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Cdn cu Quyiit dinh t,i ZOlZOlltgO-TTg ngdy 26 thdng 3 ndm 2014 cia Thi
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gido dqtc dqi hpc thdnh viAn;

Cdn ct Ngh! dinh sii 99/2016/ND-CP ngay 01 thdng 7 ndm 20t6 cia Chinh
'' :phi vi quan lit vd sn d4ng con ddu;

Cdn c* Nghi dinh sii 30/2020/ND-CP ngay 05 thdng 3 ndm 2020 cria Chinh
', : .phu ve cong Mc van tht;

Cdn ctr Th6ng tu 07/2012/TT-BNV ngay 22 thdng 1l ndm 2012 cia BQ NQi

':v4 hrong ddn quan li, van bdn, lQp h6 so vd nQp lnu h6 so, tdi li€u vdo lm trir
co quan;

Cdn c* Th6ng tu 04/20 I 3/TT-BNV ngay I 6 thdng 4 ndm 20 I 3 cia Bp Npi vu
,:

htrdng dan xay drng quy chA vdn thu luu trii cia co quan, td chtic;

Cdn cti Quyat dlnh tii OqetgO-ongG ngdy 22 thdng 6 ndm 2022 cila Gidm

d6c Dqi hpc Qudc gia Thdnh phii Hi Chi Minh vi viac ban hdnh Quy dinh chuc

ndng, nhiQm vy Vdn phdngvd cdc Ban chuc ndng;

Theo dd nghi ctn Chanh Vdn phdng Dqi hpc Qu6c gia Thdnh ptui H6 Chi Minh.

QUYTT DINH:

Didu 1. Ban hanh kdm theo Quy6t dinh ndy Quy dinh c6ng tiic v[n thu tai

Dpi hqc Qu6c gia Thdnh ph6 HO Chi Minh.

Didu 2. Quy6t ai*r ndy c6 hiQu luc thi hdnh k€ ttr ngdy ki.
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Didu 3. Ch6nh Vdn phong, Trudng ciic Ban chric n6ng, Tht truong cilc don

vi thdnh vi€n vd tryc thuQc Dai hqc Qutic gia Thdnh ph6 H6 Chi Minh chiu tr6ch

nhi€m thi hdnh Quy6t dinh ndy./.11-
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DAI HQC QUOC GIA
THA\'iH PHO HO CHI NIINH

CQNG HOA xA Her cno NGHIA vrET NAM
DOc l6p - Tu do - Hgnh phric

QUYDINH
c6xc rAc vAN rHr/r4r

DAI HQC QUOC GIA THANH PH6 HO CHi MINH
(Ban hdnh kim theo Quydt dinh sA146glgO-OngG ngdy@lthdng/lndm 2022 cia

Gidm d6c Dqi hec Qu6c gia Thdnh phii Hi Chi Minh)

Chucrng I
QUY DINH CHUNG

Didu 1. Ph4m vi vir tl6i tuqng 6p dgng

1. VAn ban ndy quy dlnh c6c v6n dC lien quan <li5n c6ng t6c v6n thu t4i D4i hgc

Qu6c gia Thdnh ph6 HO Chi Minh (DHQG-HCM).

2. Quy tlinh ndy dugc 6p dqng th6ng nh6t trong todn DHQG-HCM, c6c don vi
thdnh vi6n vd truc thuQc DHQG-HCM (sau ddy ggi chung ld don vi).

Didu 2. Giii thich tir ngtr

1. Cdng t6c vin thu bao g6m: soan th6o, ky ban hdnh vin b6n; quan ly vIn bdn

vd tdi liQu hinh thanh trong qu6 trinh hoat dQng cria ciic tlon vi; ldp h6 so vd nQp luu

hd so viro b0 phin ltru trt cta tton vi; quAn ly vd sri dpng con d6u, thi€t bl luu kh6a

bi m6t trong c6ng tric vdn thu.

2. "VIn bin" ld thOng tin thdnh v6n dugc truydn d4t bing ng6n ngt ho4c lgi hiQu,

hinh thdnh trong hoat dQng cta c6c don vi vd duoc trinh briy dtng thd thuc. k! thu6t

theo quy tlinh.

3. "VAn b6n hanh chinh" ld vEn b6n hinh thdnh trong quii trinh chi dao, didu
t^

hanh. giai quydt cdng vi6c cta don vi.

4. *YFrn bin diQn tff' ld vin b6n dudi d4ng th6ng diQp dir li6u dusc t4o lflp ho4c

dugc s6 h6a tir vdn bin gi6y vir trinh bdy dung thti thfc, k! thuat, dinh dang theo quy

dinh.

5. "VAn bin d6n" ld t6t cA c6c loai v[n bin gti <tr5n DHQG-HCM hodc don vi
nh6n duoc tir co quan, td chric kh6c gti dtin.

6. "VAn ban di" ld t6t ca c6c loai v6n bin do DHQG-HCM, tlon vi ban hdnh.

7. "Ban th6o v6n ban" ld ban du-o. c vi6t ho4c ttrlnh mrly ho4c tao lflp bing phuong

tien di€n tti hinh thanh trong quri trinh soan thio mOt vdn bin cia don v!.
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8. "Ban g6c v6n ban" ld ban hoan chinh v€ nQi dung, th6 thric v6n ban, dugc nguoi

c6 thAm quy€n tr.uc ti6p h.f tr6n vin ban gi6y hofc klf s6 tr€n van ban diQn ttr.

9. "Bdn chinh vin bin gi6y" ld b6n hoan chinh vA nQi dung, thd th{rc vdn ban,

dugc t4o ttr ban c6 cho ky tryc ti6p cua nguoi c6 thAm quydn'

10. "Ban sao y" ld bin sao diy tlt, chinh x6c nQi dung cta bin gdc ho{c ban

chinh v6n bAn, dugc trinh bdy theo th6 thric vd ki thuflt quy dinh.

l1. "BAn sao lpc" ld ban sao dAy dri, chinh x6c nQi dung c0a bin sao y' dugc

trinh bdy theo th6 thrlc vd k! thu4t quy d!nh.

12. "Btntrich sao" ld bin sao chinh xiic phAn nQi dung cria bdn g6c ho{c phan

nQi dung cria ban chinh vin bAn cAn trich sao, dugc trinh bdy theo th6 thtic vd ky

thu4t quy dlnh.

13. "Danh muc h6 so" ld bang k€ c6 hQ th6ng nhrng hd so dy ki6n dugc lfp

trong nim c0a don vi.

14. "H6 so" ld tap hqp cric vln b6n, tdi liQu c6 li€n quan vdi nhau vA mQt v6n d€,

mOt su vi9c, mOt rl6i tugng cu th€ ho6c c6 dic tli6m chung, hinh thanh trong qu6

trinh theo d6i, gi6i quy6t cdng viQc thuQc phgm vi, chric nlng, nhiQm vu cria ilon vi.

15. "L{p hd so" li viQc t{p hqp, sip xtlp vdn b6n, tdi liQu hinh thdnh trong qu6

trinh theo d6i, gi6i quyiSt c6ng viQc cria don vi, cri nhAn theo nhtrng nguy6n tic vd

phuong ph6p nh6t dinh.

16. "He th6ng quan lj tdi liQu iliQn tu" ld hQ th6ng th6ng tin duo.c x6y dpng voi

chtc ning chinh dri thyc hiQn viQc tin hgc h6a c6ng t6c so4n thio, ban hdnh v6n bAn;

quan lj v6n ban; ldp hO so vd nQp luu hd sq tai liQu vdo Luu trfi don vi tr€n mdi trudrng

m4ng (sau dAy ggi chung ld hQ th6ng). H€ th6ne bao gdm c6c ph6n m€m img dung

trong viOc thu thfp, b6o quan, tra cuu tai liQu h.ru trft di€n hr.

17. "Vin thu DHQG-HCM" le bO ph{n thgc hiQn mQt sO nhi6m 4r c6ng tiic vtrn

thu cta EHQC-HCM, do VIn phdng DHQG-HCM (Phong T6 chr?c - Hirnh chinh)

rlAm trdch.

18. "Vin thu clon vi" ld b0 phfn thgc hiQn mQt s6 nhiQm vq cdng tiic vf,n thu crja

c6c don vi thanh vi€n vd truc thu6c.

19. "Luu trf DHQG-HCM" lA b0 ph6n thuc hiQn cric nghiQp vr,r thu thfp, chinh

ly, quin ly tei liQu luu trfi ctia DHQG-HCM, do VIn phdng DHQG-HCM (Phdng

T6 chr?c - Hanh chinh) dem tr6ch.

20. "Lm trft don vi" ld b0 phan thgc hiQn cric nghiQp vU thu th4p, chinh l1i, quin

ly tei lieu luu tr0 cria don vi.
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21. "Chtr lci s6 cria ngudi c6 thAm quy€n" ld chf kf s6 dugc t4o lap bdi kh6a bi

mft tuong ftng vdi chimg thu s6 dugc Ban Co yi5u Chinh phn c6p cho ngudi c6 th6m

quydn theo quy dinh cta phrip lupt.

22. *Chirky s6 cta don vi" ld chfi kj s5 dugc tao lap bdi kh6a bi m{t tuong img

v6i chimg thu s6 <lugc Ban Co yi5u Chinh phri c6rp cho don vi theo quy dinh cta

ph6p luft.

23. "Tinh todn vgn cria v[n ban diQn tu ky s6" ld vln ban diQn tu sau khi duqc lci

s6 nQi dung kh6ng bi thay d6i trong su6t qu6 tinh trao d6i xt li vd lm tri.
24. H€ th6ng quan llf vin bdn g6m cric phAn m€m ung dgng trong vi$c grii nh4n

vin ban diQn tri; tao l4p h6 so trinh ky; ky t6; phrit hanh v6n b6n k6t n6i truc lien
:.

th6ng vin bdn qu6c gia vd tryc li€n thdng v5n ban nQi b0; l6p h6 so vd nQp luu h6

so, tdi liQu vdo luu trft cta don vi.

Di6u 3. Nguy6n tic, y6u ciu quin lf c6ng t6c vIn thu
l. Nguy€n tic
COng t5c vdn thu tlugc thgc hien thiing nh6t theo quy dinh cta phrip luft.

:l- Yeu cau

a) VIn bin hdnh chinh cta DHQG-HCM vd c6c don vi phii dugc sopn th6o vd

ban hanh ding thim quyAn, trinh tU, thri tuc, hinh thric, th€ thuc ve ky thuat trinh

bdy theo quy dinh cta phrip lupt vd quy dinh t4i Chuong II Quy dlnh ndy.

b) r6t c6 vdn b6n di, vin bin d6n cta DHQG-HCM vd cilc don vi phii dugc

qu6n lj tip trung tai Vin thu DHQG-HCM vd Vin thu rlon vi d€ ldm thri tuc ti6p

nhfln, dlng \i, trri nhtng lo4i vtrn bin clugc deng hj ri6ng theo quy tlinh cria ph6p

luit.
c) VAn ban di, vin b6n di5n thuQc ngdy ndo ph6i duo. c dlng kf, ph6t hdnh ho4c

chuy6n giao trong ngdy, chfm nh6t ld trong ngdy ldm viQc ti6p theo. Vdn ban d6n c6

ciic mtc tlQ khAn: "H6a tiic", "Thuqng khAn" vd "KhAn" (sau dAy goi chung ld vin
ben khen) ph6i dugc d6ng kry, trinh vd chuy6n giao ngay sau khi nhfn duqc.

d) VAn ban ph6i duqc theo d6i, cfp nhft tr4ng thrii gui, nh4n, xri ly.

d) Ngudi <lugc giao gini quytit, theo d6i c6ng vi€c cta don v! c6 trrlch nhiQm lfp
,: : ^hd so v€ cdng vigc tlugc giao vd nQp luu hd so, tdi liQu vio Luu tri tlon vi.

e) Con d6u, thi6t bi luu kh6a bi m{t cria tlon vi phdi clugc quin l1i, st dpng theo

quy dinh cta ph6p luflt.

g) HQ th6ng ph6i tt6p img cric quy dlnh tai Phu luc X Quy ttlnh ndy vd c6c Quy

dinh cia ph6p lu$t c6 li€n quan.
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Di6u 4. Giri tri ph6p lf cria vin bin tliQn trfr

l. VIn ban diQn tt tlugc $; s6 bdi ngudi c6 thAm quyAn vd ky s6 cria tton vi theo

quy dlnh cta phrip lu{t c6 gi6 tri ph6p lj nhu ban g6c v6n ban gi6y.

