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DAIHQCTHAINGUYEN
TRUONGD~HQCNONG LAM

s6:J5f.2;QD-DHNL- HSSV

CONG HoA XA HOI CHU NGHiA VI:E:TNAM
DQcl~p - T\f do - H~nh phuc

ThaiNguyen, ngayj(}thang 9 ndm 2019

QUYETDJNH
Ban hanh Quy djnh quan ly van b~ng, chirng chi cua

Truong D~i hoc Nong Lam

HI:E:UTRUONG TRUONG D~I HQC NONG LAM

Can cu Nghi dinh s6 31/NI)-CP ngay 04/4/1994 cua Chinh phu vS viec thanh
l?p Dai hQCThai Nguyen;

Can ctr Thong tu s6 08/20 14/IT-BGDDT ngay 20 thang 3 nam 2014 cua B<)
Giao due va Dao tao vS viec ban hanh Quy che t6 chirc hoat d9ng cua Dai hoc vung
va cac co sa giao due Dai hoc thanh vien va dan vi tnrc thuoc;

Can cir Thong tu s6 19/2015/IT-BGDDT ngay 08/9/2015 cua B<)tnrong B<)
Giao due va Dao tao ban hanh Quy chS quan ly bang t6t nghiep trung hoc co sa,
bang t6t nghiep trung hoc ph6 thong, van bang giao due dai hoc va chirng chi cua h~
thong giao due quoc dan;

Can cir Quyet dinh s6 2424/QD-DHTN ngay 22/10/2015 cua Giam d6c D?i
hQCThai Nguyen vS vi~c ban hanh Quy dinh nhi~m V\l, guySn h?ll cua D?i hQCThai
Nguyen, cac co sa giao d\lc d?i hQcthanh vien va dan vi tn.rc thu<)c;

- Can cu QuySt dinh s6 4492/QD-DHTN ngay 15/1112016 cua Giam d6c D?i
hQCThai Nguyen ban hanh Quy chS cong tac HSSV cua D?i hQCThai Nguyen h~
chinh guy;

- Xet dS nghi cua Truang phong Cong tac HSSV.

QUYETDJNH:

Di~u 1. Ban hanh kern theo guySt dinh nay Quy dinh Qmin ly van b~ng,
chUng chi cua truang D?i hQcNong Lam.

Di~u 2. QuySt dinh nay co hi~u l\}'cthi hanh kS tir ngay ky va thay thS
QuySt dinh s6 1087/20 18/QD-CT HSSV ngay 09/8/2018 cua Hi~u truang truang
D?i hQcNong Lam ban hanh guy dinh vS cong tac gmin ly va guy trinh cdp phat
van b~ng, chUng chi cua truang D?i hQcNong Lam.

Di~u 3. Cac ong (ba) Truang phong Dao t?O, Hanh chinh -T6 chuc, Cong
tac HSSV, KS ho?ch - Tai chinh, Ban chu nhi~m cac khoa, cac dan vi va ca nhan
co lien guan chiu trach nhi~m thi hanh guySt dinh nay.

No·i nh~n:':til--­
- DHTN (B/c);
- Nhu di~u 3 (T/h);
- Luu VT, CT HSSV.



DAI HOC THAI NGUYEN
TRUONG'DAIHOCNONG LAM

CQNG HoA xX HQI CHU NGHiA VI~T NAM
DQc I~p - TV do - H~nh phuc

QUYDJNH
Quan ly van b~ng, c~ung ch~ ciia Trtreng D~i hoc Nong Lam

(Ban hanh kernthea Quyet dinh sa:!!/L/QD-DHNL, ngay ~thimg 9 ndm 2019
cua Hi¢u truirng TruOng DC;Zih9C Nang Lam)

Chuong I
QUY DJNH CHUNG

Di~u 1.Pham vi di~u chinh va d&i nrong ap dung
1. Van ban nay Quy dinh v@quan ly, c~p phat van bang giao due trinh dQ

dai hoc, thac si, tiSn si' (sau day goi la van bang) va chirng chi cua tnrong Dai hoc
Nong Lam (sau day viet t~t la tnrong DHNL), gom: nQi dung, ngon ngtt ghi trong
van bang, clnrng chi; in va quan ly van bang, chirng chi; c~p phat, thu h6i, huy bo
van bang, clnrng chi; c~p ban sao van bang, chirng chi nr s6 g6c.

2. Van ban nay ap dung d6i voi cac don vi, ca nhan thuoc tnrong DHNL va
cac t6 chuc, ca nhan co lien quan.

3. Cac nQi dung lien quan dSn vi~c quan ly, c~p phat van b~ng, chUng chi rna
van ban nay khong quy dinh thi th\Ic hi~n theo quy dinh t~i Thong tu s6 9/20 IS/IT­
BGDDT ngay 8/9/2015 cua BQtruemg BQGD&DT ban hanh quy chS quan ly b~g
t6t nghi~p trung hQCca So', b~ng t6t nghi~p trung hQcph6 thong, van b~ng giao d\lc
d~ihQCva chUngchi cua h~ th6ng giao d\lc qu6c dan va cac van ban khac co lien quan.

Di~u 2. Nguyen t~c quan Iy, cftp phat van b~ng, chung chi
1. Van b~ng, chUng chi cua trucmg DHNL duQ'c quan ly th6ng nh~t theo

quy dinh cua BQ GD&DT. TruOng DHNL duQ'c quy@n t\1' chu, t\1' chiu trach
nhi~m trong vi~c in, quan ly, c~p phat van b~ng, chUng chi theo quy dinh cua BQ
GD&DT.

