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QUYET DINH

Ban hanh Quy che cong tac van thu', luu trCr ciia Truong Dai hoc Luat Ha Noi

HIEU TRUONG TRUONG DAI HOC LUAT HA NOI • • • • •
r f r \ r •? XCan cu Quyet dinh so 405/CP ngay 10 thdng 11 ndm 1979 cua Hoi dong 

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

Dai hoc Luat Ha Noi);

Can cu Quyet dinh so 868/QD-BTP ngdy 07 thdng 5 ndm 2015 cua Bo 

trudng Bo Tu phdp quy dinh chuc ndng, nhiem vu, quyen hqn vd co cdu to chuc 

cua Trudng Dai hoc Luat Ha Noi;

Can cu Luat Luu tru ngdy 11/11/2011;

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

Can cuNghi dinh so 01/2013/ND-CP ngdy 03/01/2013 cua Chinh phu Quy 

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

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

qudn ly vd su dung con ddu;

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

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

chit ky so;

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

cong tac van thu;

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

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

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

QUYET DINH:

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

tru- ciia Trudng Dai hoc Luat Ha Noi.

Dieu 2. Quyet djnh nay co hieu lire thi hanh ke tu ngay ky va thay the 

Quylt djnh so 3925/QB-DHLHN ngay 30/11/2018 ve viec ban hanh Quy che 

cong tac van thu, luu tru ciia Trudng Dai hoc Luat Ha Noi.



Dieu 3. Truong Phong Hanh chinh - Tong hop, thu truong cac don vi va 

cac ca nhan co lien quan chiu trach nhiem thi hanh Quyet dinh nayZ^y,

’^lEtKlRlONC;

f>M HOC COAT
Hanoi '/ ^

No’i nhan:
- Nlur Dieu 3;
- Thu truong Dang Hoang Oanh (de bao cao);
- Van phong Bo (de biet);
- Dang uy (de bao cao); ’
- Hoi dong Truong (de bao cao);
- Cac Pho Hieu truong (de chi dao);
- Cac don vj thuoc Truong (de thuc hien);
- Cong thong tin dien tu Truong (de cong khai);
- Luu: VT, HCTH.

Mi Trung Kien



TRirdNG TU' PHAP
TRUONG BAI HOC LUAT HA NOI

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

t a
\QUY CH

Cong tac van thu’, luu trfi’ cua TrUong Lgat Ha Noi
(Kem theo Quyet dinh s6c2d2 $/QD - DfyLWv1 n^B^l^thpAg()ndm 2021 

cua Hieu truang Truong Dai hoc?tiMPHa Non)

Chuong I
NHCrNG QUY DINH CHUNG 

Dieu 1. Pham vi va doi tuong ap dung

1. Quy che nay quy djnh cac boat dong ve cong tac van thu, luu tru cua
t r

Trudng Dai hoc Luat Ha Noi (sau day goi tat la Truong).

2. Quy che nay ap dung doi vdi vien chuc va ngudi lao dong lam viec trong 

cac don vj thuoc va true thuoc Trudng Dai hoc Luat Ha Noi.

Dieu 2. Giai thich tir ngfl'
A \

1. “Cong tac van thu” bao gom cac cong viec ve soan thao, ky, ban hanh 

van ban; quan ly, luu tru van ban va cac tai lieu khac hinh thanh trong boat dong 

quan ly, dieu hanh cua Trudng; lap ho so va nop luu ho so, tai lieu vao luu tru 

co quan; quan ly va su dung con dau, thiet bi luu khda bi mat.

2. “Cong tac luu tru” bao gom cac cong viec ve thu thap, chinh ly, xac djnh 

gia tri, bao quan, thong ke va su dung tai lieu luu tru hinh thanh trong boat dong 

quan ly, dieu hanh cua Trudng.

3. “Thu thap tai lieu” la qua trinh xac dinh nguon tai lieu, lira chon, giao 

nhan tai lieu co gia tri de chuyen vao luu tru- co quan.

4. “Chinh ly tai lieu” la viec phan loai, xac dinh gia tri, sap xep, thong ke, 
lap cong cu tra cuu tai lieu hinh thanh trong boat dong cua Trudng.

5. “Xac dinh gia tri tai lieu luu tru” la viec xac dmh gia tri tai lieu, thdi han
r 79a a 9bao quan theo nhung nguyen tac, tieu chuan cua Luat luu tru va nhung van ban 

quy pham phap luat co lien quan.

