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QUY CHE
CAmy toe Van tlur- Liru trfr

(Ban hanh kem theo Quyet ciinh s6:274/QD-DHSPTDTTHN, ngay 26 I hang 05 
nam 2021 cua Tnmng Dai hoc Supham The dye The thao Hd Noi)

Chuong I
QUY DINII CHUNG

Dieu 1. Pham vi dieu chrnh va doi tup’ng ap dung
1. Pham vi dieu chinh: Quy chc nay quy dinh vc cac boat dong Van thu', 

Lun trir trong qua trinh thirc hicn chuc nang, nhiem vu cua Truong Dai hoc Sir 

pham The due The thao I hi Noi (DI1SIJ TDTT UN).
2. Doi tirong ap dung: Ap dung voi tat ca to chuc. ca nhan thuqc, true thuoe 

I ruong Dl ISP TD'I’T HN.
Dieu 2. Giai tinch tir ngfr

I rong Quy chc nay, nhi'mg tir ngu' diroi day dupe hieu nlur sau:
Cony tae Van tlur bao gom cac cong vice vc soan thao, ban hanh van ban; 

quan ly vaa ban va tai lieu khac hinh thanh trong qua trinh boat dong, quan iy va 

sir dung con dau ciia Truong DHSP TDTT HN.
Cong tae Liru tru bao gom cac cong vice vc thu thap, chinh ly, xac dinh gia 

tri. bao quan, thong kc va sir dung tai lieu liru trir hinh thanh trong qua trinh boat 
dong cua Truong DHSP TDTT HN.

1. “Van ban’’ la thong tin thanh van dirge truyen dat bang ngon ngu hoac ky 

hieu. hinh thanh trong boat dong cua tnrbng va dirge trinh bay diing the thirc, ky 

thuat theo quy dinh.
2. “Van ban chuycn nganh” la van ban hinh thanh trong qua trinh thirc hicn 

boat dong chuycn mdn, nghicp vu ciia mot nganh, ITnh virc do ngudi dirng dau co 

quan quan ly nganh, linli virc quy dinh.
3. “Van ban hanh chinh" lit van ban hinh thanh trong qua trinh chi dao, dieu 

hanh, giai quyet cong vice cua tnrdng.
4. “Van ban dicn tir” la van ban diroi dang thong dicp dir lieu dirge tao lap 

hoac dirge so hoa tir van ban giay \ra trinh bay dung the thirc, ky thuat, dinh dang
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thco quy dinh.
5. “Van ban di“ la tat ca cac loai van ban do cac dan vi trong Iruong ban

hanh.
6. “Van ban don” la tat ca cac loai van ban do van thir tnrang licp nhan dirge 

tir ca quan, to chirc, ca nhan khac giri den.
7. “Ban thao van ban" la ban dirge vict lioac danh may hoac tao lap bang 

phirong ticn dicn tir hinh than!1, trong qua trinh soan thao mot van ban cua tnrang.
8. “Ban gbc van ban” la ban hoan chinh vc noi dung, the thirc van ban, dirge 

ngirai co tham quyen true ticp ky tren van ban giay.
9. “Ban chinh van ban giay” la ban hoan chinh vc noi dung, the thirc van 

ban, dirge tao tir ban co chir ky true ticp cua ngirai co tham quyen.
l(). “Ban sao y” la ban sao day du, chinh xac noi dung cua ban goe hoac ban 

chinh van ban, dirge trinh bay thco the thirc va ky thuat quy dinh.
I l. “Ban sao luc” la ban sao day du, chinh xac noi dung cua ban sao y, dirge 

trinh bay thco the thirc va ky thuat quy dinh.
12. “Ban trich sao” la ban sao chinh xac phan ngi dung cua ban goe hoac 

phan noi dung cua ban chinh van ban can trich sao, dirge trinh bay thco the thirc va 

ky thuat quy dinh.
13. “Danh muc ho so” la bang kc co he thong nhirng ho so du kicn dirge lap 

trong nam cua tnrang.
14. “116 so'” la tap hop cac van ban, tai lieu co lien quan voi nhan vc mot van 

dc, mot sir vice, mot doi tugng cu the hoac co dac diem cluing, hinh thanh trong 

qua trinh thco doi, giai quyet cong vice thuoc pham vi, chirc nang, nhiem vu cua
tirng don vi.

15. “Lap ho so” la vice lap hgp, sap xcp van ban, tai lieu hinh thanh trong 

qua trinh thco doi, giai quyet cong vice cua ca quan, to chirc, cii nhan thco nhirng 

nguyen tac va phirong phap nhat dinh.
16. “I Ic thong quan ly tai lieu dicn tir” la I Ic thong thong tin dirge xay dung 

voi chirc nang chinh dc thirc hicn vice tin hoc hoa cong tac soan thao, ban hanh 

van ban; quan ly van ban;
17. “Van thir ca quan” la bo phan thirc hicn mot so nhiem vu cong tac van 

thir cua tnrang.
18. “Liru trii ca quan” la to chirc thirc hicn boat dong hru IrCr doi vai tai lieu 

luu trir cua trirong.
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a. Iloqt dong hm tru ia boat dong Ihu lhap, chinh ly, xac dinh gia trj, bao 
quan, thong kc, sit' dung tai lieu iiru trir.

b. Tai Hen la vat mang tin dirge hinh thanh trong qua trinh boat dong cua co 
quan, to chirc, ca nhan.

Tai lieu bao gbm van ban, dir an, ban vc thict kc, ban do, cong trinh nghicn 
eu'u, so saeh, bicu thong kc; am ban, diromg ban phim, anh, vi phim; bang, dla ghi 
am, ghi hinh; tai lieu dicn tir: ban thao tae pham van hoe, nghc thuat; so eong tac, 
nhat ky, hoi ky, but tieh, tai lieu vict tay; tranh vc hoae in; an pham va eae vat 
mang tin khac.

e. Tai lieu hat /nr la tai lieu co gia tri phue vu boat dong thue ticn, nghicn 
ciru khoa hoc, lich sir dirge lira ebon dc luu trir.

Tai lieu Iiru trir bao gbm ban gbe, ban ehinh; trong trir bug hop khong eon ban 
gbc, ban ehinh thi dirge thay the bang ban sao hgp phap.

Dicu 3. Nguyen tac, yen can quan ly cbng tac Van thir- Luu tru
1. Nguyen tae
Cong tae Van thir, Lira tru dirge thue hicn thong nhat thco quy dinh cua

phap luat.
2. Yen can
a) Van ban cua eae don vi. phong, ban phai dirge scan thao va ban hanh 

dung tham quyen, trinh tir, thu tue, hinh thue, the thue va ky thuat trinh bay thco 

quy dinh cua phap luat.
b) Tat ea van ban di, van ban den tnrbng dirge quan ly tap trung tai bo phan 

Van thu dc lam thu tue ticp nhan, dang ky, vao so tru nhung loai van ban dirge 

dang ky rieng thco quy dinh cua phap luat.
e) Van ban di, van ban den (huge ngay nao phai dirge dang ky, phat hanh 

hoae ehuyen giao trong ngay thco dudng gui true ticp va thu dicn tir, cham nhat la 

trong ngay lam vice ticp thco.
Van Ban den eb eae mire do khan: “Bba toe”, I hugng khan” va “Khan” 

(sau day ggi ehung la van ban khan) phai dirge dang ky vao so, trinh va ehuyen 

giao ngay sau khi nhan dirge.
d) Van ban di phai dirge vao so ehuyen giao van ban thco dbi thoi ban giai 

quyet, cap nhat trang thai gui, nhan, xu ly.
d) Van ban den gui cho eae dim vi phai dirge thco dbi thai ban giai quyet,

ccr

cap nhat, dbn doe xu ly eae van ban co nop bao cao dung thai ban.
c) Ngubi dirge giao giai quyet, thco dbi cbng vice eb trach nhiem lap hb so 

vc cbng vice dirge giao va nbp luu hb so, tai lieu vao Luu trir ea quan.
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g) Quan ly Con dan, (ihict bi liru khoa hi mat ncu co )cua tnrcmg phai dirge 

quan ly, sir dung thco quy diiih cua phap luat.
h) Yen can ve he thong quan ly tai lieu dien tir:
Dap irng day du eac yen can quy trinh nghiep vu thu nhan, liru trir, cap nhat, 

bao quan, eung cap, khai thae va sir dung tai lieu liru trir dien tir ve tai nguyen va 

moi tnrd'ng. Bao dam tao lap, quan ly, 1 iru trir tap tiling, thong nhat, dong bo co so 

du lieu, tai lieu liru trfr dien tir tai nguyen va moi truong va eac yen can ky thuat de 

tai lieu liru trir dien tu co tinh xae thue, toan ven, nhat quan, an toan thong tin, co 

kha nang truy cap ngay tir khi tiii lieu dirge tao lap;
Dien 4. Gia tri phap ly eua van ban dien tu (neu co).
1. Van ban dien tir dirge ky so bdi ngirdi eo tham quyen va ky so eua eo 

quan, to chirc thco quy dinh eua phap luat eo gia tri phap ly nhu ban goc van ban 

giay.
2. Chir ky so tren van ban dien tir phai dap irng day du eac quy dinh eua

phap luat.
Dieu 5. Trach nhiem ciia ea nhan, to chire thuoc, true thuoe Truong doi 

voi edng the Van thu — Lain trfr:
/. Trach nhiem cua I lieu tnrd'ng:
- llicu truong la ngudi diing dan co quan trong pham vi quyen han dirge 

giao co trach nhiem chi dao thirc hicn dung quy dinh ve cong tae van thu 

chi dao vice nghicn eiru, irng dung khoa hoe va edng nghe vao edng tae van thu 

liru trir.

liru trir;

- I d chire thue hicn, chi dao kiem tra vice thue hicn cac chc do, quy dinh ve 

edng tae Van thu, Liru trir ddi vdi eac don vi true thude; giai quyet khicu nai, to 

eao va xir ly vi pham phap luat ve edng tae Van thu, Luu tru thco tham quyen.
- Bd tri dien tich bao quan tai lieu luu trir va eac phuong ticn bao quan can 

thiet; Dau tu kinh phi dam bao thirc hicn edng tae Van thu - Luu trir.
2. Trach nhiem cua Pho I lieu truemg Phu trach cong tdc l/CTII:
- Kiem tra vice thue hicn ddn doe cac don vi gui nop bao eao diing thdi ban 

len cap Iren, ngang cap va eac chc do, quy dinh ve edng tae Van thu, Luu tru ddi 
vdi eac don vi true thude; giai quyet khicu nai, to eao va xir ly vi pham phap luat 
ve edng tae Van thu, lu.ru tru thco tham quyen.

3. Trach nhiem cua Trurmg phdng I Ianh chinh tong hop:
- Truong phdng lianh chinh tong hop giiip I lieu truong true ticp quan ly, 

kiem tra, giam sat vice thirc hicn edng tae Van thu, Luu trir tai Truong Dai hoe Sir
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pham The due The thao I la K' )l
- To ehue xay dung, ban iianh, eln dao vi e xay dung quy ehc Van Ihir - Luni r>

trir.
- To ehu'c lurong dan nghiep vu vc cong tae Van Ihu, Lun tnr theo dung quy 

dinh hicn hanh.
4. Track nhiem ciia chuyen vien hoac ca nhein phu track cong tac Van tku:
a) Dang* ky, thirc hicn Ihu tuc phat hanh, ehuyen phat va theo doi vice 

chuycn phat van ban di.
b) Ticp nhan, dang ky van ban den; trinh, chuycn giao van ban den bang so 

va true ticp tren thu dicn tu (co danh sach can bq kiem nhiem lam cong tac van thu 

tai lung don vi). Don doc nhac nho cac don vi nop bao cao dung thoi han.
e) Quan ly So dang ky van ban di - den cua trubng, so dang ky quan ly va sir 

dung con dau, so chuycn giao van ban di nqi bo, so theo doi giai quyet van ban 

den.
d) Quan ly, sir dung con dau, thick bi lun khoa bi mat cua trirdng (ncu co); 

cac loai con dau khac theo quy dinh.
d) Sean, lun tai lieu lun tru tren may tinh, dang ky vao phan mem.
5. Track nhiem cua chuycn vien hoac ca nhan phu track cong tac Lun tru:
a. Huong dan vien ehue, sy quan, ngudi lao dong trong nha trirdng lap ho 

sir va chuan bi ho so, tai lieu giao nop vao Lira trir Truong Dai hoc Sir pham The 

due The thao 1 la Nqi.
b. Thu thap hd so, tai lieu den han nqp lun vao Lun tru Trubng Dai hoe Su

■» . ■>

pham The due The thao 1 la Nqi.
e. Sap xcp, bao quan va phuc vu vice tra cuu, sir dung ban lun van ban. Thu 

thap tai lieu cua cac don vi vao kho Lun tru cua trubng. Phan loai, chinh ly, xac 

dinh gia tri, thong kc, sap xcp her so, tai lieu;
d. Dao vc, bao quan an loan ho so1, tai lieu;
d. Phuc vu khai thac, sir dung ho so, tai lieu lun tru;
c. Lam cac thu tuc lieu huy tai lieu het gia tri;
6. 'Track nhiem cua Truong pko cac don vi trong Truong DUST TDTT11N
a. Truong, pho cac don vi ehue nang (phong, ban, khoa, TTGDQP...), ngudi 

dung dau cac don vi true thuqc eo trach nhiem tricn khai va to ehue thuc hicn theo 

quy die, quy dinh vc Van thu, Lun tru cua Trirdng DI ISP TDTT 1 IN.
b. Can cu nhung quy dinh phap luat ban hanh, thu'c hicn driy du cac die do vc 

cong tae Van thu - Lun trir theo dung trinh tu, ehue nang, nhiem vu da dupe giao.
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7. Trach nhiem cua can bo kiem nhiem cong tac Van thu\ Lint Iru tai cac don 

vi phong, ban, khoa:
a. Chuycn vicn kicm nhiem trong qua trinh theo doi, giai quyet cong vice co 

lien quan den eong tac Van thir, Lun trir phai (hire hicn dung quy dinh tai Quy chc 

nay va cac quy dinh cua phap luat co lien quan.
b. Chuycn vicn kicm nhiem co trach nhiem lap ho sct vc cong vice dirge giao 

giai quyet va nop liru ho so, tai lieu vao Luu tru Truong DHSP I D FT I IN' dung 

ban.
8. Truck nhiem cua cue to chuc, ca nhdn khac thuc hien nhiem vu ve VTLT 

theo quy dinh cua Phdp luat vd nhd truang.
Cac to chuc, ca nhan khac thuc hien nhiem vu vc VTLT co trach nhiem lap 

ho so ve cong vice dirge giao giai quyet va nop luu ho so, tai lieu vao Luu tru 

Truong DHSP TDTT I IN dung han.
Dicu 7. Kinh phi cho cong tac Van thu - Luu tru’

1 Kinh phi cho cong tac Van thu, Luu tru cua trudng dirge bo tri kinh phi cho 
cong lac van thu trong du loan ngan sach nha trudng dirge cap hang nam.

2. Kinh phi cho cong Lie van thu dirge sir dung vao cac cong vice

a. Xay dung, cai tao kho luu tru;

b. Mua sam, nang cap he thong, ha tang ky thuat, (rang thict bi, vat tu ticu hao 
phuc vu cong tac van thu.

c. Bao dam thong tin lien lac, chuycn phat van ban, so hoa van ban.
d. Nghicn cuu, ung dung khoa hgc va chuycn giao cong nghc trong cong tac

van thu.
c. To chuc tap huan, boi dudng nghicp vu cong tac Van thu, Luu tru va cac 

cong vice khac co lien quan.
g. Nhung boat dong khac phuc vu hien dai hoa cong tac Van thu - Luu tru.
3. Khuyen khich to chuc, ca nhan trong nude va to chuc, ca nhan ngoai nude 

dong gop, tai trg cho vice bao vc va phat huy gia tri tai lieu luu trir.
4. Hien trudng co trach nhiem bao dam kinh phi cho cac cong vice dirge quy 

dinh tai khoan 1 dicu nay.
Dicu 8. Bao vc hi mat nha nude trong cong tac Van thu - Luu trir
Moi boat dong trong cong tac Van thu, Luu trir cua Trudng Dai hgc Sir 

pham The due The thao 11a Noi phai thuc hien theo die quy dinh cua phap luat vc 

bao ve bi mat nha nude.
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C h iron « ! \
CONG TAC VAN I IIU

IMuc 1
THE THLIC, KY Till)AT TRINH BAY VAN BAN hAnII CHINH

Dicu 9. Cac loai van ban hanh chfnh
Van ban hanh chinh gom cac loai van ban sau: Nghi quyct (ca bict), quyct 

dinh (ca bict), chi Ihi, quy chc, quy dinh, thong cao, thong bao, huang dan, chuang 

trinh, kc hoach, phuong an, dc an, dir an, bao cao, bicn ban, td trinh, hop dong, 
cong van, cong dicn, ban ghi nhd, ban thoa thuan, giay uy quycn, giay mdi, giay 

gidi thicu, giay nghi phcp, phicu giri, phicu chuycn, phicu bao, tlur cong.
Dicu 10. The time van ban
1. The thde van ban la tap hop cac thanh phan can thanh van ban, bao gom 

nhirng thanh phan chinh ap dung doi vdi tat ca cac loai van ban va cac thanh phan 

bo sung trong nhung tnrdng hop cu the hoac doi vdi mot so loai van ban nhat dinh
2. The thde van ban hanh chinh bao gom cac thanh phan chinh
a) Quoc hicu va l ieu ngd.
b) Ten don vi chu quan va dan vi ban hanh van ban.
c) So, ky hicu cua van ban.
d) Dia danh va thdi gian ban hanh van ban.
d) fen loai va Inch yen nqi dung van ban.
c) Noi dung van ban.
g) Chbc vu, ho ten va chd ky ciia BGI1, Lanh dao don vi.
h) Dau, chd ky so ciia tnrdng.
i) No'i nhan.
3. Ngoai cac thanh phan quy dinh tai khoan 2 Dicu nay, van ban co the bo 

sung cac thanh phan khac.
a) Phu luc.
b) Dau chi dp mat, mdc do khan, cac chi dan vc pham vi luu hanh.
e) Ky hicu ngudi soan thao van ban va so lupng ban phat hanh.
d) Dia chi co' quan, to chdc; thu dicn td; dang thong tin dicn td; so dicn 

thoai; so Fax.
4. The thde van ban hanh chinh dupe there hicn thco quy dinh tai Phu luc f 

Nghi dinh nay.



Dieu 1 1 Ky thuat trinh bay van ban
Ky thuat trinh bay van ban bao gom: Kho giay, kicu trinh bay, dinh 1c trang, 

phong chCr, cd chir, kicu chir, vi tri trinh bay eac thanh phan the thi'rc, so trang van 

ban. Ky thuat trinh bay van ban hanh chinh dirge thgc hicn thco quy dinh tai Phu 

luc I Nghi dinh nay. Viet hoa trong van ban hanh ehinh dirge thire hicn thco quy 

dinh tai Phu luc 11 Nghi dinh nay. Chir viet tat ten loai van ban hanh ehinh dirge 

thire hicn thco quy dinh tai Phu luc 111 Nghi dinh nay.

Muc 2
SOAN THAO VA KY BAN HANH VAN BAN HANH CIUNH

Dieu 12. Soan thao van ban
1. Can eir eh ire nang, nhiem vu, quyen han va mue dieh, noi dung cua van 

ban can soan thao, 1 lieu trirong, Pho 1 lieu tnrdng giao eho don vi hoae ea nhan ehu 

tri soan thao van ban.
2. Dan vi hoae ea nhan dirge giao chii tri soan thao van ban thire hicn eac

eong vice:
a. Xac dinh ten loai, noi dung va do mat, mire do khan eua van ban can soan

thao;
b. Thu thap, xir ly thong tin co lien quan;
e. Soan thao van ban dung hinh thire, the thire va ky thuat trinh bay.
d.Tnrdng hop can thict, de xuat vdi Lanh dao rnrdng 1)1 ISP l Drl T 11N 

tham khao y kicn phong, ban, khoa, bo mdn va cae ea nhan cd lien quan; nghicn 

ci'ru ticp thu y kicn dc hoan ehinh ban thao;
- Trinh duyet dir thao van ban kem thco tai lieu cd lien quan.
Ddi vdi van ban dien lir (neu ed), ea nhan dirge giao nhiem vu soan thao van 

ban ngoai vice thire hicn eac noi dung neu tren phai chuyen ban thao van ban, tai 
lieu kem thco vao I Ic thong va cap nhat cae thong tin can thict.

