BO GIAO THONG VAN TA1 CONG HOA XA HOT CBYU NGHIA VIET NaM

TRUGNG BAI HQC CONG NGHE, GTVT Doc Idp - Ty do ~ Hanh phic
86: 4470  /QP-DHCNGTVT Ha N6i, ngayl 5 thang 5 neim 2020
QUYET PINH

V& vige ban hanh Quy trinh quin Iy viin bing, chitng chi
clia Trirdng Dai hoe Cong ngh¢ Giao thong vin thi

‘ HIEU TRUONG
TRUONG BAIHQC CONG NGHE GTVT

Can cir Quy ché T8 chic va hoat dong cta Truong Dai hoc Céng nghé
Giao théng van tai ban hanh kém theo Quyét dinh sé 1296/QD-DHCNGTVT
ngdy 27 thang 4 ndm 2017 ciia Hidy truéng Truong Pai hoc Cong nghé Giao
théng van tai;

Cin ¢t Quyét dinh sé 1460/QD-DHCNGTVT ngay 29 thang 5 nam 2020
cia Hi¢u truéng Truomg Pai hoc Cong nghé Giao théng van tai vé viéc ban

hanh Quy ché quén Iy vin bing, chig chi:

Xét dé nghi ciia Trudng phong Pao tao,

QUYET PINH:

Diéu 1. Ban hanh kém theo Quyét dinh nay Quy trinh quan 1y vin bé"mg,
chimg chi ctia Truong Pai hoc Cong nghé Giao théng van taj (nhur ngi dung
dinh kem).

Bidu 2. Quyét dinh ndy ¢6 hiéu luc tir ngay ky.

IA - r /: [ ? i 7 by A 7 r
Dieu 3. Gidm d6c cic co s¢ dio tao, Truéng phong Pao tao, Truéng céac
phong chirc ning, Trudng cac Khoa, Trudng cic B mén, cac don Vi Va c4c ca
nhan c6 lién quan chiu tréch nhiém thi hanh Quyét dinh nay./.4)_

Noi nhin: KT. HIEU TRUONG
- Nhu Diéu 3; :
- B3 GD&PT (dé bao cao);
-B3 GTVT (dé béo céo),
- Hi¢u truomg (dé bao oéo); -
-Luu: VT, DT,




BO GIAO THONG VAN TAT CONG HOA XA TIQT CHU NGHIA VIRT NAM
TRUONG PATHQC CONG NGHE GTVY Bgc fip — Ty do — Hanh phic

QUY TRINH QUAN LY VAN BANG CHUNG CHi

I. Mue dich

Quy trinh quan ly vin béng, ching chi (VBCC) cia Trudng Dai hoe Cong
nghé Giao thong van tai 1a cin cir hudng dan trinh tw, cach thic thuc hién va cac
yéu ciu thong nhét dbi véi viéc.quan 1y, cdp phat phéi van bang, chimg chi cia
Nha trudong nhim dam bao céc cong viéc lién quan dén vin bing, chimg chi
dugc thue hién chinh xdc va ding quy dinh.

IL Trach nhiém

- BO phén quan ly phdi VBCC ¢6 trach nhiém: Lap ké hoach, sb lwong
ph6i VBCC cén in trinh Higu trwéng phé duyét: Lam hop déng in phdi VBCC
v6i don vi in; Nhép kho phdi VBCC tir nha in; theo ddi, kiém tra tinh trang phéi
VBCC thuong xuyén va quan ly hd so cép phat phéi VBCC.

- BO phan in VBCC cin cir Quyét dinh tét nghiép d? nghi bg phan quén ly
phdi VBCC cép phdi VBCC theo ding sb luong trong quyét dinh tét nghiép,
chiu trich nhiém vé ndi dung in trén bing tét nghiép, trinh Hiéu truéng ky bing
tbt nghiép sau khi in, chuyén vin thu déng déu theo quy dinh.

- BO phén cap phat VBCC ¢6 tréch nhiém tiép nhan VBCC da duoc ky,
déng dau, déi chiéu théng tin trén VBCC da hodn thién véi théng tin trong quyét
dinh t6t nghiép, quan Iy cap phat VBCC cho sinh vién chinh x4c va kip thoi.

- Hiéu trudng chiu trich nhiém vé céac quyét dinh lién quan dén vin bing,
chimg chi cua Trudmg.

