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I. MUC PiCH

Quy trinh nay dugc xay dung, thyc hién va duy tri nhim muc dich thong nhét
trong cong tac in, quan 1y van bang, phu luc vin bang, chimg chi, chirng nhan ngin han
cho nguoi hoc tai Truong Pai hoc Vinh.

II. PHAM VI AP DUNG

Quy trinh nay duoc ap dung trong cong tac quan ly VB, CC, CNNH cua Truong
DPai hoc Vinh. Cac don vi, ca nhan chiu trach nhi¢m tryc ti€ép gom:

- Hi¢u trudng,

- Hoi déng Van bang ching chi Truong Dai hoc Vinh,

- Cac don vi quan 1y dao tao (bao gom: Phong Ddo tao, Phong Pdo tao Sau dai
hoc, Trung tam Giao duc thuong xuyén, Vién Nghién ciru va Dao tao truc tuyén, Truong
Sw pham (Trung tam Boi duwong Nghiép vu sw pham), cac truong/khoa/vién dao tao lién
quan),

- Pon vi in VBCC: Phong Hanh chinh Tong hop,

- Pon vi quan 1y phoéi VBCC: Phong Ké hoach - Tai chinh,

- Pon vi kiém soat ndi dung in VBCC: Phong Thanh tra - Phap ché...

III. TAI LIEU THAM KHAO

- Tiéu chuén ISO 9001:2015 Hé thdng quan 1y chat lugng - Cac yéu cau.

- Tiéu chuén ISO 9000:2015 Hé thdng quan 1y chét luong - Co sd va tir vung.

- Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cta B Gido duc va bao
tao ban hanh Quy ché ‘quan ly bang tot nghiép trung hoc co so, bang tot nghiép trung
hoc pho thong, bang tot nghiép trung cip su pham, bang tdt nghiép cao dang su pham,

van bang gido duc dai hoc va chimg chi cua hé théng gido duc qudc dan (Sau day goi
tat la Thong tu 21).

- Théng tu s6 27/2019/TT-BGDDT ngay 30/ 12/2019 cua Bo Gido duc va bao
tao ban hanh Quy dinh n6i dung chinh ghi trén van bang va phu luc van bang giao duc
dai hoc (Sau day goi tat la Thong tw 27).

’ - Thong tu sb 03/2023/TT-BNV ngay 30/4/2023 cua Bo No1 vu hudng d?ll’} mot
50 quy dinh cua Nghi dinh s6 101/2017/ND-CP ngay 01/9/2017 cua Chinh phua vé dao
tao, boi dudng can bd, cong chue, yién chirc va Nghi dinh s6 89/2021/ND—CP ngay
18/10/2021 cta Chinh phu stra d61, b sung mot s6 di€u cua Nghi dinh s6 101/2017/ND-
CP cua Chinh phu vé dao tao, boi dudng can b, cong chure, vién chuc (Sau day goi tat
la Thong tu 03-BNV).

VI. PINH NGHIA VA TU VIET TAT

4.1. Dinh nghia:
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Quan ly van bang, chimg chi, chimg nhan ngan han: 1a viéc quan 1y van bang
gido duc dai hoc va cac ching chi, chung nhan ngén han do Truong Pai hoc Vinh ban
hanh va cép cho ngudi hoc, gdm: noi dung, ng6n ngtr ghi trén van bing, chirng chi, phu
luc van bang, in phoi va quan ly van bang, .ching chi; cap phat, chinh stra, thu héi, hay
b6 vin bang, ching chi; cip ban sao vin bang, ching chi tir s6 gdc.

