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QUYET DINH

Ban hanh Quy che bao quan, su* dung va cap phat bang tot nghiep 
trung hoc co’ sfr, ban sao bang tot nghiep trung hoc co1 so*

TRlTONG PHONG GIAO DUC VA DAO TAO THANH PHO THU DLTC

Can cu Luat Gido due ngdy 14 thdng 6 ndm 2005; Ludt sua doi, bo sung 
mot so dieu cua Ludt Gido due ngdy 25 thdng 11 ndm 2009;

Can cu Nghi dinh so 23/2015/ND-CP ngdy 16 thdng 02 ndm 2015 cua 
Chinh phu ve cap ban sao tu so gdc, chung thuc ban sao tie ban chinh, chung 
thuc chit ky vd chung thuc hop dong, giao dich;

Can cu Thdng tu 21 /2019/TT-BGDDT ngdy 29 thdng 11 ndm 2019 ve ban 
hanh quy che quan ly bang tot nghiep trung hoc ca so, bang tot nghiep trung 
hoc pho thdng, bang tot nghiep trung cap supham, bang tot nghiep cao dang su 
pham, van bang gido due dqi hoc vd chung chi cua he thdng gido due qude dan;

Thuc hien van ban so 4798/GDDT-KTKDCLGD ngdy 25 thdng 12 ndm 

2019 cua So Gido due vd Ddo tqo Thanh phd Hd Chi Minh ve huong dan quan 
ly bang tot nghiep trung hoc co so, trung hoc phd thdng;

Theo de nghi cua to chuyen mdn Phong Gido due vd Ddo tao.

QUYET DINH:
Dieu 1: Ban hanh Quy che bao quan, su dung va cap phat bang tot nghiep 

trung hoc co so, ban sao bang tot nghiep trung hoc co so.

Dieu 2: Quyet dinh nay co hieu lire ke tu ngay ky.
• A r-r-% FK. /\ /V A • r \ •Dieu 3: To chuyen mon Phong Giao due va Bao tao, Hieu truong cac 

truong trung hoc co so va truong nhieu cap hoc co bac hoc cao nhat la trung hoc 
co so, can bo phu trach cap phat van bang trung hoc co so chiu trach nhiem thi 
hanh quyet dinh nay./gi

Noi nit an:

- Cac truong THCS;
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Bao quan, sii’ dung va cap phat bang tot nghiep trung hoc co* so', 
ban sao bang tot nghiep trung hoc co’ so

(Ban hanh kem theo Quyet tfinh so: bfti/QD-GDDT ngay bC thdng b nam 2021 
cua Phong Gido due vd Ddo tao thdnh phd Thu Due)

QUY CHE

ChuongI
QUY DJNH CHUNG

Dieu 1: Pham vi va doi tirong

1. Pham vi

Quy che nay quy djnh ve bao quan, su dung va cap phat bang tot nghiep trung 

hoc co so, ban sao tu so goc bang tot nghiep trung hoc co so.

2. Doi tuong

a) Phong Giao due va Bao tao thanh ph6 Thu Due.

b) Truong trung hoc co so va truong nhieu cap hoc tren dja ban thanh pho Thu 

Due (sau day goi tat la cac co so giao due trung hoc co so).

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

1. Bang Trung hoc co so duoc quan ly thong nhat theo quy djnh ciia Bo Giao 

due va Dao tao.

2. Bang tot nghiep trung hoc co so (sau day goi tat la van bang) duoc cap mot 
lan duy nhat.

3. Nghiem cam moi hanh vi gian lan trong cap phat va su dung van bang.

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

Dieu 3: Phan cap va giao quyen tu* chti, tu ch|u trach nhiem trong quan ly 

van bang



1. Phong Giao due va Bao tao co trach nhiem hoan thien phoi van bang de cdp 

van bang cho ngirai hoc dii dieu kien dirge cap bang trung hoc co so theo dung 

quy djnh ciia Bo Giao due va Bao tao.

