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Truong Dai hoc DUQc Ha NQi
--------------------

80 Y TE C()NG HOA XA HQI cuu NGHiA VI~T NAM
nnfONG D~I HQC DUO'C HA.NOI DQc I~p - Tu do - Hanh phuc

Du thao
QUYCHE

Cong tac Van thir hru tru' tai Truong Dai hoc Durrc Ha NQi
(Ban hanh theo Quye! dinh s6 ..... .lQf)-DHN ngay ... (hang ... ndm 2014)

Chuang I
QUY DINH CHUNG

Di~ll 1. Pham vi va d6i nro'ng ap dung
1. Quy che nay quy dinh v~ cac hoat dong van thu, luu tnr (VT-LT) trong qua

trinh quan ly, chi dao cua Truong Dai hoc DUQ'c Ha NQi (sau day goi t~t la
Truong) d~ thuc hien chirc nang, nhiem vu duoc giao.

2, 86i nrong ap dung
a) Cac bQ mon, phong, ban, trung tam. vien. .,. true thuoc Truong (sau day duoc

go: la cac don vi);
b) Cac t6 chirc va doan th~ nhtr: Cong doan, HQi C~IU giao chirc, Dean Thanh

nien, HQi sinh vien.. (sau day dtroc goi la cac t6 chtrc);
c) BQ phan van thir, hru tnr thuoc phong Hanh chinh tong hop (HCTH) cua

Truong (sau day duoc goi la van thu Truong, luu trfr Truong),
Di~ll 2. Giai thich cac tir ngfr

J. "Cong tac van thu" bao gorn cac cong viec v~ soan thao, ban hanh, quan Iy van
ban va cac tai lieu khac hinh thanh trong qua trinh hoat dong cua Truong; lap
h6 sa va giao nQP h6 so, tai lieu vao luu tn1 Truong; quan Iy va sir dung con
dau trong van thu.

2. "Van ban di" la cac van ban hanh chinh, van ban chuyen nganh (ke ca ban sao
van ban, van ban noi bQ va van ban mat) do Truong phat hanh;

3. "Van ban d~n" la t~t ca cac van ban bao g6m van ban quy pham phap lu~t, van
ban hanh chinh, van ban chuyen nganh (kt ca ban fax, van ban dien nr, van
ban mat) va don, thu gtri den Truong;

4. "Van ban dien nr" la van ban duoc tht hi~n duoi dang thong tin duoc tao ra,
giri di, nhan va luu trfr bang phuang tien hoar dong dira tren cong nghe dien,
dien nr, ky thuat s6, ur tinh, truyen d~n khong day, quang hoc, dien nr hoac
cong nghe nrong tv hinh thanh trong qua trinh hoat dong cua Truong hoac la
cac vat mang thong tin dung tin hieu s6;

5, "Ban thao van ban" la ban duoc vi€t hoac danh may, hinh thanh trong qua trinh
soan thao van ban,

6. "Ban g6c van ban" la ban hoan chinh v~ noi dung, the thirc van ban do Truong
ban hanh va c6 chir ky true tlip cua nguoi c6 tham quyen.

7. "Ban chinh van ban" la ban hoan chinh v~ nQi dung, the thirc van ban do
Truong ban hanh va c6 chir ky cua nguoi c6 tham quyen.

8. "Ban sao y ban chinh" la ban sao dily du, chinh xac nQi dung cua van ban va
duoc trinh bay theo rhe thirc quy dinh. Ban saG y ban chinh phai duoc thirc
hien nr ban chinh.



Truona Dai hoc Duoc Ha N6ib .. . .

9. "Ban trich sao" la ban sao mot phan nQi dung cua van ban va duoc trinh bay
theo th~ thtrc quy dinh. Ban trich sao phai dUQ"Cthuc hien nr ban ehfnh.

10. "Ban sao luc" la ban saD dfty du, chfnh xac noi dung cua van ban duoc thuc
hien tir ban sao y ban chinh va trinh bay theo the thirc quy dinh.

11. "H6 so" la mot tap tai lieu c6 lien quan vo i nhau v~ mQt van d~, mot sir viec,
mot d6i nrong CI,1 th~ hoac c6 dac di~m chung hinh thanh trong qua trinh theo
doi, giai quyet cong viec thuoc pham vi chirc nang, nhiern V\1 cua Truong.

12."L?p h6 so" la tap hop va sap xep van ban, tai lieu hinh thanh trong qua trinh
theo doi, giai quyet cong viec cua Truong thanh h6 so theo nhfrng nguyen t~c
va phuong phap nhat dinh.

13. "Luu tnr" la hoat dong thu thap, chinh Iy, xac dinh gia tri, bao quan, thong ke,
sir dung tai lieu luu tf(1'hinh thanh trong qua trinh heat dong cua Truong. "Tai
lieu luu tnr" la tai lieu c6 gia tri phuc V\1 hoat dong thirc ti~n, nghien ciru khoa
hoc, rich su' duoc hra chon d~ hru tnr (bao g6m ban g6c, ban chinh; trong
tnrong hop khong con ban g6e, ban ehinh thi duoc thay the bing ban sao hop
phap) ...

Di~u 3. Trach nhiern d6i vo'i cong tac van thuluu trfr
1. Hi~u tnrong:
- T6 clnrc xay dung, ban hanh, chi dao viec thirc hi~n cac ch~ dQ, quy dinh v~
cong tac VT-LT theo guy dinh cua phap luat hien hanh;
- Ki~m tra viec thtrc hien cac che c1Q,quy dinh v~ cong tac VT -L T d6i voi cac
Gun vi, t6 chirc; giai quyet khi~u nai, t6 cao va xu Iy vi pham phap luat v~ cong
tac VT-LT theo tham quyen.
2. Truong phong HCTH: Giup Hi~u tnrong true ti~p quan ly, kiem tra, giam

sat viec thuc hien cong tac VT-LT cua Truong d6ng thai huang d;ln v~ nghiep VI,1

cong tac VT-LT cho cac don vi, t6 chirc true thuoc Truong.
3. Ngiroi dung c1ftucac Gun vi, t6 chirc: Tri~n khai va t6 chirc thuc hien cac

quy dinh cua Truong v~ cong tac VT -L T tai dun vi, t6 chirc minh.
4. Cac ca nhan: M6i cong chirc, vien chirc, nguoi lao dong phai thuc hien

nghiem tuc cac quy dinh cua Truong v~ cong tac VT-L T.
Di~u 4. Bao v~ bi m~t nha nurrc trong cong tac van thu 1U'1i tru'

MQi hoar dong trong cong tac VT -L T tai Truong d~u phai thuc hien theo cac
quy dinh cua phap luat hien hanh v~ bao v~ bi mat cua Nha mroc, cua nganh Y t~,
nganh Giao due - Dao tao va cua Truong.

