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Ghi chu:
- Thoi han giai quyét duogc tinh bang ngay lam viéc;
- Noi tiép nhan hd so: B§ phan Tiép nhin va tra két qua ciia huyén, thanh phd.

WCo ché giai quyét: MCLT: Thuc hién theo co ché mot cira lién thdng; MC: Thuc hién theo co ché mot cira; K: Khdng thuc hién theo co ché mot cira, mot cira lién thong



PHAN I1. NQI DUNG THU TUC HANH CHINH

I. LINH VUC HE THONG VAN BANG, CHUNG CHI

1. Cap ban sao vin bang, chieng chi tir s6 goc

1.1. Trinh ty thuc hién

- Newoi dé nghi cap bdn sao van bang, chung chi ngp truc tiép hogc g qua
duong buu dien 01 (mgt) bg hé so cho co quan cé tham quyén cap bdn sao vin bang,
chang chi ter sé goc.

- Ngay trong ngay tlep nhan yéu cau Cap ban sao hoac trong ngay lam viéc tiép
theo, néu tiép nhan yéu Cau sau 03 (ba) gio chiéu, co quan c6 tham quyen cap ban sao
van bang ching chi tir s6 goc phai cap ban sao cho nguoi €6 yéu cau. Trong truong
hop Y&u cau cap ban sa0 tur s6 goc dugc gui qua buu dién thi thoi han duoc xac dinh
tir thoi diém co quan tiép nhan yéu cau cap ban sao nhan da ho so hop 1é theo dau
buu dién dén.

- DBéi véi truong hop cling mot ldc yéu cau cap ban sao tir nhiéu s6 géc, yéu
cau sé luogng nhiéu ban sao, ndi dung vin bang, chiing chi phac tap kho kiém tra, doi
chiéu ma co quan tiép nhan yéu cau cap ban sao khéng thé dap tng duoc thoi han
quy dinh tai Biém b Khoan 2 Piéu 31 Thong tu 21/2019/TT-BGDPDT thi thoi han cap
ban sao dugc kéo dai thém khong qua 02 (hai) ngay lam viéc hodc dai hon theo thoa
thuan bang vin ban véi ngudi yéu Cau cap ban sao.

- Co' quan cé tham quyen cap ban sao vin bang ching chi can ci sé goc cap
van bang, chiing chi dé cap bdn sao cho nguol yéu cau; néi dung ban sao phai ghi
theo diing ngi dung da ghi trong 6 géc. Truong hop khong con lwu triv duoC S6 goc
hogac trong s6 gac khdng co thdng tin Vé noi dung yéu cau Cap ban sao hoac khong
cap bdn sao cho ngu’o’l Yéu cau thi co quan tlep nhdn yéu cau cdp bdn sao co trach
nhiém tra 1o bang van ban cho nguoi yéu cau va néu ro ly do hgay trong ngay tlep
nhdn yéu c4u cap bdan sao hodc trong ngay lam viéc tiép theo, néu tiép nhdn yéu cau
sau 03 (ba) gio chiéu.

1.2. Céach thirc thuc hién

Truc tiép hoic qua buu dién.

1.3. Thanh phan, s6 luong ho so

a) Thanh phan hé so:

- Pon dé nghi cdp bdn sao van bang, ching chi, trong dé cung cdp céc thong
tin vé van bang, ching chi da dwoc cap;

- Ban chinh hoac ban sao c6 chung thuc giéy chang minh nhan dan hoac cén
cudc cdng dan hoac ho chiéu con gia tri su dung dé ngu:ol tiép nhan ho so klem tra;

- Truong hop nguoi yéu cau cdp ban sao van bang, ching chi tir s6 goC la
ngueoi dai dién theo phap ludt, nguoi dai dién theo iy quyén cia nguroi dwot cap ban
chinh van bang, ching chi; Cha, me, con; vo, chong; anh, chi, em rudt; ngudi thira ké
khac cua ngudi dugc cap ban chinh van béng, chang chi trong truong hop ngudi do
da chét thi phdi xudt trinh gidy uy quyen (doi Véi nguoi dwot 1y quyén) hodc gidy to
chang minh quan hé véi ngudi dugc Cap ban chinh vin bang, chiing chi.

