BOY TE

TRUONG PAI HQC Y DUQC CAN THO

QUY TRINH

QUAN LY, CAP PHAT VA LUU TRU
PHOI VAN BANG, CHUNG CHI

Ma quy trinh: QT.HCTH.03

Ngay ban

hanh: 26/11/2018

Lan ban hanh: 01

Nguoi viét

=

Trwéng Phong HCTH

i \A p,u,h (o

Pham Thi Minh

Pham Truwong Yén Nhi

HIEU TRUONG

Nguyén Trung Kién




I. Muc dich

Quy trinh nay huorng dan trinh ty, cach thire thuc hién va cic yéu cau théng nhat d6i
vGi viéc quén ly, cdp phat phodi vin bing, chirg chi cia Truong Pai hoc Y Duoc Cén
Tho nhim dam bao cong vige trén dugce thue hién chinh xac va dang quy dinh.

I1. Pham vi

- Pham vi ap dung: Quy trinh nay ap dung ddi voi viée in ph01 van bang, chimg chi,
Iuu trit phoi vin bang, chimg chi, cip phat va quén ly phdi vin bing, chung chi.

- Péi tugng ap dung: Phong Hanh chinh téng hop, don vi quan ly dao tao bao gdm
phong: Dao tao dai hoc, Pao tao sau dai hoc, Trung tim Dao tao theo nhu ciu xa hoi
hogc cac don vi khic c6 chirc ning quan ly dao tao (céc trinh dd, loai hinh do Truong qui
dinh).

IIL. Cin ¢t phap ly va tai li¢u tham chiéu

Quyét dinh sb 796/QB PHYDCT, ngay 22/7/2016 cta Hiéu truong Truomg Dai
hoc Y Dugc Can Tho vé viée ban hanh Quy dinh quén ly van bing tSt nghiép, chimg chi
béc dai hoc va sau dai hoc.
IV. Thuit ngit, dinh nghia, chir viét tit

- Dinh nghia:

+ Van bing cua Truong Pai hoe Y Duge Céan Tho dugc cép cho ngudi hoe sau khi
t6t nghlcp cap hoc hodc trinh dd dao tao theo quy dinh. Vin bang cua Trucmg Dai hoc Y

Dugc Can Tho gdm bing tdt nghiép dai hoc, bang thac si, bang tién si, bing chuyén
khoa, .

i+ Chl’mg chi cua Trudng Pai hoc Y Duoc Can Tho duge cép cho ngudi hoc sau
khi hoan thanh mot khoa hoc, mén hoc hoic de xéac nhan két qua hoc tap sau khi dugc
dio tao hoic bdi dudng néng cao trinh d¢ hoc van, nghé nghiép.

- Chir viét tat:

+ DVQLDT: Pon vi quan ly dao tao, baq gf’im Phong Dao tao dai hoc, Phong Pao
tao sau dai hoc, Trung tdm Pao tao theo nhu cau xa hoi hodic don vi khac ¢6 chic ning
quan ly dao tao (céc trinh do dai hoc, loai hinh do Trudng quy dinh).

+ HCTH: Hanh chinh téng hop;

+ HV: hoc vién;

+ QD: quyét dinh;

+ Trudng: Truong Pai hoc Y Duge Can Tho:

+ VBCC: vin bang, chimg chi;

+ SV: vinh vién;

V. Trach nhiém

- Can bd quan ly ph01 VBCC co trach nhiém quan 1y, luu trit phoi VBCC; tiép nhén,
kiém tra ho so d& nghj cép phdi VBCC; cap phat phéi VBCC cho don vi quan ly dao tao;
theo ddi, kiém tra tinh trang phdi VBCC thudng xuyén va quan ly hd so cp phat phoi
vin bing, ching chi.




- Can bd thudc don vi quan ly dao tao dugc phén cdng lién hé nhan ph01 vin bing
ching chi ¢6 trach nhiém chuin bi ddy du céc hd so da dugc quy dinh; kiém tra va nhén
phdi VBCC duing theo hd so.

