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GIAM BOC Sd GlAO DUC VA DAO TAO NGHE AN

Can cii Quylt dinh so 33/2017/QD-UBND ngay 03 thing 3 nam 2017 ciia
UBND tinh Nghe An ve viec ban hanh Quy dinh, chiic nang, nhiem vu, ca cau to chiic
bp may cua So Giao due va Dao tao;

Can cii Thong tu s6 21/2019/TT-BGDDT ngay 29/11/2019 cua Bp Giao due va
Dao tao ve viec ban hanh Quy che quan ly bang tot nghiep trung hoc ca sa, bang tot
nghiep trung hoc pho thong, bang tot nghiep trung cap su pham, bang tot nghiep cao
dang su pham, van bang giao due dai hoc va chung chi cua he thong giao due quoc
dan;

Xet de nghi cua Truang phong Khao thi va Kiem dinh chat lupng giao due,

QUYET DINH:
Dieu 1. Ban hanh kem theo Quyet d^nh nay Quy che quan ly bang tot nghiep

trung hoc ca sa va bing tot nghiep trung hoc pho thong cua Sa Giao due va Dao tao
Nghe An.

Dieu 2. Quyet djnh nay co hieu lire ke tir ngay ky.

Bai bo Cong van s6 1637/SGDDT-KTKDCLGD ngay 22/8/2017 vh viec huang
dan thiet lap ho sa, so sich cap phat bang tot nghiep trung hoc ca sa, trung hoc pho
thong cua Sa Giao due va Dao tao Nghe An;

Dieu 3. Chanh Van phong Sa, Truang phong Khao thi va Kiem dinh chat lupng
giao due, truang cac phong ban lien quan thupc Sa, truang phong giao due va dao tao,
thii truang cac don vi lien quan chiu trach nhiem thi hanh Quyet dinh nay./.  

UBND TINH NGHf ANCONG HOA XA HOl CHU NGHIA VIET NAM
SO GIAO DUC VA DAO TAODoe lap - Tir do - Hanh phiic

S65"^/QE>-SGD&BTNghe An, ngay^S'thdngOAnam 2020

QUYET DINH
Ve viec ban hanh Quy che quan ly bang tot nghiep trung hoc cff sff

va tot nghiep trung hoc pho thong cua So Giao due va Dao tao Nghe An



CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tit do - Hanh phuc

QUY CHE
y bang tot nghiep trung hoc coso

va tot nghiep trung hoc pho thong cua So Giao due va Dao tao Nghe An

(Ban hanh kern theo Quyet dinh sd ^^/QD-SGD&DT ngdyJSthdng 01 ndm 2020

cua Giant doc So Giao due va Dao tao Nghe An)

Chu-omg I

QUY DINH CHUNG
Dieu 1. Pham vi va doi t^ang ap dung

1.Quy che nay quy dinh quan ly van bang tot nghiep trung hoc ca so, tdt nghiep
trung hoc pho thong (sau day goi tat la van bang), gdm: quan ly phdi van bang; cap
phat, chinh sua, thu hoi, huy bo van bang; cap ban sao van bang tvr so goc.

2.Quy che nay ap dung doi vdi:

a)Cac phong ban, ca nhan lien quan thuoc Sd Giao due va Dao tao Nghe An

(SGDDT);
b)Phong giao due va dao tao cac huyen, thanh pho, thi xa (PGDDT);

c)Cac ca sd giao due, gdm: Trudng trung hoc ca sd (THCS), trudng trung hoc
pho thong (THPT), trudng pho thong dan toe noi tni, trudng pho thong co nhieu cap
hoc, trung tam giao due thudng xuyen, trung tam giao due nghd nghiep - giao due
thudng xuyen va cac dan vi dao tao khac co ngudi hoc tot nghiep THPT, THCS tren

dia ban tinh Nghe An;
d)Cac to chuc, ca nhan co lien quan.

Dieu 2. Nguyen tac quan ly, cap phat van bang

1.Van bang duac cap mot Ian, tru trudng hap quy dinh tai Dieu 13 cua Quy
che nay.

2.Nghiem cam mpi hanh vi gian Ian trong cap phat va su dung van bang.

3.Bao dam cong khai, minh bach trong cap phat van bang.

Dieu 3. Phan cap va giao quyen tu chu, tu chiu trach nhiem trong quan ly
van bang

1. Van phong Sd co trach nhiem nhan phoi van bang tir Bo Giao due va Dao
tao, ban giao day du cho Phong Khao thi va Kiem dinh chdt lugng giao due

(KT&KDCLGD).^T



2.Phong KT&KDCLGD co trach nhiem quan ly, su dung phoi van bang tot
nghiep THPT; cap phat phoi van bang tot nghiep THCS cho cac PGDDT theo quy

dinh.

3.PGDDT co trach nhiem quan ly va su dung phoi van bang da dugrc cap theo
quy dinh va chiu trach nhiem ve viec cap van bang theo tham quyen.

4.Cac co so giao due co nguai hoc duqc cap van bang co trach nhiem quan ly
va cip phat van bang cho nguai hoc theo quy dinh.

Dieu 4. Quyen va nghia vu cua nguoi dirqc cap van bang

1.Nguai duqc cap van bang co cac quyen sau day:

a)Yeu cau ca quan co tham quyen cap van bang cap dung thai han quy dinh;
ghi chinh xac, day dii cac thong tin tren van bang; cap lai van bang hoac chinh sua noi
dung ghi tren van bang theo quy dinh tai Quy che nay;

b)Yeu cau ca quan co tham quyen cap ban sao van bang tft so goc khi co nhu cau.

