BO GIAO DUC VA PAO TAO

TRUONG PAI HOC MO THANH PHO HO CHI MINH

QUY TRINH

CUNG CAP PHOI VAN BANG, CHUNG CHI

(Ban hanh kém theo Quyét dinh 56 2714/0P-DHM ngéy 30 thdng 12 ndm 2021 ciia Trudng Dai hoc Mo TP.H6 Chi Minh)
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Don vi phu trach Pon vi kiém tra Ban Gidm hiéu phé duyét
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< Ma4 hié : HCQT.13
Quy trinh e Q
Cung cAp phéi vin bing, chimg |Lanbanhanh : 01
i Ngay hiulye 1 01/01/2022

1. Co sé phap ly:

Can cit Thong tu s§ 21/2019/TT-BGDDT ngay 29/11/2019 cta Bo Gido duc va DPao
tao ban hanh Quy ché quéan Iy bang t6t nghiép trung hoc co s&, bang t&t nghiép trung hoc
phd théng, bing t5t nghiép trung cép su pham, bang tdt nghiép cao dang su pham, vin
bing gido duc dai hoc va chimg chi clia hé théng gido duc qubc dan;

Can ctt Thong tu s6 27/2019/TT-BGDDT ngay 29/11/2019 cta B Gido duc va Dao
tao ban hanh Quy dinh ndi dung chinh ghi trén vin béng va phu luc van b%mg giao duc dai
hoc;

Can ct Quyét dinh 1353/QD-DHM ngay 24 thang 6 nim 2021 ctia Trudong Dai hoc
M¢ Thanh ph Hb Chi Minh ban hanh Quy dinh vé cung cép phdi vin bang, chimg chi tai
Trudng Dai hoc M Thanh phb H Chi Minh.

2. Pham vi ap dung:

Quy trinh ap dung d6i v6i cac don vi thudc Truong Dai hoc M& Thanh phé Hb
Chi Minh. ‘

3. Luu dd trinh tw cong viée:

Sl Sk Trinh ty cong viée Vanbinva biu | =
thire hién W Cong Vit mAu dinh kém gquygé " |

MAu HCQT.14.01 | 07 ngay

Chuyén
vién

Xay dung ké hoach st dung
phoi theo ndm
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Chuyén
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H‘é so in phoi bao
gom:

- TO trinh;

- Quyét dinh phé
duyét dy toan va ké
hqach lya chon nha
thau.

- Quyét dinh Iya
chon don vi cung

‘L cap
- Thuong thao Hop
dong

Lap hd so dit in phoi N
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Thuc hién in, luu trit va quan ly phoi

-Lap sd quan ly
phoi theo ting loai
vin bing, ching chi.
- Theo ddi, gidm sat
viéc sir dung ph6i
cua cic don vi. Xay
dung biéu mAu bién
ban xir 1y phoi bi
héng va trinh tu thi
tuc xur ly theo quy
dinh

Chuyén
vién,
Truong
P.HC-QT

Ban giao phdi cho céc don vi ¢ nhu
cau str dung

- Hb so cung cép
ph6i bao gbm:

+ Mau HCQT.14.02
+ Quyét dinh cbng
nhén triing tuyén
cua sinh vién, hoc
vién, nghién ciru
sinh dugc cip vin
bang, chiig chi;

+ Bién ban hop xét
cong nhan t6t
nghiép cla sinh
vién, hoc vién,
nghién ctu sinh
dugc cdp vin bang,
ching chi;

+ Quyét dinh cong
nhén t6t nghiép cta
sinh vién, hoc vién,
nghién cu sinh
dugc cép van bang,
chirng chi.

+ Miu HCQT.14.03

Chuyén
vién,
P.TCKT

Lap hd so lwu trit, thuc hién
thanh toan chi phi in phoi

4. Dién giai quy trinh:




4.1. Hwéng din thue hién
Buée 1: X4c dinh nhu chu st dung phdi vin bang, chitng chi

_ Phong Hanh chinh — Quan tri 14p ké hoach va tong hop s6 lugng phéi van bing, chimg chi
c4n in hang nim (theo nim duong lich, tir ngay 01/01 dén 31/12) cua cac don vi.

Buwéc 2: Lap ho so dit in phéi vin bing, chimg chi

Can cir d nghi ctia cac don vi quan 1y dao tao vé s6 luong van bang, chimg chi can
cap phét. Phong Hanh chinh — Quan trj trinh Hidu truong duyét sd luong vin béang, chimg
chi cn in va ky hop ddng véi don vi in phoi,

Hb so dit in phdi bao gdm:

- To trinh;

- Quyét dinh phé duyét du toan va k& hoach lya chon nha thau.
- Quyét dinh lya chon don vi cung cép

- Thuong thao Hop dong

- Hop dong

Buwérc 3: In 4n va tiép nhan phdi vin bang, chimg chi

Sau khi nha in hoan tAt viéc in phéi, Phong Hanh chinh — Quén tri tiép nhan phéi,
luu trit va thue hié€n vi€e quan ly.

