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TINH THANH HOA Poc lap - Tu do - Hanh phic
TRUONG PAI HOC HONG bUC
S6 64 /QD-DHHD Thanh Hod, ngay &6 thang 4 nam 2019
QUYET PINH

Vé viéc ban hanh Quy dinh vé quin Iy cip phat bing, chirng chi tét nghiép
tai Truong Pai hoc Hong Pirc

HIEU TRUONG TRUONG PAI HOC HONG PUC

Can cu Quyet dinh sb 70/2014/Qb-TTg ngay 10/12/2014 cia Thu tudng
Chinh phii vé viéc ban hanh Diéu 1¢ truong dai hoc;

Cin ctr Théng tu sb 19/2015/TT-BGDDT ngay 08/9/2015 cua B§ Gido duc va
Do tao ban hanh Quy ché quan ly bang tét nghiép trung hoc co sd, bang tot nghiép
trung hoc phd théng, van bang gido duc dai hoc va ching chi cua hé théng giao duc
quoc dan; Thong tu so 10/2017/TT-BGDDT ngay 13/3/2017 cia B$ Lao dong -
Thuong binh va Xa hdi Quy dinh vé mau bing tot nghiép trung cép, cao ding; in,
quan 1y, cap phat, thu hdi, hity bo, bang tot nghiép trung cap, cao ding;

Can cir Quyét dinh sb 709/Qb-DHHD ngay 12/5/2015 cua Higu truorng
Truong Pai hoc Hong Dic vé viéc ban hanh quy ché t6 chirc va hoat dong cua
truong Pai hoc Hong Prrc;

Xét dé nghi cua 6ng Truong phong Quan ly dao tao,
QUYET PINH:

Diéu 1. Ban hanh Quy dinh ve quan ly cép phit bang, ching chi tot nghiép tai
Trudng Pai hoc Hong e (c6 chi tiét kém theo).

Piéu 2. Quyét dinh c6 hiéu luc ké tir ngay ky.

Piéu 3. Céc 6 ong (ba) Truong phong Quan ly Dao tao, trudng cac don vi ¢6 lién
quan chju trach nhiém thi hanh quyét dinh nay./. f&

Noi nhin:

- Hi¢u trudng va cac Pho Hi¢u truong (dé chi dao);
- Nhu Diéu 3 QP (dé thuc hién);

- Luu: VT, QLE)Ty




UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH THANH HOA Poc lap - Tw do - Hanh phic
TRUONG PAI HQC HONG DUC

QUY PINH
Vé viéc Quan 1y, cAp phat viin bing, chirng chi tai Trueomg PH Hong Dirc
(Ban hanh kém theo Quyét dinh sé 6.8 /OD-DHHP ngaydé/4/2019
cua Hiéu truong Truong Dai hoc Héng Dirc)

Chuwong 1. QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh va d6i twong dp dung

1. Vin ban nay quy dinh viéc quan ly, cdp phat vin bing tét nghiép va cic loai
chimng chi (sau diy goi tit 1a vin bing, chimg chi) cho nguoi hoc ctia Truong Dai hoc
Hong Pirc gom: in phoi, tem bao mat; quan ly phﬁi tem bao mat; qua'm ly vin bing,
chung chi; in ndi dung trén van bang, chimg chi; cap phat chinh stra, thu héi, hity bé vin
bang, chimg chi; cip ban sao vin bing chung chi tir s gdc.

2. Quy dinh nay ap dung dbi véi tit ca cac don vi, ca nhin c6 lién quan dén cong
tac quan 1y, cap phat vin bing, chimg chi ctiia Truong Pai hoc Hong Dirc phat hanh.

Diéu 2. Nguyén tic quéan ly, cip phat viin biing, chirng chi

1. Vin bang, chimng chi dugc quan ly théng nhit theo Quy ché ctia Bd Gido duc va
Dao tao. Nha trudng giao cho phong Quan ly dao tao la don vi diu méi dé quan 1y viée
thuc hién cip phét van bang, chimg chi dam bao quyén va trach nhiém cia Nha truong.

2. Ban chinh vin béng, chitng chi dugc cép mét 1an, khong cap lai.

3. Nghiém céim moi hanh vi gian 1an trong cép phat va str dung viin bing, chimng chi.

4. Dam bao cong khai, minh bach trong cip phét vin bang, chimg chi
Diéu 3. Cic loai viin bing, chirng chi do Trudng Pai hoc Héng Dire cap

l. Bé‘mg tot nghi¢p trinh do Tién si, Thac si, Pai hoc, Cao déng va Trung c?lp
chuyén nghiép (theo quyét dinh giao nhiém vu nganh/chuyen nganh dao tao);

2. Céc loai chitng chi, gdbm: Chimng chi Gido duc quoc phong va an ninh; Ching chi
boi duong nghiép vu su pham cho gidng vién trong céc co s& gido duc dai hoc; Chimng
chi boi du'orng nghiép vu quan ly gido duc; Ching chi bdi dudng theo tiéu chun chirc
danh nghé nghiép cho gido vién, giang vién trong cic co s& gido duc; Ching chi cong
ngh¢ thong tin; Chirng ch1 tiéng va chix viét dén toc thiéu sd; Ching chi Ké toan trudng
va nhirng chi khac dugc cap c6 thim quyén giao cho Trudng Pai hoc Hong Pirc dao tao,
bdi dudng dé cap chirng chi.

Diéu 4. Quyén va nghla vu cia nguoi duge cap vin bang, chirng chi

11 Nguorl duoc cap van bang ching chi ¢6 céc quyén sau diy:

a. Yéu cau Nha truong cap phat vin bang, c.hung chi ding thoi han quy dinh theo
khoan 3 Diéu 8 ctia Quy dinh ndy va ghi chinh xéc, ddy di cac thong tin trén vin bing,
ching chi;

b. Yéu céu Nha truong cp ban sao vin bing, ching chi khi ¢6 nhu ciu;

¢. Yéu ciu Nha truong chinh stra cac ndi dung ghi trén vin bing, chirng chi theo
Piéu 10 cia quy dinh nay

