UBND TINH HAU GIANG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CDPCD HAU GIANG Doc 14p — Tw do — Hanh phuc

$6:371/QP-CHCP Vi Thanh, ngay 01 thang 12 nam 2017
QUYET PINH
V& viéc ban hanh Quy dinh vé cong tac Hanh chinh
Truomg Cao ding Cong dong Hau Giang

HIEU TRUONG TRUONG CAO PANG CONG PONG HAU GIANG

Cin cir Nghi dinh s6: 58/ND-CP, ngay 28/4/2001 ctia Chinh phu vé viéc quan 1y va
st dung con dAu;

Cin ct Nghi dinh sb: 110/ND-CP, 08/4/2004 cua Chinh phil vé cong tac van thu;

Cong vin sb: 425/VTLTNN-NVTW, ngay 18 thang 7 nim 2005 cta Cuc Vin thu va
Luu trtr Nha nudc;

Can cu Quyet dinh s6: 4128/QD-BGD&PT ngay 01/08/2005 ciia Bo truong Bo Gido
duc va Dao tao vé viéc thanh 1ap Truong Cao dang Cong dong Hau Giang;;

Cin ctr vao Quyét dinh sd: 114/2006/QD-TTg, 25/5/2006 ctia Thu tudéng Chinh phu
vé Ban hanh Quy dinh ché do hop trong hoat dong cua cac co quan hanh chinh nha nudc;

Can ctt Thong tu s6: 01/2011/TT-BNV, ngay 19/01/2011 cta Bo trudéng BO Noi vu
vé viéc hudng dan thé thirc va k¥ thuat trinh by vin ban hanh chinh;

Cin ct Thong tu s6 04/2013/TT-BNV, ngay 16/4/2013 ctia Bo Truong Bo Noi vu
huéng dan xay dung Quy ché cong tac van thu, luu trit cia cac co quan, to chic;

Cin cr Quyét dinh s6 : 158/QD-CHCDP, ngay 14/4/2017 cua Truong Cao dang Cong
déng Hau Giang vé viéc phé duyét quy ché td churc va hoat dong ciia Truong Cao déng
Cong dong Hau Giang;

Xét dé nghi cua Truong phong Hanh chinh - Tong hop,

QUYET PINH:

Pi¢u 1. Ban hanh “Quy dinh vé cong tac Hanh chinh” cia Truong Cao dang
Cong dong Hau Giang.

Pi¢u 2. Giao Phong Hanh chinh - Tong hop thuc hién niém yét cong khai “Quy
dinh vé& cbng tdc Hanh chinh” ctia Truong CHCD Hau Giang dé can bo, vién chuc, nguoi
lao dong thuc hién.

Piéu 3. Truong cac phong, khoa chic ning truc thudc Truong Cao dang Cong
ddng Hau Giang va cac t6 chiic, ca nhan co lién quan chiu trach nhiém quyét dinh nay ké

tr ngay ky./.

Noinhgn: HIEU TRUONG
- UBND tinh (d¢ b/c);

- S6 Lb-TB&XH,; (D ky)

- So: Noi vu; GD&DPT;

- Ban Giam hiéu; N

- Phong/khoa/ban/TT; Nguyén Hiru Van
- Céc t6 chtrc Poan thé;

-CB,GV,VC va NLD;

- Luu: VT.



QUY PINH
CONG TAC HANH CHINH TRUONG CPCP HAU GIANG
(Ban hanh kém theo Quyét dinh s6:371/0D-CPCP ngay 01/12/2017
cua Hiéu truong Truong CODCP Hau Giang)
CHUONG |
QUY DINH CHUNG
Pi¢u 1. Pham vi diéu chinh

Quy ché nay duoc quy dinh vé cong tac hanh chinh; trach nhiém, gio glac 18 16i
lam viéc; ché d6 hoi hop, thong tin, b4o céo; quan hé cong tac; huéng dan mot sé nghiép
vu cong tac van thu luu trir, cong tac soan thao van ban, ban hanh van ban; quan ly va su
dung con dau; trinh ty giai quyét cong viéc ctia Truong Cao dang Cong dong Hau Giang.
Piéu 2. Pdi twong ap dung

Quy dinh nay duoc ap dung cho tit ca cac phong, khoa, ban, trung tim, trudng
Mam non thuc hanh, t6 true thude va cac doan thé (goi chung 1a phong, khoa).

Cac mbi quan hé cong tac hanh chinh giita Ban Giam hiéu véi cac don vi, gifta cac
don vi trong Truong véi nhau dugce thyuc hién theo phap luat va theo cac quy dinh trong
van ban nay.

Picu 3. Nguyén tic lam viéc

- Hiéu truong 1a ngudi lanh dao cao nhat Trudng; thyc hién thAim quyén cua minh
theo quy dinh cta phap luat va chiu trach nhiém trudc UBND tinh, cac Bo ¢6 lién quan vé
toan bd hoat dong cua nha Truong.

- Cac Pho Hiéu truong giup Hi¢u trudng chi dao cac linh vuc hoat dong cua
Truong theo sy phan coéng ciia Higu trudng va chiu trach nhiém trudc Hiéu truong vé cac
linh vuc hoat dong da dugc phan cdng cho Trudng cac don vi.

- Trudng cac phong, khoa chirc nang la nhitng b phan tham muu, thuc hién va
chiu trach nhiém véi chlrc nang, nhiém vu dugc giao; du thao cac van ban hanh chinh
thudc chirc nang, nhiém vu duogc phan cong; dé xuat nhiing kién nghi nham nang cao hi¢u
qua hoat dong quan ly hanh chinh Nha nudc trong nha truong.

- Hiéu truong uy quyén cho Trudng phong Hanh chinh — Tong hop ¢6 trach nhiém
phé chuan trén cic van ban dén dé phan cong thuc hién va theo doi. Trir cac vin ban co
lién quan dén céap kinh phi thyc hién.

CHUONG I
CHE PO HQI HQP, THONG TIN VA BAO CAO
Pi¢u 4. Ché d hoi hop va khanh tiét
1. Ché dd hoi hop

- Hop 13nh dao Truong: Mdi thang it nhét 01 1an, c6 thé hop dot xudt khi can thiét.
Thanh phan du hop gém Hiéu truong; cac Phé Hiéu truong. Tuy theo ndi dung cude hop
c6 thé moi Truong cac don vi lién quan du hop.

- Hang thang hop giao ban 01 lan. Thanh phan gém Hiéu trudong, Phé Hiéu truong
va Truong, Phé cac don vi thudc truong.

- Hang thang hop giao ban chuyén mén ddo tao 01 lan. Thanh phan gom Ph6 Hiéu
truong phu trach dao tao va Trudng hodc Pho cac khoa, phong chirc nang thude truong.

- Hop céc hoi dong ctia Truong do Hiéu truéng lam Chu tich quyét dinh thanh 1ap
va triéu tap. Tuy theo ndi dung cudc hop Chu tich hoi dong c6 thé mai thém mot sO nguoi
khac co lién quan dy hop, nhitng nguoi lién quan duoc moi du hop co quyén phat biéu y
kién nhung khong tham gia biéu quyét cac van dé do hoi dong thong qua.
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- Hoi nghi can b, vién chitc duoc to chirc hang nam theo quy dinh.

- Hi€u trudng co thé triéu tap cac cudc hop, hoi nghi bat thuong khi can thiét.

- Céac cudc hop do cép trén tri€u tap hodc do co quan khac moi thi du dang thanh
phan, chi ctr nguoi khac di hop thay khi dugc cap triéu tip hodc co quan moi dong ¥.

- Can bo, vién churc khi hoi hop chuyén dién thoai sang ché dé rung,; han ché nghe
dién thoai hodc tdt nguén khi can thiét.

2. Chuén bi ndi dung cac cudc hop

- No1 dung cudc hop thyce hién theo quy dinh cua nha truong hodc do Hi¢u truong
Pho Hiéu truong dugc uy quyen phén cong cho mét hodc mot s6 don vi chuén bi theo muc
dich, yéu cau cua cudc hop (néu viéc chudn bi can sw phéi hop ciia nhiéu don vi thi don vi
ndo chinh thi don vi dé chu tri).

- Nhirng van dé lién quan dén ndi dung cudc hop va nhirng ndi dung , yéu cau can
trao d6i, thao luan, tham khao y kién tai cudc hop phai dwgc chuan bi ddy da  trude thanh
van ban.

- Dbi voi nhiing tai liéu dai , c6 nhiéu ndi dung , thi ngoai van ban chinh con phai
chuén bj thém ban tém tit noi dung.

- Cac don vi dugc phan cong chuan bi ndi dung cudc hop thi phai chuan bi ky , chu
dao, day du, dung yéu cau vé ndi dung va thoi gian.

- Pon vi dugc phan cong chudn bi ndi dung hop néu khong hoan thanh cong tac vé
chuén b ndi dung, thoi gian theo yéu ciu dugc xem khong hoan thanh nhiém vy cong tac
va dugc xem xét xu ly theo quy dinh cua nha truong.

3. Nhirng yeu ciu vé tién hanh cudc hop

- M&i cudc hop c6 thé glal quyet nhiéu ndi dung sur dung nhiéu hinh thice |, cach
thirc tién hanh cho phu hop véi tinh chat , yéu cau, ndi dung cua ting véan dé cy thé dé tiét
kiém thoi gian, bao dam chét hIO‘l’lg va hiéu qua giai quyét cong viéc.

- Nguoi chu tri hodc nguoi duoc phan cong chi trinh bay tom tat , ngin gon tu
tuong, ndi dung cdt 1561 cac van dé dua ra cudc hop.

- Viéc phat biéu, trao doi y kién tai cudc hop phai tap trung chu yéu vao ndi dung
cudc hop, nhitng van dé c6 nhiéu ¥ kién khac nhau thi dé xuit nhitng bién phap xur 1y, thuc
hién.

- Y kién két ludn cua ngudi chu tri cude hop phai 16 rang , cu thé, thé hién duoc day
du tinh chét, ndi dung va yéu cau cudc hop ; nhirng ndi dung chua két luan cin phan cong
don vi, ca nhan tiép tuc nghién ctru, thao luan va dinh thoi gian théng nhat dé két luan.

4. Chuan bi phong hop, khanh tiét

- Tat ca cac cudc hop trong Trudng va ngoai Trudong do BGH chil toa thi nhan vién
Phong Hanh chinh — Tong hop chuén bj Phong hop s6 1 nhu m cira, vé sinh, lau chui, sap
xép ban ghé; rira tach, ly; nudc ubng, tra, mé dén, quat, may lanh trude 15 ph ut.

- Cac cugc hop con lai trong ndi bo nha trudng, néu sO lugng nguoi it co thé bd tri
tai phong lam viéc ctia BGH hay Phong hop s 2 thi qui dinh nhu khoan 4, Diéu 4.

- Riéng dbi v6i cac td chirc Pang, Poan thé c6 tiép doan cép trén thi tham muu voi
Pang uy, Ban Giam hiéu dé b tri nhu khoan 4, Diéu 4.

Diéu 5. Bién ban va hd so hdi hop

- Cac cudc hop do Ban Giadm hiéu chu toa va cudc hop & cac don vi déu phai ghi
bién ban va 1ap ho so dua vao luu trit theo quy dinh hién hanh.

- Cac cudc hop thanh phan chi cé Hiéu truéng, Pho Hiéu trudong: Viéc ghi bién ban
do Hiéu truéng quy dinh.

- Phong Hanh chinh — Téng hop chiu trach nhiém ghi bién ban cudc hop giao ban
hang thang va 1ap ho so dwa vao luu trit tai van thu cta Truong.
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- Phong Pao tao chiu trach nhi¢m ghi bién ban cudc hop giao ban chuyén mén dao
tao va lap hd so dua vao luu trit tai don vi.

