BO GIAO DUC VA PAO TAO
TRUONG PAI HOC PHENIKAA

AT

@

PHENIKAA

UNIVERSITY

QUY TRINH

LUU CHIEU TAI LIEU
(Kem theo QD s6 688 /QD-DHP-DT&QLSV ngay 27 thdng 12 nim 2020
cua Hi¢u truweong truong Dai hoc PHENIKAA)
M s6: QT.04.TV.NV

Trach nhiém Ngudi soan thio Nguoi kiém tra Ngudi phé duyét

Ho va tén Péo Thi Huong Pham Thi Lanh GS.TS Nguyén Van Hiéu

o | A | g | e

Chire vu TP. PT&QLSV Phé hiéu truwdng
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u Lén ban hanh: 01

PHENIKAA LUU CHIEU TAI LIEU Ngay ban hanh:
UNIVERSITY Trang:Z/S
1. MUC PiCH

Quy trinh ndy quy dinh cdc buéc thuc hién va nhiém vu cua cdc don vi
lién quan trong qua trinh ndp, nhén luu chiu tai liéu theo Quy dinh Nop chiéu
clia Nha truong nhim lwu trip tai Thu vién 100% tai liéu noi sinh 1 ludn van,
khéa luén, thuyét minh dd 4n tét nghiép, dé tai nghién ciru khoa hoc, xuét ban
phim. Nhimg tai liéu nay duge stt dung & phuc vu nhu cdu tham khao cia ban
doc va phit trién nguc’in tai liéu ndi sinh tai Thu vién.

2. PHAM VI VA POI TUQNG AP DUNG

Thu vién, cidc Khoa, phong Pao tao & QLSv cia Trudng Pai hoc
PHENIKAA.

3. CANCUPHAP LY:

Tiéu chuan ISO 9001:2008, ISO 9001:2015;

Quy ché miu Hoat dong théng tin thu vién cdc trudng Pai hoc;

Quyét dinh s6 70/2014/QD-TTg ngiy 10/12/2014 ctia Thi twéng Chinh
phti vé viéc ban hanh Didu 1& truong dai hoc;

Quyét dinh sé 10/QD-DHP-HBQT ngay 27/6/2019 v& viéc Ban hanh didu
1€ Trudng Dai hoc PHENIKAA;

Quyét dinh 03/Qb-DHP-HPQT ngay 22/02/2019 vé& viéc Ban hanh Quy
ché td chuc hoat dong cua Truong Pai hoc PHENIKAA;

Qb sb 683/QD-DHP-DT&QLSV ngay 20 thang 12 nim 2020 cla Hiéu
trudng truong Pai hoc PHENIKAA ban hanh Noi quy thu vién Trudng Dai hoc
Phenikaa;

Qb sb 684/QD-DHP-DT&QLSV ngay 23 thang 12 nam 2020 cla Hiéu
truong trudng Pai hoc PHENIKAA - Quy dinh cic khoan thu tai Thu vién

Trudng Pai hoc Phenikaa.

4. THUAT NGU VA TU VIET TAT
KH : Khoa dao tao
PDT : Phong Pao tao & QLSV
TL : Tai liéu
TV : Luén vin
KL : Khoa luin

™ : Thuyét minh dd 4n
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NCKH : Dé tai nghién ctru khoa hoc
XBP : Xuét ban phim

LC : Liru chiéu
HDP : H6i dbng khoa hoc, hdi ddng chim luén van/ khéa ludn/ dé an
5. NOI DUNG QUY TRINH
5.1 Lwru @5
STT |STT T:E\i liél}/
[ Tién trinh ] Biéu mau
) lién gquan
1 | TV —Y Quy dinh
Théng tin quy dinh ndp luu ndp lru
chiéu chiéu
2 PT&QLSV Lép danh s&ch ngudi nop
3 | TV , ¥
Nguoi ndp _ Tiep nhén TL nép LC -
v

Kiém tra va xir
ly/bién muc

— Hoan thién TL -
4TV Cp gifly x4c nhan
5 [TV
Bién mue, luu
hénh TL
5.2 Dién giai

Budéc 1: théng tin vé quy dinh ngp hru chiéu

- Thu vién giti vin ban quy dinh ctia Nha trudng vé viée luu chidu dén cac don
vi lién quan qua hanh chinh/ qua mail,

Buwdre 2: Lap danh sich ngudi ndp Iwu chidu
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- KH/PDT&QLSV pho bién quy dinh ndp luu chiéu cia Nha truéng dén sinh
vién/ hoc vién/ tic gia khi bdo v& thanh céng khéa ludn/ d6 ar/ luén van/ dé
taj nghién ctru khoa hoc ho#ic xuit ban xuét ban phim khac.

