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QUYET DINH
Ban hanh Quy che cong tac van thy, iuu tru1 ciia Trucyng Dai hoc Luat Ha Noi

HlEU TRlTONG TRirONG DAI HOC LUAT HA NOI • . • • • •
^ r A A \ r 9 'Can cu Quyet ainh so 405/CP ngay 10 thdng 11 ndm 1979 cua Hoi dong 

Chinh phu ve viec thdnh lap Truong Dai hoc Phdp ly Ha Noi (nay la Truong 

Dai hoc Luat Ha Noi);

Can cu Quyet dinh so 86S/QD-BTP ngay 07 thdng 5 ndm 2015 cua Bo
9 m r r A \ A. Xtrudng Bo Tu phdp quy dinh chuc ndng, nhiem vu, quyen hqn vd co cdu to chuc 

cua Trudng Dai hoc Luat Ha Noi;

Can cu Luat Luv trungdy 11/11/2011;

Can cu Luat Bdo ve bl mat nhd nude ngay 15/11/2018;

Can cu Nghi dinh so 01/2013/ND-CP ngay 03/01/2013 cua Chinh phu Quy 

dinh chi tiet thi hanh mot so dieu cua Luat Luu tru;

Can cic Nghi dinh so 99/2016/ND-CP ngay 01/7/2016 cua Chinh phu ve 

qudn ly vd su dung con ddu;

Can cu Nghi dinh so 130/2018/ND-CP ngay 27/9/2018 cua Chinh phu quy 

dinh chi tiet thi hanh Luat Giao dich dien tu ve chu ky so vd dich vu chung thuc 

chu ky so;

Can cu Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu ve 

cong tac van thu;

Can cu Nghi dinh so 26/2020/ND-CP ngay 28/ 02/ 2020 cua Chinh phu 

quy dinh chi tiet mot so dieu ciia Luat Bdo ve bl mat nhd nude;

Net de nghi cua Trudng phong Hanh chinh - Tong hop.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che Cong tac Van thu, luu 

tru cua Trudng Dai hoc Luat Ha Noi.

Dieu 2. Quyet dinh nay co hieu luc thi hanh Ice tu ngay ky va thay the 

Quyet dinh so 3925/QB-DHLHN ngay 30/1 1/2018 ve viec ban hanh Quy che 

cong tac van thu, luu tru cua Trudng Dai hoc Luat Ha Noi.
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7. “Thiet bi lim khoa bi mat” la thiet bi dien tu dung de Imi trir chung thu 

so va khoa bi mat cua nguoi su dung.

8. “Chung thu so” la mot loai chung thu dien tu, co chiic nang va hieu luc 

tuong duong voi chung minh thu nhan dan hoac ho chieu tren nen tang so. 
Chung thu so duoc su dung trong moi truong may tinh va internet voi vai tro 

xac nhan danh tinh hop phap cua mot ca nhan hoac mot to chuc.

9. “Sim CA” la hay con goi la Mobile CA, la dich vu chung thuc chu ky so 

ma khoa rieng va khoa cong khai dupe luu tru tren SIM dien thoai.
r t y

10. “Van ban di” la tat ca cac loai van ban, bao gom van ban quy pham 
phap luat, van ban hanh chinh va van ban chuyen nganh (ke ca ban sao van ban, 
van ban noi bo va van ban mat) do co quan, to chuc phat hanh.

11. “Van ban den” la tat ca cac loai van ban, bao gom van ban quy pham 
phap luat, van ban hanh chinh va van ban chuyen nganh (ke ca ban Fax, van ban 
dupe chuyen qua mang, van ban mat) va don, thu gui den co quan, to chuc.

Dieu 3. Nguyen tac quan ly ve van thir, luu trir

1. Cong tac van thu, luu tru cua Truong dupe thuc hien khoa hoc, chinh 

xac, minh bach, bao dam bi mat nha nuoc va bi mat cong tac theo quy dinh cua 

phap luat.

2. Tat ca van ban di, van ban den cua Truong phai dupe quan ly tap trung 

tai Van thu Truong de lam thu tuc tiep nhan, dang ky va chuyen giao, tru nhung 

loai van ban dupe dang ky rieng theo quy dinh cua phap luat.
r r r

3. Tat ca van ban di, van ban den cua Truong dupe xu ly tren He thong van 

ban va dieu hanh (tru van ban Mat). Truong hop van ban di, van ban den b dang
r r r i r

giay thi Van thu phai tien hanh so hoa van ban de dang ky vao He thong trade 

khi trinh, chuyen giao va phat hanh.
r r r y 'x-9,

4. Van ban giay di, van ban den tu bat ky nguon nao deu phai dupe dang
7 r r

ky, chuyen giao, phat hanh trong ngay, cham nhat la trong ngay lam viec tiep 

theo (doi voi cac van ban den sau 16h00). Van ban den co cac muc do khan nhu: 
“Hda toe”, “Thupng khan” va “Khan” phai dupe dang ky, trinh va chuyen giao 

den dung dia chi ngay sau khi nhan.

5. Van ban den theo true thong tin cua Bo Tu phap va Bp Giao due va Dao
•> y r "y t r %

tao se thuoc tham quyen phan phdi cua Hieu truong. Truong hop can thiet, Hieu
■v i y y r < a a a •truong uy quyen cho Truong phdng Hanh chinh - Tong hop phan phdi.

r r r y 1711aDdi voi van ban giay den bang duong Cong van, Van thu chuyen len he 

thdng phdn mem hoac chuyen true tiep (trong truong hop can thiet) cho Hieu
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r r r \ "»

Doi vai van ban giay den bang ducmg Cong van, Van thu chuyen len he 

thong phan mem hoac chuyen true tiep (trong truong hap can thiet) cho Hieu 

truang hoac nguoi dirge uy quyen trong thdi han 02 gib ke tu khi nhan duoc 

van ban.

Van ban phat hanh di phai dugc phat hanh trong ngay ky van ban, chain 

nhat la trong sang ngay lam viec tiep theo (doi vai van ban thong thuang).

6. Bao ve yeu cau bi mat doi vai thong tin, tai lieu thuoc Danh muc bi mat
r 9

nha nuac. Van ban, tai lieu co do mat khong xu ly tren he thong van ban dien tu; 
dugc dang ky, quan ly theo cac quy dinh cua phap luat.

Dieu 4. Trach nhiem doi voi cong tac van thir, liru trii’

1. Trach nhiem cua Hieu truang

a) Chi dao viec to chuc xay dung, ban hanh va thuc hien cac che do, quy 

dinh ve cong tac van thu, luu tru tai Truang theo quy dinh cua phap luat hien 

hanh;

b) Chi dao viec nghien cuu, ung dung khoa hoc va cong nghe vao cong tac 

van thu, luu tru;

c) Chi dao kiem tra viec thuc hien cac quy dinh ve cong tac van thu, luu tru 

doi vai cac dan vi thuoc va true thuoc Truang; chi dao giai quyet khieu nai, to 

cao va xu ly vi pham phap luat ve cong tac van thu, luu tru theo tham quyen.
9

2. Trach nhiem cua Truang Phong Hanh chinh - Tong hop va Thu truang 

cac don vi thuoc Truang

a) Truang Phong Hanh chinh - Tong hgp giup Hieu truang true tiep quan 

ly, kiem tra, giam sat viec thuc hien cong tac van thu, luu tru cua Truang; chi 
dao viec to chuc huang dan, kiem tra nghiep vu ve cong tac van thu, luu tru doi 
vai cac dan vi thuoc Truang.

b) Thu truang cac dan vi thuoc Truang co trach nhiem trien khai va to 

chuc thuc hien cac quy dinh cua Truang, cua Nha nuac ve cong tac van thu, luu 

tru va chiu trach nhiem truac lanh dao Truang ve viec su dung He thong van 

ban va dieu hanh tai dan vi minh; chi dao, phan cong xu ly, theo doi, giam sat 
tien do xu ly van ban cua dan vi va nguai su dung He thong van ban va dieu 

hanh theo dung quy dinh.

3. Trach nhiem cua Phong Hanh chinh - Tong hgp

a) Thuc hien nhiem vu ve cong tac van thu, luu tru theo chuc nang, nhiem
y y r Avu cua Phong Hanh chinh - Tong hgp.
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b) Chu tri, phoi hgp vai Trung tam Cong nghe thong tin va cac dan vi 
thuoc Trudng quan ly, khai thac, su dung va to chuc kiem tra, giam sat viec khai 
thac, su dung He thong van ban va dieu hanh.

c) Chu tri, phoi hgp vai dan vi lien quan huang dan, tap huan, quan ly, tao 

lap tai khoan cho vien chuc va nguai lao dong tren He thong van ban va dieu 

hanh.

d) Ra soat, nhap thdi han van ban dien tu, don doc cac dan vi ve thdi han
r t y.

hoan thanh van ban; thong ke, bao cao lanh dao Trudng khi co yeu cau.

4. Trach nhiem cua Trung tam Cong nghe thong tin

a) Chii tri, phoi hgp vdi Phong Hanh chinh - Tong hgp va don vi lien quan 

bao dam ve ca sd ha tang ky thuat, quan tri he thong, van hanh lien tuc, thong 

suot tren mang dien rong cua Trudng va tren mang Internet; chiu trach nhiem
r t a

bao dam an ninh, an toan, bao mat cua He thong van ban va dieu hanh.

b) Chu tri, phoi hgp vdi Phong Hanh chinh - Tong hgp va cac don vi co 

lien quan thuc hien phuang an du phong, luu tru du lieu, bao dam phuc hoi ca
r a r • -v a asd du lieu va He thong van ban va dieu hanh chain nhat trong vong 24 gid ke tu 

khi xay ra su co; kiem tra, giam sat, thong bao kip thdi cho cac dan vi khi He 

thong van ban va dieu hanh gap su co va sau khi khac phuc xong su co hoac co
7 ^ A A

su thay doi, nang cap phan mem.

c) Chu tri quan ly chu ky s6, chung thu sd gdm: Cap, thu hoi, hudng dan, 
ho trg ngudi su dung chu ky sd, chung thu sd, Sim CA.

5. Trach nhiem cua Van thu Trudng
r r^

a) Tiep nhan, dang ky van ban den;

b) Trinh, chuyen giao van ban den cho cac dan vi, ca nhan sau khi co y 

kien cua Hieu trudng;

c) Giup Trudng Phong Hanh chinh - Tong hgp hoac ngudi dugc giao trach 

nhiem theo ddi, ddn ddc viec giai quyet van ban den;

d) Tidp nhan cac du thao van ban trinh ngudi cd tham quyen xem xet, 
duyet, ky ban hanh;

d) Kiem tra the thuc, hinh thuc va ky thuat trinh bay; ghi sd va ngay, thang;
r a /vdong dau muc do khan, mat;

7 # # 7

e) Dang ky, lam thu tuc phat hanh, chuyen phat va theo doi viec chuyen 

phat van ban di;

g) Sdp xep, bao quan va phuc vu viec tra cun, su dung ban luu;
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9 A 9 •h) Quan ly so sach va ca so du lieu dang ky, quan ly van ban; lam thu tuc 

cap giay gidi thieu, giay di duong cho cong chuc, vien chuc, ngudi lao dong 

trong Truong;
•\999 ' •> • 'i) Bao quan, su dung con dau ciia co quan va cac loai con dau khac;

k) Ap dung cac thanh tim khoa hoc, cdng nghe thong tin vao cong tac van 

thu, luu tru co quan.

6. Trach nhiem ciia vien chuc kiem nhiem cdng tac van thu, tong hop cua 

cac don vj (goi tat la van thu don vi).

a) Phdi hop vdi Van thu Truong thuc hien thu tuc phat hanh van ban di cua
don vi.

< r 9 r r

b) Tiep nhan, dang ky, trinh, chuyen giao van ban den don vi (ddi vdi ban 

giay, van ban mat); theo ddi, quan ly so luong van ban den don vi (ddi vdi van 

ban dien tu).

c) Quan ly So dang ky van ban di, den cua don vi.

d) Giao nop tai lieu luu tru trong danh muc nop luu cua don vi cho Luu tru 

co quan theo dung quy dinh.

7. Trach nhiem ciia Thu ky, chuyen vien giup vide lanh dao Truong:

a) Giao, nhan va lap so theo doi van ban, hd so trinh;

b) Kiem tra hd so, phieu trinh, the thuc van ban va ndi dung du thao van 

ban; trinh lanh dao Truong.

8. Trach nhiem cua tirng vien chuc, ngudi lao dong.

a) Thuc hien nghiem Quy che nay va quy dinh khac cua phap luat ve cdng 

tac van thu, luu tru; cap nhat nhiem vu do Lanh dao Truong giao vao He thong 

van ban va dieu hanh (trir van ban Mat); tong hop cac nhiem vu duoc giao de
r 9

phuc vu cdng tac theo doi, ddn ddc, kiem tra.

b) Dam bao tiep nhan, xu ly cac van ban kip thdi, dung tien do theo phan 

cdng cua lanh dao don vi; chiu trach nhiem trude lanh dao ve y kien tham muu, 
bao cao ket qua xu ly van ban vdi lanh dao don vi; lap hd so cdng vide va giao 

nop hd so ve Luu tru co quan dung quy dinh.
• r • rAA»9 • 9 a A Ac) Chiu trach nhiem ca nhan ve vide su dung tai khoan trdn He thong van 

ban va dieu hanh: khdng truy cap vao tai khoan cua ngudi khac, khdng dd ngudi 
khac truy cap vao tai khoan cua minh (tru trudng hop dupe uy quydn va uy
A»9 ^••\»A9quydn). Khi chuyen cdng tac hoac nghi che do phai thuc hien ban giao quydn su
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r \ > • i •
dung He thong van ban va dieu hanh va toan bo ho so, tai lieu cho thu truong 

don vi.
• •• A. /\ /\ • /\d) Chuyen vien soan thao co trach nhiem theo d5i tien do cong vice trong 

qua trinh trinh ky va phat hanh, gm di va lap ho so ve cong vice duoc giao, nop 

luu ho so, tai lieu vao Luu tru co quan.

Dieu 5. Gia trj phap ly cua van ban dien tu1
r * • 1 A r1. Van ban dien tu duoc ky so boi nguoi co tham quyen va ky so cua co

? # /y • r • r r 9A19quan, to chuc theo quy dinh cua phap luat co gia tri phap ly nhu ban goc van ban 

giay.
r t • r r A v r J.* i 92. Chu ky so tren van ban dien tu phai dap ung day du cac quy dmh cua

phap luat.

Dieu 6. Sy co ky thuat He thong van ban va dieu hanh

1. Truong hop He thong van ban va dieu hanh tam ngung boat dong lien 

tuc qua 04 gia lam vice, thi vien chuc, nguoi lao dong duoc phep thuc hien quy 

trinh xu ly van ban giay cho den khi su co duoc khac phuc; dong thbi ghi bien 

ban su co ky thuat va ghi so chuyen giao van ban; doi voi van ban hoa toe hen 

gib thi bao cao ngay nguoi co tham quyen de xu ly kip thbi. Ngay sau khi su co 

ky thuat dupe khac phuc, van ban da duoc xu ly phai dupe cap nhat bo sung vao 

co so du lieu cua He thong van ban va dieu hanh de quan ly va theo doi.

2. Khi phat hien co su co hoac 16i ky thuat can ho trp su dung doi vbi He 

thong van ban va dieu hanh, cac don vi, ca nhan thong bao, lien he Trung tam 

thong Cong nghe thong tin.

Chuong II

CONG TAC VAN THI/

Muc 1: SOAN THAO VA BAN HANH VAN BAN • •

Dieu 7. The thiic va ky thuat trinh bay van ban

1. The thuc van ban

a) Th6 thuc van ban hanh chlnh thuc hien theo quy dinh tai Dieu 8 va Phu 

luc I cua Nghi dinh so 30/2020/NB-CP ngay 05/3/2020 cua Chinh phu dupe cu 

the hoa thanh Bieu mau cua Truong kem theo cac phu luc kem theo Quy che 

nay.
9 7 ,, r Art r /y rb) The thuc van ban trao doi giua cac co quan, to chuc hoac ca nhan nubc 

ngoai thuc hien theo cac quy dinh cua phap luat va theo thong le quoc te.
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2. Ky thuat trinh bay van ban

Ky thuat trinh bay van ban hanh chinh, quy tac viet hoa dugc thuc hien 

then quy dinh tai Phu luc I, Phu luc II, Nghj dinh so 30/2020/ND-CP ngay 

05/3/2020 cua Chinh phu.