I11. N§i dung quy trinh
1. Lwu d6 quy trinh

.....
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2. M t3 chi tiét quy trinh
Buwde 1. Lap ké hoach v d@ nghi in phéi VBCC

B& phén quan ly ph6éi VBCC cua phong Pao tao cin cir s6 lwong sinh
vién dy kién s8& t6t nghiép trong nim cho tit cdc cac hé dao tao cta Truong lap
ké hoach in phéi VBCC trinh Hiéu trudng phé duyét.

Buwée 2. Lam hop déng in phéi véi co s& in

Cung cép cho co s& in Quyét dinh ban hanh miu phdi van bing, chimg
chi cua Truong Pai hoc Céng nghé Giao théng van tai.

Cung cip market ndi dung trén phdi van bang, ching chi, logo va kich
thude font chir; kiém tra market nguyén ban, chiu trach nhi¢m sai hong vé noi
dung va hinh thirc truéce khi giao in; Cung c¢ip cho co s& in ndi dung théng tin,
trr liéu can thiét trén phéi VBCC,

Lam hop dbng va thanh 1y hop ddng véi co sé in.

Bude 3. Nghiém thu, Iwu trir phéi VBCC

B9 phén quan 1y ph6i VBCC khi nhan phéi bing thanh pham tir co s6 in

phai 14p Bién ban nghiém thu s luong va chit lugng phéi bing.

Truomg hop phéi VBCC hu héng do 16i in, 18i dén tem bao hiém; phong
Dao tgo tham muu thanh 13p Hoi dong hily phdi VBCC va tién hanh hiy phéi
theo quy dinh (mdu 04-DT-VBCC)

Buée 4. D& nghi cip phdi VBCC

B phan in VBCC lap hd so dé nghi cap phoi VBCC gui bd phan quan ly
VBCC khi ¢6 khéa dao tao két thic. Hb so bao gom:

- Gidy d& nghi cép phéi bang/chimg chi, ghi cy thé sb lugng, ting loai
VBCC biang véi sb luong, ngudi hoc duge cong nhén trong Quyét dinh cong
nhén 6t nghiép/ Quyét dinh cép chimg chi (MAu 1A -DT-VBCC).

- Quyét dinh cong nhan tbt nghiép/ Quyét dinh cép ching chi.

- Quyét dinh tring tuyén-hru-l 14n cho ca khoa hoc. .



Bude 5. Kiém tra ho so' va cip phéi VBCC

B6 phin quan Iy VBCC kiém tra hd so cdp phéi do bd phén in VBCC gii;
néu ding theo quy dinh thi thuc hién thd tuc giao, nhan phéi VBCC; kiém tra
hinh thic, chit luong, sb lugng...chinh xac trude khi hai bén théng nhét ky
phiéu cap phéi VBCC (MAu 02-DT-VBCC); Luu trit va cap nhit hd so quéan ly
phoi VBCC. Thaoi gian thue hién khéng qua 01 ngay.

Bwéce 6. In van bﬁng, chung chi

B6 phén in VBCC cin ctt Quyét dinh cong nhan tt nghiép/ Quyét dinh
cép chiing chi cho ngudi hoc hoan thién dir liéu dé in VBCC theo phin mém d3
1ap trinh; trinh Hiéu truéng ky VBCC sau khi in xong va chuyén vin thu dong
déu theo quy dinh.

B6 phén in VBCC chuyén VBCC sau khi da duge ky, dong dau cho bd
phén cip, phat VBCC, bao gdm ca sb cip VBCC (Mau 04-BT-VBCC).

Trudng hop VBCC trong qua trinh in bj sai, héng phai ban giao cho b
phan quéan Iy VBCC 14p hd so huy theo quy dinh hién hanh va lam hd so xin clp
lai (miu 1B-BT-VBCC).

Bwée 7. Cap, phat VBCC cho ngudi hoce

B6 phan cip, phat VBCC sau khi nhan VBCC dé hoan thién tir bd phén in
VBCC tién hanh cap, phat cho ngudi hoe vao thir 3, thir 6 hing tudn.

Trudng hop ngudi hoc téi nhan VBCC, b6 phén cip phat VBCC yéu ciu
kiém tra k¥ théng tin trén VBCC, néu c6 sai s6t théng tin trén VBCC, yéu ciu
ngudi hoc lam don (Méu 05-BT-VBCC) va cung cip diy di hd so chung minh
bang bi sai, l4p bién ban hiy bing sai theo quy dinh va chuyén cho bd phén in
VBCC lam tht tuc cdp d6i VBCC cho ngudi hoc.
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IV. Céch ghi thong tin “So hiéu” va “S0 vao s6 goc eap van bang” trén vin

