DAI HOC THAI NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM GIAO DUC Pgc 1ap - Tw do - Hanh phiic
QUOC PHONG VA AN NINH

QUY DINH
Cong tac quan 1y, in 4n va cap phat chimg chi
tai Trung tim Gido duc qqéc phong va an ninh Pai hoc Thai Nguyén
(Ban hanh kem theo Quyét dinh so: 561/QD-TTGDQPAN ngay 15 thang 10 nam 2020
ciia Gidm déc Trung tam Gido duc quéc phong va an ninh Pai hoc Thdi Nguyén)

Chuong I
QUY PINH CHUNG
Picu 1. Pham vi diéu chinh va ddi twong ap dung

1. Quy dinh nay quy dinh vé quan ly, in an va quy trinh cap phat ching
chi Gido duc qudc phong - an ninh (goi tat la Chiing chi) tai Trung tam Giao duc
qudc phong va an ninh Pai hoc Thai Nguyén gom: ndi dung, ngdn ngir ghi trén
ching chi; quan 1y ching chi; cap phat, chinh stra, thu hoi, hity bé ching chi;
cap ban sao chtmg chi tir s6 gdc.

2. Quy dinh nay ap dung voi cac don vi, cd nhan trong va ngoai Trung tam
c6 lién quan dén cOng tdc in an, quan ly, cap phat, st dung chtng chi ctia Trung
tam Gido duc quoc phong va an ninh Pai hoc Thai Nguyén.

Piéu 2. Nguyén tic quan 1y, cAp phat ching chi

1. Ching chi dugc quan 1y théng nhét, thuc hién quyén tu chu, tu chiu
trach nhiém theo quy dinh cia B6 Gido duc va Pao tao.

2. Ban chinh chung chi dugc cép mot lﬁn.~ Truong hop chimg chi da cap
cho nguoi hoc nhung phat hién bi viét sai do 10i ctia Trung tam thi Trung tdm
c6 trach nhi¢m cap lai chung chi cho ngudi hoc.

3. Nghiém cAm moi hanh vi gian l4an trong cap phat va str dung ching chi.
4. Bao dam cong khai, minh bach trong cp phét ching chi.

Piéu 3. Quyén va nghia vu ciia ngudi dwoe cip chimg chi

1. Nguoi dugc cap chimg chi c6 cc quyén sau day:

a) Yéu cau Trung tdm cdp chung chi ding thoi gian quy dinh; ghi chinh
xac, day du thong tin trén chung chi; chinh sua cac noi dung ghi trén ching chi
theo quy dinh tai Quy ché nay.

b) Yéu cau Trung tdm cap ban sao chirng chi tir s6 goc khi ¢é nhu cau.
2. Nguoi dugce cap ching chi ¢o cac nghia vu sau day:

a) Cung cap chinh xac, day du céc thong tin can thiét dé Trung tim ghi noi
dung trén ching chi.



b) Kiém tra tinh chinh x4c cic thong tin ghi trén ching chi trudc khi ky
nhan chirng chi.

¢) Khi dén nhan chung chi yéu cAu mang theo ching minh thu nhan dan.
Khi khong truc ti€p dén nhan ching chi thi phai c6 gidy uy quyén theo quy dinh
cua phép luat.

d) Giit gin, bao quan chtng chi; khéng duoc tiy x6a, chinh stra cdc noi
dung ghi trén ching chi; khong dugc cho nguoi khac st dung chirng chi.

e) Sir dung quyét dinh chinh stra chimg chi kém theo chimg chi sau khi
dugc chinh stra chiing chi.

f) Trinh bdo Trung tdm va co quan coéng an noi gan nhat khi bi mat ban
chinh chung chi, dong thoi phai cam két bang van ban veé viéc bi mat chirng chi
va chiu trach nhiém trudce phdp luat vé ndi dung cam keét.

g) Nop lai ching chi cho co quan c6 thrflm quyén thu hdi chimg chi trong
thoi han 30 ngay ke tr ngay nhan dugc quyét dinh thu hoi chung chi.

Picu 4. Trach nhiém ciia co quan, thii truéng co quan trong viéc in
an, quan ly, cap phat ching chi

1. Phong Pao tao - Quan 1y ngudi hoc duoc phan cong quan ly viée cap
ching chi c6 trach nhiém:

a) Kiém tra, d()i chiéu va ghi chinh xac, day du cdc thong tin ghi trén
chimg chi. Cung cap cic thong tin dy kién ghi trén chimg chi cho ngudi hoc
dé ngudi hoc klem tra tinh chinh xac cua cac thong tin trude khi ghi trén
ching chi; yéu cau nguoi hoc x4c nhan vé viée da kiém tra thong tin, ky xdc
nhan cdc yéu cau chinh sira théng tin va cung cp cac can ct yéu cau chinh
stra thong tin.

b) T6 chirc in thong tin 1én phdi dé trinh Giam ddoc ky va tién hanh cép
chiing chi ding thoi han theo quy dinh.

