BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HOC PIEN LUC Dic 1ap - Ty do - Hanh phiic
S6: 66 5/Qb-DHDL Ha Ngi, ngay )¢ thang 3 ndm 2026
“QUYET PINH

Vé viéc ban hanh Quy dinh céc biéu mAu viin ban hanh chinh
ctia Truong Pai hoc Dién lwe

HIEU TRUONG TRUONG DAI HOC PIEN LUC

Can cir Nghj quyét s6 03/NQ-HPT ngay 30/5/2023 cia Hpi dong trucmg
Trucmg Pai hoc Dién luc ban hanh Quy ché Té chite va hoat dpng ciia Truomg
Dai hoc Dién luc;

Can cir Quyét dinh s6 488/0P-PHDPL ngay 22 thing 5 ndm 2020 cia
Higu truomg Truomg Dai hoc Pién luc vé viée ban hanh Quy ché céng tac Vin thu;

Céin cit nhu cdu thong nhat quan 1) va sir dung biéu méu vén ban hanh
chinh trong toan Truong;

Theo dé nghi cia Truéng phong Té chire - Hanh chinh.

QUYET DINH:

Diéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé cac biéu mau
vén ban hanh chinh ap dung tai Truong Pai hoc Dién luc (phu luc kém theo).

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Truéng céc don vi va ca nhan c6 lién quan chiu trach nhiém thi
hanh Quyét dinh nay./. 79__

Noi nhiin:
- Cac dom vj trong Trudmg;
- Laru: VT, TCHC, Ha TT(01).

an Chéiu




Khéng cé gach déu dong

Méu 1.1- Quyét dinh quy dinh truc tiép

BO CONG THUONG (1) CONG HOA XA HOI CHU NGHIA VIET NAM (3)
TRUONG PAI HOC PIEN LUC(2) Pic lip - Tu do - Hanh phiic(4)
SH:...nn /QB-DHDL(5) Ha N¢i, ngay ....... thang....... nam 20.....(6)
QUYET PINH
VR i SO . TR I

HIEU TRUONG TRUONG PAI HOC PIEN LUC (3)

Cén cir Nghi quyét s6 03/NQ-HPT ngay 30/5/2023 ciia Hgi dong truong
Truong Dai hoc Dién lwe ban hanh Quy cheé to chirc va hoat dong cua Truong

Dai hoc Dién lwc; (9) Diu chém phdy
Can cu' S R s
TIEF G VRt v o asmmmmmnstas ot srsvssmp sy ves sl [ Bdeartes
QUYET BINH: Déu hai chim
Déu chim
BB L i 0 i e e P T
L o U A
IR 0L s s S SO R /
el HIEU TRUONG (14)
(hoie KT. HIEU TRUONG
- Lwru: VT, don vi soan thao (12),....(13). PHO HIEU TRUONG)
(Ky, dong dau)
Ho va tén (15)
Ghi chu

(1) Tén co quan, 16 chirc chii quén tryc tiép: c& chir 13, in hoa, dimg, khéng dim; .

(2) Tén co quan ban hanh vin ban: ¢& chit 13, in hoa, dimg, dm; phia dudi cé dudmg ké ngang, nét lién, co dd
dai bing 1/3 dén 1/2 46 dai cia dong chir va dit & gilra;

(3) Quéc hiéu: c& chir 13, in hoa, dimg, ddm;

(4) Tiéu ngft: c& chit 14, in thudng, dimg, dam, cac chir c4i ddu viét hoa, c6 gach ngang bén dudi (duimg ké nét
lién, dai biing dong chit);

(5) S6 vin bin: c& chir 13, in thudng, dimg, khong ddm; ky hiéu van ban: c& chir 13, in hoa, dimg, khong dim;

(6) Dja danh: c& chit 13-14, in thudng, nghiéng, khong dam, céin gilta;

(7) Trich yéu ngi dung clia Quyét dinh: c& chit 13-14, in thuémg, ding, ddm;

(8) Thim quyén ban hanh Quyét dinh: ¢& chir 13-14, in hoa, dimg, dém;

(9) Céc can cir d& ban hanh Quyét dinh: c& chi 13-14, in thuémg, nghiéng, khong dém;

(10) N$i dung Quyét dinh: c& chit 13-14, in thudng, dimg, khéng dém;

(11) Tir “Noi nhén™; c& chit 12, in nghiéng, ddm;

(12) Chit viét tit tén don vi soan thao: ¢& chit 11, in thuéng, dimg; khéng dim;

(13) Ky hiéu ngudi soan thio va sd lugng ban phat hinh: ¢& chir 11, in thuong, dimg, khong dam.

