BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HQC SU PHAM Doc 1dp — Tw do — Hanh phic
THE DUC THE THAO HA NOI

S6: 97 /QyT-DHSPTDTTIIN I1a Néi, ngay 28 thang 02 nim 2022

QUY TRINH
Quan ly van ban Di

1. Muc dich
Thong nhat viée quan 1y van ban di dam bao kip thoi, chinh xac, an toan,
thuan lgt va dang quy dinh.
2. Pham vi doi tuong
Ap dung vao viée quan 1y van ban di cua Truong DH SP TDTT HN.
3. Taili¢u vién din
- Nghi dinh 110/2004/ND-CP ngay 08/04/2004 ctia Chinh phu vé ¢ong tac van thu;
- Nghi dinh 09/2010/ND-CP ngay 08/02/2010 ctia Chinh phu vé sta doi, bo sung
mot s6 dicu cua ND s6 110/2004/ND-CP ngay 08/04/2004 cuia Chinh phu vé cong

tac Van thu;

- Nghi dinh 30/2020/ND-CP v¢é cong tac van thu va thay thé Nghi dinh s6
110/2004/ND-CP, ngay 08/4/2004 cua Chinh phu vé cong tac van thu;

- Quy¢t dinh 274/QD-DHSPTDTTHN ngay 26 thang 05 nam 2021 vé viée Ban
hanh Quy ché Van thu  Luu trir cua Truong Dai hoc Su pham Thé duc Thé thao
Ha Noi;

4. Trach nhi¢m:

- Xac dinh trach nhiém cua mdi don vi, ca nhan cua Truong trong vice soan
thao, xtr Iy, chuyén g1ao van ban di trong pham vi Truong.

- Vicn chie soan thdo van ban phong, khoa, trung tam va don vi truc thuoc

chiu trach nhi¢m v¢ thé thire va ndi1 dung van ban don vi.



- Truong phong Hanh chinh 'l‘fmg hop va chuyén vién van thu chiu trach
nhiém ki¢m tra thé thae, hinh thic va k¥ thuat trinh bay; ghi s va ngay, thang, nam
cu thé nhu sau:

A-THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH

I. QUY DINH CHUNG

I. Kho gidy: Kho A4 (210 mm x 297 mm).

2. KiGu trinh bay: Theo chi¢u dai cua kho A4. Truong hop nodi dung van ban
¢6 cdc bang, bicu nhung khong duoce lam thanh cac phu luc riéng thi van ban ¢o thé
duoc trinh bay theo chiéu rong.

3. Dinh I¢ trang: Cach mép trén va mép dudi 20 - 25 mm, cach mép trdi 30 -
35 mm, cach mep phat 15-20 mm.

4. Phong chit: Phong chir tiéng Viét Times New Roman, bo ma ky tu Unicode
thco Tiéu chuan Viét Nam TCVN 6909:2001, mau den.

5. Co chit va kicu chir: Theo quy dinh cu thé cho timg yéu t6 thé thire.

6. Vi tri trinh bay cac thanh phan thé thie: Theo quy dinh cu thé cho ting yéu
to thé thire.

7. S6 trang van ban: Duoc danh tir s6 1, bang chir s6 A Rap, c¢& chix 13 dén
14, kicu chir dimg, duoc dat canh gitra theo chicu ngang trong phan 1¢ trén ctia van
ban, khong hicn thi s6 trang thir nhat.

I1. CAC THANH PHAN THE THU'C CHINH

I. Qudc hiéu va Tiéu ngir

a) Qude hicu “CONG HOA XA HOI CHU NGHIA VIET NAM™: Duoc trinh
bay bang chir in hoa, ¢ chir tir 12 dén 13, kiGu chir ding, dam va ¢ phia trén cing,
bén phai trang dau tién cua van ban.

b) Tiéu ngir “Doc lap - Tu do - Hanh phtc”: Duoc trinh bay bang chir in
thuong, ¢& chir tr 13 dén 14, kiGu chir dimg, dam va duogc canh gitra dudi Quoc
hiGu; chir cai dau cua cac cum tir duoc viét hoa, gitra cac cum tur ¢ gach ndi (-), co
cach chir; phia dudi co duong ké ngang, nét lién, co do dai bang do dai cua dong
cha.

¢) Qude hicu va Tiéu ngir duoc trinh bay hai dong chir Qudc hidu va Ticu nglr
duoc trinh bay cach nhau dong don.

