BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC . Poc lap - Tw do - Hanh phiic
KINH DOANH VA CONG NGHE HA NOI

Sé: 45F /KH-BGH Ha Néi, ngay 14 thdng 8 nam 2026

KE HOACH
T6 chirc nhip hoc cho thi sinh tring tuyén dai hoc hé chinh quy Khoa 31

Can ctr két qua tring tuyén dai hoc hé chinh quy Khoa 31 cua Hoi dong
tuyén sinh Truong Pai hoc kinh doanh va Céng nghé Ha N6i; Nha truong théng
bao Ké hoach t churc nhap hoc cho thi sinh tring tuyén dai hoc hé chinh quy
Khéa 31, cu thé:

I. THOI GIAN, PIA PIEM VA HINH THUC NHAP HQC
1. Nhap hoc trwe tuyén:
Tir 07h30 ngay 15/8/2026 dén 17h00 ngay 28/8/2026
Tai Website http://nhaphoc.kden.edu.vn
2. Nhip hoc true tiép:
Tir 07h30 ngay 20/8/2026 dén 17h00 ngay 28/8/2026
(Nghi ngay 23/8/2026)
Sang: 07h30 - 11h00
Chiéu: 13h00 - 17h00
Tai dia chi: Hoi truong B - Truong Pai hoc Kinh doanh va Cong nghé Ha
NGi (56 294, ngé 124 phé Vinh Tuy, phuong Vinh Hung, Thanh phé Ha Ngi).
II. POI TUQONG THAM GIA
1. Ban t6 chirc
- Ban Giam hiéu.
- Pai dién Lanh dao cac don vi lién quan.
2. Céac don vi thue hién nhiém vu tiép don thi sinh nhap hoc
- Can bg, giang vién, nhan vién, nguoi lao dong trong Truong theo phéan cong.
- Céc ¢4 nhén, don vi ngoai trudng tham gia duoc su déng y ctia Ban t6 chirc.
- Tinh nguyén vién

3. Thi sinh tring tuyén Khéa 31 dén nhép hoc
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IIL. CAC PON VI TO CHUC THU'C HIEN
1. Pon vi chi tri
- Phong Cong tac sinh vién chu tri cdng tac t6 chire tiép nhan hd so nhap hoc.
- T4 chirc kham stic khoe thuc hién theo ké hoach riéng.
2. Pon vi phoi hgp
Phong T chttc can bd; Phong Tai chinh - K& toan; Phong Quén ly dao tao;
Vin phong Truong; Phong Quén tri A; Trung tam Truyén thong; Trung tdm tin
hoc; Phong Y té; Doan Thanh nién; Hoi Sinh vién; Trung tdm dich vu A; cac don
vi khac cd lién quan theo quyét dinh ctia Ban t6 chirc.
IV. PHAN CONG NHIEM VU
1. Phong Cong tac sinh vién

- Xay dung ké hoach t6 chirc nhap hoc trinh Ban Giam hiéu quyét dinh;

- Lam thuong truc cua Ban té chirc, chu tri va phéi hop véi cac don vi trong,
ngoai Truong dé td chie tiép don thi sinh va nguoi nha dén lam thu tuc nhap hoc;

- Ban hanh thong béo, huéng dén so d6 nhap hoc;

- Truc tiép diéu hanh cac cdng viéc trong va ngoai Hi truong B trong thoi
gian nhap hoc;

- Chu tri cong tac tidp nhan va xir ly hé so sinh vién, bao gom céc ndi dung:
Phéan cong can bd tiép nhan hé so; tap hudn cdng tac tiép nhan hd so; chuén bi tai
liéu, vin phong pham phuc vu cong téc tiép nhan hd so; thuc hién cac cong viéc
sau khi tiép nhan ho so: phan 16p, chi dinh can b 16p, in the sinh vién, chuyén
théng tin sinh vién mua thé BHYT cho Phong Y té cudi mdi ngay nhép hoc;

