban mod td cong viéc cac
chirc danh cta Ban ISO: Dai dién lanh dao, Pho | Qb/5.3/BISO
Ban ISO, Thu ky Ban ISO, Uy vién.
4. | Chinh sach chat luong cia truong CSCL/5.3/BISO
S6 tay chat lugng ST/4.3/BISO
6. Thu tuc quy trinh van hanh QMS ISO 9001:2015 TT/8.5.1/BISO
tai don vi.
7. | Huéng dan hop xem xét cuia 1anh dao HD/9.3/BISO
8. | Thu tuc quy trllnh Bg’nh gia noi bd, Hudng dan 1ap HD/ 9.2/ BISO
chuong trinh danh gid ndi bd
9. | Thii tuc quy trinh trao d6i thong tin ndi bo TT/7.4/BISO
10. | Tha tuc quy trinh kiém soat ho so,tai liéu TT/7.5.3/BISO
11. Th}l tuc quy trinh kiém soat cong viéc/SP khong TT/8.7/BISO
phu hop
12. | Thu tyc quy trinh hanh dong khic phuc TT/10.2/BISO
PHONG PAO TAO
13. | Muc tiéu chat luong ciia phong MT/6.2/P.DT
14. | Ké hoach thyc hién muc tiéu chit luong cua phong | KH/6.3/P.DT
15. | Quyén han va trich nhiém cua Trudng phong,
CBKSTL, va mo6 td cong vi¢c cia cac nhan vién | Qb/5.3/P.DT
trong phong.
16. | Quy trinh tuyén sinh TT/8.5.1a/P.DT
17. | Quy trinh x4y dyng, tham dinh va ban hanh chuong
trinh dao tao trinh do dai hoc TT/8.3/p.BT
18. inh kiém s04 5ng da ‘
QAuy t,rmh kiém soat hoat dong dao tao theo hoc ky TT/8.5.1b/P.DT
hé chinh quy
19 \ : R r r A [N A
Qu,y t‘rmh l,(leH} soat cdc po%t dcgng lien quan dén TT/8.5.1c/P.DT
qué trinh xét, cong nhan va cap bang tot nghi¢p.
20. | Quy trinh té chirc dao tao theo hoc ché tin chi trinh

d6 dai hoc hé chinh quy

TT/8.5.1d/ P.DT
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£ A s 1A Ma s6 LAan ban hanh
So tt Tén tai liéu (Ky higu)
PHONG QUAN LY HE VUA HQC VUA LAM
21. MT/6.2/P.QLVL

Muc tiéu chét luong ctia phong

VH

22. K& hoach thuc hién muc tiéu chét luong ctia phong \K/:/ 6.3/P.QLVL
23. | Quyén han va trach nhiém cta Trudng phong,
CBKSTL, va mo6 tad cong viéc cia cac nhan vién SD/S'MD'QLVLV
trong phong.
24. Quy trinh tuyén sinh hé vira 1am vira hoc I/-Z&S'MP'QLVL
25. | Quy trinh kiém soat cac hoat dong lién quan dén | TT/8.5.1a/P.QLVL
qua trinh thi va xét cong nhan tot nghiép. VH
261 Quy trinh xay dung k& hoach thi tét nghiép L TBLPQLVLY
27. T S TT/8.5.1b/
Quy trinh lién ket dao tao P.OLVLVH
28. \ .2 , N R TT/8.5.1c/
Quy trinh kiém soat hoat dong dao tao P.OLVLVH
29. A1 . . TT/8.1/
Quy trinh 13p lich hoc, lich thi P.OLVLVH
30. X . 1s A TT/8.5.1d/
Quy trinh quan ly hoc vién h¢ VLVH P.OLVLVH
PHONG PAO TAO SAU PAI HQC
3L. Muc tiéu chat lugng cta phong %T/6‘2/P‘DTSB
32. | Ké hoach thuc hién muc tiéu chat lugng ctua phong | KH/6.3/P.DTSPH
33. | Quyén han va trach nhiém cta Trudng phong,
CBKSTL, va mo6 td cong viéc cia cac nhan vién | Qb/5.3/P.DTSPH
trong phong.
34. | Quy trinh tuyén sinh sau dai hoc TT/8.5.1/P.DTSPH
35. | Quy trinh thiét ké chuong trinh dao tao sau dai hoc | TT/8.3/P.DTSPBH
36. Quyfrmh t0 chic bao vé luan vin/ludn 4n tot TT/8.5.1/P BTSBH
nghiép
37. | Quy trinh kiém soat cac hoat dong lién quan dén | TT/8.5.1a/P.DTSD
qué trinh xét, cong nhén va in bang tot nghiép. H
38. | Huéng din cong viéc thong ké thuc giang cua | HD/S.5.1b/PDT
giang vién SbH
39. TT/8.5.1c/P.BDTSD