2.Nguai duqc cap van bang co cac nghla vu sau day:

a)Cung cap chinh xac, day du cac thong tin can thiet de ca quan co tham quyen
cSp van bang ghi noi dung tren van bang;

b)Kiem tra tinh chinh xac cac thong tin ghi tren van bang truac khi ky nhan
van bang;

c)Phai co giay uy quyen theo quy dinh cua phap luat khi khong true tiep din

nhan van bang;

d)Gift gin, bao quan van bang; khong duqc tay xoa, sua chfta cac nqi dung tren
van bang; khong duqc cho nguai khac su dung van bang;

d)Su dung quyet dinh chinh sua van bang kem theo van bang sau khi duqc
chinh sua van bang;

e)Trinh bao cho ca quan co tham quyen cap van bang va ca quan cong an noi
gan nhat khi bi mat van bang;

g) Nqp lai van bang cho ca quan co tham quyen thu hoi van bang trong thai han
30 ngay, ke tu ngay nhan duqc quyet dinh thu hoi van bang. Truang hap van bang bi
mat, phai cam ket bang van ban ve viec bi mat van bang va chiu trach nhiem truac
phap luat ve nqi dung cam ket.

Dieu 5. Trach nhiem cua Giam doc Sff Giao due va Bao tao, trufrng phong
giao due va dao tao, SGDDT, PGDDT cap van b^^ng.

1. Giam doc Sa Giao due va Dao tao, truang phong giao due va dao tao co trach
nhiem:

a)Ban hanh quy che bao quan, luu gift, su dung, cip phat van b^ng, cdp phat
ban sao van bang cua dan vj. Quy che phai quy dinh ro trach nhiem cua tftng don vi,
ca nhan va che tai xu ly khi de xay ra vi pham;

b)To chuc hoan thien, cap van bang dung tham quy^n va dung thai han theo
quy dinh;^g>-



c)Thu hoi, huy bo van bang tot nghiep tai Dieu 21 cua Quy che nay;

d)Cap ban sao van bang ttr so goc theo quy dinh tai Chucmg IV cua Quy che

nay;
e)Xac minh tinh xac thuc ciia van bang khi co yeu cau cua co quan, to chuc,

canhan;

g) Chinh sira npi dung van bang theo quy dinh tai diiu 17, Diiu 18, Dieu 19, Diiu

20 cua Quy che nay; cap lai van bang theo quy dinh tai Dieu 13 cua Quy che nay;

h) Chiu trach nhiem ca nhan truoc ca quan quan ly cap tren va trubc phap luat
ve viec quan ly va cap phat van bang, ban sao van bang.

2.So Giao due va Dao tao:

a)Phong KT&KDCLGD chju trach nhiem:
-Huong dan cac co so giao due: Kiem tra, doi chieu va ghi chinh xac, day dii

cac thong tin dupe in tren van bang. Yeu cau ngubi dupe cap van bang xac nhan ve
viec da kiem tra thong tin, xac nhan cac yeu cau chinh sua thong tin va cung cap cac
can cu yeu cau chinh sua thong tin;

-Phoi hop vdd Van phbng So hoan thien van bang tot nghiep THPT (in day dii
cac thong tin lien quan cua ngubi dupe cap van bang, ky, dong dau) va ban giao cho
cac co so giao due co ngubi hoc dupe cap van bang tot nghiep THPT;

-Lap day du, dam bao tinh chinh xac ho so cap phat, quan ly van bang va luu
trii theo quy dinh; chiu trach nhiem ve cac thong tin trong ho so, trong so gbc cap van
bang;

b)Phong Ke hoach-Tai chinh va Van phbng So co trach nhiem: Dam bao kho
hoac phbng luu tru, co so vat chat, trang thiet bi phbng chong chay no de bao quan
van bang va ho so cap phat, quan ly van bang; trang thiet bj hoan thien van b3ng tbt

nghiep THPT dung quy dinh.
3.Phbng giao due va dao tao:

Cac don vi, ca nhan theo sir phan cong cua trubng phbng giao due va dao tao
co trach nhiem:

a)Kiem tra, doi chieu va ghi chinh xac, day dii cac thong tin trong van bang.
Yeu cau ngubi dupe cap van bang xac nhan vi viec da kiim tra thong tin, xac nhan

cac yeu cau chinh sua thong tin va cung cap cac can cii yeu cau chinh sira thong tin;

b)Lap day du ho so cap phat, quan ly van bang va luu tru theo quy dinh;

c)Bao dam tinh chinh xac va chiu trach nhiem vi cac thong tin trong hi so,

trong so goc cap van bang;

d)Dam bao co so vat chat, trang thiet bi, phbng chong chay no di bao quan van
bang va ho so cap phat, quan ly van bang. Su dung may in chuyen dung di hoan thien
van bang diing quy dinh.^^.



Chmmg II
QUAN LY PHOI VA QUAN LY VIEC CAP VAN BANG

Bieu 7. Ho so' nhan phoi van bang

1.Hang nam, sau khi co ket qua xet cong nhan tot nghiep THCS, PGDBT npp

ho so de nghi cap phoi van bang ve SGDBT (qua Phong KT&KBCLGD), g6m:
a)Quyet dinh cong nhan tot nghiep cua truong phong giao due va dao tao;
b)To trinh de nghi cap phoi van bang tot nghiep THCS: Ghi ro so lupng phoi

de nghi cap trong nam to chuc xet tot nghiep;
c)Bang tong hop so lieu tot nghiep cua cac co so giao due;

d)Banh sach hoc sinh dupe cong nhan tot nghiep ciia cac co so giao due (tat ca
danh sach cac co so giao due dong thanh 01 tap/nam, co nhan, bia theo kho giay A4).

