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1. Pon vi va ca nhan co lién quan phdi nghién cuu va thuce hién dung cac

ngi dung cua quy trinh nay.

2. Ngi dung trong quy trinh nay cé hiéu lyc thi hanh theo s chi dao cua
Hiéu truong Truong Cao Pang Cong nghiép Nam Dinh.

3. Mdéi don Vi dwoc phat 01 bdan (c6 dong ddu kiém soat). Cac don vi khi c6
nhu cau bé sung thém tai liéu, dé nghi lién hé véi thu ky 1SO dé c6 ban déng dau
kiém soat. Can bg, vién chirc dwoc cung cap file mém trén mang néi bé dé chia sé

théng tin khi can.

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

THEO DOI TINH TRANG SUA POI (tinh trang sira ddi so véi ban truée dé)

Trang Hang muc sira doi Tém tit ndi dung hang muc sira doi
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|. MUC PICH

Nhiam quy dinh théng nhat vé trinh tu quéan 1y, luu trir cac loai hd so nghiép vu
cua trung tdm theo dung thu tuc, quy dinh cta Bo Giao duc va Pao tao, qua d6 nang
cao chit luong dao tao va quan 1y cua Truong Cao Dang Cong nghiép Nam Dinh;

II. PHAM VI AP DUNG

- Ap dung trong pham vi Trung tdm Ngoai ngit - Tin hoc Trudng Cao déing
Cong nghiép Nam Dinh;

- Ap dung trong hoat dong quéan 1y cac hd so nghiép vu trong qué trinh hoat
dong cua trung tim Tin hoc tai truong Cao dang Cong nghiép Nam Dinh.

III. TAI LIEU VIEN DAN

- Quy ché dao tao dai hoc va cao dang hé chinh quy theo hé thdng tin chi” cta
Bo Gido duc va Pao tao ban hanh theo quyét dinh sé 43/2007/QD-BGD&DT, ngay
15/8/2007;

- Quyét dinh s6 5599/QP-BGDPT ngay 01 thang 12 nam 2010 ctua B Gido
duc va Pao tao Ban hanh Quy dinh vé quy trinh cdp phat phdi vin bang, ching chi tai
co quan B§ Gido duc va bao tao.

- Thong tu sé 03/2011/TT-BGDDT ngay 28 thang 01 nim 2011 vé viéc ban
hanh Quy ché t6 chirc va hoat dong ctia Trung tAm ngoai ngi, tin hoc.

- Quyét dinh s6 30/2008/QD-BGDDT ngay 06 thang 06 nim 2007 ctia B6 Gido
duc va Pao tao Ban hanh Quy dinh vé t6 chirc dao tao, boi dudng, kiém tra va cép
chtrng chi ngoai ngft, tin hoc theo chuong trinh gido duc thuong xuyén.

- Can clr quyét dinh s6: 969/QD-CDCNND ngay 7 thang 10 nam 2010 caa Hiéu
truong truong Cao dang Cong nghiép Nam Dinh vé viéc thanh 1ap Trung tdm Ngoai
ngtr - Tin hoc

- Can clr quyét dinh s6: 967/QD-CDCNND ngay 7 thang 10 nam 2010 caa Hiéu
truong truong Cao ding Cong nghiép Nam Dinh vé viéc ban hanh quy dinh chic ning
va nhi¢m vu cia Trung tdm Ngoai ngir - Tin hoc

IV. THUAT NGU VA TU VIET TAT

4.1 Giai thich thuat ngir

- Chung chi Tin hoc ngan han: I1a chimg chi Tin hoc trinh d6 A hay chtng chi
AutoCAD ctia cac Trung tdm Ngoai ngit - Tin hoc thudc cac truong PH Quéc gia, PH
Bach khoa Ha N6i, PH Su pham .....

- Bang sao chirng chi: 1a bang photo ctia cac loai chirng chi néu trén.

