
LONG HOA 3a.  HO! CHU NGHIA VIFT NAM 
D(ic rap - Tty do - Hanh phtic 

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRIXONG DAI HQC QUOC TE 

S6: It3G /QD-DHQT Thanh ph -a Ha Chi Minh, ngebbrk thangG ?Vim 2019 

QUYET DINH 
Ban hinh Quy the Ong tic van thu, ltru tar 

cua Truirng Dai hoc QuOc to 

HIEU TRU'ONG TR1LTONG DAI HQC QUOC TE 

Can cir Quyet djnh se 260/2003/QD-TTg ngay 05 thang 12 nam 2003 dm Thu 
tuang Chinh phu ve viec thanh lap Tnrong Dai hoc Quoc to thuec Dai hoc Quo'c gia 
Thanh phe H6 Chi Minh; 

Can cir Quyet djnh s6 867/QD-DHQG ngay 17 thang 8 nam 2016 cua Dai hoc Quoc 
gia Thanh pho Ho Chi Minh ye viec ban hanh Quy the to chirc va hoat dOng cua Tnrong Dai 
hoc thanh vien va khoa trirc thuec Dai hoc Quoc gia Thanh ph6 Ho Chi Minh; 

Can cir Quyet dinh s6 261/QD-DHQG-TCCB ngay 05 than 4 nam 2010 cua Giam 
dec Dai h9c Qu6c gia Thanh phe H6 Chi Minh ye viec ban hanh Quy dinh th9c hien quyen 
t9 chu, to chiu trach nhiem doi vii cac truing dai h9c thanh vien; 

Can cir Nghi dinh se 33/2002/ND-CP ngay 28/3/2002 cua Chinh phi" quy dinh 
chi tiet thi hanh Phap lenh bao ye bi mat Nha ntrac; 

Can cir Nghi dinh 110/2004/ND-CP ngay 08 thang 4 nam 2004 dm Chinh phu ve 
ding tic van thu va Nghi dinh 09/2010/ND-CP ngay 08 thang 02 nam 2010 cua Chinh 
phu sira doi, be sung met so dieu cua Nghi dinh 110/2014/ND-CP ngay 08 thang 4 nam 
2014 dm Chinh phu ve cong tic van thu; 

Can cir Nghi dinh se 99/2016/ND-CP ngay 01/7/2016 dm Chinh phu ve quan 157 
va sir d9ng con dau; 

Can cir Th6ng to s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 dm Be Nei 
vu huang dan the thirc va ky thuat trinh bay van ban hanh chinh; 

Can cir Th6ng to s6 07/2012/TT-BNV ngay 22 thang 11 nam 2012 dm Be Nei 
v9 htrang dan quan ly van ban, lap ho sa va nep tau ho sa, tai lieu vao luu tni ca quan; 

Can cur Thong to se 04/2013/TT-BNV ngay 16 thing 4 nam 2013 cua Be Nei vu 
htrang dan xay clung Quy the cong tic van thu, ltru tri cua cac ca quan, to chirc; 

Can cur Thong to s6 33/2015/TT-BCA ngdy 20/7/2015 cua BO Cong an huang 
dan th9c hien met so dieu cua Nghi djnh so 33/2002/ND-CP ngay 28/3/2002 cua Chinh 
phu quy dinh chi ti6t thi hanh Phap lenh bao ye bi mat Nha mrac; 

Xet de nghi cua Tnrong ph6ng Hanh chinh Tang hop tai T6 trinh de ngay 05 
thang 6 nam 2019, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the cong tic van thu, hru tiff cua 
Truang Dai h9c Quoc te. 



Dieu 2. Quyet dinh nay eó hieu luc thi hanh ke tir ngay ky. Cac quy dinh truck day 
trai voi Quyet dinh nay deu bi bai be. 

Dieu 3.Tru&ng phong Hanh chinh Ttmg h9p, Truang cac dam vi trvc thuee, toan 
the cong chirc, vien chire, giang vien, ngueri lao dOng v ngueri hoc trong Tnr6ng Dai 
h9c Quoc to chiu trach nhiem thi hanh quyet dinh nay./ 

Nai nhem: 
- Ban than' hieu (del  bao cao); 
- Nhu DiL 3 (de thuc hin); 
- Luu: VT, PHCTH. 



DAI HQC QUOC GIA 	CQNG HOA xA HQI CHU NGHIA VItT NAM 
THANH PHO HO CHI MINH 	 1)0c lap - Tv do - Hanh  phtic  

TRVONG DAI HQC QUOC TE 

QUY CHE 
Citing tic van thtr, hru tar Trilling Doi hoc Qutic to 

(Ban hanh kem then Quyet clinh so 	/QD-DHQT nga)!..E thong E nom 2019 
city Hieu trueing Truong Dai hQc Quoc re) 

Chuang I 
NlitrNG QUY DINH CHUNG 

Dieu 1. Pharr vi va cloi fining ip dung 

Quy the nay quy dinh cac hoat,dOng ve van thu, luu tn1 trong qua trinh quan 15r, 
chi dao 	Tsang Dai hoc Quoc to de thuc hien chirc nang, nhiem vu cua Nha twang. 

Doi tugng dp dung: Cac don vi true thuOc; cac HOi d6ng va to chirc dugc thanh 
lap có sir dung con dau cua Nha twang; town the cong chirc, vien chirc, giang vien, 
ngu9i lao dOng va nguei hoc trong Truang Dai hoc Quoc te. 

Cong tac van thu bao g6m cac cong viec ve soon thao, ban hanh van ban; 
quan y van ban va tai lieu khac hinh thanh trong qua trinh hoat dOng cua Nha truang, 
cac to chuc, don vi chirc nang trong triamg; lap ho sa va giao nOp ho sa, tai lieu vac) km 
tri ca quan; quan ly va sir dung con dau trong cong tic van thu. 

C6ng tac luu trit bao g6m cac cong viec ve thu thap, chinh 15r, xac dinh gia tri, bao 
quan, thong ke va sir dung tai lieu lull tit hinh thanh trong qua trinh hoat d'9'ng cua Nha 
tririmg. 

Dieu 2. Giii thich tir ngfr 

1. Quy the,c 'Ong tac van thu, luu 	TruOng Dai hoc Quoc to bao g6m tAt ca 
nhitng quy dinh ye hoat dOng van thu, luu trUr trong qua trinh quan 15f, chi dao, dieu hanh 
cua ca quan, to chuc trong truing de thuc hi'en chirc nang, nhiem vu cua minh. 

2. Van ban den la tAt ca cac loai van ban, bao g6m van ban quy pham phap luat, 
van ban hanh chinh va van ban chuyen nganh (ke Ca ban fax, van ban dugc chuyen qua 
mpg, van ban mat) va don, thu giri den ca quan, to chirc. 

3. Van ban di la tAt ca cac loai van ban g6m van ban hanh chinh va van ban chuyen 
nganh (ke ca ban sao van ban, van ban nOi bO va van ban mat) do ca quan, to chirc phat 
hanh. 

4. Ban thao van ban la ban dirge viet hoac danh may, hinh thanh trong qua trinh 
soon thao van ban. 

5. Ban gac van ban la ban hoar chinh ve nOi dung, the thirc van ban dugc Truang 
Dai hoc Quoc to ban hanh va di chit 14,  true tiep cua ngutri có tham quyen. 

6. Ban chinh van ban la ban hoan chinh ve nOi dung, the thirc van ban va dugc 
Throng Dai hoc Quoc to ban hanh. 
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7. Ban sao y ban chinh la ban sao day du, chinh xac nei dung dm van ban vi 
dugc trinh bay theo the thirc quy dinh. Ban sao y ban chinh phai dugc thvc hien tir ban 
chinh. 

8. Ban trich sao la ban sao met phan nei dung dm van ban va dirge trinh bay theo 
the thirc quy dinh. Ban trich sao phdi dugc thvc hien tir ban chinh. 

9. Ban sao lyc la ban sao day du, chinh xac nei dung dia van ban, dugc thkrc hien 
tir ban sao y ban chinh va trinh bay theo the fink quy dinh. 

,10. Ho sa la met tap tai lieu c6 	quan vgi nhau 	an met v de, met sly viec, 
met doi tucmg cu the hoc c6 dic diem chung, hinh thanh trong qua trinh theo d6i, giai 
quyet ding viec thuec pham vi chirc nang, nhiem vu cua ca quan, to chirc, ca nhan. 

11. LOp ho sa la viec tap hap, sap xep van ban tai lieu hinh thanh trong qua trinh 
theo d6i, giai quyet cong viec cua Nha tnremg, cac dan vi trkrc thuec, cac ca nhan thanh 
he sa theo nhimg nguyen tic va phuang phap nhat dinh. 

12. Thu thOp tai lieu la qua trinh xac dinh ngu'on tai lieu, lkra chon, giao nhan tai 
lieu c6 gia tri de chuyen vao Liu till co quan, Luu tra lich 

13. Chinh ly tai lieu la viec phan loai, xac dinh gia tri, sip xep, thong ke, lap cong 
cu tra thu tai lieu hinh thanh trong hoat deng cua Nha trusting va moi ca nhan trong 
tru6ng. 

14. Xac chinh gib tri tai lieu la viec danh gia gia tri tai lieu theo nhang nguyen tic, 
phuang phap, lieu chuan theo quy dinh cua co quan,c6 tham quyen de xac dinh nhimg tai 
lieu c6 gia tri kru 	then han bao quan va tai lieu het gia tn. 

Dieu 3. Trach nhqm 	veri cong tac van thu, hru 	frit 

1. Trach nhiem cua Hieu truemg trong viec quan ly cong tac van thu, km frit. 

a) Ti chirc xay chmg, ban hanh, chi dao viec thkrc hien cac the de, quy dinh ve 
cong tac van thu, km tit theo quy dinh cua phap luat hien hanh; 

b) Kiem tra viec thvc hien cac the de, quy dinh ve cong tac van thu, hru tit clO4 
vii cac don vi trkrc thuec; giai quyet khieu nai, to cao va xir ly vi pham phap luat ye 
cong tac van thu, kru tit theo tham quyen. 

2. Trach nhiem cua Truemg ph6ng Hanh chinh TOng hap. 

Tnrong ph6ng Hanh chinh TOng hop gulp Hieu twang tnrc tiep quan ly, kiem 
tra, giam sat viec thkrc hien cong tac van thu, hru tit trong Nha tn.rong, dong th6i to 
chirc huang dan nghiep ye cong tac van thu, km tru cho cac don vi tnrc thuec. 

3. Trach nhiem cua Truang cac don vi 

Truang cac don vi trkrc thuec cO trach nhiem trien khai va to chirc thkrc hien cac 
quy dinh cua Nha tru6ng ye van thu, km tra. TruOng cac don vi tnrc thuec truerng c6 
trach nhiem be tri vien chic giup don vi trong qua trinh thkrc hien nghiep vu ye van thu, 
km trir dm don vi (sau day goi la Van thu dan vi). 

4. Trach nhiem cua moi ca nhan 

Trong qua trinh giai quyet cong viec lien quan den cong tac van thu, km tnr, mr3i 
vien chirc, giang vien, ngueri lao dens trong Nha trutmg phai thkrc hien nghiem tic cac 
quy dinh cua Trutmg Hai hoc Quoc to ye van thu, km tit. 
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Dieu 4. Bio vg bi mat nha ntrOv trong cong tic van thu, hru tar 

M9i boat dOng trong cong tac van thu, luu tni caa Nha tru6ng,cac to chac, don vi 
trong tru6ng phai thuc hien theo quy dinh caa phap luat hien hanh , bao ve bi mat nha 
nuac. 

Chuang II 
CONG TAC VAN THU' 

Myc 1 
503N THAO VA BAN HANH VAN BAN 

Dieu 5. Hinh thin van bin 

G6m cac loci hinh van ban sau: 

- Van ban hanh chinh; 

- Van ban chuyen nganh; 

- Van ban trao d6i vai ca quan, to chute hoac ca nhan nuac ngoai. 

Dieu 6. The fink va ky thuat trinh bay van bin 

1. Van ban hanh chinh 

a) Qu6c hieu: Qu6c hieu ghi tren van ban bao g6m 2 d6ng chit: "CQNG HOA xA.  
HQI CHU NGHIA VItT NAM" va "DO 1#p - Ty do - Hynh phtic". 

Qu6c hieu &roc trinh bay tai 6 so 1; chiem khoang 1/2 trang giay theo chiu ngang, 
a phia tren, ben phai. 

Dong tiny nhat: "CQNG HOA XA HQI CHU NGHIA VIET NAM" &roc trinh 
bay bang chit in hoa, co chit to 12 den 13, kieu chit dung, dam; 

Dong did hai: "D,§c 14p - 	do,- Hynh phtic" dirge trinh bay bang chit in thu6ng, 
c6 chit,tir 13 den 14 (neu dong thu nhat c6 chit 12,.thi dong thir hai c6 chit 13; neu dong 
thin nhat c6 chit 13, thi (long thu hai ca chit 14), kieu chit,dang, dam; dugc dat canh giita 
dual dong thunhat; chit cai dau caa cac cum tir &roc,  viet hoa, giita,cac cum to c6 gach 
noi, c6 each chit; phia duai c6 dueng ngang, net lien, co d6 dai bang d6 dai cua dOng 
chit (sir dung lenh Draw, khong dung l'enh Underline), cu the: 

CQNG HOA x A HOI CHU NGHIA VItT NAM 
00c 14p - Tu do - Hynh phtic 

Hai dong chit ten duqc trinh bay each nhau d6ng don. 

b) Ten ca quan, to chute ban hanh van bin 

- D6i vai van ban do Tnremg Dai hoc Qu6c to ban hanh: 

+ Ten ca quan, to chute ban hanh van ban bao g6m ten dm co quan, to chute chit 
quan true tiep (03I HQC QUOC GIA THANH Pilo HO CHI MINH). D6i vai ten ca 
quan chit quan kh6ng viet tat, c6 the trinh bay thanh 02 d6ng. 

