
CONG HOA XA HOI CHU NO HI A VIET NAVI 
Doc lap - I n do — Ilanh phiic

BO G1AO DUG VA DAO l AO
I IUJONC DAI HOC Sli PHAM 
THE DUG THE THAO HA NOI

S6:5^/Qy'GDI ISPTDTTI IN I la Noi, ngay 28 thcmg 02 nctm 2022

QUY TRINH 

Quan ly van ban I)i

1. Muc dich

Thong nhat vice quan ly van ban di dam bao kip thai, chinh xac, an loan, 

thuan loi va dung quy dinh.

2. Pham vi doi tuong

Ap dung vao vice quan ly van ban di cua Tnrang DH SP 11)11' 1IN.

3. I ai lieu vicn dan

- Nghi dinh 110/2004/ND-CP ngay 08/04/2004 cua Chinh phu vc cong tac van thu;

- Nghi dinh 09/2010/ND-CP ngay 08/02/2010 cua Chinh phu vc sira doi, bo sung 

mot so dicu cua NI) so 110/2004/ND-CP ngay 08/04/2004 cua Chinh phu vc cong 

tac Van thu-;

- Nghi dinh 30/2020/ND-CP vc cong tac van thir va thay the Nghi dinh so 

1 10/2004/ND-CP, ngay 08/4/2004 ciia Chinh phu vc cong tac van thu-;

- Quyet dinh 274/QD-DHSPTDTTHN ngay 26 thang 05 nam 2021 vc vice Ban 

hanh Quy die Van thu Luu tru cua 'fruong Dai hoc Sir pham The due The thao 

Ha Noi;
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4. I rach nhiem:

- Xac dinh trach nhiem cua moi don vi, ca nhan cua Truong trong vice soan 

thao, xu ly, chuycn giao van ban di trong pham vi Truong.

- Vicn chuc soan thao van ban phong, khoa, trung tarn va don vi true thupc 

chiu trach nhiem vc the thuc va noi dung van ban don vi.



- Tnrang phong Hanh chinh Tong hop va chuycn vicn van thu chin trach 

nhicm kicm tra the thirc, hinh thuc va ky thuat trinh bay; ghi so va ngay, thang, nam 

cu the nlur sau:

A-THK THUC VA KY THUAT TRINH RAY VAN RAN HANH CHINH
I. QUY DJNH CHUNC
1. Kho giay: Kho A4 (210 mm x 297 mm).
2. Kieu trinh bay: Thco ehieu dai eiia kho A4. I ru'dng hop noi dung van ban 

eo eae bang, bicu nhirng khong dirge lam thanh eae phu lue rieng thi van ban eo the 

du'oe trinh bay thco ehieu rong.
3. Djnh le trang: Caeh mep tren va mep diroi 20 - 25 mm, eaeh mep trai 30 - 

35 mm, caeh mep phai 15-20 mm.
4. Phong chu: Phong clur tieng Viet Times New Roman, bo ma ky tir Unicode

thco l ieu ehuan Viet Nam TCVN 6909:2001, man den.
5. Co chu va kieu elur: 1’heo quy dinh eii the eho tung ycu to the thuc.
6. Vi tri trinh bay eae thanh phan the thuc: Thco quy dinh cu the eho tung ycu

r ■>

to the thuc.
7. So trang van ban: Dirge danh tu so 1, bang chu so A Rap, ed chu 13 den 

14, kieu chu dung, dirge dat canh giua thco ehieu ngang trong phan 1c tren eiia van 

ban, khong hicn thi so trang thu nhal.
II. cac thAnh phan the thuc chinh 1'

E
1. Quoc hicu va Ticu ngu
a) Qu6e hicu “C0NG 11()A XA H0I CHU NG11IA VIHT NAM”: Dirge trinh 

bay bang chu in hoa, ed chu tir 12 den 13, kieu chu dung, dam va d phia tren ciing, 
ben phai trang dan ticn eiia van ban.

b) l ieu ngu “Doe lap - Tu do - Hanh phuc”: Dirge trinh bay bang chu in 

thudng, ed chu tu 13 den 14, kieu chu dung, dam va dirge canh giua dudi Quoc 

hicu; chu cai dau eiia eae cum tu dirge vict hoa, giua eae cum tir eo gaeh noi (-), eo 

each chu; phia dudi eo dirdng kc ngang, net lien, eo do dai bang do dai eiia dong 

chu.
e) Quoc hicu va l ieu ngu dirge trinh bay hai dong chu Quoc hicu va l ieu ngu 

dirge trinh bay each nhau dong don.
2. Ten eo quan, to chirc ban hanh van ban
a) Pen eo quan, to chirc ban hanh van ban la ten chinh thirc, day dii eiia 

