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cua Hieu truong Truimg Dg,i h9c Dien luc)

Chuong I
QUY I>JNH CHUNG

I>i~u 1.Pham vi di~u chinh

Quy chS nay quy dinh cac hoat di)ng vS van thu trong qua trinh quan
ly, chi dao cua Truong Dai hoc f)i~n hrc dS thuc hien chirc nang, nhiem vu
cua Nha tnrong, Quy chS nay bao g6m: Soan thao, ky ban hanh van ban;
quan ly van ban; l~p h6 sa va ni)p hru h6 So', tai lieu vao LUll tm Nha
tnrong; quan ly va sir dung con dfiu, thiet bi hru kh6a bi mat trong cong tac
van thu.
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I>i~u 2. 1>8ituong ap dy.ng
Quy che cong tac van thu diroc ap dung thong nhfit d6i voi cac Khoa, Bi)

mon, Phong, Ban, Trung tam thui)c TruOng f)~i hQcf)i~n l\lc (sau day duQ'CgQi
cit la cac dan vi 1r\fcthui)c) va cac ~p thS,ca nhan lien quan.

I>i~u 3. Ghii thich tir ngil
Trong Quy chS nay, nhfrng til ngu du6i day duQ'ChiSu nhu sau:
1. "Van bfm" la thong tin thanh van duQ'ctruySn d~t b~ng ngon ngu

ho~c ky hi~u, hinh thanh trong ho~t di)ng cua TruOng f)~i hQc f)i~n l\lc
duQ'ctrinh bay dung thS thuc, ky thu~t thea quy dinh.

2. "Van ban chuyen nganh" la van ban hinh thanh trong qua trinh
th\lc hi~n ho~t di)ng chuyen mon, nghi~p V\l cua ffii)t nganh, linh V\lCdo
nguai dUng dftu dan vi tr\lc thui)c quan ly quy dinh.

3. "Van ban hanh chinh" la van bfm hinh thanh trong qua trinh chi
d~o, diSu hanh, giai quySt cong vi~c cua TruOng f)~i hQc f)i~n l\lc.



2

4. "Van ban di~n nr" Ia van ban diroi dang thong di~p dfr lieu duoc tao
l~p hoac duoc s6 hoa tir van ban gi~y va trinh bay dung thS thirc, ky thuat

dinh dang theo quy dinh,
5. "Van ban di" 1a tAt ca cac loai van ban do Truong Dai hoc Dien

hrc ban hanh,
6."Van ban dSn" 1at~t ca cac loai van ban do Truong Dai hoc £)i~n lire

nhan duoc tirNha tnrong, t6 chirc, ca nhan khac giri dSn,
7. "Ban thao van ban" la ban duoc viSt hoac danh may hoac tao l~p bfuIg

phirong tien di~n illhinh thanh trong qua trinh soan thao mQtvan ban cua Tnrong

Dai hoc Dien lire.
8. "Ban g6c van ban" la ban hoan chinh vS nQi dung, thS thirc van ban

duoc nguoi co thAm quyen tnrc tiSp ky tren van ban giAyho~c ky s6 tren van

ban di~n tu.
9. "Ban chinh van ban giAy" 1a ban hoan chinh vS nQi dung, thS thuc

van ban va duQ'Ct~o tiI ban co chfr ky tn,rc tiSp cua nguai co thAmquySn.
10. "Ban sao y" 1a ban sao d~y du, chinh xac nQi dung cua ban g6c

ho~c ban chinh van ban, duQ'ctrinh bay theo thS thuc va ky thu~t quy dinh.
11. "Ban sao h)c" 1a sao d~y du, chinh xac nQi dung cua bfm sao y,

duQ'ctrinh bay theo thS thuc va ky thu~t quy dinh.
12. "Ban trich sao" 1a ban sao chinh xac ph~n nQi dung cua ban g6c

phfin nQi dung cua bim chinh van ban c~n trich sao, duQ'c trinh bay theo thS

thuc va ky thu~t quy dinh.
13. "Chfr ky s6" 1amQt d~ng chu ky di~n tu duQ'c t~o ra b~ng Sl)'biSn

d6i rnQtthong di~p dfr 1i~usu d\mg h~ th6ng m~t rna khong d6i xilng, theo do,
nguai co duQ'cthong di~p dfr 1i~uban dfiu va khoa cong khai cua nguai ky co

thS xac dinh duQ'cchinh xac:
a) Vi~c biSn d6i neu tren duQ'ct~o ra b~ng dung khoa bi m~t tuong ilng

vai khoa cong khai trong cung mQt c~p khoa;
b) Sl)'toan v(fn nQi dung cua thong di~p dfr 1i~ukS tiI khi th\Ic hi~n vi~c

biSn d6i neu tren.
14. "Danh rn\lC h6 sO''' 1a bang ke co h~ th6ng nhfrng h6 sa dl)' kiSn

duQ'cl~p trong narn cua Truang D~i hQcDi~n ll)'c.
15. "H6 sO''' 1a t~p hQ'Pcac van ban, tai 1i~u co lien quan vai nhau vS

rnQtvAn dS, mQt Sl)'vi~c, mQt d6i tUQ'ilgC\lthS ho~c co d~c diSm chung, hinh
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thanh trong qua trinh thea d5i, giai quyet cong viec thuoc pham vi chirc nang,
nhiem vu cua Truong Dai hoc Di~n hrc, t6 chirc, ca nhan,

16. "H~ thong quan ly tai lieu di~n nr" la H~ thong thong tin duoc xay
dung voi chirc nang chinh dS thuc hien viec tin hoc hoa cong tac soan thao,
ban hanh van ban; quan ly van ban; I~p h6 sa va nop hru h6 sa, tai lieu vao
Luu tni Nha tnrong tren moi tnrong mang (sau day goi chung Ia H~ thong),

17. "Lap h6 sa" la viec t~p hQ'P,s~p xSp van ban, tai lieu hinh thanh
trong qua trinh thea doi, giai quyet cong viec cua Truong Dai hoc Dien hrc, t6
chirc, ca nhan thanh h6 sa thea nhfmg nguyen t~c va phirong phap nhfit dinh.

18. "Khoa bi m~t" la mQt khoa trong c~p khoa thuQc h~ th6ng m~t rna
khong d6i xUng, duQ'c dung dS t~o chfr ky s6. (Cij.pkh6a thu9C h? th6ng mq,t
mii khong a6i Xlmg la h? th6ng mq,t mii c6 khci nang tflo aU(lc cij.p kh6a baa
g6m kh6a bi mq,tva kh6a cong khai).

19. "Ky s6" la vi~c dua khoa bi m~t vao mQt chuang trinh ph§n m@mdS
tv dQngt~o va g~ chfr kY s6 vao thong di~p dfr li~u.

20. "Van thu Nha truOng" la bQph~n thvc hi~n mQt s6 nhi~m V\l cong tac
van thu cua TruOng f)~i hQcf)i~n Ivc.

--.........
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Di~u 4. Nguyen tic, yeu cAu qmin If cong tac van thu

1. Nguyen t~c

C6ng tac van thu duQ'cthvc hi~n th6ng nhfit thea quy dinh cua phap lu~t.

2. Yeu c~u

a) Van ban cua Truang D~i hQc Di~n Ivc phai duQ'c so~n thao va ban
hanh dung th~m quy@n,trinh tv, thu t\lC,hinh thuc, thS thuc va ky thu~t trinh
bay thea quy dinh cua phap lu~t: d6i v6i van ban hanh chinh duQ'c thvc hi~n
thea quy dinh t~i Chuang II cua Quy chS nay.

b) Tfit ca van ban di, van ban dSn cua TruOng D~i hQc Di~n Ivc phai
duQ'cquan Iy t~p trung t~i Van thu Nha truOng dS lam thu t\lC tiSp nh~n, dang
ky, tm nhUng lo~i van ban duQ'cdang ky rieng thea quy dinh cua phap lu~t.

c) Van b~m di, van ban dSn thuQc ngay nao phai duQ'c dang ky, phat
hanh ho~c chuySn giao trong ngay, ch~m nhfit la trong ngay lam vi~c tiSp
theo. Van ban dSn co cac muc dQkh~n: "Hoa t6c", "Thuqng kh~" va "Kh~n"
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(sau day goi chung hi van ban khan) phai diroc dang ky rieng thea quy dinh

cua phap lu~t.

d) Van ban phai diroc thea doi, c~p nhat trang thai giri, nhan, xu IY·

d) Dan vi va ca nhan duoc giao giai quyet, thea doi cong viec cua
Truong Dai hoc Dien hrc co trach nhiem l~p h6 sa cong viec diroc giao va

n9P hru h6 sa, tai lieu vao LUll tm Nha tnrong.

e) Con dau, thiet bi hru khoa bi m~t cua Truong Dai hoc Dien hrc phai

duoc quan ly, su dung thea quy dinh cua phap luat.

g) H~ thong phai dap irng cac quy dinh tai Phu luc VI Quy ch@nay va

cac quy dinh cua phap lu~t co lien quan.

Di~u 5. Gia tr] phap If ciia van ban di~n til'

1. Van ban di~n nr dtroc ky s6 boi nguai co tham quySn va ky s6 cua
TruOng D~i hQc Di~n Ivc thea quy dinh cua phap lu~t co gia tri phap ly nhu

ban g6c van ban gi~y.

2. Chfr ky s6 tren van ban di~n tu phai dap (rng d~y du cac quy dinh cua

phap lu~t.

Di~u 6. Trach nhi~m cua Tnrirng D~i hQc Di~n l\fc, cac dO"nvi tr\fc
thuQc, ca nhan lien quan d8i vOi cong tac van thu

1. Hi~u truang va cac Pho Hi~u truang trong ph~m vi quySn h~n duQ'c
giao co trach nhi~m chi d~o th\l'c hi~n dung quy dinh vS cong tac van thu; chi
d~o vi~c nghien cUu,Ung d\lng khoa hQCva cong ngh~ vao cong tac van thu~

2. Cac dan vi va ca nhan trong qua trinh thea d5i, giai quy@tcong vi~c
co lien quan d@ncong tac van thu phai th\l'c hi~n dung quy dinh t~i Quy ch@

nay va cac quy dinh cua phap lu~t co lien quan.

3. Van thu Nha truOng co nhi~m V\l
a) Dang kY, thvc hi~n thu t\lCphat hanh, chuySn phat va thea d5i vi~c

chuYSnphat van ban di.
b) Ti@pnh~n, dang ky van ban d@n;trinh, chuYSngiao van ban d@n.
c) S~p x@p,bao quan va ph\lCV\l vi~c tra cUu, su d\lng ban lUllvan ban.

d) Quan ly S6 dang kY van ban.
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d) Quan ly, sir dung con d~u, thiet bi hru khoa bi m~t cua Truong Dai
h9CDien hrc; cac loai con d~u khac theo quy dinh,

4. Phong Hanh chinh Quan tri co trach nhiem tham rmru giup Hieu
tnrong trong viec trien khai thuc hien dung cac quy dinh vS cong tac van thu.
Phong Quan ly khoa hoc va Hop tac Quoc tS; Trung tam Cong nghe Thong tin
co trach nhiem tham rmru giup Hieu tnrong trien khai viec nghien ciru, irng
dung khoa h9C cong nghe vao cong tac van thu.

Chuong II
SO~N THAo, KY BAN HANH VAN BAN HANH CHINH

M1)C 1
THE THUC, KY THU~T TRINH BAy VANBAN HANH CHiNH

DiSu 7. Cac loai van ban hanh chinh

Van ban hanh chinh g6m cac loai van ban sau: Nghi quyet (ca biet),
quyet dinh (ca biet), chi thi, quy che, quy dinh, thong cao, thong bao,
huang d~n, chuang trinh, kS hoach, phuong an, dS an, du an, bao cao, bien
ban, to- trinh, hqp d6ng, cong van, cong di~n, ban ghi nha, ban thoa thu~n,
gi~y uy quySn, gi~y mo-i, gi~y giai thi~u, gi~y nghi phep, phiSu giri, phiSu
chuySn, phiSu bao, thu congo

DiSu 8. Th~ th.rc van ban

1. ThS thuc van ban 1a t~p hgp cac thanh phfin c~u thanh van ban, bao
g6m nhfrng thanh phfin chinh ap d\lng d6i v6i t~t ca cac lo~i van ban va cac
thanh phfrn b6 sung trong nhfrng truOng hgp C\l thS ho~c d6i v6i m<)ts6 lo~i
van ban nh~t dinh.

2. ThS thuc van ban hanh chinh bao g6m cac thanh phfin chinh
a) Qu6c hi~u va Tieu ngii.
b) Ten Nha truOng, dan vi ban hanh van ban.
c) S6, ky hi~u cua van ban.
d) Uia danh va thai gian ban hanh van ban.
d) Ten lo~i va trich ySu n<)idung van ban.
e) N<)idung van ban.
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g) Chirc vu, ho ten va chir ky cua nguoi co thfim quyen.
h) Dfiu, chfr ky s6 cua Nha tnrong, t6 chirc.

i) NO'inhan,

3. Ngoai cac thanh phan quy dinh tai khoan 2 Bi~u nay, van ban co thS

b6 sung cac thanh phAnkhac
a) Phu luc.
b) Dfiu chi dQmat, rmrc dQkhan, cac chi dfin v~ pham vi hru hanh.
c) Ky hieu nguoi soan thao van ban va s6 Iuong ban phat hanh,
d) Dia chi Nha tnrong, t6 chirc; thir di~n nr; trang thong tin dien ur; s6

di~n thoai; s6 Fax.

4. ThS thirc van ban hanh chinh duoc thuc hien thea quy dinh tai Phu

luc IQuy ch@nay.

I)i~u 9. Ky thuit trinh bay van ban

Ky thuat trinh bay van ban bao g6m: Kh6 gifiy, kiSu trinh bay, dinh l~
trang, phong chfr, cO-chir, kieu chfr, vi tri trinh bay cac thanh phAnthS thuc, s6
trang van ban. Ky thu~t trinh bay van ban hanh chinh duQ'cth\Ic hi~n thea quy
dinh t?i Ph\ll\lc I Quy chS nay. ViSt hoa trong van ban hanh chinh duQ'cth\Ic
hi~n thea quy dinh t?i Ph\ll\lc II Quy ch@nay. Chii' vi@tt~t ten lo?i van ban
hanh chinh duQ'cth\Ic hi~n thea quy dinh t?i Ph\ll\lc III Quy ch@nay.

M\lc 2
SO~N THAo vA KY BAN HANH VAN BAN HANH CHiNH

I)i~u 10. So~n thao van ban

1. Can cu chuc nang, nhi~m v\l, quy~n h?n va m\lc dich, nQi dung cua
van ban cAn so?n thao, Hi~u truOng ho~c nguai co thfim quy~n giao cho dan
vi ho~c ca nhan chu tri so?n thao van ban.

2. Ban vi ho~c ca nhan duQ'c giao chu tri so?n thao van ban th\Ic hi~n
cac cong vi~c: Xac dinh ten lo?i, nQi dung va dQm~t, muc dQ kh§.n cua van
ban cAn so~mthao; thu th~p, xu ly thong tin co lien quan; so?n thao van ban
dung hinh thuc, thS thuc va ky thu~t trinh bay quy dinh t?i Bi~u 9 Quy
ch@nay.
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D6i voi van ban di~n nr, ca nhan duoc giao nhiem vu soan thao van ban
ngoai viec thuc hien cac nQi dung neu tren phai chuyen ban thao van ban, tai
lieu kern theo (neu co) vao H~ thong va c~p nhat cac thong tin d.n thiet.

3. Truong hQ'Pc~ sua d6i, b6 sung ban thao van ban, ngiroi co thfim
quyen cho y kien vao ban thao van ban hoac tren H~ thong, chuyen lai ban
thao van ban dSn lanh dao dan vi chu tri soan thao van ban d@chuyen cho ca
nhan duoc giao nhiem vu soan thao van ban.

4. Ca nhan duoc giao nhiem vu soan thao van ban chiu trach nhiem
tnroc Truong dan vi va tnroc phap lu~t v@ban thao van ban trong pham vi
clnrc trach, nhiem vu duoc giao.

Di~u 11. Duy~t ban thao van ban

1. Ban thao van ban phai do nguoi co tham quyen ky van ban duyet.
2. TruOng hQ'P ban thao van ban da: duQ'c phS duy~t nhung c&n sua

chua, b6 sung thi phai trinh nguai co thfim quy@n ky van ban xem xet,
quySt dinh.

Di~u 12. Ki~m tra van ban trU'(Yckhi ky ban hanh

1. TruOng dan vi so~n thao van ban phai ki@mtra va chiu trach nhi~m
truac Hi~u truOng va truac phap lu~t v@nQi dung van ban.

2. Nguai duQ'c giao trach nhi~m ki6m tra th6 thilc, ky thu~t trinh bay
van ban phai ki6m tra va chiu trach nhi~m truac Hi~u truOng va truac phap
lu~t v@th@thilc, ky thu~t trinh bay van ban.

Di~u 13. Ky ban hanh van ban

1. D6i vai TruOng D~i h9CDi~n 19c
Hi~u truOng co thfim quy@nky t~t ca van ban do TruOng D~i h9C Di~n

19c ban hanh; co th6 giao c~p Pho ky thay cac van ban thuQc lInh vgc duQ'c
phan cong ph\l trach va mQt s6 van ban thuQc thfim quy@n eua nguQi dUng
d&u.Truang hQ'Pc~p Pho duQ'cgiao ph\l trach, di@uhanh thi thgc hi~n ky nhu
c~p Pho ky thay c~p TruOng.

2. D6i vai cac t6 chilc, bQph~n lam vi~c theo chS dQt~p th6
Nguai dUng d&ut6 chilc (Dang, Cong doan, Doan Thanh nien, ... ) cac

bQph~n (cac HQi d6ng) thay m~t t~p th6 ky cac van ban cua t6 chilc, bQph~n.
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cfip Pho cua nguoi dirng dfiu t6 chirc, bQphan duoc thay mat t~p thS, ky thay
ngiroi dirng dfiu t6 chirc, bQ phan nhirng van ban thea uy quyen cua nguoi
dirng dfiu va nhfrng van ban thuoc linh vue duoc phan cong phu trach,

3. Trong tnrong hop d~c biet Hieu tnrong co thS uy quyen cho Truong
cac don vi ky thira uy quyen met s6 van ban rna minh phai kyo Vi~c giao ky
thira uy quyen phai duoc thirc hien bang van ban, gioi han thai gian va nQi
dung duoc uy quyen. Nguoi duoc ky thira uy quyen khong diroc uy quyen lai
cho ngiroi khac ky. Van ban ky thira uy quyen duoc thuc hien thea thS thirc

va dong dfiu ho~c ky s6 cua Truang D?i hQcDi~n Ivc.

4. Hi~u truOng co thS giao nguai dUng dfiu don vi tf\l'CthuQc ky thira
l~nh mQt s6 lo?i van ban. Nguai dUQ'cky thira l~nh duQ'cgiao l?i cho cfip pho
ky thay. Vi~c giao kY thira l~nh phai duQ'cquy dinh C\l thS trong quy ch@t6
chuc va ho?t dQng cua Truang D?i hQcDi~n Ivc.

5. Nguai ky van ban phai chiu trach nhi~m truac phap lu~t v@van ban
do minh ky ban hanh. Hi~u truemg chiu trach nhi~m truac phap lu~t v@toan

bQvan ban do Truang D?i hQcDi~n Ivc ban hanh.
6. D6i vai van bim gifiy, khi ky van bim phai dung but co mvc mau

xanh, khong dung cac lo?i mvc dS phai.
7. D6i vai van ban di~n tu, nguai co th§.mquy@nthvc hi~n ky s6. Vi tn,

hinh anh chu ky s6 thea quy dinh t?i Ph\ll\lc I Quy ch@nay.

Ch U'O'ng III
QUANLYVA.NBAN

Ml}C 1
QUANLYVA.N BAN DI

Di~u 14. Trinh tt}' qmin ly van ban di
1. cfip s6, thai gian ban hanh van ban.
2. Dang ky van ban di.
3. Nhan ban, dong dfiu Truang D?i hQc Di~n Ivc, dfiu chi dQm~t, muc

dQkh§.n, (d6i vai van ban gifiy); ky s6 cua Truang D?i hQc Di~n Ivc (d6i vrn
van ban di~n tu).

