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B0 giAo duc va dAo TAO
TRUONG DAI HQC VINH

S6: ^i^/QD-DHV

HIEU TRUONG TRUCJNG DAI HOC VINH
0 9 f

Can cu Luat Gido due dai hoc ngdy 18/6/2012 vd Ludt sua doi, bo sung mot so 
dieu cua Ludt Gido due dai hoc ngdy 19/11/2018;

Can cu Nghi dinh so 99/2019/ND-CP ngdy 30/12/2019 cua Chinh phu Quy dinh 
chi tiet vd hu&ng dan thi hanh mot so dieu cua Ludt sua doi, bo sung mot so dieu cua 
Ludt Gido due dai hoc;

Can cu Nghi dinh sd 99/2016/ND-CP ngdy 01/7/2016 cua Chinh phu ve qudn ly 
vd sir dung con ddu;

Can cu Nghi dinh sd 30/2020/ND-CP ngdy 05/3/2020 cua Chinh phu ve cong tac
van thu;

Can cu Quyet dinh so 62/2001/QD-TTg ngdy 25/4/2001 cua Thu twang Chinh 
phu vi ddi ten Truong Dai hoc Supham Vinh thdnh Truong Dai hoc Vinh;

Can cir Nghi quyit so 06/NQ-HDT ngdy 12/5/2021 cua Hoi ddng trudng Truong 
Dai hoc Vinh ban hanh Quy chi td chuc vd boat dong cua Trudng Dai hoc Vinh;

^ 9

Theo de nghi cua Trudng Phong Hanh chinh Tong hop.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyit dinh nay Quy chi cong tac van thu cua 

Trirang Dai hoc Vinh.
Dieu 2. Quyit djnh nay co hieu luc ke tir ngay ky va thay the cho Quyet djnh so 

399/QB-DHV ngay 14/4/2016 cua Hieu truong Truong Dai hoc Vinh ban hanh Quy 
chi cong tac van thu, luu tru cua Trudng Dai hoc Vinh.

Dilu 3. Trudng cac don vj: Hanh chinh Tdng hop, Ke hoach - Tai chinh; 
Trudng cac don vi va ca nhan trong toan Trudng chju trach nhiem thi hanh Quyet dinh 

nay./. J
No'i nhan: fa/
- Theo dieu 3;
- Bo GD&DT (d4 b/c);
- Dang uy, Hoi dong trirang (de b/c);
- Luu: HCTH.^^

GS^FS.’ Nguyen Huy BSng



CONG HOA XA HOI CHU NGHlA VIET NAM 
Doc lap - Tir do - Hanh phuc

BO giAo dug vA dAo tao
TRUONG DAI HOC VINH

QUY CHE
Cong tac van thir ciia Truong Dai hoc Vinh

(Ban hanh kem theo Quyet dinh so C/QD-DHV, ngdyJS~thdng 2 ndm 2024 
ciia Hieu truong Truang Dai hoc Vinh)

Chiro'ng I
QUY DINH CHUNG

Dieu 1. Pham vi ap dung va doi tuong ap dung
1. Quy ch6 nay quy dinh cac boat dong ve van thu (bao gom cong tdc van thu va 

quart ly cua Nha truang trong cong tdc van thu) trong qua trinh quan ly, chi dao, dieu 
hanh cua Truong Dai hoc Vinh de thuc hien chuc nang, nhiem vu ciia Nha truong.

2. Quy che duqc ap dung thong nhat trong tat ca cac dan vi, to chuc thuqc va 
true thuoc Truong Dai hoc Vinh (sau day duac goi tat Id ede dan vi trong Truang) va 
cac tap the, ca nhan co lien quan.

Dieu 2. Noi dung cong tac van thu
Cong tac van thu bao gom soan thao, ky ban hanh van ban; quan ly van ban; lap 

h6 sa va nop h6 so tai lieu vao luu trtr Nha truong; quan ly va sir dung con dau, thiet bi 
luu khoa bi mat trong cong tac van thu.

Dieu 3. Trach nhiem quan ly
1. Hieu truong chiu trach nhiem quan ly Nha nude ve cong tac van thu; chi 

dao viec nghien cuu, ung dung khoa hoc ky thuat va cong nghe thong tin vao cong 
tac van thu.

2. Truong Phong Hanh chinh Tong hop co nhiem vu giiip Hieu truong thuc 
hien chuc nang quan ly Nha nude vd cong tac van thu; true tiep chi dao, to chuc thuc 
hien cong tac van thu tai Truong theo cac quy dinh hien hanh ciia Nha nude.

3. Truong cac don vi trong Truong cd trach nhiem to chuc, chi dao, kiem tra va 
quan ly cong tac van thu ciia don vi minh theo diing cac quy dinh ciia quy che nay va 
cac quy dinh hien hanh ciia Nha nude.

4. Can bo phu trach cong tac van thu cd nhiem vu giiip Truong don vi quan ly, 
to chiic thuc hien cong tac van thu.

5. Moi vien chuc, ngudi lao dong trong qua trinh giai quydt cong viec 
quan ddn cong tac van thu phai thuc hien nghiem chinh Quy che nay va cac quy dinh 
hien hanh ciia Nha nude ve cong tac van thu.

