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Phu luc 111

BANG CHU VIET TAT TEN PON VI, VIET TAT TEN LOAI,
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN

(Kém theo Quyét dinh sé: 616/0P-PHYV, ngay 15 thang 3 nam 2024
cua Hiéu truong Truong Dai hoc Vinh)

I. BANG CHU VIET TAT TEN PON VI

] Chir viét tat Chir viét tat

TT Tén don vi, to chirc khi ghi ky hiégu | dwec ghi trong
van ban van ban

1. Truong Su pham SPV
2. | Truong Kinh té KTV
3. Truong Khoa hoc Xa hoi va Nhan van NVV KHXH&NV
4. | Vién Ky thuat va Cong nghé KT&CN
5. | Vién Cbng nghé Hba sinh - Méi truong CN HS-MT
6. | Vién Nong nghiép va Tai nguyén NN&TN
7. | Vién Nghién ciru va Do tao truc tuyén NCDTTT NC&DTTT
8. | Khoa Gi&o duc thé chat GD Thé chat
9. | Khoa Su pham Ngoai ngir SP Ngoai ngir
10. | Khoa Xay dung
11. | Trudng Mam non Thyc hanh MNTH MNTH
e | THSP | PTTHSP
13. | Trudng Trung hoc phd théng Chuyén THPT Chuyén
14. | Ban Thanh tra Nhan dén TTrND TTrND
15. SPir:]?]n\g/gi;]Ong tac chinh tri - Hoc sinh, CTCTHSSY CTCT-HSSV
16. | Phong Pao tao DT
17. | Phong Pao tao Sau dai hoc SbH DbT SbH
18. | Phong Hanh chinh Tong hop HCTH HCTH
19. | Phong K¢é hoach - Tai chinh KHTC KH-TC
20. | Phong Khoa hoc va Hop tac québc té KHHTQT KH&HTQT
21. | Phong Quan tri va Pau tu QTPT QT&PT
22. | Phong Thanh tra - Phap ché TTrPC TTr-PC
23. | Phong Tb chirc Can bo TCCB TCCB
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] Chir viét tat Chir viét tat
TT Tén don vi, to chuc khi ghi ky hiéu | dwoc ghi trong
van ban van ban
24, ;)/ig r?g?élg Pang - Hoi dong truong - VP Bing - HDT - BT
25. | Nha Xuét ban Dai hoc Vinh NXB NXB
26. | Tram Y té YT
27. | Trung tam Pam bao chét luong DBCL DBCL
28. gruuanng r:g?o[;ri\(r:\hn\é%’ig)é tro sinh vién va HTSVQHDN DV, HTSV&QHDN
B e e Qe phong v —
30. | Trung tdm Gido duc thuong xuyén GDTX GDTX
31. ('jl'lzlénlg rL%Tng}I)e;inh%Qr\]/(iﬂr:ﬁt lugng giao KBCLGD KBCLGD
32. | Trung tdm Noi tra NT
33. L;uunfé;é'ThE?ﬁgotin - Thu vién TV Thu vién
34. | Trung tdm Thyc hanh - Thi nghiém THTN TH-TN
I1.BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO VAN BAN
I Tén loai van bin Khi gh?ﬂ;r ;l/:zfltj;n ban
1. | Nghi quyét NQ
2. | Quyét dinh Qb
3. | Théng bao TB
4. | Thong tri TT
5. Chuong trinh CTr
6. | Kéhoach KH
7. | Huéng dan HD
8. |Péan DA
9. |Baocao BC
10. | Bién ban BB
11. [ Totrinh TTr
12. | Hop dong HD
13. | Giay chirng nhén GCN
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I Ten loai van bin Khi ghcl:rll;/r ﬁ:ﬁffi‘ﬁn ban
14. | Giay uy nhiém GUN

15. | Gidy moi GM

16. | Giy gidi thiéu GGT

17. | Giay nghi phép GNP

18. | Ban sao y ban chinh SY

19. | Ban trich sao TS

20. | Bansao luc SL

I11. MAU TRINH BAY VAN BAN, PHU LUC VA BAN SAO VAN BAN

1. Miu trinh bay viin ban hanh chinh

Mau 1.1 Quyét dinh quy dinh truc tiép

Mau 1.2 Quyét dinh quy dinh gian tiép

Mau 1.3 Quy ché, quy dinh (ban hanh kém theo quyét dinh)

Mau 1.4 Vin ban khac (ban hanh kém theo quyét dinh)

Mau 1.5 Cong van

Miu 1.6 C;élc hinh thg'rc’ van ban h'c‘lflh cl}inh ’khé? nl}u: thong bao, chuong trinh,
ké hoach, d¢ an, phuong an, bao céo, to trinh v.v...

