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0~I HQC QUOC GIA 
THANHPHOHOCHiMINH 

TRUONG D~ HQC QUOC TE 

Sf>: -150 /QD-DHQT 

CQNG HOA XA H<)I CHU NGHiA v1iT NAM 
D{>c lip - T\f do - H,nh phuc 

Thanh ph6 H6 Chi Minh, nga)d5thang3 nam 2021 

QUYETDJNH 
vi vifc ban hanh Quy ch~ cong tac van thtr, ltrU trfr 

ciia Trucrng D~i hQc Qu6c t~ 

H1iu TRUONG TRUONG D~I HQC QUOC TE 

Can cu Quyit tlfnh sJ 260/2003/QD-TTg ngay 05 thang 12 nam 2003 cua Thu 
tu&ng Chinh phu vJ vif c thanh lqp Truong Dgi h9c Qu6c ti thu9c Dt;ii h9c Qu6c gia 
Thanh ph6 H6 Chi Minh,· 

Can cu Nghf tlfnh s6 30/2020/ND-CP ngay 05 thang 3 niim 2020 cua Chinh phu 
vJ cong tac van thu; 

Can cu Quyit tlfnh s6 261/QD-DHQG-TCCB ngay 05 thang 4 nam 2010 cua Giam 
tJ6c Dgi h9c Qu6c gia Thanh ph6 H6 Chi Minh vJ vifc ban hanh Quy tlfnh thl!c hi¢n quyJn 
fl! chu, fl! chfu trach nhifm tJ6i vm cac truong tlqi h9c thanh vien; 

Can cu Quyit tlfnh s6 867/QD-DHQG ngay 17 thang 8 nam 2016 cua Giam tJ6c Dt;ii 
h9c Qu6c gia Thanh ph6 H6 Chi Minh vJ vifc ban hanh Quy chi t6 chuc va ho<;it tl{mg cua 
Truong Dgi h9c thanh vien va khoa tr11c thu9c Dgi h9c Qu6c gia Thanh ph6 H6 Chi Minh; 

Can cu Nghf tlfnh sJ 99/2016/ND-CP ngay OJ thang 7 nam 2016 cua Chinhphu 
vJ quan ly va SU dimg con ddu; 

Can cu Nghf tlfnh sJ 26/2020/ND-CP ngay 28 thang 02 nam 2020 cua Chinh phu 
hu&ng d6n Luqt Bao v¢ bi mqt Nha nubc; 

Can cu Thong tu 27/2016/TT-BGDDT ngay 30 thang 12 nam 2016 cua B9 
tru&ng B9 Giao d¥c va Dao tqo vJ Quy tlfnh thai hgn bcio quan tai li¢u chuyen man 
nghif p V¥ cua nganh Giao d¥C,' 

Can cu Thong tu sJ 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cua B9 truo~g 
B9 Cong an vJ bidu mdu sir d¥,ng trong cong tac bao v¢ bi mqt nha nubc; 

Can cu Quyit tlfnh sJ 1888/QD-DHQG ngay 31 thang 12 nam 2020 cua Giam 
tJ6c Dgi h9c Qu6c gia Thanh ph6 H6 Chi Minh vJ ban hanh Quy tlfnh thd thuc va kjJ 
thuqt trinh bay van ban hanh chinh t<;ii Dt;ii h9c QuJc gia Thanh phJ H6 Chi Minh; 

Theo aJ nghf cua Truong phong Hanh chinh T6ng h()'JJ tqi Ta trinh s6-Z3/TTr­
HCTH ngayo2.3 thang 3 nam 2021. 

QUYETDJNH: 

Diiu 1. Ban hanh kem theo Quy~t dinh nay Quy ch~ cong tac van thu, luu tru cua 
Truong D~i h9c Quf>c t~. 
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Diiu 2. Quy~t dinh nay c6 hi~u lµc kS tir ngay ky ban hanh va thay th~ Quy ch~ 
cong tac van thu, Iuu tru cua truong Dc;ii h9c Qu6c t~ ban hanh kem theo Quy~t dinh 
s6 436/QD-DHQT ngay 26/6/2019 cua Hi~u truong Truong Dc;ii h9c Qu6c t~. Cac quy 
dinh tru6c day trai v6i Quy ch~ nay d€u bai b6. 

Diiu 3. Truong phong Hanh chinh T6ng hqp, Truong cac dan vi tnJc thu9c, toan 
thS vien chuc, giang vien, ngufYi lao d9ng, ';_a 3guai h9c trong Truong Dc;ii h9c Qu6c t~ 
chiu trach nhi~m thi hanh Quyet dinh nay,7"' 

1\T • h" 1/11 Hdl n {1-n: 
- Nhu E>i~u 3 (d~ thµc hi?n); 
- Ban Giam hi~u ( d~ bao cao ); 
- Luu: VT, HCTH. 



CQNG HOA XA HQI CHU NGHiA VI~T NAM DN HOC QUOC GIA 
THANH PHO HO CHI 

TRUONG D~I HQC QU , 
u,,,,:,:~,,,,,,,.___ D{>c lip - T\f do - Hfnh phuc 

CHE 
Cong t' .,n,,_,:-,,,-_,,,_, tia Tnrimg D~i hQc Qu6c t~ 

(Kem theo Q -fJHQT ngayoJ5 thang 3 niim 2021 
cua Z?U ucmg rucmg fJgi h9c Qu6c ti) 

ChuO'ng I 

QUY DJNH CHUNG 

Di~u 1. Ph~m viva d6i tuQ'Dg ap d1,mg 

1. Quy ch~ nay quy dµih cac hoc,lt d{mg v€ van thu, hru tru trong qua trinh quan 
ly, chi dc,lo cua Truong Dc,li h9c Qu6c t~ (Truong DHQT) d~ thvc hi~n chfrc nang, nhi~m 
V\l cua nha truong. 

2. D6i tuqng ap d1,mg: Cac dan vi trvc thu(k; cac H(:>i df>ng duqc thanh l~p c6 
sir dµng con ddu cua nha truong; toan th~ vien chfrc, giang vien, nguai lao d<)ng trong 
Truong Dc,li h<;>c Qu6c t~. 

3. Cong tac van thu bao gf>m cac cong vi~c v€ SOc,ln thao, ky ban hanh van ban; 
quan ly van ban va tai li~u khac hinh thanh trong qua trinh hoc,lt d<)ng cua nha truong, 
cac dan vi chfrc nang trong truong; l~p hf> sa va giao n<)p hf> sa, tai li~u vao luu trfr 
cua nha truong; quan ly, sir d1,mg con ddu trong cong tac van thu va thi~t bi luu kh6a 
bi m~t trong cong tac van thu. 

4. Cong tac luu tru bao gf>m bao quan, th6ng ke va sir d\lllg tai li~u luu tru hinh 
thanh trong qua trinh hoc,lt d<)ng cua nha truong. 

Di~u 2. Giai thich tir ngfr 

1. Quy chi c6ng tac van thu, luu trit cua Truong DHQT bao gf>m tfit ca nhfrng 
quy dinh v€ hoc,lt d(:>ng van thu, luu tru trong qua trinh quan ly, chi dc,lo, di€u hanh cua 
dan vi trong truong d~ thvc hi~n chfrc nang, nhi~m V\l cua minh. 

2. Van ban la thong tin thanh van duqc truy€n dc,lt b~ng ngon ngfr ho~c ky hi~u, 
hinh thanh trong ho?t d<)ng cua dan vi va duqc trinh bay dung th~ thuc, ky thu~t theo 
quy dinh. 

3. Van ban hanh chinh la van ban hinh thanh trong qua trinh chi dc,lo, di€u hanh, 
giai quy& cong vi~c cua dan vi. 

4. Van ban chuyen nganh la van ban hinh thanh trong qua trinh thvc hi~n hoc,lt 
d<)ng chuyen mon, nghi~p V\l cua m<)t nganh, linh VlJC do nguai dung dftu ca quan 
quan ly nganh, linh VlJC quy dinh. 

5. Van ban ai¢n tit la van ban du&i dc,lng thong di~p du li~u duqc tc,lo l~p ho~c 
duqc s6 h6a tir van ban gifiy va trinh bay dung th~ thfrc, ky thu~t, dinh d?Ug theo quy 
dinh. 

iHJ 
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6. Van ban ain la t!t ca cac lo~i van ban, bao g6m van ban quy ph~ phap lu~t, 
van ban hanh chinh va van ban chuyen nganh (ke ca ban fax, van ban dugc chuyen qua 
m~g, van ban m~t) va dan, thu gfri den Truang DHQT. 

7. Van ban di la cit ca cac lo~ van ban g6m van ban hanh chinh va van ban chuyen 
nganh (k~ ca ban sao van ban, van ban n9i b◊ va van ban m~t) do Truang DHQT phat 
hanh. 

, ' ' 
8. Ban thao van ban la ban dugc viet ho~c danh may ho~c t~o l~p bang phuang 

ti~n di~n tu, hinh thanh trong qua trinh so~ thao van ban. 

9. Ban g<5c van ban la ban hoan chinh v~ n9i dung, the thtrc van ban duqc Truang 
DHQT ban hanh tren van ban gi!y ho~c ky sB tren van ban di~n tu. 

10. Ban chinh van ban gitiy la ban hoan chinh v~ n◊i dung, the thtrc van ban va 
duqc Tnrang DHQT ky tn,rc tiep ban hanh. 

11. Ban sao y la ban sao ddy du, chinh xac n◊i dung cua ban gBc ho~c ban 
chinh van ban, dugc trinh bay theo the thtrc quy djnh. 

12. Ban trich sao la ban sao chinh xac phdn n9i dung cua ban gc3c ho~c phdn 
n◊i dung cua ban chinh van ban cdn trich sao va dugc trinh bay theo the thtrc va ky 
thu~t quy djnh. Ban trich sao phai duqc th\lc hi~n tu ban chinh. 

13. Ban sao 1¥,c la ban sao ddy du, chinh xac n◊i dung cua ban sao y, dugc trinh 
bay theo the thtrc va ky thu~t quy dinh. 

14. HJ sa la m<}t t~p tai li~u c6 lien quan v6i nhau v~ mQt vAn d~, m9t S\l vi~c, 
m9t dBi tuqng C\l the ho~c c6 d~c diem chung, hinh thanh trong qua trinh theo doi, giai 
quyet cong vi~c thu<}c ph~ vi chtrc nang, nhi~m V\l cua Truang DHQT, cac don vi, 
canhan. 

15. Danh m¥,C h6 sa la bang ke c6 he thBng nhung hd SCY d\l kien duqc l~p trong 
nam cua Truang DHQT. 

16. L~p h6 sa la vi~c ~p hgp, sip x€p van ban tai li~u hinh thanh trong qua 
trinh theo doi, giai quy€t cong viec cua nha truang, cac don vi tn,rc thu9c, cac ca nhan 
thanh hd SCY theo nhung nguyen tic va phuong phap nh!t dinh. 

17. H? th<5ng quan ly tai li?u ili?n tu la H~ thc3ng thong tin duqc xay d\lfig v6i 
chtrc nang chinh de th\IC hi~n viec tin h9c h6a cong tac so~ thao, ban hanh van ban; 
quan ly van ban; l~p h6 SCY va n9p luu h6 so, tai li~u vao Luu tru CCY quan tren moi 
truang m~g (sau day gQi chung la H~ thBng). 

18. Van thu ca quan la b◊ ph~ th\lc hi~n m◊t s6 nhi~m V\l cong tac van thu cua 
Truang DHQT. 

l>i@u 3. Trach nhif m d6i voi cong tac van thu, hru trii' 

1. Trach nhi~m cua Hi~u trucmg trong vi~c quan ly cong tac van thu, luu trti' 

a) TA chtrc xay d\lfig, ban hanh, chi d~o vi~c th\IC hi~n cac ch€ d◊, quy dinh v~ 
cong tac van thu, luu trti' theo quy dinh cua phap lu~t hien hanh; 

b) Kiem tra vi~c th\IC hi~n cac ch€ dQ, quy dinh v~ cong tac van thu, luu trti' dBi 
v6i cac don vi trµc thu9c; giai quy€t Iqii€u n~i, tB cao va xfr ly vi ph~ phap lu~t v~ 
cong tac van thu, hru trti' theo tham quyen. 
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c) Chi d~o vi~c nghien cuu, ung d1,mg khoa h9c va cong ngh~ vao cong tac van 
thu. 

2. Trach nhi~m cua Truong phong Hanh chinh T6ng hc;rp 

Truong phong Hanh chinh T6ng hc;rp giup Hi~u truong tf\lc ti€p quan ly, ki€m 
tra, giam sat vi~c thµc hi~n cong tac van thu, luu tru trong nha truong, d6ng thai t6 
chuc hu6ng d!n nghi~p vµ v~ cong tac van thu, luu tru cho cac dan vi tf\lc thm)c. 

3. Trach nhi~m cua Truong cac dan vi 

Truong cac dan vi tf\lc thm)c c6 trach nhi~m tri€n khai va t6 chuc th1Jc hi~n cac 
quy dinh cua nha truong v~ van thu, luu tru. Truong cac dan vi trµc thm)c truong c6 
trach nhi~m b6 tri vien chuc giup dan vi trong qua trinh th1Jc hi~n nghi~p vµ v~ van 
thu, luu tru cua dan vi (sau day g9i la Van thu dan vi). 

4. Trach nhi~m cua van thu 

a) Dang ky, th1Jc hi~n thu tl,lc phat hanh, chuy€n phat va theo doi vi~c chuy€n 
phat van ban di. . 

b) Ti€p nh?n, dang ky van ban d€n; trinh, chuy€n giao van ban d€n. 

C) Silp x€p, bao quan va ph\IC V\l vi~c tra cuu, sir d\}ng ban luu van ban. 

d) Quan ly S6 dang ky van ban. 

d) Quan ly, sir d\!Ilg con dfru, thi€t bi luu kh6a bi m?t cua nha truong; cac lo~i 
con dfru khac theo quy dinh. 

5. Trach nhi~m cua m6i ca nhan 

Trong qua trinh giai quy€t cong vi~c lien quan d€n cong tac van thu, luu tru, 
m6i vien chuc, giang vien, nguai lao d<)ng trong nha truong phai thlJc hi~n nghiem tuc 
cac quy dinh cua Truang DHQT v~ van thu, luu tru. 

Di~u 4. Nguyen tiic, yeu ciu quan ly cong tac van thu 

1. Nguyen tile 

Cong tac van thu duqc th1Jc hi~n th6ng nhfrt theo quy dinh cua phap lu?t. 

2. Yeu c!u 

a) Van ban cua Truong DHQT phai duqc so~ thao va ban hanh dung thdm 
quy~n, trinh t\l', thu tl,lc, hinh thuc, th€ thuc va ky thu?t trinh bay theo quy dinh cua 
phap lu~t: D6i v&i van ban hanh chinh duqc th1Jc hi~n theo quy dinh t~i Chuang II cua 
Quy ch€ nay. 

b) Tfrt ca van ban di, van ban d€n cua Truang DHQT phai duqc quan ly t?p 
trung t~i Van thu nha truong d~ lam thu t\lc ti€p nh~n, dang ky, trir nhfrng lo~i van ban 
duqc dang ky rieng theo quy dinh cua phap lu~t. 

c) Van ban di, van ban d€n thu<)c ngay nao phai duqc dang ky, phat hanh ho~c 
chuy€n giao trong ngay, ch~m nhfrt la trong ngay lam vi~c ti€p theo. Van ban d€n c6 
cac muc d<) khdn: "Hoa t6c", "Thuqng khdn" va "Khdn" (sau day g9i chung la van ban 
khdn) phai duqc dang ky, trinh va chuy€n giao ngay sau khi nh?n dm;rc. 

d) Van ban phai duqc theo doi, c~p nh~t tr~ng thai giri, nh~, xir ly. 

.1 c 
TE 
~ t\~\ 
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d) Nguoi dugc giao giai quyet, theo doi cong viec cua Truong DHQT va cac 
don vi c6 trach nhiem l~p hf> so v€ cong viec dugc giao va n{>p luu hf> so, tai Heu vao 
Luu trtl nha truong. 

e) Con ddu, thi~t bi luu kh6a bi m~t cua Truong DHQT phai dugc quan ly, sir 
d\lllg theo quy dinh cua phap lu~t. 

g) H~ th6ng phai dap irng cac quy dinh t~i Nghi dinh s6 30/2020/ND-CP ngay 
05 thang 3 nam 2020 cua Chinh phu v€ cong tac van thu va cac quy dinh cua phap lu~t 
c6 lien quan. 

Di@u 5. Gia tri phap ly ciia van ban difn tir 

I. Van ban dien tir dugc ky s6 b6i nguoi c6 thdm quy€n va ky s6 cua Truong 
DHQT theo quy dinh cua phap lu~t c6 gia tti phap ly nhu ban g6c van ban gidy. 

2. Chu ky s6 tren van ban dien tir phai dap irng ddy du cac quy dinh cua phap 

Di@u 6. Bao vf bi mtt nha mr6'c trong cong tac van thtr, luu trfi' 

MQi ho~t d(>ng trong cong tac van thu, luu tru cua nha truong va cac don vi trong 
truong phai th\fc hien theo quy dinh cua phap lu~t hien hanh v€ bao ve bi m~t nha nuoc. 

Chtrong II 

CONG TA.CV AN THU 

Mycl 

SO~THAovABANHANHVANBAN 
DiSu 7. IDnh thll'c van ban 

G6m cac lo~i hinh van ban sau: 

I. Van ban hanh chinh. 

2. Van ban chuyen nganh. 

3. Van ban trao d6i vm co quan, tA chuc ho~c ca nhan nu6c ngoai. 

DiSu 8. Cac 10,i van ban hanh chinh 

Van ban hanh chinh gf>m cac lo~i van ban sau: Quyet dinh (ca biet), quy che, 
quy dinh, nghi quyet (ca biet), chi thi, thong cao, thong bao, huong dful, chuong trinh, 
ke ho~ch, phuong an, d€ an, d\l an, bao cao; bien ban, ta trinh, hgp df>ng, cong van, 
ban ghi nh6, ban thoa thu~, gidy uy quy€n, gidy moi, gidy gim thieu, gidy nghi phep, 
phieu giri, phieu chuy~n, phi~u bao, cong dien, thu cong. 

Di@u 9. Th@ thll'c va ky thutt trinh bay van ban 

I. Van ban hanh chinh 

a) Qu6c hieu va tieu ngil: Qu6c hieu va tieu ngil ghi tren van ban bao gf>m 2 
dong chu: "CQNG HOA XA HQI CHU NGHiA VI¥T NAM" va "Dqc Itp - Tv do 
- H,nh phuc". 

Qu6c hieu va tieu ngu du(Yc trinh bay t~i o s6 I; chiem khoang 1/2 trang gidy 
theo chi€u ngang, 6 phia tren, hen phai. 
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Dong thu nh§.t: "C(>NG HOA XA H(>I CHU NGHiA VliT NAM" duqc 
trinh bay bAng chfi' in hoa, ca chu tir 12 d~n 13, ki€u chu dung, d?m; 

Dong thu hai: "Dqc l~p - Tl}' do - H~mh phuc" duqc trinh bay b~g chu in 
thuong, ca chfi' tir 13 d~n 14 (n~u dong thu nh§.t ca chfi' 12, thi dong thu hai ca chfi' 13; 
n~u dong thu nh§.t ca chfi' 13, thi dong thu hai ca chfi' 14), ki€u chfi' dung, d?m; duqc 
d~t canh giua du&i dong thu nh§.t; chu cai dfru cua cac c1=1m tir duqc vi~t hoa, giua cac 
c1=1m tir c6 g~ch n6i, c6 each chu; phia du&i c6 duong ke ngang, net li~n, c6 d◊ dai 
b~g d◊ dai cua dong chu (su d1=1ng l~nh Draw, khong dung l~nh Underline), c1=1 th€: 

C(>NG HOA XA H(>I CHU NGHiA VItT NAM 
D(>c lip - Tv do - H~nh phuc 

Hai dong chu tren duqc trinh bay each nhau dong dan. 

b) Ten ca quan, t6 chuc ban hanh van ban 

- D6i v6i van ban do Truong DHQT ban hanh: 

+ Ten C(J quan, t6 chuc ban hanh van ban bao g6m ten cua C(J quan, t6 chuc chu 
quan tn.rc ti~p (D~ HQC QUOC GIA THANH PHO HO CHI MINH). Df>i v6i ten 
ca quan chu quan khong vi~t tit, c6 th€ trinh bay thanh 02 dong. 

+ Ten C(J quan, t6 chuc ban hanh van ban (TRUONG D~I HQC QUOC TE) 
duqc trinh bay t~i o s6 2; chi~m khoang 1/2 trang gi§.y theo chi~u ngang, 6 phia tren, 
ben trai, trinh bay b~g chu in hoa, cung ca chu nhu ca chu cua Qu6c hi~u, ki€u chu 
dung, d?m, duqc d~t canh giua du6i ten ca quan, t6 chuc chu quan; phia du6i c6 
duong ke ngang, net li~n, c6 d◊ dai bAng tir 1/3 d~n 1/2 d◊ dai cua dong chu va d~t can 
d6i so v6i dong chu. 

C1=1 th€: 

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~ HQC QUOC TE 

Cac dong chu tren duqc trinh bay each nhau dong dan. 

- D6i v6i van ban do cac dan vi tn.rc thu<)c ban hanh: Ten dan vi thu<)c Truong 
ban hanh van ban duqc ghi dfry du theo ten gQi chinh thuc trong quy~t dinh thanh l?p; 
th€ thuc va ky thu?t trinh bay gif>ng van ban do Truong DHQT ban hanh. 

C1=1 th€: 

TRUONG DAI HOC QUOC TE 
PHONG HANH CHINH TONG H(}P 

TRUONG DAI HOC QUOC TE 
KHOA QUAN TRJ KINH DOANH 

c) S6, ky hi~u van ban: S6, ky hi~u cua van ban do Truong DHQT ban hanh 
duqc thµc hi~n nhu sau: 
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- Quy dinh ghi s6, ky hi~u cua quy~t dinh, bao cao, k~ ho~ch va cac lo~i van 
ban c6 ten gQi khac bao g6m: Tir "S6" duqc trinh bay b~g chu in thuong, sau tir "S6" 
c6 ddu hai chdm ":", ti~p d~n ghi s6 van ban, g~ch cheo "/", chu viBt tit ten lo~i van 
ban, g~ch ngang "-", chu vi~t cit ten Truong D~i hQC Qu6c tB "DHQT", khong ddu 
each. 

Vi dv: 

QuyBt dinh 

Bao cao 

D~an 

S6: 01/QD-DHQT 

S6: 01/BC-DHQT 

S6: 01/DA-DHQT 

- Cach ghi s6, ky hi~u cua cong van bao g6m: Tir "S6" duqc trinh bay b~g chu 
in thuong· sau tir "S6" c6 ddu hai chdm "·" ti~p d~n ghi s6 van ban gach cheo "/" ' . ' ' . ' 
chu viBt tit (ten) Truong DHQT "DHQT", g~ch ngang "-", ten vi~t tit dcm vi so~ 
thao, khong ddu each. 

Vidv: 

S6: 01/DHQT-HCTH 

S6: 01/DHQT-QLKH 

- D6i v&i cac van ban do cac dcm vi thu(>c truong ban hanh, each ghi s6, ky hi~u 
van ban dUQ'C th\lC hi~n tucmg 1\l, rieng d6i vm chu viBt cit ten dcm vi ban hanh van ban, 
C\lffi tir "E>HQT" dugc thay b~g cvm tir vi~t tit ten dcm vi ban hanh van ban d6. 

Vidv: 

- Bao cao do Phong Quan ly Khoa hQc so~ thao c6 ky thu~t trinh bay s6 va ky 
hi~u van ban nhu sau: 

Bao cao S6: 01/BC-QLKH 

- Cong van do Trung tam D6i m&i Sang t~o va Chuy€n giao Cong ngh~ c6 ky 
thu~t trinh bay s6 va ky hi~u van ban nhu sau: 

Cong van S6: 01/TTE>MST&CGCN 

d) Dia danh va ngay, thang, nam ban hanh van ban 

- Dia danh ghi tren van ban cua Truong DHQT la ten cua Thanh ph6 H6 Chi 
Minh. 

- Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban duqc ky ban 
hanh. Nga_y, thang, nam ban hanh ~an ban duqc ghi b~g chu s6 A-~p va ghi d!y du 
cac chu so ngay ... thang ... nam. Doi vm nhung chu so nh6 hem 10 va cac thang M◊t, 
thang Hai phai ghi them s6 0 a phia tru&c; tir thang Ba tr& len khong ghi s6 0 a phia 
truac. 

- Dia danh, ngay, thang, nam ban hanh van ban dugc trinh bay b~g chu in 
thuong, ki€u chu nghieng, khong d~. 

Vidv: 

Thanh ph<5 HJ Chi Minh, ngay OJ thting 3 niim 2020 

d) Ten lo~i va trich y~u n◊i dung van ban 
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- Ten lo~i van ban ( quy€t dinh, k€ ho~ch, bao cao, to trinh va cac lo~i van ban 
khac) duqc d~t canh giua bfulg chu in hoa, co chu 13-14, ki€u chu dung, d~m. 

- Trich yiu n9i dung van ban la m9t cau ngin g~m ho~c m9t cvm tir, phan anh 
khai quat n9i dung chu y€u cua van ban; trich y6u n9i dung van ban duqc d~t canh giua, 
ngay du6i ten Io~i van ban, bfulg chu in thuong, co chu 13-14, ki€u chu dung, d~m; hen 
du6i trich y6u c6 duong ke ngang, net li€n, c6 d9 dai bfulg tir 1/3 d6n 1/2 d9 dai cua 
dong chu va d~t can df>i so v6i dong chu. 

Vi dv: 

QUYCHE 
Cong tac van thu, luu trfr cua Tnrcmg D,i hQc Qu6c t~ 

- Trich y6u n9i dung cong van: Sau chu "V/v" bfulg chu in thuong, co chu tir 
12-13, ki€u chu dung; duqc d~t canh giua du6i sf> va ky hi~u van ban, each dong 6pt 
v6i sf> va ky hi~u van ban, vi dv: 

S6: 72ffiHQT-TTPC 
V /v thµc hi~n cong tac van thu, luu tru; 

so~ thao va ban hanh van ban. 

e) N 9i dung, bf> eve cua van ban 

- Phu hqp v6i hinh thuc van ban duqc sir dvng; 

- Phu hqp v6i duong 16i, chu truang, chinh sach cua Dang; phu hqp v6i quy 
dinh cua phap lu~t cua Nha nu6c c6 lien quan dSn linh vµc giao dvc va cac chu 
truang, chi d~o cua B~i h9c Quf>c gia Thanh ph6 Hf> Chi Minh va Truong DHQT; 

- Duqc trinh bay ngin g9n, ro rang, chinh xac; 

- Sir dvng ngon ngu vi6t, each di€n d~t dan gian, d€ hi€u; 

- Dung tir ngu ti6ng Vi~t Nam ph6 thong (khong dung tir ngu dia phuang va tir 
ngu nu6c ngoai n6u khong thµc sµ cdn thi6t). D6i v6i thu~t ngu chuyen mon cdn xac 
dinh ro n9i dung thi phai duqc giai thich trong van ban; 

- Chi duqc viSt tit nhung tir, cvm tir thong dvng, nhung tir thu9c ngon ngu ti~ng 
Vi~t d€ hi€u. Df>i v6i nhung tir, cvm tir duqc sir dvng nhi€u ldn trong van ban thi c6 
th€ vi6t tit, nhung cac chu vi6t tit ldn ddu cua tir, cvm tir phai duqc d~t trong ct!u 
ngo~c dan ngay sau tir, cvm tu d6; 

- Df>i v6i van ban chuyen nganh hinh thanh trong qua trinh thµc hi~n ho~t d9ng 
chuyen mon, nghi~p vv cua m9t nganh, linh vµc do nguoi dung ddu ca quan quan ly 
nganh, linh vµc quy djnh. 