+ Ten ca quan, to chine ban hanh van ban (TRirtiNG 03! HQC QUOC TE) &roc 
trinh bay tai 6 so 2; chi6m khoang 1/2 trang giay theo chieu ngang, a phia ten, ben trai, 
trinh bay bang chit in hoa, cong c6 chit nhu ctr chit cua Quoc hieu, kieu chit thing, dam, 



(lucre dat canh gift &roil ten ca quan, to chile chii quan; phia clued c6 du6ng ke ngang, net 
lien, c6 de dai bang tir 1/3 den 1/2 de dai cua clang chit va dat can doi so veri (long chit. 

Co the: 

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUONG DAI HQC QUOC TE 

Cac dong chit tren ducrc trinh bay each nhau dong don. 

- Doi v6i van ban do cac don vi true thuec ban hanh: Ten don vi thuOc Trutmg ban 
hanh van ban dirge ghi day du theo ten goi chinh thirc trong quye't dinh thanh lap; the thirc 
va ky thuat trinh bay gieng van ban do Tnrerng Dai hoc Quoc to ban hanh. 

TRUONG DAI HQC QUOC TE 
PHONG HANH CHINH TONG 

TRUONG DAI HQC QUOC TE 
KHOA QUAN TRI KINH DOANH 

c) S6,14 hieu van ban: Se, ky hieu dm van ban do Truing DHQT ban hanh dirge 
thirc hien nhu sau: 

- Quy dinh ghi se, 14 hieu cua guy& dinh, bao cao, ke hoach va cac loai van ban CO 
ten goi khac bao gem: tir "So" ducrc trinh bay bang chic in thir6ng. Sau tir "So" co dau hai 
chain (:), tiep den ghi so van ban, gach elle° "/", chit viet tat ten loai van ban, gach ngang 
"-", chit viet tat ten Truing Dai hoc Qu6c to "DHQT", khong dau each. Vi do: 

Quyet dinh 	 Se: 01 /QD-DHQT 

Bao cao 	 S6:0 1 /BC-DHQT 

- Cach ghi so, ky hieu cua &Ong van bao gem: Tir "s6" dirge trinh bay bang chit 
in thu6ng; sau tir "So" co dau hai cham (:), tiep den ghi so van ban, gach eh& "/", chit 
viet tat (ten) truing DHQT "DHQT", gach ngang "-", ten viet tat don vi sown thao, 
khong &Au each. Vi 

Se: 01 /DHQT-HCTH 

d) Dia danh va ngay, thang, nam ban hanh van ban 

- Dia danh ghi tren van ban ciia Truing Dai hoc Quec to la ten ciia Thanh phi H6 
Chi Minh. 

- Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban durcr,c 14 ban 
hanh. Ngay, thang, nam ban hanh van ban &roc ghi bang chit se A-Rap va ghi day d8 cac 
chit so ngay... thang...nam. Doi vai nhang chit so nho hcm 10 va cac thang met, thang hai 
phai ghi them so 0 6 phia trade; tir thang 3 trer len khong ghi so 0 i phia trir6c. 

- Dia danh, ngay, thang, nam ban hanh van ban &roc trinh bay bang kieu chit in 
thu6ng, kh6ng dam. 

Thanh phi Hj Chi Minh, ngay thang nam 20... 
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d) Ten loai va trich yeu nai dung van ban 

Trich yeu n6i dung van ban IA mot cau ngan gon hoac mot cum tir, phan anh khai 
quat not dung chit yeu dm van ban. Ten loai van ban (quyet dinh, ke hoach, bao cao, to 
trinh va cac loai van ban khac) dugc dat canh gifra bang chit in hoa, ca chit 14, kieu chit 
dimg, dam; trich yeti not dung van ban dugc dat canh giva, ngay duai ten loai van ban, bang 
chit in thuang, c6 chit 14, kieu chit &mg, dam; ben dudri trich yeu co &rang ke ngang, net 
lien, c6 dO dai bang tir 1/3 den 1/2 dO dai.cita dOng chit va dat can dei so yeti thing chit, vi 
du: 

QUYET DINH 
Ban hanh Quy the ding tic van tint., hru fru. 

cua Trurimg Hai hyc Qui:se to 

Rieng trich yeu nOi dung ding van, sau chit "V/v" bang chit in thuang, c6 chit tir 
12 den 13, kieu chit clang; dugc (tat canh giita clued se va 14 hieu van ban, cach d6ng 6pt 
vai s6 va ky hieu van ban 

S6: 72/DHQT-TTPC 

V/v thuc hi'en ding tac van thu, luu 
son thao va ban hanh van ban. 

e) NOi dung, be cpc dm van ban: 

- Phu hop vai hinh thirc van ban dugc sir dung; 

- Phu hgp voi duang lei, chit tnrcmg, chinh sach cua Dang; phi' hop vai quy dinh 
ctia phap luat cua Nha nuac co lien quan den filth vIrc gido dpc va cac chit truong, chi 
dao 	Dai hoc Quoc gia Thanh pho H6 Chi Minh va Twang Dai hoc Qu6c te; 

- Dugc trinh bay ngan gun, r6 rang, chinh xac; 

- Sir clung ng6n ngit viet, each din dat don gian, de hieu; 

- Dung to ngit tieng Viet Nam phe thong (khong dung tir ngit 	 it phuang va tir ng 
nu6c ngoai neu khong thuc sit can thiet). Doi vai thuat ngti chuyen mon can xac dinh r6 
not dung thi phai dugc giai thich trong van ban; 

Chi dugc viet tat nhcmg tir, cum tir thong dung, nhitng tin thuc nem ngit lien& 
Viet de hieu. Doi vai nhimg tir, cum tin dugc sir dpng nhieu lan trong van ban thi c6 the 
viet tat, nhung cac chit viet tat lan dau cua tir, cum tir phai dirge dal trong dau ngoac dan 
ngay sau tin, cum tir d6; 

- Khi vien dan lan dau van ban co lien quan, phai ghi day du ten loai, s6, icy hieu 
van ban, ngay, thang, nam ban hanh van ban, ten ca quan, to chirc ban hanh van ban, trich 
yeu not dung van ban (doi vai luat va phap lenh chi ghi ten loai va ten dm luat, phap 

vi du: "... dugc quy dinh tai Nghi dinh so 110/2004/ND-CP ngay 08 thang 4 nam 	\A' 
2004 cila Chinh phis ye tong tac van thu"; trong cacian vien dan tiep theo, chi ghi ten loai 
va so, 14 hieu cita van ban d6; 

- viet hoa trong van ban hanh chinh dugc thuc hien theo Phu 1pc VI - Quy dinh viet 
hoa trong van ban hanh chinh tai Thong tir so 01/2011/TT-BNV ngay 19/01/2011 dm B6 
NOi vu huang dan the thirc va ky thuat trinh bay van ban hanh chinh. 
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- Phan n6i dung duqc trinh bay bang chit in thuerng (duqc dan deu ca hai le theo 
dinh clang justify), kieu chit thing; CO chit tir 13 den 14 (phan leti van trong mot van ban 
phai dung ding mgt ca chit); khi xuong dong, chit dau clang phai phai lui vao tir lcm den 
1,27cm (1 default tab); khoang each giita cac doan van (paragraph) ,dat t6i thien la 6pt; 
khoang each gift cac thing hay each d6ng (line spacing) chon t6i thi8u tir each d6ng dam 
(single line spacing) hoac tir 15pt (exactly line spacing) tr6 len; khoang cach t6i da,giita 
cac d6ng la 1,5 dong (1,5 lines). ,Doi voi nhimg van ban c6 phan can cu phap 1S,  de ban 
hanh thi sau moi can cir phai xu6ng dong, cued thing c6 dau "cham phay", rieng can cu 
cu6i cimg ket thfic bang dau "phay". 

- Tn.rang hop n6i dung van ban duqc b6 cue theo phan, chuang, muc, dieu, khoan, 
diem thi trinh bay nhu sau: 

+ Phan, chuang: Tir "Phan", "Chuang" va s6 thir to cua phan, chuang duqc trinh bay 
teen mot d6ng rieng, canh giita, bang chit in thirerng, c6 chit ,tir 13 den 14, kieu chit dimg, 
dam. S6 thir tir cua phan, chuong dung chit so La Ma. Tieu de,(t8n) 	phan, chuong duqc 
trinh bay ngay dual, canh gicra, bang chit in hoa, c6 chit tir 13 den 14, kieu chit dimg, dam. Vi 
du: 

Chuang I 
QUY DINH CHUNG 

+ Tir "Dieu", s6 thd to va tien de dm dieu dirge trinh bay bang chit in 
thuerng, each 18 trai 1 default tab, so du to cua dial dimg chit so A-rap, sau so thir to co 
clan chain; etc chit bang ca chit dm phan leri van (13-14), kieu chit ding, dam. Vi du: 

Dieu 1. 

+ Khoan: S6,thir to cac khoan trong 	muc dimg chit s6 A-rap, sau s6 thir tu co 
dau cham, c6 chit so bang c6 chit cua phan lai van (13-14), kieu chi"( &mg. Vi 	1. 

+ Diem: Mir to cac diem trong moi khoan &mg cac chit cai tieng Viet theo Mir to 
abc, sau c6 dau dOng ngoac don, bang chit in thutmg, c6 chit bang ca chit dm phan 16i 
van (13-14), kieu chit ding. Vi du: a) 

f) B6 cue oh van ban 

- Quyet dinh: Theo dieu, khoan, diem; cac quy the (quy dinh) ban hanh kern theo 
guy& dinh: theo chuong, muc, dieu, khoan, diem; dm% not dung cac Diem la cac not dung 
trinh bay bat clan bang dau each  ngang dau dong truck khi bat dau doan van (J; cuoi cimg 
la dau cong (+) tn.rac khi bat dau (loan van. Cac hinh Mix van ban hanh chinh khac: Theo 
phan, muc, khoan, diem hoac theo khoan, diem. Doi vai cac hinh thirc van ban duqc bo 
cuc theo phan, chircmg, muc, dieu thi phan, chuang, muc, diet' phai co tieu d8. 

- B6 cuc dm van ban duqc b6 tri cac thanh phan the thfrc van ban theo Phu luc so 
I, man trinh bay van ban theo muc luc so II ban hanh kern theo Quy dinh nay. Cu6i nOi 
dung van ban c6 dau cham het va chit 14,  nhay cua ngueri soan thao. 

g) Quyen han, chirc vu, ho ten va chit 14/ cua ngueri co tham quyen 

- Quyen han cua ngueri 141 duqc thgc hi8n nhu sau: 

+ Twang hqp ky thay mat tap the thi phai ghi chit viet tat "TM." (thay mat) vao 
trirac ten tap the lanh dao hoac ten co quan, to chirc, vi 

TM. HOI BONG TRIXONG 	TM. HOI BONG KHOA HQC VA DA° TAO 
CHU TICH 	 CHU TICH 
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+ Tnrerng hqp ky thay Thir truerng ca quan, t6 chirc thi phai ghi chit viet tat "KT." 
(14,  thay) vao truerc chirc vu, sau,dau chain"." Co dau each. Tnrang hqp cap pho dugc 
giao phu trach thi thuc hien nhu cap ph6 k)' thay cap truerng. Vi du: 

KT. HIEU TRVONG 	 KT. TRIYONG KHOA 
PHO HIEU TRIXONG 	 PHO TRVONG KHOA 

+ Tnrang hqp 14,  thira lenh Hieu truerng thi phai ghi chit viet tit "TL." (thira lenh). 
Hieu truang giao cho Tnrerng ph6ng Hanh chinh Tong hqp hoac Tnrong met so dan vi ky 
thira lenh met so loci van ban. Viec giao ky thira fry quyen phai dugc quy dinh bang van 
ban va giai han trong met tired gian nhat dinh. Ngueri dugc thira quyen khong dugc 
fry quyen lai cho nguiri khac V. Van ban ky thira ity quyen theo the thirc va dong dau cua 
cu quan, to chic fry quyen". Vi du: 

TL. HIEU TRIYONG 
TRIXONG PHONG HANH CHINH TONG HOP 

+ Tnrang hqp ky thira by quyen thi phai ghi chit viet tat "TUQ." (thira quyen) 
vao truck chit Hieu true/rig, sau dau cham co dau each. Ghi re chin danh, ten dun vi, to 
chirc cua ngueri ky thira Ay quyen, vi du: 

TUQ. HItU TRIMING 
TRUUNG PHONG TO CHITC CAN BO 

- HQ va ten ghi tren van ban bao gam: HQ, ten dem (neu co) va ten oh ngtrai co 
thim quyen V, ban hanh van ban. Doi voi van ban hanh chinh do Tnrang DHQT ban 
hanh, truac ho, ten dm ngueri ky, khong ghi hqc ham, hqc vi va cac danh hieu danh du 
khac. Trong throng hap can thiet khac, van ban co the ghi them hqc ham, hqc vi. 

h) Nui nhan 

- Noi nhan phai ghi cu the, chinh xac ten tong cu quan, to chirc, ca nhan tai phan 
"kinh giri" va phan "nai nhan" dm van ban. 

- "Nai nhan:" dugc trinh bay bang chit in thuemg,. nghieng, dam; sau do ":" 
xueng hang, phia duai la "- Nhu tren;" va ten cac ca quan,to chirc hoac dun vi, ca nhan 
co lien quan khac bao cao (de bao cao); de thuc hien (de thuc hien); de Luu: VT, ...) 
va dugc in thuang, ding, khong dam; chit nai nhan dat ngang hang vai chirc ngtrai 
Vr, chit 12, cac d6ng tiep theo nhu: Nhu tren, Lath dao cac dun 	chit 11. 

Vi du: 

Nmi nkin: 
- Nhu ten; 
- Giam dOc Hai hoc QuOc gia (a bao cao); 
- Cac don vi: Phong...; Trung tam... (dO thirc hi0); 
- Luu: VT, PHCTH (don vi soan thao). 

Mau a phu luc dinh kern Quy the nay. 

Rieng d6i vai van ban hanh chinh loci hqp dling dugc thuc hien theo mau quy 
dinh dm Be, cu quan quan 13",  nganh (neu co), hoac theo mau a phu luc dinh kern Quy 
the nay. 

2. Van ban chuyen nganh 
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Thuc hien theo quy,  dinh dm BO tn.rong, Thu trudng ca quan quan nganh ban 
hanh sau khi th6 a thuen thong nhat vii B6 truing B6 Nei va. 

