
so:*08 /eD-EHYD

QUYET DINH
Vd vi6c ban hhnh Quy ch5 c6ng tic vin thu', luu trir
ctia Tru'dng D4i hgc Y - Du'qc, D4i hgc Thii Nguy€n

HIEU TRTIONG TRIJONG DAI HQC Y - DI'qC

Cdn cri Luit Lm tr[ s6 0 1/20 I 1 /QHl 3 ngdy 1 I ttr,ing I I n5m 20 I 1 cua eu5c hoi;

Cin cir Ngh! dinh sO : llCp ngdy 04 thing 4 ndm 1994 cia Chinh phi vd vi6c
thAnh l6p D4i hqc Thrii Nguy6n;

Can cri Nghi dinh s5 991201 6AIE-CP ngdy 0 I thrlng 7 nIm 20 I 6 cria Chinh phri
l,

ve qudn ly vi su dung con daul

Cdn cri Nehi dinh sO t 1OIZOO+nVO-CP ngdy 08 thring 4 ndm 2004 cta Chinh
pht v6 c6ng tric vdn thu vd Nghi dinh sO OqIZO t ONO-CP ngdy 08 thring 02 ndm 201 0

sria d6i, b6 sung m6t sO di€u cta Nghl dinh s6 I l0/2004A{D-CP;

Cdn cu Th6ng tu sO Ot/ZOt 1/TT-BNV ngiry l9 thrlng 01 n[m 2011 cr]a BQ N6i
vg huong din vC thii thric vd k! thu{t trinh biy vin brin hdnh chinh;

Cin cri Th6ng tu sA OqtZOtSnf-BNV ngiry l6 thring 4 nim 2013 cta 86 N6i
vu hudng dAn xdy dgng Quy ch6 c6ng t6c vdn thu, luu trt cua cdc co quan. to chric;

Cdn cu quy6t einl s6 ZqZqtQO-gHTN ngdy 22 thing l0 nam 2015 cira Girirn
d6c Dai hoc Thrii Nguy€n vti viQc ban hdnh Quy dinh nhiQm vq, quydn hpn cria Dai
hqc Th5i Nguy€n, c6c co sd girio dgc d4i hgc thdnh vi6n vd don v! trqc thuQc;

C[n cri Quyilt dlnh sO SOO/QO-OUYD ngdy 06 thrlng 4 ndn 2016 cta Hi€u
tru6ng Trunng Dai hgc Y - Duoc, D4i hoc Th6i Nguy6n v6 viQc ban hdnh Quy ch6

t6 chfc vd hoat dQng cta Trudng D4i hgc Y - Dugc;

Theo dE nghi cira Tru6ng phdng Hdnh chinh - T6 chuc,

QUYET D!NH:

Didu l. Ban hirnh kdm theo Quyiit dinh niry Quy ch6 c6ng t6c vin thu, Luu tril
cira Truong Dpi hgc Y - Duoc, Dai hgc Th6i Nguy6n.

Di6u 2. Quytit dinh ndy c6 hiQu lUc kC tt ngdy ky.

Didu 3. Tru<rng cric phdng chric ndng, khoa, bQ m6n, cilc t6 chuc vir c6 nh6n c6

li6n quan chlu trrich nhiQm thi hdnh Quytit tlinh ndy./.

DAI HOC THAI NGUYEN
TRU'ONG DAI HOC Y - DTIO'C

Noi nhfin:
- Nhu Di6u 3 (d6 thuc hi6n);

- DAng website Nha trtrblgl
- Luu: V'l'. HC-TCrl/

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc lip - Tg do - HSnh phric
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TRUONG
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DAI IIOC THAI NGUYI]N
TRU0NG DAr HQC Y - DUqC

CQNG HOA XA HQI CHU NGHIA VIET NAM
cl -T do-H nh hric

QUY CHE C6NC TAC VAN THU; LUU TRU'
cua rnuoNc EAr HQC Y - DU'QC, DAr HQC THAI NGUYEN

(Ban hdnh kint rheo QuvAt dinh s6 ?o8 /QD-DHYD
ngdt,/9 thdng 3 ndm 2019 cua HiQtt tt'u'ong Trudng Dqi hqc Y - Du'p'c)

Chu'o'ng I
NHU,NG QUY DINH CHUNG

Didu 1. Phgm vi tlidu chinh vir ttiii tu'gng 6p dgng

1. Quy chiS niry quy dlnh vA n6i dung, tr6ch nhiQm vd t6 chirc c6c hoat d6ng

c6ng tdc vin thu vi luu trir trong qu6 trinh quAn lj, chi tt4o vd di6u hdnh cua

Trudng Dai hgc Y - Dugc dd thuc hi6n chirc ndng, nhiQm vr,r cua Nhd trudng.

2. Quy chri ndy tlu-oc 6p dUng th6ng nh6t trong t6t ci c6c don vi thuQc Trudng

D4i hgc Y - Dugc, D4i hgc Thrii Nguydn (sau il6y dutp ggi tit ld crlc don vi).

Didu 2. NQi dung c6ng t6c vin thu' luu trfr

l. C6ng tiic vdn thu bao gdm c6c c6ng vi6c vA rir so6t, trinh tq, thu tuc, th€

thric, k! thuat trinh biry vdn bin,, ban hdnh vdn bin, sao vdn brin, quin llf vdn b6n

vd tdi liQu kh6c hinh thdnh trong qud trinh ho4t dQng cira co quan, don vi; quan

lj va su dung con d6u. lqp h6 so c6ng vi6c vd giao nQp hd s<v vd luu tr& cua co

quan, don vi.

2. C6ng t6c luu trfr bao g6m c6c c6ng vi6c: Thu thfp, chinh ly, xric dlnh gi6

tri tdi liQu, bio qudn, th6ng k6 vd su dqng tdi liQu luu trt trong quii trinh hopt

d6ng cua co quan, don vi.

Di6u 3. Giii thich tir ngfr

L Vdn bdn di ld. vdn bdn do c6c don vi trong trudng soan thao vir dugc thuc

hiQn diy du thir tgc d6 ban hirnh, bao 96r, qryiit dinh, c6ng vdn, b6o c6o, td

trinh, th6ng b6o, gi6y rndi, chuong trinh, k6 hoach, phuong rin, ttA rin,, bi6n bAn,

hqp d6ng, gi5y gioi thiQu, gi6y nghi phdp, giSy di dudng, gi6v chring nhfn, gi6v

uj'quy6n, don thu khi6u n4i, t6 c6o vd cdc loai van bd'n kh6c'

2. Vdn ban ddn lit citc logi vdn birn quy ph4m phrip lu{t, vdn bin hirnh chinh, vdn

bdn chuy€n ngirnh, vdn bdn m{t duqc gui truc ti6p, gti qua buu diQn



hoic chuy6n qua mang lntemet. phin mdm, bin fax, don, thu gt'i d6n

Trudng dugc ggi chung la van ban d6n.

3. Vdn ban di€n t* lii vin ban d dang tQp tin duoc scan tr6n mriy tinh vd ban
,), i

nanh qua phan mem.

4. Vdn bdn mdt ldvdn bin c6 nQi dung bi m6t ducvc d6ng d6u theo c6c rnuc

d0 "Tuyet mat", "T6i mflt", "Mat" ho[c d6ng d6u A, B, C.

5. Vdn bdn khiinld vdn bdn c6 nQi dung cAn giai quy6t nhanh dugc d6ng

dAu theo c6c mirc d6: "Ho6 t6c", "Thuo.ng khAn", "KhAn" hoSc vdn bdn do
,,; ). ,

ngudi co thAm quydn ghi chir "GAp" trOn vdn bAn ho[c tr6n phi6u xu lf vdn bdn.

6. Ban thao vtin ban ldr bdn duqc vitit tay, hoflc d6nh mriy, hinh thirnh trong

quri trinh soan thdo m6t viLn ban cua co quan. to chirc.

7. Ban gi)c vdn bdn ld bdn hoirn chinh vd ngi dung, th6 thirc vdn bdn c6 chir

kyi truc ti6p (cht ky tuoi) cira ngudi c6 thAm quy6n vir duoc luu tqi Vdn thu.

8. Ban ch{nh vdn bdn ld bdn hodn chinh vA noi dung, th6 thuc vdn ban vir

duoc co quan, t6 chirc ban hdnh.

9. Bdn sao y bdn chinh ld bdn sao day dt, chinh x6c nQi dung cua v5n bAn,

tlugc thqc hi6n tri b6n chinh va trinlr bdy theo thd thuc quy dinh.

10. Ban trlch sao ld ban sao mQt phAn nQi dung cua vdn ban vd duoc trinh

biry theo th6 thri'c quy dinh. Bdn trich sao phai dugc thyc hiQn tu bdn chinh.

ll. Ban sao luc ld ban sao dAy dt, chinh x6c n6i dung c[ra vdn bAn, ctucrc

thuc hiQn tir brin sao y brin chinh va trinh bdy theo thd thuc quy dfnh

12. Hi sct ld m6t t4p vdn ban, tdi li6u c6 li€n quan v6i nhau v€ mQt v6n d6,
^ ,:.

mot su viec, mdt doi tugng cu th6 hodc c6 m6t (ho6c m6t s6) d6c di6m chung

nhu ten loai vin ban. co quan. rd chuc ban hdnh van ban, rlroi gian hodc nhD.ng

dac di6m kh6c, hinh thdnh trong qu6 trinh theo d6i, gi6i quy6t c6ng vi6c thuQc

pham vi chric ndng, nhi6m vu, quydn h4n cira m6t co quan, t6 chirc hoflc cua

mot cA nhan.

13. Ldp hi solit viQc tap hqp vA sip x6p vdn bdn, tdi li6u hinh thdnh trong
qu6 trinh theo d6i, gi6i quy6t c6ng vi6c thdnh h6 so theo nhirng nguy6n tic vd
phuong ph5p nh6t dinh.
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14. Tdi liQu lau trtrldb/rrr gdc, ban chinh ho{c b6n sao hqp ph6p cira tdi

li6u c6 gi6 tri phqc vu hoat dong thpc ti6n, nghi€n ciru khoa hoc, lich su dugc

lua chon de lrru trt.

15. Luu tr co'quan ld to chuc thqc hiQn hoat d6ng luu trir a.5i vOi tdi lieu

luu tru cua co quan, to chuc.

Di6u 4. Tr6ch nhiQm quin lf
1. HiQu trudng Trudng DHYD ph\r tr6ch viQc qudn li 6t ce c6c hoat tt6ng

vd c6ng t6c vdn thu, luu trir cua Trutrng.

2. Phong Hdnh chinh - TO chuc (HC-TC) c6 trAch nhi6m girip Hi6u truong

quin ly, chi d4o, d6n di5c, huong din cong tdc vdn thu, luu trt cira Trudng d6n
' .; ; ,

cdc don vi, truc tidp to chirc thgc hiQn c6ng tric vdn thu, luu trt tai Trudng.

3. Truong c6c don vi truc thu6c Trudng c6 tr6ch nhiQm qu6n lj, chi dao

thirc hiQn c6ng t6c v6n thu, luu trir t4i clon v! minh theo ding Quy chiS ndy v?r

c6c quy dinh cta ph6p ludt vA c6ng t6c vdn thu, luu tr&.

4. 86 phAn vdn thu, luu tr'fr'thu6c Phong HC-TC ld dAu m6i tiiip nhQn, gi6i

quyet ren bdn di, dtin, bao qu6n vd su dung con dAu cua Truong; thuc hiQn c6c
.,1 ^cong viQc li6n quan ddn c6ng tric luu trir ciia Nhd truong.

5. C6n bQ, vien chuc, ngudi lao d6ng (sau dAy vidttfu ld CBVC, NLD)
;

trong qu6 trinh giai quyet c6ng viQc li€n quan cl6n c6ng t6c vdn thu, luu trir c6

tr6ch nhiQm thqc hiQn dring Quy chti ndy vir cric quy dlnh cta ph6p luat v6 c6ng

t6c vdn thu, iuu trfi.

6. Phdng HC-TC t6 chuc tf,p hu6n, bOi duOng CBVC, NLE vC c6ng t:ic vin

thu, luu trir; so k6t, t6ng kdt vd quan ly cong t6c thi dua khen thu&ng vA c6ng tric

v[n thu, luu trir Nhir trudng.

Di6u 5. Tin hgc ho6 c6ng t6c vin thu - luu trii
L Trudng Phong HC-TC c6 tr6ch nhiQm chi dao c6c don vi su dgng phin

m6m quirn ly vdn bdn I-Office vir h6 s<v c6ng vi6c cita Trudng (sau d6y goi tdt

ld phAn mem); t6 chric khai th6c hi6u qua co scr dir lieu vdn ban hi6n tai; diu tu

nAng cdp h4 ting cong nghQ th6ng tin vd phin m6m d6 quan li th6ng nhAt,

hiQu qua c6ng t6c vdn thu, luu trft.

2. Vin thu c6 tr6ch nhiQm qudt vdn birn d6n vd vdn b6n di dd dugc l6nh dqo

ph€ duyQt ban hdnh l6n phin mdm chuydn d6n c6 nhdn vir c6c tlon vi c6 li6n

quan, c6c vdn bdn mdt kh6ng chuy6n qua phin rnAm'

-l)



Chu'ong II

SOAN THAO VA BAN HANH VAN EAN

Msc l. THE THUC vA rY rHUAT TRiNH eAv vAN sAN

Didu 6. Th6 thfc, kf thu{t, ph6ng chfr trinh biry, kh6 gi6y, ki6u trinh biy

1. Thii thric vdn brin ld tap hqp c6c thrinh phdn c6u thdnh v6n bdLn, bao gdm

nhfrng thdnh phAn chung 6p dpng OOi vOl c6c lo4i vdn bdrn vir c6c thdnh ptran UO

sung trong nhirng truong hqp cu th6 hoac dr5i voi mQt s6 lo4i v6n b6n nh6t dinh.

2. K! thuQt trinh bdy vin ban bao gdm: kh6 gi6y, kii-lu trinh bdy,, dinh 1A

trang vin b6n, v! td trinh bdy cric thdnh ph6n th6 thfc, ph6ng cht, cd chir, kidu

cht vd c6c chi ti6t trinh biry khric duoc 6p d\rng OOI vOi van ban duoc soan thdo

tr6n mily vi tinh vii in ra gi6y; vin ban dugc soan thao bing c6c phuong phrip

hay phucrng tiQn k! thuat kh6c hoic v6n bdn dugc ldm tr6n gi6y m6u in san;

kh6ng 6p dung d6i v<yi vdn bdn duoc in thdnh siich, in tr6n b6o, t4p chi vir cric

loai An phAm kh6c.

3. Ph6ng cht trinh bdy vin bdrn dugc su dgng ld ph6ng chir ti6ng Vigt cua

bQ mA ky tu Unicode theo Ti6u cnudn Vigt Nam TCVN 6909:2001

a. Kh6 gi6y, ki6u trinh bdy vd dinh lA trang vdn bd,n

a) Kh6 gi6y: Van bdn h2nh chinh duo. c uinh bdy t6n gi6y tnO a+ 1Z t O mm x 297 rnm)

b) Ki6u trinh bdy:

Vdn bdn hinh chinh dugc trinh biry theo chi6u ddi cta trang gi6y khO a+
(dinh hu6ng bAn in theo chi€u ddi).

c) Dinh 16 trang vdn bdn (d6i voi kh6 giay Aa)
, -:+ Ld trdn: c6ch mdp trdn 20-25 mm

+ LC du6i: c6ch m6p dudi 20-25 mm
-:- LC tr6i: c6ch mdp tr6i 30-35 mm

+ L6 phdi: c6ch m6p phrii 15-20 mm

5. Vi tri trinh briy cric th2rnh phin th€ thuc vdn ban tr6n m6t trang giiy kh6

.A4 cluoc thr;c hi6n theo so aO UO tri c6c thdnh phdn th6 thric v6n brin tai (phu luc

I) kdm theo Quy ch6 ndy.

Di6u 7. Quiic hi6u

Qui5c hi€u duoc trinh bdy tAi 6 sri 1; chifim khoang 1/z trang giiy theo chi6u

ngang o phia tr6n, b€n phai.

Ddng chft thir nh6t phia t€n "cONc HoA xA HOr cHO NCHIA vrET NAM, duo-c

trinh bdy bing cht in hoa, cO chCL 1 2 d6n 1 3, ki6u chir dring, dAm;
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Dong chir thir hai phia duoi "DQc l$p - Tr.r do - Hgnh phric" duoc trinh bdy
.Jbing cht in thudng, co chft 13 d6n 14, (n6u dong thri nhAt cd cht 12, thi dong

thu hai cd chu 13; niiu ddng thfi nh6t cd chir 13, thi ddng thu hai cd chir 14),

ki6u chu dring, d{rn; dugc d6t canh giira du6i dong thir nhAt; cht crii d6u cta c6c
,: ,

cum tu tluoc vi€t hoa, giu'a c6c cum ti'c6 gqch n6i (-), c6 c6ch chir; phia dudi co

dudng ke ngang, n6t li6n, c6 d6 ddi bing d0 ddi cua ddng chir (kh6ng dugc dirng

l6nh Underline), cp thii:

CQNG HOA XA HQI CHO NGHIA VIET NAM
DQc lflp - Tq do - H4nh phtic

Hai ddng chil trCn du<r. c trinh biry c6ch nhau ddng d<rn

Di6u 8. T6n co quan, tlo'n vi t6 chric ban hirnh vin bin
1. T6n co quan, t6 chuc ban hdnh vin bdn dugc trinh bdy tai 6 s6 2; chi6rn

khoring ll2 tranggi6y theo chidu ngang, o phia tr6n, b€n trrii.

