
CQNG HOA xA HQI CHIT NGHIA VItT NAM 
DO lop - Tiy do - Hanh phtic 

Nghe An, ngaydi thcing 4 ndm 2016 

QUYET DINH 
viec ban hanh Quy che cong tfic van thus, Itru trfr 

cfia Truirng Di hyc Vinh 

BQ GIA0 DIX VA DAO TAO 
TRUING E13I HQC VINH 

SO:399 /QD-DHV 

HIEU TRU'ONG TRUstiNG DINIHQC VINH 

Can cfr Luat luu frit se 01/2011/QH13 ngay 11 thang 11 nam 2011; 
Can cfr Nght dinh so 58/2001/ND-CP ngay 24 thang 8 nam 2001 dm Chinh phii 

quy chnh ye quan 19 va sã ding con dam; Nght dinh so 31/2009/ND-CP ngay 01 thang 4 
nam 2009 dm Chinh pith sfra di, b6 sung mot so dieu cfm. Nghi dinh so 58/2001/ND-
CP ngay 24 thang 8 nam 2001 ye quan lY va sfr ding con &Au; 

Can ed Nghi. (firth so 110/2004/ND-CP ngay 08 thang 4 nam 2004 dm Chinh 
phit ye cong tac van thu va Nghi (huh cüa Chinh phi! so 09/2010/ND-CP ngay 08 
thang 02 nam 2010 sfra di, bo sung mOt so dieu coa Nghi dinh so 110/2004/ND-CP 
ngay 08 thang 4 nam 2004 dm Chinh phü ve ceng the van thu; 

Can cfr Quyet dinh so 62/2001/QD-TTg ngay 25 thang 4 nam 2001 dm Thu 
Wang Chinh phft ve doi ten Tnrtmg Dai  h9c Su pham Vinh thanh Tnremg Di h9c Vinh; 

Can cfr Quyet dinh se 70/2014/QD-TTg ngay 10 thang 12 ram 2014 tha Thu 
Wang Chinh pha ban hanh Dieu le tnrtmg dai hoc; 

Can ca Thong tu sO 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cfla BO NOi 
vy huang an the thfrc va ky thuat trinh bay van ban hanh chinh; 

Can cfr Th6ng tu so 04/2013/TT-BNV ngay 16 thang 4 nam 2013 cfm BO Nei vi 
huang &in xay dyng Quy che c6ng the van thu, luu tra eüa cac ca quan, tO chfrc; 

Can cfr Quyet clinh so 1386/QD-DHV ngay 22 thang 4 nam 2015 dm Hieu 
trufmg Truong Dai h9c Vinh ve viec ban hanh Quy che t6 chfrc va hoat dong cfia 
Truang Dai  h9c Vinh; 

Theo d'e nghi eüa Truang PhOng Hanh chinh TOng h9p, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy che cong tac van dm, hit tra 
elm Tnrtmg Dai hoc Vinh. 

Dieu 2. Quyet dinh nay c6 hieu lye  ke tir ngay kY va thay the Quyet dinh so 
308/QD-DHV ngay 18 thang 02 nam 2011 dia. Hieu twang Tnreng Di hoc Vinh ye 
vi'ec ban hanh Quy che to chfre hoat dOng Gong tae van thu tai Tnrong Dai he Vinh. 

Dieu 3. Trading the don vi trong toan trtrOng va the tap the, ca nhan c6 lion 
quan chtu trach nhiem thi hanh Quyet dinh nay./.44z  

Nai nhtz'n: 
- Theo dieu 3; 
- BO GD&DT b/c); 
- Ban Giant hi'e'u; 
- Ltru: HCTI4.42/ 

 

GS. 	h )(nail Khoa 



BO GIAO D1JC VA DA.0 TAO 	CONG HoA xA HQI CHU NGHIA VIET NAM 
TWANG DAI HQC VINII 	 DOc lOp - Tv do - Honh phtic 

QUY CHE 
Ging tac van thtr, liru tar cfia Truirng Doi hoc Vinh 

(Ban hanh kern theo Quyit dinh sa1,9 /QD-DHV, ngay 	thang 4 nam 2016 
caa Hieu truOng Twang Dal hirc Vinh) 

Clurcrng I 
QUY DINH CHUNG 

Dieu 1. Phom vi áp dong vi dOi twong áp dong 
1. Quy eh e nay quy dinh cac hoat dOng va van this, ltru tra trong qua trinh quan 

19, chi dao, dieu hanh eüa Tnrong Dai h9c Vinh d thgc hi4n chile nang, nhim vo cUa 
Nha trireng. 

2. Quy che ding tac van this, km tit dirge ap dung th6ng nhat trong tAt ca cac 
don vi, tã chirc thuOc Trueng Dai h9c Vinh (sau day cheav gat tett la cac don vi Ince 
thuac) va cac tap the, ca nhan lien quan. 

Dieu 2. NOi  dung cling tic yin thu, ltru frit 
1. C6ng tac van this bao gam cac cong viec v soan thao, ban hanh van ban; 

quan 47 van ban va tai lieu khdc hinh thanh trong qua trinh hot Ong cita Twang Dai 
h9c Vinh; lap ha so va giao nOp ha so, tai lieu vao Luu frit tmeng; quan 19 va sir dung 
con &Au trong ding Mc van thu. 

2. Cling Mc ltru trir bao gam cac c6ng viec ve thu thap, chinh 19, xac dinh gia 
tri, bao quan, thong ke va sir dung tai 1iu luu trir hinh thanh trong qua trinh hoat dOng 
cüa Trueng Dai h9c Vinh. 

Dieu 3. Trach nhi§m plan 19 
1. Hieu throng chiu tacit nhiem quan 19 Nha nude ve ceing Mc van this, km tit; 

chi dao viec nghien dm, img dung khoa h9c ky thuat va cong nghe th6ng tin vao cong 
tk van this, km tnl. 

2. Throng Ph6ng Hanh chinh Tang hqp ce nhiem vu giUp Hieu truong thkrc hien 
chirc nang quan 19 Nha nude v cong tac van this, km tit; trkrc tip chi dao, tó chat thkrc 
hien c8ng tac van this, km tnt tai Tnring theo cac quy dinh hien hanh cUa Nha nu6c. 

3. The trueng cac don vi true thuOc c6 trach nhiem t6 chi:re, chi dao, kiem tra va 
quan 19 ding tac van this, luu tnü cea don vi minh theo ding cac quy dinh hien hanh ve 
Gong Mc van this, Itru 

4. Can b10 phu trach cling Mc van this, km tra có nhiem vii gulp Truong don vi 
quan 19, ta Ghee thkrc hien dog tac van this, km tra. 

5. M6i can N, vien chirc trong qua With giai 'guy& ding viec có lien quan den 
c8ng Mc van this, km tit phai time hien nghiem chinh Quy the nay va cac quy dinh 
hien hanh cUa Nha nuec v cong tk van this, ltru 



Dieu 4. TO chit van thtr, hru tar Truirng Dai hoc Vinh 
1. Van thu, ltru tit dm Tnreng la met be phan eüa Phong Hanh chinh TOng 

hgp, c6 nhiem vu ginp Trueng ph6ng quan 19 va t8 chat cac hoat Ong ve cong the 
van thu, luu trix theo cac quy dinh hien hanh, thing thoi thuc hien chirc nang van thu, 
hru tit eta Phong Hanh chinh Teng hop. 

2. Ck don vi two  thuoc phai bó tri can b0 lam cong tac van thu, hru trit theo 
the dO kiem nhiem. 

Dieu 5. Trinh dO chuyen mon, nghiep vy cüa can b(i van thir, brut trite 
Hang nam, can b0 van thu, hru dm Trueng Dai  hgc Vinh va cac don vi true 

thuOc Truong; can b0, vien Ghee lam cong tac van thu, hru tn1 duet dao tao, bei 
dung nghiep vn van thu, hru ti-a. 

Dieu 6. Kinh phi cho ho#t dOng van thm hru tit 
1. Kinh phi clang cho c6ng tk van thu, hru ti-it duet sir dung tit ngu6n ngan 

sach cña Nha nuec va cdc nguen hop phap khac cila TruOng. 
2. Kinh phi, trang bj thiet bi kg thuat chuyen clang phpc vu cho cong tac van 

thu, ltru tit cua Tnreng do Twang Phong Hanh chinh Ding hgp de xuAt. Sir dung va 
quan 19 kinh phi dung cho hog d'Ong van thu, luu trit dirge thuc hien theo cac quy dinh 
hien hanh cUa Nha nu6c. 

Dieu 7. Bio v bi Mt trong cling tic van thy, hru tat 
Myi hog dong trong linh we c6ng tac van thu, hru tit phai thuc hien dung quy 

dinh eUa phap luAt va bao v bi mat NM nuec. 

Chtning II 
SOAN THAO, BAN HANH VAN BAN, SAO VAN BAN 

Dieu 8. Hinh that van bin 
Van ban hanh chinh bao gem: c6ng van va cac van ban c6 ten loai khac trong 

Phu hie II dia Quy the nay. 
Dieu 9. The thin, kg thuit, phong chit trinh bay, IMO gi(ty, kieu trinh bay, 

dinh là trang van bin va vi tri trinh bay 
a) The time van ban 
The thirc van ban la tap hgp cac thanh phan cAu thanh van ban, bao gem nhang 

thenh phan chung áp dung doi vei cac loai van ban va cac thanh phan be' sung tong 
nhitng truang hgp euthe  hoac doi vei met so loai van ban nhat dinh. 

b) K9' thuat trinh bay van ban 
Kg thuat trinh bay van ban bao gem khO giay, ldeu trinh bay, (filth le tang van 

ban, vi tri trinh bay cdc thanh phan the time, phong chit, ce chit, kieu chit va cac chi tiet 
With bay khk, dirge áp dung doi vei van ban dirge soan thao ten may vi tinh va in ra 
giAy; van ban dirge soan thao bang cac phucmg phap hay phucmg tin kg thuat khk hoe 
van ban dirge lam ten giAy in'Au in sin; kh6ng áp dung dei vei van ban clugc in thanh 
sach, in tren bao, tap chi va the loai an pham khk. 

c) Ph6ng chit trinh bay van ban 
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Phong chit sir dyng trinh bay van ban tren may vi tinh la phong chit tieng Viet 
dm be ma k),  ty Unicode theo Thu chuan Viet Nam TCVN 6909:2001. 

4. Kh6 giay, kieu trinh bay va dinh le trang van ban 
- Kh6 giay 
Van ban hanh chinh dirge trinh bay tren giay kh6 A4 (210 mm x 297 mm). 
Cae van ban nhu gidy gi6i thieu, gidy bien nhan he sa, phiau girl, phieu chuyen 

dirge trinh bay tren giay kh6 AS (148 mm x 210 mm) hoe ten gib mu in sari (kh6 A5). 
- Kieu trinh bay 
Van ban hanh chinh dirge trinh bay theo chieu dai eUa trang gib kh6 A4 (dinh 

hueng ban in theo chieu dai). 
Twang hgp nOi dung van ban c6 cac bang, Neu nhung kh6ng dirge lam thanh 

cac phi lye rieng thi van ban c6 the dirge trinh bay theo chieu rOng cita trang giAy 
(dinh hueng ban in theo chieu rOng). 

- Dinh le trang van ban (dei veri kh6 giay A4) 
-Fa tren: each mep tren 2cm; 
+ Le' clued: each Sp duei 2cm; 
-Fa trai: each mop trai 3cm; 
±a phai: each mop phai 2cm. 

5. Vi tri trinh bay the thanh phan the thirc van ban tren met trang gib kh6 A4 
dirge thyc hien theo sa de be tri cac thanh phan the thic van ban tai Phy lye  I kem 
theo Quy che nay. 

Dieu 10. Quec hien 
Quec hieu dirge trinh bay tai 8 so 1; chiem khoang 1/2 trang giay theo chieu 

ngang, a phia tren, ben phai. 
Deng chit thir nhat phia ten: "Cc/NG HOA xA 11(11 CHU NGHIA V1tT NAM" 

dirge trinh bay bang chit in hoa, eft chit 12, kieu chit ding, dam; 
Deng chit thir hai phia duei: "Dec lap - Tv do - Haub plait" dirge trinh bay 

bang chit in thueng, car chit 13, kieu chi ding, dam; dirge dat canh giira duel deng thfr 
nhat; &ft cal du eUa cac cym tir dirge vitt hoa, gala cac cym tir c6 gach noi (-), có 
each chit; phia duel c6 du?mg ke ngang, net lie'n, có dO dai bang de dai cita deng chit 
(khong dirge dung lenh Underline). Cy the: 

CQNG BOA XA Hen CHiJ NGHIA VItT NAM 
Dtic lap - Tv do - Hvnh pink 

Dieu 11. Ten co quan, don vi t6 clinic ban hinh van ban 
Ten ca quan, to chic ban hanh van ban dirge trinh bay toi 6 so 2; chiem khoang 

1/2 tang giAy theo chieu ngang, ô phia tren, ben trai. 
Ten ca quan, tO chic chi' quan cAp tren tryc tiep (BO Giao dye va Dao too) 

dirge trinh bay phia tren bang chit in hoa, eft chit 12, kieu chit ding, khong dam. 
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Ten Truong Dai hgc Vinh dugc trinh bay phia deed bang chit in hoa, c6 chit 12, 
kieu chit dung, dam; phia clued co du6ng ke ngang, net lien, co do dai bang 2/3 dO dai 
cila deng chit va dat can 61 so ved ding chit. 

BO GIAO DVC VA DAO TAO 
TRUING D31 HQC VINH 

Trong truOng him don vi truc thuOc truemg ban hanh van ban sir dyng km hanh 
nOi bag trong don vi, thi ten cila don vi duqc dat canh gitra dued (luting ke ngang, trinh 
bay bang chit in thuong, c6 chit 13, kieu chit ding, dam. Vi dy: 

GIAO D1JC VA DA0 TAO 
TRU'ONG DAI HQC VINH 

Thong TO chat Can WO 

Ten viet tat dm Truemg Dai  h9c Vinh trong 1c hieu van ban la DHV. Ten viet 
tat dm cac dun vi tryc thuOc duqc áp dyng theo quy clinh tai Phy lye  so III ban hanh 
kern theo Quy the nay. 

Dieu 12. SO, IcSr hi?u yin bin 
SO, ky hieu dm van ban duqc trinh bay tai 6 so 3, c6 chit 13, fiat canh gala dugi 

clueing ke ngang cüa ten Tnrong. 
- SO ciia van ban la so thir ty dang ky van ban tai van thu phOng Hanh chinh 

Tong h9p. SO dm van ban duqc ghi bang chit so A-rap, b'at du tir so 01 vao ngay dAu 
nam va ket thfic vao ngay 31 thang 12 hang nam. Veil nhimg sO nho hcm 10 phai ghi 
them so 0 phia truot. 

- KS,  h* dm van ban co ten loai bao gm chit viet tat ten loai van ban theo 
bang chit viet tat ten loai van ban va ban sao kern theo (Phi lye II) va chit viet tat ten 
Tnffing (DHV). xy hieu cüa c'Ong van bao gi3m chit viet tat dm ten Truemg va chit viet 
tat ten don vj soon than hoac chit tri soan thao ding van de. Chit viat tat ten the don vi 
true thuOc Tnrtmg theo Phy lyc III. 

SO, 1c5r hieu cita van ban hanh chinh do Trueng Dai hgc Vinh ban hanh duqc 
thyc hien nhu sau: 

- Quy dinh ghi so, Mr hieu cita quyet dinh va cac loai van ban c6 ten loai khac 
bao gOm: ffi "SO" duqc trinh bay bang chit in thuemg. Sau tir "SO" co clan hai cham (:), 
tie') den ghi sO van ban, gach cheo "/", chit viet tat ten loai van ban, gach ngang "-", 
chit viet tat ten Tnx6ng Dai h9c Vinh "DHV". Vi dy: 

Quyet dinh 	So: 01/QD-DHV 
Thong tri 	SO: 02/TT-DHV 
Thong bao 	SO: 03/TB-DHV 
Chucmg trinh 	SO: 04/CTr-DHV 
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- Cach ghi se, kY hieu cüa c6ng van bao gem: S "S6" duce trinh bay bang chit 
in thuang; sau tir "S6" c6 dau hai cham (:), tip den ghi se van ban, goch cheo "/", chit 
viet tat (ten) Tnnang Di h9c Vinh "DHV", gach ngang "-", ten viet tat don vi soon 
thao hoac chit tri soan thao, khong du each. Vi 

S6: 05/DHV-CTCTHSSV 
S6: 06/DHV-HCTH 
S6: 07/DHV-KHTC 
Se: 08/DHV-TCCB 

- Phemg Hanh chinh Teng hap c6 trach nhiem lay s6 van ban hanh chinh cUa 
Nha trutmg chinh xac theo clang quy dinh va theo phan loai van ban hanh chinh. 

Dieu 13. Dia danh vi ngiy, thing, nam ban hanh van bin 
Dia danh va ngay, thang, nam ban hanh van ban dugc trinh bay ti 8 s6 4, bang 

chit in thirang, ca chit 13, kieu chit nghieng; sau dia danh c6 dau phay; duce dat earth 
giaa duai Quoc hieu. 

Dia danh ghi tren van ban dm Tnrerng Dai h9c Vinh la "Nghe An". 
Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban duce ban hanh 

va phai duce viet day da; cac se' chi ngay, thang, nam clang chit se A-rap; &Si yen 
nhang s6 chi ngay nhe hcm 10 va chi thang 1, 2 phai ghi them s6 0 phia tnrac. 

Vi do: Nghe An, ngay 09 thing 01 nam 2016 
Dieu 14. Ten loai vi trich yeu ned dung van bin 
Ten loai va trich yeu nOi dung caa cac loai van ban c6 ghi ten loai duce trinh 

bay tai 0 s6 5a; ten 1ooi van ban (quyet dinh, Ice hoach, bao cao, t6 trinh va cac loai van 
ban Ichac) duce dt canh gift (can dei a giira dang) bang chit in hoa, ca chit 14, kieu 
chit ding, dam; trich yeu nOi dung van ban duce dat oath girra, ngay dual ten loai van 
ban, bang chit in thuang, ea chit 14, kieu chit dung, dam; ben dual trich yeu cep (Luang 
ké ngang, net lien, c6 dO dai bang tir 1/3 den 1/2 di) dai elm dang chit va dat can doi so 
vai dang chit. Vi do: 

QUYET DINH 
Ve vi§c dieu Ong can bi) 

Trich yeu nOi dung ding van dirge trinh bay tai 6 s6 5b, sau chit viet tat "V/v'1 
(ye viec) bang chit in thuang, ea chit 12, kieu chit &mg; duce dat oath giita dual se va 
1c9 hieu van ban, each dOng 6pt vai s6 va k hieu van ban. 

Vi do: 
S6: 123/DHV-TCCB 

V/v nang bac lucmg nam 2016 

Dieu 15. Ni dung, be cyc van bin 
NOi dung van ban duce trinh bay WI 0 s6 6. 
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PS noi dung (ban van) dugc trinh bay bang chit in thuang (dugc dan deu cd 
hai R), kieu cha ding; cia cha 13 (phan l&i van trong mot van ban phdi ding cling met 

chei); khi xueng dOng, chit cthu (Reg phdi lUi vao tir 1 cm den 1,27cm (1 default 
tab); khoang each gift cdc don van (paragraph) tat tir Opt den 6pt; khoang each gifta 
the dOng hay each dong (line spacing) chon t6i thieu tir each dOng don (single line 
spacing) hoac tir 15pt (exactly line spacing) fro len; khoang each tói da giaa the dOng 
la 1,5 d6ng (1,5 lines). 

Doi voi nhcmg van ban c6 phan can eir phdp lY de ban hanh thi sau m& can dr 
phdi xuang dong, cu6i dOng c6 dAu chain phay (;), rieng can cir cuei cling ket thue 
bang du phAy (,). 

Nei dung van ban la thanh phin chit yeu van ban, phai bao darn nhunu yeu cau 
ca ban sau: 

- PhU hop vài hinh thirc van ban duce sir dung; 
- PhU hgp voi dutmg 16i, chit tnrcmg, chinh sdch cim Ddng; phe hop vai quy 

dinh cUa phdp luat; 
- Duce Matt bay ngan gen, re rang, chinh xdc; 
- Sir ding nem ngit viet, each din dat don gian, d hi6u;  
- Deng tix ngit tieng Viet  Nam ph6 thong  (khong  ding tir ngit dia phuang va tir 

ngli rank ngoai nen kh6ng thgc str can thiet). D6i vOl thuat ngft chuyen m6n can xde 
dinh re nOi dung thi phdi dugc giài thich trong van ban. Trong truang hop thge At can 
thiet c6 the ding tir ngfr nude ngoai thi ding tir nguyen ban; 

- Chi dugc viet tat nhang tir, cvm tir theng dvng,  nhang tir thuOc neon ngft ti'eng 
Via a hi6u. Doi yeri nhang tir, cum tit duce sir dung nhieu lan trong van ban thi c6 
the viet tat, nhtmg cdc chit viet tat Mn dau cita tir, cum tir phdi dirge dat trong ngoac 
don ngay sau tir, cum tir do; 

- Khi vin Mn Mn cthu van bdn c6 lien quan, phai ghi My dill  ten loai, se, kY 
hieu van ban, ngay, ththig, nam ban hanh van ban, ten ca quan, tä chirc ban hanh van 
ban, trich yeu nOi dung van ban (doi vai luat va phap lenh chi ghi ten lodi va ten dm 
luat, phdp lenh), vi dv: "... dugc quy dinh tai  Nghi dinh s 110/2004/ND-CP ngay 08 
thang 4 nam 2004 cim Chinh phit ve Ong tdc van thu"; trong the Mn vien dn tip 
theo, chi ghi ten loai va s6, k9 hieu cfm van ban do; 

- Viet hoa trong van ban hanh chinh dirge thge hien theo Phti Ivc IV (Viet hoa 
trong van ban hanh chinh). 