- Hoi nghi can bo, vién chirc: Chu toa gi6i thiéu thu ky ghi bién ban va 1ap ho so
hoi nghi dua vao luu trir tai van thu cua Truong.

- Céc cudc hop chuyén dé, hop Ban chi dao, Ban td che, hop céac hoi déng khac do
Truong thanh l4p c6 ndi dung thude linh vuc cong tic cua don vi ndo thi thu ky hoi dong
hodc Trudng cac don vi do ghi bién ban va lap hd so cude hop dua vao luu trir tai don vi.
Néu cudc hop c6 ndi dung lién quan dén nhiéu don vi thi chi toa cudc hop gidi thi¢u thu
ky ghi bién ban va 14p hd so dua vao luu trir tai vin thu caa Trudng.

- M6i don vi phai 1ap s6 bién ban céc cudc hop cua don vi minh. Trudng cac don vi
chi dinh nguo1 ghi bién ban va lap hd so dua vao luu trit tai don vi minh.

Piéu 6. Ché d¢ thong tin, bao cio

1. Thong tin gitra Lanh dao Trudong véi can b, vién chuc trong Trudng va nguoc
lai duoc thuc hién qua hop giao ban dinh ky hing thang. Trudng cic don vi c6 trach
nhiém dam bao thong tin hai chiéu lién quan gitra Lanh dao Truong va can bg, vién chirc
trong nha Truong.

2. Thuc hién t6t ché do thinh thi, bao cao duogc quy dinh nhu sau:

- Bao cédo thang 01, 02, 4, 5, 7, 8, 10, 11: gui trudc ngay 20

- B4o céo quy I, I1I: gtri trude ngay 20 cia thang cudi quy (20/3; 20/9)

- Bdo cdo so két (6 thang): gui trudc ngay 15/6

- Bao c4o nam: gui trude ngay 10/12

- Bao cao chuyén dé, bao céo dot xuat thi theo yéu cau chi dao ctia Ban Giam hiéu
hodc cap trén theo quy dinh.

Trudng cac phong khoa va tuong duong guri bao cdo qua dia chi Email chuyén vién
phu trach ctia Phong hanh chinh — Tong hop.

- Thoi gian giri bdo cdo néu tring vao ngay nghi (thir 7, chi nhdt, 1é, tét,...) thi
phai gui truoc ngay nghi.

CHUONG III
GIO GIAC, TRANG PHUC, LE LOI LAM VIEC VA MOT SO QUY PINH KHAC
Piéu 7. Gio' 1am viéc hanh chinh va trang phuc
- Lam viéc 40 gio/tudn. Lam viéc ding gid va theo qui dinh nhu sau:
+ Sang: Bt dau tir 7 gio dén 11 gio.
+ Chiéu: Bat dau tir 13 gio dén 17 gio.

- Trang phuc gon gang, lich sy, mang thé vién chirc trong gio 1am viéc.

- Khong str dung thoi gio lam viée vao viéc riéng; khong di mudn, vé som, khong
choi tro choi dién tr, zalo, facebook, xem phim... trong gio lam viéc.

- Co mt dung gio tai co quan theo gio hanh chinh theo quy dinh.

- Sip xép ban ghé, gidy to, hd so; quét don phong 1am viée sach s& trude gid lam
viéc moi ngay.

- Cén bo, vién chirc va nguoi lao dong trong nha trudng can thuc hién nghiém tic
cac quy dinh sau day:

+ Khong ubng rugu bia trong gio 1am viéc, 1én 16p, hoi hop, ké ca budi trua va
ngay tryc tai co quan.

+ Khong duoc hut thudc 14 trong phong, noi lam viéc, noi cong cong.

Piéu 8. L& 16i lam viéc

- Giao Phong Hanh chinh — Téng hop diém danh thanh phan, dbi tuong, don vi

tham gia cac cudc hop cua nha truong.



- Céan b, giang vién, vién chuc va nguoi lao dong lam viéc, giang day theo diung
thoi gian qui dinh cia nha nudc va nha truong.

- 10 gid, sang thir sau hang tuan, Trudng cac don vi ding ky ndi dung lam viéce tuan
t61 (néu cd) voi Ban Giam hiéu qua Phong Hanh chinh — Téng hop.

- Trén co s& lich lam viéc cia Ban Giam hi¢u, Truéng cac don vi 1én lich lam viéc
cua don vi minh va niém yét cong khai tai don vi.

- Mdi can b, giang vién, vién chirc va ngudi lao dong phai c¢6 ké hoach cong tac ca
nhan, tudn thi gio gidc lam viéc dung quy dinh; tac phong nghiém tac; chi duoc phép
véang, tré khi c6 1y do chinh dang va duoc Trudng hoic Pho don vi duoc cép trudng uy
quyén dong ¥.

- Truong cac don vi vang mit phai bao céo véi Pho Hidu truong truc tiép phu trach.
Pho Hi€u truong vang mat phai bao cdo voi Hiéu truong. Hiéu truong va cac Pho Hi¢u
truong cung vang mat thi uy quyén ngudi xtr Iy cong viéc va giao Phong Hanh chinh —
Téng hop thong bao dén cac don vi.

- Céc co quan, don vi, td chirc, ca nhan ngoai truong mudn 1am viéc v6éi Ban Giam
hiéu thi lién hé Phong Hanh chinh — Téng hop vé thoi gian, dia diém, ndi dung, thanh
phan lam viéc dé Phong Hanh chinh — Tong hop bao cdo, xin y kién Ban Giam hiéu dé b
tri lam viéc.

- Can b9, giang vién, vién chic va nguoi lao dong mudn tryc tiép phan anh, kién
nghi, dé xuat ¥ kién véi nha Trudng thi lién hé qua Phong Hanh chinh — Tong hop dé b
tri sap xép. Con hoc sinh, sinh vién thi lién h¢ voi Phong Cong tac chinh tri - Hoc sinh
sinh vién dé duoc hudng dan, giai quyét.

- Tiép nhan, xir Iy phan 4nh kién nghi cta ca nhan, to chiic vé quy dinh hanh chinh véi
tinh than nghiém tuc va cau thi.

- Ban Giam hiéu c6 thé uy quyén cho Trudng cac don vi thay mit nha truong lam
viéc voi co quan, don vi va ddi tac bén ngoai thi ding ky va théng bao Phong Hanh chinh
— Tong hop b tri lich 1am viéc.

- Nhitng vin ban ctia Trudng mang tinh thong bao, huéng dan, quy dinh di duoc
Ban Gidm hiéu phé duy¢t thi déu duoc dua 1én website cua Truong dé thuc hién va theo
dung quy dinh vé quan 1y trang website.

- Cé4c vin ban dy thao can xin ¥y kién chi dao cua Ban Giam hiéu, hodc ¥ kién gop y
cua cac don vi, thi don vi gui tryc tlep van ban qua dia chi Email ctia nhiing don vi, ca
nhan d6 dé gop ¥, xin y kién va phan hoi nguoc lai.

- Thyc hién nghiém chuan muc dao dic nghé nghiép cta co quan; Quy tic Gmg xir
cua can b, vién chirc; van dong can bg, vién chirc khac thuc hién dung cac quy dinh nay.
Pi¢u 9. Trinh Ky vin ban

- Van ban trinh ky phai dugc danh may rd rang, chinh xac; dam bao vé ndi dung va
hinh thic. Truong don vi kiém tra, ky tat va chiu trach nhiém vé nhimng ndi dung vin ban
cua don vi minh tham muu.

- Trudéng céc don vi chu tri soan thdo van ban phai kiém tra va chju trach nhiém vé
d6 chinh x4c ciia ndi dung van ban, ky nhay/tat vao cudi ndi dung vin ban (sau dau ./.)
trude khi trinh Lanh dao co quan, t6 chie ky ban hanh.

- Trudng phong Hanh chinh — Tong hop gilp Ban Giam hiéu t6 chuc kiém tra 1an
cudi va chiu trach nhiém vé thé thic, k¥ thuat trinh bay, thu tuc ban hanh van ban cia co
quan, t6 chirc va phai ky nhay/tat vao vi tri cudi cung & “Noi nhan”.



- Truong don vi 1a nguoi tryc tiép trinh van ban cho Ban Giam hiéu ky. Trir truong
hop Trudng don vi uy quyén, hodc di cong tac, di hoc, nghi phép... nhung phai duoc Ban
Giam hiéu dong y.

- Tét ca cac loai van ban trinh Ban Giam hi¢u ky phai thong qua Phong Hanh chinh
— Tong hop kiém tra. Truong hop khan cép c6 thé trinh tryc tiép cho Ban Giam hiéu,
nhung phai c6 phiéu liét ké cac van ban trinh ky dé luu tai Phong Hanh chinh — Téng hop.

- Cac don vi phong, khoa chirc nang nhan lai van ban da dugc Ban Giam hiéu ky tai
Phong Hanh chinh — Tong hop.

- Déi Vi cdc don vi dac thu trinh ky van bang, ching chi, chimg nhdn, ...thi chiu
trach nhiém theo tham quyén qui dinh.

Piéu 10. Giai quyét cong viéc

- Ban Giam hiéu xem xét, giai quyét cong viéc hang ngay trén co s hd so cia
Phong Hanh chinh - Téng hop nhén duoc tir cac don vi trong va ngoai Trudng giri dén.

- Céc don vi phong, khoa chirc ning chuyén hd so trinh ky phai théng qua Phong
Hanh chinh — Tong hop dé kiém tra vé ndi dung, hinh thire va 1am thu tuc hanh chinh,

- Trong truong hop c6 sai sot vé hinh thirc, ndi dung, khong ding thu tuc, thi Phong
Hanh chinh — Tong hop tra lai cho don vi dé hoan chinh lai h6 so.

- Trudng hop BGH déu di cong tac, Phong Hanh chinh — Tong hop phai théng bo,
ban bac voi don vi do tim giai phap giai quyét kip thoi va bao cdo lai v6i Ban Giam hi¢u.

- Trinh tu glal quyet cong viéc cua Ban Glam hi€u can cur vao tam quan trong va
tinh cap thiét ctia van de Nhung khong qué 01 tuéin ké tir ngay nhan hd so.

Piéu 11. Quy dinh vé phat ngén

- Tét ca can by, vién chirc nha Truong phai tuan thu ky luat phat ngén. Cac y kién
c4 nhan vé chua truong, chinh sach, ché do, ¥ kién gop y cho BGH, cho cac don vi phai
duogc phat biéu dung noi, ding chd, bang van ban hodc truc tiép v6i nguoi ¢ trach nhiém
v6i tinh than xay dyng, doan két. Nghiém cAm viéc phat ngdn bura bai, vu khong, bo1 nho,
xtc pham dén danh du, nhan pham nguoi khac va anh huéng dén uy tin cia Trudng.

- Trong cac cudc hop, mdi thanh vién tham du duogc phép phat biéu, tranh luan dé
di dén théng nhat, nhimng ¥ kién trai nguoc hodc khong théng nhat s& duoc bao luu dé giai
quyét nhung phai chap hanh y kién két luan cua ngudi chu tri cudc hop, khong phat biéu
ngoai cudc hop voi dung ¥ xau.

Pi¢u 12. Quan hé véi co quan Bio - Pai

- Céc phong, khoa chirc ning phéi hop véi Phong Hanh chinh — Tong hop xay dung,
duy tri va phat trién moi quan hé tbt dep voi cac co quan thong tin dai chung; c6 nhiém vu
theo d@i tin tirc lién quan dén Trudng néu cé van dé anh huong khong tét hodc thong tin
sai léch vé Trudng thi bao cdo Ban Giam hiéu dé cho y kién xir 1y.

- Péi voi cac van dé do cac co quan thong tin dai chung dit ra lién quan dén cac linh
vuc thudc don vi nao phu trach thi don vi d6 c6 trach nhiém bao cdo Ban Giam hiéu va dé
xuét cach giai quyét.