6. “He thong van ban va dieu hanh” gom cac phan mem ung dung trong
a a a r r A \ riAiwviec gui, nhan van ban dien tu, tao lap ho so, trinh ky, ky so va phat hanh van 

ban ket noi True lien thong van ban cua Bo Tu phap; vao so, bao cao lanh dao 

xu ly doi vdi van ban ket noi he thong E.Office cua Bo Giao due va Dao tao.
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7. “Thiet bi luu khoa bi mat” la thiet bi dien tu dung de lim tru chung thu 

so va khoa bi mat cua nguoi su dung.

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

tuong duong voi chung minh thu nhan dan hoac ho chieu tren nen tang so. 
Chung thu s6 duoc su dung trong moi truong may tinh va internet voi vai tro 

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

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

ma khoa rieng va khoa cong khai duoc luu tru tren SIM dien thoai.

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

f f '9

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

£>ieu 3. Nguyen tac quan ly ve van thu, luu tru-

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

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

phap luat.
r r

2. Tat ca van ban di, van ban den cua Truong phai duoc quan ly tap trung
1 r 9

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

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

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

ban va dieu hanh (tru van ban Mat). Truong hop van ban di, van ban den 0 dang 

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

khi trinh, chuyen giao va phat hanh.
r r r \ \

4. Van ban giay di, van ban den tu bat ky ngudn nao deu phai duoc dang 

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

theo (ddi voi cac van ban den sau 16h00). Van ban den cd cac muc do khan nhu: 
“Hoa toe”, “Thuqng khan” va “Khan” phai duoc dang ky, trinh va chuyen giao 

den dung dia chi ngay sau khi nhan.

5. Van ban den theo true thong tin cua Bo Tu phap va Bo Giao due va Dao
•} \ r \ % r t

tao se thuoc tham quyen phan phdi cua Hieu truong. Truong hop can thiet, Hieu 

truong uy quyen cho Truong phdng Hanh chinh - Tong hop phan phdi.

Ddi voi van ban giay den bang duong Cong van, Van thu chuyen len he 

thong phan mem hoac chuyen true tiep (trong truong hop can thiet) cho Hieu
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* r • • r ' ' 9Doi vai van ban giay den bang duang Cong van, Van thir chuyen len he
XA./V A. 'A A A»A athong phan mem hoac chuyen true tiep (trong trudng hop can thiet) cho Hieu 

trudng hoac ngudi dugc uy quyen trong thdi han 02 gib ke tu khi nhan dugc 

van ban.

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

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

6. Bao ve yeu cau bi mat doi vbi thong tin, tai lieu thuoc Danh muc bi mat 
nha nubc. Van ban, tai lieu co do mat khbng xu ly tren he thong van ban dien tu; 
dugc dang ky, quan ly theo cac quy dinh ciia phap luat.

Dieu 4. Trach nhietn doi voi cong tac van thir, luu tru'

1. Trach nhiem ciia Hieu trubng

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

djnh ve cong tac van thu, luu tru tai Trubng theo quy dinh ciia phap luat hien 

hanh;

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

van thu, luu tru;

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

doi vbi cac don vi thuoc va true thuoc Trubng; chi dao giai quyet khieu nai, to 

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

2. Trach nhiem ciia Trubng Phong Hanh chinh - Tong hgp va Thu trubng 

cac don vi thuoc Trubng

a) Trubng Phong Hanh chinh - Tong hgp giiip Hieu trubng true tiep quan 

ly, kiem tra, giam sat viec thuc hien cong tac van thu, luu tru ciia Trubng; chi 
dao viec to chuc hubng dan, kiem tra nghiep vu ve cong tac van thu, luu tru doi 
vbi cac don vj thuoc Trubng.

b) Thu trubng cac don vi thuoc Trubng cb trach nhiem trien khai va to 

chuc thuc hien cac quy dinh ciia Trubng, ciia Nha nubc ve cong tac van thu, luu 

tru va chiu trach nhiem trubc lanh dao Trubng ve viec sir dung He thong van 

ban va dieu hanh tai don vi minh; chi dao, phan cong xu ly, theo doi, giam sat 
tien do xii ly van ban ciia don vj va ngubi sir dung He thong van ban va dieu 

hanh theo diing quy dinh.
9

3. Trach nhiem ciia Phong Hanh chinh - Tong hgp

a) Thuc hien nhiem vu ve cong tac van thu, luu tru theo chuc nang, nhiem 

vu ciia Phong Hanh chinh - Tong hgp.
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b) Chu tri, ph6i hgp vai Trung tam Cong nghe thong tin va cac don vi 
thuoc Tmdng quan ly, khai thac, su dung va to chuc kiem tra, giam sat viec khai 
thac, su dung He thong van ban va dieu hanh.

f /V X 9 I ^c) Chu tri, phoi hop vai dan vi lien quan huang dan, tap huan, quan ly, tao 

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

hanh.