(14) Quyén han, chirc vy ngudi ky van ban: c& chit 13-14, in hoa, dimg, dam;

(15) Ho va tén ngudi ky vin ban: c& chit 13-14, in thudng, dimg, dédm;

(16) Cin 12 trang khd gidy A4: Top:2cm, Bottom:2cm; Left:3cm; Right:2cm.
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MAu 1.2- Quyét dinh (quy dinh gian tiép)

Khéng ¢6 gach dau dong

BO CONG THUONG (1) CONG HOA XA HQOI CHU NGHIA VIET NAM (3)
TRUONG DAI HOC DIEN LUC (2) Dac lap - Tu do - Hanh phiic (4)
Sé:......../QD-DHDL(S) Ha Néi, ngay ....... thdng....... ndm 20.....(6)
QUYET PINH
Ban hanh (Phé duyét) ....ccoovevervnnsneansens i B
HIEU TRUONG TRUONG PAI HQC DPIEN LUC )

Cén cir Nghi quyét sé6 03/NQ-HPT ngay 30/5/2023 cua Héi dong trucmg
Truong Dai hoc Dién luc ban hanh Quy che té chirc va hoat dong cua Truong
Dai hoc Dién luc; (9) Déu chim phiy

(557, o PRI oS pustss SRR SN PN

Theo a8 NEME... v covvscvvsvenaininn sonsisvsassnsavsensvsssnstnsssoroled | T i

QUYET DINH:| Dévhai chim
Déu chim

PItU Lo, (L1 TR

BN 0 i s S B AHA AER

2T TSSO A
Noi nhin: (11) HIEU TRUONG (14)

- Nhu Piéu ......; (hoiic KT. HIEU TRUONG
- Luu: VT, don vi soan thao(12),....(13). (K}",E d{'n"-ll;Rd‘Eil{l ?NG)

Ho va tén (15)

(rhi chu:

* Miu nay dp dung dbi voi cac Quyét dinh ban hanh hay phé duyét mdt viin ban khéc;

(1) Tén co quan, tb chirc chi quén tric tiép: & chir 13, in hoa, dimg, khéng dim; .

{2) Tén co quan ban hanh van ban: ¢& chir 13, in hoa, dimg, ddm; phia dudi cé dudmg ke ngang, nét lién, c6 4o
dai biing 1/3 dén 1/2 d6 dai cua dong chil va dat ¢ gilra;

(3) Quoc hiéu: ¢ chir 13, in hoa, dimg, dim;

(4) Tiéu ngir: ¢& chir 14, in thuomg, dimg, ddm, cic chir ci dau viét hoa, cd dudng ké ngang bén dudi (dudmg ké
nét lién, 46 dai bing dong chi);

(5) Sb van ban: ¢ chir 13-14, in thuémg, dimg, khéng dim; ky hiéu van ban: iy chir 13-14, in hoa, dimg, khéng dim;

(6) Pia danh: c& chir 13-14, in thuémg, nghiéng, khéng dim, cin giifa;

(7) Trich yéu ndi dung ctia Quyét dinh: c& chit 13-14, in thuémg, dimng, dém;

(8) Thdm quyén ban hanh Quyét dinh: ¢& chit 13-14, in hoa, dimg, dim;

(9) Céc céin cir dé ban hanh Quyét dinh: c& chit 13-14, in thudmg, nghiéng, khong dém;

(10) N§i dung Quyét dinh: c& chir 13-14, in thudmg, dimg, khéng dém;

{(11) Tir “Noi nhén": ¢& chif 12, in thuémg, nghiéng, dim;

(12) Chir viét tit tén dom vi sogn thao: c& chir 11, in thuémg, dimg; khéng dém;

(13) Ky hiéu ngudi soan thio va sb lwgng ban phét hanh: c& chix 11, in thudng, dimg, khéng dam.

(14) Quyén han, chirc vy ngudi ky vin ban: & chir 13-14, in hoa, dimg, dém;

(15) Ho va tén ngudi ky vin ban: c& chir 13-14, in thuémg, dimg, ddm;

(16) Cin 12 trang khd gidy A4: Top: 2 cm, Bottom: 2 cm; Left: 3 cm; Right: 2 cm.
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Miu 1.2.1-Miu vin ban (dwge ban hanh, phé duyét kém theo quyét dinh) dbi voi
viin bin gidy

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC PIEN LUC Doc lap - Tu do - Hanh phic
TEN LOAI VAN BAN

(Kém theo Quyét dinh 56 ... /OP- DHPL ngay ... thang ... nam ...

cua Truong Dai hoc Dién luc)(2)

....................

................

...........................................................................

