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QUY TRINH
IN/VIET VA CAP PHAT VAN BANG TOT NGHIEP

Méahba: QT18/CDYT- BT&QLKH

Ban hanh lan: 01

Ngu@i soan thao

Nguwoi kiém tra

Nguoi phé duyét

Hovatén | Ths. Nguyén Minh Xuyén

TS. Lé Thanh Son

TS. Nguyén Bang Trudng

Pho tredng phong

Chirc danh PET&OLKH

Pho Hiéu truedng

Hiéu trudng




. MUC BPICH VA PHAM VI AP DUNG

Muc dich:

Quy trinh nay dugc xay dung nham mé ta twdng minh trinh tw, cach thic thuc hién
trong viéc in/viét, cip phat va quan ly van bang t6t nghiép cho ngudi hoc, dam bao tinh

chinh xac va duang quy dinh.
Pham vi ap dung:

Quy trinh dwoc &p dung cho viéc infviét va cip phat van bang t6t nghiép tai trudng

Cao dang Y té Ha Bong.
Il.DINH NGHTA VA TU VIET TAT

1. BPinh nghia:
Van bang cua hé thng gido duc qudc dan duoc cdp cho ngudi hoc sau khi tot
nghiép mdt cdp hoc hodc mot trinh do dao tao. (Van bang, chitng chi dwoc quy dinh tai

Khoan 1 Diéu 12 Nghi dinh 75/2006/ND-CP Huéng dan Luat Giao duc)
- V&n bang bao gdm:

+ Bang t6t nghiép THPT

+ Béng t6t nghiép Cao dang

+ Bang t6t nghiép Trung cap

2. T viét tat:

T viét tt Noi dung T viét tht Noi dung
QT Quy trinh HCTH Hanh chinh tng hop
VB Van bang CMT/TCC | Chirng minh thu/Thé can
cuoc

THPT Trung hoc ph6 thong HSSV Hoc sinh sinh vién

CB Cén bd UBND Uy ban nhan dan
DT&QLKH | Bao tao vaquan ly khoahoc | HS HO so

BLDTBXH | B6 Lao dong thvong binhva | HD Hoi dong

xa hoi

111. LUU DO (Xemtrang 3)




IV.PAC TA (Xemtrang 4-7)
V. CAC BIEU MAU/ HUONG DAN KEM THEO (Xemtrang 8-14)

TT Tén biéu mau/hwéng dan M& héa

1 | K& hoach mua, in/viét, quan ly vacép phat van BM01/QT18/ BT&QLKH
bang t6t nghiép

2 | Bién ban ban giao phéi bang t6t nghiép BM02/QT18/ BT&QLKH

3 | Bién ban kiém tra vin bang t6t nghiép BMO03/QT18/ BT&QLKH

4 | Bién ban hiy bang BM04/QT18/ DT&QLKH

5 | SG cdp bang t6t nghiép Trung cip theo phu luc 01 | BM05/QT 18/ BT&QLKH
TT10/2017/TT-BLDTBXH

6 | SO cap bang tét nghiép Cao dang theo phu luc 02 | BM06/QT18/ DT&QLKH
TT10/2017/TT-BLDTBXH

7 | Bang téng hop sir dung phéi bang BMO7/QT18/ BT&QLKH




QUY TRINH IN/VIET VA CAP PHAT VAN BANG TOT NGHIEP

Chuan bi In/viét va hoan thién van bang Céap phat Luu ho so
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DAC TA QUY TRINH