2. Cht ki s6 tr6n vin ban tliQn tu phii <l6p tmg d'.iy dt cric quy tlinh cua ph6p luft.

Di6u 5. Tr6ch nhiQm d6i v6,i c6ng tric vin thu
l. Trrich nhiQm cria Gi6m diic EHQG-HCM

a) Chi d4o thUc hiQn dring quy dinh vC c6ng t6c vdn thu; chi tt4o viQc nghiCn

cuu, img dgng khoa hgc vd c6ng nghQ vdo cdng t6c vin thu.

b) KiCm tra viQc thpc hiQn cric ch6 d0, quy dinh v6 c6ng t6c vin thu d6i vdi cec

don vi; gi6i quy6t ttri6u n4i, t6 c6o vd xri I vi ph4m phrip luft vC cdng t6c v6n thu
, ,;. ).

tneo tnam quyen.

c) Ky c6c v6n bin thuQc thAm quy€n cria Gi6m d6c DHQG-HCM.

2. Tr6ch nhiQm cta Chrinh Vdn phong DHQG-HCM

Tham muu, giip Gi6m d6c EHQG-HCM td chric quan lf, ki6m tra, gi6m sdt,
,l : ^hudng ddn nghiQp vq vd c6ng tac vdn thu trong DHQG-HCM.

3. Th[ truong c6c tton v! c6 trriLch nhiQm chi dpo vd t6 chuc thgc hiQn cdng t6c

v5n thu t4i tlon vl theo quy dinh ph6p luflt vd quy dinh ndy.

4. Ngudi drmg dAu b0 phdn ttu-o. c Thri tnrdng don vi giao phq tr6ch c6ng tric v[n
thu c6 tnich nhiQm tham mrru, girip Thri tuong don vi tO chtic c6ng t6c v6n thu cta clon

vi; tr.uc ti6p quan lj, ki6m ha, girim s6t viQc thgc hiQn cdng tric v5n thu tai don vi.

5. Vdn thu DHQG-HCM vd Vdn thu tton vi c6 nhiOm vu

a) Ding ky, thgc hiQn thri tgc phrit hanh, chuy6n ph6t vd theo ddi viQc chuy6n

ph6t van ban di;

b) Titip nhfln, <t6ng ky v6n ban d6n; trinh, chuy6n giao v6n ban d6n;

c) SAp x6p, b6o quan vd phgc vq viQc tra cfu, sri dung bin luu vin b6n;

d) Quan ly 56 ding \i vln b6n;

d) Quan lf, sri dung con d6u, thitit bi luu kh6a bi mflt cta DHQG-HCM vd cric

don vi; cric loai con d6u kh6c theo quy dinh.

6. Vi0n chric vd ngudi lao dQng cia DHQG-HCM vd c6c <lon vi c6 tr6ch nhi€m

thgc hiQn nghidm tric ciic quy dinh phrlp luflt vd cdng tiic vdn thu, cilc quy dinh t4i

quy dinh ndy trong quii trinh thgc thi nhiQm vp.
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Ch.uong II
soAN THAo, KV BAN nANn vAN BAN HANH cHiNH

Mgc I
THE THUC, K'f BAN HANH VAN BAN HANH CHiNH

Didu 6. C6c lo4i vtrn bin hdrnh chinh

VAn ban hanh chinh g6m c6c lopi v[n b6n sau: Nghi quyi5t (c6 bi€0, quyi5t dinh (cri

biQ|, chi thi, quy ch6, quy dinh, th6ng ciio, thdng bdo, hu6ng d5n, chucmg trinh, kC

ho4ch, phuong 6n, dA 6n, dg an, b6o c6o, bi6n ban, td trinh, hqp ddng, c6ng vdn, cdng

di€n, ban ghi nh6, ban th6a thuan, gi6y ty quyAn, gi6y mdi, gi6y gidi thiQu, gi6y nghi

phdp, phitiu gui, phi6u chuy€n, phi6u brio, thu c6ng.

Didu 7. Ttr6 ttrric vi ki thuit trinh biry vin b6n

ThC thuc vd k! thu{t trinh bdy cria vln b6n hdnh chinh rlugc thgc hi6n theo

quy dinh t4i Nghi rtinh s6 30/2020ND-CP ngiry 051312020 cta Chinh pht v€ c6ng

t6c vin thu vd Quy6t dlnh s6 t S88IQO-OHQG ngdy 3l I 12l2O2O cria DHQG-HCM

vd ban hirnh Quy dinh the thrlc vd k! thuit trinh bdy vin b6n hdnh chinh tai

DHQG-HCM.

Mgc 2

so4N THAO VA KY BAN HAI{H VAN BAN HANH CHrNH

:
,i

1
.:t

a

I

Di6u 8. So4n th6o vin b6n

1. Cin cri chric n6ng, nhiQm vp, quyen hgn vd mqc dich, nQi dung cta vin bin
;.

c6n soan thrio, ngudi dung d6u don vi ho{c nguoi co th6m quyen giao cho don vi

ho{c c6 nhdn cht tri soan th6o vdn b6n.

2. Don vi hogc c6 nhAn dugc giao chri tri soan thio vin bin thpc hiQn c6c cdng

viQc: X6c dinh t€n lo4i, nQi dung vd dQ mflt, mrlc tlQ khAn cta v6n ban cdn soan th6o;

thu thip, xt ly th6ng tin c6 li6n quan; so4n th6o vin ban d[ng hinh thrlc, th6 thric vd

k! thuft trinh bdy.

O6i vOi vdn ban diQn nr, cri nh6n tlugc giao nhiQm vp soan th6o vin bin ngodi

viQc thqc hiQn crlc nQi dung n6u tr6n phni chuydn bin th6o vin b6n, tdi liQu kdm theo

(n6u c6) vdo hQ th6ng vd cQp nhflt c6c thdng tin cAn thitlt.
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3. Truong hqp cin sria ddi, bd sung b6n th6o v6n ban, ngudi c6 thAm quydn cho

y ki6n vAo ban th6o v6n bin holc tr6n hQ th6ng, chuy6n lpi ban thdo v[n bin d6n

lSnh d4o don v! chri tri soan th6o vin b6n <10 chuy€n cho cii nh6n dugc giao nhiQm

vU so?n th6o vin ban.

4. Cri nh6n tlugc giao nhi€m vU so4n thdo v6n bin chiu trrich nhiQm tru6c ngudi

dtmg d6u don vi vd tru6c ph6p luft vd b6n thdo vdn ban trong ph4m vi chfc tr6ch,

nhi6m vu dugc giao.

DiAu 9. Duyet ban th6o vin b6n

L BAn th6o vdn ban phdi do ngudi c6 thAm quy,)n kf vAn ban duyQt.

2. Truong hqp bAn thio vin ban dE duqc ph6 duyQt nhrmg cAn sria chfra, b6 sung

thi phdi trinh ngudi c6 th6m quy€n kf xem x6t, quy6t dinh.

Di6u 10. Ki6m tra vin bin trufc khi kf ban hirnh

1. DOi vdi v[n bAn cta DHQG-HCM

a) Lanh dao Vdn phong vd c6c Ban chric ning ch0 tri so4n thio vin ban phii
ki6m tra vd chiu tr6ch nhiQm trudc Gi6m ddc DHQG-HCM vd phrip luat vC dO chinh

xiic cta nQi dung v5n bin; d6i vdi v6n bAn trinh ky Gi6m <l6c DHQG-HCM Linh
cl4o Vin phong vd c6c Ban chric ndng kii nhilyky t6t vdo cu6i ndi dung vdn bdn (sau

d6u ./.) tru6c khi trinh Gi6m d6c DHQG-HCM kf ban hdnh; de xu6t mrlc dQ khAn;

aOi cni6u quy dinh cria phrip luat vA bao vQ bi m0t Nhd nudc xiic dinh viQc d6ng ddru

mat, d6i tuqng nhAn vin bAn, trinh nguoi kli vin ban quy6t dlnh.

b) Ch6nh Vin phong DHQG-HCM c6 trrlch nhiQm giao b0 phfln, don vi gitp
Gi6m d6c DHQG-HCM ki6m tra v6n ban trinh kli; chiu trrich nhiQm v€ th€ thtc, k!
thuat trinh bdy, tht tqc ban hdnh vtrn bin cta DHQG-HCM.

c) Ban Thanh tra - Phrip chii DHQG-HCM c6 tr6ch nhiQm th6m dinh c6c vdn bin
theo quy dinh c0a DHQG-HCM.

2. D6i vdi v5n bin cia ciic don vi

a) Ldnh dao don vi @hdng, don v! chrlc ning) dugc giao so4n th6o vdn ban phii

chlu trrich nhiQm trudc Tht tru&ng don v! vi ph6p luat vC d9 chinh x6c cta n6i dung

vin ban vd ky nhriy vdo ngay sau d6u (./.) cta ph6n nQi dung vin bin tru6c khi trinh

Tht truong don vi lqi vin bdn.

b) Trudng phdng T6 chric - Hdnh chinh vd tuong cluong chiu triich nhiQm truoc

Thi truong don vi vd phrip lu4t v€ thti thuc, ky thuAt trinh bdy v6n bin, thri qrc ban

hdnh v[n b6n cta dcrn vi.

i

t
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Didju 11. Kf ban hhnh vln bin
l. ThAm quydn ky vin ban tlugc thgc hiQn theo quy tlinh phrip lu4t vd c6c quy

dinh cta DHQG-HCM, cq th6 nhu sau:

a) D6i vdi v6n ban cria DHQG-HCM

Gi6m d6c DHQG-HCM c6 thAm quy0n lcj t6t cA c6c vln bdn do DHQG-HCM

ban hdnh. Gi6m d6c DHQC-HCM c6 th6 giao cho Ph6 Gi6m d6c DHQG-HCM kT,

thay (KT.) c6c vin ban thuQc thAm quydn cta Girim d6c DHQG-HCM;

Trong trudng hqp d{c biQt, Gi6m d6c DHQG-HCM c6 thr3 ty quyAn cho Ph6

Girim d6c DHQG-HCM, Ch6nh Ven phdng, Truong c6c Ban chfc ning cta DHQG-

HCM ki thta ty quydn (TUQ.) mQt s6 vdn ban thuQc th6m quy6n cta Gi6m d6c

EHQG-HCM. Vi€c giao kf thira riy quy€n phii duqc thUc hi€n bing v[n bnn, gidi

h4n thdi gian vd nQi dung ctuoc riy quydn. Ngudi tluqc ky thria ty quy6n khdng dugc

ty quydn l4i cho ngudi kh6c lcj;

Gi6m d6c DHQG-HCM c6 th6 giao Ch6nh VIn phong, TruOng c6c Ban chuc

ndng ky thua lQnh mQt s6 logi v6n ban thuQc ph4m vi chric ndng, nhigm vq duo. c giao

vd mQt s6 logi v5n bAn theo ph6n cdng cU thi5 cia Gi6m <tr5c DHQG-HCM. Ph6

Ch6nh VAn phdng, Ph6 Trudng c6c Ban chric ning <lugc ky thay Chrffi Vdn phdng,

TruOng c6c Ban chric ning diii v6i cec vin b6n theo linh vr,rc dugc phAn cdng phu

trrich, d6m nhiQm.

b) EOi vdi vin ban cta c6c don vi

Thri tru&ng ciic clon v! c6 thAm quy€n ky t6t ctt citc vin ban do <lon vi ban hdnh.

Thri trudng tlon v! c6 th6 giao cho c6p ph6 lcj thay ciic vin bin thu6c linh vgc dd

phdn cdng phq tr6ch;

Truong phdng chrlc ning ho{c tuong ctuong cta cdc don vl duoc kj thta lQnh

(TL.) Tht trudng clon vi d6i vOi mQt sO loAi v[n bAn trong n6i b0 ilon vi ho4c vin
bin khrlc theo phdn c6ng, riy quydn cria Tht trudng don vi. Ph6 Trudng phdng chric

nlng hogc tuong tluong <lugc kj thay Truong phdng d5i v6i ciic vin ban theo linh

vr,rc duo. c phAn c6ng php trrich, dim nhiQm.

2. Ngudi h.i v5n b6n ph6i chju tr6ch nhiQm tru6c phrip luat vA vAn bin do minh

kf ban hdnh. Ngudi <lung dAu cric don vi phdi chiu tnich nhi€m tru6c phrip lu{t vd

toan b0 vin ban do <lon vi ban hanh.

3. D6i vdi v[n ban gi6y, khi lcj vAn ban dtng btt c6 myc miu xanh, kh6ng dtng

c6c loai mgc d6 phai.

4. D6i vdi vin ban diQn tt, ngudi c6 thAm quydn thuc hiQn kj s6.

I
il"
ll o
l,:o
\r2
\r
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CHIJONG III
QUAN Lf VAN BAN

Mgc I
QUAN Lf vAN BAN DI

gla

Di6u 12. Trinh tr; quin I vtrn bin tli
1. C6p s6, thdi gian ban hdnh v[n bin.

