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QUYET DINH

Ve vice ban hanh Quy che Bao ve bi mat nha nuoc 
ciia Truong Dai hoc Luat Ha Noi

HIEU TRUONG TRlTONG DAI HOC LUAT HA N0I
Can cu Quyet tfinh so 405/CP ngay 10/11/1979 ciia Hoi dong Chink phu 

ve viec thank lap Truong Dai hoc Phdp ly Ha Noi (nay Id Truong Dai hoc Luat 
Ha Noi;

Can cu Quyet dink so 868/QD-BTP ngay 07/5/2015 cua Bo tuong Bo Tu 
phdp quy dinh chuc ndng, nhiem vu, quyen hqn vd co cdu to chuc cua Truong Dai 
hoc Luat Hd Noi;

Can cu Luat Bao ve bi mat nha nude ngay 25 thdng 11 ndm 2018;
Can cu Nghi dinh so cua 26/2020/ND-CP ngay 18 thdng 02 ndm 2020 ciia 

Chink phu quy dinh chi tiet mot so dieu cua Luat Bao ve bi mat nha nude;

Can cu Quyet dinh so 809/QD-TTg ngay 10 thdng 6 ndm 2020 ciia Thu tuong 
Chink phu ve ban hanh danh muc bi mat nha nude thuoc link vuc gido due vd ddo 

tqo;
Can cu Thong tu so 24/2020/TT-BCA ngay 10 thdng 3 ndm 2020 cua Bo 

Cong an ve ban hanh bieu man sir dung trong cong tdc bdo ve bi mat nha nude;

Can cu Quyet dinh so 1326/QD-BTP ngay 18/8/2021 ciia Bo trudng Bo Tu 
phdp ban hanh quy che Bdo ve bi mat nha nude ciia Bo Tu phdp;

Theo de nghi ciia Trudngphong Hanh chinh - Tong hop.

QUYET DINH:
Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che Bao ve bi mat nha nuoc 

cua Trudng Dai hoc Luat Ha Noi.
Dieu 2. Quyet dinh nay co hieu lire ke tu ngay ky.
Dieu 3. Cac trudng dan vj va ca nhan co lien quan chiu trach nhiem thi hanh 

Quyet dinh nay^.^-
No’i nhan: -H-—
-Nhir Dieu 3;
-Dang uy, Hoi dong Trudng (de bao cao);
-Cac Pho Hieu trudng (de chi dao);
-Luu: VT, HCTH

TRLTONG

/ TRLfeiNG VQ 
/ DAI HOC fyj

HANOI
-o-

^ Dn^rffrrung Kien
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CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phuc

BO TU' PHAP
TRUONG DAI HOC LUAT HA NOl

QUY CHE
Bao ve bi mat nha nuoc ciia Truong Dai hoc Luat Ha Noi

(Kern theo Quyet tfinh so ^513 /QD-DHLHN ngay tfZthdng pf nam^Ollcua 
Hieu truang Truong Dai hoc Luat Ha Noi)

Chuong I
NHCrNG QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh, doi tuong ap dung

1. Quy che nay quy dinh viec soan thao, sao, chup, giao, nhan, van chuyen, 
dang ky, thong ke, luu giu, bao quan tai lieu, vat dura bi mat nha nude (BMNN); 
cung cap, chuyen giao BMNN; to chuc hoi nghi, hoi thao, cuoc hop cd noi dung 

BMNN; dieu chinh do mat, giai mat; tieu huy tai lieu, vat chua BMNN; trach 

nhiem trong edng tac bao ve BMNN cua Truong Dai hoc Luat Ha Noi.

2. Quy che nay ap dung doi vdi cac don vi, vien chuc, ngirdi lao dong, ngubi 
hoc cua Truong va cac don vi, ca nhan cd lien quan trong viec quan ly, sir dung 

tai lieu, vat mang BMNN cua Truong.

Dieu 2. Bi mat nha nubc do Truong quan ly va bao ve

1. Bi mat nha nude do Truong quan ly va bao ve la nhung tai lieu, vat chua 

BMNN da dupe an dinh va dong dau cac dp Mat, Tdi mat, Tuyet mat tu noi khac 

gui den Truong va tu Truong gui den cac co quan, to chuc, don vi, ca nhan.

2. Danh muc BMNN do Truong quan ly va bao ve la cac tai lieu dupe quy 

dinh trong cac van ban phap luat cua Nha nude trong ITnh vuc dao tao, tu phap va 

cac ITnh vuc khac theo quy dinh.

Dieu 3. Nguyen tac bao ve bi mat nha nuoc
f ao

1. Thuc hien dudi su lanh dao ciia Dang uy, su quan ly thong nhat cua 

Truong; phuc vu nhiem vu chinh tri dupe giao, bao ve loi ich cua Truong, quyen 

va loi ich hop phap cua don vi, ca nhan.

2. Bao ve BMNN la trach nhiem cua cac don vi, ca nhan cd lien quan tdi viec 

quan ly, su dung BMNN ciia Truong.

3. Viec quan ly, su dung BMNN bao dam dung muc dich, tham quyen, trinh 

tu, thii tuc theo quy dinh ciia phap luat.
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4. Chu dong phong ngua; kip thdi phat hien, ngan chan, xu ly nghiem hanh 

vi vi pham phap luat ve bao ve BMNN.

5. BMNN dugc bao ve theo thoi ban quy djnh cua Luat Bao ve BMNN, bao 

dam quyen tiep can thong tin cua vien dure, nguoi lao dong va ngudi hoc theo 

quy dinh cua phap luat.

Dieu 4. Cac hanh vi b| nghiem cam trong bao ve bi mat nha nuoc

1. Lam 16, chiem doat, mua, ban BMNN; lam sai lech, hu hong, mat tai lieu, 
vat chua BMNN.

2. Thu thap, trao doi, cung cap, chuyen giao BMNN trai phap luat; sao, chup, 
lim giu, van chuyen, giao, nhan, thu hoi, tieu huy tai lieu, vat chua BMNN trai 
phap luat va Quy che nay.

3. Mang tai lieu, vat chua BMNN ra khoi noi luu giu trai phap luat va Quy
A \che nay.

7 ^

4. Loi dung, lam dung viec bao ve BMNN, su dung BMNN de thuc hien, 
che giau hanh vi vi pham phap luat, xam pham quyen va loi ich hop phap hoac 

can tro boat dong cua Truong va cac co quan, to chuc, ca nhan.