Dieu 4. T6 ehiic van thu Truong Dai hoc Vinh
1. Phong Hanh chinh Tong hop cd nhiem vu giiip Hieu truong thuc hien cong 

tac van thu. Vien chiic, ngudi lao dong lam cong tac van thu cua Phong Hanh chinh 
Tdng hop cd nhiem vu giiip Truong phdng quan ly va to chiic cac boat dong ve cong

cd lien
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tac van thir cua Nha truong theo cac quy djnh hien hanh, dong thdi thuc hien chuc
9

nang van thu cua Phong Hanh chinh Tong hop.
2. Cac don vj thuoc va true thuoc Truong phai b6 tri vien chuc van phong lam 

cong tac van thu theo che do Idem nhiem.
Dieu 5. Cac dieu kien dam bao cho cong tac van thu
1. Can bp lam cong tac van thu la vien chuc, ngudi lao dong cua Truong Dai 

hoc Vinh va cac don vj thuoc, true thuoc Truong, dupe dao tao, b6i duong nghiep vu 
van thu.

2. Kinh phi dung cho cong tac van thu dupe sir dung tir nguon ngan sach cua Nha 
nude va cac nguon hop phap khac cua Nha truong. Sir dung va quan ly kinh phi diing 
cho boat dong van thu dupe thuc hien theo cac quy dinh hien hanh cua Nha niroc.

3. Trang bi thidt bj ky thuat phuc vu cho cong tac van thu cua Truong do
* * 7 A ATruong phong Hanh chinh Tong hop de xuat.

Dieu 6. Bao ve bi mat trong cong tac van thir
Mpi boat dong trong ITnh vuc cong tac van thu phai dupe thuc hien dung quy 

dinh cua phap luat ve bao ve bi mat Nha nucrc.

Chuong II
SOAN THAO, KY BAN HANH VAN BAN 

Muc 1
THE THUC, KY THUAT TRINH BAY VAN BAN

Didu 7. Cac loai van ban ctia Truong Dai hoc Vinh
Van ban cua Truong Dai hoc Vinh gom cac loai sau: Nghi quyet, quyet dinh, 

quy chd, quy dinh, thong bao, hudng din, chuong trinh, ke hoach, de an, du an, bao 
cao, bien ban, to trinh, hop ddng, cong van, ban ghi nhd, ban thoa thuan, gily uy 

quyen, gily mdi, gily gida thieu, giay nghi phep.
Dieu 8. The thirc van ban
Thuc hien theo Didu 8, Nghi dmh sd 30/2020/ND-CP ngay 05/3/2020 cua 

Chinh phu ve cong tac van thu.
Thd thuc van ban dupe thuc hien theo quy djnh tai Phu luc I Quy che nay.
Dieu 9. Ky thuat trinh bay van ban
Thuc hien theo Dieu 9, Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cua 

Chinh phu ve cong tac van thu.
Ky thuat trinh bay van ban hanh chinh dupe thuc hien theo quy dinh tai Phu luc 

I Quy che nay.
Vidt hoa trong van ban dupe thuc hien theo quy dinh tai Phu luc II Quy che nay. 
Chu vidt tit ten loai van ban dupe thuc hien theo quy djnh tai Phu luc III Quy

che nay.



Muc 2
SOAN THAO VA KY BAN HANH VAN BAN HANH CHINH

Dieu 10. Soan thao van ban
1. Can cu chi'ic nang, nhiem vu. quyen ban va muc dfch, noi dung cua van ban 

can soan thao, Hieu trudng hoac ngudi co tham quyen giao cho don vi hoac ca nhan 
chii tri soan thao van ban.

2. Don vi hoac ca nhan dirge giao chu tri soan thao van ban thuc hien cac cong 
viec: Xac djnh ten loai, noi dung va do mat, muc do khan cua van ban can soan thao; 
thu thap, xii' ly thong tin co lien quan; soan thao van ban dung hinh thuc, the thuc va 
ky thuat trinh bay.

D6i vdi van ban dien tu. ca nhan duoc giao nhiem vu soan thao van ban ngoai 
viec thuc hien cac noi dung neu tren phai chuyen ban thao van ban, tai lieu kem theo 
(neu co) vao He thong va cap nhat cac thong tin can thiet.

3. Truong hop can sua doi, bo sung ban thao van ban, nguoi co tham quyen cho 
y kien vao ban thao van ban hoac tren He thong, chuyen lai ban thao van ban den lanh 
dao don vi chii tri soan thao van ban de chuyen cho ca nhan dirge giao nhiem vu soan 
thao van ban.

4. Ca nhan dirge giao nhiem vu soan thao van ban chju trach nhiem truoc nguoi 
dung dhu don vi va truoc phap luat v6 ban thao van ban trong pham vi chuc trach, 
nhiem vu dirge giao.

Dieu 11. Duyet ban thao van ban
1. Ban thao van ban phai do Hieu trudng hoac ngudi co tham quyen ky van ban 

xem xet, phe duyet.
> 7

2. Trirang hap ban thao van ban da dugc phe duyet nhung can sua chua, bo 
sung thi phai trinh Hieu Irubng hoac ngudi co tham quyen ky xem xet, quyet dinh.

Di^u 12. Kiem tra van ban truoc khi ky ban hanh
1. Trudng don v\ soan thao van ban phai kiem tra va chju trach nhiem trude 

I lieu trudng va trude phap luat ve trinh tu, noi dung van ban.
2. Ddi vdi cac quy chd, quy djnh, dan vj soan thao van ban thuc hien viec lay y 

kidn gdp y ddi vdi dir thao; tdng hop, tidp thu, giai trinh y kidn tham gia gdp y va 
chinh ly du thao van ban; gui Phong Thanh tra - Phap chd tham djnh du thao van ban 
theo dung Quy dinh v<3 cong tac phap che cua Trudng Dai hoc Vinh.