2. 'I'¢n co quan, t6 chre ban hanh vin ban

a) Tén co quan, 10 chic ban hanh van ban la tén chinh thue, day du cua

Truong DHSP TDTT HN ¢6 tham quyén ban hanh van ban. T¢n co quan, to chuc
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- Truéng phong Hanh chinh Tong hop va chuyén vién van thu chiu trach
nhiém kiém tra thé thire, hinh thire va k¥ thudt trinh bay; ghi s6 va ngay, thang, nam
cu thé nhu sau:

A-THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH

[. QUY DINH CHUNG

l. Kho gidy: Kho A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chi¢u dai cua khd A4. Truong hop noi dung van ban
c6 cac bang, bicu nhung khong duoc lam thanh cac phu luc riéng thi van ban ¢ thé
duoc trinh bay thco chicu rong.

3. Dinh I¢ trang: Cach mép trén va mép dudi 20 - 25 mm, cach mép trai 30 -
35 mm, cach m¢p phai 15-20 mm.

4. Phong chu: Phong chur 1iéng Viét Times New Roman, bd ma ky tu Unicode
theo Ticu chuan Viét Nam TCVN 6909:2001, mau den.

5. Cd chir va kiGu chii: Theo quy dinh cu thé cho tung yéu t6 thé thie.

6. Vi tri trinh bay céc thanh phan thé thire: Theo quy dinh cu thé cho timg yéu
t6 thé thie.

7. S6 trang van ban: Duoc danh tir s6 1, bang chir s6 A Réap, ¢& chir 13 dén
14, kicu chir dimg, duoc dat canh gitra theo chiéu ngang trong phan 1¢ trén cua van
ban, khong hién thi s6 trang thir nht.

1. CAC THANH PHAN THE THUC CHINH

I. Qudc hiéu va Tiéu ngi

a) Quoc hicu “CONG HOA XA HOI CHU NGHIA VIET NAM”: Duoc trinh
bay b?mg chit in hoa, ¢& chit tir 12 dén 13, kicu chir dung, dam va o phia trén cung,
bén phai trang dau tién ctia van ban.

b) Ticu ngtr “Doc lap - Tu do - Hanh phuc”: Duogc trinh bay bémg cht in
thuong, ¢& chir tr 13 dén 14, kicéu chir dung, dam va duoc canh gitta dudi Quoc
hi¢u: chir cai dau cua cac cum tr duoc viét hoa, gitra cac cum tir co gach ndi (-), ¢o
cach chir; phia dudi co duong ké ngang, nét lién, ¢6 do dai bang do dai cua dong
cht.

¢) Qudce hicu va Ticéu nglr duoc trinh bay hai dong chir Qudc hi¢u va Tiéu nglr
dugc trinh bay cach nhau dong don.

2. Tén co quan, to chic ban hanh vin ban

a) Tén co quan, to chirc ban hanh van ban la tén chinh thuce, day du cua

Truong DHSP TDTT HN ¢6 tham quyén ban hanh van ban. Tén co quan, 16 chuc
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ban hanh vin ban bao gom tén cua Truong Dai hoc Su pham Thé duc Thé thao Ha
NoOi va tén cua BO GIAO DUC VA DAO TAO chu quan truc tiép.

b) Dong chi: Truong DHSP TDTT HN duoe trinh bay bang chit in hoa, ¢&
chir tr 12 dén 13, kicu chir ding, dam, duoc dat canh gita duoi BO GIAO DUC
VA DAO TAO la don vi cht quan truc tiép; phia dudi co duong ké ngang, nét licn,
co do dai bang tir 1/3 dén 1/2 do dai cua dong chir va dat can ddi so vai dong chi.

Tén co quan, 1o chie chu quan truc tiép duoce trinh bay bing chir in hoa, ¢d
chit tir 12 dén 13, kicu chir dimg, duoc trinh bay cach nhau dong don. Truong hop
{¢n co quan, t6 chire ban hanh vin ban, tén co quan, 0 chtrc chu quan truc tiép dai
¢6 thé trinh bay thanh nhi¢u dong.

VD:

BO (‘}l/\() DUC VA DAO TAO
TRUONG DAI HOC SU l"ll/.\M
THE DUC THE THAO HA NOI

3. 86, ky hi¢u cua van ban

a) SO ctia van ban 1a s6 tha tu van ban do Truong DHSP TDTT HN ban hanh
trong mot nim duoc ding ky tai Van thu co quan theo quy dinh, s6 cua van ban
duoc ghi bang chit s6 A Rép.

- Tat ca van ban di cua Truong Dai hoc Su pham Thé duc Thé thao Ha Noi
duoc ghi 50, ky hiéu theo hé thong s chung tai van thu cua Truong.

