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BOGrAo Dl)C vA DAo TAO
TRtrONG D~I HQC MO

THANH PHO HO CHi MINH

CQNG HOA xA H(H CHi) NGHiA VI~T NAM
DQc l~p - Tl! do - H~nh phuc

S6:~55"IQD-DHM Thanh phd H6 Chi Minh, ngay03thong g nam ,l02()

QUYETDJNH

Ban hanh Quy djnh v~ cong tac vanthu ciia TruongDai hoc MiY
Thanh ph8H8 Chi Minh

HI~U TRUONG TRUONG D~I HQC MO THANH PHO HO CHi MINH

Can cti Quyit dinh s6 389/TTg ngay 26 thong 7 ruim 1993 cua Thutuong Chinh
phu vJ viec thanh ldp Dc;zih9CM6' Ban cong Thanh ph6 H6 Chi Minh;

Can cu Quyet dinh s6 146/2006/QD-TTg ngay 22 thong 6 ndm 2006 cua
Thu tuong Chinhphu vJ viec chuyen sang loai hinh trutrngdai h9C cong ldpvai ten
goi fa Truong Dc;zih9C Mil Thanh pho H6 Chi Minh;

Can cu Nghi dinh s6 30/2020/ND-CP ngay 05 thdng 3 ndm 2020 cua Chinh phu
vJ cong tac van thu;

Can etc Nghi dinh s6 26/2020/ND-CP ngay28 thang 2 nam 2020 cua Chinh phu
Quy atnh chi tiit mot s6 aiJu cua Ludt Baa v¢ bi mdt Nh«nuoc;

Thea aJ nghi cua tingTruongPhong Hanh chinh-Quan trt tc;zito' trinh s6 168/TTr-
HCQT, ngay17thang 6nam 2020,

QUYET DJNH:

Di~u 1. Ban hfmh kern Quy~t dinh nay Ia Quy dinh v~ cong tac van thu clla TruOng

D:;tih9c M6' Thanh ph6 H6 Chi Minh.

Di~u 2. Quy~t dinh nay c6 hi~u h,rc k~til ngay 10/8/2020. Quy~t dinh nay thay

th~ cho Quy~t dinh s6554/QD-DHM ngay 04 thang 4 narn 2018 clla Truang D:;tih9C

M6' Thanh ph6 H6 Chi Minh v~ vi~c ban hfmh Quy dinh v~ th~ thuc va ky thu~t trinh

bay van bim himh chinh clla Truang D:;tih9C M6' Thanh ph6 H6 Chi Minh.

Di~u 3. Cac Ong/Ba Tru6'ng phong Hanh chinh-Qufm tri, Tru6'ng Phong
Tai ,chinh-K~ toant cac dan vi, ca nhan W!n quan chiu trach nhi~rn thi hanh
quyet dinh nay.l.\J./

NO'inh~n:

- Nhu £)i~u 3;
- HQi d6ng TruOng (dS bao cao);
- Luu: VT, HCQT (40).
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leu 1. Pham vi dieu chinh

Cong tac van thu cua Truong Dai hocMD' Thanh phc H6 Chi Minh (sau day
viet tiit la Truong) diroc quy dinh bao gom: Soan thao,Icy ban hanh van ban; quan 1y
van ban; l~p h6 sa va 1uu h6 so, tai lieu vao Luutnt co quan; quanly va sir dung con
dau trong cong tac van thu.

Di~u 2. D6i tlfQ'ng ap dung

Quy dinh nay ap dung d6i voi cong chirc, vien chirc, ngiroi lao dong, cac dan vi
thuoc Truong,

Di~u 3. Ghii thich tir ngfr

Trong Quy dinh nay, nhfrng til ngfr duoi day duoc hi~u nhu sau:

1. "Van ban" la thong tin thanh van diroc truyen dat b~ng ngon ngfr ho~c
Icy hi~u, hinh thanh trong hO£.ltdQng Clla cac dan vi va duQ'c trinh bay dung th~ thilc,
ley thu~t thea quy dinh.

2. "Van ban chuyen nganh" 1a van ban hinh thanh trong qua trinh th\Ic hi~n
hO£.ltdQng chuyen mon, nghi~p V\l clla mQt nganh, lInh V\l'Cdonguai dung dfru dan vi
quan 1ynganh, lInh V\l'Cquy dinh.

3. "Van ban hanh chinh" 1a van ban hinh thanh trong qua trinh chi d£.lo,
dieu hanh, giai quy~t cong vi~c clla cac dan vi.

4. "Van ban di~n til" 1avan ban du6i d£.lngthong di~p dfr li~u duQ'ct£.lOl~p ho~c
duQ'c s6 h6a til van ban giay va trinh bay dung th~ thilc,ley thu~t, dinh d£.lngthea
quy dinh.

5. "Van ban di" 1atat ca cac 10£.livan ban do TruOng ho~c do dan vi thuQc
TruOng ban hanh.

6. "Van ban d~n" 1atat ca cac 10£.livan ban do TruOng ho~c dan vi nh~n duQ'ctil
dan vi, ca nhan khac gili d~n.

7. "Bfm thao van ban" 1a ban duQ'c vi~t ho~c danh may ho~c t£.lOl~p b~ng
phuang ti~n di~n til hinh thanh trong qua trinh SO£.lnthao mQt van ban CllaTruOng ho~c
dan vi.

8. "Ban g6c van ban" 1a ban hoan chinh ve nQi dung, th~ thilc van ban, duQ'c
nguai c6 thAm quyen tr\Ic ti~pIcy tren van ban giay.o/
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9. "Ban chinh van ban giay"1£1ban hoan chinh v~ noi dung, thethirc van ban,
duoc taotir ban co chtr ky true tiep cua nguoi co tham quyen,

10. "Ban sao y" la ban sao d§.y du, chinh xac noi dung cua ban g6c hoac
ban chinh van ban, dtroc trinh bay theo th~ thirc vakY thuat quy dinh.

11. "Ban sao luc" la ban sao d§.y du, chinh xac noi dung cua ban sao y,diroc
trinh bay theo th~ thirc vakY thuat quy dinh.

12. "Ban trich sao" la ban sao chinh xac ph§.n noi dung cua ban g6c hoac phan
noi dung cua ban chinh van ban c§.ntrich sao,diroc trinh bay theo th~ thirc vakY thuat
quy dinh.

13. "Danh muc h6sa" la bang ke co h~ thong nhimg h6 sa du ki~n duoc I~p
trong nam cua dan vi.

14. "H6 sa" la t~p hop cac van ban, tai Ii~u co lien quan v6i nhau v~ me)t vftn
d~, mot S\I vi~c, me)t d6i tuqngcv th~ hoi;icco di;icdi~m chung, hinh thanh trong qua
trinh theo d5i, giai quy~t cong vi~c thue)c ph~m vi, chuc nang, nhi~mvv cua dan vi.

15. "L~p h6 sa" Ia vi~c t~p hqp, sip x~p van ban, tai Ii~u hinh thanh trong qua
trinh theo d5i, giii quy~t cong vi~c cua Truang, dan vi theo nhung nguyen tic va
phuang phap nhftt dinh.

16. "H~ th6ng quan Iy tai li~u di~n til" Ia H~ th6ng thong tin dUQ'cxay d\Ing v6i
chuc nang chinh d~ th\Ic hi~n vi~c tin hQc hoa cong tac so~n thao, ban hanh van ban;
quan Iy van ban; I~p h6 sa va nop Iuu h6sa, tai li~u vao Luu tru cftp Truang tren moi
truang m~ng (sau day gQi chung Ia H~ th6ng).

17. "Van thu Truang" Ia be)ph~n th\Ic hi~n me)t s6 nhi~mvv cong tac van thu
cua Truang.

f)i~u 4. Nguyen t~e, yeu e§u qminly eong hie van thU'

1. Nguyen tic

Cong tac van thu duQ'cth\Ic hi~n th6ng nhftt theo quy dinh cua phap Iu~t.

2. Yeu c§.u

a) Van ban cua Truang, cua dan vi chi sir dVng kh6 gifty A4 (210mm x
297mm), phii dUQ'cso~n thao va ban hanh dung th<1mquy~n, trinh t\I, thutvc, hinh
thuc, th~ thuc vakY thu~t trinh bay theo quy dinh mly.

b) Tftt ca van ban di cua Twang, van ban d~n cua Truang phai dUQ'cquan Iy
t~p trung t~i Van thu Truang d~ hIm thutvc ti~p nh~n, dangkY, trir cac van ban di cua
dan vi va van ban chuyen nganh se do Ianh d~o dan vi quim Iy can cu Quy dinh nay d~
I~p s6 theo d5i rieng t~i dan vi. Van ban chuyen nganh bao g6m:

+ Cac Io~i gilly chung nh~n: Gilly chung nh~n thu nh~p; Gilly chung nh~n Ia
cong chuc, vien chuc, nguai lao de)ng, Ia giang vien thinh giang, Ia ce)ng tac vien, Ia
hQc vien, sinh vien cua Twang; Gilly chung nh~ngia giang, bien so~n hQc Ii~u...

+ Gilly gi6i thi~u sinh vien di th\Ic t~p, ki~n t~p, tham quan

+ Ly lich khoa hQc lien quan d~n ho~t de)ng nghien cuu khoa hQc, Iy lich
ca nhan lien quan d~n cong tac nhan S\I\~J
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+ Xac nhan d~ cuong mon hoc, chuong trinh dao tao, bang diem, giay xac nhan
trung tuyen, thong bao d6ng hoc phi. ..

+ Cac loai clnrngtir lien quan d@ntai chinh,

+ Thu cam on, thu ngo, thong bao,

Cac loai van ban tren se do lanh dao don vi quan ly linh V\IClien quan can cir
Quy dinh nay d~ xac dinh miu thirc hien phu hop voi dac thu cua tung linh V\IC;

c) Van ban di, van ban d@nthuoc ngay nao phai duoc dang ky, phat hanh hoac
chuyen giao trong ngay, cham nhat la trong ngay lam viec ti@ptheo. Van ban d@nc6
cac mire dQkhAn: "Hoa tf>c","Thuong khan" va "KhAn" (sau day goi chung la van ban
khan) phaidiroc dang ky, trinhva chuyen giao ngay sau khi nhan duoc.

d) Van ban phai duoc thea doi, c~p nhat trang thai giri, nhan, xu ly,

d) Ngiroi diroc giao giai quy@t,thea d5i cong vi~c cua TruOng, don vi c6 trach
nhi~m l~p h6 sa v~ cong vi~c dugc giao va luu trfr h6So', tai li~u.

e) Con dau cua TruOng phai dugc quan ly, su dl,lngthea quy dinh cua phap lu~t.

g) H~ thf>ng quan ly tai li~u di~n tu phai dap ung cac quy dinh tl;liphl,l ll,lcVII
Quy dinh nay va cac quy dinh cua phap lu~t c6 lien quan.

Di~u 5. Ghi tri phaply eua van ban di~n til'

1. Van ban di~n tu dugckY sf>b6i nguai c6 thAm quy~n vakY sf>cua TruOng
thea quy dinh cua phap lu~t c6 gia tri phap ly nhu ban gf>cvan ban giay.

2. ChfrkY sf>tren van ban di~ntil phai dap trng dftydu cac quy diM cua phap lu~t.

Di~u 6. Traeh nhi~m eua cae drrn vi, ea nhan d8i vOleong tae van thu

1. Hi~u truang c6 trach nhi~m chi dl;lOthlJc hi~n dung quy dinh v~ cong tac van
thu; chi dl;lOvi~c nghien cUu, ung dl,lngkhoa hQc va cong ngh~ VaGcong tac van thu.

2. Ca nhan trong qua trinh thea d5i, giai quy@t cong vi~c c6 lien quan d@n
cong tac van thu phai thlJc hi~n dung Quy dinh nay va cac quy dinh cua phap lu~t c6
lien quan.

3. Van thu Truang di_ittl;liPhong Hanh chinh-Quan tri c6 nhi~mV\l:

a) Dang kY, thlJc hi~n thu tl,lCphM hanh, chuy~n phM va thea d5i vi~c chuy~n
phat van ban di cua Truang.

b) Ti@pnh~n, dangkY van ban d@n;trinh, chuy~n giao van ban d@n.

c) S~p x@p,bao quan va phl,lcVl,lvi~c tra cUu, su dl,lngban luu van bim.

d) Quan ly cac S6 dangkY van ban cua TruOng ban hanh g6m co: S6 ban hanh
Quy@tdinh; S6 ban hanh Hgp d6ng; S6 dangkY van ban di; S6 luu van ban d@n,S6
dangkY sao y van ban. Miu s6 thea quy dinh tl;liPhl,lll,lc V cua Quy dinh nay.

d) Quan ly, su dl,lngcon dau cuaTruang; cac lOl;licon dau khac thea quy dinh.

4. BQph~n van thu tl;licac don vi thuQcTruang co nhi~m Vl,l:

a) Dang kY, thlJc hi~n thu tl,lCphM hanh, chuy~n phM va thea d5i vi~c chuy~n
phat van ban di cua dan vi.,,*
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b) Ti€p nhan, dangkY van ban d€n; trinh, chuyen giao van ban d€n.

c) S~p xep, bao quan va phuc vu viec tra elm, su dung ban luu van ban.

d) Quan Iy cac S6 dangky van ban cua don vi g6m e6: S6 dangky van ban di
cua don vi, S6 luu van ban d€n. Mfru s6 thea quy dinh tai Phu luc V cua Quy dinh nay.

d) Quan ly, sir dung con dau cua don vi.

Chuong II

SO~N THAO, KY BAN HANH VAN BAN HANH CHiNH

M1}.c 1

THE THUC, KY THU! T TRiNH BAy VAN BAN HANH CHiNH

Di~u7. Cac Ioaivan ban hanh chinh

Van ban hanh ehinh gom cac loai van ban sau: Nghi quyet (ca biet), quyet dinh
(ca biet), quy che, quy dinh, thong bao,hirong dfrn, ehuong trinh, k€ hoach, phuong
an, d~ an, du an, bao cao, bien ban, to trinh, hop d6ng, cong van, ban ghi nho, ban
thoa thuan, gi£1yuy quyen, gi£1ymoi h9P, gi£1ygioi thieu, gi£1ynghi phep, phieu giri,
phieu chuyen, phieu bao.

Di~u8. Th~ tlnrcvan ban

1. Th~ thirc van ban la t~p hop cac thanh ph~n e£1uthanh van ban, bao g6m
nhung thanh ph~n ehinh ap d\lng d6i v6i t£1tea cae lo~i van ban va cae thanh ph~n
b6 sung trong nhung truang hqp e\l th~ ho~e d6i v6i mQt s6 lo~i van ban nh£1tdinh.

2. Th~ thue van ban hanh ehinh bao g6m cae thanh ph~n ehinh:

a) Qu6e hi~u va Tieu ngu.

b) Ten don vi ban hanh van ban.

c) S6,kY hi~u eua van ban.

d) Uia danh va thai gian ban hanh van ban.

d) Ten lo~i va trieh y€u nQi dung van ban.

e) NQidung van ban.

g) ChueV\l, h9 ten va ehukY eua nguai e6 thftm quy~n.

h) D£1ueua Truang.

i) Nai nh~n.

3. Ngoai cae thanh ph~n quy dinh t?i khoan 2 Ui~u nay, van ban e6 th~ b6 sung
cae thanh ph~n khae

a) Ph\ll\le.

b) D£1uchi dQm~t, mue dQkhftn, cae chi dfrn v~ ph?m vi luu hanh.

c) Ky hi~u nguai so~n thao van ban va s6 luqng ban phat hanh.

4. Th~ thue van ban hanh ehinh duqe th\le hi~n thea quy dinh t?i Ph\ll\le I eua
Quy dinh nay ~
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Di~u 9. Ky thu~t trinh bay van ban

Ky thuat trinh bay van ban bao gorn: Kh6 giay, kieu trinh bay, dinh l~ trang,
phong chtr, cO'chir, kieu chtr, vi tri trinh bay cac thanh phan th~ thirc, s6 trang van ban.
Ky thuat trinh bay van ban hanh chinh duoc tlurc hien thea quy dinh tai Phu luc I cua
Quy dinh nay. ViSt hoa trong van ban hanh chinh duoc thirc hien thea quy dinh tai
Phu luc II cua Quy dinh nay. Chtr viSt tiit ten loai van ban hanh chinh, chtr viSt tiit ten
don vi duoc thirc hien thea quy dinh tai Phu luc III cua Quy dinh nay.

M\lC 2

SO~N THAo vA KY BAN HANH VAN BAN HANH CHiNH

Di~u 1O.Soan thao van ban

1. Can cir chirc nang, nhiem vu, quyen han va muc dich, nQi dung cua van ban
can soan thao, Hieu tnrong hoac Pho Hieu tnrong duoc uy quyen co tham quyen giao
cho don vi ho~c ca nhan chu tri SOi;lnthao van ban.

2. Don vi ho~c ca nhan duQ'c giao chu tri SOi;lnthao van ban thlJc hi~n cac
cong vi~c: Xac dinh ten lOi;li,nQi dung va dQ m~t, muc dQ khftn cua van ban cc1nsOi;ln
thao; thu th~p, xu ly thong tin co lien quan; SOi;lnthao van ban dung hinh thuc, th~ thuc
va ky thu~t trinh bay.

D6i vai van ban di~n tu, ca nhan duQ'c giao nhi~mV\l SOi;lnthao van ban ngoai
vi~c thlJc hi~n cac nQi dung neu tren phai chuy~n ban thao van ban, tai li~u kern thea
(nSu co) vao H~ th6ng quan ly tM li~u di~n tu va c~p nh~t cac thong tin cc1nthiSt.

3. TruOng hqp cc1nsua d6i, b6 sung ban thao van ban, nguai co thftm quy~n cho
y kiSn vao ban thao van ban ho~c tren H~ th6ng quan ly tai li~u di~n tu, chuy~n li;liban
thao van ban dSn Hinh di;lOdan vi chu tri SOi;lnthao van ban d~ chuy~n cho ca nhan
duQ'cgiao nhi~mV\l sOi;lnthao van ban.

4. Ca nhan duQ'cgiao nhi~mV\l SOi;lnthao van ban chiu trach nhi~mtruacnguai
dung dc1udon vi vatruac phap lu~t v~ ban thao van ban trong phi;lm vi chuc trach,
nhi~m V\l duQ'cgiao.

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

1. Ban thao van ban phai do nguai co thftm quy~nkY van ban duy~t.

2. TruOng hqp ban thao van ban da duQ'c phe duy~t nhung cc1nsua chua,
b6 sung thi phai trinh nguai co thftm quy~nkY xem xet, quySt dinh.

Di~u 12. Ki~m tra van ban tr1f(Yckhi ky ban hanh

1.Nguai sOi;lnthao van bankY nhay cu6i dong nQi dung cua m6i trang van ban.

2. Nguai dung dc1udan vi sOi;lnthao van ban phai ki~m tra va chiu trach nhi~m
truacHi~u tru6ng vatruacphap lu~t v~ nQi dung van ban, sau khi da ki~m tra thlJc
hi~n vi~c kY nhay sau dfruhai ch§.mcua phc1n"Nai nh~n" cu6i van ban.

3. Lanh di;lOPhong Tai chinh-KS toan co trach nhi~m ki~m tra nQi dung cac van
ban lien quan dSn tai chinh va chiu trach nhi~mtruacHi~u tru6ng vatruacphap lu~t
v~ nQi dung van ban, sau khi da ki~m tra thlJc hi~n vi~ckY nhay sau chilkY nhay cua
lanh di;lOdon vi SOi;lnthao van ban.~J
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4. Phong Hanh chinh - Quan tri c6 trach nhiem kiem tra th€ thirc,ky thuat trinh
bay van ban va chiu trach nhiem tnroc Hieu tnrong vatruce phap luat v€ th€ thirc,ky
thuat trinh bay van ban.

Di~u 13.Ky ban hanh van ban

1. Lam viec thea ch€ dQthu tnrong

Hieu tnrong c6 tham quyen ky t.1t ca van ban do Truong ban hanh; c6 th€ giao
cfrp ph6 ky thay cac van ban thuoc linh \'\IC duoc phan cong phu trach. Truong hQ'P
c.1p ph6 diroc giao phu trach, di€u hanh thi thuc hienkY nhu c.1p ph6kY thay cap
tnrong,

2. Lam viec thea ch€ dQt~p the

Chu tich HQi d6ng Truong va Hieu tnrong thay mat tap th€ lanh dao ky cac van
ban cua Truong. Ph6 Hieu tnrong duoc thay mat t~p the,ky thay Hieu tnrong nhtrng
van ban thea uy quy€n cua Hi~u truang va nhung van ban thuQc lInh VlJCduQ'cphan
cong phv trach.

3. Trang truOng hQ'Pd~c bi~t, Hi~u truang c6 the uy quy€n cho nguai dung d~u
don vi thuQc co c.1ut6 chuc cua TruangkY thua uy quy€n mQt s6 van ban rna minh
phai kY. Vi~c giao kY thua uy quy€n phai duQ'c thlJc hi~n b~ng van ban, giai hc:tnthai
gian va nQi dung duQ'cuy quy€n.Nguai duQ'ckY thua uy quy€n khong duQ'cuy quy€n
lc:ticho nguai khackY. Van ban kY thua uy quy€n dUQ'cthlJc hi~n thea the thuc va
d6ng d.1ucua TruOng.