3. Ddi vdi cac thda thuan hop tac, ghi nhd hap tac, cac van ban gui ra ngoai 
trudng do Hoi ddng trudng, Hieu trudng ban hanh thi cac bude kiem tra, thdm djnh 
ndi dung dirge thuc hien nhu sau:

- Van ban sau khi dugc cac dan vj chu tri soan thao ndi dung phai gui Phong 

Thanh tra - Phap che:
- Tdi da 03 ngay lam viec sau khi nhan van ban, Phong Thanh tra - Phap che 

phai kidm tra. tham djnh tinh phap ly va hoan tra van ban cho dan vj de chinh sira, bo
ii (tru cac van ban do Hieu trudng chi dao thdi han hoan thdnh);sun
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- Van ban do cac don vj chinh sira phai diroc giri lai Phong Thanh tra - Phap che 
de kiem tra va ky xac nhan;

- ChuySn cac van ban da dirge Phong Thanh tra - Phap ch6 xac nhan xudng 
Phong Hanh chinh Tong hop de thuc hien viec trinh ky va dong dau.

4. Phong Hanh chinh T6ng hop kiim tra thd thuc, ky thuat trinh bay van ban 
phai kilm tra va chju trach nhiem trude Hieu trudng va trude phap luat ve the thuc, ky 
thuat trinh bay van ban.

Dieu 13. Ky ban hanh van ban
1. Hieu trudng cd tham quyen ky tat ca van ban do Nha trudng ban hanh; cd the 

giao Phd Hieu trudng ky thay cac van ban thuoc ITnh vuc dugc phan edng phu trach va 
mot so van ban thuoc thim quydn cua Hieu trudng. Trudng hop Phd Hieu trudng dugc 
giao phu trach, didu hanh thi thuc hien ky nhu cdp phd ky thay cap trudng.

2. Trong trudng hgp dac biet, Hieu trudng cd the uy quyen cho Trudng cac don 
vi thuoc va true thuoc ky thua uy quyen mot so van ban. Viec giao ky thua uy quyen 
phai dugc thuc hien bang van ban, gidi han thdi gian va noi dung dugc uy quyen. Ngudi 
dugc ky thua uy quyen khdng dugc uy quyen lai cho ngudi khac ky. Van ban ky thira uy 
quyen dugc thuc hien theo the thuc va dong dau hoac ky so cua Nha trudng.

3. Hieu trudng cd the giao Trudng cac don vi ky thua lenh mot so loai van ban. 
Ngudi dugc ky thua lenh dugc giao lai cho cap phd ky thay. Viec giao ky thira lenh 
phai dugc quy djnh cu the trong quy che lam viec hoac cd quyet dinh rieng.

4. Ddi vdi cac don vi thuoc va true thuoc cd con dau rieng, Trudng don vi cd 
tMm quydn ky tdt ca van ban do don vj ban hanh; cd thd giao Phd Trudng don vi ky 
thay cac van ban thuoc ITnh vuc dugc phan edng phu trach va mot so van ban thuoc 
tham quydn cua Trudng don vj. Trudng hgp Phd Trudng don vj dugc giao phu trach, 
didu hanh thi thuc hien ky nhu cdp phd ky thay cap trudng. Trudng cac don vi thuoc 
va true thuoc khdng uy quyen cho ngudi khac ky thira uy quyen, khdng giao cho ngudi 
khac ky thira lenh.

5. Ngudi ky van ban phai chiu trach nhiem trude phap luat ve van ban do minh 
ky ban hanh. Hieu trudng phai chiu trach nhiem trude phap luat ve toan bd van ban do 
Nha trudng ban hanh.

6. Ddi vdi van ban gidy, khi ky van ban dimg but cd muc mau xanh, khdng 
diing cac loai muc de phai.

7. Ddi vdi van ban dien tu, ngudi cd thdm quydn thuc hien ky sd. Vj tri, hinh 
anh chu ky sd theo quy djnh tai Phu luc I Quy che nay.

Chuong III 
QUAN LY VAN BAN

Muc 1
QUAN LY VAN BAN DI

Diiu 14. Trinh tu quan ly van ban di
Thuc hien theo Dieu 14, Nghi dinh sd 30/2020/ND-CP ngay 05/3/2020 cua 

Chinh phu vd edng tac van thu.
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Dieu 15. Cap so, thoi gian ban hanh van ban
1. So va thoi gian ban hanh van ban dugc lay theo thu tir va trinh tir thai gian 

ban hanh van ban trong nam (bat dau lien tiep tir so 01 vao ngay 01/01 va ket thuc vao 
ngay 31/12 hang nam). S6 va ky hieu van ban la duy nhat trong mot nam, thfing nhdt 
giua van ban giay va van ban dien tii.

2. D6i vdi van ban gidy, viec cdp s6, thdi gian ban hanh dugc thuc hien sau khi 
co chu1 ky cua ngudi co tham quyen, chain nhat la trong ngay lam viec tiep theo. Van 
ban mat dugc cap he thong so rieng.

3. B6i vdi van ban dien tu, viec ckp sd, thdi gian ban hanh dugc thuc hien bang 
chuc nang cua He thdng dien tu, thdng nhdt giua van ban giay vdi van ban dien tu.