3. Van ban trao dt3i vii ca quan, to ethic hoac ca nhan nudc ngoai. 

Thac hien theo cac quy dinh hien hanh cua phap luet va theo th6ng le quec 

Dieu 7. Soan thao van ban 

1. Can cu tinh chat, nOi dung dm van ban can soan thao, Hieu twang giao cho 
met don vi hoac met vien churc soan thao hoac chu tri soan thao van ban. 

2. Dan vi hoac vien chdc duqc giao soan thao van ban c6 trach nhiem thac hien 
cac cong viec sau: 

- Xac dinh hinh thuc, nei dung va d'6 met, dO khan, not nhen van ban; 

- Thu thep, xur 1S7 thong tin co lien quan; 

- Sop thao van ban; 

- Tru6ng hop can thiet, de 'mat vii Ban Giam hien, Truong don vi tham khao,S,  
kien 	cac co quan, to chic hoac 	nhan c6 lien quan; nghien 	tiep thu kien 
de hoan chinh ban thao; 

- Trinh duyet du thao van ban. 

Dieu 8. Duyet du thao van ban, sira chfra, be sung thy thao van ban da duyet 

1. Du thao van ban phai do ngu6i c6 tham quyen ky duyet van ban. 

2.Trong truing hop du thao dirge ngueri c6 tham quyen phe duyet, nhung thay 
can thiet phai sda chira, b6 sung them vao du thao thi don vi hoac Ca rthan &roc giao 
nhiem va soan thao van ban phai trinh ngued da duyet du thao xem xet, quyet dinh viec 
sda chita, bo sung. 

Dieu 9. Kiem tra van ban triatc khi ky ban hanh 

1.,Ngtriri dung dal' dun vi chir tri soan thao van ban phai kiem tra va 	trach 
nhiem,ve dO chinh xac 	nOi dung van ban, 14 nhay/tat vao cuoi nei dung van ban 
(sau &au ./.) tnr6c khi trinh Ban Giam hieu 14 ban hanh; de xuat mire de khan; doi chieu 
quy dinh cua phap luet ve bao ve bi met nha nude xac dinh viec dOng dau met, del 
tuong nhan van ban, trinh ngued 14 van ban quyet dinh. 

2. Twang phong Hanh chinh Tling hop giap Ban Giam hieu kiem tra lan cuoi va 
chiu trach nhiem ye the,  that, ky thuet trinh bay, thutac ban hanh van ban dm Nha 
truing va phai nhay/tat vao vi tri cuoi cdng a "Nai nhen". 

Dieu 10. Ky van bin va thim quyen ky 

1. Hieu tnrang Nha truing k57 tat ca cac van ban do Truing Dai hoc Qu6c to ban 
hanh. 

Cac twang hop ky thay (phai ghi KT.), 14' thira l'enh (phai ghi TL.), 14 thda ay 
quyen (phai ghi TUQ.), ky thay mat (phai ghi TM.); dong thai ng-u6i ky phai chtu trach 
nhiem tnrac phap luet va Hieu truing ye van ban da 14 ban hanh. 

2. Cac Pho Hieu truing dugc 141 thay Hieu truing d6i vii cac van ban thu6c linh 
vuc cong tic do Hieu tnrang phan cong. Rieng cac van ban 14 thay girl Dai hoc QuOc 
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gia Thanh phe He Chi Minh, Be Giao chic va Dao tao va cac Be c6 lien quan phai dugc 
uy quyen bang van ban cua Hieu truong. 

. 3. Tnrang cac don vi trirc thuOc dugc Hieu truong giao cho thira lenh dei vai 
met so loci van ban se dugc ban hanh bang met van ban ca the khac. 

4. Trong nhang truong h9p dac biet, Hieu truong c6 the deng V cho Tnr6ng don 
vi truc thu6c kV thira ay quyen met so van ban. Viec giao kV thira ay quyen phai dugc 
quy dinh bang van ban va giOi han trong met thin gian nhat dinh. Nguari dugc kV thira 
ay quyen khong dugc ay quyen lai cho nguari khac 14. 

5. Khong dung bat chi, but muc do, but inkrc den a V van ban. 

Dieu 11. Ban sao van ban 

1. Cac hinh that ban sao gem: Sao y ban chinh, sao lac va trich sao. 

2. The thirc ban sao thac hien theo Th6ng to se 01/2011/T1'-BNV. 

3. Viec sao y ban chinh, sao 1uc, trich sao van ban do Hieu truong, Throng phong 
Hanh chinh Tong hop quyet dinh va theo quy dinh phap luat. 

4. Ban sao y ban chinh, sao lac, trich sao thvc hien dung quy dinh phap 1114 c6 
gia tri phap ly/nhir ban chinh. 

5. Ban sao chap (photocopy Ca dau va chix kV caa van ban chinh) khong that hien 
theo quy dinh tai Khoan 1 Dieu nay thi chi c6 gia tri thong tin, tham khao. 

, 6. Kh6ng dugc sao, chap, chuyen phat ra ngoai Tnrang 	hoc Quec to nhimg 
kien ghi ben le van ban. Tnrerng hqp cac V kien dm Ban Giam hieu ghi trong van ban 
can thiet cho viec giao dich, trao del cong tac phai dugc the the haa bang van ban hanh 
chink. 

Muc 2 
QUAN VAN BAN 

Dieu 12. Nguyen tic chung 

1. Tat ca van ban di, van ban den dm Tnrong Dai h9c Quec to phai dugc quan 1V tap 
trung tai Van thu cua Nha truarng (sau day g9i tat la Van thir) de lam thu tac tiep nhan, clang 
14, trir nhang loci van ban dugc clang 14 rieng theo quy dinh caa phap luat. Nhimg van ban 
den khong dugc clang k3 tai Van thu, cac don vi, ca than khong c6 trach nhiem giai quyet. 

, 2. Van ban di, van ban den.thu6c ngay nao phai dugc clang 14, phat hanh 
den chuyen,giao trong ngay, cham nhat la,  trong,  ngay lam viec tiep theo. Van ban den ca 

(tong dau chi cac mac dO khan: "Hoa toe" (ke ca "Hea toc" hen gi6), "Thugng khan" va 
"Khan" (sau day g9i chung la van ban khL) phai dugc dang 14, trinh va chuyen giao 
ngay sau khi nhan dugc. Van ban khan di phai dugc hoan thanh thu tac phat hanh va 
chuyen phat ngay sau khi van ban dugc 14. 

3. Van ban, tai lieu co nei dung mang bi mat nha nuac (sau day g9i tat la van ban 
mat) dugc clang V, quan 13",  theo quy dinh cua phap luat hien hanh ve bao ve bi mat nha 
nu6c va hue:mg dan tai Quy the nay. 

Dieu 13. Trinh to quan IS,  van ban den 

Tat ca van ban den Throng Dai hgc Quec to phai dugc quan 1V theo trinh to sau: 

1. Tiep nhan, dang 14 van ban den. 

tfi 

al 
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2. Trinh, chuyen giao van ban din. 

3. Giai quyet va theo dOi, don d6c viec giai quyat van ban den. 

Dieu 14. Tiep nh4n, clang kY van ban den 

1. Khi tiep nhan van ban den tir m9i rigu6n trong gia hoc ngoai 06 lam viec dau 
pith dugc tap trung tai Van thu nha tnrang de lam thil tic tiep nhan, clang 14. 

Van thu hoc wed &lac giao nhiem vu tiep nhan van ban clan phai 'dam tra s6 
Kiang, tinh trang bi, dau niem phong (neu co), kiem tra, doi chieu voi nai gi i tnrac khi 
nhan va ky nhan. Tnremg hop phat hien sai sot, can bao ngay cho nai giri biet de giai 
quyet. 

Van ban den phai dugc clang 14 vao s6 Bang 14 van ban hoc ca sa du lieu quan 
ly van ban den ten may tinh, dong dau "Den" va ghi ngay den. Can dam bao r6 rang, 
chinh xac va kh6ng ghi bang but chi hoc muc do, khong viet tit nhang tir hoc cum tiz 
kh6ng thong dung. 

Hoi voi don, thu khiau nai, t6 cao va nhirng van ban can dugc kiam tra, xac minh 
met van de gi dO, hoc nhang van ban ma ngay nhan each qua xa ngay thang oh van 
ban thi can gift Iai phong bi kern voi van ban de lam chimg. 

D6i voi nhimg van ban giri den khong thuOc dien clang kS,  6 van thu, thi khong 
phai dOng dau "Den" ma dugc chuyen cho ngoai co tham quyen de giai quyet. 

2. Phan loai, ma phong bi van ban den 

a) Loai van ban khong ma phong bi, gem: Van ban giri cho cac t6 chile Hang va 
cac down the trong tnremg; cac phong bi ghi dich danh ten ngoai nhan. 

b) Van thu Nha tnrerng ma phong bi giri van ban ghi giri Truemg Hai h9c Qu6c 
te. 

D6i voi phong bi CO ghi "Mat", "Tuyet mat", "TIM mat" dugc thuc hien theo quy 
dinh tai Th6ng to so 33/2015/TT-BCA ngay 20/7/2015 dm Be Cong an huang clan thuc 
hien met so dieu cua Nghi dinh so 33/2002/ND-CP ngay 28/3/2002 dm Chinh phii quy 
dinh chi tiet thi hanh Phap lenh bao ve bi mat Nha nuac. 

3. D6i voi ban fax, phai chip Iai truac khi dong din "Dan"; d6i voi van ban dugc 
chuyen phat qua mpg, trong truemg hop can thiet, co the in ra va lam thu tic clang dau 
"Den". Sau do, neu khi nhan dugc ban chinh, phai (long dau Den vao ban chinh va lam thO. 
tic clang ky (s6 den, ngay den la so va ngay da clang 14 a ban fax, ban chuyen pith qua 
mpg). 

4. Van ban khin den ngoai gier lam viec, ngay le, ngay nghi, thi vien chirc Wei) 
nhan c6 trach nhiem ky nhan va bao cao ngay voi Ban Giam hieu, Tnreing phong Hanh 
chinh T6ng hop de xirlS7. 

5. Van ban mat den dirge clang 14 rieng hoc neu sir dung phin mem tren may vi 
tinh thi khong dugc not mang LAN (mang nei b6) hoc mang Internet. 

Dieu 15. Trinh, chuyen giao van ban den 

, 	1. Van ban den sau khi dugc (tang 14, phai trinh ngueri co thim quyen 	xin,S,  
kien xir 15/ van ban. Van ban den co clan chi cac mirc de khan phai dirge trinh va chuyen 
giao ngay sau khi nhan dugc. 
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2. Can cir vao y kien chi dao giai quyit, Van thu tiep nhan va chu):in giao clUng 
don vi, Ca nhan 'than van ban theo y kien chi dao. Van ban can dugc chuyen cho dan vi, 
ca nhan c6 trach nhiem giai quyet trong ngay, cham nhat la ngay lam viec ke tiep. 

3. Khi chuyin giao van ban din, phai tien hanh kiim tra, dai chi'iu va giu ,gin bi 
mat nOi dung van ban. Van thu don vi hoac nguai dugc giao tiep nhan van ban den dm 
don vi phai ky nhan vao so chuyen giao van ban. 

Dieu 16. Giii quyet va theo dOi, don dOc vigc giii quyet van bin den 

, 	1. Sau khi nhan dugc van ban din, Van thu don vi phai clang 14 vao so van ban 
den dm don vi va chuyen cho lank dao dan vi, hoac ca nhan co trach nhiem chi dao, giai 
quyet 	thai theo thin han yeu cau cila Ban Giam hieu theo thai han yeu cau dm van 
ban hoac theo quy dinh cua phap luat. Lanh dao don vi, hoac ca nhan khi nhan van ban 
tir van thu don vi phai ky nhan vao so chuyen giao van ban dm don vi. 

, 2. Truimg hop van ban din khong c6 yeu cau thai ham tra 16i thi thai han giai 
quyet dugc thuc theo Quy the lam viec oh co quan. 

, 3. Van thu co trach nhiem tang hop so lieu van ban din, van ban din da dugc giai 
quyet, da den han nhung chua dugc giai quyet de bao cao Tnrang phong Hanh chinh 
Tong hop:  Doi vai van ban den c6 dau "Tai lieu thu hoi", Van thu c6 trach nhiem theo 
dOi, thu hoi hoac gui tra lai not gfri theo dung thai han quy dinh. 

4. Tnrong phong Hanh chinh Tang hop c6 trach nhiem don dac, bao cao Ban 
Giam hieu ye firth hinh giai quyet, tien d6 va ket qua giai quyet van ban den de thong 
bao cho cac don vi lien quan. 

Dieu 17. Trinh tkr giii quyet van bin di 

Van ban di phai &roc quan ly theo trinh to sau: 

1. Kiem tra the thirc va ky thuat trinh bay van ban; ghi so va ngay, thing, nam 
cua van ban. 

2. Dang ky van ban di. 

3. Nhan ban, clang &au ca quan va dau mire d6 mat, khan. 

4. Lam thil tuc phat hanh, chuyin phat va theo dOi viec chuyin phat van ban di. 

5. Luu van ban di. 

Dieu 18. Kiem tra the thfrc va ky thu4t trinh bay van bin; ghi so va ngay, 
thing dm van bin 

1. Kiem tra the thuc va ky thuat trinh bay van ban 

Truck khi phat hanh van ban, Van thu kiem tra lai the thirc va ky thuat trinh bay van 
ban;, neu phat hien sai sot thi bao cao Tnr6ng phong Hanh chinh Tong hop xem xet, giai 
quyet. 

2. Ghi so va ngay, thing ban hanh van ban 

a) Ghi so ciia van ban 

- Tat ca van ban di dm Tnrons Dai hoe Quac to dugc ghi so theo he thong so 
chung cua Nha twang do Van thu thong nhat quart 1E/; tnr truirng hop phap luat c6 quy 
dinh khac. 
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- Viec ghi se van ban quy pham phap luat dugc thuc hien theo quy dinh cua phap 
luat hien hanh va dang ky rieng. 

