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"\/ | QUY TRINH M3 sé: QT/BQLDT/26

L. J%%’A}EMIOO% THU'C HANH THUC TAP Lan ban hanh: 02

4 ; NGOAI TRUONG Ngay hiéu lyc: 31/10/2025.

Theo déi sira chira/bd sung tai liéu
Ngay Vi tri Néi dung sira doi Ghi chu
Phan phoi tai liéu
TT Don vi
Ban Quan 1y Bao tao

Pon vi dao tao

Ban dam bao

chat lugng

Ban Tai chinh

Trung tdm Hop tdc doanh nghiép va Khéi nghiép




: \/ QUY TRINH Mi s6: QT/BQLPT/26
L. J%T)GA{GI\ESEF THU'C HANH THUC TAP | Lan ban hanh: 02
R4 . NGOAI TRUONG Ngay hiéu luc: 31/10/2025.
1. MUC PiCH

Quy trinh nay nhdm quan 1y hoa cong tac t6 chirc, thuc hién ding va dam bao chat
lwong cac hoc phan thuce hanh thuc tip ngoai truong cho sinh vién hé chinh quy va hé
thuong xuyén tai Truong Pai hoc Thu Dau Mot duoc tiép can thuc té tai cac don vi, co
quan doanh nghiép, cong ty va cac to chirc khac.

2. PHAM VI AP DUNG

Quy trinh nay 4p dung cho gidang vién, sinh vién dang giang day va hoc tap tai
Truong Pai hoc Thu Dau Mot, bao gdm ca sinh vién hé chinh quy va thudng xuyén.

3. TAI LIEU THAM CHIEU

Cin ctr Quyét dinh s6 1342/QD-DHTDM ngay 27/11/2023 cia Hiéu trudong Truong
Pai hoc Thu Dau Mot sta doi, bod sung Quyét dinh s 1774/QD-PHTDM ngay
17/11/2021 cua Hiéu truong Truong Pai hoc Thi Dau Mot vé viée ban hanh Quy ché
dao tao dai hoc theo hoc ché tin chi.

Cin ctt Nghi quyét s6 36/NQ-HDT ngay 01 thang 7 nim 2024 ctia Hoi dong truong
Truong Pai hoc Thu Dau Mot vé viée ban hanh Quy ché t6 chirc va hoat dong cua
Truong Pai hoc Thu Dau Mét.

Cin ct Quyét dinh s6: 1057/QD-DHTDM ngay 13 thang 8 nam 2024 cua Hiéu
trudng truong Pai hoc Thu Dau Mot vé viéc ban hanh Quy dinh ché @6 lam viéc cua
vién chuc, nguoi lao dong tai Truong Dai hoc Thu Dau Mot.

Cian cir Quyét dinh sb: 265/QD-DHTDM ngay 29 thang 8 nam 2025 cua Hiéu
trudng truong Pai hoc Thu DAau Mot vé viéc ban hanh Quy ché chi tiéu ndi bo nam 2025
cua Truong Pai hoc Thu Dau Mot.

4. THUAT NGU, PINH NGHIA VA TU VIET TAT
4.1. Thuat ngir, dinh nghia

Thyc hanh thuc tdp: thuc hanh thuc tap va thuc tap tbt nghiép goi chung la thuc
hanh thuc tip ngoai trudng, 1 hoc phan bat budc trong CTDT ma ngudi hoc phai tich
Iy trong qué trinh hoc tap, ap dung cac kién thirc 1y thuyét da hoc vao thuc tién tai co
so thuc tap giup sinh vién tiép can va lam quen Vo1 moi truong lam viée thuc té, rén
luyén phuong phap, k¥ nang lam viéc, k¥ ning mém, nim chic hon kién thirc da trang
bi.

Thuc tap thuc té 1a hoat dong cé thé quan sat, kién tap, thuc hanh hoac lam viéc
thong qua viéc tim hiéu bang cac giac quan tong thé dé nang cao kha ning 4p dung céc
kién thtrc da dugc hoc vao thuc tién.

Sinh vién khi tham gia Thyc hanh thyc tap ngoai truong phai tuan thu nhiing yéu
cau cia CTDT va cac quy dinh khac ciia Truong, thuc hién tét cac quy dinh ciia phap
luat tai don vi thuc tap.

Hoat dong Thyc hanh thyuc tap co thé trién khai trén co s& ung dung cong ngh¢ tién
tién, mo6 phong trong phong thi nghiém, tham quan kién tap ngoai thyc dja.
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\/ _ QUY TRINH Mi s6: QT/BQLPT/26
L. J%%AWIOO% THU'C HANH THUC TAP | Lan ban hanh: 02
: NGOAI TRUONG Ngay hiéu lwc: 31/10/2025.

