UBND TiNH BINH DUGNG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG DPAI HQC THU DAU MQT Pjc lip — Ty do — Hanh phiic
86: 2404 /QD-DPHTDM Binh Duong, ngay$ 0 thang/£ ndm 2016
QUYET PINH

V& vigc ban hanh céc quy trinh v& quén Iy cAp ph4t viin bing chiémg chi
ciia Trudmg Pai hoc Thi DAu Mjt

HIEU TRUGNG TRUONG PAI HQC THU DAU MQT

Ciin cir Quyét dinh s6 900/QD-TTg ngay 24/6/2009 ciia Thii tuéng Chinh phi
ning cép trudng Cao ding Su pham Binh Duong thanh Trudng Pai hoe Thu Déu Mét;

Cin ctr Quy ché td chirc va hoat dong cia Trudmg Pai hoc Thi Diu Mét duge
ban hanh kém theo Quyét dinh sé 72/2009/QD-UBND ngdy 23/10/2009 cita Uy ban
nhén dan tinh Binh Duong;

Cain cir Thong t sb 19/2015/TT-BGDDT ngay 08/9/2015 cia B§ Gido dyc v
Dio tao ban hanh Quy ché quan ly bang t6t nghi¢p trung hoc co sd, bang tot nghiép
tmgf hoc phd thong, vin bing gido duc dai hoc va chimg chi ciia hé thdng gido duc
quoc dan;

Quyét dinh s6 2096/QD-DHTDM ngay 29/12/2016 cuia Hiéu truéng Trudng Dai
hoc Thi Dau M6t vé viéc ban hanh Quy dinh quan 1y, cip phét vin bing, chimg chi cia
Trudmg Pai hoc Thu Dau Mdt;

Xét @ nghj cla Trudng phong Hanh chinh,

QUYET PINH:

Piéu 1. Ban hanh céc quy trinh vé& quéan Iy cdp phat vin bing chimg chi cia
Trudng Pai hoc Thi Dau Mot, bao gém:

- Quy trinh in 4n quén Iy vin bing chimg chi;

- Quy trinh nhéin bing tt nghiép;

- Quy trinh chinh sira ndi dung vin bing chimg chi;

- Quy trinh c4p ban sao vin bing chimg chi tir s géc;

- Quy trinh x4c minh vin bing chimg chi;

- Quy trinh x4c nhén vin bing chimg chi.

Didu 2. Trudng phdng Hanh chinh, Truéng céc phong khoa, trung tim va céc
don vj, cé nhén c6 lién quan chiju trach nhiém thi hanh Quyét dinh nay.

Quyét dinh c6 higu lyc thi hanh tir ngay ky./.
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UBND TINH BINNDUONG ~ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAY HOC,THE DAU MOT Poc 1ip — Ty do — Hanh phiic

CAC QUY TRINH .
QUAN LY CAP PHAT VAN BANG CHUNG CHi
CUA TRUONG PAI HOC THU DAU MOT
(Ban hanh kém theo Quyét dinh s6A0% /QD-DHTDM ngiy$0 thangd Lnim 2016
cua Hi¢u truong Truong Dai hoc Thu Dau Mjt)

A. Danh muyc cic quy trinh

I. Quy trinh in 4n quan 1y van bing ching chi

II. Quy trinh nhin bing t4t nghiép

I1I. Quy trinh chinh stra ndi dung van bing chimg chi
IV. Quy trinh cp ban sao vin bing chimng chi tir sé gbc
V. Quy trinh x4c minh van bing ching chi

VI. Quy trinh x4c nhén vin bing chimg chi

B. Chir viét tit

- VBCC: Vin bing chimg chi

- QP CN&CBTN: Quyét dinh cong nhén va cip bing tot nghiép
- TN: T6t nghiép



1. Pham vi ap dyng

I. QUY TRINH

IN AN QUAN LY VAN BANG CHUNG CHi

Quy trinh nay ép dung ddi véi viéc in 4n quan 1y vén béng chimg chi cia
Truomg Dai hoc Thi Dau Mét.