3. Tnrdng hop can sira ddi, bo sung ban thao van ban, ngirdi ed tham quyen 

eho y kicn vao ban thao van ban hoae tren lie thong (neu ed), chuyen lai ban thao 

van ban den lanh dao dan vi chu tri soan thao van ban dc chuyen eho ea nhan dirge 

giao nhiem vu soan thao van ban.
4. Ca nhan dirge giao nhiem vu soan thao van ban chin trach nhiem trade 

Hicn tnrang va lanh dao don vi. tnrdc phap luat vc ban thao van ban trong pham vi 
eh ire trach, nhiem vu dirge giao.
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Diou 13. Duyct ban than van ban
1. Ban thao van ban phai do ngirai lanh dao don vi duyct va trinh len I^CjII.
2. Truong hop ban thao van ban da dirge BGH Truong DHSP riTI T I IN

phe duyct nhung can sua chua, bo sung thi phai trinh Truong, pho don vi ky xcm 

xct, quyet dinh.
Dieu 14. Kiem tra van ban truoc khi ky ban hanh
1. Truong, pho don vi chu tri soan thao van ban phai kiem tra va chin trach 

nhiem vc do chinh xac cua noi dung van ban, ky nhay/tat vao cuoi noi dung van 

ban (sau dan ./.) truoc khi trinh Lanh dao Truong Dai hoc Sir pham The due The
thao Ha Noi ky ban hanh; dc xuat mire do khan; doi ehicu quy dinh cua phap luat
vc bao vc bi mat nha nude xac dinh vice dong dau mat, doi tuong nhan van ban, 
trinh ngubi ky van ban quyet dinh.

Vd:
Dieu 3. Cac ong (ba) 'Truong phong To chuc can bo, Kc hoach tai chinh, cac 

don vi chin trach nhiem thi hanh Quyet dinh nay./. <—

2. Truong - pho phong 11CTH la ngubi dirge giao trach nhiem giup I lieu 

trubng Truong Dai hoc Sir pham The due 'The thao Ha Noi quan ly cong tac van 

thu, phai kiem tra va chin trach nhiem vc hinh thue, the thuc, ky thuat trinh bay, 
thu Lie ban hanh van ban va phai ky nhay/tat vao vi tri cuoi cung b “Noi nhan”.

Vd:

Doi voi eon» van:
Noinhan: *

- Nhu Dieu 3;

Noinhan: +

- Nhu tren;

l.uu: IICTII.'I'CCB. l.uu: HCnt.TCCB.

Dieu 15. Ky ban hanh van ban
1. Quyen ban, chuc vu, ho va ten, chfr ky ciia ngubi cb tham quyen: 
a) Hieu trubng

i Phu trach chung, chin trach nhiem loan dicn trubc Bo trubng Bo Giao due 

va Dao tao vc thue hien nhiem vu cua Hieu truong thco cac quy dinh cua phap luat 
va Dieu 1c trubng dai hoc.

VD:

HIEU IRGONG
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b) Pho Hicu trub'ng
- Dirge Hicu truang uy quyen “KLy lhay” cac van ban thuoc ITnh virc dirge 

phan cong phii traeh (Kem thco Bien ban phan cong nhiem vu eong tae eua lian 

Giam hicu va Quyet dinh eua Hicu truang vc vice uy quyen ky eac van ban thuoc 

lung ITnh vire eong tae tai I’nrang DHSP TDTT I IN).
- I rong truang hgp dae bict Pho Hicu truang thuang true dirge Hicu truang 

uy quyen “Ky thua uy quyen” mot so van ban thuoc traeh nhiem Hicu truang phai 
ky Irong khoang thai gian Hicu truang di eong tae (Kem thco van ban eua Hicu 

truang vc vice uy quyen ky “Thua Uy quyen”. Ngudi dirge giao ky thua uy quyen 

khong dirge uy quyen lai cho ngudi khac ky).
- Pho 1 lieu truang

Phu traeh ITnh vuc khdi Hanh ehinh ve ea sd vat chat, An ninh trat tu, Y tc 

hoe dudng, cong tae sinh vicn, eac dc an xay dung, eai tao, sua dura vat chat, chiu 

traeh nhiem trude Hicu truang va Hoi dong trudng vc thuc hicn nhiem vu dirge Hicu 

trirong Phan cong thco quy dinh ( CV di QD: 278/QD ngay 26/5/2021 vc vice phan 

eong nhiem vu eua BG11).
True ticp phu traeh cac dan vi: Phong Quan tri thict bi, 1 lanh ehinh Tong hop, 

Ban quan ly luu hoe sinh; Ban chti nhiem sinh vicn; Trung tarn BD& I’CSK; Vicn NG 

GDTC&YHVD; Tram Y td
- Pho Hicu trudng
Phu traeh ITnh vuc khdi Dao tao chin traeh nhiem trude Hicu trudng va Hoi 

dong trudng vc thuc hicn nhiem vu dugc Hicu trudng Phan eong thco quy dinh ( CV 

di QD: 278/QD ngay 26/5/2021 vc vice phan cong nhiem vu eua BGH).
True ticp phu traeh eac don vi: Phong Quan ly Dao tao & CTSV; Khoa DT Sau 

dai hoe; Phong DBCL&TT; Trung tarn NN-TH; Phong QLKH-HTQT&TV; cac khoa; 
eac de an, du an.

VD:
KT. HIED TRUONG 
PHO HIEU I RUONG

c) Truong, pho cac cion vi
- I lieu trudng ed the uy quyen “Ky thua lenh” eac van ban ndi bd thude ehue 

nang, nhiem vu eiia dim vi thco quy dinh ciia “Dicu Id to ehue boat dong eiia 

trudng DHSP TDTT HN.
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VI):
1 L.HIEl TIHI'O'NC;

I P.TO rm c CAN BO & I RUYEN THONG

3. Cac hinh thuc ky : (phai ghi K1.), ky tlura lenh (phai ghi PL.), ky Thua 

uy quycn (phai ghi TUQ.)
a. Ky thay:
- Hieu tru'ang co the uy quycn cho cap pho ky thay cac van ban thuoc cac 

ITnh vuc dugc phan cong phii trach. (Lu-u y la vice phan cong nay phai dirge there 

hicn bang van ban nhir : Giay uy quycn hoac Ban phan cong nhiem vu.
Vd:
- Ncu Pho Hieu tru’dng ky thay thi ghi:

KT. HIEU HU ONG 
PHO HIEU TRUONG

b. Ky thua liy quycn:
1 Hieu tnrong co the giao mot cap dirge thu tnrcmg uy quycn ky mot so van

ban nhat dinh.
I Dicu kicn thirc hicn ky thira uy quycn:

- Ky thira uy quycn chi dirge thirc hicn trong trirdng hgp Hieu tnrong di 
cong lac dai ngay.

- Vice giao ky thira uy quycn phai dirge quy dinh bang bicn ban uy quycn.
- Noi dung cong vice giao ky thira uy quycn phai cu the.
- Vice giao ky thira uy quycn chi gioi han trong mot thdi gian cu the.
- Ngirdi dirge giao ky thira uy quycn khong dugc uy quycn lai cho ngirdi

khac ky.
Vd:
Ncu Pho Hieu trirdng ky thira uy quycn thi ghi:

TUQ. HIEU TRU ONG 
PHO HIEU TRUONG

c. Ky Thira lenh:
) Hieu trirdng co the giao cho mot so Trirdng, pho don vi ky thira lenh (TL.) 

mot so loai van ban.
+ Trirdng, pho don vi ky thira lenh trong cac trudng hop Van ban do don vi 

minh scan thao va ban hanh va xin y kien Hieu tnrong duvet.
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Vice giao ky thira lenh phai dirge quy dinh eu the trong quy chc cong tae 

van thu eua tnrdng nhir sau:
VD: Doi vdi Truong Phong HCTH ky van ban “Thira lenh” thi ghi nhir sau:

TL. HIEU TRUONG 
it. hAnii CHINH- TONG HOP

d. Ngudi ky van ban phai chiu traeh nhiern truoe phap luat vc van ban do 

minh ky ban hanh. llicu truong phai chiu traeh nhiern truoe phap luat ve toan bo 

van ban do tnrdng ban hanh ra.
c. Doi vdi van ban giay, khi ky van ban dung but co mire man xanh, khong 

dung cac loai mire de phai.
f. Doi vdi van ban dicn tir (ncu co), ngudi co tham quyen thuc hicn ky so. Vi 

tri, hinh anh chu ky so thco quy dinh tai Phu lire 1 Quy chc nay.

Chiro'ng II!
QI AN LY VAN BAN

Vine !
QUAN LY VAN BAN 1)1

Dieu 16. Trinh tirquan ly van ban di
1. Cap so, thdi gian ban hanh van ban.
2. Dang ky van ban di.
3. Nhan ban, dong dau, (dan chi do mat, khan ncu co), (doi vdi van ban 

giay); Chu ky so eua BGI1 (ncu co - doi vdi van ban dicn tu).
4. Phat hanh, chuycn giao va thco doi vice chuycn phat van ban di.
5. Liru van ban di (Van ban dirge luu thco tirng thang, Van ban di - van ban 

den (Luu rieng bict) Vao eudi thang 12 hang nam nop vao Kho Luu tru.)
Dieu 17. Cap so, thdi gian ban hanh van ban
1. So va thdi gian ban hanh van ban dirge lay thco thu tu va trinh lu thdi 

gian ban hanh van ban eua tnrdng trong nam (bat dau lien ticp tu so 01 vao ngay 

01 thang 01 va ket thue vao ngay 31 thang 12 hang nam), so va ky Then van ban la 

duy nhat trong mot nam, thong nhat giua van ban giay va van ban dicn tu (ncu co).
a) Vice cap so van ban chuycn nganh (VD: i d trinh, K.c hoaeh, Cong van... 

do ngudi dung dau quan ly nganh, ITnh vuc quy dinh dirge cap he thong so rieng. 
(ncu so luong tirng van ban viral qua 500 so)
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b) Vice cap so van ban hanh chinh do 1 lieu trudng quy dinh.
2. Ddi vdi van ban giay., vice cap so, Ihdi gian ban hanh dirge thirc hicn sau 

khi co ehi'r ky eua BG11, Truxyng pho dan vi, chain nhat la trong ngay lam vice 

tiep thco. Van ban mat dirge cap he thong so rieng dirge cap he thong so rieng. 
(ncu so lirgng tirng van ban virpl qua 500 so).

3. Ddi vdi van ban dien tir: vice cap so, thdi gian ban hanh dirge thirc hicn 

trude khi ed chir ky eua BG1I, Truong pho don vi, chain nhat la trong ngay lam 

vice tiep thco.
Dieu 18. Dang ky van ban di
1. Vice dang ky van ban bao dam day du, chinh xae cac thong tin can thict 

eua van ban di.
2. Dang ky van ban
Van ban dirge dang ky bang so truyen thong hoac bang van ban dien tir
a) Dang ky van ban bang so
Van thir co quan dang ky van ban vao so dang ky van ban di. Man so dang 

ky van ban di thco quy dinh tai Phu lue IV Quy ehc nay.
3. Van ban mat dirge dang ky thco quy dinh eua phap luat vc bao vc bi mat 

nha nude (ncu so lirgng van ban hang nam nhicu).
Dieu 19. Nhan ban, dong dan, ky so va dau chi do mat, miic do khan
1. Nhan ban, dong dau va dau chi tip mat, mire dc) khan ddi vdi van ban giay
a) Van ban di dirge nhan ban thco dung so lirgng dirge xae dinh d phan noi 

nhan eua van ban.
b) Vice dong dau va dau chi do mat, mtre do khan, dirge thuc hicn thco quy 

dinh tai Phu lue I Quy ehc nay.
Dieu 20. Phat hanh va thco ddi vice chuycn phat van ban di
1. Van ban di phai hoan thanh thu tuc tai Van thu va phat hanh trong ngay 

van ban do dupe ky, chain nhat la trong ngay lam vice tiep thco. Van ban khan 

phai dirge phat hanh va gui ngay sau khi ky van ban.
2. Vice phat hanh van ban mat di phai bao dam bi mat noi dung eua van ban 

thco quy dinh eua phap luat ve bao vc bi mat nha nude, dung so lirgng, thdi gian 

va noi nhan.
3. Van ban da phat hanh nhung ed sai sol vc noi dung phai dirge sua ddi, 

thay the bang van ban co hinh thuc tuirng duong. Van ban da phat hanh nhung ed 

sai sot ve the thuc, ky thuat trinh bay, thu tuc ban hanh phai dirge dinh chinh bang 

edng van.
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4. Thu hoi van ban
a) Doi vai van ban giay tnrang hop nhan dirge van ban thong bao thu hoi, 

ben nhan co trach nhiem giri lai van ban da nhan.
b) Doi voi van ban dicn ti'r, triremg hop nhan dirge van ban thong bao thu 

hoi, ben nhan huy bo van ban dien tir bi thu hoi Iren I Ic thong, dong thdi thong bao 

qua He thong dc ben giri bict.
5. Phat hanh van ban giay tir van ban dirge ky so ciia lanh dao: Van thu co 

quan thirc hicn in van ban da dirge ky ra giay, dong dau dc tao ban chinh van ban 

giay va phat hanh van ban.
6. Truong hgp can phat hanh van ban dien tir tir van ban giay: Van thu co 

quan thue hicn theo quy dinh tai khoan 3 Dien 25 Quy chc nay.
7. Truong hgp phat hicn van ban bi that lac, khong co ngubi nhan phai bao 

cao ngay Truong phong IICTII dc xir ly.
Dien 21. Liru van ban di
1. Luu van ban giay
a. Moi van ban di phai dirge luu hai ban: ban goc luu tai Van thu Truong va 

01 ban chinh luu trong ho so' cong vice.
b. Ban goe luu tai Van thu phai dirge dong dau va sap xcp theo thir tu dang

ky.
e. Vice luu giu, bao quan va sir dung ban luu van ban di co dong dau chi cac 

mire do mat dirge thue hicn theo quy dinh hicn hanh vc bao vc bi mat nha nude.
9 . '

d. Van thu co trach nhiem lap so theo doi va phue vu kip thdi yen can sir 

dung ban luu tai Van thu theo quy dinh ciia phap luat va quy dinh cu the eua 

Truong Dai hgc Sir pham The due The thao I la Ngi .
c. Van ban di dirge luu trir tren co so dir lieu quan ly van ban den tren may

tinh.
2. Luu van ban dien tir (ncu co)
a) Ban goe van ban dien tir phai dirge luu tren 1 le thong eua van ban.
b) He thong dap irng theo quy dinh tai Phu luc VI quy chc nay va eae quy 

dinh eua phap luat co lien quan thi sir dung va luu ban goe van ban dien tir tren 1 le 

thong thay cho van ban giay.
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Muc 2
Q! AN I Y VAN BAN DEN

• A > -ft ■> £Dieu 22. I rinh tu quan ly van ban den
Tat ca van ban den Truong Dai hoc Sir pham The due The thao Ha Noi phai 

dirge quan ly thco trinh tu sau:
1. Tiep nhan van ban den.
2. Dang ky van ban den.
3. Trinh, ehuyen giao van ban den.
4. Vao so thco doi va giai quyet van ban den.
Dieu 23. l iep nhan van ban den
1. Doi voi van ban giay
a. Khi tiep nhan van ban den tu moi nguon, trong gid hoac ngoai gid lam 

vice. Van thir hoac ngudi dirge giao nhiem vu tiep nhan van ban den phai kiem tra 

so lirgng, tinh trang hi, dau niern phong (ncu co), kiem tra, doi ehicu vdi noi giri 
irude khi nhan va ky nhan. Tnrdng hgp phat hicn eo sai sot hoac dau hicu bat 
thudng, Van thir eo' quan bao ngay ngudi eo trach nhiem giai quyet va thong bao 

eho noi giri van ban.
b. Doi vdi ban fax, phai chup lai tnrde khi dong dau Den; doi vdi .van ban 

dirge ehuyen phat qua mang, trong tnrdng hgp can thict, eo the in ra va lam thu tue 

dong dau Den. Sau do, khi nhan dirge ban chinh, phai dong dau Den vao ban ehinh 

va lam thu tue dang ky (so den, ngay den la so va ngay da dang ky d ban fax, ban 

ehuyen phat qua mang).
e. Tat ca van ban giay den (bao gom ca van ban eo dau chi do mat) giri 

tnrdng phai dirge dang ky tai Van thir va dirge bde bi, dong dau “DEN”. Doi vdi 
van ban giri dich danh ea nhan hoac to chue doan the trong eo' quan, to ehue thi 
Van thu eo quan ehuyen eho noi nhan (khdng bde bi). Nhirng bi van ban giri dich 

danh ca nhan, ncu la van ban lien quan den edng vice chung cua tnrdng thi ca nhan 

nhan van ban ed trach nhiem ehuyen lai eho Van thu dc dang ky.
d. Van ban khan den ngoai gid lam vice, ngay 1c, ngay nghi, thi ehuyen vien 

tiep nhan ed trach nhiem ky nhan va bao cao ngay vdi Lanh dao nha tnrdng, 
tnrdng phdng 1ICTH dc xu ly.

e. Van ban den dirge luu tru tren eo sd dir lieu quan ly van ban den tren may
tinh.
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0 Mau dau “DI^N” dirge (hue hien Ihco quy dinh tai Phu luc IV Quy chc
nay.

2. Doi voi van ban dicn tu

a) Van thir ca quan phai kiem tra tinh xac thirc va loan ven cua van ban dicn 

tir va thirc hien ticp nhan tren 11c thong.
b) Truong hop van ban dicn tir khong dap ung cac quy dinh tai diem a khoan 

nay hoac giri sai noi nhan thi van thir nhan van ban phai tra lai cho ca quan, to 

chuc giri van ban tren He thong. Truong hop phat hien co sai sot hoac dau hicu bat 
thuong thi Van thir co quan bao ngay nguoi co trach nhiem giai quyet va thong bao 

cho noi giri van ban.
e) Van thir nhan van ban co trach nhiem thong bao ngay trong ngay cho don 

vi giri vc vice da nhan van ban bang chuc nang cua 11c thong.
Dicn 24. Dang ky van ban den

1. Vice dang ky van ban den phai bao dam day du, ro rang, chinh xac cac 

thong tin can thict theo man so dang ky van ban den hoac thco thong tin dau vao 

cua dir lieu quan ly van ban den.
Nhung van ban den khong dirge dang ky tai Van thir thi don vi, ca nhan 

khong co trach nhiem giai quyet, tru nhung loai van ban den dirge dang ky rieng 

thco quy dinh cua phap luat.
2. So den cua van ban dirge lay lien ticp thco thir tir va trinh tu thoi gian ticp 

nhan van ban trong nam, thong nhat giua van ban giay va van ban dicn tu.
3. Dang ky van ban
Van ban dirge dang ky bang so hoac bang 11c thong.
a) Dang ky van ban den bang so
Van thu co' quan dang k}7 van ban vao so dang ky van ban den. Man so dang 

ky van ban den thco quy dinh tai Phu luc IV quy chc nay.
b) Dang ky van ban den bang I Ic thong
Van thu ca quan ticp nhan van ban va dang ky vao He thong. Truong hgp 

can thict. Van thu co' quan thirc hien so hoa van ban den theo quy chc tai Phu luc I 
Nghi dinh nay. Van thu ca quan cap nhat vao He thong cac trudng thong tin dau 

vao cua du lieu quan ly van ban den thco quy dinh tai Phu luc VI quy chc nay. Van 

ban den dirge dang ky vao He thong phai dirge in ra giay day du cac trudng thong 

tin thco man So dang ky van ban den, ky nhan va dong so dc quan ly.
4. Van ban mat dirge dang ky thco quy dinh cua phap luat vc bao vc bi mat

nha nude.
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Dicu 25. I’rinh, chuyen L’iao van ban den
1. Van ban phai dirge Van thir ec quan tnnli trong ngay, chain nhal la trong 

ngay lam vice ticp thee den ngiroi co tham quyen chi dao giai quyet va ehuyen 

giao cho don vi hoac ca nhan dirge giao xir ly.
Truong hop da xae dinh ro don vi hoac ea nhan dirge giao xir ly, Van thir 

ehuyen van ban den don vi, ea nhan xir ly thco quy trinh xir ly van ban den . Van 

ban den co dan chi cae mire do khan phai dirge trinh va ehuyen giao ngay sau khi 
nhan dirge. Vice ehuyen giao van ban phai bao dam chinh xae va giu bi mat nqi 
dung van ban.

2. Can cir noi dung eua van ban den; quy chc lam vice, chire nang, nhiem vu 

va ke hoach cong tae dirge giao eho don vi, ea nhan, time hicn y kicn ehi dao eua 

BGM. Ddi vdi van ban lien quan den nhicu don vi hoac ea nhan thi xae dinh ro don 

vi hoac ea nhan elm tri, phoi hgp va thdi ban giai quyet (Van thir thco doi don doe 

don vi lam bao cao tra Idi).
3. Trinh, ehuyen giao van ban giay: Y kicn chi dao giai quyet dirge ghi vao 

mue “( haven” trong dan “DiiN” hoac Phicu giai quyet van ban den thco man tai 
IMm lue Tv quy chc nay. Sau khi eo y kicn ehi dao giai quyet eua BGH, van ban 

den dirge ehuyen lai eho Van thir dc dang ky bo sung thong tin, ehuyen eho don vi 
hoac ea nhan dirge giao giai quyet. Khi ehuyen giao van ban giay den eho don vi, 
ea nhan phai ky nhan van ban.