2.Ddng kf v[n b6n di.

3. Nh6n ban, d6ng d6u don vi, d6u chi d0 mflt, muc d0 Uran 1O6i vdi vdn bin
y); kj sd cta don vi (d6i vdi vin bin di€n tri).

4. Ph6t hdnh vir theo d6i viQc chuy6n phat v[n ban di.

5. Luu vln ban di.

Didu 13. CAp s6, th<ri gian ban hhnh vtrn bin
l 56 vd thdi gian ban hanh v6n bdn dugc l6y theo thf tg vd trinh t.u thdi gian

ban hdnh v6n ban cta EHQG-HCM vi cta ciic cton vi trong nAm @Et dAu li6n ti6p

tt sti 0 t vdo ngdy 01 th6ng 0l vd k6t thfc vdo ngdy 3 I thing 12 hing nim), s6 vd

ky hiQu vdn ban cta DHQG-HCM hay cric don vi ld duy nh6t trong m6t nlm, th5ng
. t .r .

nhdt gita v6n bin gi6y vir v6n ban <liQn tt. ViQc c6p s6 v[n bdn hdnh chffi do Thrl

truong don vi quy dinh.

2. EOi v6i vin bAn gi6y, viQc c6p sO, thOi gian ban hdnh ttuqc thgc hiQn sau khi

c6 cht ky cta ngudi c6 thAm quy6n, chdm nh6t ld trong ngdy ldm viQc ti6p theo. Vin
bin m4t dugc c6p hQ th6ng s6 riCng.

3. D6i vdi v6n bin diQn tu, vi6c c6p s6, thdi gian ban hdnh ttuqc thgc hiQn b6ng

chric n[ng cria hQ th6ng.

Di6u 14. Dnng kf vin bin di

1. ViQc <tnng k! vdn ban b6o tlim dAy dt, chinh xric cric th6ng tin cAn thitlt crla

vdn b6n di.

2. DAng k! v6n b6n.

V[n ban tlugc <l6ng kj bang s6 ho6c bing h€ thiing.

a) DIng kli vln bdn bing sd

VAn thu DHQG-HCM vd Vnn thu don vi ttdng ky vin bdn vdo sd clSng tcj van ban

tli. MEu sO Aang ty van ban di theo quy dM tai Phu lgc V Quy dinh ndy.

b) DIng kf v6n b6n bing hQ th6ng

,
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Vdn bdn dugc ding ky b6ng hQ th6ng phAi duqc in ra gi6y dAy drl c6c tru<rng

th6ng tin theo miu s6 aang t"5t vin ban di, tl6ng s6 d€ quin li.
3. Vin bin mflt tlugc deng kj theo quy dinh cta phrip lu4t v€ b6o vQ bi m{t

Nhd nudc.

Ei6u f5. NhAn bin, il6ng d6u, kf s6 cta don v! vir d6u chi tIQ mgt, mric tIQ

kh6n

1. Nhan b6n, tt6ng d6u crla tlon vl vd d6u chi <t0 mit, mric dg khan d6i vdi van

ban glay

a) Van ban tti dugc nhdn b6n theo dring s6 luqrrg dugc xiic dinh d phdn 'Noi
nhfn" cria vin ban.

b)ViQc d6ng dAu don v! vd d6u chi dQ m{t, mtc dQ khAn, dugc thgc hiQn theo

Quy <tinh thC thric vd ki thuat trinh bdy v6n bin hdnh chinh tai DHQG-HCM ban

hanh theo Quyet dlnh si5 t SSaIqO-OHQG ngdy 31ll2l212}.

2. Kj s6 cta <lon vi d6i vdi vln bdn rliQn tt
a) Hinh inh, vi tri cht ky s6 cria il<rn vi ld hinh Anh d6u crja don vi ban hdnh vdn

.r .
bAn trdn vin bin gidy, mdu <16, kich thudc bdng kich thudc thgc t€ cta ddu, tllnh

dang (.png) ndn trong su6t, trum l6n khoAng 1/3 hinh 6nh cht kj s6 cta ngudi c6

thAm quy€n vA b€n trrii.

b) D6i voi v[n ban kdm theo trong cing tQp tin voi nQi dung vin ban tliQn nr, don

vi thuc hi€n ky s6 l6n van ban diQn tu vd kh0ng thgc hiQn hj s6 l6n van ban kdm theo.

c) DOi vdi vin b6n kdm theo kh6ng ctng tQp tin cta nQi dung vdn b6n tliQn tt,
don vl thgc hiQn k! stl tr€n vin bin kdm theo cuth6:

Vi tri: G6c tr€n, b€n ph6i, trang dAu c0a m5i tpp tin.

Hinh enh chfi kj s6 cria clon v!: Khdng hi€n thi.

Th6ng tin: 56 vd ky hiQu vdn ban; thdi gian ky (ngdy thang n6m; gid phrit

gidy;mti gid ViQt Nam theo ti€u chu6n ISO 8601) tluo.c trinh bdyblngph6ng

chfi Times New Roman, chti in thudng, ki€u chfr ttrmg, c0 chtr 10, mdu den.

Di6u 16. Ph6t hinh vir theo d6i viQc chuy6n phit vIn b6n ili
1. VAn ban <li ph6i hodn thanh tht tuc tai van thu vd phrlt hdnh trong ngdy vin

bAn d6 dugc ky, chAm nh6t ld trong ngdy ldm viQc tiiip theo. VIn ban khAn ph6i duqc

ph6t hdnh vd grli ngay sau khi h.i vln bAn.

2. ViQc phdt hdnh v6n bdn mQt di phdi b6o dim bi mflt nQi dung cta v5n bdn theo quy

dinh cta ph6p lu4t vd b6o v9 bi m{t Nhd nu6c, ctring s6 luong, thdi gian vd noi nhfln.

3. Vdn ban da ph6t hdnh nhmg c6 sai s6t v€ nQi dung ph6i duqc sua tl6i, thay

'l
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th€ bing v6n b6n c6 hinh thtc tuolg duong. Vdn bin tt6 phrit hdnh nhtmg c6 sai s6t

v€ thti thuc, ky thuat trinh bdy, thrl tgc ban hdnh phdi dugc dinh chinh bing c6ng vin
cta don vi ban hdnh vin bin.

4. Thu h6i vdn b6n

a) O6i vOi v6n b6n gi6y, trudng hqp nh4n dugc v5n bin th6ng b6o thu hdi, ben

nhfln c6 tr6ch nhiQm grii l4i v[n ban dd nhfn;

b)D6i vdi v6n b6n <liQn tu, trudng hqp nhfln dugc vin bin th6ng b6o thu h6i,

b€n nhfln hty b6 v6n bdn tliQn tri bi thu h6i trCn hQ th6ng, ddng thdi thdng b6o qua

hQ th6ng 116 b€n gui bi6t.

5. Ph6t hdnh v[n b6n gi6y tt v[n bAn clugc ky s6 cta ngudi c6 thAm quy6n: VEn

thu DHQG-HCM hoic Vdn thu dcrn vi thyc hiQn in vin ban dd dugc $ s6 cria ngudi
, . i : .;

c6 thdm quydn ra gi6y, d6ng d6u cta don v! d€ tgo bin chinh v6n b6n gi6y vd ph6t

hdnh v[n bdn.

6. Truong hqp cen ph6t hanh vdn bAn diQn tt ttr vdn ban gi6y: VIn thu DHQG-

HCM ho{c Vin thu don vl thgc hiQn s6 h6a vin ban gi6y dec6p sO, t<y sd xdc thqc

vdn bin tli vd dinh kdm tQp v6n bin diQn tri tr€n HQ th6ng quan l! vdn b6n.

Di6u 17. Luu vin bin tli
1. Luu v6n ban gi6y

a) B6n g6c vln b6n duo. c luu tai Vin thu DHQG-HCM hoEc V[n thu rlon vi vd

phii tlugc tl6ng d6u ngay sau khi ph6t hdnh, s6p x6p theo thr? ty dang h.i;

b) Bdn chinh vIn ban luu tai h6 so c6ng vi€c;

c) ViQc lrru git, b6o quan vir sri dgng ban luu v6n ban di c6 d6ng d6u chi c6c mfc

<t0 mat duo. c thgc hiQn theo quy dinh hiQn hanh v€ bio v€ bi mdt Nhd nudc.

2. Luu v6n bin di€n tri

a) BAn gdc vdn b6n diQn tu ph6i duoc luu tr€n HQ th6ng qu6n lj vdn bdn;

b) Vdn thu DHQG-HCM hoac VIn thu clon v! t4o bdn chinh v6n bin giAy vd

d6ng d6u cta EHQG-HCM, d6u cria don vl tl6 luu t4i VAn thu DHQG-HCM ho4c

Vin thu don vi vd h6 so c6ng viOc.

Didu 18. Quy trinh quin lf vtrn b6n di tai DHQG-HCM

1. Luu dii quy trinh qu6n lf vin bAn di

:

.t
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NQi dung c6ng viQc Thqc hiQn

Vdn thu DHQG-HCM

Bubc2:
Ki6m tra the thric, lcy thuat trinh
bdy van bdn: C6p s6. thdi gian

ban hanh vIn ban

VAn thu DHQG-HCM

Budc 3:
NhAn bin vdn bAn Don vi soan th6o

Budc 4:
D6ng d6u EHQG-IICM Vdn thu DHQG-HCM

Bu6c 5:
Chuyiin ph6t van ben di Don vi soan thio

Vnn thuEHQG-HCM
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2. MO te quy trinh

a) Bu6c 1: Tilip nhfln vin b6n di

Vin thu DHQG-HCM ti6p nhQn vin bin tli sau khi dd c6 cht kj cta Girim d6c,

Ph6 Gi6m d6c, Chrinh Vin phong, Ph6 Chdnh Vin phong, Truong ban ho{c Ph6

Truorg ban cria c6c Ban chtc ntrng.

b) Budc 2: Ki€m tra th6 thuc, ky thuat trinh bdy v6n bdn; CAp s6 vd thdi gian ban

hdnh vnn ban

V[n thu DHQG-HCM titin hanh ki6m tra thti thric, ky thuat trinh bdy v6n ban,

tir5n hdnh c6p s6, thdi gian ban hanh ven ban ve tre lAi don vi so?n th6o. N6u v5n bin
kh6ng hodn chinh, VEn thu tr6 lpi don vi soan th6o <l€ chinh sua.

c) Bu6c 3: Nhdn b6n vdn ban

Eon v! soan th6o ti6n hdnh nh6n bin vin b6n vd chuyi5n cho Vdn thu

DHQG-HCM.

d)Budc 4: D6ng d6u vnn ban

VIn thu DHQG-HCM ti6n hdnh d6ng d6u l6n ciic vin b6n vd chuy6n lai cho tlon

vi soan th6o.

tl) Budc 5: Chuy6n ph6t vdn b6n tli

Don vi soan thdo nh{n lai vin b6n, phrit hanh vd chuy6n ph6t vIn b6n di.

e) Bu6c 6: Luu vdn b6n tli

Vdn thu DHQG-HCM luu b6n g6c v5n ban, <ton v! so4n thio vin ban luu lai ban

chinh vin ban tai h6 so c6ng viQc.

Mgc 2

QUAN Lf vAN nAn oTN

Di6u 19. Trinh tg quin lf vtrn bin il6n

l. Ti€p nh{n vnn ban d6n.

2. DEng kf vdn b6n d6n.

3. Trinh, chuytln giao vin bin tl6n.

4. Gi6i quy6t vir theo d6i. d6n ddc viQc giai quy€t vdn b6n d6n.

Didu 20. Ti6p nhin vin bin tl6n
. ^,(. .il. uol vol van Dan gray

a) Vln thu DHQG-HCM vd Vin thu don vi ki6m tra s6 lugng, tinh trqng bi, ddru

ni6m phong (n6u c6). noi grii: aOi ctritiu sO. ty nieu ghi ngoai bi vdi s6. kli hiQu cta
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vin ban trong bi. Truong hqp ph6t hi6n c6 sai s6t holc d6u hi€u b6t thudng, Vin thu

DHQG-HCM vd VIn thu don vi b6o ngay ngudi c6 tr6ch nhiQm gi6i quytit ve th6ng

b6o cho noi gui v5n b6n;

b) f6t c6 vdn ban giSy <li5n @ao gdm ci vin ban c6 d6u chi <10 mflt) grii don vl

thuQc diqn dAng kf t4i Vin thu DHQG-HCM hoic Vin thu don vi phii dugc b6c bi,

d6ng d6u -DEN". O6i vOl vin ban grii dich danh cri nh6n hopc t6 chric dodn th6

trong don vl thi V[n thu DHQG-HCM ho{c VIn thu don vi chuy6n cho noi nhdn

(kh6ng b6c bi). Nhfng bi vin ban gti dich danh cri nhdn, n6u ld v5n b6n li6n quan

<t6n c6ng vi€c chung cta tlon vi thi cti nhdn nhdn vdn ban c6 tr6ch nhiQm chuy6n lgi

cho Vdn thu DHQG-HCM hoic VIn thu don v! <l€ dang ky;

c) MAu d6u "DEN" dugc thgc hi€n theo quy dinh t4i Php lpc I Quy dlnh ndy.

