
sO GlAo Dl)C VADAo TAO CONG 1I0A xA 1101CIIU NGHiA VIET NAM
TRU'ONG DAI HOC SU PIIAM KY TIIUAT Di}c l~p - Tlr do - H:.mh phllC

TIIANill'liO 110 CIII MINII' -----------
TP. H6 Chi Minh, ngiryO'l thang Jl-niim 2014

S6: ) 05.l./QD-DHSPKT

QUYETD!NH
V~vj~c ban hanh Quy ch~ cong tac van thll', hi'll trii'

IIII):U TRU'ONG TRUONG D~I HQC slf rH~M KY THU~ TTl'. HO CHi MINH

Can elTLu~t Llru trfTs6 01/20 II/QII 13 ngay II thang II nam 2011 ;

Can elTNghi djnh s6 58/2001/ND.CI' ngay 24 thang 8 nam 2001 cua Chinh phu quy
dinh vE quan Iy va SlTd\lng con dau va Nghj djnh s6 3112009/ND.CP ngay 01 thang 4 nam
2009 ella Chinh phu sira o6i, b6 sung mQt s6 diEu cua Nghi dinh s6 5812001/ND-CP;

Can CITNghi oinh s6 llO/2004/ND-CP ngay 08 thang 4 nam 2004 clla Chinh phu vf:
cong tac van thlT va Nghi djnh s6 09/20 IO/ND-CP ngay 08 thang 02 nam 20 I0 cua Chinh
phu vE sua d6i, b6 sung mQt s6 di~u cua Nghi dinh s6 llO/2004/ND-CP;

Can Clr Can Clr Quy~t dinh s6 118/2000/QD-TTg ngay 10 thang 10 nam 2000 cua Thll
tuang Chinh phu vE vi~c thay d6i t6 ChlTCcua D(li hQc Qu6c gia 'II'. H6 Chi Minh, tach
Truong D(li hQc Su ph(lm Ky thu~t 'II'. H6 Chi Minh trvc thuQc BQ Giao d\lC va Dao t(lO;

Can Clr chuang VIII DiEu l~ truong d(li hQc ban hanh kem theo Quy~t djnh s6
58/2010/QD-Trg ngay 22 thang 9 nam 2010 clla Thll tuang Chinh phli;

Can Clr Thong tu s6 01/20 II/TT-BNV ngay 19 thang 01 nam 2011 cua BQ NQi V\l
huang dan th6 thllC va ky thu~t trinh bay van ban hanh chinh;

Can ClrThong tu s6 07/20 12/TT-BNV ngay 2 thang II nam 2012 cua BQ NQi V\l huang
dan qmin ly van ban, I~p h6 sa v,i nQp hru h6 sa, tai li~u vao Luu trir ca quan;

Can elT Thong tu s6 04/2013/TT-BNV ngay 16 thang 04 nam 2013 cua BQ NQi V\l
huang dan xay dVng quy ch~ cong tac van tIm, luu tTUcua cac ca quan, t6 chlrc;

Theo o~ nghi cua Truung phung Hanh chinh T6ng hgp,

QUYET DJNH:
Di~u I. Ban hanh kcm thco Quy~t dinh nay Quy ch~ cong tac van thu, luu tru Clla

Truong D(li lWe Su pIWm Ky thu~t 'II'. H6 Chi Minh.

Noi n"~II:
- Ban Giam hi~u;
- Nlnr di~u 2;
- Llru: VT, HeTtI.
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80 GIAO Dl)C vA nAo Tf).O CONG HOA XA HOI CHU NGlIiA VIJ;:TNAM
TRUONG D~I HQC SlfPHf).M K\' TIJU~T DQc l~p - 1'\1' do - Hr,tnh phl.c

THANH PHD lID clli MINII

QUY CHE CONG TAC VAN Hm', LUU TRU

(Ban himh kiml thea Quyit ajnh s6A05t/QD-DHSPKT ngay oy t/uing)l.-niim 20/4
clia Hi?lI truang Tnrang Dgi hrc Suphgm Ky thl/l;1tthanh ph6 H6 Chi Minh)

Chu'o'ng I

NHUNG QUY DINH CHUNG

Di~1I 1. Ph:,m vi di~1Ichinh va dBi tll'l.rng ap d\tng

I. Ph':\m vi dieu chinh:

Quy ch~ mlYquy dinh cac ho':\t d(\ng ve van tIm, luu tru trong qua trinh qmin Iy,
chi d':\oCllaTruong D':\ih<)cSu ph':\mKy thu~t thanh ph6 1I6 Chi Minh (sau day g<)it~t la
Truong DHSPKT TPHCM) d~ th\fc hi~n chirc nang, nhi~m Y\I cua minh.

2. D6i tu<)'ngap d\lng:

Quy ch~ cong tac vim thlr, Itru trfr uu<)'cap d\lng th6ng nhftt trong tftt ca cac dan vi
(Phong, Khoa, Vi9n, Trung tam, Truong Trung hQc Ky thu~t tll\Tchanh, Ban, Thu vi~n,
Y t~, T':\p chi) tr\fc thu(\c Truong DHSPKT TPHCM.

a) Cong tac van thu bao g6m cac c6ng vi~c v~ so':\n thiio, ban hanh van ban; quan
ly viin ban va tai li9Ukhac hinh thanh trong qua tdnh ho':\t dQng cua Truong; l~p h6 sa va
giao nQp h6 sa, t,li li~u v:lo Luu tru Truong; qmln Iy va sir d\lng con d5u trong cong tac
van thu.

b) Cong tac luu trfr bao g6m cac cong vi~c v~ thu th~p, chinh ly, xac dinh gia tri,
biio quan, th6ng kc va sir d\mg tai li~u luu tru hinh thanh trong qua trinh ho':\t dQng Clla
Truong.

Di~u 2. Giiii Ihich IiI' ngfi'

I. Quy ch~ c6ng tac van thu, luu tru cua Truong DHSPKT TPHCM bao g6m tftt
ca nhung quy djnh v~ ho':\t dQng viin thu, luu tru trong qua tdnh quan Iy, chi d':\o, di~u
hanh cua Truong d~ th\fc hi9n chirc nang, nhi~m V\I cua minh.

2. Viin ban den la tftt ca cac 10':\ivan ban, bao g6m van biin quy ph':\m phap lu~t,
van ban hanh chinh va van ban chuycn nganh (k~ cii ban fax, van ban du<)'cchuy~n qua
m<,lng,van ban m~t) va dun, tIm glri den Truong DHSPKT TPHCM.

3. Viin ban di la tfrt ca cac lo':\i van ban, bao g6m van ban hanh chinh va van ban
chuycn nganh (k~ cii ban sao viin bfm, van ban nQi bQ) do Truang DHSPKT TPHCM phM
Mnh.

4. Ban thao vim ban la ban viet ho~c danh may, hinh thiinh trong qua mnh s0':l" thao van
ban.

5. Ban g6c van ban la ban hoan chinh v~ nQi dung, th~ thirc viin ban du<)'cTruong
DHSPKT TPHCM ban hanh va co chfr ky tr\fc tiep cua nguoi co th5m quy~n.



6. Ban chinh van ban la ban hoan chinh v~ nQi dung, th~ thuc van ban va duqc
Truong DHSPKT TPHCM ban hanh.

7. H6 sa la mQt t~p tai li~u co lien quan voi nhau v~ mQt van d~, mN SlJvi~c, mQt
d6i tuqng cv th~ ho~c co d~c di~m chung, hinh thanh trang qua trlnh theo d5i, giai quy~t
cong vi~c thuQc ph(lm vi chuc nang, nhi~m vv clla Truong, don vi, ca nhan.

8. L~p h6 so la vi~c t~p hgp, s1lpxep van ban tai li~u hinh thanh trang qua trlnh
theo d5i, giai quyet eong vi~e clla Truong DHSPKT TPHCM thanh h6 so theo nhung
nguyen ti\e va phuong phap nhat dinh.

9. Tai li~u luu trfr ella Truong DHSPKT TPI-ICM la tai li~u co gia tri duge IlJa
ch9n tir toan bQ kh6i tai li~u hinh thanh trang qmi trinh hO(ltdQng clla Truong d~ luu trfr
phVe vv cho eong tac qmin Iy, nghien euu khoa h9C, lieh S11va cac nhu du chinh dang
khac elm cae oon vi, t6 ehuc, ca nhan trang va ngoai co quan.

Tai li~u luu tru bao g6m ban g6e, ban chinh; trang truong hgp khong con ban g6e,
ban chinh thi thay the bi\ng ban sao hgp phap.

10. Thu th~p tai li~u la qua trinh xac oinh ngu6n tai li~u, IlJa eh9n, giao nh~n tai
li~u co gia tri o~ ehuyen vaa Luu tru Truong.

11. Chinh ly tai li~u la vi~c phan IO(li,xac dinh gia tri, si\p xep, th6ng ke, I~p cong
ev tra euu tai li~u hinh thanh trang hO(ltdQng ella Truong.

12. Xae dinh gia tri tai li~u la vi~e danh gia gia tri tai li~u theo nhung nguyen tk
phuong phap, tieu ehuan thea quy dinh ella co quan co tham quy~n de xae dinh nhung tai
li~u co gia tri luu tru, thoi h(ln baa quan va tai li~u ll(~tgia trio

Di~u 3. Trach nhi~m 06i vo'i dIng tac van thlr, hru trii'

1. Tnieh nhi~m ella Hi~u truong Truong DHSPKT TPHCM trang vi~c quan Iy
cong tae van thu, luu tru

a) T6 ehuc xay dlJng, ban hanh, chi d(lo vi~c thlJc hi~n cac che oQ, quy dinh v~
cong tac van thu, luu tru theo quy dinh ella phap lu~t hi~n hanh;

b) Kiem tra vi~e thlJc hi~n cae che dQ, quy dinh v~ cong tac van thu, luu tru d6i
voi cac don vi tr\rc thuQc; giai quyet khi~u n(li, t6 cao va xu Iy vi ph(lm phap lu~t v~ cong
tae van thu, luu trii' theo tham quy~n.

2. Trach nhi~m clla Truong/PhO truong Phong Hanh chinh T6ng hgp

TruongIPh6 truong Phong Hanh ehinh T6ng hqp giup I-li~u truung DHSPKT
TPHCM trlJc tiep qmin Iy, ki~m tra, giam sat vi~c thvc hi~n eong tac van thu, lUll trii' t(li
Truong, d6ng thoi t6 chuc huang diln nghi~p vv v~ cong tac van thu, luu tru eho Truong
va don vi trvc thuQe.

3. Trach nhi~m ella Truong cae don vi

Truung cac don vi (Phong, Khoa, Vi~n, Trung tam, Truong Trung hge Ky thu~t
thlJc hanh, Ban, Thu vi~n, Y t~, T(lp chi) co trach nhi~m trien khai va t6 ehuc thlJc hi~n
cae quy dinh ella Truong DHSPKT TPHCM v~ vim thu, luu tru.

4. Trach nhi~m clla m6i ca nhan
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Trang qua trJnh giai quy~t cong vi(:c lien quan d~n cong tac van thu, Itru tru, m6i
can b<)vien chlrc phai th\fc hi~n nghiem tuc cac quy dinh CllaTruong v~ van thu, Itru tru.

Di~u 4. '1'6 chll'c van tim, lim trii' Trucl'IIg DHSPKT TPHCM

I. Van thu Truong DHSPKT TPI-lCM (sau diiy g9i tilt la Van thu Truang) la m<)t
b<)ph~n Clla Phong Hanh chinh T6ng hgp. Van tim Truong co nhi(:m V\lgiilp Truang/Pho
truang Phong Hanh chfnh T6ng hgp qU£lJ1Iy va t6 chirc cac hO(ltd<)ngv~ cong tac van thu
theo cac quy dinh hi~n hanh, d6ng thoi th\fc hi(:n chuc nang van thu CllaTruong.

a) Cac dan vi thu<)cTruong co tai khoan rieng, co con d5u rieng ph1li t6 chirc b<)
ph~n van tim ricng.

b) Cac dun vi khac thu<)cTruang ph,1i b6 tri can b<)lam cong tac van thu/thu ky
theo ch~ d<)kicm nhi(:m.

2. Luu tru Truang DHSPKT TPHCM (sau day g9i tilt la Luu tru Truang) tr\rc
thu<)cPhong I-l'lnh chinh T6ng hgp la t6 chuc th\fc hi(:n hO(ltd<)ng Iuu tru d6i vai h<)sa,
tai li(:u luu tru clla Tmang.

Di~u 5. Bao v~ bi m~t Nbil mrrrc trong cong t:ICvan Ihll', lim Irii'

M9i hO(l1d<)ng Irong IInh V\fCcong lac van Ihu, luu tru clla Tmang DI-lSPKT
TI'HCM phai th\fc hi(:n dung quy dinh Clla phap Itl~t hi~n hanh v€ bao v~ bi m~t nhi!
nuac.

Yeu cilu b'IOm~t van ban di~n tlr dugc th\fc hi~n nhu d6i vai van ban gi5y.

Di~u 6. Tin hqc hoa cong t:ICvan 11m, lim trii'

Truang DI-lSPKT TPHCM thi~t I~p m(lng luai thong tin di(:n tli trong ca quan,
lien thong vai cac dan vi tr\fC thu<)cTruang; th\fc hi(:n luu tru van ban a hai d\lJ1g:van
ban gi5y va van ban di~n Iii nhiim tang euang quan Iy, bao v~ va phat huy gi,1 tri tai li~u,
ma r<)ngph(lm vi, d6i tugng khai thac, sli d\lng.

Clmo'ng II
CONG TAC VAN THU"

M~IC 1
SO~N THAO, BAN HANH VAN BAN, SAO VAN BAN

Di~u 7. Hinh Ihil'c van ban

I. Van ban hanh chinh thong thuang bao g6m: ngh! quyt3t (ca bi~t), quy~t dinh (ca
bi~t), quy ch~, quy dinh, thong bao, huang dfrn, chuang trinh, k~ hO(lch, phuong an, d~
an, d\f an, bao cao, bien ban, to Irinh, cong van; ban ghi nha, ban cam k~t, ban thoa thu~n,
gi5y chung nh~n, gi5y u)' quy€n, gi5y m<]i, gi5y giai thi~u, gi5y nghi phcp, cong I(:nh,
gi5y bicn nh~n h6 su, phieu giri, phi~u chuy~n.

2. Van ban chuyen nganh trong linh V\fCgiao d\lC va dao t(lO,tili chinh, khoa h9C
cong ngh~, ... theo quy djnh clla tung nganh, truong hgp d~c bi~t do I-Ii~utmang quy dinh.

Di~u 8. Phong chil', ky Ihu~l, vi tri Irlnh bay van bau

- Phong chu slr d\lng trinh bay trcn may vi tfnh hi phong chlr ti~ng Vi~t ella b<)ma ky
tv Unicode theo Tieu chufrnVi~t Nam TCVN 6909:2001 (ch<.mphong Times New Roman).

- Van ban hanh chinh duqc trinh bily trcn kh6 gi5y 1\4 (21Omm x 297mm) (djnh
huang ban in theo chi~u dili). C:i.c van ban nhu gi5y gi6i thi~u. gi5y chirng nh~n, gi5y
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bien nh~n h6 so, gifry nghi phep, phi~u gui, phieu chuy~n duQ'c trinh bay tren kh6 gifry
A5 (148mm x 21Omm) ho~c tren gifry mau in s1\n kh6 A5.

Truang hQ'p n<)i dung van ban co cac bang, bi~u nhung kh6ng duQ'c lam thimh cac
ph\1 I\lc rieng thi van ban co th~ duQ'c trinh bay thea chi~u r<)ng clla trang gifry (djnh
huang ban in thco chi~u r<)ng).

- Ky thu~t trinh bay van ban t\li Quy che nay duQ'c ap d\lng d6i vai van ban sO\ln
thao tren may tinh va in ra gifry, van ban duQ'c lam tren gifry mau in s1\n; khong ap d\lng
d6i vai van ban duQ'c in thi\nh sach, in tren bao, t\lP chi va cac 10\li frn phfrm khac.

- Dinh l~ van ban d6i v6i kh6 gifrYA4:

L~ tn~n: cach mep tren tir 20 - 25mm;

L~ duai: cach mep duai tir 20 - 25mm;

U trai: cach mep trai ttT30 - 35mm;

U phai: cach mep phai tir 15 - 20mm.

- Vi tri trinh bay cac thanh philn th~ thuc van ban tren m<)t trang gifry kh6 A4 duQ'c
thvc hi~n thco so d6 b6 lri cac thanh philn th~ thuc van ban kem theo Quy che nay (Ph\l I\lc
I). Vi tri trinh bay cac thanh philn th~ thuc van ban tren m<)t trang gifry kh6 A5 dlTQ'cap
d\lng tuong tv theo so d6 t\li Ph\ll\lc tren.

Di~1I 9. QuBc hi~1I

Qu6c hi~u duQ'c trinh bay t\li 0 56 I. Qu6c hi~u duQ'c ghi tren van ban vai 2 dong
chi! in d~m. Du6i dong chi! thu hai co g\lch chan b~ng net li~n manh:

- Dong I: "CONG HOA xii. HOI CHO NGHIA Vn;T NAM" trinh bay b~ng chi!
in hoa, co chi! 12-13, ki6u chi! dung, d~m.

- Dong 2: "D<)c l~p - T\T do - H\lnh ph tIC", trlnh bay b~ng chi! in thucmg, co chi!
13-14 (n6u dong thu nhfrt co chi! 12 thi dong thu hai co chi! 13; n~u dong thu nhfrt co chi!
13 thi dong thu hai co chi! 14), ki~u chi! dtrng, d~m; duQ'c canh gii!a duai dong thu nhfrt;
chi! cai dilu clla cac c\lm tir dugc vi~t hoa, gii!a cac C\lm tir g\lch n6i, co dfru cach; phia
duai co duang ke ngang, net li~n, co d<) dai b~ng d<) dai clla dong chi! (sir d\lng l~nh
Draw, khong dung I~nh Undcrline).

Vi d\l:

eONG IIOA xA HQI ellD NGlliA VIJ;:TNAM
DQc I~p - T., do - H~nh phuc

Di~u 10. Ten ClYquan; don vi ban hanh van ban

- Ten co quan chti quim dugc trinh bay tren ten co quan ban hanh van bim b~ng
chi! in hoa, co chi! 12-13, ki~u chi! dtrng.

- Ten co quan ban hanh van ban dugc trinh bay t\li 6 56 2, b~ng chi! in hoa, co chi!
12-13, ki~u chi! dung, d~m, phia duai co duang ke ngang, net lien, dai khoimg Y:z so vai
ten co quan va d~t can d6i a gii!a.Vi d\l:

sQ GlAo DVC VA ElAO TAO
TRlfC1NG DAI HOC Slf PHAM KY TIIUAT

THANII rilo HO elii MINH .