- BO phan quan ly Website nha truong ¢6 nhiém vu thong tin véi cdc co quan thong
tin dai chung nhitng chu truong vé gido duc, cac van dé can pho bién rong rai trong xa hoi.

- Giao cho dong chi Truéng Phong Hanh chinh — Téng hop 1a ngudi phat ngén chinh
thirc voi bao, dai vé thong tin va hoat dong cua nha truong. Nhitng truong hop khac do
Hiéu truong quyét dinh.

Piéu 13. Quy dinh vé quén 1y va str dung tai san

- Tai san cua Trudng bao gdm: Pit dai, nha cira, cong trinh xay dung, két qua hoat
dong khoa hoc va cong nghé, trang thiét bi va nhitng tai san khac duoc nha nuée giao cho
Truong quan ly va su dung; tai san do Truong ty mua sam, xay dung, hodc duoc biéu,
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ting dé dam bao hoat dong dao tao, nghién ciru khoa hoc va phat trién cong nghé va cac
hoat dong khac.

- Trudng cac don vi chiu trach nhiém vé quan ly, sir dung tai san dugc giao. Viée
giao, nhan, chuyén d6i, cho muon, thanh 1y tai san déu phai c6 van ban ky nhan cua nguoi
c6 trach nhiém va phai bao cdo véi Ban Giam hiéu (qua Phong Quan tri - Thiét bj - Thu
vién). Don vi va ca nhan dugc giao tai san phai quan ly chat ché, sir dung dung muc dich,
tiét kiém, hiéu quéa; néu thiéu trach nhiém dé xay ra mat mat, hu hong tai san thi phai bdi
thuong theo murc dg thiét hai.

- Truéng Phong Quan tri - Thiét bi - Thu vién ¢6 trach nhiém tham muu cho Ban
Giam hiéu va to chirc quan 1y, kiém tra viéc sir dung tai san cua Truong.

Diéu 14. Tiét kiém dién, nuwére, van phong pham

- Phong khoa chirc nang tiét kiém dién, nuéc dén mirc t6i da. Khong mo dén, quat,
hodc may lanh khi khong c6 nguoi hoac di hop, di ra ngoai.

- Tat dén, quat, dién, mdy lanh, nudc khi khong st dung va trude khi vé.

- Mo may lanh sang tir 9 gio - 11 gio; chiéu tir 13 gior 30— 15 gio 30.

- St dung van phong pham dung muc dich, theo nhu cau don vi. Khong dé nghi cap
vian phong pham, thlet bi, dung cu vé sinh du thira va khong can thiét.

- Khi dugc cdp vin phong pham, thiét bi, dung cu phéi bao quan, giit gin va st
dung hop 1y.

Chuong IV

PIEU KHOAN THI HANH
Piéu 15. Tat ca can bo, vién chirc, ngudi lao dong va cac don vi chiu trach nhiém thuc
hién nghiém tic Quy dinh nay. Giao Truéng Phong Hanh chinh — Téng hop cé trach
nhiém theo ddi, d6n déc viéc thuc hién Quy dinh.
biéu 16. Trong qué trinh thuc hién, Quy dinh 1am viéc cé thé dugc stra doi, bd sung cho
phl hop véi yéu cau nhiém vu cia Truong. Viéc sira doi, bé sung quy dinh do Hiéu
truong xem xét quyét dinh.
Piéu 17. Quy dinh nay c6 hiéu luc ké tir ngay ky (cd kém theo phu luc tham khdo)./.

HIEU TRUONG
(Paky)

Nguyén Hiru Van



PHU LUC
HUONG DAN NGHIEP VU CONG TAC VAN THU VA SOAN THAO VAN BAN
MUC 1
QUAN LY VAN BAN DEN

T4t ca cac loai vin ban bao gdm vin ban quy pham phap luét, van ban hanh chinh,
van ban chuyén nganh (ké ca ban Fax, van ban duoc chuyén qua mang va vin ban mat)
don, thu, gidy to' do co quan, t6 chirc, don vi, ca nhan nhan dugc tir cac co quan, t6 chirc
khac giri dén g01 chung 14 vin ban dén.

1. Nguyén tic quan ly vin ban dén

- Tt ca céac van ban dén déu phai dugc qua van thu cua Phong Hanh chinh — Téng
hop dé dang ky vao sb va quan ly thong nhat;

- Khi nhén dugc vin ban phai ky nhan vao sé chuyén giao vin ban cua nhan vién
van thu;

- Van ban phai dugc chuyen qua Thu truong co quan hodc Truong phong Hanh
chinh — Tong hop truéc khi phan phdi cho don vi, c4 nhan giai quyét;

- Vian ban dén phai duoc xtr Iy nhanh, chinh x4c va gitt gin bi mat theo cac qui dinh
cua Nha nudec.

2. Quy trinh viin ban dén
2.1 So' bo phan loai van ban

- Kiém tra vin ban xem c6 dung 1a duoc giri cho co quan, don vi minh khéng, néu
nham phai giri tra lai noi giri;

- Néu phong bi bi rach, bi béc hodc bi mat bi can ¢ bién phap xtr 1y kip thoi;

- Phan loai so bd theo loai hinh van ban (cong van, tai liéu, sach bdo,...) dia chi va
thAm quyén nhan,....

2.2 Boc bi van ban

Boc bi vin ban tiy thudc vao quy dinh cia mdi co quan, don vi. Nhung van phai
dam bao mot s6 ndi dung nhu sau:

Vin ban ¢ dau "hoa tdc"; "thuong khan"; "khan",... can duoc boc bi trude. Vi du:
Vin ban dén tir cic co quan Pang, Poan thé thi phong Hanh chinh — Téng hop khong mé
nhitng tai lidu ghi & ho tén ngudi nhan va chuyén ngay vin ban d6 dén ngudi c6 tén nhén.
Nhitng bi tai liéu c6 ddu "tuyét mat" thi do Trudng phong hodc nguoi duoc ty quyén méi
tryc tiép ma bi;

- Khi béc bi vin ban khong duoc lam rach, khong 1am mat dia chi noi giri va déu
buu dién. Can soat lai bi xem di 1y van ban ra hét chua, c6 bi sot gi khong;

- béi chiéu sb, ky hi€u van ban, sb lugng van ban ghi ngoai bi véi cac thanh phén
tuong Gng ciia van ban lay tir trong bi ra va dbi chiéu v6i phiéu giri. Néu c6 diém nao
khong khép thi phai ghi lai dé hoi co quan giri van ban;

- P6i v6i van ban co kém phiéu gui thi sau khi nhan du tai liéu phai ky xac nhan,
dong dau vao phiéu giri roi tra lai phiéu d6 cho co quan, don vi giri vin ban;

- DBéi véi nhitng don tur khiéu nai, t6 cdo, thu nic danh hodc vin ban can kiém tra,
xac minh diém gi d6 can gitr lai ca phong bi, dinh kém véi van ban dé luu ho so gidi quyét
sau nay.

2.3 Pong diu dén, ghi s6 dén va ngay dén

- Vin ban dén phai dugc dang ky tap trung tai van thu Phong Hanh chinh — Tong
hop, tror nhiing loai van ban dugc dang ky riéng theo quy dinh cua phap luét va quy dinh
cu thé ctia co quan, t6 chtrc nhu cac hoa don, chimg tir ké toan, .



- T4t ca van ban dén thudc dién dang ky tai van thu phai duoc dong dau "dén"; ghi
s6 dén va ngay dén. D4i v6i van ban Fax thi can chup lai trude khi dong déu "dén", dbi
v6i van ban dén dugc chuyén phat qua mang trong trudng hop can thiét, co thé in ra va
lam thu tuc dong dau "dén".

- Dau "dén" c6 muc dich xac nhan vin ban da qua vin thu, ghi nhan ngay thang, sd
van ban dén. (Thu trudng co quan, to chirc khong xem xét, giai quyét nhitng vin ban dén
khi chwa c6 ddu dén).

- Mau déu "Pén" trinh bay nhu sau:

) ~ Phulucl
MAU DAU CONG VAN DEN
(Kém theo Céng vin s6 425/VILTNN-NVTW ngay 18 thang 7
nam 2005 cua Cuc Van thw va Luu trit Nha nuoc)

TI,AEN’CO QUAN, TO CHUC
CONG | SO @GN ... e
V{&N Ngay:...ooooo
30 mm PEN [Chuyén:..........oooiiiiiiiiiinn...
LU
l < 50 mm >

- Cach ghi miu diu Pén

+ Dau dén dugc dong rd rang va thong nhat vao khoang trong dudi s6 va ky hiéu,
trich yéu noi dung vin ban hoic khoang trong giita tac gia va tiéu dé van ban hodc phia
duoi ngay, thang, ndm ban hanh van ban;

+ S6 dén ghi vao dau dén phai khép véi s6 thir tu trong s6 ghi vian ban dén;

+ Ngay dén 13 ngay van thu ctia Phong Hanh chinh — Téng hop nhan vin ban. S6
dén ghi lién tuc tir s6 01 bat dau tir ngay 01 thang 01 dén hét ngay 31-12 mdi nam. C6 thé
ghi s0 dén tuy theo ting loai vin ban;

- Chuyén. Ghi tén don vi hodc ca nhan c6 trach nhiém giai quyét.

2.4 Vao sb

- Vian ban dén can duoc dang ky vao sd ngay trong ngay dén. Viéc vao so phai dam
bao: ghi 16 rang, chinh xac, day du, khong viét but chi, khong dap xo6a hodc viét tit nhiing
chir chua thong dung, tranh trung s6 hodc bo sot sd. Tuy theo chirc nang, nhiém vu, quy
mo hoat dong cua ting co quan, to chirc c6 thé 1ap nhiéu sb theo cac loai van ban khac
nhau:;

- Cac yéu té ndi dung can phai ghi rd rang theo phu luc II nhu sau:

) Phu luc IT
SO PANG KY CONG VAN DEN
(Kém theo Céng van sé 425/VTLTNN-NVTW ngay 18 thang 7
nam 2005 cua Cuc Van thw va Luu trit Nha nwoc)

Ngay | 6 | Tac | SOv2 | MOV | TEnloarVB o Bon i ey ) g
dén dén | gia ky hi¢u | thang va Trich yéu hodc nhan chil
van ban | cua VB | ndi dung VB | nguoi nhan i
1 2 3 4 5 6 7 8 9

* Hwéng din dang ky:
- Cot 1: Ngay dén. Ghi theo ngay, thang dugc ghi trén dau "dén";

- Cot 2: Sb dén. Ghi theo sb dugc ghi trén ddu "dén";
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- Cot 3: Tac gia. Ghi tén co quan, to chirc ban hanh vin ban hoic ho tén, dia chi
cua nguoi gui;

- Cot 4: SH, ky hiéu. Ghi sb va ky hiéu cua vin ban dén;

- Cot 5: Ngay thang. Ghi ngay, thang, nim cta vin ban dén hodc ngay, thang, nim
ctia don, thu. Pbi véi nhitng ngay dudi 10 va thang 1, 2 thi phai thém sé 0 ¢ trude; nim
dugc ghi bing hai chit s, vi du: 05/02/04, 31/12/05;

- Cot 6: Tén loai va trich yéu ndi dung. Ghi tén loai (tror cong van thi khong phai
ghi tén loai) ctia vin ban dén (tén loai van ban c6 thé duogc viét tat) va trich yéu noi dung;

- Cdt 7: Don vi hodc ngudi nhan. Ghi tén don vi hodc c4 nhan nhdn vin ban dén
can ctr theo ¥ kién phan phéi, ¥ kién chi dao giai quyét cia nguoi co thim quyén;

- Cot 8: Ky nhan. Chir ky truc tiép ctia don vi hodc ngudi nhan vin ban;

- Cot 9: Ghi cht. Ghi nhitng diém can thiét vé vian ban.