2. D6i vdi vin b6n tliQn tri

a) VAn thu DHQG-HCM hopc Vin thu don vi ph6i ki6m tra tinh xiic thuc vd toirn

vgn cria vtrn bin diQn tt vd thyc hiQn ti6p nhQn tr€n hQ th6ng;

b) Truong hqp v5n ban di€n tu kh6ng drip ung y€u ciu ho{c gti sai noi nhan thi

tri lai cho co quan, t6 chtc gui vin bdn tr6n h€ th6ng. Trucmg hqp ph6t hi€n c6 sai

s6t ho4c d6u hiQu b6t thuong thi Vin thu DHQG-HCM ho{c Vdn thu don vi brio

ngay ngudi c6 triich nhi€m gi6i quy6t ua th6ng b6o cho noi gui v5n bdn;

c) Don v! nhQn v6n ban c6 tr6ch nhiQm thdng b6o ngay trong ngdy cho co quan,

t6 chr?c grii vC viQc <16 nh6n v6n ban bing chric ndng cta hQ th6ng.

Diiiu 21. Dnng kf vtrn bin d5n

1. ViQc tl6ng lcj v5n ban d6n phii b6o d6m dAy dt, rO rdng, chinh x6c cric th6ng

tin cAn thitit theo m6u sO aang kj van ban d6n ho{c theo th6ng tin dAu viro cta dir

liQu quan lli v6n bAn tl6n. Nhirng v[n ban dtin kh6ng du-o. c tl6ng kf tai Ven thu

DHQG-HCM hoic Vin thu don vl thi Vdn thu DHQG-HCM hoic VEn thu don vi

kh6ng c6 tr6ch nhiQm gi6i quy6t, tru nhfrng loai v6n bin d6n dugc ddng kj ri6ng

theo quy tllnh cia ph6p lu4t.

Z. S6 diSn cria vin ban dugc lAy li6n ti6p theo thu tu vA trinh tu thdi gian ti6p

nhQn vin bin trong n5m, th6ng nh6t gifa van bdn gi6y vd vdn bdn diQn tt.
3. EIng kj vin bin
VEn bAn dugc dlng ky bdng s6 ho6c bang h0 thiing.

a) Ddng lo.i vtrn bin diin b6ng s6

VIn thu DHQG-HCM ho{c VIn thu don vi dlng ky v6n ban vdo s6 dang k1; vAn

ban tt6n. trrtiu sO Aang ky v[n ban tliin theo quy tllnh tai Phu luc II Quy dlnh ndy.
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b) DAng ky v6n bAn tlrin bang h€ th6ng

Vln thu DHQG-HCM ho{c VIn thu clon vi ti6p nhfln vin ban vd rl[ng kf vdo hQ
th6ng. V[n thu DHQG-HCM ho{c VIn thu don vi c{p nhft vdo hQ th6ng c6c trudng
th6ng tin ddu vdo cta dt liQu quan lli vin ban d6n theo quy dinh tai phq lUc IV euy
dlnh ndy' vEn ban d6n tluo. c deng ky vdo hQ th6ng phai duo. c in ra gi6y day ttrr c6c
truong th6ng tin theo m6u s6 dlng ky v5n ban d6n, ky nh{n vd d6ng s6 tt6 quan ly.

4. Vdn ban m4t duo. c drng kli theo qtry dffi cuaphrip luat v€ b6o v€ bi mat Nhd nudc.
Dilu 22. Trinh, chuy6n giao vln bin d6n

L VAn ban ph6i duo. c VIn thu DHeG-HCM vd Vtrn thu dor vi trinh trong ngdy,
ch6m nh6t h trong ngdy ldm viQc ti6p theo dtin Gidm d6c DHeG-HCM vd rht rruong
don v! chi ttao gi6i quyt5t va chuy6n giao cho rlon vi ho{c c6 nh6n d6 xu [. ven ban tt6n

c6 ddu chi c6c mric dO khan ph6i tluqc finh vd chuy6n giao ngay sau khi nhdn duoc.

ViQc chuy6n giao van ban phii bio dim chinh x6c vd giir bi m6t nQi dung vEn ban.

2. Cin cri nQi dung cta v[n ban d6n; quy ch6 hm viQc cria don vl; chric n6ng, nhi€m

vq vd k0 hopch c6ng tric tluo. c giao cho don vi, c6 nhdn, ngudi c6 th6m quy€n ghi f ki6n

chi d4o gi6i quy6t. OOi vdi v6n ban lien quan d6n nhi6u dm vi ho{c c6 nhdn thi x6c

dinh 16 don vi hoic c6 nh6n cht tri, ph6i hgp vd thdi han gi6i quy6t.

3. Trinll chuy&r giao vdn ban gi6y: f ki6n chl tlao giai quyet cua Gi6m tt6c vd Thri tuong

tlonviduqc ghi vao mpc "Chuy6n" u,ong diu "DEN'ho{c Phitlu gi6i quy€tv5n ban dtutheo

m5u tal ptrU lUc Itr Quy dM ndy. Sau khi co j kir5n chi dao gi6i quy€t cua Girim d6c vd Th0

truong don v!, vdn ban d6n duo. c chuyCn lAi cho Van thu DHQG-HCM vd VIn ttru tton vi d€

dnng kj bo sung thdng tftL chuy€n cho don vi hofu ui nhAn tluqc giao gi6i quytlt.

4. Trinh, chuytin giao vln b6n diQn tr! tr€n hQ th6ng: VIn thu don vi trinh van

ban dien tri d6n Gi6m d6c vd Tht truong don vi chi dqo gini quy6t tr€n hQ th6ng.

Girim d6c vd Thri truong don vi ghi y kien chi d4o giii quy6t vAn b6n d6n tr€n

hQ th6ne vd cQp nh{t vdo hQ th6ng ciic thdng tin: Don vi hoac ngudi nhfn; y kii5n chi

tl4o, tr4ng thrii xri lj v[n bin; thdi han gi6i quy6t; chuy6n v6n bAn cho don v! ho4c

c6 nh6n clugc giao gidi quy6t. Trucrng hqp vdn bin diQn tri gui kdm v6n bin gi6y thi

VIn thu DHQG-HCM hoic VAn thu don vi thuc hiQn trinh vin b6n <liQn tri tr€n hC

thdng vd chuy6n vdn bnn gi6y <l6n don vi ho4c c6 nhAn tlugc ngudi c6 th6m quydn
i

glao cnu rl glal quyet.

Didu 23. Gini quy5t vir theo d6i, d6n tliic viQc gini quy6t vin bin tl6n

l. Ngudi drmg diu don vi c6 tr6ch nhiQm chi dao gi6i quyiit kip thdi vin ban d6n

vd giao ngudi c6 trdch nhiQm theo ddi, d6n tl6c viQc gi6i quylit vdn bin d6n.
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Ch6nh VIn phdng DHQG-HCM t6 chric theo d6i, d6n <l6c viQc giii quy€t vin

bAn dtin theo chi tl4o cria Gi6m tl6c DHQG-HCM. Trudng phdng T6 chtc - Hanh

chinh ho[c ngudi tlugc giao trrich nhiQm cta don vi thgc hi€n theo d6i, d6n d6c viQc

giAi quytit v6n bin d6n theo chi clao cia Tht truorg don vi.

2. Khi nhan dugc vin bAn d6n, tlon vi ho4c cri nh6n c6 trrich nhiQm nghidn criu,

gi6i quytit van b6n di5n theo thdi h4n quy dinh tai quy ch6 hm viQc c0a don vi. Nhirng

v6n bdn d€n c6 d6u chi cilc mfc tlQ khAn phii <tugc giii quy6t ngay.

Di6u 24. Quy trinh qu6n lf vtrn bin tl6n tai DHQG-HCM
1. Luu dd quy trinh quan ly vin bin d6n

NQi dung c6ng viQc Thgc hiQn

VIn thu DHQG-HCM

Bu6c2:
Tham muu, od xu6t pnan pn6i

vdn b6n tl6n

Budc 3:

Trinh xin f ki€n Ban Gi6m d6c
ph6n ph6i vin b6n d€n

Ldnh d4o
V[n phong phq tr6ch

Bu6c 4:
Ban Gi6m d6c

cho f ki€n chi d4o giii quydt
Gi6m d6c/ Ph6 Gi6m ddc

DHQG-HCM

Bu6c 5:
Thgc hiQn.y ki6n chi dao;
Gi6i quyet v6n bin ddn

Don vi giAi quy6t

t.Ia
o
c
o
o

Budc l:
-,t ..l
I rep nnan. Krem tra,.

dAng kf s6 v6n bin tl6n

Ldnh d4o
Phdng T6 chuc - Hdnh chinh
(VEn phong DHQG-HCM)

VAn thu EHQG-HCM
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2. M0 ta quy trinh

a) Bu6c l: Titip nh6n, kir5m tra, deng kf s6 ven ban d6n

V[n thu DHQG-HCM ti6p nhfn v6n ban d6n vd kiiSm tra tinh xric thuc, todn ven

cta v6n bdn; <t6ng ky s6, ngdy th6ng vin ban di5n.

b) Bu6c 2: Tham muu, dd xudrt phan ph6i van bdn tt6n

VEn thu DHQG-HCM chuy6n v6n bin d6n l6nh d4o Phdng TO chfc - Hdnh

chinh, Vin phdng DHQG-HCM phg tr6ch cdng tiic v5n thu dC dC xu6t, tham mtru

phan ph6i vin b6n d€n.

c) Budc 3: Trinh xin y ki6n Girim d6c/Ph6 Girim ddc ph6n ph6i v6n bin d6n

Ldnh d4o Vdn phdng DHQG-HCM b6o cao ci6m d6c/Ph6 Girim d6c d€ xu6t gi6i

quy6t van ban d6n. Truong hqp lanh dAo Vdn phong c6 y kitin bd sung, di6u chinh sE

chuyth [i dti hnh dao phu trich Phdng T6 chrlc - Hdnh chinh b6 sung, di6u chinh.

d) Budc 4: Girim d6c/Ph6 Girim d6c cho j ki6n chi ttao vd chuy6n c6c vin b6n

d6n crlc c6 nh6n, tlon v! chiu trrich nhiQm thgc hiQn.

d) Bu6c 5: Thgc hiQn y kit5n chi dpo, gi6i quy€t v[n bin tl6n

Sau khi nh{n duo. c 1i ki6n chi ttqo, nguoi dung dAu don vi dugc giao gi6i quy6t ran

ban di5n co t6ch nhiQm chi ttao gi6i quytit kip thdi vdn ban il6n vd theo d6i, d6n d6c viQc

giAi quy€t v6n ban d6n. Don vi ho{c cri nh6n dugc giao gini quy€t v6n ban dt5n c6 tnlch
i'

nhiQm nghi€n cfu, giAi quyet vin ban d6n theo thoi h4n quy dlnh.

e) Budc 6: Ltru v6n b6n d6n

VAn thu DHQG-HCM sEp x6p v6n ban di5n theo thri t.u ding ky vd luu vdo bia h6

so cl6 dua vdo luu trfr. T6t cd vnn ban d6n se duo. c s6 h6a vd l.ru trft vdo phAn mdim quan

ly vdn ban tai DHQG-HCM.

Mgc 3
BAN sAo vAN BAN

Di€u 25. Bin sao vin bin

L Sao y gOm: Sao y tir vdn ban gi6y sang vdn ban gi6y, sao y tt vin bin diQn tri
.,1 .

sang vin bin giAy, sao y ttr vin ban gi6y sang v6n bin diQn tr?

a) Sao y ttr v6n bin gi6y sang vdn b6n gi6y duqc thgc hiQn bAng vi6c chqp ttr bin
g6c ho{c bin chinh vdn bin gi6y sang gi6y.

b) Sao y tri v5n b6n <liQn tri sang v6n ban gi6y dugc thuc hiQn bing viQc in tir bAn

g6c v5n b6n diQn tt ra giAy.



c) Sao y tu vdn ban gi6y sang v6n bin <liQn tri duqc thqc hiQn bang viQc s6 h6a
.i, ,, , i. ,vin bdn gi6y vd kj s6 cta co quan, t6 chuc.

