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Quy trinh: QUAN LY PHOL IN VA CAP PHAT VAN BANG CHUNG CHI Trang 2
I. MUC PiCH VA PHAM VI AP DUNG

1. Muc dich:

- Quy trinh nay quy dinh thdng nhit viéc quan 1y va cap phat van bang cho sinh vién du tiéu
chuan tot nghiép ra truong theo ding quy ché hién hanh.

- Noi dung cua quy trinh cip phét va quan 1y vin bang bao gdm: Quan ly phdi, qué trinh in,
cap phat van bang chung chi theo dung quy dinh hién hanh.

2. Pham vi ap dung: Quy trinh nay ap dung cho Phong Quan ly dao tao — NCKH — HTQT.
I1. PINH NGHIA VA TU VIET TAT

1. Dinh nghia: Cap phat van bang, chirng chi 1a viéc cap bang, chiing chi cho ngudi hoc sau
khi da dugc cong nhan tot nghiép khoa hoc dao tao.

2. Tirviét tit:

BGH: Ban Giam hiéu P. TCHC: Phong Té chuc, hanh chinh
HT: Hiéu truong VBCC: Vin bang, chimg chi

P. BT: Phong Quan ly dao tao — HSSV: Hoc sinh, sinh vién

NCKH - HTQT

CTBT: Chuong trinh dao tao
I11. LUU PO (Xem trang 3)

IV. PAC TA (Xem trang 4,5,6)

V. CAC BIEU MAU/ HUONG DAN KEM THEO

STT | Tén biéu miu/ huéng din Ma& héa

1. | Gidy dé nghi mua phéi VBCC P.DT/BMVBCC.01
2. | Giy dat mua phoi VBCC P.DT/BMVBCC.02
3. | File mém s6 theo ddi sb lugng phdi dit mua P.DT/BMVBCC.03
4. | File mém danh sach HSSV cdng nhan tét nghiép P.DT/BMVBCC.04
5. | File mém xu ly dit liéu tron in P.DT/BMVBCC.05
6. | File mém mau phdi tron in P.DT/BMVBCC.06
7. | So6 gbe cap phat VBCC P.DT/BMVBCC.07
e Jaad b e YOS oM VRCE | pprmuvaceos
9. Bién ban hay phoi VBCC in sai, in hong P.BT/BMVBCC.09
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Quy trinh: QUAN LY PHOL IN VA CAP PHAT VAN BANG CHUNG CHI

Trang 3

QUY TRINH QUAN LY PHOI, IN VA CAP PHAT VAN BANG, CHUNG CHI

Chudn bi

Thuc hién

Ky WBCC

P& nghi mua
phéi VECC

- _‘* - M hén guyét dinh
Lap gisy datmus céng nhan tét
F‘hD'j""'B':': nghiép dcdot kém
theo danh sach
H55 va file m&m
danh sach HISY
¥
Mhin phéi VBCC ‘L
| X1y dirliguvain |
WBCC
h

C3p nhit s6 lrong
phéi VBCC vao s&
theo d&i (file mé&m)

> Lap =& gbc Sp phat
WBLCC

Wao sb gquan Iy
sb luong cSp

> phat VBCC; phoi |

insai, héng (néuw
co) trén file
mém.

¥

Thuc hién cac
thil tuc hiry phii|
WBCC in sai,
héng (néuco)