Truong D1 ISP TDTT I IN eo tham quyen ban hanh van ban. Ten eo' quan, to chirc
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- Trirang phong Hanh chinh Tong hop va chuycn vicn van thir chin Irach 

nhicm kicm Ira the thu’c, hinh thi'rc va ky thuat trinh bay; ghi so va ngay, thang, nam 

cu the nhu sau:

A-THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH
I. QUY DINH CHUNG
1. Kho giay: Kho A4 (210 inm x 297 mm).
2. Kieu trinh bay: Thco chicu dai eua kho A4. Truong hop noi dung van ban 

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

dupe trinh bay thco chicu rong.
3. Djnh 1c trang: Cach mep tren va mep duoi 20 - 25 mm, each mep trai 30 - 

35 mm, each mep phai 15-20 mm.
4. Phong chin Phong chir tieng Viet Times New Roman, bo ma ky tu Unicode 

thco Ticu chuan Viet Nam PCVN 6909:2001, man den.
5. Co ehu va kieu chir: 1 heo quy dinh cu the eho tung yen to the thue.
6. Vi tri trinh bay cac thanh phan the thue: Thco quy dinh cu the eho lung yen

to the thue.
r r \ r i '

7. So trang van ban: Dirge danh tu so 1, bang ehu1 so A Rap, co ehu 13 den 

14, kieu ehu dung, dirge dat canh giua thco chicu ngang trong phan 1c tren eua van 

ban, khong hicn thi so trang thu nhat.
II. cAc thAnh phAn the THUC chinh
1. Quoe hicn va l ieu ngu
a) Qu6c hicu “CONG 11QA XA H()l CHU NGHIA VIHT NAM”: Dirge trinh 

bay bang ehu in hoa, eo ehu tu 12 den 13, kieu ehu dung, dam va b phia tren eung, 
ben phai trang dau ticn eua van ban.

b) h’icu ngu “Doe lap - Tu do - Hanh phue”: Dirge trinh bay bang ehu in 

thudng, eb ehu tu 13 den 14, kieu ehu dung, dam va dugc canh giua duoi Quoe 

hicu; ehu cai dau ciia eac cum tu dirge vict hoa, giua cac cum tu co gach noi (-), eo 

each ehu; phia duoi co dubng kc ngang, net lien, co do dai bang do dai eua dong 

ehu.

H
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e) Quoe hicu va l ieu ngu dirge trinh bay hai dong ehu Quoe hicu va Ticu ngu 

dirge trinh bay each nhau dong don.
2. Pen co quan, to chuc ban hanh van ban
a) Ten co' quan, to chue ban hanh van ban la ten chinh thue, day du eua 

Truong D1 ISP TDT T 1 IN eo tham quyen ban hanh van ban. Ten eo quan, to chue
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1 1 ^ 1 ’ ' '> •>ban hanh van ban bao gom ten ciia Truxmg Dai hoc Sir pham The due I’hc thao 1 la
Noi va ten ciia BO GlAO DUC V'A DAO TAO ehu quan true tiep.

b) Dong ehu: Truong D11SP TDTT UN dirge trinh bay bang ehu in hoa, ed 

chu tu 12 den 13, kicu ehu dung, dam, dirge dal canh giira dudi BO GlAO DUG 

V'A DAO TAO la don vi ehu quan true tiep; phia dudi eo dudng kc ngang, net lien, 
co do dai bang tu 1/3 den 1/2 do dai ciia dong ehu va dat can doi so vdi dong ehu.

1 cn co quan, to chuc ehu quan true tiep dirge trinh bay bang chu in hoa, ed 

ehu tu 12 den 13, kicu chu diing, dirge trinh bay each nhau dong don. Truong hop 

ten co quan, to chuc ban hanh van ban, ten co' quan, to chuc ehu quan true tiep dai 
co the trinh bay thanh nhicu dong.

VI):
BO giAo dug vA dAo tag

TRUONG DAI HOC SU' PHAM 
THE DUG THE THAO HA NOI

3. So, ky hicu ciia van ban
a) So ciia van ban la so thu tu van ban do Truong D1 ISP I'D I T 1 IN ban hanh 

trong mot nam dirge dang ky tai Van thu eo quan thco quy djnh, so ciia van ban 

dirge ghi bang ehu so A Rap.
- Tat ca van ban di ciia Truong Dai hgc Su pham The due The thao Ha Noi 

dirge ghi so, ky hicu thco he thong so cluing tai van thu eua I'rudng.
VD:

Nghi quyet eua trudng dirge ghi nhu sau: So: .../NQ-DIISPTDTTIIN

Quyct dinh eua rrudng do P. l'GCB& I T soan thao dirge ghi nhu sau: So: .../QD- 

DIISPTDTTHN

Cong van eua Truong do P.QLDT&CTSV soan thao dugc ghi nhu sau: So 

... /QI. DT&GTSV-D 11S PT DTTIIN.