Di~u I I. SB, ky hi~u van ban
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I. S6 ella van ban:

S6 elia van ban Iii s6 thlr tv dang ky van ban t\li van tIm. S6 elia van ban duge ghi
biing ehiI s6 A-r~p, biit dfru tir s6 01 vilO ngily dfru nam vii k~t thlle vilo ngily 31 thang 12
eung nam.

2. Ky hi9U ella van ban:

- Ky hi~u ella van ban eo tcn 10\li bao g6m ehiI viet tiit tcn 10\li van biin theo bilng
ehiI viet tiit tcn 10\li van biin vii ban sao kern Quy eh~ nily (1'11\1l\le III) vii ehfr vi~t tiit ten
CO" quan. ChiI vi~t tiit ten Truang DHSPKT TPHCM trong phfrn ky hi~u ella van bim do
Truang ban hilnh Iii 8HSPKT.

Vi d\l:

Quyet djnh elia Tmang 81 ISPKT TPHCM ban hiinh duge ghi nhu sau:

S6: IQ8-0HSPKT

- Ky hi~u ella cong van bao g6m ehiI vi~t tiit ten CO" quan ban hilnh cong van va
chu vi~t tiit tcn dan vi (phong, ban, trung tam, ... ) SO\ln thao ho~c chli trl sO\ln thao cong
van do. Chfr viet tiit ten don vi dirge ghi t;li Ph\1 1\le IV kem theo Quy ehe nay.

Vi d\l: S6: IDHSPKT-8T

3. S6, kY hi~u van ban duge trlnh bay t\li 6 s6 3, dugc d~t canh giua duai ten CO"

quan ban hilnh van ban.

Tir "S6" duge trinh bay biing ehfr in thuang, eo ehfr 13, kiEu chfr dung; sau tir
"S6" eo dfru hai ehfrm (:); vai nhfrng s6 nha han 10 phai ghi thcm s6 0 phia tmae; gifra s6
va ky hi9U van ban co dfru g\lch ehco (I), giua cac nhom ehfr viet tiit trong ky hi~u van
bim eo dfiu g\leh n6i (-) khong co dfru caell.

Vi d\l: S6: 0 I/BC-8HSPKT (13ao cao elia Tmang DHSPKT TPHCM)

S6: 15/8HSPKT-8T (Cong van elia Truang 8HSPKT TPI-ICM do Phong Dilo t;1OsO\ln
thao)

Tat ca van ban hilnh ehinh phfrn s6, "1 hi~u van ban khong duge ghi nam ban
himh.

f>i~u 12. Dja «anh va ngay, th:ing, nam ban hanh van b:ln

- 0ia danh trcn van ban elia Tmang OHSPKT TPHCM ban hanh duge ghi Iii TP.
H6 Chi Minh.

- 0ia danh va ngay, thang, nam ban hanh van ban duge trlnh bay t\li 0 s6 4, biing
ehfr in thlrang, eo ehfr 13-14, kiEu ehfr nghicng.

- Oja danh d~t tmae thai gian, eae ehfr cai dfru elia dja danh phai vi~t hoa, sau dia
danh eo dfru phiiy (,). S6 elia ngay, thang, nam van ban vi~t biing s6 A r~p. Nhfrng s6 ehi
ngay nha han 10 va s6 ehi thang I va 2 phai viet s6 0 a tmae; dja danh va ngay. thang,
nam duge d~t canh gifra duai QU6e hi~u.

Vi d\l: TP. f-!6 Chi Minh, ngay 05 thang 02 nam 2010

f>i~n 13. Ten IO\li va trieh y~u ni}i dung van ban

Trieh yeu nQi dung van ban la mi)t cau ngiin g9n ho~e mi)t e\lm tiT phan anh khai
quat nQi dung ehli yeu elia van ban.
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1. 86i voi van ban co ten lo')i:

Ten 10(liva trich y~u nQi dung van ban co ten lo')i dugc trinh bay t')i 056 Sa.

Ten lo')i van ban (guyet djnh, k~ ho')ch, bao eao, to trinh, thong bao, ... ) dugc d~t
canh gii!a biing chi! in hoa, cO-chi! 14, ki€u chi! dung, d\im. Trich yeu nQi dung van ban
dlfgc d(it canh gifra. ngay duoi ten lo')i van ban, biing chi! in tlmong, cO-chi! 14, kieu chff
dung, d\im, ben duoi trich y~u co duong kc ngang, net li~n co dQ dai biing y, dQ dai ctia
dong chi! viI d~t can d6i so vai dong chi!.

Vi d\l:

THONGBAo
V~ vi~c xCt nang hrollg cho can hi} vicn chii'c

2. 86i vai cong van:

Trich yeu nQi dung cong van duqc trinh bay t')i 0 56 5b, sau chi! "V/v:" biing chi!
in thuang, cO-chii 12-13, ki€u chii dung; dllqC d(it canh giffa dlloi 56, ky hi~u van ban,
each dong 6pt voi 56, ky hi~u van ban.

Vi d\):

BOGlAo DVC VA DAO T~o
TRUO"NG ~)~I HOC; SU.PH~.M KY TIJU-:\T

THANH PliO 110 CHI MINII

S6: 12/DI-ISPKT-8T

VIv: D~nghj dlly~tcap phoi biingd(lihQch~ chinh guy

Di~u 14. N{li dung, b&qlc van biin

I. NQi dung van ban la lhanh phiin chti yeu ctia van ban.

a) Yeu ciiu:

- Phil hQ'pvoi hinh thuc van ban dllqc su d\)ng;

- Phil hQ'pvoi dllong 16i, chti truong, chinh sach cua Dang, phil hqp vai guy djnh
cua phap lu\it;

- DllQ'Ctrinh bay ngiin g9n, ro rang, chinh xac;

- SUd\)ng ngon ngii viet, cach di~n d')t dan gian, d~ hi~u;

- Dlmg llf ngi! lieng Vi~t ph6 thong (khong dilng lu ngii dia phuong va tu ngi!
nuoc ngoai neu khong th\fc S\f ciin thi~l). D6i voi thu\it ngi! chuyen mon ciin xac djnh ro
nQi dung thi phai dllQ'Cgiai thich trong van ban;

- Chi dllQ'Cviet tiit nhi!ng tlf, c\)m tlf thong d\mg, nhiing llf thuQc ngon ngii tieng
Vi~t d~ hi€u. D6i voi nhiing lu, c\)m lu dllQ'Csu d\mg nhi~u liin lrong van ban thi co lh€
viet tiit, nhllng cac chii viet tiit liin diiu cua llf, c\)m tu phai dllQ'Cd~t trang ngo~c dml ngay
sau tu, qlm lif do;

- Khi vi~n dan liin diiu van ban co lien guan, phai ghi diiy dti len lo')i; 56, ky hi~u
van ban, ngay, lhang, nam ban hanh van ban, ten co guan, 16 chifC ban hanh van ban,
trich yeu nQi dung van ban (d6i voi Lu\it va Phap I~nh chi ghi ten lo')i va ten ctia Lu\it,
Phap 19nh); trang cac liin vi~n dfrn ti~p theo, chi ghi ten lo')i va 56, ky hi9U cua van ban
do;
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- Vi~t hoa trong van ban hanh chinh duQ'c thvc hi~n theo Ph\J l\Jc VI ban hanh kem
theo Thong tu s6 OI/2011/TT-I3NV ngay 19 th,ing 01 nam 2011 elm 8Q NQi V\l huang
d~n thE th(rc va ky thu~t trinh bay van ban hanh ehinh;

b) 136C\JCclm van bfm

Tuy theo thE 10\li V,lnQi dung, van ban co th~ co phfrn can cu pluip Iy d~ ban hanh,
phfrn ma dfru va co th~ duQ'c b6 C\JCtheo phAn, chuang, m\IC, di~u, khoan, di~rn ho(ic
dUQ'ephan chia thanh cac phAn, rn\ICtir Ian d~n nh6 theo mQt trinh l\1 nh~t dinh, e\J th~:

- Nghi quy~t (ca bi~t): theo di~u, khoan, di~m ho(ic theo khoan, diEm;

- Quy~t dinh (ea bi~t): theo di~u, khoan, di~m; eac quy che (quy dinh) ban hanh
kern theo quy~t dinh: theo chuang, m\lC, di6u, khoan, diEm;

- Cac hinh thuc van b,ln hfmh chinh kh<lc: theo phiin, rn\Jc, khmin, di~m hO(ictheo
khoan, diEm.

D6i vai eac hinh thuc van ban dugc b6 C\ICtheo phiin, chuang, m\Jc, di~u thi phiin,
chuang, nl\lC, di~u phai co tieu d~.

2. Trinh bay nQi dung:

Phfrn nQi dung van ban dugc trinh bay t\li 0 s6 6, b~ng chii' in thuang (dugc dan
d~u ca hai I~), co chii' 13-14, ki~u chii' d(rng.

Khi xu6ng dong, chii' dfru phai lui vao til Icm den 1.27cm (I default tab); khoang
cach giii'a cac dO\ln van (paragraph) d(it t6i thiEu la 6pt, khoang each giiia cac d()ng hay
cach dong (line spacing) ch\ln t6i thiEu tir each dong dan (single line spacing) ho(ic til
15pt (exactly line spacing) tra len; khoang cach t6i da giii'a cac dong Iii 1,5 dong (1,5
lines ).

D6i vai van ban co phAn can cu phap ly d~ ban hanh thi sau m6i can cu phai
xu6ng dong, cu6i dong co d~u ch~rn phfiy (;), rieng can cu cu6i cung k~t th(ICb~ng d~u
phfiy (,).

a) Truang hgp nQi dung van ban duQ'c b6 C\JCtheo ph5n, chuang, m\IC, di~u,
khoan, di~m thi trinh bay nhu sau:

- I'hiin, chuang: Tir "Ph5n", "Chuang" va s6 thu t\l Clta phAn, chuang dugc trinh
bay tren mQt dong rieng, canh giii'a, b~ng chii' in thuang, co chii' 13-14, ki~u chir dung,
d~m. S6 thu tv clla ph5n, chuang dung chii' s6 La MiL Tieu d6 clla ph5n, chuang duQ'c
trinh bay ngay duai, canh giii'a, b~ng chii' in hoa, co chii' 13-14, ki~u chii' d(rng, d~m;

- M\lc: Til "M\lc" va s6 thu tv clm m\lc duQ'c trinh bay tren mQt dong rieng, canh
giii'a,' b~ng chii' in thuang, co chii 13-14, kiEu chii' dung, d~m. s6 thu t\l clla m\IC dimg
chii' s6 A-r~p. Tieu d~ clla nl\lc duQ'c trinh bay ngay duai, eanh giii'a, b~ng chii' in hoa, co
chii' 12-13, ki~u chii' dung, d~m;

- Di~u: Til "Di~u", s6 thu tv va tieu d~ clla di~u duQ'c trinh bay b~ng chii' in
thuang, cach I~ trai I default tab, s6 th(r tv cua dieu dung chfr s6 A-r~p, sau s6 th(r tv co
d~u ch~rn (.); co chii' 13-14, kiEu chii' d(rng, d~m;

- Khmin: s6 thu tv cae khoan trong m6i m\Jc dung chii' s6 A-r~p, sau s6 thu tv co
d~u ch~m (.), co chii' s6 b~ng co chii' clla ph5n leri van (13-14), kiEu chii' dung; neu khofm

7



co tieu d~, 56 thir tv va tieu d~ cim khmin dugc trinh bay tren m(lt dong rieng, b~ng chfr in
thuang, co chi! 13-14, ki~u chi! dung;

- Di~m: Thu ll,l' cac di~m trang m6i khofm dimg cho cac chi! cai ti~ng Vi~t thco thu
tv abc, sau co dAudong ngo~c dan (»), b~ng chi! in thuang, co chi! 13-14, ki~u chi! dirng,

Vi d\l:
Philll I

CONG TAc TAl cHiNH

C h U'O'II" I"
NHlJNG QUY D!NH CHUNG

M\IC I
NGUON TAl CHiNH

Di~u I. Killh phi ngan sach nha IIIro'c

I, Kinh phi bao dam hO\ltd(lng thuang xuyen

a) D6i vai .... ,

b) Truang hgp n(li dung van ban dugc phun chia thanh cac phfrn, m\lc, khoan,
di~m thi trlnh bay nhu sau:

- Philn (n~u co): Tu "Phfrn" va 56 thu ll,l' Clla phiin dugc trinh bay tren m(lt dong
rieng, canh gii!a, b~ng chi! in thuang, co chfr 13-14, ki~u chi! dUng, d~m; 56 thu ll,l' Clla
phiin dilllg chi! 56 La Ma, Tieu d~ Clla phiin dugc trinh bay ngay duai, canh gii!a, b~ng
chi! in hoa, co chi! 13-14, ki~u chi! dung, d~m;

- M\lc: S6 thu ll,l' cac m\lc dung chi! 56 La Ma, sau co dAu chAm (.) va dugc trinh
bay cach 1~tnii 1 default tab; tieu d~ clla m\lc dugc trinh bay cung m(lt hang vai 56 thu
ll,l', b~ng chi! in hoa, co chi! 13-14, ki~ll chi! dirng, d~m;

- Khoan: S6 thu I\r cac khoan lrang m6i tn\lCdung chi! 56 A-r~p, sau 56 thu ll,l' co
dAuchAm (.), ca chi! 56 b~ng ca chi! clla phfrn lai van (13-14), ki~u chi! dirng; n~u khoan
co tieu d~, 56 thir 11,1' va tieu d~ clla khoan dugc Irlnh bay tren tnN dong rieng, b~ng chi! in
thuang, ca chi! 13-14, ki~u chi! dung, d~m;

- Di~m: Thir ll,l' cac di~m lrang m6i khoan dung cho cac chi! cai ti~ng Vi~t theo thir
ll,l' abc, sau co dAudong ngo~c dan (»), b~ng chi! in thuang, co chi! 13-14, ki~u chi! dung.

Vi d\l:
Philn II

cAc N<)I DUNG CHI

I. TIEN LU'ONG, TIEN CONG

I. Cong thirc tinh 11I'0'lIg

a) D6i vai .....

Di~u 15. Chirc vI}, hQ ten, va chii' ky ciia ngu'iIi co th~m quy~n

8



HI~U TRUONG

Quybn h(ln, chi"rc V\l cua nguiJi ky van bim dugc trinh bay t'.1i6 s6 7a, chuc V\l khae
clla nguiJi ky dlrgc trinh bay t'.1i6 s6 7b; cae chfr vi~t t~t quyen Iwn nhu "TM.", "KT.",
"TL.", "TUQ." ho\ic quybn h'.1nva chi"rc V\I Clla nguiJi ky dugc trinh bay b~ng chfr in hoa,
cO'chir 13-14, ki~u chii d(rng, d~m.

l-IQ ten cua nguiJi ky van bim dugc trinh bilY t'.1i6 s6 7b, b~ng chfr in thuiJng, co
chfr 13-14, kiEu chii d(rng, d~m dugc d\it canh giiia so vai quyen l1(ln, chuc V\I Clla nguiJi
kyo

Chfr ky cua nguiJi co thfrm quyen dugc trinh bay t'.1i6 s6 7c.

1. Quyen h(ln ella nguiJi ky dugc th\rc hi~nnhu sau:

a) TruiJng hqp ky thay thll truang ca quan thi phai ghi chfr vi~t t~t "KT." (ky thay)
vao tmac chuc V\l, sau ddu chdm (.) co dfru cach. ThAm quyen dugc ky thay van ban 1ft
nguiJi cdp pho cua nguiri dung dilu co quan. Vi d\l:

KT. HI~U TRUONG
PHO HI~U TRUONG

b) TmiJng hgp van ban ky thim I~nh thu truang co quan thi phai ghi chir viEt tfIt
"TL." (thira I~nh) vao tmac chi"rc V\I, sau d<1uch<1mco d<1ucach. Vi d\l:

TL. HIEU TRU'ONG
TRUONG PHONG TO CHI:rC CAN Be)

c) TruiJng hgp ky thira uy quybn thi phai ghi chfr viet t&t "TUQ." (thira uy quyen)
vao truac chuc Y\I cua nguiJi dung dilu co quan, sau d<1uchfrm (.) co dfru cach. Ghi r5
chi"rc danh, ten dan vi, t6 chuc Clla nguiJi ky thim llY quybn. Vi~c uy quyen nhfrt thiet phai
b~ng van ban. Nguiri llY quyen phai hoan toan chiu trach nhi~m trang mQi truimg hgp ky
van ban sai trai, NguiJi dugc uy quyen kh6ng dugc uy quybn I(li cho nguiJi kl1<ICkyo Vi
d\l:

TUQ. HI~U TlUfONG
GIAM DOC TRUNG TAM TIN HQC

2. Chuc V\I cua nguiJi ky:

a) Chuc y\1 ghi !rcn van ban cua Tmang DHSPKT TPHCM ban hanh la chi"rc danh
chinh !huc cua nguiJi ky, Van ban do Hi~u tnr&ng ky ban hanh ghi "HIEU TRUONG", van
ban kY thay ghi "PHO mEu TRUONG", kh6ng ghi I(li tcn TruiJng DHSPKT TP.I ICM. Vi
d\l:

KT. HI~U TRUONG
PHO HI~U TRUONG

b) Chuc V\I ghi tren van ban ky lhira I~nh Hi~u lruang phai ghi dily dti chi"rc danh
lanh d(lo chinh th(rc va ten dan vi, t6 chuc. Vi d\l:

TL. HI~U TRUONG
TRU'ONG PHONG TO CHIJC CAN Be)

TruiJng hgp dn lhi~l, nguiJi duqc k)' thim I~nh van ban hanh chinh co thE uy
nhi~1l1 dE cdp phD ctia minh ky thay; chuc V\I ghi lren van ban ky lhay phai ghi dily dll
chuc danh Ianh d'.1ochinh thuc, kh6ng ghi l'.1iten Clla dan vi 16 chuc. Vi d\l:

TL. HI~U TRU'ONG
KT. TRUONG PHONG TO CHlJ"CCAN Be)

PHO TRUONG PHONG
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c) Chi'rcY\Ighi trcn van bim do cac t6 chuc Urvim la HQid6ng, Ban chi d'.lothuQc linh
VllC,ph'.lmvi giao d\lCva dao t'.lOla chuc danh 11inhd'.lotrong Ban ho\ic HQid6ng Cllanguoi k)'
van ban.

- Truong hqp HQi d6ng, Ban khong duqc phcp su d\lng con dilu Clla Truong
DHSPKT TPIICM (HQi d6ng, Ban co con dilu ricng) thi chi ghi chi'rc danh Cllanguoi ky
van bim trang HQi d6ng, Ban do; khong dmyc ghi chi'rcV\Itrang ca quan.