- Phéi hop véi Phong Quén tri A chudn bi co s& vat chét tai phong A314
(Phong GVCN Khoa 31) nhép hoc truc tiép va phong A315 nhép hoc truc tuyén;
cha dong bd tri nhan su phuc vu cong tac tiép nhén hd so nhap hoc sau thdi gian
nhép hoc chinh thirc tai Hoi truong B;

- X4y dung ké hoach chup anh lam thé, phat thé cho tan sinh vién sau khi da
phan 16p;

- Tdng hop sb lugng sinh vién nhép hoc vao cudi ngay bao cao Ban Giam hiéu;

- C4c cong viéc khéc (néu cd) phat sinh trong qué trinh td chirc thuc hién.



2. Phong Tai chinh - Ké toan

- Phén cong can bo thu hoc phi, 1€ phi theo giéy bao nhap hoc;

- Téng hop sb luong sinh vién ndp hoc phi, 1& phi nhap hoc vao cubi ngay bao
céo Phé hidu trudng phu trach; Cudi ngay ndp tién vao tai khoan ctia Nha truong mé
tai Ngan hang nong nghiép va Phat trién néng thén Viét Nam - Chi nhanh Ha Nbi;

- Can cir nhiém vu caa cac don vi dugc phan cong phuc vu cong tac nhap
hoc, phong Tai chinh - Ké toan téng hop danh sach can by tham gia, ra soat khéi
lugng cong viéc cac bd phan, lam du toan trinh Phé Hiéu trudng phu trach phé
duyét;

- Thuc hién thanh quyét toan cho cac don vi theo don gia va dy toan da dugc
phé duyét.

3. Phong Quin Iy dao tao (thwong trwee Hoi dong tuyén sinh)

- Gtri théng bao, email, tin nhén zalo t&i toan bé thi sinh tring tuyén thong
tin vé& ké hoach nhép hoc, thoi gian nhéap hoc, huong dan chuén bi hd so nhép hoc,
thong tin can lién hé,...

- Chinh sira bd sung - kich hoat trang web nhdp hoc truc tuyén
(http://nhaphoc.kdcn.edu.vn). Theo déi, hd tro thi sinh nhap hoc truc tuyén;

- Nhap danh séch thi sinh tring tuyén vao hé théng phan mém Unisoft phuc
vu nhép hoc (thu hoc phi va cdc khoan phai thu khac theo Gidy bao nhap hoc va
phén 16p);

- Truc k§ thuat dam bao may chu, hé théng phan mém phuc vu cong tac
nhap hoc dién ra sudn sé;

- Truc hd tro k§ thudt cho can bd tiép nhan ho so nhéap hoc va bo phan tai
chinh - ké ton;

- Thuc hién thu tuc ddi nganh trong thoi gian nhap hoc cho thi sinh;

- Cac cbng viéc phdi hop khac.

4. Van phong truong
- Phén céng can bo truc déng dau, photo oidy to phuc vu nhép hoc;
- Pén tiép khach dén lién hé cong tac lién quan dén nhap hoc;

- Ban hanh Thong bao phan ludng xe vao Trudng trong thoi gian nhép hoc;
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- GUri cdng vin dén cac co quan trén dia ban (phuong Vinh Tuy, phuong
Vinh Hung) thong tin vé thoi gian nhap hoc va cac dé nghi phé)i hop dam bao An
ninh trat tu, an toan giao thong, phong chéy chita chay... trong thoi gian dién ra
nhép hoc cho sinh vién.

5. Phong Y té

- Phéi hop cung khéi stc khoe t6 chirc kham sirc khoe dau vao cho sinh
vién Khéa 31 (theo ké hoach riéng);

- Phan cong 02 can by y té truc nhap hoc (01 can bd truc trong Ho1 truong
B va 01 can bd truc tai phong lam viéc B102Y).