5. Soan thao, luu giu tai lieu co chua noi dung BMNN tren may tinh hoac 

thiet bj khac da ket noi hoac dang ket noi voi mang Internet, mang may tinh, mang 

vien thong, tru trudng hop luu giu BMNN theo quy djnh cua phap luat ve co yeu.

6. Truyen dua BMNN tren phuong tien thong tin, vien thong trai voi quy 

dinh cua phap luat ve co yeu.

7. Chuyen muc dich su dung may tinh, thiet bj khac da dung de soan thao, 
luu giu, trao doi BMNN khi chua loai bo BMNN.

8. Su dung thiet bi co tinh nang thu, phat tin hieu, ghi am, ghi hinh trong hoi 
nghi, hoi thao, cuoc hop co noi dung BMNN duoi moi hinh thuc khi chua dugc 

nguoi co tham quyen cho phep.

9. Bang tai, phat tan BMNN tren phuong tien thong tin dai chung, mang 

Internet, mang may tinh va mang vien thong.

10. Su dung BMNN khi chua dugc co quan tham quyen cap phep.

11. Cac hanh vi khac theo quy dinh cua phap luat va cua Truong.

CHl/ONG II

QUAN LY TAI LIEU, VAT CHU A BI MAT NHA NUOC DEN
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Dieu 5. Tiep nhan, dang ky tai lieu, vat chua bi mat nha nuoc den

1. Van thu Truang, Van thu dan vi co trach nhiem tiep nhan, dang ky tai 
lieu, vat chua BMNN den trinh Lanh dao Trudng, Lanh dao dan vi hoac chuyen 

dan vi, ca nhan co tham quyen giai quyet.

Tai lieu, vat chua BMNN den phai dang ky vao So dang ky BMNN den theo 

Phu luc I Quy che nay.

2. Truang hop tai lieu, vat chua BMNN den co dau “Chi ngudi co ten mdi 
duoc hoc”, Van thu dang ky vao So va chuyen ngay den ngudi co ten tren phong

r r r rs. ohi. Neu ngudi co ten tren phong bi di vang va tren phong bi co dong dau “Hda 

toe” thi chuyen den ngudi co tham quyen giai quyet hoac ngudi dupe uy quyen 

giai quyet.

3. Trudng hop tai lieu, vat chua BMNN gui den ma khdng thuc hien dung 

quy dinh ve bao ve BMNN thi chuyen ngay den ngudi co tham quyen hoac ngudi 
co ten tren phong bi (ddi vdi trudng hop gui dich danh) giai quyet, dong thdi thong 

bao cho co quan, don vj gui biet de co bien phap khac phuc.

Trudng hop phat hien tai lieu, vat chua BMNN gui den co dau hieu boc, md 

bi hoac bi trao ddi, mat, hu hong thi ngudi nhan phai bao ngay cho ngudi co tham 

quyen de co bien phap xu ly.

Dieu 6. Trinh, chuyen giao tai lieu, vat chua bi mat nha nuoc den

1. Sau khi tiep nhan, dang ky tai lieu, vat chua BMNN, Van thu Trudng, Van 

thu don vi trinh trong ngay, cham nhat la trong ngay lam viec tiep theo den nguoi 
co tham quyen chi dao giai quyet va chuyen giao cho don vi hoac ca nhan dupe 

giao xu ly. Tai lieu, vat chua BMNN co dau chi muc dp khan phai dupe trinh va 

chuyen giao ngay sau khi nhan.

2. Can cu y kien chi dao cua ngudi co tham quyen, Van thu chuyen cho don 

vi, ca nhan dupe giao chu tri giai quyet. Ddi vdi tai lieu, vat chua BMNN lien 

quan ddn nhidu don vi hoac ca nhan thi xac djnh ro don vi hoac ca nhan chu tri, 
phdi hop va thdi han giai quyet.

3. Thu trudng don vi thude Trudng cd trach nhiem chuyen lai tai lieu, vat 
chua BMNN cho Phong Hanh chinh - Tdng hop ndu khdng dung chuc nang, 
nhiem vu giai quyet cua don vj; khdng dupe chuyen true tiep tai lieu, vat chua 

BMNN nay cho don vi khac.



4
r r ^ •

4. Trirang hap tai lieu, vat chua BMNN gui den co dong dau “Tai lieu thu 

hoi” thi don vi, ca nhan nhan tai lieu, vat chua BMNN sau khi giai quyet xong 

phai gui lai dung thdi han ghi tren tai lieu.

Dieu 7. Sao, chup tai lieu, vat chira bi mat nha nuoc den

1. Sao tai lieu BMNN la viec chep lai hoac tao ra ban khac theo dung npi 
dung ban goc hoac ban chinh cua tai lieu. Chup tai lieu, vat chua BMNN la viec 

ghi lai bang hinh anh tai lieu, vat chua BMNN.

Hinh thuc sao tai lieu BMNN gom sao y ban chinh, sao luc va trich sao.

2. Viec sao, chup tai lieu, vat chua BMNN phai tien hanh tai dia diem bao 

dam an toan do Hieu truong quy dinh. Viec sao, chup phai duoc ghi vao “So quan 

ly sao, chup BMNN”.

3. Ban sao tai lieu BMNN phai dong dau sao; ban chup tai lieu, vat chua 

BMNN phai co van ban ghi nhan viec chup. Chi sao, chup dung so ban cho phep 

va tieu huy ngay ban du thua, ban hong, ban sao, chup duoc thuc hien theo dung 

quy dinh co gia tri phap ly nhu ban chinh va phai duoc bao ve nhu ban goc.

4. Phuong tien, thiet bi su dung de sao, chup tai lieu, vat chua BMNN khong 

duoc ket noi voi mang Internet, mang may tinh, mang vien thong, tru truong hop
• A • 9 r A A Athuc hien theo quy dinh cua phap luat ve co yeu.