2. TCn co quan, t6 chuc cht qudn c6p tr6n truc ti6p @ai hqc Th6i Nguy6n)

tluoc trinh bdy phia tr6n bing chir in hoa, cd chir 12 d6n 13, ki6u chir dring,

kh6ng ddm.

3. T€n Trudng Dai hgc Y - Dugc dugc trinh bdy phia dudi bing cht in hoa,

ctng co chir nhu c0 chft cira Qu6c hiQu, ki6u cht dung, d4m; phia du6i c6

duong ke ngang, n6t liAn, c6 dQ ddi bing tu 1/3 d6n 1/2 d9 ddi c[ra dong cht vir

det can d6i so v6'i ddng chft.

EAI HOC THAI NGUYEN
TRUONG DAI HQC Y - DUqC

Diiiu 9. Sti, t<y tri6u vin bin
r. so, t<y ni6u ciia vin bdn dusc trinh biry tai 6 sti 3, co chfr' 13, dqt canh

giira du6i duong ke ngang cta t6n Trudng.

a) Si5 cira vdn bdn: td s6 thu tu ddng kii vdn bin t4i vdn thu cua Trudng'

56 cira vdn bin duqc ghi bing cht s6 A - rap, bat diu tt s6 01 vdo ngdy dAu

n6m vd k6t thric vdo ngdy 31 th6ng 12 hdng nd,m. V6i nhfrng s6 nh6 hon 10 phdi

ghi th6m .6 0 phiu tru6".

b) K:i hiQu clra vin bdrn: c6 t6n 1o4i bao gdm chir vii5t t6t t6n loai vdn ban

theo bing chir vi6t t6t t6n loqi vin birn vd bdn sao kdm theo (Phu lUc III) vd chfr'

vi6t tit t6n Trudng (DHYD). Kf higu cria c6ng van bao gdm chri vi6t tdt cua ten

Truong vir cht vi6t tdt ten don vi soan thdo hogc chu tri soan thao c6ng vin d6.

2. 56, ki hiQu cua v[n ban hirnh chinh do Truong D4i hoc Y - Duoc barr

hirnh tluoc thqc hiQn nhu sau:

)



a) Quy dinh ghi s6, ky hiQu c[ra Quy6t tlinh vd c6c lopi vdn ban c6 t€n loqi

kh6c bao g6m: tii "S5" duo-c trinh bdy bing chCr in thudng. Sau tu "S5" c6 dAu

hai ch6m (:),, ti6p dr5n ghi s6 vin bAn, ggch ch6o "/", chft viiit t6t tdn loai vdn bdn,

gach ngang "-", chir vi6t tat t6n Truong D4i hoc Y - Duoc "DHYD". Vi du:

Quytit dinh s6: 0 l/QD-DHYD

Th6ng b6o s6: 02/TB-DHYD

Td trinh s6: 03/TTr-DFIYD

Biio c6o s6:04/BC-DHYD

b) Crich ghi s6, kj hiQu cira c6ng vdn bao gdm: tt "56" duoc trinh bdy

bing cht in thucrng, sau til "56" c6 d5u hai ch6m (:), ti6p dtin ghi s6 vdn bAn,

g4ch chdo "/", cht vii5t tit (t6n) Trudng Dai hoc Y - Dugc "DHYD", gach ngang

"-", t6n viSttitdon vi so4n th6o ho4c cht tri soan thao, kh6ng d6u crich. Vi du:

Sii: 05/DHYD-CTHSSV

36:06/DHYD-HCTC

56:07IDHYD-KHTC

36:08/DHYD-DT

3. Phdng Hdnh chinh - T6 chfc (b0 phQn Vdn thu) c6 tr6ch nhi6m l6y s6

vdn bdLn hdnh chinh cira Nhd truong chinh x6c theo dfng quy dfnh vd theo phAn

loai vdn bdn hdnh chinh.

Ei6u 10. Eia danh vir ngiry, thing, nim ban hinh vin bin
1. Dia danh vd ngdy, thring, nim ban hrinh vin bdn dugc trinh bdy tai 6 s6

4. bing chD in thucrng. cd ch0 ll den I4. kieu chri nghi6ng; sau dia danh co dau

phAy; duoc d[t canh gifra du6i Qu6c hi6u.

Dia danh ghi tr6n vdn bdrn cta Trucrng Dqi hoc y- Duoc ld"Thdi NguyAn',

2. Ngdy, th6ng, ndm ban hhnh vdn bdn ld ngdy, thiing,, nim vdn btn duoc
ban hdnh vd phai duoc vi6t dAu du; cric s5 chi ngdy, thring, nim dtrng chir s6 A-
rdp; diii v6i nhirng s6 chi ngdy nh6 hon 10 vd chi th6rng 1,2 phai ghi th6m sri 0
phia truoc.

Yi du: Thdi Nguy€n, ngdy 02 thdng 02 ndm 20lB

Didu 11. T6n lo4i vir trich y6u nQi dung vin bin
1. TCn loai ve trich y6u n6i dung cta cric loqi v6n b6n c6 ghi t6n loai duoc

t_tnnn bay tal o so 5a;
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2. T6n 1o4i v6n ban (Quy6t d!nh, K6 ho4ch, 86o crio, Td trinh vdL c6c loqi

vdn bdn kh6c) dugc d[t canh giira (cAn a5i O glira ddng) bing chfr in hoa, cd chfi'

14, ki6u chir dring, ddm; trich y6u n6i dung vin birn dugc ddt canh giira, ngay

du6i t€n loqi vdn bAn, bing chir in thudng, cd chir 14. kieu chir dimg. dim; b6n

dudi trich y€u c6 ducrng ke ngang, ndt li6n, c6 d0 ddi bing tt 1/3 dtin l/2 dg dei

cria ddng chir vd dflt cdn dtii so voi dong chft. Vi dp:

QUYET DINH
--l -.1V6 vifc tli6u tlgng cin bQ

3. Trich yi5u nQi dung cdng vdn dugc trinh bdy tai 6 s6 5b, sau chir vitit tit
"V/v" (vC vi6c) bing cht in thuong, cd chir 12 d6n B, kii5u chir dimg; duqc ddt

canh gita duoi sil vd kli hiQu vdn ban, crich dong 6pt v6i sO vd ky hiQu vin bAn.

Vi d\r:

56: 123IDHYD-HCTC

V/v ndng bdc luong ndm 2016

Didu 12. NQi dung, b6 cgc vin bin
NQi dung vdn ban tlugc trinh bdy tai 6 s6 6.

Phin n6i dung (bin vin) dugc trinh biry bing cht in thudng (duqc dan

d6u ca hai te)., UCu cht dimg; cd chft 13 d6n la fuhAn ldi vin trong m6t vdn bdn

phdi diing ctng mQt cd chir); khi xu6ng dong, chft dAu ddng phii lti vdo tir lcm

d6n 1 ,27 cm ( 1 detault tab); khoing c6ch giira c6c doan vin (paragraph) dat toi

thi6u ld 6pt; khoang c6ch gita c6c ddng hay crlch dong (line spacing) chqn t6i

thi6u tir c6ch dong don (single line spacing) ho?c tir 15pt (exactiy line spacing)

tro l6n; khoang c6ch tdi da gifta c6c dong ld 1,5 ddng (1,5 lines).

OOI vOi nhirng vin bdn c6 phAn cin cf ph6p li d6 ban hdnh thi sau m6i

cdn cu phai xuong dong, .roi dong c6 d6u chim phiy (:)' ri6ng cdn cu cuoi ctng

kiit thirc bing d6u phAy (,).

NQi dung vdn bdrn ld thdnh phAn chu y6u v6n bAn, phii b6o drim nhirng

y6u cAu co bdn sau:

- Phn hqp vdi hinh thric v6n bdn dugc su dpng;

- Pht ho. p vcri dudng tOl, ctrri truong, chinh srich cira Ding; pht hqp v6i

quy dinh cila ph6p lu6t;

- Duoc trinh bdy ngin gon, rd r2tng, chinh x6c;

- Su dung ng6n ngir vi6t, c6ch di6n dat don gid'n, OE nieu;
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- Dtng tii ngir ti6ng Vi6t Nam ph6 th6ng (kh6ng dirng tt ngir dia phuong
., r

vir tu ngit nu6c ngo2ri n6u kh6ng thqc sg cdn thi6t). D6i v6i thu{t ngfr'chuyCn

m6n cAn x6c dinh 16 nQi dung thi ph6i dugc gi6i thich trong vdn bdn. Trong

truong hqp thqc qr cin thitit c6 th6 dtng tri ngir nu6c ngodi thi dtng tu nguy6n ban;

- Chi duoc viilt tit nhtng tir, cum tu th6ng dung, nhirng tir thuQc ng6n

ngir ti6ng Viet dC hiriu. O6i vdi nhirng tri, cum tir dugc su dqng nhiAu lAn trong

v6n bdn thi c6 th6 vi6t tit, nhung c6c chft viiit tat tan eAu cua tr), cgm tir phai

dugc d{t trong ngodc don ngdy sau tu, cgm tu d6;

- Khi viQn dAn lAn dAu vdn bdn c6 li6n quan, phai ghi dAy du t6n loai, s6,

kyi hi6u v6n b6Ln, ngdy, th6ng, ndm ban hrinh vdn bdn, t6n co quan, to chuc ban

hdnh vdn b6n, trich y6u n6i dung vin b6n (d6i v6i lu4t vd ph6p 10nh chi ghi t6n

logi vd t6n cua lutt, ph6p lQnh), vi du: "...duoc quy dinh tai Nghi dinh s6

1 I0/2004/ND-CP ngdy 08 th6ng 4 nim 2004 cria Chinh phn vC c6ng t6c vin
, ,i .^ .:

thu"; trong cdc ldn vidn dan ti€p theo, chi ghi t6n lo4i vd s6, ky hiQu cua vdn brin d6;

- Vi6t hoa trong vdn ban hdnh chinh duoc thgc hiQn theo Phu luc V (vitit

hoa trong vdn b6n hanh chinh);

Truong hqp nQi dung vdn ban duoc b6 cr,rc theo phAn, chuong, muc, tliAu,

khoan, di6m thi trinh bdLy nhu sau:

- Phin, chuong: Tu "PhAn", "Chucrng" vd s6 th0'tu cta phAn, chuong

duoc trinh bdy tr6n m6t dong ri6ng, canh giira, bing chir in thuong, cd ch0 13

d6n 14, ki6u chft dirng, d{m. SO thutu cria ph6n, chuong dr)ng chfr s6 La Ma.

Ti6u dA (t6n) cta ph6n, chu<rng duqc d{t ngay du6i, canh gita, bdng cht in hoa,

cd chir 13 d6n 14, ki6u chfr'dung, ddm;

- Mr,rc: Ttr "Muc" vd s6 thir tu cria mqc tluoc trinh bdLy tr6n mQt dong

rieng, canh giria, bing chfr in thuong, cd chir 13 d6n 14, ki6u chir dring, dam. 56

thr? ttr cia muc dtng chft s6 A-r{p. Ti€u dC cira muc duoc trinh bdy ngay du6i,
canh gifra, bdng chf in hoa, cd chir tir 12 diin 13, ki6u cht dung, d6m;

- Di6u: Tir "Didu", s6 thri.tu vd ti6u d6 cua di6u duoc trinh bdy bing chir
in thudng, c6ch 16 tr6i I def'ault tab, cO chir bing cd cht cira ph6n ldi vdn (13-
14), ki6u cht dLmg dam. 56 thir tu cua diAu dung cht s6 A-4p, sau so ttru tu co d6u chdm (.);

- Kho6n: SO thri tu cilc khodrn trong m6i muc dtng cht s5 A-rdp, sau s6

thir tu c6 d6u ch6m, cd cht sO Uing cd chfr cta phAn ldi v5n (13-14), ki6u chir
dring; n6u kho6n c6 ti6u d6, s6 thri tu vd ti6u d6 cta khorln rlucvc trinh bdy rr6n
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m6t ddng ri6ng, bing cht in thudng, cd cht bing cO cht cira ph6n ldi vdn (13-

la), ki6u chir dfng;

- Di6m: Thir tg c6c di6rn trong m5i khodn dirng c6c chfr c6i tii5ng ViQt

theo thir tg abc, sau c6 d6u ngodc tlon, bing cht in thudng, c0 cht bing c0 chir

cia phdn ldi vdn (13-14), kitiu chfi'dirng;

Truong hqp n6i dung vdn brin dugc phdn chia thdnh cdc phin. mgc ttr,

khoan, di6m thi trinh b2ry nhu sau:

- PhAn (n6u c6): Tt'"PhAn" v2r s6 thu tu cta phAn dugc trinh bdy tr0n m6t

':dong ri6ng, canh giua. bang chu in thucrng. co chir l3 d6n 14, kieu chu dLmg-

dAm; sd thu tg cta phAn ding cht sd La M5. Ti6u dA cta phAn dugc trinh bdy

':ngay duoi, canh gi0a, bang cht in hoa, cd chir 13 d6n 14, ki6u chfr dirng, d{m;

- Mqc: 56 thu tU clic muc dtng chfr' s6 La M6, sau c6 dAu ch6m vd duoc

trinh bdy c6ch 16 trdri 1 default tab; ti6u d6 cua muc dugc trinh bdLy cing rnQt
,. ; . , ,:

hdng voi so thu tu, bang chir in hoa, cd cht 13, ki6u cht dting, dam;

- Khodn: Si5 thri tg c6c khodn trong m6i mr,rc ding cht s6 A-rip, sau s6

thir tg c6 d6u ch6m, c0 cht tO Uing cd chir cua phAn ldi vin (13-14), ki€u chft
., :

dung; ndu khoan co ti€u d6, s6 thir tq v2r ti6u d€ cria kho6n dugc trinh bdy tr€n

mQt ddng ri6ng, bing cht in thudng, cb chir bing co chir cta phin ldi van (13-

1 ), kiilu cht dimg, dflm;

- Di6m ftinh biry nhu truong hqp n6i dung vdn birn dugc b6 cpc theo
.l -':phan. chuong. rnuc, dieu. khoan. di6m.

Eidu 13. Quy6n h4n, chric vg, hg t6n vir chfi'kf cfra ngudi c6 thAm quyiin
^:
Quy6n h4n, chuc vu cua ngudi kli duqc trinh bdy t4i 6 s6 7a; chuc vu khSc

cua ngudi kyi dugc trinh bdy du6i, dat canh gita 6 stl 7a; c6c chir vi5t tat "TM'",
uKT.", ,,TL.", "TUQ." Hodc quyin han vir chuc vu cira ngudi k1i duoc trinh bay

bing chir in hoa, cd chft 13 d6n 14, ki6u chir dirng, d{m.

1. QuyAn han cira nguoi kf duo-c thuc hi6n nhu sau:

a)Truongho.pkithaythirtru<rngcoquan,tOchircthiphaighichiLvidt
tit "ft." (ky thay) vdo truoc chfc vu, sau dAu chAm "." c6 d6u c6ch' Thin-r

quyin duo-c k1; rhay vin ban ld nguoi c6p pho cua nguoi dung diu co quan. to

chfrc vd dugc ghi nhu sau:

KT. HIEU TRU'oNG
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b) Trucrng hgp vdn ban kj thira l6nh tht trudng co quan, t6 chtic thi phai

ghi chir vl6t tit "TL." (thira l6nh) vdo tru6c chuc vu, sau dAu chdm "." c6 ddu

c6ch, vi du:

TL. HrpU TRUoNG
TRTIONG PHONG DAO TAO

c) Trudng hqp ky thua uy quyen thi phdi ghi chir vi6t 16r "TUQ." (thua uy

quy6n) vdo tru6c chir HiQu truong, sau ddu chAm "." c6 ddu c6ch. Ghi 16 chirc

danh, t6n tlcrn vi, t6 chtic cua nguoi ky thira iiy quyi,n. Nguoi dugc kli thiia uy

quyAn kh6ng dugc ty quy6n l4i cho ngudi kh6c ky, vi du:

TUQ. HIEU TRTIONG
TRUONG PHONG HANH CHiNH - TO CHTIC

2. Cht'c vU cria ngudi kj
a) Chfc vU ghi tr6n v6n b6n ld chuc vu l6nh d4o chinh thfc cira ngudi kj

vdn ban. Vin bdn do Hi€u trudng k1i ban hdnh ghi "HiQu tnrong", vdn brin ky

thay ghi "Ph6 Hi€u trudng", kh6ng ghi lai tdn Truong D4i hoc Y - Duoc; trir ciic

vdn ban lien tich. van bdn do hai hay nhidu co quan. to ch[rc ban hanh. vi du:

HIEU TRUoNG KT. HIEU TRTIONG
PHO HrpU TRU'ONG

b) Chfc vu ghi tr6n vdn ban ky thua l6nh Hi€u truong ph6i ghi dAy du

chuc danh lSnh dao chinh thric vd t€n don vi, t6 chuc, vi du:

TL. HrpU TRUoNG
TRT/ONG PHONG HANH CHiNH - TO CHUC

Trudng hqp cAn thi6t, ngudi duoc ky thira l0nh van ban hdnh chinh c6 th6
-; : , ,uy nhrdm de cap pho cua nguoi drmg ddu ky thay; chuc vu ghi tr6n v6n bdn kj

thay phai ghi day dt chirc danh ldnh dpo chinh thirc, kh6ng ghi lai t6n cta don
. :: ,,

vr, to chuc, vl dq:

TL. HrPU TRTI0NG
KT. TRUONG PHONG HANH CHINH - TO CHTIC

PH6 TRU'ONG PHONG

c) Chfc vu ghi tr6n vdn b6n do c6c t6 chuc tu v6n ld H6i d6ng, Ban Chi
dao thu6c cilc linh vuc, pham vi hoat d6ng cua ch[rc danh ldnh dao trong Ban
hodc H6i d6ng cta ngudi ky vdn bdn.