bing, chimg chi c¢fia Truong Dai hoe Cong nghé Giao théng vén tai

1. Bing tbt nghiép

S8 Loai viin bing, ching chi ) . . pin
Sé hicu S6 vao sb Ky_l;‘F“
TT | Trinh dé Loai hinh dao tao ma 10p
1 Tién st UTTxxxxxx | A xxxxxx TS
2 Thac st UTTxxxxxx | 7TAxxx CH
3 Chinh quy UTTxxxxxx | 6AXXXXXX DC
4 Chinh quy (Vin bing 2) UTTxxxxxx | 6Baxxxxxx DB
5 Chinh quy (Lién théng) UTTxxxxxx | 6C.XXXXXX DL
Pai hoc
6 Vira lam vira hoc UTTxxxxxx | 6D.XXXXXX \'AY
7 Vira 1am vira hoc (Van bing 2) UTTxxxxxx | 6Ecomxx VB
8 Vira lam vira hoc (Lién thong) UTTxxxxxx | 6F.xxxxxx LV
9 Chinh quy UTTSAXXXXXX | XXXXXX CC
10 ) Chinh quy (Vin bing 2) UTTSBxxxxxx |  XXXXXX CB
Cao dang
i1 Chinh quy (Lién thong) UTTSCxxxxxx | XXXXXX CL
12 Vira lam vira hoc UTTSDxxxxXx |  XXXXXX Cv
2. Chiing chi
S6 TT Loai viin bing, chitng chi S6 hi¢u S6 vao sb
1 Gigo duc thé chét UTTTCxxxxxx XXKXXXX




1 Mau 1A-DT-VBCC
BO GIAO THONG VAN TAI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG BAI HOC CONG NGHE GTVT Bjc 14p — Tw do — Hanh phie

Ha Ngi, ngay  thang  ndam 2020

GIAY PE NGHI
V/iv cép phéi bing/ching chi

Kinh giri: Truéng phong Pao tao
Can ot Quyét dinh sb: _/QDb-DHCNGTVT ngay / /
ctia Truong Dai hoe Cong nghé Giao théng van tai vé viée cong nhan t6t nghiép.

B phan in vin bang, chiing chi kinh dé nghi lanh dao phong duyét cip
phdi bing.... (chimg chi) dé in cho ..... nguoi hoc da tdt nghiép theo Quyét dinh

trén.
1. $6 luong phdi van bang, chimg chi
- Phéi bing; Sé luong:
- Phéi chitng chi S6 luong:
2. Hb so dinh kém:

Quyét dinh s6: /QD-DHCNGTVTngay / /  cua Truong Dai

hoc Cong nghé Giao théng van tai v& viée cong nhan tét nghiép.
3. Nguoi nhén phoi
- Ho va tén:

- Chtre vu:

Trudéng phong Dao tao



7 ‘ Mau IB-DT-VBCC
BO GIAO THONG VAN TAl CONG HOA XA HOI cHU NGHIA VIET NAM
TRUONG BAI HQC CONG NGHE GTVT Dgc ldp — Tw do — Hanh phiic

Ha Néi, ngay thang  ndm 2020
GIAY DE NGHI
Vv cap phoi bang/chirng chi bo sung

Kinh giri: Truong phong Pao tao

Cén ¢t Quyét dinh sé: /QD-DHCNGTVT ngay / /  cua
Truong Dai hoc Cong nghé Giao théng van tai vé thanh 1ap Hai dbéng htiy phoi
vin bing, chimg chi.

Cin cir Phiéy cap phdi vin br?mg, chimg chi ngay thdng  ndm cta
phong Béo tao.

Can cir Bién ban hity phéi vin béng, chitng chi s6 ngay thang nim
ciia Truong Pai hoe Cong nghé Giao théng vén tai.

B6 phén in vin bing, chimg chi kinh d& nghj 1anh dao phong Do tao
duyét cAp phoi béng (chimg chi) bd sung dé in cho .. ... s6 bing da hong.

1. 86 lugng phéi van bing, chimg chi

- Phéi béng; S6 luong;
- Phéi chitng chi S6 hrong:
2. Hb so dinh kém:
- Quyét dinh sé: /QD-DHCNGTVT ngdy / /  cta Truong

Bai hoc Céng nghé Giao théng van tai vé& thanh lap Hoi dé)ng hiy phéi vin
béng, ching chi (ban chinh)

- Phiéu cp phdi vin bing, ching chi (ban sao)

- Bién ban hily phdi véin bing chtg chi (ban chinh)
3. Nguoi nhin phoi

- Ho va tén:

- Chire vu:

Trwdéng phong Pao tao



” Mau 02-DT-VBCC
_ BO GIAO THONG VAN TAI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG BAI HQC CONG NGHE GTVT Dgc 14p — Ty do —~ Hanh phie

Ha Noi, mgay  thdng  ndam 2020

PHIEU CAP PHOI

Can ci Quyét dinh sb: /QD-DHCNGTVT ngay / /

cta Truong Pai hoc Céng nghé Giao théng vén tai vé& cong nhan tét nghiép.
Can clt Gidy dé nghj cép phdi ngay thing  ndm clia bé phén in vin
bang, ching chi.

