UBND TiNH TUYEN QUANG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUGNG DAI HOC TAN TRAO Poc lip - Ty do - Hanh phic
S&: 400+ QD-PHTTr Tuyén Quang, ngay 23 thangA0 ndm 2020
QUYET PINH

Ban hanh quy trinh quan 1y, cip phat va
lwu trit phéi viin bing, ching chi ciia Trwdng Pai hoc Tan Trao

HIEU TRUONG TRUONG PAI HQC TAN TRAO

Céin ctt Ludt Gido duc dai hoc sé 08/2012/QHI13 ngay 18 thdang 6 ndm 2012 va
Ludt sira déi, bé sung mét s6 diéu cia Ludgt Gido duc dai hoc s6 34/2018/QH14 ngay
ngay 19 thang 11 néiim 2018 ciia Quéc hi nudc Cong hoa xd hoi chii nghia Viét Nam;

Cdn ciz Nghi dinh 99/2019/ND-CP ngay 30 thdng 12 nam 2019 cia Chinh
phii quy dinh chi tiét va hiedng dén thi hanh mét sé diéu ciia Ludt Stra doi, bé sung
mét s6 diéu ctia Ludt Gido duc dai hoc;

Can civ Théng tw s6 21/2019/TT-BGDPT ngay 29 thing 11 nim 2019 ciia
Bé Gido duc va Dao tao ban hanh Quy ché qudn 1y bing tot nghiép trung hoc co
56, bing (6t nghiép trung hoc phé théng, bdng 16t nghiép trung cdp sw pham, bing
10t nghiép cao ding sw pham, viin bing gido duc dai hoc va chitng chi ciia hé
théng gido duc qudc dén;

Can cit Qity ché 16 chikc va hoat déng cia Truong Pai hoc Tan Trao ban
hanh kém theo Quyét dinh sé6 25/0P-PHTTr ngay 06/01/2019 cia Hiéu trucng
Truong Dai hoc Tan Trao; |

Cdn cit Quyét dinh 56 112/QD-DHTTr ngay 17 thang 02 ndm 2020 ctia Hiéu
trudng Truong Pai hoc Tén Trao vé viéc ban hanh Quy ché qudn Iy vin bang,
chitng chi cia Trieong Dai hoc Tan Trao;

Xét d@é nghi ctia Trudng phong Pao tao,

QUYLT PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay quy trinh quan 1y, cép phat va
luu trit phdi vin bing, ching chi ciia Trudng Pai hoc Tan Trao.

Piéu 2. Quyét dinh nay c6 hidu luc k& tir ngay ky.

Diéu 3. Trudng cac don vi va cd nhan thudc Truong Pai hoc Tén Trao chiu
trach nhiém thi hanh Quyét dinh nay./.

Noi nhiin: ——HIR :
- UBND tinh (b/céo); HIEUTRUONG

- Cong an tinh;

- Lanh dao trudng;

- Céc don vi truc thude (t/h);
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i, van bing, chiing chi
\DHTTr, ngay 23 /40 /2020 cua

1. Pham vi diéu chinh va ddi tu’u’ng ap dung

1.1. Pham vi diéu chinh: Quy trinh ndy quy dinh vc quan ly, cAp phat va luu
trit phoi van bing, ching chi cia hé théng gido duc quéc dan (sau day goi tat 1a
phoi VBCC) tai Trudng Dai hoc Téan Trao.

1.2. Péi tugng 4p dung: Phong Hanh chinh - Quén tri, don vi quan 1y dao tao
gbm: Phong Dao tao, Trung tdm Tin hoc - Ngoai ngit, Trung tim Boi dudng va
Phat trién nghé nghiép va cac td chirc, cd nhén c6 lién quan thudc va tryc thufe
Truong Pai hoc Téan Trao.

2. Chir viét tit
+ DVQLDT: Don vi quan ly dao tao (gébm Phong Dao tao, Trung tam Tin

hoc - Ngoai ngit, Trung tdm Boi ducmg va Phat trién nghé nghi€p, cac don vi co
chirc ning quéan 1y dao tao va duge giao in 4n, chp phét van bang, ching chi).

+ HCQT: Hanh chinh - Quan tri.

+ VBCC: Vin bing chimg chi.

+ QD: Quyét dinh.

+ HD: Hoi ddng.

