
CONG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Tir do - Hanh phuc
BO Tl/ PHAP

TRl/O’NG DAI HOC LUAT HA NOI

86:^03//QD-DHLHN Ha N6i, ngayj/ thdng 6 ndm 2021

QUYET DINH
/v A !\ “A. fQuy dinh chuc nang, nhiem vu, quyen ban va co’ cau to chirc

* * * X*cua Phong Hanh chinh - Tong hop

HIEU TRU’O’NG TRlTONG DAI HOC LUAT HA NOl • • • • •

Can cu Quyet dinh so 405-CP ngdy 10 thdng 11 ndm 1979 cua Hoi dong 
Chinh phu ve vice thdnh lap Truang Dai hoc Phdp ly Hd Noi (nay la Truang 
Dai hoc Ludt Hd Noi);

Can cu Quyet dinh so 868/QD-BTP ngdy 07 thdng 5 ndm 2016 cua Bo 
truang Bo Tu phdp quy dinh chuc nang, nhiem vu, quyen hqn, co cau to chuc 
cua Truong Dai hoc Ludt Hd Noi;

j?

Can cu Ludt Gido due dqi hoc ngdy 18 thdng 6 ndm 2012; Ludt sua doi, 
bo sung mot so dieu cua Ludt Gido due dqi hoc ngdy 19 thdng 11 ndm 2018;

Can cuNghi quyet so 3776/NQ-HDTDHLHN ngdy 23 thdng 10 ndm 2020 
cua Hoi dong trudng Truong Dqi hoc Ludt Hd Noi ban hanh Quy che To chuc 
vd Hoqt dong cua Trudng Dqi hoc Ludt Hd Noi;

Net de nghi cua Trudng phdng Phdng To chuc can bo vd Trudng phdng 
Phdng Hanh chinh - Tong hop.

QUYET DINH:
Dieu 1. Vj tri va chiic nang
1. Vi tri cua Phong Hanh chinh - Tong hop

9 r

Phong Hanh chinh - Tong hop la don vi chuc nang cap phong cua Truong 
Dai hoc Luat Ha Noi.

2. Chuc nang cua Phong Hanh chinh - Tong hop
r 9

a) Tham muu, giup Hieu truong trong cong tac ke hoach - tong hop;
b) Tham muu, giup Hieu trudng thuc hien cong tac hanh chinh va cong tac 

van thu, luu tru;
c) Tham muu, giup Hieu truong thuc hien hien cac nhiem vu ve truyen 

thdng, doi ngoai trong nuoc, le tan, khanh tiet;
d) Tham muu, giup Hieu trudng thuc hien cong tac thi dua, khen thuong 

cua Truong; Lam Thuong true Hoi dong thi dua khen thuong cua Truong;
r *

d) Quan ly noi bo cap don vi Phdng;
e) Thuc hien cac chuc nang khac theo su phan cong cua Hieu truong.
Dieu 2. Nhiem vu va quyen han
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A X1. Cong tac ke hoach - tong hop
a) Tham mim, giup Hieu trircmg xay dung va trien khai thuc hien cac de an, 

chien luge, ke hoach phat trien dai han, trung han, ngan han ciia Truong;
b) Tham muu, giup Hieu truong xay dung va trien khai thuc hien ke hoach 

cong tac hang nam va ke hoach cong tac khac cua Truong; theo doi, don doc cac 
don vi thuoc Truong thuc hien ke hoach cong tac cua Truong va phoi hop thuc 
hien ke hoach cong tac hang nam cua cac don vi thuoc Bo co lien quan toi 
Truong; to chuc gop y ke hoach cong tac nam va ke hoach khac cua cac don vi 
thuoc Bo Tu phap theo yeu cau chung; tham dinh ke hoach cong tac nam cua 
cac don vi thuoc Truong;

c) Chii tri hoac tham gia xay dung du thao de an, quy che, quy djnh trong 
cac llnh vuc thuoc pham vi nhiem vu, quyen han cua Phong theo su phan cong 
cua Hieu truong; to chuc gop y cac de an, quy che, quy dinh cua Truong, to 
chuc gop y cac van ban cua cac co quan, don vi khac theo su phan cong cua 
Hieu truong;

d) Chu tri, phoi hop xay dung cac bao cao tong hop lien quan den nhieu
A F %t \ F ^