VD:
Nghi quyét cua truong duoc ghi nhu sau: S6: .../NQ-DIISPTDTTIIN

Quyél dinh cua Truong do P.TCCB&TT soan thao duoc ghi nhu sau: So: .../QD-
DHSPTDTTIHN

Cong van cua Truong do P.QLDT&CTSV soan thao dugc ghi nhu sau: So
LAQLDT&CTSV-DHSPTDTTHN.

Truong hop van ban cua Hoi df)ﬂg Truong duoc su dung con dau, chi ky
Truong DHSP TDTT HN d¢ ban hanh vin ban thi phai lay hé thong so riéng.

b) Ky hi¢u cua van ban

Ky hi¢u ctia van ban bao gom chir viét tat tén loai van ban va chir viét tit (én
Truong DHSP TDTT HN ¢6 tham quyén ban hanh van ban. Ddi véi cong van, ky
hiéu bao gdm chir viét tit cua Truong DHSP TDTT HN va don vi ban hanh cong

van.(chu vict tat tén don vi soan thao hoac linh vuc duogc giai quyct).



bang chir in thuong, ¢d chir tr 12 dén 13, kiéu chir ding; dat canh gita dudi sd va
ky hi¢u vin ban, cach dong 6pt vai s6 va ky hi¢u van ban.

6. NO1 dung van ban

a) Can cu ban hanh van ban

Can ¢t ban hanh van ban bao gdm vin ban quy dinh tham quyén, chic ning,
nhi¢m vu cua Truong DHSP TDTT HN ban hanh van ban va cdc van ban quy dinh
ndi dung, co s dé ban hanh van ban. Can ¢t ban hanh van ban duoc ghi day du tén
loai van ban, so, ky hi¢u, co quan ban hanh, ngay thang nam ban hanh van ban va
trich yéu noi dung van ban (riéng Ludt, Phdp lénh khéng ghi s6, ky hiéu, co quan
ban hanh).

Can ctr ban hanh van ban duoc trinh bay bang chir in thuong, kicu chi
nghiéng, ¢ chi tir 13 dén 14, trinh bay dudi phan (én loai va trich yéu noi dung vin
ban; sau moi can ¢t phai xudng dong, cudi dong co déu cham phay (;). dong cudi
cung két thiie bang dau cham ().

b) Khi vién dan ldn ddu van ban c6 lién quan, phai ghi day du tén loai, s0, ky
hiéu ctia van ban, thoi gian ban hanh vin ban, tén co quan, o chic ban hanh van
ban va trich yéu ndi dung van ban (d(fi voi Ludt va Phap [énh chi ghi tén loai va tén
cua Ludat, Phap lénh); trong cac lan vién dan tiép thco, chi ghi tén loai va $0, ky hicu
cua van ban do.

¢) B cuc cua noi dung van ban: Tuy thco tén loai va ndi dung, van ban co
thé ¢o phan can cu phap Iy dé ban hanh, phan mo dau va c¢6 thé duoce bo cuc theo
phﬁn, chuong, muc, ticu muc, dicu, khoan, diém hoac duoc phan chia thanh cac
phén, muc tir 16n dén nho theco mot trinh tu nhat dinh.

d) D61 vai cac hinh thie van ban duoc bd cuc theo phén, chuong, muc, ticu
muc, dicu thi ph'?m, chuong, muc, ticu muc, dicu phai ¢ ticu dé. Ticu dé 1a cum tu
chi nd1 dung chinh cua phﬁn, chuong, muc, ticu muc, dicu.

d) Cach trinh bay phan, chuong, muc, ticu muc, dicu, khoan, diém

Tu “Phan”, “Chuong” va so tha tu cua phan, chuong duoc trinh bay trén mot
dong riéng, canh gilta, bang chir in thuong, ¢d chir tir 13 dén 14, kicu chir dung,
dam. S6 thir ty cua phan, chuong dung chit s6 La Ma. Tiéu dé cua phan, chuong
duogc trinh bay ngay dudi. canh gitra, bang chir in hoa, ¢& chi tir 13 dén 14, kicu
chtr dimg, dam.

Tu “Muc”, “Ticu muc” va s6 tha tu cua muc, ticu muc duoc trinh bay trén

mot dong riéng, canh gitra, bang chtr in thuong, ¢d chir tu 13 dén 14, kicu chtr dung,
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dam. S6 tha tu cua muc, ticu muc dung chtr sd A Rap. Ticu dé cua muc, ticu muc
duoc trinh bay ngay dudi, canh gilra, bang chi in hoa, ¢& chir tur 13 dén 14, kicu
chur dung, dam.

Tu “Diéu”, s6 thir tu va ticu dé cua dicu duoc trinh bay bang chit in thuong,
lai dau dong 1 cm hoac 1,27 cm. S6 tha tu cua dicu dung chur s6 A Rap. sau sO thi
tu co dau cham (.); ¢o chit bang ¢d chit cua phan 1o van, kicu chir dung, dam.

