BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HQC MO Poc 1ap - Tw do - Hanh phiic
THANH IEIO HO CHI MINH
$6:315%/Qb-DHM Thémh phd H6 Chi Minh, ngay 06thdng A2 ndm 2024
QUYET PINH

Ban hanh Quy dinh vé cung cap phoi van !):‘Ymg, chirng chi
tai Truwong Pai hoe Mé Thanh pho Ho Chi Minh

HIEU TRUGNG TRUONG PAI HQC MO THANH PHO HO CHI MINH

Céin cir Quyét dinh sé 389/0P-TTg, ngay 26/7/1993 ciia Thit twémg Chinh phi, vé
viéc thanh Idp Pai hoc M¢ Ban cong Thanh pho Ho Chi Minh;

Can cu Quyét dinh s6 146/2006/0P-TTg, ngay 22/06/2006 cia Thi twéng Chinh
phil vé viéc chuyén sang loqi hinh truong dai hoc cdng Idp vdi tén goi la Truong Dai hoc
M¢ Thanh phé Ho Chi Minh;

Cdn cir Ludt Gido duc dai hoc ndm 2012 va Ludt sua dsi, bé sung mot s6 diéu cia
Ludt Gido duc dai hoc nam 2018;

Can cit Nghi dinh s6 99/2019/ND-CP ngdy 30 thdng 12 ndm 2019 cia Chinh phil
quy dinh chi tiét va hieéng dan thi hanh mét s6 diéu ciia Ludt sira doi, b6 sung mot s6 diéu
ctia Ludt Gido duc dai hoc;

Can cit Thong tw s6 21/2019/TT-BGDDT ngay 29/11/2019 cia Bé Gido duc va Dao
tao ban hanh Quy ché quan Iy bang tot nghiép trung hoc co s6, bang tot nghiép trung hoc
phé théng, bang tét nghiép trung cdp sw pham, bing tét nghiép cao ddng su pham, vin
bdng gido duc dai hoc va chimg chi ctia hé théng gido duc quéc dan;

Can cir Théng tw s6 27/2019/TT-BGDBT ngay 30/12/2019 ciia B Gido dyc va Dao
tao ban hamh Quy dinh ndi dung chinh ghi trén vin bang va phu luc vén bdng gido duc dai
hoc;

Theo dé nghi ciia Trweomg phong Hanh chinh — Qudn tri.
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé cung cép phdi van bing va
chimg chi tai Truong Pai hoc M& Thanh phé Hb Chi Minh.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky ban hanh. Quyét dinh nay thay thé
cho Quyét dinh s6 1353/QD-DHM ngay 24 thdng 06 nim 2021 cta Trudng Dai hoc M&
Thanh phé Hd Chi Minh vé viéc ban hanh Quy dinh vé cung cdp phdi van bing va ching
chi tai Trudong Pai hoc M Thanh phd HS Chi Minh.

Diéu 3. Trudong Phong Hanh chinh — Quan tri, Truéng Phong Thanh tra — Phap ché,
Trudng Phong Quan 1y do tao, Gidm ddc Trung tim Ddo tao tlr xa, Trudng Khoa Do tao
sau dai hoc, Giam déc Trung tAm Dao tao truc tuyén, Giam ddc Trung tim Ngoai ngit, Tin

Noi nhan:

- Nhu Piéu 3;

- Céc Phé6 Hiéu trudng (dé chi dao);
-Luu: VT, HCQT. (3)
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BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DPAI HOC MO Doc ldp - Tw do - Hanh phuc
THANH PHO HO CHI MINH

QUY DINH

Veé viée cung cip phéi vin bang, chirng chi
tai Truwomg Pai hoc Mé Thanh pho Ho Chi Minh
(Kém theo Quyét dinh sé31 58/0D-DHM ngay 06 thang M. nam 2024
cua Hiéu truong Truong Bai hoc Mé Thanh phé Ho Chi Minh)

Pi¢u 1. Pham vi diéu chinh

Vian ban nay quy dinh vé quy trinh cung cdp va quén ly phéi vén bang,
chimg chi (sau day viét tit 1a VBCC) tai Truong Dai hoc M& Thanh phd Ho Chi
Minh (sau day goi 1a Truong) bao gdm: Pat in (ké ¢4 in phoi va dén tem chdng
gia trén ph6i), bao quan, tiéu huy, cung cap va 1ap hd so quan ly.