2. Ban chinh van b~ng, chung chi duQ'cc~p mQt lftn, khong c~p l~i. TruOng
hgp van b~ng, chUng chi dff c~p cho nguai hQc nhung phat hi~n bi viSt sai do 16i
cua dan vi c~p van b~ng, chUng chi thi don vi dff c~p van b~ng, chUng chi co
trach nhi~m c~p l~i cho nguai hQc.

3. Nghiem c~m mQi hanh vi gian l~n trong c~p phat va su d\lng van b~ng,
chUng chi.

4. Dam bao Hnh cong khai, minh b~ch trong c~p phat van b~ng, chUng chi.
Di~u 3. Van b~ng, chung chi cua trU'()'ngDHNL
1. Van b~ng cua truOng DHNL g6m:
a) B~ng t6t nghi~p d~i hQc;



b) Bang thac si;
c) Bang tien si
2. Chung chi cua tnrong DHNL gom:
a) Chung chi ngoai ngfr
b) Chung chi cong nghe thong tin
c) Cac chirng chi khac do Nha tnrong diroc celptheo quy dinh
Di~u 4. Quy~n va nghia vI}ciia ngmYidU'Q'Cc§p van bllng, clnrng chi
1. Ngiroi duoc celpvan bang, clnrng chi co cac quyen sau day:
a) Yeu cfru Truong celp van bang, chimg chi dung thai han quy dinh; ghi

chinh xac, dfry du cac thong tin tren van bang, clurng chi thea quy dinh tai Quy
dinh nay;

b) Yeu cfru Truong celp van bang, chirng chi cung celp thong tin trong s6
g6c celp van bang, clnrng chi va thong tin trong h6 sa t6t nghiep dS co can cu dS
nghi chinh sua van bang, clnrng chi;

c) Yeu cfruTruong celpban sao van bang, clnrng chi tir s6 g6c khi co nhu cfru.
2. Nguoi duoc celpvan bang, chirng chi co cac nghia vu sau day:
a) Cung celp chinh xac, dfry du cac thong tin cAn thiSt thea yeu cAu cua

Truang dS ghi n9i dung tren van b~ng, chUng chi;
b) KiSm tra tinh chinh xac cac thong tin ghi tren van b~ng, chUng chi truac

khi ky nh~n van b~ng, chung chi van s6 phat van b~ng, chUng chi;
c) Phai co giely uy quySn thea quy dinh cua phap lu~t khi khong tn,rc tiSp

dSn nh~n van b~ng, chUng chi;
d) Gifr gin, bao quan van b~ng, chUng chi; khong duQ'c tfty xoa, chinh sua

cac n9i dung tren van b~ng, chung chi; khong duQ'c cho nguai khac su d\lng van
b~ng, chung chi;

d) SU d\lng quySt dinh chinh sua van b~ng, chUng chi kern thea van b~ng,
chUng chi sau khi duQ'cchinh sua van b~ng, chUng chi;

e) Trinh bao cho truang DHNL qua Phong Cong tac HSSV va ca quan
cong an nai gAnnhelt khi bi meltban chinh van b~ng, chUng chi;

g) N9P l?i van b~ng, chung chi cho Phong Cong tac HSSV thu h6i van
b~ng, chUng chi trong thai h?n 30 ngay, kS tll' ngay nh~n duQ'CquySt dinh thu h6i
van b~ng, chUng chi.

Di~u 5. Tnich nhi~m clla trU'frng DHNL
1. TruOng DHNL co thftm quySn celpvan b~ng, chUng chi co trach nhi~m:
a) KiSm tra, d6i chiSUva ghi chinh xac, dAy du cac thong tin ghi tren van

b~ng, chung chi. Cung celpcac thong tin dll kiSn ghi tren van b~ng, chUng chi cho
nguai h<;>cdS nguai h<;>ckiSm tra tinh chinh xac cua cac thong tin truac khi ghi
tren van b~ng, chUng chi; yeu cAunguai h<;>cxac nh~n vS vi~c dff kiSm tra thong
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tin, ky xac nhan cac yeu d.u chinh sua thong tin va cung cftp cac din cir yeu cfiu
chinh sua thong tin. Cac thong tin lien quan dSn khai sinh cua ngiroi h9C ghi tren
van b~ng, chimg chi phai can cir vao gifty khai sinh hop l~ va h6 so tnmg tuyen
cua nguoi h9C;

b) T6 chirc in thong tin len phoi van bang, chirng chi dS trinh Hieu tnrong
ky va tien hanh cftp van bang, chirng chi dung thai han quy dinh;

c) Lap dfiy du h6 so lam can cir dS cftp phat, quan ly van bang, clnrng chi
va hru tnr vinh vien;

d) Bao dam tinh chinh xac va chiu trach nhiem v~ cac thong tin trong h6
so, trong s6 g6c cftp van bang, chirng chi;

d) Cung cftp thong tin trong s6 g6c cftp van bang, chirng chi va thong tin
trong h6 so t6t nghiep dS ngiroi duoc cftp van bang, chirng chi co can cir d~ nghi
chinh sua van bang, chirng chi;

e) Tham rmru cho Hi~u truang chinh sua nQi dung van b~ng, chung chi
thea quy dinh t~i Di~u 20, Di~u 21, Di~u 22 t~i Quy dinh nay;

g) Bao qUlin, lUll giu van b~ng, chUng chi trong truang hqp nguai h9C chua
dSn nh~n van b~ng, chung chi;

h) Thu h6i, huy b6 van b~ng, chUng chi thea quy dinh t~i Di~u 24 cua Quy
dinh nay;

i) Cftp ban sao van b~ng, chung chi tir s6 g6c thea quy dinh t~i Chuang V
cua Quy dinh nay.

2. Nguai co th~m quy~n cftp van b~ng, chUng chi chiu trach nhi~m ca nhan
truac co quan qUlin ly cftp tren va truac phap lu~t v~ vi~c qulm ly va cftp phat van
b~ng, chUng chi.

