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B0 Cl AO DLJC VA 1)A() I AO 

TRUONG DAI HOC SU PHAM 
THE DUG THE THAO IlA NOI

CONG 1IOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu- do - Hanh phuc

QUY CHE
Bao vc bi mat nha niro'c

ciia Truong Dai hoc su pham The due I hc thao Ha Npi
(Ban hanh kem theo Quyet dinh so 57 /QD-DIISPTDTTHN ngayj§thang C/j ndm 20^~ 

cua llieu trud'ng Truong Dai hoc su pham The due The thao I la Noi)

Chuong I
QUY DINH CHUNG

Dieu 1. Pham vi dicu chinh
r r k

Quy chc nay quy dinh vice scan thao, sao, chup, giao, nhan, dang ky, thong kc, 

lun gid, bao quan tai lieu, vat eh da bi mat nha mroc; eung cap, ehuyen giao bi mat nha 

nude; to eh ire hoi nghi, hoi thao, euoc hop eo noi dung bi mat nha nude; dicu chinh dp 

mat, giai mat; ticu huy tai lieu, vat chira bi mat nha nude; trach nhiem trong cong tae 

bao vc bi mat nha mrdc cua Trudng Dai hoe su pham Fhc due The thao 1 la Noi.

Dicu 2. Ddi tuong ap dung

Quy chc nay ap dimg ddi vdi cac don vi thupe Trudng va vicn chuc, ngudi lao 

dong thuoc Trudng Dai hoe su pham The due The thao Ha Npi.

Dicu 3. Nguyen tac bao vc bi mat nha nude

Cong tae bao vc bi mat nha nude ciia Trudng Dai hoe su pham The due The 

thao Ha Npi dupe thuc hicn thong nhat theo quy dinh cua Luat Bao vc bi mat nha nude, 

cac quy dinh co lien quan va Quy chc nay.
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Dicu 4. Giai thich tir ngu

1. Bi mat nha nude la thong tin eo npi dung quan trong do ngudi dung dau co 

quan, to chuc cd tham quyen xac dinh can cu vao quy dinh ciia Luat nay, chua edng 

khai, ncu bi Id, bi mat cd the gay nguy hai den loi ieh qude gia, dan toe.

Hinh thuc chua bi mat nha nude bao gdm tai lieu, vat, dia diem, Idi ndi, boat 

dong hoac cac dang khac.



2. Bao ve M mat nha nude la vice ca quan, to chu'c, ca nhan sir dung lire lirong, 

phirang ticn, bicn phap dc phong, ehong xam pham hi mat nha niroc.

3. Lo hi mat nha nude la trirdng hop ngirdi khong eo trach nhiem bict dirge bi 

mat nha niroc.

4. Mat hi mat nha nude la trirdng hop tai lieu, vat clura bi mat nha nude khong 

eon thude sir quan ly cua eo quan, to ehirc, ea nhan ed trach nhiem quan ly.

5. Do mat la mire do quan trong cira bi mat nha nude, mire do thict hai ncu tin, 

tai lieu bi mat nha nude bi tict Id.

6. Danh muc bi mat nha nude la van ban quy pham phap luat do cap ed tham 

quyen ban hanh quy dinh cac do mat dc bao ve thco quy dinh.

7. Vat mang bi mat nha nude la vat the bao gdm tai lieu, vat lieu, may mdc trong 

do ed luu giu, chira dung bi mat nha nude.

8. Bi mat nha nude thude do Tuyct mat la nhung tin ve vu, vide, tai lieu, vat, dia 

diem, thdi gian, Idi ndi (sau day goi tat la tai lieu, vat mang bi mat nha nude) ed ndi 

dung dac bict quan trong thude danh muc bi mat nha nude do Thir tudng Chinh phu 

quyet dinh ban hanh, chi’ phd bien den ngudi ed trach nhiem va ncu bi tict Id se gay 

hau qua dac bict nghiem trong cho loi ieh ciia Nha nude Cong hda xa hdi ehii nghTa 

Viet Nam.
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9. Bi mat nha nude thude do Tdi mat la nhung tai lieu, vat mang bi mat nha nude 

ed ndi dung rat quan trong thude danh muc bi mat nha nude do Thu tudng Chinh phu 

quyet dinh ban hanh, chi phd bien den nhung ngudi va don vi lien quan va ncu bi tict 

Id sc gay hau qua rat nghiem trong cho loi ieh cua Nha nude Cong hda xa hdi ehii 

nghTa Viet Nam.

10. Bi mat nha nude thude do Mat la nhung tai lieu, vat mang bi mat nha nude 

ed ndi dung quan trong thude danh muc bi mat nha nude do Bo trirdng Bd Cong an va 

Bd truong Bd Qudc phong quyet dinh ban hanh, ncu bi tict Id sc gay thict hai cho loi 

ieh cua Nha nude Cong hda xa hdi chu nghTa Viet Nam.

11. Thdi han bao ve bi mat nha nude la khoang thdi gian dirge tinh tu ngay xac 

dinh do mat cua bi mat nha nude den het thdi han sau: 30 nam vdi bi mat nha nude do 

tuyct mat; 20 nam vdi bi mat nha nude do tdi mat; 10 nam vdi bi mat nha nude do mat.



12. Thai ban bao vc hi mat nha nirac vc dia diem ket thuc khi ca quan, to chu'c 

co tham quyen khong sir dung dia diem do de ehua bi mat nha nirac.

Dieu 5. Cac hanh vi bi nghiem cam trong bao ve bi mat nha nuoc
r

1. Lam 16, chicm deal, mua, ban bi mat nha nuae; lam sai lech, lur hong, mat tai 

lieu, vat chira bi mat nha nuae.

2. Fhu thap, trao doi, cung cap, chuycn giao bi mat nha nirac trai phap luat; saa, 

chup, kru giu', van chuycn, giao, nhan, thu hoi, lieu buy tai lieu, vat ehua bi mat nha 

nirac trai phap luat.

3. Mang tai lieu, vat ehua bi mat nha nuae ra khoi nai luu giu trai phap luat.

4. Soan thao, luu giu tai lieu co ehua noi dung bi mat nha nuae tren may tinh 

hoac thict bi khae da ket noi hoac dang ket noi vai mang Internet, mang may tinh, 

mang vicn thong, tru truang hap luu giu bi mat nha nuae thco quy dinh cua phap luat 

vc ca yen.

5. Dang tai, phal tan bi mat nha nuae tren phuong lien thong tin dai ehung, mang 

internet, mang may tinh va mang vicn thong.

PChuong II

QUY DINH CIJ THE

Dicu 6. Van ban quy dinh dp mat doi voi tirng loai tai lieu, vat mang bi mat 

nha nuoc cu the

Can eir danh muc bi mat nha nuae da dirge cap co tham quyen quyet dinh, 1 lieu 

truang co van ban quy dinh eu the: Loai tai lieu, vat mang bi mat nha nuae thuae do 

Tuyet mat; loai tai lieu, vat mang bi mat nha nuae thuoe da Tai mat; loai tai lieu, vat 

mang bi mat nha nuae thuoe do Mat do truang ban hanh.

Dicu 7. Xac dinh do mat
‘I '

1. Lao cao vc thuc trang to ehuc eae boat dong giao due cira cac to chuc ton giao 

co anh huang den chinh tri, quoe phong, an ninh ehua cong khai.

2. Kc hoach, cong van, bao cao vc cong tac dan toe, ton giao co lien quan den 

dam bao an ninh, trat tu trong ITnh vuc giao due, dao tao ehua cong khai.

3. Bao cao va eae cong van chi dao cua 136 Giao due va Dao tao vc an ninh chinh 

tri doi vai nha giao, can bo quan ly giao due va hoe sinh, sinh vicn ehua cong khai.
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4. Ho so vc xct tuycn sinh vicn tot nghicp dai hoc di dao tao si quan dir bi hang 

nam dura cong khai.

5. Vu khi bo binh hoan cai phuc vu cho giao due quoc phong va an ninh.

6. Chu'orig trinh, dir an, dc an cua Bo Cjiao due va Dao tao true ticp thuc hicn 

nhiem vu quoc phong, an ninh dura cong khai.

7. Thong tin vc dia diem ra dc thi va in sao dc thi, cac van ban vc nhan sir cua 

hoi dong/ban ra dc thi va in sao dc thi; phuong an van chuycn, bao quan, liru giu1 va 

bao vc dc thi cua cac ky thi.

8. Thong tin vc to chuc, can bo: chien luge, ke hoach, dc an vc cong tac to chuc, 

quy trinh chuan bi va tricn khai, thuc hicn cong tac to chuc, can bo; thong tin vc cong 

tac bao vc chinh tri noi bo; dc thi, dap an thi tuycn va tuycn dung, nang ngach cong 

chuc, vien chuc.