3. Quy trinh quan 1y, cip phat vi luu triv phéi vin biing, chiing chi
3.1. So @0 Quy trinh (Phu luc 2)

3.2. Mo ta cac budc thye hién

Bude 1: Lap ké hoach va d& nghi in phéi VBCC

Cac DVQLDT dang ky nhu céu st dyng phoi VBCC gt vé phong HCQT,
kém mAu phoi VBCC. Cin cit theo nhu cau ciia cic PVQLDT phong HCQT lap ké
hoach in phéi VBCC trinh Hiéu trudng phé duyét.

Budc 2: In vi dén tem bio hiém VBCC

Phong HCQT thyc hién dly di céc thi tuc in 4n phéi vin bang, chung chi,
dan tem bao hiém phoi VBCC.

Buéc 3: Nghiém thu, lwu trit phoi VBCC

Phong HCQT tham muu thanh 1ap Hbi ddng nghiém thu dua vao st dung
phdi VBCC. T6 chic nghiém thu va luu trit ding quy dinh (kém theo bién ban
nghiém thu).

Trudong hop ¢é phéi VBCC bi hu héng do 161 in, 16i dan tem bao hiém.

Phong HCQT tham muu thanh 14p Hoi ddng huy phoi VBCC va tién hanh huy
phoi theo quy dinh (kém theo bién ban hity phoi).



Buéc 4: Dé nghi cip phdi VBCC

Céc DVQLDT lap hd so d& nghi cip phdi VBCC gui bg phan quan 1y phoi
VBCC ctia Phong HCQT khi ¢6 khéa dao tao két thc.

* Ho so’ gom:

1. Gidy d& nghi cép phoi VBCC (Mdu 014-HCQT-VBCC).

2. Quyét dinh cong nhan ngudi hoc tét nghiép/hoadn thanh chuong trinh dao
tao/hodn thanh khoéa hoc (Kém theo danh sdch nguoi hoc duoc cdap bing, chitng
chi).

3. Quyét dinh trang tuyén, quyét dinh/ké hoach mé 16p c6 danh sach kem
theo twong tng véi khoa tét nghiép/hoan thanh khéa hoc.

4, Quyet dinh thanh ldp Hoi dong hily phoéi VBCC, bién ban huy phdi
VBCC, d6i voi truong hop d& nghi cp phoi VBCC bd sung do don vi quéan ly dao
tao in sai, in 181 (néu c6) (Mdu 01B-HCQT-VBCC, Méu 02-HCQT-VBCC, Mdu 01-
HD-HCQT)

Budéc 5: Kiém tra hd so dé nghj cdp phéi VBCC

Phong HCQT kiém tra hd so d& nghi cip phoi VBCC do DVQLDT giti, néu
ding theo quy dinh, trinh Hiéu trwong ky phé duyét.

Buwéc 6: Cip phdi VBCC

Phong HCQT chuén bj ddy du sé lugng phéi VBCC theo giéy d& nghi cép
phdi VBCC da dugc Hiéu trudng phé duyét. Thyc hi¢n thil tyc giao, nhén phdi
VBCC; kidm tra hinh thirc, chat lwong, s6 hiéu vin bang, ching chi, 56 hleu/so
seri, tem bdo hidm,... chinh x4c trudc khi hai bén théng nhét ky phiéu cép phoi
VBCC (Mau 03-HCQT-VBCC).

Buwéc 7: Luu trir va cip nhat hd so quén 1y phéi VBCC

Phong HCQT 18p ho so quan ly cp phdi VBCC (Mdu 044-HCQT-VBCC)
va luu vinh vién.

Céc don vi quan 1y dao tao 13p ho so quan 1y phéi VBCC (Mdu 04B-QLDT-
VBCC) va luu vinh vién tai don vi.

4. Trach nhiém ciia cac ¢4 nhéan va don vi lién quan

4.1. Hiéu truéng

Chju trach nhi¢m phé duyet mau phdi VBCC, s& luong in phoi VBCC, sb
hiéu/sb seri trén phdi VBCC; quyét dinh cdp phat, thu hdi, hity bo VBCC.

4.2. Pon vi quan ly dao tao

- Giao trach nhiém cho 01 cén bo trong bién ché phu trach VBCC va béo céo
Higu trudng bang vén ban.