6. Trung tim truyén thong

- Tuyén truyén, huéng dan sinh vién nhap hoc trén cac website, fanpage
chinh thirc, nhém zalo... do Trung tdm truyén thong phu trach theo tai liéu Ban
td chirc cung cap;

- Théng tin dén thi sinh thoi gian dy kién nhap hoc, cac tai lidu can chuén
bi trude khi lam thu tuc nhép hoc;

- Phén cdng can bo truc tdng dai hotline 1900633695 tra 1oi thi sinh vé cac
ndi dung lién quan dén cong tac nhip hoc;

- Thiét ké banner, backdrop va cac 4n pham khac phuc vu tuyén truyén cong
tac nhap hoc; cir can bg trinh chiéu man led tai Hoi truomg B, sanh nha A véi ndi
dung “Chao mung tan sinh vién Khda 31 nhép hoc”;

- Thiét ké phoi thé cho Ban td chirc nhap hoc, gém thé: Ban t6 chirc, Can
bd nhép hoc, can bd kham sirc khée, Tinh nguyén vién, tb phuc vu;

- Phéi hop cung phong Cong tc sinh vién, bé tri can bd chup anh, 1am thé
cho sinh vién khéa 31 (Theo ké hoach riéng, sau khi sinh vién dugc phan 16p).

7. Trung tam tin hoc

- Lip dit may tinh két ndi mang va phan cong 05 can b thuc hién lay dau
van tay cho tan sinh vién mdi budi lam viéc (05 may tinh) tai phong B105;

- Lap dat may tinh, may in két ndi mang tai cac khu vue: Hoi truomg B, khu
Kham stc khoe (sb luong may tinh méy tinh, may in theo dé nghi ctia don vi phu

trach); 05 may tinh két ndi mang tai phong A315 (nhap hoc truc tuyén);
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- Pam bao hé thong mang 6n dinh phuc vu nhap hoc;

- B6 tri cac phong B103, B104, B105 (B103, B104: phong nghi, B105:
phong lay déu van tay) phuc vu céng tac nhép hoc;

- B& tri 02 can b truc k¥ thuat tai phong nhap hoc truc tuyén A315.

8. Phong Quan tri A

- Phéi hop cing Trung tAm truyén théng in céc 4n phdm truyén thong phuc
vu nhép hoc;

- In day deo thé cho ban t6 chirc va can bd phuc vu cong tac nhap hoc theo
thiét ké cua Trung tam truyén thong, g(‘“)m thé: Ban t6 chirc, Can bd nhép hoc, can
bd kham strc khoe, Tinh nguyén vién, to phuc vu;

- Cang banner tai cong Trudng, trude 16i vao Hoi trudng B cac ndi dung
chao mung tan sinh vién nhép hoc;

- Inso dd va quy trinh nhép hoc Khoa 31 dé tai cac khu Vuc: Céng bao vé,
161 vao, 16i ra Hoi truong B, khu vuc sodt vé gui xe; sanh A;

- In bién chi din dit trude cira phong B105: Phong 1dy d4u van tay; Phong
B104, B103: Khu vuc nghi clia thi sinh va nguoi nha; Phong A106: Péng dau.

- In bién chi dan céc don vi chic ning dit tai Hoi truong B theo mau:

- Khu vire dong dau: Nha A, phong A1.06
- Hji dong tuyén sinh: Nha A, phong A310a

- Bau méi tiép nhan d& nghi cua cac don vi ngoai Truong cé nhu cau dat
ban cung cap cic dich vu nhu mé thé ngan hang, sim thé... trinh Ban td chiic
quyét dinh va bé tri khu vuc lam viéc;

- B4 tri ban, ghé cho cac bd phan tham gia nhép hoc;

-Bé tri may tinh, mdy in cho bd phén Tai chinh - Ké toan;

- Lép dat hé théng mai che trudce cira Hoi trudong B, khu vuc san trude céng
soat vé Vinh Tuy;

- Chuén bj 100 ghé Xuén Hoa (ghé gép), hé thng quat may, nudc udng dit
tai khu vuc sén trude ctra Hoi truong B phuc vu thi sinh va ngudi nha dén lam thu
tuc nhap hoc;

