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Quy trinh xir Iy in va cdp phat van bang QT.08/bT

QUY TRINH INVA | Maso: QT.08/DT

«— N i (T VX 5 Snh-
~— CAP ]Psggé VAN N\gay ban hanh:20/06/2017
Lan ban hanh: 01

1. Bon vi va ca nhan co lién quan phai nghién cvuu va thuc hién dung cac noi dung cua
quy trinh nay.

2. Ngi dung trong quy trinh nay c6 hiéu luc thi hanh theo sw chi dao cua Hiéu
trucng Truwong Cao Pang Céng nghiép Nam Dinh.

3. Mdi don vi dwoc phét 01 bdan (c6 dong dau kiém soat). Cac don vi khi c6 nhu cau
bé sung thém tai liéu, dé nghi lién hé véi thur ky 1SO dé c6 ban dong ddu kiém soat.
Can bg, vién chire duwoc cung cap file mém trén mang néi bé dé chia sé théng tin khi
can.

NOI NHAN: (ghi rd nei nhdn réi danh dau X 6 bén canh)

X Hi¢u truong
X Pho Hi¢u trudng
X Cac don vi Phong, Khoa, Trung tam

THEO DOI TINH TRANG SUA DOI (tinh trang sira déi S0 véi bén triwde do)

Trang Hang muc sira doi Tém tit ndi dung hang muc
sira doi
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Quy trinh xir Iy in va cdp phat van bang QT.08/bT

|. MUC PICH:

Nhiam quy dinh théng nhit vé trinh ty xtr Iy in va cdp phat vin bang, chtrng
chi, dap tng kip thoi nhiém vu quan ly va té chac cac hoat dong cua Truong Cao
Ding Cong nghiép Nam Dinh.

Il. PHAM VI AP DUNG:

Quy trinh nay ap dung cho tit ca cac hé dao tao cua Trudng. Cac don vi, c&
nhan c6 trach nhiém phdi hop thuc hién cung véi don vi dau méi (phong Dao tao)
dé giup cong tac vin bang chimg chi cta Trudng ngay cang chit ché, ding phap
luat va dat hiéu qua cao.

I11. TAI LIEU VIEN DAN:
- Quyét dinh s6 34/2008/QD-BGDDT ngay 10/07/2008 ciia Bo truong Bo GD&DPT vé
viéc ban hanh mau chimg chi cta hé théng gido duc qudc dan;
- Quy dinh v& quy trinh cép phdi vin bang, ching chi tai co quan bo Gido duc va DPao
tao ban hanh kém theo quyét dinh s6 5599/QD-BGDPTngay 01 thang 12 nim 2010
cua B0 truong Bo Giao duc va Pao tao.
- Thong tu s6 22/2012/TT-BGDPT ngay 20/6/2012 cua B truong Bo Gido duc va
Pao tao vé stra d6i, bd sung mat s6 diéu cua Quy ché vin bﬁng, chting chi cua hé
théng gido duc qudc dan ban hanh kém theo Quyét dinh s6 33/2007/QD-BGDDT ngay
20/6/2007 cua B0 truong Bo Gido duc va Pao tao;

Thong tu s6 44/2012/TT-BGDPT ngay 30 thang 11 ndm 2012 cta B truong Bo Gido
duc va Pao tao vé viéc Ban hanh mau bang tot nghiép TCCN.
- Théng tu s6 45/2012/TT-BGDDT ngay 30 thang 11 nim 2012 cta Bo truéng Bo
Gi4o duc va Dao tao vé viéc Ban hanh miu bang tot nghiép cao dang.
- Quyét dinh s6 75/2008/QD-BLDTBXH ngay 31 thang 12 nim 2008 cia Bo trudng
Bo Lao dong — Thuong binh va Xa hoi vé viéc Ban hanh miu Bang tt nghiép cao
dang nghé, mau Bing t6t nghiép trung cap nghé, mau Chung chi nghé, miu ban sao va
viéc quan 1y, cap bang, chimg chi nghé