- Viec ghi se van ban hanh chinh thuc hien theo quy dinh tai Diem a, Khoan 1, 
Dieu 8 Thong tu so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 dm Be Nei vu ve 
huang dan the thuc va ky thuat trinh bay van ban hanh chinh. 

b) Ghi ngay, thang dm van ban 

Viec ghi ngay, thang, nam dm van ban hanh chinh dirge thuc hien theo quy dinh 
tai Diem b, Khoan 1, Dieu 9 Thong tu so 01/2011/TT-BNV. 

3. Van ban mat di dugc danh so va dang ky rieng. 

Dieu 19. Ding kS,  van bin 

Van ban di dugc dang ky vao s6 tang ky van ban di hoc ca du lieu quan lY 
van ban di tren may tinh. 

1. Lap s6 dang kY van ban di 

Can cir tong s6 va s6 luong moi loci van ban di hang nam, Nha truing quy dinh 
cu the viec lap so dang ky van ban di cho phi]. hop. 

Van ban mat di dugc dang Icy rieng. 

2. Dang Icy van ban di 

Viec dang 14 van ban di dugc thuc hien theo phuang phap c6 truyen (dang ky 
bang so) hoc dang Icy tren may tinh. 

Dieu 20. Nhin ban, dong dau ca quan va din mirc Hg khin, mat 

1. Nhan ban 

a) S6 luqng van ban can nhan ban a phat hanh throe xac dinh ten ca so.  so 
luting tai nai nhan van ban; neu gin den nhieu nai ma trong van ban kh6ng liet ke du 
danh sach thi don vi sop thao phai có phi). Inc nai nhan kern theo luu o Van thu. 

b) Ncri nhan phai dirge xac dinh cu the trong van ban tren nguyen tac van ban 
chi *Ili den ca quan, to chirc (neu re' ten ca quan, to 	dan vi cc') chirc nang, tham 
quyen giai quyet, to chirc thuc hien, ph6i hop thuc hien, bao cao, giam sat, kiem tra lien 
quan den nei dung van ban; khong gin vucrt.  cap, khong gfri nhieu ban cho met doi 
tucmg, khong giri den cac doi tuong khac chi de biet, de tham khao. 

c) Gift gin bi mat nei dung van ban va thuc hien danh may, nhan ban theo dfing 
thei gian quy dinh. 

d) Viec nhan ban van ban mat phai coy  kin dm Ban Giam hieu va dugc thuc 
hien theo quy dinh tai KhoL 1, Dieu 8 Nghi dinh so 33/2002/ND-CP va Dieu 6 Thong 
tu so 33/2015/TT-BCA. 

2. Deng dL co quan 

a) Khi dong dL len chit Icy thi dau phai tram len khoang 1/3 cht 	phia ben 
trai. 

b) Dau dOng phai re rang, ngay ngan, dung chieu va &mg muc dau mau do tuai 
theo quy dinh. 

c) Deng dau vao phu luc kern theo 
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Viec dong du len cac phi lac kern theo van,ban chinh do ngueri 14,  van ban quy'et 
dinh va diu dugc dOng trang dau, trim len met phan ten Nha truang hoac ten cita ph919c. 

d) Dong dau giap lai 

Viec dong dau giap lai (fed vai van ban, tai lieu chuyen nganh va phi). 19c kern 
theo: Dau dugc clang vao khoans gifra mep phai dm van ban hoac phi tic van ban, tram 
len met phan cac to giay, m6i dau khong qua 05 trang. 

3. DOng dau de khan, mat 

a) Viec dOng dau cac de khan (khan, thugng khan, hoa tor, hoa t6c hen gia) ten 
van ban hanh chinh dugc thuc hien theo quy dinh tai Diem b, Khoan 2, Dieu 15 Thong 
to s6 01/2011/TT-BNV. 

b) Viec dong dau cac de mat (mat, tuyet mat, t6i met) va dau tai lieu thu hoi dugc 
lchac san theo quy dinh tai Thong tu so 33/2015/TT-BCA ngay 20/7/2015 cua BO Cong 
an huffing dan thuc hien met so dieu cua Nghi (firth so 33/2002/ND-CP ngay 28/3/2002 
cita Chinh phi quy dinh chi tiet thi hanh Phap lenh bao ve bi mat Nha nuerc. 

c) Vi tri dong dau de khan, dau de mat va dau pham vi luu hanh (tra lai sau khi 
hop, xem xong tra lai, km hanh nei be) ten van ban dugc thuc hien theo quy Binh tai 
Diem c, Khoan 2, Dieu 15 Thong tu so 01/2011/TT-BNV. 

Dieu 21. Thu tic phat hanh, chuyen phat va theo doi viec chuyen phat van ban di 

1. Thu tic phat hanh van ban 

Van thu Nha truerng tin hanh cac cong viec sau day khi phat hanh: 

a) Lua chgn bi; 

b) Viet bi; 

c) Vao bi va dan 1)1; 

d) Deng dau de khan, dau 14 hieu de mat va &Au khac len bi (neu co). 

Doi vai van ban mang bi mat nha nuac thuc hien theo Dieu 7 Thong tu se 
33/2015/TT-BCA. 

2. Chuyen phat van ban di 

a) Nhi:ing van ban da lam day du cac thu tic hanh chinh phai dugc phat hanh 
ngay,  trong ngay van ban do dirge clang lq,,cham nhat la trong ngay 	viec tiep theo. 
Doi vai van ban quy pham phap luat co the phat hanh sau 03 ngay, ke tic ngay 14 van 
ban. 

b) Doi vai nhang van ban "hen gia", "hoa tec", "khan", "thugng khan" phai dugc 
phat hanh ngay sau khi lam day du cac thu tic hanh chinh. 

c) van ban di dugc chuyen phat qua buu dien phai dugc Mug k)% vao gui van 
ban di buu dien. Khi giao bi van ban, phai yeu cau nhan vien buu dien kiem tra, 14 nhan 
va dong dau vao so; 

d) Viec chuyen giao truc tiep van ban cho cac don vi, ca nhan trong Truerng Dai 
hoc Qu6c to hoac cho cac ca quan, don vi, ca nhan ben ngoai phai dugc ky nhan vao S6 
chuyen giao van ban; 

d) Chuyen phat van ban di bang may fax, qua mang 
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Trong trvang hop can chuyen phat nhanh, van ban di c6 the dtrac chuyen phat 
cho ncri,nhan bang may fax hoc chuyen qua mpg, trong ngay lam viec phai 	ban 
chinh doi vai nhfing van ban c6 gia tri hru 

e) Chuyen phat van ban mat thpc hien theo quy dinh tai Dieu 10 va Dieu 16 Nghi 
dinh so 33/2002/ND-CP ngay 28 thang 3 nam 2002 ciia Chinh 

3. Theo dOi viec chuyen phat van ban di 

a) Van thu truang co trach nhiem theo dOi viec chuyen phat van ban di; 

b) Lap Phieu giri de theo dOi viec chuyen phat van ban di theo yeti cau cua nguai 
14 van ban. Viec xac dinh nhang van ban di can lap Phieu giri do don vi hoc ca nhan 
soan than van ban de xuat, trinh nguai lc)",  quyet dinh; 

c) D6i vai nhfing van ban di c6 dOng dau "Tai lieu thu h6i", phai theo dOi, thu h6i 
dung thai han; khi nhan lai, phai lciem tra, doi chieu de bao dam van ban khong bi thieu 
hoSc that lac; 

d) Tnrang hop phat hien van ban bi that lac, khong c6 nguai nhan phai bao cao 
ngay Twang ph6ng Hanh chinh Tong hgp de xir V/. 

Dieu 22. Ltru van ban di 

1. M6i van ban di phai ducyc ltru hai ban: Ban g6c luu tai Van thu Nha truang va 
01 ban chinh hru trong ho so cong viec dm don vi tham mtru. 

2. Ban g6c ltru tai Van thu Nha tn.rang phai dugc dong dau va sap xep theo thin to 
dang 

3. Viec ltru gilt, bao quan va sir dung ban hru van ban di c6 dong dau chi cac mirc 
d6 mat duac thpc hien theo quy dinh hien hanh ve bao ve bi mat nha mac. 

4. Van thu c6 trach nhiem lap s6 theo dOi va phpc vu kip thai yeu cau sir dung 
ban km tai Van thu theo quy dinh cua phap lust va quy dinh cu the dm co quan, to chirc. 

Muc 3 
LAP HO SO VA GIAO NQP HO SO, TAI LIEU VAO LIM TR' CO QUAN 

Dieu 23. N(ii dung viec 14p ho sa va yeu cau del voi he sa dtrqc 14p 

1. NOi dung viec lap h6 so cong viec 

a) MO h6 sa 

Can cir vao Danh muc h6 so dm Nha truang va thtrc t6 cong viec dugc giao, vien 
chirc phai chuan bi bia ho so, ghi tieu de ho so len bia ho so. Vien chirc trong qua trinh 
giai quyet cong viec cua minh se tiep tpc dua cac van ban hinh thanh c6 lien quan vao ho 
So. 

b) Thu thap van ban vao h6 so 

- Vien chirc c6 trach nhiem lap 11.6 sa can thu thap day dit cac van ban, gia'y to va 
cac to lieu c6 lien quan den sir viec vao h6 so; 

Cac van ban trong h6 so phai dugc sap xep theo mot tenth to hqp 1y, tit)/ theo 
dac diem khac nhau cua cong viec de lira chon cach sap xep cho thich hop (chit y'eu la 
theo trinh to thai gian va dien bien cong viec). 

c) Ket thuc va bien mpc h6 so 
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- Khi congviec 	quyet xong thi h6 sa ding ket 	Vien chirc có trach 
nhiem lap ho sa phai kiem tra, xem xet, b6 sung nhimg van ban, giay to con,  thieu va 
loai ra van ban tang thira, ban nhap, cac to lieu, sach bao khong can de trong ho sa; 

D6i vai cac h6 so co th6i han bao quan vinh vien, vien chuc phai bien mkic h6 sa 
day N. 

2. Yeu can d6i vai moi h6 so &roc lap 

a) H6 sa &roc lap phai phan anh dung chirc nang, nhiem vu cua Nha truOng, 
dan vi hinh thanh h6 sa; 

b) Van ban, tai lieu dugc thu thap vao h6 so. phai CO su lien quan chat the vai 
nhau va phan arth dimg trinh to dien bien cua sir viec hay trinh to giai quyet ding viec; 

c) Van ban trong h6 sa phai co gia tri bao quan tuang d6i &Ong den. 

Dieu 24. Giao nh4n ho so., tai lieu vao btu frit cua Nha truirng 

1. Trach nhiem vien chirc 

a) Vien chirc phai giao n0p,h6 sa, tai lieu vao Luu 	Nha tn.rerng theo th6i 
han duac quy dinh tai Khoan 2 Dieu nay. Truong hop can gift lai ho sa, tai lieu den han 
nOp km phai thong bao bang van ban cho Luu trir Nha twang biet va phai dirge sir (long 
y dm Ban Giam hieu, nhtmg thai han gift lai khong qua 02 nam; 

b) Vien chirc khi chuyen ding tac, thoi viec, nghi htrang the d6 bao hiem xa h6i 
phai ban giao ho sa, tai lieu cho Nha tru?mg hoac cho ngueri ke nhiem, khong &roc gilt 
ho sa, tai lieu dm Nha tru6ng lam tai lieu rieng hoac mang sang co quan, to chirc khac. 

2. Thai han nOp km 116 sa, tai lieu 

a) Trong thed han 01 nam ke to ngay cong viec ket thtic; 

b) Sau 03 thang ke tir ngay cong trinh dirge guy& town d6i vai tai lieu xay dung ca 
ban; 

3. Thu tic giao nhan 

Khi giao nOp h6 so, tai lieu don vi, vien chirc phai lap 02 ban Muc kw he so., tai 
lieu nOp luu va 02 ban Bien ban giao nhan tai lieu. Luu trit Nha tru6ng va ben giao tai 
lieu moi ben gift moi loai mot ban. 

Dieu 25. Trach nhiem doi v6i viec 14p he so' va giao nep ho so., tai lieu vao 
Luu tr& cua Nha truirng 

1. Trach nhiem cita Ban Giam hieu 

Hang nam, Ban Giam hieu có trach nhiem chi dao xay dung Danh rime h6 so
Nha tru6ng; chi dao cong tac lap ho sa va giao nOp ho sa, tai lieu vao km frit d8i vai cac 
don vi thuOc pham vi quan ly cua minh. 

2. Trach nhiem cua Truong ph6ng Hanh chinh T6ng hop 

a) Tham mtru cho Hieu truong trong viec chi dap, kiem tra, huang dan lap ho so 
va giao n6p ho so, tai lieu vao luu tru doi vai cac don vi trvc thuOc; 

b) TO, chtic thuc hien viec lap he so va giao nOp he so, tai lieu vao km tit Nha 
true:mg. 

3. Trach nhiem cua Truomg don vi true thuOc va vien chirc 
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a) Tnrong don vi c6 trach nhiem chi dao,,  don dec vien chirc thuOc don vi minh 
thuc hien viec lap ho so cong viec va giao n6p ho so, tai lieu vao Ltru frit theo ke hoach 
trien khai cua Nha trtrang; 

b) Vien chirc c6 trach nhiem lap 11'6 so ding viec duqc phan cong theo dOi, giai 
quyet; 

c) Giao n6p hO so, tai lieu dung th6i han va dung thii We quy dinh. 

4. Trach nhiem cua nhan vien van thu, km tnt 

Vien chirc van thu, km tr(t CO trach nhiem huemg dAn cac don vi va vien chirc lap hO 
so cong viec; giao n6p ho so, tai lieu vao Luu tru Nha tnr6mg theo dimg quy dinh cita Nha 
mrac. 

Myc 4 
QUAN LY VA Sir DUNG CON DAU 

Dieu 26. Quin 1ST con dAu 

1. Truing phong Hanh chinh Tong hop chili trach nhiem tnx6c Hieu tnremg viec 
quart ly, sir dung con dau cua Tru6ng Dai hoc Quoc t6. 