Dien 16. Dang ky van ban di
1. Viec dang ky van ban phai bao dam day dii, chinh xac cac thong tin can thiet 

cua van ban di.
2. Dang ky van ban
Van ban dugc dang ky bang so hoac bang He thong dien tu.
a) Dang ky van ban bang so
Phong Hanh chinh Tong hgp dang ky van ban vao So dang ky van ban di;
b) Dang ky van ban bang He thong dien tu
Van ban dugc dang ky bang He thong dien tir phai dugc in ra giay day dii cac 

trudng thong tin theo miu S6 dang ky van ban di va dugc dong so de quan ly.
3. Van ban mat dugc dang ky van ban di theo quy dinh cua phap luat ve bao ve 

bi mat Nha nuoc.
^ r r r **

Di§u 17. Nhan ban, dong dau, ky so va dau chi do mat, miic do khan
1. Nhan ban, dong ddu cua Nha trudng va dau chi do mat, muc do khan doi vdi

van ban giay
f y 9

a) Van ban di dugc nhan ban theo dung so lugng dugc xac dinh b phan noi
nhan cua van ban.

b) Viec dong dSu cua Nha trudng va dau chi do mat, muc do khan, dugc thuc 
hien theo quy djnh tai Phu luc I Quy che nay.

2. Ky so doi vdi van ban dien tu
Ky sd cua Nha trudng dugc thuc hien theo quy dinh tai Phu luc I Quy che nay.
Dieu 18. Phat hanh van ban di
1. Van ban di phai dugc hoan thanh thu tuc tai Phong Hanh chinh Tong hgp va 

dugc phat hanh trong ngay van ban do dugc ky, cham nhat la trong ngay lam viec tiep 
theo. Van ban kh/in phai dugc phat hanh va gui ngay sau khi ky van ban.

2. Viec phat hanh van ban mat di phai bao dam bi mat ngi dung cua van ban 
theo quy djnh cua phap luat v6 bao ve bi mat Nha nude, dung sd lugng, thdi gian va 
noinhan.

3. Van ban da phat hanh nhung co sai sot vk noi dung phai dugc sua doi, thay 
th4 bang van ban tuong duong. Van ban da phat hanh nhung co sai sot ve the thuc, ky 
thuat trinh bay, thu tuc ban hanh phai dugc dinh chinh bang cong van cua Nha trudng.
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4. Thu hoi van ban
a) B6i vai van ban giay, truong hap nhan dirge van ban thong bao thu hoi, ben 

nhan co trach nhiem giri lai van ban da nhan;
b) D6i vdi van ban dien tu, trudng hop nhan dugc van ban thong bao thu hoi, 

ben nhan hiiy bo van ban dien tu bj thu hoi tren He thong dien tu, dong thai thong bao 
qua He thdng dien tu de ben gui biet.

5. That hanh van ban gidy tu van ban dugc ky s6 cua nguai co tham quyen: 
Phong Hanh chinh Tong hgp thuc hien in van ban da dugc ky so ctia ngudi co tham 
quydn ra gidy, dong ddu cua Nha trudng de tao ban chinh va phat hanh van ban giay.

6. Trudng hgp can phat hanh van ban dien tu tu van ban giay: Phong Planh 
chinh Tdng hgp thuc hien theo quy djnh tai diem c khoan 1 Dieu 25 Quy che nay.

Dieu 19. Liru van ban di
1. Luu van ban giay
a) Ban goc van ban dugc luu tai Phong Hanh chinh Tdng hgp va phai dugc 

dong ddu ngay sau khi phat hanh, sap xep theo thu tu dang ky;
b) Ban chinh van ban luu tai ho so edng viec va dugc lap hd so, ndp hd so tai 

lieu vao luu tru Nha trudng.
2. Luu van ban dien tu
a) Ban gdc van ban dien tir phai dugc luu tren He thong dien tu;
b) Phong Hanh chinh Tdng hgp tao ban chinh van ban gidy theo quy djnh tai 

khoan 5 Didu 18 Quy chd nay dd luu tai luu tru va hd so edng vide.

Muc 2
QUAN LY VAN BAN BEN

Dieu 20. Trinh ty quan ly van ban den
1. Tidp nhan van ban den.
2. Dang ky van ban den.
3. Trinh, chuyen giao van ban den.

/ * *
4. Giai quyfit va theo doi, don doc viec giai quyet van ban den.
Dieu 21. Tiep nhan van ban den
1. Bdi vdi van ban gidy
a) Phong Hanh chinh Tdng hgp kidm tra so lugng, tinh trang bi, ddu niem phong 

(ndu co), noi gui; ddi chidu sd, ky hidu ghi ngoai bi vdi sd, ky hidu cim van ban trong bi. 
Trudng hgp phat hien cd sai sot hoac ddu hi?u bdt thudng, Phong Hanh chinh Tdng hgp 
bao ngay cho ngudi co trach nhiem giai quyet va thong bao cho nai gui van ban;

b) Tdt ca van ban gidy ddn (bao gdm cd van ban cd ddu chi do mat) gui Nha 
trudng thude dien dang ky tai Phong Hanh chinh Tdng hgp phai dugc dong ddu 
"BEN" va chuydn cho Hidu trudng. Bdi vdi van ban gui dich danh ca nhan hoac to 
chuc doan thd thi Phong Hanh chinh Tdng hgp chuydn cho noi nhan. Nhung van ban
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gui dich danh ca nhan, neu la van ban lien quan den cong viec chung cua Nha truang 
thi ca nhan nhan van ban co trach nhiem chuyen lai cho Phong Hanh chlnh Fong hop 
de dang ky.