4. Trinh, ehuyen giao van ban dicn Ur tren lie thong: Van tlm co quan trinh 

van ban dicn tir den ngiroi co tham quyen ehi dao giai quyet tren 11c thong.
BCjI! ghi y kicn ehi dao giai quyet van ban den tren He thong va cap nhat 

vao He thong eae thong tin: Don vi hoac ngiroi nhan; y kicn chi dao, trang thai xir 

ly van ban; thoi ban giai quyet; ehuyen van ban eho don vi hoac ea nhan dirge giao 

giai quyet. Truong hgp van ban dicn Ur gui kem van ban giay thi Van thir time hicn 

trinh van ban dicn Ur tren He thong va chuyen van ban giay den don vi hoac ea 

nhan dirge Hicn tnrong duyet de giai quyet.
Dicu 26. (iiiii quyet va thco ddi, don doe vice giai quyet van ban den
1. Sau khi van ban den dirge BGH duvet, Truong phong HCTH co trach 

nhiem ehi dao giai quyet kip thdi van ban den va giao ngiroi co trach nhiem giai 
quyet van ban den.

2. Khi nhan dime van ban den, don vi hoac ea nhan eo trach nhiem nghien 

cuu, gun quyet van ban den thco thdi han quy dinh tai quy che lam vice eua 

trudng. Nhung van ban den eo dau ehi eae mue do khan phai dirge giai quyet ngay.

t
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3. Truo'ng hop van ban den khong co yen can vc thbi ban Ira loi Ihi thoi ban 

giai quyet dirge there bicn Ibeo Quy ehc lam vice eua rrudng Dai hoe Sir pham The 

due The thao 1 la N6i .
4. Van tbir eo trach nbiem tong hop so lieu van ban den, van ban den da

r r r ■>

dirge giai quyet, da den ban nhirng ehira dirge giai quyet dc bao eao Truong phong 

HCTH. Doi vbi van ban den eo dau “Tai lieu thu hoi”, Van thir co trach nhiem 

thco doi, thu hoi hoac giri tra lai noi gii'i thco dung thbi han quy dinh.
5. Truong phong HOT! eo trach nhiem don doe, bao eao llicu truong vc 

tinh hinh giai quyet, lien do va ket qua giai quyet van ban den dc thong bao eho 

cac don vi lien quan.

Muc 3

SAG VAN BAN

Dieu 27. Cac hinh thuc ban sao
1. Sao y gom: Sao y tu van ban giay sang van ban giay, sao y tu van ban 

dicn tu sang van ban giay, sao y tu van ban giay sang van ban dien tu.
a) Sao y tu van ban giay sang van ban giay dugc thuc hicn bang vice ehup tu 

ban goe hoae ban ehinh van ban giay sang giay.
- Ban sao dirge chung thuc tu ban ehinh eo gia tri su dung thay eho ban

ehinh da dung dc doi chicu elurng thuc trong cac giao dich, tru truong hgp phap 

luat eo quy dinh khae.

Chu ky dirge chung thuc eo gia tri chung minh ngubi yen can chung thuc da 

ky ehir ky do, la can cu dc xae dinh trach nhiem eua ngubi ky vc noi dung ciia giay 

to, van ban.

- 1 lieu truong uy quyen eho Triro'ng pho phong 11C ITI ky sao y ban ehinh. 

Truong pho phong HCTH va chuycn vicn van thu chin trach nhiem kiem tra Ban 

ehinh - ban sao dirge sao y ban ehinh tir ban ehinh co gia tri sir dung thay eho ban ehinh.

Vice cap ban sao tir so goe dirge thuc hicn dong thbi vbi vice cap ban ehinh
■> r

hoac sau thbi diem cap ban ehinh.”

b) Sao y tir van ban dicn tir sang van ban giay dirge there hicn bang vice in tir 

ban goe van ban dicn tir ra giay.
c) Sao y tir van ban giay sang van ban dicn tir dirge thuc hicn bang vice so
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hoa van ban giay va ky so cua Truong.
2. Sao luc
a) Sao luc gom: Sao luc tir van ban giay sang van ban giay, sao luc to van 

ban giay sang van ban dicn tir, sao luc tir van ban dicn tir sang van ban giay.
b) Sao luc dirge thyc hicn bang vice in, chup tir ban sao y.
3. Trich sao
a) Trich sao gom: Trich sao tir van ban giay sang van ban giay. Inch sao tir 

van ban giay sang van ban dicn tir, trich sao tir van ban dicn tir sang van ban dicn 

tir, trich sao tir van ban dicn tir sang van ban giay.
b) Ban trich sao dirge thirc hicn bang vice tao lap lai day dii the thirc, phan 

noi dung van ban can trich sao.
4. The thirc va ky thuat trinh bay ban sao y, sao luc. trich sao dugc thirc hicn 

thco quy dinh lai Phu luc 1 Quy chc nay.
Dicn 28. Ciii tri phap ly ciia ban sao
1. Ban sao chup photocopy (ban photocopy ca dau va chit ky cua van ban 

chinh) co gia tri thong tin, tham khao. Truong hop sir dung ban sao chup thi nguxri 
nhan ban sao co trach nhiem doi chicu voi ban chinh (ngirbi nhan co trach nhiem 

xac nhan tinh chinh xac cua ban sao so voi ban chinh).
2. Ban sao y, ban sao luc va ban trich sao dirge thirc hicn thco dung quy dinh 

tai Quy chc nay co gia tri phap ly nhir ban chinh (la ban da dirge dong dau do).
Dicu 29. Tham quyen sao van ban
1. Hieu trudng co quyen quyet dinh vice sao y ban chinh va co the uy quyen 

cho Truong - pho phong HCTH Truong Dai hoc Sir pham The due The thao Ha 

Noi.
2. Vice sao luc, trich sao van ban do lanh dao Hieu tnrong Truong Dai hoc 

Sir pham The due The thao 1 la Noi quyet dinh.
Cac van ban dirge sao la van ban tnrong ban hanh, van ban do cac co quan, 

to chirc khac giri den va quy dinh tham quyen ky cac ban sao van ban.
3. Vice sao, chup tai lieu, vat chira bi mat nha nude dirge thirc hicn thco quy 

dinh ciia phap luat vc bao vc bi mat nha nude.
4. Khong dirge sao, chup, chuycn phat ra ngoai Truong Dai hpc Sir pham 

The due The thao Ha Noi nhCing y kicn ghi ben 1c van ban. Trudng hop cac y kicn 

cua Lanh dao Trudng Dai hoc Sir pham The due The thao Ha Noi ghi Iron 

ban can thict cho vice giao dich, trao doi edng tac phai dirge cu the hoa thanh van 

ban hanh chinh.

g van
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Chuong IV
CONG TAC LiJ'lJ Till’

Dicu 30. Lap Danh muc ho so-
Danh muc ho so- do I lieu truo’ng phe duyet, dirge ban hanh vao dau nam va 

gu-i cac dan vi, ca nhan lien quan lam ean cu- dc lap ho so-. Man Danh muc ho so 

dugc thuc hicn thco quy dinh lai Phu luc V Quy chc nay.
Dieu 31. Lap ho so-
1. Yen cau
a) Phan anh dung chirc nang, nhiem vu cua tirng dan vi.
b) Cac van ban, lai lieu trong mot ho so- phai co sir lien quan chat chc vdi 

nhau va phan anh dung Irinh tir dicn bicn ciia sir vice hoac trinh tir giai quyet cong 

vice.
2. Mb- ho so
a) Chuyen vicn Liru tru tai P.HCTM dirge giao nhiem vu giai quyet cong 

vice co trach nhiem mo- ho so thco Danh muc ho so- hoac thco kc hoach cong tac.
b) Cap nhat nhirng thong tin ban dau vc ho so- thco Danh muc ho so- da ban

hanh.
c) Trirdng hop cac ho so- khong co trong Danh muc ho so-, chuyen vicn Luu 

tar dirge giao nhiem vu giai quyet cong vice tir xac dinh cac thong tin: Ticu de ho 

so, so va ky hicu ho so-, thdi han bao quan ho sa, ngudi lap ho so va thdi gian bat 
dau.

3. Thu thap, cap nhat van ban, tai lieu vao ho so-
- Chuyen vicn Luu tru dirge giao nhiem vu co trach nhiem thu thap, cap 

nhat tat ca van ban, tir chuyen vicn kiem nhiem cong tac Van thu, Luu tru ciia cac 

dan vi cu the nhu: van ban tai lieu hinh thanh trong qua trinh thco doi, giai quyet 
cong vice vao ho so- da md, bao gom tai lieu phim, anh, ghi am (ncu co) bao dam 

sir loan ven, day dii ciia ho so, tranh bi that lac.
- Cac van ban trong ho so phai dirge sap xep thco mot trinh tir hgp ly, tiiy 

thco dac diem khac nhau cua cong vice dc lira chon each sap xep cho thich hop 

(chii yen la thco trinh tu thdi gian va dicn bicn cong vice).
4. Kcl thiic ho so
a) 1 id so- dugc ket thiic khi cong vice da giai quyet xong.
b) Chuyen vicn Luu tru co trach nhiem: Ra scat lai loan bp van ban, tai lieu 

co trong ho so-; loai ra khoi ho so- ban tiding, ban nhap; xac dinh lai thdi han bao
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quan cua no so; chinh su'a ticu dc, so va ky hicu ho so cho phu hop; hoan thicn, kct 
thuc ho sa.

c) Doi vo'i ho so' giay: Chuycn vicn Liru trCr thirc hicn danh so td doi voi ho 

so co thdi han bao quan tu 05 nam ird len va vict Muc luc van ban doi voi ho so co 

thdi han bao quan vTnh vicn; vict chung tu kct thuc doi voi tat ca ho so'.
d) Doi vdi cac ho so' co thdi han bao quan vmh vicn, can bd, cdng chuc, vicn 

chuc phai bicn muc ho sa day du.
c) Doi vdi ho so- dicn tu: Chuycn vicn Luu tru hd so' cd trach nhicm cap nhat 

vao lie thong cac thong tin con thicu. Vice bicn muc van ban trong hd sa duac 

thuc hicn bang chuc nang cua i Ic thong.
!)ieu 32. Nop luu hd so', tai lieu vao I^uu tru co- quan 

1. Hd sa, tai lieu nop luu vao Luu tru ca quan phai du thanh phan, dung thdi
han va thuc hicn theo trinh tu, thu tuc quy dinh.

2. Thai han ndp luu hd sa, tai lieu vao Luu tru ca quan
a) Doi vdi hd sa, tai lieu xay dung ca ban, KTITC: Duoc luu rieng tai dan vi
b) Doi vdi hd sa, tai lieu khac: Prong thdi han 01 nam kc tu ngay cdng vice

kct thuc.
3. rhu tuc ndp luu
a) Doi vdi hd sa giay
Khi ndp luu tai lieu phai lap 02 ban “Muc luc hd sa, tai lieu ndp luu” va 02 

ban “Bicn ban giao nhan hd sa, tai lieu” theo man tai Phu luc V Quy chc nay. Do'n 

vi, ca nhan ndp luu tai lieu va Luu tru ca quan giCi' mdi loai 01 ban.
b) Doi vdi hd sa dicn tu
Chuycn vicn dirge giao nhicm vu giai quyet cdng vice va lap hd sa thuc hicn 

ndp luu hd sa dicn tu vao Luu tru ca quan tren He thong.
Chuycn vicn Luu tru cd trach nhicm kiem tra, nhan hd so theo Danh muc; 

lien kct chinh xac du lieu dac ta vdi hd so-; ticp nhan va dua hd sa vc chc do quan 

ly hd sa luu tru dicn tu Iren He thong.
Dieu 33. Trach nhicm lap hd so'va nop luu hd so’, titi lieu vao Luu trfr co

quan
1. Trach nhicm cua Hicu trudng
Hang nam Hicu trudng nha trudng cd trach nhicm chi dao xay dung Danh 

muc hd so cua nha trudng; chi dao, kiem tra, hirdng dan cdng tac lap hd sa va giao 

ndp hd sa, tai lieu vao luu tru.
2. Trach nhicm cua Trudng phdng 11CTI1
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a) Tham mini cho Hicu inrang trong vice chi dao, kiem tra, hiremg dan lap 

ho sc va giao nop ho so', lai ’’cu wio kru trir doi voi cac don vi true thupc;
b) To chuc thirc hicn vice lap ho so va giao nop ho so, tai lieu vao lim tru tai

don vi minh.
3. Trach nhiem eua Vicn chuc quan ly va chuyen vicn kiem nhiem eong tae 

Van thu, I nru tru- trong truong
a) Vicn chuc quan ly trong truong chin trach nhiem triroc Hicu truong vc 

vice lap ho so, bao quan va nop luu ho so, tai lieu eua don vi vao Luu tru .
b) Prong qua trinh thco doi, giai quyet eong vice, moi ca nhan phai lap ho so 

vc eong vice va chin trach nhiem vc so lupng, thanh phan, npi dung tai lieu trong 

ho so; bao dam yen can, chat lupng eua ho so1 thco quy dinh truoc khi nop luu vao 

Luu tru .
e) Vicn chuc quan ly va chuyen vicn kiem nhiem eong tae Van thu, Luu tru 

co trach nhiem nop luu nhirng ho so, tai lieu dupe xac dinh thdi han bao quan tu 

05 nam tro len vao Luu tru.
d) Truong hop Vicn chuc quan ly hoac chuyen vicn kiem nhiem eong tae 

Van thu, Luu tru co nhu can giu lai ho so, tai lieu da den han nop luu dc phue vu 

eong vice thi phai dupe 1 lieu truong dong y bang van ban va phai lap Danh mue ho 

so, Lai lieu giu' lai gui Luu tru . Thdi han giu lai ho so, tai lieu eua don vi, ca nhan 

khong qua 02 nam ke tu ngay den han nop luu.
d) Vicn chuc va ngudi lao dong trong truong trude khi nghi him, thdi vice, 

chuyen eong tae, di hoe tap dai ngay phai ban giao loan bp ho so, tai lieu hinh 

thanh trong qua trinh eong tae cho don vi luu tru thco quy chc eua truong.
e) Cac don vi trong truong phai Giao npp ho so, tai lieu dung thdi han va 

dung thu Lie quy dinh.
4. Trach nhiem eua Chuyen vicn Luu tru
Chuyen vicn Luu tru cb trach nhiem nhan, quan ly, len danh mue ho so va 

hudng dan cac don vi va chuyen vicn lap ho so'; nhan - giao npp ho so, tai lieu vao 

Luu tru nha truong thco dung quy dinh ciia Nha nude.
Dieu 34 . Thu thap hd so-, tai lieu vao Luu tru I rudng Dai hoc Su pham 

1 he due The thao I la Npi.
1, Tai lieu thu thap vao luu tru truong bao gdm:

Chic tai lieu thupc ITnh vuc boat dong eua truong, nhfi'ng tai lieu lien quan 

den truong va su phai tricn eua truong.
Hang nam, luu tru co' quan ed nhiem vu to chuc thu thap hd so, tai lieu da

I
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den han nop lun vac kho Luu tru ca quan.
2. Chuyen vien Luu trO ed nhiem vu:
a. Chuyen vien Luu tru Thu thap ho so, tai lieu da den han giao nop vao 

Kiem tra doi ehieu giua “Mue luc ho sa, tai lieu nop luu” vdi thuc tc taiLuu tru.
lieu giao nop va lap “Bicn ban giao nhan tai lieu” .

b. Co traeh nhiem giiip ilieu trubng thuc bicn vice don doe eae don vi trong 

truong vc vice thu thap tai lieu vao luu tru.
- Lap kc hoach thu thap ho so', tai lieu.
- Phoi hop voi eae don vi, chuyen vien xae dinh nhung loai ho so, tai lieu 

can giao nop thco Thong tu so 27/2016/TT-BGDDT ngay 30 thang 12 nam 2016
eua Bp Truong Bp Ciiao due va clao tao vc vice Bang thoi han bao quan tai lieu 

chuyen mon nghiep vii eua nganh Giao due (Co hicu luc tu ngay 15/2/2017).
3. Huong dan vien chuc ehuan bi ho so, tai lieu va lap “Mue luc ho so, tai 

lieu nop luu”
4. Bao vc, bao quan an toan ho so, tai lieu;
5. i^huc vii vice khai thac, su dung ho so, tai lieu luu tru.
Dieu 35. Chinh ly tai lieu
Ho so, tai lieu sau khi thu thap vao Luu tru Truong Dai hoc Su pham The 

due The thao Ha Npi phai dupe chinh ly de tao dieu kicn thuan loi eho eong tae 

quan ly, bao quan va khai thac su dung tai lieu. Npi dung chinh ly tai lieu gom eae
eong vice sau:

- Phan loai va lap ho so' hoan chinh;
- Xae dinh thoi han bao quan eho tung ho so, tai lieu;
- Sap xcp ho so trong toan khoi tai lieu chinh ly thco mot trinh tu nhat dinh;
- Lap eong eu tra euu: Mue luc ho so, eo' so du lieu va eae eong cu tra euu

khac;
- Lap Danh mue tai lieu net gia tri.
Dieu 36 . Xae dinh gia tri tai lieu
1 .Thanh lap 1 loi dong xae dinh gia tri tai lieu.
Hoi dong xae dinh gia tri tai lieu do Hicu truong nha truong thanh lap, thanh 

phan bao gom:
a. Hicu truong nha trubng: Chu tich Hoi dong;
b. Pho Hicu truong Phu traeh P.HCTH: Phb chu tich Hoi dong; 
e. I rudng phbng 11CTH: Uy vien, 'Thu ky 1 loi dong;
d. Chuyen vien Luu tru: Uy vien;
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c. Dai dicn Vicn chirc quan ly cua dan vi co tai lieu lieu buy: Uy vicn.
2. Vice xac dinh gia tri i.ai lieu dirge ihire hicn trong eae giai doan sau:
a) Khi hoan thicn ho so- dc giao nop vao l.iru trir Tnrdng, ea nhan co ho so' 

ean xae dinh tai lieu eo gia tri dc lull trir va xcm xct loai khoi ho so' ban trung, ban 

nhap, ban thao ncu da co ban chinh (trir ban thao vc van dc quan trong co ghi y 

kicn chi dao cua lanh dao nha tnrdng hoac y kicn gop y cua cac dan vi him quan 

hoac ban thao ma ngirdi lap ho so thay can thict phai giir lai); ban chup van ban, tai 
lieu tham khao xct thay khong can phai lull giir.

b) Sau khi tai lieu da dirge giao nop vao phdng/kho bao quan lai lieu cua 

Nha tnrdng, khi chinh ly tai lieu, Liru trir rrirdng can xcm xct gia tri cua tirng ho 

so mot lan nua, xac dinh thdi ban bao quan cu the cho tirng ho so va loai ra cac lai 
lieu het gia tri. thong kc thanh Danh muc tai lieu het gia tri dc lieu huy.

c) Khi ho so' da het thdi ban bao quan, Luu trir krirang can danh gia lai gia 

tri ciia ho so. Ncu xct thay khong can thict phai giir them thi thong kc thanh Danh 

muc tai lieu het gia tri dc lieu huy.
3. Danh muc tai lieu het gia tri ncu tai diem b, c khoan 1 Dicu nay lap thco

Bicu man 5.
4. Vice xac dinh thdi ban bao quan cua ho so dirge can cu thco Thong tu so 

27/2016/TT-BGDDT ngay 30 thang 12 nam 2016 ciia Bo Tnrdng Bo Giao due va 

dao tao vc vice Bang thdi ban bao quan tai lieu chuycn mon nghicp vu cua nganh 

Giao due thco mau tai Phu luc V7 Quv die nay (Co hicu lire tu ngay 15/2/201 7).
Dicu 37. Bao quan tai lieu luu trir
1. Ho sa, tai lieu dura den ban giao nop vao Luu trir Tnrdng do cac edng 

chuc, vicn chirc co tai lieu tu bao quan va phai dam bao an loan cho ho so, tai lieu.
2. Ho so, tai lieu luu trir den ban nop luu phai dirge giao nop va bao quan 

tap trung tai phong/kho bao quan tai lieu ciia Nha tnrdng.
3. Phdng/kho bao quan tai lieu phai dirge trang bi day du cac thict hi can 

thict dc dam bao an loan cho tai lieu- • Id so', tai lieu trong phdng/kho phai dirge dc 

trong hop, dan nhan ghi day dii thong tin dc lien thong kc, kiem tra va tra cuu.
4. Phong Hanh chinh l ong hgp chiu trach nhiem Luu trir, ngirdi lam edng 

tac Van thu, Luu trir cd nhiem vu bd tri, sap xcp khoa hgc tai lieu luu trir; vc sinh 

phdng/kho; kiem tra nam bat dirge so lugng, chat lugng tai lieu.
Dicu 38. Khai that* sir dung tai lieu luu trir
1. Ddi lugng va thu luc khai thac, sir dung tai lieu luu trir:
Cac Vicn chirc quan ly, chuycn vicn trong tnrdng dcu dirge sir dung tai lieu
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Imi trir cua Truang vi muc dich cong vu, nghicn cu'u khoa hoc, lich sir va cac nhu 

can chinh dang khac;
2. Liru trir trudng phai lap cac so sach dc thco doi, quan ly vice sir dung tai 

lieu lull trir. (Phu luc IV phan IV va phu luc V trang 86).
3. Vice sir dung tai lieu mat:
a. Quyen va trach nhiem cua Hicu trudng:

- Ghu dong gidi thicu tai lieu luu trir va tao dicu kicn thuan loi cho vice sir 

dung tai lieu kru trir dang true ticp quan ly;

- Hang nam ra soat, thong bao tai lieu luu trir thuoc Danh muc tai lieu co 

dong dan chi cac mire do mat da dirge giai mat.

b. Quyen va trach nhiem cua Truong phong HCTH:
- Trinh Hicu trudng xem xct, ky duyet phieu yen eau khai thae va sir dung

tai lieu mat.