2. Viec quart lY va sir dung con dau cua Tru6ng Dai hoc QuOc to dugc giao cho 
Van thu. Van thu &roc giao sir dung va bao quart con dau chin trach nhiem tnrerc Ban 
Giam hieu va lanh dao don vi viec quan ly va sir dung con dau, co trach nhiem thuc hien 
nhimg quy dinh sau: 

a) Con clan phai dugc bao quan tai ph6ng lam viec cua vien chirc van,thu (Van 
thu). Tnrang hop can dua con dau ra Ichoi truing hoac don vi phai dugc sir dingy  
Hieu tnrong va phai chin trach nhiem ye viec bao quan, sir dung con dau. Con dau phai 
dugc bao quart an toan trong gi6 cling nhu ngoai gi6 lam viec; 

b) Kh6ng giao con d'Au cho ngtr6ri Ichac khi chua dugc phep bang van ban dm 
ngu6i c6 tham quyen. 

3. Khi net dau bi mon hoac bien clang, nhan,  vien van thu phai bao cao Hieu 
tnremg va ngu6i &roc giao trach nhiem 	tin.' tuc doi con clan. Tnr6mg hop con dau bi 
mat, phai bao cao ngay Hieu tnr6ng, Truing phong Hanh chinh T6ng hop de bac, cao co 
quan cong an, not xay ra mat con dau, lap bien ban. 

Dieu 27. Sir dyng con din 

1. Vien chirc van thu phai to tay dOng dau vao cac van ban dm Nha tru6mg. 

2. Chi dong dau vao cac van ban khi cac van ban dung hinh thirc, the thirc va c6 
chit ky cua ngu6i co thAm quyen. 

3. Kh6ng dugc dOng clan trong cac tru6ng hgp sau: Dong dau vao giay,lchong co 
n6i dung, dong dau tru6c khi 	dong dau santren giay tang hoac dong dau len cac 
van ban co chit kY cua nguoi khong co tham quyen. 
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Chuang III 
CONG TAC LU U TRtr 

Mile 1 
CONG TAC THU THAP, BO SUNG TAI LIEU 

Dieu 28. Giao nhan ho sa, tai lieu vim Lau trer ca quan 

Hang nam vien chirc km tray cua Nha truang co nhi6m vu to chirc thu thap h6 sa, 
tai lieu da den han nap luu vao kho luu tnCt tnrang, cu the: 

1. Lap 1(6 hoach thu thap 116 sa, tai 

2. Phi hap vai cac don vj, vien elide xac dinh nhting loai 116 sa, tai lieu can nap 
km vao Luu trit co quan. 

3. Huang din cac don vj, vien chirc chuin bj h6 so, tai 1i6u va lap "Mvc hie h6 
so, tai li6u nap luu". 

4. Chuin bi kho va cac phuang tin bao quan de tip 'than h6 so, tai li6u. 

5. T6 chic tiep nhan h6 so, tai li6u, lciem tra de)i chi6u gida mvc lvc h6 sa, tai li6u 
nap km vai thuc to tai li6u va lap Bien ban giao nhan tai 

Dieu 29. Chinh ly tai lieu 

H6 so, tai li6u cua co quan Nha truang va cac don vi true thuac phai dtrac chinh 
1/ hoan chinh va bao quan trong kho km till. 

1. Nguyen tic chinh ly 

a) Kh6ng phan tan phong luu 

b) Khi phan loai, lap h6 so (chinh sira hoan thi6n, phvc hoi hoac lap mbi h6 so), 
phai ton trong su hinh thanh tai li6u theo trinh to theo dOi, giai quyet cong vi6c (kh6ng 
pha va ho so da lap). 

c) Tai li6u sau khi chinh ly phai phan anh chrac cac hoat dang cua cac b0 phan, 
don vi true thuOc hoac cua Nha truang. 

2. Tai li6u sau khi chinh 1S,  phai dat yeu cAu: 

a) Phan loai va lap h6 so hoan chinh; 

b) Xac dinh thai han bao quan cho h6 so, tai li6u; 

c) He thong hoa h6 so, tai li6u; 

d) Lap cong Cu tra ciru: Mtic lvc h6 so, co sa du li6u va cac cong cu tra ciru Ichac 
phvc vv cho vi6c quan 17 va tra ciru sir dung tai li6u; 

d) Lap danh intic tai lieu het gia tri. 

Dieu 30. Xic dinh gia tri tai lieu 

1. Vien chirc van thu, vien chirc km tril Nha truang c6 nhi6m vv gidp Truang 
phong Hanh chinh Tong hap xay dung bang thai han bao quan tai li6u trinh Hi6u throng 
ban hanh sau khi c6 kien tham dinh 	co quan c6 tham quyen. 

2. Vic xac dinh gia tri tai li6u phai dat dirijc yeu can sau: 

T I 
D 

iro 
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, 	a) Xac dinh tai lieu can bao quan vinh vien va tai lieu bao quart c6 th6i han bang 
so nam cu the; 

b) Xac dinh tai lieu het gia tri a tieu 

Dieu 31. H6i ding xac dinh gia tri tai lieu 

Thpc hien theo quy dinh tai Dieu 18 Luat luu tit 2011. 

Dieu 32. Hay tai lieu het gia tri 

Thirc hien theo quy dinh tai Dieu 28 Lust luu trir 2011. 

Dieu 33. Thai han n6p luu h6 scr, tai lieu vao Luu frit Lich sir 

Thpc hien theo quy dinh tai Dieu 21 luat Luu tit 2011. 

Muc 2 
BAO QUAN, TO Clitt Sir DVNG TAI LIEU LUAU TRU 

Dieu 34. Bao quan tai lieu hru trir 

1. Ho so, tai lieu chua den han nqp luu vao Luu tit Nha truing do cac vien chirc 
to bao quan va phai dam bao an town cho cac h6 so, tai lieu. 

2. H6 so, tai lieu hru tilt den han nOp luu phai dugc giao nOp vao Luu tni Nha 
tnrerng va tap trung bao quart trong kho luu tit cua truing. Kho luu tit phai dugc trang 
bi day du cac thiet bi, phuang tien can thiet theo quy dinh dam bao an toan cho tai lieu. 

3. Throng phong Hanh chinh,T6ng hop c6 trach nhiem chi dao thgc hien cac quy 
dinh ye bap quan tai lieu luu,trit: B8 tri kho luu trii,theo dimg tieu chub quy dinh; thpc 
hien cac bin phap phOng, chng chay, no , phong chong thien tai, phong gian, bao mat deli 
v6ri kho km trU va tai lieu km tit; trang bi day du cac thiet bi ky thuat, phucmg tien bao 
quan tai lieu luu tra; duy tri cac the dO bao quan phi" hop vai tirng loai tai lieu km tnt. 

Vien chirc van thu, luu tnz cua Nha truemg c6 trach nhiem: B6 tri, sap xeRkhoa 
hoc tai lieu luu tnt; ho sa, tai lieu trong kho de trong hOp (cap), dan nhan ghi day du 
thong tin theo quy dinh de tien thong ke,kiem tra va tra ciru; thuong xuyen kiem tra tinh 
hinh tai 	c6 trong kho de nam dugc so luting, chat luting tai lieu. 

Dieu 35. Doi turig va thii tic khai thac, sir dung tai lieu 

1. Tat ca vien chirc trong, ngoai truing va moi ca nhan deu dugc khai thac, sir 
dung tai lieu km trCt vi mpc dich cong vu va cac nhu cd'u rieng chinh dang. 

2. ViEn chirc ngoai truing nghien cuu tai lieu vi 'nue dich cong vu phai co giay 
giai thieu ghi r8 mpc dich nghien ciru tai lieu va phai dugc Lanh dao Nha truing hoac 
TnrErng phong Hanh chinh Tong hop dungy.  

3. Ca nhan khai thac sir dung tai lieu vi muc dich rieng phai c6 don xin sir dung 
tai lieu, chimg minh thu nhan dan, can ctrac cong dan hoac hO chieu va phai dugc Lanh 
dao Nha truing hoac Throng phong Hanh chinh T6ng hop ding y. 

Dieu 36. Cac hinh thirc to chirc sir dung tai lieu hru frit 

Thpc hien theo quy dinh tai Dieu 32 Luat luu tilt 2011. 

Dieu 37. Thim quyen cho phep khai thic, sir dyng tai lieu hru trfr 

Thpc hien theo cac quy dinh tai Dieu 31 va Dieu 34 Luat luu trii 2011. 
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Dieu 38. Quin ISivi§c sir dung tai We'u u rn tril 

1. Luu tnINha tnrang phai c6 nOi quy ph6ng d9c. 

2. Ni9 quy phong doe bao gom cac n'9i dung can quy dinh sau: 

a) Thai gian phac va dt5c gia; 

b) Cac giAy to d(ic gia can xuAt trinh khi den khai thac tai lieu; 

c) Nhimg vat clang dugc va khong dugc mang vao phong d9c; 

d) Quy (filth dOc gia phai thuc hien cac thu tac nghien ciru va khai thac tai lieu 
theo huOng dun cua nhan vien phong doe; 

d) 1EY9c gia khong dugc toy sao, chap anh tai lieu, du lieu tren may tinh va thong 
tin trong cong cu tra tiro khi chua dugc phep; 

e) Ngoai cac quy dinh ten, dOc gia can thuc hien nghiem chinh cac quy dinh c6 
lien quan trong NOi quy ra, vao CO' quan; Quy dinh ye sir clang tai lieu; Quy dinh ye 
phong, chong chay no cua Nha truang. 

3. Vien chirc km tit Nha twang phai lap cac s6 nhap, xuAt tai lieu, so clang 14 mac 
luc ho so va s6 dung ky dOc gia de quan 1S1 tai lieu km trit va phac va khai thac tai lieu. 

Chuang IV 
KHEN THVONG, KY LUAT VA ICHIEUMI, TO CAO 

Dieu 39. Khen thuirng va xir Iy vi pham 

Cac dcm vi, ca nhan c6 thanh tich trong cong tan van thu, ltru trit se dugc khen 
thuong theo quy dinh ctia phap 11141. 

Dan vi, to chdc va ca nhan nao vi pham quy dinh nay va nhimg quy dinh khac 
cua phap luat ye cong tac van thu, luu to thi toy theo tinh chat, mirc d'a vi pham se bi 
xir 1)% 14 luat hoac chuyen ca quan co tham quyen truy cfru trach nhiem hinh su theo quy 
dinh cua phap luat. 

Dieu 40. Khieu nui, to cao 

theo quy dinh cua phap luat ye khieu nai, to cao. 	 OC 

Chuang V 
DIEU KHOAN THI HANH 

Dieu 41. Hi'e'u ltrc thi hanh 

Quy the nay c6 hieu luc ke tir ngay kS,  ban hanh. Cac quy dinh tuck day trai \fed 
Quy the nay deli bi bai 1)6. 

Dieu 42. Trach nhqm thi hanh 

1. Tnreng phong Hanh chinh T6ng hgp c6 trach nhiem gidp Hieu twang to chirc, 
theo doi, don doc, kiem tra cac don to chic, ca nhan trong twang thuc hien quy the nay. 

2. Truftg cac don vi, cac to chirc down the trong trtrmg chiu trach nhiem ph6 
bien, quan triet va trien khai thuc hien nghiem tic quy the nay. 

HAI 
To chirc, ca nhan co quyen khieu nai, to cao cac hanh vi vi pham phap 1114 ve 

cong tac van thu, ltru tni. 	 tub 

Viet giai quyet khieu nai, to cao trong cong tac van thu, hru tru dirge thuc hien 
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3. Trong qua trinh thuc hien, neu c6 Van de phat sinh ho4c yu6ng mac can sira 
ded, bo sung thi cac don vi, to chic ya ca than trong tru6ng phan anh kip theri ye 
Truing ph6ng Hanh chinh Tong hop de tong hop bao cao Hieu truemg xem xet, quyet 
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Phy lye I 

BANG CHIC VIET TAT TEN LORI VAN BAN VA BAN SAO 
(Trich Thong to so 01/2011/TT-BNV ngay 19 thong 01 nom 2011 cita BO Nqi vu) 

Stt Ten loci van ban hanh chinh _ 	A  tat Chu.i vet tat 

1 Nghi quyat (ca biat) NQ 

2 Quyat dinh (Ca b*) QD 

3 Chi thi (ca biet) CT 

4 Quy the QC 

5 Quy dinh QyD 

6 Thong coo TC 

7 Thong bao TB 

8 Huang an HD 

9 Chuang trinh CTr 

10 Ka hoach KIT 

11 Phucmg an PA 

12 De an DA 

13 Du an DA 

14 Bao coo BC 

15 Bien ban BB 

16 T6 trinh TTr 

17 Hop ding HD 

18 Cong van 

19 °Ling din CD 

20 Ban ghi nha GN 

21 Ban cam kat CK 
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22 Ban tit& thulan TTh 

23 GiAy chirng nhAri CN 

24 GiAy tly quy6n UQ 

25 GiAy mOi GM 

26 GiAy gkri thi0 GT 

27 GiAy nghi pile') NP 

28 GiAy di throng DD 

29 GiAy Bien nhAn h6 so BN 

30 Phi6u giri PG 

31 Phi6u chuyen PC 

32 Thu cong 

Ban sao van ban 

1 Ban sao y ban chinh SY 

2 Ban trich sao TS 

3 Ban sao luc SL 
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Phu Inc II 

SO DO BO TRI CAC THANH PHAN THE THUG VAN BAN 
(Tren mot trang gia'y kh6 A4: 210 mm x 297 mm) 

(Trich Th6ng to so 01/2011/TT-BNV ngay 19 thong 01 nom 2011 cua Bo Noi vu) 

0 
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Ghi chi: 

O so : Thanh phan the thin van ban 

1 : Quoc hieu 

2 : Ten ca quan, to chirc ban hanh van ban 

3 : 86, kY hieu dm van ban 

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

5a : Ten loai va trich yeu nei dung van ban 

5b : Trich yeu not dung cong van 

6 : Nei dung van ban 

7a, 7b, 7c : Quyen han, chirc vv, ha ten va chit kY dm ngueri c6 thAm quyen 

8 : D'Au dm ca quan, to chirc 

9a, 9b : Nai nh6n 

10a : D'Ali chi mire d6 mat 

10b : D'Au chi mirc dO IchAn 

11 : Dar'u thu h'6i va chi dan ye pham vi lu-u hanh 

12 : Chi dan ye du thao van ban 

13 : KY hieu ngueri danh may va s6 luvng ban phat hanh 

14 : Dia chi ca quan, to chirc; dia chi E-Mail: dia chi Website; s6 
dien thoai, s6 Telex, so Fax 