Thu tuc quy trinh kiém soat hoat dong dao tao

H
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40. TT/8.5.1d/P.DTSD

Quy trinh lién két dao tao

H

PHONG QUAN LY NCKH & HTQT

41. | Muc tiéu chat luong MT/6.2/P.QLNCK
H& HTQT
42 | Ké hoach thuc hién muc tiéu chat luong KH/6.3/
P.QLNCKH&
HTQT
43. Quyén han, trach nhiém cua Trudng phong, Qb/5.3/
CBKSTL va m6 ta cong viéc ctia cac nhan vién P.QLNCKH&
trong phong HTQT
44. | Quy trinh thyc hién hoat dong quan 1y nghién ctu | TT/8.5.1a/
khoa hoc gi4o vién cap Bo P.QLNCKH&
HTQT
45. | Quy trinh thuc hién hoat dong quan Iy nghién ctru | TT1/8.5.1b/
khoa hoc gido vién cap Truong P.QLNCKH&
HTQT
46. | Quy trinh thuc hién hoat dong quan Iy nghién ciru | TT1/8.5.1c/
khoa hoc sinh vién P.QLNCKH&
HTQT
47. | Huong dan quan ly doan ra du Hoi thao HD/8.5.1a/
P.QLNCKH&
HTQT
48. | Hudng dan quan 1y doan ra hoc ngan han HD/8.5.1b/
P.QLNCKH&
HTQT
49. | Hudng dan quan ly doan nudc ngoai vao HD/8.5.1¢c/
P.QLNCKH&
HTQT
50. | Hudng dan quan 1y doan nudc ngoai vao dot xuat HD/8.5.1d/
P.QLNCKH&
HTQT
PHONG TAI CHINH - KE TOAN
51. | Muc tiéu chat luong MT/6.2/P. TCKT
52. | Ké hoach thyuc hién muc tiéu chat lwong KH/6.3/P.TCKT
53. Quyén han, trach nhiém cua Trudng phong,
CBKSTL va mo ta cong viéc cua cac nhan vién Qb/5.3/ P.TCKT
trong phong
54. | Quy trinh 1ap ké hoach tai chinh hang nam TT/8.1/ P.TCKT
55. | Quy trinh quén 1y tai chinh, tai sin TT/8.5.1/ P.TCKT
56. | Quy trinh thanh toan cac khoan thu chi ndi bo TT/8.5.1a/ P.TCKT
S7. | Quy trinh chi tra lvong cho CBVC cua truong TT/8.5.1b/ P.TCKT
58. | Quy trinh cap hoc bong TT/8.5.1c/ P.TCKT

PHONG QUAN TRI - THIET BI




Ma ho4 :HS/7.5/02/BISO

TRUONG PAI HQC LUAT TP. HCM Ban hanh lan 01
5 . . _ Hiéu lyc tir ngay: 27/9/2017
DANH MUC KIEM SOAT TAI LIEU I1SO | 110 Tone o tang: 419
9001:2015 CAC PON VI
sé tt Tén tai liéu M2s0 | Lanban hanh
’ : (Ky hiéu)

59. | Muc tiéu chat luong MT/6.2/P.QTTB
60. | K¢ hoach thyc hién muc tiéu chat lugng KH/6.3/P.QTTB
61. Quyén han, trach nhiém cta Truong phong, 1 2