- Khi vi~n dful lin diu van ban c6 lien quan, phai ghi diy du ten lo~i, sf>, ky 
hi~u van ban, ngay, thang, nam ban hanh van ban, ten ca quan, t6 chuc ban hanh van 
ban, trich y€u n9i dung van ban. Trang cac ldn vi~n dful ti6p theo, chi ghi ten lo~i va 
sf>, ky hi~u cua van ban d6. Rieng Lu~t, Phap l~nh khong ghi s6, ky hi~u, co quan ban 
hanh. 
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"Dt5i vai !tin Vi?n ddn dtiu tien can CU' phap ly Nght dtnh s6 30/2020/ND-CP 
ngay 03/5/2020 cua Ch{nh phu vJ cong tac viin thu trong n9i dung viin ban: " ... aU(IC 
quy dtnh tt;zi Nghi dfnh s6 30/2020/ND-CP ngay 03/5/2020 cua Chfnh phu vJ cong tac 
viin thu". 

Dt5i vai !tin vi?n ddn tidp theo: " ... au(lc quy dtnh tt;zi Nght dtnh s6 30/2020/ND­
CP". 

- 06i v6i nhiing van ban c6 ph§n can cu phap ly de ban hanh ( chi bao g6m 
Quyet dinh va Nghj quyet) thi sau m6i can cu phap ly phai xu6ng dong, cu6i dong c6 
ddu "chdm phdy" (;), rieng can cu cu6i cung ket thuc b~g ddu "chdm" (.). Can cu 
phap ly duqc trinh bay b~g chu in thuong, kieu chfr nghieng, CO' chu tu 13 den 14, 
trinh bay duoi ph§n ten lo~i va trich yeu n9i dung van ban. 

- Viet hoa trong van ban hanh chinh duqc th\IC hi~n theo quy djnh t~i Nghj djnh 
s6 3O/2O2O/NB-CP. 

- Tuy theo ten lo~i va n9i dung, van ban c6 the c6 ph§n can cu phap ly de ban 
hanh, ph§n mo ddu va c6 the duqc b6 C\lC theo ph§n, chuang, m\lC, tieu m\lC, dieu, 
khoan, diem ho~c duqc phan chia thanh cac ph§n, m\lC tu lan den nh6 theo m9t trinh 
t\Inhdt djnh. 

- Ph§n n9i dung duqc trinh bay b~g chu in thuong, duqc canh deu ca hai le, 
kieu chu dung; ca chu tu 13 den 14 (ph§n loi van trong m9t van ban phai dung cung 
m◊t ca chu); khi xu6ng dong, chu ddu dong phai phai lui vao tu 1cm den 1,27cm; 
khoang each giua cac do~ van d~t t6i thieu la 6pt; khoang each giua cac dong hay 
each dong ch9n t6i thieu tu each dong don, t6i da la 1,5 lines. 

- Truong hqp n◊i dung van ban duqc b6 C\lC theo ph§n, chuang, m\lC, dieu, 
khoan, diem thi trinh bay nhu sau: 

+ Ph§n, chuang: Tir "Phdn", "Chuang" va s6 thu t\I cua phdn, chuong duqc trinh 
bay tren m9t dong rieng, canh gifra, b~g chu in thuong, ca chu tu 13 den 14, kieu chu 
dung, d~. S6 thu t\I cua phdn, chuong dung chu s6 La Ma. Tieu de (ten) cua ph§n, 
chuong duqc trinh bay ngay du6i, canh gifra, b~g chu in hoa, CO' chu tu 13 den 14, kieu 
chu dung, d~. 

Vi d\l: 

Chuong I 

QUY DJNH CHUNG 
+ M\lC, tieu ffi\lC: Tir "M\lc", "Tieu ml)c" va s6 thu w cua m\lC, ti€u m\}C duqc 

trinh bay tren m◊t dong rieng, canh giua, b~g chu in thuong, ca chu tu 13 den 14, 
ki€u chu dung, d~. s6 thu w cua m\lC, ti€u m\lC dung chu s6 A R~p. Tieu de cua 
m\lC, tieu m\lC duqc trinh bay ngay du6i, canh giua, b~g chu in hoa, CO' chu tu 13 den 
14, ki€u chu dung, d~. 

Vi d\l: 

Ml}C 1 

KYTHU~TTRiNHBAYNQIDUNGVANB.AN 
TiSu ml}c 1 
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QUY DJNH CHUNG VE TRINH BAY N<)I DUNG VAN BA.N 

+ Di€u: Tir "Di€u", s6 thu t\I va tieu d€ cua di€u duqc trinh bay b~ng chu in 
thuong, lui dfru dong 1cm ho~c 1,27cm. S6 thu t\f cua di€u dung chu s6 A-r~p, sau s6 
thu t\f c6 ddu chdm (.); co chu bkg co chu cua phfrn lcri van (13-14), ki€u chu dung, 
d~m. 

Vi d\l: Di~u 1. 

+ Khoan: S6 thu t\f cac khoan trong m6i m\}c dung chu s6 A-r~p, sau s6 thu t\f 
c6 ddu chdm, co chu s6 b~ng co chu cua phfrn lcri van (13-14), kiSu chu dung. 

Vi d\l: 1. 

+ Di€m: Thu t\I cac diSm trong m6i khoan dung cac chfr cai ti€ng Vi~t theo thu 
t\f abc ( a, b, c, d, d, e, g, h, i ... ), sau c6 ddu dong ngo~c don, bkg chfr in thuong, co 
chfr biing co chu cua phfrn lai van (13-14), kiSu chfr dung. 

Vi d\l: a) 

g) B6 C\}C cua van ban 

- Quy€t dinh: Theo diSu, khoan, di€m; cac quy ch€ ( quy dinh) ban hanh kem 
theo quy€t dinh: theo chuong, m\}c, diSu, khoan, diSm; du6i n<)i dung cac DiSm la cac 
n<)i dung trinh bay bit dfru bkg ddu g?ch ngang dfru dong tru6c khi bit dfru do~ van 
(-); cu6i cung la ddu c<)ng ( +) tru6c khi bit dfru do~ van. 

- Cac hinh thuc van ban hanh chinh khac: Theo phfrn, m\lc, khoan, diSm ho~c 
theo khoan, diSm. D6i v6i cac hinh thuc van ban duqc b6 C\lC theo phfrn, chuong, m\}c, 
di€u thi phfrn, chuong, m\}c, diSu phai c6 tieu dS. 

- B6 C\lC cua van ban duqc b6 tri cac thanh phfrn th€ thuc van ban theo Ph\l l\lc 
III kem theo Quy ch€ nay. Cu6i n<)i dung van ban c6 ddu (./.) va chfr ky nhay cua lanh 
d?O don vi SO?n thao. 

h) Quy€n h~, chuc V\l, hQ ten va chfr ky cua nguai c6 th!m quySn 

- QuySn h?n cua nguai ky duqc th1.rc hi~n nhu sau: 

+ Truong hqp ky thay m~t t~p th€ thi phai ghi chfr vi€t tit "TM." (thay m~t) vao 
tru6c ten t~p th€ lanh d?o ho~c ten ca quan, t6 chuc. 

Vi d\l: 

TM.H<)IDONGTRUONG 
CHUTJCH 

TM. H<)I DONG KHOA HQC VA DAO T~O 
CHUTJCH 

+ Truong hqp ky thay Hi~u truong, Truong don vi thi phai ghi chu vi€t tit 
"KT." (ky thay) vao tru6c chuc V\l, sau ddu chftm ".", c6 dftu each. 

Vi d\l: 

KT. HIEU TRUONG 
PHO HI¥U TRUONG 

KT. TRUONG KHOA 
PHO TRUONG KHOA 

+ Truong hqp ky thira l~nh Hi~u truong thi phai ghi chu vi€t t~t "TL." (thira 
l~nh). Hi~u truong giao cho Truong cac phong chuc nang ky thira l~nh m<)t s6 lo?i van 
ban theo dung chuc nang nhi~m V\l cua don vi. 

.-;:::::::. 
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Vid\l: 

TL. HI¥U TRUONG 
TRUONG PHONG HANH CHINH T6NG H(}P 

+ Truong hqp ky thira uy quyen thi phai ghi chu viet tit "TUQ." (thira uy 
quy€n) vao tnr&c chu Hieu tru6ng, sau ddu chfun c6 ddu each. Ghi ro chuc danh, ten 
don vi, t6 chuc cua nguoi ky thira uy quyen. Viec giao ky thira uy quyen phai dugc 
quy djnh b~g van ban va gi6i h~ trong m◊t thoi gian nhdt djnh. Ngucri dugc ky thira 
uy quy€n khong dugc uy quyen l~i cho ngucri khac ky. Van ban ky thira uy quyen theo 
the thuc va dong ddu cua nha tnrong. 

Vi d\l: 

TUQ. HI¥U TRUONG 
TRUONGPHONGT6cmrccANBQ 

- HQ va ten ghi tren van ban bao gf>m: HQ, ten dem (neu co) va ten cua nguoi co 
thdm quy€n ky, ban hanh van ban. D6i v6i van ban hanh chinh do Truong DHQT ban 
hanh, tru6c hQ, ten cua nguoi ky, khong ghi hQc ham, hQc vi va cac danh hieu danh d\l' 
khac. Trong truong hgp cdn thiet khac, van ban co the ghi them hQc ham, hQc vi. 

- Hinh anh, vi tri chu ky s6 cua nguoi co thfun quy€n la hinh anh chu ky cua 
ngucri co thdm quyen tren van ban gidy, mau xanh, dinh d~g Portable Network 
Graphics (.png) nen trong su6t; d~t canh giua chuc V\l cua nguoi ky va hQ ten nguoi 
ky. 

- Quyen h~, chuc V\l cua nguoi ky dugc trinh bay t~i o s6 7a Ph\l l\lc III kem 
theo Quy che nay; chuc V\l khac cua nguoi ky dugc trinh bay t~i o s6 7b Ph\l l\lc III 
kem theo Quy che nay, phia tren hQ ten cua nguoi ky van ban. 

i) Ddu, chu ky s6 cua Truong DHQT 

- Hinh anh, vi tri chu ky s6 cua Hieu tru6ng, cac Pho Hieu tru6ng, cac Hinh d~o 
phong chuc nang la hinh anh ddu cua Truong f)~i hQC Qu6c tB, mau d6, kich thu&c bang 
kich thu&c th\l'c te ctia dftu, dinh d~g (.png) nen trong su6t, trum len khoang 1/3 hinh 
anh chu ky s6 cua nguoi co thdm quyen ve ben trai. 

- Chu ky s6 cua Hieu tru6ng, cac Pho Hieu tru6ng, cac lanh d~o don vi van ban 
kem theo van ban chinh dugc the hien n!iu sau: Van ban kem theo cung te,P tin v&i n◊i 
dung van ban dien tic, chi th\l'C hien ky so van ban va khong th\l'C hien ky so len van ban 
kem theo; van ban khong cung tep tin v&i n(>i dung van ban dien tic, Van thu th\l'C hien 
ky s6 cua nha tnrong tren van ban kem theo. 

+ Vi tri: Goe tren, ben phai, trang d!u cua van ban kem theo. 

+ Hinh anh chu ky s6 cua nha truong: Khong hien thi. 

+ Thong tin: S6 va ky hieu van ban; thoi gian ky (ngay thang nam; gicr phut giay; 
mui gicr Viet Nam theo tieu chuful ISO 8601) dugc trinh bay bang phong chu Times 
New Roman, chu in thuong, kieu chu dung, co chu I 0, mau den. 

k)Nainh~n 

- Nai nh~ van ban gf>m: Nai nh~ de th\l'c hien; nai nh~ de kiem tra, giam 
sat, bao cao, trao d6i cong vi~c, de biet; tiai nh~ de luu van ban. 
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- D6i v&i To trinh, Bao cao cua Truong DHQT gui ca quan, t6 chuc cftp tren va 
Cong van, nai nh?n bao g6m: 

+ Phfrn thu nhftt bao g6m tir "Kinh gui", sau d6 la ten cac ca quan, t6 chuc ho~c 
dan vi, ca nhan tnrc ti€p giai quy€t cong vi~c. 

+ Phfrn thu hai bao g6m tir ''Nai nh?n", phia du&i la tir "Nhu tren", ti€p theo la 
ten cac ca quan, t6 chuc, dan vi va ca nhan c6 lien quan khac nh?n van ban. 

- D6i v&i nhfrng van ban khac, nai nh~ bao g6m tir "N ai nh~" va phfrn li~t ke 
cac ca quan, t6 chuc, dan vi va ca nhan nh~ van ban. 

- "Nai nh?n:" duqc trinh bay bing chu in thuong, nghieng, d?m; sau d6 ":" 
xu6ng hang, phia du&i la "- Nhu tren;" va ten cac ca quan, t6 chuc ho~c dan vi, ca 
nhan c6 lien quan khac d~ bao cao (d~ bao cao); d~ thvc hi~n (d~ thvc hi~n); d~ Luu: 
VT, ... ) va duqc in thuong, dung, khong d?m; chu nai nh?n d~t ngang hang v&i chuc 
V\l nguoi ky, co chu 12, cac dong ti€p theo nhu: Nhu tren, Lanh d~o cac dan vi ... co 
chu 11. 

Vidµ: 

Noi nhlj,n: 
-Nhutren; 
- Giam d6c Dl;li h9c Qu6c gia ( di bao cao ); 
- Cac don vi: Phong ... ; Truog tam . . . (di th\l'c hi~n); 
- Luu: VT, PHCTH ( don vi so~n thao ). 

M~u 6 Ph\11\lc dinh kem Quy ch~ nay. 

2. Van ban chuyen nganh 

Thvc hi~n theo quy dinh cua B9 truang, Thu tru&ng ca quan quan ly nganh ban 
hanh sau khi thoa thu?n th6ng nhftt v&i B9 truang B9 N9i Vl,l. 

3. Van ban trao d6i v&i ca quan, t6 chuc ho~c ca nhan nu&c ngoai. 

Thvc hi~n theo cac quy dinh hi~n hanh cua phap lu?t va theo thong 1~ qu6c t~. 

4. Cac quy dinh khac 

a) Kh6 gifty: Kh6 A4 (210 mm x 297 mm). 

b) Ki~u trinh bay: Theo chi€u dai cua kh6 A4. Truong hqp n<)i dung van ban c6 
cac bang, bi~u nhung khong duqc lam thanh cac ph\l l\lc rieng thi van ban c6 th~ duqc 
trinh bay theo chi€u r<)ng. 

c) Dinh 1€ trang: Cach mep tren va mep du&i 20 - 25 mm, each mep trai 30 - 35 
mm, each mep phai 15 - 20 m~. 

d) Phong chu: Phong chu ti€ng Vi~t Times New Roman, b<) ma ky tv Unicode 
theo Tieu chufui Vi~t Nam TCVN 6909:2001, mau den. 

d) Ca chu va ki~u chu: Theo quy dinh C\l th~ cho tirng y€u t6 th~ thuc. 

e) Vi tri trinh bay cac thanh phfrn th~ thuc: Duqc thvc hi~n theo Ph\11\lc III kem 
theo Quy ch€ nay. 

g) S6 trang van ban: Dugc danh tir s6 1, b&ng chu s6 A R?p, co chu 13 d€n 14, 
ki~u chu dung, dugc d~t canh giua theo chi€u ngang trong phfrn 1€ tren cua van ban, 
khong hi~n thi s6 trang thu nhftt. 

""'=:::::::, 
:V ff 
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Di@u 10. So~n thao van ban 

1. Can cu tinh chit, n(>i dung cua van ban cful so~ thao, Hieu truong giao cho 
m(>t don vi ho~c m(>t vien chuc so~ thao ho~c chu tri so~ thao van ban. 

2. Bon vi ho~c vien chuc dugc giao so~ thao van ban c6 trach nhiem th1.rc hien 
cac cong viec sau: 

a) Xac dinh hinh thuc, n(>i dung va dQ m~t, dQ khdn, nai nh~ van ban; 

b) Thu th~p, xir ly thong tin c6 lien quan; 

C) So~ thao van ban; 

d) Truong hqp cful thiet d~ xuAt v6i Ban Giam hieu, Truong don vi tham khao y 
kien cua cac co quan, t6 chuc ho~c ca nhan c6 lien quan; nghien cuu tiep thu y kien 
de hoan chinh ban thao; 

d) Trinh duyet d\l thao van ban. 

e) 06i v6i van ban dien tu, ca nhan dugc giao nhiem V\l so~ thao van ban 
ngoai viec th\lc hien cac n(>i dung neu tren phai chuyen ban thao van ban, tai Heu kem 
theo (neu c6) vao He th6ng va c~p nh~t cac thong tin cful thiet. 

3. Truong hgp cful sira d6i, b6 sung ban thao van ban, nguoi c6 thfu:n quy~n cho 
y kien vao ban thao van ban ho~c tren He th6ng, chuyen l~i ban thao van ban den lanh 
d~o don vi chu tri so~ thao van ban de chuyen cho ca nhan dugc giao nhiem V\l so~ 
thao van ban. 

4. Ca nhan dugc giao nhiem V\l so~ thao van ban chiu trach nhiem trucrc nguoi 
dung ddu don vi va trucrc phap lu~t v~ ban thao van ban trong ph~ vi chuc trach, 
nhiem V\l dugc giao. 

Di@u 11. Duyft d\f thao van ban, sira chii'a, b6 sung d\f thao van bin da 
duyft 

1. D\l thao van ban phai do nguoi c6 thfu:n quy~n ky duyet van ban. 

2. Trong truong hqp d\l thao da dugc nguoi c6 thdm quy~n phe duy~t, nhung 
th!y cful thiet phai sira chfra, b6 sung them vao d\l thao thi don vi ho~c ca nhan dugc 
giao nhiem V\l so~ thao van ban phai trinh nguoi da duyet d\l' thao xem xet, quyet 
dinh viec sira chfra, b6 sung. 

Di@u 12. Ki@m tra van ban trtr6'c khi ky ban hanh 

1. Nguoi dung ddu don vi chu tri so~ thao van ban phai kiem tra va chiu trach 
nhi~m trucrc cAp tren va tru6'c phap lu~t v~ n(>i dung van ban, ky nhay/tit vao cu6i n(>i 
dung van ban (sau dAu ./.) trucrc khi trinh Ban Giam hi~u ky ban hanh; d~ xuAt muc d(> 
khdn; d6i chieu quy dinh cua phap lu~t v~ bao v~ bi m~t nha nucrc xac dinh vi~c d6ng 
d!u m~t, d6i tuQ'Ilg nh~ van ban, trinh nguoi ky van ban quyet dinh. Nguoi ky van 
ban phai chiu trach nhi~m trucrc phap lu~t v~ van ban do minh ky ban hanh. Ngucri 
dung ddu co quan t6 chuc phai chiu trach nhiem trucrc phap lu~t v~ toan b9 van ban do 
co quan, t6 chuc ban hanh. 

2. Truong phong Hanh chinh Tbng hqp giup Ban Giam hieu kiem tra lful cu6i 
va chju trach nhiem v~ the thuc, ky thu~t trinh bay van ban, thu t\lc ban hanh van ban 
va phai ky nhay/tit vao vi tri cu6i cung a ''Nai nh~". 
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l>i~u 13. Ky van ban va th§m quy~n ky 

1. Hi~u truong ky cit ca cac van ban do Truong 0HQT ban hanh. 

Cac truong hqp ky thay (phai ghi KT.), ky thua l~nh (phai ghi TL.), ky thua uy 
quy€n (phai ghi TUQ.), ky thay m~t (phai ghi TM.); d6ng thai nguai ky phai chiu 
trach nhi~m truac phap lu~t va Hi~u truong v€ van ban da ky ban hanh. 

2. Cac Ph6 Hi~u truong duqc ky thay Hi~u truong d6i vai cac van ban thm)c 
linh V\IC cong tac do Hi~u truong phan cong. 

3. Truong cac don vi tn,rc thu9c duqc Hi~u truong giao cho ky thua l~nh d6i 
vai m(:>t sf> lo:,ii van ban se duqc ban hanh bfulg m9t van ban Cl,l thS khac. 

4. Trong nhfrng truong hqp d~c bi~t, Hi~u truong c6 thS d6ng y cho Truong 
don vi tn,rc thu(:>c ky thua uy quy€n m(:>t sf> van ban. Vi~c giao ky thua uy quy€n phai 
duqc quy dinh bfulg van ban va giai h:,in trong m9t thai gian nhAt dinh. Nguai duqc ky 
thua uy quy€n khong duqc uy quy€n l:,ii cho nguai khac ky. 

5. 06i vai van ban gi!y, khi ky van ban dung but c6 mµc mau xanh, khong 
dung cac lo:,ii mµc d~ phai. 

6. 06i vai van ban di~n tic, nguai c6 thAm quy€n thµc hi~n ky sf>. Vi tri, hinh 
anh chu ky sf> theo quy dinh t:,ii Ph1,1 11,1c kem theo Quy ch~ nay. 

l>i~u 14. Ban sao van ban 

1. Cac hinh thuc ban sao g6m: Sao y, sao l1,1c va trich sao. Trong d6: 

a) Sao y g6m: Sao y tu van ban gi!y sang van ban gidy, sao y tu van ban di~n tic 
sang van ban gidy, sao y tu van ban gidy sang van ban di~n tic. 

- Sao y tu van ban gidy sang van ban gidy dugc thµc hi~n bing vi~c ch1,1p tu ban 
g6c ho~c ban chinh van ban gidy sang gidy. 

- Sao y tu van ban di~n tic sang van ban gidy dugc thµc hi~n bfulg vi~c in tu ban 
g6c van ban di~n tic ra gi!y. 

- Sao y tu van ban gi!y sang van ban di~n tic dugc thµc hi~n bing vi~c sf> h6a 
van ban gidy va ky sf> cua Truong 0HQT. 

b) Sao l1,1c 

- Sao l1,1c g6m: Sao l1,1c tu van ban gi!y sang van ban gi!y, sao 11,1c tu van ban 
gi!y sang van ban di~n tic, sao l1,1c tu van ban di~n tic sang van ban gi!y. 

- Sao l1,1c dugc thµc hi~n bfulg vi~c in, ch1,1p tu ban sao y. 

c) Trich sao 

- Trich sao g6m: Tri ch sao tu van ban gifty sang van ban gifty, trich sao tu van 
· ban gidy sang van ban di~n tic, trich sao tu van ban di~n tic sang van ban di~n tic, trich 

sao tu van ban di~n tic sang van ban gifty. 

- Ban trich sao duqc thµc hi~n bfulg vi~c t:,io l~p l:,ii ddy du th€ thuc, phdn n9i 
dung van ban cdn trich sao. 

2. Th€ thuc va ky thu~t trinh bay ban sao tham khao va thµc hi~n theo cac quy 
dinh cua Nghi dinh sf> 3O/2O2O/N0-CP. 
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3. Vi~c sao y ban chinh, sao l\lc, trich sao van ban do Hi~u truong, Truong 
phong Hanh chinh T6ng hqp quyet dinh va theo quy dinh phap lu~t. 

4. Ban sao y, sao l\lc, trich sao thµc hi~n dung quy dinh phap lu~t c6 gia tri 
phap ly nhu ban chinh. 

5. Ban sao Ch\lp (photocopy ca ddu va chfr ky cua van ban chinh) khong thµc 
hi~n theo quy dinh t~i Khoan 1 Dieu nay thi chi c6 gia tri thong tin, tham khao. 

6. Khong dUQ'C sao, Ch\lp, chuy~n phat ra ngoai Truong DHQT nhung y kien 
ghi hen 1~ van ban. Truong hqp cac y kien cua Ban Giam hi~u ghi trong van ban cfui 
thiet cho vi~c giao dich, trao d6i cong tac phai duqc C\l th~ h6a b~g van ban hanh 
chinh. 

7. Nguoi ky van ban phai chiu trach nhi~m truoc phap lu~t ve van ban do minh 
ky ban hanh. Nguoi dung ddu CCY quan, t6 chirc phai chiu trach nhi~m truoc phap lu~t 
ve toan b{> van ban do ccr quan, t6 chirc ban hanh. Vi~c sao, ch\lp tai li~u, v~t chira bi 
m~t nha nuoc duqc thµc hi~n theo quy dinh cua phap lu~t ve bao v~ bi m~t nha nuoc. 

Ml}c2 

QUAN LY VAN BAN DI, DEN 

Di~u 15. Nguyen tic cbung 

1. Tdt ca van ban di, van ban den cua Truong DHQT phai dugc quan ly ~p trung 
~i Van thu cua Nha truong (sau day g9i tAt la Van thu) d~ lam thu tvc tiep nh~, dang ky, 
trl:r nhung lo~ van ban dugc dang ky rieng theo quy dinh cua phap l~t. Nhung van ban 
den khong dugc dang ky ~ Van thu, cac doo vi, ca nhan khong c6 trach nhi~m giai 
quyet. 

2. Van ban di, van ban den thu{>c ngay nao phai dugc dang ky, phat hanh ho~c 
chuy~n giao trong ngay, ch~ nhdt la trong ngay lam vi~c tiep theo. Van ban den c6 
d6ng ddu chi cac mired{> khdn: "H6a t6c (k~ ca "H6a t6c" h~n gio), "Thugng khdn" va 
"Khdn" (sau day gQi chung la van ban khdn) phai dugc dang ky, trinh va chuy~n giao 
ngay sau khi nh~ duqc. Van ban khdn di phai dugc hoan thanh thu tvc phat hanh va 
chuy~n phat ngay sau khi van ban dugc ky. 

3. Van ban, tai li~u c6 n{>i dung mang bi m~t nha nuoc (sau day gQi tit la van 
ban m~t) duqc dang ky, quan ly theo quy dinh cua phap lu~t hi~n hanh ve bao v~ 
bi m~t nha nuoc va huang dful ~i Quy che nay. 

Di~u 16. Trinh tv quan ly van ban d@n 

Tdt ca van ban den Truong DHQT phai dugc quan ly theo trinh tµ sau: 

1. Tiep nh~ van ban den. 

2. Dang ky van ban den. 

3. Trinh, chuy~n giao van ban den. 

4. Giai quyet va theo doi, don d6c vi~c giai quyet van ban den. 

Di~u 17. Ti@p nhfn dang ky van ban d@n 

1. D6i voi van ban gidy 
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a) Khi ti€p nh~n van ban d€n tu m9i ngu6n trong gia ho~c ngoai gia lam vi~c 
d~u phai duqc t~p trung tc.1i Van thu nha truang d€ lam thu tvc ti€p nh~n, dang ky. 

Van thu ho~c nguai duqc giao nhi~m V\l ti€p nh~ van ban d~n phai ki€m tra s6 
luQ'llg, tinh trc}.llg bi, d§.u niem phong (n~u co), ki€m tra, d6i chi€u v6i nai giri tru6c khi 
nh~ va ky nh~. Truang hqp phat hi~n sai sot, dn bao ngay nguai co trach nhi~m giai 
quy~t va thong bao cho nai giri van ban. 

Van ban d€n phai duqc dang ky vao s6 dang ky van ban ho~c ca sa du li~u 
quan ly van ban d€n tren may tinh, d6ng d§.u "D~n" va ghi ngay d€n. Cftn dam bao ro 
rang, chinh xac va khong ghi bing but chi ho~c mvc do, khong vi€t tilt nhfrng tu ho~c 
Cl,lm tu khong thong dl,lng. 

06i v6i dan, thu khi€u nc.1i, t6 cao va nhfrng van ban c§.n duqc ki€m tra, xac 
minh m9t v§.n d~ gi do, ho~c nhfrng van ban ma ngay nh~n each qua xa ngay thang cua 

- van ban thi c§.n gifr lc.1i phong bi kem v6i. van ban d€ lam chung. 

06i v6i nhfrng van ban gui d€n khong thu9c di~n dang ky a van thu, thi khong 
phai dong d§.u "0€n" ma duqc chuy€n cho nguai co thfun quy~n d€ giai quy€t. 

b) Phan loc.1i, ma phong bi van ban d€n 

- Loc.1i van ban khong ma phong bi, g6m: Van ban giri cho cac t6 chuc Dang va 
cac doan th€ trong truang; cac phong bi ghi dich danh ten nguai nh~n. 

- Van thu ma phong bi gui van ban ghi gui Truang DHQT. 

- 06i v6i phong bi co ghi "M~t", "Tuy~t m~t", "T6i m~t" duqc thvc hi~n theo 
quy dinh tc.1i Nghi dinh 26/2020/ND-CP ngay 28/02/2020 cua Chinh phu hu6ng dful 
Lu~t Bao v~ bi m~t Nha nu6c. 

c) 06i v6i ban fax, phai ch\lp h;li tru6c khi dong d§.u "0€n"; d6i v6i van ban duqc 
chuy€n phat qua mc}.llg, trong truang hqp c§.n thi€t, co th€ in ra va lam thu tvc dong d§.u 
"0€n". Sau do, n€u khi nh~ duqc ban chinh, phai dong d§.u 0€n vao ban chinh va lam 
thu tvc dang ky ( s6 d€n, ngay d€n la s6 va ngay da dang ky a ban fax, ban chuy€n phat 
qua mc}.llg). 

d) Van ban khin d€n ngoai gia lam vi~c, ngay 1~, ngay nghi, thi vien chuc ti€p 
nh~ co trach nhi~m ky nh~ va bao cao ngay v6i Ban Giam hi~u, Truong phong Hanh 
chinh T6ng hqp d€ xu ly. 