Truang hyp nOi dung van ban dirge be eve theo phAn, chucmg, mvc,  dieu, 
khodn, diem thi trinh bay nhu sau: 

- Phan, chucmg: Tir "PS", "Chuang" va se, thir tr cUa phan, chucmg dugc trinh 
bay tren mOt  thing rieng, canh giUa, bang chit in thutmg, ca chit 13, kieu chit ding, 
dam. Se thir ttreUa phan, chuarig clang chit se La ma. Tieu a (ten) cim phan, chucmg 
dugc dat ngay dmai, canh gicia, bang chit in hoa, ca chit 13, kieu chit thing, dam; 
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- 	Tir "Mgc" va se thirtir tha mgc dirge trinh bay tren met dOng rieng, 
canh glita, bang chit in thuomg, cn chit 13, kieu chit dung, dam. Se thu tg cua mgc 
ding chit se A-rap. Tieu d cUa mgc dirge trinh bay ngay duai, canh giaa, bang chit in 
hoa, en chit 13, kieu chit &mg, dam; 

- 	Tir "Dieu", s6 thir tv va tieu d cUa dieu dirge trinh bay bang chit in 
thunng, each le tit 1 default tab, en chit bang en chit tha phan ltti van (13), kieu chit 
dimg, dam. S6 thir tv cUa dieu ding chit se A-rap, sau s6 thir tv c6 dan chain; 

- Khoan: Se thir to cac khoan trong men mge ding chit s6 A-4p, sau s6 thu tkr 
c6 dau cham, en' chit se bang en chit cUa phan led van (13), kieu chit dimg; n6u khoan 
c6 tieu de, s6 thir tg va tieu d dm khoan dirge trinh bay tren mOt dong rieng, bang chit 
in thunng, en chit bang en chit tha phan 1&i van (13), kieu chit dung; 

- Diem: Thu tg eac diem trong m8i khoan ding cac chit cai tieng Viet theo thir 
tg abc, sau c6 dau ngoac dun  Q),  bang chit in than/1g, en chit bang cer chit eth phan 
Rd van (13), kien chit &mg. 

Twang hgp nOi dung van ban dirge phan chia thanh cac phan, mile  tir, khoan, 
diem thl trinh bay nhir sau: 

- Phan (nu c6): Tir "Phan" va so thfr tv tha phan dirge trinh bay tren met dong 
rieng, canh giaa, bang chit in thutmg, en chit 13, kieu chit dung, dam; se thir tir ell a 
phan clang chit so La Ma. Tieu d dm phan dirge trinh bay ngay du6i, canh giaa, bang 
chit in hoa, en chit 13, kieu chit thing, dam; 

- Mile:  Se thir tv cae mile  ding chit so La Ma, sau co dau cham va dirge trinh 
bay each le trai 1 default tab; tieu de dm mgc dirge thrill bay ding mot hang \nil so thir 
tg, bang chit in hoa, en chit 13, kieu chit dung, dam; 

- Khoan: S6 thit tv cac khoan trong m8i Inge ding chit so A-rep, sau sO thir tv 
c6 dau chain, en chit sO bang en chit cUa phan lni van (13), kieu chit thing; neu khoan 
eel tieu de, so thir tg va tieu de elm khoan dirge trinh bay tren met dong rieng, bang chit 
in thutmg, en chit bang en' chit elm phan led van (13), kieu chit dung, dam; 

- Diem trinh bay nhu trutmg hgp nei dung va'n ban dirge bo eye theo phan, 
chuong, nine, dieu, khoan, diem. 

Dieu 16. Quyen han, chat vu, hy ten va chit ky ciia ngtriri c6 thin' quyen 
Quyen han, chirc vg tha nguni k2 dirge trinh bay tai 6 so 7a; chirc vg lchac elm 

nguai k9 dirge trinh bay du6i, dat canh giaa ô s6 7a; the chit viet tit "TM.", "KT.", 
"TL.", "TUQ." va quyen han, chile vg elm nguai k9 dirge trinh bay bang chit in hoa, en 
chit 13, kieu chit dung, dam. 

1. Quyen han elm nguni14 dirge thge hien nhu sau: 
a) Throng hgp k9 thay tho tatting ea quan, t6 chat thi phai ghi chit viet tat "KT." 

thay) vao Mr& chile vg, sau dau cham "." co du each. Tham quyen dirge k9 thay 
van ban a nguni cap pho tha nguni dung dau cu quan, t6 chire va dirge ghi nhu sau: 

KT. HEW TRU'ONG KT. TRIJOING PHONG 	KT. G1AM DOC 
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b) Tnremg hop van ban Icy thira lenh thU trugng co quan, tó chirc thi phai ghi 
chit viet tat "TL." (thira lenh) vlo truerc chile vo, sau du cham "." ca du each, vi do: 

TL. HIEU TRU'ONG 
TRUING PHONG HAM! CHiNH TONG MR 

c) Tnremg hop k-y thira 	quyen thi phai ghi chit viet tat "TUQ." (thira uyr 
quyen) vao truerc chit Hieu tnremg, sau clau cham "." c6 du each. Ghi rO chat danh, 
ten dun vj, t6 chtle elm ngued k thira ny quyen. Ngued dugc IcY thira u quy'en kh8ng 
dug° ily quyen loi cho ngued khac ky, vi do: 

TUQ. HIEU TRUQNG 
TRICONG PHONG TO CHITC CAN BQ 

2. Chirc vi cua ngued Icy 
a) Chile vi ghi tren van ban la chile NT lath dao chinh thirc elm nguiri kyr van 

ban. Van ban do Hieu tnrang Icy ban hanh ghi "Hieu tnrOng", van ban Icy thay ghi "Pho 
Hieu trugng", khong ghi lai ten Truing Dai hgc Vinh; trir cac van ban lien tich, van 
ban do hai hay nhieu cu quan, t6 chile ban hanh, vi do: 

HIEU TRU'ONG 	 KT. HIEU TRUVING 
PRO HItU TRU'(ING 

b) Chile vii ghi tren van ban Icy thira lenh Hieu twang phai ghi day dü chile 
danh lanh dao chinh thirc va ten don vi, t6 chire, vi do: 

TL. HEW TRCONG 
TRITONG PHONG HANH CHIN!! TONG HQP 

Tnrang hgp can thik, nguoi dugc Icy thira lenh van ban hanh chinh c6 the fly 
nhiem de cap pho elm ngued dung du IcY thay; chile vi ghi tren van ban IcY thay phai 
ghi day cM chin danh lath dao chinh thtirc, khong ghi lai ten dm dun vi to clt, vi do: 

TL. HIEU TR1UIONG 
KT. TRICONG PHONG HANH CHIN!! TONG HOP 

PHO TRU'ONG PHONG 
c) Chtirc vi ghi tren van ban do cac tO chile tu van IA Hei d6ng, Ban Chi do 

thutic the finh \roc, pham vi hoat deng la chile danh lath do trong Ban hoc HOi dong 
elm ngued Icy van ban. 

- HOi ding, Ban Chi do kh6ng duot phdp sir dung con dau elm Twang Dai 
hgc Vinh ghi chilc danh chinh thire theo quyet dinh thanh lap Ban hoc HOi ding d6; 

TM. HO BONG 
	

KT. TRUVING BAN 
CHU TICH 
	

PHO TRU'ONG BAN 
(Chit 1g5, deiu czia to; chtiv) 
	

(Chit 10, dciu cüa td chtec) 
Nguyen Van A 
	

Tran VAn B 
- TnrOng hop cac Ban, HOi citing dugc Hieu trugng cho phep sir ding con du 

cUa Tnremg Dai hoc Vinh thi ngued ky van ban ghi chile danh chinh thirc theo quyet 
dinh thanh lap Ban hoc HOi dng d6, deng thed dued chit Icy ca the ghi chile danh 
lath do trong Tnrong; 
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- Van ban do HOi dong hoc Ban Chi dao ban hanh ma lain dap Nha truang 
lam Cho tich hoac Pho CU. tich; TnrOng ban hoc Ph6 Truemg ban dirge ghi nhu sau: 

TM. HQI BONG 
CHU TICH 

(Chii 1g5. datu cita Trufmg) 
HEW TRUONG TRUONG DAI HQC VINH 

Nguyen Van A 

KT. TRUONG BAN 
P110 TRUONG BAN 

(Chit kir), dciu czia Trufmg) 
PII0 HItt TRU'ONG TRUING DAI HQC YIN!! 

Tran Van B 
- Truemg hgp van ban dm HOi ding hoc Ban Chi dao ban hanh ma lanh dao 

Truang Dai hgc Vinh lam Tatting ban hoc ChU tich HOi dOng va mph dao cat don vi 
thutic Truang lam Ph6 Tnrong ban hoc Pho Chu tich HOi ding thi chirc danh cüa 
ngtrai ky van ban dirge ghi nhu sau: 

TM. HO! BONG 	 KT. TRUtING BAN 
CHIJ TICH 	 PHO TRUONG BAN 

(chit kj5, &flu cita Truerng) 	 (Chit 4, dew cica Tritung) 
PHO HIEU TR1UONG 	TRUONG PHONG TO CHITC CAN BQ 

Trin Van B 	 Le Vin C 
3. H9 ten dm ngueri lcY van ban va h9c ham, hoc vi, danh hien danh dv (nu co) 

dirge trinh bay tai 0 s6 7b; bang chit in thuang, c0 chit 13, kieu chit dung, dam. Ten 
cUa hgc ham, he vi, danh hieu danh du dirge viEt tat, sau lin do có Mu cham 
Trong tinting hop c6 tir 2 he ham, hgc vi, danh hieu tra len thi cat chit viet tat viet 
lien nhau sau Mu cham 0,Ci chit viet tit can ding sau Mu cham c6 Mu each rai 
den h9 ten day do aim nguai IcY van ban. Thir tu trinh bay hgc ham, h9c vi, danh hieu 
nhu sau: hoc ham - hgc vi - danh hieu. Vi dw 

TS. Nguyen Van A 	ThS. Le Van C 
PGS.TS. Trin Van B 	GS.TS.NGUT. Huang Van D 

4. Chit kY cim nguai c6 tham quyen dirge trinh bay tai 8 s6 7c. 
Dieu 17. Diu ding tren van bin 
1. Du cüa Nha tridmg dirge trinh bay tai Os6 8. 
2. Khi dong du len chit ky thi clan phai tram len khoa.ng  1/3 chit ky ve phia 

ben trai. 
3. Dau thing phai r6 rang, ngay ngan, dung chiau va ding ding mire clan mau 

d6 tuai theo quy dinh. 
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3. Vic &mg dau len cac ph n Inc kern van ban chinh do ngu6i 14 van ban quyet 
dinh va dau dirge dong len trang dau, trim len met phan ten cila Triamg hoac ten dm 
plin Inc. 

4. Dau &rap lai dirge dong vao khoang gifra mep phai cila van ban hoac phn lne 
van ban, trim len met phan cac S gi'aty, mei dau dong thi da 05 trang van ban. 

Dieu 18. Noi nh4n 
1. Nai then xdc dinh nhimg ca quan, th chirc, don vi va cá than nhen van ban 

va c6 trach nhiem nhu die xem xet, giai quyet; de thi hanh; a kiem tra, &ram sat; dE 
bac cdo; dé trao di cling viec; de biet va d lira. Nai nhan phai dirge xac dinh va ghi 
cn thE, chinh xac ten tirng ca quan, t6 chic, cá nhan tai phan "kinh gin" va than "nai 
nhan" dm van ban. 

2. Can dr quy dinh cüa phap 141; can eft ehirc nang, nhiem vv,  quyen han cila 
ca quan, tO chirc va quan h Gong tac; can cir you au giai quyet c6ng vie, don vi hoac 
cá nhan soan thao hoac chn tri soon than có trach nhiem dE xuat nhimg Co quan, th 
chuc, don vi va cá nhan then van ban trinh nguerik9 van ban quyet dinh. 

3. Van ban k9 thira uS,  quyen, 1c9 thay, Icy thira l'enh Thu tnrerng, cap c6 tham 
quyen k9 phai giri van ban Thil truOng cap d6 a bdo cdo: Van ban do Pho Hieu 
truerng Ic9 phai giri Hieu truemg a bdo cao; Van ban do TM twang don vi 1c9 thira 
l'enh Hieu truemg thi phai gin Hien truOng, Pho Hieu tnremg phn trdch d bao cdo. 

4. Doi v6i van ban c6 ghi ten loai: Nai nhan bao gem S "Ncri nhan" va phan 
liet ke cac ea quan, t6 chirc, don vi va cá nhan nhen van ban. 

5. Nai nhan dirge trinh bay tai 8 s6 9a va 9b. 
Phan nai nhen tai 8 s6 9a dirge trinh bay nhu sau: 
- Tir "Kinh gin" va ten cac ca quan, t6 chire hoax cá nhan nhan van ban dirge 

trinh bay bang chit in thuOing, c6 chit 14, kieu chit thing; 
- Sau tir "Kinh girl" c6 dau hai cham (:); 
+ Neu Gong van giri cho met ca quan, tó chirc hoac met ca nhan (d6i tugng cn 

thE) thi S "Kinh giri" va ten ca quan, t6 eh& hoac cá nhan dirge trinh bay tren ding 
met dong, vi dn: 

Kinh giri: Be Gido dye va Dan tao 
Kinh Ong Nguyen Van A 

+ TnrOng hop ding van gin cho hai ca quan, tó chire hoac cá nhari tr6 len 
nhung thuOc met nhom doi tugng thi S "Kinh giri" va ten ea quan, t6 chfre, ca nhan 
hoac nhom ca quan, th chit°, cá nhan dirge trinh bay tren cang met deng, vi dn: 

Kinh 	U9 ban nhan dan cdc huyen, thanh, thi thuec tinh Nghe An 
+ Tnrong hop Gong van giri hai ca quan, t6 chirc hoac cá nhan tros len thuoc 

nhieu nhom d6i tuning lchac nhau thi sau "Kinh 	xuting dOng, ten mbti co quan, t6 
chile, ca nhan hoac m6i nhom co quan, t6 clam, ca nhan thuee met nhom doi Song 
dirge trinh bay tren met thing rieng, dau dong cho gach clau deng (-), cuoi dong c6 dau 
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chain phAy (;), cuoi dOng cuoi ding c6 dau chArn (.); cac gach du (long duce trinh bay 
thang hang theo chieu due voi nhau duti clau hai chAm (:), vi du: 

Kinh 
- Cac phong TCCB, KH-TC, HCTH, ICH&HTQT; 
- Cac khoa SP Toan hoc, Kinh ta, Hod hoc; 
- Chit tich C6ng doan, BI thu Doan TN, Chu tich HOi SV. 

Phan nal nhan tai 8 s6 9b 	dung chung doi vOi van ban hanh chinh) dugc 
trinh bay nhu sau: 

- Tir "Nai nhan" duge trinh bay tren mOt clang Hong (ngang hang voi dOng chit 
"quyan han, chile vu cUa ngutri 14" va sat ià trap, sau GO dAu hai cham (:), bang chit in 
thutmg, ca chit 12, kieu chit nghieng, dam; 

- Phan ha k8 cac ca quan, t6 chirc, dan vi va cá nhan nhan van ban ducre trinh 
bay bang chit in thutmg, cO• chit 11, kieu chit dimg va sat le trai; ten m6i ca quan, t6 

dan vi va ca than hoc m8i nh6m ca quan, t6 chüo, dan vi nhan van ban duce 
trinh bay teen mOt thing Hong, dan clang c6 gach dan dOng (-), cuoi (long c6 dau cham 
phay; Hong dOng at& cling bao gam chit "Luu" sau dO ca dau hai °ham (:), tip theo la 
chit viet tat "HCTH", &Ay phay (,), chit viet tat ten don vi (hoac b0 phan) soan thao van 
ban va só luong ban luu (chi trong nhang tnreng hop can thiet) dugc dat trong ngoac 
don, mei cling la dau chain (.). 

VI du: 	 Noi nhOn: 
- Nhu ten 	t/h); 
- Ban Giam hien (de b/c); 
- C8ng doin, Doan TN, H8i SV (de p/h); 
- Lutt: HCTH, TCCB (2). 

Dieu 19. Mut d khin, 
1. Mire do khan, dau chi dO khan. 
a) Van ban dugc xac dinh 3 mire dO khan: H6a toe, Thucmg khan, Khan. 
b) an cfr tinh chat, mac do can duce chuyan phat nhanh, van ban duce xac 

dinh theo dO Ickes' can thiet. 
c) Tnrimg hop van ban c6 tinh chat khan, dan vi hoc cá nhan soan thao van 

ban de xuat do khan, trinh ngu6i 00 tharn quyan Ic9 van ban guy& dinh. Khi dO, van 
ban duge dOng dau do khan tuang img duqc quy dinh tai khoan a, diau nay. 

2. Mat, dau chi do mat: 
a) Van ban ban hanh c6 nOi dung nam trong cac pham vi quy dinh tai diau 1, Quyet 

dinh sot  32/2005/QD-TTg ngay 07/02/2005 dia. Thn tuOng Chinh phU ye danh nauc bi mat 
NM nuok do "TM mat" trong nganh gido duc phai duce thing dAu "TM mat". 

b) Van ban ban hanh c6 nOi dung nam trong cac pham vi quy dinh tai dieu 1 
Quyet dirth s6 160/2005/QD-BCA(A11) ngay 23/02/2005 dm BO trutmg BO Cong an Ira 
danh nnic bi mat Nha nuot do "Mat" trong nganh gido due phai dugc dOng (FL "Mat". 
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c) Viec xac dinh va you cku dong dau dO tuyet mat, tai mat, mat va Mu thu hai 
dôi vai van ban c6 nOi dung 131 mat Nha nu& phai duce thoc hien theo quy dinh cüa 
phap luat v bao v hi mat Nha nuac. 

Dieu 20. Cac thanh phen the thiit khic 
Cac thanh phan the tint° khac duce trinh bay nhu sau: 
1. Cac chi dan va pham vi km hanh nhu "tra lai sau Ichi hop (hOi nghi)", "xem xong 

Ira lai", "ltru hanh n'Oi b0" dOi vai nheng van ban c6 pham vi, ä6 tuemg ph6 bin, sir clung 
hart che hoc chi clan va do thao van ban nhu "do thao" hay "do thao Mn ..."; c6 the duce 
anti may hoc clang con Mu khac san a clang len van ban hoc do thao van ban. 

- Ck chi dan ve pham vi luu hanh duge trinh bay tai s6 11; ck coin tir "tra lai sau 
khi hop (hei nghi)", "xem xong 	"ltru hanh nOi b0" duce trinh bay can Mi trong met 
Ichung hinh chit nhat vien don, bang chit in hoa, ca chit 13, kieu chit dimg, dm; 

- Chi dan ve do thao van ban duce trinh bay tai o s6 12; tir "do thao" hoc cum 
tir "do thao Mn ..." duce trinh bay trong met khung hinh chit nhat vi'en don, bang chit 
in hoa, c'Cr chit 13, Icieu chit ding, dam; 

2. Nhimg van ban can duce quan 157 chat the ye s6 lugng ban phat hanh thi 
hieu nguiri danh may va s6 luong ban phat hanh duce trinh bay tai 6 s6 13; 14 hieu 
bang chit in hoa, so luemg ban bang chit sO A-rap, eft chit 11, kieu chit &mg; 

3. Dia chi ea quan, tO chile; dia chi E-mail; dia chi tren mang (Website); s6 din 
thoai, s6 Telex, so Fax duce trinh bay tren trang Mu etia van ban, tai 6 so 14, bang chit 
in thuang, c chi: tir 11 den 12, kieu chit dirng, duai met duang ke net lien kdo dai het 
be ngang cfta yang trinh bay van ban; 

4. Phi lye va'n ban: IChi van ban c6 pho loc kern theo thi trong van ban phai có 
chi clan "Pho loc kern theo". Pho loc kern theo van ban duct trinh bay tren cae trang 
rieng; tir "Pho lye" va s6 thir to (tenth bay bang chit sO La ma) dm pho loc (twang hop 
c6 tir hai pho lye frâ len) duce trinh bay tren mot clang hong, canh gifta, bang chit in 
thuang, 0 chit 13, kieu chit ding, dam; tieu de (ten) dm phn lye duce trinh bay a 
dang dual, canh gifta, bang chit in hoa, c chit 13, kieu chit ding, dam; phia dual. ten 
caa pho lye ghi trong Mu ngoac don kern theo van ban so /..., ngay/ thang/ nam don 
yi, to elute ban hanh van ban, kieu chit thuang, ca 13, nghieng; phia duth c6 &rang ke 
ngang lien net, canh giita. Vi do: 

Phti lye III 
VIET TAT TEN CAC DON VI TRI/C THUOC TRUING 

(Kern theo Qui/it OA so: 	/QD-DHV, ngay thang 4 nam 2016 
cua Hieu trulang Trwang Dgi hoc Vinh) 

Sau chit cuoi cling eita ban pho loc hoc duai deng chit cuoi cung caa ban pho 
loc c6 chit 14 nha cUa Thu truang don vi son thao van ban; trong truang hop dac bit 
IA chit 14 nhe cUa ngtrai 14 van ban. 
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5. SO trang cUa van ban dugc trinh bay tai g6c phai, a nu& trang giay (phAn 
footer), bang chit stS A-rap, cet chit 13, kieu chit dung, kh6ng danh s6 trang thir that. 

trang cüa phy lye dugc danh s rieng theo tang phi lyc. 
6. Mu chit va chi Bet trinh bay cac thanh phan th'e thIrc van dugc minh hoa tai 

Phy lye  V kern theo. MAu trinh bay mOt sO loai van ban hanh chinh dirge mirth hoa tai 
Phy lye VI kern theo. 