Dieu 8. Soan thao van ban

1. Can cu chuc nang, nhiem vu va muc dich, noi dung cua van ban can 

soan thao, lanh dao Truong hoac cac Pho Hieu truong giao cho don vi hoac vien 

chuc chii tri soan thao van ban.

2. Don vi hoac vien chuc, nguoi lao dong dugc giao soan thao van ban co 

trach nhiem thuc hien cac cong viec sau: Xac dinh ten loai, hinh thuc, noi dung 

va do mat, muc do khan cua van ban can soan thao; thu thap, xu ly thong tin co 

lien quan; soan thao van ban dung the loai, the thuc va ky thuat trinh bay. Boi
> r y r * r

voi van ban quan trpng hoac trong truong hgp can thiet, de xuat viec to chuc lay 

y kien cua cac co quan, don vi co lien quan; nghien cuu tiep thu y kien gop y de 

hoan chinh van ban.

3. Boi voi van ban dien tu: Ca nhan dugc giao nhiem vu soan thao van ban 

ngoai viec thuc hien cac noi dung neu tren phai tao lap du thao van ban true tiep 

ngay tren luong van ban den trong He thong van ban va dieu hanh, dong thbi 
chuyen ban thao van ban, tai lieu kem theo (neu co) vao He thong van ban va 

dieu hanh va cap nhat cac thong tin can thiet.

Dieu 9. Duyet, sira doi, bo sung du thao van ban da duyet

1. Nguoi co tham quyen ky du thao van ban trinh phe duyet va chiu trach 

nhiem ve noi dung cua van ban.

2. Truong hgp can sua doi, bo sung du thao van ban: Nguoi co tham quyen 

cho y kien vao du thao van ban hoac tren He thong van ban va dieu hanh, 
chuyen lai cho lanh dao don vi chu tri soan thao de xem xet, co y kien va chuyen 

cho ca nhan dugc giao nhiem vu soan thao van ban.

3. Truong hgp du thao van ban da dugc lanh dao Truong phe duyet, nhung 

thay can thiet phai sua doi, bo sung thi don vi hoac ca nhan dugc giao nhiem vu 

soan thao van ban phai trinh nguoi da phe duyet du thao van ban xem xet, quyet 
dinh viec sua doi, bo sung.

Dieu 10. Kiem tra van ban triroc khi ky ban hanh

1. Nguoi dung dau don vi va cap pho dugc uy quyen cua nguoi dung dau 

don vi soan thao van ban phai kiem tra va chiu trach nhiem ve noi dung van ban
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r r r r % * 9A r *

(doi vai van ban giay phai ky tat vao cuoi noi dung van ban sau dau ./.) trade khi 
trinh Lanh dao Truong ky ban hanh.

■» ? \ r

2. Phong Hanh chinh - Tong hop giup lanh dao Trubng kiem tra lan cuoi va 

chiu trach nhiem ve the thuc, ky thuat trinh bay, thu tuc ban hanh van ban cua
r r y t r \

Truong (doi voi van ban giay co day du chu ky trong phieu trinh van ban cua ho 

so trinh ky). Truong hop phat hien co sai sot ve tai lieu trong ho so hoac thu tuc, 
the thuc chua dap ung yeu cau thi tra lai cho don vi soan thao van ban de chinh 

sua, hoan thien.
a ' r y

3. Ho so trinh ky van ban giay gom:

a) Phieu trinh ky da dupe ngudi cd tham quyen cua don vi soan thao van
r y

ban phe duyet; Phieu trinh phai liet ke day du cac van ban kem theo va lam ro 

cac noi dung nhu tham quyen, trinh tu, thu tuc, ho so trinh ky; co so phap ly giai 
quyet van ban; y kien chi dao trade do cd lien quan va de xuat xu ly cu the, rd 

rang...
f y y r r 1 o r * /yb) Van ban den la co so phat sinh hd so trinh ky va cac van ban cd lien

quan;
r 7 a t

c) Du thao van ban trinh ky co ky tat cua ngudi cd tham quyen trong don vi 
chu tri soan thao van ban;

d) Ban tong hop y kien gdp y cua to chuc, ca nhan lien quan (neu cd) va
r

giai trinh tiep thu hoac khdng tiep thu;
a r X rd) Ban du thao van ban cac lan trade (neu co).

> AA77A»A4. Hd so trinh ky van ban dien tu dupe tao lap tren co so van ban den dien
tu:

a) To trinh Lanh dao Truong;
r r

b) Du thao van ban trinh ky (ddi vdi cac van ban lien quan den tai chinh, 
du toan kinh phi phai cd chu ky tat vao cuoi noi dung van ban sau dau ./. cua 

ngudi cd tham quyen don vi chu tri soan thao van ban);

c) Ban tong hop y kien gdp y cua to chuc, ca nhan lien quan (neu cd);

d) Cac van ban co lien quan.

5. Thu tuc trinh ky van ban thuc hien theo Quy trinh ISO trinh ky van ban 

cua Truong Dai hoc Luat Ha Ndi.

Dieu 11. Ky van ban
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1. Tham quyen ky van ban cua Chu tjch Hoi dong Truong, Hieu trudng, 
Pho Hieu trudng va thu trudng cac don vi thuoc va true thude Trudng thuc hien 

theo quy dinh cua phap luat va Quy che lam viec cua Trudng Dai hoc Luat Ha 

N6L
a /\ A r 92. Ngudi duoc Hieu trudng uy quyen ky hoac dupe phan cap ky van ban 

phai chiu track nhiem trude phap luat ve van ban do minh ky ban hanh. Hieu 

trudng chiu track nhiem trude phap luat ve toan bo van ban do minh ky hoac 

ngudi duoc Hieu trudng uy quyen ky ban hanh.
r r

3. Boi vdi van ban giay, khi ky van ban phai dung but co muc mau xanh, 
khong dung cac loai muc de phai.

4. Ddi vdi van ban dien tu, ngudi co tham quyen thuc hien ky so. Vi tri, 
hinh anh chu ky so theo quy dinh tai Phu luc I cua Nghi dinh so 30/2020/NB-CP 

ngay 05/3/2020 cua Chinh phii.

Muc 2: QUAN LY VAN BAN DEN, DI

Dieu 12. Tiep nhan, dang ky van ban den

1. Ddi vdi van ban giay

a) Khi tiep nhan van ban giay den, Van thu Trudng hoac ngudi duoc giao 

nhiem vu tiep nhan van ban den phai kiem tra so luong, tinh trang bi, dau niem 

phong (neu co), noi gui; doi chieu so, ky hieu ghi ngoai bi vdi so, ky hieu cua 

van ban trong bi. Trudng hop phat hien co sai sot, bi thu khong cd van ban, van 

ban bi rach, thieu, tinh trang bi thu khong con nguyen ven hoac dau hieu bat 
thudng, Van thu, ngudi duoc giao nhiem vu tiep nhan van ban bao cao ngay 

ngudi cd track nhiem giai quyet va thong bao cho noi gui van ban.

b) Van ban den phai duoc phan loai so bo, bde bi, dong dau den, ghi so, 
ngay den. Doi vdi van ban gui dich danh ca nhan hoac phong, ban thude Trudng

r \ 9

thi Van thu dang ky vao He thong van ban va dieu hanh va chuyen theo noi 
nhan.

c, Van thu cd track nhiem gui tra lai noi gui nhung van ban khong dung dia 

chi, khong dam bao yeu cau an toan ve edng tac van thu nhu: dia chi khong ro 

rang, bi thu, van ban nhau nat, van ban khong toan ven...

2. Doi vdi van ban dien tu

a) Van thu Trudng phai kiem tra tinh xac thuc, toan ven cua van ban dien 

tu va thuc hien tiep nhan tren He thong van ban va dieu hanh.
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b) Trirang hap van ban dien tu khong dap ung cac quy dinh ve tinh xac 

thyc, loan ven cua van ban dien tu hoac gui sai nai nhan thi phai tra lai cho ca 

quan, to chuc gui van ban tren He thong van ban va dieu hanh. Truong hop phat 
hien co sai sot hoac dau hieu bat thudng thi Van thu Truong bao cao ngay ngudi 
co trach nhiem giai quyet va thong bao cho Noi gui van ban.

•/V X* 9c) Khi nhan dupe thong bao de nghi thu hoi van ban, Van thu Truong thuc 

hien thao tac tra van ban tren He thong van ban va dieu hanh.

3. Van ban giay co muc do khan den ngoai gid lam viec, ngay le, ngay
r t m r

nghi, ngay tet, nhan vien bao ve cua Truong co trach nhiem tiep nhan va bao 

ngay vdi Van thu Truong de xu ly kip thdi.
r t r

4. Van ban co dau chi muc do Mat dupe tiep nhan, dang ky theo quy dinh
r t y y r -X. • t r Xcua Quy che bao ve bi mat nha nude cua Truong va cac quy dinh khac ve bao ve 

bi mat nha nude. Ddi vdi dien mat, van ban co dp mat va bi co dau Mat: dang ky 

theo quy dinh cua phap luat ve co yeu va bao ve bi mat nha nude.
A A AkDieu 13. Trinh, chuyen giao van ban den

r 9 r

1. Doi vdi dien mat, chuyen ngay den Hieu trudng hoac Pho Hieu trudng 

phu trach; khi lanh dao tra lai, luu theo quy dinh (doi vdi dien mat da dupe giai
r i r # r , , ,

quyet) hoac chuyen ngay den Trudng don vi lien quan xu ly (Doi vdi dien mat 
co chi dao xu ly).

Doi vdi van ban co dp mat dupe chuyen den ngoai gid hanh chinh, Van thu 

co quan bao cao Hieu trudng hoac Pho Hieu trudng phu trach hoac bao cho 

Trudng don vi chu tri va chuyen ngay van ban giay den ngudi nhan de xu ly.

2. Doi vdi cac bi khong thupc dien boc, chuyen den dung noi nhan, dam 

bao chinh xac, dung doi tupng va giu bi mat npi dung van ban. Ngudi nhan van 

ban phai ky nhan, ghi ro hp ten vao so chuyen giao van ban.
r r t r

3. Doi vdi cac bi don, thu khieu nai, to cao, Van thu co quan khong thuc 

hien so hda van ban, chi dang ky thong tin len Pie thong va chuyen van ban, ho 

so den noi nhan.
A • r • 9 a 94. Doi vdi van ban dien tu

Van thu Trudng dang ky vao He thong van ban va dieu hanh trinh Hieu
9 9 7 Atrudng de phan cong cac don vi, phong, ban xu ly theo tham quyen. Trudng hop 

van ban dien tu gui kem van ban giay, Van thu Trudng can cu vao y kien chi 
dao cua Lanh dao de chuyen ban giay den don vi, phong, ban xu ly.

5. Doi vdi van ban giay
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a) Van tlur Truong tien hanh so hoa va thyc hien theo quy trinh tai khoan 4
> r

Dieu 13 cua Quy che nay.
r • • 9 r'fb) Boi voi cac van ban do lanh dao Truong chuyen ra chua co dau “Den” 

cua Truong. Van thu Truong thyc hien theo diem b Khoan 1 Bieu 12 cua Quy 

che nay va chuyen van ban theo but phe cua Lanh dao Truong.

3. So den cua van ban duoc lay li£n ti&p theo thu ty va trinh ty thoi gian
r r r r *

tiep nhan van ban trong nam, thong nhat giua van ban giay va van ban dien tu.

4. Van thu don vi nhan van ban tir 15h30 hang ngay tai Van thu Truong,
doi voi cac van ban hen gib phai nhan va xu ly ngay, thbi gian toi da la sau 01 

\ \
gib dong ho tinh tu khi nhan duoc thong tin tu Van thu Truong.

Dieu 14. Giai quyet van ban den va theo doi, don doc

1. Sau khi nhan duoc van ban den tu Van thu Truong, thu trubng cac don 

vi co trach nhiem chi dao va phan cbng vien chuc giai quyet kip thbi dung thbi 
han theo yeu cau trong van ban den hoac theo Quy che lam viec cua Trubng, chi 
dao cua lanh dao Trubng.

Boi voi Van ban dien tu tren He thong van ban va dieu hanh: lanh dao cac 

don vi va tat ca vien chuc co trach nhiem kiem tra thubng xuyen thong tin tren
r t * 9i94./vl*/Ai/vHe thong QLVB va trien khai ngay khi nhan duoc van ban, chu dong thiet lap 

thbi han hoan thanh cho cap dubi thuoc quyen hoac don vi phoi hop, chiu trach 

nhiem ve tien do hoan thanh cbng viec duoc giao.

2. Phong Hanh chinh - Tong hop co trach nhiem theo doi, tong hop so lieu, 
tinh hinh giai quyet va don doc cac don vi thyc hien dung thbi han cua van ban 

den. Van thu don vi co trach nhiem giup thu trubng don vi theo dbi, don doc 

giai quyet van ban den tai don vi.

3. Boi voi van ban den co dau: “TAI LIEU THU HOI” hoac "XEM XONG 

TRA LAI" thi vien chuc tiep nhan tai lieu co trach nhiem phoi hop voi Van thu 

Trubng lam thu tuc gui tra lai noi gui dung thbi han quy dinh.

Dieu 15. Kiem tra the thuc va ky thuat trinh bay van ban di

1. Trubc khi thyc hien cac thu tuc de phat hanh van ban, Van thu Trubng 

co nhiem vu kiem tra the thuc va ky thuat trinh bay van ban theo quy dinh; neu 

phat hien co sai sot thi tra lai ngay cho don vi scan thao va bao cao lanh dao 

Phong Hanh chinh - Tbng hop. Chi thuc hien quy trinh lay so, ngay, thang, nam 

va dong dau phat hanh dbi voi van ban soan thao dung quy dinh.
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2. Trucmg hap phat hien noi dung van ban chong cheo hoac nguoi ky 

khong dung tham quyen, Van thu Trubng tu choi phat hanh va bao cao ngay cho 

Lanh dao Phong Hanh chinh - Tong hap.

Dieu 16. Cap so, thoi gian ban hanh van ban
r r

1. So va thai gian ban hanh van ban dugc lay theo thu tu va trinh tu thdi 
gian ban hanh van ban trong nam (bat dau lien tiep tu so 01 vao ngay 01 thang 

01 va ket thuc vao ngay 31 thang 12 hang nam), so va ky hieu van ban la duy 

nhat trong mot nam, thong nhat giua van ban giay va van ban dien tu.

He so cua Trudng bao gom:

- So van ban cua Hoi dong Truong;
7 r r i r t

- So van ban cua Truong dugc sap xep vao so theo loai: Quyet dinh, van 

ban gui B6 Giao due va Dao tao, Van ban gui Bo Tu phap, Van ban thanh tra va 

cac Van ban khac.

2. Boi voi van ban giay, viec cap so, thdi gian ban hanh dugc thuc hien sau 

khi co chu ky cua ngubi co tham quyen, cham nhat la trong ngay lam viec hanh
t r

chinh tiep theo.

3. Boi voi van ban dien tu, viec cap so, thdi gian ban hanh dugc thuc hien
> r \

bang chuc nang cua He thong van ban va dieu hanh va theo quy dinh cua phap 

luat.
r • \ r •4. Van ban mat di dugc danh so rieng va dang ky rieng tung do mat cua 

van ban theo cac quy dinh khac cua phap luat.

Dieu 17. Dang ky van ban di

1. Viec dang ky van ban di bao dam day du, chinh xac cac thong tin can 

thiet cua van ban giay hoac dien tu.
y r y

2. Van ban di tai co quan dugc dang ky bang He thong van ban va dieu 

hanh cua Bq Tu phap. Van ban dugc dang ky bang He thong van ban va dieu 

hanh phai dugc in ra giay day du cac trudng thong tin theo mau So dang ky van
• r 9 a 7 aban di, dong so de quan ly.

t y

3. Van ban mat dugc dang ky theo quy dinh cua phap luat ve bao ve bi mat 
nha nude va Quy che bao ve bi mat nha nude cua Trudng.

