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I. Muc dich, pham vi va d6i twong 4p dung
1. Muc dich
~ Thyc hién quy trinh nay nham théng nhét cach thic, phuong phap in 4n,
cap phat va quan ly VBCC! doi v6i nguoi hoc, ddm bao thuan lgi, khoa hoc va
ding phép luat.
2. Pham vi va ddi twong ap dung
a) Pham vi

Quy trinh nay ap dung khi in an, cap phat va quan ly van béng, ching chi
d6i v6i ngudi hoc tét nghiép cao dang, trung cap, so cip va cac khoa ngin han
thudc Truong Cao dang Kon Tum.

b) Poi twong ap dung

Ap dung d(‘)ﬁi v6i tat ca cac don vi, ca nhan thudc Truong Cao dang Kon
Tum va céc tap the, ca nhan c6 lién quan dén qua trinh cap phat van bang, chung
chi.

II. Pinh nghia va chir viét tat

1. Dinh nghia

Vin bang 1a gidy chimg nhan tot nghiép dugc cap mot lan sau khi nguoi
hoc hoan thanh mot cap hoc hoac mdt trinh dé dao tao.

Chung chi 13 gidy chimg nhan t6t nghiép dugc cip mot 1an sau khi ngudi
hoc hoan thanh mgt khoa hodc mot chuong trinh dao tao, béi dudng nang cao
hoc van, nghé nghiép.

Quan 1y va cip phat vin bang, chung chi 1a qua trinh quan ly sO gbc cap

phat va VBCC con lai sau khi cap phat nham muc dich kiém soat va ngan chin
trinh trang gian 1an trong cip phat van bang, chimg chi.

2. Chir viét tit

Qb Quyét dinh
QLDT Quan 1y Pao tao
VBCC Vin bang, chtng chi

III. Co sé xay dung quy trinh

- Quyét dinh s0 385/QD-CDKT ngay 25/3/2024 cua Hiéu truong Truong
Cao dang Kon Tum vé vi¢c ban hanh Quy ché quéan ly van bang, chirng chi.

- Quyét dinh s6 s6 609/QD-CDKT ngay 04/5/2024 cia Hi¢u truong
Truong Cao ding Kon Tum vé viéc ban hanh Quy dinh s6 hoa tai liéu luu trit.

1 Vin bang, chimg chi 1a cum tir n6i dén van bang, ching chi va gidy ching nhan.
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V. Pac ta
Tén budc va . Bo ph an/ Bo !J.hi.ln{{. Két qua dat Hz{n .2 x
R . NOi dung Nguoi thuc Nguwoi phoi dwoe hoan Bi¢u mau
cons viee hién hop thuc hién M thanh
Can ct QP tot nghiép
kém theo danh sach tot
nghi¢p cua nguoi hoc,
B1l: Dé xuit | bd phan in 4an VBCC lap | BO phan in 4n Gidy dé
cap phdi | hd so dé& xudt cAp phdi| VBCC (thuéc | Phong QLDT | xuit cap 1ngay |BM/QT19/QLPT/01
VBCC VBCC trong d6 xac| Phong QLDT) phoi VBCC
dinh 16 s6 luong, thé
loai VBCC, 1y do cip
phoi...
Hi¢u truéng xem xét, Gidy dé
B2: Duyét kiém tra ky duyét gidy | Hiéutruéng | Phong QLDT | xuét cap 1 ngay
dé xuét cap phoi VBCC. phdi VBCC
, Tiép nhan dé xuaflt, B 8ipkian in An
B3: Cap phdi | chuén bi phéi va cap | Phong QLDT " VBCC Phoi VBCC | 1 ngay
phoi theo dung dé xuat.
B6 phén in 4n VBCC t6
’ chic in VBCC theo B6 phan in 4n
B4: In 4n ding quy dinh va danh | "¢ {’/BCC Phong QLDT | VBCC 1 ngay
sach nguoi  hoc  tot
nghiép.
B5: Kidm tra Kiém tra VBCC da in so Phong QLDT B phén in an VBCC 1 ngay

vol QDb va danh sach

VBCC
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A L. B¢ phan/ B¢ phan/ X . Han
Tén buwéc va . L C .. . z. | Kétqua dat " .2 x
cone vice NoQi dung Nguoi thuc Nguwoi phoi dwoe hoan Bi¢u mau
Vi hién hop thuc hién : thanh
ngudi hoc tot nghiép:
Hi¢u truong xem xét, ky
B6: Ky | duyét VBCC theo QD A \ \ .
VBCC va danh sich ngudi hoo Hiéu truong Phong QLDT VBCC 1 ngay
tot nghiép.
, B6 phan Van
o7 g phin 140 i VBCC 1)
Van thu dong | GTOC S ne By g fong VBCC 1 ngay
déu VBCC duyét, van thu dong dau | hgp - Hanh
do, dau n6i vao VBCC. chinh-Qudn
tri)
Thuc hién sb hoa B6 phan Vin
BS: S& VBCC (Theo Qb so thu (thuoc
VBCO 0 N0%1609/QD-CDKT  ngdy | Phong QLDT | Phong Tong VBCC 1 ngay
04/5/2024) hop - Hanh
chinh-Quan tri)
B9: V3 5| Ghi \ 9 A A - VBCC;
9: Vao so 1 vao sO goc cap . L s X
gbe VBCC. Phong QLDT - S6 cép 2ngay |BM/QT19/QLDPT/02
VBCC
B10:  phat| " TO chuc phat VBCC - Nguoi hoc
VBéC theo k& hoach I¢ tot| Phong QLDT |- C4c don vi VBCC 1 ngay

nghiép cua nha truong.

thudc truong
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A . B¢ phan/ B¢ phan/ £ X Han
Teén bwodc va . L) Y. o Z. Két qua dat ° .z x
cone vide Noi dung Nguoi thue Nguoi phoi duoc hoan Biéu miu
Vi hién hop thuc hién : thanh
- Ngudi hoc kiém tra
thong tin va ky vao so
cap VBCC.
- Quan ly, luu trit ho so .
B11: Quan 1y, | 4P _phat VBCC va - VBCG;
. .trfr hd Sy(; VBCC con lai sau khi - SO cap
A hét cap phat dung quy dinh, | Phong QLDT VBCC,;
P p dam bao an toan, tranh i £
VBCC Lk i Qb tot
bi that lac hoac hu nghiép

hong.




VI. Cac cong cu/biéu miu/hwéng din

STT Tén cong cu/biéu miu/hwéng din Ma hoa
1 | Giay dé xuat cip phoéi VBCC BM/QT19/QLPT/01

2 | S6 gbe cap VBCC BM/QT19/QLDT/02
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