7. The thirc va ky thuat trinh bay van ban chuyen nganh; van ban trao doi vei ca 
quan, tó chirc hoc ca nhan nu& ngoai: Do cac dan vi de xuat, phi:Mg Hanh chinh 
Tong hop chiu trach nhiem dieu chinh hoac thong nhit kien vai cac don vi ve tang 
the loai cy the, sau do trao doi, thong nhAt vOl phang Khoa hoc va Hgp tac qutic tE, 
trinh Hieu truang ky quyet dinh quy dinh cy the ve the unit va ky thuat trinh bay cac 
loai van ban nay. 

Dieu 21. Sao van bin 
1. Cac hinh thirc sao van ban bao g6m: sao y ban chinh, sao lyc va trich sao. 
a) "Sao y ban chinh" la ban sao tir van ban chinh va dugc sao day dU, chinh xac 

nOi dung cila van ban Ice ca chit ky, con dau, ncri nhan. 
b) "Sao lye" la ban sao day dü, chinh xac nOi dung dm van ban dugc thyc hien 

tir ban "Sao y ban chinh"; ca day äü 2 chit 14, 2 con dau va ncri nhan. 
c) "Trich sao" la ban sao mOt phan nOi dung ell a van ban va duce thyc hien tir 

ban chinh. 
2. The thirc ban sao 
Ban sao van ban phai co dü cac the thirc: ghi re hinh thirc sao; ten Tnrang Di 

hoc Vinh; se, va kY hieu ban sao; dia danh, ngay, thang, nam thyc hien ban sao; chit 
hg ten cna nguai co tham quyen sao; dau cUa Twang; nal nhan ban sao. 

3. Quy dinh ve ban sao 
a) KY hieu ban sao: 

- Sao y ban chinh: SY 	- Sao lye: SL 	- Trich sao: TS 
b) Ban sao y ban chinh, ban sao lye va ban trich sao thyc hien theo dung quy 

dinh tai Quy che nay ce, gia tri phaplY nhu ban chinh. 
c) Ban chyp ca dau va chit IcY dm van ban (ban photocopy) chi c6 gia tri thang 

tin, tham khao. Khi girl ban photocopy kern theo van ban chinh thi trong van ban chinh 
phai ghi r6 "ban photocopy kern theo". 

4. Ky thu4t trinh bay cac thanh phan the thee ban sao 
Vi tri trinh bay cac thanh phan the till= ban sao van ban tren mOt trang giAy kit6 

A4 dugc thyc hien theo so d bó tri cac thanh phan the thfrc ban sao van ban theo Phi 
lye I cña Quy che nay. 

a) Cac thanh phan the thirc ban sao dugc trinh bay tren ding mOt trang giay, 
ngay sau phan cuOi ding dm van ban dugc sao, la mOt du?mg Ice net lien keo dai het 
chieu ngang eUa Wing trinh bay van ban. Duch throng net ke lien la phan the thirc ban 
sao, gOm: 
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- Ten dm Twang duce ghi theo khoan 1, dieu 11; 
- Ten ban sao in hoa, chit ding, in dam; 
- SO va k9 hieu ban sao: sau "SO:" la s6 ban sao, net gach cheo "/", ky hieu ban 

sao, khong clan each; 
- Dia danh, ngay, thang, nam thtrc hien ban sao; 
- Chirc danh cüa ngtred co tham quyen k9 ban sao, 
- Chu ky, ho va ten dm ngued ky; 
- Con &Au elm Tnrang Dai hoc Vinh; 
- Nai nhan ban sao. 
b) Chirc danh va chit ky tren ban sao duce ap dung theo Khoan 1, Khoan 2, 

Khoan 3, Khoan 4 Dieu 16 dm Quy eh e nay; con dau duqc áp dung theo Khoan 1, 
Dieu 36 va ncd nhan duge thue hien theo Khoan 4, Di'eu 18 dm Quy che nay. 

c) Vi tri trinh bay the thanh phan the thire ban sao ten trang giey kite A4 duqc 
thue hien nhu sau: 

BO GIAO DVC vA DAO TAO 	 SAO Y BAN CH1NH 
TRIAING DAI HQC VIM! 	 Nghe An, ngay thang nam 

So: 	/SY 

Noi 
- Ban Giam hiu; 
- 	chit°, &al vi, cá nhan)...; 
- 	HCTH,... 

TL. HItt TRUOING 
TRIYONG PHONG HCTH 

Nguyen Vin A 
Dieu 22. Soya thio yin bin 
1. Thu tnrang don vi duvc giao sop thao chiu trach nhiem ve trinh ta, the thirc, 

noi dung va tinh phap 19 tha van ban. PhOng Hanh chinh TOng hap co trach nhiem ra 
soat, kiem tra, nhan ban, lam din tuc de ban hanh van ban va bao yen ban luu. Khi 
phat hien van ban có sai sot ve trinh ta, the that, tinh phap 19 hoc nei dung, Phong 
Hanh chinh TOng hap se tra lai don vi chit tri soan thao de thac hien vice sira chin 
theo quy dinh. Doi vdd van ban mac 1i sai sOt da ban hanh, don vi chit tri son thao 
can ra van ban dinh chinh hoe ban hanh van ban mad a thay the. 

2. Van ban chinh thire gin di cdc nude, cac t6 chile qu 6c te hoSe t6 chine, ca 
nhan ngued nude ngoai phai duqc viet bang tieng Viet va kern theo ban dich khong 
chinh thirc bang tieng nude ngoai tucmg (mg. 

3. Cat van ban, tai lieu mang tinh trao doi th6ng tin kh6ng chinh thire co the 
viet bang tieng nude ngoai tuang img hose met trong the thin tieng thong dung quoc 
te: Anh, Phap, Dire, Nga, Trung Quoe, Tay Ban Nha. True:mg hem nay khong nhat thiet 
kern theo ban tieng Viet. 

4. Vic son thao van ban hanh chinh duce quy dinh nhu sau: 
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a) Can cir tinh chat, nOi dung dm van ban can soan thao, nguai dung dau cac 
don vi giao cho cá nhan, mOt nh6m sop thao hoc chit tri sop thao; 

b) Dan vi hoe cá nhan chfr tri soon thao e6 trach nhiem thgc hien cac cong 
viec sau: 

- Xac dinh hinh thue, nOi dung va dO mat, dO khan elm van ban can sop thao; 
- Thu thap, xir 19 thong tin c6 lien quan; 
- Soan thao van ban; 
- Trong twang hgp can thiet, de xuat vai nguai ding dau don vi viec tham 

lchao 9  kien dm the don vi,  Ca nhan c6 lien quan; nghien elm Hap thu 9  kien de hoan 
chinh ban du thao; 

- Tr-111h duyet ban dg thao van ban kern theo tai lieu c6 lien quan; 
- Ban dg thao phai dugc trinh bay dung the thin van ban, r0 rang, a dge. 
6. Viet hoa tong van ban theo phep flat can; viet hoa danh tCr Hang chi ten nguai; 

viet hoa theo ten dia. 19; vi6t hoa ten ca quan, tã chin va viet hoa the truang hgp khde 
dugc thin hien theo Phu lye IV (Viet hoa tong van ban hanh chinh) kern theo Quy che 
nay. 

Dieu 23. Kim tra van ban 
1. Doi vei van ban trinh lanh dao Tnrang k9 ban hanh 
a) Nguai dimg dau don vi chit tri sop thao van ban phai Hem tra và chin trach 

nhiem ye do chuan xdc cIta noi dung van ban, k9 nhay vao cuoi nOi  dung van ban (sau 
dau ./.) tnrec khi trinh lanh dao Truang k9 ban hanh; khi trinh Winn dao Truang k9 van 
ban phai kern theo day dli cac ha so, tai lieu c6 lien quan. 

b) Phong Hanh chinh Tang hgp, b0 phan Phdp che c6 trdch nhiem ra soat, kiem 
tra lan cu6i va chju trach nhiem ve th'e thirc, ky thuat trinh bay, thir Mc ban hanh van 
ban dm Nha twang theo dung quy dinh tai Quy thE nay va phai k9 nhay vao vj tri 
al& cling a "Nai nhan". 

2. Doi v6i van ban do Twang don vi k9 thira u9 quy6n, k9 thin lenh Hieu 
twang (quy dinh tai Khoan 4, IChoin 5, Khoan 6 Dieu 24 cila Quy che nay) 

a) Nguai duce giao soar' than van ban phai kiem tra va chiu trach nhiem va dO 
chuan xac tha nOi dung van ban, k9 nhay vao can niN dung van ban (sau dau ./.) tithe 
khi trinh Twang don vi duce uST quyen hoc thin lenh k9 ban hanh; khi trinh k9 van 
ban phai kern theo day dir cac h6 so, tai lieu c6 lien quan. 

b) Phang Hanh chinh Tong hgp, b0 phan Phap che c6 trach nhiem ra sok, kiem 
tra 16 cuei va chin trach nhiem ve the thirc, ky thuat trinh bay, thir tue ban hanh van 
ban elm Nha tnrang theo dung quy clinh tai Quy che nay va phai k9 nhay vao vj tri 
cuoi ding a "Nai nhan". 

3. Van ban gill cap ten, van ban ltru tit phai la van ban &we k9 true ti6p elm 
nguari c6 tharn quy6n (khong là van ban photocopy chit k9). 

X Dieu 24. Trach nhiem tham quyen kt van ban 

15 



1. NguOi k9 ban hanh van ban phai chiu trach nhiem tnrot phap luat v nOi 
dung, trinh tv, the thirc va ky thuat trinh bay eila van ban da ban hanh. 

2. Hieu trueng V the van ban gfri ra ngoai throng va cac van ban ve nhang van 
de trong yeu eta Tnreng. Trong mOt s6 trutmg hop cv the va can thiet, Hien truOng c6 
the ay guyen cho PhO Hieu truamg k thay Hieu truang the van ban nOi teen. 

3. Ph6 Hieu truong k thay Hieu trueing ban hanh the van ban thuOc pham vi 
lath vvc da dugc Hieu truamg phan ding phi trach. 

4. Trong mOt s6 tn.rOng hop can thiat, Hien twang co the u57 guyen cho mOt s6 
Truomg don vi k thira uST guyen van ban. Viec giao k9 thira uST guy'en phai dugc guy 
dinh bang van ban va gidi han trong mOt tiled gian nhat dinh. Ngubi dugc k3 us, quyen 
khong duce uy quyen 1i cho nguai khae ky. 

5. Hieu truang fly nhiem cho Trueng met s6 don vi 147 thira lenh mOt s6 van 
ban hanh chinh ye chuyen mon, nghiep viz theo chfre nang, nhiem vv va pham vi dugc 
phan c6ng. Viec phan cap tham quyen ky van ban thda lenh Hieu tnreng va dong dau 
cüa Trutmg ce quyet dinh riong. 

6. Trueng Phong Hanh chinh Ping hop thfra lenh Hieu trueng ky cac van ban 
trieu tap hOi nghi, hi thao, mei hop trong pham vi Twang; dang V con dau Tnramg, 
gith thieu chit V lath dao; k cac ban sao y, sao lac, trich sao; k giay gidi thieu cho 
can be, vien chIrc trong pham vi, tinh we duce phan c6ng pho trach, gidy gith thieu 
phai ghi r6 ho ten, chfre vv, don vi, nOi dung clang tae, thOi han gia tri va phai dang 
lAy s6, vao s6 tai Pheng Hanh chinh 'Ring hgp. 

7. Trueng cac don vi dug° thira lenh V, ban hanh van ban hanh chinh ve 
chuyen m6n, nghiep vv co the fly nhiem de cAp pho kyi thay trong cac trutmg hop cdn 
thiat theo chirc nang, nhiem vii duqc giao. 

8. Khi k9 van ban khong duce dang but chi, kh6ng ding mvc do, mvc den hoc 
the loai mvc a phai mau. 

Dieu 25. Nhin bin 
Vic nhan ban phai bao dam nhang you cAn sau: 
1. Nhan ban dOng s6 luong guy dinh. 
2. Gift gin bi mat nOi dung van ban va thvc hien nhan ban theo ding thOri gian 

guy dinh. 
3. Vic nhan ban van ban mat duqc thvc hien theo guy dinh tai  Khoan 1 Dieu 8 

eUa Nghi dinh s6 33/2002/ND-CP ngay 28 thang 3 nam 2002 eila Chinh phi! guy dinh 
chi tiet thi hanh Phap lenh Bao v bi mat Nha nu&c. 

Chuang III 
QUAN IS VAN BAN DEN, VAN BAN DI, QUAN Lt CON DAU 

Mile 1 
QUAN LI? VAN BAN DEN 

Dieu 26. Trinh tv quail i van ban den 
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1. Tat ca cac loai van ban quy pham phap Vet, van ban hanh chinh, van ban 
chuyen nganh, van ban met, dirge gad tnic tip, giri qua bin din hose chuyen qua 
mang Internet, E-mail, ban Fax va don, thu gui d'en Tnrtrng Dai hoc Vinh dirge goi 
chung la van ban den. 

2. Van ban den, trir the loai van ban de bia c6 quy dinh rieng eUa phap Iva 
du phai dirge quan ly tep trung, thong nhat tai van thu cüa Truang va duce thvc hien 
theo trinh tv sau: 

a) Tiep nhen, clang ky van ban den. 
b) Trinh, chuyen giao van ban den. 
c) Theo dOi, don doe viec xi( 19, giai quyet van ban den. 
Dieu 27. Tip nhan van ban den 
1. Khi tip nhen van ban den dr mcd ngu6n, trong gia hose ngoai gia lam vice, 

can bØ van thu hok ngutd dirge giao nhiem vv tip then van ban phai kiem tra so b0 
ve s6 lugng, tinh trang bi, noi nhen, day niem phong (nu c6)...; d6i yeti van ban met 
den, phai kiem tra, doi chieu voi ncd gài tnrerc khi nhen va kY nhen; doi vai van ban 
de'n dirge chuyen phat qua may Fax hoc qua mang Internet, E-mail, can b0 van thu 
cling phai kiem tra v sO lugng van ban, s6 lugng trang ca a m6i van ban. 

2. Van ban khan den ngoai gia lam viee, ngay IL ngay nghi, thi can b0, vien 
thire tip nhen c6 trich nhiem k9 nhen va bao cao ngay veri Hieu truong hoc Twang 
Phong Hanh chinh Tang hop de xrr 19. 

3. Phan loai, xü ly so b0, bac bi va'n ban den 
a) Loai van ban thong bac bi: bao g6m cat b1 van ban gài cho tó chat Dang, 

cae cloth the trong Truang; cac bi van ban gai dich danh ngued nhen; ck bi gin theo 
chat danh Hieu tnrang, Phi:5 Hieu truOng, Twang phong, Gram dot e, Tnrang tram, 
Truerng ban...; the bi van ban giri cac khoa, cao don vi phong, ban, trung tam, tram...; 
gfri lath dao cac don vi trve thuoc. 

b) Loai van ban do can b6 van thu b6c bi: bao gam Vat ca ck loai bi gUi Twang 
Dai hoc Vinh; lath dao Truang Dai hoc Vinh... 

c) Doi voi bi van ban ghi "Met, Tuyet met, TM met", viec bOc N dirge thve hien 
theo quy dinh tai Th6ng tu s6 12/2002/TT-BCA(A11) ngay 13 thang 9 nam 2002 Gila 
BO C6ng an huang dan thvc hien Nghi dinh s6 33/2002/ND-CP ngay 28 thang 3 nam 
2002 dm Chinh pint quy dinh chi tie't thi hanh Phap lenh Bao v bi met Nha nuae. 

d) Nhthag bl c6 (tong cac clau dO khan an clirge bOc hulk de giai quyet kip thed; 
d) KhOng gay hi hai doci voi vthi ban trong bi; lcheng lam mAt s6, k9 hieu van 

ban, dia chi co quan gin va thu btru din; can soth lai bi, tranh a sot van ban; 
e) Doi chieu s6, ky hieu ghi ngoai bi ved so, ky hieu elm van ban trong bi; 

truemg hgp phat hien c6 sai sat, can thong bao cho ncri girl bit de giai quyet; 
g) Neu van ban den co kern theo phieu gUi thi phai dolt chieu van ban trong bi 

ved phieu gai; khi nhen xong, phai k9 xac nhen, thing thu vao phieu gUi va gin tra lai 
cho nai gfri van ban; 
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h) DOi ved don, thu khieu naf,  te cao và nhiing van ban can dirge kiem tra, xac 
minh mOt diem gl do hoac nhcmg van ban ma ngay nhan each qua xa ngay thang eda 
van ban thi can gift lai bi va dinh kern vOi van ban de lam bang chung. 

4. Wing dau "Den", ghi so va ngay den 
- Tat ca van ban den (bao gom cd ban chinh, ban Fax hoac ban in qua mang 

Internet, E-mail) thuec loai clang ky tai van thu phai dirge demg dau den; ghi so den va 
ngly den (ke ca gia den trong nhung truang hgp can thiet). 

- Dai veri ban fax, phai chyp lai tnrept khi thing (tau Den; doi voi van ban duce 
chuyen phat qua mang, trong truang hgp can thiet, co the in ra va lam thd tuc thing 
d'au Den. Sau de, khi nhan dirge ban chinh, phai thing dau Den van ban chinh va lam 
thd tne dang k9 (s6 den, ngay den IA se va ngay da dang kY a ban fax, ban chuyan 
phat qua mang). 

- Dei vat nhang van ban gui den khong thuOc din dang ky tai van thu thi 
khong phai &Mg dal' "Den" ma dugc chuyan cho don vi hoac cá nhan eó tham quyen 
giai quyet. 

- Dau "Den" dirge dong re rang, ngay ngan vao khoang giAy tong, cluari se, ky 
hieu (dOi vai nhOng van ban co ghi ten loai), duai trich yeu nOi dung (doi vOi cong 
van) hoac vao khoang giaty tr6rig phia clued ngay, thang, nam ban hanh van ban. 

Dieu 28. Bang kY van ban den 
1. Van ban dan phai dugc clang ky vao sO dang ky van ban va ca sà dft lieu 

quan ly, theo dOi van ban ten may vi tinh. Khi clang ky van ban, can bao dam rO rang, 
chinh xac; khong viet bang bdt chi, bid rmic den khong viet tat nhilng tir, cum tir khong 
th8ng dung. 

2. Dang ky van ban den bang co se du 1iu eOffice tren may vi tinh tai Phong 
Hanh chinh Tong hgp. 

Dieu 29. Trinh vi chuyen giao van ban den 
1. Sau khi dang k9 tai van thu, van ban den phai dirge kip thai trinh Hieu 

tnramg NM twang qua eOffice de xfr 157; twang hgp khan, mat thi trinh true tiep. 
2. Can dr vao nOi dung dm van ban den; quy che lam vie cUa ca quan, to 

chirc; chirc nang, nhiem vu cUa the don vi, cã nhan trirc thu0c, van ban den dugc Hieu 
twang Nha truang chuyen giao (qua eOffice) ted the don vi hose cá nhan giai quyet. 

3. Vice chuyen giao van ban phai dam bao chinh xac, dting dOi ttremg va gift gin 
bi mat nen dung van ban. 

Dieu 30. Theo dbl., don Mc viec giai quyet van ban den 
1. Phong Hanh chinh Tong hgp hang ngay theo dOi tinh hinh xfx lY van ban den 

tren eOffice cii a cac dun vi, cá nhan, don dee cac don vi, ea titian giai guy& van ban 
den theo flied han oda dirge an dinh. Hang thang tOng hgp firth hinh xft ly van ban den 
elm cac don vi, ca nhan bao cao Hieu truemg. 