IV. THUAT NGU VA TU VIET TAT:
4.1 Giai thich thuat ngir:

4.2 Tir viét tit:
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Quy trinh xir Iy in va cdp phat van bang

QT.08/DT

HSSV Hoc sinh Sinh vién

BGDDT B0 Giao duc va Pao tao

GV-PDT Gido vu phong Pao tao

VBCC Vin bang - Chtng chi

BLDTBXH B6 Lao dong Thuong binh Xa hoi
CT-HSSV Phong Céng Tac - Hoc sinh sinh vién
Cb Cao dang

TCCN Trung cap chuyén nghiép

CbN Cao dang nghé

CNTN Cong nhan t6t nghiép
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Quy trinh xir Iy in va cdp phat van bang

QT.08/DT

V. NOI DUNG QUY TRINH:
5.1. Quy trinh xir Iy in vin bang:

Chiju trach nhiém
Thue
hién

Phéi hop Cac budc thue hién

Mo ta/ Tai liéu lién
quan

Danh sach HSSV
theo Quyét dinh tot
nghiép

Gido vu
phong | Nguoi hoc
dao tao

Muc 5.1.1
Mau 01- QT08/DT

\ 4

Gido vu | Nhan vién Thii tuc h6 so mua phoi
phong phu trach VBCC Muc 5.1.2
dao tao in VBCC
Nhan B0 phéan ——
vién phu Quén 1y Nhan phoi VBCC
L X , Muc 5.1.3
trach in cap phat
VBCC Vit tu
Nhan S;io dio r Mye 3.4
o | e ‘ M.02 - QTOS/DT
V‘enﬁ” U tao In vin bing «— | M.03-QT08/DT
trach in '
M. 04 - QTO8/DT
VB Phong Da
cc ong pao M.05 - QTO8/DT
tao
Hiéu
truong - Ky duyét Muyc 5.1.5
B0 phan
van thu
NV vién | Phong Dao \
phu trach tao, Ban giao Muc 5.1.6
in VBCC HSSV
NV phu Gido vu
trach in | phong dao Muc 5.1.7

VBCC tao
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Quy trinh xit Iy in va cdp phdt van bang QT.08/DT

* Mo ta Quy trinh dang bang:

STT

Cong viéc

Nguwoi
thuc
hién

Quy trinh thyec hién

Biéu mau

5.11

XA&c nhan
thong tin s€ ghi
trén vin bang
chung chi

Nguoi
hoc

- Tru6e khi cac 16p thi HK cudi, GV-PDT thong bao dén 1op
trudng cac 16p vé ké hoach xét diéu kién du thi tét nghiép, giri ban
danh sach d¢¢ HSSV ky xac nhan cac thong tin c4 nhan (nhiing
thong tin s& dugc in trén VBCC). Yéu cau nguoi hoc kiém tra k¥
va ky tén xac nhan.

- Trudng hop co sai sot thong tin, ngudi hoc cin bao ngay cho
phong CT-HSSV. Sau khi diéu chinh xong, nguoi hoc s& duoc
phong CT-HSSV cip gidy xac nhin di diéu chinh thong tin (trong
phan mém). Khi d6, ngudi hoc ghi diéu chinh lai thong tin trong
danh sach x4c nhan thong tin cia phong Pao tao, giri kém gidy xac
nhén cua phong CT-HSSV.

- Sau khi hoan tat viéc ky xac nhan thong tin, 16p trudng cac 16p
nop lai danh sach cho GV-PDT.

GV-PDT kiém tra danh sach va ddi chiéu nhitng trudng hop da
duoc diéu chinh trén phan mém. Dua trén két qua hoc tap, Quyét
dinh t6t nghiép dam bao tinh chinh xic théng tin cd nhan cua
HSSV.

-MaAu 01-
QT.08/PT

512

Thu tuc ho so
mua phoi
VBCC

Gido vu
phong
bao tao

- Sau khi GV-PDT tao ban hanh quyét dinh Xét diéu kién du thi tot
nghiép, GV-PPT s& lam quyét dinh du kién Tt nghiép can ci trén
s6 luong du diéu kién dy thi Tét nghiép.