Diéu 2: Giai thich tir ngi

VBCC la van bang t6t nghiép trinh d6 dai hoc (g0m: bang ct nhén, bang k¥
su), bang thac si, bang tién si, chimg chi tmg dung cong nghé thdong tin co ban,
chimg chi ing dung cong nghé thong tin néng cao, chimg chi Gido duc Quéc
phong — An ninh.

Hpi dong VBCC: Do Higu truéng quyét dinh thanh lap, c6 nhidm vu tu van
gitip Hiéu trudng céc cdng viéc lién quan dén cong tac quan ly theo quy dinh nay
va cac quy dinh cd lién quan.

Diéu 3. Pit in phdi va dan tem chong gia cho VBCC

1. Hing nam, Phong Hanh chinh — Quén tri chu tri, phdi hop véi cac don Vi
c6 lién quan trinh Hiéu truéng phé duyét ké hoach dit in ph6i VBCC. Riéng dbi
v6i phdi Gido duc Qudce phong — An ninh thi Phong Hanh — Chmh quan trj dé
nghi Bé Gido duc va Dao tao cung cip theo timg dot Quyét dinh cap chimg chi
cua Truong.

2. Phong Hanh chinh — Quén trj trién khai viéc dit in phoi va dén tem chéng
gia.

3. Tem chéng gi4 1a loai tem d4n hinh tron, duoc in logo cua Trudng, chi
tiét nhu sau:

a) Hinh anh, kich thugc: 7
/




Mau tem binh thuéng

. 15.0mm

b) Tem chdng gia c6 kich thudc tron 15mm, duoc in bang cong nghé laze
trén nén gidy hologram, khéng in bang muyc. Tem duc hién mau thdng qua anh
sang.

4. Tem chéng gia dugc dén & phia mét ndi dung théng tin VBCC, dam béo
khong che hodc 1am mét cac thong tin duoc in.

Diéu 4. S6 hiéu (s6 seri) phdi VBCC

Phoi VBCC do Trudng ty chi thiét ké mau va dat in (trir phdi ching chi
Gido duc Qudc phong — An ninh), ¢6 sb hiéu (seri) trudc khi cung cap. M&i phoi
VBCC mang mot sb hiéu riéng va duy nhit. S6 hiéu ghi trén ph6i VBCC duoc
I4p lién tyc theo thi tu s6 tu nhién tir nhé dén 16n tir khi thuc hién in phoi VBCC;
dam bao phan biét duoc sé hiéu cia tung loai VBCC.

Diéu 5. Béo quan phdi VBCC

1. Co s& vat chét va trang thiét bj dé bao quan phdi VBCC

a) Khu vyc bao quan phdi VBCC 13 noi cit va luu gitt phdéi VBCC, bao
dam déap tmg dugc cac yéu cau vé& moi truong va an ninh.

b) Trang thiét bi v phuong tién bao quan phdi VBCC gdm: Ti, ban ghé,
méy diéu hoa, quat thdng gi6, thiét bj bao chay, binh ctru hod, thuée chéng 4m
mdc va céc sinh VAt gay hai.

2. B&o quan, kiém tra dinh ky viéc bao quan phéi VBCC

a) Pinh ky hing thang, kiém tra vé sinh va an ninh khu vuc bao quan phoi
VBCC.

b) Pinh ky hang quy, kiém tra chit lugng phéi, tinh trang bao quan phéi
VBCC.

¢) Pinh ky hing quy, hang nam, phun thudc diét sinh vat gy hai va bao
dudng cac phuong tién dugc trang bi dé bao quan phéi VBCC.,

Piéu 6. Hily phdi VBCC

1. Ph6i VBCC b 161 do in, bi hu héng, do ban hanh mau méi hodc vi céac ly
do khac khong con duoc sir dung thi phai bi hu}’/.‘ﬂ/
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2. Pé huy phdi VBCC phai thanh 1ap Hoi dong huy phéi. Hoi ddng huy
phdi VBCC do Phong T chirc — Nhan sy phdi hop Phong Hanh chinh — Quan tri
dé xuat, Higu trudng quyét dinh. Thanh phan Hoi ddng hity phoi VBCC bao gdm
dai dién Hoi déng VBCC, Phong Hanh chinh - Quén tri, Phong Thanh tra - Phép
ché, Phong Tai chinh — Ké to4n va nhén sy truc tiép bao quan phéi VBCC.