Vi d\l:

TM. HOI DONG
CHlJTICH

(Chfr ky, dilu c~a t6 chi'rc)

Nguy~n Van A

KT. TRUONG BAN
PHO TRU'ONG BAN

(Chfr ky, dilu Cllat6 chi'rc)

Nguy~n Van B

- Truong hqp cac HQi d6ng, Ban dugc Hi~u truang cho phcp sir d\lng con dilu cua
Truong DI-ISPKT TI'HCM thi nguoi ky van bim ghi chi'rc danh chinh thuc theo quy~t
dinh thanh I~p HQi d6ng, Ban do, d6ng thoi duai chfr ky co th~ ghi chuc danh 11inhd'.lo
trong Nhil truong. Vi d\l:

TM. H91 DONG
CHU T!CH

(Chfr ky, dilu CllaTruong)

HltU TRU'ONG
Nguy~n Van A

- Chuc V\l cua nguoi ky van ban do HQi d6ng ho\ic Ban cua Truong DHSPKT
TPHCM ban hanh rna Pho Hi~u truang lam chu tjch HQi d6ng ho\ic truang Ban, 11inhd'.lo
cac dan vj thuQc Truong DHSI'KT TPI-ICM lam Pho Chu tjch HQi d6ng ho\ic Pho
Truong ban ho\ic thi dugc ghi nhu sau, vi dp:

TM.HOIDONG
CHUT!CH

(Chfr ky, dilu CllaTruong)

PHO mtu TRU'ONG

Triin Van B

KT. TRUONG BAN
PHO TRUONG BAN

(Chfr ky, dilu cua Truong)

TRU'ONG PHONG DAo T~O

LC Van C

Di~u 16. Dau dong tren van b~n

Dilu cua ca quan dugc trinh bay t'.li 0 s6 8. Dilu dong trcn van ban cua Truang
DI-ISPKT TPJ-ICM ban hanh dugc ap d\lng theo J)i~u 42 cua Quy eh~ nay.

Di~u 17. Noi nh~n

1. Nai nh~n van ban dugc tdnh bay t'.li0 s6 9a va 0 s6 9b.

N~u van ban chi glri eho mQt s6 d6i tugng C\lth~ thi phai ghi ten tung ca quan, t6
chuc, ca nhan nh~n van ban; n~u van ban dugc giri cho mQt ho\ic mQt s6 nh6m d6i tugng
nhilt djnh thi nai nh~n dugc ghi chung. Vi d\l:

- Cac Phong, Khoa, Trung tam;
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Vi d\l2:

- Cac thanh vicn trong I-li)i d6ng khoa hQc va dao t(10Truang.

a) D6i vai van ban co ghi tcn 10(1i,nai nh~n bao g6m tir "Nai nh~n" va ph~n li~t ke
cae co quan, t6 chilC, (lan vi, ca nhiin nh~n van ban (trinh bay t(1i0 s6 9b).

b) D6i vai cong van hanh chinh, nai nh~n bao g6m hai ph~n:

- Phan thu nhfrt bao g6m til "Kinh gui", sau do la tcn cac co quan, dan vi ho~c ca
nh,ln trvc tiep giai quyet cong vi~c (trinh bay t(1i0 s6 9a);

- Ph~n thil hai bao g6m til "NO'i nh~n", phia duai la tir "- Nhu trcn", tiep theo la eac
tcn cac co quan, t6 chilC, dan vi. c,i nhiin co lien quan khac nh~n van ban (trinh bay t(1i0 s6
9b).

2. Ph~n nO'i nh~n t(1ia s6 9a dm;rc trinh bay nhu sau:

- Tir "Kinh giri" va tcn cae co quan, t6 ehuc ho~c ca nhiin nh~n van ban duqc trinh
bay biing chfr in thuimg, co Chtl 13-14, ki~u ehfr dung.

- Sau til "Kinh giri" co dfru hai chfrm (:) khong dfru cacho Sau dfru hai chfrm (:) la
ten Co' quan, t6 chilC, ca nhiin nh~n cong van:

+ Neu cong van giri cho mi)t Co' quan, t6 chuc ho?c mi)t ca nhiin thi tir "Kinh
giri"vii ten co quan, t6 chilC ho?c ca nhiin duqc trinh bay tren cimg mi)t dong.

+ Truang hqp cong van giri cho hai hay nhi~u co quan, t6 chuc ho?c ca nhiin thi
ten m6i co quan, t6 chuc, e,i nhan ho?c m6i nhom cO' quan, t6 chue, ca nhiin duqe trinh
bay tren mi)t dong ricng, dau dong co g(1ch ngang, cu6i dong co dfru chfrm phfiy (;), cu6i
dong cu6i cung co dfru chfrm (.); cac g(1ch d~u dong duqc trinh bay thiing hang vai nhau
duai dfru hai chfrm (:).

Vi d\1 I: Kinh giri: B(l Giao d\IC va Dao t\1O

Kinh giri:

- Hi) Tai chinh;
- Bi) Gi,io d\lc va Dao t(1o.

3. Ph an nai nh~n t(1i 0 s6 9b (ap d\lng chung d6i vai cong van hanh chinh va van
ban co ten 10(1ikhac) du~rc trinh b,iy nhu sau:

- Tir "Nai nh~n" duqc trinh bay trcn mi)t dong rieng (ngang hang vai dong chfr
"quy~n h(1n, ehuc V\l cua nguai kY" va sat I~ trai cua van ban), sau co dfru hai chfrm (:),
biing chfr in thuang, co chfr 12, ki6u chfr nghicng, d~m;

- Ph~n li~t ke cac cO' quan, t6 chirc, dan vi, ca nhiin nh~n van ban duqc trinh bay
biing chfr in thuang, co chfr II, ki6u chfr dung; tcn m6i co quan, t6 chuc, dan vi, ca nhan
ho?c m6i nhom cO' quan, t6 chuc, dan vi, ca nhiin nh~n van ban duqc trinh bay tren mi)t
dong rieng, d~u dong co g(1ch ngang, cu6i dong co dfru chfrm ph fry (;); rieng dong cu6i
cung bao g6m Chtl "Luu" sau do co dfru hai chfrm (:), ti~p theo iii chfr viet tiit "VT" (Van
thu co quan), chfr viet t5t ten dan vi SO(1nthao van ban biing chfr in hoa va s6 luqng ban
luu (neu co), cu6i cimg la dfru chfrm (.).

Vi d\l: Nui lI!liJlI:

- NlllI In'!n;

- Ban Giam hi~u;

- Cae Khoa;

- LUll: YT, TCCB.
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I KHAN I

tJi~u 18. Mire £Ii}m~t, khAu (n~u co)

ofiu chi muc dQ m~t <lugc <long vao a s6 lOa. ofiu chi mirc dQ khAn <lugc <long
vao a s6 lOb.

1. Muc dQ m~t, elAuchi <lQm~t

- Muc dQm~t dugc xac <linhthanh ba muc: "Tuy~t m~I", "T6i m~t", "M~t"

- Vi~c xae <linhva yeu du dong d5u dQ"TUVGT MAT", "Tal MA ro, "MAT" va
<l6ivai van ban co nQi dung bi m~1nha nuac pluii dugc th\rc hi~n thco quy dinh t\li M\lc
2 - Thong tu s6 12!2002!IT-BCA ngay 13 thang 9 nfun 2002 cua BQCong an hUOngelfinth\l'C
hi~n Nghi djnh s6 33/20021ND-CPcua Chinh phil quy <ljnhchi tiEtthi hanh Phap I~nhbaa v~ bi
m~1Nha nuac.

2. Muc dQkhAn, d5u chi dQ khAn

- DQ khAn dugc xac dinh thanh b6n mirc: "KhAn", "Thuqng khAn", "Hoa t6c",
"Hoa t6c h~n gia".

- Can cu tinh ch5t, muc dQ dn duqc chuyEn phat nhanh, van ban dugc xac dinh
Iheo dQ khAn din thi~1.

- Truang hgp van ban co t[nh chfit khAn, <Ianvi ho~c ca nhan sO\ln thao van ban d~
xu51 <lQkhAn, trinh nguai co thAm quy~n ky van ban quy~t dinh. Khi do, van ban dugc
dong d5u dQkhAn tuang ung.

- Can d5u cac dQ khAn dugc kh~c s5n hinh chii' nh~t co kich thuac 30mm x 8mm,
40mm x 8mm va 20mm x 8mm , tren do cac tu "KHAN" "TI-IVONG KHAN", "HOA
TOC", " I-lOA TOC HBN GIG" dugc trinh bay biing chii' in hoa, ph6ng chii' Times New
Roman, co ehii' 13-14, ki~u chfr dlrng, <I~mva dugc d~t din d6i trang khung chiT nh~t
vi~n dan. Vi d\l:

Di~u 19. Cae thill1h phftn thii thire khae (n~u co)

I. Cac chi d~n v~ ph\1mvi hru hanh: dugc trinh bay t\li 6 s6 11; cae c\lm tu "TM
LJ.\I SAU KHI HQP", "XEM XONG TM LJ.\I", "LVU HA.NH NOI BO" lrinh bay can
<If)itrong m91 khung hlnh chiT nMt vi~n dan, biing chii' in hoa, co chiT 13-14, ki~u chiT
d(mg, <I~m.

2. 0\1' thao: dugc trlnh bay t\li 6 s6 12, lrang khung hinh chfr nh~l, vi~n dan, biing
chii' in hoa, co chiT 13, ki~u chii' dung, d~m. Vi el\l:

I Dl/THAo I
3. Ky hi~u nguirj danh may va s6 hrgng ban phat hanh dugc trinh bay t\li 6 s6 13,

ky hi~u biing chiTin hoa, s6 lugng ban biing chfr s6 A r~p, co chiT 1I, ki~u chiTdung.

4. Dia chi cu quan, t6 chuc, s6 dj~n Iho\li, s6 Fax; dia chi tren m\lng (Website), dia
chi E-mail dUQ"ctrinh bay a 6 s6 14 trang thlr nh5t cua van ban, biing chiT in lhuang, co
chiT 1I- I2, ki~u chfr dung, duai mQI duang ke net li~n keo dai h~t b~ ngang cua vilng
lrinh bay van ban. Vi el\l:

Tnrirng D~i hQe Su ph~m Ky thu~t thanh ph6 He, Chi Minh

s6 01 - Vo Van Ngan- Qu~n Thii Due - Thanh ph6 He, Chi Minh

Tel: (08) 3896 8641; Fax: (08) 3896 4922

Website: www.hemute.edu.vn; E-mail: vanthuspkt@hemute.edu.vn
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- ky hi~u: SY
- ky hi~u: SL
- ky hi~u: TS

5. Truang hgp van ban co plw I\!c kcm thco thi Irong van ban phai co chi d~n v~
ph\! I\ICdo. Ph\! I\ICvan ban phai co lieu d~; van ban co tir hai plW h,lc tra len thi cac ph\!
I\!c phai dugc danh 56 Ihir l\r b~ng chi! 56 La Ma. Ph\1 I\ICvan ban dugc Idnh bay tren cac
trang gi5y rieng; tir "P1W l\!c" va 56 Ihir l\f dugc Irinh bay Iren mi)l dong rieng, canh giiia,
b~ng chi! in thuang, cO-chii 14, kitSu chi! dung, d~m; len ella ph\l I\lc dugc Idnh bay canh
giiia, biing chfr in hoa, cO"chi! 13-14, kiEu chii dung, d~m; phia du<'ri tcn clla ph\!l\!c ghi
lrang d5u ngo(ic dan ( ) ban hanh kcm Ihco van b,ln 56: .. ./ , ngay, Ihang, nam, co
quan ban hanh van ban, Irinh bay canh giiia, cO"chii 13, kiEu chii nghieng.Vi d\l:

Phl.l I\le I

D!NH Mirc CHI QUAN LY DAo T~O T~I TRU'ONG

(Ban himh ketn theo Quy€t ainh s6 216/QD-DHSPKT-KHTC ngay 01 thang 10 I){im2007
clia Hi~u tnrang Tnrang D(1ihoc Sir ph(1m Kp thugt TP. H6 Chi Minh)

Sau chii cu6i cung Clla ban ph\1 I\lc co chi! ky nh6 Clla lruang dan vi SO{lnIhao van
ban; trang truang hgp d(ic bi~t la chi! ky nho Clla nguai ky van ban.

6. Van ban co hai trang Ira Icn phai danh 56 trang b~ng chi! 56 A-r~p. S6 Irang
dugc Idnh bay I{li goc phai a cu6i lrang gi5y (ph5n footcr), cO"chii 13-14, kitSu chi! dung.
S6 Irang clla ph\! '\!C dugc danh 56 ricng Iheo tirng ph\! 1\lc.

M~u chi! va chi ti6t trinh bilY cac thanh philn IhE Ihirc van ban dugc minh h9a I{li
Ph\ll\!c 11kem theo Quy ch6 nay.

M~u Idnh bay mi)t 56 10{livan ban dugc minh h9a t{li Ph\1 1\ICV kcm Ihco Quy ch6
nay.

Di~u 20, Sao van ban

I. Cac hinh Ihirc sao van ban bao g6m: sao y ban chinh, sao I\ICva trich sao.

a) Sao y ban chinh la ban sao tir van ban chinh va dugc sao dily dll, chinh xac ni)i
dung clla van ban kE cii chi! ky, con d5u, nai nh~n.

b) Sao 1\IChi ban sao dily dll, chinh xac ni)i dung clla van ban dugc th\fc hi~n tir
bim sao y ban chinh; co dily dll 2 chi! ky, 2 con d5u va nai nh~n.

c) Trich sao la b,ln sao mi)l philn nqi dung cua van ban va dugc Ih\rc hi~n tir ban
chinh.

2. ThE thirc ban sao

Ban sao van ban phai co dll cac thE Ihirc: ghi r6 hinh thirc sao; tcn Truang
DHSPKT TPHCM; 56 va ky hi~u ban sao; dia danh, ngay thang, nam Ih\fc hi~n ban sao;
chfr ky, h9 tcn Clla nguai co Iham quy&n sao; d5u Clla Truang; nai nh~n ban sao.

3. Quy dinh v&ban sao

a) Ky hi~u ban sao:
- Sao y ban chinh
- Sao I\IC
- Trich sao

b) Ban sao y ban chinh, ban sao l\lc va ban trich sao Ih\fc hi~n thco dung quy dinh
t{li Quy ch6 nay co gia Iri phap Iy nhu ban chinh.
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c) Ban ch\lp ca dau va chii' ky cua van ban (ban photocopy) chi co gia tr! thong tin,
tham khao. Khi giri bim photocopy kcm theo van ban chinh thi trang van ban chinh phai
ghi r5 "Ban photocopy kcm theo".

4. Ky thu~t trlnh bay cac thanh philn th~ thuc ban sao van ban hanh chinh

a) Cac thanh philn th~ thuc ban sao duqc tdnh bay tn?n cung m<)ttrang gi5y, ngay
sau philn cu6i cung Clla van ban dUQ"csao, la m<)tduang kc net lien keo dai h~t chieu
ngang cua vung trinh bay van ban. Duai duimg net ke liEn 1<\philn th~ thuc ban sao, g6m:

- Ten Truang El(lihQc Su ph(lm Ky thu~t thanh ph6 H6 Chi Minh bftng chii' in hoa,
ki~u chii' dung, d~m, co chii' 13;

- Ten ban sao bftng chii' in hoa, ki~lI chii' dt'rng, d~m, co chii' 13;

- 56 va ky hi~u ban sao: sau tif "56:" la s6 tht'f tv ban sao, net g(lch cheo "/", ky
hi~lI ban sao, khong d5u eaeh;

- Elia danh, ngay, thang, nam thvc hi~n ban sao;

- Chuc danh cua nguai co th5m qllyEn ky ban sao,

- Chii' ky, hQva ten cua nguai ky;

- Con dau cua Truang £>1-15PKTTPHCM;

- Nai nh~n ban sao.

b) Chuc danh va chii' ky tren ban sao duqc thvc hi~n theo DiEu 15; nai nh~n dUQ"c
thvc hi~n theo Khoan 3, DiEu 17; dong dau dUQ"cthvc hi~n theo EliEu 42 clm Quy ch~
nay.

c) Vi tri tdnh bay cac thanh philn th~ thuc ban sao tren trang giay kh6 A4 dUQ"C
thvc hi~n nhlf sau, vi d\l:

(Philn cu6i cimg Cllavan ban dUQ"csao)

TRU'ONG D~I HQC SUoPH~M KY THU~T , SAO Y BAN CHiNH
THANH PHD HO CHi MINH TP. flo Chi Minh, ngay t/J(ing nam

S6: /5Y TL.HItU TRUONG
TRUONGPHONGHANHCHmHTONGHQP

Nguy~n Van A

No"i 1111911:

- Ban Giam hi~u;
- Cae phong ... ;
- Luu: VT.

Di~u 21. 5o:,tn thao van ban

Vi~c SO(lnthao van ban hanh chinh duqc quy dinh nhu sau:

I. Can cu tinh chat, n<)i dung cua van ban dn sO(ln thao, Uinh d(lo Truang
DH5PKT TPHCM giao cho m<)tdan vi (m!)t nhom, m!)t ca nhan) SO(lnthao/chu tri sO(ln
thao ho~c Truong dan vi giao cho m!)t ca nhan sO(lnthao van ban;

2. Dan vi ho~c ca nhan chu td SO(lnthao co trach nhi~m thvc hi~n cae eong vi~c
sau:

- Xac dinh hinh thuc, n<)idung va d<)m~t, d<)kh5n, nai nh~n van ban;

- Thu th~p, xu Iy thong tin co lien quan;

14



- SO(lnthao van ban;

- Trong truong hgp can thi~t, d~ xdt val Lanh d(lOco quan, don vj vi~c tham khao
y ki~n Cllacac don vj, ca nhan co licn quan; nghicn ciru ti~p tIm y ki~n d~ hOIll1chinh ban
thao;

- Trinh duy~t d\r th,lo van ban;

Di~u 22. Duy~t d~r thao vau ban, sib chua, b8 sung d~r thao vau ban da duy~t

1. D\l' thao van ban phai do nguoi co tham quy~n ky duy~t van ban.

2. Trong truang hgp d\l' thao da dugc Lfinh d(lo co quan, don vi phc duy~t, nhung
th~y dn thi~t phai sua chua, b6 sung thcm vao d\r thao thi don vi ho~c ca nhan dugc giao
nhi~m V\I sO(lnthao van b,ln pMi trinh nguai da duy~t dv th,lo xem xet, quy~t dinh vi~c sua
chfra, b6 sung.