2. Cac co so giao due trung hoc co so co trach nhiem quan ly, phat b^ng trung 

hoc co so cho ngubi hoc theo quy djnh ciia phap luat va quy djnh ciia Bp Giao 

due va Bao tao.

Dieu 4. Quyen va nghla vu ciia nguoi du’oc cap van bang

1. Nguoi dupe cap bang trung hoc co so co cac quyen sau day:

a) Yeu cau co quan co tham quyen cap van bang, cap dung thbi han quy djnh; 
ghi chinh xac, day du cac thong tin tren van bang; chinh sua npi dung ghi tren 

van bang, theo quy djnh tai Quy chi nay;

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

cau.

2. Ngubi dupe cap van bang, co cac nghla vu sau day:

a) Cung cap chinh xac, day dii cac thong tin can thiet de co quan co tham quyen 

cap van bang, ghi npi dung tren van bang;

b) Kiern tra tinh chinh xac cac thong tin ghi tren van bang, trubc khi ky nhan 

van bang;

c) Phai co giay uy quyen theo quy djnh ciia phap luat khi khong true tiep den 

nhan van bang;

d) Giu gin, bao quan van bang; khong dupe tay xoa, sua chua cac npi dung tren 

van bang; khong dupe cho ngubi khac su dung van bang;

d) Su dung quyet djnh chinh sua van bang, kem theo van bang, sau khi dupe 

chinh sua van bang;

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

g) Nop lai van bang cho co quan co tham quyen thu hoi van bang trong thbi han 

30 ngay, ke tu ngay nhan dupe quyet djnh thu hoi van bang. Truong hop van 

bang bj mat, phai cam ket bang van ban ve viec bj mat van bang va chju trach 

nhiem trubc phap luat ve npi dung cam ket.



Chirong II
QUAN LY PHOI, HOAN THIEN VA QUAN LY VAN BANG

Dieu 5: Quan ly phoi bang, van bang

Phong Giao due va Dao tao co trach nhiem:

- Tong hop, yeu cau So Giao due va Dao tao Thanh pho Ho Chi Minh phat phoi
\ r r

bang dung so lirong ngubi hoc tot nghiep trung hoc co so.

- Hoan thien van bang va giao lai cho co so giao due trung hoc co so phat van 

bang cho ngiroi hoc.

Co so giao due trung hoc co so:

- Co trach nhiem phat van bang cho nguoi hoc da dirge Truong phong Phong 

Giao due va Dao tao cong nhan.

- Bao quan van bang theo dung quy djnh ciia Bo Giao due va Dao tao.

Dieu 6: Hoan thien phoi bang, lap so goc cap phat van bang

Phong Giao due va Dao tao co trach nhiem hoan thien phoi bang de cap van 

bang cho ngubi hoc du dieu kien theo quy djnh cua Bo Giao due va Dao tao da 

duoc Truong phong Giao due va Dao tao phe duyet.

Phong Giao due va Dao co tranh nhiem lap va quan ly so goc cap phat van bang 

cho ngubi hoc duoc cap bang tot nghiep trung hoc co so.

Dieu 7: Quan ly van bang

Co so giao due trung hoc co so co tranh nhiem quan ly va phat van bang cho 

ngubi hoc.

Co so giao due trung hoc co so phai co tii rieng de bao quan van bang, ho so van 

bang dam bao dung quy djnh cua Bp Giao due va Dao tao, phai dam bao du 

trang thiet bj phong chong chay no.

Dieu 8: Trach nhiem cua co quan, thii trirbng co quan co tham quyen phat 

van bang:

1. Co quan co tham quyen phat van bang co trach nhiem:
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a) Kiem tra, doi chieu va ghi chinh xac, day du cac thong tin trong van bang. 
Yeu cau ngiroi dugc cap van bang xac nhan \h vice da ki$m tra thong tin, xac 

nhan cac yeu cau chinh sura thong tin va cung cap cac can cur yeu cau chinh sira 

thong tin;

b) Lap day du ho so cap phat, quan ly van bang va luu tru theo quy djnh ciia
r

Quy che nay;

c) Bao dam tinh chinh xac va chju trach nhiem ve cac thong tin trong h6 so, 
trong so phat van bang;

d) Dam bao co so vat chat, trang thiet bj, phong chong chay no de bao quan van 

bang va ho so phat, quan ly van bang.