Chuong II
CONG TA.C VAN THU

M\lc 1
SOAN THAO, BAN HANH VAN BAN

Di~u 5. Hinh thtrc ban hanh van ban
Truong chi duoc phep ban hanh cac van ban hanh chinh gorn: cac quyet dinh

thong bao, e~uO'ng trinh, k~ hoach, d~ an, bao cao, bien ban, to', trinh, hQ"~d6ng~
cong va~, giay chung l;h~n, giay nghi ~hep, giay ~y nhiem, giay moi, giay gia~
thieu, giay di duong, giay bien nhan, phieu gtri, phieu chuyen ... va van ban chuyen
nganh (Thea Thong tu s6 01120111TT-BNV ngay 1910112011 cua B(J N(Ji vu).
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Di~u 6. Th~ thirc va ky thu~t trinh bay van ban
(Loai chii, cii chii, kidu chii duac trinh bay chi tih tai Phu luc VJJJ)
1. Quoc hieu: Duoc trinh bay then chieu ngang, phia tren, ben phai trang

gi~y (tai 0 s6 1 cua Phu luc III) gorn 2 dong chir diroc trinh bay each nhau dong
don cu th~ nhu sau:

CONG HOA XA HOI CHU NGHiA VI~T NAM
DQc I~p - TV' do - H~nh phuc

2. Ten co quan, t6 chirc ban hanh van ban: Diroc trinh bay then chieu ngang,
phi a tren, ben trai trang gi~y (tai 0 s6 2 cua Phu luc III) bao g6m:
- Ten co quan ChLIquan true tiep va ten co quan, t6 chirc ban hanh van ban:

Vi du: Van ban do Truong ban hanh

BOYTE
TRU'ONG D~I HQC DU'QC HA NOI

Vi du: Van ban do Phong HCTH ban hanh
TRU'ONG DAI HOC DU'OC HA NOJ

PHONG HANH CHiNH TONG HQP

Cac dong tren duoc trinh bay each nhau dong don,
3, S6 va ky hi~u cua van ban (duoc trinh bay tai 0 s6 3 cua Phu luc III), d~t

canh giCra, diroi ten co quan va t6 chirc ban hanh van ban,
- S6 cua van ban la s6 thir tu dang ky tai van thu Truong, duoc ghi bang

chir so A-r~p, bat d~u nr s6 01 van ngay d~u nam va k~t thuc van ngay 31 thang
12 hang nam. Sau nr "S6" co dau hai cham (:); voi s6 nho hon 10 phai co s6 0
phia truce;

- Ky hieu cua van ban duoc trinh bay tiep sau s6 cua van ban va each boi
dau gach cheo (I); gitra cac nhom chir viet t~t trong ky hieu van ban co gach noi
(-) khong each chir

+ Ky hieu cua van ban co ten loai (Quyet dinh, Thong bao, To trinh, Bien
ban ... ): bao g6m chir vi~t t~t ten loai van ban (phu Iuc IV) va chtr vier t~t cua
Truo'ng la "DHN"

Vi du: s6: .... IQD-DHN, se. ...ITB-OHN, s6: .. .ITTr-DHN, ...
+ D6i voi van ban khong co ten loai (cong van): Ky hi~u cua van ban bao

g6m chtr vier t~t ten cua Truong (DHN) va chir vier t~t ten don vi soan thao van
ban (Phl.l luc IV),

Vi du: Cong van do phong H<'1l1h chinh tong hop ban hanh (S6: .... .I0HN-HCTH),
cong van do phong quan ly sinh vien ban hanh (S6: .... /OHN-QLSV) .

4, Dia danh va ngay, thang, nam ban hanh van ban (duoc trinh bay tai 0 so
5 cua Phu luc III) ghi tren cung mot dong, cac chfr cai d~u dia danh viet hoa, sau
dia danh co dau phay (,) va dong chir duoc d~t canh giua duoi Quoc hieu.

- Dia danh: la noi Truong dong tru so (Ha NQi),
- Ngay, thang, nam: Phai ghi d~y au, bang chtr s6 A-r?p, voi cac ngay nho

hon 10 va cac thang 1, 2 phai ghi them s6 0 van phia tnroc.
Vi du: Ha N(Ji, ngay 20 thong 01 ndm 2014
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S. Ten loai va trich y~u n<)i dung van ban
- Van ban c6 ten loai (quyet dinh, k~ hoach, to' trinh, bao cao, bien ban, ...)

duoc trinh bay tai 0 s6 Sa (phu luc III) duoc o~t canh gitra. Trich yeu noi dung
van ban duoc d~t canh giua, ngay duoi ten loai van ban. Ben duoi trich y~u c6
duong ke ngang, net li~n d~t din d6i so voi dong chir, d<) dai bang nr 113 den V2
0<)dai cua dong chtr, vi du:

QUYET DJNH
Thuc hien ch~ dQ phu cfip tham nien nhit giao thang 4 nam 2014

- 86i voi cong van: Trieh y~u noi dung dircc trinh bay tai 0 s6 Sb, sau chir
"V Iv"; duoc o~t canh giira, duoi s6 va ky hieu van ban, each dong 6pt voi s6 va
ky hi~u van ban, vi du:

S6: 72IDHN-QKLH
V Iv cung c§.p thong tin khoa hoc cong nghe

6. Noi dung van ban: duoc trinh bay tai 0 s6 6 cua Phu II,lC III
N<)i dung van ban phai duoc trinh bay dan o~u eel hai I~, phan loi van ban

phai dung cung mot co chir; khi xuong dong, chir d~u dong phai lui VaG nr lcm
o~n 1,27em (1 default tab); khoang each giua cac dean van (paragraph) d~t t6i
thieu la 6pt, khoang each giira cac dong (line spacing) chon t6i thieu nr each dong
don (single line spacing) hoac tir lSpt (exactly line spacing) tro len; khoang each
t6i da gifra cac dong la 1,S dong (l,S lines).

Voi cac van ban c6 phan can cir phap ly (Quyet dinh, ... ) d~ ban hanh thi sau
m6i can CLl' phai xuong dong, cuoi dong c6 d~u cham phay (;), rieng can cir cu6i
cung ket thuc bang d~u phay (,).

Voi cac van ban b6 CI,lC theo phan, chuang, muc, dieu, khoan, diem thi trinh
bay nhu sau:

- Phan, chuang: Tu "Ph~n", "Chuang" va s6 thtr tv cua phan, chuang (dung
chir s6 La Ma) duoc trinh bay tren mot dong rieng, canh giira. Tieu d~ cua phan,
chuong duoc trinh bay ngay duoi, canh giira, vi du:

Ph~n I
QUY DINH CHUNG

- Muc: Tir " MI,lC" va s6 thir tv (dung chtr s6 A-r~p) cua muc trinh bay tren
mot dong rieng, canh giua .. Tieu o~ cua muc duoc trinh bay ngay diroi, canh gitra,
vi du:

Muc 1
SO~N THA'o VAN BAN

- 8i~u: Tir "8i~u", s6 thir tv (dung chtr s6 A-r~p) va tieu d~ cua dieu diroc
trinh bay each l~ trai 1 default tab, sau s6 thir tv e6 d~u cham (.), vi du:

Di~u 1. Thuong cho cac t~p the, ca nhan e6 ten trong danh sach kem theo
duoc 8<) Y t~ tang bang khen.