2. Boi voi van ban dien tu
a) Phong Hanh chlnh T6ng hop phai ki4m tra tinh xac thuc va loan ven ciia van 

ban dien tu va thuc hien tiep nhan tren He thong dien tu;
b) Truong hop van ban dien tu khong dap ung cac quy dinh tai diem a khoan 

nay hoac dupe gui sai noi nhan thi Phong Hanh chinh Tong hop phai tra lai cho co 
quan, to chuc giri van ban tren He thdng dien tu. Truong hop phat hien co sai sot hoac 
dSu hieu bdt thudng thi Phong Hanh chinh T6ng hop bao ngay nguoi co trach nhiem 
giai quyet va thong bao cho noi gui van ban;

c) Phong Hanh chinh T6ng hop co trach nhiem thong bao ngay trong ngay cho 
co quan, t6 chuc gui ve viec da nhan van ban bang chuc nang ctia He thong dien tu.

Dieu 22. Bang ky van ban den
1. Viec dang ky van ban d4n phai bao dam day du, ro rang, chinh xac cac thong 

tin c^n thi6t theo mau S6 dang ky van ban den hoac theo thong tin dim vao ciia du lieu 
quan ly van ban d£n. Nhung van ban din khong dupe dang ky tai Phong Hanh chinh 
T6ng hop thi don vj, ca nhan khong co trach nhiem giai quylt, tru nhung loai van ban 
din dupe dang ky rieng theo quy dinh ciia phap luat.

2. S6 din cua van ban dupe lly lien tilp theo thu tu va trinh tu thbi gian tiep 
nhan van ban trong nam, thong nhat giua van ban giay va van ban dien tu.

3. Bang ky van ban
Van ban dugc dang ky bang so hoac bang He thong dien tu.

X ' Aa) Dang ky van ban den bang so
Phong Hanh chinh T6ng hop dang ky van ban vao S6 dang ky van ban den;
b) Bang ky van ban den bang He thong dien tu
Phong Hanh chinh Tong hop tiep nhan van ban va dang ky vao He thong difn 

tu. Truong hop cln thilt, Phong Hanh chinh Tong hop thuc hi?n so hoa van ban den 
theo quy dinh. Phong Hanh chinh Tong hop cap nhat vao He thong dien tu cac trudng 
thong tin dlu vao cua du lieu quan ly van ban din theo quy dinh. Van ban din dupe 
dang ky vao He thong dien tu phai dupe in ra gily dly dii cac truang thong tin theo 
mlu So dang ky van ban din. ky nhan va dong s6 de quan ly.

4. Van ban mat dupe dang ky theo quy dinh ciia phap luat ve bao ve bi mat
Nha nude.

Dieu 23. Trinh, chuyen giao van ban den
1. Van ban din phai dupe Phong Hanh chinh Tong hop trinh trong ngay, chain 

nhlt la trong ngay lam viec tilp theo din ngudi co tham quyen chi dao giai quyet va 
chuyln giao cho don vi hoac ca nhan dupe giao xu ly. Trudng hop da xac dinh ro don 
vi hoac ca nhan dupe giao xu ly, Phong Hanh chinh Tdng hop chuyln van ban den don 
vi, ca nhan xu ly theo quy djnh. Van ban din co dlu chi cac mire dp khan phai dupe 
trinh va chuyln giao ngay sau khi nhan dupe. Viec chuyln giao van ban phai bao dam 

chinh xac va giir bi mat npi dung van ban.
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2. Can cu noi dung cua van ban den; quy che lam viec cua Nha trudng; chuc 
nang, nhiem vu va kd hoach cong tac dirge giao cho dan vj, ca nhan, ngudi co tham 
quy^n ghi y kidn chi dao giai quy4t. Doi voi van ban lien quan den nhieu don vi hoac 
ca nhan thi xac djnh ro dan vi hoac ca nhan chii tri, phoi hap va thdi han giai quyet.

3. Trinh, chuyen giao van ban giay: Y kien chi dao giai quyet dugc ghi tren dau 
van ban. Sau khi co y kidn chi dao giai quylt cua ngudi co tham quyen, van ban den 
dugc chuydn lai cho Phong Hanh chinh Tdng hgp de dang ky bd sung thong tin, 
chuyen cho don vi hoac ca nhan dugc giao giai quyet.

4. Trinh, chuyen giao van ban dien tu tren He thong dien tu: Phong Hanh chinh 
Tdng hgp trinh van ban dien tu den ngudi co tham quyen chi dao giai quyet tren He 
thong dien tu.

Ngudi cd tham quyen ghi y kien chi dao giai quyet van ban den tren He thong 
va cap nhat vao He thdng cac thong tin: Don vj hoac ngudi nhan; y kien chi dao, trang 
thai xir ly van ban; thdi han giai quydt; chuydn van ban cho don vi hoac ca nhan dugc 
giao giai quydt. Trudng hgp van ban dien tu gui kern van ban giay thi Phong Hanh 
chinh Tdng hgp thuc hien trinh van ban dien tu tren He thdng dien tu va chuyen van 
ban gidy ddn don vi hoac ca nhan dugc ngudi cd tham quyen giao chu tri giai quyet.