- Phan coéng can bg truc am thanh, anh sang, k¥ thuét tai Hoi truong B;
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- Phan céng bao vé md clra, dong cira Héi truong B (m¢é cura Hoi truong B
c4c ngay nhéap hoc trude 06h30);

- Phan cong T6 vé sinh dam bao sach s& sau mdi ca lam viéce;

- Xay dung phuong an dé xe cho sinh vién dang hoc, thi sinh va nguoi nha
dén nhap hoc;

- B4 tri khu vuc an riéng phuc vu cén bd nhap hoc;

- X4y dung céc phuong an dam bao an ninh, an toan, phong chéng chay nd;

- M& clra cac phong B103, B104, B105 cung céc thiét bi dién, chuén bi
nuéc udng.

9. Poan Thanh nién - Hji Sinh vién

Phéan c6ng 55 tinh nguyén vién/ 01 budi truc, thuc hién cac nhiém vu theo
dé nghi cua Ban t6 chrc, cu thé:

- Truc giao thong 30 ngudi/ budi (Ban giao quan s6 cho phong Quan trj A
d didu phéi cling cac luc lugng bao vé. 20 ngudi/ budi cong trude, 10 ngudi/
budi cbng sau);

- Ttr khu vuc cong soat vé xe may dén trudce ctra Hoi truong B: 10 ngudi/
budi: Huéng dan siﬁh vién va nguoi nha lay s6 thtr tu, vao Hoi trudng B;

- Tur clra Hoi trudng B (khu vuc tang 2) vao bén trong Hoi trudng B: 10
ngudi/ budi: Huéng dan sinh vién sap xép ho so theo thir tu Gidy bao nhép hoc,
&n dinh trat tu; Hudng dan sinh vién thuc hién cac bude nop hd so nhéap hoc;

- Tir cira sau Hoi truong B (tang 1) dén hanh lang phong B105, B104, B103:
05 ngudi/ bubi: Huéng dan sinh vién di ldy dau van tay, sau d6 sang khu vuc
kham surc khoe;

- Poan Thanh nién, Hoi Sinh vién 14p danh sach tinh nguyén vién, phan cong
d4u méi phu trach mdi budi dé Ban td chirc lién hé, diéu phdi cong viée. Tinh
nguyén vién mic trang phuc 4o xanh thanh nién Viét Nam;

- Tinh nguyén vién dugc sép xép tai cac vi tri, duogc phé bién va nim rd

nhiém vu cua minh, diéu dong thay ddi theo dé nghi ctia Ban td churc.



V. TO CHUC THUC HIEN

1. Ban Giam hiéu yéu cau Thu truéng cac don vi can cr nhi€ém vu dugce
phan cong b tri can bd, nhan vién nghiém tic chap hanh thuc hién cong viéc theo
ké hoach.

2. Trudng Ban t6 chirc nhép hoc cho thi sinh tring tuyén dai hoc hé chinh
quy Khoa 31, cin cir vao diéu kién thuc té cé quyén diéu chinh noi dung, thoi
gian thuc hién va nhiém vu clia cac don vi, c4 nhan dugc phan cong dé trién khai
hoan thanh nhiém vu.

3. Thu trudng cac don vi can ctt phan cong nhiém vu, 1dp danh sach can bo
thyc hién nhiém vu dé lam thu tuc thanh toan ché dé theo quy dinh va hudng dan
cta phong Tai chinh ké toan.

4. Giao Phong Cong tac sinh vién chu tri td chirc va bdo cao Ban Giam hiéu
két qua thuc hiénM

Noi nhén: . KT HIEU TRUONG

- Ban Giam hiéu (dé chi dao); A
- VP, TCCB, CTSV, QLDT, TC-KT,
QTA, TTTT, TTTH, Y Té, TTDVA DTN,
HSV, To xe Vinh Tuy (dé th/hién);

- TTTT (dé ddiing website)
- Luu VP, P. CTSV.