2. Thu trirbng co quan co tham quyen phat van bang co trach nhiem:

Ban hanh quy che bao quan, liru giu, sir dung, phat van bang ciia co quan co 

tham quyen cap van bang. Quy che phai quy dmh ro trach nhiem cua ca nhan va 

che tai xir ly khi de xay ra vi pham;

Chju trach nhiem ca nhan truoc co quan quan ly cap tren va triroc phap luat v^ 

viec quan ly va phat van bang.

Chuong III
THU TUC VA QUY TRINH CAP VAN BANG, BAN SAG VAN BANG

Dieu 9. Ngu’oi co quyen yeu cau cap ban sao van bang, chu’ng chi' tir so goc

Nhung ngubi sau day co quyen yeu cau cap ban sao van bang, churng chi tir s6 

g6c:

1. Ngubi duoc cap ban chinh van bang, chung chi.

2. Ngubi dai dien theo phap luat, ngubi dai dien theo liy quyen cua ngubi duoc
r \

cap ban chinh van bang, chung chi.

3. Cha, me, con; vo, chong; anh, chj, em rupt; ngubi thua ke khac ciia ngubi
F \ f

dupe cap ban chinh van bang, chung chi trong trubng hop ngubi do da chet.

Dieu 10. Trinh ty, thii tuc cap ban sao van bang, chung chi tir so goc

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



y • r ' fa) Don de nghj cap ban sao van bang, chung chi, trong do cung cap cac thong tin
ve van bang, chumg chi da duac cap;

b) Ban chinh hoac ban sao co chung thuc giay chung minh nhan dan hoac can 

cuoc cong dan hoac ho chieu con gia tri su dung de ngudi tiep nhan ho sa kiem
tra;

c) Trudng hop ngudi yeu cau cap ban sao van bang, chung chi tu so goc la 

ngudi quy djnh tai khoan 2, khoan 3 Dieu 30 cua Quy ch4 nay thi phai xuk trinh 

giay uy quyen (doi vdi ngudi dugc uy quyen) hoac giay td chung minh quan he 

vdi ngudi dugc cap ban chinh van bang, chung chi;

d) Trudng hgp ngudi yeu cau cap ban sao van bang, chung chi tu so goc gui yeu 

cau qua buu dien thi phai gui ban sao co chung thuc giay td quy djnh tai di6m a, 
b, c khoan nay kem theo 01 (mot) phong bi dan tern ghi ro hg ten, dja chi ngudi
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nhan cho co quan co tham quyen cap ban sao van bang, chung chi tu so goc.

2. Trinh tu cap ban sao van bang, chung chi tu so goc dugc quy djnh nhu sau:

a) Ngudi de nghj cap ban sao van bang, chung chi nop true tiep hoac gui qua 

dudng buu dien 01 (mot) bo ho so theo quy djnh tai khoan 1 Dieu nay cho ca 

quan co tham quyen cap ban sao van bang, chung chi tu so goc;

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) gid chieu, co quan co tham quyen cap 

ban sao van bang chung chi tu so goc phai cap ban sao cho ngudi co yeu cau. 
Trong trudng hop yeu cau cap ban sao tu so goc dugc gui qua buu dien thi thdi 
han dugc xac djnh tir thdi diem ca quan tiep nhan yeu cau cap ban sao nhan du 

ho so hgp le theo dau buu dien den;

c) Doi vdi trudng hgp cung mot luc yeu cau cap ban sao tu nhieu so goc, yeu 

cau so lugng nhieu ban sao, noi dung van bang, chung chi phuc tap kho kiem 

tra, doi chieu ma ca quan tiep nhan yeu cau cap ban sao khong the dap ung dugc 

thdi han quy djnh tai diem b khoan nay thi thdi han cap ban sao dugc keo dai 
them khong qua 02 (hai) ngay lam viec hoac dai han theo thda thuan bang van 

ban vdi ngudi yeu cau cap ban sao.