Pon vi dao tao 1a cac don vi c6 chiic nang dao tao va quan ly sinh vién thugc Truong
bai hoc Thu Dau Mat.
4.2. Tir viét tat

BGH Ban giam hiéu

BQLDT Ban quan ly Pao tao

BDBCL Ban dam bao chat lugng

BTC Ban tai chinh

bVvbT Pon vi dao tao

CTPbT Chuong trinh dao tao

TKB Thoi khoa bicu

THTT Thuc hanh thyc tap

TTHTDN&KN Trung tam Hop tdc doanh nghiép va Khéi nghiép
SV Sinh vién
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N/ QUY TRINH Mi sé: QT/BQLDT/26
L. J%%A?WOO% THUC H ANH THUC TAP Lan ban hanh: 02
R4 . NGOAI TRUONG Ngay hiéu luc: 31/10/2025.
5. NOI DUNG QUY TRINH
5.1. Lwu do
‘< bang ky mon hoc >
:
Ra soét thong tin, lap, phé duyét ké hoach THTT cip DVDT <« é |
=l
S
v =1
Q)
Ay

Kiém tra, trinh duyét BGH

Trién khai thuc hién KH

A 4

Nhap diém va cac ché do theo quy dinh

v

Bao céo két thuc dot thuc tap,
lru hé so
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N/ QUY TRINH M3 sé: QT/BQLDT/26
L. J%T)GA{GEVIIIB% THUC H ANH THUC TAP Lan ban hanh: 02
R4 . NGOAI TRUONG Ngay hiéu luc: 31/10/2025.
5.2. Mo ta
‘. .. Biéu miu/
Thoi han | Nguoi Pon vi ha
TT | Noi dung cong viéc hoan chiu trach héi h. 0_ 50
thanh | nhiém phothep | Minh
ching
Theo ké |Sinhvién
1 DKMH truc tuyén. hoach PVDbT BQLDT
) bvbT
daotao | BQLDT
7  ngay
A < | sau  khi
bVDT xay dung ké 1t thic BMO1
2 hoach THTTNT (du bvbT BQLDT
K . DbKMH
kién) theo quy dinh.
truq
tuyén
BQLDT tiép nhan, ra
soat. TTHTDN&KN phoi .
SN PO 2 3 tudn | BQLDT,
hop ra soat dia diém ‘e khi BMO1
3 THTT theo chuc nang, (tfuoc ‘Al TTHTDN& PVDPT
A bat dau | KN
nhiém vu. vao HK) | BGH
Khong dat: thuc hién lai
budc 2
3  ngay
2 . sau  khi
ven e 10 chinh e | KEL hie BMo2
4 e W@p Ciu e 1y pvpT BQLDT  |BMO03
theo so hg:qng sinh vién hiv/ed
trén hé thong Edusoft. i BMO04
nhgm hoc
phéan
BMO1
DVDT trién khai thyc  |pvpT BMO02
5 hién ké hoach d3a duoc |2 - 8 tuan ’ bVbT BMO03
A A GVHD
phé duyét BMO04
HDO01,02
DVDT hoan tit nhap | Theo
6 diém va cac ché do theo | quy dinh | DVDT };?CBCL’
quy dinh BDBBCL
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V

TRUONG DAL HOC

N U DU MoT

1976

QUY TRINH
THU'C HANH THUC TAP
NGOAI TRUONG

Mi s6: QT/BQLPT/26
Lan ban hanh: 02
Ngay hiéu luc: 31/10/2025.

Thuc hién luu hd so theo

7 quy dinh, 1 tuan bVDT BQLDT
6. BIEU MAU AP DUNG
Thoi gian
TT | Tén biéu miu M3 s6 (néu c6) | luu Noi luu
toi thiéu
Lap ké hoach THTT 5 nam (du
1 Hoc phan thuc tap tot | QT/BQLDT/26/ kién theo 1 BQLDT,
nghiép khong 4p dung | BMO1 chuky kiem | bVDT
BMO1 dinh)
Theo quy trinh | 5 nam (du
. x A QT/BQLDT/26 | kién theo 1 BQLDT,
2 Hudng dan thuc hi¢n chuky kiém | DVDT
dinh)
QT/BQLDT/26/ | 5 nam (dy
Danh sach giang vién BMO02 kién theo 1
3 huéng din sinh vién chu ky kiém bVbT
dinh)
Danh sach sinh vién dang | QT/BQLDT/26/ | 5 nam (du
4 ky THTT (hoc phan thuc | BM03, BM04 kién theo 1 BQLDT,
tap tot nghiép ap dung chuky kiem | bVDT
BMO04) dinh)

7. Yéu chu chung

- Thyc hién phan cong GVHD theo gi‘éy bao day ting hoc ky. Luu ¥ tén nh(')mqt(;)
c6 ma “N” (VD: LQLPT.N101 — hoc lan dau; KITE.N201 — hoc lai...) thuan tién kiém

tra, ra soat.