- KH/PDT&QLSV gui danh sach sinh vién/ hoc vién/ tdc gid bao vé thanh
cong khoéa luan/dd an/ludn van/ @& tai nghién ctru khoa hoc hodic xuit ban
xuét ban phdm khéc ¢& Thu vién theo ddi va nhic nhé ndp luu chidu

Buée 3: Tiép nhén va kiém tra tai liéu ndp hru chiéu

- Sinh vién/ hoc vién/tdc gia mang khéa ludn/ thuyét minh @b &n/luin vin/dé
tai nghién ciru khoa hoc/ xuét ban phim dén Thu vién dé ndp luu chidu theo
s6 lwrgng va quy cach trong Quy ché vé ndp lwu chidu ciia Nha trudng,

- Sau khi tiép nhan, phan vién kiém tra sé luvong ban gidy, ban CD/DVD tai
litu nép luu chidu; so sanh sy trung khép gitta nhan dé, néi dung, sb
trang,..... gitta ban gidy va flie chép trong CD/DVD

- Sau khi kiém tra théng tin tai lidu, néu dat, nhan vién nhén tai liéu nép hwu
chidu, néu khong dat, nhén vién gii lai ngudi ndp hoan thién (Iip lai bude 3)

Buéc 4: Cap gidy x4c nhan

- Nhén vién thu vién nhan tai liéu ndp luu chiéu, cdp gify x4c nhan da nép luu
chiéu ngudi ndp (BM.QT.TV.02.01)

Buwd'c 5: Bién muc va lwu hanh tai liéu

- B phén B6 sung tai liéu ban giao tai liéu ndp luu chidu d& B phan Xir Iy tai
liéu bién muc, dan nhan

- Sau khi xir Iy tai liéu, bd phén Bién muc tai liéu ban giao tai lidu ndp luu
chiu cho Bd phan Luu hanh xép gia, dua tai lidu vao luu hanh.

6. LUU HO SO

STT Tén ho so M3 hiéu (néu c6) Trach nhiém Thoi
lru/Noi lru gian lwu

1 | Danh muc tai 1ié Luu trén phén| Vinh

lwu chibu tiép mém Thu vién vién

nhan phéin theo
loai tai liéu (sach
in, tai khoan dién
tr, khoa ludn,
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thuyét minh do
4n, luin vin, dé
tai nghién clu
khoa hoc). -

2 |Bién nhédn lyu|BM.01.QT.04.TV.NV |Luu tai Thu vién,| 5 nim
chiéu tai liéu Khoa, phéng Pio
tao &QLSV
7. BIEU MAU PINH KEM
STT Tén mau Ma hiéu
1 | Bién nhan luu chiéu i liéu BM.01.QT.04.TV.NV
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Ludn an kém theo:

- Ban tom tat ludn dn/ludn van.

- Bia CD: Gom ndi dung ludn dn/ludn vin va tém tit.
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QUY PINH VE HINH THU'C TRINH BAY
LUAN AN, LUAN VAN, KHOA LUAN TOT NGHIEP

I. TRINH BAY BiA

1. LUAN AN TIEN S

* Trang bia ngoai: Xem méu I

- Bia cieng mau dé (khdng bong kinh, khdng gay xo0an) in chir ma vang.

-BO GIAO DUC VA PAO TAO (font size 13)

- TRUONG PAI HQC PHENIKAA (font size 13)

- Logo Dai hoc Phenikaa: kich thude 2.5cm x 2.5¢m

-HO VA TEN ddy du (ca déu, néu c6) (font size 16)

- TEN PE TAI NGHIEN CU'U TRINH BAY BANG NGON NGU NGHIEN
CUU (font size 20)

- LUAN AN TIEN ST NGANH... (font size 16, trinh bay bing ngén ngit nghién
ciru) '

- KHOA ...(font size 16)

- NGUGI HUONG DAN: HO VA TEN ddy di (ca déu, néu c6) (font size 16)

- Ha N6i — Nam 20.. (font size 13)

* Trang bia I6t: Xem mébu 2

- BO GIAO DUC VA PAO TAO (font size 13)

- TRUONG DPAI HQC PHENIKAA (font size 13)

- Logo Dai hoc Phenikaa: kich thuédce 2.5cm x 2.5cm

- HO VA TEN ddy du (ca déu, néu c6) (font size 16)

- HO VA TEN (theo phién 4m quédc té déi véi chit tuong hinh, néu c6) (font size
16)