4. Hi~u truang giao nguai dung d~u don vi thuQc TruOngkY thua l~nh mQt s6
loc:tivan ban.Nguai duQ'ckY thua l~nh dUQ'cgiao lc:ticho c.1pph6kY thay. Vi~c giaoky
thua l~nh phai duQ'cquy dinh cv the.

5. Nguai kY van ban phai chiu trach nhi~mtruac phap lu~t v€ van ban do minh
kY ban hanh.

6. D6i vai van ban gi.1y, khikY van ban dung but c6 mlJc mau xanh, khong
dung cac loc:timlJc d€ phai.

7. D6i vai van ban di~n til, nguai c6 th~m quy€n thlJc hi~nkY s6.

ChU'O'ng III
QUAN LyvAN BAN

M1}c 1
QUANLyvANBANDI

Di~u 14. Trinh tl}' quan lyvan ban di

1. c.1p s6, thai gian ban hanh van ban.

2. Dangky van ban di.

3. Nhan ban, d6ng d.1uTruOng, d.1uchi dQm~t, muc dQkh~n (d6i vrn van ban gi.1y).

4. PhM hanh va thea d5i vi~c chuyen phM van ban di.~J
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5. Luu van ban di.

Di~u 15. cAp s6, thoi gian ban hanh van ban

1. S6 va thai gian ban hanh van banduoc lay thea thir nr va trinh tu thai gian
ban hanh van ban cua Truong trong nam (bat dfru lien ti~ptir s6 01 VaGngay 01 thang
01 va k€t thuc VaGngay 31 thang 12 hang nam), s6 vaky hieu van ban cua Truong la
duy nhat trong mot nam, thong nhat giira van ban giay va van ban dien til.

a) Viec cap s6 van ban chuyen nganh do nguoi dung dfru don vi quan ly linh
VlJCquy dinh thea diem b, khoan 2, Di€u 4 cua Quy dinh nay.

b) Viec cap s6 van ban hanh chinh do Truong ban hanh se do b<)phan Van thu
Truong thuc hien,

2. D6i voi van ban giay, viec cap s6,thai gian ban hanh ducc thirc hien sau khi
co chtr ky cua nguoi co tham quyen, cham nhat la trong ngay lam viec ti€p theo.
Van ban mat duoc cap h~ th6ng s6 rieng.

3. D6i v6'i van ban di~n til, vi~c cap s6,thai gian ban hanh duQ'cthlJc hi~n b~ng
chuc nang clla H~ th6ng quan ly tai li~u di~n til.

4. Cac don vi thu<)c Truang ban hanh van ban cap don vi phai thlJc hi~n vi~c
lay s6 van ban theathu tlJ va trinh tlJthai gian ban hanh van ban Clladon vi trong nam
(bfit dfru lien ti€p tu s6 01 VaGngay 01 thang 01 va k€t thuc VaGngay 3 1 thang 12 hang
nam), s6 vakY hi~u van ban cua dan vi thu<)cTruang la duy nhat trong m<)tnam.

Di~u 16. Dang ky van ban di

1. Vi~c dangkY van ban bao dam dfry du, chinh xac cac thong tin dn thi€t cua
van ban di.

2. DangkY van ban

Van ban dugc dangkY b~ng s6 ho~c b~ng H~ th6ng quan ly tai li~u di~nill

a) DangkY van ban b~ng s6

Van thu Truang dangkY van ban cua Truang ban hanh VaGs6 dangkY van ban
di clla Truang. Van thu cua don vi thu<)cTruang dangkY van ban cua don vi ban hanh
VaGs6 dangkY van ban di cua dan vi.

b) Dang kY van ban b~ng H~ th6ng quan ly tai li~u di~n til

Van ban cua Truang dugc dangkY b~ng H~ th6ng phai dugc in ra giay dfry dll
cac truang thong tin thea m~u s6 dangkY van ban di, dong s6 d~ quan lY.

3. Van ban m~t dugc dangkY thea quy dinh cua phap lu~tv€ bao v~ bi m~t nha nu6'c.

Di~u 17. Nhin ban, dong dAu TnrO'ng va d~u chi dt} m~t, mITc dt} khin d6i
vOi van ban giAy

1. Van ban di dugc nhan ban thea dung s6 lugng dugc xac dinha phfrn nai
nh~n cua van b:.'m.

2. Vi~c d6ng dau Truang va dau chi de>m~t,muc de>khAn, dugc thlJc hi~n thea
quy dinh t~iPhVlvc I clla Quy dinh nay.~
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Di~u 18. Phat hanh va theo doi vi~c chuyen phat van ban di

1. Van ban di cua Truong phai hoan thanh thu tuc tai Van thtr Truong va phat
hanh trong ngay van ban do duocIcy, cham nhat Ia trong ngay lam viec tiep theo. Van
ban khan phai duoc phat hanh va gui ngay sau khiIcy van ban.

2. Viec phat hanh van ban mat di phai bao dam bi mat noi dung cua van ban
thea quy dinh cua phap luat v~ bao v~ bi mat nha mroc, dung s6 hrong, thai gian va
noi nhan,

3. Van ban dffphat hanh nhung co sai sot v~ noi dung phai duoc sira d6i, thay
th~ bang van ban co hinh tlnrc nrong dirong cua cftp ban hanh van ban. Van ban dff
phat hanh nlnrng co sai sot v~ thS thirc,ley thuat trinh bay, thu tuc ban hanh phai duoc
dinh chinh bang cong van cua cftp ban hanh van ban.

4. Thu h6i van ban

a) U6i vai van ban gifty, truOng hqp nh~n duqc van ban thong bao thu h6i, ben
nh~n co trach nhi~m gili l<;livan ban dffnh~n.

b) U6i vai van ban di~n til, truOng hqp nh~n duqc van ban thong bao thu h6i,
ben nh~n huy b6 van ban di~n tilbi thu h6i tren H~ th6ng quan ly tai li~u di~n til, d6ng
thai thong bao qua H~ th6ng dS ben gili bi~t.

5. PhM hanh van ban gifty tir van ban duqcIcy s6 cua nguai co thAm quy~n: Van
thu cO"quan th\Ic hi~n in van ban dffduqcIcy s6 cuanguai co thAm quy~n ra gifty, dong
dftu cua cO"quan, t6 chuc dS t<;lOban chinh van ban gifty va phM hanh van ban.

6. TruOng hqp c£lnphM hanh van ban di~n til tir van ban gifty: Van thu TruOng
th\Ic hi~n thea quy dinh t<;lidiSm c, khoan 1, Ui~u 25 cua Quy dinh nay.

Di~u 19. LIfu van ban di

1. Bim g6c van ban duqc lUllt<;liVan thu TruOng va lUlltren H~ th6ng quan ly tai
li~u di~n til va phai duqc dong dftu ngay sau khi phM hanh, sip x~p thea thu1\1' dang Icy.

2. Ban chinh van ban gifty lUllt<;lih6 sO"cong vi~c.

Ml}.C 2

QUAN LY VAN BAN DEN

Di~u 20. Trinh tv quan ly van ban d~n

1. Ti~p nh~n van ban d~n.

2. Uang Icy van ban d~n.

3. Trinh, chuySn giao van ban dSn.

4. Giai qUYStva thea d5i, don d6c vi~c giai quy~t van ban dSn.

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

1. U6i vai van ban gifty

a) Tftt ca van ban gifty d~n (bao g6m ca van ban co dftu chi de) m~t) gili dSn~
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Truong se do Truong phong Hanh chinh-Quan tri hoac Ph6 Truong phong Hanh
chinh-Quan tri duoc uy quyen ti~p nhan va phan loai nhu sau:

- D6i voi van ban giri dich danh ca nhan hoac don vi trong Tnrong thi chuyen
tnrc tiep VaGhom thu cua don vi d6. Nhtrng van ban gui d€n tnrc ti€p cho don vi c6
lien quan d~n cong viec chung cua Truong thi dan vi nhan van ban c6 trach nhiem
chuyen lai cho Van thu Truong ngay ngay ti~p nhan d€ dang ky d6ng d~u "DEN" cua
Truong.

- D6i voi van ban gui d~n ghi ten Truong Dai hoc Mer Thanh ph6 H6 Chi Minh,
hay Ban Giam hieu Truong Dai hoc Mer Thanh ph6 H6 Chi Minh thi Truong phong
Hanh chinh-Quan tri hoac Ph6 Truong phong Hanh chinh-Quan tri duoc uy quyen
b6c bi va ghi phieu chuyen giri v~ Van thu Truong d€ dangky d6ng d~u "DEN".

b) D~u "DEN" duoc d6ng VaGg6c ben trai cua van ban den, dum dong "S6, ky hieu
van ban". Mfiu ~u "DEN" dUQ'cthvc hi~n thea quy dinh t~i Ph\ll\lc V Quy dinh nay.

2. D6i v6i van ban di~ntU

a) Van thu Truang phai ki€m tra tinh xac thvc va toan Vyn cua van ban di~ntU
va thvc hi~n ti~p nh~n tren H~ th6ng quan ly tai li~u di~ntU.

b) Truang hqp van ban di~n tu khong dap ilng cac quy dinh t~i di€m a khoan
nay hoi;icgui sai nai nh~n thi Van thu Truang phai tra l~i chocO' quan, t6 chilc gui van
ban tren H~ th6ng quan ly tai li~u di~ntU. Truang hqp phat hi~n c6 sai s6t hoi;icd~u
hi~u b~tthuangthi Van thu Truang bao ngay cho TruOng phong Hanh chinh-Quan tri
hoi;icPh6 TruOng phong Hanh chinh-Quan tri duQ'cuy quy~n giai quy~t va thong bao
cho nai gui van ban.

c) Van thu Truang c6 trach nhi~m thong bao ngay trong ngay chocO' quan,
t6 chilc gui v~ vi~c dff nh~n van ban bing chilc nang cua H~ th6ng quan ly tai li~u
di~n ill.

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

1. Vi~c dangkY van ban d~n phai bao dam dfry du, r5 rang, chinh xac cac thong
tin d.n thi~t thea mfiu s6 dangkY van ban d~n hoi;icthea thong tin dfru VaGcua dfr li~u
quan ly van ban d~n. Nhung van ban d~n khong duQ'cdangkY t~i Van thu Truang thi
don vi, ca nhan khong c6 trach nhi~m giai quy~t, tm nhfrng lo~i van ban d~n duQ'c
dangkY rieng thea quy dinh cua phap lu~t.

2. S6 d~n cua van ban d~n cua Truang duQ'c l~y lien ti~p thea thil tv va trinhtv
thai gian ti~p nh~n van ban trong nam (bit dfru lien ti~ptil s6 01 VaGngay 01 thang 01
va k~t thuc VaGngay 31 thang 12 hang nam), th6ng nh~t gifra van ban gi~y va van ban
di~n tU.

3. S6 d~n cua van ban d~n cua cac dan vi thuQc Truang duQ'c l~y lien ti~p thea
thil tv va trinh tv thai gian ti~p nh~n van ban trong nam (bit dfru lien ti~ptil s6 01 VaG
ngay 01 thang 01 va k~t thuc VaGngay 31 thang 12 hang nam).

4. DangkY van ban

Van ban duQ'cdangkY bing s6 hoi;icbing H~ th6ng quan ly tai li~u di~ntU.

a) DangkY van ban d~n bing s6~
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- Van thu Truong dangky van ban van s6 dangkY van ban d€n cua Truong.

- Van thu cua cac don vi thuoc Tnrong dangIcy van ban van s6 dangIcy van ban
d€n cua don vi g6m cac van ban khong lfiys6 tai s6 cong van di cua don vi minh, cac
cong vanillcac don vi khac giri d€n hoac cac van ban cua Truong do don vi soan thao.

b) BangIcy van ban d€n bang H~ thong quan ly tai lieu dienttr

Van thu Truong tiep nhan van ban va dangIcy van H~ thong quan ly tai lieu
dien nr. Truong hop dn thiet, Van thu cua Truong thuc hien s6 h6a van ban d€n thea
quy dinh tai PhV luc I Quy dinh nay. Van thu Truong cap nhat van H~ thong cac
tnrong thong tin d~uvan cua dfr lieu quan ly van ban d€n thea quy dinh tai PhVluc VII
cua Quy dinh nay. Van ban d€n duoc dangIcy van H~ thong quan ly tai lieu dien nr
phaidiroc in ra gifiyd~y du cac truOngthong tin thea mfiuS6 dang ky van ban d€n,Icy
nh~nva d6ng s6 d~ quan lY.

5.Van banm~tduqc dangIcy thea quydiM cuaphap lu~tv~baov~bi m~tnhanuac.

a) Tai li~u,v~t chua bi m~t nha nuac phai lam bi ho~c d6ng g6i rieng. Gifiylam
bi phai dung lo;;tigifiydai, b~n,kh6 thfimnuac, khong nhin thfiuqua duqc; h6 dan phai
dinh, kh6 b6c; TruOng hgp tai li~u, v~t chua bi m~t nha nuac thuQc dQ"Tuy~t m~t"
phai duqc bao v~ b~ng hai lap phong bi: Bi trong ghi s6,Icy hi~u cua tai li~u,v~t chua
bi m~t nha nuac, ten nguai nh~n, d6ng dfiu"Tuy~t m~t" va duqc niem phong b~ng dfiu
cua ca quan, t6 chuca ngoai bi; truOng hqp gui dich danh nguai c6 trach nhi~m giai
quy€t thi d6ng dfiu "Chi nguai c6 ten mai duqc b6c bi". Bi ngoai ghi nhu gui tai li~u
thuOngva d6ng dfiuky hi~u chfr "A"; Tai li~u,v~t chua bi m~t nha nuac dQ"T6i m~t"
va "M~t" duqc bao v~ b~ng mQtlap bi, ngoai bi d6ng dfiuchfr "B" va chfr "C" tuong
ung vai dQm~t cua tai li~u,v~t chua bi m~t nha nuac ben trong;

b) Sau khi nh~n tai li~u, v~t chua bi m~t nha nuac phai dangkY van "S6 dang
Icy bi m~t nha nuac d€n";

c) TruOng hgp tai li~u, v~t chua bi m~t nha nuac rna phong bi c6 dfiu "Chi
nguai c6 ten mai duqc b6c bi", nguai nh~n van s6 theaIcy hi~u ngoai bi, khong duqc
rna bi va phai chuy~n ngay d€n nguai c6 ten tren phong bi. N€u nguai c6 ten tren
phong bi di v~ng va tren phong bi c6 them dfiu"Hoa t6c" thi chuy~n d€n Hi~u truang
giai quy€t;

d) TruOng hgp tai li~u, v~t chua bi m~t nha nuac duqc gui d€n rna khong thlJc
hi~n dung quy dinh bao v~ bi m~t nha nuac nhu di~m a khoan nay thi chuy~n d€n Hi~u
truang ho~c nguai c6 ten tren phong bi (d6i vai truOnghgp gui dich danh) giai quy€t,
d6ng thai phai thong bao nai gui bi€t d~ c6 bi~n phap kh~c phvc. N€u phat hi~n tai
li~u,v~t chua bi m~t nha nuac gui d€n c6 dfiuhi~ub6c,rna bi ho~c bi trao d6i, mfit,hu
hong thi nguai nh~nphai bao cao ngay cho Hi~u truang d~ c6 bi~n phap xu lY.

6. Nai gui va nai nh~n tai li~u, v~t chua bi m~t nha nuac phai d6i chi€u v~ s6
luqng, ki~m tra vi~c d6ng bi, d6ng g6i tai li~u, v~t chua bi m~t nha nuac. TruOnghgp
phil hi~n thi€u s6 luqng, sai s6t trong d6ng bi, d6ng g6i thi nai nh~n yeu c~u nai gui
b6 sung, xu ly truac khi van s6 thea d5i vaIcy nh~n.

7. TruOnghgp tai li~u,v~t chua bi m~t nha nuac c6 d6ng dfiu"Tai li~u thu h6i",
don vi ho~c ca nhan da nh~n tai li~u, v~t chua bi m~t nha nuac phai gui l;;tidung thai
h;;tnghi tren van ban.

8. Vi~c chuy~n, nh~n van ban di~n tu c6 nQidung bi m~t nha nuac tren m;;tng~
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Internet, mang may tinh va mang vi~n thong diroc thirc hien thea quy dinh phap luat
ve co yeu,

9. Truong hop tai lieu, v~t chua bi m~t nha mroc dang ky bing cosa dfr lieu
quan ly tren may tinh thi khi chuyen giao phai in ra gi~y dSky nhan va d6ngsb dS
quan ly. May tinh dung dS dangky tai lieu, v~t chua bi mat nha mroc khong duoc n6i
mang Internet, mang may tinh va mang vi~n thong.

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

1. Van ban d€n phai duoc Van thu Truong trinh trong ngay, cham nh~t la trong
ngay lam viec tiep thea d€n Truong phong Hanh chinh-Quan tri hoac Ph6 Truong
phong Hanh chinh-Quan tri duoc uy quyen chi dao giai quyet va chuyen giao cho dan
vi hoac ca nhan duoc giao xu lY.TruOng hqp da xac dinhra dan vi ho~c ca nhan duqc
giao xu ly, Van thu cua TruOng chuySn van bim d€n dan vi, ca nhan xu ly thea quy
ch€ cong tac van thu cua TruOng. Van ban d€n c6 deluchi cac muc d<)khfrn phai dUQ'c
trinh va chuy~n giao ngay sau khi nh~n duQ'c.Vi~c chuy~n giao van ban phai bao dam
chinh xac va gifr bi m~t n<)idung van ban.

2. Van ban d€n cac dan vi thu<)c TruOng duqc cac dan vi chuc nang cua
TruOng chuy~n qua E-mail cua lanh d:;lodan vi ho~c do Van thu Truang chuy~n van
ban giely d€n cac dan vi thu<)cTruOng. Vi~c chuy~n giao van ban phai bao dam chinh
xac va gifr bi m~t n<)idung van ban.

- D6i v6i van ban d€n duqc chuy~n qua h~ th6ng E-mail:Nguai dung dfru dan
vi cho y ki€n giai quy€t va chuy~n van thu cua dan vi VaGs6 va th\Ic hi~n thea y ki€n
giai quy€t trong ngay, ch~m nhelt la trong ngay lam vi~c ti€p theo.

- D6i v6i van ban d€n duqc chuy~n trvc ti€p d€n dan vi:Nguai nh~n van ban
chuy~n van ban d€n nhan vien van thu ho~c Nguai dung dfru dan vi giai quy€t trong
ngay, ch~m nhelt la trong ngay lam vi~c ti€p theo.

3. Can cu n<)idung cua van ban d€n; chuc nang, nhi~mvv va k€ hO:;lchcong tac
duqc giao cho dan vi, ca nhan, nguai c6 thfrm quy~n ghi y ki€n chi d:;logiai quy€t. D6i
v6i van ban lien quan d€n nhi~u dan vi ho~c ca nhan thi xac dinhra dan vi ho~cca
nhan chu tri, ph6i hqp va thai h:;lngiai quy€t.

4. Trinh, chuy~n giao van ban giely:Y ki€n chi d:;logiai quy€t duqc ghi vao m\lc
"Chuy~n" trong delu"DEN" ho~c Phi€u giai quy€t van ban d€n thea mftu t:;liPh\ll\lc V
cua Quy dinh nay. Sau khi c6 y ki€n chi d:;logiai quy€t cua nguai co thfrm quy~n, van
ban d€n duqc chuy~n l:;licho Van thu TruOng d~ dangkY b6 sung thong tin, chuy~n
cho dan vi ho~c ca nhan duqc giao giai quy€t. Khi chuy~n giao van ban giely d€n cho
dan vi, ca nhan phaikY nh~n van ban. .

5. Trinh, chuy~n giao van ban di~ntu tren H~ th6ng quan ly tai li~u di~n tu:
Van thu TruOng trinh van ban di~n tu d€n nguai c6 thfrm quy~n chi d:;logiai quy€t tren
H~ th6ng quan ly tai li~u di~n tu.

Nguai c6 thfrm quy~n ghi y ki€n chi d:;logiai quy€t van ban d€n tren H~ th6ng
quan ly tai li~u di~n tu va c~p nh~t cac thong tin: Dan vi ho~c nguai nh~n; y ki€n
chi d:;lo, tr:;lng thai xu ly van ban; thai h:;lngiai quy€t; chuy~n van ban cho Van thu
TruOng d~ chuy~n cho dan vi ho~c ca nhan duQ'cgiao giai quy€t. TruOng hqp van ban$
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di~n til giri kern van ban gifry thi Van thu Truong thirc hien trinh van ban di~n til tren
H~ thong quan 1y tai lieu dien til va chuyen van ban gifry den don vi hoac ca nhan
duoc nguoi c6 thAm quyen giao chu tri giai quyet,

Di~u 24. Giai quyet va theo dol, don dBc vi~c giai quy~t van ban d~n

1. Ngiroi dung dclu dan vi thuoc Tnrormg c6 trach nhiem chi dao giai quyet
kip thai van ban den va giao nguoi c6 trach nhiem theo doi, don d6c viec giai quyet
van ban den.