- Bao quan an toan tai lieu mat, chinh ly, sap xcp khoa hoe tai lieu luu trir tai 

kho luu trCr va cac don vi;

e. Quyen va trach nhiem cua vicn ehue sir dung:

- Quyen cua Vicn ehue sir dung tai lieu mat

- Khai thae va sir dung tai lieu luu trir dc phuc vu cac nhu can chinh dang 

sau khi dirge I lieu trudng duyet bang van ban.

- Nop phi sir dung tai lieu luu trir thco quy dinh cua phap luat;

d. Trach nhiem ciia ngudi dung

t- Ngudi dung tin co trach nhiem khi sir dung tai lieu luu trir co cac nghTa vu 

sau day (thco quy dinh tai Khoan 2, Dicu 29 Luat Luu trir):

- Chi dan so luu trir, do gdc cua tai lieu luu trir va co quan, to ehue quan ly 

tai lieu lirii trir; ton trgng tinh nguyen ban tai lieu khi cong bo. gidi thieu, trieh dan 

tai lieu luu tru;

- Khong xam pham Igi ich cua Nha nude, quyen va Igi ich hgp phap cua co- 

quan, to ehue, ca nhan;

Dieu 39. Tieu buy tai lieu bet gia trj
Thu tue xct va tieu huy tai lieu het gia tri dirge thuc hicn nhu sau:

•> ■}

1. Luu trir 'Trudng Dai hoe Sir pham The due The thao Ha Ndi trinh ngudi

;
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dung dau Nha truong ho so xct buy tai lieu het gia tri gom: Danh muc tai lieu hel 
gia tn, Ban Ihuycl minh tai lieu hel gia tri, Muc iuc ho so giir lai.

2. Hoi dong xac dinh gia tri tai lieu tai khoan 1 dicu 36 cua nha tnrdng hop, 
lay y kicn eac thanh vicn ve Danh muc tai lieu het gia tri, lap Bicn ban noi dung 

cube hop co day du chu ky cua thanh vicn 1 loi dong tham dir euoe hop.
3. Can cir van ban tra loi cua Bo Ciiao due va l3ao tao (hoac Cue Van tho va 

Liru tru Nha mroc), Hoi dong xac dinh gia tri tai lieu ciia nha truong trinh Hicu 

truong nha tnrdng ra quyet dinh lieu huy tai lieu het gia tri.
4. Sau khi eo quyet dinh bang van ban cua Hicu tnrdng nha tnrdng, Liru tnr 

Tnrdng to eh ire tieu huy tai lieu het gia tri:
- Dong goi tai lieu het gia tri;
- Lap Bicn ban ban giao tai lieu het gia tri giira Liru tnr Tnrdng Dai hoc Sir 

pham The due The thao 1 la Noi va ngiroi there hien lieu huy;
- Thire hien lieu huy tai lieu het gia tri: co the dirge thirc hien tai Nha tnrdng 

bang may xen giay, dot hoac chuycn den nha may giiiy dc tai ehc;
- Lap Bicn ban tieu huy tai lieu het gia tri;
- Lap va liru ho so've vice tieu huy tai lieu het gia tri. 116 so ve vice tieu huy

tai lieu het gia tri dirge bao quan tai Liru tru Truong trong thdi han it nhat 20 (hai
. ■>

miroi) nam, kc tu ngay tai lieu dirge tieu huy.
Dicu 38. Vice tieu hiiy tai Heu, vat chiia hi mat nha nude

I Tham quyen ciia Hieu truong trong vice quan ly, sir dung, tieu huy vat 

chiia bs mat nha nude bao dam dung muc dich, tham quyen, trinh tu, thu tue theo 

quy dinh ciia phap luat dirge Can cu theo Khoan 1 Dicu 23 Luat Bao ve hi mat nha 

nude nam 2018 quy dinh tai lieu, vat chua bi mat nha nude phai lieu huy trong 

nhung truong hop Tai lieu, vat chira bi mat nha nude phai tieu huy trong truong 

hop khi khdng can thiet phai liru gitr va vice tieu huy khong gay nguy hai den Igi 

ieh quoc gia. dan toe.

2. Vice tieu hiiy tai lieu, vat chua bi mat nha nude chi dirge dicn ra trong 2 

tnrdng hop sau day: Khi khdng can thiet phai liru giu va vice tieu huy khdng gay 

nguy hai den Igi ieh qude gia, dan toe; Ncu khdng tieu huy ngay se gay nguy hai 

cho Igi ieh qude gia, dan toe.

3. Vice tieu huy tai lieu, vat chua bi mat nha nude phai dap ung cac ycu cau: 

Khdng dc bi Id, bi mat bi mat nha nude; Qua trinh tieu huy phai tac dong vao tai

)
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lieu, vat chira bi mat nha nueVe lam thay doi hinh dang, tinh nang, tac dung; Tai 

lieu, vat chu'a bi mat nha nirdc sau khi lieu buy khdng the phuc hoi hinh dang, tinh 

nang, tac dung, noi dung.

4. Vc tham quyen lieu huy, Luat Bao vc bi mat nha nude quy dinh: Ngirdi 

dang quan ly tai lieu, vat chua bi mat nha nude dirge quyen quyet dinh lieu huy 

trong tnrdng hop "Ncu khdng tieu huy ngay sc gay nguy hai eho loi ich qude gia. 

dan toe" va bao cao ngay bang van ban vc vice tieu huy vdi ngirdi dung dau co 

quan, to ehuc.

5. Vice tieu huy tai lieu, vat chua bi mat nha nude trong tnrdng hop "Khi 

khdng can thict phai luu giu va vice tieu huy khdng gay nguy hai den loi ich qude 

gia, dan toe" dirge quy dinh nhu sau:

- Hdi dong tieu huy tai lieu, vat chua bi mat nha nude bao gdm dai dicn lanh
7 rdao co' quan, to ehue true tiep luu giir tai lieu, vat chua bi mat nha nude lam Chu 

tich I idr dong; ngirdi true tiep luu giu tai lieu, vat chua bi mat nha nude va dai dicn 

co quan, to ehue ed lien quan.

- Hdi dong tieu huy tai lieu, vat chua bi mat nha nude ed trach nhiem ra soat 

tai lieu, vat chua bi mat nha nude dupe de nghi tieu huy, bao cao ngirdi ed tham 

quyen eho phep sao, chirp tai lieu, vat chua bi mat nha nude do Tuyet mat va Tdi 

mat quyet dinh.

- I Id so' tieu huy phai dupe luu tru bao gdm quyet dinh thanh lap Hdi dong 

lieu huy; danh sach tai lieu, vat chua bi mat nha nude de nghi tieu huy; bicn ban 

hop Hdi dong tieu huy; quyet dinh tieu huy, bicn ban tieu huy .

Chirong V

QUAN I V, SI DUNG CON DAU VA THIET BI LU'U KHOA BI MAT

TRONC; CONG TAC VAN THU

Dieu 40. Quan ly con dau, thict bj luu khoa bi mat

1. Hieu tnrdng ed trach nhiem giao eho chuycn vicn Van thu quan ly, sir 

dung eon dau, thict bi luu khoa bi mat (ncu ed) cua tnrdng thco quy dinh.



2. Truong phong HCTI i chin trach nhicm Inrac Hicu truang vc vice quan ly, 
sir dung con dau Truong Dai hoc Sir pham The due The thao Ha Noi. Hicu truong 

chiu trach nhicm tru'dc ngudi dung dau Be) Chao due va Dao tao vc vice quan ly va 

sir dung con dau cua don vi.
3. Chic con dau Truong Dai hoc Sir pham The due 'The thao Ha Noi dirge 

giao cho chuycn vicn van thu quan ly va sir dung. Chuyen vicn van thu dirge giao 

sir dung va bao quan con dau chiu trach nhicm trude Hicu truong, Truong phong 

HCTH vc vice quan ly va sir dung con dau.
4. Chuycn vicn Van thu co trach nhicm
a) Bao quan an loan, sir dung con dau, thict hi luu khoa bi mat cua truong tai 

tru so cua Truong Dai hoc sir pham The due The thao 1 la Noi.
Con dau phai dirge bao quan tai phong lam vice cua vicn chuc van thu. 

Truong hop can dua con dau ra khoi nha truong phai dirge sir dong y cua Hicu 

truong va phai chiu trach nhicm vc vice bao quan, sir dung con dau. Con dau phai 
dirge bao quan an toan trong gid cung nhu ngoai gid lam vice;

b) Chi giao con dau, thict bi luu khoa bi mat cua truong cho ngudi khac khi 
dirge phep bang van ban cua 1 lieu irudng . Vice ban giao con dau, thict bi luu khoa 

bi mat cua truong phai dirge lap bicn ban.
c) Phai true ticp dong dau, ky so vao van ban do cac don vi trong truong ban 

hanh va ban sao van ban.
d) Chi dirge dong dau, ky so vao van ban da co chu ky cua BGH, vicn chuc 

quan ly va ban sao van ban do truong true ticp thirc hicn.
5. Chuycn vicn Van thu co trach nhicm tu brio quan an toan thict bi luu khoa 

bi mat va khoa bi mat (ncu co).
6. Khi net dau bi mon hoac bicn dang, vicn chuc van thu phai bao cao Hicu 

truong, Truong phong HC TH lam thu tuc doi con dau. Truong hgp con dau bi mat 
Hicu truong, Truong phong HCTH phai bao cao cong an, noi xay ra mat con dau 

va lap bicn ban.
7. Khi don vi cd quyet dinh ehia, tach hoac sap nhap phai nop con dau cu va 

lam thu tuc xin khac con dau mdi.
Dicu 41. Sir dung con dau, thict bi luu khoa bi mat
1. Sir dung con dau
a) Dau dong phai ro rang, ngay ngan, dung chicu va dung dung muc dau 

man do thco quy dinh, dau dong phai trum len khoang 1/3 chu ky vc phia ben trai
b) Cac van ban ban hanh kem thco van ban chinh hoac phu lire: dong len

!
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Phu lue I
THE THUC, KY THUA I TRINH BAY 

VAN BAN HANII CHINH VA BAN SAG VAN BAN
(Kem iheo QD so 2 74/QD-DUSPTDTTI1N ngay 26 I hang 5 nam 2021 

cua Truong Dai hoc supham The due The thao Ha N6i)

Phan I
THE THUC VA KY THUA ! TRINH bAy VAN bAn HANII CHINH

I. QUY DINH CHUNG
1. Kho giay: Kho A4 (210 mm x 297 mm).
2. Kicu trinh bay: 1’hco chicu dai cua kho A4. Truong hop npi dung van ban

co cac bang, bicu nhirng khong dirge lam thanh cac phu luc rieng thi van ban co 

the dirge trinh bay thco chicu rgng.
3. Dinh 1c trang: Cach mep tren va mep dirbi 20 - 25 mm, each mep trai 30 - 

35 mm, each mep phai 15-20 mm.
4. Phong chir: Phong chir tieng Viet Times New Roman, bp ma ky tir 

Unicode thco l ieu chuan Viet Nam TCVN 6909:2001, man den.
r r •>

5. Co chir va kicu chir: Thco quy dinh cu the eho tirng yen to the thue.
6. Vi tri trinh bay cac thanh phan the thue: Dirge thue Then thco Mue IV 

Phan 1 Phu lue nay.
7. So trang van ban: Dirge danh tir so 1, bang chir so A Rap, co chir 13 den 

14, kicu chir dung, dirge dat canh giira thco chicu ngang trong phan 1c tren cua van 

ban, khong hicn thi so trang thu nhat.
II. cAc thAnh imiAn THE THUC CHINH
1. Quoe hicu va l ieu ngir
a) Qu6e hicu “C0NG HOA XA H01 CHU NGH1A VIET NAM”: Dirge 

trinh bay bang chir in hoa, co chir tir 12 den 13, kicu chir dung, dam va 6 phia tren 

eiing, ben phai trang dan ticn cua van ban.
b) Tien ngir “Doe lap - Tu do - Hanh phuc”: Dirge trinh bay bang chir in 

thubng, co chir tu 13 den 14, kicu chir dung, dam va dirge canh giira dubi Quoe 

hicu; chu cai dan cua cac cum tir dirge vict hoa, giira cac cum tir co gach nbi (-), 
eb each chu; phia dirbi co dubng kc ngang, net lien, eb dp dai bang dp dai cua 

dong chu.

!

e) Quoe hicu va Ticu ngu dupe trinh bay tai 6 so 1 Mue IV Phan I Phu lue 

nay. I lai dong chu Quoe hicu va Ticu ngu dupe trinh bay each nhau dong don.
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2. Ten co- quan, to chirc ban hanh van ban
a) Ten co quan, to chirc ban hanh van ban la ten chinh thirc, day du cua 

Truong DI1SI5 I D T T I IN co tham quyen ban hanh van ban. Ten ca quan, to chuc 

ban hanh van ban bao gom ten cua Truong Dai hoc Su pham The due The thao I la 

Nqi va ten cua 130 CjiAO DUG VA DAO TAO ehu quan true tiep.
b) Dong ehu: Truong DI ISP TDTT I IN dirge trinh bay bang clur in boa, ed 

ehu tu 12 den 13, kieu ehu dung, dam, duge dat canh giTra dudi BO GIAO DUG 

VA DAO TAO la don vi ehu quan true tiep; phia dudi ed dudng kc ngang, net 
lien, ed do dai bang tu 1/3 den 1/2 do dai cua dong ehu va dat can ddi so vdi dong 

ehu.
Ten co1 quan, to chuc ehu quan true tiep dirge trinh bay bang ehu in hoa, ed 

ehu- tu 12 den 13, kieu chir dung, dirge trinh bay each nhau dong don. Truong hgp 

ten co' quan, to chuc ban hanh van ban, ten eo’ quan, id chuc ehu quan true tiep dai 
ed the trinh bay lhanh nhicu dong.

Truong hgp van ban cua 1 Idi dong Truong dirge sir dung con dau, ehu ky 

Truong DI ISP TDTT 1 IN cu the nhu sau:
VI):

BO GjIAO DUG VA DAO TAO
HOI DOING, TRUONG 

TRUONG DAI HOG SU PHAM 
THE DUG THlt THAO HA NOl

3. So, ky hicu eua van ban
a) So eua van ban la so thu tu van ban do Truong DHSP TD T T TIN ban 

hanh trong mot nam dirge dang ky tai Van thu eo’ quan thco quy dinh, so eua van 

ban dirge ghi bang chir so A Rap.
- Tat ca van ban di eua Truong Dai hoe Su pham The due The thao Ha Ndi 

dirge ghi so, ky hicu thco he thong so chung tai van thu eua Truong.
VI):

Nghi quyet eua trudng dirge ghi nhu sau: So: .../NQ-DIISPTDTTIIN
Quyet dinh eua Truong do P.TCGB&TT soan thao dirge ghi nhu sau: So: .../QD-
Dl ISPTDTTIIN
Cong van eua Trudng do P.QLDT&CTSV soan thao dirge ghi nhu sau: So 

.../QLDT&GTSV-DI ISPTDTTIIN.
Bao cao eua Trudng do P.K11TC soan thao dirge ghi nhu sau: So .../BG-
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DIISPTDTT] IN
Kc hoach cua Trirang do P.HC"T!I soan thao dirge ghi nlur sau: So .../KII- 

DIISPTDTTIIN
Truong hop van ban cua I loi dong Trirang dirge sir dung con dau, chir ky 

Tru'bng 1)1 IS!5 IT) I d’ I IN de ban hanh van ban thi phai lay he thong so rieng. 
b) Ky hicu cua van ban
Ky hicu cua van ban bao gom chir viet tat ten loai van ban va chir viet tat 

ten Trirang Dl ISP TDTT 1 IN co tham quyen ban hanh van ban. Doi voi eong van, 
ky hicu bao gom chir viet tat cua Trirang DHSP TD l’T UN va don vi ban hanh 

eong van.(ehir viet tat ten don vi soan thao hoac ITnh vire dirge giai quyet).
Chir viet tat ten Truong 1)1 ISP TDTT I IN va eae do'n vi phai bao dam ngan
~ -i

gon, de hicu.
e) So, ky hicu eiia van ban dirge dat canh giira dirbi ten eo quan, to chirc ban 

hanh van ban. Tu “So” dirge trinh bay bang chir in thubng, co ehu 13, kicu chir 

dung; sau tu “So” eo dau hai chain (:); voi nhung so nho hon 10 phai ghi them so 

0 phia truoc. Ky hicu eua van ban dirge trinh bay bang ehu in hoa, eo ehu 13, kicu 

ehu dung. Giua so va ky hicu van ban co dau gaeh chco (/), giira eae nhom ehu 

viet tat trong ky hicu van ban eo dau gaeh noi (-), khong each ehu.
d) So, ky hicu eua van ban dirge trinh bay tai 6 so 3 Muc IV Phan I Phu luc

nay.
4. Dia danh va thbi gian ban hanh van ban
a) Dia danh ghi tren van ban do eo quan nha nude d trung uong ban hanh la 

ten gpi ehinh thue eua tinh, thanh phd true thude trung uong noi co quan ban hanh 

van ban dong try so. Dia danh ghi tren van ban do co' quan nha nude d dia phuong 

ban hanh la ten ggi ehinh thue eua don vi hanh ehinh la noi Truong DHSP TDTT 

1 IN dong try so.
b) Thbi gian ban hanh van ban
Thbi gian ban hanh van ban la ngay, thang, nam van ban dirge ban hanh. 

Thbi gian ban hanh van ban phai dirge viet day du; eae so the hicn ngay, thang, 
nam diing ehu so A Rap; doi vdi nhung so the hicn ngay nho hon 10 va thang 1,2 

phai ghi them so 0 phia trirde.
e) Dia danh va thbi gian ban hanh van ban dugc trinh bay tren cung mot 

dong vdi so, ky hicu van ban, tai 6 so 4 Muc IV Phan I Phu lye nay, bang chir in 

thubng, ed ehu tu 13 den 14, kicu ehu nghieng; eae ehu cai dau eua dia danh phai 
viet hoa; sau dia danh ed dau phay (,); dia danh va ngay, thang, nam dirge dal
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dirai, canh giTra so voi Quoc hicu va l ieu ngir.
5. Ten loai va trich yen noi dung van ban
a) Ten loai van ban la tern cua lung loai van ban do Trirong DHSP TDTT 

UN ban hanh. Trieh yen noi dung van ban la mot eau ngan gon hoac mot cum tir 

phan anh khai quat noi dung chu yen cua van ban.
b) Ten loai va trieh yeu noi dung van ban dirge trinh bay tai 6 so 5 a Mue IV 

Phan I Phu luc nay, dat canh giira thco chicu ngang van ban. Pen loai van ban 

dirge trinh bay bang chir in hoa, co ehir tir 13 den 14, kicu ehir dung, dam. Trieh 

yen noi dung van ban dirge dat ngay dirdi ten loai van ban, trinh bay bang ehir in 

thirbng, co ehir tir 13 den 14, kicu ehir dirng, dam. Ben diroi trich yeu noi dung 

van ban co during ke ngang, net lien, co do dai bang tir 1/3 den 1/2 do dai cua 

dong ehir va dat can doi so vrii dong ehir.
r r * r

Doi vrii cong van, trieh yen noi dung van ban dirge trinh bay tai 6 so 5b 

Mue IV Phan 1 Phu luc nay, sau ehir “V/v” bang ehir in thuring, cri ehir tir 12 den 

13, kicu ehir dirng; dat canh giira durii so va ky hicu van ban, each dong 6pt vrii so 

va ky hicu van ban.
6. Noi dung van ban
a) Can cir ban hanh van ban
Can cir ban hanh van ban bao grim van ban quy dinh tham quyen, chirc 

nang, nhiem vu cua Truring DHSP TD I T UN ban hanh van ban va eae van ban 

quy dinh nrii dung, co' so dc ban hanh van ban. Can cir ban himh van ban dirge ghi 
day dii ten loai van ban, sri, ky hicu, co quan ban hanh, ngay thang nam ban hanh 

van ban va trieh yen nrii dung van ban (rieng Luat, Phap link khong ghi so, ky 

hieu, co cjuan ban hanh).
Can cir ban hanh van ban dirge trinh bay bang ehir in thuring, kicu ehir 

nghieng, cri ehir tir 13 den 14, trinh bay durii phan ten loai va trieh yeu nrii dung 

van ban; sau mrii can cir phai xuring dring, curii dong cri dan chain phay (;), dring 

eurii eiing ket thiie bang dan chain (.).
b) Khi vicn dan lan dau van ban cri lien quan, phai ghi day dii ten loai, sri, 

ky hicu eiia van ban, thrii gian ban hanh van ban, ten co quan, tri chirc ban hanh 

van ban va trieh yen nrii dung van ban {doi voi Luat va Phdp lenh chi ghi ten loai 
va ten cua Luat. Phdp lenh)’, trong eae lan vicn dan ticp thco, chi ghi ten loai va sri, 
ky hicu eiia van ban dri.

c) Bri cue eiia nrii dung van ban: Tuy thco ten loai vit nrii dung, van ban cri
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the co phan can cir phap ly dc ban hanh, phan md dau va co the dirge bo cue theo 

phan, ehu'O’ng, muc, ticu mue, dieu, khoan, diem hoac dirge phan chia thanh cac 

phan, mue tir Ion den nhd theo mot trinh tir nhat dinh.
d) Doi vai cac hinh thirc van ban dirge bo cue theo phan, ehu'ang, mue, ticu 

mue, dieu thi phan, elurong, mue, ticu mue, dieu phai co ticu dc. l ieu dc la cum tir 

chi noi dung ehinh cua phan, ehirong, muc, ticu muc, dieu.
d) Caeh trinh bay phan, elurong, mue, ticu muc, dieu, khoan, diem 

Tir “Phan”, “Chuoug” vir so thu tir cira phan, elurong dirge trinh bay tren 

mot dong rieng, canh giua, bang chu1 in Ihudng, co ehir tir 13 den 14, kicu ehu 

dirng, dam. So thir tir cua phan, chirang dirng chu so La Ma. Ticu dc cira phan, 
elurong dirge trinh bay ngay diroi, canh giira, bang chu in hoa, ca chu tir 13 den
14, kicu chu dirng, dam. 