ITnh vuc cong tac cua Truong theo yeu cau cua cap co tham quyen; chu tri, phoi 
hop vdi cac don vi xay dung bao cao cong tac thang, quy, nam, bao cao dot xuat 
cua Truong; thuc hien bao cao thong ke theo ITnh vuc, nhiem vu duoc giao; theo 
ddi, tong hop, danh gia tinh hinh, ket qua thuc hien cac ke hoach cong tac cua 
Truong;

F f 9

d) Phoi hop voi Van phong Bo Tu phap va cac don vi lien quan xay dung 
du thao Ket luan cua Lanh dao Bo Tu phap ve nhung noi dung lien quan den 
Truong;

F

e) Chu tri hoac phoi hop voi cac don vi, ca nhan thuoc Truong tham muu 
xay dung du thao ket luan cua Lanh dao Truong, cac ke hoach trien khai thuc 
hien cac nhiem vu thubng xuyen hoac dot xuat cua Truong;

g) Thong bao cac ket luan cua Bo Tu phap va cua cac co quan huu quan 
gui den Truong, cac quyet dinh, chi dao, thong bao cua Lanh dao Truong den 
cac don vi va ca nhan trong toan Truong qua true van ban dien tu hoac bang 
dubng cong van;

h) Theo doi, don doc, giam sat cac don vi thuoc Truong thuc hien cac Ket 
luan, ke hoach, nhiem vu duoc cap tren giao; kip thbi canh bao, nhac nhb va co

F F a AAA»Akien nghi dam bao tien dp theo yeu cau cong viec.

i

2. Cong tac hanh chinh, van thir, luu trCr
a) Xay dung lich cong tac hang tuan cua Lanh dao Truong va dang tai tren 

Cong thong tin dien tu cua Truong; theo doi, don doc viec thuc hien lich cong 
tac cua lanh dao Truong; du thao va trinh Hieu truong Quyet dinh cu di cong tac 
cua Lanh dao Truong;

b) Chu tri hoac phoi hop voi cac don vi lien quan chuan bi chuong trinh, 
npi dung, tai lieu d§ Lanh dao Truong di cong tac hoac tham du cac hoi nghi, 
hoi thao va cac cupc hop;
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c) Chu tri, phoi hgp vai cac don vi co lien quan tham miru cho Hieu tru'dng 
ve xay dung, to chuc thuc hien cac quy trinh quan ly chat luong theo tieu chuan 

ISO;
d) Tham mim cho Hieu trudng xay dung va thuc hien cac ke hoach, bien 

phap cai each thu tuc hanh chinh trong Trudng;
d) Tham muu, giup Hieu trudng quan ly, dieu hanh bo phan hanh chinh 

mot cua; de xuat cac giai phap, bien phap cung ung dich vu hanh chinh cho cac 
ca nhan, to chuc lien quan dam bao nhanh chong, tiet kiem, hieu qua, than thien;

r r * r * • /s. r

e) Thuc hien thu tuc cap giay gidi thieu va giay di dudng cho vien chuc, 
ngudi lao dong; thuc hien sao y ban chinh, trich sao hoac sao luc theo quy dinh 
cua phap luat va cua Trudng; xac nhan chu ky cua vien chuc, ngudi lao dong 
thuoc Trudng; ky thua lenh cac van ban do Hieu trudng giao;

g) La dau mdi tiep nhan thong tin, duy tri quan he giua Trudng vdi cac ca 
quan cap tren, cac Bo, Nganh, dia phuang va cac ca quan, to chuc khac; quan ly 
thong tin lien lac va bao mat thong tin, tai lieu theo quy dinh cua phap luat va 
ciia Bo, nganh lien quan;

h) Tham muu, giup Hieu trudng to chuc thuc hien edng tac van thu, luu tru
> r

theo quy dinh phap luat ve van thu, luu tru va quy che van thu - luu tru ciia 
Trudng; dam bao viec tiep nhan va chuyen phat thong tin den Trudng qua true

> * r r , m ^
van ban dien tu va nguon van ban giay mot each thong suot, dung thdi han; kiem 
soat viec phat hanh van ban noi bp va van ban ra ngoai theo dung trinh tu quy 
dinh va dung thdi han;

i) Tiep nhan, kiem tra the thuc, ky thuat trinh bay van ban; kiem soat ho so 
giai quyet edng viec cua cac don vi trude khi trinh Lanh dao Trudng ky, phe 
duyet;

r * > /\«\/\/\ ' 9k) Quan ly con dau cua Trudng Dai hoc Luat Ha Noi va bo ten khac cua
r t r* ' ' "•*aaa>lanh dao Trudng; dong dau van ban, giay td theo dung quy djnh ve the thuc va 

thu tuc hanh chinh;
l) Tham muu, giup Hieu trudng chi dao, kiem tra edng tac luu tru tai lieu; 

hudng dan cac don vi lap va giao nop ho so edng viec, tai lieu vao luu tru 
Trudng theo dung quy dinh; tham muu, giup Hieu trudng xay dung va quan ly 
kho luu tru (gdm ca kho luu tru dien tu) ciia Trudng va phuc vu viec khai thac, 
su dung kho luu tru theo quy dinh.