- Hoc phan THTT ngoai trudng cé thé duge xép hoic khong xép TKB theo dé xuat

cua DVDT.

- SV thuc hién BPKMH truc tuyén cho cac hoc phé“m thuc tap ngoai truong.

- CTPT/chuong trinh thyc hién ra soat s6 lugng SV ding ky, chia nhém theo quy

dinh, hinh thire thuc tap, phéi hop BQLDT diéu chinh bd sung (néu c¢6) va thuc hién:

+ Lap ké hoach THTT ngoai truong (thoi gian theo nhw da dang ky trén gidy bdo
day, dia diém thuc tap, so lwong SV, GV huong dan (va cdp nhdt vao duong link theo

méi HK do BOLPT huéng dan).




: \/ QUY TRINH Mi s6: QT/BQLPT/26
L. J%T)GA{GI\ESEF THU'C HANH THUC TAP | Lan ban hanh: 02
R4 . NGOAI TRUONG Ngay hiéu luc: 31/10/2025.

+ Danh sach sink vién (xudt tir Edusoft) — BMO3.

+ Danh sach gidng vién (xudt tir Edusoft) — BM02.

- DVDT trién khai ké hoach d3 duoc phé duyét:

+ DVOT cdp gidy gidi thiéu cho SV trude khi di thuwce tdp 6 thiéu trude 1 tuan;

+ GVHD chiu trach nhiém phan bé chia nhém nhd tai cac don vi THTTNT phu hop
VOi tinh hinh thuc té tai don vi tiép nhan SV thuc tap;

+ GVHD c6 trach nhiém giam sat, ho tro' SV nham xit Iy cdc van dé phat sinh trong
qua trinh thuc hanh thyc tap;

- DVDT phbi hop céc bén lién quan hoan tat cac ché do theo quy dinh; Bao céo vé
Ban QLDT sau khi két thuc dot THTT 2 tuan.

8. Nguyén tic dam bao chit hrong va hiéu qua cia hoat dong thue tap

a) Pam bao dap Gmg chuan dau ra kién thirc, k¥ nang ciia chuong trinh dio tao qua
cac hoat dong trai nghiém gitp sinh vién lam quen véi moi truong lam vige thyuc te.

b) Phat huy tinh tu chu, sang tao cua sinh vién, nang cao kha nang c6 viéc lam trong
khi dang 1a sinh vién va sau khi tot nghiép.

c) Tao co hoi dé sinh vién thé hién nang luc ban than; c6 kha nang phan tich, danh
gia cho mot cong viéc cu the€; nang cao su ty tin, dinh huéng cho ca nhan, xay dung ké
hoach hanh dong cho ban than, thiét 1ap cac moi quan hé xa hoi, c6 ky nang xir ly céc
tinh hudng phat sinh.

d) Giup sinh vién 1am quen véi céc thiét ché, cac to chirc khac nhau ctia xa hoi, nhan
biét cac quan hé xa hdi trong mot don vi lam viéc va c6 cach tng xur, giao tiép lién van
hoa phu hgp, rén luyén k¥ nang song va lam vi€c trong moi truong canh tranh da van
hoa.

e) Thuc hién d6i méi hoat dong giang day, gin dao tao giita nha trudng va doanh
nghié€p nham tang cuong kha nang c6 viéc 1am va kha nang thich ing cia sinh vién.

9. Yéu cu ddi voi co sé thue tap

a) Co s¢ thuc tap l1a cac doanh nghiép, nha may, phan xuong, xi nghiép, tap doan,
td chirc chinh tri xa hdi, cac truong hoc, vién nghién ctru,.. va phai c6 van ban chap
thudn sinh vién dén thuc tap thuc té.

b) Co s6 thyc tap thuc té phai duoc dam bao vé mit phap 1y (c6 dang ky kinh doanh,
c6 dia chi dang ky hoat dong dbi véi cac don vi 1a doanh nghiép, t6 chirc hodc co chiic
ning gido duc dao tao) nhim dam bao an toan vé than thé, tinh mang va tinh than cho
sinh vién.

¢) Co sé thyc tap phai dap tmg duoc yéu cau ndi dung dao tao chuy€n mon nghiép
vu, kién thirc va phat trién ky nang nghé nghiép, k¥ ndng bo trg can thiét cho sinh vién
de hoan thanh chuén dau ra chuong trinh dao tao.

10. T6 chirc ding ky thue tap

- Pon vi do tao to chic va dinh hudng cho sinh vién dang ky thyc tap theo hoc ky

trong nam hoc trude khi bat dau hoc hoc ky tir 4 — 6 tuan.



: \/ QUY TRINH Mi s6: QT/BQLPT/26
L. J%T)GA{GI\ESEF THU'C HANH THUC TAP | Lan ban hanh: 02
R4 . NGOAI TRUONG Ngay hiéu luc: 31/10/2025.