2. Del vied van ban den co &mg dau "Tai lieu thu hOi", can b0 van thu co trach 
nhiem theo dOi, thu h6i hoac grid tra lai nai gôi theo dUng thai han quy dinh. 
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Myc 2 
QUAN Lt VAN BAN DI, QUAN Li? CON DAU 

Dieu 31. Trinh tier quan 1Y yin bin di 
1. Tat ea the loai van ban tha Tnrarng Dai hoc Vinh gin di eac ca quan, t6 chirc, 

cá nhan dirge goi chung la van ban di. 
2. Van ban di, tit the loai van ban dc biat co quy dinh Hong aim phap luat du 

phai dirge quart 19 va thyc hien theo trinh tit sau: 
a) Kim tra hinh thirc, the thuc va ky thuat trinh bay van ban; ghi so, k9 hieu va 

ngay, thang, nam dm van ban; 
b) Bong dau co quan va dau mire do khan, mat (nu c6); 
c) Bang ky van ban; 
d) Lam thu tyc chuyen phat, theo dei viac chuyen phat qua van ban va qua eOffice; 
d) Bang tai ten Website Truang Dai hoc Vinh (nau can); 
e) Liru van ban di. 
Dieu 32. Kim tra the thik, hinh that yl k5 thuit trinh bay cfia yin bin di 
1. Gong tac kiem tra van ban can dirge than thU theo the quy dinh ghi tai Dieu 

23 &la Quy die nay. 
2. Tnzarc khi thyc hien cac c6ng viac cuOi cling de phat hanh van ban, can be) 

van thu can hem tra 14i vE the thirc, hinh thirc, tharn quyen ky va ky thuit trinh bay 
van ban; neu phat hien co sai sot, phai kip thai bao cao nguari co trach nhiam xem xet, 
giai quyet. 

Dieu 33. Ding kY yin bin di 
Van ban di phai dirge clang kY vao sO dang ky van ban di va dang nhap ca set dit 

lieu quan 19, theo depi van ban di tran may vi tinh. Khi clang ky, vao so van ban di an 
bao dam re' rang, chinh xac; kh6ng viet bang bilt chi, bilt mire do; kheng vi6t tit nhang 
tit, cym tir khong thong dung. 

1. Bang kY van ban di bang s6 clang ky van ban di tai Phong Hanh chinh Teng 
hop. 

2. Bang ky van ban di bang ca s6 dU lieu teen may vi tinh: sir dung  phan mem 
eOffice. Deng than, thue hien theo cac van ban quy dinh hien hanh yE img dung ding 
ngha thong tin trong van thu - luu trit cUa NM nuare va dm BO Ciao due va Dao tao. 

Dieu 34. Ghi s6, ngay, thing yin ban di 
1. Ghi sO elm van ban 
a) Tat ca van ban di dm Truang Dai h9c Vinh, trir cac twang hgp phap luat ce 

quy dinh Hang, deu dirge ghi theo h thong so chung tha Tnriang, phan loai van ban va 
dirge vao se clang ky do van thu Trirang quan ly. 

b) Viac danh so van ban hanh chinh dirge thirc hien theo quy dinh tai Dieu 12 
tha Quy ch'e nay. 

2. Viac ghi ngay, thang, nam dm van ban dirge thirc hien theo guy dinh tai Dieu 
13 cua Quy che nay. 
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Dieu 35. Dang du Truirng va dau met do khan, m'at 
1. Deng dau Trutmg thirc hien theo quy dinh tai Dieu 17 eila Quy the nay. 
2. Deng clau de khan, mat 
Viec thing dau cac do khan "Hod tee" (ke ca "Hoa tee hen gie", "Thugng khan" 

va "Khan"), cac do mat ("Tuyet mat", "DM mat" va "Mat"), dau "Tel lieu thu Wei" ten 
van ban dirge thirc hien theo quy dinh tai khoan 2 dm Th'Ong tir se 12/2002/TT-BCA 
(A11); Vj tri deng clau de khan, dau dO mat va S "Tai lieu thu her tren vAn ban 
dugc thirc hien theo quy dinh tai cac Dieu, Khoan tha Dieu 19 Quy che nay. 

Dieu 36. Chuyen phat van ban di 
1. Lap the tue, ehuyen phat va theo del viec chuy'en phat van ban di 
a) Lap thil tuc phat hanh vAn ban 
- Lira chgn bi, c6 do day va kich dm& bi cho phü hgp. Bi van ban GAM dirge 

lam bang loai giay dai, ben, kho Sin nude, kh8ng nhin thau qua duet. Bi Van ban mat 
dugc thirc hien theo quy dinh tai khoan 2 cilia Th6ng tir se 12/2002/TT-BCA (All). 

- Trinh bay bi va vidt bi vAn ban va each viet bi dirge thirc Men theo hueng dn 
tai Phu hie VI ban hanh kem theo Quy the nay. 

- BO van ban vao bi thu va dan bi. Tu9 theo s6 lugng va do day cil a van ban ma 
lira chgn each gap van ban de van H. Khi gap vAn ban c'An kru det mat giay c6 chit 
vao trong. Khi dan bi, can ltru kh6ng de he dan dinh vao vAn ban; mep bi phai dirge 
clan kin va khong bi than. He dimg de clanblphai c6 de kat dinh cao, kh6 b6c. 

b) D'au do khan, dau chit Ic9 hieu do mat va dau klik len bi phai dirge dong 
deng nhu dau dong tren van ban trong bi. 

c) Viec &ring &Au "Chi ngtrei c6 ten mei dirge bOc bi" va the dau, chit k9 hien 
dO mat tren bi van ban mat dirge thirc hien theo quy dinh tai khoan 2 va 3 eila Thong 
Pr s6 12/2002/TT-BCA (A11). 

2. Chuyen phat vAn ban di 
a) Chuy'en giao van ban truc tiep cho the dan vi, cá nhan trong Trirtmg 
- Viec chuyen giao van ban dirge thire hien tap trung tai van thu. Don vi than 

vAn ban chuyen giao phai ghi vao se dAng k9 c8ng vAn den dm don vi. 
- Khi chuyen giao vAn ban cho the don vi, ca nhan trong Trueng, the van ban 

quan treng va cdp thiet, ngtrei than vAn ban phai ksr nhan vao s6 theo dOi dm van thu. 
b) VAn ban di do can b0 van thu hoac ngutri dirge giao nhiem vg chuyen true 

tiep cho the co quan, t6 chfre khan du phai dugc clang k9 vao s6. Khi chuyen giao vAn 
ban, phdi you eau ngutri than 1(9 nhan van se. MAu so va viec ghi so dirge thin hien 
theo quy dinh coa Nha nude. 

c) Chuyen phat vAn ban di qua he thong buil dien deu phai dirge dAng k9 vao 
se. Khi giao bi van ban, phai yeu eau than vien buu dien kiem tra, k than vao se. 
Mu s6 va viec ghi s6 dirge thirc hien theo quy dinh cM Nha nuec. 

d) Doi vei cac van ban hanh chinh can phi') hien rOng rai cho ck don vi, can b0, 
vien chfrc Met de thirc Men, Nha tnrtmg gfri qua eOffice. 
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e) Chuyen phat van ban mat duqc thtrc hien theo quy dinh tai Dieu 10 vi Dieu 
16 dm Nghi dinh s6 33/2002/ND-CP vi quy dinh tai  khoan 3 Gila Th6ng tu so 
12/2002/TT-BCA(A11). 

3. Theo dei viec chuyen phat van ban di 
a) Lap phieu gtiri de theo del viec chuyen phut van ban di; 
b) Doi vai nhcmg va'n ban di cei dong dill "Tai lieu  thu her, phai theo deli, thu 

Wei dung thei han; 
c) Doi volt bi van ban giri di nhung vi ly do nao do (do kh6ng cep nguesi nhan, do 

thay d'ei dia chi, v.v...) ma buu dien tra loi thl phai chuyen cho don vi hoc cá nhan 
soan thao van ban do; &Ong thin ghi chit vao se giri van ban di but dien a Mem tra, 
xac minh khi an thi'et; 

d) Truemg hqp phat hien van ban bi that lac, khong c6 nguiai nhan phai kip thoi 
bao cao veri Tnreing Phong Hanh chinh Teng hop de xa ly. 

Dieu 37. btu van bin di 
1. Mei van ban di phai duqc hru hai ban: ban g6c km tai Van thu Twang vi 01 

ban chinh ltru trong he so c6ng viec. 
2. Ban goc ltru tai Van thu TruOng phai dirge ky true tip, dOng &Au vi sap xep 

theo thir tu clang 14. 
3. Vic km gift, bao quail vi sir ding ban luu van ban di c6 dong dau chi cac 

mire de mat duqc thuc hien theo quy dinh hien hanh vebio ye bi mat It nuem. 
4. Van thu c6 trach nhiem lap se theo dOi vi phoc vo kip thai yeu an sir dung 

ban ltru tai Van thu theo quy dinh caa phap luat vi quy dinh cUa Nha twang. 

Mlle 3 
QUAN UV VA SO' DUNG CON DAU 

Dieu 38. Quin 1 con dill 
1. Truemg pheng Hanh chinh Teng hqp chiu trach nhiem trade Hieu tnrang ye 

viec quan 1Y, stir (long con dau cüa Tru?mg vi quan ly con (tau cM cac don vi true 
thuec Truemg. Tririang cac don vi co con &au rieng chiu trach nhiem truerc Hieu throng 
ve quan l, sir dung con clan dm don vi. 

2. Con dau cM Truemg duqc giao cho can be van thu quan 13, vi sir dung. Can 
be' van thu duce giao sir dung vi bao quart con &Au chin trach nhiem tivem Twang 
PhOng Hanh chinh Tang hqp v viec quan 1 vi sir dung con dau, có trach nhiem thirc 
hien nhang quy dinh sau: 

a) Con dau phai duqc bao quan tai ph6ng lam viec oh can be van thu. Twang 
hqp can dua con du ra khoi Twang phai duqc str d'Ong 57 bang van ban dm Hieu 
truerng vi phai chiu trach item v viec bao quan, sa dung con dau. Con dau phai 
duqc bao quan an tom n trong vi ngoai gi& lam viec. 

b) Kh8ng giao con dau cho ngtrai khac khi chua duqc phop bang van ban dm 
Hieu twang; 
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3. Khi net dAu bi m6n hoc bin clang, can b0 van thu phai bdo cao Trueng 
phong Hanh chinh TOng hop va Hieu truong lam thit A1C d8i con du. Trineng hop 
con du bi mat, Hieu truerng phai bao cao ca quan clang an nai xay ra mat con du, 
lap bien bdn. 

4. Khi don vi c6 quyet dinh chia, tach hoc sap nhap phai new con dau cit va 
lam thil tvc xin khac con dau mei. 

Dieu 39. Sir dung con clan 
1. Can b0 van thu phai tv tay dOng clau vao cac van ban, giAy te cUa Trtrong; 
2. CM dirge dong dau vao cac van ban khi cac van ban da dam bao dung hinh 

thirc, the thirc, c6 du 02 chit ky nhay (theo &mg quy dinh tai Khoan 1, Khoan 2 Dieu 
23 dm Quy the nay) va khi d'A c6 chit 14cUa nguti c6 tharn quyen Icy van ban; 

3. Khong throe dong du trong cac trutng hop sau: Deng du vao giAy Ichong 
c6 nOi dung, dong du try& khi k, dong du san tren giay tang hoe thing dau len 
cac van ban c6 chit Icy dm ngthei khong c6 tham quyen. 

Muc 4 
LAP HO SO CONG VIEC VA GIAO NOP HO SO, TAI LIEU VAO MX TRIO' 

Dieu 40. NOi dung viec 14p he so' vii yen cAu did vs5i hO so.  dirge 14p 
1. Ni dung viec lap ha so cong viec 
a) MO ha so 
CL cir vao danh mvc ha so cila Nha throng va thtre te c8ng viec dirge giao, can 

be, vien chirc phdi chuan bi bia he, so, ghi tieu de ha so len bia h6 so. Can b0, vien 
chile trong qud trinh giai quyet ding viec cUa minh së tip tic dua cac van ban hinh 
thanh c6 lien quan vao ha so. 

b) Thu thap van ban vao ha so 
- Can b0, vien chirc có trach nhiem lap h6 so cAn thu thap day dit cdc van ban, 

giay ttr va cdc tu lieu c6 lien quan den s viec vao h0 so; 
- Cac van ban trong hO so phai dirge sap xep theo mOt trinh tit hop 1, thy theo 

dc diem khac nhau cUa cong viec de Iva chon each sap xep cho thich hop (chit yeu la 
theo trinh ttr thei gian va din bin cong viec). 

c) Kt thoc va bien mite ha so 
- Khi &Mg viec giai quyet xong thi he so ming ket thuc. Can be, vien elute cep 

trach nhiem lap ha so phai kiem tra, xem xet, be sung nhcmg van ban, giay ttr cOn 
thieu va 	ra van ban trimg thira, ban nhap, cdc tir lieu,  sach bdo kh6ng can de trong 
ha so. DOi vei cac ha so c6 thei han bao quart vinh vin, can NI, vien chi:re phai bien 
intic ha so day dn. 

2. Yeu cau doi voi men ha so duce lap 
a) HO so dirge lap phai phan anh deng chirc nang, nhiem vii cii a NIth. truing va 

don vi hinh thanh ho so; 
b) van ban, tai lieu &rot thu thap vao hO so phai c6 sr lien quan chat the yeti 

nhau va phan anh ding trinh tv din Men cila sr viec hay trinh tv gidi quyet cong viec; 
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c) Van ban trong ha so phai ea gia frj bao quan Wang doi dang du. 
Dieu 41. Giao nhn hai so', tai lieu vlo Lull frit 
1. Trach nhiem can b0, vien chuc 
a) Can be, vien chfre phai giao new ha so, tai lieu vao Luu trCr theo thoi han 

dirge quy (firth ti IChoan 2 Dieu nay. Trueng hop can gift lai ha so, tai lieu d'en han 
nOp km phai th8ng bao bang van ban cho Luu int eüa Tnxtmg biet va phai dirge su 
dang elm Hieu truerng nhung thoi han 	lai lchong qua 02 nam; 

b) Can be, vien chile lchi chuyen Gong tae, thoi viec, nghi huemg che dO bao 
him xa hei phai ban giao ha so, tai lieu cho don vi hoe cho ngued ice nhiem, khong 
dirge gift ha so, tai lieu dm don vi, eüa Nha trutmg lam tai lieu rieng hoe mang sang 
co quan, t6 chirc khat. 

2. Then han nOp ltru ha so, tai lieu 
a) Tai lieu hanh chinh: sau 01 nam ke tir nam ding viec ket thitc; 
b) Tai lieu nghien eUu khoa hgc, ling dung khoa hgc va cong nghe: sau 01 narn 

ketir narn c6ng trinh dirge nghiem thu chinh thfre; 
c) Tai lieu xay dung co ban: sau 03 thang ke tir lchi Gong trinh dirge quy et toan; 
d) Tai lieu anh, phim then  anh; mi-cro-phim; tai lieu ghi am, ghi hinh va tai lieu 

khac: sau 03 thang ke tir lchi cong viec ket thfic. 
3. Thu tue giao nhan 
Khi giao nOp ha so, tai lieu don vi,  can b0, vien chuc phai lap 02 ban mue Iixe 

ha so, tai lieu nop km va 02 ban bien ban giao nhan tai lieu. Luu tra don vj hoac Luu 
tra cUa Tnr?rng va ben giao tai lieu mi ben gift m6i loai  mOt ban. 

Dieu 42. Trach nhiem did vol viec lp he so' va giao np be 	thi lieu vim 
Lwu frit 

1. Trach nhiem eüa Hieu trutmg 
Hang nam Hieu twang Nha trutrng eel trach nhiem chi dao xay Mpg danh mie 

ha so elm Nha truOng; chi dao cong tac lp ho so va giao nOp ha so, tai lieu vao km tit 
doi \red cac don 

2. Trach nhiem cüa Twang Phiang Hanh chinh Tong hop 
a) Tham mutt Hieu twang trong viec chi dao, kiem tra, huong dan lap ha so va 

giao nOp h6 so, tai lieu vao hat tilt Mi vgi cac don vi true thu0e; 
b) TO chi:re thue hien viec lap ha so va giao nOp ha so, tai lieu vao Lint trU tai 

PhOng Hanh chinh Tong hgp. 
3. Trach Mom cua can b0, vien chlre 
a) Can be, vien chip c6 trach nhiem lap ha so ding viec dirge phan citing theo 

d8i, giai quyet; 
b) Giao nop ha so, tai lieu dung thOri han va dUng thU tije quy dinh. 
4. 'Fitch nhiem dm can be km tit 
Can WO kru tnt c6 trach nhiem htremg (Fan cac don I/ va can b0, vien chfic lap he 

so cling viec; giao nOp ha so, tai lieu vao Luu frit theo dung quy dinh cUa Nha nage. 
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Chuang IV 
CONG TAC LIM TRU' 

Muc 1 
CONG TAC THU TIL4P, BO SUNG TAI LIEU 

Dieu 43. Giao nh4n he so', thi lieu vio Ltru trfr 
Hang nam can be hit trit c6 nhiem vu tO chfre thu thap he so, tai lieu de den 

han nep luu vao kho hit tilt, eu the: 
1. Lap ke hoach thu thap he so, tat lieu. 
2. Phei hgp v6i cac don vi, can 1)0, vien chi:re xac dinh nth:mg loai he so, tai lieu 

can nep luu vao Luu tilt. 
3. Huang clan the don vi, can be, vien chfre chuen bi he so, tai lieu va lap "Mue 

lye he so, tai lieu nep 
4. Chuan bi kho va cac phuang tien bao quan de tip nhan he so, tai lieu. 
5. TO chfrc tip 'than hi) so, tai lieu, kiem tra dei chieu glita muc lye he so, tai 

lieu nep hit voi thyc te tai lieu va lap bien ban giao nhan tai 
Dieu 44. Chinh 1ST Ili lieu 
He so, tai lieu cfm Tru?:mg phai dirge chinh 151 hoan chinh va ha° quan trong 

kho luu 
1. Nguyen the chinh 1ST 

a) IChong phan tan phong hit tit; 
b) Khi phan loai, lap he so (chinh sfra hoan thien, phyc hei hoc lap mai he so), 

phai ton trung sy hilt thanh tai lieu  theo trinh ty theo d6i, giai quyet cong viec (khong 
pha vet he soda lap); 

c) TM lieu sau khi chinh l phai phán anh throe the hoat ging dm don vi. 
2. TM lieu sau khi chinhlSrphai dat you cau: 
a) Phan loai va lap he so hoan chinh; 
b) Xac dinh thOi han bao quan cho he so, tai lieu; 
c) He thong hoa he so, tai lieu; 
d) Lap ding cy tra dm: Myc lye he so, CO sa du lieu va the ding cu tra cfru 

khdc phue vu cho viec quan IS va tra cfru sfr dung tai lieu; 
d) Lap danh mue tai lieu het gia tri. 
Dieu 45. Xic dinh gia tn tai lieu 
1. Be phan Van thu, Luu tit eüa Tnrang co nhiem vi giftp Tnrong Phi:mg Hanh 

chinh Tong hyp xay dyng bang thbi han bao quan tai lieu trinh Hien truong ban hanh 
sau lchi c6 kien tharn dinh caa co quan c6 tham quyen. 

2. viec xac dinh gia tri tai lieu phai dat dirge you cau sau: 
a) Xac dinh tai lieu cAn bao quan vlith vin va tai lieu  bao quan c6 thei han 

bang só nam cy the; 
b) Xac dinh tai lieu het gia tri a tieu hay. 
Dieu 46. Bei clang Jac dinh gia tri tai lieu 
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1. Khi tin hanh xac dinh gia tri tai lieu, phai thanh lap HOi thing xac dinh gia 
tri tai 

, 2. Thanh phAn HOi deng xac dinh gia tri tai lieu do PhOng Hanh chinh Tong hop 
de xuat, Hieu twang quyet dinh, bao gom: 

a) Chit tich 110i thing: Truong Phong Hanh chinh Ting hop hoc ngued duce 
Phong Hanh chinh Tong hop ay nhiem; 

b) Ph6 Chit tich HOi deng: Tnxang Phong Thanh tra Gido dye hoc nguai dugc 
Phong Thanh tra Giao dye ay nhiem; 

c) Thu ky HOi thing: Can be luu tn/ cilia Truang; 
d) Cac f1y vien Hai deng gem: 
- Can be, vien chirc phang Hanh chinh Tong hgp va phOng marl tra Giao dye; 
- Dal  din lath dao don vi va can b0 phy trach luu frit eila don vi có tai lieu. 
3. Nhiem vt1 dm Hai &Mg xac dinh gia tri tai 	Tu vAn cho Hieu truang 

quyet dinh myc lye he scr, tai lieu Mu tra de giao nep vao Luu trtt trutmg (nu c6) va 
danh !nye tai lieu het gia tri de tieu hay. 