2. Nguoi dugce cip vin bing, chirng chi c6 cac nghia vy sau déy:




a. Cung cip chinh xac, ddy du cac thong tin can thiét dé ghi trong ndi dung vin
b?mg, ching chi;

b. Kiém tra tinh chinh xac céc thong tin ghi trén vin bang, chimg chi trude khi ky
nhdn vin bing, ching chi;

c. Phai ¢6 gidy ty quyén theo quy dinh ctia phdp luat khi khong truc tiép dén nhén
vin biang, chimg chi;

d. Gitr gin, bao quan vin bang, chimg chi; khong dugc tdy xoa, chinh sira cic ndi
dung ghi trén vin bang, chimg chi; khéng dugc cho ngudi khic sir dung vén bing, chimg
chi:

e. Ngudi hoc sir dung vin bing, chimg chi kém theo quyét dinh chinh sira vin bing,
chirng chi (néu co);

f. Trinh bao v6i Nha trudong va cong an noi gin nhét khi bi mat ban chinh vin bing,
chirng chi;

g. Nop lai viin bing, chimg chi cho Nha trudng trong thoi han 30 ngay, ké tir ngay
nhén dugc quyét dinh thu hdi vin bang, chimg chi.

Piéu 5. Trach nhiém cia don vi duwge giao nhiém vu trong viéc quan ly, cip vin
biing, chirng chi

1. Kiém tra, di chiéu va ghi chinh xac, diy du cac thong tin ghi trén vin bing,
chimg chi. Cung cép céc thong tin du kién ghi trén van bing, chimg chi cho ngudi hoc
dé nguoi hoc kiém tra tinh chinh xdc cia cac thong tin trude khi ghi trén vin bing,
chirng chi; yéu cau nguoi hoc ky xéc nhan vé viéc da kiém tra thong tin, ky xac nhén cac
yéu cau chinh sira thong tin va cung c¢ip cic cin cit yéu cau chinh sira théng tin. Cac
thong tin lién quan dén khai sinh ctia nguoi hoc ghi trén vin bing, chimg chi phai cin cir
vao gidy khai sinh hop 1¢ va ho so tring tuyén ciia ngudi hoc;

2. In thong tin 1én phdi va trinh Hiéu trudng ky hodc Giam déc Trung tim (c6 thim
quyén theo quy dinh), tién hanh cp vian bing, chirng chi dung thoi han theo quy dinh;

3. Bao dam tinh chinh xac va chiu trach nhiém vé céac thong tin trong sb gbc cip vin
bing, ching chi;

4. Cung cap thong tin trong s6 gdc cdp van bang, chimg chi khi duoc yéu ciu dé
phuc vu cong tac thim tra vin bing tét nghiép;

5. Tham muu cho Hiéu trudng trong viéc chinh stra ndi dung vin bing, chimg chi
theo quy dinh hién hanh;

6. Bao quan, luu trir van béng, ching chi trong trudng hop ngudi hoc chua dén nhan
vin bing, chimng chi;

7. Thu héi, hity bo van bing chimg chi theo quy dinh;

8. Cép ban sao van bang, chimg chi tir sé ge theo quy dinh.

Diéu 6. Quy dinh chung vé nji dung viin bing, chirng chi

Thyc hién theo quy dinh tai Diéu 8, Piéu 9 ctia Thong tur sé 19/2015/TT-BGD&DT
ngay 08/9/2015 va Piéu 3 cua Thong tu s6 10/2017/TT-BLDTBXH ngay 13/3/2017.

Noi dung chung ctia cac van bang, chimg chi gdm:

- Tiéu dé:
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- Tén vin bang, ching chi.



- Tén clia co quan cip vin bing, chimg chi: Truong Pai hoc Hong Pic

- Ho, chir dém, tén; ngay thang nam sinh ciia ngudi duge cip vin bing, chimg chi.

- 86 hiéu va sd vao sb gbc cip viin biang, chimng chi.

- Tén, chirc danh, chit ky ctia ngudi c6 thim quyén cdp van bing, ching chi va déng
déu theo quy dinh.

- Ngay thang ndm cép vin bing, chirng chi (1a ngay ky quyét dinh cong nhan TN).

Riéng d6i v6i bang t6t nghiép con c6 bd sung ndi dung nhu, Bing dai hoc: nganh
dao tao, nim tot nghiép, xép loai tot nghiép, hinh thire dao tao; Béng thac si, bfmg tién si:
tén nganh hodc chuyén nganh dao tao theo quyét dinh giao nhiém vy dao tao.

Piéu 7. Méu vin bz:ing, chirng chi va ngén ngir ghi trong vin biing, chirng chi

1. MAu vin bing, ching chi cia Truong Pai hoc Hong Pire duge thuc hién theo
mau vin bing, chimg chi dwoc Hiéu trudng phé duyét tai cac quyét dinh (Quyét dinh sb
429/QD-DHHD ngay 23/3/2017, Quyét dinh sb 2103/QD-DHHD ngay 07/12/2018, ....).

2. Ngon ngit ghi trong vin bing, ching chi la tiéng Viét. Pdi v6i céc van bing,
chiing chi ghi thém tiéng Anh, thi tiéng Anh phai dugc ghi ding theo nghia tiéng Viét va
kich c& chir khong 16n hon kich ¢ chit tiéng Viét.

Diéu 8. Piéu kién va thoi han cip vin bing, chirng chi

1. Vin bf‘mg dugc cép sau khi nguoi hoc hoan thanh chuong trinh gido duc, chuong
trinh dao tao theo nganh, hinh thirc va trinh d¢ dao tao.

2. Ching chi dugce cép sau khi nguoi hoc hoan thanh chuong trinh dao tao hodc boi
dudng do Trudong Pai hoc Hong Pic té chire (riéng chitng chi iing dung CNTT thue hién
theo Théng tw s6 17/2016/TTLT-BGDPT-BTTTT ngay 21/6/2016 ciia B GD&PT va Bé
mm' . . 2 .

