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QUY TRINH 

Quan ly van ban Den

1. Muc dieh

Thong nhat vice quan ly van ban den dirge dam bao kip thai, ehinh xac, an 

loan va thuan Igi.

2. Pham vi dbi tupng

Ap dung vao vice quan ly van ban den cua I ruang 011 SP TO IT iIN.

3. Tai lieu \'icn dan

- Nghi dinh 1 10/2004/ND-CP ngay 08/04/2004 cua Chinh plui ve cong tac van thu;

- Nghi dinh 09/2010/NO-CP ngay 08/02/2010 cua Chinh phu ve sua doi, bo 

sung mot so dieu cua NO so 1 10/2004/NO-CP ngay 08/04/2004 cua Chinh phu ve 

cong tac Van thu;

Nghi' dinh 30/2020/NB-CP ve cong tae van thu va thay the Nghi dinh so 

1 10'2004/NO-CI’, ngay 08/4/2004 cua Chinh phu ve cong lac van thu;

- Quyct dinh 274/QO-OI ISP PI) I Pl IN ngay 26 thang 05 nam 202 1 ve vice Ban
r •:

hanh Quy ehe Van thir Luu trir cua Truong Oai hoc Su pham The due The thao 

I la Noi;

4. I rach nhiem:

- Xac dinh trach nhiem cua moi dan vi, ca nhan cua Truong trong vice nep 

nhan, xu ly, chuycn giao van ban den trong pham vi cua I ruang 011 SP TO PI I IN.

- Van ban den van thu phong I lanh chinh l ong hap co trach nhiem ticp nhan, 

phan loai van ban.

- Cac ca nhan, dan vi nhan van ban co noi dung cong vice hen quan den 

I ruang OH SP TO I I I IN co trach nhiern chuycn lai van thu phong Hanh chinh 

’! bug nap de lam thu tue dang ky van ban den.
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- Cac ca nhan, dan vi nhan van ban co noi dung cong vice lien quan den 

Truong DH SP TDTT UN co traeh nhiem ehuyen lai van thir phong Hanh ehinh 

Tong hop dc lain thu tue dang ky van ban den.

5. Djnh nghia/Vict tat

5.1. Sir dung mot so chir vict tat sau: DH SP TDTT HN : Dai hoe sir pham The 

due The thao Ha Noi; BGI1 : Ban Giam hieu

5.2. Ky hieu ten cae phong ban, ehuc danh: HCTH : Hanh ehinh - l ong hop

5.3. Cae khai niem khac:

- Van thir phong 1ICTI1 la to chue hoac bo phan thue hicn cac nhiem vu eong 

tac van thir cua ca quan, to ehire thco quy djnh cua phap luat.

- Van thu don vi la ca nhan trong don vi cua ca quan, to ehire, dirge nguoi 

dung dau don vi giao thue hicn mot so nhiem vu cua cong tac van thu nhu: ticp 

nhan, dang ky, trinh, ehuyen giao van ban, quan ly ho so', tai lieu cua don vi.

- Van ban den la tat ea cae loai van ban, bao gom van ban quy pham phap 

luat, van ban hanh ehinh va van ban ehuyen nganh (kc ca ban l;ax, van ban dirge 

ehuyen qua mang: he thong BoHiec, gmail cua trudng, van ban mat) va dan, thu gui 

den DH SP TDTT HN.

- Dang ky van ban den la vice ghi chcp hoac cap nhat nhung thong tin can 

thict vc van ban nhu: so, ky hieu; ngay, thang, nam ban hanh; ten loai va trieh yen 

noi dung; noi nhan, thdi han bao cao va nhung thong tin khac vao so dang ky van 

ban hoac ca sd du lieu quan ly van ban tren may vi tinh dc quan ly va tra tim van 

ban.
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6. Noi dung quy trinh Quan ly cdng van J)i

Trach nhiem I rinh ty cdng vice Ghi chii

Chuyen vicn 
van thu

Mlu 01Hep nhan ban 

den dong dau 

den

I
Vao so dang ky van ban den

Man 02

Chuyen vicn 
van thu Trinh BGH duyet van ban

i Vao so y kicn 
| duyet VB cua 111'

l lieu truong
Xu ly van ban den

5
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Man 02
-Gui bang gmail 
(Thai gian gui 
dirge ghi trong so 
dang ky VB den) 
- Gui bang lay: 
Ngudi nhan ky 
true ticp trong so. 