9. Thong tin vc thanh tra, kiem tra, giam sat, xu ly vi pham, giai quyet khieu nai, 

to cao va phong, chong tham nhung;

Chuong HI

QUAN LY TAI LIEU, VAT CM LA BI MAT NHA NUOC DEN 

Dicu 8. Ticp nhan, dang ky tai lieu, vat dura bi mat nha nuoc den

1. Van thu co' quan Truong Dai hoc sir pham The due The thao I la Noi (sau day 

goi la Van thu co quan) co trach nhiem ticp nhan, dang ky tai lieu, vat chua bi mat nha 

nude den.

I-

'Tai lieu, vat chua bi mat nha nude den phai dang ky vao So dang ky bi mat nha 

nuoc den thco Man dirge ban hanh kem thco Thong tu so 24/2020/TT-BCA ngay 

10/02/2020 cua Bo trudng Bo Cong an ban hanh bicu man sir dung trong cong tac bao 

vc bi mat nha nude (sau day ggi la Thong tu so 24/2020/TT-BCA).

2. Trudng hgp tai lieu, vat chua bi mat nha nude den cd dau “Chi ngudi cd ten 

mdi dirge bde bi”, sau khi dang ky vao So phai dirge chuycn ngay den ngudi cd ten 

tren phong bi. Trudng hgp ngudi cd ten tren phong bi di vang va tren phong bi cd dong 

dau “Hda toe” thi chuycn den 1 lieu trudng xu ly.

3. Trudng hgp Van thu co quan nhan dirge tai lieu, vat chua bi mat nha nude 

gui den Trudng ma khdng thuc hicn dung quy dinh vc bao vc bi mat nha nude. Van



thir co1 quan thong tin ngay cho Trircrng phong HCTH hoac thong bao cho vicn chi'rc 

quan ly cua don vi, ngudi co ten tren phong hi (doi vdi tru’dng hop gui dich danh) giai 

quyet, dong thdi thong bao cho co quan, don vi gui bict dc co bicn phap khac phuc.

Truong hop Van thu don vi nhan dupe tai lieu, vat chua bi mat nha nude gui 

den ma khdng thuc hicn dung quy dinh vc bao ve bi mat nha nude, Van thu don vi 

thong tin ngay cho Truong phong HCTH hoac ngudi ed ten tren phong bi (doi vdi 

trudng hop gui dich danh) giai quyet, dong thdi thong bao cho co quan, don vi gui bict 

dc ed bicn phap khac phuc.

Trudng hop phat hicn tai lieu, vat chua bi mat nha nude gui den ed dau hicu 

bde, mb bi hoac bi trao doi, mat, hu hong thi ngudi nhan phai bao ngay cho ngudi ed 

Truong phong 11CT11 quy dinh tai Dicu 6 Quy chc nay dc ed bicn phap xu ly.

Dicu 9. Trinh, chuyen giao tai lieu, vat dura bi mat nha nude den

1. Tai lieu, vat chua bi mat nha nude sau khi dupe dang ky, phai trinh Hicu 

trudng thco quy dinh tai khoan 2 va khoan 3 Dicu 6 Quy chc nay dc chi dao giai quyet. 

Vice trinh, chuyen giao tai lieu, vat chua bi mat nha nude den dupe thuc hicn thco quy
A A 9 - A /A Adinh eua Trudng ve edng tac van thu va khoan 3 Dicu 1 1 Quy chc nay.

2. Trudng hop tai lieu, vat chua bi mat nha nude gui den ed dong dau “'Tai lieu 

thu hoi” thi chuyen vicn van thu nhan tai lieu, vat chua bi mat nha nude phai gui lai 

dung thdi han ghi tren tai lieu.

Dieu 10. Sao, chup tai lieu, vat chua bi mat nha nude den

1. Tai lieu, vat chua bi mat nha nude dupe chuyen luan phicn giua cac don vi, 

ca nhan ed lien quan nghicn cuu dc thuc hicn nhiem vu dupe giao.

Hicu trudng duyet van ban, xac dinh cu the thdi gian nghicn cuu tai lieu, vat 

chua bi mat nha nude dc phdi hop thuc hicn nhiem vu, bao dam lien dp, chat lupng.

Trudng hop can thict phai sao, chup dc thuc hicn nhiem vu, tham quyen cho 

phep sao, chup tai lieu, vat chua bi mat nha nude dupe thuc hicn thco quy dinh tai 

khoan 2 Dicu nay.

2. Tham quyen cho phep sao, chup tai lieu, vat chua bi mat nha nude

a) Hicu trudng ed tham quyen cho phep sao, chup tai lieu, vat chua bi mat nha 

nude dp Tuyet mat, Tdi mat, Mat. Hicu trudng uy quyen cho Phd Hicu trudng thuc 

hicn tham quyen cho phep sao, chup tai lieu, vat chua bi mat nha nude thupc tham
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quycn cua I lieu Irucmg doi vai ITnh virc dugc phan cong phu trach dupe quy dinh tai 

diem b, e khoan 2 Dicu nay co the uy quycn cho cap pho thuc hicn tham quycn eho 

phep sao, chup tai lieu, vat chua hi mat nha niroe.

Vice uy quycn cho phep sao, chup tai lieu, vat chua bi mat nha nude dupe thuc 

hicn thudng xuyen hoac thco tung trudng hop cu the va phai dupe the hicn bang van 

ban, trong do xac dinh ro pham vi, npi dung, thdi han uy quycn.

Pho Hicu trudng dupe uy quycn cho phep sao, chup tai lieu, vat chua bi mat nha 

nude phai chiu trach nhiem vc quyet dinh cho phep sao, chup cua minh trude cap 

trudng va trude phap luat. Ngudi dupe uy quycn khdng dupe uy quycn ticp cho ngudi 

khac.

4. Chuyen vicn dupe giao thuc hicn vice sao, chup tai lieu, vat chua bi mat nha 

nude phai la cong chuc, vicn chuc co lien quan true ticp den bi mat nha nude hoac 

ngudi lam cong tac lien quan den bi mat nha nude.

Sau khi dupe Hicu trudng cho phep, ngudi dupe giao nhiem vu lien hanh vice 

sao, chup tai lieu, vat chua bi mat nha nude thco dung so lupng dupe cho phep va ticu 

huy ngay ban du thua, ban hong.

5. Chuyen vicn dupe giao thuc hicn vice sao, chup tai lieu, vat chua bi mat nha 

nude quy dinh tai khoan 4 Dicu nay phai ghi vao So quan ly sao, chup bi mat nha nude 

cua dan vi thco Mau dupe ban hanh kern thco Thong tu so 24/2020/TT-BCA. Ban sao 

tai lieu, vat chua bi mat nha nude phai dong dau sao; ban sao, chup tai lieu, vat chua 

bi mat nha nude phai dupe danh so, cd gia tri phap ly nhu ban chinh va dupe bao vc 

nhu ban gdc.

Ban trich sao tai lieu, vat chua bi mat nha nude phai thuc hicn thco Mau dupe 

ban hanh kem thco Thong tu so 24/2020/TT-BCA.

6. Phuang lien, thict bi su dung dc sao, chup tai lieu, vat chua bi mat nha nude 

khdng dupe ket ndi vdi mang Internet, mang may tinh, mang vicn thong, tru trudng 

hop thuc hicn thco quy dinh phap luat vc co' yen.
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Chuon« IV

QUAN LY XAI LIEU, VAT CHUA 151 MAT TRUONG DI

Dicu 11. Xac dinh bi mat nha nuoc va do mat ciia bi mat ciia Nha truons 
• • • • • “

1. Chuycn vicn scan thao, tao ra thong tin thuoc danh miic bi mat nha trirong 

phai dc xuat Hicu tru'dng ky ban hanh van ban xac dinh bi mat nha trirang, do mat cua 

bi mat nha trirong, no'i nhan, so lirong phat hanh, dirge phep hoac khong dirge phep 

sao, chup tai lieu, vat chua bi mat nha trirang.

2. Vice xac dinh bi mat nha trirang va do mat cua bi mat nha truong phai can cir 

vao quy dinh cua Luat Bao vc bi mat nha nuac va danh muc bi mat nha nirac thuoci y • ••• •• •

X X y /v /\ • rITnh vire cjuan ly cua dYuang Dai hgc su pham The due The thao Ha Ngi do Bg giao 

due va Dao tao quy dinh. Trirang hgp sir dung bi mat nha nuac cua ca quan, to chue 

khac thi phai xac dinh do mat tuang irng. Truong hgp thong tin trong cung mot tai lieu, 

vat chua bi mat nha nuac thuoc danh muc bi mat nha nuac co do mat khac nhau thi 

xac dinh thco do mat cao nhat.