Mau 1.7 Gidy moi

Mau 1.8 Gidy gidi thiéu

Mau 1.9 Bién ban

Mau 1.10 Gidy nghi phép

2. Mau trinh bay phu luc viin ban

Mau 2.1 Phu luc vin ban hanh chinh giy

Mau 2.2 Phu luc van ban hanh chinh dién tur

3. Mau trinh bay ban sao viin ban

Mau 3.1 Ban sao sang dinh dang gidy

Mau 3.2 Ban sao sang dinh dang dién tir




23

MAu 1.1 - Quyét dinh quy dinh truec tiép

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Poc lap - Tw do - Hanh phic
S6:  /QP-BPHV Nghé An, ngdy ... thang ... nam 20...
‘ QUYET PINH
Ve VIEC .oovvvirviieiiene, ()

CAN CU oo (2) oo ;
1611 v PP OS (2) oo ;
THhEO A€ NGNT CUA ...
QUYET PINH:
Pieu 1. ..o, (3) oo
DICU ... oo
........................................................................................................................................ /.
Noi nhgn: HIEU TRUONG (4)
- Theo Diéu ... (dé t/h); (Ky, ghi rd hoc ham, hoc vi, ho tén, déng ddu)

- Luu: HCTH, (5).

Ghi chu:

(1) Trich yéu noi dung quyét dinh.

(2) Néu cac cin cir truc tiép dé ban hanh quyét dinh.

(3) Noi dung cua quyét dinh. Luu y: Ghi thoi gian, hiéu lwc thi hanh; Pon vi, c& nhan chiu
trach nhiém thi hanh.

(4) Truong hop Pho Hiéu truong duoc giao ky thay Hiéu truong thi ghi chir viét tat "KT." vao
truéc chir "Hiéu truong"; truong hop Ky thira Iénh thi ghi chir viét tat "TL." (thira 1énh); truong
hop ky thira uy quyén thi ghi chit viét tat "TUQ." (thira uy quyén™ (chit in hoa, ¢& chit 13, kiéu
chir ding, dam).

(5) Tén don vi soan thao van ban.
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Miu 1.2 - Quyét dinh quy dinh gian tiép

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Poc lap - Tw do - Hanh phic
S6:  /QP-PHV Nghé An, ngay ... thang ... nam 20...
QUYET PINH
Banhanh ....................... (D) oo,

HIEU TRUONG TRUONG PAI HQC VINH

CAN CU oo (2) oo ;

1611 v PP OS (2) oo ;

THhEO A€ NGNT CUA ...

QUYET PINH

bieu 1. Ban hanh kém theo Quyét dinh nay .................... () RPN

DIHEU ... o
Noi nhén: HIEU TRUONG (4)
et ; (K, ghi r& hoc ham, hoc vi, ho tén, déng dau)

- Luu: HCTH, (5).

Ghi chu:

(1) Tén cua ban quy ché (quy dinh) duoc ban hanh.

(2) Céac can cur truc tlep dé ban hanh quyét dinh.

(3) Noi dung caa quyét dinh.

(4) Trudng hop Phé Hiéu truong duoc giao ky thay Hiéu truong thi ghi chir viét tat "KT" vao
trugc chir "Hiéu truong”, bén dudi ghi chir "Phé Hiéu truong” (chir in hoa, ¢& chit tir 13 dén
14, kiéu chir dang, dam).

(5) Tén don vi soan thao van ban.
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Miu 1.3 - Quy ché, quy dinh (ban hanh kém theo quyét dinh)

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Poc lap - Tw do - Hanh phic
QUY CHE (QUY PINH)
.............................. (L) oo,
(Ban hanh kém theo Quyét dinh sé ............ /OD-DHV, ngay ... thang ... nam 20...

cua Hiéu truong Truong Dai hoc Vinh)

Chuong I
QUY PINH CHUNG
5 11U OO U TP
B 1T
Chuong
3T TR
B 1T

HIEU TRUONG (5)
(Ky, ghi rd hoc ham, hoc vi, ho tén, déng dau)

Ghi cha:

Mau nay &p dung di véi quy ché, quy dinh duoc ban hanh kém theo quyét dinh, bd cuc c6 thé
bao gom chuong, muc, diéu, khoan, diém.

