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A QUY TRINH M4 hidu: QT.10/DT
Lan ban hanh: 01
IN, QUAN LY VA CAP VAN | Ngay ban hanh: 01/9/2015

BANG TOT NGHIEP Trang: 3/6
Trach nhiém Nguoi viét Nguoi kiém tra Ngudi phé duyét
Ho va tén Ngo Song Ha Nguyén Hiru Nam bang Thanh Thuy
Ky tén
Chtrc vu Thu ky DPao tao Trudng phong Pao tao Hi¢u Truong
1. MUC PiCH

- Cong khai quy trinh in, quan Iy va cdp van bang tot nghiép.

- Quy trlnh nay hudng dan trinh ty cac budc cong viée va cac diéu kién can
thiét dé cap phat bang tét nghiép cho HSSV sau khi bé giang.

2. PHAM VIA P DU NG:
Quy trinh nay dugc ap dung cho HSSV trong pham vi toan trudong
3. TAI LIEU VIEN DAN

- Can ctr Quyét dinh s6 33/2007/QD-BGDPT ngay 20/6/2007 cua Bo truong Bo
Giao dyc va Dao tao vé viéc Ban hanh Quy ché van bang, ching chi cua hé thong giao
duc qudc dan.

4. CAC TU VIET TAT

- HSSV: Hoc sinh - sinh vién - GVCN: Giao vién chu nhiém

- TN: Tét nghiép - CMND: Chtrng minh nhan dan
- GV: Giang vién, Gido vién - TKDT: Thu ky Dao tao

- VT: Vén thu

5. NOI DUNG

5.1.1. Quy trinh in, qudn Iy, cdp vin bang tot nghiép
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5.1.2 Dién gidi:
Budc 1: Quan ly phdi bing
- CBDT lam thu tuc mua phoi bﬁng tai B0 GDDT.

- Giao phoi bﬁng cho can b in bﬁng (sé lugng, s6 seri, loai bé’mg). - Nhan lai bﬁng sau
khi hoan tat moi thu tuc in ké c4 phoi in hong.

- Sap xép bang theo nganh, h¢, khoa dé chuan bi cho cong tac cap phat bang.
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- Lap s6 phat béng theo quyet dinh cong nhan tdt nghiép timg dot. Nhap s6 hiéu bang,

s6 vao s6 va ghi s6 bang, s6 quyét dinh t6t nghiép vao so.

- Luu trit bang cia HSSV chwa dén nhén.

Buéc 2: To6 chike in

- In ndi dung trén bang theo Quyét dinh tot nghiép, mau, phong chir theo TT hudng dan

cua B6O GDDT.

- In mAu 01 chiéc dé kiém duyét qua phong, thanh tra, Hiéu trudng.

- In hét s6 HSSV theo DS t6t nghiép, qua thanh tra, truong phong Pao tao ky nhay,
Hiéu trudng ky, cdn b van thu dong dau va chuyén vé can bo quan ly.

Buéc 3: Cap phat bang

- GVCN c0 trach nhiém huéng dan HSSV 16p chii nhiém 1am tha tuc thanh toan trudc
khi ra truong, ky x4c nhan thong tin cd nhan, 02 ndp anh 4x6 (do6i véi HSSV hé

ngh&)BM.01-QT.05/DT; BM.02-QT.05/DT.

- HSSV tbt nghiép phai chuan bi diy du gidy to (thé HSSV, CMTND, giy thanh toan

ra truong) khi dén 1ay bang.

- Can bd phu trach phat bang cin ctr ké hoach bé giang ctia khéa hoc. Nhan bang da in
tr can bd phu trach in bang, kiém tra bang, chuan bi phat cho HSSV.

- Can bo phu trach in bang ¢ trach nhiém ban giao du sé lugng bang trudc khi bé giang

it nhat hai ngay cho can bo cap phat.

- Can bd phat bang kiém tra nhirng gidy to sau ctia HSSV:

+ Kiém tra thé HSSV

+ Kiém tra CMND
+ Kiém tra gidy thanh todn ra truong -
Cén bd phat bang:
+ Thu lai thé HSSV
+ Phat bang cho HSSV

- HSSV nhan bang, kiém tra lai bang, ky va ghi rd ho tén vao sb cap bang Buwéc 4: Két

thic, luu hd so
- Huy th¢ HSSV

- Vo s6 luu bang tt nghiép theo mau quy dinh ctia Co quan cha quan va B Gido duc

& Pao tao

- Luu s6 in bang va cac gidy td lién quan
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6. Hoso
T Tén hd so Noi ~luru Ph/ phéNp .Thc‘ri Hinh t}l&c
trir luu trie | gian luu huy
1 | Cong van mua phoi bang DT Vanban | 5nam X¢é bo
2 | Biéu mau thanh toan DT Vanban | 5nam X¢é bo
3 | Xac nhan thong tin ca nhan bT Van ban | Lau dai
4 | S6 luu cap phat bang bT Van ban | Lau dai
7. Phuluc
TT Tén biéu mau/phu luc Ky hiéu
1. | Biéu miu thanh toan BM.01-QT.10/DT
2. Mau x4c nhan thong tin c4 nhan BM.02-QT.10/DT
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