- B6 phan in VBCC cung cap s liéu théng ké phoi bang (tinh hinh
stt dung phéi, s luong phoi ton...) tinh dén thoi diém hién tai.
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Quy trinh xit Iy in va cdp phdt van bang QT.08/DT

4. In van bang ( Ban chinh va ban sao), chiing chi ban chinh, cap

Nguwoi
STT Cong viéc thue Quy trinh thyc hién Biéu miu
hién
- GV-PPT lam cong van dé nghi cap phoi bang va gui dén To cip
phat phéi van bang - ching chi BGDDT, TCDN. Trong coéng vin
c6 ghi 15 thong tin cua ngudi dé nghi cip phéi (ho tén, sd dién
thoai...) va xin nhan phdi bang tai bd phan cip phat phoi VBCC
cua BGDDT, TCDN .
- Trong thoi gian 01 tuan ké tir ngay gui cong van dé nghi cap
e Nhan | phdi, GV-PPT s& dugc lién hé dén nhan phoi bang. Néu khong co
Lién hé nhan i e ren A s an a4k . PO
e o vien | nguoi lién h¢, GV-PDT chu dong lién hé¢ dén noi giri ho so dé biét
5.1.3 | phoi van bang PR . j , A NS
chimg chi /phu_ duoc tién 'd() va hoan thanh céc thu tuc d€ mua phoi bang.
trach in | - Thuc hién cac tha tuc nhap va nhan VBCC tir phong QTVT cua
VBCC | truong
Quyét dinh Cong nhan tot nghiép sau khi dugc ban hanh s€ dugc
GV-PDT giri ¢én bo phan in VBCC (kém theo file mém).
Sau khi nhan ban giao phdi bang tr GV-PDT, bd phan in VBCC | -Mau 02-
Nhan | tién hanh: QT.08/PT
In van bing, vien | 1. Kiém tra cac vin ban hién h.énh lién quan flo BGDDT (hoac i
514 chimg chi phu | BLDTBXH) ban‘ hanh: Cf'lc quy dinh, huéng d?m in VBCC ... -Mau 03-
trachin | 2. Xt ly file mém: chuan hoéa dir liéu, chuyén cac thong tin sang | QT.08/DT
VBCC | tiéng Anh, kiém do so bo,...
3. Trinh Truéng phong Pao tao duyét mau va ndi dung sé in trén | -Mau 04-
van bang ( Ban chinh va ban sao) QT.08/BT
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Quy trinh xit Iy in va cdp phdt van bang QT.08/DT

Nguwoi
STT Cong viéc thue Quy trinh thyc hién Biéu miu
hién
nhat s6 hiéu bang vao danh sach tét nghiép. Sau khi hoan tit viéc | -Mau 05-
in 4n, bd phan in vin bang thong ké sd liéu sir dung phéi. QT.08/BT
5. Néu c6 phdi hong, bo phan in VBCC 1am bién ban hity phoi.
6. In va ghi chép cac thong tin VBCC ciia HSSV duoc cap vio sd
phat bang.
515 Ky duyét HiFEu Hiéu truong ky duyét van bang
truong
1. Ban giao VBCC va sb bang cho GV-PPT hoidc ngudi phu trach
Nhan | phat bang. GV-PDT sau khi nhan ban giao bang tién hanh kiém
vién | do, dan hinh (d6i voi bang CPN).
516 Ban giao, gép phu | 2. Théng,béo ké hoach E:ép’ VBCC t&i HSSV, cap va luu trit cac
" | phat van bang | trdch in | dir liéu cap VBCC vao so6 cap VBCC
vin | 3. Ban giao dit liéu mém vé thong tin cip vin bang cho bd phin
bang | quan tri website dé cong bo trén trang thong tin dién tir.
Nhan | Luu trir bang tot nghiép
vién | Luu phdi ton, phoi hong
A phu | Luu cac hd so khéc c6 lién quan
5.1.7 | Luu ho so L
trach in
van
bang
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Quy trinh xit Iy in va cdp phdt vin bang