Di~u 23. Danh may van ban

Vi~c danh may phai bao dam nhung ycu cau sau:

1. Danh may dimg nguycn van ban thao, dimg th~ thuc va ky thu~t trinh bay van ban.
Truang hgp philt hi~n th~y co SIrsai sot ho~c kh6ng ro rang trong ban thao thi nguoi danh
may phai hoi I(liTnrang dml vi ho~c C,lnhan SO(lnthao ho~c nguoi duy~t ban d\r thao d6.

2. Giu gin bi m~t nQi dung van b,ln va tl1\fChi~n uanh may, in ~n theo dung thai
gian quy dinh.

Di~u 24. Ki6m tra van b:ln tmo'c khi ky ban hanh

1. Truong don vi c1ul tri sO(lnthao van ban phai ki~m tra va chju trach nhi~m v~
dQ chinh xac ella nQi dung van ban, ky nhay/tl1t vao cu6i nQi dung van ban (sau d~u ./.)
truac khi trinh Lanh d(lo co quan ky ban hlmh; de xu~t muc dQkhan; d6i chi~u quy dinh
cua phap lu~t v~ bao v~ bi m~t nha mrac xac dinh vi~c dong d~u m~t, d6i tugng nh~n van
ban, trinh nguoi ky van ban quy~t dinh.

2. Tnr6'ng/l'ho tnrang phong Hanh chinh T6ng hgp giilp Lanh d(lo Tnrang DIISl'KT
TPHCM ki~m tra Ian cu6i va chiu trach nhi~m v~ th~ thuc, ky thu~t trinh bay, thu t\lC ban
hanh van ban cua Truong do Ban Giam hi~u ky va phai ky nhay/tl1t vao vi tri cu6i cung 6'
"Noi nh~n".

3. Van thu Truong giup Trmrng/Pho Phong H<'mhchinh T6ng hgp ki~m tra, ra soat
ve th~ thirc van ban truac khi trinh ky.

4. T~t ca cac van ban trinh Lanh u(lo Truong DHSPKT TPHCM phai dugc t~p
trung t(li Van thu Truong ghi 56 trinh ky d~ theo doi.

Di~u 25. Trach nhi~m va th5m qlly~n ky van ban

1. Nguoi ky ban hanh van ban phai chiu trach nhi~m tnrac phap lu~t v~ nQi dung,
trinh tv, th~ thirc va ky thu~t trinh bay Cllavan ban da ban hlmh.

2. Hi~lI tru6'ng ky cac van ban glri e5p trcn va cac van ban ve nhfrng v~n u~ tn.mg
y~u cua Truang. Trong mot 56 truang hgp C\l th~ va can thi~t, Hi~u truang co th~ uy
quy~n biing van ban cho Ph6 Hi~lI tru6'ng ky thay Hi~u truang cac van ban noi tn~n.
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3. Pho I-li~utmung ky thay Hi~u truo-ng ban himh cae van ban thuQc ph\lm vi ITnh
vvc da duqc I-li~utruo-ng phan cong pht.Jtnich.

4. Trang mQt s6 tnrong hqp ciln thi&t, Hi~u truung co th~ uy quy~n cho Truang
phong ho~c Giam d6c trung tam ky thua uy quy~n mOt s6 van ban. Vi~c giao ky (hua uS'
quy~n ph,ji duqc quy djnh b~ng van b,jn va gi6'i h(ln trang mQtthiJi gian nh£t djnh. Nguoi
duqc ky uy quy~n khong duqc uy quy~n I(licho nguoi khac ky.

5. IIi~u tnrang uy nhi~111cho Truung phong ky thira I~nh mQt s6 van ban hanh
chinh v~ chuyen mon, nghi~p vt.Jthco chlrc nang, nhi~m Vt.Jva ph(lm vi duqc phan congo

6. Tnrung cac phong duqc thua I~nh ky, ban hanh van ban hanh chinh v~ chuyen
mon, nghi~p Vt.Jco th~ uy nhi~m de dp pho ky thay trong cac truirng hqp ciln thi~t theo
chuc nang, nhi~m Vt.Jduqc giao.

7. Khong dimg but chi, but m\rc do d~ ky van bim.

8. Ky sao y van ban duqc quy djnh ct.Jth~ nhu sau:

- Chi ky sao y nhung van ban, van b~ng, chung chi cua Truong DHSPKT TPHCM
ban hanh.

- TnrangiPho truo-ng Phong Hanh chinh T6ng hqp ky sao y, sao It.Jc,trich sao cac
van ban do Tnrong DHSPKT TPHCM ban hanh; ky sao y chung chi/chung nh~n clm cae
Trung tam trvc thuQc Truirng (nhung chung chi/chung nh~n nay khong thuQc chuc nang
quan 1ycua Phong Dao t(lo).

- Truung/Pho tnrung Phong Dao t\lOky sao y ban chinh cac van b~nglchung chi/
chung nh~n ella cac h~ dao t(lo: sau d\li hQc; d\li hQc chinh quy, d\li hQc vua hQc vua lam;
cao d~ng; trung dp chuycn nghi~p (Trung tam Vi~t Duc); ky sao y ban chinh bang di~m
cua cac h~ dao t(lo: sau d\li hQc; d(li hQc chinh quy, cao d~ng; trung dp chuyen nghi~p
(Trung tam Vi~t Duc).

- TruungiPho truang phong Dao t(lOkhong chinh quy ky sao y bim chinh bang
di~m eua h~ dao t\lOd\li hQc vua hQc vua lam.

- Hi~u truung Tnrong Trung hQc Ky thu~t (h\rc hanh ky ho~c uy quy~n cho
Truung phong trvc thuQc ky sao y ban chinh cac van b~nglchlrng chi/chung nh~n, bang
diem cua hQc sinh theo hQc t(li dan vj minh.

Ml.lc2

QUAN LYVAN BAN

Di~u 26. Nguyen Hic chung

1. T£t ea van ban den cua Truong DHSPKT TPHCM phai duqc quan 1y t~p trung
t\li Van thu Truong d~ lam (hu (\lC ti&pnh~n, dang ky «(ru nhung 10\livan ban duQ'c dang
ky rieng (heo quy djnh cua phap lu~t).

2. T£( ca van ban di co chu ky clm Ban Giam hi~u d~u phai t~p trung I£y s6 thco
h~ th6ng chung, vao S6 dang ky van ban di va luu ban g6c t(li Phong Hilnh chinh T6ng
hqp (tru nhung van ban chuycn nganh nlnr: chlrng tir k~ tmin, di: tai nghien cuu khoa hQc,
...)

Nhung van ban ehuyen nganh, van ban do Unh d(lo cae dan vj ky duqc bao quan t(li
dan vi chu tri sO\lnthao va thvc hi~n ch~ dQnQp hru vao Luu tm Truirng theo quy djnh hi~n
hanh.
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3. Van ban di, van ban d~n thuOe ngay nao phai duqe dang ky, phat hlmh ho~e
ehuyEn giao trong ngay, eh~m nhiitla trong ngay him vige ti~p theo. Van ban d~n co dong
diiu chi cae mtre dO khiin: "Hoa t6e", "Hoa t6c ht;n gio", "Tlmqng khan" va "Khan" (sau
day gQi chung la van ban khan) phai duqc dang ky, trlnh va chuyEn giao ngay sau khi
nh~n duqe. Van ban khan di phai duqc hOlm thanh thtl t\le phat hanh va chuyEn plu\t ngay
sau khi van ban duqc ky.

Di~u 27. Trinh t\1"quiin Iy van ban d~n

T5t e<ivan ban d~n Truong DHSPKT TPHCM phai duqe quan Iy theo trlnh tIJ sau:

I.Ti~p nh~n van ban d~n.

2. Dang ky van ban d~n

3. Trinh va ehuyEn giao van ban den.

4. Giai quy~t va theo dui, don d6e vi9C giai quy~t van ban d~n.

Di~u 28. Ti~p nh~n van ban c1~n

I. Ti~p nh~n van ban d~n

a) Khi ti~p nh~n van b,in d~n tir mQi ngu6n, trang gio ho~e ngoai gio lam vi9C, Van
thu TruOng ho~e nguoi duqe giao nhi~m Y\I ti~p nh~n van ban d~n phai kiEm tra s6 luqng,
tinh tr\lng bi, d5u niem phong (n~u co), kiEm tra, d6i chi~u vai nai gui tmae khi nh~n va ky
nh~n.

b) Tmong hqp phat hi9n thi~u. miit bi, tinh tr\lng bi khong con nguyen vc;n ho~c
van b,in dugc chuyen Mn muOn hun thoi gian ghi tren bi (d6i vai bi van ban co dong diiu
"Hoa t6e" "H6a t6c ht;n gio"), Van thu Tmong ho~c nguoi dugc giao nhi~m V\I ti~p nh~n
van ban d~n phai bao cao ngay nguoi co t[<\ch nhi~m; tmong hgp ciin thi~t, phai I~p bien
ban vai nguoi ehuyEn van ban.

e) D6i vai van biin d~n duqc ehuyen phat qua Im\y Fax ho~c qua m\lng, Van thu
TmOng phai kiEm tra s6 luqng van b,in, s6 luqng trang clm m6i van ban; n~u ph,\t hi9n eo sai
sot, phai kjp thoi thong bao cho nai gui hoi)c bao cao nguoi co trach nhi~m xem xet, giai
quyel.

2. Phiin IO\li S(1 b(>,boc bi van ban d~n

a) Cac bi van ban d~n duqc phiin IO(liva xu Iy nhu sau:

- LO\li phai boe bi: cac bi van ban d~n gui cho Tmong DHSl'KT TPHCM.

- LO\li kh6ng boc bi: cac bi van ban d~n co dong diiu chi cac mtrc d(>m~t ho~c gtri
dich danh ca nhiin va cae t6 chtrc dOlm thE trong C(J quan, Van thu Truong chuyen ti~p
cho nai nh~n. Nhfrng bi van ban gfri dich danh ca nhiin, neu Iii van ban lien quan d~n
cong vi~c chung cua Truong thi ea nhiin nh~n van bim co trach nhi~m chuyen l\Ji cho Van
thu TmOng dE dang kyo

- Vi~c boc bi van ban m~t duQ'c thIJc hi~n theo quy dinh t\li Thong tu s()
12/2002/TT-BCA(A II).

b) Vi~c boc bi van ban phai dam bao cac yeu cilu:

- Nhfrng bi co dong diiu chi cac ITItrCd(\ khan ph,ii duqc boc tmac dE giai quy~t kip
thoi;
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- Khong gay hu h\li d6i vai van bim, khong b6 sot van ban trong bi, khong lam mftt
56, ky hi~u van ban, dia chi co quan gui va dftu buu di(:n;

- D6i chi6u 56, ky hi(:u ghi ngoai bi vai 56, ky hi~u clm van ban trong bi; n~u van
ban d~n co kem theo phi~u gui thi phai d6i chi6u van ban trong bi vlJi phi6u gui, ky xae
nh~n, dong dftu vao phi6u glfi va gui tra I\li cho nai gui van b,in; tnrang hqp phat hi~n co
sai sot, thong bao cho nai gui bi~t d6 giai quy~t;

- D6i vai dan, thu khi6u n\li, t6 eao va nhfrng van ban din phai ki~m tra, xac minh
mi)t V~I vi~c ho~c nhfrng van bim d~n ma ngay nh~n each qua xa ngay thang clla van ban
thi gili' I\li bi va dinh kem vai van ban d~ lam bang chung.

3. Dong dftu "D~n", ghi 56 va ngay d~n

a) Tftt ca van ban d~n thui)c di~n dang ky t\li Van thu Truang phai dugc dong dftu
"D~n"; ghi 56 d~n va ngay d~n (k~ ca gia d~n trong nhli'ng tnrang hgp din thi~t). D6i vai
van ban d~n dlfgC chuy~n qua Fax va qua m\lng, trong truang hqp din thi~t, phai sao
ch\lp ho~c in ra gifty va dong dftu "D6n".

b) Dftu "D~n" dugc dong ro ning, ngay ngftn vao khoang gifty tr6ng duai 56, ky
hi~u (d6i v6i nhli'ng van ban co ten 10\li),dlfai ph5n trich y~u ni)i dung (d6i vai cong van)
ho~c vao khoang gifty tr6ng duai ngay, thang, nam ban hanh van ban.

c) Nhfrng van ban d~n khong thui)c di~n dang ky t\li Van thu (van ban gui dich danh
cho t6 ChlfCdoan th~, dan vj ho~c ca nhun) thi chuy~n cho nai nh~n ma khong phai dong dftu
'~D~n".

Di~u 29. Dang ky van ban t1~n

Van ban d~n dugc dang ky bang S6 dang ky van ban d6n ho~c Ca sa dli' li~u quan
Iy van ban d~n tren may vi tinh.

I. Dang ky van ban d~n bang 56

a) L~p S6 dang ky van ban d~n

Can cu 56 lugng van bim d~n hang nam Van thu Truang l~p cac 10\li56 dang ky
cho phl! hqp.

b) Dang ky van ban d~n

- Phai dang ky d5y dll, ro rang, chinh xac cac thong tin dn thi~t v~ van ban; khong
vi~t bang but chi, bllt m~c do; khong vi6t tftt nhli'ng tir, C\lm tir khong thong d\lng.

- Mdu S6 dang ky van ban d~n va cach dang kYvan ban d~n th~c hi~n theo hu6ng
ddn t\li Ph\ll\lc II - ban hanh kcm thcoThong tu 56 07/20 12rrT-BNV ngay 22 thang II nam
2012 cua Bi) Ni)i V\J huang ddn quimly van ban, l~p h6 sa va ni)p lUllh6 sa, tai Ii~u vao Luu
tru ca quan.

2. Dang ky van ban d6n bang Ca sa dli' li~u quan Iy van ban d~n trcn may vi tfnh

a) Yeu du chung d6i vai vi(:c xuy d~ng Ca sa dli' li~u quan Iy van ban d~n dugc
th~c hi~n theo quy djnh hi(:n hanh cua phap lu~t v~ linh vvc nay.

b) Vi(:c dang ky (c~p nh~t) van bfm d~n vao Ca sa dfr li~u quan Iy van ban d~n
dugc th~fChi~n theo hu6ng ddn su d\lng chuang trinh ph5n m~m quan Iy van ban cua co
quan, t6 chuc cung cfrp chuang trinh phfin m~m do.

c) Van ban d~n dugc dang ky vao Ca sa dli' li~u quan Iy van ban d~n phai dugc in
ra gifty d~ ky nh~n bim chinh va dong 56 d~ quan Iy.
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d) Kh6ng slr d\lng may vi tinh n6i m"mg n<)ib<)viI m"lIlgdi~n r<)ngd~ dang ky van
ban m~t d6n.

f)j~u 30. Trinh, chuy~n giao van biin d~n

I. Trinh van ban d6n

a) Sau khi dang ky van ban dEn, Van thu Tnremg phai trinh kip thai eho Hi.;u
tnrang ho~e nguai eo thAm quy~n xem xct V,l eho y ki6n phan ph6i, ehi d':lo giai quyEt.
Van ban dEn eo dfru ehi eae m(re d<)khAn phai duge trinh va ehuy6n giao ngay sau khi
nh~n duge.

b) Can eu n<)idung ella van ban d6n; Quy eh~ lam vit;e ella Tnremg DHSPKT
TPHCM; eh(re nang, nhit;m V\l va kE hm.leh dIng tac duge giao eho cae dan vi, e,1nhan,
nguai eo tlulm quy~n phan ph6i van ban eho y kiEn ehi d':lo giai quyEt va theyih':ln giai
quyEt van ban (nEu cfrn).

D6i vai van ban dEn lien quan dEn nhi~u dan vi ho~e nhi€u ea nhan thi elin ghi ro
dan vi ho~e ca nhan ehll tri/ph6i hqp va thai l\':lngiai quyEt ella m6i dan vi, c{lnhan (n~u
c5n).

e) Sau khi eo)' ki~n phan ph6i, y ki6n ehi d':logiili quyet ella nguai eo tham quy~n,
van ban den duge ehuy6n tra l'.liVan thu Tnremg d6 dang ky b6 sung vao S6 dang ky van
bim dEn ho~e vao eae m\le tuang (rng trong Co sa dir lit;Uquan I)' van ban d6n.

2. Chuy6n giao van ban d~n

a) Can eu vao y kiEn phan ph6i ella nguai eo thAm quyen, Van thu Truang ehuyen
giao van ban den eho eae dan vi ho~e ca nhan giai quyEt. Vit;e ehuyen giao van ban phai
baa dam kip thai, ehinh xae, d(mg d6i tugng, eh~t ehi: v,l giii gin bi m~t n<)idung van
ban.

b) Sau khi tiep nh~n van ban dEn, van thu/thu ky dan vi phai vao S6 dang ky, trinh
nguoi dung dau dan vi xem xct va eho y ki~n phan ph6i, y kiEn ehi d':lo giai quyet (nEu
eo). Can e(r vao y kiEn elta nguai d(rng dilu dan vi. Van thu/thu ky dan vi ehuy&n van
ban den eho ea nhan tr\Ie tiep thea doi, giai quyEt.

e) Khi nh~n dlrge ban ehinh ella ban Fax ho~e van ban ehuy&n qua m"lIlg,Van thu
Truong phai dong dfru "D&n", ghi s6 va ngay d~n nhu s6 den va ngay dEn ella ban Fax,
van ban ehuyen qua m':lng da dang ky tnrae do va ehuyen eho dan vi ho~e eil nhan da
nh~n ban Fax, van ban ehuyen qua m'.lng.

d) Can eu s6 hrgng van ban dEn hang nam Van thu Tmang I~p S6 ehuyen giao
van ban dEn eho phil hgp; duai 2000 van ban dEn thi dlmg S6 dang ky van ban dEn d6
ehuy&n giao van ban; n~u tren 2000 van ban dEn thi l~p S6 ehuy&n giao van ban d~n.

Di~u 31. Giai qlly~t va theo doi, don dBc vi~c giai quy~t van ban d~n

I. Giai quyEt van ban dEn

a) Khi nh~n duge van bim d6n, eae dan vi, ea nhan eo tnleh nhit;m giai quyEt kip
thai thea theyih':ln duge phap lu~t quy dinh ho~e thea quy dinh ella co quan, t6 ehue.
Nhiing van ban dEn eo dau ehi eae mue d<)khan phai giai quy6t tmae.

b) Trang truang hgp cfrn thiEt ho~e d6i vai nhirng van ban eo tinh ehfrt quan trQng,
ph(re t':lP,khi trinh nguai dung dau co quan xem xct, quyEt dinh phuong an giai quyEt, dan
vi, ca nhan eo th&dinh kern van ban ghi y kiEn de xufrt elm dan vi.
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D6i vai van ban <.lenco lien quan den cac dan vi va ca nhan khac, dan vi hoi.ic c{t
nhan chu tri giai quyGt phai gui van ban hoi.ic ban sao van ban do (co y kien phe duy~t
cua nguai co tham quy~n) de lfiy nOi dung phim h6i cua cac dan vi, ca nhiin. Khi trinh
nguai dung dfiu ca quan, t6 chirc xem xet, quyet dinh, dan vi hoi.ic ca nhan chu tri phai
trlnh kern van ban co nOi dung phan h6i Clla cac dan vi, ca nhan co lien quan.