S6 thir tu cac khoan trong mdi muc dung chir s6 A Rap, sau s6 thu tu ¢o dau
cham (), ¢& chir s6 bang ¢ chir cua phan 101 van, kiéu chir dung. Néu khoan ¢6 ticu
dé, s6 thtr tu va tiéu dé cua khoan duoc trinh bay trén mot dong riéng, bang chir in
thuong, ¢d chir bang ¢d chit cuia phan 1oi van, kicu chtr dimg, dam.

Tha tu cac diém trong mdi khoan dung céc chir cdi tiéng Viét theo thir tu bang
chit cai tiéng Viét, sau c¢o dau dong ngodc don, bang chir in thuong, ¢d chir bang ¢
chir cua phan 101 vin, kicu chir dimg.

¢) Noi dung van ban duoc trinh bay bang chir in thuong, dugc canh déu ca
hai I8, kicu chir dimg; ¢& chir tr 13 dén 14; khi xudng dong, chir dau dong i vao |
cm hodc 1,27 em; khoang céach gitta cac doan van tdi thicu la 6pt; khoang cach gitra
cac dong (i thicu la dong don, tdi da la 1.5 lincs.

7. Chuce vu, ho t&n va cht ky cua nguoi co tham quyén

a) Chu ky cua nguoi co tham quyén la chir ky cua nguoi co tham quyén trén
van ban gidy hodc chir ky s6 cua ngudi ¢ tham quyén trén van ban dién tu.

b) Viée ghi quyén han cua ngudi ky duoc thuc hién nhu sau:

Truong hop ky thay mat tap thé thi phai ghi chir vict tat “TM.” vao trude tén
tap thé lanh dao hoac tén co quan, to chure.

ER)

Truong hop dugc giao quyén cap truong thi phai ghi chir viét tat “Q.” vao
truge chire vu ctia nguoi dung dau co quan, 16 chire.

Truong hop ky thay nguoi dimg dau co quan, t6 chire thi phai ghi chir vict tat
“KT.” vao trude chie vu cua nguoi dimg dau. Truong hop cap pho duoce giao phy
trach hodc di¢u hanh thi thuc hién ky nhu cap pho ky thay cap truong.

Truong hop ky thura 1énh thi phai ghi chir viét tat “TL.” vao trude chic vu
ctia nguoi dimg dau la Hicu truong,

Truong hop ky thira uy quyén thi phai ghi chir viét tat “TUQ.” vao trudc chic
vu cua nguoi dung dau 1a Hicu truong.

¢) Chuc vu, chire danh va ho tén cua nguon ky

Chure vu ghi trén van ban la chae vu lanh dao chinh thuce cua nguoi ky van



ban cua Truong DHSP TDTT HN : khong ght nhting chie vu ma Nha nude khong
quy dinh.

Chtric danh ghi trén van ban do cac 16 chire tu van ban hanh 1a chire danh lanh
dao cua nguoi ky van ban trong 6 chire tu vén.

D61 voi nhig (6 chie tu van duge phép st dung con déu caa Truong DHSP
TDTT HN thi ghi chie danh ctia ngudi ky van ban trong 1o chie tu van va chie vu
trong Truong DHSP TDTT HN. D4i véi nhing 16 chie tu van khong duoc phép su
dung con dau ctia Truong DHSP TDTT HN thi chi ghi chire danh ctua nguoi ky van
ban trong 16 chire tu van.

Ho va tén ngudi ky van ban bao gom ho, tén dém (néu ¢o) va tén cuia nguoi
ky van ban. Trudce ho tén cua ngudi ky, khong ghi hoc ham, hoc vi va cac danh hicu
danh du khac. Vi¢e ghi thém quan ham, hoc ham, hoc vi trude ho tén nguon ky doi
vOi van ban cua cac don vi vii trang nhan dan, cac 1o chire su nghiép gido duc, y té,
khoa hoc do nguot Hic¢u truong quy dinh.

d) Hinh anh, vi tri cht ky sO (néu ¢o) cua nguoi co tham quyén la hinh anh
cht ky cua nguot co tham quyén trén vin ban giéy, mau xanh, dinh dang Portablc
Network Graphics (.png) nén trong sudt; dat canh gita chire vu cta nguoi ky va ho
tén nguoi ky.

d) Quyén han, chace vu ctua nguoi ky duoce trinh bay : phia trén ho tén cua
ngudi ky van ban; cac chir viét tat quyén han nhu: “TM.”, “Q.”, “KT.”, “TL.”,
“TUQ.” va quyén han chire vu ctiia nguoi ky duoc trinh bay bang chit in hoa, ¢& chir
tir 13 dén 14, kicu chir dimg, dam.