A BO .
BO AN o ” 2 HAN BIEU
STT | TENBUOC NOI DUNG CONG VIEC PHAN/NGUOI PHAN/NGUOI KET QUA HOAN | MAU/HO
THUC HIEN PHOI HOP BATBUOC | THANH SO
- - THUC HIEN
Phong Pao tao lap ké hoach mua, in, cap
Lap ké phét bang t6t nghiép ngay sau khi co6 quyét 1 ngay
' dinh c6ng nhan tot nghiép. sau
hoach mua, " g o g~ _p, ) N Phong Lanh dao . . .
N Ké hoach can lam rd cac budc thuc hién, . Ban KH quyét Ké hoach
infviét, cap ) B L o ... BbT&QLKH treong o
hat VB trach nhiém cua tirng ca nhan, don vi; thoi dinh tot
P gian t6 chirc phét bang, quy trinh nhan bang, nghiép
diéu kién nhan bang t6t nghiép.
K& hoach mua, in/viét, cap phat VB duoc
i o & R pr o Lanh dao Phong Ban KH duoc . .
2 | Xem xét Phong BDT&QLKH trinh Lanh dao truong . ~ . 1/2 ngay | K& hoach
L A trwong DT&QLKH | phé duyét
xem xét va phé duyét.
Phong KHHC mua/in phéi bang t6t nghié
. g, i . P . gﬂ B g _;p Phong Bulng qui Hoba don
., |dadm bao dung so6 lvgng (so thuc té tot nghiép i g L
Muava quan N . . . . DT&QLKH, | céach, sb _ | banlé
3 s + 10% duv trir), chat lvong, an toan theo ké| Phong HCTH o . 1/2 ngay .
ly phoi bang . N T donvilién | lugng van Phiéu
hoach va thyc hién quan ly van bang theo . .
, . . oa quan bang nhap kho
dung quy dinh ctia B6 LB -TBXH.
. Pung qui Bién ban
. N Phong KHHC thuyc hién ban giao phdi bang . 3 g qﬂ .
Nhén phoi . i i N . Phong cach, sO . | bangiao
4 . tot nghiép cho PBDT&QLKH theo dung bién| Phong HCTH 5 1/2 ngay e
bang S DT&QLKH | lvgng van Phiéu
ban ban giao . .
bang xuat kho




BO

BO A N ~ 2 HAN BIEU
STT | TENBUOC NOI DUNG CONG VIEC PHAN/NGU Ol PHAN/NGUOI KET QUA HOAN | MAU/HO
THUC HIEN PHOT HOP BATBUOC | tyANH so
] - - THUC HIEN
- PDT&QLKH chuan bi danh séach viét bang
cO SO vao SO, s6 hiéu bang, can c theo danh Van bang da
sach cong nhan tét nghiép, anh 3x4 cla ... |in/viét, dan Danh
. 19 nnan {0t NAnIep, an Xt Phong | Canboinivigt | oo oo
5 |In/vietVB |HSSV gui cho can b phu trach in/viét bang . anh dang quy | 3-5ngay | sach viét
L . .. .- | bT&QLKH bang , . .
- Can b0 in/viét bang thwc hién in/viét vadan cach, sb bang
anh bang theo dung danh sach, ding biéu lvong
mau quy dinh cta B6 LDTBXH.
- PPT&QLKH kiém tra bang t6t nghiép da
. o (3 . ,g A J ;p . . . Két qua kiém Bién ban
Kiém tra sau |in/viét, doi chiéu véi danh sach cong nhéan tot Phong Lanh dao L . »
6 | . a e x i d . trasau in/viét | 1-2 ngay | kiém tra
inf/viét bang |nghiép, so cap bang. DT&QLKH truong . L
L bang van bang
- Lap bién ban kiém tra.
Dé nghi PDT&QLKH dé nghi thanh 1ap HD hiy VB Phon
7 | thanhlap gbm c6 lanh dao trwong, lanh dao DT&QLgKH Danh sach 1/2 ngay
HD hiy VB |PPT&QLKH va can bd in/viét bang.
Pé nghi thanh lap HD hldy VB duoc Danh sach da
, gnt thamn Tep y I Lanhdao Phong R’
8 | Xem xét PDT&QLKH trinh Lanh dao trwong xem xet . duwoc phé .
R ) o o trvong PT&QLKH . ngay
va phé duyét quyét dinh thanh 1&p HD. duyét
Hay bén - Hoi dong hay bang t6t nghiép hop, 1ap bién . . _
,y ] g_ﬂ o gﬂ y g g _;p ’_p ;p i Phong Lanh dao Bang sai, . Bién ban
9 | hong, in/viét |ban, ra quyét dinh vathuc hién huy bang sai, . s o 1 ngay L
_ ] ) DT&QLKH treong hong da hay hay bang
sa hong theo quy dinh
PDT&QLKH chuan bi day du bo tai liéu:
10 | Ky bin bAn tc”in higp dain sécéy bing tét nghiep| o 020 Pong | ping daiky | 1-2 nga
y bang g ghiep , p bang ghiep trrong PT&OLKH g y gay

trinh Hiéu trudng ky bang t6t nghiép.