- TEN PE TAI NGHIEN CUU TRINH BAY BANG NGON NGU NGHIEN
CUU (font size 20)

- TEN PE TAI NGHIEN CU'U TRINH BAY BANG TIENG VIET (font size
20)



- LUAN AN TIEN ST NGANH... (font size 16, trinh bay bing ngdn ngit nghién

ciru)

- KHOA ...(font size 16)

-NGUOI HUONG DAN: +HOQ VA TEN déy db (ca diu, ndu co) (font size 16)
+ HO VA TEN (theo phién 4m québc té dbi véi chir
tuong hinh, néu ¢6) (font size 16)

- Ha N§i — Nam 20.. (font size 13)

* Pong gay va in ndi dung:

HQ VA TEN * LUAN AN TIEN ST * NAM BAO VE

* Ban tém tit ciia lufin 4n tién s

Trinh bay hinh thirc trang bia giéng ban chinh cia luan 4n, font size 12 nhung in

khd gidy A5, bia mau xanh mém, khong béng kinh, khéng gay xoén.

2. LUAN VAN THAC S

* Trang bia ngodi: Xem miu 3

- Bia cieng mau xanh dwong (khong bong kinh, khéﬂg gdy x0&n) in chir ma vang,

-BO GIAO DUC VA PAO TAO (font size 13)

- TRUONG PAI HQC PHENIKAA (font size 13)

- Logo Pai hoc Phenikaa: kich thudc 2.5cm x 2.5¢cm

- HO VA TEN diy du (¢ déu, néu ¢6) (font size 16)

- TEN PE TAI NGHIEN CU'U TRINH BAY BANG NGON NGU NGHIEN

CU'U (font size 20)

- LUAN VAN THAC ST NGANH... (font size 16, trinh bay bing ngdn ngit nghién

clru)

-KHOA ...(font size 16)

- NGUOI HUGNG DAN: HQ VA TEN day du (ca du, néu c6) (font size 16)

- Ha N&i ~ Nim 20., (font size 13)

* Trang bia I6t: Xem méu 4

-BO GIAO DUC VA PAO TAO (font size 13)

- TRUONG PAI HOC PHENIKAA (font size 13)

- Logo Pai hoc Phenikaa: kich thudce 2.5cm x 2,5¢cm
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- HO VA TEN day di (¢4 déu, néu co) (font size 16)

- HO VA TEN (theo phién 4m quéc té di véi chix tirgng hinh, néu c¢6) (font size

16)

- TEN PE TAI NGHIEN CUU TRINH BAY BANG NGON NGU NGHIEN

CUU (font size 20)

- TEN DE TAI NGHIEN CU'U TRINH BAY BANG TIENG VIET (font size

20)

- LUAN VAN THAC SI NGANH... (font size 16, trinh biy bing ngdn ngit nghién

clru) ‘

- KHOA ...(font size 16)

- NGUOI HUGNG DAN: +HO VA TEN dy du (ca ddu, néu c6) (font size 16)
+HO VA TEN (theo phién am quédc t& ¢8i véi chit
twong hinh, néu c6) (font size 16)

- Ha N§i — Nam 20.. (font size 13)

* Pong gy va in néi dung:

HO VA TEN * LUAN VAN THAC SI * NAM BAO VE

* Ban tém tit:

Trinh bay hinh thirc trang bia giéng ban chinh cia ludn vin, font size 12 nhung in

khd gidy A5, bia mau xanh mém, khong bong kinh, khéng gy xoin.

3. Khéa luin tét nghiép

* Trang bia ngodi: Xem miu 5

- Bia citng miu xanh Id cdy (khong bong kinh, khéng gay xoin) in chir ma vang.
- TRUONG PAI HOC PHENIKA A(font size 13)

- KHOA (font size 13)

- Logo Pai hoc Phenikaa: kich thude 2.5cm x 2.5¢cm

- HO VA TEN day du (ca déu, néu ¢6) (font size 16)

- TEN DE TAI NGHIEN CUU TRINH BAY BANG NGON NGU' NGHIEN
CU'U (font size 20)
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- KHOA LUAN TOT NGHIEP NGANH... (font size 16, trinh bay bing ngbn ngit

nghién ciru)

- KHOA ...(font size 16)

-NGUOI HUGNG DAN: HQ VA TEN day dii (c4 déu, néu c6) (font size 16)

- Ha N§i — Nam 20.. (font size 13)

* Trang bia lot: Xem miu 6

- TRUONG PAI HQC PHENIKAA (font size 13)

- KHOA (font size 13)