Ho va tén cua nguoi ky vian ban duoc trinh bay bang chir in thuong, ¢& chir
tir 13 dén 14, kiéu chir dimg, dam, duoc dat canh gitta quyén han, chic vu ciia nguoi

ky.
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5. Noi dung quy trinh
5.1 Quy trinh Quéan ly cong van Di

| I

Trach nhi¢m Trinh tu cong vice Thoi gian xur ly
van ban
Vin thu
phong HCTH

Tiép nhan van ban
to Truong pho &
CV cac don vi

L.anh dao phong , L DG voi VB gap: 15p
| HCTH Ki¢m tra no1 dung, th¢ thue, ky Doi vor VB thuong: 30p
| thudt trinh bay, phéap 1y van ban Mau 01
| | ;
Van thu I'rinh ky van ban
e 4 :
[Hicu truong, Van thu
Hi¢u pho, CT HD Xem x¢t, ky duyét van ban phong HCTH trinh ky
truong BGH.

- Truong hop can lam 1o
ndi dung cong vice licn
quan, BGH mot don vi
trinh van ban I¢n giai

trinh.

Van thu
' phong HCTI Tiép nhan van ban da duoc ky duyét
| , : ;
' Van thu Vao 50 dang ky van ban Di Mau 02
i phong HCTH Ghi s0, ngay, thang, ndm cua van ban
g Dong dau van ban Di

|

‘ Van thu v
{ phong HCTH Tra lai van ban cho don vi soan thao

Don vi soan thao i

Don vi soan thao Don vi soan thao phat hanh VB di

Vin thu l,

phong HCTH | \

Don vi soan thao | Luu vin ban di bang ban >

giay va file may tinh.
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5.2. M6 ta chi tiét:

Bude 1. Van thu phong HCTH tiép nhan Van ban di tir Trudng pho cic don
vi & chuy¢n vién phu trach mang ¢ong vicc.

Bude 2. Kiém tra ndi dung, thé thire, ky thuit trinh bay, phap Iy van ban.

- Lanh dao phong HCTH ra soat thé thire va k¥ thuét trinh bay van ban, tham
quyén theo quy dinh. Lanh dao phong HCTH ky nhay vao cudi “Noi nhan”.

- Néu van ban chua dam bao vé nodi dung, thé thice va k¥ thuat trinh bay vin
ban, thaim quyén theo quy dinh. Bo phan Vian thu phong HCTH tra vé clmyén vicn
phu trach.

D61 vai VB gap: 20 phit
DOi voi VB thuong: 40 phit.

- Thoi gian giai quyét: trong ngay.

Bude 3. Van thu phong HCTH tiép nhan Vian ban di tr Lanh dao phong
HCTH d¢ trinh ky van ban di.

Bude 4. Hicu truong, Hi¢u pho, CT HD truong xem x¢t, ky duy¢t van ban di.

- Van thu phong HCTH tiép nhén lai van ban da duoc ky duyét tr BGH.

- Truong hop can lam ro noi dung cong vi¢e lien quan, BGH moi don vi trinh
van ban I¢n giar trinh.

Thot gian giai quyét: khong qué 2 ngay.

Bude 5. Vao so dang ky van ban Di, Ghi s6, ngay, thang, nim cta vin ban,

Dong dau van ban Di

Thot gian giai quyét: trong ngay.

Bude 6. Tra lai van ban cho don vi soan thao

- Van thu phong HCTH phan loai va ban giao van ban Ve ding don vi trinh.

Bude 7. Don vi soan thao phat hanh VB di

Bude 8. Luu van ban di bang ban gidy va file may tinh.

- Van thu phong HCTH phan loai van ban di va Luu vin ban gidy va trén may

tinh theo thang.



6. Huwong dan cac bude C‘flp s0, thoi gian ban hanh van ban

- BGH chuy¢én van bain vé van thu phong HCTH, don vi soan thao nhan vin
ban. Thoi gian giai quyét: 1 neay cham nhat la ngay lam vide tiép theo.

- S6 va thoi gian ban hanh van ban duoc lay theo tha ty va trinh tu thoi gian
ban hanh van ban cua truong trong nam (bat dau lién tiép tir s6 01 vao ngay 01 thang
01 va k&t thie vao ngay 31 thang 12 hang nam), s6 va ky hi¢u van ban la duy nhat
trong mot nam, thong nhat gitra van ban gidy va van ban dién t (néu co).

a) Viée cap s van ban chuyén nganh (VD: T trinh, K¢ hoach, Cong van...
do nguoi dimg dau quan ly nganh, linh vuc quy dinh dugc cip hé thong so riéng.
(néu s6 luong timg van ban vuot qua 500 sd)

b) Vicc c?lp s van ban hanh chinh do Hi¢u truong quy dinh.