4. Phat hanh va thea d5i vi~c chuySn phat van ban di.
5. LUll van ban di.
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Di~u 15. C~p s8, tbm gian ban hanh van ban

1. S6 va thai gian ban hanh van ban duoc l§.y thea thir nr va trinh nr
thai gian ban hanh van ban cua Truong Dai hoc Dien hrc trong nam (b~t d~u
lien tiSp tir s6 01 vao ngay 01 thang 01 va kSt thuc vao ngay 31 thang 12 hang
nam) , s6 va ky hieu van ban cua Truong Dai hoc Bi~n hrc Ia duy nhat trong
mot nam, thong nhat giira van ban gi§.yva van ban di~n tir.

a) Vi~c c§.ps6 van ban quy pham phap luat: M6i loai van ban quy pham
phap luat duoc c§.ph~ thong s6 rieng,

b) Vi~c c§.ps6 van ban chuyen nganh do nguoi dung d~u co quan quan
ly nganh, Iinh V\lCquy dinh.

c) Viec c§.ps6 van ban hanh chinh do Hieu tnrong quy dinh.

2. B6i voi van ban gifry, viec c§.ps6, thai gian ban hanh duQ'cth\lc hi~n
sau khi co chfr ky cua nguai co th§.mquy@n,ch~m nh§.t la trong ngay lam vi~c
tiSp theo. Van ban m~t duQ'cc§.ph~ th6ng s6 rieng.

3. B6i vai van b~mdi~n tu, vi~c c§.p s6, thai gian ban hanh duQ'c th\lc
hi~n b~ng chilc nang cua H~ th6ng.

Di~u 16. Dang ky van ban di

1. Vi~c dang ky van bim bao dam d~y du, chinh xac cac thong tin c~
thiSt cua van ban di.

2. Bang ky van ban

Van ban duQ'cdang ky b~ng s6 ho?c b~ng H~ th6ng.

a) Bang ky van ban b~ng s6

Van thu Nha truOng dang ky van ban vao S6 dang ky van ban di. M~u
s6 dang ky van ban di thea quy dinh t~i Ph\ll\lc IV Quy chS nay.

b) Bang ky van ban b~ng H~ th6ng

Van ban dUQ'cdang ky b~ng H~ th6ng phai dUQ'cin ra gi§.ydfty du cac
truOng thong tin thea m~u s6 dang ky van ban di, dong s6 d~ quan lY.

3. Van ban m~t duQ'cdang ky thea quy dinh cua phap lu~t v@bao v~ bi
m~t nha nuac.
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Di~u 17. Nhan ban, dong diu, ky sA ciia Truong Dai hoc Di~n l,!c
va dau chi dQ mit, nnrc dQ kh§n

1. Nhan ban, dong d~u cua Truong Dai hoc Di~n lire va d~u chi dQmat,

rmrc dQkhan d6i voi van ban gi~y.
a) Van ban di duoc nhan ban thea dung s6 hrong diroc xac dinh a phfin

noi nhan cua van ban.
b) Vi~e dong d~u Truong Dai hoc Dien hrc va d~u chi dQmat, mire dQ

khAn,diroc thuc hi~n theo quy dinh tai Phu luc I Quy eh@nay.

2. Ky s6 cua Truong Dai hoc Dien hrc d6i voi van ban di~n nr

Ky s6 cua Truong Dai hoc Di~n lire duoc thirc hien thea quy dinh tai

Phu luc I Quy che nay.

Di~u 18. Phat hanh va theo doi vi~c chuy~n phat van ban di

1. Van ban di phai hom thanh thu 1\le t~i Van thu Nha truOng va phat
hanh trong ngay van ban do duqe kY, eh~m nh~t la trong ngay lam vi~e ti@p
theo. Van ban khAnphai duqe phM hanh va gui ngay sau khi kyvan ban.

2. Vi~e phat hanh van ban m~t di phai bao dam bi m~t n9i dung eua van
ban thea quy dinh eua phap lu~t vS bao v~ bi m~t nha nuae, dung s6 luqng,

thai gian va nO'inh~n.

3. Van ban dff phM hanh nhung co sai sot vS n9i dung phai duqe sua
d6i, thay th@b&ng van ban co hinh thue tuang duang. Van ban dff phat hanh
nhung co sai sot vS thS thue, ky thu~t trinh bay, thu t\le ban hanh phai duqe
dinh ehinh b&ngeong van eua TruOng D~i h<;>eDi~n h.re.

4. Thu h6i van ban
a) D6i vai van ban gi~y, truOng hqp nh~n duqe van ban thong bao thu

h6i, ben nh~n co traeh nhi~m gui l~i van ban dffnh~n.
b) D6i vai van ban di~n tu, truOng hqp nh~n duqe van ban thong bao

thu h6i, ben nh~n huy b6 van ban di~n tu bi thu h6i tren H~ th6ng, d6ng thai
thong bao qua H~ th6ng d@ben gui biSt.

5. Phat hanh van ban gi~y til van ban duqe ky s6 eua nguai co thAm
quySn: Van thu Nha trucmg thve hi~n in van ban dff duqe ky s6 eua nguai co
thAmquySn ra gi~y, dong d~u eua TruOng D~i h<;>eDi~n Ive dS t~o ban ehinh
van ban gi~y va phM hanh van ban.
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6. Truong hop cAnphat hanh van ban dien nr til van ban gi~y: Van thu

Nha tnrong thuc hien theo quy dinh tai diSm c khoan 1 DiSu 25 Quy ch@nay.

Di~u 19. Luu van ban di

1. Liru van ban gi~y

a) Ban g6c van ban duoc luu tai Van thu Nha tnrong va phai duoc
dong d~u ngay sau khi phat hanh, s~p x@ptheo thu nr dang ky.

b) Ban chinh van ban luu tai h6 sa cong viec,

2. Luu van ban di~n tu

a) Ban g6c van ban dien nr phai dtroc luu tren H~ thong cua Truong
D~i h9CDi~n hrc.

b) Khi Truong Dai hoc Dien hrc co H~ thong dap irng theo quy dinh
tai Phu Iuc VI Quy ch@nay va cac quy dinh cua phap lu~t co lien quan thi
su dung va luu ban g6c van ban dien tir tren H~ thong thay cho van ban

.J..gray.

/
£.

D
-,c) Trong tnrong hop H~ thong chua dap irng theo quy dinh tai Phu luc

VI Quy ch@nay va cac quy dinh cua phap lu~t co lien quan thi Van thu Nha
truang t~o ban chinh van ban gi~y theo quy dinh t~i khoan 5 DiSu 18 Quy ch@
nay dS luu t~i Van thu Nha trucmg va h6 sa cong vi~c.

M1}.C 2
QUAN LYVAN BAN DEN

Di~u 20. Trinh tt}' quan ly van ban o~n

1. Ti@pnh~n van ban dSn.
2. Dang kyvan ban dSn.
3. Trinh, chuySn giao van ban d@n.
4. Giai quy@tva theo doi, don d6c vi~c giai quy@tvan ban d@n.

Di~u 21. Ti~p nh~n van ban o~n

1. D6i vai van ban gi~y
a) Van thu Nha truang kiSm tra s61uqng, tinh tr~ng bi, d~u niem phong

(nSu co), nai gui; d6i chiSu s6, ky hi~u ghi ngoai bi vai s6, ky hi~u cua van
ban trong bi. Truong hqp phM hi~n co sai sot ho~c d~u hi~u b~t thuang, Van
thu Nha truang bao ngay nguai co trach nhi~m giai quy@tva thong bao cho
nai gui van ban.
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b) T~t ca van ban gi~y dSn (bao g6m ca van ban co d~u chi dQmat) giri
Nha truong, t6 chirc thuoc dien dang ky tai Van thir Nha tnrong phai duoc
boc bi, dong d~u "DEN". D6i voi van ban giri dich danh ca nhan hoac t6 chirc
doan thS trong Nha tnrong, t6 chirc thi Van thu Nha tnrong chuyen cho noi
nhan (khong boc bi). Nhtrng bi van ban giri dich danh ca nhan, nSu Ia van ban
lien quan dSn cong viec chung cua Nha tnrong, t6 chirc thi ca nhan nhan van
ban co trach nhiem chuyen lai cho Van thu Nha tnrong dS dang ky.

c) Mfiu d~u "DEN" duoc thuc hien theo quy dinh tai Phu luc IV Quy

chS nay.

2. D6i voi van ban dien nr

a) Van thir Nha tnrong phai kiem tra tinh xac tlnrc va toan ven cua van

ban di~n tu va thvc hi~n tiSp nh~n tren H~ th6ng.

b) TruOng hQ'Pvan ban di~n tu khong dap ung cac quy dinh t~i diSm a
khoan nay ho~c gui sai nai nh~ thi Nha truOng, t6 chuc nh~n van ban phai
tra l~i cho Nha truOng, t6 chuc gui van ban tren H~ th6ng. TruOng hQ'Pphat
hi~n co sai sot ho~c d~u hi~u b~t thuOng thi Van thu Nha truOng bao ngay
nguai co trach nhi~m giai quySt va thong bao cho nai gui van ban.

c) Nha truang, t6 chuc nh~n van ban co tnich nhi~m thong bao ngay
trong ngay cho ca quan, t6 chuc gui v@vi~c dtl nh~n van ban b~ng chuc

nang cua H~ th6ng.

Di~u 22. Dang ky van ban d~n

1. Vi~c dang ky van ban dSn phai bao dam d~y du, r5 rang, chinh xac cac
thong tin c~n thiSt theo mfiu s6 dang kY van ban dSn ho~c theo thong tin d~u
vao cua dfr li~u quan ly van ban dSn. Nhfmg van ban dSn khong duQ'cdang kY
t~i Van thu Nha truOng thi dan vi trvc thuQc, ca nhan khong co trach nhi~m
giai quySt, tm nhfmg lo~i van ban dSn duQ'c dang ky rieng theo quy dinh cua
phap lu~t.

2. S6 dSn cua van ban duQ'c I~y lien tiSp theo thu tv va trinh tv thai
gian tiSp nh~n van ban trong nam, th6ng nh~t gifra van ban gi~y va van ban
di~n tU.



13

3. Dang ky van ban

Van ban duoc dang ky bang s6 hoac bang H~ thong.
a) Dang ky van ban dSn bang s6
Van thu Nha tnrong dang ky van ban vao s6 dang ky van ban dSn. M&u

s6 dang ky van ban dSn theo quy dinh tai Phu luc IV Quy chS nay.

b) Dang ky van ban dSn b~ng H~ thong
Van thu Nha tnrong tiep nhan van ban va dang ky vao H~ thong.

Truong hop d.n thiet, Van thu Nha tnrong thuc hien s6 hoa van ban dSn theo
quy dinh tai Phu luc I Quy chS nay. Van thu Nha tnrong c~p nhat vao H~
thong cac tnrong thong tin d~u vao cua dfr lieu quan Iy van ban dSn theo quy
dinh tai Phu luc VI Quy chS nay. Van ban dSn dircc dang ky vao H~ thong
phai duoc in ra gi&yd~y du cac tnrong thong tin theo m&us6 dang ky van ban
dSn, ky nh~n va dong s6 dS quan IY.

4. Van ban m?t duQ'cdang ky theo quy dinh cua phap Iu?t v@bao v~ bi
m~t nha nuac.

f)i~u 23. Trinh, chuy~n giao van ban d~n

1. Van ban phai duQ'cVan thu Nha truOng trinh trong ngay, ch?m nh&t
Ia trong ngay lam vi~c tiSp theo dSn Hi~u truemg dS chi d~o giai quySt va
chuySn giao cho dan vi ho~c ca nhan duqc giao xu IY. TruOng hgp d8:xac
dinh ro dan vi ho~c ca nhan duQ'cgiao xu Iy, Van thu Nha truOng chuySn van
ban dSn dan vi, ca nhan xu ly theo quy chS cong tac van thu cua TruOng D~i
h<)cDi~n Ivc. Van ban dSn co d&u chi cac muc d9 kh~n phai duQ'c trinh va
chuYSngiao ngay sau khi nh~n duqc. Vi~c chuySn giao van ban phai bao dam
chinh xac va gift bi m?t n9i dung van ban.

2. Can cu n9i dung cua van ban dSn; quy chS lam vi~c cua TruOng D~i
h<)cDi~n Ivc; chuc nang, nhi~m V\l va kS ho~ch cong tac duQ'c giao cho dan
vi, ca nhan, Hi~u truemg ghi y kiSn chi d~o giai quySt. D6i vai van ban lien
quan dSn nhi@udan vi ho~c ca nhan thi xac dinh ro dan vi ho~c ca nhan chu
tri, ph6i hgp va thai h~n giai quySt.

3. Trinh, chuYSn giao van ban gi&y:Y kiSn chi d~o giai quySt duqc ghi
vao m\lc "ChuySn" trong d&u"DEN" ho~c PhiSu giai quySt van ban dSn theo
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m~u tai Phu luc IV Quy chS nay. Sau khi co y kien chi dao giai quyet cua
Hieu tnrong, van ban dSn diroc chuyen lai cho Van thu Nha tnrong d@dang
ky b6 sung thong tin, chuyen cho don vi hoac ca nhan duoc giao giai quyet,
Khi chuyen giao van ban gifiy dSn cho don vi, ca nhan phai ky nhan van ban.

4. Trinh, chuyen giao van ban di~n til tren H~ thong: Van thu Nha tnrong
trinh van ban di~n nr dSnHieu tnrong chi dao giai quyet tren H~ thong.

Hieu tnrong ghi y kiSn chi dao giai quyet van ban dSn tren H~ thong va
c~p nhat vao H~ th6ng cac thong tin: Don vi hoac ngiroi nhan; y kien chi dao,
trang thai xu ly van ban; thai han giai quyet; chuyen van ban cho don vi hoac
ca nhan duoc giao giai quyet. Truong hop van ban di~n tu giri kern van ban
gifiy thi Van thu Nha tnrong thirc hien trinh van ban di~n tu tren H~ th6ng va
chuy@nvan ban gifiy dSn don vi ho~c ca nhan duQ'cHi~u truang giao chu tri

• '). t...gml quyet.

f)i~u 24. Ghii quy~t va theo doi, don d8c vi~cgiai quy~t van ban d~n

1. Hi~u truang co trach nhi~m chi d~o giai quySt kip thai van ban dSn
va giao nguai co trach nhi~m theo doi, don d6c vi~c giai quySt van ban dSn.

2. Khi nh~n duQ'c van ban dSn, don vi ho~c ca nhan co trach nhi~m
nghien Clm, giai quy.St van ban dSn theo thai h~n quy dinh t~i quy chS lam
vi~c cua TruOng £)~i hQc£)i~n h,rc.Nhfrng van ban dSn co dfiu chi cac muc dQ
kh~n phai duQ'cgiai quYStngay.

M\lc 3
SAO VAN BAN

f)i~u 25. Cac hinh thtfc ban sao
1. Sao y g6m: Sao y til van ban gifiy sang van ban gifiy, sao y til van

ban di~n tu sang van ban gifiy, sao y til van ban gifiy sang van ban di~n tU.

a) Sao y til van ban gifiy sang van ban gifiy duQ'c thvc hi~n b~ng vi~c
ch\lp til ban g6c ho~c ban chinh van ban gifiy sang gifty.

b) Sao y til van ban di~n tu sang van ban gifty duQ'cthvc hi~n bfug vi~c
in til ban g6c van ban di~n tu ra gifiy.

c) Sao y til van ban gifiy sang van ban di~n tu duQ'cthvc hi~n bfug vi~c
s6 hoa van ban gifiy va ky s6 cua Nha truOng, t6 chuc.
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2.Saol\lc

a) Sao luc g6m: Sao Iuc tir van ban gi§.y sang van ban gi§.y, sao luc
tir van ban gi§.y sang van ban di~n nr, sao luc tir van him di~n tu sang van
ban gi§.y.

b) Sao Iuc duoc thuc hien bang viec in, chup til ban sao y.

3. Trich sao

a) Trich sao g6m: Trich sao til van ban giay sang van ban gi§.y, trich
sao tir van ban gi§.y sang van ban di~n tir, trich sao tir van ban di~n tu sang
van ban di~n tir, trich sao tir van ban dien nr sang van ban gi§.y.

b) Ban trich sao duoc thuc hien b~ng viec tao l~p lai dAy du th~ thirc,
phan nQi dung van han ck trich sao.

4.Th~ tlnrc vaky thuat trinh bay ban sao y, sao luc, trich sao duoc thuc
hien theo quy dinh tai Phu Iuc I Quy chS nay.

Di~u 26. Ghi tr] phap If cua ban sao

Ban sao y, ban sao luc va ban trich sao duoc thuc hien theo dung quy
dinh tai Quy chS nay co gia tri phap ly nhu ban chinh.

Di~u 27. Tb~m quyen sao van ban

1. Hieu tnrong quyet dinh viec sao van ban do Tnrong Dai h9C E>i~n
hrc ban hanh, van ban do cac ca quan, t6 chuc khac gui dSn va quy dinh th~m
quySn ky cac ban sao van ban.

2. Vi~c sao, ch\lp tai li~u, v~t chua bi m~t nha nu6c duQ'cth\fc hi~n theo
quy dinh cua phap lu~t vS bao v~ bi m~t nha nuac.

CbU'O'ngIV
L~P HO SO vA NQP LUU HO so, TAl LI~U

VAOLUUTRUNHATRUONG
Di~u 28.Lip Danb m1}cb8 sO'
1. Danh m\lc h6 sa do Hi~u truOng phe duy~t, duQ'c ban hanh vao dAu

nam va gUi cac dan vi trvc thuQc, ca nhan lien quan lam can cu d~ l~p h6 sa.
M~uDanh m\lc h6 sa duQ'cth\fc hi~n theo quy dinh t~i Ph\ll\lc V Quy chSnay.

2. Phong Hanh chinh Quan tri co nhi~m V\l ph6i hQ'Pvai cac dan vi chuc
nang l~p danh m\lc h6 sa trinh Hi~u truOng phe duy~t.
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f)i~u29. L~p hB so

1. Yeu c§.u
a) Phan anh dung chirc nang, nhiem vu cua dan vi, cua Truong Dai hoc

Di~n hrc.
b) Cac van ban, ad lieu trong met h6 sa phai co sir lien quan ch~t

che voi nhau va phan anh dung trinh nr diSn biSn cua sir viec hoac trinh tv

giai quyet cong viec,

2. Mo h6 so
a) Ca nhan duoc giao nhiem vu giai quyet cong viec co trach nhiem rna

h6 sa thea Danh muc h6 so hoac thea kS hoach cong taco
b) Cap nhat nhfrng thong tin ban d§.u vS h6 so thea Danh muc h6 sa

da ban hanh.
c) Truong hop cac h6 so khong co trong Danh muc h6 so, ca nhan duoc

giao nhiem vu giai quyet cong viec tv xac dinh cac thong tin: Tieu dS h6 so, s6
va ky hi~u h6 sO',thai h~n bao qUIDh6 sO',nguai l~p h6 sO'va thai gian b~t d§.u.

3. Thu th~p, c~p nh~t van ban, tai li~u van h6 sa
Ca nhan dUQ'cgiao nhi~m V\l co trach nhi~m thu th~p, c~p nh~t tat ca

van ban, tai li~u hinh th~mhtrong qua trinh thea d5i, giai quySt cong vi~c vao
h6 sO'da rna, bao g6m tai li~u phim, anh, ghi am (nSu co) bao dam sv toan
v~n, d§.ydu cua h6 sO',tranh bi that l~c.

4. KSt thuc h6 sO'
a) H6 sa duQ'ckSt thuc khi cong vi~c da giai quySt xong.
b) Nguai l~p h6 sO'co trach nhi~m: Ra soat l~i toan bQvan ban, tai li~u

co trong h6 sa; lo~i ra kh6i h6 sa ban trung, ban nhap; xac dinh l~i thai h~
bao quan cua h6 sa; chinh sua tieu dS, s6 va ky hi~u h6 sa cho phu hqp; hoan
thi~n, kSt thuc h6 sa.

c) D6i v6i h6 sO'giay: Nguai l~p h6 sa thvc hi~n danh s6 ta d6i v6i h6
sa co thai h~n bao quan tu 05 nam tra len va viSt M\lc l\lc van ban d6i v6i h6
sa co thai h~n bao quan vinh viSn; viSt chUng til kSt thuc d6i v6i tat ca h6 sa.

d) D6i v6i h6 sO'di~n tu: Nguai l~p h6 sa co trach nhi~m c~p nh~t van
H~ th6ng cac thong tin con thiSu. Vi~c bien m\lc van ban trong h6 sa duQ'c
thvc hi~n b~ng chuc nang cua H~ th6ng.
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Di~ll 30. NQp hru h&so, titi li~ll vito LUll trif Nha truong

1. H6 sa, tai li~u n9P hru vao LUll trft Nha tnrong phai du thanh phan,
dung thai han va thuc hien theo trinh tir, thu tuc quy dinh.