CSp phat

Mhan VBCC 43
dongdiu

Bongdiu




Quy trinh: QUAN LY PHOL, IN VA CAP PHAT VAN BANG CHUNG CHi Trang 4
PAC TA QUAN LY PHOL, IN VA CAP PHAT VAN BANG CHUNG CHI
A A <o B) phan/don | BY phan/BV | . Han hoan Biéu
STT Tén budc cong viée bac ta vi thue hién | phéi hop Ket qua dat dwge] o o miu
-Can cu Véo,ké hpach dao tao hang Giky dé nghi Trudce 02
A . n nam, lap giay d¢ nghi mua phoi ~. - [thang cac khoa P.BT/BMV
1 |Bénghi mua phoi VBCC | 5 (34 lwong phoi VBCC: Cao | FPT muaphoi e hiep | BCC.01
2 Z VBCC X -
dang, Trung cap) hang nam
Giay dé nghi
A Hiéu truong hodc BGH kiém tra, phé mua phoi
2 |Phe duyet duyét d& xuét mua phoi VBCC HT/BGH VBCC duoc
phé duyét
Lap gidy dat mua phoi VBCC theo
T ~. | sb lwong trong gidy dé nghi mua phdi Gidy dat mua
3 \I/‘é%cg'ay dat mua  phoi VBCC, giri file mém qua mang cho P.DT phdi bang P'BDCT:(/:BCI)VZ[V
Congty TNHH In - Thuong mai Lao chung chi '
dong xa hoi
Nhan ph6i VBCC do Cong ty TNHH
) i T Lo dang ol
4 |Nhan ph6i VBCC z : Aeopy P.DT Vi SO luong
luong, chat lugng phdi bang theo 44t mua
dang mau phéi bang da dugc nha 4
truong phé duyét
Cap nhat sb luong phéi | Can b nhan phoi bing cap nhat sé File mem s
N N N e . theo ddi so P.DT/BMV
5 |VBCC dat mua vao so6 theo | luong vao so theo doi in phéi VBCC P.DT Ar o
lwong phoi dat BCC.03

doi trén file mém

trén file mém.

mua




Quy trinh: QUAN LY PHOL IN VA CAP PHAT VAN BANG CHUNG CHI Trang 5
- Nhan quyét dinh cong nhan tét Quyét dinh
Nhan quyét dinh cong nhan nr?hlf;p kém danh sach HSSV tir van CO}Ill.gA nh@’m (tiot
t6t nghiép céc dot kém theo | T \ , nghicp cac dot P.DT/BMV
6 ; i g - Nhan file mém danh sdch HSSV tot P.BDT kém theo danh '
danh sach HSSV va file . N BCC.04
A , nghiép theo Quyét dinh cdng nhan sach HSSV va
mém danh sach HSSV p
tot nghiép tir can bo phu trach phan file mém danh
mém dao tao. sach HSSV
- Tao, Xt ly file dix liéu theo mau co - File dix liéu da Tir 03 dén
san d¢ tron thu vao file word chua xu ly. N 10 naa P.DT/BMV
mau in VBCC theo doi tuong, - Form mau in (td %a% 56 BCC.05
7 Xt ly dix liéu va in VBCC | nganh, kiém tra c&c truong thong tin P.BT VBCC theo doi |u’0)’/1’1 P.DT/BMV
duoc in trén phoi VBCC tuong, nganh HéS\g/ & BCC.06
- In VBCC theo file dix liéu da duoc - VBCC da in nghicp)
xir Iy day du thong tin | "9P
Hi¢u truong ky VBCC da dugc in ~
8 | KyVBCC dAy i thong tin va sip xép theo déi | Hicutruong | P.BT I\(/,BCC da dugc
y
tuong.
9 | Pong ddu VBCC da duge Hiéu truomg Ky | p ropye POT VBCC da dugc
chuyén cho van thu dong dau. dong dau
< , £ VBCC da duoc
10 | Nhan VBCC da dong ddu | 2C¢ duoc Van thu dong dau duge POT PTCHC | déng diu theo
sap x&p theo doi tuong. p Z.
ung doi tugng
Trong vong
30 ngay ké
VBCC dugc cap phat theo ké hoach S6 gbc cap phat | tir khi
L, riéng (néu cd) hoac cip phét cac VBCC da c6 | nguoi hoc
11| Cap phat VBCC ngay trong tuan (tir thr 2 dén thar 6 P.BT chit  ky cua | thiketthic
trong gio hanh chinh) ngudi nhan mon hoc,
module
Cuoi cung