QT.08/DT

5.2 Quy trinh cAp phat viin bing:

Chiju trach nhiém
Thye hién Phéi Luu do M5 ta, tai liéu lién quan
hop
G‘1éo Vu Thong bao ké
phong dao hoach phat bang - Muc 5.2.1
tao
Y
Truong
phong dao Duy¢t Muc 5.2.2
tao
Gido vu Hoc Muc 5.2.3
phong dao sir{h M.06 - QTO8/DT
tao phu L i M. 07 - QT08/DT
. ] sinh Thuc hién
trach phat . M.08 - QTO8/DT
5 vién
bang
Nhan vién
phu trach Luu ho so Luu hd so theo quy dinh
phat bang

9/11




Quy trinh xit Iy in va cdp phdt van bang

QT.08/DT

* Mo ta quy trinh theo dang bang:

Nguoi th N iy ma
STT | Cong viée guot thue Quy trinh Biéu miu
hi¢n
Sau khi xét CNTN, GV-PDT thong bao lich phat bang du
kién.
Thong béo ké Giao vu Trude thoi diém phat bang 01 thang, néu ké hoach phat bang
5.2.1 | hoach phat phong Pao | thay ddi, gido vu diéu chinh lich phat bang.
bang tao Trinh k¥ va niém yét lich phat bang (chinh thirc).
Lueu y: Trong thong bdo ghi ré nhiém vu ciia HSSV khi dén ldy
bang (mang thé HSSV, CMND, cdc chirng chi dé hoc...)
Truomg :l;irélilé;l;géglic‘;ng Pao tao duyét ké hoach phat bang cta nhan
5.2.2 | Duyét hong Da A ,
e P OItlagO a0 Cong bo ke hoach trén website va cac bang thong bao cua
' truong
- Khi HSSV dén nhan bang Tét nghié 5i phat bang kié .
Gido vu - i én nhan bang Tot nghiép, ngudi phat bang kiém |\
. hong d3 o . . . . QT.08/DT
Cap phat van pta(l):g h 0. Giay to tuy than: nguoi co6 tén trong danh sach tot nghi¢p phai 1(3[5 07
5.2.3 | bang chimg . P L'l, 13 nguoi dén nhan bang. .
7 trach phat . X ooz, QT.08/DT
chi s g - Truong hop dén nhan thay phai c6 giay uy uyén (c6 xac nhan x
bang (ot cua co quan dia phuong) Mau 08 -
u u .
h‘ & . ) 2 e « R T.08/DT
nghieP | Nguoi nhan CBCC Ky tén vao sb nhan VBCC va phidu diém. | &
5.2.4 | Luu ho so Nhan vién | Luu cac ho so lién quan theo quy dinh
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Quy trinh xir Iy in va cdp phat van bang QT.08/bT

VI.HO SO:
STT o Don vi, ca Noi Iru o
Tén Ho so nhan luu Thoi gian luu
Sb cap phat van bang ching Nhan vién | Phong DPao tao Vinh vién
1. chi phu trach
phat bang
VIIL. PHU LUC:
STT Ma s6 Tén biéu miu
1 M3u 01 - QT.08/DT D‘anh s&ch xac nhan thong tin sé ghi trén van
bang chung chi
2 Mau 02 - QT.08/PT M4u bang tbt nghiép Cao dang
3 Mau 03 - QT.08/PT M4u ban sao bang tt nghiép Cao dang
4 Mau 04 - QT.08/DT Mau bang t6t nghiép TCCN
5 Mau 05 - QT.08/PT Mau ban sao bang tét nghiép TCCN
6 Mau 06 - QT.08/PT Mau bang t6t nghiép Cao dang nghé
7 Mau 07 - QT.08/DT M3u béan sao bang tot nghiép Cao dang nghé
8 Mau 08 - QT.08/PT Mau s6 cap phat VBCC

11/11