15 : Logo (in chim duai ten ca quan, to chtk ban hanh van ban) 
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Phy Inc III 

SO DO BO MI CAC THANH PHAN THE THtTC BAN SAO VAN BAN 
(Tren mot trang giAy MI6 A4: 210 mm x 297 mm) 

(Trich Thong to so 01/2011/TT-BNV %ray 19 thong 01 nom• 2011 ciia BO Nai vu) 

Ghi cha: 

I 

TR 
D 

a u i 
o so : x 	x 	, 	.> Thanh phan the thirc ban sao 

1 : Hinh thirc sao: "sao y ban chinh", "trich sao" hoot "sao Ipc" 

2 : Ten ca quan, to chirc sao van ban 

3 : SO, IcY hieu ban sao 

4 : Dia danh va ngay, thong, nom sao 

5a, 5b, 5c : Chirc vti, ha ten va chit IcY oh ngtreri co tham quyen 

6 : Dan cila ca quan, to chirc 

7 : Nai nhan 
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Phu lac IV 

MAU CHU' VA CHI TIET TRINH BAY THE THUt VAN BAN VA THE THirC BAN SAO 
(Trich Thong to so 01/2011/11 -BNV ngay 19 thing 01 nam 2011 clic: BO 1%1Oi vu) 

Stt 
Thanh phan the thirc va 

chi tiet trinh bay 
Loai chit 

Co• 
chit 

Kieu chit 

Vi du minh hoa 

Phong chir Times New Roman CY 
chic 

(1) (2) (3) (4) (5) (6) (7) 

1 Quoc h* 

- Deng ten In hoa 12-13 Dung, dam ONG HOA XA HQI CHiJ NGHIA VIETNAM 12 

- D6ng duai In thuang 13-14 Dung, dam DO 14 — Tv do — Hanh pink 13 

- Deng Ice ben duai 

2 Ten cu quan, to chirc 

- Ten ca quan, t6 chirc chil 
quan cap tren truc tiep 

In hoa 12-13 Dung BO TAI CHINH 12 

- Ten ca quan, to chirc In hoa 12-13 Dimg, dam CJC QUAN LY GIA 12 

- Dong Ice ben duci 

3 S6,14 hieu dm van ban In thuang 13 Dung 
S6: 15/QD-BNV; S6: 05/BICHCN-VP; S6: 12/UBND- 

VX 
13 
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4 
Dia dank va ngay, than, 
nam ban hanh van ban 

In thirling 13-14 Nghieng 
Ha Ni, ngay 05 thang 02 nam 2009 

Thanh pho Ho Chi Minh, ngay 29 thang 6 nam 2009 
13 

5 
Ten 1oai va trich yeu n6i 
dung 

a 
D6i vlii van ban c6 ten 
loci 

- Ten loci van ban In hoa 14 Dirng, dam CHI THI 14 

- Trich y6u nOi dung In thuling 14 Dimg, dam Ve ding tic phong, chOng lot boo 14 

- Dong ke ben dulii 

b D6i vai cong van 

Trich yell nOi dung In thuemg 12-13 Dimg V/v nang bac luang nam 2009 13 

6 N6i dung van ban In thuling 13-14 Dung Trong cong tac chi dao... 14 

a 
G6m phan, chuang moc, 
di6u, khoan, di6m, ti6t, 
tieu tiet 

- Ur "phan", "chuang" va 
s6 thir to dm phan, 
chilling 

In thuling 14 Dung, dam Phil' I Chuang I 14 

- Tieu de oh phan, 
chuang 

In hoa 13-14 Dung, dam QUY DINH CHUNG QUY DINH CHUNG 14 
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- "'a "muc" va s6 thir ti; In thuong 14 Dimg, dam Muc 1 14 

- Tieu de dm muc In hoa 12-13 Dting, dam GIAI THiCH LUiNT, PHAP LVNH 13 

- Dieu In thuOmg 13-14 Dung, dam Dieu 1. Ban sao van ban 14 

- Khoan In thuong 13-14 Dirng 1. Cac hinh thirc... 14 

- Diem In thuOrrig 13-14 Ming a) Dtii vai ... 14 

- Tiet In thuong 13-14 DCrng - 14 

- Tieu tier In thuong 13-14 Dung + 14 

b 
&dm phan, muc, ichoan, 

z 	, 	• 	. 
diem, tiet, tieu tiet 

- Tir "pheri" va s6 thir to In thuOng 14 Dung, dam Phan I 14 

- Tieu de cna pilau In hoa 13-14 Dimg, dam TINH HiNH THVC HItN NHItM VV... 14 

- s6 thin to va tieu de cua 
muc 

In hoa 13-14 Dung, dam I. NHUNG KET QUA... 14 

- Khoan: 

TnrOng hop c6 tieu de In thuOng 13-14 Ding, dam 1. Pharr vi va diii tuvng ap dung 14 

Truang hqp khong co tieu 
de 

In thuOng 13-14 Ding 1. Thong to nay c6 hieu luc thi hank sau 15 ngay ke... 14 

- Diem In thuOng 13-14 Dirng a) DM vai .... 14 

28 



- Ti& Dimg - 14 

- Ti6u ti6t Dirng + 14 

Chdc vu, ho ten dm ngtr6i 
, 
KY 

- Quy'en han cila ngu6i 14 In hoa 13-14 Ding, dam TM. UY BAN NHAN DAN KT. BO  TRU' 'ONG 14 

- Chirc vu dm ngu6i 14 In hoa 13-14 Dimg, dam CHU TECH THe TRU'oNG 14 

- H9 ten dm ngu6i 14 In thuong 13-14 Dimg, dam NguyZn Van A Tran Van B 14 

8 Nai nhan 

a 
Tir "kinh gdi" va ten ca 
quan, to chdc, ca nhan 

In thuong 14 Dimg 14 

- Gdi mOt nai Kinh giri: B6 Cong thtrang 14 

- Gui nhi6u nai 

Kinh giri: 
- B6 N6i vu; 
-136 K6 hoach va Dau ttr; 
- B6 Tai chinh. 

14 

b 
Tir "nai nhan" va ten ca 
quan, to chirc, ca nhan 

- Tir "nai nhan" In thuong 12 
Nghieng, 

dam 
Noi nh fin: Noi nisfus: (dot vat cong van) 12 

- Ten ca quan, to chdc, ca In thtrang 11 Wing - Cac Br), ccr quan ngang Br), 

...; 
- Nhu ten; 11 
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nhan nhan van ban, ban 
sao - Ltru: VT, TCCB. 

- Luu: VT, NVDP. 

9 Dau chi mix d6 khan In hoa 13-14 Dung, dam HOA TOC THOM KHAN KHAN 13 

10 
Chi dan ve pham vi luu 
hanh 

In thug 13-14 Dimg, dam 13 XEM XONG TRA LAI LUIJ HANH NQI BQ 

11 
Chi clan N/'' du thao van 
ban 

In hoa 13-14 Ding, dam 13 DIY THAO Dli THAO 10 

12 
Ky hi@i ngu6i danh may, 
nhan ban va s6 lucmg ban 

In thu6ng 11 Dirng PL.(300) 11 

13 

Dia chi co quan, t6 chirc; 
dia chi E-Mail, Website; 
s6 di6n thoai, s6 Telex, s6 
Fax 

In thutmg 11-12 Dung 

s6 XX phe3 Thing Tien, quAn Roan kiern, HAW:1i 

DT: (04) XXXXXXX, Fax: (04) XXXXXXX 

E-Mail: 	 Website: 

11 

14 Phu luc van ban 

- Tir "phi luc" va so thin 
to dm phu luc 

In thu6ng 14 Dimg, dam Phu lyc I 14 

- Tieu de dm phu lye In hoa 13-14 Dung, dam BANG CHIT VIET TAT 14 

15 S6 trang In thu6ng 13-14 Dung 2, 7, 13 14 

16 Hinh thirc sao In hoa 13-14 Dung, dam SAO Y BAN CHINH, TRICH SAO, SAO LUC 14 

Ghi chit: C6 chit trong cimg m6t van ban tang, giam phai th6ng nhat, vi du: QuOc hieu, dong teen c6 chit 13, clang duai c6 chit 14; nhtmg Quoc 
hiu, (long ten c6 chit 12, thi dong dtrai e6 chit 13; dia danh va ngay, thang, narn van ban c6 chit 13. 
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Phy lyc V 
MAU VAN BAN HANH CHINH 

THIX HIEN TRONG TRU'ONG DA! HQC QUOC TE 
(Kem theo Quyert clinh so /QD-DHQT ngax ( /2019 

cita Hieu trzeang Tru&ng Dgi hoc Quoc te) 

Mau 1.1: Quyet dinh trtrc tiep 

DAI HQC QUOC GIA 
THANH PHO HO CHI MINH 

TRU'ONG HAI HQC QUOC TE 

So: 	/QD-DHQT  

coNG HOA XA HOI CHU NGHIA 	NAM 
DOc 14p - Tty do - Hynh phtic 

Thanh ph'a Ha Chi Minh, ngity thing nem 

QUYET DINH 
Ve viec 	  (1) 	  

MU.  TRU'ONG TRU'ONG DAI HQC QUOC TE 

Can cu 	 (2) 	  

Can cit. 	  (3) 

Xet de ngh1 cua 	  

QUYET DINH: 

Dieu 1. 	 (4) 	  

Dieu 	  

	  .1. 

Noi nhon: 
- Nhu Dieu ...; 

- Ltru: VT, .... , A.xx (6) 

HIED TRU'ONG (5) 

(Chu 1g, cl au) 

Ho va ten 

 

 

  

Ghi chti: 

(1) Trich yeu nei dung quyet djnh. 
(2) Neu cac can cu twc tiep a ban hanh quyet djnh (van ban thanh lap, quy djnh chirc nang, nhiem vu, quyen han 
dm co quart, te chtic). 
(3) Cac van ban phap ly lien quan bye tiep den van de giai quyet trong nOi dung guy& djnh. 
(4) Nei dung quyet djnh. 
(5) Truing hop cap phi &roc giao ky thay Hieu truing thl ghi cliff viet tat "KT." vao truerc chuc vu cua nguii 
dung dau, ben dueri pi chirc vg cua ngutri k9 van ban; cac truing hop khac thuc hiOn theo huang clan 41 Khoan 1, 
Dieu 10 cUa Quy the nay. 
(6) Char viet tit ten don vi soon thao va s6 luting ban lint va ky hieu ngueri danh may, nhan ban va s6 luting ban 
phat hanh (neu can). 



Mau 1.2: Quyet dinh (quy dinh gian tiep)(*)  

DAI HOC QUOC GIA 	CONG HOA XA HOI CHU NGHIA VIVI' NAM 
THANH PHO HO CI-If MINH 	 DOe 1ap - Ty. do -4nh pink 

TRUING DA! HOC QUOC TE 

Se): 	/QD-DHQT Thanh pho He; Chi Minh, ngay thong nom 

QUYET DINH 
Ban hanh (Phe duyet) 	 (1) 	  

HIED TRIfONG TRI.ifYNG DAI HOC QUOC TE 

Can dr 	 (2) 	  

Cart dr 	  (3) 

Xet de nglii cua 	  

QUYET DINH: 

Dieu 1. 	 (4) 	  

Dieu 	  

	  ./. 

Nei nhfin: 
	

HIEU TRIYONG (5) 
- NIur Dieu ...; 

- Lau: VT, .... , A.xx (6) 
	 (chu k-35, dju) 

HQ va ten 

Ghi cha: 

(*) Mau nay ap dung dtii vai cac quyet djnh (ca biet) ban BIM hay phe duyet met van ban khac nhu quy ch.& quy 
djnh, chuang trinh, ke hoach, a an, phtrang an... 
(1) Trich yeu MN dung quy& dinh. 
(2) Neu cac can cu true tiep d6 ban hanh guy& dinh (van ban thanh lap, quy djnh ch*c nang, nhiem vu, guy& han 
cita ca quan, to chnt). 
(3) Cac van ban phap ly lien quan troc tiep den yen a giai guy& trong nei dung quyet dinh. 
(4) Nei dung guy& dinh. 
(5) Tnr!mg hop cep pho dirge giao lcy thay Hien truang thi ghi cher viet tat "KT." vao truac chirc vu caa ngutri 
dOng dau, ben dtrOi phi chirc vu cim ngutd ky van ban; cac trmang hop khac that hien theo hiremg dart tai Khoin 1, 
Dieu 10 caa Quy the nay. 
(6) Chff viet tit ten don vi soan thao va se luting ban ltru va ky hieu ngtrai danh may, nhan ban va so luting ban 
phat hanh (nen can). 
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Mau van ban (ban hank kem theo guy& 4,110 (1  

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRUtiNG DAI HOC QUOC TE 

LONG HOA xA HOI CHU NGHIA VIET NAM 
DOc 14p - Tkr do -14nh phtic 

TEN LORI VAN BAN 
	 . (1) 	  

(Ban hanh kern theo Quyet dinh so ....../QD-DHQT 
ngay 	thcing 	 nom...... caa ................) 

Chuang I 
QUY DINH CHUNG 

Dieu 1 	  

Dieu 2 	  

Chuang ... 