3. Tai lieu, vat chua bi mat nha nuac khi soan thao phai ghi ro nai nhan, so lugng 

ban phat hanh, ten nguai soan thao, dirge phep hoac khong dirge phep sao, chup a muc 

noi nhan cua tai lieu.

Dieu 12. Quiin ly, bao ve, Iiru «iu' du thao van ban, tai lieu bi mat ciia nha

.
\

truong

1. Du thao van ban, tai lieu co nc)i dung bi mat ciia nha truong phai dirge quan 

ly, bao vc, luu giu nhu van ban ban hanh chinh thirc tu khi soan thao den khi hoan 

thanh vice soan thao.

2. Khong soan thao, luu giu tai lieu, vat chua bi mat cua nha truong tren may 

tinh, cac thict bi khac da ket noi hoac dang ket noi vai mang Internet, mang may tinh, 

mang vicn thong, tru truong hgp luu giu bi mat ciia nha truong thco quy dinh cua phap 

luat vc co' yen.

Dieu 13. Cap so, thoi gian ban hanh tai lieu, vat chiia bi mat ciia Truong di

Vice cap so, thoi gian ban hanh ciia tai lieu, vat chua bi mat ciia nha truong dirge 

there hicn thco quy dinh vc cong tac van thu.

Dieu 14. Dang ky bi mat di ciia Truong

Tai lieu, vat chua bi mat ciia nha truong di phai dang ky vao So dang ky bi mat



nha nirac di thco Man dirge ban hanh kem thco Thong Ur so 24/2020/TT-BCA.

Dieu 15. Sao, chup, phat hanh, giao, nhan tai lieu, vat chua hi mat ciia

I ruong di

1. Tai lieu, vat chua bi mat cua nha truang dirge sao, chup thco dung so krgng 

dugc xac dinh a phan noi nhan cua van ban.

2. Vice phat hanh tai lieu, vat chua bi mat cua nha truang di phai bao dam bi 

mat noi dung thco quy dinh cua phap luat vc bao vc bi mat nha nuac, dung so lugng, 

thai gian va nai nhan.

3. Vice giao, nhan tai lieu, vat chua bi mat cua truang phai dang ky vao So 

ehuyen giao bi mat nha nuac thco Man dirge ban hanh kem thco Thong tu so 

24/2020/TT-BCA.

Chuong V

BAO QUAN, SIJ' DUNG, LU'U (BU, DIEU CHINH DO MAT, HUY TAI LIEU,

VAT CHUA BI MAT CUA TRUONG 

Dieu 16. Thong ke, lu u gifr, bao quan tai lieu, vat chua bi mat ciia Truong

1. Tai lieu, vat chua bi mat cua truang phai dirge thong kc thco trinh tu thdi gian

va do mat.

2. Tai lieu, vat chua bi mat cua truang khi luu giu phai dirge dong dau ky hicu 

ben ngoai tuong ung vai do mat cua tai lieu, vat chua bi mat cua truang ben trong. 

Truang hop tai lieu, vat chua bi mat cua truang trong cung mot ho sa co do mat khac 

nhau thi dong dau thco do mat cao nhat.

3. Tai lieu, vat chua bi mat nha nuac phai dirge luu giu, bao quan a nai an toan 

va co phuo'ng an bao vc.

Dieu 17. Dieu chinh do mat

1. Nguai co tham quyen xac dinh do mat ciia bi mat nha nuac co tham quyen 

quyet dinh vice dieu chinh do mat cua bi mat cua Truang.

2. Vice dieu chinh do mat phai can cu vao Danh muc bi mat nha nuac do cap co 

tham quyen ban hanh thuoc ITnh virc tu phap va quy dinh cua Luat Bao vc bi mat nha

nuac.

3. Tai lieu, vat chua bi mat ciia Truang sau khi dieu chinh do mat phai dugc
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dong dau, co van ban hoac hinh thuc khac xac dinh vice tang, giam do mat.
r y -y 9 >

4. Cham nhat 15 ngay kc tir ngay dicu chinh do mat, ca quan, to chde da dicu 

chinh do mat phai thong bao bang van ban den co quan, to churc, ca nhan co lien quan.

Dicu 18. Giai mat

1. Giai mat la xoa bo do mat cua tai lieu, vat ehua bi mat cua Truong.

2. Tai lieu, vat ehua bi mat cua Truong dirge giai mat toan bo hoac mot phan 

trong truong hop sau day:

a) 1 let thdi han bao vc tai lieu, vat ehua bi mat cua Truong quy dinh tai Dicu 19 

va thdi gian gia han quy dinh tai Dicu 20 cua Luat bao vc bi mat nha nuoc;

b) Khong eon thuoc danh mue bi mat nha nuoc.

Dicu 19. Ticu hiiy tai lieu, vat ehua bi mat cua Truong

1. Ticu buy tai lieu, vat ehua bi mat cua Truong trong cac truong hop sau:
•\ r t r %

a) Khi khong can thict phai luu giu va vice ticu huy khong gay nguy hai den loi 

ieh eiia h ruong;

b) Ncu khong ticu huy ngay sc gay nguy hai eho loi ieh eiia Truong.

2. Ngu'di co tham quyen theo quy dinh tai khoan 2 Dicu 6 Quy che nay co tham 

quyen quyet dinh vice ticu huy tai lieu, vat ehua bi mat eiia Truong.

3. Vicn chuc dang quan ly tai lieu, vat ehua bi mat nha phai bao cao ngay bang 

van ban vc vice ticu huy vdi Mien truong vc vice ticu huy tai lieu, vat ehua bi mat cua 

Truong.

j

1

*

4. Quy trinh ticu buy tai lieu, vat ehua bi mat cua 'Truong trong truong hop quy 

dinh tai diem a khoan l Dicu nay dirge quy dinh nhu sau:

a) Ngudi co tham quyen quy dinh tai khoan 2 Dicu nay quyet dinh thanh lap I loi 

dong ticu buy tai lieu, vat ehua bi mat eiia Truong;

b) Hoi dong ticu huy tai lieu, vat ehua bi mat nha nude bao gom Vicn chuc quan 

ly lam Chu tich Hoi dong trong truong hgp ngudi co tham quyen quyet dinh vice ticu 

huy theo diem a khoan 2 Dicu 6 Quy che nay hoac dai dicn Vicn chuc quan ly va 

TP.HCTH true ticp luu giu tai lieu, vat ehua bi mat nha nude trong truong hgp ngudi 

co tham quyen quyet dinh vice ticu huy theo diem b, e khoan 2 Dicu 6 Quy che nay; 

ngudi true ticp luu giu tai lieu, vat ehua bi mat eiia Truong va dai dicn co quan, to 

eh ire co lien quan;

9



c) Hoi dong lieu huy tai lieu, vat eh da bi mat nha nirac eo traeh nhiem ra soat 

tai lieu, vat chua bi mat nha nude duo’c dc nghi lieu huy, bao cao ngudi eo tham quydn 

quy dinh tai khoan 2 Dicu nay quyet dinh;

d) Ho sc lieu huy phai dirge luu tru- bao gom quyet dinh thanh lap Hoi dong ticu 

huy; danh sach tai lieu, vat chua bi mat cua Trudng dc nghi ticu huy; bien ban hop 116i 

dong ticu huy; quyet dinh ticu huy, bien ban ticu huy va tai lieu khac eo lien quan.

C h iro n g VI

HOI NGHI, HOI THAO, CHOC HOP 

CO NO I DUNG in MAT CUA TRUONG
Dieu 20. Tham quyen quyet djnh to chuc hoi nghi, hoi thao, cuoc hop eo noi 

dung bi mat eiia Truong

1. Hoi nghi, hoi thao, cuoc hop (khdng eo yen to nude ngoai) cd noi dung bi mat 

cua Trudng phai dirge sir dong y cua Hicu trudng quy dinh tai khoan 2 Dicu 14 Quy 

chc nay vc vice sir dung noi dung bi mat nha nude cua Trudng.

2. Hoi nghi, hoi thao, cudc hop ed yen to nude ngoai to ehue tai Viet Nam ed 

noi dung bi mat nha nude do Tuyet mat phai duge sir dong y bang van ban cua Thu 

ludng Chinh phu.

Hoi nghi, hoi thao, cudc hop ed yen to nude ngoai to ehue tai Viet Nam ed noi 

dung bi mat nha nude do Tdi mat, Mat phai dirge su dong y bang van ban cua Bd 

trudng.