- Sinh vién ding ky thuc tap tai don vi dao tao (do DPVDT hudng dan). Truong hop
sinh vién khong ding ky duoc noi thuce tip, don vi dao tao phdi hop véi TTHTDN&KN
hd trg tim kiém don vi thyc tap phi hop chuyén nganh dio tao.

- Trudng hop sinh vién tu lién hé thuc tap phai tu chiu trach nhiém vé co s& thuc
tap. Trong truong hop nhan thay dia diém thyc tap khong an toan, khong phu hop, sinh
vién c6 quyén tir chdi thue tép tai dia diém d6, hoic don vi dao tao s& dé nghi sinh vién
tim dia chi khac.

11. Yéu ciu dbi véi sinh vién

- Sinh vién can chu dong quyét dinh hoat dong thyc hanh, thyc tap, phat trién ky
nang va tham gia cac hoat dong chuyén mén ctia minh dam bao nguyén tic tuan thu quy
dinh ctua Phap luat; phu hgp v6i chuong trinh dao tao va nang luc ca nhan.

- Sinh vién c6 thé tich lily cac hoat dong thuc tap tir cic chwong trinh trao doi gido
duc tai cac co s¢ dao tao tai nudc ngoai.

12. Thoi gian thuc tap

a) Hoat dong thuc hanh, thuc tap duoc thuc hién lién tuc va linh hoat trong sudt qua
trinh dao tao tai truong cua sinh vién.

b) Thoi gian thyc hanh, thuc tap dugc tinh tiy thudc vao s tin chi thiét ké trong
CTPT. 1 tin chi thuc hanh tuong tmg v4i 45 - 90 gio thyuc tap tai co sé bao gom thoi
gian nghién ctru, hoc tap va lam viéc tai co s& thuc tdp nhung khong vuot quéa 48
gid/tuan.

13. Trach nhiém ciia giang vién huwéng din

a) Giang vién huéng dan sinh vién thuc tip do Truéng khoa/Trudng nganh phan
cong, co kinh nghiém giang day kién thirc nganh va dung nganh hoac nganh gan. Phy
trach hudng din tai cac co sé thuc tip c6 kinh nghiém thyc té va am hiéu chuyén mén.

b) Duyét ké hoach, tén bao c4o, chuyén dé thuc tap va thuc hién danh gia trong qué
trinh thuc tap cta sinh vién.

¢) Huéng dan §inh Vién thu thap s6 liéu, tai liéu, viét bao céo thuc tap téng hop, lua
chon va dang ky dé¢ tai viét bao céo.

d) Sira bao cao, chuyén dé thyc tap thuc té.

e) Phéi hop véi co s thuc tdp danh gia qua trinh thyc tap cua sinh vién;

f) Chim diém, nhap djém hoc phan thuc tip (bao céo, dé tai, chuyén dé) theo quy
dinh cua Ban Bam bao chat lugng.
14. Céc don vi c6 lién quan

14.1 Ban chi dao cong tac thuc hanh thuc tdp

a) Ban chi dao cap truong dugc thanh 1ap theo quyét dinh ctia Hiéu truong, gdm cac
thanh phan nhu sau: dai dién Ban Giam hiéu, dai dién DPVDT (c6 sinh vién THTT), dai
dién lanh dao Ban quan 1y Dao tao, Ban Tai chinh, Ban HS tro ngudi hoc, Ban Té chuc
nhan sy, Trung tdm hop tac doanh nghi¢p va khéi nghiép.
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: \/ QUY TRINH Mi s6: QT/BQLPT/26
L. J%%AWIOO(T THU'C HANH THUC TAP | Lan ban hanh: 02
R4 . NGOAI TRUONG Ngay hiéu luc: 31/10/2025.

b) Ban chi dao cip truong c6 nhiém vu: Quan 1y xét duyét ké hoach, noi dung vé
cong tac thuc tap, thuc hanh cia sinh vién, ban hanh céc van ban hudéng dan; Chi dao,
quan ly cac hoat dong thyc hanh, thyc tép, ho trg cho sinh vién toan truong; Xem xét va
quyét dinh céac trudong hop khen thuong va ky ludt cua sinh vién thuc tap.

14.2 Don vi dao tao (DVDT)

a) Trién khai hop tac véi cac co so, doanh nghiép tiép nhén thuce tap uy tin dé dam
bao chat lugng thyc tap cta sinh vién khi dang ky ngay tir ddu ndm hoc.

b) Xay dung ké hoach, noi dung, bién soan cac biéu mAu, tai liéu hudng dan cu thé
vé cong tac thuc tap thuc té va dinh huong phuong phap gitp sinh vién tim hiéu noi
dung chuong trinh thuc tap thuc té theo tinh chat nganh nghé.