2.Can cii Quy^t dinh chu^n y ket qua t6t nghiep THCS, t6t nghiep THPT cua
Giam d6c So, Phong KT&KBCLGB ph6i hop voi Van phong So, Phong K8 hoach-
Tai chinh va cac phong ban lien quan hoan thien ho so nhan phoi van bang theo quy
dinh cua Bp Giao due va Bao tao.

Bieu 8. Quan ly phoi van bang

1.Viec quan ly, su dung phoi van bang phai dam bao chat che, khong d^ xay

ra that thoat.

2.Boi voi phoi van bang bi hu hong trong qua trinh hoan thien, chit lupng

khong bao dam, chua su dung do thay doi mau phoi thi truong phong giao due va dao
tao phai ra quyet dinh thanh lap hoi dong xu ly. Hoi dong xu ly hop, xem xet va lap
bien ban huy bo ghi ro so lupng, so hieu, ly do hiiy bo, tinh trang phoi van bang truoc
khi bi hiiy bo va each thuc huy bo. Bien ban huy bo phai dupe luu tru vao h^ so de

theo doi, quan ly;

Quy dinh nay cung ap dung doi voi van bang bi viit sai da dupe ngudi co thim

quyen cap van bang ky, dong dau.

3.Truong hop phoi van bing bi mat, PGBBT, SGBBT co trach nhiem lap bien

ban va thong bao ngay voi co quan cong an noi gan nhat, bao cao voi SGBBT (d6i
voi PGBBT), bao cao Bp Giao due va Bao tao (d6i voi SGBBT).

4.B6i voi PGBBT, ho so tai khoan 2 dilu nay dupe npp ve SGBBT (qua Phong

KT&KBCLGB) gim:
a)Quyet dinh thanh lap Hoi dong huy phoi van bang;

b)Bien ban huy phoi van bang;

Bieu 6. Noi dung, ngon ngfr ghi tren van bang

1.Noi dung van bang theo quy dinh hien hanh ciia Bo truong Bo Giao due va
Bao tao.

2.Ngon ngu ghi tren van bang la tieng Viet.



c) Tcr trinh de nghi cap dbi phdi van bang da bi hiiy bo, ghi rd so luqng phdi
van bang da nhan, phoi van bang da hoan thien, phoi van bang da bi huy bo.

5. Sau khi da co day du ho so huy bo van bang theo khoan 2 Bieu nay, Phong
KT&KDCLGD phoi hop vdi cac phong ban lien quan, hoan thien ho so cap doi phoi
van bang theo quy dinh. Van phong So nhan lai phoi van bang mdi tir Bd Giao due va
Bao tao vdi sd luqng bang phoi van bang da huy bo va ban giao cho Phong

KT&KBCLGD.
Dieu 9. Trach nhiem cua trrrdng phong giao due va dao tao

1.Ban hanh quy che ve bao quan, sir dung phoi van bang, phoi ban sao van
bang trong do quy dinh ro trach nhiem cua tirng don vi, ca nhan va che tai xu ly khi
de xay ra vi pham.

2.Bam bao ca sd vat chat, trang thiet bi de bao quan phoi van bang.

3.Lap hd so quan ly viec cap, su dung, thu hoi, huy bo phoi van bang.

4.Phoi hop vdi ca quan cong an dia phtrong nai ca quan dong try so chinh
trong viec quan ly, sir dung phoi van bang.

5) Chi dao thyc hien kiem tra, thanh tra viec su dung phoi van bang doi vdi cac
dan vi thudc quyen quan ly.

Dieu 10. Quan ly viec cap van bang

1.PGDBT, SGDBT phai lap so goc cap van bang theo mau quy dinh, trong do
ghi diy du cac thong tin cua nguoi duac cap van bang; so hieu, so vao so goc cap van

bang.

2.So vao so goc cap van bang duqc lap lien tuc theo thu tu so tur nhien tir nho
den Ian theo tirng nam tir ngay 01/01 den het ngay 31/12; dam bao phan biet duqc
nam cap van bang. Moi so vao so goc cap van bang duqc ghi duy nhat tren mot van
bang.

3.Viec quan ly van bang phai dam bao chat che, khong de xay ra that thoat.

4.Truong hop van bang da duqc nguai co tham quyen ky, dong dau nhung bi
mat truac khi cap cho nguai duqc cap van bang, ca quan hoac ca sa giao due de xay
ra mat van bang phai lap bien ban, thong bao ngay vai ca quan cong an dia phuang
nai ca quan hoac ca sd giao due dong try sd chinh, bao cao ca quan quan ly true tiep
va bao cao Bq Giao due va Bao tao (doi vdi SGBBT).

Dieu 11. Che do bao cao viec hoan thien van bang; quan ly phoi va quan ly
van bang

Tir ngay 01 d^n ngay 15 thang 11 hang nam, PGBBT bao cao SGBBT sd luqng
phoi van bang da nhan tai SGDBT; sd luqng phoi van bang da su dung; sd luqng phoi
van bang bi huy; sd lucrng van bang da cap cho cac ca sd giao due trong nam.

Trudc ngay 31 thang 12 hang nam, SGDBT bao cao Bd Giao due va Bao tao
sd luqng phoi van bang da nhan tai Bd Giao dye va Dao tao; sd luqng phoi van bang
da sir dung; sd luqng van bang da cap trong nam.



Chirffng III
CAP PHAT, CAP LAI, CHINH SUA, THU HOI, HUY BO VAN BANG

Dieu 12. Tham quyen, dieu kien, thai han cap van bang

1.Van bang tot nghiep THPT dupe Giam doc So Giao due va Dao tao cap cho
nguoi hoc sau khi tot nghiep THPT va van bang tot nghiep THCS dupe truong phong
giao due va dao cap cho nguoi hoc sau khi tot nghiep THCS.