2. So db
Buéc | Tin trinh thye hién ;:::p“l'; Ng':”i’;;h‘“‘ T""""tﬁ‘;:h"““ Ghi chi
Xuét va ban giao 01 ngay lam vige 4
: ohoi VBCC Quyétdinh | Ngudi quin | ké tir thoi diém | C0 Pon P2
CN&CBTN | Iy phoi nhan dugc QD |y 80
CN&CBTN g
In va ban giaq phdi Tir 03 - 12 ngdy g:nbif:ot::é}?o
" VBCC didin Quyétdinh |\ .. lam viée thy theo | ugi %
CN&CBTN |8 s6 lugng phoi pa o i
. phét quan ly
VBCC cén in VBCC
Ra so4t, ddi chiéu e ginpy | NBUO clp
3 phdi VBCC d in S;QC];;N phét quan Iy | 02 ngay lam viéc
VBCC
VBCC fhin Neui cfp cho vi th
4 n phat quan 1y | 03 ngdy lam viéc | v gx
VBCC :
ky
Ban giao lai
Péng déu VBCC Céc quy S
dinh phé cho Ngudi
5 MAPNP | vian thr 01 budi chp phat
lujt vé cong .
quén ly
tdc vin thu VBCC
Lip sb gbc clp gé‘;,q‘ﬁ; Ngudi cip Theo miu
6 VBCC M0 PR3P | phat quan Iy | 03 ngay lam viéc | do BGDDT
lugt ve quan | Gp oo quy dinh
Iy VBCC
Bing Tb chirc * A
t6t chpphit ||Cécquy | Negudichp | Cho dén khi e d
7 || nghiép bing tét | | dinh v& cAp | phat quénly | VBCC duge o ao% .
* nghiép | | phat VBCC | VBCC nhan hét qube pgbng




v - Can cir Ngudi thyc | Thoi gian hoan o
Buéc | Tien trinh thue hién phinlf hién thanh Ghi chi
Ban giao
Chimg cho cac -
chi Trung Il;lhgél:é:u(;:p]y 02 ngdy lam vige | CO bién ban
tam dé VBCC ban giao

cp phat




I1. QUY TRINH
NHAN BANG TOT NGHIEP

1. Pham vi 4p dung

Quy trinh ndy 4p dung ddi véi viéc cap phat bang tét nghiép cua Trudng
Pai hoc Thi Dau Mét.
2. Thoi gian — Pja diém nhén bing tot nghi¢p:

M3i dot tét nghiép, Té Vin bing chimg chi théng béo dén ngudi hoc thoi
gian dja diém nhén bing tt nghiép tap trung theo 16p/khéa trén Website Trudng.

Sau thoi gian nay, ngudi hoc nhén tai T6 VBCC (Vin phong Trudng) vao
thir 3 hang tuin (Budi séng tir 8h00 - 11h30, budi chidu tir 14h00 - 16h30).

3. So dd
ok - Nguoi Thoi gian o
Buéc | Tién trinh thye hién thye hién | hoan thanh Ghi chd
NOp 1€ phi nhén Ngudi
1 bang TN tai Phong nhén
Ké hoach tai chinh | | yBce
* e
Xuét trinh/ngp hd Hd so gdm:
so nhn bing TN * - Ban chinh CMND/h$ chiéu cia
cho Té VBCC ngudi dugce cap bing;
- Bién lai déng 1& phi cdp bing
Ngudi L
2 nhén - Gidy uy quyén c6 chimg thuc
VBCC cla co quan c6 thim quyén, gidy

to tiy thdn cua ngudi duge Uy
quyén (néu nhin thay);
- Ban sao c6 chimg thuc chimg chi

chuin diu ra (néu con ng chuén
d3u ra)




& sa Ngudi Thai gian o e
Buwéce | Tien trinh thue hi¢n thye hi¢n | hoan thanh Ghi cha
. s - Ngudi cip phat VBCC déi chiéu
ﬁém tt;a, da6i ct:;l}:l théng tin, hinh 4nh trén gidy to tiy
Sotheo quy 4 than cia ngudi nhin VBCC véi
thdng tin ghi trén VBCC/gidy uy
quyén va ngoai hinh cua ngudi
icA nhén VBCC.
3 Ngéu' Vi cHp Thyc hién B
phét ngay - P8i v6i Ban sao chimg chi
VBCC chudn diu ra khdéng c6 chimg
thue, Ngudi cip phat VBCC tién
hanh d6i chiéu véi ban chinh;
d6ng diu “Pi ddi chiéu ding ban
chinh”, ghi ngdy thang nim va ky
tén vao ban sao.
Ghi thong tin vao S& . S
el ﬁép diivin Ngudi * Ap dung d6i v6i trudmg hop
4 chi chuin diura * nhén phai np bo sung chirng chi chuéan
VBCC daura
Xuit bing TN tir kho .
luru, tim thong tin Ngudi cip Thyc hién
5 tl'ong Sé géc Cép phé’t ngay
bing TN VBCC
Ky tén va‘ ghi rd ho Neusi
p tén, ghi so CMND, | p hgan 1 Ngudi nhén phai tryc tiép ky tén
ngdy nhin vdo S0 goc ' vao sb gbc clp bing TN
Kiém tra lai thdng tin
ghi trong S5 géc va | | Ngudi cdp -
7 || bangiaobanchinh || phat Thyekitn
bing TN cho ngudi VBCC ngay

nhan




III. QUY TRINH

CHINH SUA NQI DUNG VAN BANG CHUNG CHi

1. Pham vi ap dyng

Quy trinh nay 4p dung d6i véi viéc chinh sira ndi dung vin bing chimg chi
ciia Trudng Pai hoc Thi Dau Mot

2. So
: Thaoi gian
Buéc | Tién trinh thwe hign thNg‘:f.“. hoan Ghi ché
WeAR™ | thanh
Nop tryc tiép hoic * Hb so gdm:
guri qua dudng buu 5 o .
dién hd so dé nghj - Bon dé nghj chinh stra ndi dung
chinh sira ngi dung VBCC (theo Miu s6 01/VBCC-
VBCC * vé& T 2015);
VBCC (Vian phong . . s
Truomg) : i?al- ban sao VBCC &2 nghj chinh
- 01 ban sao cé chimg thyc
Ngudi dé CMND/h¢ chiéu/gidy t& ty than
1 nghi hop phép khéc ciia ngudi duge cép
VBCC;
- 01 ban sao c6 chimg thuc gidy
khai sinh;
- 01 ban sao c6 chimg thyc vin ban
clia co quan c6 thdm quyén déi véi
trudng hop dé nghj chinh sira ndi
dung VBCC do thay ddi/cai chinh
vé h{ tich, xac dinh lai gidi tinh.
Tiép nh?n, kiém tra Thue hi
50 bj hd so dé nghi 5 wehién | itm tra dam bo dly di hd so
3 chinh sira ndi dung TOVBCC |ngaykhi . 0 quy dinh
VBCC tiép nhén
Kiém tra hé so, xem - Kiém tra, déi chiéu hd so d& nghj
xét quyet dinh vige . chinh stra ni dung VBCC véi hd so
chinh sira &5 n%igc Iru trir vé& cép VBCC ciia Trudng.
o - Tham muu Lanh dao Trudmg ra
4 T6é VBCC | ké trngdy | quyét dinh chinh sia ndi dung
nhdn dd ho | VBCC; néu khong chinh sira duge
sohgp1¢ | thi tra 1i biing vin ban va néu 13 ly

do.




Nguwdi

Thai gian

Buéc | Tién trinh thye hi¢n hoan Ghi chi
thychifn | 4 anh
Giri qua dudmg buu Ngay khi
di¢n/thong bao cho quyét dinh
Ngudi dé nghi chinh . chinh sira
5 stra ndi dung VBCC T6 VBCC | ho#c van
dén nhan két qua ban tra 1o
dugce ban
hanh
Tién hanh chinh sira
cc ndi dung tuon * Pbi véi trudng hop ra quyét dinh
6 {mg ghi trong sb g T6 VBCC chinh stra

cip VBCC *




1. Pham vi 4p dung

o IV.QUY TRINH =
CAP BAN SAO VAN BANG CHUNG CHI TU SO GOC

Quy trinh nay ap dung ddi véi viéc cip ban sao van bing chimg chi tir sb
gf)c cua Trudong Pai hoc Thu DAau Mobt.

2. Nguwdi c6 quyén d@ nghi cip ban sao VBCC tir sé gbc
a) Ngudi dugce cip ban chinh vin bing, ching chi.

b) Ngudi dai di¢n theo phép lut, ngudi dai di¢n theo uy quyén clia ngudi
dugc cip ban chinh vin bing, ching chi.
¢) Cha, me, con; vg, chépg; anh, chi, em ru{t; nguoi thira ké khéc cua
ngudi duge cip ban chinh vin bing, ching chi trong trrdng hop ngudi d6 da chét.

3. So dd
Nguwdi | Thoi gian
Buéc | Tién trinh thyc hién |  thye hoan Ghi chi
hién thanh

Nop trye tiép hodc * H so gdm:

gui a d“f’gs buu - Don d& nghj cAp ban sao VBCC tir sb

Qi b g gbe (theo MAu sb 04/VBCC-2017 dbi

cap bén sao VBCC véi bing tt nghiép, MAu 05/VBCC-

tir sb gbe* v& TS 2017 dbi véi chimg chi);

VBCC (Van phong A’

Truomg) - 01 ban sao khong can chimg thyc

Ngudi VBCC dé nghj cp ban sao (néu co);
! dé nghj - 01 ban sao ¢6 chimg thyc CMND/h$
chiéu/gidy t& tiy thin hgp phép khéc
| ctia ngudi dé nghi;

- 01 ban sao c6 chimg thyc gidy t&
chimg minh quan h¢ v6i ngudi duge
clp ban chinh VBCC (dbi véi trudmg
hgp thudc diém b, ¢ Myc 2 ciia Quy
trinh ndy)

Tiép nhén, kiém tra = ]

5 || sobohdsodénghi | |Té Ih:“ i‘l:f“ Kiém tra dam bao ddy du hd so theo
chp ban sao VBCC Y quy dinh

tiép nhén




Ngudi | Thoi gian
Buée | Tién trinh thye hién | thye hoan Ghi chi
hién thanh
; s b - Kiém tra, d6i chiéu hd so dé nghj cép
1?;:% ltf;,’ g? f;‘?:‘ bin a0 VBCC ;:ighc‘a 0 luru trit vé cAp
va SO 4
chp bg 530 ?Bcc 03ngay |- Can cir thong tin trong s6 gbe cip
tir b gbe lam viéc | VBCC ciia Trudmg, T6 VBCC in 4n va
3 To k& tir ngay | trinh Lanh dao Trudong ky ban sao
VBCC gay i .
nhan da hd | VBCC. Lip sb cép ban sao VBCC tir
sohgp ¢ |50 gbe theo ding quy dinh.
- Trudmg hgp khdng cip duge ban sao
VBCC thi tra 1o bang vin ban va néu
3 ly do.
Théng bao cho ;
ngubi d& nghi dén Ng:y khi
4 || nhén guiquaduomg | | T6 c6 ban sao
buu di¢n ban sao VBCC VBC(_:/
VBCC tir sb gbc/ vén ban tré
vin ban tra 1oi 1i




chi cuia Trudng Pai hoc Thu Dau Mt.

V. QUY TRINH

XAC MINH VAN BANG CHUNG CHI

1. Pham vi 4p dung

Quy trinh nay 4p dung ddi véi viéc x4c minh lién quan dén vin bing chimg

2. So dd
: Thai gian
Buéc | Tién trinh thyce hién thNg‘?i hoan Ghi chid
Wei¥l | thanh
Nop tryre tiép hodc * HA -
gl qua dudng buu EAoghen \
dién hd so dé nghj Don vi 44 - Vin ban ctia co quan, don vi dé
1 x4c minh VBCC * n;h‘; b nghj x4c minh vé VBCC;
YR VHOE: (Vin - 01 ban sao VBCC dé nghj xéc
phong Trudng) .
minh.
Tiép nhan, kiém tra )
, || o ho so d& nghj era—— Th"“’lt‘}:‘?" Kiém tra dam bio ddy di hd so
x4c minh VBCC 6 VBC ngay X | yheo quy dinh
tiép nhén
Kiém tra, d6i chiéu - Kiém tra, d8i chiéu hd so d& nghj
hd so, tham muu vin 03 ngdy | X4c minh VBCC v6i hd so hwu trir vé
ban tra 10i xéc minh lam viéc cdp VBCC cua Trudmg.
3 VBCC T6 VBCC | ké tirngdy | - Can cir hd so lwu trix vé céip VBCC
nhén i hd | cua Trudng, tham muu Lanh dao
sohgpl¢ | Trudmg ky ban hanh van ban tra 101
xac minh VBCC
Giri qua dudng buu Ngay khi
dién hojc théng bao vin ban
cho co quan, don vj tra i xdc | * Két qua x4c minh phai dugc cho
4 d& nghj x4c minh dén || T VBCC | minh vio bl thu, d4n kin va dong déu
nhén két qua VBCC gidp lai ctia Trudng.
dugc ban

hanh




chi ctia Truomg Pai hoc Thi Dau Mot.

VL. QUY TRINH

XAC NHAN VAN BANG CHUNG CHi

1. Pham vi ap dung

Quy trinh nay 4p dung dbi véi viéc xac nhan lién quan dén vin bing chimg

2. Sodd
Thei gian
Butc | Tién trinh thyc hign thNgc‘;".‘;n hodn Ghi chii
= thanh

Nop tryee tiép hogic * Hb so gbdm:

guri qua dudmg buu 3 g

dién hd so d& nghj - Pon d: n%h; xac nhin VBCC
x4¢ nhan VBCC * (theo Miu s6 02/VBCC-2015 ddi
vé Té VBCC (Vin véi xéc nhan tdt nghiép, Miu
phong Trudmg) 03/VBCC-2015 ddi véi x4c nhin

1 Ngudi dé vé chimg chi);

nghi - 01 béan sao khong cin chimg thuc
VBCC d& nghj x4c nhan (néu c6);
- 01 ban sao c6 chimg thyc
CMND/$ chiéw/gidy to thy than
hgp phép khéc cia ngudi duge cdp
VBCC.
Tiép nhin, kie::m tra Thue hi
o || tembsodioghi | |1y e | :‘;k]f“ Kidm tra dam béo dly du hd so
xéc nhin VBCC -
an ﬁgp nhan theo quy djnh
Kiém tra, d6i chiéu Kiém tra, d6i chiéu hd so dé nghj
" L ] 1
hé 50; 1n inva E"i“h 03 ng.A.y x4c nhin VBCC véi hd so luu trir
ky Gidly xac nhin lam vige | y& cfp VBCC ciia Truomg.

3 VBCC T6 VBCC | ké tir ngay | _ Can cir hd so hwu trir vé cdp VBCC
nhan dd hd | cia Truong, in &n va trinh Lanh dao
sohop 1€ | Trudng ky Gidly xac nhan VBCC.

Giri qua dudng buu )
dién hodc thgmg béo Ngay ‘kh:
cho ngudi de nghij c6 Giay

: dén nhan Gidy xac T6 VBCC x4c nhén

nhén VBCC
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