- H6i d6ng, Ban Chi dao kh6ng duoc ph6p su dung con d6u cta Trudng
Eai hgc Y - Ducrc ghi chri'c danh chinh thuc theo quy6t dinh thdnh ldp Ban hoic
H6i d6ng d6, vi du:
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TM. HQr DONG KT. TRTIoNG BAN
CHUTICH, PHOTRUONGBAN

(Chfr'W, ddu cua t6 chilc) (Chir b!,, ddu c{.ta t6 ch*c)

Nguy6n Vin A Duong Vin B
- Trud'ng hgp c6c Ban, HQi ddng dugc HiQu tru&ng cho phdp su dung con

d6u cua Trunng DHYD thi ngudi kli vdn b6n ghi chirc danh chinh thuc theo

quytit 01.,t thdnh lQp Ban ho{c H6i d6ng d6, d6ng thoi du6i cht ky c6 thti ghi

chuc danh l6nh dpo trong Trudng;

- Vdn bin do HQi diing hoqc Ban Chi clpo ban hdnh md lSnh dao Nhir

tuong ldm Chir tich holc Ph6 Chir tich; Truong ban hodc Ph6 Throng ban du-o. c ghi nhu mu:

TM. HQI DONG
CHU TICH

lChii'kj,. dau cua Trudng)

HrEU TRU'oNG TRTIONG DAr HQC Y - DugC
Nguy6n Vin A

KT. TRU6NG BAN
PHO TRTJCNG BAN

(ChiI ki, dAu cira Truong)

PH6 HIEU TRUONG TRU'ONG DAI HQC Y - DUqC
Trinh Vin B

- Truong ho. p vdn bdn cira H6i d6ng hodc Ban Chi d4o ban hdnh md ldnh

dao Trudng Dai hgc Y - Dugc lirm Trudng ban hoic Cht tich HQi d6ng vd ldnh

d4o ciic don vi thu6c Truong ldm Ph6 Truong ban hoqc Ph6 Chh tich HOi d6ng

thi chuc danh cua nguoi ky vdn b6n dugc ghi nhu sau:

TM. HQI DONG KT. TRTIONG BAN
CHU TICH PI{O TRT,ONG BAN

,:
Chrt'ki, ddu cua Tructng) (Chii bi, ddu cira Trtrd'ng)

pHo HIEU TRTIONG TRU0NG PHONG HANH CHiNH-To CHUt
Nguy5n Vin C NguY6n Vin B

3. H9 t€n cua ngudi ki vin ban vd hqc hdm, hqc v!, danh hi6u danh du

(n6u c6) duoc trinh bdy tai 6 s6 Zb; bing chtt in thuong, cd chir 13 d6n 14, kieu

chir dung, dAm. TCn cua hoc hirm, hqc vi, danh hi6u danh d1r dugc vi6t t6t, sau

li6n d6 c6 d6u ch6m (.). Trong trudng hgp c6 tir 2 hgc hirm, hgc vi, danh hi6u trcr

16n thi c6c cht vi6t t6t viiit lidn nhau sau d6u ch5rn (.), d chff'vitit t6t cu6i ctng
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sau dAu ch6m (.) c6 d5u c6ch r6i d6n hq t6n dAy dir cta ngudi ky vdn ban. Thu tu

trinh biry hgc hdm, hoc vi, danh hi6u nhu sau:

TS. Nguy6n Vin A ThS. LA Vin C
PGS.TS. Nguy6n Vin B GS.TS.NG[IT. Nguy6n Vin C
4. Chir ki cta ngudi c6 thAm quydn dugc trinh bdLy t4i 6 s6 7c.

Di6u 14. D6u tl6ng tr6n vin bin
1. D6u cria Nhd truong dugc trinh bdy tpi 6 s6 8.

2. Khi d6ng d6u l6n chu kj thi d5u d6ng phAi trtm l6n khoring 1/3 chir kli
: . .^

ve phra ben tral;

3. Vi6c d6ng d6u l6n c6c phu luc kdm theo vdn ban chinh do ngudi ky vdn

bAn quytit dinh vd dAu duqc d6ng l6n trang dAu, trim l6n m6t phdn t6n Truor.rg

DHYD hoflc t6n cua phg lgc;

4. D6ng d6u gi6p lai vdo c6c vdn bAn quan trQng vd tu hai to tro l6n vdo

khoang giira mdp ph6i cia vdn ban hodc phu luc vdn bdn, trirm l6n mQt phAn cdc
. .,( i, ,; ;.to giay. mdi dau d6ng t6i da 05 trang vdn ban;

5. D6u d6ng phai 16 rdng, ngay ng6n, dting chi6u vd dirng dring mqc dAu
mdu do tuoi theo quy dinh.

Di6u 15. Noi nh{n
l. Noi nh4n x6c dinh nhimg co quan. to ch[rc, don vi vir c6 nhAn nhAn vdn

bdn vir c6 tr6ch nhi6m nhu dC xem xdt, giai quy6t, d6 thi hdnh, a.i ti6m tra, gi6m

s6t, d6 b6o crio, d6 trao d6i c6ng viQc, A6 Ui6t va dC ltru.

2. Noi nhdn phai duoc x6c dinh vd ghi cu th6 trong van ban. Can cu quy

dinh cta ph6p lu{t; cdn cir cht'c ndng, nhi0m vr, quydn han cua co quan, t6 chuc

vir quan h€ c6ng t6c; cdn cu y6u c6u giai quy6t cdng vigc, don vi ho5c c6 nhdn

soan th6o ho{c cht tri soan thdo c6 tr6ch nhi6m dA xu6t nhtrng cn quan, to chr-lc,

don vi vd c6 nhdn nh6.n vin ban trinh ngudi kli vdn b6n quytit ai*,.
3. DOi vdi vdn bdrn chr g*i cho mot s6 d6i tuong c9 thi5 thi phdi ghi t6n

.. : ,:.tung co quan. to chuc, ca nhdn nhdn vdn banl doi vdi vdn ban dugc gui cho m6t

hodc m6t s6 nh6m d6i tu-o. ng nhAt dinh thi noi nh6n duoc ghi chung.

4. D6i vdi vdn bin c6 ghi t6n loai, noi nhfln bao g6m tri "Noi nhin" vd
,;,phdn tiet ke cdc co quan, t6 chLlc, don vi vd crl nhdn nhAn v6n b6n.

5. DOi v6i c6ng vdn hdnh chinh, noi nhdn bao g6m hai phAn:
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- PhAn thir nhAt bao g6m tir "Kinh giri", sau tl6 ld t6n c6c co quan, td chilc

hoSc clon v!, cri nhAn trgc ti6p gi6i quy6t c6ng viQc;

- PhAn thir hai bao g6m tir "Noi nhAn", phia du6i ld tir' "Nhu tr6n", ti6p

theo la t6n c6c co quan. t6 chuc, don vi va cd nhdn co li6n quan kh6c nhAn vdn ban.

6. Noi nh4n duoc trinh bdy tqi 6 sO 9a vd 9b.

Phdn noi nhQn tgi 6 s6 ga dugc trinh bdy nhu sau:

- Tu "Kinh giri" vd t6n ciic co quan, t6 chuc ho[c c6 nh6n nh{n vdn bdn

duoc trinh bdy bing cht in thuong, cd chir 13 d6n 14,, kitiu cht dung;

- Sau ttr "Kinh gui" c6 ddu hai ch6m (:);
. ',(+ N6u c6ng vdn grii cho mQt co quan, t6 chr?c hopc mQt c6 nhAn (d6i

tuo. ng cu th6) thi tir "Kinh g[ri" vir t6n co quan, t6 chirc ho{c cri nh6n dugc trinh

bdy tr€n ctng mQt ddng, vi d9:

Kinh gui: 86 Gi6o dgc vd Ddo t4o

Kinh grii: Ong Nguy6n Vin A

+ Trudng hop c6ng vln gtli cho hai co quan, t6 chuc hoic ca nhan tro l6n

nhmg thuQc m6t nh6m d6i tuong thi tu "Kinh gui" va ten co quan, to chuc, c6

nh6n hopc nh6m co quan, t6 chfic, c6 nh6n dugc trinh bdy tr6n ciing mQt dong,

vi dg:

Kinh gui: U1i ban nhdn d6n c6c huy€n, thdnh, thi thu6c tinh Th6i Nguy6n

+ Truong hqp c6ng vdn gui hai co quan, t6 chuc ho{c c6 nhan tro l€n

thuQc nhi6u nh6m d6i tuong kh6c nhau thi sau "Kinh gri'i" xu6ng ddng, t6n moi

co quan, td chuc, c6 nhdn ho{c rn6i nh6m co quan, t6 chuc, c6 nhAn thu6c mQt

nh6m d6i tuo-ng duo-c trinh biry tr6r.r mQt ddng ri6ng, diu dong cho g4ch diu

dong (-). cu6i dong co d6u chdm play (l). cudi dong cu6i cung c6 d6ru ( ): cac

gqch ddu dong duoc trinh bdy thing hdng theo chidu dgc v6i nhau du6i d6u hai

ch6m (:), vi dg:

Kinh gui:

- C6c Phdng chirc n6ng;

- C6c khoa, BQ m6n truc thu6c Trudng;

- Chtr tich C6ng dodn, Bi thu Dodn TN, Chti tich HQi SV'

PhAn noi nhqn t4i O sO gU (6p dung chung tt5i v6i vdn bin hdnh chinh)

dugc trinh bity nhu sau:
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- Tu "Noi nhQn" dugc trinh bdy tr6n mQt dong ri6ng (ngang hdng v6i dong

chir "quydn han, chirc vu cira ngudi ky" vd s6t tA trai;, sau c6 dAu hai chAm (:),

bdng chfr in thudng, cO chir 12. ki6u chir nghi6ng, d6m;

- PhAn li6t k€ c5,c co quan. to chuc, don vi vd cii nh6n nh6n vdn bdn dugc

trinh bdy bdng cht in thuong, cd chir 1 l, ki6u chfr dirng vir s6t lA tr6i; t€n m6i co
4,,

quan, to chuc, don vi vir c6 nhdn ho{c m6i nh6m co quan, t6 chirc, don vi nhin

vdn bdrn duoc trinh biry tr6n mQt dong ri6ng, dAu dong c6 g4ch dAu ddng O, cu6i

ddng c6 d6u ch6.m ph6y (;), ri6ng dong crr5i cing bao g6m chir "Luu" sau c6 dAu

hai ch6m (:), ti6p theo ld chir vi6t tit "VT", d6u phAy (,), chir vii5t tat t6n don vi

(hodc b6 phfn) sopn th6o vdn ban vd s6 lugng b6n luu (chi trong nhirng truong

ho. p cdn thi6t) duoc d{t trong ngodc don, cu6i cing ld d6u ch6m (.).

Vi du:
No'i nhQn:

- Nhu tr6n (d6 t/h);

- Ban Giarn hieu (d6 b/c);

- (orrg dodn. Doirr TN. HQi SV rde p,h1'

- Ltnr: VT, HCTC.

Di6u 16. Mrfrc tIQ khin. m{t

1. Mirc dO khdn, d6u chid0 khan.

a) Vbn ban ctugc x6c dinh 4 muc dQ khAn: khdn, thuo.ng Uran, hOa tOc,
t.

noa toc nen gto.

b) CAn cf tinh chat, muc dQ cdn du-o. c chuy6n ph6t nhanh, vin bin rtuoc

x6c dinh theo dQ khAn cAn thi6t.

c) Trudng hgp vdn ban c6 tinh ctr6t mAn, don vi ho6c cri nhdn soAn thao

van ban di xuit d0 kh6n. trinh ngudi co thdm quyin kli van ban quydt dinh. K-hi

d6, v5n bdn duoc d6ng d6u d6 khAn tuong frng dugc quy dinh kho6n a, di6u ndy.

2. Mat, d6u chi dQ m4t:

a) Vin brln ban hdnh c6 n6i dung nim trong ciic pham vi quy dinh tai

DiAu 1, quy6t dinh sa SOOOTIqD-TTg ngdy 3Ut2lZOt6 cua Thu tu6ng Chinh

pht v6 danh muc bi m4t Nhd nu6c d6 "T6i mat" trong ng?rnh gi6o dpc phai duoc

d6ng d5u "TOi met".
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b) VAn ban ban hAnh c6 nQi dung nim trong cdc pham vi quy dini tai

Di6u 1 Th6ng tu s6 1ll2}17ITT-BCA ngdy 23l3l2ol7 cia BQ tru6ng BQ C6ng

an v6 danh muc bi mqt NhA nu6c dQ MAt trong ngdnh gi6o duc vd diro t4o phai

dugc d6ng diu "Mat".

c) ViQc x6c dinh vd y€u cAu d6ng dAu dd tuyCt mat, t6i m{t, mQt vd d6u

thu h6i OOi vOi vin b6n c6 nQi dung bi mat Nhd nu6c phdri dugc thyc hiQn theo

quy dinh cria ph6p lupt v6 bao vQ bi mAt Nl.rd nu6c.

Didu 17. Cic thinh phin th5 thric kh6c

1. Cdc thdnh phin th6 thric khric duoc trinh biry nhu sau

- C6c chi dAn v€ phqm vi luu hdnh ducrc trinh bdy tpi 6 s6 1 1; cric cum tu

"TR.{ LAI SAU KHI HOP (HoI NGHI)", "XEM XONG TRA LAl", "LLIIJ

HANH NQf e0" dugc trinh bdy cAn d6i trong mQt khung hinh chfr'nhQt vi€n

don, bing cht in hoa, cd chir 13 d6n 14, ph6ng chir Times New Roman, ki6u

chfr dimg, dqm;

- Chi d6n v6 du thdo vin bdn tlucrc trinh bdy tai 6 si5 12; tu "DU'THAO"

hodc cum ti.r "Dtf THAO LAN ..." duoc trinh b2ry trong mQt khung hinh chir

nhAt vi6n don, bing chir in hoa, cd chir 13 d€n 14,ki6u cht dung, d6m;

2. Nhftng vin bdrn cin duoc quan lli chAt cho rre s6 ttrgng ban ph6t hdnh

thi kj hieu ngudi d6nh m6y vd sO luorg ban phrlt hirnh dugc trinh bdy tai 6 s6

13; kli hiQu bAng chir in hoa, s6 luong ban bing chft s6 A-r4p, cd cht 11, ki6u

chir dung;

3. Eia chi cc, quan, t6 chirc; dia chi E-mail; dia chi tr6n mang (website);

,O Aien thoai, s6 fax duoc trinh biry tr6n trang diu cta vdn bdn, tpi 6 s6 14, bing

cht in thucrng, c6 chir tir 1l diin 12, ki6u chir dung, dudi m6t dudng k6 n6t li6n

k6o ddi h6t bd ngang cta ving trinh bdy vdn bdrn;

4. PhU lpc vdn b6n ducvc trinh bdy tr6n c6c trang ri€ng; tr) "Php lgc" vir s6

thu tq cta phq lpc dugc trinh bdy thdnh mQt dong ri6ng, canh gifra, bing chir in

thuong, cd chti 14, ki6u chir dung, ddm; t6n php trlc duoc trinh bity canh gifra,

bing chir in hoa, cd chir tu I 3 dtin 14, kiiiu chir dirng, d4m'

5. 56 trang cua vdn ban duo-c trinh biry t4i g6c ph6i, tr cu6i trang gi6y

(ph6n footer), bi,g chir s6 A-rap, cd chir 13 diin 14, ki6u chir ding, kh6ng d6nh

s6 t.a.,g thu nhAt. 56 trang cta phu luc dtroc d6nh s6 ri6ng theo ttrng php lpc.
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6. MIu cht vdL chi ti6t trinh bdy c5c thirnh phAn th6 thuc vdn bdn duoc

minh hga t4i Phu lpc II kdm theo quy dinh ndy. MAu trinh bdy mQt s5 lo4i vdn

ban hdnh chinh duoc minh hga tpi Phu luc IV kdm theo quy dinh ndy.