Tir “Muc”, l ieu muc” va so thir tir ciia muc, ticu muc dirge trinh bay tren 

mot dong rieng, canh giua, bang ehu in thudng, ca ehir tir 13 den 14, kicu chu 

dirng, dam. So thir tir cua mue, lieu mue dirng ehir so A Rap. Ticu dc cua mue, ticu 

mue dugc trinh bay ngay dudi, canh giua, bang chu in hoa, ca chu tir 13 den 14, 
kicu ehir dirng, diun.

Tir “Dieu”, so thir tu va ticu dc cua dieu dugc trinh bay bang chu in thudng, 
liri dau dong 1 cm hoac 1,27 cm. So thir tu cua dieu dirng chu so A Rap, sau so thir 

tu co dau chain (.); ca ehir bang cd chu cira phan Idi van, kicu chu dirng, dam.
So thir tu cac khoan trong mdi muc dirng chu so A Rap, sau so thir tu co dau 

chain (.), cd ehu so bang ed chu cira phan Idi van, kicu ehir dirng. Ncu khoan co 

ticu die, so thir tir vir lieu dc cira khoan dirge trinh bay tren mot dong rieng, bang 

ehir in thudng, cd chu bang cd chu cua phan Idi van, kicu chu dirng, dam.
Thir tu cac diem trong mdi khoan diing cac ehir cai tieng Viet theo thir tir 

bang ehir cai tieng Viet, sau ed dau dong ngoac don, bang chu1 in thudng, cd ehir 

bang cd ehir cira phan Idi van, kicu ehir dirng.
e) Noi dung van ban dirge trinh bay bang ehir in thudng, dirge canh dcu ca 

hai le, kicu ehir dirng; cd ehir tir 13 den 14; khi xudng dong, chu dau dong liri vao 

1 cm hoac 1,27 cm; khoang each giira cac doan van tdi thicu la dpt; khoang each 

giira cite dong tdi thicu la dong don, tdi da la 1,5 lines.
g) Ndi dung van ban dirge trinh bay tai d so 6 Mue IV Phan 1 Phu luc nay.
7. Chirc vu, ho ten va ehir ky ciia ngudi cd tham quyen
a) Chir ky cira ngudi ed tham quyen la ehir ky ciia ngudi cd tham quyen tren

nr
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van ban giay hoac chir ky so cua ngiroi co tham quycn trcn van ban dicn tu-.
b) Vice ghi quycn ban cua ngiroi ky dirge thgc hicn nhir sau:
Truong hop ky lhay mat tap the thi phai ghi chir vict tat “TM.” vac tnroc 

ten tap the lanh dao hoac ten eo quan, to ehu'e.
Truong hop dirge giao quycn cap trirdng thi phai glri chir vict tat “Q.” vao 

trude ehu'e vu cua ngudi dung dan eo quan. Id chirc.
Truong hop ky thay ngiroi dung dau co quan, to chuc thi phai ghi ehCr vict 

tat “KT.” vao trude chuc vu cua ngudi dung dau. Truong hgp cap phd dirge giao 

phu trach hoac dieu hanh thi (hue hicn ky nhu cap phd ky thay cap trirdng.
Truong hop ky thua lenh thi phai ghi chu vict tat “TL.” vao trude chuc vu 

cua ngudi dung dau la 1 lieu trirdng.
Trirdng hgp ky thua uy quycn thi phai ghi chu vict tat “TUQ.” vao trude 

chuc vu cua ngudi dung dau la I lieu trirdng.
c) Chuc vu, chuc danh va Tip ten cua ngudi ky
Chuc vu ghi trcn van ban la chuc vu lanh dao chinh thuc cua ngudi ky van 

ban cua Trirdng 1)1 ISP Tl)TT 1 IN ; khdng ghi nhung chuc vu ma Nha nude khong
quy dinh.

Chuc danh ghi trcn van ban do cac to chuc tu van ban hanh la chuc danh 

lanh dao cua ngudi ky van ban trong to chuc tu van.
Ddi vdi nhung to chuc tir van dirge phep sir dung con dau cua Truong

DHSP TDTT 11N thi ghi chuc danh cua ngudi ky van ban trong to chuc tu van va 

chuc vu trong Truong DHSP TD TT HN. Ddi vdi nhung to chuc tu van khdng 

dirge phep sir dung con dau cua Trirdng DHSP TDTT HN thi chi ghi chuc danh 

cua ngudi ky van ban trong to chuc tu van.
1 Ip va ten ngudi ky van ban bao gdm hp, ten dem (ncu cd) va ten cua ngudi 

ky van ban. Trude hp ten cua ngudi ky, khdng ghi hoc ham, hoc vi va cac danh 

Then danh dir khac. Vice ghi them quan ham, hoc ham, hoc vi trude hp ten ngudi 
ky ddi vdi van ban cua cac don vi vu trang nhan dan, cac to chuc sir nghicp giao 

due, y tc, khoa hoc do ngudi 1 lieu trirdng quy dinh.
d) Hinh anh, vi tri chu ky so (ncu cd) cua ngudi cd tham quycn la hinh anh 

chu ky cua ngudi cd tham quycn trcn van ban giay, man xanh, dinh dang Portable 

Network Graphics (.png) nen trong sudt; dat canh giira chuc vu cua ngudi ky va 

hp ten ngudi ley.
d) Quycn han, chuc vu cua ngudi ky dupe trinh bay tai d so 7a Muc IV
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Phan I Phu luc nay; chirc vu khac cua ngiroi ky dugc trinh bay tai 6 so 7b Muc IV 

Phan I Phu luc nay, phia trcn ho ten cua ngu'bi ky van ban; cac chir vict tat quyen 

ban nhu: “rrM.”, “Q.”, “KT.”, “ PL.”, “TUQ.” va quyen ban chirc vu cua nguai ky 

dirge trinh bay bang chu in boa, cb chir tir 13 den 14, kicu chir dung, dam.
Chu ky cua ngiroi co tham quyen dirge trinh bay tai 6 so 7c Muc IV Phan I

Phu luc nay.
Hg va ten cua ngiroi ky van ban dirge trinh bay tai 6 so 7b Muc IV Phan I

Phu luc nay, bang chu in thubng, cb chu tu 13 den 14, kicu chu dung, dam, dirge 

dat canh giua quyen ban, chirc vu cua ngubi ky.
8. Dan, chu ky so cua Truong DHSP d’DT'k 1 IN (ncu co)
a) Hinh anh, vi tri chu ky so cua Truong DHSP TDTT UN la hinh anh dan 

cua Truong DHSP TDTT I IN ban hanh van ban trcn van ban, man do, kich thubc 

bang kich thubc thirc tc cua dau, dinh dang (.png) nen trong subt, trum len khoang 

1/3 hinh anh chu ky so cua ngubi cb tham quyen vc ben trai.
b) Chu ky so cua Truong DHSP TDTT I IN trcn van ban kem thco van ban 

chinh dirge the Then nhu sau: Van ban kem thco cung tep tin vbi nbi dung van ban 

dien tu, Van thu co quan chi thuc hicn ky so van ban va khbng thirc hicn ky so len 

van ban kem thco; van ban khbng cung tep tin vbi nbi dung van ban dien tu, Van 

thu co' quan thuc hicn ky so cua co' quan, to chirc trcn van ban kem thco.
Vi tri: Gbc trcn, ben phai, trang dau cua van ban kem thco.
1 linh anh chu ky so cua co quan, to chuc: Khbng hicn thi.
Thong tin: so va ky hicu van ban; thbi gian ky (ngay thang nam; gib phut 

giay; mui gib Viet Nam thco lieu chuan ISO 8601) dirge trinh bay bang phbng chu1 
Times New Roman, chu in thubng, kicu chu dung, cb chir 10, man den.

c) Dau, chu ky so cua Truong DHSP TDTT TIN dirge trinh bay tai 6 so 8 

Muc IV Phan I Phu luc nay (ncu cb).
9. Noi nhan
a) Noi nhan van ban gbm: Noi nhan dc thirc hicn; no'i nhan dc kiem tra, 

giam sat, bao cao, trao dbi cbng vice, dc bict; noi nhan dc luu van ban.
b) Dbi vbi Tex trinh, Bao cao ( Truong DHSP TDTT HN - cap dubi giri cap 

trcn Bo giao due va Dao tao) va Cbng van, noi nhan bao gbm:
Phan thu nhat bao gbm tir “Kinh giri”, sau do la ten cac co' quan, to chirc 

hoac don vi, ca nhan true ticp giai quyet cbng vice.
Phan thir hai bao gbm tir “Noi nhan”, phia dubi la tir “Nhu- trcn”, ticp thco
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la ten cac ca quan, to ehu'c, don vi va ca nhan co lien quan khac nhan van ban.
e) Doi voi nhirng van ban khac, noi nhan bao gom tir “No'i nhan” va phan 

lict kc eae ea quan, to ehire, dan vi va ca nhan nhan van ban.
d) Noi nhan dirge trinh bay tai 6 so 9a va 9b Miic IV Phan I Phu lue nay bao

gom:
Phan no'i nhan tai 6 so 9a (ap dung doi vdi l a trinh, Bao cao eua ea quan, to 

ehuc cap dudi gui ea quan, to ehire cap tren va Cong van): Tu “Kinh gui” va ten 

eae ca quan, to ehire hoac ea nhan nhan van ban dirge trinh bay bang chir in 

thirdng, cd ehu tir 13 den 14, kicu ehir dung; sau tir “Kinh gui” co dau hai chain 

(:). Ncu van ban gui cho mot ca quan, to ehire hoae mot ca nhan thi tu “Kinh gui” 

va ten ea quan, to ehire hoae ca nhan dirge trinh bay tren cung mot dong; trudng 

hgp van ban gui eho hai ea quan, to ehuc hoae ca nhan trd len thi xuong dong, ten 

moi ca quan, to ehire, ca nhan hoae moi nhom ca quan, to ehire, ea nhan dirge 

trinh bay tren mot dong rieng, dau dong co gaeh dau dong (-), cuoi dong co dau 

eham phay (;), cuoi dong cuoi cung co dau eham (.); eae gaeh dau dong dirge trinh 

bay -hang hang vdi nhau dudi dau hai eham (:).
Phan noi nhan tai 6 so 9b (ap dung cluing doi vdi eae loai van ban): Tir “Nai 

nhan” dupe trinh bay tren mot dong rieng (ngang hang vdi dong ehu “quyen han, 
ehire vu eua ngudi ky” va sat 1c trai), sau co dau hai eham (:), bang ehu in thirdng, 
ed ehu 12, kicu ehu nghieng, dam; phan lict kc eae ea quan, to ehire, dan vi va ca 

nhan nhan van ban dirge trinh bay bang ehu in thirdng, cd ehu 1 1, kicu chir dirng; 
ten moi co' quan, to ehire, don vi va ca nhan hoae moi nhom ea quan, to ehire, dan 

vi nhan van ban dupe trinh bay tren mot dong rieng, dau dong co gaeh dau dong (- 

) sat 1c trai, cuoi dong ed dau eham phay (;), dong cuoi cung bao gom ehu “Luu” 

sau co dau hai eham (:), ticp thco la ehu vict tat “VT”, dau phay (,), chir viet tat ten 

don vi (hoae bo phan) soan thao van ban va so lupng ban luu, cuoi ciing la dau 

chain (.).

i*

III. CAC THANH PHAN THE THUG KHAC
1. Phu lue
a) Trudng hgp van ban ed Phu lue kern thco thi trong van ban phai co chi 

dan vc Phu lue do. Van ban ed tir hai Phu lue trd len thi eae Phu lue phai dupe 

danh so thir tu bang ehu so La Ma.
b) Tir “Phu lue” va so thir tu eiia Phu lue duoc trinh bay thanh mot dong 

rieng, canh giua, bang ehu in thirdng, cd ehu 14, kicu chir dirng, dam; ten Phu lue
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(non co) dirge trinh hay canh giira, bang chir in hoa, ca chir tir 13 den 14, kicu chir 

dung, dam.
c) Thong tin chi dan kem Lhco van ban Iron moi Phu luc dirge ban hanh bao 

gom: so, ky hicu van ban, thbi gian ban hanh van ban va ten Truong DHSP TD3 3' 
11N la don vi ban hanh van ban. Thong tin chi dan kem thco van ban dugc canh 

giira phia duoi ten cua Phu lire, ehir in thirong, eb ehu tir 13 den 14, kicu chir 

nghieng, ciing phong chir voi npi dung van ban, mini den.
Thong tin chi dan kem thco van ban tren moi phu liic (Kem thco van ban so 

ngay .... thang ....nam ....) dirge ghi day dii doi voi van ban giay; doi voi 
van ban dicn tir, khong phai dicn thong tin tai eac vi tri nay.

d) Doi voi Phu lire ciing tep tin voi noi dung van ban dicn tir. Van thir co 

quan chi thirc hicn ky so van ban vii khong thuc hicn ky so len Phu luc.
Doi voi Phu lire khong ciing tep tin voi noi dung van ban dicn tir. Van thir 

co quan thuc hicn ky so eiia co quan, to chirc tren tirng tep tin kem thco, cu the:
Vi tri: Goc tren, ben phai, (rang dan cua moi tep tin.
Uinh anh ehu ky so eiia co quan, to chirc: Khong hicn thi.
Thong tin: so va ky hicu van ban; thbi gian ky (ngay thang nam; gib phiit 

giay; miii gib Viet Nam thco lieu chuan ISO 8601) dirge trinh bay bang phong ehu 

Times New Roman, ehu in thubng, kicu ehu dung, eb chir 10, mau den.
d) So trang eiia Phu luc dirge danh so rieng thco tirng Phu luc.
c) Mau trinh bay phu luc van ban thuc hicn thco quy dinh tai Phu luc 111 

Nghi dinh niiy.
2. Dau chi do mat, mire do khan, eae chi dan vc pham vi luu hanh
a) Dau chi do mat
Vice xac dinh va dong dau chi do mat (tuyet mat, tbi mat hoac mat), dau tai 

lieu thu hoi dbi vbi van ban eb nbi dung bi mat nha nubc dirge thuc hicn thco quy 

dinh hicn hanh. Con dau eae do mat (TUYKT MA T, TOl MAT hoac MA T) va dau 

tai lieu thu hoi dirge khac san thco quy dinh eiia phap luat vc bao vc bi mat nha 

nubc. Dau chi do mat dirge dong vao b so 10a Muc IV Phan 1 Phu luc nay; dau tai 
lieu thu hoi dirge dong viio b so 1 1 Muc IV Phan 1 Phu luc nay.

b) Dau chi mire do khan
Khi soan thao van ban eb tinh chat khan, don vi hoac ca nhan soan thao van 

ban dc xuat mire do khan trinh ngubi ky van ban quyet dinh. Tuy thco mire do can 

dirge chuycn phat nhanh, van ban dirge xac dinh do khan thco eae mire sau: hoa

J
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toe, thirgng khan, khan.
Con dau cac mire do khan dirge khac san hinh ehir nhat co ki'eh thirdc 30

mm x 8 mm, 40 mm x 8 mm va 20 mm x 8 mm, tren do eae tir “HOA I OC”,
“I HUONCj KHAN” va “KHAN”, trinh bay bang ehir in hoa, phong ehir Times 

New Roman, eo ehir tir 1 3 den 14, kicu ehir dirng, dam va dat can ddi trong khung 

hinh ehir nhat vicn don. Dau ehi mire do khan dirge dong vao 6 so 10b Mue IV 

Phan 1 Phu luc nay. Mire dc dong dau ehi mire do khan diing man do tiroi.
e) Cae ehi dan vc pham vi liru hanh
Doi vdi nhu'ng van ban eo pham vi, doi tirgng, sir dung han chc, sir dung eae 

chi dan vc pham vi luu hanh nhir “XPiM XONCj I RA LAI”, “LUU HANH NOI 

BO”. Cac ehi dan vc pham vi hru hanh trinh bay tai 6 so 11 Mue IV Phan 1 Phu luc 

nay, trinh bay can doi trong mot khung hinh ehir nhat vicn dan, bang ehir in hoa, 
phong ehir 'limes New Roman, co ehir tir 13 den 14, kicu ehir dung, dam.

3. Ky hicu ngudi soan thao van ban va so Iirpng ban phat hanh
Dirge trinh bay tai 6 so 12 Mue IV Phan 1 Phu luc nay, ky hicu bang ehir in

hoa, so lirgng ban bang ehir so A Rap, co ehir 1 1, kicu ehir dirng.
4. Dia ehi eo quan, to chirc; thu dicn tir; trang thong tin dien tir; so dicn 

thoai; so lax (ncu eo).
Cae thanh phan nay dirge trinh bay tai 6 so 13 Mue IV Phan 1 Phu luc nay d 

trang thir nhat eiia van ban, bang ehir in thudng, eo ehir tir 1 1 den 12, kicu ehir 

dirng, dirdi mot dudng kc net lien kco dai het ehicu ngang ciia viing trinh bay van 

ban.
IV. SO IK) BO TRI CAC THANH PHAn THE TIWC VAN BAN

HANH CIHNH

1. Vi tri trinh bay eae thanh phan the thirc

: Thanh phan the thirc van ban

: Quoe hicu va Ticu ngir 

; Pen co quan, to chirc ban hanh van ban 

: So, ky hicu eiia van ban 

: Dia danh va thdi gian ban hanh van ban 

Ten loai va trieh yen noi dung van ban

6 so

4
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: Trich ycu noi dung cong van 

: Noi dung van ban

: Chuc vu, ho ten va chu ky cua nguai co tham quyen 

: Dau, Chu ley so cua Truong DHSP TD F F F^N 

: Noi nhan 

: Dau chi do mat 

: Dau chi muc do khan 

: Chi dan vc pham vi luu hanh

: Ky hicu ngubi soan thao van ban va so luong ban 

phat hanh

: Dia chi Truong DHSP TDTT HN ; thu dicn tu; trang 

thong tin dicn tu; so dicn thoai; so Fax (ncu co).

: Chu ky so cuaFrubng DHSP TDTT HN cho ban sao 

van ban sang dinh dang dicn tu (ncu co).