Trudng hgp van ban eua Hoi dong Trudng dirge su dung con dau, ehu ky 

Trudng DHSP TDTT TIN dc ban hanh van ban thi phai lay he thong so rieng.
b) Ky hicu eua van ban
Ky hicu eua van ban bao gom ehu vict tat ten loai van ban va ehu vict tat ten 

Trudng DHSP TD T T HN co tham quyen ban hanh van ban. Doi vdi cong van, ky 

hicu bao gom ehu vict tat ciia I’rudng DHSP TDTT HN va don vi ban hanh cong 

van.(ehu vict tat ten don vi soan thao hoac ITnh vuc dirge giai quyct).

F
It
it
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bang chir in thircmg, ca chir tir 12 den 13, kicu chir dirng; dat canh giua dirai so va 

ky hicu van ban, each dong 6pl voi so va ky hieu van ban.
6. Noi dung van ban 

a) Can cir ban hanh van ban
Can cir ban hanh van ban bao gom van ban quy dinh tham quyen, ehire nang, 

nhiem vu cua T’ru'ong DHSP TD i r HN ban hanh van ban va cac van ban quy dinh 

noi dung, co' so dc ban hanh van ban. Can cu ban hanh van ban dirge ghi day du ten 

loai van ban, so, ky hicu, co quan ban hanh, ngay thang nam ban hanh van ban va 

trich yen noi dung van ban (rieng Luat, Phdp link khong ghi so, ky hieu, ca quan 

ban hanh).
Can cir ban hanh van ban dirge trinh bay bang chir in thirong, kicu chir 

nghieng, co chu tir 13 den 14, trinh bay diroi phan ten loai va trich yen noi dung van 

ban; sau moi can cir phai xuong dong, cuoi dong co dau eham phay (;), dong euoi 
eung ket thiie bang dau chain (.).

b) Khi vicn dan lan dau van ban co lien quan, phai ghi day du ten loai, so, ky 

hicu ciia van ban, thoi gian ban hanh van ban, ten co' quan, to ehire ban hanh van 

ban va trich yen noi dung van ban {cloi vdi Luat va Phdp lenh chi ghi ten loai vd ten 

cua Luat, Phdp lenh)\ trong cac lan vicn dan ticp thco, chi ghi ten loai va so, ky hicu 

ciia van ban do.
e) Bo cue ciia noi dung van ban: Tuy thco ten loai va noi dung, van ban co 

the co phan can cir phap ly dc ban hanh, phan mb dau va co the dirge bo cue thco 

phan, chirong, muc, lieu muc, dicu, khoan, diem hoac dirge phan chia thanh cac 

phan, muc tir Ion den nho thco mot trinh tir nhat dinh.
d) Dbi vbi cac hinh thirc van ban dugc bo cue thco phan, chirong, muc, lieu 

muc, dicu thi phan, chirong, muc, ticu muc, dicu phai co ticu dc. l ieu dc lir cum tir 

chi noi dung chinh ciia phan, chirong, muc, ticu muc, dicu.
d) Cach trinh bay phan, chirong, muc, ticu muc, dicu, khoan, diem 

Tir “Phan”, “Chirong” va so thir tir ciia phan, chuong dirge trinh bay tren mot 
dong rieng, canh giira, bang chir in thirong, cb chu tir 13 den 14, kicu chir dirng, 
dam. So thir tir cua phan, chirong dirng chir so La Ma. l ieu dc ciia phan, chirong 

dirge trinh bay ngay dirbi, canh giira, bang chir in hoa, cb chu tir 13 den 14, kicu 

chu dirng, dam.
Tir “Muc”, “Ticu muc” va so thir tu ciia muc, ticu muc dirge trinh bay tren 

mot dong rieng, canh giira, bang chir in thirong, cb chu tir 13 den 14, kicu chir dirng,