-\ ^ r A A ADieu 18. Nhan ban, dong dau co’ quan va dau muc do khan, mat
r X r y A 7aa r1. Nhan ban, dong dau cua co quan, to chuc va dau chi do mat, muc do

7 r i ^ * r

khan doi vdi van ban giay:
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a) Van ban di duac nhan ban then so lugng dugc xac dinh a phan “Nai 
nhan” ciia van ban, truong hop van ban gui den nhieu nai ma trong van ban 

khong liet ke du danh sach, thi dan vi scan thao phai co Phu luc nai nhan kem 

theo lam can cu nhan ban de phat hanh.

b) Nai nhan van ban phai dugc xac dinh cu the trong van ban tren nguyen 

tac van ban chi gui den ca quan, to chuc va ca nlian co chuc nang, tham quyen 

giai quyet, to chuc thuc hien, phoi hgp thuc hien, bao cao, giam sat, kiem tra 

lien quan den noi dung van ban; khong gui vugt cap, khong gui nhieu ban cho 

mot doi tugng, khong gui den cac doi tugng khong lien quan.

c) Viec nhan ban van ban mat phai bao dam dung quy dinh cua phap luat 
ve bao ve bi mat nha nuac.

d) Viec dong dau cua Truong Dai hgc Luat Ha Ngi va dau chi do mat, muc 

do khan, dugc thuc hien theo quy dinh tai Phu luc I cua Nghi dinh so 

30/2020/NB-CP ngay 05/3/2020 cua Chinh phu.
r 9 r * ' 9»/\9

2. Ky so cua ca quan, to chuc doi vai van ban dien tu

a) Ky so cua ca quan, to chuc dugc thuc hien theo quy dinh tai Phu luc I 
Nghi dinh s6 30/2020/NB-CP ngay 05/3/2020 cua Chinh phu.

b) Doi vai van ban kem theo trong cung mot tep tin cua van ban dien tu: 
Van thu Truong chi thuc hien ky so Truong Dai hgc Luat Ha Ngi len van ban 

dien tu va khong thuc hien ky so len van ban kem theo co trong tep tin do (ly 

do: Van ban kem theo da dugc chu ky so xac thuc);

c) Doi vai van ban kem theo khong trong cung tep tin cua van ban dien tu: 
Van thu Truong thuc hien ky so cua Truong Dai hgc Luat Ha Ngi len van ban 

dien tu va ky so tren van ban kem theo khong trong cung mot tep tin.

Dieu 19. Phat hanh, theo doi chuyen phat van ban di

1. Phat hanh van ban giay tai Van thu Truong:

a) Lua chpn bi, viet bi, cho van ban vao bi, dan bi va dong dau chi muc do 

khan, mat va dau khac len bi (neu co) khi phat hanh van ban giay.

b) In van ban da dugc ky so cua nguoi co tham quyen ra giay, phat hanh 

ban dien tu di theo quy dinh. Ben canh do dong dau cua Truong Dai hgc
Luat Ha Ngi de tao ban chinh van ban giay va thuc hien phat hanh van ban giay 

tu van ban dugc ky so cua nguoi co tham quyen (de luu van ban).

c) So hoa van ban giay da cap so va dong dau, ky so xac thuc van ban di, 
dinh kem File van ban dien tu vao so da cap tren He thong van ban va dieu hanh

van
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khi phat hanh van ban dien tu tir van ban giay. Nhung van ban di can theo doi 
hoi bao, Van thu Truong phai cap nhat thong tin ve ten don vi, vien chuc theo 

doi hoi bao, tinh trang va thdi han tra lai tren He thong van ban va dieu hanh.

d) Doi vai van ban co noi nhan la ca quan, to chuc chua ket noi True lien 

thong van ban: Van thu don vi co trach nhiem nhan van ban in ra tu van ban goc 

tren He thdng van ban va dieu hanh tai Van thu Truong, photo, lay dau va phat 
hanh van ban di.

d) Viec phat hanh, chuyen phat van ban mat phai dam bao theo cac quy 

dinh ve bao ve bi mat nha nude.

2. That hanh van ban dien tu:

Ngudi co tham quyen ky ban hanh van ban ky so tren van ban dien tu theo 

quy dinh cua phap luat, chuyen van thu Truong de lam thu tuc phat hanh van 

ban theo Quy dinh tai khoan 1 Dieu 19 cua Quy che nay.

3. Chuyen phat van ban di

a) Van ban di phai hoan thanh thu tuc tai Van thu Truong va phat hanh 

trong ngay van ban do dupe ky, cham nhat la trong ngay lam viec hanh chinh
r r 7 . , ^

tiep theo (neu van ban di hoan thanh thu tuc tai Van thu Truong vao buoi chieu). 
Van ban khan phai dupe phat hanh va gui ngay sau khi ky van ban.

b) Viec chuyen giao van ban cho cac don vi, ca nhan thuoc Truong hoac 

cho cac co quan, don vi, ca nhan ben ngoai phai dupe ky nhan vao so chuyen 

giao van ban.

4. Theo doi viec chuyen phat van ban di

a) Sau khi van ban dupe phat hanh tren He thong van ban va dieu hanh, 
Van thu Truong va chuyen vien soan thao van ban co trach nhiem theo ddi, xac 

nhan tinh trang nhan gui cua van ban. Truong hop van ban gui tren He thong 

van ban va dieu hanh nhung don vi nhan khong phan hoi trang thai nhan, dudng 

truyen bi loi, chuyen vien soan thao co trach nhiem phoi hop voi Van thu 

Truong de lay ban luu va lam cac thu tuc phat hanh van ban giay theo quy dinh,.

b) Doi voi nhung van ban di co dong dau “TAI LIEU THU HOI”, Van thu 

Truong phai theo doi, thu hoi dung thdi han; khi nhan lai, phai kiem tra, doi
r •) r

chieu de bao dam van ban khong bi thieu va con nguyen ven.
r

c) Truong hop phat hien van ban bi that lac, Van thu Truong phai bao cao
9 9

ngay Truong Phong Hanh chinh - Tong hop de xu ly.
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Dieu 20. Danh muc van ban, tai lieu ap dung hinh thuc giao djch dien 

tii gtii kem van ban giay

1. Van ban co tinh chat phap ly lien quan tai dan vi hoac ca nhan (pham vi 
anh huong lau dai cho doi tugng ap dung) bao gom: Quyet dinh thanh lap dan 

vi; quyet dinh quy dinh chuc nang, nhiem vu ciia dan vi; quyet dinh bo nhiem, 
van ban ve cong tac to chuc, can bo; van ban xin y kien, ho so tham dinh ve 

cong tac nhan su.

2. Cac loai van ban khong thuoc quy dinh cua Dieu 20, Quy che nay nhung 

ben nhan van ban khong co du dieu kien ky thuat cho phep de gui nhan dual 
dang van ban dien tu.

3. Van ban giay chi gui cho dan vi, ca nhan xu ly chinh (phan Kinh gui), 
khong gui lai cho cac dan vi, ca nhan nhan de biet, nhan de bao cao.

Dieu 21. Dinh chinh va thu hoi van ban di

1. Dinh chinh van ban hanh chinh

- Van ban ciia Truong da phat hanh nhung co sai sot ve noi dung phai dugc 

sua doi, thay the bang van ban co hinh thuc tuong duong cua Truong.

- Van ban ciia Truong da phat hanh nhung co sai sot ve the thuc, ky thuat 
trinh bay, thu tuc ban hanh phai dugc dinh chinh bang van ban hanh chinh co 

hinh thuc tuong duong cua Truong.

2. Thu hoi van ban

a) Doi voi van ban giay, trubng hgp nhan dugc van ban thong bao thu hoi, 
ben nhan co trach nhiem gui lai van ban da nhan. Chuyen vien co trach nhiem 

phoi hgp voi van thu don vi va Van thu Trubng theo doi de thu hoi van ban.

b) Doi voi van ban dien tu, trubng hgp nhan dugc van ban thong bao thu 

hoi, ben nhan huy bb van ban dien tu bi thu hoi tren He thong van ban va dieu 

hanh, dong thbi thong bao qua He thong van ban va dieu hanh de ben gui biet.

Dieu 22. Luu van ban di

1. Luu van ban giay

a) Ban goc van ban dugc luu tai Van thu Trubng va phai dugc dong dau 

ngay sau khi phat hanh, sap xep theo thu tu dang ky.

b) Ban chinh van ban luu tai ho so cong viec.

2. Luu van ban dien tu
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a) Ban goc van ban dien tu phai dugc luu tren He thong van ban va dieu 

hanh cua Truong.

b) Van thu Truong tao ban chinh van ban giay theo quy dinh tai diem b, 
khoan 1 Dieu 19 Quy che nay de luu tai Van thu Truong va ho so cong viec.

3. Viec luu giu, bao quan va su dung ban luu van ban di co dong dau chi 
cac muc do mat dugc thuc hien theo quy dinh hien hanh ve bao ve bi mat nha 

nuoc.

Muc 3: SAG VAN BAN

Dieu 23. Cac hinh thuc ban sao
• • • ^ • • r 1. Cac hinh thuc ban sao dugc quy dinh tai Dieu 25, Nghi djnh so

30/2020/ND-CP ngay 05/3/2020 cua Chinh phu bao gom: Sao y, sao luc, trich
sao.

2. The thuc ve ky thuat trinh bay ban sao y, sao luc, trich sao dugc thuc 

hien theo quy djnh tai Phu luc I cua Nghi dinh so 30/2020/ND-CP ngay 

05/3/2020 cua Chinh phu.

Dieu 24. Gia trj phap ly cua ban sao

Ban sao y, ban sao luc va ban trich sao dugc thuc hien theo dung quy dinh 

tai Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu co gia tri phap 

ly nhu ban chinh.

Dieu 25. Tham quyen sao van ban
7 ' •

1. Lanh dao Truong va Truong Phong Hanh chinh - Tong hgp quyet dinh
A a rvan ban do Truong ban hanh va van ban do cac co quan, to chuc khacviec sao

r n \ ■* r r ■* 't wi9gui den; quy dinh tham quyen ky cac ban sao van ban.
o t r 1 4. \

2. Khong dugc sao, chup, chuyen phat nhung y kien cua Lanh dao Truong
' 9/' 9 ^ ^ r r * fy

ghi ben le van ban de gui den cac co quan, to chuc khac. Truong hgp cac y kien 

cua Lanh dao Truong ghi o le cua van ban can thiet cho viec giao dich, trao doi
Ar' w 9 >11^1cong tac, phai dugc cu the hoa bang van ban hanh chinh.

3. Viec sao, chup tai lieu, vat chua bi mat nha nude dugc thuc hien theo 

quy dinh cua phap luat ve bao ve bi mat nha nude.

Muc 4: LAP HO SO VA NOP LI/U HO SO, XAl LIEU VAo Ll/U TRLT • • • ' •
A /V ADieu 26. Lap Danh muc ho so’

Danh muc ho so do Hieu trudng va thu trudng cac don vi true thuoc phe 

duyet, ban hanh vao dau nam va gui cac don vi, ca nhan lien quan lam can cu de
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lap ho so. Mau danh muc ho so dirge thuc hien theo quy dinh tai Phu luc V, 
Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu.

Dieu 27. Lap ho so’

1. Yeu cau

a) Phan anh dung chuc nang, nhiem vu cua don vi va cua Truong.

b) Cac van ban, tai lieu trong mot ho so phai co sir lien quan chat che voi 
nhau va phan anh dung trinh tu dien bien cua sir viec hoac trinh tu giai quyet 
cong viec.

2. Mo ho so

a) Can cu vao Danh muc ho so hoac theo ke hoach cong tac cua co quan,
r * i t

don vi duoc phe duyet va thuc te cong viec duoc giao, vien chuc phai chuan hi
> >> \ r \ r \ r *

bia ho so, ghi tieu de ho so len bia ho so doi voi ho so giay, tao file ten ho so doi 
voi ho so dien tu.

b) Truong hop cac ho so khong co trong Danh muc ho so, ca nhan duoc 

giao nhiem vu giai quyet cong viec tu xac dinh cac thong tin: Tieu de ho so, so 

va ky hieu ho so, thoi han bao quan ho so, ngubi lap ho so va thbi gian bat dau.

3. Thu thap, cap nhat van ban, tai lieu vao ho so

a) Vien chuc co trach nhiem thu thap, cap nhat tat ca van ban, tai lieu hinh 

thanh trong qua trinh theo doi, giai quyet cong viec vao ho so da mb, bao gbm 

tai lieu phim, anh, ghi am (neu co) bao dam sir toan ven, day du cua hb so, tranh 

bi that lac.

b) Cac van ban trong ho so phai duoc sap xep theo mot trinh tu hop ly, tuy 

theo dac diem khac nhau cua cong viec de lua chon each sap xep cho thich hop
r r r & r *

(chu yeu la sap xep theo trinh tu thbi gian va dien bien cong viec).

4. Ket thuc hb so

a) Hb so duoc ket thuc khi cong viec da giai quyet xong. Vien chuc cb 

trach nhiem lap hb so phai ra soat lai toan bb van ban, tai lieu cb trong hb so; 
loai ra khbi hb so ban trung, ban nhap; xac dinh lai thbi han bao quan cua hb so; 
chinh sua tieu de, so va ky hieu hb so cho phu hop; hoan thien, ket thuc hb so.

b) Dbi voi hb so giay: Ngubi lap hb so thuc hien danh so to dbi voi hb so 

co thbi han bao quan tu 05 nam trb len va viet Muc luc van ban dbi voi hb so co
^ ' r ,»r»X9iXthbi han bao quan vlnh vien; viet chung tu ket thuc dbi voi tat ca hb so.
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c) Boi vai ho so dien tu: Ngudi lap ho sa co trach nhiem cap nhat vao He 

thong van ban va dieu hanh cac thong tin con thieu. Viec bien muc van ban 

trong ho so dirge thirc hien bang chu'c nang cua He thong van ban va dieu hanh.

Dieu 28. Thoi han nop ho so', tai lieu

1. Ho so, tai lieu nop luu vao Luu tru cua Truong phai du thanh phan, dung 

thdi han va thuc hien theo trinh tu, thii tuc quy dinh. Luu tru cua Truong chi thu 

nhan vao luu tru nhung tai lieu da duoc lap thanh ho so va co danh muc ho so.

2. Thdi han nop luu ho so, tai lieu

a) Doi vdi ho so, tai lieu xay dung co ban: Trong thdi han 03 thang ke tu 

ngay cong trinh duoc quyet toan.
r y ^ m a y \ a • ab) Boi vdi ho so, tai lieu khac: Trong thdi han 01 nam ke tu ngay cong viec

ket thuc.

3. Thii tuc nop luu
r y r t y

a) Boi vdi ho so giay: Khi nop luu tai lieu phai nop 02 ban “Muc luc ho so,
tai lieu nop luu” va 02 ban “Bien ban giao nhan ho so, tai lieu” theo mau tai Phu 

luc V, Nghi dinh so 30/2020/NB-CP ngay 05/3/2020 cua Chinh phu. Bon vi, ca 

nhan nop luu tai lieu va Luu tru cua Truong giu mdi loai 01 ban.
r y • . . Ab) Boi vdi ho so dien tu: Vien chuc duoc giao nhiem vu giai quyet cong 

viec va lap ho so thuc hien nop luu hd so dien tu vao Luu tru cua Truong tren 

He thong van ban va dieu hanh. Luu tru cua Truong cd trach nhiem kiem tra,
> r y r

nhan hd so theo Banh muc; lien ket chinh xac du lieu dac ta vdi hd so; tiep nhan 

va dua hd so ve che do quan ly hd so luu tru dien tu tren He thong.

Dieu 29. Trach nhiem doi vdi viec lap ho so' va giao nop hd so’, tai lieu 

vao Luu tru’ cua Trudng
r y

1. Trach nhiem cua Hieu trudng: True tiep hoac uy quyen cho Phd Hieu
trudng:

' 9 Aa) Phe duyet Banh muc hd so hang nam cua Trudng.

b) Chi dao, kiem tra, hudng dan viec lap hd so va ndp luu hd so, tai lieu 

vao Luu tru ddi vdi cac don vi thude Trudng.