2.5 Trinh van ban

- Sau khi vao sb xong, tiiy theo ché do vin thu cta co quan, té chitc. Van thu trinh
Truong phong Hanh chinh — Téng hop xem toan bd van ban dén hay mot s6 loai van ban
nhat dinh dé xin ¥ kién phéan phéi giai quyét;

- Sau khi ¢6 y kién xong vian ban duoc dua lai cho nhan vién van thu dé luu vao "so
ding ky cong vin dén" va photo chuyén giao cho cac don vi hodc ca nhan cd lién quan
dé giai quyét.

2.6 Chuyén giao vin ban

- Vian ban dén phai duogc giao dung, truc tiép cho don vi, ca nhan chiu trach nhiém
giai quyét va don vi, c4 nhan d6 phai ky nhan vao s6 "Chuyén giao viin ban" cua vin
thu.

» Phu luc I1I
SO CHUYEN GIAO VAN BAN DPEN
(Kém theo Céng vin s6 425/VTLTNN-NVTW ngay 18 thang 7
nam 2005 cua Cuc Van thw va Luu trit Nha nuoc)

- Bia va trang dau: D¢ tén 13 "S6 chuyén giao vin ban dén" va khdng cé dong
chir "Tir 6 ... dénso .....";

- MAu s6: S6 chuyén giao vin ban dén duoc in san hodc tu thiét ké.

Ngay thang | S6 va ky hiéu Soq lu(,)‘nig Vel | Pon vi hodc nguoi Ky .
2 . ban hoac so A o 1a 2 Ghi chu
chuyén VB | hodc PG, PC . nhan van ban nhan
lugng bi VB
1 2 3 4 5 6

- C6 khi mdt vin ban phai chuyén qua nhiéu don vi, ca nhan hodc nhiéu nguoi ciing
tham gia giai quyét thi phai dinh kém "Phiéu ludn chuyén viin ban" dé quan 1y duoc chat
ché. Trén phiéu luan chuyén van ban dé rd tht tu cac don vi nhan trude, nhan sau, ngay
thang nim phai chuyén van ban tir don vi ndy sang don vi khac hodc ca nhan khéac. Trich
yéu ndi dung van ban, noi nhan va ky nhan van ban. Mbi nguoi khi nhan van ban déu phai
ky vao so.
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- So' d0: Chu trinh xir 1y vin ban dén

VAN BAN DEN
VAN THU
A 4
. . Lo bong dau A
Phan loai | Bocbi Nhéan
. van ban dén, vao so ban Luu
So bo dang ky
A
A

D‘éng . Lanh dao: Trinh, xem xét,

Dodn the phan phéi! giai quyét

Pon vi, can bd
giai quyét
1

X

A A

- Giai quyét van ban dén 1a nhiém vu ctia Thu trudng co quan hodc Truong Phong
Hanh chinh — Tong hop va nhan vién van thu;
- Sau khi van ban duoc giai quyét xong chuyén lai cho van thu dé 1ap ho so va dua
vao luu trit.
‘ Phu luc IV
SO THEO DOI GIAI QUYET VAN BAN PEN
(Kém theo Céng vin s6 425/VTLTNN-NVTW ngay 18 thang 7
nam 2005 cua Cuc Van thu va Luu trit Nha nuoc)
- Bia va trang diu: Dé tén 1a "So theo doi giai quyét van ban dén".
- MAu s6: SO theo ddi giai quyét vin ban dén duoc in sin hoic tu thiét ké.

s | Tenloai,sovaky | g iposc | Thoihan | Tién do SO’.ky hiu | i

dén | Miew, ngay thangva | o o | sidi quydt | eidi quyét | VAR PAM | ohg
tac gia vb g an | slatquyet | giat quy tra 10i

1 2 3 4 5 6 7

* Huéng din ding ky:

- Cot 1: Ghi theo s6 dén dugc ghi trén ddu "dén"& trong s6 diang ky VB dén;

- Cot 2: Tén loai, s6 va ky hiéu, ngay thang va tac gia vin ban;

- Cot 3: Don vi hodc nguoi nhan. Ghi tén don vi hodc cd nhan nhan van ban;

- Cot 4: Thoi han giai quyét. Ghi thoi han giai quyét vin ban dén theo qui dinh cua
Phap luat;

- Ct 5: Tién do giai quyét. Ghi cha vé tién do giai quyét van ban dén cta cac don
vi hodc cé nhan so vai thot han da qui dinh;

- Cot 6: SO, ky hiéu vin ban tra 16i. Ghi s6 va ky hiéu cta vin ban tra 1oi van ban
dén (néu co);

- Cot 7: Ghi chi. Ghi nhitng diém can thiét khac.
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MUC 2
QUAN LY VAN BAN b1

Tat ca cac loai van ban bao gdm vin ban quy pham phap luét, van ban hanh chinh
va van ban chuyén nganh (ké ca ban sao vin ban, vin ban luu chuyén ndi bo va vin ban
mat) do co quan, t6 chic phat hanh duoc goi chung 14 vin ban di.

Vin ban di 13 vin ban do co quan, t6 chire giri di dén mot hodc nhiéu co quan, don
vi, ¢4 nhan khac déu goi 1a van ban di.

Vin ban di bat bude phai thong qua vin thu dé dang ky, dong diu va 1am tha tuc
gui di.

1. Nguyén tac quan ly van ban di

Viéc t chirc va nguyén tac quan 1y van ban di ciing tuan tha theo cac qui dinh cua
Nha nuéc nhu ddi v6i van ban dén.

2. Quy trinh van ban di
2.1 Kiém tra lai vin béan

Kiém tra cac thanh phan k¥ thuat trinh bay van ban va thé thirc cua vin ban da
dung qui dinh Phéap luat hay chua. Néu phat hién sai sot thi phai bao vdi ngudi co trach
nhiém soan thao stra chita, bd sung,...

2.2 Vio so diing ky vin ban di

- Ghi s6 ciia vin ban. S6 cia van ban dugc ghi lién tuc tir 01 bat dau tur ngay 01
thang 01 dén hét ngay 31 thang 12 mdi nam. Tuy theo khéi lugng vin ban di ciia mdi co
quan it hay nhiéu ma danh s chung hay theo timg loai vin ban;

- Ghi ngay, thang, nam cua van ban. Van ban gui di ngay nao thi ghi hen ngay
ay. Ngay thang dugc ghi ¢ phia trén dau cia mdi vin ban dé tién viéc vao so, viéc sip xép
Iwu trit va tim kiém vin ban.

- Pong diu. Vin ban phai co chit ky hop 16 méi duoc dong ddu. Khong dong dau
san (khéng) vao gidy tring. D4u dong phai rd rang, ding mau muc qui dinh, mat dau
chom 1én mot phan 1/3 chit ky. Tuy nhién nhimng dy thao chuong trinh, ké hoach giri cap
trén xin ¥ kién hodc du thao bao cdo dwa ra Hoi nghi,... mudn xac nhan tinh hop phéap cua
vin ban thi dong diu treo vao chd tac gia ctia van ban;

- Vao so vin ban di. Can dién ddy du, chinh x4c, rd rang vao ting cdt muc trong
s6 nhirg diém can thiét vé mot vin ban nhu: S, ky hiéu van ban, ngay thang, trich yéu
ndi dung, noi gui, noi nhan,... khong viét bang but chi, khong dap xo6a. Khong nén lam
nhiéu s6 ma chi 1am mét sé van ban di. Néu khéi lugng van ban nhiéu c6 thé 1ap so riéng
cho tirng loai van ban;

- MAu "S6 ding Ky cong vin di" dugc trinh bay nhu sau:

) Phu luc V
SO PANG KY CONG VAN PI
(Kém theo Céng vin s6 425/VTLTNN-NVTW ngay 18 thang 7
nam 2005 cua Cuc Van thw va Luu trit Nha nuoc)
- Bia va trang dau: Dé tén 13 "S6 diing ky cong vin di";
- MAu "S6 ding ky cong vin di": in san, kich thudc: 210 x 297 mm;

Ngay | Sovaky | Ténloaiva | Nguoi | Noi | Ponvihoic | So Ghi
thang hiéu ctia | trich yéu noi ky nhan | nguoinhan | luwong | chu
cuavan | vanban | dung van ban van van ban ban
ban ban
1 2 3 4 5 6 7 8
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- Tuy theo yéu cau cua c6 thé thém cot "Pon vi soan thao vin ban",. ..

* Huéng din ding Ky:

- Cot 1: Ngay thang van ban. Ghi ngay, thang, nim cia vin ban; dbi voi nhitng
ngay dudi 10 va thang 1, 2 thi phai thém s 0 & trude, vd: 05/02, 31/12;

- Cot 2: S, ky hiéu van ban. Ghi sé va ky hiéu cta vin ban;

- Cot 3: Ghi tén loai va trich yéu néi dung vin ban;

- Cot 4: Nguoi ky. Ghi tén ctia nguoi ky van ban;

- Cot 5: Ghi tén cac co quan, td chirc, don vi, c4 nhan nhan van ban nhu dugc ghi
tai phén noi nhan cua van ban;

- Cot 6: Ghi tén don vi hodc cd nhan nhan van ban;

- Cot 7: S6 luong ban. Ghi sb lugng vin ban ban hanh;

- Cot 8: Ghi nhirng diém can thiét khac.

2.3 Chuyén viin ban di

- Vian ban phai dugc chuyén trong ngay hodc chdm nhat 13 sang ngay hom sau ngay
vao so va dang ky phat hanh;

- Vin ban c6 thé guri qua buu dién hodc van thu dua truc tiép dén dia chi noi nhén,
nhung déu phai vao s6 chuyén vian ban va nguoi nhan vin ban phai ky nhan vao so. S6
chuyén van ban duogc trinh bay cu thé nhu sau:

Phu luc VI
SO CHUYEN GIAO VAN BAN DI
(Kém theo Céng vin s6 425/VTLTNN-NVTW ngay 18 thang 7
nam 2005 cua Cuc Van thw va Luu trit Nha nuoc)
- Bia va trang dau: D¢ tén 12 "So chuyén giao vin ban di";
- MAu s6: dugc sir dung trong ndi bd co quan, dugc in sin hodc tu thiét ké.

Ngay thang S6 vaky hiéu | S6lwong | Noinhan | Ky nhanva L,
2« ) < s v i < i . A Ghi cha
chuyén vian ban van ban bi van ban van ban dong dau
1 2 3 4 5 6

* Huéng din ding ky:

- Cot 1: Ngay thang chuyén. Ghi ngay, thang chuyén vin ban di;

- Cot 2: SO, ky hiéu van ban. Ghi sé va ky hiéu cua van ban;

- Cot 3: Sb luong bi vin ban;

- Cot 4: Noi nhan van ban. Ghi tén don vi hodc ¢4 nhan nhan van ban trong truong
hop chuyén giao van ban trong ndi bo co quan, t6 chuc;

- C6t 5: Ky nhan. Chit ky ctia ngudi truc tiép nhan vian ban;

- Cot 6: Ghi cht. Nhitng diém can thiét khac.

- Ngoai bi phai dé rd va diing tén co quan giri, tén va dia chi co quan nhan, sb va ky
hiéu vin ban, s6 luong van ban (néu co);

- Bdi véi van ban khan thi can chil y: Do khan dong trén bi phai khop voi d6 khan
dong trén van ban (theo qui dinh ctia nguoi ky van ban);
2.4 Sip xép ban hru viin ban

- Méi van ban di luu it nhat 1a 02 ban: Mot ban goc dé 1ap ho so; mot ban luu co
dong dAu dé theo doi, tra tim, phuc vu khi can thiét;

- Nhing ban Iuu & van thu phai sip xép theo timg loai, vin ban ctia nim nao dé
riéng nam Ay;

- Ban luu phai 13 ban chinh (ban gbc), khong déng dau.