3. Cong tac truyen thong va td chuc su’ kien, le tan, khanh tiet
a) Tham muu cho Hieu trudng ve viec phdi hop vdi cac dan vi thude Bd, 

cac ca quan td chuc cd lien quan thuc hien edng tac thong tin, bao chi ve cac 
boat dong cua Bd, nganh va ciia Trudng;

r y F , r 9 rb) Chii tri xay dung ke hoach truyen thong hang nam; phdi hop vdi cac dan
' • r * or • ry • a avi thude Trudng thuc hien ke hoach quang ba thuang hieu, chien luge truyen 

thong ndi bd va truyen thong ben ngoai; quan ly viec su dung hinh anh ciia 
Trudng tren cac tai khoan mang internet; theo doi cac su kien lien quan den
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9 t r \ r y • /\Truang, cac don vi thuoc Truong de dua tin hoac canh bao ve cac hanh vi xam 
pham hinh anh, uy tin, thuong hieu cua Truong;

c) Chu tri, phoi hop voi cac don vi lien quan to chuc hop bao, phat ngon 
khi dupe Hieu trudng phan cong theo quy dinh cua phap luat va Quy che phat 
ngon va cung cap thong tin cho bao chi cua Truong Dai hoc Luat Ha Noi;

d) Tham muu cho Hieu trudng ky ket hop dong hop tac truyen thong voi 
doi tac; to chuc, phan edng va quan ly mang ludi cpng tac vien de thu thap tin 
tuc, dua tin ve cac boat dong cua Trudng tren mang truyen thong noi bp va cac 
phuong tien thong tin dai chung;

d) Tham muu, giup Hieu trudng quan ly, phat trien, dieu hanh tong the
noi dung Cong thong tin cua Trudng; theo doi, don doc, phdi hop voi cac don9 >
vi thupc Trudng xay dung, cap nhat thuong xuyen thong tin ve cac boat dong 
cua Trudng, cua cac don vi thupc/truc thupc Trudng theo quy dinh va theo 
phan cong cua Hieu trudng;

e) Chu tri to chuc xay dung bp nhan dien thuong hieu cua Trudng; chu tri, 
phdi hop voi cac don vi lien quan xay dung va phat hanh cac an pham truyen 
thong cua Trudng; phat hanh cac an pham gidi thieu ve Trudng hoac boat dong 
cua Trudng;

g) Quan ly, giam sat cac boat dong thong tin truyen thong noi bo theo quy 
dinh cua Trudng;

r r

h) Chu tri xay dung bp qua tang doi ngoai cua Trudng; quan ly, cap phat 
qua tang doi ngoai dam bao dung ke hoach, dung doi tupng; tiet kiem, hieu qua;

9

i) Tham muu, giup Hieu trudng xay dung, phat trien, quan ly co so du lieu
> \ r \ r

ve cac tu lieu, cac hien vat truyen thong, Phong truyen thong cua Trudng, cong
r # # 9

tac tiep nhan qua luu niem, hien vat luu niem cac co quan, don vi, to chuc, ca
* r • • • a . , a Anhan tang Trudng; chu tri, phoi hop voi cac don vi cap nhat thong tin, hien vat 