Ghi chu:

(1) Trich yéu ndi dung ciia van ban: ¢& chir 13-14, in thuéng, dimg, dém;

(2) S8, ky hiéu, thoi gian ban hanh va tén co quan ban hanh Quyét dinh: ¢& chit 13-14, in
thudmg, nghiéng, khong dam;

(3) N6i dung vén ban kém theo: c@ chir 13-14 in thudmg, dimg, dam.
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Miu 1.3 - Vin ban ¢6 tén loai

BO CONG THUONG (1) CONG HOA XA HOI CHU NGHIA VIET NAM (3)

TRUONG PAI HQC PIEN LUC(2) DPéc lip - Tw do - Hanh phiic (4)
Sb:......... (5)-PHBL(6) Ha Néi, ngay ....... thang....... ndm 20... ...(7)
TEN LOAI VAN BAN ()
G

....................................... 111
................................................................................................ /
g o e | HIEU TRUONG (1)
B (hojc KT. HIEU TRUONG
- Lwu: VT, don vi soan thao (12),...(13). PHO HIEU TRUONG)

(Ky, déng déu)

Ho va tén (15

Ghi chu:

(1) Tén co quan, td chirc chii quan tryc tiép: co chir 13, in hoa, dimg, khéng dam;

(2) Tén co quan ban hanh van ban: c& chir 13, in hoa, dimg, ddm, phia dudi c6 dudmg ké ngang, nét lién, c6 do
dai bing 1/3 dén 1/2 40 dai ciia dong chir va dit & giira;

(3) Qubc hiéu: c& chir 13, in hoa, dimg, dam;

(4) Tiéu ngit: c& chir 14, in thudmg, dimg, dim, céc chir cai dau viét hoa, c6 gach ngang bén dudi (dudmg ké nét
lién, dai bang dong chir)

(5) Chir viét tit tén logi van ban: c& chit 13, in hoa, dimg, khéng dim;

(6) Chir viét tit tén co quan ban hanh vn béan: c& chit 13, in hoa, dimg, khong dém;

(7) Dia danh, ngay, thang, nim ban hanh van ban: c& chir 14, in thutmg, nghiéng, khéng dfim, cin giira;

(8) Tén logi van ban Miu nay ap dung chung d6i vdi cac hinh thirc viin ban hinh chinh cé ghi tén loai Lum quy
ché, quy dinh, thong bao, hudng din, chiong trinh, ké hoach, phuong an, d& dn, du én, béo cdo, to trinh, gidy ly
quyén, phiéu giri, phiéu chuyén, phiéu bao: ¢& chir 1314, in hoa, dimg, ddm;

(9) Trich yéu ndi dung vin ban: c& chir 13-14, in thudng, dimg, dim;

(10) Néi dung vén ban: c& chit 13-14, in thuong, dimg, khong dédm;

(11) Tir “Nm nhan“ civ chit 12, in thub'ng, nghiéng, dim;

(12) Chir viét tét tén dom vi soan thao va sb lugmg ban luu: c& chir 11, in thudmg, dimg, khéng dim;

(13) Ky hiéu nguoi soan thao van ban va s6 lwong ban phat hanh: c& chit 11, in thuémg, dimg, khéng dém;.

(14) Quyén han, chirc vy ngudri ky van ban: ¢& chit 13-14, in hoa, dimg, dim;

(15) Ho va tén ngudi ky vin ban: ¢ chir 13-14, in thuémg, dimg, ddm;

(16) Can 1é trang kho gidy A4: Top:2cm, Bottom:2cm; Left:3cm; Right:2cm.
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Maiu 1.4 - Cong vin

BO CONG THUONG (1) CONG HOA XA HQI CHU NGHIA VIET NAM (3)

TRUONG PAI HOC PIEN LUC(2) Péc lap - Tw do - Hanh phiic (4)
S6:......... PHPL(S)- ......(6) Ha N6i, ngay ....... thang....... nam 20.....(7)
" i, (PP s
Kinh giri
....................................... T T e ———

............................................................................................. /.
S HIEU TRUONG (13)

SO e (hodc KT. HIEU TRUONG

- Lwu: VT, don vj soan thao (11).... (12). PHO HIEU TRUONG)

(Ky, déng déu)

Ho va tén (14)

Ghi chu:
(1) Tén co quan, té chirc chii quan tryc tiép: cd chit 13, in hoa, dimg, khéng dam;
(2) Tén co quan ban hanh van ban: ¢& chir 13, in hoa, dimg, dam; phia dudi cé dudng ké ngang, nét
lién, c6 d6 dai bang 1/3 dén 1/2 46 dai cia dong chir va dit o gitra:
(3) Qudc hiéu: c& chir 13, in hoa, dimg, dam;
(4) Tiéu ngit: ¢ chir 14, in thuong, dimg, ddm, cac chir cai diu viét hoa, cé gach ngang bén dudi
(dwomg ké nét lién, dai bing dong chir);
(5) Chir viét tiit tén co quan ban hanh cong vin: ¢& chir 13, in hoa, dimg, khong dam;
(6) Chir viét tiit tén don vi soan thao cdng vin: ¢ chir 13, in hoa, dimg, khong dam;
(7) bBja danh: c& chir 14, in thudng, nghiéng, khéng ddm, cin giira;
(8) Trich yéu n6i dung cdng vin: & chir 13, in thudng, dimg, khéng dam;
(9) N§i dung cong van: ¢& chir 13-14, in thudmg, dimg, khéng dém;
(10) Tir “Noi nhadn™: ¢& chir 12, in nghiéng, dam;
(11) Chi viét tit tén don vj soan thao: ¢& chir 11, in thuéng, dimg, khéng dim;
(12) Ky hiéu ngudi soan thao viin ban va sb lugng ban phat hanh: & chir 11, in thudmg, dimg, khong
dam;
(13) Quyén han, chirc vy ngudi ky vén béan: ¢& chir 13-14, in hoa, dimg, dam;
(14) Ho va tén ngudi kg' van ban: c& chir 13-14, in thuong, dimng, dam; .
(15) Dia chi co quan, t6 chire; thu dién tir; trang thong tin dién ti; s6 dién thoai; s6 Fax (néu can).
(16) Can 1& trang khé gidy A4: Top:2cm, Bottom:2cm; Left:3cm; Right:2cm.