5b

6

7a, 7b, 7c

8

9a, 9b

10a

10b

12

13

14

'll



2. So- do

i

:
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V. MAL CHL VA CHI TIET TRLNH BAY THE THUG VAN BAN HANH CHINH

Thanh phan the thirc va 

chi tiet trinh bay

Co- Vi du minh hoa
______________•_____________________________§_Kieu chfrSTT Loai chu- Co-Phong chfr Times New Romanchu1

rQuoc hieu va Tieu ngu
- Quoc hieu CpNG HOA XA H01 CHU NGHIA VIET NAMIn ho a 12-13 Dung, dam 12
- Tieu ngu
- Dong ke ben dual

In thuang 13-14 Dung, dam Doc lap - Tu do - Hanh phiic 13

- ? Ten co quan, to chuc ban 
hanh van ban

T

- Ten co quan, to chuc chu [n ]10a 
quan true tiep

BO giAo DUG vA dAo tao12-13 Dung 12

TRUONG DAI HOC SU PHAM 

THE DUC THE THAO HA NO I
- Ten co quan, to chuc ban jn ]-loa 
hanh van ban

12-13 Dung, dam 12

u Dong ke ben dudi

S6: 15/QD-DHSP TDTT HN

S6: 12/HCTH-DHSP TDTT HN
3 In thudng Dung13 13So, ky hieu cua van ban Doi voi CV:

Dia danh va thdi gian ban [n thudng 13-14 
hanh van ban

Nghieng4 13
Ha Noi, ngay 05 thdng 04 ndm 2021

Doi voi van ban co ten loai 
- Ten loai van ban

a
r

In hoa 13-14 Dung, dam 14BAO CAO
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X /■ > /VVe cong tac phong, chong lut baoTnch yeu noi dung In tlurong 13-14 Dung, dam 14
^ Dong ke ben dual

b Ddi vdi conn van 
Trich veu noi dung In thudng 12-13 Dung V/v nang bac luong nam 2021 12

Dung Trong cong tac chi dao ...6 Noi dung van ban In thuoTig 13-14 14
a Gom phan, chuoug, muc,

- lu “Phan , “Chuoug’ va]n thuoug 13-14 Dung, dam Phan I Chuong I 14

- Tieu de cua phan, chuoug 13-14 Dung, dam QUYDINH CHUNG QLY DIM! CHLNG 14In hoa
- Tu “Muc” va so thu tu In thuoug 13-14 Dung, dam Muc 1 14
- Tieu de ctia muc In hoa 13-14 Dung, dam QLAN LY VAN BAN 14

Tieu muc 1- Tu “Tieu muc” va so thu tu In thuoug 13-14 Dung, dam 14
x In hoa 13-14 Dung, dam QUAN LY VAN BAN PI 

In thuoug 13-14 Dung, dam Dieu 1. Ban sao van ban
14- Tieu de ctia tieu muc

- Dieu 14
1. Cac hinh thuc ...In thuoug 13-14 Dung 14- Khoan

In thuoug 13-14 Dung a) Doi vdi....- Diem 14
b Com nhan
_- Tu “Phan” va so thu tu

- Tieu de cua phan

muc. khoan
Phan 1In thuoug 13-14 Dung, dam 14

TINH HINH THUC HIEN NHIEY1 VU ...In hoa 13-14 Dung, dam 14
13-14 Dung, dam I. NHUNG KET QUA...So thu tu va tieu de cua In hoa 14

- Khoan:
r /\ • > A • rIn thuoug 13-14 Dung, dam 1. Pham vi va doi tirong ap dungTrudng hop co tieu de 14

1. Quyet dinh nay co hieu lye thi hanh ke tir ngay... 14Truong hop khong co tieu In thuoug 13-14
In thuoug 13-14

Dung
- Diem a) Doi vdi.... 14Dung

7 Chuc vu, ho ten cua ngudi
TM. HOI DONG TRU ONG KT.HIEU TRUONG 14- Quyen han cua ngudi ky In hoa 13 - 14 Dung, dam

P H 6 HIE U I RI ONG 14In hoa 13-14 Dung, dam CHU TICII 
Phung Xuan Dung

- Chuc vu ctia ngudi ky
Huong Xuan Nguyen 14In thudng 13-14 Dung, damHo ten cua ngudi ky
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8 No'i nhan
a Tu “Kinh gui” va ten ca In thucrng 13-14 Dun a 14O

- Gui mot noi Kinh gui: B6 Giao due va Bao tao 14
Kinh gui:

- Gui nhieu nod 14- Vu Ke hoach tai chinh - B6 Giao due va Dao tao;

- Bo Ke hoach va Dau tu;
Tu “Xai nhan” va ten ca quan, 

to chuc, ca nhan nhan van ban
b

Nghieng, No'i nhan: (ctoi voi cong van)- Tu “Nod nhan” 12In thuong 12 No'i nhan:
o

- Cac dan vi; - Nhu tren;- Ten ca quan, to chuc, ca In thubng Dung 1111
- Luu: VT, TCCB.nhan nhan van ban - Luu: VT, NVBP.

9 Phu luc van ban
- Tu “Phu luc” va so thu tu

14In thuong Dung, dam14 Phu luc I
cua phu luc

- Tien de cua phu luc 13-14 Dung, dam BANG CHU VIET TAT 14In hoa

THUONG

khAn

HOA

TOC
10 Dau chi muc do khan 13In hoa 13-14 Dung, dam KHAN

l Ol MAT TUYET MATMATDau chi muc do mat 13In hoa 13-14 Dung, dam

il* i oj 1—1/



Ky hieu ngirai soan thao van 

ban va so lugng ban phat hanh
In thu'drig11 11 Dung PL.(300) 11

S6:Dia chi co quan, to clurc; thu'

12 dien tir; trang thong tin dien In thudng 11-12 

tii'; so dien thoai; so Fax

Dung DT: Fax: 11

E-Mail: Website:

13 Chi dan ve pham vi luu hanh In hoa 13-14 Dung, dam XEM XONG TRA LAI LUU HANH N01 B0 13

14 So trang In thudng 13-14 Dung 2, 7, 13 14

r r r * # ^ ^

Co chu trong cung mot van ban tang, giam phai thong nhat, vi du: Quoc hieu cd chu 13, lieu ngu co chu 14, dia danh va ngay,i
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Phan li

THE THIJC VA KY i HUA I TRIISH BAY BAN SAG VAN BAN

I. BAN SAG SANG DINII DANG DIEN TIJ'(NEU CO).
1. Hinh tlui'c sao
“SAG Y” hoac “SAO LUC” hoac “TRICH SAO”.
2. l ieu chuan cua van ban so boa
a) Dinh dang Portable Document Format (.pdf), pbicn ban 1.4 trey len.
b) Anh man.
e) Do phan giai tbi thieu: 200dpi.
d) Ty 1c so boa: 100%.
3. i linb tbirc ebu' ky so eua eo quan, to chu'c tren ban sao dinh dang dicn tir
a) Vi tri: G6c Iren, ben phai, trang dau eua van ban, trinh bay tai 6 so 14 

Muc IV Phan 1 Pbu lue nay.
b) 1 linb anh ebu ky so eua co quan, to ehivc: Khong bicn tin.
e) Thong tin: Hinh thuc sao, ten eo quan, to ehire sao van ban, thbi gian ky 

(ngay tbang nam; gib phut giay; mui gib Viet Nam thco ticu chuan ISO 8601) 

dupe trinh bay bang phbng ehir Times New Roman, chir in tlurbng, kicu ehu dung, 
cb ehir 10, man den.

II. BAN SAG SANG DINH DANG GlAY
1. The thuc ban sao sang dinh dang giay
a) Hinh thuc sao: “SAO Y” hoac “SAO LUC” hoac “TRICH SAO”.
b) Ten eo- quan, to chuc sao van ban.
e) So, ky hicu ban sao bao gbm so thu tu dang ky (dupe danh ehung cho eae 

loai ban sao do eo quan, to chuc thuc Then) va ehu vict tat ten loai ban sao thco 

Bang ehu vict tat va man trinh bay van ban, ban sao van ban tai Muc I Phu lue 111 
Nghi dinh nay. So dupe gin bang ehu so A Rap, bat dau lien ticp tu so 01 vao ngay 

01 thang 01 va ket thuc vao ngay 31 thang 12 hang nam.
d) Dia danh va thbi gian sao van ban.
d) Chuc vu, ho ten va ehu ky eua ngubi cb tham quyen sao van ban.
e) Dau cua co quan, to chuc sao van ban.
g) No'i nhan.
2. Ky thuat trinh bay ban sao sang dinh dang giay
a) Cac thanh phan the thuc ban sao dupe trinh bay tren cung mot to giay 

(khb A4), ngay sau phan cubi cung eua van ban can sao dubi mot dubng kc net

fi
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lien, kco dai het chicu ngang ciia vung trinh bay van ban.
b) Cae cum tu “SAG Y'\ "SAG LUC”, u HUGH SAG” duoc trinh bay bdng 

chir in hoa, ca chir lir 13 den 14, kicu ehir dung, dam.
e) Ca ehu, kieu ehu ciia ten ca quan, to chuc sao van ban; so, ky hicu ban 

sao; dia danh va thdi gian sao van ban; chuc vu, ho ten va ehu1 ley cua nguoi co 

tham quyen; dau cua ca quan, to chuc sao van ban va nai nhan dirge trinh bay thco 

huang dan cac thanh phan the thuc van ban tai khoan 2, 3, 4, 7, 8, 9 Muc II Phan 1
Phil liic nay.

d) Man trinh bay ban sao dinh dang giay dirge minh hoa tai Phu luc Ill Nghi
dinh nay.

3. So do bo tri cac thanh phan the thuc ban sao sang dinh dang giay 

a) Vi tri trinh bay cac thanh phan the thuc

: Thanh phan the thiic ban sao6 so

: Minh thuc sao: “SAG Y”, “SAG LUC” hoac “TRICII 

SAG”

: Ten co' quan, to chuc sao van ban

: So, ky hicu ban sao

: Dia danh va ngay, thang, nam sao

: Chuc vu, ho ten va ehu ky cua nguoi co tham quyen

: Dau cua co quan, to chuc

: Nai nhan

3

4

5a, 5b, 5c

6

7
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b) Sa do

20 - 2.‘5 mm

phAn cu6i gong cua van ban duqc sag
. '7>

I2

4330 - 35 mm 15-20 mm
►4 -4 >

5a
7

6
5c

5b

20 - 25 mm

' *

?

>
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Phu luc II
VIET IK)A TRONG VAN BAN IIANII CHIMI

(Kem theo QD sd 274/Ql)-l)IISPTDT7lIN ngay 26 lining 5 nam 2021 
cua Tnrang Dai hoc supham The due The thao I la Noi)

I. VIET HOA VI PHEP DAT CAU
Viet hoa chir cai dau am lict tlu'r nhat cua mot can hoan chinh: Sau dau 

cham can (.); sau dau chain hoi (?); sau dau chain than (!) va khi xuong dong.
II. VIET HOA DANH I U RIENG CHI TEN NGUOI
1. Ten ngiroi Viet Nam
a) Ten thong thudng: Viet hoa chir cai dau tat ea eae am tict cua danh tu- 

rieng chi ten ngudi. Vi du: Nguyen Ai Quoe, Tran Phu,...
b) Ten hicu, ten goi nhan vat lich sir: Viet hoa chir cai dau tat ea eae am tict. 

Vi du: Vua I lung, Ba rricu, Ong Giong, Bae 116, Cu 116,...
2. Ten ngiroi niroc ngoai dirge phicn am chuycn sang tieng Viet
a) h rirong hop phicn am sang am Han - Viet: Viet theo quy tac vict ten 

ngiroi Viet Nam. Vi du: Kim Nhat Thanh, Mao Trach Dong, Thanh Cat Tir Han,...
b) Tnrdng hop phicn am khong sang am Han - Viet (phicn am true ticp sat 

each doe eua nguyen ngir): Viet hoa chir cai dau am tict thi'r nhat trong moi thanh 

phan. Vi du: Vla-di-mia I-Heh Lc-nin, Phri-drieh Ang-ghen,...
III. VIET HOA TEN DIA LY
1. Fen dja ly Viet Nam
a) 'Fen don vi hanh chinh dirge can tao giira danh tir ehung (tinh, thanh pho 

true thuoe trung uong; huyen, quan, thi xa, thanh pho thuoc tinh, thanh pho thuoe
r . r . .

thanh pho true thuoe trung uong; xa, phuong, thi Iran) voi ten rieng cua don vi 
hanh chinh do: Viet hoa chir cai dau eiia eae am tict tao thanh ten rieng va khong 

diing gach noi. Vi du: thanh pho Thai Nguyen, tinh Nam Dinh,...
b) Truong hop ten don vi hanh chinh dirge can tao giira danh tir ehung ket 

hgp voi chir so, ten ngiroi, ten sir kicn lich sir: Viet hoa ea danh tir ehung chi don 

vi hanh chinh do. Vi du: Quan 1, Phuong Dicn Bien Phil,...
e) Truong hop vict hoa dac biet: Fhii do I la Noi, Thanh pho 116 Chi Minh.
d) Fen dia ly dirge cau tao giira danh tir ehung chi dia hinh (song, nui, ho, 

bien, cira, ben, cau, vung, laeh, vam, ...) voi danh tir rieng (co mot am tict) tro 

thanh ten rieng eiia dia danh do: Vict hoa tat ea eae chir cai tao nen dia danh. Vi 
du: Cua L6, Vung Fan, Laeh Truong, Vam Co, Cau Giay,...
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Trirang hop danh tir cluing chi dia hinh di lien voi danh tu rieng: Khong vict 
hoa danh tir cluing ma chi vict hoa danh tir rieng. Vi du: bicn CCra 1.6. cho Reir 
Thanh, song Yam Co, vinh Ha Long,...

d) Ten dia ly chi mot vung, mien, khu virc nhat dinh dirge Can tao bang tir 

chi phirong hirong ket hop voi tir chi plurong lurong khac: Vict hoa chir cai dau 

cua tat ca cac am tict tao thanh ten goi. Doi voi ten dia ly chi viing, mien rieng 

dirge can tao bang tir chi plurong hirong ket hgp voi danh tir chi dia hinh thi vict 
hoa cac chir cai dau moi am tict. Vi du: l ay Bac, Dong Bac, Bac Bo,...

2. Ten dia ly nude ngoai dirge phicn am chuycn sang tieng Viet
a) 'Ten dia ly da dirge phicn am sang am 1 Ian - Viet: Vict thco quy tac vict 

hoa ten dia ly Vict Nam. Vi du: Bac Kinh, Binh Nlurdng, Phap, Anh,...
b) Ten dia ly phicn am khong sang am Han - Viet (phicn am true ticp sat 

each doc cua nguyen ngu): Vict hoa thco quy tac vict hoa ten ngudi nude ngoai 
quy dinh tai diem b khoan 2 Muc 11 Phu lue nay. Vi du: Mat-xco-va, Mcn-bon,...

IV. VIL I HOA TEN CO QUAN, TO CHUC
1. Ten co’ quan, to dure ciia Viet Nam
a) Viet hoa chir cai dau cua cac tir, cum tir chi loai hinh co quan, to dure; 

eh ire nang, ITnh vuc boat dong cua co quan, to chirc. Vi du: Ban Chi dao trung 

uong vc Phong chdng lham nhimg. Van phdng Chir tich nude, Bo Tai nguyen va 

Moi trudng. Tap doan Dicn lire Viet Nam, Hoi dong nhan dan tinh Son La, So Tai 
chinh,...

b) Trudng hgp vict hoa dac bict: Ban Chap hanh Trung uong Dang Cong 

san Viet Nam, Van phdng Trung uong Dang, ...
2. Ten co quan, to chirc nude ngoai
a) Ten co' quan, to chirc nude ngoai da dich nghTa: Vict hoa thco quy tac vict 

ten co quan, to chirc cua Vict Nam. Vi du: Lien hop qude (UN), To chirc Y tc the 

gidi (WHO),...
b) 'Ten co’ quan, to chirc nude ngoai dirge sir dung trong van ban d dang vict 

tat: Vict bang chir in hoa nhu nguyen ngu hoac chuycn tir La-tinh ncu nguyen ngu 

khong thude he La-tinh. Vi du: W TO, UNDP, UNHSCO, ASLAN,...
V. VIET HOA CAC TRUONG HOP KHAC 

1. Danh tir thude trudng hgp dac bict: Nhan dan, Nha nude.
2. Ten cac huan chuong, huy chuong, cac danh hicu vinh dir: Vict hoa chir 

cai dau cua cac am tict ciia cac Thanh phan tao thanh ten rieng va eac tir chi thir.
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hang. Vi du: 1 luan chirong Sao vang, Nghc sT Nhan dan, Anh hung Lao dong,...
3. Ten eh tie vu, hoc vi, danh hicu: Viet hoa ten eh ire vu, hoe vj ncu di lien 

voi ten ngiroi eu the. Vi du: Chu tich Quoc hoi, Thii tudng Chinh phu, Giao su 

Ton 1'hat rung,...
4. Danh tu ehung da rieng hoa : Viet hoa chir eai dau eua tir, cum tu chi ten 

goi do trong tru'dng hap dung trong mot nhan xung, dung doe lap va the hien sir 

Iran trong. Vi du: Bae, Ngudi (chi Chu tich 116 Chi Minh), Dang (ehi Dang Cong 

san Viet Nam),...
5. Ten cac ngay 1c, ngay ky idem: Viet hoa ehir eai dau eua am tict tao thanh

-w > -I ■>

ten goi ngay 1c, ngay ky niem. Vi du: ngay Quoc khanh 2-9, ngay l ong tuyen eu 

dau ticn, ngay Quoc tc Lao dong 1-5, ngay Phu nu Viet Nam 20-10,...
6. Ten cac loai van ban: Viet hoa chu eai dau eua ten loai van ban va chu eai 

dau eua am tict thu nhat tao thanh ten goi eua van ban trong trudng hop noi den 

mot van ban eu the. Vi du: Bo luat 1 linh su, Luat To ehue Quoc hoi,...
7. Trudng hop vicn dan phan, chuang, mue, lieu mue, dicu, khoan, diem eua 

mot van ban eu the thi vict hoa chu eai dau eua phan, chuang, mue, ticu mue, dicu.
Vi du:- Can eu diem a khoan 2 Dicu 103 Mue 5 Chuang XII Phan I eua Bo

luat I linh su.
- Thco quy dinh tai diem a khoan 1 Died 24 l ieu mue 1 Mue 1 Chuang III 

eiia Nghi quyet so 35 1/2017/UBTVQ1114.
8. Pen eae nam am lich, ngay let, ngay va thang trong nam
a) Ten eae nam am lich: Viet hoa chu eai dau eua tat ca eae am tict tao 

thanh ten goi. Vi du: Ky Ty, lan 1 lai, Mau l uat, Man Than,...
b) Ten eae ngay tet: Viet hoa chu eai dau eua am tict thu nhat tao thanh ten 

goi. Vi du: tet Nguyen dan, let Doan ngo, let Trung thu. Viet hoa chu l et trong 

tru'dng hop thay cho let Nguyen dan.
e) Pen eae ngay trong tuan va thang trong nam: Viet hoa chu eai dau eua am 

tict ehi ngay va thang trong trudng hop khong dung chu so. Vi du: thu Hai, thu 

Tu, thang Nam, thang Tam,...
9. Pen eae sir kicn lich sir va eae tricu dai: Viet hoa chu eai dau eua eae am 

tict tao thanh sir kicn va ten sir kicn, trong trudng hop co eae eon so ehi mde thdi 
gian thi ghi bang chu va vict hoa chu do. Vi du: Tricu Ly, Tricu Tran, Phong trao 

X6 vict Nghc PTnh, Caeh mang thang Pam,...
10. Pen eae tae pham, sach bao, tap ehi: Vict hoa chu eai dau eua am tict
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thu' nhat lao thanh ten tac pham, sach bao. Vi du: tir dicn 13ach khoa loan thir...
Phu luc ns

CHU VIETTA j TEN EGAS, MAU TklNH BAY VAN BAN
iiAnh ciunh vA bAn sag vAn bAn

(Kem theo QD sd 274/QD-DIISPTDTTIIN ngay 26 I hang 5 ndm 2021 
cua Truang Dai hoc sir pham The dye The thao I Id Npi)

I. BANG CHU VIET tAt TEN EGAS VAN BAN hAnH CHINH vA 

bAn sag vAn bAn
Chu viet tatTen loai van ban hanh chinh

Nghi quyet (ca bict)

Quycl dinh (ca bict)

Chi thi 

Quy chc 

Quy dinh 

Thong cao 

Thong bao 

Huang dan 

Chuong trinh 

Kc hoach 

Phuangan 

D6 an 

Du an 

Bao cao 

Bicn ban 

To trinh 

1 top dong 

Cong dicn 

Ban ghi nha 

Ban thda thuan 

Ciiay uy quyen

STT

NQ

QD2.

