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Quy trinh: INAN QUAN LY, CAPPHATVANBANG

1. MUC PICH VA PHAM VI AP DUNG

1. Muc dich:

Thuc hién quy trinh nay nham théng nhat cach thirc, phuong phap in an, cap phat va
quan 1y van bing d6i voi HSSV tét nghiép, ddm bao thuan 1oi, khoa hoc va dung phap luat.

2. Pham vi ap dung

Quy trinh nay 4p dung khi in 4n, cAp phat va quan ly van bing d6i véi HSSV t6t nghiép
cao dang, trung cép t6t nghiép trong truong Cao dang Xay dung Thanh pho H6 Chi Minh.

I1. PINH NGHIA VA TU VIET TAT
1. Dinh nghia:
2. Tir viét tit:

- CMND/CCCD/TSV Chirng minh nhan dan/Cén cuéc cong dan/The Sinh vién

- DT: DPao tao

- HSSV: Hoc sinh, sinh vién

- QD: Quyét dinh

- TCHC: Té chirc Hanh chinh

- TN: Tét nghiép
3. Tai liéu lién quan

Cin ctr Vin ban hop nhét s6 2513/VBHN- BLDTBXH, ngay 03 thang 08 nam 2021

cia Bo truong Bo Lao dong — Thuong binh va Xa hoi vé viée Quy dinh vé mau bing tot

nghi€p trung cép, cao ding; in, quan 1y, cAp phat, thu hoi, hity bd bang t6t nghiép trung cap,
cao dang.

Can cir Quyét dinh sb 152/Qb-CbXD, ngay 01/03/2022 cua Higu truong Truong
Cao dang Xay dung Thanh pho H6 Chi Minh vé viéc quy dinh in, quan 1y va cip phat van
bang t6t nghiép trinh do trung cép, cao ding ctia Trrdng Cao ding Xay dung Thanh phd Ho
Chi Minh.

III. CAC BIEU MAU/ HUONG DAN KEM THEO

TT Tén biéu mau/Ho so Ky hiéu
1 | Giay de xuat cap phoi bang BM/QT26/DT/01.07
2 | Bién ban giao nhén phoi bang BM/QT26/DT/02.07
3 | Don dé nghi cép ban sao bang tot nghi€p tir s6 géc | BM/QT26/DT/03.07
4 K¢ hoach t0 chirc 1€ trao bang tot nghiép BM/QT26/DT/04.07
5 | Bao cao vi€c st dung phdi, phoi ton BM/QT26/DT/05.07
6 SO cdp bang tot nghiép cao ding/ trung cap BM/QT26/DT/06.07
7 SO cap ban sao bang tot nghiép cao dang/ trung cdp | BM/QT26/DT/07.07
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Ouy trinh: IN AN QUAN LY, CAP PHAT VAN BANG

BM/QT26/DT/01.07

BO LAO BPONG ~ THUONG BINH VA XA HQOI ~ CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG XAY DUNG Pidc lip - Tw do —Hanh phiic
THANH PHO HO CHI MINH

Tp.H6 Chi Minh,ngay.....thdng.....ndm 20.....

GIAY DE XUAT CAP PHOI BANG

Kinh gitri: Ban Giam hiéu Trudmg Cao ding Xay dung TpHCM

Can cit Quyét dinh s6  /QD-CDXD, ngdy .../.../20... ciia Hiéu truéng Truong Cao ding
Xéy dung Thanh phé H6 Chi Minh vé viéc cdng nhan tot nghiép cho sinh vién tot nghiép dot
thang ... nam 20..;

Nay phong Dao tao kinh dé nghi Ban giam hiéu phé duyét cho cip phoi bing @8 in va cap
phét cho HSSV d tét nghiép dot thang ....ndm 20..., cu thé nhu sau:

H¢ cao ding Hé trung cip
Stt |  S& higu phoi bing mf’)f;g Stt | S hidu phéi bing | S°1Uome
Téng Téng

Kinh trinh Ban Gidm higu phé duyét.