3. Hoi dong hily ph6i VBCC hop, xem xét va 1ap bién ban trong d6 ghi ré
thanh phan Hoi ddng, s6 lugng, sb hidu, loai phdi VBCC bj huy, 1y do huy, tinh
trang phéi trude khi bi huy, ngdy va noi hiy, trinh tu, hinh thirc hiy va két qua
hily. Bién ban hity phdi VBCC phai c6 day d chir ky ctia cac thanh vién Hoi dong
huy ph6i VBCC va dugc luu trit trong hé so quan ly phdi VBCC.

Diéu 7. Hd so dé nghi cip phdi VBCC

Hb so d& nghi cap phoi VBCC gdm co:

1. Cong van d& nghi cip phdi VBCC c6 phé duyét cia Hiéu trudng, trong
d6 néu rd: Nhu céu vé phoi; loai (tén) phdi; sb lwong phoi dé nghi cép; chi tidu
dao tao d& dugc giao va tinh hinh thuc hién chi tiéu dao tao; sd luong phoi da
dwoc cAp dot trude, sb lugng phoi da str dung dé cép cho ngudi hoc; 6 luong phoi
da str dung nhung phai huy do ghi sai noi dung; s6 lugng phéi bi hu hong, bi mAt
trong qua trinh bao quan, luu trit; s6 lvong phéi con tdn dong chua st dung da
dugc cép tir cac dot truée dén thoi diém dé nghi cAp phéi.

2. Quyét dinh cong nhén tring tuyén cta sinh vién, hoc vién, nghién ciu
sinh dugc cip vin bang;

3. Bién ban hop xét cong nhan t6t nghiép cta sinh vién, hoc vién, nghién
ctru sinh dwoc cdp vin bang;

4, Quyét dinh céng nhan tét nghiép cua sinh vién, hoc vién, nghién ciru sinh
duoc cap vin bang hodc Quyét dinh cap ching chi cho hoc vién déi véi ching chi
Ung dung cong nghé théng tin co ban, chimg chi Gng dung cdng nghé thong tin
ning cao va Chimg chi Gido duc Quéc phong - An ninh.

Diéu 8. Trinh ty tiép nhin va xir Iy hd so

~ Phong Hanh chinh — Quan tri tiép nhan, xr Iy hd so va cung cap ph6i VBCC
cu thé nhu sau:

- Kiém tra dy du céac thdng tin theo quy dinh tai Pidu 7 cia Quy dinh nay.

- Thuc hién quy trinh d&ng ky van ban dén.

- - Lap phiéu xuét kho, cép phdi VBCC.

Truong hop vin ban dé nghi chua rd rang, h6 so khéng day du theo quy
dinh, ngudi nhan hd so tré lai hd so va yéu cau don vi dé nghi cdp phdi hoan thién
hé so theo quy dinh.

“* Pidu 9. Thoi han xir 1y hd so %
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Thoi han xir 1y hd so 1a 05 (nam) ngay lam viée ké tir ngdy nhan dugc hd
so d& nghi cip phoi.

Trudng hop khéng ¢ cin cir cip phdi, phai yéu cau don vi dé nghi cap
phdi hoan chinh ho so.

Piéu 10. Pia diém nhin phdi VBCC

Dia diém nhén phoi: Tai Phong Hanh chinh — Quan tri.

Pidu 11. Chi phi cung cip phdi VBCC

1. Chi phi cung cip ph6i VBCC duogc thuc hién theo quy dinh ctia phap lujt
vé tai chinh d& bao dam cho céc hoat dong cung cip phoi VBCC bao gom: Tu
van, thiét ké, thAm dinh va phé duyét mau; cac cong doan dt in phéi, in tem chong
gi4; bao quan phdi; huy phdi; kiém tra hd so va tb chire cap phdi VBCC; thanh
tra, kiém tra.

2. Thanh toan chi phi: Phong Tai chinh — K& toan thuc hién chi va thanh
quyét toan theo phé duyét ctia Hiéu trudng.

Piéu 12. Trach nhiém cia Phong Hanh chinh — Quan tri

1. Chiu trach nhiém dat in phoi, dan tem chdng gia, to chirc thyuc hién cung
cap phdi VBCC cho céc don vi theo ké hoach hang nam ctia cac don vi.

