
BO GIAo Dl)C vA BAa TAO CONG HOA xi\. 1101 CHU NGlliA VltT NAM
TRlfONG f)AI HOC Slf PIIAM KY THU~ T Dgc I~p- TIf do - H:.mh pink

TIIANH PHD liD Clli MINH
TP.H6 ChiMinh, ngilytJi Ihil/1g,(~niim 2014

S6: ) OfLIQD-DHSPKT

QUYETDJNH
V6 vi~c ban h:1Oh Quy ch~ cong tac van thll', hi'll trii'

HI~U TRU'ONG TRUONG D~I HQC SU PII~M KY TIIU~ TTl'. 110 Clli MINH

Can ell Lu~t Luu tm s6 01120 IIIQII 13 ng,iy II thang II nam 20 11;

Can cu Nghj dinh s6 5S/20011ND-CP ngay 24 thang S nam 2001 cila Chinh phu quy
dinh v~ quan 1y v,i su d\lng con dilu va Nghj dinh s6 3112009/ND-CP ngay 0 I thang 4 nam
2009 cua Chinh phu sua d6i, b6 sung m(\t s6 di~u cim Nghi dinh s6 58/200 IIND-CP;

Can Cil Nghj dinh s6 II 0/20041ND-CP ngay OS thang 4 nam 2004 cua Chinh phu v~
cong tac van thu va Nghi djnh s6 09/20 IOIND-CI' ngay OS thang 02 nam 20 I0 cua Chinh
phu vB sira d6i, b6 sung m(>t s6 di~u cua Nghj dinh s6 II 0/2004IND-CP;

Can Clf Can ell Quy~t djnh s6 IIS/2000/QD-'lTg ngay 10 thang 10 nam 2000 ella Thu
tuang Chinh phu vB vi~c thay d6i t6 chuc cua D<,Iilwc Qu6c gia TP, 116 Chi Minh, tach
Truong D<,IihQc Su ph<,lmKy thu~t TP, H6 Chi Minh tl1!Cthu(>c 13(>Gi,lo d~ICva Dao t<,lO;

Can cu chuang VIII Di~u l~ truong d<,li h<;>cban hanh kem theo Quy~t dinh s6
5S/20 IO/QD- TTg ngay 22 thang 9 nam 20 10 cua Thu tuang Chinh phu;

Can Cif Thong tu s6 01/2011 f1T-BNV ngay 19 thang 0 I nam 20 II cua 13(>NQi V~I
huang d5n th~ thuc va ky thu~t tfinh bay van ban hanh chinh;

Can cu Thong tu s6 07/20121TT-BNV ngay 2 thang II nam 2012 elm I3(\ N(\i V\I huang
d5n quan Iy van ban, I~p h6 sa va n(>p Itm h6 so, tai li~u vao Luu tni' co quan;

Can cu Thong tu s6 0412013/n'-BNV ng,iy 16 thang 04 nam 2013 cila 8(\ N(>i V~l
llllang d5n xay d~rng quy ch~ cong tac van thu, Itm tfii cua cac co quan, t6 chuc;

Theo d~ nghi cua Truong phimg Hanh chinh T6ng hqp,

QUYETDJNH:
Di~u 1. Ban hanh kem theo Quy~t djnh nay Quy ch~ cong tac van thu, luu tm cua

Truong D<,Iih<;>cSu 1'11<,101 Ky thu~t TP, H6 Chi Minh.

No'i tllI(/I/:

- Ban Giam hi~ll;
- Nhu di~ll 2;
- LUll: VT. HeTH.
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13<}GIAa DVC vA DAa T~a C<}NGHOA xA II<}ICHU NGliiA VIJi;TNAM
TRUONG Df.\1HQC SU I'IIf.\M KY THU~T DOc I~p - 1'1)' do - H~lIh phllC

TIIANII PHO 110 Clli MINH

QUY CHE CONG TAC VAN THU', ufO TRCf

(Ban himh kem Iheo QlIy€I a;nh sc5)OSt/QD-DHSPKT ngay 09 Ilning)l- nam 2014
clia Hi?lI Irm'mg Tnrong D(li h(Jc .'II( ph(lm Ky Ihll(1IIhimh phc5H6 Chi Minh)

C111J"O"lIgI

NHUNG QUY D!NH CHUNG

Di~u 1. Ph~1II vi <1i~uchinh va dBi tm.'"ngap d\lIlg

I. Plu.lInvi diEu chinh:

Quy ch~ nay quy dinh dc hO\lt dQllg v&van tIm, luu tru trong qua trinh quail Iy,
chi d\lo ella Truong \:)\lihQc Su pl1(lmKy thu~t thanh ph6 1-!6Chi Minh (sau day gQi t~t la
Truong DHSPKT TPHCM) d~ th\rc hi~n chuc nang, nhi~m V\lclla minh.

2. D6i tuqng ap d\lng:

Quy ch~ cong tac van thu, luu trfr duqc ap d\lng th6ng nhfit trang tfit ca cac dan vi
(Phong, Khoa, Vi~n, Trung talll, Truong Trung hQc Ky thu~t th\rc hanh. Ban, Thu vi(:n,
y t~, T~p chi) tf\fC thuQc Truong DHSPKT TPHCM.

a) C6ng tac van thu bao g6m cac cong vi~c v&SO\lnthao, ban himh van ban; quan
Iy van ban V:Itai li~u khac hinh thanh trang qua trinh ho~t dQng clla Truong; I~p h6 So' va
giao nQp h6 So', tai li~u vilOLuu tru Truimg; quan Iy va Sil d\mg con dfiu trang cong tac
van thu.

b) Cong tac luu tru bao g6m cac c6ng vi~c v~ thu th~p, chinh Iy, xac dinh gia tri,
bao quan, th6ng ke va sir d\lng tai li~u luu tru hinh thanh trang qua trinh ho~t dQng clla
Truong.

Di~u 2. Giiii thich til' ngii'

1. Quy ch~ cong tac van thu, luu tru clla Truong \:)HSPKT TPHCM bao g6m tfit
ca nhung quy dinh v~ ho~t dQng van thu, luu trfr trang qua trinh quan Iy, chi d\lo, di~u
hanh clla Truong d~ th\lc hi(:n chlrc nang, nhi(:1IIv\l clla minh.

2. Van band~n la tfit ca cac 10\livan ban, bao g6m van ban quy ph\lm phap lu~t,
van ban hanh chinh va van ban chuyen nganh (k~ ca ban fax, van b:ln duqc chuy~n qua
m\lng, van bim m~t) va dan, thu gtri d~n Truong DHSPKT TPHCM.

3. Van ban di la tfit ca cac 10\livan biin, bao g6m van ban h,lnh chinh va van ban
chuyen ng,lnh (ke ca ban sao van ban, van ban nQi bQ) do Truang DHSPKT TPHCM pMt
hanh.

4. B:m tbao van biin la ban vi~t ho~c d,lnh may, hinh thimh !rong qua trinh SO\lI1thao van
b:ln.

5. Ban g6c van ban la ban hoan chinh v~ nQi dung, th~ thuc van ban duqc Truong
DHSPKT TPHCM ban hanh va co chu ky tr\rc ti~p clla nguoi co th~m quyEn.



6. Ban chinh van ban la ban hoill1 chinh v€ nQi dung, th~ thlrc van b,in va dtrqc
Trtrang D1-ISPKT TPHCM ban hanh.

7. 1-16so la mQt t~p tai li~u co lien quan vai nhau v€ mQt vdn d~, mQt sv vi~c, mQt
d6i ttrqng C\l th~ ho~c co d(ic diEm chung, hinh thanh trong qua trinh theo doi, giai quy~t
c6ng vi~c thuQc ph(lm vi ChlTCnang, nhi~m V\l Clta Trtrang, don vi, ca nhan.

8_ L~p h6 so la vi~c t~p hqp, slip xep van ban tai li~u hinh thanh trong qua trinh
theo doi, giai quyet c6ng vi~c Clta Trtrang DHSPKT TPHCM thanh h6 su theo nhfrng
nguyen tlic v,i phtrung phap nhdt djnh.

9. Tai li~u Itru trfr Clla Tnrang DHSPKT TPI-ICM la tai li~u co gia trj dtrqc Iva
chQn tir to,in bO kh6i tai li~u hinh thanh trong qua trinh ho\1t dOng Clla Trtrang de Itru trfr
ph\IC V\l cho c6ng tac quan Iy, nghien clm khoa hQc, 1jch sli va cae nhu cilu chinh dang
khac Clta cac don vi, t6 chuc, ca nhan trong va ngoai co qUaIl.

Tai li~u Itru trfr bao g6m ban g6c, ban chinh; trong trtrang hqp kh6ng eon ban g6c,
ban ehinh thi thay the b~ng ban sao hqp phap.

10. Thu th~p tai li~u la qua trinh xac djnh ngu6n tai li~u, Iva chQn, giao nh~n tai
li~u co gia trl de chuyEn vao Ltru trfr Trtrang.

II. Chinh Iy tai li~u I,i vi~c ph an 10\li, xac dinh gia tri, slip xep, th6ng ke, I~p c6ng
C\l tra Clm tai li~u hinh thanh trong hO(lt dQng eua Trtrang.

12. Xac dinh gia tri tai li~u la vi~c danh gia gia tri tai li~u theo nhfrng nguyen tfte,
phtrong phap, ticu chuan theo quy dinh eua co quan co tham quy€n dE xae djnh nhfmg tai
li~u co gia trj hru trfr, thai h(ln bao quan va tai li~u het gia trio

Di~u 3. Trach nhi~1I1 oBi v&i cling tac van tllII", lim tru-

I. Trach nhi~m clla I-li~u tnrang Tnrang DHSPKT TPI-ICM trong vi~c quan Iy
e6ng tae van thtr, ltru trfr

a) T6 chuc xay dVng, ban h,inh, chi d(lo vi~c thvc hi~n cac che dQ, quy djnh v~
c6ng tac van tim, Itru trfr theo quy dinh cua phap lu~t hi~n hanh;

b) Kiem tra vi~c th\TChi~n eae che dQ, quy dinh v€ c6ng tac van thtr, Itru trfT d6i
vai cac don vi trvc thuOc; I;'iai qu~et khieu n\li, t6 cao v,i xli ly vi ph (1mphap lu?t vi: c6ng
tac van thtr, Itru trfr theo tham quycn.

2. Trach nhi~m Clla TnrangiPho tnrang Phong Hanh ehinh T6ng hqp

TnrangiPho trtrang Phong Hanh chinh T6ng hqp giup Hi~u trtrang DHSPKT
TPI-ICM trvc tiep quan Iy, kiEm tra, giam sat vi~c th\rc hi~n c6ng tac van thtr, Itru trfr t(li
Tnrang, d6ng thai t6 chuc htrang dfrn nghi~p V\l v€ c6ng tac van thtr, Itru trfr cho Trtrang
va don vi trvc thuOc.

3. Tnich nhi~m cua Trtrang cac don vi

Trtrang cac dun vi (PhOng, Khoa, Vi~n, Trung tam, Tnrang Trung hQc Ky thu?t
thvc hanh, Ban, Thtr vi~n, Y te, T(lp chi) co trach nhi~m triEn khai va t6 chuc thvc hi~n
cae quy djnh clla Tnrang DHSPKT TPHCM v€ van thtr, Itru trfr.

4. Trach nhi~m clla m6i ca nhan
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Trong qua trinh giai quy~t cong vi~c lien quan t1~ncong tac van thu, luu tru, rn6i
can bQvicn chirc phai th\rc hi~n nghiern tllCcac quy djnh clla Truong v~ van thu, Itru trtL

Di~u 4. T6 ehlre van 11m, hm Irii' Tnrimg DHSPKT TPHCM

1. Van thu Truimg E)HSPKT TPHCM (sau day g9i tftt la Van tim Truong) la mQt
bQph~n ella Ph6ng Hanh chinh T6ng hqp. Van thlr Truimg co nhi~rn V\lgillp Truong/Pha
tnrong Ph6ng Hanh chinh T6ng hqp quan 1)'va t6 chirc cac hO(ltt1(mgv~ cong Hicvan thu
theo cac quy dinh hi~n hilllh, t16ng thai th\fChi~n chlrc nang van tlm clla Truong.

a) C<icdan vi thuQc Truong co tai khoan rieng, co can dfiu rieng phai t6 chirc bQ
ph~n van thu rieng.

b) Cac dan vi khac thuQc Truong ph,ji b6 tri can bQ him cong tac van thu/thu k)'
theo ch~ t1Qkiem nhi~rn.

2. Luu tru Truong DHSPKT TPHCM (sau day g9i tftt 1,1Luu tru Truong) tr\fc
thuQc Ph6ng Himh chinh T6ng hgp la t6 chfrc th\rc hi~n hO(ltdQng luu tru t16i vai h6 so,
tai Ii~u luu tru CllaTruimg.

Di~u 5. Bao v~ bi m~1 Nha IIIro'c trong eoug tac van thu', hm triT

M9i hO(lt dQng trong linh v\rc cong tac van thu, luu tru clla TruiJng DHSPKT
TPHCM phai th\fc hi~n dung quy t1inh clla phap lu~t hi~n hilllh v~ bao v~ bi rn~t nha
nuac.

Ycu cAubaa m~t van ban di~n tu dugc th\fc hi~n nhu d6i vai van b,in gifiy.

Di~u 6. Tin hQc hoa cong t:ICvan tim, hm Irii'

Truong £)l-ISPKT TPHCM thi~t I~p m(lng luai thong tin t1i~n tu trang CO" quan,
lien thong vai cae dan vi tr\fc thuQc Truong; th\fc hi~n luu tru van ban 0 hai d(lng: van
ban gifiy va van ban di~n tu nhiim tang wang quan 1)', bao v~ va phat huy gia tr! tai li~u,
ma rQng ph(1mvi, d6i tuqng khai thac, su d\lllg.

Chlw'ng II
CONG TAc VAN THU'

Mile I
SO~N THAD, BAN HAN]' VAN BAN, SAO VAN BAN

Di~u 7. Hinh thlrc van ban

1. Van ban hanh chinh thong thuang bao g6rn: ngh! quy~t (cil bi~t), quy6t dinh (ca
bi~t), quy ch~, quy dinh, thong bao, huang drin, chuang trinh, k~ hO(lch, phuong an, d~
an, d\f an, bao cao, bicn ban, to trinh, cong van, ban ghi nha, ban cam k~t, ban thoa thu~n,
gifiy chlrng nh~n, gifiy u)' quy~n, gifiy mai, gifiy giai thi~u, gifiy nghi phep, cong I~nh,
gifiy bicn nh~n h6 so, phi6u gui, phi~u chuy~n.

2. Van ban chuyen nganh trang linh V\fCgiao d\lc va dao t(lO,tai chinh, khoa h9c
cong ngh~, ... theo quy t1inhclla tUng nganh, truang hqp t1~cbi~t do Hi~u tnrong quy djnh.

Di~1I8. Phong ehtr, ky thu~t, vi lri trinh bay van ball

- Phong chu su d\lng trinh bay tren may vi tillh la phong chu ti~lIgVi~t clla bQrna k)'
t\f Unicode theo Tieu chuan Vi~t Narn TCVN 6909:200 I (ch9n phong Times New Roman).

- Van ban hanh chinh duqc trinh bay tren kh6 gifiy A4 (21Omrn x 297mm) (t1jnh
huang ban ill theo chi~u dai). Cac van bim nhu gifiy gili'i thi~u, gi5y chUng nh~n, gi5y
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bien nh~n h6 SlY, gi5y nghi phep, phi~u gtii, phieu chuyen duQ'c trinh bay tren kh6 gi5y
AS (I48mm x 2l0mm) ho(ic tren gi5y mftu in s~n kh6 AS.

Truang hQ'p n(\i dung van bim co cac bang, bi~u nhung khOng duQ'c lfun thanh cac
ph\! 1\ICrieng thi van ban co the duQ'C trinh bay theo chi~u r(ing clla trang gi5y (dinh
huang ban in thco chi~u r(\ng).

- Ky thu~t trinh bay van ban t(li Quy ch~ miy duQ'c ,ip d\!ng d6i vai van ban sO(ln
thao tren may tinh va in ra gi5y, van ban duQ'c him tren gifry mftu in s~n; kh6ng ap d\!ng
d6i vai van ban duQ'c in thanh sach, in tren bao, t(lP chi va cac 10(li 5n phdm khac.

- Dinh l~ van ban d6i vai kh6 gifry 1\4:

U tren: cach mep tren tir 20 - 2Smm;

U dmri: cach mep duai tir 20 - 2Smm;

L& trai: cach mep trai tir 30 - 3Smm;

L&phai: cach mep phai tif 15 - 20mm.

- Vi tri trinh bay cae thilnh phdn th~ thirc van biln tren ml)t trang gi5y kh6 A4 duQ'C
th\fc hi~n theo SlY d6 b6 tri cac thanh phdn th~ thuc van biln kern thco Quy ch~ nay (Ph\!l\!c
I). Vi tri trinh bay cac thanh phdn th~ thuc van biln tren ml)t trang gi5y kh6 A5 duQ'c ap
d\lng tuung t\f theo SlY d6 t(li Ph\lI\IC tren.

DiSu 9. Quac hi~u

Qu6c hi~u duQ'c trinh bay t(li 6 s6 1. Qu6c hi~u duQ'c ghi tren van ban vai 2 dong
chfr in d~m. Duai dong chfr thir hai co g(lch chan b~ng net li&n manh:

- Dong l: 'TONG HOA xA HOI CHU NGHIA VIBT NAM" trinh bay b~ng chfr
in hoa, co chfr 12-13, ki6u chfr dung, d~m.

- Dong 2: "Dl)c l~p - 'IV do - H(lnh ph6c", trinh b,iy b~ng chfr in thuang, co chfr
13-14 (n~u dong thir nh5t co chfr 12 thi dong thu hai co chfr 13; n~u dong thu nh5t co chfr
13 thi dong thir hai co chfr 14), ki6u chfr dung, d~m; dugc canh gifra duai dong thu nh5t;
chfr cai ddu Clla cac c\lm tif duQ'c vi~t hoa, gifra cac c\lm tif g(lch n6i, co d5u cach; phia
duai co duang kc ngang, net li&n, co dl) dili b~ng dl) dili clla dong chfr (sti d\!ng I~nh
Draw, kh6ng dung I~nh Underline).

Vi d\l:

CONG UclA xA HOI CHl) NGHiA VI~:T NAM
Di}c l~p - TI! do - HI,lOh philc

DiSu 10. Ten ClY quan, <10'11 vj ball hilOh van ban

- Ten elY quan chll quan dugc trinh bay tren ten elY quan ban hanh van ban b~ng
chfr in hoa, co chfr 12-13, ki~u chfr dirng.

- Ten elY quail ban hanh van ban dugc trinh bay t(li 6 s6 2, b~ng chfr in hoa, co chfr
12-13, ki~u chfr dirng, d~m, phia duai co duang ke ngang, net li&n, dai khoang Y, so vai
ten elY quan va d(it can d6i a gifra. Vi d\l:

13(>GIAo ovc VA oAo T~o
TRlJONG D~I HQC slJ PHf~M KY THU~ T

THANH PH() HO CHi MINH

DiSu 11. sa, ky hieu van ban
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1. s6 clla van ban:

S6 clla van ban la s6 thll t\1 dang ky van ban t\li van thu. S6 clla van ban dugc ghi
bfmg chii' s6 A-r~p, b5t dfiu tiT s6 01 van ngilYdfiu nam va ket thuc VilOngay 31 th,\ng 12
cung nam.