*

3. Don vi ehu tri to ehue hoi nghi, hoi thao, cudc hpp cd chua noi dung bi mat 

nha nude cd traeh nhiem phdi hgp vdi Vu Hgp tac qude tc dc xuat, to ehue hoi nghi, 

hoi thao qude tc cd yen to nude ngoai.

4. Don vi ehu tri to ehue hoi nghi, hoi thao, cudc hgp cd chua noi dung bi mat 

nha nude phai dc xuat eu the noi dung, thanh phan, dia diem, thdi gian, tai lieu va cac 

bien phap bao dam an loan eho cudc hgp.

Dieu 21. Dia diem, phuong tien, thiet bj sir dung trong hoi nghj, hoi thao, 

cuoc hop ed noi dung bi mat nha nude cua Truong

1. Hdi nghi, hdi thao, cudc hgp cd ndi dung bi mat nha nude cua Trudng phai
■> ■> *

dirge to ehue tai tru sd lam vice cua Trudng. Trudng hgp to ehue d ngoai tru so lam
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vice thi phai co sir dong y cua ngirdi co tham quyen quyet dinh vice to chu-c hoi nghi, 

hoi thao, cuoc hop quy dinh tai khoan 1, khoan 2 Dicu 18 Quy chc nay. Hicu truong 

co tham quyen quyet dinh vice to eh ire hoi nghi, hoi thao, cuoc hop co trach nhiem dc 

nghi co quan cong an kiem tra an ninh, an toan trong va ngoai khu vuc dicn ra hoi nghi, 

hoi thao, cuoc hop.

2. Don vi chu tri to eh ire hoi nghi, hoi thao, cuoc hop co trach nhiem thu hoi tai 

lieu, vat clura hi mat nha niroc sir dung tai hoi nghi, hoi thao, cuoc hop ngay sau khi 

hoi nghi, hoi thao, cuoc hop do ket thuc.

Chuong VII

TRACH NHIEM TO CHUC THUC MIEN • • •

Dicu 22. Phong Hanh chinh - Tong hop

1. Phong HCTH co trach nhiem giup Hicu truong to chuc thuc hicn cong tae 

bao vc hi mat nha cua Truong thco quy dinh cua phap luat va Quy chc nay; kip thdi 

bao eao 1 lieu truong nhung van dc phat sinh, vuong mac; truong hop can thict dc xuat 

sua doi, bo sung Quy chc cho phu hop.

2. Chu tri, phoi hop vdi cac don vi thuoc truong xay dung bao eao vc cong tae 

bao vc bi mat nha nude cua Truong.

3. 'truong phong HCTH co trach nhiem sau:

a) Phan cong vicn chuc thuc hicn nhiem vu chuycn trach bao vc bi mat nha nude

I
}

cua Truong.

b) Can bo lam cong tae bao vc bi mat nha nude dupe hudng chc dp trach 

nhiem thco quy dinh eiia Nha nude.

e) Bao dam dicu kicn vc co' so vat chat thco quy dinh cua phap luat dc thuc hicn 

cong tae bao vc bi mat nha nude cua Truong.

Dicu 23. Phong Kc hoach - Tai chinh

Phong Kc hoach - Tai chinh co trach nhiem bao dam kinh phi, co' so vat chat, 

trang bi phuong ticn can thict thco quy dinh eiia phap luat cho cong tae bao vc bi mat 

nha nude cua Truong.

Dicu 24. Phong TCCB& I T

1. Phong TCCB& Y V cd trach nhiem don doc, giam sat va yen can chinh sua



■A ' r •} •> >bo sung khi co van ban phap luat thay doi vc noi dung nay.

Dieu 25. Vicn chuc quan ly cua cac don vj thuoc Truong
9

1. To chuc thuc hicn cong lac bao vc bi mat nha nude cua Truong tai dan vi 

thco quy dinh cua Quy chc nay; kip thdi bao cao Lanh dao 136 va co' quan co tham 

quyen khi xay ra 16, mat bi mat nha nude thuoc pham vi quan ly.
•1 r r

2. Phd bicn, quan trict nebi dung cac van ban lien quan den Bao vc bi mat nha 

nude cua Truong va Quy chc nay tdi vicn chuc thuoc don vi.

3. Phan cong vicn chuc thuc hicn nhiem vu kiem nhiem cong tac bao vc bi mat 

nha nude cua Truong tai don vi; to chuc thu hoi tai lieu, vat chua bi mat nha nude khi 

vicn chuc dirge phan cong quan ly bi mat nha nude thdi vice, chuycn cong tac, nghi 

him, tir Iran hoac vi ly do khac ma khdng dupe phan cong ticp tuc quan ly bi mat nha 

nude ciia Truong.

4. Ra scat, dd xuat sua doi, bo sung danh muc bi mat ciia Truong thuoc ITnh vuc 

dupe giao quan ly khi thay can thict.

5. Bao dam cac dieu kicn thco quy dinh ciia phap luat dc thuc hicn cong tac bao 

vc bi mat nha nude tai don vi.

Dieu 26. Vien chuc

Vicn chuc ticp can hoac true ticp quan ly bi mat ciia Truong cd trach nhiem thuc 

hicn thco nguyen tac bao vc bi mat ciia Truong quy dinh tai Dieu 3 Quy chc nay./.

4

Chuong VIH

XU UY VI PHAM VA KIIIEU NAI TO CAO • •

Dieu 27. Xir ly vi pham

Don vi, to chuc, cac nhan nao vi pham Quy chc nay va cac quy dinh khac ciia 

phap luat vd cong tac bao vc bi mat ciia trudrng thi tuy thco tinh chat, inu'c dp vi pham 

ma hi xu ly ky luat, hoac bi truy cu'u trach nhiem hinh su thco quy dinh ciia phap luat.

Dieu 28. Khieu nai va to cao

1. Mpi to chuc, ca nhan cd quyen khieu nai doi vdi cac hanh vi vi pham phap 

luat vc cong tac bao vc bi mat ciia trudng.

2. Ca nhan cd quyen to cao doi vdi cac hanh vi vi pham phap luat vc cong tac 

bao vc bi mat ciia trudng.

12



3. Vice khicu nai, to cao trong cong tac bao vc bi mat cua truang.dugc thu'c hicn 

thee quy dinh cua phap luat vc I .uAt khicu nai to cao.

CHUONG X

DIED KHOAN THI HANH

Dieu 29. f)ieu khoan thi hanh

- Mgi don vi, to chu'c, ca nhan trong dYubng Dai hoc Su pham The due d'hc thao 

co trach nhiem thuc hicn thco Quy chc nay;

- Thco dinh ky hang nam, du'a vao tlnh hinh va nhung quy dinh cua phap luat, 

trong qua trinh thuc hicn, I lieu truong sc quycl dinh bo sung hoac sua doi cac nqi dung 

trong Quy chc nay.

- Quy chc nay co hicu lire kc lu' ngay ky./.

l\J I RI ONC^/U^No'i nhan: 
-DU b'(iI I;
- (?ac dan vi;
- Luu: IICTII. (of TRLfdNG/Y 

■</0AIH0CSliPHWl
• a’ HDtpO

f0 /• LA•s
p

uy Quyet&
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PHU LUC 01
(Ban hanh kem theo Quyet cfinh so 15/QD-DIISPTDTTIIN 

ngay 15 thong 01 nam 2022 cua /lieu truang Truong DIISPTDTTI IN)

130 (JIAO DUG VA DAO 1 AO
TRUONG DAI HOC SU PHAM 
THE DUC THE THAO HA NOI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap — rtr do — Hanh phuc

VAN BAN XAC DINII
DO MAT DO I VOI VAT, DIA DIEM, LOI N()I, HOAT DONG, IUNII THUG 

KIIAC CHUA ID MAI CUA TRUONG DHSP ID Tl I IN
Ten gpi cua vat, dia diem, boat dong, npi dung loi noi hoac hinh thu'c khac chua bi mat 
nha niroc:

Co quan, to dure xac djnh:...............................................................................................
Nguoi dc xuat:...................................................................................................................

Do mat (3):.....................................................................................................................

Can cir xac dinh (4):.......................................................................................................

Ngay, thang, nam xae dinh:...........................................................................................

HIEU TRUONG
H

Nguyen Duy Quyet

Ghi chu: Man nay dirge ap dung doi voi vat, dia diem, loi noi, boat dong hoac hinh 
thirc khac chua bi mat nha niroc ma khong the dong dau do mat.