2. 06i v6i van ban di~n tu 

a) Van thu nha truang phai ki€m tra tinh xac thvc va toan Vyn cua van ban di~n 
tu va thvc hi~n ti€p nh~n tren H~ th6ng. 

b) Truang hqp van ban di~n tu khong dap ung cac quy dinh tc.1i di€m a Khoan 
nay ho~c giri sai nai nh~ thi Van thu nha truang phai tra l.;ii cho ca quan, t6 chuc gui 
van ban tren H~ th6ng. Truang hqp phat hi~n co sai sot ho~c d§.u hi~u b§.t thuang thi 
Van thu bao ngay nguai co trach nhi~m giai quy€t va thong bao cho nai gui van ban. 

c) Van thu nha truang nh~ van ban co trach nhi~m thong bao ngay trong ngay 
cho ca quan, t6 chuc gui v~ vi~c da nh~n van ban bing chuc nang cua H~ th6ng. 

Diiu 18. Dang ky van ban d~n 
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1. Vi~c dang ky van ban den phai bao dam ddy du, ro rang, chinh xac cac thong 
tin cdn thiet theo mdu S6 dang ky van ban den ho~c theo thong tin ddu vao cu.a du li~u 
quan ly van ban den. Nhfrng van ban den khong duqc dang ky t~i Van thu nha truong 
thi don vi, ca nhan khong c6 trach nhi~m giai quyet, trir nhfrng lo~i van ban den duqc 
dang ky rieng theo quy dinh cu.a phap lu~t. 

2. S6 den cu.a van ban duqc ldy lien tiep theo thu t\r va trinh t\r thm gian tiep 
nh~ van ban trong nam, th6ng nhdt gifra van ban gidy va van ban di~n tu. 

3. Dang ky van ban 

Van ban duqc dang ky b~g sf> ho~c b~g H~ th6ng. 

a) Dang ky van ban den b~g sf> 

Van thu nha truong dang ky van ban vao S6 dang ky van ban den. Mdu S6 dang 
ky van ban den dugc th\Ic hi~n theo quy dinh cu.a Nghi dinh s6 30/2020/ND-CP. 

b) Dang ky van ban den b~g H~ th6ng 

Van thu nha truong tiep nh~ van ban va dang ky vao H~ th6ng. Truong hgp 
cdn thiet, Van thu th\Ic hi~n s6 h6a van ban den theo quy dinh cu.a Nghi dinh s6 -
30/2020/ND-CP. Van thu c~p nh~t vao H~ th6ng cac truong thong tin ddu vao cu.a du 
Heu quan ly van ban den theo quy djnh. Van ban den dugc dang ky vao He th6ng phai 
dugc in ra gidy ddy du cac truong thong tin theo mdu S6 dang ky van ban den, ky nh~ 
va d6ng s6 de quan ly. 

4. Van ban m~t dugc dang ky theo quy dinh cu.a phap lu~t v€ bao ve bi m~t nha 
nu6c. 

Biiu 19. Trinh, chuyin giao van ban d@n 

1. Van ban den sau khi dugc dang ky, phai trinh ngum c6 thdm quy€n de xin y 
kien XU ly van ban. Van ban den c6 ddu chi cac muc d{> kh§.n phai dUQ'C trinh va 
chuyen giao ngay sau khi nh~ dugc. 

2. Trinh, chuyen giao van ban gidy: Y kien chi d~o giai quyet dugc ghi vao ID\lC 
"Chuyen" trong ddu "DEN" ho~c Phieu giai quyet van ban den theo mdu t~i Ph\11\lC 
kem theo Quy ch€ nay. Sau khi c6 y ki€n chi d~o giai quy€t cu.a ngum c6 thfun quy€n, 
van ban d€n dugc chuyen l~i cho Van thu d€ dang ky bf, sung thong tin, chuy€n cho 
don vi ho~c ca nhan dugc giao giai quy€t. Khi chuyen giao van ban gidy d€n cho don 
vi, ca nhan phai ky nh~ van ban. 

3. Can cu vao y ki€n chi d~o giai quy€t, Van thu dang ky ti€p va chuy€n giao 
dung don vi, ca nhan nh~ van ban theo y kien chi d~o. Van ban cdn dugc chuy€n cho 
don vi, ca nhan c6 trach nhiem giai quy€t trong ngay, ch~ nhdt la ngay lam viec k€ 
ti€p. 

4. Khi chuyen giao van ban d€n, phai ti€n hanh kiem tra, d6i chi€u va giti gin bi 
m~t n{>i dung van ban. Van thu don vi ho~c ngum dugc giao ti€p nh~ van ban d€n cu.a 
don vi phai ky nh~ vao s6 chuy€n giao van ban. 

5. Trinh, chuy€n giao van ban dien tu tren He th6ng: Van thu nha truong trinh 
van ban dien tu d€n ngum c6 thfun quy€n chi d~o giai quy€t tren H~ th6ng. 

Ngum c6 thfun quy€n ghi y ki€n chi d~o giai quy€t van ban den tren H~ th6ng 
va c~p nh~t vao H~ th6ng cac thong tin: Don vi ho~c ngum nh~; y ki€n chi d~o, tr~g 
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thai xu ly van ban; thai h?n giai quySt; chuySn van ban cho don vi ho~c ca nhan duqc 
giao giai quySt. Truang hqp van ban di~n tu gui kem van ban gi!y thi Van thu nha 
truang thµc hi~n trinh van ban di~n tu tren H~ th6ng va chuySn van ban giiy dSn don 
vi ho~c ca nhan duqc nguai c6 thAm quy€n giao chu tri giai quySt. 

I>i~u 20. Giai quyit va theo doi, don d6c vi~c giai quyit van ban din 

1. Sau khi nh~ duqc van ban dSn, Van thu don vi phai dang ky vao sf> van ban 
dSn cua don vi va chuySn cho Hinh d?o don vi, ho~c ca nhan c6 trach nhi~m chi d?o, 
giai quySt lqp thai theo thai hl;ln yeu d.u cua Ban Giam hi~u theo thai h?n yeu du cua 
van ban ho~c theo quy dinh cua phap lu~t. Lanh d?o don vi, ho~c ca nhan khi nh~n van 
ban tu van thu don vi phai ky nh~n vao s6 chuySn giao van ban cua don vi. 

2. Truang hqp van ban dSn khong c6 yeu cfiu v€ thai h?n tra lai thi thai h?n 
giai quySt duqc thµc theo Quy ch€ lam vi~c cua co quan. · 

3. Van thu c6 trach nhi~m t6ng hqp s6 li~u van ban dSn, van ban dSn da duqc 
giai quySt, da dSn h?TI nhung chua duqc giai quySt dS bao cao Truong phong Hanh 
chinh T6ng hqp. E>6i v&i van ban dSn c6 diu "Tai li~u thu hf>i", Van thu c6 trach 
nhi~m theo doi, thu hf>i ho~c gui tra l?i noi gui theo dung thai h?n quy dinh. 

4. Truong phong Hanh chinh T6ng hqp c6 trach nhi~m don d6c, bao cao Ban 
Giam hi~u v€ tinh hinh giai quySt, tiSn d9 va kSt qua giai quySt van ban dSn dS thong 
bao cho cac don vi lien quan. 

I>i~u 21. Trinh tv giai quyit van ban di 

Van ban di phai duqc quan ly theo trinh tµ sau: 

1. KiSm tra thS thuc va ky thu~t trinh bay van ban; ghi s6 va ngay, thang, nam 
cua van ban. 

2. Dang ky van ban di. 

3. Nhan ban, dong diu truang va diu muc d◊ m~t, khAn. 

4. Lam thu t\lC phat hanh, chuySn phat va theo doi vi~c chuySn phat van ban di. 

5. Luu van ban di. 

I>i~u 22. Kiim tra thi thfrc va ky thu~t trinh bay van ban; ghi s6 va ngay, 
thang ctia van ban 

1. KiSm tra th€ thuc va ky thu~t trinh bay van ban 

Tru&c khi phat hanh van ban, Van thu kiSm tra l?i th€ thuc va ky thu~t trinh bay van 
ban; nSu phat hi~n sai sot thi bao cao Truong phong Hanh chinh T6ng hqp xem xet, giai 
quyst. 

2. Ghi s6 va ngay, thang ban hanh van ban 

a) Tit ca van ban di cua Truang E>HQT duqc ghi s6 theo h~ th6ng s6 chung cua 
do Van thu th6ng nhit quan ly; tru truang hqp phap lu~t c6 quy djnh khac. 

b) Vi~c ghi s6, ngay, thang, nam van ban hanh chinh thµc hi~n theo quy dinh 
cua Nghi dinh s6 30/2020/NE>-CP. 

3. Van ban m~t di duqc danh s6 va dang ky rieng theo quy dinh v€ bao v~ bi 
m~t Nha nu&c. 
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4. E>6i vm van ban gidy, vi~c cdp s6, thcri gian ban hanh dugc th\lc hi~n sau khi 
co chfr ky cu.a ngum co thdm quyen, ch~ nhdt la trong ngay lam vi~c ti~p theo. Van 
ban m~t dugc cdp h~ th6ng s6 rieng. 

5. E>Bi v6i van ban di~n tir, vi~c cdp s6, thm gian ban hanh dugc th\lc hi~n bfulg 
chuc nang cu.a H~ thBng. 

t>iiu 23. Dang ky van ban di 

Van ban di dugc dang ky vao sA dang ky van ban di ho~c ca sa du li~u quan ly 
van ban di tren may tinh va th\lc hi~n theo quy dinh cu.a Nghi dinh s6 30/2020/NE>-CP. 

1. L~p sA dang ky van ban di 

a) Can cu t6ng s6 va s6 lugng m6i lo~i van ban di hang nam, quy djnh c1,1 th€ 
vi~c l~p s6 dang ky van ban di cho phu hgp. 

b) Van ban m~t di dugc dang ky rieng. 

2. Bang ky van ban di 

a) Vi~c dang ky van ban di dugc thl,l'c hi~n theo phuong phap c6 truyen (dang 
ky bfulg sA) ho~c dang ky tren may tinh. 

b) Truang hgp dang ky bfulg sA, van thu nha truang dang ky theo M!u S6 dang 
ky van ban di quy djnh t~i Nghi dinh s6 30/2020/NE>-CP. 

c) Truang hgp dang ky van ban bfulg H~ th6ng may tinh, van ban dugc dang ky 
bfulg H~ th6ng phai dugc in ra gidy ddy du cac truang thong tin theo m!u S6 dang ky 
van ban di, dong sA d€ quan ly. 

Biiu 24. Nhan ban, d6ng diu, ky s6 ciia nha tru011g va diu muc dQ khin, 

1. Nhan ban 

a) S6 lugng van ban cdn nhan band~ phat hanh dugc xac dinh tren ca so s6 
lugng t~i nai nh~ van ban; n~u gui d~n nhieu nai ma trong van ban khong li~t ke du 
danh sach thi don vi so~ thao phai co ph1,1 l1,1c nai nh~ kem theo d€ luu 6 Van thu. 

b) Nai nh~ phai dugc xac dinh c1,1 th€ trong van ban tren nguyen tile van ban 
chi ~i den ca quan., tA chuc (neu ro ten fO.quan, tA chuc), don vi co chuc nangt thdm 
~~~M~~~~~~~~~~~~~ 
lien quan d~n n◊i dung van ban; khong gm VUQ1 cdp, khong gui nhieu ban cho m◊t dBi 
tugng, khong gui d~n cac d6i tugng khac chi d€ bi~t, d€ tham khao. 

c) Gifr gin bi m~t n◊i dung van ban va th\lc hi~n danh may, nhan ban theo dung 
thm gian quy dinh. 

d) Vi~c nhan ban van ban m~t phai co y ki~n cua Ban Giam hi~u va dugc th\lc 
hi~n theo quy dinh t~i E>ieu 11 Lu~t Bao v~ Bi m~t Nha nu6c va E>ieu 3 Nghi djnh 
26/2020/NE>-CP. 

2. Bong ddu nha truang 

a) Khi dong ddu len chfr ky thi ddu phai trum len khoang 1/3 chfr ky ve phia hen 
trai. 
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b) Dfiu dong phai ro rang, ngay ngiln, dung chi~u va dung m\fc dfiu mau do tuai 
theo quy djnh. 

C) Dong dfiu vao phl,l l\lC kem theo 

Vi~c dong dfiu !en cac ph\11\lc kem theo van ban chinh do nguai ky van ban quy€t 
djnh va dfiu duqc dong len trang dfiu, trum len m<)t phfin ten nha truong ho?c ten cua ph\l 
ll,lC. 

d) Dong dfiu giap lai 

Vi~c dong dfiu giap lai d6i v&i van ban, tai li~u chuyen nganh va ph\l l\lc kem 
theo: Dfiu duqc dong vao khoang gifra mep phai cua van ban ho?c ph\11\lc van ban, 
trum !en m(:>t phfin cac ta gidy, m6i ddu khong qua 05 trang. 

3. Dong dfiu d9 khfrn, m~t 

a) Vi~c dong dfiu cac d9 khfrn (khfrn, thuqng khfrn, hoa t6c, hoa t6c hyn gia) 
tren van ban hanh chinh duqc th\l'C hi~n theo quy dinh t?i M\lC III Phfin I Ph\11\lC I ban 
hanh kem theo Nghi dinh s6 30/2020/Nf)-CP. 

b) Vi~c dong dfiu cac d9 m~t (m~t, tuy~t m~t, t6i m~t) va ddu tai li~u thu h6i 
duqc khilc s~n theo quy dinh t?i quy djnh t?i Nghi dinh 26/2020/Nf)-CP ngay 
28/02/2020 cua Chinh phu hu&ng dfrn Lu~t Bao v~ bi m~t Nha nu&c. 

c) Vi tri dong dfiu d<) khfrn, dfiu d9 m~t va dfiu ph?ffi vi luu hanh (tra l?i sau khi 
h9p, xem xong tra l?i, luu hanh n<)i b9) tren van ban duqc th\l'C hi~n theo quy dinh t?i 
M\lc IV Phfin I Ph\11\lc I ban hanh kem theo Nghi dinh s6 30/2020/ND-CP. 

4. Ky s6 cua nha truang d6i v&i van ban di~n tu 

Ky s6 cua nha truong, t6 chuc duqc th\l'c hi~n theo quy dinh t?i Ph\! l\lc I cua 
Nghi dinh s6 30/2020/Nf)-CP. 

Di~u 25. Thu tv.c phat hanh, chuy~n phat va theo doi vifc chuy~n phat van ban 
di 

1. Thu t\}c phat hanh van ban 

Van thu nha truong ti€n hanh cac cong vi~c sau day khi phat hanh: 

a) L\fa ch9n bi; 

b) Vi€t bi; 

c) Vao bi va dan bi; 

d) Dong dfiu d<) khfrn, ddu ky hi~u d9 m~t va ddu khac !en bi (n€u co). 

D6i v&i van ban mang bi m~t nha nu&c th\l'c hi~n theo Di~u 13 Lu~t Bao v~ bi 
m~t Nha nu&c. 

2. Chuy~n phat van ban di 

a) Nhfrng van ban da lam dfiy du cac thu tl,lc hanh chinh phai duqc phat hanh 
ngay trong ngay van ban do duqc dang ky, ch~m nhdt la trong ngay lam vi~c ti€p theo. 

b) D6i v&i nhfrng van ban "Hyn gia", "Hoa t6c", "Khfrn", "Thuqng khfrn" phai 
duqc phat hanh ngay sau khi lam dfiy du cac thu t\}c hanh chinh. 
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c) Van ban di duqc chuyen phat qua buu di~n phai duqc dang ky vao S6 giri 
van ban di buu di~n. Khi giao bi van ban, phai yeu cAu nhan vien buu di~n kiem tra, ky 
nh~ va d6ng dAu vao sf>; 

d) Vi~c chuyen giao trµc ti~p van ban cho cac don vi, ca nhan trong Truong D~i 
hc;,c Qu6c t~ ho~c cho cac ca quan, don vi, ca nhan hen ngoai phai duqc ky nh~n vao 
Sf> chuyen giao van ban; 

d) Chuyen phat van ban di bfulg may fax, qua m~g 

Trong truong hqp cAn chuyen phat nhanh, van ban di c6 the duqc chuyen phat 
cho nai nh~ bfulg may fax ho~c chuyen qua m~g, trong ngay lam vi~c phai giri ban 
chinh d6i v6i nhung van ban c6 gia tri luu tril. 

e) Chuyen phat van ban m~t thµc hi~n theo Dieu 4 Nghi dinh s6 26/2020/ND­
CP. 

g) Van ban da phat hanh nhung c6 sai s6t ve n9i dung phai duqc sira df>i, thay 
th~ bfulg van ban c6 hinh thuc tuong duong. Van ban da phat hanh nhung c6 sai s6t ve 
the thuc, ky thu~t trinh bay, thu tl,lc ban hanh phai duqc dinh chinh bfulg cong van cua 
ca quan da ban hanh van ban. 

3. Thu h6i van ban 

a) D6i v&i van ban giAy, truong hqp nh~ duqc van ban thong bao thu h6i, hen 
nh~ c6 trach nhi~m giri l~i van ban da nh~. 

b) D6i v&i van ban di~n tir, truong hqp nh~ duqc van ban thong bao thu hf>i, 
hen nh~ huy b6 van ban di~n tir bi thu h6i tren H~ th6ng, df>ng thcri thong bao qua H~ 
th6ng de hen giri bi~t. 

4. Phat hanh van ban giAy tir van ban duqc kj sf> cua ngucri c6 thfun q_uyen: V,an 
thu nha truong thvc hi~n in van ban da duqc ky so cua ngucri c6 thfun quyen ra giay, 
d6ng dAu cua nha truong de t~o ban chinh van ban giAy va phat hanh van ban. 

5. Truong hqp cAn phat hanh van ban di~n tir tir van ban giAy: Van thu thvc 
hi~n theo quy dinh ve sao y tir van ban giAy sang van ban di~n tir t~i diem a khoan 1 
Dieu 14 Quy ch~ nay. Truong hqp h~ th6ng chua dap ung theo quy djnh ~i Ph\l 1\lc VI 
Nghi dinh s6 30/2020/ND-CP va cac quy dinh cua phap lu~t c6 lien quan thi Van thu 
nha truong ~o ban chinh van ban gi!y theo quy dinh t~i khoan 5 Dieu 18 Nghi dinh s6 
30/2020/ND-CP de luu t~i Van thu va hf> so cong vi~c. 

6. Theo doi vi~c chuyen phat van ban di 

a) Van thu truong c6 trach nhi~m theo doi vi~c chuyen phat van ban di; 

b) L~p Phi~u giri de theo doi vi~c chuyen phat van ban di theo yeu cAu cua 
ngucri ky van ban. Vi~c xac dinh nhting van ban di cAn l~p Phi~u giri do don vi ho~c ca 
nhan so~ thao van ban de xuAt, trinh ngucri ky quy~t dinh; 

c) D6i v&i nhting van ban di c6 d6ng dAu "Tai li~u thu h6i", phai theo doi, thu 
h6i dung thcri h~; khi nh~ l~i, phai kiem tra, d6i chi€u de bao dam van ban khong bi 
thi~u ho~c thAt l~c; 

d) Truong hqp phat hi~n van ban bi th!t l~c, khong c6 nguoi nh~ phai bao cao 
ngay Truong phong Hanh chinh T Ang hqp de xir ly. 
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Bi~u 26. Llfll van ban di 

1. M6i van ban di phai duqc luu hai ban: Ban gf>c luu t?i Van thu va 0 1 ban 
chinh luu trong hf> sa cong vi~c cua dan vi tham muu. 

2. Ban gf>c luu t?i Van thu nha truong phai duqc d6ng dftu va silp xSp theo tht'.r 
n.r dang ky. 

3. Vi~c luu giu, bao quan va su d1,1ng ban luu van ban di c6 d6ng dftu chi cac 
muc d9 m~t duqc thµc hi~n theo quy dinh hi~n hanh v8 bao v~ bi m~t nha nu&c. 

4. Van thu c6 trach nhi~m l~p s6 theo doi va ph1,1c V\l kip thcri yeu cclu su d1,1ng 
ban luu t?i Van thu theo quy dinh cua phap lu~t va quy dinh c1,1 the cua nha truong. 

5. Luu van ban di~n tu: Ban gf>c van ban di~n tu phai duqc luu tren H~ thf>ng 
cua nha truong. 

a) Trucrng hqp H~ thf>ng dap ung theo quy dinh t?i Ph1,1 l1,1c VI Nghi dinh sf> 
30/2020/NB-CP va cac quy dinh cua phap lu~t c6 lien quan thi su d1,1ng va luu ban 
gf>c van ban di~n tu tren H~ thf>ng thay cho van ban gifty. 

b) Truong hqp H~ thf>ng chua dap ung theo quy dinh t?i Ph1,1 l1,1c VI Nghi 
dinh sf> 30/2020/NB-CP va cac quy dinh cua phap lu~t c6 lien quan thi Van thu ca 
quan t?o ban chinh van ban gifty theo quy dinh t?i khoan 5 Di8u 18 Nghi dinh sf> 
30/2020/NB-CP d€ luu t?i Van thu ca quan va hf> sa cong vi~c. 

Ml}C 3 

L4}> HO SOVA GIAO N(>P HO SO, TA.I L~U V Ao LlfU TRU CO QUAN 

Bi~u 27. L~p Danh ml}c h6 sO' 
Danh m1,1c hf> sa do Hi~u truong phe duy~t, duqc ban hanh vao dclu nam va gui 

cac dan vi, ca nhan lien quan lam can cu d€ l~p hf> sa. M!u Danh m1,1c hf> sa tham khao 
theo quy dinh t?i Ph1,1 l1,1c V Nghi dinh sf> 30/2020/NB-CP. 

Bi~u 28. L~p h6 sO' 

1. Yeu cclu df>i v&i m6i hf> sa duqc l~p 

a) Hf> sa duqc l~p phai phan anh dung chuc nang, nhi~m V\l cua, dan vi hinh 
thanh hf> sa. 

b) Van ban, tai li~u duqc thu th~p vao hf> sa phai c6 sµ lien quan ch~t che· v&i 
nhau va phan anh dung trinh n.r di~n biSn cua sµ vi~c hay trinh n.r giai quySt cong vi~c. 

2. N9i dung vi~c l~p hf> sa cong vi~c 

a) Mc'r hf> sa 

- Can cu vao Danh ffi\lC hf> sa cua nha truong va thµc tS cong vi~c duqc giao, 
vien chuc phai chufui bi bia hf> sa, ghi tieu d8 hf> sa len bia hf> sa, c~p nh~t nhung thong 
tin ban dclu v8 hf> sa theo Danh m1,1c hf> sa da ban hanh. Vien chuc trong qua trinh giai 
quySt cong vi~c cua minh se tiSp 11,lc dua cac van ban hinh thanh co lien quan vao hf> sa. 

- Truong hqp cac hf> sa khong c6 trong Danh m1,1c hf> sa, ca nhan duqc giao 
nhi~m V\l giai quySt cong vi~c t\l' xac dinh cac thong tin: Tieu d8 hf> sa, sf> va ky hi~u 
h6 sa, thcri h?n bao quan hf> sa, ngucri l~p hf> sa va thcri gian bilt ddu. 

b) Thu th~p van ban vao hf> sa 
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- Vien chuc c6 trach nhiem l~p h6 so cfui thu th~p ddy du cac van ban, gifty ta 
va cac tU' lieu c6 lien quan d€n S\I viec vao h6 so; 

- Cac van ban trong h6 so phai dugc st\p x€p theo m(>t trinh W hgp ly, tuy theo 
d~c di6m khac nhau cua cong viec de l\fa ch9n each st\p x€p cho thich hgp ( chu y€u la 
theo trinh W thai gian va di€n bi€n cong viec). 

c) K€t thuc h6 so 

- H6 so dugc k€t thuc khi cong viec da giai quy€t xong. Vien chuc c6 trach 
nhiem l~p h6 so phai kiem tra, xem xet, b6 sung nhOng van ban, gifty ta con thi€u va 
lo~i ra van ban trimg thira, ban nhap, cac tu Heu, sach bao khong cfui de trong h6 so; 

- D6i v6i h6 so giAy: Vien ch(rc l~p h6 so th\IC hien danh s6 to d6i v6i h6 so c6 
thai h~ bao quan tir 05 nam tr& len va vi€t M1,1c l1,1c van ban d6i v6i h6 so c6 thai h~ 
bao quan vinh vi€n; vi€t chung tir k€t thuc d6i v6i t!t ca h6 so. 

- D6i v6i h6 so dien tfr: Vien chuc l~p h6 so c6 trach nhiem c~p nh~t vao He 
th6ng cac thong tin con thi€u. Viec bien m1,1c van ban trong h6 so dugc th\IC hien bfulg 
chuc nang cua He th6ng. 

Di@u 29. Giao nhjn h6 sa, tai lifu vao Lllll trii' ciia nha trll'O'llg 

1. Trach nhiem vien chuc 

a) Vien chuc phai giao n(>p h6 so, tai Heu vao Luu trit cua nha truang theo thai 
h~ dugc quy dinh t~i Khoan 2 Dieu nay. Truong hgp cfui gift l~i h6 so, tai Heu d€n 
h~ n(>p luu phai thong bao bfulg van ban cho Luu trit nha truang bi€t va phai dugc S\I 
d6ng y cua Ban Giam hieu, nhung thai h~ giu l~i khong qua 02 nam; 

b) Vien chuc khi chuy6n cong tac, thoi viec, nghi huang ch€ d(> bao hi6m xa 
h(>i phai ban giao h6 so, tai Heu cho nha truang ho~c cho nguoi k€ nhiem, khong dugc 
giu h6 SCY, tai Heu cua nha truang lam tai Heu rieng ho~c mang sang co quan, tA chuc 
khac. 

2. Thai h~ n(>p luu h6 so, tai Heu 

a) Trong thoi ~ 01 nam k€ tir ngay cong viec k€t thuc; 

b) Sau 03 thang k6 tir ngay cong trinh dugc quy€t toan d6i v6i tai lieu xay d\lflg co 
ban; 

3. Thu tl,lc n(>p luu 

a) 06i v6i h6 scr giAy 

Khi n(>p luu tai Heu phai l~p 02 ban "M1,1c l1,1c h6 so, tai Heu n(>p luu" va 02 ban 
"Bien ban giao nh~ h6 so, tai Heu" tham khao theo mdu t~i Nghi dinh s6 
30/2020/ND-CP. Don vi, ca nhan n(>p luu tai Heu va Luu trit nha truang giu m6i lo~i 
01 ban. 

b) 06i v6i h6 so dien tfr 

- Ca nhan dugc giao nhiem V\l giai quy€t cong viec va l~p h6 so th\IC hien n(>p 
luu h6 so dien tfr vao Luu trit nha truang tren He th6ng. 

- Luu trit nha truang c6 trach nhiem ki€m tra, nh~ h6 so theo Danh m1,1c; lien 
k€t chinh xac du Heu d~c ta v6i h6 so; ti€p nh~ va dua h6 so v8 ch€ de} quan ly h6 so 
luu trit dien tfr tren He th6ng. 
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Di~u 30. Trach nhi~m dBi v6i vi~c l~p h6 sO' va giao n{>p h6 sO', tai li~u vao 
LU'u trfr 

1. Trach nhi~m cua Ban Giam hi~u 

Hang nam, Ban Giam hi~u c6 trach nhi~m chi d~o xay d\l'Ilg Danh m\lc ht> sa 
cua; chi d~o cong tac l~p ht> sa va giao rn)p ht> sa, tai li~u vao hru trfr d6i v6i cac dan 
vi thu9c ph~m vi quan ly cua minh. 

2. Trach nhi~m cua Truong phong Hanh chinh T6ng hqp 

a) Tham muu cho Hi~u truong trong vi~c chi d~o, ki€m tra, hu6ng dftn l~p 
ht> sa va giao n9p ht> sa vao luu trfr d6i v6i cac dan vi trµc thu9c. 

b) T6 chuc th1;rc hi~n vi~c l~p danh m\lc ht> sa, l~p ht> sa va giao n9p ht> sa vao luu 
w. 

3. Trach nhi~m cua Truong dan vi trµc thu9c va vien chuc 

a) Truong dan vi c6 trach nhi~m chi d~o, don d6c vien chuc thu9c dan vi minh 
thl;rc hi~n vi~c l~p ht> sa cong vi~c va giao n9p ht> sa vao Luu trfr theo k€ ho~ch tri~n 
khai cua nha truong. 

b) Vien chuc c6 trach nhi~m l~p ht> sa cong vi~c duqc phan cong theo doi, giai 
quy€t va chiu trach nhi~m v€ s6 luqng, thanh phful, n◊i dung tai li~u trong ht> sa, bao dam 
yeu d.u, chfrt luqng cua Ht> SO' theo quy dinh tru6c khi n9p vao luu tru nha truong. 

c) Truong hqp dan vi ho~c ca nhan c6 nhu cAu gifr l~i h6 sa da d€n h~n n9p luu 
d€ ph\lc V\l cong vi~c thi phai duqc Hi~u truong d6ng y bfulg van ban va phai l~p Danh 
ml,lC h6 SO', tai li~u gifr l~i giri Luu trfr nha truong. Thai h~n gifr l~i hf> SO' cua dan vi, 
ca nhan kh6ng qua 02 nam k€ tir ngay d€n h~n n9p luu. . 

d) Giao n9p hf> sa dung thai h~ va dung thu tl,lc quy dinh. 

4. Trach nhi~m cua vien chuc van thu, luu trfr 

Vien chuc van thu, luu tru c6 trach nhi~m hu6ng dftn cac dan vi va vien chuc l~p hf> 
so cong vi~c; giao n9p hf> so vao Luu trfr nha truong theo dung quy dinh cua Nha nu6c. 

Ml_lc 4 

QUAN LY VA SUDVNG CON DAU, THIET BJ LUiJ KHOA Bi M4T 

Di~u 31. Quan ly con diu, thi~t bi IU'u khoa bi m~t 

1. Truong phong Hanh chinh T6ng hqp chiu trach nhi~m tru6c Hi~u truong 
vi~c quan ly, sir d\lng con dfru, thi€t bi luu kh6a bi m~t cua Truong DHQT. 

2. Vi~c quan ly va sir dl,lng con dfru cua Truong DHQT duqc giao cho Van thu. 
Van thu duqc giao sir d\lilg va bao quan con dfru, thi€t bi luu kh6a bi m~t chiu trach 
nhi~m tru6c Ban Giam hi~u va lanh d~o dan vi vi~c quan ly va sir d\lng con d§.u, thi€t 
bi luu kh6a bi m~t c6 trach nhi~m thvc hi~n nhfrng quy dinh sau: 

a) Con dfru, thi€t bi luu kh6a bi m~t phai duqc bao quan t~i phong lam vi~c cua 
vien chuc van thu. Truong hqp cful dua con d§.u, thi€t bi luu kh6a bi m~t ra khoi 
truong ho~c dan vi phai duqc S\f d6ng y cua Hi~u truong va phai chiu trach nhi~m 
v€ vi~c bao quan, sir d\lng con dfru, thi€t bi luu kh6a bi m~t. Con dfru phai duqc bao 
quan an toan trong gia ciing nhu ngoai gia lam vi~c; 
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b) Khong giao con dftu cho nguoi khac khi chua dugc phep bfulg van ban cua 
ngum c6 thdm quy€n. Vi~c ban giao con dftu, thi~t bi luu khoa bi m~t phai dugc l~p 
thanh bien ban. 

c) Phai trgc ti~p dong dftu, ky s6 vao van ban do Truong I>HQT ban hanh va 
ban sao van ban. 

d) Chi dugc dong dftu, ky s6 cua nha truong vao van ban da co chfr ky cua 
ngum co thdm quy€n va ban sao van ban do nha truong tnrc ti~p thgc hi~n. 

3. Khi net dftu bi mon ho~c bi~n d~g, nhan vien van thu phai bao cao Hi~u 
truong va nguoi dugc giao trach nhi~m lam thu t\lc d6i con dftu. Truong hgp con dftu 
bi mftt, phai bao cao ngay Hi~u truong, Truong phong Hanh chinh T6ng hgp de bao 
cao ca quan cong an, nai xay ra mAt con dftu, l~p bien ban. 

Bi~u 32. Sir d\lng con diu, thi~t bi hru trii' kh6a bi mtt 

1. Sir d\lllg con dftu 

a) Dftu dong phai ro rang, ngay ngAn, dung chi€u va dung dung mgc dftu mau 
do theo quy djnh. 

b) Khi dong dftu len chfr ky, dftu dong phai trum len khoang 1/3 chfr ky v€ phia 
ben trai. 

c) Cac van ban ban hanh kem theo van ban chinh ho~c ph\l 11,lc: Dftu dugc dong 
len trang ddu, trum m()t phdn ten truong ho~c tieu d€ phl,11\lc. 