2. Ky hi~lI cua van ban:

- Ky hi~lI clla van ban co tcn IO\libao g6m chii' viet t5t tcn 10\livan ban theo bill1g
chii' viet t5t tcn 10\livan ban va ban sao kem QlIYche nay (I'h\l I\lc III) va Chll viet t5t tcn
co quan. Chii' viet t5t ten Tnrimg DHSPKT TI'HCM trang phdn ky hi~u clla van ban do
Truang ban hanh la DHSPKT.

Vi d\l:

Quyet djnh clla Truang DHSI'KT TPHCM ban hanh dugc ghi nhu sau:

S6: /QD-DHSPKT

- Ky hi(:u cua c6ng van bao g6m chii' viet t5t tcn co quan ban hanh c6ng van va
chii' viet t5t ten dan vi (phimg, ban, trung tam, ... ) SO\lnthilOho~c chll tri SO\lnthilOcung
vim d6. Chll viet tflt tcn dan vj dugc ghi t\li I'h\l I\ICIV kem thco Quy che nay.

S6: /I)HSI'KT-DT

3. S6, ky hi~u van b,ln dugc trinh bay t\li 6 s6 3, duqc d~t canh giii'a duai ten co
quan ban hanh van ban.

TiT "S6" dugc trinh bay biing Chll in thuang, co chfr 13, kiElI chii' dung; sau tiT
"S6" co dftu hai chftm (:); vai nhung s6 nh6 hlm 10 phai ghi thcm s6 0 phia tnr6"c; gilra s6
va ky hi~u van ban co dftu g\lch cheo (I), giii'a cac nhom chii' viet tflt trong ky hi~u van
ban co dau g\lch n6i (-) khung co d,1ucach.

Vi d\l: S6: 0 l/BC-DIISPKT (Bao cao cua Tmang DHSPKT TPHCM)

S6: 15/DHSPKT-DT (C6ng van clla Tnrang DHSPKT T(,HCM do Phong Dao t(lOSO(ln
thao)

Tat ca van ban hanh chinh phfin s6, k)' hi(:u van ban khung dugc ghi nam ban
hanh.

Di6u 12. Dia danh va ngay, thang, nam ban h:lI1h van b,in

- Dja danh trcn van ban clla Tnrang DHSPKT TPHCM ban h:lI1hdugc ghi la 1'1'.
H6 Chi Minh.

- Dja danh va ngay, thang, nam ban hanh van ban dugc trinh b,IYt\li 6 s6 4, biing
chii' in thuang, co chii' 13-14, kieu chii' nghieng.

- Dja danh d~t tnrac thai gian, cac chii' cai dfiu clla dja danh phai viet hoa, sau dja
danh co dau pluly (,). S6 clla ngay, thang, nam van ban viet biing s6 A r~p. Nhfrng s6 chi
ngay nh6 han 10 va s6 chi thang 1 va 2 phai viet s6 0 a tnr6"c; dja danh va ngay, thang,
nam dugc d~t canh giii'a duai Qu6c hi~u.

Vi d\l: TP. H6 Chi Minh, ngay 05 thang 02 niim 2010

Di6u 13. Ten Im.liva trlch y~n nQi dung van ban

Trich yeu nQi dung van ban la mQt cau ng5n gQn ho~c mQt c\lm tiT phan ,\nh khai
quat nQi dung chll yeu cua van ban.
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I. D6i vai van ban co ten 10\li:

Ten 10\li va trich y~u nQi dung van ban co tcn 10\liduqc trinh bay t\li 0 s6 5a.

Ten 10\li van ban (quy~t dinh, k~ hO\lch, bao cao, to trinh, thong bao, ... ) duqc d(it
canh giiia biing chii in hoa, co chii 14, ki~u chii dung, d~m. Trich y~u nQi dung van ban
duqc d(it canh giiia, ngay duai ten 10\li van ban, biing chii in thuang, co chfr 14, ki~u chii
dung, d~m, ben duai trich y~u co duang ke ngang, net li~n co dQ dai biing Yz dQ dai cua
dong chii va d(it can d6i so vai dong chii.

Vi d\l:

THONG BAD
V~ vi~c xCt nang IU'011g cho can bi? vien chu'c

2. D6i vai cong van:

Trich y~u nQi dung cong van duqc trinh bay t\li 0 s6 5b, sau chii "V/v:" biing chii
in thuang, co chii 12-13, ki~u chii dung; (luqc d!it canh giiia duai s6, ky hi~u van ban,
cach dong 6pt vai s6, ky hi~u van ban.

Vi d\l:

BOGIAo Due VA BAo TAO
TRUONG D~I HQC SU PlI~M K? THU~ T

THANH I'HO HO clIi MINH

S6: 12IDHSPKT-DT

VIv: B~ nghj duy~l c5p phoi bftng u(li hQChe chinh guy

Di~u 14. NQi dung, b6 CI}C van ban

1. NQi dung van ban la thanh ph~n chu y~u cua van ban.

a) Ycu du:

- Phu hqp vai hinh thuc van ban duqc sir d\lng;

- Phu hqp vai duang 16i, chu tnrang, chinh sach cua Dang, phu hqp vai quy djnh
cua phap lu~t;

- Duqc tdnh bay ngiin g<;>n,r6 rang, chinh xae;

- Sir d\lng ngon ngfr vi~t, cach di~n d\lt dan gian, d~ hi~u;

- Dung tir ngii ti~ng Vi~t ph6 thong (khong dung tir ngii dja phuang va tir ngii
nuac ngoai n~u khong th1!c S1!dn thi~t). D6i vai thu~t ngii chuyen mon dn xac djnh r6
nQi dung thi phai duqc giai thich trong van ban;

- Chi duqc vi~t tiit nhiing tir, c\lm tir thong d\lng, nhiing tir thuQc ngon ngfr ti~ng
Vi~t d~ hi~u. D6i vai nhiing tir, C\lm tir duqc sir d\lng nhi~u I~n trong van ban thi co th~
vi~t tiit, nhung cac chii vi~t tiit l~n d~u cua tir, C\lm tir phai duqc u!it trong ngo!ic dan ngay
sau tir, C\lm tir do;

- Khi vi~n dan I~n d~u van ban co lien quan, phai ghi d~y Uti ten 10\li; s6, ky hi~u
van ban, ngay, thang, nam ban hanh van ban, ten CO" quan, t6 chtrc ban hanh van ban,
trich y~u nQi dung van ban (d6i vai Lu~t va Phap I~nh chi ghi ten 10\li va ten cua Lu~t,
l'hap I~nh); trong cac I~n vi~n dan ti~p theo, chi ghi ten 10\li va s6, ky hi~u cua van ban
do;
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- Vi~t hoa trang van ban hanh chinh dtr<)'cth1,1'chi~n theo I'h\l I\lc VI ban himh kem
theo Thilng tu 56 01/20 II rIT-BNV ngay 19 thang 0 I nam 2011 clla 8Q NQi V\l huang
d5n th&thllC va ky thu~t trinh bay van b,in h,inh chinh;

b) 136qlc clla van ban

TIIYtheo the lo~i va nQi dung, van ban co th&co ph5n can ell phap 19d&ban hanh.
ph5n ma d5u va co th& duqc b6 qlc theo ph,1n, chuung, m\lC, di~u, khoan, diem hoi)c
duqc phan chia thanh cac ph5n, m\lc tu Ian d~n nh6 theo m(>ttrinh t\1nh~t djnh, C\lthe:

- Nghj quyEt (ea bi~t): theo di~u, khoan, diem ho~c theo khoan. diem;

- Quy~t djnh (ca bi~t): theo di~u, khmin, diem; cac guy ch~ (guy djnh) ban hanh
kcm thco guy~t dinh: thco chuung, m\lC, di~u, khoan. diem;

- C<\chinh thuc van ban h,inh chinh klu\c: thco ph5n, m\lc, khoan, diem ho~c theo
khoan, di&m.

D6i vai eac hinh thuc van ban duqc b6 C\lCthco ph5n, chuung, m\lC, di~u thi ph5n,
chuung, m\lC, di~u phai co tieu d~.

2. Trinh bay nQidung:

Ph5n n(>idung van ban duqc trinh bay t~i il 56 6, bang chfr in thuang (duqc dan
d~u cii hai Ih cO'chfr 13-14, kieu chfl dung.

Khi xu6ng dong, chfr d5u phai lui vao til lcm dEn l.27cm (Idefault tab); kha<ing
each gii!a cac do~n van (paragraph) d~t t6i thieu la 6pt, khoang cach gifra cac dong hay
cach dong (line spacing) chQn t6i thieu tu each dong dun (singlc linc spacing) ho~c til
15pt (cxactly linc spacing) tra len; khoang each t6i da gifta cac dong la 1,5 dong (1,5
lincs).

D6i vai van ban co ph5n can cu phap 19 de ban hanh thi sau m6i can cu phai
xu6ng dill1g, cu6i dong co d~u ch~m ph~y (;), rieng din CIIcu6i cilllg kEt thuc bang d~u
ph fry (,).

a) Truang hl)'p n(>i dung van b,in dugc b6 qlc thco ph5n, chuung, m\lc, di~u,
khoan, diem thi trinh bay nhu sau:

- Ph5n, chuung: Tu "Ph5n", "Chuung" va 56 thll l\f Clla ph5n, chuung dul)'c trinh
b,iy tren m(>tdong rieng, canh gifra, bang chfr in thuang, cO'chfr 13-14, ki€u chfl dung,
d~m. S6 thu t\1 Clla ph5n, chuung dung chfr 56 La Ma. Tieu d~ clla ph5n. chuung duqc
trinh bay ngay duai, canh gifra, bang chfr in hoa, co chfr 13-14, ki€u chfr dung, d~m;

- M\lc: Tu "M\lC" va 56 thu l1! clla m\lC dul)'c trinh bay tren m(>tdong rieng, canh
gifla, bang chfr in thuang, cO'chfr 13-I4, kieu chfr dung, d~m. S6 thll l\f clla m\lc dung
chfr 56 A-r~p. Tieu d~ Cllam\lc duqc trinh bay ngay duai, canh gifra, bang chfl in hoa, co
chfr 12-13, kieu chfr dung, d~m;

- Di~u: Tu "Di~u", 56 thu l1! va tieu d~ Clla di~u dul)'c trinh bay bang chi! in
thtr<1ng,CilChI~ trai I dcfault tab, 56 thu l1! clla di~u dilllg chfl 56 A-r~p, sau 56 thll t\1 co
d~u chflm (.); co chi! 13-14, ki€u chfr dlrng, d~m;

- Khoim: S6 thu l1! cac khoan trong m6i m\ICdilllg chfr 56 A-r~p. sau 56 thll t\1 c6
dflu chflm (.), co chi! s6 bang co chfr clla ph5n lai van (13-14), ki€u chfr dtrng; nEu khoan
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co tieu d~, s6 thu II! va tieu d~ cua khmin duqc trlnh bay tren m(>tdong ricng, b~ng chi! in
thuang, co chi! 13-14, ki~u chi! dung;

- Di~m: Thu tt; cac di~m trang m6i khoan dung cho cac chi! cai tieng Vi~t thea thu
II! abc, sau co d.lu dong ngo~c dan ()), b~ng chi! in thuang, co chi! 13-14, ki~u chi! dirng.

Vi dV:
Phfin I

CONG TAC TAl CHINH

Chuo'ng I
NHUNG QUY DJNH CHUNG

M~c 1
NGUON TAl CHINH

Di~u 1. Kinh phi ngan sach nha nuo'c

I. Kinh phi baa dam hO(ltd(>ngthuang xuyen

a) D6i vai .....

b) Truang hqp nQi dung van ban duqc phan chia thanh cac phfrn, mvc, khoan,
di~m thi trlnh bay nhu sau:

- Phfrn (neu co): Tir "Phfrn" va s6 thu tt; cua phfrn duqc trlnh bay trcn m(>tdong
rieng, canh gii!a, b~ng chi! in thuang, cO-chi! 13-14, ki~u chi! dung, d~m; s6 thu II! cua
phfrn dimg chi! s6 La MiL Ticu d~ cua phfrn duqc trlnh bay ngay duai, canh gii!a, b~ng
chi! in hoa, cO-chi! 13-14, ki~u chi! dung, d~m;

- Mvc: S6 thu II! cac mvc dung chi! s6 La Ma, sau co d.lu ch.lm (.) va duqc trinh
bay each I~ trai 1 dcfault tab; ticu d~ cua mvc duqc trinh bay cung mQt hang vai s6 thir
II!, b~ng chi! in hoa, co chi! 13-14, ki~u chi! dung, d~m;

- Khoan: S6 thu II! cac khoan trang m6i mvc dung chi! s6 A-r~p, sau s6 thu tt; co
d.lu ch.lm (.), co chi! s6 b~ng ca chi! cua phfrn lai van (13-14), ki~u chi! dung; neu khofm
co tieu d~, s6 thu tv va tieu d~ Clla khmin duqc trlnh bay tren mQt dong rieng, b~ng chi! in
thuang, cO-chi! 13-14, ki~u chi! dung, d~m;

- Di~m: Thir II! cac di~m trang m6i khmin dung cho cac chi! cai tieng Vi~t thea thu
tv abc, sau co d.lu dong ngo~c dan 0), b~ng chi! in thuang, co chi! 13-14, ki~u chi! dung.

Vi dV:
Phfin II

cAc NQI DUNG CHI

I. TIEN LUONG, TIEN CONG

1. Cong thii'c Hnh hl'O"ng

a) D6i vai .....

Di~u 15. Chfrc V\I, hQ ten, va chii' ky cua ngum co th~m quy~n
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HitU TRu'ONG

Quy~n h<.Jn,chirc V\lcua nguai k)' van btm uugc trinh bay t<.Ji0 s6 7a. chuc V\lkhac
clia nguai ky uugc trinh bay t<.Ji0 s6 7b; cae chii' vi~t tilt quy~n h<.Jnnhu "TM.", "KT.",
"TL", "TUQ." ho~c quytn h<.Jnva chirc V\lCllanguai ky uuqc trinh bay bftng chCiin hoa,
co chii' 13-14, kieu chir uimg, u~m.

H<)ten cua nguai ky van ban duqc trinh bay t\li 0 s(~7b, bftng chCi in thuang, cO'
chii' 13-14, ki€u chCidirng, u~m dugc d~t canh giCiaso vai quytn h<.Jn,chirc V\tClla nguoi
k)'.

Chir ky cua nguoi co thfrm quytn dugc trinh bay t\li 0 s(~7c.

1. Quy~n h\ln cua nguoi ky dugc th\fc hi~n nhu sau:

a) Truong hgp ky thay thu truang co quan thi phai ghi chir vi~t tiit "KT." (ky thay)
van truac chirc V\l, sau d:1u ch:1m (.) co d:1ueach. Thfrm quy~n uuqc ky thay van ban la
nguai c5p pho cua nguai dirng (1,1ucu quan. Vi d\l:

KT. HIEU TRu'ONG
PHO Hl'J!;UTR.u'ONG

b) Truong hgp van ban ky thiIa l~nh thu truang co quan thi phai ghi chCivi~t tiit
""TL." (thiIa I~nh) vao truac chirc V\I,sau d:1uch:1mco dau cach. Vi d\l:

TL. HIEU TRU'ONG
TRU'ONG PHONG TO CHlJ'C cAN B<)

c) Truong hqp ky thiIa uy quytn thi phai ghi chCivi~t tiit "TUQ." (thira uy quy~n)
vao truac chirc V\I cila nguai uirng dau co quan, sau d:1u cham (.) co d:1u cach. Ghi r6
chuc danh, ten don vi, t6 chuc cua nguiYiky thiIa uy quyEn. Vii;c uy quy~n nhat thi~t pluii
biing van ban. Nguai uy quy~n phai hoan toan chiu trach nhi~m trang m<)itruang hgp ky
van ban sai trai. Nguai uuqc uy quyEn khong duqc lty quyEn I'.licho nguoi khiic kyoVi
d\l:

TUQ. HitU TRU'ONG
GIAM DOC TRUNG TAM TIN HQC

2. Chuc V\Jcua nguai ky:

a) Chirc V\Ighi tren van ban ella Tnrong DHSPKT TPHCM ban hanh la chirc danh
chinh thirc cua nguai kYoVan ban do Hi~u tnr6ng ky ban hanh ghi "HlGU TRUONG", van
ban ky thay ghi "PHO HlGU TRUONG", khOng ghi l\1iten Tnrirng DIISPKT TP.HCM. Vi
d\l:

KT. HIEU TRu'ONG
PHO Hitu TRU'ONG

b) Chuc V\l ghi tren van ban ky thiIa Ii;nh Hi~u truang ph,ii ghi uay ull chuc danh
lfinh u<.Jochinh thuc va ten uan vi, t6 chircoVi d\l:

TL. HlEU TRU"ONG
TRU'ONG PHONG TO CHlJ'c cAN B<)

Tnrong hgp can thi~t, nguai duqc ky thiIa li;nh van ban hanh chinh co th~ llY
nhi~m u~ c5p pho cua minh ky thay; chirc V\Ighi tren van ban ky thay phai ghi day uu
chuc danh lfinh d\1Ochinh thuc, khong ghi I\li ten Clladon vj t6 chuc. Vi d\l:

TL. HlEU TRu'ONG
KT. TRu'ONG '>HONGTO CHlJ'C cAN B0

PHO TRu'ONG PHONG .
9



c) Chuc V\I ghi tren van ban do cac t6 chuc tu vfuJla H<)id6ng, Ban chi d(lo thu<)clinh
y\!C,ph(lm vi giao d\lCva dao t(lOla chuc danh 15.nhdi:lo!rong Ban hoi:icH<)id6ng cua ngum 1..1
van ban.

- Twang hQ'p H<)i d6ng, Ban kh6ng dugc phep su dl,lng con d~u ella Tnrong
DHSPKT TPIICM (H(\i d6ng, Ban co con d~u ricng) thi chi ghi chuc danh cua nguoi ky
van ban trang H<)id6ng, Ban do; kh6ng dugc ghi chlrc V\ltrang coquan.