Di~u 6. HQi dAng van b~ng, chung chi
HQi d6ng van b~ng, chung chi cua truang DHNL do Hi~u truang quySt

dinh thanh l~p. HQi d6ng van b~ng, chung chi co nhi~m V\l tu vftn cho Hi~u
truang cac cong vi~c lien quan tai quan ly van b~ng, chUng chi

Chuc nang, nhi~m V\l, t6 chuc ho~t dQng cua HQi d6ng van b~ng, chUng chi
th\Tchi~n thea quy dinh cua Hi~u truang.

ChU'O'ngII
NQIDUNG,NGONNGU Gill TRONGTRONG vANBANG,CHUNGCHi
Di~u 7. Quy dinh v~ nQi dung van b~ng, chung chi
NQi dung chung cua cac van b~ng, chung chi bao g6m:

1. Tieu d~:

CONG HOA XA HOI CHiT NGHiA VIET NAM. . .
DQc l~p - Tl}'do - H~nh phuc
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2. Ten van bang, clnrng chi.
3. Ten cua co quan c~p van bang, clnrng chi: Truong Dai hoc Nong Lam
4. HQ, chfr dern, ten; ngay thang nam sinh cua ngiroi duoc cap van bang,

clurng chi.
5. S6 hieu va s6 VaGs6 g6c c~p van bang, clurng chi.
6. Dia danh: Thai Nguyen
7. Ten, chirc danh, chir ky cua ngiroi co tham quyen c~p van bang, chirng

chi va dong d~u thea quy dinh.
8. Ngay thang nam c~p van bang, chirng chi.
9. Cac nQi dung khac ghi tren van bang g6m:
a) B~ng t6t nghiep dai hoc: nganh dao tao, nam t6t nghiep, xep loai t6t

nghiep, hinh thirc dao tao;
b) Bang thac si, bang tien SI: ten nganh hoac chuyen nganh dao tao theo

quyet dinh giao nhiem vu dao tao.
Di~u 8. Ngon ngfr ghi trong van b~ng, clnrng chi
Ngon ngfr ghi trong van bang, clnrng chi Ia tieng Vi~t. D6i vai cac van

b~ng, chUng chi co ghi them tieng nuac ngoai, thi tieng nuac ngoai phai dugc ghi
dung theo nghla tieng Vi~t va kich cO' chfr nuac ngoai khong Ian han kich cO' chfr
tieng Vi~t.

Di~u 9: Mfiu van b~ng, chung chi
Cac mfiu van b~ng, chung chi cua truang DHNL duqc th\lc hi~n theo mfiu

van b~ng, chUng chi cua BQGD&DT va D?i hQcThai nguyen

ChU'O'ngIII
QUAN LY PHC)I, VAN BANG, CHUNG CHi

Di~u 10. Quy trinh quan Iy, huy phoi van b~ng, chung chi
1.Quan Iy phoi van b~ng, chung chi
a) TruOng DHNL chiu trach nhi~m quan ly phoi, van b~ng, chUng chi theo

quy dinh cua BQGD&DT va D?i hQCThai nguyen
b) Phong Cong tac HSSV chiu trach nhi~m I~p h6 XO"xin c~p phoi van

b~ng, chUng chi, quan ly, luu trfr phoi b~ng, chung chi, in thong tin len phoi b~ng,
chUng chi va c~p phat, thu h6i van b~ng, chUng chi theo quy dinh hi~n hanh

c) NO"ic~t gifr, bao quan phoi van b~ng, chUng chi phai dam bao du di~n
tich, cO"sa v~t ch~t va dap Ung yeu c~u vS moi truOng va an toan, an ninh. Dinh
ky hang thang phai kiSm tra vS an toan, an ninh khu v\lc bao quan phoi van b~ng,
chUng chi
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2. Hiiy phoi van b~ng, chirng chi
a) Phoi van bang, clnrng chi bi bi 16i trong qua trinh in, bi hu hong, do ban

hanh mfru moi, hoac vi cac ly do khac khong diroc su dung thi phai tiSn hanh huy
bo thea quy dinh hien hanh;

b) DS huy phoi van bang, clnrng chi phai thanh I?p H9i d6ng huy phoi van
bang, chirng chi. H9i d6ng gom: Hieu tnrong, Truong phong Cong tac HSSV, lanh
dao cac phong chirc nang lien quan, can b9 tnrc tiSp quan ly phoi van bang, chimg chi;

c) Khi huy phoi van bang, chirng chi phai duoc l~p bien ban ghi ro thanh
phan HQi d6ng huy van bang, chirng chi, s6 hrong, s6 hieu, 10~ivan bang, chirng
chi bi huy, ly do huy, co d~y du chir ky cua cac thanh vien HQi d6ng va diroc hru
trft trong h6 sO'c~p phat van b~ng. Can cu s6 luqng van b~ng, chUng chi bi huy
Nha truOng lam cong van bao cao D~i h9C Thai Nguyen va dS nghi c~p d6i va
thay phoi van b~ng, chung chi mai;

d) TruOng hqp phoi van b~ng, chung chi bi m~t Phong Cong tac HSSV co
trach nhi~m l~p bien ban, bao cao Hi~u truang d@bao cao ngay D~i h9C Thai
Nguyen va cO'quan Cong an d@xu ly kip thai;

Quy dinh nay cling ap d\lng vai van b~ng, chUng chi in sai, dff duQ'cnguai
co thftm quySn c~p van b~ng, chUng chi ky va dong d~u.