- Phong Hanh chinh téng hop c6 trach nhiém lap ké hoach, dé nghi viéc in 4n phoi
VBCC trinh Hiéu trudng phé duyét; Thuc hi¢n céc thu tuc in phdéi VBCC; dan tem bao
hiém, quan ly va thuc hién céc tha tuc cdp phat phdi vin bang, chung chi dung quy dmh
Két hop vm don vi quan ly dao tao béo cdo B9 Gido duc va Pao tao, Bo Y té viéc in 4n,
quén ly, cAp phét va sir dung phoi VBCC hang nam.

- Pon vi quan Iy dao tao ¢6 trach nhiém dé xuét nhu ciu sir dung pho6i VBCC, thuc
hién hd so, thi tuc d& nghi cap phdi VBCC, bao quan va st dung ph6i VBCC theo diing
quy dinh.

- Hleu truong chiu trach nhiém phe duyét mau phdi VBCC, so lugng in phéi
VBCC, s hiéu (seri) trén phoi VBCC; quyét dinh cép phat, thu hdi, hiy bo phoi VBCC.




VI. N§i dung quy trinh
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6.2. M6 ta cac bwéce thyc hién:

Bude 1: Lap ké hoach va dé nghi in phai VBCC

Don vi quan ly dao tao ding ky nhu ciu sir dung phdi VBCC (c6 thé dang ky cho
nhiéu nam), giri vé phong HCTH, kém méu phdi VBCC.

Cén ctr nhu cau str dung phdi VBCC ciia don vi quéan ly dao tao, Phong HCTH lap
ké hoach in phéi VBCC trinh Hiéu truong phé duyét.

Buéc 2: In va din tem béo hiém phéi VBCC

Phong HCTH thyc hién cac thu tuc in 4n phoi vin bing, chimg chi; dan tem bao
hiém phéi VBCC.

Budc 3: Nghiém thu, luu trie phéi VBCC

Phong HCTH tham muu thanh 14p Hoi dong nghiém thu dua vao sir dung phoi
VBCC; T chirc nghiém thu va luu trit dang quy dinh (c6 bién ban nghiém thu).

Truong hgp phdi VBCC bi hu héng do 16i in, 18i dan tem bao hiém; Phong HCTH
tham muu thanh 1ap Hoi dong huy phdi VBCC va tién hanh huy phéi theo quy dinh (c6
bién ban huiy phoi).

Buwéc 4: Dé nghj cip phoi VBCC

DPon vi quan ly dao tao 1ap hd so dé nghi cép phoi van bang, ching chi gui bd
phan quan ly phoi VBCC Phong HCTH dé dé nghi cép phdi VBCC khi ¢6 khéa dao tao
két thac. HO so bao gom

- Gidy dé nghl chp phm vin bang/ chimg chi, ghi cu thé sé luong, tung loai van
bang, chimg chi, bing véi sb lugng, nguoi hoc duge cong nhan trong quyét dinh tdt
nghiép/ hoan thanh chuong trinh dao tao/ hoan thanh khoa hoc (Mau SA-HCTH-VBCC).

- Quyét dinh cong nhan ngudi hoc tht nghi¢p/hoan thanh chuong trinh dao tao/
hoan thanh khoa hoc; danh sach ngudi hoe duge cip bing, chimg chi.

- Quyét dinh thu nhan nguoi hoc ¢ danh séch kém theo trong mg voi khéa tdt
nghi¢p/hoan thanh khoa hoc.

- Quyét dinh thanh 1ap Hoi ddng huy phoi VBCC, bién ban hity phdi VBCC, dbi
v6i truomg hop dé nghi cdp phéi VBCC b sung do don vi quan ly dao tao in sai, in 15i
(mau 5B-HCTH-VBCC, mau 06-HCTH-VBCC, huéng din HD 01-HCTH-VBCC).

Budc 5: Kiém tra ho so d@é nghj cip phéi VBCC

Phong HCTH kiém tra hd so dé nghi cép phéi VBCC do don vi quan 1y dao tao
giri, néu dung theo quy dinh, trinh Hiéu truong ky phé duyét. Truong hop, chua dung
theo quy dinh, Phong HCTH guri lai don vi quéan 1y dao tao va hudéng dan thuc hién hd so,
thu tuc theo dung quy dinh. Thoi gian thuc hién khong quéa 01 ngay.