(1) Ten ea quan chu quan.
(2) Ten co' quan, to chirc xac dinh bi mat nha niroc.

(3) Ghi theo do mat cua vat, dia diem, boat dong, noi dung loi noi hoac hinh thirc 
khac chira bi mat nha niroc. Truong hop trong vat, dia diem, boat dong, noi dung loi 
noi chira nhicu thong tin co do mat khac nhau thi xac dinh theo do mat cao nhat.

(4) Ghi ro vice xac dinh do mat can cir vao quy dinh tai dicu, khoan, diem nao cua 
danh muc bi mat nha niroc cu the.
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PHU LUC 02
(Ban hanh kern theo Quyet dinh so 15/QD-DIISPTDTTIIN 

ngay 15 thong 01 ndm 2022 cua Ilieu truxmg Trurmg DIISPTDTTIIN)

1. Man dan "TUYHT MAT": Uinh chir nhat, ki'ch thirdc 40mm x 8mm, co hai du'dng 
vicn xung quanh, khoang each giira hai du'dng vicn la 01mm; ben trong eua hai 
dirdng vicn la chir “TUYH'r MAT” dugc trinh bay bang chir in hoa, ea chir 13, kicu 
chir times new roman, dung, dam; each deu dirong vicn ben ngoai la 02mm.

i mm
2 mm

TUYI>T MAT

2 mm

2. Man dau "TGI MAT": Hinh chii nhat, kich thuae 30mm x 8mm, co hai dirong vicn 
xung quanh, khoang each giira hai dirdng vicn la 01mm; ben trong cua hai dirdng 
vicn la chir “TOl MAI”’ dirge trinh bay bang chir in hoa, cd chir 13, kicu chir times 
new roman, dung, dam; each deu dirdng vicn ben ngoai la 02mm.

I mm
2 mrr. -i-T

TO I MAT
2 mm

3. Man dau "MAT": Hinh chir nhat, kich thirdc 20mm x 8mm, co hai du'dng vicn 
xung quanh, khoang each giira hai dirdng vicn la 01mm; ben trong cua hai dirdng 
vicn la chir “MA I ” dirge trinh bay bang chir in hoa, cd chir 13, kicu chir times new 
roman, dung, dam; each deu dirdng vicn ben ngoai la 02mm.

I mm

r

t
*

2 mm
,M A T

2 mm

PHU LUC 03
(Ban hanh kem theo Quyet dinh so 15/QD-DIISPTDTTIIN 

ngay 15 thdng 01 ndm 2022 cua 1 lieu trurmg Trurmg DIISPTDTT HN)

1. Man dau chir “A”: Hinh tron, dirdng kinh 15mm, co hai dirdng vicn xung quanh, 
khoang each giira hai dirdng vicn la 01mm, chicu cao cua chir “A” la 10mm, dirge 
trinh bay d giira hinh tron, bang chir in hoa, cd chir 40, kicu chir times new roman, 
dung, dam. Man dau ‘"A” dirge sir dung dc dong ben ngoai bi dung tai lieu bi mat nha 
nude do Tuyet mat.

W 15 mm10 mm
v

, ...
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2. Man dau chir “B”: Hinh Iron, dirang kinh 15mm, co hai du'dng vicn xung quanh, 
khoang each giua hai du'dng vicn la 01 mm, chicu cao cua chir “B” la 10mm, dirge 
trinh bay d giira hinh Iron, bang chir in hoa, co' chir 40, kicu chir times new roman, 
dung, dam. Man dau “B” dirge sir dung dc dong ben ngoai bi dung tai lieu bi mat nha 
nude do 16i mat.

I\\//
' I? mm!0 min

J

3. Man dau chir “C”: 1 linh Iron, dudng kinh 15mm, co hai dudng vicn xung quanh, 
khoang each giua hai dudng vicn la 01mm, chicu cao cua chir “C” la 10mm, dirge 
trinh bay d giua hinh trdn, bang chir in hoa, CO chir 40, kicu chir times new roman, 
dung, dam. Man dau “C” dirge sir dung dc dong ben ngoai bi dung tai lieu bi mat nha 
nude do Mat.

PHU LUC 04
(Ban hanh kem theo Quyet efinh so 15/QD-DIISPTDTTIIN 

ngay 15 fhdng 01 nam 2022 cua I lieu trurmg Truong DIISPTDTT1 IN)
1. Man dau “THC>I 1 IAN BAG VH BI MAT NHA NU'6C”: Hinh chir nhat, kich 
thude 70mm x 12mm, co hai dudng vicn xung quanh, khoang each giira hai dudng 
vicn la 01mm; hang thu nhat la dong chir “THOl HAN BAG VH BMNN”, trinh bay 

bang chir in hoa, cd chir 13, kicu chir times new roman, dung, dam; hang thu hai la 
dong chir “Tu ...ngay...thang...nam...dcn ngay...thang...nam...”, trinh bay bang chir 
thudng, cd chir 10, kicu chir times new roman; khoang each giua hang chu thu nhat 
va hang chu thu hai la 02mm.
Man dau “TI ICO 1 IAN BAG VH BI MA T NHA NIJOC” dirge ap dung doi vdi thdi 
han bao vc bi mat nha nude theo quy dinh tai khoan 2 Dicu 19 Luat Bao vc bi mat 
nha nude.

►
I-

1 rr:n

1HGI HAN BAO VH BMNN
*Tu ng.’iy... thing....nim.....d6i ngay.... rhang. .nim... jj

2. Mdu din “GIA HAN TH()l BAG VH BI MA I' NHA NU'CSC”: Hinh chu nhat, kich 

thude 70mm x 12mm, cd hai dudng vicn xung quanh, khoang each giua hai dudng 
vicn la 01mm; hang thu nhat la dong chu “GIA HAN Tl IC>I HAN BAG VH BMNN”, 
trinh bay bang chir in hoa, cd chu 13, kicu chu times new roman, dung, dam; hang 
thu hai la dong chir “Tu ...ngay...thang...nam...den ngay...thang...nam...”, trinh bay 
bang chu thudng, cd chu 10, kicu chu times new roman; khoang each giua hang chu 
thu nhat va hang chu thu hai la 02mm.

_ ;:im
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! mm

■GIA HAN THOI HAN BAO VK H.MNN2 m i
rflnga) thing n**jn.. din ngiy thing . nftm

PHU LUC 05
(Ban hanh kem theo Quyet dinh so 15/QD-DIISPTDTT1 IN 

ngay 15 thdng 01 ndm 2022 cua I lieu truvng Truang DIISPTDTTI IN)

Mau dan “GIA1 MA I ”: Hinh chir nhat, kich thirac 30mm x 13mm, co hai duang 
vicn xung quanh, khoang each giira hai dirdng vicn la 01mm; hang thir nhat la dong 
chir “G1A1 MA T” trinh bay bang chit- in hoa, co chir 14, kicu chu' times new roman,
dung, dam; hang thiv hai la elur " rir:..... " b dan hang va eae dau cham cho den het,
trinh bay bang ehir thudng, eo ehir 13, kicu ehu' times new roman; khoang each giira 
hang chu thir nhat va hang chu thu hai la 02 mm. Sau khi dong dau “GIA1 
MA I ” b dong “Tu:....” phai ghi rb thbi gian giai mat bat dau tir ngay, thang, nam 
lanh dao eb tham quyen ky quyet dinh giai mat.

Dau “GIAI MAT” dirge sir dung dc dong tren tai lieu bi mat nha nubc kc tu ngay 
eb quyet dinh giai mat cua ngubi eb tham quyen va tu ngay nhan dirge thong bao giai 
mat hoac dbi vbi truang hgp quy dinh tai diem e, khoan 2 Dibit 22 Luat Bao ve bi 
mat nha nubc.

I mm

ElAl MAT 3
2 IlMH Tir

\

MAU SO 06
(Ban hanh kem theo Quyet dinh so 15/QD-DlISPTDTTIIN 

ngay 15 thdng 01 ndm 2022 cita I lieu truvng Truvng DIISPTDTT I IN)

1. Man dau “GIAM XUONG TOI MAT”: Hinh chu nhat, kich thubc 55mm x 13mm, 
eb hai dubng vicn xung quanh, khoang each giira hai dubng vicn la 01 mm; hang thu 
nhat la dong chir “GIAM XUONG TOI MAT”, trinh bay bang chu in hoa, cb chu 14, 
kicu chu times new roman, dung, dam; hang thu hai la chu "Tir:...." b dau hang vii 
cac dau chain cho den het, trinh bay bang chu thubng, eb chir 13, kicu ehu times new 
roman; khoang each giira hang chu thir nhat va hang ehir thir hai la 02mm.