4. Phuang thirc lam vice caa. Hei deng xac dinh gia tri tai lieu: 
a) Timg thanh vien HOi  clang xem xet va cho kien ve Myc lye he so, tai lieu 

giao nOp vao Luu trft truemg va Danh aux tai lieu het gia tri d'e hay. DEA vgi Danh 
myc tai lieu het gia tri: Kitm tra thtre tE tai lieu (nett cAn); 

b) HOi  clang thao luan tap the va Neu quyet theo da se. Cac kien khac nhau 
phai dirge ghi vao bien ban cuoc hgp de trinh Hieu trutmg; 

c) Th6ng qua bien ban trinh Hien twang quyet dinh. 
5. Hog dOng eüa Hai &Ong xac dinh gia tri tai lieu chiu sr chi dao trvc tiep eüa 

Hieu twang. HOi (tong At giai the sau khi hoan thanh nhiem vy. 
Dieu 47. Tieu hiiy tai lieu het gia tri 
1. Tham quyen quyet dinh tieu hay tai lieu het gia tr1: Hieu tnrimg quyet dinh 

vi'ec tieu hay tai lieu het gid fri tai Luu tit twang va tai the don vi. 
2. Nguyen the tieu hay tai lieu het gia tri: 
a) Vice tieu hay tai lieu het gia tri phai bao dam dung tha tyc va quy trinh quy 

dinh tai  Khoan 3 Dieu nay; 
b) Tai lieu het gia trj tai Luu tit twang va tai cac don vi phai dirge HOi  deng 

xac dinh gia trj tai lieu caa Truemg thAm dinh twat khi Hieu trueng ra quyet dinh tieu 
hay. 

c) Khi xet hely tai lieu het gia trj, Hai &sing xac dinh gia tri tai lieu phai dang 
thoi xem xet ea myc lye he so, tai lieu gat lai; 

d) KM tieu hay tai lieu, phai dam bao tieu hay het th6ng tin ghi tren tai lieu va 
phai dirge lp thanh Bi'en ban. 

3. Tha tyc xet va tieu hay tai lieu het gia tri tai Luu net truang: 
a) Phong Hanh chinh Tong hgp lap Danh myc tai lieu het gia tri va Ban thuye't 

mirth tai lieu het gia trj (Phy lye IX); 
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b) Trinh Hieu twang h6 so xet tieu hay tai Ra het gia trj, g6m: 
- Ter trinh ve viec tieu hay tai lieu het gia tri; 
- Danh mix tai lieu het gia tri; 
- Ban thuyet minh tai lieu het gia tri; 
- Mvc lro ha so, tai lieu gill lai; 
- Danh sach clv kin thanh phan tham gia Hai dang xac dinh gia trj tai lieu. 
c) Hai clang xac dinh gia tri tai lieu hop, ly y kin cac thanh vien Hai dEng ve 

Danh mix tai lieu het gia tri; lap Bien ban nal dung cuac hap có day da chft IcY cüa cac 
thanh vien Hai dang tham clfr; hoan chinh Danh mvc tai lieu het gia tri (neu ca you 
cu); lap ha so trinh Hieu tnrang xem xet ra guy& dinh lieu hay tai lieu het gia tri; 

d) Sau khi cei quyet clinh bang van ban dm Hieu twang (Phu lvc X), Phang 
Hanh chinh Tang hap t6 chat lieu hay tai lieu het gia 

d) Phang Hanh chinh Tong hop lap vá lint h6 so ve viec tiOu hay tai lieu het gia 
tri• 

4. Ha so lieu hay tai lieu het gia frj 
viec tieu hüy tai lieu het gia tri phai dugc lap thanh ha so. Ha so ve viec lieu 

hay tai lieu het gia trj bao gam: 
- Ta tfinh cüa Ph6ng Ranh chinh Tang hop trinh Hieu twang ve viec tieu hay 

tai lieu het gia tri; 
- Danh mvc tai lieu het gia fri va ban thuyet mirth tai lieu het gia tri; 
- Quyet dinh thanh lap Hai clang xac dinh gia frj tai lieu; 
- Cac phieu gop y cUa cac thanh vien Hai clang xac dinh gid tri tai lieu di yeti 

Danh mvc tai lieu het gid tit 
- Bien ban hop Hai tang xac dinh gia frj tai lieu; 
- Quyet dinh tieu hay tai lieu het gia tri cUa Hieu taring; 
- Bien bin ve viec ban giao tai lieu het gia tri (Phv lvc XI); 
- Bien ban ve viec tiou hay tai lieu het gia tri (Phv lvc XII); 
- Cac tai lieu lchac cep lien quan (neu co). 
5. Ha so tieu hay tai lieu het gia tri phai &lac bao quan tai Lint trit trueng trong 

thai han it that hai mucri nam, ke tir ngay tai lieu dirge ti8u hity. 

Muc 2 
BAG QUAN, TO cmirc SU DUNG TAI LIEU LUV TRU' 

Dieu 48. Rao quilt tai lieu hit fru' 
1. He so, tai lieu chin den hart nep liru vao Lim tra do cac can 1)0, vien chirc W 

bao pan va phai dam bdo an toan oho cac he so, tat lieu. 
2. He so, tai lieu  ltru till den han nep luu phai doge giao nep vao Lint trit va tap 

trung bio quan trong kho luu Int Kho luu tra phai doge trang bi day da cac thiet bi, 
phucmg ti'en can thiet theo quy dinh dam bao an toan cho tai lieu. 

3. Throng Ph6ng Hanh chinh TOng hop c6 trach nhiem chi dao thuc hien cac 
quy dinh ve bao pan tai lieu hru 	ba tri kho hru tit theo clung tieu chuin quy dinh; 
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thue hien cac bien phap phong cheng chay, n6, pheng chOng thien tai, phong gian, bao 
mat d6i voi kho luu tit vi tat lieu ltru 	trang bj day dit the thiet N ky thuat, phucmg 
tien bao quan tai lieu luu tar; duy tri the che dO bao quan phi). hgp vai tang loai tai lieu 
km tar. 

4. Can fig van thu, km trt"r co trach nhiem: b6 tri, sp xep khoa h9c tai lieu luu 
tat ha so, tai lieu trong kho de trong hap (cap), clan than ghi day dü th6ng tin theo 
quy dinh de lien thong ke, kiem tra va tra cfru; thuang xuyen kiem tra filth hinh tai lieu 
c6 trong kho de nim dirge so higng, chat hrnng Milieu. 

Diu 49. DOi ttrqng vi thii tyc khai thfic, sir dyng tki lieu 
1. Tat ca can b0, vien chirc trong Twang, ngoai Tatting vi m9i ci nhan deu 

dirge khai thac, sir dung tai lieu km tit vi 'nue dich ding vp vi the nhu cau rieng 
chinh ding. 

2. Can b0, vien chat ngoai Twang nghien ciru Milieu vi mix dich cong vg phai 
c6 giay giai thieu ghi r5 mix dich nghien thu tai lieu vi phai dirge Hieu throng hoc 
Trueng Phong Hanh chinh Ding hgp 'fang y. 

3. Cd nhan khai tithe sir dmig tai lieu  vi !nue dich rieng phdi cdp don xin sIr dung 
tai lieu, chung minh thu than dan hoc ho chieu vi phai dirge Hieu truang hoe 
Truong Phang Hanh chinh Tang hap dang 

Dieu 50. Cfic hinh that tO chtit sir dyng tii lieu hru trfr 
1. Nghien ciru Milieu tai cha. 
2. Sao, chip tai lieu km tar. 
3. Mc nhan the thong tin lien quan den ha so, Milieu km tat. 
4. Cung cap thong tin tai lieu Inn tar 46 viet bait cho ca quan thong tan bao chi, 

w• et sach va the de tai nghien eau khoa h9c. 
5. Trich dart Milieu luu tnt trong cac cong trinh nghien thu. 
6. Tham gia trien lam, trung bay tai lieu km tar. 

A Dieu 51. Tham quyen cho phip khai thic, sir dyng tai lieu km frit 
1. Hieu twang Nha tnrang can cir quy dinh eüa Luat km tar 2011 vi the quy 

dinh khac cUa phap luat e6 lien quart quy dinh viec sir dung tai lieu luu tar tai Luu tru 
ea quan cIra Twang. 

2. Co quan, ta chive, ca nhan dirge mang tai lieu km trir ra kh6i Lau tnt ca quan 
de phuc vu cong tic, nghien elm khoa he vi cac thu cau chinh slang khdc sau khi 
dirge Nha tnrang cho phdp vi phai hoan tra nguyen yen tai lieu hm tar do. 

Hieu truang Nha tnrcmg quyet dinh viec mang Milieu luu tar tai Lim tar ca 
quan ra nuac ngoai; quy clinh viec mang tai lieu  luu tar ra Iched Luu tr5 ca quan de sir 
dung tong nude. 

Dieu 52. Quin lY viec sir dyng Milieu hru tar 
1. Phong Hanh chinh Tang hgp xay dung NOi quy Phong tra ciru tai lieu km tra 

eüa Truing. 
2. NOi quy Phong tra eiru bao gam cac nOi dung can quy dinh sau: 
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a) Thai gian phuc vv; 
b) Cac giay tä cAn xuat trinh khi dan khai thac tai lieu; 
c) Nhang vat dung dugc va khong ductc mang vao phong tra Cull; 
d) Quy dinh cac thit tic nghien cfru và khai thac tai lieu; 
d) Khong duct tv 9  sao, chip anh tai lieu, da lieu tren may tinh va th8ng tin 

trong c6ng cv tra cint khi chua dugc phop; 
e) Ngoai the quy dinh tren, can thvc hien nghiem chinh cac quy dinh c6 lien 

quan trong NOi quy ra, vao co quan; Quy dinh vesü chuig tai lieu; Quy dinh ve pheing 
chong chay n6 dm Tnrang... 

3. Can be km tra Twang can lap cac s6 nhap, xuat tai lieu, s6 clang kyr mix lvc 
A he so va so clang kyr tra cau de quan 19 tai lieu ltru trQ va phvc vv khai thac tai lieu. 

Chuang V 
TO alit THVC HItN 

Dieu 53. Khen thutng 
1. Kett qua xay dvng, sop thao va ban hanh van ban, thvc hien dung quy dinh 

ve c8ng tac Jut tit IA met tieu chi thi dua dugc xem xet, danh gid c6ng nhan thanh tich 
cita tap the, don vi, cá than hang nam. 

2. PhOng Hanh chinh T6ng hgp chit tri ph6i hgp voi the don vi lien quan, dInh 
14 hang thang, hang nam c6 nhttng thing hgp, danh gia chat lugng soan thao va ban 
hanh van ban dm Truang, viec thtrc hien quy dinh ve ding tac km trft, bao cao Hieu 
true:mg va HOi dOng thi dua. 

3. Nhitng tap the, don vi, ca nhan có thanh tich xuat s'ac trong viec thvc hien 
Quy che nay dugc Hieu throng xem xet khen thuang theo quy dinh. 

Dieu 54. KY In@ 
Tap the, cá nhan nao vi pham Quy che nay va cac quy dinh tha Nha nugc ve 

Gong tdc van thu, km till gay ra hau qua nghiem trgng thi thy theo tinh chat, mac de vi 
pham ma bi xir 19, kYr luat va truy efru trach nhiem theo cac quy dinh hien hanh cUa 
phap luat. 

Dieu 55. TOchüc thvc hien 
I. Trirang cac don vi chin trach nhiem ph6 bien, trien khai thvc hien cac quy 

dinh tai Quy che ding tac van thu, Ion tit dm Twang Dai hgc Vinh; hoc can cfr Quy 
che nay de xay dung quy dinh yE cling tao van thu, lint tra tai don vi minh. 

2. Twang phong Hanh chinh Tang ho c6 trach nhiem t6 chat theo dOi, don 
doe Iciem tra cac don vi thvc hien Quy cher' nay. 

Dieu 56. Dieu chinh, sua d6i, b6 sung Quy che 
Trong qua trinh thvc hien, neu c6 van de phat sinh hoac can dieu chinh, sira 

b6 sung, cac don vi, cá nhan phan anh ve PhOng Hanh chinh Tiring hgp de tong hgp, 
bdo cao, de xuat Hieu tnrang xem xet, guy& dinh./. 
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Phy lye I 
SOHO BO TRI CAC THANH PHAN THE THITC VAN BAN 

VA BAN SAO VAN BAN 

(Kern theo Quyit clinh so: J99 /QD-DHV, ngayd4 thang 4 ncirn 2016 
ct'ta Hieu trtrung Trtrang Dal h9c Vinh) 

1. Van ban (Tren mot trang gray kh6 A4: 210 mm x 297 mm) 

20 MM 
11 

2 1 

3 4 

5b 5a 

10a 

10b 

9a 

12 

6 30 mm 

9b 

13  

7b 

14 

20 Min 

	 AIV 
Phv lye I-1 



Ghi chti: 

	

o so 	 ThAnh phAn the thire van ban 

1 	Quec hi'eu 

2 	BO Giao due vA DA° tao 
Truong Dal hac Vinh 

3 	: 	So, lcg hieu tha van ban 

4 	: 	Dia danh va ngay, thang, nam ban hAnh van ban 

5a 	: Ten loai va trich yOu nOi dung van ban 

5b 	: Trich yeu noi dung &Ong van hanh chinh 

6 	Ni dung van ban 

7a, 7b, 7c 	Chi:re vi, ha yà ten, chft kg dm nguai c6 than quyen 
7a 	 - Chirc viA; 
7b 	 - HQ vA ten; 
7c 	 -Chftkg  

8 	: 	Dau tha ca quan, tó chi:re 

	

9a, 9b 	: Nal nhAn cüa van ban 
9a 	 - Kinh grid 
9b 	 - Nal nhAn 

	

10a 	: Dau chi mire dO mat 

	

10b 	: DAu chi mire do khan 

11 	Dau thu h6i va chi dk ve pham vi luu hanh 

12 	: Chi clAn ve du thao van ban 

13 	: Kg hieu ngtrai danh may \TA so luqng ban phat hanh 

14 	: Dia chi Tnremg, dun vi thuOc Truemg (don vi chit trl son that) 
van ban); dia chi E-mail; dia chi Website; s8 din thoai, se Telex, 
so Fax 
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20Imm 

PHAN CUOI CUNG COA VAN BAN DU'OC SAO 

20 mm 

30 mm 
4 	  

1 

5a 

5b 

2 

3 

2. Ban sao van ban (Troll mOt trang giy kh6 A4: 210 mm x 297 mm) 

Ghi chti: 
O s6 Thinh phan the thirc ban sao 

1 : Hinh thirc sao: "sao y ban chinh", "trich sao" hoc "sao luc" 

2 : Ten co quan, t6 chile sao van ban 

3 : SO, k hieu ban sao 

4 :Dja danh va ngay, thang, nain sao 

5a, 5b, 5c : Chirc vu, ho ten va chit k1 cüa nguoi cal tharn quyett 

6 : D.ucUacoquan,tOchfrc 

7 Ned nhan 
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MAU CHI! VA CIH TIET TRiNH BAY THE THITC VAN BAN VA THE THITC BAN SAO 

STT ThAnh phin the that 
yi chi tiet trinh bay Loai cha _CO 

chit Kieu chit Vi du minh hoa 
Haling chit Unicode: Time New Romans Co chit 

(1) (2) , (3) (4) (5) (6) (7) 
1 Quoc hiu 

- Deng tren In hoa 12 Dung, tam CONG HOA XA ROI CH1:J NORIA VItT NAM 12 
- Deng duai In thuenz 13 Dimg, dam WO 14p - Ty do - Hanh phtic 13 
- Deng ke ben dtrei 

2 Ten co quart, to chirc 
- Ten co quan BO (co quan chit 
quan cap tren) , 

In hoa 12 Dung BQ GIAO DLTC VA DAO TAO 12 

- Ten co quan, to chirc In hoa 12 Ding, tam TRIltiNG 031 HQC V1NH 12 
- Deng Ice ben duel 

3 Se, Icy hieu dm van ban In thueng 13 Dung So: .../QD-DHV; SO: .../DHV-CTCTHSSV 13 
4 Da danh va ngay, thang, nam 

ban hanh van ban 
In thuerng 13 Nghieng Nghe An, ngiry 09 thing 02 ncim 2016 

Nghe An, ngay 22 thang 6 nom 2016 
13 

5 Ten loai va frith yeu ned dung 
a Dei vei van ban có ten loai 

- Ten loai van ban In hoa 14 Dung, dam QIUYET DINH 14 
- Trich yet:: nen dung In thueng 14 Ding, a Ve vqc khen thwerng 14 
- Deng ke ben clued 

b Doi vei Gong van 
Trich yeu nei dung In thuemg 12 Dung V/v rang ba‘c luong nam 20 12 

6 Nt‘i dun van ban In thueng 13 Dung Trong cong tac chi dao ... 13 
a Gem phan, chuong, muc, dieu, 

khoan, diem 
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(1) (2) , (3) (4) (5) (6) (7) 
- Tir "phan", "chuang" va so thir 
tu dm phAn, chucmg In thueng 13 Dimg, dam PhAn I Chuang I 13 
- Tieu de' cila phan, chucmg In hoa 13 Dimg, am QUY DINH CHUNG QUY DINH CHUNG 13 
- Tir "mot" va so thir tu In thuimg 13 Dung, dam Muc 1 13 
- Tieu d'e ctia mot In hoa 13 Dung, am QUAN Lt VAN BAN DEN 13 
- Dieu In thiremg 13 Dung, dam Dieu 1. Ban sao van ban 13 
- Khoan In thueng 13 Ding 1. Cac hinh thirc ... 13 
-Dim In thuong 13 Dimg a) Doi yeti .... 13 
- Tiet In thuang 13 Dung - 13 
- Tieu tiet In thuon 13 Dim.+ _ 13 

b Gem RhAn, muc, khoan, diem, 
tiet, tieu ti6t 
- 'Fir "phAn" va se thir tu In thuemg 13 Dung, dm Phan I 13 
- Tieu de' dm phan In hoa 13 Dung, dam TINH LINN THUV HIEN NIIIEM VIJ ... 13 
- So thu ur va lieu de cila mut In hoa 13 Dimg, dam I. NECNG ICET QUA... 13 
- Khoan: 
Tnremg hop cei tieu de In thuerng 13 Dung, dam 1. Phym viva dicii ttryng ap dyng 13 
Truemg hop kh8ng cif) tieu de In throng _ 13 Dung 1. Quyet dinh nay do hieu Luc thi hanh sau 15 ngay Ice... 13 
- Diem In thutmg 13 Dung a) Doi veri .... 13 
- Tiet In thuang 13 Dung - 13 
- Tieu tiet In thubmg 13 Ding + 13 

7 Chat vu, ho ten dm ngueri ky 
- Quyen han cila ngueri ky In hoa 13 Dung, dm _ KT. ITIEU TRIA5NG 13 
- Chirc Ai dm ngubi loY In hoa 13 Dung, dArn HIEU TRUYING P116 HIEU 'Mire/NG 13 
-119 ten cua nguiri 14 In thuirng 13 Dung, dam Nguygn Van A TrAn Van B 13 

9 Nui gin 
a Tir "kinh giri" va ten ccr quan, t6 

chirc, cã nhan 
In thuemg 14 Dung 

- Gin mOt ncri Kith gin: BO Gido dye va Dao tao 14 
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(1) (2) ‘ (3) (4) (5) (6) (7) 
14 - Gin nhieu nori Kinh gin: 

- Cac phong TCCB, KH-TC, HCTH; 
- Cac khoa LIS, 1Cinh te, Gino due; 

b Tir "nth nhan" va ten co quan, to 
chtic, ca. 'than 
- Tit "noi nhan" In thunng 12 Nghieng, d#In Noi nhfin: Noi nh4n: (doi voi ding vAn) 12 
- Ten co quan, to chIrc, ca nhan 
nhian van ban, ban sao 

In thuOng 11 Dung - 	' . 
Ltru: HCTH. 

- NW tin; 
- 	• 
- Ltru: HCTH, TCCB. 

