
BQ GIAO DIX VA DAG TAO 
TR1UtiNG  D31 HQC QUY NHON 

S6:  03  /QD-DHQN 

CONG HOA X.A" HOI CHI) NGHIA VItT NAM 
Diklb - Tw do - Hanb phtic 

Binh Dinh, ngaygthang 01 nam 2021 

QUYET DINH 
Ve vi§c ban hinh Quy dinh cling tac van thw, 	trir 

Truirng Di hue Quy Nhan 

HEW TRUIONG TRUONG 041HQC QUY NIHON 
Can cie Ludt Lieu tee sO 01/2011/QH13; Ngla dinh sO 01/2013/ND-03  ngay 03 

theing 01 ?Ulm 2013 do Chinh phil guy dinh chi tiet thi hetnh m6t so dieu cii a Ludt btu Era; 

Can c& nhiem vy va guyen hgn cna Hieu  truang ca so' giao dyc dgi h9c guy dinh 
tgi Khocin 14 Dieu 1 Ludt sa 34/2018/QH14 sun doi be; sung ntht so dieu ciia Ludt 
Giero dye dgi h9c; 

Can th Ng/ii dinh so' 58/2001/ND-CF nglry 24 thang 8 nam 2001 clia Chinh pha 
ye guan bri vg sit dyng con dine; Nghi dinh so 31/2009/ND-CF ngety 01 dicing 4 nam 
2009 cues Chinh pith situ dôi, boi  sung mOt se5 diu &ea Nghi dinh so 58/2001/ND-CP; 
Ng/ii dinh sO 30/2020/ND-03  ngay 05 thang 3 nom 2020 clia Chinh phn v Gong the 
van thu; 

Can ca. Thong tit so' 27/2016/T7'-BGDDT nggy 30 thang 12 nam 2016 eau B6 
Giao dye va Dao tgo guy dinh then hgn beio guan thi lieu  chuye'n mon nghiep vy cua 
nggnh Giao dye; 

Can cif Quy chi tO elthe va hoot Ong cna Truong Dgi h9c Quy Nhan, ban hanh 
kern theo Ngla guyet sO 12/NQ-HDT ngery 08 thang 12 nam 2020 cna Hai Ong trufeng 
Trithng aid h9c Quy Nhan; 

Can cie Quyet dinh so' 1734/Qp-DHQN ngay 17 /hang 8 nam 2020 clia Hieu 
truang Tntemg Dgi h9c Quy Nhan ye viec theinh letp TO xeiy dying Quy dinh cOng tac 
van tine, heti tee Truang Dgi h9c Quy IVhan; 

Theo O nghi ctia Trteong phong Minh chinh - TJng h9p. 

QUYET DINH: 
Dieu 1. Ban hanh kern theo Quyet dinh nay Quy dinh cong tac van hi, km 

Tnrong Dai h9c Quy Nhun. 

Than 2. Quy'et dinh nay c6 hi8u lye  k tfr ngay ky. 
Dieu 3. Truemg cac don vi va the tap the, cd nhan c6 li8n quan chin trach nhi'elm 

thi hanh Quyet dinh nay./. 

Noi nhan: 
- HOi dons tnrting (de b/c); 
- Nhu Dieu 3; 
- Ltru: VT, HCTH. 
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BO GIAO DVC VA DAO TAO CONG ROA Yak HOI CHIJ NGH1A 'VItT NAM 
TRUONG DAI HQC QUY NHON 	Dc Ip - Tty do - Hanh phtic 

QUY DINH 
CONG TAC VAN 	Ltru Tilt TRVONG DAI HQC QUY NHON 

(Kern theo Quy 'et clinh so 03/QD-DHQN ngay 04 dying 01 ndm 2021 
cart Hreu &Leong Trtrang Dqi hpc Quy Nhan) 

Chuang I 

QUY DIENH CHUNG 

Dieu 1. Pham vi va dtd tirqng ap dyng 

Quy dinh nay quy dinh cac hoat d'Ong v'e van thu, luu tra trong qua trinh quan 
chi dao, dieu hanh eüa TnrOng Dai h9c Quy Nhon (sau day ggi tat la Truang/ Nha 

trubing) de thut hien chire nang, nhiem vv elm Nha tnreyng. 

Quy dinh c6ng the van thu, luu trit dugc ap dung th6ng nhat,  trong toan 
Tnremg: bao g6m cac van ban do Throng Dai h9c Quy Nhcm, the hOi tong, ban do 
Tnrong thanh lap va van ban do cac don vi thu0c, true thuoc (sau day ggi chung la 
the don vi) Tnremg Di hgc Quy Nhon ban hanh. 

Dieu 2. Giai thich tir ngcr 

"Cong the van thu" bao g6m cac Gong viec ve soan thao, ban hanh van ban; 
quan van ban va tai lieu khae, hinh thanh trong qua trinh hoat ,dOng cüa Nha 
truang; lap WO so va giao nOp ho so, tai lieu; quan l va sir dung con dau. 

"Cling the km tit" bao g6m cac cong viec yE thu thap, chinh 1, xac dinh gia 
tri, bao quan, thOng ke va sir dtmg 110 so, tai lieu km Mt hinh thanh trong qua trinh 
hoat dOng cira Nha twang. 

"Van ban" la thong tin thanh van dugc truyen dat hang nein ngit hoc 1c3i 
hieu, hinh thanh trong Rua trinh hoat dOng eüa Nha truemg, c6 nOi dung dam bao tinh 
phap 1ST, ngon ngit chuan mtrc va dugc trinh bay dung the thirc, kg/ thuat theo quy 
dinh. 

"Van ban chuyen nganh" la van ban hinh thanh trong qua trinh thue hien boat 
dong chuyen mon, nghiep vij cim Nha truerng hoe eac don vi trong Truemg. 

"Van ban hanh chinh" la van ban hinh thanh trong qua trinh chi dao, dieu 
hanh, giai quy6t cong viec ena Nha tnrOng hoc eac don vi trong Tnrong. 

"Van ban dien 	la van ban dugi dang thong dip dfr lieu dirge tho lap hoe 
dirge s6 boa tir van ban giAy va dirge trinh bay dimg the the, k thuat, dinh clang 
theo quy dinh. 

"Van ban di" la tAt ea cac loal van ban do Nha triremg ban hanh bao g6m: Van 
ban hanh chinh va van ban chuyen nganh (ke ca ban sao van ban, van ban nOi bØ va 



2 
van ban lchAn, mat). 

"Van ban din" la tdt ca cac loai van ban giri dan Truang Dai h9c Quy Nhan 
va cac don vi trong Truong, bao gam: Van ban quy pham phap lust, van ban hanh 
chinh, van ban chuyen nganh, don, thu... (ka ca ban fax, van ban dien tir, van ban 
khan, mat). 

"Ban than van ban" la van ban dugc viat, danh may hoc tan lap bang phuang 
tien dien tir hinh thanh trong qua trinh tao lap, soon  thao van ban dm Nha twang 
hoc cac don vi trong Tnrang. 

"Kim tra van ban" la hog tang tham dinh tinh h9p phap ye' nOi dung, 
chuan mgc va the this°, ky-  thuat trinh bay van ban. 

"Ban goc van ban" la van ban hoan chinh ve nai dung, the' tilde, dugc ngueri 
c6 tham quyen true tiep k5r tran van ban giay hoc k)2 sa ten van ban dien hr. 

"Ban chinh van ban" la ban hoan chinh va nQi dung, tha thirc, dugc tao tir 
ban di chü k5f true tiap cda nguai có tham-quyen. 

"Ban sao y" IA ban sao day,dñ, chinh xac nOi  dung dm ban gac hoc ban 
chinh van ban, dirge trinh bay theo the tithe và k5 thuat quy thnh. 

"Ban sao hic" IA ban sao day dü, chinh xac nOi dung dm ban sao y, dirge 
trinh bay theo the tilde va ky thuat quy dinh. 

15:  "Ban trich sao" là ban sao chinh xac mat phari nai dung dm ban gac hoc 
mat phan nth dung dm ban chinh van ban, dirge trinh bay theo the thuc va ky thug 
quy dinh. 

"Danh nave hE so" la bang ke c6 h thong nhcing ha so du !den dugc lp 
trong nam cüa Nha tnrong va cac don vi trong Truemg. 

"HE so" la tap hop cac van ban, tai lieu co lien quan vâi nhau va mat van d'E, 
mat str viec, m'at doi tugng cd the hoe co dc diem chung, hinh thanh trong qua trinh 
theo dôi, giai quyet cang viec thu'ac pham vi, chirc nang, nhiem vv cda Nha tnrtmg va 
cac don vi trong Tnamg. 

"Lap ha' so" la viec tap hop, sap x6p van ban, tai lieu hinh thanh trong qua 
trinh theo d'Oi, giai guy& ding viec eüa co quan, to chirc, cá nhan theo nhcing nguyen 
tac va phuong phap nhat dinh. 

"He thang quan 15T tai lieu dien tit" la he th6ng thong tin dirge xay dung veci 
chirc nang thue hien viec tin hoc boa ding tac soan thao, ban hanh van ban, quan lyt 
van ban; lp h6 so va nap ltru ho so, tai lieu tan m6i trueng mang. 

"Tai lieu" la vat mang tin doge hinh thanh trong qua trinh hoat dang cda 
Nha truang, cac don vi, ca nhan. Tai lieu bao gOm van ban, du an, ban ye thiat ka, 
ban do, ding trinh nghien dm, so sach, biEu thang ka; am ban, ducmg ban phim, anh, 
vi phim; bang, dia ghi am, ghi hinh; tai lieu then td; ban viat tay... 

"TM lieu km frit" là tai lieu c6 giá tri phdc vd hoat tang tilde tietn, nghien 
eüu khoa hoc, lich sir dirge ltra chon de Itru trU. Tai lieu Itru trd bao gam ban goc, baciy- 
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chinh; trong trueng hop IchOng con ba.n gee, ban chinh thi dirge thay bang ban sao 
hop phap. 

"Thu thap tai lieu" la qua trinh xac dinh nguen tai lieu, ltra chon, giao nhan 
tai lieu c6 gia tri de chuyen vao km frit Nha truang. 

"Chinh 19 tai lieu" IA viec phan loai, xac dirth gia tri, sap x6p, th6ng ke, lap 
cling cv tra cfru tai lieu hinh thanh trong hoat dong cña Nha true:mg. 

, 	24. "Xac dinh gia tri tai lieu" la viec danh gia gia trj tai lieu theo nhang nguyen 
the, phuong phap, lieu chart quy dinh nham xac dinh nht-mg tai lieu cc') gia tri km 
tit han bao quan va tai lieu het gia tri. 

"Phong hru tit" là khai them dung de chi mOt khoi tai lieu hoan chinli hoc 
ttrcmg d6i hoan chinh phan anh qua trinh hinh thanh va phat tri'On cüa Nha truOng, to 
chirc, don vi hoac ca nhan. 

"Tai lieu luu tra then tir" la tai lieu dirge to lap & clang th8ng dip dit lieu 
hinh thanktrong qua trinh hoat dOng eüa Nha truong, to chirc, don vi, ca nhan dirge 
ltra chon de Km tra hoe dirge se boa tir tai lieu km tra ten the vat mang tin khac. 

"Dix' lieu dc ta",ctia van ban, h6 so la thong tin me ta nOi dung, dinh 
ngit canh, cau true, the yOu te can thanh van ban, h6 so;rmei lien he cita van ban, he 
so yeti cac van ban, he so khac; thong tin ve chir k9 s6 teen van ban; lich sir hinh 
thanh, sir ding va the de tinh khac phtic vv qua trinh quan 19, tim kiem va kha nang 
sir dung cita he so, tai lieu. 

Dieu 3. Choy nang, trach nhiem quan 19 va thvc hit'n c5ng tic vin thtr, tun 
trit 

[lieu trueng chiu trach nhiem quan 19 nha ntrec v cong tac van thu, km tra; 
chi dao viec nghien dm, *rig dung khoa h9c k5 thuat va cong nghe thong tin vao 
&Ong tac van thu, km 

Tnrong phong Hanh chinh - reng hop c6 chirc nang,tham mtru gine Hieu 
trueng ve cling the van thu, km tiff; chin tech nhiem true tiep quan 19 va to chirc 
thvc Men  ceng tac van thu, km trit coa Tnreng theo quy dinh da phap luat va quy 
dinh van thu, km frit cña Nha twang. 

Truong phong Thanh tra - Phap cher  c6 eh& nang tham muu giüp Hien trueng 
ve nhang van de phap 19 lien quan den ceng tac van thu, Km tit; chiu trach nhiem tu 

tham dinh tinh phap 19 dm van ban cho cac don vi, ca than khi c6 you can; lap 
ke hoach item tra, thanh tra dinh k5/ va dOt xuat viec dam bao tinh phap 19 cita cac 
van ban da ban hanh. 

Tnromg cac don vi trong TruOng chiu trach nhiem chi dao, quan 19 va t8 chirc 
time hien cong tac van thu, km tit tai don vi theo dung quy dinh eña phap luat va quy 
dinh van thu, Km tit eüa Nha twang. 

(4117 
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5. Vien chüc, ngueri lao dOng khi dux hien nhiem vi c6 lien guan den ding taz 

van thu, hzu tiff phai thtre hien dung guy dinh cüa phap luat va guy dinh van thu, km 
trek cüa Nha truang. 

Dieu 4. Kinh phi thuc hien cling tac van thy, lieu frit 

Kinh phi thuc hien cling the van thu, km tilt sir dung tir ngu6n ngan skh NM 
nuac va cac nguem h9p phap Ichk &la Nha tnremg. 

Kinh phi, trang thiet bi chuyen dung phve vi cong tac van thu, km frit dm 
Tnreng do Truemg pheng Hanh chinh - T8ng h9,p de xuat. 

Quan I va sir dung kinh phi phtic vu cong the van thu, km tit dime time hien 
theo cac guy dinh hien hanh eüa Nha nufac va càa Nha truang. 

Dieu 5. Bao ve hi m@  Nha meat trong cong tic van thu, urn tilt 

M9i boat dOng trong ding tac van thu, luu hit cüa Nha truang, cac to chile, don 
vi trong Tnrang thtrc hien theo Nghi dinh s6 26/2020/ND-CP cüa Chinh phü VI guy 
dinh chi tiet mOt so dieu eña Luat Bao v bi mat Nha ntrac (s6 29/2018/QH14). 

Chuang II 

CONG TAC VAN THU' 

Muc 1 

SO4N THAO VAN BAN HANH CHINH 

Dieu 6. Cic loai yin ban hanh chinh 

Van ban hanh chinh bao g6rn: Nghi suyet, guy che, guy dinh, huang dan, guyet 
dinh, thong bao, chucmg trinh, ke hoach, dé an,,bao cao, bien ban, tä trinh, hap (tong, 
dog van, giay chung nhan, giay uY nhiem, giay moi, giay trieu tap, giay gieri thieu, 
giay nghi phep, giay di duong, giay bien than ho so, phieu giri, phieu chuyen va mOt 
so loai van ban khac. 

Dieu 7. The that van ban hanh chinh 

The time van ban la tap h9p the,  thanh phan &Au thanh van ban, bao‘  gem 
nhitng thanh phan chinh áp dung dal yeti tat ca cac loai,van ban va cac thanh phan be, 
sung trong nhang truang h9p cu the hoc d8i vâi mOt so loai van ban nhat dinh 

The that va vi tri cac thanh phan the time trong van ban hanh chinh ducc guy 
dinh chi tiet tai Phu ltic I guy dinh nay. 

Dieu 8. K'y thuOt trinh bay van ban hanh chinh 

1. Icy thuat trinh bay van ban ban gam: ICh8 giay, !deli trinh bay, dinh M trang, 
phong cha, cä chit, kieu chit, vi tri trinh bay the thanh phan the thuc, so tang van 
ban. K5"/ thult trinh bay van ban hanh chinh duce thtre hien thong nhat thu sau: 

a) KM giacy: Van ban hanh chinh dirge trinh bay ten kh6 giay,A4 (210 mm x 
297 mm); cac van ban khae thu "giay giai thieu, giay bien nhan ho so, phieu giri, 	. 
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phien chuyenz.." có the trinh bay ten kh6 giAy AS (148 mm x 210 mm) hoe teen 
mau giay in san kho AS; 

Kieu.trinh bay: Theo chieu dye eüa khe A4, truerng hap nOi dung van ban có 
cac,  bang, bieu nhtmg khong bo tri thanh cac phy lvc  ri'eng thi c6 the trinh bay theo 
chieu rOng; 

Dinh 1 trang: Can chinh cachnnep teen va mep clued 20-25 mm, each mep tral 
30-35 mm, each mop phai 15-20 mm; 

Ph6ng chit Sir„ clung phong chi"' ti'eng Viet Times New Roman, b0 mA kYr tu 
Unicode theo Tien chuan Viet Nam TCVN 6909:2001, mau den; 

d) Ky thuat trinh bay van ban, loai chfr, ea chit va kieu chit cac thanh phan trong 
van ban hanh chinh thtrc hien theo Phy lyc I quy dinh nay; 

86 trang van ban danh tit s6 01, bang chit so A np, cOs chit 13-14, Ideu chit 
dung, dirge dat canh gitta theo chieu ngang trong phan lé teen dm van ban, khong 
Men thi so trang thu nhat. 

,2. Quy uac viat tat ten Truemg, HOi &Mg tnayng, hOi &mg, ban thanh lap theo 
quyet dinh cüa Hieu truong va cac don vi trong Truemg thuc hien theo Phy lye  II quy 
dinh nay. 

Nguyen tac viet hoa trong van ban hanh chinh thuc hien theo Phu lye ifi quy 
dinh nay. 

Quy trete viet tat ten loai van ban hanh chinh thgc hien theo Phy lyc IV guy 
dinh nay. 

Dieu 9. Soan than van ban 

Can cu vao chirc nang, nhiem,vy va tinh chat, nOi dung dm van ban can soon 
thao, Hieu truemg hoac ngueti dung dau to chi:re, don vi giao cho mOt don vi, tap th'e, 
cá nhan sop thao hoac chü tri son thao van ban (sau day gyi chung la chit the sop 
thao van ban). 

Chit th'e sop the.° van ban c6 trach nhiem thuc hien cac cong viec sau: 

Xac dinh hinh thfrc, nOi dung va do mat, do khan, nai nhan van ban; 

Thu thap, xà lyr thong tin c6 lien quan; 

Chiu trach nhiem fru& Hieu tnremg ve ca set phap 1, nOi ,dung va the thirc, 
Icy thuat trinh bay van ban, trong tnreng hyp can thiet, phai de xuat yeti Hieu twang 
tham lchao Yr hen cila cac don vi, cá nhan lien quan hoe you cau Phi:mg Thanh tra - 
Phap che tu van, ho try de hoan chinh ban thao; 

Ban thao van ban phai do nguesi c6 them quyen kyr van ban phe duyet, trueng 
hap ban thao van ban da duct phe duyet nhtmg can sira chita, bo sung thi phai frith 
nguea c6 tham quyen kyr xem xet, guy& dinh; 

d) Doi voi van ban din tCr, ngoai viec thtrc Mn cac nOi dung neu ten, chil the 
son thao van ban phai chuyen ban thao van ban, tai lieu kem theo vao phan mem he 
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th6ng va cap that cac thong tin can thiat. 

Can dr vao,d6i tugng nhan, thU tha son thao van ban du kian s6 lugng van 
ban can than ban de nguai có tham quyen kir van ban quyet dinh. 

BAn thao van ban phai theo mau quy dinh, r6 rang, &mg tha thirc; alit n4uyen 
ban thao de trao doi vol cac ben lien quan hoc nguai duyat ban thao kin can thiet. 

Ngueri danh may phai chiu trach nhiam gilt gin bi mat n8i dung van ban, thire 
hien than ban ding s8 lugng va thin gian quy dinh. 

Vic danh may, in, than ban tai liau mat phai flan hanh a nai dam bao bi mat, 
an toan va do lath dap Twang, lanh dao t6 chirc, don vi tnic flop quan 157 theo quy 
dinh cUa Luat Bao v bi mat Nha nuot. 