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

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

4. Trach nhiem cua Trung tam Cong nghe thong tin

a) Chii tri, phoi hop vai Phong Hanh chinh - Tong hop va dan vi lien quan 

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

suot tren mang dien rang cua Truong va tren mang Internet; chiu trach nhiem 

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

b) Chu tri, phoi hop vai Phong Hanh chinh - Tong hop va cac dan vi co 

lien quan thuc hien phuang an du phong, luu tru du lieu, bao dam phuc hoi co 

so du lieu va He thong van ban va dieu hanh cham nhat trong vong 24 gid ke tu 

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

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

su thay doi, nang cap phan mem.

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

5. Trach nhiem cua Van thu Truong

a) Tiep nhan, dang ky van ban den;

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

kien cua Hieu trudng;

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

nhiem theo ddi, don doc viec giai quyet van ban den;
•A A/ 9 9> -y • r X Ad) Tiep nhan cac du thao van ban trinh ngudi co tham quyen xem xet, 

duyet, ky ban hanh;
99 * r

d) Kiem tra the thuc, hinh thuc va ky thuat trinh bay; ghi so va ngay, thang;
r A / A 9 Adong dau muc do khan, mat;

9 r y. X r \ ••a ae) Dang ky, lam thu tuc phat hanh, chuyen phat va theo doi viec chuyen 

phat van ban di;
r r ^ »a^9 9g) Sap xep, bao quan va phuc vu viec tra cuu, su dung ban luu;
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h) Quan ly so sach va co so du lieu dang ky, quan ly van ban; lam thii tuc
A, • A * \ /v r • r • /vcap giay gidi thieu, giay di dudng cho cong chuc, vien chuc, ngudi lao dong 

trong Truong;

i) Bao quan, su dung con dau cua co quan va cac loai con dau khac;

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

thu, luu tru co quan.

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

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

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

r 9 r •/C»/-»i9b) Tiep nhan, dang ky, trinh, chuyen giao van ban den don vi (doi vdi ban 

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

ban dien tu).

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

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

co quan theo dung quy dinh.

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

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

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

ban; trinh lanh dao Truong.

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

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

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

van ban va dieu hanh (tru van ban Mat); tong hop cac nhiem vu dupe giao de 

phuc vu cong tac theo doi, don doc, kiem tra.

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

cong cua lanh dao don vi; chiu trach nhiem trude lanh dao ve y kien tham muu, 
bao cao ket qua xu ly van ban vdi lanh dao don v); lap ho so cong viec va giao 

nop hd so ve Luu tru co quan dung quy dinh.

c) Chiu trach nhiem ca nhan ve viec su dung tai khoan tren He thong van 

ban va dieu hanh: khong truy cap vao tai khoan cua ngudi khac, khong de ngudi 
khac truy cap vao tai khoan ciia minh (tru1 trudng hop dupe uy quyen va uy 

quyen). Khi chuyen cong tac hoac nghi che dp phai thuc hien ban giao quyen su
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dung He thong van ban va dieu hanh va loan bo ho sa, tai lieu cho thu trirong 

dan vi.

d) Chuyen vien soan thao co trach nhiem theo doi tien do cong viec trong 

qua trinh trinh ky va phat hanh, gui di va lap ho so ve cong viec dugc giao, nop 

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

Dieu 5. Gia trj phap ly cua van ban dien tir
r v y r

1. Van ban dien tu dugc ky so bai nguai co tham quyen va ky so cua co
7 A ?quan, to chuc theo quy dinh cua phap luat co gia tri phap ly nhu ban goc van ban 

gidy.
r > ,

2. Chu ky so tren van ban dien tu phai dap ung day du cac quy dinh cua
phap luat.

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

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

tuc qua 04 gia lam viec, thi vien chuc, ngudi lao dong dugc phep thuc hien quy 

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

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

gid thi bao cao ngay ngudi co tham quyen de xu ly kip thdi. Ngay sau khi su co 

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

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

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

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

thong Cong nghe thong tin.