2. B4 tri nhan su da ning luc, phdm chét 13 thi kho d& dam nhiém cong
viéc quan 1y, bao quén, cip phdi VBCC.

3. Trinh Hiéu trudng ké hoach dat in phdi VBCC trude ngay 31 thang 12
hang nam va d& xuét hop ddng dit in phoi.

4. Lap hd so quan 1y cip phéi VBCC. Thuc hién cac quy dinh vé kiém tra
dinh ky hang quy va bao quan phoi VBCC.

5. Quan 1y chit ché sb lugng phéi d in; vin ban dé nghi cép phdi da dugc
Hiéu trudng ky duyét; phiéu xuét kho phoi VBCC cé déay du chit ky ctia tha kho,
nguoi nhan, Truong hodc Phu trach don vi de nghi cép phéi, Trudng phong Hanh
chinh — Quan tri.

6. Lap dit liéu quan 1y, quan ly sb hiéu, cép phéi VBCC.

7. Hang nam kiém ké, d6i chiéu sb hiéu (seri) va phiéu cdp phoi VBCC.

8. Thong béo day du tén don vi, s6 lugng, chiing loai phdi duge cip va cung
cip day @i phdi VBCC cho don vi dé nghi theo ké hoach hang nim dugc Higu
trudng duyét.

9. Luu gitt va bao quan hd so cép phdi VBCC.

Pitu 13. Trich nhiém cia cic don vi, c4 nhan c6 lién quan thudc
Truong 4}/
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1. Céc don vi: Phong Quan ly — Pao tao, Trung tdm Dao tao tir xa, Khoa
Pao tao sau dai hoc, Trung tdm Dao tao truc tuyén, Trung tdm Ngoai ngit, Tin
hoc c6 trach nhiém:

a) Xay dung ké hoach dé xuét in ph6i VBCC hing nam.
b) Pinh ky kiém tra viéc quan ly, cép phat VBCC tai don vi minh.

d) Pinh ky bo cdo Hiéu trudng tinh hinh str dung ph6i VBCC va dé xuit
c4c nhu cdu ¢6 lién quan.

2. Phong Tai chinh — K& toan thyc hién chi va thanh quyét toan cac chi phi
cung cép phdi VBCC theo phé duyét ctia Hiéu trudng.

3. Hoi déng VBCC c6 nhiém vu tu vén, thAm dinh va kiém tra viéc cép phat
phdi VBCC, gitip Hiéu trudng trong viée xay dung va thuc hién céc quy dinh vé
diéu kién, trinh tu, thu tuc dit in, huy, thanh tra, kiém tra, cdp phoi VBCC; viéc
thu hdi, huy VBCC, phéi hop véi céc don vi c¢6 1ién quan thue hién cac quy dinh
trong van ban nay.

4. Theo quy dinh v& chirc ning, nhiém vu dugc giao, Phong Thanh tra —
Phap ché, Ban Thanh tra nhan dan, Hoi ddng VBCC thyc hién thanh tra, kiém tra
dinh ky hodc dot xudt dbi vdi tht ca cac khau dit in, thu, chi tai chinh, cip phéi
VBCC ctia Trudng. Céac don vi va ca nhan trong Trudng néu phét hién cé sai s6t
vé viée cap phéat phoi VBCC can thong bao kip thoi dén Phong Hanh chinh —
Quan tri, Thudng truc Hoi dong VBCC dé kip thoi chin chinh, xt 1y./. 7

fguyén Minh Ha
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TRUGNG BPAI HOC MO CONG HOA XA HOI CHU NGHIA VIET NAM
. THANH PHO HO CHI MINH Doc lap - Tw do - Hanh phiic
PHONG HANH CHINH - QUAN TR

S6: /HCQT Thanh phé H6 Chi Minh, ngdy ... thdng ... ndm

~ V/v gép ¥ hoan thién
ho so d€ nghi cap phéi VBCC
Kinh giri: oo

Phong Hanh chinh — Quan trj nhan dwoc vin ban dé nghi cip phdi VBCC cua:
1. Tén don vi dé nghi cép phdi VBCC:

...............................................................................................................................

-------------------------------------------------------------------------------------------------------------------------------

3. Ho6 so gom co:

Céng vin d& nghi cép:

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------

TRUONG PHONG
(Ky va ghi rd ho tén)
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TRUONG DAL HQC MO
THANH PHO HO CHI MINH
TEN DON VI BE NGHI

Sé: /...