BAN GIAM HIEU PHONG PAO TAO NGUOI PE XUAT

o3 359 4\ 2\

I~/




Ouy trinh: IN AN QUAN LY, CAP PHAT VAN BANG

BM/QT26/DT/02.07

BO LAO DONG —~ THUONG BINH VA XAHQI  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG XAY DUNG Pic lap - Tw do — Hanh phic
THANH PHO HO CHI MINH

BIEN BAN GIAO NHAN PHOI BANG

Can cr Gidy dé xudt cap phdi bang da duoc Hiéu trudng phé duyét ngay .../.../20...;
Hoém nay, ngdy... thang ... nam 20..., hai bén théng nhét giao nhan phoi bang nhu
sau:
BEN A ( Bén giao )
| (7 1<) o OSSR SRS SSPTPR
CHITE N s o o os s s S A S S S R R A RSB B AV S A A S R VO S 3
21 ) N VN W U~ USRS~ D~ WU ~SN-— NSRS ~ B S MU ————
BEN B ( Bén nhén )
Lom LT B R TRTEE—
[0 5 1 (32 TSSOSO
3100 U OSSR PSPPI
~ Haibén thér‘lg nhit giao nhén sé luong phdi bang dot....thang ....nam...... theo Gidy
de xuat cap phoi bang da dugc Hiéu truong phé duyét ngay .../.../20.....nhu sau:
He cao ding H¢ trung cip
Stt S6 hiéu phdi bing S0 | gt | s hiéu phdi bing S6
lwong lwgng
Tong Tong
. . i Tp HCM, ngay.... rhd?ig e RAM.. .
PHONG PAO TAO BEN GIAO BEN NHAN

Miu vin bang, chirng chi




Quy trinh: IN AN QUAN LY, CAP PHAT VAN BANG

(Kem theo Thong tw s6 24/2020/TT-BLPTBXH ngay 30 thang 12 nam 2020 cua Bj truong B Lao dong

Trang 4

®

MAU BANG TOT NGHIEP TRUNG CAP

- Thuong binh va Xa hi)

Wmm

Trng 2
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|
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Quy trinh: IN AN QUAN LY, CAP PHAT VAN BANG

, MAU BANG TOT NGHIEP CAO DANG
(Kém theo Thong tw 56 24/2020/TT-BLDTBXH ngay 30 thang 12 nam 2020 cua Bj truong Bé Lao dong
- Thuong binh va Xa hoi)

Trane 4
G 5 = Trang 1
CONG HOA XA HOI CHU NGHIA VILT NAM
y
s
3
BANG TOT NGHILP CAO DANG
f )
e 1S ——————————
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SOCIALIST RE F VIETNAM QNG HOA XA | NGHLA VIET N, S
Indlependence - Freodom - Hupgpiness o Hg‘}; ;Z; !T?:r(;:]lf ;:;%L;h:-!?r T

e —
‘_"-Iii: - - _."”
N A, Thhmstnin ("!
has conferred cﬁp
ADVANCED DIPLOMA BANG TOT NGHIEP CAO DANG
(13 | I .. 151
QTR w11k el
. amd the titke o vii edng nhdn dauh hige
{490 frm UPO™ st e ..
* Date ol birth"™ o R T
{ Ghradizttion grade ™o Ny ST s e
| Xép togi tt n_i_:,hi@p:‘":'..‘.._,......,._....,............
;
i ma [l
E w0 gy L thdiny L ndn,
S .....---......_—--v|9J
Rem Nt s ki'\flr:'-"r" ______
54 wita 58 gév cip tdry 850 nghiips ™ e

s - TR




Ouy trinh: IN AN QUAN LY, CAP PHAT VAN BANG

BM/QT26/DT/03/07

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc ldp - Tw do - Hanh phuce

PON PE NGHI CAP BAN SAO
BANG TOT NGHIEP TU SO GOC

Kinh gwi: Phong Dao tao

i i Nam (il 5 e0 ssman svnmns savnn vonsm sowns
Ngay sinh:...cccooveeviiinieeniieineeen QUE QUAN: ...t
S& CMND (s6 hd chibu/cin cude cOng dan):.........coovveeeeiriiieeeeeiiiieeeeeens
Ngay cp: ........... L sirasd