- Ngay, thang, nam ban hanh van ban phai duoc viét day du; cac so chi ngay,
thang, nam dung chir s6 A-rap; déi vai nhimg s6 chi ngay nho hon 10 va thang 1,2
phai ghi thém s6 0 ¢ trude.

- Don vi soan thao 1én nhan van ban tai van thu phong HCTH va nhan ban
ding thco thanh phan “Noi nhan” ding thoi gian quy dinh trir truong hop phat sinh
thém van ban.

- Vi¢c nhan ban van ban mat di dugc thuc hién thco quy dinh tai Khoan 1,
DiGu 8 Nghi dinh $6 33/2002/ND-CP.

- DHI voi van ban gidy, viée cap so, thoi gian ban hanh duoc thuc hién sau
khi ¢6 chtr ky cua BGH, Truong  phd don vi, cham nhat la trong ngay lam viéc
tiép theo. Van ban mat duoc cap hé thong s6 riéng duoc cap hé thong so riéng. (néu
sO luong timg van ban vuot qua 500 50).

7. Dang ky van ban di

6.1. Viée 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 duoc dang ky bang so truyén thong hodc bang van ban dién tu

a) Dang ky van ban bang s6

Vin thu co quan dang ky van ban vao so dang ky van ban di.

Mau 0 dang ky van ban di thco quy dinh tar thco Quyé'l dinh s6: 274/0D-
DIHSPTDTTIIN. ngay 26 thang 05 nam 2021 cua Truong Dai hoc Su pham Thé duc
Thé thao 1la Noi.
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8. Viin ban mat duoc dang ky theo quy dinh cua phap luat vé bao vé bi mat
nha nude (néu s6 lugng van ban hang nam nhi&u).

9. Nhén bin, déng diu, ky s6 va diu chi d§ mat, mic dy khan

9.1. Nhan ban, dong déu va dau chi dé mat, mirc do khan déi vai vin ban gidy

- Van ban di duoc nhan ban thco diang $O luong duoc XAc dinh o ph?m noi
nhan cua van ban.

- Vice dong diu va dau chi do mat, mace do khan, duoc thue hién theo quy
dinh cu thé nhu sau:

a) Ddu dong phai rd rang, ngay ngan, dang chic¢u va ding diang muc dau mau
do theo quy dinh, dau dong phai tram 1én khoang 1/3 chit ky vé phia bén trai.

b) Cac van ban ban hanh kém theo van ban chinh hoac phu luc: dong 1én trang
dau, trum mdt phan én truong hodc ticu d¢ phu luc.

¢) Vicée dong déu treo, ddu giap lai, dong du néi trén vin ban gidy do nguoi
dimg dau co quan, t6 chire quy dinh.

d) Dau gidp lai duge dong vao khoang gitta mép phai ctia van ban hodc phu
luc van ban, tram 1én mot phan cac to gidy; modi dau dong t6i da 05 to vin ban.

9.2. Doéng dau do khan, mat

- Vicc dong dau chi cac muc do khan (“Hoa t6¢”, “Hoa tde hen 210”7, “"Thuong
khan” va “Khan”) trén van ban duoc thuc hién thco quy dinh va chi thuc hién khi
cO chi dao cua Ban Giam hicu.

- Vice dong déu chi cac mie do mat (“Tuyét mat”, “Toi mar” va “Mat”), dau
“Tai licu thu hoi” (rén van ban duoe thue hién theo quy dinh va khi c6 chi dao cua
Ban Giam hicu.

10. Phat hanh va theo doi viée chuyén phat van ban di

10.1. Van ban di phai hoan thanh thu tuc tai Van thu va phat hanh trong ngay
van ban do duoc ky, cham nhat 1a trong ngay lam viée tiép theo. Vian ban khan phai
dugc phat hanh va gut ngay sau khi ky van ban.

10.2. Vi¢ce phat hanh van ban mat di phai bao dam bi mat no1 dung cua van
ban thco quy dinh cua phap luat vé bao vé bi mat nha nudc, ding $O luong, thot gian

va not nhan.
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10.3. Van ban da phat hanh nhung ¢6 sai 6t v¢ nodi dung phai duoc stra doi,
thay thé bang van ban ¢6 hinh thirc twong duong. Van ban da phat hanh nhung c6
sai sot v& thé thie, ky thuat trinh bay, thu tuc ban hanh phai dugc dinh chinh béng
cong van.