Dieu 	  

Chuang 

TF 

Dieu 	  
1L 

Dieu 	  

HIEU TRU'ONG (2) 

(Chu'. 10, dAu) 

Ho ye ten 

Ghi chri: 
(*) Miu nay Alp dung del v6i cac van ban dtrqc ban hanh kern theo quyet djnh (ca biet), be cpc c6 the bao gem 
chucmg, muc, (lieu, khoan, diem. 
(1) Trich yeu nei dung caa van ban. 
(2) Tru.tmg hqp cap ph6 ducc giao 	thay Hieu tnrong thi ghi chd vier tat "KT." vao nu& chirc vu cila ngutri 
thing dau, ben dtrai fhi chin vu cua ngutri kY van ban; cac tut:mg hop khac thuc hien theo htrdng don tai Khoan 1, 
Dieu 10 cita Quy the nay. 
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Mau 1.3: Van ban có ten loaf khac (*) 

DAI HQC QUOC GIA 
THANH PHO HO CHI MINH 

TRUbNG DAI HQC QUOC TE 

CQNG HOA XA HQI CHU NGHIA VItT NAM 
Des 14p - Tu do - H9nh phtic 

Se"): 	/  (1). -DHQT 	 Thanh ph if HH Chi Minh, ngay thing nam 

TEN LORI VAN BAN (1) 
	 .(2) 	 

(3) 

Noi nhetn: 	 HIEU TRIIONG (4) 
- Nho Dieu ...; 

- Ltru: VT, .... , A.xx (5) 
	 (Chu 	d au) 

H9 va ten 

Ghi cha: 

* Mau nay dp ding chung dei v6i da so cac hInh thirc van ban hanh chinh c6 ghi ten loci co the nhtr: ter trinh, thOng 
bao, chuong trinh, ke hoach, de an, bao cao, quy djnh v.v... Rieng dot v6i t6 trinh c6 the them thinh phan "kinh 
giri" 6 vi tri truerc niji dung van ban. 
(1) Ten loai van ban: t6 trinh, th8ng bao, chucmg trinh, ke hoach, de an, phtrcrng an, bao cdo.v.v... 
(2) Trich yeu MN dung van ban. 
(3) N8i dung van ban. 
(4) Trurpng hop cap ph6 duqc giao 14,  thay Hieu trtrang thl ghi chu vi6t tit "KT." vao auk chIrc vo cua ngutri 
&mg dau, ben clued ghi chirc vo cita ngutri ky van ban; cdc truerng hop khdc thoc hien theo haling clan raj Khoan 1, 
Dieu 10 cita Quy the nay. 
(5) ChU viet tat ten don vi soan thao va sO ltrqng ban hru va lcy hieu ngtreri dank may, nhan ban va sO lugng ban 
phat hanh (nEu can). 

34 



Mau 1.4: Cong yin 

DAI HQC QUOC GIA 
THANH PHO HO CHI MINH 

TRIIONG DAI HQC QUOC TE 

CQNG HOA XA HQI CHU NGHTA VIP' NAM 
DOc 14p - Tty do - I-4nh phtic 

St): 	/DHQT-...(1)... 	 Themh ph ei Ha Chi Minh, ngery theing nom 
V lv 	(2) 	 

Kinh 

(3) 

Noi 
- Nhu tren; 

- Ltru: VT, .... A.xx (5) 

HItif TIZtraNG (4) 

(Chit kY, d idu) 

H9 NI ten 

r1ANh  

,I Hi; 

Ghi ch 
(1) Ch0 viet tit ten don vj (phang, ban, ....) scan thao cong van. 
(2) Trich yeu nOi dung cong van. 
(3) Ni dung cong van. 
(4) Tnrtrng hqp cep pho dtrqc giao Icy thay Hieu tnrerng thi ghi cha viet tit "KT." vao truck chirc vu cua ngutri 
&mg dau, ben dueri hi chirc vu ctia ngutri ky van ban; cac tnrong hqp khac thuc hien theo hueng din tai Khoan 1, 
Dieu 10 ciia Quy ch nay. 
(5) Chit viet tit ten don vj soon thao va so luqng ban km va ky hie u ngutri danh may, /than ban va so luqng ban 
phat hanh (neu can). 
* Neu ncri 'then (kfnh girl) la nhang chirc danh, chirc vu cao cap cfia Nha ntrerc, thi phan not nhan kheng ghi "nhu 
tren" ma ghi ft-km tiep nlatrig chirc danh, chirc vu Ay vao. 
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Mtiu 1.5: Bien ban 

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRIXONG IDAI HQC QUOC TE 

CONG HOA XA" HOI CHU NGHIA VIET NAM 
DOc lb - Tt.r do - 114nh phtie 

So: 	/BB-DHQT Thanh pha Ha Chi Minh, ngery thong nom 

BIEN BAN 
	(1) 	 

Th6i gian bat au 	  

Dia diem 	  

Thanh phan tham du 	  

Chu tri (chu toa). 	  

Thu 14,  (nguOi ghi bien ban): 	  

NOi dung theo din bien et* hop/hOi nghi/hOi thao 	  

Cu'Oc hop (hOi nghi, hOi thao) ket thfic vao ..... gib. ....., ngay .... thong ..... nom 
...... .1. 

THIS KY 	 CHU TQA 
(Chu. 1g) 	 (Chic 195, d au (niu co)) 

(2) 
H9 va ten 	 Ho ve ten 

Nei nhtin: 

- Ltru: VT, hO so. 

Ghi chti: 
(1) Ten cuOc hop hoac hOi nghj, hOi thao. 
(2) Ghi chic vo chinh quyen (neu can) 
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Mau 1.6: GiAy mini 

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRITONG DAI HOC QUOC TE 

CQNG HOA XA HQ! CHU NGIIIA VIET NAM 
Hoc 114 - Tv do - H4nh phtic 

   

S6: 	/GM-DHQT 	 Thanh pha Ha Chi Minh, ngay thang nam 

GIAY MOT 
	(1) 	 

	  (2) 	  tran tr9ng kinh mad: 

Ong (ba) 	 (3) 	  
Tai du: 	 (4) 	  

Thai giarr 	  

Dia di'e'm: 	  

Noi 
- Nhu tren; 

 

HIEU TIWONG (5) 

(Chu kY, d au) 
- Ltru: VT, .... A.xx (6) 

HQ va 

c 
fE 

Chi clui: 
(I) 'Filch yeu n6i dung cu6c hop. 
(2) Ten ca quan, to chic phat hanh giay m&i. 
(3) Ten ca quan, to chirc hoac ho va ten, chirc vo, don vj cong tac cua ngu&i &roc mtri. 
(4) Ten (n6i dung) caa cu6c hop, h6i thao, hOi nghj v.v... 
(5) Tnrsang hop cap ph6 dtroc giao kj,  thay Hieu truang thi ghi cha viAt tat "KT." vao truac chac vv cda ngtrai 
ding dau, ben duai pi chat vo caa ngutri kj,  van ban; cac tut:mg hop khac thvc hien theo htremg dan tai Khoan 1, 
Dieu 10 cita Quy the nay. 
(6) Cha viet tat ten don vj soon thao va so luong ban km va ks,  hieu ngtrtri danh may, nhan ban va s6 luring ban 
phat hanh (nAu can). 

37 



Mau 1.7: GiAy gkri thieu 

DAI HQC QUOC GIA 
THANH PHO HO CHI MINH 

TRIXONG DAI HQC QUOC TE 

CQNG HOA XA-  HQI CHU NGHIA VIET NAM 
DOc 14p - Ty. do -11#nh phtic 

S6: 	/GGT-DHQT 	Thanh phef Ho Chi Minh, ngery thong 	nom 

GIAY GIOT THIEU 

	  (1) 	  tran tong giai thieu: 

Ong (ba) 	 (2) 	  

Chdc vg• 

Duvc cir den: 	 (3) 	  
Ve viec: 	  

De nghi Quy ca quan too dieu kien de *Ong (ba) c6 ten i tren hoan thanh nhiem vu. 

Giay nay c6 gia tri den het ngay 	  

Noi nhipt: 
- Nhu tren; 
	• 

- Ltru: VT, .... A.xx (5) 

HIEU TRIM:NG (4) 

(Chit kJ"), driu) 

Ho va ten 

Ghi chti: 
(1) Ten ca quan, ta chirc ban hanh van ban (cap giAy gi6i thieu). 
(2) Hq va ten, chirc vu va don vi cong tac caa ngueri &Km gioi thieu 
(3) Ten ca quan, tO chat duqc giai thieu tai lam viec 
(4) Truang hqp cap ph6 duqc giao ky thay Hieu truang thl ghi chit viec tat "KT." vao truac chirc vu caa nguai 
&mg dau, ben du6i hi chirc vu caa ngtrai ky van ban; cac tnrang hqp khdc thtrc hien theo luMmg clan tai Khoan 1, 
Dieu 10 cita Quy the nay. 
(5) Chtt viAt tat ten don vi soan thao va s6 luqng ban ltru va ky hieu nguai danh may, 'Man ban va s6 luqng ban 
phat hanh (neu can). 
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Mau 1.8: GiAy chung nh4n 

	

DAI HOC QUOC GIA 	CQNG HOA XA HOI CHU NGHIA VItT NAM 
THANH PHO HO CHI MINH 	 DOc lap -  Tv do -11#nh phtic 

TRIfONG DAI HOC QUOC TE 

	

/GCN-DHQT 	 Thanh pha Ho Chi Minh, ngay thang nam 

GIAY CHUNG NHAN 

	 (1) 	  chimg nhan: 

(2) 

Nei nhOn: 
- Nhu tren; 

 

HIEU TRIYONG (3) 

(Chit kY, du) 

Ho va ten 

- Luu: VT, .... A.xx (4) 

Ghi 
(1) Ten co quan, to chtic cap giAy chimg 
(2) Niji dung giay chimg nhan: xac Binh cu the ngutri, sv vies, van de dugc chimg nhan. 
(3) Tnr,tmg hqp cap ph6 duqc giao ky thay Hieu tnrang thi ghi chit vitt tat "KT." vao tuft chfrc vu cua ngutri 
thing dau, ben duai ghi chirc va cua ngutri Icy van ban; cac tremg hop Ichac thuc hien the() hiking clan tai Khoan I, 
Dieu 10 ctia Quy the nay. 
(4) Chu vi6t tat ten don vi sown thao va s6 luting ban km va ky hieu ngutri danh may, nhan ban va so lugng ban 
phat }lath (ne'u can). 
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Mau 1.9: Giay di duirng 

DAI HOC QUOC GIA 
THANH PHO HO CHI MINH 

TRIXONG D4I HQC QUOC TE 

CONG HOA X A HQI CHU NGHiA VIVT NAM 
DOc 14p - Ttr do - 11#nh phtic 

Thanh phd Ho Chi Minh, ngay thong Wain 

GIAY DI DUtiNG 

 

/GDD-DHQT 

Cap cho 8ng (ba): 	 (1) 	  
Chfrc vu: 	  

Nai &roc cir don cong tac: 	  

Giay nay có gia tri het ngay: 	  

HIEU TRIX6NG(2) 

(Chit ky, deiu) 

HQ Va ten 

N 	DI VA DEN OT Ngay 
thing 

Phtrang 
ti?ri 

DO dai ching 
&ran (Km) 

gThntrio  ia 

d  
n ai 
en 

Xic Whin ciia ca 
quan (to duke) 

nal di, den 

Di 	  

D6n 	  

Di 	  

E:4n 	  

Di 	  

DEn 	  
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Di 	  

Den 	  

Di 	  

Den 	  

Di 	  

Den 	  

- Ve ngu6i: 	vex 	d = 	 d 
- Ve mac: 	.vex 	d = 	 d 
- Phu phi l'Ay ye bang din thoai: 	.ve x 	d = 
- Phong nghi: 	.ve x 	d = 	 .d 
1. Phu cap di dtrong: 	  
2. Phi' cap hru tru: 	  
T6ng Ong- 	  

NOAH DI CONG TAC 	PHIJ TRACH B9 PHAN 
(Chi? 105) 	 (Chu 19'), dau) 

Ho va ten 	 H9 va ten 

d 

d 
d 
d 

KE TOAN TRVONG 
(ca. 1g) 

HQ va ten 

(NAP 

UZI 
AI 	I-1 

16C 

Chi cha: 
(1) HQ va ten, chirc vu va don vi cling tac cud ngtrai &roc cap giAy 
(2) Tnrtrng hop cap phO duqc giao ky thay Hieu truing thi ghi cher viet tat "KT." vao truck chirc viii cud ngtrai 
Ching dau, ben clued hi chirc va cua ngtrai kj,  van ban; cac tnrong hop khdc thvc hien theo turdng dart tai Khoan 1, 
Dieu 10 dm Quy the nay. 
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Phu luc VI 

VIET HOA TRONG VAN BAN HANH CHINH 
(Trich Thong to sir; 01/2011/TT-BNV ngay 19 thong 01 nom 2011 czia BO A T Oi vu) 

I. VIET HOA Vi PHEP DAT CAU 

1. Viet hoa chit cai dAu am tiet thir nhAt cua mOt cau hoan chinh: Sau dAu chAm 
cau (.); sau dau cham hoi (?); sau dau cham than (!); sau dau chain limg (...); sau dau hai 
cham (:); sau dau hai cham trong ngoAc kep (: "...") va khi xu8ng clang. 

2. Viet hoa chit cai au am tiet tit* nhAt cua menh 	sau dAu chAm phAy (;) va 
dAu phau (,) khi xu6ng (long. Vi 

Can cir LuAt T6 chirc Chinh phi ngay 25 thong 12 nom 2001; 

Theo de nghi cua BO truang BO NOi vv. va BO truang BO Khoa h9c va Cong nghe, 

II. VIET HOA DANH TO' RIENG CHi TEN NGU(I 

1. Ten nguai Viet Nam 

a) Ten thong thuang: Viet hoa chit cai dAu tat ca cac am tiet cua danh tir rieng chi 
ten nguai. Vi du: 

- Nguyen Ai Quoc, TrAn Phu, Giang A Pao, KaPa Ka Lang... 

b) Ten hieu, ten goi nhan vat Lich sir: vi'et hoa chit cai dAu tat ca cac am tiet. 

Vi du: Vua Hung, BA Trieu, Ong Gi6ng, Dinh Tien Hoang, Ly Thai T6, Bac H6, 
Cu Ho.... 

2. Ten ngutri ntrac ngoal dugc phien chuyen sang tiLg Viet 

a) Tnrang hop phien am qua am Han — Viet: Viet theo quy tic viet ten ngtrai Viet 
Nam. 