Chuong II

CONG TAC VAN THtT

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

Dieu 7. The thuc va ky thuat trinh bay van ban
0 r n1. The thuc van ban

a) The thuc van ban hanh chinh thuc hien theo quy dinh tai Dieu 8 va Phu 

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

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

nay.
7 0?

b) The thuc van ban trao doi giua cac ca quan, to chuc hoac ca nhan nude 

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

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

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

05/3/2020 cua Chinh phii.

Dieu 8. Soan thao van ban

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

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

chuc chu tri soan thao van ban.

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

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

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

lien quan; soan thao van ban dung the loai, the thuc va ky thuat trinh bay. Doi 
voi van ban quan trgng hoac trong truong hgp can thiet, de xuat viec to chuc lay 

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

hoan chinh van ban.

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

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

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

dieu hanh va cap nhat cac thong tin can thiet.

f)ieu 9. Duyet, siia doi, bo sung dir thao van ban da duyet

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

nhiem ve noi dung cua van ban.

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

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

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

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

thay can thiet phai sua doi, bo sung thi don vi hoac ca nhan dugc giao nhiem vu
soan thao van ban phai trinh nguoi da phe duyet du thao van ban xem xet, quyet

9 • 9dinh viec sua doi, bo sung.

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

1. Nguoi dung dau don vi va cap pho dugc uy quyen cua nguoi dung dau
9 • F ‘AAA* W9don vi soan thao van ban phai kiem tra va chiu trach nhiem ve noi dung van ban
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r r r r 9 r # ,

(doi vdi van ban giay phai ky tat vao cuoi noi dung van ban sau dau ./.) truac khi 
trinh Lanh dao Truang ky ban hanh.

2. Phong Hanh chinh - Tong hap giup lanh dao Truong kiem tra lan cuoi va 

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

Truong (doi vdi van ban giay cd day du chu ky trong phieu trinh van ban cua ho 

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

sua, hoan thien.

3. Ho so trinh ky van ban giay gom:

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

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

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

rang...

b) Van ban den la co so phat sinh ho so trinh ky va cac van ban co lien
quan;

> r r ' •> y • r \ \c) Du thao van ban trinh ky co ky tat cua ngudi co tham quyen trong don vi 
chu tri soan thao van ban;

9 • ry r r i ry r r /y • /y Aryd) Ban tong hop y kien gdp y cua to chuc, ca nhan lien quan (neu co) va
r m r

giai trinh tiep thu hoac khdng tiep thu;

d) Ban du thao van ban cac lan trude (neu co).

4. Ho so trinh ky van ban dien tu dupe tao lap tren co so van ban den dien
tu:

a) To trinh Lanh dao Truong;

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

ngudi cd tham quyen don vi chu tri soan thao van ban);
9/\ r • A rro a r r /y • /y Ac) Ban tong hop y kien gop y cua to chuc, ca nhan lien quan (neu co);

d) Cac van ban cd lien quan.

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

cua Truong Dai hoc Luat Ha Npi.

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

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

Ndi.

2. Ngudi dugc Hieu trudng uy quyen ky hoac dugc phan cap ky van ban 

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

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

ngudi dugc Hieu trudng uy quyen ky ban hanh.

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

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

ngay 05/3/2020 ciia Chinh phu.

Muc 2: QUAN LY VAN BAN DEN, DI
A A yv r A.Dieu 12. Tiep nhan, dang ky van ban den

1. Ddi vdi van ban giay

a) Khi tiep nhan van ban giay den, Van thu Trudng hoac ngudi dugc giao
r r y y A • /Vnhiem vu tiep nhan van ban den phai kiem tra so lugng, tinh trang bi, dau niem 

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

van ban trong bi. Trudng hgp phat hien cd sai sot, bi thu khdng cd van ban, van 

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

ngudi cd trach nhiem giai quyet va thong bao cho nai gui van ban.
r r A A •b) Van ban den phai dugc phan loai so bd, bde bi, dong dau den, ghi so, 

ngay den. Ddi vdi van ban gui dich danh ca nhan hoac phdng, ban thuoc Trudng 

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

c, Van thu cd trach nhiem gui tra lai nai gui nhung van ban khdng dung dja 

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

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

2. Ddi vdi van ban dien tu

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

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

thuc, toan ven cua van ban dien tu hoac gui sai noi nhan thi phai tra lai cho co 

quan, to chuc gui van ban tren He thong van ban va dieu hanh. Truong hop phat
r r

hien co sai sot hoac dau hieu bat thubng thi Van thu Truong bao cao ngay ngubi 
co trach nhiem giai quyet va thong bao cho Noi gui van ban.

c) Khi nhan dupe thong bao de nghi thu hoi van ban, Van thu Truong thuc
r \

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

3. Van ban giay co muc do khan den ngoai gib lam viec, ngay le, ngay 

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

ngay vbi Van thu Truong de xu ly kip thbi.

