BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH TAI CHINH-MARKETING Poc 1ap — Tw do — Hanh phiic

Tp. Ho Chi Minh, ngay 30 thang 10 ndam 2018

QUY TRINH
Quidn Iy in Gn, lwu triv phoi va cdp phdt vin bang chirng chi
. Muc dich:
Pam bao cho cong tac quan 1y viée in n, luwu trit phoi vin bang, chung chi, viée cap
phat van béng dugc thuc hién mét cach chinh xac, an toan, bao mat va chat ché.
. Pham vi ap dung:
Phong Khao thi — QLCL, Phong Thanh tra gido duc, cac don vi quan ly dao tao tai
Truong Pai hoc Tai chinh — Marketing
. Cin cit phap 1y (néu c6):

- Quyét dinh s6 378/QP-TTg ngay 23/03/2015 cta Thi tuéng Chinh pha vé viéc
phé duyét dé 4n thi diém ddi méi co ché hoat dong cua Truong Pai hoc Tai chinh
- Marketing giai doan 2015 — 2017,

- Nghi quyét 117/NQ-CP ngay 09/11/2017 vé két qua thuc hién Nghi Quyét sb
77/NQ-CP ngay 24 thang 10 nim 2014 ctia Chinh pht vé thi diém ddi méi co ché
hoat dong ddi véi cac co s& giao duc dai hoc cong lap giai doan 2014-2017,

- Cong van sb 7238/BTC-KHTC ngay 19/06/2018 vé phuong an tu chu tai chinh
cua Truong Pai hoc Tai chinh — Marketing;

- Théng tu s6 19/2015/TT-BGDPT ngay 08 thang 9 nam 2015 cta B6 Gido duc va
Pao tao ban hanh Quy ché quan 1y bang tét nghiép trung hoc co sd, bang tot
nghiép trung hoc phd théng, vin bang gido duc dai hoc va ching chi ciia hé thong
giao duc quéc dan;

- Quyét dinh 798/QD-PHTCM, ngay 15/05/2018 vé viéc ban hanh Quy ché quan 1y
vin bang, chtng chi ctia Truong Pai hoc Tai chinh — Marketing.

. Quy trinh:



4.1. Luwu db quy trinh:
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bé xuat in phdi van bang, ching chi

Gidm sat in phoi, Kiém tra
phoi van bang, chirng chi

Tiép nhan, luu trir phdi vin bang, ching chi

Kiém tra luu trit

Tiép nhan Quyét dinh cong nhén t6t nghiép, Quyét
dinh cap chung chi

Kiém tra phoi

Tien hanh in van bang, ching chi

Kiém tra van bang, chiing
chi

Giao vin bang, chimg chi cho cac don vi quan 1y ddo tao

Cap nhat ho so luu trit va thong tin
van bang chiing chi 1én cong thong tin
dién tu




4.2. MG ta chi tiét quy trinh:
Budéc Trinh ty thue hién Trach nhiém
Vao dau hoc ky Pau cia nim hoc, Phong Khao thi —
QLCL can cir tinh hinh s lugng phéi van bang, ching Phong Khao thi — QLCL,
chi con luu trit tién hanh 1am d& xudt in phoi dy tri sir Phong K¢ hoach tai chinh,
1 dung trong nam trinh Ban Giam hiéu duyét. Phong Quan trj thiét bi,
. ) Don vi in 4n
Phoi hop voi Phong Ké hoach tai chinh, Phong Quan tri
thiét bi lién hé Pon vi in 4n dé chdt sb luong, mau vin
bang thong qua vin ban va file mém.
Phong Khao thi — QLCL, Phong Thanh tra gido duc phdi
hop v6i don vi in 4n dé giam sat qua trinh trién khai in 4n. Phong Khao thi — QLCL
2 ) ) Phong Thanh tra gido duc
Sau khi hoan tat viéc in tién hanh 1ap bién ban hiy ban L
. Don vi in an.
k&m cua phoi van bang, chung chi.
Chuyén vién phu trich quan 1y phoi bang ctia Phong Khao | Phong Khao thi — QLCL
thi — QLCL tiép nhén, kiém tra mau phoi, ) luong phoéi | Pon vi in an.
bang, chtng chi cin cir dé xuat cta phong tir don vi in an.
3
Pong thoi 1ap hd so luu va tién hanh lwu trir phodi vin
bang chimg chi trong két sit hodc noi an toan c6 khoa bao
mat.
Lanh dao Phong Khéo thi — QLCL, Phong Thanh tra gido | Phong Khao thi — QLCL
4 | duc kiém tra diéu kién luu trit phoi vin bang ching chi tai | Phong Thanh tra gido duc
Phong Khao thi — QLCL.
Céc don vi quan 1y dao tao cong bo danh sach va thong Phong Khao thi — QLCL
tin ctia ngudi hoc duoc cip van bang chimg chi trén cong Cac don vi quan 1y ddo tao
S thong tin dong thoi cho tién hanh cho diéu chinh nhiing Phong Cong tac sinh vién

thong tin chua chinh xac trong 7 ngay ké tir ngay cong bé.

Sau khi cong bd va cho diéu chinh trong 7 ngay, cac don

vi quan 1y dao tao phdi hgp Phong Cong téc sinh vién tién

3




hanh hoan thién thong tin sinh vién trén hé thong phan
mém quan 1y dao tao UIS. Pong thoi 1ap ké hoach cap
bang va chimg chi, kém theo quyét dinh t6t nghiép hoic
quyét dinh cip chimg chi bang file van ban va file dir liéu

vé Phong Khao thi — QLCL ngay trong ngay.