Msc 2. SOAN THAO vAN rAN
Di6u 18. Hinh thri'c vin brin

C6c vdn bin hdnh chinh do Trudng DHYD ban hirnh bao g6m: Quydt

dinh (c6 bi6t), Th6ng b6o, Huong d6n, Quy chri, Quy dinh, Chuong trinh, K€

ho4ch, Phuong 6n, D6 6n, 86o c6o, To trinh, Hqp d6ng, C6ng vdn, Gidy chung

^.: .. ^,inhan. Giay moi. Giay gioi thieu. Gidy nghi phdp, Gi6y di duong vd c6c loai khdc.

Didu f9. So4n thio vin b6n

1. Lanh dao don vi dugc giao soan thrio chiu tr6ch nhiQm vd trinh tu, the

thirc, n6i dung vd tinh ph6p ly cua vin ban theo Quy6t dinh sO le+lqO-OUVO,

ngdy 061712015 cira Trudng DHYD V/v Ban hdnh Quy dinh v6 soan th6o vir ban

hdnh vdn ban qu6Ln ly n6i b6.

2. V6n b6n chinh thftc gui di c6c nu6c, c6c tO chuc quOc t,i hoic t6 chirc,

c6 nhdn ngudi nu6c ngodi phai dugc vi6t bing ti6ng ViQt vd kdm theo b6n dich

kh6ng chinh thuc bing ti6ng nu6c ngodi tuong ung.

3. C6c vdn b6n, tdi liQu mang tinh trao dOi ttrOng tin khdng chinh thuc co

the viet bdng tieng nu6c ngodi tu<rng irng hodc mQt trong c6c thir ti6ng th6ng

dung qu6c t6: Anh, Ph6p, Duc, Nga, Trung Qu6c, TAy Ban Nha. Trudng hqp

niry kh6ng nhSt thii5t kdm theo ban ti6ng Vi6t.

4. Vi6t hoa trong vdn bdn theo ph6p d{t c6u; vi6t hoa danh tir ri€ng chi t€n
.. ,,1 ,nguor; vidt hoa theo ten dia lj; vi6t hoa t6n co quan, t6 ch[rc vd vi6t hoa c6c

trudng hgp khric duoc thuc hi6n theo Phr,r luc V (vit5t hoa trong v6n ban hdnh

chinh) kdm theo Quy ch6 ndy.

Di6u 20. Ki6m tra vin bin

1. D6i v6i vdn bin trinh lSnh dao Truong lqi ban hdnh

a) Phdng TT-PC c6 tr5ch nhi6m thAm dinh hodc tham gia y ki6n v6 mdt

phrip ly OOi vOl vdn bdn c6 n6i dung quan trong, phfc tap li6n quan d6n LuAt,

quy dinh cira Nhd nu6c do c6c don vi trong Trudng soan rhao.
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b) Ngudi drmg dAu don vi cht tri so4n thdo vdn ban ph6i ki6m tra vd chiu

tr6ch nhiQm vC dO chudn x6c ctra nQi dung v6n birn, ky nhdy viro cu6i nQi dung

vdn b6n (sau d6u./.) tru6c kJri trinh ldnh d4o Trudng ky ban hdnh; khi trinh lSnh

dqo Truong ky vin bdn phdi kdm theo dAy dt c6c h6 so, tdi liQu c6 1i6n quan.

c) Phdng HC-TC c6 tr6'ch nhiQm rd sorit, ki6m tra lAn cu6i vd chfu trrlch

nhi6m vC thti thirc, k! thu4t trinh bdy, thi tgc ban h?rnh vdn bin theo dting quy

dlnh 'ei Quy chti ndy vd phii lc-i nhriy v2ro vi tri 
"rtii 

cung d "Noi nh6n". Khi ph6t hiQn

vdn birn c6 sai s6t vA trinh tu, th6'thuc. tinh phrip ly hoflc n6i dung, Phdng (HC-

TC) sE tra lai don vi chri tri soan thdo dC thuc hiQn viQc s[ra chta.

OOi vOi vdn bdn dd ban hdnh mac l5i sai s6t, dcrn vi chtr tri soan thAo cAn ra vdn

b6n dinh chinh hoic ban hanh van ban moi d€ thay thi5.

2. DOi voi vdn bZrn do Tru6ng don v! kli thta ty quydn, lo-i *nia l6nh Hi6u truong

a) Nguoi dugc giao soan th6o vdn bdn phdi ki€m tra vd chiu trdch nhiQm

,A dq chudn x6c cira n6i dung vdn bdLn, ky nh6y vdo cu6i nQi dung vdn birn (sau

d6u./.) tru6c khi trinh Truong don v! dugc ty quy6n ho{c thira lQnh ky ban

hdnh; khi trinh ky vdn birn phdi kdm theo dAy dt c6c h6 so, tdi li6u c6 li6n quan.

b) Phong HC-TC c6 tr6ch nhi6m rd sorit, ki6m tra 16n cu6i vd chiu tr6ch

nhiem vC th6 thri'c, k! thu4t trinh bdy, th[r tuc ban hdnh vin bdn cia Nhir trudng

theo dirng quy dlnh tA Quy ch6 ndy vd phai ky nh6y vdo vi tri cu6i cing d "Noi nh{n".

Didu 21. Trich nhiQm vir thAm quydn ki vin bin

1. Ngudi kli ban hdnh vdn b6n ph6i chlu trrich nhiQm ph6p luqt vC nQi dung,

trinh tq, thC thfc vd k! thudt trinh bdy cua vin b6Ln dd ban hdnh.

2. Hieu trucrng c6 thdm quy6n kj tit ca v6n bin cta c<r quan, t6 chfc' HiQu

trudng c6 thri giao cho Ph6 HiQu truong ky thay (KT.) c6c vdn b6n thuQc c6c

linh vr,rc dugc phAn c6ng phu trrlch.

3. Trong m6t s6 trutrng hqp cin thilit, HiQu truong c6 th6 ty quy6n cho m6t

s6 Trucrng dcrn vi ki thira [y quy€n vdn ban. ViQc giao kli thua uy quy6n phai

dugc quy dinh bing vdn bdn vd gi6i han trong mQt thdi gian nh6t dinh. Nguoi

duqc ky uy quyAn kh6ng duqc iy quy6n lai cho ngudi kh6c ky'

4. Hieu truong uy nhiQm cho Truong mQt sd don vi kj thua lQnh mQt s6

vdn bdn hdnh chinh vA chuyEn m6n, nghiQp vu theo chuc ndng' nhiQm vp vd
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ph4m vi dugc phAn c6ng. Vi6c phdn cAp thAm quyAn kli vdn bAn thtra lQnh Hi6u

trudng vir tl6ng d6u cta Trudng c6 quylit dinh ri6ng.

5. Tru&ng phdng HC-TC thua l6nh HiQu truong k! c6c vdn bin trigu tAp

hQi ngh!, h6i th6o, mdi hop trong pham vi Trudng; k! crlc ban sao y, sao luc,

trich sao; kf gi6y gi6i thi6u cho c6n bQ, vi6n ch[rc trong ph4m vi, linh vuc dugc

phin c6ng phu tr6ch, gi6y gi6i thi€u phii ghi 16 h9 t€n, chuc vu, don vi, n6i

dung c6ng tric, thdi han gi6 tri vi phai tldng kli l6Ly s6, vdo s6 tai Phdng HC-TC

(b6 phAn Vin thu).

6. Truong c6c tlon vi dugc thta l6nh k1i, ban hdnh vdn bdn hdnh chinh vi
chuy€n m6n, nghi€p vu c6 th€ uy nhi6m d6 c6p ph6 kj thay trong c6c trudng

hqp cin thi6t theo ch[rc ndng, nhi6m vu dugc giao.

7. Khi ki vdn bdn kh6ng duoc dtng brit chi, kh6ng dtng mgc tlo, muc den

ho4c c6c loai muc d6 phai mdu.

Eidu 22. Nhin b6n

1. NhAn bdn dring s6 lucrng quy d!nh.

2. Ngudi nhAn bin phai chlu tr:lch nhi6m gi[ gin bi mer n6i dung vdn ban.

3. Vi€c nhdn bdn vdn bdn rnqt phai tiain hdnh o noi d6rn brio bi mAt, an todn

do l6nh dao Nhd truong quy dinh.

Msc 3. THE THUC vA KV rHUAT TRiNH eAy nAN sao
Didu 23. fn6 tnri.c b6n sao

Thd thirc b6n sao bao g6m:

l. Hinh thirc sao

"SAo y eAN cuiNH" hoac ,.TRjCH SAo,,hodc ,,SAo LUC,,.

2. TCn co quan, t6 chirc sao v5n bdn

3. BAn sao vin brin ph6i c6 du c6c th6 thuc; ghi 16 hinh thric sao; t6n Truong
Dai hoc Y - Duoc; sii vd k;/ hi6u ban sao; dia danh, ngdy, thiing, ndrn thuc hi€n

bdLn sao; chfr ky, ho t6n cta ngLLoi co th6m quyAn sao; d6u cua Truong; noi nh6n

bdn sao. chir viiit t6t tcn loai bdn sao theo Bang chir vi6t tit t6n loai v6n ban vri

bdn sao kdm theo Quy ch6 ndy (Phu lyc III). 56 dugc ghi bing chfr s6 A-r6p, bit
dAu tir s6 01 vdo ngdy dAu nim vd k6t thirc vdo ngdy 3 I th5ng l2 hring ndm.
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Di6u 24. Th6 thfc vir kf thu$t trinh biy
1. C6c hinh thric sao vdn bdrrr bao gdm: sao y b6n chinh, sao luc vd trich sao.

2. The thuc vd k! thuft trinh bhy b6n sao

Vi tri trinh bdy c6c thdnh phAn th6 thuc bin sao vdn ban tr6n mQt trang

gi6y kh6 ,A4 dugc thlrc hiQn theo so aO UO tri c6c thanh phdn th6 th[rc bdn sao

vin b6n theo Phu lqc I cta quy chli ndy.

a) C6c thdnh phnn th6 thirc bdn sao ducrc trinh bdy tr6n cing mQt trang
.;. ,I i,.

giAy, ngay sau ph6n cu6i ctng cua vdn bdn dugc sao, ld mQt duong ke n6t 1i6n

k6o ddi h6t chiAu ngang c[ra vtng trinh b2ry vin bdrn. Duoi duong ndt ke 1i6n ld

phAn th6 thuc vdn b6n, gdm:

- TCn cria Truong duoc ghi theo di6u 8;

- T6n ban sao in hoa, chfr'dimg, in ddm;

- Sd vd kj hiQu bdrn sao: sau "56:" ld s6 bdn sao, n6t gpch ch6o "/", k1i hiQu

bdn sao, kh6ng d6u crich;

- Dia danh, ngdy, th6ng, nim thuc hiQn bdrn sao;

- Chuc danh cta ngudi c6 thAm quy€n kf b6n sao;

- ChiI ki, h9 vd t6n cua ngucri k1i;

- Con ddu cta Trudng Dai hgc Y - Dugc;

- Ncvi nhan ban sao.

b) Chirc danh vd chft ky tr€n b6n sao du-o. c 6p dqng theo Kho6n 1' Khoan

2, I(hodn 3, Khoan 4 Di€u 13 cta Qr"ry chii ndy; con d6u dugc 6p dr,rng theo

Khoan l, Diiu 14 vd noi nh6n du-o. c thlrc hiQn theo Khoan 4, EiAu 15 cua Quy ch6 ndy.

c) Vi tri trinh bdy thdnh phAn th6 thuc bdn sao tr€n trang giSy kh6 a+

duoc thuc hi€n nhu sau:

DAI HOC THAI NCUYEN
TRUONG DAI HQC Y - DUQC

56: /SY

SAO Y BAN CHINH
Thai NguyAn, ngdy thdng no1

Noi nhQn:
- Ban Gidm hi6u;
- . . . . (t6 chuc. don vi, cii nhdn) . . .;

- Luu: VT. HCTC.

Nguy6n Vin A

3. B6n sao y bdn chinh, b6,n sao luc vd brin trich sao c6 giri ti ph6p ly nhu ban chinh.

4. Bin sao chup (photocopy ca d6u vd chft k1i cr)a vdn bAn chinh) kh6ng

thqc hiQn theo quy dinh tai Kho6n 1 DiAu ndy thi chi c6 gi6 tr! th6ng tin, tham kh6o.

TL. HrEU TRUdNG
TRU'ONG PHONG HC-TC
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Chuong III
euAN LY vAN sAN, euAN r,.f cou oAu

Muc l. QUAN lv vAN BAN Df,N
Di6u 25. Trinh trp quin If vin bin d5n

Vdn bdn d6n, tru c6c vdn brin ddc bi€t c6 quy dinh ri6ng cta ph6p luat d6u

phii duqc quan llf tAp trung, th6ng nh6t tqi Vdn thu cira Trudng vir duoc thuc

hiQn theo trinh tu sau:

1. Ti6p nhan, ddng ky vdn bdn d6n.

2. Trinh, chuy6n giao vdn ban d5n.

3. Theo ddi, d6n d6c viec xu lf, gidi qrytit ren b6n d6n.

Didu 26. Ti6p nh$n, ilIng kf vin b6n tISn

1. Khi ti6p nh{n vdn ban d6n tu moi ngu6n, trong gid ho{c ngodi gid lAm

vi6c, c6n bQ vdn thu hodc nguoi clugc giao nhiQm vu tii5p nh6n vdn ban phai

ki6m tra so bQ vA sO lu<rng, tinh trqng bi, noi nh{n, d6u ni6m phong (n6u c6)...;
!:. 

^ -;doi vcri vdn ban mdt d6n phai ki6m tra, d6i chi6u voi noi grii tru6c khi nhqn vd

ky nhan; ddi v<yi vdn bd,n cl6n cluoc chuy€n phrit qua m6y Fax hodc qua mang

Internet, E-mail c6n bQ vdn thu cfing phai ki6m tra vd s6 lu-o.ng vdn ban, so
x.luong trang cua mdi van ban.

2. Vdn bdn khdn dt5n ngodi gid ldm vi6c, ngdy 16, ngdy nghi thi b6o ve Nhd

trudng c6 tr6ch nhi6m kf nhan vd biio c6o ngay vdi ngudi c6 tr6ch nhi6m dC xu
iyi. Tai td b6o vC c6 s6 giao nh6n c6ng vdn d6n.

3. Ph6n loai, xu ly so bQ, b6c bi vdn b6n d6n

a) Lo4i vdn bin kh6ng b6c bi: bao gdm cdc bi vin ban giri cho t6 chirc

Dang, cric dodn th€ trong Trudng; cric bi vdn b6n giri dich danh ngudi nhdn; ciic

bi gui theo chric danh Hi6u Trudng, Ph6 Hi6u trudng, Truong phdng...; c6c bi
vdn bAn gui cric khoa, cilc dcm vi phong, ban, trung tAm...;

b) Loai vdn bdn cluoc b6c bi: bao g6m tdt cir citc ioai bi giri Trudng DHyD;
lSnh dao Trucrng DHYD.

c; OOI vOi bi vdn bdn ghi ',TuyQt m6t, T6i mar, Mat", vi6c b6c bi cluoc thuc
hi6n theo quy dinh tai rh6ng tu s6 33/2015/TT-BCA ngity 2017/2015 cua 86
Cdng an hu6ng d6n thuc hiQn Nghi dinh sO ::IZOOZ,XD-Cp ngdy 281312002 cia
Chinh pht quy dinh chi ti6t thi hAnh ph6p l6nh Brio v€ bi m6t Nhd nu6c.
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d) Nhtng bi c6 d6ng c6c d6u dQ khAn can dugc b6c truoc d6 giai quy6t kjp thcri'

d) Kh6ng g6y hu hai d6i voi vdn bdn trong bi; kh6ng ldm m6t sO, t y trigu

vdn bdn, dia chi co quan giri vd d6u buu di6n (dOi voi bi c6 mirc d0 KhAn, Mat

vd Hd so tuytin sinh), cAn so6t lai bi tr6nh d6 s6t vin bAn.

e) O6i chi,iu tO, ty friQu ghi ngoii bi v<ri s6, kj hiQu cua vdn ban trong bi;

trudng hgp ph6t hi6n c6 sai s6t, cAn th6ng brlo cho noi grii biiit d6 giai quy5t.

g) Niiu vdn ban d6n c6 kdm theo phi6u grJri thi phdi ai5i ctritiu vin b6n trong

bi voi phi6u giri; khi nh{n xong phai kj x6c nh{n, d6ng d6u vdo phi5u gui vd gui

trir lgi cho noi gui vin birn.

h) D6i voi don, thu khiiiu n4i, t6 c6o vd nhtng vdn bdn can tluoc ki6m tra,

x6c minh m6t ditlm gi d6 ho4c nhirng vin bdn mir ngiry nh{n c6ch qu6 xa ngdy

th6ng ctra vdn bdn thi cAn git lai bi vd dinh kdm v6i vdn ban d6 ldm bing chring.