J mm

..GIAM XUONG TOI MAT 
Tir.........................................

2 mm

2. Mau dau “GIAM XUONG MA T”: Hinh chir nhat, kich thubc 50mm x 13mm, cb 
hai dubng vicn xung quanh, khoang each giu'a hai dubng vicn lit 01mm; hang thir 
nhat la dong ehir “GIAM XUONG MAT”, trinh bay bang chir in hoa, eb chu 14, kicu
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" a dau hang va cacchu- times new roman, dirng, dam; hang thu hai la chu "Tu:.......
dau eham cho den het, trinh bay bang elur thudng, ea chir 13, kicu chu times new 
roman; khoang each giua hang chu' thu nhat va hang ehu thu hai la 02mm.

I nmi

..(ilAM XI!ON(; M.vr2 nvn
lu

Dau "GIAM XUONG TOl MAT" va dau “GIAM XUONG MAT” duge su dung dc 
dong tren tai lieu hi mat nha nude kc tir ngay co quyet dinh giam do mat cua ngudi 
co tham quyen va tu ngay nhan duge thong bao giam do mat. Sau khi dong dau 
"GIAM XUONG TOl MAT” va dSu “GIAM XUONG MAT” d dong “Tu:....” phai 
ghi rd thdi gian giam mat bat dau tu ngay, thang, nam lanh dao ed tham quyen quyet 
dinh giam mat.

3. Man dau “'FANG LHN FUYHT MAT”: Hinh chu nhat, klch thude 55mm x 13mm, 
ed hai dudng vicn xung quanh, khoang each giua hai dudng vicn la 01 mm; hang 
thu nhat la dong ehu “ FANG LHN TUYBT MA F”, trinh bay bang ehu in hoa, ed chu 
14. kicu ehu times new roman, dung, dam; hang thu hai la ehu "Tu: 
va eae dau chain cho den het, trinh bay bang ehu' thudng, ed ehu' 13, kicu chu times 
new roman; khoang each giua hang chu' thu nhat va hang ehu thu hai la 02mm.

" d dau hang

! mm

TANG LEN TUYF.T M AT
2 mm

fir.

4. Man dau “TANG LHN TOl MA F”: Hinh chu nhat, kieh thude 50mm x 13mm, ed 
hai dudng vicn xung quanh, khoang each giua hai dudng vicn la 01mm; hang thu 
nhat la dong ehu “ FANG LHN TOl MAT”, trinh bay bang chu in hoa, ed ehu1 14, 
kicu ehu times new roman, dung, dam; hang thu hai la chu "Tu: 
va eae dau chain cho den het, trinh bay bang ehu thudng, ed chd 1 3, kicu ehu times 
new roman; khoang each giua hang ehu thu nhat va hang ehu thu hai la 02mm.

" d dau hang

I i run

TANG I.KN TGI MAT
2 inni

Tu

Dau "TANG LHN FUYHT MAT" va ddu “TANG LHN TOl MA F” duge su dung dc 
dong tren tai lieu bi mat nha nude kc tu ngay ed quyet dinh tang do mat cua ngudi ed 
tham quyen va tu ngay nhan duge thong bao tang do mat. Sau khi dong dau " FANG
LHN TUYHT MAT" va ddii “'FANG LHN TOl MAT” d dong “Tu:........... ” phai ghi
rd thdi gian tang do mat bat dau tu ngay, thang, nam lanh dao ed tham quyen quyet 
dinh tang do mat.
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B AN SOS

30 mm

PIILJ LUC 09

(Ban hanh kem theo Quyet dinh so 15/QD-DIISPTDTTHN 
ngay 15 thdng 01 ndm 2022 cua llieu Iruang Truong DHSPTDTTI IN)

Man dau “BAN SAG BI MAT NUA NU’CJC”: Hinh chu- nhat, kich thirdc
60mm x 40mm, phia Iren la hang chu- “THN CO QUAN, '10 CHUC”, trinh bay bang
chu- in hoa, co- chu- 14, kicu chu- dung, dam; dudi hang chu- ten co- quan, to chirc la
cac hang chu- “Sao y ban chinh/Sao luc”, “ngay, thang, nam”, “so luong”, “noi
nhan”, “'Fham quyen sao”, trinh bay bang chu thudng, cd chu 13. Kicu chu cua cac
hang chu trong dau “BAN SAG BI MA T NIlA NUC3C” la kicu chu times new
roman.
Man dau “BAN SAG BI MAI' NHA NU’OC” dirge sir dung khi thuc hicn “Sao y ban 
chinh” hoac “Sao luc”. Ncu la ban sao y ban chinh thi ghi ro la sao y, ban sao luc thi 
ghi ro la sao luc. 1'ai dong “Tham quyen sao” ghi ro chirc vu cua ngudi cho phep sao; 
khoang trong ben dudi dong “Tham quyen sao” la chu ky cua ngudi cd tham quyen, 

dau cua co- quan, to chirc (ncu cd), ho ten cua ngudi cd tham quyen cho phep sao.
Dau “BAN SAG BI MAT NHA NU’OC” dirge dong o phia dudi ciing tai trang cudi 
cua ban sao tai lieu bi mat nha nude.

con

TEN CO QUAN, TO CHUT
3

Sao y ban chinh/Sao luc:....
Ngay........tldng....... nam
S6' lirong:.......................
Noi nliSn:.......................

• ThSm quyin sao:.............

\
40 mm

:nm
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PHU LUC 10
(Bern hanh kern Iheo Quyel dinh so 15 'QD-DI/SPTDTTIIN 

ngay 15 thdng 01 nam 2022 ciia I lieu Iruang Truong DIISPTDTTIIN) 
BO GIAO DUG VA DAO TAG
T1UJONC DAI HO SU PHAM 

THE DUG THE THAO IlA NOI

TRICH SAO

. ..(3).../TS-...(4) , ngay thdng nam 20......(5)

NOI DUNG TRIGH SAO

HIEU TRUONG
Noi nlidn:

- Luu: VT, (7). (8)

Nguyen Duy Quyet

lPHU LUG II
(Ban hanh kern Iheo Quyet dinh s6 15/QD-DI/SPTDTTIIN 

ngay 15 thdng 01 nam 2022 cua /lieu trudng Truong DIISPTDTT UN)

Man dau '"BAN SAO SO”: Hinh chir nhat, kich thu'dc 37mm x 8mm, go mot duong 
vicn xung quanh, ben trong la hang chu' “BAN SAO SO”, trinh bay bang chir in boa, 
co chu' 14, kicu chir times new roman, dung, dam. Dau "‘BAN SAO SO” dirge dong 
o goc tren ben phai tai trang dau eua ban sao tai lieu bi mat nha nirae.

i

/v''
K mm BAN SAO SO:

n mm
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PHU LUC 12
SO QUAN LV SAG, CHUP M MAT NHA NUOC

(Ban hanh kem theo Quyit dinh so 15/QD-DIISPTDTTHN 

ngay 15 S hang 01 ndm 2022 cua I lieu tnrong Truong DIISPTDTTI IN)
1. Man so

So quan ly sao, chup bi mat nha niroc dirge in san, kich thirdc 21()min x 297mm. 
a) Bia va trang dau

Bia va trang dau cua so quan ly sao, chup bi mat nha nude dirge trinh bay theo hinh 
minh hga dudi day:

(I)

(2)

s6 QUAJS LY SAO, Cin.JP Bi MAT NHA NUOC

Nam: . . (3)...
/■Jen ngay .... (4)Tie ngay

t

Quyen so: ....(5)...

Ghi chu:

(1) : Ten co' quan, to chirc chu quan cap tren true ticp (ncu ed).

(2) : fen co quan, to ehuc.

(3) : Nam md so quan ly sao, chup bi mat nha nude.

(4) : Ngay, thang bat dau va ket thuc.

(5) : So thu tu cua quyen so.

b) Phan quan ly sao, chup bi mat nha nude

Phan quan ly sao, chup bi mat nha nude dirge trinh bay tren trang giay khd A4 
(210mm x 297mm) bao gdm 09 cot theo mau sau:

72



Ngay, 
thang, nam 
sao, chup 

tai lieu, vat 
chua 

BMNN

Ten loai va 
trich yen noi 
dung tai lieu, 

vat chua 
BMNN dugc 

sao, ehiip

Nguai 
eo tham 

quyen cho 
phep sao, 

chup

Nguai
thue
hicn
sao,
chup

So lup'ng 
Dp mat ban sao, 

chup

So Noi nhan 
ban sao, 

chup

Ghi
chu

thu
tu

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

2. Huong dan quan ly
Cot 1: Ghi so thu tu tu 01 den khi sir dung het quyen so.

Cot 2: Ghi ngay, thang, nam sao tai lieu, vat chua bi mat nha nuoe; doi voi nhung 
ngay duai 10 va thang 1,2 thi phai them so 0 a truae, vi du: 03/01,27/7, 31/12.