/

)■
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dam. So tlu'r tu' cua miic, lieu muc dung chfr so A Rap. 1'icu dc cua miic, lieu mue 

dupe Irinh bay ngay duai, eanh giua, bang chu in boa, eo chir lu 13 den 14, kieu 

ehu dung, dam.
Tu “Dicu”, so Ihu tu va lieu dc cua dicu duge Irinh bay bang ehu in Ihudng, 

lui dau dong 1 cm hoac 1,27 cm. So Ihu lu eua dicu dung chu so A Rap, sau so Ihu 

tu eo dau cham (.); cd ehu bang ed chu cua phan Idi van, kieu ehu dung, dam.
So thu tu eae khoan Irong mbi mue dung ehu so A Rap, sau so thu tu eo dau 

chain (.), cd ehu so bang ed ehu eua phan Idi van, kieu ehu dung. Ncu khoan eo lieu 

dc, so thu tu va lieu dc eua khoan duge Irinh bay Iren mot dong rieng, bang ehu in 

thu'dng, ed chu bang ed ehu eua phan Idi van, kieu ehu dung, dam.
Thu tir eae diem trong mdi khoan dung eae chu cai tieng Viet thco thu tu bang 

ehu cai tieng Viet, sau eo dau dong ngoac don, bang ehu in thudng, ed ehu bang ed 

ehu ciia phan Idi van, kieu ehu dung.
c) Noi dung van ban duge Irinh bay bang ehu in thudng, duge eanh dcu ca 

hai 1c, kieu ehu dung; ed ehu lu 13 den 14; kin xudng dong, chu dau dong lui vao 1 
cm hoac 1,27 cm; khoang each giua eae doan van tdi thieu la 6pt; khoang each giira 

eae dong tdi thieu la dong don, tdi da la 1,5 lines.
7. Chuc vu, hg ten va ehu ky eua ngudi ed tham quyen
a) Chu ky cua ngudi ed tham quyen la ehu ky eua ngudi ed tham quyen Iren 

van ban giay hoac ehu ky so eua ngudi cd tham quyen tren van ban dicn tu.
b) Vice ghi quyen ban eua ngudi ky duge Ihuc hicn nhu sau:
Truong hgp ky thay mat tap the tin phai ghi ehu vict tat “TM.” vao trude ten 

tap the lanh dao hoac ten eo quan, to chuc.
Truong hgp duge giao quyen cap trudng tin phai ghi chu vict tat “Q.” vao 

trude chuc vu eua ngudi dung dau co' quan, to chuc.
Trudng hgp ky thay ngudi dung dau eo quan, to ehue thi phai ghi ehu vict tat 

“KT.” vao trude ehue vu eua ngudi dung dau. Trudng hgp cap phd duge giao phu 

trach hoac dicu hanh thi thue hicn ky nhu cap phd ky thay cap trudng.
Irudng hgp ky thua lenh thi phai ghi chu vict tat “TL.” vao trude ehue vu 

eua ngudi dung dau la 1 lieu truong.
Trudng hgp ky thua uy quyen thi phai ghi chu vict tat “TUQ.” vao trude ehue 

vu cua ngudi dung dau la 1 lieu truong.
e) Chuc vu, chuc danh va hg ten eua ngudi ky
Chuc vu ghi tren van ban la chuc vu lanh dao ehinh thue eua ngudi ky van
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ban cua Trirong 1)1 ISP TDTT I IN ; khong ghi nhirng chirc vu ma Nha nirac khong 

quy dinh.
Chuc danh ghi Iron van ban do cac to chuc lu' van ban hanh la chirc danh lanh 

dao cua ngirdi ky van ban trong to chirc tir van.
Doi voi nhirng to chirc Ur van dirge phep sir dung con dau cua Truong 1)1 ISP 

TDTT I IN thi ghi chirc danh cua ngirdi ky van ban trong to chirc tir van va chirc vu 

trong Truong 1)1 ISP TDTT 1 IN. Doi voi nhirng to chuc tu van khong dirge phep sir 

dung con dau cua Truong Dl ISP TDTT HN thi chi ghi chuc danh cua ngirdi ky van 

ban trong to chuc tu van.
I lo va ten ngirdi ky van ban bao gom ho, ten dem (ncu cd) va ten cua ngirdi 

ky van ban. Trude ho ten cua ngirdi ky, khong ghi hoc ham, hoc vi va cac danh hicu
danh du khac. Vice ghi them quan ham, hoc ham, hoc vi trude ho ten ngirdi ky doi 
vdi van ban cua cac don vi vu trang nhan dan, cac to chuc sir nghicp giao due, y tc, 
khoa hoc do ngirdi 1 lieu trudng quy dinh.