¢) Lap day du ho so 1am cin cir dé cap phat, quan 1y ching chi va luu trit
vinh vién.

d) Bao dam tinh chinh xdc va chiu trach nhiém vé cdc thong tin trong ho
so, trong sO goc cap chung chi.

e) Cung cap thong tin trong s6 gbe cap ching chi va thong tin trong ho so
diém dé ngudi duge cap chimg chi ¢6 cin ctr dé nghi chinh stra chting chi.

f) Chinh stra ndi dung ching chi theo quy dinh tai Piéu 19 Quy dinh nay.

) Bao quan, luu gitt ching chi trong trudong hop ngudi hoc chua dén nhan
chung chi.

h) Thu hoi, hity bo chimg chi theo quy dinh tai Diéu 21 Quy dinh nay.

i) Cép ban sao chimg chi tir s6 gbc theo quy dinh tai Chuong IV Quy
dinh nay.



k) X4c minh tinh xac thuc ctia chiing chi khi ¢6 yéu cau ctua co quan, to
churc, ca nhan;

1) Chiu trach nhiém truéc co quan quan 1y cip trén va trudc phap luat vé
viéc quan ly va cap phat chung chi.

2. Giam dbc Trung tdm chiu trdch nhiém chung trong viéc quan 1y, in 4n
va cap phat chimg chi theo quy dinh cia B6 Gido duc va Pao tao.

Piéu 5. Noi dung ghi trén chirng chi

No6i dung chinh ghi trén chimg chi theo mau do Bo truéng B Gido duc va
Pao tao ban hanh.

Piéu 6. Ngon ngir ghi trén chirng chi
Ngbon ngir ghi trén ching chi 13 tiéng Viét.

- . Chuong II o ,
QUAN LY PHOI VA QUAN LY VIEC CAP CHUNG CHi

Pi¢u 7. Quan ly phéi chirng chi

1. Phong Pao tao - Quan 1y nguoi hoc chiu trach nhiém dang ky va nhan
phoi ching chi tir Ban Dao tao - Pai hoc Thai Nguyén va Bo Gido duc va Dao
tao theo quy dinh hi€n hanh.

2. Vigc quan ly, str dung phoi ching chi phai dam bao chat ché, khong dé
xay ra that thoat.

3. Truong hop phdi chimg chi bi mat, Phong dao tao - Quan Iy ngudi hoc
c6 trach nhiém lap bién ban trinh Giam ddc va thong bao ngay véi co quan Cong
an noi gﬁn nhét, béo cédo Ban Pao tao - Pai Hoc Thai Nguyén, Bo Giao duc va
Dao tao dé xur 1y kip thoi.

Pic¢u 8. Hity phéi chirng chi

1. Phoi chtmg chi bi 13i trong qud trinh in, bi hu héng, do ban hanh miu
méi hodc vi cac ly do khac khong con dugce st dung thi phai bi huy.

2. Bé huy phoi chimg chi phai thanh 1ap Hoi dong huy phoi. Hoi dong huy
phoi ching chi do Phong Pao tao - Quan ly nguoi hoc dé xuat, Giam déc quyét
dinh. Thanh vién Ho1 dong bao gom dai dién Ban Giam ddc, BO phan Tai
chinh, B6 phan Thanh tra - Khao thi va mot s6 don vi ¢6 lién quan.

3. Viéc hay phoi ching chi phai duogc 1ap bién ban trong do ghi rd thanh
phan Hoi déng huy phéi chimg chi, s6 lwong, s hiéu, Iy do hily bo, tinh trang
pho6i Chung chi trude khi bi huy bo. Bién ban hiy phoi ching chi (Phu luc V)
phai co diy du chir ky cta cdc thanh vién Hoi dong huy phoi va duoc luu trix
trong hd so quan 1y phéi chimg chi.

Quy dinh nay ciing ap dung dbi voi ching chi bi viét, in sai dd dugc
ngudi c6 thdm quyén cip ching chi ky, dong dau.

Piéu 9. Trach nhiém cia ngwoi dimg diu co quan trong viéc quan ly
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phoi chirng chi

Giam dbc Trung tdm chiu trdch nhiém chung trong viéc quan 1y phdi
chting chi theo quy dinh cia B6 Gido duc va Pao tao.

Piéu 10. Quan 1y viéc cip chirng chi

1. Phong dao tao - Quan Iy nguoi hoc phai 1ap s6 gdc cap van bang, ching
chi theo mau quy dinh, trong d6 ghi day du cac thong tin cua nguoi duoc cip
chtng chi; s6 hiéu, sb vao s gbe cap chimg chi.

2. Sb vao s goc cap ching chi duogc 1ap lién tuc theo thu tu s6 tu nhién tir
nhd den 16n theo tung nam tr ngay 01/01 dén hét ngay 31/12; dam bao phan biét
duoc so vao s gbe cap cua timg chung chi va nam cap ching chi. Mdi sb vao sb
gbc cp ching chi duoc ghi duy nhét trén mot ching chi.