(1) Trich yéu néi dung caa ban quy ché (quy dinh).

(2) Truong hop Pho Hiéu truong duoc giao ky thay Hiéu truong thi ghi chir viét tat "KT." vao
truéc chir "Hiéu truong"; truong hop Ky thira Iénh thi ghi chir viét tat "TL." (thira 1énh); truong
hop ky thira uy quyén thi ghi chit viét tat "TUQ." (thira uy quyén) chir in hoa, ¢& chix 13, kiéu
chir ding, dam).
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Mau 1.4 - Vin ban khac (ban hanh kém theo quyét dinh)

BO GIAODUC VADPAOTAO  CQONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC VINH Doc lap - Tw do - Hanh phc

TEN LOAI VAN BAN (1)
.............................. ) N

(Ban hanh kém theo Quyéz dinh sé ............ /OD-DHV, ngay ... thang ... nam 20...
cua Hiéu truong Truong Dai hoc Vinh)

HIEU TRUONG (4)
(Ky, ghi rd hoc ham, hoc vi, ho tén, déng dau)

Ghi chu:

Mau nay ap dung ddi véi cac vian ban duoc ban hanh hoic phé duyét kém theo quyét dinh nhu
chuong trinh, ké hoach, dé an, phuong an...

(1) Ghi tén loai vin ban dugc ban hanh nhu chuong trinh, ké hoach, dé an, phuong 4n. ..

(2) Trich yéu noi dung van ban.

(3) No6i dung van ban.

(4) Ghi quyén han, chirc vy ctia ngudi ky nhu tai quyét dinh.
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MAiu 1.5 - Céng viin

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Poc lap - Tw do - Hanh phic
Sé: / DHV-...(1)... Nghé An, ngdy ... thang ... nam 20...
VIV i, 7)) T
Kinh gui:
e ————— () R ;

........................................................... . TS
Noi nhén: HIEU TRUONG (5)
s ; (K, ghi r& hoc ham, hoc vi, ho tén, déng dau)

- Luu: HCTH, (1).

Ghi chu:

(1) Chir viét tit tén don vi soan thao hodc chu tri soan thao cong van.

(2) Trich yéu noi dung cong van.

(3) Tén co quan, t6 chirc, ca nhan co trach nhiém giai quyét cong viéc; cac dia chi dé biét, phdi
hop, b&o cao va luu ghi & muc "Noi gui”.

(4) N6i dung cong van.

(5) Trudng hop Pho Hiéu truong duoc giao ky thay Hiéu truong thi ghi chit viét tat "KT." vao
trugc chir "Hiéu trudng"; trudng hop ky thira Iénh thi ghi chir viét tat "TL." (thtra 1énh); truong
hop cap ph6 caa Thu trudng don vi soan thao duoc giao ky thay thi ghi chir viét tat "KT." trudc
chuc danh cua Tha trudng don vi soan thao (chir in hoa, co chir 13, kiéu chir dang, dam).
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MAu 1.6 - Cac hinh thitc viin ban hanh chinh khic nhw théng bo, chwong trinh,
ké hoach, dé an, phwong an, bao cao, to trinh v.v...

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Dgc 1ap - Tw do - Hanh phuc
sé:  /.(1)..-BHV Nghé An, ngay ... thang ... nam 20...
...................... ) W
..................................... ) N
........................................................... L YOS
Noi nhén: HIEU TRUONG (5)
e ; (Ky, ghi rd hoc ham, hoc vi, ho tén, dong dau)

- Luu: HCTH, (1).

Ghi cha:

Mau nay ap dung chung ddi véi da s6 cac hinh thirc van ban hanh chinh c6 ghi tén loai cu thé
nhu: théng bao, chuwong trinh, ké hoach, dé &n, béo c4o, to trinh v.v...

(1) Chit viét tat tén loai vin ban.

(2) Tén loai van ban: thong cao, thong bao, chuong trinh, ké hoach, dé an, phuong an, bao cao,
to trinh v.v... (chit in hoa, ¢& chir 14, kiéu chir ding, dam).

(3) Trich yéu noi dung van ban (chit in thuong, ¢ chit 14, kiéu chit dimg, dam).