2. Theo d6i, don d6c vi~c giai quyGt van han den

a) Tfit ca van ban dGn co fin dinh thai h\ln giai quyet phai dugc theo d6i, don d6c
v~ thai h\ln giai quyet.

b) Hi~u tnr&ng giao cho Tru&ng/Pho tm&ng phong Hanh chinh T6ng hgp th\rc
hi~n theo d6i, <.Iond6c vi~c giai quyGt van ban den.

c) Van thu Truong co nhi~m V\l t6ng hgp s6 li~u <.IGb,\o cao nglrai dugc giao trach
nhi~m theo d6i don d6c vi~c giai quyGt van ban den.

d) D6i vai van ban <.lenco dfiu "Tili li~u thu h6i", Van thu Truong co trach nhi~m
theo d6i, thu h6i hoi.icgui tra I\li nai gui theo dung thai Iwn quy <.Iinh.

Di~u 32. Trinh t\r quan ly van ban <.Ii

Van bim di phai dugc quan Iy theo trinh l\T sau:

I. KiGm tra thGthirc va ky thu~t trinh bay van ban; ghi s6 va ngay, thang, nam cua
van ban;

2. Dang ky van b,in;

3. Nhan ban, <.I6ngdfiu co quan hoi.ic dan vi (d6i vai dan vi c6 con dfiu rieng);
dong dfiu chi muc d0 khan, m~t (neu c6);

4. Lam thu t\lCchuyGn phat, theo d6i vi~c chuyGn phat van ban <.Ii;

5. Luu van bim di.

Di~u 33. Ki~m tra th~ thire va ky thu~t trinh bity van ban; ghi s6 va ngay,
th~\ng, nam cna van ban

1.Kiem tra thGthuc va ky thu~t trinh bay van ban

Tmac khi phat hanh van ban, Van thu Truang hoi.icvan thu/tlm ky <.Ianvi can kiem
tra I\liv~ thGthuc, hinh thuc, tham quy~n ky va kYthu~t trinh bay van bi'm;neu phat hi~n co
sai s6t, pMi kip thai bao cao nguoi dugc giao trach nhi~m xem xet, giai quyGt.

2. Ghi s6 va ngay, [hang, nam cua van ban

a) Ghi s6 van ban

- Tfit ca van ban di cua Tmang DHSPKT TPHCM do Ban Giam hi~u ky dugc ghi s6
theo h~ th6ng s6 chung do Van thu Truang th6ng nhfit qui'm Iy; trir tmang hgp phap lu~t c6
quy dinh khac.

- Vi~c ghi s6 van ban hanh chinh <.Iugcth\rc hi~n thea quy djnh t\liKhoan I, Di~u II Clm
Quy chGnay.

b) Ghi ngay, thang, nam van ban

Vi~c ghi ngay, thang, nam ella van ban hanh chinh <.Iugc th\fc hi~n theo quy dinh t\li
di~u 12 cua Quy che nay.

Di~u 34. Dang ky van ban <.Ii
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Van b{lI1di duqc dang ky VllOS6 dang ky van b,in di ho;ic Ca sa dfr li~u quan Iy
van ban di tren tmiy vi tfnh.

I. Dang ky van ban di b~ng s6

a) L,}ps6 dang ky van ban di

Can ClIvao s6 luqng van ban di, Van thu I~p cac IO{lis6 dung ky van ban di cho phIl
hqp.

b) Miiu S6 dfmgky van ban di v,i cach dang ky vfll1ban di, ke dt ban sao van ban va van
ban m~t, tll\rC hi~n tileo huang diin t{li Ph\! I\lc VII - ban hanh kern fueo 'Ibong tu s6
07/20 I2m-BNV.

2. Dung ky van ban di b~ng Ca sa dfr li~u qmin ly van b{lI1di tn~nmay vi tinh
a) Yeu cAu chung d6i vai vi~c xay (h/ng Ca sa di! li~u quan Iy van ban di duqc

tll\fc hi~n thco quy dinh hi~n hanh Cltaphap lu~t v~ ITnhVIJCnay.

b) Vi~c dang ky (c~p nh~t) van ban di van Ca sa dfr li~u quan Iy van ban di duqc
thIJc hi~n thco huang diin st.'rd\lng chuang trinh plu1nm~m quan Iy van ban clla ca quan,
t6 chlrc cung dp chuang trinh phAnm~m do.

c) Vun ban di duqc dung ky van Ca sa di! li~u quan ly vun ban di phai duqc in ra
gi~y de ky nMn ban luu h6 sa va dong s6 de quan Iy.

Di~u 35. Nhan ban, dong d~u CO"quan ho~c (lo'n vi (dai vo'j do'n vi co con d~u
ricng); dong d~u chi mirc d(l khAn, m~t (n~u co)

1. Nhan ban

a) S6 luqng van ban cAnnhan ban de phat hanh duqc xac dinh tren ca sa s6 luqng
t{linai nh~n van ban; n~u gt.'rid~n nhi~u nai rna trong van ban khong li~t ke dll danh sach
thi dan vi SO{lnthao phai co ph\l I\ICnai nh~n kern theo de luu a van thu;

b) Noi nh~n phai duqc xac dinh C\l th~ trong van ban tren nguyen tftc van ban chi
gt.'riden ca quan, dan vi co chuc nang, th5m quy~n giai quyet, t6 chirc thIJc hi~n, ph6i hqp
thIJc hi~n, bao cao, giam sat, kiem tra lien quan den n(\i dung van ban; khong gt.'rivuqt
dp, khong glri nhi~u ban cho mQt d6i tuqng.

c) Gifr gin bi m~t nQi dung van ban va thIJChi~n nhan ban theo dung thai gian quy
dinh.

d) Vi~c nhan ban van ban m~t phai Cll y ki~n Clta Liinh d{lo Tnrang DHSPKT
TPHCM va dlrqc th\fc hi~n theo quy dinh t{liKhoan I, Di~u 8 Nghi dinh s6 33/2002/ND-
CPo

2. Dong d~u

a) Vi~c dong d~u len chi! ky, cac ph\! I\ICkern theo van ban chinh, d~u giap lai, dong
d~u len tai li~u chuyen nganh duqc thIJc hi~n theo quy dinh t{liDi~u 42 ella Quy eh~ nay va
quy dinh clla phap lu~t co lien quan.

b) MQt s6 van ban mang tinh ch~t trao d6i cong vi~c thong thuang trong nQi bQ
Tnrlmg thi khong cAnphai dong d~u.

3. Dong d~u d(\ kh5n, m~t

Vi~c dong d~u cac muc d(\ kh5n, m~t duqc thIJc hi~n theo quy dinh t{liDi~u 18 clla
Quy ch~ nay.
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Di~1I36. Lam thii tl.Jcchlly~n phat, thco diii vi~c chlly~n ph at van ban di

I. Thu t\le phat himh van bim

Van thu Truang ho;:ie van thu/thu ky dun vi (d6i vai nhung van ban do dun vi
50\m thao phM hanh) ti~n hanh cae eong vi~e 5au day khi phat hanh:

a) L\ra eh9n IO(1iphong bi (ehuy~n thuang/pluit nhanh, phong bi nho/lan);

b) Viih dia chi len phong bi ;

c) Vao phong bi va dan phong bi;

d) Dong dfiu di) kh~n, dfiu ky hi~u d<)m~t v,1dfiu khae len phong bi (n~u co).

2. Chuy~n phat van ban di

a) Nhung van ban dUlam dily du cae thu we hanh ehinh phai duge phat hanh ngay
trong ngay van ban do duge dang ky, eh~m nhfit la trong ngay lam vi~e ti~p theo.

b) D6i vai nhung van b,in "KIIAN", "THVONG KHAN", "HOA TOC", "HOA
TOC HEN G10" phai duge pilat hanh ngay 5au khi lam dily du cae thll t\le hanh ehinh.

c) Van ban di duge ehuy~n phat qua buu di~n phai duge dang ky vao 56 theo dol.
Khi giao phong bi van ban, phai yeu du nhan vien buu di~n kiem tra, ky nh~n;

d) Vi~e ehuy~n giao trl!e ti~p van ban eho cae dan v1, ca nhan trang Truang ho(ie
eho cae ca quan, dun vi, ca nhan ben ngoai phai duge ky nh~n vao 56 ehuy~n giao van
ban;

d) Chuy~n phat van ban di b~ng may fax, qua m(1ng

Trang truang hgp ciin ehuy~n gfip, van ban di co th~ duge ehuy~n phat eho nui
nh~n b~ng may fax ho(ie ehuyen qua m(1ng, trang ngay lam vi~e do phai giri ban ehinh
d6i vai nhung van ban co gia tri luu tru.

e) Chuy~n phat van ban m~t thl!e hi~n theo quy dinh t(1iDi~u 10 va Di~u 16 Nghi
dinh 56 33/2002/ND-CP ngay 28 thang 3 nam 2002 ella Chinh phu va quy djnh t(1iKhoan
3 Thong tu 56 12/2002/TT-BCA (A II) ngay 13 thang 9 nam 2002 eua 8<)Cong an.

3. Theo doi vi~e ehuy~n phat van ban di

a) Van thu Truang ho(ie van thu/thu kY dan vi co traeh nhi~m theo doi vi~e ehuy~n
phat van ban di;

b) L~p S6 d~ theo doi vi~e ehuy~n phat van ban di;

c) D6i vai nhfrng van ban di co dong dfiu "Tai li~u tim h6i", phai theo doi, thu h6i
dung thai h(1n;khi nh~n l(1i,phai ki~m tra, d6i ehi~u d~ bao dam van ban khong bi thi~u ho(ie
thfit l(1e;

d) Truang hgp phat hi~n van ban bi thfit 1\le, khong co nguai nh~n phai bao eao
ngay Truong/Pho truong Phong Hanh ehinh T6ng hgp ho(ie Truong dan vj d~ xir Iy.

Di~u 37. LUll van ban l1i

I. Van ban di eua Truang DHSPKT TPHCM phai duge luu dily du t(1i Phong
Hanh ehinh T6ng hgp (d6i vai cae van ban hanh ehinh do Ban Giam hi~u ky) va van
phong eua dan vi (d6i vai van ban do IUnhd(1odun vi ky va cae van ban ehuyen ngimh do
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dan vi so(m tluio). Ban ltru van ban di la ban co chu ky tIVc ti~p Cllanguai co tham quy~n
ban hanh. Luu van ban di dUQ"cth\fc hi~n nhu sau:

- M6i van bim di phili luu hai ban: ban g6c Itm t'.livan thu va ban chinh lUll trang h6
sa thea dOi,giai quy~t cong vi~c.

- Ban g6c Itnt t(liVan till! Truang phl'liduQ'cdong dau v,i sApx~p thea 56 thu t\f dang

2. Vi~c luu giu, baa quan va Slr d\ll1g ban ltru van ban di co dong dau chi cac mlrc
dOm~t dUQ"cth\fc hi~n theo quy dinh hi~n hanh v~ bilo v~ bi m~t nha mrac.

3. Van thu Truang ho(ic van thu/thtr ky dan vi co tn\ch nhi~m I~p 56 thea doi va
ph\lc V\I kip thai ycu du sir d\lng ban Iuu t'.li van tIm thea quy dinh cua phap lu~t va quy
dinh C\lth~ cua Truang DHSPKT TPHCM.

4. Cac van ban di phai th\fc hi~n ch~ dOnOp ltm vao Ltru trfr Truang thea quy dinh
t1.1iDi~u 39 cua Quy ch~ nay.

Ml.Jc3

L~P HO sa VA GIAO NQP HO sa, TAl LI~U
VAO LUU TRO' TRU'ONG f)HSPKT TPHCM

f)i~u 38. N{li dung vi~c l~p h6 so' Vll yeu diu dBi vo'i h6 sa dtrgc I~Jl

I. NOi dung vi~c I~p h6 sa cong vi~c

a) M6 h6 sa

Can clr vao Danh m\IC h6 sa cua dan vi va th\fc t~ cong vi~c duQ'c giao, can bO
vien chlrc phai chuan bi bia h6 su, ghi ticu d~ h6 sa len bia h6 sa. Can bOvien chuc trang
qua trinh gilii quy~t cong vi~c cua minh sc ti~p !\ICdua cac van ban hinh thanh co lien quan
vao h6 sUo

b) Thu th~p van ban v,io h6 su

- Can bOvien chuc co tdch nhi~m I~p h6 sa dn tim th~p day du C,ICvan ban, git1y
ta va ClICtu li~u co licn quan d~n S\fvi~c vao h6 sa;

- Cac van ban trang h6 5<1phili dUQ"csApx~p thea mOt trinh 'tv hQ"ply, tuy thco d(ic
di~m khac nhau cua cong vi~c d~ l\fa chQn cach sAp x€p cho thich hQ"p(chu y~u la thea
trlnh l\f thai gian va di~n bi~n cong vi~c).

c) K~t thuc va bien m\lCh6 sa

- Khi cong vi~c giai quy~t xong thi h6 5<1cling k~t thuc. Can bOvicn chuc co trach
nhi~m I~p h6 su phili ki~m tra, xem xct, b6 sung nhung van ban, git1y«y con thi~u va 101.1i
ra van ban trung thira, biln nhap, ClICtu Ii~u, sach bao khong dn d~ trang h6 Su;

D6i vai cac h6 sa co thlyi h1.1nbilO quan vinh vi~n, can bO vien chuc phai bicn m\lC
h6 sa d5y duo

2. Yeu du d6i vai m6i h6 su dUQ"cI~p

a) 1-!6sa dUQ"cI~p phili philn anh dlll1g chuc nang, nhi~m V\l cua Truang, dan vi
hinh thanh h6 sa;

b) Van ban, tai li~u dUQ"ctIm th~p vao h6 su pluii co s\r lien quan ch(it chi: vai nhau
va philn anh dung trinh l\f di@nbi~n cua S\fvi~c hay trinh tv giai quy~t cong vi~c;
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c) van bim trong h6 so phai co gia trj bilOquan tuang d6i d6ng d~u.

Di~u 39. Ciao nh~n h&so', titi li~u v:lo Lim trii'Tnrirng

I. Trach nhi~m can bi;>vicn chuc

a) Can bi;>vicn chuc phai giao ni;>ph6 so, tai li~u vao Luu tm Truimg thco thoi hzm
duqc quy (ljnh t1,1iKhoan 2, Di~u nay. Truong hqp e5.ngiir l1,1ih6 so, tili li~u d~n h1,1nn(\p
luu phai thong bao b~ng van ban cho Luu trir Truong biet va phai duqc sv d6ng '1 Clla
Uinh d1,1oTruong nhung thoi h1,1ngiir l1,1ikhong qlla 02 nam;

b) Can b(\ vien chuc khi chuyen cong tac, thoi vi~c, nghi hm'mg ch~ di;>bilo hiem
xii hi;>iphai ban giao h6 so, tai li9Ucho Truong hof.jccho nguoi k~ nhi~m, khong duqc giir
h6 so, tai li~u clla Truang lam tai 1i9urieng hof.jcmang sang co quan, t6 chuc khac.

2. Thai h1,1nni;>plUllh6 so, tai li~1I

a) Thai h1,1nni;>ph6 so, tili li~u hanh chinh vao LUll trir Truong: sail mi;>tnam k~ tir
nam cong vi~c ket thuc.

b) Thai h1,1n,giao ni;>ph6 so, tai 1i911nghicn clm khoa h9C, ung d\lng khoa h9C -
cong ngh9: sau mi;>tnam k~ tir nam cong trinh duqc nghi~m thu.

c) Tai li~u, h6 so xay d\rng co ban: sau ba thang k~ tiTkhi cong trinh duqc qlly~t
toan.

d) Tai li~u anh, phim tai li~u; microphim, tai li~u ghi am, ghi hinh (bang, dia) va
cac thi~t bj lUllgiit thong tin khac: sau ba thang k~ tiTkhi cong vi~c k~t thllC.

3. Thll t\lCgiao nh~n

Khi giao ni;>ph6 so, tai li~u dan vi, can b(\ vicn chuc phai I~p 02 ban M\lc I\lc h6
so, tai li~1In(\p luu va 02 ban Bien ban giao nh~n tai li911.Luu tn! Truong va ben giao tai
li9Umbi ben giit mbi 101,1im(\t ban.

Di~u 40. Tnich nhi~m d6i vo; vi~c I~p h& so' va giao nQp h& so', tai Ii~u vao
LlnJ trii' Tnrirng DHSPKT TPHCM

I. Trach nhi9m clla IIi9U truang Truong DHSPKT TPI-ICM

Hang nam Hi~u truang co trach nhi~m chi d1,1oxay dVng Danh m\IC h6 so cua
Truong; chi d1,1ocong tac I~p h6 su va giao n(\p h6 so, tai li~u vao luu trtr d6i v6i cac dan
vi thu(\c ph1,1mvi quan 1'1clm minh.

2. Trach nhi~m clla TruangIPho Phong Hilnh chinh T6ng hqp

a) Tham muu cho Hi~u truang trong vi~c chi d1,1o,ki~m tra, hucJng dan l~p h6 su
va giao n(\p h6 SU, tai li~u vao luu trit d6i vai cac dan vj tr\fc thu(\c;

b) '1'6 chuc thvc hi~n vi~c l~p h6 so va giao n(\p h6 so, tai li~u vao hnt tm t\li dun vi
minh.

3. Trach nhi9m clla can b(\ vien chuc

. a) Can bi;>vien chuc co trach nhi~m l~p h6 su cong vi9Cduqc phan cong theo doi. giai
quyct;

b) Giao n(\p h6 so, tai li~u (bao g6m t~t ca cac 10\li: tai li~u hanh chinh, chllyen
nganh, tai li9Unghe-nhin, ... ) dung thai h\ln va dung thu t\lCquy djnh.
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4. Tnich nhi~m clla vien ChlfCvan thu, 11mtrfr

Vi en ChlfCvan thu. lUll trlf co trach nhicm huOn!! dfrn cac dun vi va can ba vicn chlrc
)~p h6 su cang vi~c; giao ~(>ph6 sa, tai li~u va~ LIm trfr~TruOng tht:o d~ng quy di~h CllaNha
mrac.

