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SO GIAO DUC VA PAO TAO NINH BINH

TO CHUC CONG TAC COI THI CUA CHU TICH HQI PONG COI THI
Chu tich Hoi déng coi thi thyc hién check theo dung thir tu, tién trinh budi thi
(tich ddu X vao cdc muc twong g dd hoan thanh)
(Kém theo Céng vin sé /SGDPT-QLCL, ngay /5/2026 cua So GDDT tinh Ninh Binh)
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C (T)Eg\TzE; C NOI DUNG CONG VIEC nggN
: THANH
1 Ra soat cac diéu kién chuan bi cho bubi thi: phong lam viéc, phong thi, nhan su, ho so,....
2 Kiém tra viéc niém phong cac phong lam viéc, phong hoc khong duoc sir dung.
3 Triéu tap du thanh phan dé chimg kién m¢ niém phong tii dung dé thi. M& tii dung dé thi lay Bi dé thi
dung mon thi theo lich thi. Hoan thanh bién ban.
4 Hop Ho1 dong coi thi trude buoi thi (pho bién, rut kinh nghiém budi thi trude, quan triét, phan cong
nhiém vu cho cac thanh vién).
5 T chuc bat tham, phan cong nhi¢m vu cho Giam thi coi thi va Giam thi giam sat.
6 T chirc bat thim cach danh s bao danh, ban giao hd so phong thi, van phong pham cho Giam thi thi
hai.
7 Cho Giam thi coi thi va Giam thi giam sat vé vi tri da bat tham.
Lam thu tuc cho thi sinh vao phong thi.
9 Giam thi tht nhat tré vé phong lam viéc ctuia Hoi dong coi thi.

Cho céc Giam thi thir nhat chimg kién tinh trang niém phong cua Bi dung Tui dé thi.
10 Cit Bi, kiém dém, phat Tai dung dé thi cho Giam thi thir nhat. Hoan thanh bién ban cit Bi dung Tai dé
thi; bién ban ban giao Tui dé thi cho Giam thi thir nhat.

Nhic nhd Giam thi th nhat thuc hién dang hiéu lénh cat tai dé thi, hiéu lénh tinh gio 1am bai. Cha ¥

H cach cit Tai dung dé thi, kiém dém, cach phat dé thi.

12 Cho Giam thi thir nhat tré vé phong thi.

13 T6 chirc kiém tra thuc hién quy dinh, quy trinh 1am thi cia Gidm thi, Gidm thi gidm sat,...
14 Nam s liéu thi sinh dy thi, vang thi, cac tinh huéng vé dé thi (néu c9),...

15 T chirc thu d¢é thi thira tai phong thi.

16 B4o c4o nhanh tinh hinh coi thi vé S6 GDDT (chdm nhdt 30 phiit sau khi tinh gio- lam bai).

17 Kiém tra viéc thyc hién quy dinh, quy trinh 1am thi cta thi sinh, Giam thi, Gidm thi giam sat.

T6 chirc viéc thu bai thi, hd so thi, dé thi, gidy nhap (néu c6) theo quy dinh. Hoan thanh cac thu tuc

1 . s
8 hanh chinh trén cac Tui dung bai thi.

19 Niém phong, bao quan bai thi, ho so thi.

20 Hoan thanh cac bién ban cua budi thi.

21 Hop danh gia cong vi¢c cua budi thi va din do cac cong viéc chuan bi cho bubi thi tiép theo.




SO GIAO DUC VA PAO TAO NINH BINH
CONG VIEC CUA THU KY HOI PONG COI THI

Thu ky thuc hién check theo dung th tu, tién trinh budi thi va cong viéc dwoc giao
(tich dau X vao cdc muc twong g dd hoan thanh)

(Kém theo Céng vin sé /SGDDT-QLCL, ngay  /5/2026 cua So GDDT tinh Ninh Binh)

TT

NOI DUNG CONG VIEC

PA
HOAN THANH

Kiém tra du tai dung bai thi, gidy thi, gidy nhap, sip xép khoa hoc cac loai hd so, bién ban, van phong
pham, nhan niém phong. Kiém tra tai ho so phong thi dam bao day du theo quy dinh.

: Kiém tra cic phuong 4n danh sé bao danh thi sinh trong phong thi; phiéu bét thim phong coi thi cho Giam
thi coi thi, Gidm thi giam sat, vi tri gidm sat cho Giam thi giam sat.