C) Phéi hop thanh tra, kiém tra tinh hinh thuc tap, thuc té cua sinh vién tai don vi
thuc tap.

d) T6 chirc danh gia, bao cdo tong hop qua trinh to chirc thuc hanh thyuc tap theo
quy dinh.

14.3 Trung tam hop tac doanh nghiép va khoi nghiép (TTHTDN&KN)

a) La don vi thudng truc phdi hop DVDT tim kiém, ra soat, lién hé, két ndi doanh

nghi€p ngoai truong, xdy dung mang ludi co s¢ thue tap dam bao chét lugng, uy tin, tao
diéu kién thuan loi tt nhét cho sinh vién thuc hanh, thue tp hiéu qua, dung tién do.

b) Dai dién nha truong thoa thuén hop tic va mé rong dia chi thue tap voi doanh
nghi¢p, co s& thuc tap phat trién bén ving.

¢) Bé xuit cac ché do xe dua don, noi & sinh vién THTT (néu co); ghi nhan su phoi
hop va tdng qua doanh nghiép, co s& thuc tap theo quy ché chi ti€éu ndi bo.

14.4 Ban Tai chinh

a) Kinh phi chi cho cac dot thyc tap thuong xuyén hang ndm dugc quan 1y, chi tiéu
theo dung ché dg, ti€éu chuan, dinh mrc tai chinh theo quy ché chi ti€u noi bg.

b) Céc truong hop chi phi phat sinh do Hi¢u trudng quyét dinh dya trén cac quy
dinh hién hanh v¢ tai chinh cua nha Truong.
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QT/BQLDT/26/BMO01

TRUONG BH THU DAU MOT CONG HOA XA HOQI CHU NGHIA VIET NAM
PON VI PAO TAO: ............ Péc 1ap - Tu do - Hanh phuc

So :

KE HOACH
THUC TAP ......... , MA HQC PHAN........., SO TIN CHI (... + ...
Hoc Ky ...., nam hoc 20.... - 20....
Kinh giri: - Ban giam hiéu truong Pai hoc Thu Dau Moét;
- Ban quén 1y Dao tao dai hoc truong Pai hoc Thu Dau Mét.
Cén ctr Chuong trinh dao tao ... ctia trudng Dai hoc Thu Dau

Mot va Bé cuong chi tiét hoc phan ............................ ;

Chuong trinh xay du’ng ké hoach thuc hanh, thyc tap, thu:c té cua hoc phan .............
................ nam hoc 20... - 20... danh cho 16p .......................... , tong sd sinh vién
dy kién:...... SV nhu sau:

I. Thoi gian va dia diém
Thoi gian: tr ...... dén ......
Dia diém dw Kkién (dinh kém): ...............
Giang vién/Sinh vién ty lién hé co so thyuce tap:......cceeeeeeeeennnee.

I1. N§i dung thue tap:

(Huwéng dan: Trinh bay cu thé cdc néi dung can thuc tdp, cdc ndi dung nay phai gin véi dé
cwong chi tiét hoc phan)

II1. Thanh phin tham gia

1. Phan cong, nhiém vu ctia giang vién huéng dan sinh vién:

- Co quan thyc tip 1a ngudi hudng dan chinh/ Giang vién trudng 13 ngudi hudng
dan chuyén mén chinh.

Giang vién Nhom (dw S6 lwgng sinh vién
TT . X
kién)
1 Lé Vian A LQLPT.N101 30

- Danh sach &p dung duogc xuat tir hé thong phan mém edusoft (BM02).
2. Danh sach sinh vién THTT
- Danh sach ap dung duogc xuat tir hé thong phan mém edusoft (BM03).
IV. Tién @9 thuc hién
(Cdc phin bén dudi chi la goi y, nQanh/CTPT ¢é thé linh déng thém cdc ndi dung can thiét)
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TT

Noi dung

Thoi gian

Dia diém

Ngudi thuc hién

Xay dung ké hoach thuc hanh,
thyc tap, thuc té nghién ctru

Ghi ro nguoi thuc
hién

Hop trién khai ké hoach

Giay gioi thi€u cua truong dé
gui cac don vi tiép nhan sinh
vién nghién ctru va hoc tap.

Sinh hoat ndi quy, tdp huin
cong tac chuan bi cho thuc
hanh, thuc tap, thuc té nghién
ctru (dung cu, vat liéu, tai liéu
hoc tap, kinh phi, 46 dung ca
nhan, bing ron, vat tu y té)...

- Noi dung thuc hanh....tai dia
diem 1

Muc tiéu:

Yéu ciu:

(Huéng dan: Trinh bdy ngdn
gon, cdc ndi dung trong phan
nay phdi gin véi ndi dung thiee
tdp trinh bay o Muc 1)

Pia diém
denl....