3. Truong hop chung chi dd duoc ngudi co tham quyén ky, dong dau
nhung bi mét trudc khi cdp cho nguoi dugc cip ching chi, Phong dao tao -
Quan 1y nguoi hoc phai 1ap bién ban, thong bao ngay véi co quan cong an dia
phuong, B6 Gido duc va DPao tao.

4. Quy trinh quan 1y va cép phét chimg chi duoc quy dinh tai Phu luc I
kém theo Quy dinh nay.

Picu 11. Ché dd bao cio viéc quan ly phéi va quan 1y ching chi

Trudc ngay 10 thang 12 hang nam, Phong dao tao - Quan ly nguoi hoc ¢6
trach nhiém tong hop bang van ban sb luong phoi chung chi; s6 luong phoi

chirng chi da str dung; so6 luong, ching chi da cap trong nam, bdo cdo Ban Pao
tao - Pai Hoc Thai Nguyén.

) ] ) . Chl}’Gng 111 ) . . ) .
CAP PHAT, CAP LAI, CHINH SUA, THU HOIL, HUY BO CHUNG CHI

Pi¢u 12. Tham quyén cap chirng chi

Giam dbc Trung tim GDQP&AN cap chimg chi cho ngudi hoc theo quy
dinh.

Piéu 13. Piéu kién cap chirng chi

Ching chi duoc cap sau khi ngudi hoc hoan thanh chuong trinh Gio
duc Qudc phong va an ninh do Bg Gido duc va Pao tao ban hanh.

Piéu 14. Thoi han cip ching chi

1. Trung tAm c6 trach nhiém cap chtng chi cho ngudi hoc cham nhat 1a
30 ngay ké tur ngay cong bo két qua hoc tap va quyét dinh cap chung chi cho
nguoi hoc.

2. Trong thoi gian cho cap chimg chi, ngudi hoc du diéu kién cap ching
chi dugc cap giay chung nhan hoan thanh chuong trinh mén hoc GDQP&AN
(néu can).

Piéu 15. Cép lai ching chi



1. Truong hop chung chi da cap nhung phat hién bi viét sai do 15i cua
Trung tam thi Trung tdm c6 trach nhiém cap lai ban chinh ching chi.

2. Thu tuc cép lai chtng chi nhu sau:

a) Nguoi cd yéu cau cap lai ching chi gui truc tiép hodc qua dudng buu
dién cho Trung tam mot bo hd so gom: don dé nghi cap lai chung chi; chimg chi
dé nghj cap lai; gidy t& chimg minh Trung tAm cp chtng chi viét sai chimg chi;

b) Trong thoi han 05 ngay lam viéc ké tir ngay nhan du hé so hop 18,
Trung tdm xem xét quy€t dinh viée cap lai chung chi; néu khong cap lai thi phai
trd 101 bang van ban va néu ro 1y do;

¢) Truong hop méu chimg chi tai thoi diém cip chimg chi da thay doi,
Trung tdm st dung mau ching chi hién hanh dé cap cho nguoi duge cap lai
chirng chi.

Piéu 16. S6 gbc cap chirng chi

, 1. Sb géc cép ching chi 1a tai liéu do Trpng tam 1ap ra khi thuc hjén Viéc
cap ban chinh chimg chi, trong do ghi chép day du nhimg ndi dung tiéng Viét
nhu ban chinh ching chi ma Trung tam da cap.

Truong hop ching chi duoc chinh stra ndi dung hodc dugc cap lai thi
phai 1ap phu luc s6 gbc dé ghi cac ndi dung duoc chinh sira hodc thay d6i cua
chung chi.

2. So6 gbc cap chung chi phai dugc ghi chép chinh xac, danh sé trang,
dong dau giap lai, khong duoc tay xoa, dam bao quan ly chat ché va luu trir
vinh vién.

3. Mau s6 gdc cap ching chi dugc quy dinh tai Phu luc II kém theo Quy
dinh nay.

Piéu 17. Ky, déng dau chirng chi

1. Giam dég Trung tim GDQP&AN phai ky theo mau chir ky da ding ky
v6i1 co quan ¢6 tham quyén va ghi day du ho tén, chirc danh trong ching chi.

2. Viéc dong gléu trén chit ky ciia Giam déc Trung tim GDQP&AN thyc
hién theo quy dinh vé cong tac van thu hién hanh.

Pi¢u 18. Tham quyén quyét dinh chinh sira ndi dung chirng chi
1. Giam déc Trung tim GDQP&AN quyét dinh chinh stra ndi dung chimg chi

2. Nguoi duge cap chimg chi ¢6 quyén yéu cau chinh sira noi dung ghi
trén chimg chi trong cac truong hop sau:

a) Pugc co quan c6 thim quyén quyét dinh thay d6i hodc cai chinh ho tich;
b) Pugc xdc dinh lai dan toc, xac dinh lai gioi tinh;

¢) Pugc bo sung hé tich, diéu chinh ho tich;

d) Pugc dang ky khai sinh qua han, dang ky lai viéc sinh.