3. Thoi han cédp van bang, ching chi la 30 ngay ké tir ngay c6 Quyét dinh cong nhén
t6t nghiép va cap bing.

4. Trong thoi gian chd cap van bang, ngudi hoc duge Truong Pai hoc Hf)ng birc
cip gidy chirng nhan t6t nghiép tam thoi.

Diéu 9. S6 gbc cap vin bing, ching chi

1. Pon vi duge giao nhiém vu in, cip vin bing chimg chi ¢ trach nhiém lap sd gbc
cdp vin bing, chimg chi theo mau quy dinh, trong d6 ghi ddy du nhiing ndi dung bing
tiéng Viét. S6 gbe cdp van bing, chimg chi phai dugc ghi chép chinh xac, danh sé trang,
déng déu giap lai, dam bao quan 1y chat ché va luu trir vinh vién. Méu sb gdc vin bing,
ching chi dugce quy dinh tai phu luc I-IV kéem theo Quy dinh nay;

2. 86 vao sé cAp van bang, ching chi duge Iap lién tuc theo sb tu nhién tir nho dén
16n theo tirng nam tir ngay 01/01 dén hét ngay 31/12; dam bao phan biét dugc s6 vao sb
clia timg loai vin bing, ching chi, nim cap;

Diéu 10. Thim quyén ky viin bing, chirng chi

1. Hiéu trudng Nha truong la nguoi ky van bang, ching chi; chinh sira ndi dung vin
béng chirng chi da cép; thu hoi, hiy bo van bang, chimg chi, phdi van bing, chimg chi
(Trtr chirng chi CNTT, GDQP-AN). Hiéu trudng la nguoi chiu trach nhiém cé nhéan
truéc UBND tinh, B GD&DT va phép luat vé tinh chinh xdc cta ndi dung vin bing,
ching chi da ky;

2. Pho Hi¢u trudng duge iy quyén thay Hiéu trudong ky ban sao van bang, chimg
chi (Trir chimg chi CNTT, GDQP-AN) theo vin ban iy quyén ctia Hiéu trudng; 14 nguoi



chiu trach nhiém ca nhan trudc phap luat vé tinh chinh x4c ctia ndi dung ban sao vin
bang, ching chi da ky;

3. Phé Hiéu truong duge uy quyén thay Hiéu truéng ky Gidy chirg nhin tot nghiép
tam thdi cho nguoi hoc (Gidy chung nhan t6t nghiép tam thi co gié tri trong vong 30
ngay trong thoi glan ngudi hoc cho cip van bing, chimg chi tdt nghiép ban chinh).

4. Giam dbc Trung tim CNTT, Trung tim GDQPAN la ngudi ky chimg chi CNTT,
GDQP-AN; chinh sira ndi dung chimg chi da cép; thu hdi, hiry bo chimg chi, phdi chirng
chi CNTT, GDQP-AN.

Piéu 11. Chinh sira ndi dung vin bﬁng, chirng chi

1. Ngudi hoc c6 quyén yéu ciu chinh sira ndi dung ghi trén van bang, ching chi
trong cac truong hop sau:

a. Sau khi dugc cip vin bang, chirng chi, ngudi hoe duge co quan ¢ thim quyen
cai chinh h tich theo quy dinh cua phap ludt vé cai chinh ho tich, x4c dinh lai gidi tinh;

b. Cac ndi dung ghi trén vin bing, chimg chi bi sai do 15i ctia Nha truong.

2. Béi voi truong hop chinh stra ndi dung vin bang, ching chi quy dinh tai khoan 1
Piéu nay, Nha trudng sé ra quyét dinh chinh sira ndi dung vén bing, ching chi dong thoi
tién hanh chinh sira ndi dung twong tmg ghi trong sb gdc vin biing, chirng chi.

3. Viéc chinh sira ndi dung ghi trén vin bing, chimg chi quy dinh tai khoéan 1 Piéu
nay duge ap dung ca di véi nhitng vin bing, chimg chi dugc cép trude ngay Quy dinh
nay co hiéu luc thi hanh.

Diéu 12. Ho so, trinh tu, thii tuc chinh sira ndi dung viin bing, chirng chi

1. Ho so dé nghi chinh sira van bing, chimg chi gbm:

a. Pon dé nghi chinh sira vin biang, chimg chi;

b. Chirng minh thu nhan dan hodc ho chiéu hodc gidy tor tiy than khac ctia nguoi dé
nghj chinh sira vin biang, chimng chi;

c. Vin bang, chirg chi dé nghi chinh sira;

d. Quyét dinh cho phép cai chinh ho tich theo quy dinh cta phap lut vé cai chinh
h{ tich;

e. Gidy khai sinh dbi voi truong hop chinh sira vin bang, chimg chi do cai chinh h¢ tich;

f. Céc tai liéu chimg minh vin bing, ching chi bi ghi sai do 15i cia Nha trudng, di
v6i truong hop chinh stra vin bing, ching chi quy dinh tai khoan 1 Piéu 10 cta Quy
dinh nay.

Cac tai liéu trong hd so dé nghi chinh sira van bing, chimg chi quy dinh tai cac
diém b, ¢, d va e khoan nay c6 thé 1a ban chinh hodc ban sao tir s6 gbc hodc ban sao
dugce chirng thyc tir ban chinh.

Néu hd so dé nghi chinh sira ndi dung vin bing, chimg chi la ban sao khong cé
chimg thuc thi ngwoi tiép nhin c6 quyén yéu cau nguoi dé nghi chinh stra van bing,
chimg chi xudt trinh ban chinh dé dbi chiéu; ngudi di chiéu phai ky xdc nhan, ghi rd ho
tén vio ban sao va chiu trich nhiém vé tinh chinh x4c ctia ban sao so v6i ban chinh.

2. Trinh tu, thi tuc chinh sira van bang, chimg chi:

a. Nguoi dé nghi chinh stra viin bing, chimg chi ndp 01 bd ho so theo quy dinh tai
khoan 1 Diéu nay cho don vi dwoc giao nhiém vu in vin bing, chirng chi;

b. Trong thoi han 15 ngay lam viéc ké tir ngay nhén hd so, don vi dwge giao nhiém
vu in vin bing, chimg chi ¢6 trach nhiém béo cdo va trinh Hiéu trudng ra quyét dinh



chinh stra ndi dung van bing, chimg chi; néu khong chinh sira thi phai tra 15i bing vin

ban va néu rd ly do; )
¢. Viéc chinh stra ndi dung van bang, chimg chi dugc thyc hién bing quyét

dinh chinh stra; khong chinh stra trure tiép trén van béng, chung chi.

Diéu 13. Ni dung chinh ciia quyét dinh chinh sira va ap dung viéc chinh sira vin

bang, chirng chi

Thue hién theo Piéu 27 ctia Thong tu s6 19/2015/TT-BGD&DT ngay 08/9/2015 va
Khoan 3 Diéu 12 ctia Théng tu s6 10/2017/TT-BLDTBXH ngay 13/3/2017.