2 |Chuan bj bién ban mé tu dyng dé thi, niém phong tii dung dé thi. Hoan thanh bién ban.

3 |Hoan thanh céc bién ban bét thim phong coi thi, giam sat cho Giam thi coi thi, Giam thi giam sat.

4  |Hoan thanh bién ban bat thaim phuong an danh s6 bao danh thi sinh trong phong thi cho Giam thi thit hai.

5 |Chuan bj bién ban ky nhan va phat tGi hd so phong thi cho Giam thij thr hai. Hoan thanh bién ban.

¢ Chuén b, ghi bién ban cit Bi dung tai dé thi. Hoan thanh bién ban cat Bi dung ti dé thi, bién ban ban giao
tui dung de thi.

7 |Chuan bj bién ban giao nhan dé thi thira. Thu dé thi thira theo phan cong ctia Chu tich Hoi ddng coi thi.

8  |Tong hop sb liéu thi sinh vang thi, vi pham quy ché (néu co).

9  |Cap nhat sb liéu cua budi thi

10 |Hoan thién s6 lidu bao céo nhanh giri vé S& GDPT (chdm nhat 30 phiit sau khi tinh gio).

11 |Thu bai thi theo phan cong ciia Chu tich Hoi ddng coi thi.

12 |Hoan thanh cac bién ban ciia Hoi dong coi thi.

13 |Niém phong ta dung bai thi. Hoan thanh céc bién ban cta budi thi.

14 |Chuan bi ho so, biéu mau, vin phong pham cho budi thi tiép theo.




SO GIAO DUC VA PAO TAO NINH BINH
QUY TRINH COI THI CUA GIAM THI THU NHAT

Giam thi coi thi thuc hién check theo thir tw, tién trinh ciia budi thi
(tich ddu X vao cac muc twong g dd hoan thanh)

(Kém theo Céng vin sé SGDDT-QLCL, ngay  /5/2026 cua So GDDT tinh Ninh Binh)

, < bA
THU TU . A _ MOC <
b - NOI DUNG CONG VIEC \ HOAN
CONG VIEC THOI GIAN THANH
1 Lén phong thi, kiém soat Giam thi thtr hai ghi sé bio danh cua thi sinh ding vi tri theo

phuong an da bt tham dugc.

Khi c6 hiéu 1énh, goi tén thi sinh vao phong thi, phdi hop cting Giam thi tht 2 dé kiém tra thi

2 sinh khéng mang vao phong thi cac vat dung trai quy dinh. Giam sat thi sinh ngdi dung vi tri.

3 Khi c6 hiéu 1énh di nhan dé thi, kiém tra tinh trang niém phong, thong tin trén ti dé thi ding
vGi bai thi theo lich thi, ky bién ban giao nhan tai dé thi.
Khi ¢6 hiéu 1énh, cho thi sinh ca phong chimg kién tinh trang cta tai dung dé thi, goi 02 thi

4 sinh 1én kiém tra truc tiép, ky va ghi rd ho tén vao bién ban cit tai dung dé thi tai phong thi.
Cét thi dé thi, kiém dém sd lugng, bao céo tinh trang dé thira, thiéu (néu co).

5 Khi c6 hi¢u 1€nh, phat dé thi cho thi sinh.

6 Nhic thi sinh kiém tra tinh trang dé thi, bao lai Giam thi giam sat néu thay bat thuong dé xir
1y (cham nhét 05 phut tinh tir thoi diém phét dé thi).

. Hoan thién cac thu tuc hanh chinh; ky, ghi rd ho va tén trén gidy thi, gidy nhap, dé thi (néu
c6); ddi chiéu anh trén Danh sach anh, Thé dy thi va thi sinh;

8 Cung Giam thi thir hai ndp dé thi thira ¢a niém phong cho Thu ky, ky bién ban giao nhan.

9 Khi ¢6 hiéu 1énh, nhic thi sinh thoi gian lam bai con 15 phut.
Khi c6 hiéu 1énh hét gio lam bai, thong bdo cho thi sinh dirng lam bai, thyc hién thu bai thi,

10 kiém tra chit ky, ho va tén ciia ca 2 Giam thi va thong tin cta thi sinh trén gidy thi, Phiéu thu
bai. Khi day du, chinh xac méi cho thi sinh ghi s6 t& va ky trén phiéu thu bai.