2.Giam doc So Giao due va Dao tao, truong phong giao due va dao tao co trach
nhiem cap van bang cho nguoi hoc trong thbi han sau 75 ngay ke ttr ngay co quyet
dinh cong nhan tot nghiep trung hoc pho thong, tot nghiep trung hoc co so;

3.Trong thoi gian cho cap van bang, nguoi hoc du dieu kien cap bang tot nghiep
duoc co so giao due noi da theo hoc cap giay chung nhan tot nghiep tarn thai theo quy

dinh:
a)Tot nghiep THCS: Su dung mau tai Phu luc I kem theo Quy che nay;

b)Tot nghiep THPT: Giay chung nhan tot nghiep duoc in ra tir he thong phan
mem quan ly thi THPT quoc gia hang nam cua Bo Giao due va Dao tao.

Sieu 13. Cap lai van bang

1.Truong hop van bang da cSp nhung phat hien sai do loi cua SGDDT, PGDDT
thi Giam doc So Giao due va Dao tao, truong phong giao due va dao tao co trach
nhiem cap lai ban chinh van bang theo dung quy dinh.

2.Thu tuc cap lai van bang nhu sau:

a)Nguoi co yeu cau cap lai van bang gui true tiep hoac qua duong buu dien
cho bo phan thu ho so tai SGDDT, PGDDT mot bo ho so gom: don de nghi cap lai
van bang; van bang de nghi cap lai; giay to chung mirth co quan co tham quyln cap

van bang viet sai van bang;

b)Trong thbi han 05 ngay lam viec ke tu ngay nhan du ho so hop le, SGDDT,
PGDDT xem xet quyet dinh viec cap lai van bang; neu khong c^p lai thi phai tra loi
bang van ban va neu ro ly do;

c)Truong hop mau van bang tai thoi diem cap van bang da thay doi, SGDDT,
PGDDT su dung mau van bang hien hanh de cap cho nguoi dupe cap lai van bang.

Sieu 14. So goc cap van bang

1.So goc cap van bang ghi day du nhung noi dung tieng Viet cua ban chinh
v8n bang ma PGDDT, SGDDT da cap; phai dupe ghi chinh xac, danh so trang, dong
dau giap lai, khong dupe tay xoa, dam bao quan ly chat che va luu trOr vinh vien.

2.So goc cap v8n bang tot nghiep THCS do PGDDT lap ra khi thuc hien viec
cap ban chinh v8n bang tot nghiep THCS theo dung mau quy dinh tai Phu luc II kem
theo Quy che nay. Truong hop v8n bang tot nghiep THCS dupe chinh sua noi dung
hoac dupe cap lai thi phai lap phu luc so goc theo dung mau quy dinh tai Phu luc IV



kem theo Quy che nay, de ghi cac nbi dung dupe chinh sua hoac thay dbi cua van

b^ng.

3.So gbc cap van bang tbt nghiep THPT do SGDDT lap ra khi thuc hien viec
cap ban chinh van bang tbt nghiep THPT theo dung mau quy dinh t^ii Phu luc III kem
theo Quy che nay. Trubng hop van bang tbt nghiep THPT dupe chinh sua nbi dung
hoiic dupe cap lai thi phai lap phu luc so gbc theo dung mau quy dinh tai Phu luc V
kem theo Quy che nay, de ghi cac nbi dung dupe chinh sua hoac thay dbi ciia van
bang.

4.Sau khi lap so gbc cap van bang theo quy dinh tai khoan 1, khoan 2 va khoan
3 Dieu nay, PGDDT, SGDDT ban giao van bang da dupe hoan thien cho cac ca sa
giao due de phat van bang cho ngubi dupe cap van bang theo quy djnh;

Dieu 15. Ky, dong dau van bang

1.Giam dbc Sb Giao due va Dao tao, trubng phong giao due va dao tao phai
ky van bang theo mau chu ky da dang ky vbi ca quan co tham quyen va ghi day du
ho ten, chuc danh trong van bang.

2.Trubng hop Giam dbc Sb Giao due va Dao tao (Trubng phong Giao due va
Dao tao) chua dupe ca quan co tham quyen bb nhiem, cbng nhan thi Pho Giam doc
(Pho Trubng phong) dupe ca quan co tham quyen quyet dinh giao phu trach ca quan
la ngubi ky van bang. Khi do, cap pho ky thay ngubi co tham quyen cap van bang;
chuc vu ghi tren van bang la chuc vu lanh dao chinh thuc trong ca quan la Pho Giam
dbc (Pho Trubng phong). Ban sao quyet dinh giao phu trach ca quan cua cap pho ky
van bang phai dupe luu trong hb sa cap van bang.

3.Viec dong dau tren chu ky cua ngubi co tham quyen cap van bang thuc hien
theo quy dinh ve cbng tac van thu hien hanh.

Dieu 16. Trinh tur, thu tuc giao, nhan van bang:

1.Sau khi van bang tbt nghiep THPT da dupe hoan thien, SGDDT thong bao
cho cac ca sb giao due co ngubi hoc dupe cap van bang cu ngubi den nhan van bang
tai SGDDT (qua Phong KT&KDCLGD). Thuc hien viec giao, nhan van bang phai lap
hb sa ban giao dung quy dinh.

2.Sau khi van bang tbt nghiep THCS da dupe hoan thien, PGDDT thong bao
cho cac ca sb giao due co ngubi hoc dupe cap van bang cu ngubi den nhan van bang
tai PGDDT. Thuc hien viec giao, nhan van bang phai lap hb sa ban giao dung quy
dinh.

3.Sau khi nhan van bang tbt nghiep, ngubi dupe phan cbng quan ly van bang
tai ca sb giao due ghi cac thong tin cua van bang vao Sb dang bb.