2. Khi nhan duoc van ban den, don vi hoac ca nhan c6 trach nhiem nghien ciru,
giai quyet van ban den theo thai han quy dinh. Nhimg van ban den c6 dfru chi cac mire
dQkhan phai duoc giai quyet ngay.

M\lC 3
SAO VAN BAN

Di~u 25. Cac hinh tlnrc ban sao

1. Sao y g6m: Sao y nr van ban gifry sang van ban gifry, sao y nr van ban dien til
sang van ban giay.

a) Sao y nr van ban gifry sang van ban gifry duoc thuc hien bing viec chuptir
ban g6c ho~c ban chinh van ban gifry sang gifry.

b) Sao y tir van ban di~n til sang van ban gifry dugc thlJc hi~n bing vi~c in tir
ban g6c van ban di~n til ra gifry.

c) Sao y ill van ban gifry sang van ban di~ntil dugc thlJc hi~n bing vi~c s6 h6a
van ban gifry vakY s6 cua cO'quan, t6 chuc.

2. Sa01vc

a) Sao 1vc g6m: Sao 1vc tir van ban gifry sang van ban gifry, sao 1vc tir van ban
di~n til sang van ban gifry.

b) Sao 1vcdugc thlJc hi~n bing vi~c in, chVP tir ban sao y.

3. Trich sao

a) Trich sao g6m: Trich sao tir van ban gifry sang van ban gifry, trich sao tir
van ban di~ntil sang van ban gifry.

b) Ban trich sao dugc thlJc hi~n bing vi~c tl;10l~p Il;1idclYdu th€ thuc, phcln
nQi dung van ban cclntrich sao.

4. Th€ thuc vakY thu~t trinh bay ban sao y, sao Ivc, trich sao dugc thlJc hi~n
theo quy dinh tl;1iPhV 1vc I cua Quy dinh nay.

Di~u 26. Gia trj phap ly cua ban sao

Ban sao y, ban sao Ivc va ban trich sao dugc thlJc hi~n theo dung quy dinh tl;1i
Quy dinh nay c6 giatri phap 1ynhu ban chinh.

Di~u 27. Th~m quy~n sao van ban

1. Hi~u tru6ng giao cho lanh dl;1oPhong Hanh chinh-Quantri chiu trach nhi~m~
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sao van ban do Tnrong ban hanh va cac van ban do cac co quan, t6 chirc khac giri d~n
co lien quan d~n Truong.

2. Hieu tnrong giao cho lanh dao dan vi ban hanh cac van ban chuyen nganh
chiu trach nhiern sao van ban neu tai diem b, khoan 2, Di~u 4 cua Quy dinh nay.

3. Viec sao, chup tai lieu, v~t chua bi mat nha mroc diroc thuc hien thea
quy dinh cua phap luat v~ bao v~ bi m~t nha mroc.

a). Sao tai lieu bi m~t nha mroc la viec chep lai hoac tao ra ban khac thea dung
noi dung ban g6c hoac ban chinh cua tai lieu. Chup tai lieu, v~t chua bi mat nhamroc
la viec ghi lai bang hinh anh tai lieu, v~t chua bi mat nha mroc. Hinh thirc sao tai lieu
bi mat nha nuac g6m sao y ban chinh, sao ll,lcva trich sao.

b). Vi~c sao, chl,lptii li~u, v~t chua bi m~t nha nuac phai ti~n hanh t~i dia di~m bao
dam an toanoVi~c sao, chl,lpphai duqc ghi vaG"S6 qulin ly sao, chl,lpbi m~t nha nuac".

c). Ban sao tii li~u bi m~t nha nuac phai dong d~u sao; ban chl,lp tii li~u, v~t
chua bi m~t nha nuac phai co van ban ghi nh~n vi~c chl,lp. Chi sao, chl,lp dung s6 ban
cho phep va tieu huy ngay ban du thua, ban hong. Ban sao, chl,lp duqc thvc hi~n thea
dung quy dinh t~i Quy dinh nay co gia tri phap ly nhu ban chinh va phai duqc bao v~
nhu ban g6c.

d). Phuang ti~n, thi~t bi su dl,lngd~ sao, chl,lp tai li~u, v~t chua bi m~t nha nuac
khong duqc k~t n6i vai m~ng Internet, m1;1ngmay tinh, m~ng viSn thong.

ChlfO'ngIV

L~P HO SO vA LUlJ TRU CO QUAN

f)i~u 28. L~p Danb ID\lC bB SO' IU'u trfr CO' quan

Danh ml,lch6 sa luu truca quan do Hi~u truang phe duy~t, duqc ban hanh vao
diu nam va gui cac dan vi, ca nhan lien quan lam can cu d~ l~p h6sa.M§u Danh ml,lC
h6 sa duqc thvc hi~n thea quy dinh t1;1iPhl,lll,lc VI cua Quy dinh nay.

f)i~u 29. L~p bB SO'

1. Yeu ciu

a) Phan anh dung chuc nang, nhi~m Vl,lcua dan vi.

b) Cac van ban, tai li~u trong mot h6 sa phai co sv lien quan ch~t che vai nhau
va phan anh dung trinh tv diSn bi~n cua sv vi~c ho~c trinh tv giai quy~t cong vi~c.

2. Mah6 sa

a) Ca nhan duqc giao nhi~m Vl,lgiai quy~t cong vi~c co trach nhi~mrna h6 sa
theo Danh ml,lch6 sa ho~c thea k~ h01;1Chcong taco

b) C~p nh~t nhUngthong tin ban diu v~ h6 sa theo Danh ml,lch6 sa da ban hanh.

c) TruOng hOp cac h6 sa khong co trong Danh ml,lc h6sa,ca nhan duqc giao
nhi~m Vl,lgiai quy~t cong vi~c tv xac dinh cac thong tin: Tieu d~ h6sa,s6 va ky hi~u
h6 sa,thai h~n bao quan h6sa,nguai l~p h6 sa va thai gian b~t diu.

3. Thu th~p, c~p nh~t van ban, tai li~u vaG h6saw
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Ca nhan duoc giao nhiem vu co trach nhiem thu thap, c~p nhat t~t ca van ban, tai
lieu hinh thanh trong qua trinh thea doi, giai quyet cong viec vao h6 sa darna, bao gom
tai lieu phim, anh, ghi am (neu co) bao dam SlJ toan ven, d:1Ydu cua h6 so, tranh bi
th~t lac,

4. K~t thuc h6 sa

a) H6 sa diroc k~t thuc khi cong viec da giai quyet xong.

b) Nguoi l~p h6 sa co trach nhiem: Ra soat lai toan bl) van ban, tai lieu co trong
h6 sa; loai ra khoi h6 sa ban trimg, ban nhap; xac dinh lai thai han bao quan cua h6 sa;
chinh sua tieu d~, s6 vaIcy hieu h6 sa cho phil hop; hoan thien, k~t thuc h6 sa.

c) Nguoi l~p h6 sa thirc hien danh s6 to d6i voi h6 sa gi~y co thai han bao quan
tir OS nam tra len va vi~t M\lc h,lcvan ban d6i v6i h6 sa co thai h(_lnbao quan vInh vi~n;
vi~t chung tu k~t thuc d6i v6i t~t ca h6 sa.

Di~u 30. NQp hru hB sO',tili Ii~u vilo LU'u trfr cO'quan

Hi~u tru&ng chi d(_locho cac dan vi chuc nang thlJChi~n Luu tm cO'quan nhu sau:

1. Phong Tai chinh-K~ toan: Thvc hi~n luu tru cac h6 sa lien quan d~n k~ toano

2. Phong T6 chuc-Nhan SlJ: ThlJc hi~n luu tru cac h6 sa lien quan d~n h6 sa
thi dua, khen thu&ng,kY lu~t, cong tac t6 chuc can bl), h6 sa tuyen d\mg, h6 sa cong
chuc, vien chuc, nguai lao dl)ng...

3. Cac dan vi qmin ly dao t(_lO:ThlJc hi~n luu tru cac h6 sa lien quan d~n tuyen
sinh, chuang trinh dao t(_lo,h6 sa nguai hQc, h6 sa giang vien, hqp d6ng dao t(_lO,h6 sa
dao t(_lOng~n h(_ln...

4. PhongD:1u tu-Xay dVng: ThlJc hi~n luu tru cac h6 sa lien quan cac dlJ an d:1u
tu,xay dlJng, cai t(_lOcO'sa.

S.Phong Khao thi: ThlJc hi~n luu tru cac h6 sa lien quan d~n cong tac t6 chuc thi,
ch~m bai thi, ngan hang d~ thi.

6. Phong Dam bao ch~t luqng: ThlJc hi~n luu tru cac h6 sa lien quan d~n cong tac
kiem dinh ch~t luqng.

7. Phong Hanh chinh-Quan tri: ThlJc hi~n luu tru cac h6 sa lien quan d~n
k~ hO(_lchchi~n luqc; cac bao cao t6ng hqpduqcphan cong; cac hqp d6ng dich V\l, cO'sa
v~t ch~t; h6 sa mua s~m, thanh ly, quan ly tai san; cac van bim hanh chinh.

8. Phong Thanh tra-Phap ch~: Thvc hi~n luu tru cac h6 sa lien quan d~n cong tac
thanh tra.

9. Cac dan vi khac: Thvc hi~n luu tru t(_lidan vi cac van ban lien quan d~n dan vi.

Di~u 31. Tnich nhi~m I~p hB sO'vil nQp Ill'll hBSO',tili li~u vilo Lll'll trfr CO'quan

1. Trach nhi~m cua nguai dung d:1ubl) ph~n hanh chinh

a) Tham muu cho Hi~u tru&ng trong vi~c chi d(_lo,kiem tra, huang dfrnvi~c l~p h6
sa va nl)p luu h6 sO',tai li~u vao Luu tm cO'quan d6i v6i cac dan viduqcph an cong t(_li
Di~u 30.

b) T6ng hqp cac danh m\lC h6 sa c:1nnl)p Luu tru cO'quan t(_licac dan vi chuc
nangduqcphan cong de trinh Hi~u tru&ng ky ban hanh.~
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c) T6 chirc ki~m tra cong tac LUlltnt co quan

2. Trach nhiem cua dan vi va ca nhan trong dan vi

a) Nguoi dung dfru dan vi thuoc Truong chiu trach nhiemtruce Hieu tnrong vS
viec l~p danh muc h6 sa can hrutnt giri vS Phong Hanh chinh-Quan tri trinh Hieu
tnrong phe duyet hang nam; chi dao, ki~m tra, huong dfrnviec l~p h6 sa va n<)phru h6
so, tai lieu vao LUll tnr co quan; bao quan, hru h6 so, tai lieu cua dan vi; t6 chirc huy
tai lieu h€t gia tri thea quy dinh hien hanh.

b) Trong qua trinh thea doi, giai quyet cong viec, m6i ca nhan phai l~p h6 sa vS
cong viec va chiu trach nhiem vS s6 IUQ1lg,thanh phan, n<)idung tai li~u trong h6 sa;
bao dam yeu cfru, ch~t IUQ'ngcua h6 sa thea quy dinh tru6'c khi n<)pluu vao Luu trti'
cO'quan.

c) Ca nhan trong dan vi c6 trach nhi~m n<)p lUll nhti'ng h6 sO', tai li~u duQ'c
xac dinh thai h~n bao quan til 05 namtra len vao Luu trti' cO'quan.

d) Truang hQ'pca nhan c6 nhu cfru giti' l~i h6 sO',tai li~u dff d€n h~n n<)plUll d~
phvc V\l cong vi~c thi phai duQ'cnguai dung dfru dan vi d6ng y b~ng van ban va phai
l~p Danh mvc h6 sO',tai li~u giti' l~i. Thai h~n giti' l~i h6 sO',tai li~u cua dan vi, ca nhan
khong qua 02 nam k~ til ngay d€n h~n n<)pluu.

d) Cong chuc, vien chuc va nguai lao d<)ngtrong Tmang tm6'c khi nghi huu,

thoi vi~c, chuy~n cong tac, di h9C t~p dai ngay phai ban giao toan b<)h6 sO',tai li~u

hinh thanh trong qua trinh cong tac cho nguai dung dfrudan vi.

3. H6 sO',tai li~u n<)p luu vao Luu tm cO'quan phai du thanh phfrn, dung thai

h~n va thvc hi~n thea trinh tv, thu Wc quy dinh.

4. Thai h~n n<)pluu h6 sO',tai li~u vao LUll trti' cO'quan

a) D6i v6'i h6 sO',tai li~u xay dvng cO'ban: Trong thai h~n 03 thang k~ til ngay
cong trinh duQ'cquy€t toano

b) D6i v6'i h6 sO',ffiili~u khac: Trong thai h~ 01 nam k~illngay cong vi~c k€t thuc.

5. Thu tvc n<)plUll

a) D6i v6'i h6 sa gi~y

Khi n<)plUll tai li~u phai l~p 02 ban "Mvc Ivc h6 sO',tai li~u n<)plUll" va 02 ban
"Bien ban giao nh~n h6 sO',tai li~u" thea mfru t~i PhVlvc VI Nghi dinh nay. Dan vi, ca
nhan n<)plUlltai li~u va Luu trti' cO'quan giti' m6i lo~i 01 ban.

b) D6i v6'i h6 sa di~n til

Ca nhan duQ'c giao nhi~mV\l giai quy€t cong vi~c va l~p h6 sa th\Ic hi~n n<)p
lUllh6 sa di~n til vao LUll trti' cO'quan tren H~ th6ng quan ly tai li~u di~n til.

Nguai dung dfru dan vi thu<)cTruang c6 trach nhi~m Luu trti' cO'quan ki~m tra,
nh~n h6 sa thea Danh mvc; lien k€t chinh xac dti' li~u d~c ta v6'i h6 sa; ti€p nh~n va dua
h6 sa vS ch€ d<)quan ly h6 sa lUlltm di~ntil tren H~ th6ng quan ly tai li~u di~ntU.~
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Churrng V

QUAN LY, sir Dl)NG CON DAu vA THIET BJ LUiJ KHOA nt M~ T TRONG
CONG TAc VAN THlf

Di~ll 32. Quan Iy con d~ll, thi~t hi hru kh6a hi m~t

1. Hieu tnrong giao cho Van thu cua Truong quan ly, su dung con dau, thiet bi
luu khoa bi mat cua Truong thea quy dinh,

2. Van thu cua Truong co trach nhiem

a) Bao quan an toan, str dung con dau, thi~t bi luu khoa bi mat cua Truong tai
tru sa cua Truong.

b) Chi giao con dfiu, thiet bi luu khoa bi mat cua Truong cho nguoi khac khi
duoc phep bing van ban cua Truong phong Hanh chinh-Quan trio Viec ban giao con
dau, thiet bi luu khoa bi m~t cua Truong phai duoc l~p bien ban.

c) Phai tnrc ti~p dong dfiu,kY s6 vao van ban do Truong ban hanh va ban sao
van ban.

d) Chi duoc dong dfiu,ky s6 cua Truong vao van ban da: co chtrkY cua ngiroi
co thAm quy~n va ban sao van ban do TruOng tn,rc ti~p thvc hi~n.

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

Di~ll 33. Sfr d\lllg con d~ll, thi~t hi IU'llkh6a hi m~t

1. SU dVng con dfiu

a) Dfiu dong phai r5 rang, ngay ng~n, dung chi~u va dung dung mvc dfiu mau
do thea quy dinh.

b) Khi dong dfiu len chfrkY, dfiu dong phai trum len khoang 113chfrkY v~ phia
ben trai.

c) Cac van ban ban hanh kern thea van ban chinh ho~c phv lvc: Dfiu duQ'cdong
len trang dftu, trum m9t phftn ten Truong ho~c tieu d~ phV lvc.

d) Dftu treo duQ'c dong vao goc trai phi a tren clla van ban; dftu duQ'c dong tren
cac bi~u m~u, danh sach va phv Ivc dinh kern cac Quy~t dinh, K~ ho~ch, Bao cao,
cong van ... , va m~u phi~u chuyen nganh clla cac don vi lien quan.

d) Dftu nbi duQ'cdong tren hinh dan ca nhan clla cac lo~i van ban chuyen nganh,
cac van bing, chung chi, gifty chung nh~n dao t~o, gifty bao dv thi. Dftu duQ'c dong
dung chi~u vao 113mep hinh ca nhan goc duai ben phai.

e) Dftu giap lai duQ'cdong d6i vai cac van ban TruOng ban hanh co n9i dung tiI
2 to tra len. Dftu duQ'c dong vao khoang gifra mep phai clla van ban ho~c phv Ivc van
ban, trum len m9t phftn cac to gifty.

2. SU dvng thi~t bi luu khoa bi m~t

Thi~t bi luu khoa bi m~t ella TruOng duQ'csu dvng d~kY s6 cac van ban di~n tu
do TruOng ban hanh va ban sao tiI van ban gifty sang van ban di~ntU\~
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Chuong VI

QUAN LY VE CONG TAc VAN THU

f)i~u 34. NQi dung quan ly v~ cong tac van thir

1.Xay dung, ban hanh va chi dao,hu6ngcilln thuchiencac vanban v~cong tacvan thu.

2. Quan ly thong nhat v~ nghiep vu cong tac van thu.

3. Quan ly irng dung khoa h9Cva cong nghe trong cong tac van thu.

4. Quan ly dao tao, b6i dirong ngiroi lam cong tac van thu; quan ly cong tac
thi dua, khen thu6ng trong cong tac van thu.

5. Thanh tra, ki~m tra, giai quyet khieu nai, t6 cao va xu ly vi pham phap lu~t
v~ cong tac van thu.

6. Sa ket, tong ket cong tac van thu.

f)i~u 35. Trach nhiem quanly cong tac van thir

1. Phong Hanh chinh-Quan tri chiu trach nhiemtruce Truong viec thuc hien
quan ly cong tac van thu trong ph~m vi nhi~mV\l, quy~n h~n cua minh co trach nhi~m:

a) Huang dfrn th\lc hi~n cac quy dinh v~ cong tac van thu cho cac dan vi.

b) Ki~m tra vi~c th\lc hi~n cac quy dinh v~ cong tac van thu d6i vai cac dan vi
thuQc Truang; giai quyet khieu n~i, t6 cao va xu ly vi ph~m phap lu~t v~ cong tac
van thu thea thAm quy~n.

c) T6 chuc, chi d~o vi~c nghien cuu, ung d\lng khoa h9C va cong ngh~ trong
cong tac van thu.

d) B6 tri kinh phi d~ hi~n d~i hoa phuang ti~n, h~ tftngley thu~t ph\lc V\l
cong tac van thu, quan ly va v~n hanh hi~u qua H~ th6ng quan ly tai li~u di~nro.

d) B6 tri nhan S\l, vi tri, di~n tich, phuang ti~n lam vi~c phil hqp, bao dam gift
gin bi m~t nha nuac, bao quan an toan con dAucua Truang.

e) T6 chilc dao t~o, b6i dUOng nguai lam cong tac van thu; quan ly cong tac
thi dua, khen thu6ng trong cong tac van thu.

g) Sa ket, t6ng ket v~ cong tac van thu h~ng nam.

f)i~u 36. Kinh phi cho cong tac van thrr

1. Cac dan vi lien quan co trach nhi~m b6 tri kinh phi cho cong tac van thu
trong thea quy dinh hi~n hanh.

2. Kinh phi cho cong tac van thu duqc su d\lng VaGcac cong vi~c

a) Mua slim, nang cAph~ th6ng, h~ tftngley thu~t, trang thiet bi, v~t tu tieu hao
ph\lc V\l cong tac van thu.

b) Bao dam thong tin lien l~c, chuy~n phM van ban, s6 hoa van ban.

c) Nghien cUu,lIng d\lng khoa h9Cva chuy~n giaa cong ngh~ trang cong mc van thu.

d) Cac ho~t dQng khac ph\lcV\l cong tac van thu.'0://
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Ch irong VII
DIEU KHOA.N THI HANH

Di~u 37. Trach nhiemthi hanh

1. Phong Hanh chinh-Quan tri co trach nhiem trien khai thuc hien va kiem tra
viec thi hanh Quy dinh nay.

2. Cac don vi thuoc Truong va cac ca nhan lien quan chiu trach nhiem thi hanh
Quy dinh nay./.o/
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THE THUC, KY THU~ T TRiNH BAy VAN BAN HANH CHiNH

I/~~'~;:,\ , vA B~N SAO VAN BAN

! [; ~i!J1~?:Ji2\uyetatnhs6 ,155-3 /QD-DHMng~y~3thang f nam r;)__O)_0

I~ o~{~ii tl:zi6:ngTruong Dqi h9CMD'Thanh ph6 H6 Chi Minh)
[- THANH PI-:O I !
~() HO CHi MtNH/,,/j

0& 'Y Ph~n I
~a:i~~/V A KY THU~ T TRiNH BAy VAN BAN HANH CHiNH

I. QUY DJNH CHUNG

1, Kh6 gi~y: Kh6 A4 (210 mm x 297 mm).