2. Thai han n9P hru h6 sa, tai lieu vao LUll trfr Nha tnrong

a) D6i voi h6 sa, tai lieu xay dung co ban: Trong thai han 03 thang kS
tir ngay cong trinh diroc quyet toano

b) D6i voi h6 sa, tai lieu khac: Trong thai han 01 nam kS tir ngay cong
viec kSt thuc.

3. Thu tuc n9P hru

a) D6i voi h6 sa gi~y
Khi n9P hru tai li~u phai l~p 02 ban "Muc luc h6 sa, tai lieu n9P hru"

va 02 ban "Bien ban giao nhan h6 sa, tai lieu" theo m~u tai Phu luc V Quy
chS nay. Dan vi, ca nhan n9P hru tai lieu va LUll trfr Nha truOng gifr m6i lo~i
01 ban.

-
'~

:u
l­

I ~

b) D6i vai h6 sa di~n tu
Ca nhan dugc giao nhi~m V\l giai quySt cong vi~c va l~p h6 sa th\Ic

hi~n n9P lUllh6 sa di~n tu vao LUll trfr Nha truang tren H~ th6ng.
LUll trfr Nha truang co trach nhi~m kiSm tra, nh~n h6 sa theo Danh

m\lc; lien kSt chinh xac dfr li~u d~c ta vai h6 sa; tiSp nh~n va dua h6 sa v~ chS
d9 quan If h6 sa lUll trfr di~n tu tren H~ th6ng.

Di~ll 31. Tnich nhi~m l~p h& SO' va nQp lUll h& SO', tai li~ll vao LUll
trfr Nha tru()'ng

1. Hi~u truemg trong ph~m vi, nhi~m V\l, quy~n h~n cua minh co trach
nhi~m quan If van ban, tai li~u cua Truang D~i h<)cDi~n l\Ic; chi d~o, kiSm tra,
huang d~ vi~c l~p h6 sa va n9P lUllh6 sa, tai li~u vao LUlltm Nha truOng.

2. Trach nhi~m cua Truong phong Hanh chinh Quan tri

a) Tham muu cho Hi~u truong Truang D~i h<)cDi~n l\Ic trong vi~c
chi d~o, kiSm tra, huang d~n vi~c l~p he, sa va n9P luu he, sa, tai li~u vao
Luu trfr Nha truang.
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b) T6 chirc thirc hien vi~c l~p h6 sa va nQP hru h6 So', tai lieu vao LUll

tm tai Truong Dai hoc Dien hrc,

3. Trach nhiem cua dan vi va ca nhan trong Truong Dai hoc Di~n lire

a) Truong dan vi true thuoc chju trach nhiem truce Hieu tnrong v@

viec l~p h6 So', baa quan va nQP luu h6 So', tai lieu cua dan vi vao Luu tru

Nha tnrong,

b) Trang qua trinh thea doi, giai quyet cong viec, m6i ca nhan phai l~p
h6 So' vS cong viec va chiu trach nhiem vS sa IUQ'Ilg,thanh phan, nQi dung tai
lieu trong h6 So'; baa dam yeu c:1u,chAt IUQ'ngcua h6 So' thea quy dinh truce
khi nQPhru vao LUll trfr Nha tnrong,

c) Dan vi va ca nhan trong Truong Dai hoc Dien lire co trach nhi~m
nQP lUll nhUng h6 So', tai li~u duQ'cxac dinh thai h~n baa quan tu 05 nam tro

len vaa LUll tm Nha truang.

d) Truang hqp dan vi ha~c ca nhan co nhu c:1ugifr l~i h6 So', tai li~u dii
d@nh~n nQp lUll dS ph\lc V\lcong vi~c thi phai duQ'cHi~u truong Truang D~i
hQcDi~n l\Ic d6ng y b~g van ban va phai l~p Danh m\lc h6 So', tai li~u gifr l~i
gui LUll tm Nha truang. Thai h~n gifr l~i h6 So', tai li~u cua dan vi, ca nhan
khong qua 02 nam kS tu ngay d@nh~n nQPlUll.

d) Can bQ, cong chuc, vien chuc va nguai lao dQng trang Truang D~i
hQc Di~n l\Ic tru6c khi nghi hUll, thoi vi~c, chuySn cong tac, di hQc t~p dai

h~n phai ban giaa taan bQh6 So', tai li~u g6m (van ban giAyva van ban di~n
tu) hinh thanh trang qua trinh cong tac cha dan vi va LUll trfr Nha truang.

ChuO'ngV

QUAN LY, sir DT)NGCON DAu
vA THlET BJ LUU KHOA Bi M~ T TRONG CONG TA.CVAN THU

Di~u 32. Quan If con diu, tbi~t bi luu kb6a bi m~t

1. Hi~u truang Truang D~i hQc Di~n h,rc giaa cha Van thu Nha truang
quan ly, su d\lng con dAu, thi@tbi lUll khoa bi m~t cua Truang D~i hQcDi~n

l\Ic thea quy dinh.
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2. Van thu Nha tnrong co trach nhiem

a) Bao quan an toan, sir dung con d~u, thiSt bi hru khoa bi mat cua
Truong Dai hoc Dien hrc tai t1'\1 sa Nha tnrong.

b) Chi giao con d~u, thiet bi hru khoa bi m~t cua Truong Dai hoc Dien
hrc cho ngiroi khac khi duoc phep b~ng van ban cua ngiroi co thftm quyen.
Viec ban giao con d~u, thiSt bi hru khoa bi m~t cua Truong Dai hoc Bi~n hrc
phai duoc l~p bien ban, thai gian sir dung trong gio hanh chinh.

c) Phai tnrc tiSp dong dau, ky s6 vao van ban do Truong Dai hoc Dien
hrc ban hanh va ban sao van ban,

d) Chi duoc dong d~u, ky s6 cua Truong Dai hoc Dien hrc vao van ban
da:co chfr ky cua ngiroi co thftm quyen va ban sao van ban do TruOng B?i hQC
Bi~n Ivc trvc tiSp thvc hi~n.

3. Ca nhan co trach nhi~m tv bao quan an toan thiSt bi lUll khoa bi m~t
va khoa bi m~t.

f)i~u33. Sir d1}ng con diu, thi~tbi IU'ukhoa bi m~t

1. Sir d\lng con d~u
a) D~u dong phai ra rang, ngay ng~n, dung chiSu va dung dung mvc

d~u mau do thea quy dinh.
b) Khi dong d~u len chfr ky, d~u d6ng phai trum len khoang 1/3 chfr ky

vS phia ben trai.
c) Cac van ban ban h~mhkern thea van ban chinh ho~c ph\l l\lc: D~u

duQ'c dong len trang d~u, trum m<)tph~n ten TruOng B?i hQc Bi~n Ivc ho~c
tieu dS ph\ll\lc.

d) Vi~c dong d~u treo, d~u giap lai, dong d~u nbi tren van ban gi~y do
Hi~u truang TruOng B?i hQc Bi~n Ivc quy dinh.

d) D~u giap lai duQ'c dong vao khoang gifra mep phai cua van ban
ho~c ph\l l\lc van ban, trum len m<)tph~n cac ta gi~y; m6i dftu dong t6i da
05 ta van ban.

2. Sir d\lng thiSt bi lUll khoa bi m~t

ThiSt bi lUllkh6a bi m~t cua TruOng B?i hQc Bi~n Ivc duQ'c sir d\lng d€
ky s6 cac van ban di~n tir do TruOng B?i hQc Bi~n Ivc ban hanh va ban sao tu
van ban gifty sang van ban di~n tiro

j

f

.1
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Chuong VI
QUAN LY NHA NUaC vt CONG TAc VAN THU

Di~u 34. NQi dung quan If nha nn'O'cv~ cong tac van thir

1. Xay dung, ban hanh va chi dao, huang dfin thirc hien cac van ban

quy pham phap lu~t vS cong tac van thu.
2. Quan ly thong nhAtvS nghiep vu cong tac van thu,
3. Quan ly nghien ciru khoa hoc, irng dung khoa hQCva cong nghe

trong cong tac van thir.
4. Quan ly dao tao, b6i duong nguoi lam cong tac van thir; quan ly

cong tac thi dua, khen thuong trong cong tac van thtr,
5. Thanh tra, kiem tra, giai quyet khiSu nai, t6 cao va xu ly vi pham

phap lu?t vS cong tac van thir.
6.Hop tac quoc tS trong cong tac van thir.
7. Sa kSt, t6ng kSt cong tac van thir,

Di~u 35. Trach nbi~m quan If cong tac van tbn'

1. Hi~u truemg Truang D~i hQc Di~n Ivc trong ph~m vi nhi~m V\l,
quySn h~n cua minh co trach nhi~m:

a) Can cu quy dinh cua phap lu~t, ban hanh va huang dfin thvc hi~n cac
quy dinh vS cong tac van thu.

b) KiSm tra vi~c thvc hi~n cac quy dinh vS cong tac van thu d6i vai cac
dan vi thuQc ph~m vi quan ly; giai quySt khiSu n~i, t6 cao va xu ly vi ph~m
phap lu?t vS cong tac van thu thee th~m quySn.

c) T6 chuc, chi d~o vi~c nghien cUu, (mg d\lng khoa hQCva cong ngh~
trong cong tac van thu.

d) B6 tri kinh phi dS hi~n d~i hoa phuang ti~n, h~ tkg ky thu~t phl.IcV\l
cong tac van thu, quan ly va v~n hanh hi~u qua H~ thong quan ly tai li~u di~n tu.

d) B6 tri nhan sv, vi tri, di~n tich, phuang ti~n lam vi~c phil hqp, bao
dam gift gin bi m~t nha nuac, bao quan an toan con dAu, thiSt bi lUll khoa bi
m?t cua Truang D~i hQcDi~n Ivc.

e) T6 chuc dao t~o, b6i du6ng nguai lam cong tac van thu; quan ly
cong tac thi dua, khen thuemg trong cong tac van thu.

g) Sa kSt, t6ng kSt vS cong tac van thu trong ph~m vi dan vi quan IY·
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2. Truong phong Hanh chinh Quan tri hoac nguoi phu trach cong tac
Hanh chinh co nhiem vu giup Hieu tnrong thuc hien chirc nang quan ly nha
mroc vS cong tac van thu; tnrc tiSp chi dao, t6 clnrc thirc hien cong tac van
thu cua Nha tnrong theo quy dinh hien hanh cua nha mroc.

3. Truong cac don vi true thuoc co trach nhiem t6 chirc, chi dao, kiem
tra va quan ly cong tac van thu cua dan vi minh theo dung cac quy dinh hien
hanh vS cong tac van thu.

4. Can bQ, vien chirc phu trach cong tac van thu co nhiem vu giup
Truong dan vi quan ly, t6 clnrc thuc hien cac quy dinh vS cong tac van thu.

5. M6i can bQ, vien clnrc trong qua trinh giai quyet cong viec co lien
quan dSn cong tac van thu phai thvc hi~n nghiem chinh Quy chS mlY va cac
quy dinh hi~n hanh cua nha nuoc vS cong tac van thu.

Di~u 36. Kinh phi cho cong tac van thu

1. Hi~u truOng TruOngD~i h9CDi~n Ivc co trach nhi~mb6 tri kinh phi
cho cong tac van thu trong dv toan ngan sach cua TruOng.

2. Kinh phi cho cong tac van thu du<),cSlr d\mg vao cac cong vi~c
a) Mua sAm,nang c~p h~ th6ng, h~ tfingky thu~t, trang thiSt bi, v~t tu

tieu hao ph\lc V\l cong tac van thu;
b) Bao dam thong tin lien l~c, chuySnphat van ban, s6 hoa van ban.
c) Nghien cUu, ling d\lng khoa h9C va chuySn giao cong ngh~ trong

cong tac van thu.
d) Cac ho~t dQngkhac ph\lc V\lcong tac van thu.

ChuO'ng VII
TO CHUC THUC HIEN. .

Di~u 37. Hieu luc thi hanh. .
Quy chS nay co hi~u Ivc thi hanh kS til ngay Hi~u trucmg Truong D~i

h9CDi~n Ivc ky QuySt dinh ban hanh. Cac nQi dung cua Quy chS c6ng tac
van thu, luu tru cua Truong D~i h9C Di~n h;rcban hanh kern theo Quyth
dinh s6: 2155/QD-DHDL ngay 16 thang 11 nam 2018 trai voi Quy chS nay
se khong con hi~u Ivc.



22

f)i~u 38. TB chirc thuc hi~n

1. Truong cac don vi chiu trach nhiem ph6 bien, trien khai thirc hien
cac quy dinh tai Quy chS cong tac van thu cua Truong Dai hoc Di~n luc.

2. Truong phong Hanh chinh Quan tri co trach nhiem t6 chirc, then

doi, don d6c kiem tra cac dan vi thirc hien Quy chS nay.

3. Trong qua trinh thirc hien neu co v:1n d@phat sinh hoac c§.n di@u
chinh, sua d6i, b6 sung, cac dan vi, ca nhan co y kiSn v@Truong phong
Hanh chinh Quan tri dS t6ng hop, bao cao d@xU:1tHieu tnrong xem xet,

quyet dinh.z. ~



Phu luc I
THE THUC, KY THUAT TRiNH BAy VAN BAN HANH CHiNH.

vA BAN SAO VAN BAN
(Kern thea Quyet ajnh s6:.if-fIQD-DHDL ngay,lJ.thimg ..f..niirn 2020 cua

Hieu truirng TruCrngDq,i h9C Di¢n luc)

~Phan I
THE THUC vA KY THUAT TRINH BAy VAN BAN HANH CHiNH.

I. QUY DINH CHUNG

1. Kh6 giay: Kh6 A4 (210 mm X 297 mm).
2. KiSu trinh bay: Theo chien dai cua kh6 A4. Truong hop nQi dung

van ban co cac bang, bieu nhung khong duoc lam thanh cac phu luc rieng thi
van ban co thS diroc trinh bay thea chien rong.

3. Dinh l~ trang: Cach mep tren va mep duoi 20 - 25 mm, each mep trai
30-35 mm, each mep phai 15-20 mm.

4. Phong chfr: Phong chft tieng Viet Times New Roman, bQ rna ky tu
Unicode thea Tieu chuan Viet Nam TCVN 6909:2001, mau den.

5. CO' chfr va kieu chfr: Theo quy dinh cu thS cho tirng ySu t6 thS thirc.
6. Vi tri trinh bay cac thanh phAn thS thirc: Dtroc thuc hien thea Muc IV

PhAnI Phu luc nay.
7. S6 trang van ban: Diroc danh tir s6 1, bang chtr s6 A Rap, cO' chi! 13

dSn 14, kieu chtr dirng, dtroc d~t canh gitra thea chi~u ngang trong phAn l~
tren cua van ban, khong hiSn thi s6 trang thu nhfit.

II. cAc THANH PHAN THE THUC CHiNH

1. QU6c hi~u va Tieu ngu

a) Qu6c hi~u "CONG HOA :xA HOI Cm) NGHiA VIBT NAM":
BuQ'c trinh bay b~ng chu in hoa, cO' chu tu 12 dSn 13, kiSu chu dUng, d~m va
6 phia tren cung, ben phai trang dAutien cua van ban.

b) Tieu ngu "BQc l~p - T\1'do - H?nh phuc": BuQ'c trinh bay b~g chu in
thuOng, cO' chu tlr 13 dSn 14, kiSu chu dUng, d~ va duQ'Ccanh giua dum QU6c
hi~u; chu cai dAucua cac c\lm til duQ'cvi~t hoa, giua cac c\lm til co g~ch n6i (-),
co cach chu; phia du6i co dUOngke ngang, net li~n, co dQdai b~g dQdai cua
dong chu.

c) Qu6c hi~u va Tieu ngu duQ'ctrinh bay t~i 0 s6 1 M\lc IV PhAn I Ph\l
l\lc nay. Hai dong chu Qu6c hi~u va Tieu ngu duQ'ctrinh bay cach nhau dong
dan.

2. Ten co quan, t6 chuc ban hanh van ban
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a) Ten co quan, t6 chirc ban hanh van ban hi ten chinh thirc, d~y du cua
co quan, t6 chirc hoac chirc danh nha mroc cua ngiroi co th§.mqUYSnban hanh
van ban. Ten co quan, t6 chirc ban hanh van ban bao g6m ten cua co quan, t6
chirc ban hanh van ban va ten cua co quan, t6 chirc chu quan tnrc tiSp (neu
co).

Ten cua co quan, t6 chirc chu quan tnrc tiSp duoc viet t~t nhfrng cum tir
thong dung.

b) Ten co quan, t6 chirc ban hanh van ban duoc trinh bay bang chfr in
hoa, cO' chfr tir 12 dSn 13, kieu chu dirng, d~m, duoc d~t canh gitra diroi ten co
quan, t6 clnrc chu quan tnrc tiep; phia duoi co duong ke ngang, net liSn, co dQ
dai bang tiI 113dSn 112dQdai cua dong chfr va d~t can d6i so voi dong chit.

Ten co quan, t6 chirc chu quan tnrc tiSp duoc trinh bay b~ng chfr in
hoa, cO' chfr tiI 12 dSn 13, kiSu chfr dUng.

Ten co quan, t6 chilc ban hanh van ban va ten co quan, t6 chilc chu
quan tf\.lC tiSp duQ'ctrinh bay cach nhau dong dan. Truang hQ'Pten co quan,
t6 chilc ban hanh van ban, ten co quan, t6 chilc chu quan tf\.lc tiSp dai co thS
trinh bay thanh nhiSu dong.

c) Ten co quan, t6 chilc ban hanh van ban duQ'ctrinh bay tc;ti0 s6 2 M\lc
IV Ph~n I Ph\ll\lc nay.

3. S6, kY hi~u cua van ban

a) S6 cua van ban la s6 thil t1;r van ban do co quan, t6 chilc ban hanh
trong mQt nam duQ'cdang kY tc;tiVan thu co quan thea quy dinh, 's6 cua van
ban duQ'Cghi bfuIg chfr s6 A R~p.

Truang hQ'Pcac HQi d6ng, Ban, T6 cua co quan, t6 chilc (sau day g<;>i
chung la t6 chilc tu vilil) duQ'cghi la "co quan ban hanh van ban" va duQ'csir
d\lllg con dau, chfr kY s6 cua co quan, t6 chilc dS ban hanh van ban thi phai lay
h~ th6ng s6 rieng.

b) Ky hi~u cua van ban

Ky hi~u cua van ban bao g6m chfr viSt t~t ten 10c;tivan ban va chfr viSt
t~t ten co quan, t6 chilc ho~c chilc danh nha nu6c co th§.m quYSn ban hanh
van ban. E>6ivai cong van, kY hi~u bao g6m chfr viSt t~t ten co quan, t6 chilc
ho~c ~hilc danh nha nuac ban hanh cong van va chfr viSt t~t ten dom vi soc;tn
thao ho~c linh vgc duQ'cgiai quySt.

..
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Chfr viSt t~t ten co quan, t6 chirc va cac dan vi trong m6i co quan, t6
chirc hoac linh V\lCdo ngiroi dirng d~u co quan, t6 chirc quy djnh cu thS, bao
dam ngan gon, dS hiSu.

c) S6, ky hieu cua van ban diroc d~t canh gitra diroi ten co quan, t6
clnrc ban hanh van ban. Tir "S6" duoc trinh bay bang chir in thirong, co chir
13, kieu chir dirng; sau tir "S6" co d~u hai cham (:); voi nhirng s6 nho han 10
phai ghi them s6 0 phia tnroc, Ky hieu cua van ban diroc trinh bay bang chir
in hoa, co chir 13, kiSu chfr dirng, Gifra s6 va ky hieu van ban co d~u gach
cheo (I), giira cac nhom chfr viSt t~t trong ky hieu van ban co d~u gach n6i (-),
khong each clnr,

d) S6, ky hieu cua van ban diroc trinh bay tai 6 s6 3 Muc IV Phan I Phu luc
nay.

2. Dja danh va thai gian ban hanh van ban

a) Dia danh ghi tren van ban do ca quan nha nuac a trung uang ban
hanh la ten gQi chinh thuc cua tinh, thanh ph6 tf\l'c thuQc trung uang nai ca
quan ban hanh van ban dong tf\! sa. Dia danh ghi tren van ban do ca quan nha
nuac a dia phuang ban hanh la ten gQi chinh thuc cua dan vi hanh chinh nai
ca quan ban hanh van ban dong tf\! sa.