4.2. Tir viét tit:

Tir viét tit Nghia tiéng Viét
CC BDCDNN Chtng chi bdi dudng chirc danh nghé nghiép
CC BDNVSP Chtng chi bdi dudng nghiép vu su pham
DTTX bao tao tur xa
GDQP Gi4o duc Quéc phong
GDTC Gido duc the chét
HD VBCC Hoi dong vin bang, ching chi
P. CTCT-HSSV Phong Cong tac chinh tri - Hoc sinh sinh vién
P. DT Phong Dao tao
P. DT SbH Phong Dao tao Sau dai hoc
P. HCTH Phong Hanh chinh Tong hop
P. KH-TC Phong K& hoach - Tai chinh
P. TTr-PC Phong Thanh tra - Phap ché
PLVB Phu luc van br?mg
SV, HV Sinh vién, hoc vién
TT BDNVSP Trung tdm Boi dudng nghiép vu su pham
TT GDTX Trung tam Giao duc thuong xuyén
V.NC&DT TT Vién Nghién ciru va Pao tao truc tuyén
VBCC Vin bang, phy lyc vin bang, chimg chi, chimg nhan ngin han
VLVH Vura lam vira hoc
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V.NOI DUNG
5.1. Luu dd
TT Quy trinh Trach nhiém Dién gii/Biéu miu
G b tx nah Cac BV quan ly
ui QD cong nhén tot nghiép, \ s
1 chp VBCC: gt file dit lidu in VBCC dao tao, boi
dudng
2 o - P. KH-TC QT.HCTH.02/BM.01
Cap phot VBCC _P.HCTH QT.HCTH.02/BM.02
v
4 Kidm tra sau khi in P. TTr-PC QT.HCTH.02/BM.03
Trinh ky, dong ddu VBCC, - Hi¢u trudng
5 chuyén VBCC d4 hoan thanh cho cac -P. HCTH QT.HCTH.02/BM.04
don vi dao tao c6 lién quan
— ¢ - Cac bV quan ly
Lap s6 gdc cap VBCC, A -
6 Phat VBCC cho ngudi hoc. dao tao, boi
Cong bd thong tin trén website. dudng
il - P. HCTH
- P. KH-TC,
> Huy phdi VBCC héong -P. HCTH, QT.HCTH.02/BM.05
7 - P. TTr-PC QT.HCTH.02/BM.06
- Hoi ddng huy | QT.HCTH.02/BM.07
VBCC
- P. HCTH
Luu hd so -P.KH-TC
8 - Cac BV quan ly
dao tao, boi
dudng
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5.2. Dién giai lru do:
5.2.1. Bwéc 1: Ban hanh Quyét dinh cong nhén tot nghiép va cip bang, Quyét

dinh cong nhan hoan thanh chwong trinh boi duwdng va cap ching chi, chirng nhan;
giri file dir li¢u in dén don vi in VBCC

Cac don vi quan ly dao tao, bdi dudng tham muu Hi¢u truong ban hanh Quyét
dinh cong nhan tot nghiép va cip bang, Quyét dinh cong nhan hoan thanh chwong trinh
bdi dudng va cap chimg chi, chimg nhén theo Quy trinh kiém soat vin ban ctia Nha
truong.

Hiu truong ky Quyét dinh va cac don vi quan ly dao tao, bdi dudng gui Quyét
dinh cong nhan tot nghi¢p/Quyét dinh cap ching chi kém file dit 1i€u in dén Phong
HCTH.

5.2.2. Buée 2: Cap phdi VBCC

Phong HCTH, (Trung tim GDTX, Vién NC&DTTT) lam to trinh dé& nghi cip
phoi VBCC trinh Hi¢u trudong va Phong KH-TC phé duyét.

Hiéu truong ky duyét cip phdi va chuyén Phong KH-TC cép phoi theo dé nghi
cua Phong HCTH.

Phong HCTH thuc hién kiém tra sb lugng va chat luong phdéi VBCC.

~ Truong hop c6 phoi VBCC bi hu hong, kém chét luong thi 1ap bién ban ghi nhén,
chuyén lai Phong KH-TC dé cap doi phoi khac twong ing véi s6 luong phoi hong.

5.2.3. Budc 3: In VBCC

Phong HCTH kiém tra dit liéu, nhap dit liéu va tién hanh in.

Phong HCTH in VBCC, chuyén VBCC di in cho Phong TTr-PC dé kiém tra sau
khi in.

5.2.4. Buéc 4: Kiém tra sau khi in

~ Phong TTr-PC kiém tra tinh chinh xac cua théng tin trén VBCC (461 chiéu voi
Quyet dinh cong nhén t6t nghiép/Quyét dinh cap chimg chi). Chuyén lai cho Phong
HCTH kém bién ban kiém tra.

- Néu c6 ban in hong thi quay lai bude 2 in lai bang phoi méi. Phoi hong duoc
huy theo quyét dinh ctia Ho1 dong hiy van bang ching chi.

5.2.5. Buée 5: Trinh Ky, déng ddu VBCC, chuyén VBCC di hoan thanh cho
cac don vi dao tao c6 lién quan

Phong HCTH trinh Hi¢u truong ky VBCC, dong ddu va chuyén VBCC di hoan
thanh vé cac don vi quan 1y dao tao lién quan.

