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1. Muc dich va pham vi ap dung

1.1. Muc dich: Viéc xay dung, thuc hién va duy tri thi tuc quy trinh nay nhim

muc dich gitip cho viéc cAp phat vin bang chirng chi dam bao chat luong va khoa hoc,
phuc vu kip thoi cho cong tac dao tao cia truong.

1.2. Pham vi dp dung: Quy trinh nay 4p dung khi cip phat vin bang ching chi
cho hoc sinh t6t nghiép céc trinh do tir thudng xuyén, so cdp, trung cap dén trinh do
Cao dang trong Truong Cao diang Mién Dong.

2. Pinh nghia va tir viét tit

2.1. Dinh nghia: Khong c6 dinh nghia
2.2. Tir viét tat:

* QLDT: Quan ly dao tao

= VBCC: Vin bang, ching chi

= HT: Hi¢u truéng

= HSSV: Hoc sinh Sinh vién

= BM: Biéu miu

= QT: Quy trinh

3. Luu d6 (Xem trang 3)

4. Pac ta (Xemtrang 4 - 5)

5. C4c biéu mau/hwéng din kém theo (Xem trang 6)

TT Tén biéu mau M4 hoa
1 | Pé nghi cap phoi VBCC BM-QT.06-QLDT-01
2 Bio céo két qua cap phat vin bang — ching chi | BM-QT.06-QLDT-02




QUY TRINH CAP PHAT VAN BANG, CHUNG CHI
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4. PAC TA

Bo phan/
n . ne B0 phian/ngudi | ngwoi phdéi | Ho so'lién | Han hoan R X
STT Tén buée No6i dung thuc hién hop thire quan thanh Biéu mau
hi¢n
o o Dam‘ bao viéc cap phat VB(;C ,cho ‘ Truée 15/01
1 | Xéc dinh yéu cau |nguoi hoc dung thoi gian va ding | Phong QLDT hi N
X A s ~ ang nam
theo quy ché dao tao céc trinh do
. o Phong QLDT lap dé nghi Xl}ét , . )
5 Dé nghi xuat  |phsi VBCC can ctr theo du kién sO Phong QLDT bé nghi xuat | Trude 15/01 | BM-QT.03-
ph6i VBCC 16p, trinh d9 sé tot nghiép hang & ph6i VBCC | hang nam QLDbT-01
nam
Hiéu truong phé duyét dé nghi A .k
o Ay 2 : A £ A bé nghi xuat .
3 Pheﬁ duyg‘g dé nghi | xuat th‘ VBCEZ, néu du’Q(’: phé Hiéu truéng  [Phong QLDT | phoi VBCC Trl}’oc 1?/01
xuat phoi VBCC duyét thi chuyén sang budc 4, . hang nam
. 2 X, dugc duyét
nguoc lai chuyén vé budce 2
Phong QLDT cén cir phé duyét, Phdi VBCC
Nhan va luu phéi [ti€n hanh nhan pho1 VBCC, ghi s6 | Trudng phong X 2. ~ | Trude 30/01
4 N . o Phong TCKT |s6 giao nhan A y
VBCC lugng vao s6 giao nhan phdi va luu QLDbT 2. hang nam
- phoi VBCC
phoi VBCC
S6 giao A X
Ciin cit theo quyét dinh tét Nhanvién | nhanphoi | | nhat
s | Bangiaophoi | nghiép (kem danh sach), Truong | Truong phong in 4n VBCC, | o khigcg’
VBCC phong QLDT cép phdi cho nhén QLDT. VBCC. danh sach &t dinh
vién phu trach in 4n VBCC HSSV tét | Lyt on
tot nghi¢p

nghiép




B¢ phan/

n . A B0 phian/nguoi | nguoi phdi | HO so'lién | Han hoan R X
STT Tén buéc Noi dung thyc hién hop thure quan thanh Bi€éu mau
hién
X4c nhan thong | Loong QLDT gui DS cua HSSV o DSXaC | e nhét
. s dé HSSV xéc nhan lai thong tin Nhan vién nhan thong A )
6 | tinin VBCC cua . o . . X HSSV ., 1 tudn khi
neudi hoe chinh x4c ctia minh trude khi in Phong QLDT tin cua i DS
SUOThe VBCC HSSV 8
Nhén vién in &n VBCC cn ctt , oo nhat
7 In VBCC theo danh sach t6t nghiép tao s6 | Nhan vién in an Phong VBCC da khignﬁﬁn
hiéu VBCC trong phan mém va VBCC QLDT duoc in duoc pl:lf)i
in VBCC ;
VBCC
Cham nhét
Hiéu truong ky VBCC sau khi \ ~ | 01 ngay sau
8 Ky VBCC can ¢t vao danh sach tét nghiép Hiéu truéng g]]fg% \ii?rggiga khi nhén
va VBCC da duoc in ¥ duoc phoi
VBCC
’ Cham nhit
) Phong TCHC dong dau vao Phon VBCC da | 01 ngay sau
9 | béng dau VBCC VBCC, doi v61 VBCC c6 dan Phong TC-HC QLD% dugc dong khi nhan
hinh thi dong thém dau chim dau duoc
VBCC
\ N 2 Hiéu Cham nhét
PP PP i e o VBCC Phong VBCC khi nhan
PP QLDbT duoc