2. Trach nhiem cua Trudng Phong Hanh chinh - Tong hop

a) Tham muu, giup Hieu trudng trong viec chi dao, kiem tra, hudng dan lap 

hd so va ndp luu hd so, tai lieu vao luu tru ddi vdi cac don vi thude Trudng.
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b) Chi dao viec huong dan, kiem tra viec lap ho so va nop liru ho so vao 

Luu tru cua Trirdng; chi dao viec xay dung va trinh Hieu trudng ban hanh Danh 

muc ho so cua co quan vao cuoi thang 12 hang nam.

c) To chuc thuc hien viec lap ho so va nop luu ho so, tai lieu vao Luu tru 

cua Truong.

d) Tham muu ban hanh danh muc tai lieu nop luu: vmh vien, co thbi han...

3. Trach nhiem cua Thu trudng cac don vi

a) Thu trudng cac don vi thuoc Trudng cd trach nhiem to chuc thuc hien 

viec lap ho so, bao quan va nop luu hd so, tai lieu cua don vi dupe xac dinh thdi 
han bao quan tu 05 nam trd len vao Luu tru cua Trudng theo quy dinh tai Quy 

che nay va quy djnh cua Nha nude ve cong tac lap ho so, bao quan va nop luu 

hd so, tai lieu luu tru.

b) Thu trudng cac don vi thuoc Trudng cd trach nhiem quan ly tai lieu luu 

tru cua don vi, chi dao, kiem tra, huong dan viec lap hd so va nop luu hd so, tai 
lieu cua don vi dupe xac dinh thdi han bao quan tu 05 nam trd len vao Luu tru 

cua Trudng.

4. Trach nhiem cua vien chuc, ngudi lao dong

a) Vien chuc, ngudi lao dong ndp luu hd so vao Luu tru cua Trudng phai
a r

du thanh phan, dung thdi han va thuc hien theo trinh tu, thii tuc lai Quy che nay. 
Trudng hop can giu lai hd so, tai lieu den han ndp luu phai lap Danh muc hd so, 
tai lieu giu lai trinh lanh dao Trudng dong y bang van ban va gui Luu tru cua 

Trudng. Thdi han giu lai hd so, tai lieu cua don vi, ca nhan khdng qua 02 nam 

ke tu ngay den han ndp luu.

b) Vien chuc va ngudi lao dong trong Trudng trude khi nghi him, thdi viec, 
chuyen edng tac, di hoc tap dai ngay phai ban giao hd so, tai lieu edng viec da 

ket thuc cho Luu tru cua Trudng; ban giao hd so, tai lieu edng viec chua ket 
thuc cho ngudi ke nhiem theo su chi dao cua Thu trudng don vi; khdng giu hd

X r rso, tai lieu cua co quan lam tai lieu rieng hoac mang sang co quan, to chuc khac.

Thu trudng cac don vi chiu trach nhiem ddn ddc vien chuc va ngudi lao 

dong cua don vi minh trong viec ban giao tai lieu trude khi chuyen edng tac,
r 9

thdi viec, di hoc tap dai ngay, nghi huong che dp bao hiem xa hdi.

5. Trach nhiem cua Van thu Trudng

Van thu Trudng cd trach nhiem huong dan cac don vj thuoc Trudng va 

vien chuc, ngudi lao dong lap hd so edng viec; ndp luu hd so, tai lieu; thu thap 

hd so, tai lieu vao Luu tru co quan theo dung quy dinh.
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Muc 5: QUAN LY, SIJ DUNG CON DAu VA THIET BI LlTU KHOA 

BI MAT TRONG CONG TAC VAN THI/

Dieu 30. Quan ly con dau, thiet bj luu khoa M mat

1. Tmong Phong Hanh chinh - Tong hap chiu trach nhiem trirac Hieu 

truang viec quan ly, su dung con dau, thiet hi luu khoa hi mat cua Truong.

2. Con dau, thiet hi luu khoa hi mat cua Truong duoc giao cho Van thu 

Truong quan ly va su dung. Van thu duoc giao nhiem vu tren phai chiu trach 

nhiem truoc Truong Phong Hanh chinh -Tong hop, trudc phap luat ve viec quan 

ly va su dung con dau, thiet hi luu khoa hi mat tuong ung va co trach nhiem 

thuc hien nhung quy dinh sau:

a) Bao quan an toan, su dung con dau, thiet hi luu khoa hi mat cua Truong 

tai phong lam viec cua Van thu Truong trong try so Truong. Truong hop can 

dua con dau, thiet hi luu khoa hi mat cua co quan ra khoi co quan phai dupe su 

dong y bang van ban cua Hieu truong va phai chiu trach nhiem ve viec bao
r r r

quan, su dung con dau. Con dau, thiet bi khoa luu bi mat cua Truong phai duoc 

bao quan an toan trong gib cung nhu ngoai gib lam viec.

b) Chi giao con dau, thiet bi luu khoa bi mat cua co quan cho ngubi khac

luu giu khi dupe su dong y bang van ban cua Hieu truong. Viec ban giao con 

dau, thiet bi luu khoa bi mat cua co quan phai dupe lap bien ban.

c) Phai true tiep dong dau van ban va ban sao van ban; chu tri, phoi hop ky
r r 9>4.«a>iso vao van ban dien tu tren He thong van ban va dieu hanh.

r r 9

d) Chi dupe dong dau, ky so cua co quan, to chuc vao van ban da co chu ky 

cua ngubi co tham quyen va ban sao van ban Truong true tiep thuc hien.

d) Khong dupe dong dau vao giay khong cb npi dung, dong dau truoc khi 
ky, dong dau san tren giay trang hoac dong dau len cac van ban co chu ky ciia

9 >

ngubi khong co tham quyen.

3. Ca nhan co trach nhiem tu bao quan an toan thiet bi luu khoa bi mat va 

khoa bi mat.
r r t %

4. Khi net dau bi mbn hoac bien dang, Van thu Truong phai bao cao Hieu 

truong lam thu tuc doi con dau. Truong hop con dau bi mat, phai bao cao Hieu 

truong va co quan cong an noi xay ra mat con dau, kip thbi lap bien ban.

Dieu 31. Su’ dung con dau, thiet bj luu khoa bi mat
r

1. Su dung con dau
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A r t • \ r •' 'a) Dau dong phai ro rang, ngay ngan, dung chieu va dung dung myc dau 

mau do theo quy dinh.

b) Khi dong dau len chu ky, dau dong phai trum len khoang 1/3 chu ky ve 

phia ben trai.

d) Viec dong dau len cac phu luc kem theo van ban chlnh thuc hien theo 

quy djnh va dau dirge dong len trang dau, trum len mot phan ten Truong Dai 
hoc Luat Ha Noi, hoac ten cua phu luc.

d) Dau giap lai duoc dong vao khoang giua mep phai cua van ban hoac phu 

luc van ban, trum len mot phan cac to gray; moi dau dong toi da 05 to van ban.
r

2. Su dung thiet bi luu khoa bl mat
r X r ry r tThiet bi luu khoa bi mat cua Truong duoc su dung de ky so cac van ban 

dien tu do Truong ban hanh va ban sao tu van ban giay sang van ban dien tu 

theo quy dinh tai Phu luc I Nghi dinh so 30/2020/ND-CP.

Chuong III

CONG TAG LUTJ TRLf

Muc 1: THU TRAP, CHINH LY, XAC DINH GIA TRI TAI LIEU
X /v XDieu 32. Giao nhan ho so, tai lieu vao Luu tro co1 quan

Hang nam, luu tru co quan co nhiem vu to chuc thu thap ho so, tai lieu da 

den han nop luu vao kho Luu tru cua Truong.

1. Doi voi ho so dien tu:

a) Chuyen vien giao nop ho so vao He thong luu tru dien tu theo quy dinh 

cua phap luat va cac quy dinh cua Truong.

b) Luu tru co quan thuc hien viec kiem tra tai lieu va nhan vao He thong 

luu tru dien tu thuc hien viec chinh ly ho so theo quy dinh cua phap luat va cac 

quy dinh cua Truong.

c) Cac don vi khong su dung He thong van ban va dieu hanh cua Truong 

thi viec luu tru su dung theo he thong don vi dang su dung va phai xay dung 

quy dinh rieng ve quan ly, luu tru van ban dien tu.

2. Doi voi ho so giay:
r a X A r Aa) Lap ke hoach thu thap ho so theo Danh muc ho so duoc cap co tham

A A Xquyen phe duyet, ban hanh vao dau nam;

b) Phoi hop voi cac don vi, cong chuc, vien chuc, nguoi lao dong xac dinh
A A

nhung loai ho so, tai lieu can nop luu vao Luu tru co quan;
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^ • r • /\ r \ • /v /\*c) Huang dan cac dan vi, cong chiic, vien chuc, nguai lao dong chuan bj 
ho so, tai lieu va lap “Muc luc ho so, tai lieu nop luu theo quy dinh tai Dieu 27 

Quy che nay”.

d) Chuan bi kho va cac phuang tien bao quan de tiep nhan ho so, tai lieu;

d) To chuc tiep nhan ho so, tai lieu, kiem tra doi chieu giua Muc luc ho so, 
tai lieu nop luu vai thuc te tai lieu va lap Bien ban giao nhan tai lieu.

Dieu 33. Chinh ly tai lieu

Ho so, tai lieu cua Truong phai dupe chinh ly hoan chinh va bao quan
r

trong kho luu tru hoac He thong luu tru cua Truong.
r t r1. Nguyen tac chinh ly

a) Khong phan tan phong luu tru;

b) Khi phan loai, lap ho so (chinh sua hoan thien, phuc hoi hoac lap moi ho 

so), phai ton trong sir hinh thanh tai lieu theo trinh tu theo doi, giai quyet cong
A

viec (khong pha vo ho so da lap);

c) Tai lieu sau khi chinh ly phai phan anh dupe cac boat dong cua Truong.

2. Tai lieu sau khi chinh ly phai dat yeu cau sau:

a) Phan loai va lap ho so hoan chinh;

b) Xac dinh thoi han bao quan cho ho so, tai lieu;

c) He thong hoa ho so, tai lieu:

d) Lap cong cu tra cuu: Muc luc ho so, co so du lieu va cac cong cu tra cim 

khac phuc vu cho viec quan ly va tra cuu su dung tai lieu;

d) Lap Danh muc tai lieu het gia tri.

Dieu 34. Xac djnh gia tri tai lieu

1. Phong Hanh chinh - Tong hop co nhiem vu can cu theo cac quy djnh 

cua phap luat xay dung Bang thdi han bao quan tai lieu trinh Lanh dao Truong 

ban hanh sau khi co y kien tham dinh cua co quan co tham quyen.

2. Viec xac dinh gia tri tai lieu phai dat dupe yeu cau sau:

a) Xac dinh tai lieu can bao quan vmh vien va tai lieu bao quan co thdi han 

bang so nam cu the;

b) Xac dinh tai lieu het gia tri de tieu huy.

Dieu 35. Hoi dong xac djnh gia trj tai lieu
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1. Hoi dong xac dinh gia tri tai lieu duoc thanh lap de tham mim cho Hieu 

trudng trong viec xac dinh thoi han bao quan tai lieu luu tru theo Quy dinh tai 
Thong tu 08/2021 ve Quy che dao tao trinh do dai hoc co nqi dung lien quan den 

cong tac luu tru; lira chon tai lieu de nop luu vao Luu tru co quan, Luu tru lich 

su va loai tai lieu het gia tri.

Ilpi dong xac dinh gia tri tai lieu gom co: Chu tich Hoi dong; Van thu 

Trudng la Thu ky Hoi dong; dai dien lanh dao don vi co tai lieu la uy vien; 
ngudi am hieu ve ITnh vuc co tai lieu can xac dinh gia tri la uy vien.

2. Hoi dong xac dinh gia tri tai lieu thao luan tap the, ket luan theo da so; 
cac y kien khac nhau phai duqc ghi vao bien ban cuoc hop de trinh Hieu trudng

r

quyet dinh.

Dieu 36. Huy tai lieu het gia trj

1. Tren co sd de nghi cua Hoi dong xac dinh gia tri tai lieu, Hieu trudng 

quyet djnh thdi han bao quan tai lieu, lua chon tai lieu de giao nop vao Luu tru 

cua Trudng.

2. Cac don vi, ca nhan khong duqc tu tieu huy ho so, tai lieu cua Trudng va
r r%r*r*rr r r ocua don vi dudi bat cu hinh thuc nao. Ddi vdi cac loai sach bao, tap chi, cac ban 

sao chup, giay nhap khong con nhu cau su dung, don vi, ca nhan co the tu huy 

sau khi co y kien tham tra.

3. Quy trinh huy ho so, tai lieu duqc thuc hien theo Luat Luu tru sd 

01/2011/QH13 ngay 11/11/2011 va Nghi dinh sd 01/2013/ND-CP ngay 

03/01/2013 cua Chinh phii Quy dinh chi tiet thi hanh mot sd dieu cua Luat Luu
tru.

Muc 2: BAO QUAN, TO CHlTC SLT DUNG TAI LIEU LlTU TRU"

Dieu 37. Bao quan tai lieu luu tru’

1. Ddi vdi hd so luu tru dien tu

a) Bao dam hd so, tai lieu luu tru duqc bao quan an toan, xac thuc, bao mat 
tren cac phuong tien luu tru va kha nang truy cap, quan ly, tim kiem, cap nhat 
hd so, tai lieu luu tru.

b) Khong luu co sd du lieu tai lieu luu tru co chua thong tin thudc pham vi 
bi mat nha nude tren cac thiet bi ket ndi vdi mang Internet, mang may tinh, 
mang vien thong.
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c) Khong chuyen muc dich su dung cac thiet bi da luu ho so, tai lieu luu tru 

co chua thong tin thupc pham vi bi mat nha nude khi chua loai bo triet de ho so, 
tai lieu luu tru.

d) Co so du lieu tai lieu luu tru dien tu phai duoc sao luu it nhat 02 trudng 

du lieu, moi trudng du lieu tren 01 phuong tien luu tru doc lap (6 cung hoac 

thiet bi luu tru). Viec sao luu phai bao dam day du, chinh xac, kip thdi, an toan.

d) Bao dam thong nhat quy trinh kiem tra, sao luu, phuc hoi du lieu.

e) Ngudi duoc giao quan ly co sd du lieu tai lieu luu tru cua co quan, to 

chuc co trach nhiem Idem tra, bao quan, sao luu, phuc hoi.

g) Thuc hien nghiem cac quy dinh khac ve luu tru dien tu.

2. Boi vdi ho so luu tru giay

Ho so, tai lieu luu tru den han nop luu, cac don vi va edng chuc, vien chuc, 
ngudi lao dong phai giao nop ho so vao Luu tru cua Trudng va tap trung bao 

quan trong kho Luu tru. Kho Luu tru phai duoc trang bi day du cac thiet bi,
\ t r t

phuong tien can thiet theo quy dinh dam bao an toan cho tai lieu.
• • • ' •3. Trach nhiem chi dao, thuc hien cac quy dinh ve bao quan tai lieu luu tru

a) Trudng Phong Hanh chinh - Tong hop: Chi dao viec thuc hien ve bo tri 
kho luu tru theo dung tieu chuan quy dinh; thuc hien cac bien phap phong chong 

chay, no, phong chong thien tai, phong gian, bao mat doi vdi kho luu tru va tai 
lieu luu tru; trang hi day du cac thiet bi ky thuat, phuong tien bao quan tai lieu 

luu tru; duy tri nhiet do, do am, anh sang de bao quan phu hop vdi tung loai tai
y r r r

lieu luu tru; thuc hien cac bien phap phong, chong con trung, nam mdc va cac
• • m r 'tac nhan gay hu hong tai lieu; thuc hien che do bao quan thudng xuyen doi vdi 

tai lieu luu tru trong kho, kiem tra, ve sinh dinh ky, dot xuat kho va tai lieu luu
tru.

b) Van thu, luu tru cua Trudng: cd trach nhiem thuc hien dung cac quy 

djnh cua phap luat va Quy che cua Trudng ve bao ve, bao quan an toan kho luu 

tru va tai lieu luu tru; bo tri, sap xep khoa hoc tai lieu luu tra; ho so, tai lieu 

trong kho de trong hop hoac cap, dan nhan ghi day du thong tin theo quy dinh de 

tien thong ke, kiem tra va tra cuu. Thudng xuyen kiem tra tinh hinh tai lieu co 

trong kho de nam duoc so lupng, chat lupng tai lieu, kip thdi bao cao, de xuat 
vdi Trudng Phong Hanh chinh - Tong hop bien phap xu ly cac van de lien quan 

den bao quan tai lieu luu tru thude pham vi minh quan ly.