2. Ki~u trinh bay: Theo chi~u dai cua kh6 A4. Truong hop noi dung van ban co
cac bang, bi~u nhung khong duoc lam thanh cac phu luc rieng thi van ban co th~ duoc
trinh bay thea chi~u rong.

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

4. Phong chtr: Ph6ng chfr tieng Viet Times New Roman, be>rnaky tu Unicode
thea Tieu chuan Vi~t Nam TCVN 6909:2001, mau den.

5. CO' chtr va ki~u chtr: Theo quy dinh cu th~ cho tirng y~u t6 th~ tlnrc.

6. Vi tri trinh bay cac thanh phan th~ thirc: Duoc thirc hien thea Muc IV Phftn I
Phu luc nay.

7. S6 trang van ban: Dircc danh til s6 1, bang chtr s6A Rap, cO' chtr 13 d~n 14,
ki~u chtr dung, diroc d~t canh giua thea chi~u ngang trong phin l~ tren Clla van ban,
kh6ng hi~n thi s6 trang thu nh~t.

II. CAC THANH PHA.N THE THUC CHiNH

1. Qu6c hi~u va Tieu ngu

a) Qu6c hi~u "CONG HOAxA HOI CHU NGHIA VIeT NAM": Bugc trinh
bay bflng chu in hoa,cO' chu til 12, ki~u chu dung, d~m vaa phia tren cung, ben phai
trang diu tien Cllavan ban.

b) Tieu ngu "Be>c l~p - TlJ do - H~nh phuc": Bugc trinh bay bflng chu in
thuOng,cO' chu til 13, ki~u chu dung, d~m va dugc canh giua duai Qu6c hi~u; chu cai
dftu cua cac C\lm til dugc vi~t hoa, giua cac c\lm til co g~ch n6i (-), co cach chu; phi a
duai co dUOngke ngang, net li~n, co de>dai bflng de>dai clla dong chu.

c) Qu6c hi~u va Tieu ngu dugc trinh bay t~i 6 s6 1 M\lC IV Phin I Ph\l l\lc nay.
Hai dong chu Qu6c hi~u va Tieu ngu dugc trinh bay cach nhau dong don.

Miu: CQNG HOA :xA HQI CHiT NGHiA VI~T NAM
DQc l~p - T\f do - H~nh phuc



- - - -- - --------- --- - - - -

2

2. Ten don vi ban hanh van ban

a) Ten don vi ban hanh van ban la ten chinh thirc, diy du cua don vi hoac chirc
danh nha mroc cua nguoi c6 tham quyen ban hanh van ban. Ten dan vi ban hanh van
ban b~o g6m ten cua don vi ban hanh van ban va ten cua co quan, t6 chirc chu quan
true tiep,

b) Ten dan vi ban hanh van ban duoc trinh bay bing chtr in hoa, co chu til 12,
ki~u chtr dung, d~m, duoc d~t canh giira diroi tenco quan, t6 chirc chu quan tnrc tiep;
phia diroi c6 duong ke ngang, net lien, c6 d(>dai bing til 113den 112d(>dai cua dong
chfr va d~t can d6i so voi dong chtr,

Ten co quan, t6 chirc chu quan tnrc tiep duoc trinh bay bing chtr in hoa, co chtr
til 12, ki~u chtr dung.

Ten dan vi ban hanh van ban va ten co quan, t6 chirc chu quan tn;rc tiep duoc
trinh bay each nhau dong dan. Truong hop don vi ban hanh van ban, tenCo' quan, t6
clnrc chu quan tnrc tiep dai c6 th~ trinh bay thanh nhieu dong.

c) Ten dan vi ban hanh van ban duQ'c trinh bay t£;li0 s6 2 M\lc IV Phin I Ph\l
l\lc nay.

Mfru 1: Van ban do Truang ban hanh (l~y s6 thea h~ th6ng s6 van ban cua
Truang va d6ng d~u Truang)

BO GrAo D1)CvA BAo TAO
TRUONG f)~I HOC MO

THANH PHO HO CHi MINH

Mfru2: Van ban do don vi ban hanh (l~y s6 thea h~ th6ng s6 van ban cua don vi)

TRUONG D~I HOC MO
THANH PHO HO CHi MINH

PHONG HANH CHlNH-QuAN TRl

TRUONG f)~I HOC MO
THANH PHO HO CHi MINH

TRUNG TAM BAo TAO NGAN HAN
NGOAr NGU-TIN HOC

Luu y: Neu van ban c6 cac bang, bi~u nhung khong duQ'c lam thanh cac ph\l
l\lc rieng thi van ban c6 th~ duQ'ctrinh bay thea chi~u r(>ngthi viet ten Truang/ten don
vi tren cling 1 dong.

3. S6,Icy hi~u cua van ban

a) S6 cua van ban la s6 thu t\l' van ban do Truang ban hanh trong m(>tnam
duQ'c dangIcy t£;liVan thu cua Truang thea quy dinh, s6 cua van ban duQ'c ghi bing
chfr s6A R~p.

Truang hqp cac H(>id6ng, Ban, T6 cua Truong (sau day gQi chung la t6 chuc
tu viln) dugc ghi lil "co quan ban hanh van ban" va dugc sir d\ffig con dau cua Truim~
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d~ ban hanh van ban thi phai lay h~ thong s6 rieng.

b) Ky hieu cua van ban

Ky hieu cua van ban bao gem chtr viet t~t ten loai van ban va chtr viet t~t ten
don vi hoac chirc danh nha mroc c6 tham quyen ban hanh van ban. U6i voi cong van
cua Truong, ky hieu bao gom chit viet t~t ten Truong va chtr viet t~t ten don vi soan
thao. U6i voi cong van cua don vi thuoc Truong,kY hieu bao gom chir viet t~t ten don
vi ban hanh. Chtr viet t~t cac loai van ban va chtr viet t~t ten don vi tnrc thuoc Truong
duoc trinh bay tai M\lC Iva II Phu luc III.

c) S6, kY hieu cua van ban duoc d~t canh gitra diroi ten dan vi ban hanh van
ban. Til "S6" duoc trinh bay bang chtr in thirong, cO'chtr 13, kieu chtr dung; sautil
"S6" c6 dau hai cham (:); voi nhfrng s6 nho hon 10 phai ghi them s6 0 phia tnroc. Ky
hieu cua van ban diroc trinh bay bang chtr in hoa, cO'chtr 13, ki~u chfr dung. Gifra s6
va kY hi~u van ban c6 dau g~ch cheo(I), gifra cac nh6m chfr viet t~t trongkY hi~u van
ban c6 dau g~ch n6i (-), khong cach chfr.

d) S6,kY hi~u clla van ban duqc trinh bay t~i 0 s6 3 M\lc IV Phfrn I Ph\ll\lc nay.

- M~u "Quyet dinh":

S6: IQU-UHM

- M~u "Bao cao" do TruOng ban hanh:

S6: /BC-UHM

-M~u "Bao cao" do dan vi thu9C TruOng ban hanh:

S6: IBC-ten viet t~t clla don vi ban hanh.

- M~u cong van do TruOng ban hanh:

S6: IUHM-ten viet t~t clla dan vi so~n thao.

- M~u cong van do don vi thu9CTruang ban hanh:

S6: Iten viet t~t clla don vi ban hanh.

4. Uia danh va thai gian ban hanh van ban

a) Uia danh ghi tren van ban do TruOng ho~c do cac don vi thu9C TruOng ban
hanh la Thanh ph6 H6 Chi Minh.

b) Thai gian ban hanh van ban

Thai gian ban hanh van ban la ngay, thang, nam van ban duqc ban hanh. Thai
gian ban hanh van ban phai duqc viet dfry dll; cac s6 th~ hi~n ngay, thang, nam dung
chfr s6A R~p; d6i v6i nhfrng s6 th~ hi~n ngay nh6 hon 10 va thang 1, 2 phai ghi them
s6 0 phia tru6c.

c) Uia danh va thai gian ban hanh van ban duqc trinh bay tren cung m9t dong
v6i s6, kY hi~u van ban, t~i 0 s6 4 M\lc IV Phfrn I Ph\ll\lc nay, b~ng chfr in thuang, cO'
chfr 13, ki~u chfr nghieng; cac chfr cai dfru clla dia danh phai viet hoa; sau dia danh c6
dau ph~y (,); dia danh va ngay, thang, nam duqc d~t du6i, canh gifra so v6i Qu6c hi~u

va Tieu ngfr. ~
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Mftu 1: Thanh ph6H6 Chi Minh, ngay 03 thong 02 nom 2020

Mftu 2: Thanh ph6H6 Chi Minh, ngay 03 thong 3 ndm 2020

5. Ten loai va trich yeu n<)idung van ban

a) Ten loai van ban la ten cua tung loai van ban do Tnrong ban hanh. Trich y~u
noi dung van ban la mot diu ngan gon hoac mot cumtir phan anh khai quat noi dung
chu y~u cua van ban.

b) Ten loai va trich yeu n<)idung van ban duoc trinh bay tai 0 s6 5 a muc IV, phan
I Phu Iuc nay, d~t canh gitra theo chi~u ngang van ban. Ten loai van ban duoc trinh bay
bang chtr in hoa, co chitill 14, ki~u chu dirng, darn. Trich y~u noi dung van bandiroc d~t
ngay diroi ten loai van ban, trinh bay bang chtrin thuong, co chtrill 13 d~n 14, ki~u chtr
dung, dam. Ben dum trich y~u n<)idung van ban co dirong ke ngang, net lien, co d<)dai
bangill 1/3 d~n 1/2 d<)dai cua dong chtr va dat can d6i so voi dong chit.

- D6i voi Quyet dinh diroi dirong ke ngang phan trich y~u n<)idung van ban Ia
ph~n thfrm quy~n ban hanh. Ph~n nay ghi chuc V\l nguai dung d~u TruOng va ten d~y
du cua TruOng b~ng chfr in hoa, co chu 13, ki~u chfr dung; d~t canh gifra theo chi~u
ngang van ban.

Mftu:

QUYETDINH

Ban himh Quy djnh v~ cong hic van thU'
ciia TrU'irng Il~i hQc M6' Thimh phBHB Chi Minh

HI~U TRUONG TRUONG Il~I HQC MO THANH PHO HO CHi MINH

- D6i vai cong van, trich y~u n<)idung van ban duqc trinh bay t:;ti0 s6 5b m\lc
IV ph~n I cua Ph\ll\lc nay, sau chfr "V/v" b~ng chfr in thuOng, co chfr 12, ki~u chu dUng;
d~t canh gifra duai s6 vakY hi~u van ban, cach dong 6pt vai s6 vakY hi~u van ban.

Mftu:

S6: IDHM-HCQT

VIv hu6ng d~n cac dan vi
sir d\lng h~ th6ng quanly van ban

6. N<)idung van ban

a) Can cu ban hanh van ban

Can cu ban hanh van ban bao g6m van ban quy dinh thfrm quy~n, chuc nang,
nhi~m V\l cua Truong va cac van ban quy dinh n<)idung, co sa d~ ban hanh van ban.
Can cu ban hanh van ban duqc ghi d~y du ten Io:;tivan ban, s6, ky hi~u, co quan
ban hanh, ngay thang nam ban hanh van ban va trich y~u n<)i dung van ban
(rieng Lu~t, Phap I~nh khong ghi s6, ky hi~u, co quan ban hanh).

Can cu ban hanh van ban duqc trinh bay b~ng chu in thuOng, ki~u chfr
nghieng, co chfr 13, trinh bay duai ph~n ten Io:;tiva trich y~u n<)idung van ban; sau ~
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m6i din cir phai xuong dong, cuci dong co d~u cham phay (;), dong cuoi cung k~t thuc
bing d~u cham (.).

b) Khi vien d~n 1ftndftu van ban co lien quan, phai ghi dfty du ten loai, s6, ky
hieu cua van ban, thai gian ban hanh van ban, tenco quan, t6 chirc ban hanh van ban
va trich yeu noi dung van ban (d6i voi Luat va Phap lenh chi ghi ten loai va ten cua
Luat, Phap lenh); trong cac 1ftnvien d~n tiep theo, chi ghi ten loai va s6,ky hieu cua
van ban do.

c) B6 cue cua noi dung van ban: Tuy thea ten loai va noi dung, van ban co th~
co phan can cir phaply d~ ban hanh, phan rna dftu va co th~ duoc b6 cue thea phan,
chuang, muc, ti~u muc, dieu, khoan, diem hoacdiroc phan chia thanh cac phan, muc
til 100 d~n nho thea mot trinh tv nh~t dinh.

d) D6i v6i cac hinh thuc van bfm dugc b6 Cl,lCthea phftn, chuang, ml,lC,ti~u
ml,lC,di~u thi phftn, chuang, ml,lC,ti~u ml,lc, di~u phai co tieu d~. Tieu d~ 1aCl,lmtilchi
n<)idung chinh cua phftn, chuang, ml,lc, ti~u ml,lc, di~u.

d) Cach trinh bay phftn, chuang, ml,lc, ti~u ml,lC,di~u, khoan, di~m

Til "Phftn", "Chuang" va s6 thu tv cua phftn, chuang dugc trinh bay tren m<)t
dong rieng, canh gifra, bing chfr in thuang, cO'chfr 14, ki~u chfr dung, d~m. S6 thu tv
cua phftn, chuang dung chfr s6 La Ma. Tieu d~ cua phftn, chuang dugc trinh bay ngay
du6i, canh gifra, bing chfr in hoa, cO'chfr 14, ki~u chfr dung, d~m.

Til "Ml,lc", "Ti~u ml,lc" va s6 thu tv cua ml,lC,ti~u ml,lc dugc trinh bay tren rn<)t
dong rieng, canh gifra, bing chfr in thuang, cO'chfr 14, ki~u chfr dung, d~rn. S6 thu tv
cua ml,lc, ti~u rnl,lCdung chfr s6A R~p. Tieu d~ cua ml,lc, ti~u ml,lcdugc trinh bay ngay
du6i, canh gifra, bing chfr in hoa, cO'chfr til 13 d~n 14, ki~u chfr dung, d~m.

Til "Di~u", s6 thu tv va tieu d~ cua di~u dugc trinh bay bing chfr in thuang, lui
dftu dong 1 cm ho~c 1,27 cm. S6 thu tv cua di~u dung chfr s6A R~p, sau s6 thu tv co
d~u ch~m (.); cO'chfr bing CO'chfr cua phftn1ai van, ki~u chfr dung, d~m.

S6 thu tv cac khoan trong m6i ml,lc dung chfr s6A R~p, sau s6 thu11J co d~u
ch~m (.), CO'chfr s6 bing CO'chfr cua phftn lai van, ki~u chfr dung. N~u khoan co
tieu d~, s6 thu tv va tieu d~ cua khoan dugc trinh bay tren m<)tdong rieng, bing chfr in
thuang, CO'chfr bing CO'chfr cua phftn lai van, ki~u chfr dUng, d~m.

Thu tv cac di~m trong m6i khoan dung cac chfr cai ti~ng Vi~t thea thu tv bang
chfr cai ti~ng Vi~t, sau co d~u dong ngo~c dan, bing chfr in thuang, CO'chfr bing CO'
chfr cua phftn lai van, ki~u chfr dung.

e) N<)idung van ban dugc trinh bay bing chfr in thuang, dugc canh d~u ca hai
1~,ki~u chfr dung; CO'chfr til 13 d~n 14; khi xu6ng dong, chfr dftu dong lui vao 1 cm
ho~c 1,27 cm; khoang cach gifra cac dO<;lnvan t6i thi~u la 6pt; khoang cach gifra cac
dong t6i thi~u 1adong dan, t6i da 1a 1,5 lines.

g) NQi dung van ban dugc trinh bay t<;li(> s6 6 Ml,lc IV Phftn I Phl,lll,lcnay.

7. Chuc Vl,l, h9 ten va chfrkY cuanguai co tham quy~n

a) Chfr kY cua nguai co tham quy~n 1a chfr ky cua nguai co tham quy~n tren

van bangi~Y01
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b) Viec ghi quyen han cua ngiroi ky duoc thuc hien nhu sau:

- Truong hQ'Pky thay mat t~p th~ thi phai ghi chtr viet t~t "TM." vao tnroc ten
t~p th~ lanh dao hoac ten Truong.

- Truong hQ'Pduoc giao quyen cftp tnrong thi phai ghi chfr vi~t t~t "Q." vao
tnroc clnrc vu cua nguoi dung dftu Truong hoac don vi.

- Truong hQ'Pcac Ph6 Hieu tnrongky thay Hieu tnrong thi phai ghi chtr vi~t t~t
"KT." vao tnroc clnrc vu cua Hieu tnrong,

Mfru: KT. HIEU TRUONG
PHO HItU TRUONG

- Truong hQ'Pcftp ph6 duoc giao phu trach hoac di~u hanh thi thirc hienky nhu
cfrpph6 kY thay cftp tnrong.

Mfru: Van ban do don vi thuoc Truong ban hanh (lfty s6 van ban cua don vi):
KT. TRUONG PHONG
PHOTRUONGPHONG

- TruonghQ'PIcy thira lenhthi phai ghi chtrvietcit "IL." vao tnroc ''l-II$U TRVONG".

Mfru: Van ban doTnrongbanhanh(lftys6van bancuaTruang va d6ng &uCllaTruang):
TL. HI~U TRUONG

KT. TRUONG PHONG HANH CHiNH-QUA.N TRJ
PHOTRUONGPHONG

Truang hQ'PkY thua uy quy~n thi phai ghi chu vi~t t~t "TUQ." vaotruac
"HI1~:UTRVONG".

c) Chilc V\l, chilc danh va hQten cuanguai ky
Chilc V\l ghi tren van ban la chilc V\l lanh d~o chinh thilc cuanguai kY van ban

trong don vi; kh6ng ghi nhung chilcV\l rna Nhanuac kh6ng quy dinh.

Chilc danh ghi tren van ban do cac t6 chilc tu vftn ban hanh la chilc danh lanh
d~o cuanguai kY van ban trong t6 chilc tu vftn.

86i vai nhung t6 chilc tu vftn duQ'cphep su d\lng con dftu cuaTruang thi ghi
chilc danh cua nguaikY van ban trong t6 chilc tu vftn va chilc V\l trong t6 chilc. 86i
vai nhung t6 chilc tu vftn kh6ng duQ'c phep su d\lng con dftu cuaTruang thi chi ghi
chilc danh cua nguaiky van ban trong t6 chilc.

Chilc V\l (chilc danh) cua nguaikY van ban do HQi d6ng ho~c Ban Chi d~o cua
Truang ban hanh rna lanh d~oTruang lam TruOng ban ho~c Ph6 TruOng ban, Chu
tich ho~c Ph6 Chu tich HQi d6ng thi phai ghira chilc V\l (chilc danh) va ten dan vinai
lanh d~o Truang c6ng tacaphia tren hQtennguai kY.

HQ va ten nguaikY van ban bao g6m hQ, ten d~m (n~u c6) va ten cua nguaikY
van ban.Truac hQten cua nguaikY, kh6ng ghi hQc ham, hQc vi va cac danh hi~u danh
dV khac. Vi~c ghi them hQc ham, hQc vitruac hQ ten nguai kY d6i vai van ban cua
Truang chi su d\lng trong thu mai, thu cam on, thu ngo.

d) Quy~n h~n, chilcV\l cua nguai kY duQ'c trinh bay t~i 6 s6 7a M\lc IV Phftn I
Ph\l l\lc nay; chilcV\l khac cua nguaikY duQ'c trinh bay t~i 6 s6 7b M\lC IV Phftn I Ph\l
l\lc nay, phi a tren hQ ten cua nguaikY van ban; cac chu vi~t t~t quy~n h~n nhu:\J,S:

?/
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"TM.", "Q.", "KT.", "TL.", "TUQ." va quyen han clnrc vu cua nguoiky duoc trinh
bay bang chtr in hoa, cO'chtr tir 13, ki~u chu dung, darn.

Chtrky cuanguoi co tham quyendiroctrinh baytai 0 s5 7c Muc IV Ph§nI Phu lucnay.

HQ va ten cua ngiroiky van ban duoc trinh bay tai 0 s5 7b M\lC IV Phfrn I Phu
luc nay, bang chtr in thirong, cO'chtr 14, kieu chtr dung, darn, duoc d~t canh gitra
quyen han, chircvu cua nguoi ky.

8. Dfru cua Truong

Dfru cua Truong duoc trinh bay tai 0 s5 8 Muc IV Phfrn I Phu luc nay.

9. Noi nhan

a) NO'inhan van ban gorn: NO'inhan d~ thtrc hien; noi nhan d~ ki~m tra, giam
sat, bao cao, trao d6i cong viec, d~ biet; noi nhan d~ luu van ban.

b) U5i voi TO-trinh, Bao cao (dan vi cfrP diroi gui dan vi cfrp tren) va Cong
van, nO'inh~n bao g6m:

P~frn thu nhfrt bao g6m tu "Kinh gui", sau do la ten dan vi, ca nhan tr\Ic ti~p
giai quyet cong vi~c.

