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1. MUC PiCH

Quy trinh dugc xay dung nham chuén héa cac budc thuc hién trong qua trinh xét, cobng nhan
tot nghiép va cap bang tot nghiép cho sinh vién, dam bao tinh thong nhat va chat lugng trong qué
trinh cap bang, tao co s& phap ly cho viéc quan ly va cap bang theo quy dinh.

2. POI TUQNG VA PHAM VI AP DUNG

2.1 Poi twong ap dung: Sinh vién ¢ hinh thirc dao tao hé chinh quy bac Dai hoc di hoan thanh
chuong trinh dao tao va du diéu kien xét tot nghiép; cac Vién dao tao; Phong Quan ly Pao tao,
Hoi dong xét tot nghiép va cap bang.

2.2 Pham vi ap dung: Ap dung trong toan bd qua trinh xét, cdng nhan tét nghiép va cap bang
trinh d6 Pai hoc cho tit ca cac chuyén nganh dao tao hé chinh quy tai VinUni.

3. CANCU PHAP LY

a)

b)

e)
f)

Quyét dinh s6 1824/QD-TTg ngay 17 thang 12 ndm 2019 cta Thu tudéng Chinh pha vé
viéc thanh lap Truong Dai hoc VinUni;

Luat Gido duc dai hoc ngay 18 thang 06 nam 2012; Luat sira d6i, b6 sung mot sé diéu cua
Luat gido duc dai hoc ngay 19 thang 11 nam 2018 va Nghi dinh 99/2019/ND-CP ngay 30
thang 12 ndm 2019 ciia Chinh pha quy dinh chi tiét va huéng dan thi hanh mot sé diéu
cua Luat stra d6i, b6 sung mot s diéu cua Luat gido duc dai hoc;

Thong tu s6 08/2021/TT-BGDDT ngay 18 thang 03 nam 2021 ciia Bo Gido duc va Dao
tao vé viéc ban hanh Quy ché Pao tao trinh d6 Pai hoc;

Thong tu s6 21/2019/TT-BGDDT ngay 29 thang 11 nim 2019 cta Bo Giéo duc va Pao
tao vé viéc ban hanh Quy ché quan Iy bang tét nghiép trung hoc co s, bang tot nghiep
trung hoc phé théng, bang tét nghiép trung cip su pham, bang tét nghiép cao dang su
pham, vin bang giao duc Pai hoc va chiing chi caa hé théng giéo duc quéc dan;

Quy ché Quan 1y van bang, ching chi ban hanh ngay 01 thang 07 niam 2023 cua Truong
bai hoc VinUni.

Quy ché Pao tao Pai hoc hién hanh cua Truong Pai hoc VinUni;

4. CACTU VIET TAT

-CTDT : Chuong trinh Bao tao

- DSSV : Danh séch sinh vién

- GDQP-AN : Gi4o duc Qudc phong — An ninh
-GV : Giang vién

-P.CTSV : Phong Cong tac Sinh vién
-P.QLDT : Phong Quan 1y Pao tao
-P.TCKT : Phong Tai chinh Ké toan

-Qb : Quyét dinh

-SV : Sinh vién

- THPT : Trung hoc phé théng
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5. QUY TRINH
5.1. Lwu dd quy trinh

2024-11-12

Thanh lap Hoi dong xét tét
nghiép

A

Xay dung ké hoach xét tét nghiép nam

A

Hoan thanh két qua danh gia hoc phan hoc ky

A

Thong bao tiép nhan hd so xét tot nghiép

A

Sinh vién dang ky xét

biéu chinh
(néu co)

t6t nghiép

Kiém tra cac chiing chi, diéu kién tot nghiép; cap nhat
hé so, chiing chi hop 18, dung quy dinh

A 4

Tinh diém trung binh va xét hang tét nghiép du kién
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v

Hop Hoi ddng xét tét nghiép (cip Vién)

A

Cong bé DSSV va kiém tra
thong tin SV du diéu kién
t6t nghiép

Diéu chinh
(néu co)

Hop Hoi dong xét tot nghiép (cap Truong)

Quyét dinh cong nhan tét nghiép va cap bang

Cép giay chiing nhan tt nghiép tam thoi

In bang tot nghiép va phu luc vin bang

Nhan ban giao va phét bang tét nghiép, phu luc vin
bang cho SV

Luu trix ho so va thuc hién
ché do6 bao cao
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5.2. M ta quy trinh chi tiét