- Khoan: S6 tlur tv cac khoan dung chtr s6 A-r~p, sau s6 thir tv e6 d~u cham
(.), (neu khoan c6 tieu d~, s6 thir nr va tieu dt cua khoan trinh bay tren mot dong
rieng);
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- Ditm: Thir tu cac diem trong m6i khoan dung cac chtr cai tieng Viet theo
thir tu abc, sau c6 dau dong ngoac don ")";

7. Quyen han, chtrc vu, ho ten va chir ky cua nguoi c6 tham quyen: Duoc
trinh bay tai cac 6 7a, 7b, 7c cua Phu luc Ill;

Quyen han, clnrc vu va cac chfr viet t~t cua nguoi ky diroc trinh bay cung 1
dong, canh giua 6 7a. Nguoi ky thay mat tap th~ phai ghi chu' "TM" (thay mat)
vao truce ten t~p th~ lanh dao hoac ten co quan. Nguoi ky thay, ky thira lenh hay
ky thira uy quyen nguoi dung d§u co quan, t6 chirc phai ghi chir "KT" (ky thay),
chu "TL" (thua lenh) hay chtr "TUQ" (thira uy quyen) vao tnroc chirc vu cua
nguoi dung d§u co quan, t6 chirc.

Chirc vu cua nguoi ky 1£1chirc vu chinh thirc duoc b6 nhiern hoac duoc bau
va duoc c~p tren ra quyet dinh cong nhan (khong ghi lai ten co quan, t6 chirc).

D6i voi van ban hanh chinh, tnroc ho ten cua nguoi kY, khong ghi hoc ham,
hoc vi va cac danh hieu danh dir khac. D6i voi cac van ban giao dich, van ban cua
cac t6 chirc sir nghiep giao due, y te, khoa hoc hoac hrc IUQ'ngvii trang duoc ghi
them hoc ham, hoc vi, quan ham.

HQ ten ngiroi ky duoc d~t canh giCra quyen han, chirc vu cua nguoi kY·
8. NO'i nhan:
NO'i nhan duoc trinh bay tai 0 s6 9a va 9b cua phu luc III.
* D6i voi cac van ban c6 ten loai (nghi quyet, quyet dinh, baa cao, ke

hoach ... ) noi nhan baa g6m ill' "NO'i nhan" va phan liet ke cac co quan, don vi, ca
nhan nhan van ban (nhu phan noi nhan voi ccng van hanh ehinh).

* D6i voi cong van hanh chinh va cac loai van ban khac noi nhan gorn hai
phan va duoc trinh bay nhu sau:

- Tir "Kinh giri" va ten cac os quan, t6 chirc, ca nhan duoc trinh bay tai 0
s6 9a (phu luc III). Cu tht nhu sau:

+ Gtri mot noi:
Kinh giri: Phong Hanh chinh tong hop

+ Giri nhieu noi:
Klnh giri:

- Ban Giam hieu;
- Phong T6 clnrc can be).

- TLJ'"NO'i nhan" diroc trinh bay tai 6 so 9b (phu luc III) tren mot dong rieng
(ngang hang voi dong chu quyen han va chirc vu cua nguoi ky) va sat I~ trai, sau
c6 d~u hai cham (:), (N(fi nhijn:).

- Phan li~t ke cac don vi va ca nhan nhan van ban: ten m6il nh6m co quan,
t6 chirc, don vi va ca nhan trinh bay tren mot dong rieng, d§u dong c6 gach, sat Ie
trai (-), cuoi dong c6 d~u cham phay (;); rieng dong cu6i cung e6 chir "Luu" sau
c6 dau hai cham (:), tiep theo la chtra viet t~t "VT" (van thu co quan, t6 chirc),
chir viet t~t ten don vi soan thao van ban, ky hieu danh may va s6 IUQ'ngban luu
(khi can thiet) va cuoi cung 1£1dau cham (,),

9. Cac thanh phan khac:
- Dau chi mire oe) mat: Baa gom TUYET MAr, Tor MAT, MAT; dau chi

rnirc oe) kh~n: Baa gorn KHAN, THVQNG KHAN, HOA roc.
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- Chi d~n v€ pham vi hru hanh: Bao gom XEM XONG TRA LAI, TRA
LAI SAU KHI HOP, uru HANH Ncn BO.

- Phu luc van ban: Diroc trinh bay tren cac trang rieng; tir "Phu luc" va s6
thir tv cua phu luc (bang s6 La Ma ) duoc trinh bay mot dong rieng, canh giira.

- s6 trang van ban: Duoc trinh bay a cuoi trang, g6c ben phai bang chtr s6
A-r~p, (khong danh s6 trang thir nhat). s6 trang cua phu luc diroc danh rieng.

10. Phong chir, cO-chir,
Phong chir trinh bay van ban la phong chtr tieng Viet cua bo ma ky tv

Unicode (TCVN 6909:200 I). CO-chfr nhu quy dinh tai phu luc VIII.
11. Kh5 gifty, kieu trinh bay, dinh 1~trang van ban va vi tri trinh bay.
a) Kh5 giay: Van ban hanh chinh duoc trinh bay tren gifty kh5 A4 (21 Omm

x 297mm); cac van ban nhu gifty gioi thi~u,gifty bien nhan h6 So', phieu giri, phieu
chuyen duoc trinh bay tren gifty kh5 A5 (148mm x 210mm) hoac tren gifty m~u
in s~n (kho A5).

b) Ki~u trinh bay: Van ban hanh chinh duoc trinh bay theo chieu dai trang
gifty kh5 A4 (tnrong hop co cac bang, bieu c6 th~ trinh bay theo chieu rong cua
trang gifty).

c) Dinh 1€ trang van ban: Trang van ban (A4) duoc dinh I€ tren 20-25 mm,
l€ duoi 20-25 mm, l€ phai 15-20 mm, l€ trai 30-35 mm (neu in 2 mat thi trang sau
I~ trai va I€ phai d5i lai).

d) Vi tri trinh bay cac thanh phan cua th~ thirc van ban duoc trinh bay theo
so' d6 b6 tri nhu phu luc III tren trang giay A4/A5.

Di~u 7. Soan thao van ban
1. Can cir vao tinh chat, no: dung cua van ban can soan thao, Hieu tnrong

hoac Ph6 hieu twang phu trach linh vue giao cho cac don vi, ca nhan soan thao
hoac chu tri soan thao van ban theo dung chirc nang, nhiern vu duoc giao.

2. Cac don vi, ca nhan diroc giao trach nhiem soan thao van ban c6 trach
nhiem thuc hien cac cong viec sau:

- Xac dinh hinh thirc, noi dung va d<)mat, d<)khan, noi nhan van ban;
- Thu thap, xu Iy thong tin co lien quan;
- Soan thao van ban;
- Tham khao y kien cua cac don vi va ca nhan lien quan d~ hoan chinh van

ban (neu can);
-Trinh duyet du thao van ban va cac tai lieu c6 lien quan.
Di~u 8. Duyet d •••· thao, sua chfra, b6 sung dl,l' thao van ban da duyet
1. Du thao van ban phai do Tnrong/Phu trach, nguoi dung d~u don vi hoac

Ph6 truong cac don vi, nguoi duoc uy quyen ky duyet van ban.
2. Truong hop van ban da diroc Hieu tnrong hoac Ph6 hieu tnrong phe

duyet, nhung thay can thiet phai sua chira, b5 sung them vao du thao thi don vi
hoac ca nhan duoc giao nhiem Vl,l soan thao van ban phai trinh Hieu tnrong hoac
Ph6 hieu truong xem xet, quyet dinh vice sua chira, b5 sung.