Phfrn thu hai bao g6m tu "NO'inh~n", phia du6i latU "Nhu tren", ti~p thea la
ten cac dan vi va ca nhan co lien quan khac nh~n van ban.

c) U5i v6i nhfrng van ban khac, nO'inh~n bao g6m tu "NO'inh~n" va phfrn li~t
ke cac dan vi va ca nhan nh~n van ban.

d) NO'inh~n duqc trinh bay t~i 0 s5 9a va 9b M\lCIV Phfrn I Ph\ll\lc nay bao g6m:

Phfrn nO'inh~n t(;li0 s5 9a (ap d\lng d5i v6i TO-trinh, Bao cao cua dan vi cfrp
du6i gui dan vi cfip tren va Cong van): Tu "Kinh gui" va ten cac cO'quan, t6 chuc
ho~c ca nhan nh~n van ban duqc trinh bay b~ng chfr in thuo-ng, cO'chfr tu 13 d~n 14,
ki~u chfr dung; sau tu "Kinh gui" co dfru hai chfrm (:). N~u van ban gui cho m9t cO'
quan, t6 chuc ho~c m9t ca nhan thi tu "Kinh gui" va ten cO'quan, t6 chuc ho~c ca
nhan duqc trinh bay tren cling m9t dong; truang hqp van ban gui cho hai cO'quan, t6
chuc ho~c ca nhan tra len thi xU5ng dong, ten m6i cO'quan, t6 chuc, ca nhan ho~c m6i
nhom cO'quan, t6 chuc, ca nhan duqc trinh bay tren mN dong rieng, dfru dong co g~ch
dfru dong (-), cu5i dong co dfru chfrm phAy (;), cu5i dong cu5i cling co dfru chfrm (.);
cac g~ch dfru dong duqc trinh bay th~ng hang v6i nhau du6i dfruhai chfrm (:).

Phfrn nO'inh~n t(;li0 s5 9b (ap d\lng chung d5i v6i cac lo~i van ban): Tu "NO'i
nh~n" duqc trinh bay tren m9t dong rieng (ngang hang v6i dong chfr "quy~n h~n, chuc
V\l cua nguo-ikY" va sat l~ trai), sau co dfru hai chfrm (:), b~ng chfr in thuang, cO'chfr
12, ki~u chfr nghieng, d~m; phfrn li~t ke cac cO'quan, t6 chuc, dan vi va ca nhan nh~n
van ban duqc trinh bay b~ng chfr in thuo-ng, cO'chfr 11, ki~u chfr dung; ten m6i cO'
quan, t6 chuc, dan vi va ca nhan ho~c m6i nhom cO'quan, t6 chuc, dan vi nh~n van
ban duqc trinh bay tren m9t dong rieng, dfru dong co g(;lchdfru dong (-) sat l~ trai, cu5i
dong co dfru chfrm phAy (;), dong cu5i cling bao g6m chfr "Luu" sau co dfru hai chfrm
(:), ti~p thea la chfr vi~t t~t "VT", dfru phAy (,), chfr vi~t t~t ten dan vi (ho~c b9 ph~n)
SO(ll1thao van ban vasblugng ban luuefu, dong diu, eubi eimgla d§u ehb (ol0l.?
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III. cAc THANH PHAN THE THUC KHAc
1. Phu luc

a) Truong hop van ban co Phu luc kern thea thi trong van ban phai co chi dfrn
v~ Phu luc do. Van ban cotir hai Phu luc tro len thi cac Phu lucphai duccdanh s6 thir
tu bang chir s6 La Ma.

b) Tir "Phu I\lC"va s6 thir nr cua Phu luc duoc trinh bay thanh mot dong rieng,
canh gitra, bang chtr in thirong, cO"chir 14, kieu chtr dung, dam; ten Phu luc (neu co)
duoc trinh bay canh gitra, bang chfr in hoa, cO"chirtir 13 d€n 14, ki€u chtr dung, d~rn.

c) se trang cua Phu luc kern thea duoc danh s6 rieng tung trang cua tung phu
luc kern theo.

d) Thong tin chi dfrn cua van ban co kern thea van ban chinh hoac phu luc

- Thong tin chi dfrn cua van ban gifty hoac Phu luc giftydiroc kern thea van ban
do Truong ban hanh co kern thea van ban chinh hoac phu lucdiroc ban hanh bao g6rn:
s6, ky hieu van ban, thai gian ban hanh van ban va ten don vi ban hanh van ban.
Thong tin chi dfrn kern thea van ban duqc canh gifra phia duai ten clla van ban chinh
ho~c Ph\l l\lc, chfr in thuOng, cO"chfr 13, ki€u chfr nghieng, cling phong chfr vai nQi
dung van ban, rnau den.

Mfru: Thong tin chi dfrn Cllavan ban gifty ho~c Ph\ll\lc gifty duqc kern thea van
ban do TruOng ban hanh

(Ban hanh kem theo Quyit dinhs6 ...IQD-DHM, ngay .... thcmg ....nam ....
cua Hi¢u trulmg Truirng Dqi h9C MD'Thanh ph6 H6 Chi Minh)

Mfru: Thong tin chi dfrn Cllavan ban gifty ho~c Ph\l l\lc gifty duqc kern thea van
ban do don vi thuQc TruOng ban hanh (Phong Hanh chinh-Quan trD

(Ban hanh kem theo bao caos6 ...lBC-HCQT, ngay .... thang ....nam ....
cua Phong Hanh chinh-Qulm tri)

- Thong tin chi dfrn clla van ban di~n til co kern thea van ban chinh ho~c ph\l
l\lc duqc ban hanh bao g6rn: s6,kY hi~u van ban, ngay, thang, narn ban hanh van ban;
gia, phlit, giay (rnui gia Vi~t Narn thea tieu chu§.n ISO 8601). Thong tin chi dfrn kern
thea van ban duqc d~t tren dong Qu6c hi~u, goc ben phai clla trang d~u van ban chinh
ho~c trang d~u clla Ph\l l\lc kern theo, chfr in thuang, cO'chfr 10, ki€u chfr dung, cling
phong chfr vai nQi dung van ban, rnau den.

d) U6i vai ph\l l\lc cling t~p tin vai nQi dung van ban di~n til, Van thu cO"quan
chi thlJc hi~n ky s6 van ban va khong thlJc hi~nkY s6 len Ph\ll\lc.

e) Mfru trinh bay ph\l l\lc van ban thlJc hi~n thea quy dinh t~i Ph\l l\lc IV clla
Quy dinh nay.

2. Dftu chi dQrn~t, rnuc dQkh§.n, cac chi dfrnv~ ph~rn vi luu hanh

a) Dftu chi dQrn~t

Vi~c xac dinh va dong dftu chi dQ rn~t (tuy~t rn~t, t6i rn~t ho~c rn~t), dftu tai0~
.Y
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lieu thu h6i d6i voi van ban c6 noi dung bi mat nha mroc duoc thuc hien thea quy
dinh hien hanh. Con d~u cac d9 matrrtrvnr MAT, TOI MAT hoac MAT) va d~u tai
lieu thu h6i duoc khac s~n thea quy dinh cua phap luat ve bao v~ bi m~t nha mroc.
D~u chi d9 m~t duoc dong VaG0 s6 lOa Muc IV Phfrn I Phu luc nay; d~u tai li~u thu
h6i duoc d6ng VaG0 s6 11 M\lc IV Phfrn I Ph\l luc nay.

b) D~u chi mire d9 kh:ln

Khi soan thao van ban c6 tinh chat khan, dan vi boac ca nhan soan thao van
ban de xu~t mire d9 khan trinh ngiroikY van ban quyet dinh, Tuy thea mire d9 cfrn
duoc chuyen phat nhanh, van bandiroc xac dinh d9 khan thea cac rmrc sau: Hoa t6c,
tlnrong kh:ln, kh:ln.

Con d~u cac muc d9 kh:ln dugc kh~c s~n hinh chfr nh~t c6 kich thu6c 30 mm x
8 mm, 40 mm x 8 mm va 20 mm x 8 mm, tren d6 cactic "HOA TOC", "TRUONG
KHAN" va "KHAN", trinh bay b~ng chfr in hoa, phong chfr Times New Roman, cO'
chfr 14, ki~u chfr dUng, d~m va d~t can d6i trong khung hinh chfr nh~t vien dan. D~u
chi muc d9 kh:ln dugc d6ng VaG0 s6 lOb M\lc IV Phfrn I Ph\l l\lc nay. M\lc d~ d6ng
d~u chi muc d9 kh:ln dung mau do tuO'i.

c) Cac chi d~n ve ph~m vi luu hanh

B6i v6i nhfrng van ban c6 ph~m vi, d6itugng, su d\lng h~n ch~,su d\lng cac
chi d~n ve ph~m vi luu hanh nhu"XEM XONG TRA. L~I", "LUU HANH N(H
BO". Cac chi d~n ve ph~m vi luu hanh trinh bay t~i 0 s6 II M\lc IV Phfrn I Ph\l I\lc
nay, trinh bay can d6i trong m9t khung hinh chfr nh~t vien dan, b~ng chfr in hoa,
phong chfr Times New Roman, cO'chfrtic l3, ki~u chfr dung, d~m.

3. Ky hi~u vi~t t~t dan vi so~n thao van ban va s6 luqng ban phat hanh

Bugc trinh bay t~i 0 s6 12 M\lc IV Phfrn I Ph\l I\lc nay,kY hi~u b~ng chfr in
hoa, s6 luqng ban b~ng chfr s6A R~p, cO'chfr 11, ki~u chfr dung.

IV. saDO BO TRI cAc THANH pHANTHE TmJC vAN BAN HANH CHINH
1. Vi tri trinh bay cac thanh phfrn th~ thuc
6sa Thanh phin th~ thrrc van ban

1 Qu6c hi~u va Tieu ngfr
2 Ten dan vi ban hanh van ban
3 s6, kY hi~u clla van ban
4 Bia danh va thai gian ban hanh van ban
5a Ten lo~i va trich y~u n9i dung van ban
5b Trich y~u n9i dung cong van
6 N9i dung van bim

7a, 7b, 7c ChucV\l, hQten va chfrkY clla nguai c6 th:lm quyen
8 D~u, ChfrkY s6 clla cO'quan, t6 chuc

9a,9b NO'inh~n
1Oa D~u chi dQm~t
1Ob D~u chi muc dQkh:ln
11 Chi d~n ve ph~m vi luu hanh
12 Ky hi';ungmJi SO\lll thilOvan ban vas61uQ'ngbanpMt hilnh\j.,y
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V. MAu CHU vA CHI TIET TRINH BAy THE THUC VAN BAN HANH CHiNH

Thanh ph§n th~ tlnrc
Loai chfr

CO'
Ki~u chir

Vi du minh hoa
Stt

va chi ti~t trinh bay chii' Phfmg chii' Times New Roman

1 IQu6c hieu va Tieu ngfr

- Quoc hieu Inhoa 12 Dung, d~m CQNG HOA xA HQI CHU NGHIA VI.¢T NAM

- Tieu ngtr In thirong 13 Dung, d~m DQc l~p - T\f do - Hanh plnic

- Dong ke ben duoi

2 Ten co quan, t6chirc
ban hanh vanhan
- Ten co quan, t6 chirc In hoa 12 Dung BOGrAo Due vA BAo TAO
chu quan tnrc tiep

- Ten co quan, t6 chirc
Inhoa 12 Dung, darn

TRUONG D~I HQC MO

ban hanh van ban THANH PHO HO CHi MINH

- Dong ke ben duoi

3 so, ky hieu cua van banIn thirong 13 Dung s6: IS/QD-DHM; s6: OS/DHM-HCQT

4
Dia danh va thai gianIn tlnrong 13 Nghieng Thanh phdH6 Chi Minh, ngay15thang 6ndm 2020
ban hanh van ban

S
Ten loai va trich y€u n9i
dung van ban

D6i voi van ban co ten
a

loai

- Ten loai van ban In hoa 14 Dung, darn CHi THI

- Trich y€u noi dung In thuong 13-14 Dung, dam V~ cfmg tac phong, chang djch Covid-19

- Dong ke ben diroi
"
\
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b
D6i voi Nghi Quyet,
Quyet dinh

ThAm quyen nguoi ban In hoa,
13 Dung, d~m Hl¢U TRUONG TRUONG 1l~1 HQC MO THANH PHO CHi MINHhanh 1 dong

c D6i voi cong van

Trich y~u nQi dung In thirong 12 Dung VIv nang b~c luang nam 2020

6 NQi dung van ban In thirong 13-14 Dung Trong cong tac chi dao ...

G6m phan, chuang,
a muc, ti~u muc, dieu,

khoan, diem
- Til "Ph~n", "Chuang"

A
va s6 thir tir cua phan,In thuong 14 Dung, dam Phan 1 Chtro'ng I
chuang

- Tieu d~ cua phan,
In hoa 14 Dung, d~m QUY DINH CHUNG QUY DINH CHUNG

chuang

- Til' "Muc" va s6 thir W In thuong 14 Dung, d~mMl}c 1

- Tieu d~ cua mvc In hoa 13-14 Dung, d~m QUAN LY VAN BAN

- Til "Ti~u muc" va s6 In thirong 14 Dung, d~m Ti~u muc 1
thir W

- Tieu d~ cua ti~u muc In hoa 13-14 Dung, dam QUAN LYVAN BAN III

- Di~u In thirong 13 Dung, d~m Ili~u 1. Ban sao van ban

- Khoan In thuong 13 Dung 1. Cac hinh thirc ...

- Di~m In thuong 13 Dung a) D6i voi ....

b
G6m phan, muc, khoan,
di~m

- Til "Ph~n" va s6 thu In thuong 14 Dung, d~m
A

Phan 1
tu

\
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- Tieu d~ cua phan In hoa 13-14 Dung, dam TINH HINH THTjC HIJ~NNHI~M VV ...

- S6 thir tv va tieu d~
In hoa 13 Dung, dam I. NHUNG KET QuA...

cua muc

- Khoi'm:

Truong hop co tieu d~ In thuong 13 Dung, d~m 1. Pham vi va dBi nrong ap dung

Truong hqp khong coIn thuong 13 Dung 1. Quyet dinh nay co hieu lire thi hanhk~ til ngay ...
tieu d~

- Di~m In thuong 13 Dung a) D6i voi.. ..

7 Chirc vu, ho ten cua
nguoi co tham quyen

- Quyen han cua nguoi
In hoa 13 Dung, d~m TM. HOI DONG .... KT. HI~U TRUONG

ky

- Chirc vu cua ngiroiky In hoa 13 Dung, d~m CHUTICH PHD HI~U TRUONG

- HQ ten cua ngiroikY In thuong 14 Dung, dam Nguy~n Van A Tr~n Van B
8 /Nai nhan

Til "Kinh giri" va ten co
a quan, t6 clurc, ca nhanIn thirong

nhan van ban

- Giri met noi 13-14 Dung Kinh gui: Be>Giao due va Dao tao

Kinh giri:

- Giri nhi~u noi 13-14 Dung - Be>Giao due va Dao tao;

- Sa Khoa hoc va Cong nghe Thanh ph6 H6 Chi Minh.

Til "N oi nh~n" va ten
b ca quan, t6 chuc, ca

nhan nh~n van ban



14

- Til "NO'inhan" In thuong 12 Nghieng, iNui nhiin: iNui nh~n: (d6i voi cting win)
dam

- Ten co quan, t6 chirc,
ca nhan nh~n van ban;
ten dan vi luu, dan viIn thirong 11 Dung - Oie donvi lien quan ...; - Nhu tren;

soan thao van ban vas6 - Luu: VT, HCQT(36). - Liru: VT, HCQT(36).

van ban gi~y phat hanh

9 Phu luc van ban
,

- Til "Ph\l I\lC" va s6 In thuong 14 Dung, dam Phl} luc I
thir tir cua phu luc

- Tieu d€ cua phu luc In hoa 13 Dung, d~mBANG CHUVIET TAT

10 D~u chi mire dQkhan In hoa 13-14 Dung, d~m HOA THUQNG
KHANTOC KHAN

11
Chi d~n v€ pham vi luu

In hoa 13 Dung, darn XEM XONG TRA. L~I LUU HANH NOI BO
hanh

12 S6trang In thirong 13 Dung 2,7, 13

\_
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Phfin II

THE THUC vA KY THU~T TRiNH BAy BAN SAO VAN BAN

1. Th~ tlnrc ban sao sang dinh dang gi§.y

a) Hinh thirc sao: "SAO Y" hoac "SAO LlJC" hoac "TRiCH SAO".

b) Ten Truong.

c) S6,kY hieu ban sao bao gom s6tlnr nr dangkY (duoc danh chung cho cac loai
ban sao do Truong thirc hien) va chi! viet tit ten loai ban sao theo Bang chi! vi~t tit va
mftu trinh bay van ban, ban sao van ban tai Muc I Phu luc III cua Quy dinh nay. S6 duoc
ghi bang tay chi! s6A Rap, bit d~u lien ti~p nr s6 01 vao ngay 01 thang 01 va k~t thuc
vao ngay 3 1 thang 12 hangnam,

d) Dia danh va thai gian sao van ban.

d) Chirc vu, ho ten va chi!ky cua nguoi co tham quyen sao van ban.

e) D§.ucua Truong,

g) Nai nhan.

2. Ky thuat trinh bay ban sao sang dinh dang gi§.y

a) Cac thanh phan th~ thirc ban saodiroc trinh bay tren cung motto' gi§.y(kh6 A4),
ngay sau phan cuoi cung cua van ban c~n sao diroi mot dirong ke net lien, keo dai het
chi~u ngang cua vling trinh bay van ban.

b) Cac C\lmtu "SAO Y", "SAO LlJC", "TRiCH SAO" duqc trinh bay b~ng chi! in
hoa, co chi! tu l3 d~n 14, ki~u chi! dung, d~m.

c) Co chi!, ki~u chi! cua ten TruOng; s6,kY hi~u ban sao; dia danh va thai gian sao
van ban; chuc V\l, h<;>ten va chi!kY cua nguai co thftm quy~n; d§.u cua TruOng va nai
nh~n duqc trinh bay theo huang dftn cac thanh ph~n th~ thuc van ban t';likhoan 2, 3,4, 7,
8, 9 M\lc II Ph~n I Ph\! l\lc nay.

d) M~u trinh bay ban sao dinh d';lng gi§.y duqc minh ho';l t';liPh\l l\lc IV Quy dinh
nay.

3. Sa d6 b6 tri cac thanh ph~n th~ thuc ban sao sang dinh d';lnggi§.y

a) Vi tri trinh bay cac thanh ph~n th~ thuc

Gsa
1

2

3

4

5a, 5b, 5c

Thanh ph§n th~ thrrc ban sao

Hinh thuc sao: "SAO Y", "SAO LlJC" ho~c "TRiCH SAO"

Ten TruOng

S6, kY hi~u bim sao

Dia danh va ngay, thang, nam sao

Chae V\l, hQ tenva ehii' kY eua nguiri e6 thilmquyb~
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6 Dau cua Truong

7 Nai nhan

b) Sadb

20- 25mm

pHAN CV6I CUNG eVA VAN BAN DUQC SAO
" ~~

I 2 I I 1 I
I II 3 I 4

30- 35mm 15-20mm

~ .. ..

D I Sa I(6\
/) 5c I

l Sb I
20 - 25mrn

e). Mfru ban "SAO Y" duoc trinh bay tai mfru 3.1, Phu luc IV~y



--------------- ----------- ---- ------- ---------------

Ph\lI\lC II

T HOA TRONG VAN BAN HANH CHiNH
Q ':t;t· h ,: 1563 IQ'L'I L'lHM 'Q1 th ' o ~ dJ O)__Guye urn so .r! IJ-IJ , ngay ..J ang .x.nam ~
truong Truirng Vgi h9CMD'Thanh phoH6 Chi Minh)

Vi€t hoa chtr cai dfru am ti€t tlnr nhat cua mot cau hoan chinh: Sau d~u cham cau
(.); sau d~u cham hoi (?); sau dau cham than0) va khi xuong dong.

II. VIET HOA DANH TU RIENG CHi TEN NGUOI

1. Ten nguoi Vi~t Nam

a) Ten thong thuong: Vi€t hoa chtr cai dfru t~t ca cac am ti€t cua danh nr rieng chi
ten nguoi. Vi du: NguyenAi Quoc, Trfrn Phu, ...

b) Ten hieu, ten goi nhan v~t lich sir: Vi€t hoa chtr cai dfru t~t ca cac am tiet. Vi
du: Vua Hung, Ba Trieu, Ong Giong, Bac H6, Cu H6, ...

2. Ten nguoi mroc ngoai duoc phien am chuyen sang tieng Viet

a) Truong hop phien am sang am Han - Viet: Vi~t thea quy tac viet ten ngiroi Viet
Nam. Vi du: Kim Nh~t Thanh, Mao Tr~ch Dong, Thanh Cat Tu Han, ...

b) Tnrong hop phien am khong sang am Han - Viet (phien am tqIc ti€p sat cach
d<;>ccua nguyen ngfr): Vi€t hoa chfr cciidfru am ti€t thil nh~t trong m6i thanh phfrn. Vi d\l:
Via-di-mia I-lich Le-nin, Phri-drich Ang-ghen, ...