D6i vai nhung dan vi hanh chinh duQ'Cd~t thea ten nguai, bing chu s6
ho~c S\l ki~n lich sir thi phai ghi ten gQi d~y du cua dan vi hanh chinh do.

Dia danh ghi tren van ban cua cac ca quan, t6 chuc, dan vi l\lc luQ'llgvU
trang nhan dan thuQc ph~m vi quan ly cua BQ C6ng an, BQ Qu6c phong duQ'c
th\lc hi~n thea quy dinh cua phap lu?t va quy dinh C\lthS cua BQ C6ng an, BQ
Qu6c phong.

b) Thai gian ban hanh van b~m

Thai gian ban hanh van ban la ngay, thang, nam van ban duQ'c ban
hanh. Thai gian ban hanh van ban phai duQ'c viSt d~y du; cac s6 thS hi~n
ngay, thang, nam dung chu s6 A R?p; d6i vai nhfrng s6 thS hi~n ngay nh6 han
10 va thang 1, 2 phai ghi them s6 0 phia truac.

c) Dia danh va thai gian ban hanh van ban duQ'c trinh bay tren cung
m(>tdong v6i s6, ky hi~u van ban, t~i 6 s6 4 M\lc IV Ph~n I Ph\ll\lc nay, bing
chu in thuang, co chu tir 13 dSn 14, kiSu chu nghieng; cac chu cai d~u cua dia
danh phai viSt hoa; sau dia danh co d~u phfty (,); dia danh va ngay, thang,
nam duQ'cd~t duai, canh giua so vai Qu6c hi~u va Tieu ngu.
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5. Ten loai va trich y@unQi dung van ban
a) Ten loai van ban la ten cua tung loai van ban do co quan, t6 chirc

ban hanh. Trich y@unQi dung van ban la mot diu ngan gon hoac mot cum tir
phan anh khai quat noi dung chu y@ucua van ban.

b) Ten loai va trich y@unQi dung van ban diroc trinh bay tai 6 s6 5 a
Muc IV Ph~n I Phu luc nay, d~t canh giira thea chieu ngang van ban. Ten loai
van ban diroc trinh bay bang chir in hoa, co chir nr 13 d@n14, kieu chir dirng,
d~m. Trich y@unQi dung van ban duoc d~t ngay diroi ten loai van ban, trinh
bay bang chir in thuong, co chir tir 13 d@n14, ki@uchir dirng, d~m. Ben duoi
trich y@unQi dung van ban co dirong ke ngang, net liSn, co dQdai bang tir 1/3
d@n112dQdai cua dong chfr va d~t can d6i so voi dong chfr.

D6i voi cong van, trich y@unQi dung van ban duoc trinh bay tai 6 s6 5b
Muc IV Ph~n I Phu luc nay, sau chfr "V/v" b~ng chfr in thuOng, co chfr tu 12
d@n13, ki@uchfr dUng; d~t canh gifra du6i s6 va ky hi~u van ban, cach dong
6pt v6i s6 va ky hi~u van ban.

6. NQi dung van ban

a) Can cu ban hanh van ban

Can cu ban hanh van ban bao g6m van ban quy dinh thAm quySn, chuc
nang, nhi~m V\l cua co quan, t6 chuc ban hanh van ban va cac van ban quy
dinh nQi dung, co sa d@ban hanh van ban. Can cu ban hanh van ban duQ'cghi
d~y du ten lo~i van ban, s6, ky hi~u, co quan ban hanh, ngay thang nam ban
hanh van ban va trich y@unQi dung van ban CriengLu~t, Phap l~nh kh6ng ghi
s6, ky hi~u, co quan ban hanh).

Can cu ban hanh van ban duQ'c trinh bay b~ng chfr in thuOng, ki@uchfr
nghieng, co chfr tu 13 d@n14, trinh bay du6i ph~n ten lo~i va trich y@unQi
dung van ban; sau m6i can cu phai xu6ng dong, cU6i dong co d~u ch~m phAy
C;),dong cu6i cling k@tthuc b~ng d~u ch~m C.).

b) Khi vi~n d~n l~n d~u van ban co lien quan, phai ghi d~y du ten lo~i,
s6, ky hi~u cua van ban, thai gian ban hanh van ban, ten co quan, t6 chuc ban
hanh van ban va trich y@unQi dung van ban Cd6i v6i Lu~t va Phap l~nh chi ghi
ten lo~i va ten cua Lu~t, Phap l~nh); trong cac l~n vi~n d~n ti@ptheo, chi ghi
ten lo~i va s6, ky hi~u cua van ban do.

c) B6 C\lC cua nQi dung van ban: Tuy thea ten lo~i va nQi dung, van ban
co th@co phAn can cu phap ly dS ban hanh, ph~n rna d~u va co thS duQ'cb6
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cue thea phan, chuang, muc, tieu muc, dieu, khoan, diem hoac diroc phan
chia thanh cac phan, muc til 100 dSn nho thea mot trinh tu nhat dinh,

d) D6i voi cac hinh thirc van ban duoc b6 cue thea phan, chuang, muc,
tiSu muc, dieu thi phan, chuang, rnuc, tiSu muc, dieu phai co tieu dS. Tieu dS
la cum til chi nQi dung chinh cua phan, chuang, muc, tieu muc, diSu.

d) Cach trinh bay phan, chuang, muc, tieu muc, diSu, khoan, diSm

Til "Phfin", "Chuang" va s6 thir tu cua phan, chuang duoc trinh bay
tren mot dong rieng, canh giira, bang chtr in thirong, cO'chu til 13 dSn 14, kieu
chtr dung, darn, S6 thir tu cua phan, chuang dung chtr s6 La Ma, Tieu dS cua
phan, chuang duoc trinh bay ngay diroi, canh gifra, bang chit in hoa, cO'chu
til 13 dSn 14, kiSu chu dung, d?m.

Til "Ml,lc", "TiSu ml,lc" va s6 thu t\1'cua ml,lc, tiSu ml,lc duQ'c trinh bay
tren mQt dong rieng, canh giua, b~ng chu in thuang, cO'chu til 13 dSn 14, kiSu
chu dung, d?m. S6 thu t\1'cua ml,lc, tiSu ml,lc dung chu s6 A R?p. Tieu dS cua
ml,lc, tiSu ml,lc duQ'c trinh bay ngay du6i, canh giua, b~ng chu in hoa, cO'chu
til 13 dSn 14, kiSu chu dung, d?m.

Til "DiSu", s6 thu t\1'va tieu dS cua diSu duQ'c trinh bay b~ng chu in
thuang, lui dfiu dong 1 cm ho~c 1,27 cm. S6 thu t\1'cua diSu dung chu s6 A
R?p, sau s6 thu t\1'co d~u ch~m (.); cO'chu b~ng cO'chu cua phfin lai van, kiSu
chu dUng, d?m.

S6 thu t\1'cac khoim trong m6i ml,lc dung chu s6 A R?p, sau s6 thu t\1'
co d~u ch~m (.), cO'chu s6 b~ng cO'chu cua phfin lai van, kiSu chu dUng. NSu
khoan co tieu dS, s6 thu t\1'va tieu dS cua khoan duQ'ctrinh bay tren mQt dong
rieng, b~ng chu in thuang, cO'chu b~ng cO'chu cua ph~n lai van, kiSu chu
dUng, d?m.

Thu t\1'cac diSm trong m6i khoan dung cac chu cai tiSng Vi~t thea thu
t\1'bang chu cai tiSng Vi~t, sau co d~u dong ngo~c dan, b~ng chu in thuang,
cO'chu b~ng cO'chu cua phfin lai van, kiSu chu dUng.

e) NQi dung van ban duQ'ctrinh bay b~ng chu in thuang, duQ'ccanh dSu
ca hai IS, kiSu chu dUng; cO'chu til 13 dSn 14; khi xu6ng dong, chu d~u dong
lui vao 1 cm ho~c 1,27 cm; khoimg cach giua cac do~n van t6i thiSu la 6pt;
khoang cach giua cac dong t6i thiSu la dong dan, t6i da la 1,5 lines.
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g) N9i dung van ban duoc trinh bay tai 0 s6 6 Muc IV Phfin I Phu luc
nay.

7. Chirc vu, ho ten va chtt ky cua nguoi co tham quyen

a) Chfr ky cua ngiroi co thAm quyen la chir ky cua nguoi co thAmquyen
tren van ban gi§.yhoac chir ky s6 cua nguoi co thAm quyen tren van ban di~n
tiro

b) Viec ghi quyen han cua ngiroi ky duoc thirc hien nhu sau:

Truong hop ky thay mat t~p thS thi phai ghi chfr vi~t t~t "TM." vao
tnroc ten t~p thS lanh dao hoac ten Truong Dai hoc Dien lire.

Truong hop diroc giao quyen c§.ptnrong thi phai ghi chir viet t~t "Q."
vao tnroc chirc vu cua ngiroi dirng dfiu Truong Dai hoc Dien hrc.

Truong hop ky thay nguai dUng dfiu Truang D~i hQc Di~n l\lc thi phai
ghi chfr vi~t tat "KT." vao tru6c chuc V\lcua nguai dUng dfiu. Truang hqp c§.p
pho duQ'cgiao ph\l tnich ho~c diSu hanh thi th\lC hi~n ky nhu c§.ppho ky thay
,

cap truemg.

Truang hqp ky thira l~nh thi phai ghi chfr vi~t t~t "TL." vao tru6c chuc
V\lcua nguai dUng dfiu Truang D~i hQcDi~n l\lc.

Truang hqp ky thira uy quYSn thi phai ghi chfr vi~t t~t "TUQ." vao
tru6c chuc V\lcua nguai dUng dfiu Truang D~i hQcDi~n l\lc.

c) Chuc V\l, chuc danh va hQten cua nguai ky

Chuc V\l ghi tren van ban 1a chuc V\lHinh d~o chinh thuc cua nguai ky
van ban trong Truang D~i hQc Di~n l\lc; khong ghi nhfrng chuc V\l rna Nha
nu6c khong quy dinh.

Chuc danh ghi tren van ban do cac t6 chuc tu v§.n ban hanh 1a chuc
danh Hinhd~o cua nguai ky van ban trong t6 chuc tu v§.n.

D6i v6i nhfrng t6 chuc tu v§.nduQ'cphep sir d\lng con d§.ucua co quan,
t6 chuc thi ghi chuc danh cua nguai ky van ban trong t6 chuc tu v§.nva chuc
V\ltrong co quan, t6 chuc. D6i v6i nhfrng t6 chuc tu v§.nkhong duQ'cphep sir
d\lng con d§.u cua co quan, t6 chuc thi chi ghi chuc danh cua nguai ky van
ban trong t6 chuc tu v§.n.
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Chirc vu (chirc danh) cua ngtroi ky van ban do H9i d6ng hoac Ban Chi
dao cua Nha Truong ban hanh rna lanh dao Tnrong lam Truong ban hoac Pho
Truong ban, Chu tich hoac Pho Chu tich H9i dong thi phai ghi ra chirc vu
(chirc danh) va ten Truong Dai hoc Dien hrc noi lanh dao Tnrong cong tac a
phia tren ho ten nguoi ky.

HQ va ten nguoi ky van ban bao g6m ho, ten dem (neu co) va ten cua
nguoi ky van ban. Tnroc ho ten cua nguoi ky, khong ghi hoc ham, hoc vi va
cac danh hieu danh dir khac, Viec ghi them quan ham, hoc ham, hoc vi tnroc
ho ten nguoi ky d6i voi van ban cua cac dan vi vf trang nhan dan, cac t6 clnrc
su nghiep giao due, y tS, khoa hoc do nguoi dirng d~u cO'quan quan ly nganh,
nnh vgc quy dinh.

d) Hinh anh, vi tri chu ky s6 cua nguai co thAm quy@nla hinh anh chu
ky cua nguai co thAm quy@ntren van ban gifiy, mau xanh, dinh d~ng Portable
Network Graphics (.png) n@ntrong su6t; d~t canh giua chuc V\l cua nguai ky
va hQten nguai kY.

d) Quy@nh~n, chuc V\l cua nguai ky dugc trinh bay t~i <3 s6 7a M\lc IV
Ph~n I Ph\l l\lc nay; chuc V\l khac cua nguai ky dugc trinh bay t~i <3 s6 7b
M\lC IV Ph~n I Ph\l l\lc nay, phia tren hQ ten cua nguai ky van ban; cac chu
viSt t~t quy@nh~n nhu: "TM ", "Q ", "KT ", "TL ", "TUQ." va quy@nh~n
chuc V\l cua nguai ky dugc trinh bay b&ng chu in hoa, cO'chu tiI 13 dSn 14,
kiSu chu dUng, d?m.

Chu ky cua nguai co thAm quy@ndugc trinh bay t~i <3 s6 7c M\lC IV
Ph~n I Ph\ll\lc nay.

HQ va ten cua nguai ky van ban dugc trinh bay t~i <3 s6 7b M\lC IV
Ph~n I Ph\ll\lc nay, b&ng chu in thuang, cO'chu tiI 13 dSn 14, kiSu chu dung,
d?m, dugc d~t canh giua quy@nh~n, chuc V\lcua nguai kY·

8. Dfiu, chu ky s6 cua TruOng D~i hQcDi~n 19c

a) Hinh anh, vi tri chu ky s6 cua TruOng D~i hQc Di~n 19c la hinh anh
dfiu cua TruOng D~i hQc Di~n h.rc ban hanh van ban tren van ban, mau do,
kich thuac bang kich thuac thgc tS cua dfiu, dinh d~ng (.png) n@ntrong su6t,
trum len khoang 113hinh anh chu ky s6 cua nguai co thAm quy@nv@ben tnii.

b) Chu ky s6 cua Truang D~i hQc Di~n 19c tren van ban kern thea van
ban chinh duO'c thS hien nhu sau: Van bfm kern thea cung t~p tin vai n9i dung. .
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van ban dien tir, Van thir co quan chi thirc hien ky s6 van ban va khong thuc
hien ky s61en van ban kern thea; van ban khong cung tep tin voi nQi dung van
ban di~n nr, Van thu co quan thuc hien ky s6 cua Truong Dai hoc Dien hrc
tren van ban kern theo.

Vi tri: Goc tren, ben phai, trang dftu cua van ban kern theo.

Hinh anh chir ky s6 cua Truong Dai hoc Dien lire: Khong hi~n thi,

Thong tin: s6 va ky hieu van ban; thai gian ky (ngay thang nam; gio
phut giay; mui gio Viet Nam thea tieu chufin ISO 8601) duoc trinh bay bang
phong chfr Times New Roman, chtr in thirong, ki~u chir dung, cO'chfr 10, mau
den.

c) Dau, chtr ky s6 cua Truong Dai hoc Dien hrc diroc trinh bay tai 0 s6
8 Muc IV Phftn I Phu luc nay.

9. Noi nhan

a) Noi nhan van ban g6m: Noi nh?n d~ thvc hi~n; noi nh?n d~ ki~m tra,
giam sat, bao ca~, trao d6i cong vi~c, d~ biSt; noi nh?n d~ lUllvan ban.

b) D6i v6i TO' trinh, Bao cao (co quan, t6 chilc c~p du6i gui co quan, t6
chilc c~p tren) va Cong van, noi nh?n bao g6m:

Phftn thil nh~t bao g6m til "Kinh gui", sau do la ten cac co quan, t6
chilc ho?c dan vi, ca nhan trvc tiSp giai quySt cong vi~c.

Phftn thil hai bao g6m til "Noi nh?n", phia du6i la til "Nhu tren", tiSp
thea la ten cac co quan, t6 chilc, dan vi va ca nhan co lien quan khac nh?n van
ban.

c) D6i v6i nhfrng van ban khac, noi nh?n bao g6m til "Noi nh?n" va
phftn li~t ke cac co quan, t6 chilc, dan vi va ca nhan nh?n van ban.

d) Noi nh?n duQ'c trinh bay t(;li0 s6 9a va 9b M\lC IV Phftn I Ph\l l\lc
nay bao g6m:

Phftn noi nh?n t(;li0 s6 9a (ap d\lng d6i v6i TO' trinh, Bao cao cua co
quan, t6 chilc c~p du6i gui co quan, t6 chilc c~p tren va Cong van): Til "Kinh
gui" va ten cac co quan, t6 chilc ho?c ca nhan nh?n van ban duQ'c trinh bay
bang chu in thuOng, cO'chu til 13 dSn 14, ki~u chu dUng; sau til "Kinh gui" co
d~u hai ch~m (:). NSu van ban gui cho mQt co quan, t6 chilc ho?c mQt ca nhan
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thi tir "Kinh giri" va ten co quan, t6 chirc hoac ca nhan diroc trinh bay tren
cung mot dong; tnrong hop van ban giri cho hai co quan, t6 chirc hoac ca
nhan tro len thi xuong dong, ten m6i co quan, t6 chirc, ca nhan hoac m6i
nhom co quan, t6 chirc, ca nhan duoc trinh bay tren mot dong rieng, d~u dong
co gach d~u dong (-), cuoi dong co d~u cham phay (;), cuoi dong cuoi cung co
d~u cham (.); cac gach d~u dong duoc trinh bay thang hang voi nhau duoi d~u
hai cham (:).

Ph~n noi nhan tai 0 s6 9b (ap dung chung d6i voi cac loai van ban): TiI
"NO'i nhan" diroc trinh bay tren mot dong rieng (ngang hang voi dong chfr
"quyen han, chirc vu cua nguoi ky' va sat l~ trai), sau co d~u hai cham (:),
bang chfr in thuong, co chfr 12, kieu chii' nghieng, d~m; ph§.n li~t ke cac cO'
quan, t6 chuc, dan vi va ca nhan nh~n van ban duQ'c trinh bay b&ng chfr in
thuOng, co chfr 11, ki~u chfr dung; ten m6i cO'quan, t6 chuc, dom vi va ca
nhan ho?c m6i nhom cO'quan, t6 chuc, dan vi nh~n van ban duQ'c trinh bay
tren mQt dong rieng, d~u dong co g<;lchd~u dong (-) sat IS trai, cu6i dong co
d~u ch~m ph~y (;), dong cu6i cung bao g6m chfr "LUll" sau co d~u hai ch~m
(:), tiSp theo la chfr viSt t~t "VT", d~u ph~y (,), chfr viSt t~t ten dan vi (ho?c bQ
ph~n) sO<;lnthao van ban va s6luQ'ng ban lUll, cu6i cung la d~u ch~m (.).

III. cAc THANH PHAN THE THUC KHAc
1. Ph\ll\lc
a) Truang hqp van ban co Ph\lI\lC kern theo thi trong van ban phai co

chi dftn v~ Ph\l l\lc do. Van ban co tiI hai Ph\l l\lc tra len thi cac Ph\l l\lc phai
duQ'cdanh s6 thu t\1"b&ngchfr s6 La Ma.

b) TiI "Ph\l l\lc" va s6 thu t\1"Clla Ph\l l\lc duQ'c trinh bay thanh mQt
dong rieng, canh gifra, b&ng chfr in thuang, cO' chfr 14, ki~u chfr dUng, d~m;
ten Ph\l l\lc (nSu co) duQ'c trinh bay canh gifra, b&ng chfr in hoa, cO' chfr tiI 13
dSn 14, ki~u chfr dUng, d~m.

c) Thong tin chi dftn kern theo van ban tren m6i Ph\ll\lc duQ'cban hanh
bao g6m: s6, ky hi~u van ban, thai gian ban hanh van ban va ten cO'quan, t6
chuc ban hanh van ban. Thong tin chi dftn kern theo van ban duQ'c canh gifra
phia du6i ten clla Ph\l l\lc, chfr in thuOng, cO' chfr tiI 13 dSn 14, ki~u chfr
nghieng, cung phong chii' v6i nQi dung van ban, mau den.

Thong tin chi dftn kern theo van ban tren m6i ph\l I\lC (Kern theo van
ban s6 ... .1.... - .... ngay .... thang ....nam ....) dUQ'cghi d~y dll d6i vai van ban
gi~y; d6i vai van ban di~n tu, khong phai diSn thong tin t<;licac vi tri nay.
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d) D6i voi Phu luc cung t~p tin voi nQi dung van ban dien tir, Van thu
co quan chi thirc hien ky s6 van ban va khong thirc hien ky s6 len Phu luc.

D6i voi Phu luc khong cung t~p tin voi nQi dung van ban di~n nr, Van
thu co quan thirc hien ky s6 cua Truong Dai hoc Dien lire tren tirng t~p tin
kern theo, cu the:

Vi tri: Goc tren, ben phai, trang d~u cua m6i tep tin.

Hinh anh chfr ky s6 cua co quan, t6 chirc: Khong hiSn thi.