Noi cflp .........................................................................................
Trudc day toi1 1a hoc sinh/sinh vién cuia Trudong................. (1713 Ts 1ol (5 JS—
60 T T LR SR,
Nganh/nghé dao tao: ........coeevvvvevvernnnne. Hinh thirc d30 ta0:........ccvvveiereiernn..,
D A0 180 taI: o i e
b3 dugc cdp bang/ching chi ngay............. thang

............................................ BeiB veven wiom ewnn s smwn muwes sy sowen sonwREr e

S6 HiBU DANG: vvvvvovveveceeeeceeeeeeesee oo 56 vao sb cAp bang:..................

Nay t6i lam don nay dé nghi nha truong cip ban sao bang tét nghiép tur s6 gbec ma
t61 da duge nha truong cp.
Lo e csmrssmmmssssvmsmmevesssmmsreny sevss rsssw sps v vEe ey TS S TS TR AT O IV ERS, SRS Y

To6i1 xin chan thanh cam on./.

Tp HCM, ngay ...... ERURE o oo UL v s
NGUOI VIET PON




Ouy trink: IN AN QUAN LY, CAP PHAT VAN BANG

BM/QT26/DT/04/07

BO LAO PONG — THUONG BINH VA HA HOI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG XAY DUNG Doc lap — Tw do — Hanh phic
THANH PHO HO CHI MINH

Sé: ...... /KH-CDXD-BT Tp. H6 Chi Minh, ngay.... thang..... ndm 20...

) KE HOACH
To chirc 1€ trao bang tot nghiép dot thiang....nim 20...
cho sinh vién hé .........

Can ct ké hoach dao tao ndm hoc 20 =200

Cén cir Thong bao s6..../TB- CbXD-DBT ngay .../.../20... cia Hiéu truong Trudng Cao ding
Xéy dung Thanh phé Hb Chi Minh vé viéc td chitc 18 trao bing tét nghiép cho hoc sinh sinh vién dugc
cong nhan tét ‘nghiép dot ... thang....ndm 20.;

Pé trién khai c6 hiéu qua, nha trudmg thonc bao K& hoach té chirc 18 trao bang tét nghiép dot..
thang .....nam 20...cho sinh vién hé .......... nhu sau;

1. Thoi gian: Bubi sang ......ngdy.....thang....ndm.....

2. Pia diém: Hoi truong ... nha ...
3. Thanh phin tham du:
-Ban lanh dao truong;
-Trudng cac phong: Pao tao, TS-CTSVHS, KH-QHQT&DBCL;
~Truéng, phé cac don vi ¢6 sinh vién tét nghiép dot... thing....nim
-C6 van hoc tap, GVCN céc 16p c6 sinh vién tbt nghiép dot .... thang .....ndm....;

-Khéach moi, cic nha gido (cd quan tdm);

PN

- Sinh vién, hoc sinh t6t nghiép dot ...thang.....ndm.....;
-Phu huynh sinh vién, hoc sinh tét nghiép.

4. Nbi dung: (c6 ké hoach sinh vién dinh kem)
-Vian nghé chao mung;
-Chao co;
-Tuyén bd 1y do;
-Gidi thidu dai biéu;
-Cdng bd quyét dinh sinh vién va trao bang khen;
-Ph4t biéu cua lanh dao nha truong;
-Cong bd quyét dinh cdng nhan t5t nghiép va nghi thite trao béang t6t nghiép;
-B& mac va chup anh luu niém.
5. Phén cong nhiém vu:
a. Phong Pao tao:
-Chuéan b1 Quyet dinh khen thuong va in bang khen;
—Chuan bi Quyét dinh cdng nhan t6t nghiép, in bang diém va bang tot nghiép;
Kiém tra, huéng din dai biéu, khach moi va sinh vién ngdi dung vi tri d@ quy dinh;
-Tb chttc chup anh nghi thic trao bing tot nghiép cho sinh vién.
b. Phong Quan tri:
-Chuén bi bang ron:
‘LE TRAO BANG TOT NGHIEP PQT... THANG....NAM 20..
-Trang tri hoi truong, ban dai biéu, khach moi;