Piéu 19. Thii tuc chinh sira ndi dung chirng chi
1. HO so dé nghj chinh sira ndi dung chimg chi:

a) Pon dé nghi chinh stra n1 dung ching chi;

b) Chung chi dé nghj chinh sira;

¢) Trich luc hoac quyét diph thay ddi hodc cai chinh ho tich, xac dinh lai
dan toc, xac dinh lai gioi tinh doi voi truong hop chinh stra ching chi do thay
do1 hodc cai chinh hg tich, xac dinh lai dan tdc, xac dinh lai gidi tinh;

d) Gidy khai sinh d6i v6i truong hop chinh stra ndi dung chimg chi do bo
sung hd tich, di€u chinh ho tich, dang ky lai viéc sinh, dang ky khai sinh qué han;

d) Gidy ching minh nhan dan hodc cin cudc cong dan hodc ho chiéu hoic
gidy to tly than hop phap khac co anh cua ngudi duge cap chung chi. Thong tin
ghi trén cac gidy to nay phai phu hop voi dé nghi chinh stra noi dung chtng chi.
Céc tai liéu trong hd so dé nghi chinh sta no1 dung chimg chi quy dinh tai cac

diém b, ¢, d, d khoan nay la ban sao tir $0 goc hoac ban sao dugc ching thuc tir
ban chinh.

2. Trudng hop tai liéu trong ho so dé nghi chinh sira ndi dung chimg chi
quy dinh tai cac diém b, c, d, d khoan 1 Diéu nay la ban sao khong c6 ching
thuc thi nguoi dé nghi chinh stra chung chi phai xuat trinh ban chinh dé nguoi
ti€ép nhan ho so doi chi€u; nguoi tiép nhan ho so phai ky xac nhan, ghi 1o ho tén
vao ban sao va chiu trach nhiém vé tinh chinh xac cta ban sao so vdi ban chinh.

3. Trinh tu chinh stra nd1 dung chung chi dugc quy dinh nhu sau:

a) Nguoi dé nghi chinh stra ndi dung chtng chi ndp truc tiép hodc giri qua
duong buu dién 01 (mot) by hd so theo quy dinh tai khoan 1 Diéu nay cho
Trung tam;

b) Trong thoi han 05 ngay lam viée ké tur ngay nhan du hd so hop 1¢,
Trung tdm xem xét quyét dinh viéc chinh stra; néu khong chinh stra thi phai tra
161 bang van ban va néu ro 1y do;

¢) Viéc chinh stra ndi dung chimg chi duoc thuc hién bang quyét dinh
chinh stra; khong chinh sura truc tiép trong chung chi. Quyét dinh chinh stra phai
duoc luu trong hd so cap chung chi.

d) Can ctr quyét dinh chinh stra, Trung tim ghi day du thong tin vé ching
chi, cic noi dung dugc chinh sira ctia chimg chi vao phu Iuc s6 goc cap chimg chi.

3. Mau phu lyc s6 gbe cap chung chi duoc quy dinh tai Phu luc III kém theo
Quy dinh nay.

Piéu 20. N§i dung chinh ciia quyét dinh chinh sira va ap dung viéc
chinh stra ngi dung chirng chi

1. Quyét dinh chinh sira chimg chi gdm céc ndi dung chinh sau:



a) Ho, chir dém, tén; ngay thang ndm sinh cua nguoi c6 ching chi (ghi
theo ching chi da cap);

b) Tén, sb hiéu, ngay thang nim cip cta ching chi;
¢) NoOi dung chinh stra;

d) Ly do chinh stra;

d) Hiéu luc va trach nhiém thi hanh quyét dinh.

2. Vige chinh sta ndi dung chimg chi dugc ap dung d6i vé6i ca chung chi
duoc cap trudc ngay Quy dinh nay c6 hi¢u lyc thi hanh.

Piéu 21. Thu héi, hity bé ching chi
1. Chting chi bi thu hoi, huy bo trong cac trudng hop sau day:

a) C6 hanh vi gian lan trong hoc tap, thi ctr hodc gian lan trong vi¢c lam hd
so dé dugc cap chung chi.

b) Cép cho ngudi khong du diéu kién.
¢) Do ngudi khdng ¢6 tham quyén cép.
d) Ching chi bi tiy x6a, stra chira.

e) Pé cho nguoi khéc st dung.

g) Do 16i ctia Trung tAm.

2. Giam ddc Trung tAm ra quyét dinh thu hoi, hity bo chimg chi do Trung
tdm Gido duc qudc phong va an ninh Pai hoc Thai Nguyén cap. Trong trudng
hop dic biét, Bo truong Bo Gido duc va Pao tao quyét dinh viéc thu hoi, hiy
bo ching chi.