4.Ca sb giao due thong bao den tan ngubi hoc dupe c&p van bang bang nhibu
hinh thuc, nhu: thong bao tren truyen hinh, thong bao qua hoc sinh dang hoc tap tai
ca sb giao due; gui thong bao den tan cac phubng (xa), thbn (xbm) cua ngubi hoc
dupe cap van bang... de ngubi hoc den nhan van bang mot each kip thai, khbng db
van bang ton dong tai ca sb giao due.



5.Nguoi dupe phan cdng quan ly van bang tai co sd giao due phat van bang
cho ngudi dupe cap van bang; ngudi hoc tot nghiep trudc nam 2020, khi dupe c^p
van bang ky nhan vao Sd cap phat van bang theo dung mau da quy dinh; ngudi hoc
tot nghiep tu nam 2020, khi dupe cap van bang ky nhan van bang trong cot ghi chu
cua Sd dang bd.

6.Co sd giao due chuan bi khu vuc bao quan, trang bi tu, ke, cat va luu giu van
bang chua cap phat cho ngudi hoc can than, sap xep ngan nap, dl tim kiem; thudng

xuyen kiem tra viec bao quan, su dung thudc chdng am mdc va cac sinh vat gay hai.
Nen sap xep d ting 2 tai phdng kien cd, an toan nhat.

Dieu 17. Tham quyen quyet dinh chinh sua noi dung van bang

Giam ddc Sd Giao due va Dao too, trudng phdng giao due va dao tao la ngudi
cd tham quyen quyet dinh chinh sua noi dung van bang. Trudng hop co quan cd tham
quydn cap van bang da sap nhap, chia, tach, giai the thi ngudi cd tham quyen quyet
dinh chinh sua ndi dung van bang la thu trudng co quan dang quan ly sd gdc cap van
bang.

Trudng hop, sd gdc cap van bang tot nghiep THCS cd ten cua ngudi hoc yeu
cau chinh sua ndi dung van bang bi that lac thi trudng phdng giao due va dao tao cu

can bd phu trach chuydn hd so vd SGDDT (qua Phdng KT&KDCLGD) dd SGDDT
chinh sua theo quy dinh.

Dieu 18. Cac trudng hop chinh sua noi dung van bang

Ngudi dupe cap van bang cd quyen yeu cau chinh sua ndi dung ghi trdn van
bdng trong cac trudng hop sau:

1.Dupe co quan cd tham quyen quyet dinh thay ddi hoac cai chinh hd tich.

2.Dupe xac dinh lai dan tdc, xac dinh lai gidi tinh.

3.Dupe bd sung hd tich, dieu chinh hd tich.

4.Dupe dang ky khai sinh qua han, dang ky lai vide sinh.

Dieu 19. Thu tuc chinh sua noi dung van bang

1. Hd so dd nghi chinh sua ndi dung van bang:

a)Don dd nghi chinh sua ndi dung van bang;

b)Van bang dd nghi chinh sua;
c)Trich luc hoac quyet dinh thay ddi hoac cai chinh hd tich, xac dinh lai dan

tdc, xac dinh lai gidi tinh ddi vdi trudng hop chinh sua van bang do thay ddi hoac cai
chinh hd tich, xac dinh lai dan tdc, xac dinh lai gidi tinh;

d)Giay khai sinh ddi vdi trudng hop chinh sua ndi dung van bang do bd sung
hd tich, dieu chinh hd tich, dang ky lai viec sinh, dang ky khai sinh qua han;

d) Giay chung minh nhan dan hoac can cudc cdng dan hoac hd chieu hoac giay
to tuy than hpp phap khac cd anh ciia ngudi dupe cap van bang. Thong tin ghi tren
cac giay to nay phai phu hop vdi de nghi chinh sua ndi dung van bang. Cac tai lieu



trong ho so de nghi chinh sura npi dung van bang quy dinh tai cac diem b, c, d, d khoan
nay la ban sao tu so goc hoac ban sao duqc chirng thuc tir ban chinh.

2.Trubng hop tai lieu trong ho so de nghi chinh sira npi dung van bang quy
dinh tai cac diem b, c, d, d khoan 1 Dieu nay la ban sao khong co chirng thuc thi ngubi
de nghi chinh siia van bang phai xuat trinh ban chinh de ngubi tiep nhan ho so d6i
chieu; ngubi tiep nhan ho so phai ky xac nhan, ghi ro ho ten vao ban sao va chiu trach
nhiem ve tinh chinh xac cua ban sao so vbi ban chinh.

3.Trinh tu chinh sua noi dung van bang dupe quy dinh nhu sau:

a)Ngubi de nghi chinh sua npi dung van bang npp true tiep hoac gui qua dubng
buu dien 01 (mot) bp ho so theo quy dinh tai khoan 1 Dieu nay cho co quan co tham
quyen chinh sua npi dung van bang;

b)Trong thbi han 05 ngay lam viec ke tu ngay nhan du hb so hop le, co quan
co tham quyen chinh sua npi dung van bang xem xet quyet dinh viec chinh sua; neu
khong chinh sua thi phai tra lbi bang van ban va neu ro ly do;

c)Viec chinh sira npi dung van bang dupe thuc hien bang quyet dinh chinh sua;
khong chinh sita true tiep trong van bang. Quyet dinh chinh sua phai dupe luu trong
ho so cap van bang.

d)Can cu quyet dinh chinh sua, co quan co tham quyen clp van bang ghi day

du thong tin ve van bang, cac npi dung dupe chinh sua ciia van bang vao phu luc so
goc cap van bang.