STT Ni dung chi tiét Trach nhigm | 1hoigian
thuc hién

Thanh 1ap Héi dong xét va cong nhan tot nghiép caa
nam.
Thanh vién Hoi dng:
- Hiéu truong — Chu tich Hoi dong Théng 1 hang
- Pho Hiéu truong phu trach linh vuc hoc thuat — Phé nam
Chu tich Hoac khi c6

1 | - Vién truong/ Vién pho cac Vién dao tao P.QLDT thay d6i nhan
- Giam ddc cac chuong trinh dao tao su theo quyét
- Trudng cac don vi: Phong Quan ly Pao tao, Phong dinh da ban
Cong tac sinh vién hanh
- Céc thu ky
[Biéu mdu 01. Quyér dinh thanh ldp Héi dong xét tot
nghiép]

Lén ké hoach xét va cong nhan tét nghiép dwoc xay

dwng theo nam.

- No6i dung céng viéc

- Trach nhiém ca nhén, don vi thuc hién Thang 1 hang

2 | - Thoi gian thuc hién P.QLDT 9
Ké hoach xét tt nghiép ngay sau khi duoc théng qua nam
phai dugc cong b cho sinh vién qua céc hinh thic
email/website.

[Biéu mdu 02. Ké hoach xét tot nghiép]
Lap danh sach sinh vién dw kién tham gia xét tét
nghiép va tién hanh ty dong xét tot nghiép lan dau dé Thang 2 hang

3 | xé&c dinh sinh vién du diéu kién tét nghiép trong nam. P.QLDT <
[Biéu mdu 03. Danh sach sinh vién tham gia xét tat ham
nghiép] i
Qlang_ylen/V|_¢p hcgan th_;%nh cac !(et7 qua'rggc tap Cua, GV/ Theo thoi

4 | sinh vién dy kien tot nghiép va gui bang diém chinh thuc P OLDT . dinh
vé P.QLDT. Q glan quy ¢l
Nop don xét tot nghiép va kiém tra thong tin ca nhan
ghi trén van bang va két qua hoc tap trén phu luc vin
bang, tu ra soat cac didu kién xét tot nghiép dé xac dinh
du diéu kién hay khong theo husng dan cua P.QLDT.

[Bleu mau 04. Pon xin xét tot nghiép]

- E;I;lj; inau 05. Degree audit checklist] sV Tfléng 3 h%ng
- SV khéng cé tén trong danh sich, da tich iy dii gidu | -QUPT | nam (04 tuan)
kién tot nghiép va co nguyén veng xét tét nghigp sém
hodc SV ¢é tén trong danh sdach, di tich liiy di diéu
kién tot nghigp nhung khong cé nguyén vong xet tot
nghigp co thé ding ky xét tot nghigp hogc hoan xét tét
nghiép véi Phong OLPT theo hwong ddn.
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- Sinh vién co tén trong danh sach nhung chwa thuc
hi¢n hec phan tét nghiép hodc chua tich liiy di diéu
kign tot nghigp khong can ding ky HOAN xét tot
nghiép.
Kiém tra cac chirng chi va diéu kién tot nghiép:
- Hoan thanh va tich lity ding, du hoc phan, sé tin chi
theo yéu cau cua CTDT.
- Pam bao SV d3 hoan thanh nghia vu tai chinh d4i véi
Nha truong.
- Pam bao cho dén thoi diém xét tot nghiép, SV khéng
trong thoi gian bi truy ctu trach nhiém hinh su hoac Thang 4 hang
khong trong thoi gian bi ky luat & mic dinh chi hoc tap. 9
- Pam bao SV du didu kién tét nghiép da hoan thanh cac P.QLDT ham
g | nehfa vu tra sach/tai liéu hoc tap, trang thiét bi muon P.TCKT Théng 7 cip
Thu vién. ‘ ‘ o P.CTSV nhat KO cac
- bam béo‘ SV @du diéu kién ve chirng chi va chuan dau ra Thu vién tr&éyng hop
theo yéu cau cua Bo: ohét sinh
+ Bang tot nghiép THPT
+ Chuan dau ra Ngoai ngir
+ Chtrng chi tin hoc/twong duong
+ Gi&o duc Qudc phong — An ninh
+ Gido duc Thé chat
[Biéu mdu 06. Bién ban xac nhdn kiém tra chudn dau ra
ter cac bén]
Xét tot nghiép cap Vién: . .
- Huéng dan SV va giai dap cac van dé lién quan T@angOSI hang
- Phdi hop xét tot nghiép cap Vién nalr\n (01 tuan
- Kiém tra, tong hop danh sach SV du diéu kién tbt Thanh vién Hol am vicc)
7 | nghiép dong cap Vign . ~
- Phéi hop ra soat xét hang tét nghiép cua SV theo quy P.QLDT It:];nlg(g 222
che dao tao ; ; ‘ tniéyng hop
[Bieu mau 07. Bién ban hop Héi dong xét tot nghiép cap hat sinh
Vién] P
Xét tot nghiép cap Truong: Thanh vién Hoi
- Hop Hoi dong xet tot nghiép cap truong ddng cap i Thang 8 hang
8 | - HO so hop xét tot nghiép theo danh muc quy dinh \ 9
- 2 x a , as A few A  a £ Tmong nam
[Bieu mau 08. Bién ban hop Hgi dong xét tot nghiép cap P.QLDT
Truong (phién ket thic)] )
Thoéng bao két qua xét tét nghiép cho sinh vién qua
email hoic website. Kiém tra, xtr ly va phan hdi néu cé Thang 8 hang
sai sot. < A
d SV c¢6 théng tin bi sai nhung khong thuc hién sia sai P.QLDT nall\n (Ol.fuan
phai tu chiu trach nhigm véi théng tin in trén vin bing am viéc)
tot nghiép.
Trinh dé xuit vé viéc cong nhan tét nghiép va cap Ngay sau khi
10 béing tét nghigp cho sinh vién. ‘ P.QLDT hoan thién két
Xin phé duyét in bang va phu luc van bang theo phoi da ’ qua cong nhan
duoc phé duyét. tt nghiép
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[Biéu mdu 09. To trinh vé viéc cdng nhdn tot nghiép va
cap bang]