Miu 1.5 - Gidy moi

BO CONG THUONG (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC DPIEN LUC@2) Poc lap - Tw do - Hanh phiic
Sé:......... GM-PHDL(3) Ha Néi, ngay ....... thang....... nam 20.....(4)
GIAY MOI
........ ) O
Truong dai hoc Pién luc tran trong kinh moi:............... [ F———
S5 b T i /RN SNUUSTN N
B oo B B RS AR S A S R SR B AR T et
TR Y, e ccsnsmmmmamnsammnmmansesssnsis iasssmheRERIREIA RIS B PG
AR R i R SRS D R G Ao R o L
............................................. (8)... /
NoLMAEm) HIEU TRUONG (12)
ot w— (hojic KT. HIEU TRUONG y
- Luu: VT, don vi soan thao(10),...(11). PHO HIEU TRUONG) :
(Ky, déng diu)
\
Ho va tén (13)
Ghi chii:

(1) Tén co quan, t& chirc chil quan truc tiép: cd chir 13, in hoa, dimg. kKhong dam;

(2) Tén co quan ban hanh gidy mai: ¢& chir 13, in hoa, dimg, ddm; phia dudi c6 duong ké ngang, nét
lién, c6 do dai bang 1/3 dén 1/2 d dai ciia dong chit va dt & giira;

(3) Chir viét tit tén co quan, tb chirc ban hanh: ¢& chi¥ 13-14, in hoa, dimg, khong dim;

(4) Dia danh: ¢ chi 13-14, in thuéng, nghiéng, khong dim:

(5) Trich yéu ndi dung cude hop: & chir 13-14, in thudng, dimg, dam;

(6) Tén co quan, t& chirc hodc ho va tén, chirc vy, don vj cong tic clia ngudi duge moi: c& chir 13-14, in
thudmg, dimg, khong dém;

(7) Tén (ndi dung) ciia cude hop, hdi thao, héi nghi v.v...: ¢& chir 13-14, in thuémg, dimg, khong dam;
(8) Dia diém, cic vén dé cén luu y: ¢& chir 13-14, in thuomg, dimg, khdng dim;

(9) Tir “Noi nhdn”; ¢& chir 12, in nghiéng, dim;

(10) Chir viét tat tén don vi soan théo: ¢ chir 11, in thudng, dimg, khong dam;

(11) Ky hiéu ngudi soan thao vin ban va s6 lugng ban phat hanh: ¢ chir 11, in thudng, dimg, khng
dam;.

(12) Quyén han, chirc vy ngudi ky gidy mai: ¢ chir 13-14, in hoa, dimg, dam;

(13) Ho va tén ngudi ky gidy moi: ¢ chir 13-14, in thuong, dimg, dam,;

(14) Can 1é trang khé gidy A4: Top:2cm, Bottom:2cm; Left:3cm; Right:2cm.




Miu 1.6 — Gidy gidi thiéu

BQ CONG THUONG (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC DIEN LUC) Poc lip - Tw do - Hanh phiic
Sé:......... GGT-PHDL(3) Ha Néi, ngay ....... thang....... ndm 20...(4)
GIAY G101 THIEU
.................... 2 vieieren.. tréin trong giGi thiéu:
ONE (DA) 1o eeesieenies  eevesies e sasesses s
ETEURE NIAT | s imiion st A S o o S N SRS S S A A SRS TR AR
PUGC O GEN: v et
T s o T O S R SR T P T ST
Pé nghi Quy co quan tao diéu kién dé dng (ba) c6 tén & trén hoan thanh nhiém vu.
Gidy nay c6 gid tri den ht NAY .....oovuvvveereeres e ssiessesesesssesessessaesssesssessenee
N&:ﬁ: TL. HIEU TRUONG (7)
 Luu: VT, KT. TRUONG PHONG HCQT
PHO TRUONG PHONG
(Ky. déng déu)
Ho va tén (8)
Ghi chii:

(1) Tén co quan, t6 chirc chii quan tryc tiép: ¢ chir 13, in hoa, ding, khong dém;