) Phu luc VII
SO SUDUNG BAN LUU
(Kém theo Céng vin s6 425/VTLTNN-NVTW ngay 18 thang 7
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nam 2005 cua Cuc Van thu va Luu trit Nha nudc)
- Bia va trang dau: Dé tén 1a "So6 sir dung ban luu";
- Mau s0: duoc in san hoac tu thiét ke, kich thudc: 210 mm x 297 mm;

NGA Hotén | SO,kyhiu, | Ténloaiva | HO Ko | Naa Nguoi | .
9V cta nguoi | ngaythang | trich yéundi | so Y gq Y cho phép .
thang , ; x| nhan | tra ) chu
str dung cua vb dung vb sO sir dung
1 2 3 4 5 6 7 8 9

* Hwéng dan ding Kky:

- Cot 1: Ngay thang. Ghi ngay, thang phuc vu yéu cau sir dung ban luu;

- Cot 2: Ho va tén cua nguoi su dung;

- Cot 3: S, ky hiéu, ngay thang nim cta vin ban;

- Cot 4: Tén loai va trich yéu ndi dung vin ban;

- Cot 5: HO so sd. Ghi s6, ky hiéu cta ban luu van ban di tai van thu;

- Cot 6: Ky nhan. Chir ky ctiia ngudi st dung ban luu;

- Cot 7: Ngay tra. Ghi ngay/thang/nam ma nguoi st dung phai tra lai ban luu;

- Cot 8: Nguoi cho phép str dung ban luu;

- Cot 9: Ghi chl. Ghi nhitng diém can thiét.

MUC 3
VAN BAN NOI BQ, VAN BAN MAT
1. Quan ly van ban ngi b

- Nhitng vin ban, gidy to, so sach sir dung trong nodi b nha truong do chinh nha
truong ban hanh duoc goi 1a van ban ndi bo.

- Vin ban ndi bd bao gdbm: Cac quyét dinh nhan sy, théng bao, gidy cong tac, gidy
gid1 thicu, s6 sao van ban, ...

- Moi loai vin ban ndi bo phai c6 s6 dang ky riéng, trong d6 néu rd: SO, ky hiéu,
ngay thang ky, nguoi ky, trich yéu ndi dung, ngudi nhan, noi nhan, ky nhén,... tuong tu
doi véi vin ban dén hodc van ban di.

- Vian ban ndi bo trong qué trinh chuyén giao ciing phai vao sd chuyén vin ban.
Can by cac don vi trong nha truong khi nhan van ban noi bo déu phai ky nhan vao )
chuyén giao vin ban.

- Van ban ndi bd cling dugc luu nhu moi van ban khéc.

2. Quan ly van ban mat

- Vin ban dén, van ban di, van ban noi bo ¢ thé c6 mirc d6 mat theo qui dinh cua
Phép luat. Do 1a do tinh dac thu ctia van ban mat, van ban mat cling dugc quan 1y chat ché
theo cac qui dinh cua phap luat.

- S6 ghi van ban mat twong tu nhur vian ban thuong, chi khac sau ¢t "trich yéu noi
dung van ban" c6 thém cot "mirec d§ mat";

- Vin ban mét phai chuyén giao dén tan tay nguoi nhan va nguoi nhan phai ky vao
s6 chuyén giao vin ban mat;

- Khong dugc mang van ban mat vé nha riéng, khi di cong tac xa khong duoc dem
theo van ban mat khong c6 lién quan dén cong tac dugc giao;

- Trong khi giai quyét cong viéc khong dugc ghi chép nhing diéu bi mat vao gidy
hodc vao s6 tay chua dugc co quan quan 1y vao s6 va danh so;

- Phai co day du phuong tién bao mat: két, hom, ta, khoa, thiét bi bao dong

- Can bd, nhan vién quan 1y vin ban noi chung 13 nhitng ngudi c6 pham chit tét, co
trinh d chuyén mon nghi¢p vu va nang luc hoan thanh cong viéc dugc giao, cé ky cam
két bao vé bi mat Nha nudc va theo qui dinh Nha nuéc.
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MUC 4 )
QUAN LY VA SU DUNG CON DAU
1. Quén 1y va st dung con diu

- Quan 1y va sir dung con déu 1 mot trong nhitng nhiém vu quan trong trong cong
tac van thu. Vi con ddu khing dinh gia tri phap 1y cua cac vin ban, thi tuc hanh chinh
trong cac quan hé quan 1y hanh chinh Nha nudc.

- Chi dong vao nhitng van ban do Thu truéng co quan, Phé tha truéng co quan ky
thay; hodc dugc thira 1énh ky van ban;

- Mbi co quan, to chirc chi duoc dung mét con dau theo mau qui dinh.

2. Nguyén tic dong diu

- Con dau chi dugc dong lén cac van ban, giéy t sau khi co chit ky cua cap co
thAm quyén (cAp trudng, cip pho hoac cap dudi truc tiép duge uy quyén);

- Khéng duoc dong diu vao cac van ban khong hop 1¢; khong dugc dong diu
khdng chi (van ban chua co chit ky) hodc vin ban chua ghi noi dung;

- Déu duoc dong rd nét 1én cac van ban va chom 1én 1/3 hodc 1/4 chit ky vé bén
trai;

- Myc diu thong nhit ding mau d6 (d6 cd) do Bo Noi vu hudng dan;

- Trudong hop c6 cac ban phuy luc hay van ban dy thao thi dong dAu treo;

- Dau déng mo phai duge dong lai.

- Trudc khi dong dau can bd vin thu phai doi chiéu chit ky trong van ban véi chir
ky mau d3 ding ky va tu tay minh dong ddu vao vin ban, khong duoc nhd ngudi khac
dong ho.

3. Quan ly con diu

- Con diu phai do Thu truéng co quan hodc Truéng phong Hanh chinh — Tong hop
giao cho mot nguoi gitt. Nguoi duge gilt con diu 1a nguoi ¢ trach nhiém, du tin cay, co
trinh d6 chuyén moén vé van thu va phai chiu trach nhiém trudc phap luat vé viéc giit va
dong dau;

- Con dau phai dé tai co quan, don vi va phai duoc quan ly chat ché. Khong dem

con dau vé nha hoic di cong tac. Trudng hop that sy can thiét dé giai quyet cong vi¢c 0 xa
co quan thi Thu truong c6 thé mang con diu theo, nhung phai bao quan can than va phai
chiu trach nhiém trudc phap luat;

- Khong dugc 1am bién dang con diu, néu dé mat con dau, dong dau khong ding
qui dinh, loi dung viéc bao quan, st dung con dau dé hoat dong pham phap s& bi xir 1y
hanh ch1nh hoac truy to trudc Phap luat; Khi mét con ddu phai bao cdo ngay cho co quan
cong an cap gidy phép khic dau biét dé ph01 hop truy tim va thong bao huy bo con dau;
con dau dang suir dung bi mon, hong hogc mau dau khong dang v6i qui dinh thi phai xin
phép khic lai con ddu méi, ndp lai con dau cii;

- Nghiém cdm dung con diu gia, st dung con dau khong dang qui dinh;

MUC 5
HE THONG HOA VA CONG TAC LAP HO SO
Hé théng hoa va cong tac lap ho so la tap h()'p nhiing van ban hinh thanh trong qua
trinh giai quyet cong viéc thanh ting van d¢, su viéc hodc theo cac dic trung khac nhau
ctia van ban, dong thoi sip xép va bién muc chung theo mot phuong phéap khoa hoc.
1. Muc dich va y nghia
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Hé thdng hoa va cong tac lap hd so van ban ¢ vi tri rt quan trong trong cong tac
van thu, céng van glay to, vi h¢ thong hoa va cong tac lap hd so vin ban la mot khau rat
quan trong, can thiét va 1a khiu cudi cing cta cong tac van thu, cong van gidy to trong
ngay lam viéc cua co quan. Cong tac nay doi hoi can b van thu hang ngay phai thuong
xuyén cép nhat, sip xép sau hét ngay lam viéc. Cong tac ndy c¢6 muc dich, ¥ nghia sau
day:

- Dung 1am cin ctr chinh x4c dé giai quyét cong viéc hang ngay duoc kip thoi,
nhanh chong va hi¢u qua.

- Gop phan gilr gin bi mat cua Dang va nha nudc cling nhu cta co quan.

- Gop phén tao nén tac phong lam viéc nghiém tuc, khoa hoc, ngin nip, né nép cua
can bd van thu trong co quan.

- Phuc vu cho viéc nghién ctru, khai thac va st dung ho so véan ban trudc mat cling
nhu lau dai.

2. Yéu céu vé viéc 1ap ho so

- Vin ban dua vao mét hd so phai co lién quan vdi nhau vé mot sy viéc, van dé
thudc chirc nang, nhiém vu cia co quan.

- Céc vin ban trong ho so phai c¢6 cing gia tri hodc gia tri ciia ching tuong d6i
dong déu.

- Vin ban dua vao ho so phai dam bao vé miat ndi dung va hinh thirc. Khi lap hd so
can chil y dua vao ho so nhitng ban chinh cta van ban, trong trudng hop khong co ban
chinh thi méi st dung ban sao.

3. Phuong phap lap ho so
3.1 Lap ho so theo danh muc ho so

Danh muc hé so 1 bang ké tén cac hd so ma co quan can phai lap trong nim co ghi
thoi han bao quan. Ban danh muc nay c6 tac dung giup cho cong tac lap hd, phan loai tai
li¢u trong cac co quan, don vi dugc chi dong va chinh xac, quan ly van ban, giéy to duoc
chat ché, tao thuan loi cho viéc giao ndp ho so vao luu trit co quan va luu trit Nha nudec.

Danh muc hd so duge xay dung theo tirng nam, thudong duoc lap vao cudi nim
trude dé kip dwa vao sir dung cho nam téi.

A MAU DANH MUC HO SO ]
TEN CO QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN PON VI TO CHUC Doc l4p - Tu do - Hanh phic
DANH MUC HO SO
Nam .....
SOvaky | piaygdhdso | Lhoigian Neguoi lap Ghi chi
hi¢u ho so bao quan ho so
Danh muc ho so nay co............ ho so, bao gom

e, Hb so ¢o thoi gian bao quan vinh vién.

RPN H6 so c6 thoi gian bao quan lau dai.

e Hb so 6 thoi gian bao quan tam thoi.
3.2 Léap ho so khong c6 danh muc ho so
a. Phan loai hd so: Phan loai ho so 13 cin ctr vao cac dic trung cua vin ban dé phan
chung thanh cac hd so cu thé, phu hop voi khai niém hd so va dam bao cac yéu cau vé lap
hd so. Cac dic trung duoc van dung dé 1ap hd so bao gém nhu sau:

- Pic trung van dé: La cin ¢ vao sy viée, van dé ma ndi dung vin ban dé cip dé
1am co s& phan loai hd so. Ho so lap theo dic trung van dé phu hop véi khai niém hd so
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va c6 kha ning dap Gng day du nhat cac yéu cau vé 1ap ho so, dam bao tra tim vin ban
nhanh chéng va thuan tién. Thuc tién cong tac van thu - luu trit & cic co quan nha nudc,
hau hét hd so da duoc lap theo dac trung vén dé.

- Pac trung tén loai van ban: Trong hoat dong ctia cac co quan, thuong san sinh
mot s& van ban co ndi dung dé& cap nhidu van dé khac nhau. Pdi véi loai vin ban nay
khong thé phan loai ho so theo dic trung vin d& ma phai 1ap theo dic trung tén loai vin
ban.

- Pic trung tac gia van ban: Néu van dung dic trung ndy thi vin ban cia cing mot
tac gia s& dugc phan dinh thanh mot ho so riéng, cho du cac vin ban d6 dé cap dén nhiing
van dé khac nhau hoic khong cung loai.

- Pic trung co quan giao dich: Tlc co quan nio trao ddi cong van, gidy to trong
qua trinh giai quyét cong viéc.

