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1. Muc dich, pham vi ap dung

a. Muc dich:

Thue hién quy trinh ndy nhim théng nhit cach thirc, phuong phép in 4n, cip phat va
quan 1y vin bang — chimg chi d6i v6i HSSV t6t nghiép, dam bao thuan loi, khoa hoc va ding
phap luat.

b. Pham vi 4p dung:

Quy trinh ndy 4p dung khi in 4n, cdp phat va quan 1y vin bang — chung chi dbi véi
HSSV tét nghiép trung cip, so cap va cac khoa ngin han trong Trung cdp nghé Dan toc noi
tr Khanh Vinh

2. Dinh nghia va tu viét tat

a. Dinh nghia: (Khong c6 dinh nghia)

b. Tu viét tit:

CMND : Chirng minh nhén dan;

HSSV : Hoc sinh, sinh vién;

Qb : Quyét dinh;

PT-HC-KT  :Dao tao — Hanh chinh — K& toan.

3. Lwu d0 (Xem trang 3)
4. Pic ta (Xem trang 4 dén 6)

5. Cac cong cu/biéu miu/hwéng din
STT|Tén cong cu/biéu miu/hwéng din M3 hoa
1 [DPé xuat cap phoi 07/ QT-TCNDTNT-DTHCKT.BMO1
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QUY TRINH CAP VAN BANG - CHUNG CHI
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PAC TA QUY TRINH CAP VAN BANG - CHUNG CHI

Bo hﬁn]?:.l) woi | Két qua dat Han
TT | Tén buwée Noi dung cong viéc phan/Ngudi pRanng q : hoan Bi¢u mau/ho so
oA phoi hgp thuc dwgc .
thuc hién hién thanh
Budce 1. Tiép | Tiép nhan, chuan bi 01 bo QP va danh B6 QP va
1 nhan Qb va | sach HSSV tot nghiép da duoc Hi¢u | Phong BT — danh sach
danh séach tot | truong ky duyét; HC — KT HSSV t6t
nghiép nghiép
Lap dé xuat cap phoi vin l?éng ching
‘ chi, trong d6 xac dinh 3 s6 lugng, thé . . 07/ QT-
) Budc 2. bé loai van bang, chimg chi, ly do cap | Bophéninan | Phong DT — bé xuat cap 0.5 neiv | TCNDTNT-
xuAt cap phoi | phoi...dé trinh Truong phong DT — HC | bing HC - KT phéi > NEAY
"KT pheé duyét. DTHCKT.BMO1
Budce 3. Ky XAem Xeti kler?l tra k?, duy@,t de xue}t, Trudéng phong | Phong BT — Pé xuit cap \
3 Juvat néu duyét thi chuyén budc 4, néu BT - HC - KT | HC — KT hoi 0,5 ngay
ye khong duyét chuyén lai budc 2. p
, , o 7 ’ Phoi van
4 Budc 4. Cap | Ti€p nhan d€ xuat, chuan bi phdi va cap | Truong phong | Phong DT — bang, ching 0.5 ned
phoi phéi theo diing dé xuét; DT - HC - KT | HC - KT chi > NEaY
T chirc in van bang, chung chi theo , ‘
. ;| dang quyét dinh va danh sach HSSV | B6 phan in an | Phong BT — Vian bang, \
> | Buoce . Inan t6t nghiép; bang HC — KT chung chi 05 ngay
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Bo han/nguoi | Két qua dat Han
TT | Tén buwdc NOi dung cong viéc phan/Nguoi pRanmg q : hoan Biéu mau/ho so
oA phoi hop thuc dugc X
thuc hién oA thanh
hi¢n
Kiém tra van bang, ching chi dé in so
v61 QP va danh sach HSSV t6t nghiép: A i
. 2 L 4 ot 2 1a , . Chuyén vién < N
6 Budc 6. Kiém | - Néu dung thi ky nhdy va chuyén lén | Truéng phong hone BT — Van bang, 02 ned
tra budc 7; BT -HC-KT | b5 chimg chi S
- Néu sai thi chuyén vé bude 2 dé lam
thu tuc in lai;
Kiém tra van bang, chung chi da in so
vo1 QD va danh sach HSSV t6t nghiép: .
7 Budge 7. Dong | - Néu ding thi déng dau ndi trén hinh | Phong DT — Phong BT — Van bang, 02 ned
dau noi va chuyén Ién budc 8; HC - KT HC - KT chung chi g4y
- Néu sai thi chuyén vé bude 6 d€ lam
thu tuc in lai;
Xem x¢ét, ky duyét van bang, ching chi
Budc 8. Ky theo QP va danh sich HSSV tot| ... . Phong DT — Vin  bang, \
/ duyét nghiép. Hicu truong HC — KT ching chi 02 ngay
s | oo Ding | T2 a0 Gne 80 6 o v i g
dau ne i i & Y1 HC-KT ching chi gay
duyét.
Buse 10. Vio —,Ghl vao so cap van bang, chirng chi o
5 quan 1§ tot nghi¢p; - Van bang
A sr o | - Phai ghi day du, 1o rang, chinh xac s6 chung chi;
cap nhat vao . o
A A vao so va thong tin van bang, chimg chi | Phong BT — - SO cap van \
9 | H¢ thong tra N . 07 ngay
Lo 73 vao s, tranh tay xoa trong so. HC - KT bang, chung
clru van bang chi:

gido duc nghé
nghiép

- Nhép day du, chinh xéac thong tin vin
bang ching chi cua HSSV vao H¢
thng thdng tra ctru vin bang gido duc
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Dtr liéu van
bang chung
chi
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Budc 11. Phat
bang

T6 chire phat van bang, chimg chi theo
ké hoach 12 t6t nghiép cua Nha trudng:
- HSSV xuit trinh CMND hoic gidy to
tuy than (hop 18), néu nhan thay thi
phai co thém gidy uy quyén co xéc
nhan cua dia phuong hodc co quan
cong tac.

- Nguoi phat béng, ching chi kiém tra
CMND hogc gidy to tuy than va gidy
uy quyen (néu cd) dam bao hop 1¢.

- Cap bang, ching chi cho HSSV dam
bao ding d6i tuong.

- HSSV kiém tra thong tin va ky vao sd
cap bang, chtng chi.

- Phong BT —
HC — KT
- HSSV.

Cac
phong/khoa
thudc truong

02 ngay

12

Budc 12.
Quan ly, Iuu
trir

- Quan 1y, luu trit s6 cdp va vin bang,
chung chi con lai theo ding quy dinh,
dam bao an toan, tranh bi that lac hodc
hu hong.

- Tiép tuc cap van bang, ching chi con
lai cho nhitng HSSV chua dén nhéin
trong 18 phat bang theo ding quy dinh
tai budce 11.

Phong BT —
HC — KT

- Vian bang
chung chi;

- S6 cap vin
bang, ching
chi;
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07/ QT-TCNDTNT-DTHCKT.BM01

SO LAO PONG TB&XH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE Déc 1ap — Tu do — Hanh phiic
DAN TQC NOI TRU KHANH VINH

Khanh Vinh, ngay  thang  nam 20.....

GIAY DE XUAT
CAP PHOI BANG/CHUNG CHI

Kinh giri: Truwomg phong Pao tao — Hanh chinh — Ké toan

Can cu Quyét dinh $...... /QD-TCNDTNT, ngay..... /... /20...... cua Hifu truong
truong Trung cap nghé Dan toc ndi tra Khanh Vinh ve viéc cong nhan tot nghi€p doéi voi

Nay t0i ........ T, T ST , dé nghi Trudong phong Dao tao — Hanh
chinh — K¢ toan cho cap phoi bang/chimg chi d€ in va cap phat cho hoc sinh khoa/lop ......... da
tot nghiép, cu thé nhu sau:

TT No6i dung Pon vi tinh S6 luong Ghi cha

Kinh d& nghi Trudng phong quan tim giai quyét.

PHONG Dt — HC — KT NGUOI VIET DE XUAT

Trang 7
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