- Trudng hop ngudi Yéu cau cip ban sao van bang, ching chi tur s6 gbc guri yéu
cau qua buu dién thi phai gai kém theo ban sao c6 chiing thuc gidy to theo quy dinh



va 01 (mot) phong bi dan tem ghi r6 ho tén, dia chi nguoi nhan cho co quan €6 tham
quyén c4p ban sao vin bang, chang chi tir s géc.

b) S6 lwong hd so: 01 (bd).

1.4. Thoi han giai quyét

- Ngay trong ngay co quan, co s¢ giao duc tiép nhan Yéu cau hoic trong ngay
lam viéc tiép theo, néu tiép nhén yéu cau sau 03 (ba) gio chiéu.

Trong trudng hop yéu cau cap ban sao tir s6 goc duoc guri qua buu dién thi thoi
han duoc thyc hién ngay sau khi co quan, co sé gido duc nhan da hd so hop 18 theo
dau buu dién dén;

- Do véi truong hop cung mot luc yéu cau c4p ban sao tir nhiéu sb géc, yéu
cau sé lugng nhiéu ban sao, noi dung van bang, chung chi phtrc tap kho Kiém tra, doi
chiéu ma co quan tiép nhan yéu cau cap ban sao khdng thé dap tmg duoc thoi han
quy dinh néu trén thi thoi han cap ban sao duoc kéo dai thém khong qua 02 (hai)
ngay 1am viéc hoic dai hon theo thoéa thuan bang van ban véi ngudi yéu cau cap ban
sao.

1.5. P6i twong thuc hién tha tuc hanh chinh: C4 nhan.

- Nguoi duoc cap ban chinh vin bang, ching chi;

- Nguoi dai dién theo phép luat, nguoi dai dién theo uy quyén cua ngudi dugc
cap ban chinh van bang, ching chi;

- Cha, me, con; vo, chong; anh, chi, em rudt; ngudi thira ké khac cua nguoi
duogc cap ban chinh van bang, ching chi trong trudng hop ngudi d6 di chét.

1.6. Co quan thuc hién thu tuc hanh chinh: Phong Gido duc va Pao tao.

1.7. Két qua thyuc hién tha tuc hanh chinh: Ban sao van bang, ching chi.

1.8. L& phi (néu c6): Khéng.

1.9. Tén mau don, mau to khai (néu c6): Khong.

1.10. Yéu cau, diéu kién thuc hién thu tuc hanh chinh (néu c6): Khang.

1.11. Can ctr phap ly cia thu tuc hanh chinh

Thong tu s6 21/2019/TT-BGDPT ngdy 29 thang 11 nam 2019 cua BJ truong
Bo Giao duc va Pao tao ban hanh Quy ché quan ly bang t6t nghiép trung hoc co sd,
bang tét nghiép trung hoc pho thdng, bang t6t nghiép trung cap su pham, bang t6t
nghiép cao dang su pham, vin bang gi4o duc dai hoc va chung chi cua hé thong gido
duc quéc dan.

(Ghi chi: Phdn chi in nghiéng la néi dung siza déi, bé sung).

2. Chinh sira ndi dung vin bing, chirng chi

2.1. Trinh tu thuc hién

- Nguoi dé nghi chinh stra noi dung van bang, chiing chi nop truc tiép hoic gui
qua dudng buu dién 01 (mot) bo hd so theo quy dinh tai Khoan 1 Diéu 23 Thong tu
21/2019/TT-BGDBT cho co quan c6 tham quyén chinh stra ndi dung vin bang,
chung chi;

- Trong thoi han 05 ngay 1am viéc ké tir ngay nhan du ho so hop 1€, co quan c6
tham quyén chinh stra noi dung van bang, chang chi xem xét quyét dinh viéc chinh
stra; néu khong chinh sira thi phai tra 1oi bang van ban va néu rd Iy do;



- Viéc chinh stra ndi dung van bang, chiing chi dugc thuc hién bang quyét dinh
chinh sira; khong chinh st truc tiép trong van bang, ching chi. Quyét dinh chinh sira
phai dugc luu trong hd so cdp vin bang, ching chi.