f)i~u 11. Quan If van b~ng, chung chi
D@c~p van b~ng, chUng chi cho nguai h9C, Phong Cong tac HSSV phai l~p

s6 g6c van b~ng, chUng chi thea mfru quy dinh, trong do ghi ro s6 hi~u, s6 VaGs6
c~p van b~ng, chUng chi. Vi~c l~p s6 hi~u, s6 VaGs6 van b~ng, chUng chi dUQ'c
thvc hi~n thea quy dinh nhu sau: s6 VaGs6 c~p van b~ng, chUng chi duQ'c l~p lien
t\lC thea s6 tv nhien tu nho dSn Ian thea tUng nam tu ngay 1101 dSn hSt ngay
31112; dam bao phan bi~t duQ'c s6 VaGs6 c~p cua tUng 10~ivan b~ng, chUng chi,
nam c~p va do truang DHNL c~p.

f)i~u 12. Ch~ d{>cong bB cong khai thong tin va bao cao qua trinh th\fC
hi~n chi tieu tuy~n sinh, in, quan If van b~ng, chung chi

I. TruOng DHNL co trach nhi~m cong b6 cong khai thong tin lien quan
dSn tuy@nsinh va lUll thong tin dffcong b6 thuOng xuyen tren trang thong tin di~n
tu cua nha truOng nhu sau:

a) D~u nam hQc TruOng co trach nhi~m cong b6 cong khai t6ng chi tieu
duQ'cphep dao t~o cua nam, trong do neu ro chi tieu dao t~o d6i vai tUng trinh dQ,
hinh thuc dao t~o;

b) Sau m6i dqt tuy@nsinh TruOng co trach nhi~m cong b6 danh sach thi
sinh trung tuy@nd@nguai h9C va cO'quan, t6 chuc, ca nhan giam sat, trong do neu
ro thong tin t6ng s6 thi sinh trung tuy@ncua cac dqt tuy@nsinh cQng d6n tinh dSn
thai di@mcong b6 so vai t6ng chi tieu duQ'c phep dao t~o cua nam d6i vai m6i
trinh dQdao t~o.
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Thi sinh duoc thong bao tning tuyen co trach nhiern kiem tra thong tin da:
duoc cong b6, kiSn nghi voi Hieu tnrong v~ thong tin cua minh nSu co sai sot.

2. Til ngay 01112 dSn ngay 31112 hang nam tnrong DHNL co trach nhiern
bao cao voi Dai h9C Thai Nguyen qua trinh thuc hien chi tieu tuyen sinh, su dung
phoi van bang, chimg chi, d6ng thai cong b6 cong khai tren trang thong tin di~n
tir bao cao Truong. Noi dung bao cao gom:

a) T6ng s6 chi tieu tuyen sinh cua nam co ngiroi hoc diroc c~p van bang,
chimg chi;

b) S6 hrong thi sinh trung tuyen va da:nhap h9C so voi chi tieu cua nam da:
duoc thong bao neu tai diSm a khoan nay;

c) S6 hrong nguoi h9C da:t6t nghiep so voi s6 hrong thi sinh trung tuyen va
da:nhap h9C quy dinh tai diem b khoan nay;

d) S6 lugng phoi van b~ng, chUng chi da:in; s6 lugng phoi van b~ng, chUng
chi da:su d\lng; s6 lugng van b~ng, chUng chi da:c~p trong nam.

ChlfO'ng IV
cAp PHAT, CHiNH SUA, THU HOI, HUY BO VAN BANG, CHUNG CHi

Di~u 13. Th§m quy~n c§p van b~ng, chung chi
1. Hi~u truong la nguai chiu tnich nhi~m va co thfim quySn c~p b~ng t6t

nghi~p d?i hQc, th?c si, tiSn si, chUng chi do TruOng duQ'c phep dao t?O thea cac
quy dinh hi~n hanh cua B<)GD&DT va D?i hQCThai Nguyen.

2. Van b~ng cua truOng DHNL dugc c~p kern thea bimg diSm hQc t~p toan
khoa. Bang diSm do Truong phong Dao t?O dugc Hi~u truCmg uy quySn ky va
dong d~u cua truOng DHNL.

Di~u 14. Di~u ki~n c§p van b~ng, chung chi
1. Van b~ng duQ'c c~p sau khi nguai hQc hoan thanh chuang trinh dao t?O

thea tung trinh d<)dao t?o.
2. ChUng chi duQ'c c~p sau khi nguai hQc hoan thanh chuang trinh dao t?O

ho?c b6i du5ng nang cao trinh d<)h9C v~n, nghS nghi~p thea chuang trinh do B<)
GD&DT, D?i h9C Thai Nguyen quy dinh ho?c ban hanh.

Di~u 15. Quy trinh in §n, c§p phat van b~ng tat nghi~p
1. Can Cll'van quySt dinh cong nh~n t6t nghi~p, T6 van b~ng chUng chi

(thu<)cPhong Cong tac HSSV) xu~t phoi va ban giao cho nguai in. Vi~c xu~t, ban
giao phoi phai l~p thanh bien ban va ghi d~y dli thong tin van s6 quan ly phOi.

2. Nguai in, tiSn hanh in d~y dli thong tin tren phoi van b~ng va ban giao
cho T6 van b~ng chUng chi dS ra soat, d6i chiSu l?i dS dam bao tinh khach quan,
chinh xac. Vi~c ban giao phai l~p thanh bien ban.
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3. Sau khi dff d6i chieu, T6 van bang chimg chi ban giao nguoi trinh Hieu
tnrong ky; van thu dong d~u va ban giao lai cho t6 van bang chirng chi dS ghi van
s6 quan ly va c~p phat thea quy dinh.