BO

BO A N ~ 2 HAN BIEU
STT | TENBUOC NOI DUNG CONG VIEC PHAN/NGUOI PHAN/NGU O KET QUA HOAN | MAU/HO
THyc HIEN | PHOTHOP 1 BATBUOC | 31 aNH SO
- - THUC HIEN
Can bd dong dau dong 01 dau dé vao 1/3 tréi
han c6 chir ky clia Hiéu trvang; 01 dau ndi| Phong HCTH .
N p\ . y i sy s g‘_ . , gA ] Phong Bang dadong .
11 | bong dau vao Y. du¢i phai anh cua nguoi dwgc cap| Can b dong . 1-2 ngay
s e s ~ o . DT&QLKH | dau
bang va quan ly bang tot nghiép theo quy dau
dinh.
-Nhan VB dadong dau .
Tiép nhan Vao sO cap phat dé | ( ¥u vinh Phon Phong HCTH
2| " p i -_xao sE) cap? p at, é luu tru t_ra CU’E,I vin g Cén bd déng
van bang vién thong tin khoa hoc, thoi gian d&o tao, | PT&QLKH dau
tot nghiép, s6 hiéu VB.
HSSV chuén bi CMT/TCC; thé sinh vién
khi nhan bang t6t nghiép tai PPT&QLKH
- Truong hop ngudi dén nhan VB hd can
co gidy Uy quyén c6 xac nhan ctia UBND
o Xxa noi nguoi nhan hd cu trd kem theo .
Xuat trinh . o Phong
13 o CMT/TCC cua ngudi nhan. HSSV
glay to .. , " A LA R DT&QLKH
- Nguoi dugc uy quyén nhan ho VB khong
co gidy to Oy quyén, ma c6 quan hé rudt
thit véi nguoi dugc cdp bang co thé xudt
trinh s ho khau goc clia gia dinh kém theo
CMT/TCC cla ban than ngudi nhan hd.
- R Ve 7 > 7 Phc‘)n
14 | Cap phét PE)_T8_L9LI‘<H ’klem tré '[In}’Al xac thuc ,cua CiIC g HSSV
loai gidy to cla ngudi nhan VB. Tranh cdp | DT&QLKH




BO

BO A . ~ . HAN BIEU
STT | TENBUOC NOI DUNG CONG VIEC PHAN/NGUOI PHAN/NGU O KET QUA HOAN | MAU/HO
THyc HIEN | PHOTHOP 1 BATBUOC | 31 aNH SO
- - THUC HIEN
phat sai d6i tvong. B6i véi truong hop nhan
ho thi phai kiém tra tinh hop phap cla gidy
dy quyén, CMT/TCC hodc s6 hd khau
nguwei nhan ho.
- Trwong hop cac gidy to hop 1é. Can bd
cap phéat cdp VB cho nguoi dén nhan VB.
- Trwdng hop cac loai gidy to chua hop Ié
can bd cap phat yéu cau ngudi dén nhan
bang hoan thién trudc khi cap.
_ o L Chir ky
v e Sau khi nguoi nhan kiém tra cac thong tin in .
Ky s0 cap A . e A Phong HSSV trong
15 i trén VBCC la chinh xé&c, nguoi nhan ky vao HSSV o ,
phat X a DT&QLKH | 8 cép phat
sO cap phét. .
bang
Béocdosk |PDT&QLKH lap bang tong hop sd phoi . . .
. S e N Phong Lanh dao . Bang
16 | dung phoi bang da st dung, hong, in lai, con lai, bao . 5 ngay .
. T . PT&QLKH truong tong hop
bang céo Lanh dao trvong
. PDT&QLKH lvu trit, bdo quan vinh vién Phong
17 | Luwu ho so £ o LE . s - .
SO cé&p bang tot nghiép theo quy dinh. DT&QLKH