Dieu 20. Npi dung chinh cua quyet dinh chinh sira va ap dung viec chinh
sira noi dung van bang

1.Quyet dinh chinh sua van bang gom cac npi dung chinh sau:

a)Ho, chu dem, ten; ngay thang nam sinh ciia ngubi co van bang (ghi theo van

bang da cap);
b)Ten, sb hieu, ngay thang nam cap cua van bang;

c)Npi dung chinh sira;

d)Ly do chinh sira;
d) Hieu luc va trach nhiem thi hanh quyet dinh.

2.Viec chinh sua npi dung van bang dupe ap dung dbi vbi ca van bang dupe
cap trubc ngay Quy che nay co hieu luc thi hanh.

Dieu 21. Thu hoi, huy bo van bang

1. Van bang bi thu hoi, huy bo trong cac trubng hop sau day:

a)Co hanh vi gian Ian trong tuyen sinh, hoc tap, thi cu hoac gian Ian trong viec
lam ho so de dupe cap v3n bang;

b)Cap cho ngubi khong du dieu kien;
c)Do ngubi khong co tham quyen cap;

d)Bi tay xba, sua chua;
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d)Be cho nguai khac sii dung;
e)Do loi cua ca quan co tham quyen cap van bang.

2.Co quan co tham quyen cap van bang quy dinh tai Dieu 12 cua Quy che nay
co trach nhiem thu hoi, huy bo van bang.

Trubng hop ca quan co tham quyen cap van bang da sap nhap, chia, tach, giai
thi thi ca quan co tham quyen thu hoi, huy bo van bang la ca quan dang quan ly so

goc cap van bang.

3.Giam doc Sd Giao due va Bao tao, trudng phong giao due va dao tao ra quyet
dinh thu hoi, huy bo van bang. Noi dung ciia quyet djnh neu ro ly do thu hoi, huy bo.
Quylt dinh dupe dang tai tren cong thong tin dien tur ciia SGDBT (doi vdi van bang

tdt nghiep THPT), PGDBT (doi vdi van bang tot nghiep THCS); duac gui ddn nguai
bi thu hoi van bang, ca quan kiem tra phat hien sai pham (neu co), ca quan nguai bi
thu hoi van bang dang cong tac (neu co) va cac ca quan, to chuc co lien quan.

Dieu 22. Cong bo cong khai thong tin ve cap van bang tren cong thong tin
dien tiir

1.Phong KT&KBCLGD xay dung he thong ca sa du lieu quan ly van bang tot
nghiep THPT, PGDDT xay dung he thong ca sa du lieu quan ly van bang tot nghiep
THCS da cap cho nguai hoc de phuc vu cho viec cong khai thong tin ve cap van bang.
Thong tin cong bo cong khai ve cap van bang gom cac noi dung: ten van bang; ho,
chu dem, ten, ngay thang nam sinh cua nguai duac cap van bang; so hieu va so vao

so goc cap van bang; ngay thang nam cap van bang. Thong tin cong bo cong khai vl

cap van bang phai dam bao chinh xac so vai so goc cap van bang, phai duac cap nhat
va luu tru thuong xuyen tren cong thong tin dien tu ciia dan vi; bao dam dl quan ly,

truy cap, tim kiem va phai tuan thii cac quy dinh ciia phap luat.

2.Viec cong bo cong khai thong tin ve cap, chinh siia, thu h6i, hiiy bo van bang
tren cong thong tin dien tu duac thuc hien doi vai ca van bang da duac cap truac ngay
Quy che nay co hieu lire thi hanh.

Chinrng IV

BAN SAO VAN BANG Tl/ SO GOC

Dieu 23. Ho sa, thu tue nhan phoi ban sao van bang

1.Tuy vao tinh hinh thuc te, PGDBT lap ta trinh de nghi cap phoi ban sao van

bang tot nghiep THCS gui v^ SGDDT (qua Phong KT&KBCLGD).
2.Phong KT&KBCLGD phoi hop vai cac phong ban lien quan hoan thien ho

so de Van phong Sd nhan phoi ban sao v3n bang tu Bo Giao due va Bao tao theo quy
dinh.

3.Phong KT&KBCLGD nhan phoi ban sao van bang tir Van phong Sa de ban
giao phoi ban sao bang tot nghiep THCS cho PGDBT theo s6 lugng da dang ky.va
chiu trach nhiem quan ly, su dung phoi ban sao tot nghiep THPT dung quy dinh.
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4. PGDDT chiu trach nhiem quan ly, su dung phoi ban sao van bang tot nghiep

THCS nhan tir SGDDT dung quy dinh.
Dieu 24. Cap ban sao van bang tir so goc

1.Cip ban sao van bang tu so goc la viec SGDDT, PGDDT dang quan ly so

goc cap van bSng can cu vao so goc de cap ban sao.

Truong hop, so goc cap van bang tot nghiep THCS co ten cua nguoi hoc yeu
cau cap ban sao van bang bi that lac thi truong phong giao due va dao tao cu can bp
phu trach true tiep ve SGDDT (qua Phong KT&KDCLGD) de xac minh va nhan Giay
chung nhan t6t nghiep do SGDDT cap lam can cu cap ban sao van bang tot nghiep
THCS cho nguoi hoc.

2.Truong hop mau ban sao van bang tai thai diem cap ban sao da thay doi,
SGDDT, PGDDT dang quan ly so goc su dung mau ban sao van bang hien hanh de
cap cho nguoi hoc.

3.Cac npi dung ghi trong ban sao van bang tir so goc phai chinh xac so voi s6 g6c.

Dieu 25. Gia tri phap ly cua ban sao van b^ng tir so goc

1.Ban sao van bang tir so goc co gia tri su dung thay cho ban chinh trong cac
giao dich, trir truong hop phap luat co quy dinh khac.