Thong tin: s6 va ky hieu van ban; thai gian ky (ngay thang nam; gio
phut giay; mui gio Viet Nam theo tieu chu~n ISO 8601) duoc trinh bay bang
phong chfr Times New Roman, chfr in thirong, kieu clur dung, cO' chfr 10, mau
den.

d) S6 trang cua Phu luc duoc danh s6 rieng theo tUng Ph\ll\lc.

e) Mfiu trinh bay ph\ll\lc van ban thvc hi~n theo quy dinh t~i Ph\ll\lc III
Quy chS nay.

2. D~u chi dQm~t, muc dQkh~n, cac chi dfin vS ph~m vi lUllhanh

a) D~u chi dQm~t
Vi~c xac dinh va dong d~u chi dQ m~t (tuy~t m~t, t6i m~t ho?c m~t),

d§.u tai li~u thu h6i d6i vai van ban co nQi dung bi m~t nha nuac duQ'c thvc
hi~n theo quy dinh hi~n hanh. Con d§.ucac dQm~t (TUY:$T MAT, TOI MAT
ho?c MAT) va d~u tai li~u thu h6i duQ'ckh~c s~n theo quy dinh cua phap lu~t
vS bao v~ bi m~t nha nuac. D~u chi dQm~t duQ'c dong vao 0 s6 lOa M\lc IV
Ph~n I Ph\ll\lc nay; d~u tM li~u thu h6i duQ'cdong vao 0 s6 11 M\lc IV Ph~n I
Ph\ll\lc nay.

b) D§.uchi muc d9 kh~n
Khi so~n thao van ban co tinh ch§.tkh~n, dan vi ho?c ca nhan so~n thao

van ban dS xu§.t muc d9 kh~n trinh nguai ky van ban quySt dinh. Tu)' theo
muc dQ c~n duQ'cchuy@nphat nhanh, van ban duQ'cxac dinh dQkh~n theo cac
muc sau: hoa t6c, thuqng kh~n, kh~n.

Con d~u cac muc dQ kh~n duQ'ckh~c s~n hinh chfr nh~t co kich thuac
30 mm x 8 mm, 40 mm x 8 mm va 20 mm x 8 mm, tren do cac tu "ROA
TOC", "TRVONG KHAN" va "KHAN", trinh bay b&ng chii in hoa, phong
chii Times New Roman, cO' chii tu 13 dSn 14, ki@uchii dUng, d~m va d?t can
d6i trong khung hinh chii nh~t viSn dan. D§.uchi muc dQkh~n duQ'cdong vao
o s6 lOb M\lc IV Ph~n I Ph\ll\lc nay. Mvc dS dong d§.uchi muc dQkh~n dung
mau do tuO'i.
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c) Cac chi dfrn vS pham vi hru hanh D6i voi nhirng van ban co pham vi,
d6i nrong, sir dung han che, sir dung cac chi dfrn vS pharn vi hru hanh nhu
"XEM XONG TRA LAI", "LUU HANH NOI BO". Cac chi dfrn vS pham vi
hru hanh trinh bay tai 0 s6 11 Muc IV Ph~n I Phu luc nay, trinh bay can d6i
trong mot khung hinh chit nhat vien dan, bang chtr in hoa, phong chfr Times
New Roman, cO'chir tit 13 den 14, kieu chir dirng, d~m.

3. Ky hieu ngiroi soan thao van ban va s6 hrong ban phat hanh
Duoc trinh bay tai 0 s6 12 Muc IV Ph~n I Phu luc nay, ky hieu bang

chir in hoa, s6 hrong ban bang chtr s6 A Rap, cO'chfr 11, kieu chir dung.

4. Dia chi co quan, t6 chirc; thu di~n tir; trang thong tin di~n nr; s6 dien
thoai; s6 Fax. Cac thanh phan nay diroc trinh bay tai 0 s6 13 Muc IV Ph~n I
Phu luc nay a trang thu nh~t cua van ban, b~ng chii' in thuang, cO'chii' tit 11
den 12, kiSu chii' dUng, du6i mQt duang ke net liSn keo dai het chiSu ngang
cua vung trinh bay van ban.

IV. sa DO BO TRi cAc THANH PHA.NTHE THUC VAN BAN
HANHCHiNH

1. Vi trt trinh bay cac thanh ph~n thS thuc

Os6 . Thanh ph§n th~ th.rc van ban.
1 Qu6e hi~u, tieu ngfr
2 BO CONG THUONG

TRUONG f)~I HQC f)I~N Ll/C
3 S6, ky hi~u ella van bim
4 Dia danh va ngay, thang, nam ban hanh van bim
5a Ten IO';liva trieh y~u n9i dung van ban
5b Trich y~u n9i dung eong van
6 NQi dung van ban

7a, 7b, 7e Chue V\l, hQ ten va ehfr ky ella nguai co thAm quy~n
8 Dfiu, ehfr ky s6 ella co quan, t6 chuc

9a, 9b Noi nh~n
lOa Dfiu chi d9 m~t
lOb Dfiu chi dQkhAn
11 Chi d~n v~ ph(;lmvi luu hanh
12 Ky hi~u nguai so:;tnthao van ban va s6luqng ban phat hanh
13 Dia chi co quan, t6 ehue; thu di~n tu (E-Mail), trang thong tin

di~n tu (Website); s6 di~n tho:;ti,s6 Fax.
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v. MAu CHU vA CHI TIET TRiNH BAy THE THUC VAN BAN vA THE THUC BAN SAO
(Ban hanh kern theo QD s6: IQD-DHDL ngay thdng nam 2020 cua Hieu truong TruongDai hoc Dien luc)

Thanh phin th~ thirc va
Vi du minh hoa

STT Loai chii' CO'chfr Ki~u chfr CO'chi ti~t trinh bay Phdng chfr Unicode: Times New Roman
chfr

1 Quoc hieu va Tieu ngir
- Quoc hieu Inhoa 12 -13 DUng, d~m CQNG HOA xA HQI CHU NGHiA VItT NAM 12

- Tieu ngir In thirong 13 - 14 DUng, d~m DQc l,p - TV do - Hanh phuc 13

- Dong ke ben diroi

2
Ten co quan, to chirc ban
hanh Van ban
- Ten cO' quan chu quan

BQ CONGTHVdNG
12

, Inhoa 12 - 13 DUng
tnrc tiep
- Ten cO' quan ban hanh

TRUONG D~I HQC DItN Ll/C
12

van ban
In hoa 12 - 13 DUng, d~m

- Dong ke ben duoi
3 So, ky hieu cua van ban In thuong 13 DUng sf>: 25/QD-DHDL; sf>: 118IDHDL-TCCB 13

Dia danh va ngay, thang,
In thirong

134 13 - 14 Nghieng Ha N(Ji, ngay 02 thdng 02 nam 2020
nam ban hanh van ban

5
Ten loai va trich yeu noi
dung van ban
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Doi voi van ban co ten
a

loai
- Ten loai van ban In hoa 13-14 Dirng, darn THONGBAO 14

- Trich y@unQi dung In thirong 13-14 Dirng, d~m V~ vi~c phong, chang l1}tbao 14

- Dong ke ben diroi
b Doi voi cong van

- Trich yeu nQi dung In thirong 12-13 Dirng VIv nang b~c luang 2020 12
6 NQi dung van ban In tlurong 13-14 Dirng Trong cong tac chi dao .... 14

Gom phan, chuong, muc,
a tieu muc, diSu,khoan, diem,

, ? ,

tiet, tieu tiet
- Tit "phan", "chuang" va 14
,

thir phan, Inthuemg Dirng, darn J.so tg cua 13-14 Phan I Chirong I
chuang
- Tieu de cua phan, QUYDINH 14

Inhoa 13-14 Dirng, d~m QUY DINH CHUNG
chuang CHUNG
- Tit "muc" va so thir ur In thuong 13-14 DUng, d~m M1}c1 14
- Tieu de cua muc Inhoa 13- 14 DUng, darn QUANLYVANBAN 14
- Tit "Tieu muc" va so thir

Dirng, dam Ti~u muc 1
14

In thuong 13- 14
tg
- Tieu de cua tieu muc Inhoa 13-14 Dung, d~m QUAN LYVAN BAN DI 14
- Dieu In thirong 13-14 Dirng, d~m Di~u 1.DAi tUQ11gap dung 14
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- Khoan In thuong 13 -14 DUng 1. Cac hinh thirc 14
- Diem In thuong 13 -14 DUng a) Doi voi ..... 14

b
Gom phan, muc, khoan,
diem
- Tir "phan" va so thir tu In thirong 13 -14 DUng, d~m Phan I 14
- Tieu de cua phan In hoa 13 -14 DUng, darn TINH HINH THUC HIEN NHIEM VU 14. . . .
- So thir tu va tieu de cua

Inhoa I. NHUNG KET QuA... 14
13 -14 DUng, d~m

muc
- Khoan:
Truong hop co tieu de In thirong 13 -14 DUng, d~m J)i~u 1.Pham vi va dBi tugng ap dung 14
Truong hop khong co tieu

In thirong 1. Quyet dinh nay co hieu hrc thi hanh kS tir ...
14

dS
13 -14 DUng

- Diem In thirong 13 -14 DUng a) Doi voi ..... 14
Chirc vu, hQ ten cua

7
ngiroi co thftm quyen

- Quyen han cua ngiroi ky Inhoa
KT. HI~U 14

13 -14 DUng, d~m
TRUONG

HI~UTRUONG
PHOHI~U 14

- Chirc vu cua ngiroi ky Inhoa 13 -14 DUng, d~m
TRUONG

- HQten cua ngiroi ky In thuong 13 -14 DUng, d~m Nguy~n Van A Nguy~n Van B 14
8 NO'inhan

Tir "Kinh giri'' va ten co
In thirong 14 DUnga

t6 chirc, ca nhanquan,
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nhan van ban
- Giri mot noi Kinh giri: BQCong Thuong. 14

Kinh giri: 14

- Giri nhieu noi
- BQNQi V\1;
- BQKS hoach va B~u tir;
- BQTai chinh.

Til "Noi nhan" va ten co
b quan, t6 chirc, ca nhan

nhan van ban

- Til "Noi nhan" In thirong 12
Nghieng,

Noi nh~n:
Nai nh~n: (d6i voi Cong 12

d~m van)

- Ten co quan, t6 chirc, ca - B(,>Cong Thirong; - Nhir tren; 11

nhan nhan van ban
In thirong 11 BUng - ....................., - ....................,

- Liru: VT, HCQT. - Liru: VT, TCCB.

9 Ph\11\1cvan ban
- Til "Ph\1 l\1C"va so thir

In thirong 14 BUng, d~m
14

PhI} luc I
t\1'
- Tieu de cua phu luc In hoa 13 -14 BUng, d~m BANG CHUVIET TAT 14

10 D~u chi rmrc dQkhan Inhoa 13-14 BUng, d~m I HOATOC II THUQNGKHAN II KHAN I 13

Ky hieu ngiroi soan thao 11

11 van ban va s6 lUQ11gban InthuOng 11 BUng TH.(30)

phat hanh
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Dia chi co quan, to chirc; 11
thtr di~n tir; trang thong tin S6 235 Hoang Quoc Vi~t,Quan B~e Til Liem, HitNQi

12 dien nr; s6 dien thoai, s6 In thtrong 11-12 DUng DT: (024) XXXXXXX, Fax: (024) XXXXXXX
Fax dia chi E-mail, E-Mail: Website:
Website;

I
13Chi d~n vS pham vi luu

In thuong DUng, dam I XEM XONG TRA L~I II LUU HANH NQI BQ13 13 -14
hanh

14 S6 trang In thirong 13 -14 2,4,6 14
DUng

Ghi chu: CO'chir trong cling mot van ban tang, giam phai thong nhat, vi du: Quoc hieu cO'chtr 13, Tieu ngit cO'chir 14;
dia danh va ngay, thang, nam van ban cO'chfr 14 hoac Quoc hieu cO'chii' 12, Tieu ngtr cO'chir 13; dia danh va ngay,
thang, nam van ban cO'chfr 13.



18

Ph§n II
THE THUC vA KY THU~T TRiNH BAy BAN SAO VAN BAN
I.BAN SAO SANG DJNH D~NG DI~N TU

1. Hinh thirc sao
"SAO Y" hoac "SAO LUC" hoac "TRICH SAO".

2.Tieu chuan cua van ban s6 hoa
a) Dinh dang Portable Document Format (.pdf), phien ban 1.4 tro

len
b) Anh mau.

c) DQphan giai t6i thieu: 200dpi.

c) Ty l~ s6 hoa: 100%.

3.Hinh thirc chir kY s6 cua co quan, t6 chirc tren ban sao dinh dang di~nnr,
a) Vi tri: Goc tren, ben phai, trang d~u cua van ban, trinh bay tai 0 s6

14 M\lc IV Ph~n I Phu luc nay.
b) Hinh anh chir ky s6 cua co quan, t6 chirc: Khong hiSn thi,
c) Thong tin: Hinh thirc sao, ten co quan, t6 clnrc sao van ban, thai

gian ky (ngay thang nam; gio phut giay; mui gio Vi~t Nam theo tieu chuan
ISO 8601) duoc trinh bay bang phong chfr Times New Roman, chtr in
thirong, kiSu chir dirng, cO' chfr I0, mau den.

II. BAN SAO SANG DINH DANG GIAy. .
1. ThS thirc ban sao sang dinh dang gi~y

a) Hinh tlnrc sao: "SAO Y" hoac "SAO LUC" hoac "TRICH SAO".
b) Ten ca quan, t6 chirc sao van ban.
c) se, ky hieu ban sao bao g6m s6 thu t\1'dang ky (duqc danh chung

cho cac IO(;liban sao do cO'quan, t6 chuc th\1'chi~n) va chii' vi,h t~t ten IO(;li
ban sao theo Bang chii' viSt t~t va mfiu trinh bay van ban, ban sao van ban
t(;liM\lc I, Ph\ll\lc III Quy chS nay. s6 duqc ghi b~ng chii' s6 A R~p, b~t d~u
lien tiSp tit s6 01 vao ngay 01 thang 01 va kSt thuc vao ngay 31 thang 12
hang nam.

d) Dia danh va thai gian sao van ban.
d) Chuc V\l,h<;>ten va chii' ky cua nguai co thAm quySn sao van ban.
e) D~u cua cO'quan, t6 chuc sao van ban.
g) NO'inh~n.



19

2. Ky thuat trinh bay ban sao sang dinh dang giAy
a) Cac thanh phan thS thirc ban sao diroc trinh bay tren cung mot to'

giAy (kh6 A4), ngay sau ph§.n cuoi cung cua van ban c§.n sao diroi mot
dirong ke net lien, keo dai hSt chien ngang cua vung trinh bay van ban.

b) Cac cum til "SAO Y", "SAO LVC", "TRiCH SAO" diroc trinh
bay bang chfr in hoa, cO' chir til 13 dSn 14, kieu chtt dirng, d~m.

c) CO' chfr, kiSu chir cua ten co quan, t6 chirc sao van ban; s6, ky hieu
ban sao; dia danh va thai gian sao van ban; chirc vu, ho ten va chtr ky cua
nguoi co thfim quyen; dAu cua co quan, t6 clnrc sao van ban va noi nhan
duoc trinh bay theo huang dfrn cac thanh phan thS thirc van ban tai khoan
2, 3, 4, 7, 8, 9 Muc II Ph§.n I Phu luc nay.

d) Mfru trinh bay ban sao dinh dang giAy diroc minh hoa tai Phu Iuc
III Quy chS nay.

3. Sa db b6 tri cac thanh phan thS thuc ban sao sang dinh d~ng giAy

a) Vi tri trinh bay cac thanh ph§.n thS thuc

6 sa : Thanh ph§n th~thrrc van ban

Hinh thuc sao: "SAO Y" "SAO LUC" hoac"TRiCH SAO", . .1

2 Ten ca quan sao van ban: TruOngD~i hQcDi~n h,rc

3 S6, ky hi~u clla ban sao

4 Dja danh va ngay, thang, nam sao

5a,5b,5c Chuc vl,l,hQten va chii'ky Cllanguai co thdm quy€n

6

7

D~u clla ca quan, t6 chilc

NO'i nh~n



20

b) Sa d6
2O·25mm

pHANCVOI CUNG CUA VAN BAN DUQC SAO
~ 11

I 1 I I I I
I Ils.20mmI 3 I 4

30 - 3S mm
-p

CJ I Sa I(6~}s.: 1
./

I Sb 1
20·2Smm



Phu luc II
VIET HOA TRONG VAN BAN HANH CHINH

(Kern thea Quyet dinh s6:1t.f..lQD-DHDL ngayllthimg.£narn 2020 cua
Hieu truang Truimg Dgi h9CDi¢n luc)

I.VIET HOA vi PHEP flAT CAU.
ViSt hoa chir cai dAu am tiSt thir nh~t cua mot cau hoan chinh: Sau

d~u cham cau (.); sau d~u cham hoi (?); sau d~u ch~m than (!) va khi xuong
dong.

II. VIET HOA DANH TU RIENG CHi TEN NGU(lI

1. Ten nguoi Vi~t Nam
a) Ten thong thirong: ViSt hoa chit cai dAu t~t ca cac am tiSt cua

danh til rieng chi ten ngiroi. Vi du: Nguyen Ai Quoc, TrAnPhu, ...

b) Ten hieu, ten goi nhan v~t lich sir: ViSt hoa chir cai dAut~t ca cac
am tiSt. Vi du: Vua Hung, Ba Trieu, Ong Giong, Bac H6, Cu H6, ...

2. Ten nguoi mroc ngoai diroc phien am chuyen sang tieng Vi~t

a) Truong hop phien am sang am Han - Viet: ViSt theo quy t~c viet
ten ngiroi Vi~t Nam. Vi du: Kim Nh~t Thanh, Mao TqlCh Dong, Thanh Cat
Tu Han, ...

J

:::

b) Truong hop phien am khong sang am Han - Viet (phien am tnrc
tiSp sat cach dQc cua nguyen ngii'): ViSt hoa chii' cai dAu am tiSt tht'r nh~t
trong m6i thanh phAn. Vi dw Vla-di-mia I-lich Le-nin, Phri-drich Ang­
ghen, ...

III. VIET HOA TEN fllA LY
1. Ten dia ly Vi~t Nam

a) Ten don vi hanh chinh dugc c~u t~o giii'a danh til chung (tinh,
thanh ph6 tr\!,c thuQc trung uang; huy~n, qu~n, thi xa, thanh ph6 thuQc tinh,
thanh ph6 thuQc thanh ph6 tr\!,c thuQc trung uang; xa, phuOng, thi tr~n) vai
ten rieng cua dom vi hanh chinh do: ViSt hoa chii' cai dAu cua cac am tiSt
t~o thanh ten rieng va khong dung g~ch n6i. Vi d\l: thanh phi>Thai Nguyen,
tinh Nam Dinh, ...

b) Truang hgp ten dan vi hanh chinh dugc c~u t~o giii'a danh til
chung kSt hgp vai chii' s6, ten nguai, ten s\!, ki~n lich su: ViSt hoa ca
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danh tir chung chi dan vi hanh chinh do. Vi du: Quan 1, Phuong Dien
Bien Phu, ...

c) Truong hop viSt hoa d~c biet: Thu do Ha NQi, Thanh ph6 H6
Chi Minh

d) Ten dia ly diroc c~u tao giira danh tir chung chi dia hinh (song,
nui, h6, bien, cira, ben, c~u, viing, lach, vam, ...) voi danh tir rieng (co mot
am tiSt) tro thanh ten rieng cua dia danh do: ViSt hoa t~t ca cac chtr cai tao
nen dia danh. Vi du: Cira Lo, Vfing Tau, Lach Truong, Yam co, C~u
Giay, ... Truong hop danh tir chung chi dia hinh di li@nvoi danh tir rieng:
Khong viSt hoa danh tir chung rna chi viSt hoa danh tir rieng. Vi du: bien
Cira Lo, cho BSn Thanh, song Yam co, vinh H~ Long, ...

d) Ten dia ly chi mot vung, mien, khu V\ICnh~t dinh duoc c~u tao
bang tir chi phirong huang kSt hop voi tir chi phirong huang khac: ViSt hoa
chu cai d~u cua t~t ca cac am tiSt t~o thanh ten gQi. D6i vai ten dia ly chi
vling, mi@nrieng duqc c~u t~o b~ng tiT chi phuang huang kSt hqp vai danh
tiT chi dia hinh thi viSt hoa cac chfr cai d~u m6i am tiSt. Vi dv: Tay Bic,
Dong Bic, Bic BQ,...