Dieu 24. Giai quyet va theo doi, don doc viec giai quyet van ban den
1. Hieu trudng cd trach nhiem chi dao giai quyet kip thdi van ban den va giao 

ngudi co trach nhiem theo doi, ddn ddc viec giai quyet van ban den.
2. Khi nhan dugc van ban ddn, don vi hoac ca nhan cd trach nhiem nghidn cuu, 

giai quydt van ban ddn theo thdi han quy djnh. Nhung van ban ddn cd dau chi cac muc 
do khan phai dugc giai quydt ngay.

3. Phong Hanh chinh Tong hgp theo doi tinh hinh xu ly van ban den tren He 
thdng dien tu cua cac don vi, ca nhan; ddn ddc cac don vj, ca nhan giai quydt van ban 
ddn theo theo thdi han quy djnh; hang thang tdng hgp tinh hinh xu ly van ban ddn cua 
cac don vi, ca nhan bao cao Hieu trudng.

4. Ddi vdi van ban den cd dong dau "Tai lieu thu hdi", can bd van thu cd trach 
nhiem theo ddi, thu hdi hoac gui tra lai noi gui theo dung thdi han quy dinh.

Muc 3
SAG VAN BAN

Dieu 25. Cac hinh thiic ban sao
1. Sao y gdm: Sao y tu van ban giay sang van ban giay, sao y tu van ban dien tu 

sang van ban gidy, sao y tu van ban gidy sang van ban dien tu.
a) Sao y tu van ban giAy sang van ban gidy dugc thuc hien bang vide chup tu 

ban gdc hoac ban chinh van ban gi4y sang giSy;
b) Sao y tu van ban dien tu sang van ban giky dugc thuc hien bang vide i 

ban gdc van ban dien tu ra giay;
c) Sao y tu van ban gi^y sang van ban dien tu dugc thuc hien bang vide so hda 

van ban gidy va ky sd cua co quan, td chuc.
2. Sao luc

in tu
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a) Sao luc g6m: Sao luc tir van ban gifiy sang van ban giay, sao luc tu van ban 
giSy sang van ban dien tu, sao luc tu van ban dien tu sang van ban giay;

b) Sao luc dugc thuc hien bang vice in, chup tir ban sao y.

3. Trich sao
a) Trich sao g6m: Trich sao tu van ban giay sang van ban gidy, trich sao tu van 

ban gidy sang van ban dien tu, trich sao tir van ban dien tu sang van ban dien tu, trich 
sao tu van ban dien tu sang van ban giay;

b) Ban trich sao dugc thuc hien bang viec tao lap lai day du the thuc, phan noi 
dung van ban can trich sao.

4. Th6 thuc va ky thuat trinh bay ban sao y, sao luc, trich sao dugc thuc hien 
theo quy dinh tai Phu luc I Quy che nay.

Dieu 26. Gia trj phap ly ciia ban sao
Ban sao y, ban sao luc va ban trich sao dugc thuc hien theo dung quy dinh tai 

Quy chi nay co gia tri phap ly nhu ban chinh.
Dieu 27. Tham quyen sao van ban
1. Ngucri dung dau co quan, to chuc quyet dinh viec sao van ban do co quan, to 

chuc ban hanh; van ban do cac co quan, t6 chuc khac gui d£n va quy dinh thdin quy6n 
ky cac ban sao van ban.

2. Viec sao, chup tai lieu, vat chua bi mat Nha nuoc dugc thuc hien theo quy 
dinh ciia phap luat ve bao ve bi mat Nha nude.

Muc 4
LAP HO SO CONG VIEC VA GIAO N0P HO SO, TAI LIEU VAO Ll/U TRLf

Dieu 28. Ngi dung viec lap ho so cong viec va yeu cau ddi vdi ho so duoc lap
1. Noi dung viec lap ho so cong viec
a) Mb ho so
Can cu vao danh muc hd so ciia Nha trudng va thuc td cong viec dugc giao, 

vien chuc, ngudi lao dong phai chuan bi bia ho so, ghi tieu de ho so len bia ho so. 
Vien chuc, ngudi lao dong trong qua trinh giai quydt cong viec ciia minh se tiep tuc 
dua cac van ban hinh thanh cd lien quan vao hd so.

b) Thu thap van ban vao hd so
- Vien chuc, ngudi lao dong cd trach nhiem lap hd so can thu thap; cap nhqt tat 

ca van ban, tai lieu hinh thanh trong qua trinh theo doi, giai quyet cong viec vao hd so; 
bao dam su loan ven ciia hd so. tranh that lac.

- Cac van ban trong hd so phai dugc sdp xdp theo mot trinh tu hgp ly theo dac 

diem ciia cong viec.
c) Ket thuc hd so
- Hd so kdt thuc khi cong viec da giai quydt xong. Vien chuc, ngudi lao dong cd 

trach nhiem lap hd so phai ra soat lai toan bg van ban, tai lieu trong hd so; loai bd ban 
triing, ban nhap; chinh sira tieu de, ky hieu hd so cho phii hgp.
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- Doi voi ho so giay, vien chuc, nguoi lao dong thuc hien danh so td doi voi ho 
so co thdi han bao quan tu 05 nam trd len; viet muc luc van ban doi vbi ho so co thdi 
han bao quan vmh vien; viet chirng tu doi voi tat ca cac ho so.