11 

9 Diu chi mire dO khan In hoa 13 Dung, clam 
HOA TOC THUVNG KHAN KHAN 

13 

10 Chi dan ve‘ pham vi 'tin hanh In thuerng 13 Ding, On 13 L  1 XEM XONG TRA LAI ilt L 	HANH NOI BQ 

11 Chi dan ve dir thao van ban In hoa 13 Dimg, dam 13 

11 

DV THAD DV THAO LAN 10 

12 KY hieu nguel danh may, nhan 
ban va s6 lugng ban 

In Muting 11 Dung 
PL.(300) 

13 Dia chi ay quan, don vi thutic 
Truemg DM hgc Vinh 

In thuOng 11 Dung S6 182, throng LO Dunn, thanh ph6 Vinh, tinh Nghe' An 
DT: 038 3855452, 3551810; Fax: 038 3855269 
E-Mail: vinhuni@hn.vnn.vn  Website: www.vinhuni.edu.vn  

n 

14 Phu lye van ban , 
- Tir "phy lye" va so MU tu dm 
phu 19c In thuemg 13 Dung, dam Phy lye III 13 
- Tieu de elm. ph(' lye In hoa 13 Dung, dam WET TAT TEN CAC DON VI TRVC THUQC TRUONG 13 
- Deng chit' phia dugi In thubng 13 Nghieng (Kern theo Quyit dinh s a ... /QD-DHV ngity .../.../200... 

au Hieu IntOng Trztong Doi hoc Vinh) 
13 

15 So trang In thuemg 13 Dung 2,7, 13 13 
16 Hinh thirc sac, In km. 13 Dung, dam SAO Y BAN CHINH, TRICH SAO, SAO LUC 13 
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Phy lyc II 
WET TAT TEN L041 VAN BAN VA BAN SAO 

(Kern theo Quyit clinh so: 	/QD-DHV, ngcly 	tilting 4 ncim 2016 
cüa HiOu trtrong Trzeong Doi hoc Vinh) 

STT Ten ba• t van ban 
• 

Chit vitt tit 
ghi 14 hi§u van ban 

1.  Quyet dinh QD 
2.  Nghi guy& NQ 
3.  Th8ng bao TB 

4.  Th8ng tri TT 

5.  Chuang trinh CTr 

6.  Ke hoach KH 

7.  Huemg dan HD 

8.  De an DA 

9.  Bao cao BC 

10.  Bien ban BB 

11.  Ter trinh TTr 

12.  Hop d6ng HD 

13.  Giay chfrng nhari GCN 

14.  Gi'dy tiST nhiem GUN 

15.  Giay mai GM 

16.  Giay gidi thieu GGT 

17.  Giay nghi phep GNP 

18.  Giay di duemg GDD 

19.  Giay bien nhfran GBN 

20.  Phieu gin PG 

21.  Phieu chuyen PC 

22.  Ban sao y ban chinh SY 

23.  Ban trich sao TS 

24.  Ban sao lyc SL 
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Phy lyc Il 
VIET TAT TEN CAC DON VI TRIX THUOC TRONG 

(Kern theo Quyit clinh so:  393  /QD-DHV, ngaylf thang 4 nom 2016 
awl Hien trufrng Truang Dgi hoc Vinh) 

TT Ten dun vi, di chit Chit viit tit 
ghi Mr hqu van bin 

1.  Ban Thanh tra nhan dan TTrND 

2.  Pheing Bao ve BY 

3.  Phong Cong tat chinh tri - H9C sinh, sinh vien CTCTHSSV 

4.  Phong Dao tao DT 

5.  Phong Dao tao Sau dai hyc SDH 

6.  PhOng Hanh chinh Tong hyp HCTH 

7.  PhOng Khoa hyc va Hgp the qtr.& te ICHHTQT 

8.  PhOng Ka hoach - TM chinh ICHTC 

9.  Phong Quan tri va au Ur QTDT 

10.  PhOng Thanh tra giao due TTrGD 

11.  Phong TO ethic Can b0 TCCB 

12.  Tram Y te YT 

13.  Trung tam Cong nghe Thong tin CNTT 

14.  Trung tam Dam bao eh& lugng DBCL 

15.  Trung tam Dao tao lien tile DTLT 

16.  Trung tam Giao dye thuang xuyen GDTX 

17.  Trung tarn NOi tit NT 

18.  Trung tam Thong tin - Thu vin Nguyan Thitc Hao TV 

19.  Trung tam num hanh - Thi nghiem THTN 

20.  NM Xuat ban Dl hyc Vinh NXB 
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Phv lyc IV 
WET HOA TRONG VAN BAN HANH CHiNH 

(Kern theo Quyet dinh sk  193  /QD-DHV, ngety,41 thang 4 nam 2016 
cza Hieu twang Trufmg Dgi hoc Vinh) 

I. WET HOA Vi PHEP DAT CAU 
1. Viet,hoa chit cai dau am tiet thirtnhat cUa mOt cau hoan,chinh: Sau dau cham 

cau 	sau dau cham hei (?); sau dau cham than (!); sau dau cham long (...); sau d'Au 
hai cham (:);, sau dau hai cham tong ,ngoac kep (:"..") va khi xuong,dOng. 
, 	3. Viet hoa chit cal dau Am tiet thir nhat da menh de sau dau cham phay (;) va 

dau phay (,) khi xuong dong. Vi du: 
CAn cir Th6ng tu s6 01/2011/TT-BNV ngAy 19 thang 01 nam 2011 ciia BO N'Oi 

vu huOng an the thirc va ky thuat trinh bay vAn ban hanh chinh; 
Theo de nghl cüa Truer' ng Phong Hanh chinh Tong hop, 
II. WET HOA DANH Ti! RIENG CHI TEN NGUtiI 
1. Ten nguiri Via Nam , 
a) Ten th6ng thuang: Viet hoa chit cai dau tat ca cac am tit eUa danh tir rieng 

chi ten 	Vi du: 
- Nguyen Al Quoc, Tran Phü, Giang A Pao, Ka Pa Ka Lang,... 
b) Ten hien, ten g9i than vat lich sir: Viet hoa chit cal dau tat cà cac am tit. 
Vi du: Vua Hang, BA Trieu, Ong Giong, Dinh Tien Hoang, L9 Thai TO, Bac 

H6, Cu H6,... 
2. Ten nguoi nude ngoai dugc phien chuyen sang tieng Viet 	, 
a) Tn./Ong hop phien am qua am Han - Viet: Via theo quy tAc viet ten nguiri 

Viet Nam. 
Vi du: Kim Nhat Thank Mao Trach Bong, Thanh Cat Tu Han... 
b) Truirng hgp phien am kh6ng qua am Han - Viet (phien am aye tiep sat each 

doe cüa nguyen net): Viet hoa chit cdi dau am tiet thir nhat trong mei thanh t6. 
Vi du: Via-di-mia I-lich Le-nin, Phri-drich Ang-ghen, Phi-den Cat-xtu-ro,... 
III. WET HOA TEN DIA Lt 
1. Ten dialy Viet Nam 
a) Ten dun vi hanh chinh dugc cau tao giita danh tfr chung (tinh, huyen, xA',...) 

win ten rieng cua dun vi hanh chinh do: Viet hoa chit cal dau cUa cdc am tiet tao thanh 
ten rieng va khong dung gach noi. 

Vi du: thanh pho Thanh Hod, tinh Nghe An, tinh Ha Tinh,...; pan,  Ba Dinh, 
huyen Gia Lam, huyen Nam DAn, huyen Ea H'leo, thj xa Cita LO, thi tan Cau Giat,...; 
phuOng Ben Thu9, xa Hung Lc, xd Ia Yeng,... 

b) TnrOng hop ten dun vi hanh chinh duct eau tao giita danh tir chung kert hop 
vgi chit s6, ten nguai, ten sir kin ljch sir: Viet hoa ca danh tir cluing chi don vi hanh 
chinh do. 

Vi du: Quan 1, Thanh ph6 1-16 Chi Minh, PhuOng Dien Bien PK... 
c) TnrOng hop viet hoa dac biet: Thu do HA Ni. 
d) Ten dia 19 dirge can tao giaa danh ifs chung chi dia hinh (song, nüi, h6, bi'en, 

cira, ben, du, viing, Each, yam, v.v...) vui danh ifs rieng (c6 mOt am tiet) trer thanh ten 
rieng cUa dia danh do: Viet hoa tat ca cac chit cal tao nen dia danh. 

Vi du: Cua LO, Wing Tau, Lath Quen, Vam CO, Cau Giay,... 
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Truang hop danh S chung chi dia hinh di lien v6i danh ffi rieng: Khong viet 
hoa danh tit chung ma chi viet hoa danh tir rieng. 

Vi do: bien Cita La, chg Ben Thanh, song Van Ca, virth Ha Long,... 
d) Ten clia ly chi mOt yang, mien, khu we nhat dinh duce cau tao bang tir chi 

phuong holing ket hop v6i tir chi phucmg huang khac: Viet ,hoa chu cai Mu dia tat ca 
cac am giet tao thanh ten g9i. Doi vai ten dia ly chi yang mien rieng duce cau tao bang 
tir chi phucmg huang ket hop v6i danh tir chi dia hinh thi phai viet hoa cac chit cal Mu 
mOi am fiat. 

Vi do: Tay Bac, Wing Bac, Bac BO, Nam KST, Bac Trung BO,... 
2. Ten dia 1ST nude ngoai duqc phien chuyen sang tieng Viet 
a) Ten dia 1 da duce phien am sang am Han - Viet: Viet theo quy tic viet hoa 

ten dial, Via Nam. 
Vi do: Bac Kinh, Binh Nhuang, Phap, Anh, my, Thuy ST, Tay Ban Nha,... 
b) Ten dia phien am kh8ng qua am Han - Viet (phien am troc tip sat each 

d9c cila nguyen ngit): Viet hoa theo quy tic viet hoa ten nguari nude ngoai quy dinh tai 
Diem b, Khoan 2, Moc II. 

Vi do: Mat7xca-va, Men-ban, Sing-ga-po, CO-pen-ha-ghen, Bee-lin, Xieng- 
khoang, Phon-xa-van,... 

IV. WET HOA TEN CO QUAN, TO alit 
1. Ten ca quan, tó chfrc cila Via Nam 
Viet hoa chit cai dau elm cac 5, corn tir chi loai hinh ca quan, to chat; chirc 

nang, lihh voc hoat dOng dm co quan, tO chirc. 
Vi do: 
- Ban Chi dao thing uong ye Pheng thong tham nhilng; Ban Quin 1ST do an De dieu,... 
- UST ban Thuang vo Quoc hOi; UST ban Doi ngoai cüa Qu6c hoi; UST ban Trung 

uang Mat tran t6 qutic Viet Nam; UST ban Nha nude ye Ngued Viet nam 6 nude ngoai,... 
- Van phang Cho tich nude; Van phang Qu6c hOi; Van phang UST ban nhan dan 

tinh Nghe An; Van phang Dang uST,... 
- BO Giao doe vã Dao tao; BO Tai nguyen va Mai throng; BO Khoa hoc va 

Cong nghe; BO N6ng nghiep va Phat trail ‘nong then; BO C6ng Thucmg; BO Van hod, 
The thao vã Du lich; BO Th6ng tin va Truyen thong,... 

- Tong eve Thud;„  TOng eye Hâi quan; Coe Kiem tra van ban quy pham phap 
luat; Coe Khao thi va Kim clinh chat lugng giao dye,... 

- TOng c6ng ty Bao hiem Viet Nam; Tong ding ty Hang hal Viet Nam; Tong 
c6ng ty Hang khong 

- Tap doan Dau !chi Via Nam; Tap doan Cong nghiep Than - Khoang san Via 
Nam; Ngan hang Dan tu va Phat trien Via Nam; Ngan hang Ngoai thucmg Via Nam,... 

- HOi deng than tinh Thanh Ilea; UST ban nhan dan tinh Nghe An; UST ban than 
dan quart Ba Dinh; UST ban than dan thanh pho Vinh; UST ban nhan dan huyen Nghi 
LOc; UST ban than clan phtffing Ben Thug,... 

- SO NOi vo; SO Tai chinh; SO Xay dung; SO Ice hoach vã Dau tu; SO Giao doe 
va Dao tao,... 

- Hoc vien Chinh tri - Hanh chinh quot e gia HO Chi Minh; Truang Dai hoc Bach 
Ichoa Ha NOi; Truang Dai hoc Vinh; Twang Cao clang Su pham Nghe An; Trueng Dai 
he dan lap Van Lang; Tn.rang Trung hoc ph6 thong HuSinh Thim Khang; Tnrang 
Trung hoc ea s6 Ben Thug; Twang Tieu hoc Twang Thi,... 

- Vin Khoa he xa hOi Via Nam; Vin Khoa hoc vi Ceng nghe Viet Nam;kz  
Vien Van hoa va Ngon ngtr,... 
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- Trung tam Nghien elm Giao due clan tOc; Trung tam Tu van Giam sat chat 
lucong cong trinh; Trung tam Phue vçi sinh view, Trung tam Th6ng tam - Thu vin 
Nguyen Thne Hao,... 

- Bao Thanh then; Bao Dien dan doanh nghiep; Bao Giao due & Thai dai; Tap 
chi COng san,... 

- NM Van hod huyen Hung Nguyen; NM Xuat ban Thanh then; C6ng Thong 
tin din tit Chinh phil,... 

- Nha may Dons tau Song Cam; Nha may San xuat phy tüng va Lap rap xe 
may; Xi nghiep che bien thut san &Ong Will; Xi nghiep Trae dia Ban d8 305,... 

- Cong ty Co phan Dar tu Tu van va Thiet ke xay dung; Cong ty Nhua Tien 
Phong; C6ng ty Trach nhiem hitu han Du lich va Van tai Bong Nam A,... 

- Him Nhac sy Via Nam, HOi Ngueri cao Si Ha NOi; HOi Chit thap dO Viet 
Nam; HOi  Ming dan Viet Nam; HOi Sinh vien Viet Nam,... 

- Vu Ilqp tac qu6c te; Ph6ng T6 chIrc Can b0; HOi thing Thi tuyen vien 
- Tn.rems hqp viet hoa de bia: 
Ban Chap hanh Trung ucmg Dang COng san Viet Nam; Van phOng Rung uang Bang. 
2. Ten ea quan, tó chile nude ngoai 
a) Ten ea quan, tã chIrc nude ngoai da dich 	Viet hoa theo quy the viet 

ten ca quan, to chire dm Viet Nam. 
Vi du: Lien hqp qu6c (UN); TO chile Y te the gieri (WHO); Hip hOi Cac qu6c 

gia Deng Nam A (ASEAN),... 
b) Ten ea quan, tO chire nude ngoai dugc sir dung trong van ban ar clang viett tat: 

Viet bang chit in hoa nhu nguyen net hoe chuyen tu La-tinh neu nguyen net kh8ng 
thuOc h La-tinh: 

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG,... 
V. VIET HOA CAC TRUONG HOP 1CHAC 
1. Ten cae huan chuang, huy chucmg, cac danh hieu vinh du 
Via hoa chit cal dau eUa cac am tiet cira cac thanh t6 tao thanh ten rieng va cdc 

tir chi di*, hang. 
Vi du: Huan chucmg DOc lap hang Nhat; Huan chucmg Sao yang; Huan chuong 

Le-nin; Huan chuang H6 Chi Minh; Huan chuang Chien ding; Huai! chuang Khang 
chien hang Nhi; Huy chucmg Chien si ye yang; Bang TO qu6c ghi c6ng; Giai thuong 
NM nude; Nghe si Nhan clan; NM gido LTu dr, Thay thurk Nhan dan; Anh hung Lao 
dOng; Anh hAng Luc lucrng vu trang nhan dan,... 

2. Ten chtic vg, hqc vi, danh hieu 
Viet hoa ten chile vu, hqe vi neu di lien vied ten nguOi cu the. 
Vi du: 
- Cho tich HO Chi Minh, Tang th6ng 	Dai tudng V6 Nguyen Giap,... 
- PhO Thu thong, Ping Cue truong, Ph6 T6ng Cue new, PhO Cue trudng; 

TOng Giam doe, Wm Mc, PhO Giam doe, Chanh Van phOng, PhO Chanh van phOng, 
Twang phOng, Ph6 True:mg ph6ng; Tong thukt,... 

- Giao su, Vin si Nguyen Van A.; Tien si khoa hqc Tran' Van B.; Pho Gide su, 
Tien si Le Van C.;... 

3. Danh tir chung da rieng hod 
Viet hoa chit cai dau cUa tir, cum tir chi ten gqi do trong tnreng hqp ding trong 

mOt nhan xlmg, dung doe lap va the hien sy tran trcmg. 
' VI du: Bac, Nguai (chi Chu tich HO Chi Minh); Dang (chi Dang COng sari Via 

Nam),... 	 t(PrZ 
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4. Ten cac ngay 1, ngay k5k  niem 
Vi do: ngay thanh lap Dang Ong sdn Viet Nam 3/2; ngay Quot e khanh 2/9; 

ngay Qu6c te Lao 'Ong 1/5; ngay Pho nit Viet Nam 20/10,... 
5. Ten the so kin lich stir va cac trieu dai 
Ten cdc so kin lich sir: Viet hoa chit cdi dan cüa cac am tiet tao that-1h so kin 

va ten so kin, trong throng hop c6 the con so chi mac thai gian thi ghi bang chit va 
h viet hoa chit do. 

Vi 	Phong trao Can Vuemg; Phong trao X6 viet Nghe rinh; Cdch mang 
thang Tdm; Phong trao Pho nit Ba dam dang,... 

Ten the trieu 	Trieu Ly, Trieu Tran, Trieu Le, Trieu Nguyen,... 
6. Ten the loai van ban 
Viet hoa chit cal dan elk ten loai van ban va chit cal dan dm am tit thi r nhat 

tao thanh ten rieng oh van ban trong truang hop noi den mOt van ban co the. 
Vi do: Nghi quyet Dai hOi  dai bieu toan quac lan thir XI dm Dang; BO luat Dan 

so; Luat Giao dich din tir,... 
Tnremg hop vin dan cdc dieu, khoth, diem elm mOt van ban co the thi viet hoa 

chit cái dau cüa (lieu, khoan, diem. 
Vi do: 
- Can eft Dieu 10 BO luat Lao Ong... 
- Can dr Diem a, Kthan 1, Dieu 5 Luat (Mao dich din tir,... 
7. Ten edc tae pham, sach bdo, tap chi 
Viet hoa chit cal Mu dm am tiet thir nhat tao thanh ten tac pham, sad' bdo. 
Vi do: the pham Throng kach m'enh; tir then Bach khoa than thu; tap chi ging san... 
8. Ten the nam am lich, ngay tiet, ngay tet, ngdy va thdng trong nam 
a) Ten the thin am lich: Via hoa chit ea dam du tat ca the am tiet tao thanh ten goi. 
Vi do: Nham T9, (Map Dan, Ky Siru,,Canh Dan, Tan Mao, Mau Than,... 
b) Ten the ngay tiet va ngay tet: Viet hoa chit cal dau dm am tiet thir nhat tao 

thath ten goi. 
Vi do: tiet Lap xuan; tiet Dai  han; tat Doan no; tet Trung thu; tat Nguyen clan...,  
viet hoa chit Tet trong truOng hop ding d thay cho mOt tet ev the Oulu Tet 

thay cho tet Nguyen dan). 
c) Ten the ngay trong tub va thang trong narn: Viet hoa chit cal dan dm am tiet 

chi ngay va thang trong Outing hop Icliong ding chit so. 
Vi do: thir Hai; thir Tu; ChU Nhat; thdng Nam; thang Tdm; thang Mired hai,... 
9. Ten pi the ton gido, gido phdi, ngay lé ton gido: 
- Ten goi cdc ton giao, gido phal: Viet hoa chit cai dau cUa cdc am tiet tao  thanh 

ten goi. 
Vi do: dao Co Doe; dao Tin Lath; dao Thien Chin; dao Hoa Hao; dao Cao 

Dai,... hoae chit cal dau cUa am tiet tao thanh ten pi nhu: Nho gido; Thien Chila gido; 
Hoi 

- Ten pi ngay ie ton gido: wet hoa chit cal dan dm am Tel thir nhat tao thanh 
ten goi. 

Vi do: le Plum sinh; ie Phat dan,... 
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Phy lye V 
MAU TRINE BAY VAN BAN VA BAN SAO VAN BAN 

(Kern theo Quyit dinh sek 4,23 /QD-DHV, ngay/Ig thong 4 Warn 2016 
ciaa Hieu truong Trufmg Doi hoc Vinh) 

Nth s6 5.1 - Quyet dinh guy ctinh tnrc trap 

Sau s6 5.2 - Quyect dinh ban hanh hoac pho duyt mOt van ban khac 

Mau sO 5.3 - Mau guy the, guy dinh (ban hanh kern theo guyet dinh) 

Mau so 5.4 - Mau van ban khac (dune ban hanh hoac phé duyel kern theo 
guyet dinh) 

Mk so 5.5 - Cong van hanh chinh 

Mk sO 5.6 - Cac hinh thfrc van ban hanh chinh khac nhu th6ng bao, chuoing 
trinh, 1c hoach, ciE an, phucmg an, ban cao, tof trinh v.v... 

Mau so 5.7 - Mau gidy mai 

Mau so 5.8 - Mau ban sao van ban 
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BO GIAO DUC VA DAG TAO 
	

CQNG HOA XA IIQI CHU NGHiA VIET NAM 
TRUING 041 HQC  VINH 

	
Dt)c Ip - Tv do - Hph phiic 

56: 	/QD-DHV 	 Nghe An, ngay thcing nam 20... 

Q1UYET DINFI 
Ve 	 (1) 	  

HIEU TRUYING TRU'ONG BA!  HQC VINH 

Can cfr 	 (2) 	  
Can dr, 	 (2) 	  
Theo de nghi cüa 	  

9 

QUYET DINH: 

Dieu 1. 	  (3) 	  

Dieu 	  

Nol nhOin: 	 HIEU TRU'ONG (4) 
- Theo Dieu (de t/h); 

- 	HCTH, (5). 