Phong Khao thi — QLCL can cua ké hoach va dit liéu do
cac don vi quan 1y ddo tao cung cép dé kiém tra s6 luong,
tinh trang phoi vin bang va trang thiét bi phuc vu in 4n

van bang chiing chi.

Phong Khao thi — QLCL

Céc don vi quan ly dao tao

Phong Khao thi — QLCL céan ctr vao thong tin dugc céc
don vi quan 1y dao tao cung cép dé in vin bang, ching

chi.

Sau khi hoan tit qué trinh in van bang chung chi, Phong
Khao thi — QLCL chuyén vin bang chtng chi dén Phong
T chac - Hanh chinh trinh nguoi ¢ trach nhiém ky va
dong dau.

Tat ca cac phdi van bang, ching chi in bi 151 déu phai lap
bién ban huy theo quy dinh.

Thoi gian in vin bang ching chi khong qua 7 ngay lam
viéc ké tir khi nhan duoc ké hoach cip vin bang, chimg
chi.

Phong Khao thi — QLCL
Phong T6 chuc - Hanh
chinh

Phong Thanh tra gido duc kiém tra, giam sat thong tin, s6
luong vin bang, chimg chi Phong Khao thi — QLCL d4 in.
Thoi gian kiém tra vin bang chimg chi khong qua 3 ngay

lam viéc ké tir khi nhan dwgc van bang, ching chi tir
Phong Khao thi - QLCL.

Phong Thanh tra gido duc

Phong Khao thi — QLCL lap hd so luu va bién ban dé ban

giao van bang, ching chi cho cac don vi quan ly dao tao,

Phong Khao thi — QLCL
Phong Thanh tra gido duc

Céc don vi quan ly dao tao




cO su giam sat cua Phong Thanh tra gido duc.

Céc don vi quan 1y dao tao 1ap hd so cip phat van bang,
chimg chi theo quy dinh khi tién hanh lam thi tuc cip
phat van bang ching chi.

10

Chuyén vién phu trach ctia Phong Khao thi — QLCL tap
hop ho so luu trit bao gdm: dé xuét in phoi, ké hoach cap
phat vin bang ching chi, quyét dinh cong nhén tét nghiép
hodc quyét dinh cap chung chi ciing véi cac van ban lién
quan thanh bo hd so cip van bang chimg chi theo timg dot
trong nam.

Phong Khéao thi — QLCL cap nhat dir lieu vé vin bé“mg
ching chi trong dot 1én cong thong tin dién tor cua

Truong.

Phong Khao thi — QLCL

5. Biéu miu kém theo Quy trinh

- Bi€umau 1: Bién ban ban giao phoi van bang, chirng chi

- Bi€u mau 2: Bién ban ban giao van bang

Truwdéng don vi soan thiao

Pham Thé Vinh

(ba ky)

Hiéu trwéng phé duyét

(ba ky)

Hoang Durc Long




Bién ban ban giao phéi chirng chi

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

BIEN BAN
BAN GIAO PHOI CHUNG CHI
Vao hoi.......gio...... phut, ngay......... thang....... nam....... I ¥ | TSRS

1. Bén giao: Ong/ba:...............ccooeiiiiiiiiiii
2. Bénnhan: Ong/ba: ............coooiiiiiiiiiii
3. Giam sat: Ong/ba: ...
D3 tién hanh kiém tra va giao nhan phoi bang, chimg chi tét nghiép, cu thé:

TT Tén Phdi bang, chimg chi S6 lwong Tirso seri | Dén so seri Ghi cha

1 Chtng chi Gido duc Qudc

phong — An ninh

Cong

Toan b s6 phoi bang, ching chi trén khong bi rach, nhau nat, am udt va ban.

Ong/ba .....cocoviviiiinen. da kiém tra, nhan da s6 phdi bang, ching chi noi trén
va ky nhén vao bién ban va s6 giao nhan.

Bién ban duoc in thanh 03 ban c6 gia tri nhu nhau va mdi bén giit 01 ban.

Viéc ban giao két thuc vao hdi ...... gid........phlt cing ngay.

BEN GIAO BEN NHAN GIAM SAT




Bién ban ban giao vian bang

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phuc
BIEN BAN
BAN GIAO BANG TOT NGHIEP

Vao hdi.......gio...... phut, ngay......... thang....... nam ....... , Tai Phong Khao thi - QLCL
truong Pai hoc Tai chinh — Marketing, ching t6i gom:

2.Bénnhan: Ong/ba: ...
3. Giam sat: Ong/ba: ..................oooi i,
D3 tién hanh kiém tra va ban giao bang, ching chi tot nghiép, cu thé nhu sau:

S6 bang ban giao
TT | HE, Nganh dao tao Khoa Xudt Gioi | Kng TB Wrung Téng
sic khd |binh | s0

Ghi
cha

1 | Cao dang chinh quy
nganh

2 | Pai hoc chinh quy

nganh
3
Cong
Toan bo s bang, ching chi trén c6 ndi dung ding voi cac ndi dung tai Quyét dinh
cong nhan va cép bang tt nghiép sd .......... ngay ...... /...../20.... cia Hiéu truéng
treong Pai hoc Tai chinh — Marketing.

Ong/ba ..o, da ki€ém tra, nhan du s6 bang, chiing chi néi trén va
ky nhan vao so ban giao va bién ban ban giao.
Bién ban dugc in thanh 03 ban c6 gia tri nhu nhau va mdi bén giir 01 ban.

Viéc ban giao két thuc vao hi ...... gio........ phut cung ngay.

BEN GIAO BEN NHAN GIAM SAT