2.Truong hop co can cir ve viec ban sao gia mao, khong hop phap, co quan, to
chiic tiep nhan ban sao van bang yeu cau nguoi co ban sao van bang xuat trinh ban
chinh de doi chieu hoac tien hanh xac minh.

Dieu 26. Tham quyen va trach nhiem cap ban sao van bang tir so goc

SGDDT, PGDDT dang quan ly so goc cap van bdng co tham quy^n va trach
nhiem cap ban sao van bang tir so goc. Viec cap ban sao van bang tir so goc duoc thuc
hien dong then voi viec cap ban chinh hoac sau thbi diem cap ban chinh.

Dieu 27. Nguoi co quyen yeu cau cap ban sao van b5ng tir so goc

Nhung ngucri sau day co quyen yeu cau cap ban sao van bang tir so goc:

1.Nguoi dupe cap ban chinh van bang.

2.Nguoi dai dien theo phap luat, nguoi dai dien theo uy quy^n ciia nguoi duoe
cap ban chinh van bang.

3.Cha, me, con; vo, chong; anh, chi, em ruot; ngucri thira ke khac cua nguoi
dupe cap ban chinh van bang trong truong hop nguoi do da ch^t.

Dieu 28. Thu tuc cap ban sao van bang tir so goc

1. Ho so de nghi cap ban sao van bang tir so goc gom:

a)Don de nghi cap ban sao van bang, trong do cung cap cac thong tin vh van
bang da dupe cap;

b)Ban chinh hoac ban sao co chung thuc giay chung minh nhan dan hoac can
cube cong dan hoac ho chieu con gia tri sir dung de nguoi tiep nhan ho so kiim tra;



c)Truang hap nguai yeu cau cap ban sao van bang tvr so goc la nguai quy dinh
tai khoan 2, khoan 3 Dieu 27 cua Quy che nay thi phai xuat trinh giay uy quyen (doi
vai nguai duac uy quyen) hoac giay to chung minh quan he vdi nguai duac cap ban
chinh van bang;

d)Truang hep nguai yeu cau cap ban sao van bang til so goc giri yeu cau qua
buu dien thi phai giri ban sao co chiing thuc giay tir quy dinh tai diem a, b, c khoan
nay kem theo 01 (mot) phong bi dan tern ghi ro ho ten, dia chi nguai nhan cho ca quan
co tham quyen cap ban sao van bang tir so goc.

2.Trinh tu cap ban sao van bang tir so goc duqc quy d|nh nhu sau:

a)Nguai de nghi cap ban sao van bang npp true tiep hoac gui qua duixng buu
dien 01 (mot) bo ho sa theo quy dinh tai khoan 1 Dieu nay cho bp phan tiep nhan ho
so cua SGDDT, PGDDT;

b)Ngay trong ngay tiep nhan yeu cau cap ban sao hoac trong ngay lam viec tiep
theo neu tiep nhan yeu cau sau 03 (ba) giir chieu, ca quan co tham quyen cap ban sao van
b^ng tit s6 goc phai cap ban sao cho nguai co yeu cau. Trong truang hap yeu cau cap

ban sao tir so goc dupe giri qua buu dien thi thai han dupe xac dinh tir thai diem ca quan
tiep nhan yeu cau cap ban sao nhan du ho so hop le theo dau buu dien den;

c)Doi vai truang hpp ciing mot luc yeu cau cap ban sao tit nhieu so goc, yeu
cau so lupng nhieu ban sao, npi dung van bang phiic tap kho kiem tra, doi chieu ma

SGDDT, PGDDT khong th^ dap ung dupe thai han quy dinh tai di^m b khoan nay thi
thai han cap ban sao dupe keo dai them khong qua 02 (hai) ngay lam viec hoac dai
hem theo thoa thuan bang van ban vai nguai yeu cau cap ban sao.

3.SGDDT, PGDDT can cu so goc cap van bang de cap ban sao cho nguai yeu
cau; npi dung ban sao phai ghi theo dung npi dung da ghi trong so goc. Truang hap
khong con luu tru duac so goc hoac trong so goc khong co thong tin \h npi dung yeu

cau cap ban sao hoac khong cap ban sao cho nguai yeu cau thi ca quan tiep nhan yeu
cau cap ban sao co trach nhiem tra lai bang van ban cho nguai yeu cau va neu r5 ly
do theo thai han quy dinh tai diem b khoan 2 Dieu nay.

Dieu 29. So cap ban sao va quan ly viec cap ban sao van b3ng tir so goc

1.S6 cip ban sao van bang tir so g6c la tai lieu do SGDDT, PGDDT khi thuc

hien viec cap ban sao van bang tir so goc trong do ghi day dii nhung npi dung cua ban
sao ma SGDDT, PGDDT da cSp.

So cap ban sao van bang tir so goc phai dupe ghi chep chinh xac, danh s6 trang,
dong dau giap lai, khong dupe tay xoa, dam bao quan ly chat che va luu tru vlnh vien.

2.SGDDT, PGDDT moi Ian cap ban sao van bang tir so g6c deu phai ghi vao
so cap ban sao van bang tir so goc; phai lap so vao so c^p ban sao, dam bao mi s6
vao so cap ban sao dupe ghi duy nhat tren mot ban sao van bang c^p cho nguai hoc.

So vao so cap ban sao v8n bang tir so goc dupe lap lien tuc theo thu tu s6 tu
nhien tir nho den Ian theo timg n^m tir ngay 01/01 dSn het ngay 31/12; dam bao phan
biet dupe so vao so cap ban sao cua tirng loai v^n bang va n8m cip ban sao v8n bang
tir so goc.

12
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Chuwng V
KIEM TRA, THANH TRA, XC LY VI PHAM

Dieu 30. Kiem tra, thanh tra

1.SGDDT tien hanh kiem tra, thanh tra viec hoan thien, quan ly, cdp phat, su
dung van bing d6i vai PGDDT, cac ca sd giao due.