d) Hinh anh, vi tri chu ky so (ncu cd) cua ngirdi cd tham quyen la hinh anh 

chu ky cua ngirdi cd tham quyen tren van ban giay, man xanh, dinh dang Portable 

Network Graphics (.png) nen trong sudt; dat canh giua chuc vu cua ngirdi ky va ho 

ten ngirdi ky.
d) Quyen han, chuc vu cua ngirdi ky dirge trinh bay : phia tren Tip ten cua 

ngirdi ky van ban; cac chu vict tat quyen han nhu: “r
(■

TM.”, “Q.”, “KT.”, “ TL.”,
TUQ.” va quyen han chuc vu cua ngirdi ky dirge trinh bay bang chir in boa, cd chu 

tu 13 den 14, kicu chu dung, dam.
Ho va ten cua ngirdi ky van ban dirge trinh bay bang chir in thudng, cd chu 

tu 13 den 14, kicu chir dung, dam, dirge dat canh giua quyen han, chuc vu cua ngudi

I'nr

ky.

7



5. Noi dun« quy trinh
5.1 Quy trinh Qiiiin ly cong van l)i

Trach nhiem I rinh ty cong vice Thdi gian xii ly 
van ban

Van thu 
phong IICTI1

Ticp nhan van ban 
tir Tru'ang pho & 

C"V cac don vi

Doi vai VB gap: 15p 
Doi vai V13 thirang: 30p 

Man 01

Lanh dao phong
lien i

'
Kiem tra noi dung, the thirc, ky 

thuat trinh bay, phap ly van ban

Trinh ky van banVan thu

Van thu
phong 1 ICTI 1 trinh ky 
BGH.
- 'Truong hop can lam ro 
noi dung cong vice lien 
quan, BGH nidi don vi 
trinh van ban len giai 
trinh.

1 lieu trubng, 
llicu pho, CT HD 
trudng

Xcm xct, ky duyet van ban

I
\
\

Van thu 
phong I ICTI I Ticp nhan van ban da duoc ky duyet

l
Vao so dang ky van ban Di 

Ghi so, ngay, thang, nam cua van ban 
Dong dan van ban Di

Man 02Van thu 
phong I ICTI I

Van thu 
phong I ICTI I 
Don vi soan thao 
Don vi soan thao

Tra lai van ban cho don vi soan thao

Don vi soan thao phat hanh VB di

Van thu 
phong 1 ICTI I 
Don vi soan thao Luu van ban di bang ban 

giay va Tile may tinh.
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5.2. Mo ta chi fief:

Hiro'c 1. Van thir phong 1 iCTH ticp nhan Van ban di tir Tnrdng pho cac dan 

vi & chuycn vicn phii trach mang cong vice.

Buoc 2. Kiem tra noi dung, the thirc, ky thuat trinh bay, phap ly van ban.

- Lanh dao phong HC Id I ra soat the thuc va ky thuat trinh bay van ban, tham 

quyen thee quy djnh. Lanh dao phong I iCTI I ky nhay vao cuoi “Noi nhan”.

- Ncu van ban clura dam bao vc nc)i dung, the thuc va ky thuat trinh bay van 

ban, tham quyen theo quy dinh. Bo phan Van thu phong HC l’H tra vc chuycn vicn 

phu trach.

Doi vdi VB gap: 20 phut 

Doi vai VB thudng: 40 phut.

- Thai gian giai quyet: trong ngay.

Buoc 3. Van thu phong I ICTH ticp nhan Van ban di tir Lanh dao phong 

I ICTI 1 dc trinh ky van ban di.

Buoc 4. I lieu truang, I lieu pho, Cl’ HD trudng xcm xct, ky duyet van ban di.

- Van thu phong I ICTI I ticp nhan lai van ban da dirge ky duyet tir BGH.

- rrudng hop can lam rb noi dung cong vice lien quan, BGH mdi dan vi trinh 

van ban len giai trinh.

Thai gian giai quyet: khong qua 2 ngay.

Buoc 5. Vao so dang ky van ban Di, Ghi so, ngay, thang, nam cira van ban,

Dong dau van ban Di

Thai gian giai quyet: trong ngay.

Buoc 6. Tra lai van ban cho dan vi soan thao

t'

p

- Van thu phong 1 ICTI I phan loai va ban giao van ban vc diing don vi trinh. 

Buoc 7. Dan vi soan thao phat hanh VB di

Buoc 8. Liru van ban di bang ban giay va file may tinh.

- Van thu phong I ICTI 1 phan loai van ban di va Luu van ban giay va tren may 

tinh theo thang.
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6. Huong dan cac buoc Cap so, thoi gian ban hanh van ban

- BCjI I chuycn van ban vc van thu' phong HCl’H, dan vi scan thao nhan van 

ban. Thai gian giai quyct: 1 ngay chain nhat la ngay lam vice ticp thee.