Vi dl,l:

TM. H<)l nONG
CHU TICH

(Chfr k)', d~u c~a t6 chlrc)

Nglly~n Van A

KT. TRUONG BAN
PHO TRU'ONG BAN

(Chi! ky, d~u cua t6 chuc)

Nglly~n Van B

- Truong hgp cac H<)id6ng, Ban duQ'cHi~u twang cho phep su d\lng con d~1Icua
Tnrong DHSPKT TPHCM thi nguoi k)' van ban ghi chuc danh chinh thuc theo quy~t
dinh thanh I~p H<)id6ng, Ban do, d6ng thai duai chi! ky co th~ ghi chuc danh Hinh d(lo
trang Nha twang. Vi dl,l:

TM. H<)l nONG
CHUTICH

(Chfr ky, d~u clla Twang)

Hl~UTRUONG
Nglly~n Van A

- Chuc Vl,lcua nguai ky van ban do H<)id6ng hoi:ic Ban cua Twang DHSPKT
TPHCM ban himh rna Pho Hi~u twang lam chu tjch H<)id6ng hoi:ictwang Ban, lanh d(lo
cac dan vi thu(\c Twang DHSPKT TPHCM lam Pho Chu tich H<)i d6ng hoi:ic Pho
Twang ban hoi:icthi dugc ghi nhu sau, vi dl,l:

TM. HOlnONG
CHUTICH

(Chfr ky, d~u cua Twang)
PHO Hl~U TRUONG

Tr~n Van B

KT. TRUONG BAN
PHO TRUONG BAN

(Chii' 1..1, d~u cua Twang)

TRUONG PHONG nAo T~O

Le Van C

ni~1I 16. D5u dong tren van ban

D~u Clla co quan dugc trinh bay t(li 6 s6 8. D~u dong tren van ban cua Tnrong
f)J-ISPKT TPHCM ban hanh dugc ap dl,lng theo Di~u 42 ella Quy ch~ nay.

ni~1I 17. Noi nh~n

1. Nai nh~n van ban duQ'ctrinh bay t(li 0 s6 9a va 6 s6 9b.

N~u van ban chi gui cho m<)ts6 d6i tuqng Cl,lth~ thi phai ghi ten tung co quan, t6
chuc, ca nhan nh~n van ban; n~u van ban dugc gui cho m<)thoi:icm(\t s6 nhom d6i tUQ'ng
nh~t dinh thi nai nh~n duQ'cghi chung. Vi dl,l:

- Cac Ph6ng, Khoa, Trung tam;
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Vi d~12:

- Cac thanh vien trong H9i dang khoa hQc va dao t(lOTruang.

a) 06i vai van ban co ghi ten 10(li, noi nh~n bao gam tlr "Noi nh~n" va philn li~1 ke
cae co quan, 16 chfrc. (lon vi, ca nhan nh~n van ban (trinh bay I(li 056 9b).

b) 06i vai ding van hanh chinh, noi nh~n bao gam hai philn:

- I'hiln Ihfr nh~1 bao gam tu "Kinh giri", sau do la len cae co quan, don vi ho(ic ca
nhan tr~rc tier giai quyet cong vi~c (trinh bay I(li 056 9a);

- Philn thlr hai bao gam tu "Noi nh~n", phia duai 1,\llr "- Nhu trcn", liep theo la cac
ten cac co quan, 16 ehlrc, dan vi, C,l nhan co licn quan khae nh(ln vfm b,in (Irinh bay I(li 056
9b).

2. Phiin nai nh~n t(li 0 56 9a dugc lrinh b,\y nhu sau:

- Tlr "Kinh giri" va ten cac co quan, t6 chfrc ho(ic ca nh,!n nh~n van bim duqc trinh
bay biing ehii in thuang, ca chii 13-14, ki~u chlr dlrng.

- Sau tu "Kinh giri" co d~u hai ch~m (:) khong d~u c,leh. Sau ddu hai chdm (:) la
ten co quan, t6 chfrc, ca nhan nh(ln cong van:

+ N~u cong van giri eho m9t co quan, t6 chirc ho(ic m9t ca nhan Ihi tlr "Kinh
giri"va tcn co quan, t6 chlrc ho(ic ca nhan dugc lrinh bay trcn cung m91 dong.

+ Truang hgp cong van giri cho hai hay nhi~u co quan, 16 chlrc ho(ic c{l nhan thi
len m6i co quan, t6 chirc, ca nhan ho(ic m6i nhom co quan, 16 chirc, ca nhan dugc trinh
bay In::n m91 dong rieng, dilu dong co g(lch ngang, cubi dong co ddu ch~m phdy (;), cubi
dong cubi cung co ddu chdm (.); cac g(lch dilu dong duqc trinh bay thiing hang vai nhau
duai d~u hai chdm (:).

Vi d\l I: Kinh giri: 89 Giao d\IC v,\ 0,\0 1'.10

Kinh giri:

- 89 Tai chinh;
- 89 Giao d~lc va 8,\0 1~1O.

3. Philn noi nh~n t(li 0 sb 9b (ap d\lng chung d6i v6i cong van hanh chinh va van
ban co len 10(li khac) duqc trinh bay nhu sau:

- Tu "Nai nh~n" duqc trinh bay trcn m9t dong rieng (ngang hang v6i dong chii
"quy~n 11(In,chirc V\l cua nguai kY" va sat I~ Irai clla van ban), sau co d~u hai chdm (:),
biing chii in Ihuang, ca chii 12, ki~u chi! nghieng, d~m;

- Philn li~t ke cac co quan, t6 chirc, dan vi, ca nhan nh~n van ban dugc lrinh b,\y
biing chlr in Ihuang, ca chi! 11, ki~u chi! dfrng; len 1116ico quan, 16 chirc, dan vi, ca nhan
ho(ic m6i nhom co quan, t6 chlrc, dan vi, ca nhan nh~n van ban duqc Irinh bay Ircn m9t
dong ricng, dilu dong co g(lch ngang, cubi dong co d~u chdm phdy (;); rieng dong cubi
cung bao gam chi! "Luu" sau do co ddu hai chdm (:), tiep theo la ehii vi~t tftl "VT" (Van
thu co quan), chii vi~t tftt tcn don vi SO(ln Ihao van ban biing chii in hoa va sb Itrgng bUn
luu (neu co), cubi cung h\ ddu chdm (.).

Vi d\l: No"i IIhf;//:

- Nlnr tren;

- l3an Giam hi~u;

- Cae Khoa;

- Luu: VT, TCCI3.
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I KHAN I

Di~u 18. Mu'c dQ m~t, kh5n (n~u co)

Dfiu chi m(rc dO m~t dugc dO'ngvao 0 56 lOa. D:lu chi m(rc d9 kh:in dugc dO'ng
vao 0 56 lOb.

1.M(rc dOm~t, d:lu chi dOm~t

- Muc dOm~t dugc xac djnh thanh ba muc: "Tuy~t m~t", "T6i m~t", "M~t"

- Vi~c xac djnh va yeu du dO'ngdfiu dO"TUyBT MAT", "'1'01 MAT", "MAT" va
d6i vai van ban cO'nOi dung bi m~t nhi! nuac phai dugc th\rc hi~n thea quy dinh t(li M\!c
2 - Thong tu 56 12l2002fTT-BCAngay 13 thang 9 nfun 2002 clla B9 C6ng an huang dful thvc
hi~nNghj djnh 56 33/2002/ND.CP clla Chinh phll quy djnh chi tiEtthi hanh Phap l~nhbaa v~ bi
m~tNha mrac.

2. Muc dOkh:in, d:lu chi dOkh:in

- 8l) kh:in dugc xac djnh thanh b6n muc: "Khftn", "Thugng khftn", "Hoa t6c",
"Hoa t6c hen oia".. e

- Can cu tinh ch:lt, m(rc dl) dn duqc chuy~n phat nhanh, van ban dugc xae djnh
thea dl) kh:in dn thi~t.

. Truang hgp van ban co tinh ch:lt kh:in, dan vi ho~c ca nhan sO(lnthao van ban d~
xufit dl) kh:in, trinh nguai co th:im quy~n ky van ban quy~t djnh. Khi dO',van ban dugc
dong d:lu dl) kh:in tuang (mg.

- Can d:lu cac dl) khftn dugc kh~c s~n hinh chit nh~t co kich thuac 30mm x 8mm,
40mm x 8mm va 20mm x 8mm , tren dO'cac tu "KHAN" "THVONG KHAN", "HOA
TOC", " HOA TOC HEN GIO" duqc trinh bay bfmg chit in hoa, phong chit Times New
Roman, co chit 13-14, ki6u chit dung, d?m va dugc d~t can d6i trong khung chir nh~t
vi~n dan. Vi d\!:

DiBu 19. C:\c thiinh ph5n thS th(rc khac (n~u co)

I. Cac chi diin v~ ph(lm vi lUll hanh: dugc trinh bay t(li 6 56 II; cac c\lm tu "'I'M
L~I SAU KHI HQP", "XEM XONG TRA LA]", "LVU HANH NOI BO" trinh bay can
d6i trang ml)t khung hinh chit nh~t vi~n dan, b~ng chit in hoa, co chit 13-14, ki~u chit
d(mg, d~m.

2. D\f thao: dugc trinh bay t(li 056 12, trang khung hinh chir nh~t, vi~n dan, b~ng
chit in hoa, co chir 13, ki6u chit dung, d~m. Vi d\l:

I Du'THAo I
3. Ky hi~u nguai danh may va 56 lugng ban phat hanh dugc trinh bay t(li 6 s6 13,

ky hi~u b~ng chit in hoa, s6 lugng ban b~ng chit 56A r~p, co chiT II, ki6u chit dung.

4. Dja chi Co' quan, t6 chuc, s6 di~n tho(li, s6 fax; dja chi tren m(lng (Website). dja
chi E-mail dugctrlnhbayaos614trangthunh:ltcllavanban.b~ngchitinthuang.co
chir I 1-12, ki6u chir dung, duai ml)t duang ke net li~n keo dai hEt b~ ngang clla vung
trinh bay van ban. Vi d\l:

Truong D~i hQe Su ph~m Ky thu~t thanh ph6 H6 Chi Minh
S6 01 - vo Van Ngan- Qu~n Thu Due - Thanh ph6 H6 Chi Minh

Tel: (08) 3896 8641; Fax: (08) 3896 4922

Website: www.hemute.edu.vn; E-mail: vanthuspkt@hemute.edu.vn
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5. Truang hgp van ban co pll\l l\lc kem theo thi trang van ban ph~li co chi d~n v~
ph\l l\lc do. Ph\l 1~lcvan ban phai co tieu d~; van ban co lu hai ph\l l\lc tra len thi cac ph~1
I\lc phai dtrqc danh s6 thu t~rbfrng chii s6 La Ma. PI1\I l\lc van ban dtrgc trinh bay trcn cac
trang gi,1y rieng; tu "Ph~1 l\lc" va s6 thu tv dtrgc trinh b,lY tren mOt dong ricng, canh giiia,
b5ng chii in tlnrong, co chfr 14, ki~u chfr dirng. d~m; tcn cua ph\ll~lc dtrgc trinh bay canh
giiia, b5ng chii in hoa. co chii 13-14, ki~u chii dung, d~m; phia dm]i ten ella ph\l l\lc ghi
trang d5u ngo(ic dan ( ) ban hanh kem theo van ban s6: .. ./ ......• ngay. thang. n[lIl1, co
quan ban hanh van ban. trinh bay canh giiia, co chii 13. ki~u chii nghieng.Vi d~l:

Phl.1 '\Ie I
DINH MU'C CHI QUAN LY DAo T~O T ~I TRUONG

(Ban hilllh kelll thea QlIy€t ainh s6 216/QD-DHSPKT-KHTC ngdy 01 tlning 10 nam 2007
cr;a Hi~lI truong Truimg D(Ji I19C Su ph(J1IlKy thll(it TP. Hr5Chi Minh)

Sau chii cu6i cung cua ban ph\l I\lc co chii ky nh6 cua lru{Yng dan vi SO<.Inthao van
ban; trang truong hgp d(ic bi~t la chii ky nh6 Ct'wngtroi ky van ban.

6. Van bim co hai trang tra lcn phai danh s6 trang bfrng chii s6 A-r~p. S6 trang
dtrgc trlnh bay t<.Iigoc phai {y cu6i trang gi5y (phfrn footer), co chii 13-14, kieu chii dlrng.
S6 trang cua ph\ll\lc dtrgc danh s6 rieng thco tung ph\ll\lc.

Mfiu chii va chi ti~t trinh bay cac thanh phfrn th~ thirc van bim dtrgc minh h9a t;:li
Ph\l l\lc II kcm theo Quy ch~ nay.

Mfiu trinh bay mqt s6 10<.Iivan ban dtrgc minh h9a t<.IiPh~1l\1c V kem theo Quy ch6
nay.

Di~u 20. Sao van biin

I. Cac hinh thuc sao van ban bao g6m: sao y ban chinh, sao 1\ICva trich sao.

a) Sao y ban chinh la ban sao tu van b~ln chinh va dtrgc sao dfry du, chinh xac nOi
dung cua van ban k~ ca chfr ky, con d5u. nai nh~n.

b) Sao 1~lcla ban sao dfrY du, chinh xac nOi dung ella van ban dtrqc thvc hi~n tu
ban sao y ban chinh; co d~1ydu 2 chii ky, 2 con d5u va nai nh~n.

c) Trich sao la ban sao mOt phfrn nqi dung ella van bim va dtrqc thvc hi~n tir ban
chinh.

2. Th~ thuc ban sao

Ban sao van ban phai co uu cac th~ thirc: ghi r6 hinh thirc sao; ten Truong
DHSPKT TPHCM; s6 va k)' hi~u ban sao; dia danh, ngay thang. nam thvc hi~n ban sao;
chfr ky, 119ten cua ngtroi co th5m qlly~n sao; dfiu cua Truong; nai nh~n ban sao.

3. Quy dinh v~ ban sao

a) Ky hi~u ban sao:
- Sao y ban chinh - ky hi~u: SY
- Sao l\lc - ky hi~u: SL
- Trich sao - ky hi~u: TS

b) Ban sao y ban chinh, ban sao I\lc va ban trich sao th~rc hi~n theo dung quy dinh
t;li Quy ch~ nay co gia tri phap ly nhtr ban chinh.
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c) Ban ch\!p ca dfru va chi! ky cua van ban (ban photocopy) chi co gia trj thong tin,
thaIll khao. Khi gui ban photocopy kem thea van ban chinh thi trang van ban chinh phai
ghi ro "Ban photocopy kem thea".

4. Ky thu~t trinh bay cac thanh ph~n th€ th(rc ban sao van ban hanh chinh

a) Cac thanh phftn th€ th(rc ban sao dugc trinh bay tren cling IllQttrang gifry, ngay
sau phftn cu6i cling cua van ban dUQ"csao, la mQt duong ke net li~n keo dai h~t chi~u
ngang cua vimg trinh bay van ban. Duai duong net ke li~n la phftn th€ th(rc ban sao, g6m:

- Ten Truong D\li hQc Su ph\lm Ky thu~t thanh ph6 H6 Chi Minh b~ng chi! in hoa,
ki€u chfr dung, d~m, cft chi! 13;

- Ten ban sao b~ng chi! in hoa, ki~u chi! dung, d~m, cO"chfr 13;

- S6 va ky hi~u ban sao: sau tir "S6:" 1£1 s6 th(r tv ban sao, net g\lch cheo "!", ky
hi~u ban sao, khong dfru cach;

- Dia danh, ngay, thang, nam thvc hi~n ban sao;

- Chuc danh cua nguoi co thdm quy~n ky ban sao,

- Chfr ky, hQva ten cua nguoi ky;

- Can dfru cua Truong DHSPKT TPHCM;

- Nai nh~n ban sao.

b) Chuc danh va chfr ky tren ban sao dugc th\rc hi~n thea Di~u 15; nai nh~n dUQ"c
thvc hi~n thea Khoan 3, Di~u 17; dong dfru dugc th\rc hi~n thea Di~u 42 cua Quy ch~
nay.

c) Vi tri trinh bay cac thanh phftn th~ thuc ban sao tren trang gifry kh6 A4 dUQ"c
thvc hi~n nhu sau, vi d\!:

(Phftn cu6i cling cua van ban dUQ"csao)

TRU'ONG ~~I HQC,SU' rH~IYI KY THU~ T
THANH PHO HO CHI MINH

SAO Y BAN CHiNH
TP.H6 Chi Minh, ngay thlmg nam

S6: /SY TL.HIJ):UTRUONG
TRUONG PHONG HANH cHiNH TONG

Nguy~n Van A

HQP
Noi n!lijn:
- Ban Giam hi~u;
- Cae phimg ... ;
- Lttu: YT.

Di~u 21. SO\ln thaD van ban

Vi~c sO\lnthao van ban hanh chinh dugc quy djnh nhu sau:

I. Can cu tinh chfrt, nQi dung cua van ban cftn sO\ln th,io, Lanh d\lo Truong
DHSPKT TPHCM giao cho mQt dan vi (mQt nhom, mQt ca nhiin) sO\ln thao/chu tri so\In
thao ho~c Truong dan vi giao cho mQt ca nhiin SO\lnthao van bim;

2. Dan vi ho~c ca nhiin chu tri sO\ln thao co tr<lchnhi~m th\fc hi~n cac cong vi~c
sau:

- Xac dinh hinh th(rc, nQidung va elQm~t, elQkhdn, nm nh~n van ban;
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- Thu th~p, xlf ly thong tin co lien quan;

- SO'.ln thao van ban;

- Trong truong hgp ciin thi~t, o€ xufrt vui Uinh 0\10 co quan, oan vi vi9C tham khilO
y kien Clla cac dan vi, ca nhan co lien quan; nghien ctfU ti~p thu y ki~n o~ hmln chinh ban
thao;

- Trinh OUY9tOlJ thao van ban;

Di~u 22. Duy~t 01,1'thao van ban, sih chii'a, bii sung o\r thao van ban (Iii ouy~t

I. DlJ thao van ban phai do nguoi co tham quy~n k)' dUY9t van ban.

2. Trong tnrt'mg hQ'P OlJ thao da ougc Lanh 0\10 co quan, oan vi phe dUY9t, nhlmg
thfry ciin thi~t phai slfa chua, b6 sung them vao dlJ thao thi dan vi ho~c ca nhan ougc giao
nhi9m V\l s0'.ln thao van ban phai trinh nguoi da OUY9tO\f thao xem xct, quyet dinh vi9C slra
chfra, b6 sung.

Di~u 23. D:inh may van ban

Vi9C oanh nuiy phai baa oam nhfrng yeu cAu sau:

1. Danh may dung nguyen van ban thao, dung th~ thuc va ky tl1U~ttrlnh bay van ban.

Tnrt'mg hQ'P phat hi9n thfry co SlJ sai sot ho(ic khong r6 rang trong ban thao thl nguoi oanh

may phai hoi !'.IiTnrt'mg dan vi ho~c ca nhan s0'.ln thao ho(ic nguoi dUY9tban d\f thao 00.

2. Gifr gin bi m~t nQi dung van ban va thlJc hi9n danh may, in frn (heo dung thai

gian quy dinh.

Di~u 24. Ki~Jl1 tra van ban tnro'c khi ky ban hilllh

I. TruO'ng (10n vi Chll tri s0'.ln thao van ban phai ki~m tra va chiu tn\ch nhi9ITI v~
oQ chinh xac Clla nQi dung van ban, ky nluiy/trrt vao cu6i nQi dung van ban (sau dfru .I.)
truuc khi trinh Lanh d'.lo co quan ky ban hanh; o€ xufrt 111lfCoQ kh.in; d6i chieu quy dinh
clla phap lu(1t v~ bao V9 bi m\lt nha nuCrc xac dinh vi9C dong d.iu 111~t,06i tugng nh(in van
ban, trinh nguoi ky van ban quy~t oinh.

2. TruOng/Pho (nrOng phung Hanh chinh T6ng hgp giup Liinh d'.lo Tnrang DIISPKT
TPHCM ki~m tra lfin cu6i va chiu trach nhi9111v~ th~ thlfc, "1 thu(1t trinh bay, (hu t\lC ban
hanh van ban Clla Tnrong do Ban GiaITI hi9U ky vii phai ky nhay/trrt vao vi tri cu6i clmg a
"Noi nh~n".

3. Van thu Truonggiup Truong/Pho Phung I1anh chinh T6ng hgp ki~m tra, ra smi(
v~ th~ thuc van ban truac khi trinh ky.

4. Tfrt ca c,ic van ban trinh Lanh d'.lo Truong DHSPKT TPI-ICM phai dugc t~p
trung t'.li Van tim Truong ghi s6 (rlnh k)' o~ thco d6i.

Di~u 25. Trach nhi~Jl1 va th5m quy~n ky van ban

I. Nguoi ky ban hanh van ban phai chiu trach nhi9m truac phap lu(1t v~ nQi dung,
(rlnh tv, th~ thlfc va ky thu(1t trinh b,IY clla van ban da ban hanh.