5. Tham quyen cho phep sao, chup tai lieu, vat chua BMNN

a) Hieu truong cho phep sao, chup tai lieu, vat chua BMNN do Toi mat va 

do Mat va theo quy djnh cua Nha nude;

b) Hieu truong co the uy quyen cho Pho Hieu truong thuc hien tham quyen 

cho phep sao chup tai lieu, vat chua BMNN:

Viec uy quyen cho phep sao, chup tai lieu, vat chua BMNN dupe thuc hien 

thudng xuyen hoac theo tung truong hop cu the va phai dupe the hien bang van 

ban, trong do xac djnh ro pham vi, npi dung, thdi han uy quyen;

Pho Hieu truong dupe uy quyen cho phep sao, chup tai lieu, vat chua BMNN 

phai chiu trach nhiem ve quyet dinh cho phep sao, chup cua minh trubc Hieu 

truong va trude phap luat, dong thdi khong dupe uy quyen tiep cho ngudi khac
•a o • • y A > r6. Viec sao, chup phai dupe ghi vao So quan ly sao, chup BMNN theo Phu

r r

luc III Quy che nay. Ban sao tai lieu, vat chua BMNN phai dong dau sao; ban sao, 
chup tai lieu, vat chua BMNN phai dupe danh so, cd gia tri phap ly nhu ban chinh 

va dupe bao ve nhu ban goc.
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Ban trich sao tai lieu, vat chua BMNN phai thirc hien theo mau trich sao theo 

Phu luc IV Quy che nay.

CHUONG III

QUAN LY TAI LIEU, VAT CHUA BI MAT NHA NUOC DI

Dieu 8. Quan ly, bao ve, lira giu' du' thao van ban, tai lieu bi mat nha nuoc

1. Dir thao van ban, tai lieu co noi dung BMNN phai dugc quan ly, bao ve, 
luu giu nhu van ban ban hanh chinh thuc tu khi soan thao den khi hoan thanh viec 

so an thao.

2. Khong soan thao, luu giu tai lieu, vat chua BMNN tren may tinh hoac 

thiet bi khac da ket noi hoac dang ket noi voi mang Internet, mang may tinh, 
mang vien thong.

Dieu 9. Xac djnh bi mat nha nuoc va do mat cua bi mat nha nuoc

1. Don vj hoac ca nhan soan thao, tao ra thong tin can cu Dieu 2 Quy che 

nay de xac dinh BMNN, do mat cua BMNN, noi nhan, so lirong ban phat hanh, 
dugc phep hoac khong dugc phep sao, chup tai lieu, vat chua BMNN tai ho so 

trinh duyet ky van ban hoac van ban xac dinh do mat cua vat, dia diem, loi noi, 
boat dong chua BMNN va co trach nhiem bao ve noi dung BMNN trong qua trinh 

soan thao, tao ra. Tai lieu BMNN phai the hien noi nhan, so lugng ban phat hanh, 
ten ngudi soan thao, dugc phep hoac khong dugc phep sao, chup b muc noi nhan 

cua tai lieu. Truong hpp van ban dien tu, ngudi soan thao phai tao dau chi do mat 
tren van ban sau khi dugc ngudi co tham quyen xac dinh BMNN va do mat cua 

BMNN; van ban dien tu khi in ra de phat hanh dong dau do mat theo quy dinh.

2. Don vi hoac ca nhan tiep nhan thong tin thuoc danh muc BMNN, nhung 

chua dugc xac dinh la BMNN phai bao cao Hieu trubng va chuyen den don vi co 

chuc nang xu ly. Ngudi dugc giao xu ly phai co van ban de xuat Hieu trubng xac 

dinh bi mat BMNN, do mat cua BMNN, noi nhan, so lugng ban phat hanh, dugc 

phep hoac khong dugc phep sao, chup tai lieu, vat chua BMNN. Thong tin tiep 

nhan phai dugc bao ve trong qua trinh tiep nhan va xu ly.

3. Viec xac dinh BMNN va do mat BMNN phai can cu vao danh muc BMNN 

va quy dinh phap luat hien hanh co lien quan.

4. Trubng hgp su dung BMNN cua co quan, to chuc khac thi phai xac dinh 

do mat tuong ung.

5. Trubng hgp thong tin trong cung mot tai lieu, vat chua BMNN thuoc danh 

muc BMNN co do mat khac nhau thi xac dinh theo do mat cao nhat.
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Dieu 10. Cap so, thoi gian ban hanh tai lieu, vat chua bi mat nha nu,6c di

Viec cap so, thoi gian ban hanh cua tai lieu, vat chua BMNN dirge thuc hien 

theo quy dinh ve cong tac van thu.

Dieu 11. Dang ky tai lieu, vat chua bi mat nha nuoc di

Tai lieu, vat chua BMNN di phai dang ky vao So dang ky BMNN di theo 

Phu luc II Quy che nay.

Dieu 12. Sao, chup tai lieu, vat chua bi mat nha nuoc di

Thuc hien theo Dieu 7 ciia Quy che nay

CHLTONG IV

BAG QUAN, SU DUNG, Ll/U GIU, CUNG CAP, CHUYEN GIAO, 
DIEU CHINH DO MAT, HUY TAI LIEU, VAT CHUA BI MAT NHA NUOC 

Dieu 13. Thong ke, lu’u gill, bao quiin tai lieu, vat chii'a bi mat nha nu'6'c

1. Tai lieu, vat chua BMNN phai dirge thong ke theo trinh tir thoi gian va
do mat.

• • • • • r %2. Tai lieu, vat chua BMNN khi luu giu phai dirge dong dau ky hieu ben
ngoai tuong ung voi do mat cua tai lieu, vat chua BMNN ben trong. Truong hop 

tai lieu, vat chua BMNN trong cung mot ho so co do mat khac nhau thi dong dau 

theo do mat cao nhat.

3. Tai lieu, vat chua BMNN phai dugc luu giu, bao quan b noi an toan va co 

phuong an bao ve.

Dieu 14. Mang tai lieu, vat chiira bi mat nha nuoc ra khoi noi luu giu’

1. Don vi hoac ca nhan mang tai lieu, vat chua BMNN ra khoi noi luu giu’ 
phuc vu cong tac trong nuoc phai co van ban xin phep Hieu trudng hoac Pho Hieu 

trudng dugc Hieu trudng uy quyen. Khi ket thuc nhiem vu phai bao cao Hieu 

trudng va nop lai Trudng.

2. Van ban xin phep mang tai lieu, vat chua BMNN ra khoi noi luu giu phuc 

vu cong tac trong nude, nude ngoai phai neu ro ho, ten, chuc vu, don vi cong tac; 
ten loai, tiich yeu noi dung, do mat cua tai lieu, vat chua BMNN; muc dich sir 

dung; thoi gian, dia diem cong tac; bien phap bao ve BMNN.