Budc 6: Cip phdi vin bang, chirng chi

Phong HCTH chuan bj ddy da s6 lugng phoi VBCC theo gidy dé nghi cdp phéi
VBCC da dugc Hiéu truéng phé duyét. Thyc hién tha tuc giao, nhin phoi VBCC: kiém
tra hinh thirc, chét lugng, s6 hiéu vin bfmg, chirng chi, sb seri, tem bao hiém, ... chinh x4c
trude khi hai bén théng nhat ky phiéu cdp phéi VBCC (Miu 07-HCTH-VBCC). Thoi
gian thye hién khong qua 01 ngay.




Buwdc 7: Luu trik va c@p nhdt ho so quén Iy phéi VBCC

Ph(‘)n‘g HCTH lap s'('vi quan ly Cf’lp‘phf)i vin bing chung chi, mau 08-HCTH-VBCC.
Luu trl”{ ho so de nghi cdp phéi van bang, chimg chi, tai noi luu trir phéi VBCC va luu
vinh vién.

Dinh ky 3 thang kiém tra tinh hinh phoi VBCC.

VIL Hb so
Stt H6 so Noi lrru trir Thoi gian | Ghi
lru triv | chi
1 |86 quan Iy va cdp phat phéi van | Phong HCTH Vinh vién
bang, chimg chi
2 | Quyét dinh thanh lap H¢i ddng | Phong HCTH Vinh vién
nghiém thu ph6i VBCC va Bién ban
nghiém thu dua vao sir dung
3 | Gidy d¢ nghi cdp phéi vin bing, | Pon vi quan 1y dao | Vinh vién
chimg chi dd dugc Higu trudng phé | tao, Phong HCTH
duyét
4 | Quyét dinh cong nhan ngudi hoc tét | Phong HCTH, don | Vinh vién
nghi¢p/ hoan thanh khéa hoc/ | vi quan ly dao tao
chuong trinh hoc
5 | Danh séch ngudi hoc dugce cép bing, Phong HCTH, don | Vinh vién
chirng chi vi quan ly dao tao
6 Quyét dinh thu nhén nguoi hoe khoa | Phong HCTH, don | Vinh vién
twong (ng (c6 danh sach kém theo) | vi quan ly dao tao
7 | Phiéu cép phoi vin bang, chimg chi Phong HCTH, don | Vinh vién
vi quén ly dao tao
8 | Quyét dinh thanh 14p Hoi dong hiy | Phong HCTH, don | Vinh vidn
phéi VBCC va Bién ban huy phéi | vi quan 1y dao tao
VBCC (néu d& nghij cép phoi VBCC
bd sung)
9 |Bédo cdo tinh hinh st dung phdi | Phong HCTH Vinh vién
VBCC va K& hoach sir dung, in phoi
VBCC dugc Hi¢u trudng phé duyét

VIIL Phu lyc (biéu miu, hwéng din)

- Biéu mau:

Méu SA-HCTH-VBCC: Gidy d& nghi cip phoi VBCC

Mau 5B-HCTH-VBCC: Gidy dé nghi cép ph6i VBCC bd sung
Méu 06-HCTH-VBCC: Bién ban hity phdi VBCC
Mau 07-HCTH-VBCC: Phiéu cap phdi VBCC
Mau 08-HCTH-VBCC:S quan ly phdi VBCC.

- Huéng dan HDO1-HCTH-VBCC: Huéng dén hiy phdi VBCC.




Miu SA-HCTH-VBCC
TRUONG PH Y DUJC CAN THO  CQNG HOA XA HOI CHU NGHIA VIET NAM

PHONG ...... Poc ldp - Tw do - Hanh phiic
S6: . Can Tho, ngay thang  ndm
GIAY PE NGHI

V/v cap phdi bang/chirng chi ...

Kinh gti: Hiéu truéng Trudng Pai hoc Y Duoc Can Tho.