Dieu 10. Yen cau chung dM vol son thao van ban 

1. Va nOi dung 

Phil hop vol chit truang, duang len dm Bang va quy dinh cira phap luat; 

Sir dung ngon ngcr tiang Viet chuan mgc, chinh xac; din dat mach lac, da" 
hiau; 

c)1Chong dung tit ngit dia phuong, ngon ngit nu& ngoai nu kh8ng that sr can 
thiat; thuat ngit chuyen mon phai dugc giai thich re trong van ban; 

d) Chi viat tat cac tit, cum tu thong dung; lchi viet tat nhitng tit, cum tit sir dung 
nhieu lan trong van ban, can phai chd thich quy uac viat tat tit, cum tir do (trong 
ngoac don, lien ka) sau Fan sir dung dau hen. 

2. va hinh thirc va b6 cuc 

Lin ben la trai !chi xusong dOng bang 1 default tab (1-1,27 cm); khoang each 
gift a the doan van (paragraph) tir 0-6 pt; khoang each gala cac dOng (line spacing) thi 
thiau la each dong don (single line spacing), fed da IA 1,5 dOng (1,5 lines); 

Den vol nhimg van ban có sir dung can dr phap 1 da ban hanh thi sau mhti 
can cir phai xueing dOng, cu6i dOng la dau cham phay (;), can cir cutn cung ket thOc 
bang dau chArn (.); cac can dr dugc in nghieng; 

Khi vin d.n Ian dau cac van ban do lien quan phai ghi day dii ten loai, 
hieu• ngay, thang narn• ten ca quan, tO chirc ban hanh van ban; trong cac lan vin clan 
tiep theo chi can ghi ten loai, sO, k hiau ciia van ban dã clan; vin clan Lug Phap 
lath chi neu ten loai, s6 va k hiau; 

NOi dung van ban dugc bo cue theo phan' , chuong, mvc,  diau, lchoan, diam... 
trinh bay thee Phu lye I quy dinh nay. 

Dieu 11. Kim tra van ban trutc khi trinh ky ban hanh 

1. Chit tha sop thao van ban can thkre hien: 

a) Main tra va chju trach nhiam truac phap luat vã truac Hiau trueng v tinh 
phap ly elm van ban; 
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Kim tra va chiu trach nhiem,ve 40 chinh xac elm nOi dung, the thire, k5 thuat 

trinh bay van ban va nhay vao cuoi nOi dung van ban (sau dau ./.); neu van ban co 
phi lvc hoc cac nOi dung khac kern theo, nhu: quy che, quy dinh, huang dan, bang 
bieu, danh sach thanh vien... phai 	nhay vao cu6i tat eá cac trang nOi dung nay 
truese khi trinh k9; 	 • 

De xuAt mire do "khan", "mat" va doi Wong nhan van ban "khan", "mat" de 
nguoi có tham quyen k5/ van ban quyet dinh; khi trinh kji van ban "mat", don vi scan 
thao phai trinh k9 trvc tiep, quy trinh nhan, chuyen van ban "mat" thvc hien theo quy 
dinh tai  Nghi dinh so 26/2020/ND-CP. 

2. Cac van ban mang tinh de nghi, thong bao, bao cao... do cac don vi ban hanh, 
chi kru hanh noi bt) (khong sir dvng con dau Truang Di h9c Quy Nhcm) thi truOng 
don vi k9 van ban chiu trach nhiem ye ca so phap 19, nOi dung va phai dam bao ding 
the thac, ky thuat trinh bay theo quy dinh nay. 

Dieu 12. Ky van ban vk tham quyen ky 

NguOi kj,  van ban phai dang tham quyen va chiu trach nhiem truac phap luat 
v'e ca ser phap 1ST, nOi dung, trinh tv, the thae va thuat trinh bay dia van ban. 

Hieu truemg co tharn quyen k9 tAt ca the van ban do Tnnang Dai  h9c Quy 
Nhan ban hanh; Pho Hieu truamg k9 thay Hieu truing cac van ban thuOc 111th we 
dugc phan cong ph v trach va the van ban khac khi co you eau eUa Hieu trutng. 

Cac van ban chi dao, dieu hanh eic don vi thvc hien nhiem vv hoc phei hop 
thvc hien nhiem vt; va cac van ban gui ra pham vi ngoai Twang do Hieu truong, Ph6 
Hieu truemg k9 ban hanh. 

Cho tich HOi d6ng truoing thay mat (TM.) h'Oi dang k9 the van ban do HOi 
&Mg truong ban hanh; Ph6 Chit tich k9 thay Chit tich Hoi dong twang cac van ban 
thuOc 11th we dirge phan ding phv trach va ck van ban khac khi c6 yen cau cila Chit 
tich. 

Chu tich cat hOi dOng, twang ck ban do Hi'en trueng,ra guy& dinh thanh 
thay mat (TM.) k5/ ban hanh cac van ban theo tham quyen; cap ph6 k5/ thay chit tich, 
twang ban the van ban thuOc linh vrc dugc phan cong phi trach va ck van ban khaz 
khi c6 you cau dm chit tich hoc tracing ban. 

Dei yeti cac quyet dinh thanh lp hOi deng, ban, t6 chirc tu vAn... hoe quyet 
dinh cir giang vien, vien chat tham gia hOi thao, h'Oi nghi, tap huan... co kern theo 
danh sach thanh vien, ngueri có tham.  quyen k9 van ban phai k9 duyet vao ban danh 
sach nay. 

Giay di duimg, gidy giori thieu, giAy nghi phop elm Hieu trirong do ?hó  Hieu 
truong kji va ngugc lai, trirong hop Hieu truemg, Ph6 Hieu tnreong c6 quyet dinh di 
&Ong tac theo doan thi giAy di duOng do Truang ph6ng Hanh chinh - T6ng hop k9; 
Twang pheng To chirc - Nhan sr k9 giay di &Ong cho vien chirc, giang vien di h9c 
tap, b8i dating va giay nghi phep cho vien chirc, ngtrai lao Ong theo the d0; Twang 
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phong Hanh chinh - Tang h9p kSr giay di duang va giay gi6i thieu cho cac twang hep 
cOn lai. 

Truang the don vi k.ST thira l'enh (TL.) ck van ban thuOc pham vi chirc nang, 
nhiem vi do minh phy trach va cac ban chimg thyc, xac nhan trong pham vi chirc 
nang, nhiem vi dirge giao; cap ph() k2 thay cap true:mg cac van ban theo linh vire 
dirge phan ding phy trach va ck van ban.khac khi di yeu cau dm cap truoing; trong 
tnamg hicip can ban hanh the van ban de nghi the dun vi cimg cap phai hyp thyc hien 
nhiem vu thi chi kS1 theo tham quyen tn./Ong dun vi. 

Dai veri van ban din tit, nguai eó tham quyen thyc hien kSr s6, chit ic)? sa teen 
van ban din tCr phai dap irng day dit cac quy dinh eüa phap luat; vi tri, hinh anh chit 

s6 thyc hien theo quy dimh tai khoan 8 Phi lye I Nghi dinh 30/2020/ND-CP 
ding tac van this. 

Cac tnreng hypo k thay (phai ghi KT.), kyr,  thira lenh (phai ghi TL.), kSr thira 
üy quyen (phai ghi TUQ.) va khong dirge ay quyen lai cho nguari khac k5r, k)2 thay 
mat (phai ghi TM.); ngued kS1 van ban tong cac twang h9p nay phai bao cao va giri 
van ban da lc cho Hi'eu tnrong, Pho Hieu tnxong ca lien quan de ki'em tra, giam sat. 

Khi icSi van ban, chi sir dyng but cO myc mau xanh, Ichong sir dyng but ca 
chat lieu myc de phai. 

Diu 13. Ban sao van ban 

Cac hinh thirc ban sao gam: Sao y, sao lye  va trich sao (bao gam ca sao tit van 
ban giay sang van ban din tir va sao tir van ban din tir sang van ban giay). 

The tithe va k5r thuat trinh bay ban sao thye hien theo quy dinh tal Phy lye VI 
dia Quy dinh nay. 

Viec,  sao y ban chinh, sao lye, trich sao van ban do Hieu tnromg quyat dinh 
hoc üy quyen cho Tnreng ph6ng Hanh chinh - Tong h9p thyc hien. 

Ban sao y ban chinh, sao lye, trich.sao thyc hien dung quy dinh tai Nghi dinh 
30/2020/ND-CP ye ding tac van thu ca gia tri phap1Snhu ban chinh. 

Ban sao chyp (photocopy ‘ca dau va chit kSr dm van ban chinh) khong thyc 
hien theo quy dinh tai Khoan 4 Dieu nay chi di gia tri thong tin, tham khao. 

Van thu kiem tra noi dung ena ban sao chinh xac yeti nOi dung tha ban chinh 
thi mài lam trio tyc sao va &Mg dau sao van ban. 

Khong sao, chyp, chuyen phat ra ngoai Trueng nheing kin ghi ben le van 
ban; truemg h9p cac Sr kian cüa lanh dao,Trueng ghi trong van ban can thiet cho viec 
giao dich, trao doi ding taz phai dirge the che h6a bang van ban hanh chinh. 

t#4 
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Myc 2 

QUAN Lt VAN BAN 
Dieu 14. Nguyen tc chung 

Tat ea van ban di, van ban den ciia Twang Di hgc Quy Nhcm phai dirge 
quail 19 tap trung tai van thu Nha tnrong de lam thil fix tiep nhan, dang k9 (trir nhcmg 
loai van ban dirge Tang k9 rieng theo quy dinh cüa phap luat). 

Van ban di, van ban den vao ngay nao phai dugc dang k9, phat hanh hoac 
chuyen,giao trong ngay, cham,nhat la trong ngay lam viec tiep theo.,  Van ban den c6 
&Mg dau chi cac mire dO "khan" phai dugc dang k9, trinh va chuyen giao ngay sau 
khi nhan duce. Van ban "khan" giri di phai dirge hoan thanh thu we phat hanh va 
chuyen phat ngay sau khi van ban dugc k9. 

Van ban, tai lieu ea, nOi dung mang bi mat Nha nu6c duce clang k9, quan 19 
theo quy dinh tai Nghi dinh so 26/2020/ND-CP va dugc quan theo h thong rieng. 

Dieu 15. He thAng quan 132 tli lieu din fiir 

Thire hi'en theo cac quy dinh tai Phu lye V dm quy dinh nay. 

Dieu 16. Trinh tv quan ly van ban den 

Tat ca van ban den Tfirong Dai h9c Quy Nhon dugc quan 19 theo trinh tr sau: 

Tiep nhan, tang k9 van ban den. 

Trinh duyet, chuyen giao van ban den. 

Giai quyet va theo dOi, don d6c vie giai guy& van ban den. 

Dieu 17. Tiep nhan, clang k32 van ban den 
, 	1. IChi nap nhan van ban den (trong gier hoac ngoai gier lam viec) tir mgi nguOn, 

deu phai duce tap trung tai van thu Twang de lam thn tue tiep nhan, clang k9. Van 
thu hoac ngued dirge giao nhiem vu tiep nhan van ban den phai kiem tra sO luemg, 
tinh tang phong bi, dau niem phong, kiem tra, âôî chieu wen ncri gin truck khi nhan 
va k9 nhan. Tnrang hgp phat,hien sal sot, _can bao ngay cho Trueng phong Hanh 
chinh - Tong hgp va nod girl biet de 	quyet. 

Den vai van ban dien ti, van thu Tnrong phai ham tra tinh xac thirc va toan 
yen dm van ban va thuc hien tiep nhan teen phan mem quan 19, th8ng bao ngay trong 
ngay cho nod gin ve viec dã nhan van ban qua phan mem he thong. 

Van ban den phai dirge clang k9 vao se dang k9 van ban hoac ca sâ dit lieu 
quan 19 van ban ten phan mem he th8ng, &mg dau "DEN" va ghi ngay den. Mau dau 
"DEN" dugc thuc hien theo quy dinh tai  Phu lie VII quy dinh nay. Doi voi dcm, thu 
khieu nai, to cao va nhttng van ban can dirge kiem tra, xac minh hoac nheing van ban 
ma ngay nhan each xa ngay thang ngay gin Gila van ban thi can gift Ii phong bi kern 
voi van ban de lam chirng. 

Van ban "mat" den dirge clang k9 rieng, neu sir dung phan mem quan 19 thi 
'thong dirge n8i mang Lan (mang noi bO) hoac mang Internet. 
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Van ban "khan" den ngoai gier lam viec, ngay it ngay nghi, thi ngued tier, 

nhan c6 trach nhiem k nhan va bao cao ngay vai Truang pheng Hanh chinh - fang 
hgp de c6 giai phap xü l lcip that 

Phan loai, ma phong bi van ban den 

Van thu Tnrang dugc ma tAt ca the phong bi van ban giti den dia chi nai nhan 
la Tnremg Dai lice Quy Nhcrn; 

Van ban khong ma phong bi, 	van ban gin den ta chic Bang, the doan 
the trong Twang va the phong bi ghi dich danh ten ngiroi nhan; 

Doi vai phong bi c6 ghi "mat", "tuyet mat", "Vol mat" dugc true hien theo 
quy dinh tai Nghi dinh s6 26/2020/ND-CP. 

Dieu 18. Trinh, chuyen giao 'van ban den 

Van ban dan phai dugc van thu Twang trinh ngueri c6 tham quyen chi dao 
giai quyet, xir 12 ngay trong ngay, cham nhat IA trong ngay lam viec tiep theo. Van 
ban den c6 dau chi cac mire dO "khan" phai duct trinh va chuyen giao ngay sau khi 
nhan dugc. Vic chuyen giao van ban phai bao dam chinh xac va gift bi mat nOi dung 
van ban. 

2.. Nrir kien chi dao giai quyat efta nguai c6 tham quyen,  duge ghi vao !nue 
"Chuyen" trong dau "DEN". Sau khi c6 y.kien chi dao giai quyet cita ngueri c6 tham 
quyen, van ban den dugc van thu Truemg clang kY be, sung thong tin va chuyen ngay 
cho don vi hoc cá than dugc giao giai quyet, thue hien cac nOi dung, you eau tong 
van ban. Doi vai van ban lien quan den nhieu dan vi hoac cá nhan,thi xac dinh fa don 
vi hoac cá nhan chit tri, phoi hgp va thai hart giai quyet. IChi chuyen van ban giay den 
cho don vi, cá nhan phai thtrc hien thil tuc ban giao - nhan van ban. 

, 3. Trinh,,chuyen giao van ban din tit den ngueri c6 tham quyen da chi 40 giai 
quyet ten phan mem he thong. Nguiai c6 tham quyen ghi .kien chi dao giai quyet 
van ban den va cap nhat cac thong tin vao h thang, bao gem: Dan vi hoc ngiteri 
nhan; kien chi 4o, tang thai xa lY van ban; don vi hoe ca nhan duge,giao giai 
quyet; tiled hart dive hien. Truang hgp van ban din tit' gfri kern van ban giay.thi van 
thu Truemg thue hien trinh van ban din tit den nguai c6 tham quyen qua phan mem 
he th8ng va chuyen van ban giay den don vi hoc eá nhan dirge nguesi có tham quyen 
giao giai guy& thuc Men. 

Dieu 19. Giai quyet yi theo dOi, dOn dote viec giai quyet van ban den 

I. Sau khi nhan van ban den, van thu don vi phai dang k5r vao s6 van ban dan va 
chuyen ngay cho lanh 4o dun vi, hoc ca than c6 tech nhiem chi dao, giai quyet kjp 
tiled theo yeu cau cita lanh 4o Triremg, theo thin han you cau dm van ban hoc theo 
quy dinh cüa phap luat. Lanh 4o don vi, hoc ca nhan khi nhan van ban tit van thu 
don vi phai kY nhan vao so chuyen giao van ban. 

Van thu Tritang c6 tech nhiem ging hgp s6 lieu van,ban den, van ban den da 
dirge giai quyet, da den han nhung ehua dirge giai tquyet de bao cao,Triterng pheng 
Hanh chinh - Tong h9p. Doi \TM van ban den c6 dau "Tai lieu thu hoi", van thu eó 
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trach nhiem bac cao Tracing pheng Hanh chinh - T6ng hop va theo döi, thu Mi hoc 

tra lai noi giri theo dang then han quy dinh. 

4. Truong phong Hanh chinh - T6ng hop c6 trach nhiem kiem tra, don de, bao 
cao Faith dao Truang ye tinh hinh giai quyet, tia'n do va ket qua giai quyet van ban 
den de lanh dao Tn.remg chi dao cac don vi lien quan. 

Dieu 20. Trinh ttr plan ly van ban di 

Van ban di (da cep chit ky cüa ngued c6 tham quyen) duce quan l theo trinh tu 

Kim tra the thirc, ky thuat trinh bay van ban; cAp s6 va thei gian ban hanh 
van ban. 

Dang ky van ban di. 

Nh'an ban, doing &Au cci quan va &au mire dO mat, khan (nu c6); k9 sO d& voi 
van ban dien tir. 

Lam thil toe phat hanh, chuyen phat va theo dôi viec chuyen phat van ban di. 

Luu van ban di. 

Dieu 21. Kim tra the that va ky" thuat trinh bAy van ban, cap s6 va thiri 
gian ban hAnh van ban 

Kiem tra the thirc va ky thuat trinh bay van ban 

, Throng phong Hanh chinh - T6ng hop chiu trach nhiem tnrorc Hieu true:mg ve 
the thirc va kg/ thuat trinh bay van ban khi ban hanh; truac Ichi ding dau va phat hanh 
van ban, van thu Tnremg kiem tra lai the thfre va ky thuat trinh bay van ban, nEu phat 
hien sai sot thi bao eao Truemg phong Hanh chinh - Tang hop xem xet, giai quyet. 

Cap s6, ghi dia danh va thed gian ban hanh van ban 

s6 va thed gian ban hanh van ban,  duct lay theo tiny tAr va trinh tr thin gian 
ban hanh van ban trong Tram (bat dau tit s8 01, vao,ngay 01 thang 01 va ket dine vao 
ngay 31 thang 12 hang nam); so van ban la duy nhat trong met nam, th6ng nhat gala 
van ban giay va van ban dien dr; 

Viec cap s6, thei gian ban hanh van ban giay duce thtre hien sau Ichi c6 chit 
tha ngueri c6 tham quyen, cham /that la trong ngay lam viec tiep theo; viec cap so, 

theri gian ban hanh van ban en tü dirge thtre hien bang elnrc nang caa phan mem he 
thang; van ban "mat" dugc cap he thOng s6 rieng; 

Cap s6 van ban: Van ban di tha Tnreng Dai hoe Quy Nhon duce quan l theo 
nhom va cap N thting so rieng: 

- Nh6m 1: Cac Van ban do HOi (tang trtremg Tnremg Dai hoc Quy Nhon ban 
hanh; 

- Nhem 2: Cac van ban tha hei d'Eng, ban, t6 chic do Truemg thanh lap; 

- Nhom 3: Quyet dinh, quy dinh,,quy cha; 

sau: 
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- Nhom 4: Chucmg trinh, ke hoach, phtrang an, a an, dy an, c8ng van, bac cao, 

thong bao, huong dan, ter trinh; 

- Nhom 5: Hgp ding; 

- Nhom 6: Phieu you cau bao gia; 

Nh6m 7: Giay di throng; 

Nh6m Van ban "khan", "mat". 

d) Tat ca cac van ban di do Truang, HOi d'9ng tnrong va hOi dtmg, ban do 
Trueng thanh lap, cac van ban do don vi ban hanh... au ghi dia danh la "Binh 
Dinh", chit in nghieng, ce'r chit 13-14; 

d) Ngay, thang, Mm ban hanh van ban clang chit in thuong va sa A Rap, cO chit 
13-14, in nghieng. 

Dieu 22. Bang k9van ban di 

Van ban di dirge clang k9 vao sa clang k9 van ban di hoc ca ser at lieu quan 
19 van ban di teen phan mem din tir; van ban di phai bao dam day da, chinh xac ck 
thong tin can thitt, man s6 dang k9 van ban di thyc hien theo quy dinh tai Phi lyc VII 
quy dinh nay. 

Van ban dugc clang.  ky  bang phan mm phai in ra giAy va di day do cac 
truang thong tin theo mau s8 dang k9 van ban di, dang chung s6 va he thong so veri 
van ban giay de quan 19. 