3. Tai lieu, vat chua BMNN mang ra khoi noi luu giu phai chua, dung, van 

chuyen bang phuong tien, thiet bi bao dam an toan do ngudi dung dau co quan, 
to chuc true tiep quan ly BMNN quy djnh va phai bao ve trong thoi gian mang ra 

khoi noi luu giu.
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4. Trong thai gian mang tai lieu, vat chua BMNN ra khoi nai luu giu, neu 

phat hien BMNN bj 16, bj mat, nguai mang tai lieu, vat chua BMNN phai bao cao 

ngay vai nguai dung dau dan vi true tiep quan ly, Truang doan cong tac de co 

bien phap xu ly va khac phuc hau qua.

Dieu 15. Cung cap, chuyen giao tai lieu, vat chiia bi mat nha nuoc

L Hieu truang quyet dinh viec cung cap, chuyen giao BMNN.

2. Ca quan, to chuc va nguai Viet Nam dugc giao thuc hien nhiem vu lien 

quan true tiep den BMNN dugc de nghi cung cap, chuyen giao bi mat BMNN.
3. Co quan, to chuc de nghi cung cap, chuyen giao BMNN phai co van ban 

gui Hieu truang quyet dinh viec cung cap, chuyen giao BMNN. Van ban de nghi 
phai ghi ro ten co quan, to chuc; nguai dai dien ca quan, to chuc; BMNN de nghi 
cung cap, chuyen giao; muc dich su dung va cam ket bao ve BMNN.

4. Nguai de nghi cung cap, chuyen giao BMNN phai co van ban gui Hieu 

truang. Van ban de nghi phai ghi ro ho va ten; so Can cuac cong dan, Chung minh 

nhan dan, Ho chieu, Chung minh Cong an nhan dan hoac so giay chung minh do 

Quan doi nhan dan cap; dia chi lien lac; vi tri cong tac; BMNN de nghi cung cap, 
chuyen giao; muc dich su dung va cam ket bao ve BMNN

5. Truang hap tu choi cung cap, chuyen giao BMNN, Hieu truang tra lai 
bang van ban va neu ro ly do.

Dieu 16. Thai han bao ve bi mat nha nuoc
1. Thai han bao ve BMNN la khoang thai gian dugc tinh tu ngay xac djnh 

do mat cua BMNN den het thai han sau day:

a) 30 nam doi vai BMNN do Tuyet mat;

b) 20 nam doi vai BMNN do Toi mat,

c) 10 nam doi vai BMNN do Mat.

2. Thai han bao ve BMNN v<§ boat dong co the ngan han thai han quy dinh 

tai khoan 1 Dieu nay va phai xac dinh cu the tai tai lieu, vat chua BMNN khi xac 

dinh do mat.
3. Thai han bao ve BMNN ve dia diem ket thuc khi Truang khong su dung 

dia diem do de chua BMNN.

Dieu 17. Dieu chinh do mat

1. Nguai co tham quy6n co quyen quyet dinh viec dieu chinh do mat, giai 
mat doi vai van ban do minh ky khong chua BMNN cua ca quan, to chuc khac.
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cua co quan, to chuc khac chi dugc dieu chinh do mat, giai mat khi co quan, to 

chuc tao ra bi mat do dieu chinh do mat, giai mat. Muc do dieu chinh do mat cua 

BMNN tuong ducmg vai muc do dieu chinh do mat cua dan vi tao ra BMNN.
^ / 7

3. Vice dieu chinh do mat phai can cu vao Danh muc BMNN do cap co tham 

quyen ban hanh thuoc ITnh vuc tu phap va quy dinh cua Luat Bao ve BMNN.

4. BMNN sau khi dieu chinh do mat phai dugc dong dau, co van ban hoac 

hinh thuc khac xac dinh viec tang, giam do mat.

5. Cham nhat 15 ngay ke tu ngay dieu chinh do mat, ca quan, to da dieu chinh 

do mat phai thong bao bang van ban den co quan, to chuc, ca nhan co lien quan.

6. Cac dan vj thuoc Trudng khi nhan dugc thong bao ve viec dieu chinh do 

mat co trach nhiem dong dau, co van ban hoac hinh thuc khac xac dinh viec dieu 

chinh do mat tuong ung doi vdi BMNN thuoc pham vi quan ly cua don vi.

Dieu 18. Giai mat
1. Giai mat la xoa bo do mat cua BMNN.
2. BMNN dugc giai mat toan bo hoac mot phan trong trudng hgp sau day:
a) Het thdi han bao ve BMNN quy dinh tai Dieu 10 cua Quy che nay va thdi

> r

gian gia han quy dinh tai Dieu 11 cua Quy che nay,
b) Dap ung yeu cau thuc tien phat trien Trudng; bao ve Igi ich cua Trudng 

va Igi ich cua cac dan vi, ca nhan co lien quan;
c) Khdng con thuoc danh muc BMNN.
3. Trudng hgp quy dinh tai diem a va diem c khoan 2 Dieu nay thi duong 

nhien giai mat. Trudng hgp khdng con thuoc danh muc BMNN, Trudng dong dau, 
co van ban hoac hinh thuc khac xac dinh viec giai mat va thong bao bang ngay 

van ban den dan vi, ca nhan co lien quan.
•A*7*AA«f« > • * 'A4. Viec giai mat doi vdi BMNN trong trudng hgp quy djnh tai diem b khoan 

2 Dieu nay dugc quy dinh nhu sau:
a) Hieu trudng thanh lap Hoi dong giai mat;
b) Hoi dong giai mat bao gdm dai dien Ban Giam hieu lam Chu tich Hoi 

dong va dai dien dan vi, ca nhan cd lien quan do Hieu trudng quyet dinh;
c) Hoi dong giai mat cd trach nhiem xem xet viec giai mat, bao cao Hieu 

trudng quyet dinh;
d) BMNN sau khi giai mat phai dong dau, cd van ban hoac hinh thuc khac

> r

xac dinh viec giai mat; trudng hgp giai mat mot phan thi quyet dinh giai mat phai 
the hien day du noi dung thong tin giai mat;
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d) Ho so giai mat phai dugc liru tru bao gom quyet dinh thanh lap Hoi dong 

giai mat; BMNN de nghj giai mat; bien ban hop Hoi dong giai mat; quyet dinh 

giai mat va tai lieu khac co lien quan.
5. Cham nhat 15 ngay ke tir ngay co quyet djnh giai mat, Truang thong bao 

bang van ban den don vi, ca nhan co lien quan.

Dieu 19. Tieu huy tai lieu, vat chiia bi mat nha nuoc

1. Tieu huy tai lieu, vat chua BMNN trong truang hop sau day:

a) Khi khong can thiet phai liru giu va viec tieu huy khong gay nguy hai den 

loi ich cua Truang va cac dan vi, ca nhan co lien quan;

b) Neu khong tieu huy ngay se gay nguy hai cho lai ich cua Truang va cac 

dan vi, ca nhan co lien quan.

