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Qui trinh in va cdp van bang tot nghiép dai hoc OT.03.CTSV

Mi sb: QT.03.CTSV

TRUONG QUY TRINH
: vy | IN VA CAP VAN BANG | Noav ban hanh: 10/10/2013
M ~ gay an nann:
DATHOCY HANOL | 151 NGHIEP PAI HOC

LAn ban hanh: 01

1. Nguoi co lién quan phai nghién cuu va thuc hién dung cac noi dung cua
quy dinh nay.

2. Noi dung trong quy dinh nay co hiéu luc thi hanh nhw sy chi dao cua
Hiéu truong.

3. Moi don vi dwoc phat 01 ban (c6 dong ddu kiém sodt). Cdc don vi khi ¢6
nhu cau bo sung thém tai liéu, dé nghi lién hé véi thu ky ISO dé cé ban
doéng ddu kiém sodt. Can b céng chire dwoc cung cdp file mém trén
mang noi bo dé chia sé thong tin khi can.

NOI NHAN (ghi ré noi nhdn réi danh dau X 6 bén canh)

[ | Pho hi€u truong phu | 0
trach Pao tao dai hoc

[] | Phong Cong tac 0 0
Chinh tri va Hoc
sinh, sinh vién

[] | Phong Quan ly dao 0 0O
tao dai hoc

[ | Phong Hanh chinh 0 O
tong hop

[] O O

THEO DOI TINH TRANG SUA POI (tinh trang sira doi so véi ban truwée do)

Trang Hang muc Tom tat nfi dung hang muc sira doi
stra doi
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I. MUC PiCH

Quy trinh nay nhim quy dinh thdng nhét cac budc trong cong tac in va
cap van bang tt nghiép dai hoc phai dam bao nodi dung in trén vin bang dung
theo quy dinh.

1. PHAM VI AP DUNG
Quy trinh nay ap dung voi chuyén vién phong Cong tac Chinh tri va Hoc
sinh, sinh vién khi thyc hién in va cip van bang tot nghiép dai hoc tai Truong
dai hoc Y Ha Noi.

III. TAI LIEU VIEN DAN:

- Thong tu 19/2011/TT-BGDDT ngay 24/05/2011, cia Bo gido duc va
dao tao vé viéc Ban hanh mau bang tot nghiép dai hoc.

- Quyét dinh s 33/2007/Qb-BGD&DT ngay 206/2007 cia B truong Bo

Gido duc va Dao tao v€ viéc ban hanh Quy ché vin bang, chimg chi cua hé
théng gido duc qubc dan

- Thong tu 22/2012/TT-BGDDT ngay 20/06/2012, cua B6 Gido duc va
Pao tao vé viéc Stra doi, bo sung mot s diéu ciia Quy ché van bang, chung chi
ctia hé théng gido duc qudc dan ban hanh kém theo Quyét dinh sb 33/2007/QD-
BGD&DT ngay 206/2007 cua Bo trudng Bo Gido duc va Pao tao

IV. THUAT NGU VA TU VIET TAT

4.1. Giai thich thuft ngir: ,
modestudy: hinh thire dao tao bang tiéng anh
degree: loai tot nghi€p bang tiéng anh

4.2. Tir viét tit:
QLDTDH: Quan 1y Pao tao dai hoc
- TN: tbt nghiép
- CTCT&HSSV: Cong tac Chinh tri va Hoc sinh, sinh vién
- hovaten: ho va tén
- gioitinh: gidi tinh
- ngaysinh: ngay sinh
- namtn: ndm tot nghiép
- xeploai: xép loai tot nghiép
- htdt: hinh thirc dao tao
- ngaycap: ngay cap bang
- sovs: sO vao sO cap bang
- danhhieu: danh hi¢u tiéng viét
- danhhieuta: danh hiéu tiéng anh
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Qui trinh in va cdp van bang tot nghiép dai hoc
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V. NQI DUNG QUY TRINH:
Luwu do qua trinh in vin bang tot nghiép

Trach nhiém

Cac budc thuc hién

Mo té/ Tai li€u lién quan

Phong CTCT&HSSV
(Chu nhiém khoi)