- Can cr Quyét dinh s6 ...... /QD-DHYDCT ngay ....../....../... cla Truong
Pai hoc Y Dugc Céan Tho vé viée cong nhén tdt nghiép ....,
Phong ...... kinh dé nghi Higu truong duyét cép phdi bang...(chimg chi.....)
dé in 4n va cip cho ...... d tot nghiép theo quyét dinh trén.
* S0 hrgmg phdi VBCC:
- Phoi béang ...... S6 luong: ...... (bang chi:...).
- Phéi ching chi ...... S6 luong: ...... (bang chii: ...).
* Dinh kém:
- Quyét dinh ... 56 ...... /QD-DPHYDCT ngdy ............[... cia Truong Pai hoc
Y Duoc Cén Tho,
- Quyét dinh cong nhén trang tuyén ...... SO ... ngay ....
* Ngwoi lién hé nhan phoi:
- Ho vatén: ......

- Chuc vy, don vi: ......

Trwong Phong .......

Ho va tén
Truwéng Phong HCTH HIEU TRUONG

(Chit ky, ho tén va déng ddu)

Ho va tén




Mau 5B-HCTH-VBCC
TRUONG BH Y DUJC CAN THO ~ CQNG HOA XA HQI CHU NGHIA VIET NAM

PHONG ...... Doc lap - Tu do - Hanh phiic
Sé: LT Can Tho, ngay thang  ndm
GIAY DE NGH] ,
V/v cap phdi bing......(ching chi...) bd sung

(Khi dé nghi cdp phéi b sung do ¢6 phéi bi hu, hong)
Kinh gui: Hiéu truéng Truong Pai hoc Y Duoc Céan Tho.

- Can ctr Quyét dinh s6 ...... /QD-DHYDCT ngay ....../....../... cua Trudng Dai hoc
Y Dugce Can Tho vé viéc thanh 1ap Hoi ddng huiy phoi VBCC...;

- Cain cr Phiéu cp phdi vin bang, chimg chi sb ... ngay ...../...... /..... cia Phong
Hanh chinh téng hop;

- Cén clr Bién ban hity phdéi VBCC s6 ... ngay ...

Phong ............ kinh dé nghi Hiéu truéng duyét cép phoi bang... (chimg chi...) bd
sung.
* S lwgng, sO seri phoi VBCC:
Stt | Loai phdi VBCC SH ll{ong phoi S lugng S6 seri
dé nghi phoi da huy phoi da huy

cap bo sung

* Pinh kém:
1) Quyét dinh thanh lap Hoi dong hity ph6i VBCC b ...... ngdy ...... (ban chinh)
2) Phiéu cap phdi vin bing, chimg chisd ......... BEAY covuil vomans /..... (ban photo)
3) Bién ban hity phéi VBCC s6 ... ngay ... (ban chinh).

* Ngwdi lien hé nhan phoi:
-Ho va tén: ......
- Chtrc vy, don vi: ......

Trwong Phong .....

Ho va tén
Truwéng Phong HCTH HIEU TRUONG
(K, ho tén va dong dau)

Ho va tén




M3Au 06-HCTH-VBCC

TRUONG PH Y DUJC CANTHO ~ CQNG HOA XA HQI CHU NGHIA VIET NAM

PHONG ...... Déc lip - Tw do - Hanh phiic
Sé: IBBs, . Can Tho, ngay thang  ndam

BIEN BAN HUY PHOI ....

- Can cir Quyét dinh s6 ...... /QD-DHYDCT ngay ....../....../... cua Trudong Dai hoc
Y Dugc Cén Tho vé viée thanh 14p Hoi dong hiy phdi...;
Hoi dong tién hanh hiy phoi ...
- Thoi gian: ... gio .... phit, ngay ... thang ... nam ...
- Dia diém: ...
- Thanh phan ¢6 mit::
1) Nguyén vin A..
2) Tran Thi B...
0 e
- Ly do huy phoi: ...
- S6 lwgng phoi huy: ...
- S6 seri phoi hiy:

L

Viéc hity phéi ... két thuc lic ... gior ... phut cung ngay.