~~~~~~~~~~~~~~~~~ 
truong quy djnh. 

d) Dftu giap lai dugc dong vao khoang gifra mep phai cua van ban ho~c phl,11\lc 
van ban, trum len m()t phdn cac to gifty; m6i dftu dong t6i da 05 to van ban. 

2. Sir d\lllg thi~t bi luu khoa bi m~t 

Thi~t bi luu khoa bi m~t cua nha truong dugc sir d\lllg d~ ky s6 cac van ban di~n 

tu do nha truong ban hanh va ban sao tir van ban gifty sang van ban dien tu. 

Ch11onglll 

CONG TAC LUU TRU 

M\IC 1 

CONG TAC THU T~P, BO SUNG TAI LJl:U 

Bi~u 33. Giao nhtn h6 sO', tai lif u vao L11U trii' nha truimg 

Hang nam vien chuc luu tru cua nha truong co nhiem V\l tA chuc thu th~p h6 
so, tai Heu da d~n h~ n()p luu vao kho luu trfr truong, C\l th~: 

1. L~p k~ ho~ch thu th~p h6 so, tai Heu. 

2. Ph6i hgp v6i cac don vi, vien chuc xac dinh nhung lo~i h6 so, tai Heu cdn 
n()p luu vao Luu tril' nha truong. 

3. Huong dfut cac don vi, vien chuc chudn bi h6 so, tai Heu va l~p "M\lc 1\lc h6 
so, tai Heu n{lp luu". 
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4. Chuful bi kho va cac phuong ti~n bao quan d~ ti€p nhiµi h6 sa. 

5. T6 chuc ti€p nhiµi h6 sa, tai li~u, ki~m tra d6i chi€u gifra m\}c l\lc h6 sa, tai 
li~u n9p luu v6i thµc t€ tai li~u va l?p Bien ban giao nhiµi tai li~u. 

Di~u 34. Chinh ly tai li~u 

H6 sa, tai li~u cua nha tnrong va cac don vi trµc thu9c phai duqc chinh ly hoan 
chinh va bao quan trong kho luu trfr. 

1. Nguyen tAc chinh ly 

a) Khong phan tan phong luu tni. 

b) Khi phan lo~ti, l?p h6 sa ( chinh sua hoan thi~n, ph\lc h6i ho~c l?p m6i h6 sa), 
phai ton tr9ng sµ hinh thanh tai li~u theo trinh tµ theo doi, giai quy€t cong vi~c (khong 
pha va h6 sa da l?p ). 

c) Tai li~u sau khi chinh ly phai phan anh duqc cac hoi;tt d9ng cua cac b9 ph?n, 
don vi trµc thu9c. 

2. Tai li~u sau khi chinh ly phai di;tt yeu d.u: 

a) Phan loi;ti va l?p h6 sa hoan chinh; 

b) Xac djnh thai hi;tn bao quan cho h6 sa, tai li~u; 

c) H~ th6ng h6a h6 sa, tai li~u; 

d) L?p cong C\l tra cuu: M\lc l\lc h6 sa, ca s6 du li~u va cac cong C\l tra cuu 
khac ph\lC V\i cho vi~c quan ly va tra cuu SU d\!Ilg tai li~u; 

d) L?p danh m\}c tai li~u h€t gia trj. 

Di~u 35. Xac djnh gia trj tai Ii~ u 

1. Vien chuc Van thu, vien chuc Luu trfr c6 nhi~m V\l giup Truong phong Hanh 
chinh T6ng hqp xay dµng bang thai hi;tn bao quan tai li~u trinh Hi~u tnrang ban hanh 
sau khi c6 y ki€n thim djnh cua don vi c6 th~ quy€n. 

2. Vi~c xac dinh gia tr:j-tai li~u phai di;tt duqc yeu c~u sau: 

a) Xac dinh tai li~u ck bao quan vinh vi~n va tai li~u bao quan c6 thai hi;tn 
bfulg s6 nilm C\l th~; 

b) Xac djnh tai li~u h€t gia tri d~ tieu huy. 

Di~u 36. H(H d6ng xac djnh gia trj tai li~u 

Thµc hi~n theo quy djnh ti;ti Di€u 18 Lu?t luu trfr 2011. 

Di~u 37. Huy tai li~u hit gia trj 

Thµc hi~n theo quy dinh ti;ti Di€u 28 Lu?t luu trfr 2011. 

Di~u 38. Thoi h;m n(>p hru h6 sO', tai li~u vao Ltrn trfr ljch sfr 

Thµc hi~n theo quy dinh ti;ti Di€u 21 lu?t Luu trfr 2011. 

Ml}C 2 

BAO QUAN, TO CHUC SUDVNG TAILI:E:ULUU TRU 

Di~u 39. Bao quan tai li~u ltrn trfr 

= 

Rl 
~I 

Jo 
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1. H6 sa, tai Heu chua d~n h~ n◊p luu vao Luu tru do cac vien chuc tv bao 
quan va phai dam bao an toan cho cac h6 sa, tai Heu. 

2. H6 sa, tai Heu luu tru d~n h~ n◊p luu phai dugc giao n9p vao Luu tru va 
t~p trung bao quan trong kho luu tru cu.a trucmg. Kho luu tru phai dugc trang bi ddy du 
cac thi~t bi, phuang tien cdn thi~t theo quy djnh dam bao an toan cho tai Heu. 

3. Truong phong Hanh chinh T6ng hgp c6 trach nhiem chi d~o thgc hien cac quy 
dinh ve bao quan tai Heu luu t:ru: B6 tri kho luu t:ru theo dung tieu chuful quy dinh; thgc 
hien cac bien phap phong, ch6ng chay, n6, phong ch6ng thien tai, phong gian, bao m~t d6i 
v6:i kho luu t:ru va tai Heu luu t:ru; trang bi ddy du cac thi~t bi ky th~t, phuang tien bao 
quan tai Heu luu t:ru; duy trl cac ch~ d◊ bao quan phu hgp v6:i rung lo~i tai Heu luu trii. 

Vien chuc Van thu, Luu tru c6 trach nhiem: B6 tri, sdp x~p khoa hQc tai Heu 
luu tru; h6 sa, tai Heu trong kho d~ trong h◊p ( c~p ), dan nhan ghi ddy du thong tin theo 
quy dinh d~ tien th6ng ke, ki~m tra va tra cuu; thucmg xuyen ki~m tra tinh hinh tai Heu 
c6 trong kho d~ nilm dugc s6 lugng, chdt lugng tai Heu. 

Di~u 40. D6i t11Q'Dg va thii tl}c khai thac, sir d1_mg tai lifu 

1. Tdt ca vien chuc trong, ngoai trucmg va m9i ca nhan deu dugc khai thac, sir 
dl)Ilg tai Heu luu tru vi m\lC dich cong V\l va cac nhu cdu rieng chinh dang sau khi 
dugc Hi~u truong cho phep va phai hoan tra nguyen v~n tai Heu luu tru d6. 

2. Vien chuc ngoai trucmg nghien cuu tai Heu vi m\lC dich cong V\l phai c6 gidy 
gi6'i thieu ghi ro m\lc dich dga tren nguyen tile viec nghien cuu va sir dl)Ilg mQi tai Heu 
cua Trucmg E>HQT deu phai dugc sg d6ng y cua Hieu truong nha trucmg. 

3. Ca nhan khai thac sir dl)Ilg tai Heu vi m\lc dich rieng phai c6 dan xin sir dl)Ilg 
tai Heu dga tren nguyen tile viec nghien cuu, chung minh thu nhan dan, can cu6'c cong 
dan ho~c h◊ chi~u va phai dugc sg d6ng y cua Rieu truong nha trucmg. 

Di~u 41. Cac hinh thuc t6 chuc sir d1_mg tai lifu hru trfr 

Thgc hi~n theo quy dinh t~i E>i~u 32 Lu~t luu tru 2011. 

Di~u 42. Thim quy~n cho phep khai thac, sir d\lng tai lifu l110 trii' 

Toge hien theo cac quy dinh t~i E>ieu 31 va E>i~u 34 Lu~t luu tru 2011. 

Di~u 43. Quan Iy vifc sfr d\(ng tai lifu hru trfr 

1. Luu tru phai c6 n◊i quy phong dQc. 

2. N◊i quy phong d9c bao g6m cac n◊i dung cAn quy djnh sau: 

a) Thai gian ph\lc V\l d(>c gia; 

b) Cac gidy to d(>c gia cdn xudt trlnh khi d~n khai thac tai Heu; 

c) Nhung v~t d1,mg dugc va khong dugc mang vao phong dQc; 

d) Quy djnh d◊c gia phai thgc hi~n cac thu we nghien cuu va khai thac tai Heu 
theo hu6'ng dful cua nhan vien phong d9c; 

d) E>Qc gia khong dugc tg y sao, Ch\lp anh tai Heu, du H~u tren may tinh va 
thong tin trong cong C\l tra cuu khi chua dugc phep; 
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e) Ngoai cac quy dinh tren, cAn th\Ic hi~n nghiem chinh cac quy dinh c6 lien 
quan trong N<)i quy ra, vao truong; Quy dinh vS sir dµng tai li~u; Quy dinh vS phong, 
ch5ng chay n6 cua truong. 

3. Vien chuc luu tru phai l?p cac s6 nh?p, xu§.t tai li~u, s6 dang ky mµc l1,1c h6 so 
va s6 dang ky d~ quan ly tai li~u luu tru va phµc vµ khai thac tai li~u. 

ChtrongIV 

KHEN 'fHUONG, KY Luif ,v A KHIEV N,;.I, TO CAO 

Di~u 44. Khen thmmg va xfr ly vi ph,m 

1. Cac don vi, ca nhan c6 thanh tich trong cong tac van thu, luu tru se dugc 
khen thm'mg theo quy dinh cua phap lu?t. 

2. Don vi, t6 chuc va ca nhan nao vi ph~m quy chS nay va nhfrng quy dinh khac 
cua phap lu?t vs cong tac van thu, luu trfr thi tuy theo tinh chit, muc d<) vi ph~m se bi 
xu ly ky lu?t ho~c chuy~n co quan c6 thAm quySn truy cuu trach nhi~m hinh S\I theo 
quy dinh cua phap lu?t. 

Di~u 45. Khi~u n,i, t6 cao 

1. T6 chuc, ca nhan c6 quySn khiSu n~i, t6 cao cac hanh vi vi ph~m phap lu?t 
vS cong tac van thu, luu trfr. 

2. Vi~c giai quySt khiSu n~i, t6 cao trong cong tac van thu, luu tru dugc th\Ic 
hi~n theo quy dinh cua phap lu?t vs khiSu n~i, t6 cao. 

Chuong V 

DIED KHOAN THI HANH 

Di~u 46. Trach nhi~m thi hanh 

1. Truong phong Hanh chinh T6ng hgp c6 trach nhi~m giup Hi~u truong t6 
chuc, theo doi, don d5c, ki~m tra cac don vi, ca nhan trong truong th\Ic hi~n quy ch€ 
nay. 

2. Truong cac don vi, ca nhan trong truong chiu trach nhi~m ph6 biSn, quan 
tri~t va tri~n khai th\IC hi~n nghiem me quy ch€ nay. 

3. Trong qua trinh th\Ic hi~n, nSu c6 v§.n dS phat sinh ho~c vu6ng mic dn sira d6i, 
b6 sung thi cac don vi, ca nhan trong truong phan anh lqp th<'ri vS Truong phong Hanh 
chinh T6ng hgp d~ t6ng hgp bao cao Hi~u tru6ng xem xet, quySt djnh./. 

~ 
Nf/ 
--...... 
1NG 
.9c 
Tl 

~ 
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THANH PHO HO CHI ~ :::=:=:::,,,___ D(>c lip - Tl}:' do - H~nh phuc 

TRUONG D~I HQC Q 

STT 
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4 
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6 
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11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

h]C I 
~'""' ... ~'""' , ET TAT TEN LO~I 

~ __!:l,~ ilff,' NHVABANSAOVANBAN 
(Kem theo Quyii . IQEJ-EJHQT ngaJol5.thang3.nam 2021 cua 

Hi¢u truang Tru&ng EJgi h9c Qu6c ti) 

Ten lo~i van ban hanh chinh Chfr vi~t tilt 

Nghi quy~t ( ca bi~t) NQ 

Quy~t dµih ( ca bi~t) Q0 

Chi thi ( ca bi~t) CT 

Quy ch~ QC 

Quy dinh Qyf) 

Thong cao TC 

Thong bao TB 

Huong dfui HD 

Chuang trinh CTr 

K€ ho~ch KH 

Phuang an PA 

0€an DA 

D1Jan DA 

Bao cao BC 

Bien ban BB 

To trinh TTr 

Hqp d6ng Hf) 

Cong di~n CD 

Banghi nh6 GN 

Ban thoa thu~n TTh 

Giiy uy quy€n UQ 
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22 Gi§.y mai GM 

23 Gi§.y gicri thi~u GT 

24 Gi§.y nghi phep NP 

25 Phi€u gui 
; 

PG 

26 Phi€u chuy~n PC 

27 Phi€u bao PB 

Ban sao van ban 

1 Ban sao y SY 

2 Ban trich sao TrS 

3 Ban sao ll)C SL 



DAI HOC QUOC GIA 
THANH PHO HO CHI 

TRUONG B4I HQC QUO 

cACTHA.NHP 

1. Ph\11\IC 

C<)NG HOA XA H<)I CHU NGHiA VI$T NAM 
D<)c lip - Tv do - H~nh phuc 

\JC II 
,..,, ,_ .... .LI"ll.c CUA VAN BAN HA.NH CHINH 

T ngay,2}. thang 3. niim 2021 cua 
g Dt;zi h9c Qu6c ti) 

a) Truong hc;rp van ban co Ph\11\lc kem theo thi trong van ban phai c6 chi dfui 
v~ Ph\l lµc do. Van ban co tir hai Phl,11\lc tra len thi cac Ph\11\lc phai duqc danh sfJ thu 
tµ bing chfr s6 La Ma. 

b) Tu "Ph\l 1\lc" va sfJ thu tµ cua Ph\l 1\lc duqc trinh bay thanh m9t dong rieng, 
canh gifra, bing chfr in thuong, ca chfr 14, ki€u chfr dung, d~; ten Ph\l 1\lc (n€u co) 
duqc trinh bay canh gifra, bing chfr in hoa, ca chfr tir 13 d€n 14, ki€u chfr dung, d~m. 

c) Thong tin chi dfui kem theo van ban tren m6i Ph\l 1\lc duqc ban hanh bao 
gf>m: SfJ, ky hi~u van ban, thai gian ban hanh van ban va ten ca quan, t6 chuc ban 
hanh van ban. Thong tin chi d!n kem theo van ban duqc canh gifra phia du6i ten cua 
Ph\11\lc, chfr in thuong, ca chfr tu 13 d€n 14, ki€u chfr nghieng, cung phong chfr v6i 
n◊i dung van ban, mau den. 

Thong tin chi dfui kem theo van ban tren m6i ph\l 1\lc (Kem theo van ban sfJ 
.. ./ ... -... ngay .... thang .... nam .... ) dugc ghi dfty du dfJi v6i van ban giAy; dfJi v6i van 
ban di~n tu, khong phai di~n thong tin tc,1i cac vi tri nay. 

d) DfJi v6i Ph\l ll,lc cung t~p tin v6i n9i dung van ban di~n tu, Van thu ca quan 
chi thµc hi~n ky s6 van ban va khong thµc hi~n ky s6 len Ph\11\lc. 

06i v6i Ph\l l\lc khong cung t~p tin v6i n◊i dung van ban di~n tu, Van thu ca 
quan thµc hi~n ky s6 cua ca quan, t6 chuc tren rung t~p tin kem theo, C\l th€: 

Vi tri: Goc tren, hen phai, trang dftu cua m6i t~p tin. 

Hinh anh chfr ky s6 cua ca quan, t6 chuc: Khong hi€n thi. 

Thong tin: S6 va ky hi~u van ban; thai gian ky (ngay thang nam; gia phut giay; 
mui gia Vi~t Nam theo tieu chufui ISO 8601) duqc trinh bay b~g phong chfr Times 
New Roman, chfr in thuong, ki€u chfr dung, ca chfr 10, mau den. 

d) SfJ trang cua Ph\11\lc duqc danh sfJ rieng theo rung Ph\11\lc. 

e) M!u trinh bay ph\11\lc van ban thµc hi~n theo quy dinh tc,1i Ph\11\lc III Nghi 
dinh s6 30/2020/N0-CP. 

2. Diu chi dQ m~t, mrrc dQ kb§n, cac chi din v~ ph,m vi hru hanh 

a) DAu chi d◊ m~t 

Vi~c xac dinh va dong dAu chi d◊ m~t (tuy~t m~t, t6i m~t hol!c m~t), dAu tai li~u 
thu h6i dfJi v6i van ban co n9i dung bi m~t nha nu6c duqc thµc hi~n theo quy dinh 
hi~n hanh. Con d§u cac d◊ m~t (TUY1$T MAT, TOI MAT hol!c MAT) va dAu tai li~u 
thu hf>i duqc khic s~n theo quy dinh cua phap lu~t v~ bao v~ bi m~t nha nu6c. DAu chi 
d◊ m~t duqc dong vao o s6 1 Oa Ph\l l\lc III va dftu tai li~u thu hf>i duqc dong vao o s6 
11 Ph\11\lc II kem theo Quy ch€ nay. 

b) Dfiu chi muc d9 khAn 
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- Khi soc;tn thao van ban c6 tinh chfrt khful, dan vi ho~c ca nhan soc;tn thao van 
ban d€ xufrt mfrc d<) khful trinh nguai ky van ban quy€t ·dinh. Tuy theo mfrc d<) d.n 
duqc chuy€n phat nhanh, van ban duqc xac dinh d<) khAn theo cac mfrc sau: Hoa t6c, 
Thuqng khAn, KhAn. 

- Con dfru cac mfrc d<) khAn duqc kh~c s~n hinh chfr nh~t c6 kich thuac 3 0 mm 
x 8 mm, 40 mm x 8 mm va 20 mm x 8 mm, tren d6 cac tu "HOA TOC", "THUQNG 
KHA.N" va "KHAN", trinh bay bing chfr in hoa, phong chfr Times New Roman, ca 
chfr tu 13 d€n 14, ki€u chfr dung, d~m va d~t £an d6i trong khung hinh chfr nh~t vi€n 
dan. Dfru chi mfrc -d<) khAn, duqc d6ng vao o- s6 1 Ob Ph\l l\lc III duqc ban hanh kem 
theo Quy ch€ nay. Mvc d€ d6ng dfru chi mfrc d<) khful dung mau do tuoi 

c) Cac chi d~n v€ phc;tm vi luu hanh 

B6i vai nhung van ban c6 phc;tm vi, d6i tuqng, su d\lllg hc;tn ch€, su d\lng cac chi 
d~n v€ phc;tm vi luu hanh nhu "XEM XONG IRA LA.I", "LUU HA.NH N◊I BQ". Cac 
chi d~n v€ phc;tm vi luu hanh trinh bay tc;ti o sf> 11 Ph\l l\lc III, trinh bay can d6i trong 
m<)t khung hinh chfr nh~t vi€n dan, bing chfr in hoa, phong chfr Times New Roman, 
ca chfr tu 13 d€n 14, ki€u chfr dung, d~m. 

3. Ky hi~u ngll'oi so~n thao van ban va s6 Im.mg ban phat hanh 

Buqc trinh bay tc;ti o s6 12 Ph\l l\lc III kem theo Quy ch~ nay, ky hi~u bkg chfr 
in hoa, s6 luqng ban bing chfr s6 A R~p, ca chfr 11, ki€u chfr dung. 

4. Bia chi cO' quan, t6 chfrc; thtr di~n tfr; trang thong tin di~n tfr; s6 di~n 
tho~i; s6 Fax 

Cac thanh phfui nay duqc trinh bay tc;ti o s6 13 Ph\l l\lc III kem theo Quy ch€ 
nay a trang thfr nhfrt cua van ban, bing chu in thuang, ca chfr tu 11 d~n 12, ki€u chfr 
dung, duai m<)t duang ke net li€n keo dai h~t chi€u ngang cua vung trinh bay van ban. 

.f 
' 



D~ HOC QUOC GIA C<)NG HOA XA H<)I CHU NGHiA Vl)::T NAM 
THANH PHO HO CHI ~=:e=,,,__ E>(>c l~p - T\f do - H;mh phuc 

TRUONG DAI HOC Q 
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so DO BO TRI cA O!n,""1II ... ....-"',, .._ HE THUC v AN BAN HANH cHiNH 

(Tre -,-,-,~ -,~"-~,. 4: 210 mm x 297 mm) 
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Ghi chu: 

A /. 

Oso . . 
1 
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4 
.. 

5a 
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6 

7a, 7b, 7c 

8 

9a,9b 

10a 

10b 

11 

12 
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Thanh phin th~ thuc van ban 

Qu6c hi~u va Tieu ngu 
--

- Ten ca.quan, t6 chuc ban hanh van ban 

S6, ky hi~u cua van ban 

Dia danh va thcri gian ban hanh van ban 

Ten lo<;1i va trich ySu n9i dung van ban 

Trich ySu n9i dung cong van 

N9i dung van ban 

Chuc V\l, h9 ten va chu ky cua ngum c6 thim quy~n 

D!u, Chu ky s6 cua ca quan, t6 chuc 

Nainh~n 

D!u chi d9 m~t 

Ddu chi muc d9 khin 

Chi dfui v~ ph<;1m vi hru hanh 

Ky hi~u ngucri SO<;lfi thao van ban va s6 luQ'Ilg ban phat hanh 

Dia chi ca quan, t6 chuc; thu di~n tu; trang thong tin di~n tu; so di~n 
tho<;1i; s6 Fax. 
Chu ky so cua ca quan, to chuc cho ban sao van ban sang dinh d<;1ng 
di~n tu 
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0~ HOC QUOC GIA 
THANH PHO HO cHi 

TRUONG DAI HOC QU' 

CQNG HOA XA HQI CHU NGHiA VItT NAM 
D(>c lip - Tl}.' do - H,nh phuc 

~ 

lye IV 
A' 

THE THUC ' ii . //IRINH BAY B.AN SAO VAN BAN 
(Tre '>'~-,.,-~~~- .:.. 

0

kh6 A4: 210 mm x 297 mm) 

(Kem theo Quyit af: h ia A50 /QD-DHQT nga;+J5thang3.nam 2021 cua 

Hifu truang Truong Dc;zi h9c Qu6c ti) 

I. BAN SAO SANG DJNH D~G DitN TU 

1. Hinh thuc sao 

"SAO Y" ho?c "SAO Ll)C" ho?c "TRICH SAO". 

2. Tieu chuin ciia van ban s6 h6a 

a) Dinh d.µig Portable Document Format (.pdt), phien ban 1.4 tra len. 

b) Anh mau. 

c) 09 phan giai t6i thiJu: 200dpi. 

d) Ty 1~ s6 h6a: 100%. 

3. Hinh thuc chfr ky s6 ciia cO' quan, t6 chuc tren ban sao djnh d;mg difn 
tfr 

a) Vi tri: G6c tren, ben phai, trang d!u cua van ban, trinh bay t~i o s6 14 so d6 
M\lc IV PhAn I Ph\! ll,lc ban hanh kem theo Nghi dinh s6 30/2020/ND-CP. 

b) Hinh anh chfr ky s6 cua ca quan, t6 chuc: Khong hi~n thj. 

c) Thong tin: Hinh thuc sao, ten ca quan, t6 chuc sao van ban, thai gian ky 
(ngay thang nam; gio phut gia-y; mui gia Vi~t Nam thee-tieu chufui ISO 8601) duqc 
trinh bay bfulg phong chu Times New Roman, chfr in thuang, ki~u chu dung, co chfr 
10, mau den. 