(4) No6i dung van ban.

(5) Truong hop Pho Hiéu truong duoc giao ky thay Hiéu truong thi ghi chir viét tat "KT." vao
truéc chir "Hiéu truong"; truong hop Ky thira Iénh thi ghi chir viét tat "TL." (thira 1énh); truong
hop cip ph6 cia Thu trudng don vi soan thao duoc giao ky thay thi ghi chit viét tit "KT." trudc
chtrc danh cua Tha truéng don vi soan thao (chit in hoa, ¢& chir 13, kiéu chir ding, dam).
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MAiu 1.7 - Gidy moi

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Poc lap - Tw do - Hanh phic
sé: (1) IGM-PHV Nghé An, ngay ... thang ... nam 20...

GIAY MOI

Kinh gui: .o, (7)) I
~ Trudng Pai hoc Vinh Kinh Mt ... ) F dén du hop
VEVAN A€ ..o L
Thoi gian: ... ngay, bat dau tir ... gio ....., thir ... ngay ... thang ... nam .......
Dia GIEM: T covvvvvoieecessvss s
benghi oo, (3) o [RTRRR
......................................................................... di ding thanh phan dugc moi (4).
Noi nhgn: TL.HIEU TRUONG
- Nhu trén; TRUONG PHONG HANH CHINH TONG HOQP

- Luu: HCTH.
(Ky, ghi rd hoc ham, hoc vi, ho tén, déng dau)

Ghi chau:

(1) Gidy moi 6 ly s6 thi duoc luu nhu cong vian.

(2) Tén co quan, t6 chic, c& nhan can moi.

(3) Néu 6 don vi, ca nhan (d6i tuong) duoc mai can chuan bj tai liéu, y kién tham gia; (tham
gia y kién va sau khi hop). Néu ctr nguoi khac di thay thi bao cao cho co quan chu tri moi hop
biét trudc.

(4) Pbi twong du hop phai dung thanh phan dwoc moi dé ¢ trach nhiém giai quyét.
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Miu 1.8 - Gidy gi6i thiéu

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Poc lap - Tw do - Hanh phic
Sé: (1) IGGT-BHV Nghé An, ngay ... thang ... nam 20...

GIAY GIOI THIEU

Truong Pai hoc Vinh trén trong gidi thiéu

(@] g o [ (o]:) (7)) P
O 011 (Y SRRSO
PuoC ctir dén: ..o, ) I
VB VIBC: vttt ettt ettt et ettt et et et et et e ettt et et ettt et ettt ettt ettt

Dé nghi Quy co quan tao diéu kién dé ng (ba) cé tén & trén hoan thanh nhiém vu.

Gidy NAY CO GIA tri &N NEENQAY .. ..cvveeveeeeeceeeceeee sttt /.
Noi nhgn: ] TL.HIEU TRUONG
- Nhu trén; TRUONG PHONG HANH CHINH TONG HQP

- Luu: HCTH.
(Ky, ghi rd hoc ham, hoc vi, ho tén, déng dau)

Ghi chu:

(1) Gidy giai thiéu c6 ldy sé thi duoc luu nhu cong van.

(2) Ho va tén, chuc vu va don vi cong tac cua nguoi dugc gidi thiéu.
(3) Tén co quan, t6 chic duoc gidi thiéu téi lam viéc.
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MaAu 1.9 - Bién ban

BO GIAODUC VADPAOTAO  CQONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC VINH Doc lap - Tw do - Hanh phc

S6: (1) /BB-BPHV

BIEN BAN
........... () U
Thoi gian DAL QAU ..ottt
bia diém:‘ .................................................................................................................
Thanh phan tham dU:.......c.oooeiiii e
ChUl tri (ChU 0@) ..ottt
Thu ky (nguoi ghi bi€n baAn):......cccuviiiiiiiiie e

Cudc hop (hoi nghi, hoi thao) két thuc vao .... gio...., ngdy.... thang.... nam..../.
THU KY CHU TQA
(Chit ky ctia nguwoi ¢é tham quyén,
(Chir ky) dau/chit ky s6 ciia co quan, t6 chirc (néu c6) (3)
Ho va tén Ho va tén
Noi nhgn:

Ghi chu:

(1) Bién ban c6 lay s6 thi duoc luu nhu cong vin.
(2) Tén cudc hop hodc hoi nghi, hoi thao.