Dieu 38. Doi tuong duoc khai thac, su’ dung tai lieu



25

Lanh dao, vien chuc va nguofi lao dong trong, ngoai ca quan va moi ca 

nhan deu dirge khai thac, su dung tai lieu luu tru vi muc dich cong vu va nhu 

cau rieng chinh dang.

Dieu 39. Cac hinh thu*c to chuc su- dung tai lieu luu tru-
\ >

1. Su dung tai lieu tai phong doc cua Luu tru ca quan hoac tren phan mem 

Luu tru dien tu cua dan vj.

2. Giai thieu tai lieu luu tru tren phuang tien thong tin dai chung, trang 

thong tin dien tu.

3. Cap ban photo, ban sao y ban chinh tai lieu luu tru.

Dieu 40. Tham quyen cho phep va thii tuc khai thac, su' dung tai lieu
liru trir

1. Doi vai vien chuc thuoc Truang Dai hoc Luat Ha N6i:

a) Hieu truang: phe duyet phieu yeu cau khai thac, su dung tai lieu cua cac 

vien chuc thuoc ca quan Truang doi vai tai lieu luu tru co noi dung han che su 

dung (tai lieu nhan su, tai chinh - ke toan, tai lieu ve cong tac thanh tra ...). Hinh 

thuc khai thac: doc, ghi chep tai lieu tai phong doc Luu tru, sao photo (co dong 

dau).
7 . r .b) Truang phong Hanh chinh - Tong hop: phe duyet phieu yeu cau khai

thac, su dung tai lieu cua cac vien chuc thuoc ca quan Truang doi vai tai lieu 

luu tru thong thuong. Hinh thuc khai thac: doc, ghi chep tai lieu tai phong doc 

Luu tru ca quan, sao, photo (khong dong dau).
r ?

2. Doi vai ca quan, to chuc, ca nhan ngoai Truang Dai hoc Luat Ha Noi

a) Ca quan, to chuc ngoai Truang nghien cuu tai lieu vi muc dich cong vu 

phai co giay giai thieu ghi ro muc dich nghien cuu tai lieu va phai dugc Hieu 

truang dong y.

b) Ca nhan khai thac su dung tai lieu vi muc dich rieng phai co dan xin su 

dung tai lieu, chung minh thu nhan dan, can cudc cong dan, ho chieu hoac giay 

td hap phap khac va phai dugc Hieu trudng dong y.

3. Cac trudng hgp phat sinh khac trong qua trinh phuc vu khai thac su dung 

tai lieu luu tru, can xin y kien chi dao cua Lanh dao Trudng.

4. Viec khai thac, su dung tai lieu luu tru cd dau chi muc do mat thuc hien 

theo Quy che bao ve bi mat nha nude cua Trudng Dai hpc Luat Ha Noi.

Dieu 41. Quan ly viec sir dung tai lieu luu tru'
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1. Phong Hanh chinh - Tong hop xay dung Noi quy tai phong doc Lim trn.

2. Vien chuc duoc phan cong thuc hien nhiem vu lim tru- su dung cac cong 

cu quan ly phuc vu doc gia su dung tai lieu tai Phong doc: So nhap tai lieu; So 

xuat tai lieu; So dang ky muc luc ho so; So dang ky doc gia; Phieu khai thac, su 

dung ho so, tai lieu; So giao nhan ho so, tai lieu.

ChuongIV

DIEU KHOAN THI HANH

Bieu 42. Khen thuong va ky luat

1. Bon vi, ca nhan co thanh trich trong cong tac van thu, luu tru dupe khen 

thuong theo quy dinh cua phap luat.

2. Bon vi, ca nhan nao vi pham cac Quy dinh tai Quy che nay va cac quy
> r

dinh khac cua phap luat ve cong tac van thu, luu tru thi tuy theo tinh chat, muc 

do vi pham ma bi xu ly ky luat hoac truy cuu trach nhiem theo quy dinh cua 

phap luat.

Bieu 43. Trach nhiem thi hanh

1. Thu trubng cac don vj thuoc Truong chm trach nhiem pho bien, quan 

triet Quy che nay tbi toan the vien chuc, ngubi lao dong cua don vi minh.

2. Phong Hanh chinh - Tong hop chu tri, phbi hop vbi cac don vi thuoc
or o r o

Trubngco trach nhiem pho bien, theo doi, kiem tra, don doc, tong hop tinh hinh
r •y rn r AAA?thuc hien Quy che bao cao Hieu trubng; kip thbi bao cao nhung bat cap de sua

? ? r

doi, bo sung Quy che cho phu hop.
r t

3. Trung tarn Cong nghe thong tin chu tri, phbi hop vbi Phong Hanh chinh 

- Tong hop va cac don vi thuoc Trubng theo dbi, tong hop cac vubng mac trong 

qua trinh thuc hien Quy che cong tac van thu, luu tru vbi He thong van ban va 

dieu hanh de kip thbi kien nghi sua dbi, bb sung Quy che va hoan thien He 

thong van ban va dieu hanh.

4. Phong Quan tri cb trach nhiem bao dam co so vat chat va trang thiet bi 
cho Kho luu tru cua Trubng.

5. Phong Tai chinh - Ke toan cb trach nhiem dam bao kinh phi cho cong tac
X 9 Xluu tru hang nam cua Trubng.

r r y *

6. Trong qua trinh thuc hien, xuat hien khb khan, vubng mac, de nghi cac 

don vi gui y kien phan anh bang van ban ve Phong Hanh chinh - Tong hop de 

tong hop, trinh Hieu trubng xem xet, quyet dinh./.



Phu luc I
SO DO BO TRI CAC THANH PHAn THE THlTC 

VAN BAN HANH CHINH VA BAN SAO VAN BAN
(Kem theo Quyet dinh so /QD-DHLHN ngdy / /2021

ciia Truang Dai hoc Luck Ha Noi)

Phan thu- nhat
SO DO BO trt cAc thAnh PHAn THE THtTC vAn bAn hAnh chInh 

1. Sff dd

20-25 mm 1411

2 1

43

5b 5a

9a10a

10b

£30-35 mm £
♦46 o

r i

7a
9b

ie[
13

7b

20-25 mm
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A >\ r2. Vi tri tr'inh bay cdc thdnh phdn the thuc

/y r

O SO Thanh phan the thiic van ban
Quoc hieu va Tieu ngu

r

Ten ca quan chu quan true tiep va ten ca quan ban 
hanh van ban

r

So, ky hieu cua van ban
Dia danh va thai gian ban hanh van ban
Ten loai va trich yeu noi dung van ban
Trich yeu noi dung cong van
Noi dung van ban
Chuc vu, hq ten va chu ky cua ngudi co tham quyen

r r ?

Dau, Chu ky so cua ca quan, to chuc
Nai nhan
Dau chi do mat
Dau chi muc do khan
Chi dan ve pham vi luu hanh
Ky hieu ngudi soan thao van ban va so lugng ban 
phat hanh
Dia chi ca quan, to chuc; thu dien tu; trang thong tin 
dien tu; so dien thoai; so Fax.

r 9

Chu ky so cua ca quan, to chuc cho ban sao van ban 
sang dinh dang dien tu

1
2

3
4
5a
5b
6

7a, 7b, 7c
8

9a, 9b
10a
10b
11
12

,
13

14
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Phan thir hai
SO DO BO TRICAC THANH PHAN THE THI C BAN SAO

DEVH DANG GIAY

1. Sff dd
A

20 - 25 mm

1 r

PHAN CUOI GUNG CUA VAN BAN DUVC SAO
_________________

i2

4330 - 35 tnm 15-20 mm
► <

5a7

6
5c

5b

20 - 25 mm

' r

r -\ X X r2. Vi tri trinh bay cdc thdnh phdn the thuc

6 SO : Thanh phan the thuc ban sao
: Hinh thuc sao: “SAO Y”, “SAO LUC” hoac “TRICK 

SAO”
: Ten ca quan, to chuc sao van ban

r

: So, ky hieu ban sao
: Dia danh va ngay, thang, nam sao
: Chuc vu, ho ten va chu1 ky cua ngubi co tham quyen

r ■>: Dau cua co quan, to chuc 

: Nod nhan

1

2
3
4

5a, 5b, 5c
6
7
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Phu luc II
MAU CHtT VA CHI TIET TRINH BAY THE THtTC VAN BAN HANH CHINH

(Kem theo Quyet tfinh so /QD-DHLHN ngay thdng ndm 2021 cua Truong Dai hoc Ludt Hd Noi)

Vi du minh hoa
Thanh phan the thiic va chi tiet 

trinh bay
Kieu chfrCo churLoai chu1STT

Phong chii' Times New Roman Co chir

Quoc hieu va Tieu ngu1
- Quoc hieu CpNG HOA XA HOI CHU NGHIA VIET NAMIn hoa 12-13 Bung, dam 12

Bung, damIn thubng 13-14 Doc lap - Ty do - Hanh phiic- Tieu ngu 13
dudng he ngang, net lien co do 

ddi hang do ddi ddng chic- Bong ke ben duoi

Ten co quan, to chuc ban hanh van ban2
i r

- Ten co quan, to chuc chu quan true tiep BO Tl/ PHAPIn hoa 12-13 Bung 12

- Ten co quan, to chuc ban hanh van ban TRl/PNG DAI HOC LUAT HA NOIIn hoa 12-13 Bung, dam 12

dudng ke ngang, net lien co do 
ddi bang do ddi tic 1/3 den 1/2 

do ddi dong chic
- Bong ke ben duoi

S6: 15/QB-BHLHN; S6: 05/BHLHN-HCTH;So, ky hieu cua van ban In thubng 13 Bung3 13

XC& chic trong cung mot van ban tang, gidm phdi thong nhdt, vi du: Quoc hieu co chic 13, Tieu ngu co chu 14, dia danh va ngay, thdng, ndm van 
ban co chic 14 hodc Quoc hieu co chic 12, Tieu ngu co chic 13, dia danh vd ngay, thdng, ndm van ban co chit 13.

2^-
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Vi du minh hoa
Thanh phan the thurc va chi tiet 

trinh bay
i Kieu chfrCff chirLoai chirSTT

Co' chirPhong chir Times New Roman

Ha Ndi, ngay 18 thdng 02 ndm 2021 
Dak Ldk, ngay 18 thdng 3 ndm 2021

13NghiengDia danh va thdi gian ban hanh van ban In thirong 13-144

Ten loai va trlch yen noi dung van ban5
Vi tri ten loai van ban ddt canh 
gma theo chieu ngang van banBoi voi van ban co ten loaia

BAO CAO 1413-14 Bung, damIn hoa-Ten loai van ban
Ve ban hanh man van ban hanh chinh- Trich yeu noi dung 14Inthuong 13-14 Bung, dam

duang ke ngang, net lien co do ddi 
bang do ddi tit 1/3 den 1/2 do ddi 

dong chit vd can ddi so voi dong chu.
- Bong ke ben duoi

Boi voi cong vanb

Trich yeu noi dung V/v phat dong phong trao thi dua nam 2021 12In thuong 12-13 Bung
Trong cong tac chi dao ... 14In thuong 13-14 BungNoi dung van ban6

A A ^ ^

Gom phan, chuong, muc, tieu muc, dieu, 
khoan, diema

- Ttr “Phan”, “Chuong” va so thu tu cua 
phan, chuong Phan 1 Chircrng I 14Bung, damIn thuong 13-14

- Tieu de cua phan, chuong QUY PINH CHUNGQUY DINH CHUNG 14Bung, damIn hoa 13-14
- Tir “Muc” va so thu tu 14Muc 1In thuong Bung, dam13-14

QUAN LY VAN BAN- Tieu de cua muc 14In hoa Bung, dam13-14
Tieu muc 1- Tu “Tieu miic” va so thu tu 14Bung, damIn thuong 13-14

QUAN LY VAN BAN PI- Tieu de cua tieu muc 14Bung, damIn hoa 13-14
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Vi du minh hoa
Thanh phan the thirc va chi tiet 

trinh bay
i Kieu chu’Loai chir Co1 chirSTT

Phong chu Times New Roman Co1 chu

Dieu 1. Ban sao van ban- Dieu In thuang Dung, dam13 - 14 14
1. Cac hinh thiic ...- Khoan In thudng 13-14 Dung 14
a) Boi vai....- Diem In thudng 13-14 Dung 14

Gom phan, muc, khoan. diemb
Phan 1- Tu “Phan” va so thu tu Dung, damIn thudng 13-14 14

TINH HtNH THlTC HIEN NHIEM YU ...rr-> • /\ Jl X 7 1 ^- lieu ae cua phan__________
- So thu tu va tieu de cua muc

In hoa Dung, dam13-14 14
Dung, dam 1. NHUlVG KET QUA...In hoa 13-14 14

- Khoan:
Dung, dam 1. Pham vi va doi tuung ap dungTruong hop co tieu de In thuang 13-14 14

1. Quyet dinh nay co hieu lire thi hanh ke tu ngay...Truong hop khong co tieu de In thudng 13-14 Dung 14
a) Boi vai....- Diem In thuang 13-14 Dung 14

Chuc vu, ho ten cua ngudi co tham quyen7

TM. HOI DONG TRU OONG KT. IU1T rRi ONt;- Quyen han cua ngudi ky In hoa Dung, dam13 - 14 14

CHU TICK PHO HEEU TRUONG
------------------------------ ■______________________________

In hoa Dung, dam- Chuc vu cua ngudi ky 13-14 14
Tran Van BNguyen Van AIn thudng 13 - 14 Dung, dam- Ho ten cua ngudi ky 14

8 (Noi nhan
Tu “Kinh gui” va ten co quan, to chuc, ca 
nhan nhan van ban

In thudng 13 -14 Dung 14a

Kinh gui: Vu To chuc can bo- Gui mot noi 14
Kinh gui:
- Vu Hop tac quoc te;
- Vu To chuc can bo;

- Vu Ke hoach - Tai chinh.

- Gui nhieu noi 14
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Vi du minh hoa
Thanh phan the thur va chi tiet 

trinh bay
i Kieu chu-Loai chu1 Co’ chu-STT

Cff chirPhong chir Times New Roman

Tir “Nai nhan” va ten ca quan, to chuc, 
ca nhan nhan van banB

Nghieng,
dam

Noi nhan: (doi vdi cong van) 12In thudng 12 Nffi nhan:- Tir “Nai nhan”

- Van phong Bo,...;
- Lmi: VT, HCTH.

- Nhir tren;
- Lmi: VT, HCTH.- Ten ca quan, to chuc, ca nhan nhan van ban 11In thuang Bung11

Phu luc van ban9

- Tu “Phu luc” va so thu tu cua phu luc 14Phu luc IBung, damIn thuang 14

BANG CHtT Vl£T TAT- Tieu de cua phu luc 14Bung, damIn hoa 13-14

HOA
TOC

THlTONG
KHAN

Bau chi muc do khan 13Bung, damIn hoa 13 - 1410 KHAN

Ky hieu nguai scan thao van ban va so 
luong ban phat hanh

11In thuang 11 Bung KL.(30)11

So: 87, Nguyen Chi' Thanh, Dong Da, TP. Ha Npi 
DT: 024.38352630, Fax: 024. 38343226 
E-Mail

Bia chi ca quan, to chuc; thu dien tu; 
trang thong tin dien hi; so dien thoai; so Fax

11In thuang 11-12 Bung12
, Website:http/www.hlu.edu.vn

Chi dan ve pham vi luu hanh 13Bung, damIn hoa 13-1413 luTj hanh noi bOXEMXONGTRALAI

2,1, 13 (trinh bay a giua le tren)So trang 14In thuang 13-14 Bung14

http://www.hlu.edu.vn
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Phu luc III
CHtT VIET TAT TEN LOAI VAN BAN HANH CHINH, BAN SAO VAN 

BAN VA TEN VIET TAT CUA DON VI CHU TRi SOAN THAO
vAn b An hAnh CHINH

(Kem theo Quyet dinh so /QD-DHLHN ngdy / /2021 cua
Truong Dai hoc Ludt Hd N6i)

i. chlt viet tAt ten loai vAn bAn hAnh CHINH vA bAn 

SAO vAn bAn

Chir viet tatTen loai van ban hanh chinh, ban saoSTT
Van ban hanh chinhA
Nghi quyet (ca biet) NQ1.
Quyet dinh (ca biet) QD2.