- D6i voi h6 so dien tu, vien chuc, nguoi lao dong cap nhat vao He thong cac 

thong tin con thieu.
2. Yeu cau doi voi moi ho so dupe lap
a) H6 so dupe lap phai phan anh dung chuc nang, nhiem vu cua Nha trudng va 

dan vi hinh thanh ho so;
b) Van ban, tai lieu dupe thu thap vao h6 so phai co su lien quan chat che voi 

nhau va phan anh dung trinh tu diin biln cua sir viec hay trinh tu giai quyet cong viec.

Bieu 29. Giao nhan ho so-, tai lieu vao Luu tru-
1. Trach nhiem ciia vien chuc, nguoi lao dong
a) Vien chuc, nguoi lao dong phai giao nop ho so, tai lieu vao Luu tru theo thoi 

han dupe quy dinh tai Khoan 2 Didu nay. Trudng hop can giu lai ho so, tai lieu den 
han nop luu phai thong bao bang van ban cho Luu tru cua Trudng bi6t va phai dupe su 
ddng y cua Hieu trudng nhung thdi han giu lai khong qua 02 nam;

b) Vien chuc, nguoi lao dong khi chuyen cong tac, thdi viec, nghi hudng che dp 
bao hiem xa hoi phai ban giao ho so, tai lieu cho don vi hoac cho nguoi ke nhiem, 
khong dupe giu hd so, tai lieu ciia don vj, cua Nha trudng lam tai lieu rieng hoac mang 
sang co quan. td chuc khac.

2. Thdi han ndp luu hd so, tai lieu
a) Tai lieu hanh chinh: sau 01 nam ke tu nam cong viec ket thuc;
b) Tai lieu nghien cuu khoa hoc, ung dung khoa hoc va cong nghe: sau 01 nam 

kd tu nam cong trinh dupe nghiem thu chinh thuc;
c) Tai lieu xay dung co ban: sau 03 thang ke tu khi cong trinh dupe quyet toan;
d) Tai lieu anh, phim dien anh; mi-erd-phim; tai lieu ghi am 

khac: sau 03 thang ke tu khi cong viec ket thuc.
3. Thu tuc ndp luu
a) Ddi voi hd so giay
Khi giao ndp hd so, tai lieu, don vj, vien chuc, nguoi lao ddng phai lap 02 ban 

muc luc hd so, tai lieu ndp luu va 02 ban bien ban giao nhan tai lieu. Ben giao va ben 
nhan tai lieu moi ben giu moi loai mot ban.

b) Ddi voi hd so dien tir
Vien chuc, nguoi lao ddng lap hd so thuc hien ndp luu hd so dien tir vao luu tru 

tren he thdng dien tu ciia Nha trudng.
Luu tru ciia Trudng co trach nhiem kidm tra, tidp nhan hd so theo myc luc hd 

so, tai lieu ndp luu; tidp nhan va dua hd so ve danh muc quan ly ddi voi hd so giay 
hoac dua vd did dp quan ly tren he thdng dien tir ddi voi hd so dien tu.

, ghi hinh va tai lieu
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DiSu 30. Trach nhiem d6i voi viec lap ho so- va giao nop h6 so1, tai lieu vao
Luu trfr

1. Trach nhiem ciia Hieu trucmg
Hang nam, Hieu trucmg Nha trucmg co trach nhiem quan ly van ban, tai lieu cua 

Nha trucmg; chi dao, kilm tra, huung din xay dung danh muc ho so, cong tac lap ho 
so va giao nop h6 so, tai lieu vao luu tru doi voi cac don vi.

2. Trach nhiem cua Truong Phong Hanh chinh Tong hop
a) Tham muu Hieu trubng trong viec chi dao, kiem tra, huong dan lap ho so va 

giao nop h6 so, tai lieu vao luu tru d6i voi cac don vi true thuoc;
b) To chuc thuc hien viec lap ho so va giao nop ho so, tai lieu vao Luu tru tai 

Phong Hanh chinh Tong hop.
3. Trach nhiem ciia vien chuc, ngubi lao dong
a) Vien chuc, ngubi lao dong co trach nhiem lap hb so cong viec duoc phan 

cong theo doi, giai quybt. dam bao sb luong, thanh phln, noi dung tai lieu trong ho so, 
dam bao yeu clu, chit luong ciia hb so theo quy dinh trubc khi giao nop hb so, tai lieu 
vao Luu tru; Giao nop hb so, tai lieu dung thbi han va dung thu tuc quy djnh.

b) Trubng don vj thuoc va true thuoc Trubng chiu trach nhiem trubc Hieu 
trubng vb viec lap hb so, bao quan va nop luu hb so, tai lieu ciia don vj vao Luu tru 
ciia Trubng.

4. Trach nhiem ciia can bb lam cong tac luu tru
Can bb lam cong tac luu tru co trach nhiem hubng dan cac don vi va vien chuc, 

ngubi lao dong lap hb so cong viec; giao nop hb so, tai lieu vao Luu tru- theo dung quy 
djnh ciia Nha nubc va Nha trubng.

Chuong IV
QUAN LY, SU DUNG CON DAU VA THIET BI LUU KHOA BI MAT 

TRONG CONG TAC VAN THU

Dieu 31. Quan ly con dau, thiet bj luu khoa bi mat
1. Phong Hanh chinh Tbng hop chiu trach nhiem trubc Hieu trubng vb viec 

quan ly, su dung con dlu, thibt bi luu khoa bi mat cua Nha trubng theo quy dinh. 
Trubng cac don vi thuoc va true thuoc cb con dlu ribng chju trach nhiem trubc Hieu 
trubng va phap luat vb quan ly, su dung con dau ciia don vi.

