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1. Muc dich

Qui trinh nay dugc thiét lap, thug hién va duy tri nham huéng dan kiém soat cac hoat
dong dang ky sur dung trang thiét bi tai Trung tdm Thi nghiém Thyc hanh. Pam bao
viéc cap phat vat tu dung theo thu tuc, quy trinh.

2. Pham vi ap dung:
Ap dung cho toan bd cac don vi khéi Hoa va cac don vi phong ban c6 nhu cau sir dung

phong thi nghiém, thi€t bi va muon dung cu tai TT TNTH

3. Tailiéu tham khao: (Khong c0)

4. Tir viét tat va dinh nghia:

BGH: Ban Giam hi¢u
DCHC: Dung cu - Hoéa chét
DACN: D) 4n chuyén nganh
GPN: Gidy d& nghi

GDTT: Giam doc TT TNTH
GV: Giang vién

KLTN: Khoa luan t6t nghiép
NCV: Nghién ctru vién
PTN: Phong thi nghiém
SV: Sinh vién

HV: Hoc vién

NCS: Nghién ctru sinh

TT TNTH: Trung tdm Thi nghiém - Thuc hanh
TB: Thiét bi

VCPT: Vién churc phu trach
Dinh nghia:

Trang thiét bi: phong thi nghiém, thiét bi, dung cu, tai san khac
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Ho so'luru ky thic TNTH
Ghi chu:

“Nguoi truc tiép sir dung bao gdm: GV, SV, HV, NCS
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4.2. Dién giai ndi dung quy trinh
Budéc 1 va 2:
- Cian ¢t vao nhu cau st dung trang thiét bi: PTN, thiét bi, dung cu,... tuy theo truong
hop Pon vi/ Ca nhan [am GDN gui TT TNTH, cu thé nhu sau:

(1) Sinh vién, hoc vién, NCS thuc hién KLTN/ ludn van, luan an tai TT TNTH:

Khoa/ Pon vi quan 1y (chuyén mon) lam GPN g1 TT TNTH c6 su phé duyét ctua
Ban Giam hiéu, Truéng don vi, kém theo danh sach sinh vién (Biéu mau s6 7);

(2) Dé tai, du an céac cép, hop déng NCKH thuc hién tai TT TNTH:

Chu nhiém dé tai/ Chu tri thyc hién 1am GDN gui TT TNTH c6 su phé duyét cua
Ban Giam hiéu, Truéng don vi, GV huéng dan xac nhan (trudng hop SV dé nghi),
kém theo ban photo Quyét dinh/ Hop ddng lién quan;

(3) Piang ky st dung thiét bi, muwon dung cu phuc vu LVIN/ DACN/ luén vin cao hoc,
lun an: Khoa/ Pon vi quan 1y (chuyén mén) lam GDN gui TT TNTH, kém theo
danh sach nguoi s dung (Biéu mau sb 6);

(4) bang ky st dung thiét bi, muon dung cu dé thuc hién dé tai, du an céc cép, hop déng
NCKH:

Chu nhiém dé tai/ Chu tri thyc hién 1am GDN gui TT TNTH c6 su phé duyét cua
Truéng don vi, GV huéng dan xac nhin (trudong hop SV dé nghi), kém theo ban
photo/scan Quyét dinh/ Hop dong lién quan;

(5) bang ky st dung thiét bi, muon dung cu phuc vu 16p hoc thuc hanh theo tién do:
Khoa/ Pon vi quan 1y lam GDN giri TT TNTH, ghi cu thé thoi gian sir dung theo
tién do;

(6) Dang ky Phong pha ché héa chat dé chuan bi hoa chat mén hoc theo tién do:

VCPT hoa chit cac don vi ding ky truc tiép trén trang web cua TT TNTH:
https://cep.huit.edu.vn/ muc GIANG VIEN-SINH VIEN

(7) Céac trudng hop khac lién hé truc tiép TT TNTH dé dugc huéng dan.

Pé thuan tién cho GV/NCV/SV/HV/NCS khi 1am GDN st dung trang thiét bi tai TT
TNTH, trong truong hop chua nam 16 cac qui trinh tha tuc ¢6 thé lién hé tryc tiép Van
phong TT TNTH dé dugc hudng dan cac thi tuc cin thiét truée khi hoan chinh GDN
theo qui dinh.
Budc 3:
Thu ky TT TNTH tiép nhan ho so, phan hdi lai cho GV/NCV/SV/HV/NCS (néu o) va
trinh Ban Giam d6¢ TT TNTH ky duyét.
Budc 4:
- Ban giam dbc xem xét ky duyét gidy dé nghi;
- Thu ky TT sé& gt lai cho GV/NCV/SV/HV/NCS mot ban sao hodc scan, ban chinh sé&
duoc luu lai hd so.
Budc 5:
- T6 truong phan cong VCPT theo di, thyc hién
- Ding 1én web TT TNTH: https:/cep.huit.edu.vn/ tai muc GIANG VIEN-SINH VIEN
(néu can thiét)
Buéc 6:
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Ding ky tap huin thiét bi: GV/NCV/SV/HV/NCS c6 nhu cdu can tdp huin st dung
thiét bi thi ding ky truc tiép trén trang web TT TNTH: https://cep.huit.edu.vn/ tai muc
GIANG VIEN-SINH VIEN
Budéce 7:
Can b TT lap danh sach d3 ding ky, tién hanh tap huan st dung thiét bi cho nguoi
dang ky, sau khi tdp hudn xong nguoi dugc tap huin ky xac nhan hoan thanh tap huin
Budc 8:
- GV/NCV/SV/HV/NCS ding ky sit dung PTN, TB va xem két qua diang ky trén trang
web TTTNTH: https:/cep.huit.edu.vn/ tai muc GIANG VIEN-SINH VIEN;
Budc 9:
- CBTT ban giao PTN, TB va dung cu khi str dung, hd so giao nhan c¢o tai cac phong thi
nghiém;
- GV/NCV/SV/HV/NCS thyc hién theo thoi gian dé dang ky, tuan thu ding ndi quy, quy
dinh vé an toan PTN va PCCC; phai chiu trach nhiém véi cac sy ¢b do minh gay ra;
- Thuc hién giao nhan theo sy huéng dan cua VCPT.
Budec 10:
Hb so lvu: Gidy dé nghi (file cimg, scan), cac file mém lién quan.