- Noi dung thuc hanh....tai dia
diém 2

Muc tiéu:

Yéu ciu:

(Huéng dan: Trinh bdy ngdn
gon, cdc ndi dung trong phan
nay phdi gén véi ngi dung thuc
tdp trinh bay o Muc 11)

Pia diém
dén?2....

Dia diém...n

- Noi dung thuc hanh....tai dia
diém ...n

Muc tiéu:

Yéu cau:

(Hwong dan: Trinh bay ngdn
gon, cdc ndi dung trong phan
nay phdi gin véi ndi dung thire
tdp trinh bay ¢ Muc II)

bia diém
dénn....

Huéng dan sinh vién xir 1y
thong tin va viet bao céo (toan
dot THTT)
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TT Noi dung

Thoi gian

Dia diém

Ngudi thuc hién

9 | - Viét bao céo thyc tap

- ChAm bdo cdo thuc tap

101 _ Hoan thanh bang diém

-Bdo céo tong két, rut kinh

11 nghiém dot thuc tap

V. Phuong tién va kinh phi

Kinh phi dgt THTT theo quy ché chi tiéu noi bo.

Truwong nganh/CTDT

Ban quan ly Dao tao

TP.Hé Chi Minh, ngay

thang  nam 20...

Lap ké hoach

Duyét cia Lanh dao Truong

Trudéng don vi dao tao
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QT/BQLDT/26/HDO01

UBND THANH PHO HO CHI MINH  COQNG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HOC THU DAU MOT DPoc lap — Tw do — Hanh phiic

HUONG DAN THUC HIEN

THUC TAP ......... , MA HQC PHAN........., SO TIN CHI (... +...)
HOQC KY ...., NAM HQC 20.... - 20...., LOP:...... (.... SV)
(Phan nay danh cho Giang Vién va Sinh vién trong quéa trinh THTT)

I. NHUNG NOI DUNG CAN THUC HIEN

(Huéng dan: Theo ndi dung ciia hoc phan va béo cdo thuc tip)

T Noi dung Ngay / tudn | Yéu cau d6i véi SV | Ghi chd
T
Vi du: Tham quan day chuyén Ngay thie 1/ Ndim vitng ddy chuyé‘n‘
1 | san xuat/ doanh nghiép... tuan 1 san xuat, vé lai so do
minh hoa
2
3
4
II. CAC YEU CAU KHAC

TP. Ho Chi Minh, ngay  thing nam 20...
Trudéng nganh Giang vién huéng din
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QT/BQLDT/26/HD02

HUONG DAN BAO CAO THUC TAP TOT NGHIEP
(Luwu y: Huéng dan nay chi goi y chung, ciac CTPT c6 thé linh hoat diéu chinh
thém cdc ndi dung chi tiét tuy nhién phai dam bdo cdc néi dung chinh can phdi cé theo
huéng dan)

|. Hwéng din thé thirc chung

- Khé gidy A4.

- In mOt mat.

- S6 trang: n6i dung t6i thiéu ... trang, toi da ... trang khong ké phan phu luc (do
don vi dao tao qui dinh).

- Chit trong phan ndi dung: kiéu chit Time New Roman, font size 13-14.

- Can 1&: 18 trai 3cm; phai 2,0 cm; trén 2,0 cm; dudi 2,0 cm.

- Mat do chit binh thuong, khong dugc nén hoac kéo dan khoang céach gitra cac chit.

- Déan cach dong: Cach doan: Before 6pt, After 6pt; Cach dong-line spacing:
multiple 1.15).

- Péanh s6 trang: trang s6 1 bat dau tir phan Phan mo dau.

- Panh s6 tht tu cac bang, hinh anh, so dd/ ban do, ghi tén & dau mdi bang.

I1. Hwéng din bd cuc trinh bay bao céo

1. Trang bia/trang 16t

- Tén trudng: In hoa, dam, phong chit 16n. (14)

- Khoa/B§ mon: In hoa, phdng chir vira. (14)

- Tén d¢ tai: In hoa, phong chit 16n, dam (16)

- Bao cao thyc tap: In hoa, phong chir vura. (16)

- Tén sinh vién: In hoa, phong chit vira. (14)

- Ma sinh vién: In hoa, phong chir vura. (14)

- L6ép: In hoa, phong chir vira. (14)

- Khoa: In hoa, phong chir vira. (14)

- Giang vién huéng dan: In hoa, phong chir vira. (14)

- Nam hoc: In hoa, phong chit vira. (14)

2. Loi cam on
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- Sinh vién bay to long biét on dén nhitng ca nhan, t6 chirc di gitp dd trong qua trinh
thuc tap.

- Lo1 cam on ngén gon, suc tich, thé hién su chan thanh.

3. Phu luc

- Liét ké cac ph?m, chuong, muc cua bao cao theo thu tu.

- Ghi 13 s6 trang tuong tmg cho ting phan.