Van ban "mat" dugc dang k9 rieng, thyc hien theo quy dinh Nghi dinh so 
26/2020/ND-CP. 

Dieu 23. Nhfin ban, dong dtau vi mut di) "khAn", "mint" 

1. Nhan ban 

Se lugng va'n ban c'an nhan ban .cle phat hanh dugc xac dinh tren ca ser so 
lugng tai "Nai nhan" van ban; neu gin an nhieu nai ma trong van ban khong liet ke 
dii danh sach thi don vi son thao phai cO phy lyc nai nhan kern theo de' luu er van 
thu; 

Nai nhan phai ducyc xac dinh cy the teen nguyen tac van ban chi gni d'en ca 
quan, th chic, don vi c6 chic nang., tham quyen giai.quyet, t6 chic thyc hien, phoi 
hap thyc hien, bao cao, giam sat, kiem tra;lien quan den n'9i dung van ban; kh8ng gUi 
vugt cap, khong gin nhieu ban cho mOt dOi tugng, kh8ng gin den cac doi tugng khk 
chi de biet, de tham lchao; 

Gift gin bi mat nOi dung van ban va thye hien danh may, nhan ban theo dung 
thai gian quy dinh; 

Vic than ban van ban "mat" phai cif) 9  lcien ciia lanh dao Truerng va dugc 
thyc hien theo quy dinh tai Dieu 3 Nghi dinh s9 26/2020/ND-CP. 

2. Doing darn ca quan (Truang Dai h9c Quy Nhari) fititZ 
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a) Chi dong tau Ichi có chit lcjr five nap elm ngued có tham quyen; vi tn dAu tram 

len lchoang 1/3 chit kjr ye phia ben trai; 

b) Dau dOng phai no rang, ngay ngin, dung chieu va dung myc dau mau do Mori 
theo quy dinh; 

c) Doug clau treo len cac trang du cüa mi phi lye kern theo van ban (nu co), 
du duce thing of tau trang, tram len 'net phan ten Truang hoc ten coa phy 

3. Dong &Au cac mire do' "khan" (can ell vao dieu kien, tiled gian, tinh chat... can 
chuyen phat van ban) do Hieu truong quyet dinh; dong dau cac mire d0 "mat" thyc 
hien theo quy dinh tai Dieu 3 Nghi dinh s6 26/2020/ND-CP; vj tri dong dau "khan", 
"mat" thyc hien theo quy dinh tai Phy lye I Nghi clinh 30/2020/ND-CP. 

Dieu 24. Phat hanh, chuyen phit va theo doi viec chuyen phat van ban di 
1. Phat hanh van ban 

Van thu Nha truemg tin hanh can coring viee sau day: 

Lya ch9n phong bi (kich cä, chat lieu, hinh thirc...); 

Viet cac thong tin c'an thiet len phong bi; 

Vao bi va dan bi, niem phong; 

Wong dau dO "lchan", "mat" len phong bi (nett co). 

2. Chuyen phat van ban di 

Nhang van ban da thyc hien day dü cac thft Ate hanh chinh phai dugc phat 
hanh ngay trong ngay, cham nhat la trong ngay lam viec tiep theo; 

DeivOi nhimg van ban "khan" phai duce phat hanh ngay sau lchi thye hien 
xong cac thu tiic hanh chinh; 

Van ban di chuyen phat qua but din phai duce clang kjr vao,s6 gin van ban 
di but din; khi giao bi van ban, phai yen cau nhan vien bin din kiem tra, lcjr than 
va dong dau vao so; 

Vie chuyen giao tryc tiep van ban cho de don vi, ed nhan trong Trubn* 
hoc ,cho cac co quan, don vi, ea nhan ngoai Tnrong phai duce kjr nhan vao so 
chuyen giao van ban; 

d) Trong truong h9p cAn chuyen phat nhanh, van ban di co the duce chuyen phat 
cho nui nhan bang may fax, ngay sau do phai giri ban chinh doi vori nhang van ban co 
gia tri km tit chuyen phat qua mang bang phan mem he thong thye hien theo quy 
dinh tai Diem c Khoan 1 Dieu 25 Nghi dinh 30/2020/ND-CP. 

3. Theo deii viec ehuyen phat van ban di 

Van thu Truer/1g et:, tech nhiem theo &Si viec chuyen phat van ban di; 

Lap phi& gii d theo dOi viec chuyen Rhat van ban di theo you cau cüa ngtrai 
14/ van ban; vie xac dinh nhimg van, ban di can lap phien gin do chit the soan thao 
van ban de xuat, trinh nguai kjr quyet dinh; 	

aitt 
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Dai vol nhang van ban di c6 thing clau :Tai lieu thu hal.", phai theo dôi, thu 

hoi,dang thai han; khi nhan lai, phai kiem tra, doi chieu de bao dam van ban thong bi 
thieu hoac that lac. Truang hop nhan dugc th8ng bao thu hoi van ban din tit, ben 
nhan hay NS van ban din tir bi thu hoi tren phan mem h th6ng, &mg thai th6ng bao 
qua he; thong de ben giri biet; 

Khi phat hien van ban bi that lac trong qua trinh chuyen phat, van thu Truang 
phai bao cao Truth-1g phang Hanh chinh - T6ng hop de xir I. 

Dieu 25. Luu van ban di 

Ban gac ca chit kT trvc tip luu tai van thu Tnrang, sap xep theo nhom dä quy 
dinh va so thir ty dang 141; ban chinh van ban hru tai NI so &Ong viec. 

Vien chile 	c6 trach nhiem lap s6 theo &Si va phvc vi kip thai you cu 
sir dvng ban luu theo quy dinh cüa phap IVO va quy dinh caa Nha truemg. 

Luu van ban dien tir thvc hien theo Phv Eve V quy dinh nay. 

Myc 4 

Lig HO SO VA NOP HO SO, TAI LIEU VA0 LUIJ TRU NHA TRUONG 

Dieu 26. Ni dung viec 1:ap he) sava yeu au dOi van 116 s duvc 10p 

1. Ni dung viec lap ha so ding viec 

Ma h6 so 

- Can cir,vao bang tiled han bao quan tai lieu do Tnrang Dai hgc Quy Nhcrn ban 
hanh va thvc te cong viec dugc giao, vien chirc va nguai lao dOng,dugc giao nhiem 
vi giai quyet &Ong viec c6 trach nhiem ma ho su theo danh rave ho so hoc theo ke 
hoach Gong tk; cap nhat nhang thong tin ban dau ye h6 w theo danh mvc ho so dä 
ban hanh; 

- Tnriang hop cac ha so thong c6 trong danh myc theo cac nh6m ten, nguai 
dugc giao nhiem vv giai quyet c6ng viec tv xac dinh cac thong tin: Tieu dê ho so, so 
va 1c5f hieu 116 so, then hn bao quan ho so, nguai lap ho so... 

Thu thap, cap nhat van ban, tai lieu vao M so 

Vien,chirc, ngtrai lao &Ong c6 trach nhiem lap ha so can thu dial) My dU cac 
van ban, giay ter va cac tu lieu co lien quan den sr viec vao ho so; cap nhat kip died 
cac van ban, tai lieu c6 lien quan hinh thành trong qua trinh giai quyet ding viec vao 
M so; 

Cac van ban trong ha so phai,dugc sap xep theo mOt trinh tv hap 1, thy theo 
dc diem khac nhau cüa c6ng viec de lva chgn each sap xep cho thich hop (theo trinh 
tv then gian va dien bran deg viec). 

c) Kt thac va bien myc ha so 

- Ha so ducc kat thac khi clang viec da giai guy& xong;  "AV 
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- Ngued lap ha so c6 trach nhiem:.Ra soat lai toan,b0 van ban, tai 1iu c6 trong 

ho so; bo sung van ban, tai lieu con thieu; loai ra khoi ho so ban trang, ban nhap; xac 
dinh 10 thei han bao quan‘cua ho so; chinh sira tieu de, so va Icy hieu ho so cho Ora 
hap; hoan thin, ket thirc ho so; 

- Dai veri ha w giay: Nguai lap ha so thuc hien &nil sa to di yeti ha so c6 thed 
han bao quan tir 05 nam to.  len va viet Mpclpc van ban doi ved ho so co thei han bao 
quan Vinh vien, viet chimg t& ket th6c dôi vei tat cá ho so; 

-t Dai vei ha so din ti r: Nsued lap ha so co trach nhiem cap nhat vao phan mem 
he thong cac thong tin c6n thieu, vice bien mpc van ban trong ho so duot thpc hien 
bang chi:re nang elm phan mem M th8ng. 

Dieu 27. Giao nap ha so', tai Iiu vao hru frit Nhh trutng 

1. Trach nhiem cUa vien chirc, nguei lao Ong 

Vien chirc, ngueri lao Ong pliai giao nap ha so, tai lieu vao km trirr cua NM 
truemg theo thed han dirge quy dinh tai Khoin 2 Dieu nay; trueng hop can gilt 10 ho 
so, tai lieu den han nap ltru phai thong bao bang van ban cho luu tret Nha trueng Net 
va phai duore sr dong yeüa lath dao Trueng, nhung than han gift lai khong qua 02 
nam; 

Vien chec, nguesi lao Ong lchi chuyen cong the, thoi vie, nghi huemg eh e da 
bao hiem xä hOi  phai ban giao ho so, tai lieu cho luu tnt Nha throng hoac cho nguei 
ke nhiem; khong duct gift h8 so, tai lieu dm Nha truong lam tai lieu Hong hoc mang 
den ca quan, to chic khac. 

2. Then han nap luu ha so, tâi li'eu 

Trong thed han 01 nam ke tir ngay ding vie ket th6c; 

Sau 03 thang ke tir ngay c8ng trinh duct quyat toan (dai vei tai lieu xay dung 
co ban). 

3. Thir e giao nh'an: IChi giao nap ha so, tai lieu, cac don vi, vien ehüe, nguai 
lao dang phai lap 02 ban mpc 1pc he, so, tai lieu nap km va 02 _ban bien ban giao nhan 
tai lieu; vien chfre km tril Nha truemg va ben giao tai lieu moi ben gift m8i loai mat 
ban (mau bien ban xem tai Phplpe VIII quy dinh nay). 

Dieu 28. Trich nhiem l'ap ha so vl giao nap he sot, tii lieu vho hru 	Nha 
truirng 

Track nhiem cUa lanh dao Tnreng 

Hang nam, Hieu truemg hoe Ph6 Ilieu throng phi trach c8ng the hanh chinh Co 
trach nhiem chi dao ding tat lap h8 so va giao nap ho so, tai lieu vao luu frit Nha 
truemg. 

Trach nhiem cüa Tnrong pheing Hanh chinh - Tang hop 

a) Tham muu cho Hieu truang trong viec chi dao, kiem tra, hueng dan lap ha so 
va giao nap he so, tai lieu vao luu trtt Nha truemg; 
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b) TO chirc thvc hien viec lap h8 sa va giao nOp h sor, tai lieu vao luu trit Nha 

3. Trach nhiem cUa twang don vi va vien chirc, ngueri lao citing 

Throng don vi cep trach nhiem chi dao, don dcic vien chirc,‘ngtrai lao dOng 
thuOc don vi minh thvc hien viec lp ho sa cong viec va giao nOp hO sa, tai lieu vao 
luu trit NM trtramg dung tiled han va dung dal tve quy dirth; 

Vi8n chic, ngueri lao dOng thvc hi'en l3p hal so cong viec có trach nhiem bao 
edo tnrong don vi va giao nOp tai lieu, ho so vao luu tnt Nha trueng dung theri han  va 
dung alit tic quy dinh; 

4. Vien chic thvc hien ding the van thu, luu trit Nha tnremg ce, trach nhi'em 
huang din eac don vi, vien chile, ngtroi lao dOng lap ho so deg viee va giao nOp ho 
so, tai lieu vao luu Mt Nha truemg theo (King quy dinh eUa Nha nuoc. 

Mile 5 

QUA1N Lt.  VA St's  DUNG CON DAU 

Dieu 29. Quin ljr con din 

1. Tnremg phong Hanh chinh - Temg hcp chiu trach nhiem twee Hieu truerng 
viec quan l, sir dung con dau elm Tnremg Dai h9c Quy Nhcm.,Lanh dao don vi chiu 
trach nhiem truac Hieu truemg viee quan 1ST va sir dung con dau cüa dun A (doi veri 
dun vi c6 con dAu rieng). 

2. Vic quan ly va sir dung con dAu tüa Tnrong Dai h9c Quy Nhcm duce giao 
cho van thu Truang, con dau cüa don vi duce giao cho van thu don vi; van thu 
Trtremg va van thu don vi duce giao sir dung va bao quan con dau phai chiu.traeh 
nhiem try& lath dap Truemg va lath dao dun vi viec quan 15,  va sir dung con dau, co 
trach nhiem thtrc hien nhtmg quy dinh sau: 

Con dAu phai dirge bao quan tai phOng lam viec eüa vion chirc van thu, 
twang hap can dua con d'Au ra ngoai Tnrong hoc ngoai don vi phai duce str clang y 
eUa Hieu twang hoe truemg don vi va phai chiu traeh nhiem ve viee bao quan, sir 
dvng con dau theo dung quy dinh; 

Khong giao con d'Au cho ngueri khac khi chua duce phep (bing van ban) dm 
ngueri co thin' quy8n, viec ban giao con dau phai dirge lap bien ban. 

3. Khi net dau bi mon hoc bien dang, vien chirc van thu phai bao edo True:mg 
phong Hanh chinh - Tong hcop hoc tnremg don vi (deli veri don v  c6 con dau Hang) 
d8 d8 nghi Hieu truemg lam thit tve doi con dAu; truem* hop con dau bi mat, phai bao 
cao ngay Hi'eu truong, Truerng pheng Hanh chinh - Tong hap, truong dun vi de bao 
cao kip then den ca quan deg an. 

4. Khi don vi c6 con dau Hong c6 quyett dinh chia, taeh hoc sap nhap, phai nOp 
con dau cii va lam thit tuc clang kjf con dau mod 

491#1, 
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Dieu 30. Sir dung con dAu 

Cac van ban do Tn.reng Di hgc Quy Nhcm, HOi deng tnrang Truong Dai  hgc 
Quy Nhcm ban hanh va van ban do c4c hOi  &Ong, ban (thenh lap theo guyet dinh cüa 
Hieu truemg) ban hanh duqc sir dyng chung con deu cUa Trtremg Dai  h9c Quy Nhcm. 

Van thu Nha truerng phai ty tay dong clau vao cac van ban sir dyng chung con 
dau Tnremg Di hgc Quy Nhan; vat thu don vi Nog dau vao van ban do tilting don 
vi ban hanh (dei vai don vi c6 con dau rieng). 

Van thu chi thing dau vao cac van ban lchi hem tra dung tha thirc, 	thuat 
trinh bay van ban vã da' c6 chit ky cña ngtreri có tham guy'en. 

IChong dugc dong du tong cac truong hcp sau: Demg,dau vao giay khong c6 
gia tri nOi dung, clang dau tru6c Ichi ky, &rig dau san ten giay tang hoc dong dau 
len the van ban co chit kY cim nguai kheng dung tham guyen. 

Nhitng don vi cia con clau rieng, truamg don vi chi sfr dyng con deu don vi dei 
voi nhtmg van ban thuOc pham vi chire nang nhien\vy duce giao, ding theri phai chiu 
trach nhiem not Hieu truemg va tra6c phap luat ye viec sir dyng con deu cim don vi. 

Chuang III 

CONG TAC LUU TREY 

Mix 1 

CONG TAC THU TH4P, BO SUNG TAI Litt 

Dieu 31. Giao nhAn ho 	tai lieu vao in trir 
Hang nam,vien chirc thue Men ding Mc km trit elm Nha truemg co nhiem v1i t6 

chuc thu thap ho so, Milieu da den han nOp hit vao kho km tit Nha tnrimg: 

Lep k'e hoach thu thap h6 so, tai lieu. 

Phei.hcp vài cac don vi, vien chirc, nguai lao dOng the dinh nhftng loai he 
sa, tai lieu can nOp ltru vac kho Itru trtt 

Huang clan cac don vi, vien chirc, ngued lao d'Ong chuan bi he so, Milieu va 
lap "Mix lye he so, tai lieu nOp Itru" (mau he so xem tai Phy lvc VIII guy dinh nay). 

Chun bi kho va cac phucmg tien bao guan (bao gem ca. Milieu km trit then 
tiz) a flap than he so, tai 

Te chat flap nhan he so, Milieu, kiem tra di chieu giita myc lye he so, tai 
lieu nOp km vai thyc te Milieu va lap bien ban giao nhan tai lieu. 

Dieu 32. Chinh15,  tai hçu 

He so, tai lieu cim Nha truemg Va cac don vi phai duce chinh l hoan chinh va 
bao guan tong kho km trit. 

1. Nguyen tac chinh ly 
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a) Khong phart tan ph6ng km tit; 

b) Khi phan loai, lap ha so (chinh sira, hoan thien, phvc hi hoc lap mai ha so), 
phai tan tong skr hinh thanh tai lieu theo trinh nr theo dOi, giai quyet ding viec 
(khong pha vO ho so da lap); 

c) Tai lieu sau khi chinh l2 phai phan anh dugc cac hogt dOng dm cá nhan, b0 
phan, don vi hoc cita Nha truemg. 

2. Tai lieu sau khi chinh l phai dat yeu au: 
Phan loai va lap ha so hoan chinh; 

Xac dinh then han bao quart cho ha so, tai lieu; 

HG thong hoa ha so, tai lieu; 

Lap ding cv tra dm: Mvc lvc ha SO, CO so.  dr lieu va cac c8ng cv tra cthi khac 
phvc vv cho viec quan 12 va tra thu sir dvng tai lieu; 

d) Lap danh mvc tai lieu hat gia tri. 

Dieu 33. Hi thing xic dinh gia tri tali lieu 

1. Hi clang the dinh gia trj tai lieu Truang Dai h9c Quy Nhcm dugc thanh lap 
de tham muu cho Hieu throng trong viec xac dinh thai han bao quan, Iva chgn tai lieu 
de giao nOp vao ltru tit co quan, Iva chgn tai liGu hm tra co quan de giao nOp vao km 
trft lich sir va tieu hüy tai lieu het gia tri. 

,2. HOi dang xac dinh gia tri tai lieu Truemg Dai h9c Quy Nhan do Hieu truamg 
quyet dinh thanh lap va nr giai the sau khi hoan thanh nhiem vv, thanh phan cüa hOi 
Tong gam: 

Chit tich hOi dang la lanh dao Twang; 

Thu kY hOi dang la vien chirc thvc hien nhiem vv luu Nha truerng; 

1:Jy vien la dai dien lanh dao cat don vi c6 tai lieu, vien chirc ph v trach ding 
tac phap che Nha truemg. 

, 	3. Hi dang xac dinh gia tri tai lieu than luan top.  tha, kat luan theo da sa, cac 
kien khac nhau phai dugc ghi vao bien ban cuOc h9p de trinh Hieu throng quyat dinh. 

4. Tren CO SO d'a nghi cüa hOi dang the dinh gia tri tai lieu, Hieu trutmg ra quy'at 
dinh ban hanh quy dinh thed hart bao quan tai lieu, lva chgn tai lieu da giao nQp vao 
lint lit Nha truang, Iva chgn tai lieu luu tra Nha truemg giao nOp vao km nit lich sir; 
tieu hit)/ tai lieu het gia tri tai luu tram Nha trutmg va cac don vi. 

Dieu 34. Xfic dinh gia tri tai lieu 

Vien chirc van thu, rim tra cüa Tniting va cac don vi can cir quy dinh thoi hart 
bao quan tai lieu do Hieu trueng Trueng Dai h9c Quy Nhan ban hanh de xac dinh gia 
tri tai lieu. 

Viec the dinh gia tri tai lieu phai dat dugc you au sau:  
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Xk dinh tai lieu can bao quan vinh vin va tai lieu bao quan co died hp bang 

so' nam 	the; 

Xac dinh tai lieu hat gia tri de tieu hay. 