Quyét dinh chinh stra vin bing, ching chi gbm céc ndi dung chinh sau:

- Ho, chir dém, tén; ngay thang ndm sinh ciia nguoi c6 vin bing, chimg chi dugc
chinh stra;

- Tén, s6, ngdy thang nim cip cuia vin bing, chimg chi dugc chinh sira;

- N§i dung chinh stra;

- Ly do chinh stra;

- Hiéu luc va trach nhiém thi hanh quyét dinh.

Diéu 14. Thu héi, huy bé vin bing, ching chi

1. Vin bing, ching chi bi thu hdi, hity bd trong cac truong hop sau day:

a.Co hanh vi gian 1an trong hoc tap, trong thi cir, tuyén sinh hodc gian lan trong
viée 1am ho so dé duoc cép van bfmg, chirng chi;

. Cép cho nguoi khong du diéu kién;
. Do ngudi khong ¢6 thdm quyén cép;
. Viin bing, chimg chi bi tiy x0a, stra chira;
. DPé cho nguoi khac str dung;

Do 15i in 4n, ky, déng diu vin bing, chimg chi.
. Khi huy vin bang, chimg chi, don vi dwgc giao nhiém vu in vin bing, chimg
chi tham muu cho Hiéu trudng thanh lap hoi déng huy vin bing, chimg chi. Hoi dong
hity vin bang, chimg chi gdm: Hiéu trudng (hodc Pho Hiéu trudng duge Hiéu trudng ty
quyén), Trudng don vi dwge giao nhiém vy, Lanh dao phong Thanh tra gido duc, céan
b quan ly, cap phat van bang, chimg chi;

3. Vin bing, chimg chi bi hily phai dugc lap bién ban. Bién ban huy van bing,
chimg chi néu rd s6 lugng, sb hiéu, loai vin béng, ching chi bi huay, 1y do huy va dugce
luu trit dé theo ddi, quan ly. Can cir s6 lugng van bing, chimg chi bi huy, don vi dwoe
giao nhi¢m vu lam cong van xin dé nghi cip dbi, thay phéi vin bing, chimg chi méi;

4. Trudng hop phdi van bing, ching chi bi mat, don vi duoc giao nhiém vu cé
trach nhiém 14p bién ban, bao cdo Hiéu trudng.

Piéu 15. Cong bd thong tin vé cip vin bing, chirng chi trén trang thong tin dién tir
cia Nha truong

1. Sau khi ¢6 quyét dinh cong nhan tét nghiép, cac don vi duge giao nhiém vu quan
ly dao tao, bdi dudng (P. QLDT SPH, QLPT, GDTX, TT CNTT, TT GDQP-AN, TT
KHXH-NV.... ) cdng bd 1én website ciia Truong dong thoi ndp 01 ban chinh ¢6 déu do
vé Nha truong qua phong QLDT.

2. Thong tin cong bd cong khai vé cép van bang, ching chi gdm cdc ndi dung ghi
trén vin bang, chimg chi theo quy dinh phai dam béo tinh chinh xéc so v6i sb6 gde cp
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vin bang, chimg chi; phai duge lvu trit va cép nhat thuong xuyén trén trang thong tin
dién tir ciia Nha truong dam bao d& truy cap, tim kiém;

3. Trudng hop vin bing, chimg chi dugc chinh stra, thu héi, hiy bo phai duge cong
b cong khai trén trang thong tin dién tr cia Nha trudong;

4. Giao phong QLDPT la don vi dau méi thue hién téng hop bdo céo cong téc cép
phat vin bang, chimg chi theo quy dinh;

Tir ngay 01/12 dén ngay 10/12 hing nam, cdc don vi duge giao nhiém vu in -cép
béng, chirng chi (Trung tim KHXH-NV, CNTT, GDQP-AN.,...) ¢6 trach nhiém bdo cdo
vé Nha truong qua (phong QLDT) dé tong hgp béo cio, ndi dung bao cio gom:

- Téng s0 chirng chi, tem bao mat da dugc cép;

- 6 chimg chi da in va cip cho ngudi hoc;

- 86 phoi chimg chi bi hong;

- S6 phéi chimg chi chua sir dung.

Diéu 16. Bin sao viin bing, chirng chi

Trudng Pai hoc Hong Pirc thuc hién cdp ban sao van bing, chimg chi tir sé gde cho
ngudi hoc khi ho ¢ yéu cau. Céc ndi dung ghi trong ban sao vin bing, ching chi dugc
sao tir s6 gbe cip van bang, chimg chi.

Diéu 17. Gia tri phap 1y ciia bin sao viin bing, chirng chi

1. Ban sao vin bang, chimg chi dugce cip tir s6 gbe co gid tri sir dung thay cho ban
chinh trong céc giao dich, trir trurdong hgp phéap luat ¢6 quy dinh khéc.

2. Co quan, té chirc tiép nhan ban sao vin bing, chimg chi dugc cip tir s6 goc thi
khong dugc yéu cu xudt trinh ban chinh vin bang, ching chi dé dbi chiéu, trir truong
hop ¢6 cin cir vé viéc ban sao gia mao, bat hop phép thi yéu ciu xuét trinh ban chinh dé
dbi chiéu hoic tién hanh xac minh, néu thiy céan thiét.

Piéu 18. Thim quyén va trich nhiém cip bén sao viin biing, chirng chi

Cac don vi dwge giao nhiém vu in -cip vin bing chimg chi thuc hién ¢ip ban sao
vin bang, ching chi tir s6 gdc. Viée cip ban sao vin bing, chimg chi tir s6 gbe duge
thuc hién dong thoi voi viée cap ban chinh hodc sau thoi diém cip ban chinh.

Piéu 19. Ngudi ¢6 quyén yéu ciu cAp béin sao vin bing, chirng chi tir s gbc

Nhirng ngudi sau ddy ¢6 quyén yéu cau cap ban sao vin bing, chimg chi tir s gbe:

1. Nguoi da duge cap ban chinh vin bing, chimg chi.

2. Ngudi dai dién theo phép luét, nguoi dai dién theo Uy quyén cta ngudi dugc cép
ban chinh vin bing, chimg chi.

3. Cha, me, con; vg, hoac ché)ng; anh, chi, em rudt; nguoi thira ké khéc cua nguoi
duoc cip ban chinh vin bang, chimg chi trong trudong hop ngudi do da chét.