(2) Tén co quan ban hanh gidy gioi thiéu: c& chir 13, in hoa, dimg, dam; phia dudi c6 dudng ké ngang,
nét lién, c6 dd dai bing 1/3 dén 1/2 4§ dai ciia dong chir va dit o giiia;

(3) Chir viét tit tén co quan, td chirc ban hanh: ¢& chit 13, in hoa, dimg, khong dam;

(4) Pia danh: ¢& chit 13-14, in thuong, nghiéng, khong dam;

(5) Ho vi tén, chirc vu va don vj cong tdc clia nguoi duge gidi thigu: ¢ chir 13-14, in thuong, dimg,
khong dam;

(6) Tén co quan, t6 chirc dwgce gidi thiu téi lam viée: ¢& chir 13-14, in thudng, dimg, khong dim:
(7) Quyén han, chirc vu nguoi ky gidy gidi thiéu: ¢ chir 13-14, in hoa, dimg, dam;

(8) Ho va tén ngudi ky gidy gidi thigu: cd chir 13-14, in thuomg, dung, dam;

(9) Ciin 1é trang khé gidy A4: Top:2cm, Bottom:2cm; Left:3cm; Right:2cm

- A%



Miu 1.7 - Bién ban

BO CONG THUONG (1) CONG HOA XA HOI CHU NGHIA VIET NAM ()
TRUONG DPAI HQC PIEN LUC @) Dic lip - Ty do - Hanh phiic )
So: .../BB-DHDL(5) Ha Noi, ngay......thang ...... ndam 20... (6)
BIEN BAN
7
Thoi gian bat dAU: ceoeeeeeeveeeeeerreeeeeesseseenns
3 T T oL Lc: 11 TSROSO O T RT P
Thanh phan thAm AU ........cc.evucviecierieseiseseiesssesse s sssese s sanssssesiessss
Chiy 11 (chil 108); «ivusererssernrsssssan
Thit by (ogiietn ghi BISH DAY ovanmmsasamsssammmmimaammme
Noi dung (theo dién bién cudc hop/hdi nghi/hdi thao): .....ovevervrerreeeeennnen.

----------------------------------------------------------------------------------------------

Cudc hop (héi nghi, hdi thao) két thic vao .... gio ...., ngay ... thang .... nm ./,

THU KY (8) CHU TOA (8§
(Chit ky) (Chit ky ciia ngudi cé tham quyén
ddw/chit ky s6 ciia co quan, t6 chire(néu cé))

Ho va tén (9) Hg va tén (9

Noi nhén: (10)

i VT, o v somn thio (11, ... 42)

Ghi chi:

(1) Tén co quan, t& chire chii quén tryc tiép: ¢ chir 13, in hoa, dimg, khong ddm;

(2) Tén co quan ban hanh van ban: ¢& chir 13, in hoa, dimg, dam; phia dudi c6 dudng ké ngang, nét lién, co d
dai bing 1/3 dén 1/2 do dai cua dong chir va dat & giira;

(3) Quic higu: ¢& chir 13, in hoa, dimg, ddm;

(4) Tiéu ngir: c& chir 14, in thudng, dimg, dim, cdc chir c4i dau viét hoa, co gach ngang bén dudi (duong ké
nét lién, dai bing dong chir);

(5) Chi viét tit tén co quan, td chirc ban hanh : ¢& chir 13, in hoa, dimg, khong dam;

(6) Dja danh: c@ chir 14, in thudémg, nghiéng, khing dim, can giira;

(7) Tén cude hop hoiic hoi nghj, hi théo: ¢d chir 13-14, in thudmg, dimg, dam;

(8) Quyén han, chirc vu ngudi ky: c& chir 13-14, in hoa, dimg, dam;

(9) Ho va tén ngudi ky: cb chir 13-14, in thudmg, dimg, ddm;

(10) Tir “'Nm nh.in“ cd chir 12, in nghiéng, dam;

(11) Chir viét tat tén don vi soan thao va sﬁ lugng bén luu: c& chir 11, in Lhm:mg, dimg, khéng dam;

(12) Ky hiéu ngudi soan thao vin bén va s6 lwong ban phat hanh: ¢& chix 11, in thudng, dimg, khong dam.
(13) Can 1& trang khd gidy A4: Top:2cm, Bottom:2cm; Left:3cm; Right:2cm
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Miu 1.8 - Gidy nghi phép

BO CONG THUONG (1) CONG HOA XA HOI CHU NGHIA VIET NAM (3)
TRUGONG PAI HQC PIEN LUC(2) DPijc lip - Ty do - Hanh phic )
Sé:......... GNP-DHPL(5) Ha Néi, ngay ....... thang....... nam 20.....(6)
GIAY NGHI PHEP
Xét Pon dé nghi nghi phép ngay.........ccooveveervrnne. €02 0 (BA) cooocvicvciieciees
T R A s i resesressenes CAP ChO:
A T, jam—
Dugc nghi phép trong thoi gian ................ké tir ngay ..............dén  hét ngay
........ .. —
S6 ngay nghi phép néu trén dugc tinh vao thoi gian .............o.. Xl
ot akpn: (19 HIEU TRUONG (13)
ol (hoic KT. HIEU TRUONG
= W S e s PHO HIEU TRUONG)
(Ky, déng déu)

