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M3 hoa:
QT28/P.KH-DT/VB-CC
Ban hanh lan: 01
Ngay: 01/01/2022

QUY TRINH

CAP VAN BANG, CHUNG CHI
CHO NGUOI HQC

THEO DOI TINH TRANG SUA POI

Ngay, thang, nim Trang/Phan lién Mo ta ndi dung Lan ban hanh/
quan viéc sita doi thay doi Sira doi




1. Muc dich

Quy trinh nay quy dinh viéc théng nhét cach thirc, phuong phép in in, cAp phat va
quan ly van bang, chiing chi t6t nghiép, dam bao thudn loi, khoa hoc va dung phap luat.

2. Pham vi va ddi twong 4p dung

2.1. Pham vi dp dung: Quy trinh nay dp dung khi in 4n, cAp phat va quéan ly van
bang, chimg chi tot nghiép ctia Truong Trung chp nghé Co khi xay dung. ‘

2.2. Péi twong dp dung
Quy trinh nay ap dung d6i véi hoc sinh hé trung chp va so cAp dugc cong nhan t6t
nghiép tai Truong Trung cap nghé Co khi x4y dung.
3. Cac cin cir phap ly va tai liéu tham chiéu
- Quyét dinh sé: 11/QD-TTCN ngay 04/01/2021 cia Hiéu trudng truong Trung

cép nghé Co khi xay dung V& viéc Ban hanh Quy ché dao tao theo nién ché, kiém tra, thi,
xét cong nhan t&t nghiép trinh do trung cAp cta Truong Trung cap nghé Co khi xiy dung.

- Quyét dinh sé: 12/QD-TTCN ngay 04/01/2021 cia Hiéu tru:ong truong Trung
chp nghé Co khi xdy dung V& viéc Ban hanh Quy ché in, quan ly, cép phat bing tbt
nghiép trung chp, chting chi so chp cta Trudng Trung cép nghé Co khi xay dung.

4. Pinh nghia va tir viét tit
4.1. Dinh nghia: (Khong cé dinh nghia).
4.2. Tiv viét tit:

STT Tur viét tit Y nghia
1 CMTND/CCCD Chting minh thu nhan dén/ Can cudce cong dén
2 GV Giao vién
3 HS Hoc sinh
4 |PKH-DT Phong Ké hoach - Bao tao
5 |P.TH Phong Tong hop
6 |VB,CC Vin bang, ching chi
7 |Qb Quyét dinh

5. Lwu dd (Xem trang 4, trang 5)
6. Pic ta (Xem trang 6)




7. Cac bieu mauw/hwéng dan

TT Tén biéu miu/hwéong din Ma hoa
1 | D& nghi xudt phéi van bang, ching chi BM/QT28/P.KH-DT/01
2 | Bién ban ban giao phoi van bang, chimg chi BM/QT28/P.KH-DT/02
3 | Bién ban ban giao van bang, chimg chi tién hanh | BM/QT28/P.KH-DT/03
dong du
4 | Bién ban ban giao vén bing, chimng chi da déng dau | BM/QT28/P.KH-DT/04
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PAC TA

Buée 1: P.KH-PT tiép nhan Quyét dinh cong nhan tét nghiép da dugc Hidu
trudng ky duyét.

Buére 2: Chudn bi phdi: Bo phan quan ly viée in VB, CC lap dé xuét cip phdi VB,
CC; bd phan quan ly phdi VB, CC lam thi tuc cip phoi theo d& xuit; trong d6 x4c dinh 16
khbi luong, thé loai van bﬁng, ching chi, ly do cép. .. dé trinh Trudng phong K& hoach —
Dao tao phé duyét.

Buéce 3: P.KH-DT t6 chire in VB, CC theo danh sach hoc sinh da duoc cong nhan
t6t nghiép.

Buwdée 4: Hidu trudng ky duyét VB, CC theo QP va danh sach HS t&t nghiép.

Bwée 5: P.TH tiép nhan VB,CC d3 in, thuc hién déng dAu vao VB, CC da duoc
Hiéu trudng ky duyét theo ding quy dinh.

Buéc 6: PXH-DT ghi vao sb cdp VB, CC, sd quan ly HS theo miu quy dinh,
khong tdy x6a trong sd.

Bude 7: TH chire thuc hién viée phat VB, CC tbt nghiép theo duing quy dinh.

- Hoc sinh xuét trinh CMTND/CCCD hoic gidy to tiy than (hop 18), néu nhan
thay thi phai c6 thém gidy Gy quyén c6 x4c nhén cta chinh quyén dia phuong hoic co
quan cong tac.

- Cép VB, CC cho HS dam bao dung dbi tugng.

- HS sau khi nhan VB, CC kiém tra lai thong tin va ky nhan vao sb cép VB, CC.

Buwdée 8: Quan 1y, luu trit sb clp va VB, CC con lai theo diing quy dinh, dam bao
an toan, tranh that lac, hu hong. Tiép tuc cép VB, CC con lai cho nhitng HS chua dén
nhén theo dung quy dinh.
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