Diéu 20. Trinh tw, thi tuc cip ban sao vin biing, chimg chi tir s gbe

1. Nguoi yéu ciu cip ban sao van bang, ching chi tir s& gdc phai xuét trinh ban
chinh hogic ban sao ¢6 chimg thuc; Gidy chimg minh nhan dan hogc ho chiéu con gia tri
str dung dé nguoi tiép nhan hd so kiém tra. Trudng hop ngudi yéu ciu cip ban sao vin
bing, chirng chi tir s6 gbc 1a nguoi quy dinh tai khoan 2, khoan 3 Diéu 18 cia Quy dinh
nay thi con phai xuét trinh gidy to chimg minh quan hé véi ngudi dugce cdp ban chinh
viin bing, chimg chi.

Trudng hop ngudi yéu cau cap ban sao vin bang, chimg chi tir sé gde giri yéu céu
qua buu dién thi phai giri kém theo ban sao ¢6 chimg thuc gidy to quy dinh tai khoan 1



Diéu nay, 01 (mot) phong bi dan tem ghi rd ho tén, dia chi ngudi nhén cho Nha truong
cép ban sao. e . .

2. Pon vi duge Hiéu truong giao nhiém vu quan ly so goc cap vin biang, chimg chi
cin ctr vao sé gbc dé cap ban sao cho ngudi yéu cau; ndi dung ban sao phai ghi theo
diung ndi dung da ghi trong s6 gbe. Truong hop khong con luu trit dugc s6 goc hodc
trong s6 goc khong co thong tin vé nodi dung yéu cdu cip ban sao thi ¢6 trach nhiém tra
10 bing vin ban cho ngudi yéu cau.

Truong hop khong cdp ban sao vin bang, chimg chi tir s gbc cho ngudi yéu cdu thi
phai tra 101 bing van ban va néu 1o 1y do.

3. Thoi han cp ban sao van bing, ching chi tir sé gbe duge thyuc hién nhur sau:

a. Ngay trong ngay Nha truong nhin dugc yéu cau cip ban sao vin bang, ching chi
hoic trong ngay lam viéc tiép theo, néu tiép nhin yéu ciu cta ngudi hoc sau 03 (ba) gior
chiéu.

Trong trudng hop ngudi hoe yéu ciu cdp ban sao tir s6 gbe dugce giri qua buu dién
thi thoi han dugc thuc hién ngay sau khi Nha truong nhén du hé so hop 1é theo déu buu
dién dén;

b. B6i voi truong hop cung mdt lic yéu cau chimg thuc ban sao tir nhiéu s6 gdc,
yéu cdu sb lugng nhiéu ban sao, ndi dung vin bing, chimg chi phuc tap khé kiém tra, d6i
chiéu ma Nha truong khong thé dap img dugc thoi han quy dinh tai diém a khoan 3 Diéu
nay thi thoi han cip ban sao dugc kéo dai thém khong qua 02 (hai) ngay lam viéc hodc
c6 thé dai hon theo théa thudn bang vin ban véi ngudi hoe yéu cau cip ban sao.

4. Nguoi hoc yéu ciu cdp ban sao vin bang, chimg chi tir sé gbe phai tra 1¢ phi cip
ban sao. Néu yéu cau giri qua duong buu dién thi nguoi yéu cau con phai tra cudc phi
buu dién cho Truong Dai hoc Hf")ng P dé duoc cép ban sao.

Diéu 21. S6 cip bin sao va quin Iy viéc cip bin sao viin bing, chirng chi

1. S6 cép ban sao vin bing, chimg chi tir s6 géc la tai liéu do Truong Pai hoc Hong
Pirc ¢6 thim quyén quy dinh tai Diéu 20 cua Quy dinh nay lap ra khi thuc hién viéc cip
ban sao van bang, chirng chi tir sd gdc trong d6 ghi chép ddy du nhitng ndi dung nhu ban
sao ma co quan d6 da cép.

S6 cip ban sao van bang, ching chi tir s6 gbe phai dugc ghi chép chinh xdc, danh
s6 trang, dong déu giap lai, khong duge tdy x6a, dam bao quan 1y chit ch& va luu trir
vinh vién. Mau s6 cip ban sao van bang, chimg chi dugc quy dinh tai phu luc I kém
theo quy dinh nay.

2. Trudng Pai hoc Hong Pirc mbi lan cép ban sao vin béng, chirng chi tir s6 goe
déu phai ghi vao sb cip ban sao vin bing, chimg chi tir sé gdc; phai dénh sé vao sb cip
ban sao, dim bao mdi s vao sb cép ban sao dugc ghi duy nhét trén mot ban sao vin
bang, chimg chi da cip cho nguoi hoc.

Chuong 2.
IN, CAP VA QUAN LY PHOI BANG VA TEM BAO MAT
Diéu 22. In phdi bing va tem bio mat

1. Phong Quan ly dao tao (QLDT) la don vi chu tri trong viéc thuc hién in phdi
bang va tem bao mat. Hing nam, tham muu xdy dung ké hoach in phdi bing va tem bao
mat trinh Hi¢u truong xem xét, phé duyét.



2. Sau khi dugc phé duyét, phong QLDT chu tri, phdi hop véi cac don vi lién quan
va chiu trach nhiém viéc td chirc in va ban giao cho don vi dugc giao nhiém vu cit gifr,
bao quan va cung cép phoi bing, tem bao mit.

Viéc in phdi bing, tem bao mat phai dam bao an toan, bao mét.

Piéu 23. Quin Iy, cung cip phdi bing va tem bio mit

1. Phong Pam bao chit lwong va Khao thi (PBCL&KT) 1a don vi chiu trach nhiém
cét gift, bao quan va cung cip phodi bang (phéi bang chica dong sé séri va chua ddn tem
bao mat).

2. Phong Hanh chinh-Tf)ng hop la don vi chiu trach nhiém cét giit, bao quan tem
bao mat.

3. Phong Pam bao chat lugng va Khéao thi, Hanh chinh-Téng hop ¢6 trach nhiém
thue hién 1ap hd so quan ly sir dung phoi bing va tem bao mét.