' * 'r * • , y ^ truyen thong cua Truong; cong tac khai thac, su dung hieu qua Phong truyen
thong trong cac dip ky niem, ngay le va su kien cua Trudng;

k) Chu tri, phoi hop to chuc cac su kien, hoi nghi cap Trudng hang nam 
gdm cd Hoi nghi cong tac dau nam, Hoi nghi vien chuc, ngudi lao dong; cac Le 
Ky niem ngay Nha giao Viet Nam, Ngay truyen thong (10.11), Ngay Phap luat 
Viet Nam va cac hoi nghi, su kien cap Trudng khac theo phan cong cua Hieu 
trudng;

f • A A /• Al) Phoi hop voi cac don vi trong Trudng va don vi thupc Bo Tu phap to 
chuc cac chuong trinh, hoi nghj, hpi thao va su kien khac theo ke hoach hoac 
phan cong cua Hieu trudng;

m) Tham muu, giup Hieu trudng thuc hien cong tac le tan cua Trudng 
trong cac su kien, chuong trinh cua Trudng dam bao chuyen nghiep, nghiem 
tuc, than thien va hieu qua; chu tri hoac phdi hop tiep don cac doan khach trong 

nude va qude te;
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n) Quan ly, bo tri su dung hap ly, hieu qua cac phong hop (A 207, 211, 
401, 402; phong hop tang 3 nha F va cac phong hop, lam vice khac duac giao).

4. Cong tac thi dua, khen thuong
a) Tham mim, de xuat vdi Hieu truang ve chii truang, chinh sach, noi 

dung, chirang trinh, ke hoach, bien phap to chuc phong trao thi dua; tham mim 
xay dung, hoan thien the che ve thi dua, khen thudng cua Truang;

b) La dan vi lam nhiem vu thudng true cua Hoi dong Thi dua - Khen 
thudng, Hoi dong sang kien cua Trudng Dai hoc Luat Ha Noi;

c) Tuyen truyen, pho bien, hudng dan va to chuc thuc hien cac quy dinh 
cua phap luat ve thi dua, khen thudng; Hudng dan, don doc, lap bao cao va luu 
giu ho so, minh chung ve thi dua, khen thudng cua Trudng;

d) Trien khai phat dong phong trao thi dua; tong ket, danh gia cong tac thi 
dua, khen thudng, binh xet cac danh hieu thi dua, hinh thuc khen thudng, gui 
bao cao va ho sa de nghi xet danh hieu thi dua, hinh thuc khen thudng theo quy 
dinh;

d) La dau moi giup Hieu trudng thuc hien nhiem vu, quyen han trong Cum 
thi dua, Khu vuc thi dua nganh Tu phap;

e) Chu tri, phoi hqp cac don vi va ca nhan co lien quan giai quyet khieu nai, 
to cao ve thi dua, khen thudng thuoc tham quyen cua Trudng theo quy dinh ciia 
phap luat.

5. Cac nhiem vu, quyen han khac theo phan cong cua Hieu trudng
a) Tham muu, giup Hieu trudng thuc hien cong tac quan ly van bang, 

chung chi cua Trudng theo quy dinh; chu tri tham muu vdi Hieu trudng ve thiet 
ke, in phoi bang, chung chi va quan ly, cap phat phoi van bang, chung chi; tong 
hop so lieu lien quan den van bang, chung chi bao cao cac ca quan co tham 
quyen ve cong tac van bang, chung chi cua Trudng Dai hoc Luat Ha Noi theo 
quy djnh phap luat va Quy dinh ve quan ly van bang, chung chi cua Trudng;

b) Chu tri, phoi hop vdi cac don vi co lien quan tham muu, giup Hieu 
trudng xay dung va thuc hien Quy che thuc hien dan chu trong Trudng Dai hoc 
Luat Ha Noi; quan ly horn thu gop y cua vien chuc, ngudi lao dong lien quan 
den thuc hien dan chu trong Trudng; tiep nhan thong tin phan anh ve tinh hinh 
dan chii trong Trudng;

c) Tham muu, giup Hieu trudng thuc hien cong tac ket noi vdi Mang ludi 
cac ca sd dao tao luat Viet Nam va cac trudng thanh vien mang ludi;

d) Thuc hien nhiem vu, quyen han khac theo quy dinh hoac phan cong ciia 
Hieu trudng.

6. Ve cong tac quan ly noi bo cap don vi
a) Lap va trinh Hieu trudng phe duyet ke hoach cong tac hang nam cua 

Phong; de xuat lich cong tac, lam viec cua lanh dao Trudng trong ITnh vuc cong 
tac ciia Phong; xay dung danh muc cong viec, nhiem vu thudng xuyen hang nam
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va bo thu tuc hanh chinh thyc hien cong viec, nhiem vu cua Phong;
9 • /Cb) Xay dung va trinh Hieu truang ban hanh va to chuc thi hanh Quyet 

dinh quy dinh chuc nang, nhiem vu, quyen han va ca cau to chuc cua Phong; to 
chuc thuc hien cac quy che, quy trinh, huong dan cua phap luat va cua Truong 
trong ITnh vuc cong tac cua Phong; xay dung va thuc hien quy dinh/hubng dan 
ve le loi lam viec va moi quan he cong tac cua cac ca nhan trong Phong;