2. Viec tieu huy tai lieu, vat chua BMNN phai dap ung cac yeu cau sau day:

a) Khong de bj 16, bi mat BMNN;

b) Qua trinh tieu huy phai tac dong vao tai lieu, vat chua BMNN lam thay 

doi hinh dang, tinh nang, tac dung;

c) Tai lieu, vat chua BMNN sau khi tieu huy khong the phuc hoi hinh dang, 
tinh nang, tac dung, noi dung.

3. Hieu truang quyet dinh tieu huy tai lieu, vat chua BMNN.

4. Viec tieu huy tai lieu, vat chua BMNN dugc quy dinh nhu sau:

a) Hieu truang quyet dinh thanh lap Hoi dong tieu huy tai lieu, vat chua
BMNN;

b) Hoi dong tieu huy tai lieu, vat chua BMNN bao gom dai dien Ban Giam 

hieu lam Chu tich Hoi dong; nguai true tiep luu giu tai lieu, vat chua BMNN va 

dai dien don vi, ca nhan co lien quan do Hieu truang quyet dinh;

c) Hoi dong tieu huy tai lieu, vat chua BMNN co trach nhiem ra soat tai lieu, 
vat chua BMNN dugc de nghj tieu huy, bao cao Hieu truang quyet dinh;

d) Ho sa tieu huy phai dugc luu tru bao gom quyet dinh thanh lap Hoi dong 

tieu huy; danh sach tai lieu, vat chua BMNN de nghj tieu huy; bien ban hop Hoi 
dong tieu huy; quyet djnh tieu huy, bien ban tieu huy va tai lieu khac co lien quan.

Dieu 20. Bieu mau sir dung trong cong tac bao ve bi mat nha nuoc

1. Viec su dung cac bieu mau trong cong tac bao ve BMNN thuc hien theo 

cac Mau quy djnh tai Thong tu so 24/2020/TT-BCA ngay 10 thang 3 nam 2020



10
\ ' ^ A/9Acua Bo Cong an ve ban hanh bieu mau sir dung trong cong tac bao ve BMNN. Cu 

the:

a) Van ban xac djnh do mat doi voi vat, dia diem, Ibi noi, boat dong, hinh 

thuc khac chua BMNN: Mau so 01;

b) Dau chi do Tuyet mat, Toi mat, Mat: Mau so 02;

c) Dau ky hieu A, B, C: Mau so 03;

d) Dau Thai han bao ve BMNN; dau Gia han thoi han bao ve BMNN: Mau
so 04;

d) Dau Giai mat: Mau so 05;

e) Dau dieu chinh do mat: Mau so 06;

g) Dau Tai lieu thu hoi; dau Chi ngubi co ten moi dugc boc bi: Mau so 07

h) Dau quan ly so lugng tai lieu BMNN: Mau so 08;

i) Dau sao, chup BMNN: Mau so 09;
r

k) Van ban trich sao: Mau so 10;

l) Dau Ban sao: Mau so 11;
'I /N Am) So quan ly sao chup BMNN: Mau so 12;

n) Van ban ghi nhan viec chup tai lieu, vat chua BMNN: Mau so 13

o) So dang ky BMNN di: Mau so 14;

p) So dang ky BMNN den: Mau so 15;

q) So chuyen giao BMNN: Mau so 16;

r) Van ban de nghi cung cap, chuyen giao BMNN: Mau so 17;

s) Thong ke BMNN: Mau s6 18;

t) So do vi tri dau mat tren van ban: Mau so 19.

2. Su dung bieu mau

a) Viec sir dung bieu mau quy dinh tai khoan 1 Dieu nay phai bao dam day dii 
noi dung, thong nhat ve hinh thuc, kich thuoc dugc quy dinh cu the tai cac bieu mau 

theo Thong tu so 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cua Bo Cong an;

b) Muc dung de dong cac loai dau chi do mat la muc mau do;

c) Truong hop su dung co so dir lieu de dang ky, quan ly tai lieu, vat chua 

BMNN tren may tinh phai bao dam day du noi dung theo mau “So dang ky BMNN
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di”, “So dang ky BMNN den” theo quy dinh;

d) Truong hop tai lieu BMNN, sach chua dung noi dung BMNN duoc in, 
xuat ban vdi so luong Ion thi Truong duoc in dau do mat bang muc mau do o ben 

ngoai tai lieu, bia sach.

CHUONG V

HOI NGHI, HOI THAO, CUOC HOP 

CO N0I DUNG BI MAT NHA NUOC

Dieu 21. Tham quyen quyet djah to chuc hoi nghj, hoi thao, cuoc hop co 

noi dung bi mat nha nuoc

1. Viec to chuc hoi nghi, hoi thao, cuoc hop co noi dung BMNN phai duoc 

su dong y ciia Hieu trubng hoac Pho Hieu trubng phu trach va phu hop voi tham 

quyen duoc cho phep cua co quan Nha nuoc co tham quyen.

2. Don vi chu tri to chuc hoi nghi, hoi thao, cuoc hop co chua noi dung 

BMNN phai de xuat cu the noi dung, thanh phan, dia diem, thbi gian, tai lieu va 

cac bien phap bao dam an toan cho cuoc hop.

Dieu 22. Dia diem, phuong tien, thiet bj su dung trong hoi nghj, hoi thao, 
cuoc hop co noi dung bi mat nha nuoc

1. Hoi nghi, hoi thao, cuoc hop co noi dung BMNNduoc to chuc tai tru so 

lam viec cua co quan Truong Dai hoc Luat Ha Noi. Trubng hop to chuc b ngoai 
tru so lam viec thi phai cb su dong y cua ngubi co tham quyen .

2. Don vi chu tri to chuc hoi nghi, hoi thao, cuoc hop cb trach nhiem thu hoi 
tai lieu, vat chua BMNN su dung tai hoi nghi, hoi thao, cube hop ngay sau khi hoi 
nghj, hoi thao, cube hop do ket thuc.

CHU ONG VI

TRACH NHIEM BAO VE BI MAT NHA NUOC 

Dieu 23. Trach nhiem cua Hieu trubng

1. Chi dao, kiem tra, dbn dbc viec thuc hien quy djnh cua phap luat va Quy 

che bao ve BMNN trong Trubng.