Diéu 24. Lap hé so dé nghi cip phdi biing va tem bio mat

1. Phong QLBT la don vi duge Hiéu trudng giao 1ap hd so dé nghi cip phéi bing va
tem bao mat; truc tiép thue hién viée thu hdi, hiy bo phoi bang theo quy dinh hién hanh
cia Bo GD&DT va cia Nha truong; dong thoi cir 01 can bo quéan 1y cp phét phoi bing;

Can ctr Quyét dinh cong nhan tot nghiép mdi dot, phong QLDT xay dung Ké hoach
cip phdi bang va tem bao mat (ghi ré sé lwgng phéi méi loai, sé séri va sé tem bdo mdt)
trinh Hiéu trudng phé duyét dé 1ap Ho so dé nghi cip phéi bing va tem bio mat.

2. Ho so xin cép phdi bang va tem bao mat gdm:

a. Gifly dé nghi c.'flp phoi bang va tem bao mat;

b. Ké hoach cép phoi bing va tem bao mat (da dugc phé duyét);

c. Quyét dinh cong nhén tét nghiép:

d. Céc quyét dinh khéc c6 lién quan dén nguoi hoe (néu co);

3. Trong vong 02 ngay lam viéc ké tir ngay nhan duge hd so, phong Ké hoach - Tai
chinh (KH-TC) lap Phiéu xuit kho dé phong PBCL&KT thuc hién cip phoi bing.

4. Trong thoi gian 02 ngay lam viéc ké tir ngdy nhén duoc Phiéu xuét kho, phong
DBCL&KT tién hanh déng séri cho phéi bing (theo ké hoach da dugc phé duyét) va ban
giao cho phong QLDT.

Viée cdp phéi bang phai dugc 1ap bién ban giao nhan véi sy tham gia chimg kién
cua phong Thanh tra gido duc.

Diéu 25. Quy trinh in, kiém tra, ky va déng déu bi'mg tot nghiép

1. Phong QLBT ctr 01 cén bo phu trach quén ly, cap phét vin bing tét nghiép. Sau
khi nhan dugc quyet dinh cong nhan t6t nghiép do céc dorn vi quan ly dao tao cung cip
(ban in co dong ddu doé va file mém), cén bd quan ly, cap phét vin bing tbt nghlep lam
hé so dé nghi cip ph01 bing va tem bao mét theo quy dinh tai Khoan 1, 2 Piéu 23 cia
Quy dinh nay (1ap sb sach theo dai viéc nhan, qua trinh in, hu héng,...,).

2. TruGe khi in van bing phal thuc hién dbi chiéu lai tit ca cac thong tin cua nguoi
hoc theo quyét dinh cong nhén tot nghiép ban in vai file dir ligu dé in bing.

3 Trong qua trinh in bang tot nghlep lan dau bi hong (chua ky, dong dau) thi lap
van ban dé nghi cap lai ph01 bing va glu sO sé-ri clia phoi da bi in hong; truong hop khi
da in, dan tem, ky dong dau va di cip cho ngu’m tot nghlep mdi phat hién dugc sai sot
can dinh chinh thi cdp lai s sé-ri méi khi in va cép lai bing tot nghiép cho ngudi hoc. V
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4. Sau khi in xong vin bing t6t nghiép, can b quan 1y, cép phét vin bang dbi chiéu
lai tAt ca céc thong tin trén bing dd in so véi quyét dinh cong nhén tét nghiép (ban
chinh), qua trinh kiém tra phai lap bién ban d6i chiéu (c6 xdc nhén cia lanh dao Phong
QLDT) va trinh Hiéu truéng ky (qua phong Hanh chinh-Tong hop).

5. Phong Hanh chinh-Téng hop (HC-TH) thuc hién ddi chiéu lai tt ca céc théng tin
trén biing in hoan chinh (da cé sé séri) so v6i quyét dinh cong nhén t6t nghiép (ban in
¢6 diu do), dong thoi dan tem bao mat (qua trinh kiém tra phai lap bién ban, c6 xac nhén
ctia lanh dao Phong) va trinh Hiéu truéng ky bang tot nghiép.

6. Viéc dong ddu vao vin bang tét nghiép thuc hién theo dung quy dinh vé cong tac
vin thu hién hanh.

Diéu 26. Quy trinh cip phit biing tot nghiép

Khi cip phét bing tét nghiép, cin bd quan ly cip phat van bing phai cip phat cho
timg ngudi mot dong thoi yéu cdu nguoi nhan xudt trinh thé sinh vién va chirng minh thu
nhan déan (hodc gidy to tuy thin c6 anh) dé kiém tra. Trudong hop ngudi hoc khong truc
tiép dén nhan bing tét nghiép co6 thé uy quyén cho nguoi khac dén nhan thay (Gidy ty
quyén dugc thuc hién theo quy dinh ctia phép luat).

Chuwong 3.
IN/MUA, CAP VA QUAN LY PHOI CHUNG CHI
Diéu 27. In/mua phéi chirng chi va tem bio mat

1. Pon vi duge giao nhiém vy quén ly, dao tao, bdi dudng dé cip chimg chi la don
vi chu tri trong viéc thyuc hién in/mua phdi chimg chi; hing nam, tham muu xay dung ké
hoach in/mua phéi chirng chi trinh Hi¢u truong xem xét, phé duyét.

2. Sau khi dugc phé duyét, chi tri, phdi hop véi cac don vi lién quan va chiu trach
nhiém viéc tb chirc in/mua, nhin va ban giao dé quan ly phoi ching chi.

Vi¢c in/mua phdi chirg chi phai dam bao an toan, bao mat.

Diéu 28. Quin Iy, cung cfip phéi chirng chi

1. Phong Pam bao chét lwong va Khao thi 1a don vi chiu trach nhiém cét gitr, bao
quéan va cung cap phoi chirng chi.

2. Sau khi nhan phoéi chirng chi tir don vi duge giao nhiém vu in/mua phoi chirng
chi (vi¢e giao nhdn phai ldp bién ban va c6 su gidm sat ciia phong Thanh tra GD, phong
KH-TC) t6 chirc bao quan va quan ly dam bao an toan.