Ghi chti: 
(1) Trich yeu nei dung quyet dinh. 
(2) Neu cac can dr nye tiep de ban hanh quy6t dinh. 
(3) Ni dung dm guy& dinh. Lieu Ghi then gian, hieu 	thi hanh; Dow vi, cá nhcin 
chju trcich nhiem thi hanh. 
(4) Tnr&ng hop Phe Hieu truarig dugc giao Icy thay Hieu trading tin ghi chit viat tat 
"KT." vao trugc chit "Hieu tnrang"; trugng hqp k9 thiza l'enh thi ghi chit viet tat "It." 
(thiza l'enh); truemg hgp Icy thiza u$T quyen thi ghi chit viet tat "TUQ." (thiza ut quyen" 
(chit in hoa, cer chit 13, kieu chit &mg, dam). 
(5) Ten don vi soan thao van ban. 

(KA ghi ri3 hpc ham, hpc vj, hp ten, clang dim) 
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BQ CIAO DIX VA DA° TAO 
TRUING Dl HQC  VINH 

CoNG HOA XA HQI CHU NGHIA VIET NAM 
DOc 1#p - Tv do - Hanh phiic 

    

SE: 	/QD-DHV 	 Nghe An, ngity thang neim (1) 

QUYET DINH 
Ban hinh 	 (2) 	  

HIEU TRIYONG TRIXONG DAI HQC VINH 

Can 	 (3) 	  
Can dr 	 (3) 	  
Theo dE nghi cUa 	  

9 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay 	(4) 	  

Dieu 	  

Noi 	 HIEU TRUIONG (5) 

ghi it hoc ham, hi2c vj, h9 ten, clang can) 

- Ltru: HCTH, (6). 

Ghi chti: 
(I) Mm ban hanh. 
(2) Ten dm ban quy che (9uy dinh) duqc,ban hanh. 
(3) Cac can cif true tiep de ban hanh quyet dinh. 
(4) NOi dung dm quyet dinh. 
(5) Throng hop Ph6 Hieu trueng dirqc giao k9 thay Hieu tnremg thi ghi chit viet tat 
"KT" vao truac chit "Hieu truong", ben duOi ghi chit "Pho Hieu truEng" (chit in hoa, 
0 chit tir 13 den 14, kieu chit dung, am). 
(6) Ten dun vi soan thao van ban. 

'47  

Phu luc V-3 



BQ WAD DUC VA DAO TAO 	CQNG HOA YeA HQI CHO NGIIIA VItT NAM 
TRIAING DAI HQC  VINH 	 04c 14p - Tv do - Hanh pinic 

QUY CHE (QUY DINH) 
	 (1) 	  

(Ban hanh kem theo Quyet clinh sd 	/QD-DHV 
ngay thing nam 20... cilia Hieu fraying Trteang Doi hoc Vinh) 

Chturng I 
QUY DINH CHUNG 

Dieu 1. 	  

Chuang ... 

Dieu 	  

HIEU TRUitiNG (5) 

(Ky, ghi KO hpc helm, hcic vi, hp ten, (long dciu) 

GM chti: 
Mau My pp chnkg d'ei vei quy che, quy dinh dugy ban hanh kern theo quyet dinh, be 
cue c6 the bao gem chuong, moc, dieul  khoan, diem. 
(1) Trich you nei dung dm ban quy che (quy dinh). 
(2) Trueng hop Ph6 Hieu trueng duce giao k1 thay Hieu truang thi ghi chit vi'et tat 
"KT." van truac chit "Hieu tnreng"; trueng hop k thira lenh thl ghi chit vi6t tat "TL." 
(thira lenh); trueng hop k thira uST quyen thi ghi chit viet tat "TUQ." (thira uST quyen) 
chit in hoa, eft chit 13, kieu chit dung, dam). 47 

Pho lye V-4 



BO GIAO DIX VA DAG TAO 	CQNG HOA XA HQ! CHU NGHIA VItT NAM 
TRUseING DM HQC  VINH 	 Bc 1#p - Tv do - Hph phtic 

TEN LOM V 'AN BAN (I) 
	  (2) 	  

(Ban hanh (phe duyet) kern theo Quyet dinh s6 	/QD- 
ngly thang nam 20... dm 	 

(3) 

IHEU TRUE/NG (4) 

(K), ghi r5 h9c ham, h9c vj, 119 ten, clOng dint) 

Ghi cha: 
Mau nay áp dung doi vâi cac van ban duqc ban hanh hoc phe duyet kern theo guy& 
dinh nhu chuang trinh, ke hooch, de an, phuong an... 
(1) Ghi ten loai van ban duqc ban hanh nhu chuong trinh, ke hoach, de an, phucmg 
an... 
(2) Trich yeu nOi dung van ban. 
(3) Ni dung van ban. 
(4) Ghi quyen han, chat vi cüa ngual 14/ nhu tai quyet dinh. 

%qv 

Phu lue V-5 



Bo °TAO DIX VA DAG TAO 	CONG HOA ni Ho CHU NGHiA VIET NAM 
TRISONG DSJ  HQC  VINH 	 DO lop - Tv do - Ranh pinic 

S8: 	/ DHV-...(1)... 

V.v 	(2) 	 

Nghe An, ngay 	... mini 20... 

 

Kinh girl; 

   

(3) 

(4) 

Niii nhon: 	 HIVU TRUCING (5) 

ghi r5 hpc ham, hpc vh hp ten, clong darn) 

- Ltru: HCTH, (1). 

Ghi cha: 
(1) Chit viet tat ten don A. sop than hoc chit tri soan thao Gong van. 
(2) Trich you nOi dung c8ng van. 
(3) Ten ca quan, th chit; cá nhan c6 trach nhiOm giai quyet cong viec; cdc dia chi de 
biet, phoi hap, bdo cdo va mu ghi 6 nt9c "Nai giri". 
(4) Noi dung ding van. 
(5) Tnremg hap Ph6 Hieu tnremg dirge giao Icy thay Hieu twang thi ghi crhilt viet tat 
"KT." vao truen chit "Hieu tnremg"; truong hap Icy thin 14nh thi ghi chit viet tat "TL." 
(thin lOnh); tnrang hap cap ph6 cUa Thu traemg don vi sop the.° duce giao ky thay thi 
ghi chit viet tat "KT." truem chin danh cüa Thu tnrang don vi sop thao (chit in hoa, 

chit 13, kieu chit diing, dam).  

Phy 19c V-6 



BO GIAO DVC VA DAG TAO 
TRYONG DAI HQC  YIN!! 

Cc/NG HOA XA HQI CHIJ NGHiA VItT NAM 
- Tv do - Hph phiic 

      

SO: 	/...(1)...-DHV 	 Ng he An, ngay thang nam 20... 

(2)  
(3)  

(4)  

Nai nli On: 
• 

Hitt TWANG (5) 

(Ay, ghi rti h9c hem, hQc vi, 129 ten, clang dim) 

   

   

- 	HCTH, (1). 

 

Ghi chti: 
Mau nay áp dung chung doi yeti da se cac hinh thirc van ban hanh chinh có ghi ten 
loai au the nhu: thong bao, chuang trinh, ke hoach, de an, bao cao, ta trinh v.v... 
(1) Chit viet tat ten loai van ban. 
(2) Ten loai van ban: thong cao, thong bao, chucmg trInh, ke hoach, de' an, phucmg an, 
ban cao, ter trinh v.v... (chit in hoa, cet chit 14, kieu chit dirngz  dam). 
(3) Trich yeu nOi dung van ban (chit in thuting, c'et chit 14, kieu chit dung, dam). 
(4) NOi dung van ban. 
(5) Truang hop Phei Hieu trailing duqc giao k thay Hieu truerng thi ghi chit viet tat 
"KT." vao tnrec chit "Hieu trueng"; trtrimg hop ky thira lenh thl ghi chit viet tat "Th." 
(thira lenh); twang hop cap pho cüa Thil twang dcm vi soan thao duce giao k9 thay thi 
ghi chit viet tat "KT." truetc chile danh cüa Thu truemg dun vi soan thao (chit in hoa, 
ca chi) 13, kieu chit dung, dam). 	 /(!i 

Phu lye V-7 



BO GIAO D1JC VA DAG TAO 
TRUING DAI HQC VENTH 

ONG HOA XA HQI CHIJ NGHIA MT NAM 
Dew Cap - Ty do - Hanh pink 

      

Só: (1) /GM-DHV 	 Nghe An, ngay Mang ... nal?? 20... 

GIAY MO' 

Kinh 	 (2) 	  

Tnximg Dai hoc Vinh Icinh mai 	 (2) 	  d'en dy hop 
ve van âe 	  

Thai gian: ngay, bat Si 	gia 	, thix . ngay thang . nam 	 
Dia diem: Tai 	  
Dé nghi 	  (3) 	  
	  di dung thanh phan dugc mai (4). 

Noi nkezn: 
- Nhu ten; 
- Ltru: HCTH. 

TL. Hitt TRUQNG 
TRUQNG PHONG HAM! CHI NH TONG HOP 

(K)", ghi it hoc ham, hoe 14, hp ten, clang dciu) 

GM Mu: 
(1) Giay mai ca lar se thi dugc luunhu &Ong van. 
(2) Ten co quan, to chirc, ca nhan can mai. 
(3) Neu re don vt, ca nhan (del tuong)idtrot mai can chart bi tai lieu, y kien tham gia; 

(tham gia kien vá sau Ichi hop). Neu dr ngtrai ldiac di thay thi bao cao cho co quan 
chU trl mai hop biet tnrorc. 

(4) Doi Wong du hop phai dung thanh phan dugc mai de có trach nhiem giai quyet. 
/67 

Phu 1pc V-8 



BQ 	CQNG HOA XA HQI CHU NGHIA VItT NAM 
DOe 1p - Tg do - Hgnh pink 

Ha Nai, ngay 	awing 	nam 

THONG TV' 

Not 
	

BO TRTIONG 

- Luu: VT,  
	 per 1c);, ciciu) 

Nguyen Vin A 

BO GIA0 DQC VA DAO TAO 
TR1LYONG 1)41 HQC VINH 	 SAO Y BAN CHINH (1) 

Nghe An, ngay thang ndm 20... 

Nei nhpn: 
- Ban Giam hiGu; 
- 	ant, dan vi, ca nhan)...; 
- Lint: HCTH, (2). 

TL. Hitt TRU'ONG 
TRUONG PRONG H.ANH CHINH TONG HOP 

(4, ghi rö kw ham, hoc vi, /IQ ten, clang dein) 

Ghi cha: 
(1) Binh thirc sao: sao y ban chinh, trich sao hoc sao 14c. 
(2) Dan vi sao van ban. 	

4,z 

S0: ..../20..../TT-B 	 

S0: 	/SY 

Phu lijc V-9 



PhyIyc s6VI  
MAU TRiNII BAY VAN BAN NOI BQ 

(Kern theo Quyit clinh 	/QD-DHV, ngay thing 4 nam 2016 
mkt Hien trudging Trufrng Dgi hoc Vinh) 

mAu sot 6.1 

M'au so 6.2 

M'au so 6.3 

MAu so 6.4 

Mk so 6.5 

Mau s6 6.6 

Mk so 6.7 

Must ,6.8 

- Phieu trinh 

- Bien ban thanh 19 him ding 

- Hipp d6ng 

- Chimg nhan 

- Phieu de ngh1 nhan ban va grid van ban 

- Giay giei thieu 

-Bien ban 

- Giay nghi phop 

Phu luc V1-1 



BO GIA0 DVC VA DAO TAO 	CQNG HOA )(A HOI CHU NGHIA VItT NAM 
TRUONG HAI HQC VINH 	 DQc 14p - Tv do - lInnh phtic 

PHIEU TRiNH 

Kinh trinh: Ban Giam hien Nha tubing 

Ve viec: 	  
H6 sa kern theo: 	  

i',7 kien Ban Giam hile'u Ni dung: 

Kinh trinh Ban Giam hie'u xem xet./. 

Pining HCTH 
kiem duyOt 

Chuyen vier' 
(K), va ghi rei 120. ten) 

Nghe An, ngay thang n am 20 
THU TRIYONG DON VI 

(K)5 va ghi hc• ten)  Any 

Phu luc VI-2 



Dun vi: 	CONG HOA XA HQI CHIJ NOMA VItT NAM 

S6: 	MD 	 DO lap - Ty do - Honh phfie 

Nghe An, ngay 	thing nam 20 

BIEN BAN THANH Lt HQP BONG 

ye viec 	  

Can cir vao Hqp dOng s6 ngay 	thang 	nam 	gifra 	 
vi 	  
Can ell bien ban nghiC'm thu ngay 	thang 	nam 	 
Cluing toi 
Don vi: 	 (ben A) 
Ngtrai doi din: 	 Chuc vu: 

Tai khoan: 	  
Ngan hang (Kho bac): 	  
Don 4 	 (ben B) 
Ngued dai din: 	 Chirc 

Tai khoan: 	  
Ngfin hang (Kho bac): 	  

Hai ben thong nhat lap hien ban thanh 13'T hop dong s6 	ngay 	thang 
nam 	nhu sau: 
- Ben B da hoan thanh 	theo hap dOng da k ket giaa hai ben 
- TOng kinh phi thanh toan duce hai ben A va B chap nhan: 	 
- Phan kinh phi ben A dä tom img cho ben B la: 	  
- Ben A phai tra not cho ben B la: 	  

Bien ban duet lap thanh 	ban, m8i ben gill 	ban va c6 gia tri nhu nhau. 

Doi din ben A 
Chfre danh 

(KJ', ghi re-  ha ten va clang dew) 

Dai din ben B 
Chirc danh 

ghi rO ha ten va clang cazt) 4.17  

Phu Ipc VI-3 



Don vi: 	CONG HOA XA 11QI CHU NOMA VICT NAM 

SES: 	MD 	 DQc 1 p- Ty. do - H3nb pluic 

Nghe An, ngay 	thcing nom 20 

HOP BONG 

Can : + 	  

Horn nay ng,ay  / / 	tai 	  
Chang Col g6m: 	  

1. 031 din (dcrn vi): 	 (pi tit 11 ben A) 
Do Ong (ba): 	 Chire vq: 

Dia chi: 

Tài khoin: 	  
Ngan hang (Kho bac) 	  
2. 03i din (don vi): 	  (goi tAt 11 ben B) 
Do Ong (ba): 	  Chtic 

Dia chi: 

Tai khoan: 	  
Ngan hang (Kho bac) 	  

Sau khi dd ban bgc, ha! Mn Moe thsign kf hgp ddng vol Cat didu khodn sau: 
Dieu 1: Noi dung ding viec: 
- Ben A giao cho bfren B: 	  
- Thai gian hoan thanh: 	  
Dieu 2: Giá tri hcrp ding va hinh thfre thanh toan: 
- Ttng gia tri hqp ding theo cig toan kinh phi do ben B lQp va duqc cap c6 tham quyetn 
cüa hai ben phe duyet la: 	 (bang chit 	 
- Tien de thanh toan thanh 	dot dcrt 1 	 so can lai thanh toan sau khi ea 
bien ban nghiem thu, thanh l hqp ding: 
- Hinh that thanh toan: Tien mat, sec, chuyen lchoan 
Dieu 3: Trach nhiem dm ben A: 	  
Dieu 4: Trach nhiem dm ben B. 	  
Dieu 5: Dieu lchoan chung: 	  
Bie'n ban dagc lap thanh 	ban, mgi ben gilt ... ban va c6 gia tri nhu nhau. 

031 din ben A 
	

03i dien ben B 
Chun danh 
	

Clint danh 
(4, ghi rö 119 ten vet dong dciu) 

	 ghi re' ha ten va *long dciu) 

Phu luc V1-4 



BQ (MAO D1JC VA DAG TAO 
	

CQNG HOA Xi HQI CHt NGHIA WET  NAM 
TR1UtiNG DAIL HQC YIN! 

	
Dc lp - Tv do - 1-13nh ph& 

Só: 	/GCN-DHV 
	

Nghe An, ngay 	tháng nom 20 

GIAY CHUNG NHAN 
TRUQNG DAI HOC  VINH CHING NHAN 

H9 va ten. 	Gibi tinh: Nam 0 Nil 0 

Sinh ngly 	thang 	nam 	Nai 

	 (1) 	  

	 (2) 	  

Nol nh4n: 	 TL. HItIJ TRUING 

(3) 	 

(Ky, ghi rö ha ten via clang eau) 

- Ltru: HCTH, 	 

Ghi chti: 
(1) NOi dung cluing nhqn (the dinh eu the ngued, su vie, van d dugc chimg nh4n); 
(2) Trong truang hup can thiet ghi: chimg nhan GO 	tri nr  / /  den  / /  ; 
(3) GM quyen han, chfre vu cüa nguoi có tham quyen 1c5r )(de nhOn. 

hi/ 

Phu lye VI-5 



BQ GIAO DQC VA DA0 TAO 
TRUtING HAI HQC VINE 

  

Dun vi: 	  
Nghe An, ngay thong nam 20 

Kinh 	Phong Hanh chinh ding h9p 

De nghi Phemg Hanh chinh tong him cho nhan ban 0, gfri 0 van ban, it lieu: 

- SO, kY hieu van ban: 	 ; Ngay 	 

- Nei dung tai li'eu/Trich yeu van ban. 	  

- SO trang van ban: 	 ; S6 lucmg nhan ban: 	 

- 	  

Hilt thirc chuyen: 

- Chuyen thuong 

- Chuyen phat nhanh 

- Bao dam 

- Chuyen hoa the 0 

- E-mail, fax, mang 

- Hlnh thuc khac 

SO lugng bi• 	• S6 lugng goi• 	- Chuyen nOi be 

Nprbi a nghi 
(Chit kfi, II9 ten)  4117  

Dien thogi lien he: 	  

Phu lye VI-6 



BQ MAO D1JC VA DA0 TAO 
TRUtiNG HAI HQC VINH 

	CONG HOA XA 1101 Olt NGHTA VItT NAM 
DOc Ip - Tv do - Hvnh phtic 

S6: 	/GGT-DHV 
	

Nghe An, ngery 	thang nom 20 

Guy Gieff THECU 

TRUCING HAI HQC VINH THAN TRQNG GIOI THIEU: 

Ong (ba): 	  

Chile vv. 	 (1) 	  

Throe cfr den: 	 (2) 	  

Ve viec: 	  

EM ngh1 QuSi ccr quan tan dieu kin de Ong (ba) c6 ten 6. tren hoan thanh nhim 
v11- 

Giay nay c6 gia tri den het ngdy 	  

No'! 'thorn 	 TL HItt TRU'ONG 

	(3) 	 
ghi it hp ten va clong diu) 

- Luu: HCTH, 	 

Ghi 
(1) Chile vu NM don vi cling Mc cita nguOri dirge gidri thieu; 
(2) Ten co ctuan, t6 chirc throe gibi thieu toi Jam viec. 
(3) Ghi quyen han, chIrc vu ctla nguoi cO them quyen ky xac than.  ifrf  

Php Itic VI-7 



BO GIAO DVC VA DAG TAO 
TRHeING D31 HQC VIM! 

se: 	/BB-DHV 

CQNG HOA XA HQI CH1J NGHiA VItT NAM 
Dc 10p - Ty' do - Hanh phoc 

Nghe An, ngety 	thang neim 20 

BIEN BAN 

	(1) 	 

Thai gian bat Mu: 	  

Dia diem: 	  

Thanh pit tham dcr: 	  

Chit'  tni (chit toa): 	  

Thu Icy (nguai ghi bien ban): 	  

Ni dung (theo then bin cuc hop/hi nghi/hOi thao): 

CuOc hop (NI nghi, hOi thao) ket thite vao 	gio 	ngay thang .... ram 	I. 

	

THU Kt 
	

CHU TOA 

	

(Chi? lai) 
	

(Chic k-P, cau (niu co)) 

(2) 

(HQ va ten) 
	

(Ho vã ten) 

Noi nhCin: 

- Ltru: HCTH, h6 sty. 

Ghi 
(1) Ten cui)c hçp ho4c hi ngh1, hei thao. 
(2) GM chirc \RI chinh quyan (neu an).  42, 

Phi; Inc V1-8 



BQ GIAO DIJC 'VA DAG TAO 	CQNG HOA XA HQI CHU NGHiA VItT NAM 
TRU'ONG HAI HQC VIM! 	 DOc 14p - Tv do - H9nh phoc 

So: 	/GNP-DHV 	 Nghe An, ngay 	thang nom 20 

GIAY NGIII PHEP 

Xet Dan xin nghi phep ngny 	thang 	na'm 	 

Cua 8ng (ba): 	(1) 	  

Tnrang Dai h9c Vinh dp cho: 

Ong (b0: 	 (1) 	  

Chirc v9: 	 (2) 	  

Nghi 014) nam 	trong thin gian: 	  

Ke tit ngay 	 d'en het ngny 	  

Tai: 	 (3) 	  

Noi nhlin: 	 HIW TRUtiNG 

- Ltru: HCTH. 	 (Chit kJ'', dig) 

(H9 va ten) 

Xcic nhdn cita co quan chi:cc) hoeic chinh quyJn 
dia phztang nal nghi phip 

(Chit kfi, ddu) 

(H9 ve ten) 

Oil chti: 
(1)149 va ten ngueri ducfc cAp gitAy phep. 
(2) Chirc vv va don vi c8ng tic cüa ngued duce cAp giAy phop. 
(3) Nth nghi phop. 