CBKSTL va mo ta cong vi¢c cua cac nhan vién Qb/5.3/ P.QTTB

trong phong
62. | Quy trinh kiém soét co s& vat chit cua truong TT/7.1.3/P.QTTB 1 2
63. | Quy trinh cung cip va kiém soét dién, nudc TT/8.5.1/P.QTTB
64. Sllgz trinh mua sam trang thiét bi, phuong tién lam TT/3.4/P.QTTB 1 2
65. | Quy trinh kiém soat hoat dong xay dung co ban TT/7.1.3/P.QTTB 1 2
66. | Hudng dan vé sinh phong hoc, san truong HD/7.1.4/P.QTTB 1 2
67. | Huéng dan quan 1y xe 6 to. HD/7.1.3/P.QTTB 1 2
68. | Huéng dan cong viéc kiém ké tai san hang nam. HD/7.1.3a/P.QTTB 1 2
69. | Quy trinh danh gia lya chon nha cung tng TT/8.4/P.QTTB 1 2
70. | Quy trinh béo tri thiét bi day hoc trong nha truong | TT/7.1.3/P.QTTB 1 2
71. | Quy dinh phong chay chira chay Qb/8.5.1a/P.QTTB 1 2

PHONG HANH CHINH — TONG HQP

72. | Muc tiéu chat lugng ctuia phong MT/6.2/P.HCTH
73. | Ké hoach thuc hién muc tiéu chat lugng cua phong | KH/6.3/P.HCTH
74. Ql{yén han trdch nhiém, ban mo ta cong viée cac OB/5.3/ P.HCTH

chuc danh cua phong
75. | Quy trinh tuyén dung CBVC TT/7.2/ P.HCTH
76. | Quy trinh quan ly van ban cua truong TT/7.5.3/ P.HCTH
77. | Quy dinh quan 1y va sir dung con dau TT/8.5.1/ P.HCTH
78. | Quy trinh xr 1y ky luat TT/8.7/ P.HCTH
79. | Quy trinh ddo tao, boi dudng CBVC ctia trudng. TT/7.3/ P.HCTH
80. | Quy trinh quan 1y hd so CBVC TT/7.5.3a/ P.HCTH
81. giléycgén;@%iin(lj}]; i;)cb'ao hiém xa hoi va giai quyét TT/8.5.18/ P.HCTH
82. | Quy trinh danh gia phan loai CBVC TT/7.2/ P.HCTH

PHONG THANH TRA

83. | Muc tiéu chat luong ciia phong MT/6.2/P.TT
84. | Ké hoach thuc hién muc tiéu chat luong cua phong | KH/6.3/P.TT
85. Qu’yén han Eréch ‘nhiém, ban mo ta cong viéc cac OB/5.3/P.TT

chirc danh cia phong
86. | Quy trinh thanh tra ddi v6i cac phong ban QT/8.5.1/P.TT
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87. | Quy trinh kiém soat giang day trén 16p QT/9.1/P.TT

88. | Quy trinh giai quyét khiéu nai QT/8.2.1/P.TT

89. | Quy trinh giai quyét t& cdo QT/8.2.1a/P.TT

90. | Quy trinh x4c minh vin bang, chimg chi QT/8.5.1a/P.TT

91. | Huéng dan bao cdo cong viéc theo hoc ky HD/7.4/P.TT

PHONG CONG TAC SINH VIEN - Y TE

92. | Muc tiéu chat lugng ctua phong MT/6.2/P.CTSV

93. | Ké hoach thuc hién muc tiéu chat lugng cuia phong | KH/6.3/P.CTSV

94. Qu,yén han ‘Eraich ‘nhiém, ban mo ta cong viéc cac QD/5.3/P.CTSV

chirc danh cua phong ‘
5. Qlfy trjnh ‘Erién khai tuan sinh hoat cong dan — sinh TT/85.1/P.CTSV
vién dau nam hoc.