Tiép nhan quyét
dinh cong nhan tdt
nghiép tir phong
OLDTHH

5.1.
- Quyét dinh cong nhan tot nghiép
nam... M.01.CTSV.03

5.2. Chit nhiém khoi tién hanh kiém
tra céc thong tin trong danh sach
quyét dinh cong nhan tét nghiép bao
gom:

Kiém tra <A A
. e Ho va tén sinh vién
Phong CTCT&HSSV e Giéi tinh
(Chu nhiém khoi) B .
e Xéploai TN
e Ngay thang nam sinh.
Néu ¢6 sai sot phai bdo lai gido vu
khéi va kiém tra lai truc tiép véi sinh
vién.
5.3. Cha nhiém khoi 1ap danh sach
sinh vién in vin bang theo mau dang
Y v6i quy dinh cia B GD&DT (phu luc
‘ kém theo thong tu $619/2011/TT-
Phong CTCT&HSSV Lap danh sach in bang BGDDT ngay 24/05/2011, ctia Bo
(Chu nhiém khéi) tot nghiép gido duc va dao tao vé viéc Ban hanh
mau van béng tdt nghiép dai hoc) va
quy dinh in vin bang ctia Truong dai
hoc Y Ha Noi, theo mau:
....... MO2CTSV.03
5.4. Chu nhiém khéi 1ap danh sach
Y - sinh vién dy kién in vin bang tbt
Phong CTCT&HSSV Lap danh sach sinh nghiép theo mau: M.03.CTSV.03
A z. vién du kién in van
(Chu nhiém khoi) bing tét nghiép
! 5.5. Chui nhiém khdi chuyén ho so cho
can bo in vin bang bao gdm:
e Quyét dinh cong nhan tot
Phong CTCT&HSSV Chuyén ho so nghiép(ban ciing)
(Chu nhiém khéi) e Danh sach sinh vién in vin bang
(qua Email)

e Danh sach sinh vién du kién in
van bang tot nghi€p (ban cung)

(&)
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(&)

Can b0 in van

Nhap vao phan mém

bﬁmg in van bang
- T
- Can b0 in van i
bang Kiém tra
- Chu nhiém khéi
- Can b0 in van y ‘
bang Nhan phoi van bang
- Chu nhiém khoi tir Cht nhiém khoi
. A 4
Phong CTCT&HSSV o
(Cht nhiém khoi) In vén bang

- Can b0 in van

Ban giao van bang

bang
- Cht nhiém khoi
o A
Phong CTCT&HSSV . Irea
(Cha nhiém khéi) Trinh ky Hicu
truone
_______ ]
Hiéu Truong Ky bang
o Y
Chuyén vién phong Pong dau
HCTH

®

5.6. Thuc hién thao tac dé phén mém
nhan danh sach in van bang vao phan
mém

5.7. Kiém tra s6 luong sinh vién theo
quyét dinh coéng nhan tot nghi¢p va
danh sach trong phan mém.

5.8. Nhan phéi van bang tir chii nhiém
khéi, theo miu phdi vin bing:
M.04.CTSV.03 va M.05.CTSV.03, c6
bién ban ban giao theo mau:
M.06.CTSV.03

5.9. Can b0 in bé“mg thuc hién cac
budc theo hudng dan cua phan mém.

5.10. Can bo in vin bang ban giao:
Vin bang tot nghiép da in xong,
Vin bang in sai,
Phéi van bang thira,
Danh sach sinh vién dy kién in
vin bang di dién day du cac
thong tin (s6 vao sb, sd hiéu
bang).
-C6 bién ban ban giao theo mau:
M.07.CTSV.03
5.11. Chu nhiém khdi Trinh ky truc
tiép Hiéu truong vin bang tot nghiép
da in xong.

517 Tien trufong ky G ng Bal oo
cho sinh vién c6 tén trong quyct dinh
tot nghi¢p

5.13. Chi nhiém khéi sau khi Hiu
truong ky xong van bang gui van thu
phong HCTH dong dau.
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(»)

A 4

' 5.14. Tt danh séch sinh vién dy kién

in vin bang tot nghiép Chu nhiém

Phong CTCT&SSV | | vanbing o e oy g o oane
(Chui nhigm kho) M.08.CTSV.03, M.09.CTSV.03 in ra
kho A3 dé cho sinh vién ky sau khi
nhan vin bang.
v 5.15. Chu nhiém khdi tién hanh phat
. Phat vin bang cho van bang cho sinh vién tot nghiép, yéu
Phong CTCT&HSSV sinh vién tot nghiép cau sinh vién kiém tra k¥ tit ca cac
(Chu nhi¢m khoi)

thong tin in trén vin bang va ky vao
s0 goc cap bang

Chuyén vién luu
trir

Téng két, luu hd

SO

5.16.

