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1. Muc dich, pham vi ap dung

a. Muc dich:

Thuyc hién quy trinh nay nham thong nhat cach thic in, cip phat va quan 1y vin bang
— chtng chi d6i véi HSSV t6t nghiép va hoc vién hoan thanh chwong trinh, dam bao thuan
lo1, khoa hoc va dang phap luat.

b. Pham vi 4p dung:

Quy trinh nay ap dung khi in, cip phat va quan ly vin bang — chung chi déi voi
HSSV tdt nghiép cao dang, trung cap, hoc vién hoan thanh chuong trinh dio tao trinh do so
cap va cac khoa ngin han tai Trudng Cao ding K§ thuat Cong nghé Nha Trang.

2. Pinh nghia va tir viét tat

a. Binh nghia:

Cép van bang va chimg chi cho ngudi hoc 14 qua trinh danh gia va cong nhan két qua
hoc tap, kién thtc, va k¥ niang cta nguoi hoc théng qua viéc trao d6i cho ho cac van bang
hodc chung chi sau khi ho hoan thanh mot khoa hoc, chuong trinh dao tao

b. Tur viét tat:

CCCD : Cén cudc cong dan
HSSV : Hoc sinh, sinh vién
HV : Hoc vién

Qb : Quyét dinh

TC-HC : T6 chirc — Hanh chinh

3. Lwu dd (Xem trang 3)
4. Pic ta (Xem trang 4 dén 7)

5. Cac cong cu/biéu mau/hwéng din ( Xem tir trang 8 dén 9)
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4. PAC TA

A B0
Bo han/ngudi | Két qua dat Han
TT | Ténbuwée Noi dung cong viéc phan/Nguoi pranng q ‘ hoan Biéu mau/ho so
on phoi hgp thuc dugc .
thyc hién A thanh
hién
X A Bo Qb va
QTI;esén(tlljgh Tiép nhan, chuin bj 01 bo QP va danh sach
) danh s&ch HSSV/HV dugc cong . . HSSV/ HV
1 sach n J . A A Phong Pao tao n
HSSV/HV ¢ nhan két qua tot nghiép da dugc dugc cong
nohid Hi¢u trudng ky duyét. nhan két qua
ENIEp: tot nghiép
Lap dé xudt cip phoi vin béng,,
D2 xudt i chung chi, trong do xac dinh 16 s6 D2 xudt i
2 hoi p luong, loai van bang, ching chi, Iy | Phong Dao tao pe p 0,5 ngay | BM/QT10/P.DT/01
phot. do cap phoi...dé trinh Truéng phong P
Dao tao phé duyét.
Xg:m xét, kiém tra ky duyét dé Xué}t, Truéne ohon D2 xudt c&
3 | Kyduyét. |néu duyét thi chuyén budc 4, néu 8 PRONE | ppang Pao tao 1L CAD | 0 5 ngay
A R 201 1, Pao tao phoi
khong duyét chuyén lai bude 2.
Phoéi van
z A Tiép nhan dé xuét, chuan bi phoi va | Truong phong \ . bang, ching X
4 Cap phoi. cap phoi theo diing dé xut. bao tao Phong o tao chi 0,5 ngay
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B

Bo han/nguoi | Két qua dat Han 2 x A
TT | Ténbwéc Noi dung cong viéc phan/Nguoi phanng q : hoan Biéu mau/ho so
thuc hién phot hg’p thye duge thanh
: j hién
‘ T6 chirc in van bang, chimg chi theo B¢ phan in van ‘
5 In van bang, | dung quyét dinh va danh sach bine. chan Phona Dao tao Van bang, | 05-10
ching chi. | HSSV/ HV duoc cong nhan két qua g’h" g g : ching chi ngay
t6t nghiép. ot
Kiém tra van bang, chimg chi di in
s0 v6i Qb va danh sach HSSV/ HV
dqu cong nhar‘l két qua to.t nghiép: A 7 ‘ B¢ phan in vin o
6 Kidm tra. - Néu dung thi chuyén giao cho bo | Truong phong bing ching Vin bang, 02 ngay
phéan van thu thugc phong TC-HC dé Dbao tao o chung chi
in R - chi
thuc hién ti€p budc 7,
- Néu sai thi chuyén vé budc 2 dé
lam thu tuc in lai.
Kiém tra van bang, ching chi da in
so voi QD va danh sach HSSV/ HV
duoc cong nhan két qua tot nghiép: ‘
. ;x| - Néu dtng thi dong dau ndi trén X \ . Van bang, | 02-07
7 | Pong dau ndi. hinh va trinh Hiéu trudng, chuyén Phong TC-HC | Phong Dao tao chung chi ngay
1én budc 8;
- Néu sai thi chuyén vé budc 6 dé
lam thu tuc in lai.
Xem xét, ky duyét van bang, ching ‘
, A chi theco QD va danh sach HSSV/ A \ \ Van bang, | 02-07
8 Ky duyet HV dugc cong nhan két qua bt Hiu truong | Phong TC-HC chung chi ngay
nghiép.
, .. | Tiép nhéan, dong dau dé vao van \ Vin bang, s
9 | Dong dau do. bang, ching chi di duwoc Hiéu Phong TC-HC chung chi 02 ngay
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B9