Quy trinh: QUAN LY PHOL IN VA CAP PHAT VAN BANG CHUNG CHI Trang 6
- Sau khi in VBCC xong, lap s6 gbc
cap phat VBCC theo phu luc 3 (ban
AR A a hanh kém theo Quyét dinh sb S6 gbe cap phat P.DT/BMV
12 | Lapsogoccapphat VBCC | 351 0n coYT ngay 1s/12/2021) | PT VBCC BCC.07
cua Hiéu truong truong Cao dang Y
té Thai Binh
7 ’ , File mém so
Vao s0 quan ly so lugng | - Sau khi in VBCC xong, cap nhat so quan 1y  so
13 cap phat VBCC; phdi in sai, | quan ly so luong cap phat VBCC, PDT lwgng cap phat P.DT/BMV
hong (n€u co6) trén file | phoiin sai, in hong (neu co) trén file ' VBCC, phdi in BCC.08
mém. mém. Sai’, in  hong
(néu co)
Thuc hién cac thu tuc huy | - puéi thang 12 hang nam, thong ké Bién ban huy P DT/BMV
14 |phdi VBCC in sai, hong | so lugng phoi in sai, in hong (néu P.DT phoi, VBCC in 'BCC 09
(n€u co) €0). Lam tha tuc huy phdi VBCC. sai, in hong '

Céc van ban lién quan (Cap truong, cap quan 1y):

- Thong tu 24/2020/TT-BLDTBXH ngay 30/12/2020 cia Bo LDTB&XH sira doi, bo sung mot s6 diéu cia Thong tw s6 10/2017/TT-BLDTBXH ngdy 13 thang
3 nam 2017 cua B¢ truong Bo Lao dong - Thuong binh va Xa hoi quy dinh vé mau bang tét nghiép trung cap, cao dang; in, quan ly, cip phat, thu hoi, hay bo
bang tét nghiép trung cap, cao dang.
- Van ban hop nhét 2513/VBHN-BLDTBXH ngay 03/8/2021 cua B LDTB&XH quy dinh vé mau bang tét nghiép trung cap, cao dang; in, quan ly, cap phat,
thu hoi, hay bo bang tt nghiép trung cap, cao dang.

- Quyét dinh s6 351/QD-CPYT ngay 15/12/2021 cua Hiéu truéng truong Cao dang Y té Thai Binh quy dinh Vé mau bang tét nghiép trung cip, cao dang; in,
quan ly, cap phat, thu hdi, hity bo bang tt nghiép trung cap, cao dang.



Quy trinh: QUAN LY PHOL IN VA CAP PHAT VAN BANG CHUNG CHI

7 o P.DT/BMVBCC.01
UBND TINH THAI BINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG Y TE Péoc lap — Tw do — Hanh phc

Théi Binh, ngay thang nam

GIAY PE NGHI

Kinh gti: Ban Giam Hiéu Trudng Cao dang Y té Thai Binh

Tén t6i la:

B phan:

S6 lugng phoi bang Cao dang:  Céi
S6 luong phoi bang Trung cap:  céi
Kinh d& nghi Ban Giam hiéu nha truong phé duyét cho thuc hién./.

Ban Giam hi¢u Trwéong phong  Trwéng phong QLDT Ngudi dé nghi
TCHC



Quy trinh: QUAN LY PHOL IN VA CAP PHAT VAN BANG CHUNG CHI

CONG HOA XA HQI CHU NGHIA VIET NAM

Déc 1ap - Tu do - Hanh phic

GIAY PAT MUA

PHOI BANG TOT NGHIEP
Kinh giri: Cong ty TNHH In - Thwong mai Lao dong xa hoi

Tén don vi dit mua: Trudng Cao dang Y té Thai Binh
Tén nguoi dugc giao nhan tai lidu: Di dong:
bién thoai co quan: 02273.844.966

Dia chi xuit hoa don : 290 Phan Ba Vanh, P. Quang Trung, TP. Thai Binh, tinh Thai Binh

P.DT/BMVBCC.02

Dia chi nhan tai liéu: 290 Phan B4 Vanh, P. Quang Trung, TP. Thai Binh, tinh Thai Binh