CTChi thi3.

Quy che QC4.
QyBQuy dinh5.

TCThong cao6.
TBThong bao7.

Huong dan HD8.
CTrChuong trinh9.

10. Ke hoach KH
PAPhuong an11.

12. De an DA
DADu an13.
BCBao cao14.
BB15. Bien ban
TTr16. To trinh

Hop dong HD17.
BGN18. Ban ghi nho
BTT19. Banthoathuan

• r XGiay uy quyen GUQ20.
• r A •Giay mbi GM21.
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Chu’ viet tatTen loai van ban hanh chinh, ban saoSTT
r • • • /VGiay giai thieu GGT22.

Giay nghi phep GNP23.

24. Phieu trinh PT

Phieu gui PG25.
r t

Phieu chuyen PC26.
PBPhieu bao27

Ban sao van banB
SYBan sao y1.

TrSBan trich sao2.
SLBan sao luc3.

II. TEN VIET TAT CUA DON VI CHU TRI SO AN THAO VAN 

BAN HANH CHINH

Truong Dai hoc Luat Ha Noi BHLHN1.
Khoa Ly luan chinh tri LLCT2.
Khoa Phap luat hanh chinh - nha nuoc HCNN3.
Khoa Phap luat hinh sir PLHS4.
Khoa Phap luat dan sir PLDS5.
Khoa Phap luat kinh te PLKT6.
Khoa Phap luat quoc te PLQT7.
Khoa Phap luat thuong mai quoc te PLTMQT8.
Bo mon Ngoai ngu BMNN9.
Bo mon Giao due the chat BMGDTC10.
Vien Luat So sanh VLSS11.
Trung tam Cong nghe thong tin CNTT12.
Trung tam Tu van Phap luat13. TVPL
Trung tam Thong tin - Thu vien14. TTTV

> \ t rPhong Dam bao chat luong dao tao va khao thi DBCLDT&KT15.
Phong Quan ly khoa hoc va tri sir Tap chi16. QLKH&TSTC
Phong Thanh tra17. TTr
Phong Dao tao sau dai hoc18. DTSDH
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Phong Bao tao dai hoc BTBH19.
Phong Hanh chinh - Tong hop HCTH20.

r r

Phong Hop tac quoc te HTQT21.
Phong To chuc can bo TCCB22.
Phong Tai chinh - Ke toan TCKT23.

CTSVPhong Cong tac sinh vien24.
QTPhong Quan tri25.

Tram Y te YT26.
Phan hieuTrirang Bai hoc Luat Ha Noi tai tinh 
Bak Lak

---------------------------------------------------------------------------------- — - —- " J

Co sa 2 cua Truong Bai hoc Luat Ha Noi tai Bac 
Ninh

PH27.

CS228.



—
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Phu lucIV
MAU TRINH BAY VAN BAN HANH CHINK,

PHU LUC, DANH SACK VA BAN SAG VAN BAN CUA TRI ONG
(Kern theo Quyet dinh so /QD-DHLHN ngay / 02/2021 

cua Truang Dai hoc Ludt Ha. Noi)

1. Mau trinh bay van ban hanh chinh
r * r

Quyet dinh (ca biet) quy dinh true tiepMau 1.1

f • • * r * r r r * r A • rQuyet dinh quy dinh gian tiep, ap dung doi vai cac quyet dinh (ca 

biet) ban hanh hay phe duvet
Mau 1.2

Mau 1.3 Van ban co ten loai

Mau 1.4 Cong van

Mlu 1.5 Bien ban
r

Giay modMau 1.6

Giay gioi thieuMau 1.7
Giay nghi phepMau 1.8

2. Man trinh bay phu luc va danh sach ban hanh kem theo van ban hanh 

chinh

Phu luc ban hanh kem theo van ban hanh chinh giayMau 2.1
Mlu 2.2 Phu luc ban hanh kem theo van ban hanh chinh dien tu 

Danh sach ban hanh kem theo van ban hanh chinh giayMau 2.3
Mau 2.4 Danh sach ban hanh kem theo van ban hanh chinh dien tu

3. Man trinh bay ban sao van ban
• XBan sao sang dinh dang giayMlu 3.1

Mlu 3.2 Ban sao sang dinh dang dien tu
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Mau 1.1. Quyet dinh (ca biet) quy d|nh true tiep

CONG HOA XA HQ! CHU NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phuc

bOti/phAp
TRirONG DAI HOC LUAT HA NOl

ngay .... thdng .... ndm ..../QB-BHLHNSo:

QUYET DINH
2Ve vice

HIEU TRI/OnG TRUONG DAI HOC LUAT HA NOI • • • • •
r j' ^ ^ ^ 9 *

Can cu Quyet dinh so 405/CP ngay 10 thdng 11 ndm 1979 cua Hoi dong 

Chinh phu ve viec thdnh lap Truang Dai hoc Phdp ly Ha Noi (nay la Truang 

Dai hoc Luat Ha Noi);

Can cu................

Can cu................

Theo de nghi cua.

3

4

QUYET DINH:
5Dieu 1. 

Dieti ...
/.

HIEU TRirONG7
(Chu ky vd ddu/chu ky so cua ca quan)

Nffi nhdn:
- Nhir Dieu....;

6’- Lu'u: VT, ... .

Ho va ten

‘Dia danh, vi du: Ha Noi.
2 Trich ydu noi dung Quyet djnh.
3 Cac can cu de ban h^nh van ban bao gomquy dinh tham quySn, chuc nang, nhiem vu cua co quan, t6 chuc ban 
hanh van ban va cac van ban quy djnh noi dung, co so de ban hanh van ban. Can cu ban hanh van ban ducrc ghi 
ddy dii ten loai van ban, s6, ky hieu, co quan ban hanh, ngay thang nam ban hanh van ban va trich yeu noi dung 
van ban (rieng Luat, Phap lenh khong ghi so, ky hieu, co quan ban hanh).
“Trucmg don vi de nghi ban hanh Quyet djnh.
5Noi dung quyet dinh.
6 Chu- viet tat ten don vi scan thao va so lupng ban luu (neu can).
7 N6u NSu Ph6 Hieu truong ky thay thi ghi la: KT. HIEU TRU'O'NG

PHO HIEU TRUCfNG
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Mau 1.2. Quyet dinh (ca biet) quy djnh gian tiep

bOtuphAp
TRl/ONG DAI HOC LUAT HA NOI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc

8 ' '....... , ngay .... thdng .... ndm ....S6: /QB-BHLHN
a____

QUYET DINH
9Ban hanh (Phe duyet)

HIEU TRlTdNG TRl/ONG DAI HOC LUAT HA NQl
r r r \ r v-'Can cu Quyet dinh so 405/CP ngdy 10 thdng 11 ndm 1979 cua Hoi dong 

Chinh phu ve viec thdnh lap Truang Dai hoc Phdp ly Hd Noi (nay la Truong 

Dai hoc Ludt Hd Noi);

Can cu................

Can cu................

Theo de nghi cua.

w

n

QUYET DINH:

Quyet dinh nay(Phe duyet)Dieu 1. kem theohanhBan
12

Dieu 2. Quyet dinh nay co hieu luc ke tu ngay ky.

Dieu 3. Truong phong Hanh chinh - Tong hop, 
nhiem thi hanh Quyet dinh nay./.
Nai nhan:
- Nhu Dieu

-Luu: VI,

13 chiu trach

HIEU TRU ONG15
V 1 r r v(Chu ky vd ddu/chit ky so cua ca quan)

Ho va ten

* Mau nay ap dung doi vdi cac quyet djnh (ca biet) ban hanh hay phe duyet mot van ban khac 
8Bia danh, vi du: Ha Noi.
9 Tn'ch yeu noi dung quyet dinh.
10 Cac can cu de ban hanh van ban bao gomquy dinh tham quyen, chuc nang, nhiem vu cua co quan, to chuc ban 
hanh van ban va cac v5n ban quy dinh noi dung, co so de ban hanh vSn ban. C5n cii ban hanh van ban duoc ghi 
diy du ten loai van ban, s6, ky hieu, co quan ban hanh, ngay thang nam ban hanh van ban va tn'ch yeu noi dung 
van ban (rieng Luat, Phap lenh khong ghi so, ky hieu, co quan ban hanh).
11 Truong don vj de nghj ban hanh Quyet dinh.
12 Trich yeu noi dung Quyet dinh.
l3Trucmg don vi de nghi, Truong cac don vi khac chju trach nhiem thi hanh Quyet dinh.
14 Chu vmt tat ten don vj soan thao va so luong ban luu (n4u cdn).
15 Nlu Ndu Pho Hieu trubng ky thay thi ghi la: KT. HIEU TRUCfNG

PHO HIEU TRUONG
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Mau van ban (fluffc ban hanh, phe duyet kem theo quyet dinh) floi voi van ban giay1 ’

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tur do - Hanh phiic

BO TO PHAP
TRirONG DAI HOC LUAT HA N0I

TEN LOAI VAN BAN16
17

(Kem theo Quyet dinh so ..../QD-DHLHN
? y y 18ngay ... thdng ... ndm ... cua Truang Dai hoc Luat Ha Noi)

Chiro’ng I
QUY DINH CHUNG

Dieu 1 

Dieu ..

Chuong ...

Dieu

Chuong • • •

Dieu
/.

(*) Mau nay ap dung vdi van bin co b6 cue gom chuong, muc, dieu, khoan, di6m.
16 Ten loai van ban nhu: CHLTONG TRiNH, BE An, QUY DINH....Rieng d6i vbi van ban la KE HOACH
thi khong chia chuong, dieu.
17 Trich yeu noi dung cua van ban.
I8S6, ky hieu, thbi gian ban hanh cua Quy4t djnh.
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Mau van ban (diro’c ban hanh, phe duyet kem theo quyet djnh) doi v6*i van ban dien tu- (*)

CONG HOA XA HOI CHU NGfflA VIET NAM • • •
Doc lap - Ty do - Hanh phuc

bOtltphAp
TRLTONG DAI HOC LUAT HA NOI

/...21...-dhlhn thdng....ndmSo: ....... - ngay

TEN LOAI VAN BAN
19

(Kem theo Quyet dinh so ..../QD-BHLHN
i y * y ^ • 20. thdng ... ndm ... ciia Truang Dai hoc Ludt Hd Noi)ngdy ..

Chiro’ng I
QUY DINH CHUNG

Dieu 1 

Dieu ..
Chiro’ng ...

Dieu

Chu’ong ...

Dieu
/.

19 Trich yeu noi dung cua van ban.
20B6i voi van ban dien tu, khong phai dien thong tin tai cac vi tri nay.
21 Chu1 viet tat ten loai van ban, vi du: BC, TTr, BB, TC, HD.....
22 Dia danh, vi du: Ha Noi hoac Thanh pho Ho Chi Mink
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Mau 1.3 - Van ban co ten loai

So : ...23........ ; ngay/thcing/nam ; gia :phut :giay24

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc

boti/phAp
TRl/ONG DAI HOC LUAT HA NOI

TEN LOAI VAN BAN 25
26

27

HI|U TRl/ONG29
(Chit ky va ddu/chu ky so cua co quan)

Noi nhan:

28- Luu: VT,

Ho va ten

(*) Mau nay dp dung vdi van ban dien tu kem theo khong cung tep tin vai noi dung Quyet dinh ban hanh hay 
phe duyet.
23 So va ky hieu Quyet dinh ban hdnh hay phe duyet.
24 Thai gian ky so cua co quan, to chuc (ngay thang nam; gib phut giay; mui gib Viet Nam theo tieu chuan ISO 
8601).
25Ten loai van ban.
Mau nay ap dung chung doi vai cac hinh thirc van ban hanh chinh co ghi ten loai gom: chi (hi, quy chi, quy 
dinh, (hong cdo, (hong bdo, hu&ng han, chuffng (rinh, he hoqch, phuffng an, de an, dir an, hdo cdo, (& (rinh, 
giay iiy quyen, phieu gui, phieu chuyen, phieu hdo.
26Trich yeu n6i dung van ban.
27Noi dung van ban

Chu viet tat ten don vi soan thao va so luang ban luu (neu can).
29 Ndu Neu Pho Hieu truang ky thay thi ghi la: KT. HIEU TRUO’NG

PHO HIEU TRUONG
Neu Truong don vi co tham quyen ky thua lenh thl ghi la: TL. HIEU TRl/ClNG

TRTTdNG PHONG ...
Neu Ph6 truang dan vi ky thay Truong don vi c6 tham quyen ky thua lenh thl ghi Id: TL. HIEU TRU’O'NG

KT. TRUONG PHONG ... 
PHO TRUONG PHONG

28
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Mau 1.4 - Cong van

bO tu- phAp
TRUING DAI HOC LUAT HA NOI

S6: /DHLHN-...30...

CONG HOA XA HOI CHU NGHIA VIET NAM 
Boc lap - Tu' do - Hanh phuc

32 thdng ndm........ ngay
31V/v

Kmh giii:
33

34

/.

HIEU TRl/OlyG36
(Chu ky vd ddit/chu ky so cua co quan)

Nai nhdn: 
- Nlnr tren;

- Lira: VT, ...35.

Ho va ten

Trufimg Dai hpc Luat Ha N0i 87, Nguyen Chi Thanh, Dong Da, TP. Ha Npi; http:www.hlu.edu.vn; 024.38352630 (37)

30Chu' viet tat ten don vj soan thao cong van.
31Trich yeu noi dung cong van.
32Bia danh, vi du: Ha Noi.
33 Liet ke cac don vj can gui cong van (trudng hop chi co 01 don vj thi viet ten don vi cung dong voi tu kinh 
gui).
34Noi dung cong van.
35 CM vi6t tat ten don vi soan thao va so luong ban luu (neu can).
36 Neu Neu Pho Hieu trudng ky thay thi ghi la: KT. HIEU TRU’ONG

PHO HIEU TRUONG
Neu Trudng don vi cd tham quy8n ky thira lenh thi ghi la: TL.HIEU TRUONG

TRUONG PHONG ...
Neu Pho trudng don vi ky thay Trudng don vi cd tham quyen ky thua lenh thi ghi la: TL. HIEU TRUONG

KT. TRUONG PHONG ... 
PHO TRUONG PHONG

37Vi4t ten, dia chi co quan; thu dien tu; trang thdng tin dien tu; sd dien thoai ndu cdn.

http://www.hlu.edu.vn
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Mau 1.5 - Bien ban

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tit do - Hanh phuc

BQ Tl/ PHAP
TRlTONG DAI HOC LUAT HA N0I

S6: /BB-BHLHN-...38... 39........ , ngay thdng ndm

BIEN BAN
40

Thai gian bat dau:........................

Dia diem:.......................................

Thanh phan tham du:...................

Chu tri (chii toa):........................

Thu- ky (ngudi ghi bien ban):....

Noi dung (theo dien bien hop/hoi nghi/hoi thao):cuoc

r

Cuoc hop (hoi nghi, hoi thao) ket thuc vao... gib ngay... thang ...
nam.../.

CHU TOA
(Chu ky,ddu/chu ky so (neu co))

THl/ KY
(Chit ky) 41

Ho va tenHo va ten

Noi nhdn:

- Luu: VT, ..’.42..(HSCV).