III. VIET HOA TEN DJA L Y
1.TeD dia ly Vi~t Nam

a) Ten don vi hanh chinh dugc c~u t~o gifra danh tu chung (tinh, thanh ph6 tqIc
thuQc trung uong; huy~n, qu~n, thi xa, thanh ph6 thuQc tinh, thanh ph6 thuQc thanh ph6
tqrc thuQc trung uong; xa, phuang, thi tr~n) vai ten rieng cua don vi hanh chinh do: Vi€t
hoa chfr cai dfru cua cac am ti€t t~o thanh ten rieng va khong dung g~ch n6i. Vi d\l: thanh
ph6 Thai Nguyen, tinh Nam Dinh, ...

b) Truang hgp ten don vi hanh chinh dugc c~u t~o gifra danh tu chung k€t hgp vai
chfr s6, ten nguai, tenSlJ ki~n Iich su: Vi~t hoa ccldanh tu chung chi don vi hanh chinh
do. Vi d\l: Qu~n 1, Phuang Di~n Bien Phu, ...

c) Truang hgp vi~t hoa d~c bi~t: Thu do Ha NQi, Thanh ph6 H6 Chi Minh.

d) Ten dia Iy dugc c£u t~o gifra danh tu chung chi dia hinh (song, nlii, h6, bi~n,
cua, b~n, du, viing, I~ch, yam, ...) vai danh tu rieng (co mQt am ti€t)tra thanh ten rieng
cua dia danh do: Vi€t hoa t~t cclcac chfr cai t~o nen dia danh. Vi d\l: Cua La, Vung Tau,
L~ch Truang, Yam Co, Cfru Gi~y, ...

Truang hgp danh tu chung chi dia hinh di li~n vai danh tu rieng: Khong vi€t ho~~
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danh nr chung rna chi viet hoa danhtir rieng. Vi du: bien Cira La, cho B~n Thanh, song
Yam Co, vinh H1;lLong, ...

d) Ten dia 1;' chi mot vung, mien, khu vue nhfrt dinh duoc cfru tao bangtir chi
phuong hu6ng k~t hop voi nr chi phirong hu6ng khac: Vi~t hoa chi! cai dfru cua tM ca cac
am ti~t tao thanh ten goi. D6i voi ten dia 1;' chi vung, mien riengdiroc cfru tao bangillchi
phirong huong k~t hop voi danh nr chi dia hinh thi viet hoa cac chi! cai dfru m6i am tiet.
Vi du: Tay B~c, Dong Bac, B~c BQ,...

2. Ten dia 1;'mroc ngoaidiroc phien am chuyen sang tieng Viet

a) Ten dia 1;' dff duoc phien am sang am Han - Viet: Vi~t thea quy t~c viet hoa ten
dia ly Viet Nam. Vi du: B~c Kinh, Binh Nhuong, Phap, Anh, ...

b) Ten dia ly phien am khong sang am Han - Viet (phien am tnrc tiep sat each dQc
cua nguyen ngi!): Vi~t hoa thea quy tac vi~t hoa ten ngmJi nuac ngoai quy dinh t1;lidiem
b khoan 2 M\lc II Ph\ll\lc nay. Vi d\l: Mat-xcO'-va, Men-ban, ...

IV. VIET HOA TEN coQUAN, TO CHUC

1. Ten cO'quan, t6 chilc cua Vi~t Nam

a) Vi~t hoa chi! cai dfru cua cactu, c\lm tu chi lO1;lihinh cO'quan, t6 chilc; chilc
nang, lInhVVC h01;ltdQng cua cO'quan, t6 chilc. Vi d\l: Ban Chi d1;lotrunguang vS Phang
ch6ng tham nhung, Van phang Chu tich nuac, BQ Tai nguyen va Moi truOng, T~p doan
Di~n h,rcVi~t Nam, HQi d6ng nhan dan tinh San La, Sa Tai chinh, ...

b) TruOng hgp vi~t hoa d~c bi~t: Ban Chfrp hanh Trung uang Dang CQng san Vi~t
Nam, Van phang Trunguang Dang, ...

2. Ten cO'quan, t6 chilc nuac ngoai

a) Ten cO'quan, t6 chilc nuac ngoai dff dich nghTa: Vi~t hoa thea quy t~c vi~t ten
cO'quan, t6 chilc cua Vi~t Nam. Vi d\l: Lien hgp qu6c (UN), T6 chilc Y t~ th~ giai
(WHO), ...

b) Ten cO'quan, t6 chilc nuac ngoai dugc su d\lng trong van bana d1;lngvi~t t~t:
Vi~t b~ng chi! in hoa nhu nguyen ngi! ho~c chuyen tv La-tinh n~u nguyen ngi! khong
thuQc h~ La-tinh. Vi d\l: WTO, UNDP, UNESCO, ASEAN, ...

V. VIET HOA cAc TRUONG HQP KHAc
1. Danh tu thuQc truOng hgp d~c bi~t: Nhan dan, Nha nuac.

2. Ten cac huan chuang, huy chuang, cac danh hi~u vinh dv: Vi~t hoa chi! cai dfru
cua cac am ti~t cua cac thanh phfrn t1;lOthanh ten rieng va cac tu chi thil, h1;lng.Vi d\l:
Huan chuang Lao dQng h1;lngNhi, Ngh~ sTNhan dan, Anh hung Lao dQng,...

3. Ten chilc V\l,hQc vi, danh hi~u: Vi~t hoa ten chilc V\l, hQc vi n~u di liSn vai ten
nguai C\lthe. Vi d\l: Chu tich Qu6c hQi, Thli tu6ng Chinh phu, Giao su Ton Thfrt Tung, ...

4. Danh tu chung dff rieng h6a ~~
y
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Vi~t hoa chfr cai d~u cuatir, cum tir chi ten goi do trong tnrong hQ'Pdung trong
mot nhan xung, dirng d(>cl~p va th~ hien su tran trong. Vi du: Bac, Nguoi (chi Chu tich
HE>Chi Minh), Dang (chi Dang Cong san Viet Nam), ...

5. Ten cac ngay l~, ngayIcy niem: Vi~t hoa chtr cai d~u cua am ti~t t<;10thanh ten
goi ngay l~, ngayIcy niem. Vi du: ngay Quoc khanh 2-9, ngay T6ng tuyen cir d~u tien,
ngay Quoc t~ Lao d(>ng 1-5, ngay PhV nu Viet Nam 20-10, ...

6. Ten cac 10<;1ivan ban: Vi~t hoa chtr cai d~u cua ten 10<;1ivan ban va chtr cai d~u
cua am ti~tthir nhat t<;10thanh ten goi cua van ban trong tnrong hQ'Pn6i d~n mot van ban
cu the. Vi du: B(>luat Hinh sir, Luat T6 chirc Quoc hoi, ...

7. Truong hQ'Pvien dfrn phan, chuang, muc, ti~u muc, dieu, khoan, di~m clla m(>t
van ban cv th~ thi vi~t hoa chu cai d~u clla ph~n, chuang, mvc, ti~u mvc, di€u.

Vi dV:

- Can c(r di~m a khoan 2 Di€u 103 Mvc 5 Chuang II Ph~n I cua Quy dinh t6 ch(rc
c6ng tac van thu cuaTruang D<;1ihQc M&Thanh ph6 HE>Chi Minh

- Theo quy dinh t<;1idi~m a khoan 1 Di€u 2 Ti~u mvc 1 Mvc 1 Chuang III clla
Quy~t dinh s6 351/QD-DHM, ngay 04 thang 5 nam 2020.

8. Ten cac nam am iich, ngay t~t, ngay va thang trong nam

a) Ten cac nam am lich: Vi~t hoa chu ccii d~u cua t~t ca cac am ti~t t<;10thanh ten
gQi. Vi dv: Ky Ty', Tan Hqi, M~u Tu~t, M~u Than, ...

b) Ten cac ngay t~t: Vi~t hoa chu cai d~u cua am ti~t th(r nh~t t<;10thanh ten gQi. Vi
dv: t~t Nguyen dan, t~t Doan ngQ, t~t Trung thu. Vi~t hoa chu T~t trong truang hQ'Pthay
cho t~t Nguyen dan.

c) Ten cac ngay trong tu~n va thang trong nam: Vi~t hoa chu cai d~u clla am ti~t
chi ngay va thang trong truang hQ'Pkh6ng dung chu s6. Vi dV: th(r Hai, th(r Tu, thang
Nam, thang Tam, ...

9. Ten cacS\l ki~n lich su va cac tri€u d<;1i:Vi~t hoa chu cai d~u cua cac am ti~t t<;10
thanh Sl,l' ki~n va ten Sl,l' ki~n, trong truang hQ'Pc6 cac con s6 chi m6c thai gian thi ghi
b~ng chu va vi~t hoa chu d6. Vi dv: Tri€u Ly, Tri€u Tr~n, Phong trao X6 vi~t Ngh~ 11nh,
Cach m<;1ngthang Tam, ...

lD. Ten cac tac phAm, sach bao, t<;1Pchi: Vi~t hoa chu cciid~u cua am ti~t th(r nh~t
t<;10thanh ten tac phAm, sach bao. Vi dv: tir di~n Bach khoa toan thu, t<;1pchi C(>ngsan, ... \ \L/.

°7
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? ~ lET TAT TEN LO~I VAN BAN HANH CHINHNG_G
~ ..

Stt 'Ten loai van ban hanh chinh Chir vi~t t~t

1. Nghi quyet (ca biet) tNQ

2. puy~t dinh (ca biet) QU

3. Quy ch~ QC

4. Quy dinh QyU

5. IThong baa TB

6. Huongdfin IRD
7. Chuong trinh CTr

8. ~~ hoach KH

9. Phuong an PA

10. ~~ an VA

11. IDlJan IDA

12. !Baa cao BC

13. lBien ban lBB

14. ITa trinh ITTr

15. IRQ'P d6ng tHu
16. !Banghi nho tsGN

17. !Banthoa thuan !BTT

18. Pi~y uy quyen GUQ

19. Pi~y rnoi h9P PM

20. Gi~y gioi thieu GGT

21. Giay nghi phep GNP

22. !Phi~ugiri IPG
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Stt Ten loai van ban hanh chinh Chir vi~t t~t

23. IPhi~uchuyen ~C

24. ~hi~u bao IPB
iBan sao van ban

1. lBan saoy SY

2. lBan trich sao rrrS

3. lBim sao luc SL

II. BANG CHi)VIET TAT TEN cAc DON V1THUQC TRUONG D~I HQC MO
TP. HO CHi MINH

Stt Ten donvi Chfr vi~t t~t

1 Phong T6 Chirc - Nhansir TCNS

2 Phong Hanh chinh - Quan tri HCQT

3 Phong Cong tac sinh vien CTSV

4 Phong Quanly dao t<:10 QLDT

5 PhongHop tac va Quanly khoa h9C HTQLKH

6 Phong Tai chinh-KS toan TCKT

7 Phong Dftu nr-Xay dung DTXD

8 Phong Khiw thi KT

9 Phong Dam bao chclthrong DBCL

10 Thu vien TV

11 Khoa Cong ngh~ thong tin CNTT

12 Khoaxs, dung XD

13 Khoa Cong nghe sinh h9C CNSH
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Stt Ten don vi Chfr vi~tt~t

14 Khoa Quan tri kinh doanh QTKD

15 Khoa Kinh ts va Quan I;' cong KTQLC

16 Khoa Luat KL

17 Khoa Ngoai ngtr NN

18 Khoa Xa hQihoc-Cong tic xa hoi-Dong Nam i XHH

19 Khoa KS toan-Kiern toan KTKT

20 Khoa Tai chinh - Ngan hang TCNH

21 Khoa Bao t:;10Sau B:;1iHQc SBH

22 Khoa Dao t:;10d~c biet BTBB

23 Trung tam dao t:;10ur xa BTTX

24 Trung tam dao t:;10tnrc tuyen BTTT

25 Trung tam Nghien ciru phat triSn NCPT
,

26 Trung tam H~ thong va Quan I;' thong tin QLHTTT

27 Phong Thanh tra - Phap chS TTPC

28 Tram Y tS YT

29 Trung tam Dao t:;10b6idirong nghiep vu CPA

30 Trung tam Dao t:;10ngan han va Ngoai ngfi - Tin hoc CSC

31 Ban co ban BCB

32 Ban hoc lieu BHL

33 T:;1pchi khoa hoc TCKH
\
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34 Co So' 2 (Long Binh) CS2

35 COSo' 3 (Binh Duong) CS3

36 COSo' 5 (Ninh Roa) CS5



Ph\ll\lcIV
MAu TRiNH BAy VAN BAN HANH CHiNH, TEN DON vr vA BAN SAO

r- \I' VAN BAN
v "1

;!J' ~ Q _:ttt h _:.15'5; IQD DHM 'O~th ' K )._oz.of:\~' '{ifJ , ' -vr' uye in so - ngqy, ang nam
I '~( OAI ~tHf.· uong Truong Dqi h9C M(YThanhpho H6 Chi Minh)
I - iH~NH PHO ) I~

[\0 .:::,.... ~\NH "I

1.~~~~n banhanh chinh

Mfruft: ~~hi quyet (ca biet)

Mfru 1.2 Quyet dinh (ca biet) quy dinh true tiep

Mfru 1.3 Quyet dinh (ca biet) quy dinh gian tiep

Mfru 1.4 ~an ban co ten loai

Mfru 1.5 Cong van

Mfru 1.6 Giay moi h9P

Mfru 1.7 Gi~y gioi thieu

Mfru 1.8 ~ien ban

Mfru 1.9 ~ien ban ban giao h6So', tai lieu

~. Min trinh bay phu luc van ban

Mfru 2.1 hu Iuc van ban hanh chinh gi~y

~. Min trinh bay ban sao van ban

Mfru 3.1 an sao sang dinh dang gi~y
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Mftu 1.1 - Ngh] quyet (ca bi~t)

BOGIA.O DlJC vA BAo TA.O
TRlfONG D~I HQC MO

THANH PHO HO CHi MINH

CONG HOA xA HOI CHi) NGHIA VIJtT NAM
DQc I~p - T1}:'do - H~nh phuc

S6: INQ-BHM Thanh pho H6 Chi Minh, ngay thong ndm

NGHIQUYET
................................ (1) .

TRUONG D~I HQC MO THANH PHO HO CHi MINH

Can cu Quyet dinhs6389/TTg ngay 26 thong 7 ndm 1993 cuati« tuong Chinh
phu v~ viec thanh ldp Dc;dh9CMa Ban cong Thanh pho H6 Chi Minh;

Can cu Quyet dinhs6 146/2006/QD-TTg ngay 22 thang 6 nam 2006 cua Thu
tuong Chinhphu v~ viec chuyen sang loai hinh trutrng dai h9C cong ldp voi ten goila
Truong Dc;zih9CMil Thanh ph6 H6 Chi Minh;

Canctr (2) ;

Theo d~ nghi cua 0'

QUYETNGHl:

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

- Nhu DiSu .... ;
QUYEN H~N, CHUC VlJ CVA NGUOI KY

(Chii kY cua nguoi co thdm quyen,
dJU/chit kys6cua Truong)

NO'inh~n:

- HQi d6ng Truong (d~ bao cao);

- Luu: VT, (3)(4).

PhOn htrung dan soan van ban mau 1.1:
(1) : Trich yiu noi dung Nghi Quyit
(2) : Neu cac Quyet dinh lien quan true tiip di can cu ban hanh Nghi Quyet , ghis6

hieu van ban, ngay phat hanh, don vi phdt hanh, trich yiu n9i dung van ban;
(3) : Ten vii! ttit cua dan vi soc;znthao van ban (chu in hoa, ciYchit 11);
(4): S6lu9'ng van ban can dong dJu (!diu chitA R(lp, ciYchu 11);
(5): H9 va ten cua nguaikY van ban (chfr in thuang, d(lm, ciYchu14), khong ghi h9c\._)L/

ham, h9C vi. P

. (5) .
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Mftu 1.2 - Quy~t djnh (ca bi~t) quy djnh true ti~p

BO GIAO Dl)C vA BAo TAO
TRUONG I)~I HQCMO

THANH PHO HO CHi MINH

CQNG HOA xA HQI CHi) NGHIA VI~T NAM
DQc l~p - Tl! do - H~nh phuc

S6: IQU-UHM Thanh phoH6 Chi Minh, ngay thdng ndm

,
Ve vi~c o • • • • (l) o • • • • • • • • • • •

QUYETD{NH

msu TRUONG TRUONG D~I HQC MO THANH PHO HO CHi MINH

Can cu Quyit dinhs6389/TTg ngay 26 thang 7 ndm 1993 cua Thu tutmg Chinh
phil vJ viec thanh ldp D(li hoc Ma Ban cong Thanh ph6H6 Chi Minh;

Can cu Quyet dinhs6 146/2006/QD-TTg ngay 22 thong 6 ndm 2006 cuan«
tuong Chinh philvJ viec chuyen sang loai hinh trueing dai hoc cong ldp voi ten goi la
Truong D(li hoc Ma Thanh ph6H6 Chi Minh;

Can cu (2) ;

Theo aJ nghi cua Truong phong ,

QUYETD{NH:

Di~u 1 .

Di~u 2. . .

Di~u 3. Cac Ong, Ba Truong (3), Truong (4) va (5) co trach nhiem thi hanh
quyet dinh nay. Quyet dinh co hieu hrc k~ til ngay kyI.

Noi nh~n:
- Nhir DiSu ... ;

- H<)id6ng TruOng (d~ bao cao);
- Cac Pho Hi~u truemg (d~ chi d~o thlJc hi~n);
- LUll: VT, (6)(7).

QUYEN H~N, CHUC VT) CVA NGUOI KY
(Chii ky cua nguoi co tham quyen,

ddu/chft kY s6ciLa Truong)

..... (8).0 .....

Pltim hU'lIng dfm soan van ban mau 1.2:
(1) .-Trich yiu n6i dung Quyit atnh
(2) .-Neu cac Quyit ainh lien quan trl!c tiip ai can cu ban hanh Quyit ainh, ghis6

hi¢u van bim, ngay phat hanh, aon vi phat hanh, trich yiu n6i dung van bim;~
(3) .-Truang aon vi sO(ln thiw van bim /'



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

~ ~

~
Ch
;:os

(fq
(fq

;::s.--.
;::s.-
·0
("':)
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M§u 1.3 - Quy~t dinh (quy djnh gian ti~p)(*)

BO GIAO D1)C vA BAo TAD
TRUONG D~I HQC MO

THANH PHD HO CHi MINH

CONG HOA xA HOI CHU NGHiA VI:r::TNAM
DQc l~p - T1}:'do - H~nh phuc

S6: IQD-DHM Thanh ph6H6 Chi Minh, ngay thong ndm

QUYET DINH
Ban hanh Quy dinh (1) .

HI~U TRUONG TRUONG D~I HQC MO THANH PHO HO CHi MINH

Can Clf Quyit dinh.s63891TTg ngay26 thdng 7ndm 1993cua Thu tuong Chinh
phu vJ viec thann ldp Dai h9CM6' Ban cong Thanh ph6H6 Chi Minh;

Can Clf Quyit dinh s6 146120061QfJ-TTg ngay22 thdng 6 ndm 2006 cua Thu
tuongChinh phu vJ viec chuyen sang loai hinhtruongdai h9C congldp voi ten goi la
Truong fJqi h9CM6' Thanh ph6H6 Chi Minh;

Can Clf (2) ;

Theo aJ nghi cua Truong phong ,

QUYET DJNH:

Di~u 1.Ban hanhkern thea Quyet dinhnay la .

. .

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

Di~u 2. . .

Di~u 3. Cac Ong, Ba Truong (3), Truong (4) va (5) e6 trach nhiem thi hanh
quyet dinh nay. Quyet dinh e6 hieu lire k~illngay ky I.

Noi nh~n:
- Nhu DiSu ... ;

- HQi d6ng TruOng (dS bao cao);
- Cac Ph6 Hi~u truemg (dS chi d~o th\l"chi~n);
- Luu: VT, (6)(7).

QUYEN ~N, CHUC Vl) CVA NGUffi KY
(Chicky cua nguoi co thdm quyen,

ddulchu kY s6cua Truong)

. (8) ~

~
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BOGIAO Dl)C vA DAo T~O
TRUONG J)~I HQC MO

THANH PHO HO CHi MINH

CQNG HOA xA HQI CHU NGHIA VI~T NAM
DQc l~p - T\I' do - H~nh phuc

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

(Ban hanh theo Quyit dinhs6 IQD-DHM ngay thang nam
cua Hieu truong Truong Dgi h9C Ma Thanh ph6 H6 Chi Minh)

Chuo'ngI
...........• ..............• ............•

Di~u 1. .......................... 0 .

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. ~ ..

Di~u 2 .
.............................................................. e o 0 ..

Churmg II
....................• • • .........• ..• • ...

DI'eAu 3. .............................................................. .

1 .

....................................................................... .o .o ..

a) .