4. Viec c~p phat bang t6t nghiep diroc thuc hien nhu sau:
B~ng t6t nghiep diroc cap phat mot l~n va c~p tnrc tiSp cho nguoi co ten

tren bang. Ngiroi nhan tnrc ti@pky ten van s6 g6c c~p bang t6t nghiep. Cac gi~y
to xu~t trinh khi nhan bang t6t nghiep bao gom: gi~y chimg minh nhan danihQ
chi@uhoac the sinh vien, gi~y uy quyen thea quy dinh cua phap lu~t (n@unhan thay).

Di~u 16. Quy trinh in An, cAp phat chimg chi
1. Can cir van quyet dinh cong nhan k@tqua thi va c~p chirng chi, ngiroi

quan ly phoi chUng chi xu~t phoi va ban giao cho nguai in. Vi~c xu~t, ban giao
phoi phai l~p thanh bien bim va ghi van s6 quan ly phoi.

2. Nguai in ti@nhanh in d~y du thong tin tren phoi chUng chi va ban giao
cho T6 van b~ng chUng chi dS ra soat, d6i chi@ul~i nh~m dam bao tinh khach
quan chinh xac. Vi~c ban giao phai l~p thanh bien ban.

3. Sau khi dff d6i chi@u,T6 van b~ng chung chi ban giao nguai trinh Hi~u
truang ky; van thu dong d~u va ban giao l~i cho T6 van b~ng chUng chi dS ghi
van s6 quan lY.

4. T6 van b~ng chUng chi ban giao cho Trung tam (trung tam ngo~i ngu
&Tin h9CUng d\lng ho~c trung tam co chuc nang, nhi~m V\lt6 chCrcdao t~o, danh
gia, sat h~ch va c~p chUng chi.) dS c~p phat thea quy dinh. Vi~c ban giao phai
duqc l~p thanh bien ban.

ChUng chi duqc c~p phat m9t l~n va c~p trgc ti@pco ten tren chUng chi.
Cac gi~y ta xu~t trinh khi nh~n chUng chi bao g6m: gi~y chUng minh nhan dan
ho~c the sinh vien, gi~y uy quySn (n@unh~n thay).

Di~u 17. ThOi h~n cAp van b~ng, chung chi
1. Nguai co thAm quySn co trach nhi~m c~p van b~ng, chUng chi cho nguai

h9C trong thai h~n sau:
a) 30 ngay kS til' ngay co quy@tdinh cong nh~n t6t nghi~p d'ili h9C ho~c

quy@tdinh cong nh~n t6t nghi~p va c~p b~ng th~c si ho~c quy@tdinh cong nh~n
h9Cvi ti@nsi va c~p b~ng ti@nsi.

b) 15 ngay kS til' ngay nguai h9C k@tthuc khoa dao t~o, b6i duOng, nang
cao trinh d9 h9Cv~n, nghS nghi~p

2. Trong thai gian cha c~p van b~ng, nguai h9c du diSu ki~n c~p b~ng t6t
nghi~p duqc Truang c~p gi~y chUng nh~n t6t nghi~p t~m thai.

Hi~u truang truang DHNL quy dinh m~u gi~y chUng nh~n t6t nghi~p t~m
thai cho nguai du diSu ki~n c~p van b~ng t6t nghi~p d~i hQc, th~c si, ti@nsi. Gi~y
chUng nh~n t6t nghi~p t~m thai do Hi~u truang ho~c nguai duqc Hi~u truang uy, ,
quyen cap.
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----------------------------------------------------------

Di~u 18. sA gBc c§p van b~ng, clurng chi
S6 g6c c~p van bang, chirng chi la tai lieu do Truong DHNL l?p ra khi thuc

hien viec c~p ban chinh van bang, chirng chi trong do ghi chep d:1ydu nhtrng nQi
dung tieng Viet nhu ban chinh dii cap,

S6 g6c cap van bang, clnrng chi phai diroc ghi chep chinh xac, danh s6
trang, dong d~u giap lai, khong diroc tAyxoa, dam bao quan ly chat che va luu trfr
vinh viSn.

Di~u 19. Ky, dong d§u van b~ng, chirng chi
1. Hieu tnrong khi ky van bang, chirng chi phai ky thea m~u chfr ky dii

dang ky voi co quan co tham quyen va ghi ro, du ho ten, chirc danh.
2. MQt s6 loai clnrng chi, Hieu tnrong uy quyen cho giam d6c cac trung

tam co chirc nang, nhiem vu t6 clnrc dao tao, danh gia, sat hc;tchva c~p chung chi.
3. Vi~c dong d~u tren chfr ky cua Hi~u truemg ho~c ngu0'i duQ'c Hi~u

truang uy quySn duQ'cth\fc hi~n thea quy dinh vS cong tac van thu hi~n hanh.
Di~u 20. ThAm quy~n quy~t djnh chinh sua nQi dung van b~ng, chung chi
Hi~u truemg truOng DHNL co thAm quYSn quySt dinh chinh sua nQi dung

van b~ng, chUng chi
Di~u 21. Cac trU'(Ynghgp chinh sua nQi dung van b~ng, chung chi
Ngu0'i duQ'c c~p van b~ng, chUng chi co quySn yeu c:1uchinh sua nQi dung

ghi tren van b~ng, chUng chi trong truOng hqp sau khi duQ'c c~p van b~ng, chUng
chi, ngu0'i hQc duQ'c cO'quan co thAm quySn quySt dinh ho~c xac nh?n vi~c thay
d6i ho~c dli chinh hQ tich, xac dinh lc;tidan tQc, xac dinh lc;tigi6i tinh, b6 sung hQ
tich, diSu chinh hQtich, dang ky khai sinh qua hc;tn,dang ky lc;tivi~c sinh thea quy
dinh cua phap lu?t.