2. Ili~u truong ky cac van ban glfi dp tren va cac van ban v€ nhfrng v.in d~ trQng
y~u clla Truang. Trong mQt s6 truang hgp C\l th~ va ciin thi~t, Hi~u truong co th& uy
quy~n bfrng van ban cho Pho Hi~u truong ky thay Hi~u truang cac van ban noi tren.
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3. PhD Hi~u truang ky thay Hi~u truang ban himh cac van ban thui)c ph'.lm vi linh
vvc da duqc Hi~u truang phan cong phl,ltrach.

4. Trang mi)t s6 truang hqp dm thi~t, IIi~u truang co the uy guy~n cho Truang
phong ho~c Giam d6c trung tam ky thira uy guy&nmOt s6 van ban. Vi~c giao J...-y thira uy
guy~n phai duqc guy djnh b~ng van ban va giai h\ln trong mQt thai gian nhfrt dinh. Nguai
duqc ky uy guy~n khong duqc uy guy&n l'.licho nguoi khac ky.

5. Hi~u truang uy nhi~m cho Truang phong ky thira I~nh mi)t s6 van ban hanh
chinh v&chuycn mon, nghi~p Vl,lthea chuc nang, nhi~m Vl,lva ph'.lm vi duqc phan congo

6. Truang cac phong duqc thira l~nh ky, ban hanh van ban hanh chinh v~ chuyen
mon, nghi~p Vl,lco the uy nhi~m de dp phD ky thay trang cac truong hqp cfrn thi~t thea
chirc nang, nhi~m V\Iduqc giao.

7. Kh6ng dting but chi, but mvc d6 de ky van ban.

8. Ky sao y van ban dugc guy djnh Cl,lthe nhu sau:

- Chi ky sao y nhfrng van ban, van b~ng, chung chi cua Truong DHSPKT TPHCM
ban hanh.

- Tru6ng/Pho truang Phong Himh chinh T6ng hqp ky sao y, sao Il,Ic,trich sao cac
van ban do Truong DHSPKT TPHCM ban hanh; ky sao y chung chi/chung nh(in cua cac
Trung tam trvc thuQc Truong (nhfrng chung chi/chung nh(in nay kh6ng thuOc chuc nang
guan Iy cua Phong DiIOt'.l0)'

- Truang/Pho truang Phong DiIOt'.lOky sao y bfm chinh cac van b~ng/chirng chi/
chimg nh(in cua cac h~ dilOt'.lo: sau d'.li hQc; d'.lihQc chinh guy, d'.li hQc vira hQc vira lam;
cao d~ng; trung dp chuyen nghi~p (Trung tam Vi~t Duc); ky sao y ban chinh bang diem
cua cac h~ dao t'.lo: sau d'.li hQc; d'.li hQc chinh guy, cao d~ng; trung dp chuyen nghi~p
(Trung tam Vi~t Duc).

- Truang/Pho truang phong Dao t'.lOkh6ng chinh guy ky sao y ban chinh bang
diem cua h~ dao t'.lOd'.li I19Cvira hQcvira lam.

- I-Ii~u truang Truong Trung hQc Ky thu(it th\fc hanh ky ho~c uy guy~n cho
Truang phong tr\rc thui)c ky sao y ban chinh cac van b~ng/chung chi/chung nh(in, bang
diem ctia hQc sinh thea hQc t'.lidon vi minh.

M\IC 2

QUAN LY VAN BAJ"!

Di~u 26. Nguyen t5c chung

1. Tfrt ca van ban d~n cua Truong DIISPKT TPHCM phai duqc guan Iy t(ip trung
t'.liVan thu Trmrng de lam thti wc ti~p nh(in, dang ky (trir nhfrng 10'.livan ban duqc dang
ky rieng thea guy djnh ctia phap lu(it).

2. Tfrt ca van ban di co chfr ky ctia Ban Giam hi~u d~u phai t(ip trung IfrYs6 thea
h~ th6ng chung, VilOS6 dang ky van ban di va luu ban g6c t'.li Phong Hanh chinh T6ng
hgp (trir nhfrng van ban chuyen nganh nhu: chung tir k~ toan, d~ tai nghien cuu khoa hQc,
...)

Nhfrng van ban chuyen nganh, van ban do Lanh d'.locac don vi kYdugc baa guan t'.li
don vi chti tri s0'.ln thao va thvc hi~n ch~ dOnOp lUllvao LUll tm TruiYngthea guy djnh hi~n
hanh.
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3. Van ban di, van ban d€n thuOc ng,iy nao phai duqc dang k)', philt hanh hOllC
chuy€n giao trang ngay, ch~m nhAt la trang ngay lam vi9C ti€p theo. Van ban d€n co dong
dAu chi c,\c milc dOkhfin: "H6a t6c", "1-I6at6c h~n gio", "Thuqng khAn" va "KhAn" (sau
day g<;lichung la van ban khfin) phai duqc dimg ky, trinh v,i chuy€n giao ngay sau khi
nh~n duqc. Van ban khfin di phai duqc hoan thanh thu tl,lCphilt hanh va chuy~n philt ngay
sau khi van han duqc ky.

Di&u 27. Trinh t~rqmln Iy van b:ln iJ~n

TAtca van ban den Tnrong DHSPKT Tl'HCM phai duqc quan I)' thco trinh tv sau:

I. Ti&pnh~n van ban den.

2. Dang ky van ban den

3, Trinh va chuy€n giao van b,in d~n.

4, Giai quy&t va thco d6i, don d6c vi9Cgiai quy&t van ban d€n.

Di&n 28. Ti~p IIh~n van ban iJ~n

I. Ti€p nh~n van b,in d~n

a) Khi ti~p nh~n van ban d~n til m<;lingu6n, trang gio hoi)c ngoai gio lam vi9C, Van
thu Tnrong hoi)c nguoi duqc giao nhi9m V\I ti&pnh~n van ban d~n phai ki€m tra s6 luqng,
tinh tr\lng bi, dAuniem phong (n~u co), ki€m tra, d6i chi~u vai nai gui truac khi nMn va kY
nh~n,

b) Truong hqp plu\t hi9n thieu, mAt bi, tinh tr\lng bi khong con nguyen v~n hoi)c
van ban duqc chuy~n den muOn hun thiri gian ghi tren bi (d6i v{yibi van ban co dong dAu
"Hoa t6c" "1-I6atC1CIwn gia"), Van thu Tnrang ho~c nguoi duqc giao nhi~m V\I ti€p nh~n
van ban d~n phai bao cao ngay nguoi co trach nhi9m; truong hqp dn thi~t, phai I~p bien
ban vai nguoi chuy~n van ban.

c) D6i vai van ban den duqc chuy~n phat qua may Fax ho~c qua m\lng, Van tIm
Truong phai ki~m tra 56 luqng vim b,in, 56 Iuqng trang cim m6i van ban; n~u ph,\t hi~n co sai
sot, phai kip thai thong b<\ocho nai gili ho~c bao cao nguoi co trach nhi~m xem xet, giai
quyet.

2. Phan 10\lisa bO, boc bi van ban den

a) Cac bi van ban den duqc phan 10\liva xu Iy nhu sau:

- LO\lipluii boc bi: cac bi van ban den gui cho Tnrong DHSPKT TPHCM.

- LO\likhong boc bi: cac bi van ban den co dong dAu chi cac muc dOm~t ho~c gui
dich danh ca nhan va c,\c t{\ chilc doim th~ trong cu quan, Van thu Truang chuyEn ti€p
cho nui nh~n. Nhiing bi van ban gtli dich danh ca nhan, n€u hi van ban lien quan d~n
cong vi~c chung cua Tnrong thi ca nhan nh~n van ban co tdch nhi9m chuyEn I\li cho Van
tim Truong d~ dang ky,

- Vi9C boc bi van b,in m~t duqc thllC hi~n theo quy dinh t\li Thong tu 56
1212002/TT-BCA(A II).

b) Vi~c boc bi van b,in phili dam bao dlc yeu diu:

- Nhiing bi c<Jdong dAuchi cac milc dOkhAnphai duqc boc truac d~ giai quy~t kip
thai;
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- Kh6ng gay hu h\li d6i vai van b,ln, kh6ng b6 sot van ban trang bi, kh6ng lam mfrt
56, ky hi~u van ban, dia chi co quan giri va dfru buu di~n;

- D6i chi~u 56, ky hi~u ghi ngoai bi vai 56, ky hi~u clla van ban trang bi; n&uvan
b,ln d~n co kcm thco phi~u gui thi phai d6i chi~u van ban trang bi vaj phi&u gui, ky xac
nh~n. dong dfru V110 phi~u gui va gui tnll\li cho nai glri van ban; tmung hqp phat hi~n co
sai sot, thong bao cho nO'igui bi~t d~ giai quy&t;

- D6i vai dan, thu khi~u n\li, t6 cao va nhlll1g van ban din phai ki~m tra, xac minh
mQt v\l vi~c ho~c nhiing van bim d~n ma ngay nh~n dch qua xa ngay thang clm van bim
thi gilr I\li bi va dinh kem vai van bim d~ lam b~ng chirng.

3. D6ng dfru "D~n", ghi 56 va ngay d&n

a) Tfrt ca van ban d~n thuQc di~n dang I(y t\li Van thu TmiYng phai duqc dong dfru
"D~n"; ghi s6 d~n va ngay d~n (k~ ciI giu d&ntrong nhfrng tmung hqp din thi~t). D6i vai
van ban d~n duqc chuy~n qua Fax va qua ll1\mg, trang tmung hqp din thi~t, phai sao
ch\lp ho~c in ra gifry va dong dfru "D~n".

b) Dfru "D~n" duqc dong r6 rang, ngay ngfrn V110 khoang gifrYtr6ng duai s6, ky
hi~u (d6i vai nhfrng van ban co ten 10\li),duai philn trich y~u nQi dung (d6i vai c6ng van)
ho~c vilOkhoang gifrYtr6ng duai ngay, thang, nam ban hanh van ban.

c) Nhlrng van ban d~n khong thuQc di~n dang ky t\li Van thu (van ban giri dich danh
cho t6 chuc doan th~, dan vi ho~c ca nhan) thi chuy~n cho nai nh~n rna khong phai dong dfru
~'Den".

Di~1I29. Dang ky van ban (l~n

Van ban d~n duqc dang ky b~ng S6 dang ky van ban d~n ho~c Ca sa dfr li~u quan
ly van ban d~n trcn may vi tinh.

I. Dang ky van bim d~n b~ng s6

a) L~p S6 dang ky van bim d~n

Can cu 56 luqng van ban d~n hang nam Van thu Tmung I~p cac IO\lis6 dang ky
cho phil hqp.

b) Dang ky van ban d~n

- Phai dang ky dily dll, r6 rang, chinh xac cac thong tin din thi~t v~ van bim; khong
vi~t b~ng but chi, blit Il1\fCd6; khong vi~t t5t nhfrng tir, C\un tir khong thong dl)ng.

- Mau S6 dang ky van ban d~n va cach dang ky van ban d~n th\fc hi~n theo huang
dan t\li Ph\lll)c II - ban himh kcm thcoThong tu 56 07/2012fIT-BNV ngay 22 thang II nam
2012 clla BQNQiV\I hu6ng dftn quan Iy van ban, I~ph6 sa va nQp lUllh6 sa, tai li~u vao Luu
trfr cO'quan.

2. Dang ky van ban d~n b~ng Ca sa dfr li~u quan Iy van ban d~n trcn may vi tinh

a) Yeu c!iu chung d6i vai vi~c xay d\fng CO'sa dfr Ii~u quan Iy van ban d~n dlrqc
th\fc hj~n thco quy djnh hi~n hanh clla phap lu~t v~ linh v\rc nay.

b) Vi~c dang k)' (c~p nh~t) van ban d~n vao Ca sa dfr li~u quan Iy van ban d~n
duqc th\fc hi~n theo hu6ng dftn sir d\lng chuang trinh philn m~m qwin ly van ban clla co
quan, t6 chuc cung cfrp chuang trinh philn m~m d6.

c) Van bim d~n duqc dang ky vao CO'sa dfr li~u qwin Iy van bim d~n phai duqc in
ra gifrYd~ ky nh~n ban chinh va dong s6 d~ quan Iy.
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d) Kh6ng slTd\lng nHiy vi tinh n6i m(lng noi bo va m(lng di~n Tong d~ dang ky van
ban m~t d~n.

Di~1I30. Trinh, chlly~n giao van biin d~n

I. Trinh van ban d~l1

a) Sau khi dang ky van ban d~n, Van thu Trmlng phili trinh kip thai cho lli9U
tnrang ho(ic nguai co th,1m quyEn xem xet va cho y ki~l1phan ph6i, chi d(lo giai quy~t.
Van ban d~n co d5u chi cac mlTCdo kh5n phai dugc trinh va chuy~n giao ngay sau khi
nh\ln dugc.

b) Can ClTnoi dung cua van ban d~n; Quy ch~ lam vi9C cua Tmang f:)l-ISI'KT
TI'HCM; chuc nang, nhi~m V\l va k~ hO(lchc6ng tac dugc giao cho cac dun vi, ca nhan,
nguai co th5m quyEn phan ph(~i van ban cho y ki~n chi d(lo giai quy~t va thai h(ln giai
quy~t van ban (n~u dn).

06i vai van ban d~n lien quan d~n nhi6u dun vi ho(ic nhi6u ca nhan thi dn ghi TO
dun vi ho(ic ca nhan chu tri/ph6i hgp va thai h\lI1giili quy~t clm m6i dun vi, ca nhan (n~u
c,1n).

c) Sau khi co y ki~n phan ph6i, y ki~n chi d\lo gi,1iquy~t cua nguai co tham quy6n,
van ban d~n dmJc chuyen tra I(liVan thu Tm<'Yngd~ dang ky b6 sung van sa dang ky van
ban d~n ho(ic vito cac m\ICtuung (rng trong Cu sa du li9Uquan Iy van ban d~n.

2. Chuy~n giao van ban den

a) Can ctTvao y ki~n phan ph6i Cllanguai co tham quy6n, Van thu Tmang chuy~n
giao van ban d~n cho cac dan vi ho(ic ca nhan giai quyet. Vi~c chuy~n giao van ban phai
b,io dam kip th(li, chinh xac, dung d6i tm;mg, chi:it chc va giu gin bi m~t noi dung van
ban.

b) Sau khi ti~p nh~n van ban den, van thu/tlm k)' dun vi phai van sa dang ky. trinh
nguai dung dfru dan vi xem xet va cho )' ki~n ph,ln ph(~i,y ki~n chi d(lo giai quy~t (n~u
co). Can C(Tvao y ki~n clla nguai d(rng dfru dan vi. Van thulthu ky dun vi chuyen van
ban den cho ca nhan tr\TCtiep theo dDi, giai quy~t.

c) Khi nh~n dugc b,in chinh clla ban Fax hoi,icvan ban chuyen qua m(lng, Van thu
Truang phai dong d5u "Den", ghi s6 va ngay d~n nhu s6 d~n va ngay den clla ban Fax,
van ban chuyen qua m(lng da dang ky tmac do va chuy~n cho dan vi ho(ic ca nhan da
nh~n ban Fax, van ban chuyen qua m\Jng.

d) Can cu s6 lugng van ban den hang nam Van tim Truang l~p sa chuyen giao
van ban d~n cho phu hgp; dmyi 2000 van ban den thi dung S6 dang ky van ban d~n de
chuyen giao van ban; neu tren 2000 van ban den thi I~p S6 chuyen giao van ban d~n.

Di~1I31. Giiii qlly~t va theo dBi, don dac vj~c giiii qlly~t van biin d~n

I. Giai quyet van ban d~n

a) Khi nh~n dugc van ban den, cac dan vi, ca nhan co trach nhi9m giai quy~t kip
thai thco thai h(ln dugc phap lu~t quy dinh ho(ic theo quy dinh Clla cu quan, t6 chlTc.
Nhung van ban d~n co dfru chi cac muc do khan phai giai quy~t truac.

b) Trong truang hqp din thiet hoi,icd6i vai nhung van ban co tinh chfrt quan tr9ng,
ph(TCt\JP,khi trinh nguai d(rng dfru co quan xem xet, quy~t dinh phuong an giai quy~t, dan
vi, ca nhan co th~ dinh kem van ban ghi y ki~n dExufrt clla dan vi.
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D6i vai van ban d~n co lien quan d~n cac dan vi va ca nhan khac, dan vi ho(ic ca
nhan chu tri giai quy~t phai gui van ban ho(ic ban sao van ban do (co y ki~n phe dUY9t
cua nguai co thflm quyen) d~ 15y n(>idung phan h6i cua cac dan vi, ca nhan. Khi trinh
nguai dung dilu co quan, t6 chuc xcm xct, quy~t dinh, dan vi ho(ic ca nhan Chll tri phai
trinh kern van ban co n(>idung phan h6i cua cac dan vi, ca nhan co lien quan.

2. Theo doi, don d6c vi9Cgiai quy~t van ban d~n

a) T5t ca van blm den co 5n dinh thai h(ln giai quy~t phai duqc theo doi, don d6c
ve thai h(ln giai quy~t.

b) Hi9U truung giao cho Truung/Pho truung ph6ng Himh chinh T6ng hqp thlJc
hi9n theo doi, don d6c vi9Cgiai quyet van ban den.

c) Van thu Truang co nhi9m Y\l t6ng hqp s6 li9Ud~ bao cao nguai duqc giao tnich
nhi~m theo doi don d6c vi9Cgiai quy~t van ban d~n.

d) D6i vai van ban d~n co d~u "Tai li9Uthu h6i", Van thu Truang co tnich nhi~m
theo doi, thu h6i ho(ic gui tra I(linai gui theo dung thai h(ln quy dinh.

Di~u 32. Trinh tl! quan Iy van ban Oi

Van ban di phai duqc quan Iy theo trinh tv sau:
I. Ki~m tra the thuc va ky thu?t trinh bay van ban; ghi s6 va ngay, thang, nam Clla

van ban;

2. Dang ky van ban;

3. Nhan ban, dong d5u co quan ho(ic dan vi (d6i vai dan vi co con d~u rieng);
dong d~u chi muc d(>kh~n, m?t (neu co);

4. Lam thu Wc chuyen phat, theo doi vi~c chuy~n phat van ban di;

5. Luu van ban di.

Di~u 33. Ki~1II tra th~ thu'c va ky thu~t trinh bay van ban; ghi s6 va ngay,
thang, nam cua van ban

I. Ki~m tra th~ thuc va 1..'5' thu?t trinh bay van ban

Truac khi phat himh van ban, Van thu Tmang ho(ic van thu/thu ky dan vi dn ki~1II
tra I(live th~ thuc, hinh thuc, th~1IIquy~n 1..1 va 1..'5' thu?t trinh bay van ban; n~u phat hi~n co
sai sot, phi'likip thai bao cao nguai duqc giao tdch nhi9m xelll xct, giai quy~t.

2. Ghi s6 va ngay, thang, nam clla van ban

a) Ghi s6 van ban

- T5t ca van ban di cua Tmang DHSPKT TPHCM do Ban Giam hi~u ky duqc ghi s6
theo h~ th6ng s6 chung do Van thu Tmang th6ng nh~t quan Iy; tnr tmang hqp phap lu?t co
quy dinh khac.

- Vi~c ghi s6 van ban hanh chinh dugc thlJc hi9n theo quy dinh t(liKhoan I, Dieu II cua
Quy chenay.

b) Ghi ngay, thang, nalll van ban

Vi9Cghi ngay, thang, nam cua van ban hanh chinh duqc thlJc hi~n theo quy dinh t(li
di~u 12 cua Quy ch~ nay.