Cot 3: Ghi ten loai va trich yen noi dung tai lieu, vat chua bi mat nha nubc dirge sao.

Cot 4: Ghi ro do mat cua tai lieu, vat chua bi mat nha nuac dirge sao (Tuyet mat, Toi 
mat. Mat hoae ghi ky hicu A, B, C).

Cot 5: Ghi ro so lugng ban sao.
Cot 6: Ghi ten eo quan, to eh ire hoae don vi, ca nhan nhan ban sao tai lieu, vat chua 
bi mat nha nuac.

Cot 7: Ghi ten, chuc vu cua nguai eo tham quyen cho phep sao.
Cot 8: Ghi ro ho ten va chu ky xac nhan cua nguai thue hicn saa.

Cat 9: Ghi nhung noi dung can thict khac.

t

I

)

8 3



IMIU LUC 13
(Ban hank kem then Ouyet dinh so 15/QD-DJISPTDTTIIN

ngay 15 thdng 01 ndm 2022 ciia I lien truxmg Truong DIISPTDTTI IN)
CONG lIGA XA HOI CHU NCINA VIET NAM 

1) 6 c I ap — T u do — 11 a n li p li li c
BO G1AO DUG VA DAO TAO

TRUONG DAI HOC SU’ PHAM 
THE DUC THE THAO HA NOI

VAN HAN GUI NHAN
VIEC CHI P TAI LIEU, VAT CHUA BI MAT NIIA NUOC CUA TRUONCJ

len, loai tai lieu, vat clu'ra bi mat nha nirac dugc chup:.............................................

So lugng ban chup:..........................................................................................................

Noi nhan ban chup (3):....................................................................................................
Do mat cua tai lieu, vat chua bi mat nha nuac dugc chup (4):...................................

Ngay, thang, nam chup tai lieu, vat chua bi mat nha nuac:........................................

Ngudi thuc hicn chup tai lieu, vat chua 
bi mat nha nude 

(ky, ghi ro ho ten)

1 anh dao ca quan, to chuc cho phep 
chup tai lieu, vat chua bi mat nha nude 

(ky, ghi ro ho ten, chuc vu) (

Ghi chit: Man nay ap dung doi vdi ban chup tai lieu, vat chua bi mat nha nude khong
r * f m

the dong dau ban sao, chup hoac trudng hgp chup tai lieu bi mat nha nude tie gui ca 
quan, to chuc thco phap luat vc co' ycu; man nay dugc gui kem thco ban chup tai lieu, 
vat chua bi mat nha nude cho cct quan, to chuc nhan ban chup.

(1) Ten ca quan, to chuc.
(2) Ten ca quan, to chuc quan ly, su dung tai lieu, vat chua bi mat nha nude.

(3) Ghi ro ten co' quan, to chuc nhan ban chup.

(4) Ghi ro do mat cua tai lieu, vat chua bi mat nha nude dugc chup (Tuyet mat, Tdi 
mat. Mat hoac ghi ky hicu A, B, C).
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MAU SO 14
SO DANC KY Hi MAI Nil A NUOC 1)1

(Ban hanh kem theo Ouyet dinh so 15/QD-DJISPTDTTIIN

ngdy 15 thdng 01 ndm 2022 ciia I lieu truang Trurmg DHSPTDTTIIN)

1. Mau so

So dang ky bi mat nha nuac di dirge in san, kich thiroc 210mm x 297mm. 
a) l^ia va trang dan

13ia va trang dau cua so dang ky bi mat nha nuac di dirge trinh bay thco hinh minh 
boa dirai day:

(2) .

S6 D.ANG KY BI MAT NHA NIJOC DI

Sanj (3 •

\
Jen ngdxTu nguy <4, I-

den so (5)Tu so

i

Quyen so: ,...(6)...

Ghi chu:

(1) : Ten co' quan, to chu'c chu quan cap tren true ticp (ncu eo).

(2) : Ten co' quan, to chue.

(3) : Nam mo so dang ky bi mat nha nuac di.

(4) : Ngay, thang bat dau va ket thuc dang ky van ban trong so.

(5) : So thu tu dang ky van ban mat di dau ticn va cuoi eung trong so.

(6) : So thu tu cua quyen so.

2 b



b) Phan dang hi mat nha nirac di.

Phan quan ly bi mat nha nuac dl dirge trinh bay tren trang giay kho A4 
(210mm x 297mm) bao gem 09 cot thee man sau:

Ngay 
thang xac 
djnh tai 
lieu, vat 

chiVa 
BMNN

So, ky 
hieu tai 
lieu, vat 

ehua 
BMNN

Ten loai va 
trich yen noi 
dung tai lieu, 

vat ehua 
BMNN

So SoDo Nguoi Noi
nhan

Chi
chu

Don 
vi luuthu

mat liningtir

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

2. Huong dan dang ky

Col 1: Ghi so thir tir tir 01 den khi sir dung het quyen so.

Cot 2; Ghi so va ky hieu cua tai lieu, vat ehua bi mat nha nude.
Cot 3: Ghi ngay, thang, nam eua van ban; doi vdi nhimg ngay dudi 10 va thang 1,2 
tin phai them so 0 d trade, vi du: 03/01,27/7, 31/12.

Cot 4: Ghi ten loai va trich yen noi dung tai lieu, vat ehua bi mat nha nude; doi vdi bi
mat nha nude di cd do mat "Tuyet mat" thi chi dupe ghi vao eqt trich yen noi dung
sau khi dirge phep eua lanh dao xae dinh do mat bi mat nha nude do.

Cot 5: Ghi rb do mat eua tai lieu, vat ehua bi mat nha nude (Tuyet mat, Toi mat, Mat 
hoac ghi ky hieu A, B, C).
Cot 6: Ghi ten eua ngirdi ky tai lieu bi mat nha nude.
Cot 7: Ghi ten cac ea quan, to chuc hoac don vi, ea nhan nhan tai lieu, vat ehua bi 
mat nha nude nhu dirge ghi tai phan noi nhan eua tai lieu.
Cot 8: Ghi ten don vi luu tai lieu.
Cot 9: Ghi so lugng ban phal hanh tai lieu.

Cot 10: Ghi nhimg noi dung can thict khac.

r

!■
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MAU SO 15
SO DANG KV BI MAI INllA NUOC DEN

(Ban hanh kem theo Quyet dink so 15/QD-DIISPTDTTI fN 
ngay 15 I hang 01 ndm 2022 cua llieu Incan g Tricong DIISPTDTT UN)

1. Man so

So dang ky bi mat nha nirac den dirge in san, kich tlurac 210mm x 297mm.
a) Bia va trang dau

Bia va trang dau cua so dang ky bi mat nha ntrac den dirge trinh bay tirong tir nhu bia 
va trang dau cua so dang ky bi mat nha nirac di, chi khac ten goi la "SO DANG KY 
BI MA T NHA NU(3C DBN".

b) Phan dang ky bi mat nha nirac den

Phan quan ly bi mat nha nirac den dirge trinh bay tren trang giay khb A4 
(210mm x 297mm) bao gam 09 cot theo man sau:

■

Co’ quan, to 
chuc ban hanh 

tai lieu, vat 
cluVa BYINN

Ten loai 
va trieh 
yen noi 

du ng

Don vj 
hoae 

nguoi 
nhan

So,So Ngay
den

DoNgay
thang

Ghi
ehiiSo den kythu tis mathicu

(2) (3) (4) (5)(1) (6) (8) (9) GO)(7) ;
C

2. Huong dan dslng ky
Cot 1: Ghi so thir tir tir 01 den khi sir dung het quyen so.

Cot 2: Ghi theo ngay, thang dirge ghi tren dau den.
Cot 3: Ghi theo so dirge ghi tren dau den.

Cot 4: Ghi co1 quan, to chirc ban hanh tai lieu, vat chira bi mat nha nude.
Cot 5: Ghi so va ky hicu eiia tiii lieu, vat chira bi mat nha nude den.

Cot 6: Ghi ngay, thang. nam eiia van ban mat den; doi vdi nhirng ngay dirdi 10 va 
thang 1,2 thi phai them so 0 d trude, vi du: 03/01,27/7, 31/12.

Cot 7: Ghi ten loai va trieh yen noi dung eiia tiii lieu, bi mat nha nude den.