Di~u 9. Ki~m tra van ban trurrc khi ky ban hanh
1. Truong/Phu trach hoac Ph6 tnrong cac don vi chu tri soan thao van ban

phai ki~m tra va chiu trach nhiern v~ d<) chinh xac cua noi dung van ban, ky
nhay/tat VaG vi tri cuoi cung cua chirc vu nguoi ky van ban truce khi trinh Hieu
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tnrong hoac Ph6 Hieu tnrong ky ban hanh; d~ xuat mire dQ mat, khan; d6i chi€u
voi quy dinh cua phap luat v~ bao v~ bi mat nha mroc xac dinh viec d6ng d~u mat,
d6i tuong nhan van ban, trinh nguoi ky van ban quyet dinh.

2. Truong phong HCTH giup Hieu tnrong/Pho hieu tnrong kiem tra lfm
cuoi va chiu trach nhiem v~ the thirc, ky thuat trinh bay, thu tuc ban hanh van ban
cua Truong; tnrong hop van ban cua cac don vi sai v~ th~ tlnrc, vi pham nhtrng
quy dinh cua Thong nr s6 O1l20111TT-BNV thi co quyen yeu c~u cac don vi hoac
ca nhan soan thao lai van ban.

3. Van ban do Tnrong/Phu trach don vi ky thi ca nhan duoc giao du thao
phai ky nhay VaG dong cuoi cung cua noi dung van ban.

Di~u 10. Th5m quyen ky van ban
1. Nguoi ky van ban chiu trach nhiern v~ van ban minh ky.
2. Hieu tnrong ky cac van ban chinh va quan trong cua Truong, cac van

ban giri cap tren, cac linh VIJCHieu tnrong phu trach tnrc ticp va kY cac van ban
thuoc cac linh VIJCdel phan cong cho cac Ph6 Hieu tnrong (neu Ph6 Hieu tnrong
di cong tac).

3. Ph6 Hieu tnrong: Ky thay (KT) Hieu tnrong cac van ban thuoc cac linh
VIJCcong tac del ducc pharr cong va ky cac van ban thuoc tham quyen Hieu tnrong
ky khi duoc uy quyen (viec ky thua uy quyen - TUQ - duoc quy dinh bang van
ban va trong thai gian nh~t dinh; nguoi duoc ky uy quyen khong duoc uy quyen
lai cho nguoi khac).

4. Ban Giam hieu ky giay gioi thieu cho Truong, Ph6 tnrong va phu trach
cac don vi khi duoc giao nhiem vu giai quyet cac cong viec quan trong.

5. Hieu tnrong giao cho Truong/ Phu trach cac phong sau day duoc ky thira
lenh (TL) cac loai van ban theo chirc nang nhiern vu duoc giao va diroc dong dau
cua Truong gom:

a) Phong Hanh chinh tong hop
- Sao luc va trich sao cac cong van d~n, sao y ban chinh cac van ban, van

bang do Truong ban hanh;
- Xac nhan chir ky cua CCVC-NLD trong Truong;
- Xac nhan cho CCVC-NL8, hoc vien, sinh vien di nhan buu pham, mua

ve xe buyt;
- Thong bao cac chu tnrong, quyet dinh cua Hieu tnrong toi cac don vi

trong Truong va co quan ngoai Truong;
- Ky cac gi~y gioi thieu; gi~y di duong; lenh dieu xe (tnr tnrong hop quan

trong do Ban Giani hieu ky).
b) Phong T6 chirc can bQ
- Xac nhan h6 So', ly lich, thai gian cong tac va ch~ dQ chinh sach voi

CCVC-NL8;
- C~p gi~y nghi phep; gi~y xac nhan tinh trang hon nhan d~ lam dang ky

k~t hon va cac gi~y to' lien quan d~n CCVC-NLD cua Truong;
- Ky cac thong bao v~ tuyen dung vien chirc, v~ vien chirc nghi huu (tnr

Truong, Ph6 Truong don vi va dien B9 Y te quan ly); cac thong bao v~ bE>nhiern,
b6 nhiem lai, cac thong bao v~ nang bac hrong, nang ngach, chuyen ngach, gio
chuan cua giang vien.
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C) Phong Dao tao
- Ky cac van ban v~ tien trinh giang day cac khoa, cac bQ men, thai kh6a

bieu va cac vtm d~ lien quan d~n giang duong.
d) Phong Sau dai hoc
- Xac nhan k~t qua hoc tap cua hoc vien, ky cac thong bao cho hoc vien,

gi§y moi cac giang vien trong Truong, ky nhan the hoc vien;
- Ky cac van ban v~ k~ hoach giang day, lich thi thong bao cho cac bQ mon,

cac lap hoc vien.
e) Phong Quan ly sinh vien
- Xac nhan h6 sa sinh vien, thai gian hQC tap, d6i tuong duoc huong tro

cap uu dai, xac nhan tinh trang hen nhan va cac xac nhan khac c6 tinh ch~t sir V\I
d6i voi sinh vien (khi c6 yeu cau);

- Xac nhan cac k~t qua ren luyen cua sinh vien sau khi da diroc HQi dong
danh gia thong qua, xac nhan sinh vien ngoai tru, thong bao hcac phoi hop voi
Phong Dao tao d~ thong bao cho gia dinh sinh vien v~ k~t qua ren luyen cua sinh
vien hoac khi c6 viec dQt xuat,

f) Phong Quan ly khoa hoc
Xac nhan cac cong trinh nghien ciru khoa hoc, k~t qua nghien ciru va ly lich

khoa hoc cua CCVC va hoc vien, sinh vien.
g) Phong Tai chinh k~ toan
Xac nhan cac khoan kinh phi phai nQP cua sinh vien, hQC vien, cac khoan

thu- chi cua Truong, c~p phieu thu tien, gi~y thoi tra hrong, sao luc cac chirng tir
tai chinh.

h) Cac t6 chirc duoc xac nhan noi dung theo chirc nang, nhiem V\I, quyen
han va dong d~u cua t6 clnrc minh khi CCVC-NLD va hQCvien, sinh vien c6 yeu
cau.

i) Cac don vi khong diroc Hieu tnrong giao ky thira lenh thi Truong don vi
c6 th~ ky va xac nhan cac van ban, tai lieu nhung phai thong qua Truong phong
HCTH d~ xac nhan chu ky va dong dau cua Truong.

Di~u 11. Ban sao van ban
1. Cac hinh thirc sao van ban gorn: sao y ban chinh, ban trich sao, ban sao luc.
2. Th~ thirc ban sao duoc quy dinh gom: Ten Truong (hoac ten cac t6 chirc);

s6 va ky hieu ban sao; dia danh va ngay, thang, nam sao; chirc vu, ho ten va chfr
ky nguoi c6 th~m quyen, dau, noi nhan (c6 phu luc kern theo).