2. Sao lgc

a) Sao hlc gdm: Sao lpc tu vdn ban gi6y sang v6n ban gi6y, sao luc tu vtrn b6n

gi6y sang vdn b6n diQn tri, sao lpc tu vln bdn diQn tri sang v5n bin gi6y.

b) Sao luc duo. c thgc hiQn bang viQc in, chup tri b6n sao y.

3. Trich sao

a) Trich sao gdm: Trich sao tir v5n bin gi6y sang v[n bin gi6y, trich sao tt v6n

bdn gi6y sang v5n bin ttiQn tt, trich sao ttr vin ban diQn tu sang v6n bin diQn tri,

tr(ch sao tir vdn b6n diQn tri sang v6n bAn gi6y.

b)BAn trich sao dugc thgc hiQn b6ng viQc t4o lflp l4i diy dt th6 thric, phAn nQi

dung vin b6n cAn trich sao.

4. Th€ thric vd k! thuflt trinh bdy bin sao y, sao lpc, trich sao dugc thgc hiQn

theo Quy dinh the thuc vd k! thuit trinh biy vin bin hdnh chinh tai EHQG-HCM

ban hdnh theo Quy6t dinh s6 1888/QD-DHQG ngity 3t/1212020.

Di6u 26. Gi6 tri ph6p lf cria bin sao

Bin sao y, b6n sao lgc vd bin trich sao dugc thgc hi6n theo dring quy dinh c6

gi6 tri ph6p lj nhu ban chinh.

Didu 27. Th6m quydn sao vin bin
l. ViQc sao y b6n chinh, sao lqc, trich sao vin b6n tAi DHQG-HCM do Girim d6c

DHQG-HCM, Chrinh Vdn phdng DHQC-HCM quytit dinh. Tai c5c don vi, do lSnh

dao don vi ho{c l6nh d4o bQ ph{n phq tr6ch quytit dlnh theo ph6n c6ng cta Thri

tru&ng don v!.

2. ViQc sao, chpp tdi liQu, vft chria bi mflt nhd nudc du-o. c thgc hi€n theo quy rtinh

cta ph6p lu6t vC bio v€ bi mflt Nhd nudc.

Mgc 4

LAP HO sovANeP LUl; HO so, TAr Lrpu
vAo LUU TRtf DHeG-HCM, LUU TRIIDoN vl

Di6u 28. Lgp Danh mgc hd so

Danh mpc h6 so do Thri trudng tlon vlph€ duyQt, ctuo. c ban hanh vdo dAu n6m vd gui

c6c don vi, c.i nh6n li€n quan ldm cIn cf d6 pp h6 so. MEu Danh mpc h6 so - PhU lqc D(

Lip hd so vd giao nQp h6 so, tai liQu vdo Lm trii DHQG-HCM, Lm ftt don vl.
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Di6u 29. L$p hd so
).l. Yeu cau

a) Phin rinh dring chuc n[ng, nhiQm vl1 cria don vi hinh thdnh hd so.

b) C6c vin bin, tii liQu trong mQt h6 so phii c6 sU li6n quan ch6t chE vdi nhau

vA phan 6nh dring trinh tu di6n bi6n cria sU viQc hoic trinh tu giii quyi5t c6ng vi€c.

2. Md h6 so

a) Cri nh6n dugc giao nhiQm vg gini quyi5t c6ng viQc c6 trach nhiQm md hd so

theo Danh mgc h6 so ho{c theo k6 ho4ch c6ng tiic.

b) Cflp nh6t nhfng thdng tin ban <t6u vd h6 so theo Danh muc hd so di ban hanh.

c) Trudng hqp c6c h6 so kh6ng co trong Danh mr,rc hd so, cri nhAn du-o. c giao

nhiQm vq giii quy6t c6ng vi$c tU x6c ttinh c6c thdng tin: Ti6u dd h6 so, s6 vd kj hiQu

h6 so, thdi h4n b6o qudn hd so, ngudi l6p h6 so vd thoi gian bit ddu.

3. Thu thfp, cfp nhQt v6n bdn, tdi liQu vdo hti so

Vi€n chtc dugc giao nhiQm vr,r c6 tr6ch nhiem thu thfp, cfp nh4t t6t ci vAn bin,

tdi liQu hinh thdnh trong quri trinh theo d6i, gi6i quy6t c6ng viQc vdo hd so <16 md,

bao gdm tdi liQu phim, 6nh, ghi 6m (niiu c6) b6o tl6m sU todn vgn, dAy d[ cria h6 so,

trtuh bith6t lpc.

+. ftlt thic hO so

a) H6 so ttugc k6t thric khi c6ng viQc di giii quy6t xong.

b) Vi0n chfc lpp hd so c6 tr6ch nhiQm: Rd sorit lai toan bO v5n ban, tai lieu c6 trong

hd so; lo4i ra kh6i h6 so ban trung, ban nh6p; xric tlinh lAi thoi han b6o quan cta hti so;

chinh sria ti€u dA, s6 vd kf hiQu h6 so cho phn hqp; hoan thiQn, ktit thric hO so.

c) OOi vdi h6 so gi6y: Vi6n chric l6p hd so thgc hiQn d6nh s6 td d6i vdi hd so c6

thdi h4n b6o quan tri 05 ndm trd l€n vd vi6t Muc lgc vtrn ban di5i v6i h6 so c6 thdi

han b6o qu6n vinh vi6n; vi6t chung tt k6t thric dOi vdi t6t ce hO so.

d) D6i vdi h6 so diQn tu: Vi€n chfc lip hd so c6 tr6ch nhiQm c4p nh4t vdo HQ

th6ng c6c th6ng tin con thii5u. ViQc bi€n muc vAn bin trong hd so tlugc thUc hiEn

bing chric nlng cria HQ th6ng.

Didu 30. NQp h6 so, tdri liQu vio Luu trt DHQG-HCM, Luu trfr ilon vi
L H6 so, tdi liQu nQp luu vdo Lr.ru trf DHQG-HCM, Luu trf don vi phdi dri

thanh phAn, dtng thdi hpn vd thyc hiQn theo trinh tg, tht tpc quy dinh.

2. Thdi han nQp luu hd so, tdi liQu vdo Luu tr0 DHQG-HCM, Luu trf ilon vl

a) DOi vdi hd so, tdi liQu xdy dpg co bAn: Trong thoi han 03 th6.ng kd tir ngdy

cdng trinh dugc quy6t torin.



b) O6i voi hO so, tai liQu kh6c: Trong thdi h4n 01 n6m kC tu ngdy c6ng viQc k6t thric.

3. Tht tpc nQp luu
.^1, ,,,: .i

a) tjor vol no so glay

Khi nQp luu tai liQu ph6i l|p 02 ban "Muc luc hd so, tdi liQu nQp lmr" vd 02 ban

"Bi6n ban giao nhAn h6 sq tai li€u" theo m6u t4i PhU lqc IX Quy rlinh ndy. Don vi, c6

nhAn nQp luu tai liQu vd Luu ffi DHQG-HCM, Lm trt don vi gif m6i lo4i 0l brin.

b) D6i v6i hd so diQn tu

Cri nhdn duo. c giao nhiQm 4r gi6i quy6t c6ng viQc vd lfp h6 so thgc hi€n n$p lrru

h6 so diQn tu vdo Luu tru DHQG-HCM, Luu trf don vi trCn hq thOng.

Lr.ru trt DHQG-HCM, Luu trf don vi c6 tr6ch nhi€m kitim tra, nhdn hd so theo

Danh muc; li€n k€t chinh x6c dfr li€u d6c ta vdi hO so; ti6p nhan vd dua hd so vd ch6

dQ qu6n ly hd so luu trft diQn tu tr€n hQ th5ng.

Di6u 31. Tr6ch nhiQm ISp hd so vir nQp luu hd so, tii liQu vio Luu tri?
DHQG-HCM, Luu trt tl<rn vi

1. Gi6m ddc DHQG-HCM vd Tht trudng don vi c6 tr6ch nhi€m qudn l1i vtrn bdn,

tdi liQu cria co quan, td chric; chi dao, ki6m tra, hu6ng d6n viQc lfp h6 so vd nQp luu

h6 so, tdi liQu vdo Ltru trft DHQG-HCM, Luu trt don v!.

2. Trrich nhiQm crla Ch6nh VEn phdng DHQG-HCM, linh d4o phg trrlch cria c6c

don v!

a) Tham muu cho Girim d6c DHQG-HCM, Tht trudng don vi trong viec chi dao,

ki6m tra, hu6ng din l{p hd so vd nQp luu h6 so, tdi liQu vdo luu trir.

b) T6 chuc thUc hi€n vi6c lfp h6 so vd nQp lm hti so, tdi liQu vdo luu trir tai don

vi minh.

3. Tr6ch nhiQm cta don vi vd c6 nhdn trong DHQG-HCM

a) Ch6nh Vdn phdng DHQG-HCM, l6nh tl4o phu tnich cta c6c don vi chiu tr6ch

nhiQm tru6c Gi6m d6c DHQG-HCM vd Tht trudng ciic don vi vd viQc l6p h6 so, bio
quan vd nQp luu h6 sq tai li$u vdo Luu trft DHQG-HCIvI, Luu trfi don vi.

b) Trong qu6 trinh theo d6i, gi6i quyr5t cOng viQc, m6i cri nhen phni lap hd so v€

c6ng viQc vd chlu tr6ch nhi$m vC s6 luqng, thdnh phAn, nQi dung tdi liQu trong hti

so; b6o dim y6u cAu, ch6t luqng cta hd so theo quy ttinh tru6c khi nQp luu viro Luu

trir DHQG-HCM, Luu trt don vi.

c) Don vi vd c6 nh6n trong don vi c6 tr6ch nhiQm nQp luu nhfrng h6 so, tdi liQu

duoc xiic dinh thdi hgn b6o quan tu 05 nEm trd l6n vdo Ltru trir don vi.

d) Truong ho. p tlon vi ho{c cri nhAn c6 nhu cAu gif lAi h6 so, tdi liQu dE d6n hpn
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nQp ltru d6 phpc vu c6ng vi€c thi phdi dugc Thi truorg tlon vi d6ng f bing vin ban

vd ph6i lip Danh muc hO so, tdi liQu gi[ l4i grii Luu trfr DHQG-HCM, Luu trfi don

vi. Thdi hpn git lqi h6 so, tdi liQu cta don vi, c6 nh6n kh6ng quri 02 ndm ke tt ngdy

d6n han nQp luu.

d) Vi€n chrlc vd ngudi lao <lQng trudc khi nghi hrru, th6i viQc, chuyi5n c6ng t6c,

di hgc t{p ddi ngdy phii ban giao todn b0 h6 so, tdi liQu hinh thdnh trong qu6 trinh

c6ng tiic cho DHQG-HCM, don vi, lrru trfr theo quy ch6 c0a DHQG-HCM, tlon vi.

Chuong IV

euAN L.[ vA su'DUNG coN DAu, THrET BI LUIJ KHoA Bi M{T

Di6u 32. Quin lf con d6u, thi6t b! luu kh6a bi m$t cfra ilon vi
l. Ch6nh VEn phdng DHQG-HCM chiu tr6ch nhiQm tru6c Gi6m d6c DHQG-

HCM viQc quan ly, su dqng con d'6u cta DHQG-HCM vd con d6u cta VEn phdng

DHQG-HCM. Tht truong don vi chiu tr6ch nhiQm tudc Gi6m tl6c DHQG-HCM viQc

quan ly vd st dpng con d6u cta don vl.