II. BAN SAO SANG DJNH D~G GIA Y 

1. Thi thuc ban sao sang djnh d~ng gi§y 

a) Hinh thuc sao: "SAO Y" ho?c "SAO Ll)C" ho?c "TRICH SAO". 

b) Ten ca quan, t6 chuc sao van ban. 

c) S6, ky hi~u ban sao bao g6m s6 thu t1J dang ky ( duqc danh chung cho cac 
lo~i ban sao do ca quan, t6 chuc thµc hi~n) va chu vi€t tit ten lo~i ban sao theo Bang 
chfr vi€t tit va mfiu trinh bay van ban, ban sao van ban t~i M\lc I Ph\! l\lc III ban hanh 
kem theo Nghi dinh s6 30/2020/ND-CP. S6 duqc ghi b~ng chu s6 A R~p, bit d!u 
lien ti€p tir s6 01 vao ngay O 1 thang Of va k€t thuc vao ngay 31 thang 12 hang nam. 

d) Dia danh va thai gian sao van ban. 

d) Chuc V\l, h9 ten va chu ky cua nguai c6 thftm quy€n sao van ban. 
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e) Dfiu cua ca quan, t6 chuc sao van ban. 

g) Nai nh~n. 

2. Ky thu~t trinh bay ban sao sang ctjnh d;mg giiy 

a) Cac thanh phdn thS thuc ban sao duqc trinh bay tren cung m9t ta gifiy (kh6 
A4), ngay sau phdn cu6i cung cua van ban cdn sao du&i m9t duong ke net li~n, keo 
dai h€t chi~u ngang cua vung trinh bay van ban. 

b) Cac cvm tu "SAO Y", "SAO Ll)C", "TRICH SAO" duqc trinh bay bing 
chfr in hoa, co chfr tir 13 d€n 14, kiSu chfr dung, d~. 

c) Co chfr, kiSu chfr cua ten ca quan, t6 chuc sao van ban; s6, ky hi~u ban sao; 
dia danh va thai gian sao van ban; chuc V\l, h9 ten va chfr ky cua nguai c6 thfim 
quy~n; dfiu cua ca quan, t6 chuc sao van ban va nai nh~n duqc trinh bay theo hu&ng 
dfui cac thanh phdn thS thuc van ban hanh chinh quy dinh t?i diSm b, c, d, h, i, 1 
khoan 1 Di~u 9 Quy ch€ nay. 

d) M~u trinh bay ban sao dinh d?Og gifiy duqc minh h9a t?i Phv Ive III Nghi 
dinh s6 30/2020/ND-CP. 

3. SO' ct6 b6 tri cac thanh ph§n th~ thfrc ban sao sang djnh d;mg giiy 

20-25~ 

PHAN cu61 CUNG CUA VAN BA.N DUQ'C SAO 
~ •-

I :z I I I I 
I 3 I I 4 I IS•20mm 30 • 3S mm 

CJ I Sa I 

C6Fl 
I Sb I 

20·2Smm 

Ghi chu: 

6sa : Thanh ph§n th~ thfrc ban sao 

1 Hinh thuc sao: "sao y", "trich sao'' ho~c "sao Ive" 

2 Ten ca quan, t6 chuc sao van ban 

3 s6, ky hi~u ban sao 

4 Dia danh va ngay, thang, nam sao 

5a,5b,5c Chuc V\l, h9 ten va chfr ky cua nguai c6 thfim quy~n 

:-¾ 
~Nff 

--------­rb NG 
HQC 
C TE 
~ - ~ 
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DN HQC QUOC GIA '=-"=- CQNG HOA XA HQI CHU NGHiA VIE:T NAM 
THANH PHO HO CHI MINH D{>c l~p - T\f do - H~nh phiic 

TRUONG DAI HOC QUOC T 

\I l1_1c V 

MA.U CHU VA cm TIZ E THUC VAN BAN VA THE THUC BAN SAO 

(Kem theo Quyit dtnh s6 "'!fO/QD-DHQ itgay.l5.thang3.niim 2021 cua Hi¢u truang Truang Dq.i h9c Qu6c t€) 

Thanh phin th~ thfrc va 
Vi d\l minh hqa 

Stt Lo~i chfr Cfr chfr Ki~u chfr 
chi ti~t trinh bay Cfr 

Phong chfr Times New Roman 
chfr 

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

1 Quoc hi~u 

- Dong tren Inhoa 12-13 Dung,d~ CQNG HOA XA HQI CHU NGHiA VI)::T NAM 12 

- Dong du6i In thuong 13-14 Dung,d~ D{>c l~p - T\f do - H~nh phuc 13 

- Dong ke ben du6i 

2 Ten CO' quan, to chuc 

- Ten CO' quan, to chuc chu 
Inhoa 12-13 Dung B◊TAICHINH 12 

quan d.p tren tn.rc tiep 

- Ten CO' quan, to chuc Inhoa 12-13 Dung,d~ eve QUAN LY GIA 12 
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- Dong ke ben dua:i 

3 So, ky hi~u cua van ban In thucmg 13 Dung So: 15/QD-BNV; So: 05/BKHCN-VP; S6: 12/UBND-VX 13 

4 
Dia danh va ngay, thang, 

In thucmg 13-14 Nghieng 
Ha N9i, ngay 05 thang 02 niim 2009 

13 
nam ban hanh van ban Thanh ph6 H6 Chi Minh, ngay 29 thang 6 niim 2009 

5 
Ten lo~ va trich yeu n<)i 
dung 

Doi va:i van ban c6 ten lo~ 

- Ten lo~ van ban Inhoa 14 Dung,d~ CIDTHJ 14 
a 

- Trich yeu nc)i dung In thucmg 14 Dung, d~ V@ cong tac phong, ch6ng lyt bio 14 

- Dong ke ben dua:i 

Doi va:i cong van 
b 

Trich yeu nc)i dung In thucmg 12-13 Dung V /v nang b~c lmmg nam 2009 13 

6 N<)i dung van ban In thucmg 13-14 Dung Trong cong tac chi d~o ... 14 

Gorn phan, chucmg fil\lC, 

di~u, khoan, di~m, ti~t, ti~u ~- -
ti~t 

I - .. - -

a - Tu "phan", "chucmg" va so 
In thucmg 14 Dung,~ Phinl Chtrongl 14 

thu t\I cua phfui, chucmg 

- Tieu de cua phan, chucmg Inhoa 13-14 Dung,d~ QUY DJNH CHUNG QUY DJNH CHUNG 14 

- Tu "fil\lC" va s6 thu t\l In thucmg 14 Dung,d~ Mycl 14 
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- Tieu de cua ffi\lC Inhoa 12-13 Dung,d~ GIAI THICH LU~T, PHAP LtNH 13 

-Dieu In thuong 13-14 Dung,d~ Di~u 1. Ban sao van ban 14 

-Khoan In thuong 13-14 Dung 1. Cac hinh thuc ... · 14 

-Diem In thuong 13-14 Dung a) Doi voi ... 14 

-Tiet In thuong 13-14 Dung - 14 

- Tieu tiet In thuong 13-14 Dung + 14 

Gorn phan, ffi\lC, khoan, 
di€m, ti~t, ti€u ti~t 

- Tir "phan" va so thu ti,r In thuong 14 Dung, d~ Phinl 14 

- Tieu de cua phan Inhoa 13-14 Dung, d~ TINH IDNH THl/C mi::N NHitM VV ... 14 

- So thu ti,r va tieu de cua 
Inhoa 13-14 Dung,d~ I. NHUNG KET QUA ... 14 

ffi\lC 

b - Khoan: 

Truong hgp c6 tieu de In thuong 13-14 Dung, d~ 1. Ph~m viva dBi ttr(]'llg ap d1,mg 14 

Truong hgp khong c6 tieu de In thuong 13-14 Dung 1. Thong tu nay c6 hi~u l\Ic thi hanh sau 15 ngay ke ... 14 

-Diem In thuong 13-14 Dung a) Doi voi .... 14 

-Tiet Dung - 14 

- Tieu tiet Dung + 14 

7 Chuc V\l, h9 ten cua nguai 
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ky 

- Quy~n h~ cua ngucri ky Inhoa 13-14 flung, d~ TM. UY BAN NHAN DAN KT. BQ TRUONG 14 

- Chuc V\l cua ngucri ky Inhoa 13-14 Dung,d~ CHUTJCH THUTRUONG 14 

- HQ ten cua ngucri ky In thucmg 13-14 Dung, d~ Nguy~n Van A Trin VanB 14 

8 Nainh~ 

Tir "kinh girl" va ten CO' 
In thucmg 14 Dung 14 

quan, tA chuc, ca nhan 

- Gui m(>t nai Kinh girl: BQ Cong thuO'Ilg 14 

a 
Kinh girl: 

- Gui nhi~u nai - BQ N(>i V\l; 

- B(> K~ hoc,lch va Dlu tu; 
14 

- BQ Tai chinh. 

Tir "nai nh~" va ten CO' 

quan, t6 chuc, ca nhan 

- Tir "nai nh~" In thucmg 12 
Nghieng, 

Ndi nh(in: Ndi nh(in: (dBi v6i cong van) 12 
d~ 

b 

- Cac BQ, CO' quan ngang 
-Nhutren; 

-Ten CO' quan, tA chuc, ca BQ, ... ; 
In thucmg 11 Dung - ........ , 11 

nhan nh~ van ban, ban sao - ........ , 
- Luu: VT, TCCB. 

-Luu: VT, NVDP. 

9 Dau chi muc dQ khfut Inhoa 13-14 Dung, d~ I HOATOC I I 
THUQNGKIIAN 

I I KHAN I 13 
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10 Chi dfui vS phiµn vi hru hanh In thuong 13-14 Dung, d~ I XEM XONG TR.AL~ I I LUU HANH N()I B() I 13 

11 Chi dfui vs dµ thao van ban Inhoa 13-14 Dung, d~ 
I 

D1/THA.O I 
I 

D1/THA.O 10 
I 

13 

12 
Ky hi~u nguoi drum may, 

In thuong 11 Dung PL.(300) 11 
nhan ban va s6 luqng ban 

Dia chi ca quan, t6 chuc; dia 
So XX ph6 Trang Tien, qu~ Hoan kiem, H& N9i 

13 chi E-Mail, Website; s6 di~n In thuong 11-12 Dung DT: (04) XXXX:XX:X, Fax: (04) XXXXXXX, 11 
tholµ , s6 Telex, s6 Fax 

E-Mail: Website: 

Ph\l l\lC van ban 

14 
- Tu "ph\l l\lc" va so thu tµ 

In thuong 14 Dung, d~ Phl} ll}C I 14 
cuaph\l l\lC 

- Tieu de cua ph\l l\lC Inhoa 13-14 Dung, d~ BANG CHU VIET TAT . 14 -

15 So trang In thuong 13-14 Dung 2, 7, 13 14 

16 Hinh thuc sao In hoa 13-14 Dung, d~ SAO Y BAN CHINH, TRICH SAO, SAO Ll)C 14 

Ghi chu: Co chfr trong cimg m9t van ban tang, giam pha1 thong nhat, vi d1,1 : Quoc h1~u, dong tren co chfr 13, dong du61 co chfr 14; nhung Quoc h1~u, dong tren 

CO' chfr 12, thi dong du6i CO' chfr 13; dia danh va ngay, thang, nam van ban CO' chfr 13. 



D~ HQC QUOC GIA 
THANH PHO HO CHI 

TRUONG D.iµ HOC Q 

C(>NG HOA XA H(>I CHU NGHiA VItT NAM ~ =:==,,,,,,,,,___ 
D(>c lip - Tt! do - Hfnh phuc 

THT/C 
(Kem theo Q . _ 

ye VI 
IIANHcHiNH 

L~ ~~ ,UONGD~IHQCQUOCTE 
· 'QD-DHQT nga)t25 thcing3. niim 2021 cua 

Hi¢u tru&ng Truong Dqi h9c Qu6c ti) 

Miu 1.1: Quy~t dfnh tqrc ti~p 

D~ HQC QUOC GIA 
THANH PHO HO CHI :MINH 

TRUONG l>~I HQC QUOC TE 

S6: /QD-DHQT 

C(>NG HOA XA H(>I CHU NGHiA VItT NAM 
D(>c lip - Tl}' do - Hfnh phuc 

Thanh ph6 H6 Chi Minh, ngay .... thcing .. nam 20 ... 

QUYETDJNH 
V ~ vif c ....................... (I) ...................... . 

HitU TRUONG TRUONG D~I HQC QUOC TE 

Can cu ... .... ........................ .. ... ...... .... (2) ................................. ... ...... .......... ; 

Can cu ... ..... ....... .................... ....... .... (3) .... .................. .. ........... ..... .... ........... ....... . ; 

Theo di nghi cua Tru&ng .................. .. .. ..... .............. .... ....... ..... .. ............. ..... . ......... . 

QUYETD:JNH: 

Di~u 1 . ................................... ........... .. (3) ............................................................ . 

Di~u ................................................................................................................... ./. 

Noi nh~n: H~U TRUONG (4) 

(Chit Icy, ddu) 

- Nbu E>i~u ... ; 

·· ··· ···, 
- Luu: VT, .... , A.xx (5) 

Ghi chu: 
( 1) Trlch ytu n(li dung quyit djnh. 
(2) Cac van ban phap ly lien quan trµc tiep den v§n de giai quyet trong n(li dung quyih dinh. 
(3) N(li dung quytt djnh. 

HQ va ten 

(4) Truang hQp dp ph6 duqc giao Icy thay meu trm'mg thi ghi chO viet tfu "KT." vao truoc ch(rc V\1 cua nguoi dfrng dAu, ben duoi ghi ch(rc Y\1 
cua nguoi Icy van ban. 
(5) Chil vitt tfu ten dcm vj so;in thao va s6 luqng ban luu va Icy hieu ngulri danh may, nhan ban va s6 lm;mg ban phat hanh (ntu cful) . 
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Mau 1.2: Quy~t djnh (quy djnh gian ti~pf*J 

D~ HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~I HQC QUOC TE 

S6: /QD-DHQT 

C<)NG HOA XA H<)I CHU NGHiA vriT NAM 
DQc lip - T\f do - H~nh phuc 

Thanh ph<5 H6 Chi Minh, ngay .... thang .. nam 20 ... 

QUYETDJNH 
Ban h8nh (PhC duyft) ....................... (1) ...................... . 

HI:(tU TRUONG TRUONG D~ HQC QUOC TE 

Can cu ... .. ...... ... .... ..... ................... .... (2) ..... ........... .. ... .. ............. ......... . ... .. . ; 

Can cu .... ..... ... .. ... ... ..... .. ... .... ... .. ... .... (3) ....... ............ .... ................ ... .. ... ........ ....... . ; 

Theo aJ nghi cua ..... .... ... .. .. .. .. .. .... ...... .. ...... ... .... .. .... .. ...... ... .... .... .. ..... ........... ........ .. 

QUYETDJNH: 

Di~u 1 . .. .... ....... ............. .... ................ .. (3) .... ............ ... ....... ................... ... ............ . 

' Dieu ........ .. .. ..... ...... ...... ... ....................... ... ............. ........... ..... ................ ........... . .. . 

··· ····························································································································· .I. 

NO'i nh~n: 
- Nhu Di~u ... ; 
........ , 

- Luu: VT, .. .. , A.xx (5) 

Ghi chu: 

HitU TRUONG (4) 

(Chu ky, ddu) 

HQ va ten 

(*) M!u nay ap <l\mg d6i v6i cac quy~t dinh (ca bi~t) ban hanh hay phe duy~t m<)t van 
ban khac. 
( 1) Trf ch y~u n9i dung quy~t dinh. 
(2) Cac van ban phap ly lien quan trµc ti~p d~n vfui d~ giai quy~t trong n9i dung quy~t 
dinh. 
(3) N9i dung quy~t dinh. 
(4) Truong hqp d.p ph6 dugc giao ky thay Hi~u tnr6ng thl ghi chfr vi~t tilt "KT." vao 
ttu6c cht'.rc V\l cua nguoi dung dfiu, ben du6i ghi cht'.rc V\l cua nguoi ky van ban . 

. (5) Chu vi~t tilt ten don vi so~n thao va s6 lugng ban luu va ky hi~u nguoi danh may, 

nhan ban va s6 luqng ban phat hanh (n~u cfin). 

ING 
/QC 

. TE 
/2 
'A~\ 



3 

Miu 1.2.1: Van ban (ban hanh kem theo quy@t dinh) d6i v6i van ban giiy<*> 

DN HOC QUOC GIA 
THANH PHO HO cHi :MINH 

TRUONG ll~ HQC QUOC TE 

CQNG HOA XA HQI CHU NGHiA vq:T NAM 
llqc lip - T\I' do - Hfnb phtic 

TEN LO~ VAN BAN 
....................... (1) ...................... . 
(Kem theo Quyit dtnh s6 ... .. .IQD-DHQT 

ngay ..... thang ..... niim 20 ...... cua ............... .) 

Chuong I 
QUY DJNH CHUNG 

Di@u 1 .................................................. ................................................................. . 

Di@u 2 .................................................. ................................................................. . 

. . . . . . .. . . . . . . . .. .. . . . . . . . . .. . . .. .. . . . .. . .. . . . .. ... . . .. .. .. .. .. ... . ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ' 
Chuong •.. 

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

D
.). . 
1eu ..................................................................................................................... . 

. .. ... . ... .. .. . .. .. . .. . . ... .. .. . . . . . .... ... .. ..... .. . . .. .. .. .. .. . .. . ........... . . . . . . . . . . . . . . . • .............................. , 
Chuong ... 

Di@u ..................................................................................................................... . 

.. .. .. ... .. . ... .. . .. . . . . . . . ... .. .. ... .. ... . . . .. . . .. . . .. . . . . .............. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . , 
Di@u ..................................................................................................................... . 

.......................................................................................................................... ./. 

Ghi chu: 
(*) Mdu nay ap dvng d6i v&i cac van ban duqc ban hanh kem theo quyet dµih ( ca bi~t), 
b6 eve c6 th~ bao g6m chmmg, mvc, di~u, khoan, di~m. 
( 1) Tri ch yeu n(>i dung cua van ban. 
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Miu 1.2.2: Van ban (ban hanh kem theo quyit dinh) d6i v6i van ban difn tti*> 

DAI HOC QUOC GIA 
TBA.NH PHO HO CHI MINH 

TRUONG D~ HQC QUOC TE 

S6: .. (1) ... , ngay/thang/nam; gia: phut: giay (2) 

CONG HOA XA HOI CHU NGHiA VIET NAM . . . 
l>{>c lip - T\f do - H~nh phuc 

TEN LO~I VAN BAN 
....................... (3) ...................... . 
(Kem theo Quyit ajnh s6 ... .. ./QEJ-EJHQT 

ngay ..... thang ..... niim 20 ... ... cua ............ .... )(4) 

Chuong I 
QUY DJNH CHUNG 

Di~u 1 .................................................. ................................................................. . 

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

............................................................................................. ...... .................. ....... , 
Chuong ... 

' J)ieu ..................................................................................................................... . 

............................................................................................. ...... ......................... , 
Churrng ... 

' Dieu ...................................................................................................................... . 

.................................................................................... ......... .................. ......... .... , 
' J)ieu ..................................................................................................................... . 

.................................................................................... .... ............................. ... .. ./. 

Ghi chu: 
(I) S6 va ky hi~u Quy€t djnh. 
(2) Thai gian ky s6 cua ca quan (ngay thang nam; gia phut giay; mui gia Vi~t Nam theo 
tieu chuful ISO 860 I) 
(3) Trich y€u n9i dung cua van ban. 
( 4) D6i v&i van ban di~n tu, kh6ng phai di€n thong tin· vao cac vi tri nay. 
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Miu 1.2.3: Miu phi}. 11}.c van ban hanh chinh giiy 

Phl}.11}.C ... (1) ... . 
......... (2) ........ . 

(Kem theo Van ban st5 .. (3) ... ngay ... (4) ... thimg ... (4) ... nam .. (4) cua ... (5)) 

................................................. (6) ..................................................... . 

................................................................................................. ./. 

Ghi chu: 
(1) S6 thu tv cua Phl,111,lc (n~u c6). 
(2) Tieu de cua Phl,111,lc (n~u c6). 
(3) S6 va ky hi~u cua van ban. 
( 4) Tom gian ban hanh van ban. 
(5) Ten ca nhan/ dan vi ban hanh van ban. 
(6) N9i dung cua Ph\l l\JC. 
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Miu 1.2.4: Miu phi} ll}c van ban himh chinh di~n tfr * 

S6: ... (5) ... ; ngay/thang/nam; gio: phut: giay (6) 

Phi} ll}c .. . (1) ... . 

......... (2) ... .. . .. . 

(Kem theo Viin bans6 ... (3) .... ngay ... (4) thang ... (4) ... nam ... (4) cua ... (5)) 

.. . .................................................... (6) ................ . ............................... . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ./. 

Ghi chu: 
• Miu nay ap d1,mg v&i van ban di~n tu c6 phµ lµc khong cung t~p tin v&i n(H dung van 

ban. 

(1) S6 thu n,r cua Phµ lµc (n~u c6). 

(2) Tieu d~ cua Phµ lµc (nSu c6). 

(3) 06i v&i van ban di~n tu, khong phai di~n thong tin t~i cac vi tri nay. 

( 4) S6 ky hi~u van ban. 

(5) Thai gian ky s6 cua ca quan, t6 chuc (ngay, thang, nam; gio, phut, giay; mui gio 

Vi~t Nam theo tieu chuin ISO 8601) 

(6) N<)i dung cua Phµ lµc. 
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Miu 1.3: Van ban co ten 1o,i khac <*) 

0~ HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~I HQC QUOC TE 

Sf>: ..... ./.(1) .. -BHQT 

CQNG HOA XA HQI CHU NGHiA VIf:T NAM 
Bqc lip - Tlf do - H,nh phuc 

Thanh pht5 H6 Chi Minh, ngay .... thang .. nam 20 ... 

TEN LO~I VAN BAN (1) 
V€ vi~c ................. (2) ................. . 

····································································· (3) ............................................................... . 

...................................................................... ./. 

Noi nhQ;n: 
........ , 

- Luu: VT, .... , A.xx (5) 

Ghi chu: 

Hit:U TRUONG (4) 

(Chu ky, ddu) 

HQ va ten 

* Mdu nay ap d\lllg chung d6i v&i da s6 cac hinh thtrc van ban hanh chinh c6 ghi ten lo~i 
c1,1 th~ nhu: Quy che, quy djnh, thong cao, thong bao, hu&ng ddn, chucmg trinh, ke 
ho~ch, phucmg an, d€ an, dg an, bao cao, gi!y uy quy€n, phieu glii, phieu chuy~n, phieu 
baov.v ... 
(1) Ten lo~i van ban: ta trinh, thong bao, chucmg trinh, ke ho~ch, d€ an, phucmg an, bao 
cao.v.v ... 
(2) Trich yeu n{>i dung van ban. 
(3) N{li dung van ban. 
(4) Truang hgp cAp ph6 dugc giao ky thay Hi~u truong thi ghi chu vi~t ttit "KT." vao 
tru&c chtrc Vl,l cua nguai dung ddu, ben du&i ghi chtrc V\l cua nguai ky van ban 
(5) Chu viet tilt ten dcm vi so~ thao va s6 luQ"Ilg ban luu va ky hi~u nguai danh may, 

nhan ban va s6 luQ"Ilg ban phat hanh (n€u cdn). 
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Miu 1.4: Cong van di khong c6 phl} ll}c, tai li~u, h6 SO' dinh kem 

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~I HQC QUOC TE 

S5: /BHQT- ... (1) ... 
V/v ........ (2) ........ . 

Kinh gui: 

C(>NG HOA XA H(>I CHU NGHiA VU:T NAM 
Dqc I~p - T\f do - H~nh phuc 

Thanh ph6 H6 Chi Minh, ngay ..... thcing ..... niim 20 ... 

...................................... ' 

...................................... ' 

..................................................................... (3) ............................................................... . 

..................................................................... ./. 

Noinh~n: 
- Nhu tren; 
............... , 

- Luu: VT, .... A.xx (5) 

H1iu TRUONG (4) 

(Chfi ky, ddu) 

HQ va ten 

..................... .............................. (6) .................................................... . 

Ghi chu: 
(1) Chu viSt tit ten don vi (phong, ban, .... ) so~ thao cong van. 
(2) Trich ySu n9i dung cong van. 
(3) N9i dung cong van. 
(4) Truong hqp cftp ph6 duqc giao ky thay Hi~u tru6ng thi ghi chu viSt tit "KT." vao tru&c 
chuc V\l cua ngum dung d~u, ben du&i ghi chuc V\l cua ngum ky van ban. 
(5) Chu viSt cit ten don vi so~ thao va s6 luqng ban luu va ky hi~u ngum druih may, nhan ban 

va s6 luqng ban phat hanh (nSu dn). 
(6) Dia chi ca quan, tf> chuc; thu di~n tu; trang thong tin di~n tu; s6 di~n tho~i; s6 Fax (nSu c6). 
* NSu nai nh~ (kinh gm) la nhiing chuc danh, chuc V\l cao dp cua Nha nu&c, thi phk nai 
nh~ khong ghi "nhu tren" ma ghi trvc tiSp nhung chuc danh, chuc V\l fty vao. 

i\11 

---
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Miu 1.5: Cong van di e6 phi} Ive, tai lifu, h6 so- dinh kem phi} Ive 

0~ HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG I>~ HQC QU6C TE 

CQNG HOA XA HQI CHU NGHiA VItT NAM 
l>9c lip - Tl}' do - H=,nh phuc 

S6: /0HQT-... (1) ... 
V/v ........ (2) ........ . 

Kinh gui: 

Thanh ph<5 HJ Chi Minh, ngay ..... thang ..... nam 20 ... 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. , 
...................................... , 

..................................................................... (3) ............................................................... . 

..................................................................... .I. 

Ndinh{in: 
-Nhutren; 
............... , 

- Luu: VT, .... A.xx (5) 
Dinh kem (niu co): 
- Ph\l l\lC ...... ; 
-HA SCY ...... ; 

- Minh chung ... 

HI:f;U TRUONG (4) 

(Chit ky, ddu) 

Hqva ten 

................................................... (6) ................................................... .. 

Ghichu: 
(1) Chu viet cit ten don vi (phong, ban, .... ) so~ thao cong van. 
(2) Trich yeu n{>i dung cong van. 
(3) N{>i dung cong van. 
(4) Truang hgp c!p ph6 dugc giao ky thay Hi~u tru6ng thi ghi chu viet tilt "KT." vao trucrc 
chuc V\l cu~ n~cri dung ddu, hen ducri ~ chuc V\l cua ngucri ky van ban. 
(5) Chu viet tat ten don vi so~ thao va so lugng ban luu va ky hi~u ngucri danh may, nhan ban 
va sfi lm;mg ban phat hanh (neu cAn). 
(6) E>ia chi ca quan, t6 chuc; thu di~n tir; trang thong tin di~n tir; s6 di~n tho~; s6 Fax (neu c6). 
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* NSu nai nh~ (kinh gm) la nhfrng chuc danh, chuc V\l cao d.p cua Nha nu&c, thi phfui nai 

nh~ khong ghi "nhu tren" ma ghi tr\IC tiSp nhfrng chuc danh, chuc V\l fry vao. 

* Vi~c trinh bay mftu Ph\l l\lc dinh kem dm;rc thµc hi~n tucmg tv Mftu Phl,11\lc van ban hanh 

chinh gifty duqc ban hanh trong cung rn)i dung Phl,11\lC kem theo Quy chS. 

MOu 1. 6: Cong van di d6i v6i van ban di~n tfr 

BAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG ll~I HQC QUOC TE 

S6: ... (7) ... ; ngay/thang/nam; gia: phut: giay (8) 

CQNG HOA XA HQI CHU NGHiA VItT NAM 
Dqc lip - T\f do - H~nh phuc 

S6: /0HQT- ... (1) ... Thanh phr5 H6 Chi Minh, ngay ..... thdng ..... nam 20 ... 
V/v ........ (2) ........ . 

Kinh giri: 
...................................... , 
...................................... , 

.... ........... ...................................................... (3) ............................................................... . 