2. Chi dao xu ly va kip thbi thong bao voi co quan cb tham quyen khi xay ra 

lb, mat BMNN thubc pham vi quan ly.
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• •a**a * r3. Phan cong ngirai dap ung cac dieu kien, tieu chuan theo quy dinh phap 

luat thirc hien nhiem vu kiem nhiem bao ve BMNN tai Truong va dam bao che 

do, chinh sach cho ngudi duoc giao nhiem vu.
r r B

4. Dam bao co so vat chat, trang thiet bi thuc hien nhiem vu bao ve BMNN 

tai Truong.

5. Giao trach nhiem bao ve BMNN cho cac don vi va ca nhan trong thuc hien
nhiem vu.

6. To chuc thu hoi tai lieu, vat chua BMNN khi ngudi duoc phan cong quan 

ly BMNN thdi viec, chuyen cong tac, nghi huu, tu tran hoac vi ly do khac ma
A A A • A rkhdng duoc phan cong tiep tuc quan ly BMNN.

Dieu 24. Trach nhiem cua Phong Hanh chinh - Tong hop
\ r r

1. Xay dung, de xuat Hieu trudng cac chinh sach, ke hoach, phuong an bao 

ve BMNN tai Trudng theo Quy che nay va cac quy dinh phap luat hien hanh co 

lien quan.
f 9 >

2. Chu tri theo doi, don doc, kiem tra viec thuc hien cac quy dinh ve bao ve 

BMNN cua cac don vi va vien chuc, ngudi lao dong cua Trudng.
a« r • r r • r j\ a» 93. Phoi hop vdi cac co quan, to chuc, don vi co tham quyen lien quan de thuc 

hien cong tac bao ve BMNN cua Nha trudng.

4. Phan cong vien chuc, ngudi lao dong thuc hien nhiem vu chuyen trach 

bao ve BMNN.

5. To chuc chu tri, phoi hop vdi cac don vi thuoc Trudng xay dung bao cao 

cua Trudng Dai hoc Luat Ha Noi ve cong tac bao ve BMNN, bao gdm bao cao
or y r y r

tong ket nam nam mot lan, bao cao so ket mot nam mot lan, bao cao dot xuat ngay 

sau khi phat hien vu 16, mat BMNN hoac theo de nghi cua Bo Cong an.

Dieu 25. Trach nhiem cac Truong don vi va cac to chuc chinh tri - xa 

hoi thuoc Trudng

1. To chuc thuc hien cong tac bao ve BMNN tai don vi theo quy dinh cua 

Quy che nay va cac van ban quy pham phap luat ve bao ve BMNN; kip thdi bao
9 ^ r

cao lanh dao Trudng va co quan co tham quyen khi xay ra 16, mat BMNN thuoc 

pham vi quan ly.

2. Tuyen truyen, quan triet vien chuc, ngudi lao dong cua don vi nang cao 

trach nhiem, canh giac va nghiem chinh chap hanh phap luat ve bao ve BMNN. 
Pho bien, quan triet noi dung cac van ban lien quan den bao ve BMNN va Quy 

che nay den vien chuc va ngudi lao dong trong don vi.
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Dieu 26. Trach nhiem cua vien chirc, nguoi lao dong

Thuc hien nghiem quy dinh phap luat ve bao ve BMNN va Quy che nay cua
Truong.

Dieu 27. Trach nhiem cua ngucri tiep can, nguoi true tiep quan ly hi mat 

nha nuoc

1. Nguoi tiep can BMNN co trach nhiem sau day:

a) Tuan thu quy dinh cua phap luat, Quy che cua Truong ve bao ve BMNN;

b) Thuc hien cac bien phap bao ve BMNN;

c) Su dung BMNN dung muc dich;

d) Thuc hien theo yeu cau va huong dan cua Truong ve cong tac quan ly, su 

dung BMNN.

2. Nguoi true tiep quan ly BMNN co trach nhiem sau day:

a) Thuc hien trach nhiem quy dinh tai khoan 1 Dieu nay;

b) De xuat Hieu truong quyet dinh ap dung cac bien phap de bao ve BMNN 

do minh true tiep quan ly;

c) Truong hop phat hien vi pham trong boat dong bao ve BMNN thi nguoi 
true tiep quan ly BMNN phai co bien phap xu ly va bao cao Hieu truong de co

r 9 9 Xbien phap khac phuc, giai quyet;

d) Truoc khi thoi viec, chuyen cong tac, nghi huu hoac vi ly do khac ma 

khong dupe phan cong tiep tuc quan ly BMNN thi phai ban giao BMNN cho 

Truong va cam ket bao ve BMNN da quan ly.

Dieu 28. Che do bao cao ve cong tac bao ve bi mat nha nuoc

1. Ch§ do bao cao ve cong tac bao ve BMNN trong pham vi quan ly cua 

Truong Dai hoc Luat Ha Noi thuc hien nhu sau:

a) Bao cao tong ket nam nam mot lan; bao cao so ket mot nam mot lan;

b) Bao cao dot xuat dupe thuc hien ngay sau khi phat hien vu 16, mat BMNN 

hoac theo de nghi cua Bp Cong an;

c) Thoi han chot so lieu trong che dp bao cao hang nam: tu ngay 15 thang 12 

nam truoc ky bao cao den ngay 14 thang 12 cua ky bao cao.
9 t X X X X /y r2. Phong Hanh chinh - Tong hop co trach nhiem tong ket, so ket ve cong tac 

bao ve BMNN thupc pham vi quan ly cua Truong Dai hoc Luat Ha Npi.
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CHiraNG VII

KHEN THU ONG, XU LY VI PHAM VA DIEU KHOAN THI HANH
Dieu 29. Khen thuong, xii ly vi pham

1. Trong cong tac bao ve BMNN, dan vi hoac ca nhan co mot trong cac thanh 

tich sau co the duoc xem xet khen thuong hoac tinh vao thanh tich binh xet thi 
dua, khen thuong theo nam hoc nhu sau:

a) Hoan thanh xuat sac viec thuc hien nhiem vu bao ve BMNN theo nhiem 

vu duoc giao;

b) Gap kho khan khong so nguy hiem bao ve duoc BMNN;

c) Tim duoc tai lieu, vat mang BMNN bi mat; ngan chan hoac han che duoc 

hau qua do viec lam 16, lam mat, chiem doat, mua ban, tieu huy tai lieu, vat mang 

BMNN trai phep do nguoi khac gay ra;

c) Phat hien, to giac kip thoi hanh vi thu thap, lam 16, lam mat, chiem doat, 
mua ban, tieu huy trai phep BMNN.