M\IC 4

QUAN LY vA SlY DI)NG CON DAu

Di~u 41. Quan Iy con dfiu

I. Truang/Pho Phong Hanh chinh T6ng hgp chiu trach nhi~m truac I-ii~u truang
vi~c qmln ly, Slr d\lng can dfiu ella Truong. Lanh d\lo dun vi chiu trach nhi~m truck J-1i~u
tnrang vi~c quan Iy va Slr d\lng can dfiu clla dan vi (d6i vai dun vi co can dfiu rieng).

2. Cac can dfiu clla Truong f)HSPKT TPJ-ICM, can dfiu ella dun vi (d&i vai dun vi
c6 can dfiu ricng) dugc giao cho vicn chlrc van thu quan Iy va Slr d\lng. Vi en chfrc van
tim dugc giao slr d\lng va bao quim con dfiu chiu trach nhi~m tnrac liinh d(lo ca quan, dun
vi vi~c quan Iy va slr d\lIlg con dfiu; co trach nhi~m thvc hi~n nhfrng quy djnh sall:

a) Can dfiu phai dugc baa quan t\li phong lam vi~c clla vi en chfrc van thu. Tnrong
hgp din dua can dfiu ra khoi Tnrong f)HSPKT TPHCM phai dugc sv d6ng y clla thll
truang ca quan va phai chiu trach nhi~m vf vi~c bao quan, Slr d\lng can d,1u. Can dfiu
phai dugc bao quan an toan trong gio cling nhu ngoai gio lam vi~c.

b) Khang giao can dfill cho nguoi khac khi chua dlrgc phep b~ng van ban clla
nguoi co th5m quyfn.

3. Khi net dfiu bj mon ho~c bi~n d\lng, vien chfrc van thu phili baa cao thli tnrang
cu quan lam thll t\lC d6i can dfiu. Truong hgp can dfill bi mfit, thll tnrang cu qllan phai
bao cao cu quan cang an, nai xay ra mfit con dfill, I~p bien ban.

4. Khi dan vi co quy~t djnh chia, tach ho~c sap nh~p phai n(>p can dfill cli va lam
thll wc xin kh~c can dfiu maio

Di~u 42. Sli' dl.lOg con <lfiu

I. Vien chlrc van thu phai tv tay d6ng dfiu vao cac van ban, gifiy to clm cu quan;

2. Chi dugc dong dfill vao van ban dung th~ thlrc va c6 chfr 1..1 dung th5m quyfn
clla nguoi ky van ban;

3. Dfiu dong trcn van ban phai chinh xac, dllllg chi~u, ro rang va dllllg vi tri, trum
Icn khoimg 1/3 d~n 1/4 chfr ky v~ phia ben trai;

4. Khi dong dfiu van ban da nhiln thanh nhi~lI ban thi phai c6 ban g6c co chfr ky
tr\rc ti~p clla nguoi co th5m qllyfn (tru m(>t s6 van ban dii dugc I-li~u truang duy~t mfrll
va d6ng y cho dung chfr ky scan);

5. Vi~c dong dfiu treo lcn ph\l 1\ICho~c danh sach kem thea van ban chinh do
nguoi ky van bim quy~t dinh va dfiu dugc dong len trang dilll. trluTI len m9t philn ten cu
quan h()~c tcn clla ph\1 1\IC(danh sach);

6. Dfill giap lai dugc dong vao khoimg gifra mep phai clla van ban ho~c pi1\! I\lc (danh
sach). trum len m(>t philn cac to gifiy, m6i dfiu kh6ng qua 05 trang;

7. Vi~c d6ng dfiu giap lai, dong dfiu n&i tren van ban, tai li~u chuyen nganh dugc
thvc Iii~n thea quy dinh clla Thll tnrang cu quan quan Iy nganh;
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8. Nghiem dm vi~c dong dfiu kh6ng chi, dong dfiu tru(k khi ky d6i v&i tfit ca cac
10(livan ban;

9. Vic;csir dl)ng con dfiu clla Truang va con dfiu ella dan vi tn.rc thu<)cTruang (d6i
vai nhfrng dan vi co con dfiu rieng) dUQ"cquy dinh nhu sau:

a) Nhfrng van bim do Truang ban hanh phai dong dfiu Truang DHSPKT TPHCM;

b) Nhung van ban do dan vi ban hanh trong ph(lm vi quy~n h(ln dUQ"cgiao phai
dong dfiu clla dan vi do.

Clllwng III

CONG TAC Lu'U TRU

M J.IC I
CONG TAC THU TH~P, BO SUNG TAl LltU

Di~u 43. Ni}p h6 SlY, tai Ii~u vao Lim frii' Tmirng

I. C\n b<)vien ch(rc phai n<)ph6 sa, ({Iilic;u clla nhung cong vic;c dii k~t th(lc VilO
Luu Llru tru Truang theo quy dinh t(li Di~u 39 - Quy ch~ nay.

2. Thll tl)Cgiao n<)p

Khi giao n<)ph6 sa, tai li~u ca nhiin co h6 sa phai thvc hi~n cac cong vi~c sau:

a) I-1mlnchinh h6 sa: ki~m tra mirc d<)dily dll clla van ban, tai li~u trong h6 sa, b5
sung tai li~u can thi~u, xem xct 10(likhoi h6 sa tai lic;uh~t gia tri, s~p x~p van ban, tai li~u
trong h6 sa thco trinh tv nhfit dinh.

b) '!b6ng ke h6 sa, tai lic;ugiao n<)pVflO"M\lCIl)ch6 sa, tai li~u n<)phru" (Phl)l\lc VI -
MfruVI.l).

3. Thanh philn h6 sa, tai lic;un<)pIuu vao Luu tru Tnrang bao g6m tmln b<)h6 sa,
tai li~u dUQ"cxac dinh thai h(ln bao quan tir 05 nam tra len, trlr nhung h6 sa, tai li~u sau:

a) H6 sa nguyen t~c (nhung van ban phap quy huang dfrn v~ chuyen mon nghic;p
vI) lien quan).

b) H6 sa v~ nhung vic;c, vfin d~ chua giai quy~t xong.

c) Cac viin ban, tai lic;ukhac dUQ"cgiri dE biEt, d6 tham khao ho~c <.I~ph6i hQ"Pth\rc
hi~n nhung khong thu<)ctrach nhic;m l~p h6 sa clla ca nhan.

Di~u 44. Tim fh~p h6 so', tai Ii~u vao Lim trii'Tnrirng

Hang nam LUll tru Truang co nhic;m VI)tim th~p h6 sa, tai li~u <.Iii<.I~nh(ln giao
n<)pvao Iuu trfr co quan, Cl)th~:

I. L~p k~ hO(lchthu th~p h6 sa, tili lic;u;
, 2. Ph6i hQ"pvai cac dan vi, can b<)vien ch(rc xac dinh nhung 10(lih6 sa, tai li~u

can giao n<)p;

3. Huang dfrn can b<)vien chuc chu5n bi h6 sa, tai li~u vill~p "M\IC Il)c h6 sa, tai
li~u n<)pluu";

4. T5 chuc ti~p nh~n h6 sa, tai li~u: Ki~m tra d6i chi~u giua "Ml)c I\ICh6 sa, titi li~u
n<)plUll" vai thvc t~ tai li~u giao n<)pva l~p "Bien ban giao nh~n tai li~u" (Ph\lll)c VI - Mfru
VI.2).

26



M'.Ic2

CO 'C TAc cHINH LY, xAc DJNH CIA TR! TAl LIJ;:U,
TIEU HUY TAl LIJ;:U HET CIA TRJ

Di~u 45. Chinh If tai Ii~u

H6 so, tai li~u sau khi tllU th~p vao Luu tnr Truang phai dugc chiIlh Iy d~ t(1Odii:u
ki~n tllU~n Iqi cho cong tac quan Iy, bao quan va khai thac Slr d\mg tai li9U. N(>i dung
chinh Iy tiii li~u g6m cac cong vi~c sau:

- Phan 10(1iva I?p h6 so hoan chinh;

- Xac dinh thiJi h;;m bao quaIl cho tirug h6 so, tai li9U;
- S~p x~p h6 so trang toan kh6i tai li~u chinh Iy theo m(>t trinh l\J' nhAt d,nh;

- L~p cong C\l tra Clru, co sa dii li9U va ciic cong C\I tra elru khac;

- L~p M\IC t\lC h6 so, tai li~u d~ nghj IO(1i(P1WI\lc VI - M5u VI.3).

Di~u 46. Xac djnh gia trj tai Ii~u

I. Vi~c xac djnh gia tri tai li~u dugc t1l\IChi~n trong cac giai dO(1nsau:

a) Khi hoan thi9n h6 so d~ giao n(>p vao LUll trii Tnrang, ca nhan co h6 so dn xac
dinh tai li9U co gia tr! d~ lUll tm va xem xet 10(1ikhoi h6 so ban trimg, bannhap, ban thao n~u
da co ban chinh (trir ban thao v~ vAn di: quan tn,ll1g co ghi y ki~n chi d(1o ella lanh d;;10
Tnrang ho(ic y ki~n gop y Clla cac co quan hiiu quan ho(ic ban thao rna nguiJi I~p h6 so thAy
cAn thi~t phai giii l(1i);ban ch\lp van ban, t,li li~u tham khao xet thAy khong dn phai Iuu gilr.

b) Sau khi tai li9U da duqc giao n(>p vao phonglkho bao quan tai li~u ella Truimg,
khi chinh 1y tai li~u, Luu trii Truang dn xem xct gia tr! cua tung h6 sa m(>t lfin niia, XilC
d,nh thai h(1n bao quan C\l th~ cho tirug h6 sa vll 10\li ra cac tai li~u h~t gia trj, th6ng ke
thanh M\lc I\lc h6 sa, tai li~u d~ ngh, 10(li d~ tieu hllY.

c) Khi h6 so da h~t thai h\ln bao qmin, Luu trii Tnrang dn danh gia I(li gia tri Clta
h6 sa. N~u xet thAy khong can thi~t phai giii them thi th6ng ke thanh M\lc I\IC h6 sa, tai
li9U d~ ngh! 10\li d~ lam thu t\lC tieu hllY.

2. Vi~c xac dinh thiJi h(ln bao quan cua h6 sa duqc can clr theo Thong tu s6
09/2011/TT-BNV ngay 03 thang 6 nam 2011 cua B(> N(>i V\l quy dinh v~ thai h\ln bao
qmin h6 sa, tai li~u hinh thanh ph6 bi~n trong hO\lt d(>ng ella cac co quan, t6 chirc, quy
djnh ella cac b(>nganh khac va cua B(>Giao d\IC va Bao t(lO v~ thiTi h\ln bao quan ht) sa
tai li~u chuyen ngilllh.

Di~u 47. Ticu huy tai li~u h~t gia trj

Thu t\lC xct va tieu hllY tai li~u h~t gia trj duqc thlfc hi~n nhu sau:

I. LUll tm Tnrang trinh Hi~u tnrang h6 sa xet huy tai li~u h~t gia trj g6m: M\lc I\lc h6
sa, tai li~u d~ ngh, IO(li,Ban thuy~t minh h6 sa, tai li~u h~t gia trj (Ph\lI\lC VI - M5u VIA).

2. Thanh I~p I-1(>id6ng xac djnh gia tr, tai li9U.

I-I(lid6ng xac d,nh gia tri tai Ii~uCllaTruang do Hi~u wang thanh I~p, thanh ph5n bao g6m:

- Pho Hi~u truang: Chu tjch H(>i d6ng;

- D\li di~n Luu tm Tnrang: Oy vien, Thu ky H(>i d6ng;

- D\li di~n lanh d\lo dan vj co tai li9U tieu huy: Oy vien.
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3. H(li d6ng xac dinh gia tri tai li~u cua Truong h9P, l<1yY ki~n cac thilnh vicn v6
M\lc l\fc h6 so, tili li~u d~ nghi lo(li, l?p "Bicn ban n(li dung cu(lc h9P" co day du chii ky
cua thanh vicn H(li d6ng tham tI\l cui)c h9p.

4. L?p h6 so trinh Hi~u truang xem xct, gui h6 so d6 nghi BQGiao d\ICva Dao t(lO
co y ki~n. H6 so d6 nghi co y ki~n (ho(ic thiim tra) g6m:

- Cong van d~ nghi co y ki~n (ho(ic th5m tra) tai li~u h~t gia tri;

- M\IC l\fc h6 so, tai li~u d~ ngh! IO(li;

- Ban thuy~t minh h6 so, tai li.;u h~t gia tri;
- Bien bfm h9P Hi)i d6ng xac dinh gia tri tai li.;u.

5. Can elf van ban tra Uriclm Bi) Giao d\fCva Dao t(lO,HQid6ng xac dinh gia tIi tai li.;u
ella TruOng trinh Hi~u truang ra quy~t dinh tieu huy tai li~uh~tgia tri (Ph\fI\ICVI - Milu VI.5).

6. Sau khi c6 quy~t dinh bftng van ban cua Hi~u truong, Luu trii Truong t6 chuc
tieu huy tai li~u h~t gia tri:

- D6ng g6i tai li~u h~t gi,\ trj;

- L~p Bien ban ban giao tai li~u h~t gia trj giiia Truong va nguoi th\rc hi~n ticu
huy (Ph\f I\ICVI - Milu VI.6);

- Th\lc hi~n tieu huy tili li~u h~t gia trj: co th~ dugc th\lC hi~n t(li co quan bftng
may xcn gi<1yho(ic chuy~n d~n nha may gi<1yd~ tai ch~;

- L~p Bien bfm tieu huy t,\i li~u h~t gia trj (Ph\fl\IC VI - Milu VI. 7);

- L?p va luu h6 so v~ vi~c tieu hllY tai li~u h~t gia trio H6 so v6 vi~c tieu huy tai
li~u h~t gia tri dugc bao quan t(li Luu trii Truong trong thoi h(ln it nhilt 20 (hai muai)
nam, k~ tir ngay tai li~u dugc tieu huy.

M\lC 3
BAo QUAN, THONG KE, SI]"DI)NG TAl LII):U LU'U TRU'

Di~lI 48. Bao quan tai li~1IlUll trfr

I. H6 so, tai li~u chua d~n h(ln giao nQp van Truong DI-ISPKT TPI-ICM do cac can
bQvien chuc c6 tai li~u t\l bao quan va phai dam bao an toiln cho h6 so, tili li~u.

2. H6 so, tili li~u luu trlf d~n h(ln nQp luu phai dugc giao n(lp va bao quan t~p trung
t(li phonglkho bao quan tili li~u cua Truong.

3. Phonglkho bao quan tai li~u phai dugc trang bj day du cac thi~t bi ciin thi~t d~
dam bao an toan cho tai li~u. 1-16so, tili li~u trong phong/kho phai dugc d~ trong h(lp, dan
nhan ghi day du thong tin M ti~n th6ng kc, ki~m tra va tra ctru.

4. Luu trii Truong co nhi~m V\fquan Iy khoa hQc tai li~u luu trfr; ki~m tra niim 56
lugng, chilt lugng tai li~u.

Di~u 49. Tlu3ng kc nha nll'()'cv~ Iuu tru'

I. D6i tugng th6ng ke Itru trii bao g6m: viin ban chi d(lOva huang diln nghi~p V\I
cong tac luu trii; t6 chuc luu trii; nhan S\l lam cong tac luu trii; thu th?p va 10(lihuy tai
li~u luu trii; t6 chuc Slrd\fng tai li.;u lUll trii; kho luu trii, trang thi~t bj dung cho luu trii.

2. Ch~ di) bao cao th6ng ke v~ cong tac lUlltrfr va tai li.;u lUlltnr dugc th\fChi~nnhu sau:

a) Ky h\Ulbaodo: 01 nam, tinh tir ngay 0 I thang 0 I d~nngay 31 thang 12Cllanam bao cao;
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b) Baa cao th6ng ke t6ng hgp v~ luu trir Clla Tmong DHSPKT TPHCM glri BI)
Giao d\lCva Dao t(\Otmac ngay 15 th,\ng 01 nam k~ ti~p Cllanam baa cao;

c) Vi~c th6ng ke cang tac luu trir thvc hi~n theo bi~u milu ban hanh kem thea
Thang tu s6 09/20 I3/TT-BNV ng,lY 31 thang 10 nam 2013 ella Bl) Nl)i V\l quy dinh ch~
d(>baa cao thang ke cang H\cvan thu, luu trir V,ltai li~u luu trtr.

Di~u 50. Khai thac slr dl}ng tai Ii~u hm trii'

I. D6i tUllng va thll t\lCkhai thac, slr d\lng tai li~u hru trtr:

a) C<\cc,\ nhan dugc phcp slr d\mg tai li9U llru trtr clla Tmimg DHSPKT TPHCM
VIm\lc dich cang V\l, nghicn Clrukhoa hQc, Ijch slr vii cac nhu diu chinh dang khac.

b) Can bl) vien chlrc ngoai ca quan nghien Clru tili li9U vi m\IC dieh eang V\l phai
co gifrYgiui thi~u ghi ro m\lc dich nghien Clru tai li~u.

c) Ca nhan ngoai CCY quan khai th{ICsu d\lng tili li9u VIm\ICdieh rieng phai co (ian
xin slr d\lng tili li9U,chlrng minh thu nhan dan ho~c hI) chi~u.

2. Thfrm quy~n cho phcp khai thac, slr d\lng tili li9Uluu trir

Truong DHSPKT TPHCM quy djnh C\l the thdm quy~n cho phep khai thac, su
d\lng tai li~u llru trir d6i vai cac tmong hgp:

a) SU d\lng tai li~u luu trir t(\i kho luu tnr Truong.

b) Mang tili li~u luu trir ra khoi kho luu trir Truong de su d\lng trong nuac va
mang tai li~u hru trtr ra nuac ngoai d~ slr d\mg (ntSUco).

3. LIn! trfrTruong phili I~pcac s6 sach de thea doi, quan ly vi~e slr d\lng tili li9u luu tm.

Chuo'ng IV
KHEN THU'ONG, KY LU~T TRONG eONG TAe VAN Hm', LUU TRU'

Di~u 51. Khcn thuo'ng

I. Thvc hi~n nghicm tllC Quy ch~ v~ cang tac van tIm, hru trtr la ml)t ticu chi xct
thi dua, khen thuang d6i vai cac dan vi va can bl) vicn chuc trang to<lnTnrong.

2. Phong Hanh chinh T6ng hgp ehll tri ph6i hgp vai Phong '1'6 ehuc Can bl) vii cae
dan vi licn quan, dinh ky hilng thang ho~c hang nam co nhirng t6ng hgp, d{mh gia chfrt
hrgng thvc hi9n cong tac van thu, luu trir clla Truong DHSPKT TPHCM.

3. Nhirng t~p th~, dan vi, ca nhan co thanh tich xufrt s~c trang vi~c tl1\fchi9n Quy
ch~ eang tac van tIm, luu trir se dugc Hi9Utruang xem xct t~ng thuang thea quy dinh.