Ho va tén (14)
Xdc nhdn cua co quan (16 chite) hodic
chinh quyén dia phwong noi nghi phép
(néu can)

(Chit ky, ddu)

Ho va tén
Ghi chii:

(1) Tén co quan, t chirc chii quan truc tiép: ¢& chir 13, in hoa, dimg, khéng dam;

(2) Tén co quan td chirc cip gidy nghi phép: co chit 13, in hoa, dimg, dim;

(3) Québc hiéu: c& chi¥ 13, in hoa, dimg, dam;

(4) Tiéu ngir: c&¥ chir 14, in thudng, dimg, ddm, céc chir c4i dau viét hoa, cé gach ngang bén dudi
(duémg ké nét lién, dai bing dong chir);

(5) Chir viét tit tén co quan, td chirc cip gifly nghi phép: c& chi 13, in hoa, dimg, khéng dém;

(6) Pja danh: c& chir 13-14, in thudmg, nghiéng, khong dém;

(7) Ho va tén, chirc vy va don vj cbng tic cda ngudi dugc cip gidy phép: c& chir 13-14, in thuong,
dimg, khéng didm;

(8) Noinghi phép: c& chir 13-14, in thuomg, dimg, khong ddm;

(9) Thoi gian nghi phép theo Lufit lao ddng: ¢ chix 13-14, thuong, dimg, khéng dam;

(10) Ngudi duge cdp gidy nghi phép: ¢& chir 11, in thuémg, dimg, khong dam;

(11) Tir “Noi nhin™: ¢& chit 12, in nghiéng, dim;

(12) Chit viét tit ciia don vi, ngudi soan thao va sé lwong ban lwu: ¢& chir 11, in thuémg, dimg, khéng
dédm;

(13) Quyén han, chirc vu ngudi ky: & chir 13-14, in hoa, dimg, dim;

(14) Ho va tén ngudi ky: cd chir 13-14, in thuémg, dimg, ddm.




Mau céng vin giki nji bj
TRUONG PAI HOC PIEN LUC CONG HOA XA HOI CHU NGHIA VIET NAM

PON VI SOAN THAO VAN BAN DPéc lap - Tw do - Hanh phic
S&: ....../don vj soan thao Ha Ngi, ngay ....... thang....... nam 20.....
NPV sssisiimiiiiisiiir i
IR B i mssnmnammssmm i s s

......................................................................
.............................................................................................................................
.............................................................................................................................
.............................................................................................................................
.............................................................................................................................

-----------------------------------------------------------------------------------------------------------------------------

Noi nhin: TRUONG PHONG (HOAC KHOA)
- Nhu trén; (KT. TRUONG PHONG (HOAC KHOA)
PHO TRUONG PHONG (HOAC KHOA))

- Liru: tén dom vi soan thao.

(Ky, khong dong dau)

Ho va tén

(1) Tén c4 nhén, co quan, don vj ... nhén cong vén: c& chit 13-14, in thudomg, dimg, khong
dam

(2) Néi dung ctia edng vin can du ¥, xtc tich, ngén gon: ¢& chir 13 — 14, in thudng, dimg;
(3) Chite vu ngudri ky: ¢& chir 13 - 14, in hoa, dimg, dam

(4) Ho va tén ngudi ky: c& chir 13 — 14, in thudmg, dimg, dém

(5) Tir “Noi nhén”: ¢ chir 12, in thudémg, nghiéng, dam. Phén liét ké céc co quan, tb chiic,
c4 nhin nhén vin ban: ¢& chit 11, in thuomg, dimg, khéng dédm.




Miu té trinh givi ndi b

TRUONG DAI HOC BIEN LUC CONG HOA XA HOI CHU NGHIA VIET NAM

PON VI SOAN THAO VAN BAN Péc ldp - Tw do - Hanh phic
So:...... /TTr-Pon vi soan thao Ha Néi, ngay ... thang....... ndm 20.....
TO TRINH
Vé viéc.'!!Q!!.9'..!!....00l#llll....lllllllll

BNl I o s
PHAD DO BN . . oo rmme ranatmmsesssimmestsmmtsaritomimsamsanssrsndssmssrsmssassmniaressessa
................................................... /.
HIEU TRUONG DUYET TRUONG PHONG (HOAC KHOA)

(hodc KT. TRUONG PHONG (HOAC KHOA)
PHO TRUONG PHONG (HOAC KHOA))

(Ky, khéng déng déu)

Ho va tén

Noi nhin:

- Luru: tén don vi soan thao.