- Co trach nhiém dé xuét nhu ciu stt dung phdi VBCC, thyc hién hd so, thi
tuc d& nghi cip phdéi VBCC, bao quéan va sit dung ph6i VBCC theo diing quy dinh.

- Can bo phu trach VBCC tai cac don vi quan ly dao tao c6 trach nhiém:
+ Chudn bi diy du hd so da duge quy dinh.



+ Kiém tra va nhan phoi VBCC dung theo hd so.

+ Béao quan va sit dung ph6i VBCC dung theo quy dinh.

4.3. Phong Hanh chinh - Quén tri

- Giao trach nhiém cho 01 can b trong bién ché phy trich quan 1y VBCC va
bao cao Hiéu trudng bang vin ban.

- C6 trach nhiém 1ap ké hoach, d& nghi viéc in 4n phoi VBCC trinh Higu
truong phé duyét. Thuc hién cac thi tuc in phdi VBCC, dan tem béo hiém, quan ly
va thyc hién céc thil tuc cép phat phoi VBCC dung quy dinh. Két hop véi don vi

quén 1y dao tao bao cdo BY gido duc va DPao tao, cic co quan quan ly lién quan
viéc in 4n, quan 1y, cdp phét va str dung ph6i VBCC hang nim.

- Can bd quan 1y phéi VBCC c6 trach nhi¢m:

+ Quan ly, luu trit phéi VBCC.

+ Tiép nhén, kiém tra hd so dé& nghj cip phoi VBCC.
+ Cép phat phdi VBCC cho don vi quan 1y dio tao.

+ Theo ddi, kiém tra tinh trang ph6i VBCC thudng xuyén.
+ Quan 1y hd so cép phét phéi VBCC theo ding quy dinh.

5. HO so' quan 1y, cip phéi VBCC

STT Hb so Noi lwu triv
1 | S6 quan Iy va cip phat phoi VBCC Phong HCQT
QP thanh 14p hoi ddng nghiém thu phéi VBCC .
2 | va Bién ban nghiém thu. Ehong HCQL
3 Gidy d& nghi cip phoi VBCC da duge Hidu DVQLDT,
trudng phé duyét Phong HCQT
4 QD cong nhan ngudi hoc tot nghiép/hoan bVQLDT,
thanh khéa hoc/chuong trinh hoc. Phong HCQT
’ . £ 13 , ; bVQLDT,
5 Danh sach ngudi hoc duge cap béng ching chi Phong HCQT
6 Quyét dinh trang tuyén/ké hoach mé 16p cla bVQLDT,
khéa hoc twong Gng (cd danh sach kém theo) Phong HCQT
S bVQLDT,
7 Phiéu cap phéi VBCC | Phong HCQT
QD thanh 1dp hdi dong hiy phéi VBCC va PVQLDT,
8 Bién ban hiy phdi VBCC (trong truong hop Phong HCQT
cdp phéi VBCC bé sung do in sai, in 16i) g
B4o c4o tinh hinh st dung phdi VBCC va ké
9 hoach st dung, in phéi VBCC dugc Hiéu| Phong HCQT
truong phé duyét.




6. Phy luc
1. Méu 014-HCQT-VBCC: Gidy dé nghij cip phdi VBCC.
2. Méu 01B-HCQT-VBCC: Gidy d& nghj cip ph6i VBCC b sung.
3, Méu 024-HCQT-VBCC: Bién ban nghiém thu ph6i VBCC.
4. MGu 02B-HCQT-VBCC: Bién ban hiy ph6i VBCC.
5. Méu 03B-HCQT-VBCC: Phiéu cip phéi VBCC.
6. Mdu 044-HCQT-VBCC: S6 quan ly phdi VBCC cia phong HCQT.
7. Mdu 04B-QLDT-VBCC: S6 quan 1y phdi VBCC ciia DVQLDT.



PHU LUC 2: SO PO QUY TRINH QUAN LY, CAP PHAT VA LUU TRU PHOI VAN BANG, CHUNG CHi
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> Phong HCQT |~ Mau 044-HCOT-VBCC 1 s i

- Méu 04B-QLPT-VBCC

vién hd so
theo quy dinh




Phu luc 1
Méu 014-HCQT-VBCC

TRUGNG DAIHOC TAN TRAO CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG/TRUNG TAM......... Péc 1ap - Tw do - Hanh phiic

Tuyén Quang, ngay  thang ndm 20...