4. Khuy~n khich va xct khen thuang d6i vai cae dan vi, ca nhan co d6ng gop d~c
bi~t trang cang tac luu trir; StrUtfim, cung cfrp cac tai li~u luu trir quy hi~m, co gia tri d~c
bi9t, dugc Hl)i <!6ngxac dinh gia tri tili li9Ucua Truong DHSPKT TPHCM xac nh~n.

Di~u 52. Ky hl~t
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Thanh ph:1n th~ thire van ban

Qu6c hi~u

Ten co quan, t6 ehuc ban hlmh van bim

S6, ky hi9U cua van bim

Dia danh viI ngay, thang, nam ban himh viin b,ln

Ten lo~i va trich y~u n(>i dung viin bim

Trich y~u n(>i dung cong van hanh chfnh

N(>i dung van ban

.Chuc vt.J,hQ va ten, chfr ky Clla nguoi co thiim quy~n
Chuc vt.J;
HQ va ten;
Chfr kyo

Dilu cua co quan, t6 chuc

Nai nh~n Clla van ban
Krnh glri
Nai nh~n

Dilu chi mlrc d(>m~t

Dilu chi mlrc d(>khiin

Dilu thu hili va chi d~n v~ ph~lm vi luu hanh (n~u co)

Chi d~n v~ dV thao van ban

Ky hi9U nguoi danh may va 56 lUQ'ngbim phat hanh (n~u co)

Dia chi Truong ho~c dia chi dan vi, t6 chuc thu(>c Truang (dan
vi chu tri so~n thao van ban); 56 di9n tho(li, 56 Fax; Wcbsite; dia
chi E-Mail.
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13-14 Dung, d~m

PL.(300)

Tnril'l1g D~i hQeSIr philill K)' lhu(illh'lnh ph6 H6 Chi Minh

S6 01 - Vo Van Ngan- Qu:)n Thtl Dtre - TllIlnh ph6 H6 Chi Minh

Tel: (08) 3896 8641; Fax: (08) 3896 4922

Websile: "'\':\':-.i!.~I1'_~I.t.e.~dlJ.vn; E-l11ai1:dhsp.kt@hcl11utc-edu.vn
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Phl} Il.1c III

STT Tcn lo~i viin ban Chii' vi~t t~t ghi ky
hicu viin ban

1 Nghi quv~t NQ
2 Quvet djnh OD
3 Quy ch~ QC
4 Quy dinh QvD
5 Thong bao TO
6 Huang dan lID
7 Chuang tdnh CTr
8 Ke hO(lch KH
9 Phuang an PA
10 De an DA
I1 D\r an DA
12 Bao cao BC
13 Bien ban BB
14 To trinh TTr
15 Cong van
16 B,in ghi nha GN
17 Ban cam k~t CK
18 Ban thoa thu~n TTh
19 Gi,ly chung nh~n CN
20 Gi,lv uv qUVen UO
21 Giav moi GM
22 Giay giai thi<;u GT
23 Giav nghi phep NP
24 Giay bien nh~n ho sa EN
25 Giay de nghi GJ:)N
26 Cong l<;nh CL
27 Phi~u .gui PG
28 Phieu chuven PC
29 Ban sao v ban chinh SY
30 Ban trich sao TS
31 Ban sao hJc SL

Gil; dill:
Van ban thlll;Jc/0(1; cong van khong gh; ten (ev) nlm cac van ban co ten /0(1; khac

----------------------------- --



Ph~11~lcIV

TT Ten dO'nvi Chii' vi~t tilt

1 Phong Cong tac lH)csinh sinh vien CTHSSV

2 Phong DilOt(lO DT

3 Phong Dao tao khong chinh quy DTKCQ

4 Phong Dam bao ch~t hrgng DnCL

5 Phong Hanh chinh T6ng hgp HCTI-I

6 Phong K~ hoach Tili chinh KI-ITC

7 Phong T6 chirc Can b9 TCCn

8 Phong Thanh tra giao d\IC TTGD

9 Phong Thi~t hi V~t tu TBVT

10 Phong Quan tri chi~n lugc QTCL

II Phong Quan Iv khoa hoc Quan he qu6c t6 QLKH. .
12 Phong Quan tri V,I quan ly d\l an QTDA

13 Phong Quan h~ cong chting va doanh nghi~p QHDN

14 nan Quan ly kV ttic xa KTX

15 Thu vi~n TV

16 Tr(lm Y t~ YT

17 Khoa Cong ngh~ thong tin CNTr

18 Khoa Co khi ch6 t(lOmay CKM

19 Khoa Co khi d9ng hrc CKD

20 Khoa Cong ngh~ may va Thai trang CNM

21 Khoa Cong ngh~ hoa hQCva Th\lCDh~m CNI-II-I

22 Khoa Di~n - Di~n tu DDT

23 Khoa Dao t(lOch~t Itrgng cao DTCLC

24 Khoa In va truy~n thong IN

25 Khoa Khoa hQc CC1 ban KI-ICB

26 Khoa Kinh t~ KT

27 Khoa Lv lu~n chinh tri LLCT



28 Khoa Ngo\li nglf NN

29 Vi9n Su nh\lm Kv thu~t SPKT

30 Khoa X,IV d\Ing va Ca hQc un!! d\ln!! XD

31 T\ln chi khoa h9Cgiao d,1Ckv thu~t GDKT

32 Tmon!! Trun!! hQc Kv thu~t th\Ic h,lnh THK"nI-l

33 Trun!! tam Vi9t OtfC TTVD

34 Trung tam Hqp tac dilO t\lOou6c t~ HTDTQT

35 Trun!! tam Tin h9C ITT1!

36 Trun!! tam Ngo\li ngu TTNN

37 Trun!! tam Kv thu~t t6n!! hqn KITH

38 Trun" tam Dao t\lOng~n h\ln DTNH

39 Trun!! tam Nghien cuu va Chuv~n !!iao cong ngh9 CGCN

40 Trun!! tam djch V\l sinh vicn DVSV

41 Trun!! tam than!! tin mav tinh ITMT

42 Trun" tam hUOng nghi~v va dao t\lOViet Nh~t TTVN

43 Trun!! tam Han n!!u hQc Don!! A-UTE ITHN

44 Trung tam Nghien cuu nang luqng tai t\lO NLTT

45 Trun!' tam D\lv hQc s6 DHS

46 Trung tam n!!hien cuu va chuv~n !!iao can!' n!'he xav dlmg CNXD

47 Trun!! tam Kv thu~t va can!! ngh~ moi tman!! CNMT

48 Trun!! tam Tu vAn thi~t k~, ch~ t(lOthi~t bi can!' n!!hi~p TBCN

49 Trung tam Cong ngh~ cao CNC

50 Trun!' tam tu vAn - dao t\lOkinh t~ tnI!' d,ll1!' KTUD

51 Trung tam B6i duang ng~n h(ln BDNH

52 Trun!' tam N!'hien Clrutfun Iv h9Cd(lv n!'h~ va khoa hQc !!iao d,IC KHGD

53 Trun!' tam Dao t\lOsau d\li hQc DTSDH

54 Trun!' tam Dao t(lOdai hoc DTDH

55 Trun!! tam Quan h~ cQI1l!d6n!! va vhat tri~n n!!u6n nhan l\Ic PTNNL
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A. M511 Irinh bay van ban hanh chinh

Mau s6 V.l

Mall s6 V.2

Milu s6 V.3

Milu s6 VA

Milu s6 V.5

Milu s6 V.6

Milu s6 V.7

Milu s6 V.8

- Nghj guy~l (d bi~t)

- Quy~t djnh (tr\re ti~p)

- Quy~t djnh ban hilllh ho~e phc duy~t mQI van ban khae (guy eh~. guy
dinh, ... )

- Milu guy eh~, guy djnh (ban hanh kem thea guy~t dinh)

- Milu van ban khac (du<Jc ban hanh ho~c phc cluy~t kem lheo guy~t
djnh)

- Cong van hanh chinh

- Cilc hinh thtrc d6i vai van ban banh chinh co tcn 10\1-inhu: thong baa,
k~ hO\1-ch,di: an, phuong an, baa cao, to trinh, v.v ...

- Milu bicn ban

B. M511 trinh bay ban sao vall ban

Milu s6 V.9 Milu ban sao van ban



TEN CO QUAN CIIU QUAN (I)
TEl" CO QUAl", TO cmJc (2)

S6: /NQ- ... (3)

Mall s6 V.l

C<)NG 1I0A XA 11<)1CII' NGlliA VI~T NAM
D{lc I~p - T., do - Hl)nh phuc

TP. H6 Chi Minh, ngay thang nam 20..

NGHJ QUYET

...................... (4) ..........•.......•..........

THAM QUVEN BAN HANH

Can ClI .

............. ..,
Can elI .

... ,

QUVET NGH!:

D i~u I (5) .

....................................................................................................................................................

Di~u . .

............................................................................................................................................ ./.

Nai nh{in:
............. ,
................ ,

- Luu: VT, dan vi so~n thao.

QUVEN H~N, CHtrC V1)CVA NGUOI KY(6)

(ky ten, dong dau)

HI} va ten

Gil; ell/I:

(1) Ten co quan ehu qmln

(2) Ten co quan, t6 ehue ban hilUh nghi quy~t

(3) Chfr vi~t tiit co quan ho(ie t6 chlTe ban hilUh nghj quy~t.

(4) Trieh y~u, nQi dung nghj quy~t.

(5) NQi dung nghj quyk

(6) Ghi quy~n h(ln, ehue V\I cua nguoi ky van ban.
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Mflll sa V.2
13(>GIAo Dl)C v A DAo TAO COi"G 1I0A XA HOI CHD NGHiA VI!):T NAN!

TRUONG DAI HQC SU PHAM KY TIIUi~ T Di.JeI~p - n.r do - H:)nh phue
THANH PlIO 110 CIIi MINH

TP. H6 Chi Minh. ngay Ihang nam 20..
56: /QD-DHSPKT(*)

QUYETD!NH

V~ vi~c (1) .

HItU TRU'ONG TRu'ONG DAIIIQC su' PHAM KY TlIU~ T TP. HO CHi MINH

Can Cll' .•.•...•.....•....•.•.......•..•.....•......•... (2) .

..... - ,

Can Cll' ....•.•••••.•........•....•.........•...•..•..•.•...•.......•.•..•.........•.........•..........•..•...••••.•...•...•......•

............................ "

Xet de nghj ella ,

QUYET D!NH:

ni~\I 1 (3) .

n ie \I ••••.•..........•..........•......•.•.•••..•.•.......•••.•.•••.•.•..•.....•..•.•••••.••.••............•..•.....•.•.....•.....

.......................................................................................................................................... / .

............ "

................ ,
- LIm: ...• dan vj so~n thao.

QUYEN HAN, cntrc VI) CVA NGU'OI KY(4)
(ky ten, dong d5u)

Hl] va ten

Glli ellIl:

(*) Quy~t dinh himh chinh, kh6ng ghi nam ban himh giii'a s6 va ky hi~u ella van ban.

(l) Trich y~u ni)i dung quy~t djnh.

(2) Neu cac can cir tr\rc ti~p d~ ban Mnh quy~t dinh.

(3) Ni)i dung van ban.

(4) Ghi quy~n h;m, chirc V\I Clla nguai kY van b,ln (vi d\l: Pho Hi~u tnrang dugc giao ky thay
Hi9U truang thi ghi chii' vi~t t~t "KT." vao tnrac chfr "HIEu TRV6NG", ben dtrai ghi chii'
"PHO HIEu TRu'6 G", ... )
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Mifll S(iV.3
80 GlAo Dl)C vA DAo TAO CONG IIOA xA 1101CliO NGHiA VI!;:T NAM

TRUONG DAI IIQC sIr I'HAM KY TIIU~ T Di}c I~p - TIl do - H:,nh phuc
THAN II PHO HO CHi MINH

S6: /QD-DI-ISPKT
TP. H6 Chi Minh. ngay thang nalll 20 ..

QUYETDINH
V~ vi~c han h:lnh (I) .

HI~U TRU'ONG TRU'ONG DAI HQC SV PHAM KY THU~T TP. HO CHi MINH

Can cu (2) .

...... "

Theo de nghj eim ,

QUYET D!NH:

Di~u 1. Ban himh kern theo Quy€t djnh nay .

.......................................................... (3) .

I)i~u .

...................................................................................................................................... ./.

Nui nll(ln:
............. ,

- Llfu: ... , clan vi so;,tn thao.

QUYEN HAN, CHtrC VI) CVA NGVOI KY(4)
(k)' ten, dong dau)

HI} va ten

Glli ell/I:

(I) Ten ella quy eh€ (quy djnh) dtrge ban hanh.

(2) Cae can eu tr\fe ti€p de ban hanh quy~t djnh.

(3) Ni}i dung ella quy€t djnh.

(4) Ghi quyen h•.m, ehue V\l ella nguiJi ky van ban (vi d\l: Pho Hi~u tnrang dtrge giao ky thay
Hi~lI tnrang thi ghi chii' vi€t t~t "KT." vao tnrae chii' "HIeU TRUONG", ben duai ghi chii'
"PHO HieD TRUONG", ... )
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BQ GlAo Dl)C VA DAO T~o U)NG HOA xA 1101 CHi) NG iliA VIl):T NAM
TRUONG f}~1 HQC SU I'H~M KY THU~ T ni}c I~p - Til do - H:)nh phllc

THANH rHO HO CHi MINH

QUY CHE (QUY DlNH)
... (1) .

(Ban hcmh kelll thea QlIyit a;nh sc5 ../QD-DHSPKT ngay thang ... nalll... clio ... .)

ChmYng I

QUY D!NH CHUNG

ni~u I. . .

ni~u . .

ChU"O"Ilg ••••

Dih

Die U ••••..............•.•..........•.........•....•.•••....•.•......••................••.••.............•...................•...

................................... ./.

QUYEN H~N, CHUC VlJ CVA NGu'cn KY (2)
(ky ten, d6ng dftu)

Hl,l va ten
Ghi ellIl:

(*) M5u nay ap d\lng d6i vai guy che, guy djnh dugc ban hanh kem theo guy€t djnh, b6 C\lC
c6 th~ bao gam chuang, Ill\IC, dieu, khoan, di~m.

(I) Trich y€u n(li dung Clla ban guy ch€ (guy djnh).

(2) Ghi guy~n h(ln, chuc V\l Clla nguai kY van ban (vi d\l: Ph6 Hi~u tmung duge giao ky thay
Hi~u tmung thi ghi chii' vi€t tiit "KT." vao tmae chii' "HIeU TRUONG", ben duai ghi chii'
"rHO HmU TRUONG", ... )
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I Mil" s6 V.5 I
B<)GIAo Dl)C vA flAo T1;\0 c<)l'\G HOA xA 11<)1CHU NGHiA Vn):T NAM

TRUONG Di;\1HQC SUoI'II,,\M KY THUr~T Di}c l~p- T\!' do - H:.lIlh philc
THANH I'HO 110 CHi MINII

TEN LO~I VAN BAN (I)
......... (2) .

(Ban himh (phe dllyM kem theo QlIy~t ajnh s6 .IQD-DHSPKT
ngay thang nam 20 czia .)

............................................... (3) .

.... .

....................................................................................................................................................

....................................................................................................................................................

....................................................................................................................................................

................................................................................................................................................... .

............................................................................................................................................. ./.

QUYEN H~N, CHl:rC Vl) CVA NGU'O'I KY (4)
(ky ten, dong dati)

H9 va ten

Gil; ell/I:

(*) Mfru nay ap d\lng d6i v6i cac van ban duqc ban hanh ho(ic phe duy~t kern theo quyet
dinh nhu chuang trinh, ke hOIlCh,d~ an, phuang an ...

(1) Ghi ten [olli van bim duqc ban hanh nlm chuang trinh, k€ hOllch, de an, phuang an ...
(2) Trich yeu ni}i dung van bim.
(3) N (ii dung van ban. .
(4) Ghi quy~n hlln, chilc V\l clla nguoi ky nhlr tlli quy€t djnh.
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Mil" sa 1/.6

BQ GIAO DVC vA DAO T~O CQNG HOA xi\. H(>I CHU NGHiA VII~T NAM
TRUONG t>~1 HQC SUoPH~M KY TlIU~T Di}cl~p - T•.•.do - H:.lI1hphuc

THAl'W PlIO lID cHi MINH
TP. H6 Chi Minh. ngay thcing nam 20..

s6: /DI-ISPKT-dan vi SO\ll1thao

V/v (1) .

Kinh gui:
..................... (2) ;
........................................... ,

........................................................... (3) .

............................................................................................................................................. ./.

No'i 1/"(11/:
- Nhu tren:
- (4) ;
.................. ,
- Luu: VT. <.tan vi so~n thilO.

QUYEN H~N, CHO'C VI) CVA NGUC)'J lIT (5)
(kY tcn,dongd:1u)

HI! va ten

Chi ellIl:

(I) Trich yEu nQidung cong van.

(2) Ten ca quan, t6 chilc, ca nhan co trach nhi~m giai quy~t cong vi~c;

(3) N(ii dung cong van.

(4) Ten ca quan, t6 chtrc, ca nhan, ph6i hgp, Mo cao va 1ml ghi a nwc "Nai nh~n".
(5) Ghi quy~n h\ln, chilc vv Cllanguoi ky van ban (vI dv: Pho Hi~u tnrang <lugcgiao k)' thay
Hi~u tnrang thi ghi chfr vi~t tfit "KT." vao tnrac chfr "HIBu TRVONG"; Tnrong phong ky
thira l~nh thi ghi chfr vi~t tfit "TL." vao truac chfr "HIJ;U TRVONG"; truang hgp ky thira tty
quyEn thi ghi chfr vi~t tfit "TUQ." VaGtnrac chfr "HIBu TRUONG"; truang hgp dp pho
clla Truong dan vi SO\lnthao <lugc giao ky thay thi ghi chi! viEt t5t "KT." tnrac chilc danh
CllaTruang dan vi sO\lnthao, ... ).
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-, IMall so V. 7

80 GlAo Dl)C vA oAo TAO CONG IIOA xA 1101 CliO NGlliA Vl~T NAM
TRIfONG t>AI 1I0C Slf I'IIAM KY TIIU/~T DQc I~p - T1.I'do - H:.mh phllC

TIIANH PliO 110 CHi MINH

S6: ./ ..( I )..-DHSPKT
TP. H6 Chi Minh. ngay tluing ncllll20 ..

TEN LO~I VAN BAN (2)
............................ (3) .

K' h ..In gU1: .

........ (4) .

.......... .

...................................................................................................................................................

..................................................................................................................................... ./.

No'/ n"{in:
............. ,
................ ,

- Luu: VT, don vi so?n Ihao.