2. Con d6u cia DHQG-HCM, con d6u cria cton v! duo. c giao cho VAn thu DHQG-

HCM vd VEn thu don vi quan lj vd su dpng. Vin thu DHQG-HCM vd Vdn thu don

vi dugc giao sri dung vd bdo qudn con d6u chiu tr6ch nhi€m trudc Gi6m ddc DHQG-

HCM vd Tht truOng don vi vi€c quin ly vd sri dung con d6u, c6 tr6ch nhiQm thgc

hiQn nhtng quy dinh sau:

a) 86o qudn an todn, st dgng con d6u, thi€t bi luu kh6a bi mat cta don vi t4i tru

sd ldm vi€c cria tlon v!.

b) Chi giao con d6u, thi6t bi ltru kh6a bi m{t cta tlon vi cho ngudi kh6c khi dusc

phdp bAng vin ban cta ngudi c6 thAm quydn. Truong hqp can dua con A6u, ttrl6t Ui

luu kh6a bi mft c0a don vi ra kh6i don v! phAi c6 sg ddng ! bing vdn ban cta Th[
truong don vl; O6i vdi con d6u DHQG-HCM ph6i tlugc sg tt6ng j bing vtrn ban cta
Gi6m d6c DHQG-HCM; ViQc bdn giao con d6u, thitit bi luu kh6a bi mdt cta rlon vi
phii duqc lip bi€n ban.

c) Ph6i tr.uc titlp <t6ng d6u, kf s6 vdo vin ban do don vi ban hanh vd bin sao vin ban.

d)Chi duqc d6ng d6u, ky s6 cria tton vi vdo v6n ban d5 c6 ch0 lqi cria ngudi c6

thAm quy6n vii bdn sao vdn b6n do <ton vi tr.uc tiiip thqc hiQn.

d) Tg b6o qu6n an toan thi6t bi luu kh6a bi mft vd kh6a bi mQt.
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Chuong V
OTNU TTTOAN THI HANH

Didu 34. T6 chrlc thgc hiQn

1. Ch6nh VIn phdng, Trudng c6c Ban chrlc ning DHQG-HCM, Tht truong c6c

don v! thdnh vi€n vd tryc thuQc DHQG-HCM c6 tr6ch nhi€m ph6 bi6n, trii5n khai

thUc hiQn Quy dinh ndy dtin todn th6 vi€n ch&c vd ngudi lao <lQng trong phpm vi

qu6n lli; d6n d6c, theo d6i viQc thgc hiQn Quy dinh ndy.

2. Truong hqp c6c vin ban ld c[n cf viQn din t4i Quy dlnh ndy du<v. c sta d6i, bd

sung ho{c thay th6 thi thgc hiQn theo ciic vin bAn m6i.

3. Trong qu6 trinh thUc hiQn, ntiu ph6t sinh vudng mdc dd nghf ciic <lon v! phin

6nh v€ Van phdng DHQG-HCM d6 t6ng hqp trinh Gi6m d6c DHQG-HCM xem xdt

quy6t Oint cho pht hqp./.

,
o

Didu 33. Sir dgng con d6u, thi5t bi luu khria bi mgt

1. Sri dgng con d6u

a) Ddu d6ng phii 16 rdng, ngay ngin, dring chi6u vd dtng dring mgc ddu mdu d6

theo quy tlinh.

b) Khi d6ng l6n chf lcj, d6u d6ng ph6i trtm l€n khoang 1/3 chfr ky vA phia b6n tr6i.

c) Cric vdn b6n ban hdnh kdm theo vdn bin chinh hopc php luc: D6u dugc d6ng l€n

trang dAu, tdm mQt phAn t6n cria DHQG-HCM ho[c t€n don vi hogc ti6u tl€ phq lqc.

d) ViQc d6ng d6u treo, d6u gi6p lai, tl6ng d6u nOi tr€n vEn b6n gi6y cia DHQG-

HCM vd cric don vi do Girim d6c DHQG-HCM vd Thri tru&ng c6c don vi quy dinh.

<t) D6u girip lai dugc tl6ng vdo kho6ng gifia m6p phii cria vin b6n hogc phu luc

vdn bdn, trum l€n mQt phAn c6c td gi6y; mdi d6u d6ng tdi tla 05 td vin b6n.

2. Sri dsng thii5t bi ltru kh6a bi m6t

ThiCt bi luu kh6a bi m0t cta don vl dugc su dung dC ki sO c6c vin b6n diQn tt
do don vi ban hdnh vd b6n sao tt vdn bin gi6y sang vdn b6n diQn tri. I



Phg lgc I

DAU"Df,N"
(Kdm theo Quyiit dinh sAllt6y tgO-OngG ngdy Althdngy' jndm 2022

cila Dsi hec Qu6c gia thdnh ph6 H6 Chi Minh)

Miu diu "D6n", aluqc khic sin, hinh chir nhit, kich thufc 35mmx50mm

50 mm

rtx co euax, 16 crrirt

DEN
s6:

N

Chuy6n: .......................

Sii vI kj hiQu HS:
I



Phg lgc II

SO DANG Kf vAN BAN DEN
(Kdm theo Quyiit dinh saht.t\QO-OUQG ngdyc+ thdng lt ndm 2022

cria Dqi h7c Qu6c gia thdnh ph6 Hi Chi Minh)

1. Bia vir trang tliu

2. NQi dung rling kf vin bin tl5n
-,(. 

..i I .^ ^. ,
I ol thleu gom I u nQl dung:

TEN CO QUAN CHU QUAN TRUC TIEP

Tf,N COQUAN/DOI.'I vI

SO DANG KV VAN BAN DEN

Ti ngdy ddn ngdy

Ndm: 20

Quy6n s6:

Ti s6 ............ d€n s6

a

,1

,1

\

Ngnv
d6n

S6
tt6n

Tic
ci

s6, ky
hiQu vin

bin

Ngnv
th{ng
vIn
bin

TGn loqi vir
trich y6u
nQi dung
v5n b6n

Don vi
hoic
ngudi
nh$n

Ngnv
chuy6n

Ky
nhfln

Ghi
chI

(l) (2) (3) (4) (6) (7) (8) (e) (10)(5)



Phg lgc trI

PHrtu crAr eUYET vAx sAN otx
(Kdm theo Quydt dlnh siit+at /QD-DHQG ngdy o+ thdng // ndn 2022

cia Dsi hoc Qu6c gia thdnh phii Hi Chi Minh)

TtN co euAN, TO cHr/c CQNG HoA xA HQI CHU NGIIIA VIET NAM
DQc l$p - Tg do - Hgnh phric

PHrtu crAr euYtT vAx nAx ofx
(TCn loai; s6 vh k'.i hiQu; ngdy, thring, nim; co quan ban hanh

vd trich y6u n6i dung vin bdn ddn)

t. Y ti6n cua l6nh tt4o co quan, t6 ch&c

- Giao dcm vi, cri nhdn cht tri;

- Giao cric don v!, cri nh6n tham gia ph6i hqp giai quy6t van ban d6n (n6u c6);

- Thdi han gini quy{5t d6i vdi m6i don vf, c6 nhAn (n6u c6);

- Ngny thring cho ! kiiin phdn ptrOl, gia quy6t.

Z. f titin cria l6nh d4o don vi

- Giao cho cri nhAn; thoi h4n giai quytit il6i v6i crl nhdn (n6u c6);

- Ngdy, thring, ntrm cho f kiiSn.

r. V ti6n d6 xufi cua nguoi gidi quy6t

- Y ti6n ao xu6t giai quytit',,trn bin d6n cria c6 nhan;

- Ngdy, thang, nam de xuit y ki6n.

')
.J

i
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MAU sO rHEo DOr crAr euytT vAx nAN otx
(Kdm theo Quy& dinh sd u4 /QD-DHQG ngdy.ot thdng.tt ndm 2022

c a Dai hoc Qu6c gia thdnh ph6 Ho Chi Minh)

PhB lqc IV

1. Bia vir trang iIAu

rEN co QUAN CHU quAN rnqC-iEe
TEN CO QUAN/DON Vl

sO rHEo DOr GrAr euytr vAN BAN DEN

Ndm:

Tt ngdy ... .....etdn ngay

Quy6n s5: ....

2. NQi dung tlnng kf theo d6i giii quy6t vin bin d5n

-:. ..: : ^- -. .
I o1 thleu gom u / nQr oung:

':

i

S5
tI6n

Tan lo4i, sii, ky higr,
nghy, thing vir t6n co

quan, t6 chri'c ban hinh
vin bin

Dor vi
ho{c nguoi

nh{n

Thoi
h4n giii
quy6t

Ti6n iIQ
gini

quySt

s6, ky hieu
vIn bin tri

l0i

Ghi
chf

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



PhU lgc V

sO DANG xf vix BAN Dr
(Kim theo Quydt dlnh si 4tt /QD-DHQG ngdy-o>1tu6ng u ndm 2022

cila Dai hec Quiic gia rhdnh ph{HA Chi Minh)

1. Bia vir trang tliu

2. NQi dung ilnng kf vin bin tli
-1. 

.,: I .^
I ol thleu gom lu nQl dung:

'l

TEN CO QUAN CHU QUAN TRU. C TI6P
rtN cOeuAN/DoN vI

56 DANG K* vAN BAN EI

din s6

Quy6n s6

Ti s6

s5, ky
hiQu

vin
bin

Ngnv
thring

vln bin

TOn logi vir
trich y6u nQi

dung
vin hin

Nguoi
ky

Noi
nhfn
vIn
bin

Don v!,
nguiri

nh{n bin
luu

^tSO

luqng
bin

Ncny
chuy6n

Ki
nhin

Ghi
chri

(t) (2) (3) (1) (5) (6) (7) (8) (9) ( I 0 )

Nim:20.......

. ':t tf nSay ......... den ngay .........



PhU lqc VI

MAU BiA vAN BAN
(Kdm theo Quyilt dinh sii tltt /QD-DHQG ngdy o+ thdng /l ndm 2022

cila Dqi hoc Qu6c gta thdnh phli H6 Chi Minh)

Si,!u
tugng cia
co quan
(n6u c6)

TEN CO QUAN, TO CHI'C
Dia chi
Di€n thoai Fax:
E- mail Website

S6/kj hiQu v5n bdn:

Kinh $ri'



Phu luc VII

MAU sO crfi vAN BAN Dr BUI] DrDN

(KOm theo QuyAt dinh sii tctl /QE-EHQG ngdy.ol thdng ll ndm 2022
cda Dqi hpc Qu6c gia thdnh phi H6 Chi Minh)

l. Bia vir trang tliu

2. NQi dung tlnng kf gui vin bin ili brru tliQn

t6i tnieu g6m 06 nQi dung:

TEN CO QUAN CHU QUAN TRU. C TIEP
TT,N CO QUAN/DON vI

SO GtTt VAN BAN DI BI,U DIEN

Ndm

Tit ngoy .., ..... den ngay
Ti sii .........ddn sii

Quy6n s6: ....

h
.o

o
o

Ncny
chuy6n

s6, ky hieu
v5n bin Noi nh$n vln biLn

56 luqng
bi

Kf nh$n vA
d6u buu <liQn

Ghi
ch ri

(l) (2) (3) (1) (5 ) (6)



MAU sO sr/DUNG BAN LUII
(Kdm theo Quyilt dinh tiit4eg 199-p119G ngdy ot thdns4t ndm 2022

cia Dai hoc Qu6c gia thdnh ph6 Hi Chi Minh)

Phu luc VIII

1. Bia vh trang tliu
TI P

56 STIDUNG BAN LIJU

Ndm:.......

Ttngdy........
Ti s6 .......

a6y nslt
dEn s6 ......

Quy6n s6: ....

2. NQi dung ilnng kf sfr dqng bin luu

fOi tni6u g6m 09 nQi dung:

Ngnv
thing

H9 t0n
nguoi sfr

dgng

s6, ky hieu
ngiy thdng

vin bin

TOn lo4i vi
trich y6u
nQi dung
vin b6n

S5 vn
ki

hiQu
HS

Ky
nh$n

Ngnv
trh

Ngutri
cho

ph6p sfr
dqng

Ghi
chI

(l ) (2) (J ) (4) (5 ) (6 ) (7) (8 ) (e)

TRuc
QUAN/DON vl



Phg lgc IX

LAP HO so vA crAo Nep HO so, TAr LrEU
VAO LUU TRLTCO QUAN

(Ban hdnh kdm theo Quy€t dinh s,itatttgO-OngG ngdya+thangll ndm 2022

cila Gidm d6c Dqi hpc Quiic gia Thdnh ph6 H6 Chi Minh)

r. xAY DqNc DANH MUC HO SO

Danh mgc h6 so g6m cric thanh ph6n: C6c dti mgc, s6 vd k1i hi€u cria hti sq
ti6u d0 hd so, thdi han b6o qudn cia h6 so, ngudi lfp h6 so.

I . D€ muc trong Danh muc hti so dugc xAy dyng theo co c6u t6 chric (t€n

c6c don v! trong co quan, t6 chric) ho{c theo linh vyc hoqt dQng (t6n cric linh

vtrc hoat ctQng chri y6u cta co quan, t6 chric). Trong timg dC mUc lon ctugc chia

thanh c6c dti mqc nh6 tuong tng voi t€n ciic don v! (theo co c6u t6 chric) ho4c

chia thdnh c6c m{t ho4t dQng (theo linh vyc ho4t <tQng). Trong c6c dd muc nh6,

trat tF c6c hd so <lugc sip xiip theo nguyOn tic tt chung d6n ri€ng, tu t6ng hqp

diin cu th6.

Cdc d€ mpc l6n clugc drlnh s6 li€n tuc bing cht si5 La M6. Cric d€ mpc nh6

(n;5u c6) trong timg d€ mr,rc lon <Iugc drinh s6 ri6ng bing chfr sO A n6p. Chir vi6t

tdt cria ciic tI€ muc ldn trong Danh mr;c hti so do co quan, t6 chric quy dlnh

nhmg cAn ngin gqn, dE hi6u.