4. D6ng d6u "D6n", ghi s6 vd ngdy dtin

- Tdt. cit vin bdn di5n (bao g6m ca b6n chinh, ban Fax,, bdn in qua n.rang

Internet, E-mail, phdn m6m) thuQc 1o4i ddng kli t4i vdn thu phai dugc d6ng ddu

di5n; ghi s6 d6n vd ngdy d6n (kil ca gid d€n trong nhirng trucrng hop cAn thitit)'

- O6i vOi nhirng vdn ban gui di5n kh6ng thuQc diQn d6ng k! tai vdn thu thi

kh6ng phai d6ng d6u d6n "E6n" md duoc chuy€n cho don vi ho6c c6 nh6n c6
.,1 : .,. i.

tham quyen gral quyet.

- D6u "D6n" duoc d6ng 16 rdng, nguy ngin viro khodng gi6'y tr6ng, du6i s6,

ky higu 1ar5i vOi nhirng v6n ban c6 ghi t6n lo4i), duoi trich y6u nQi dung (d6i vrri

c6ng vdn) ho6c vdo kho6ng gi6y trong phia duoi ngdy, thring, ndm ban hirnh vin b6n.

Di6u 27. Dnng kf vin bin <I5n

1. Vdn bin diin phai dunc d6ng kli vdo s6 dang kli vdn bdn' Khi dbng kli

v6n bdn, cAn bho dam rd rirng, chinh x5c; kh6ng viiit bing bft chi, b[rt muc do;

kh6ng vi6t tit nhtng tu, cum tu kh6ng th6ng dqng. Ghi s6, ngdy' th6ng, ndm

vdn bdn d,5n; s6 d€n cta vdn bin duo-c bit dAu bing s6 01 vdLo ngdy ldm viQc dau

ti6n cua ndm vir ttit thiic vdo ngiry lirm viOc .r6i .tttg cua ndrn'

2. D6ng kj van ban d6n vdo ph6n m€m I-Office tr€n m6y vi tinh tai b0

ph{n vdn thu.

DiAu 28. Trinh vi chuy6n giao vin bin tl5n

1. Sau khi d6ng lqi t4i v6n thu, vdn ban d6n phai duqc kip thoi trinh Higu

truong ph€ duy6t; trudng hqp khAn, mqt thi trinh ngay Hi6u trudng vir chuyen

giao ngay cho c6c dcrn vi, c6 nh6n c6 li€n quan t4rc ti6p'
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2. Cdn cu viro n6i dung cfra vdn ban dtin; quy ch6 lam vi6c cira co quan, t6

chfc; chric ndng, nhi6m vu cta c6c don vi, c6 nhdn truc thudc, vdn bdn d6n duoc

Hi6u truong Nhd trudng ph6 duyQt.

3. Cin cu vdo brit ph6 chi dao cua Hi6u trudng, bd phAn v6n thu scan vdn

ban dua lOn ph6n mdm I-O{fice vA chuydn cdc dcyn vi, c6 nhdn c6 li6n quan giai quy6l

4. D6i v6i vdn b6n m6t d6n ph6i duoc ddng ky vdo s6 ri€ng. Hi€u trudng,

lAnh dao c5,c dcrn vi giao cho ngudi tin cAy co phdm chAt chinh tri, dao duc tr6ch
,;.nhidm vao so, trinh chuy6n, theo ddi vir qudrn lli tdi li6u mAt.

Eidu 29. Theo d6i, tl6n tliic viQc xrl lf, giii quy6t vln b:in tl6n

i. Tht trucrng c6c don vi c6 tr6ch nhiQm chi dqo giai quy6t kip thoi vdn bdn

d6n. CAp ph6 dugc giao chi dqo giai quy6t nhfing vdn bdn d6n theo sg uy nhi6m

cta c6p trudng vd nhirng van ban d€n thu6c cric tinh vqc duoc phAn c6ng phlr tr6ch.

2. D6i voi vdn b6n dtin cin c6 sU ph6i hqp giai qryCt.ru c6c phong chirc

ndng theo birt ph6 cira lSnh dao. Eon vi ho{c c6 nhAn ndo chu tri thi c6 tr6ch

nhi6m th6ng b6o v6i ciic don vi bdn bac thring nh6t vi6c xir ly c6ng vi6c. NCu c6
,:).,vuong mdc cAn kip thoi b6o c6o v6i ldnh dao Nhir trudng xem x6t quy6t dinh.

3. Phong HC-TC c6 tr6ch nhi6m chi dao b6 phAn V6n thu theo d6i, d6n d6c

c6c don vi, c6 nh6n gi6i quyiit vdn bdn d6n tr6n phAn m6m dring thni han, c6c

hinh thirc d6n d6c g6m: goi di6n, nhin tin n5u gi6i quytit c6ng vi€c kh6ng dirng

thdi h4n sE dua vdo brio c6o minh ch[rng hdng thring.

Msc 2. euAN r{'vAN BAN Dr

Didu 30. Trinh tg quin lf vin bin .Ii

l T6t ca v5n ban do Trudng DHYD ph6t hdnh vd gui di n6i b6; c6c c<r

quan, td chric, c6 nhAn ctuoc ggi chung ld vdn ban di.

2. Ydnbdn di, trir c6c loai vdn ban d6c biQt c6 quy dinh ri6ng cua phrip lu6t
dAu phii du-o. c qudrn lyf vd thuc hi6n theo trinh tu sau:

a) Ki6m tra hinh thuc, thd thuc vir ki thuar trinh bdy v6n bdn; ghi s6, kj
hi6u vd ngdy, thrlng, nim cta vdn ban

b) D6ng dAu co quan vd d6u mfc d0 khen, m6t (n6u c6);

c) Eing ky vdn brin di;

d) Ldm tht tuc, chuy6n ph6t vd theo d6i vi6c chuydn ph6t vdn ban di;

d) Luu vdn brin di.
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Diiu 31. Ki6m tra th6 thrirc, hinh thrirc vir k! thu$t trinh biry cta vin bdn tli

1. C6ng t6c ki6m tra vdn b6n cin tlugc tuAn th[r theo c6c quy dlnh ghi tai

Didu ndy cua Quy ch6.

2. Truoc khi thqc hi6n cdc cdng vi6'c tl6 phdt hdnh vdn bAn, c6n bQ van thu

cAn ki6m tra hinh thuc, thii thuc, th6m quy6n ky vd k! thu4t trinh biy vdn bin

theo dtng Quy ch6 ndy. NiSu ph6t hiQn c6 sai s6t, phii kip thdi b6o c6o Truong

phong HC-TC hay ngudi c6 tr6'ch nhi6m xem x6t, giai quytit.

3. Vdn bdn soan th6o ddm biro dtng quy dinh moi viro s6 vd ldm thir tuc ghi

rrl, ti nieu vd ngiry, th6ng, n6m viro vdn birn.

4. Truong hgp v6n b6n c6 nQi dung ch6ng ch6o, ngudi kli kh6ng dtng thAm
:-quyen, van tnu Dao cao v6i l6nh d4o Phong HC-TC; niiu kh6ng d6m bdo th6 thirc

vd k! thu{t trinh bdy vdn thu du-o. c ph6p tra l4i vd brio crio v6i l6nh d4o truc ti6p.

Di6u 32. Dnng kj vin biin tli

Vdn bdn di phai du-o. c tldng kli vdo s6 tlang k1; vdn ban di vd nh{p vdn bdn

di vdo phAn mAm I-Office. Khi ding ki, vdo s6 v6n bd, r di cdn dam bdo 16 rAng,

chinh x6c; kh6ng vi6t bing btt chi, birt mgc tI6; khong vi€t tit nhtng ttr, cum tu

kh6ng th6ng dung. Td,t cd vin bdn di, dt5n chi duoc l6y s6 theo t6 Lu Me, kh6ng

co chir kj hiQu nhu: a, b, c...

l. Ding k1i vdn bdn di bing sii tai bQ ph{n Vin thu

2. Ddng k1i vdn bdn di tr€n m6y vi tinh: su dpng phAn rniim l-Office.

Di6u 33. Ghi sii, ngiy, th6ng vin bin tli

l. Ghi s6 cua vdn bdLn

a) T6t cri vdn bdn di cua Trudng EHYD, trir c6c truong hgp ph6p lu4t cti

quy dinh ri6ng, tldu duoc ghi theo hQ thdng s6 chung cria Truong, phAn lo4i v[.
bdn vd dugc vdo s6 ddng ki do vEn thu Truong qudn li.

b) ViQc d6nh s6 v6n bdn hdnh chinh dugc thgc hi6n theo quy d[nh tai Di6u

9 cta Quy ch6 ndy.

2. Vi€c ghi ngdy, th6ng, nim cua vdn bAn dugc thqc hi6n theo quy dlnh tai

Ei6u 9 cua Quy chti ndy.

Di6u 34. Dring d6u Truilng vir diu mric tIQ khin, m{t

I . D6ng d6u Trudng thuc hiqn theo quy dinh t4i EiAu 14 cta Quy chii ndy'

2. D6ng d6u muc d6 khin, mAt.
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yeu cau

Vi6c d6ng d6u c6c d0 khAn "Hoa t6c, k0 cd "H6a t6c hqn gio", "Thuong

khAn" vd "KhAn", c6c dQ mqt "TuyQt m4t, T6i mAt, MAt" tr€n vdn bdn duoc thuc

hi€n theo quy dinh cua ph6p ludt vA bdo v€ bi mit Nhd nu6c.

Diiu 35. Chuy6n ph6t vin b6n tli

l. Vdn bdn di phai duqc tAp trung t4i v6n thu A6 hoan thdnh rhu tuc v5n thu,

chuy6n ph6t ngay vdn bdn d6 trong ngdy, ch4m nh6t ld ngdy ldm vi6c ti€p theo

toi cdc noi nhdn. Vin bdn co rnuc d6 klan phai chuydn ngay tdi noi nhan rheo

2. Scan v6n bdn vd dua len phin m6m I-Office vd chuydn c6c don vi, cA

nh6n thgc hi6n. Cu6i ngdy hay cu6i tuAn vin thu ti6n hdnh in s6 muc luc vdn

b6n d6 lqp s6 luu tr0.

3. Khi chuyCn giao vdn ban cho c6c don vi, c6 nhdn trong Trutrng, c6c vin
ban quan trong vir mfc dQ khAn, v5n ban ld bdn g6c thi ngudi nhfln vdn ban phai

kj nhAn vdo s6 theo d6i cua vdn thu.

4. Lirn thu tqrc chuyen phdt vd theo doi viec chuy6n ph6t van b6n di buu
.,i ..difn: cdn bo truc ti6p ldm tl.ru tuc chuy€n vdn ban theo hu6ng dAn cta c6n bQ

vdn thu, vi€c chuydn ph6t van bdn di qua buu di6n hay truc ti6p dAu phai c6 ch0
k!, ghi 16 s6 luong, ho t€n vd dia chi ngudi nhfn vdo sO chuy6n vdn b6n, n€u ld
vdn bdn khAn ngodi bi sE duoc d6ng d6u chi mric d0 khdn.

5. Trong trudng hgp cin th6ng tin nhanh phAi gti vdn b6n di bing Fax,

email sau d6 phdi gui ban chinh.

6. Chuy6n phrit vdn birn rndt duoc thuc hi€n theo quy dlnh tai Di6u l0 vd
Di6u l6 cta Nghi dinh s6 33/2002/ND-Cp vd Th6ng tu s6 331201 s/TT-BCA.

7. Van bdn dn phdt hdnh nhrmg c6 sai s6r v€ n6i dung phai duoc sua doi.
thay th€ b6ng vdn bdn c6 hinh thuc tu<rng cluong do l6nh dao Truong DHYD k),
ban hdnh.

Vdn bein dn phdt hirnh nhur.rg c6 sai s6t v6 th6 thirc, k! thuit trinh bdy, thu
tuc ban hdnh phrii duoc dinh chinh bing vdn bdn do ldnh dao Truong DHYD ki
ban hdnh.

Didu 36. Luu vin bdn tli
1. M6i van b6n di phai luu it nh6t hai ban: brin luu tai vdn thu co quan vd

m6t bin luu trong h6 so c6ng vi6c cua don vi soan th6o.

2. Ban g6c luu tai vdn thu Truong ph6i duqc k1i trUc ti6p vd dugc sip xep
theo thu tu d6ng kj.
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3. Bdn luu vdn bdn quan trong cua Nhir truong phai duoc in tr€n giAy t6t,

c6 dQ pH trung tinh vir dugc in bing muc bCn lAu.

4. ViQc luu gifr, b6o qudn vd sir dung bAn luu vdn bAn di c6 d6ng d6u chi

c6c mric dQ mflt du-o. c thuc hiQn theo quy dinh hign hanh vd quy dinh cta Trudng.

Msc 3. LAP HO SO HIpN HANH VA GIAO NQP TAI LrpU VAO

LI,IU TRTICUA CO QUAN

Ei6u 37. NQi dung viQc lf p hd so hiQn hirnh vir y6u du atii vOi trii so Ouo.c lip

l. Ngi dung vi€c l6p h6 so hiQn hdnh bao gdrn:

a) Mo h6 so:

Cdn cu viro danh mqc h6 s<r cua Nhir trucrng vd thuc t€ c6ng viQc dugc

giao, c6n bQ, vi6n chuc phai chudn b! bia hd so, ghi ti6u a6 nti so l6n bia h6 so.

CBVC trong quri trinh giAi quy6t c6ng viQc cua minh sE ti6p tgc dua c6c vdn ban

hinh thdnh c6 li6n quan vdo h6 so. Phdng HC-TC ld don vi 
"rng 

c6p bia h6 so

theo dq ki6n danh rngc hd so di ldp tu cu6i ndnr tru6c cho c6c d<vn vi, cii nhAn.

b) Thu thap, cAp nh4t vin bdn, tdi ligu hinh thAnh trong qu6 trinh theo doi,
i^

giai quy6t c6ng viQc vio h6 so:

- C6n b0, vi6n chuc c6 tr6ch nhi€m l4p h6 so cin thu th4p day drl c6c v6n
.l ,

ban, gi6y to vi cdc tu tiQu c6 li€n quan d6n sq viQc vdo h6 so

- Ciic vdn bdrn trong h6 so phai cluoc sdp x6p theo mQt trinh tU hqp lli, tuy

theo d{c di6m kh6c nhau cua c6ng viQc d6 lua chqn c6ch sip x6p cho thich h-op

(chu yiiu lir theo trinh tq thoi gian vd di6n bi6n c6ng viQc).

c) KtSt thtic vd bi€n mqc h6 so:

- Khi c6ng viQc giai quy6t xong thi h6 so cing ktit thric. CBVC c6 trach

nhi$m lAp h6 so phai ki6m tra, xem x6t, b6 sung nhirng vdn bdn, giAy to con

thiaiu vd loai ra vdn ban trtng thira, ban nh6p, c6c tu liQu, s6ch b6o kh6ng cin d€

trong h6 so. O6i v6i c6c hd so c6 thdi h4n bdo qudn vinh vi6n, CBVC phai bi€n

muc h6 so dAy dt.

2. YCu cAu aOi vAi m5i n6 so dugc l4P

a) H6 so dugc t{p phai phrin 6nh ding chuc ndng, nhigm vq cta Nhd trutmg

b) Van bdn, tiri liQu dugc thu thqp vdo h6 so phai c6 su li€n quan chat chC

v6i nhau vd phdn rinh dirng trinh tu di6n bi6n cua sr,r viQc hay trinh tu giai quyiit

c6ng viQc ho4c c6 nhring d4c di€m chung: ctng t6c gii, ctng loai vdn brin, cung

thoi gian ban hdnh;
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c) Vdn b6n, tdi li6u dugc thu thAp vio h6 so phii c6 gi6 tri ph6p ly vd d6 tin
cAy cao;

d) H6 so duoc lAp o cA2 dang: d4ng ban in vd b6n diQn tu th6ng dung hodc

luu trfr tr6n phAn mtm chuy€n dgng cta Nhd truong.

Di6u 38. Giao nQp hd so, tii liQu viro luu trfr hiQn hinh
l. Trrich nhi6m c[ra c6c don vi vd cri nhdn trong Nh2r trucrng

a) Crlc don vi vd cii nhdn trong Nhd tru<rng phai giao nQp nhirng h6 so cri

gi6 tri luu trrt vdo lm trir Nhir truong theo thdi h4n dugc quy dinh t4i khoan 2
^.:Ureu nay.

b) Truong hcrp ct<yn vi ho4c c6 nhdn cin giir l4i nhirng hti so, tdi li€u di ddn

han n6p thi phdi l6p danh myc gui cho luu trt crla Nhd trudng nhtmg thoi han

gi0 lai kh6ng dugc qu6 hai ndrn.

c) CBVC trudc khi nghi huu, th6i vi6c hay chuy6n c6ng t6c dAu phai ban

giao l4i hd so, tdi lieu dd luu, giir cho tlon vi hay nguoi k6 nhiem vd phAi tudn

thu quy dinh v€ quan lyi vdn bdn m6t mir minh di ti6p cAn. ViQc bdn giao phdi

duqc lAp thdnh bi6n bdn, c6 sy chimg ki€n cira lSnh dao truc ti6p.