- So va thdi gian ban hanh van ban dirge lay thco thu tir va trinh tir thdi gian 

ban hanh van ban cua tnrdng trong nam (bat dau lien ticp tir sa 01 vao ngay 01 thang
r r '

01 va ket thuc vao ngay 31 thang 12 hang nam), so va ky hicu van ban la day nhat 

trong mot nam, thong nhat giira van ban giay va van ban dicn tir (ncu co).
r r r

a) Vice cap so van ban chuycn nganh (VI): To trinh, Kc hoach, Cong van... 
do ngudi dung dau quan ly nganh, ITnh virc quy dinh dirge cap he thong so neng. 
(ncu so lirgng tung van ban vugt qua 500 so)

b) Vice cap so van ban hanh chinh do Hicu trubng quy dinh.
- Ngay. thang, nam ban hanh van ban phai dirge vict day du; cac so chi ngay, 

thang, nam dung chu so A-rap; ddi vai nhirng so chi ngay nho hern 10 va thang 1,2 

phai ghi them so 0 d trude.
- Don vi soan thao len nhan van ban tai van thu phong HC 1 1 1 va nhan ban 

dung thco thanh phan “Noi nhan” dung thdi gian quy dinh tru tnrdng hgp phat sinh 

them van ban.
- Vice nhan ban van ban mat di dirge thuc hicn thco quy dinh tai Khoan 1, 

Dicu 8 Nghi dinh sd 33/2002/ND-CP.
- Doi vdi van ban giay, vice cap sd, thdi gian ban hanh dirge thuc hicn sau

0

)
phd dan vi, chain nhat la trong ngay lam vicekhi co chu ky cua BGH, Truong 

ticp thco. Van ban mat dirge cap he thong so rieng dirge cap he thong so rieng. (ncu
so lirgng tung van ban vugt qua 500 so).

7. Dang ky van ban di
6.1 Vice dang ky van ban bao dam day du, chinh xac cac thong tin can thict 

cua van ban di.
6.2. Dang ky van ban

Van ban dirge dang ky bang so truyen thong hoac bang van ban dicn tir 

a) Dang ky van ban bang so
Van thu co' quan dang ky van ban vao so dang ky van ban di.
Man so dang ky van ban di thco quy dinh tai thco Quyet dinh so: 274/QD- 

DIISPTDTTI IN. ngay 26 I hang 05 nam 2021 cua Tnrdng Dai hoc Sir pham The due 

The thao I la Noi.
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8. Van ban mat dirge dang ky thco quy dinh cua phap luat vc bao vc bi mat 

nha nirac (ncu so lirgng van ban hang nam nhicu).

9. Nhan ban, dong dan, ky so va dan chi do mat, mire do khan

9.1. Nhan ban, dong dan va dau chi dp mat, mire dp khan doi vbi van ban giay

- Van ban di dupe nhan ban thco dung so lirgng dupe xae dinh o phan noi 

nhan eiia van ban.

- Vice dong dau va dau chi dp mat, mire dp khan, dupe thirc hicn thco quy 

dinh cu the nhu sau:

a) Dau dong phai ro rang, ngay ngan, dirng chicu va diing dung mire dau mini 

do thco quy dinh, dau dong phai trum len khoang 1/3 chir ky vc phi a ben trai.

b) Cac van ban ban hanh kern thco van ban ehinh hoac phu lire: dong len trang 

dau, triim mot phan ten tnrbng hoac ticu dc phu lue.

e) Vice dong dau treo, dau giap lai, dong dau noi tren van ban giay do ngiroi 

dirng dau co quan, to chirc quy dinh.

d) Dau giap lai dupe dong vao khoang giira mep phai eiia van ban hoac phu 

lue van ban, triim len mot phan cac to giay; mbi dau dong toi da 05 to van ban.

9.2. Dong dau dp khan, mat
r nr''

- Vice dong dau chi cac mire dp khan (“Hoa toe”, “Hoa toe hen gib”, U l'hupng 

khan” va “Khan”) tren van ban dupe thuc hicn thco quy dinh va chi thuc hicn khi 

eo chi dao eiia Ban Giam hicu.

- Vice dong dau chi cac mire dp mat (“Tuyet mat”, “ l oi mat” va “Mat”), dau 

“Tai lieu thu hoi” tren van ban dupe thuc hicn thco quy dinh va khi eo chi dao eiia 

Ban Giam hicu.

10. Phat hanh va thco doi vice chuycn phat van ban di

10.1. Van ban di phai hoan lhanh thu tuc tai Van thu va phat hanh trong ngay 

van ban do dupe ky, cham nhat la trong ngay lam vice ticp thco. Van ban khan phai 

dupe phat hanh va giri ngay sau khi ky van ban.