Di~u 34. Dang ky van ban di
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Van b£lIIdi duQ'c dang ky vao 56 dang k)' van ban di ho~c Cu sa dil li(:u quan ly
van ban di tren tmiy vi tinh.

I. Dang ky van ban di b~ng s6

a) L~p s6 dang ky van b,in di

Can cu vao s6 IUQ'ngvan ban di, Van thu I~p cac 10(lis6 (liing ky van b,in di cho phu
hqp.

h) M~u 56 dang ky van ban di va cach dang ky van ban di, k&ca ban sao van ban va van
ban m~t, th\rc hi(:n theo huang d~n t(li Ph\! I\!c VII - ban h,inh kem thco Thong tu s6
07/2012/TT-I3NV.

2. Dang ky van ban di b~ng Co sa dii' li~u quan Iy van ban di tren may vi tinh

a) Yeu cliu chung d6i vai vi(:c xay dvng Co sa dil li9U quan Iy van ban di dugc
thvc hi9n thco quy dinh hi~n hanh Clla phap lu~t vf: lTnh vvc nay.

b) Vi~c dang ky (c~p nh~t) van ban di v,io Co sa dil li9U quan Iy van ban di duQ'c
t~vc hi(:n thco ~uang dan sIr d\ln/? chl~ong trinh phAn mf:m qmin ly van b,in ella co quan,
to chuc cung cap chuang trinh ph an mcm do.

c) Van ban di duQ'c dang ky V£IOCo' sa dil li(:u quan Iy van ban di phai duQ'c in ra
giily d~ ky nh~n ban luu h6 so va dong s6 d~ quan Iy.

Di~1I 35. Nhan ban, dong dfiu co' quan ho~c do'n vi (dBi vo'i dO'n vi co con dfiu
rieng); dong dfill chi mlrc di} khfin, m~t (n~1I co)

1. Nhan ban

a) 56 lugng van han dn nhan ban d~ phat hanh dugc xac dinh tren co sa s{) lugng
t(li noi nh~n van ban; n~u glri d~n nhi~1I noi ma trang van ban khong li~t ke dti danh sach
thi dan vi sO(ln thao phai co ph\1 I\lc noi nh~n kem theo de luu a van thu;

b) Nui nh~n phai duQ'c xac dinh ql the trang van ban trcn nguyen tftc van han chi
gui d~n co quan, dan vi co chuc nang, tham quy~n giai quy~t, t6 chuc tlwc hi~n, ph6i hgp
thvc hi9n, baD CaD, giam sat, ki~m tra licn guan d~n n<)i dung van ban; khong glri vUQ't
dp, kh6ng glri nhi~u ban cho m<)t d6i tugng.

c) Giil gin bi m~t n<)i dung van ban va th\rc hi~n nban ban theo dung thai gian quy
(linh.

d) Vi~c nhan ban van ban m~t ph,ii co y ki~n ella Lanh d(lo Truong DII5PKT
TPHCM v,i dugc thvc hi(:n thco guy dinh t(li Khoan 1, Di~u 8 Nghi dinh s6 33/2002/ND-
CPo

2. Dong dfiu

a) Vi~c dong dilu Icn chil ky, cac ph\! I\ICkem theo van han chinh, dilu giap lai, dong
dilu len tai li9U chuyen nganh dugc thvc hi~n thco guy dinh t(li Di~u 42 ctia Quy ch~ nay v,i
quy djnh Clla phap lu~t co lien quan.

b) Ml)t s6 van ban mang tinh chilt trao d6i cong vi~c th6ng thuimg trang n<)i b<)
TruOng thi kh6ng clin phai dong dilu.

3. Dong dilu dl) khan, m~t

Vi9C dong dilu cac mtrc dl) khan, m~t duQ'Cthvc hi~n theo quy dinh t(li Di~u 18 ctia
Quy ch~ nay.
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Di~1I36. Lam thil tlJCchlly~n phat, theo doi vi~c chlly~n phat van ban Ui

I. Thu t\Jc phat himh van bim

Van thu Truirng ho~c van thu/thu ky dan vi (d6i v6i nhiing van ban do dan vi
sOl.mthao plHithanh) ti~n hanh cac c6ng vit;c sau day khi phat himh:

a) L\Ia chQn 10\1iphong bi (chlly~n thuirng/phat nhanh, phong bi nho/16n);

b) Vi~t dia chi len phong bi ;

c) Vao phong bi va dan phong bi;

d) Dong dau dQkhAn, dau ky hi~u dQm~t va dau khac len phong bi (n~u co).

2. Chuy~n phat van ban di

a) Nhiing van ban da Jilin day du cac thu wc himh chinh phai duQ'c phat hanh ngay
trang ngay van ban do duQ'cdang ky, ch~m nhat la trang ngay lam vi~c ti~p theo.

b) D6i v6i nhiing van ban "KHAN", "THVC,JNG KHAN", "HOA TOC", "HOA
TOC HeN GIG" phai duQ'cphat hanh ngay sail khi lam day dil cac thu t\Jc hanh chinh.

c) Van ban di duQ'c chuy~n phat qua buu di~n pMi duQ'c dang J...)I vao 56 theo doi.
Khi giao phong bi van ban, pMi yeu du nhan vien buu di~n ki~m tra, ky nh~n;

d) Vi~c chlly~n giao tr\Ic ti~p van ban cho cac dan vi, ca nhan trong Truirng ho~c
cho cac Co'quan, dan vi, ca nhan ben ngoai phai duQ'c ky nh~n vao 56 chuy~n giao van
ban;

d) Chuy~n phat van ban di b~ng may fax, qua m\1ng

Trong truirng hQ'pdn chuy~n gAp, van ban di co th~ duQ'c chuy~n phat cho naj
nh~n b~ng may fax hoi,ic chuy~n qua m\1ng, trang ngay lam vi~c do phai glri ban chinh
d6i v6i nhiing van bim co gia tri lUll trii.

e) Chuy~n phat van bim m~t th\Ic hi~n theo quy dinh t\1iDi~u 10 va Di~u 16 Nghi
dinh 56 33/2002/ND-CP ngay 28 thang 3 nam 2002 cua Chinh phu va quy dinh t\1iKhoan
3 Thong tu 56 12/2002/TI-BCA (All) ngay 13 thang 9 nam 2002 cila BQC6ng an.

3. Theo doi vi~c chuy~n phat van ban di

a) Van thu Truirng ho~c van thu/thu J...)I dan vi co tdch nhi~m theo doi vi~c chuy~n
phat van ban di;

b) L~p S6 d~ theo doi vi~c chuy~n phat van ban di;

c) D6i v6'i nhiing van ban di co dong dau "Tili lit;u thu h6i", phai theo doi, tl1l1h6i
dung thiri h(m; khi nh~n l'.1i,phai ki~m tra, d6i chi~u d~ bao dam van ban khong bi thi~u hoi,ic
that I\1C;

d) Truirng hgp phat hi~n van ban bi that l'.1C,kh6ng co nguiri nh~n phai bao cao
ngay Truong/Pho truong Phong Hanh chinh T6ng hQ'phoi,icTruong dan vi d~ xu Iy.

Di~u 37. Llfu van ban di

I. Van ban di Clta Truirng DHSPKT TPHCM phai duqc luu day du t\1i Phong
Hanh chinh T6ng hgp (d6i v6i cac van bim hanh chinh do Ban Giam hi~u ky) va van
phong cua dan vi (d6i voi van ban do lanh d\10dan vi ky va cac van bim Chllyen nganh do
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dan vi so(m thao). Ban luu van ban di iiI bim co chi! ky trvc ti6p cua nguai co thflm quyi:n
ban hanh. Luu van ban di dugc thvc hic;n nhu sau:

- M6i van ban di ph,ti lUll hai ban: ban g6c lUll tai van thu va bim chinh lin! trang hi>
sa thea dui, giai quy~t cong vic;c.

- Ban g6c Iml t\li Van tIm Truirng phai duqc dong dflu va stIp x~p thco s6 thu tv dang

2. Vi~c luu gii!, baa quan va Slf d\lng ban luu van ban di co dong dAu chi cac mlrc
dQ m~t duqc thvc hi~n thea quy dinh hi<;n himh vi: baa v<;bi m~t nha mfac.

3. Van thu Truang ho~c van tim/tIm ky dm1 vi co trach nhi<;m I~p s6 theo dui V,t
ph\IC V\l kip thai yeu diu Slf d\lng ban luu tai van thu theo quy djnh ella phap lu~t va quy
dinh C\l thi: cua Truang DHSI'KT TI'HCM.

4. C,lc van ban di phai thvc hi~n ch~ dQ nQp luu vao Luu tnr Tnrang theo quy djnh
tai Dii:u 39 cua Quy ch~ mty.

MI.Jc3

L~P 110 sa VA GIAO NQP 110 sa, TAl LII):U
VAo LU'U TRU" TRU'ONG DIISPKT TPHCM

Dil:u 38. NQi dung vi~c I~p 116so' va yeu ciiu d6i vo'i 116sO' (lm.rc l~p

I. NQi dung vi~c I~p hi> sa cong vic;c

a) M& hi> sa

Can Clf vao Danh m\lC h6 sa cua dan vi va thvc tE cong vi<;c dugc giao, can bQ
vien chuc phai chuAn bi bia hi> sa, ghi tieu dl: h6 sa len bia hi> sa. Can b(J vien ChlfC trang
qua trinh giai quy~t cong vi~c cua minh se tiEp t\IC dua cac van ban hinll thanh co lien quan
vao hi>su.

b) Thu th~p van ban vao hi> sa

- C,in bQ vi en chuc co tnich nhic;m I~p hi> sa din thu th~p dfry du c,ic van ban, giAy
ta va cac tu li~u co lien quan dEn sv vi~c vao h6 sa;

- Cac van ban trong h6 sa phai dugc s~p x6p thco mQt trinhW hgp Iy, tuy thea d~c
diEm klulc nhau cua cong vi~c dE Iva chQn cach stIp x6p cho thlch hqp (chll yeu la thea
trinh W thai gian va dien bi~n cong vi~c).

c) K6t thuc va bien m\lc h6 su

- Khi cong vic;c giai quyEt xong thi h6 sa ding k6t thk Can bQ vien chuc co trach
nhi~m I~p hi> su phai ki~m tra, xem xct, b6 sung nhfrng van ban, giAy ta con thiEu v,1 10(li
ra van ban trung thua, b,tn nhap, cac tu lic;u, sach baa khong c!in dE trong hi>sa;

D6i vai cac h6 su co thai han baa quan vinh vien, can bQ vien chuc phai bien n1\lc
h6 su dfrYdll.

2. Yeu diu d6i v(\Oim6i h6 sa duqc I~p

a) H6 sa (1ugc I~p phai phan anh dlmg ChlfC nang, nhi~m V\I clla Truang, dan vi
hinh th,lnh h6 sa;

b) Van ban, tai li~u dugc tim th~p vao h6 sa phai co sv lien quan cMt che vai nhau
va phan anh dlmg trinh W dien bi~n clla sv vic;c hay trinh tv gi,ti quy6t cong vi~c;
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c) van bim trong h6 so phai co gia tri bao quan tuong d6i d6ng d~u.

Di~u 39. Giao nh~n ha so', titi Ii~u vito LU"lltrii'Tnrirng

1. Tnlch nhi~m can bi) vien ChtfC

a) Can bi) vicn chuc phai giao ni)p h6 so, tai li~u vao Luu tm Truong theo thai h~n
dugc quy dinh t~i Khoan 2, Di~u nay. Truong hgp din gifr I~i h6 so, tai li~u d~n h~n ni)p
luu phai thong bao bftng van ban cho Luu tffr Truong bi~t va phai dugc sv d6ng y cIia
Lanh d~o Truong nhung thai h~n gifr I~i khong quil 02 nam;

b) Can bi) vicn chuc khi chuy~n cong tac, thai vi~c. nghi huo-ng ch~ di) bao hi~m
xii hi)i phai ban giao h6 sO',tai li~u cho Truong ho~c cho nguoi k~ nhi~m, khong dugc gifr
h6 so, tai li~u cIia Truong lam tai li~u ricng ho~c mang sang co quan, t6 chuc khac.

2. Thai h~n ni)p luu h6 sO',tai li~u

a) Thai h~n ni)p h6 sO',tai li~u hanh chinh vao Luu trtf Truong: sau mi)t nam k~ tif
nam cong vi~c k~t thuc.

b) Thai lwn, giao ni)p h6 sO',tai li~u nghicn Clru khoa hQc, ung dl,mg khoa hQc -
cong ngh~: sau mi)t nam k~ tir nam cong trinh dugc nghi~m thu.

c) Tai li~u, h6 so xay dl,rng co ban: sau ba thang k~ tir khi cong trinh dmlc quy~t
toano

d) Tai li~u anh, phim tai li~u; microphim, tai li~u ghi am, ghi hinh (bang, dia) va
cae thi~t bi luu gifr thong tin khac: sau ba thang k~ tir khi cong vi~c k~t thtlC.

3. ThIi tl,lCgiao nh~n

Khi giao ni)p h6 so, tai li~u dan vi, can bi) vicn chuc phai l~p 02 ban Ml,lc ll,lch6
so, tai li~u ni)p luu va 02 ban Bien bim giao nh~n tai li~u. Luu trfr Truong va bcn giao tai
li~u m6i bcn gifr m6i lo~i mi)t ban.

Di~u 40. Trach nhi~m dili vo-i vi~c I~p ha sO'VII giao ni}p ha so', tai li~lI vao
Lu'u trfr Tnrirng DHSPKT TPHCM

I. Trach nhi~m cIia Hi~u truo-ng Truong DHSPKT TPHCM

Hang nam Hi~u truo-ng co trach nhi~m chi d~o xay dVng Danh ml,lc h6 so cIia
Truong; chi d~o cong tac l~p h6 sO'va giao ni)p h6 so, tai li~u vao luu tm d6i vai cac dan
vi thui)c ph~m vi quan I)' cIia minh.

2. Trach nhi~m cIia Truo-ngfPho Phong Hanh chinh T6ng hgp

a) Tham mUll cho Hi~u truo-ng trong vi~c chi d~o, ki~m tra, huang dan l~p h6 so
va giao ni)p h6 So', tai li~u vao luu trfr d6i vai cac don vi trvc thui)c;

b) 1'6 chuc thvc hi~n vi~c l~p h6 So' va giao ni)p hi">so, tai li~u vao luu tm t~i don vi
minh.

3. Traeh nhi~m cIia can bi) vien chuc

. a) Can bi) vicn chuc co trach nhi~m l~p hi">So' cong vi~c dugc phiin cong theo doi, giai
quyct;

b) Giao ni)p h6 So', tai li~u (bao g6m uit ca cac lo~i: tai li~u hanh chinh, chuycn
nganh, tai li~u nghe-nhin, ... ) dung thai h~n va dung thIi tl,lCquy dinh.
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4. Tnich nhi~m clla vien chlrc van thlr, lUll trii'

Vien chuc van tIm, luu tm co tnich nhi~m huang dan cac don vi va can bl) vien chuc
I~p h6 sa c6ng vi~c; giaa nl)p h6 sa, tai li~lI vaa LUll tm Truimg thea dllng quy djnh Clla Nha
nuac.

Ml.Jc4

QUANL~vAS~DVNGCONDAU
Di~u 41. Quail ly COli d5u

I. TruangIPho Phung Wmh chinh T6ng hgp chiu trach nhi~m truac Hi~u truang
vi~c qmin I)', SLrdl,mg can dfru clla Truang. Lanh d(lo dan vi chiu trach nhi~m truac Hi~u
truang vi~c qmin I)' va Slr d\mg can dau clla dan vi (d6i vai dan vi co can dau rieng).

2. Cac can dfru clla Truang DHSPKT TPHCM, can dfru clla dan vi (d6i vai dan vi
co can dau rieng) dugc giao cho vien chuc van thu quan 19 va SLrd\lng. Vicn chuc van
tIm dugc giao SLrd\lng va baa quan can dfru chiu trach nhi~m truac Hinh d(lo CO" quan, dan
vi vi~c qlHin 19 va SLrdl,mg can dau; co trach nhi~m thl,Tchi~n nhfrng quy djnh sau:

a) Can dfru phai dugc baa quan t(li phong lam vi~c Clla vien chuc van thu. Truang
hgp cfm dua can dau ra khoi Truang DHSPKT TPHCM phai dugc Sl,Td6ng Y clla thll
truang CO" quan va phai chill trach nhi~m v~ vi~c baa quan, slr d\mg can dau. Can dau
phai dugc baa quan an toan trang gia cling nhu ngoai gia lam vi~c.

b) Kh6ng giao can dfru cho nguai khac khi chua dugc phep b~ng van ban clla
nguai co tham quy~n.

3. Khi net dau bi mon ho;;ic bi~n d(lng, vien chuc van thu phai baa cao thll truang
CO" quan lam thll l\JC d6i can dfru. Truang hgp can dau bi mat, thu truang CO" quan phai
baa cao CO" quan c6ng an, nai xay ra mat can dfru, I~p bien ban.

4. Khi dan vi co quy~t dinh chia, tach ho~c sap nh~p phai nl)p can dau cli va lam
thll t\lc xin kh~c can dau maio

Di~1I 42. Sii. dt.lIIg COli d5u

I. Vien chlrc van thu phai tv tay dong dfru vao cac van ban, gifry to' clla CO" quan;

2. Chi dugc dong dau vao van ban dung th& thuc va co chiT k9 dung tham quy~n
cua nguai k9 van ban;

3. Dau dong tren van ban phai chinh xac, dung chi~u, ro rang va dung vi tri, trilm
len khoang 1/3 d~n 1/4 chii' k9 v~ phia ben trai;

4. Khi dong dfru van ban da nhan thanh nhi~u ban thi phai co ban g6c co chi! k9
trl,Tcti~p Clla nguai co tham quy~n (trir m<)t s6 van ban da dugc Hi~u truang duy~t mau
va d6ng 9 cho dung chii' k9 scan);

5. Vi~c dong dfru treo Icn ph\! I\lc ho~c danh sach kern thea van ban chinh do
nguai k)' van ban quy~t dinh va dfru dugc dong Icn trang diiu, trum Icn m<)t phiin ten CO"

quan ho~c ten clla ph\ll\!c (danh sach);

6. Dfru giap lai dugc dong vao khm'mg giii'a mep phai clla van ban ho~c ph\ll\!c (danh
sac h), trum len m<)tphiin cac to' giay, m6i dfru khong qua 05 trang;

7. Vi~c dong dau giap lai, dong dfru n6i tren van ban, tai li~u chuyen nganh dugc
thl,Tchi~n thea quy dinh clla Thll truang CO" quan quan 19 nganh;
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8. Nghiem dm vi~c dong d5u kh6ng chi, dong dfru tnrac khi ky d6i vai 15.1 ca eae
lo<)ivan ban;

9. Vi~e su d\lI1g con dfru eua Tnrang va eon dfru clm dan vj trlfc thui)c Tnrang (d6i
vai nhung dan vi eo eon d5u rieng) duge quy djnh nhu sau:

a) Nhung van ban do Truang ban himh phai dong d,1u Tnrang DHSPKT TPHCM;

b) Nhung van ban do dan vi ban hanh trong ph<)m vi quy~n h<)n duge giao ph £Ii
dong dAu elm dan vj do.