Man 03

Chuyen vicn 
van thu Chuyen giao van ban den gmail cua don vi, 

ca nhan duge giao thuc hicn.

- Cae phong 
chuyen mdn va 
Ca nhan lien quan
- Chuyen vicn 
van thu 
-Cae phong 
chuyen mdn thuc 
hien
- Chuyen vicn 
Van thu

Thco ddi, don doe vice giai quyet thdi han 
nop bao cao cua cae don vi, ca nhan.

: -VB giay: Thco 
so dang ky VB 
den
-May tinh: Luu 
tren file may tinh.

Luu ho so, tai lieu Van ban 

ban giay va Iren may tinh.
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T.Trinh tu quan ly van ban den

Tat ca van ban den Truong Dai hoc Sir pham The due The thao 1 la Noi phai 

dirge quan ly thco trinh Ur sau:

1. Fiep nhan van ban den.

2. Dang ky van ban den.

3. Trinh, ehuyen giao van ban den.

4. Vao so thco doi va giai quyet van ban den.

8. Tiep nhan van ban den

8.1. Doi voi van ban giay

- Khi tiep nhan van ban den Ur mqi nguon, trong gib hoac ngoai gio lam vice. 

Van thu hoac nguoi dirge giao nhiem vu tiep nhan van ban den phai kiem tra so 

lugng, tinh trang bi, dau niem phong (ncu eo), kiem tra, doi chicu vbi noi giri truoe 

khi nhan va ky nhan.Truong hop phat hicn eo sai sot hoac dau hieu bat thubng, Van 

thu eo quan bao ngay ngubi eo traeh nhiem giai quyet va thong bao eho noi giri van 

ban.
r _ . f . , A A A'r’^ t

- Doi vbi ban fax, phai chirp lai truoe khi dong dau Den; doi vbi van ban dirge 

ehuyen phat qua mang, trong trubng hgp can thict, eb the in ra va lam thu tuc dong 

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

lam thu tuc dang ky (so den, ngay den la so va ngay da dang ky b ban fax, ban 

ehuyen phat qua mang).

- Tat ca van ban giay den (bao gbm ea van ban eb dau ehi do mat) giri trubng 

phai dirge dang ky tai Van thu va dirge hoc bi, dong dau “DEN”. Doi vbi van ban 

giri dich danh ca nhan hoac to chuc doan the trong eo quan, to chirc thi Van thu eo 

quan ehuyen eho noi nhan (khbng bbc bi). Nhirng bi van ban giri dich danh ca nhan, 

ncu la van ban lien quan den cbng vice chung cua trubng thi ca nhan nhan van ban 

eb traeh nhiem ehuyen lai eho Van thu dc dang ky.

- Van ban khan den ngoai gib lam vice, ngay 1c, ngay nghi, thi ehuyen vicn 

tiep nhan eb traeh nhiem ky nhan va bao cao ngay vbi Lanh dao nha trubng, trubng 

phbng HCTH dc xu ly.
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- Van ban den dirge lim trir Iren ea sa dir lieu quan ly van ban den Iren may

tinh.

c) Man dau “DHN” dirge thirc hicn thco quy dinh: dirge khae san, hinh ehir 

nhat, kich thirac 35mm x 50mm

50 mm

TEN CO QUAN, TO CHUC

So:p
DEN

Ngay:kT)
m

Chuyen: ...........