AN BANG, CHUNG CHi

ﬂ‘?"?@ﬁﬁ)ﬁl ngay(Obthdng 12. nam 2024
M6 Thanh phé Ho Chi Minh)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

Thanh phé Ho Chi Minh, ngay ...

V/v @& nghi cung cdp phdi VBCC
Kinh gtri: Phong Hanh chinh — Quan tri
1. Tén don vi d& nghi cip ph6i VBCC:

thang ... ndm

---------------------------------------------------------------------------------------------------------------------------------

3. H) so

gdm co:

Céng vin d& nghi cép:

...............................................................................................................................

-------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

Chi tiéu | S6 lugng | S S6  |S6 lwong|SH lugng|SH Iwgng
dao tao | hoc vién/ | lugng | lugng | phdi da | phoi bi |phdi con
£ dugc |sinhvién | phdi |phdi da|str dung [hu héng,|ton chira
SO lugng| . £ A \ . s
STT| Loai phdi | phi d& giao |tot nghiép (;quc duoc sg nhung bi mat’ Sl~l’ dung Ghi chit
b olip cap (’iqt dllmg dé{phai hgy trc‘)ng q}la da;du(:)rc
trude |cdp cho| do ghi |[trinh bdo| cap tir
nguoi | saindi [quan, luu| cac dot
hoc dung trit trudce
Cong
HIEU TRUONG PHONG HC-QT LANH DAODON VI 7

DUYET

(ky va ghi ré ho, tén)

(ky va ghi ¥ ho, tén)
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PHOI VA CHI TRONG NAM
(Kém theo Quyét din HM ngay 0 thang 42 nim 2024

cua Hiéu truong Tru oc Mo Thanh pho H6 Chi Minh)

TRUGNG DAI HOC MO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc lap - Tw do - Hanh phiic

TEN PON VI PE NGHI

S6: /... Thénh phé Hé Chi Minh, ngay ... thdng ... ndm ...

V/v ké hoach str dung

phoi VBCC trong nam...

Kinh gtri: Phong Hanh chinh — Quan tri
Tén don vi lap ké hoach st dung phéi VBCC:

---------------------------------------------------------------------------------------------------------------------------------

Chi tiéu dao tao | S6 lugng hoc |S6 Iwong phoi
dugc giao vién/ sinh vién | con tén chua
du kién duwgc | sirdung dd | Ghi chi
cap duoe cip tir

cac dot trude

S6 lwong phoi

STT| Loai phoi ol ot

Cong

LANH PAO PON VI
(ky va ghi rd ho, tén)




N BANG, CHUNG CHI
ngayb thang 42 ndm 2024

MAU BIEN BA
(Kem theo Quyet di

cua Hiéu truong ¢ Thanh phé Ho Chi Minh)
TRUGNG DAI HOC MG e CQNG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Doc lap - Tw do - Hanh phic
] HOQIDONG ]
HUY VAN BANG, CHUNG CHI
Sb: /... Thanh phé Ho Chi Minh, ngay ... thang ... ndm
BIEN BAN

Hiiy phéi viin bing, chirng chi

Hoém nay, ngay... thang ... nam ..., chung t6i gdm céc dai dién (theo
Quyét dinh s6 .../QD-DHM ngay ... thang ... nm ... ctia Hiéu trudng vé viée
thanh 14p Ho6i dong hity phéi van bang, chimg chi):

1. Hoi ddng vin bang, chimg chiz .......ooeeeeeveeeeeiiiieeeeeeeeiii,
2. Phong Hanh chinh — Quan tri: ........ccoooviiiiiiii i
3. Phong Thanh tra —Phap ché: .......oovvveiiiiiiiiie i
4. Phong Tai chinh —KE& toAn: ..........ouvuvveeiiiee e,
5. Nguoi truc tiép bao quan van bang, chung chi: ...........ooinil.