- Logo Pai hoc Phenikaa: kich thude 2.5¢cm x 2.5¢m

-HO VA TEN déy di (ca ddu, néu c6) (font size 16)

- HO VA TEN (theo phién am quéc té dbi v6i chif tugng hinh, néu c6) (font size

16)

- TEN PE TAI NGHIEN CUU TRINH BAY BANG NGON NGU NGHIEN

CU'U (font size 20)

- TEN BE TAI NGHIEN CUU TRINH BAY BANG TIENG VIET (font size

20)

- KHOA LUAN TOT NGHIEP NGANH... (font size 16, trinh bay bing ngbn ngit

nghién ciru)

-KHOA ...(font size 16)

- NGUCOI HUONG DAN: +HOQ VA TEN ddy da (ca ddu, néu c6) (font size 16)
+HQ VA TEN (theo phién 4m quéc t& déi véi chir
twong hinh, néu ¢6) (font size 16)

- Ha No§i — Ndm 20.. (font size 13)

* Pong gdy va in ndi dung:

HO VA TEN * KHOA LUAN * NAM BAO VE

II. SOAN THAO VAN BAN (Ap dung chung cho ¢a Lu4n 4n, luin vin, khoa

ludn)

* Ban chinh ludn an/ lugn viin/ khoa luin:
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- S dung font chif phu hop véi ngbn nglt sit dung trong vdn ban, ¢& chit 13; mét dod
chit binh thudng, khéng nén hodc kéo din khoang cach gifta céc chit; dan dong dit
& ché d6 1,5 dong; 18 trén 3cm; 1€ dudi 3em; 18 trdi 3,5¢m; 18 phai 2cm.

- S8 trang dugc danh gifia, phia dudi mbi trang gidy.

- Van ban dugc in trén moét mat gidy tring khd A4 (210x297mm).

* Ban tom tit clia ludn 4n/ luin viin/ khéa ludn:

- Sir dung font chit phu hop véi ngdn ngilr st dung trong van ban, c¢& chit 13; mat
d chir binh thudng, khéng nén hoic kéo dén khoang céch gifta cic chit; dan dong
dat & ché 4o 1,5 dong; 1€ trén 3em; 18 dudi 3em; 18 trai 3,5cm; 18 phai 2cm.

- 84 trang duge danh gifta, phia dudi mdi trang gidy.

- Vin ban duge in trén mot mat gidy tring khd AS (148x210 mm)

I1I. YEU CAU NQP LUU CHIEU LUAN AN/ LUAN VAN/ KHOA LUAN
CHO THU VIEN

A.BAN CUNG LUAN AN/ LUAN VAN/ KHOA LUAN:

* Nop 02 béan cirng hoan chinh sau khi bao v¢, sau khi dugc chinh sira déng thanh
01 quyén theo trat tir gdm:

1. Bia cing
2. Bia lot
3. Viét tat
4. Bang biéu
5. L&icam on
6. Muc luc
7. N6i dung chinh ciia ludn vin
8. B4o c4o chinh sira c6 chi¥ ky cia hoc vién, Chi tich hdi ddng, Gido vién huéng
dan (ban photo) '

9. Bién ban chim Iuan vin (ban photo)

10. 02 nhén xét cia phén bién 1, phan bién 2 (ban photo)

* N6p 01 ban tom tit cia Luén an/ Luén vin

B. BAN MEM VA PIA CD LUAN AN/ LUAN VAN/ KHOA LUAN: 01 CD

L4



- C6 01 t&p chinh thirc ciia ludn 4n/ luén vén (2 dinh dang Word va PDF) hoan
chinh san khi bao vé, sau khi duge chinh stra (giéng ban cting) gdp thanh 01 tép
theo trét tu gém: Bia: bia 16t; viét tit; bang biéu; 161 cam on; muc luc; chinh vin;
bao cdo chinh sira co chit ky hoc vién, Chu tich hi déng, Gido vién huéng din (ban
scan); bién ban chdm luén vin (ban scan); 02 nhén xét clia phén bién 1, phan bién 2
{ban scan)

- C6 01 tép chinh thirc cia Khéa luén tét nghiép (2 dinh dang Word va PDF) (gibng
ban cing) d3 bao gdm ca t&p bia; bia 16t; viét tit; bang bidu; 11 cam on; muc luc;
chinh vin

- C6 01 tép chinh thirc cia ban tom tit (2 dinh dang Word va PDF) d6i voi Ludn an/

Luén vin



BO GIAO DUC VA PAO TAO (font size 13)
TRUONG PAI HQC PHENIKAA(font size 13)