2. Con dlu, thibt bi luu khoa bi mat ciia Nha trubng duoc giao cho vien chuc 
lam cong tac van thu quan ly va su dung. Con dlu, thibt bi luu khoa bi mat cua cac 
don vj thuoc va true thuoc cb con dlu ribng dupe giao cho vien chuc lam cong tac van 
thu quan ly va su dung. Vien chuc lam cong tac van thu dupe giao su dung va bao 

dlu, thibt bj luu khoa bi mat chju trach nhiem trubc Trubng don vi vb viecquan con
quan ly va su dung, co trach nhiem thuc hien nhung quy djnh sau:

a) Bao quan an toan, su dung con ddu, thiet bj luu khoa bi mat tai phong lam 
viec. Truong hop can dua con dau, thiet bj luu khoa bi mat ra khoi phong lam viec 
phai duoc su d6ng y bang van ban ciia Hieu truong/Trudng don vi va phai chiu trach 
nhiem ve viec bao quan, su dung con dau, thiet bi luu khoa bi mat;
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b) Chi giao con d^u, thill bi luu khoa bi mat cua Nha truong cho nguai khac 
khi dirge phep bang van ban cua Hieu trirdng/Tnrang don vj. Vice ban giao con dau, 
thilt bi luu khoa bi mat phai dugc lap thanh bien ban;

c) Phai true tiep dong dau, ky so vao van ban do Nha truong/don vi ban hanh va 

ban sao van ban;
d) Chi dugc dong dau, ky so cua co quan, t6 chuc vao van ban da dam bao dung 

hinh thurc, thl thuc va khi da co chu ky ciia ngudi co thdm quyln ky van ban va ban 
sao van ban do Nha truong/don vj true tiep thuc hien.

3. Ca nhan vien chuc lam cong tac van thu co trach nhiem tir bao quan an loan 
con ddu, thilt bj luu khoa bi mat cua Nha trudng/don vi.

Dieu 32. Sir dung con dau, thiet bj luu khoa bi mat
1. Sir dung con dau
a) Dau dong phai ro rang, ngay ngan, diing chieu va dung dung muc dau mau 

do theo quy djnh;
b) Khi dong dau len chu ky, dau dong phai triim len khoang 1/3 chu ky ve phia 

ben trai;
c) Cac van ban ban hanh kern theo van ban chinh hoac phu luc: Dau dugc dong 

len trang dau, triim mot phan ten cua Nha trudng hoac tieu de phu luc;
d) Viec dong dau treo, dau giap lai, dong dau noi tren van ban giay dugc thuc 

hien theo cac quy djnh hien hanh;
d) Ddu giap lai dugc dong vao khoang giua mep phai ciia van ban hoac phu luc 

van ban, triim len mot phan cac to giay; moi dau dong toi da 05 to van ban.
2. Sir dung thiet bi luu khoa bi mat
Thilt bj luu khoa bi mat cua Nha trudng dugc sir dung de ky so cac van ban 

dien tir do Nha trudng ban hanh va ban sao tir van ban giay sang van ban dien tir.

Chuong V
DIEU KHOAN THI HANH

Dieu 33. Khen thuong
1. Kit qua xay dung, scan thao va ban hanh van ban, thuc hien quy djnh ve 

cong tac van thu la mot tieu chi thi dua dugc xem xet, danh gia cong nhan thanh tich 
ciia tap thi, don vj, ca nhan hang nam.

2. Phong Hanh chinh Tdng hgp chu tri phdi hgp vdi cac don vi lien quan, djnh 
ky hang thang, hang nam ting hgp, danh gia chit lugng soan thao va ban hanh van ban 
ciia Trudng, bao cao Hieu trudng va Hoi dong thi dua - khen thuong.

3. Nhung tap the, don vj, ca nhan co thanh tich xult sic trong viec thuc hien 
Quy chi nay dugc Hieu trudng xem xet khen thuong theo quy djnh.

Dieu 34. Xu' ly vi pham
Tap thi, ca nhan vi pham Quy chi nay va cac quy djnh ciia Nha nude ve cong 

tac van thu thi tuy theo tinh chit, mire do vi pham ma bj xir ly, ky luat va truy ciru 
trach nhiem theo cac quy djnh hien hanh ciia phap luat.

\
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Dieu 35. To chuc thuc hien
1. Quy che cong tac van thu, liru tru' cua Truong Dai hoc Vinh dugc ban hanh 

kem theo Quydt dinh s6 399/QD-DHV ngay 14/4/2016 cua Hieu truong Truong Dai 
hoc Vinh het hieu luc.

2. Truong cac don vi chiu trach nhiem pho bien, trien khai thuc hien cac quy 
dinh tai Quy che cong tac van thu cua Truong Dai hoc Vinh; neu can thiet thi can cu 
Quy che nay de xay dung quy dinh ve cong tac van thu tai don vj minh.

3. Truong phong Hanh chinh Tong hop co trach nhiem to chuc theo doi, don 
doc Idem tra cac don vi thuc hien Quy che nay.

4. Trong qua trinh thuc hien, neu co van de phat sinh hoac can dieu chinh, siia 
d6i, b6 sung, cac don vi, ca nhan phan anh ve Phong Hanji chinh Tong hop de tong 
hop, bao cao, dg xuat Hieu truong xem xet, quyet dinh./.
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