- Muyc luc 10 rang, khoa hoc gitip nguoi doc dé dang theo ddi noi dung.

4. Noi dung chinh cta bao cao

- Phin mé dau

- Chuong 1: Tong quan vé don vi thuc tp

- Chuong 2: Noi dung va qué trinh thuc tp

- Chuong 3: Panh gia thyc tién va mot sb kién nghi

- Két luan

5. Tai liéu tham khao

I11. Quy dinh cac biéu miu ndp bai

- Giéy gid1 thiéu sinh vién thyc tap (dat ¢ phén dau cua bao cdo thuc tap, ngay sau
trang bia (hodc bia 16t) va trudc cac trang muc luc, 161 cam on).

- Nhan xét ctia don vi huéng dan thuc tap:

+ Phiéu chdm thuc tap t6t nghiép danh cho doanh nghiép 50% (mau phiéu chim tuy
theo dac thu chuyén nganh dat ¢ phan cudi bao cao hoac ngay sau “Lo&i cam on” tuy theo
huong dan cua GV).

+ Phiéu c6 dong ddu moc (moc tron hodc vudng) dé chirng nhan két qua thuc tap.

- Nhén xét cua gido vién huéng dan, Phiéu chdm thuc tdp cia GV hudng dan —
50% dat ¢ phan dau (ngay sau trang bia/trang 16t) hodc phan cuoi (trudc phu luc).

- Sinh vién ndp bai trén h¢ théng E-learning/ Google Drive (Giang vién ty tao link
cho sinh vién nhém minh ndp)/ hoéc theo yéu cau ting CTDT.

- Quy udc dit tén file Béo cao do gidng vién huéng dan quy dinh.

- Mbi sinh vién ndp 01 ban in dong tap kho gidy A4, in mot mat hodc hai mat, bia
trang hoic hodc mau khac theo huéng din hinh thic trinh bay bdo cédo do
Truong/Vién/Khoa, CTDT/nganh quy dinh.

IV. Céu triic ndi dung bao cio (phan nay trinh bay tuy theo dic thi chuyén
nganh)
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Thong thudng mét bai bao cdo thuc tap tét nghiép s& co cac chuong tuy theo dic thu
moi1 nganh. Cau trac tam mo phong cu thé nhu sau.

Phin mé dau

Phan md dau tap trung vao cac ndi dung (gidi thiéu 1y do chon dé tai, muyc tiéu, d6i
tuong, pham vi va cau triic cia bao c4o)

- Ly do chon @@ tai: Gidi thiéu tim quan trong ctia viéc thyc tap trude khi tot nghiép
va sy can thiét cua dé tai bao cao thyc tap

- Muyc tiéu ciia bao céo thyc tdp (néu rd bao cio nham muc dich gi, 4p dung kién
thire, rén luyén k¥ nang...).

- Pham vi va cach thac thuc tap (gé)m thoi gian, dia diém, noi dung thuc tap, cach
thire thuc tap).

- Két qua can thu thap ctia muyc tiéu thuc tap.

Chuwong 1: Tong quan vé don vi thue tip

O phan nay, ban phai trinh bay nhiing thong tin co ban vé don vi ma ban dang thuc

tap, chi nén trinh bay mot cach c6 dong, chinh xéc, khong dai dong, ndi dung khong qué
2 trang giay. Cac nd1 dung bao gom:

- Thong tin chung vé don vi: Tén; dia chi; linh vuc hoat dong cua don vi thyc tap.

- Lich st hinh thanh va phat trién.

- Co ciu to chire: So d6 co cau t6 chirc; chitc ning cua cac bd phan.

- Chrc nang, nhiém vu cia bd phan sinh vién thuc tap.

- Quy mo, nang luc san xuét, kinh doanh...

Chwong 2: N§i dung va qua trinh thue tap

Chuong nay can phai tom tit nhitng 1y thuyét da hoc dé ap dung giai quyét cac van
de néu trong bao cdo. Tuy theo tirng chuyén nganh khiac nhau ma phan ndi dung ly thuyét
s€ khac nhau. Luu y, trinh bay mdt cach khoa hoc va néu ding nhitng nd1 dung ma ban st
dung trong bai bao cao.

- Muc tiéu va ké hoach thuc tap.

- Céc cong viéc dugc phan cong: Mo ta ting nhiém vu dugc giao; Quy trinh va
phuong thuc thyc hién.

- Kién thtrc va k¥ ning da ap dung: Kién thirc chuyén nganh; K§ ning nghé nghiép.

- Két qua dat dugc trong qua trinh thuc tap (khao sat, thu thap tai li€u tir thuc té va
xur 1y so lig¢u)

Chuwong 3: Panh gia thue tién va mot so kién nghi
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- M6t s6 danh gia vé hoat dong cua don vi: Panh gid hoat dong cua don vi (li€n quan
chuyén nganh); Nhirng diém manh cua don vi; Nhitng han ché hodc vén dé con ton tai.