2. Sd, ki hiQu cria h6 so bao gtim: sii thri tq (dugc drinh bdng cht s6 A

R{p) vd kj hiQu @ang c6c cht vi6t ta9 cta de mpc l6n.

ViQc <tinh s6 h6 so c6 thO 6p dung mQt trong hai c6ch sau: s6 cta hd so

tluqc cl6nh li€n fi;c trong todn Danh mpc, Uit aAu ttr sti 0l hoAc s6 cria h6 so

ctugc ctrinh li6n tuc trong ph4m vi tung dA muc lon, bit dAu ttr sO Ot.

3. Ti€u dO hii so: cAn vi6t ngin ggn, 16 rdng nhung phAi khrii qu6t duoc ndi

dung cia c6c vdn ban, tdi liQu sE hinh thdnh trong quri trinh theo d6i, giai quytit

c6ng viQc.

4. Thdi han bdo quan cta h6 so tlugc x6c <Iinh theo quy dinh hiQn hanh:

Vinh vi6n ho{c thdi han bang s6 nlm cu th6.
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II. MAU DANH MUC HO SO

TEN CQ, TC CHU QUAN
TtN co euAN, To CHUC

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc l{p - Tg do - H4nh phric

DANH MUC Ho SO
Nim...

(Kdm theo Quyiit dinh sti ... ngdy ... thdng ... ndm......... ctia.......)

Danh muc h so n?ry c6........ h so, bao g m:

h6 so bAo qudn vinh vi6n;

hd so b6o qudn c6 thoi h4n

S5 vn kf
hi6u hd so

TGn tld mgc vi tiOu tIA h6 so
Thiri h4n
bio quin

Ngudi lfp
h6 srv

Ghi cht

(l) 2( ) J( ) 4( ) 5( )

r. r0N Dt MUC LdN
l. TOn tld mgc nh6

OI.TCCB Ti6u dti h6 so 20 ndm Hq vd t6n

I
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III. MAU MUC LUC HO SO, TAI LIEU NQP LUU

TEN CQ, TC CHU QUAN
T6NpON VI'

ceNG HoA xl ugr cuu xcnia vrET NAM
DQc l$p - Tq do - H4nh phric

MUC LUC HO SO, TAI LIEU NQP LUU
2

Muc luc niry

Vitit bang chr

NAm...

so (rlon vi bdo quan).

h6 so (don vi bdo quan).

. ........ .ngdy . ...........thdng
Nguoi l$p

(Ky vd ghi rd hp vd tAn, ch*c vu)

nam....

rTen don vi nQp luu h6 so, tdi liQu.

. 
2Thdi han b6o quan: Bdo quan vinh vi6n ho{c b6o quan c6 thdi h4n. Muc

lpc h6 so, tdi liQu bdo qudn vinh vi6n vh Mgc lgc hti so, tii liQu bao qudn c6 thoi
han clugc l{p ri6ng thdnh 02 Muc luc k}r6c nhau. D6i vdi Mgc lqc h6 so, tdi liQu

bdo quin vinh vi6n bo cQt thdi h4n bdo quin.
3Ap dsng dtli vdi van ban gi6y.
aAp dpng dtii vdi van bin diQn tri.

56 TT s6, ki hieu
hd so

,l . I
I reu de ho so

Thtri gian
tni liQu

Thoi h4n
bio quin

s5 tdl
S5 trang{

Ghi chri

(l) (2) (3) (4) 5( ) 6( ) (7)
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Iv. MAU MUC LUC vAN BAN, TAI LIEU TRoNG HO So5

MUC LUC VAN BAN, TAI LIEU
s6, ty tripu trd

NIm......

5Ap dpng cho hd so co thdi h4n vinh vi6n.

STT
s6, ki

hiQu vin
b6n

Ngiy thSng
nim vin bin

TOn lo4i vir
trich y6u nQi

dung vin
bin

Tic gii
vin bin

Td s6/ Trang
A

so
Ghi chf

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

{

t!
:.1

:

[T---
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v. MAU BITN BAN GIAo NHAN HO So, TAI LIEU

TEN CQ, TC CHU QUAN
TEN co euAN, rO cHrIc

ceNG HoA xA ugr cnu xcuil vrET NAM
DQc l{p - Tg do - H4nh phric

, ngdy ...thdng ... ndm...

BI6N BAN
Giao nh{n h6 so, t}ri liQu

. Cen ct Nghi dinh s6 30/2020ND-CP ngiy 05 th6ng 3 ndm2020 cira Chinh phri
v6 c6ng t6c vln thu;

CEn cti....... (Danh myc h6 so ndm..., Kd hoqch thu thdp tdi li€u...),
^. :

uhung tor gom:

BEN GIAO: (An cd nhdn, don vi giao n\p hi so, tdi liSu)

Chuc vr.r c6ng trlc

SEN NHAN: (Lru rri co quanl

ong (bd)

Chric vp c6ng t6c

Th6ng nh6t IQp bi6n bin giao nhAn tiri liQu vdi nhirng n6i dung nhu sau:

I . Tcn kh6i tdi IiQu giao nop:................

2. Thdi gian crira hti s<r. t?ri liQu:

^ ^i,J. SO lUgng tar lr9u:
- ^:. ,.. : .i.

a) uor vor ho so, tar llgu glay

- r6ng s6 hQp (c{p):

- T6ng s6 hd so (rlon v! b6o quan): ....................Quy ra m6t gi6: ............... m6t.

b) DOi voi hd so, tdi ligu di0n tri
-: ,a . I- I Ong so no so:

-: t ^ . . I- long so tgp trn trong no so

4. Tinh tr4ng tdi li€u giao nQp: ...................

5. Mgc lgc h6 so, tai tiQu nQp luu kdm theo.

Bi6n bdn niy ilugc lqp thnnh hai Mn; b6n giao git mQt ban, b€n nhan gift mQt ban./.

DATDTpNBENGIAO DAIDIpNBENNHAN
(Kj, vd ghi rd h9 vd ftn) (Ki vd thi rd ha vd ftn)

J

;



Phg lgc X
HE THONG QUAN LV TAI LIEU DIEN TTT

(Kdm theo Quy1t dinh sil AeCQp-OnQG ngdyol thdng.tl ndm 2022
cila Dqi hpc Quiic gia thdnh phd HO Chi Minh)

PhAn I
QUY DINH DOI V6I HE TH6NG QUAN LV TAI LIEU DIEN TO'

r. NGUYTN TACXAy DlINc HE rH6NG
1. Bdo tldm quan lf vIn ban vn h6 so rli6n tt cta co quan, t6 chfc <fiing quy

dinh.

2. Bio dam an todn, an ninh th6ng tin mqng theo quy dinh cria ph6p luat hiQn

hanh.

3. 86o <lim phAn quy6n cho ciic cii nhAn truy c{p vdo HQ th6ng.

4. Bdo <Idm tinh x6c thUc, d0 tin c{y cta tdi liQu, dt liQu luu hanh trong HQ

tnong.

5. Cho ph6p ki6m chr?ng, x6c minh, thuc hiQn ciic yOu cAu nghiQp vu kh6c
, i,, ^ Icta co quan, to chftc, cii nhdn c6 trAch nhiQm khi dugc y€u cdu.

I YTU cAU CHUNG KHI THIET IG HE TH6NG
1. D6p rmg dAy dt c6c quy trinh vd ky thuat v6 quin ly vdn bin diQn tri, l{p

vd qudn lj h6 so diQn tu vd dtr liQu tl{c tr'.
2. C6 kha nlng tich hqp, li6n th6ng, chia s6 th6ng tin, dtr liQu vdi c6c h0

th6ng kh6c.

3. C6 khe nang hQ th5ng h6a vdn ban, hd so, th6ng k6 sd luqt truy cflp vdn

ban, hti so, hQ th6ng.

4. 86o ddm tinh x6c thuc, tin cfy, toan vgn vd khd ndng truy cflp, sri dpng

vdn ban, tdi liOu.

5. Bdo ddm luu trt h6 so theo thdi h4n bio quan.

6. Bdo ddm phn hq'p voi Khung ki6n truc Chinh pht diQn tu ViCt Nam.

7. 86o ddm d€ ti6p cfln vd srl dqng.

8. Cho phdp ky si5, ki6m tra, x6c thlrc cht ky sii theo quy dinh cria ph6p lu4t.

lDf li6u d{c ti cta van bdn, hd so ld thdng tin mO ta noi dung, <linh dang, ngir cAnh, ciu
tnrc, c6c yiiu tii c6u thanh ven ban, h6 so; mtii IiCn hQ cta van ban, h6 so vdi c6c v[n bri,n, h6

so kh6c; th6ng tin v6 chir kj s5 trdn van ban; lich st hinh thdnh, sri dpng vd c6c clic tinh kh6c

nhim phuc vu qu6 trinh quin ly, tim ki6m va khi nlng su dpng cta hd so, tii liQu.

(

i1

I
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IIr. ytu cAu cntlc xAxc c0a up rH6xc
t. OOi vOi vi0c t4o lfp vd theo d6i vIn ban

a) Cho ph6p t4o lfp vdn ban mdi vd chuyiSn d6i dinl d4ng vdn ban.

b) Cho phdp dinh kdm vdn ban.

c) Cho phdp t4o m6 dinh danh vin ban di.

Q Hien thi mric dQ khAn cria vdn ban.

d) Cho phdp tg <IQng c6p s6 cho vdn ban <ti vd s6 diln cho vdn bd,n d6n theo

thf tU vd trinh tU thdi gian trong ndm.

e) Cho phdp b6n nhfln tg dQng th6ng b6o cho bOn gti tl6 nhfn vdn bin.
g) Cho phdp tg clQng cflp nh{t c6c trutmg thdng tin s6 t.l, 1.2, 2,4,6, lO,

l3.l Mr,rc I Phen II Phr,r lqc ndy; trudng th6ng tin sO t.t, t.2, 2, 10, 12, 13 Mrlc
II Phen II phr,r lgc ndy; trudng th6ng tin sti t.t, t.2,9, l0 Msc III Phan II Phu

lgc ndy.

h) Th6ng b6o cho Vdn thu co quan khi c6 sg trung l4p ma <Ifnh danh vln ban

hoic cd ba trudng thdng tin sO, tcy trigu vd t6n co quan, t6 chric ban hanh vin
ban.

i) Th6ng b6o khi c6 vdn ban mdi.

k) Thdng b6o tinh trang nhdn, vin bAn tqi co quan. td chr?c nh{n vdn bin.
l) Cho phdp th6ng k0, theo d6i, d6n d6c viQc giAi quyiit ,an ban d6n.

m) Cho phdp ngudi c6 thAm quyAn phAn ph6i van b6n d6n, theo ddi, <I6n <I6c
i

don vi, c6 nhAn gini quydt vdn bdn dtng thdi h4n.

n) Cho ph6p ngudi c6 thAm quyin truy cflp, chinh sta, chuy6n l4i dg thao

vdn bdn, tdi liQu.

o) Cho phdp co quan, t6 chr?c gti vdn ban biiit tinh trqng xri lj vdn ban cria

co quan, t6 chric nhfn vdn bin.
2. DOi vdi viQc ki5t n6i, li€n th6ng

a) Bdo dAm t.it nOi, li6n th6ng giira c6c HQ thiing quan ly tdi liQu diQn tu vd

HQ th6ng quan ly tdi liQu luu trt diQn tt cria Lrru trt llch sri ddi v6i co quan, t6

chfc thuQc nguiin nQp lm.
b) C6 khe ndng ho4t ilQng tr0n c6c thi6t bi di dQng th6ng minh trong didu

kiQn bAo rldm an toan th6ng tin.

c) C6 khd nang k6t n6i, liCn th6ng vd tich hqp voi c6c hQ th6ng chuy6n dpng

kh6c dang dugc sti dung tei co quan, t6 chric.

3. D6i vdi an ninh thdng tin

a) Bio <tdm cac c6p d6 an ninh th6ng tin theo quy dlnh cta ph6p luflt.

b) Bdo ddm phAn quyAn truy c{p dtii vOi tmg hti so, vdn ban.

(
t,o
tl :

\
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c) CAnh b6o su thay dOi ve quyCn truy cfp dtii vOi trmg hti so, vdn b6n trong
HQ ttr6ng cho d6n khi c6 xiic nh6n cta ngudi c6 thAm quyAn.