Bio cao Ban Lanh dao vé tong quan khda sinh vién tot
nghiép.

Ngay sau khi
hoan thién két

= [Biéu mdu 10. B&o céo tong quan vé khda sinh vién tot P.QLDT qua céng nhan
nghiép] t6t nghiép
Ban hanh Quyét dinh cdng nhan tét nghiép va cap bang ng ngay sau
. S A fa : - \ i hoan thién
12 chpglnhylen dua d1qu kién t}}eo quy d;n’h. _ o Higu truong Két qua cong
[Bieu mau 11. Quyer dinh cong nhan tot nghi¢p va cap P.QLBT nhan tét
bang] o
nghiép
07 ngay sau
Cép giay chiing nhan tt nghiép tam thoi cho sinh vién khi c6 QD
13 | theo quy dinh. Sinh vién dang ky nhan gidy chiing nhan P.QLDT cdng nhan tét
t6t nghiép tam thoi khi ¢ nhu cau. nghiép va cap
bang
Trong vong
01 thang sau
14 | In bang tt nghiép va phu luc van bang theo quy dinh P.QLDT cé(rlllg; ;?] ;ﬁft)é )
nghiép va cap
biang
Ban giao bang tét nghiép va phu lyc vin bang (bang
15 | diém) da duoc ky va dong dau tai P.QLDT P.QLDT Theo quy dinh
[Biéu mdu 12. Sé géc cdp phat vin bang]
Luu trit hd so tot nghiép va thuc hién ché do béo cdo dé
theo ddi va quan ly
- Quyét dinh thanh lap hoi dong xét tét nghiép
- Ké hoach xét tét nghiép ctia nim
- Danh séach sinh vién dap ung du diéu kién xét tot
nghiép : s
- Bién ban kiém tra chuan dau ra .
16| _ Bien ban hop hoi dong cap Vién va cap Truong P.QLDT Theo quy dinh
- To trinh dé nghi cap phat van bang
- Céc quyét dinh cong nhan tét nghiép va danh sach dinh
kem
- B0 céo tong quan vé khoa tot nghiép
- S6 géc cap phat vin bang
- B4o céo phdi sau khi st dung giri vé BGDDT
5.3. Danh muc biéu mau kém theo quy trinh:
- Biéu mau 01. Quyét dinh thanh 1ap Hoi déng xét tot nghiép
- Biéu miu 02. K& hoach xét tét nghiép
- Biéu mau 03. Danh sach sinh vién tham gia xét tét nghiép
- Biéu miu 04. Pon xin xét tot nghiép
- Biéu mu 05. Degree audit checklist
- Biéu mau 06. Bién ban xé&c nhan kiém tra chuan dau ra tir cac bén
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- Biéu mau 07. Bién ban hop Hoi dong xét tét nghiép cap Vién

- Biéu mau 08. Bién ban hop Hoi dong xét tot nghiép cap Truong (phién két thuc)
- Biéu mau 09. T& trinh vé viéc cdng nhan tét nghiép va cp bang

- Biéu mau 10. Bao c4o tong quan vé khéa sinh vién tét nghiép

- Biéu mau 11. Quyét dinh cong nhan tét nghiép va cap bang

- Biéu mau 12. S6 gbc cip phat vin bang

*Cac biéu mdu trén chi lwew hanh néi bg. Vui 10ng lién hé phong Quan Iy Pao tao dé diec
hwong dan chi tiet.