3. No1 dung cua quyét dinh néu rd 1y do thu hoi, hity bo. Quyét dinh duoc
dang tai trén cong thong tin dién tr cua Trung tam; dugc gui dén ngudi bi thu
hoi ching chi, co quan kiém tra phat hién sai pham (néu €0), co quan nguoi bi
thu hoi chimg chi dang cong tac (néu c6) va cac co quan, td chirc c6 lién quan.

Piéu 22. Cong b6 cong khai thong tin vé cap ching chi trén cong
thong tin dién tir

1. Trung tdm xay dung hé thong co s& dit lidu quan ly chimg chi da cap
cho nguo1 hoc d€ phuc vu cho viéc cong khai thong tin vé cap chung chi.

2. Théng tin cong bd cong khai vé cap chimg chi gom cac ndi dung: tén
ching chi; ho, chir dém, tén, ngay thang nam sinh cua nguoi duge cap chimg
chi; s6 hiéu va sb vao so goc cap chung chi; ngay thang nam cap ching chi.
Thong tin cong bb cong khai vé cap chung chi phai dam bao chinh X4c s0 vOi 5O
gbc cap ching chi, phai dugc cap nhét va luu trir thuong xuyén trén cong thong
tin dién tir cia Trung tAm; bao dam dé& quan 1y, truy cap, tim kiém va phai tuin
thu cac quy dinh cua phap luat.

3. Truong hop chimg chi dugc chinh stra, thu hdi, huy bo thi cling phai
dugc cong bo cong khai trén trang thong tin dién tir ciia Trung tam.



4. Viéc cong bd cong khai thong tin vé cap, chinh sira, thu hdi, hiy bo
ching chi trén cong thong tin dién tor dugc thuc hién doi voi ca ching chi da
dugc cap trudc ngay Quy dinh nay c6 hi¢u luc thi hanh.

. Chwonglvy
BAN SAO CHUNG CHI TU SO GOC
Piéu 23. Cap bin sao chirng chi tir s6 goc

1. Cap ban sao ching chi tir s6 goc 1a viéc Trung tdm can ctr vao s6 goc
deé cap ban sao.

2. Trudng hop mAu ban sao ching chi tai thoi diém cdp ban sao da thay
doi, Trung tam st dung mau ban sao chirng chi hi¢én hanh dé cap cho nguoi hoc.

3. Cac noi dung ghi trong ban sao ching chi tir s6 goc phai chinh xac so
vo1 s6 goc.
Picu 24. Gia tri phap 1y ciia ban sao chirg chi tir so goc

1. Ban sao chtng chi tir s goc c6 gia tri sit dung thay cho ban chinh trong
cac giao dich, trir truong hop phap luat c6 quy dinh khac.

2. Truong hgp co can cir vé viéc ban sao gia mao, khong hop phap, Trung
tam yéu cau nguoi c6 ban sao chimg chi xudt trinh ban chinh dé dbi chiéu hoic
tién hanh xac minh.

Piéu 25. Tham quyén va trach nhiém cip bén sao chirng chi tir s6 goc
Giam dbc Trung tim c6 tham quyén va trach nhiém cp ban sao chimg chi
tur sO goc.
Picu 26. Ngwoi c6 quyén yéu ciu cip ban sao chirng chi tir so goc
1. Ngudi duge cap ban chinh chimg chi.

2. Nguoi dai dién theo phap ludt, nguoi dai dién theo uy quyén ctia ngudi
duoc cap ban chinh ching chi.

3. Cha, me, con; vo, chéng; anh, chi, em rudt; nguoi thura ké khac cua
nguoi duge cap ban chinh chimg chi trong truong hop nguoi do da chét.

Piéu 27. Thii tuc cip bén sao chirng chi tir s6 goc
1. HO so dé nghj cip ban sao chtng chi tir s6 gdc gom:

a) Pon dé nghi cip ban sao ching chi, trong d6 cung cip cac thong tin vé
chirng chi da duoc cap;

b) Ban chinh hodc ban sao ¢ ching thuc gidy chimg minh nhan dan hoic
can cudc cong dan hodc ho chiéu con gia tri sir dung dé nguoi tiép nhan ho so
kiém tra;

¢) Truong hop ngudi yéu ciu cap ban sao chung chi tir s6 goc la ngu’m

quy dinh tai khoan 2, khoan 3 Diéu 25 ciia Quy dinh nay thi phai Xuat trinh gidy
iy quyén (ddi voi nguoi duge iy quyén) hodc gidy to chimg minh quan hé véi
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ngudi duge cap ban chinh chimg chi;

d) Trudng hop ngudi yéu cau cap ban sao chimg chi tir s6 gbe giri yéu cau
qua buu dién thi phai guri ban sao c6 chimg thuc gidy to quy dinh tai diém a, b, ¢
khoan nay kem theo 01 (mot) phong bi dan tem ghi 16 ho ten, dia chi nguoi nhan
cho co quan c6 tham quyén cap ban sao ching chi tir sé gbc.