So va ky hieu IIS:

' • /\ A. r2. Doi vdi van ban dicn ti’r (ncu co)

a) Van thir ea quan phai kiem tra tinh xae thire va loan ven eua van ban dicn 

tir va thire hicn ticp nhan tren 11c thong.

b) Trirang hop van ban dicn Ur khong dap irng eae quy dinh tai diem a khoan 

nay hoae giri sai nai nhan tin van thir nhan van ban phai tra lai cho ea quan, to chirc 

giri van ban tren 11c thong. 'Trirang hop phat hicn eo sai sot hoae dau hieu bat thudng 

thi Van thir ea quan bao ngay ngirai co trach nhiem giai quyet va thong bao eho nai 

giri van ban.

e) Van thir nhan van ban co trach nhiem thang bao ngay trong ngay eho don 

vi giri vc vice da nhan van ban bang chirc nang ciia 11c thong.

9, Dang ky van ban den

9.1. Vice dang ky van ban den phai bao dam day du, rd rang, ehinh xae eae 

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

eua dir lieu quan ly van ban den.

Nlurng van ban den khong dirge dang ky tai Van thir thi don vi, ea nhan khong 

eo trach nhiem giai quyet, trir nhirng loai van ban den dirge dang ky rieng thco quy 

dinh eua phap luat.

9.2. So den eua van ban dirge lay lien ticp thco thir tir va trinh tir thoi gian 

ticp nhan van ban trong nam, thong nhat giira van ban giay va van ban dicn tir.

5



9.3. Dang ky van ban den

Van ban dirge dang ky bang so hoac bang 11c thong.

a) Dang ky van ban den bang so

Van thir eo quan dang ky van ban vao so dang ky van ban den. Man 02
b) Dang ky van ban den bang He thong
Van tlur eo1 quan ticp nhan van ban va dang ky vao He thong. Truong hop can 

thicl, Van thu ea quan thuc hicn so boa van ban den. Van ban den dirge dang ky vao
r * r \ '■w 't

He thong phai dirge in ra giay day du cae trudng thong tin thco man So dang ky van 

ban den, ky nhan va dong so dc quan ly.
10. Van ban mat dirge dang ky thco quy dinh eua phap luat vc bao vc bi mat

nha nude.

11. Trinh, chuyen giao van ban den

a. Van ban phai dirge Van thir eo1 quan trinh trong ngay, chain nhat la trong 

ngay lam vice ticp thco den ngudi eo tham quyen chi dao giai quyet va chuyen giao 

eho don vi hoae ea nhan dirge giao xir ly.

Truong hop da xac dinh ro don vi hoae ea nhan dirge giao xu ly. Van thu 

chuyen van ban den don vi, ea nhan xu ly thco quy chc eong tac van thu . Van ban 

den eo dau eln cac muc do khan phai dupe trinh va chuyen giao ngay sau khi nhan 

dirge. Vice chuyen giao van ban phai bao dam ehinh xac va giu bi mat npi dung van 

ban.

b. Can eu npi dung eua van ban den; quy chc lam vice, chuc nang, nhiem vu 

va kc hoaeh eong tae dirge giao eho don vi, ea nhan, there hicn y kicn chi dao eua 

BGH. Doi voi van ban lien quan den nhicu don vi hoae ea nhan thi xac dinh ro don 

vi hoae ea nhan chu tri, phoi hop va thdi han giai quyet (Van thu thco doi don doe 

don vi lam bao cao tra loi).

c. Trinh, chuyen giao van ban giay: Y kicn eln dao giai quyet dirge ghi vao 

muc “Chuyen” trong dau “DKN” hoae Phieu giai quyet van ban den thco man tai 

Phu luc IV quy chc nay. Sau khi eo y kicn eln dao giai quyet eua BGH, van ban den 

dirge chuyen lai eho Van thu dc dang ky bo sung thong tin, chuyen eho don vi hoae 

ea nhan dirge giao giai quyet. Khi chuyen giao van ban giay den eho don vi, ea nhan 

phai ky nhan van ban.
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d. Trinh, chuycn giao van ban dicn Ur trcn lie thong: Van thir co quan trinh 

van ban dicn tir den ngirai eo tham quyen chi dao giai quyet tren He thong.