B6 phén quan 1y vin bing chimg chi giao cho b phan in van bing ching

chi s6 luong phéi nhu sau:

- Phéi bing: S6 lwong:. ...... (ghi bang chik.................. )
- Phéi ching chi S6 Twgng:....... (ghi bang chi:.................. )
Ngudi nhan Ngudoi giao
(Ky va ghi vé ho tén) (KY va ghi rd ho tén)
Truwéng phong Pao tao

(KY va ghi rd ho tén)



) ? ‘ Mau 03-DT-VBCC
BO GIAO THONG VAN TAI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC CONG NGHE GTVT Déc 1ap — Tw do - Hanh phic

Ha Ngi, ngay  thdng  ndm 2020

BIEN BAN HUY PHOI
Van bang, chirng chi héng

Ciin c& Quyét dinh sé: /QD- PHCNGTVT ngay / / cla
Truong DPai hoc Cong nghé Giao théng van ta1 vé thanh 14p Hoi déng hiy phoi
“vin bing, chimg chi.

Hbi ddng tién hanh hty phéi...
- Thoi gian:  gid....phat, ngay  thang nam
- Pia diém:
- Thanh phén c6 mat:
1)
2)
3)
- Ly do hly phéi:
- S6 hrong phdi hiy:
- 86 seri phéi huy:
Viée htty phéi két thiic luc ~ gid.... phit cung ngay.
Nguoi ghi bién ban

Thanh vién héi ddng Ky tén

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

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

CHU TICH HOI PONG



) Mau 04-BT-VBCC
BO GIAO THONG VAN TAl CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG BAI HQC CONG NGHE GTVT Boc ldp — Tw do — Hanh phiic

Ha Néi, ngay  thding ndm 2020

BIEN BAN BAN GIAO BANG/CHUNG CHi

Thoi gian:

Dia diém:

Chang 161 gbm:
BEN GIAO:

- Ho va tén:

- Chirc vu cong téc:
BEN NHAN:

- Ho va tén:

- Chtrc vu cdng tac:

Théng nhét 14p bién ban giao nhan: ...... bang/chimg chi tt ....... d3 in
xong dit liéu theo Quyét dinh t&t nghidp b ...... /QD-DHCNGTVT ngay / /

véi nhiing ndi dung cu thé nhu sau:
86 vao so:
S6 hiéu bang:

Bién ban nay dugc lap thanh hai ban; mbi bén gitr mot béan./.

DAI DIEN BEN GIAO PAI DIEN BEN NHAN



MAu 05-PT-VBCC

CONG HOA XA HQI CHU NGHTA VIET NAM
Béc lap - Tw do - Hanh phiic

Ha Ngi, ngay thang  nam 201

DON PE NGHI CHINH SUA THONG TIN
TREN BANG TOT NGHIEP

Kinh giti: - Ban Giam hiéu Truong Pai hoc Cong nghé GTVT

- Phong Dao tao
TN A1 1&:... i, S6 dién thoai: ......coovvvniieienn.
Sinhngay: ........cooiiiiiiiii, Noisinh: ...oooiviiiiiiii,
S6 chimg minh thu: ..........ccoovn.... Cong an tinh cAp: .........ccccoeeee..,
Lasinhvién1op: ..., Khoa: ..o
Nganh A0 1207 ..o,
Hé ddotao: .....ooooviviiiiiiiine Toaihinh daotao: ......................

P duge cip bang tbt nghiép nhur sau:

SO hidu bANg: .....oeeeiviiiiiee, NEAY CAP: +vvvveeeeneeeiceeere e
Do thdng tin trén bing t6t nghiép cta ti bi sai tai théng tin ...................
.............................. Noi dung théng tin dang: .................c.coeenn...
Ly dosais. ...

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

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

Vay, t&i 1am don nay kinh mong Nha trudng tao diéu kién gitp do chinh sta lai théng
tin trén bang t6t nghiép cho dung v6i hd so gbe ¢ nhan cha 16i.
T61 xin trén trong cam on!
NGUGI LAM PON