GIAY PE NGHI
V/v cip phéi viin bing/chimg chi...........
Kinh il .oovvvnnnee e

Can cir Quyét dinh sb........ /QD-DHTTY...../ecoo0e. DAY ovf v, clia
Hiéu truong/Giam dbc Trung tAm ........... Trudng Dai hoc Tén Trao vé& viéc cong
nhan tdt nghiép/hoan thanh khéa hoc ........ N

Phong/Trung tAm............... kinh d& nghi Hiéu trudng duyét cdp phdi
bang/chimg chi........... ) dé in 4n va cép cho ........ d3 tbt nghiép theo quyét dinh
trén.
1. S6 lwong phéi:
-Phéi bAng..........coeunnn SO lwong:......cceevnn... cai (bing chit.........)
- Phof ghimgiehds . o o conib o os i snvmama SO Iuwgng:....ocvvvvvnviviiininnns
(BANE Chlliuueiivnireinniernsieesinsrnnersensarsssersara s sansosesnnrrasssnsesss )
2. Pinh kém:

1. Quyét dinh $b............. /QP-PHTTr.... ) ....... NEAY vovidveviid e, clia
Hiéu trudng/Giam dbc Trung tam ........... Truong Pai hoc Tén Trao vé viéc cobng
nhan tot nghiép/hoan thanh khéa hoc ........

2. Quyét dinh coéng nhan tring tuydn/ quyét dinh, ké hoach mo
7o Tl .
3. Nguwoi lién hé nhan phoi:

~-Hovaténi........ooooiiiiiiiininnnnn

- Chlrc vy, don Viie..ovveveeeinennennns

HIEU TRUONG TRUONG PHONG/ GIAM POC




Maéu 01B-HCQT-VBCC

TRUGNG PATHQOC TAN TRAO  CONG HOA XA HOQI CHU NGHIA VIET NAM
PHONG/TRUNG TAM......... Pic lip - Tw do - Hanh phiic

Tuyén Quang, ngay  thang ndm 20...

GIAY PE NGHI

V/v cép phéi vin bing/ching chi........... b6 sung
(Khi dé nghi cdp phéi bo sung do ¢6 phéi bi hw hong)

KIglily ; o cioumonns suomssngsmmnssvis i s s o os cosnmmnn s v
Cin cfr Quyét dinh L /QD-DHTTY...../....... ngay ..../evecd . clia Hi€u trudng
Trudng Dai hoc Tan Trao vé viée thanh 14p Hoi dong huy phéi VBCC..........
Cin ctt Phidu c4p phdi vin bing, ngay..../.../.... clia phong HCQT;
Cin cu Bién b4n hiy phdi VBCC ngay........coeeveens
Phéng/anmg A5 v gt kinh d& nghi Hiéu trudong duyét cdp phoi bang/chimg
o] ;| (—————— b6 sung

Phong/Trung tam... .kinh d& nghi Hiéu truong duyét cip phoi bing.....(chimg chi.....) d&
in &n va cp cho ........da tdt nghiép theo quyét dinh trén.
1. S6 hrgng, s hiéw/sb seri phéi VBCC:

Stt | Loai phéi VBCC | SL phéi d& nghi cAp BS | SL phdi d4 hily | S6 hi¢u/ s6 seri phdi
da hiy
W | e s eee oo J BB R R T
9
2. Pinh kém:
1. Quyét dinh thanh 14p Hoi ddng hity ph6i VBCC sb....0838Y.....ccceeerrnrn
2. Bén sao Phiéu cp phoi viin bing, chimg chi ....... 11122 SO
3. Ban sao Bién ban hiy phdi VBCC.............. IV 3 i oo i s 0 A S M PG 408
3. Ngwoi lién hé nhin phoi:
5 HOr v AL e cnsonsonmmrases vas cxmarm
- Chire vy, domn vii,.ereveeineenvannn.
THU TRUONG DON VI

TRUONG PHONG HCQT HIEU TRUGNG



Mau 024-HCQT-VBCC

TRUONG PAI HQC TANATRAO CONG HOA XA HQI CHU NGHIA VIET NAM
HONG NGHIEM THU PHOI VBCC Poc ldp - Tu do - Hanh phiic

Tuyén Quang, ngay  thang ndm 20...

BIEN BAN NGHIEM THU PHOL.....