..................................................................... ./. 

Nui nh~n: 
-Nhu tren; 

···· ······ ···· ·, 
- Luu: VT, .... A.xx (5) 

HitU TRUONG (4) 

(Chit ky, ddu) 

HQ va ten 

................................................ ... (6) . ................................................... . 

Ghi chu: 
(1) Chu viSt tilt ten dcm vi (phong, ban, .... ) S0?11 thao cong van. 
(2) Trich ySu n9i dung cong van. 
(3) N◊i dung cong van. 
(4) Truang hqp cftp ph6 duqc giao ky thay Hi~u trm'mg thi ghi chu viSt tilt "KT." vao tru&c 
chuc V\l cua nguoi dung d§.u, ben duai ghi chuc V\l cua nguai ky van ban; cac truang hqp khac 
thµc hi~n theo huang dftn t~ Khoan 1, Di~u 10 cua Quy chS nay. 

~ 
ff 

"' ,JG 
}C 

TE 

~ 
/ 
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(5) Chu viet tit ten dan vi so~ thao va s6 lm;mg ban hru va ky hi~u ngum dwlh may, nhan ban 
va s6 hrQ'llg ban phat hanh (neu cfui). 
(6) Dia chi ca quan, t6 chuc; thu di~n tu; trang thong tin di~n tu; s6 di~n tho~; s6 Fax. 
* Neu noi nh~ (kinh girl) la nhung chuc danh, chuc V\l cao cdp cua Nha nu6c, thi phfui nai 
nh~ khong ghi "nhu tren" ma ghi trvc tiep nhung chuc danh, chuc V\l {y vao. 
(7) S6 va ky hi~u cua Cong van. 
(8)Thm gian ky s6 cua ca quan, t6 chuc (ngay, thang, nam; gicr, phut, giay; mui gicr Vi~t Nam 
theo tieu chuful ISO 8601). 
* Vi~c trinh bay mlu Ph1,1 l1,1c dinh kem (neu c6) duqc th\fc hi~n tuang t\l Miu Ph1,1 l1,1c van ban 
hanh chinh di~n tu dugc ban hanh trong cung n9i dung Ph1,1 l1,1c kem theo Quy che (luu y chi ap 
dl,lllg Miu nay trong trucrng hqp cong van di~n tu c6 ph1,1 l1,1c khong cung t~p tin vai n◊i dung 
van ban). 

Miu 1. 7: Bien ban 

B~ HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~I HQC QUOC TE 

CQNG HOA XA HQI CHU NGHiA VIf:T NAM 
D(>c If p - T\f do - Htnh phtic 

s6: /BB-BHQT Thanh pht5 HJ Chi Minh, ngizy ..... thang ..... niim 20 ... 

BIEN BAN 
..•••.....•• ( 1) ...••..••....• 

Thai gian bAt ddu ....................................................................................... . 

Bia di~m ..................................................................................................... . 

Thanh phdn tham dµ .................................................................................. . 

Chu tri (chu tQa): .................................................................................................. . 

Thu ky (nguoi ghi bien ban): ................................................................................ . 

N9i dung (theo di~n bi~n cu(>c hQp/h9i nghi/h9i 
thao): ...................................................................................................................... . 

Cu9c hQp (h(>i nghi, h9i thao) kch thuc vao ... gio ... , ngay ... thang ... nam ... ./. 

THU KY CHUTQA 
(Chit ky) (Chit ky, dtiu (niu co)) 

Hq va ten (2) 

H9va ten 

Nui nhQ.n: 
.......... , 

- Luu: VT, h6 scr. 

Ghi chu: 
(1) Ten cu9c hQp ho~c h◊i nghi, h◊i thao 
(2) Ghi chuc V\l chinh quy~n (neu cfui) 



Mau 1. 8: Giiy miri 

BAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~I HQC QUOC TE 

S6: /GM-BHQT 
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C()NG HOA XA H()I CHU NGHiA Vl¢T NAM 
D(>clip - T\f do - H~nh phuc 

Thanh ph6 H6 Chi Minh, ngay .. ... thang .... . nam 20 ... 

GIA.YM01 
............ (I) ............. . 

................................... (2) ........................................ tran tr9ng kinh mai: 

Ong (ba) .................................................. (3) ......................................... _ .................... .. 

Toi dv: .................................................... (4) .............................................................. . 

Chu tri ......................................................................................................................... . 

Thai gian: ................. '. ................................................................... .. ............................. . 

Bia di~m: ..................................................................... ............. .. .. .............................. . 

·······················································································;······················· ............................ ./. 

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

- Luu: VT, .... A.xx (6) 

Ghi chu: 
(1) Trich ySu n<)i dung cu<)c hQp. 
(2) Ten ca quan, tb chuc phat hanh gi~y mai. 

HI~U TRUONG (5) 

(Chu ky, ddu) 

HQ va ten 

(3) Ten ca quan, t6 chuc ho~c hQ va ten, chuc V\l, dan vi cong tac cua ngum duqc mai. 
(4) Ten (n<)i dung) cua cu<)c hQp, h<)i thao, h<)i nghi v.v ... 
(5) Truang hqp c~p ph6 duqc giao ky thay Hi~u tru6ng thi ghi chfr viSt tit "KT." vao tru6c chuc 
V\l cua ngum dung dau, ben dum ghi chuc V\l cua nguai ky van ban. 
(6) Chu viSt tit ten dan vi SO?ll thao va s6 Iuqng ban luu va ky hi~u nguai danh may, nhan 
ban va s6 luqng ban phat hanh (nSu dn). 



Miu 1.9: Giiy gioi thifu 

D~ HQC QUOC GIA 
THANH PHO HO cHf MINH 

TRUONG D~I HQC QU6C TE 

s6: /GGT-BHQT 
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CQNG HOA XA HQI CHU NGHiA VI$T NAM 
D{>c If p - Tl}' do - Htnh phuc 

Thanh ph<5 HJ Chi Minh, ngay ..... thang ..... niim 20 ... 

GIA Y GIOI THI$U 

................................... (1) .......................................... tran tr9ng gi6-i thieu: 

6ng (ba) .................................................. (2) .............................................................. . 

Chuc V\l: ...................................................................................................................... . 

Buqc cu d:~n: .......................................... (3) .............................................................. . 

ve viec: ................................................................................................................... ; ... . 

0e nghi Quy CCY quan t~o d:ieu kien d:€ ong (ba) c6 ten a tren hoan thanh nhiem V\l· 

G.:.. n' , .,tr·a:.. h:..t ' I 1ay ay co g1a ! en e ngay ............................................................................... . 

Noi nh{)n: 
-Nhutren; 

···············, 
- Luu: VT, .... A.xx (5) 

Ghichu: 

HI$U TRUONG (4) 

(Chu kj, ddu) 

HQ va ten 

(1) Ten co quan, tA chuc ban hanh van ban (cdp gidy gi6i thi~u). 
(2) HQ va ten, chuc V\l va don vi cong tac cua ngucri dugc gi6i thi~u 
(3) Ten co quan, tA chuc dugc gi6i thi~u t6i lam vi~c 
(4) Truong hgp cdp ph6 dugc giao ky thay Hi~u truong thi ghi chu vi~t tit "KT." vao tru6c 
chuc V\l cua nguoi dung ddu, ben du6i ghi chuc V\l cua nguoi ky van ban; cac truong hgp khac 
th\lc hi~n theo hu6ng dful ~ Khoan 1, E>i~u 10 cua Quy ch~ nay. 
(5) Chu vi~t cit ten don vi so~ thao va s6 luc;mg ban luu va ky hi~u nguoi danh may, nhan ban 
va s6 lugng ban phat hanh (n~u cdn). 
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Miu 1.10: Ta trinh n<)i bl) 

1RUONG DAI HOC QUOC TE CQNG HOA XA HQI CHU NGHiA ~T NAM 
TEN DON VJ TRINH VAN BAN (1) D<)c l~p - T\f do - H;mh phuc 

PHIEU TRINH ('1 
v~ vi~c . .............. . (2) ..... . .. 

Van thu don vi ghi: 
s6: .................. .. 
Ngay: ................ . 

Kinh gm: .. ...... . (3) .. ...... . 

0€ xuftt: 

09 m~t: ........... . (4) ........ .......... .. ..... . . 

D9 kh§n: ............ (5) . ........ .. ............. .. 

1. Tom tit n<)i dung cin trinh: 
a) Phfui ma dftu, d?t vful d€ (6): 

b) N 9i dung sµ vi~c (7): 

2. Y ki~n d~ xuit cua ngum trinh: 
a) Phfui giai quy€t vful d€ (8): 

b) Tf>ng hqp cac y ki€n g6p y cua cac ca quan, tf> chuc, ca nhan c6 lien quan (n€u c6) (9): 

c) 0€ xuftt giai quy€t vful d€ (10): 

Kinh trinh ...... . (11) ...... .xem xet, chftp thu~./. 

(12), ngay .... thang .... nlim 20 ..... 
NGUOI TRINH (13) 

(Ky, ghi hQ va ten) 
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Y kiin ctia Tnrong don vj trinh van ban Y ki~n ctia Tnrong phong hanh chinh 
(14) 

Y ki@n ctia Pho Hifu tnrong 
(phi} trich linh V\fC) (1 q) 

(*) HUONG DAN TRINH B.AY PHIEU TRINH 
(1) Ghi ten ttan vi trinh van ban 

T6ng h(}'P (15) 

Y ki~n ctia Hifu tnrong 

- Truong hqp Phi~u trinh etia don vi ehuyen mon thm)e trucmg. Ten don vi trinh dm;re 

th€ hi~n nhu sau, vi d1=1: 

TRUONG I>~ HQC QUOC TE 

PHONG QUAN lq: 001 NGO~ 

- Trucmg hqp Phi~u trinh hf> sa etia H<)i df>ng do Nha truong thrum l~p. Ten don vi trinh 

dugc th€ hi~n nhu sau, vi d1=1: 

1Rl10NG I>~ HQC QUOC TE 

HQI DONG TUYEN SINH SAUD~ HQC 

(2) Trich yiu r19i dung van ban: Cdn. ghi ngful gQn, khai quat, ~ y ehinh etia S\l vi~ 
ho~e etia van ban. 

(3) Kinh gui: Ghi Hi~u truong ho~e Ph6 Hi~u truong duge giao ph1=1 t:rach linh vge. 

(4) D9 mq,t: Nguai duge phan eong tham muu xay d\l'Ilg van ban xae djnh va de xuftt 

mired<) m~t (m~t, tuy~t m~t, tbi m~t) eho van ban (n~u e6). 

(5) D9 kMn: Nguai duge phan cong tham muu xay d\l'Ilg van ban xac djnh va de xufil 
mired<) khfui eho van ban (n~u c6). 
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(6) Phdn ma adu, aiJ,t win al· Cful neu ly do ho~c mvc dich dS trinh giai quySt h6 SCY. 

T:µ m)i dung nay cful trich dfui cac van ban, cac y kiSn chi ~o cua cdp tren; van ban, yeu cAu 

cua cac CCY quan, t6 chuc, ca nhan co lien quan. 

(7) N9i dung S1,( vi¢c: Ghi tom cit n(>i dung S\l' vi~c tu cac van ban dS nghi cua cac CCY 

quan, t6 chuc, ca nhan ho~c y kiSn chi ~o cua cac cdp Hinh d~o. 

(8) Phdn gicd quyit win al· Cfui neu r5 can cu phap ly, tai li~u lien quan; tinh hinh thµc 
tS, thµc ti€n. 

(9) T6ng h(JJJ, bao cao cac y !din g6p y cita cac ca quan, t6 chuc, ca nhan c6 lien quan 

(niu c6): Bao cao kSt qua ldy y kiSn gop y bfulg van ban, n(>i dung dAy du cac y kiSn th6ng 

nhdt, khong th6ng nhdt, nhiing y kiSn khac. 

(10) DJ xudt gicli quyit win tJJ: Dua ra nh~ dinh, chinh kiSn cua minh cv thS, r5 rang, 

di thing vao tr9ng tam vdn dS ~t ra va dS xuftt, thuySt minh, giai trinh, d6i chiSu so sanh va 
danh gia cac anh huong, tac d(>ng va dua ra cac giai phap giai quySt vdn dS, lµa ch9n giai phap, 

phuang an giai quySt. 

(11) Ghi r5 chuc danh ngum c6 thfun quySn ky van ban, quySt dinh giai quySt vdn dS. 

(12) Ghi dia danh va ngay thang nfun trinh van ban.so~ thao van ban). 

(13) Nguai so~ van ban ( chuyen vien dan vi). 

(14) Truong dan vi trinh van ban ghi y kiSn va chiu trach nhi~m vS n(>i dung. 

(15) Truong phong Hanh chinh T6ng hqp ra soat va chiu trach nhi~m vS thS thuc va ky 
th~t trinh bay van ban (trir truong hqp cac van ban m~t). Truong hqp van ban do phong Hanh 
chinh T6ng hqp trinh thi phfui nay luqc b6/. 

(16) Df>i v&i van ban trinh thu(>c linh VlJC cua Pho Hi~u truong duqc giao phan 

cong phv trach, Pho Hi~u truong co trach nhi~m kiSm tra va cho y kiSn vS n(>i dung van 

ban tru&c khi trinh Hi~u truong cho y kiSn chi d~o. 

-= 

------
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Miu 1.10.1: Tcr trinh giii DHQG-HCM 

D~ HOC QUOC GIA 
THANH PHO H6 CHI MINH 

TRUONG B~ HQC QUOC TE 

s6: /TTr-DHQT 

CQNG HOA XA HQI CHU NGHiA VItT NAM 
l>{>c lfp-T\f do - Hfnh phuc 

Thanh ph<5 HJ Chi Minh, ngay ..... thang ..... niim 20 ... 

TOTRINII 
Vi vifc ....................................... (l) ........................................... . 

Kinh gfri: D~i hQc Qu6c gia Thanh ph6 Hi> Chi Minh 

Can Clt .............................................. (2) ... ............................................... ; 

..................................................................... (3) ............................................................... . 

..................................................................... ... ..... / 

Ndi nh9n: 
- Nhutren; 
............... , 

- Luu: VT, .... A.xx (5) 

111¥U TRUONG (4) 

(Chit ky, ddu) 

HQ va ten 

................................................... (6) .................................................... . 

Ghichu: 
(1) Trich yeu n(>i dung ta trinh. 
(2) Cac van ban phap ly lien quan trgc tiep den vful d~ giai quyet trong n(>i dung ta trinh (neu 
c6). 
(3) N◊i dung tatrinh. 
(4) Truong hgp dp ph6 dugc giao ky thay Hieu tru6ng thi ghi chit viet cit "KT." vao truoc 
chuc V\l cua n~m dung ddu, hen duai ghi chuc V\l cua ngum ky van ban. 
(5) Chu viet tat ten don vi so~ thao va s6 Im;mg ban luu va ky hieu nguai danh may, nhan ban 
va s6 lugng ban phat hanh (neu cdn). 
(6) Dia chi co quan, t6 chuc; thu dien tu; trang thong tin dien tu; s6 dien tho~; s6 Fax. 
* Neu nai nh~ (kinh girl) la nhung chuc danh, chuc V\l cao cdp cua Nha nuoc, thi phdn nai 
nh~ khong ghi "nhu tren" ma ghi trgc tiep nhung chuc danh, chuc V\l dy vao. 



Miu 1.11: Cong van n(>i b(> 

TRlJONG DAI HOC QUOC TE 
•..•.••• (1) •..•..•.. 

S6: / ... (1) ... - ... .. 
V/v ........ (2) ........ . 
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CQNG HOA XA H(>I CHU NGHiA VItT NAM 
D(>c l~p - Tl}' do - H~nh phuc 

Thanh ph<5 H6 Chi Minh, ngay ..... thang ..... nam 20 ... 

Kinh giri: Ban Giam hi~u Truong D~i h9c Qu6c tS 

..................................................................... (3) ............................................................... . 

..................................................................... ./. 

Noinh~n: 
-Nhutren; 
- Luu: VT, .... A.xx (5). 

Dinh kem (niu co): 
- Ph\l l\JC ...... ; 

- H6 SCY .... . . ; 

- Minh chung ... 

Ghi chu: 

TRUO'NG ..... (4) ...... 

(Chuky) 

HQ va ten 

(1) Chu vi8t tit ten don vi (phong, ban, .... ) so~ thao cong van. 
(2) Trfch y8u nc)i dung cong van. 
(3) Nc)i dung cong van. 
(4) Truong hgp d.p ph6 duqc giao ky thay Hi~u truong thl ghi chu vi8t tit "KT." vao tru6c 
chuc V\l cua nguai dung diu, hen du6i ghi chuc V\l cua nguai ky van ban. 
(5) Chu vi8t tit ten don vi so~ thao va s& luqng ban luu va ky hi~u nguai darih may, nhan ban 
va s6 luqng ban phat hanh (n8u ck). 
(6) Dia chi ca quan, t6 chuc; thu di~n tu; trang thong tin di~n tu; s6 di~n tho;µ; s6 Fax (n8u c6). 
* Vi~c trinh bay mftu Ph\l ll)c dinh kem duqc thµc hi~n tuong 1\1' Mftu Ph\l ll)c van ban hanh 
chinh gi§.y duqc ban hanh trong cung nc)i dung Ph\l ll)c kem theo. 
*Mftu cong van nay ap d\lllg trong truong hgp k8 ho~ch cong tac nam cua don vi da duqc Ban 
Giam hi~u phe duy~t. Cac don vi trinh van ban da tham muu kem theo Cong van d~ nghi nay. 

~ 
Nfi 

---­fNG 
1Qc 
TE 

--/4 
~ 
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Miu 1.12: Ban sao sang djnh dtmg giiy 

0~ HQC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~ HQC QUOC TE 

S6: .... ./ ..... 

CQNG HOA XA HQI CHU NGHiA VI¥T NAM 
l>{>c lip - T11 do - H~nh phuc 

Thanh ph<5 H6 Chi Minh, ngay ..... thang ..... niim 20 ... 

TEN LO_.;.I VAN BAN 

..................................................................................................................................... .I. 

Nllinh(in: 
............... , 
I I I I I I I I I I I I I I I' 

-Lw:VT, ... 

D~ HQC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG D~ HQC QUOC TE 

:.. 2 3 4 So: ... ... ./ ... - .. 

Nlli nh(in: 
............... , 
............... , 

-Lw:VT, ... 

Ghi chu: 

QUYEN 11..;.N, CHUC VV CUA 
NGUOIKY 

(Chu Icy cua nguai co thdm quyJn, ddu 

cua dan vi ban hanh van ban) 

HQ va ten 

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

Thanh ph<5 HJ Chi Minh, ngay ..... thang ..... niim 20 ... 

QUYEN~' CHUC VV CUA NGUOI KY 
(Chu Icy cua nguai co thdm quyJn, ddu cua 

dan vi thl!c hi¢n sao van ban) 

HQ va ten 

1 Hinh thuc sao: "SAO Y" hoijc "SAO UJC" hoijc "TRiCH SAO". 
2 Sfi ban sao. 
3 Ky hi~u ban sao. 
4 Chu viet ffit ten dan vi sao van ban. 



BAI HOC QUOC GIA 
THANH PHO HO cHi MINH 

TRUONG D~I HQC QUOC TE 

C(>NG HOA XA H(>I CHU NGHiA vrtT NAM 
Dqc lip - T\f do - H~nh phuc 

Phl} ll}c VII 
MAUVEQUA.NLYVANBAN 

(Kem theo Quyit tltnh s6 ~50 /QfJ-fJHQT ngay,25. thang .3. nam 2021 cua 
Hi¢u truang Truong Dqi h9c Qu6c ti) 

I. MAU s6 DANG KY VAN BAN DI 

1. Bia va trang d!u 

TEN ca QUAN CHU QUAN TRlJC TIEP 

TEN CO QUAN/DON VJ 

s6 DANG KY VAN BAN DI 
Nam: .. .. .... ...... . 

'T'.' ' ;1: ' 
1 u ngay ...... .. uen ngay .. ....... ... ...... . 

, , , 
Tir so .... .... ............ . tlen so ...... .... ........... .. . 

Quy~n s6: .... 

2. N9i dung dang ky van ban di 

T6i thi~u g6m 10 n9i dung: 

S6,ky 
Ngay Ten lo~i va 

Noi Don vj, 
S6 

hi~u 
thang trich yiu nqi 

Ngtroi. nh~n ngtroi. 
ltrQ'Dg 

Ngay Ky 
van ky van nh~n ban chuy~n nh~n 

van ban dung van ban ban 
ban ban ltru 

(1) (2) (3) (4) (5) (6) (7) (8) (9) 

Ghi 
chu 

(10) 

6 0 
::, 
0 

\ '-' 
. c:: 
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11.·MAUBIA VAN BAN 

Bi~u tm;mg cua 
ca quan (N ~u c6) 

~EN co QUAN, TO CHUC 
, I 

E>ja chi ..................................... . 

E>i~n tho~i: ............... Fax: ............... . 

E-mail: ................ Website: ............... . 

S6/ky hi~u van ban: ................................... . 

V' l ., • .n.lnrl g,r1: ..................................... . 

III. MAU s6 GUI VAN BAN DI BUU 1>1¥N 

1. Bia va trang ddu 

TEN Cd QUAN CHU QUAN TR{f C TIEP 

TEN CO QUAN/l>ON Vl 

SO GUl V .AN BAN BI BUlJ BliN 

Niim: ............... . 

, 
'r.' ' ;;IA ' 
.1 u ngay ........ uen ngay ............ . 

, , , 
'7:' A ;;IA A 
.1 u so ......... uen so ......................... . 

l J. Quyen so: .... 
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2. N<)i dung dang ky gtii van ban di buu di~n 

T6i thi~u gf>m 06 n9i dung: 

Ngay S6, ky hifu 
J. 

So hrQ'Dg Ky nh~n va 

chuy~n van ban 
N oi nh~n van ban 

bi d§u brru difn 

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

IV. MA.U SO SU Dl)NG BA.N LUU 

I. Biava trang dftu 

TEN Cd QUAN CHU QUAN TRl/C TIEP 

TEN CO QUAN/DON VJ 

SO SU DUNG BAN LUU . 
Nam: ....... 

'T'.' ' ;1.: ' 
1 u ngay ...... .. uen ngay ..... .......... .. 

, , , 
Tit s6 ....... den s6 ............. .. 

Q A A uyen so: .... 

(5) 

Ghi 

chti 

(6) 
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2. N(>i dung dang ky sir d1.mg ban luu 

Tf>i thieu gf>m 09 n(>i dung: 

H9ten S6, ky hifu 
Ten lofi va 

Ngay trich y~u nqi 
ngtroi SU' ngay thang 

thang dung van 
d\(ng van ban 

ban 

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

S6va 
Ngtroi 

ky Ky Ngay Ghi 
cho phep 

hifu nhjn tra chu 
sir d\(ng 

HS 

(5) (6) (7) (8) (9) 

V. MAU DAU "BEN": duqc khAc sful, hinh chit nh~t, kich thu6c 35mm x 50mm 

50mm 
TiN co QUAN, T6 cmrc 

ChuyEn: ................... . 
S6 va ky hifu HS: ......... . 

VI. MAU SO DANG KY VAN BA.N DEN 

1. Bia va trang d!u 

TEN Cd QUAN CHU QUAN TR{JC TIEP 

TEN CO QUAN/DON Vl 

SO DA.NG KY VAN BAN DEN 

Nam: ...... . 

Ti'.t ngay ...... .. tJin ngay ................ . 
, , , 

Ti'.t so ....... tJen so .............. . 

Q l ~ uyen so: .... 



2. N{>i dung dang ky van ban d€n 

T6i thi€u g6m 10 n<)i dung: 

5 

Ten lo~i va 
S6,ky Ngay 

Ngay S6 Tac trich y~u n{>i 
hi~u van thang 

d~n d~n • ? dung van g1a 
ban van ban 

ban 

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

-

Don vj 

hoJc 
ngtroi 

nhtn 

(7) 

VII. MAU PHIEU GIAI QUYET VAN BAN DEN 

Ngay Ky Ghi 
chuyin nhtn chu 

(8) (9) (10) 

0~ HQC QUOC GIA 
THANH PHO HO CHI11INH 

TRUONGD~ HQC QUOC TE 

C<)NG HOA XA H<)I CHU NGHiA vr¢T NAM 
D<}c lip - T\f do - Hfnh phuc 

Thanh plu5 H6 ChiMmh, ngay ...... thang .. ... niim 20 ... 

PHIEU GIA.I QUYET VAN BAN DEN 

(Ten lo~i van ban, s6 va ky hi~u; ngay, thang, nam; ca quan ban hanh va trich 
A A. d w b ' dA yeu n91 ung van an en: ............................................................................................... . ) 

1. Y ki~n cua Hi~u trmmg 

G. d . , nhA h " ' - 1ao an vi, ca an c u tr1. .............................................................................. .. 

- Giao cac don vi, ca nhan tham gia ph6i hc;rp giai quy€t van ban d€n ( n€u c6) ... . 

- Thai h~ giai quy€t d6i v&i m6i don vi, ca nhan (n€u c6) .................................. . 

N ' th, h , k' A hA hA. . . . At - gay ang c o y 1en p an p 01, gia1 quye .................................................... .. 

2. Y ki~n cua Hinh d~o dO'n vj: ........................................................................... .. 

- Giao cho ca nhan; thai h~ giai quy€t d6i v&i ca nhan (n€u c6) ....................... .. 

N ' th , w h , k' A - gay, ang, nam c o y 1en ............................................................................. .. 

3. Y ki€n d€ xufit cua nguai giai quy€t ................................................................. . 

-Y ki€n d€ xufit giai quy€t van ban d€n cua ca nhan ........................................... .. 

N ' th' w d}._ A,kiA - gay, ang, nam e xuat y en ........................................................................ . 
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VIII. MAU s6 THEO DOI GI.AI QUYET VAN BAN DEN 

1. Bia va trang ddu 

TEN Cd QUAN CHU QUAN TRl/C TIEP 

TEN ca QUAN/DON VJ 

SO THEO DOI GIAI QUYET VAN BAN DEN 

Nam: ...... . 

, 
T.' ' ;IA ' 
i. u ngay ...... .. uen ngay ... ............. . 

Q ~ i uyen so: .... 

2. N{>i dung dang ky theo doi giai quyet van ban den 

T6i thi~u g6m 07 n{>i dung: 

Ten Iofi, s6, ky hif u, 
Ti,n dq 

ngay' thang va ten CO' DO'D vi hojc Thiri hfn 
quan, t6 chuc ban hanh nguiri nhjn giai quy@t 

giai 

quy@t 
van ban 

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

S6, ky hifu 

van ban tra 

liri 

(6) 

Ghi 

chu 

(7) 



DN HOC QUOC GIA 
THANH PHO HO CHI 

TRUONG DAI HOC Q 

C()NG HOA XA HQI CHU NGHiA VItT NAM 
~=;:o~ 

DQc lip - T\f do - H;mh phuc 

,VIII 
QUY DJNH THO! H LitU CHUYEN MON NGHitP VV 

. HQCQUOCTE 
(Kem theo Quye 1n . · , - QTngayo$.thang.?Jnam 2021 cua 

Hifu trucrng Truimg D~i h9c Qu6c ti) 

TAI LitU CHUNG VE GIA.O DT)C VA DAO T~O 

1 
T~p van ban quy djnh, hu6ng din v€ cong tac giao dl,lc va dao t~o Theo hi~u lµc 
giri chung den cac ca quan, don vi (hf> so nguyen t~c) van ban 

2 
Hf> sa xay d\l'Ilg va trinh d.p c6 thfrm quy€n ban hanh cac dinh 

VInh vi€n 
hu6ng, phuang hu6ng, chinh sach phat tri€n giao d\lc va dao t~o 

· Ho so xay d\l'Ilg va trinh cap c6 tham quyen ban hanh chien luc;rc, 
3 quy ho~ch, ke ho~ch phat tri€n giao dl,lc va dao t~o dai h?n, 5 nam, Vinh vi€n 

hangnam 

4 
Hf> sa xay d\l'Ilg va trinh d.p c6 thfrm quy€n ban hanh cac chien 

VInh vi€n 
luc;rc, quy ho?ch vung tr9ng di€m v€ giao d\lc va dao t?o 

Ho sa xay d\l'Ilg va ban hanh ho~c trinh cap c6 tham quyen ban 
6 hanh cac van ban quy ph?m phap lu~t v€ ho~t d9ng giao dl,lc va dao VInh vi€n 

t~o 

7 
Hf> sa xay d\l'Ilg, quan ly, t6 ch,uc thµc hi~n cac d€ an, chuang trinh 

VInh vi€n 
ffi\lC tieu, dµ an chuyen mon ve giao dl,lC va dao t?O 

Ke ho?ch nhi~m V\l nam h9c; bao cao tinh hinh thµc hi~n ke ho~ch 
8 VInh vi€n 

nhi~m V\l nam h9c 

Ke ho~ch dao t?o doi v&i kh6a h9c, nam h9c; bao, cao tong ket nam 
Vinh vi€n 9 h9c, kh6a h9c va ban luu cac bao cao lien quan den dao t?o giri ca 

quan quan ly nha nu&c c6 thfrm quy€n 

10 
Bao cao danh gia, t6ng hqp giao dl,lC cac dp h9c ca nu&c qua tung 

VInh vi€n 
thoi ky va nam h9c 

. 