B¢ phan/nguoi

B¢ phan/
nguwoi phoi

HO so lién

A . Ae Han hoan R X
STT Tén budc Noi dung thyc hién hop thure quan thanh Biéu mau
hién
VBCC da
déng dau
Cham nhét
la 02 ngay
Luu VBCC, thong Phong QLDT luu VBCC va A . Thoéng bao sau ngay
11 | baockpphat | thong béo ké hoach phat VBCC Blf}?bglagf%%“’ f:th?\? phat bing | sau khi vao
VBCC cho nguoi hoc & tot nghi€p | so cap phat
va luu
VBCC
- Trao bang nghiép cho SV thuc
hién theo ké hoach da duoc Hiéu
Té chire phat trudng phé duyét. Phong CTSV, Cac 30kr;]ga.‘/, t
12 | VBCC cho ngudi | - SV dén nhan bang phai trinh thé | QLPT, HSSV | Khoa/Trung | Thdng béo ) Co
< A , : A X A A quyét dinh
hoc SV hodc gidy chimg minh nhan tot nghi¢p tam, BGH 16t nghiép
dan dé doi chiéu va ky nhan vao i
sO Iuu cap phat.
Téng hop, thong ké va bao céo
két qua: Xac dinh sb luong da . . 1z | -Béocao
£ A e AR 1A 1 Béo cdo két na
’ cap, sO luong con lai dé 1ap bao . £ khoa/l6p: BM-QT.03-
13 | Bao cédo két qua cdo bang van ban cho BGH va Phong QLDT  duacap 02 ngay sau '
. \ A bang, chirng X % QLDT-02
cac phong/khoa bao gom: hi 1€ tot
- Bao céo sau 18 tot nghiép/1& il nghiép;

phat bang, chimg chi;




B¢ phan/

STT Tén buéc Noi dung Bo phan/flAgum nguoi phoi | HO so lién Han\hoan Bidu miu
: thwe hién hop thue quan thanh
hién

- B4o c4o cubi nam - B4o céo
nam trugc

25/12

- Quan 1y, luu trit s6 cap va vin
14 Luu trit bang, ching chi con lai theo

ding quy dinh, dam bao an toan,
tranh bi that lac hodc hu hong.




TAP DOAN CNCS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG MIEN DONG Doc 1ap — Tw do — Hanh phuc

Pong Nai,ngdy  thang  ndam 20.....

~ GIAY PE NGHI ?
CAP PHOI BANG/CHUNG CHI

Kinh giri: Ban giam hi¢u Truwong Cao dang Mién Pong

Can cu Quyet dinh so...... /Qb-CDBMBD, ngay..... [occ. 120...... cua Hi¢u truong
Truong Cao diang Mién Doéng vé viéc coéng nhan tt nghiép ddi

Nay Phong QL Pao tao dé nghi Ban giam hiéu nha truong cho cip phéi bang/chtng
chi dé in va cap phat cho HSSV khod/1ép......... da tot nghiép, cu thé nhu sau:

TT Noi dung Pon vi tinh S6 luong Ghi chd

Kinh dé nghi Ban giam hiéu quan tam giai quyét.

BAN GIAM HIEU PHONG QL PAO TAO NGUOI VIET PE XUAT



TAP POAN CNCS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO PANG MIEN PONG Péc 1ap — Tw do — Hanh phiic
Sé:........./.BC-CBMD Pong Nai,ngdy  thang  ndam 20.....
, , BAO CAO
KET QUA CAP PHAT VAN BANG - CHUNG CHI
KHOA/LOP/NAM® ......cccevvnerunnnnne

Truong Cao ding Mjén bong da t6 chirc cAp phat bang/chung chi khéa/lop/
nam®. . , két qua cu thé nhu sau:
1/ Cong tac to chirc in an van bang — chirng chi:

3/ Két qua phat bang — chirng chi: ’ ,
TT Noi dung SO luong SO lugng | Ghi chu
da phat con lai

1. | Bang tot nghiép cao ding

2. | Ban sao bang tot nghiép cao dang
3. | Bang tot nghiép trung cap

4. | Ban sao bang tot nghiép cao dang
£ .

6

7

Chuing chi so cap
Ban sao chung chi so cap
Chirng chi dao tao

Téng

4/ Kién nghi, dé xuat:

(1): Khi béo cdo khéa/l6p thi bé “ndm”, khi bdo cdo cudi nam thi b “khéa/lép”

HIEU TRUONG
Noi nhdn:



