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XU LY VAN BAN DEN '
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1. MUC PiCH

Quy trinh dugc xay dung nham phan cong, lam rd trach nhiém ca nhan, don vi
trong cac budc thyc hién tiép nhan, xur ly van ban dén Truong Pai hoc Thu Dau Mot
(goi tat Truong) trén HE thong phan mém quan 1y van ban dién to va van ban gidy
chuyén dén Truong qua dudng Buu dién, hop thu dién tir va truc tiép.

Vin ban dén duoc chuyen dén ding ca nhan, don vi xtr 1y, kip thoi, an toan, bao
mat, khong dé that lac, dam bao thuc hién diing quy dinh phap luat hién hanh (theo Nghi
dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh phii vé cong tac van thu).

2. PHAM VI AP DUNG

Quy trinh nay ap dung cho tit ca can bo, vién chirc va ngudi lao dong dang 1am
viéc tai truong Pai hoc Thit Dau Mot.

3. TAI LIEU THAM CHIEU

Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phti vé cong tac van thu

Quyét dinh s6 795/QD-DHTDM ngay 01/7/2020 cia Trudong Pai hoc Thu Dau
Mot vé viée ban hanh Quy ché cong tac Vin thu, luu trit cua Trudng Pai hoc Thu Dau
Mot.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT

4.1. Thuét ngir va dinh nghia

- Vin ban dén 14 tat ca cac loai van ban do Truong nhan dugc tir co quan, t chue,
c& nhan khac bén ngoai Trudng giri dén bao gdm vian ban quy pham phap luat, vin ban
hanh chinh, van ban chuyén nganh va don thu dugc Van thu Truong nhan dudi moi hinh
thure: Truc tiép, buu di¢n, van ban dién tir hoac nhan tir don vi thudc, truc thuoc Truong
chuyén dén (do cac co quan, to chirc khiac bén ngoai truong gui truc tiép dén don vi
thudc, truc thudc). Déi voi thu dén guiri dich danh ca nhan, don vi nhung noi dung vin
ban lién quan dén cong viéc chung ctia Trudng thi ci nhan, don vi nhan vin ban dén co
trach nhiém chuyén lai cho Vin thu truong dé tiép nhan, dang ky vian ban dén.

- Vin ban dén thudc ngay nao phai dugc dang ky, phat hanh hoac chuyén giao
trong ngay, chdm nhat 13 trong ngay lam viéc tiép theo. Van ban dén c6 dong cac dau
d6 khan: “Hoa toc” (ke ca “Hoa toc” hen gio), ¢ ‘Thuong khan” va “Khan” (sau day goi
chung 14 vin ban khan) phai dugc dang ky, trinh va chuyén giao ngay sau khi nhan dugc.

- Pang ky vin ban 1a viéc ghi chép hodc cap nhat nhimng thong tin can thiét vé
van ban nhu s, ky hi€u; ngay, thang, nam ban hanh; tén loai va trich yéu ndi dung; noi
nhan v.v... vao so dang ky van ban hodc co s dit liéu quan 1y van ban trén may vi tinh
dé quan 1y va tra tim van ban.

- Ho so 1a tap hop cac van ban, tai liéu ¢6 lién quan véi nhau vé mot van dé, mot
su viéc, mot d01 tuong cu thé hodc c6 dic diém chung, hinh thanh trong qua trinh theo
ddi, giai quyét cong viée thudc pham vi, chire nang, nhiém vu ctia co quan, to chic, ca
nhan.



\/ . Mai sb: QT/VP/01
TRU(]NQ DATHOC QUY TRINH B;Ssaﬁl 1an: 01
MATME XU LY VAN BAN PEN '
LUTHUDAUMOT Negdy hiéu Iye:01/01/2025
1976

- Lap hd so 1a viéc tap hop, sdp xép vian ban, tai liéu hinh thanh trong qué trinh
theo ddi, giai quyét cong viéc clia co quan, t chirc, c4 nhan theo nhirng nguyén tic va
phuong phap nhat dinh.

- Van thu Trudong l1a ¢4 nhan/bo phan thuc hién cac cong tac van thu ctia Truong.

- Hé thdng phan mém quén 1y vin ban dién tir 1a phan mém quan 1y van ban va
diéu hanh duoc lién thong voi Truc lién théng vin ban qudc gia dung dé tiép nhan, xu
ly, phat hanh va quan 1y van ban di va dén cua Truong.

4.2. Tr viét tit

TPHTDM Trudng Pai hoc Thu Dau Mot

VP Van phong Truong

Vin thu Vian thu Truong

CVP Chanh Van phong

PMQLVB Phan mém quan 1y vin ban va ho so cong viéc
Pon vi Cac don vi thudc, truc thuoc Truong

5. NOI DUNG QUY TRIiNH
5.1. Lwu do
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Kiém tra, tiép nhan

van ban dén

y

Dang ky van ban

A 4

Lap Phiéu xir Iy, trinh CVP phé duyét

y

Trinh Hi¢u truédng phé duyét

Hiéu truéng
phé duyét

)

Chuyén giao van ban dén qua ——— g
PMQLVB dén CVP E

b

loa

A 4 | i

Chuyén vin ban cho don vi lién quan  [~——~" 5
=

o>

Xt ly van ban theo
but phé Hi¢u trudng

l

oan tat ho so van ban dén va
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5.2. Mo ta
N ] Thoihan | Ponviphu | Ponvi | Biéu maw
NoQi dung cong R P £ A
TT : vide hoan trach/ nguoi phoi ho so
' thanh thye hién hop Minh chirng
Kiém tra va tiép ) Trona nai
1 | nhan van ban (giay 12 g 9 y Van thu
A s am vigc
va dién tr)
bang ky van ban
dén, 1ap phiéu xtr Iy | Trong ngay 3
2 va trinh Chanh Van lam viéc Van thu QT/VP/01/BMO1
phong tham muu
3 G}ll v }qen XU ly van Trs)ng ngay Chan{q Vian QT/VP/O1/BMO1
ban trén phicu xu ly lam viéc phong
Trinh phé duyét van
ban dén. Doi véi van Trong
ban ¢6 diu chi mirc ngay/ngay <
| dokhan phai duge | lamviee | vonthu
trinh va chuyén giao tiép theo
ngay khi ti€p nhan.
Higu truong phé N -arr(;rr:ga
5 | duyét vin ban dén 9aymaay | ieu truong
trén phidu xit I lam vige
tiép theo
S6 hoa vin ban dén,
chuyén vén ban qua s
6 | phan mém quan ly T{grrr]lgvri]gjy Van thu
van ban dén Chanh i
Vian phong
Chuyén giao van
ban dén cho trudng X , <
. Trong ngay Chéanh Van
7 | don vi lién quan qua N X
A A . 1 lam viéc phong
phan mém quan ly
van ban
Xu 1y van ban tai Th}:;? ! Trudng don vi
8 | don vi theo but phé an quy one -
. Tren ) dinh cta cé lién quan
cua Hiéu truong S
van ban




\/ , UY TRINH Mi sb: QT/VP/01
L J RUONG DAIHOC . L?,{ VAN BAN pr | Ban hinh lin: 01
THUDAUNOT Ny hi¢u lyc:01/01/2025
i3
ne n Thoihan | Don vi phu Pon vi Biéu miu/
NoQi dung cong R (o £ A
TT : vide hoan trach/ nguoi phoi ho so
' thanh thye hi¢n hop Minh chirng
Hoan tit hd so van | Trong ngay Cé nhan x Iy
9 TSR ~ \ T van ban, Van
ban dén va luu trix lam viéc
thu
6. HO SO/ BIEU MAU LIEN QUAN
A posR x ~ Ko K g Thoi gian luu .
TT Tén biéu mau Ma so6 (néu co) Ao ot .2 Noi luu
toi thiéu
1 | Phiéu xur 1y van ban dén | QT/VP/01/BMO1 Vin phong
7. PHU LUC

Gom ¢6 01 Biéu mau
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NATTME XU LY VAN BAN DEN '
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QT/VP/01/BMO1
UBND TINH BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC THU DAU MQT Déc 1ap - Tu do - Hanh phuc

Binh Duong, ngay thang nam 202....

PHIEU XU LY VAN BAN DEN

Sbdén: ......coooeiiiiill. Ngay dén: ....oooveeieiiieii.
- Co quan phat hanh Van DAN: .......cccoviiiiii e
- SE hibu VAN BAN: oot Ngay ban hanh: .............cc.ooee.
= THCh YU NOT QUNE: wvoveeeeeeeee ettt ettt
Tham muu y kién x 1y ctia Vian phong Duy¢t cua Hiéu truéng

Thoithanxuly: ..., Ngay duyét: .....ooooeiininen...
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Theo dbi sira chira/bo sung tai liéu

Ngay Vi tri Néi dung sira doi Ghi chu

Phén phoi tai li¢u

TT Don vi

1 Van phong

2 Céc don vi thudc, truc thugc Truong
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1. MUC PiCH

Quy trinh dugc xay dung nham hudng din cong tac Vian thu ctia Truong Pai hoc
Thu Dau Mot

2. PHAM VI PIEU CHINH VA POI TUQNG AP DUNG

Quy ché nay quy dinh Vvé cong tac van thu, luu trir trong Trudng Pai hoc Tha Dau
Mot (sau day goi tat 1a Truong).

Cong tac van thu, luu trir tai Quy ché hay bao goém: Soan thao, ky ban hanh vin
ban; quan ly van ban; 18p h6 so va ndp Iuu ho so, tai liéu vao Luu trit co quan; quan ly
va str dung con dau, thiét bi luu khoa bi mat trong cong tac van thu, luu trit.

Quy ché nay dugc ap dung d6i véi cac don vi thudc va truc thude Truong (sau day
duoc goi la don vi).

3. TAI LIEU THAM CHIEU

Can cir Luat Luu trir 6 01/2011/QH13;

Can ca Nghi dinh s6 01/2013/NP-CP ngay 03/01/2013 cua Chinh phu quy dinh
chi tiét thi hanh mot diéu cua Luat luu trix;

Can ctr Nghi dinh s6 99/2016/ND-CP ngay 01/7/2016 cua Chinh phu vé quan ly,
st dung con dau;

Cin ctr Nghi dinh s6 26/2020/ND-CP ngay 28/02/2020 cua Chinh phu quy dinh
chi tiet mot so dieu cua Luat Bao vé bi mat nha nudc;

Can ct Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh phua vé Céng tac
van thu;

Cén ctr Thong tu s6 27/2016/TT-BGDDT ngay 30/12/2016 cua Bo Giao duc va
Dao tao ve viéc quy dinh thoi han bao quan tai liéu chuyén mén nghiép vu cua nganh
Giao duc;

Cin cir Quyét dinh s6 2971/QD-UBND ngay 16/11/2022 Ban hanh Danh muc
thanh phan ho so, tai liéu cua Truong Pai hoc Thu dau Mot np luu vao Luu trit lich st
tinh;

Cin cir Quyét dinh 56 36/QD-HPTr, ngay 01/7/2024 cta Hoi dong trudng Truong
Dbai hoc Thﬁ Dau Mot ve viéc ban hanh Quy ché t6 chac va hoat dong ctia Truong Dai
hoc Thu Dau Mot;

_ Can cir Quyét dinh s6 795/QD-DHTDM ngay 01/7/2024 cta truong Dai hoc Tha
Dau Mot ve ban hanh Quy ché cong tac Vian thu, luu trir cia Truong Pai hoc Thu Dau
Mot.

4. THUAT NGU, PINH NGHIA VA TU VIET TAT

4.1. Thuat ngir, dinh nghia

- “Van ban” la thong tin thanh van dugc truyén dat bang ngdn ngit hoic ky hiéu,
dugc trinh bay dung the thac, k¥ thuat theo quy dinh.
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- “Van ban hanh chinh” 1a van ban hinh thanh trong qua trinh chi dao, diéu hanh,
gidi quyéet cong viéc cua Truong.

- “Van ban di¢én tu" 1a van ban dudi dang thong di€p dir li¢u duoc tao 1ap hoac
dugc sO hoa tir van ban giay va trinh bay dung thé thirc, k¥ thuat, dinh dang theo quy
dinh.

- “Van ban di” 1a tat ca cac loai van ban do Truong ban hanh.

- “Ban thao vin ban” 1a ban dugc viét hodc danh may hoic tao 14p bang phuong
tién dién tr hinh thanh trong qua trinh soan thao mot van ban.

- “Ban géc van ban” 13 ban hoan chinh vé ndi dung, thé thic van ban, dugc nguoi
c6 tham quyén tryc ti€p ky trén van ban gidy hodc ky s trén van ban dién tu.

- “Ban chinh van ban giéy” 12 ban hoan chinh vé noi dung, thé thirc van ban, duoc
tao tir ban c6 chit ky tryc tiép ciia nguoi co6 tham quyén.

- “Danh muc ho so" 1 bang ké c6 hé théng nhimg hd so du kién duoc 1ap trong
nam cua Truong.

- “Ho s0” 1a tap hop cac van ban, tai liéu ¢o lién quan vdi nhau vé mot van dé, mot
su viée, mot doi tuong cu thé hodc c6 dac di€ém chung, hinh thanh trong qua trinh theo
doi, gidi quyet cong viéc thudc pham vi, chirc nang, nhi¢ém vu cia don vi/ca nhan.

- “Lap ho so™ 1a viéc tip hop, sap xép vin ban, tai liéu hinh thanh trong qua trinh
theo doi, giai quyét cong viéc cua don vi/ca nhan thanh ho so theo nhirng nguyén tac va
phuong phap nhat dinh.

- “Hé thong quan 1y tai liéu dién tir’ 12 hé thong thong tin duge x4y dung véi chirc
nang chinh dé thuc hién vi¢c tin hoc hoa cong tac soan thdo, ban hanh van ban; quan ly
van ban; lap ho so va ndp luu ho so, tai liu vao Luu trlt co quan trén moi trudong mang
(sau day goi chung la H¢ thong).

- “Luu trir Truong" 1a bd phan/ca nhan thuc hién hoat dong luu trix dbi véi tai lidu
luu trir ciia Truong.

4.2. Tir viét tat: Khong co
5. NOI DUNG QUY TRINH
5.1. Luu dé
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Lanh dao don vi ky nhay vao
phan cuoi ndi dung van ban

1ep SuQyy|

Kiém tra n6i dung thé thire, k¥ thuét
trinh bay/phap ly van ban

Khong dat

Trinh Hi€u truéng phé duyét

|
|
|
|
|
|
|
|
|
|
|
|
| v
|
|
|
|
|
|
|
|
|
|
|

Hiéu truéng
phé duyét

I

Ghi sd; ngay, thang, nim ban; nhan
ban va dong dau

l

Phat hanh van ban di
(ban giay va ban dién tur)

l

Luu trtr
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5.2. M6 ta

Théi h . Biéu miu/
N L orhan |- Donviphu |y hd so
TT | N¢i dung cong viéc hoan trach/ nguoi héi h .
thanh thuc hién phot hop Minh

chirng

Soan thiao van
ban: Nguoi  ding
dau don vi phan
cong chuyén vién
soan thao va chiu
1 | traich nhiém truéce | 01 ngay!
Lanh dao truong va
phap luat vé noi
dung, ky nhay vao
cuéi ndi dung vin
ban.

Nguoi  ding
dau don vi

Kiém duyét: Ban T6
chirc nhan sy, Thanh
tra, Phap ché kiém Ban T chirc
duyét noi dung nhan su, Than}l
2 trufyc, Sa.,}\l do Valg 01 ngay tra,’ Phap chve, 32 don vi DUTDM
phong kiém tra thé Chanh Vian ngay
thirc. Ca hai cung ky phong 01/7/2024
nhdy vao cudi ndi
dung.

Theo Quyé:[
dinh sO
795/Qb-

Ban Tb
chirc
nhan su,
01 ngay Thanh
tra, Phap
ché, Van
phong

Trinh  Kky: Chuyén
vin ban di kiém
duyét dén Lanh dao
Truong?.

Ky duyét: Lanh dao Hi¢u trudng,
4 | Truong xem xét va | 01 ngay Pho hiéu
ky duyét van ban. truéng

1 Vc:wi van ban phﬁ’c tap, thoi han do 1anh dao don vi quy diph nhung khong vuot qué} 2 ngay lam viéc.
2 Néu vin ban can chinh stra, 1anh dao Trudng ghi rd ¥ kién trén vin ban hodc phicu xir 1y, sau dé tra lai don vi
soan thao.



so cong viéc.

\/ - Ma s6: QT/VP/02
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. Biéu miu/
Thoi han Pon Vi phu Pon vi hf\) o
TT | Noi dung cong viéc hoan trach/ nguoi héi b ’ .
thanh thuc hién phot hop Minh
chirng
Cap s6 va ding 01, nqay
. ;2 | hoac cham
Ky: Van thu cap so, nhit 14
5 | thoi gian ban hanh nga Iam Van thu
va ding ky van ban Vigécy tép
vao h¢ thong. theo?
Phat hanh van
ban: Van thu nhan
ban, dong dau/ky so
va phat hanh van ban
theo quy dinh. Néu | Trong ngay
can dang tai 1én | hodc cham
g | website, thuc hién nhat la Vin thu
ngay sau khi phat | ngay lam
hanh.* viéc  tiép
Vin ban khan di can | theo
duoc hoan thanh thu
tuc phat hanh va
chuyén phét ngay sau
khi van ban dugc ky
Lwu trir: Van thu
luu ban goc van ban | Trong ngay
(ban giay/dién tu) | hodc cham Vin thu
7 theo quy dinh cua | nhat la Chuvén viér;
Truong; chuyénvién | ngay lam cia zi/o‘n vi
cua don vi soan thég) viéc  tiép :
lvu ban chinh tai ho | theo

6. HO SO/ BIEU MAU LIEN QUAN: Khong c6

3 Néu khong thé cip sb trong ngay, Vin thu phai thong bao véi Chanh Vian phong va cac bén lién quan.
4 Truong hop 13 vin ban mat thi xir 1y riéng theo quy dinh.
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Juocwee | o
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1976 DAU MOT UNIVE
. - Loz Thoi gian luwu ]
TT Tén biéu mau Ma so (néu cé) 5 Noi luu

toi thiéu

7. PHU LUC: Khong co
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Theo dbi sira chira/bo sung tai liéu

Ngay Vi tri Néi dung sira doi Ghi chu

Phén phoi tai li¢u

TT Don vi

1 Van phong
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1. MUC PiCH

Quy trinh duoc xay dung nhiam théng nhat viéc in 4n phoi vin bang chimg chi
cua Truong Pai hoc Thu Dau Mét.

2. PHAM VI AP DUNG

Quy trinh nay ap dung dbi v6i viée in an phoi van bang ching chi cua Trudng
bai hoc Thu Dau Mot.

3. TAI LIEU THAM CHIEU

Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B Giao dyc va Dao tao
ban hanh Quy che quan 1y bang tot nghiép trung hoc co s, bang tot nghiép trung hoc
pho thong, bang t6t nghiép trung cap su pham, bang tot nghiép cao dang su pham, vin
bang gido duc dai hoc va ching chi cia hé théng gido duc qubc dan.

Quyét dinh s6 857/QD-PHTDM ngay 15/6/2020 cua Hiéu truong Truong Dai
hoc Tha Dau Mot vé viéc ban hanh Quy dinh quan 1y, cp phat vin bang, chimg chi cta
Truong Pai hoc Thu Dau Moét.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT

4.1. Thuit ngir va dinh nghia

- Ph6i VBCC la mau phdi bang tot nghiép, chimg chi ciia Truong dugc thiét ké
déy du noi dung theo mau do B Gido duc va Pao tao quy dinh. Mau phoi VBCC duoc
danh sd hiéu (seri number) truéc khi cip cho don vi nhan in phéi VBCC. Mdi phoi
VBCC c¢6 mot s6 hiéu riéng. Hiéu truong Trudng quy dinh sé hiéu phdi VBCC.

- Tem nhan dang: La tem dugc thiét ké theo mau théng nhét c6 cac dic diém bao
mat nhan dién thuong hiéu cua truong duogc in tai co s¢ in dugc nha nudc cho phép.
Nguodi quan 1y phoi

- Nguoi quan 1y phoi 1a ¢4 nhan duoc phan cong nhiém vu thiét ké phoi, giam sét,
quan ly, bao mat thong tin cac phoi van bang, chtng chi ctia Trudng trong sudt qua trinh
dit in an phoi, nhap xuat kho va ban giao in 4n VBCC va huy phoi theo trinh ty thu tuc
quy dinh va phai 1ap ho so ‘quan ly. Viée quan ly phoi van bang, ching chi phai bao dam
chit ché, an toan khong dé xay ra hu hong, that thoat.

4.2. Tir viét tit

VBCC Vin bang, chang chi
Qb CN&CVBCC Quyét dinh cdng nhan va cap vin bang, ching chi
TN Tét nghiép

5. NOI DUNG QUY TRIiNH



\/ , QUY TRINH Ma s6: QT/VP/03

L JTRUQNQ,BA”[QC IN AN PHOI VAN BANG | Ban hanh lin: 01
THUDAUMOT CHUNG CHI Ngay hi¢u luc:01/01/2025

1978

5.1. Luu do

Thiét ké miu phoi VBCC

Trinh phé duyét mau phoi va
giri bao cao mau phoi

A 4

Cong bd cong khai mau phéi VBCCC
trén trang thong tin di¢n tur cua Truong

l

T6 chtrc in phoi

van bang, chimg chi

Nhan ban giao,
kiém tra

Luu trtr




\/ QUY TRINH Mi sb: QT/VP/03
JONG < AL < .
L JTRL?’NQB“'[QC IN AN PHOI VAN BANG | Ban hanh Iin: 01
THUDAU MOT CHUNG CHI Ngay hiéu luc:01/01/2025
1976
5.2. Mo ta
ne n Thoi han Pon vi phu Pon vi Biéu miu/
Noi dung cong N (o Z. A
TT vide hoan trach/ nguoi phoi ho so
' thanh thuyre hién hop Minh chirng
Thiét ké mau phéi
VBCC: Theo quy
dinh tai TT Nguoi quan ly _
21/2019/TT- . | phoi  VBCC Theo Quyét dinh
1 | BGDDT, c6 diyda | 10© k€| g hin o 1686/QD-
hang tir | YU | hoach Ve bhan DHTDM  ngiy
t A,O”ghf'_”’ b‘{go’ mf’i ﬁé‘;]y;l;‘ar:on co 03/11/2020
sO phoi, bao ma
thdng tin trong qua
trinh thiét ké.
Trinh Hi¢u truéng
phé duyét va gui
5 zr}lf:)uthng? (i(; Theo ké | Nguoi quan 1y | B6 phan
quan duén Iy j[ru:c hoach phoi VBCC Vin thu
tiép, cong an Tinh!
Cong bé cong khai S?;n th‘ﬁ
mau phai VBCCC | 98 o
o ~ .. |nhat 30 | Nguoi quan ly
trén trang théng tin X . -
A , .| ngay lam | phéi VBCC,
dién tur cua | .7 .z .. R N
3 . , , | viec ké tir | BO phan
Truong: Pam bao . - N
A o a 4. x| kKhi gl | chuyén ménco
thong tin day da, dé | |, ) "
A oA . | b&o  cao | lién quan
tiép can, cong khai . :
lién tuc (néu tai
o budc 2)
T6 chiic in phoi
van bang, chung Nguoi quan ly
chi: Lya chon don | .y 4 phoi  VBCC, Bf)_ phan | Hop d(‘")ng. theo
4 | vi in an uy tin, du hoach Bo phéan | Tai mau don vi cung
didu kién. Ky két | chuyén mén cé | chinh cap
hop dong in 4n voi lien quan

cac diéu khoan bao

1 H{ so bao cdo gdm: mau thiét ké phoi VBCC, bién ban kiém tra thiét ké va tai liéu minh ching lién quan.




\/ - QUY TRINH Ma s6: QT/VP/03
L JTRL?’NQB“'[QC IN AN PHOI VAN BANG | Ban hanh Iin: 01
THUDAU MOT CHUNG CHi Ngay hiéu lyc:01/01/2025
1976
Néi d . Thoi han Don vi phu Pon vi Biéu mau/
TT o ;ll%% cong hoan trach/ nguoi phoi ho so
i thanh thue hién hop Minh chirng
mat, chat luong, s6
luong, thoi gian.
Nhan ban giao, .
kiém tra  phoi E;gng thlo (;
VBCC: Kif:m tra sO n' v 1am
lugng, chat luong, V?écy ké tir | Nguoi quan 1y
o |lem abin an | agiy min | i VACC vREND:

s0 'theo doi, va luu bﬁgi glao
trtr, bdo quan theo {)/BCC
dang quy dinh .

6. HO SO/ BIEU MAU LIEN QUAN

2 ~ .z Thoi gian luu
TT Tén biéu miu M3 s& (néu c6) san Noi luru
toi thiéu
Danh sach kiém tra
3 féll‘l”; nfro gzzoqi‘;; pph}?@:{ QT/VP/03/BMO1 Vin phong

VBCC

7. PHU LUC

Gom c6 01 Biéu mau




\/ QUY TRINH Ma s6: QT/VP/03
L J TRUONG BAIHOC IN AN PHOI VAN BANG | Ban hanh lan: 01
THUDAU MOT CHUNG CHI Ngay hiéu Iyc:01/01/2025
i3
QT/VP/03/BMO1
UBND TINH BINH DUCNG CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HQC THU DAU MQT DPoc lap - Tw do - Hanh phic

Binh Dwong, ngay thang nam 202....

SO THEO DOI, BAN GIAO PHOI VAN BANG, CHUNG CHI

So

\ Tén _ | S6VBCCxuat | S6VBCC con
Ngay, | Phdi | Quyet kho (seri) lai (seri) Ghi
thang, | VBCC dinh Ky tén chi
nam ban cap Tur bén T bén
giao VBCC




UBND TINH BiINH DUONG
TRUONG PAI HQC THU DAU MQT

“V

TRUONG PATHOC

) THU DAU MOT

1976

Dja chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
IN AN VAN BANG CHUNG CHI

M3 sd: QT/VP/04
Ban hanh lan: 01
Hiéu luc tu ngay : 01/01/2025




\/ QUY TRINH M sb: QT/VP/04
TRUONG DATHOC IN AN Ban hanh 1an: 01

L. JTHUDAU MOT VAN BANG CHUNG CHI | Ngay hiéu lyc:01/01/2025

9%

Theo dbi sira chira/bo sung tai liéu

Ngay Vi tri Néi dung sira doi Ghi chu

Phén phoi tai li¢u

TT Don vi

1 Van phong

T4 ra soat thong tin va in van bang, chimg chi, chimg nhan Trudng Pai hoc
Thu Dau Mot




\/ QUY TRINH M sb: QT/VP/04
TRUONG DATHOC IN AN Ban hanh lin: 01

L. JH{UDAU MOT VAN BANG CHUNG CHI | Ngay hiéu lyc:01/01/2025

9%

1. MUC PiCH

Quy trinh dugc xay dung nham théng nhat viéc in 4n vin bang chimg chi cia
Truong Pai hoc Thu Dau Mot.

2. PHAM VI AP DUNG

Quy trinh nay ap dung d6i v6i viée in 4n van bang chimg chi ciia Trudng Pai hoc
Thu Dau Mot.

3. TAI LIEU THAM CHIEU

Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B6 Gido duc va Dao tao
ban hanh Quy che quan 1y bang tot nghiép trung hoc co s, bang tot nghiép trung hoc
pho thong, bang t6t nghiép trung cip su pham, bang tot nghiép cao dang su pham, vin
bang gido duc dai hoc va chung chi ciia hé thong gido duc qubc dan.

Quyét dinh s6 857/QD-DHTDM ngay 15/6/2020 clia Hiéu truéng Truong Dai
hoc Thu Dau M6t vé viéc ban hanh Quy dinh quan ly, cap phat van bang, chimg chi cua
Truong Pai hoc Thu Dau Mot.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT

4.1. Thuat ngir va dinh nghia

- Quyét dinh cong nhan va cap van bang chung chi: La Quyét dinh chinh thirc
cua Hiéu truong Truong cong nhan va cap phat vian bang, ching chi cho cac ca nhan dat
yéu cau sau khi hoan thanh khoa hoc hodc chuong trinh dao tao.

- In vin bang, chung chi: La qua trinh in thong tin chi tiét ctia ngudi hoc trén phoi
van bang, ching chi gom cac thong tin: Ho va tén; ngay, thang, nam sinh; t€n nganh
hoc; x&p loai; s6 vao so6; ho tén nguoi ky VBCC; ngay, thang, nam cip VBCC...bang
tiéng Viét/tiéng Anh theo dung yéu cau cia tirng loai vin bang, chiing chi do B6 Gio
duc va Pao tao quy dinh.

- S6 gbc van bang, ching chi 1a tai lieu do Truong Pai hoc Thit Dau Mot cép van
bang, ching chi 1ap ra khi thue hién viée cap ban chinh van bang, chimg chi. S6 goc cap
van bang, ching chi ghi day du nhing ndi dung tiéng Viét cta ban chinh van bang,
ching chi ma Truong da cap. Truong hop van bang, chirng chi dugc chinh stra ndi dung
hoac duoc cap lai thi phai lap phu luc so goc dé ghi cac ndi dung duoc chinh stra hoac
thay d6i cua van bang, chung chi. S6 gbe cp van béng, chirng chi phai dugc ghi chinh
xéc, danh sb trang, dong dau giap lai, khong dugc tdy x6a, dam bao quan 1y chit ch& va
Iuu trit vinh vién. Mau s6 gbc cap van bang, chimg chi theo quy dinh ciia Bo Gido duc
va bao tao.

4.2. Tir viét tit

VBCC Vin bang, ching chi

Qb CN&CVBCC Quyét dinh cdng nhan va cap vin bang, ching chi
TN Tét nghiép




. QUY TRINH Ma s6: QT/VP/04
l J TRUONG DATHOC IN AN Ban hanh Iin: 01
THUDAU MOT VAN BANG CHUNG CHI | Ngay hiéu lyc:01/01/2025

9%

5.NQI DUNG QUY TRINH
5.1. Luwu d6




V

TRUONG DATHOC

W oo

9%

QUY TRINH
IN AN
VAN BANG CHUNG CHI

M sb: QT/VP/04
Ban hanh 14an: 01
Ngay hiéu lyc:01/01/2025

Tiép nhan Quyét dinh cong
nhan va cap VBCC

Xuét va ban giao phéi VBCC

A 4

In va ban giao VBCC da in

'

Ra soat, dbi chiéu
VBCC d4 in

|

Trinh ky VBCC

!

Pong dau VBCC di ky

l

Lap s6 gbc cidp VBCC

N

Bing t6t nghiép: Chtrng chi/chuing nhan:
T6 chirc cap phat Ban giao cho don vi

cho nguoi hoc dao tao

3

Luu trt ho so




V

W oo

TRUONG DATHOC

9%

QUY TRINH
IN AN
VAN BANG CHUNG CHI

M sb: QT/VP/04
Ban hanh 14an: 01
Ngay hiéu lyc:01/01/2025

5.2. M6 ta

TT

Noi dung cong
viéc

Thoi han
hoan thanh

Don vi phu
trach/
nguoi thuc
hién

Don vi
phéi hop

Biéu mau/
ho so
Minh chirng

Tiép nhan Quyét
dinh cong nhan va
cip VBCC: Kiém
tra k¥ thong tin vé
tén, s6 hiéu quyét
dinh, nguoi ky, va
ngay ban hanh
trudc khi ghi cha
va ban giao cho
nguoi quan 1y
phoi.

01 ngay lam
viee ké tu
thoi  diém
nhan  duoc
Qb

CN&CVBCC

Nguoi  cép
phat quan ly
VBCC

Nguoi
quan
phoi

ly

Xuat va ban giao
phoi VBCC: Léap
Bién ban ban giao
phoi  phdi bao
gém cac thong
tin: sd hiéu phéi,
sb luong, tinh
trang phoi (bao
mat, khong
rach/nhoe), va
chit ky x4c nhan
cua cac bén lién
quan.

01 ngay lam
viéc

Nguoi quan
ly phoi

Nguoi/To
in VBCC

QT/VP/04/BMO1

In va ban giao
VBCC da in: In
VBCC theo QD,
kiém soat chat
lugng, 1ap Bién
ban ban giao co
thong tin chi tiét,
x4c nhan chat
luong.

Tuy theo s6
lugng VBCC,
khong qua 10
ngay lam vi¢c

Ngudi/Té in
VBCC

QT/VP/04/BM02




V

.‘ QUY TRINH M sb: QT/VP/04
J TRUONG DATHOC IN AN Ban hanh Iin: 01
L. THUDAU MOT VAN BANG CHUNG CHI | Ngay hiéu lyc:01/01/2025
1976
. Don vi phu . Biéu miu/
11 | Noi dung cong Thoi han trach/ Pon vi ha
A R R ‘. z. 0 so
viéc hoan thanh | ngwoi thwe | phoi hop . ,
hién Minh chirng
Ra soat, ddi chiéu | 02 ngay lam | Nguoi cap
VBCC da in: | viéc phat quan ly
Kiém tra chi tiét VBCC
cac thong tin, sb
hi¢u, chir ky, con
4 | dau, cac chi tiét
khac dam bao
theo quy dinh.
Néu phat hién sai
sot, 1ap bién ban
va bao cdo ngay
v6i lanh dao.
Trinh ky VBCC: | 03 ngay lam | Nguoi cap
Trinh nguodi cé | viée phat quan ly
5 | tham quyén ky VBCC
VBCC theo quy
dinh.
Pong ddu VBCC | 01 ngay l1am | Vin thu
6 d3 ky: Pong dau | viéc
theo quy dinh cua
phép luit.
Lap s6 gbc cap | 02 ngay lam | Nguoi cap S6 gbc cap
VBCC: Lap s6 | viéc phat quan Iy VBCC theo TT
;| goe theo mau ctia VBCC 21/2019/TT-
BGDDT, ghi day BGDDT
da va chinh xéac
cac théng tin.
Tb chirc cép phat | Cho dén khi Nguoi cép
bang t6t nghiép: | VBCC dugc | phat quan Iy
8 Cép phat theo quy | nhan hét VBCC

trinh, dam bao
nguoi nhan ky
nhan day du.




\/ QUY TRINH M s6: QT/VP/04
L J TRUONG DATHOC IN AN Ban hanh Ian: 01
THUDAU MOT VAN BANG CHUNG CHI | Ngay hiéu lyc:01/01/2025
1976
‘e Don Vl phu ) Biéu mau/
Noi dung cong Thoi han trach/ Pon vi A
TT T A X . L. . ho so
viéc hoan thanh | ngwoi thwe | phoi hop . ,
hién Minh chirng
Ban giao chimg | 01 ngay 1am | Ngudi cép | Cac  don | QT/VP/04/BMO2
chi/chting nhan | viéc phatquanly | vi  dao
cho cac don vi: VBCC tao, cap
Ban giao cho cac ching
don vi c6 Bién chi/chung
ban ban giao nhan
Xt Iy VBCC sai | Phat sinh Nguoi cép QT/VP/04/BMO03
sot (néu cd): Xac phat quan ly
dinh nguyén nhan VBCC,
sai sot, lap bién Ngudi quan
9 | ban huy phoi theo ly phoi,
quy dinh, in lai Nguoi/To
VBCC duang, bdo in VBCC
cdo cac truong
hop sai sot.
6. HO SO/ BIEU MAU LIEN QUAN
n v eR X Y K A, Thoi gian luu )
TT Tén bi€éu mau Ma so (néu co) Ao .z Noi luu
toi thieu
1 | Bién ban ban giao phoi | QT/VP/04/BMO1 Van phong
Bién ban ban giao < .
2 VBCC di in QT/VP/04/BM02 Van phong
3 | Bién ban huy phoi QT/VP/04/BM03 Vin phong
7. PHU LUC

GOom c¢6 04 Biéu mau




\/ QUY TRINH M sb: QT/VP/04
TRUONG DAL HOC IN AN Ban hanh 1an: 01
L. JTHU DAU MOT VAN BANG CHUNG CHI | Ngay hiéu lyc:01/01/2025
i3
QT/VP/04/BM01

CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap — Tw do — Hanh phic

BIEN BAN
BAN GIAO PHOI VAN BANG CHUNG CHI

Ngay........... thang........... nam e
Tai T6 Vin bang chimg chi, Truong Pai hoc Thi Dau Mot, chiing t6i gom:
1. Bén giao: Ong /ba: .........ccocevveiiiiiiiiii, “PON VI e
2. Bén nhan: Ong /ba: ...........oocoeiiiiiiiiii -Ponvi.....o
D3 tién hanh kiém tra va ban giao phdi vin bing chimg chi, cy thé:
: s6 Sohidu | Cpphdi | o,
Loai phdi vin bang chitng chi VBCC theo Quyét .
lwong . . % chu
) (néu c6) dinh so

Toéng cong:

Toan bo s6 phdi vin bang chimg chi néu trén: C6 hinh thirc con nguyén ven, khong tay
X0a, khong cao stra./.

BEN GIAO BEN NHAN
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\/ QUY TRINH M sb: QT/VP/04
TRUONG DATHOC IN AN Ban hanh lin: 01
L. JTHU DAU MOT VAN BANG CHUNG CHI | Ngay hiéu lyc:01/01/2025
1976
QT/VP/04/BMO02

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

BIEN BAN
BAN GIAO VAN BANG CHUNG CHI
Pi ky va dong dau O D3 in thong tin, chua ky va dong dau O

Tai T6 Van bang ching chi, Truong Dai hoc Thit Dau Mét, chung t6i gdm:
1. Bén giao: Ong /ba: ..........cccoeiiiieiiiiiin. - Bon vi

2.Bénnhan: Ong /ba: ........................, -Pon vi

D3 tién hanh kiém tra, ky vao so theo ddi cip vin bang ching chi, cu thé:

S A s
ORI . . £ S0 vao G
T Loai van bang chirng chi 0 5

lwgng

Tong cong:

Toan b s6 van bang ching chi néu trén: C6 hinh thirc con nguyén ven, khong tay xoa,

khong cao sira; c6 ndi dung ding véi ndi dung tai cac Quyét dinh cong nhan va cap van bang
chting chi 1an luot 1a:

‘ 1. /QD-DHTDM ngay ..... [eviiid ceinnnn. cua Hiéu truéng Truong PH Thu
Dau Mot;
2
Ong/ba ....ooooooiiiiiil da kiém tra ndi dung, nhan di s6 van bang ching chi noi

trén va ky nhén vao so theo doi cap van bang chirng chi.

BEN GIAO BEN NHAN
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\/ QUY TRINH

TRUONG DATHOC IN AN

L. JTHUDAU MOT VAN BANG CHUNG CHI

9%

M sb: QT/VP/04
Ban hanh 14an: 01
Ngay hiéu lyc:01/01/2025

QT/VP/06/BM03

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phdc

BIEN BAN HUY PHOI

Canct Quyét dinh s ...... /QD-DHTDM ngay ....../....../... cia Truong Pai hoc Thu

Dau Mot vé viéc thanh 1ap Hoi dong huy phoi. . .;
Hoi dong tién hanh huy phai ...

- Thoi gian: ... gid .... phit, ngay ... thang ... na

- Pia diém: ...
- Thanh phan c6 mit::

3)....

- Ly do huy phéi: ...

- S6 lugng phoi hay: ...
- S seri phoi huy:

Viéc hay phoi ... két thic lac ... gio ... phit cung ngay./.

Nguwoi 13p bién ban
(Ky, ghi 10 ho tén)

Thanh vién hdi dong: Ky tén:

CHU TICH HQI PONG
(Ky, ghi 10 ho tén)



UBND TINH BiINH DUONG
TRUONG PAI HQC THU DAU MQT

“V

TRUONG PATHOC

) THU DAU MOT

1976

Dja chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
KIEM TRA THONG TIN NGUOI HQOC TOT NGHIEP

M3 sd: QT/VP/05
Ban hanh lan: 01
Hiéu luc tu ngay : 01/01/2025




\/ QUY TRINH Mi sb: QT/VP/05
L JTRUON({BMHQC KIEM TRA THONG TIN Ban hanh 14an: 01

THUDAU MOT NGUOI HOC TOT NGHIEP Ngay hiéu lyc:01/01/2025
1976

Theo dbi sira chira/bo sung tai liéu

Ngay Vi tri Néi dung sira doi Ghi chu

Phén phoi tai li¢u

TT Don vi

1 Van phong

T6 ra soat thong tin va in van bang, chimg chi, chimg nhan Trudng Pai hoc
Thu Dau Mot




\/ QUY TRINH M sb: QT/VP/05
L JTR[ “N('m”m( KIEM TRA THONG TIN Ban hanh 14an: 01

THU DAU MOT NGUOI HOC TOT NGHIEP Ngay hiéu lyc:01/01/2025
1976

1. MUC PiCH

Quy trinh dugc xay dung nham thong nhat viéc ra soat thong tin nguoi hoc duoc
cong nhan t6t nghiép dé in vin bang, ching chi cua Trudng Pai hoc Thu Dau Mot.

2. PHAM VI AP DUNG

Quy trinh nay ap dung d6i véi viée ra soat thong tin nguoi hoc duge cong nhan
t6t nghiép dé in vin bang, chung chi ctia Truong Pai hoc Thu Dau Mét.

3. TAI LIEU THAM CHIEU

Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B Giao duc va Dao tao
ban hanh Quy che quan 1y bang tot nghiép trung hoc co s, bang tot nghiép trung hoc
pho thong, bang t6t nghiép trung cap su pham, bang tot nghiép cao dang su pham, vin
bang gido duc dai hoc va ching chi cia hé thong gido duc qubc dan.

Qu}{et dinh sp 857/Qb-DHTDM ngay 15/6/2020 cua Hi¢u truong Truong Dai
hoc Thu Dau M6t vé vi€c ban hanh Quy dinh quan ly, cap phat van bang, chung chi cua
Truong Pai hoc Thu Dau Mot.

Céac Quyét dinh cong nhan va cap vian bang, ching chi.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT

4.1. Thuit ngir va dinh nghia

4.2. Tir viét tit

VBCC Vin bang, chang chi
Qb CN&CVBCC Quyét dinh cong nhan va cap van bang, ching chi
TN Tt nghiép

5. NOI DUNG QUY TRIiNH



y

9%

TRUONG DATHOC

THUDAUMOT

QUY TRINH
KIEM TRA THONG TIN
NGUOI HOC TOT NGHIEP

Mi sb: QT/VP/05
Ban hanh 14an: 01
Ngay hiéu lyc:01/01/2025

5.1. Luu do

kem danh sach

Ra soat théng tin
gitra QD

so nguoi hoc

Tiép nhan QD CN&CVBCC

CN&CVBCC va ho

khong khoép

Xu ly xac nhan thong tin nguoi hoc

Lap Bién ban ban giao danh sach

l

Luu ho so




.\/

W oo

197

TRUONG DATHOC

QUY TRINH
KIEM TRA THONG TIN
NGUOI HOC TOT NGHIEP

M sb: QT/VP/05
Ban hanh 14an: 01
Ngay hiéu lyc:01/01/2025

5.2. M6 ta

TT

Noi dung cong
viéc

Thoi han
hoan thanh

Don vi phu
trach/ nguoi
thuc hién

Pon vi
phdi hop

Biéu miu/
hé so
Minh
chirng

Tiép nhin danh
sach: Kiém tra cac
thong tin: ho tén,
méi s6 sinh vién,
khéa hoc, nganh
hoc, trang thai xét
t6t nghi¢p
(dat/khong dat) trén
danh sach tiép
nhan. Néu danh
sach tiép nhan co
sai sot, lién hé ngay
v6i don vi cung cip
dé chinh stra.

01 ngay lam
viéc

Nhom ra soat
thong tin

Ra soat
tin: Déi chiéu
thong tin  trén
Edusoft véi ho so,
gidy to nguoi hoc.
Lién hé nguoi hoc
(email, zalo, dién
thoai) néu can, luu
lai thong tin trao
doi.

thong

02 ngay lam
viéc

Nhom ra soat
théng tin

Mau

email/tin
nhin lién
hé, Bién
ban xac
nhan

théng tin
(néu can)

X ly cac truwong
hgp phat sinh: Xu
ly thong tin khong
khop, khong lién
lac duoc, hd so
khong day du,
thong tin sai 1éch.
Néu khong lién lac
dugc nguoi  hoc
trong 03 1in, bdo

Phat sinh

Nhom ra soat
thong tin

MaAu bdo
cao




\/ QUY TRINH Ma s6: QT/VP/05
L JTRU‘,’N(LH-*”'QC KIEM TRA THONG TIN Ban hanh lin: 01
THUDAU MOT NGUOI HOC TOT NGHIEP Ngay hiéu lyc:01/01/2025
i3
b — Biéu miu/
Néi dung cong Thoi han OnVIPMY | pom v hd so
TT vide hoan thanh trach/ nguoi héi h .
: oan than thuc hién phoi hop Minh
chirng
cao ngay voi lanh
dao dé co huong
giai quyet.
Ban giao danh
sach: Lap Bién ban
ban giao (BMO01) BMO1-
va danh sach nguoi Bién ban
hoc (BMO02) c6 day N , . .. | ban giao,
4 | d thong tin da ra | 02 N93Y lam [ Nhom ra soat | gyno
, > e . | Vigc thong tin
soat, c6O ky xac Danh
nhén cia cac thanh sach
vién ra soat cho nguoi hoc
phong dao tao/don
vi lién quan.
6. HO SO/ BIEU MAU LIEN QUAN
2 ~ .z Thoi gian lw
TT|  Tén biéu miu Mi s (néu co) B M Neilwu
toi thiéu
g | Biénban ban giao danh | .\ /p/05/BM01 Vin phong
sach nguoi hoc
2 | Danh sach nguoi hoc QT/VP/05/BMO02 Van phong
7. PHU LUC

Gom c6 02 Biéu mau




\/ QUY TRINH

JTRU ONGDALHOC KIEM TRA THONG TIN
L THUDAU MOT NGUOI HOC TOT NGHIEP

197

M sb: QT/VP/05
Ban hanh 14an: 01
Ngay hiéu lyc:01/01/2025

QT/VP/05/BM01

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

BIEN BAN

BAN GIAO DANH SACH THONG TIN NGUOI HQC

Thuc hién Quyét dinh s6 ...../QD-DHTDM ngay ..../9/2024 ciia Hiéu truong trudng vé

viée ......
Can ct Thong bdo....

Hom nay, vao luc gio  phut, ngay thang 9 nam 2024, tai G101 - Truong Pai

hoc Thu Dau Mot, ching t61 gom:
1. Nguwoi ban giao
- Ho va tén: Ba....

2. Nguwoi nhan ban giao
- Ho va tén: Ong.....

- Chtirc vu: .....

3. Noi dung ban giao

- Danh sach....

- Danh séch ....

BEN GIAO

BEN NHAN




\/ QUY TRINH Mi sb: QT/VP/05
TRUONG DATHOC A s 13n-
L J P KIEM TRA THONG TIN Ban hanh lan: 01
THUDAU MOT NGUOI HQC TOT NGHIEP Ngay hiéu Iyc:01/01/2025
i3
QT/VP/05/BM02
UBND TINH BINH DUCONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC THU DAU MOQT Péoc 1ap — Tu do — Hanh phiic

Binh Dwong, ngay thang  nam

DANH SACH THONG TIN NGUOI HQC!

\ Ngay N £ X Niam | Xép .
s6Tr| HOVAEN | i [Noi sinn|Gi0T|Dan |Quoc) Noanh -, s, |Ghi
ngwoi hoe | . 7 tinh | toc | tich | dao tao oA .~_|cha
nam sinh nghi¢p|nghiép
Nguyén Vin Binh vigt | Quan tr Trun
I 08/9/2000 Nam|Kinh| " '¢" | “kinh | 2024 | "9
A Duong Nam doanh binh

1 Théong tin c4 nhan 14y theo Can cude cong dan; thong tin chuyén mon ldy theo Quyét dinh cong nhan tét nghiép.



UBND TINH BiINH DUONG
TRUONG PAI HQC THU DAU MQT

“V

TRUONG PATHOC

) THU DAU MOT

1976

Dja chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
CHU TRI, PHOI HQOP QUAN LY, CAP PHAT
CHUNG CHI, CHUNG NHAN

M sd: QT/VP/06
Ban hanh lan: 01
Hiéu luc tir ngay : 01/01/2025




QUY TRINH
\/ CHU TRi, PHOI HOP Ma so: QT/VP/06

L JTRLQNRBA”’QC QUAN LY, CAP PHAT | Ban hanh lin: 01
THUDAUMOT | NG cHI, CHONG | Ngay higu lue:01/01/2025
1w NH AN

Theo dbi sira chira/bo sung tai liéu

Ngay Vi tri Néi dung sira doi Ghi chu

Phén phoi tai li¢u

TT Don vi

1 Van phong

2 Cac don vi dao tao, boi dudng cap ching chi, ching nhan

3 Ban Quan 1y Pao tao dai hoc




QUY TRINH
\/ CHU TRi, PHOI HOP Ma so: QT/VP/06

L JTR[ ONGDAIHOC | AN LY, CAP PHAT | Ban hanh Ian: 01
THUDAUMOT | Cerone o, cHONG Ngay hiéu luc:01/01/2025
1w NH AN

1. MUC PiCH

Quy trinh duogc xay dyng nham thong nhat cong tac ph01 hop trong in 4n, quan
ly, cip phat ching chi, ching nhén cua Truong Dai hoc Thu Dau Mot giita cac don vi
dao tao cap chung chi, chirng nhan va Van phong, Ban Quan 1y Pao tao dai hoc.

2. PHAM VI AP DUNG

Quy trinh nay 4p dung ddi véi viée phéi hop trong in 4n, quan 1y, cap phat ching
chi, ching nhan ctia Truong Pai hoc Thu Dau Mat.

3. TAI LIEU THAM CHIEU

Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B Giao dyc va Dao tao
ban hanh Quy che quan 1y bang tot nghiép trung hoc co sg, bang tot nghiép trung hoc
pho thong, bang t6t nghiép trung cip su pham, bang tot nghiép cao dang su pham, vin
bang gido duc dai hoc va chung chi ciia hé thong gido duc qubc dan.

Quyét dinh s6 857/QD-DHTDM ngay 15/6/2020 clia Hiéu truong Truong Dai
hoc Thu Dau Mot vé vi€c ban hanh Quy dinh quan Iy, cap phat van bang, ching chi cua
Truong Pai hoc Thu Dau Mot.

Quyét dinh cip ching chi, chitng nhan.

4. THUAT NGU VA PINH NGHIiA, TU VIET TAT

4.1. Thuit ngir va dinh nghia: Khong co

4.2. Tir viét tit

CCCN chirng chi, ching nhan

Qb CCCN quyét dinh cap ching chi, chitng nhan

5. NOI DUNG QUY TRIiNH



V

y

9%

I

RUONG BATHOC

QUY TRINH
CHU TRi, PHOI HOP Ma so: QT/VP/06
QUAN LY, CAP PHAT | Ban hanh lan: 01

THUDAUMOT | NG cHI, CHONG | Ngay higu lue:01/01/2025

NHAN

5.1. Luu do

Tham muu ban hanh quyét
dinh CCCN

Xuét va ban giao phéi CCCN

In va ban giao CCCN da in

Ra soét, doi chiéu CCCN
dain

Trinh ky CCCN da in

Luu ho so




V

L. J TRUONG DATHOC

QUY TRINH
CHU TRi, PHOI HOP
QUAN LY, CAP PHAT

M sb: QT/VP/06
Ban hanh 1an: 01

THUDAUMOT CHUNG CHI, CHUNG | Ngay hiéu lyc:01/01/2025
19% NH AN
5.2. Mo ta
- Noi dung cong Thoi han I—)f)’n vi ph?. Do‘n:i BleuA mau/
viee hoan thanh trach/ nngu’o’l phoi ho so
i thye hién hop Minh chirng
Tham muu ban | 05 ngay lam | Pon vi dao | Ban
hanh quyét dinh | viec ké tir | tao cap | Quan ly
CCCN: Can ct | khi co két ching  chi, | Pao tao
1 két qua thi, hoc qua thi hodc | chimg nhén | dai hoc
tap, theo quy | két thuc
dinh. khoa  dao
tao boi
dudng
Xuat va ban giao | 01 ngay lam | Nguoi quan QT/VP/06/BM01
phdéi CCCN: Theo | viéc ly phoi
Qb CCCN, lap
2 | bién ban ban giao
(BMO1) day du
thong tin, dam
bao bao mat.
In va ban giao | Tuy theo s6 | Ngudi in QT/VP/06/BM02
CCCN da in: | lugng
Theo QD CCCN, | CCCN,
kiém soat chat | khéng qué
3 |lugng, lap bién | 10 ngay lam
ban ban giao | viéc
(BMO02) c6 thdng
tin chi tiét, xéc
nhan chét luong.
Ra soat, dbi chiéu | 02 ngay lam | Nguoi  cap
CCCN da in: | viéc phéat quan ly
4 | Kiém tra thong CCCN
tin, chir ky, con
dau trén CCCN.
Trinh ky CCCN | 03 ngay lam | Ngudi  cép
5 da in: Trinh nguoi | viée phat quan ly
c6 tham quyén ky CCCN
CCCN.




QUY TRINH
\/ CHU TRi, PHOI HOP Ma so: QT/VP/06

L JTR‘*?’NQBA'“W QUAN LY, CAP PHAT | Ban hanh lin: 01
THUDAUMOT | NG cHI, CHONG | Ngay higu lue:01/01/2025

19% NH AN
L. i Pon vi Biéu miu/
Noi dung cong Thoi han Dfm M ph?. n:; A
TT . vide hoan thanh trach/ nguoi phoi ho so
) thye hién hgp Minh chirng
DPoéng diu CCCN | 01 ngay lam | Van thu
6 | da ky: Dong dau | viéc
theo quy dinh.
Lap sO goc cép 02 ngay lam | Nguoi  cép
CCCN: Lap s6 | viéc phat quan ly
7 goc theo quy dinh CCCN
cua Bo Giao duc
va Dao tao, ghi
day du thong tin.
Ban giao CCCN | 01 ngay lam | Nguoi  cap | Pon vi | QT/VP/06/BMO02
cho céc don vi: | viéc phat quan ly | dao tao
Theo bién ban ban CCCN cap
8 | giao (BMO02), ghi chung
r0 s6 luong, loai chi,
CCCN, don vi chung
nhan. nhan
Xitr 1y sai sot (néu | Phét sinh Nguodi  cép QT/VP/06/BMO03
c6): Huy phoi sai, phat quan ly
12p bién ban huy, CCCN,
9 [in lai CCCN Nguoi quan
dung, bao cao cac ly phoi,
truong hop sai Nguoi in
SOt.
6. HO SO/ BIEU MAU LIEN QUAN
: x .z Thoi gian 1
TT|  Tén biéu mu M s6 (néu c6) ST Noilwu
toi thiéu
Bién ban ban giao phoi < \
1 vn bng chimng chi QT/VP/06/BMO1 Van phong
Bién ban ban giao van < \
2 bing chig chi QT/VP/06/BM02 Van phong
3 | Bién ban huy phoi QT/VP/06/BMO3
7. PHU LUC

Gom c¢6 02 Biéu mau




QUY TRINH
CHU TRI, PHOI HOP M sb: QT/VP/06
Ay QUAN LY, CAP PHAT | Ban hanh lan: 01
THUDAU MOT CHUNG CHI, CHUNG | Ngay hiéu lyc:01/01/2025
19% NH AN

L. J TRUONG DATHOC

QT/VP/06/BMO1

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

BIEN BAN
BAN GIAO PHOI VAN BANG CHUNG CHI

Ngay........... thang........... nam -

Tai T6 Vin bang chtng chi, Trudng Pai hoc Thi Dau Mot, chiing toi gom:

1. Bén giao: Ong /ba: .......cocovveeiiieiiiieein, -Pon i
2. Bénnhan: Ong /b&: ...........ccoooiiii - Don vi

P4 tién hanh kiém tra va ban giao phoi van bang chimg chi, cu thé:

Séhigu | AP phoi

TT Loai phdi vin bang chirng chi S0 VBCC thec,)'\ Ghi cha
: lrgng L Quyét
(néu c0) dinh so

Toéng cong:

Toan bg s6 phdi van bang chung chi néu trén: Co6 hinh thitc con nguyén ven, khong tay x0a,
khong cao sua./.

BEN GIAO BEN NHAN



V

9%

TRUONG BATHOC
WTronionor | Sione ci, cains

QUY TRINH
CHU TRI, PHOI HOP
QUAN LY, CAP PHAT

NHAN

M sb: QT/VP/06
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

Pi ky va dong dau O

QT/VP/06/BM02

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

BIEN BAN
BAN GIAO VAN BANG CHUNG CHI

Pi in thong tin, chua ky va dong dau O

Negay........... thang........... nam -
Tai T6 Vin bang chtng chi, Trudng Pai hoc Thi Dau Mot, chiing toi gom:
3. Bén giao: Ong /ba: .......cocovveeiiieiiiiein . -Pon i
4. Bénnhan: Ong /ba: ..................ccooeeiiii, -Ponvi ..o
P4 tién hanh kiém tra, k¥ vao so theo ddi cap van bang ching chi, cu thé:
S G
L o v M h , h» A A 3 R ) >
T oai van bang ching chi 0 S0 vao so hi cha
lwgng

Tong cong:

Toan bo s6 vin bang ching chi néu trén: C6 hinh thirc con nguyén ven, khong tay x0a,

khong cao sira; ¢6 ndi dung ding véi ndi dung tai cac Quyét dinh cong nhan va cap van bang
chimng chi lan luot 1a:

1. ..../Qb-DHTDM ngay ...../...../......... ctia Hiéu truong Truong DH Thu Dau Mot;
2,
Ong/bé ......................... da kiém tra noi dung, nhan du s6 van béng ching chi noi

trén va ky nhan vao so theo ddi cap van bang ching chi.

BEN GIAO

BEN NHAN




QUY TRINH
miNcounoc | CHU TRLPHOLHGP | Ma s6: QTIVRIOS
SR QUAN LY, CAP PHAT | Ban hanh lan: 01
L. JTHUDAU MOT CHUNG CHI, CHUNG | Ngay hiéu lyc:01/01/2025
19% NH AN

QT/VP/06/BM03

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phic

BIEN BAN HUY PHOI

_ Cancu Quyét dinh s6 ...... /QD-DHTDM ngay ....../....../... cia Truong Dai hoc Thu
Dau Mot ve viéc thanh 1ap HO1 dong huy phoi...;
Hoi dong tién hanh huy phai ...
- Thoi gian: ... gid .... phit, ngay ... thang ... nam ...
- Pia diém: ...
- Thanh phan c6 mit::

3)....

- Ly do huy phéi: ...

- S6 lugng phoi hay: ...

- S seri phoi huy:

Viéc hay phoi ... két thic lac ... gio ... phit cung ngay./.

Ngudi 1ap bién ban CHU TICH HOI PONG
(Ky, ghi 10 ho tén) (Ky, ghi 10 ho tén)
Thanh vién hdi dong: Ky tén:
L e e
2. e e,



UBND TINH BiINH DUONG
TRUONG PAI HQC THU DAU MQT

“V

TRUONG PATHOC

) THU DAU MOT

1976

Dja chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
NHAN BANG TOT NGHIEP

M3 sd: QT/VP/07
Ban hanh lan: 01
Hiéu luc tur ngay : 01/01/2025




\/ R M sb: QT/VP/07
TRUONG DATHOC QUY TRINH Ban hanh lin: 01
ATTME NHAN BANG TOT NGHIEP '
W ronioyor | o X

9%

Theo déi sira chira/bd sung tai liéu

Ngay Vi tri Noi dung sira doi Ghi chu

Phan phoi tai liéu

TT Don vi

1 Van phong

2 Cac don vi dao tao

3 Ban Quan 1y Dao tao dai hoc, Ban Quan 1y Pao tao sau dai hoc




\/ N M sb: QT/VP/07
TRUONG DATHOC QUY TRINH Ban hanh Iin: 01
NHAN BANG TOT NGHIEP '
W rmonioyor | | oLoyz0zs

197

1. MUC PiCH

Quy trinh duoc xay dung nham huéng din viéc cip phat, nhin biang tot nghiép
cua Truong Pai hoc Thu Dau Mot

2. PHAM VI AP DUNG

Quy trinh nay ap dung dbi v6i viée cp phat, nhan bang tot nghiép cua Trudng
bai hoc Thu Dau Mat.

3. TAI LIEU THAM CHIEU

Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B Giao duc va Dao tao
ban hanh Quy che quan 1y bang tot nghiép trung hoc co sg, bang tot nghiép trung hoc
pho thong, bang t6t nghiép trung cip su pham, bang tot nghiép cao dang su pham, vin
bang gido duc dai hoc va chung chi ciia hé thong gido duc qubc dan.

Quyét dinh s6 857/QD-DHTDM ngay 15/6/2020 clia Hiéu truong Truong Dai
hoc Thu Dau Mot vé viéc ban hanh Quy dinh quan Iy, cap phat van bang, ching chi cua
Truong Pai hoc Thu Dau Mot.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT

4.1. Thuit ngir va dinh nghia: Khong co

4.2. Tir viét tit

VBCC Vin bang, chang chi

Qb CN&CVBCC Quyét dinh cong nhan va cap vin bang, ching chi
TN Tét nghiép

CPR Chuan dau ra

5. NOI DUNG QUY TRIiNH



M sb: QT/VP/07
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

TRUONG DAIHOC QuUY TR‘!NH
t JTHUDAU MOT | NHAN BANG TOT NGHIEP

9%

5.1. Luu do




RU(:]N(& DATHOC QUY TR‘! NH
THUDAUMOT | NHAN BANG TOT NGHIEP

Mi s6: QT/VP/07
Ban hanh 1an: 01

Nop I€ phi
nhén bang t6t nghiép

Xuat trinh gidy to tiy than,
hd so nhéan bang (n€u c6 b6 sung CDR)

Kiém tra, doi chiéu
Giay to/ho so

Ghi thong tin vao s6 theo ddi ndp
chuan dau ra (n€u c6 bo sung CBR)

A

Xuét kho bang tot nghiép

l

Ky nhén vao s6 goc

l

Kiém tra, ban giao
bang

Ngay hiéu luc:01/01/2025




V

W oo

9%

TRUONG DATHOC

QUY TRINH
NHAN BANG TOT NGHIEP

Mi s6: QT/VP/07
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

5.2. Mo ta

TT

Noi dung cong
viée

Thoi han
hoan thanh

Don vi phu
trach/ nguoi
thue hi€én

Don vi
phoi

Biéu mau/
ho so
Minh chirng

Nop 1€ phi: Nguoi
hoc ndp 1€ phi theo
thong bao cua
truong (hinh thire,
dia diém, s6 tién).

Theo théng
bao  nhan
bang t6t
nghiép

Nguoi
VBCC

nhan

Xuat trinh/ndp hd
so: Ngudi hoc xuit
trinh/nép hod  so
nhan bang
(CMND/CCCD,
bién lai, gidy uy
quyén (néu co) ,
ban sao ching chi
chuan dau ra) theo
quy dinh.

Thuc
ngay

hién

Nguoi nhan

VBCC

Mau  gidy
quyén (néu co)

uy

Kiém tra, ddi chiéu
hd so: Ngudi cap
phat kiém tra, doi
chiéu thong tin,
gidy to tiy thén,
gidy Gy quyén, ban
sao ching chi
chuan dau ra véi
ban chinh.

Thuc
ngay

hién

Nguoi  cap
phat VBCC

QT/VP/07/BMO1

Ghi théng tin vao
s6 theo ddi: (néu
phai nép bd sung
CPR) Nguoi cap
phat ghi théng tin
vao sb theo dbi.

Thuc
ngay

hién

Nguoi  cap
phat VBCC

QT/VP/07/BMO1

Xuit bang TN:
Nguoi cip phat
xudt bang TN tir
kho Iuu va tim

Thuc
ngay

hién

Nguoi  cap
phat VBCC




.\/
y

197

TRUONG DATHOC

THUDAUMOT

QUY TRINH
NHAN BANG TOT NGHIEP

Mi s6: QT/VP/07
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

TT

Noi dung cong
viée

Thoi han
hoan thanh

Biéu miu/
hd so
Minh chirng

Pon vi phu | Don vi
trach/ nguoi

thuc hién

phoi
hop

thong tin trong s6
goc.

Ky tén vao s6 gdc:
Ngudi nhan bang
tryc tiép ky tén,
ghi 18 ho tén, sb
CMND/CCCD/Ho
chiéu, ngay nhan
vao sO gbc.
Truong hop uy
quyén, ngudi duoc
Uy quyén phai ky
tén vao so6 gbc va
ghi chd rd théng
tin cua ca nguoi
nhan va nguoi uy
quyén.

Thuc
ngay

hién

Nguodi nhan

VBCC

Kiém tra va ban
giao bang: Nguoi
cap phat kiém tra
thong tin, chir ky
va ban giao ban
chinh bang TN
cho ngudi nhan.
Néu phat hién 15i
thong tin hodc chat
lugng trén bang tot
nghi¢p, 1dp bién
ban ghi nhan 16i va
tam giir bang dé xir
ly.

Thuc
ngay

hién

Nguoi  cap
phat VBCC

Xu 1y truong hop
phat sinh: (néu co)
Xu ly céac truong
hop sai sot, thiéu
gidy to, bang TN

Phat sinh

Nguoi  cap
phat VBCC




V

L. J TRUONG DATHOC

9%

THUDAUMOT | NHAN BANG TOT NGHIEP

QUY TRINH

Mi s6: QT/VP/07
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

TT

Noi dung cong
viée

hoan thanh

Théi han Don vi phu Pon vi Biéu miuw/

trach/ ngudi | phéi ho so
thye hién hop Minh chirng

bi that lac, céc
truong hop dac
biét khac theo quy
dinh va phai dugc
bao cdo lanh dao
phu trach dé xin ¥
kién xur 1y va lap
bién ban ghi nhan

cu thé.

6. HO SO/ BIEU MAU LIEN QUAN

oz x e A5 Thoi gian luu )
TT Tén biéu mau Ma so (néu co) ez Noi luru
toi thiéu
S6 theo ddi ndp ching o
1 chi chun diu ra QT/VP/07/BMO1 Vian phong

7.PHU LUC
GOm c6 01 Biéu mau




\/ . UY TRINH M sb: QT/VP/07
L J iy NHAN ](32ANG TOT NGHIEP Ban hanh lan: 01
THUDAUMOT : “ | Ngay hiéu luc:01/01/2025
1976
QT/VP/07/BMO1
UBND TINH BINH DUCGNG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HOC THU DAU MQT

Poc l1ap — Tw do — Hanh phic

BANG SO.....

LUU HO SO CHUAN PAU RA NHAN BANG TOT NGHIEP

PAI HQC - HE

345 (0. NER PRI
.. | Ngay i
Neguoi 0 > S . K A e
Stt t%(}erp nop Hova | Ngay Lép | Tin hoc Ngoai n{u);g so dién
nhan? chirng tén sinh : ngir XH thoai
* chi
1

1 Nguoi tiép nhan dbi chibu can than, chinh xac thong tin, ghi tén/ ky xac nhan theo hd so da kiém tra.




UBND TINH BiINH DUONG
TRUONG PAI HQC THU DAU MQT

“V

TRUONG PATHOC

) THU DAU MOT

1976

Dja chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
CHINH SUA NOI DUNG VAN BANG, CHUNG CHI

M3 sd: QT/VP/08
Ban hanh lan: 01
Hiéu luc tur ngay : 01/01/2025




V | QUY TRINH Mi sb: QT/VP/08
IRUONGDATHOC |~ pyiNp ST7A NOTDUNG | Ban hanh Ln: 01
L. JTHUDAU MOT VAN BANG, CHUNG CHI | Ngay hiéu lyc:01/01/2025
e
Theo ddi sira chira/bd sung tai liéu
Ngay Vi tri Noi dung sira doi Ghi cha
Phan phoi tai liéu
TT Don vi
1 Van phong
2 Cac don vi dao tao
3 Ban Quan 1y Dao tao dai hoc, Ban Quan 1y Pao tao sau dai hoc




\/ QUY TRINH Ma s6: QT/VP/08
L J TRUONGDATHOC | yiN ST7A NOTDUNG | Ban hanh Ian: 01
THU DAU MOT VAN BANG, CHUNG CHI | Ngay hiéu luc:01/01/2025

197

1. MUC PiCH

Quy trinh duogc xay dung nhégn huéng dan viéc chinh stra ndi dung vin bing
chirng chi cua Truong Dai hoc Thu Dau Mot

2. PHAM VI AP DUNG

Quy trinh nay ap dung dbi v6i viée chinh sira ndi dung vin bang chimg chi cua
Truong Pai hoc Thu Dau Mot.

3. TAI LIEU THAM CHIEU

Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B Giao duc va Dao tao
ban hanh Quy che quan 1y bang tot nghiép trung hoc co sg, bang tot nghiép trung hoc
pho thong, bang t6t nghiép trung cip su pham, bang tot nghiép cao dang su pham, vin
bang gido duc dai hoc va chung chi ciia hé thong gido duc qubc dan.

Quyét dinh s6 857/QD-DHTDM ngay 15/6/2020 clia Hiéu truong Truong Dai
hoc Thu Dau Mot vé viéc ban hanh Quy dinh quan Iy, cap phat van bang, ching chi cua
Truong Pai hoc Thu Dau Mot.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT

4.1. Thuit ngir va dinh nghia: Khong co

4.2. Tir viét tit

VBCC Vin bang, chang chi
Qb CN&CVBCC Quyét dinh cong nhan va cap vin bang, ching chi
TN Tét nghiép

5. NOI DUNG QUY TRINH



\/ | QUY TRINH Ma s6: QT/VP/08
IONG s , n \
L JTR"‘,]NQ,B-*”'QC CHINH SUA NOIDUNG | Ban hanh lin: 01
THUDAU MOT VAN BANG, CHUNG CHI | Ngay hiéu luc:01/01/2025

9%

5.1. Luu do

Nop don yéu cau chinh stra

Tiép nhén, kiém tra thong tin hd so

Kiém tra, xem xét
quyét dinh xr 1y

Ghi phu luc ) géc

A

Thu hdi VBCC cii

l

Guri théng bao, tra két qua

l

Luu ho so




.\/
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TRUONG DATHOC

THUDAUMOT

QUY TRINH
CHINH SUA NOI DUNG
VAN BANG, CHUNG CHI

M sb: QT/VP/08
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

5

2. Mo ta

TT

Noi dung cong
viée

Thoi han
hoan
thanh

Don vi phu
trach/ nguoi
thuwe hién

Don vi
phoi

Biéu mau/
hd so
Minh chirng

Nop hd so: Ngudi
dé nghi ndp truc
tiép hodc giri buu
dién ho so dé nghi
chinh suta VBCC
vé Vin phong (dia
chi cu thé) theo
quy dinh.

Theo thdong
béo

Nguoi  dé

nghi

QT/VP/08/BMO01

kiém
Van

Tiép nhén,
tra hd so:
phong tiép nhan
va kiém tra so bd
tinh day du cua hd
so theo danh sach
kiém tra. Néu ho
so khong day du
hodac khong hgp
1¢, Van phong
théng bao ngay
cho ngudi dé nghi
dé bod sung, trong
thoi gian khong
qua 3 ngay lam
viéc.

Thuc hién
ngay  khi
tiép nhan

Vian phong

Kiém tra, xem xét
quyét dinh: Vin
phong kiém tra,
d6i chiéu ho so dé
nghi v6i ho so
gbc. Tham muu
trinh Hi¢u trudng
ky quyét dinh
hodc van ban tra
10i (néu khong
chinh stra dugc).

05 ngay lam
viée ké tur
ngay nhan
di hd so
hop 1¢

Vian phong

QT/VP/08/BMO02,
Van ban tra 101
(néu khong chinh
stra dugc)




V
y

9%

TRUONG DATHOC

THUDAUMOT

QUY TRINH
CHINH SUA NOI DUNG
VAN BANG, CHUNG CHI

M sb: QT/VP/08
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

ne n Thoi han Pon Vi phu Pon Vi Biéll mau/
NoQi dung cong R . NS L. A
TT vide hoan trach/ ngwoi | phoi ho so
i thanh thue hién hop Minh chirng
Ghi phu luc s6 | Thyc hién | Van phong Phu luc sb géc
gbc:  P6i  vé6i | ngay  sau
truong hop ra | khi co
quyét dinh chinh | quyét dinh
4 | sua, Van phong | chinh stra
ghi no1 dung chinh
stra vao phu luc $6
gbc theo ding quy
dinh.
Thuhdi VBCC cil: | Thye  hién | Vin phong Bién ban thu hdi
Pbi voi truong | ngay  sau VBCC
hop ra quyét dinh | khi co
chinh sira, Thu hdi | quyét dinh
5 VBCC ct, lép | chinhsta
bién ban thu hoi
va duoc luu trir
kém hd so chinh
stra dé phuc vu tra
ctru khi can.
Gtri thong bao va | Ngay  khi | Van phong
tra két qua: Vian | quyét dinh
phong gui thong | chinh  stra
béo cho nguoi dé | hoic  vin
nghi dén nhan két | ban tra 1oi
6 | qua (VBCC da| duoc ban
chinh stra hoac | hanh
van ban tra 101)
theo quy dinh, qua
buu  dién/thong
béo truc tiép.
Luu trir hd so: Van | Thyc  hién | Van phong S6 theo ddi chinh
7 phong luu trir hé | sau ~ khi suta VBCC
so dé nghi chinh | hoan tat
stra theo quy dinh.
g | Xu Iy sai sot: Van Phat sinh Van phong
phong xur 1y céc




L. J TRUONG DATHOC

197

THUDAUMOT

QUY TRINH

CHINH SUA NOI DUNG
VAN BANG, CHUNG CHI

M sb: QT/VP/08

Ban hanh 1an: 01

Ngay hiéu luc:01/01/2025

. n Thoti han Pon vi phu Pon vi Biéll mi;‘U/
Noi dung cong L R Z. A
TT vide hoan trach/ ngwoi | phoi ho so
i thanh thue hién hop Minh chirng
truong hop cé sai
SOt trong qua trinh
ghinh stra hoac in
an lai VBCC theo
quy dinh.
6. HO SO/ BIEU MAU LIEN QUAN
: x .z Thoi gian 1
TT Tén biéu miu Mi s6 (néu c6) _Eran Noi luu
toi thiéu
Pon d& nghi chinh sira < \
1 noi dung VBCC QT/VP/08/BM01 Vian phong
Quyét dinh chinh stra . .
2 noi dung VBCC QT/VP/08/BM02 Vian phong
7. PHU LUC

GOom ¢6 02 Biéu mau




V | QUY TRINH Ma s6: QT/VP/08
TRUONGDATHOC | - yiNpr ST7A NOIDUNG | Ban hanh 1n: 01
L. JTHUDAU MOT VAN BANG, CHUNG CHI | Ngay hiéu lyc:01/01/2025
5
QT/VP/08/BMO1
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic
] ] PON BE NGHI , ]
CHINH SUA NOI DUNG VAN BANG, CHUNG CHI
Kinh gui : Truong Pai hoc Thu Dau Mot
[ 0 T2 (=10 S
Ngay sinh: Ngay.......... thang ... ndm ......., g0t
INOT SINNE ittt et e b e s b e e be e beeheeRe e st e et e e teebeebeebeeReeaeene e e e neereeneeneas
CIMIND/CCCD  S8: 1ourvvevrmaeeessaeeesssseessssesssssseesessssssssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssnnes
8 1T 1 1 (O
D3 duoc cap bang/ching chi/gidy ChENG NNAN: .......ooveeveereeeeee s snes s
NOANN NOC .. .eieiieccee e ey, LOP: st
10T 10 PSSR
XEp 10@i: oo , hinh thirc A0 a0 oo

Nay toi lam don nay dé nghi Truong Pai hoc Thu Dau Mot chinh stra ndi dung vin bang,
ching chi cho t6i nhu sau:

Noi dung Yéu cau chinh stra vin bang, CRING CRI: ...veeeeeeeeeeeeeeeeeeeeee e
L ST PSPPSR PRPR
L1750 TS
Ly do

(*)Kem theo don:

- 01 ban sao c6 chang thuc gidy khaisinh; ... ,ngay .....thang ....nam........
- 01 ban sao van bang, ching chi d¢ nghi Ngwoi de nghi
chinh stra. (ky va ghi rd ho tén)

- 01 ban sao CMND/CCCD.



\/ QUY TRINH M sb: QT/VP/08
L. J TRU “N('m”m( CHINH SUA NOI DUNG | Ban hanh lan: 01

THUDAU MOT VAN BANG, CHUNG CHI | Ngay hiéu luc:01/01/2025
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QT/VP/08/BMO02
UBND TINH BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC THU DAU MOQT Doc 1ap — Tw do — Hanh phuc
S6: /Qb-DHTDM Binh Duong, ngay  thang  nam

QUYET PINH
Ve viéc chinh stra ngi dung van bang, chirng chi

HIEU TRUONG TRUONG PAI HQC THU DAU MOQT

Can cir Quyét dinh s6 900/QD-TTg ngay 24/6/2009 cia Thii twéng Chinh phii
ndng cdp truong Cao dang Sw pham Binh Dwong thanh Trieong Pai hoc Thii Dau Mot;
Can cu Quy ché t6 chire va hoat dong cua Truwong Dai hoc Thu Dau Mot ban hanh
kém theo Nghi quyét sé 36/0D-HDT ngay 01/7/2024 ciia Hoi dong Trwong Pai hoc Thii
Déu Mét;
Can cir Théng twe s6 21/2019/TT- BGDDT ngay 29/11/2019 cua By Gido duc va
Dao tao ban hanh Quy ché quan Iy bang tot nghiép trung hoc co so, bang tot nghiép
trung hoc pho théng, bang tot nghiép trung cdp sw pham, bang tot nghiép cao dang suw
pham, van bang gido duc dai hoc va chirng chi ciia hé thong gido duc quoc dan;
Xét dé nghi ciia Chdnh Vin phong.
QUYET PINH:

Piéu 1. Chinh stra ndi dung bang .......................... da cap cho:

- Hovatén:............ , Ngay thang nam sinh: ............... ,hganhhoc: ............ ,
khoéahoc: ................ , Hmh thirc dao tao: .............. So hiéu: ............. , SO vao so:
........... Cap theo Quyét dinh s6 ..............

- Noi dung chinh stra:.........................
-Lydochinhsta:.............................

Piéu2 ....ooooonnn, va cac don vi, cd nhan c6 lién quan chiu trach nhi¢m thi
hanh Quyét dinh nay.

Quyét dinh c6 hiéu lyc thi hanh ké tir ngay ky./.

Noi nhén: HIEU TRUONG
- HT, PHT;

- Nhu diéu 2;

- Luu: VT, VP.



UBND TINH BiINH DUONG
TRUONG PAI HQC THU DAU MQT

“V

TRUONG PATHOC

) THU DAU MOT

1976

Dja chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
CAP BAN SAO VAN BANG CHUNG CHI TU SO GOC

M3 sd: QT/VP/09
Ban hanh lan: 01
Hiéu luc tur ngay : 01/01/2025




V

TRUONG DATHOC

QUY TRINH

M sb: QT/VP/09

L. JTHUDAU MO CAP BAN SAO VAN BANG CHUNG | Ban hanh lan: 01
, CHI TU SO GOC Ngay hidu lyc:01/01/2025
i3
Theo déi sira chira/ bd sung ti liéu
Ngay Vi tri Noi dung sira doi Ghi chu
Phin phoi tai liu
TT Don vi

1 | Van phong

2 | Cac don vi dao tao

3 | Ban Quan ly Pao tao dai hoc, Ban Quan ly Pao tao sau dai hoc




Y QUY TRINH M3 sb: QT/VP/09

TRU []NG DATHOC i , _ . N
L. J THU DAU MOT CAP BAN SAO VAN BANG Ban hanh 1an: 01
’ CHUNG CHI TU SO GOC Ngay hiéu lyc:01/01/2025

1976

1. MUC PiCH
~ Quy trinh duoc xay dung nhém huéng din viée cdp ban sao vin bang chimg chi tir
s0 goc cua Truong Pai hoc Thu Dau Mot.
2. PHAM VI AP DUNG
Quy trinh nay ap dung dbi vé6i viée cip ban sao vin bang chimg chi tir sé gdc cua
Truong Pai hoc Thu Dau Mot.
3. TAI LIEU THAM CHIEU

Thong tu s62 1/2019/TT-BGDDT ngay 29/11/2019 cua B Gido duc va Bao tao ban
hanh Quy ché quan 1y bang t6t nghiép trung hoc co'so, bang t6t nghiép trung hoc pho thong,
bang t6t nghiép trung cip su pham, bang t6t nghiép cao dang su pham, vin bang gido duc
dai hoc va ching chi ctia hé thong gido duc qubc dan.

‘Quyét dinh s6 857/QD-DHTDM ngay 15/6/2020 cua Higu truong Truong Dai hoc
Thu Dau Mot v€ viée ban hanh Quy dinh quan ly, cap phat van bang, ching chi cua Truong
bai hoc Thu Dau Moét.

4. TU VIET TAT

VBCC Vin bang, chimg chi

Qb CN&CVBCC Quyét dinh cong nhan va cép vin bang, ching chi

TN Tét nghiép




‘\/

TRUONG DATHOC

M/ ruDAuNoT

1976

QUY TRINH

CAP BAN SAO VAN BANG

CHUNG CHI TU SO GOC

M sb: QT/VP/09
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

5. NOI DUNG QUY TRINH

TT

Noi dung cong
viéc

Thoi han
hoan thanh

Don vi phu
trach/ nguoi
thuwe hién

Don vi
phoi
hop

Biéu mau/
ho so
Minh chirng

Nop hd so: Nguoi
dé nghi ndép ho so
(truc tiép hodc giri
buu dién) vé Vin
phong (dia chi cu
thé) theo quy dinh.

Theo thong
béo

Ngudi dé nghi

QT/VP/09/BMO1
QT/VP/09/BMO02

Tiép nhén, kiém tra
hdé so: Vin phong
tiép nhan va kiém
tra so bo tinh day
da cta hod so theo
checklist. Néu hd
so khong day du
hodc khong hop 1€,
Van phong thong
bao ngay cho ngudi
dé nghi dé bo sung,
trong thot gian
khéng qua 3 ngay
lam viéc.

Thuc hi@n
ngay khi tiép
nhan

Vian phong

Kiém tra, d6i chiéu:
Vin phong  dbi
chiéu hd so dé nghi
vé6i ho so gbe. Viee
kiém tra, ddi chiéu
phai dugc thuc hién
v6i ho so gbe trong
diéu kién bio mat,
dam bao tinh chinh
xac va trung thuc.

01 ngay lam
viee ké tu
ngay nhan
da ho so hop
1é

Van phong

In 4n, trinh ky ban
sao: Van phong in

02 ngay lam
viec ké tu

Van phong

S6 cip ban $ao0
VBCC tur so goc




V

TRUONG DATHOC

M/ muDiuoT

1976

QUY TRINH

CAP BAN SAO VAN BANG
CHUNG CHI TU SO GOC

M3 sb: QT/VP/09
Ban hanh 1an: 01
Ngay hiéu lyc:01/01/2025

TT

N¢i dung cong
viée

Thoihan | PO Viphu
: trach/ nguoi

hoan thanh thwe hién

Don vi Biéu mau/
ph("ii hd so
hop Minh chirng

4n ban sao VBCC,
trinh Hi€u trudng
ky va vao sb cip
ban sao VBCC .

ngay  nhdn
da ho so hop
1e

Thong bao va tra
két qua: Vin phong
théng bao (qua dién
thoai, email, buu
dién ) va tra két qua
(ban sao VBCC
hodac van ban tra
10i) cho nguoi dé
nghi.

Ngay khi co
ban sao
VBCC/van
ban tra 101

Van phong

Xt 1y ho so khong
hop 1&: (néu cb)
Vian phong tra lai
hé so va thong bao
1y do, hodc yéu cau
bd sung hd so theo
quy dinh15.

Phét sinh Van phong

Bién ban tra ho so

Thu 1¢ phi cép ban
sao: (néu cé) Vin
phong thu I¢ phi
cdp ban sao theo
quy dinh.

Trudée  khi

cap ban sao Vén phong

Bién lai thu I¢ phi

Luu trit hd so: Vin
phong luu trit ho so
dé nghi cap ban sao
theo quy dinh.

Sau khi hoan

tAt cac budc Vin phong

6. BIEU MAU AP DUNG




‘\/

, i Ma s6: QT/VP/09
TRUONG DATHOC _ QUYTRINH 2 s0: Q17
L. JTH_U DAU MOT CAP BAN SAO VAN BANG Ban hanh lan: 01
, CHUNG CHi TU SO GOC Ngay hiéu luc:01/01/2025
1976
Thoi gian
TT Tén biéu miu Mai s6 (néu co) luu Noi lru
tdi thiéu
p | Pom d€ nghi cap ban sao bang | rn/p/n9/BM01 Vin phong
tot nghi¢p
o | Don dénghi cdp ban sao chimg | orn/p109/BM02 Vin phong

chi

7. PHU LUC
Gom ¢6 02 Biéu mau




\/ QUY TRINH M sb: QT/VP/09
TRUONG DATHOC . , y N , < 1A
L. JTHUDAU NOT CAP BAN SAO VAN BANG CHUNG | Ban hanh lan: 01
M CHI TU SO GOC Ngay hiéu lyc:01/01/2025
1976
QT/VP/09/BM01

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON PE NGHI
V/v cap ban sao bang tot nghi€p ......cceevvvvniiiniennnnns tir s0 goc

Kinh gti: Truong Pai hoc Thu Dau Mot

Ngay sinh: Ngay.......... thang .......... nam ........., o1 tinh : ...
D02 1311 o SRR
CIMND/CCCD SO & evvveereereeseeseeseeseessesssesssessssssseessesssesssssssesssess s esssesssssssesssesssesssssssnsssnee
8 3 (<) 01 1 10 T USSR
NAM t0t NERIEP: cvvvvveeeeieeeeee e, Lop:ceiiiii
Nganh hoC:....iiiiiiieieeeee e, ,khoahoc: ...,
Xép loai: .oooovveeeiiiiiiiiiiiiiiias , hinh thlirc dA0 t20 : ..vvvvvviiiiiiiii s
Nay t6i 1am don nay dé nghi Trudng Pai hoc Thu Dau Mot cap ban sao tir s6 goc

DANG 1Ot NZRIEP ovovvvieeveeieeeeteeee ettt ettt n ettt n e

* Ngp kém theo don nay: ,ngay .....thang ... nam........
- Ban sao khong can chung thyc bang tot Nguai dé nghi

nghiép dai hoc, cao dang, trung cép ( ky va ghi rd ho tén)
CN,...(néu co);

- Xuét trinh ban chinh hodc ban sao ¢

chung thuc CMND/CCCD hoac ho chiéu

con gid tri str dung.



Y/ QUY TRINH M sb: QT/VP/09

CAP BAN SAO VAN BANG | Ban hanh lan: 01

TRU@"JNQ DATHOC
m JTHU DAU MOT CHUNG CHI TU SO GOC Ngay hiéu lyc:01/01/2025
1976
QT/VP/09/BM02
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic
, DON DE NGHI ,
V/v cap ban sao chimg chi .......cccovviiiiiniiinnnn, tir s0 goc
Kinh gui : Truong Pai hoc Tha Dau Mot

HO VA I8N o

Ngay sinh: Ngay.......... thang ........ndm ..., giditinh ;..

D0 3 4 4 A PRSPPI

CIMND/CCCD SO & 1uveueeueereeseeseesseessesseeseesaessessaessasssasss s ssasssasssaessaessesssasssesssssssssanssanssns

8 3o 0 TR 110 : SRR

Nganh hoc:.........ooooiii . Lo (trwong hop nguoi duoc cip

chirng chi 1a sinh vién cua Truong)

DA AUQOC CAP CHUNE ChIt oottt

Thot gian tham gia KhOa hocC: ...

Nam cép chimg chi:............... , X&p 10ai/K&t qUA thi:.....covveveererereeeeeeeee e

Nay tdi 1am don nay dé nghi Truong Pai hoc Thu Dau Mot cap ban sao tir s6 goc

ChUNE ChI ..o

Y [0 OSSOSO
* Ngp kém theo don nay: . ,ngay .....thang .... ndm........
- Ban sao ’khéng can chung thuc ching chi Nguwai de nghi
yéu cau cap ban sao (néu co); (ky va ghi rd ho tén)

- Xuét trinh ban chinh hoic ban sao (;é
chung thue CMND/CCCD hoac h¢ chicu
con gié tri sir dung cua nguoi dé nghi.




UBND TINH BiINH DUONG
TRUONG PAI HQC THU DAU MQT

“V

TRUONG PATHOC

) THU DAU MOT

1976

Dja chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
XAC MINH VAN BANG CHUNG CHI

M3 sd: QT/VP/10
Ban hanh lan: 01
Hiéu luc tur ngay : 01/01/2025




V | QUY TRINH Mi sb: QT/VP/10
IRUONGDATHOC |~ s Ac MINH VAN BANG | Ban hanh ln: 01
L. JTHUDAU MOT CHUNG CHI Ngay hiéu luc:01/01/2025
e
Theo déi stra chira/bo sung tai liéu
Ngay Vi tri Noi dung sira doi Ghi cha
Phan phoi tai liéu
TT Don vi
1 Van phong
2 Cac don vi dao tao
3 Ban Quan 1y Dao tao dai hoc, Ban Quan 1y Pao tao sau dai hoc




\/ QUY TRINH Mi s6: QT/VP/10
L JTR‘ ONGBATHOC | 5 AC MINH VAN BANG | Ban hanh 1in: 01
THUDAUNOT CHUNG CHI Ngay hiéu luc:01/01/2025
1976
1. MUC PiCH

Quy trinh dugc xay dung nhém\huc’mg dan viéc xac minh lién quan dén vin bang
chirng chi ciia Truong Pai hoc Thu Dau Maét.

2. PHAM VI AP DUNG

Quy trinh nay ap dung dbi v6i viée xac minh lién quan dén van bang chimg chi
cua Truong Pai hoc Thu Dau Mot.

3. TAI LIEU THAM CHIEU

Thong tu s6 21/2019/TT- BGDDT ngay 29/11/2019 cua B Giao duc va Dao tao
ban hanh Quy che quan 1y bang tot nghiép trung hoc co sg, bang tot nghiép trung hoc

pho thong, bang t6t nghiép trung cip su pham, bang tot nghiép cao dang su pham, vin
bang gido duc dai hoc va chung chi ciia hé thong gido duc qubc dan.

Quyét dinh s6 857/QD-DHTDM ngay 15/6/2020 clia Hiéu truong Truong Dai
hoc Thu Dau Mot vé viéc ban hanh Quy dinh quan Iy, cap phat van bang, ching chi cua
Truong Pai hoc Thu Dau Mot.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT

4.1. Thuit ngir va dinh nghia: Khong co

4.2. Tir viét tit

VBCC Vin bang, chang chi
Qb CN&CVBCC Quyét dinh cdng nhan va cap vin bang, ching chi
TN Tét nghiép

5. NOI DUNG QUY TRINH



- QUY TRINH Mi s6: QT/VP/10
L JTRU‘,]NQ,B-*”'QC XAC MINH VAN BANG | Ban hanh lin: 01
THUDAUMOT CHUNG CHI Ngay hiéu luc:01/01/2025

9%

5.1. Luu do

Nop van ban yéu cau xac

minh

Tiép nhén, kiém tra thong tin hd so

Kiém tra, doi chiéu,
soan van ban tra 101

Trinh ky van ban

A

Gui két qua

l

Thu I¢ phi x4c minh

l

Luu ho so




.\/

y

197

TRUONG DATHOC

THUDAUMOT

QUY TRINH
XAC MINH VAN BANG
CHUNG CHI

Mi s6: QT/VP/10
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2. Mo ta

TT

Noi dung cong
viéc

Thoi han
hoan thanh

Don vi phu
trach/ nguoi
thue hién

Pon vi
phoi

Biéu mau/
ho so
Minh chirng

Nop hd so: Pon vi
dé nghi ndép ho so
(tryc tiép, email,
buu dién) vé Vin
phong (dia chi cu
thé).

Theo théng
bao

Pon vi &
nghi

Tiép nhan, kiém
tra hd so: Vin
phong tiép nhédn
va kiém tra so bd
tinh ddy du cta hd
so theo yéu cau
don vi d& nghi
(gém 01 cong vin
don vi yéu cau va
cac ban  giao
VBCC can xéc
minh). Néu ho so
khong ddy du hoic
khong hop 1€, Van
phong théng bao
ngay cho don vi dé
nghi dé bd sung
trong thoi gian
khdng qué 3 ngay
lam viéc.

Thuc hién
ngay  khi
ti€ép nhan

Van phong

Kiém tra, ddi
chiéu: Van phong
d6i chiéu ho so dé
nghi véi hd so
gbe. Viéc kiém
tra, d6i chiéu phai
duoc thuc hién
trong diéu kién
bao mat, dam bao

01 ngay lam
viee ké tur
ngay nhén
di hd so
hop 1¢

Vian phong
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TT

Noi dung cong
viéc

Thoi han
hoan thanh

Don vi phu
trach/ nguoi
thuc hién

Don vi
phoi
hop

Biéu mau/
h so
Minh chirng

tinh chinh xac va
trung thuc ctua dir
liéu doi chiéu.

Trinh ky van ban
trd 101: Van phong
trinh Lanh dao
truong ky van ban
tra 101 xac
minh/xac nhan
VBCC.

02 ngay lam

viéc

Vian phong

QT/VP/10/BMO1

Gui két qua: Vian
phong gui két qua
(van ban tra 101)
cho don vi dé nghi
(qua buu dién,
email, théng bao
truc tiép) theo quy
dinh.

01 ngay lam
viéc

Vian phong

Xtr Iy ho so khong
hop 1&: (néu cb)
Van phong tra lai
ho so va théng bao
Iy do, hodc yéu
cau bd sung hd so
theo quy dinh.

Phat sinh

Vian phong

Bién ban tra ho
SO

Thu 1€ phi xac
minh: (néu co)
Van phong thu I¢
phi xac minh/xac
nhan theo quy
dinh.

Truée khi
gui két qua

Vian phong

Bién lai thu 1€ phi

Nop ho so: Pon vi
dé nghi ndp ho so
(tryc tiép, email,
buu dién) v& Vin

Theo théng
béo

Pon vi dé

nghi
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Ban hanh 1an: 01

CHUNG CHI Ngay hiéu lyc:01/01/2025
1976
.. ; Pon vi Biéu miu/
Noi dung cong Thoi han Don vi phy n:; A
TT T vide hoan thanh trach/ nguwoi | phoi ho so
i thue hién hop Minh chirng
phong (dia chi cu
the).
1. HO SO/ BIEU MAU LIEN QUAN
2 ~ .z Thoi gian luu
TT Tén biéu miu M3 s& (néu co) 1 glan Noi luru
toi thiéu
1 | Cong van tra 11 xac minh | QT/VP/010/BM01 Vian phong
2. PHU LUC

Gom ¢6 01 Biéu mau




- QUY TRINH Mi s6: QT/VP/10
L JTRU‘,]NQ.B--““?C XAC MINH VAN BANG | Ban hanh Iin: 01
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9%

UBND TINH BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC THU DAU MOQT Poc 1ap — Tw do — Hanh phic

Sé: /DPHTDM-VP Binh Duwong, ngay  thang  nam 2020
V/V tra 16i x4¢ minh vin bang chimg chi

Kinh gtri:

Truong Pai hoc Thu Dau Mot nhan dugce cong van so ...... ngay ....... cua
.............................. ve€ vi¢c xac minh van bang, chiig chi.

Truong Pai hoc Thi Dau Mot tra 11 nhiing ndi dung yéu cau xac minh nhu

Sau.

Can ctr ho so luu trit vé cip phat vin bang, chimg chi ctia Truong Pai hoc
Tha Dau Mot thi vin bang (tén van bang, ching chi) cta 6ng .......... ma Quy
don vi gui xadc minh 1a do Truong Pai hoc Thu Dau Mot cép.

Quy don vi co thé tra ctu truc tiép thong tin vdn bang, chimg chi
trén Trang thong tin dién t& Truong tai dia chi: https://tdmu.edu.vn/van-bang-
chung-chi/tra-cuu . Trudng hop chi can tra 101 xac minh van bang, chimg chi qua
email (khong can phac dap cong vin) vui long gui théng tin dén dia chi:
vanbang_chungchi@tdmu.edu.vn

Trudng Pai hoc Thit Dau Mét tra 101 dé Quy don vi dugc biét.

Tran trong./.

Noi nhén: KT. HIEU TRUONG
- Nhu trén; PHO HIEU TRUONG
- Lanh dao Truong;

- VP;

- Luu: VT.


https://tdmu.edu.vn/van-bang-chung-chi/tra-cuu
https://tdmu.edu.vn/van-bang-chung-chi/tra-cuu
https://tdmu.edu.vn/van-bang-chung-chi/tra-cuu
https://tdmu.edu.vn/van-bang-chung-chi/tra-cuu
mailto:vanbang_chungchi@tdmu.edu.vn
mailto:vanbang_chungchi@tdmu.edu.vn
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