- Dic trung thoi gian: Céan clr vao thdi gian ban hanh vin ban dé phan loai ho so,
thong thudng 1iy don vi thoi gian 1 ndm 1am co so.

- Déc trung dia danh: Van dung bang cach dem cac van ban cua cac tac gia ¢ cung
mot khu vuc, dia phuong, cac van ban c6 ndi dung lién quan dén mot vung nhét dinh lap
thanh mot ho so riéng dé tién cho viéc theo ddi, tong hop.

b. Sap xép ho so

Tuy theo ndi dung va cac déc diém khéc ctia vin ban trong ho so dé chon mét trong
nhitng cach sap xép sau day:

- Sap x€p theo trinh ty thoi gian.

- Sap x€p theo thir tr cua van ban két hop véi thoi gian.

- Sap x€p theo trinh ty giai quyét cong viéc.

- Sap xép theo van chi cai.

c. Panh so to

Mbi to vin ban trong hd so dugc danh mot sd theo thi tu tir trén xuéng dudi dé cb
dinh vi tri sap Xép va tra tim van ban dugc nhanh chong. Cac t& muc luc ctiia van ban dugc
danh s riéng. Vi tri danh s6 13 goc phai phia trén ciia to vin ban. Panh sd bang but chi va
khong danh vao nhitng to gidy tring.

d. Viét muc luc trén viin ban ho so

C6 tac dung 1a nham gi6i thiéu thanh phan va ndi dung cia ting van ban va vi tri
sap xép cua chung de phuc vu cho viéc tra ctru. Ngoai ra, con nhim muc dich théng ké va
c¢b dinh thir tu sap xép van ban cua hé so dé bao quan dugc t6t hon. Muc luc vin ban dugc
viét thanh to riéng va xep trudc cac vin ban ciia ho so.

e. Bién muc ngoai bia ho so

Bia ho so gdm cic yéu t6 thong tin: tén co quan don vi t6 chirc, ky hi¢u hd so, tiéu
dé hd so, ngay thang bat dau va két thic, sé luong to, thot han bao quan, s6 luu trir. Khi
bién muyc ngoai bia ho so, phai thé hién chinh xac cac yéu tb thong tin, ma con phai chi y

vé k¥ thuat trinh bay sao cho r6 rang, chinh xac va lam bat n6i dugc nhimg yéu t6 thong
tin chi yéu.
f. Viét chirng tir két thic

Chung tir két thiic 12 ban ghi chép nhiing thong tin can thiét vé ho so dé phuc vu
cho viéc bao quan hd s0 do. Cac thong tin can dwa vao chung tir két thuc gdm: sb luong to
vin ban ciia ho so, s6 luong to muc lyc van ban, trang thai cac van ban cua ho 80, ngay
thang nam lap hé so, ngudi lap h6 so. Chung tur két thuc duoc viét trén mot to gidy riéng
va xép sau cac vin ban ctia hd so hodc viét trén trang ba ctia to bia ho so.
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MUC 6
HUONG DAN THE THU'C VA KY THUAT TRINH BAY VAN BAN
1. Pham vi va déi tweng ap dung
Thong tu s6: 01/2011/TT-BNV, ngay 19/01/2011 cua B truéng Bo Noi vu vé viée
huéng dan thé thirc va k§y thuat trinh bay van ban hanh chinh va ban sao van ban; dugc ap
dung d01 v6i cac co quan nha nudc, t6 chirc xa hoi, to chirc xa hoi - nghé nghiép, t6 chirc
kinh té va don vi luc lwong vii trang nhan dan (sau day goi chung 1a co quan, to chirc).
2. Thé thirc viin ban
Thé thirc vin ban 13 tap hop cac thanh phan ciu thanh vin ban, bao gdm nhitng thanh
phan chung 4p dung dbi véi cic loai van ban va cac thanh phan bo sung trong nhiing
truong hop cu thé hodc dbi véi mot sé loai van ban nhét dinh theo quy dinh tai Khoan 3,
Diéu 1 Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nim 2010 ctia Chinh phu stra d6i,
bd sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cia Chinh phu vé cong
tac van thu va huéng dan tai Thong tu nay.
3. K¥ thuit trinh bay van ban
K§ thuat trinh bay vin ban quy dinh tai Thong tu ndy bao gom kho gidy, kiéu trinh
bay, dinh 1& trang vin ban, vi tri trinh bay cac thanh phan thé thirc, phong chit, c¢& chit,
kiéu chit va cac chi tiét trinh bay khac, dugc ap dung d6i v6i van ban soan thao trén may
vi tinh va in ra gidy; vin ban duoc soan thao bang cac phuong phap hay phuong tién ky
thuat khac hodc van ban dugc 1am trén gidy mau in san; khong ap dung d6i v6i vin ban
dugc in thanh séach, in trén bao, tap chi va cac loai a 4n pham khac.
a. Kho gidy, kiéu trinh bay, dinh 1& va danh s6 trang viin ban
- Soan thao trén may vi tinh
- Str dung chuong trinh soan thao van ban nhu: Microsoft Word for Windows
- In gidy A4
- Phong chit: Times New Roman (hoiac VNI-Times)
- Kiéu go: Telex hodc Vni
- Kho giy:
+ Vin ban quy pham phép luat va van ban hanh chinh duoc trinh bay trén kho gidy
A4 (210mm x 297mm);
+ Pbi voi: Glay gi6i thidu, Gidy bién nhan ho so, Phiéu goi, Phiéu chuyén duoc
trinh bay trén kho gidy A5 (148mm x 210mm).
- Kiéu trinh bay
+ Vin ban quy pham phap ludt va van ban hanh chinh dugc trinh bay theo chiéu
dai cua trang gidy kho A4.
+ Truong hop ndi dung vin ban co cac bang, biéu nhung khong dugc lam thanh
cac phu luc riéng thi vin ban c6 thé dugc trinh bay theo chiéu rong (gidy ngang).
- Pinh 1@ trang vin ban (d6i véi kho gidy A4)
Trang mat trude:
+ Lé& trén (Top): Cach mép trén tir 20-25 mm;
+ L& duéi (Bottom): Cach mép duéi tir 20-25 mm;
+ L& trai (Insize): Cach mép trai tir 30-35 mm;
+ L& phai (Outsize): Cach mép phai tir 15-20 mm;
Trang mat sau:
+ L& trén (Top): Cach mép trén tir 20-25 mm;
+ L& dudi (Bottom): Cach mép duéi tir 20-25 mm;
+ L& trai (Insize): Cach mép trai tir 15-20 mm;
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+ L& phai (Outsize): Cach mép phai tir 30-35 mm;

- Panh s6 trang vin ban

+ Néu vin ban c6 01 trang thi khong can danh sb.

+ Néu vin ban c6 tir 02 trang tro 1én phai danh s trang. Trinh bay nhu sau:

Kiéu s6: Str dung s0 A rap (1,2,3,4,...)

Vi tri danh s6 trang: Ngay chinh gitra 1 trén cua vin ban (phan header) hodc tai goc
phai, & cubi trang gidy (phan footer), bang v&i ¢& chit trinh bay ndi dung, kiéu chir dtng.

b. Céc thanh phan thé thirc ciia vin ban.

Thé thirc cua ban 13 tdp hop cac thanh phin ciu thanh vin ban, bao gdm nhiing
thanh phan chung 4p dung ddi véi cac loai vin ban va cac thanh phan bd sung trong
truong hop cu thé hodc d6i v4i 1 sd loai van ban nhét dinh. Bao gém cac thanh phﬁn sau:

- Quéc hiéu;

- Tén co quan, td chirc ban hanh van ban;

-S4, ky hi¢u ctia van ban;

- Dia danh va ngay, thang, nam ban hanh van ban;

- Tén loai va trich yéu ndi dung cua van ban;

- NGi dung cua van ban;

- Chtrc vy, ho tén va chit ky ctia nguoi co tham quyén;

- D4u cta co quan, td chuc;

- Noi nhan;

- Dau chi mutrc d6 khan, mat (déi voi nhitng loai van ban khan, mat; chi st dung khi
can thiét)

4. Ndi dung va ky thuat trinh bay cac thanh phén thé thirc ciia vin ban
a. Qudc hiéu

- Qui dinh chung cho moi van ban quy pham phap luat, van ban hanh chinh.

- Qudc hiéu co gia tri xac nhan tinh phap 1y ctia vin ban va thé hién quan hé chinh
thirc ctia mot phap nhan. Céc loai van ban khong thé hién quan hé chinh thirc hodc vin ban
sir dung trong noi bo thi co thé khong trinh bay phan nay.

- La tén nude va ché do chinh tri cia mot Quéc gia.

- Qudc hiéu trinh bay & trén dau, giita trang gidy hodc l1éch vé bén phai tiy ting
loai vin ban. Quéc hiéu dugc dit tai 6 s6 01. Gdm c6 2 dong cu thé nhu sau:
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

- Dong trén: Chir in hoa, cd chit tir 12 dén 13, kiéu chit ding, dam.

- Dong dudi: Chir in thuong, c¢& chir tir 13 dén 14, kiéu chit ding, dam.

Viét hoa chit B, T, H; gitra cic cum tir c6 dau ngang ndi; phia dudi co6 dudng gach
ngang lién nét, c6 do dai vira bang dong chir (stt dung 1énh Draw, khong dung lénh
Underline).

b. Tén co quan, té chirc ban hanh vin ban

- Qui dinh chung cho tit ca cac vin ban.

- Tén co quan, to chiic cho biét van ban do co quan, t6 chirc ndo ban hanh va moi
quan hé giita cic co quan, t6 chirc trong hé théng bé may Nha nudc; thé hién quyén hop
phap ctia co quan, to chirc trong hoat dong giao dich hanh chinh.

- La tén co quan, t6 chic ban hanh vin ban. Dung dé chi vi tri cia co quan ban
hanh vin ban va no thudc hé thong co quan nio.

Cach trinh bay:
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- V6i co quan, t6 chirc c6 cap trén chu quan thi tdc gid van ban gom tén co quan
cap trén cha quan truc t1ep va tén co quan ban hanh van ban.

- Tén co quan V1et ngang hang véi Quoc hi¢u, tai goc trai cua VB. Dat tai 6 56 02.

- Tén co quan, t6 chirc chil quan cap trén tryc tiép duoc trinh bay bang chir in hoa,
c& chir tir 12 dén 13, kiéu chir dimg.

- Tén co quan, t6 chirc ban hanh vin ban duoc trinh by bang chit in hoa, c& chif tir
12 dén 13, kiéu chir ding, ddm; Phia dudi c6 dudng ké ngang, nét lién, c6 d6 dai bang tir
1/3 dén 1/2 d6 dai ctia dong chir va dat can db6i voi dong chir. _(Truong hop tac gia van ban
qua dai thi ¢6 thé dugc phép Vlet tit tén co quan chil quan; néu vin ban chi luu hanh trong
noi bo co quan thi o thé viét tat tén co quan ban hanh vin ban theo quy udc; ¢ thé duoc
cat tén co quan xudng dong néu qua dai, nhung lwu ¥ phai hop 1y va moi nguoi déu phai
hiéu chinh x4c).

Vi du:
UBND TINH HAU GIANG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CDPCP HAU GIANG Doc 1ap — Tw do — Hanh phuc

¢. S6 va Ky hiéu ciia viin ban

- SO duoc ghi bang chit s6 A rap 1a theo sé thtr tw, bit dau tir s 01 vao ngay dau
nam va két thiic vao ngay 31 thang 12 hang nam. C6 nhiéu cach danh so tha tu khac nhau:
danh theo nam, theo nhi€ém ky cong tac hodc ghi theo ky hiéu riéng cho tung loai VB.

- Ky thuat trinh bay:

+ S0, ky hi¢u ctia van ban dugc trinh bay tai 6 sb 3.

+ Ky hiéu vian ban: La chir viét tat ciia tén loai vin ban va chir viét tat tén co quan
ban hanh van ban.