11 S6 li~u th6ng ke giao d\lc hang nam, nhi€u nam VInh vi€n 

H6 so h◊i nghi, h◊i thao giao dl,lC dao t?O 

- H◊i nghi t6ng ket VInh vi€n 

12 

- H◊i nghi so ket J.Onam 

- H◊i thao khoa h9c lOnam 

I~ 
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- H(>i thao g6p y xay d\l'llg tai li~u lOnam 

- H(>i nghi giaQ ban vimg - lOnam 
I .. 

13 
HO SCY t~p hufui chuyen mon nghi~p V\l cho d9i ngii nha giao va can lOnam 
b9 quan ly CCY s& giao d1=1c 

14 
H6 so cac lap dao t~o b6i duong nang cao trinh. d9 h<;>c vfui, ngh~ 

lOnam 
nghi~p theo chuong trinh do B(> Giao d1=1c va E>ao t~o quy djnh 

15 H6 SCY t6 ch(rc trien lam giao d1=1c va dao t~o lOnam 

16 H6 SCY kiem tra cac ho~t d9ng giao d1=1c va dao t~o 20nam 

H6 so thanh tra cac ho~t d9ng giao d1=1c va dao t~o 

17 - V1=1 vi~c nghiem tr<;>ng Vinh vi€n 

- V1=1 viec khac 20nam 

Cong van trao d6i v~ giao d1=1c va dao t~o lOnam 

T Al LI\tU VE BAO T ~O B~I HQC, T~C Si, TIEN Si; NGHIEN CUU KHOA 
HQC 

I. Tai lif u v~ dao t~-0 d~i il9C 

1 
H6 so phe duyet chu truong thanh l~p ho~c cho phep thanh l~p 

Vinh vien 
truong d~i h<;>c 

2 
Ho so thanh l~p ho~c cho phep thanh l~p, cho phep ho~t d9ng dao 
t~o, dinh chi ho~t d9ng dao t~o, sap nh~p, chia, tach, giai the CCY S(J Vinh vien 
giao d1=1c d~i h<;>c 

3 H6 so phe duyet chu truong thanh l~p ho~c cho phep thanh l~p 
Vinh vien 

phan hieu cua CCY S(J giao d1=1c d~i h<;>c 

4 Hf> so thanh l~p ho~c cho phep thanh l~p, cho phep ho~t d9ng dao V-mh vien 
t~o, dinh chi ho~t d(>ng dao t~o cua co s& giao d1:1c d~i h<;>c 

5 H6 so thanh l~p h9i d6ng truong va b6 nhiem chu tjch hQi d6ng 
20nam 

truong d~i h<;>c cong l~p 

6 H6 so cong nh~ x~p h~g df>i v6i ca sa giao d1=1c d~i h<;>c Vinh vien 
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7 H6 so cong nh~n co sa giao d1,1c d<;ti h9c d<;tt chu!n qu6c gia 2Onam 

8 H6 so xay dµng , th!m dinh, ban hanh chuong trinh dao t~o d~i h9c Vinh viSn 

Ho SO' bien SO<;tn, tham dinh, phe duy~t giao trinh SU d1,1ng chung 
9 cac mon ly lu~n chinh tri d€ lam tai li~u giang d~y, h9c t~p trong Vinh viSn 

cac CO' sa giao d1,1c d<;ti h9c 
Ho SO' bien so~n hO?C lµa ch9n, tham dinh, phe duy~t giao trinh de 

10 su d1,1ng lam tai li~u giang d~y, h9c t~p trong cac ca so giao d1,1c d?i Vinh viSn 
h9c 

11 
H6 SO' bien SO<;lll, th!m dinh, phe duy~t tai li~u b6i duong, tai li~u 

2Onam 
. -hu6ng dful giang d<;ty trinh d9 d<;ti h9c 

12 
·H6 sa cho phep ma ho?c dinh chi ho<;tt d9ng cua nganh dao t~o d<;ti 

Vinh viSn 
·-h9c 

13 
H6 sa cho phep lien kSt dao t<;1O d?i h9c v&i ca so giao d1,1c trong 

Vinh viSn 
nu&c 

14 H6 sa cho phep dao t~o lien thong len trinh d9 d~i h9c Vinh viSn 

15 H6 sa cho phep dao t<;to van b~ng d<;ti h9c thfr hai Vinh viSn 

Tai li~u v~ tuy€n sinh d?i h9c 

- H6 sa xac dinh chi tieu tuy€n sinh hang nam Vinh viSn 
' ~ 

- H6 so xay dµng phuong an dam bao chllt luQ'Ilg d!u vao tuy€n 
Vinh viSn J. 

sinh- '/2 

- QuySt dinh tnmg tuy€n, danh sach trung tuy€n; 0i€m chu!n tuy€n / 
16 Vinh viSn 

sinh 

- H6 sa dang ky dµ tuy€n HSt kh6a 

- Bai thi cua cac truang t6 chfrc tuy€n sinh theo phuong thfrc thi 
HSt kh6a 

tuy€n ho?c thi tuy€n kSt hgp v&i xet tuy€n 

- Cac tai li~u khac lien quan d€n tuy€n sinh HSt kh6a 

17 Van ban phe duy~t danh sach sinh vien nh~p h9c ho?c phan lap Vinh viSn 

18 
Bang di€m t6ng hgp kSt qua h9c t~p theo h9c ky, nam h9c, kh6a Vinh viSn 
h9c 
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19 Hf> sa giang d~y cua giang vien 
5 nam sau t6t 

nghiep 

Tai lieu v~ thi h€t h9c phfui 

- Hf> sa phe duyet k€t qua thi h€t h9c phfui 
10 nam sau t6t 

nghiep 
20 

- Bai thi h€t h9c phfui H€t kh6a 

- Tai lieu khac c6 lien quan d€n thi h€t h9c phfui H€tkh6a 

21 
Bang diem tung h9c phfui bao gf>m diem kiem tra, diem thi, diem 10 nam sau t6t 
h9c phfui nghiep 

22 Bao cao th\l'C t~p t6t nghiep 
3 nam sau t6t 

nghiep 

Tai lieu v~ xet cong nh~ t6t nghiep d~i h9c 

- ,Quy€t djnh cong nh~ t6t nghi~p va cdp bfulg d~i h9c; Danh sach 
Vinh vi€n 

tot nghiep 

- Hf> sa xet cong nh~ t6t nghi~p Vinh vi€n 

- Cac d6 an, kh6a lu~ t6t nghiep 

23 

+ Duqc H(>i d6ng danh gia d~t yeu cftu tr& len 20nam 

+ Khong d~t yeu cftu 5nam 

- Bai thi 2nam 

- Cac tai li~u khac c6 lien quan d~n thi, xet t6t nghi~p 2nam 

II. Tai lif u v~ dao t~o th~c si 

1 
Hf> sa cho phep dao t~o, dinh chi tuyen sinh, thu hf>i quy€t djnh cho 

Vinh vi€n 
phep dao t~o nganh, chuyen nganh th~c si 

2 
Hf> sa cho phep lien k€t dao t~o trinh dc) th~c si v6i ca s& giao dvc 

V-mh vi€n 
trong nu6c 
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Tai li~u v€ tuy€n sinh th~c si 

- Hf> SCY xac dj.nh chi tieu tuy€n sinh hang nam 

- Quy€t djnh trung tuy€n, danh sach trung tuy€n; 0i€m chu§n tuy€n 
sinh 

3 

- Hf> so dang ky d\I tuy€n 

- Bai thi 

;. Cac tai li~u khac lien quan d€n tuy€n sinh 

•. 

4 Quy€t dinh cong nh~ h9c vien cao h9c 

5 
Bang di€m t6ng hqp k€t qua h9c t~p theo h9c ky, nam h9c, kh6a 
h9c 

6 Hf> SCY giang d~y cua giang vien 

Tai li~u thi h€t h9c phAn 

- Hf> so xet duy~t k€t qua thi h€t h9c phAn 

7 

- Bai thi 

- Tai li~u khac c6 lien quan d€n thi h€t h9c phAo 

a. 

8 
Bang di€m tung h9c phAn bao gf>m di€m ki€m tra, di€m thi, di€m. 
h9c phAn 

Tai li~u v€ cong nh~n t6t nghi~p va d.p b~ng th~c si 

- Quy€t dinh cong nh~n t6t nghi~p va c~p bfug th~c si; Danh sach 

9 
t6t nghi~p 

- Hf> so xet cong nh~n t6t nghi~p va dp b~ng th~c si 

- Hf> so danh gia lu~n van th~c si 

Vinh vi~n 

Vinh vi~n 

5 nam sau t6t 
nghi~p 

5 nam sau t6t 
nghi~p 

5 nam sau t6t 
nghi~p 

Vinh vi~n 

Vinh vi~n 

5 nam sau t6t 
nghi~p 

10 nam sau t6t 
nghi~p 

5 nam sau t6t 
nghi~p 

5 nam sau t6t 
nghi~p 

10 nam sau t6t 
nghi~p 

Vinh vi~n 

V-mh vi~n 

3Onam 

I 
"-.. 



6 

- H6 so chfun thdm dinh va xu ly k€t qua thb dinh lu~ van th~c 
30nam 

si trong truong hgp c6 don t6 cao 

- Lu~ van th~c si 

+ E>uqc h(>i d6ng danh gia d~t yeu cdu tro len 30nam 

+ Khong d~t yeu cdu 5nam 

- Tai li~u khac c6 lien quan d€n xet t6t nghi~p 5nam 

III. Tai lif u v~ dao tfO ti Sn si 

1 
H6 so cho phep dao t~o, dinh chi tuyen sinh, thu h6i quy~t dinh cho 
phep dao t~o nganh, chuyen nganh ti€n si 

V-mhvi~n 

2 
H6 so cho phep lien k€t dao t~o trinh d(> ti€n si v6i co so giao d1,1c 

V-mh vi~n 
trong nu&c 

Tai li~u v6 tuyen sinh ti€n si 

- H6 so xac dinh chi tieu tuyen sinh hang nam V-mh vi~n 

- Quy€t dinh trung tuyen, danh sach trung tuyen; E>iem chudn tuyen 
V-mh vi~n 

sinh 

- H6 so dang ky dµ tuyen 
5 nam sau t6t 

nghi~p 

- Cac tai li~u khac lien quan d€n tuyen sinh 
5 nam sau t6t 

nghi~p 

Quy€t dinh cong nh~ nghien cuu sinh, hu6ng nghien cuu ho~c d6 
3 tai nghien cuu, chuyen nganh, nguai hu&ng dfui va thm gian dao Vinh vi~n 

~o cua nghien cuu sinh 

4 
Bang diem t6ng hgp k€t qua hQc t~p theo hQc ky, nam hQc, kh6a 

V-mh vi~n hQC 

5 H6 so giang d~y cua giang vien 
5 nam sau t6t 

nghi~p 

Tai li~u v6 thi h€t hQc phdn 

6 
1 O nam sau t6t 

- Hf> so xet duy~t k€t qua thi h€t hQc phdn 
nghi~p 
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- Bai thi 

- Tai li~u khac lien quan d€n thi h€t h9c ph!n 

7 
Bang diSm tung h9c ph!n bao g6m diSm kiSm tra, diSm thi, diSm 
h9c ph!n 

8 S6 theo doi tinh hinh giang d~y, h9c t?p cua giang vien va h9c vien 

9 Bao cao chuyen d~, tiSu lu~ t6ng quan cua nghien cuu sinh 

Tai li~u v~ cong nh?n t6t nghi~p va cdp bing ti€n si 

~ Quy€t dinh cong nh?n t6t nghi~p va cfip b~g ti€n si; Danh sach 
nghien c(ru sinh duqc cdp bing ti€n si 

- H6 so xet cong nh?n t6t nghi~p va cdp bing ti€n si 

- H6 so danh gia lu?n an ti€n si clip CO' SO' 

- H6 so d~ nghi bao v~ lu~ an ti€n si clip trucmg ho~c vi~n 

- H6 so v~ vi~c ldy y ki€n phan bi~n d9c l?p d6i v6i lu?n an ti€n si 

10 
- H6 so danh gia lu~ an ti€n si cdp trucmg ho~c vi~n 

- H6 so chdm thim dinh va xu ly k€t qua thim dinh lu~n an ti€n si 
... , 

- Lu~ an ti€n si va tom tit lu?n an ti€n si 

+ 0uqc H9i d6ng danh gia d~t yeu c!u tra len 

+ Khong d~t yeu c!u 

- Tai li~u khac c6 lien quan d€n xet t6t nghi~p 

5 nam sau t6t 
nghi~p 

5 nam sau t6t 
nghi~p 

10 nam sau t6t 
nghi~p 

5 nam sau t6t 
nghi~p 

5 pam sau t6t 
nghi~p 

Vinh vi€n 

Vinh vi€n 

Vinh vi€n 

Vinh vi€n 

Vinh vi€n 

Vinh vi€n 

Vinh vi€n 

Vinh vi€n 

5nam 

5nam 

RL 
•~I 

u6 
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IV. Tai lif u v~ nghien ctn1 khoa hqc ciia sinh vien, giang vien, nghien ctn1 vien 

1 
Hf> so dailh gia d€ tai nghien cuu khoa hQC cua sinh vien cAp 

5nam 
khoa/b<) man 

TAI LI~U VE KIEM DJNH CHAT LUQNG GIAO DVC 

1 
Danh sach cac t6 chuc dailh gia, ki~m dinh chAt luqng giao d\lc 

20nam 
qu6c t~ dugc Vi~t Nam cong nh~ 

2 
H6 sa thanh l~p holl,c cho phep thanh l~p, giai th~, d6i ten, cAp, cAp 
l~i gi!y phep ho~t d<)ng, dinh chi ho~t d<)ng kiem dinh chAt luqng V-mh vi€n 
giao d\lC d6i v6i t6 ch(rc kiem dinh chAt luqng giao d\lC 

Hf> so giao nhi~m V\l dao t~o kiem djnh vien kiem dinh chfil luQllg 
Vinh vi€n 

giao d\lC 

Hf> so dao t~o va cAp chung chi dao t~o kiem dinh vien kiem dinh 
chAt luQng giao d\lc 

- Danh sach cAp chung chi dao t~o kiem dinh vien kiem dinh chAt 
Vinh vi€n 

luQllg giao d\lC 

3 - H6 sa dang ky tham d\l kh6a dao t~o kiem djnh vien 2nam 

- Bai thi, kiem tra I nam 

- Cac tai li~u khac c6 lien quan den dao t~o va c!p chung chi kiem 
5nam 

djnh vien 

Hf> so tuyen chQn va cAp/cAp l~i the kiem dinh vien ki~m dinh chAt 
20nam 

luqng giao d\lc 

- Danh sach tuy~n chQn va cAp/cAp l~i the ki~m dinh vien V-mhvi€n 

4 - H6 sa dang ky tuy~n chQn 5nam 

- Bai thi tuy~n chQn kiem dinh vien 2nam 

- Cac tai li~u khac c6 lien quan den tuy~n chQn va cAp/cAp l~i the s nam 
ki~m dinh vien 

Ho sa thfun djnh ket qua dailh gia chat luQllg giao d\lc va cap giay 
5 chung nh~ ki~m dinh chAt luqng giao d\lC d6i voi ca so giao d\lC, 20nam 

chuang trinh dao t~o 
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TAILI)J:U VE VAN BANG, CHUNG CHi 

1 

2 

3 

4 

5 

6 

7 

H6 sa chinh sua m)i dung van b~ng, chung chi 

H6 sa cdp phoi b~ng t6t nghi~p de.ii h9c, the.le si, ti~n si 

H6 SCY cdp phoi chung chi cua h~ th6ng giao d1=1c qu6c dan 

S6 g6c dp van b~ng t6t de.ii h9c, the;lc si, ti€n si 

S6 cftp ban sao van bkg t6t nghi~p tir s6 g6c 

S6 cAp ban sao chung chi tir s6 g6c 

H6 sa cong nh~~ van bkg t6t nghi~p de.ii h9c, the.le si, ti€n si do ca 
s& nu&c ngoai cap 

Vinh vi6n 

Vinh vi6n 

Vinh vi6n 

Vinh vi6n 

Vinh vi6n 

Vinh vi6n 

Vinh vi6n 

TAI LI)J:U VE CONG TAC HQC SINH, SINH VIEN 

1 
Bao cao danh gia, t6ng hqp tinh hinh de;lo due, 15i s6ng cua sinh Vinh vi€n ,v7/ 
vien theo tung thai ky va nam h9c ~ 

1-----+--------------------------+-----~:rJG 
H6 SCY theo doi, t6ng hqp, th6ng ke va d~ xudt cong tac phat tri~n :QC 

lOnam 
Dang trong sinh vien TE 2 

1----+--------------------------+--------. 

H6 sa khen thu&ng va cong nh~n cac danh hi~u d6i v&i sinh vien ~ 
-:::-✓ 

3 - Cdp B9, cAp tinh 20nam 

- cAp huy~n, truong lOnam 

H6 sa ky lu~t sinh vien 

- Hinh thuc ky lu~t khi~n trach lOnam 
4 

- Hinh thuc ky lu~t canh cao 15 nam 

- Hinh thuc dinh chi h9c t~p c6 thcri he.in 20nam 



5 - Hinh thuc bu9c thoi h9c V-mhvi~n 

6 
H6 so tb chuc, theo doi cac ho~t d(mg lien quan d€n hinh thanh d~o 

5nam 
due, 16i sf>ng trong sinh vien 

7 
H6 so theo doi, xu ly cac vful d~ v~ an ninh, chinh trj lien quan d€n 

lOnam 
sinh vien 

8 
H6 so tb chuc tudn sinh ho~t cong dan, sinh vien ddu kh6a, ddu 

5nam 
nam, cuf>i kh6a h9c 

9 H6 so tb chuc tu vful h9c t~p, ngh~ nghi~p, vi~c lam cho, sinh vien 5nam 

10 H6 so cong tac cham s6c sue khoe sinh vien 5nam 

11 H6 so quan ly sinh vien n9i, ngo~i tru 5nam 

Tra nguoi h9c 
12 H6 so sinh vien sau khi ra 

truong 

13 H6 so chuy~n truong d6i v6i sinh vien H€tkh6a 

14 Sb theo doi sinh vien chuyen di, chuyen d€n 5nam 

15 H6 so xin h9c l~i t~i truong khac H€tkh6a 

H6 so cac giai thi dftu the d\lc the thao, van ngh~ trong sinh vien 

- Danh sach thi sinh do~t giai V-mhvi~n 

16 

- sb cftp gifty chung nh~ sinh vien do~t giai V-mhvi~n 

- H6 so dang ky d\l thi 1 nam 

17 
- Cac tai li~u khac c6 lien quan d€n cac giai thi dftu the d\lc the 

2nam 
thao, van ngh~ trong sinh vien 
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TAI LitU VE DAO T ~O VOi NUOC NGOAI 

1 
H6 so ky k~t Hi~p dinh, Thoa thu?n hqp tac v~ vi~c ti~p nh?n luu 

Vinh vi€n 
h9c sinh nu6c ngoai vao Vi~t Nam h9c t?p 

H,6 so thanh l?p, c.ip gifiy c~ung nh?n dang ky h??t d<)ng, sua d6i, 

2 
bo sung, gia h~, cap l?i giay phep thanh l?p, cham dut ho?t d<)ng, 

Vinh vi€n 
thu h6i gifiy phep thanh l?p d6i v6i van phong d?i di~n cua co so 
giao dl,lc nu6c ngoai t?i Vi~t Nam 

H6 so cho phep thanh l?p, cho phep ho?t d<)ng giao d\lc, dinh chi 

3 
tuy€n sinh, ch.im d(rt ho?t d<)ng giao dl,lc, giai th€, chia, ta.ch, sap 

Vinh vi€n 
nh?p, hqp nhfit co so giao dl,lc c6 vf>n d§.u tu nu6c ngoai t?i Vi~t 
Nam 

H6 so cho phep mo phan hi~u, cho ph~p h??t d<)ng giao dl,lc d6i 
Vinh vi€n 4 v6i phan hi~u cua co so giao dl,lc c6 von dau tu nu6c ngoai t?i 

Vi~tNam 

H6 so b6 sung, di~u chinh cac ho?t d<)ng giao dl,lc, nganh dao t?o, 

5 
mo r<)ng quy mo, d6i tuqng tuy€n sinh, di~u chinh n<)i dung, 

Vinh vi€n 
chuong trinh giang <l?Y d6i v6i co so giao dl,lc ho~c phan hi~u cua 
co so giao d\lc c6 vf>n d§.u tu nu6c ngoai t?i Vi~t Nam 

H6 so phe duy~t d~ an, gia h~ d~ an, dinh chi tuy€n sinh va ch.im ' ~ ~ 6 dm c,huong trinh lien kSt dao t?o v6i nu6c ngoai trinh d?i h9c, th?c Vinh vi€n 

) ::i: si, tien si . O ! 

' ~ 7 H6 so tuy€n sinh di h9c nu6c ngoai bfulg ngan sach nha nu6c Vinh vi€n / 

8 
H6 so khong tnlng tuy€n cua ung vien d\l' tuy€n di h9c nu6c ngoai 

5nam 
b~ng ngan sach nha nu6c 

9 
H6 so tuy~n sinh di h9c nu6c ngoai bfulg h9c b6ng Hi~p dinh va 

Vinh vi€n 
cac h9c b6ng khac 

10 
H6 so khong trung tuy€n cua ung vien d\l' tuy€n di h9c nu6c ngoai 

5nam 
bfulg h9c b6ng Hi~p dinh va cac h9c b6ng khac 

11 
~6 so luu h9c sinh Vi~t Nam di h9c t?p o nu6c ngoai va tiSp nh?n 

Vinh vi€n 
ve nu6c 
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13 

14 

15 

16 

17 

18 

12 

HA sa luu hQc sinh nu6c ngoai vao hQc t~i cac ca so giao dl,lc cua 
Vi~tNam 

HA sa tuy~n chQn chuyen gia giao d\lc di lam vi~c o nu6c ngoai 

HA sa khong trung tuy~n cua (mg vien dg tuy~n chQn chuyen gia 
giao dl,lC di lam vi~c o nu6c ngoai 

~A sa chuyen gia giao dl,lc di lam vi~c o nu6c ngoai va ti~p nh~ 
ve nu6c 

HA sa giao nhi~m V\l bAi duong, ki~m tra, thi va c!p chung chi bAi 
duong nghi~p V\l tu vfrn du h9c 

HA sa cfrp gifry chung nh~ dang ky ho~t d9ng djch V\l tu vfrn du 
hQC 

Danh sach th6ng ke hang nam luu hQc sinh Vi~t Nam di hQc ~p o 
nu6c ngoai c6 sir dl,lng ngan sach nha nu6c va ve nu6c 

20nam 

Vinh vi€n 

Snam 

V-mh vi€n 

Vinh vi€n 

20nam 

20nam 

TAI LI~U VE CONG TAC NHA GIAO, CAN BQ QUAN LY CO SO GIAO DVC 

1 

2 

3 

4 

5 

6 

7 

HA sa xay dgng va ban hanh quy ho1;tch, k~ ho~ch phat tri~n vien 
chuc, nha giao, can bQ quan ly CCJ so giao dl,lC 

HA sa xay dgng, thfun djnh, ban hanh chuang trinh bAi duong 
nghi~p V\l su ph~ 

HA SCJ bien so~, thdm djnh, phe duy~t tai li~u dung chung, sach 
hu6ng dfrn giang d~y, tai li~u bAi duong, hQC li~u phl,lC V\l cong tac 
bAi duong vien chuc, nha giao va can b9 quan ly CCJ so giao dl,lC 

HA SCJ H{>i dAng chuc danh giao SU CCJ so thdm djnh, de nghi xet 
cong nh~ d~t tieu chudn chuc danh giao SU, ph6 giao SU 

HA SCJ H9i dAng chuc danh giao SU nganh, lien nganh thfun djnh, de 
nghj xet cong nh~ d~t tieu chuAn chuc danh giao SU, ph6 giao SU 

HA SCJ H{>i dAng chuc danh giao SU nha nu6c thfun djnh va quy~t 
dinh cong nh~ chuc danh giao su, ph6 giao su 

HA SCJ ca nhan dang ky xet cong nh~ chuc danh giao SU, ph6 giao 
SU 

8 HA SCJ b6 nhi~m chuc danh giao SU, ph6 giao SU 

9 HA SCJ mi€n nhi~m chuc danh giao SU, ph6 giao SU 

Vinh vi€n 

V-mh vi€n 

20nam 

Vinh vi€n 

V-mhvi€n 

V-mh vi€n 

Snam 

V-mhvi€n 

V-mh vi€n 
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10 
Hf> SO' huy b6 cong nh?n d~t tieu chufui chuc danh giao SU, ph6 

Vinh vi€n giao SU 

11 
Hf> sa H(H d6ng d.p ca sa thdm dinh, d€ nghi xet t~ng danh hi~u 

Vinh vi€n 
nha giao nhan dan, nha giao uu tu 

12 
Hf> sa H9i d6ng c!p huy~n thdm dinh, d€ nghi xet t~ng danh hi~u 

Vinh vi€n 
nha giao nhan dan, nha giao uu tu 

13 
Hf> sa H9i d6ng c!p tinh thdm dinh, d€ nghi xet t~g danh hi~u nha 

Vinh vi€n 
giao nhan dan, nha giao uu tu 

14 
Hf> sa H9i d6ng c!p B9 thdm dinh, d€ nghi xet t~ng danh hi~u nha 

Vinh vi€n 
giao nhan dan, nha giao uu tu 

15 
Hf> sa H9i d6ng Nha nu6c thdm dinh, trinh c!p c6 thdm quy€n 

Vinh vi€n 
quy~t dinh t~g danh hi~u nha giao nhan dan, nha giao uu tu 

16 
Hf> sa cua ca_nhan d€ nghi xet t~g danh hi~u nha giao nhan dan, 

20nam 
nha giao uu tu 

17 Hf> sa giao nhi~m V\l b6i duong nghi~p V\l su ph~m Vinh vi€n 

18 
Hf> sa giao nhi~m V\l b6i duong va c!p chung chi b6i duong nghi~p 

Vinh vi€n 
V\l quan ly giao d\lC 

19 
Hf>, sa giao luu can b9 quan ly, giang vien gioi cac c!p h9c toan 

5nam 
quoc 

Hf> sa thi giang vien d~y gi6i, giao vien chu nhi~m gi6i, can b9 
Vinh vi€n 

quan ly gi6i c!p truong, huy~n, tinh 

- Quy~t dinh cong nh?n, danh sach giang vien, can b9 quan ly d~t 
Vinh vi€n 

danh hi~u 

- Sang ki~n kinh nghi~m d~t giai l0nam 

20 ,, 

- Hf> SO' dang ky dl,I thi 1 nam 

- Bai thi, bai thl,IC hanh 2nam 

- Cac tai li~u khac c6 lien quan d~n CUQC thi 2nam 

Hf> sa t6 chuc thi thang h~g cho nha giao 

21 

- Danh sach trung tuy€n, Bao cao k~t qua 20nam 
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- H6 sa dang ky dg thi 5nam 

- Bai thi 5nam 

- Cac tai Heu khac c6 lien quan den thi 5nam 

22 
H6 sa kiem tra, danh gia, xep lo~i giao vien theo chufui nghe 

lOnam 
nghiep 

TAI LI¥U VE CO SO V ~T CHAT, THIET BJ TRUONG HQC 

1 
H6 sa xay dgng phuang hu6ng, chinh sach ddu tu phat trien ca so 
v~t chdt, thiet bi truong h9c, cac khu d~i h9c, phong thi nghiem Vinh vi€n 
tr9ng diem 

H6 sa xay dgng quy ho~ch, ke ho~ch dai h~, 5 nam, hang nam v~ 
2 ca SCJ v~t chdt, thiet bi truong h9c, cac khu d~i h9c, phong thi V'mh vi€n 

nghiem tr9ng diem 

3 
Hb sa xac dinh ca cdu ddu tu, cac chinh sach ddu tu ca sa v~t chdt, 

V'mh vi€n 
thiet bi truong h9c dam bao chdt luqng giao d1,1c va dao t~o 

Hb sa xay dgng va cong b6 tieu chu§.n ca SCJ ve ca SCJ v~t chdt, thiet 
4 bi truong h9c h9'P v6i yeu cAu giao d\lC va tam sinh ly lua tu6i sinh V'mh vi€n 

•A v1en 

5 
H6 sa xay dgng va de nghi cdp c6 thfun quyen cong b6 tieu chuftn 
qu6c gia ve ca SCJ v~t chdt, thi~t bi truong h9c phu h9'P v6i yeu cdu Vinh vi€n 
giao d\lC va tam sinh ly lua tuoi 

6 
H6 sa xay dgng ca SCJ du ueu ve ddu tu phat trien ca so v~t chdt, 

Vinh vi€n 
thiet bi truong h9c 

7 H6 sa ki~m tra va cong nh~ thu vien truong h9c d~t chuftn 20nam 

H6 sa ctia ca SCJ giao d\lC ve quan ly thu vien 

- Cac lo~i sf> sach: So dang ky tong quat, dang ky ca biet, dang ky 
8 sach giao khoa, t~p chi; sA muqn sach, cho thue sach, th6ng ke b~ 5nam 

d9c ... 