2. Trinh tu cdp ban sao chimg chi tir s6 gc:

a) Nguoi dé nghi cap ban sao chimg chi nop truc tlep hoac guri qua duong
buu dién 01 (mdt) bo hd so theo quy dinh tai khoan 1 Diéu nay cho Trung tim;

b) Ngay trong ngay tlep nhan yéu ciu cip ban sao, Trung tam phai cap
ban sao cho ngudi co yéu cau. Trong trudng hop yéu cu cap ban sao tir s6 goc
dugc gui qua buu dién thi thot han dugc xac dinh tir thot diém co quan tiép nhan
yéu cau cap ban sao nhan du hd so hop 18 theo dau buu dién dén;

©) £)01 voi truong hop cung mot lic yéu cau cdp ban sao tir nhiéu sb goc
yéu cau s6 luong nhiéu ban sao, ndi dung chtng chi phuc tap khé kiém tra, doi
chiéu ma Trung tam khong thé dap ung dugc thoi han quy dinh tai diém b khoan
nay thi thoi han cip ban sao duoc kéo dai thém khong qua 02 (hai) ngay lam
viéc hodc dai hon theo thoa thuin bang vin ban véi ngudi yéu cau cap ban sao.

3. Phong Dao tao - Quan ly ngudi hoc can ctr vao sO goc dé trinh Gidm
dbc cap ban sao cho ‘nguoi yéu cau; noi dung ban sao phai ghi theo dung néi
dung dd ghi trong s6 gbc. Truong hop khong con luu trir dugce s6 gbc hoic
trong s6 gbc khong cé thong tin vé ndi dung yéu cau cép ban sao thi Trung tim
c6 trach nhiém tra 101 bang van ban cho nguoi yéu cau va néu 15 1y do.

4. Thoi gian cdp ban sao chimg chi tir s6 gbc vao tht 5 hang tuan.
5. Ngudi yéu cau cip ban sao chimg chi tir sd gbc phai tra 1& phi cap ban sao.
Piéu 28. S6 cap ban sao va quan ly viéc cap ban sao chirng chi tir s6 gbc

1. SO cap ban sao chung chi tir sd gdc 12 tai lidu ctia Trung tam 14p ra giao
cho Phong Pao tao - Quan 1y nguoi hoc luu gitr khi thyc hién viéc cap ban sao
chtng chi tir s6 gbc trong d6 ghi chép day du nhitng noi dung nhu ban sao di
cap.

S6 cap ban sao chung chi tir sO goc phai duoc ghi chép chinh xéac, danh sb
trang, dong dau giap lai, khong dugc tay x6a, dam bao quan 1y chit ché va luu
trr vinh vién.

2. Phong Dao tao - Quan ly nguoi hoc mdi lan cap ban sao ching chi tur so
goc déu phai ghi vao sb cap ban sao chung chi tu s6 gbc; phai danh s6 vao sd
cap ban sao, dam bao moi s6 vao sO cap ban sao duoc ghi duy nhét trén mot
ban sao ching chi d3 cip cho nguoi hoc.

S6 vao sd cip ban sao chung chi duoc lap lién tyc theo thur tu s6 tu nhién
tir nho dén 16n theo tung ndm tur ngay 01/01 dén hét ngay 31/12; dam bao phan
biét va xac minh duoc sd vao sd cip ban sao clia timng nam.



3. Mau sb cdp ban sao chimg chi tir s6 goc dugce quy dinh tai Phu Iyc IV
kém theo Quy dinh nay.

) Chuong V
KIEM TRA, XU LY VI PHAM

Piéu 29. Kiém tra

1. Binh ky hoac dot xuét, lanh dao Phong Dao tao - Quan ly nguoi hoc s&
tién hanh klem tra viéc in, quan ly, cap phét chimg chi ddi véi bo phan dugc
phan cong td chirc in, quan 1y, cap phét chimg chi.

2. B phan chiu trach nhiém in, quan 1y, cap phat chirng chi c6 trach nhiém
ph01 hop, tao diéu kién thuén loi cho cOng tac kiém tra.