2. Thdi h4n giao nQp tdi liQu viro luu trir hien hdnh cua Nhd trucrng duoc

quy dlnh nhu sau:

a) Tdi li6u hirnh chinh: sau rndt nam kd tu ndm c6ng viQc k6t thtc

b) Tdi 1i6u nghi6n ciru khoa hgc, img dung khoa hoc vd c6ng nghQ: sau rnQt
- ,,1 .

ndm k€ tu ndm cong trinh duoc nghiCm thu chinh thuc;

c) Tdi li€u xAy drmg ccr bdn: sau ba thring k6 tu khi c6ng trinh du-o. c quy& torln;

d) Tdi li6u dnh, phim diQn anh, mi-cr6-phim, tdi liQu ghi 6rn, ghi hinh vd tdi

IiQu kh6c: sau ba th6ng ke tt khi c6ng vigc t<6t tflic.
3. Thu tuc giao n6p

Khi giao n6p tdi li6u phai lap "MUc lqc h6 so, tdi li€u n6p luu,, vd,,Bi6n
brin giao nhQn tdi li6u" m6i loai ldrn thdnh hai bdn. Don vi ho6c crl nh6n giao

n6p tdi li€u, luu trft hign hdnh cua Nhd trudng gif m6i loai m6t bAn.

Didu 39. Trr{ch nhiQm A5i vAi c6ng tric lgp h6 so.vi giao nQp tii liQu vio
luu trfr hiQn hirnh cta Nhi trud.ng

l. Hieu tru<rng Trudng DHYD c6 trach nhi6m chi dao c6ng tric lAp h6 so vd
: ,..,^grao nop ho so, tdi liQu vdo luu trir hi6n hdnh trong ph4m vi quan lj cira minh;
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2. Tru<rng phong Hdnh chinh - T6 chirc, ngudi dugc giao tr6ch nhiQm co

nhi€m vu:

a) Tham muu cho HiQu tru0ng trong vi6c chi d4o. ki6m tra, huong d5n viQc
.^ . i ^ ,;.
ldp hd so va giao ndp ho so. tiri liQu vao luu tru hiQn hdnh d6i voi c6c don vi.

b) T6 chirc thgc hiQn viec lap hd so vd giao nQp h6 so, tdi liQu viro luu trir

hien hdnh cira Nhd trudng.

3. Truong ciic don vi chiu tr6ch nhi€m tru6c Ph6p ludt vd HiQu truong vA
.^ . :

viec l{p ho so, bao quan vdL giao n6p h6 so, tdi li6u cfra dcrn vi vdro luu trfr'hiQn

hdnh cua Nh2r trudng. Giao nQp h6 so-, tdi liQu ding thdi hgn vd dring tht tuc quy dinh.

4. Trong qu6 trinh theo d6i, giai quytit c6ng viQc, m5i cri nh6n phdi ldp h6
:^

so vC c6ng vi6c d6 va co trAch nhi6m giao n6p h6 so theo quy d!nh.

Muc 4. euAN LV vA sUDUNG coN DAU rRoNG cONG TAc vAN THU'

Di6u 40. Qurln lf vh sfr'dgng con d6u

l. ViQc quan ly vir su dqng con d6u trong c6ng titc vdn thu dugc thuc hiQn

theo quy dinh hiQn hirnh ciia Nhd nutrc (Nghi dinh sO gglZOtOfXD-CP ngdy 01

thingT nim2016 vir c6c quy dinh cua phrip luqt) vd qudn lli vd sii dqng con diu.

2. Con d6u cta Nhir trudng duoc giao cho vdn thu Trudng git vd d6ng d6u

tai co quan. Vdn thu c6 tr6ch nhiQm thuc hiQn nhtng quy dinh sau:

a) Con d6u phii dugc biro quan tai phdng tdrn viQc cta crin bQ vdn thu.

Trudng hqp cAn dua con d6u ra kh6i Trudng ph6i dugc sg d6ng y bing v6n ban

cua HiQu trucrng vd phai c6 tr5ch nhiQrn vA viQc brio quan, su dgng con d6u' Con

d6u phai dugc b6o qudn an todn trong vir ngodi gid ldm viQc.

b) Kh6ng giao con d5u cho ngudi kh6c khi chua duoc phdp blng vdn ban

cua HiQu truong;

3. ViQc sir dung con dAu cua NhdL trudrng vd con diu cria vdn phong hay cua

clon vi, t6 chirc Nh2r truoc dugc quy dinh nhu sau:

a) Nhirng v5n bhn do Ban Gi6rn hi6u, c6c Phdng chuc ndng ban h2rnh phai

d6ng d6u cua Nhd trudng;

b) Nhtng vdn birn do vdn phong hay t6 chuc ban hirnh trong pham vi quydn

hpn dugc giao phdi d6ng d6u ctia vin phong hay t6 chuc do'

Di6u 41. D6ng d6u

1. Vdn thu phai tU tay d6ng d6u viro c6c vdn ban, gi6Ly td cua Nhd trudng'
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2. Chi dugc d6ng ddu vdo vdn bdn, gi6y to khi c6c vin bAn dd dam b6o

dtng hinh thuc, thi5 thric vd dE c6 chfr ky cria nguoi c6 thAm quyAn.

3 Kh6ng dugc d6ng d6u trong cric trudng hqp sau: E6ng d6u vdo giAy

kh6ng c6 nQi dung, d6ng ddLu tru6c khi ky, d6ng d6u sin tr6n gi6y tring ho4c

d6ng d6u 16n c6c vdn bin c6 chu kf cua ngudi kh6ng c6 th6m quy6n.

Chuo'ng IV
DIEU KHOAN THI HANH

Didu 42. Hi6u lq'c thi hirnh
^ ,:
Quy chd nay co hieu lqc kC tu ngdy k!. Moi quy dinh tru6c dAy trrii voi ciic

quy dinh tai Quy ch6 ndy d6u bi bAi bo. C6c don vi vd c6 nhdn nghi6m chinh

thuc hi6n, n6u vi pham sd bi xu ly theo phdp luAt vd theo quy dinh cua Truong DHYD.
.i

Hieu truong truc ti6p chi dao Phong HC-TC dua Quy ch6 nAy l6n websire

cua Nhd trudng, c6c don vi, c6 nhAn luu mAu vA mdy tinh d6 su dung dtng theo
^ .,i
Quy ct'le nay.

Didu 43. Didu khoin thi hhnh

- Ldnh tlao Nhd truong, trr,rong c6c don vi Nhd tluong c6 tr6ch nhi6m to

chric thuc hi6n Quy ch6 ndy.

- Phong HC-TC c6 tr6ch nhi€m t6 chric tAp hu6n, hucrng dAn nghiQp vu

vdn thu cho c6c don vi.

- Dnn vi, c6 nhdn nao vi pharn Quy chli ndLy vd c6c quy dinh cua Nhd nu6c
:"ve cong tdc vdn thu, luu trir gAy ra h6u qud nghi€m trgng thi tty theo tinh chit,

mfrc d6 vi pharn sE b! xu lyi, kyi ludt vd truy cfu trech nhi6m theo c6c quy dinh

hiQn hdnh cua phrip ludt.

- Trong qu6 trinh thuc hi€n n6u c6 vudng rnlc c6c dcrn vi, cri nh6n phdn

rinh vC Phong HC-TC d6 b6o ceo Hi6u truong xem x6r, di6u chinh cho pht hqp./.

HIEU TRTIONG

Y-DUO

TRUdNG
DAI HOC

c

*
o
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Phu luc I
SODO BO TRi CAC TTTANU PHAN THE THUC VAN SAN

VA BAN SAO VAN BAN
(Kim theo Quy€t dinh sii. ....... /QD-DHYD, ngdy ... thdng .... ndm 2019 cua

Tru'dng Dqi hoc Y - Daqc)
1. Vin bin (tr6n mQt trang gi6y knii aa: 210 mm x297 mm)

12

11

20-25 lnIn l1

5b 5a

10a 9a

10b t2

30-35 rnm 5-20 rnnr

la

3 I

l3

9b

2 mm

7b



Ghi chri:

0so Thinh ph thri"c vin binil tn eh

7a,7b,7c

5a

5b

9a,9b

11

\2

13

14

I

2

)

4

8

10a

10b

:Qu hi6u

: T€n cry quan, t6 chirc ban hdnh v5n bdn

: 56, kf hi6u cira vdn bein

Dia danh vir ng2ry, thring, ndm ban hdnh vdn bdn

: T6n loai vd trich y€u nQi dung vdn ban

: Trich y6u n6i dung c6ng vdn

: N6i dung v6n ban

chuc vu, ho t6n vd chfr kj cua ngudi c6 thAm quyen

: DAu cua co quan, chirc

: Noi nh6n

:DAu chi muc dQ rnAt

: DAu chi mirc d6 l<han

Dau th LI ho I a ch dAn e pham uu hdnh

chi dy th:io vin bin

:KyhiQu nguoi drinh mriy vd s6 lu-o. ng bAn ph6t hdnh

D Chi co quan t6 chric: ctia chi E-ma di a Ch W bS te so dien

thoai, s6 Telex, s6 fax (ndu cin).
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2. Bin sao vin bdn (Tr€n m6t tr"ang gi6y kh6 ,A4: 210 mm x297 mm)

Ghi chri:

PHAN CUOI CUNG CUA VAN BAN DTIOC SAO

1
2

20-25

30-35 nr
4

3

7

5a

5b

5-20 mnr

25 mrn

llllll

20

o so : Thirnh phin th6 thf'c b:in sao

t

2

)

4

5a,5b, 5c

6

7

: Hinh thirc sao: "Sao y ban chinh", "trich sao" hodc "sao luc"

T€n c<r quan, t chuc sao vin bdno

S6, k.i hi6u bin sao

: Dia danh vdL ngdy, th6ng, nim sao

: Chuc vp, ho t6n vd chir ky cira ngudi c6 thim quyen

: Ddu cua co quan, tO chuc

: Noi nhdn

3r

I
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PHU LUC II
euY DINH KIEU, cO csU'va nrAu rRiNH snv

Kim theo 6r dinh s6 -DHYD n u thdn
DUNG TRONG CAC LOAI VAN BAN

ndm2019c a Trurln DHYD
vid rninh h il

Cir
ch ilPh6ng chfr 

-f 
imes New Roman

Co'
ch[r

Ki6u chii'Loai ch fr'stt Thirnh phin thO thrl'c vlr
chi ti6t trinh biy

(7)4( ) (s)l( )(l) (2

Qu c hieuI

t2CQNG HOA XA HQI CHU NGHIA VIET NAMEring, dqmIn hoa l2-t3- I)t\ng tr0n
l3Dung. dqrm DQc lfp - Tg'do - H4nh phticl3- l4In thutrng- Dt)ng duoi

- I)t)np ke b0n dutii
2 T€n co quan, t6 chric

t2
DAI HOC 1'IIAI N(;I.JY N

DirngIrr hoa l2- l3

l2l2- l3 Dung. dAnrln hoauan. t6 chuc-Tenctv
- Dong kd bOn dudi

l3Dting
D6i vdi QD ghi S : l5/QD-DHYD: D6i v6i C6ng vdn ghi
Sd: 05/DLIYD-HCTC: 56: I 2/DHYD-KHTCt3ln thudng56. ki hieu cua vdrr b6n3

t3Thdi NguyAn, ngdy thdng ndm 2018
Nghi€ngIn thudng l3- l44

Dia danh vd ngdy. th6ng,
ndrn ban hdnh vdn bAn

TOn loai va trich y6u n6i dung5

a o6i voi vdn bAn c6 ten loai
t4UY TD NHDring, clAnrIn liolr l4- 'l Cn loai vdn bdn

Drlrng. dqrm V on t6c hdn ch I t biocc llIn thuixrp l4
- Dr)ng ke bOn duoi

[-r
D6i vtii c6ng vdn (vdn

c(r t0n loai)
brin

khirn

I

(6)
I

I

I

I

- 'l err co quarr. td chuc chu

Llr.lu eiln tri'n lru'c (iep
TRLTONG DAI HQC Y _ DUqC

t4f- rti.t-r y5u n6i dung



Trich ydu n6i dung In thucrng t2-13 Dfng V/v nAng b{c luong nim 2009 13

Kinh gui In thuirng l3- 14 t)ung Kinh t4
6 N6i dung vdn bdn In thuting l3- l4 l) ung Trong c6ng t6c chi dao. . . t4

il
G6rr ph6n- chucmg mpc, clidu.

khoan. AiOm. ti6r. titiu ti6t
-'l'i "phAn", "chuong" vd s6
thu tu cta phAn, chuong

Lr thuting l4 Dtlng, d{m PhAn I Chuong I l4
-'Ii0u d0 cia phAn. chuong In hoa l-.j- l4 Dfng. d{m QUY DINH CHUNC UY DINH CHUNG t4
- 'l'ir "muc" vd s6 thri tu In thtLong t-l Dung. ddnr Muc I 14
- Ti€u d€ ctia muc In hoa l2- l3 Etng. d{m GIA I THICH LUAT, PHAP L F, NH l3
- Di€u In thudng l3-14 Dftng, dflm Di6u l. Bin sao vin b:in t4
- Khorin In thudng l3-14 Dfng 1. C6c hinh thfc... t4
- Di€rn In thuong l3-14 Dung a) D6iv6i ... t4
--fiel In thu<rng t3- 14 Dfng l-+

- 'l i0u tiOt In thudng l3-14 Dung + t4

h
G6nt phdn. rrpc..khodn.
cli6m. ti6t, tiCu tiet
- Til "phdn" vd s6 tht? tu ln thuring l4 Eung, df,m PhAn t l4
- I iOu clC ctia pl'rin ln hoa l3-14 Dfng. ddm TINH HINH THUC HIEN NHIEM VU... t4
- 56 tht ru vd ti€u dA cta
muc

In hoa li- t4 Dung, d4m I. NHU'NG KET euA... t4

- Khoiin:
Trudng hqp co ti€u d€ ln thu'irnq l3-14 D[rns. dArn 1. Pham vi vi tl5i tu'o-ng 6p dung lrl
1'rutrng hqp kh6ng co tieu dC Irr thtrring l3-14 D[Lng l. Th6ng tu niry c6 hi6u luc thi hdnh sau 15 ngdy k6... l4
- [)i0nr In thuong l3-14 Dirng a) D6i voi .... t4
-'fier D[rng t4
-'l'iOu ti6t Dung + t4

3l

I

I



7 Ch[rc vu. ho t€n cua ngudi k
- Quy'6n han cira ngucri k In hoa l3- l4 Dfng. clqrm KT. HIEU TRUoNG TL. HIE'U TRUoNG 14

- Chfc vu cua ngtroi ky I n lroir l3- l4 Dung, dflm PHO HrpU TRTIdNG TRU'ONG PHONG
HANH CHiNH-TO CHUC

t4

- Ho t6n cria ngucri k1r In thuirng l3-14 Dung. df,m Nguv6n Vin A TrAn Vin B 14

I Noi nhAn

a
Tir "kinh grii" vd t6n co

i .,
quan. to cnuc. ca nnan

In thudns 14 Dung t4

- Gti m6t noi Kinh gui: B0 Y tC t4

- Gfti nhi6u ncri

Kinh gui BO

B6
B6

Y t6;
K5 hoach vd Ddu tu;
Tdi chinh.

l4

[-r TU "ncri nhfln" vd tOn co quan, t6 chric, cA nhAn

- Tu "ntvi nhAn" In thuirns t2
Nghi0ng.

dirn
Noi nhiin: Nof nhQn: (tl6i vdi c6ng vin)

- TOn co- quan. t6 chtic, cti
nhdn nhAn vhn bdn. bdn sao

In thudns ll
- Luu: VT. HC'I'C

- Nhu tren:

- t-ur: VT. HCTC
I I

9 DAu chi rnLirc d6 khAn In hoa 13-14 Dung, ddrn HOA TOC THTIQNC KHAN KHAN l3
l0 Chi ddn v0 phan.r vi luu hdnh In thudng D[rng, ddrn XEM XONG TRA LAI LTIU HANH NQI BQ 13

ll Chi dAn vd tlu th6o vdn bin In hoa 13-14 Dfng, dArr DTITHAO DurHAo LAN 1 l3

t2 Phu lqc vin bin
- Tir "phu luc" vir s6 thrl tq
ctia php luc

In thuirns t4 Dirns. dArn Phg lqc I 14

- Ti6u cl€ cta phu luc In hoa 13-14 Dung, dflrr BANG CHU'VIET TAT t4
13 56 trang

Hinh thuc sao

In thuirns l3-14 Dting 1
1 3 14

l4 ln hoa l3-t4 DrJrng, dflm SAO Y BAN CHINH, TRICH SAO, SAO LUC t4

34

t2

Dung
- Cdc Phdng, khoa. BM . . .;

13- l4



-j-)

BANG cHU'vrEr rArllK'r%"^l'iAN nAN vA nAN s.q.o
(Kim theo Quyiit dinh sii lgo-oafb ngay thdng ndm 2()19 cua

Trudng DHYD)

str Cht'vi6t t6t

I Nghi quy6t (c6 biet) NQ

2 Quy0t dinh (ca biQt) QD

J Quy ch6 QC

I Quy dfnh QyD

) Th6ng b6o TB

6 Huc'rns dAn HD

7 Chuong trinh CTr

8 KH

9 Phuong iin PA

l0 Dd iin DA

ll 86o c6o BC

12 Bi0n ban BB

l3 'l'o trinh TTr

14 Htlp d0ng FID

15 Btn ghi nhd GN

l6 BAn carn kOt CK

t1 Ban thoa thuAn TTh

18 GiAy chring nhin CN

t9 Gidy ty quy6n UQ

20 Gidy rndi GM

2l CiAy gi6i thiQu GT

22 Ciil nghi phep NP

Bin sao vin brin

1 Ban sao y ban chinh SY

2 B ar-r trich sao TS

3 Ban sao luc SI-

I

TGn loai vin bin hinh chinh

K0 hoach

I



Jb

PHU LIJC rV
MAU rRiNH sav vAN sAN vA nAN sno vAN eAN

(Kdm theo Quy& dinh sii /QD-DHYD ngdy thdng ndm 2019 ctia
Tradng DHYD)

4.4

4.5

SO

SO

au

au

M

M

UIu sO +. t

VAu sO +.2

IUSu sO +.:

UAu sO +.0

VIu sO +.2

MAu s6 4.8

trlSu sil +.q

IrAAu sO +.tO

- Nghi quy€t (cri bie0

- Quy6t dinh, quy dinh truc ti6p

- Quyi5t dinh ban hirnh ho{c ph6 duyQt mQt vdn bin kh6c

- Miu quy ch6, quy dinh (ban hdnh kdm theo quyiSt dinh)

- Miu vdn b6n khric (dugc ban hdnh ho[c ph6 duyQt kdm theo
! -. -quy€t dlnh)

- Cdng vdn hdnh chinh

- Vin ban hirnh chinh kh6c nhu: Th6ng b6o, chucrng trinh, k6

ho4ch, dC 6n, phuong rin, b6o c{io, td trinh
--x ,I ..

