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QUY TRINII 
Qiiiin ly con Dan

1. Mucdich

Thong nhat vice quan ly va sir dung con dau cua trirang dam bao an loan, 

chinh xac dung quy dinh.

2. Pham vi doi tirong

Ap dung vao vice quan ly va sir dung con dau cua Truong 1)11 SP TDTT 1 IN.

3. I ai lieu vien dan

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

/ TRlil-
- Nghi dinh 09/2010/ND-(’P ngay 08/02/2010 cua Chinh phu vc sua doi, bo sung|</DAl HOC!

' UTHEDUCt
mot so dicu cua Nl) so 1 10/2004/ND-CP ngay 08/04/2004 cua Chinh phu vc cong 

tac Van thu;

- Nghi dinh so 30/2020/ND-CP vc cong lac van thu va thay the Nghi dinh so 

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

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

Ban hanh Quy chc Van thu 

lhao I la Noi;

Luu tru cua Truong Dai hoc Su pham The due The

4. Trach nhiem

Theo quy dinh tai Dicu 32 Nghi dinh 30/2020/ND-CP, nguoi dung dau co 

quan, to eh ire co trach nhiem giao cho Van thu co quan quan ly, sir dung con dau 

cua truOng theo quy dinh.Theo do, Van thu co quan co trach nhiem co trach nhiem 

[hire hien nhu sau:

- Bao quan an loan, su dung con dau, thiet bi luu khoa bi mat cua Truong D! 1 

SP TDTT I IN.



- Van thu' ca quan dirge quyen giu' con dau phai la ngirdi co chuyen mon, 

nhiem vu quan ly va sd dung con dau va do Hicu trirdng chi dinh.

- Van thu chi giao con dau, thiet bi luu khoa bi mat ciia don vi cho ngudi khac 

khi duo'c phep bang van ban theo chi dao cua Hieu trudng. Vice ban giao con dau, 

thiet bi luu khoa bi mat cua Trudng DM SP TDTT HN phai ctugc lap bien ban ban 

giao theo man phu luc 01. Khi nhan lai con dau van thu ghi kem thdi gian va ngay 

nhan tai bien ban da dugc ky khi ban giao, kiem tra lai con dau xem dau bi bicn 

dang, mdn, hong thi ghi cu the vao bicn ban.

- Khi van thu nghi phai ban giao lai con dau cho Trudng pho phdng don vi 

minh phu trach de lanh dao don vi kiem soat dugc viec quan ly va su dung con dau 

cua nha trudng.

- Phai true tiep dong dau, ky so vao van ban do cac don vi trong Trudng DH 

SP TDTT HN ban hanh va ban sao van ban;

- Chi dugc dong dau, ky so cua Truong D11 SP TD TT HN vao van ban da co 

chu ky ciia BGH, trudng pho don vi va ban sao van ban do Trudng DH SP TDTT 

HN true tiep thirc bien.
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5. Noi diin« quy trinh 

- Quy trinh Quan ly con dan

Trinh tu- cong vice Chi chuTrach nhiem

Van thir 
phong HCI'H Ticp nhan van ban

Van thir 
phong I\C\ \ 1 Kiem tra chu ky lanh dao

Can cu so dang ky 
VB di

Van thir 
phong I ICHI Dong dan van ban

1
Ghi so thco man so 

sir dung con dan hang ngay
Don vi sir dung 
con dau

t Can cir so dang ky 
VI? di

Van thir 
phong IICTII 
Don vi soan thao

1!
Liru van ban giay va tren 

file may tinh.
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6. Quan ly con dau, thict bj luu khda bi mat

6.1. Hicu trudng co trach nhiem giao cho chuycn vicn Van thu quan ly, sir 

dung con dau, thict bj luu khoa bi mat (ncu co) cua trudng thco quy dinh.

6.2. rruong phong HCI'I I chiu trach nhiem trude Hicu trudng vc vice quan 

ly, sir dung con dau I rudng Dai hoc Su pham The due The thao Ha Noi. I lieu 

trudng chiu trach nhiem trude ngudi dung dau Bo Giao due va Dao tao vc vice quan 

ly va sir dung con dau cua dan vi.

6.3. Cac con dau Trudng Dai hoc Su pham The due The thao Ha Noi dirge 

giao cho chuycn vicn van thu quan ly va sir dung. Chuycn vicn van thu dirge giao
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sir dung va bao quan con dau chin trach nhicm truac Hicu Invang, rruong phong 

IICTI1 vc vice quan ly va sir dung con dau.

6.4. Chuyen vicn Van thir co trach nhicm

a) Bao quan an loan, sir dung con dau, thict bi liru khoa bi mat cua tnrong tai 

tru so ciia rruong Dai hoc sir pham The due The thao Ha Noi.

Con dau phai dupe bao quan tai phong lam vice cua vicn chirc van thir. 

Truong hop can dua con dau ra khdi nha tnrong phai dupe sir dong y cua Hicu 

tnrong va phai chju trach nhicm vc vice bao quan, sir dung con dau. Con dau phai 

dupe brio quan an loan trong gib cung nhu ngoai gib lam vice;

b) Chi giao con dau, thict bi luu khoa bi mat cua trubng cho ngubi khac khi 

dupe phep bang van ban cua Hicu trubng . Vice ban giao con dau, thict bi luu khoa 

bi mat cua trubng phai dupe lap bicn ban.

c) Phai true ticp dong dau, ky so vao van ban do cac don vi trong trubng ban 

hanh va ban sao van ban.

d) Chi dupe dong dau, ky so vao van ban da co chu ky cua BCil 1, vicn chuc 

quan ly va ban sao van ban do trubng true ticp thuc hicn.