+ .
.. ... ... .. . .. .. ... .. .... ... .. ... .. ... .. .. .. ... . .. .. . .. . ... .. . .. .. . ... . .. ... ... .. .. ... .I.

Phan hU'ung dfm soan vanhim mau 1.3:
(1): Trich yiu noi dung Quyet dinh
(2) : Neu cdc Quyet dinn lien quan true tiip di can cu ban hanh Quyet dinh, ghis6

hieu van ban, ngay phat hanh, dan vi phat hanh, trich yiu noi dung van ban;
(3) : Truong dan vi soan thaovan ban
(4) : Truong d011vi co lien quan
(5) : Cd nhdnco lien quan (niu co)
(6) : Ten viit ttit cua don vi soan thao van ban (chic in hoa,df chic 11);
(7) : S6luang van ban sao can dong ddu (kieuchii A Rdp, ca chic 11);
(8): H9 va ten cua nguoiIcY van ban(chii in thuong, ddm, ca chii 14), khong ghi h9C

ham, h9C vi.\..10
,~
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M§u 1.4- Van ban co ten loai

BO GIAo Dl)C vA BAo TAO
TRUONG D.£~.IHQC MO

THANH PHO HO CHI MINH

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQc l~p - Tt,r do - H~nh phtic

S6: ITB-BHM Thanh ph6H6 Chi Minh, ngay thdng ndm

THONGBAo
.............. (1) .

.. 0 0 0 0 ..

.............. 0 o. 0 0 ..

................ 0.0 0 ..

.................................. • • • • 0 0 ..

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. ~ .

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

Noi nh~n:
- HQi d6ng Truong (d~ bao cao);

- Hieu tnrong (d~bao cao);

- Cac don vi (d~ thuchien);

- Luu: VT, (2) (3).

QUYEN ~N, CHUC VlJCVA xctror KY
(Chit kf; cua nguoico thdm quyen,

ddU/chftkf; s6cua Truong)

. (4) .

Ph/m hU'ung dan soan van ban mau 1.4:
Mfru nay ap dung chung d6i voi cac hinh thirc van ban hanh chinh co ghi ten

loai g6m: Quy che, quy dinh, thong cao, thong bao, huang hfrn, chuang trinh, k€
hoach,phirong an, d~ an, du an,bao cao,to- trinh, giiy uy quyen, phieugiri, phieu
chuyen, phieubao,

(1): Trichyeu noi dung, chii ddm, dung, cii chii 13,14;
(2): Ten viet tlit cua dan vi soan thao van ban (chii in haa, cii chii 11);
(3): So luang van ban sao can dong ddu (kieu chiiA R4p, ca chii 11);
(4): H9 va ten cua nguoiky van ban (chic in thuong, dam, ca chii 14). Kh6ng

ghi h9C ham, h9C vi.\J~
->:
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M~u 1.5a - Cong van

BOorAo DUe vA DAo TAO
TRUONdI>~I HQC M6

THANH PHO HO CHi MINH

CONG HOA xA HOI CHU NGHiA VI~T NAM
DQC l~p - Tl,I'do - H~nh phuc

se j£>HM-(l)
V/v (2) ..

Thanh ph6H6 Chi Minh, ngay thdng nam

Kinh ,.I gUI: .

.. • • • • • • • 0 0 0 " .

........ • 0 0 0 It ..

.......................................... • • 0 e ..

.................... • flo ..

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

.......... • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 0 • • • • • • • •

Noi nhiin:
- Nhir tren;

- Hoi d6ng Truong(dSbao cao);

- Hieu tnrong (dS bao cao);

- Cac don vi (dS thirc hien);

- LUll: VT, (3)(4).

QUYEN H~N, CHUC VV CVA NGUOl KY
(Chii IcY cua nguoi co tham quyen,

ddulchu IcY s6cua Truong)

..... (5) ~j
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M~u 1.5b - Cong van

BOGrAo DUe vA DAo TAO
TRUONc"D~I HQCM6

THANH PHO HO CHi MINH

CQNG HOA xA HQI CUU NGHiA VI~T NAM
DQc l~p - Tl! do - H~nh phuc

S6: IDHM-(l)
V/v (2) .

Thanh phoH6 Chi Minh, ngay thang nam

Kinh giri:
- B<)Giao due va Dao tao
- B<)Tai chinh

........................................................................................................................................................
...................................... ..
....................................... ..
............................................... eo ..

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

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

Nui nh9.n:
- Nhir tren;

- HQid6ng Truong (d~ bao cao);

- Cac dan vi (d~ thuchien);

- Ltru: VT, (3)(4).

QUYEN H~N, CHUC VI} eDA NGUOl KY
(Chii kf; cua nguoi co thdm quyen,

ddulchil kf; s6cua Truong)

. (5) .

Ph/In hU'dng dan soan van ban 1.5a va 1.5b:
(1): Ten viet tdt cua dan vi soan thao van ban (chii in hoa,cochii 13);

(2): Triehyiu noi dung (chii dung, in thuong.co chii 12);

(3): Ten viet tlit cua dan vi soan thao van ban (chii in hoa,cochii 11);

(4) :S61u(J'ng van ban can dong ddu (kiJu chiiA Rdp, ciJ chii l l);

(5): H9 va ten cua nguoi ky van ban (chic in thuong, ddm,co chii 14). Kh6ng
ghi hoc ham, hoc vi.0y
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M§u 1.6 - Giiy moo hop

BOGrAo Dl)C vA DAo TAO
TRlfONG J)~I HQC MO

THANH PHO HO CHi MINH

CQNG HOAxA HQI CHU NGHiA VI~T NAM
DQcl~p - Tl! do - H~nh phuc

s6: /GM-DHM Thanh ph6H6 Chi Minh, ngay thdng nam

GIAVMOI
.............. (1) .

Kinh ,.1 gUI: .

Truong D9-ihoc M6 Thanh ph6H6 Chi Minh tran trong kinh rnoi:

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

D~n du : (3) .

Chu tri: .
Thoi .0'1 glan: .

Dia diem: .

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

N9i dung: .

Tran trong.z.

Noi nhijn:
- Nhu tren;
- Liru: VT, ..... (5) .....

HI:eU TRUONG

. (6) .

Phan hlfung dan soan van ban mau 1.6:
(1): Trich yeu noi dung, chii ddm, dung, co chii13,14;
(2): Ten co quan, ca nhdn thi ghi ro h9C ham, h9C vi (niu co), ho va ten,
chuc v~, dan vi cong tac cua nguoi duac moi;
(3): Ten (ruii dung) cuoc h9P, hoi thao,hoi nghi, zi ..
(4): Cac van d~ cdn luuy (niu co)
(5): Ten viet tlit cua dan vi soan thao van ban (chii in hoa, co chii 11);
(6): H9 va ten cua nguoikY van ban (chic in thuong, dam, co chii 14).
Khong ghi h9C ham, h9C Vi.\_)~
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M§u 1.7 - Gi§y giOi thieu

BOGIAO Dl)C vA BAo TAO
TRUONG D~I HQC MO

THANH PHO HO CHi MINH

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQc l~p - T\f do - H~nh phuc

S6: /GGT-DHM Thanh ph6H6 Chi Minh, ngay thang ndm

GIA.yGIro THl¢U

Trtrong D~i hoc Mo' Thanh ph6HB Chi Minh tran trong giOi thi~u

OngiBa: (1) .

Chirc Vl,l: .

Diroc cir dSn: (2) .

V ;:_."e vl~e: .

BS nghi Quy eo quan t(;10diSu kien dS Ong (Ba) eo tena tren hoan thanh
nhiem vu,

Giay nay eo gia tri dSn hSt ngay / / .I.

Nui nhijn:
- Nhu tren;
- Luu: ..... (3).....

TL. HIEU TRUONG
KT. TRUONG PHo'NG TO CHUC-NHANSV

PHOTRUONGPHONG

. (4) .

Phan hU'O'ngdan soan van ban mau1.7:

(1) : Ghi ro h9C ham, h9C vi (niu co), ho va ten cuanguoi duacgibi thieu;

(2) : Ten co quan, duacgioi thieu din lam viec;

(3) : Ten viit t;it cua dan vi soan thao van ban (chic in hoa,cochii II);

(4): H9 va ten cuanguoi kY van ban (chii in thuong, ddm,cochic 13-14).

Kh6ng ghi h9C ham, h9CVi\_)y
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Mftu 1.8 - Bien ban

BQ GIAO nuc vA DAoTAO
TRUONG D~I HQCMO

THANH PHO HO CHi MINH

CQNG HOA xA HQI cnuNGHiA VI~T NAM
D<.>cl~p - Tl}' do - H~nh phuc

sf>: IBB-DHM Thanh phbH6 Chi Minh, ngay thang ndm

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

1. Thai gian b~t d§.u: .
2. Dia diem: .
3. Thanh ph§.n tham du:
- Chu tri: .
- Thu Icy (ngiroi ghi bien ban): .
- Cac thanh vienco mat:

+
+

- Cac thanh vien vang mat:
+

4. Noi dung (thea di~n bi~n cuoc hop/hoi nghi/hoi thao):
................................................................................................

5. Y kien dong gop:
.................................................................................................

6. K~t Iuan:
................................................................................................

Cuoc h9P (hoi nghi, h<)ithao) k~t thuc vao '" gio ... , ngay .... thang .. nam ..I.

THU KY CHU TRI
(Chii ky) (Chft ky, ddu)

Clnrc V\I
HQ va ten

Noi nh~n:
- Hieu twang (d6 bao clio);
- Cac Ph6 Hieutwang (d6 chi dao thuchien);
- Cac thanh vien tham du;
- Liru: VT, (2)(3).

Phan hzrung dan soan van ban1.8:

(1) : Ten cuoc h9P hodc hoi nghi, hoi thao (chit in thuang, ddm, co chit13,14).

(2) : Ten viit tfit cua don vi soan thao van ban (chit in hoa, co chit 11);

(3) : So luang van ban cdn dong ddu (kieu chitA R«p, co chit11).~
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Miu 1.9 - Bien ban ban giao nh~n h6 so, tal li~u

no GIAO DUC vA DAo TAO
TRlfONc" D~I HQC MO

THANH PHO HO CHi MINH

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQc l~p - Tt,r do - H~nh phuc

S6: IBB-E>HM Thanh phdH6 Chi Minh, ngay thdng ndm

BIEN BAN
Giao nhan h6 so', tai li~u .

Gin cir Quyet dinh ....lQD-DHM, ngay thang
Thanh ph6 H6 Chi Minh v~ viec b6 nhiem ;

Can cir vao Phieu giao viec .

Chung tai g6m:

BEN GIAO: (fen canhdn, danvi giao n9P h6 sa,tai lieu)

Ong (ba): .

nam cua Truong Daih9C Mo

Chirc vu cong tac: .

BENNHAN:

Ong (ba): ..

Chirc vu cong tac: .

Th6ng nh~t l~p bien ban giao nhan tai lieuvoi nhimg n('>idung nhu sau:

1. Ten khdi tai lieu giao nop: ..

2. Thai gian cua h6 So',tai lieu: ..

3. S6 luong tai lieu:

a) D6i voi h6 So',tai lieu gi~y

- T6ng s6 hop (cap): ..

, " ibao quan) Q' ., 't- Tang sa ha So'(danVI bao quan : uy ra met gia: me.

b) D6i voi h6 so', tai lieu dien tu

- T6ng s6 h6 So':

- T6ng s6 t~p tin trong h6 So': .

4. Tinh tr<;lllgtai li~u giao n('>p: ..

5. M\lc l\lc h6 So',tai li~u n('>plUll kern theo.

Bien ban nay duQ'cl~p thanh hai ban; ben giao giu m('>tban, ben nh~gju m('>tb~./.
DAI DIEN BEN GIAO D~I DI:eN BEN NH~N
(if; va ghi rohr va ten) (Kf;va ghi rohr va ten) ~
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Miu 2.1 - Phu lucvan ban hanh chinh giiy

Phu lucI
.............................. (1) ..

(Ban hanh. kem thea baa cdos6 .........lBC-DHM, ngay thdng ... nam .....
cua Hieu truong Truong Dai h9CMo Thanh ph6H6 Chi Minh)

...................................................................... G • • • eo .00 .

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

.... .. .I.

Phftn hU'O'ngdan soan van ban mau 2.1:

(1): Ten Ph-Ifhie (chii in hoa, dung, ddm,eachii 13) ~
z-:
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M~u 3.1- Ban sao sangdiuh dang gifty

TRUONG D~I HQC MO
THANH PHO HO CHi MINH

S6: ...... /SY-DHM

SAOY
Thanh ph6H6 Chi Minh, ngay ... thdng ... ndm

• • • • • • a • • • • • • • • ,

QUYEN H~N, CHUC VV CVA xctror KY
(Chii kY cua nguoi eo thdm quyen, ddu cuaTruong)

Nui nh~n:

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

- Luu: VT, HCQT.

HQ va ten



SOmm
TRUONG D~I HQC MO

8 THANH PHO HO CHi MINH
8

DEN
sa:...............................

tr)

~ Ngay: ...........................
Chuyen: .............• ......• .................

SOmm
KHOALUAT

8 sa:8 DEN ...............................
tr) Ngay: ...........................~

Chuyen: .............• • ........• ........• .....

II. MAu soDANG KY VAN BAN DI

1. Bia va trang dfru sf>van ban di cua Truong

Tit / / ain / /

BO GrAo Due vA BAo TA.O
TRUONG D~I HQC MO THANH PHO HO CHi MINH

soDANG KY VAN BAN DI

Ndm: .

, , r

Tit so aenso .

Q A J..uyen so: ....
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2. Bia va trang d~us6 van ban di cua don vi thuoc Truong (Khoa Luat)

Ndm: 2022
Tit / /

Ndm: 2020
Tit / /

TRUONG D~I HQC MO THANH PHO HO CHI MINH
KHOALU~T

so DANG KY VAN BAN DI

din / /
Nam: 2023
Tit / / din / /, "

Tit s6 .......dens6 ........

Nam: 2021
Tit / /

, "
Tit s6 .......den so ........

din / /
Ndm: 2024
Tit / / din / /, "

Tit s6 .......den s6 ........ 7'.' , ~,: ,
J U ngay ....aenngay ........

din / /
Ndm: 2025
Tit / / din / /, "

Tit s6 .......dens6 ........
3. NQi dungs6 dangkY van ban di

sa, Icy
Ni}i dung

Noi Don v]
NgU'Oi sa

NgayNgay thang hi~u
van ban nh~n so~n

kyVB
hrong A Ghi chu

van ban ivan ban VB ban
chuyen

III. MAu SO DANG KY VAN BAN DEN

1. Bia va trang d~us6 van ban dSn cua TruOng

BO GrAo Dl)C vA uAo TAO
TRUONG D~I HQC MO THANH PHO HO CHI MINH

SO LUU VAN BAN DEN

Ndm: .......

Tit / / din / /
, "

Tit s6 den s6 ..

Q
A ;..

uyen so: ....
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2. Bia va trang d~us6van ban den cua dan vi thuocTruongOChoaLuat)

TRUONG D~I HQC MO THANH PHO HO CHi MINH
KHOALU~T

SO LUU VAN BAN DEN

Nam: 2020
Tic / / din / /

Ndm: 2023
Tic / / din / /, "

Ticso denso . , "
Ticso denso ..

Ndm: 2021
Tic / / din / /

Ndm: 2024
Tic / / din / /
Ticngay din ngay .

, "
Ticso denso .

Ndm: 2022
Tic / / din / /

Ndm: 2025
Tic / / din / /

r "

Ticso denso .
3. N9i dungs6dangky van ban d~n

Noi S8,ky Ngay Ten loai va DO'nvi
Ngay S8 thang trich y~uoQi ho~c Ngay
d~n d~n girl hi~uvan

van dungvan ngmri chuy~n Ghi chii
VB ban

ban ban nh~n

~ ..



IV. MAu SO BAN HANH QUYET DJNH

1. Bia va trang dftus6ban hanh Quyet dinh

BO GIAO DUC vA uAo TAO
TRUONG D~I 'HQC MC':THANH PHO 'HO CHi MINH

Tu / / din / /

SO BAN HANH QUYET DJNH

Ndm: .

, , ,
Tuso den so .

Q
;{ .:.

uyen so: ....

2. NOi dungs6ban hanh Quyet dinh

Ngay
sa, Icy

NQidung Don vi NgU'Oi sa Iuong Ngay
thang hi~u

van ban soanVB kyVB ban chuy€n Ghi chu
van ban

V. MAu SO BAN HANH HQP DONG

1. Bia va trang dftus6Ban hanh HQ'Pd6ng

Tit / / din / /

BOGIAO Dl)C vA uAo TAO
TRUONG D~I HQC MO THANH PHO HO CHi MINH

SO BAN HANH HQP DONG

Nam: .

r , r

Tuso den so .

Q ;{ .:.
uyen so: ....



2. NQi dungs6 ban hanh Hop d6ng
5

Ngay
sa, Icy

NQi dung Don vi Nguot salU'Q1lg Ngay
thang hi~u

van ban soan VB kyVB ban chuyen
Ghi chu

van ban

" s: ~ ,
VI. MAU SO DANG KY SAO Y

1. Bia s6 va trang d§.us6 dangkY Saoy

BOGIAO Dl)C vA DAo TAO
TRUONG D~I HQC MO THANH PHO HO CHi MINH

SO DANG KY SAOY

Ndm .
Tit / / din / /

r , r

Tic so denso .

Q
A ;..uyen so: .

~-------------------~
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VII. MAu PHIEU GIAI QUYET VAN BAN DEN

BOGrAo Dl)C vA BAo TAO
TRUONG DAI HQC MO

THANH PHO HO CHi MINH

CONG HOA xA HOI CHi) NGHiA VI~T NAM
DQc I~p - Ttr do - Hanh phuc

PHIEU GIAI QUYET VAN BAN DEN
Ngay chuyen van ban: / /

C~ng v~n s~.: ~ : , ~gay thang nam cua co quan ban hanh
Tneh yeu n91 dung van ban den: '"

1. Y kien cua lanh dao Truong

- Giao dan vi, ca nhan chu tri;

- Giao cac dan vi, ca nhan tham gia phoi hop giai quyet van ban d~n (n~u co);

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

- Ngay thang ehoy ki~n phan phoi, giai quyet.

2. y ki~n cua lanh dao dan vi

- Giao eho ca nhan; thai han giai quyet d6i voi ca nhan (neu co);

- Ngay, thang, nam ehoy kien,

3. Y kien de xuat cua nguoi giai quyet

-v ki~n de xufrt giai quyet van ban d~n cua ca nhan;

- Ngay, thang, nam de xufrty kien.

Thanh phdH6 Chi Minh, ngay thdng ndm

HI~U TRUONG ~
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VIII. MAu SO THEO DOl GIAI QUYET VAN BAN DEN

1. Bia va trang dfru

BOorAo Dl)C vA uAo T~O
TRUONG D41 HQC MO THANH PHO HO CHi MINH

SO THEO DOl GIAI QUYET VAN BAN DEN

Ndm: .......

din ngay /Tit / / /

Q
~ :..

uyen so: ....

2. NQi dung dangky thea d5i giai quyet van ban den

Ten loai, sa,ky hi~u,
Don vi Ti~n dQ sa, ky hi~usa ngay, thang va ten coo Thm han Ghiho~c ngmri

• ? •

van ban trad~n quan, ta clnrc ban hanh giai quy~t
glal

chu
nh~n quyet 1mvan ban



Phu luc VI
o NOP HOsa,TAl LI~U VAo LUlJ TRU co QUAN
uyit dinn s6 ,(5'6 3 IQfJ-fJHM ngay O)thlmg is' ndm ~G,f__JD

rmg Truong Dai h9CMer Thanh ph6H6 Chi Minh)

G DANH Ml}C HO SO

Danh muc h6 sa g6m cac thanh phan: Cac d~ muc, s6 vaky hieu cua h6 so,
tieu d~h6 so, thai han bao quan cua h6 so, nguoi I~ph6 sa.

1. f)~ muc trong Danh muc h6 sa duoc xay dung thea co d.u t6 chirc (ten cac
dan vi trong Truong) hoac thee linh V\IChoatdong (ten cac Iinh vue hoat dong chu
y~u cua Truong). Trong tung d~ muc I6nduccchia thanh cac d~ muc nho tuong irng
voi ten cac dan vi (theo co cftut6 clnrc) hoac chia thanh cac mat hoat dong (theo Iinh
vue hoat dong). Trong cac d~ muc nho, tr~t tv cac h6 sa dugc s~px~p thea nguyen t~c
tu chung d~nrieng, tu t6ng hgp d~n C\lth~.

Cac d~ m\lCIOndugc danh s6 lien t\lCb~ng chfr s6 LaMa. Cac d~ m\lCnh6
(n~u co) trong tung d~ m\lc IOndugc danh s6 rieng b~ng chfr s6A R~p. Chfr vi~t t~t
cua cac d~m\lCIOntrong Danh m\lCh6 sa cfrnng~ngQn,de hi~u.