Buwéc 4: Thwe hi€n quan ly phoi vin bing, chirng chi

Phong Hanh chinh — Quén tri 14p s6 quan Iy phdi dbi véi ting loai vin bang theo
quy dinh; Lap bién ban xir Iy cic phoi bi hong va xir Iy theo quy dinh.

Luru trit s8 quan 1y phéi va cac vin ban ¢6 lién quan trong qua trinh quan 1y phéi.

Bwéc 5: Ban giao phoi van bang, chirng chi

Can cir theo d& nghi cta cac don vi quéan ly dio tao, c6 su phé duyét ctia Hiéu trudng,

Phong Hanh chinh — Quan tri thyc hién cac thl tuc ban giao phoi theo nhu ciu cAp phat
vin bang, chimg chi.

Hb so cung cép phéi van bang, chinh chi bao gbm:
- Mau HCQT.14.02

- Quyét dinh cong nhén tring tuyén cta sinh vién, hoc vién, nghién ciru sinh dugc
cap van bang, chimng chi;

- Bién ban hop xét cdng nhén tot nghiép cta sinh vién, hoc vién, nghién clru sinh
duogc cap vin bang, ching chi;

- Quyét dinh céng nhan tot nghiép cta sinh vién, hoc vién, nghién ciru sinh dugc
cap van bang, chimg chi.

- M3u HCQT.14.03
4.2, Pon vi phu trach: Phong Hanh chinh - Quan tri

5. Bieu mau di kém:



TRUONG DAL HOC MO
THANH PHO HO CHI MINH

sb: /

V/v ké hoach sir dung
phoi VBCC trong nam...

Tén don vi 14p ké hoach sir dung phdi VBCC:

Mdé&u HCQT. 13.01

CONG HOA XA HOQI CHU NGHTA VIET NAM
Doc 1ap - Tw do - Hanh phae

Thénh phé Ho Chi Minh, ngay ... thdng ... ndm ...

Kinh gtri: Phong Hanh chinh — Quén tri

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

Chi tiéu ddo tao | S lugng hoc Sb luong phoi
36 lwone ohai dugc giao vién/ sinh vién | con tdn chua
STT| Loai phoi VIS du kién duge | st dung d3 | Ghi cht
can st dung Z ko s
cap duogc cap tu
cac dgt trude
Cong
Noi nhin: LANH DAO DON VI
(ly va ghi r6 ho, tén)
- Nhu trén;



TRUGNG DAI HOC MO
THANH PHO HO CHI MINH
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

Thonh phé Ho Chi Minh, ngay ... théng ... ndm ...

V/v d& nghi cung cép phdi VBCC
Kinh gtri: Phong Hanh chinh — Quén tri
1. Tén don vi d& nghij c4p phdi VBCC:

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

3. HO6 so gbm c6:

Cbng vin d& nghj cip:

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

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

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

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

7
i /j/

e
Ny

Chi tiéu | S8 luong | S6 lugng| S6  |S6 lwong|S6 hrong|S6 lwong
dao tao | hoc vién/ |phéi dugc| lugng | phoi dd | phoi bi [phoi con
£ dugc | sinh vién cép dot |phodi da| st dung |hu hong, tdn chura
56 lugng iao |tdt nghiép| trudc |duoc st nhung | bimét |sir dun
STT|Loai phdi| phoi d& | B BHIEP 0¢ Sty Mmg | D1 mat | STAUNE | o chg
nohi & dung d€/phai hiy trong quél da duoc
gt cap cdp cho| do ghi |trinh bao| cip tir
nguoi | sai ndi |quan, luy| cac dot
hoc dung tri trude
Cong
Noi nhin: HIEU TRUONG DUYET LANH PAO DON VI
- Nhu trén; (ky va ghi 6 ho, tén)

il




PHONG HANH CHINH - QUAN TRI

Mau HCQT.13.03

TRUONG DAIHOC MO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc lap - Ty do - Hanh phic

Sé: /... Théanh phé Ho Chi Minh, ngay ... thdng ... ndm ...

PHIEU XUAT KHO
Phoi vin bang, chirng chi

Hom nay, ngay... thdng ... ndm ...,
1. Ngudi xudt kho, cAp phoi VBCC: ..oevvveereeeiiiiiineeeeieiiiiiiineens

2. Pon vi nhén phéi VBCC:

~LANN G80 Q0N VT +vneniiniiteeee e e e r e e
- Nhén sy true tiép phu trach tiép nhén:

Thyc hién tiép nhan phéi vin bang, ching chi nhu sau:

S el ey | 200 d¢ nghj cila
STT| Loai phoi T i don vi (ghi VB dé& | Ngay nhan | Noinhan |Ghi chi
phoi .
nghi)
Cong
THU KHO NHANSU LANHDAO TRUGNG PHONG
(k§ va ghi ho tén) TIEP NHAN PEOI  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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