4. D6i vdi vi0c lfp vd quan l! hd so

a) Bio dam t4o lip Danh muc hd so trong HQ thi5ng.

b) Bdo ddm t4o md cho tung hd so vd tr,r dQng drinh s6 thf qu cria vdn bin, tdi
.l

llgu trong ho so.

c) Li€n klit toan b6 vdn ban, tdi liQu vd dt liQu tllc td c6 ctng md h6 so trong

HQ th6ng d6 t4o thanh h6 so.

d) 86o dim li6n k€t cric trudng th6ng tin trong Danh muc h6 so cria flmg h6

so vdi tohn bQ vdn ban, tai liQu, dir liQu <tac ti cria h6 so.

d) Bdo <I6m li6n k6t vd th6ng kO toan bO hO so dugc l{p cria mQt tdi khoan cq

thc.

e) Cho ph6p grfur mQt vdn ban, tdi liQu cho nhi€u h6 so duoc tao bdi nhiiju tai

khoan kh5c nhau mir kh6ng can nhan tan.
g) Cho ph6p ktit xu6t toan b0 vdn ban, tdi liQu, dt li€u <Iic td cta hd so sang

dinh dang (.pd|, (.xml) vd bdo <lim trinh t.u thoi gian hinh thdnh vtrn bin, tiri
liQu, du liOu d{c ti cria hti so.

5. EOi vdi viQc bdo quan vd lm trt vtrn ban, hd so

a) Lru vdn bdn vd cric thdng tin vti qu6 trinh gi6i quy6t v6n b6n gOm: f ki6n

chi cl4o, ph6n phdi vdn ban di5n cria ngudi c6 thAm quydn; c6c dU thdo vdn ban

cta c6 nhdn <Iugc phdn c6ng so4n thno; 1i kiiin g6p j cria c6 nhdn, clon vi c6 li6n

quan; j kitin chi dao cta ldnh dao; f kitin ph€ duyQt, chiu tr6ch nhigm nQi dung

cta lSnh d+o tlon vi chri tri soAn th6o; j ki6n phO duyQt chiu tr6ch nhiQm vti thti

thric, k! thu{t trinh bdy vdn ban cta nguoi c6 thAm quytin; lich sri truy cAp vd

xem vin bdn; cdc xic dQng khilc vdo vin ban.

b) Cho phdp tg dQng th6ng b6o hd so d6n han nQp lrru vdo Lrru trir co quan

tru6c 30 ngdy kd tir ngdy Luu trft co quan th6ng b6o Danh muc hO so nQp luu

cho don vi giao nQp tai liQu.

c) Bdo ddm thgc hiQn nQp luu hti so vdo Luu trfi co quan, Luu tr& llch st.
d) 86o dim sg todn vgn, tin cfly, kh6ng thay d6i cta van ban, h6 so.

d) Beo <tnm khi ndng truy cflp vd sir dqng h6 so, v5n ban theo thdi h4n bdo

quan.

e) Bdo ddm khd nlng di chuy6n h6 so, tAi liQu, dt liQu dIc td vd ttray d6i

dinh d4ng vln ban khi c6 su thay d6i vd c6ng nghQ.

g) C6 khA ndng sao luu dlnh lcj,, dQt xu6t vd phuc h6i dt liQu khi g4p sy c6.

6. DOi vdi thting k€, tim kitlm vi st dgng v5n bin, hd so

,/..

.t
.r3,:a
.j..'I

'\

\
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a) Cho ph6p th6ng k€ s6 lugng h6 so, vdn ban, tdi liQu; s6 lugt truy c4p vdo

trmg h6 so, v5n ban, tdi liQu.

b) Cho phdp thiing k€ sil lugt truy c{p vdo HQ thiing theo y€u ciu cria ngudi

quan ly, quan tri.
c) C6p quy€n, kitim so6t quyAn truy cfp vdo h6 so luu trii diQn tu vd dt liQu

d{c tn cfu hd so luu tril.

d) Cho ph6p tim ki6m vdn ban, h6 so di5i vdi t6t cd c6c trudng th6ng tin dAu
,l

vdo cira vdn ban, h6 so vd nQi dung cia vdn ban. tdi liQu.

d) Cho ph6p lya chgn hi6n thi cric truong th6ng tin cria vin bin, hd so trong

k6t qu6 tim ki6m.

e) Cho ph6p lm vd st dgng l4i c6c y6u cAu tim ki6m.

g) Cho phdp hi€n thj thn ts kiit qud tim ki6m.

h) Cho ph6p k6t xu6t kt5t qud tim ki6m ra c6c cllnh dang tQp v6n ban ph6

bi6n: (.doc), (.docx), (.pdf).

i) Cho ph6p tdi ho{c in vin ban, tii liQu, dt liQu il4c td.

k) Cho phdp d6nh d6u viro v6n ban, tdi liQu, dt liQu d{c t6 tlugc in ra ttr HQ

thong.

l) Luu lich sri truy cdp vd sri dgng vAn ban, tai [Cu.
- ^i.7. D6i vdi vi$c qudn lj d[ liQu d{c tn

a) Luu c6c yliu t6 At liQu d{c ti li€n quan it6n mQt vdn ban, hd so cu th6 theo

thdi h4n b6o quan.

b) Hi0n thi toan bQ dt liQu d4c t6 cria mQt vdn ban, h6 so khi c6 y€u ciu cria
-tinguol su oung ougc cap quyen.

c) Cho ph6p nhfp dt liQu d{c td b6 sung cho vIn ban, h6 so.

d) Luu dt liQu d{c td cla qu6 trinh ki6m so6t an ninh vdn bdn, h6 so, hQ

th6ng.

d) Luu vd ci5 dinh su li6n ki5t cria mQt vdn ban, h6 so vdi t6t ci cric ytiu t6 at
li€u tlac ti li€n quan.

8. EOi v6i viQc thu h6i vln ban

a) E6ng bdng vdn ban tli vd dt liQu dac ti vin ban di khi c6 lQnh thu hdi vdn
. ) ,,

ban cua co quan, to cnuc.

b) Hriy vnn ban <ti5n vd d[ liQu d{c ti vdn ban d6n khi c6 lQnh thu htii van

bdn tu co quan, t6 chr?c ph6t hanh vdn ban.

c) Luu dft liQu dic td cta qu6 trinh thu hdi van ban.
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tv. Y0u cAu vt euAx rru Hp ru6nc
t. Ug ttrOng cho ph6p ngudi clugc giao quan tri HQ th6ng thgc hiQn nhiing

nhiQm vq sau:

a) T4o lfp nh6m tdi liQu, h6 so theo c6p dQ thdng tin kh6c nhau.

b) Phan quy€n cho ngudi st dqng theo quy dinh cta co quan, t6 chfc.
c) Truy c4p viro hd so vd dt liQu d{c ti cria h6 so theo quy dinh cria co quan,

t6 chtc.

d) Thay cl6i quy6n truy cap a6i vOi trO sq vin bd,n khi c6 sU thay d6i quy

dinh cria co quan, t6 chric.

d) Thay d6i quy6n truy cfp crla c6c tdi khoan c6 nh6n khi c6 nhirng thay d6i
L

v6 vi tri cdng tiic c0a cri nhdn d6.

e) Phgc tr6i ttr6ng tin, df liQu tl{c td trong trudng hqp t5i trC ttrOng vd th6ng

brio kiit qud phr,rc h6i.

g) Kh6a ho{c cl6ng bdng cric tflp hqp (v6n b6n, h6 so, nh6m tdi liQu) de ngAn

chqn khd ning di chuytin, x6a ho4c sta d6i khi c6 y€u cAu cua ngudi c6 thAm

quyen.

2. Cinhb6o xung dQt xiy ra trong hQ ttr6ng.

3. Thi6t lip krit ndi li€n th6ng.

v. THoNG TrN DAU RA CUA Hp THoNG
1. 56 <hng kj van ban diln

2.Bito ciro tinh hinh gidi quyiSt vnn bAn d6n

3. Sd dang k1i vAn ban di

4. 86o ciio tinh hinh gidi quy6t van bnn di

5. Mgc lgc vdn ban trong hti so

6. Muc luc hd so.

.l

n

a
,d



PhAn II
CHUAN THONG TIN DAU VAo CUA HE TH6NG

I. TH6NG TIN DAU vAo cOI nt/ IIpU QUAN Lf VAN BAN DI

STT Trulng th0ng tin T6n

1vi6t tit ti6ng Anh) Ki6u di li6u D0 di'i

I Md hd so FileCode

l.l Ma dinh danl cira co quan, td
chuc lip danh mgc h6 sd Organld String l3

1.2 Ndm hinh thdnh hd so FileCatalog Number 1

1.3 56 ve kj hiQu h6 so FileNotation String 20

z Sii thu tg van bdn trong hd so DocOrdinal Number J

T€n lo4i vdn bdn TypeName String 100

I 56 cOa vdn bin CodeNumber String ll
5 Kli hiQu cria vln b6n CodeNotation String 30

6 Ngdy, th6ng, nlm vin bdn IssuedDate Date l0

7
TCn co quan, t6 chric ban hinh

v5n bAn
Orgar.rName String 200

8 Trich y6u n6i dung Subject 500

9 Ng6n ngft Language String 30

l0 56 trang cta vdn bin PageAmount Number

il Ghi cht Description String s00

t2 Chuc vu, ho tdn nguoi ky Signerlnfo

t2.t Chuc vu cta ngudi k;i v5n bin Position String 100

t2.2 Hg vd tdn nguoi kli vln bAn FullName String 50

13 Noi nhAn To

l3.l Md dinh danh cta co quan, t6
chuc nhdn vin bin Organld String l3

t3.2
T€n co quan, t5 chirc nhdn vin

ban
OrganName 200

l.+ Mtc d0 khdn, d0 m4t Priority Number I

Sti luqng bin phrit hinh IssuedAmount Number ,

l6 H4n trd loi vdn bin DueDate Date l0

2 Ma dinh danh cta co quan, t6 chtc lfp danh mpc h6 so tlugc mlc dinh hong HC th6ng.

6

J

String

3

String

l5
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II. TH6NG TIN DAU VAO COA DI, LIEU QUAN Li VAN BAN DEN

Trudng th6ng tin
T0n

1vi5t t6t ti6ng Anh)
Ki6u dii li6u D0 dhi

I Mi h6 so FileCode

1.t
Me dinh danh cira co quan, t6

chuc l{p danh muc hd sd Organld String l3

1.2 Nlm hinh thdnh h6 so FileCatalog Number 4

1.3 36 vd k,i hi6u h6 so FileNotation String 20

2 36 tht tu ven bin trong hti so DocOrdinal Number J

3 Tdn loai vdn bdn TypeName String 100

1 56 cria vin bdn String ll
5 CodeNotation String )t,

6 Ngdy, thdng, nim vin bdn IssuedDate Date l0

7
T6n co quan, t6 chr?c ban hinh

vIn bin String 200

tt Trich yiiu nQi dung Sub.ject String 500

9 Ng6n ngir Language String

t0 56 trang cta vtrn bin PageAmount Number

ll Ghi chrl Description String s00

t2 Ngdy, thring, nim d€n AnivalDate Date l0

l3 SO Ailn ArrivalNumber l0

t4 Chuc vu, ho t6n ngudi kj Signerlnfo

14. l Chrtc vu cta ngudi kj vbn bdn Position String t00

14.2 Ho vi t6n ngu<ri k;i vdn bdn FullName String 50

l5 Mftc tlq khAn, <10 mit Prioritv Number I

l6 Don vi hodc nguoi nh4n ToPlaces String t000

Y ki6n phdn ph6i, chi d4o, tr4ng
th6i xri lli vdn bdn

TraceHeaderList LongText

l8 Thoi han giAi quyiit DueDate Date l0

3 Ma dinh danh cria co quan, t6 chric l{p danh mpc hd so dugc mfc ttinh trong H€ thiSnE

STT

CodeNumber

Kli hi6u cta vdn bAn

OrganName

30

J

Number

t7
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III. THONG TIN DAU vAO CUA DII LIpU QUAN LV HO SO

STT Truimg th6ng tin TOn

1vi6t tit ti6ng Anh)
Ki6u dii li6u D0 dni

I Md h6 so FileCode

1.1
Ma dinh danh cia co quan, t6
chftc l{p danh mpc h6 so

Organld String t3

1.2 Ndm hinh thinh hd so FileCatalog Number 4

1.3 56 vd kV hi6u h6 so FileNotation String 20

2 Ti0u il6 hd so Title String s00

3 Thoi han bto quAn Maintenance String 30

4 Chri dO s[r dung String 30

5 Nguoi lfp hd so Creator String 30

6 Ng6n ngt Language String 50

7 Thoi gian bit diu StartDate Date t0

8 Th<ri gian k6t th[c EndDate Date l0

9 T6ng s5 van bin trong hii so DocTotal Number 4

t0 T6ng s5 trang cta hd so PageTotal Number 4

ll Ghi chti Description String 500

Rights

b
v
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