(1) Néu trich yéu nfi dung -::hu yéu cia van ban: c& chit 13 - 14, in thmng, dimg, ddm.

(2) N§i dung ctia vin ban céin du ¥, xac tich, ngﬁn gon: cd chir 13 - 14, in thudmg, dimg;

(3) Chirc vu ctia ngudi ky: ¢ chir 13 — 14, in hoa, dimg, ddm;

(4) Ho va tén ngudi ky: c& chir 13 — 14, in thudng, dimg, dam

(5) Tir “Noi nhin”: ¢& chir 12, in thudémg, nghiéng, dam. Phén liét ké cic co quan, td chirc,
c4 nhdn nhin vin ban: ¢ chir 11, in thuong, dimg, khong dam.




Maéu théng bdo girvi nbi bé

TRUONG PAI HOC BPIEN LUC CONG HOA XA HOI CHU NGHIA VIET NAM

PON VI SOAN THAO VAN BAN Poc lap - Ty do - Hanh phic
S6: ....../TB-don vi soan thao Ha Ngi, ngay ....... thdng....... ndm 20......

THONG BAO
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Phsn: tli Suitig S0n thong BlO...coonumoisimssmobissmmssissiomsmsmis
................................................... i’
Noi nhin: TRUONG PHONG (HOAC KHOA)
- Nhur trén; (hojic KT. TRUONG PHONG (HOAC KHOA)
i ' PHO TRUONG PHONG (HOAC KHOA))

- Laru: tén dcrn v} soan thao

(K¥, khéng dong dau)

Ho va tén

(1) Néu trich yéu ndi dung chu yéu ctia vin ban: c& chir 13 - 14, in thudng, dimg, ddm.

(2) Néi dung cha vin ban cén du ¥, xtc tich, ngén gon: c& chir 13 - 14, in thutmg, dimg;

(3) Chirc vu ctia ngudi ky: ¢& chit 13 — 14, in hoa, dimg, ddm;

(4) Ho va tén ngudi ky: ¢& chir 13 — 14, in thudng, dimg, dam

(5) Tir “Noi nhén": & chir 12, in thuung, nghiéng, dam. Phén liét ké céc co quan, td chirc,
c4 nhén nhén van ban: ¢& chir 11, in thudng, dimg, khéng dédm.




Miu Gidy moi gii ndi bp
TRUONG PAIHQC BIEN LUC  CQONG HOA XA HOI CHU NGHIA VIET NAM

DON VI SOAN THAO VAN BAN Poc 1ap - Tw do - Hanh phiic
DS vamiia /GM-don vj soan thao Ha N¢i, ngay ....... thang....... nam 20......
GIAY MOI

BN v onisannpnsmenin Trudong Pai hoc Pién lyc tran trong kinh moi
ONE (DA) 1ttt et e
TR s T T s R B R e
TRRLBEE: carcssGnmmismianiiasniainiismassybsimainig
Dia diém: tai phong hop..... tng...... nha.......Truong Pai hoc Dién luc

S6 235 dudmg Hoang Quéc Viét — Bac Tir Liém — Ha Noi.
Rét han hanh dugc dén tiép./.

Noi nhin: TRUONG PHONG
(hojic KT. TRUONG PHONG
iscecuns o , , PHO TRUONG PHONG)
- Lru: viét tit tén don vi soan thao.

(K, khong déng déu)

Ho va tén

(1) Néu trich yéu ndi dung chit yéu ciia van ban: ¢& chir 13 - 14, in thuong, dimg, dam.

(2) N6i dung ciia vin ban: ¢ chir 13 - 14, in thudng, dimg;

(3) Chirc vy ctia ngum ky: ¢ chit 13 — 14, in hoa, dimg, dam;

(4) Ho va tén nguoi ky: cd chir 13 — 14, in thudmg, dimg, ddm

(5) Tir “Noi nhén": ¢& chir 12, in ﬂurong, nghiéng, ddm. Phén liét ké cac co quan, to chire, cé
nhén nhén vin ban: ¢& chir 11, in thudmg, dimg, khong dam.




Miu bdo cdo néi bo

TRUGNG DAI HOC PIEN LUC CONG HOA XA HQI CHU NGHIA VIET NAM
PON VI SOAN THAO VAN BAN Dic lap - Tu do - Hanh phic

S6: ....../BC-don vi soan thao Ha N¢i, ngay ....... thang....... nam 20......

BAO CAO

VE viec-ls.ttct--ls-ts-tlai..t.tittititi.li.lt.illl.ll.ll
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.............................................................................................................................

.................................................... /.
Noi nhiin: TRUONG PHONG (HOAC KHOA)
T — ; (hodc KT. TRUONG PHONG (HOAC KHOA)
St e ; , PHO TRUONG PHONG (HOAC KHOA))
- Luru: viét tat tén don vj soan théo.
(K, khong dong déu)
Ho va tén

(1) Néu trich yéu ni dung chi yéu ciia viin ban: ¢d chit 13 - 14, in thuong, dimg, dém.