2. Truong hop phat hien vi pham trong boat dong bao ve BMNN thi ca nhan 

true tiep quan ly BMNN phai co bien phap xu ly va bao cao Hieu trudng chi dao 

giai quyet, dong thoi thong bao cho cac don vi chuc nang trong Truong de co bien 

phap khac phuc, xu ly.

3. Don vi va ca nhan vi pham cac quy dinh cua Quy che nay va cac quy dinh 

cua Nha nuoc ve bao ve BMNN, tuy theo tinh chat, muc do vi pham se bj xu ly 

ky luat theo quy dinh cua phap luat.

Dieu 30. Dieu khoan thi hanh

1. Quy che nay co hieu luc ke tu ngay ky.

2. Trong qua trinh trien khai thuc hien; neu co phat sinh, vuong mac, cac don
•aa r A y y r A A y ^vi, ca nhan phan anh ve phong Hanh chinh - Tong hop de phong tong hop, bao 

cao Hieu truong xem xet, quyet dinh./.w^
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PHU LUC I
SO DANG KY BI MAT NHA NUOC DEN

(Kem theo Quyet dinh so /QD-DHLHN ngay thdng ndm 2022 cua 
Hieu truang Truong Dai hoc Ludt Hd Noi)

1. Mau so
So dang ky bi mat nha nuac den duac in san, kich thu'oc 210mm x 297mm.

A Xa) Bia va trang dau
Bia va trang dau cua so dang ky bi mat nha nude den dirge trinh bay theo 

hinh minh hga diroi day:

(1)
(2)

so dAng ky bi mat nhA nu'6c den

Nam: ... (3)...
Tu ngay.....den ngay......
Tit so......den so...... (5).

(4)

(6)Quyen so:
Ghi chu:
(1) : Ten co quan, to chuc chu quan cap tren true tiep (neu co).
(2) : Ten co quan, to chuc.
(3) : Nam mo so dang ky bi mat nha nuac den.
(4) : Ngay, thang bat dau va ket thuc dang ky van ban trong so.

f AAA«A\A»> A(5) : So thu tu dang ky van ban mat den dau tien va cuoi cung trong so.
r 9 9

(6) : So thu tu cua quyen so.
\ * 

b) Phan dang ky bi mat nha nude den
X r A 'AlA

Phan quan ly bi mat nha nude den dugc trinh bay tren trang giay khd A4 
(210mm x 297mm) bao gdm 09 cot theo mau sau:

9

Co quan, to 
chuc ban hanh 

tai lieu, vat 
chua BMNN

Don vi 
hoac 
ngudi 
nhan

Ten loai 
va trich 
yeu noi 

dung

So,So thu GhiDoNgay
thang

Ngay So kyden den chumattu hieu

QO)(8)(5) (6) (7)(3) (4)(1) (2)
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2. Huong dan dang ky
r r * r\ rs.Cot 1: Ghi so thu tu tu 01 den khi sir dung het quyen so.

Cot 2: Ghi theo ngay, thang dirge ghi tren dau den.
Cot 3: Ghi theo so dirge ghi tren dau den.
Cot 4: Ghi co quan, to chuc ban hanh tai lieu, vat chura bi mat nha niroc.
Cot 5: Ghi so va ky hieu cua tai lieu, vat dura bi mat nha niroc den.
Cot 6: Ghi ngay, thang, nam cua van ban mat den; doi voi nhung ngay duoi 

10 va thang 1, 2 thi phai them so 0 otriroc, vi du: 03/01, 27/7, 31/12.
Cot 7: Ghi ten loai va trich yeu noi dung cua tai lieu, bi mat nha nuoc den.

A • A A 1 ^#»A A r f A > r A*Cot 8: Ghi ro do mat cua tai lieu, vat dura bi mat nha nuoc (Tuyet mat, Toi 
mat, Mat hoac ghi ky hieu A, B, C).

A • • a A\**AA/^A>rACot 9: Ghi ten don vi hoac ca nhan nhan tai lieu, vat chua bi mat nha nuoc den. 
Cot 10: Ghi nhung noi dung can thiet khac.
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PHU LUC II
SO DANG KY BI MAT NHA NlTOC DI

/QD-DHLHN ngay thdng nam 2022 ciia 
Hieu tru&ng Truong Dai hoc Ludt Hd Noi)

(Kem theo Quyet dinh so

1. Mau so
So dang ky bi mat nha nuac di duac in san, kich thuoc 210mm x 297mm.
a) Bia va trang dau
Bia va trang dau ciia so dang ky bi mat nha nuac di duac trinh bay tuang 

tu nhu bia va trang dau ciia so dang ky bi mat nha nuac den, chi khac ten goi la
"SO DANG KY BI MAT nhA nu'6c DI".

b) Phan dang bi mat nha nuac di.
Phan quan ly bi mat nha nuac di duac trinh bay tren trang giay kho A4 

(210mm x 297mm) bao gom 09 cot theo mau sau:

Ngay 
thang xac 
dinh tai 
lieu, vat 

chua 
BMNN

Ten loai va 
trich yeu noi 
dung tai lieu, 

vat chua 
BMNN

So, ky 
hieu tai 
lieu, vat 

chua 
BMNN

So S6 Ghi
chu

Nai
nhan

Ngudi Dan 
vi luu

Dothu luangkymattu

(10)(21(21 (6)ma) (2)

2. Huong dan dang ky
Cot 1: Ghi so thu tu tu 01 den khi su dung het quyen so.
Cot 2: Ghi so va ky hieu cua tai lieu, vat chua bi mat nha nude.
Cot 3: Ghi ngay, thang, nam ciia van ban; doi vdi nhung ngay dubi 10 va 

thang 1, 2 thi phai them so 0 dtrude, vi du: 03/01, 27/7, 31/12.
Cot 4: Ghi ten loai va trich yeu noi dung tai lieu, vat chua bi mat nha nude; 

ddi vdi bi mat nha nude di cd do mat "Tuyet mat" thi chi duac ghi vao cot trich yeu 
noi dung sau khi duac phep cua lanh dao xac djnh do mat bi mat nha nude do.

Cot 5: Ghi rd do mat cua tai lieu, vat chua bi mat nha nude (Tuyet mat, Tdi 
mat, Mat hoac ghi ky hieu A, B, C).