CT3.

QC4.

QyD5.

TC6.
i

i B7.
■

HD8.

CTr9.

KH10.

I’A11.

DA12.

DA13.

BC14.

BB15.

'Tli-lb.

17. HD

18. CD

19. BGN

20. BTT

21. GUQ
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Giay moi 

Giay gioi thicu 

Giay nghi phcp 

Phicu gui 

Phicu chuycn 

Phicu bao 

Biin sao van ban 

Ban sao y 

Ban trich sao 

Ban sao luc

22. GM

23. GGT

24. GNP

25. PG

26. PC

27. PB

i
SY

2. TrS

3. SL

II. fVIAlJ TRINII BAY VAN BAN IIANII CIIINH, PHU LUC VA BAN 

SAO VAN BAN

!. Man trinh bay van ban hanh chfnh
! - i

Mau 1.1 INghi quyct (ca bict)

Man 1.2 *Quyct dinh (ca bict) quy dinh true ticp

Man 1.3 IQuyct dinh (ca bict) quy dinh gian ticp 
~

Man 1.4 Van ban co ten loai 

Cong van 

Cong dicn 

Ciiay nidi 

Giay gidi thicu 

Man 1.9 Bicn ban

Man 1.10 Giay nghi phcp
j ~ 1
2. Man trinh bay phu luc van ban

Man 2.1 Phu luc van ban hanh chinh giay

Man 2.2 Phu liic van ban hanh chinh dicn lir (ncu co)

3. Man trinh bay ban sao van ban 

Ban sao sang dinh dang giay

Man 3.2 Ban sao sang dinh dang dicn tir

Man 1.5
!

Man 1.6 

Man 1.7 

Mau 1.8

i

:

\

Man 3.1
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Mail 1.1 - Nghj quyct (ca bict)

bO giao dug vA dAo tag
TRUONG DAI HO SU PHAM 

THE DUG THE THAO HA NOl

So: .../NQ-...3...

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phuc

...4ngay... thdng... ndm ...

NGHIQUYET
5

thAm quyhn ban hAnh

Can cu

Can cu

QUYET NGHI:
■

6
\

/.
i

HIEU TRUCJNGNai nhcln:
- Nhu Dicu....;
- Lira: VT

Nguyen Duy Quyct
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Man 1.2 - Quyct djnh (ca biet) quy djnh true tiep

bO giAo dug vA dAo tag
TRUONG i)AI HO SU PHAM 

THE DUG THE THAO HA NOI

So: .../QD-...3...

CONG HO A XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc

...4ngay ... thang ... nam ...

QUYET DINH

Vc vice 5

thAm quyen ban hAnh6

Can cu

Can cu

Theo cie nghi cua

QUYET DINH:

Dicn 1 8

Dicu

/.

HIEU TRUONC;Nai nhdn: 
-NhuDieu....; 
- Lixu: VT

Nguyen Duy Quyct
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Man 1.3 - Quyct dinh (quy dinh gian ticp)

BO GlAO DUG vA DAO l AO
TRUONG DAI HO SU PHAM 
THE DUG THE THAO HA NOI

S6: .../QD-...3...

(*)

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc

...4ngay ... I hang ... nam ...

QUYET DINH
5Ban hanh (Phc duyet)

thAm quyhn ban hAnh6

Can cu

Can cu

Theo cle nghi cua

QU YET DINH:

Dicu 1. Ban hanh (Phc duyet) kem theo Quyct dinh nay 5

Dicu l

/.

HIEU TRUONGNai nhem:
- Nhir Dicu....;

- Luu: Vi' ,..9...10

Nguyen Duy Quyct
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Ci h i chu:

} Man nay ap dung doi voi cac quyct dinh (ca bict) ban hanh hay phc duyct 

mot van ban khac

Ten co- quan, to chirc chu quan true ticp (ncu co).

- Ten co quan, to chuc hoac chuc danh nha nude ban hanh Quyct dinh.

Chu vict tat cua co quan, to chuc hoac chuc danh nha nude ban hanh

Quyct dinh.

4 Dia danh

frich yen noi dung quyct dinh.

6 Tham quyen ban hanh quyct dinh thude vc ngudi dung dau co’ quan, to 

chuc thi ghi chuc vu cua ngudi dung dau; ncu tham quyen ban hanh quyct dinh 

thude vc tap the lanh dao hoac co quan, to chuc thi ghi ten tap the hoac ten co 

quan, to chuc do.

Cac can cu dc ban hanh quyct dinh.

8 Chu vict tat ten don vi soan thao va so lupng ban luu (ncu can).

9 Ky hicu ngudi soan thao van ban va so lupng ban phat hanh (ncu can).

5 -
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Mail van ban (duoc ban hanh, phc duyct kcm then quyet djnh) doi voi van 

ban giay

bO giAo dug vA dAo tao
TRUONCi DAI HO SU PHAM 

THE DUG THE THAO HA NOI

CONG HOA XA HOI CHU NGIHA VIET NAM 
Doc lap - Tu’ do - Hanh phiic

ngay ... /hang ... nam ...

QUY CHE

(Kem theo Quyet dinh so ngay ... thdng ... nam ... cua... ) 2

3

Die u 1

Die u

Dieu

/.

*
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^ f -\ /V /V ' 'Mau van ban (duoc ban hanh, phc duyct kcm then quyct djnh) dbi voi van 

ban dien tirn (N®UC,,)

So: ngay/thang/nam; gid: phut: giay'’

CONG HOA XA HOI CHl) NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phiic

bO giAo dug vA dAo tag
TRUONG DAI HO SU PHAM 

THE DUG THE THAO HA NOI

S6: .../QD-...3... ...7..., ngay ... (hang... ndm ...

TEN LOAI VAN BAN

(Kem theo Quyet dinh so .../QD-... ngdy ... thang ... ndm ... cua... )2

3

Dicu 1

Dieu
•f

Dicu t

/.
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Chi chu:

(*) Man nay ap dung vdi van ban dien tir kcm thco khong cung top tin vdi 

noi dung quyct dinh ban hanh hay phc duyct

I nch yen noi dung cua van ban

Doi vdi van ban dien tir, khong phai dien thong tin vao eac vi tri nay.

Noi dung van ban kcm thco 

So va ky hicu Quyct dinh ban hay phc duyct.

rhdi gian ky so ciia ccr quan, to chirc (ngay thang nam; gid phut giay; mui 

gid Viet Nam thco ticu chuan ISO 8601).

i -

2

3

5 '
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Mau 1.4 - Van ban co ten loai

B0 giAo DUG vA dAo TAG
I RUONC; DAI HOC SU PHAM 
THE DUG THE THAO IlA NOI

S6: 3-.

CONG HOA XA HOI CHU NGHIA VIET NAM ■ • •

Doc lap - Tu1 do - Hanh phiic

5..., ngay ... thdng... nam ...

KE HOACH6
7

8

/,

KT.HIEU TRUONG 
PHO HIEU TRUONG

Nai nhan:
- Cac dan vi;

- Luu: VT ...9...10 /

Huong Xuan Nguyen
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Chi chu:

I-Fen co' quan, to chu'c chu quan true ticp (ncu co).

Fen ca quan, to chirc hoac dure danh nha nuoc ban hanh cong van.
-i . ' 'Chir vict tat ten loai van ban.

1 Chir vict tat ten ca quan, to chuc hoac chuc danh nha nuoc ban hanh van

2r

ban.

5 Dia danh.

6 Ten loai van ban

Man nay ap dung chung doi vai cac hinh thuc van ban hanh chinh co ghi ten 

loai gom: chi thi, quy die, quy dinh, thong cao, thong bao, hirdng ban, chuong 

trinh, kc hoach, phuong an, dc an, do an, bao cao, to trinh, giay uy quyen, phicu 

giri phicu chuycn, phicu bao.

I nch yen nqi dung van ban.

s Nqi dung van ban.

Chir vict tat ten don vi soan thao va so lirqng ban hru (ncu can).

Ky hicu ngiroi soan thao van ban va so lirqng ban phat hanh (ncu can).

7 -

10

I
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Mail 1.5 - Cong van

B0 giAo DUG vA dAo TAG
TRUONG DAI HOC SU PHAM 
THE DUC THE THAO HA NOI

S6:

CONG IIOA XA HOI CHU NGHTa VIET NAM 
Doc lap - Tu’ do - Hanh phuc

5..., ngay ... thdng... ndm ...
V/v

Ki'nh giri:

7

/.

TL.HIEU TRUONG 
ptp.hAnh CHINH TONG HOP

Noi nhdn: 
- Nhu trcn; i

- Luu: V T !

1

Dang Dinh Dung

in

64



Man 1.6-Giay moi

BO giAo dug vA dAo tao
TRUONG DAI HOC SU PHAM 
THE DUC THE THAO HA NOI

S6: .../GM-...4...

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tit do - Hanh phuc

5..., ngay ... ihdng... ndm ...

giAy moi

Iran trong kinh mai:

Tai dir

Chu tri:

I'hdi gian:

Dia diem:

/.

TL.HIEU TRUONG 
KT.TRUONG PHONG HCTH 

PHO TRUONG PHONG

Dang Dinh Dung
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Mau 1.8-Giay gioi thicu

bO giAo dug vA dAo tao
TRUONG DAI HOC SU PHAM 
THE DUG THE THAO HA NOI

CONG HOA XA HC)I CHU NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phiic

S6: .../GGT-...4... 5ngay ... lhang ... nam ...

GI AY GIOI THIEU

Iran trong giai thicu:

Ong (ba)

Chuc vu: .....

Dirge cir den:

Vc vice:

Dc nghi Quy ecy quan tao dicu kicn dc ong (ba) eo ten b tren hoan thanh

nhiem vu.

(jiay nay eo gia tri den het ngay /.

HIEU TRUONG

Nguyen Duy Quyet
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Man 1.8 Bien ban

BO GIAO DUG vA DAO TAG
TRUONG DAI HOC SU PHAM 
THE DUG THE THAO HA N0I

S6: .../BB-...3...

CONG liOA A A HOI CHU NGHfA VIET NAM 
Doc lap - Tu- do - Hanh phuc

BIEN BAN

Thai gian bat dau:.................

Dia diem:................................

Thanh phan tham dy:...........

ChTi tri (ehii loa): ..................

Thir ky (ngirai ghi bien ban): 

Noi dung (thco dien bien cube hop/hoi nghi/hoi thao):

Cube hop (hbi nghi, hbi than) ket thuc vao .... gib ...., ngay .... thang .... nam

THU KY CHU TOA

Nguyen Van AHo va ten
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7\ 'Mau 2.1 - Phu luc van ban hanh chfnh giay

Phu luc
2

(Kent theo Van ban so... ’. ngay...4... thdng...4... nam ...4... ciia ...-.)

6

/.

Ghi chit:

1 So tlur tir cua phu luc.

2 I’icu dc cua Phu luc.

So va ky hicu cua van ban3

4 'Thai gian ban hanh van ban.

" Ten ca quan, to chirc ban hanh van ban. 

6 Noi dung cua phu luc.
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IMau 2.2 - Mau Phu luc van ban hanh chinh (lien tii’(A)• • •

So: 5...; ngay/thang/nam; gio: phut: giay 6

Phu luc
2

(Kein theo Van ban so...3 .ngay...3... thdng...3... nam ... 3 ... cua ...4.)

7

7.

Ghi ch it:

Mau nay ap dung voi van ban dicn tir co phu luc khong cung tcp tin vai(*)

noi dung van ban.

So thir ty cua phu luc.

2 Ticu dc cua Phu luc.

Doi vai van ban dicn tu, khong phai dicn thong tin tai cac vi tri nay.

1’cn co1 quan, to chuc ban hanh van ban.

So ky hicu van ban.

Thai gian ky so cua ca quan, to chuc (ngay, thang, nam; gia, phut, giay; 

mui gia Viet Nam theo ticu chuan ISO 8601)

i
3

4 -

7 Noi dung cua phu luc.
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7\ ■> £IMau 3.1 - Ban sao sang dinh dang giay

IK) GlAO DUG VA DAO TAG
TRUONG DAI HOC SU PHAM 
THE DUC THE THAO llA NOI

CONG HOA XA HOI Cllli NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phiic

3So: /

l EN LOAI VAN BAN

j

HIEU TRUONG/Vo'i nhan:

- Luu: VT,

Nguyen Duy Quyet

B() giAo dug vA dAo fag
TRUONG DAI HOC SU PHAM 
THE DUC THE THAO HA NOI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu do - Hanh phiic

S6: 3

TL.HIEU TRUONG 
KT.TP K) CHUC CAN BO VA I T 
PHO TRUONG PHONG TCCB&TT

Nai nhan:

- Luu: V T,

Nouvcn rEhanh Chuno
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Phu luc IV
MAU VE QUAN LY VAN BAN

(Kem theo QD so 274/QD-DHSPTDTTIIN ngay 26 thdng 5 ndm 2021 
cua Truong Dai hoc supham The due The thao I Id Noi)

I. MAU SO DANG KY VAN BAN DI

1. Bia va Irang dau

B0 GlAO DUG VA DAO TAG
TRUONG DAI HOC SU PHAM THE DUG THE THAO HA N0I

SO DANG KY VAN BAN DI

Ndm:

den ngdy 

.... den so .

i-Tic ngdy 

Tic so.......
I

X XQuycn so:
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2. Noi dung dang ky van ban di Toi thicu gom 10 noi dung:

So, ky 

hicu 

van ban

SoTen loai va 

(rich yen noi 

dung

Ngay

thang

Tra I6iNgay Noi Don vj, 

nguoi 

nhan

Ngay

chuyen

KyNgu'6'i
nhan luong

ban

theo cvvao so
nhanky

sovan van

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

Il.MAU BIA VAN BAN

TEN CO QUAN, TO CHUCBi4u 
tiJ’O'ng 
cua ca 
quan 

(ndu co)

Dia chi .............

Dicn thoai: .......

H- mail:...........

So/ky hicu van ban:

Fax:

Website:

t

Kinh gui:
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III. VIAl SC) CIJI VAN BAN 1)1 BI T 1)1 KN

1. Bia va trang dau

BO GIAO DUG VA DAO TAO
TRUONC; DAI HOC SU PHAM THE DUG THE THAO HA NOI

SO GUI VAN BAN 1)1 BUU DIEN

Nam:

Tic ngay........den ngay

Tic so........ den so...........

!

Quycn so: .... •;
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2. Noi dung dang ky gui van ban di bu'u dicn Toi thicu gom 06 noi dung:

So luong Ky nhan va 

dau buu dicn

So, ky hicu 

van ban

Ngay

chuycn

Chi
Noi nhan van ban

bi chu

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

IV. MAC SO SC DCNC BAN LCC

1. Bia va trang dau

BO giAo dug va dAo tag
TRUONG DAI HOC SC PHAM THE DCC THE THAO HA NOI

SO SC DUNG BAN LCC

Nam:

Tir a gay . 

Tit so

den ngdy 

den so ...

X AQuycn so: ....
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2. Noi dung dang ky sir dung ban liru 

T'6i thicu gom 09 noi dung:

So vaFen loai va 

trich yen 

noi dung 

van ban

Nguoi

cho
So, ky hieu 

ngay thang 

van ban

Ho ten
Ngay

thang
Ky Ngay Chikynguoisu 

dung
nhan tra chiihieu phep sir 

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

~ A ^ 9

V. 1VIAU DAU “DEN”: dirge khac san, hinh chu nhat, kich thirac 35mm x

50 mm

50 mm

TEN CO QUAN, T() CHUC

So:
DENc:

Ngay:
rn

Chuyen: ............

So va ky hieu HS:

VI. MAE SO DANG KY VAN BAN DEN i

1. Bia va trang dau
i
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B0 GfAO DUG VA DAO TAO
TRUONC; DAI HOC SU PHAM THE DUG Tllfc THAO HA N0I

SO DANC; KY VAN BAN DEN

Nam:

den ngdy 

den so ...

Tic ngdy . 

Tic so

/K A.Quyen so: ....

(
2. Noi dung dang ky van ban den 

Toi thicu gom 10 noi dung:

I So, ky Ten loai va 

trfch yen 

noi dung

Don vj 

hoac

Thoiban 

nop bao

Ngay

thang
So Ngay

chuyen

KyTacNgay

den
hicu van 

ban
den gia nhan

ngudi eaovan

(1) (2) (5) (6) (8)(3) (4) (7) (9) (10)
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VII. MAU PHIEU CIAI QUYET VAN BAN DEN

B0 GIAO DUG VA DAO TAG
TRU’(JNG DAI HOC SU PHAM 
THE DUG THE THAO HA NOI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc

PHIEU CIAI QUYET VAN BAN DEN

(Ten loai; so va ky hieu; ngay, thang, nam; ca quan ban hanh 

va Inch yen noi dung van ban den)

' ' r. r1. Y kicn eua lanh dao eo quan, to chuc

- Giao don vi, ea nhan chu tri;
r r A. ri

- Giao cac don vi, ea nhan tham gia phoi hop giai quyet van ban den (ncu

eo);

- rrhdi ban giai quyet doi voi inoi dan vi, ea nhan (ncu eo);
r ' . . 0 . X

- Ngay thang cho y kicn phan phoi, giai quyet.

2. Y kicn eua lanh dao don vi

- Giao cho ea nhan; thbi han giai quyet doi vbi ea nhan (ncu eo);

- Ngay, thang, nam cho y kicn.

3. Y kicn dc xuat eua ngirai giai quyet

- Y kicn de xuat giai quyet van ban den eua ea nhan;

- Ngay, thang, nam dc xuat y kicn.
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vm. MAI SO THEO DO! (AAl Q1JYF1 VAN BAN DEN

l. Bia va trang dau

BO GIAO DUG VA DAO TAG
TRUONC DAI HOC SU PHAM THE DIJC THE THAO HA NCH

j

SO THEO DO I GIAI QUYET VAN BAN DEN

Nam:

den ngciyTu ngay

»

$

!

Quycn so: ....
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2. Noi dung dang ky thco doi giai quyct van ban den 'I’oi thicu gom 07 noi

dung:

So, ky Ngay 

hicu ehuyen 

buu 

ban dien, 

tra loi gmai

S6, ky

hicu,• 7

ngay.

thang

Ten co’ 

quan, to 

eh lie ban

Don vi
Tien do 

giai 

quyct

Thoi
Trich yen noi 

dung van ban

hoac
So den han giai 

quyct
vanngudi

hanh van nhan
ban

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

'r
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Phu Iuc V
LAP HO SO VA Cl AO NOP MO SO, TAf LIEU VAO LLL TRU CO QUAN

(Kem theo QD so 274/QD-D1ISPTD1TI1N ngay 26 thdng 5 ndm 2021 
cua Truong Dai hoc sir phem The due The thao I la Noi)

I. XAY DUNG DANH MUC IK) SO

Danh muc ho sa gom cac thanh phan: Cac dc muc, so va ky hicu cua ho so, 

lieu dc ho scy, thdi han bao quan cua ho so, ngudi lap ho so.

1. Dc muc trong Danh muc ho so dugc xay dung theo co can to chuc (ten 

cac don vi trong Truong DHSP TD I T TIN) hoac theo ITnh vuc boat dong (ten cac 

ITnh vuc boat dong chu yen cua co quan, to chuc). Trong tung dc muc Ion dugc 

chia thanh cac dc muc nho tuong ung voi ten cac don vi (theo co' cau to chuc) 

hoac chia thanh cac mat boat dong (theo ITnh vuc boat dong). 'Trong cac dc muc 

nho, trat tu cac ho so dugc sap xcp theo nguyen tac tu chung den rieng, tu long 

hop den cu the.

Cac dc muc Ion dugc danh so lien tuc bang chu so La Ma. Cac dc muc nho 

(ncu co) trong tung dc muc Ion dugc danh so rieng bang chu so A Rap. Chu vict 

tat cua cac dc muc Ion trong Danh muc ho so do co quan, to chuc quy dinh nhung 

can ngan ggn, dc hicu.

2. So, ky hicu cua ho scr bao gom: so thu tu (dugc danh bang chu so A Rap) 

va ky hicu (bang cac chu vict tat) cua dc muc Ion.
r y •> r y

Vice danh so ho so co the ap dung mot trong hai each sau: so cua ho so' 

dugc danh lien tuc trong loan Danh muc, bat dau tu so 01 hoac so cua ho so dugc 

danh lien tuc trong pham vi tung dc muc Ion, bat dau tu so 01.

3. Ticu dc ho so: can vict ngan ggn, ro rang nhung phai khai quat dugc noi 

dung cua cac van ban, tai lieu sc hinh thanh trong qua trinh theo doi, giai quyet 

cong vice.

4. Thdi han bao quan cua ho so' dugc xac dinh theo quy dinh Then hanh: 

VTnh vicn hoac thdi han bang so nam cu the.
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ii. mAu danii imuc no so
HO GlAO DUG VA DAO TAG

TRUONG DAI HOC SU PHAM 
THE DUG THE THAO IlA N()I

CONG MOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phiic

DANH MUG HO SO 

Nam ...

