UBND QUAN GO VAP

TRUONG THCS QUANG TRUNG

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phice

Go Vap, ngay 26 thang 9 nam 2021

QUY TRINH PHAT VA NHAN BANG VA LUU TRU
BANG TOT NGHIEP THCS

Bude Luu do Trach nhi¢m N¢i dung cong viée Thoi gian
Trude - Pang thong bao vé viéc nhin biang (6t

khi dén
I'ruong
nhan

bang

Thong bao

nhan bang

Phong giao vy

nghi¢p trung hoc co so, kem danh sach
hoc sinh (6t nghi¢p 1én trang web cua nha
truong dé thong tin dén toan thé hoc sinh

t6t nghiép THCS tai truong.

IKhi dén
truong
nhan
biang

Xuat trinh giay

Loty than

Ngudi nhan biang

- Hoc sinh xudt trinh ban chinh con hi¢u
lue mot trong cdac giay (o sau: Can cudce
cong dan, Chung minh thu nhan dan, Ho
chiéu.

- Nguoi nhan ho phai la bé hodc me cua
hoc sinh dén nhan phai xuat trinh ban
chinh con hiéu luc mot trong cac gidy to
sau: Can cude cong dan, Chirng minh thu
nhan dan, 1o chiéu (ban géc) va Cin
cude cong dan, hodc ching minh thu
nhan dan, hodc Ho chiéu cua nguoi duge
cap bang (ban gdc)

- Truong hop nhan ho (khong phai la ba
hodc me): nguoi dén nhan h?mg phai
mang theo Gidy uy quyén cua ngudi duoce
cép bﬁng (¢6 xac nhan va dong dau do cua
chinh quyén dia phuong) va cac gidy to
con hicu luc sau: Can cudc cong dan,
ho@c ching minh thu nhan dan, hoac 119
chiéu cua ngudi duoc cap bang (ban goe)

va cua nguoi dén nhan bang (ban goc).

Tt thir 2 dén
thir 6 va sang
thr 7
Sang:7h30
dén 11h
Chiéu:13h30
dén 17h15




Xac minh

thong tin

Can bo phat bang

- Kiém tra va xac minh cac thong tin ca
nhan, van bang, thong (in ngudi nhin

bang.

- Truong hop nhan ho: gir va luu ban
chinh Giay ay quyén. cac ban sao co
chiing thue cta nguoi duge cap bang va
ngudi nhin bang.

- Dap tng cac yéu ciu thi mor chuyen

bude ticp theo.

Ky, ghird ho

dém lot tén

Nguoi nhan bing

- Kiém tra chi tiét thong tin van bang,
duoce cﬁp (do can bo phat l)ﬁ[lg hudng
dan)

- Truong hop dam bao: ky. ghi ré ho dem
16t tén, ngay nhédn bang. vao so cap phat

van bing va so dang bo.

Kiém tra

Cén bo phat bang

- Kiém tra thong tin da ghi, ky vao so cap
phat van bang va so dang bo.
- Dap ung cac yéu cau thi mai chuyén

bude ticp theo.

Trao - nhan

bing

- Can bo phat
bang
- Nguoi nhan

bang

r
. A

- Can bg phat bang sap x¢p bang, giay (o
lién quan.
- Thyuc hién viée trao va nhan van bang

kém cac giay (o licn quan (néu ¢o).
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Kiém ké

Céan bo phat bang

- Cudi mdi quy thue hién kiém k&, doi
chiéu s6 liéu ghi nhan, vin béang cap phat,
I trir hod s0. khoa to bﬁng.

- Truong hop ¢o thay doi can bo cap phat
vin bang phai co bién ban ban giao, kiém
ké trude va sau khi thay doi.

- Cudi nam, phai thuce hién kiém ké va ¢o
bién ban ghi nhan day du vin bing da cip
phat, chua cﬁp phat, van bing chua cap

phat, cic tinh huong bat thuong,




Lauu y:

t Khi ¢é tinh hudéng bat thuong xay ra, can bo phat béng phai bao cao lanh dao nha truong,
va trinh Ien Phong Gido duc xem xét.

1+ Cudi moi quy phai kiém tra so, van bang dé thue hién viée luu triv va bao quan vin bang

con lai, so goc cap bang kem céae ho so ¢o lién quan duge day du, an toan.
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Trin Quoc Quin
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