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IL.MUC PIiCH

- Quy trinh xac minh van bang 1a tao diéu kién cho cac Co quan, Cong ty,
Truong hoc tlep nhan hd so xin viéc, hoc lién thong... can xac minh vé vin bang cta
sinh vién da t6t nghiép tai truong.

II. PHAM VI AP DUNG

- Quy trinh nay 4p dung cho sinh vién cc khéa dao tao di tot nghiép tai truong
Dai hoc Vinh.

III. TAI LIEU LIEN QUAN

- Tiéu chuan TCVN ISO 9001:2015;

- Théng tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B6 Giao duc va bao
tao ban hanh Quy che quéan 1y bang tot nghiép trung hoc co so, bang tét nghiép trung
hoc phd thong, bang t6t nghiép trung cap su pham, vin bang gido duc dai hoc va ching
chi ctia hé thong gido duc qudc dan.

IV. PINH NGHIA VA TU VIET TAT
4.1. Dinh nghia:

- Quy trinh xdc minh van bang 13 quy trinh ra soét, kiém tra thong tin trén bang
va s6 gbc cap phat vin bang luu giit tai Truong khi c6 cong van xac minh van béng tir
cac Co quan, Cong ty, Truong hoc gui téi Truong yéu cau xac minh.

4.2. Tir viét tit:

BPMC B6 phan mot ctra

HT Hi¢u trudng

HCTH Hanh chinh Tong hop
bT bao tao

bT SbH Pao tao Sau dia hoc
GDTX Giao duc thuong xuyén

NCDTTT Nghién ctru va Dao tao truc tuyén
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V.NOQI DUNG
5.1. Luu db
STT Luu d6 Trach nhiém Dién giai/Biéu miu
1
Yéu cau xac minh i -
vin bing Pon vi ngoai QT.HCTH.04/BM.01
A\ 4
Tiép nhan cong van xac minh
2 van bang BPMC
A 4
3 Kiém tra ho so, sf) gbc cap phat van bT, bTSDPH, GDTX,
bang NCDTTT
\ 4
4 Cong vén phtc dap xac minh vén HCTH QT.HCTH.04/BM.02
bang
Céc phong ban hd trg:
5 BGH bT, bTSPH, GDTX,
NCDBTTT, HCTH
6 Guri cong van phan hoi HCTH
A 4
7 Luu hé SO HCTH
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5.2. Dién giai lwu dd
5.2.1. Yéu cdu xdc minh vin bing

Céc don vi hodc ca nhan c6 yéu cau xac minh vin bang ching chi guri dén Truong Dai
hoc Vinh dé xac minh vin bang ctia ngudi hoc da hoc va tot nghiép tai Trudng theo biéu miu
QT.HCTH.04/BM.01 (néu can thiét).

5.2.2. Tiép nhdn cong vin xdac minh vin bang

Phong Hanh chinh Tong hop ti€ép nhén cong van yéu cau xac minh van bang tir cac
don vi hodc cac nhan gui dén Truong.

5.2.3. Kiém tra ho so, so goc cdp phdt vin bang

Theo yéu cau cta cong vin tir cac don vi hodc cac nhin giri t6i Truong, Phong Pao
tao, Phong Dao tao Sau dai hoc, Trung tam Gido dyc thuong xuyén, Vién Nghién ctru va Dao
tao truc tuyén tién hanh kiém tra cac thong tin trén céng vin (Van bang photo kém theo) va
d6i chiéu véi s6 gbe cap phat van bang dang luu gii tai trudng.

5.2.4. Céng vin phiic ddp xdc minh bing

Sau khi kjém tra d6i chiéu xong, Phong Hanh chinh Téng hop tién hanh lam cong van
phtic dap theo biéu mau QT.HCTH.04/BM.02

5.2.5. Ky phé duyét

Phong Hanh chinh Téng hop chuyén cong vin trinh Hidu truong xem xét, ky cong vin
hodc yéu cau di€u chinh cong van.

5.2.6. Giri cong van phan hoi

Sau khi Van thu truong hoan thanh xong, Phong Hanh chinh Téng hop tién hanh giri
cong van phuc dap (qua dudng buu dién, Email) t61 dia chi cac don vi hodc cac nhan da gui
cong van yéu cau xac minh.

5.2.7. Lwu ho so
Phong Hanh chinh Tong hop ¢6 trach nhiém luu ho so.
VI. BIEU MAU/PHU LUC

6.1 Biéu mau

STT Tén ho so M3 sb Théi gian luu
1 E;nr;g van yeu cau xdc minh van | o g 04/BMLO1 5 nam
p | Congvanphicdap véviecxic | p T 04/BM.02 5 nam

minh van bang

6.2. Phu luc
N/A
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LICH SU THAY POI
STT Lan ban Ngay ban hanh Trang sira doi Noi dung/ Vi tri thay déi

hanh




TEN CQ, TC CHU QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC DPéc lap - Tw do - Hanh phic
SO: e [, e, , ngay ... thang ...... nam 20 ......

Viv dé nghi h trg xac minh
van bang/chimg chi

Kinh gtri:  Truong Pai hoc Vinh

Nhim e ooy (€O quan, té chtrc) kinh dé& nghi
Truong Pai hoc Vinh ho trg xdc minh van bang/ching chi cu thé nhu sau:

|3 (O 1< o S
B0 S 14 o PRSI
L0ai VAN DANEG/CHTNEG ChI: .o
Nganh/chuy€n NEANN: .......ccoooiiiiiiiie e e
SO REBUL e ettt et e ettt e et e et e e
S8 VA0 SO cvvveevieeeeeeeeeeseeeeeee et
INGAY CAP: .o eee e ee e eneeean.
Thong tin xac minh vui long giri vé:

= TN QOM Vi et e e e e e e e r e e e e e e eenans

Tran trong!

Noi nhén: QUYEN HAN, CHUC VU NGUOI KY
- Nhu trén;

-Luu: VT... (Chit ky ciia nguoi ¢6 tham quyén,

dau/chir ky so cua co quan, to chirc)

Ho va tén

QT.HCTH.04/BM.01



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

TRUONG PAI HQC VINH Doc l1ap - Tw do - Hanh phuc
S6: ... /DHV-HCTH Nghé An, ngay ...... thang ...... nam 20 ......

V/v xac minh van bang, chirng chi

Kinh gUi: oo
NEAY evveieerieeieereeenee , Trudng Pai hoc Vinh nhan dugc Cong van so .......... ,
ngay ...... [ovoiid coiiaeinnaanns CUA cvreeereeeerreeeriieeeens vé viéc dé nghi ho trg xadc minh van
bang/chung chi.

Sau khi tién hanh kiém tra, doi chiéu HO so luu va S6 goc cap van bang, chirng
chi, Truong Pai hoc Vinh xac nhan:

D3 dao tao va cip van bang/chimg chi cho .................... trong Cong van dé nghi
cua Quy don vi.

Hodgc: Ong/ba ... khong co tén
Trudng Dai hoc Vinh phuc dap dé Quy don vi duoc biét./.

Noi nhin: KT. HIEU TRUONG
- Nhu trén; PHO HIEU TRUONG
- Hiéu truong (b/c);

- Luu: HCTH.

QT.HCTH.04/BM.02