Cin cir Quyét dinh sb........ /Qb-BHTTr...../....... 711, S foveirenn cua

Hiéu trudng Trudng Dai hoc Tan Trao v& viée thanh 14p Hoi dong nghiém thu phdi
Hoi ddng tién hanh nghim thu phoi...........evveerrrriiiiiiiiiiieinniniiiiiae,
- Thoi gian:.....gio.....phat, ngay...... thang...... 111211 ( COERS

|

S

: S
= Ly Ao Nghilmn thir P01 . .o ciwrnmmuems vonavsss s esin i stinsavess siusinuesssessssse
- 86 Dronie nEbRBIN T, .o e85 55 55 vomn cxowi i s s assss sewm e o5 oo wo v sa e waes
- S& hieu/sd seri R R T v ovmneranminn o v vev dén oo,
Viéc nghiém thu phoi................ két thiic Hic......gid......phit cling ngay.

Ngudi ghi bién ban CHU TICH HOI DONG

Thanh vién hdi dong K¥ tén

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



Mdu 02B-HCQT-VBCC

TRUONG DAI HOC TAN TRAO CONG HOA XA HQI CHU NGHIA VIET NAM
HOI PONG HUY PHOI VBCC Poc lip - Tw do - Hanh phiic

Tuyén Quang, ngay  thang ndm 20...
BIEN BAN HUY PHOL......

Cin cir Quyét dinh s6........ /QD-DHTTr...../[....... NBAY ook ssesass ) — cua
Hiéu truéng Trudng Dai hoc Tan Trao vé viéc thanh 1ap Hoi dong hity phoi

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

Vi Wiy phBL, osnsssscsmsmnnsins két thuc luc......gio......phit cing ngay.

Ngudri ghi bién ban CHU TICH HOI PONG

Thanh vién hdi dong Ky tén



TRUONG DATHQC TAN TRAO
PHONG HANH CHINH QUAN TRI

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

Mdéu 03-HCQT-VBCC

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phuc

Tuyén Quang, ngay

PHIEU CAP PHOIL ......

thang  ndam 20...

Cin c hd so kém theo gidy d& nghi cip phdi ngay.............ooeene.

2. Ngudi truc tiép nhan: ............oovvvvvviiierneenns.

3. $6 lugng phoi da dan tem bao hiém:

a1 T - — (Bang chif..................
- S6 hiéu/sb seri: Tur......... dén...........
“PhOL.ceeuneiiiiiiiiieneeiiis (Bang chif.......ccoceevvnnn.
- 86 hiéu/sb seri: Tu......... dén...........

Ngudi cip Linh dao phong HCQT

da dugce Hiéu trudng phé duyét.

Ngwoi nhin



Maéu 04-HCQT-VBCC
TRUONG DAIHOC TANTRAO  CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG HANH CHINH - QUAN TRI Pijc lap - Ty do - Hanh phiic
SO QUAN LY PHOI
TWHFAY «onvcrsonvensmen ... dén ngay........
Phéi di in Phéi d4 cép Phéi con lai
Pon
Té - i Ghi
i lfn G | S8 |se| | sb|se| |6 sh ﬁg‘ M|
gay | ool O | pigy | hieu | S° | nigu | hiew | 5° | higu | hiew | T | nhgn
luong 4 . | luong 5 .. | luong A o
Au cuoi dau | cudi dau | cudi

Tuyén Quang, ngay  thang ndm
Ngudi 1ap so TRUONG DON VI




TRUONG DAIHOC TAN TRAO

Mdu 04-QLPT-VBCC

CONG HOA XA HQI CHU NGHIA VIET NAM

L8 5 1 ST PO S DPic lip - Ty do - Hanh phic
SO QUAN LY PHOI
Tl ngAY ceevveenens esvsnase QEN EAY issensnwswsssssnanans
Phéi dé nhén Phéi da cép Phéi hong Phoi con lai
Té : 6 il
‘ ;:1 o | S6 S8 | o | s6| sb | sb | S8 o sb sé S?ﬁtf’t Shﬁ
Ngay | P oone | Bigu | higa | | hiu | higuc | lugng | hieu | | | hiéu | higu ghisp
e ddu | cubi pas dhu ubi = ddu | cudi
Tuyén Quang, ngay thang ndm
e A A A A
Nguwoi 14p so TRUONG PHONG




