Quy trinh: CAP PHAT VAN BANG - CHUNG CHI (QT04)

I. MUC PiCH VA PHAM VI AP DUNG

1. Muc dich
Thuc hién quy trinh nay nham théng nhét cach thtc, phuong phap in an, cip phat va
quan 1y van bang - ching chi d6i voi HSSV t6t nghiép, dam bao thuan loi, khoa hoc va
dang phap luat.

2. Pham vi ap dung
Quy trinh nay ap dung khi in 4n, cip phét va quan 1y vin bang - ching chi d6i voi HSSV
t6t nghiép cao dang, trung cdp, so cip va cac khoa ngin han trong truong Cao dang
Cong dong Hau Giang.

Il. TUVIET TAT
CMND: Chtrng minh nhan dan
CTCT: Cong tac chinh tri
CVHT: C6 vén hoc tap
bT: Pao tao
KT-KPCL: Khao thi - Kiém dinh chét luong
HC-TH: Hanh chinh - Téng hop
HSSV: Hoc sinh, sinh vién
Qb: Quyét dinh

1. LUUDPO (Xemtrang2)

IV. PACTA (Xemtrang3-5)
V. CAC BIEU MAU HUONG DAN KEM THEO (Xem trang 6)
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QUY TRINH CAP PHAT VAN BANG - CHUNG CHI
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PAC TA QUY TRINH CAP PHAT VAN BANG - CHUNG CHI

B¢ phan/nguoi

Biéu mau/Ho so

A " A B phan/Nguoi Z. Két qua
TT | Tén budc Noi dung cong viéc thwe hién phoi hg’p dat dwoc
: : thwe hién : :
A . | Tap hop cac ho so, QP co lién quan <\ 1A i
Egl)s gopucaéi gom: Phé duyét chi tieu tuyén sinh, QD Phong KT-KBCL ?JZE 1\1/(; z% llllil)ln
1 0 50, quy tring tuyén nhap hoc, danh sach HSSV | Phong BT Phong CTCT-HSSV g a3 one
dinh co lién I £ A 1S phoi bang can dé
thyc hoc dé xéac dinh s lugng phoi bang CVHT ST
quan S . Z nghi cap tu B
can dé nghi cap
o Lap dé& xuit cAp phoi van jbéng ching o
2 De}uat cap Chl,' tr(zng d;O Xac d}nh 1o s0 l}Ic,mg, tlge Phong DT Df xueAt‘F
phoi loai van bang, ching chi, ly do cap cap phoi
phoi...dé trinh Hi¢u trudng phé duyét;
Xem xét, kiém tra ky duyét dé xuat néu
, A duyét thi chuyen phong DT géi véeBodé | .. \ N A A X A
3 | Ky duyét d xudt chp phoi, néu khong duyét Hi¢u truong Phong BT D¢ xuat cap phoi
chuyén lai budc 2.
Nhén phoi tir Bo theo ding s6 luong dé Phoi vin bang,
4 | Nhan phoi | xuat ban dau va ban giao lai cho phong | Phong BT Phong KT-KBCL chung chi
KT-KbCL
Théna bio | Thong bao trén website cua truong vé . BM/QTOS/P.KT-
5 | mon gtin © | thong tin in biing cta sinh vién. Phong KT- Quén trj website ciia | Thong tin in bing | KPCL/O1
béngg - Sinh vién phan hoi thong tin thong qua | KPCL truong chinh xac

phong KT-KDCL.
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Biéu mau/Ho so

A A ‘. B0 phan/nguoi A a
A . A A - B¢ phan/Nguoi T A, Keét qua
TT | Tén budc Noi dung cong viéc thwe hién phoi hg’p dat dwoc
: : thuc hién ‘ :
Cin ctt vao danh sach HSSV t6t nghiép,
, phong DT ban giao cho phong KT- \ i < 13 ,
6 |Inan KDCL de¢ t6 chuc in van bang, chiing chi Phong KT Phong BT Vavn bang, chimg
, L o4 \ , KDCL chi
theo dung quyét dinh va danh sach
HSSV t6t nghiép
, . Xem xét, ky duyét vin bang, ching chi | ... \ . Vin bang, ching
7| Ky duyet 1 ihes OB va danh sach HSSV tt nghigp, | 1¢u ruong | Phong KT-KBCL |
. X Tiép nhan, déng dau vao vin bang, \ i \ i Vin bang, ching
8 | Bong dau ching chi da dugc Hiu trudng ky duyét. Phong HC-TH Phong KT-KBCL chi
- Vao sb cap van bang, ching chi tot - Vin bang ching | BM/QTO05/P.KT-
<2 X nghiép; Phong KT- X ) chi; KDbCL/02
9 |Vaosocdp | Thong tin day du, 10 rang, chinh xac, | KDCL Phong KT-KBCL - S6 cap van
tranh tay x6a trong so. bang, chiing chi;
Phong KT-KDCL ban giao cho phong
DT s6 luong van bang, ching chi da in
‘ dé phat cho HSSV theo ké hoach 1€ phat | Phong DT Cac phona/khoa HSSV nhan duoc
10 | Phat bang bang cua nha truong: HSSV phai xuat | Phong KT- th 65 tru(‘?n van bang, ching
trinh CMND hoje giay to tiy than (hop | KDCL He £ chi
1¢) khi nhan bang, ky va ghi 16 ho tén
vao so.
Toéng hop, thong ké va bao cao két qua:
Béo cao xac dinh so lugng da cap, s6 luong con . Béo cdo két qua
1 két qua lai dé 1ap bao cdo bang vian ban cho Phong DT cip bang

BGH va cac phong/khoa
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B0 phan/nguoi

Biéu mau/Ho so

A 3 A N Bo phan/Nguoi 2. Két qua
TT | Tén budc Noi dung cong viéc thwe hién phoi hg’p dat duoc
‘ * thuc hién ‘ :
- Quan Iy, luu trir s6 cap va vin bang,
ching chi con lai theo dung quy dinh, ‘
dam bao an toan, tranh bi that lac hoac - Van bang chiing
Quan ly, hu héng. . chi;
12 luu triv - Tiép tuc cap van bang, chung chi da in Phong BT - SO cap van

con lai cho nhl‘i’ng HSSV chua dén nhéan
trong 1€ phat bang theo ding quy dinh tai
bude 10.

bang, ching chi;
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V. CAC BIEU MAU HUONG DAN KEM THEO

TT ’ Tén biéu miu/ Huéng dfi,n Ma hoa
1 Phicu ké khai thong tin in trén bang tot nghiép BM/QTO5/P.KT-KDBCL/01
2 So cap van bang tot nghiép BM/QTO05/P.KT-KBCL/02
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