6. HIEU LUC THI HANH
Quy trinh nay c6 hiéu luc tir ngay 07/11/2024. Trong qué trinh thuc hién, néu c6 vuéng méc, cac

don vi dé xuat véi Phong Quan 1y Pao tao dé stra ddi, bd sung cho phi hop vai tinh hinh thuc
té./.
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1. PURPOSE

This procedure standardizes the steps in the process of graduation review and degree conferral
for students, ensuring consistency and quality in the degree-granting process and establishing a
legal framework for diploma management and issuance according to regulations.

2. SCOPE AND APPLICATION

2.1 Scope: This procedure applies to full-time undergraduate students who have completed their
academic program and meet graduation requirements; Colleges; Office of University Registrar,
Graduation Review Board Committee.

2.2 Application: This procedure applies to the entire process of graduation review and degree
conferral for all full-time undergraduate programs at VinUni.

3. LEGAL BASIS

a) Decision No. 1824/QD-TTg dated December 17, 2019, by the Prime Minister regarding
the establishment of VinUniversity;

b) Higher Education Law dated June 18, 2012; Amendments to the Higher Education Law
dated November 19, 2018, and Decree 99/2019/ND-CP dated December 30, 2019;

c) Circular No. 08/2021/TT-BGDDT dated March 18, 2021, by the Ministry of Education
and Training on Undergraduate Education Regulations;

d) Circular No. 21/2019/TT-BGDDT dated November 29, 2019, by the Ministry of
Education and Training on Management of Academic Credentials;

e) VinUniversity's Academic Credentials Management Regulations effective July 01, 2023;

f) VinUniversity's current Academic Regulations for Full-time Undergraduates.

4. ABBREVIATIONS

-FIN : Finance and Accounting

- MOET : Ministry of Education and Training
- NDE : National Defense & Education
-QD : Decision

- REG . Office of University Registrar

- SAM . Student Affairs Management
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5. PROCEDURES
5.1. Process Flow Diagram

Establish Graduation Review
Board

A 4

Develop the master plan for graduation review of the
academic year

Complete course assessment results

Announce graduation application period

Students apply for

Adjust
(if any)

graduation review

Verify certificates, graduation requirements; update
valid documentation

Calculate GPA and preliminary degree classifications
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v

Graduation Committee meeting at College-level

Publish student list and
verify information of
eligible graduates

Adjust
(if any)

Graduation Committee meeting at University-level

A

Issue Decision on graduation recognition and degree
conferral

Issue temporary graduation certificates

Print degrees and academic transcripts

A 4

Handover and distribute degrees and academic
transcripts to students

Archive documentation and
report

VinUniversity - All Rights Reserved
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5.2. Detailed Process Description

No.

Detailed content

Responsibility

Timeline

Establish the Graduation Review Board of the
academic year.

Committee members:

- Provost — President

- Vice Provost Academic Affairs — Vice Chair

- Dean/ Vice Dean of Colleges

- Program Directors

- Head of Departments: Office of University Registrar,
Student Affairs Management

- Secretaries

[Form 01. Decision on the Establishment of the
Graduation Review Board]

REG

January
annually
Or upon
personnel
changes
according to
issued
decisions

Develop the master plan for graduation review of the
academic year.

- Work content

- Individual and unit responsibilities

- Implementation timeline

The graduation review plan must be announced to
students via email/website after approval.

[Form 02. Graduation Review Master Plan]

REG

January
annually

Create a preliminary list of students for graduation
review and conduct an initial automatic graduation
review to identify students eligible for graduation within
the academic year.

[Form 03. List of Students for Graduation Review]

REG

February
annually

Faculty/College complete academic results of
prospective graduates and submit official grade books to
Office of University Registrar.

Faculty/
REG

As scheduled

Submit graduation application and verify personal
information on degree and academic results, self-review
graduation requirements according to Office of
University Registrar guidelines.