2. Ten dia ly nuac ngoai duqc phien am chuyen sang tiSng Vi~t

a) Ten dia ly da duqc phien am sang am Han - Vi~t: ViSt theo quy
tic viSt hoa ten dia ly Vi~t Nam. Vi dv: Bic Kinh, Binh Nhuang, Phap,
Anh, ...

b) Ten dia ly phien am khong sang am Han - Vi~t (phien am tf\Ic tiSp
sat cach dQc cua nguyen ngfr): ViSt hoa theo quy tic viSt hoa ten nguoi
nuac ngoai quy dinh t~i diem b khoan 2 M\lc II Ph\ll\lc nay. Vi d\l: Mat­
xco-va, Men-ban, ...

IV. VIET HOA TEN CO QUAN, TO CHUC

1. Ten ca quan, t6 chilc cua Vi~t Nam

a) ViSt hoa chfr ccii d~u cua cac tiT, c\lm tiT chi lo~i hinh co quan, t6
chilc; chilc nang, 11nhV\lCho~t dQng cua ca quan, t6 chilc. Vi d\l: Ban Chi
d~o Trung uang v@Phong ch6ng tham nhiing, Van phong Chu tich nuac,
BQ Tai nguyen va Moi truOng, T~p doan Di~n l\IC Vi~t Nam, HQi d6ng
nhan dan tinh San La, Sa Tai chinh, ...
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b) Truong hop viSt hoa d~c biet: Ban chfip hanh Trung uong Dang
Cong san Viet Nam, Van phong Trung uong Dang, ...

1. Ten co quan, t6 chirc mroc ngoai

a) Ten co quan, t6 chirc mroc ngoai da dich nghia: ViSt hoa theo quy
t~c viSt ten co quan, t6 chirc cua Vi~t Nam. Vi du: Lien hop quoc (UN), T6
chirc Y tS thS gioi (WHO), ...

b) Ten co quan, t6 clnrc mroc ngoai duoc su dung trong van ban a
dang viSt t~t: ViSt bang chfr in hoa nhu nguyen ngfr hoac chuyen tu La-tinh
neu nguyen ngit khong thuoc h~ La-tinh. Vi du: WTO, UNDP, UNESCO,
ASEAN, ...

V. VIET HOA cAc TRUONG H<}P KHAc
1. Danh tir thuoc tnrong hop d~c biet: Nhan dan, Nha mroc,

2. Ten cac huan chuang, huy chuang, cac danh hieu vinh du: ViSt
hoa chir cai d~u cua cac am tiSt cua cac thanh phan tao thanh ten rieng va
cac tir chi thir, hang, Vi du: Huan chuong Sao vang, Nghe si Nhan dan,
Anh hung Lao dQng,...

3. Ten chuc V\l, hQc vi, danh hi~u: ViSt hoa ten chuc V\l, hQc vi nSu
di IiSn voi ten nguai C\l thS. Vi d\l: Chu tich Qu6c hQi, Thu tuong Chinh
phu, Giao su Ton Thfit Tung, ...

4. Danh tu chung da rieng hoa

ViSt hoa chil cai d~u cua tu, c\lm tu chi ten gQi do trong truOng hqp
dung trong mQt nhan xung, dUng dQc I~p va thS hi~n sg tran trQng. Vi dw
Bac, Nguai (chi Chu tich H6 Chi Minh), Dang (chi Dang CQng san Vi~t
Nam), ...

5. Ten cac ngay IS, ngay ky ni~m: ViSt hoa chil cai d~u cua am tiSt
tlilothanh ten gQi ngay IS, ngay ky ni~m. Vi d\l: ngay Qu6c khanh 2-9, ngay
T6ng tuySn cu d~u tien, ngay Qu6c tS Lao d9ng 1-5, ngay Ph\l nil Vi~t
Nam 20-10, ...

6. Ten cac IOlilivan ban: ViSt hoa chil cai d~u cua ten IOlilivan ban va
chil cai d~u cua am tiSt thu nhfit tlilothanh ten gQi cua van ban trong truOng
hqp noi dSn mQt van ban C\l thS. Vi d\l: BQ lu~t Hinh sg, Lu~t T6 chuc
Qu6c hQi,...
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7. Tnrong hQP vien dfin phan, chuang, muc, tieu muc, diSu, khoan,
diSm cua mQt van ban cu thS thi viSt hoa chi! cai d~u cua phan, chuang,
muc, tiSu muc, diSu.

Vi du:
- Can cir diSm a khoan 2 DiSu 103 Muc 5 Chuang XII Ph~n I cua BQ

Iu~t Hinh S\I.
- Theo quy dinh tai diem a khoan I DiSu 24 TiSu muc 1 Muc 1

Chuang
III cua Nghi quyet s6 351120171UBTVQH14.

8. Ten cac nam am lich, ngay tSt, ngay va thang trong nam
a) Ten cac nam am lich: ViSt hoa chu cai d~u cua t~t ca cac am tiSt

tao thanh ten goi. Vi du: Ky Ty, Tan HQ'i,Mau Tu~t, Mau Than, ...
b) Ten cac ngay tSt: ViSt hoa chir cai d~u cua am tiSt thir nhat t«;1O

thanh ten goi. Vi du: tSt Nguyen dan, tSt Doan ngo, tSt Trung thu. ViSt hoa
chfr TSt trong tnrong hQPthay cho tSt Nguyen dan.

c) Ten cac ngay trong tu~n va thang trong nam: ViSt hoa chfr cai d~u
cua am tiSt chi ngay va thang trong truOng hQP khong dung chfr s6. Vi d\l:
thu Hai, thu Tu, thang Nam, thang Tam, ...

9. Ten cac S\I ki~n Iich sir va cac triSu d«;1i:ViSt hoa chfr cai d~u cua
cac am tiSt t«;1othanh S\I ki~n va ten S\I ki~n, trong truOng hQP co cac con s6
chi m6c thai gian thi ghi b~ng chfr va viSt hoa chfr do. Vi d\l: TriSu Ly,
TriSu Tr~n, Phong trao xo viSt Ngh~ TInh, Cach m«;1ngthang Tam, ...

10. Ten cac tac ph~m, sach bao, t«;1pchi: ViSt hoa chfr cai d~u cua am
tiSt thu nh~t t«;1Othanh ten tac ph~m, sach bao. Vi d\l: til diSn Bach khoa
toan thu, t«;1pchi CQng san, ...



Phl}. luc III
BANG CHUVIET TAT TEN LO~I VAN BAN

(Kernthea Quy~tdinh s6:!.If.f.IQD-DHDL ngay}«thimg.J.narn 2020 cua Hieu
truong TruOng Dai h9C Dien 11!c)

I. BANG CHU VnLT TAT TEN LO~I VAN BAN HANH CHiNH vA
BAN SAO VAN BAN

STT Ten loai van ban Chii' vi~t tit
1. Nghi Quyet (ca biet) NQ
2. Quyet dinh (ca biet) QD
3. Quy chS QC
4. Quy dinh QyD
5. Thong bao TB
6. Huang d~n HD
7. Chuong trinh Ctr
8. Ke hoach KH
9. Phuong an PA
10. De an DA
11. Dir an DA
12. Bao cao BC
13. Bien ban BB
14. Tatrinh TTr
15. Hgp dong HD
16. Ban ghi nho BGN
17. Ban thoa thuan BTT
18. Giay uy quyen GUQ
19. Gilly moi GM
20. Gilly gioi thieu GGT
21. Gilly nghi phep GNP
22. PhiSu giri PG
23. Phieu chuyen PC
24. Phieu bao PB

Ban sao van ban
1 Ban sao y SY
2 Ban trich sao TrS
3 Ban sao luc SL
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II. MAuTRINH BAY VAN BAN HANH CHiNH, PHl) Ll)C VA BAN
SAO VAN BAN

1.Mill trinh bay van ban hanh chinh

M~u 1.1 Nghj quyet (ca biet)

M~u 1.2 Quyet dinh (ca biet) quy dinh tnrc tiSp

M~u 1.3 Quyet dinh (ca biet) quy dinh gian tiSp

M~u 1.4 Van ban co ten loai

M~u 1.5 Cong van

M~u 1.6 Cong dien

M~u 1.7 Gi~y moi

M~u 1.8 Gi~y gioi thieu

M~u 1.9 lEien ban

M~u 1.10 Gi~y nghi phep

~.Mill trinh bay phu luc van ban

M~u 2.1 tph\ll\lc van ban hanh chinh gi~y

M~u2.2 tph\ll\lc van ban hanh chinh dien tir

~.Mill trinh bay ban sao van ban

M~u 3.1 lEan sao sang dinh dang gi~y

M~u 3.2 lEan sao sang dinh dang di~n nr
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MOul.l- Nghi quyit (ca biet)

BOCONG1BUONG(l) CONGHOAxAHOICmJNGHiA VIETNAM
TRUONG D~I HQC DI~N LVC(2)· DQC l~p - TV do - H~nh phuc·

S6: .lQD-HDT(3) Ha Noi, ngay thang. ndm 20 (4)

NGHJQUYET
V~vi~c (5) .

HOI DONG TRUONG
TRUONG D~I HQC DItN LljC (6)

C~n c~ ,i oAu chfun ph<1y

Can cu ;..................................................................................................o 'I -D-Au-c-hfun--'

QUYET NGHJ:I DAuhai chAm 1

............................................... (7) ..
,_____, .

.......................................................................................... .1.
Nai nh(in:(8)
- Nhir di~u ...... ; TM. HOI DONG TRUONG

CHUTICH.................,
- Liru: VT, don vi soan thao, (9);....(10)

(Ky, dong dau)

HQ va ten

(1) Ten co quan, t6 clnrc chu quan tnrc tiep: co chtr 13, in hoa, dirng, khong dam;
(2) Ten co quan ban hanh van ban: co chtr 13 - 14, in hoa, d~m;
(3) Chfr viet t~t ten co quan, t6 chirc ban hanh Nghi quyet co chtr 14, in thuong, dirng;
(4) Dia danh, ngay, thang, nam: eo chtr 13 - 14, in thuong, nghieng;
(5) Trich ySu nQi dung cua Nghi quyet: co chfr 13 - 14, in thirong, dirng, d~m;
(6) ThAm quyen ban hanh Nghi quyet: eo chtt 13 - 14, in hoa, dirng, d~m;
(7) NQi dung cua Nghi quyet: co chtr 13 - 14, in thuong, nghieng;
(8) TiI "NO'inhan": co chtr 12, in thuong, nghieng, darn;
(9) Chir viSt t~t ten dan vi soan thao, s6 lUQ11gban hru (neu can): co chfr 11, in thuong, dung.
(10) Ky hieu nguai so~n thao va s6 lm;mg ban phat hanh (nSu d.n): co ehu 11, in thuemg,
dUng.
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Maul.2- Quvit ilinh guy ilinh truc tiip

BO CONG THVONG(1) CONGHoA xAHOIcnu NGHiA\'ItT NAM
TRUONGD~I HQC DI~N LljC(2) D(}cl~p - Tl}' do - H~nh phuc

Sf,: .lQD-DHDL(3) HaN9i, ngay ....... thdng....... nam 20...... (4)

QUYETDJNH,Ve vi~c (5) .

Hl¢U TRUONG TRUONG D~I HQC DI~N Ll/C (6)

Can cu Quyet dinh 4010IQD-BCT ngay 06110/2016 cua B(j truong B(j
Cong thuong v~ viec Quy dinh chuc nan , nhiem v¥, quyen han va co cdu t6
chuc cua Truong Dai h9CDien [lIC; D~u_ch~mph~y (7)

Can cu Quyet dinh s6 20IQD-HDT ngay 01110/2019 cua cs: tich H(ji
a6ng truang Truong Dai hoc Dien [lICBan hanh Quy chi t6 chuc va hoat a(jng
cua Truong Dgi h9CDien [lIC; I D~u ch~mph~y I

C~ ,an cu ;
Thea a~nghi () I D~u ch~m

QUYET DJNH: I D~uhai ch~ I
I D~uch~m I

Di~u 1 (8) .

Di~u 2 .

Di~u 3 .1.
Nui nh{in:(9)
- Nhu di6u ...... ; HIEUTRUONG

(hogc KT. HI~U TRUONG
PHD HI~U TRUONG)

.................,
- Luu: vr, don vi soan thao. (10); ....(11)

(Ky, d6ng dau)

HQ va ten

(1) Ten co quan, t6 chirc chu quan true tiep: eo chu 13, in hoa, dung, khong d~m;
(2) Ten co quan ban hanh van ban: eo chtr 13 - 14, in hoa, d~m;
(3) CM viet t~t ten co quan, t6 chirc ban hanh Quyet dinh eo ehfr 14, in thuang, dUng,;
(4) Dja danh: eo eM 13 - 14, in thuang, nghieng;
(5) Trieh y~un(ji dung eua Quy~t djnh: eo ehfr 13 - 14, in thuang, dUng;
(6) Th~mquy~nban hanh Quy~t djnh: eo ehfr 13 - 14, in hoa, d(mg, d~m;
(7) Cae dm eu de ban hanh Quy~t dinh: eo eM 13- 14, in thuang, nghieng;
(8) N(ji dung Quy~t djnh: eo ehfr 13 - 14, in thuang, dung;
(9). Til "Nai nh~n": eo ehfr 12, in thuang, nghieng, d~m.
(10) Chfrvi~t t~t ten dan vi so~nthito, s6 luqng ban luu (n~u c~n):eo ehfr 11, in thu(mg, d(mg.
(11) Ky hi¢u nguai so~nthao va s6 luqng ban phat hanh (n~udn): eo ehfr 11, in thuang, d(mg.
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MOuI.3- Quv;t dinh (quy dinh gitin ti;p) *

BO CONG1H(JONG(l) eONG HoA xA HOI em) NGHiA vrer NAM
TRUONG D~I HQC Dl¢N LVC(2) DQC l~p - Tv do - H~nh phuc

S6: .lQD-DHDL(3) Ha N(Ji, ngay thdng. ndm 20 (4)

QUYETDJNH
Ban hanh (Pheduy~t) (5) .

HlE:U TRUONG TRUONG D~I HQC DI:¢N LT/C (6)

Can cu Quyet dinh 4010IQD-BCT ngay 06110/2016 cua B<} truong B<}
Cong thuong v~ viec Quy dinh chuc nan , nhiem v¥, quyen han va co cdu t6
chuc cua Truong Dai h9CDien lice; D~u ch~mph~y (7)

Can cu Quyet dinh s6 20IQD-HDT ngay 01110/2019 cua cn« tich H<}i
a6ng trueing Truong Dai h9CDien liceBan hanh Quy chi t6 chuc va hoat a<}ng
cua Truong Dt;zih9CDien luc; I D~u ch~mphfiy I

C~ ,an CLf ................................•................................................ ;

Theo a~nghi () I D~uch~

QUYET DJNH: I D~uhai ch~m

I D~uch~m I
Di~u 1 (8) ..

Di~u 2 .
.............................................................................................................................

Di~u 3 .1.
Noi nh~n:(9) HIEU TRUONG
- Nhu di~u ...... ; (ho~c KT. HI.¢U TRUONG
................. , PHD HIE.-U TRUONG)- Liru: VT, don vi soan thao. (10);....(11)

(Ky, d6ng dau)

Ho va ten.

* Mftu nay ap dung d6i voi cac Quyet dinh ban hanh hay phe duyet mQt van ban khac;
(1) Ten co quan, t6 chirc chu quan true tiep: cO'chu 13, in hoa, dung, khong d~m;
(2) Ten co quan ban hanh van ban: cO'cM l3 - 14, in hoa, d~m;
(3) Chi! vi€t tit ten ca quan, t6 chuc ban hanh Quy€t dinh cCrchi! 14, in thuang, dUng, ;
(4) Dia danh: cO'chi! 13 - 14, in thuang, nghieng;
(5) Trich y€u nQi dung cua Quy€t djnh: cO'chct 13 - 14, in thuang, dung;
(6) Thfrm quy~n ban hanh Quy€t djnh: cO'chi! 13 - 14, in hoa, dUng, d~m;
(7) Cac can cu d~ ban hanh Quy€t dinh: cCrchi! 13 - 14, in thuang, nghieng;
(8) NQi dung Quy€t djnh: cCrchct 13 - 14, in thuang, dung;
(9). Tir "Noi nh~n": cO'chi! 12, in thuang, nghieng, d~m.
(10) Chi! vi€t tit ten dan vi SO<;lnthao, s6luQ11g ban luu (n€u c~n): cCrchi! 11, in thuang, dUng.
(11) Ky hi~u nguai sO<;lnthao va s6 luQ11gban phat hanh (n€u cftn): cCrchct 11, in thuang, dUng.
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Miu van ban (duQ'c ban hanh, phe duy~t kern theo quy~t djnh) dBi vOi van
bangi~y __

BO CONG THVdNG
TRUONG D~I HQC DI~N LT/C

CONG HoA xA HOI CHiT NGHiA VIET NAMo 0 0

DQc l~p - T\I' do - H~nh phuc

TEN LOAI VAN BANo

............. 1 .
(Kern thea Quyet dinh s6 ...IQD- DHDL ngay thang ... ndm ... cua ... Hieu

truong Truong Dgi h9C Dien luc) 2

........ 3 .

Di~u 1 .
Di~u 2 .

DO"leu ...
........................................................................................I

Ghi chu:
(1) Trich ySu nQi dung cua van ban.
(2) S6, ky hieu, thai gian ban hanh va ten co quan ban hanh cua Quyet dinh,
(3) NQi dung van ban kern theo.
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Miu van ban (dU'Q'cban hanh, phe duy~t kern theo quy~t dinh) d6i vOi van
ban di~n til' (*)

s6: ...4 ; ngay/thang/nam; gio: phut: giay 5

BO CONG THUONG CONGHoA xA HOIcan NGHiAvrtr NAM
TRUONGD~I HQC DI:eNLVC J)qc lip - TV do - H~nh phuc

TEN LO~I VAN BAN
............. 1.........•

(Kern thea Quyit dinh s6 ...IQD- DHDL ngay ... thang ... ndm ... cua... Hieu
truong TruongD~i h9C Dien 11!c)2

........ 3 ..

J)i~u 1 .
J)i~u 2 .
J)i~u .
.................................................................................. .../

Ghi chu: * M~u nay ap dung d6i voi van ban di~n til kern thea khong cling t~p tin voi n9i
dung Quyet dinh ban hanh hay phe duyet.
(1) Trich y~u noi dung cua van ban.
(2) U6i voi van ban dien til, khong phai diSn thong tin tai cac vi tri nay.
(3) N9i dung van ban kern theo.
(4) S6 va ky hieu Quyet dinh ban hanh hay phe duyet.
(5) Thai gian ky s6 cua ca quan, t6 clnrc (ngay thang nam; gio phut giay; mui gio Viet Nam
thea tieu chuan ISO 8601).
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MAu 1.4 - Van ban co ten Io~i

BO CONG THUONG (1) CONGHoA xA HOI CHi) NGHiA ~T NAM
TRUONG I)~I HQC I)l~N LT/C(2) DQcl~p - Tv do - H~nh phuc

86: .1 (3)-DHDL(4) Ha N(Ji, ngay thang. ndm 20 (5)

TEN LO~I VAN BAN (6)

........ (7) .

........ .(8) .
.. "" .." " " " .

/

Nil; nh~n:
....................., HIEUTRUONG

(hoac KT. Hl~U TRUONG
PHD HI~U TRUONG)

.................,
- Liru: VT, don vi soan thao, (9) ... (10).

(Ky, dong d~u)

HQva ten

Ghi chu:
(1) Ten CO" quan, t6 chirc chu quan tnrc tiep (n~u co).
(2) Ten co quan, t6 chirc hoac chirc danh nha mroc ban hanh van ban.
(3) Chlr vi~t tit ten loai van ban.
(4) Chtr vi~t tit ten co quan ban hanh van ban.
(5) Dia danh.
(6) Ten Ioai van ban Mdu nay ap dung chung d6i voi cac hinh thirc van ban hanh chinh co ghi ten loai
g6m: quy ch~, quy dinh, thong bao, huang ddn, chuang trinh, k~ hoach, phirong an, d€ an, du an, bao
cao, to-trinh, gifty uy quyen, phieu giri, phieu chuyen, phieu bao,
(7) Trich y~u nQi dung van ban.
(8) NQi dung van ban.
(9) Chir vi~t tit ten don vi soan thao va s6 luong ban hru (neu cAn).
(l0) Ky hieu ngiroi soan thao van ban va s5 hrong ban phat hanh (neu cAn).