10.4. Thu hdi van ban

a) Doi véi van ban gidy, truong hop nhan duoc van ban thong bao thu hoi,
bén nhan ¢6 trach nhi¢m gui lai van ban da nhan.

b) Dbi vai bi van ban gui di nhung vi ly do ndo do ma buu dién tra lai thi phai
chuyén cho don vi hoac ¢4 nhan soan thao van ban do; d6ng thot, ghi cht vao “S0
eui van ban gui ra buu di¢n” dé kiém tra, xac minh khi can thiét.

¢)Truong hop phat hién van ban bi that lac, khong co nguoi nhan phai bao
cao ngay Truong phong HCTH dé xu 1y.

11. Luu van ban di

a. Mdi van ban di phai duoc luu hai ban: ban gdc luu tai Van thu Truong va
01 ban chinh luu trong ho so cong viée.

b.Ban gdoc luu tai Van thu phai duoc dong dau va sap xép theo thir tu dang
ky.

¢. Viée luu gitr, bao quan va st dung ban luu van ban di c6 dong dau chi cac
muc dd mat dugce thuc hi¢n thco quy dinh hi¢n hanh vé bao vé bi mat nha nudc.

d. Van thu c¢o6 trach nhi¢m lap s0 theo doi va phuc vu kip thot y¢u cau su dung
ban luu tai Van thu theo quy dinh cua phap luat va quy dinh cu thé cua Truong Dai
hoc Su pham Thé duc Thé thao Ha Noi .

¢. Van ban di duoc luu tri trén co s¢ dir liéu quan 1y van ban dén trén may

tinh.
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MAU 01 - MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

Thanh phan thé thic va it YRR e Vi du minh hoa
STT ) Loai chir Kiéu chir Phéone chit Ti New Botr: G Co
chi tiét trinh bay chir! S e |
1 QuécT_lliéu va Tiéu nglr ] o ! ) ¥ .
_ =Qudc hiéu In hoa -13 Dung, ddm CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Ticu ngir - In thuong 13-14 Bung, dam Doc lap - Tu do - Hanh phiic 13
- Dong ké bén dudi
» Tén co quan, t6 chirc ban
hanh van ban :
- Ten co quan, 0 chirc chu 1y poa  12-13  Pung BO GIAO DUC VA BAO TAO 12
quan truc ticp
] £ TRUONG DAI HOC SU PHAM
- Tén co quan, t6 chuc ban [ hoa  12-13 Bung, dam ) g F ble 12
hanh van ban THE DUC THE THAO HA NOI
- Dong ké bén dudi 3 B G B
S&: 15/QD-DHSP TDTT HN
R e Gl T In thuong 13 Dirng , , 13
e 2 P&ivoi CV: S 12/HCTH-DHSP TDTT HN
4 Dia danh va thoi gian banpp (hyong 13-14  Nghiéng e . ; 13
hanh van ban Ha Noi, ngay 05 thang 04 nam 2021
5 Tén loal va trich yéu noi
dung van ban o
a  Doi voi van ban co tén loai | K . - ] |
BAO CAO 14

Inhoa 13-14 Dtrng-,ndém '

- Tén loai van ban




- Trich yéu noi dung [n thuong 13-14 Dung, dam Vé cong tac phong, chéng lut bio 14
- Dong ké bén dudi e
b Di vdi cone van
Trich yéu ndi dung [n thuong 12-13 Ping  V/v nang bac luong ndam 2021 12
6 NO1 dung van ban In thuong 13-14 Pung  Trong cong tac chi dao ... 14
Gom phan, chuong, muc,
- Tu “Phan”, “Chuong” va s0 In thuong 13-14 DPung, ddm Phan 1 Chuong I 14
th{r tu cya phan. chuong AT
- Ti¢u d¢ cua phan, chuong Inhoa 13-14 Dung,dam QUY DINH CHUNG QUY DINH CHUNG 14
- Tu “Muc” vaso thtty  Inthuong 13-14 Dang, ddm Muce 1 .. B .
-Tiéudéctamuc ~ Inhoa 13-14 Ding,dam "QUAN LY VAN BAN N »}:
- T “Tiéu muc” va s6 thu ty In thuong 13-14 Pung, ddm R Ticu muc 1 14
- Tiéu dé cua tiéu muc Inhoa 13-14 Pung, ddm QUAN LY VAN BAN DI 14
- Diéu In thuong 13 - 14 Pung, ddm Dicu 1. Ban sao vin ban 14
- Khoan In thuong 13-14 bung 1. Céc hinh thuc ... 14
- Piém In thuong 13-14 Pung  a) Doi voi.... e 14
b Gom phap. muc. khoan. diém el .
- Tu “Phan” va so tht tu In thuong 13-14 Puing, dam Phan 1 14
- Tiéu dé cua phan Inhoa 13-14 Dung, ddm TINH HINH THU'C HIEN NHIEM VU ... 14
- S tha tu va ticu décuamuc Inhoa 13-14 Dung, dam 1. NHUNG KET QUA... 14
- Khoan: " 3
Truong hop co ticu dé In thuong 13-14 Dung, dam 1. Pham vi va doi twong ap dung 14
Truong hop khong c6 tiéu dé In thuong 13-14  Dung 1. Quyét dinh nay c6 hi¢u lyc thi hanh ké tir ngay... 14
- Piém - Inthuong 13-14  Dung a) Doi voi.... 14
7  Chuc vu, ho tén cua nguoi ¢co
~ -Quyénhancuangudiky  Inhoa 13-14 Ding, ddm TM.HQIPONG TRUONG  KT.HIEU TRUONG 14
- Chicvucuanguoiky  Inhoa 13-14 Dang, dam "CHU TICH PHO HIEU TRUONG 14
- Ho tén cua nguoi ky [n thuong 13 - 14 Ding,ddm  Phung Xuén Diing Huéng Xuan Nguyén 14
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Noi nhan