Dieu 35. Huy thi lieu het gia tn 

1. Hieu twang do than' quyan quyat dint' hay tai lieu hat gia tri ti km tit Nha 
trugng vã cac don vi; 

2. Thu tic quyet dinh hay tai lieu hat gia trj dugc quy dinh nhu sau: 

a) Theo a nghi cita hoi dang xac dinh gia tri tai lieu Trutmg Dai hoc Quy Nhcm, 
Hieu tracing d8 nghi ea quan thyc hien nhiem vy quan 19 nha nugc ye ltru trft cling 
cap tham dinh tai lieu het gia tri can hay; 

b),  Can dr vao Ician cila hOi dang,tham dinh gia fri tai lieu,hoac 9  kian elm ca 
quan cap teen tryc ti8p, Hieu tn.:Ong quyet dinh vice hay tai 1iu h8t gia tri. 

3. Vic hay tai lieu hat gia tri phai bao dam hay het the:mg tin trong tai lieu va 
phai dugc lap thanh bien ban. 

4. Ha sa hay tai lieu hat gia tri gam c6: 

Quyiat dinh thanh lap hOi ding (hOi clang xac dinh gia tri tai lieu do Hieu 
tripling quyat dinh thanh lap; hOi dong tham dinh xac dinh gia tri tai lieu do ngtred 
dung dau ca quan thyc hien nhiem vi quan 19 nha mac ye km trft quy8t dinh thanh 
lap); 

Danh myc tai lieu hat gia 	trinh va ban thuyat mirth tai lieu hat gia tri; 

Bian ban hop hOi &mg xac dinh gia tri tai lieu; 

Van ban da nghi tham dinh, xin 9  lcian hay tai lieu; 

d)yan ban tharn dinh, cho 9  kian cña ca quan thtrc hien nhiem vy pan 19 nha 
nugc ve tun tit; 

Quyet dinh hay tai lieu hat gia tri; 

Bien ban ban giao tai lieu hay; 

Bien ban hay tai lieu hat gia 

5. Ha so hay tai lieu hat gia tri phai &rot bao quan tai km trü Nha twang it nhat 
20 Mtn, ke tir ngay hay tai lieu. 

Dieu 36. Th?ri ban np liru he scr, thi lieu vao lutz frit lich sir 

Trong thiri han 10 nam, ká tir nam &Ong viec kat thac, Tnrong Dai hoc Quy 
Nhcm c6 trach nhiem nOp inn tai 1iu c6 gia tri bao quan vinh vin vao kin tr& lich sir. 
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Myc 2 

BAO QUAN, TO CHtit St' DVNG TA' LIEU LUU TRIT 
Dieu 37. Ban plan tai lieu luu trir 

H6 so, tai lieu chua den han nOp luu vao hru tit Nha tnremg do vien chirc, 
nguai lao dOng tir bao quan va phai dam bao an toan cho the h8 so, tai lieu. 

Ha so, tai lieu hru tit den han nOp luu phai duet giao nOp vao hru tra NM 
tnrang va,  tap trung bao quan trong kho hru tra eita Truang; kho km tra phai duce 
tang bi day da cac thi8t bi, phuang tien can thiet theo quy dinh dam bao an toan cho 
tai lieu. 

Twang phong Hanh chinh - Tang,  hop c6 trach nhiem chi dao thuc hien the 
quy dinh ve bao quan tai lieu hru tra: be tri kho Km tra theo dung ti8u chuan quy 
thrth; thtre hien cac bien phap phOng cheng chay, no, phOng cheng thien tai, phong 
gian, bao mat deli vai kho luu tra va tai lieu km frit tang bi cac thiet bi kg 
thuat, phuang tien bao quan tai lieu km tra then tit; duy tri cac ch8 de bao quan pha 
hop yeti timg loai tai lieu luu tra. 

Vien chac van thu, luu tra caa NM tnrong eel trach nhiem: b6 tri, sap xep khoa 
h9c the tai lieu km tra; ho so, tai lieu trong kho do tong Nip (cap), dan nhan ghi day 
dü thong tin theo quy dinh de tien thong Ice, kiem tra va tra ciru; thuong xuyen kiem 
tra tinh hinh tai lieu c6 tong kho de dam duce so lugng, chat lugng tai lieu. 

Dieu 38. DOi tuvng va thii tyc khai thfic, sfr dyng tai Iin 

Vien chirc, ngued lao dOng trong Tn.rang va mei te chat, ea than khac du 
duce khai thac, sir dung tai lieu km tra vi inve dich ding vu va cac nhu eau rieng 
chinh dang. 

To chire, cá nhan ngoai Tnrimg c6 thu eau nghien cau tai IiOu vi rape dich 
ding vi phai c6 giay gith thieu va phai dugc lath ciao Truemg thing 3"/. 

Ca nhan khai thae, sir dung tai lieu vi mix dick rieng phai viet don, kern theo 
chang mink thu than dan hoe he chieu, don phai dugc MTh dao Truang kg duyet. 

Dieu 39. Cac hinh that t6 chat sir dyng tai WO km tar 

Sir dung tai lieu tai phong dee eüa luu tra co quan. 

Xuat ban An pham km tra. 

Gith thifreu tai lieu hru tra den phuong tien thong tin dai chung, teen trang 
thong tin dien dr. 

Irian lam, trang bay tai lieu km tra. 

Trich dan tai lieu km tra trong ding trinh nghien dm. 

Cap ban sao tai lieu km tra, ban chimg thtrc hru trit.ed 
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Dieu 40. Thlarn quyen cho phip khai thic, dyng tai 1iu Iwu Ire 

1. Hieu trugng guy& &ph vi8c sir dung tai 1iu luu Ut tai km tffi NhA throng. 

Ca quan, tO chhc, cá nhan duce mang tai lieu luu tit ra khoi ltru frit Nha 
truemg, d phue vu c6ng Mc, nghien ciru khoa hgc va cac thu cau chinh dang Ichac 
sau khi dugc Hi8u truong cho phop vá phAi hoan tra nguyen yen tai lieu hut trtt do. 

Hieu truemg quyAt dinh vi8c mang tai lieu luu tit tai Km frEt NhA truang ra 
nu& ngoai; to chire, cá nhan trudc khi mang tài 1i8u luu tnt Nha trueng ra nuOc 
ngoai phai th8ng bao cho luu trir lich sir nth clang kS,  biet. 

Dieu 41. Quin I vifc sfr dyng tài Iiu hru tar 

1. Ltru till Nha flat/1g phal co n0_i quy pheng dgc. 

2. NOi quy phong dge bao dim ck nOi dung sau: 

Thai gian phpc vij dOc gia; 

CAc giAy ter dc giA can xuAt trinh khi d'en khai thee tai lieu; 

Nhttng vat dung duce va kh6ng duce mang vao phi:mg dgc; 

Cac quy dinh doe gia phai thgc hien khi nghi8n ciru va khai thae tai lieu. 

3. Vifren chirc km tra Nha twang phai lap ck s6 nhap, xuAt tai lieu, sO dang k)2 
mix hie hO so va sO dang k dOc giA do quan 151 tai 1iu luu frit va phue vi khai tithe 
tai lieu. 

Chuang IV 

MIEN THUONG, Kt LUAT vA ICHIEU NAI, TO CAO 

Dieu 42. Khen thwomg va xfr IS,  vi phym 

Cae don Ai, ed than c6 thanh tick trong ding Mc van thu, km lift se duqc khen 
throng theo quy dinh cha phap luat. 

Don vi, cá nhan vi pham quy dinh nay vá nhimg quy dinh khae cUa phap luat ve 
ding Mc van thu, hm tit thi thy theo tinh chAt, mire dO se bi xir 1 theo quy dinh elm 
phap luat. 

Dieu 43. 'Chien nyi, t6 cao 

Don vi, cá nhan co quyon khieu nai,  tO cao cac hAnh vi vi pham phap luat ve 
ding tac van thu, luu till. 

Vic giai quyat ichiEu nui, t6 cao trong ding tac van thu, km tit duce dux hien 
theo quy dinh elm phap luat ve khifrou nai,  to cap. 
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Phy lye I 

THE THIit VA Kt THUAT TRINH BAY 
CAC THANII PHAN TRONG VAN BAN HANH CHINH 

(Kern theo Quyett clinh sa 03/QD-DHQN ngery 04 thcing 01 nom 2021 
dux Hieu truong Throng Dgi hoc Quy Nhan) 

I. CAC THANH PHAN THE THirC TRONG VAN BAN HANH CHINH 

STT THANH PHAN THE THit VAN BAN 45 95 
01 Quoc hieu va Tiou ngit 1 

02 Ten ca quan, t6 chirc ban hanh van ban 2 
03 SA, 14,  hieu cOa van ban 3 

04 Dia clanh va thai gian ban harth van ban 4 

05 Ten loai va trich yeti noi dung van ban 5a 

06 Trich y'eu noi dung cong van 5b 

07 Noi dung van ban 6 

08 Chirc vitt, ho ten va chit 14cüa ngued c6 thArn quyen 7a, 7b, 7c 

09 Du, Chit 14/ s6 oda ca quan46 chirc 8 

10 Nai nhAn 9a, 9b 

11 D'Au chi do mAt 10a 

12 DAu chi mirc do khAn 10b 

13 Chi d'An 	phArn vi kin hanh 11 

14 K9 hieu ngued sop thao van ban vã s6 luang ban 
phat hanh 12 

15 Dia chi ca quan, t6 chdc; thu din tfr; trang thong tin 
din PI; so din thoai; so Fax. 13 

16 ChB k9 s6 cfia ca quan, tó chile cho ban sao van ban 
sang dinh clang din tir 



1 2 

3 4 

9b 

12 

20 - 25 mm 
11 14 

5b 

 

5a 

  

9a 10a 

 

10b 

  

30 - 35 mm 

72 

7b 

13 

20-2 Mtn 

  

11. SO DO BO TRi CAC THANH PHAN TRONG VAN BAN HANH CHiNH 

(Ngodi cdc thanh pal tren, van bdn c6 th6 c6 Phi lye kern theo)A 



III. LOAM CHIT, CU CHI); KIEL CHIT 

STT Thinli phin Logi cher CO chit Kieu chit 
01 Quoc hieu In hoa 12-13 Dung, dam 

02 Tieu ngir In thuang 13-14 Dung, dam 
03 Ten ca quan, tO chin GU quan truc,tiep In hoa 12-13 Ding 

04 Ten ca quan, t6 chirc ban hanh van ban In hoa 12-13 Ding, dam 

05 se, ky hieu dm van ban In thuecng 13-14 Dung 
06 Dia danh va tiled gian ban hanh van ban In thuong 13-14 Nghieng 

07 Ten loai van ban In hoa 13-14 Dung, dam 
08 Trich yeu nOi dung van ban In thirang 13-14 DUng 
09 Trich y6u nOi dung c6ng van In thuang 12-13 Wing 
10 Tham quyen ban hanh (QD, NQ) In hoa 13-14 Dimg, dam 
11 Nth nhan (6 9a, sau tir "Kinh giii:") In thuemg 13-14 Dung 

12 NOi dung van ban In thuong 13-14 Dung 
13 Tham quyen lcy In hoa 13-14 Dung, dam 
14 H9c ham, h9c vi, danh hieu Viet tat, in hoa 13-14 Dung, dam 
15 H9 ten ngutri ky In thiremg 13-14 Ding, dam 
16 Nai nhan (0 9b) In thuOng 12 Nghieng, dam 
17 Dia chi nai nhan In thuOng 11 Ding 



IV. Kit l'HUAT TR1NH BAY CAC THANH PHAN TRONG VAN BAN HANH MINH 

Quoc hieu (8 s6 1): "soNG HOA )(A HOT CHU" NGHIA VIT NAM" sir dung 
chit in hoa, cer chit 12-13, kieu chit ding, dam, vi tri & phia tren cimg, ben phai tang dau 
dm van ban. 

Tieu ngit (6 s6 1): "DOc Ip - Tir do - Hanh phitc" chit in thuang, viet hoa kyr tn. Mu 
cita cac tir, gift cac tir c6 gach noi (-) va dau each, ce,  chit 13-,14, kieu chit ding, dam, canh 
gicra va duOi Qu6c hieu, phia dued GO duang ke ngang, net lien, c6 dO dai bang do dai cUa 
dong chit. 

Vi du: 

CONG HOA XA HOI CH1J NGHIA VIET NAM 
DOc Ip - Tv do - Ilvnh phtic 

Ten ca quan, t6 chic chit quan trgc Tel) (8 sto 2): chit in hoa, et(' chit 12-13, kieu chit 
ding, vi tri a phia tren cimg, ben trai trang dau tien dm van ban. (Cu quan chit quart ttvc 
tiep la "BO Giao,duc va Dao tao" chi sir dung cho cac van ban do "Truang Dai h9c Quy 
Nhcm" va "HOi thing Wrong Throng Dai hoc Quy Nhon" ban hanh). 

Vi du: 

Van ban do Truang, HOi diing twang, hOi &Ong, ban do Tnrang thanh lap ban hanh (sir 
dung con dau Nha twang): 

BO GIAO DUC VA DA0 TAO 

Van ban do don vi ban hanh (lchong sir dung con &Au Nha twang): 

TRUONG DJ HOC QUY NHON 

Ten co quan, t6 chic ban hanh van ban (o s6 2): la ten chinh thirc, day dit 	ccr 
quan, ta chic; duce trinh bay bang chic in hoa, cer chit tir 12 den 13, kieu chit dung, dam, 
dat earth giita, clued,ten ca quan, to chic chU quan true tiep; phia du51,c6 duang ke ngang, 
net lien, c6 dO dai bang tir 1/3 den 1/2 dØ dai cUa dOng chit va dat can d8i so veri dong chit. 

Vi du: 

Van ban do Twang ban hanh: 

TRUONG EIAI HQC QUY NHON 

Van ban do HOi thing twang ban hanh: 

HOI BONG TRUItING 
TRUONG DAI HQC QUY NHON 

Van ban do don vi ban hanh (co quan thU quan là Tnrtmg Dai h9c Quy Nhon): 

PHONG  TO CHtic - NHAN STY 

s6, ky hieu dm van ban (8 sti 3): SO, k hieu cna van ban trinh bay Wang chit in 
thtnang, Cel chit 13-14, kieu chit ding. 

Vi du: 

- Van ban do Trutmg Dai  h9c Quy Nhcrn ban hanh: Alt7 



S6: 05/DHQN-*  (Trutmg hgp van ban la dog van, *viet tit dAy dà ten don vi son thao 
van ban, lugc be, danh tir dinh danh: ph6ng, Ichoa, trung tam, viOn... va dau gach n6i (neu 
co) tong ten don vi soan thao van ban): 05/DHQN-HCTH; 05/DHQN-KTBDCL 

S6: 15/QD-DHQN (Quyat dinh cga HiOu twang Throng Dai hgc Quy Nhan) 

So: 25/TB-HDTS (Thong bao cüa Hgi d6ng Tuyen sinh Tnigng Dai hgc Quy Nhcm) 

Van bin do HOi ding trutmg Trugng Dai hgc Quy Nhcrn ban hanh: 

09/NQ-HDT (Nghi quyet cUa Hgi d6ng truerng) 

Van ban do cac don vi ban hanh, co quan chit quan la "Tnrong Dai hgc Quy Nhcm", 
chi ltru hanh ngi bg, khong sit ding con dap va h th8ng so chung oda Nha twang: 

86: 05/TTr-TCNS (Ter trinh eüa Phong TO chirc - Nhan sg) 

S6: 15/TB-HCTH (Thong bao dm PhOng Hanh chinh - T6ng hgp) 

S6: 25/GM-KHCNHTQT (Giky mgi cga Pheng Khoahgc ging righO va Hgp tk quoc te) 

6. Dia danh va thoi gian ban hanh van ban (6 s6 4): TAt ca cac van ban di do TnrOng, 
Hgi &Ong truCmg ban hanh, van ban do cac hgi thing, ban, tO chirc fir van.:. do HiOu twang 
that'll lip ban hanh va cac van ban do cac don vi trong Tnrtmg ban hanh deu ghi dia danh IA 
"Binh Dinh", ea' chit 13-14, in nghieng; ngay, thang, nam ban hanh van ban dñng so A Rap, 
caz ngay nhe hcm 10 va the than la thang 01, thong 02 phai them s6 0 phia tithe, cer chit 
13-14, in nghieng. 

Vi dg: 

Binh Dinh, ngay 05 thcing 3 ncitn 2020 

7 va 8. Ten loai van ban va trich yeu ngi dung van ban (6 s6 5a): Ten loai van ban in 
hoa, cer chit 13-14, kieu chit dimg, dim; trich yeu ngi dung van ban chit in thutrng, cOr chit 
13-14, kieu chit &mg, dim. 

Vi dg: 

QUYET DINH 
Ve viec thinh 14p TO fay &Tug quy dinh... 

Trich yeu nOi dung Ong van (0 s6 5b): dugc trinh bay sau chit viet tat "Wv" (ye 
viec), dit canh giera, clutri sO va 14 hiOu van ban, each 1 citing don so vth so va k hiOu van 
ban, loai chit in thirtmg; Ger chit 12-13, kiOu chit dimg. 

Vi dg: 

123/DHQN-DTDH 
V/v th6pg ke gig day nam hoc 2019-2020 

ThAm quyen ban hanh (Mit veri Quyet dinh, Nghi quyet): dit canh giita, (firth ten 
loai va trich you ngi dung van ban each 2 dong don hoic 6pt so vOri trich you ngi dung dm 
van ban, loai chit in hoa, cOr chit 13-14, kieu chit dung, dim. 

Vi dg: 
QUYET DINH 

viec thinh 14 TO lay dkeng quy clinh... 

HEW TRUtiNG TRUONG Eted HQC QUY NHON 

Hoac: 



NGHI QUYET 
viec ban hanh Quy che to chtit va ht dOng... 

HQI BONG TRITONG TRUONG HAI HQC QUY NHON 

Tir "Quyet dinh:", "Quyet nghi:" elm loai van ban nay dirge dat canh giera, dueri the 
can cfr, each 2 d6ng dan hoac 6pt so vial can cir (in nghieng) dirge dan cued cling, loai chit in 
hoa, c6 chit 13-14, kieu chit dfmg, dam. 

VI dy: 

Can ca. 

Can 	. 

QUYET DINH: 

QUYET MGM: 

Nai nhon (6 9a): Tir "Kinh gfri" va ten cac ca quan, t6 chlrc, cã nhan en van ban 
dirge trinh rbay bang chit in thirang, cO• chit tir 13-14, kieu chit dung; sau tir "Kinh gfri" c6 
dau hai cham (:). Neu ,van ban gfri cho met ca quan, to chirc hoac mOt cá nhan thi tir "Kinh 
gfri" va ten ca quan, t6 chfrc hoc ca nhan dirge trinh bay tren cfmg mot dang, cuoi dong có 
dau cham (.), truang hop van ban gai cho hai ca quan, tO chfrc hoc ca nhan tr& len thi 
xuong dang, ten mei ca quan, t6 chfrc, cá nhan hoc mei nh6m ccr quan, t6 chfre, cd than 
dirge trinh bay tren mOt dOng rieng, dau thing co gach dau &mg (-), cuoi dong c6 dau charn 
pha'y (;), cuoi thing cu6i ding có dau cham (.); bac gach dau dOng duce trinh bay thang hang 
Arai nhau dueri dau hai cham (:). 

Vi 

Kinh gfri: BO Gido dye  va Dao tao. 

Kinh gfri: 

- BO Gido dye va Dao tao; 

- Tinh fly tinh Binh Dinh; 

- 1:1y ban Nhan dan tinh Binh Dinh. 

NOi dung van ban (0,s6 6): NOi dung van ban dirge trinh bay bang chit in thuang, 
dan deu 2 le, cif, chit 13-14, kieu chit dimg, lin ben le trai khi xuong dOng bang 1 default tab 
(1-1,27cm); khoang each gift the doan van (paragraph) tin 0-6pt, khoang each gala cac 
dong (line spacing) t6i thieu la each dOng dan. (single line spacing), t6i da la 1,5 dOng (1,5 
lines). 

- Dei veri nhang van bth có sir dyng can cfr phap de,ban hanh thi sau m6i can cfr (in 
nghieng) phai xuong dOng, cu6i moi can cfr IA dau cham phay (;), can cfr cuôi cfmg ket thoe 
bang dau cham (.). 