96. | Quy trinh xét hoc bong khuyén khich hoc tap TT/8.5.1a/P.CTSV

97. | Quy trinh xét hudng tro cap xa hoi. TT/8.5.1b/P.CTSV

98. | Quy trinh xét mién giam hoc phi TT/8.5.1c/P.CTSV

99. | Quy trinh danh gia két qua rén luyén ciia SV TT/8.5.1d/P.CTSV
100. | Quy trinh giai quyét cong viéc hanh chinh cho SV | TT/8.5.1e/P.CTSV
101. | QT danh gi4, lya chon nha cung cap thudc, vat tu 'y | TT/8.4/P.CTSV
102. ST Tb chirc kham strc khoe cho CBVC TT/8.5.1f/ P.CTSV
103. | QT T chirc kham sirc khée cho SV dau vao TT/8.5.1g/ P.CTSV
104. | QT lap dy tru mua thube va phan phéi thude TT/8.4.3/ P.CTSV
105. | QT hudng dan cép ctru va kham chita bénh dbi voi | TT/8.5.1h/ P.CTSV

CBVCyvaSVv

TRUNG TAM DAM BAO CHAT LUQGNG PAO TAO VA
PHUONG PHAP GIANG DAY (AQAC)

106. | Muc tiéu chat lugng Trung tAm MT/6.2/AQAC
107. | K& hoach thuc hién muc tiéu chat luong Trung tam | KH/6.3/AQAC
108. | Quyén han trach nhiém, ban mé ta cong viéc cac

churc danh cia Trung tam QD/5.3/AQAC
109. | Quy trinh cai tién phuong phap giang day TT/10.3/AQAC
110. \(%g?]/ trinh danh gia hoat dong giang day cua gido TT/9.1/AQAC
111. | Quy trinh x4y dung, tham dinh va nghiém thu ho | TT/8.5.1/AQAC

so mon hoc

TRUNG TAM PAO TAO NGAN HAN
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£ . M3 sé Lan ban hanh
So tt Tén tai liéu A
: (Ky hiéu)
112. MT/6.2/TT.DTN

Muc tiéu chét luong Trung tAm

H

113. | K& hoach thyc hién muc tiéu chat luong Trung tam | KH/6.3/TT.DTNH
114. Qu,yen han ‘frach nh1¢£n, ban mo ta cong viéc cac OB/5.3/TT.DTNH
chuc danh cua Trung tam
115. Q‘u}{ }rlnh AChle}l smh’, tu van thong tin cac khoa hoc TT/8.5.1/TT.DTNH
va ti€p nhan dang ky, ghi danh
116. . z , o A A TT/8.5.1a/
Quy trinh cap chung chi/chung nhéan cho hoc vién TTDTNH
117. | Quy trinh tham do y kién cua HV vé cac chuong
{rinh do TT thuc hién TT/9.1.2/TT.DTNH
118. Quy trinh ky HP dao tao voi td chirc co yéu cau E|T/8.5.1b/TTDTN
119. \ R z TT/8.5.1c/
Quy trinh ra d¢ thi ngan han TT.DTNH
TRUNG TAM TU VAN PHAP LUAT
120. Muc tiéu chét lugng Trung tAm EAT/6'2/TT'TVP
121. | Ké hoach thuc hién muc tiéu chat lwong Trung tam | KH/6.3/TT.TVPL
122. Qu,yen han 'Erach nhlc?l, ban mé ta cong viéc cac QP/5.3TT.TVPL
chirc danh cua Trung tam
123. | Quy trinh Tu véan phap lut. TT/8.5.1/TT.TVPL
124. | Quy trinh pho bién phap luat TT/8.5.1a/TT.TVPL
CAC KHOA, BO MON THUQC TRUONG
125. | Muc tiéu chat lugng Khoa, B6 mén MT/6.2/KL
126. | K& hoach thyc hién MTCL Khoa, B mén KHCL/6.2/ KL
127. | MTCV Truong Khoa Qb/5.3a/ KQT-
KQTr
128. | MTCV Pho Khoa QDb/5.3b/ KQT-
KQTr
129. | MTCV Truéng Bo Mon Qb/5.3¢/ KQT-
KQTr
130. | MTCV Giang Vién Qb/5.3¢/ KQT-
KQTr
131. | MTCV Trog ly Khoa QDb/5.3f/ KQT-
KQTr
132. | MTCV C6 van hoc tap Qb/5.3g/ KQT-
KQTr
133. | Quy trinh t6 chirc thong qua bai giang TT/9.1/KLTM
134. | Quy trinh xdy dung ké hoach boi dudng gido vién | TT/7.1.2/KLDS
135. | Quy trinh kiém soat ké hoach hang nam ctua Khoa. | TT/8.5.1b/KLTM
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136. | Hudéng dan sinh vién thuc tap. HD/8.5.1/KLHS