- Bai hoc kinh nghiém vé kién thirc, k¥ ning trong qua trinh thuc tap.

- Mbt s6 kién nghi: Kién nghi ddi v6i don vi thuc tap; Kién nghi ddi véi chuong
trinh dao tao cia Nha truong.

- Pé xuét cac giai phap doi méi ndi dung chuong trinh hoc hodc phuong phap dao
tao (néu co)

Két luan (phan nay khong duoc danh sé chwong, duoc tach riéng so vdi cac phan
trudce)

- Tom tit lai nhitng nodi dung kién thirc, k¥ ning da van dung trong qua trinh thyuc
tap va két qua dat duoc.

- Nhitng diém manh va diém han ché chinh khi thuc tap tai don vi thuc tap.

- Sinh vién hoc duoc nhitng gi sau khi hoan thanh thuc tap.

- Nguyén vong cua sinh vién sau khi hoan thanh thyc tap.

Tai liéu tham khdo

- Ngoai ra, mot bai bao cdo thyc tap tdt nghi¢p hoan chinh can phai c6 Danh muyc tai
liéu tham khao va Phu luc. Phan tai liéu tham khao, sinh vién can phai trich dan tat ca cac
nguén nhu sach, bdo, luan van, bao cdo cii... st dung trong bai bao cao. Cach trich dan phai
theo ding chuan APA7" (tim hiéu quy chuan APA7™ trudc dé dam bao bai béo cdo clia
ban khong bi mac vao 16i dao vin, copy), ndi dung trich dan phai tuyét doi chinh xéc, dé
trong ngodc kép va in nghiéng.

- Trén day la cAu trac, ndi dung cua mot bai bédo céo thyc tap chung cho tat ca cac
chuyén nganh. Du sinh vién hoc nganh nao cling phai tuan thu theo ding cAu truc nay. Con
ndi dung bdo cdo bén trong thi tuy theo tirng chuyén nganh, tirng sinh vién ma cach chia
luan diém, trinh bay no1 dung, do dai ngén. .. s€ khac nhau.
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QT/BQLDT/26/BM02

UBND THANH PHO HO CHI MINH  COQNG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HOC THU DAU MOT DPoc lap — Tw do — Hanh phiic

DANH SACH GIANG VIEN HUONG DAN
(Kém theo Ké hoach sé: ..../KH-....... Ngay... thang.... nam ...)

Y E Yol 1) 1T

Danh sdch dwoc xudt tir hé thong phan mém edusoft nham dam bdo tinh chinh xdc dit liéu
hoc phan.

Tén GV Ma GV Ma& nhom | S6 lwong | Tong sb
TT :
SV nhom
1
2
3
4
TP. Ho Chi Minh, ngay — thing ndam 20...
Truwong don vi dao tao Trwong nganh/CTDT Thu ky

Ban quan ly dao tao



QT/BQLDT/26/BM03

UBND THANH PHO HO CHi MINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC THU DAU MOT Poc lap — Tw do — Hanh phiic

DANH SACH SINH VIEN THUC HANH THUC TAP HK.... NAM HQC.............
(Kém theo Ké hoach sé: ..../KH-....... Ngay... thang.... nam .....)

Luu V: Danh sach dwoc xudt tie hé thong phan mém edusoft nham dam bdo tinh chinh xdc dit liéu hoc phan

Thoi
A L Gv hudéng ) o
Stt Mssv Lop Ho va tén sv Téncongty THTT Pia chi di gian Ghi chu
an
THTT

TP. Ho Chi Minh, ngay  thing nam 20...
Trwéong Don vi dao tao Trwéng Nganh/CTDT Thu Ky

Ban Quan ly dao tao



UBND THANH PHO HO CHI MINH
TRUONG PAI HOC THU DAU MQT

QT/BQLDT/26/BM04

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap — Tuw do — Hanh phic

DANH SACH SINH VIEN VA GIANG VIEN HUONG DAN THU'C TAP TOT NGHIEP

TRUONG/KHOA/VIEN...., HOC KY ...., NAM HOC 202... - 202...

(Ban hanh theo Quyét dinh so............. /OD-DHTDM ngay ......thang......ndm 202.... cia Hiéu trudng Trwong Dai hoc Thit Dau Mt)
Tén co sé G(\;(I)—ICD Thoi Chuwong trinh/
STT MSSV Ho tén Lép R Dia chi L gian | B mon/ma hoc
thue tap ham/hoc A
o cn v | THTT phan
vi/tén)
1 Am nhac/AM001
2
Danh sach nay co sinh vién./.

Ban Quan ly dao tao

Tp. H6 Chi Minh, ngay.... Thang ... ndam ...

Truéng don vi dao tao

Hiéu trwéng

Nguwai 1ap bang
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