Di~u 22. HB sO',trinh tv, thu t\lc chinh su'a nQidung van b~ng, chung chi
1. H6 sa dS nghi chinh sua van b~ng, chUng chi:
a) Dan dS nghi chinh sua van b~ng, chUng chi;
b) Van b~ng, chUng chi dS nghi chinh sua;
c) QuySt dinh cho phep thay d6i ho~c cai chinh hQ tich, xac dinh lc;tidan

tQc, xac dinh lc;tigi6i tinh d6i v6i truOng hqp chinh sua van b~ng, chUng chi do
thay d6i ho~c cai chinh hQtich, xac dinh lc;tidan tQc, xac dinh lc;tigi6i tinh;

d) Gi~y khai sinh d6i v6i truOng hqp chinh sua van b~ng, chUng chi do b6
sung hQ ljch, diSu chinh hQtich, dang ky lc;tivi~c sinh, dang ky khai sinh qua hc;tn;

d) ChUng minh thu nhan dan ho~c hQ chiSu ho~c gi~y to' tuy than hqp phap
khac co anh cua ngu0'i duQ'cc~p van b~ng, chung chi;

Cac tM li~u trong h6 sa dS nghi chinh sua van b~ng, chUng chi quy dinh tc;ti
cac diSm b, c, d, d kho~mnay co thS la ban sao khong co chUng th\fc ho~c ban sao
til s6 g6c ho~c ban sao duQ'cchUng th\fc til ban chinh.
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Truong hop tai li~u trong h6 sa la ban sao khong co chimg thuc thi co
quyen yeu cfiu ngiroi dS nghi chinh sua van bang, chirng chi xuat trinh ban chinh
dS d6i chieu; nguoi d6i chi@uphai ky xac nhan va ghi r6 ho ten vao ban sao va
chiu trach nhiern vS tinh chinh xac cua ban sao so voi ban chinh.

N@u ti@p nhan tai lieu trong h6 sa la ban sao til' s6 g6c hoac ban sao
diroc chirng thuc til' ban chinh thi co quan co tham quyen chinh sua nQi dung van
b~ng, chirng chi khong duoc yeu cfiu xuat trinh ban chinh dS d6i chieu. Truong
hop co d~u hieu nghi ngo ban sao la gia mao thi co quyen xac minh.

2. Trinh nr, thu tuc chinh sua van bang, clnrng chi duoc quy dinh nhu sau:
a) Ngiroi dS nghi chinh sua van bang, clnrng chi nop 01 (mot) bQ h6 sa

thea quy dinh tai khoan 1 DiSu nay cho tnrong DHNL (qua Phong Cong tac
HSSV). Vi~c nQP h6 sa co thS th\}'chi~n b~ng cach nQp tr\}'c ti@pho~c gui qua
duang buu di~n;

b) Trong thai h?n 05 ngay lam vi~c kS til' ngay nh?n du h6 sa hgp l~ Phong
Cong tac HSSV xem xet vi~c chinh sua nQi dung van b~ng, chung chi trinh Hi~u
truang ra quy@tdinh; n@ukhong chinh sua thi phai tra 1m b~g van ban va neu r6 ly do;

c) Vi~c chinh sua nQi dung van b~ng, chung chi duQ'c th\}'chi~n b~ng quy@t
dinh chinh sua cua Hi~u truang; khong chinh sua tr\}'cti@ptren van b~ng, chUng chi;

Can cu vao quy@tdinh chinh sua Phong Cong tac HSSV ti@nhanh chinh
sua cac nQi dung tuang Ung ghi trong s6 g6c c~p van b~ng, chUng chi.

Di~u 23. NQi dung chinh cua quy~t dinh chinh sua va ap dyng vi~c
chinh sua van b~ng, chung chi

1. Quy@tdinh chinh sua van b~ng, chung chi g6m cac nQi dung chinh sau:
a) HQ, chu d~m, ten; ngay thang nam sinh cua nguai co van b~ng, chUng

chi duQ'cchinh sua;
b) Ten, s6, ngay thang nam c~p cua van b~ng, chUng chi duQ'cchinh sua;
c) NQi dung chinh sua;
d) Ly do chinh sua;
d) Hi~u l\}'cva trach nhi~m thi hanh quy@tdinh.
2. Vi~c chinh sua nQi dung ghi tren van b~ng, chUng chi duQ'c ap d\mg ca

d6i voi nhUng van b~ng, chUng chi duQ'cc~p truoc ngay Quy dinh nay co hi~u l\}'c
thi hanh.

Di~u 24. Thu hBi, huy bo van b~ng, chung chi
1. Van b~ng, chUng chi bi thu h6i, huy b6 trong cac truOng hgp sau day:
a) Co hanh vi gian l?n trong tuySn sinh, hQc t?P, thi cu, bao v~ d6 an, khoa

lu?n t6t nghi~p, lu?n van, lu?n an ho~c gian l?n trong vi~c lam h6 sa dS duQ'cc~p
van b~ng, chUng chi;

b) C~p cho nguai khong du diSu ki~n;
c) Do nguai khong co thAmquYSnc~p;
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d) Van bang, chirng chi bi t<iyxoa, sua chua;
d) DS cho ngiroi khac su dung.
2. Truong DHNL co trach nhiem thu h6i, huy bo van bang, clnrng chi
I>i~u 25. Cdng b8 cong khai thong tin v~ cAp van b~ng, cluing chi tren

trang thong tin di~n til'
1. Viec cong b6 cong khai thong tin vS c~p van bang, chirng chi tren trang

thong tin dien nr nham cong khai, minh bach hoat dQng dao tao va c~p van bang,
chirng chi cua co sa giao due, co quan quan ly giao due; giup cho cac co quan, t6
clnrc, ca nhan kiem tra, giam sat hoat dQng c~p van bang, clnrng chi mot each
thuan IQ'i;han chS tinh trang gian Ian va tieu eire trong viec c~p van bang, clnrng
chi; han che viec su dung van bang, chirng chi gia.