5.2.6. Buéc 6: Lap so goc cip VBCC, phat VBCC cho ngudi hoc. Cong bd
thong tin trén website.

Sau khi nhan VBCC tir Phong HCTH, Pon vi quan 1y dao tao 1ap s6 gbc dé phat
van bang, chung chi.
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VBCC).

5.2.7. Buée 7: Xir Iy phdi VBCC héng (néu cé)
Phong HCTH va Phong KH-TC tham muu thanh 1ap Hoi dong hity VBCC héng

dé thuc hién viéc xir Iy phéi VBCC theo quy dinh.

5.2.8. Buéc 8: Luu triv Ho so

Pon vi quan 1y dao tao, Phong HCTH, Phong HCTH tién hanh luu trit cac ho so

lién quan dén Quy trinh quan 1y.

Phong HCTH cong b thong tin vé cap VBCC trén website (qua hé thong tra ctru

Thoi gian

STT Tén biéu miu Mi s6 Irn Noi luu
1 Bang xdac nhan théng tin in Khong ma héa 2 rrllagr;lykiitu Don vi quéan ly
VBCC va tinh trang ho so VBCC dao tao
Quyét dinh cong nhan tot Khong ma héa x| P',HCTH’.
2 nghiép/ QD A CC Vinh vién |- Cac don vi
snieh P quan ly dao tao
: 2 nam ke i Pon vi quan 1y
3 | Bién ban kiém tra dit liéuin | QT.HCTH.02/BM.01 | ngayin | - o0 Viquanly
dao tao
VBCC
Gidy dé nghi cdp phéi vin \
4 | bang, chung chi, ching nhan | QT.HCTH.02/BM.02 | Vinh vién ghglf%_l{lg TH
(VNCCCN) )
AR 2 ndm ké tir
5 Eﬁf‘;ﬂbaﬂ kiem tra VBCC sau | 1 oTr 02/BML03 | ngayin | P. TTr-PC
VBCC
Vinh vién
(Sao
A A . 1 n ~ s luu dir liéu
6 | Phan mém quan Iy VBCC Khoéng ma hoa dinh ky .. P. KH-TC
thang/1
lan)
7 | S6 giao nhan VBCC QT.HCTH.02/BM.04 | Vinhvién |P.HCTH
8 lslgn‘ga“ 1y phot VBCC QT.HCTH.02/BM.05 | Vinhvién |P.KH-TC
9 Eéf; ban huy phoi VBCC | vy o 02/BM.06 | Vinh vidn | P. KH-TC
10 | S6 theo ddi VBCC hong QT.HCTH.02/BM.07 5 ndm P. KH-TC
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VL. PHU LUC/BIEU MAU
6.1. Phu luc: Khong ap dung
6.2. Bi¢u miu
STT Tén biéu miu Mai sb Theoi gian luu
Y oAl 2 nam ké tir
1 | Bién ban kiém tra dit liéu in | QT.HCTH.02/BM.01 ngdy in VBCC
Giay dé nghi cap phoi van N
2 | bang, chung chi, chiing nhan | QT.HCTH.02/BM.02 Vinh vién
(VNCCCN)
Bién ban kiém tra VBCC sau 2 nam ké tir ngay in
3 Khi in QT.HCTH.02/BM.03 VBCC
4 | S6 giao nhan VBCC QT.HCTH.02/BM.04 Vinh vién
5 Egncgan 1y phoi VBCC QT.HCTH.02/BM.05 Vinh vién
6 il)fl‘; ban huy phoi VBCC |\ ye1r1.02/BM.06 Vinh vién
7 | S6 theo ddi VBCC héng QT.HCTH.02/BM.07 5 ndm




Ma hiéu : QT.HCTH.02

QUANLY (\?g\IYBEIEéNCI;UNG CHi Lan ban hanh : 01
CHUNG NHAN NGAN HAN Ngay ban hanh: 20/09/2023
Trang : 8/8
LICH SU THAY POI
sTr | LAnDban | oy ban hanh | Trang sira déi Noi dung/ Vj tri thay dbi

hanh




BO GIAO DUC VA PAO TAO

CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC VINH Poc 1ap - Tw do - Hanh phic
Tén don vi
BIEN BAN KIEM TRA DU LIEU IN VAN BANG, CHUNG CHI
S6 QP cong nhin Ngay ky S0 legng 2 £ 2 £
TT Tén VBCC TN/chp chimg c.hi ob dong dir | Can cwr kiém tra | Két qua kiém tra | Két qua xwly | Ghichu

liéu

NGUOI KIEM TRA

QT.HCTH.02/BM.01

Nghé An, ngay  thang  nam 20
TRUONG DON VI




BO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG DPAI HQC VINH DPoc l1ap - Tw do - Hanh phic
, _ GIAYDENGHI
CAP PHOI VAN BANG, CHUNG CHI, CHUNG NHAN
(VBCCCN)

Kinh gtri: Ban Gidm hi¢u Nha truong

Tén to1 la:

Pon vi:

Can ct Quyét dinh s6:  vé viéc cong nhan hoc vi/tdt nghiép/hoan thanh khoa
hoc va cap bang Tién si/Thac si/Ctr nhan/K§ su/Chung chi/Chimg nhén. ..