Vi 

Can air Quy chi td chat va hoat Ong caa Trueng Rai hoc Quy Nhan, ban hanh kern 
theo Nglzi quyet sa 15/NQ-DHQN-HDT ngay 26 thang 3 nam 2020 caa Hai dOng trueng 
Dai hoc Quy Nhan; 

Can cif Quyit dinh s a 992/QD-DHQN ngay 15 thang 6 nath 2020 cita Hieu &yang 
Trueng Dal hoc Quy Nhan ye Quy clinh chtic Wing và nhiem vy ccic clan vi trto thuac; 

Theo cIA' nghi cita Trueng phong Hanh chinh - Tang hqp. 



- Trong cling mOt van ban, khi vin clan lan Mu the vAn ban c6 lien quan phai ghi day 
dü ten loai, so, _1(5/ hieu, ngay, thang, flan va ten ca quan, to chile ban hanh vAn ban; trong 
cat Mn vin clan tiep thee chi can ghi ten loai, s8, 1c$7 hieu cüa vAn ban da. dan. Vin clan 
Lula, Phap lenh chi neu ten loai, se valc9 hieu; 

Vi do: 

"... Dieu 6, Lusa Luu tnt 01/2011/QH13"; 

GG . dirge quy dinh tai Dieu 6 Nghi dinh 30/2020/ND-CP ngay 05 thang 3 nam 2020 
cüa Chinh phi]. ye Cong tac van thu" (Ian vien clan thir that); "... dirge quy dinh tai Dieu 9 
Ng 	dinh 30/2020/ND-CP" (tir lan vin din thu hai fro.  di). 

- NOi dung van ban dirge be eve theo phan, chuang, mot, ditu, khoan, diem duce trinh 
bay nhu sau: 

lit "Phan", "Chuang" va s Ulu tkr cüa phan, chuong trinh bay tren mOt  dong rieng, 
canh gifta, chit in thirtmg, eft cft 13-14, kieu chit ding, dam; se thir hr cüa phan, chucmg 
dung s8 La MA; tieu de dm phan, chuang dug° tat lien duoi, canh giita, chit in hoa, etc chit 
13-14, iciL chit dung dam. 

Vi do: 

Chuang I 

QUY DINH CH1UNG 

Tir "Myc" va só thir tkr cüa mvc  trinh bay tren mot,  dong rieng, earth ,gitra; chit in 
thueng, eft at 13-14, kieu chit dimg, dam; s8 thir tu cUa phan, chuang clung so A Rap; tieu 
de dm mot duct dat lien du6i, canh gifta, chft in hoa, eft chit 13-14, kieu chit ding, dam. 

Vi du: 

Myc 1 

SOSN THAO VAN BAN HANH CHINH 
Tir "Dieu" va s6 thu.tkr, tieu de' Gila diau ttrinh bay each le trai 1 default tab, bang chit 

in thutmg, ca eft 13-14, kieu chit dung, dam; so thir tkr cUa dieu ding s8 A Rap, ket thou tieu 
de cUa dieu khong dung dau eau. 

Vi du: 

Dieu 9. Yen can chung did vo5i soyn than van ban 

se thir tkr cüa "khoan" ding só A Rap, lien ka sau la du cham (.); eft chit 13-14, kieu 
chft dung. 

Vi dv: 

1. Ngutd dung du don vi chn tri soon thao van ban phai Iciem tra va chju trach nhiem 
truck Hieu twang... 

Neu khoan c6 tieu de thi s6 thir tç va tieu d thrill bay tren mOt clang rieng, chit in 
thirang,,  etc chit 13-14, kieu chit dung,,ket thfic tieu dé elm khoan khong ching dau eau hoc 
ding dau hai cham (:); th tu cac "diem" trong "khoan" dung Ic9 tkr tieng Via theo trat tkr 
bang chit cai (a,b,c...), loai chit in thutmg, ke sau la dau ngoAc don ")", eft chit 13-14, kieu 
chit dUng; ket thiic cat diem la dau cham phay (;), ket thlic diem cuoi cimg la dau chain (.). 

Vi da: 

1. The thirc van ban gom cat thanh phan: 074/ 



Quac hieu va Tieu ngii; 

Ten ca quan chit quan trisc flap; 

Ten ca quan ban hanh van ban. 

13. Tham quyan 4 (5 7a): Quyan 	chirc vi cüa ngueri Icy dung chit in hoa, c6 chit 
13-14, kiau chit dung, dam; cac chit viet tat "TM.", "KT.", "TL.", "TUQ." thing chit in hoa, 
c6 chit 13-14, kiau chit dimg, dam. 

Vi du: 

Ngued 4 dung Mu ccr quan, don vi ban hanh van ban: 

HItU TRUQNG (van ban do Truang ban hanh) 

TRIXONG PHONG KE HOACH - TAI CHINH (van ban do don vi ban hanh) 

Ngual 4 thay mat Hai dang throng ban hanh van ban: 

TM. HQ! BONG TRUE/NG 
CHI) TICH 

Nguari 14 la cht ticli hal ding/ trutng ban do Hi'eu trueng ra quyect dinh thanh lap, 
ngoai chirc danh theo quyet dinh, them chirc danh Faith dao vao truot ho ten nguai ky: 

TM. HO BONG TUYEN SINH 
CHI) TICH 

(Chit ky, dati Tnrang DHQN) 
Hitt TRUONG 

PGS.TS. Nguyen Van A 

TM. BAN VI SU TIEN BQ PHI; NIT 
TRU...ONG BAN 

(Chit 14, clan Truang DHQN) 
PHO HIEU TRUONG 

PGS.TS. Nguyen Van A 

Ngtrai 4 4 thay: 
KT. HItU TRIIONG 
PHO Hitt TRUONG 

TM. HO! BONG TRUONG 
KT. CHU TICH 

PI40 CHU TECH 

TM. HQI BONG TUYEN SINH 
KT. CHU TICH 
P110 CHU TICH 

(CS 4, Mu Tnrang DHQN) 
TRUONG PHONG DA° TAO HQC 

PGS.TS. Nguyen Van A 

KT. TRUONG PHONG HANH CHINH — TONG HOP 
PHO TIWONG PHONG 



Nguai k9 k thira lenh: 
TL. HIfl TRUONG 

TRU'ONG PHONG TO CHtC — NHAN Sif 

TL. HIEU TRUIONG 
KT. TRU'ONG PHONG TO CHTTC — NHAN 

PHO TRU'ONG PHONG 
NguOi k ky ultra fly quyen: 

TUQ. HIEU TRUING 
TRUIONG PHONG HANH CHNH — TONG HP 

14 va 15. TIN ham, he vi, danhhieu và ha ten nguai ksr (0 7b): H9c ham, hac \fir, 
danh hien elm nguari ngutri ky dirge viet tat, lien sau m6i S dirge vie't tit la dau cham 0, 
chit viet tat in hoa, cc" chit 13-14, kieu chit &mg, dam. Ha va ten dm ngutri ky dirge viet day 
dii (sau hac ham, hae vi, danh hi0u 1 dau each) bang chit in thuang, et( cha 13-14, kieu chit 
dung, dam. (hac ham, hat vi, danh hien va ha te'n nguni kY có the dung dau ten khdc sen). 

Vi du: 

GS.TS.NGND. Nguyen Van A 

PGS.TS. Le Van B 

TS. Pham VAn C 

16 va 17. Nai nhan va dila chi nai nhan (0 9b): Tir "Noi than:" dirge trinh bay tren mOt 
(long rieng, & phan cu8i, sat 10 trai ctia van ban (ngang hang voi dong chit "quyen han, chile 
vu ciia nguari kg"), bang chit in thuong, ca.  chit 12, kieu chit nghieng, dam; phan Belt ke cac 
ca quan, t8 chire, don vi va ca. nhan Wan van ban dirge trinh bay bang chit in thutrng, c8 
chit 11, kieu chit dung; ten m6i ca quan, to chute, don vi va cá nhan hoac mai idiom ca 
Tian, t6 chirc, dun vi nhan van ban dirge trinh bAy tren mOt thing rieng, datylOng c6 gach 
dau dong (-) sat le trai, cued dong c6 dau cham phay (;), deng cithi cling bao g6m chit "Ltru" 
sau c6 du hai chant (:), tiep theo la chit "van thu" viet tat IA "VT", dau phay (,), chit viet tat 
ten don vi (hoc b0 phan) sop thao van ban va sO lugng ban Itru, cu8i ding la dau cham (.). 

Vi du: 

Nei nhein: 
- Nhu teen; (Si veri van ban c6 "Kinh 	a 0 9-a) 
- Hi4u twang (dt bio cao); 
- Cac don vi (de thuc hi6n); 
- Luu VT, HCTH, 02. 

LCD I?: 

Ca chit trong cling mOt van ban tang - giam phai thong 'that, vi du: 

Quoc hieu, ca quan chIt quan c8 chit 13; tieu ngit, ca quan ban hanh van ban cer chit 
14; dia danh, ngay, thang, nAm ban hanh va nOi dung van ban tit chit 14. 

Hoac Quoc hieu, ca quan chit quan era chit 12; tieu ngit, ca quan ban hanh van ban ed.  
chit 13; dia danh, ngay, thang, nam ban hanh va nOi dung van ban ea chit 13.01,47' 



Pity lye H 

QUY trOC VIET TAT TEN TRUONG, HOI BONG TRIYONG; HO! BONG, 
BAN DON VT TRONG TRUONG HAI HQC QUY NHON 

(Kern theo QuyAt dinh sa 03/QD-DHQN ngery 04 thcing 01 nehn 2021 
cita Hie'u truOng Trtrong Doi hpc Quy Nhcm) 

STT TEN DAY DIJ VIET TAT GHI CH1J 

01 Trueng Dai hec Quy Nhon DHQN Van ban sir dung con Mu dm 
Tnrang, ca quan chit quan la 
BO Ciao dye va Dao to: 
Trong phan se va k9 hien van 
ban (8 s8 3): vitt in boa; My 
du cac kSi tv cth cita tit/ cum 
tin chi ten co quan ban hanh 
van ban; chi luge bet danh tin 
dinh danh "Tnreng" tong 
cum tin "Truerng Dail hec Quy 
Nhcrn". 

02 WM deng throng Tnreng Dai h9c • 
Quy Nhcm HDT 

03 HOi &Mg Khoa h9c va Dao tao HDICHDT 

04 Hei d'eng xac dinh gia tri tii liu HDXDGTTL 

05 HOi d6ng Tuyen sinh HDTS 

06 Ban "Vi skr tin bti Phu nit" BVSTBPN 

07 Ban Tu van tuyen sinh BTVTS 

08 Phong Dao tao DM h9c 
DTDH; 

P. DTDH Van ban khong sir dung on 
Mu cim Tnreng, co quan chit 
quan la "Trueng DM h9c Quy 
Nhcm" (Km hanh nOi b0): 
- Viet tat trong phan s8 va k9 
hieu van ban (8 so 3): viet in . 	, 
boa; day du cac k9 hr du dm 
it/ cum tin chi ten co quan, 
don vi; khong dung Mu n6i, 
dan each; lugc be danh tin 
dinh danh "Pheng", "Trung 
t'am",,"Vien", "Khoa"... 
- Viet tat trong phan "nai 
nhan" (5 se 9b): vi6t in hoa; 
day dit cac k9 tv Mu dm tin! 
ciun tin dinh danh va tie cutn 
tin chi ten ca quan, to chile; 
ding dau niSi, du each nu 
ten co quan, to chirc bao gem 
2 hoac hcm 2 thanh phan, 
"va" dugc thay bang k9 MO 

09 Pheng T6 chin - Nhan str 
TCNS; 

P. TC-NS 

10 Pheng Hanh chinh - Teng hep 
HCTH; 

P. HC-TH 

11 Pheng Khan thi va Dam bao chat 
lucmg 

KTDBCL; 

P. KT&DBCL 

12 Trung tam Cong nghe thong tin 
va Truyen thong 

CN 1 1 1 1 

TT. CNTT&TT 

13 Trung tam He try sinh vien va 
Quan he doanh nghiep 

HTSVQHDN; 

TT. HTSV&QHDN 

14 Vin Khoa h9c giao due 
1CHGD; 

V. ICHGD 

15 Khoa Su pham 
SP; 	• 

K. SP 

16 Khoa Khoa hoc xa hOi va Nhan 
van 

KEXHINV; 

K. ICHXH&NV 

17 Khoa L9 luau chinh tri - Luat va 
Quan 19 nha nuec 

LLCTLQLNN; 

K. LLCT-L&QLNN 

Ghi FiukChp h'Oi Tong, ban, don vi. ..(Idon? the hi'en trong bang quy troZtyt 'y) can cir 
theo quy Vac viet tat teen de áp dung each viet tat doi voi ten don vi dm mirth. 



Phy lyc III 

VIET HOA THONG VAN BAN HANH CHINH 

(Kern theo Quyett clinh sá 03/QD-DHQN ngety 04 thang 01 niim 2021 
cilia Hieu trwerng Throng Doi h9c Quy Nhan) 

VIET HOA THEO NGUYEN TAC DAT CAU 

, 	Viet hoa k9 tir  M am tiet Ulu nhAt tha mot eau hoan chinh: Sau du chAm eau (.); sau 
dau cham hoi (?); sau dau cham than (!) va khi xu8ng clang. 

VIET HOA DANH TIlT RIENG CHI TEN NGH(YI 

1. Ten ngued Viet Nam 

Ten thong thutmg: Viet hoa k9 tg Mu tAt cã the am ti6t eüa danh tir rieng chi ten 
ngueri. Vi dv:  Nguyen Al Quoc, Tran 

Ten hieu, ten ggi nhari vot lich sir: Viet hoa kY tkr du tat ca cac am fiat. Vi dy: Vua 
Hang, Ba Trieu, Ong Giong, Bac HO, Cki HO,... 

2. Ten nguari nuere ngoai dugc phien am chuyen sang tieng Via 

Taking hcrp phien am sang am Han - Via: Viet theo quy the vifret ten ngtrai Via 
Nam. Vi dy: Kim Nhdt Thanh, Mao Trach, Hong, Thanh Cat Tu 

Twang hgp phien am khong sang am Han- Via (phien am tryc,tiep sat each dee 
tha nguyen ngiTt): Viet hoa k9 tkr dau am tiet thir nhat trong m6i thanh phan. Vi dv: Vla-di-
mia I-lich Le-nin, Phri-drich Ang-ghen,... 

HI. VIET HOA TEN DIA Li' 

1. Ten dial9 Via Nam 

Ten don vi hanh chinh dugc cAu tao gift danh tir chung (tinh, thanh pho trije thuOc 
trung wing; huyen, qudn, thi xA, thanh pho thuOc tinh, thanh ph8 thuOc thanh ph6 true thuec 
trung wing; xã, phuong, thj tran) veri ten rieng eüa dcm vj hanh chinh do: Viet hoa ky tr dau 
tha the am tiet tao thanh ten rieng va khohg dung gach noi. Vi du: thanh pho Thai Nguyen, 
tinh Nam Dinh,— 

Tnreng hop ten dcm vi hanh chinh dugc cAu tao gitra clanh tir chung ket hcrp veri chit 
so, ten ngtred, ten sg ki'en lich sfr: Viet hoa ea danh tir chung chi don vi hanh chinh do. Vi 
dv: Qudn' 1, Phuang Dien Bien 

Tnr?mg hqp viet hoa d'dc biet: Thu do Ha Nei, Thanh phe H6 Chi Minh. 

Ten dial9 dirge eau tao gitia danh tit chung chi dia. hinh (song, trai, h8, bin, cfra, 
ben, cau, vfm,g, lath, yam, ...) voi danh tir rieng (c6 mot am tiet) trer thanh ten rieng cüa dia 
danh do: Viet hoa tat ca the k9 ty tao nen dia danh. Vi dv: Cfra LO, Viing Tau, Lath 
Tnremg, Vam CO, Cau Giay,... 

Truerng h9p danh tir chung chi dia hinh di lien veri dart tir rieng: Khong viet hoa danh 
tic chung ma chi viet hoa danh tir rieng. Vi dv: bien Cüa L6, chg Ben Thanh, song VS CO, 
vinh Ha Long,... 

d) Ten dia19 chi met \rang, mien, khu vice  nhat dinh duce Can tao bang tic chi phucmg 
Song ket hop yeti tit chi phuong hurling khac: Viet hoa k9 ti  dau dm tat ca cac am tiet tao 
thanh ten g9i. Doi vori ten dia lY chi vimg, mien rieng dugc eau tao bang tir chi pinning 
huerng ket her veri danh tir chi dia hinh thi viet hoa cac1c9 tic  dau m6i S tiet. Vi dv: Tâ 



Bic, Hong Bic, Bic BO,... 

2. Ten dia. 1y nude ngoai dirge phien am duty& sang tieng Via 

Ten dia 1y da dirge phien am sang am Han - Via: Viet theo quy the viet hoa ten dia 
ly Viet Nam. Vi do: Bac Kinh, Binh Nhuang, Phap, Anh,... 

Ten dia phien am khong sang am Han - Viet (phien am trite tier, sat each doe cilia 
nguyen nga): Viet hoa theo quy tac viet hoa ten ngtrai nude ngoai quy dinh tai  diem b 
khoan 2 Moe II Phu lye nay. Vi 	Mat-xccr-va, Men-bon,... 

IV. WET HOA TEN CO QUAN, TO CHOC 

1. Ten cu quan, t6 chfre elm Via Nam 

Viet hoa 	Au eUa cac tir, com tir chi loai hinh co quan, t6 chae; chirc nang, linh 
we hoot dOng dm co quan, to chire. Vi do: Ban Chi doo trung ucmg ye Phong chong tham 
nhang, Van,phong Chia tich nude, BO Tai nguyen va. Moi twang, Tap doan Dien lirc Viet 
Nam, Hei dong nhan din tinh San La, So.  Tai 

Truang hop viet hoa de biet: Ban Chap hanh Trung uong Ding Ceng sin Viet 
Nam, Van phOng Trung trcmg Ding, ... 

2. Ten co quan, t6 elide nude ngoai 

Ten co quan, t6 chac nude ngoai da dich n la: Viet hoa theo guy the viet ten co 
quan, to chire dm Viet Nam. Vi dv: Lien hop pee (UN), TO chIrc Y te the giai (WHO),... 

Ten co quan, t6 chirc nude ngoal duce sir dvng trong van ban a (long viet tit: Viet 
bang chit in hoa nhu nguyen ngir hose chuyen to La-tinh neu nguyen nga khong thu'ec he 
La-tinh. Vi WTO, UNDP, UNESCO, ASEAN,... 

V. VIET HOA CAC TRUONG HOP KHAC 

Danh tir thuOc truang hop dac bit: Nhan clan, Nha nude. 

Ten the hum n chuong, huy chucmg, the danh hieu vinh du: Viet hoa ky tv Mu dm 
cac am tiet etia cac thanh phan too thanh ten rieng vi cae tir chi tha, hang. Vi do: Humn 
chucmg Sao yang, Nghesi Nhari clan, Anh hung Lao deng,... 

Ten chi:re vv, hoc vi, danh hieu: Viet hoa ten chac vu, hoe vi nu di lien yogi ten 
ngutri cv the. Vi do: Chit tich Quoc hei, Thit tuang Chinh pith, Gido su Ton That Ting,... 

Danh tir chung da rieng h6a 

Viet hoa 	du eUa tir, cum tir chi ten g9i do trong twang hop clung trong met nhan 
xtmg, clang diee lp vi the hien so tran trong. Vi do: Bic, Nguai (chi DIU tich HO Chi 
Minh), Ding (chi Ding ging sin Viet Nam),... 

5:  Ten cac ngay i , ngay 	niem:,Viat hoa 	to Mu dm am fiat too thanh ten goi 
ngay le, ngay 	niem. Vi dv: ngay Quoc khanh 2-9, ngay Tong tuyen eCr dau tien, ngay 
Quirk te Lao dOng 1-5, ngay Phv nit Viet Nam 20-10,... 

Ten the looi van ban: Viet hoa kY tv Mu dm ten looi van ,ban vi kYr tir  Mu caa am 
tiet thfr that tao thanh ten g9i eüa varieban trong tnamg hop nei den met van ban co the. Vi 
do: BO luat Hinh sv,  Lust To eh& Quoc hei,... 