Picu 30. Xir 1y vi pham

1. Phong Dao tao - Quan ly nguoi hoc va ca nhan co lién quan dén viéc in,
quan ly, cap phat chung chi, luu trir tai liéu lién quan do thiéu tinh than trch
nhiém hodc c6 y lam trai cac quy dinh cua Quyét dinh nay thi tuy theo muc do
vi pham c6 thé bi xur ly ky luat hodc truy ctu trach nhiém hinh sy; néu gay
thiét hai thi phai boi thuong theo quy dinh cta phap luat./.
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QUY TRINH QUAN LY VA CAP PHAT CHUNG CHI
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PAC TA QUY TRINH QUAN LY VA CAP PHAT CHUNG CHI

. , - L B6 phan/Nguoi o . Biéu miu/
STT Tén budc Noi dung cong viéc n Keét qua dat dwgc .
thuyc hi¢n Ho so
1 Tiép nhan Quyét | Tiép nhan Quyét dinh céng nhan két qua hoc | BO phan in chimg chi Quyét dinh cip Quyét dinh
dinh cp chtng chi | tip va cip ching chi (Phong BT - QLNH) ching chi cap chung chi
2 Tha tuc xin/nhan | Ldp thu tuc xin phdi trinh Pai hoc Thai | Bo phén in ching Phoi chirng chi Bién ban ban
phoi Nguyén, B§ Gido duc va Pao tao. Nhan phoi tu chi (Phong BT - dugc nhan giao phoi
Dai hoc Théi Nguyén QLNH) chtirng chi
3 Kiém tra thong tin | Kiém tra thong tin trong danh sich quyét dinh | Bo phanin ching | Cdc thong tin trich Danh sach
sinh vién cip chung chi voi danh sdch trich ngang sinh | chi (Phong Pao tao- ngang cua sinh trich ngang
vién di dang ky bao gdom: QLNH) vién duoc kiém tra | cia sinh vién
- Ho va tén
- Ngay thang ndm sinh
- Noi sinh
Néu ¢6 sai s6t bdo lai cén bd quan 1y sinh vién
dé kiém tra lai véi sinh vién
4 Lap danh sich in | Ldp danh siach sinh vién dugc in chung chi | Bo phan in chiing chi Danh sach in
chirng chi theo dung mau (ban mém) (Phong BT - QLNH) chirng chi
5 In chirng chi Dua vao danh sich in ching chi da duoc kiém | Bb phén in chiing | Chung chi da duoc
tra thong tin, cdn bd in ching chi tién hanh in chi (Phong DT- in
chtrng chi QLNH)
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. , - L B6 phan/Nguoi o . Biéu miu/
STT Tén budc Noi dung cong viéc n Keét qua dat dwgc .
thye hign Ho so
6 | Kiém traching chi | Cdn bd in bang kiém tra cdc théng tin ctia | B phan in ching Chtng chi duoc | Bién ban huy
chtng chi d6i chiéu v6i danh sich sinh vién du | chi (Phong DT- kiém tra thong tin chtng chi
kién in ching chi. QLNH) Bién ban huy hong (néu c6)
Trong treong hop co sai sét phai 1ap bién ban chirng chi hong
huly, xuat phoi va in chimg chi lai (néu co)
7 | Ky ching chi Trinh ching chi d in lén Gidm ddc ky, sau d6 Giam déc Chiing chi da duoc | Bién ban hily
chuyén cho Vin thu déng dau ky va dong dau chirng chi
Trong truong hop ky hong hodc dong dau hong Bién ban huy hong (néu c6)
phai 1am bién ban hily, xuat phoéi va in ching chung chi hong
chi lai (néu cé)
8 Vao s6 cip chimg | Vao so cap phét chiung chi dy du thong tin d3 | B0 phan in ching S6 cap phdt ching | SO cap ching
chi in trén chung chi dé cho sinh vién ky sau khi chi (Phong DT- chi dugc dién chi
nhan chirng chi QLNH) thong tin
9 | Cép phat chimg chi | Tién hanh phat ching chi cho sinh vién B0 phan cap phat | SO cap phét ching
chung chi (Phong | chi day du thong
DT - QLNH) tin
10 | Ky nhan chting chi | Sinh vién xuat trinh ching minh thu nhin déan Sinh vién Chtr ky cua sinh Gidy uy
hoic thé sinh vién, kiém tra céc thong tin in vién nhan chung quyén (néu
trén chimg chi va ky tén vao sb cAp Ching chi chi 14y chtng chi
thay)
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. , - L B6 phan/Nguoi o . Biéu miu/
STT Tén budc Noi dung cong viéc n Keét qua dat dwgc .
thuc hién Hb so
10 Trong truong hop nhan chirng chi thay thi phai Gidy iy quyén
¢6 gidy Uy quyén c6 xdc nhan cua chinh quyén
dia phuong
11 | Luu hd so Luu cac loai Quyét dinh, ho so ¢6 lién quan Phong BT - QLNH Ho so duoc luu trit
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Phu luc IT
MAU SO GOC CAP CHUNG CHi GIAO DUC QUOC PHONG - AN NINH

(Kém theo Quyét dinh s6 ... ... /OD-TTGDQPAN ngay .../.../2020 cua
Giam doc Trung tam Gido duc quoc phong va an ninh Pai hoc Thdi Nguyén)

~ DAIHOC THAINGUYEN
TRUNG TAM GIAO DUC QUOC PHONG VA AN NINH

SO GOC CAP CHUNG CHI GIAO DUC QUOC PHONG - AN NINH

Thoi gian dao tao: tir ngay i a dén ngay thang
Quyét dinh cong nhan két qua hoc tap va cap Ching chi so: ...... /QD-TTGDQPAN ngay thang
S6 cdp Ching chinayco: ...... trang S6 vao sb ding ky tir sd