Chu'o'ng III

CONG TAcum TRU

M\IC 1
CONG TAc THU TH~P, BO SUNG TAl L1~U

Di~1I43. Ni}p hb so', tai 1i~1Ivao LUll trir Tnrimg

I. Gm bi) vi en chuc phai ni)p h6 sa, tai li~u elm nhung eong vi~c dli k~t thuc vao
Luu Luu tru Tnrang theo quy dinh t<)iDieu 39 - Quy ch6 m'ty.

2. Thl) tI.!Cgiao ni)p

Khi giao ni)p h6 sa, tai li~u ca nhan co h6 sa phai th\rc hi~n cac cong vi~c sau:

a) Hoim chinh h6 sa: ki~m tra muc dQ day du cua van ban, tai li~u trong h6 sa, b6
sung tai li~u eon thi~u, xem xet lo<)ikh6i h6 sa tai li~u h6t gia tr1, s~p x~p van ban, tai li~u
lrong h6 sa lhco trinh tv nh5t djnh.

b) Th6ng ke h6 sa, tai li~u giao ni)p vao"MI.!c lI.!ch6 sa, tai li~u nQp luu" (PhI.! 1\ICVI -
M~u VI.l).

3. Thanh ph an h6 sa, tai li~u nQp luu vao Llru tru Truang bao g6m toan bQ h6 sa,
tili li~u duqc xac dinh thai h<)nbao quan tir 05 nam trey len, trir nhung h6 sa, tai li~u sau:

a) H6 sa nguycn t~c (nhung van ban ph,\p quy huang d~n v€ chuyen man nghi~p
vv licn quan).

b) H6 sa v~ nhung vi~c, vfrn d€ chua giai quy6t xong.

c) Cac van ban, tai li~u khac duqc gui d6 bi6t, d~ tham khao ho~c d~ ph6i hgp IhlfC
hi~n nhlrng khong thuQc lrach nhi~m I~p h6 sa cua ca nhan.

Di~u 44. 1'1111th~p hb 50",tai 1i~1IV:IO Llrtl trii'Tnrimg

Hang nam Luu tm Truang co nhi~m VI.!thu th~p h6 sa, lai li~u da d~n h<)n giao
nQp vao luu lru ea quan, CI.!lh~:

I. L~p k~ ho<)ch thu th~p h6 sa, tai li~u;

. 2. Ph6i hqp vai cac dan vi, can bQ vien chtrc xac djnh nhung lo<)i h6 sa, tai li~u
can giao ni)p;

3. Huang d~n can bQ vien chtrc chu:1n bi h6 sa, tai li~u va I~p "Mvc 1\ICh6 sa, tiIi
li~u nQp luu";

4. 1'5 chuc ti~p nh~n h6 sa, tai li~u: Ki6m tra d6i chi6u giua "MI.!C 1\ICh6 sa, tiIi li~u
ni)p lUll" vai thlfc t6 tai li~u giao nQp viI I~p "Bien ban giao nh~n tai li~lI" (PhI.! lI.!cVI - Mfru
VI.2).

26



Ml.JC 2

CONG TAc CHINH LY, xAc DJNH GIA TR! TAl LItU,
nEu HUV TAl LItU HET GIA TR!

Di~u 45. Chinh Iy tai li~u

H6 sa, tai li~u sau khi thu th(lp vao Luu trii Truong phai du0'c chinh Iy de t\lOdieu
ki~n thu(ln l0'i cho cong tac quan Iy, bao qmin va khai thac sir dl)ng tai li~u. N(>i dung
chinh Iy tai li~u g6m cac cong vi~c sau:

- Phan 10<;1iva I(lph6 sa hoan chinh;
- Xac dinh thai Iwn bao quan cho tung h6 sa, tai li~u;
- Sllp x~p h6 so trang toan kh6i t,ii li~u chinh Iy theo m(>ttrinh l\J nh5t dinh;

- L(lp cong Cl)tra Clru,co sa dii li~u va cac cong Cl)tra Clrukhac;
- L(lp M\ICll)c h6 sa, tai li~u dE nghi 10<;1i(PIW1\lCVI - M5u VI.3).

Di~u 46. Xac djnh gia tri tai li~u

I. Vi~c xac dinh gia tri tai li~u du0'c th\1c hi~n trang cac giai dO\lnsau:

a) Khi hoan thi~n h6 sa d~ giao n(>pvao LllU trfr Truong, ca nhan co h6 so c~n xac
dinh tai li~u co gia tri d~ Itru tnr va xem xetlo;li khai h6 so ban trlmg, ban nhap, bim thao n~u
da co ban chinh (tm ban thilo vE v5n dE quan trQng co ghi y ki~n chi d<;1oClla lanh d\lo
Truong ho~c y ki~n gop y clla cac co quan hiiu quan ho~c ban thao ma nguai l(lp h6 so th5y
dn thi~t phai giii l<;1i);ban Ch\lPvan ban, tai li~u tham khao xetth,ly khong din pluii Itru giii.

b) Sau khi tai li~u dii du0'c giao n(>pvao phonglkho bao qmin tai li~u ella Tnrang,
khi chinh Iy tai li~u, Luu trii Truong dn xem xct gia tri clla tung h6 so m(>tlfin niia, xac
dinh thai h<;1nbao quan Cl)th~ cho tung h6 so va 10\li ra cac tai li~u h~t gia tri, th6ng kc
thanh Ml)c Il)c h6 so, tai li~u dE nghj 10<;1id~ tieu hllY.

c) Khi h6 so dii h~t thai h<;1nbao quan, Luu trii Tmang can danh gia l<;1igia tri clla
h6 so. N~u xct th5y khong dn thi~t phai giii them thi th6ng ke thanh Ml)c Il)c h6 so, tai
li~u dE nghi 10<;1id~ lam thu tl)Ctieu hllY.

2. Vi~c xac djnh thai h\ln bao quan clla h6 so du0'c can cu thco Thong tu s6
09/20 Il/TT -8NV ngay 03 thang 6 nam 20 II cua 8(> N(>iVl) quy djnh vE thai h<;1nbao
qu{m h6 so, tai li~u hinh thilnh ph6 bi~n trang hO<;1td(>ngella cac co quan, t6 chuc, quy
djnh cua cac b(>nganh khac va ella 8(> Giao dl)Cva Dao t\lOvE thai h\ln bao quan h6 so
tai li~u ehuyen nganh.

Di~u 47. Ticu hliy tai Ii~u h~t gia tri

Thu tl)Cxet va tieu huy tai li~u h~t gia tri du0'Cth\1c hi~n nhu sau:

I. LllUtrfr Tmang trinh Hi~u tm6ng h6 so xct huy tai li~u h~t gia trj g6m: Ml)e Il)Ch6
so, tai li~u dEnghj IO<;1i,Bim thuy~t minh h6 so, tai li~u h~t gia trj (Phl) Il)CVI - M5u VIA).

2. Thanh I(lp lI(>id6ng xac dinh gia tri tai li~u.

H(>id6ng xae dinh gia trj tai li~ucUaTruang do Hi~utruong thanh !(lp,thilnhph~ bao g6m:

- Ph6 Hi~u truang: Chu tjeh lI(>id6ng;

- D<;1idi~n Luu trii Tmang: Uy vien, Thu ky H(>id6ng;

- D<;1idi~n liinh d<;1odan vj co tai li~u tieu huy: Uy vien.
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3. H('>id6ng xac dinh gia trj tai li~u Clla Truong hQp, Ifry Y ki~n cac thanh vi en v€
M\lc l\lc h6 sa, tai li~u d€ nghi 10\li, l~p "Bien ban nQi dung cUQc hQp" co dfiy du chfr ky
Clla thanh vicn I-I('>id6ng tham dV cUQc IWp.

4. L?p h6 sa trinh Hi~u truang xcm xct, giri h6 sa d€ nghj 13QGiao d\lC va Dao t\lO
co y ki~n. 1-16sa d~ nghi co y ki~n (ho~c th5m tra) g6m:

- Cong van de nghi co y ki~n (ho~c th5m tra) tai Ii~u h~t gia trj;

- M\lc l\lc h6 sa, tai Ii~u d€ nghi IO\li;

- Ban thuy~t minh h6 sa, tiii Ii~u h~t gia tri;

- Bien ban hQp HQi d6ng xac dinh gia tri tai li~u.

5. Can clr vim ban tra Ioi cua 13('>Giao d\lc va Dao t\lO,HQi d6ng xac dinh gia tli tai lit;u
cua Truong trinh Hit;u tnrang ra quy~t dinh tieu hllY tai lit;u h6t gia tri (Ph\lI\IC VI - Mfru VI.5).

6. Sau khi co quy~t djnh bfrng van ban cua Hit;u truang, Luu trfr Truong t6 chuc
tieu huy tai lit;u h6t gia tri:

- Dong goi tai lit;u h6t gia tli;

- L?p 13icn ban ban giao tai li~u h~t gia trj gifra Truong va nguoi thvc hi~n tieu
huy (Ph\ll\lc VI - Mfru VI.6);

- Thvc hit;n tieu huy tai lit;u h~t gia trj: co thE du<)"ctIl\Ic hi~n t\li co quan bfrng
may xcn gi5y ho~c chuyEn d6n nha may gi5y d~ tai ch~;

- L?p Bien ban tieu huy tai lit;u h~t gia trj (Ph\lI\lC VI - Mfru VI.7);

- L~p va Iuu h6 sa ve vit;c ticu huy tai Ii~u h~t gia trio H6 sa v€ vi~c tieu huy tai
Iit;u h6t gia trj du<)"cbao quan t\li Luu tnr Truong trong thoi h\ln it nhfrt 20 (hai muai)
nam, kE til ngay tai lit;u du<)"ctieu huy.

M\IC 3
BAD QUAN, THONG KE, sCr Dl)NG TAl LItU uru TRtr

Di~u 48. BaD quaD lai Ii~u I1ru Irii'

I. H6 sa, tai Iit;u chua d6n h\ln giao nQp vao Truang DIISPKT TPHCM do cac can
bQ vien chuc co tai li~u tv bao quan va phai dam bao an toan cho h6 sa, lai Ii~u.

2. H6 sa, tai li~u luu trfr d~n h\ln nQp Il1lIpluli du<)"cgiao nQp va bao quan I?p trung
t\li phong/kho bflO qWln tai li~u Clla Truong.

3. Phong/kho bao quan tai li~u phai du<)"ctrang bi dfiy du cae thi~t bj c5n Ihi~t de
dam bao an loan cho tai li~u. H6 sa, tai li~u lrang phong/kho phai du<)"cde trong hQp, dan
nhiin ghi day du Ihong tin de ti~n th6ng ke, ki~m tra va tra cuu.

4. Luu Irfr Truong co nhi~m V\I quan Iy khoa hQc tai li~u Il1lI trfr; kiem tra nAm 56
luqng, ch5t luqng tai li~u.

Di~u 49. ThBDg kc Dha 1IlJ"()'Cv~ 111"11Irii'

I. D6i Ilrqng th6ng ke luu trfr bao g6m: van ball chi d\lo va hlr6ng dfrn nghi~p V\l
cong tac luu trfr; t6 chlrc luu trfr; nhiin 5\1 lam cong tac lUll trfr; thll th?p va 10\li hliy tai
li~u lUll trfr; t6 chlrc sir d\lDg tiii li~u lUll trfr; kho Itru trfr, trang Ihi6t bi dung cho 1l1lltrfr.

2. Ch~ dQbao cao th6ng ke v€ cong tac lint trfr va tai li~lI Il1lItrfr duqc th\rc hi~n nhu sau:

a) Ky h\ll1bao tao: 0 I niim, tinh til ngay 0 I thang 0 I d~ ngay 3 I thang 12 Cllanam bao cao;
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b) Bao cao th6ng ke t6ng hgp vi: Iuu trir Clla TnrcJI1g DI-lSPKT TPHCM gui 81)
Giao d\lc vii Dilo t(lO tnrac ngily 15 thang 01 nam k~ ti~p cua nam bao cao;

c) Vi~c th6ng ke cong Hlc hru trfr thvc hi~n theo bi~u milu ban hilnh kcm theo
Thong tu s6 09/20 13/TT-BNV ngily 31 thang 10 nam 2013 Clla 131)Nl)i V\l quy dinh ch~
dl) bao cao thong ke cong tac van tim, hru trir vii tili li~u luu trir.

Di~u 50. Khai lIIlIC sii' d~lUgtili Ii~u hru trii'

1. D6i tugng v,1 thu t\lC khai thac, su d\lng tili 1i~u luu trfr:

a) Cac ca nhiin dugc phep slr d\lng tili li~u luu trir cua Tnrong DHSPKT TPHCM
vi m\lc dich cong V\I, nghien Clru khoa hQc, lich slr V,ICllCnhu diu chinh dang kh,IC.

b) Can b9 vien chlrc ngoili co quan nghien cuu Hli Ii~u vi Il1\lCdich cong V\l phili
co giay giai thi~u ghi r6 m\lc dich nghien elru tai li~u.

c) Ca nhiin ngoili co quan khai thac slr d\lllg tai li~u vi m\IC dich rieng ph,1i co dan
xin su d\lng tili li~u, chung minh thu nhiin diin ho~c h(\ chi~u.

2. Thdm quyi:n cho phcp khai thllC, slr d\lng t<li Ii~u luu trir

Tnrong DHSPKT TPHCM quy dinh C\l th~ thdm quy~n cho phep khai thac. su
d\lng tai li~u Iuu trfr d6i vai cac tnrong hgp:

a) SU d\lI1g tai li~u luu trir t(li kho hru trir TnrcJI1g.

b) Mang tai li~u luu tru ra khoi kho hru trir Tnrong d~ Slr d\lng trong mrac va
mang tili li~u Iuu trir ra nuac ngoai d~ Slr d\lng (n~u co).

3. Luu tnTTnrimg phili I~p cac s6 sach d~ theo doi, quan ly vil)c slr d\lllg tai li~ulml trir.

Chu'O'ng IV

KHEN THUONG, KY LU~T TRONG CONG TAc VAN THU, LU'UTRU'

Di~u 51. Khen lImo'ng

1. Thvc hi~n nghiem tllC Quy ch~ v6 cong tac van thu, luu tru Ia m(\t tieu chi xct
thi dua, khen thuang d6i vai dlc dan vi va can b(\ vien chuc trung toiln Tnrcmg.

2. Phong Hilnh chinh T6ng hqp chu tri ph6i hgp vai Phong '1'6 chuc Call b(\ va cac
dan vi lien quan, dinh ky hilng thang ho~c hang nam co nhirng t6ng hgp, danh gia chat
lugng thvc hi~n cong tac van tim, luu tru cua TnrcJl1g DHSPKT TPHCM.

3. Nhung t~p th~, dan vi, ca nhiin co thanh tich xu at sAc trung vi~c tl1\fc hi~n Quy
ch~ cong tac van tIm, luu tru se dm;re Hi~u tnrang xem xct t~ng thuang theo quy dinh.

4. Khuy~n khich va xct khen thuang d6i vai cac dan vi, ca nhiin co dong gop d~c
bi~t trong cong tac Iuu trir; suu tfrm, cung cap cac tili li~u luu trii quy hi~m, co gia tri d~c
bi~t, dl!gc l-I(ii d6ng xac dinh gia tri tai Ii~u cua Truong DHSI'KT TPHCM xac nh~n.

Di~u 52. Ky hl~t

Cac dan vi, ca nhiin vi ph\lm v~ cong tac van thl!. luu trii, tily theo mtrc d(i vi
ph(lm se bi xlr Iy ky lu~t, xlr ph(lt hanh chinh ho~c truy Clru tdlch nhi~m hinh S\I theo cac
quy dinh hi~n hanh cua phap Iu~t.W~

~ ~~"""0Y-Hl)1}/" ,.
TRUONG . ~

,:; tJAI He': ~-IJPHAM '
-~ 'K\'ir.ll,~T I

~

TP. HO CHi MINH cA'"
,CJ@. * " ..IS. 06 Van Dong



20-25 mm 1 111
••

I 2 I I 1 r
I

1 3 1 I 4 I
I

1 I II 5b 5a
I

I lOa 1 I 9a 1
I

I 10 10
I 1

~
30-35 mm .I 6 :::~:::

, .,1 0
C'l,
'r>-

1 7a
II9b -\

113 8 1 7c I I, /

I 7b I

i
.1 14

20-25 mm



Ghi ehu:
6 s6
I

2

3

4

5a

5b
6

7a, 7b, 7e
7a

7b
7c

8

9a,9b
9a
9b

IDa
lOb

II

12

13

14

Thanh ph~n th~ thu"Cvan ban

Quf>c hi~u

Ten co quan, t6 chlrc ban himh van ban

sf>, ky hi9U cua van ban

Dia danh va ngay, thang, nam ban himh van ban

Tcn 10(li viI trich yEu ni)i dung van ban

Trich yeu ni)i dung c6ng van hanh chinh

Ni)i dung van ban

Chuc V\I, h9 va tcn, chii' ky cua nguai co thfrm quy~n
Chlrc VI);

H9 v,i tcn;

Chii' k)'.

Dfru ella co quan, t6 chuc

Noi nh~n cua van ban
Kinh gtri

- Noi nh~n

DAu chi mlrc di) m~t

DAu chi mlrc di) khan

DAu thl! hai va chi dfin v~ ph(lm vi luu hanh (neu co)

Chi dfin v~ d\f thao van ban

Ky hi~u nguai danh may va sf>Itrgng b,in phat hanh (neu co)

Dia chi Truang ho~c dia chi dan vi, t6 chlrc thui)c TruiYng (don
vi chu tri sO(ln thao van ban); sf>di9n tho(li, sf>Fax; Website; dia
chi E-Mail.
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S Thanh ph~n th~ thlrc Cu'
Vi dll minh hoa

T Vllchi tiBt trinh bay Lo:.ti chii' chii'
Ki~1Ichii' Phong chii' Unicodc: Timc Ncw Roman

Co'
T chii'
'I' (2) (3) (4) (5) (6) (7)
I Quoe hi~u

-
- Dong tren In hoa 12-13 Dung->.i~~ CQNG 1I0A xi\. II()I CIID NGlliA V{tT NAl\I 12

-
- Dong duai In thmyng 13-14 _ Dung, d~m __ Di]c l~p - Tt.r ~_()- H:.\Ilhphllc 13- --- ---

-
- Dong ke bcn duai

•2 Tcn cO'quan, to ehuc
- Ten cO'quan I3Q(co quan ehii In hoa 12-13 Dlmg 130GlAO Dl)C VA DAD 1'1\0 12

--- gm'tndr trcn) -- -- --- --------,---
TRU'ONG D~I HQC sTf PH~M KYTHiJ~ i---- Ten cO'quan, to ehlre In hoa 12-13 Dlmg, d~m 12

- THANH PHO HO CHi MINH-

---
- Dong ke ben duai-,-- - •.•._-_._-_._---- --- -- -,------------,.,--- -_._---_ .._-

3 So, ky hi~u ella van ban In thuimg_ 13 Dung So: 03/QD-DHSI'KT 13
4 Dia danh va ngay, thang, nam In tlmimg 13-14 Nghicng TP. flb Chi Minh, ngay 10 lluing 02 nam 2014 13
ban hanh van ban- Tcn-1o~iv~-i-ri~hY~~~~Qidung

------ ------- ---- ----------- - ---.---_.- . -----.--
5
--- ._'; .__ .•._- ----- -
a 80i vai van ban co tcn 10\1i
- Tcn 10f,livan ban In hoa 14 Dun" dam QUYETD!NH 14
- Trich y6u nQi dung

____ l:?.' • ,- -------,------- .. -----
In thuimg 14 Dlmg, d~m Ve vi~c Ihllnh I~r H(ii dong luyen sinh ... 14

- - Dong ke bcn duai
b D6i vai cong van
'Irie~x~u nQi dung ___

._-- ----
In thuang_ 12- I3 Dlmg V/v Nfll1gbile luang nam 200 ... 13

---"" --,~-----~--
6 NQidung van ban In t1111ang 13-14 Dung Trong eong t{ICchi df,lo... 14



'I (2) (3) (4) (5) (6) (7)
a Gom philn, chuang, m\lc, dieu,

-- khmin, di~m
- ----- -_.- ----

- Til "ph5n", "chuang" va 56 thu
t\I cua philn, chuang In thuang 14 Dung, d~111 Phiin I C lul'()'J1 g I 14

-
- Tieu d~ cua ph.}n, chuang 14In hoa 13-14 Dung, d~m QUY DJNH CHUNG QUY HJNH CHUNG- --
- Til "nwc" v,i 56 thu 1lJ In t1urang 14 DunI?2~~~~_ Muc 1 14

- -~Ti~u d~ cua lTIl,IC ------------ - ---
GIAI THIeR TV' NGU'In hoa 12-13 Dung, d~m 13

- -.
Di&~ 1. Ban sao van ban 14- Dieu In thuang 13-14 Dung, d~m

- Khmin In thuimg 13-14 Dung 1. Cac hinh thuc ... 14
- -, --,

- Diem In thuimg 13-14 Dung a) Doi v6i .... 14
- G6~nph5n, m\lc, khofm, di~111b- --~---. ---_. x .•.•.