3. Ban sao y ban chinh, ban trich sao, ban sao luc c6 gia tri phap ly nhu ban
chinh.

M\IC 2
QUA.NLYvANBA.N

Di~u 12. Nguyen t~c chung
1. T~t ca van ban di, van ban d~n cua Truong phai ducc quan ly t~p trung tai

van thir Truong d~ lam thu t\IC tiep nhan, dang ky. Nhtrng van ban d~n khong
duoc dang ky tai van thir Truong (khong co s6 cong van din) cac don vi, ca nhan
khong co trach nhiern giai quyet,

2. Van ban di, van ban d€n thuoc ngay nao phai duoc dang ky, phat hanh hoac
chuyen giao trong ngay, cham nhat la trong ngay lam viec tiep theo. Van ban d~n
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c6 dong dau chi cac mire dQ khan (t'hoa t6c ", "thuong khdn" va "khdn ", goi
chung fa van ban khan) phai duoc dang ky, trinh va chuyen giao ngay sau khi
nhan duoc. Van ban khan di phai duoc hoan thanh thu tuc phat hanh va chuyen
phat ngay sau khi diroc ky, d6ng dau.

3. Van ban, tai lieu c6 noi dung mang bi mat nha nuoc phai ducc dang ky,
quan Iy theo quy dinh phap luat hien hanh v~ bao v~ bi mat nha mroc.

f)i~u 13. Hinh thirc, trinh h}' quan Iy van ban
Tdt ca van ban di, van ban den, don thu cua ca nhan sau khi duoc chuyen d~n

bo phan van thu Truong duoc quan Iy theo hai hinh thirc: quan Iy bang s6 van ban
(ban cirng) va quan Iy tren may tinh thong qua h~ thong mang internet cua Truong
(ban dien nr) va thirc hien theo trinh tv sau:

1. Ti~p nhan, dang ky van ban den;
2. Trinh, chuyen giao van ban;
3. Giai quyet va theo doi, don d6c viec giai quyet van ban d~n.
f)i~u 14. Ti~p nhan, dang ky van ban d~n
I. Khi ti~p nhan van ban d~n nr rnoi nguon, ngtroi duoc giao nhiern vu tiep

nhan van ban d~n phai kiern tra s6 hrong, tinh trang bi, dfru niem phong (neu c6),
kiem tra, d6i chieu voi noi giri truce khi ky nhan. Van ban kh~n d~n ngoai gio
lam viec, ngay I~, ngay nghi thi nguoi tiep nhan van ban co trach nhiern ky nhan
va bao cao ngay vci Truong phong HCTH va Hieu tnrong d€ xu ly.

2. Trong tnrong hQ'P c~n thiet, van ban duoc chuyen phat qua mang, qua fax
duoc lam thu tuc dong dfru d~n nhu ban chinh. Sau khi nhan diroc ban chinh phai
dong dfru d~n van ban chinh va lam thu tuc dang ky theo quy dinh (s6 d~n, ngay
d~n la s6 va ngay da dang ky a ban fax, ban chuyen qua rnang).

3. Van ban d~n phai duoc dang ky van s6 dang ky van ban d~n va phan mem
quan Iy van ban den tren may tinh.

Di~u 15. Trinh va chuyen giao van ban d~n
1. Van ban den sau khi duoc dang ky, van thu phai trinh Hi~u tnrong (hoac

Ph6 Hieu truong duoc iiy quyen trong truong hop Hieu truong di wing) d€ xin y
kien xu IY.

2. Chuyen giao van ban
Can cir vao y kien chi dao cua Hieu tnrong, van thu Truong tien hanh nhu sau:
- D6i voi van ban cirng: dang ky tiep van s6 quan Iy van ban d~n, san chup,

nhan ban, chuyen den d6i tuong true tiep thirc hien van ban/d6i tuong xu Iy chinh
(van ban mang tinh chat thuc thil c6 gia tri hru tnr/ lien quan d~n cac ca nhan theo
y kien chi dao). D6i voi don vi phoi hop xu ly, van thu Truong se chuyen ban
dien nr qua tai khoan cua don vi va ca nhan dil duoc Truong cap.

- D6i voi van ban dien tir: Scan chuyen van ban cirng thanh dang van ban dien
nr (dinh dang file pdf), nhap cac thuoc tinh van ban, y kien chi dao, chuyen d~n
cac d6i tuong nhan van ban (don vi xu Iy chinh, don vi phdi hQ'P, theo d5i chi dao)
thong qua phan mem quan ly van ban cua Truong.

3. Viec chuyen giao van ban phai dam bao chinh xac, dung d6i nrong va gill'
gin bi mat nQi dung van ban. Nguoi nhan van ban phai ky xac nhan van s6 chuyen
giao van ban hoac/va §n nut hoan thanh tren ph~n rnern quan Iy van ban hoac
chuyen xu Iy cho ca nhan true ti~p giai quyet cong viec.
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Di~u 16. Giai quyet, theo doi, don dBc vi~c giai quyet van ban d~n
1. Hieu tnrong chi dao va phan trach nhiem giai quyet cac van ban d€n cho

cac Ph6 Hieu tnrong va Tnrong/Phu trach cac don vi, t6 chirc thuc hien (khi Hieu
tnrong di cong tac vang thi Ph6 Hieu tnrong duoc uy quyen se tnrc tiep pharr cong
giai quyet).

2. Truong phong HCTH
a) Xem xet toan bQvan ban d€n va bao cao ngay v€ nhirng van ban quan trong,

khan cap.
b) Theo doi, don doc cac don vi, ca nhan trong viec giai quyet van ban d€n.
3. Truong/Phu trach cac don vi, t6 chirc c6 trach nhiem giai quyet kip thai cac

van ban d€n thuoc cac linh Vl,IC duoc giao va phoi hQ'Pvoi cac don vi, t6 chirc
trong Truong giai quyet kip thai cac van ban d€n c6 lien quan.

4. Cac don vi sau khi nhan duoc van ban d€n (ca ban cung va ban dien nr)
trinh lanh dao don vi xem xet, giai quyet hoac chuyen cho ca nhan c6 trach nhiem
giai quyet (cham nhat la sau mot ngay lam vice tinh nr ngay nhan van ban).

5. Can cir van tinh ch~t cong viec va quy dinh thai gian hoan thanh van ban,
cac don vi, t6 chirc, ca nhan xet thay khong th~ hoan thanh nhiem vu duoc thi phai
bao cao voi lanh dao Truong (hoac Tnrong/Phu trach don vi) xin keo dai thai gian
hoac c6 '1 kien chi dao giai quyet (rieng cac don thu khdu nai, t6 cdo phai thuc
hien dung theo quy dinh cua phap ludt).

Di~u 17. Trinh tt,rquan Iy van ban di
Van ban di duoc quan 1'1 theo trinh W sau:
1. Ki~m tra th~ thirc va ky thuat trinh bay van ban;
2. Dang ky van ban di; ghi s6 va ngay, thang, nam cua van ban;
3. Nhan ban, dong dau van ban, d~u khan va d~u giap lai (neu c6);
4. Chuyen sang dinh dang van ban dien nr (file pdf), nhap cac thong tin, thuoc

tinh cua van ban van phan mem quan 1'1van ban cua Truong;
5. Lam thu tuc phat hanh, chuyen phat, theo doi chuyen phat van ban di;
7. Luu van ban di ca ban cirng va ban di~n tir.
Di~u 18. Chuyen phat van ban di

1. Van ban di diroc hoan thanh thu tuc van thu va chuyen phat ngay trong
ngay van ban duoc dang ky, cham nhat la trong ngay lam viec tiep theo.

2. Van ban di c6 the ducc chuyen d€n noi nhan bang fax, mang Internet
nhung v~n phai giri ban chinh cho noi nhan d6i voi nhtrng van ban c6 gia tri luu
tnr, van ban mang tinh chat thirc thi, van ban lien quan d€n cac ca nhan.