Cot 8: Ghi ro do mat eiia tai lieu, vat chira bi mat nha nude (Tuyct mat, Toi mat, Mat 
hoae ghi ky hicu A, B, C).

Cot 9: Ghi ten don vi hoae ca nhan nhan tai lieu, vat chira bi mat nha nude den.
Cot 10: Ghi nhirng noi dung can thict khac.
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MAU SO 16

SO CHUYEN Cl AO B! MAT MIA MJO'C
(Ban hanh kem theo Quyet dinh so 15/QD-DIISPTDTTIIN

ngdy 15 thdng 01 ndm 2022 cua I lieu truang Truong DIISPTDTT HN)
1. Man so

So chuycn giao bi mat nha nuoc dirge in san, kieh thiroc 210mm x 297mm.

a) Bia va trang dau

Bia va trang dau cua so dirge trinh bay tirong tir nhu bia va trang dau eua So dang ky 
bi mat nha mroc di, chi khae ten goi la "SO Cl HJYb’N GIAO Bl MA T NHA
Nirdc".
b) Phan chuycn giao bi mat nha mroc

Phan chuycn giao bi mat nha mroc dirge trinh bay tren trang giay kho A4 thco chicu 
rong (210mm x 297mm) hoac thco chicu dai (148mm x 210mm) bao gom 06 cot thco 
man sau:

Ngay 
chuyen

Don vj hoac 
nguoinhanSo den hoac so di Do mat Ky nhan Chi ehii

0) (2) (3) (4) (5) (6)

2. 11 uong dan ghi

Cot 1: Ghi ngay, thang, nam chuycn giao bi mat nha nuoc cho cac co quan, to chirc, 
ca nhan; doi voi nhirng ngay diroi 10 va thang 1,2 thi phai them so 0 d trude; nam 
dirge ghi bang hai chu so cuoi cua nam, vi du: 03/01,27/7, 31/12.

Cot 2: Ghi thco so dirge ghi tren dau "den"; so van ban di.
Cot 3: Ghi ro mire do mat ciia bi mat nha nude (Tuyet mat, Toi mat. Mat hoac ghi ky 
hicu A, 13, C).

Cot 4: Ghi ten don vj hoac ca nhan nhan bi mat nha nude.

Cot 5: Chu ky cua ngudi true ticp nhan bi mat nha nude.
Cot 6: Ghi ndi dung can thict khae (nhu ban sao, so lugng tai lieu...).

2 8



MAU SO 17
(Ban hanh kem then Ouyet dinh so 15/QD-DIISPTDTTIIN 

ngay 15 thdng 01 ndm 2022 cua I lieu truang Trurmg DIISPTDTT1 IN)

BO GIAO DIJC VA DAO i AO
TRLTONG DAI HOC SU PHAM 
THE DUC THE TIIAO HA NOI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap — Tir do — Hanh phuc

VAN DAN DE NGHj
CUNG CAP, CUIJYEN GIAO BI MAT CUA TRUONG

Kinh giri: (3)

Ten ca quan, to chuc hoac ca nhan clc nghi cung cap, chuycn giao bi mat nha 
mroc:.......................................................................................................................
1 lo va ten ngu'ai dai dicn cua eo quan, to chuc hoac ca nhan dc nghi cung cap, chuycn 
giao bi mat nha nude:

Vi tri cong lac cua ngudi dai dicn hoac ca nhan:..........................................................

Bi mat nha nude dc nghi cung cap, chuycn giao:

(4)

Do mat cua bi mat nha nude dc nghi cung cap, chuycn giao 

Muc dich su dung bi mat nude: ..
Cam ket bao vc bi mat nha nude: (5)

Co quan, to chuc hoac ca nhan dc nghj
(ky, ghi rd ho ten, chuc vu va clang dent)

Ghi chit:

(1) d en eo' quan, to chuc dc nghi cung cap, chuycn giao bi mat nha nude

(2) So, ley hicu cua van ban dc nghi cung cap, chuycn giao

(3) Ca quan, to chuc quan ly, xac dinh bi mat nha nude

(4) Loai, trich ycu ndi dung cua bi mat nha nude

(5) Truong hop cung cap, chuycn giao bi mat nha nude cho eo' quan, to chuc, ca nhan 
nude ngoai phai cam ket khong cung cap cho ben thu ba, ncu khdng cd su dong y cua 
ben cung cap.
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MAU SO 18
(Ban hanh kem theo Quyet cfinh so 15/QD-DIISPTDTTIIN 

ngay 15 ihdng 01 ndm 2022 cua I lieu irur/ng Truong DIISPTDTT1IN)

B0 GIAO DUG VA DAO TAO
TRUONC DAI HOC SU PHAM 
THE DUC THE THAO IlA NOI

CONG HOA XA HOI CHU NG HI A VIET NAM 
Doc lap - Tu do - Hanh phuc

THONG KE III MA T Ml A NUOC

Ca quan, to 
chirc xac dinh 
hoac ticp nhan, 

lull giir

So, ky hicu cua 
tai lieu, vat 
chua hi mat 

nha nu'oc

Ten loai, inch 
yen tai lieu, vat 
chira bi mat nha 

nu'6e

Thai gian xac 
dinh hoac 

ticp nhan, luu 
g.s

Dosrr Ghi ehumat

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

c
Lanh dao co quart, to chuc thong kc

(ky, ghi ro ho ten, chuc vu)
Ngud'i thong kc

(ky, ghi ro ho ten)

Ghi chic Mau thong kc hi mat nha nirac dirge sir dung dc thong kc tai lieu, vat chira 
bi mat nha nirac phat hanh va ticp nhan trong nam cong tac.

(1) : Ghi so thir tu tai lieu, vat dura bi mat nha nuac dirge phat hanh hoac ticp nhan, 
hru giii.

(2) : Ghi so, ky hicu, ngay, thang nam xac dinh tai lieu, vat chira bi mat nha nuac.

(3) : Ten loai. Inch yen npi dung cua tai lieu, vat chira bi mat nha nuac.

(4) : Ghi do mat cua tai lieu, vat chua BMNN (Tuyet mat, Toi mat, Mat hoac ghi ky 
hicu A, B, C).

(5) : Ghi cu the ngay, thang, nam xac dinh hoac ticp nhan, luu giu.

(6) : Ghi cu the ca quan, to chuc xac dinh hoac ticp nhan, luu giu bi mat nha nuac.

(7) : Ghi nhCrng noi dung can thict khac (ban sao, so lugng ban luu giu-...).
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MAUSO 19
SO DO VI TRI CAC I)Au MA I TREN VAN BAN • •

(Trcn mot trang giay A4: 210 mm 1297 mm)
(Ban hank kem theo Quyet dink so 15/QD-DIISPTDTTIIN 

ngay 15 tkdng 01 nam 2022 cua I lieu trudng Trucrng DHSPTDTTI IN)

! la lie20-25mmiib 11L
i2

—fl5
4

5

Sr .'s

Qa10., ;oc

iOrT
£

I Ob !2

18-20nim

♦
630-35 nm

i

I7a
'

i 13 i

7c8

z )-
7b 4

14
{

16
-

4

20-25 mm

i

Ghi chu:

: Thanh phan the thirc van ban 

: Quoc hicu

: I'cn ca quan, to chirc ban hanh van ban

6 so

1

2
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: So, ky hicu cua van ban

: Dia danh va ngay, thang nam ban hanh van ban 

: i cn loai va trich yen noi dung van ban 

: Trich yen noi dung van ban 

: Noi dung van ban

: Quyen ban, chuc vu, ho ten va chir ky ciia ngudi co tham quyen 

: Dau cua ca quan, to chuc 

: Noi nhan

: Dau chi do mat (Tuyet mat, Toi mat. Mat)

: Dau chi do khan 

: Dau giai mat 

: Dau tang mat, giam mat 

: Dau thoi han bao vc bi mat nha nude

: Dau tai lieu thu hoi hoac dau Gia han thoi han bao vc bi mat nha nude 

: Dau “Ban so”

3

4

5 a

5b

6

7a, 7b, 7c

8

9a, 9b

10a

10b

10c

1 ()d

i

1 la

lib

: Dau “Ban sao so”

: Chi dan vc dir thao van ban

: Ky hicu ngudi scan thao, so lugng ban phat hanh; dirge phep hoac 
khdng dirge phep sao, chirp

: Dau ban sao bi mat nha nude

: Logo: In chim dudi ten co' quan, to chuc ban hanh van ban (ncu cd)

: Dia chi co quan, to chuc; dia chi H-Mail; dia chi Website; so dicn 
thoai; so Telex; so !;ax

lie

12

13

14

15

16
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