2. Thong tin cong b6 cong khai vS c~p van bang, chung chi g6m cac nQi
dung ghi tren van b&ng, chung chi quy dinh t~i cac khofm 2, 4, 5, 8 DiSu 7 va
khoi'm 1 DiSu 8 cua Quy dinh nay; phai dam bao chinh xac so vai s6 g6c c~p van
b&ng, chUng chi, phai duQ'c c~p nh~t va luu tru thuOng xuyen tren trang thong tin
di~n tu cua ca quan dff d.p van b&ng, chUng chi; bao dam dS quan ly, truy c~p,
tim kiSm.

3. Truong hQ'Pvan b&ng, chung chi duQ'c chinh sua, thu h6i, huy b6 thi
cung phai duQ'c cong b6 cong khai tren trang thong tin di~n tu cua ca quan dff
chinh sua, thu h6i, huy b6 van b&ng,chUng chi.

4. Vi~c cong b6 cong khai thong tin vS c~p, chinh sua, thu h6i, huy b6 van
b&ng, chUng chi tren trang thong tin di~n tu duQ'c th\fc hi~n ca d6i vai cac van
b&ng,chUng chi dffduQ'c c~p truac ngay Quy chS nay co hi~u l\fc thi hanh.

ChU'O'ngV
cApBAN SAO VAN BANG, CHUNG CHI TU s6 GOC

I>i~u 26. Ban sao van b~ng, chung chi tir sAg8c
C~p ban sao van b&ng, chUng chi tir s6 g6c la vi~c do Hi~u truang ho~c

Truang phong Cong tac HSSV duQ'cHi~u truang uy quySn dang quan ly s6 g6c
can cu vao s6 g6c dS c~p ban sao. Cac nQi dung ghi trong ban sao van b&ng,
chung chi tir s6 g6c phai chinh xac so vai s6 g6c.

I>i~u27. Ghl tri phap If Cllaban sao van b~ng, chUng chi dU'Q'ccAp tir sAgAc
1. Ban sao van b&ng, chung chi duQ'cc~p tir s6 g6c co gia tri su d\lng thay

cho ban chinh trong cac giao dich, trir truOng hQ'Pphap lu~t co quy dinh khac.
2. Ca quan, t6 chuc tiSp nh~n ban sao van b&ng, chUng chi duQ'c c~p tiT s6

g6c thi khong duQ'c yeu c~u xu~t trinh ban chinh van b&ng, chUng chi dS d6i
chiSu, trir truOng hQ'Pco can cu vS vi~c ban sao gia m~o, b~t hQ'Pphap thi yeu c~u
xu~t trinh ban chinh dS d6i chiSu ho~c tiSn hanh xac minh, nSu th~y c~n thiSt.
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Di~u 28. ThAm quyen va trach nhi~m c~p ban sao van b~ng, cluing chi
tir s8 g8c

Hieu tnrong hoac Truong phong Cong hie HSSV dang quan Iy s6 g6c cftp
van bang, chirng chi duoc Hieu tnrong uy quyen co th~m quyen va trach nhiem
cftp ban sao van bang, chimg chi tir s6 g6c. Viec cftp ban sao van bang, clnrng chi
tir s6 g6c duoc thuc hien d6ng thai voi viec cftp ban chinh hoac sau thai di@mcftp
ban chinh.

Di~u 29. NgU'Oico quyen yeu c~u c~p ban sao van b~ng, chung chi tir sAg8c
Nhirng nguoi sau day co quyenyeu cfiucftpban sao van bang, chirng chi tir s6 g6c:
1. Nguoi ducc cftp ban chinh van bang, chirng chi.
2. Nguoi dai dien thea phap luat, ngiroi dai dien thea uy quyen cua nguoi

diroc cftp ban chinh van bang, clnrng chi.
3. Cha, my, con; VQ',ch6ng; anh, chi, em rUQt; nguai thua kS khac cua

nguai duQ'ccftp ban chinh van b&ng,chUng chi trong truOng hqp nguai do dffchSt.
Di~u 30. Trinh t\l', thn tl}c c~p ban sao van b~ng, chung chi tir s8 g8c
1. Nguai yeu cfiu cftp b~msao van b&ng, chUng chi tu s6 g6c phai xuftt trinh

ban chinh ho~c ban sao co chUng thgc Gifty chUng minh nhan dan ho~c hQ chiSu
con gia tri su d\lng d@nguai tiSp nh?n h6 sa ki@mtra. Truang hqp nguai yeu cfiu
cftp ban sao van b&ng, chUng chi tu s6 g6c la nguai quy dinh t?i khoan 2, khoan 3
DiSu 27 cua Quy dinh nay thi con phai xuftt trinh gifty ta chUng minh quan h~ vai
nguai duQ'ccftp ban chinh van b&ng,chUng chi.

TruOng hqp nguai yeu cfiu cftp ban sao van b&ng, chUng chi tu s6 g6c gui
yeu cfiu qua buu di~n thi phai gui kern thea ban sao co chUng thgc gifty ta quy
dinh t?i khoan 1 DiSu nay, 01 (mQt) phong bi dan tern ghi ra hQten, dia chi nguai
nh?n cho Phong Cong tac HSSV

2. Phong Cong tac HSSV la dan vi duQ'cHi~u truang giao quan Iy s6 g6c
cftp van b&ng, chUng chi can cu van s6 g6c d@cftp ban sao cho nguai yeu cfiu; nQi
dung ban sao phai ghi thea dung nQi dung dffghi trong s6 g6c. Truang hqp khong
con luu trfr dUQ'cs6 g6c ho~c trong s6 g6c khong co thong tin vS nQi dung yeu
cfiu cftp ban sao thi Phong Cong tac HSSV co trach nhi~m tra lai b&ngvan ban cho,
nguai yeu cau.