Ouy trink: IN AN QUAN LY, CAP PHAT VAN BANG

-Chudn bi thém ghé nhua duéi Hoi truong cho phu huynh sinh vién tham du;

-Chuén bi nuéc udng cho dai biéu, khach moi;

-Chuén bi 4m thanh, 4nh séng;

¢. Phong Tuyén sinh — Cong tic sinh vién hoc sinh:

-Phéi ho*p voi phong Pao tao kiém tra théng tin truée khi in béng khen, bang diém, bang tbt
nghiép;

-Chuén bj 1& phuc cho sinh vién du 1, 1& phuc cho Hiéu truong trao bang;

-H{ tro huéng dan sinh vién 6n dinh chd ngdi, chinh stra 1€ phuc trudce khi 1én buc nhén béng.

d. Trung tim Thong tin-Thw vién:

-Chup hinh 1& va dang tin (bao gom chup hinh nghi thikc trao bdng cho sinh vién).

e. Poan thanh nién:

-Chudn bj c4c tiét muc van nghé trude khi bat ddu lam 1&;

-H3 tro mot s cong tac hiu can trudce va trong khi lam 1&.

Noi nhin: HIEU TRUONG
-Ban lanh dao (B/c);
-Cac P. BT, QT,TS-CTSVHS,KH-QHQT&DPBCL;
- Cac Trung tdm dao tao, TT thu vién;
- Luu: VT, BT.
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BM/QT26/DT05/07

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

BO LAO PONG — THUONG BINH
VA XA HOI
TRUONG CAO PANG XAY DUNG
THANH PHO HO CHI MINH

, Thimh phé Ho Chi Minh, ngay ..... thdng..... ndm ......
S4: ....../BC-CBXD
BAO CAO

V& viéc in st dung phdi bing tt nghiép nim ....
Kinh gri: S¢ Lao djng — Thwong binh va Xa héi

Can ctr Cong van sb ...... /SLDTBXH-GDNN ngay ........ cua S& Lao dong - Thuong
binh va X4 hoi v& viéc thuc hién béo cdo dinh k¥ vé linh vuc gido duc nghé nghiép;

Thuc hién Khoan.... Piéu......Théng tu s6........ /TT-BLDTBXH; Théng tu sb
......... /TT-BLDTBXH ngay ....... cua By Lao dong — Thwong binh va Xa hoi vé viée Bdo cao
thuc hién in phoi, st dung phoi bang tot nghiép; s6 lwgng phoi bang tét nghiép da in; sb lwong
phéi bing tét nghiép da sir dung, sb lwong bang tot nghiép cép trong nam.

Trudng Cao dang Xay dung Thanh pho Hb Chi Minh bdo cao thuc hién in phoi, sir
dung phoi banc tt nghiép; s0 lugng phdi bing tbt nghlep da in; s6 lwong phdi bang t6t nghiép
da sir dung, s6 lwgng bang tot nghiép cép trong nam .... nhu sau:

--------

Stt Noi dung Sb 50 S6 lrong phoi bing | Palam Sé
lwong | lwong tot nghiép da sir thi tuc | lwgng
phoi phodi. dung nim ..... huy phdi | phéi
ton | bang tot — - do thay | ton
nim | nghi¢p | SO lwong So d6i mau | nim
dain | bangtdt | lwong phéi | .......
niam nghiép phaoi
,,,,,, cép b.%mg tot
trong nghiép
nim in hong
I |Miu phoi cia

Phdi biang cao ding

2 | Phoi bing cao dang
Trung cap
II | Miu phdi caa:

---------

Phéi bing cao ding
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2 | Phoi bang Trung
cap

Noi nhin:
Nhu kinh gtii;
HD Trudng (b/c);
BGH;

- Luu: VT, BT.

HIEU TRUONG
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