- Danh sé&ch chimg chi kiém dinh: 13 bang liét ké ho tén, ngay sinh, noi sinh, s6
hiéu chtng chi ctia hoc vién duogc cac trung tim néu trén cip ching chi chirng nhan.
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- M4 s6 sinh vién: 12 mé s6 ma truong CD Cong nghiép Nam Dinh cip cho mdi
sinh vién chinh qui khi bét dau vao hoc tai truong.

- Thoi han nhan chtng chi kiém dinh: 12 thoi gian tir ngay 01/10 nim trude dén
ngay 15/07 nam sau ma sinh vién nop cho trung tdm Ngoai ngit - Tin hoc.

- Lich 1am viéc tiép nhan ching chi: 13 nhiing ngay qui dinh lam viéc trong tuan
ma sinh vién c6 thé mang chimg chi ndp cho trung tim Ngoai ngit -Tin hoc.

4.2 Tir viét tit

- MSSV M3 s6 sinh vién

-CC Chung chi Ngoai ngit, Tin hoc ngan han
- BSCC Bang sao ching chi

-DSCC Danh sach chimg chi goi di kiém dinh

- BbH Ban diéu hanh trung tdm

-GD Nhan vién ghi danh

3/6
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V. NOI DUNG QUY TRINH

5.1. Luu do:
Chiu trach nhiém
Thue Phéi Cac budc thue hién M@ ta/ Tai liéu lién quan
hién hop
Thong béo tiép Xem 5.2.1
v
GD, Thuc hién tiép nhan
BbH HSSV bang sao chiing chi Xem 5.2.2
BGH, Thuc hién tham tra
BbH TCHC chimg chi Xem 5.2.3
BGH '
’ Cong bd két qua 2.
BbH TCHC g q Xem5.2.4
Y
BDH @ Xem5.2.5
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5.2. Mo ta Quy trinh dang bang

Thoi

STT | Cong viéc | Thuc hién gian Pia diém Quy trinh thuec hién Biéu miu
- BPH cin ct vao ké hoach dao tao, lich dao
Thong bao s ... | tao thong bao thoi han nhan CC, BSCC d¢ kiém
. Pau ndm | Van phong | .
5.2.1 | thoi han BDH hoc TTNN-TH dinh.
ndp CC i - HSSV c6 CC khong phai do truong Cb-
CNND cip thi ndp vé trung taim dé tham tra.
- BPH tiép nhan CC, BSCC tir HSSV theo thoi
gian da thong bao
Tfju:c hjén BDH. Tr‘o.ng Vin phong - D(A)i’ chiéli CC !aén gbe Vé.’ BSC(; o
5.2.2 | tiép nhan HSSV thoi han TTNN-TH | Hudng dan ghi MSSV, 16p, ngay ndp 1én
CC nhan CC BSCC.
- Tra lai CC gbc cho HSSV
- Nhan BSCC luu tri.
- Phan loai CC theo noi cap.
Thuyc hién | BPH, Khi hét - Lap DSCC.
5.2.3 | tham tra BGH, han nhan - Trinh BGH ky.
cC TCHC noép CC - Gtri phong TCHC déng dau.
- Giri cong van di dén cac truong.
Congbé | BDHL Van phong | Nhffm ké;t qu;.a tra l,c‘yi tu cac wtru.;emg. A
524 két qua TCHC TTNN-TH | - Niém yét thong bdo két qua cong nhéan hay
khong cong nhan CC cho HSSV.
N Vian phong | - Céap nhat két qua vao bang diém ctia SV
5.25 | Luuhoso | BbH TTNN-TH | - Luu hd so.
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VI.HO SO
. Don vi, ca . N
STT Tén ho so . Noi luu Thoi gian luu
nhan luu
1 Daqnh.s;ach f:hung chi co ket BDH TTNN-TH |5 nam
qua kiém dinh

2 |Bang sao chiing chi BbH TTNN-TH |5 nam

VIIl. PHU LUC:
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