(Kem theo Quyet dinh so ... ngay ... thdng ... ndm )cua

So va ky 

hicu ho so

Ehoihan bao Nguoi lap 

ho so-
Ten dc muc va lieu de hb so' Ghi ehu

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

I. TEN DE MUG LON 

|1. Pen dc muc nhb

Ol.TGGB Ticu dc ho so 20 nam 1 io va ten

Danh muc ho so nay co ho so, bao gom: 

ho so bao quan vlnh vicn;

so bao quan co thbi han.ho
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III. MAU MUC LUC IK) SO, TAI LIEU NOP LUU

bO giAo duc vA dAo tag
TRUONG DAI HOC SU PHAM 
THE DUC THE THAO HA NOI

CONG IIOA XA HOI CHU NGHIA VIET NAM 
Doe lap - Tu do - Hanh phuc

MUC LUC HO SO, TAI LIEU NOP LUU
2

Nam ...

So to3/ Ghi 

So trang4 chu

So, ky hieu 

hd so'

Thdi gian tai 

lieu

Tho'i han 

bao quan
I icu dc no so*So I T

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

Muc luc nay gom: 

Viet bang chir:....

....... ho so (don vi bao quan).

ho so (don vi bao quan).

I
lhangngay nam ....

*

INguoi lap

(Ky va ghi ro ho va ten, chuc vu) >
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I ^
Ten dan vi nop liru ho so, tai lieu.

21'hdi ban bao quan: Bao quan vmh -vien hoac bao quan co thbi ban. Muc 

luc ho so, tai lieu bao quan vlnh vien va Muc luc ho so, tai lieu bao quan co thbi 

han dupe lap rieng thanh 02 Muc luc khac nhau. Doi vbi Muc luc ho so, tai lieu 

bao quan vlnh vien bo cot thbi han bao quan.

3Ap dung doi vbi van ban giay.

4Ap dung doi vbi van ban dicn tu.
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IV. MAU MUC LUC VAN BAN, TAl LIEU TRONG HO SO 5 • • 7 •

MUC LUC VAN BAN, TAI LIEU

So, ky hicu ho so’:..............

Nam ...

So, ky 

hicu van 

ban

Ten loai va 

trich yen noi 

dung van

Tb’ so/ TrangI ac gia 

van ban

Ngay thang
CJhi chiiSIT

nam van ban so

(7)(6)(2) (3) (4) (5)0}

C ^ ' m ^■ Ap dung cho ho so co thdi ban vlnh vicn.
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V. MAU BIEN BAN GIAO MIAN HO SO, TAI LIEU

BO GIAO DUG VA DAO TAO
TRUONC; DAI HOC SU PHAM 

THE DUG HIE THAO HA N(>I

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phuc

BIEN BAN

Giao nhan ho so-, tai lieu

Can cu- Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh 

phu vc cong tac van thir;

(Danh muc ho so nam..., Ke hoach tint thdp tai lieu...),Can cu'

Chung toi gom:

BHN GIAO: (ten ca nhdn, don vi giao nop ho so, tai lieu)

Ong (ba):

Chirc vu cong tac:

BHN NHAN: (Lint trie co c/uan)

Ong (ba):

Chuc vu cong tac:...........................................................................................

Thong nhat lap bicn ban giao nhan tai lieu voi nhirng noi dung nhir sau:

1. Ten khoi tai lieu giao nop:........

2. Thai gian cua ho so, tai lieu:.....

3. So krong tai lieu: 

a) Doi voi ho so-, tai lieu giay

- Tong so hop (cap):.......................

- Tong so ho so' (dan vi baa quan): Quy ra met gia: met.

8 b



b) Doi vo'i ho so, lai lieu dicn lu

- Tong so ho sa:

- l ong so tep tin trong ho sa:.......................

4. llnh trang tai lieu giao nop:.....................

5. Muc lue ho so, tai lieu nop liru kem thco.

Bicn ban nay dirge lap thanh hai ban; ben giao giir mot ban, ben nhan giir

mot ban./.

DAI 1)1 EN BEN NHANDAI DIEN BEN Cl AO

(Ky va ghi rd ho vet ten)(Ky va ghi rd ho va ten)

■I

I
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Phu luc Vi
HE THOMi OIJAn l\ TA! IJEU DIEN TU

(Kern theo QD so 274/QD-DIISPTDTTJIN ngay 26 thdng 5 ndm 2021 
cua Tr uong Dai hoc su phqm The due The thao I la Noi)

Phan I

QUY DIN II DO I VOI HE IHONC QUAn EY TAI LIEU DIEN TU

I. NGUYEN TAG XAY DUNG HE THONG
1. Bao dam quan ly van ban va ho so dicn tir cua co quan, to chirc dung

quy dinh.
2. 13ao dam an loan, an ninh thong tin mang thco quy dinh cua phap luat

hicn hanh.
' /> > /\ A3. Bao dam phan quyen cho cac ca nhan truy cap vao He thong.

4. Bao dam tinh xac thuc, do tin cay ciia tai lieu, dir lieu lull hanh trong
11c thong.

• r r\ \ • r5. Cho phep kiem chung, xac minh, thirc hicn cac yen can nghicp vu khac 

cua co quan, to chirc, ca nhan co trach nhiem khi dirge yen can.
II. YEU CAU CHUNG KHI THIE F KE HE THONG
1. Dap irng day du cac quy trinh va ky thuat vc quan ly van ban dicn tir, 

lap va quan ly ho so dicn tir va dir lieu dac ta1.
2. Co kha nang tich hop, lien thong, chia sc thong tin, dir lieu voi cac he

thong khac.
3. Co kha nang he thong hoa van ban, ho so, thong kc so loot truy cap van 

ban, ho so, he thong.
4. Bao dam tinh xac thirc, tin cay, toan ven va kha nang truy cap, sir dung

van ban, tai lieu.
5. Bao dam hru trir ho so thco thdi han bao quan.
6. Bao dam phu hop voi Khung kicn true Chinh phu dicn tir Viet Nam.
7. Bao dam dc ticp can va sir dung.
8. Cho phep ky so, kiem tra, xac thirc chir ky so thco quy dinh cua phap

luat.
III. YEU CAU CHI C NANG CUA HE THONG
1. Doi voi vice tao lap va thco doi van ban
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a) Cho phcp tao lap van ban mai va chuycn doi dinh dang van ban.
b) Cho phcp dinh kcm van ban.
c) Cho phcp tao ma dinh danh van ban di.

■> •?

d) Hicn thi inirc dp khan cua van ban.
d) Cho phcp lir dong cap so cho van ban di va so den cho van ban den 

thco thu' tir va trinh tir thdi gian trong nam.
c) Cho phcp ben nhan tir dong thong bao cho ben gui da nhan van ban.
g) Cho phcp tir dong cap nhat cac tru'dng thong tin so 1.1, 1.2, 2, 4, 6, 10, 

13.1 Muc I Phan 11 Phu luc nay; tru’dng thong tin so 1.1, 1.2, 2, 10, 12, 13 Muc 11 
Phan II phu lire nay; tnrdng thong tin so 1.1, 1.2, 9, 10 Muc III Phan II Phu luc 

nay.

'Dir lieu dac ta cua van ban, ho so la thong tin mo ta noi dung, dinh dang, 
ngu canh, can true, cac ycu to can thanh van ban, ho so; moi lien he cua van ban, 
ho so' vdi cac van ban, ho so khac; thong tin vc chir ky s(3 tren van ban; lich sir 

hinh thanh, sir dung va cac dac tinh khac nharn phuc vu qua trinh quan ly, tim 

kiem va kha nang sir dung cua ho so, tai lieu.
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h) Thong bao cho Van thir ca quan khi co sir trung lap ma dinh danh van 

ban hole ca ba Inrong thong tin so, ky hicu va ten eo' quan, to eh ire ban hanh van 

ban.
i) Thong bao khi eo van ban moi.
k) Thong bao tinh trang nhan van ban tai eo quan, to ehi're nhan van ban.
l) Cho phep thong kc, thco doi, don doe vice giai quyet van ban den.
m) Cho phep ngudi eo lham quyen phan phoi van ban den, thco doi, don 

doe don vi, ca nhan giai quyet van ban dung thbi han.
n) Cho phep ngirbi eo tham quyen truy cap, chinh sTra, ehuyen lai dir thao

van ban, tai lieu.
o) Cho phep eo quan,to eh ire giri van ban bict tinh trang xir ly van ban cua 

eo quan, to ehi're nhan van ban.
2. Doi voi vice ket noi, lien thong
a) Bao dam ket noi, lien thong giira cac He thong quan ly lai lieu dicn tir 

va 1 le thong quan ly tai lieu hru trir dicn tir eua Liru trir lich sir doi voi eo quan, to 

ehi're thuoc nguon nop hru.
b) Co kha nang boat dong tren cac thict bi di dong thong minh trong dieu 

kicn bao dam an loan thong tin.
e) Co kha nang ket noi, lien thong va tieh hop voi cac he thong ehuyen 

dung khac dang dirge sir dung tai eo quan, to ehi're.
3. Doi voi an ninh thong tin
a) Bao dam cac cap dp an ninh thong tin thco quy dinh eua phap luat.
b) Bao dam phan quyen truy cap doi voi lung ho so1, van ban.
e) Canh bao sir thay doi vc quyen truy cap doi voi tirng ho so, van ban 

trong He thong cho den khi eo xac nhan eua ngirbi eo tham quyen.
4. Doi voi vice lap va quan ly ho so
a) Bao dam tao lap Danh muc ho so trong I le thong.
b) Bao dam tao ma cho tirng ho so va tir dong danh so thir tir eiia van ban, 

tai lieu trong ho so.
e) Lien ket loan bp van ban, tai lieu va dir lieu dac ta eo eiing ma ho so1

r ■> \

trong He thong dc tao thanh ho so.
d) Bao dam lien ket cac trirbng thong tin trong Danh muc ho so eua tirng 

ho so’ voi loan be) van ban, tai lieu, dir lieu dac ta cira ho so.
d) Bao dam lien ket va thong kc loan bp ho so dirge lap eua mot tiii khoan
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cu the.
c) Cho phep gan mol van ban, tai lieu eho nhicu ho so' dirge tao bdi nhicu 

tai khoan khae nhau ma khong can nhan ban.
g) Cho phep ket xuat loan bo van ban, tai lieu, dir lieu dac ta eiia ho so 

sang dinh dang (.pdO, (.xml) va bao dam trinh Ur thdi gian hinh thanh van ban, tai 
lieu, dir lieu dac ta eua ho so'.

5. Doi voi vice bao quan va kru trir van ban, ho so
a) Lull van ban va cae thong tin vc qua trinh giai quyet van ban gom: Y 

kien chi dao, phan phoi van ban den eua ngirbi co tham quyen; cae dir thao van 

ban eua ca nhan duge phan cong soan thao; y kien gop y eua ea nhan, don vj co 

lien quan; y kien chi dao eua lanh dao; y kien phe duyet, chin trach nhiem nqi 
dung eua lanh dao don vi chu tri soan thao; y kien phe duyet chiu trach nhiem vc 

the thirc, ky thuat trinh bay van ban eua ngu'di eo tham quyen; lich sir tmy cap va 

xcm van ban; cae tac dong khae vao van ban.
b) Cho phep tir dong thong bao ho so.den han nop liru vao Luu trir eo 

quan tnrdc 30 ngay kc tir ngay Liru trir eo quan thong bao Danh muc ho so nop 

liru cho don vi giao nop tai lieu.
e) Bao dam thirc hicn nop liru ho so vao Liru trir eo quan, Liru trir lich sir.
d) Bao dam sir loan ven, tin cay, khong thay doi eua van ban, ho so.
d) Bao dam kha nang tmy cap va sir dung ho so, van ban thco thdi han

bao quan.
e) Bao dam kha nang di chuycn ho so, tai lieu, dir lieu dac ta va thay doi

9 A

dinh dang van ban khi ed sir thay doi vc cong nghc.
g) Co kha nang sao liru dinh ky, dot xuat va phuc hoi dir lieu khi gap sir

eo.
6. Doi vdi thong kc, tim kiem va sir dung van ban, ho so
a) Cho phep thong kc so lirong ho so, van ban, tai lieu; so lirot truy cap 

vao lung ho so, van ban, tai lieu.
b) Cho phep thong kc so lirot truy cap vao He thong thco yen can eua 

ngu'di quan ly, quan tri.
c) Cap quyen, kiem soat quyen truy cap vao ho so liru trir dicn tir va dir 

lieu dac ta eua ho so liru trir.
d) Cho phep tim kiem van ban, ho so doi vdi tat ca cae tnrdng thong tin 

dau vao eua van ban, ho so va nqi dung eua van ban, tai lieu.
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cl) Cho phcp lira chon hicn thi cac iruang thong tin cua van ban, ho sa 

trong kct qua tim kicm.
c) Cho phcp liru va sir dung lai cac yen can tim kicm.
g) Cho phcp hicn thi thu tu kct qua tim kicm.
h) Cho phcp kct xuat kct qua tim kicm ra cac dinh dang tep van ban pho 

bicn: (.doc), (.doex), (.pdO-
i) Cho phcp tai hoac in van ban, tai lieu, dir lieu dac ta.
k) Cho phcp danh dau vao van ban, tai lieu, dir lieu dac ta dirge in ra tu 11c

thong.
1) Luu lich su truy cap va sir dung van ban, tai lieu.
7. Doi voi vice quan ly dir lieu dac ta

r ' r \ i

a) Luu cac yen to dir lieu dac ta lien quan den mot van ban, ho so cu the 

thco thoi han bao quan.
b) Hicn thi toan bo dir lieu dac ta cua mot van ban, ho so khi co yen can 

cua nguoi sir dung dirge cap quyen.
c) Cho phcp nhap dir lieu dac ta bo sung cho van ban, ho so.
d) Luu dir lieu dac ta cua qua trinh kicm soat an ninh van ban, ho so, he

thong.o

d) Luu va co dinh sir lien kct ciia mot van ban, ho so vbi tat ca cac yen to 

dir lieu dac ta lien quan.
8. Doi voi vice thu hoi van ban
a) Dong bang van ban di va dir lieu dac ta van ban di khi co lenh thu hoi 

van ban cua co' quan, to chuc.
b) Huy van ban den va dir lieu dac ta van ban den khi co lenh thu hoi van 

ban tu co' quan, to chuc phal hanh van ban.
c) Luu dir lieu dac ta cua qua trinh thu hoi van ban.
IV. YLU CAU VL QUAN TRI HE THONG
1. He thong cho phcp nguoi dugc giao quan tri He thong there hicn nhung

nhiem vii sau:
a) l ao lap nhom tai lieu, ho so thco cap do thong tin khac nhau.
b) Phan quyen cho nguoi sir dung thco quy dinh cua co quan, to chuc.
c) Truy cap vao ho so' va dir lieu dac ta cua ho so thco quy dinh cua co

quan, to chuc.
d) Fhay doi quyen truy cap doi voi ho so, van ban khi co sir thay doi quy
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9

dinh cua co quan, to chu'c.
d) rfhay doi quycn truy cap cua cac tai khoan ca nhan khi co nhu'ng thay

■> >

doi vc vi tri cong tac cua ca nhan do.
^ ^ * 

c) Phuc hoi thong tin, dir lieu dac ta trong tru'emg hop loi he thong va
thong bao kcl qua phuc hoi.

g) Khoa hoac dong bang cac tap hop (van ban, ho so, nhom tai lieu) dc 

ngan chan kha nang di chuycn, xoa hoac sua doi khi co ycu cau cua ngudi co tham 

quycn.
2. Canh bao xung dot xay ra trong he thong.
3. Thict lap ket noi lien thong.
V. THONG TIN I)Au RA CUA HE THONG
1. So dang ky van ban den
2. Bao cao tinh hinh giai quyet van ban den
3. So dang ky van ban di
4. Bao cao tinh hinh giai quyet van ban di
5. Muc luc van ban trong ho so
6. Muc luc ho so.
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Phan H

CHUAIN TIIONC TIN DAU VAC) CIJA HE THONCi

I. TIIONC TIN I)AlJ VAC) CIJA DU LIEU QUAN EY VAN DAN 1)1

Pen (viet tat tieng

Anh)
FilcCodc

Kicu du lieu Do daiTruong thong tinsn
Ma ho so
Ma dinh danh ciia co quan, to 

chu'c lap danh muc ho so'~

Nam hinh thanh ho so'
So va ky hicu ho sa

2 So thir tir van ban trong ho so
3 Ten loai van ban
4 So cua van ban
5 Ky hicu ciia van ban
6 Ngay, (bang, nam van ban 

Ten eo quan, to chu'c ban hanh 

Ivan ban,
8 I nch yen nqi dung
9 Ngon ngir 

So trang cua van ban 

Ghi ehu
12 (Jhire vu, ho ten nguoi ky

12.1 Chuc vu cua nguoi ky van ban
12.2 Hq va ten nguoi ky van ban
13 Noi nhan

Ma dinh danh cua co quan, to

eh fi r. nhan van ban 
Ten co' quan, to chuc nhan van

ban
Muc do khan, do mat

15 So 1 upug ban phat hanh
16 I lan tra UVi van ban

Organ Id String 13

FilcCatalog
FileNotation
DocOrdinal

Number 4 

String 

Number 1 3
String 

String 

String 

Date

1.2
201.3

100TypeName 

Code Number
CodeNotation 

Issued Date

30
10

String 200Organ Name7

String

String
Number
------------------ L

String

Subject 

Language 

PageAmount 
Description 

Signer In lb 

Position 

FullNamc

500
*30

10 3
500 /

String
String

100
50

To

13.1 Organ Id String 13
-

13.2 Organ Name String 200

14 Priority
IssuedAmount

Number
Number

DueDate 10Date
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Ma dinh danh cua ccy quan, 16 chu'c lap danh muc ho so dirge mac dinh9

trong 11c thong.

II. THONG TIN I)AlJ VAO CUA DU LIEU QUAN LY VAN DAN

DEN

Ten (viet tat tieng Kicu du lieuTruong thong tin Do daiSI!
Anh)

FileCodeMa ho so'

Ma dinh danh cua co quan, to

chuc lap danh muc ho so3 
Nam hinh thanh ho so'

So va ky hicu ho so

2 So thir tir van ban trong ho so

3 Ten loai van ban

4 So cua van ban

5 Ky hicu cua van ban

6 Ngay, lhang, nam van ban 

Ten co quan, to chuc ban hanh

van ban
8 Trich yen noi dung

9 Ngon ngu
10 So trang cua van ban 

1 1 Chi chu
12 Ngay, thang, nam den
13 So den
14 Chuc vu, ho ten ngudi ky

14.1 Chuc vu cua ngudi ky van ban

14.2 I io va ten ngudi ky van ban

15 Mire do khan, do mat 

Don vi hoac ngudi nhan 

Y kicn phan phoi, chi dao, 

trang thai xu ly van ban

Organ Id String1.1 13

FilcCatalog

FileNotation

Number

String

Number

String

String

String

Date

41.2

201.3

DocOrdinal 3

100Type Name 

CodeN umber

Code Notation 30

10IssuedDatc

String 200Organ Name7
I

Subject 

Language 

PageAmount 

Description 

Arrival Date 

Arrival Number 

Signcrlnib 

Position 

FullName 

Priority 

ToPlaecs

String

String

Number

500
i

30

3

String

Date

Number

500

10

10

String

String

Number

100

50

16 String 1000

17 Trace! IcadcrList Long Text
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18 Thai han giai quyct DucDatc 10Date

Ma dinh danh cua ca quan, to chirc lap danh muc ho so dage mac dinh3

trong he thong.
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III. THONG UN l)Al VAO CUA I)fj LIEU QI AN LY HO SO

i
Ten

(viet tat tien« Anh) i
FilcCodc

Kicudu lieu Do daiTruong thong tinSTT

1 Ma ho sa

Ma dinh danh ciia ca quan,
1.1

to eh ire lap danh muc ho so

1.2 Nam hinh thanh ho so 

So va ky hicu ho so'

2 Ticu dc ho so'

3 Thai han bao quan

4 Che do sir dung

5 jNgu'6'i lap ho so'

6 [Ngon ngir

7 fFhoi gian bat dau

8 Thai gian ket thue
I ,

9 Tong so van ban trong ho so
10 l ong so trang cua ho sa
11 Ghi chu

Organ Id String 13

FilcCatalog

IdlcNotation

Number

String

String

String

String

String

String

Date

Date

Number

4

1.3 20

Title 500

Maintenance 30

Rights 30

Creator 

Language 

Start Date 

I bid Date 

Doc Total 

Page Total 

Description

30

50

10

10

4

Number

String

4

500

!

Ma dinh danh cua co' quan, to chu'c lap danh muc ho so dirge mac dinh 

trong He thong.
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