(2) N§i dung cua vén ban cén du ¥, xuc tich, ngén gon: ¢d chir 13 - 14, in thudmg, ding;:

(3) Chirc vu ctia ngudi ky: ¢& chi 13 — 14, in hoa, dimg, ddm;

(4) Ho va tén ngudi ky: ¢& chir 13 - 14, in thudng, dimg, ddm

(5) Tir “Noi nhén”: ¢& chir 12, in thudng, nghiéng, dam. Phin liét ké céc co quan, tb chiic,
c nhén nhén vin ban: ¢ chit 11, in thuomg, dimg, khong dam.




Mau bién bin nji by

TRUONG DAIHQC BPIEN LUC CQNG HOA XA HQI CHU NGHIA VIET NAM
DON VI SOAN THAO VAN BAN Pic lap - Ty do - Hanh phiic

7 /BB-don vi soan thao Ha N¢i, ngay ....... thang....... nam 20

BIEN BAN

......................................................................................................

.........................................................................

..................................................................................................

.....................................................................................................................

.....................................................................................................................
---------------------------------------------------------------------------------------------------------------------
.....................................................................................................................
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Két thic vao............. BN soviiivianite , NEAY...ceern g1 B

THU KY CHU TOA

(K¥ tén, khéng dong dau) (K¥ tén, khéng déng déu)

Nguyén Vin A Nguyén Vin B

Noi nhin:

................. )

- Laru: tén dom vj t6 chirc hoi nghi.

(1) Néu trich yéu ndi dung chu yéu clia van ban: ¢& chit 13 - 14, in thudng, dimg, ddm.,

(2) Néi dung ctia vén ban: ¢& chix 13 - 14, in thudng, dimg;

(3) Ho va tén ngudi ky: & chir 13 — 14, in thudng, dimg, dam )

(4) Tir “Noi nhén™: ¢& chit 12, in thuémg, nghiéng, dam. Phén liét ké céc co quan, to chirc,
c4 nhin nhin vin ban: ¢& chit 11, in thudong, dimg, khong dam.




CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

PON XIN NGHI PHEP
Kinh gui: Hiéu truong Trudng Pai hoc Dién lue.

Téntoila:

Pon vi cong tac: Phong/khoa................. , Truomg Dai hoc Dién luc.

(Ly do xin nghi, sb ngay xin nghi, ngay xin nghi cu thé)

Téi lam don nay kinh dé nghj Hiéu trudng cho t6i dugc nghi phép ngay néu trén.
T6i1 xin tran trong cam on./.

Ha Néi, ngay ..... thang ..... nam .......

HIEU TRUONG DUYET DON VI XACNHAN  NGUOI LAM DON




TRUONG PAI HQC PIEN LUC

Ha Noi, ngay  thang  nam 2022

PHIEU TRINH GIAI QUYET CONG VIEC
Kinh giri: Pho Hiéu truwong

Pon vi trinh:
Vin dé trinh:
Céc vin ban kém theo W; (Liét ké ddy du cdc tai liéu kém theo)

Tém tit ndi dung @ (Tém tat ndi dung trinh):

Y kién ciia cac co quan lién quan @ (Tém tat y kién ciia cde don vi/co quan lién quan)

Y kién va kién nghi cita don vi trinh @ (¥ kién ciia don vi minh)

" CHUYEN VIEN/LANH PAO BQ PHAN LANH PAO DON VI
(Phong/Khoa/B6 phédn truee thude don vi)

Chir ky Chir ky

Gidi quyét ciia Phé Hi¢u trwrdng:

Han bao cio: gidr , ngay / /2022
(™ M4t [ Téi mat[] Tuyét mét[] Khén [ Thueng khan[] Hoa the ] Mang LAN [ Website[]




TRUONG PAI HOC PIEN LUC

Ha Noi, ngay  thang  nam 2022
PHIEU TRINH GIAI QUYET CONG VIEC
Kinh giri: Hiéu truwéng

Don vj trinh:
Vin dé trinh:
Cic van ban kém theo V) (Liét ké day du cdc tai liéu kem theo):

Tém tit ngi dung @ (Tém tdt néi dung trinh):

Y kién ciia cdc co' quan lién quan @ (Tom tdt y kién ciia cdc don vi/co quan lién quan)

Y kién v kién nghij ciia don vi trinh @ (¥ kién cia don vi minh)

CHUYEN VIEN/LANH PAO LANH DAO DON V]
BO PHAN
Chir k§ Chir ky

Y kién ciia Phé Hiéu trwomg phu trich ©);

Y kién ciia Hi¢u truéng ©:

Han béo cio: gity ,ngdy /| /2022

™ Mat[] Téi mat[] Tuyét mét[] Khin[J Thuong khén[ ) Hoa tbc [JMang LAN (] Website[']