3. Phong PBCL&KT thuc hién 1ap ho so quan ly viéc nhap-xuét phoi chitng chi
dam bao ding quy dinh.

Diéu 29. Léap ho so dé nghi cép phoi chlrng chi

1. Bon vi dugc Nha truong glao in-cap chimg chi lap hd so dé nghi cp phoi chimg
chi theo ké hoach; truc tiép thu hdi, huy bo phdi theo quy dinh hién hanh cta B0
GD&DT va cia Nha truong; dong thoi cir 01 can bd quan ly cap phat chung chi;

Can cir Quyét dinh cong nhan tot nghlep moi dot, xay dung Ké hoach cép phai
chimg chi trinh Hi¢u truong phé duyét dé 1ap Ho so d& nghi cip phoi.

2. Ho so dé nghj cap phoi chimg chi gdm:

e. Gidy dé nghj cdp phoi chimg chi;

f. Ké hoach cdp phoi chirng chi (da dugc phé duyét):

g. Quyét dinh cong nhan tét nghiép hodc quyét dinh cdng nhan hoan thanh khéa boi
dudng;



h. Cac quyét dinh khéac c6 lién quan dén nguoi hoe (néu c0);

3. Trong vong 02 ngay lam viéc ké tir ngay nhan duge hd so, phong K¢é hoach - Tai
chinh (KH-TC) lap Phiéu xuét kho dé phong PBCL&KT tién hanh cip phoi chimg chi
cho don vi dé nghi.

Viéc cap phdi chimg chi phai dugc lap bién ban giao nhin véi sy tham gia chimg
kién ctia phong Thanh tra gido duc.

Diéu 30. Quy trinh in, kiém tra, ky va doéng diu chirng chi

1. Pon vi dugc giao nhiém vu cir 01 cén bd phu trach quéan 1y, cép phat ching chi.
Trudce khi in, thue hién déi chiéu lai tit ca cac thong tin ctia ngudi hoc theo quyét dinh
cong nhan tét nghiép (ban in) véi file dir lidu dé in ching chi (1ap sb sach theo doi viée
nhin/mua chung chi, qua trinh in, ) lugng hu hong, ) lugng con lai,...).

2. Sau khi in xong chimg chi, can bo quan ly, cdp phat chimg chi ddi chiéu lai tit ca
céc thong tin trén chimg chi da in so véi quyét dinh cong nhén t6t nghiép (ban chinh),
qua trinh kiém tra phai 1ap bién ban d6i chiéu (c6 xdc nhan cua lanh dao don vi) trude
khi trinh Thu truéong don vi ky.

3. Phong Hanh chinh-Téng hop thuc hién dbi chiéu lai tit ca cac thong tin trén
chirng chi di in so v6i quyét dinh cong nhan t6t nghiép (ban chinh) trude khi dong diu
(Trir chiig chi Tin hoc va Gido duc qubc phong va an ninh).

Viée dong diu vao ching chi thuc hién theo dung quy dinh vé cong tac vin thu hién
hanh.

Piéu 31. Quy trinh cAp phat chirng chi

Khi cdp phat ching chi, cdn bo quan ly cdp phat chimg chi phai phat cho timg nguoi
mot dong thoi yéu cau ngudi nhan xudt trinh chitng minh thu nhan dén (hodc gidy to tiy
than c6 anh) dé kiém tra. Trudong hop ngudi hoc khong truce tiép dén nhan chimg chi c6
thé ty quyén cho nguoi khic dén nhan thay (Gidy iy quyén dugc thuc hién theo quy
dinh cta phap luat).

Chwong VI. KIEM TRA, THANH TRA, XU LY VI PHAM
Diéu 32. Kiém tra, thanh tra

1. Phong Thanh tra gido duc 1a don vi chu tri thuc hién thanh tra, kiém tra, dé nghi
xtr ly d6i véi nhitng ca nhén vi pham viée quén ly va cdp phét vin bing, chirng chi theo
quy dinh hién hanh vé cong tac thanh tra.

2. Dinh ky hodc dét xuét tién hanh thanh tra, kiém tra viéc in, quan ly, cip phat su
dung vin bang, chimg chi ddi véi cac don vi duge giao nhiém vy in phdi vin béng,
ching chi.

3. Céc don vi, ca nhan chiu trach nhiém in, quan ly, cdp phat hodc st dung vin
bang, chimng chi ¢6 trach nhiém ph01 hop, tao diéu kién thuén lgi cho cong tic kiém tra,
thanh tra.

Diéu 33. Xir Iy vi pham

I. Céc don vi, ca nhan dugc giao nhiém vu in, quan ly cap phét vin bing, chimg chi
¢6 cac hanh vi vi pham quy dinh vé quan 1y, cép phat vin bing, chung chi, tuy theo tinh
chat, mirc do vi pham, c6 thé bi xir I)’/ ky ludt hoac truy ctru trach nhiém hmh su.

2. Nguoi thuc hién nhlem vu cdp ban sao vin bing, chung chi tir s6 gbe do thiéu
tinh thin trach nhiém hodc ¢ ¥ lam trai cac quy dinh, Quy ché va céc vin ban quy pham
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phap luét khac thi tiy theo mirc d§ vi pham co thé bi xtr ly ky ludt hodc truy ctru trach

nhiém hinh su; néu gdy thiét hai thi phai bdi thudng theo quy dinh ctia phép luét.
Chuong 4. TO CHUC THU'C HIEN

Piéu 34. Trich nhiém ciia cic don vi

1. Phong Quan ly dao tao

- La don vi ddu méi gitp Hiéu truéng quéan 1y viéc cdp phét vin bang, chimg chi
trong toan truong (trir chirng chi CNTT);

- Thue hién cong tic bao céo cép trén vé viée viée cip phat vin bing, chimg chi.

- Truec tiép in, cdp bing tot nghiép cac bic, h¢; ching chi NVSP, Quan ly gido duc,
bdi duding theo tiéu chuén chirc danh nghé nghiép;

- Kiém tra, trinh ky céc loai chimg chi: Tiéng va chir viét Dén toc, Ké toan trudng;

- In cdp ban sao/gidy chimg nhan theo quy dinh.

2. Phong Hanh chinh-Téng hop

- Kiém tra thong tin in trén bing, ddn tem bao mat va trinh ky cac loai bang tbt
nghiép;

- Thue hién déng diu céc loai bang tét nghiép, chimg chi (trir ching chi Tin hoc,
GDQP&AN).