3. Ca quan co tham quyen cap ban sao van bang, chung chi can cu so goc cap
y nr y

van bang, chung chi de cap ban sao cho ngudi yeu cau; noi dung ban sao phai 
ghi theo dung noi dung da ghi trong so goc. Trudng hgp khong con luu tru dugc



A/C AA / \ y fso goc hoac trong so goc khong co thong tin ve npi dung yeu cau cap ban sao 

hoac khong cap ban sao cho ngiroi yeu cau thi co quan tiep nhan yeu cau cap 

ban sao co trach nhiem tra loi bang van ban cho nguoi yeu cau va neu ro ly do 

theo thoi han quy dinh tai diem b khoan 2 Dieu nay.

fiieu 11. So cap ban sao va quan ly vice cap ban sao van b3ng, chung chi tir 

so goc

1. So cap ban sao van bang, chung chi tu so goc la tai lieu do co quan co tham
quyen quy djnh tai Dieu 29 ciia Quy che nay lap ra khi thuc hien viec cap ban 

> •> / > 
sao van bang, chung chi tu so goc trong do ghi day dii nhung npi dung cua ban
sao ma co quan do da cap.
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So cap ban sao van bang, chung chi tu so goc phai dupe ghi chep chinh xac, 
danh so trang, dong dau giap lai, khong dupe tay xoa, dam bao quan ly chat che 

va luu tru vmh vien.

2. Co quan co tham quyen quy djnh tai Dieu 29 cua Quy che nay moi lan c^p 

ban sao van bang, chung chi tu so goc deu phai ghi vao so c4p ban sao van b4ng, 
chung chi tu so goc; phai lap so vao so cap ban sao, dam bao moi so vao so c4p 

ban sao dupe ghi duy nhat tren mot ban sao van bang, chung chi cap cho nguoi 
hoc.

So vao so cap ban sao van bang, chung chi tu so goc dupe lap lien tuc theo thu 

tu so tu nhien tu nho den Ion theo tung nam tu ngay 01/01 den het ngay 31/12; 
dam bao phan biet dupe so vao so cap ban sao ciia tung loai van bang, chung chi 
va nam cap ban sao van bang, chung chi tu so goc.

Dieu 12 Tham quyen quyet djnh chinh sira noi dung van bang

Nguoi dupe cap van bang, chung chi co quyen yeu cau chinh sua npi dung ghi 
tren van bang, chung chi trong cac truong hop sau:

1. Dupe co quan co tham quyen quyet dinh thay doi hoac cai chinh hp tjch;

2. Dupe xac dinh lai dan tpc, xac djnh lai gioi tinh;

3. Dupe bo sung hp tjch, dieu chinh hp tjch;

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

Dieu 13 Thu tuc chinh sira noi dung van bang



1. Ho sa de nghj chinh sira noi dung van bang, chihig chi:

a) Don de nghj chinh sua noi dung van bang, chung chi;

b) Van bang, chung chi de nghj chinh sura;

c) Trich luc hoac quyet djnh thay doi hoac cai chinh ho tjch, xac djnh lai dan 

toe, xac djnh lai gioi tinh doi voi truong hop chinh sua van bang, chung chi do 

thay doi hoac cai chinh ho tjch, xac djnh lai dan toe, xac djnh lai gioi tinh;

d) Giay khai sinh doi voi truong hop chinh sua noi dung van bang, chung chi do 

bo sung ho tjch, dieu chinh ho tjch, dang ky lai viec sinh, dang ky khai sinh qua 

han;

d) Giay chung minh nhan dan hoac can cudc cong dan hoac ho chieu hoac giay 

to tuy than hop phap khac co anh cua ngubi duoc cap van bang, chung chi. 
Thong tin ghi tren cac giay to nay phai phu hop voi de nghj chinh sua noi dung 

van bang, chung chi. Cac tai lieu trong ho so de nghj chinh sua noi dung van 

bang, chung chi quy djnh tai cac diem b, c, d, d khoan nay la ban sao tu so goc 

hoac ban sao duoc chung thuc tu ban chinh.