3. Van ban da phat hanh nhung c6 sai s6t v€ nQi dung, th~ thirc ky thuat thi
ca nhan, don vi soan thao phai true ti€p thu h6i van ban do (d6i voi ban cirng) va
thong bao cho Truong phong HCTH d~ chi dao van thu gO'ban dien nr khoi phan
rnern quan IY. Van ban sau khi duoc sua d6i, b6 sung, chinh 1'1 hoan chinh don vi
ban hanh van ban c6 nhiern vu chuyen van ban c6 hinh thirc tuong duong d€n cac
d6i tuong tiep nhan, van thu Truong c6 trach nhiem chuyen van ban dien nr moi
thay the ban cu len h~ thong quan Iy van ban.

4. Chi nhirng ca nhan, don vi trong Truong moi co nhiern vu xin dAu VaG

cac van ban do Nha tnrong ban hanh.
Di~u 19. Luu van ban di
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1. Ban hru van ban phai la ban chinh, sach se, in bang giiy va mire tot, dam
bao lau dai khong bi muc hoac nhoe chir.

2. M6i van ban di phai luu 03 ban: 01 ban g6c va van ban dien nr hru tai
van thu Truong, 01 ban chinh hru a h6 sa cua don vi giai quyet van ban. Ban g6c
luu tai van thu Truong phai la ban co chir ky nhay cua Tnrong/Phu trach don vi
(hoac ca nhan SOC;tnthao) va sip xep theo thir nr dang ky.

M\lc 3
LAp HO SO HIEN HANH VA GIAO NOP
. HO SO vAo LUU TRU TRUONG .

Di~u 20. N{>idung vi~c I~p hB so hi~n hanh va yeu cfiu d5i VITihB so'
diroc I~p

1. N9i dung viec l~p h6 sa hien hanh
a) Mo h6 sa;
b) Thu thap, c~p nhat van ban, tai lieu hinh thanh trong qua trinh theo doi,

giai quyet cong viec van h6 sa;
c) K~t thuc va bien rnuc h6 sa.
2. Yeu c~u d6i voi m6i h6 sa ducc I~p
a) Phan anh dung chirc nang, nhiem V1,l cua Truong va don vi hinh thanh h6

sa;
b) Van ban tai lieu duoc thu thap van h6 sa phai co sir lien quan chat che

voi nhau, ph an anh dung trinh W dien bien cua su viec hay trinh W giai quyet cong
viec;

c) Van ban trong h6 sa phai co gia tri bao quan nrong d6i dong deu.
Di~u 21. Giao n{>ptai Ii~u vao luu tro' cua Truong
1. Trach nhiem cua cac to chirc, don vi va ca nhan trong Truong
a) Cac t6 chirc, don vi va ca nhan trong Truong phai giao n9P nhung h6 sa,

tai lieu co gia tri luu tnr van luu trfr Truong trong thoi han 1 nam k~ nr ngay cong
viec k~t thuc. D6i voi tai lieu xay dung co ban, tai lieu anh, ghi am, ghi hinh thoi
han giao n9P la 3 thang k~ nr ngay cong trinh duoc quyet roan, cong viec ket thuc.

b) Truong hQ'P t6 chirc, don vi hoac ca nhan c~n gifr lai nhfrng h6 sa, tai
lieu da d~n han n9P luu thi phai I~p danh muc gtri cho hru trfr Truong nhung thoi
han giG' lai khong qua 02 narn.

c) MQi CCVC-NLD truce khi nghi huu, thoi viec hay chuyen cong tac khac
deu phai ban giao lai h6 sa, tai lieu cho don vi hay nguoi k~ nhiern.

2. Thu tuc giao n9P
Khi giao n9P tai lieu phai lap 02 ban muc luc h6 sa tai lieu n9P hru va 02

bo bien ban giao nhan tai lieu. Liru tnr Truong va don vi, ca nhan giao n9P tai lieu
m6i ben gitr 01 ban m6i 10C;ti.

Di~u 22. Trach nhiem d5i VITivi~c I~p hB so' va giao n{>phB so', tai Ii~u
vao hru trfr Truimg.

1. Hi~u tnrong co trach nhiern chi dao cong tac l~p h6 sa va giao n9P h6 sa,
tai lieu van hru trfr Truong then pham vi quan ly cua minh.

2. Truong phong HCTH c6 nhiem \TV:
a) Tham muu cho Hieu tnrong trong viec chi dao, kiern tra, huang d~n viec

I?p h6 sa va giao n9P h6 sa, tai lieu van hru trtr Truong d6i voi cac don vi;
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b) T6 chirc thuc hien viec l~p, giao nop h6 sa, tai lieu van hru tnr Truong.
3. Cac ca nhan c6 trach nhiem l~p h6 sa cong viec duoc phan cong then doi

giai quyet; giao nop h6 sa, tai lieu van hru tnr Truong then dung quy dinh.
4. Vien chirc van thir, luu tnr c6 trach nhiem huang d~n cac don vi va ca

nhan I~p h6 sa cong viec; giao nQP h6 sa, tai lieu van hru tn1' Truong theo dung
quy dinh cua Nha mroc.

Ml,Ic4.
QUAN LV VA SU Dl)NG CON DAu TRONG CONG TAc VAN THU

Di~u 23. Quan ly va SIT dung con d§u
1. Quan Iy con d£u.
a) Truong phong HCTH chiu trach nhiem tnroc Hieu tnrong v~ viec quan

Iy va sir dung con d£u cua Truong.
b) Con d£u cua Truong duoc giao (bang van ban) cho vien chirc, nhan vien

van thir quan Iy va sir dung. Nhan vien van thu duoc giao su' dung va bao quan
con dau chiu trach nhiem tnroc Truong phong HCTH viec quan ly va sir dung con
dau, c6 trach nhiem thirc hien cac quy dinh sau:

- Con d£u phai duoc bao quan an toan tai phong HCTH ca trong va ngoai
gio lam viec. Truong hop dua con d£u ra khoi Truong phai duoc sir dong y cua
Hieu tnrong va chiu trach nhiern v~ viec bao quan, sir dung con dau.

- Khong duoc giao con d£u cho nguoi khac khi chua duoc phep bang van
ban cua Hieu tnrong;

- Khi net d£u bi mon hoac bien dang, nhan vien van thu phai thong bao cho
Truong phong HCTH biet d~ lam thu tuc d6i con d£u. Truong hop con dau mat,
Hieu tnrong phai bao cao co quan cong an, noi xay ra m£t con d£u, I~p bien ban.

2. SU dung con dau
a) Nhan vien van thu phai tv tay dong dau van cac van ban, gi£y to' cua

Truong;
b) Chi duoc dong d£u van cac van ban, gi£y to' dung th~ thirc, hinh thirc va

c6 chir ky cua nguoi c6 tham quyen; Khong duoc dong d£u khong chi.