Bo han/ngudi | Két qua dat Han X p
TT | Ténbuwéc Noi dung cong viéc phan/Nguoi pRanng q : hoan Biéu mau/ho so
A phoi hgp thuc dugc .
thuc hién A thanh
: j hién
truong ky duyét.
Vaq SO/, In;SO - In s cap van bang, ching chi tét | - Phong Dao ) Yan ba}l.lg’
quan 1y cap . x o _ chirng chi;
s nghiép theo mau quy dinh; tao; I X
10 phat van . A \ . . . - SO cap van | 01 ngay
bing, chimg | - Trl\nh Hiéu truong ky; - Hle;\u truong; bing, chimg
S - Phong TC-HC dong dau. - Phong TC- o
chi. chi.
HC.
1. Bv bang CD-TC: T6 chuc phat
van bang theo ké hoach I¢€ tot nghiép
cua Nha truong: ’
- HSSV xuat trinh CCCD hodc gidy
to tuy than (hop 1¢), néu nhan thay
thi phai c6 thém gidy uy quyén co
Xac nhAan cua q;.a phuong }1030 cc - Phong Dio
guan cong tac kem CCCD cua nguoi t20°
3 duoc uy quyén; o _ Cac phong/
1q | Phdtbang, | o i phat bang kiém tra CCCD |~ TOV:  khoa  thude 2 ngay
ching chi S ~ . .4 ., |- Céan b0 gido .
hodc gidy to tuy than va giay uy truong

quyén (néu c6) dam bao hop I¢;

- Cép bang cho HSSV dam bao dung
ddi tuong;

- HSSV kiém tra thong tin va ky vao
sO cap bang, chimg chi.

2. Bv ching chi so cdp, ching chi
dao tao:

- Can b0 gido vu thudc trung tdm

vu thudc trung
tam.
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B9

Bo han/nguoi | Két qua dat Han 2 x A
TT | Ténbwéc Noi dung cong viéc phan/Nguoi EA h g h dq : hoan Biéu mau/ho so
thuc hién phot higéll)l thye woe thanh
kiém tra thong tin ngudi hoc va so
lugng ching chi theo ding danh
sach nguoi hoc trong QD.
- Can b0 gido vu thudc trung tam dai
dién nguo1 hoc nhan chimg chi va ky
nhan vao s6 cip phat ching chi.
- Quan 1y, luu trit s6 cip phat vin
bang, chung chi con lai theo dung - Van bing
quy dinh, dam bao an toan, tranh bi hi hi-
Quan ly, luu | that lac hoac hu hong. R . chuns ent
12 2 " Lo 7% . . | Phong Dao tao - SO cap van
triv - Tiép tuc cap van bang, ching chi bing, chimg
con lai cho nhiitng HSSV chua dén chi ’

nhan trong 1& phat bang theo dung
quy dinh tai budc 11.
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5. Cac cong cu/biéu miu/hwéng din

STT

Tén cong cu/biéu mau/hwéng din

Ma hoa

bé xuat cap phoi

BM/QT10/P.DT/01
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BM/QT10/P.PT/01

TRUONG CAO PANG KY THUAT  CONG HOA XA HOI CHU NGHIA VIET NAM

CONG NGHE NHA TRANG Poc lap — Tu do — Hanh phic
PHONG PAO TAO
Khanh Hoa, ngay thang  nam 20.....
GIAY DE XUAT

Cip phdi bang/chirng chi
Kinh gwri: Trwéong phong Dao tao

Can cr Quyét dinh sO ....... /QD-CDKTCN, ngdy ..../.../20... cia Hiéu truong
Truong Cao ding Ky  thuat Coéng  nghé Nha  Trang ve  viéc

T6i kinh d& nghi Truéng phong Do tao _duyét cap phéi bang/chung chi dé in va cap

ChO e da tot nghiép theo quyét dinh trén, cy thé nhu sau:
Loai van £ Don vi o
TT Noi dung bing, chimg | >0 ) Ghi chd
éhi lwgng tinh

Kinh d& nghi Trudng phong quan tim giai quyét.

PHONG PAO TAO NGUOI VIET PE XUAT
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