Phv lye VI-9 



Phy lig VII 
HU'ONG DAN CAI BAT DINH LE TRANG VAN BAN, PHONG CHic, 

CO CHU', ICHO GIAY TREN MAY TiNH 

(Kern theo Quyit clinh &J33  /QD-DHV, ngitydef thang 4 nam 2016 
cua Hieu truemg Trttong Doi hoc Vinh) 

1. Chon don vi do tren gib: cm. 
Chgn Tools/Options/General/MeasurementfUnits/Centimeters/OK 

2. Chon c'a giay: A4. 
Vao File/Page Setup/ 
- Margins: Top: 2cm Bottom: 2 cm 

Left: 3cm Right: 2cm 
- Paper: Paper size: A4 
- Default. 

3. Chgn phong chit, cer chit: Times New Roman, 13. 
Vao Format/Font/ 
- Font: Times New Roman 
- Font style: Regular 
- Size: 13 
- Default. 

4. Chon ch'e do in laze tucmg thich vâi khe giay A4 
Start/Settings/Printers and Faxes 
Nhap chuOt phai vao bieu tugng may in dang six clung; 
Chgn Printing Preferences/Page Setup/Paper size: A4/Apply/OK. 

5. Tao 2 loai chieu giAy trong mot van ban 
Vi da dang a clang gray theo chieu doe, moon trang tip theo giey theo chieu 

rOng thl chgn File/Page Setup/Margins /Orientation: Landscape/Preview/Apply to: 
This point forward/OK. 

6. Chgn AutoCorrect Options 
- B6 het the ngam dinh a kh6i bi lam phian vi mot se che dO nr deng; 
- Chi de lai che clO: Replace text as you type; 
-OK. 
- CM san mOt s6 cam van ban, cam tit hay dung trong AutoCorrect, 

phan Replace With de tin dung va tang toe dO soan thao van ban.  /3,47  

Phn lac WI-1 



Phy lyc VIII 
QUY TRiNH X171 Lt, SOAN THAO VA BAN HANH VAN BAN HANH CHINH 

(Kern theo Quyit dinh so': .155 /QD-DHV, ngay.if theing 4 n6m 2016 
mkt Hieu truong Trufnig Doi hoc Vinh) 

I. SO DO HOA QUY TRIM! 

Phong HCTH 
	

Dan vj chU tri 
	

Ban Giant WO 

Ngu6n van 
ban den 

VT tiep nhan 
Nhan van ban 

trac tiep 

Dang ky s6 den 

• 
TP xir 19. 
	 Chi dao 

• 
Chuyen 

• 

Soari thao 
van ban 

 

Nhan - ra sok, trinh 
UGH; }Clem sok van ban 

truet lchi phat hitnh 

• 
Cap s6, &mg dau 

• 

 

1(5,  van ban 

Van ban di 
	

Phat hanh 
	

Ltru h6 so' 

Phy lye VIII-1 



II. CAC VAN DE CAN LOU 
1. Khi cAn ban hanh van ban hanh chinh, don vi tham mini, chfi tri son thao 

(g9i tat la "don vi chit tri") phai bao cao xin chii tracing ban hanh van ban mei vari Ban 
Giam hieu, trrc tip deng chi phi trach don vi. 

2. Sau khi soan thao xong, don NI ch6 tri phai giri ban m'em van ban va Phong 
Hanh chinh Tong hop (qua dia chi E-mail: xulyvanban@vinhuni.edu.vn)  de BO phan 
phap the kiem tra, ra soat ve hinh that, the thfrc va tinh hap phap caa van ban va gin 
tra 1i cho don vi chit tri qua email cham nhat trong yang 02 ngay lam vie. 

3. Don vi chit tri d9c 	van ban, nu cal be sung, chinh sin thi tip tic lap lai 
quy trinh nhu O mye 2. Neu thy da dam bao thi tin hanh in van ban (02 b0), Tnreng 
don vi k nhay vao van ban (theo quy dinh). 

3.1. Dei vài the Quyet dinh ban hanh quy che, quy dinh, quy trinh lam viec; the 
Quyet dinh thanh lap Wei ding, phai lam Phieu trinh (mau tai  Phy  lye  VI) kern van ban 
chuyen den BO phan met dm. twat 8h00' sang hang ngay. 

3.2. Doi veri the loai van ban hanh chinh khac, khong can lam Phieu trinh ma 
chuyen van ban den BO phan met Gila trade 8h00' sang hang ngay. 

4. BO ph'an met cfra tap hap (cdc) Phieu trinh kern van ban va (cac) van ban 
hanh chinh lchac chuyen qua Phong Hanh chinh Ting INT cho kien vao Phieu trinh 
va 147 nhay (theo quy dinh) vao van ban. 

5. BO phan met cira trinh Ban Giam hieu phy trach 1(3'r ban hanh van ban trong 
khoang thei gian tin 8h00' den 9h30' hang ngay; chuyen qua Van thu cap se, thing dau, 
phat hanh va ltru ht so theo quy dinh. 

6. Don vi chi?' tri nhan van ban dd.  ban hanh, khach den lam vice nh'an ket qua tai 
BO phan met cira tin 9h30' hang ngay./. 	

147 

Phy tue VIII-2 



Phn Inc IX 
MAU BAN THUYET MINI! TAI LIEU HET GIA 

(KS theo Quyert dinh 159 /QD-DHV, ngayffic thing 4 nom 2016 
cilia Hieu trufmg Twang Doi hoe Vinh) 

BAN THUYET MINH TAI LIEU HET GIA TRI 
Thong (kh6i) 

Thai gian cüa Phong (kilo° tai lieu. 

I. TOM TAT TiNH HINH KHOI TAI LIEU HET GIA TR' 

1. Sv hinh thinh khOi tai lieu het gia tri: 
Tài lieu duqc 19ai ra khi nao? (Trong qua trinh chinh IY hay khi tiAn hanh danh 

gia doe lap ()hang (kilo° tai lieu lull trft?) 

2. SO lirqng: 
- Tang sa tai lieu khi dim ra chinh l la 	 met; 

- H6 scr, tai lieu gift lai bao quan la 	 met; 

- Sa luqng tai lieu loai ra 	 met @6, g6i); 

- Ty le loai ra so ved tai lieu gift lai IA 	%. 

3. Th?ri gian cüa Ith6i tai lieu het gia tri: 

- Thai gian bat du: 

- Thai gian ket thAc: 

II. TOM TAT THANH PHAN VA NQI DUNG CHU YEU CiJA KHOI 
TAI LIEU HET GIA TRi 

TM lieu het gia tri bao gam cac nhom: Tai lieu het thai han  bao quan, tai lieu bi 
bao ham, tai lieu thing, tai lieu bi rach nat kh8ng Ichoi phvc clugc, tu lieu tham lchao, 
ban chap ... 

1. Nh6m tai lieu het thiri hn bao quail: Gam nhang tai lieu gi ? NOi dung ve 
van de gi? Tac gia? Thai gian? Ly do huY . 

2. Nhom Milieu bi bao ham: Gam nhang tai lieu gl? V'e van de gi? LY do huy. 

3. Nhem tai lieu  trung: Gam nhang tai lieu gi? 

4. Nhom fir lieu: Gam nhemg loai nao? NOi dung ve van da gi? 

Nghe An, ngay tháng nom 
NGUOI WET THUYET MINI! 

(Ho va ten, chi? IcY)  /47 
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Phy lyc X 
MAD QUYET DINH VE VIEC TIEU HEY TAI LIEU HET GIA TRI 

(Kern theo Quyit clinh so:155 /QD-DHV, ngaydg thcing 4 nam 2016 
caa Hieu trwang Truang Dal hoc Vinh) 

BQ GIAO DIJC VA DAG TAO 
TRUbNG 031 HQC YIN!! 

/QD-DIV  

CQNG HOA XA HQI CHiJ NOMA. VIVI' NAM 
DO 1p - Tv do - Ianh phfic 

Nglie An, ngay 	thcing nam 

QUYET DINH 
Vevic tieu hity tai li?u het gia trj 

Can dr Luet ltru 	s6 01/2011/QH13 ngay 11 thang 11 nam 2011; 

Can cir Quyat dinh sa 62/2001/QD-TTg ngay 25 thang 4 nam 2001 dm Thil 
tiding Chinh phU ye den ten True/1g Dai hoc Su pham Vinh thanh Tn.remg Dai hoc Vinh; 

Can di Quyet dinh SO 70/2014/QD-TTg ngay 10 thang 12 nam 2014 dm Thu 
ft:Ong Chinh plat ban hanh Dieu le trtamg dai hoc; 

Theo de nghi cna ChU tich Hai clang xac dinh gia trj tai lieu, 

QUYET DINH: 

Dieu 1. Tieu hay ... 1)6 (tep) tai lieu het gia tn thuac Phang (khai) ... (kern theo 
Danh myc tai lieu het gia tri). 

Dieu 2. Giao cho Ph6ng Hanh chinh Tang hop the hien vie ti8u huy tai lieu 
hat gia tri theo dung quy dinh phap luet. 

Dieu 3. Cho tich Hai riling xac clinh gia tri tai lieu, Tnrong phang Hanh chinh 
Tang hop va cdc don vi, ca nhan c6 lien quan chin trach nhiem thi hanh Quyet dinh 
nay./. 

Nai nh'em: 
- Nhir Dieu 3; 
- Ltru: HCTH. 

HIEU TRITONG 

Phi lye  X-1 



Phy lyc XI 
MAU BIEN BAN BAN GIAO TAI LIEU HET GIA TRI 

(Kem theo Quyet dinh .17,9 /QD-DHV, ngay/11 thang 4 nam 2016 
cita Hieu &Sing Truang Doi hoe Vinh) 

BO CIAO DVC VA DAC, TAO 	CONG HOA XA HQI CHU NGHiA VItT NAM 
TRUIONG DSI HQC VINH 	 DOc 14p - Ty do - Hynh phtic 

Nghe An, ngay thang ndm 

BIEN BAN 
viC4c ban giao tai lieu het gia tn 

Can ca Luat luu 	so 01/2011/QH13 ngay 11 thang 11 nam 2011; 

Can ca Quyet dinh s6 	/QD-DHV ngay 	thang 	nam 	cUa Hieu 
truemg Truang Dal  hoc Vinh ye viec tieu huy tai lieu het gia tri, 

Horn nay, vac, hed 
Tai (nai huft) 	  
Chung t6i gm: 
Ben giao: 

1. 	  (ten danvi co tai lieu  tieu huY) 
2. 	  (ten don vi co tai lieu tieu hub 

Ben nhan: 
1. 	  PhOng Hanh chinh Teing hgp 
2. 	  Phang Ranh chinh T6ng hgp 
Cling giao va nhan kh6i tai lieu a tieu hay nhu sau: 
- Ten Phong (kh6i) tai 
- S6 lugng: 	b6 (tap) theo Danh nate tai lieu het gia tri. 
Hai ben da giao va nhan day oda s6 lugng tai lieu het gia tri ghi trong Danh mac. 
Bien ban nay rap thanh hai ban: ben giao gift mOt ban, ben than gift mOt band. 

HAI DIN BEN GIAO 	 031 DIN BEN NHOT 
ghi re' hQ va ten) 	 (Kp, ghi re3 hc) va ten)  
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Phy lye XII 
MAU BIEN BAN VE VIEC TIEU HUY TAI LIEU HET GIA TR' 

(Kern theo Quyit clinh s  195  /QD-DHV, ngery/Pt thcing 4 ndm 2016 
caa Hieu truang Trwerng Doi hoc Vinh) 

BO GIAO DUC VA DAC) TAO 	ONG HOA XA HOI CHU NGIIIA WET  NAM 
TRUXING 141 HQC VINH 	 DOc 14p - Ty do - Hynh phnc 

Nghe An, ngay thang neim 

BIEN BAN 
Ye' vic fieu  huY di lieu het gia tri 

Can dr Quy'et dinh s6 	/QD-DHV ngay 	thang 	nam 	cüa Hieu 
tnrOng Tnreng Dyi hoc Vinh ye yiec tieu huY tai lieu het gia tri, 

Horn nay, \Tao Mi .  

Tyi (nal hu)) 	  

Ching toi gm: 

1. 	  (ten don 4  c6 tai lieu tieu hujr) 

2. 	  (ten don 4  c6 tai lieu  tieu hi)) 

3. 	  PhOng Hanh chinh Tong hop 

4. 	  Pheng Hanh chinh Tong hop 

5. 	  

DA fin hanh tieu hug' s6 tai lieu het gia tri thuoc Phong (lchoi) 	 

So lucmg tai lieu duge tiou huSr 	 met 

Phucmg phap huSr: (nghien b'Ot giay, cat nho...) 	  

Chung fed da huy hat s6 tai lieu ghi trong Danh myc tai lieu het gia tri theo quy 
dinh. 

Bien ban nay lap thanh hai ban: don yi c6 tai lieu lien hny gift mot ban, don yi 
thyc hien tieu huy tai lieu gift mOt ban./. 

Dig DIEN PHONG HCTH 
ghi it hp viz ten) 

DAI DIEN DON Nil 
CO TAI LIEU TIEU HO? 

(K), ghi it hp va ten) 
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Phy lye XIII 
MAU PHIEU BE NGHt ICHAI THAC TA' LIEU LUTJ TRU' 

(Kern theo Quyet clinh so: Jfl /QD-DHV, ngay/141  thcing 4 ntim 2016 
cita Hitt truemg Tricemg Doi hoc Vinh) 

Dan 	  

PHIEU DE NGHT ICHAI THAC TAI LItU Lit TRU' 

	

Kinh gfri: 	  

	

HQ vã ten ngtrai d nghl: 	  

- Muc dich sü dung tai lieu. 	  

- SO, ky hi'eu, ngay, thang, nam tai lieu: 	  

- Trich yu nOi dung van ban. 	  

- Hinh thuc de' nghi khai thac (photo, sao, xac nhan): 	  

- So ban de nghl cung cap/van ban: 	  

XAC NIViN 
CiJA THU TWANG DON VII 

(Chit 19), h9 ten) 

Nghe An, ngety 	timing 	nom 

Nguoti a nghi 
ghi it fp ten) 

1‘1  
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Phu lyc XIV 
DANH MIX GIA TR' TAI LIEU 

(Kern theo Quyit chnh so:  399  /QD-DHV, ngezylle thing 4 neim 2016 
act Hieu trufmg Truemg Doi h9c Vinh) 

I. MAU GHI "DANH MIJC TAI LIEU HET GIA TRI" 

DANH MIX TAI LIEU HET GIA TIUT 

Phong/Khiii tai lieu: 	  

Bo sã Tdp SO Tien a tb tai lieu LS,  do hay Ghi cha 

(1) (2) (3) (4) (5) 

Hwang din ctich ghi the Oft 

Phong (kite* Ghi ten phong hoac khei tai lieu; 

COt 1 - B6 s6: Ghi thfr to cac be tai lieu. so  thfr tr dugc ghi lien toe cho met phong 
(hoac lchoi) tai lieu; 

Cat 2 - Tap se"): Ghi s6 thfr to he sa hoc tap tai lieu het gia tri trong timg b6; 

Cet 3 ,- Tiou de' tap tai lieu: Ghi tieu de dm he so hoac tai lieu het gid tri. Tieu d tai 
lieu het gia tri phai phan anh het nei dung tai lieu ben trong; 

Cet 4,- L), do hoy: Ghi 1ST do huSi tai lieu  nhu: het thai han bao quart; N bao ham (dei 
voi ke hooch, bao cao thang, qu5t ma da gift bao cao 6 thang hoac !tam); tang; tai lieu 

Si
bj ch net khong can kha nang phoc hai; ban nhap; tu lieu tham kirk; ban chop 
Do

..  
i ved nhfrng h6 sa hoac tap tai lieu bi‘bao ham, tang thira phai ghi re bao ham 

hoac tang vai ho so nao trong moc lye ho so gift lai; 

COt 5 - Ghi chit: Ghi hen cola Hai dóng xac dinh gia trj tai lieu hoac cac ghi chit ldia.c. 

,(27 
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II. BANG THEII HAN LI.TU TECH() SO, TAI LIEU HINH THANH PHO 
BIEN TRONG HOST DQNG QUAN Lt DA° TAO CIJA CAC DON VI, ICHOA 
DAC, T4L0 vA TRUtING TRIIC THUQC 

STT TEN NHOM HO SO, TAI LIEU DON VI LUV THOI HSN 
LUV Tilt 

I TM lieu luu frit vinh vien 

1 

Cac van ban mg hip, van ban mg 
chuyen nganh dao tao ths sy, tin , 
sy, cac loai guy& dinh, ket qua tuyen 
silt, danh sach tong tuyen, danh 
sach nhap hoc; Ket qua tot nghiep, 
quyet dinh ding nhan tot nghiep, 
danh sach cong nhan tot nghiep, 
quyet dinh cap van bang, chting chi. 

Pheng Dao too, Phong 
DT Sau dai hge, TT 
GDTX, Ph6ng CTCT-
HSSV, TT CNTT 

vath vi6n 
(bang s6 in va 
dia CD) 

2 

Bang diem t8ng lup toan knee h9c. 
SO cap phat van bang, cluing chi. 
HO so chain luan van thac sy, ha so 
chain luau an tin sy. Quyen lu 
tien sy. 

Phong Dan tao 
DT Sau dai lioC Phang TT 
GDTX, Thu vin, the i 
tnrong nye thuOc 

_ 	.x V yr uth 
( bAng so in va 
Clia CD) 

3 Chucmg trinh dao tao. 

Phong Dao tao, Phong 
DT Sau dai  h9c, TT 
GDTX, cac khoa dao 
tao, cac truemg tivc 
thuOc 

With vi6n 
(bang s6 in va 
din CD) 

4 Chan du ra, Iciem (filth chat lugng. 

Pheing Dao tao, Pheing 
DT Sau dai h9c, TT 
DBCL, cac khoa dao 
tao, cac truerng Mx 
thuOc 

Vinh vien 
(bang s6 in va 
dia CD) 

5 Cac quy dinh ve quan ly dao tao. 

Pheng Dao tao, Phi:mg 
DT Sau dai h9c, TT 
GDTX, TT DBCL, 
the khoa dao tao, the 
truang truc thuOc 

NT-nth viL 
(bang so in vã 
&fa CD) 

H TM lieu Itru tit co HIM h3n 

1 HO so dang ky tuyen sinh, hO so 
clang k9 xet tuyen. 

PhOng CTCT-HSSV, 
Phong Dao tao, TT 
GDTX, TT DBCL 

5 nam sau khi 
tuy6n sinh 

2 

- Quyet dinh thanh lap Ban Chi dao 
thi cap tinh, HOi &Ong thi va cac b0 
phan lien Tian; , 
- Bao cao t8ng ket Icy thi kern theo 
cac loai thong ke so lieu;,  
- CS bien ban La Hoi dong thi; 
- Nhting bien ban khac cO lien quan 
den kt thi; 
- HO so k5' luat (nu c6); 

PhOng DS too, TT 
GDTX 

1 nam sau khi 
thi 
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- Cie loai hkso khac theo van ban 
hutmg dan hang nam eta BO 
GD&DT. 

3 Phang Dao tao, TT 
GDTX 

5 nam k'e tir 
khi ce QD 
clang nhan ket 
qua phac khao 

H6 so plthe khao (nu co) gam. 
Quyet dinh thanh lap Ban Phitc khao, 
bien ban tong kat, danh sach thi sinh . 	z thay &A diem do phac khao va the 
bien ban khac lien pan. r  

4 Bai thi tuyen sinh va ho so cham thi 
lien quan dm thi sink 

TT DBCL, Phang 
Dao tap, TT GDTX 

it nhit 2 nam 
sau kid thi 

5 

Cac Quyet dinh thanh lap Rai dang 
thi t6t nghiep; Cae looi bien ban dm 
HOi clang thi tat nghiew,,Cac loai 
phi'eu cham thi, bai thi tot nghiep. 

Phang Dao too, TT 
GDTX 

3 narn sau khi 
thi tot nghiep 

6 Bai thi het hoc phan, ti6ti luan, bai 
fil3 MIL 

Ti' DBCL, Phang Dao 
tao, TT GDTX 

it nkat 2 nam 
sau khi thi/nOp 

7 
• Cac loai ha so, tai lieu lien quan den 

tuyen sinh, dao tao trinh do thac st 

Ph?mg DT Sau dai 
h9c, Thu vien, cac 
khoa dao tao 

5 nam, ke tir 
khi nguoi hoc 
tot nghiep 

8 

Luan van that SI da dugc hOi tang 
danh gia dat yeu eau trar len, ket luan 
dm hOi &Mg danh gia luan van va 
nhan xet dm cac phan hien luan van 
thac st 

PhOng DT Sau dai 
h9c; IT DBCL; Cdc 
khoa dao tao 

30 nam, ke tit 
khi ngutri hgc 
tot nghiep 

9 Do an tot nghiep. TT DBCL; Cac khoa 
dao tao 

3,nam sau khi 
tot nghiep 

10 SO hop BO mon, to chuyen mon; so 
seminar khoa hoc. 

Cac khoa dao tao; Cac 
truang we thu0e. 

2 nam sau khi 
ket Mac nam 
hoc. 
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