Cot 6: Ghi ten ciia ngudi ky tai lieu bi mat nha nude.
Cot 7: Ghi ten cac ca quan, to chuc hoac dan vi, ca nhan nhan tai lieu, vat 

chua bi mat nha nude nhu duac ghi tai phan nai nhan ciia tai lieu.
Cot 8: Ghi ten dan vj luu tai lieu.
Cot 9: Ghi so luang ban phat hanh tai lieu.
Cot 10: Ghi nhung noi dung can thiet khac.
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PHU LUC III
SO QUAN LY SAO, CHUP BI MAT NHA NUOC

(Kem theo Quyet dinh sd JtfyQD-DHLHN ngay (ftthdngf ndm 2022 cm 
Hieu truang Truong Dai hoc Ludt Ha Noi)

1. Mau so
So quan ly sao, chup hi mat nha niroc dirge in san, kich thuac 21 Omm x

297mm.
a) Bia va trang dau
Bia va trang dau cua so quan ly sao, chup bi mat nha niroc duoc trinh bay 

theo hinh minh hoa duoi day:

(i)
(2)

so quAn ly sao, chup bi mat NHA Nirdc

Nam: ... (3)...
r

....den ngay
Quyen so:

Tir ngay (4)

Ghi chu:
9 99/C/V */\ sy(1) : Ten co quan, to chuc chu quan cap tren true tiep (neu co).

(2) : Ten co quan, to chuc.
9

(3) : Nam mo so quan ly sao, chup bi mat nha nude.
> r f X \ A r(4) : Ngay, thang bat dau va ket thuc.

X r 9 X r.(5) : So thu tu cua quyen so.
b) Phan quan ly sao, chup bi mat nha nude
Phan quan ly sao, chup bi mat nha nude duoc trinh bay tren trang giay khd

X /VA4 (210mm x 297mm) bao gdm 09 cot theo mau sau:

Ten loai va 
trich yeu noi 
dung tai lieu, 

vat chua 
BMNN duoc 

sao, chup

Ngay, 
thang, nam 
sao, chup 

tai lieu, vat 
chua 

BMNN

So Ngudi cd 
tham

quyen cho 
phep sao, 

chup

Ngudi
thuc
hien
sao,
chup

Noi 
nhan 

ban sao, 
chup

luong
ban
sao,
chup

So thu GhiDo mat chutu

m m (41 m 16) m 181 (9)
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2. Huong dan quan ly
Cot 1: Ghi so thu tir tu 01 den khi su dung het quyen so.
Cot 2: Ghi ngay, thang, nam sao tai lieu, vat chua bi mat nha niroc; doi voi 

nhung ngay duoi 10 va thang 1, 2 thi phai them so 0 d truoc, vi du: 03/01, 27/7, 
31/12.

Cot 3: Ghi ten loai va trich yeu noi dung tai lieu, vat chua bi mat nha nude
dupe sao.

Cot 4: Ghi ro do mat cua tai lieu, vat chua bi mat nha nude dupe sao (Tuyet 
mat, Tdi mat, Mat hoac ghi ky hieu A, B, C).

Cot 5: Ghi ro so lupng ban sao.
Cot 6: Ghi ten co quan, to chuc hoac don vi, ca nhan nhan ban sao tai lieu, 

vat chua bi mat nha nude.
Cot 7: Ghi ten, chuc vu ciia ngudi cd tham quyen cho phep sao.
Cot 8: Ghi ro hp ten va chu ky xac nhan cua ngudi thuc hien sao.
Cot 9: Ghi nhung npi dung can thiet khac.
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PHU LUC IV
(Kem theo Quyet dinh sdlM5/QD-DHLHN ngay Clthdngfnam 2022 cm 

Hieu tncang Truong Dai hoc Luqt Ha Noi)

TRICH SAG(1)
(2)

ngdy thdng nam 20......(3).../TS-...(4)

NOI DUNG TRICH SAG

(6)
Noi nhan:

(Chu ky; ddu cua co qaan, to chuc)
- Lu-u: VT, (7). (8)

(9)
Ghi chu:

•> r

(1) Ten ca quan, to chuc chu quan (neu co).
9

(2) Ten co quan, to chuc sao van ban.
(3) So cua ban trich sao.
(4) Ky hieu cua van ban dugc trich sao, vi du: QD-TTg hoac BC-BCA.
(5) Bia danh.

9 >

(6) Chuc vu cua nguoi co tham quyen sao.
(7) Viet tat hoac ghi phien hieu co quan, to chuc sao.
(8) Viet tat ten nguoi sao, ghi ro so luong ban sao, vi dii: (Q, 05).
(9) Ghi ro hp ten cua nguoi co tham quyen cho phep sao.
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PHU LUC V
SO CHUYEN GIAO BI MAT NHA NUOC

(Kem theo Quyet tfinh s62b25/QD-DHLHN ngay Olthdng Tndm 2022 ciia 
Hieu truang Truong Dai hoc Luat Ha Noi)

1. Mau so
So chuyen giao hi mat nha nuac dirge in san, Rich thuac 210mm x 297mm.
a) Bia va trang dau
Bia va trang dau cua so dugc trinh bay tuang tu nhu bia va trang dau cua 

So dang ky bi mat nha nuac di, chi khac ten goi la "SO CHUYEN GIAO BI MAT
nhAnU6c".

' 9* / rb) Phan chuyen giao bi mat nha nuac
Phan chuyen giao bi mat nha nuac duac trinh bay tren trang giay kho A4 

theo chieu rong (210mm x 297mm) hoac theo chieu dai (148mm x 210mm) bao 
gom 06 cot theo mau sau:

Don vj hoac 
nguoinhan

Ngay
chuyen So den hoac so di Ky nhan Ghi chuDo mat

m M(i)(3)(1) (2)

2. Htrang dan ghi
Cot 1: Ghi ngay, thang, nam chuyen giao bi mat nha nuac cho cac ca quan, 

to chuc, ca nhan; doi vai nhung ngay duai 10 va thang 1, 2 thi phai them so 0 d 
truac; nam dugc ghi bang hai chu so cuoi cua nam, vi du: 03/01, 27/7.

Cot 2: Ghi theo so dugc ghi tren dau "den"; so van ban di.
Cot 3: Ghi ro muc do mat cua bi mat nha nuac (Tuyet mat, Toi mat, Mat 

hoac ghi ky hieu A, B, C).
Cot 4: Ghi ten dan vi hoac ca nhan nhan bi mat nha nuac.
Cot 5: Chu ky cua nguoi true tiep nhan bi mat nha nuac.
Cot 6: Ghi noi dung can thiet khac (nhu ban sao, so lugng tai lieu...).