---------------------------------- - ---
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M~u 1.5 - Cong van

BO eDNG TRUdNG (1) CQNGHoA xA HQI CHiJ NGHiA VJlT NAM
TRUONG D~I HQC Dl~N LVC(2) DQc l~p - TV do - H~nh phuc

s6: .1DRDL(3)- (4)
V/v 6 .

Ha N9i, ngay thdng. ndm 20 (5)

Kinh giri:
....................................... "

....................................... (7) .

............... , .
/

Nui nh~n:
..................... ,

HItU TRUONG
(hogc KT. HItU TRUONG
PHO HItU TRUONG)

................. ,
- Liru: VT, don vi soan thao(8), (9).

(Ky, dong d~u)

HQ va ten

............................................................ (10) .
Ghi clue
(1) Ten CO' quan, t6 chirc chu quan tnrc ti@p(n@uco).
(2) Ten co quan, t6 chirc hoac chirc danh nha mroc ban hanh cong van.
(3) Chtr viet tilt ten co quan ban hanh cong van.
(4) Chit vi@ttit ten don vi soan thao cong van.
(5) Dia danh.
(6) Trich yeu nQi dung cong van.
(7) NQi dung cong van.
(8) Chfr vi@ttilt ten don vi soan thao va s6 IUQ11gban hru (n@udn).
(9) Ky hieu nguoi soan thao van ban va s6 hrong ban phat hanh (n@ucan).
(l0) Dia chi co quan, t6 chirc; thu dien tir; trang thong tin di~n tir; s6 dien thoai; s6 Fax (neu cAn).
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Miu 1.7 - Gi§y mot

BO CONG THUdNG (1) CONGHOAxAHOICHiTNGHiA VIE:TNAM
TRUONG D~I HQC DlE:N LVC(2) DQc l~p - T\f do - H~nh phuc

S6: .I GM-DHDL(3) Ha Noi, ngay ....... thdng ....... ndm 20 ...... (4)

GIAYMClI
........ (5) .

.... .. (2) , tran trong kinh moi: (6) ..
T6i du 7 .

Chu tri
Th " .0'1glan .
rv: di ;:.LIla lem .

............................................ .8 .1.

Nui nh~n:
....................., HIEU TRUONG

(ho~c KT. HlE:U TRUONG
PHO HItU TRUONG)

................. ,
- Liru: VT, don vi soan thao, (9) ... (10).

(Ky, dong d~u)

Ho va ten.

Ghi chu:
(1) Ten co quan, t6 chirc chu quan true ti~p (n~u co).
(2) Ten co quan, t6 clurc ban hanh giAymaio
(3) Chi! vi~t tit ten co quan, t6 chirc ban hanh giAymaio
(4) Dia danh.
(5) Trich y~u nQi dung cuoc hQP.
(6) Ten co quan, t6 chirc hoac ho va ten, chirc vu, don vi cong tac cua nguoi diroc moi.
(7) Ten (nQi dung) cua cuoc hQP, hQi thao, hQi nghi v.v ...
(8) Cac vAnd~ cAn hru y.
(9) Chi! vi~t tit ten dan vi soan thao va s6 hrong ban hru (neu can).
(10) Ky hieu nguoi soan thao van ban va s6lm;mg ban phat hanh (n~u dn).
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Miu 1.8 - Gifty giOi thi~u

BO CONG THUONG (1) CONGHoA xA HOI em)NGHiA vrer NAM
['RUONG I)~I HQC I)l~N Ll/C(2 DQc l~p - Tt! do - H~nh phuc

S6: .IGGT-DHDL(3) Ha N9i, ngay thdng. nam 20 (4

GIAy Glen THI~U
2 A • ,. hi A..................... .. tran trong glO'lt l(fU:

A 5Ong (ba) .

Chirc V\1: .

Duoc ell d~n: 6 .

V~ viec: .

B~ nghi Quy co quan tao di~u kien d~ ong (ba) co ten a tren hoan thanh nhiem
V\1.

G·~ , ,. , . d~ h~ , /lay nay co gia tri en et ngay...................................................................... .

NO'inh~n:
- Nhu tren;
-Luu: VT.

TL. HI~U TRUONG
KT. TRUONG PHONG HCQT

PHO TRUONG PHONG

(Ky, dong d~u)

HQ va ten

Ghi chsi:
(1) Ten cc quan, t6 chirc chu quan true ti~p (neu co).

(2) Ten co quan, t6 chirc ban hanh van ban (dp giAy gioi thieu),

(3) Chtr vi~t tit ten co quan, t6 chirc ban hanh van ban.

(4) Dia danh.

(5) HQva ten, chirc vu va dan vi cong tac cua ngiroi diroc gioi thieu.

(6) Ten co quan, t6 chirc duoc gioi thieu toi lam viec,
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M~u 1.9 - Bien ban

BO CONG THUdNGl CQNG HOA xA HQI CHU NGHiA VI¥T NAM
TRUoNG f)~I HQC f)I~N LVC 2 DQc l~p - Tl}' do - H~nh phuc

:... 3So.... IBB-DHDL

BIEN BAN
4........ . .

Th " . b:' d},eYlgran at au: .
?

Dia diem: .

Thanh phan tham dir: .

Chu tri (chu toa): .

Thu ky (ngiroi ghi bien ban): .

NQi dung (theo dien bi~n cuoc hop/hoi nghi/hoi thao): .

CUQCh9P (hoi nghi, hQi thao) k~t thuc vao .... gio ...., ngay .... thang .... nam .I. .-
j

THUKY
(Chit IcY)

CHUTQA
(Chit IcY ella ngutii co thdm quyen,

ddu/ChftIcY s6 ella co quan, t6 ehUe(niu eo))5

HQ va tcn
HQ va ten

Noi nhQ.n:

- LUll: VT, don vi soan thao,

Ghi chit:
(1) Ten CO' quan, t6 clnrc chu quan tnrc ti~p (neu co).

(2) Ten CO' quan, t6 chirc ban hanh van ban,

(3) Chit vi~t t~t ten CO' quan, t6 chirc ban hanh van ban.

(4) Ten cuoc hQP, h9i nghi, hoi thao.

(5) Ghi chirc vu chinh quyen (n~u can).



13

Miu 1.10 - Gi§y nghi phep

BO CONG THUdNG (1) CQNGHoA xA HQI cnu NGHiA ~T NAM
fRUO'NG D~I HQC DI~N LVC(2 DQc l~p - TV do - H~nh phuc

S6: .IGNP-DHDL(3) Ha N9i, ngay thong. nam 20 (4

GIAv NGHi PHEP

Xet Dan d~ nghi nghi phep ngay cua ong (ba) .
2 ~.......................................................................................................... cap cho:

~ , 5Ong (ba): .

Chirc V\l: .

Duoc nghi phep trong thai gian k8 til ngay d~n h~t ngay
........ tai 6 •.•.•...............•.......•..•

S~ , hi he ~ t ~ d ' h ' thoi . 7 /o ngay ng 1 p ep neu ren tree tin vao 0'1 gran .

Nui nh(in:
8

•• 0 •••• ,

_Luu: VT, ... 9 .•.

HIEUTRUONG
(hogc KT. HI~U TRUONG
PHO HIEU TRUONG)

(Ky:dong d~u)

Xac nhdn cua co quan (t6 chuc) hoac
chinh quyen dia phuong noi nghi phep

(niu can)
(Chii ky, ddu)

HQ va ten

Ghi chit:

(1) Ten co quan, t6 chirc chu quan tnrc ti~p (neu co).

(2) Ten cc quan, t6 chirc cApgi~y nghi phep.

(3) Chfr vi~t t~t ten CO' quan, t6 chirc c~p gi~y nghi phep,

(4) Dia danh.
(5) H9 va ten, chirc vu va dan vi cong tac cua nguoi duoc dp gi~y phep,

(6) NO'inghi phep

(7) Thai gian nghi phep thea Lu~t lao dQng (nghi h~ng nam co luang ho~c nghi kh6ng huang
luang ho~c nghi vi~c rieng rna van huang nguyen luO'ng ... ).

(8) Nguai duQ'c cAp gi~y nghi phep.

(9) Chfr vi~t t~t cua dan vi so~n thao va s6 IUQ'ngban lUll (n~u cAn).
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Mio 3.1- Ban sao sang djnh dang gifty

BO CONG THU'dNG CQNGHoA xAHQI CHiJ NGHiA VI¥T NAM
TRUONG D~I HQC DlE:N LVC Dqc l~p - Tl! do - H~nh phuc

S6: .I GM-DHDL Ha N9i, ngay thdng. ndm 20 .

TEN LO~I vAN BAN

........................................................................................... .1.

Not nh~n:

-Luu: VT, .

HIEU TRUONG
(hoac KT. HItU TRUONG

PHO HIEU TRUONG)
(Ky, dong d~u)

HQ va ten

TRUONGf)~I HQC f>ItN LVC(2) I............................
Ha N(Ji, ngay ... thdng ... ndm ...6

Nui nh~n:

-Liru: VT, .

TL. HIEU TRUONG 7

KT. TRuoNG PHONG HCQT
PHO TRUONG PHONG

(Ky, dong d~u)

HQ va ten

Ghi chu:

(1) Hinh thirc sao: "SAO y" hoac "SAO Ll,JC" hoac "TRICH SAO".

(2) Ten co quan, t6 chirc thirc hien sao van him.

(3) se him sao.

(4) Ky hieu him sao.

(5) Chir viSt t~t ten co quan, t6 chirc sao van him.

(6) Dia danh.

(7) Ghi quyen han, chirc vu cua nguoi ky him sao.
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Miu 3.2 - Ban sao sang djnh dang di~n til

1 2 ' Ith' gI - ., ht ." 3...... ;...... ngay an nam; gio: put: giay

BO CONG THVONG CQNG HOA xA HQI CHU NGHiA VI~T NAM
TRUONG D~I HQC DI~N LT!C DQcl~p - T\f do - H~nh phuc

S6: .. .I ......
IT' ]l.T"·' h ' -rta Iv91, ngay ...... t ang ...... nam........

TEN LO~I VAN BAN

........................................................................................................................... 1.

Nui nhi)n:

- Liru: VT, .....

HIEUTRUONG
(ho~c KT. HI~U TRUONG

PHD HIEU TRUONG)
(Ky, dong dau)

HQ va ten

Ghi chu:
(1) Rinh thirc sao: "SAO y" hoac "SAO Ll)C" hoac "TRiCR SAO".

(2) Ten C(J quan, t6 chirc thuc hien sao van ban.

(3) Thai gian ky s6 cua co quan, t6 chirc thuc hien sao van ban.
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Ph\ll\lcIV
MAu VE QUAN LY VAN BAN

(Kern thea Quyet dinh s61f.fIQD-DHDL ngay ,J1.thang !i.narn 2020
cua Hieu truong Truimg Dgi h9C Dien luc)

I. MAu so DANG KY VAN BANDI

1. B ia va trang ddU

A J.Quyen so: ....

BO CONG THVONG
TRUoNG D~I HQC DltN LVC

so DANG KY VAN BANDI

Nam: .

,T~ ngay ain _{nga? .
Tu so aen so .

2. NQi dung dang ky van ban di

T6i thieu gom 10 nci dung:

sA,ky Ngay Ten Ioai va Noi Don vi, sAtrich y~'unQi Nguoi nh,n ngU'(ri Ngay Ky Ghi
hi~u thang dung ky van nh,n ban IU'Q1lg chuy~n nh,n chu

van ban van ban van ban ban hru ban

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)
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II. MAu BI VAN BAN

Bi~u
tuong cua
co quan
(neu co)

TRUONG D~I HQC DI~N LT!C
Dia chi .
Di~n thoai: Fax: .
E-mail: Website: .

So/ky hieu van ban: ..

Kinh gui: .

III. MAu so GUI VAN BAN DI BUU DI.E:N

1. Bia va trang d~u

BO CONG THVONG
TRUoNG D~I HQC DI.E:NLl/C

so GUI VAN BANDI BUU DI.E:N

Nam: .

7'" ;fA'
~U ~gay -;..u~nngay .

Tu so den so .

A "Quyen so: ....

2. NQi dung dang ky giri van ban di buu dien

T6i thieu g6m 06 nQi dung:

Ngay sa, ky hi~u " Ky nh~n va diu
Noi nh~n van ban SolU'Q'Ilg Ghi chu

chuy~n van ban bi biru di~n

(1) (2) (3) (4) (5) (6)
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IV. MAD so sir Dl)NG BAN LUU
1. Bia va trang d~u

Nam: .......

BO CONG THlfdNG
TRUoNG D~I HQC DI.¢N Ll)'C

so sir Dl)NG BAN LUU

T " /t':,
U n~ay .:" ue,:nn~ay .

Tu so den so .

A I-Quyen so: ....

2. NQi dung dang ky sir dung ban hru

T6i thieu g6m 09 nQi dung:

HQ ten S8, ky hi~u Ten loai va S8 va Nguoi
Ngay ky Ky Ngay Ghi

ngmri Stf ngay thing trich y~·unQi cho phep
thing dyng van ban dung van ban hi~u nh,n tra Stf dung chu

HS

(1) (2) (3) (4) (5) (6) (7) (8) (9)
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V.MAu DAu "BEN": duoc khac s£n, hinh chtt nhat, kich thuoc 35mm x 50mm

50mm
TRUONG D~I HQC DI~N Ll/C

BEN
S6: .....................
Ngay: ..................

?

Chuyen: .........................
sava ky hi~u HS: .............

VI. MAu so nANG KY VAN BAN BEN

1.Bia va trang dAu

Nam: .

BO CONG THVdNG
TRUoNG B~I HQC BItN LVC

so BANG KY VAN BAN BEN

'T'." ;I_: ,
1.U ng_ay; ue_:nn~ay .

Tu so den so .

;:. I-Quyen so: ....

2. Noi dung dang ky van ban d~n
T6i thieu gom 10nci dung:

Sa,ky Ngay Ten loai va Don v]
Ngay sa Tac trich ylu nQi ho~c Ngay Ky Ghi
d~n d~n gia hi~u van thang ngU'm chuy~n nh~n chu

ban van ban dung van ban nh~n

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)
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VII. MAU PHIEU GIAI QUYET VAN BAN DEN

TRUONG D~I HQC Dl¢N r.uc CQNG HOA xA HQI CHU NGHiA Vl¢T NAM
DQcl~p - T\f do - H\lnh phuc

Ha N9i, ngay ... thong ... ndm ......

PHIEU GIAI QUYET VAN BANDEN
(Ten loai; s6 va ky hieu; ngay, thang, nam; co quan ban hanh

va trich y~unQidung van ban d~n)

1.Y ki~n cua Hinhd\lo Truong D\li hoc Di~n l\fc:
- Giao don vi, ca nhan chu tri;
- Giao cac don vi, ca nhan tham gia ph6i hQ'Pgiai quyet van ban d~n (neu e6);

- Thai han giai quyet d6i voi m6i don vi, ca nhan (neu co);

- Ngay thang eho y ki~n phan ph6i, giai quyet.

2. Y ki~n cua lanh d\lo don vi
- Giao eho ca nhan; thai han giai quyet d6i voi ca nhan (neu co);

- Ngay, thang, nam eho y kien.

3. Y ki~n d~ xuit ciia nguot ghli quyet
-y ki~n d~xu§.tgiai quyet van ban d~n cua ca nhan;
- Ngay, thang, nam d~xu§.ty kien.



6

VIII. MAU so THEO nOI GIAI QUYET VAN BAN BEN
1. Bia va trang d~u

BO CONG THVONG
TRUoNG B';"I HQC BltN LVC

so THEO nOI GIAI QUYET VAN BAN BEN

Nam: .......

Tit ngay aen ngay .

A I.Quyen so: ....

2. NQi dung dang ky theo doi giai quyet van ban d~n

T6i thieu g6m 07 nQi dung:

sa Ten loai, sa, ky hifU, ngay, Don v] ThM han Ti~n d(> sa, ky hifU Ghi
d~n thang va ten co quan, t6 ho~c ngU'M giai quy~t giii quy~t van ban tra chu

clnrc ban hanh van ban nh,n 1M

(1) (2) (3) (4) (5) (6) (7)



Phu luc V
L~P HO so vA GIAO NQP HO so,TAl LI~U VAo LUU TRU co QUAN

(Kernthea Quyit dinh s64!!'IQD-DHDL ngayli.thcmg ,·i.narn2020
cua Hieu truong Truong Dai h9C Dien luc)

I. xAY Dl/NG DANH MVC HO SO
Danh rnuc h6 sa g6fi cac thanh phan: Cac dS rnuc, s6 va ky hieu cua h6

sa, tieu dS h6 sa, thai han bao quan cua h6 sa, ngiroi l~p h6 sa.

1. DS muc trong Danh muc h6 sa duoc xay dung theo co c§.u t6 chirc
(ten cac dan vi trong Truong Dai hoc Dien hrc) hoac theo Iinh vue hoat dong
(ten cac Iinh vue hoat dong chu ySu cua Truong Dai hoc Dien hrc). Trong tirng
dS muc 100 duoc chia thanh cac dS muc nho tuong irng voi ten cac dan vi
(theo ca c§.u t6 chirc) hoac chia thanh cac mat hoat dong (theo linh vue hoat
d9ng). Trong cac dS fiVC nho, tr~t t\1'cac h6 sa dugc s~p xSp theo nguyen t~c
til chung dSn rieng, til t6ng hgp dSn cv th@.

Cac dS fiVC Ian dugc danh s6 lien Wc b~ng chu s6 La Ma. Cac dS fiVC
nho (nSu co) trong tung dS fiVC Ian dugc danh s6 rieng b~ng chu s6 A R~p.
Chu viSt t~t cua cac dS fiVC Ian trong Danh fiVC h6 sa do Truang D~i h<;>c
Di~n l\1'cquy dinh nhung cfin ng~n g<;>n,d~ hi@u.

2. S6, ky hi~u cua h6 sa bao g6fi: S6 thu t\1'(dugc danh b~ng chu s6 A
R~p) va ky hi~u (b~ng cac chu viSt t~t) cua dS fiVC 100.

Vi~c danh s6 h6 sa co th@ap dvng fi9t trong hai cach sau: s6 cua h6 sa
dugc danh lien tvc trong toan Danh fiVC, b~t dfiu til s6 01 ho~c s6 cua h6 sa
dugc danh lien tvc trong ph~fi vi tUng dS fiVC lan, b~t dfiu til s6 01.

3. Tieu dS h6 sa: cfin viSt ng~n g<;>n,ro rang nhung phai khai quat dugc
n9i dung cua cac van ban, tai li~u se hinh thanh trong qua trinh theo doi, giai

,
quyet cong vi~c.

4. Thai h~n bao quan cua h6 sa dugc xac dinh theo quy dinh hi~n hanh:
Vlnh vi~n ho~c thai h~n b~ng s6 nafi cV th@.
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II. MAu DANH MVC HO sa
BO CONG TRUONG CQNG HOA xX HQI CHU NGHiA VI:E:TNAM

TRUONG D~I HQC DI:E:NLT!C DQc l~p - TV do - Hanh phuc

DANH MVC HO sa
Nam ...

(Kern thea Quyet dinh s6 ngay thong ndm cua )

S6 va ky Ten d~ muc va tieu d~ hB SO'
ThOi han bao NgU'Oil~p hB Ghi chu

hi~u hB SO' quan SO'

(1) (2) (3) (4) (5)

I. TEN DE MVC LON

1.Ten d~ muc nho

01.TCCB Tieu d~ he, sa 20nam RQ va ten

Danh rnuc h6 sa nay co h6 so, bao gom:
h;.. b' , -_t...-;::

..................... 0 sa ao quan vmn vien;
h ;.. b ' , , tho han........ 0 sa ao quan co vI ..
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III. MAu Ml)C Ll)C HO SO, TAl LI~U NOP LUU
BO CONG THUONG CONG HOA xA HOI CHU NGHiA VIET NAM. . .

TRUONG D~I HQC DI.¢N LV'CI DQc lip - Tl}'do - H~nh phuc

Ml)C Ll)C HO SO, TAl LI~U NOP LUU
2....... . .
Nam ...

sATT se, ky hi~u Tieu d~ hB SO'
Thot gian tai Thiri han sA t(r31 Ghi

hB SO' li~u bao quan sA trang" chu

(1) (2) (3) (4) (5) (6) (7)

M\lC luc nay g6m: h6 sa (don vi bao quan),

ViSt bang chir: h6 sa (don vi bao quan),

, h ' ~............ ngay t ang nam ..
NgmYi l~p

(Ky va ghi ro ho va ten, chuc v¥)

ITen don vi nQPhru h6 so, tai lieu,
2Thai han bao quan: Bao quan vinh -vi~nhoac bao quan co thai han. M\lCluc h6 so,

tai lieu bao quan vinh vi~n va Muc luc h6 sc, tai lieu bao quan co thai han duoc l~p rieng
thanh 02 M\lCluc khac nhau. D6i voi Muc luc h6 sc, tai lieu bao quan vinh vi~nbo cQtthffi
h<;lnbao quan.