Nguoi ghi bién ban
Ho va tén

Thanh vién hdi dong: Ky tén:

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

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

CHU TICH HOI PONG

(Chit ky)
(Péng ddu, néu cd)
Ho va tén
CHUC VU




Mau 07-HCTH-VBCC

TRUONG PH Y DUQC CAN THGO CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG HANH CHINH TONG HQP Poc lap - Tw do - Hanh phic
S6: /HCTH-PCP Cdn Tho, ngay thdng ndm
PHIEU CAP PHOI ......
- Can cu:

+ Quyét dinh s6 ... ngay ... cua Truong BPH Y Dugc Can Tho vé viée cong
nhén tét nghiép...;

+ Gidy dé nghi cap phdi ... s6 ........ ngay ... cia Phong ... Truong PH'Y
Duoc Can Tho;

- Bon vi nhan: Phong ... - Trudng Pai hoc Y Duge Can Tho.

- Nguoi tryuc tiép nhan: (ho va tén cén bo).

- S0 lugng phéi: .... (ghi bang chi¥).

- S seri: tir ... dén ...

Nguwoi nhan Nguoi giao
(Ky va ghi ré ho tén) (Ky va ghi ro ho tén)

TRUONG PHONG HCTH

Ho va tén




MAu 08-HCTH-VBCC

TRUONG PAI HOC Y DUQC CAN THO CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

SO QUAN LY PHOI ...
Nim ...

- Hop dong in phoi ...: S6 ... ngay ... thang ... nim ...;

- Bién ban nghiém thu va thanh ly hop dong: S6 ... ngay ...;

- Bién ban nghiém thu phéi .... s6 ... ngay ... ctia Trudng Pai hoc Y Duge Can Tho;
- S6 phdi da in: ... (sb luong bing chix).

- S seri: tirsd ... dénsb ...

Ngay cap Phoi ... da cap Phéi ... con lai Nguoi nhan Ghi chi
S6 lugng | Turséseri | Dénsdseri | SO luong | Tir s seri | Pén sé seri (Ho va tén, don vi)
Can Tho, ngay  thing  ndm HIEU TRUONG

Nguoi lap so .
(Chir ky, dong dau, ho va tén)

Hgo va tén




HD 01-HCTH-VBCC

TRUGNG PH Y DUGC CAN THO
PHONG HANH CHINH TONG HQP

] _ HUONG DAN ]
HUY PHOI VAN BANG/ CHUNG CHi

1. Khi phdi vin bing, chimg chi (VBCC) chua dugc giao cho don vi quan ly dao
tao’, phéi dugc hity trong trudng hop sau:

- Khi Truong ban hanh miu phéi VBCC méi, mau phoi VBCC cii khong con sir
dung nita, hodc phéi VBCC khéng con sir dung nita vi ly do nao d6, hoic

- Phoi vin bang, chimg chi b hu héng do 18i k§ thuat khi in an, dén tem...

Phong Hanh chinh tong hop (HCTH) tham muu thanh lap Hoi dong hay phoi
VBCC va tién hanh hity phéi VBCC theo quy dinh. Héi dong hity phdi VBCC bao gbm:
Dai di¢n Ban Giam Higu, dai dién Phong HCTH, cé4n bd quan ly phéi VBCC, dai dién
Phong Thanh tra - phép ché.

2. Khi phéi VBCC di dugc giao cho don vi quan 1y dao tao, néu phoi VBCC bj hu
hong, don vi quan ly dao tao thanh lap Hoi dong hty phdi VBCC va tién hanh huy phéi
VBCC theo quy dinh. Hoi dong huy ph6i VBCC bao gém: Dai dién BGH, dai dién don
vi quan ly dao tao, can b quan ly truc tiép phoi VBCC tai don vi quan Iy dao tao, dai
dién Phong Thanh tra - phap ché.

3. Hiy phdi VBCC phai ¢6 bién ban theo miu 06-HCTH-VBCC /.

"Pon vj quan ly dao tao: gdm Phong Dao tao dai hoc, Phong Pio tao sau dai hoc, Trung tdm Dao tao theo nhu ciu
xa hi hodc cac don vj khac thuc hién chire chirc nang quan ly dao tao do Trudng duy dinh.