- Bien ban kiem ke, thanh ly sach, do phfun thu vien 5nam 
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H6 sa cua ca so giao dvc v€ quan ly, theo doi, sir dvng thiJt bi giao 
dvc 

- Sf> quan ly thiJt bi giao dvc 

+ Sf> dang ky/danh mvc thiJt bi giao dvc; Sf> nh~p tai san, cong C\l, 
20 nam 

dvng C\l 

+ Sf> chb muQ11 va sir dvng d6 dung d~y h9c; Sf> theo doi tai san 
5nam 

cac lop, phc':mg h9c b9 mon 

- Bao cao kiem ke, danh gia l~i tai san cf> dinh 20nam 

- H6 sa, tai li~u v€ vi~c chuy€n nhuQ11g, ban giao, thanh ly thiJt bi 
20nam 

giao dvc 

TAI L1iu VE CONG NG~ THONG TIN TRONG QUAN LY GIAO DVC, D~Y 
VAHQC 

H6 sa xay dlJilg chi€n luqc, chinh sach, k€ ho~ch dai h~, hang 
1 nam v€ ung dvng cong ngh~ thong tin trong quan ly giao dvc va Vinh vi~n 

trong d~y h9c 

H6 sa tuy€n ch9n, thfun dinh, ban hanh danh mvc san phfrm cong 
ngh~ thong tin dung trong nganh giao dvc: giao trinh tai li~u, s,ach 

2 tham khao, chuang trinh giang d~y, chuang trinh dao t~o va boi l0nam 
duong giao vien va can b9 quan ly giao dvc, n9i dung va chuang 
trinh h9c trµc tuy€n 

~ 

UC 

H6 sa xay,dlJilg thu vi~n giao tr:inh ~i~n tu, sach giao khoa di~n tu, 

3 
thu vi~n de thi, h9c li~u mo, phan mem dc}.y h9c, thi nghi~m ao va 

5nam 
phfrl} m€m mo phong, khai thac sir dvng va d~y h9c dung ma 
nguon mo va cong ngh~ h9c di~n tu 



DAI HQC QUOC GIA C(>NG HOA XA H(>I CHU NGHiA VItT NAM 
THANH PHO HO CHI MINH ~==:::,,.... D{>c ljp - T\f do - H~nh phuc 

TRUONG I>.i}I HQC QUO 

l 

L~HOSOVAG . ~ 
(Kem theo Quyit ." 

AI LitU V Ao LUU TRU ca QUAN 
QT ngay,l.5.fhang3.nam 2021 cua 

&ng Dc;zi h9c Quc5c ti) 

I. XA Y Dl/NG DANH MVC HO SO 

Danh ffi\lC h6 so g6m cac thanh phful: Cac d€ ffi\lC, s6 va ky hi~u cua h6 so, tieu 
d€ h6 so, thoi h?n bao quan cua h6 so, nguoi I?p h6 so. 

1. D€ ffi\lC trong Danh m\}c h6 so duqc xay d\l'Ilg theo co cfiu t6 chuc (ten cac don 
vi trong co quan, t6 chuc) ho~c theo Ii'nh vvc ho?t d<)ng (ten cac linh vvc ho~t d<)ng chu 
y€u ctia co quan, t6 chuc ). Trong rung d€ m\}c lan duqc chia thanh cac d€ m\}c nh6 

tuong ung v6i ten cac don vi (theo co cfiu t6 chuc) ho~c chia thanh cac m~t ho?t d9ng 
(theo linh vvc ho?t d9ng). Trong cac d€ ffi\lC nh6, tr?t n;r cac h6 so duqc sip x€p theo 
nguyen tic tir chung d€n rieng, tir tbng hqp d€n C\l th€. 

Cac d€ m\lc Ian duqc danh s6 lien t\}c bing chfr s6 La Ma. Cac d€ m\}c nh6 (n€u 
c6) trong rung d€ m\}c Ian duqc danh s6 rieng bing chfr s6 A R?p. Chu vi€t tilt ctia cac 
d€ m\}c Ian trong Danh ffi\lC h6 so do co quan, t6 chuc quy dinh nhung cful ngfu gQn, d~ 
hi€u. 

2. S6, ky hi~u ctia h6 so bao g6m: S6 thu n;r (duqc danh bing chfr s6 A R?p) va 
ky hi~u (b~ng cac chfr vi€t tilt) ctia d€ m\}c Ian. 

Vi~c danh s6 h6 so c6 th€ ap d\lllg m9t trong hai each sau: s6 cua h6 so duqc 
danh lien t\}c trong toan Danh m\}c, bit d!u tir s6 01 ho~c s6 ctia h6 so dugc danh lien 
t\}c trong ph?m vi tung d€ ffi\lC Ian, hit d!u tir s6 01. 

3. Tieu d€ h6 so: Cful vi€t ngfu g9n, ro rang nhung phai khai quat duqc n◊i dung 
ctia cac van ban, tai li~u se hinh thanh trong qua trinh theo doi, giai quy€t cong vi~c. 

4. Thai h?n bao quan ctia h6 so duqc xac dinh theo quy dinh hi~n hanh: Vinh 
vi~n ho~c thoi h?n bing s6 nam C\l th€. 
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II. MAU DANH Ml)C HO SO . 

TRUONG DN HOC QUOC TE 

... (1) ... 

C(>NG HOA XA H(>I CHU NGHiA VItT NAM 
D(>c lip - Tl}' do - H~nh phuc 

DANH Ml)C HO SO 

Nam ... 

(Kem theo Quyit tlinh s6 ... ngay ... thang ... nam ... ..... cua ... ..... .) 

S6 va ky 
Ten dS ffl\JC va tieu dS h6 SO' 

Thoi h;m bao Ngtroi I~p h6 

hi~u h6 sO' quan SO' 

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

I. TEN DE Ml)C LON 

1. Ten dS ffl\JC nho 

01.TCCB [ieu d~ h6 S<Y 20nam H9 va ten 

Danh ml,lc h6 so nay c6 ........ h6 so, bao g6m: 

h::. b ' ' inh .:;:;: .. .. .. .. . .. . . .. .. . . o so ao quan v v1en; 

h ::. b ' ' , h''h . . . . . . . . . . . . . . . . . . . o so ao quan co t <YI l;Lil. 

Ghi chu: 
(1) Ten co quan n9p h6 so. 

Ghi chu 

(5) 

"""=:::: 
Nff 
·--......, 
1NG 
,9c 
: Tl 
_.--:: 
~~ 

-------
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III. MAU MVC LVC HO SO, TAI LitU NQP LUU 

TRUONG D~ HQC QUOC TE CQNG HOA XA HQI CHU NGHiA Vl¢T NAM 
..... . (1).. .. l>qc ljp - T\f do - Hfnb phuc 

MVC LVC HO SO, TAI LitU NQP LUU 

.......•..•.•.• (2) •••...•......••.•. 

Nam ... 

S6TT 
S6, ky hifu T·" d). h). Thoi gian tai Thoi hJD S6 tir (3)/S6 Ghi 

). 1eu e o s0' 
Iifu bao quan trang (4) chu ho sO' 

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

Mve Ive nay gbm: ...................... hb so ( don vi bao quan). 

Vi~t b~g eht:i': ................................................. hb so ( don vi bao quan). 

, h, ~ ...... ..... , ngay ....... t ang ..... nam .. .. 

Nguoi I~p 

(Ky va ghi ro h9 va ten, chfrc V(I) 

Ghi chu: 
(1) Ten don vi n9p Iuu hb so, tai li~u. 

(2) Thai h~ bao quan: Bao quan vinh -vi€n ho~e bao quan e6 thoi h~. Mve Ive h6 so, 

tai li~u bao quan vinh vi€n va Mve Ive h6 so, tai li~u bao quan e6 thcri h~ duqe l~p 

rieng thanh 02 Mve Ive khae nhau. D6i v6i Mve Ive h6 so, tai li~u bao quan vinh vi€n 

b6 e9t thcri h~ bao quan. 

(3) Ap dvng d6i v&i van ban gi!y. 

( 4) Ap dvng d6i v&i van ban di~n tir. 



STT 

(1) 

4 

IV. MAU Ml)C Ll)C VAN BAN, TAI LitU TRONG HO SO(*) 
Ml)C Ll)C VAN BAN, TAI LitU 

S6, ky hi~u b6 s<r: ••••••••• 

Nam ... 

S6,ky Ten lo~i va 
Ngay thang Tac gia Tcr s6/ Trang 

hi~u van trich y~u n(H 
nam van ban van ban 

I,. 
so 

ban dung van ban 

(2) (3) (4) (5) (6) 

'· 

<*) Ap dvng cho h6 sa c6 thai h~n vinh vi€n. 

Ghi chu 

(7) 
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V. MAU BIEN BAN GIAO Nll4N H6 SO, TAI LI:f:U 

DAI HQC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG ll~I HQC QUOC TE 

CQNG HOA XA HQI CHU NGHiA VItT NAM 
D9c lip - T\l' do - Htnh phuc 

' h, V ........ , ngay ...... t ang ..... nam ..... 

" .. 
BIEN BAN 

Giao nhtn h6 sa, tai lif u 

Can cu Nghj djnh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu v~ 
cong tac van thu; 

ban./. 

Can cu ........ (Danh m11,c h6 sa nam ... , Ki ho<;ich thu th(jp tai li¢u .. .), 
Chung toi g6m: 
BEN GlAO:(ten ca nhan, dan v; giao n9p h6 SCI, tai /i¢u) 
Ong (ba): ................................................................................................................ . 
Chuc V\l cong tac: ................................................................................................... . 
BEN Nll4N: (Luu tru ca quan) 

Ong (ba): ················································································································· 
Chuc V\l cong tac: .................................................................................................... . 
Thfing nhAt l~p bien ban giao nh~ tai li~u v6i nhung m)i dung nhu sau: 
I. Ten kh6i tai li~u giao n9p: ................................................................................ .. 
2. Thai gian cua hf> SCJ, tai li~u: ............................................................................. .. 
3. S6 luqng tai li~u: ................................................................................................. . 
a) D6i voi hf> sa, tai li~u gi!y 
- T3ng s6 h9p (c~p): ............................................................................................... . 
- T3ng s6 hf> sa (dan vj bao quan): .................... Quy ra met gia: ........... met. 
b) D6i v6i hf> sa, tai li~u di~n tu 

A , ' 
- Tong so ho SCJ: ...................................................................................................... . 

- T3ng s6 t~p tin trong h6 sa: ................................................................................. . 
4 T'nht an t·· 1·" · no" · . 1 r. g a1 1~u g1ao .P· .............................................................................. .. 
5. M\lc ll)c hf> sa, tai li~u n9p luu kem theo ........................................................... .. 

Bien ban nay duqc l~p thanh hai ban; ben giao gift m9t ban, ben nh~ gift m9t 

DAI DIEN BEN GIAO 
(Kj va ghi ro hp va ten) 

DAI DI}?:N BEN N8AN 
(Kj va ghi ro hp va ten) 



DAI HOC QUOC GIA ~==::Jr...:1 NG HOA XA H(H CHU NGHiA VItT NAM 
THANH PHO HO CHI 

TRUONG Di;.I HQC QU , ~ 
D<}c l~p - T\f do - Hfnh phuc 

~ 
0 

l}C X 
HE TAI LIEU BIEN TU 

(Kem theo Quyit iljnh s ~ ngayo!Sthang.°anar:z 2021 cua Hi¢u tru&ng 
Truang Dc;zi h9c Qu6c ti) 

PhftnI 

QUY BJNH BOI VOi Ht THONG QUAN LY TAI LitU BitN TU 

I. ~GUYEN TAC XA Y Dl/NG Ht THONG 

1. Bao dam quan ly van ban va hf> so di~n tu cua ca quan, t6 chuc dung quy dµih. 

2. Bao dam an toan, an ninh thong tin mc;mg theo quy dµih cua phap lu?t hi~n hanh. 

3. Bao dam phan quy€n cho cac ca nhan truy C?P vao H~ th6ng. 

4. Bao dam tinh xac th\fc, d9 tin C?Y cua tai li~u, dfr li~u hru hanh trong H~ th6ng. 

5. Cho phep ki~m chung, xac minh, thµc hi~n cac yeu d.u nghi~p V\l khac cua 
ca quan, t6 chuc, ca nhan c6 trach nhi~m khi duqc yeu cAu. 

II. YEU cAu CHUNG KHI THIET KE Ht THONG 

1. Dap ung dAy du cac quy trinh va ky thu?t v€ quan ly van ban di~n tu, l?p va 
quan ly hf> S<Y di~n tu va dfr li~u d~c ta I. 

2. C6 kha nang tich hqp, lien thong, chia se thong tin, du li~u vm cac h~ th6ng khac. 

3. C6 kha nang h~ th6ng h6a van ban, hf> so, th6ng ke s6 luqt truy C?P van ban, 
hf> so, h~ th6ng. 

4. Bao dam tinh xac th\l'C, tin C?Y, toan Vyn va kha nang truy C?P, SU dvng van 
ban, tai li~u. 

5. Bao dam luu trfr hf> so theo thai hi;m bao quan. 

6. Bao dam phu hqp v6i Khung ki€n true Chinh phu di~n tu Vi~t Nam . 
.. ,. 

7. Bao dam d€ ti€p C?Il va SU dvng. 

8. Cho phep ky s6, ki~m tra, xac thµc chfr ky s6 theo quy djnh cua phap lu?t. 

III. YEU cAu CHUC NANG CUA Ht THONG 

1. D6i v6i vi~c t~o l?p va theo doi van ban 

a) Cho phep t~o l?p van ban m6i va chuy~n d6i dinh d~ng van ban. 

1 Du li~u d~c ta cua van ban, h6 sa la thong tin mo ta n{>i dung, djnh d~g, ngfr canh, du true, cac y€u t6 du thanh 
van ban, h6 sa; m6i lien h~ cua van ban, h6 sa vm cac van ban, h6 sa khac; thong tin v~ chil' Icy s6 tren van ban; 
ljch su hinh thanh, su d1,111g va cac d~c tfnh khac nham ph1,1c Yl,l qua trinh quan ly, tlm ki€m va kha nang su di,mg 
cua h6 sa, tai li~u. 
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b) Cho phep dinh kem van ban. 

c) Cho phep t~o ma dinh danh van ban di. 

d) Hi~n thi muc d<) khdn cua van ban. 

c) Lien k€t toan b<) van ban, tai li~u va du li~u d~c ta c6 cung ma h6 so trong H~ 
thf>ng d~ t~o thanh h6 so. 

_ . , I t 

d) Bao dam lien k€t cac tnrong thong tin trong Danh ml)c h6 so cua tirng h6 so 
v6i toan b<) van ban, tai li~u, du li~u d~c ta cua h6 so. 

d) Bao dam lien k€t va thf>ng ke toan b<) h6 so dugc l~p cua m<)t tai khoan C\l th~. 

e) Cho phep gan m<)t van ban, tai li~u cho nhieu h6 sa dugc t~o boi nhieu tai 
khoan khac nhau ma khong cfui nhan ban. 

g) Cho phep k€t xudt toan b<) van ban, tai li~u, du li~u d~c ta cua h6 so sang 
dinh d~ng (.pdf), (.xml) va bao dam trinh t\l' thoi gian hinh thanh van ban, tai li~u, du 
li~u d~c ta cua h6 so. 

5. I>f>i v6i vi~c bao quan va hnrtrii-van ban, h6 so 

a) Luu van ban va cac thong tin ve qua trinh giai quy€t van ban g6m: Y ki~n chi 
d~o, phan phf>i van ban den cua nguoi c6 thdm quyen; cac d\l thao van ban cua ca nhan 
dugc phan cong so~ thao; y kien g6p y cua ca nhan, dan vi c6 lien quan; y ki€n chi d~o 
cua lanh d~o; y kien phe duy~t, chiu trach nhi~m n<)i dung cua lanh d~o dan vi chti tri 
so~ thao; y ki€n phe duy~t chju trach nhi~m ve th~ thuc, ky thu~t trinh bay van ban cua 
nguoi c6 thdm quyen; ljch sir truy c~p va xem van ban; cac tac d<)ng khac vao van ban. 

b) Cho phep t\l' d{mg thong bao h6 so d€n h~ n(>p luu vao Luu trii ca quan 
tnr6c 30 ngay k~ tir ngay Luu tru ca quan thong bao Danh ml)c h6 so n<)p luu cho dan 
vi giao m)p tai li~u. 

c) Bao dam th\fc hi~n n<)p luu h6 so vao Luu tru ca quan, Luu tru ljch sir. 

d) Bao dam S\l toan v~n, tin c~y, khong thay d6i cua van ban, h6 so. 

d) Bao dam kha nang truy c~p va sir d\lilg h6 so, van ban theo thoi h~ bao quan. 

e) Bao dam kha nang di chuy~n h6 so, tai li~u, du li~u d~c ta va thay d6i dinh 
d~ng van ban khi c6 S\f thay d6i ve cong ngh~. 

g) C6 kha nang sao luu dinh ky, d(>t xudt va ph\lc h6i du li~u khi g~p S\f cf>. 

6. I>f>i v6i thf>ng ke, tim kiem va sir d\lilg van ban, h6 so 

a) Cho phep thf>ng ke sf> lugng h6 so, van ban, tai li~u; s6 lugt truy c~p vao 
tirng h6 sa, van ban, tai li~u. 

b) Cho phep thfJng ke s6 lugt truy c~p vao H~ th6ng theo yeu cdu cua nguoi 
quan ly, quan trj. 

c) Cdp quyen, ki~m soat quyen truy c~p vao h6 so luu tru di~n tu va du li~u d~c 
ta cua h6 so luu tru. 

d) Cho phep tim kiem van ban, h6 so dfJi v6i tdt ca cac truong thong tin ddu vao 
cua van ban, h6 so va n<)i dung cua van ban, tai li~u. 

d) Cho phep l\fa ch9n hi~n thi cac truong thong tin cua van ban, h6 sa trong k€t 
qua tim kiem. 
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e) Cho phep luu va su dvng l1;1i cac yeu cfiu tim kiSm. 

g) Cho phep hi€n thi thu tµ kSt qua tim kiSm. 

h) Cho phep kSt xufit kSt qua tim kiSm ra cac dinh d1;1ng t~p van ban ph6 biSn: 
(.doc), (.docx), (.pdf). 

th6ng. 

i) Cho phep tai ho~c in van ban, tai li~u, du li~u d~c ta. 

k) Cho phep danh dfiu vao van ban, tai li~u, du li~u d~c ta duqc in ra tir H~ 

1) Luu lich su truy c~p va su d\lllg van ban, tai li~u. 

7. 06i v&i vi~c quan ly du li~u d~c ta 

a) Luu cac ySu t6 du li~u d~c ta lien quan dSn m<)t van ban, h6 sa cv th€ theo 
th<'Yi h1;1n ~~o quan. 

b) 'Hi€n thi toan b9 du li~u d~c ta cua m<)t van ban, h6 sa khi c6 yeu cfiu cua 
nguai sir dvng duqc cfip quy~n. 

c) Cho phep nh~p du li~u d~c ta b6 sung cho van ban, h6 sa. 

d) Luu du li~u d~c ta cua qua trinh ki~m soat an ninh van ban, h6 sa, h~ th6ng. 

d) Luu va c6 dinh S\! lien kSt cua m9t van ban, h6 sa v&i tfit ca cac ySu t6 du 
li~u d~c ta lien quan. 

8. 06i v&i vi~c thu h6i van ban 

a) 06ng bang van ban diva du li~u d~c ta van ban di khi c6 l~nh thu h6i van 
ban cua ca quan, t6 chuc. 

b) Huy van ban dSn va du li~u d~c ta van ban den khi c6 l~nh thu h6i van ban tu 
ca quan, t6 chuc phat hanh van ban. 

c) Luu du li~u d~c ta cua qua trinh thu h6i van ban. 

IV. YEU cAu VE QUA.N TRJ H~ THONG 

1. H~ th6ng cho phep nguai duqc giao quan tri H~ th6ng thµc hi~n nhung 
nhi~m V\1 sau: 

a) T1;10 l~p nh6m tai li~u, h6 sa theo cfip d9 thong tin khac nhau. 

b) Phan quy~n cho ngu<'Yi su dvng theo quy dinh cua ca quan, t6 t huc. 

c) Truy c~p vao h6 sa va du li~u d~c ta cua h6 sa theo quy dinh clia ca quan, t6 
chuc. 

d) Thay d6i quy~n truy c~p d6i v&i h6 sa, van ban khi c6 sv thay d6i quy dinh 
cua ca quan, t6 chuc. 

d) Thay d6i quy~n truy c~p cua cac tai khoan ca nhan khi c6 nhfrng thay d6i v~ 
vi tri cong tac cua ca nhan d6. 

e) Phvc h6i thong tin, du li~u d~c ta trong truang hqp 16i h~ th6ng va thong bao 
ket qua phvc h6i. 

g) Kh6a ho~c dong bang cac t~p hqp (van ban, h6 sa, nh6m tai li~u) d€ ngan 
ch~n kha nang di chuy€n, x6a ho~c sua d6i khi c6 yeu cfiu cua nguai c6 thAm quy~n. 

RV 
Al 

Joi 
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2. Canh bao xung d9t xay ra trong h~ th6ng. 

3. Thi et l~p k~t n6i lien thong. 

V. THONG TIN DAU RA CUA Ht THONG 

1. sb dang ky van ban d~n 

2. Bao cao tinh hinh giai quyet van ban den 

3. sb dang ky van ban di 

4. Bao cao tinh hinh giai quy~t van ban di 

5. M\lC 1\lC van ban trong h6 S<Y 

6. M\lC 1\lC h6 SCJ. 

Phin II 

CHUA.N THONG TIN DAU V Ao CUA Ht THONG 

I. THONG TIN DAU V Ao CUA DU LitU QUAN LY VAN BAN DI · 

STT Trtr011g thong tin 
Ten (vi@t tit ti@ng 

Kiiu dir Iif u D9dai 
Anh) 

Mah6 sa FileCode 

Ma djnh danh cua ca quan, t6 chuc 
Organld String 13 

'~p danh ffi\lC h6 srl-
1 

Nam hinh thanh h6 sa RileCatalog Number 4 

s6 va ky hi~u h6 SCJ FileNotation String 20 

2 s6 thu w van ban trong h6 SCJ Doc Ordinal Number 3 

3 Ten lo~i van ban TypeName String 100 

4 Sf> cua van ban CodeNumber String 11 

5 Ky hi~u cua van ban CodeNotation String 30 

6 Ngay, thang, nam van ban [ssuedDate Date 10 

7 
Ten ca quan, t6 chuc ban hanh van 

OrganName String 200 ban 

2Mii djnh danh clia ccr quan, t6 chuc l~p danh ID\lC h6 scr dugc m~c djnh trong H~ th6ng. 
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8 Trich y~u rn)i dung Subject String 500 

9 Ngcm ngfr Language String 30 

10 S6 trang cua van ban DageAmount Number 3 

11 Ghi chu Description String 500 

Chuc V\l, h9 ten nguai ky Signerlnfo 

12 Chuc V\l cua nguoi ky van ban Position String 100 

H9 va ten nguoi ky van ban FullName String 50 
;· 

Nainh~ rro 

13 
Ma dinh danh cua ca quan, tb chuc 

Organld String 13 
lnh~n van ban 

Ten CO' quan, tb chuc nh~n van ban OrganName String 200 

14 Muc d9 kh!n, d9 m~t !Priority Number 1 

15 S6 luQ'Ilg ban phat hanh IssuedAmount Number 3 

16 H~n tra loi van ban DueDate Date 10 

II. THONG TIN DAU V Ao CUA DU LitU QUAN LY VAN BAN DEN 

STT Trtrimg thong tin 
Ten (viit tiit tiing 

Ki~u dfr li~u DQ dai 
Anh) 

Ma ht> sa FileCode 

Ma dinh danh cua ca quan, tb 
Organld String 13 

chuc l~p danh mvc hf> sa3 

1 

Nam hinh thanh hf> SO' PileCatalog Number 4 

Sf> va ky hi~u hf> sa FileNotation String 20 

3Ma djnh danh cua ccr quan, t6 chuc I~p danh m1,1c h6 sa duqc m~c djnh trong he th6ng. 

'IG 
r~c 
Te' 
4 _1/, 
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2 s6 thu t\! van ban trong h6 S(J DocOrdinal Number 3 

3 en lo~i van ban TypeName String 100 

, 
4 So cua van ban CodeNumber String 11 

5 Ky hi~u ctia van ban CodeNotation String 30 

6 Ngay, thang, nam van ban [ssuedDate Date 10 

7 
!fen ca quan, t6 chuc ban hanh 

OrganName String 200 
~an ban 

8 Trich y~u m)i dung Subject String 500 

9 Ngon ngfr Language String 30 

10 s6 trang ctia van ban 0 ageAmount Number 3 

11 K}hi chu Description String 500 

12 Ngay, thang, nam d~n ArrivalDate Date 10 

13 S6d~n ~ivalNumber Number 10 

Chuc V\1, hQ ten nguai ky Signerlnfo 

14 Chuc V\1 ctia nguai ky van ban Position String 100 

HQ va ten ngucri ky van ban FullName String 50 

15 Muc d<) khful, d<) m~t Priority Number 1 

16 Dan vi ho~c ngucri nh~ ToPlaces String 1000 

17 
Y ki~n phan ph6i, chi d~o, tr~g 

TraceHeaderList uongText 
lliai xfr ly van ban 

18 !fhcri h~ giai quy~t DueDate Date 10 
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III. THONG TIN nAu v Ao ciJA nu Lrf:u QUAN L v HO so 

Ten 
STT Tnrong thong tin Ki~u dfr Iifu D<) dai 

(vi~t tit ti~ng Anh) 

Mah6 sa FileCode 

Ma dinh danh cua ca quan, tb 
Organld String 13 

chuc l~p danh ml,lc hf> sa4 

1 

Nam hinh thanh h6 sa FileCatalog Number 4 

S6 va ky hi~u h6 sa FileNotation String 20 

2 [ieu d~ h6 sa Title String 500 

3 lfhai h~n bao quan Maintenance String 30 

4 Ch~ d9 sir dl,lng Rights String 30 

5 N guai l~p h6 sa Creator String 30 

6 Ngcmngu Language String 50 

7 rrhai gian b~t diu StartDate Date 10 

8 [hai gian k~t thuc EndDate Date 10 

9 T6ng s6 van ban trong h6 sa DocTotal Number 4 

10 T6ng s6 trang cua h6 sa Page Total Number 4 

11 Ghichu Description String 500 

4Ma djnh danh cua ccr quan, t6 chuc l~p danh mµc b6 scr duqc m~c djnh trong H~ th6ng. 