+ Vi tri, cach ghi: S6 va ky hiéu vin ban duoc viét & gbc trén, bén trai, dudi phan
tac gid van ban.

+ Tur “S6” duoc trinh bay bang chit in thudng, ky hiéu tén loai van ban va tén co
quan ban hanh van ban bang chir in hoa, ¢& chit 13, kiéu chit ding; sau tir “s6” c6 dau hai
chdm, sb thu ty; gifra s6, ndm ban hanh va ky hi¢u van ban cé dau gach chéo thuan (/);
giita cic nhom chit viét tat trong ky hiéu vin ban c6 dau gach ndi khong cach chit.

+ Cong dung: Phuc vu cho muc dich tra tim, trich din vin ban khi can thiét, giap
cho quan 1y, théng ké vin ban trong co quan.

+ C6 thé khai quat cach trinh bay sé va ky hiéu cho timg nhém vin ban theo ba
cong thirc sau:

* Poi véi vin ban quy pham phap luat:

SO:ueennnen. /Nim ban hanh/Tén viét tit loai vb-tén viét tit CQ,TC, ban hanh vb

Vi du: - S6: 02/1998/NQ-CP
Nghi quyét s6 02 nam 1998 ctia Chinh phu.
- S6: 42/1998/Qb-TTg
Quyét dinh s6 42 nam 1998 cua Thii tuéng Chinh phu.
- 86: 05/1997/NQLT-TLDLDVN-BTC

Nghi quyét lién tich s6 05 nim 1997 ctia Tong lién doan Lao dong Viét Nam va Bo

tai chinh.
* Poi voi vin ban ca biét va vin ban hanh chinh cé tén loai:

SO:euunnnn.. /Tén viét tat loai VB-Tén viét tit CQ,TC ban hanh viin ban
Vi du: - S6: 15/QD-UBND
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Quyét dinh s6 15 ctia Uy ban nhan dan tinh.

- S6: 06/TB-NHCT

Thong bao sb 06 ciia Ngan hang Cong thuong Viét Nam.
* P6i véi cong vian hanh chinh:

Sb:........ /tén viét tit CQ,TC ban hanh vb-tén viét tit Pon vi soan thao (néu co)

Vi du: - S6: 234/SCN-VP
Cong vin sb 234 ctia S Cong nghiép tinh....... do Vian phong S& soan thao.
- S6: 105/BTC-TCCB
Cong van s6 105 cua Bd Tai chinh do Vu t6 chirc can bd soan thao
- 86: 22/VPCP-HC
Cong vin sb 22 ctia Van phong Chinh phit do Vu Hanh chinh soan.
d. Dia danh, ngay, thang, nam ban hanh van ban

- Dia danh van ban: La tén cia don vi hanh chinh ma co quan dong tru sé. Muc
dich dung dé biét noi co quan dong tru s& va cip quan 1y cua co quan d6 & TW hay dja
phuong. Pdi voi cac co quan TW thi dia danh 13 tén tinh hodc thanh phd thudc Trung
wong; v6i co quan dia phuong thi ghi tén ciia don vi hanh chinh cap dia phuong.

- Ngay, thang, nim vin ban: La ngay thang nim vao s6 dang ky, dong dau vao vin
ban. Vian ban phai ghi ngay thang nim dé xac dinh thoi gian ¢ hiéu lyc cua vin ban va
trach nhiém phap 1y cta van ban, nd ciing xac dinh tinh chan thyc cho van ban; ngoai ra
n6 con phuc vu cho viéce tra ctru, tim kiém van ban.

- Vi tri trinh bay: Dia danh, ngay thang ndm ban hanh van ban dugc trinh bay ¢ goc
trén, bén phai, duéi phan qudc hiéu dat tai 6 sb 4, bang chir in thuong, ¢& chir tir 13-14,
kiéu chit nghiéng, sau dia danh c6 dau phay (,). Tén cia dia danh dugc viét hoa theo qui
dinh cta chinh ta Tiéng Viét; phan ngay thang nim vin ban khong duoc viét tit, néu 1a
ngay tir 1 — 9, thang 1, 2 thi phai thém chir s6 "0" & dang trudc.

Vidu: Vi Thanh, ngay 28 thang 02 nam 2007
e. Tén loai viin ban va trich yéu néi dung vin ban

- Tén loai vin ban: La tén timg loai VB do co quan, t chtc ban hanh.

- Trich yéu ndi dung van ban: Co thé 12 mot cum tir hodc mot cu néu khai quat ndi
dung chu yéu cua van ban; gitp cho viéc xac dinh nhanh chong ndi dung chil yéu cua vin
ban, thuan tién cho viéc véao sb luu va theo doi, giai quyét cong viéc, tra tim khi can thiét.

- Tén loai va trich yéu ndi dung vin ban trinh bay tai 6 s6 5a: Tén loai vin ban
(Nghi quyét, quyét dinh, bdo céo, to trinh va céc loai van ban khéc.) Dat canh gilra (can
dbi o gitra dong) bang chit in hoa, ¢& chit tir 14 dén 15, kiéu chir dimg, dam;

- Trich yéu néi dung véan ban duoc dat canh gitra, ngay dudi tén loai van ban, bang
chit in thuong, ¢& chit 14, kiéu chir dung, ddm; bén dudi trich yéu ndi dung VB ¢6 dudng
ké ngang, nét lién, c6 d6 dai bang tir 1/3 dén 1/2 d6 dai ctua dong chir va dat can doi.

Vi du:

QUYET PINH
Ve viéc dieéu dong can bo

- Trich yéu noi dung cong van hnh chinh (khéng c6 tén goi) trinh bay tai 6 sb 5b,

dugc viét phia trén, trang dau, bén trai, dudi phan sb, ky hiéu va dugc bat dau viét tat
“V/v” (Vé viéc) bang chit in thuong, ¢d chit tir 12 dén 13, ki€u chir dung.
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UBND TINH HAU GIANG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CDBCD HAU GIANG Poc 1ap — Tu do — Hanh phiic

g. Noi dung van ban

- Phu hop v6i hinh thirc van ban dugc st dung;

- Phu hop vé6i dudng 161, cha truong, chinh sach cia Pang,.. ...

- Cac quy pham phép luat, cac qui dinh hay cac van d&, su viéc phai dugc trinh bay
ngin gon, rd rang, chinh xac;

- Str dung ngdn ngir viét, cach dién dat don gian, d& hiéu;

- Dung tir ngtr pho thong; khong dung tir ngir dia phuwong va tir nglr nudc ngoai néu
khong that sy can thiét. D6i v6i thuat ngit chuyén mon can xac dinh rd ndi dung thi phai
dugc giai thich trong van ban.

- Khong viét tat nhimg tir, cum tir khong thong dung. P6i voi nhitng tir, cum tir
duogc sir dung nhiéu lan trong vin ban thi ¢ thé viét tit nhung cac chir viét tat 1an dau cua
tir, cum tir phai dugc dat trong ngodc don ngay sau tu, cum tu do;

- Viét hoa dugc thuc hién theo qui tit chinh ta Tiéng Viét;

- Noi dung cta vin ban dugc trinh bay tai 6 s6 6;

- Puoc trinh bay bang chit in thuong, c¢& chit tir 13 dén 14; khi xudng dong, chir
dau dong co thé Iui vao tir 1em dén 1,27 cm. Khoang cach gitta cac doan van dat t6i thiéu
1a 6pt; Khoang cach giita cac dong hay cach dong chon tdi thiéu tir cach dong don hoic tir
1,5pt.

- Béi vé6i nhimg vin ban quy pham phap ludt va van ban hanh chinh c6 phan can cr
phap ly dé ban hanh thi sau moi can cir phai xuong dong, cubi dong phai co6 ddu chdm
pham, riéng can ctr cudi cung két thuc bang dau phay
h. Chirc vu, ho tén va chir ky ciia ngudi c6 thim quyén

Chtr ky trong van ban nham dam bao tinh phap ly cta van ban. Nguoi ky van ban
phai c6 quyén han thay mat co quan, t6 chirc chiu trach nhiém vé nhirng van dé duoc noi
dung vin ban dé cap den Piéu 5 cua “Piéu Ié vé cong tic cong van gidy to va cong tac
lwew trir” d3 nhan manh rang chi ¢6 Tha truéng co quan hoic ngudi duge Uy quyén méi
dugc ky van ban. Cung voi chir ky phai ghi 16 chtre vy va tén ho cta nguoi ky.

Néu co quan duoc to chirc va hoat dong theo ché d6 Thu trudng tap thé thi trudc
chtrc vu ngudi d6 phai ghi thay mat (TM) cho tap thé lanh dao do.

Thi du : TM.UY BAN NHAN DAN

CHU TICH
Nguoi co quyén duong nhién cé thé iy quyén cho cap pho ky thay (viét tat KT)
Thi dy : KT.HIEU TRUONG
PHO HIEU TRUONG
Trong trudng hop vin ban dé cap t6i van dé it quan trong, ngudi co thim quyén duong
nhién c6 thé iy quyén cho cp dudi truc tiép ky thira 1énh (Viét tat 1a TL) .
Thi du : TL.HIEU TRUONG
TRUONG PHONG
TUQ Thura uy quyén La hinh thirc ky ap dung trong truong hop déc biét, thu truong
co quan, don vi c6 the uy quyén cho can bo phu trach dudi thi truong mét cap ky nhiing
van ban vé nhitng van dé theo phap luat thi trudng co quan phai ky. Viée giao ky thura uy
quyén phai duoc qui dinh bang vin ban va giéi han trong mot thoi gian nhat dinh. Ngudi
duogc uy quyén khong dugc Gy quyén lai cho ngudi khac ky.
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TUQ.HIEU TRUONG
TRUONG PHONG HANH CHIiNH - TONG HQP

Dbi v6i vin ban hanh chinh, trude ho tén cua ngudi ky, khéng ghi hoc ham, hoc vi va
cic danh hiéu danh du khac. Dbi véi vin ban giao dich; van ban cua cac td churc su nghiép
GD,y té, khoa hoc hoic luc lugng vii trang dugce ghi thém hoc ham, hoc vi, quan ham.

Ky thuit trinh bay:

Quyén han, chirc vu cua nguoi ky dugc trinh bay tai 6 s6 7a; chirc vu khac ciia ngudi
ky dugc trinh bay tai 6 sO 7b; cac chit viét tit quyén han nhu: “TM.”, “KT.”, “TL.”
“TUQ.” hoac quyén han va churc vu cia nguoi ky dugc trinh bay chit in hoa, co chu tur 13
dén 14, kiéu chit ding, dam.

Ho tén cua nguoi ky van ban dugc trinh bay tai 6 s6 7b: béng chir in thuong, c& chir
tr 13 dén 14, kiéu chir ding, dam, dugc dat canh gitta so voi quyén han, chtrc vu cua
nguoi ky.

Chit ky cta ngudi c6 tham quyén duoc trinh bay tai 6 sé 7c.

i. Noi nhan van ban

Poi véi nhitng van ban ¢é ghi tén logi: noi nhan bao gdm tir “Noi nhan” va phan liét
ké cac co quan, t6 chirc, don vi va ca nhan nhan van ban.

Poi véi cong van hanh chinh, noi nhdn bao gom hai phan:

- Phan tht nhét bao gém tor “Kinh gtr1”, sau do 1a tén cac co quan, to chirc hodc don
vi, ¢4 nhan truc tlep giai quyet cong viéc;

- Phan thir hai bao gom tir “Noi nhan”, phia dudi 13 tir “Nhu trén”, tiép theo 14 tén cac
co quan, td chure, don vi va ca nhéan co lién quan khéac nhan van ban.

K thuit trinh bay: Noi nhan duoc trinh bay tai 6 s6 9a va 9b.