137. | Huéng dan sinh vién viét khoa luan tot nghiép HD/8.5.1a/KLHC

138. | Hudng dan t6 chirc Hoi thao, Toa dam cap Khoa | HD/8.5.1b/KLDS

139. | Quy trinh moi giang vién thinh giang TT/8.5.1c/KQTr

TRUNG TAM THONG TIN - THU VIEN

140. | Muc tiéu chat luong MT/6.2/TT-TT-TV

141. | Ké hoach thyc hién MTCL KHCL/6.3/ TT-TT-
TV

142. | MTCV P. Giam Déc PT Qb/5.3a/ TT-TT-
TV

143. | MTCV P.GD TT Qb/5.3b/ TT-TT-
TV

144. | MTCV NV cong tac phuc vu Qb/5.3¢/ TT-TT-
TV

145. | MTCV NV Coéng tac Hanh Chinh tong hop QDb/5.3d/ TT-TT-
TV

146. | MTCV NV B6 sung tai liéu Qb/5.3¢/ TT-TT-
TV

147. | MTCV NV cong tac nghiép vu QDb/5.31/ TT-TT-
TV

148. | MTCV NV co so vit chat- tai chinh Qb/5.3g/ TT-TT-
TV

149. | MTCV NV cong ngh¢ thong tin Qb/5.3h/ TT-TT-
TV

150. | MTCV NV phat hanh tai liéu Qb/53VTT-TT-TV

151. | MTCV cua T6 trudng phu trach Qb/53k/ TT-TT-
TV

152. | Quy trinh c@p nhat thong tin 1én website TT/8.5.1a/TT-TT-
TV

153. | Quy trinh bd sung tai liéu TT/8.5.1b/TT-TT-
TV

154. | Quy trinh quan ly cong tac hanh chinh — nhéan su TT/7.22[TT-TT-TV

155. | Quy trinh cong tac phuc vu nguoi dung tin TT/8.5.1c/TT-TT-
TV

156. | Quy trinh thanh ly sach TT/75.3/TT-TT-TV

157. | Quy trinh tham do muc d6 hai long cua nguoi dung | TT/9.L2/TT-TT-TV

tin

158. | Quy trinh xr 1y tai liéu dién tir TT/8.5.1d/TT-TT-
TV

159. | Quy trinh tra ctru thong tin theo yéu cau ctia nguoi | TT/82.UTT-TT-TV

dung tin

160. | Quy trinh xtr Iy nghiép vu tai liéu in TT/8.5.1e/TT-TT-
TV

161. | Quy trinh xtr 1y bao, tap chi TT/8.5.1f/TT-TT-
TV

162. | QT phuc ché tai liéu TT/8.5.1g/TT-TT-

v
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163. | QT kiém ké tai licu TT/753/TT-TT-TV
164. | QT. tham dinh dé tai NCKH RI’//8.5.1/ TT-TT-

TRUNG TAM CONG NGHE - THONG TIN
165. | Muc tiéu chat luong MT/6.2/ITTCNTT
166. | K& hoach thuc hién MTCL _IFHCL/G.S/TTCNT
167. | MTCV Giam Poc TT QD/5.3a/TTCNTT
168. | MTCV P.GD TT QB/5.3b/TTCNTT
169. | MTCV Giang Vién QB/5.3¢/TTCNTT
170. | MTCV Chuyén vién Qb/5.3d/TTCNTT
171. | QT Quan tri H¢ thong mang ndi bo & Internet TT/7.1.3/TTCNTT
172. | QT HO tro ngudi dung trong pham vi Nha truong | TT/8.5./TTCNTT
173. | QT dao tao va cap ching chi tin hoc ing dung TT/8.5.1a/TTCNTT