Twang hop vin din ,phan, chuong, mye, -Lieu nape, dieu, khoan, diem eüjnt van 
ban cv the thi viet hoa tv dau ciia phan, chucmg, moc, lieu mvc, dieu. 



Vi dp: 

- Can dr diem a khodn 2 Dieu 103 Mpe 5 Chucmg XII Phan I BO luat Hinh so... 

- Theo quy dinh tai diem a khodn 1 Dieu 24 Tieu mpc 1 Moe 1 Chuang III eila Nghi 
quyet se 351/2017/UB TVQH14. 

8. Ten cac nam am lich, ngay Cat, ngdy va thing trong nAm 

Ten cac nam am lich: Viet hoa icy tu Mu cUa tat cã cac dm tit tao thanh ten g9i. Vi 
dp: KST Ty, TAn Hqi, Mau Tuat, Mau Than,... 

Ten cac ngay Vet: Viet hoa to au dm Am tit finer rill& too thanh ten g9i. Vi dp: 
tet Nguyen dan, tet Doan ng9, tet Trung thu. Viet hoa chit Tet trong truOng hop thay cho tet 
Nguyen an. 

Ten cac ngdy trong tuan va thang trong nam: Viet hoa k± tu Mu oh am tiet chi 
ngay ya thang trong truong hop khong dung chit so. Vi dp: dill Hai, thfr Tu, thang Nam, 
thang Tam,... 

9. Ten cac so kien lich sir va cac trieu dui: Viet hoa lcy to Mu cüa cac Am fiat tao  thanh 
strikien vd ten so kin, trong,truang hop GO the con so chi mac theri gian thi ghi bang chit va 
vi'et hoa chit do. Vi dp: Trieu L, Trieu Tran, Phong tit Xo viet Nghe Tinh, Cach mang 
thang Tam,... 

10. Ten the tac pham, sach bao, tap chi: Viet hoa k hr Mu cna am Wet thir nhat tao 
thAnh ten Mc phdm, sach bao. Vi dp: tic dien Bach Ichoa toan thu, tap chi COng san,... 



Phu lyc IV 
WET TAT TEN LOAI VAN BAN HA.NH CHINH VA BAN SAO VAN BAN 

(Kern theo Quyit dinh so 03/QD-DHQN ngiry 04 thang 01 Win? 2021 
elks Hieu truong Trufmg Doi hoc Quy Nhan) 

STT TEN LOAI VAN BAN HANH CHINH CHU VIET TAT 
01 Ng h1 quy6t (ca. bit) NQ 
02 Quytt dinh (ca bit) QD 
03 Chi thi CT 
04 Quy chet  QC 
05 Quy dinh QyD 
06 Thong cao TC 
07 Thong MO TB 
08 Huang d'an HD 
09 Chuang trinh CTr 
10 Ke' hoach KB 
11 Phuong an PA 
12 D6' an DA 
13 Du an DA 
14 Bap cao BC 
15 Bien ban BB 
16 Ter trinh TTr 
17 Hap ding HD 
18 C6ng din CD 
19 Ban ghi nha BGN 
20 Ban th6a the BTT 
21 Gia'y ily quy6n GUQ 
22 Giky mai GM 
23 Giay giai thrau GGT 
24 GiAy nghi phdp GNP 
25 Phieu gin PG 
26 Phiezu chuy'en PC 
27 Phieu bao PB 

Ban sao van ban 
01 Ban sao y SY 
02 Ban trich sao TrS 
03 Ban sao lac SL 



rhy lye V 
HE THONG QUAN LIT TAI LIEU MEN  TO' 

(Kern theo Quyit elinh s6 03/QD-DHQN ngay 04 thang 01 nam 2021 
cna Hi 'eu truang Trufmg Dal hoc Quy Nhan) 

Phan I 
QUY DINH DOI VC(I HE THONG QUAN Li? TAI LIEU MEN  TIJ 

I. NGUYEN TAC XAY DVNG HE THONG 

Bao dam quan 19 van ban va he so:  din tir eUa ccr quan, t6 chirc ding quy dinh. 

Bao dam an toan, an ninh thong tin mang theo quy dinh elm phap luat hien hanh. 

Bao dam phan quyen cho Gee cd nhan truy cap vao He theng. 

Bao dam tinh xac time, dO tin cay elm tai lieu, di': Iiu hit hanh trong H thong. 

, 	5. Cho phdp kiem chang, xk minh, thyc hien can yeu eau nghiep vu khac elm ca quan, 
to chirc, cá nhan cO trach nhiem khi duce yeu eau. 

YEU CAU CHUNG ICHI THIET ICE n THONG 

Dap ting day du the quy trinh va icy thuat v quail)? van ban din tir, lap va quan 19 
he so din tü va dit lieu de ta. 

CO kha nang tich hop, lien thong, chia se theng tin, chi lieu veri cac he thong khk. 

CO kha nang he thong hi:5a v'a'n ban, he so, thong ke s6 lucrt buy cap van ban, he so, 
he thong. 

Bao dam tinh xac thyc, tin cay, man vcn va kha nang tnry cap, sir ding van ban, tai 
lieu. 

Bao dam luu trir he so theo thai han bao quan. 

Bao dam phi' hop vai Khung kin trac Chinh phU dien dr Via Nam. 

Bao dam a tip can va sir dung. 

Cho phep k9 s6, Iciem tra, xac thyc chit k9 s6 theo quy dinh eüa phap 

HI. YEU CAU CHOC NANG CIJA HE THONG 

1. Dei \Teri via tao lap va theo dOi van ban 

Cho phop to lap van ban mai va chuyen dei dinh dang van ban. 

Cho phep dinh kern van ban. 	, 

Cho phep tao ma dinh danh van ban di. 

Hien thi mire do khan dm van ban. 

d) Cho phop tu dOng cap s6 cho van ban di va só den cho van ban den theo thir ty va 
trinh hr theri gian trong nAm. 

Cho phep ben nhan tr dOng th6ng bao cho ben giri da nhan van ban. 

g) Cho phop ty dOng cap that cac tnrOng thong tin sO 1.1, 1.2, 2,4, 6, 10, 13.1 Myc I 
Phan II Phi lyc nay; twang thong tin s6 1.1, 1.2, 2, 10, 12, 13 Mye II Phan I -,phu lye  nay; 
twang thong tin so 1.1, 1.2, 9, 10 Myc III Phan II Phu lyc nay. 



Thong bao cho Van thu co quan khi coiso trimg lap ma dinh danh van ban hoc ca 
ba truerng thong tin so, ky hieu va ten ca quan, to chire ban hanh van ban. 

Thong bao khi co van ban mai. 

k)Theing bao tinh trang nhan van ban tai dcx quan, t6 chire nhan van ban. 

1) Cho phdp thong ke, theo dOi, d8n doc viec gial quyet van ban den. 

Cho php nguiri ce, tham quyen phan ph6i van ban den, theo dOi, don disc don vi, 
cá than giai quyet van ban clang then han. 

Cho phdp ngued co tharn quyen truy cap, chinh situ, chuyen lai dv thao van ban, tai 
lieu. 

Cho phep ca quan,t6 chirc gni van ban biet tinh trang xir lY van ban dm ca quan, t6 
chi:re 'than van ban. 

2. Doi vol viec ket noi, lien thong 

Bao dam ket n6i, lien thong gift cac H theing quan l tai lieu then  tir va H tilting 
quan ly tai lieu km tra dien tCr Goa Luu trEk lich stir dOi vol ca quan, to chic thuOc ngtion nOp 
luu. 

CO kha nang hoat (Ring teen the thiet bi di dOng thong mirth trong dieu kien bao dam 
an toan thong tin. 

Co kha Wang kect noi, lien thong vã tich hop veil cat he thong chuyen dung khac 
dang duce sir dung tai ecr quan, tO chuc. 

3. Doi veri an ninh thong tin 

Bao dam the cdp dO an ninh thong tin theo quy dinh cüa phap luat. 

Bao dam phan quyen truy cap 61 veri tang he) so, van ban. 

Canh bao sv thay d& v quyen truy cap dOi vdri tang h6 so, van ban trong H thong 
cho den khi co xac nhan cüa ngueri có tham quyen. 

4. Doi vol viec lap va quan 1)? h6 so 

a) Bao dam tao lap Danh mvc  h6 so trong He thOng. 

b) Bao dam tao ma cho timg h6 so va tv dOng danh sei thir to dm van ban, tai lieu 
trong h8 so. 

c) Lien ket toan b0 van ban, tai lieu va der lieu dac tã c6 ding ma h6 so trong H th6ng 
de tao thanh ho so. 

d) Bao dam lien ket cac tnremg th6ng tin trong Danh mite h6 so cila tirng ha so veri 
toan b0 va'n ban, tai lieu, dirt lieu dac ta ala ho so. 

d) Bao dam lien ket va thong ke toan bo h6 so dugc lap dm mOt tai khoan cv the. 

e) Cho phdp gan,m0t van ban, tai lieu cho nhieu h6 so &roc too bed nhieu tai khoan 
khac nhau ma kh6ng can than ban. 

g) Cho phep ket xuat toan b0 van ban, tai lieu, dEk lieu dac tã ala h6 so sang dinh dang 
(.pdf), (.xml) va bao dam trinh ti,r thai gian hinh thanh van ban, tai lieu, du lieu dac tã ala h6 
so. 

5. DOi veri viec bao quan va hit tit van ban, 116 so 

a) Lim van ban NIA the thong tin ve qua trinh giai quyet van ban g6m: t kien chi dao, 
X4-1 



phan phoi van ban den Ma ngueri có tit& quyen; the dir thao van ban,  eila cá nhan doge 
phan cling soan thao; kien gap 51 cita cá nhan, don vi di lien quan; kien chi dao cüa lanh 
dao; kien phe duyet, chiu trdch nhiem nOi dung dm lanh dao don vi chit tri soan thao; 
ki'e'n phe duyet chiu trach nhiem ye the thirc, icy thuat trinh bay van ban Ma nguiri c6 thAm 
quyen; lich sir truy cap va xem van ban; the tac Ong khae vao van ban. 

Cho phep to dOng th6ng bao he so den han ney luu vao Ltru trit ca quan tithe 30 
ngay ke tir ngay Lou tit ca quan thong bao Danh mvc ho so nOp hru cho don vi giao nOp tai 
lieu. 

Bao dam thve hien nOp ltru he so vao Lou Ulf ca quan, Lim frit lich sir. 

Bao dam sr than vgn, tin cay, khOng thay &Si tha van ban, he so. 

d) Bao dam kha nang truy cap va sir Ong he so, van ban theo theri han bao quan. 

Bao dam kha nang di chuyen h6 so, tai lieu, da lieu dac ta va thay din dinh dang van 
ban khi ce, sv thay doi ye ding nghe. 	' 

g) Co kha nang sao km dinh kY, dot 'mat va phgc h6i du lieu khi gap sv e6. 

6. Doi vai thong ke, tim kiem va sir dung van ban, he so 

Cho phep th6ng ke so luang h6 so, van ban, tai lieu; s8 lucyt truy cap vao tang ho so, 
van ban, tai lieu. 

Cho phdp thong ke só luert truy cap vao He theng theo you eau cüa ngued quan 
quan tri. 

Cap quyen, kiem soat quyen truy cap vao he so luu tnt di'en Ur' va dir lieu dac ta tha 
ho so km trit. 

Cho phep tim kiem van ban, ha so dei voi tet ca cac throng thong tin du vao eUa 
van ban, hOso va nOi dung cilia van ban, tai lieu. 

d) Cho phop lva chun hien thi the truang thong tin ciia van ban, h6 so trong kat qua 
tim kiem. 

Cho phep ltru va sir dung lai the you eau tim kiem. 

Cho phep hien thi thir tr kat qua tim kiem. 

Cho phop ket xuat ket qua tim kiem ra the dinh dang tep van ban ph8 bi'en: (.doc), 
(.docx), (.pdf). 

Cho phop tai hoc in van ban, tai lieu, dir lieu dac ta 

k) Cho phop danh &Au vao van ban, tai lieu, dir lieu dac ta doge in ra tir H thong. 

1) Lou lich sir truy cop va sir dung van ban, tai lieu. 

7. Doi vai viec quan 151 aft lieu dac ta 

Ltru cac yeu t6 da lieu dac ta lien quan an met van ban, he so cv the theo thai han 
bao quan. 

Hien thi toan b0 dir lieu dac ta cüa met van ban, he so khi co yeu eau eUa ngueri sir 
Ong dirge cap quyen. 

Cho phdp nhap di(' lieu dac ta b6 sung cho van ban, he so. 

Lou der lieu dac ta cila qua trinh lciem sok an ninh van ban, he so, h'e thong. 

d) Lint va c6 dith sv lien ket dm met van ban, ha so vai fel ca the yeu te dit lieu dacj 



ta lien quan. 

8. Doi vei viec thu hai van ban 

a) Hang bang van ban di va MI lieu dac ta van ban di khi c6 l'enh thu hai van ban dm 
co quan, to chirc. 

b) Hay van ban den va clit lieu dac fa van ban den khi cat lenh thu hi van ban tir ca 
quart, to chirc phat hanh van ban. 

c) Ltru du lieu dac tã ctia qua trinh thu hOi van ban. 

IV. YEU CAU Vt QUAN TRI Ht THONG 

1. He thang cho phop ngtrai quan tri H thang thtrc hien nhang nhiem vo sau: 

Tao lap nhom tai lieu, ha so theo cap dO thong tin Ichac nhau. 

Phan quyen cho nguai sir dung theo quy dinh dm co quan, tó chirc. 

Truy cap vao ha so va du lieu dac ta theo quy dinh dm co quan, th chirc. 

Thay doi quyen truy c:ap di ved ha so, van ban khi CO so thay dOi quy dinh cüa ca 
quan, to chat. 

d) Thay dai quyen truy cap cita the tai khoan ca nhan khi CO nhimg thay dai v vi tri 
deg tac cila ca nhan dO. 

e) Phve hai thong tin, der lieu  dac ta trong twang hop l& he thong va thong bao ket 
qua phvc hoi. 

g) Khoa hoc deng bang the tap hop (van ban, ha so, nhom tai lieu) de ngan chart kha 
!tang di chuyen, xOa hoe sista dOi khi CO yeu cau eüa ngtroi cO tham quyen. 

2. Canh bao xung dOt xay ra trong h thang. 

3. Thiet lap ket not i lien thong. 

V. THONG TIN MU RA ODA Ht THONG 

S6 dang 1c57 van ban d'en 

Bao cao firth hinh giai quyet van ban den 

SO tang 14 van ban di 

Bao cao tinh hinh giai quy6t van ban di 

Moe lye van ban trong Mw 

Mvc lye ha so. 



Phan H 
CHUAN THONG TIN MU VAO CtiA H TH6NG 

I. THONG TIN MU VAO CIJADIr LItU QUAN Lt VAN BAN DI 

STT Tru&mg thong tin Ten (viet tat tieng Anh) Kieu dil lieu DO dai 

1 MA he so FileCode 

1.1 
MA dinh danh dm ca quan, to chirc 
lap danh mgc he sa2  

OrganId String 13 

1.2 Nam hinh thanh he so FileCatalog Number 4 

1.3 Se va k1 hieu he sa FileNotation String 20 

2 Se thir tg van ban trong he so DocOrdinal Number 3 

3 Ten loai van ban TypeName String 100 

4 56 cita van ban CodeNumber String 11 

5 ICy hieu ctia van ban CodeNotation String 30 

6 Ngay, thang, nam van ban IssuedDate Date 10 

7 
Ten ca quan, t6 chirc ban hanh van 
ban 

OrganName String 200 

8 Trich yeu nOi dung Subject String 500 

9 Ng& ngir' Language String 30 

10 Se trang elm van ban PageAmount Number 3 

11 Ghi chit Description String 500 

12 Chile vg, hg ten nguoi ky SignerInfo 

12.1 Chirc vitt coa ngtrai ky van ban Position String 100 

12.2 FullName String 50 Hg va ten ngued kY van ban 

13 Noi nhan To 

13.1 
MA dinh danh dm ccr quan, t6 chat 
nhan van ban 

Organld String 13 

13.2 Ten ca quan, t6 chile ratan van ban OrganName String 200 

14 Mire do khan, de mat Priority Number 1 

15 Se lucmg ban phat hanh IssueidAmount Number 3 

16 Han tra Rd van ban DueDate Date 
- - 

10 

ccr quan, to crate ip aann mgc hO so auqc m c dnh tong h thOn 4,77V 



H. THONG TIN MU VA° CEA mr LIEU QUAN Lt VAN BAN DEN 

STT Tnrefing thong tin Ten (vial tat tieng Anh) Kiau du liN Do dai 

1 Ma ha so FileCode 

1.1 
Ma dinh danh caa ca quan, tb ehirc 
lap danh mix ha sor3  

OrganId String 13 

1.2 Nam hinh thanh ha so FileCatalog Number 4 

1.3 SO va IcY hieu ha so . FileNotation String 20 

2 Sa thir tu van ban trong ha so DocOrdinal Number 3 

3 Ten loai van ban TypeName String 100 

4 SO dm van ban CodeNumber String 11 

5 Kyr hieu dm van ban CodeNotation String 30 

6 Ngay, thang, nam van ban IssuedDate Date 10 

7 
Ten ca quan, 65 chirc ban hanh van 
ban OrganName String 200 

8 Trich yecu nepi dung Subject String 500 

9 Ngan ngit Language String 30 

10 SO trang dm van ban PageAmount Number 3 

11 Ghi chit Description String 500 

12 Ngay, thang, nam clan ArrivalDate Date 10 

13 Sa elan ArrivalNumber Number 10 

14 Chirc vv, he, ten ngueri ky Signerinib 

14.1 Chirc vv dm ngueri kY van ban Position String 100 

14.2 HQ va ten ngueri ky van ban FullName String 50 

15 Mire di) khan, di) mat Priority Number 1 

16 Dan vi hoc nguiri nhan ToPlaces String 1000 

17 
t kian phan phai, chi dap, trang 
thai xirl/ van ban 

TraceHeaderList LongText 

18 Thai han giai quyet DueDate Date 10 

MA dmh danh cüa ca quan, to chire lap danh mvc ho so dugc mac dinh trong he thong.g 



Phu lye VI 

MAU TRINH BAY VAN BAN HANH CHINE, 
!HV LI,IC VA BAN SAO VAN BAN 

(Kern theo Quyet clinh so 03/QD-DHQN ngizy 04 thcing 01 Win: 2021 
cña Hieu truong Trzaing Dgi hoc Quy Nhan) 

mAu TRINH BAY VAN BAN HAM' CHINH 

Mau 1.1 Nghi quyet (ca biet) 

Mk 1.2 Quyet dinh (ca bit) quy dinh trim tip 

Mk 1.3 Quyet chnh (ca bit) quy dinh gian tiep 

Mau 1.4 Van ban c6 ten loai 

Mau 1.5 COng van 

Mau 1.6 Gray men 

Mau 1.7 Clay gi6i thieu 

Mau 1.8 Giay chi:mg nhan 

Mau 1.9 Bien ban 

Mau 1.10 Giay nghi phep 

Mau 1. 11 Hop doing 

Mau 1.12 Bien ban thanh ly h9p &Ong 

istau TRINH BAY BAN SAO VAN BAN 

Mau 2.1 Ban sao sang dinh dang giay 

Mau 2.2 Ban sao sang dinh clang din ter 

A47 



Mau 1.1 - Nghj guy& (ca bit) 

BO GIAO DM VA DAD To 
HQI BONG TRUtiNG 

TRU'ONG 1:141 HQC QUY NHON 

.../NQ-HDT 	 Binh Dinh, ngay ... thong ... nam 20... 

NGHI QUYET 

HQI BONG TRUING TRU'ONG 041 HQC QUY NHON 

Can ar 	 2 

Can ne 	  

QUYET NGHf: 

TJiéu 1. 	 3 

Dieu 2. 	  

I. 

Noi nhip: 
- Nhir Diau.... ; TM. HO HONG TRUONG 

CHU TICK' 

(Chit 195 cilia Chit tjch TIN dang, 
cidu Trtreeng DHQN) 

- Lull: VT, HDT. ...5... 