Phan noi nhdn tai 6 sé 9a dwoc trinh bay nhw sau:

- Ttr “Kinh gri” va tén cic co quan, to chtrc hodc ca nhan nhan vin ban dugc trinh
bay bang chir in thuong, ¢& chir tir 13 dén 14, kiéu chir dimg;

- Sau tir “Kinh guri” ¢6 dau hai chim; néu cong van giri cho mot co quan, to chirc
hodc mot ca nhan thi tir “Kinh gii” va tén co quan, to chirc hodc ca nhan dugc trinh bay
trén cung mot dong; truong hop cong van gui cho hai co quan, t6 chirc hoic ca nhan tro
1én thi xudng dong; tén mdi co quan, to chirc, ca nhan hodc méi nhom co quan, t6 chuc, ca
nhan duoc trinh bay trén mot dong riéng, dau dong c6 gach dau dong, cudi dong c6 dau
cham phay, cudi dong cudi cing c6 ddu chim; cac gach dau dong duoc trinh bay thing
hang v6i nhau dudi dau hai chdm.

Phan noi nhén tai 6 s6 9b (dp dung chung doi véi cong vin hanh chinh va cdc logi
van ban khdac) dwoc trinh bay nhw sau:

- Tur “Noi nhan” dugc trinh bay trén mét dong riéng (ngang hang voi dong chi

“quyén han, chirc vu ctia nguoi ky” va sat 18 trai), sau c¢6 ddu hai chim, bang chir in
thuong, ¢ chir 12, kiéu chi nghiéng, dam;

- Phan liét ké céc co quan, to chie, don vi va ca nhan nhan van ban dugc trinh bay
bing chir in thuong, c& chir 11, kiéu chit ding; tén mdi co quan, to chirc, don vi va ca
nhan hodc mdi nhém co quan, t6 chuc, don vi nhén van ban duoc trinh bay trén mot d(‘)ng
riéng, dau dong c6 gach dau dong sat 18 trai, cubi dong co dau cham phau riéng dong cuodi
cung bao gdm chir “Luu” sau c6 dau hai cham, tiép theo 1a chit viét tat “VT” (Van thu co
quan, to chtre), dau phrfly, chit viét tat tén don vi (hoac bd phén) soan thdo van ban va s6
luong ban luu (chi trong truong hop can thiét), cudi ciing 1a dau cham.
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Phu luc 1
BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kem theo Thong tw so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua Bo Noi vu)

Stt Tén loai van ban hanh chinh Chir viét tit
1. | Nghi quyét (ca biét) NQ
2. | Quyét dinh (ca biét) Qb
3. | Chi thi (c4 biét) CT
4. | Quy ché QC
5. | Quy dinh Qyb
6. | Thoéng cao TC
7. | Théng béo B
8. | Huong dan HD
9. | Chuong trinh CTr
10. | Ké hoach KH
11. | Phuong 4n PA
12. | Bé 4n DA
13. | Dy 4n DA
14. | Bao cao BC
15. | Bién ban BB
16. | To trinh TTr
17. | Hop dong HD
18. | Cong van
19. | CONng dién Cb
20. | Ban ghi nho GN
21. | Ban cam ket CK
22. | Ban thoa thuan TTh
23. | Giay chung nhan CN
24. | Giay iy quyén uQ
25. | Giay moi GM
26. | Gidy gi6i thiéu GT
27. | Giay nghi phép NP
28. | Gidy di dudng bb
29. | Gidy bién nhan ho so BN
30. | Phiéu gui PG
31. | Phiéu chuyén PC
32. | Thu cong

Ban sao van ban
1. | Ban sao y ban chinh SY
2. | Ban trich sao TS
3. | Bansao luc SL
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SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN

Phu luc II

(Trén mot trang gidy khd A4: 210mm x 297mm)
(Kem theo Thong tw so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua Bo Noi vu)

20-25mm 11
2 1
3 4
5b
5a
10a
9a
10b 12
—>
15-20
30-35mm mm
—>
7a
9
8 7c
: ()
7b
14
20-25mm
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Ghi Ch}]
O so:

RoonE

5a:
5b:
6:
7a,7b,7c:
8:
9a,9b:
10a:
10b:
11:
12:
13:
14.

Thanh phan thé thirc vin ban

Quéc hiéu

Tén co quan, to chtrc ban hanh van ban

S, ky hiéu ctia vin ban

bia danh va ngay, thang, nam ban hanh van ban
Tén loai va trich yéu noi dung cua vin ban

Trich yéu ndi dung cong van hanh chinh

Noi dung van ban

Chtrc vu, ho tén va chit ky ciia ngudi c¢6 thim quyén
Déu ctia co quan, t6 chtic

Noi nhan

DAu chi mutrc do méat

DAu chi murc dd khan

Dau thu hoi va chi dan vé pham vi luu hanh

Chi dan vé dy thao van ban

Ky hiéu ngudi danh may va s6 lugng ban phat hanh
bia chi co quan, td chire, dja chi E-mail, DT, Fax,....
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Phu luc 111

MAU CHU V{‘s CHI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAQO
(Kém theo Thong tw sé 01/2011/TT-BNV ngay 19 thang 01 nam 2011 ciia B Noi vu)

Thanh phin thé thirc va chi

Vi du minh hoa

Stt tiét trinh bay Loai chir Cochir | Kiéu chir Phong chir Times New Roman cCh?r
1) , ) ©3) (4) (5) (6) ()
1 | Quoc hiéu
- Dong trén In hoa 12-13 | Dung, dam CONG HOA XA HOQI CHU NGHIA VIET NAM 12
- Dong duéi In thudng 13-14 | bung, dam Péc 1ap — Tu do — Hanh phiic 13
- Dong ké bén dudi
2 | Tén co quan, to chirc
- Tén co quan, 6 chie chu quan In hoa 12-13 Dimg BO TAI CHINH 12
cap tren truc tiep
- Tén co quan, tb chirc In hoa 12-13 | Dbung, dam CUC QUAN LY GIA 12
- Dong ké bén dudi
3 | S6, ky higu ciia van ban In thuomg 13 Pimg So: 15/Qb-BNV; So: OS/]\B/I)((HCN-VP; So: 12/UBND- 13
i a ngay, thang, nam . A Ha Noi, nga ing 02 nam 2
4 bBalE ﬁiﬁﬁ vin bin e Inthuong | 13-14 | Nghiéng Thanh phg Zg ZCZ(?’C]I\Z;'Z;, tﬁgﬁf 29 %Zg gOnQdm 2009 13
Tén loai va trich yéu ndi dung
Ddi véi van ban co tén loai
- Tén loai van ban In hoa 14 bing, dam CHI THI 14
- Trich yéu ndi dung In thuong 14 bung, dam Vé cong tiac phong, chong lut bio 14
- Dong ké bén dudi
b | Ddi véi cong vin
Trich yéu ndi dung In thuong 12-13 Dung V/v nang bac luong ndm 2009 13
6 | Noi dung van ban In thuong 13-14 Dung Trong cong tac chi dao... 14
3 Gom phﬁ{l, chu:p’ng muc, diéu,
khoan, diém, tiét, ti€u tict
- Ttr “phan”, “chuong” va s thi In thuong 14 bung, dam Phin I Chuong I 14
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tu ctia phan, chuong

- Tiéu dé cua phan, chuong In hoa 13-14 | Pung, dam QUY PINH CHUNG QUY PINH CHUNG 14
- T “muc” va sb tht tu In thuong 14 bung, dam Muc 1 14
- Tiéu dé cua muc In hoa 12-13 | Dung, dam GIAI THiCH LUAT, PHAP LENH 13
- biéu In thuong 13-14 | Puang, dam | Piéu 1. Ban sao viin ban 14
- Khoan In thuong 13-14 Dung 1. Cac hinh thuec... 14
- Piém In thuong 13-14 Pung a) Bi véi ... 14
- Tiét In thudng 13-14 Pung - 14
- Tiéu tiét In thudng 13-14 Pung + 14
G?)m Ehﬁn,’ muc, khoan, diém,

tiét, tiéu tiet

- Tir “phan” va sb thir tu In thuong 14 bung, dam Phén I 14
- Tiéu dé cua phan In hoa 13-14 | Ping, ddm TiNH HINH THU'C HIEN NHIEM VU... 14
- S6 thir tw va tiéu dé cua muc In hoa 13-14 | Pung, dam | L. NHUNG KET QUA... 14
- Khoan:

Trudng hop co tiéu dé In thuong 13-14 | Pung, dam | 1. Pham vi va ddi twong ap dung 14
Truong hop khong c6 tiéu dé In thuong 13-14 Dung 1. Thong tu ndy c¢6 hiéu lyc thi hanh sau 15 ngay ké. .. 14
- Piém In thuong 13-14 Pung a) Boi véi ... 14
- Tiét Pung - 14
- Tiéu tiét Pimng + 14
Chtrc vu, ho tén ciua nguoi ky

- Quy?n han cita nguoi k§ nhoa | 13-14 | Dimg dam | ' UY BANNHAN KT. BO TRUONG 14
- Chirc vu ciia nguoi ky In hoa 13-14 | Pimg, dam CHU TICH THU TRUONG 14
- Ho tén ctia nguoi ky In thuong 13-14 | Pung, dam Nguyén Vin A Tran Vin B 14
Noi nhan

Z}llru‘;ljlcr;hnghlglr’l > va tén co quan, to In thuong 14 Pimg 14
- Gui mot noi Kinh gtri: B6 Cong Thuong 14
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Kinh
ST . gui: -B@NQi vu; .
Giri nhicu noi - B6 Ké hoach va Pau tu; 14
- Bo Tai chinh.
b Tur “noi nhan” va tén co quan, to
chirc, ca nhan
- Tr “noi nhan” In thuong 12 Ngh} N9 | Noi nhan: ]\Cm nhgn: (01 v6i cong 12
dam : van)
A 2o 1A ] C;ac Bo, coquanngang | Nhu trén;
- Tén co quan, t6 chirc, c4 nhan \ , Bo, ...; )
A< 1a 1 In thuong 11 Ding ST ; 11
nhan van ban, ban sao - ; - Luw: VT. NVDP
- Luu: VT, TCCB. ' ’ '
£ g , . HOA THUQNG KHAN
9 | Dau chi mtrc @6 khan In hoa 13-14 | Pung, dam TOC KHAN 13
10 | Chi d&n v& pham vi luu hanh Inthuong | 13-14 | Ding, dgm || YPVAONGTRA LUU HANHNQIBOQ 13
11 | Chi din vé dy thao vin ban In hoa 13-14 | Pung, dam || DU THAO DU THAO 10 13
12 | Ky hi¢u ngudi dinh mdy, nhan In thuong 11 Diing PL.(300) 11
ban va s0 lugng ban
bia chi co quan, t6 ’Chl'I’C; dia chi S6 XX pho Trang Tién, quan Hoan kiém, Ha Noi
13 | E-Mail, Website; s6 dién thoai, In thuong 11-12 Ding DT: (04) XXXXXXX, Fax: (04) XXXXXXX 11
s0 Telex, sO Fax E-Mail: Website:
14 | Phu luc van ban
- Tu “phu luc™ va s6 thi tw cua In thuong 14 bung, dam Phu luc I 14
phu luc u Iy
- Tiéu dé ctia phu luc In hoa 13-14 | Pung, dam BANG CHU VIET TAT 14
15 | S6 trang In thuong 13-14 Dung 2,7,13 14
16 | Hinh thirc sao In hoa 13-14 | DPung, dam SAO Y BAN CHIiNH, TRiCH SAO, SAO LUC 14

Ghi chl: C& chir trong cing mét vin ban ting, giam phai thong nhat, vi du: Qudc hiéu, dong trén c& chit 13, dong dudi ¢& chir 14; nhung Qudc hiéu,
dong trén c& chir 12, thi dong dudi cd chir 13; dia danh va ngay, thang, ndm van ban ¢ chir 13.
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