- vlau glay mor

- Miu bdn sao vdn b6n

- MAu gi6y nghi phdp



DAI HQC THAI NGUYEN ( I)
TRTIONG DAI HQC Y - DU,OC (2)

CQNG HOA XA HQI CHU NGHIA VIE,T NAM
DQc l{p - Tg'do - H4nh phric

...(1)..., ngdy ..... thdng ..... ndm 20

NGHI QUYET
(5)

THAM QUYTN BAN HANH

s6: n,rQ-...(3)..

Cdn cf
Cdn ct

QUYET NGH!:

Di6u I (6)

Di6u

Noi nhAn:
- Nhu Di6Lr . . .:

- Ltru: V'I..... (7)

Ghi chti:
(l ) Tdn co quan, t6 chtc chri qua,n truc tiiip (ntiu c6).

(2) TCn co quan. tO chuc ban hdnh Nghi quy6t.

(l) Ch[ viiit tit ten co quan. 16 ch&c ban hdnh Nghi Quy6r

(4) Dia danh

(5). Trich yilu nOi dung Nghi quyiit

(6) N6i dung Nghl quy6t

(7) Cht viilt tit don don vi soan theo van ban

QUYEN HAN, CHUC VU CUA NGU'OI KV

(Chil'lcy, dau)

Hg vi t6n

7t



DAI HQC THAI NGUYEN
TRUONG DAI HQC Y - DUQC

coNG r{oA xA Hor cH0 NGHIA VIET NAM
Dqc l?p - Tu do - H4nh phric

56: /QD-DHYD Thdi NguyAn, ngdy ..... thdng ..... ndm 20

QUYET DINH
V6 vi6c (1)

HIEU TRTIONG TRTIONG DAI HQC Y - DIIqC
Cin cri' .(2)

u (2)C can

Xdt dC nghi cta

QUYETD[NH:
Didu I (3)

Di6u..

HIPU TRUONG (4)

(K!, ghi rd hoc hdm, hoc vi, h9 t€n, d6ng ddu)
- Luu: VT, .... (5)

Ghi chi:
( l) Trich yi5u n6i dung quyilt d;nh.

(2) NOu c6c cln cri ttrc tiiip dia ban hdnh Quyet dinh

(3) N6i dung quy6t dinh. Luu !: Ghi thdi gian, hieu luc thi hdnh; Don vi, cii nh6n chiu trrich nhi6m thi hdnh.

(4) QuyAn han, chric vg cria ngudi ky nhu HiQu trudng; trudng hqp c6p ph6 ttugc giao kj thay ngudi dring tliu

co quan thi ghi chii viiit tit "KT." vdo trudc chfc 4t cta ngudi ttlmg dAu, ben dudi ghi chuc v1 cia ngudi k! v6n

ban; c{ic fudng hgp khAc thuc hien theo hurlmg din tai Kho6n l, Didu 13 cria Quy rlinh ndy.

(5) Tdn dor vi soan thao van bdn.

38

Noi nh0n:
- Nhu Di6u ...r



DAI HQC THAI NGIJYEN
rRU'ONG DAr HQC Y - DUqc

CQNG HOA XA HQI CHO NGHIA VIET NAM
DQc lfp - Tg do - H4nh phtc

56: /QD-DHYD Thdi NguyAn, ngdy ..... thdng ..... ndm 20... (l)

QUYET DINH
Ban hhnh (2)

HIEU TRUoNG TRU'ONG DAI HQC Y - DTIOC

Cdn cf
Cdn cir

(3 )

tr.,

Xet d6 nghi cira

QUYET DINH:

Didu l. Ban hdnh kern theo Quy6t dinh nay (4)

Nrti nhdn:
- NhLl Di6Lr . . .:

HIEtI TRU'ONG 15r

(Ky, ghi rd hoc hdm, hpc vi, hq ftn, d6ng ddu)

- Luu: VT. .... (6)

Ghi chi:
( | ) Ndm ban hdnh

(2) Ten c[a quy chii (quy tlinh) tluo. c ban hnnh.

(i ) Cdc can cu truc ti6p d6 ban hdnh quy6t dinh.

(4) N6i dung quyilt tlinh.

(5) Quyan h4n. chuc w cda ngudi kj nhu Hifu truthg: trudng hoo cdp ph6 tlugc giao k1! thay ngudi d*ng ddu

co quan thi ghi cht viiit tat "KT." veo tru6c chric vu cria ngudi <tung diu, b€n dudi ghi chric vg cr)a ngudi k! vin

bani c6c truong hqp kh6c thu3 hiQn theo hur5mg din tqi Khodn t, Di€u l3 cta Quy <linh ndy.

(6) T6n don vj so4n thdo vin bdn.
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Di6u...



DAI HOC THAINGUYEN
TRUONG DAI HQC Y - DUQC

CQNG HdA XA HQI CHU NGHIA VIET NAM
DQc l$p - Tg do - H4nh phric

QUY CHE (QUY DINH)
(t)

(Ban hdnh kdm theo Quy€t dinh s6: ....../QD-DHYD ngdy ... thdng ... ndm...
cua Tru'ong DHYD)

Chu'ong I

QUY DINH CHUNG

Di6u I

Di6u

Chu'ong...

Didu I

Didu

HIEU TRTIONG (2)

(Ki, ghi rd hqc hdm, hoc vi, hq t€n, d6ng ddtr)

Ghi chti:

Miu ndy 6p dung d6i vOi quy ch6, quy clinh dugc ban hdnh kdm theo quytit tlinh, b6 csc c6 th6 bao g6m chuong,

muc, di6u, khodn, rli€m...

( l) Trich y6u ndi dung cia bdn qu> ch6 (quy dinh).

t2) Quy€n h4n. chuc vu cua ngtrdi k! nhu Hi6u lruong: truamg hor: c6p pho dugc giao ki thay nguoi dring diu

co quan thi ghi chir vi6t tit *KT." vao truoc chuc vu cta nguoi dung driu, b6n du<1i ghi chtic vu cta ngudi k! vin

bdn; cAc truong hqp khiic thuc hi€n theo huong din tai Khodn l.Didu l3 cria Quy dinh ndy.
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DAI HQC THAI NGUYEN
TRTIoNG DAr HQC Y - DIrqC

C9NG HOA XA HQI CHU NGHIA VIET NAM
DQc l{p - Tg'do - Hanh phric

TEN LO$l VAN BAN ( l)
(2)

(Ban hdnh @ha duyQ) rr:,1;;ny;:F,il,,?r:;r,r?-EHyD ngdy thdng

(3)

HIEU TRTIONG (4)

(Ky, ghi rd hpc hdm, hpc vi, h9 t,An, d6ng ddu)

Ghi chi:
Mhu ndy 6p dqng di5i vdi cric vin biLn aluoc ban hdnh ho{c ph€ duyQt kdm theo quy6t dinh nhu: chuong trinh, kii

hoach, d6 6n, phuong dn -. -

( l) Ghi tcn lo4i vdn bdn ttugc ban hdnh nhu chuong trinh, ki1 hoach, dd dn, phuong dn . . .

(2) Trich yilu n$i dung v6n biin

(3) NQi dung vdn bdn

(4) Ghi quyan han, chuc vu cia nguoi k! nhu qi quy6t dinh.

4l



DAI HOC THAINGUYEN
TRUO'NG DAr HgC Y - DU'O. C

56: /DHYD-....(l)....
V.v ................(2)..................

Kinh gt'i

coN(; HoA xA Hor cHU NGHiA VIET NAr,r
DQc lap - Tu do - Hanh phric

Thdi Nguyin, ngay thang..... ndm 20..

(3)

(4)

HIEU TRUONG (5)
Noi nhin:

(Kit, ghi rd hoc hdm, hoc vi, hp t€n, ddng ddu)
- l.urr: VT. I ICTC

Ghi chi:
( I ) Chir vi6t tit ten don vi soen thao hoac cht tri soan thao cong van.

(2) Trich yiu ndi dung c6ng van.

(3 ) T€n co quan. 16 chLic. cd nhan co trAch nhi6m giiii quy€t cdng viQc: cric dia chi d6 bi6t. ph6i hoD. bdo cdo va

luu ghi d mgc "Noi giri".

(4) Noi dung van ban.

(5) Ghi quyin han. chuc vu c[a Ldnh dao nhu Hi€u truong: n6u nguoi ki van ban lir cip pho cta nguoi dtrng diu

co quan thi ghi cho vi6t t6t "KT." vdo trudc chuc vu cta ngudi rtung ddu, b€n dudi ghi chtic vr1 cta ngudi k:! vdn

ben; c6c trudng hqp khec thuc hign theo hu6ng d6n t4i Khodn l. Di6u l3 coa Quy tlinh ndy.

,t -')



DAI HOC THAI NGUYEN
TRUONG DAr HQC Y - DU'qC

Stl: /...(1)...-DHYD

CQNG HOA XA HOI CHU NGHiA VIET NAM
DQc l$p - Tu do - H4nh phtic

Thdi NguyAn, ngdy ..... thdng ..... ndm 20...

(2)

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

(4)

Hrpu TRUoNG (s)
Ntti nhAn:

(K!, ghi rd hec ham, hqc v!, hq t€n, tl6ng ddu)
- Lur: Vl. HCTC

Ghi chrt:

Miu ndy rip dqng chung d6i vdi da s6 c6c hinh thuc van bdn hinh chinh c6 ghi t€n lo4i cu th6 nhu; th6ng bdo,

chuong trinh, k6 hoach, dC an, bao cao, td trinh ...

( I ) Cht vi6r dt tcn lo4i vtrn bdn.

(2) TCn loai van ban: th6ng ceo, thdng brio, chuong trinh. k6 hoach, di dn, phuong 6n, bao cdo, td trinh ... (chi

in hoa. c0 cht 14, ki6u cht ilung, d6m).

(3) Trich yiiu n9i dung c6ng van (cht in thudng, cd cht I4. ki€u cht d[mg, tlim)
14)NQi dung vin bdn.

15.1 Ghi quy€n h4n. chuc uj cta Ldnh d4o nhu Hifu truong; n6u nguoi ky van ba'n ld c6p pho cta nguoi dung driu

co quan thi ghi cht vi6t t6rt "KT." vdo trudc chuc vu cta nguoi dung diu, b€n duoi ghi chtic vu cia nguoi ky van

bdnl c6c trulng hqp kh6c thuc hi€n theo hudng din tai Khodn I , Diiu l3 c0a Quy tlinh ndy.
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DAI HQC THAI NGUYEN
rRrIoNG DAr HQC Y - DUQC

56: (l) /GM-DHYD

cgNG HOA XA HQr CHU NGHIA VrET NAM
DQc lflp - Tu do - Hanh phtic

Thai Nguy2n, ngdy thdng ..... ndm 20...

GIAY MOI

(2)

Trudng Dai hoc Y - Ducvc trin trong kinh moi (3)

Ong @d) (1)

T6idu (5)

Noi nh$n:
- Nhu trdn;
- Luu: VT, HCTC

(Kj,, ghi rd hoc hdm, hoc vi, ho ftn, d6ng dtiu)

Ghi chi:

( I ) Gi6y mdi l6y s6 thi duoc luu nhu c6ng vin
(2) T6n co quan, t6 chric, cri nhdn cAn mdi

(J) Ten co quan. td chuc ban hirnh giil moi

(4) Tdn co quan, td chric hoic ho vd t6n, chfc vu, don vl cdng tiic c0a ngudi <lugc moi

(5) Trfch y€u n6i dung cu$c hgp

TL. HrE,U TRUO-NG

TRU,ONG PHONG HANH CHiNH - TO CHUC

44

Kinh gui:

Thoi gian:......
Dia di€m



DAI HQC THAI NGUYEN
TRU'ONG DAr HQC Y - DUoC

CQNG HOA xA Hor CH0 NCHIA vrET NAM
DQc l$p - Try do - H4nh phric

56: /GGT- DFIYD

GIAY GI6I THIEU

TRUONG DAr HQC y - DUqC TRINTRQNG Gtor THIEU

6ng (bd) (1)

Duoc cu cl6n: ................................. (2)

VA vi€c

DC nghi Quf co quan t4o di€u kiQn d6 6ng (bd) c6 t6n d tr6n hodn thd,nh nhiem vU.

Gi6y ndy c6 gi6 tri ddn h6t ngdy

Noi nhQn:
- Nhu trdn:
- l,rnr: VT.

Ghi chi:
( l) Ho va ten, chric vu vii don vj cong tiic cLia nguoi duoj gi6i thi6u

(2) Ten co quan, t6 chfc dugc gidi thi€u toi ldm viec.

TL. HIEU TRU.ONG

TRUONG PHONG HANH CHiNH _ TO CHU'C

(Ki,, ghi rd hp tAnvd d6ng ddu)

45

Thdi NguyAn, ngdy .. thdng ..... ndm 20...



DAI HQC THAI NGTJYEN
TRTIoNG DAr HQC Y - DugC

56: /GNP- DHYD

CQNG HOA xA HQI CHU NGHIA VIET NAM
DQc l{p - Tr,r do - H4nh phric

Thdi NguyAn, ngdy . thdng ... ndnt 20

GIAY NGHi PHEP

X6t Eon xin nghi ph6p ngdy ....... ........cria 6ng (bd)

. ..c6p cho

ong (bd): (1)

Nghi phdp ndm trong thoi gian: ......, k6 tir ngdy.... d6n

Chric ru:

h6t ngdy tai (2) ......

Ntti nhQn:
- NhLr tr6n;
- t,uu: VT, HC-TC

(Chti'ki, dau)

Hg vi t6n

Xcic nhqn cia co quan (td chuc
hodc chinh quyAn dia phuong
noi nS4hi phip

({:htr l!, ddu)

Ho vir t6n

Ghi chrt:

(l) Ho vd t€n, chfc vg vd don vi c6ng t6c cria ngudi cluoc c6p gi6y phdp

(2) Noi nghi phdp

(3) Cht viiit t6t ten don vi soan thao.

QUYEN HAN, CHUC VU CUANGUOI KV
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vrEr HoA 
'..,(EY.IHBI* 

*ri**, cuiNn
(Kim theo Quyiit ainn sii /QD-DHYD ngdy thdng ndm 2018 cua

Trudng DHYD)

I. VIET HOA Vi PHEPEAT CAU
1 . Vi6t hoa chir cdi dAu am ti6t tt ir nh6t cira rnQt cdu hoin chinh: Sau d6u ch6m

cAu (.); sau d6u chAm hdi (?); sau diu chirn than (l): sau d6u chArn hing (...); sau diu
hai chdrn (:); sau diu hai chirn trongngodc kep (:"..") vd khi xu6ng.ddng-

2. Vi6t hoa chii crii il6u im ti6t thu nhdt cta m€nh d6 sau dAu chdm phdy (;) vi
dau phAy (,) khi xu6ng ddng. Vi dp:

Cdn cri Th6ng tu sd 0ll20lIiTT-BNV ng2ry 19 th6ng 0l ndm 20ll cta B0 Noi
vu hur5ng d5n th6 thirc vi k! thuSt trinh bi-v van bin hinh chinh;

Theo d0 nghi cria Trutrng Phdng Hirnh chinh T0ng hgp.
II. VITT HOA DANH TTI RIONG CHi TTN NGTIOI
l. Tdn ngudi Vi0t Nanr
a) T0n th6ng thu<rng; Vi6t hoa cht cii eliu di ci c6c im tiiit cira danh tt ri0ng

chi tdn nguiri. Vi du:
- Nguyiin Ai Qu6c. Tr&n Phu, Gidng A P.ao. Kcv Pa Ko l,ong,...

b) T€n hiQu, tdn gqi nhan v6l llch sri: Vi0t hoa chrl crii cliu tdt ci cic Am tiOt.