BCil I ghi y kicn chi dao giai quyet van ban den trcn 1 Ic thong va cap nhat vao 

He thong cae thong tin: Don vi hoae ngird'i nhan; y kicn chi dao, trang thai xi'r ly van 

ban; thai han giai quyet; chuycn van ban eho don vi hoae ca nhan dirge giao giai 

quyet. Truong hop van ban dicn tir gui kem van ban giay thi Van thir thue hicn trinh 

van ban dicn tir trcn 1 Ic thong va chuycn van ban giay den don vi hoae ca nhan dirge 

Hicu tnrong duyet dc giai quyet.

12. Ciai quyet va then dbi, don doc vice giai quyet van ban den

a. Sau khi van ban den dirge BGH duyet, Truong phong HCTH co traeh 

nhiem chi dao giai quyet kip thai van ban den va giao nguai eo traeh nhiem giai 

quyet van ban den.

b. Khi nhan dirge van ban den, don vi hoae ca nhan eo traeh nhiem nghicn 

cuu, giai quyet van ban den thco thai han quy dinh tai quy ehc lam vice cua truang. 

Nhirng van ban den eo dau chi cae mire do khan phai dirge giai quyet ngay.

e. Truang hop van ban den khong co yen can vc thai han tra lai thi thai han

giai quyet dirge thue hicn thco Quy ehc lam vice cua Truong Dai hgc Sir pham The
•>

due The thao Ha Ngi .

d. Van thu eo traeh nhiem tong hop so lieu van ban den, van ban den da dirge 

giai quyet, da den han nhirng chua dirge giai quyet dc bao eao 'Fruang phong HCTIT 

Doi vai van ban den co dau “ l ai lieu thu hoi”, Van thu co traeh nhiem thco doi, thu 

hoi hoae gui tra lai noi gui thco dung thdi han quy dinh.

c. Fruang phong HCTI 1 co traeh nhiem don doe, bao eao Hicu truang vc tinh 

hinh giai quyet, ticn do va ket qua giai quyet van ban den dc thong bao eho cae dan 

vi lien quan.
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Man 01

50 mm

TEN CO QUAN, TO Cl ICC

So:He DEN
Ngay:'n

m

Chuycn: ............

So va ky hicu IIS:

I
H1

<*
4
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Mau 02

B0 giAo dug vA dAo tag
I RUONC; i)Al HOC SU PHAM I HE DUG THE THAO HA N0I

SO DANG KY VAN BAN DEN

Nam:

\

Tic ngay 

Tic so

cfen ngay 

aen so ....X

Quycn so: ....
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- Noi dung dang ky van ban den 

Toi thieu gom 11 noi dung:

Ten loai va 

trich ycu 

noi dung 

van ban

Hinh thu’c 

chuyen
Ngay

thang

Do n vi 

hoac 

nguoi 

nhan

Thbi
Thoi

So So, ky hicu 

van ban

Ngay

den

Tac ban
gian

chuyen
True

ticp
den gia van nopGmail

ban bao
(1) (2) (3) (4) (6) (7) (8) (9) (10) (ID(5)
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Man 03

BO Cl AO DUC VA DAO TAO
TRUONG DAI HOC SU PHAM THE DUC THE THAO HA NOI

SO DANG KY VAN BAN DI
Nam:

den ngdyTu ngay

den soTu so
!

i

Quycn so: ...



Noi dung dang ky then ddi gidi quyet van ban den Tbi thieu gom 09 not dung:

So, ky 

hieu, 

ngay,
thang

So, ky

hicu

Ten co- 

quan, to 

chuc ban

Ngay

chuycn

bun

dien,

gmai

Don vj 

hoac 

ngubi 

nhan

Tien doThoi han 

giai 

quyet

Trich yen ndi 

dung van ban
So den giai

quyet
van

ban tnihanh van

ban I (Vi
(1) (2) (3) (4) (6) (V)(5) (S) (9)

o' • ’Trcn day la Quy trinh quan ly van ban Den cua Truang Dai hoc Sir pham The
•>

due The thao 1 la Noi./.

Noi nhan:
- Cac don vi;
- BGH(b/c);
- Website (de dang tai);
- Lmi: VT.

HIEU TRUONC^

(of TRl/dNG\o 
'</ DAI HOC Sll PMMV

Em
HA

0
^^n Duy Quyet o
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