Vi du: Kim NhAt Thanh, Mao Trach Wong, Thanh Cat Tu HAn... 

b) Tnrang hap phien am khong qua am Han — Viet (phien am truc tiep sat cach 
doe cita nguyen ngit): Viet hoa chit cai dau am tiet thin nhat trong moi thanh to. 

Vi du: Vla-di-mia I-lich Le-nin, Phri-drich Ang-ghen, Phi-den Cat-xta-ro... 

III. VIE"' HOA TEN DIA 1L)? 

1. Ten dia ly Viet Nam 

a) Ten dan vi hanh chinh dugc cau tao giita danh tir chung (tinh, huyen, 
ten rieng cila don vi hanh chinh dO: Viet hoa chit cai dau cua cac am tiet tao thanh ten 
rieng va khong dung gach n8i. 

Vi du: thanh ph6 Thai Nguyen, tinh Nam Dinh, tinh Dik Lik:..; quAn HAi Chau, 
huyen Gia Lam, huyen Ea Hleo, thi xa S8ng Cong, thi tran Cau Giat...; phuong 
Nguyen Trai, xa Ia Yeng... 

b) Truing h9p ten don vi hanh chinh dtrac cau tao giita danh tir chung ket hap vOi 
chit so, ten ngtrai, ten sir kien lich sir: Viet hoa ca danh tir chung chi don vi hanh chinh do. 

Vi 	Quart 1, Thanh phe H6 Chi Minh, Phuang Dien Bien Phil._ 
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c) Tnrerng hop viet hoa ddc biet: Thu do Ha N6i. 

d) Ten dia 1S,  duac cau tao giita danh tir chung chi dia hinh (song, nui, h6, 
cia, ben, cdu, vung, lach, v.v...) vai danh tir rieng (co mot am tiet) tra thanh ten rieng 
cua dia danh do: Viet hoa tat ca cac chit cai tao nen dia danh. 

Vi du: Cita LO, Vimg Tau, Lach Tnrong, Yam CO, Can Gidy.... 

Trutmg hap danh tir chung chi dia hinh di liSn voi danh tir rieng: Kh6ng viet hoa 
danh tir chung ma chi viet hoa danh tir rieng. 

Vi du: bin Cira LO, chcr Ben Thanh, song Vam CO, vinh Ha Long... 

d) Ten dia 1S,  chi m6t vimg, mien, khu vue nhk dinh dirge cdutao bang tir chi 
phircmg huftg ket hop voi tir chi phircmg thirc khac: Viet hoa chit cai dau cila tat ca cac 
am tiet tao thanh ten goi. Doi voi ten dia 1Si chi vimg mien rieng dugc cdu tao bang tir chi 
phircmg huong ket hop vbi danh tir chi dia hinh thi phai viet hoa cac chit cai dau m6i am 
tiet. 

Vi du: Tdy Bac, Bong Bac, Bac B6, Nam KS7, Nam Trung B)... 

2. Ten dia ly nuac ngoai &roc phien chuytn sang tiang Vitt 

a) Ten dia 1S7 da &roc phien am sang am Han Viet: Viet theo quy the viet hoa ten 
dia 1S,  Viet Nam. 

Vi dp: Bac Kinh, Binh Nhuang, Phap, Anh, my, Thuy Si, Tdy Ban Nha... 

b) Ten dia 1S7 phien am kh6ng qua am Han Vitt (phien am true tiep sat each doe 
caa nguyen ngir): Viet hoa theo quy tac viet hoa ten ngutri nuac ngoai quy dinh tai Diem 
b, Khoan 2, Muc II. 

Vi du: Mat-xca-va, Men-ban, Sing-ga-po, Co-pen-ha-ghen, Bec-lin... 

IV. VIET HOA TEN CO QUAN, TO ClItrC 

1. Ten ca quan, to chic dm Viet Nam 

Viet hoa chit cai dau cua cac tir, win tir chi loai hinh ca quan, to chic; chic nang, 
lush vuc hoat d6ng cua ca quan, to chic. 

Vi dp: 

- Ban Chi dao trung trang Nit Phong ch6ng tham nhiing; Ban Quan 13",  du an Be ditu... 

- Uy ban Thuong vu Quoc hOi; Uy ban D6i ngoai cua Qu6c h6i; Uy ban,Trung 
uang Mat trdn To quoc Viet Nam; Uy ban ye Cac van de xd h6i 	Quoc h'6i; Uy ban 
Nha nuac ye Ngutri Viet Nam a nuac ngoai; 

- Van ph6ng Chu tich nuac; Van phong Quoc h6i; Van ph6ng Uy ban nha'n ddn 
tinh Nam Dinh... 

- Tai nguyen va M6i twang; B6 Khoa h9c va C6ng ngh6; BO Yong nghi6p va 
Phat trien !long thon; B6 Cong thircrng; B6 Van hoa, The thao va Du lich; B6 Thong tin 
va Truyen thong... 

- T6ng cuc Thus; T6ng cpc Hai quan; Cue Kim tra van ban quy pham phap ludt; 
Cuc Khao thi va Kiem dinh chat luting giao due... 

NG 
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- T6ng cong ty Bdo hiem Viet Nam; Ding cong ty Hang hdi Viet Nam; Tong ding 
ty Hang khong Viet Nam... 

- Tap doan Diu khi Viet Nam; Tap down Cong nghiep Than — Khoing san Viet 
Nam; Ngan hang Dau tu va Phat trien Viet Nam; Ngan hang Ngoai thucrng Viet Nam;... 

- HOi deng nhan dan tinh San La; Uy ban nhan dan tinh Bic Ninh; Uy ban nhan 
dan quan Ba Dinh; Uy ban nhan dan huyen Vu Ban;... 

- So Tai chinh; Sb Tai nguyen va Med trutmg; Sa Xay dung; SO Ke hoach va Diu 
tu; Sa Gido duc va Dao tao;... 

- H9c vien Chinh tri - Hanh chinh qu6c gia H6 Chi Minh; Trung Dai hoc Khoa 
hoc xa hei va Nhan van Ha NOi; Tnremg Cao dang NOi vu Ha Nei; Trueng Dai hoc dan 
lap Van Lang; Truens Trung hoc phe thong Chu Van An; Trueng Trung hoc co se Le 
Quy D6n; Tnreng Tieu hoc Thanh C6ng;... 

- Vien Khoa hoc xa hei Viet Nam; Vien Khoa hoc va Cong nghe Viet Nam; Vien 
ting dung cong nghe;... 

- Trung tam Nghien ciru,  Gido chic dan tOc; Trung tam Khoa hoc va Cong nghe 
van thu, luu,tn/; Trung tam Trien lam van hea nghe thuat Viet Nam; Trung tam Tuvan 
Giam sat chat luong cong trinh;... 

- Bdo Thanh nien; Bdo Dien dan doanh nghiep; Tap chi T6 chirc nha ntrac; Tap 
chi Phat trien gido due; Tap chi Dan chit va Phdp luat;... 

- Nha Van hoa huyen Gia Lam; Nha XuAt ban Ha Nei; ang Th8ng tin dien tir 
Chinh 

- Nha may Deng tau Song CAm; Nha may San xuAt phu tong yd. Lip rap xe may; 
Xi nghiep Che bien thily sin dong lanh; Xi nghiep Dim bdo an toan giao thong dueng 
song Ha NOi; Xi nghiep Tric dia Ban de 305;... 

- Cong ty Co phin Diu tu Tu yin va Thiet ke xay dung; Cong ty Nhtra Tien 
Phong; C8ng ty Trach nhiem hi-ru han Du lich va Van tai Deng Nam A; Cong ty Do dac 
Dia chinh va Cong trinh;... 

- Wei Nhac si Viet Nam, Hei Nguei cao tutii Ha Nei, Wei Chit thap do Viet Nam, 
Wei Meng dan Viet Nam... 

- Vu Hop tic quec te; Phong Nghien cut khoa h9c; Phong Chinh sich xa hOi; Hei 
deng Thi tuyen vien chirc; Wei d8ng Sang kien va Cii tien ky thuat; 

- Tnreng hop vier hoa d'ac biet: 

Ban Chap hanh Trung uong Ding COng san Viet Nam; Van phong Trung tong Ding. 

2. Ten co quan, to chirc nude ngoai 

a) Ten co quan, t6 chirc ntrac ngoai da dich nghia: Viet hoa theo quy tic viet ten 
ca quan, to chirc cea Viet Nam. 

Vi 	Lien hqp quec (UN); T6 chile Y to the giai (WHO); Hiep hei Cdc quec gia 
Deng Nam A (ASEAN).... 
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b) Ten co quan, t6 chirc nude ngoai dtrac sir dung trong van ban a dang viet tat: 
Viet bang chit in hoa nhu nguyen ngit hoac chuyen to La — tinh neu nguyen ngit khong 
thuOc he La-tinh. 

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG.... 

V. VIET HOA CAC TRIreiNG HOP KHAC 

1. Ten cac Intan chucmg, huy chuong, cac danh hieu vinh dir 

viet hoa chit cai dau cua cac am tiet cua cac thanh to tax) thanh ten rieng va cac 1.6 
chi thir, hang. 

Vi du: Huan chuong DOc lap hang Nhat; Huan chuong Sao yang; Huan chuong 
Le-nin; Huan chuong H6 Chi Minh; Huan chuong Chien c6ng; Huan chuong Khang 
chitin hang Nhi; Huy chuong Chien si ve yang; Bang To ,quoc ghi cong; Giai thuong 
Nha mr6c; Nghe si Nhan dan; Nha giao tru tit;Thay thuoc Nhan dan; Anh hung Lao 
d6ng; Anh hung Lirc luang vu trang nhan dan;... 

2. Ten chirc vu, h9c vi, danh hieu 

vi6t hoa ten chirc vu, hoc vi nL di lien voi ten nguai cu the. 

Vi 

- Chu tich H6 Chi Minh, T6ng th6ng V.V. Pu-tin, Dai tuOmg VO Nguyen Giap,... 

- Ph6 Thu Wang, T6ng Cue truang, Pho T6ng Cue truang, Ph6 Cuc truang, T6ng 
Giam d6c, Giam d6c, PhO Giam d6c, Chanh Van ph6ng, Pho Chanh Van phOng, Tnrang 
phong, Pho Tnrong ph6ng, T6ng thu ky... 

- Giao sir Vien si Nguyen Van H., TiL si khoa h9c Pham Van M.... 

3. Danh to chung da rieng h6a 

vie't hoa chit cai dau cua tir, cum to chi ten g9i do trong truang h9p dung trong 
mot nhan xung, dung d6c lap va the hien sir tran trong. 

Vi 	Bac, Nguai (chi Chit tich H6 Chi Minh), Dang (chi Dang COng san Viet 
Nam), ... 

4. Ten cac ngay 16, ngay kS,  niem 

viet hoa chit cai dau ciia am tiet tao thanh ten g9i ngay le, ngay kS,  niem. 

Vi du: ngay Qu6c khanh 2-9; ngay Qu6c to Lao d6ng 1-5; ngay Phu nit Viet Nam 
20-10; ngay Ltru trit Viet Nam lan thir Nhat, 

5. Ten cac sir kien lich sir va cac trieu dai 

Ten cac sir ki'01 lich sir: Viet hoa chit cai dau cua cac am tiet tao thanh sir kien va 
ten sir kien, trong twang hop co cac con so chi m6c thai gian thi ghi bang chit va viet 
hoa chit do. 

Vi 	Phong trao Can vuong; Phong trap Xo viet Nghe TInh; Cach mang thang 
Tam; Phong trao Phu nit Ba dam dang; 

Ten cac trieu dai: Trieu 14, Trieu Tr'a'n, 

6. Ten cac loaf van ban 

fgy 
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Viet hoa chit cai dau dm ten loai van ban va chit cai dau cua am,  tiet thu nhat tao 
thanh ten rieng cua van ban trong tnr6ng hop not den mOt van ban cu the. 

Vi dv: Nghi quyet Dai hOi dai bieu town quiic tan thu X dm Dang; BO luat Dan 
sit; Luat Giao dich dien tit; ... 

Tru?mg hop vin dan cac dieu, khoan, diem dm mOt van ban Cu the thi viet hoa 
chit cai dau cua dieu, khoan, diem 

Vi dv: 

- Can dr Dieu 10 BO luat Lao dOng... 

- Can cir Diem a, Khoan 1, Dieu 5 Luat Giao dich dien 

7. Ten cac tac phAm, sach bao, tap chi 

vi6t hoa chit cai dau dm am tiet thir nhAt tao thanh ten tac phAm, sach bao 

Vi 	tac phAm Duirng kach menh; tix diem Bach khoa town thu; tap chi COng san; 

8. Ten cac nam am lich, ngay tiet, ngay tet, ngay va thang trong nam 

a) Ten cac nam am lich: Viet hoa chit cai dAu cua tat ca cac am tiet tao thanh ten pi. 

Vi dv: KS,  Ty, Tan HOi, Mau TuAt, Mau Than.... 

b) Ten cac ngay tiet va ngay tet: Viet hoa chit cai dau dm am tiet thir nhAt tao 
thanh ten goi. 

Vi dv: tiet Lap xuan; ti& Dai han; tet Doan ngo; tet Trung thu; tet Nguyen dan; 

viet hoa chit Tet trong twang hop dung de 'thay cho mOt tet cu the (nhu Tet thay 
cho tet Nguyen dan). 

c) Ten cac ngay trong tuAn va thang trong nam: vi6t hoa chit cai Tau dm am tiet 
chi ngay va thang trong truang hop khong dung chit so: 

Vi dv: thir Hai; thir Tu; thang Nam; thang Tam; ... 

9. Ten goi cac ton giao, gido phai, ngay le ton giao 

- Ten goi cac ton gido, gido phai: Viet hoa chit cai dau cua cac am tiet tao thank ten 
goi. 

Vi dv: dao Ca D6c; dao Tin Lanh; dao Thi'en Chia; dao Hoa Hao; dao Cao Dai... 
hoac chit cai dau cua am tiet tao thanh ten goi nhu: Nho giao; Thien Chita giao; Hoi giao; 

- Ten goi ngay le ton gido: viet hoa chi( cai dAu oh am tiet thu nhat tao thanh ten goi. 

Vi dv: le Phuc sinh; ler  Phat dan; 
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