TAP CHI KHOA HQC PHAP LY
174. | Muc tiéu chat luong MT/6.2/TCKHPL
175. | Ké hoach thuc hién MTCL KHCL/6.3/
7 TCKHPL
176. | MTCV Tong Bién Tap Qb/5.3a/ TCKHPL
177. | MTCV Pho Tong Bién Tap QB/5.3b/ TCKHPL
178. | MTCV Thu ky toa soan Qb/5.3¢/ TCKHPL
179. | MTCV Chuyén vién tri su Qb/5.3d/ TCKHPL
180. | Quy dinh bao mat, luu giir cac bai giri dang tap chi | Qb/8.5.3/TCKHPL
181. | Quy trinh tham do y kién khich hang TT/9.1.2/ TCKHPL
182. | Quy trinh chon lya bai dang tap chi TT/8.4.2/ TCKHPL
183. | Quy trinh bién tap bai dang tap chi TT/8.5.1/ TCKHPL
184. | Quy trinh dinh chinh tap chi TT/8.5.1a/TCKHPL
TRUNG TAM KHAO THi
185. | Muc ti€u chat lugng MT/6.2/TTKT
186. | Ké hoach thyc hién MTCL KH/6.3/TTKT
187. | MTCV chuc danh cua céc vi tri trong trung tam QD/5.3/TTKT
188. (bQ;); htir.inh giao nh4n bai thi, lam phach va quan 1y | 10 ¢ 1 rTT
189. | Quy trinh t6 chirc thi TT/8.5.1b/TTKT
190. | Quy trinh quan 1y va in/sao dé thi TT/8.5.1¢/TTKT
TRUNG TAM QHDN&HTSV

191. | Muc tiéu chat lugng MT/6.2/TTQHDN | 1

&HTSV




TRUONG PAI HQC LUAT TP. HCM

DANH MUC KIEM SOAT TAI LIEU 1SO
9001:2015 CAC PON VI

Ma hoa :HS/7.5/02/BISO

Ban hanh lan 01

Hiéu luc tu ngay: 27/9/2017
Trang/ Téng sb trang: 9/9

sé tt Tén tai ligu Maso | Lan ban hanh
, ' (K higu)

192. | Ké hoach thuc hién MTCL KH/6.3/TTQHDN& | 1
HTSV

193. | MTCV chuc danh cua céc vi tri trong trung tam QD/5.3/TTQHDN& | 1
HTSV

194. | Quy trinh khao sat viéc 1am dbi véi SV t6t nghi¢p | TT/85.L/TTQHDN | 1

, 7 &HTSV
195. | Quy trinh xét, cap hoc bong ngoai ngan sach cho | TT/8.5.1b/TTQHD 1
SV N&HTSV

196. | Quy trinh gidi thi¢u viéc lam cho TT/8.5.1c/TTQH 1

DN&HTSV
TRUNG TAM HQC LIEU

197. | Muc tiéu chat lugng MT/6.2/TTHL

198. | Ké hoach thuc hién MTCL KH/6.3/TTHL

199. | MTCV Giam Poc Qb/5.3/TTHL

200. | MTCV NV nghiép vu - cong ng Qb/5.3a/TTHL 1

201. | MTCV NV Thu kho Qb/5.3b/TTHL 1

202. | MTCV NV Kinh doanh - phat hanh Qb/5.3¢/TTHL 1

203. | QT Nghiép vu - cong ng TT/8.5.1/TTHL 1

204. | QT Quan ly kho hoc liéu TT/8.5.1b/TTHL

205. | QT Quan ly Hanh chinh- nhéan sy TT/8.5.1¢c/TTHL

206. | QT Kinh doanh — Phét hanh TT/8.5.1c/TTHL 1

207. | QT Soan thio va quan 1y cic loai hgp dong TT/8.5.1d/TTHL 1

208. | QT Phat trién thi truong va PR TT/8.5.1e/TTHL 1

209. | QT Nhan dién rti ro va bién phap kiém soat phong | TT/6.1/TTHL 1

ngua