- Can ctr quyét dinh chinh swra, co quan ¢6 thAm quyén cap van bang, ching chi
ghi day du thong tin vé vdin bang chiing chi, cac ngi dung dwoc chinh sua cua van
bang, chieng chi vao phu luc sé goc cdp van bang, ching chi.

2.2. Cach thuc thuc hién

Truc tiép hoac qua buu dién.

2.3. Thanh phan, sé luong hd so

a) Thanh phan hd so:

- Pon d& nghi chinh stra ngi dung van bang, chang chi;

- Van bang, chiing chi dé nghi chinh sta;

- Trich luc hodc quyét dinh thay ddi hoac cai chinh ho tich, xac dinh lai dan
toc, xac dinh lai gidi tinh d6i véi trudng hop chinh sira van bang, chung chi do thay
ddi hoic cai chinh h tich, x4c dinh lai dan toc, xac dinh lai gigi tinh:

- Gidy khai sinh di véi truong hop chinh stra van bang, ching chi do bo sung
ho tich, diéu chinh ho tich, dang ky lai viéc sinh, dang ky khai sinh qua han;

- Gidy ching minh nhan dan hogc can cuge cong dan hogc ho chieu hodc giay
to tuy than hop phap khac c6 anh cua ngudi dugc cap van bang, ching chi. Thong tin
ghi trén cac giay to nay phai phu hop vdi dé nghi chinh sira ngi dung van bang,
ching chi. Cac tai liéu trong ho so' d@é nghi chinh sia ngi dung van bang, ching chi
quy dinh tgi cac diém b, ¢, d, d néu trén la ban sao tir s6 goc hodac ban sao dwgc
chiing thuc tir ban chinh,

Truong hop tai liéu trong hd so dé nghi chinh stra ndi dung vin bang, chang
chi quy dinh tai cac diém b, ¢, d, d Khoan 1 Diéu 23 Théng tu 21/2019/TT-BGDDT
la ban sao khdng c6 chung thue thi nguoi dé nghi chinh sira vén bang chang chi phai
xuat trinh ban chinh dé nguoi tiép nhan ho so doi chiéu; nguol tiép nhan ho so phai
ky x&c nhan, ghi r6 ho tén vao ban sao va chiu trach nhiém vé tinh chinh xac cia ban
sao so vai ban chinh.

b) S6 lugng hd so: 01 (bo).

2.4. Thoi han giai quyét: 05 ngay lam viéc.

2.5. Péi twong thuc hién tha tuc hanh chinh: C4 nhan.

2.6. Co quan thuc hién thu tuc hanh chinh: Phong Giao duc va Pao tao.

2.7. Két qua thuc hién thu tuc hanh chinh: Quyét dinh chinh sta noi dung van
bang, chung chi.

2.8. L& phi (néu c6): Khong.

2.9. Tén mau don, mu to khai (néu c6): Khong.

2.10. Y&u cau, diéu kién thuc hién thi tuc hanh chinh (neu C0):

Nguoi dugc cap vin bang, chiing chi c6 quyén yéu cau chinh stra noi dung ghi
trén van bang, ching chi trong cac truong hop sau:

- Puoc co quan c6 tham quyén quyét dinh thay d6i hoac cai chinh ho tich;

- Bugc xac dinh lai dan toc, xac dinh lai gidi tinh;

- Bugc bo sung ho tich, diéu chinh ho tich;

- Pugc dang ky khai sinh qua han, dang ky lai viéc sinh.

2.11. Can ctr phap ly cua thu tuc hanh chinh



Thong tu s6 21/2019/TT-BGDDT ngay 29 thang 11 nam 2019 cua BJ truong
B¢ Giao duc va Dao tao ban hanh Quy ché quan ly bang tét nghiép trung hoc co' sd,
bang tét nghiép trung hoc phd thdng, bang tét nghiép trung cp su pham, bang tot
nghiép cao dang su pham, van bang giéo duc dai hoc va chung chi cua hé thdng gido

duc quéc dan. ‘ o
(Ghi chu: Phan chiz in nghiéng la ngi dung swa doi, bo sung).
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