QUYENH~, CHlrC Vl) CVA NGUaI KY (5)
(Ky ten, dong d~u)

HQ va ten

Ghi ellIl:

(*) Mfru miy ap d\lng chung d6i vai da 56 cac hinh thuc van ban 1Janh chinh co ghi ten 10(li
C\l th~ nhu: thong bao, chuang trinh, k~ hO(lch, d~ an, baa cao, to trinh v.v ...

(I) Chii vi~t t~t ten 10(livan ban.

(2) Ten 10(livan ban: thong bao, chuang trinh, kE hO(lch, d6 an, phuang an, bao cao, to trinh,
V.v ...

(3) Trich y~u nQi dung van ban.

(4) Nt)i dung van ban.

(5) Ghi quy6n h(ln, chuc vv cua nguoi kY van ban (vi dv: Pho I-1i911tmi'mg duQ'c giao ky thay
I-li9U tmong thi ghi chii vi~t t~t "KT." vilO tmac chfr "IIIl;U TRUONG"; Tmong phung ky
thira 19nh thi ghi chfr vi~t t~t "TL." vao tmac chii "Hn;:U TRUONG"; truang hQ'p ky thim uy
qlly~n thi ghi chii vi~t t~t "TUQ." vaG tmac chii "HIEU TRUONG"; truang hQ'pdp pho
cua Truong dan vj 50(ln thao duQ'Cgiao ky thay thi ghi chii vi~t t~t "KT." truac chuc Janh
cua Truang Jan vj 50(ln thao, ... ).
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8(> GIAO DI)C vA DAo TAO
TRlfO~G f)AI IH)C SUoPH~M KY TIIU~ T

THANH PHO 110 Clli MINH

sf>: /HB-I)HSPKT

M/ill sb V.8

C(>NG IIOA XA HOI CIIU NGHiA VII::T ~AM
Di]c I~p - T~rdo - H~nh pluk

TP. H6 Chi Minh, ngay Ihang nam 20..

BIEN BAN

.. ... ; d~I hOI gmn bal au: .

Dja diem: .

Thanh ph5n lham d\T:

Chtl tri: .

Tim ky: .

NQi dung (theo di~n bi~n cUQcIWp/hQi nghj/hQi lhao): .

Cui]c hQp (hQi nghj/hQi thilO) ket lhuc vao luc ..... giiJ ..... , ngay ..... thang ..... nam
.... .I.

THUKY
(Chirky)

Noin"~n:
............ "

- LUll: VT. he, sa dan vi.

CHUTQA
(kY len. dong dilll (nill co))
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Mall s6 v.9 I
B<!GlAO Dl)C vA DAo TAO C<!NG 1I0A xA H<!I CIIU NGlIiA VlI::T NAM

TRU'ONG DAI IIQC SU PHAM KY nlU~\T Di}c I~Jl- T\" do -lIl)nhJlhiic
TIIANII PlIO 110 clIi MINH

TP. H6 Chi Minh, ngay tluing 11e111l20 ..
86: /QD-DH8PKT

QUYET DINH

....................................................................................................................................................

...... .

............................................................................................................... ./.

No'i nit (in:
••••••••.•"0'

- Luu: VT, .....

TRU'ONGDAI HOCSU'PHA1'\1 KYTHuAT
THANH PHO HO CHi MINH .

86: .. ./ ... (2)

Nui nit {in:
..................•

- Luu; VT, dan vi sao.

QUYEN HAN, CHUC Vl) CVA NGU"(YI KY
(Chfr ky, dau)

<:

HI} va ten

HiNH THUC SAO (1)
TP. H6 Chi Minh. ngay thang nellll

TL. HI~U TRU'ONG

TRU'ONG PHONG HANH CHiNH TONG HQ1'

(ky tcn, dong dau)

Tran Van A

Glli cllll:

(1) I-Iinh lhuc sao: sao y bim chinh, lrich sao hoi;ic sao l\lc.

(2) Ky hi~u hinh lhlrc sao

10



M~u 56 VJ.1

M~u 56 VI.2
M~u 56 V1.3

M~u 56 VIA

M~u 56 VI.5

M~u 56 VI.6

M~u 56 V1.7

- M\IC 1\ICh6 sa, tai li~u nOp hru

- Bien ban giao nh~n tai li~u

- M\lc l\lc h6 sa, tai li~u de nghj IO(li
- Ban thuyet minh h6 sa, tai li~u het gia tri

- Quyet dinh ticu huy tai li~u het gia tri

- Bicn ban ban giao tai li~u h~t gia trj

- Bicn ban ticu huy tlji li~u h~t gia trj.



I Mall sa VI.l I
MAu Ml)C Ll)C HO so, TAl LI~U N<)P LUU

TEN co QUAN
TEN DON V!

CONG HoA xA HOI CHi; NGHiA VIJ~:TNAM
Di}c I~p - T~r do - H:)nh phuc

TP. f!6 Chi Minh, ngay //uing nam .

MUCLUCH6s~TAILltUNOPL~U. . . .

STT Tieu u~ h&so' ThiYigian Thiri h:)n Chi chi.tai li~u bao quail

(I) (2) (3) (4) (5)

T6ng c<)ngblm M\lc 1\ICm\y co: (viet bang chii) h6 sa,

Ngay .., /hang .., nam .., ....
HQ ten, chirc V~I,chfr ky
ciia LUll trii'Trll'irng

Ngay... /hang '" nam ....
IIQ ten, chirc V~I,chii' ky
ciia Hinh u:)o uo'n vi

HmYng dan clicll glli cdc c{Jt:

(I): Ghi thir tv 56 h6 sa, tfli li~u n<)pVaGLuu trfr Truang baug chii s6 A r?p bill
dAuttr s6 I d~n h~t;

(2): Ghi theo ten ClIatieu d~ h6 sa da duQ'c vi~t lcn bia h6 sa ho~c ghi tom Hlt n<)i
dung cua h6 sa;

(3): Ghi thai gian ciia tfli li~u co trong h6 sa, vi d\l: 2008 ho~c 2008-2009;
(4): Ghi khm'mg thai gian elin thi~t d~ luu gifr h6 sa tinh tir khi c6ng vi~c k~t Ihuc

d~n khi h6 sa hth gia Irj (vinh vi~n ho~c tinh bang s6 nam C\lIh~);
(5): Ghi nhung d~c diem dang chil y v~ hinh thirc cling nhu n<)idung ClIa tfli li~u

co trong h6 sa,
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I Mii/l sO VI.2[
MAu BIEN BAN CIAO NH~N TAl LII):U

TEN CO QUAN CONG HOA xi\. HOI CHU NGHiA VI~T NAM
Di}c l~p - T\f do - H~nh phllC

TP. H6 Chi Minh, ngay Ihung nGIIl .

BIEN BAN GlAD NH~N TAl LItU

I)~I DII):N BEN NH~N
(Ky len, ghi ,.(j h(J WI len)

Can clr f)i~u 12 Lu(lt Luu tru 56 O1l2011lQHI3 ngay 11/11/2011;
Can cu Quy ch~ c6ng tac van thu, luu tru ban hanh kern theo Quy~t dinh

56 ngay thang nam Clla Truirng f)J-ISPKT TPHCM;
Can clr (chuang trinh c6ng tac, k~ hO\lch thu th(lp tai li~u ),
H6m nay, ngay ... thang ... nam ... , t(li Truirng DHSPKT TPHCM cluIng t6i

gOOl:
Ben giao: (TCn dan vi nQp tai li~u)
f)(li di~n: 1. Gng (ba): .

Ch' , .uc V\lcong tac: .
2. Gng (ba): .
Chlrc V\Ic6ng tac: .

Ben nh(ln: (Luu tru Truirng)
f)(li di~n: I. Gng (ba): .

Chlrc V\Ic6ng tac: ,
2, Gng (ba): , , .
Ch' , .uc V\lcong tac: "."., , .

Th6ng nhat l(lp bien bim giao nh(ln tai li~u vai nhung nQi dung nhu sau:
1 T' kh" t" I" . ,. en 01 aI I(;:Uglao l1<)P: .
2 Th'" . t" I". 01 g13n cua aI I(;:U: .
3. S6 IUQ11gtai li~u:

- Tong 56 hQP: .
- T6ng 56 h6 so: Quy ra met gia la: met

4. Tinh tr(lng tai li~u giao nQp: (mo ta t6m t5t v~ tinh tr(lng Clla kh6i tai li~u nQp
luu nhu muc dQphan IO(li,l(lp h6 so, tlnh tr(lng v(lt Iy Cllatai li~u).

5. C6ng C\l tra cuu: M\lc l\Ic h6 so, tai li~u nQp luu (t6ng 56 trang).
Bien ban nay duQ'c l(lp thanh hai ban, ben giao va ben nh(ln m6i ben giu 01 (mQt)

ban c6 gia tri nhu nhau.!.
D~I DII):N BEN CIAO
(Ky len, ghi I'(j h(J WI len)

Uinh d~o (1o'nvi
(Chl'rc V(I, chrr IcY,h9 ten)

(Uinh d~o Phong IHnh chinh TBng IlltP)
(Chl'rc V(I, chii'lcY, h9 ten)
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I Miill sa V1.31
MAu MI)C LI)C HO so, TAl L1~UDE NGHl LO~I

Ml)C Ll)C 110 SO, TAl L1tu DE NGII! LO~]
Phong (Kh6i) tui Ii~u: .

86 s8 T~p s6 Ticu ()~ hB so' ho~c t~p tui Ii~u Ly do huy Ghi Chll

(I) (2) (3) (4) (5)

Hmlng diin cach ghi:
I'h6ng (kh6i) tai Ii<;u:Ohi ten ph6ng ho~c kh6i tai li~u
(I): Ohi thu tv cae b6 (c~p) tai li~u. Sf) thlr tv dugc ghi lien t\lc' cho mOt ph6ng

(ho~c kh6i) tai li~u.
(2): Ohi s6 thlr tv h6 sa ho~c t~p tai Ii~u h~t gia tr! trong tung b6 (c~p).
(3): Ohi tieu d6 cua h6 sa ho~c tai li~u h~t gia trio Tieu de tai li~u h~t gia tri phai

ph an anh h~t nOi dung tai li~u ben trong.
(4): Ohi ly do huy tai Ii~u nhu: h~t thai h?n bao quan; bi bao ham (d6i v6i k~

ho?ch, bao cao thang, quy ma da giu bao cao 6 thang ho~c nam); trung; tai li~u bi rach
nat kh6ng con kha nang ph\lc h6i; ban nhap; tu Ii~u tham khiio; biin ch\lp ... D6i v6i
nhung h6 sa ho~c t~p tiii li~u bi bao ham, trlll1g thua phai ghi ro bi bao ham ho~c trung
v6i h6 sa nao trang m\lc l\lc h6 sa giu I?i.

(5): Ohi y ki~n cua HOi d6ng xac dinh gia tri tai li~u ho~c cac ghi chu khk
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Illliill s6 VIAl
MAU BANTHUYET MINH TAl LI~U HET CIA. TR!

BAN THUYET MINH TAl LIEU nET CIA TRI
Phfing(khc3i) : .

Thai gian ella Ph6ng (kh6i) I<lili9U .

I. TOM TA.T TINH HiNH KHOI TAl LI~U HET CIA. TR!

I. S •.r hinh thllnh khc3i tai li~u h~t gin tri:

Titi li~u dugc 10(li ra khi mlo? (Trang qua lrinh chinh Iy hay khi lien hanh d,inh gia
d<)c I~p ph6ng (kh6i) lai li~u IlTUIrii?)

2. Sc3 hn.rng:

- T6ng s61ai li9U khi dua ra chinh I)' la mel;

- H6 sa, lai li~u giii I(li bao qmin la mel;

- S6 lu<)'ng lai li~lI IO'.lira mel (b6, g6i);

- Ty I~ 10'.lira so vai 1,li li~u giii I(li la %.

3. Tho; gian ciia khc3i tai Ii~u h~t gia tri:

- Thai gian bitl dfru:

- Thai gian kel IhllC:

II. TOM TA.T THANH pHAN vA NOI DUNC eHV YEU eVA KHOI TAl
LI~U HET CIA. TR!

Titi li9U h~t gi,i Iri bao g6m cac nh6m: Titi li~u h~t thai h(ln b,lo qwin, tai li~u bi
bao ham, tai li~u trimg, lai li9U bi rach mil kh6ng kh6i phl)c du<)'c, Iu li~u Iham khao, ban
chl)p ...

1. Nh6m tai li~u h~t thi:ri h~n baD quan: G6m nhiing tai li9u gi '1 N<)i dung v~
vftn d~ gi? Hc gia? Thai gian? Ly do huy .

2. Nh6m tai li~u bi baD ham: G6m nhiing lai li9U gi? V~ vftn d6 gi? Ly do huy.
3. Nh6m tai Ii~u trilUg: G6m nhung tai li~u gi?

4. Nh6m tu'li~u: G6m nhung 10'.linao? N<)i dung v~ vftn d6 gi?

TP. f!6 Chi Minh, ngay t/uing nall1 .
NCUal VIET THUYET MINH

(H9 va ten, eMf kY)
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I lila" sa VI.5 I
MAu QUVET D!NH TIEU nuv TAl L1J):UHET GIA. TR!

TEN co QUAN

S6: /QD-

CONG lIoA xA 1101 cni) NGlIiA Vlt;:T NAM
D(ic I~p - T~J'do - H:]nh phuc

TP. H6 Chi Minh, ngay thang nom .

QUVETDINH
V~ vi~c tieu hiiy tai Ii~u h~t gia trj

HIJ):U TRU'O'NG TRUONG D~I HQC SUoPH~M KY THU~T TP. HD CHi MINH

Can ClrDii:u 28 Lu~t Luu trfr 56 01/2011/QHI3 ngay 11111/2011;

Can cli '" (van ban quy dinh chlic nang, nhi~m V\l. quyi:n h(ln ciia co quan);

Can ClrQuy ch~ c6ng tac van thu, luu tru ban himh kem thco Quy~t dinh 56..... ,
ngay thang nam ciia Truimg DHSPKTTl'HCM;

Can cli (van ban co y kiEn cua BQGiao d\lc va Dao t(IO);

Theo di: nghi ciia Chu tich 1-IQid6ng xac dinh gia tri tai li~u.

QUVETDINH:

Di~1I I. Tieu hllY ... bo (t~p) tai li~u h~t giil tri thuQc Ph6ng (kh6i) .... (kem thco
Danh ITI\lCtili li~u h~t gia tri)o

Di~1I2. Giao cho l'hong Hanh chinh T6ng hgp th\fc hi~n vi~c tieu huy tili li~u h~t
gia tri theo dlmg quy dinh philp lu~t.

Di~1I 3. Chii tjch HQi d6ng xac dinh gia tri tai li~u, tmung cac dan vi va cac ca
nhan co lien quan chi" trach nhi~m thi hanh Quy~t dinh nay.!.

Nui lI!1iill:
- Nhu D'i~ll3;
- LUll: VT•...

H1EU TRU'O'NG
(chit kY, ddu)

HI! va tcn
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lv/if" sa 1'/.6

MAv BIEN BAN BAN GIAO TAl L1tu HET GIA. TR!

TEN CO QUAN C(>NG IIOA xA H(>I cuD NGlIIA YIf.T NAM
Dgc I~p - T\r do - H~lnh phllC

TP. fl6 Chi Minh, ngay t/ulng /lam .

BIEN BAN
Ban gino tai Ii~u h~t gia trj

ctia Hi~u truangCan CIT Quy~t djnh 56 ngay th{mg nam
Tnrang DHSPKT TPHCM v~ vi~c ticu huy tai li~u h~t gia trio

Hom nay, vao h6i .

T\li (/lO'i hl/Y) .

Chung toi g6m:

Ben giao:

I GO'n vi .

2 Gan vi .
Ben nh~n:

I (10'n vi .
2 , Gan vi .
Clmg giao va nh~n kh6i tai li~u h~t gia trj d~ tieu htiy nhu sau:

- Tcn Phong (kh6i) tai li~u: .

- S6 lU9'ng: b6 (t~p) thea Danh m\lc t,li li~u h~t gi,l trio

Hai ben da giao va nh~n d<1ye1li 56 lU9'ngtai li~u h~t gia trj ghi lrong Danh m\lc.

Bicn bim nay l~p thanh hai ban: ben giao giii m!)t ban, ben nh~n giii I1lQtbun.!.

D~I DI~N BEN GIAO
(flr va ten, try)

D~l DI'tN BEN NH~N
(Hr va tell. try)
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i"I;li'iu sa VI.7 1 .

MAu BIEN BAN TlEU HUY TAl L1J;:UHET CIA TRI

TEN co QUAN CONG lIoA xA HOI cuD NGlliA YIJ;:T NAM
Di}c I~p - T~r do - H:)nh phllC

TP. H6 Chi Minh. ngay lluing nam .

BIEN BAN
TiclI hiiy tai 1i~1Ih~t gi:i trj

Can ClrQuy~t dinh 56 ngay thang nam cua (ng/rai d/lng (1611 ca
quan) v~ vi~c tieu hllYtai li~u h~t gia tr!,

Hom nay, vao h6i .

T(li (nai h/iy) .

ChUng toi gam:

I , dan vi .

2 , dan vi .
3 , dan vi .
4 , dan vi .

Da ti~n hanh tieu huy s6 tili li~u h~t gi:i trj thuQc Phong (kh6i) .

................................................ .

s6 lugng t,ii li~u dugc tieu huy met

Phmmg ph:ip huy: (nghi~n bQtgi~y, xen nho ) .

Chung toi dii huy h~t s6 tai li~u ghi trong Danh m\IC tai li~u h~t gi:i trj theo quy
djnh.

Bien ban nay I~p thimh hai ban: co quan co tai li~u tieu huy giii mQt ban, don vj
thvc hi~n tieu hllYtai li~u giii mQtban.!.

D~I D1tN DON VI
TIEU HUY TAl LIJ;:U

(H(J va len, IcY)

X:ic nhan ciia dO'1l vi
(Ky le~, dong dau) .

D~I D1'f;N co QUANco TAl L1tu TlEU HUY
(H(J va len, IcY)

X:ic nh~n ciia Cll'guan
(Ky len, dong dau)

8


	00000001
	00000002
	00000003
	00000004
	00000005
	00000006
	00000007
	00000008
	00000009
	00000010
	00000011
	00000012
	00000013
	00000014
	00000015
	00000016
	00000017
	00000018
	00000019
	00000020
	00000021
	00000022
	00000023
	00000024
	00000025
	00000026
	00000027
	00000028
	00000029
	00000030
	00000031
	00000032
	00000033
	00000034
	00000035
	00000036
	00000037
	00000038
	00000039
	00000040
	00000041
	00000042
	00000043
	00000044
	00000045
	00000046
	00000047
	00000048
	00000049
	00000050
	00000051
	00000052
	00000053
	00000054
	00000055
	00000056