Dénh s6 trang tir s6 D dén so: ......
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TT

Ho va
tén

Ngay
thang
nam sinh

Noi
sinh

Gidi
tinh

Khoa/Lép

r

Xép
loai

S6 hiéu
Chung
chi

S0 vao so
cap Ching
chi

S6
CMT/Ma
SV

Ky nhin

Ghi
cha

Trang: .../...(Téng sb trang)
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Phu luc III
MAU PHU LUC SO GOC CAP CHUNG CHi GIAO DUC QUOC PHONG - AN NINH

(Kem theo Quyét dinh s6 ...... /OBD-TTGDQPAN ngay .../.../2020 cua
Gidm doc Trung tam Gido duc quoc phong va an ninh Pai hoc Thdi Nguyén)

DAI HOC THAI NGUYEN
TRUNG TAM GIAO DUC QUOC PHONG VA AN NINH

PHU LUC SO GOC CAP CHUNG CHI GIAO DUC QUOC PHONG - AN NINH

Sonayco:...... trang S6 vao so dang ky tur s6

Danh s trang tir s6
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S6
TT

Ho va tén

Ngay thang
Nam sinh

S6 hiéu
ching chi
da dwgc cap

S6 hiéu chirng chi
dwgc cap lai (n€u co)

S0 vao so goc cap
chirng chi méi (néu co)

Noi dung dugc
chinh sira/thay doi

Ky va ghi ro ho
tén

Ghi
cha

Trang: .../.

..(Tong sb trang)
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Phu luc IV
MAU SO CAP BAN SAO CHUNG CHI GIAO DUC QUOC PHONG - AN NINH

(Kem theo Quyét dinh 56 ....../QP-TTGDQPAN ngay .../.../2020 cuia
Gidm doc Trung tam Gido duc quoc phong va an ninh Pai hoc Thdi Nguyén)

~ DAIHOC THAINGUYEN
TRUNG TAM GIAO DUC QUOC PHONG VA AN NINH

SO CAP BAN SAO CHUNG CHI GIAO DUC QUOC PHONG - AN NINH

Sonayco: ...... trang S6 vao s6 dang ky tur sO

Dénh s6 trang tir s6 D dén so: ......
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Ngay So . So . . .

. Ho . So vao So hiéu | So vao So
So N thang Noi | Khéa/ . Xep hi¢u P Qb N P Ky - | Ghi
va . . i Trwong . : so cap ; ban so cap . CMT/Ma J
TT " nam sinh Lop loai | Chung cap . nhan chu

tén . . CC sao ban sao NAY%

sinh chi CC
Trang: ................

20




Phu luc V

DAI HOC "{HAI Ng}UYEN CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUNG TAM GIAO DUC Poc lap — Tu do — Hanh phic
QUOC PHONG VA AN NINH

Thdi Nguyén, ngay ...... thdng ...... nam 20...
So: ...../.BB-TTGDQPAN

‘ BIEN BAN ,
Ve viéc huy phoi chirng chi/chirng chi Gido duc quoc phong - An ninh

Hom nay, ngay ... thang ... nam 20..., tai Phong Pao tao - Quan ly nguoi hoc,
Trung tdm Gido duc qudc phong va an ninh Pai hoc Thai Nguyén, ching td6i gom c6:

1. Ong (bA): oo, - Chu tich Hoi dong hity phéi;

2. 008 (BA): v, - Ph6 chu tich Hoi ddng hity phéi;

3. 00g (DA): v, - Uy vién Hoi d6ng hiy phoi;

4.0ng (BA): oooveeeeeeen, - Uy vién Hoi dong hiy phoi;

5.0ng (DA): v, - Thu ky Hoi dong hity phéi.

O 1 4 1 o1 | OOt

Phong Dao tao - Quan ly nguodi hoc da tién hanh thu tuc in chtrng chi cho sinh
vién theo dung quy dinh va quy trinh. Tuy nhién, trong qua trinh .........................
da hong (sai) ...... chirng chi.

Nay, Hoi dong 14p bién ban huy bo .......... chtig chi bi hdng (sai) nhu sau:

STT | Ho vatén | Ngay sinh | Noisinh | Khéa/Lép | SO hiéu ching chi | Ldi
1

2

Hinh thirc hay: Cat géc va giao ndp Pai hoc Thai Nguyén.

Bién ban nay 1ap thanh 03 ban: 01 ban guri B Gido duc va Dao tao, 01 ban gui
bai hoc Thai Nguyén, 01 ban luu Phong Dao tao - Quan 1y nguoi hoc./.

CHU TICH HOI PONG  TRUONG PHONG DT -QLNH  NGUOI IN CHUNG CHI
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