Clurong III
CONG TAC LUU TRU

Muc 1.
CONG TAc THU TH~P, BO SUNG, CHiNH LYVA HUY TAl LltU

Di~u 24. Giao nh~n h5 SO', tai li~u vao Liru trfr Truong
Hang nam, vien chuc, nhan vien luu trtr Truong c6 nhiern vu t6 chirc thu

thap h6 sa, tai lieu dfl den han nop luu van kho hru trtr cua Truong. C~ the:
I . Lap k~ hoach thu thap h6 sa tai lieu;
2. Ph6i hop, huang d~n cac don vi, ca nhan xac dinh, chuan bi h6 sa, tai

lieu can nop van hru tnr va l~p muc luc h6 sa, tai lieu nop luu;
3. Chu~n bi kho va phirong tien d~ tiep nhan h6 sa, tai lieu;
4. T6 chirc ticp nhan h6 sa, tai lieu va kiem tra, l~p bien ban ban giao tai

lieu.
Di~u 25. Chinh Iy tai li~u
1. Luu trti' Truong va cac don vi c6 trach nhiem chinh ly tai lieu cua minh.
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2. Tai lieu sau khi chinh ly phai dat duoc cac yeu cau sau:
a) Phan loai va l~p duoc h6 sa hoan chinh;
b) Xac dinh thai gian bao quan cho h6 so, tai li~u;
c) H~ thong hoa h6 so, tai lieu;
d) Lap cong cu tra ciru: muc luc h6 sa; cO' so dir lieu va cac cong cu tra ciru

khac phuc vu cho vice quan 1y, tra ciru va sir dung tai lieu;
e) Lap danh muc tai lieu h~t gia trio
Di~u 26. Xac djnh gia tr] tai li~u
1. Gia tri tai lieu ducc xac dinh phai din cir vao bang thai gian tai li~u hru

trfr do b(>phan Luu trfr xay dung,
2. Viec xac dinh gia tri tai lieu phai dat cac yeu cau: xac dinh cac tai lieu

dn baa quan vinh vien va tai lieu baa quan co thai han bing s6 nam C\I the; xac
dinh tai lieu h~t gia tri de tieu huy.

Di~u 27. HQi dang xac djnh gia tr] tai li~u cua Truong
1. Hoi dong xac dinh gia tri tai lieu cua Truong co nhiem vu tham rmru cho

Hieu truong xac dinh thai han baa quan, hra chon tai lieu de giao nop vao hru trtt
Truong.

2. Thanh phan cua Hdi dong xac dinh gia tri tai lieu cua Truong gom:
- Chu tich Hoi d6ng: Dai dien lanh dao Truong;
- Uy vien: Truong phong HCTH va dai dien lanh dao don vi co tai lieu;
- Thir ky Hoi dong: Nguoi lam cong tac hru trfr Truong.
3. Hoi dong lam viec theo phuong thirc sau:
a) Xem xet cac van ban quy dinh; danh rnuc cac tai lieu h~t gia tri; kiem tra

thuc t~ tai lieu;
b) Thao luan t~p the va bieu quyet theo da s6;
c) Thong qua bien ban trinh Hieu tnrong (lanh dao cac t6 chirc) quyet dinh

tieu huy tai lieu.
Di~u ~8. Huy tai li~u h~t gia tr] ,
1. Tham quyen quyet dinh huy tai lieu het gia tri
Hieu tnrong (hoac nguoi dung dfru don vi) quyet dinh huy tai lieu h~t gia

tri cua Truong va cac don vi.
2. Thu tuc quyet dinh huy tai lieu h~t gia tri:
a) Th~m tra tai lieu h~t gia tri tnroc khi huy;
b) Quyet dinh huy tai lieu bing van ban cua nguoi co tham quyen;
3. Viec huy cac tai lieu h~t gia tri phai dam bao huy h~t cac thong tin trong

tai lieu va phai diroc l~p thanh bien ban.
Di~u 29. Ha so' huy tai li~u h~t gia tr]
H6 sa huy tai lieu het gia tri baa gom:
1. Quyet dinh thanh l~p H(>i d6ng;
2. Danh muc, to' trinh va ban thuyet minh tai li~u h~t gia tri;
3. Bien ban hop Hoi dong xac dinh gia tri tai li~u va Bien ban hop HQi d6nJ

tham tra xac dinh gia tri tai lieu; I
4. Van ban d~ nghi th~m dinh, xin y ki~n cua don vi co tai lieu h~t gia tri;
5. Van ban tham dinh cho y kien cua nguoi co tham quyen;
6. Quyet dinh huy tai lieu h~t gia tri;
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7. Bien ban ban giao tai lieu huy;
8. Bien ban huy tai lieu h~t gia tri.
H6 sa v~ huy tai lieu phai duoc bao quan trong thoi gian 20 nam k€ nr ngay

huy tai li~u tai hru tn1 Truong.
Muc2.

BAo QuAN, TO CHUC SdDl)NG TAl LI:E:U LUU TRU
Di~u 30. BaD quan titi Ii~u hru trfr
1. H6 sa, tai li~u cua Truong va cac t6 chirc diroc bao quan trong kho luu

tnr
a) 10 narn c16i voi tai lieu hanh chinh, tai lieu nghien ciru khoa hoc, irng

dung khoa hoc cong nghe, tai lieu xay dung co ban;
b) 02 nam voi tai lieu la phim, tai li~u ghi am, ghi hinh;
2. Sau thoi gian tren hru trtr Truong va cac t6 chirc lam cac thu tuc c1€bao

quan them, bao quan lau dai hoac l~p h6 sa c1€tieu huy theo quy dinh.
3. Nha tnrong, Phong Hanh chinh tong hop c6 trach nhiem darn bao cac tai

lieu luu trfr duoc bao quan theo cac tieu chuan ky thu~t quy dinh (an toan, phong
chong n6ng, ~m, moc, chay nc, con trung ... ).

4. Tu bo, phuc che tai lieu luu trfr bi hu hong hoac c6 nguy co bi hu hong
va cac tai lieu quy hiem.

Di~u 31. BaD quan titi Ii~u k~ toan
1. Tai lieu k€ toan phai bao quan, hru trfr theo quy che nay la ban chinh cac

tai lieu k€ toan c1uQ'Cghi chep tren gi~y, c6 gia tri phap ly v~ k~ toan gorn:
a) Chung tir k€ toan (chirng tir g6c va chung tir ghi s6);
b) s6 k€ toan (s6 ghi chi ti€t, the ke toan chi tiet, s6 ke roan tong hQP);
c) Bao cao tai chinh (bao cao tai chinh thang, quy, nam);
d) Cac tai lieu khac lien quan c1~nke toan (hop dong, quyet dinh phan phoi

cac quy, cac tai lieu lien quan c1€n thu, chi ngan sach, sir dung von, tai lieu lien
quan v~ thue, kiem tra, kiem toan ... ).

2. Thoi gian nop vao luu tnr Truong.
a) Tai lieu ke toan c6 nien c10ke toan c1aket thuc khong con suodung c1€ghi

s6 ke toan trong nien c10ke toan tiep theo, nop vao luu trtr Truong cham nhat Ia
12 thang k€ nr ngay ket thuc nien c10hay bao cao quyet toan von c1adiroc duyet;

b) Tai lieu ke toan lien quan c1engiai the, c6 phan h6a, chuyen c16ihinh thirc
so hfru, pha san, nop hru vao Truong cham nhat la 06 thang k€ nr ngay ket thuc
cong viec n6i tren.

Ke toan tnrong (hoac ngiroi phu trach ke toan) c6 trach nhiem phan loai,
s~p xep tai lieu va lam thu tuc dira tai lieu ke toan vao luu trir.