PGS.TS.NGUT. Nguyen Van A 

Ghi cha: 

'Trich yau nOi dung nghj quyet. 

2Cac can cit can filial de ban hanh nghj quyat. 

3N0i dung duce quy6t nghj. 

4Truang hop Ph6 chit tjch dugc giao k thay thi them "KT." va &au each vao fru& "Chil 
tjch"; ben duai, canh girra ghi "Ph6 chit tjch"; loai chil in hoa, cO chit 13-14, Iciau chit dung dam. 

51{5thieu ngutri son thao van ban va s6 lugng ban phat hanh (nu can). 

CONIC HOA XA HQI CHU NGHIA VIVT NAM 
DO lap - Tty do - linnh phlic 



Mk 1.2— Quyet dirth (ca biet) quy dinh tnrc ti6p 

BO CIAO DVC VA DA0 TAD 	CONG HoA xA HOI CH11 NGHiA VIET NAM 

	

TRUONG DAI HQC QUY NHON 	DQc Ip - Tv do - Hnnh pink 

.../QD-DHQN 	 Binh Dinh, ngiy... thing ... nem 20... 

QUYET DINT! 

	

Ve AO 	• 

HEW TRI.CONG TR1LTONG DAI HQC QUY NHON 

Can cif 	 2 

Can cit. 	  

Theo icl" nghi awl 

QUYET DINH: 

Dieu 1 	 3 

Dieu 2 	  

Noi nhOin: 
- Nhu Dieu.... ; 
- Ltru: VT, ..5...6... 

HItU TRU'ONG4  

(Cha kj Set Hieu trwang, 
dciu cüa Twang DHQN) 

PGS.TS.NGUT. Nguyen Yin A 
GM chit: 

iTrich yeu MN dung quyat dinh. 

2Cac can cir can thiat a ban hanh quyet dinh. 

'Nei dung dm quyet dinh 

4Truong hop Ph6 hi'eu trueng dirge giao kY thay thI them "KT." va du each vao truerc 
"Hieu tnremg"; ben du6i, canh giera ghi "Ph6 hien tnremg"; loai chit in hoa, cec chit 13-14, 
kieu chit dung dam. 

'Chu vitt tat ten don vi soan Mao. 

6K.St hieu nguOi son thao van ban va s6 lirong ban luu (nu can).  alift,/- 



Mu 1.3 - Quyet dinh (quy dinh gian Hap) (*) 

BQ GIAO DVC VA DAO TAO 	CONG HOA xA HQI CHU NGHIA VIET NAM 
TRUIONG DAIHQC QUY NHON 	Da'c lap - Tkr do - Haub phiic  

S6: .../QD-DHQN 	 Binh Dinh, ngay... timing... nam 20... 

QUYET DINH 
Ban hanh Quy dinh ve 	 

HIEU TRUIONG TRITONG DAI HQC QUY NHON 

Ciin cu. 	 2 

Can cie 	  

Theo de' nghi ctia 	  

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy dinh ve 	  

Dieu 2. 	  

Nei nh(in: 
-Nhu 	; HI tU TRITONG3  

(Chic-  Icy czia Hie:it-twang, 

cau cue: Tricang DHQ1V) 

   

PGS.TS.NGUT. Nguyen Van A 

GM chti: 

*Mau nay áp dung del viari cac quyet dinh (ca biet), dung de ban hanh hay phe duyet 
mOt van ban laic. 

'Trich yeu n6i dung guy& dinh. 

2Cac can cu can thiet de' ban hanh quyet dinh. 

3Tnrerng hgp PM, hieu trueng dugc giao k9 thay thi them "1C1." va &Au each vao hulk 
"Hieu truemg"; ben dugi, canh gicra ghi "Ph6 hieu truemg"; loai chit in boa, Ca cher 13-14, 
kik' chit dung dam. 

4Chfr viet tat ten don vi soan thao va se lugng ban lint (neu can). 

51“,  hieu nguai sop thao van ban va s6 lugng ban phat hanh (nu an).  7/477 



Mau van ban (ban hanh, phe duyt kern theo quyat dinh) d& voi van ban giAy 

BO GIAO DGC VA DAO TAO 	CQNG HOA XA HQI CHU NGHTA VIET NAM 
TRUONG DAI HQC QUY NHON 	Dc Ip - Tv do - H#nh phiic 

QUY DINH CONG TAC VAN THIt LITh TRIf 

(Kern theo Quyit dinh so .../QD-DHQN ngay thcing nam 20... caa Hieu truang 
Trutg DO hoc Quy Nhon ) 

Chuang I 

MANG QUY DINH CHUNG 

Dieu 1 	  

Dieu 2 	  

Chircrng H 

SOAN THAO VAN BAN HANH CHINH 

Mc 1 

THE THITC, Kt THE:ea TRINH BAY VAN BAN HANH CH1NH 

Dieu 3 	  

Ghi chi: 

Cac van ban ban hanh, phe duyet, danh sach thanh vien... kern theo quyet dinh: 

- cueii cat van ban loai nay khong the hien chfre danh, chak va kh8ng doing dau; 

- Bong dau treo vao d&u trang va'n ban va trang dau mOi phy lye (neu co); 

- Bong dau giap lai vao cac trang van ban, cac trang phy lye (nu van ban, phy lye eó 
ta 02 trang tra len). 	

afft 



Mau van ban (ban hanh, ph8 cluyet kern theo quyet 	doi vat van ban din tir (*) 

s6: ..?..., ngay/thang/nam; gib: 	gi'ay3  

CONG HOA XA H01 CHil NGHIA VItT NAM 
Dc 14p - Tv do - Hanh phtic 

BO MAO DIX VA DA0 TAO 
TRUONG DAI HQC QUY NHON 

QUY DTNH CONG TAC VAN THU; LUAU TWIT 

Dieu 1. 	  

Dieu 2. 	  

Dieu 3. 	  

Ghi chti: 

(*) Mau nay áp dung v6i van ban dien tir kern theo kh8ng citing tep tin yeti nOi dung 
quyat dinh ban hanh hay phe duyet 

1136i vbi van ban then  tü, khong phai dien thong tin "Kern theo Quyet dinh s6.../..." 
vao eac vi tri nay. 

2S6 vakY hieu quyet dinh ban hanh hay phe duyet. 

'Then gian k2 sto ens a co quan, te chile (ngay thang nam; gib phut giay; miii gi& Viet 
Nam theo tieu chuAn ISO 8601).  ahitzz" 



Mau 1.4- Van ban có ten loai 

BO GIAO DVC VA DAO TAO 	CONG H6A xA HQ' CHE NGIIIA VIET NAM 
TRIRING DAL HQC QUY NHON 	Dew lap - Tv do - Hunh phtic 

SO: .../..1..-DHQN 	 Binh Dinh, ngay thcing nam 20... 

TEN LOAI VAN BAN' 
3 

4 

Nol nh#n: 
 	; 

- Lim VT, 

HIEU TRUONG5  

(Chi? kfi ctia Hiezt truang, 
cau cña Trtcong DHQIV) 

PGS.TS. Nguyen Van A 

GM dui: 

'Ten logi van ban viet tat. 

2  Mau nay áp d‘mg chung dOi vOi cac hinh thite van ban hart chinh cal ghi ten loai g6m: 
quy che, quy dinh, th8ng cao, thong bao, htrOn ban, chucmg trinh, ke hoach, phuong an, de 
an, dg an, bao do, to trinh, giay Uy quyen, phieu gui, phieu chuyen, phieu bao... do Trutng 
hoc cac don vj chirc nang ban hank có sir clung con dau va he thong so chung cUa van thu 
Throng. Doi yen TO trinh can them thanh phan "Kinh giri:" dat clued, gala phan frith yeu nOi 
dung van ban, loai chit in thuerng; 0 chit th6ng that vgi phan nOi dung (13-14); kieu chit 
dung. 

3  Trich y'Eu nOi dung van ban 

'I WO dung van ban. 

5  Tnrong hop Pho hieu tnrimg dugc giao lc)? thay thi them "KT." va Mu each vao trink 
"Hieu trtemg", ben duet canh giaa ghi "Pho hien trirOng"; tnrong don vi son thao van ban 

thira lenh thi them "TL." va &Au each vao truac "Hieu truOng", ben dudd, cart gitra ghi 
day dü chirc dart nguad va ten don vi son thao van ban, cap phi!, cila throng don vi dugc 
giao k thay thi them "KT." va dau cach vao trithc cum tir nay, ben duoi, cart gala ghi day 
da chirc dart nguCti k thay twang don vi; loth chit in hoa, c chit 13-14, kieu chit dimg 

6  Chll \flit tit ten don vi son thao va se) lugng ban km (nEu can). 

7 KST hien ngued son thao van ban va s6 lugng ban phat hanh (nEu can).  074_,/-' 



Mh 1.5 - Cong van 

BO GIAO DVC VA DAG TAO 
TRUIONG DAI HQC QUY NHON 

CONG HOA XA HO CHU NGHIA VIET NAM 
DO 14p - Tv do - Hunh phtic 

S6: .../*DHQN-...1 ... 
V/v 	2  

Binh Dinh, ngay thang nam 20... 

Kinh 
3 

 

5 

   

    

4 

Nol nhfm: 
Nhu ten 	; HItU TRUQNG7  

(Chit ki clia Hieu truting, 

ddu cua Trufmg DHQIV) 
Ltru: VT, ...5...6... 

PGS.TS. Nguyen Van A 

8 

Ghi chti: 

*Khong ghi viEt tit ten loai van ban (CV) vao phan s6 va kS,  hieu van ban (0 s6 3). 

Chu vie tat ten don vi son thao cling van.. 

Tnch yeu noi dung cong van. 

3Ten ccx quan, don vi, cá nhan can gin a bao cao hoc giai quyet, ph& hop giai quyet. 

'Nei dung &Mg van. 
5Chit viet tit ten don vi son thao va s6 lugng ban hru (neu can). 

6ICSI hieu ngued son thao van ban va s6 luong ban phat hanh (neu an). 

71-rtrimg hop Ph6 hieu trueyng duoc giao Iger thay thi them "KT." va dAu each vao twee 
"Hieu twang", ben duai, earth giera ghi "Pho hieu truOng"; tnraing don vi son thao van ban 

thira l'enh tEl them "TL." va dau each vao trugc "Hieu trueng", ben duen, canh gala ghi 
day chi chile danh ngtred vã ten dcrn vi, cap ph6 elm truemg don vi duoc,giao k thay tin 
them "KT." va dau each vao tru6c cam tir nay, ben duth, canh giita ghi day da chirc danh 
ngueri Igrthay throng don vi; loai chit in hoa, cer chit 13-14, kieu chit dung dam. 

8Dia chi co quan, th chic; thu then tit; trang thong tin dien ter; s6 (Wen thosi; s6 Fax 
(nen can). 



Min 1.6 - Giay mai 

BO GIAO DIX VA DAO TAO 
TRUONG HAI HQC QUY NHON1 

CQNG HoA XA HO! CHt NGHTA VIET NAM 
Dtic 14p - Tv do - H#nh phtic 

So: 01/GM-DHQN 	 Binh Dinh, very... thang ... nom 20... 

GIAY MU I1  
2 

Kinh 	3 

3 Tnrang Dai hoc Quy Nhcrn tran trong kinh mai: 	  
4 TIM du 	  

Chit tri: 5 	  

Thai gian: 	  

Dia diem: 	  
6 

Nei nhOn: 
- Nhu ten; 
- Ltru: VT, 89  

HItU TRUIONG7  

(Chi? loi cad Hieu tru-Ong, 

dciu cita Tnrang DHQN) 

PGS.TS.NGUT. Nguyin Van A 

Ghi chti: 

'GiAy mai c6 lAy he thong chung s6 cua Tnrong dirge luu nhu cong van. 

2Trich yeu n'Oi dung van de can mai (nu can). 

3Ten ca quan, tO ethic hoc h9 va ten, chirc va, don vi cling Mc cim ngutri dirge mai. 

4Ten (nOi dung) dm v'A'n a can mai: cuec hop, hOi thao, hOi nghi, 1 ky niem... 

5Neu ten te cite, don vi, ca than chit tri cuOc hop/ hei thao/ hOi nghi... (nu can) 

tac vAn d'e can ltru DOi tugng dirge meri cAn chuan bi gi khi tham du (tai lieu, bao 
cao, 9  kien tham 	truang hap kh8ng tham du ducc can cir nguai thay the hoe bao 
cao don vi mai; kinh phi an 6, di 1i lchi tham du... (neu can). 

7Truang hop Ph6 hieu truerng dirge giao kY thay thi them "KT." va dAu each vao truck 
"Hieu truemg", ben duoi, canh glib ghi "Ph6 hieu twang"; tracing don vi sop thao van ban 
Ict thira l'enh thi them "TL." va dau each vao truot "Hieu twang", ben duai, earth giita ghi 
day dit chile danh ngirtri k9 va ten don vi, cap ph6 cUa tnrerng don vi duge‘giao k9 thay thi 
them "KT." va dau each vao truac curn tir nay, ben &Jai, canh giita ghi day du chile danh 
ngueri k9 thay twang don vi; loai chit in hoa, co. chit 13-14, kieu chit &mg dam. 

'Chit viet tit cua don vi soan thao va sO luyng ban hit (neu cart). 

91C9 hieu cM ngutri son thao van ban va s6 Itrong ban phat hanh (neu cAn). 



Mau 1.7 - Gidy gieri dOu 

BO GIAO DUC VA DAG TAO 
TRUONG DAI HQC QUY NHON 

Só: .../GGT-DHQN 

CONG HOA XA HOI CHU NGHIA VIVT NAM 
DOc lap - Tv do - Ranh phlic 

Binh Dinh, ngay... thang nam 20... 

GIAY GIOT THEW 
TRUONG DAI HQC QUY NHON TRAN TRQNG GIO1 THItU: 

Ong/ Ba: 	  

Chi= vv: 	  

Duce cit den: 	  

Ve viec• 	  

De nghi Qu3',  ccr quan tao dieu kien d Ong/ ba có ten tren hoan thanh nhiem vg. 

Gidy nay có gia tri den het ngay... thang... nam 20.../. 

Noi akin: 
- Nhu Pin; 
- Luu: VT-HCTH. 

TL. HItU TRUsliNG' 
TRUONG PHONG HANH CHINH - TONG HQP 

(Chit kfi caa Trueng phong HCTH, 
daze cita Trueng DHQN) 

PGS.TS. Nguyen Van A 

Ghi chti: 

'Gidy gioi thieu th8ng throng do Truerng phOng Hanh chinh — Tbng hop k thira lenh 
Hieu truemg, throng hop khac do Hieu tnrong quyet dinh; Pho trubng phOng Hanh chinh — 
Tong hop,  dug° giao thay thi them "KT." va dau each vao truec "Twang phang Hanh 
chinh — Tong hop"; ke ben clued, canh giqs ghi "Phi) truang phong"; loai cher in hoa, ca chit 
13-14, kiau cha dung dam. 



Mu 1.8- Giay chimg nhan 

BO GIAO DHC VA DAG TAO 
TRIYONG HQC QUY NHON 

S6: .../GCN-DHQN 

CONG 110A XA HQI CHI) NGHIA VIET NAM 
DOclAp - Tv do - Hunh phtic  

Binh Dinh, ngay... thing ... nam 20... 

GIAY CHUNG NHAN 
TRUING DAI HQC QUY NHON CHUNG NHAN 

H9 va ten: 	  

Gieri tinh: Nam 0 NO.  0 

Ngay/ thang/ nam sinh• 	  

Ncri sinh: 	  

2GiAy chimg nhan nay c6 gia tri tit ngay .../.../ 20.../ den ngay .../.../ 20... 

Nai nhtin: 
- Nhu tren; 
- Lau: VT, ...4... 

HIEU TR'UtiNG3  

(Chit ki caa Hieu truang, 

dciu cica Truang DHQN) 

PGS.TS. Nguyen Van A 

Ghi chin 

'Nei dung giay chimg nhn phai ghi cu th'e ngtrai, sr vic, van de duce chi:mg nham 
tong trutmg hop can thiet c6 the dung bang, bieu. 

2Ghi re thtri hieu cüa giay chi:mg than (nu can). 

3Tnreing hop Ph6 hieu throng &roc giao Icy thay thI them "KT." va dau cach vao truot 
"Hien twang", been du6i, canh gitra ghi "Ph6 hieu truerng"; trutmg don vi k thin lenh thi 
them "TL." vã dau cach vao truck "Hieu twang", ben duet canh gift ghi day dii chic danh 
ngutri ky thira lenh, cap pho ciia trueng don vi duoc giao k thay thi them "KT." va dan cach 
vao truot cum tir nay, ben (tut& canh giüa, ghi day du chIrc dart nguiri thay; loai chi' in 
hoa, ce chit 13-14, Iciau chi% dung dam. 

4Chil viat tit dm don vi chirc nang duct Hieu trutmg ny quyen cap GCN va se luong 
ban luu. 



Mau 1.9 - Bien ban 

BO GIAO DC VA DA0 TAO 	CONG HOA XA HQI CHI) NGHIA VItT NAM 
TRiffiNG EIAI HQC QUY NHON 	0c Ip - Tv do - I13nh pink 

SO: .../BB-DHQN 	 Binh Dinh, ngay... dying ... nom 20... 

BIEN BAN 

Thai gian bat claw 	  

Dia dim: 	  

Thanh phan tham du. 	  

Cha tri (cha tea): 	  

Thu IcY (nguai ghi bien ban): 	  

NOi dung (theo din bin cuoc hep/ hOi nghi/ hOi Mao). 	  

CuOc hep (hoi ngh1, hOi thao) kett thac vao gia..., ngay than ... narn 20.../. 

THU Kt 
	

CHEJ TQA2  

(Chit IcY) 

HQ vi ten 	 (Chic Icy); cleiti (nazi co)) 

Ho vi ten 

nhon: 

- Ltru: VT,..... 

Ghi cha: 

'Ten cuOc h9p, hOi ng,14, hOi thao. 

2Ghi chic v9 chinh quyan dm chit t9a (nu can). 047 



Mu 1.10- GiAy nghi phep 

BO MAO DVC VA DAO TAO 
TRU6NG DAI HQC QUY NHON 

SO: .../GNP-DHQN 

CONG HOA XA HOI CHU NGH1A VICT NAM 
DO 14p - Tv do - Honh phtic 

Binh Dinh, ngery... thting nam 20... 

GIAYNGHi PHEP 

Xet Dan de nghi nghi phep ngay... thing_ nam 20... 

Cita Ong (ba) 	  

Tnrong Dai hoc Quy Nhcm cAp cho: 

Ong (ba): 	  

Chirc vv. 	  

Dirge nghi phep Mtn 20... 1(6 tir ngay ....... d6n het ngay... (...ngay). 

Tai• 	  

Nei Win: 
3 

- 

- Lim: VT, TCNS. 

TL. HItU TR1UONG2  
'TRUONG PH6NG TO CHUC — NHAN Sly 

(Chit ki  click Trtremg phong TCNS, 
dew cira Truong DHQN) 

PGS.TS. Nguyen Van A 

Xcic nhan cria ca quan hock chinh quyin 
dia phucmg nai nghi phip (Wu can) 

(Chit kfi, dr:2u) 

Ho vit ten 

Ghi chii: 
A 	A 'Dia chi ca the nai nghi phep (neu can). 

2G1ey nghi phep thong thuong do Truong phi:mg To chirc — Nhan su k thira lenh Hieu 
trueng, traang hop lchac do Hieu truong quyet dinh; Ph6 truang phi:mg TO eh& — Nhan su 
dtrgc giao Icy thay thi them "KT." va dau cach vao fru& "Tnrang phong TO chirc — Nhan 
sir"; ke ben duai, canh girth ghi "Pho truong phong"; loai chit in hoa, cer chit 13-14, kieu chit 
ding dam. 

3Ngueri dugc cap giey nghi phep. 



Mau 1.11 - Hgp den 

TEN DON VI 	 CONG ROA XA-  ROI Olt NGHiA VIET NAM 
DO 14'p - Tv do - Honh phitc  

HOP BONG*  
viec 	  

Can cli• 
Can dr 
Horn nay, ngly..., thang..., nam 20... 
Ti 	  

Chung toi gtim: 
Di dien (don vp: 	 (ggi tit IA ben A) 

Ngutri dai din: 	 ; Chirc vu• 	 
Dia chi. 	  
Tat khoan. 	  
Ngan hang (Kho bac). 	  