2.PGDDT tien hanh kiem tra, thanh tra viec quan ly, cap phat su dung van bSng
doi voi cac co so giao due.

3.Co quan, to chuc, ca nhan chiu trach nhiem hoan thien, quan ly, cap phat
hoac su dung van bang co trach nhiem phoi hop, tao dieu kien thuan lcri cho cong tac
kiem tra, thanh tra.

Dieu 31. Xur ly vi pham

Co quan, to chuc, ca nhan co cac hanh vi vi pham quy dinh tai Quy ch6 nay bi
xu ly theo quy dinh cua phap luat./.
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PHONG GIAO DUC VA DAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Ty do - Hanh phiic.

Trir^^ngTHCS

GIAY CHlTNG NHAN TOT NGHIEP TRUNG HOC CO Sd

(tarn thoi)

Chung nhan:Gioi tinh: 

Ngay sinh:Nai sinh: 

LapTruang

Noi sinh:

Da dugfc cong nhan tot nghiep trung hoc ca sa tai Hoi dong xet cong nhan tot nghiep:

ngaythangnam

Xep loai tot nghiep:

Hedaotao: 

Giay chiing nhan tam thai co gia tri trong thai gian 01 nam cha cap bang tot nghiep

THCS chinh thuc.

, ngdy...thdng...ndm....

HIEU TRlTdNG

(Ho ten, chic ki vd dong ddu)

LUC I
MAU GIAY CHUNG NHAN TOT NGHIEP THCS

(Kern theo Quyit dinh sd^f/QD-SGDDTngdy^Tthdng 6^ nam 2020 cua Gidm ddc
So Gido due vd Ddo tao Nghe An)



15

D\a danh, ngdythdng.... nam ....

TRUONG PHONG
(Ky, ddng ddu, ghi ro hq ten)

Ghi
chu

So vao so goc cap van
bang

So hieu van bangXep loai tot nghi^pDan toeGiai tinhNai
sinh

Ngay thang
nam sinh

Ho va ten
nguoi hoc

So
TT

phv Lyc ii
MAU SO GOC CAP BANG TOT NGHIEP TRUNG HQC CO SO

(Kent theo Quyet dfnh so '̂f-ZQD-SGDDT ngdy-t5~thdng OJndm 2020 cita Gidm doc So Gido due vd Ddo tqo Ngh? An)

UBNDHUYEN
PHONG GIAO DyC VA DAO TAO

so g6c cAp bAng tot nghiep trung hqc CO sd

Quyet dinh cong nhan tot nghi^p songay...thang.... nam.... Nam tot nghiep:

Hoc sinhtnrong:Hinh thuc hoc:
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NgheAn, ngdythdng.... nam

KT. GlAM DOC
PHO GlAM DOC

(Ky, ddng ddu, ghi ro h<^ ten)

Ghi chuSo vao so goc cap van bangS6 hi^u van
bang

Diem thiDantpcGidi tinhNai sinhNgay th^^g
nam sinh

Hp va ten ngucri hpcS6TT

PHQ LVC III
MAU SO GOC CAP BANG TOT NGHIEP TRUNG HQC PHO THONG

(Kem theo Quyit dinh s65^^ /QD-SGDDT ngdyJS~thdngOJndm 2020 cua Gidm doc So Gido diic vd Ddo tqo Ngh$ An)

UBND TINH NGH$ AN
S^ GIAO DVC VA DAO T^O

S6 GOC CAP BANG TOT NGHI^P TRUNG HQC PH6 THONG

Quyet dinh cong nh^n totnghiep songay...thang.... nam....

Kythi:Khoathi:

Nam tot nghiep:Hoc sinh truong:
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Diadanh, ngaythdng.... ndm ....

TRUdNG PHONG
(Ky, dong ddu, ghi ro ho ten)

Ghi chu
Nguai nhan van bang mai hoac
duac chinh sua npi dung ky va

ghi ro hp ten

Noi dung duac chinh
sua/thay doi

So vao so goc
cap van bang
mai (neu co)

So hieu van
bang duac
cap lai (neu

co)

So hieu
vSn bang
da duac

cap

Ngay
thang

nam
sinh

I lo va ten
ngirai hoc

s6
TT

PHV LyC SO GOC CAP VAN BANG

UBNDHUYEN...

PGDDT

PHV LUC IV
MAU PHU LUC SO GOC CAP VAN BANG TOT NGHIEP TRUNG HOC CO SC)

(Kern theo Quyit dinh sdS -̂ /QD-SGDDT ngdy^S~thdngO-f ndm 2020 ciia Gidm doc So Gicto due vd Ddo tao Nghe An)
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Nghe An, ngdythdng.... ndm .....

KT. GlAM DOC
PHO GlAM DOC

(Ky, dong ddu, ghi ro ho ten)

Ghi chu
Nguai nhan van bang mod hoac
dugc chinh sura ngi dung ky va

ghi ro ho ten

Noi dung dugc chinh
siia/thay doi

So vao so goc
cap van bang
moi (neu co)

So hieu van
bang dugc

cap lai (neu
co)

So hieu
van bang
da dugc

cap

Ngay
thang

nam
sinh

Ho va ten

nguai hoc
S6
rr

phv Lyc v
MAU PHy LUC SO GOC CAP VAN BANG TOT NGHIEP TRUNG HOC PHO THONG

(Kern theo Quyet dinh so^^/QD-SGDDT' ngdy-tfthdng O/ndm 2020 cua Gidm doc So Giao due vd Ddo tao Nghe An)

UBND TINH NGHE AN
so giAo Dye va dAo tao

PHy Lyc so goc cAp van bAng
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