- Til "philn" va so thu 1lJ In lhuang 14 Dung, d~m Phan I 14
-

TINH HiNH THUC HIEN NHIEM VU ... 14- Tieu de cua philn In hoa 13-14 D(rng, d~m . . ._-_.
- So thu t\I va tieu de cua I11\lC In hoa 13-14 Dung, d~m I. NHU'NG KltT QUA ... 14
- Khoan:

- - -
Tnrang hqp co tieu de In thuimg 13-14 D(rnl?' d~m 1. PIH,IIllvi va dai hrSrng all dl,l.!!g 14
Truang hqp khong co tieu d~ In t1urang 13-14 Dung 1. Quy~t djnh nay co hi~u l\Ic thi hanh k~ til ngay ... 14,- ~--

a) D6i v6i .... - -- Diem In thuang 13-14 Dung 14
7 Chuc V\I, 119ten cua nguai ky
-- --, -

~ KT. lIl"U TRU.(jNC- Quyen h(m cua nglrai k~ In hoa 13-14 Dung, d~m 14- Hr\':U JRU'ONG ---- _ PHO H1~U TRU'ONG
----

- Chuc V\I cua nguai k~ In hoa 13-14 Dung, d~m 14
- IIQ len cua nguai ky In thuang_ 13-14 Dung, d~m N~ycn Van A Tran Van B 14

8 Nai nh~n ,
14a Til "Kinh gfri" va ten co quan, to In thuang 14 Dung

ch(rc, ca nhan -------
- Gtri l11(ltnai Kinh gui: 8(> Giao d\lC va Bao t\lO 14
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Truang; s6 di~n Iho;li, s6 Fax;
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- Tir "Nai nh?n"
- Ten co quan, 16 Ch(IC, ca nhiin
nh?n van bim, ban sao

9" Ddu chlmuc dQ kh,1n

(1) (2)

- Gui nhicu nai

---.-,
10 Chi dan vc plu.uTIvi luu hanh

Tl Chi d~n v~ dlJ thao van ban

Website: wW\\'.hel11ute.edu.vn; E-l11ail:dhspkt@hel11ute.edu.vn
14 Ph\! 1\ICvan ban

- Tir "l'h\!I\IC" va s6 Ihu 1\1 clm
ph\ll\!c=~Ticu d~ cua ph\! I\l~._._o-=
- Dong chi! phia du6'i

15 S6trang
16 Hinh Ihuc sao

In Ihuang
In hoa

In Ihuang
In IImang_
In hoa

14
13-14
13-14
13-14
13-14

Dung, d~m Ph tI [uc I- __ • __ t _

D(rng, d~m nANG cuD' vutT TAT
Nghieng --- ::--"(i<:e,;-;;heo'Q!!y'ildjl/h:;6, , . (OD-DHSl'i<:Y;lg!JJ' .. .)
O(rng 2,7, 13

Dung, dam SAO Y BAN CHiNII, TRicH SAO, SAO LUC

14
14
14
14
14
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STT Ten lo:;ti van biin Chil' vi~t tat ghi ky
hieu van ban

I Nghi quyet NQ
2 Quvet djnh QD
3 Quv chi: QC
4 Quv dinh QvO
5 Thong bao TB
6 Hutmg d5n HO
7 Chuang trinh CTr
8 Ke hO(lch KII
9 PhuO'ng an PA
10 O~ an f)A
II O\r an OA
12 Bao cao BC
13 Bien ban BB
14 To trinh ITr
15 Cong van
16 Ban ghi nh& GN
17 Ban cam k~t CK
18 Ban thoa thu~n TTh
19 Gifrv chUng nh~n CN
20 Giay uy quyen UQ
21 Giay moi GM
22 Giav gi&i thieu GT
23 Giay nghi phcp NP
24 Gifrv bicn nh~n ho sO' BN
25 GifrYd~ nghj GON
26 Cong I~nh CL
27 Phicu giri PG
28 Phicu chuv~n PC
29 Ban sao v ban chinh SY
30 Ban trich sao TS
31 Ban sao I\lc SL

Ghi ellIl:
Van ban Ihu9C /o(li cong van khOng ghi len (ev) nlnr cac win ban co ten/o(li khac



.-=~

~

~G VA',
~. '"
1R\lbN0;~\

'0 "r <,'~tI~ti\'0\
llf..\tI",,,u, '. ) Ph I IV,< . ',' lUI>" l} \Ie

'0 K~6~l1i~\l\I1.l.~VIET :rAT T~N cAc DON V! THUQC TRUONGJP. (. 'm leo QI/yet ainh s6)05.2/QD-DHSPKT ngaytJy tlulngil- nam 2014
, 11 * . Hifl/ tnro'l1g Tnrong D{li h(Jc Sir ph{1m Ky thl/I)t TP. N6 Chi Minh)

TT Ten do'n vi ChiI' vi~l l~l

I I'hong Cong t,ic hQc sinh sinh vicn CTHSSV

2 Phong 8110 l(lo DT

3 Phong 8110 l(lOkhang chinh quy DTKCQ

4 I'hong Dam bao chat Itrgng DnCL

5 Phong Himh chinh T6ng hqp HCTH

6 I'hong K~ hO(lch Tai chinh KHTC

7 Phong '1'6 chuc Can b6 TCCB

8 Phong Thanh tra giao d,IC 'ITGO

9 Phong Thi~t bi V~t tu TBVT

10 Phong Quan trj chi~n Itrgc QTCL

I I Phong Quan Iy khoa hQc Quan h~ qu6c t~ QLKH

12 Phong Quan trj va qUan Iv dv an QTOA

13 Phong Quan h~ cong ch{mg va doanh nghi~p QHDN

14 Ban Quan Iv kv tuc xa KTX

15 TIm vien TV

16 Tr(lm Y t~ YT

17 Khoa Cang nghe thong tin CNTT

18 Khoa Co khi ch6 t(lOmaY CKM

19 Khoa Co khi di)ng Ivc CKD

20 Khoa Cang nghe may va ThiYi trang CNM

21 Khoa Cang nghe hoa hQc va Th,rc ph am CNIIH

22 Khoa Di~n - Oien tu DDT

23 Khoa Dao t(lOchat luqng cao DTCLC

24 Khoa In va truy~n than.2, IN

25 Khoa Khoa hQc co ban KIICn

26 Khoa Kinh t~ KT

27 Khoa Lv lu~n chinh trj LLCT



28 Khoa N!!o<,lin!!u NN

29 Vi~n Su pl1<,lmKy thu~t SPKT

30 Khoa Xav dvn!! va Ca hQc Un!! d\m!! XO

31 T<,Iochi khoa hoc !!iao d\lc kv thu~t GOKT

32 Tnran!! Trun!! hQc Ky thu~lllwc himh THKTrH

33 Tnm!! tam Vi~t Olfc TrVD

34 Tnm!! tam Hgo tac dilOt<,lOqu6c t& HTDTQT

35 Trung tam Tin hoc TITH

36 Trun!! tam NgO<,lingu TTNN

37 Trung tam Ky thu~l t6ng hgp KTTH

38 Tnm!! tam ElilOlao n!!~n 11<,In OTNH

39 Trun!! lam Nghien ctl'll va Chuv~n giao cong ngh~ CGCN

40 Trung lam djch V\l sinh vien OVSV

41 Trung lam lhong lin may linh TTMT

42 Trung lam hUOng nghieo va dilO lao Viel Nhat TTVN

43 Trun!! lam Han ngu hoc Dong A-UTE TTHN

44 Trung lam Nghien Cll'llnang lugng tai 1<,10 NLTT

45 Trung lam O<,lyhoc s6 OHS

46 Tnlll!! tam nghien Clm va chuv~n !!iao cong ngh~ xav d\rn!! CNXD

47 Trung tam Ky lhu~t va cong ngh~ moi tnrang CNMT

48 Tnlll!! tam Ttf van thi&t k&,ch& 1<,10lhi&t bi cong nghi~p TBCN

49 Tnmg tam Cong ngh~ cao CNC

50 Tnlll!! tam tu van - dao tao kinh 1&ung d\lng KTUO

51 Tnlllg tam B6i dUCmgng~n h<,ln BONE

52 Trung tfun Nghien Clrutam I" hQc d<,lvngh~ va khoa hQc giao d\lc KIlGO

53 Trung Him Dao t<,lOsau d<,lihQc ElTSDIl

54 Trunll tam Dao t<,lOd<,lihQc ElTDH

55 Trunll tam Ouan h~ ci)ng d6ng va phM tri~n ngu6n nhan Ivc PTNNL
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A. Mau Irinh bay van ban hilllh chinh

Mau s(~V.I

Milu 56 V.2

Milu s6 V.3

Milu s6 VA

Milu 56 V.5

Milu s6 V.6

Milu s6 V.7

Milu 56 V.S

- Nghj quy~t (ea bi~t)

- Quy~t djnh (tr\Ic ti~p)

- Quy~t djnh ban himh ho~e phe duy(:t 1119tvan ban khac (quy eh~. quy
djnh, ... )

- Milu quy eh~, quy djnh (ban himh kCIl1theo quy~t djnh)

- Milu van ban khac (dugc ban himh ho~e phe duy(:t kel11 theo quy~t
dinh)

- Cong van himh ehinh

- Cae hinh thlfc d6i vai viin ban hanh chinh co ten IO\li nlm: th6ng Mo,
k~ hO\leh, d~ an, phuong an, bao eao, tiJ trinh, V.v...

- Milu bien ban

B. Mau Irinh bay b:in sao van ban

Milu 56 V.9 Milu ban sao viin ban



TEN CO QUAN c!-Il) QUAN (I)
TEN co QUAN, TO cm:rc (2)

S6: /NQ- ... (3)

IIJall s6 v. J
C(>NG BOA xA H(>I CliO NGHiA VIJ1:TNAM

Dgc I~p - TIl do - H:.mh phllc

TP. f/6 Chi Minh. ngay thang nam 20..

NGHIQUYET

...................... (4) .

THA.M QUYEN BAN HA.NH

Can clr .

•• •••••• •••••••••••••• • _ •••• 0" ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• ,

Can cu .

... ,

QUYET NGH!:

D i~u 1. . (5) .

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

f) i~u .

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

No'i II"~II:

................ ,
- Luu: VT, d<Jllvi so,)n thao.

QUYEN H~N, CHlj'C Vl) COA NGUOl KY(6)

("1 ten, dong dfiu)

HI} va ten

Chi Ch'l:
(I) Ten co quan chu qmin

(2) Ten co quan, t6 chuc ban himh ngh! quy6t

(3) Chii' vi6t Ifrt co quan ho~c 16 chuc ban himh nghi quy6t.

(4) Trich y~u, nQi dung nghi quy~t.

(5) NQi dung ngh! quy~t.

(6) Ghi quy~n h,m, chlrc V\l cua nguai ky van bim.

2



J'!'liill s6 J~2

BO GlAO D\)C vA DAO TAO CONG 1I0A xA II()I CliO NGlliA VIJ;:T NAM
TIufOl\'G DAI HQC SUOI'lIt~j\1 KY TIIUt~ T Di}c I~(l- '1'1)' do - H:.tnh (lhiIC

TIIANH PHO HO Clli MINH
TP. Hb Chi Minh, ng[l)' Ihill1g mlm 20 ..

s6: /QD-DHSPKT(*)

QUYETDJNH

V~ vi~c (1) .

HII]:UTRUONG TRlfONG D~I HQC SUoPH~M KY nm~T '1'1'.HO CHi MINH

Can Clr (2) .

.................................. ."
Can elf .

Xct de nghi ella ,

QUYET D!NH:

D i~II 1•..............................................(3) .

Di~II . .

... ..1.

Nlfi nll{in:

................ ,
- Llru: .. " dan vi so~n thao.

QUYEN H~N, cm)'c Vl} CllA NGUOI KY(4)

(ky ten, d6ng d5u)

HI} va ten

Glli ell/I:

(*) Quy€t dinh himh chinh, khong ghi nam ban himh gilTa s6 va ky hi~u ella van ban.

(1) Trich y~ul\()i dung quy~t dinh.

(2) Neu cac can Clr trlfc ti€p d~ ban hanh quy~t djnh.

(3) NQi dung van ban.

(4) Ghi quy~n h;m, chlrc V\l cua nguai ky van ban (vi d\l: Ph6 Hi~u truang uugc giao ky thay
Hi~u truang thi ghi chfr vi~l t5t "KT." vao truac Chlf "HInU TRVdNG", ben dmJi ghi chfr
"PHO IIII;U TRVdNG", ... )
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I Mall sa v:J I
s(> GlAo DI)C vA oAo TAO C(>NG HOA xi\. 1t(>1 CUU NGliiA VII~T NAM

TIW'ONG DAIHQC SU'I'IIAM KY TUU~T Di}c I~p - T\I' do - Hl.lnh phllC
TItANII PHD liD cHi MINII

TP. H6 Chi Minh. ngay thang niim 20..
S6: IQD-DHSPKT

QUYETD1NH
V6 vi~e ban h:mh (I) .

HIJ):UTRUONG TRU'ONG DAIIIQC SU PHAM KY THU~T TP. HO CHi MINH

Can cu (2) .

.... ,
Thea d~ nghj clla .......................................................................................................•

QUYET DINH:

Di~u I. Ban himh kern thea Quy~t dinh nay .

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

Di~II •.•........................................................................................................................

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

No'i nh{ln:
•••.......... ,
................ ,

- Luu: ... , don vi so~n thaD.

QUYEN HAN, cntrc VI) CVA NGU'OI KY(4)

(ky ten, dong dau)

HQ va ten
Ghi ellll:

(I) Ten ella quy ch~ (quy dinh) duQ'c ban hanh.

(2) Cac can cu tIVc ti6p d~ ban himh quy~t dinh.

(3) N(ii dung clla quy6t djnh.

(4) Ghi quy~n lu.m, chuc V\I clla nguai k'Yvan ban (vi d\l: Pho I-li~ll tmang duQ'c giao ky thay
lIi~ll tmang thi ghi chi'r vi6t t5t "KT." vao trmJc chi'r "HIeU TRVONG", ben duai ghi chi'r
"PlIO H1$U TRVONG", ... )
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MlYU sa VA
80 GlAo Dl)C v A ElAo T.0.0 CONC 116A XA 1101CHU NClliA VI!):T NAM

TRU'ClNG D.0.IIIQC slf PHJ;\M KY TIIUJ~T DQc I~Jl- Til do - Hl)nh phuc
THANH PHO 110 CHi MIl\'1I

QUY CHlt (QUY DINH)
..... (1) .

(Ban hanh kell/ thea Quydt ainh s6 ../QD-DHSPKT ngay thang ... nlill/... elia ... .)

Chlro'ng I

QUY DINH CHUNG

D i~U 1. . .

Die II .

Chu'o'ng ....

Di~u

Die II ••••........................................................................................................................

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

QUYEN Hi;\N, cmJc VI) CVA NGU'O'I IN(2)
(kY ten, dong d5u)

HI] va ten
Ghi ellIl:

(*) Miill nay ap d\lIIg d6i voi quy ch~, quy dinh dugc ban hanh kem theo quy~t djnh, b6 C\lC
co th~ bao g6m chuang, m\lC, di~lI, khmln, di~m.

(1) Trich y~1InQi dung cua ban quy ch~ (quy dinh).

(2) Ghi quy~n 11\In,cht'rc V\l cita nguai ky van bim (vi d\l: Pho IIieu tnrang dugc giao k)' thay
IIieu tnrang thi ghi chfr vi~t tftt "KT." vao tmoc chfr "IIII;U TRUONG", ben duoi ghi chit
"1'1-10 I-III;:U TRUONG", ... )
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l'1'lall sa V.5

B(:>G1AoDVC vA DAo T~O C(:>NGHOA xA II(:>ICIIU NGHiA VI~:T NAM
TRU'ONG DJ),IIIQC SU'I'IIJ),M KY TIIU~T oQc I~p - T\]' do - H:Jnh phllC

THANH I'HO HO CHi MINH

TEN LO~I VAN BAN (1)
.............................. (2) .

(Ban hill1h (phe dllyM kim! thea QlIyit dinh s6 ../QD-DHSPKT
ngay thang nam 20 elia .)

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

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

QUYEN H~N, CHUC VlJ CVA NGUOl KY (4)
(ky ten, dong d5u)

HQ va ten

Glli dill:

(*) Mau nay ap d\ltlg d6i voi cac van ban dugc ban hanh ho~c phe duy~t kern theo quyEt
djnh nhu chuang trinh, kE hO:Jch, d~ an, phuong an ...

(1) Ghi ten IO(livan ban dugc ban Mnh nhu chuang trinh, kE hO(lch, d~ an, phuong an ...
(2) Trich yEu nQi dung van ban.
(3) NQi dung van ban.
(4) Ghi quy~n h(ln, chilC Vl,l cua nguai ky nhu t(li quyEt djnh.
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I Miill sa J~6 I
130 GIAo Dl)C vA BAa TAO CONG HOA XA HOI CHi) NGHiA VIJ;:T NAM

TIUfONG DAI lIQC SU PHAM KY THU","T D?c I~p - '1'1.1' 00 - Hl.lnh philc
THANII PlIO IIO CHi MINII

TP. fib Chi Minh, ngay thang nam 20..
S6: IDHSI'KT-oon vi 50(ln th{1O

V/v (I) .

Kinh gui:

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

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

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

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

Noi nhrln:
- Nhtr tren;
- (4) :

- Luu: VT, dan vi so~n IhilO.

QUYEN H~N, CHI:rC Vl) CVA NGU'O) KY (5)
(ky len. d6ng miu)

Glli ell/I:

(I) Trich yeu nqi dung cong vim.

(2) Ten co guan, t6 chirc, ca nhan c6 tntch nhi~11lgi,li guyet cong vi~c;

(3) Nqi dung cong van.

(4) Ten co guano 16 chirc, ca nhan, ph6i hqp, bao cao va luu ghi a I1l\lC"Noi nh~n".