(3) Ghi chtc vu chinh quyén (néu can).
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MAu 1.10 - Gidy nghi phép

BO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC VINH Poc lap - Tw do - Hanh phic
Sé: (1) /GNP-PHV Nghé An, ngay ... thang ... nam 20...

GIAY NGHI PHEP

Xét Don d& nghi nghi phép ngay .......... 2)......... ctia ong (ba) .............. )
Truong Pai hoc Vinh cap cho:
ONG (DA):..eeeeeeeeeeee s (<) TV
ChlIC VUi (D)
Duogc nghi phép trong thoi gian ............. () R KE I NGAY ..o,
dén het NGAY cv.vveeeeeeeeeee, 11 ORI ()
S6 ngay nghi phép néu trén dugc tinh vao thoi gian .................... ) T /.
Noi nhgn: TL. HIEU TRUONG
R ) B TRUONG PHONG TO CHUC CAN BQ

- Luu: HCTH, TCCB.
(Ky, ghi rd hoc ham, hoc vi, ho tén, déng ddu)
X&c nhdn ciia co quan (té chic) hogc
chinh quyén dia phwong noi nghi phép
(néu can)

(Chir ky, ddu)

Ho va tén

Ghi chu:

(1) Gidy nghi phép c6 lay sé thi dugc luu nhu cong van.

(2) Ngay c6 don d& nghi nghi phép.

(3) Ho va tén cta ngudi dugc cap gidy phép.

(4) Chtrc vy va don vi cong tac cia ngudi duoc cap gidy phép.

(5) Thot gian dugce nghi phép.

(6) Noi nghi phép.

(7) Thoi gian nghi theo Luat Lao dong (nghi hang nam c6 luong hoac nghi khong hudong lvong
hodc nghi viéc riéng ma van huéng nguyén luong...).



33

Mau 2.1 - Phu luc viin ban hanh chinh gidy

Phu luc...(2)....

Ghi chu:

(1) Sé thu tu caa Phy luc.

(2) Tiéu dé caa Phy luc.

(3) S6 va ky hiéu caa van ban

(4) Thoi gian ban hanh van ban.

(5) Tén co quan, t6 chirc ban hanh van ban.
(6) Noi dung cua Phu luc.
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MAiu 2.2 - Mau Phu luc vin ban hanh chinh dién tir *

S6:...(5)...; ngay/thang/nam; gid: phit: gidy (6)

Phu luc...(2)....

Ghi chu:

Mau nay &p dung véi vin ban dién tir ¢d phu luc khdng cling tép tin véi noi dung vin ban.

(1) S6 thir tw cua Phy lyc.

(2) Tiéu dé caa Phy luc.

(3) Béi vé6i van ban dién tir, khdng phai dién thong tin tai cac vi tri nay.

(4) Tén co quan, t6 chirc ban hanh van ban.

(5) S6 va ky hiéu van ban.

(6) Thoi gian ky sb cua co quan, to chire (ngdy thang ndm; gid phit gidy; mai gio Viét Nam
theo tiéu chuan 1SO 8601).

(7) Noi dung cua Phu luc.
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Miu 3.1 - Ban sao sang dinh dang gidy

TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc 1ap - Tw do - Hanh phac
Soidev ,NQay... thang... nam...

TEN LOAI VAN BAN

......................................................................................................................................... /.
Noi nhan: QUYEN HAN, CHUC VU CUA NGUOI KY

--------------- (Chif ky cua nguoi co tham quyen dau cua co quan,
] LuuVT to chiec ban hanh van ban)

Ho va tén
BOGIAODUC VADAOTAO ... [
TRUONG PAI HQOC VINH
S6: (2) /..(3)..-bHV Nghé An, ngay ... thang ... nam 20...
Noi nhgn: ] TL.HIEU TRUONG
- Ban Giam hiéu; TRUONG PHONG HANH CHINH TONG HQP

- ...(td chte, don vi, c& nhan)...;

- Luu: HCTH, (4). (Ky, ghi 16 hoc ham, hoc vi, ho tén, dong ddu)

Ghi cha:

(1) Hinh thuc sao: "SAO Y" hoic "SAO LUC" hoic "TRICH SAQ".
(2) Ban sao ¢ lay sb thi dugc luu nhu cong van.

(3) Chir viét tit tén loai ban sao.

(4) Ky hiéu don vi sao van ban.