Kinh d& nghi Ban Giam hiéu Nha trueong cip phdi bang. ... Cu thé nhu sau:

STT Loai VBCCCN S6 quyét dinh Ngay ky S6 lwgng phdi

Tong cong s lugng dé nghi cip: (bang chir:)

Kém theo Gidy dé nghi la Quyét dinh cong nhdn tot nghiép, Quyét dinh cap chimg chi dé
kiém tra.

LANH PAO PON VI PE NGHI NGUOI PE NGHI

BAN GIAM HIEU DUYET

QT.HCTH.02/BM.02



BO GIAO DUC VA PAO TAO

CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC VINH Doc lap - Tu do - Hanh phic
Tén don vi
BIEN BAN KIEM TRA VAN BANG, CHUNG CHI SAU KHI IN
A S6 QP cong nhan | Ngayky | Sélwong | .. . . .z Atz PP C
TT Tén VBCC TN/cAp chimg chi ob VBCC Can cw kiém tra | Két qua kiém tra | Két qua xiwly | Ghichu

NGUOI KIEM TRA

QT.HCTH.02/BM.03

Nghé An, ngay  thang  nam 20
TRUONG DON VI




BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
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Phong Hanh chinh Tong hop

SO GIAO, NHAN VAN BANG, CHUNG CHIi

TEN VAN BANG, CHUNG CHI SO Qb SO LUQNG

T | L 6P/KHOA PAO TAO, BOIDUONG | NGAY KY SO HIEU (TU-PEN)

BEN GIAO BEN NHAN

QT.HCTH.02/BM.04
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BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC VINH Péoc lap - Tw do - Hanh phic
Tén don vi Nghé An, ngay  thang nam 2020
SO QUAN LY PHOI VBCC HONG
So . .
Ngay thu SO hiéu phéi | N¢i dung,ly do | Nguwoi | Nguoi So hi¢u . , Hinh Ghi
STT hoi tlh“;l‘-"ggi chimg chi thu hbi giao | nhan | banhuy | SN e huy | cha

QT.HCTH.02/BM.05




BO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG DPAI HQC VINH Poc 1ap - Tw do - Hanh phic

Nghé An, ngay  thang nam 2020
BIEN BAN HUY PHOI VAN BANG, CHUNG CHI HONG

Hém nay, ngay ..., thang ..., ném‘. Lotal Truong Pai hoc Vinh, hoi déng xu ly
phoi van bang chimg chi (VBCC) hong gom co:

STT Ho va tén Chirc vu | Chirc danh hdi dong Ghi chu

D3 tién hanh thong ké, kiém tra toan bd s6 phéi VBCC bi ......... chat luong khong bao
dam dang duoc luu giir tai Phong Ké hoach - Tai chinh va tién hanh huy bo toan bo sé6 VBCC
héng noi trén véi hinh thae .........

Bang thong ké VBCC hong dugc Hoi dong tién hanh huy bo nhu sau:

Loai phéi bing, chirng

TT chi, chimg nhan S6 hiéu SL Tinh trang Ghi chua
01
02

Tong sb

Tong sé phdi bang duoc huy gom:
- Phéi bang Ctr nhan

- Phoi bang K¥ su
-Phoichungchi
Bién ban duoc lap xong vao lac ... h ... ngay .../ .../ ...

CAC UY VIEN HQI PONG CHU TICH HOI PONG

QT.HCTH.02/BM.06



BO GIAO DUC VA PAO TAO

CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC VINH DPéc 1ap - Tw do - Hanh phuc
Tén don vi
SO THEO DOI PHOI VAN BANG, CHUNG CHI HONG
C A A pen , . Ngay nop Ngay nhan S6 hiéu phoi s
STT Loai phoi VBCC S0 hi¢u Ly do hong phdi hong phéi thay thé thay thé Ghi chu

QT.HCTH.02/BM.07