38Chu' viet tat ten dan vi scan thao cong van.
39Bja danh, vf du: Ha Noi.
40 Ten cuoc hop, hoi nghi, hoi thao.
41Ghi choc vu chinh quyen (neu can).
42Ten viet tat don vi duqc giao ghi bien ban cuoc hop de luu HSCV.



Mau 1.6 - Giay moi 9

B0 Tl/ PHAP
TRUONG DAI HOC LUAT HA NOI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Hoc lap - Tu’ do - Hanh phuc

S6: /GM-DHLHN ,..43ngay .... thdng ndm ....

GIAY MOI

Trirang Dai hoc Luat Ha Noi tran trong kinh moi:

Tai du:
44

Thai gian: ...................

Dia diem: Hoi trirdng , Trudng Dai hoc Luat Ha Noi, nha

87 Nguyen Chi Thanh, Dong Da, Ha Noi

r s\ r • XRat hdn hanh cluo'c don tiep!

HIEU TRlTONG46
* r ^ X n*j r X(Chit ky vd ddu/chit ky so)

Noi nhdn:

- Luu: VT, ,.45

Ho va ten

43 Dia danh, vi du Hd Noi hoac Thanh pho Ho Chi Mink 
44Ten noi dung cuoc hop, hoi nghi
45 Chu' vi4t tat ten don vj soan thao va so luong ban luu (neu can).
46 Ndu N4u Pho Hieu trudng ky thay thi ghi la: KT. HIEU TRUONG

PHO HIEU TRUONG



Mau 1.7- Giay gioi thieu 10

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu' do - Hanh phuc

BO Tl/ PHAP
TRlTO'NG DAI HOC LUAT HA NQl

S6: /GGT-DHLHN 47 thdng.... ndmngay

GIAy GICH THIEU

Truang Dai hoc Luat Ha N6i tran trong gioi thieu:

48Ong (ba).......

Chuc vu:.....
r

Dugc cu den: 

Ve viec:........

49

50

De nghi Quy ca quan tao dieu kien de ong (ba) co ten a tren hoan thanh
nhiem vu.

• r •• r A yGiay nay co gia tri den het ngay 51

HIEU TRITOnG52
(Chu ky vd ddu/chu ky sd)

No i nhan:
- Nhu tren;
- Luu: VT.

Ho va ten

47Dja danh, vl du: Ha Noi.
Ho va ten, chuc vu va don vi cong tac cua ngudi dugc gioi thieu.

49Ten co quan, t6 chuc dugc gioi thieu toi lam viec.
50Ngi dung cong viec dugc cu den de lam viec.
51 Thoi gian het han ciia giay gioi thieu.
52 Neu Neu Pho Hieu trucmg ky thay thi ghi la: KT. HIEU TRUb’NG

PHO HIEU TRUONG
Neu trudng don vi co tham quyen ky thua lenh till ghi la: TL. HIEU TRUO'NG

TRUONG PHONG ...
Neu Pho trudng don vi ky thay Trudng don vi cd tham quyen ky thua lenh thi ghi la: TL. HIEU TRU'O'NG

KT. TRUONG PHONG ... 
PHO TRU ONG PHONG

4X



11Mau 1.8 - Giay nghi phep

B0 TU PHAP
TRl/ONG DAI HOC LUAT HA N0I

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tur do - Hanh phuc

S6: /GNP-DHLHN 53 thdng....ndm, ngay

GIAy NGHI PHEP

Xet Dan de nghi nghi phep ngay
r

, Trudng Dai hoc Luat Ha Nop cap cho:

54 cua ong
55(ba)

56Ong (ba):..........................................

Chuc vu:..........................................

Duac nghi phep trong thai 
den het ngay

So ngay nghi phep neu tren dugc tinh vao thdi gian

57

58 ke tir ngaygian
6059 tai

61 /

HIED TRUONG
(Chu ky vd ddu/chu ky sd)

64Noinhdn:
62

- Luu: VT, ...63...

Ho va ten

53 Bia danh, vi du Ha Noi.
54 Thdi gian cua dan xin nghi phep cua ngudi xin nghi.
55 Ho va ten cua ngudi xin nghi phep.
56Ho va ten cua ngudi xin nghi phep.
57 Chuc vu, dan vi cong tac cua ngudi xin nghi phep.
58 So ngay xin nghi phep (khong bao gdm ngay nghi le, nghi tet, ngay nghi hang tuan).
S9Ngay bat d4u va ngay ket thuc ky nghi phep.
60 Nai nghi phep.
61Thdi gian nghi phep theo Luat lao dong (nghi hang nam cd luang hoSc nghi khong hudng iuang hoac nghi viec 
rieng ma van hudng nguyen luang ...).
“Ngudi duac cap giay nghi phep.
63 Chtt viet tat cua don vi scan thao vd sd luang ban luu (n§u cin).
64Neu Phd Hieu trudng ky thay thi ghi la: KT. HIEU TRUONG

PHO HIEU TRUONG
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Mau 2.1 - Phu luc ban hanh kem theo van ban hanh chinh giay

Phu luc
66

68(Kem theo ...67 A ngay...... thdng...... ndm ....
cua Truong Dai hoc Ludt Hd Noi)

...so

69

/.

65S6 thii tir ciia phu luc (danh theo chtr so La MS).
66 Tieu de cua Phu luc (kieu chu in hoa, dung, dam). 
^Ten van ban, vl du: Quyet dinh, bao cao....

So va ky hieu cua vdn ban.
69 Noi dung ciia Phu luc.
68
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Mau 2.2 - Phu luc ban hanh kem theo van ban hanh chmh (lien tir (man nay ap dung doi voi van 
ban dien tir co phu luc khong ciing tep tin voi noi dung van ban)

So: ngay/thang/nam; gia: phut: giay 71

Phu luc ...72..• •_

(Kem theo ...74... so......75.....ngay........ thdng.
cua Truang Dai hoc Luqt Hd Noi)

73

nam ....

76

™S6 va ky hieu van ban.
7lThai gian ky s6 cua co quan, to chuc (ngay, thang, nam;gio,phut, giay;muigio Viet Nam theo tieu chuan ISO 
8601).
72S6 thu tu ciia phu luc (danh theo chu so La Ma).
73 Tieu de cua Phu luc (kieu chu' in hoa, dung, dam).
74Ten van ban, vi du: Quyet djnh, bdo cao....
75 So vd ky hieu cua van ban.
76 Noi dung cua Phu luc.

C2^
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Mau 2.3 - Danh sach ban hanh kem then van ban hanh chinh giay

BOTUPHAP
TRUING DAI HOC LUAT HA NOI

CQNG HOA XA HOI CHU NGHlA VIET NAM 
Doc lap - Tu’ do - Hanh phuc

DANH SACH
77

(Kem theo ...7S... so.....79......ngay
cua Truang Dai hoc Luat Ha Noi)

thdng ... ndm ...

80

77 Noi dung cua Danh sach (kidu chu' in thuang, dung, dam). 
78Ten van ban, vi du: Quyet djnh, Bao cao, Cong van ....
79 So va ky hieu cua van ban.

Noi dung cua Danh sach.80
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Mau 2.4 -Danh sach ban hanh kem then van ban hanh chinh dien tir

So: ngay/thang/nam; gia: phut: giay 82

BO Tl/ PHAp
TRlTONG DAI HOC LUAT HA N0I

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tit do - Hanh phuc

DANH SACH
83

8584 thdng ... ndm ...(Kem theo ... ngay
cua Truong Dai hoc Ludt Hd Noi)

... so.

86

8IS6 va ky hieu van ban.
“Thai gian ky s6 ciia ca quan, to chiic (ngay, thang, nam; gia, phut, giay; mui gia Viet Nam theo tieu chuin ISO 
8601).
83 Noi dung cua Danh sach (kieu chu in thuang, dting, dam).

Ten van ban, vl du: Quyet dmh, Bao cao, Cong van ....
85 So va ky hieu cua van ban.
86 Noi dung ciia Danh sach.

84
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MSu 3.1 - Ban sao sang dinh dang giay

TEN CQ, TC CHU QUAN
TEN CO QUAN, TO CHUC

C0NG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Tu’ do - Hanh phiic
So:.../ ,ngay... thdng... ndm...

TEN LOAI VAN BAN

/.

QUYEN HAN, CHUC VU CUA NGU0I KY
(Chu ky cua nguai co thdm quyin ddu cua ca quart, 

to chuc ban hdnh van ban)

Noinhan:

- Luii: VT,

Ho va ten

89TRUONG DAI HOC LUAT HA N0I
S6: ...87.../..S8...-DHLHN ..90..., ngdy... thdng... ndm ...

QUYEN HAN, CHlTC VU CUA NGUOtt KY91No i nhan:

(Chit'ky, ddu)- Luu: VT.

Ho va ten

87 So ban sao.
Ky hieu ban sao.
Hinh thiic sao:“SAO Y” ho&c “SAO LUC” hoac “TRICH SAO”.

90 Dia danh, vi du Ha Noi ho&c Thanh pho Ho Chi Minh.
91 Ghi quy&n ban, chuc vu ciia nguai ky ban sao.

88

89
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Mau 3.2 - Ban sao sang dinh dang dien tn

ngay/thang/nam; gia: phiit: giay9492 .
•••5

TEN CQ, TC CHU QUAn

TEN CO QUAN, TO CHlTC
CONG HOA XA HQI CHU NGfflA VIET NAM 

Doc lap - Tir do - Hanh phuc
S6: ...A ,ngay... thdng ... ndm ...

TEN LOAI VAN BAN

QUYEN HAN, CHlTC VU CUA NGl/OI KY
(Chu ky cua nguai co thdm quyen, ddu cua co quart, 

to chuc ban hdnh van ban)

No’i nhdn:

- Liru: VT,

Ho va ten

92Hinh thiic sao: “SAO Y” hoac “SAO LUC” hoac “TRICH SAO”.
93 7Ten co quan, to chuc thuc hien sao van ban.
94Thoi gian ky so cua co quan, to chuc thuc hien sao van ban.



1

Phu luc V
MAU TRINH BAY VAN BAN HANH CHINH VA PHU LUC, DANH 

SACK KEM THEO VAN BAN HANH CHINH NOI B0 CUA CAC DON 
VI THU0C TRlTONG DAI HOC LUAX hA N0I

(Kem theo Quyet dinh so /QD-DHLHN ngdy / ’/2021
cua Truong Dai hoc Ludt Hd Noi)

Mau 1.1 Van ban co ten loai
Man 1.2 Cong van

9 r t

Giay maiMin 1.3

Bao cao ket qua cong tac thang/quy/nam cua cac don vi thuoc HocMlu 1.4

Mau 1.5 Bien ban
r r %

Phieu trinh giai quyet cong viecMlu 1.6
Mlu 1.7 Phu luc ban hanh kem theo van ban hanh chinh
Mau 1.8 Danh sach ban hanh kem theo van ban hanh chinh



Mau 1.1 - Van ban co ten loai 2

TRUtiNG DAI HOC LUAT HA NOI CONG HOA XA HQ! CHU NGfflA VIET NAM
Doc lap - Tu1 do - Hanhphuci

3 4S6: ..2 ../ 5 thdng ndm........ ngay

TEN LOAI VAN BAN 6
7

8

/.

QUYEN HAN, CHUC VU CUA NGlTOI KY9Noi nhan:

(Chu ky)
- Luu: ...4.

Ho va ten

'Ten don vi ban hanh van ban (kieu chtt in hoa, dung, dam).
2So quan ly van ban ctia don vi phat hanh.
3 Chu viet tat ten loai van ban, vi du: BC, CT, KH ...
4 Chu viet tat ten don vi soan thao van ban.
5 Bia danh, vi du: Ha Noi.
6Ten loai van ban.
Mau nay ap dung chung doi vdi cac hinh thuc van ban hanh chinh co ghi ten loai gom: bdo cdo, chirmg trinh, 
ke hoach, phucrng an, thong bdo.
7Tnch yeu noi dung van ban.
8Noi dung van ban 
9 Neu Truong don vi ky thi ghi la:
TRlTONG PHONG/ TRUONG KHOA/ GlAM DOC TRUNG TAM/ GIAM DOC PHAN HIEU
Neu Ph6 Truong don vi ky thay thi ghi la:
KT. TRUONG PHONG KT. TRUONG KHOA KT. GIAM DOC TRUNG TAM KT. GIAM DOC PHAN HIEU 

PHO TRUONG PHONG PHO TRUONG KHOA PHO GIAM DOC TRUNG TAM PHO GlAM DOC PHAN HIEU



Mau 1.2 - Cong van 3

TRirdNG DAI HOC LUAT HA NOI CONG HOA XA HOI CHU NGHIA VIET 
NAM

Doc lap - Ty do - Hanh phiic
hi

iiS6: 13
IS thdng ndm14 ......., ngayV/v

Kinh gui:
16

17

/,

QUYEN HAN, CHlTC VU CUA NGUOI KY19Noi nhan: 
- Nhir tren;

- Lim:
(Chu ky )

Ho va ten

l0Ten don vi ban hanh cong van (kiSu chu1 in hoa, dung, dam).
“So quan ly van ban ciia don vi phat hanh. 
l2Chu' viet tat ten don vj ban hanh cong van.
13Chu' viet tat llhh vuc dupe giai quyet, vi du: ve ITnh vuc dao tao thi viet tat la: DT; ve ITnh vuc tong hop thi viet tat la: 
TH.
l4Trich yeu noi dung cong v3n.
15Dia danh, vl du: Ha Noi hoac Dak Lak.
16 Liet ke cac don vi can gui cong v3n (truong hop chi co 01 don vi thi viet ciing dong voi tu Kinh gui).
17Npi dung cong van.
18 Ten don vi soan thao van ban
19 NSu Truong don vi ky thi ghi la:
TRUONG PHONG/ TRUONG KHOA/ GIAM DOC TRUNG TAM/ GIAM DOC PHAN HIEU
NSu Pho Truong don vj ky thay thi ghi la:

KT. TRUONG PHONG KT. TRUCJNG KHOA KT. GLAM DOC TRUNG TAM 
PHO TRUONG PHONG PHO TRUONG KHOA PHO GIAM DOC TRUNG TAM

KT. GIAM DOC PHAN HIEU 
PHO GIAM DOC



Mau 1.3 - Giay moi 4

TRl/dNG DAI HOC LUAT HA NQI CQNG HOA XA HOl CHU NGHIA VIET NAM
Doc lap - Tir do - Hanh phiic20

23 > f....... , ngay .... thdngS6:....21.... /GM-...22.. ndm ...

GIAY MOfl
24

251 kmh mai:
26Tai du.....

Chu tri:....

Thai gian: 

Bia diem:.

27

28

29

30

QUYEN HAN, CHUG VU CUA NGl/Ol KY31Noi nhdn:

(Chu ky )3- Luu:........