PHENIKAA

UNIVERSITY

HO VA TEN (font size 16, ca déu, néu c6)

TEN PE TAI NGHIEN CUU TRINH BAY BANG

NGON NGU NGHIEN CUU (font size 20)

LUAN AN TIEN ST NGANH.. (font size 16, trinh bay biing ngén ngf nghién

ciru)
KHOA ...(font size 16)

NGUOI HUGNG DAN: HO VA TEN day du (ca déu, néu co) (font size
16)

Ha N§i - Nam 20.. (font size 13)




Mau 2

BO GIAO DUC VA PAO TAO (font size 13)
TRUONG PAI HQC PHENIKAA(font size 13)
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UNIVERSITY

HO VA TEN (font size 16, ci déu, néu ¢6)
HO VA TEN (Theo phién 4m Quéc té déi véi chir twong hinh, néu c6)

TEN PE TAI NGHIEN CUU TRINH BAY BANG
NGON NGU NGHIEN CUU

TEN DPE TAI TRINH BAY BANG TIENG VIET

(font size 20)

LUAN AN TIEN ST NGANH... (font size 16, trinh bay bang ngdn ngir

nghién ciru)
KHOA (font size 16)
NGUGI HUGNG DAN: HO VA TEN (font size 16, ca déu, néu c6)

HO VA TEN (Theo phién &m Quéc té déi véi chir
tirgng hinh, néu c6)

Ha Ni - Nam 20.. (font size 13)




BO GIAO DUC VA PAO TAO (font size 13)
TRUONG DPAI HQC PHENIKAA (font size 13)
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PHENIKAA

UNIVERSITY

HO VA TEN (font size 16, ca ddu, néu c6)

TEN PE TAI NGHIEN CUU TRINH BAY BANG

NGON NGU NGHIEN CUU font size 20)

LUAN VAN THAC SI NGANH...(font sizé 16, trinh bay bing ngdn ngi
nghién ciru)
KHOA ...(font size 16)

NGUOI HUONG DAN: HO VA TEN ddy do (ca déu, néu c6) (font size
16)

Ha Néi - Nim 20.. (font size 13)
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BOQ GIAO DUC VA PAO TAO (font size 13)
TRUONG PAI HQC PHENIKAA(font size 13)

olo

O

UNIVERSITY

HO VA TEN (font size 16, ca diu, néu co)

HO VA TEN (Theo phién 4m Qubc té dbi vai chir trgng hinh, néu c6)

TEN PE TAI NGHIEN CUU TRINH BAY BANG
NGON NGU NGHIEN CUU

TEN PE TAI TRINH BAY BANG TIENG VIET

(font size 20)

LUAN VAN THAC SI NGANH... (font size 16, trinh bay bing ngdn ngfr

nghién ciru)
I KHOA (font size 16)
NGUOI HUONG DAN: HO VA TEN (font size 16, ca diu, néu co)

HO VA TEN (Theo phién 4m Quéc té déi véi chir
tuong hinh, néu c0)

Ha Néi - Nam 20.. (font size 13)
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TRUONG DAI HQOC PHENIKAA(font size 13)
KHOA...(font size 13)
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U/

UNIVERSITY

HO VA TEN (font size 16, ca d4u, néu co)

TEN PE TAI NGHIEN CUU TRINH BAY BANG
NGON NGU NGHIEN CUU (font size 20)

KHOA LUAN TOT NGHIEP NGANH... (font size 16)

KHOA (font size 16)

NGUOI HUGNG DAN: HO VA TEN diy du (ca diu, nbu ¢6) (font size
16) -

Ha Ngi - Niam 20.. (font size 13)




TRUONG PAI HOC PHENIKAA (font size 13)
KHOA... (font size 13)

O

PHENIKAA

UNIVERSITY

HO VA TEN (font size 16, ca déu, néu c6)

HO VA TEN (Theo phién 4m Quéc té ddi véi chit trgng hinh, néu c6)

TEN PE TAI NGHIEN CUU TRINH BAY BANG
NGON NGU NGHIEN CcUU

TEN PE TAI TRINH BAY BANG TIENG VIET

(font size 20)

KHOA LUAN TOT NGHIEP NGANH... (font size 16, trinh bay bing

ngbn nglt nghién ciru)
KHOA (font size 16)
NGUOI HUOGNG DAN: HO VA TEN (font size 16, ca déu, néu c6) 9

HO VA TEN (Theo phién 4m Quéc t& déi véi chix
tirgng hinh, néu c6)

H2a N§i - Nam 20.. (font size 13)