Thuc hién hiy phéi vin bang, chimg chi nhu sau:

Ly do huy
oy Sf’}ﬁ?ﬁ“g/ (18i do in, bi e Hioh | o
gry| DO PROL | SODICY | hurhong, \Ngay iy [Noi iy |1 ¥ thire | K099 | G oy
huay phoi can | pan hanh huay ity hay
hiy  |miu méi, Iy
do khéc)
Cong
HOI PONG HUY PHOI Z
=

(Tirng thanh vién ky va ghi rd ho, tén)
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MAU PHIEU XU T/ [ AN BANG, CHUNG CHi

(Kém theo Quyét di _* %w/ng?.@]{ ngay( thang. A2 ndm 2024
cua Hiéu truong T o\ng Dai l}dc" ¢ Thanh phé Ho Chi Minh)

R

T‘RUONG‘DAIA HOC MO CONG HOA XA HQI CHU NGHIA VIET NAM
. THANH PHO HO CHI MINH Poc ldp - Ty do - Hanh phuac
PHONG HANH CHINH - QUAN TRI

S6: /... Thénh phé Hé Chi Minh, ngay ... thdng ... ndm

PHIEU XUAT KHO
Phoi van bang, chirng chi

HoOm nay, ngay... thang ... ndm ...,

1. Ngudi xudt kho, cAp phoi VBCC: ..vvvvvreieeeiieiiiiiieeeee e,

2. Pon vi nhan phéi VBCC:

-LAnh 20 AOM Vii e
- Nhan su truc tiép phu tréch tiép nhan:

Thuec hién tiép nhén phéi vin bang, chimg chi nhu sau:

86 lugng/ s higu | Lo dé nghi ciia
STT| Loai phdi ' gm ' don vi (ghi VB @ | Ngay nhan | Noinhan | Ghi chu
phoi .
nghi)
Cdng
THU KHO  NHANSU LANHPAO TRUONG PHONG Z
(yvaghihoeny  TIEP NHANPHOI ~ DON VI NHAN PHOI HC-QT

(ky va ghi ho tén) (ky va ghi ho tén) (ky va ghi ho tén)
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THANH ch‘) HO CHI MINH
TEN PON VI

Thénh phé Ho Chi Minh, ngay ...

&
CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap - Tu do - Hanh phuc

SO QUAN LY SO HIEU VA PHOI VAN BANG, CHUNG CHI

1. Tén don vi quan ly:
Phong Hanh chinh — Quén tri

4. Loai phoi quén ly:

1 VAN BANG, CHUNG CHI
YHM ngay Jbthdng {2-nam 2024
¢ Thénh phé H6 Chi Minh)

thang ... nam

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

STT| Loai phoi S6 lugng phoi Ghi chu
S6 luong S6 lugng |S6 luong |S6 luong S6 luong| Téng sb
phoi d4 in | phoi dd | phoi dd |phdi con| phoiin | lugng
dot cAp/sd | huy/sé | lai/sd | méi/sé |phoi hién
trude/sd | hiéu hiéu higu hidu | co/sd
hiéu hiéu
Cong
%
A = - o —
NHAN SU' LANH PAO PON VI HIEU TRUGNG

TRUC TIEP BAO QUAN
(ky va ghi ré ho, tén)

(ky va ghi ré ho, tén)

(ky va ghi rd ho, tén)



I VAN BANG, CHUNG CHi
ngay Ob thdng d2ndm 2024
¢ Thanh phé H6 Chi Minh)

CUNGICAP Ph
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Bwée 1: Xac dinh nhu ciu phdi

Phong Hanh chinh — Quén trj 14p ké hoach va téng hop sé luong phéi van
bang, chimg chi can in hang ndm (theo nim dwong lich, tir ngay 01/01 dén 31/ 12}
cua cac don vi.

Buwée 2: Lap ho so dit in phoi

Cin clr d& nghi cta cac don vi quéan Iy dao tao vé s6 luong van bang, chimg
chi can cép phat. Phong Hanh chinh — Quan tri trinh Hiéu truéng duyét sé ivong
van bang, chimg chi cén in va ky hop ddng véi don vi in phéi.

Buée 3: In 4n va tiép nhin phdi

Sau khi nha in hoan tét viéc in phoi, Phong Hanh chinh — quan tri tiép nhan
phoi va thuce hién viéc quan ly.

Bwéce 4: Quan ly phoi

Phong Hanh chinh — Quan trj 14p sé quan 1y phdi ddi véi timg loai van bang
theo quy dinh; Lap bién ban x1r ly céc phoéi bi hong va xir 1y theo quy dinh.

Luu trit s6 quan 1y phdi va céc vin ban cé lién quan trong qué trinh quan ly
phoi.

Buwéce S: Ban giao phoi

Can ctr theo dé nghi cua cac don vi quan ly dao tao, c6 su phé duyét cua Hiéu
trudng, Phong Hanh chinh — Qudn tri thuc hién cac tha tuc ban giao phoi thee nhu
cau cap phét vin bang, chimg chi./.
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