a Tu “Kinh gu1” va tén colnthuong 13 -14  Dung 14
- Gui mot noi Kinh gui: B§ Gido duc va Dao tao 14
Kinh guri:
- Gui nhiéu noi - Vu K¢é hoach tai chinh - Bo Gido duc va Dao tao; 14
- Bo K& hoach va Pau tu;
b TU “Noi nhan” va tén co quan,
t6 chre, ca nhan nhan van ban
- Tt “Noi nhan™ Inthuong 12 NS Npi phgn: Noi nhin: (d6i voi cong vin) 12
: Ao ) ;
- Tén co quan, t6 chuc, ca In thuémg| 11 Plmg | Cac don vi; - Nhu trén; .
nhan nhan van ban - Luu: VT, TCCB. - Luu: VT, NVDP.
9 Phu luc van ban S e ST
- Tu “Phu luc” va sO thtr tu
‘ In thuong 14  DPung, dam Phu luc I 14
cua phu luc
- Tiéu d¢ cua phu luc Inhoa 13-14 Pung, ddam BANG CHU VIET TAT 14
R N P , : HOA THUQNG
10 Dau chi mce do khan Inhoa 13- 14 Dung, dam F KHAN 13
TOC KHAN
1 Y 1. r )\ A - I A
Dau chi muc do mat Inhoa 13 -14 Dung, dam e 2 TOL Mat Lib L AR 13




Ky hiéu nguoi soan thao vin ; , 1
Yk - In thuong 11 Dung PL.(300) 11
ban va s6 lugng ban phat hanh

Dia chi co quan, t chuc; thu e S SR e s e e
12 di€n tir; trang thong tin diénIn thuong 11 -120 Ding DT:i.eeivivcvecinnneen. | R et RN 11
tir; s6 dién thoai; s6 Fax Bl ocoisimins N BONITE. . L simiiniiodons debns st
13 Chi dan vé pham vi luu hanh Inhoa 13-14 Pung, ddm XEM XONG TRA LAI LUU HANH NOI BO 13 |
14 S6 trang Inthuong 13-14  Pung %.7.13 14

' C& chit trong cling mot vin ban ting, giam phai thong nhat, vi du: Qudc hiéu ¢ chit 13, Tiéu ngit ¢d chit 14, dia danh va ngay,

- £ N e



MAU 02 - SO DPANG KY VAN BAN DI

‘ BO GIAO DUC VA PAO TAO
TRUONG PAI HQC SU' PHAM THE DUC THE THAO HA NOI

SO DPANG KY VAN BAN DI

Nam: ...............
Tungay ....... dén ngay ...................
TI B0 e e s s QEHL TG it s omiss s svees wagiaes




N6i dung diang ky vin ban di T6i thiéu gobm 10 ndi dung:

Negay . Ngay . : Don vi, S6 e ] e
vio S0, Kky hiéu Tén loai va trich yéu Nguwoi Noinhan ‘ Thoi gian chuyén
thang van nhan ban luwong Ky nhén
s6  van ban ngi dung vian ban ky van ban .
ban luu an
Chuyén tay Chuyén gmail
(1) (2) (3) (4) (5) (6) (7) (8) 9) (1) | (L)
Noi nhin: HIEU TRU'(',)'NGL"
- Cac don vi; =t =
- BGH(b/c); /
- Website (dé dang tai); \
- Luu: VT. ~
—1Q
o]