3Ap d\lng d6i v6i van ban gi~y.

4Apd\lng d6i v6i van ban di~n tU.
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IV. MAu MVC LVC VANBAN,TAl LltU TRONG HO SOs

MV~ Lyc.yA~ BAN,TAl LltU
So, ky hl~u ho sa: .

Nam ...

sA,ky Ten loai va
Ngay thang trich y~u nQi Tac ghi TO'sAl Trang

STT hi~u van nam van ban dung van van ban sA Ghi chu
ban ban

(1) (2) (3) (4) (5) (6) (7)

.-c

5Ap dung cho h6 sa co thai han bao quan vinh vi~n.
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V. MAu BIEN BAN GIAO NH~N HO SO, TAl LI~U
BO CONG THUdNG CONG HOA xA HOI CHU NGHiA VIET NAM

TRUoNG D~I HQC DI:E:NLl/C' DQc l~p - TV do - H~nh phuc .

Ha N9i, ngay ... thang ... nam ......

BIEN BAN
Giao nh~n hB sO',tal li~u

Can cir Nghi dinh sf, 30/2020/NU-CP ngay 05 thang 3 nam 2020 cua
Chinh phu vS cong tac van thu;

Can cir ..... (Danh muc h6 SO' ndm..., Ki hoach thu thdp tai lieu...),
Chung toi gom:
BEN GIAO: (ten cci nhdn, don vi giao nop h6 SO', tai lieu)
Ong (ba): .
Chirc vu cong tac: .
BEN NH~N: (Luu trii CO' quan)
Ong (ba): .
Chirc V\l cong tac: .
Thf,ng nhat l~p bien ban giao nh~n tai lieu voi nhirng noi dung nhu sau:
1. Ten khf,i tai lieu giao n9P: .
2 Thoi ? h~ a t" 1'". al gran eua 0 s , at I~U: .

3. sf, hrong tai lieu:
a) Uf,i voi h6 sa, tai lieu gi~y
- T6ng sf, h9P (cap): .
- T6ng sf, h6 sa (dan vi bao quan): Quy ra met gia: met.
b) Uf,i voi h6 sa, tai lieu dien nr
- Tong sf, h6 sa:
- T6ng sf, t~p tin trong h6 sa: .
4. Tinh tr~ng tai li~u giao n9P: .
5. M\le h,le h6 sa, tai li~u n9P luu kern theo.
Bien ban nay dUQ'e l~p thanh hai ban; ben giao giu m9t ban, ben nh~n giu

m9t ban.!.

D~I nl¢N BEN GIAO
(Ky va ghi ro h9 va ten)

DAI DIEN BEN NHAN.. .
(Ky va ghi ro h9 va ten)



PhI} luc VI
H¥ THONG QUAN LY TAl LI¥U DI¥N Tit

(Ban hanh kern thea Quyet dinh s6:4?f IQD-DHDL ngayoZ\thcmg Jndm
2020 cila Truimg DC;lih9CDi¢n luc)

Ph§n I
QUY DJNH DOl vor H¥ THONG QUAN LY TAl LI¥U DI¥N Tit

I. NGUYEN TA.C XAY DUNG HE THONG. .
1. Bao dam quan ly van ban va h6 sa dien nr cua Nha tnrong dung

quy dinh,
2. Bao dam an toan, an ninh thong tin mang thea quy dinh cua phap luat

hien hanh.
3. Bao dam phan quyen cho cac ca nhan truy cap van H~ thong,
4. Bao dam tinh xac thuc, d9 tin cay cua tai lieu, df! lieu luu hanh trong

H~ thong,
5. Cho phep kiem chirng, xac minh, thirc hien cac yeu c~u nghiep vu

khac cua dan vi, ca nhan co trach nhiern khi dtroc yeu c~u.

II. YEU cAU CHUNG KHI THIET KE H¥ THONG

1. Dap ling d~y du cac quy trinh va ky thuat vS quan Iy van ban dien tir,
l~p va quan ly h6 sa dien tir va dfr lieu d~c tal.

2. Co kha nang tich hQ'P,lien thong, chia se thong tin, df! lieu voi cac h~
th6ng khac.

3. Co kha nang h~ th6ng hoa van ban, h6 sa, th6ng ke s6 luQ'ttruy c~p
van ban, h6 sa, h~ th6ng.

4. Bao dam tinh xac th\fc, tin c~y, toan v((nva kha nang truy C?P, su d\lng
van ban, tai li~u.

5. Bao dam luu trf! h6 sa thea thai h~n bao quan.
6. Bao dam phil hQ'Pv6i Khung kiSn truc Chinh phu di~n tu Vi~t Nam.
7. Bao dam dS tiSp c?n va su d\lng.
8. Cho phep kY s6, kiSm tra, xac th\fc chf! ky s6 thea quy dinh cua phap

lu~t.

IDfr li~u d~e ta ella van ban, h6 sa hi thong tin rna ta n<)idung, dinh dl;lng,
ngfr canh, cfLU true, cae y~u t6 du thfmh van ban, h6 sa; m6i lien h~ ella van ban,
h6 sa vai cae van ban, h6 sa khae; thong tin ve ehfr kY s6 tren van ban; lieh su hinh
thfmh, su d\mg va cae d~e tinh khae nh~m ph\le V\l qua trinh quan ly, tim ki~m va
kha nang su d\lng ella h6 sO',tai li~u.
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III. YEU cAu CHUC NANG CVA H:¢ THONG

1. D6i voi vice tao lap va theo doi van ban
a) Cho phep tao lap van ban moi va chuyen d6i dinh dang van ban,
b) Cho phep dinh kern van ban.
c) Cho phep tao rna dinh danh van ban di.
d) HiSn thi mire dQkhan cua van ban.
d) Cho phep tv dong c~p s6 cho van ban di va s6 dSn cho van ban dSn

theo thir tv va trinh tv thai gian trong nam.
e) Cho phep ben nhan tv dong thong bao cho ben giri da nhan van ban.
g) Cho phep tv dQng cap nhat cac tnrong thong tin s6 1.1, 1.2, 2, 4, 6,

10,13.1 Muc I Ph~n II Phu luc nay; tnrong thong tin s6 1.1, 1.2,2,10,12,13
Muc II Ph~n II phu luc nay; tnrong thong tin s6 1.1, 1.2, 9, 10 Muc III Ph~n
II Phu luc nay.

h) Thong bao cho Van thu khi co sir trung l~p rna dinh danh van ban
hoac ca ba tnrong thong tin s6, ky hieu va ten co quan, t6 chirc ban hanh van
ban.

i) Thong bao khi co van ban maio
kj'Ihong bao tinh trang nhan van ban tai t6 chirc, co quan nhan van ban.
1)Cho phep thong ke, theo d5i, don d6c vi~c giai quySt van ban dSn.
m) Cho phep nguai co th~m quySn phan ph6i van ban dSn, theo d5i, don

d6c dan vi, ca nhan giai quySt van ban dung thai h~n.
n) Cho phep nguai co th~m quYSntruy c~p, chinh sua, chuySn l~i dVthao

van ban, tai li~u.
0) Cho phep cO'quan, t6 chuc gui van ban biSt tinh tr~ng xu ly van ban

cua cO'quan, t6 chuc nh~n van ban.

2. D6i vai vi~c kSt n6i, lien thong
a) Bao dam kSt n6i, lien thong giua cac H~ th6ng quan ly tai li~u di~n tu

va H~ th6ng quan ly tai li~u luu tm di~n tu cua Luu tru lich su d6i vai cO'
quan, t6 chuc thuQc ngu6n nQp luu.

b) Co kha nang ho~t dQng tren cac thiSt bi di dQng thong minh trong diSu
ki~n bao dam an toan thong tin.

c) Co kha nang kSt n6i, lien thong va tich hgp vai cac h~ th6ng chuyen
d\lng khac dang dugc su d\lng t~i Nha truang.

3. D6i vai an ninh thong tin
a) Bao dam cac c~p dQan ninh thong tin theo quy dinh cua phap lu~t.
b) Bao dam phan quySn truy c~p d6i vai tUng h6 sO',van ban.
c) Canh bao sv thay d6i vS quySn truy c~p d6i vai tUng h6 sO',van ban

trong H~ th6ng cho dSn khi co xac nh~n cua nguai co th~m quySn.
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4. D6i voi viec l~p va quan ly h6 sa
a) Bao dam t<;10l~p Danh muc h6 sa trong H~ thong,
b) Bao dam tao rna cho tung h6 sa va nr dong danh s6 thir tir cua van

ban, tai lieu trong h6 sa.
c) Lien kSt toan bQvan ban, tai lieu va dtr lieu d?c ta co cling rna h6 sa

trong H~ thong dS t<;10thanh h6 sa.
d) Bao dam lien kSt cac tnrong thong tin trong Danh muc h6 sa cua tirng

h6 sa voi toan bQvan ban, tai lieu, dfr lieu d?c ta cua h6 sa.
d) Bao dam lien kSt va thong ke toan bQh6 sa diroc l~p cua mot tai khoan

cu thS.
e) Cho phep gan mot van ban, tai lieu cho nhieu h6 sa diroc t<;10boi nhieu

tai khoan khac nhau rna khong c~n nhan ban.
g) Cho phep ket xu~t toan bQvan ban, tai lieu, dfr li~u d?c ta clla h6 sa

sang dinh d<;1ng(.pdf), (.xrnl) va bao dam trinh t\1'thai gian hinh thanh van
ban, tai li~u, dfr li~u d?c ta cua h6 sa.

5. D6i vai vi~c bao quan va luu trfr van ban, h6 sa
a) Luu van ban va cac thong tin vS qua trinh giai quySt van ban g6rn: y

kiSn chi d<;1o,phan ph6i van ban dSn cua nguai co th~rn quySn; cac d\1'thao
van ban cua ca nhan duQ'cphan cong sO<;lnthao; y kiSn gop y Cllaca nhan, dan
vi co lien quan; y kiSn chi d<;locua lanh d<;lo;y kiSn phe duy~t, chiu trach
nhi~rn nQi dung cua lanh d<;1odan vi chu tri sO<;lnthao; y kiSn phe duy~t chiu
trach nhi~rn vS thS thuc, ky thu~t trinh bay van ban cua nguai co th~rn quySn;
lich su truy c~p va xern van ban; cac tac dQng khac van van ban.

b) Cho phep t\1'dQng thong bao h6 sa dSn h<;lnnQp luu van Luu trfr cO'
quan truac 30 ngay kS tu ngay Luu trfr cO'quan thong bao Danh rn\lc h6 sa
nQp luu cho dan vi giao nQp tai li~u.

c) Bao dam th\1'c hi~n nQp luu h6 sa van Luu trfr cO'quan, Luu trfr
lich suo

d) Bao dam S\1'toan v~n, tin c~y, khong thay d6i cua van ban, h6 sa.
d) Bao dam kha nang truy c~p va su d\lng h6 sO',van ban thea thai h<;ln

bao quan.
e) Bao dam kha nang di chuySn h6 sO',tai li~u, dfr li~u d?c ta va thay d6i

dinh d<;lngvan ban khi co S\1'thay d6i vS cong ngh~.
g) Co kha nang sao luu dinh ky, dQt xu~t va ph\lc h6i dfr li~u khi g?P

t
)

,
S\1'co.

6. D6i vai th6ng ke, tim kiSrn va sir d\lng van ban, h6 sa
a) Cho phep th6ng ke s6 luqng h6 sO',van ban, tai li~u; s6 luqt truy c~p

van tUng h6 sa, van ban, tai li~u.
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b) Cho phep thong ke s6 hrot truy cap vim H~ thong then yeu efiu cua
nguoi quan ly, quan trio

c) Cc1pquyen, kiem soat quyen truy e~p van h6 sa luu trfr di~n ur va dfr
lieu d~e ta cua h6 sa luu tnr.

d) Cho phep tim kiem van ban, h6 sa d6i voi tc1tca cac tnrong thong tin
dfiu van cua van ban, h6 sa va nQidung cua van ban, tai lieu.

d) Cho phep lira chon hiSn thi cac tnrong thong tin cua van ban, h6 sa
trong k@tqua tim kiem.

e) Cho phep luu va sir dung lai cac yeu efiu tim ki@m.
g) Cho phep hien thi thir tv k@tqua tim kiem,
h) Cho phep k@txuc1tk@tqua tim ki@mra cac dinh dang t~p van ban ph6

bien: (.doe), (.doex), (.pdf).
i) Cho phep tai hoac in van ban, tai lieu, dfr lieu d~e tao
k) Cho phep danh dc1uvan van ban, tai lieu, dfr lieu d~e ta du<)'ein ra tiI

H~ thfmg.
1)Luu lieh su truy e~p va su d\lng van ban, tai ll~u.

7. D6i v6i vi~e quan ly dfr li~u d~e ta
a) Luu cae y@ut6 dfr li~u d~e ta lien quan d@nmQt van ban, h6 sa e\l thS

then thai hCitnbao quan.
b) HiSn thi toan bQdfr li~u d~e ta eua mQtvan ban, h6 sa khi co yeu efiu

eua nguai su d\lng du<)'eec1pquySn.
c) Cho phep nh~p dfr li~u d~e ta b6 sung eho van ban, h6 sa.
d) Luu dfr li~u d~e ta eua qua trinh kiSm soat an ninh van ban, h6 sO',h~

th6ng.
d) Luu va e6 dinh sv lien k@teua mQt van ban, h6 sa v6i tc1tea dte y@u

t6 dfr li~u d~e ta lien quan.

8. D6i v6i vi~e thu h6i van ban
a) Dong bang van ban di va dfr li~u d~e ta van ban di khi eol~nh thu h6i

van ban eua Nha truang.
b) Huy van ban d@nva dfr li~u d~e ta van ban d@nkhi co l~nh thu h6i van

ban tiI cO'quan, t6 chile phat hanh van ban.
c) Luu dfr li~u d~e ta eua qua trinh thu h6i van ban.

IV. YEU cAuvi: QUAN TRJ H¥ THONG

1.H~ th6ng eho phep nguai du<),egiao quan tri H~ th6ng thve hi~n nhUng
nhi~m V\lsau:

a) TCitol~p nhom tai li~u, h6 sa then ec1pdQthong tin khae nhau.
b) Phan quySn eho nguai su d\lng then quy dinh eua Nha truang.
c) Truy e~p van h6 sa va dfr li~u d~e ta eua h6 sa then quy dinh eua Nha
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tnrong.
d) Thay d6i quyen truy c~p d6i voi h6 sa, van ban khi co S\f thay d6i quy

dinh cua Nha tnrong,
d) Thay d6i quyen truy c~p cua cac tai khoan ca nhan khi co nhtrng thay

d6i vS vi tri cong tac cua ca nhan do.
e) Phuc h6i thong tin, dir lieu d~c ta trong tnrong hQ'P16i h~ thong va

thong bao kSt qua phuc h6i.
g) Khoa hoac dong bang cac t~p hQP (van ban, h6 sa, nhom tai lieu) dS

ngan chan kha nang di chuyen, xoa hoac sua d6i khi co yeu c~u cua nguoi co
tham quyen.

2. Canh bao xung dQtxay ra trong h~ thong,
3. ThiSt l~p kSt n6i lien thong.

v. THONG TIN DAu RA eVA H~ THONG

1. S6 dang ky van ban dSn
2. Bao cao tinh hinh giai quyet van ban dSn
3. S6 dang ky van ban di
4. Bao cao tinh hinh giai quyet van ban di
5. Muc luc van ban trong h6 sa
6. Muc luc h6 sa.
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Ph§n II
CHuAN THONG TIN DAu vAo CVA H-E:THONG

I. THONG TIN DAu vAo CVA DU LI¥U QUAN LY VAN BANDI

STT Truong thong tin
Ten (vi~t t~t Ki~u dfr li~u DQditi
ti~ng Anh)

1 Ma h6 sa FileCode

l.1 Mff dinh danh cua co quan, t6 Organld String 13
chirc l~p danh muc h6 S0'2

l.2 Nam hinh thanh h6 sa FileCatalog Number 4

l.3 sf> va ky hieu h6 sa FileNotation String 20

2 sf> thir tu van ban trong h6 sa DocOrdinal Number 3

3 Ten loai van ban TypeName String 100

4 sf> cua van ban CodeNumber String 11

5 Ky hieu cua van ban CodeNotation String 30

6 Ngay, thang, nam van ban IssuedDate Date 10

7 Ten co quan, t6 clnrc ban hanh OrganName String 200
van ban

8 Trich y~u n9i dung Subject String 500

9 Ngon ngir Language String 30

10 sf> trang cua van ban PageAmount Number 3

11 Ghi chu Description String 500

12 Chirc vu, ho ten nguoi ky Signerlnfo

12.l Chirc vu cua ngiroi ky van ban Position String 100

12.2 HQva ten ngiroi ky van ban FullName String 50

13 NO'inhan To

13.1
Ma dinh danh cua Truong nhan Organld String 13
van ban

13.2 Ten co quan, t6 chirc nhan van ban OrganName String 200

14 Mire d9 khan, d9 m~t Priority Number 1

15 sf> hrong ban phat hanh IssuedAmount Number 3

16 Han tra loi van ban DueDate Date 10
- --

2 Ma dinh danh cua co quan, t6 chirc l~p danh muc h6 sa duoc mac dinh trong
H~ thong.
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II. THONG TIN DAu v Ao eVA DU LItU QUAN LY VAN BAN DEN

STT Truong thong tin Ten (vi~t t~t ti~ng Anh) Ki~u dfr DQ diti
li~u

1 Ma h6 sa FileCode

1.1
J\1a dinh danh cua co quan, t6 Organld String 13
chirc l?p danh muc h6 S0'3

1.2 ~Himhinh thanh h6 sa FileCatalog Number 4

1.3 S6 va ky hieu h6 sa FileNotation String 20

2 S6 thir ur van ban trong h6 sa DocOrdinal Number 3

3 lTenloai van ban TypeName String 100

4 S6 cua van ban CodeNumber String 11

5 ~y hieu cua van ban CodeNotation String 30

6 Ngay, thang, nam van ban IssuedDate Date 10

7
lTenco quan, t6 clnrc ban hanh OrganName String 200
~an ban

8 Irrich ySu nQidung Subject String 500

9 Ngon ngtr Language String 30

10 S6 trang cua van ban PageAmount Number 3

11 Ghi chu Description String 500

12 Ngay, thang, nam dSn ArrivalDate Date 10

13 S6 dSn ArrivalNumber Number 10

14 Chirc vu, ho ten nguoi ky Signerlnib

14.1 Chirc vu cua nguoi ky van ban Position String 100

14.2 HQva ten nguoi ky van ban FullName String 50

15 Mire dQkhan, dQmat Priority Number 1

16 Dan vi hoac ngiroi nhan ToPlaces String 1000

17 Y kien phan phoi, chi dao, trang TraceHeaderList LongTexthai xu ly van ban
18 IThaihan giai quyet DueDate Date 10

3 Ma dinh danh cua co quan, t6 chirc l~p danh muc h6 so diroc mac dinh trong h~ th6ng.
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III. THONG TIN DAu vAo eVA nu LI~U QUAN LY HO sa
Ten

Ki~u dfr li~uSTT Truong thong tin (vi~t t~t ti~ng D{}dai

1 Ma h6 sa FileCode

1.1
Ma dinh danh cua co quan, Organld String 13
6 chirc l~p danh muc h6 sa

1.2 Nam hinh thanh h6 sa FileCatalog Number 4

1.3 S6 va ky hieu h6 sa FileNotation String 20

2 Tieu dS h6 sa Title String 500
..

3 Thai han bao quan Maintenance String 30

4 ChS dQsir dung Rights String 30

5 Nguoi l~p h6 sa Creator String 30

6 Ngon ngfr Language String 50

7 Thai gian b~t dclU StartDate Date 10

8 !Thai gian kSt thuc EndDate Date 10

9 Tong so van ban trong ho DocTotal Number 4

10 1r6ng s6 trang cua h6 so PageTotal Number 4

11 Ghi chu Description String 500

4 Ma dinh danh cua co quan, t6 chirc l~p danh muc h6 so diroc mac dinh trong
H~ thong