c) Thuc hien cong tac quan ly vien chuc, nguoi lao dong cua Phong theo
f y

phan cap, quy dinh va huong dan ciia Truong bao gom:
y r r r r

- Xay dung, giu gin va phat huy truyen thong doan ket va thong nhat trong
Phong;

y r f t r \ \

- De xuat tuyen dung vien chuc hoac ky ket hop dong lam viec, hop dong
r • • • ' • * • y' • rlao dong doi vdi vien chuc don vi theo quy dinh; de xuat kien toan vien chuc,

? f 9 r r r • /\ •> • /y r 'ry • r • • /ylanh dao, quan ly; to chuc lay tin nhiem, bo phieu tin nhiem gidi thieu quy 
hoach, de xuat bo nhiem vien chuc trong pham vi tham quyen cua don vi;

- Xay dung ban mo ta cong viec va nhiem vu thubng xuyen ciia tung vi tri 
viec lam trong Phong; to chuc phan cong cong viec thubng xuyen, dot xuat theo 
vi tri viec lam va nang luc trinh do chuyen mon, nghiep vu; quan ly thbi gian lao 
dong, cham cong dbi vbi cac vien chuc va nguoi lao dong trong Phong;

• r r r • /y y A a»a t r * 9A9 »a r- Giam sat, phat hien va de xuat viec xu ly vi pham ky luat ciia vien chuc
r r 'hoac nguoi lao dong; ra soat, de xuat tinh gian bien che, cham dut hop dong lam 

viec, hop dong lao dong doi vbi nguoi dang lam viec tai don vi theo yeu cau 
chung;

y r * y^ t a a •

- De xuat va thuc hien dao tao, bbi duong chuyen mon, nghiep vu cho 
vien chuc va nguoi lao dong trong Phong; to chuc trao doi, huong dan chuyen 
mon, nghiep vu trong noi bo don vi;

- Trien khai cong tac tap su, thuc tap, thu viec cua vien chuc hoac nguoi 
lao dong; thuc hien phan loai, danh gia chat lupng danh gia vien chuc va nguoi 
lao dong trong pham vi tham quyen cua don vi; to chuc va thuc hien ke khai tai 
san, thu nhap, bo sung ly lich vien chuc va nguoi lao dong doi vbi cac vien chuc 
va nguoi lao dong trong Phong theo quy djnh;

- Cac nhiem vu, quyen han khac trong quan ly vien chuc, nguoi lao dong 
theo quy dinh.

d) Thuc hien cong tac van thu, luu tru cua don vi, lap, quan ly va nop luu 
tru ho so cong viec theo quy dinh;

d) Quan ly, su dung va bao ve tai san, trang thiet bi do Truong cap hoac 
giao; thuc hien cac quy dinh ve tai chinh cua Truong va phap luat;

e) Bao cao ket qua cong tac va phuong huong nhiem vu cong tac ciia don 
vi, ca nhan trong don vi; thuc hien bao cao, thong ke theo chuc nang, nhiem vu 
ciia don vi theo quy dinh hoac yeu cau ciia phap luat va ciia Truong; chap hanh 
cong tac thanh tra, Idem tra ciia Hieu trubng va cac co quan cb tham quyen theo 
quy dinh;
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g) To chii'c trien khai cac phong trao thi dua, cac boat dong van boa, van 
nghe, the due the thao, tham gia quyen gop ung ho... do Truong hoac cac co 
quan, to chuc, don vi to chuc phat dong theo quy dinh hoac phan cong; bao cao 
thanh tlch thi dua cua don vi va cac ca nhan, binh xet thi dua, de nghi khen 
thudng trong pham vi tham quyen cua don vi;

h) Phan anh, bao cao voi Hieu trudng ve nhung kho khan va vudng mac 
va de xuat cac giai phap, kien nghj de khac phuc va nang cao hieu qua cong tac 
cua Phong, cua Truong.

7. Phoi hop voi cac don vi, to chuc, ca nhan trong va ngoai Trudng trong 
pham vi chuc nang, nhiem vu cua Phong va su phan cong cua Hieu trudng.