Dai din (don vi): 	  (ggi tat la ben B) 
Nguai dai dien: 	 ; Chirc vu:.... ..... 
Dia chi. 	  
Tai khodn. 	  
Ngan hang (1Cho bac). 	  

Sau khi dA ban bac, ai ben thong nhat kY Hap dong voi cac dieu khoan nhu sau: 
Dieu 1. Ni dung c6ng viec: 
- Ben A giao cho ben B. 	  
- Thtri gian hoan thanly 	  
Dieu 2. Gia trj Hap &mg va hinh thftc thanh toan: 
- 	Tong gia tri Hap (tong theo du toan kinh phi do ben B lap va dugc cap c6 

them quyen ph'e duyet la. 	 d (bang chit- 
- 	Tien dg thanh toan: ....dqt; dcrt 1 	d (bang chit 	), con lai 

	

thanh toan khi c6 hien ban nghiem thu, thanh l hap thing lk 	d (bang chit 	 
Dieu 3. Trach nhiem cila ben A 	- 
Dieu 4. Trach nhiem dm ben B. 	  
Dieu 5. Dieu Ichoan chung. 	  

Hap d6'ng duce 10p thenh... ban, mai ben gift... 

  

  

ban, co5 gia tri phap nhu nhau. 

DAI DIEN BEN A 
	

031 DItN BEN B 
Chic danh 
	

Chile danh 

(4, ghi ra hc,  ten viz clong deiu) 

Ghi chii: 
*Doi veri cac Bien ban thoa thuan, hop tac, ghi nh6... (bao gem 02 din the tret len) c6 

the sir dung ink nay, thay "Hop dint" bang "Bien ban..."; phan dkujyang là Odic hieu va 
tieu ngit; Icheng the hien ten co quan, to oh& (0 se 2). 

ghi rã ho ten va dong d'ciu) 



Mau 1.12 - Bien ban thanh 1 hop deng 

TEN DON VI 

Se: .../BB-... 

CQNG HOA XA HQ! CHU NGHIA VICT NAM 
Bac lap - Tv do - Haub phtic 

   

BIEN BAN THANH Lt HQ? BONG 

viec 	  

Can nivao Hop clang so..., ngery... 	nam 	va . 	 

Can me bie'n Mn nghiem thu ngery... thcing... 

Ching toi g6m: 

Dem vi: 	 (ben A) 

Nguoi 40 din: 	 ; Chile vit- 

Tai Ichoair 	  

Ngan hang (Kho bac). 	  

Dan vi: 	 (ben B) 

Nguei dai din: 	 ; ChIrc vw 	 
Tai lchoarr 	  

Ngan hang (Kho bac). 	  

Hai ben thong nhat lap Bien ban thanh 15,  hop d'Ong se ..., ngay... 
nam..., cu the nhu sau: 

Ben B da hoan thanh 	theo Hop den ky ket eta hai ben. 

Tang kinh phi thanh toan dugc hai ben da th6a thuan. 	d (bang chit 	 

Phan kinh phi ben A da tam 	cho ben B la. 	d (bang chit. 	 

Ben A phai thanh toan phan con ii cho ben B 1k 	 d (bang chit. 	 

Bien ban duce lap thanh... ban, mei ben gift... ban, co gia tri phap 131/ nhu nhau. 

BA! DIN BEN A 	 DAI DIEN BEN B 
Chirc danh 
	

Chue danh 

(4, ghi rö hp ten va clang dOu) 
	

(4, ghi rei hp ten va thing 

thang... 



Mk 2.1 - Ban sao sang dinh clang giay 

TEN CO QUAN CHU QUAN 	CQNG HOA XA HQI CHO NGHIA WET  NAM 
TEN CO QUAN BAN HANH VAN BAN 	Elt)c 14p - Tv do - Hanh phtic  

ngay... thang nam 20... 

TEN LOAI VAN BAN 

Nol nhOn: 	 QUYEN HAN, CHilt VU CUA NGUtill Kt , 
(Chic IcY cilia nguai c6 tham quyen dau cilia cc quan, to 

- 

	

	 chilec ban hanh van bon) ; 
- Luu: VT,. 	 Ho vi ten 

TRUIONG DAI HQC QUY NHCiN 

   

Binh Dinh, ngay thcing nam 20... 

 

S6: ..2../..3..-DHQN 

 

HIEU TRUQNG5  

(Chit kf, cilia Hieu &yang, 

dau cilia Tr:tang DHQN) 

PGS.TS. Nguyen Van A 

Ghi chta: 

'Binh thIrc sao: "SAO Y" hoac "SAO LUC" hoc "TRICH SAO". 

2S6 ban sao. 

3105/ hieu ban sao. 

4Ten don vi that hien sao van ban 

sTruang hop Ph6 hieu truang k9 thay thi them "KT." va &Au each vao tarot "Hieu 
twang", ben clued, canh girth ghi "Ph6 hieu twang"; twang don vl that hien sao va'n ban k9 
thin lenh thi them "TL." vã dau each vac truem "Hieu truong", ben dual, canh gift ghi day du 
chuc danh nguai k va ten don vi that hi'en sao van ban, cap ph6 elm truang don vi &rye giao 

thay thi them "KT." va clau each vao truerc cam tit nay, ben dual, earth gtha, ghi day dit 
chat danh ngueri k9 thay; loai chit in hoa, ca chit 13-14, kieu chit ding darn. 104. 

Noi 



Mau 2.2 - Ban sao sang clinh clang di4'rl tü 

...1...; Truing Dal hoc Quy Nhcm; ngay/thang/nam; gia: phnt: giay2  

TEN CO QUAN CHU QUAN 	CONG HOA XA HQI CHIJ NGHTA VIVT NAM 
TEN CO QUAN BAN HANH VAN BAN 	Dc le*p - Tv do - kinnh phtic 

, 	thcing nam 20... 

TEN LQAI VAN BAN 

I. 

No'i nhan: 	 QUYEN HA, N, CHIC VV CVA NGUOT K1? 

(Chit kl) mkt ngwai có thdm quyln, dciu act ca quan, td chtic 
- Um: VT, • 	 ban hanh van ban) 

Ho va ten 

Ghi chti: 

sao: "SAO Y" hoac "SAO LUC" hoac "TRiCH SAO". 

2Thei gian, lcy s6 cna Tinting Dai hoc Quy Nhon. frAX7 



Phy lyc VII 
MAU VE QUAN Lt VAN BAN 

(Kern theo Quyat dinh sa 03/QD-DHQN ngity 04 thang 01 nam 2021 
elect Hi 'eu &teeing Truerng Dgi hac Quy Nhan) 

I. MAU SO BANG Kt VAN BAN DI 

I. Bia va tang au 

BO GIAO DIX VA BA° TAO 
TRUONG HSI HQC QUY NHON 

SO BANG Kt VAN BAN DI 

Nam: 20.... 

TIs ngery 	din ngity 	 

Tit so 	din sa 	 

Quyin sin .... 

Ghi chin S6 dang k9 van ban di dm cac,don vi nix thuOc thl ccr quan cha quail la 
"Trueng Doi hoc Quy Nhan", ben clued la ten don vi quan 19 van ban (hinh thirc trinh bay 
nhu tren). 

2. NOi dung clang k9 van ban di toi thieu gOin 10 nOi dung: 

A So, 
IcSr hien 
van ban 

Ngay 
thing 

ban hanh 
van ban 

Ten loai \di A-  trich yeu nOi 
dung van ban 

Ngtriri 
Ni 

nh§n 
van 
ban 

Dun  • ngtroi 
nhaa'n ban 

Itru 

So 
hrqng 
ban n'  

Ngitv 
t chuyen 

ICST 
nhan ha 

Ghi 
clui 

(1) (2) (3) (4) (5) (6) (7) (8) (9) 	1(10) 



BQ GIA0 DIJC VA DA° TAO 
TRUIONG  DAI HQC QUY NHON 

SO GO VAN BAN DI BIX DIEN 

Nam: 20... 

lYe ngay 	din ngay 	 

Tie s1 	din so 	 

X A Quyen so: .... 

MAU Bi VAN BAN 

TRUONG DAI HQC QUY NHON 

Dia chi: 170, An Duang Vircmg, thanh phi) Quy Nhan, tinh Binh Dinh 

Diên thoai: 0256 3846156 	Fax: (84-256) 3846089 

E- mail: dhqn@moet.edu.vn/  dhon@qnu.edu.vn   

Website: www.qnu.edu.vn  

So/Icyhiêu van ban: 	  

Kink gici• 

MAU SO GO VAN BAN DI BUt DIEN 

1. Bia va trang dau 

2. NOi dung clang 14,  gin van ban di buu din thi thieu Om 06 nOi dung: 

Net,: 
chuyen 

Sá, kfr hqu 
van ban Noi nhfin van ban SO luyng 

bi 
1“,  nhfin va 

Ilan btru.  'Nit' Chi chti 

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



BQ GIAO DIX VA DA0 TAO 
TRUONG 133I HQC QUY NHON 

SO St DUNG BAN Ll.rU 

lIt ngay 	din ngay 	 

Tie se 	din se 	 

I. Quyen so: .... 

IV. MAU SO Sti DUNG BAN LUU 

1.BiavàtrangdLi  

2. N'Oi dung clang ky six dung ban luu tin thieu gm 09 nOi dung: 

Ngiy 
thing 

HQ ten 
ngtriri sir dyng  

SO, ky hie'u 
ngly thing 

yin bin 

Ten loai yi 
I trich yeu ni)i. 

dung yin bin 

Sal  ja  
I" MO ht) so  

Igt 

nhlin 
Ngiy 
tri 

Nguiri cho 
n 	D sir - ile-  dung 

Ghi  

dui 

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



MAU DAU "DEN": dude khac sin, hinh chit nhat, kich thude 35mm x 50mm 

i 
re-) 

50 mm 
TRIRING DA' HQC QUY NHON 

= 
DEN 

Se: 	  
Nga.y: 	 

Chuyen: 	  
Se va Icy hieu HS: 	 

MAU SO BANG Kt VAN BAN DEN 

1. Bia va trang dau 

BO GIAO DIJC VA DAO TAO 
Tillie:NG  DAM HQC QUY NHON 

SO BANG Kt VAN BAN DEN 

Tit ngity 	din ngity 	 

Ti': so 	din so 	 

Quyen so: .... 

2. Noi dung d'a'ng Icy van ban den tei thieu gem 10 nOi dung: 

Ngiy 
den 

St 
den 

Tfic  
gift  

S6,  lc* 
hieu vim 

ban 

Ngay 
thing 

van bin 

Ten loii vi 
trich yeu tied 
dung van bin 
, 

Dan vi 
hoc 
writ 
nhi'n 

Ngar 
chuyen 

ICY 
nIfin 

Ghi 
chu 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) 



VII. MAU PHIEU GIAI QUYET VAN BAN DEN 

BO GIAO DIX VA DAD TAO 
TRUONG 041 HQC QUY NHON 

CQNG HOA XA Het CHIT NGHIA WET  NAM 
DOc lip - Tg do - Hgnh phic 

   

      

Binh Dinh, ngity thang 	m 20... 

PHIEU GI/a QUYET VAN BAN DEN 

(Ten loai; s6 va ky 	ngay, thong, narn; ca quan ban hanh 
va trich you nOi dung van ban den) 

t kin ctia lanh 4o Truirng Di hoc Quy Nhcrn 

- Giao don vj, cá nhan chü tri; 

- Giao the dcm vj, eá nhan tham gia ph6i hop giai quyet van ban den (neu c6); 

- Thai han giAi guy& d& voi in& don vi, ca nhan (nen c6); 

- Ngay thang cho kin phan phoi, giai quy6t. 

t kin ella linh dgo dot vi nhin van bin 

- Giao cho ca nhan; thin han giai guy& dOi vai ca nhan (nu c6); 

- Ngay, thang, nam cho kien. 

t Men d xuit ciia rigida giii quyet 

- 	kien da xult giai quyEt van ban clan oh ca. &Ian; 

- Ngay, thong, nail' d xuAt ki'en. 



VIII. MAU SO THEO DCH GIAI QUYET VAN BAN DEN 

1. Bla va trang dau 

BO GIA0 DIJC VA DAO TAO 
TR1UtING  DAI HQC QUY NHON 

SO THEO DOT GIAI Q1UYET VAN BAN DEN 

Nom:20 ... 

Tie ngay 	din ngay 	 

Quyen se: .... 

2. NOi dung theo dei giai quyet vAn ban den toi thieu g6m 07 nOi dung: 

A So 
A den 

Ten baii, se, 14 hieu, ngiy, 
thing vã ten ea quan , 0 
chat ban hanh van bin 

Don vi 
ho ae 

nguiti nhin 

. Tlan ban 
gill guy& 

.A 	a  Tien do • gill quyet 

S6,14 MO 
van ban 

tra' Icn— 

. Gh1 
clui 

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

aYV 



Phy lye VIII 

Lig HO SO VA GIAO NOP HO SO, TAI LIEU VAO LtrU TRU NHA TRUONG 
(Kern theo Quyit clinh is/5 03/QD-DHQN ngay 04 thcing 01 ;lam 2021 

cza Hieu &Leong Trusting DO hoe Quy Nhan) 

L XAY DING DANH MIJC HO SO 

Danh time hi) so do vien chirc thkrc hien Gong tac van thu, hit tat NM truang 
xay dung, Om cat thanh phan: Cac de ink, so va k hieu eüa hi) so, tieu de ho so, 
died han bao quart eüa h6 so, ngued lp h6 so. 

, 	1. D8 'nue trong danh rime hi) so dirge xay dung theo cac linkvkrc heat dOng chi). 
yeu eüa Nha tnrang. Trong tirng dé ink lam dirge chia thanh the de mite the, (neu co) 
tucmg img voi cac ding tac hoe nh6m ding tac rieng. Trong the de muc nho, trot tkr 
the h6 so dirge sap xep theo nguyen tac tir chung den rieng, tir tong hop den cu the. 

Ck de mue lon dirge danh sO lien We bang chil so La ma. Cac de muctnhe (neu 
co) trong tirng de muc lan duge 'lath so rieng bang chit so A rap. Chit viet tat dm cac 
de muc IOn trong danh rime ho so do ngutri lap h6 so guy irk, nhtmg can ngan g9n, 
de hieu. 

So, 14 hieu etia hO so bao 	so thir tir (dirge danh bang chit so A Rap) va 
kY hieu (bang the chit viet tat) cila de rime ion. 

Viec danh so hO so c6 the ap dung mOt trong hai each sau:,s6 elk hi) so dirge 
&rill lien tve  trong toan danh muc, bat dau tir so 01; hoe sO eüa ho so dirge danh lien 
we trong pham vi timg dê mix ion, bat dau tir s8 01. 

Tieut18 hi) so: can viet ngin g9n, re rang nhtmg phai Ichai guat dirge nOi dung 
cüa cac van ban, tai lieu se hinh thanh trong qua trinh theo dOi, giai guyet Gong viec. 

Thai han bao guan tha hi) so (vinh vin hoe bang se, nam cu the) dirge xac 
clinh theo Bang guy clinh thed han ban guan ,tai lieu do Hieu tnritng Tnrang Dai h9c 
Quy Nhan ban hanh. Q,wiLZ 



II. MAU DANH MVC HO SO 
BO GIA0 DVC VA DAD TAO 	CONG HOA XA HQI CHO NGHiA VItT NAM 

TRUONG DAI HQC QUY NHON 	DO lap - Ttr do - Honh phac 

DANH MIJC HO SO 

Nam 20... 

(Kam theo Quyit dinh s6 ... ngay thong nam 20... caa Hieu truang 

Truer/1g Doi hoc Quy Nhan) 

St vi kt hien 
hO sa Ten de mne vi den de bii scr Thei han 

bao quail 
Nguild lap 

ho se Ghi cid 

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

I. TEN DE MVC LON 

1. TEn a moc nho 

01.TCNS Tien de he so 20 nam H9 va ten 

Danh miche so nay có 	he se, bao g6m: 

	 h6 so bao quan vinh 

	 he so bao quail có thin han. 047 



HI. MAU MVC LVC HO SO, TAI LIEU NOP LifIJ 

BO GIAO DIX VA DAD TAO 	CONG HOA XA HOI cR11 NGHIA VIET NAM 
TRUONG BSI HOC QUY NHON' 	DOc Ip - To. do - II3nh ph& 

MVC LVC HO SO, TAI LItU NOP WU 
2 

Nana 20... 

SO 
tha• lir 

St, 14,  hien 
ha so. 

A 	A Tien d e ho so. Thai gian tai 
lieu 

Thiri litut 
Ho plan 

St tir3  
SO trane 

Ghi 
chil 

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

Muc luc nay Om. 	hi so. 

Viet bang chit. 	  116 so. 

Binh Dinh, ngery 	thang 	ncim 20... 

Ngtrei lap 

(Kji vex ghi re' ho vez ten, char vy) 

Ghi chti: 

'Neu cac don vi nOp hru h6 so, tai 1iu vac, hat frit Nha throng thi ten co quan, to chIrc 
chit quan la Truang Dai h9c Quy Nhon. 

'TM hart bao 	Bao quan vinh vin hoe bao quan có thari han. Muc hic h6 so, tai 
lieu bao quan vinh vin vã muc lnc ho so, tai lieu bao quan có theri hart dugc lap rieng thanh 
02 !nue hic khac nhau. Doi vOi muc hic he so, tai lieu bao quan vinh vien thi có the be 01 
thtri han bao quan. 

3Ap dung deli yeti van ban giay. 

4Ap dung del yen van ban din tit 
0/011 



IV. MAU MK LUC VAN BAN, TAI LIEU TRONG HO SO5  

MUC WC VAN BAN, TAI LIEU 

SO, 147 hi§u hi) sa: 	 

Man 20... 

A 
So 

thus tir 

A 
So, 14 hi4 

van bin 

Ngiy, thing, 
na_m ban Muth 

yin bin 

Ten loui vi trich 
yeu nul dung yin 

bin 

, 	.., 	_ Tac gm van 
bin 

, 	A Ta so/ A Trang so Ghi chit 
 

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

9,74. ---- 5Mau nay áp dung cho h6 sa có then han vinh vigil. 



V. MAU BIEN BAN GIAO NHAN HO SO 
BO GIAO DVC VA DAO TAO 	ONG BOA 	CHtJ NOMA VIET NAM 

TRUONG flI HQC QUY NHON 	Dc lap - Tv do - Hanh pink 

Binh Dinh, ngay... thang nam 20... 

BIEN BAN 
Giao nhan ha so., tai Iiu 

Can cter Nghi dinh s6 30/2020/ND-CP ngay 05 thong 3 nam 2020 caa Chinh pith 
cong tac van thuy 

Can cu. 	(Danh myc ha sa 	Id hogch thu thap tezi lieu...). 

Chang fel gam: 

BEN GIAO: (ten cá nhan, don vi giao neip ha so, tai lieu) 

Ong (ba). 	  

Chit° vu c8ng tac: 	  

BEN N114.. N: (Ltru Mt co quan) 

Ong (ba). 	  

Chirc cong tac: 	  

Thang &tat lap bien ban giao nhan tai lieu voi nhang n'Oi dung nhu sau: 

1. Ten khai tai lieu giao nOp• 	  

2. Thai gian tha ha so, tai 

3. Sa Itrang tai lieu: 

a) Doi yeti ha so, tai Iiu giAy 

- Tang só hOp (cap): 	  

Tang sa ha so (don vi bao quan): 	Quy ra met gia: 	met. 

b) Doi ved ha so, tai lieu din ter 

- Tang sa ha so: 

Tang sa tep tin trong ha so: 	  

4. Tinh trang tai lieu giao nOp: 	  

5. Muc lye ha so, tai 1iu nOp luu kern theo. 

Bien ban nay dirge Ip thanh hai ban, ni6i ben gift mOt ban, có gia tri nhu nhau./. 

BA! DIEN BEN GIAO 	 DAI DIN BEN NWitiN  04/ 
(K), va gh r 5 179 ve ten) 	 (10 va ghi 	va ten) 
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