Di~u 32. Khai thac, SIT dung tai Ii~u k~ toan
Tai lieu ke toan trong thoi gian bao quan, hru trfr c6 gia tri phap ly trong

moi tnrong hop khai thac, sir dung hQ'P phap, Viec khai thac, Slr dung tai lieu ke
roan hru tn1 phai diroc sir c16ng y bang van ban cua Hieu tnrong (hoac nguoi duoc
uy quyen) va phai thirc hien tai noi luu tnr. Truong hop dac biet do co quan dieu
tra yeu cau thi can bQ luu tnr thuc hien va qua trinh tien hanh phai theo quy dinh
cua Phap luat.

Di~u 33. Thoi han hru trfr titi Ii~u k~ toan
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Cac tai lieu k~ toan duoc phan loai bao quan:
1. Thai han t5i thieu 05 nam tinh tir khi k~t thuc nien dQ k~ toan gom cac

tai lieu dung cho quan ly, dieu hanh thuong xuyen khong su dung tnrc tiep d~ ghi
s6 k~ toan va l~p bao cao tai chinh nam (nhu phieu nhap kho, phieu xuat kho,
phieu thu, phieu chi khong hru trong tap clurng tir k€ toan cua phong Tai chinh k~
toan, bao cao k€ toan hang ngay, thang, quy, 6 thang, 9 thang ... ).

2. Thai han 20 nam gorn cac tai li~u lien quan true tiep den ghi s6 ke roan
va l~p bao cao tai chinh nam nhir: tai lieu ke toan thuoc nien dQ ke toan; tai lieu
ke roan v~ d~u ttr du an hoan thanh (bao g6m tai lieu ke toan cac nien dQ ke toan
va tai lieu k~ toan v~ bao cao quyet toan von d~u tu dir an hoan thanh); tai li~u ke
toan v~ tai san c5 dinh (ca tai lieu thanh ly, nhuong ban); tai lieu ke toan v~ c6
phan h6a, giai the, chuyen d6i hinh thirc So'hiru; bien ban tieu huy tai lieu ke toan
luu tnr va cac tai lieu lien quan d~n tieu huy tai li~u ke toan.

3. Thai han tren 20 nam g6m cac tai lieu c6 tinh sir lieu, c6 y nghia kinh t~,
xii hQi nhu s6 ke toan tong hop; bao cao tai chinh nam; h6 sa bao cao quyet toan
von d~u tu du an hoan thanh, chung tir va cac tai li~u ke toan khac (viec xac dinh
hru tnr tren 20 nam do Nha tnrong xem xet tung tnrong hop C\1 th€ hoac giao cho
phong Tai chinh ke toan, hru tnr Truong hru trfr duoi hinh thirc ban goc hoac hinh
thirc khac).

4. Tai li~u het thoi gian bao quan nhung c6 lien quan d~n cac V\1 kien tung,
tranh chap, cac V\1 an dang hoac chua xet xu thi khong ap dung thai gian quy dinh
tren ma phai ap dung theo quy dinh cua phap lu~t hien hanh.

f)i~u 34. T6 chirc sir dung tai li~u hru tru Trurmg
1. MQi t6 chirc, ca nhan trong va ngoai Truong d~u duoc khai thac, sir dung

tai lieu luu trtr vi muc dich cong vu va cac nhu c~u rieng chinh dang.
2. Ca nhan ben ngoai Truong nghien ciru tai lieu vi m\1C dich cong V\1 phai

c6 gi.1y gioi thieu ghi r5 muc dich nghien ciru tai lieu va phai duoc Hieu tnrong
hoac Tnrong phong HCTH d6ng y.

f)i~u 35. Cac hlnh thirc sir dung tai Ii~u hru trfr,
1. Sir dung tai lieu hru trfr tai phong hru trir;
2. C.1p ban san tai lieu hru trfr, ban chung thuc tai lieu hru tnr;
3. Su' dung tai lieu luu trtr viet bai cho cac co quan thong tin dai chung;
f)i~u 36. Thsm quyen cho phep khai thac va sir dung tai li~u luu trfr
1. Hieu tnrong cho phep sir dung tai lieu quy hiern, tai lieu mat.
2. Truong phong HCTH cho phep suodung, san chup cac tai lieu luu tnr

thong thuong.
3. LUll trir Truong va cac t6 chirc duoc phep cho khai thac cac tai lieu luu

tnr thong thuong va san chup cac tai lieu khi duoc phep cua Truong phong HCTH
hoac phu trach van phong cac t6 chirc.

4. Viec san chup tai lieu va chirng thirc duoc thuc hien tai Phong HCTH.
Chuong IV

TO CHUC THTjC HIF;N
Di~u 37. Trach nhiem cua cac don vi
1. Truong cac don v'i, t6 chirc trong Truong chiu trach nhiem t6 chirc viec

thuc hien Quy che nay trong pham vi don vi va t6 chirc minh.
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2. Truong phong HeTH c6 trach nhiern bao cao lanh dao Truong v€ k€
hoach tri€n khai chung cua Truong va k€t qua thuc hien hang nam d€ b6 sung,
dieu chinh cho phu hop.

Di~u 38. Khen thuong va xiI' Iy ky lu~t
1. Don vi, t6 chirc va ca nhan c6 thanh tich trong viec thu thap, b6 sung,

bao quan, giao nQP tai lieu dfty du va t6 chirc khai thac t6t cac tai lieu hru trfr duoc
Nha tnrong khen thuong then quy dinh.

2. Nguoi nao chiern gifr, tieu huy tai li~u hoac c6 hanh vi vi pharn cac quy
dinh tren d~u phai XlI' Iy hoac b6i thirong tuy theo rmrc dQ vi pham.

Di~u 39. Hieu lire thi hanh
Quy che v~ cong tac Van thu hru tnr tai Truong D~i hoc Duoc Ha NQi c6

hieu hrc thi hanh k€ t11ngay ky quyet dinh ban hanh.

HI~UTRUONG

Nguy~n Dang Hoa
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Ph\ll\lC III
so DO BO TRJ CAC THE TRUC VAN BAN

20-25 mm
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30-35mm 6

9b I 7a ~I
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F ~: 7c I
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I: Quoc hi~u
2: Ten CO" quan, 16 chuc ban hanh van ban
3: ss. K)' hi~u cua van ban
4: Dia danh va ngay, thang, narn ban hanh van ban
5a: Ten loai va trich yeu nQi dung van ban
5b: Trich yeu nQi dung cong van hanh chinh
6: NQi dung van ban

7a, 7b, 7c: Ch ire V~I, ho ten va chir ky cua nguoi c6 tham quyen
8: D~u cua CC1 quan, t6 chuc
9a. 9b: Noi nhan
lOa: D~u chi mire elQ
l Ob: D~lI chi muc elQKh~n
1I: Ddu thu h6i va chi d~n v~ pham vi luu hanh
12: Chi d~n v~ du thao van ban
I J: Ky hieu nguoi danh may va 56 IU'Qng ban phat hanh

14: Dja chi co quan, t6 chirc; dia chi E-mail, elia chi Website; 56 eli~n thoai,
56 Telex, 56 fax thirong dung trong trao elbi va 6 el§u trang I ben trai.,
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