10.2. Vice phat hanh van ban mat di phai bao dam bi mat noi dung cua van 

ban thco quy dinh eiia phap luat vc bao ve bi mat nha nubc, dirng so lupng, thbi gian 

va noi nhan.

1



10.3. Van ban da phat hanh nhirng co sai sol vc noi dung phai duo'c sua doi, 

lhay the bang van ban co hinli tlu'rc tuong duong. Van ban da phat hanh nhirng co 

sai sot vc the thirc, ky thuat trinh bay, thu tuc ban hanh phai dirge dinh ehinh bang 

cong van.

10.4. Thu hoi van ban

a) Doi vdi van ban giay, truxmg hop nhan dirge van ban thong bao thu hoi, 

ben nhan co traeh nhiem gi’ri lai van ban da nhan.

b) Doi vdi bi van ban giri di nhirng vi ly do nao do ma biru dicn tra lai thi phai 

chuycn eho don vi hoac ea nhan soan thao van ban do; dong thdi, ghi ehu vao “So 

giri van ban giri ra biru dicn” dc kicra tra, xae minh khi can thict.

c) Trirbng hgp phat hicn van ban bi that lac, khdng eo ngudi nhan phai bao 

cao ngay I rirang phdng HCT11 dc xu ly.

11. Luu van ban di

a. Mdi van ban di phai dirge luu hai ban: ban gde luu tai Van thu I rirang va 

01 ban ehinh luu trong ho so cbng vice.

b. Ban gde liru tai Van thu phai dirge dong dau va sap xcp theo thu tu dang

ky.
ti

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

mue do mat dirge thuc hicn theo quy dinh hicn hanh ve bao ve bi mat nha nude.

d. Van thu co traeh nhiem lap so theo doi va phuc vu kip thdi yen can sir dung 

ban luu tai Van thu theo quy dinh cua phap luat va quy dinh cu the eua Truong Dai 

hoe Sir pham The due The thao 1 la Noi .

c. Van ban di dirge luu tru tren co' sd du lieu quan ly van ban den tren may

tinh.

12



MAL 01 - MAU CHL VA CHI T1ET TRINH BAY THE THEC VAN BAN HANH CHINH

■» X A. rThanh phan the thi'rc va 

chi tiet trinh bay

Co- _____ ___ Vi du minh hoa____
Phong chfr Times New RomanKieu chu-STT Loai chu Co-ichu

Ouoc hieu va Tieu ngu
- Quoc hieu_________
- Tieu ngu
- Dong ke ben dirai

In hoa 12-13 Dung, dam CONG HOA XA HOI CHU NGHIA VIET NAM 12
In thuong 13-14 Dung, dam Doc lap - Ty do - Hanh phuc 13

2 Ten ca quan, to chuc ban 
hanh van ban
- Ten co quan, to chuc chu jn ^oa 
quan true tiep

12-13 Dung BO GIAO DUC VA DAO TAO 12

TRUONG DAI HOC SU PHAM 

THE DUC THE THAO HA NOI
- Ten co quan, to chuc ban jn 
hanh van ban

12-13 Dung, dam 12

- Dong ke ben dudi

S6: 15/QD-DHSP TDTT HN

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

Dia danh va thdi gian ban [n tjlu.Q.nsj i3_i4 
hanh van ban

Nghieng4 13
Ha Noi, ngay 05 thang 04 nam 2021

5 Ten loai va trlch ycu noi 
dung van ban

a Doi vdi van ban co ten loai 
- Ten loai van ban BAO CAO 14In hoa 13-14 Dung, dam



X /\ r > XVe cong tac phong, chong lut bao- Trich yeu noi dung In thuong 13-14 Dung, dam 14
- Done ke ben dual

b Doi vai cone van
Trich yeu noi dune In thurine 12-13___ Dune___V/v nane bac krone nam 2021

In thuring 13-14 Dung Trong cong tac chi dao
12

6 Noi dung van ban 14
a Grim phan, chuang, muc

- Tu “Phan”, “Chuang” va so in thuong 
thu tu cua nhan. chuone
- Ticu de cua phan, chuang

Phan 113-14 Dung, dam Chirong I 14

13-14 Dung, dam QLY DINH CHUNGIn hoa QLY DINH CHUNG 14
- Tu “Muc” va so thu tu In thuring 13-14 Dung, dam M uc 1 

_Jn hoa 13-14 Dung, dam
14

QUAN LY VAN BAN- Ticu de cua muc 14
Ticu muc 1Tu “Ticu muc” va so thu tu In thuring 13-14 Dung, dam 14