-Léanh dédo phong chu tri t6 chirc hop
tong ket rat kinh nghiém sau qua trinh
in va cdp vin bang tot nghiép hang
nam.

Téng két lai cac tai liéu lién quan can
luu trr ban giao cho cén bo luu triv
cua phong.
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VI. HOSO:
STT | Tén ho so luu Nguwoi luu Noi luu Thaoi gian luu
1. Quyét dinh cong nhan tot | Van thu Kho Iuu trit Vinh vién
nghiép cua phong
CTCT&HSSV
2. S6 goc cap bang Van thu Kho luu trir Vinh vién
cua phong
CTCT&HSSV
3. Danh sach sinh vién in | Can bd invan | May tinh Vinh vién
bang tot nghiép bang chuyén dung in
vin bang
4. Danh sach du kién in van | Chi Nhiém Cap hd so cia | Vinh vién
bang tot nghiép khoi cht nhiém
khéi
5. S6 vin bang in sai Chu nhiém Cap hosocia | Dén khi huy
khoi cha nhiém phoi vin bang
khéi
6. Phéi van bang con thira Van thu Kho luu trix Cén bo van thu
cua phong bao
quan dé dung
cho ky in nam
toi
7. Bién ban ban giao Vin thu Kho luu trit Vinh vién
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VII. PHU LUC:

1. | M.01.CTSV.03: | Quyét dinh cong nhén tét nghiép

2. | M.02.CTSV.03: | Danh sach sinh vién in vin bang

3. | M.03.CTSV.03: | Danh sach sinh vién du kién in vin bang
4. | M.04.CTSV.03: | Mau phdi vian bang cia BGD&DT

5. | M.05.CTSV.03: | Mau phéi van bang cia BGD&DT

6. | M.06.CTSV.03: | Bién ban ban giao phdi van bang

7. | M.07.CTSV.03: | Mau bia s gbc cap phat vin bang

8. | M.08.CTSV.03: | Mau phu bia s6 gbc cap phat vin bang
9. | M.09.CTSV.03: | Mau s gdc cdp phat vin bang
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TRUONG PAI HOC Y HA NOI
PHONG CTCT&HSSV

HUONG DAN VE IN BANG PAI HQC CUA TRUONG Y HA NOI

1. Vé cach viét chuyén nganh bang tiéng anh trong vin bing dai hoc:

TT Tiéng Viét Tiéng Anh Ghi
chu
1 | DA KHOA GENERAL PRACTITIONER
2 | YHOC CO TRUYEN | TRADITIONAL MEDICINE
3 | RANG HAM MAT DOCTOR OF DENTAL SURGERY
4 | Y HOC DU PHONG PREVENTIVE MEDICINE
5 | PIEU DUONG NURSING
6 | KY THUAT Y HOC MEDICAL TECHNOLOGY
7 | Y TE CONG CONG PUBLIC HEALTH

2. V& quy tic sir dung phan mém in bing:

- Tét ca cac ndi dung phai dé theo dung fonts chir: luu ¥ phai str dung bang go
TCVN3(ABC).

- Cot “hovaten” va “ho” phai giéng nhau.

- Huéng dan thyc hién thao tac nhap dit liéu vao phﬁn mém in bé“mg: Mo phén
mém in vin bang: “bangdh.exe” trén man hinh Destktop, chon “ Hé théng”
Chon “cap nhap dir li¢u tir excel”’chon nhdp dir li¢u tr excel chon “OK” chon
“file in bang” chon “OK” d¢ phan mém nhan danh sach in vin bang.

- Hudng dan thuc hién thao tic in bang bang phan mém: Chon “Hé thdng” chon
“Nhép dir ligu” “In béng” trong muc “bat dau tir sd...dén sb...” dién sb thu tu
br:ing chon muc “xem trude in sau” kiém tra lai thong tin in trén van béng, cho
phoi bang vao phan tiéng anh cho vao trudc, click chudt vao biéu tugng may in

trén ciing bén trai dé tién hanh in, dién thong tin “sd vao s6”, “s6 hiéu bang” vao

danh sich sinh vién du kién in van bang.
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MAiu biing tot nghiép dai hoc
(Ban hanh kem theo Thong tu so 19/2011/TT-BGDDT
ngay 24 thang 5 nam 2011 cua Bo truong Bo Gido duc va Dao tao)

Trang 1 Trang 4

CONG HOA XA HQI CHU NGHIA VIET NAM

Quéc huy

2lcm
BANG TOT NGHIEP PAI HQC

> 14.5cm
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