TruOng hqp khong cftp ban sao van b&ng, chUng chi tu s6 g6c cho nguai
yeu cfiu thi Phong Cong tac HSSV phai tra lai b&ngvan ban va neu ra Iy do.

3. Thm h?ll cftpban sao van b&ng,chUngchi tir s6 g6c duQ'cthgc hi~nnhu sau:
a) Ngay trong ngay Truang DHNL tiSp nh?n yeu cfiu ho~c trong ngay lam

vi~c tiSp theo, nSu tiSp nh?n yeu cfiu sau 03 (ba) gia chiSu.
Trong truang hqp yeu cfiu cftp ban sao tu s6 g6c duQ'c gui qua buu di~n thi

thai h?n duQ'Cthgc hi~n ngay sau khi Truang DHNL nh?n du h6 sa hqp I~ thea
dftu buu di~n dSn;
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b) £>6i voi tnrong hop cung mot Ilk yeu c§.u chirng thirc ban sao tir nhieu
s6 goc, yeu c§.u s6 IUQ'ngnhieu ban sao, ne)i dung van bang, chirng chi phirc tap
kho kiSm tra, d6i chiSu rna co quan, ca sa giao due khong thS dap irng diroc thai
han quy dinh tai diem a khoan 1 £>iSunay thi thai han c~p ban sao diroc keo dai
them khong qua 02 (hai) ngay lam viec hoac co thS dai han theo thoa thuan bang
van ban voi nguoi yeu c§.uc~p ban sao.

4. Ngiroi yeu c§.uc~p ban sao van bang, clnrng chi tir s6 g6c phai tra I~phi
c~p ban sao. NSu yeu c§.ugiri qua duong buu dien thi nguoi yeu c§.ucon phai tra
circe phi buu dien cho tnrong £>HNLc~p ban sao.

I)i~u 31. SB c§p ban sao va quan ly vi~c c§p ban sao van b~ng, clnmg
chi tir sB g8c

1. S6 c~p ban sao van b&ng, chUng chi tu s6 g6c la tai li~u do TruOng
£>HNL l~p ra khi thvc hi~n vi~c c~p ban sao van b&ng, chUng chi tu s6 g6c trong
do ghi chep d§.ydu nhung ne)idung nhu ban sao rna TruOng dff c~p.

S6 c~p bim sao van b&ng, chUng chi tu s6 g6c phai duQ'c ghi chep chinh
xac, danh s6 trang, dong d~u giap lai, khong duQ'c t~y xoa, dam bao quan ly ch~t
che va luu tru vlnh vi~n.

2. M6i l§.n c~p ban sao van b&ng, chUng chi tu s6 g6c dSu phai ghi vao s6
c~p ban sao van b&ng, chung chi tu s6 g6c; phai danh s6 vao s6 c~p ban sao, dam
bao m6i s6 vao s6 c~p ban sao duQ'c ghi duy nh~t tren me)t ban sao van b&ng,
chUng chi dff c~p cho nguai hQc.

S6 vao s6 c~p ban sao van b&ng, chung chi duQ'c l~p lien t\lCtheo thu t\1's6
tv nhien tu nh6 dSn Ian theo tUng nam tu ngay 01/01 dSn hSt ngay 31/12; dam
bao phan bi~t duQ'c s6 vao s6 c~p ban sao cua tUng lo?i van b&ng, chUng chi, nam
c~p ban sao va xac dinh duQ'Cdo TruOng £>HNLc~p.

ChU'O'ngVI
KIEM TRA, THANH TRA, XU LY VI PH~M

I)i~u 32. Trach nhi~m ella dO'nvi trong quan ly van b~ng, chung chi
1. Hi~u twang co trach nhi~m chung trong vi~c in, quan ly, c~p phat van

b&ng, chUng chi, thu h6i, huy b6 van b&ng, chUng chi theo quy dinh cua Be)
GD&£>Tva £>?ihQc thai nguyen.

2. Truang giao cho Phong Cong tac HSSV chiu trach nhi~m l~p h6 sa xin
c~p phoi van b&ng, chUng chi, quan ly, luu tru phoi van b&ng, chUng chi; in thong
tin tren phoi va c~p phat, thu h6i van b&ng, chUng chi, ban sao b&ng t6t nghi~p;
Trinh Hi~u truang ky va dong d~u van b&ng,chUng chi.
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f)i~u 33. Ki~m tra, thanh tra
1. Dinh ky hoac d(>txu~t Nha tnrong se ti~n hanh t6 chirc thanh tra, kiem

tra viec in, quan ly, c~p phat van bang, chirng chi
2. Cac don vi, ca nhan diroc phan cong nhiem vu trong viec in, quan ly, c~p

phat, su dung van bang, clnrng chi co trach nhiem phoi hop tao di~u kien thuan
IQ'icho cong tac thanh tra, kiem tra.

f)i~u 34. Xii' Iy vi pham
Cac don vi va ca nhan co lien quan d~n viec c~p van bang, chirng chi,

ngiroi duoc c~p van bang, clnrng chi co hanh vi vi pham quy dinh v~ quan ly, su
dung van bang, clnrng chi thi bi xu ly thea quy djnh cua Truong va quy dinh cua
phap luat,

f)i~u 35. TB clurc th1!c hi~n
T~t ca ngiroi hoc, can b(>vien clnrc, cac don vi trong truOng DHNL co

trach nhi~m thgc hi~n d~y du va dung quy dinh naY$---
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