(5) Ghi guy~n h(ln, chirc V\I clla nguai ky van b{m (vi 0\1: Ph6 Hi.;u tnrong duqc giao k)' thay
) Ii~u tnrang thi ghi chfI viet tiit "KT." vao tnrac chfI "I lIeU TRVONG"; Truong phong ky
thira 19nh thi ghi chfI vietliit "'1'1." vao truac chlr "HmU TRVONG"; truang hqp ky thira uy
guy~n thi ghi chfI vi~t tiit "TUQ:' vao tmac chfI "HII3u TRVONG"; truang hqp cap ph6
cua Tnrong dan vi 50(ln thao duqc giao ky thay thi ghi chfI viet tiit "KT." truac chirc danh
cua Truong dan vi 50(ln tMo, ... ).
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I Mall sa V. 71
sO GIAO Dl)C VA DAO T~O CONG 1I0A xA 1101 CHU NGHiA VII~T NAM

TRUONG l)i~1 HQC su' I'H~M KY TIIU~ T Di}c ltip - T~r do - H~mh plll'ic
THANH 1'110 IIO ClIi MINII

S6: ../..(1 ) ..-DHSPKT
TP. f!6 ChiMinh. ngay tluing nom 20..

TEN LO~I VAN BAN (2)

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

K' h ..In gU1: .

.............................................. (4) .

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

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

- Luu: VT, dan vi so~n thao.

QUYENH~N,cntrc VV CVA NGu'OIKY (5)
(Ky ten, dong d5u)

IIQ va ten

Glli ellll:

(*) Milu nay ap dt,mg chung d6i vai da s6 cac hinh thirc van b,'in h,lnh chinh co ghi ten 10\Ji
Cl,l th~ nhu: thong bao, chutmg trinh, k~ hO\Jch, d~ an, bao cao, ta trinh v.v ...

(1) Chii vi~t tfit ten 10\Jivan ban.

(2) Ten 10\Jivan ban: thong bao, chuang trinh, k~ hO\Jch, d~ an, phtrong an, bao cao, ta trinh,
v.v ...

(3) Trich y~u nQi dung van ban.

(4) NQi dung van ban.

(5) Ghi quy~n h\Jn, chirc Vl,l cila ngtrai kY van ban (vi dt,l: Pho Hi~u tmong dtrgc giao kY thay
Hi~u tmong thi ghi chii vi~t tfit "KT." vilO truac chii "HIeU TRUONG"; Tnrong phong ky
thira I~nh thi ghi chii vi~t tfit "TL." vila tmac chii "HmU TRUONG"; tmang hgp ky thira uy
quy~n thi ghi chii vi~t tfit "TUQ." vao tnrac chii "HmU TRUONG"; tmang hqp c5p pho
cila Truang don vi sO\Jn thao dtrgc giao ky thay thi ghi chii viet tfit "KT." tmac chirc tlanh
cila Truong don vi sO\Jnthao, ... ).
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B(:>GlAo Dl)C VA BAo TAO
TIUfOi\"G I>~\I IIQC SU ""AM KY TIIUj~T

THANH "HO liD cHi MIi\"H

S6: IBB-DHSPKT

Ml1u s6 v.s
C(>NG IIOA xA 11(>1CHU l\'GHiA VI!!:T NAM

D(lc I~p - T\I" lIo - H~nh phllc

TP. H6 Chi lv/inh, ngay thang nom 20..

BIEN BAN

ThiJi gian bat lIfiu: .

Dia diem: .

Th,lnh ph5n tham dv:

Chil tri: .

Thu ky: .

N(>idung (thea di~n bi~n eu(>e h9p/h(>i nghj/h(>i thao): .

Cu(>e h9P (h(\i nghjlh(\i thao) ket thue vao lue ..... giiJ ..... , ngay ..... thang ..... nam
.... ./.

THU'KY
(Chii' IcY)

HQ va ten

- LlfU: VT. h6 so don vi.

CHUTQA
(ky ten, dong d6u (niu co))

HQ va ten
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I Mall sa 1--:91
80 GIAO Dt,JC vA DAo Tc\O C(>NG UOA xi\. 11(>1CliO NGUiA VII;:T NAM

TRUONG l)~1 IIQC SU PIlc\M KY TIIU~T Di}cI~p - 1'\1' do - H~nh phuc
TlIANlI PliO 1I0 Clli MINH

TP. fib Chi Minh, ngay thang nam 20..
S6: IQD-DHSPKT

QUYETDINH

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

Nui ""(1":
..............

- Luu: VT .

TRU'ONG~~ HQC~U~H~M. KYTHU~T
THANH PHO HO CHI MINH

S6: .. .1... (2)

Nui ""ij":

QUYEN H~N, CHUC VlJ CVA NGUOI lIT
(Chfr ky, dfru)

HI! va ten

HiNII THUC SAO (1)
TP. fib Chi Minh, ngay thang nam

TL. H1l):u TRUONG

TRUONG PHONG HANH CHiNH TONG HQl'
(ky len, dong dfru)

Triin Viln A

- Lt!U:VT, dun vi sao.

Ghi ellll:

(1) Hinh lhirc sao: sao y bim chinh, lrich sao ho~c sao l\lc.

(2) K)' hi~u hinh lhlrc sao

10



Mau s6 Vl.l - M\IC 1\ICh6 sa, lui li~u nOp lUll
Mall s6 Vl.2 - Bien ban giao nh~n lili li~lI

Mall s6 VI.3 - M\lc I\lCh6 sa, lui li~lI d~ nghi IO\li

Mall s6 VI.4 - Ran lhlly~l minh h6 so, lui li~lI h~1 gia Irj

Miill s6 Vl.5 - Quy~1 dinh liell huy lui Ii~u h~l gia Irj

Mau s6 Vl.6 - Bien ban bun giao lui li~lI h~1 giil Iri

Mau s6 VI.7 - Bien b,ln liell huy lui li~lI h~1 gia Iri.



I Milll sa VI.I I
MAu Ml)C Ll)C HO so, TAl LItU NOr LU'U

TEN Cd QUAN
TENDON VI

CQNG HOA xA HQI CIID NGHiA VIJ::T NAM
Di)c I~p - TI.r do - H,lnh phllc

TP. /-/6 Chi Minh. ngay thang nam .

Ml)C Ll)C HO SO, TAl LII):UNOr LU'U

STT Ticu o~h6 so' Tho'i gian Tho'i h~n Ghi chlltiIi li~u bao quan

(I) (2) (3) (4) (5)

T6ng cQng ban M\lc l\ICnay co: (vi~t b~ng chfr) h6 sa.

Ngay thang nam .
HQ tcn, ch.rc V\I, chii' ky
cua LITU trfr Tnrirng

Ngay... thang ... nam ....
HQ tcn, chu'c V\I, chii' ky
ciia lanh d~o do'n vi

llmll1g dilll each ghi CllC c{Jt:

(I): Ghi th", t\l' s6 h6 sa, tai li~u nQp vao Luu trfr Trtrcmg b~ng chfr s6 A r?p bfit
dau tiT s6 I d~nh~t;

(2): Ghi thco ten cua tieu dE h6 sa dii duQ'c vi~t len bia h6 sa ho~c ghi tom tfit nQi
dung cua h6 sa;

(3): Ghi thai gian cua tai li~u co trang h6 sa, vi d\l: 2008 ho~c 2008-2009;
(4): Ghi khoang thai gian ciin thi~t d~ luu gifr h6 sa tlnh tir kIli c6ng vi~c k~t thllC

d~n khi h6 sa h~t ghi tr! (vTnhvi~n ho~c tinh b~ng s6 nam ql th~);
(5): Ghi nhfrng d~c di~m dang chu y vE hinh thlrc cung nhu nQi dung cua tai li~u

co trang h6 sa.
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1 ill/ill s6 VI.2 I

MAU BIEN BAN GIAO NH~N TAl LIJ!:U

TENCOQUAN CQi'\G HOA xi\. 11<)1cHi; NGlliA VI~T NAM
Di}c I~p - TV' do - Httnh phllC

TP. H6 Chi Minh, ng(IY thang nalll .

BIEN BAN GIAO NH~N TAl LI~~U

D~I DII):N BEN NH~N
(Ky len. ghi I'a hI! vii len)

Can clr Di~u 12 Lu~t Luu trii 56 01120 ll/QI-I 13 ngay 11/11/201 1;
Can cu Quy ch~ cong tac van thu, lUll trlr ban hanh kem theo Quy~t dinh

s6 ngay thang nam clla Truong f:)j-ISPKTTPHCM;
Can clr (chuang trinh cong tac, k~ hO\lch thu th~p tai li~u ),
Hom nay, ngay ... thang ... nam .... t\li Truong DIISPKT TPHCM chlmg toi

gom:
Bcn giao: (Tcn dan vi nOp tai lit;u)
Dtti di~n: 1. Ong (ba): .

Cl ' • .mc V\I cong tac: .
2. Ong (ba): .
CI . • ,mc V\I cong tac: .

Bcn nh~n: (Luu tru Truong)
D\li di~n: 1. Ong (ba): .

Cl . , .mc V\I cong tac: .
2. Ong (ba): .
Ch' , .uc V\I cong tac: .

Th6ng nh.1t I~p bicn ban giao nh~n tai li~u v6i nhung nOi dung nhu sau:
1. Tcn kh6i tai lit;ll giao n(\p: .
2 Th'" ." I". aI gwn Clla tal Il;U: .......•.•.•.•.•.•...•.•..•.•..•.............•.•.•.•....

3. S6 Im;mg tai lit;u:
- T6ng 56 h(\p: .
- T6ng 56 h6 sa: Quy ra met gia la: met

4. Tinh tr\lng tai li~u giao n(\p: (mo ta t6m t~1 v~ tinh tr\lng ella kh6i tai li~u nOp
lUll nhu muc di) phfm lotti, I~p h6 sa, tinh tr\lng v~t Iy clla tai li~u).

5. Cong C\I tra clm: M\lc l\lc h6 sa, tai li~u n(\p luu (t6ng 56 trang).
Bicn ban nay dugc l~p thanh hai ban, bcn giao va bcn nh~n m6i bcn giii 0 I (m(\t)

ban co gi,\ Irj nhu nhau.l.

D~I DII):N BEN GIAO
(Kf'lim ghi I'a hI! I'll ren)

Uinh (1~1Odo'n vi
(Clu'rc I'll, chii' kY, h9 len)

(Uinh dtto Phong Hanh chinh T6ng hl}'p)
(Chll'c 1'(1, chao kYo hI! len)
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I Mflll sO VI.3!

MAu Ml}C Ll}C 1-10sa, TAl L1~U DE NGI-Il LOJ;\I

Ml}C Ll)C 1-10so, TAl L1tu mt NCB} LO~I
Phong (Kh5i) tiJi li~u: .

B6 s6 T~p s5 Ticu d~ hb SlY ho~e t~p tiJi li~u Ly do huy Ghi eho

(I) (2) (3) (4) (5)

Hmlng (/ljn c{ich ghi:
Phong (kh6i) tai li~u: Ghi ten phong ho(ic kh6i tai li~u
(I): Ghi thu tv cae b6 (ci.ip) tai li<;u.S6 tht1 t\1 dl1Q"cghi licn t\lc' cho InQt phong

(ho(ie kh6i) tai li~u.
(2): Ghi s6 thu tv h6 sO" hoi.ict~p tai li~u h~t gia trl trang tung b6 (c(ip).
(3): Ghi tieu d~ Clla h6 sO" ho(ic tai li~u het gia trio Ticu d~ tai li~u het gia tri phai

phan anh het nQi dung tai li~u ben trang.
(4): Ghi Iy do huy tai li~u nhl1: h~t thai h\ln bao quan; bi bao ham (d6i v6i k~

hO\lch, bao cao thang, quy ma dii giu bao cao 6 thang ho(ic nam); tn'mg; tai li~u bi rach
nat khong con kha nang ph\IC h6i; ban nhap; tu li~u tham khao; ban ch\lp ... 86i v6i
nhung h6 sO" hO~ICt~p tai li<;ubi bao ham, trung thua phiii ghi r5 bi bao ham hoi.ic trtmg
v6i h6 sO" nao trong In\lCl\lc h6 sO" giu l(li.

(5): Ghi y kien clm HQi d6ng xac dinh gia tri tiii li<;uho(iccac ghi chll khac.
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IMii" 56 VIAl
MAU BAN nmVET M]NH TA] LItU BET GIA TR!

BAN THUVET MINH TAl LIEU HET G]A TRI
PhOng (kh8i) : .

Thai gian clla I'h6ng (kh6i) tai li~u .

I. TOM TAT TiNH HiNH KHOI TAl LItU HET G]A TR!
1. S •.I' hinh Ih:inh kh6i lai li~u h~1 gia Iri:

Tili li~u dugc 10\li ra khi n11O?(Trang qua tdnh chinh Iy hay khi ti~n hanh danh gia
d(Jc I~p ph6ng (kh6i) tai li~u Iuu tl'ii?)

2. S8 hI'Q'ng:

- T6ng s6 tai li~u khi dua ra chinh I)' la met;

- H6 sa, tai li~u giii I\li bao qmin la met;

- 56 lugng tai li~u 10\li ra met (bo. goi);

- Ty I~ 10\li ra so v6i tai li~u giii I\li la %.

3. Thiri gian clla kh6i lai li~u h~1 gia Iri:

- Thai gian b1\t diiu:

- Thai gian k~t thllC:

]1. TOM TAT THANH "HAN vA NO] DUNG CHi) YEU eVA KHO] TA]
LItU HET G]A..TR!

Tili li~u h~t gia trj bao g6m cac nhom: Tili li~u h~t thai h\ln bao quan. tai li~u bi
bao ham. tai li~u trung. tai li~u bi rach nat kh6ng khOi ph\lc dugc, tu li~u tham khao. b,in
ch\lp ...

I. Nh6m lai li~u h~t Ihi)'i h:.10 biio quan: G6m nhiing tai li~u gi ? N(Ji dung v~
vfin d~ gi? Tilc gi,i? Thai gian? Ly do huy .

2. Nh6m lai li~u bi bao ham: G6m nhiing tai li~u gi? v~van d~ gi? Ly do huy.

3. Nh6m lai li~u IrilOg: G6m nhiing tai li~u gi?

4. Nh6m III' li~u: G6m nhiing 10\li nao? N(Ji dung v~ van d~ gi?

TP. H6 Chi Minh, ngay Ihilllg nam .
NGUa] V]ET THUYET M]NH

(H9 wi len, chii' Icy)
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I Mall sa VI.51

MAU QUYET D!NH TIEU HUY TAl LII):U BET GIA. TR!

TEN CO QUAN

S6: /QD-

CQNG HoA xA HQI CHU NGHiA VIeT NAM
D{lc I~p - T\I"do - Hl)nh phuc

TP. H6 Chi Minh. ngay thang ni/m .

QUYETDJNH
V~vi~c ticlI huy tai 1i~1Ih~t gia trj

HII):U TRUONG TRUONG D~I HQC SU PH~M KY THU~ T TP. HO CHi MINH

Can ClIDi~u 28 Lu*t Luu tru s6 01/2011/QH13 ngay 11/11/2011;

Can elI ... (van ban quy dinh ehlIe nang. nhi~m V\!.quy~n h(ln ella co quan);

Can elr Quy eh~ eong tae van thu. luu tru ban hanh kcm theo Quy~t djnh s6 .
ngay thang nam eua Truang DHSPKTTPHCM;

Can elr (van ban CO)' ki~n eua B(JGiao d\le vii Diio t(lo);

Theo d~ nghj eua Chu tieh H(Ji d6ng xae djnh gia tri tiii li~u,

QUYETDJNH:

Di~1I 1. Tieu huy ... bo (t*p) tiii li~u h~t gia trj thu(Je Phong (kh6i) .... (kem theo
Danh m\!e tiii li~u h~t gia tri)o

Di~1I2. Giao eho Phong Ranh ehinh T6ng hqp th\le hi~n vi~e tieu huy tiii li~u h~t
gia tri theo dung quy djnh phap lu*t.

Di~1I 3. Chu tieh H(Ji d6ng xae dinh gia (rj (iii li~u, (nr6ng cae dan vi vii cae ea
nhan co lien quan ehiu traeh nhi~m thi hiinh Quy~t djnh niiy.!.

Nu; IllIulI:
- Nhu D'i~u3;
- Luu: VT •...

HIEU TRUONG
(c;lIr kYo dt:iu)

HI}va tcn
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Milll s6 VI.6

MAu BIEN BAN BAN CIAO TAl LI~U HET CIA TR!

TEN co QUAN CONG IIOA xA HOI cuD i'\GHIA VI~~T NAM
DQc I~p - '1'\1' do - H~lIh phllC

TP. Hb Chi Minh, ngay I/uJng nam .

BIEN BAN
Billl gino tili Ii~u h~t ghi trj

cua I li~u truangCan Cll Quy~t djllh s6 ngay tluing nam
Truong DHSPKT TPHCM vb vi~c tieu huy tai li~u h~t gia trj,

Hom nay, vaa h6i .
T;.1i (nai hl(V) .

Chllllg toi g6m:

Ben giaa:
I dan vi .
2 dan vi .

Bcn nh~n:
I ",(1em vi .

2 ", dan vi. .

Cung giaa va nh~n kh6i tai li~u h~t gia tri d~ tieu huy nlm sau:

- Ten Phong (khoi) tai li~u: .

- S6 luqng: b6 (t~p) thea Danh m\ICtai li~u het gia trj.

Hai ben dii giaa va nh~n day du s6 luqng tai li~u h~t gia tr! ghi trang Danh m\lc.

Bien ban nay I~p thanh hai ban: bcn giaa giu m<)tban, ben nh~n giu m(>tban.!.

D~I DI~N BEN CIAO
(Hr WI ten, i.y)

D~I DlJ):N BEN NH~N
(Hr va len, ky)
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I Miill sO VI. 7 1

MAU BIEN BAN TIEU HUY TAl LI~U RET CIA TRI

TEN CO QUAN CONG HoA XA HOI CHU NGHIA VIJi:T NAM
Di}c I~p - T~r do - H~lIh pln'lc

TP. f-!t5 Chi Minh, ngay Ihdng niilJ1 .

BIEN BAN
Tieu hi'ly tai 1i~1Ih~t ghi Irj

Call Clr Quyc?t dinh 56 ngay thallg nam cua (nglrili (Hrng ddu ca
quan) v~ vi~c tieu huy tai li9U h6t gia tri,

Hom nay, vao h6i .

T(li (nai lilly) .
Chlmg toi gom:

I , dan vi .
2 , dan vi. .

3 , dan vi .
4 , dan vi .
Dii tic?nhanh tieu huy 56 tai li9U h6t gia tri thuQc Phong (kh6i) .

S6 luqng tai li9u duQ'c tieu huy met

Phuong phap hllY: (nghi~n bQt gifry, xcn nh6 ) .

Chlmg toi da huy hc?t 56 tai li~u ghi trong Danh m\lc Uti li9u hc?t gia trj theo quy
dinh.

Bien ban nay l~p thanh hai ban: co quan co tai li~u tieu hllY gifr mQt ban, dan vi
thvc hi~n tieu huy tai li~u gifr mQt banjo

D~I DII):N DON VI
TIEU HUY TAl LII):U

(HI) va len, kY)

Xae nhan eiia olm vi
(Ky le~, dong ddu) .

D~I DlI):N CO QUAN
CO TAl LII):U TIEU HOy

(HI) va len, kY)

X:ie IIh~1I ei'la co' 9uall
(Ky len, dong dau)
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