Dieu 3. Trach nhiem va moi quan he cong tac
Trach nhiem va mdi quan he cong tac giua Phong voi Hieu trudng, cac 

Phd Hieu trudng, cac don vi thupc Trudng va cac to chuc, ca nhan cd lien quan 
khac dupe thuc hien theo Quy che To chuc va boat dong cua Trudng Dai hoc 
Luat Ha N6i, Quy che lam viec cua Trudng Dai hoc Luat Ha Noi, cac quy che, 
quy djnh noi bo cua Trudng co lien quan cu the nhu sau:

1. Trudng phong chiu su chi dao, lanh dao cua Hieu trudng, Pho Hieu 
trudng phu trach don vi, linh vuc cong tac (neu co); co trach nhiem to chuc thuc 
hien, bao cao va chiu trach nhiem trude Hieu trudng, trude Phd Hieu trudng phu

* " ' * y r o • r\trach don vi, linh vuc cong tac (neu cd) va trude phap luat ve ket qua thuc hien 
cong viec dupe giao;

2. Trudng phong la dau mdi giup Lanh dao Trudng thuc hien phoi hop voi 
cac co quan, don vi trong va ngoai Trudng cd lien quan ve cac linh vuc thupc 
pham vi chuc nang, nhiem vu cua Phong; thua uy quyen cua Hieu trudng bao 
cao ve cac boat dong cua Trudng trude Hoi dong trudng;

3. Trong qua trinh trien khai thuc hien nhiem vu, quyen han quy dinh tai 
Dieu 2, neu phat sinh nhung van de cd lien quan den chuc nang, nhiem vu, 
quyen han cua cac don vi khac thupc Trudng thi Phong cd trach nhiem chii tri,

r • * • • r ry • o • ryphoi hop voi don vj do de giai quyet;
4. Khi cd yeu cau cua cac don vi khac thude Trudng trong viec giai quyet 

cac van de thupc chuc nang, nhiem vu cua don vi do ma cd lien quan den linh 
vuc thupc pham vi chuc nang cua Phong thi Phong cd trach nhiem phoi hop giai

r

quyet;
5. Trudng hop phat sinh van de vupt qua tham quyen hoac cd y kien khac 

nhau giua Phong voi cac don vi khac thupc Trudng thi Trudng phong cd trach 
nhiem bao cao Hieu trudng hoac Phd Hieu trudng phu trach don vi hoac linh 
vuc cong tac xem xet, quyet djnh theo quy djnh.

Dieu 4. Co1 cau to chirc
1. Lanh dao phong:
- 01 (Mot) Trudng phong va khdng qua 02 (hai) phd trudng phong;
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- Nhiem vu, quyen han va che do trach nhiem cua Tmang phong, Pho 
Truong phong thuc hien theo quy djnh cua Quy che to chuc cua Truong Dai hoc 
Luat Ha Noi va Quy che lam viec cua Truong Dai hoc Luat Ha Nqi va cac quy 
dinh khac co lien quan cua Truong.

2. Vien chiirc va nguoi lao dong
S6 luong nguoi lam viec ciia Phong gom co vien chuc, nguoi lao dong do 

Hieu truong quyet dinh.
Viec phan cong cong tac doi vdi cac vien chuc, nguoi lao dong cua Phong 

do Truong phong quyet dinh phu hop voi cac quy dinh ve vi tri viec lam cua 
phap luat va cua Truong.

Vien chuc, nguoi lao dong dupe phan cong thuc hien nhiem vu theo cac 
nhom nhiem vu (goi la cac bo phan) nhu sau:

- Bo phan tong hop, giup viec Ban Giam hieu;
- Bp phan van thu, luu tru, hanh chinh mot cua;
- Bp phan truyen thong - to chuc su kien - le tan.
f)ieu 5. Hieu luc thi hanh • •

r • • ^ y y r1. Quyet dinh nay co hieu luc ke tu ngay ky.
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2. Truong phong Phong To chuc can bp, Truong phong Phong Hanh chinh
- Tong hop, Thu truong cac don vi thupc Truong va cac to chuc, ca nhan co lien 
quan chiu trach nhiem thi hanh Quyet dinh
Nffinhan:

- Nhu Dieu 5;
- Bo Tu phap (de bao cao);
- Dang uy (de bao cao);
- Hoi dong truong (de bao cao);
- Cac Pho Hieu truong (de biet);
- Cac to chuc CT- XH trong Truong (de biet);
- Cong TTDT cua Truong (de cong khai);
- Luu: VT, TCCB.

DKTRIONG

3 dai hoc hjat ;
HA NOI , T>

> a rung Kien