2. S6,kY hi~u cua h6 sa bao g6m: s6 thil tv (dugc danh b~ng chfrs6A R~p)va
kY hi~u (b~ngcac chfrvi~t t~t) cua d~m\lCIOn.

Vi~c danh s6 h6 sa co th~ ap d\lng m9t trong hai cach sau: s6 cua h6 sa dugc
danh lien t\lCtrong toan Danh m\lC,b~t dfrutu s6 01 ho~c s6 cua h6 sa dugc danh lien
t\lCtrong ph~m vi tung d~m\lClan, b~t dfrutu s6 01.

3. Tieu d~ h6 sa: cfrnvi~t ng~n gQn, r5 n'mg nhung phai khai quat dugc n9i
dung cua cac van ban, tai li~u se hinh thilnh trong qua trinh thee d5i, giai quy~t cong
vi~c.

4. Thai h~n bao quan cua h6 sa dugc xac dinh thea quy dinh hi~n hanh: Vinh
vien ho~cthai h~n b~ng s6 nam C\lth~.W
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M~u 1.QUY DJNH BAN HANH DANH Ml}C HO sa
BO GIAO DVC VA BAO TAO

TRUONG f)~I HQCMO
THANH PHO HO CHi MINH

CQNG HOA xA HQI CHU NGHiA VI:E:TNAM
DQc I~p -Tv do - H~nh phuc

S6: IQB-BHM Thanh phoH6 Chi Minh, ngay thang nam

QUYETDINH
Ban hanh Danh muc hBso, tai Ii~u nQp hru trfr CO' quan - Nam .

HIlj:U TRUONG TRUONG D';'I HQC MO THANH PHO HO CHi MINH

Can cu Quyit dinh s6 3891TTg ngay26 thong 7 nam 1993cua tha tuong Chinh
phu vJ viec thanli ldp Dai h9CM(J Ban cong Thanh ph6H6 Chi Minh;

Can cu Quyet dinli s6 146120061QD-TTg ngay22 thdng 6 ndm 2006 cuaThu
tuong Chinh phu vJ viec chuyen sang loai hinh trueing dai h9C cong ldp voi ten goi la
Truong Dai h9CM(J Thanh ph6H6 Chi Minh;

Can cu (1) ;

Thea dJ nghi cuaTruongphong ,

QUYET DINH:

Di~u 1.Ban hanhkern thea Quyet dinh nay la Danh muc h6So', tai lieu n('>phru
tnr Co' quan - Nam cua Truong Dai hoc M6 Thanh ph6 H6 Chi Minh.

Di~u 2. . .

..... .

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

Di~u 3. Cac Ong, Ba Truong (2), Truong (3) va (4) co trach nhiem thi hanh
quyet dinh nay, Quyet dinh co hieu lire k~tu ngay kY I.

Noi nh{in:
- Nhu Di~u ... ;
- HQi d6ng TruOng (d@bao clio);
- Cac Pho Hi~u truang (d@chi d:;toth\Tchi~n);
- Luu: VT, (5)(6).

QUYEN H';'N, CHUC Vl} CVA NGuffi ICY
(Chft kY cua nguoi co tham quyJn,

d6u/chft kY s6 cua Truong)

. (7) 0YJ:
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BOGrAo Dl)C vA BAo TAO
TRUONG D~I HQCMO

THANH PHO HO CHi MINH

CQNG HOA xA HQI CHU NGHIA VI~T NAM
DQc I~p - T\f do - H~Dh phoc

DANH Ml)C HO SO, TAl LI:¢U LUU TRU coQUAN NA.M....
(Ban hanh theo Quyit dinhsd IQfJ-fJHM ngay thang ndm

cua Hieu truong Truong fJqi h9CMa Thanh phd H6 Chi Minh)

s6 va ky
TeD d~ muc va tieu d~ h6 so

Tho; han baoNgmri I~p h6
Ghi clnihi~u h6 so qUaD sO'

I. TEN DE Ml}C LON

1.TeD d~ muc nho

01.TCCB Tieu d~h6 sa 20nam HQva ten

, , ,
Danh muc h6sanay c6 ho so, bao gom:

....................... h6sabao quan vinh vi~n;

................... h6sabao quanc6 thai han.z.

Phan hU'ung dan soan van him mau:
(1): Neu cac Quyit dinh lien quan true tiip di can CtCbanhann Quyit dinh, ghi sd
hieu van ban, ngay phdt hanh, don vi phdt hanh, trich yiu noi dung van ban;

(2) : Truong dan vi soan thao van ban
(3): Truong dan vi co lien quan
(4): Cd nhdn co lien quan (neu c6)
(5): Ten vii! tfIt cua dan vi soan thao van ban (chii in hoa, co chii 11);
(6): Sdlu(fng van ban sao can dong ddu (kieu chiiA Rdp, co chii 11);
(7): H9 va ten cua nguaikY van ban (chii in thuang, d{jm, co chii14), kh6ng ghi h9C

ham, h9CVt.1 \ Ii /

"--Y
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M§u 2: MVC LVC HO SO, TAl LI~U NOP LUU

TRVdNG BAI HOC MO CONG HOA xA HOI CHiT NGHIA VI:E:TNAM
THANH PHO HO CHi MINH DQc l~p - TV do - Hl;loh phuc

....• ... (1) .

MT)C Ll)C HO SO,TAl LI:E:UNOP LUl!
............... (2) 0 • • • • • 0 • • • • • • • •

Nam ...

H "I" "'."
Q va ten ngiroi nop: . Ban vi: .

SATT
sA, ky hi~u

Tieu d~ haso'
Tho; giao tai Tho; han sAtil 3)/ Ghi

ha so li~u bao quan se trang" chu

, ,
M\lC I\lC naygam: hasa (danvi bao quan).

ViSt bing chit: h6 sa (danvi bao quan).

Thanh ph6 H6 Chi Minh, ngay ..... thang .....nam ....
Nguoi l~p

(Ky va ghi ro ho va ten, chircV?l)

Phan hU'ungdan soan van him mau:
(l): Ten dan vi mJP luu h6So', tai lieu.

(2): Thai han baa quan: Baa quan vinh -viin hodc baa quan co thai han. Muc luc h6
So', tai lieu baa quan vinn viin va Muc luc h6 sa, tai lieu baa quan co thai han duac
19prieng thanh 02 Muc luc khac nhau. f)6i voi Muc luc h6So', tai lieu baa quem vinh
viin bo C9t thai han baa quan.

(3): Ap dung d6i voi van ban giay.

(4): Ap dung d6i vai van ban di¢n tir.~



M~u 3: BIEN BAN GIAO NH~N HO SO, TAl LI~U

BO GIAo Dl)C vA BAo TAO
TRUONG D';'I HQC MO

THANH PHO HO CHI MINH

CONG HOA xA HOI CHU NGHiA VI:¢T NAM
DQc I~p - Tl}'do - H~nh phIic

S6: IBB-UHM Thanh ph6 H6 Chi Minh, ngay
BIEN BAN

thang ndm

G' b" h" t" I'"lao n an 0 so, at I~U .

Can cir Quyet dinh s6 IQD-DHM ngay thang nam cua Tnrong Dai
hoc M6 Thanh ph6 H6 Chi Minh v€ danh muc h6So', tai lieu nop luu tnf Co' quan nam
......,

Chung toi g6m:

BEN GIAO: (ten ca nhdn, don vi giao n9P h6So', tai lieu)

Ong (ba): .

Chirc vu cong tac: .

BEN NIlAN: (Luu trii Co' quan)

Ong (ba): .

Chirc vu cong tac: .

Th6ng nhfrt I~p bien ban giao nhan tai lieu voi nhtrng noi dung nhu sau:

1 T " khJ..·t" I'" . ". en 01 at I~U glao n<;>p: ..

2 Thoi , h;\_ t" 1'". 0'1glan cua 0 So', al I~U: ..

3. S6 hrong tai lieu:

a) U6i voi h6 So',tai lieu gifry

- T6ng s6 h<;>p(cap): ..

- T6ng s6 h6So'(dan vi bao quan): Quy ra met gia: met.

b) D6i voi h6 So',tai lieu di~n til

- T6ng s6 h6So':

- T6ng s6 t~p tin trong h6So': ..

4. Tinh tr~ng tai li~u giao n<;>p: ..

5. M\lc l\lc h6 So', tai li~u n<;>pluu kern theo.

Bien ban nay dugc l~pthanh hai ban; ben giao gifrm<;>tban, ben nh~ gifrm<;>tban.!.
D~I DI~N BEN GIAO D~I DI~N BEN N~N

(Ky vaghi ro hfJ va ten) (Ky vaghi ro hfJ va ten)u};/



Phu Iuc VII
~~~E THONG QUAN LY TAl LI~U DI~N TU

(Ba v;tfqJJ 1:0 yit dinh s6 1!i5 Jy IQD-DHM ng~yO} thdng \? ndm of__0.LO

,t(iiiWij;l,d,. Truong Dqi h9CM6' Thanh ph6 H6 Chi Minh)

(
':; DAI HQC M?
-;: THANH PHO
C) A' ' ,. I

QI ~~~l" (nH~ THONG QUAN LY TAl LI~U DI~N TU

I. N~' ,,* Ac XAY Dl/NG H~ THONG

1. Bao dam quanly van ban va h6sadien nr cua Truong dung quy dinh.

2. Bao daman toan, an ninhthong tinmangthea quy dinhcuaphap lu~thien hanh.

3. Bao dam phan quyen eho cac ca nhan truy c~p vao H~ thong.

4. Bao dam tinh xac thuc, d(>tin c~y cuatai lieu, dfr lieu luu hanh trong H~thong,

5. Cho phep kiem chirng, xac minh, thuc hien cac yeu dou nghiep V1,lkhac cua
cac dan vi, ca nhan co trach nhiem khi duoc yeu celu.

II. YEU cAu CHUNG KHI THIET KEH~ THONG

1. Dap irng dely du cac quy trinh vaIcy thuat v~ quanly van ban dien tir, l~p va
quan ly h6 sadien tu va dfr lieu d~c tal.

2. Co kha nang tich hQ'P,lien thong, chia se thong tin, dfr li~u vOicac h~ th6ng khac.

3. Co kha nang h~ th6ng hoa van ban, h6sa,th6ng ke s6luqt truy c~p van ban,
h6 sa,h~ th6ng.

4. Bao dam tinh xac thvc, tin c~y, toan v~n va kha nang truy c~p, su d1,lngvan
ban, tai li~u.

5. Bao dam luu trfr h6sathea thai h;;tnbflOquan.

6. Bao dam phil hqp v6i Khung ki€n truc Chinh phu di~n tu Vi~t Nam.

7. Bao dam d€ ti€p c~n va su d1,lng.

8. Cho phepkY s6, kiem tra, xac thvc chfrkY s6 thea quy dinh cua phap lu~t.

Giai thich:

IDfr li~u d~c ta cua van ban, h6sa la thong tin mo ta n(>idung, dinh d;;tng,ngfr
canh, cftu truc, cac y€u t6 cftu thanh van ban, h6sa; m6i lien h~ cua van ban, h6sa v6i
cac van ban, h6sa khac; thong tin v~ chfr ky s6 tren van ban; lich su hinh thanh, su
d1,lngva cac d~c tinh khac nh~m phl,lcV1,l qua trinh quan ly, tim ki€m va kha nang su
dl,lngcua h6sa, tai li~u.0y
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III. YEU cAu CHUC NANG CVA H~ THONG

1. D6i voi viec tao l~p va thea d5i van ban

a) Cho phep tao l~p van ban moi va chuyen d6i dinh dang van ban.

b) Cho phep dinh kern van ban.

c) Cho phep tao rna dinh danh van ban di.

d) Hi~n thi rmrc d9 khfrn cua van ban.

d) Cho phep nr dong e§p s6 cho van ban di va s6 d~n eho van ban d~n thea thir
tu va trinh tu thai gian trong nam.

e) Cho phep ben nhantir dong thong bao eho ben giri da nhan van ban.

g) Thong bao eho Van thu cua Truong khi e6 su trung lap rna dinh danh van
ban hoac ca ba tnrong thong tin s6, ky hieu va ten don vi ban hanh van ban.

h) Thong bao khi e6 van ban moi.

ij'I'hong bao tinh trang nhan van ban tai Truong.

k) Cho phep thong ke, thea doi, don d6e viec giai quyet van ban den,

1) Cho phep nguoi e6 tham quyen phan ph6i van ban d~n, thea d5i, don d6e
don vi, ca nhan giai quyet van ban dung thai han.

rn) Cho phep nguai e6 thfrrn quyen truy e~p, ehinh sua, ehuy~n l1;1idl,l thao van
ban, tai li~u.

n) Cho phep cae don vi, ea nhan gui van ban bi~t tinh tr1;1ngxu ly van ban eua
cae don vi, ea nhan nh~n van ban.

2. D6i v6i vi~e k~t n6i, lien thong

a) Bao dam k~t n6i, lien thong gifra cae H~ th6ng quan ly tai li~u di~n tu va H~
th6ng quan ly tai li~u luu trfr di~nill

b) C6 kha nang h01;1td9ng tren cae thi~t bi di d9ng thong rninh trong dieu ki~n
bao dam an toan thong tin.

c) C6 kha nang k~t n6i, lien thong va tieh hqp v6i cae h~ th6ng ehuyen dt,mg
khae dang dUQ'esu dt,mgt1;1iTruang.

3. D6i v6i an ninh thong tin

a) Bao dam cae e§p d9 an ninh thong tin thea quy dinh eua phap lu~t.

b) Bao dam phan quyen truy e~p d6i v6i tung h6 sa, van ban.

c) Canh bao Sl,lthay d6i ve quyen truy e~p d6i v6i tung h6 sa, van ban trong H~
th6ng eho d~n khi e6 xae nh~n eua nguai e6 thfrrn quyen.

4. D6i v6i vi~e l~p va quan ly h6 sa

a) Bao dam t1;1ol~p Danh rnve h6 sa trong H~ th6ng.

b) Bao dam t1;1orna eho mng h6 sa va tl,l d9ng danh s6thu tIJ eua van ban, tai
li~u trong h6 sa.\l V

V>/
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c) Lien kSt toan b<)van ban, tai lieu va dfr lieu di[teta co cling rna h6 sa trong
H~ thong d~tao thanhh6 sa.

d) Bao dam lien kSt cac tnrong thong tin trong Danh rnuc h6 sa cua tung h6 sa
voi toan b<)van ban, tai lieu, dfr lieu di[teta cua h6 sa.

d) Bao dam lien kSt va thong ke toan b<)h6 sa diroc l~p cua mot tai khoan cu the.

e) Cho phep gan mot van ban, tai lieu eho nhieu h6 sa duoc tao boi nhieu tai
khoan khac nhau rna khong e~n nhan ban.

g) Cho phep kSt xmlt toan b<)van ban, tai lieu, dfr lieu di[teta cua h6 sa sang
dinh dang (.pdt), (.xml) va bao dam trinhtv' thai gian hinh thanh van ban, tai lieu, dtt
lieu di[teta cua h6 sa.

5. U6i voi viec bao quan va luu tru van ban, h6 sa

a) Luu van ban va cae thong tin v~ qua trinh giai quySt van ban g6m:YkiSn chi
d~o, phan ph6i van ban dSn eua nguai co thftm quy~n; cae dv thao van ban eua ea
nhan duqe phan eong so~n thao; y kiSn gop y eua ea nhan, dan vi co lien quan; y kiSn
chi d~o eua lanh d~o; y kiSn phe duy~t,ehiutraeh nhi~m n<)idung eua lanh d~o dan vi
ehu tri so~n thao; y kiSn phe duy~t ehiu traeh nhi~m v~ th~ thue,kY thu~t trinh bay
van ban eua nguai co thftm quy~n; lieh su truy e~p va xem van ban; cae tae d<)ngkhae
vao van ban.

b) Cho phep tv d<)ngthong bao h6 sa dSn h~n n<)p luu vao Luu trfr cO'quan
tru6e 30 ngay k~ tu ngay Luu trfr cO'quan thong bao Danhmve h6 sa n<)pluu eho dan
vi giao n<)ptai li~u.

c) Bao dam thve hi~n n<)pluu h6 sa vao Luu trfr cO'quan, Luu trfr lieh suo

d) Bao dam sv toan v~n, tin e~y, khong thay d6i eua van ban, h6 sa.

d) Bao dam kha nang truy e~pva su dVngh6 sO',van ban theathai h~ bao quan.

e) Bao dam kha nang di ehuy~n h6 sO',tai li~u, dfr li~u di[teta va thay d6i dinh
d~ng van ban khi co sv thay d6i v~ eong ngh~.

g) Co kha nang sao lUlldinhkY, d<)txuftt va phve h6i dfr li~u khi gi[tpsv e6.

6. U6i v6i th6ng ke, tim kiSm va su dVng van ban, h6 sa

a) Cho phep th6ng ke s6 luqng h6 sO',van ban, tai li~u; s6 luqt truy e~p vao
tUng h6 sO',van ban, tai li~u.

b) Cho phep th6ng ke s6 luqt truy e~p vao H~ th6ng thea yeu e~u euanguai
quan ly, quan trio

c) Cftp quy~n, ki~m soM quy~n truy e~p vao h6 sa luu tm di~n tu va dfr li~u di[te
ta eua h6 sa lUll trfr.

d) Cho phep tim kiSm van ban, h6 sa d6i v6i tftt ea cae truerng thong tin d~u
vao eua van ban, h6 sa va n<)idung eua van ban, tai li~u.

d) Cho phep Iva eh9n hi~n thi cae truerng thong tin eua van ban, h6 sa trong kSt
qua tim kiSm.

e) Cho phep luu va su dvng l~i cae yeu cftu tim kiSm.~
7
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g) Cho phep hien thitlnr tu k€t qua tim kiem.

h) Cho phep k€t xuat k€t qua tim kiem ra cac dinh dang t~p van ban ph6 bien:
(.doc), (.docx), (.pdf).

i) Cho phep tai hoac in van ban, tai lieu, dtr lieu dac tao

k) Cho phep danh dfruvao van ban, tai li~u, dfr lieu dacillduoc in raillH~ thong,

1)Luu lich sir truy c~p va su dung van ban, tai lleu.

7. B6i voi viec quanly dfr li~u d~c ta

a) Luu cac y€u t6 dfr lieu dac ta lien quan den mot van ban, h6 so cu th~ thea
thai han bao quan,

b) Hi~n thi toan bQ dfr lieu d~c ta cua mQt van ban, h6 so khi c6 yeu c~u cua
nguoi sir dung duoc cftp quyen.

c) Cho phep nhap dfr lieu d~c ta b6 sung cho van ban, h6 so.

d) Luu dtr lieu d~c ta cua qua trinh ki~m soM an ninh van ban, h6 sO',h~ th6ng.

d) Luu va c6 dinhS\1' lien k€t cua mQt van ban, h6 sO'v6'i tfrt ca cac y€u t6 dfr
li~u d~c ta lien quan.

8. B6i v6'i vi~c thu h6i van ban

a) B6ng bang van ban di va dfr li~u d~c ta van ban di khi c6 l~nh thu h6i van
ban cua cO'quan, t6 chilc.

b) Huy van ban den va dfr li~u d~c ta van ban den khi c6 l~nh thu h6i van ban
ill cO'quan, t6 chilc phM hanh van ban.

c) Luu dfr li~u d~c ta cua qua trinh thu h6i van ban.

IV. YEU cAu VE QUAN TRJ H:E:THONG

1. H~ th6ng cho phep nguai duqc giao quan tri H~ th6ng thgc hi~n nhfrng
nhi~m V\l sau:

a) T~o l~p nh6m tai li~u, h6 sO'thea cfrp dQthong tin khac nhau.

b) Phan quy€n cho nguai su d\lng thea quy dinh cua Truang.

c) Truy c~p vao h6 sO'va dfr li~u d~c ta cua h6 sO'thea quy dinh cua Truang.

d) Thay d6i quy€n truy c~p d6i v6'i h6 sO',van ban khi c6 sg thay d6i quy dinh
cua Truang.

d) Thay d6i quy€n truy c~p cua cac tai khoan ca nhan khi c6 nhfrng thay d6i v€
vi tri cong tac cua ca nhan d6.

e) Ph\lc h6i thong tin, dfr li~u d~c ta trong truang hqp 16ih~ th6ng va thong bao
k€t qua ph\lC h6i.

g) Kh6a ho~c d6ng bang cac t~p hqp (van ban, h6 sO',nh6m tM li~u) d~ ngan
ch~n kha nang di chuy~n, x6a ho~c sua d6i khi c6 yeu c~u cua nguai c6 th~m quy€n.

2. Canh bao xung dQtxay ra trong h~ th6ng.

3. Thi€t l~p k€t n6i lien thong.U?
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V. THONG TIN DAu RA eVA Hlj: THONG

1. S6 dang ky van ban d~n

2. Bao cao tinh hinh giai quyet van ban d~n

3. s6 dang ky van ban di

4. Bao cao tinh hinh giai quyet van ban di

5. s6 ban hanh Quyet dinh

6. s6 ban hanh HQ'Pd6ng

7. s6 dangky Saoy van ban

8. Muc luc van ban trong h6 sa

9. Muc luc h6soI,~t / /.. ~