13-14 Dung, dam QUAN LY VAN BAN DI> . ^
- Ticu de cua ticu muc In hoa ______ _________________________________

In thuring 13-14 Dung, dam Dieu 1. Ban sao van ban
14

- Dieu 14
In thuring 13-14 Dung 1. Cac hinh thuc ... 14- Khoan
In thuring 13-14 Dung a) Doi vai....- Diem 14

b Gom nhan. muc. khoan. diem
- Tu “Phan” va so thu tir Phan 1In thuring 13-14 Dung, dam 14

TINH HINH THU C HIEN NHIEM VU ...- Ticu dc cua phan In hoa 13-14 Dung, dam 14
13-14 Dung, dam L NHCNG KET QUA...- So thu tu va ticu de cua muc In hoa 14

- Khoan:___________ _
Truring hop co ticu dc In thuring 13-14 Dung, dam 1. Pham vi va doi tuong ap dung
Truring hop khong co ticu de In thuring 13-14 Dung 1. Quyet dinh nay co hieu luc thi hanh ke tu ngay...

14
14

- Diem a) Doi vrii.... 14In thuring 13-14 Dung
Chuc vu, ho ten cua ngurii co

X TM. HOI DONG TRU ONG KX-jIIEU TRUONG 141 n hoa 1XXL Ddug, dam- Quyen han cua ngurii ky
PH6 HIEU TRUONG 14In hoa 13-14 Dung, dam CHU I ICH 

Phiing Xu an Dung
- Chuc vu cua ngurii ky

14Huong Xuan Nguyen- Ho ten cua ngurii ky In thuring 13-14 Dung, dam

VV



8 Noi nhan
a Tu “Kinh gui” va ten calnthuoiig 13-14 Dung 14

- Gui mot noi Kinh gui: B6 Giao due va Dao tao___________
Kinh gui:

- Vu Ke hoach tai chinh - Bo Giao due va Dao tao;

- Bo Ke hoach va Dau tu;

14

- Gui nhieu noi 14

^ Tu “Xoi nhan” va ten ca quan, 

to chuc, ca nhan nhan van ban

Nghieng, Noi nhan: (doi voi cbng van)u “Noi nhan”■r In thuoug 12 No i nhan: 12
o

- Ten ca quan, to chuc, ca - Cac dan vi; - Nhu tren;In thuang 11 Dung 11
nhan nhan van ban - Luu: VT, TCCB. - Luu: VT, NVDP.

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

In thuang 14 Dung, dam Phu luc I 14
cua phu luc

- Tieu de ciia phu luc 13-14 Dung, dam BANG CHU’ VIET TATIn hoa 14

THUONG
KHAN

HOA
TOC

10 Dau chi muc do khan KHANIn hoa 13-14 Dung, dam 13

TO I MATMAT TUYET MATDau chi muc do mat In hoa 13-14 Dung, dam 13

—■— <"*Si- u



ICy hieu nguai scan thao van 

ban va so lu'gng ban phat hanh
11 In thu'dng 11 Dung PL.(300) II

Dia chi ca quan, to chtrc; thir S6:

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

tir; so dien thoai; so Fax

Dung DT: Fax: 11

E-Mail: Website:

13 Chi dan ve pham vi luu hanh In hoa LU U HANH NO I BQ13-14 Dung, dam XEM XONG TRA LAI 13

14 So trang In thuxmg 13-14 Dung 2, 7. 13 14

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



MAU 02 - SO DANG KY VAN BAN BI

BO GIAO DUG VA DAO TAO
TRUONG DAI HOC SU PHAM THE DUG THE THAO HA NOI

SO DANG KY VAN BAN DI
Nam:

den ngay 

...den so

Tiv ngay 

Tit' so.......

Quyen so: ....



Noi dung dang ky van ban di Toi thieu gom 10 noi dung:

Ngay
vao S6, ky hieu 

van ban

SoDon vi, 

nhan ban luong 

In’ll ban

Ngay Thoi gian chuyenTen loai va trich yeu 

noi dung van ban

Nguoi Noi nhan 

van ban
thang van 

ban
Ky nhan

kyso
Chuyen lay Chuyen gmail

(8) (9) (10) (11)(3) (4) (5) (6) (V)(1) (2)

KIEL I RLONC;^—Noi nhan:
- Cac dan vi;
- BGH(b/c); ^
- Website (dc dang tai);
- Liru; VT.

^o/TRl/dNG\o 
■'<(DAI HOC SliPHAM\i
— I ' ^ A? (

A Np o9

en Duy Quyet