2. Truong hop tai lieu trong ho so de nghj chinh sua noi dung van bang, chung 

chi quy djnh tai cac diem b, c, d, d khoan 1 Dieu nay la ban sao khong co chung 

thuc thi ngubi de nghj chinh sua van bang, chung chi phai xuat trinh ban chinh 

de ngubi tiep nhan hb so doi chieu; ngubi tiep nhan ho so phai ky xac nhan, ghi 
ro ho ten vao ban sao va chju trach nhiem ve tinh chinh xac cua ban sao so voi 
ban chinh.

3. Trinh tu chinh sua noi dung van bang, chung chi duoc quy djnh nhu sau:

a) Ngubi de nghj chinh sua noi dung van bang, chung chi nop true tiep hoac gui 
qua dubng buu dien 01 (mot) bo ho so theo quy djnh tai khoan 1 Dieu nay cho 

co quan cb tham quyen chinh sua noi dung van bang, chung chi;

b) Trong thbi han 05 ngay lam viec ke tu ngay nhan dii ho so hop le, co quan cb 

tham quyen chinh sua noi dung van bang, chung chi xem xet quyet djnh viec 

chinh sua; neu khong chinh sua thi phai tra 16i bang van ban va neu ro ly do;

c) Viec chinh sua noi dung van bang, chung chi duoc thuc hien bang quyet djnh 

chinh sua; khong chinh sua true tiep trong van bang, chung chi. Quyet djnh 

chinh sua phai duoc luu trong hb so cap van bang, chung chi.



d) Can cir quyet djnh chinh sua, ca quan co tham quyen cap van bang, chung chi 
ghi day dii thong tin ve van bang, chirng chi, cac noi dung dirge chinh sura ciia 

van bang, chung chi vao phu luc so goc cap van bang, chung chi.

Dieu 14: Ngi dung chinh cua quyet djnh chinh sira va ap dung viec chinh 

siia noi dung van bang

1. Quyet djnh chinh sua van bang, chung chi gom cac noi dung chinh sau:

a) Ho, chu dem, ten; ngay thang nam sinh ciia nguoi co van bang, chung chi (ghi
> e

theo van bang, chung chi da cap);

b) Ten, so hieu, ngay thang nam cap ciia van bang, chung chi;

c) Noi dung chinh sua;

d) Ly do chinh sua;

d) Hieu luc va trach nhiem thi hanh quyet djnh.

2. Viec chinh sua noi dung van bang, chung chi dugc ap dung doi voi ca van 

bang, chung chi dugc cap truoc ngay Quy che nay co hieu luc thi hanh.^j^
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mAu so goc cAp bAng tot nghiep trung HOC CO so
(Kem theo Quyet dinh /QD-GDDTngay thdng nam 2021 cua Phong Gido due va Dao tao)
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SO GOC cAp bang tot nghiep trung HOC CO so• •
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Quyet dinh cong nhan tot nghiep so Nam tot nghiep:ngay...thang.... nam....

Hoc sinh trirong: Hinh thurc hoc:

S6
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So vao so goc cap van 

bang
Ho va ten 

ngiroi hoc
Ngay thang 

nam sinh
Noi
sinh

Gioi
tinh

Ghi
Xep loai tot nghiep So hieu van bangDan toe

TT chu

Thanh pho Thu Dice, ngay thdng.... nam
TRlTONG PHONG

(Ky dong ddu, ghi ro ho ten)
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