Ho va ten

20 Ten dan vj ban hanh giay mai (kieu chu' in hoa, dung, dam).
2IS6 quan ly van ban cua don vi phat h&nh.
22Chu' viet tat ten don vi ban hanh giay mbi. 
n Dia danh, vi du: Ha Noi hoac Dak Lak.
24Trich yen noi dung cuqc hop.
25 Ten co quan, t6 chuc hoac hp va ten, chuc vu, don vi cong tac cua ngubi dupe mbi.
26 Ten (noi dung) cua cube hop, hoi thao, hoi nghi, v.v...
27 Ten ngubi chu tri cube hop.
28 Thai gian tb chuc cube hop.
29 Dia diem tb chuc cube hop.
30Ccic van de can luu y.
31Neu Truong don vi ky thi ghi la:
TRUONG PHONG/ TRLfONG KHOA/ GIAM DOC TRUNG TAM/ GIAM DOC PHAN HIEU
Neu Phb Truong don vj ky thay thi ghi la:
KT. TRUONG PHONG KT. TRUONG KHOA KT. GIAM D6c TRUNG TAM KT. GIAM DOC PHAN HIEU
PHO TRUONG PHONG PH6 TRUONG KHOA PHO GIAM b6c TRUNG TAM PHO giAm DOC



Mau 1.4. Bao cao ket qua cong tac thang/quy/nam cua cac dtm v| thuoc Trirffug

TRlTClNG DAI HOC LUAT HA N0I CONG HOA XA H0I CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phiicn

S6 : ...33.../BC- 34 35 , ngay ... .thdng ... ndm

BAO CAO
Ket qua cong tac thang/quy/nam..........

va phuong huo'ng nhiem vu cong tac thang/quy/nam

r

I. Ket qua cong tac thang/quy/nam.............
1. Ket qua cong tac theo Ke hoach (Theo Ke hoach ndm cua Tnc&ng

Dai hoc Ludt Hd Noi vd theo Ke hoach ndm cua dffn vi da dmrc Ldnh dao • ••• • •• •
Truong Dai hoc Luat Hd Noi phe duyet)

2. Ket qua time hien nhiem vu theo Ket luan ciia Hieu truong

3. Ket qua cong tac khac (Phat sinh trong thang/quy ngoai Muc 1, 2)
4. Danh gia chung
4.1. lfu diem

4.2. Han che, kho khan, vuong mac

4.3. Cac cong viec chua hodn thdnh theo Ke hoach cong tdc/theo ket luan 

cua Hieu truong

II. Du* kien nhiem vu cong tac trong tarn thang/quy/nam......

III. De xuat kien nghj

36 tran trong bao cao Hieu truang xem xet, chi dao./.
QUYEN HAN, CHlTC VU CUA NGUOI KY37

(Chu ky)
Noinhdn:
- Hieu truong (de bao cao);
- Pho Hieu truong phu trach(de bao cao);
- Phong HCTH (de tong hop);
- Luu: VT. Ho va ten

32 Ten don vi ban hanh bao cao (kieu chu in hoa, dung, dam).
33S6 quan ly cua don vj phat hanh van ban.
34 Chu viet tat ten don vi bao cao.
35 Bja danh, vi du: Ha Noi hoac Dak Lak.
36 Ten don vi bao cao.
37NSu Truong don vj ky thi ghi la:
TRUONG PHONG/ TRUONG KHOA/ GIAM BOG TRUNG TAM/ GlAM DOC PHAN HIEU
N4u Pho Truong don vi ky thay thi ghi la:

KT. TRUONG PHONG KT. TRUONG KHOA KT. GIAM DOC TRUNG TAM 
PHO TRUONG PHONG PHO TRl/ONG KHOA PHO GIAM DOC TRUNG TAM

KT. GIAM DOC PHAN HIEU 
PHO GIAM DOC
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Mau 1.5 - Bien ban

TRUtiNG DAI HOC LUAT HA NQI CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu- do - Hanhphuc3ft

39..../bb-...40 41 thdng ... ndm ..., ngdySo:

BIEN BAN
42

Thai gian bat dau:....

Dia diem:...................

Thanh phan tham dy:

Chu tri (chu to a):....................................................................................
Thir ky (nguai ghi bien ban):...............................................................

Noi dung (theo dien bien cube hop/hoi nghi/hoi thao):

Ket luan cube hop:
Cube hop (hbi nghi, hoi thao) ket thuc vao ... gib ...., ngay .... thang ....

nam..../.

CHU TOA
(Chu ky)

THU KY
(Chu ky)

Ho va tenHo va ten

Noi nhdn:

- Luu: Ho so.

38Ten don vi ban hanh bien ban (kieu chu in hoa, dung, dam). 
39S6 quan ly van ban cua don vi phdt hanh.
40 Ten viet tat cua don vj ban hanh van ban.
41 Dia danh, vi du: Ha Noi hoac Dak Lak.
42 Ten cuoc hop, hoi nghi, hoi th&o.
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Mau 1.6 - Phieu trinh giai quyet cong viec

TRU'CJNG DAI HOC LUAT HA NQI CONG HOA XA HOl CHU NGHIA VIET NAM
Doc lap - Tu’ do - Hanh phuc43

46..... ngay ... thdng ... ndm ...S6:....44..../PT-...45

PHIEU TRINH GIAI QUYET CONG VIEC
47V/v

48Kinh gui:
1. PHAN GHI DANH CHO DON VI TRINH

TOM TAT NOI DUNG CONG VIEC:
49

Y KIEN DE XU AT
50

CAN BO THlTC HIEN LANH DAO DON VI2. HO SO KEM THEO:51

(Ho va ten)(Ho va ten)
513. Y KIEN CUA

.thdng.... .ndm ...
KY TEN

Ngdy

3. Y KIEN CUA HIEU TRUONG53

.thdng.....ndm ...
KY TEN

Ngdy

43 Ten dan vj ban hanh phieu trinh.
44S6 quan ly van ban cua dan vi phat hanh.
45 Ten vi4t tat cua don vj ban hanh van ban.
46 Bia danh, vi du Hd Npi hoac Thanh pho Ho Chi Minh
47 Noi dung trinh.
48Ho va ten, chirc vu, dan vi cong tac ciia nguai co tham quyen giai quyet.
49Neu tom tat noi dung cong viec can trinh.
50Neu y kien va de xuSt y kien giai quylt.
5lLiet ke cac van ban lam ro npi dung trinh va dir thao cac van ban di kern.
52 Neu xin y kien cua Pho Hieu Truong thi ghi la: PHO HIEU TRUO'NG ...
Nlu xin y kidn cua cua Truong don vj co lien quan thi ghi la: TRUO'NG PHONG ....
53 Neu xin y kien ciia Pho hieu trubng thi ghi la: PHO HIEU TRUCING ...
Neu xin y kien ciia cua Trubng don vj co lien quan thi ghi la: TRUONG PHONG ....
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Mau 1.7 - Phu luc ban hanh kem then van ban hanh chinh

Phu luc ...54..
55

r 1 58... thdng.......ndm.........cua ...5756(Kem theo Van ban so. ■)ngdy...

59

54S6 thii tu cua phu luc (danh theo chu so La Ma).
55 lieu de cua Phu luc (kieu chu' in hoa, dung, dam).
56 So va ky hieu cua van b&n.
57 Thoi gian ban hanh van ban.
58 Ten don vj ban h&nh van ban.
59 Noi dung cua Phu luc.
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1.8 - Danh sach ban hanh kem theo van ban hanh climb

TRUCJNG DAI HOC LUAT HA NQI CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ttr do - Hanh phuc60

DANH SACH
61

64(Kem theo ...62... so.....63......ngay ■)thdng ... ndm ... cua

65

60 Ten don vi ban hanh danh sach (kilu chu in hoa, dung, dam).
61 Noi dung cua Danh sach (ki6u chu in thuong, dung, dam). 
62Ten vdn ban, vi du: Cong van, ....
63 S6 va ky hi^u cua vdn ban.
64Ten don vj ban hanh v&n ban.
65 Noi dung cua Danh sach.
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Phu luc VI
VIET HOA TRONG VAN BAN HANH CHINH

(Kem theo Quyet dinh so /QD-DHLHN ngdy / / 2021
cua Truong Dai hoc Ludt Hd Noi)

I. VIET HOA VI PHfiP BAT CAU
r \ r r r r

Viet hoa chu cai dau am tiet thu nhat cua mot cau hoan chinh: Sau dau cham 

cau (.); sau dau cham hoi (?); sau dau chain than (!) va khi xuong dong.

II. VIET HOA DANH TlT RIENG CHI TEN NGlTCH

1. Ten ngudi Viet Nam
r \ r r

a) Ten thong thudng: Viet hoa chu cai dau tat ca cac am tiet cua danh tu 

rieng chi ten nguoi. Vi du: Nguyen Ai Quoc, Tran Phu,...

b) Ten hieu, ten goi nhan vat lich su: Viet hoa chu cai dau tat ca cac am tiet. 
Vi du: Vua Hung, Ba Trieu, 6ng Giong, Bac Ho, Cu Ho,...

2. Ten ngudi nude ngoai dugc phien am chuyen sang tieng Viet

a) Trudng hop phien am sang am Han - Viet: Viet theo quy tac viet ten 

ngudi Viet Nam. Vi du: Kim Nhat Thanh, Mao Trach Dong, Thanh Cat Tu Han,...

b) Trudng hop phien am khong sang am Han - Viet (phien am true tiep sat 
each doc ciia nguyen ngu): Viet hoa chu cai dau am tiet thu nhat trong moi 
thanh phan. Vi du: Vla-di-mia I-lich Le-nin, Phri-drich Ang-ghen,...

III. VIET HOA TEN DIA LY

1. Ten dia ly Viet Nam

a) Ten don vi hanh chinh dugc cau tao giua danh tu chung (tinh, thanh pho 

true thuoc Trung uong; huyen, quan, thi xa, thanh pho thuoc tinh, thanh pho 

thuoc thanh pho true thuoc Trung uong; xa, phudng, thi tran) vdi ten rieng ciia 

don vi hanh chinh do: Viet hoa chu cai dau cua cac am tiet tao thanh ten rieng va 

khong dung gach ndi. Vi du: thanh pho Thai Nguyen, tinh Nam Dinh,...

b) Trudng hop ten don vi hanh chinh dugc cau tao giua danh tu chung ket 
hgp vdi chu so, ten ngudi, ten su kien lich sir: Viet hoa ca danh tu chung chi don 

vi hanh chinh do. Vi du: Quan 1, Phudng Dien Bien Phu,...

c) Trudng hgp viet hoa dac biet: Thu do Ha Noi, Thanh pho Ho Chi Minh.
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r 1*1/ • 'd) Ten dia ly dugc can tao giua danh tir chung chi dia hinh (song, nui, ho, 
bien, cua, ben, can, vung, lach, vam,...) vdi danh tu- rieng (co mot am tiet) tro 

thanh ten rieng cua dia danh do: Viet hoa tat ca cac chu cai tao nen dia danh. Vi 
du: Cua L6, Vung Tau, Lach Truong, Vam Co, Cau Giay,...

Truong hop danh tir chung chi dia hinh di lien vdi danh tir rieng: Khong viet 
hoa danh tir chung ma chi viet hoa danh tir rieng. Vi du: bien Cua L6, cho Ben 

Thanh, song Vam Co, vinh Ha Long,...
•\ r r \

d) Ten dia ly chi mot viing, mien, khu vuc nhat dinh dupe Cau tao bang tir 

chi phuong hudng ket hop vdi tir chi phuong hudng khac: Viet hoa chu- cai dau
r r

cua tat ca cac am tiet tao thanh ten goi. Boi vdi ten dia ly chi vung, mien rieng 

dupe cau tao bang tir chi phuong hudng ket hop vdi danh tir chi dia hinh thi viet 
hoa cac chu cai dau moi am tiet. Vi du: Tay Bac, Bong Bac, Bac Bp,...

2. Ten dia ly nude ngoai dupe phien am chuyen sang tieng Viet

a) Ten dia ly da dupe phien am sang am Han - Viet: Viet theo quy tac viet 
hoa ten dia ly Viet Nam. Vi du: Bac Kinh, Binh Nhudng, Phap, Anh,...

b) Ten dia ly phien am khong sang am Han - Viet (phien am true tiep sat 
each doc cua nguyen ngu): Viet hoa theo quy tac viet hoa ten ngudi nude ngoai

9 y r i rquy dinh tai diem b khoan 2 Muc II Phu luc nay. Vi du: Mat-xco-va, Men-bon,...

IV. VIET HOA TEN CO QUAN, TO CHlTC

1. Ten co quan, to chuc cua Viet Nam

a) Viet hoa chu cai dau cua cac tir, cum tir chi loai hinh co quan, to chuc; chuc 

nang, linh vuc boat dong cua co quan, to chuc. Vi du: Ban Chi dao trung uong ve 

Phong chdng tham nhung, Van phong Chu tich nude, Bp Tai nguyen va Moi 
truhng, Tap doan Bien luc Viet Nam, Hoi dong nhan dan tinh Son La, So Tai chinh,...

b) Truong hop viet hoa dac biet: Ban Chap hanh Trung uong Bang Cong 

san Viet Nam, Van phong Trung uong Bang,...

2. Ten co quan, to chuc nude ngoai

a) Ten co quan, to chuc nude ngoai da dich nghia: Viet hoa theo quy tac viet 
ten co quan, to chuc cua Viet Nam. Vi du: Lien hop quoc (UN), To chuc Y te 

thi gidi (WHO),...

b) Ten co quan, to chuc nude ngoai dupe sir dung trong van ban d dang viet 
tat: Viet bang chu in hoa nhu nguyen ngu hoac chuyen tu La-tinh neu nguyen 

ngu khong thupc he La-tinh. Vi du: WTO, UNBP, UNESCO, ASEAN,...
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V. VIET HOA CAC TRlTONG HOP KHAC 

1. Danh tir thuoc trirang hap dac biet: Nhan dan, Nha nirdc.

2. Ten cac huan chuang, huy chirang, cac danh hieu vinh dp: Viet hoa chu 

cai dau cua cac am tiet cua cac thanh phan tao thanh ten rieng va cac tir chi thu, 
hang. Vi dp: Huan chuang Sao vang, Nghe sTNhan dan, Anil hung Lao dong,...

3. Ten chuc vu, hoc vi, danh hieu: Viet hoa ten chuc vu, hoc vi neu di lien
• J • 9 7 • 9 7 9 9

r • 7\ \ • X • f •vdi ten ngudi cu the. Vi dp: Chii tich Quoc hoi, Thu tubng Chinh phu, Giao su
r

Ton That Tung,...

4. Danh tir chung da rieng hoa

Viet hoa chu cai dau cua tir, cum tir chi ten goi do trong trubng hop diing
r \ ^ 9 r rtrong mot nhan xung, dung doc lap va the hien su Pan Pong. Vi dp: Bac, Ngudi 

(chi Chu tich Hd Chi Minh), Dang (chi Dang Cong san Viet Nam),...

5. Ten cac ngay le, ngay ky niem: Viet hoa chu cai dau cua am tiet tao thanh 

ten goi ngay le, ngay ky niem. Vi dp: ngay Quoc khanh 2-9, ngay Tong tuyen cu 

dau tien, ngay Quoc te Lao dong 1-5, ngay Phu nu Viet Nam 20-10,...

6. Ten cac loai van ban: Viet hoa chu cai dau ciia ten loai van ban va chu cai 
dau cua am tiet thu nhat tao thanh ten goi cua van ban trong trubng hop ndi den 

mot van ban cu the. Vi dp: Bo luat Hinh su, Luat To chuc Quoc hoi,...

7. Truong hop vien dan phan, chuang, muc, tieu muc, dieu, khoan, diem cua 

mot van ban cu the thi viet hoa chu cai dau cua phan, chuang, muc, tieu muc, dieu.

Vi dp:

- Can cu diem a khoan 2 Dieu 103 Muc 5 Chuong XII Phan I ciia Bo 

luat Hinh su.

- Theo quy dinh tai diem a khoan 1 Dieu 24 Tieu muc 1 Muc 1 Chuong III 

cua Nghi quydt s6 351/2017/UBTVQH14.

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

a) Ten cac nam am lich: Viet hoa chu cai dau cua tat ca cac am tiet tao thanh 

ten goi. Vi dp: Ky Ty, Tan Hoi, Mau Tuat, Mau Than,...
b) Ten cac ngay tet: Viet hoa chu cai dau ciia am tiet thu nhat tao thanh ten 

goi. Vi dp: tet Nguyen dan, tet Doan ngo, tet Trung thu. Viet hoa chu Tet trong 

trudng hop thay cho tet Nguyen dan.
c) Ten cac ngay trong tuan va thang trong nam: Viet hoa chu cai dau ciia am 

tiet chi ngay va thang trong trudng hop khong diing chu so. Vi dp: thu Hai, thu
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Tu, thang Nam, thang Tam,...
9. Ten cac sir kien lich su va cac trieu dai: Viet boa chu- cai dau cua cac am 

tiet tao thanh sir kien va ten su- kien, trong trirang hap co cac con so chi moc thdi 
gian thi ghi bang chu va viet hoa chu do. Vi du: Trieu Ly, Trieu Tran, Phong 

trao X6 viet Nghe Tfnh, Cach mang thang Tam,...
■? r # \ t r

10. Ten cac tac pham, sach bao, tap chi: Viet hoa chu cai dau cua am tiet thu 

nhat tao thanh ten tac pham, sach bao. Vi du: tu dien Bach khoa toan thu, tap chi 
Cong san,...