Vi du: Vua Hirng. Bi TriQu, dng Giring. Dinh Ti6n Hoing' Li Th6i t6, Sac

H6. cu u6,...
2. T6n nguli nuoc ngodi dugc phi0rr chuvdn sang ti6ng Vi6t
a)'l'rucrng hgp phi6n Arn qua im I'l6n - Vi0t: Vi6t theo quy tdc viet tOn ngudi

ViQt Nam.
Vi du: Kirn Nhat Thanh, Mao Trach D6ng, Thinh C6t Tu Han..

h) Trucrng hgp phien dm kh6ng qua arn ildn - Viet (phien drn. truc ti6p siit cdch

doc cua nguy€n ngt): Vi6t hoa chtr ciii driu iirn tiet thu nhat trong m6i thdnh td'

Vi du: Vla-di-mia IJich L6-nin, Phri-drich Ang-ghen, Phi-tlen Ca1-xto-16,"'

III. VIET HOA TEN DlA LY
L T€n dia ly ViQt Nam
a) TOn don vi hinh chinh diroc ciu tgo giira danh ttr chung (tinh. hu1"in' xt' )

vdi ton ii6ng cta tton vi hinh chinh d6: Viot hoa chir c6i diu cua ciic dm ti6t tqo thanlr

tOn ri0ng vir khdng dtrng gnch n6i
ii au: tnanl ptrO Thanh llori, tinh Ngh6 An. tinh Hd Tinh'"; qufln.Ba Dinh'

lu1fn Gia Ldrn, huyin Narn Ddn, huy€n Ea II'leo, thi xi C&a Ld, thi trin Ciu Gi/it,'..:

phuong B6n Thuy. xa Hirng L$c, xx Ia Yeng,...' 'Ul 
Truong ilqp t0, don vi hinh chinh cluc.rc c6u tAo giira danh tt chung ket hgp

voi cht s6, tOn iguJi, rt, su ki6n lich sir: Vi6t hoa ci danh trir chung chi don vi hirnh

chinh d6.

Vi dg: Qu{n l, Thdnh ptrO HO Chi Minh, Phudng EiQn Bi6n Pht, ....

c) Trudng hqp vi6t hoa dac biet: Thri d6 Ha Noi.

d) Tdn dia ly du<rc cdu tao giiia danh tu chung chi dia hinh {s6ng. nrii. trO- Uien.

cua. b6n, cdu, vfrng, lach, vdm, v.v...) vdi danh tt ri6ng 1c6 mot drn tiet) tro ttranh ten

ri6ng cta dia danh d6: Vitit hoa t6t ca ciic chir c6i tao ndn dia danh.

Vi du: Cua Ld, Vfrng Tdu, Lach Qudn, Vdm C6, CAu Gi6y, ...
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Truoug hop danh tu chung chi dia hinh di li6n vdi danh tir ri€ng: Khdng vidt
hoa danh tt chung mar ch! vi61 hoa danh tt rieng.

Vi du: bi6n Cira Ld, cho Bdn Thdnh, sring Virn.C6. vinh Hi L.ong,... 
,

d) T€n dia ly chi m6t vtng. mi6n. khu r.r.rc nhdr dinh rlugc c6u tao. bing tu chi
phuong hudng kdt hop v6i tir chi phuong huong khiic: Vi0t.hoa ch0 c6i diu cua rar cA

cAc am gi6t tao thinh t6n gQi. D6i voi t6n dia l1r chi r.ung mitn ri6rg duqc cdu tao bdng
tii chi phuong huong kiit hqp voi danh ttr chi dia hinh thi phAi vi6t hoa ciic chf crii diu
m6i drn ti6t.

Vi du: Tiy Bic, D6ng 86o, Bic BQ, Nam Kj,. B6c Trung 89,...
2. T€n dia lf nuoc ngoli duo. c phi€n chuydn sang ti6ng ViQt
a) Tdn dia lj dd duu-c phi6n dm sang dm H6n - Vi0t: Vi6t theo quy t6c vi6t hoa

t6n tlia l! ViQt Nam.
Vi du: Bic Kinh. Binh Nhudng, Phnp, Anh. Mi, Thuy Si, Tdy Ban Nha,...
b) T€n dia tj phi6n 6m kh6ng qua. Am H6n - Vi0t (phi6n im truc ti6p s:lt cach

dgc cria nguyOn ngir): Vi6t hoa theo quy tAc vi6t hoa t€n ngudi nu6c ngodi quy dinh t4i
Di0m b, Kho6n 2, Mirc IL

Vi du: Mtit-xcrv-va. Men-bon. Sing-ga-po, C6-pen-ha-ghen. Bdc-litt. Xi€ng-
khoing. Phon-ra-vin....

rv. VIET HOA TtN CO QUAN, TO CHU'C
t. T6n co quan, t6 chtc crja Vi6t nNanr

Vi6t hoa chfi crii diu cta cac tu, cum tir chi loai hinh co quan. t6 chuc; chuc

ntrng, linh vuc hoal il6ng crla co quan, t6 chric.
Vi du:
- Ban Chi d?o trung uorg v€ Phdng chdng tharn nhfingl Ban Quan lf du an E0 di6u, ..

- Uli ban Thudng vp Qu0c hQi; Uj'ban Doi ngoai cta Qu6c h$i; Uli ban Trung

uong MAt tran td qu6c ViQt Naml U! ban Nhi nudc.vi Ngutri Vial nam o nudc ngodi,...

- VIn phdng Chu tich nu6c; Vdn phdng Qu6c h6ir VIn ph6ng Ui ban nhin dan

tinh Ngh€ An; Van phdng Ding uf,...
- B0 Gi6o duc vd Edo tao; B0 Tdi nguytn vd MAi trudng; B0 Khoa hoc vd

C6ng nghQr 86 N6ng nghi€p vi Phit tri6nn6ng th6n; B0 C6ng Thunng; Bd Vdn hod.

Thd thao vd Du lich; BQ Th6ng tin vi Truy0n th6ng.. . .
- T6ng cyc Thu{i;. T6ng cuc HAi quan: Cpc Ki6m lra van ban quy phqm phdp

luit; Cuc Khio thi vd Ki0rn dinh chit lugmg giiio duc,...

- ,t6ne 
c6ng ty Bdo hi6m ViQt Nam; T6ng c6ng ty I{ang hai Vigt Nam; T6ng

c0ng ty Hdng kh6ng ViQt Nam,...
- "ldp dodn Diu khi ViQt Nam; T|p doin C6ng nghiQp Than - Khoang sin Vi6t

Narn; Ngdn hing Ddu tu va Ph6t trilin Vi6t Nam; Ngin hang Ngoqi thuong Viet Nam. '

- I'l0i d6ng nhin tinh Thanh Ho6; Ui'ban nli6n dnn tinh Ngh€ An: [l! ban nhin

din quAn Ba Eintr; Uli ban nh6n ddn thinh pnii Vinh; Uj'ban nhdn ddn huydn Nghi

L0cl Uj ban nhAn dAn phuong B€n Thu!,...' ' 
- SO NOi vu; SoTdi 

"t 
i,rhl SO Xhy dungr So K6 ho4ch vd Diu tu; Scr Cido duc

vi Ddo tao,...
- iqc viQn Chinh tri - Hinh chinh qu6c gia 116 Chi Minh: Truong D4i hpc Bfrch

khoa Hir NOi; Trulng Dqi hgc Vinh; Truong Cao ding Su phqm NghQ An; Truong D1i

hgc ddn l{p Van Lang; Trudng Trung hoc ph6 th6ng ,Huinh Thric Khring; TrLrong

Tnrng hqc io s0 Biln Thu!; Truong Ti6u hoc Trutrng Thi,"'
- Vi6n Khoa hgc xa hOi ViQt Nam: Vi€n Khoa hqc vd C6ng nghO Vi6t Nan:;,

Vien Van hoa v?r Ng6n ngt. ...
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- Trung tim Nghi6n criu Girio duc ddn tQcl Trung tim Tu v6n Cirim sdt chdt
lunng cdng trinh; Trung tdm Phuc vu sinh vi6n; Trung tam Th6ng tAm - Thu viQn
Nguy6n Thric Hdo....

- Brio Thanh niOnl Bdo Didn ddn doanh nghi6p: Brio Girio dUc & Thdi tlai: Tap
chi CQng sAn,...

- Nhd VIn hori hul,Qn Hung Nguy€n; Nhir Xu6t ban Thanh ni€n; Cdng Th6ng
tin di6n tri Chinh pht,...

- Nhd m6y Etrng tdu S6ng Cdm: Nhir mriy' Sin xu6t phu tirng. vi Ldp riip xc
m6y; Xi nghiQp Ch€ bi6n thuj'sin tl6ng lqnh; Xi nghiQp Trac tlia Ban d6 305,...

- C6ng tv C6 phdn Diu tu Tu vdn vd Thi€t k€ xAy dt ng; C&rg ty Nhua Ti€n
Phong; C6ng ty Tr6ch nhiEm htru h4n Du lich vi Vin tii D6ng Nam A,...

- Hoi Nhac sj Viet Nam. HQi Nguoi cao tu6i Hd Noi; HOi Chii thap d6 vict
Nam; HQi N6ng d6n ViQt Nam; HQi Sinh vi€n Vi€t Nam...

- Vu Hqp tdc qu6c t6; Phdng T6 chtc Crin b0; HQi d6ng Thi tuy6n vi€n chuc,...
- Truimg hqp vi6t hoa dic bi€t:
Ban Chdp hdnh Trung uong Dang CQng san Viet Nam; V[n phdng Tnng uong Dang.

2. TOn co quan, t6.chrlc nudc ngodi
a) T€n.co quan, t6 chirc nudc ngoii di dich nghia: Viiit hoa theo quy tic vi6t

t€n co quan, t6 chtc cta Vi€t Nam.
Vi du: Li€n hqp qu6c (t-tN); T6 chuc Y t€ th€ gi6i (wHO): Hi€p hoi Cric qu6c

gia E6ng Nam A (ASEAN),...
b) Tdn c<r quan, t6 chtc nuoc ngoii dugc sri dung trong vdn bAn d dang viOt tlt:

Vitit bing chf in Loa nhu nguy0n ngirho[c chuy6n tu La-tinh n6u nguy€n ngir kh6ng

thu$c hQ La-tinh:
Vi du: WTO; TINDP; UNESCO; SARBICA; SNC,...
V. VI6T HOA CAC TRIJONG HOP KHAC
l. T€n cdc huin chuong, huy clruollg. c6c danh hiQu vinh dU

Viiit hoa ch& c6i diu cta cdc im ti6t cta c:ic thimh t6 tao thinh t6n ri6ng vI cdc

ttr chi thu, hpng.
Vi du: Huin chuong DQc l4p h4ng Nhit; Hudn chuong Sao ving; Hudn churrng

L€-nin; Hurin chuong H6 Chi Minh; Hudn chuong Chi6n c6ng; Hudn chuong Kh6ng

chiiin h4ng Nhi; Huy-chuong Chi6n si vi vangr Bang T6.qu6c ghi c6ng; GiAi thudng

Nhd nudcl NghQ si ilhAn dan; Nhe gi6o Uu tri: Thiy thuiic Nhdn d6n: Anh htng Lao

d0ng; Anh hing Lgc lugng vi trang nhin ddn,...

2. T6n chuc vu. hqc vi, danh hiQu

Vi6t hoa r6n .i,,1.'ru, ho" vi niiu di lidn vtri t6n nguoi cu th6'

\ri du:
- Cht tich Hii Cni fr4i*r, tOng thiing V Pu-tin, D4i tuong Vd Nguydn Girlp"''

- Ph6 Tht tuong, T6ng Cuc truong- Ph6 Tdng CUc truong, Ph6 Cyc truong:

T6ng Gi6m d6c, Girim t6c. Ph6 Girim d6c, Ch6nh Vdn phong, Ph6 Ch6nh vin phdng'

Truong phdng. Ph6 Tru&ng phongl T6ng thut1i....
-- 

biao t,r, ViQn si Nguy€n-Vln A: Ti6n si klroa hoc Trdn Vnn B': Ph6 Ciio su'

Ti6n si L€ V[n C.;...
3. Danh tu chung dii ri€ng hoii

Vi6t hoa cht cnidiu ctiitt, cgnl tu chi tCn gqi tt6 trong trudng hop ding trong

mQt nhdn xmg, dirng <lQc l{p vn thQ hiQn s.g trdn trgng'

Vi dp: 
"eac, 

N=guoi (ciri Ctrri tich Hd Chi Minh); Dnng (chi Ding CQng sin Vi6t

Nam
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4. T€n c6c ngny 16, ngdy h.i niQm
Vi dp: ngdy thdnh lflp Eang C6ng s6n ViQt Nam 3/2; ngiy Qu6c kJ'il.'rh 219;

ngdy Qu6c t6 Lao tlQng l/5; ngdy Phu n0 Vi6t Nam 20/10,...
5. T6n cdc sU ki9n lich sri vd ciic tri6u dai
TEn c6c sg ki€n lich sri: Vitit hoa chir cdi cliu cta ciic dm ti6t tao thdnh su ki6n

vd.tdn sg kiQn, trong truong hgp c6 c6c con s5 chi mi5c thdi gian thi ghi bing cht r.i
viOt hoa cho <16.

Vi du: Phong trdo CAn Vucrng; Phong trdo X6 viilt Ngtrg finh; Crich mang
th6ng T6mt Phong trio Php nir Ba ddnr dang,...

T€n c6c tri€u dai: Tri€u L1i. Tri0u Tr6n. Tri€u L€, Tri6u Nguy0n,...
6. T€n cr{c loai vln bin
Vi6t hoa chii crii eldu cta t€n loli vdn bdn vir cht crii cldu cta dm ti6t thu nhit

tao thhnh tdn ri6ng crla vdn biLn trong trudng hqp noi rt6n mQt vdn bin cu th6.

Vi du: Nghi quyet Dqi hQi dai bi6u toin qudc l6n thu XI cta Ding; B0 luat DAn

svi Luat Giao dich ttiEn tt,...- 
Truorg hqp viQn din c6c didu, khoin, di6m crla mQt van bdn cu th6 thi vi6t hoa

ch[ cdi diu cta di6u, khoin, rli6m.
Vi du:
- Cdn cri DiAu l0 B0 lu4t Lao dOng...

- Ctrn cu Eiiinr a, Khoin 1. Diiiu 5 Luat Giao dich diQn tri,...
,t

7. T€n c6c tilc phdrn, srich b5o. tap chi

Vi€t hoa chir cii dAu cta 6m ti6t it u nhAt tao thdnh t6n tic phAm. srich brio'

Vi dp: tac phAm Duong kich mOnh; nr di6n Brlch khoa loan thu; tap chi C0ng san "
8. T6n c6c nhm dm lich, ngdy ti€t. ngdy t6t. ngdy- vd thang trong ndm

a) T6n cric n6rn dm lich: Vidt hoa cht cili tliu cta t6t cd c6c am ti6t tao thanh tert goi.

Vi dp: Nhdm Ti. Cirlp Dan, Ki Suu..Canh ?A",TlY*. Ya'Tla:';' , .
b) Tdn cdc ngiry ti6t vir ngdy t6t: Vi6t hoa cht c6i tl6u cta Am tiCt thft nhat tao

thanh ten goi.
Vi du: tiiit Lap xuan; ti6t Dai hdn: tdt Doan ngq; t'lt Trung thu; t6t Ng.y€ndrin-'

Vir5t hoa cnt r,5t rrong rrudn8 hqp dilng d6 thay cho mot tct cu the (nhu Tet

thay cho ttit NguY6n din). . - .. ,:
c) T€n cric ngiry trong tuAn vd thiing trong ndm:,Vi6t hoa chft cdi dAu cta flm ti6t

chi ngiy vi thang trong trudng hqp kh6ng dirng chf s6'
" Vi ,ttr, thriHai;ihir fu; Ctrrl Nh4t; thdng Ninr; thiing T6m; th6ng Mudi hai'"'

9. Tdn gqi cdc t6n giiio, gi6o phrii. ngiy 16 t6n girio:

- T€n ggi cac tan giao.';;piii, Vi.5it,ou chir-cni ddu cria ciic im ti6t tao thinh

tOn ggi."' vi,lu: dao co. D6c; d+o Tin Ldnh; dao Thion.chria; <lao llod llao; d4o cao

Ddi,... ho[c cht c6i diu ctla drn ti6t tao thdnh ton gqi nhu: Nho gi6o; Thi6n Chria giio:

Udi giao,...
-T€ngqingiryl€tOngi6o:Vi6thoachtc6idAucriaamti6tlhtnhittaothdnh

t€n soi.
vi du: 16 Phuc sinh: 16 PhAt den. '
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