[Form 04. Graduation Review Application Form]
[Form 05. Degree Audit Checklist]

Notes:

- Students not on the list who have fulfilled graduation
requirements and wish to graduate early, or students
on the list who have fulfilled requirements but do not
wish to graduate may register for or defer graduation
review with the Office of University Registrar as
instructed.

- Students on the list who haven't completed their
capstone/graduation requirements do not need to
register for graduation deferral.

Students
REG

March
annually
(04 weeks)

2024-11-12
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Verify certificates and graduation requirements:
- Completion and accumulation of correct courses and
credits as required by the program.
- Ensure student has fulfilled financial obligations.
- Ensure student is not under criminal investigation or
academic suspension. Aoril annuall
- Ensure eligible students have returned all library REG P y
6 books/materials/equipment. FIN Julv undate
- Ensure student meets certificate and exit requirements SAM f Y Upa
; . . or special
according to MOET: Library cases
+ High school diploma
+ Foreign language requirements
+ IT certificate or equivalent
+ National Defense & Education certificate
+ Physical Education
[Form 06. Exit Requirements Verification Minutes]
Graduation review at College-level: Mav annuall
- Guide students and address related issues y ally
. . ) (01 working
- Coordinate College-level graduation review College-level
. . i . . week)
7 |- Review and compile a list of eligible graduates Committee
- Review degree classifications according to academic members
. July update
regulations REG for soecial
[Form 07. College-level Graduation Committee Meeting P
. cases
Minutes]
Graduation review at University-level: L
S . i : University-level
- University-level Graduation Committee meeting "
. . . . Committee August
8 | - Graduation review documentation as required members annuall
[Form 08. University-level Graduation Committee y
. ) : ) REG
Meeting Minutes (final session)]
Announce graduation review results to students via
email or website. Review, process and respond to any August
g | €rrors. REG annually
Note: Students who do not request correction of (01 working
incorrect information must take responsibility for week)
information printed on their degree.
Submit proposal for graduation recognition and Immediately
degree conferral. after
Request approval for printing degrees and academic finalizing
10 . . REG .
transcripts according to approved templates. graduation
[Form 09. Proposal for Graduation Recognition and recognition
Degree Conferral] results
Immediately
after
11 Report to Leadership on graduating class overview. REG finalizing
[Form 10. Graduating Class Overview Report] graduation
recognition
results
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Issue Decision on graduation recognition and degree

07 days after

12 conferral for eligible students. Provost J:gg::;tlinogn
[Form 11. Decision on Graduation Recognition and REG "
recognition
Degree Conferral]
results
07 days after
Decision on
13 Issue temporary graduation certificates to students upon REG gradua_ti_on
request. recognition
and degree
conferral
Within 1
month after
14 Print dggrees and academic transcripts according to REG [;?;::jsdgtr;oonn
regulations "
recognition
and degree
conferral
Handover degrees and diploma supplements (transcripts)
15 With_ signatures and seal at Office of University REG As regulated
Registrar.
[Form 12. Degree Issuance Record Book]
Archive graduation documentation and implement
reporting requirements for monitoring and management:
- Decision establishing graduation review board
- Graduation review master plan
- List of students meeting graduation requirements
- Exit requirements verification minutes
16 |- College-level and University-level committee meeting REG As regulated

minutes

- Proposal for degree issuance

- Graduation recognition decisions and students list
- Graduating class overview report

- Degree issuance record book

- Report on the number of used degree templates to
Ministry of Education and Training

5.3. List of Associated Forms:

2024-11-12

Form 01. Decision on the Establishment of the Graduation Review Board

Form 02. Graduation Review Master Plan

Form 03. List of Students for Graduation Review
Form 04. Graduation Review Application Form
Form 05. Degree Audit Checklist

Form 06. Exit Requirements Verification Minutes

Form Q7. College-level Graduation Committee Meeting Minutes

Form 08. University-level Graduation Committee Meeting Minutes
Form 09. Proposal for Graduation Recognition and Degree Conferral
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- Form 10. Graduating Class Overview Report
- Form 11. Decision on Graduation Recognition and Degree Conferral
- Form 12. Degree Issuance Record Book

* These forms are for internal use only. Please contact Office of University Registrar for
further guidance.

6. IMPLEMENTATION

This procedure takes effect from 07/11/2024. During implementation, if there are any issues,
departments should propose amendments to the Office of University Registrar for appropriate
modifications based on practical situations./.
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