M3 s6 thué; 1000359841

Yéu chu gui chimg tir:[ | Phiu xuét kho[ |Hod don tai chinh[_|Hop déng [ | Bién ban

nghiém thu
TT Tén sin pham SL bVT D_o:n Thgnh
gla tien
A. Phéi Bang tot nghiép Trung cap, Cao ding
theo TT10/2017/TT-BLDTBXH va bo sung
TT24/2020/TT-BLDTBXH
1 Phoi Bang tot nghiép Trung cap (khd 19x27cm) Cai
2 Phoi Bang tét nghiép Cao dang (kho 19x27cm) Cai
TONG
Béng chi:
) Thai Binh, ngay thang  nam
NGUOI LAP KE HOACH PAT MUA PAI DIEN PON VI

(Ky tén, déng dau)




Quy trinh: QUAN LY PHOL IN VA CAP PHAT VAN BANG CHUNG CHI

P.DT/BMVBCC.03
UBND TINH THAI BINH CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CAO PANG Y TE Péc 1ap - Tw do - Hanh phic

BANG TONG HQP SO LUQONG PHOI BANG TOT NGHIEP PA MUA

Phéi vin bing di mua
. A g Pon 2
TT Trinh do dao tao Vi Niim Tong
' | Nim.... | Nam... | Nam... | " | Nam
1 | Cao ding Chiéc
2 | Trung cép Chiéc
Téng 50

NGUOI LAP BIEU




Quy trinh: QUAN LY PHOIL, IN VA CAP PHAT VAN BANG CHUNG CHI

P.DT/BMVBCC.07

UBND TINH THAI BINH
TRUONG CAO PANG Y TE

SO GOC CAP BANG TOT NGHIEP TRUNG CAP/CAO PANG VA BANG

DPIEM HQC TAP
’ ’ ’ Déi tuong: ............ 7 ’
So Quyét dinh tot nghiép: .......... /OBb-CDYT cua Hiéu truong truong Cao dang Y té Thai
Binh ngay ..... thang ..... nam ...
Hinh thtrc dao tao: ........ Nganh/nghé dao tao: ........
Khoa hoc: Chuyén nganh: .......
Nam tbt nghiép:
S0 .
X X Nguoi
Ngay Qué o, | S0 |G| nban
ST| Ho ., thang | Gigi | Dén Qué < hiéu 2 bang | Ghi
. ten - . N c . tot 3 g0c , ,
T | va nam | tinh | toc | .. quan .. | bang | =~ | TNKy | chu
. tich nghi¢ cap -
sinh TN 3 ghi roé
P bang ho tén
TN i

Alw || R

Thai Binh, ngay ...... thang .....nam ........
HIEU TRUONG



Quy trinh: QUAN LY PHOIL, IN VA CAP PHAT VAN BANG CHUNG CHI

W o o . _P.DT/BMVBCC.09
UBND TINH THAI BINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG Y TE Pc lap -Tw do — Hanh phc

Thai Binh, ngay  thdang nam

o BIEN BAN ]
Huy phéi bang tot nghiép trung cap, cao dang in sai, in héng

Hom nay, vao lic  ngay thang nim tai phong Dao tao trudng Cao dang Y té Thai
Binh, ching t6i gom:

1.Ong/ ba.vvoooe
2.0Ng/bA: ..o

Tién hanh l1am céac tha tuc huy phéi bang tét nghiép trung cap, cao dang do in sai, in hong

theo théng ké sau:
STT N9i dung Sb legng Ghi chu
1 | Phoi bang tét nghiép Cao dang

2 | Phéi bang tét nghiép Trung cap

Tat ca cac phoi bang tot nghiép trung cap, cao dang in sai, in hong di dugc cat goc va hay bo
theo quy dinh. ( chiéc)
Cong viéc huy phdi két thic vao hoi  ngay  thang  nam

CHU KY CUA CAC THANH VIEN XAC NHAN CUA LANH PAO PON VI
HIEU TRUONG