3. Phong Ké hoach-Tai chinh: Thuc hién theo doi, kiém soat viéc xuét-nhép kho
phdi bang, chimg chi va tem bao mat.

4. Phong Pam bao chat lwgng va Khao thi

- Thue hién bao quan, quan 1y viéc xudt-nhdp phdi bang, chirng chi;

- T6 chirc déng dau séri (néu co);

5. Cac don vi duge giao nhiém vu quan 1y in-cip chimg chi (Trung tim GDQPAN,
Trung tdm Tin hoc, Trung tdm Khoa hoc Xa héi va Nhan van,....): Thuc hién ding quy
dinh.

Piéu 35. T6 chirc thue hién

I. Quy dinh nay ¢6 hiéu luc ké tir ngay ky, nhiing quy dinh, huéng dén truge day
trai voi quy dinh nay déu bi hity bo;

2. Trong qua trinh thyc hién, Hi¢u trudong nha truong sé xem xét, quyét dinh viéc
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PHU LUCI
MAU SO GOC CAP BANG TOT NGHIEP PAI HOC
(Kem theo Quyét dinh s6 61§ /OP-DHHD ngay &/4/2019
cua Hiéu truong Truong PH Hong Piic)

TRUONG PAI HOC HONG PUC
SO GOC CAP BANG TOT NGHIEP PAI HQC, CP, TCCN
L R L e e R e
Hinh thire dao tao: ...... T S R A R R Ty NS S
Quyeéet dinh cong nhén tot nghi¢p s6 ....ngay ....thang ....ndm .........ccovvvinvennnn
s | Newoi
Hova | Ngi Xé S6 | vaoss [ Mhén
Sy n | thing | Noi | Gisi | Dan | Quée Ng.*“" Ng‘“ o | higw | ghe oan | i
ngudi | nam sinh tinh toc tich o i 1t viin cip king chi
hoc sinh B0 |inghitp nghiép | bing van l);.va
bing | EMTO
ho tén
Thanh Hoa, ngay ..... thang .... nam ...
HIEU TRUONG
(Ky, déng ddu, ghi rd ho tén)
PHU LUCII
MAU SO GOC CAP BANG THAC SI
(Kém theo Quyét dinh sé F 68 /OD-DHHD ngay-l‘/4/201 9
cua Hiéu truong Truong DH Hong Diic)
TRUONG PAI HOC HONG PUC
SO GOC CAP BANG THAC SI
Quyét
dinh 2 )
o thinh Tén Quyét S6 | Newi
| s | Nedy | 1p | neay | neanh | dinhoong | sé | Y nltfo
S6 [ L | thing | Noi | Gi6i [ Dan | Quéc | hoi bg,“—" hoic | nhantét | hieu | 5O [ YA | Ghi
T P nam | sinh | tinh | toc | tich dong e chuyén | nghiép,cip | vin gie béjmg cha
¢ sinh dinh | “¢ | nganh | bingthac | bing | 3P | k¥ VA
oc " da - van | ghird
gi 0 tao Si :
ludn biang | hotén
viin

Ghi chi: Quyét dinh thanh lap Hoi dong dénh gia ludn vén va Quyét dinh céng nhén tot nghiép,
cép bing thac si ghi rd sb, ngay thang nam.

Thanh Hoa, ngay ..... thang .... nam
HIEU TRUONG

(K, ding ddu, ghi rd ho tén)

12




PHU LUC III o
MAU SO GOC CAP BANG TIEN SI
(Kém theo Quyét dinh s6 64§ /OD-DHHD ngay 264/2019
cua Hiéu truong Truong DH Hong Dirc)

TRUONG PAI HOC HONG PUC

SO GOC CAP BANG TIEN SI

Quyét
o Quyst 6 | Newoi
lap hoi Ten | dinh | | oy | ahge
- Ho va | Ngay ) ddng Ngay nganh cong S_o o i )
So tén thang | Noi | Giéi | Dan | Qudc déinh gif bio hodc nhan‘ hig¢u g(‘)c biing Gh’l
TT | ngutri | ndm | sinh | tinh | tdc | tich fuife vé chuyén | hocvj [ vin chp | kyva chi
hoc sinh cép nganh | vacip | biang vin | ghird
truémg dao tgo l?:: ET bing | ho tén
hoic
vién

Ghi chua: Quyét dinh thanh lap Hoi déng danh gia ludn an ce‘ip truong hodc vién, Quyét dinh
cong nhén hoc vi va cip bing tién si ghi rd s, ngay thang nam.
Thanh Hoa, ngay ..... thang .... ndm .....
HIEU TRUONG

(Ky, dong ddu, ghi rd ho tén)

. PHULUCIV .
MAU SO GOC,CAP CHUNG CHi
(Kem theo Quyét dinh s6 628/0D-DHHD ngay£4/4/2019
ciia Hiéu truéng Truong DH Hong Pikc)
TRUONG PAI HOC HONG PUC

SO GOC CAP CHUNG CHi ................... *)
Chuong trinh d40 ta0, bOT dUTNE:............ueveeee e
Thai gian dao tao, boi dudng: tir ngdy ... thang .... nam .... dén ngay ... thang ...... nam
Hoi dong thi/Kiém tra (N8U CO):...vvvveeieeeeeee oo
Quyét dinh cong nhén tét nghiép sb ... ngay ...... thang .....nam ........
e : .

e | Poohen | wg | N | i\ D | ol | g’ | i | cumpciga | O

nim sinh chi chimg chi ghi rd ho tén

Ghi cha: (*) Ghi tén chimg chi.
Thanh Héa, ngay ..... thang .... nam .....
HIEU TRUONG

(Ky. dong dédu, ghi rd ho tén)
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PHULUCIV ' :
MAU SO GOC CAP BAN SAO BANG/CHUNG CHI
(Kem theo Quyét dinh s6 048 /OD-DHHP ngay &6/4/2019
cia Hiéu truong Truong DH Hong Piic)

TRUONG DAI HOC HONG PUC

SO CAP BAN SAO BANG/CHUNG CHI ...ccvuvevnnnnnnnn. *)
TT | Ho | Nam Noi | Gigi | Nganh [ Bac | Nam | Hinh | Xép | Quyét | Sovao | Ngay | Ky
tén sinh sinh tinh hoc bpT TN thirc loai dinh sO cap cap nhédn
pT CNTT | ban bén
5ao0 540

Ghi chi: (*) Ghi tén bang/chimg chi.

Thanh Hoéa, ngay ..... thang ... nam ...
HIEU TRUONG

(Ky, dong ddu, ghi rd ho tén)
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