6.5. Chuyen vicn Van thir co trach nhicm tu bao quan an toan thict bi luu 

khoa bi mat va khoa bi mat (ncu co).

6.6. Khi net dau bi mbn hoac bicn dang, vicn chuc van thir phai bao cao 1 lieu 

trubng, Trubng phong HCTH lam thu tuc dbi con dau. Truong hop con dau bi mat 

Hicu trubng, Trubng phong HCTH phai bao cao cbng an, noi xay ra mat con dau 

va lap bicn ban.

6.7. Khi don vi co quyet dinh chia, tach hoac sap nhap phai nop con dau cu 

va lam thu tire xin khac con dau mbi.

7, Su dung con dau, thict bj luu khoa bi mat

7.1. Sir dung con dau

a) Dau dong phai ro rang, ngay ngan, dung chicu va dung dung mire dau man 

do thco quy dinh, dau dong phai trum len khoang 1/3 chu ky vc phia ben trai.

b) Cac van ban ban hanh kem thco van ban chinh hoac phu luc: dong len trang 

dau, trum mot phan ten trubng hoac ticu dc phu luc.
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c) Vice dong dan tree, dau giap lai, dong dan noi Iren van ban giay do ngudi 

dung dau co' quan, to chirc quy dinh.

d) Dau giap lai dirge dong vao khoang giira mep phai cua van ban hoac phu 

luc van ban, trum len mot phan cac to giay; moi dau dong toi da 05 to van ban.

7.2. Dong dau do khan, mat

Vice dong dau co quan, to chuc va dau chi do mat, muc do khan, dirge tlurc 

hicn thco quy dinh lai diem so 10 Man chir va chi tict trinh bay the tlurc van ban 

hanh ehinh (Quy chc Van tlur Liru tru- nam 2021).

7.3. Sir dung thict bi liru khoa bi mat (ncu eo)

I Thict bi liru khoa bi mat cua trirdng dirge sir dung dc ky so eae van ban dicn 

tir do trirdng ban hanh va ban sao tir van ban giay sang van ban dicn tir.

t Ky so cua co quan, to chuc ddi vdi van ban dicn tir

a) Ky so cua co' quan, Id chuc dirge thuc hicn thco quy dinh tai Nghi dinh 

so 30/2020 ND-CP ngay 05/3/2020 cua Chinh phu.

b) Ddi vdi van ban kem thco trong cung mot tep tin cua van ban dicn tir: Van 

tlur chi thuc hicn ky so co' quan, to chuc len van ban dicn tir va khdng tlurc hicn ky 

so len van ban kem thco co trong tep tin do (ly do: van ban kem thco da dirge chu 

ky so xac tlurc);

c) Ddi vdi van ban kem thco khdng trong cung tep tin cua van ban dicn tu: 

Van tlur thuc hicn ky so cua co quan, to chuc len van ban dicn tu va ky so tren van 

ban kem thco khdng trong cung mot tep tin.
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MAU 01
CONG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Tu do - Hanh phuc

BIEN BAN
X A • /VVe ban giao con dan cua

“TRUONG DH SP THE DUG THE THAO HA NOI”

- Nghj dinh 30/2020/ND-CP ve cong tac van thu' va thay the Nghi dinh so 

110/2004/ND-CP, ngay 08/4/2004 cua Chinh phu ve cong tac van thu;
- Quyct dinh 274/QD-DI ISP I D I THN ngay 26 thang 05 nam 2021 ve vice Ban 

hanh Quy chc Van thu Luu tru cua Truong Dai hoc Su pham The due The thao 

HaNoi;
thang.......

tai Phong HCTH Truong DHSP TDTT Ha Noi, chung toi gom co:
- Ben giao con dan: ................................................................
- Ben nban con dan:...............................................................
- Ben chung kien: .........................................................................

Noi dung ban giao:

Horn nay vao hoi phut ngay nam 20

.1
Man con dan 

thoi diem ban giao
)

phut cung ngay va da dirge thong qua 

cac ben deu nhat tri. Bien ban dirge lap thanh 03 ban (ba) 

ban co gia tri phap ly nhu nhau, moi ben giu 01 ban de thuc hien./.

Bien ban ket thuc vao hoi

NGUO’I CHUNG KIENBEN GIAO BEN NHAN
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MAU 02

B0 GlAO DUG VA DAO TAG
TRUONG DAI HOC SU PHAM THE DUC THE THAO HA NOI

SO TH EO DO I
VA SU’ DUNG CON dAu HANG NGAy

)

Nam:
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- Noi dung So thco doi va sir dung con dan hang ngay 

Tdi thicu gdm 05 noi dung:

So ky 

hicu

Ngay

thang So luong ban 

duoc dong

Noi dung van ban duoc 

dong dau

Ky nhan

van

ban

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

o

I ren day la Quy trinh quan ly con Dau cua I’rudng Dai hoc Sir pham The due 

The thao Ha Noi./.

Noinhan:
- (’ac dan vj;
- BGII(b/c);
- Website (de dang tai);
- Luu: VT.

HIEU TRUONC^

fo/ TRlidNG 
k/DAI HOC SI/PH,
— I * a’ ' fo

A
p O9

&n Duy Quyet

8