" Xép bai thi theo thr tu ting dan cua SBD, kiém dém chinh xac bai thi, dua vao tai dyng bai
thi theo quy dinh.

14 Cung Giam thi thir hai nhan ban giao tir Giam thi giam sat vat dung ca nhan va cac vat dung,
tai liéu da thu cta thi sinh tir dau budi thi.

12 Cho phép thi sinh ra khoi phong thi.

13 Cung Giam thi tht hai ndp bai thi cho Thu ky duge Cha tich Hoi dong coi thi phan cong.

14 Cung Giam thi thtr hai niém phong, ky nhan, ky bién ban giao nhan thi bai thi.

15 Cung Giam thi thir hai giao nhan ho so phong thi cho Thu kY, k¥ bién ban giao nhan ho so
phong thi.

Luu y:

+ Gidm thi ky, ghi ré ho va tén vao ding vi tri trén To gidy thi.

+ Chi cat tii dung dé thi theo dung hi¢u lenh.

+ Khéng cho thi sinh ky vao Phiéu thu bai trude khi thu bai thi.

+ Khi thu bai thi phdi dém diing sé to, cho thi sinh ghi s6 to va ky trén Phiéu thu bai.




SO GIAO DUC VA PAO TAO NINH BINH
QUY TRINH COI THI CUA GIAM THI THU HAI

Gidm thi thuc hién check theo thir tu, tién trinh ciia budi thi

(tich dau X vao cdc muc twong tme di hoan thanh)

(Kém theo Céng van sé SGDDT-QLCL, ngay  /5/2026 cua So GDDT tinh Ninh Binh)

. - PA
THU TY . . _ MOC A
CONG VIEC NOI DUNG CONG VIEC THOLGIAN | HOAN
) THANH
1 Nhén tii dung bai thi, tai dung hd so phong thi, kiém tra hd so trong tdi.
2 Lén phong thi, ghi s6 bao danh cua thi sinh ding vi tri theo phwong an d bat tham.
Khi c¢6 hiéu 1énh: phdi hop cung Giam thi thtr nhat dé ddi chiéu Thé dy thi va Danh sach anh,
3 nhan dién thi sinh; nhac nho, kiém tra thi sinh khong mang vao phong thi cac vat dung trai
quy dinh. Huéng dan thi sinh ngdi dang vi tri.
4 Kiém tra vi tri chd ngdi cta thi sinh dam bao dung quy dinh.
Nhic nh¢ thi sinh 1an cubi phai tu kiém tra dam bao khong co vat dung trai quy dinh, dong
5 vién thi sinh binh tinh, tu tin lam bai thi. Ban giao cho Giam thi giam sat phong thi vat dung
c4 nhan va cac vat dung, tai liéu bi cAm mang vao phong thi theo quy dinh d thu cua thi
sinh.
6 Hoan thién cac thu tuc hanh chinh, ky, ghi rd ho va tén vao gidy thi, gidy nhap di dé phat cho
thi sinh; hudng dan thi sinh ghi cac thong tin trén gidy thi, gidy nhap.
7 Ky va ghi 1d ho va tén trén dé thi (néu co), giam sat viéc phat dé thi cua Giam thi thi nhat.
g Cung Giam thi th&r nhat nop dé thi thira di niém phong cho nguoi duoc Chu tich Hoi dong
coi thi phan cong, ky bién ban giao nhan.
9 Khi ¢ hiéu 1énh hét gio 1am bai, phdi hop cing Giam thi thir nhat thu bai thi, duy tri ki luat
phong thi, giam sat vi¢c nOp bai cua thi sinh, niém phong tii phu dung bai theo quy dinh.
10 Cung Giam thi thir nhét tiép nhan tr Gidm thi giam sat vat dung ca nhan va céc vat dung, tai
li¢u da thu dé tra lai cho thi sinh.
11 Cung Giam thi thtr nhat ndp bai thi cho Thu ky dugc Chu tich Hoi dong coi thi phan cong
12 Cung Giam thi thir nhat niém phong, ky nhin, ky bién ban giao nhan tai bai thi.
13 Cung Giam thi thir nhat giao nhan hd so phong thi cho Thu ky, ky bién ban giao nhan hé so

phong thi
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