4. Van ban co dau chi muc do Mat dupe tiep nhan, dang ky theo quy dinh 

cua Quy che bao ve bi mat nha nubc ciia Truong va cac quy dinh khac ve bao ve 

bi mat nha nubc. Dbi vbi dien mat, van ban cb dp mat va bi co dau Mat: dang ky
> r

theo quy djnh ciia phap luat ve co yeu va bao ve bi mat nha nubc.

f)ieu 13. Trinh, chuyen giao van ban den
r t 9 /C»A9 r»A91. Dbi vbi dien mat, chuyen ngay den Hieu trubng hoac Phb Hieu trubng 

phu trach; khi lanh dao tra lai, luu theo quy dinh (dbi vbi dien mat da dupe giai 
quyet) hoac chuyen ngay den Trubng don vi lien quan xu ly (Dbi vbi dien mat 
cb chi dao xu ly).

r XA\*»\-\rDbi vbi van ban cb dp mat dupe chuyen den ngoai gib hanh chinh, Van thu 

co quan bao cao Hieu trubng hoac Phb Hieu trubng phu trach hoac bao cho 

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

2. Dbi vbi cac bi khbng thubc dien bbc, chuyen den dung noi nhan, dam 

bao chinh xac, dung dbi tupng va giu bi mat nbi dung van ban. Ngubi nhan van
9 9 ^

ban phai ky nhan, ghi rb hp ten vao so chuyen giao van ban.

3. Dbi vbi cac bi don, thu khieu nai, to cao, Van thu co quan khbng thuc 

hien so hba van ban, chi dang ky thong tin len He thong va chuyen van ban, hb 

so den noi nhan.

4. Dbi vbi van ban dien tu

Van thu Trubng dang ky vao He thong van ban va dieu hanh trinh Hieu 

trubng de phan cbng cac don vi, phbng, ban xu ly theo tham quyen. Trubng hop 

van ban dien tu gui kem van ban giay, Van thu Trubng can cu vao y kien chi
99 r /

dao ciia Lanh dao de chuyen ban giay den don vi, phbng, ban xu ly.

5. Dbi vbi van ban giay



11

r r %

a) Van thu Truang tien hanh so hoa va thuc hien theo quy trinh tai khoan 4 

Dieu 13 ciia Quy che nay.

b) Doi voi cac van ban do lanh dao Truong chuyen ra chua co dau “Den” 

ciia Truong. Van thu Truong thuc hien theo diem b Khoan 1 Dieu 12 cua Quy 

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

3. So den cua van ban dupe lay lien tiep theo thu tu va trinh tu thbi gian 

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

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

■\ > # ^ 
gib dong ho tinh tu khi nhan dupe thong tin tu Van thu Truong.

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

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

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

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

don vi va tat ca vien chuc co trach nhiem kiem tra thubng xuyen thong tin tren 

He thong QLVB va trien khai ngay khi nhan dupe van ban, chu dong thiet lap 

thbi han hoan thanh cho cap dubi thupc quyen hoac don vi phbi hop, chiu trach 

nhiem ve tien dp hoan thanh cbng viec dupe giao.

2. Phong Hanh chinh - Tong hop cb trach nhiem theo doi, tong hop so lieu, 
tinh hinh giai quyet va dbn dbc cac don vi thuc hien dung thbi han ciia van ban 

den. Van thu don vj cb trach nhiem giiip thii trubng don vj theo doi, dbn dbc 

giai quyet van ban den tai don vi.

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

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

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

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

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

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

phat hien cb sai sot thi tra lai ngay cho don vi soan thao va bao cao lanh dao
9 r r

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

va dong dau phat hanh dbi voi van ban soan thao dung quy dinh.
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2. Truong hop phat hien noi dung van ban chong cheo hoac ngudi ky 

khong dung tham quyen, Van thu Truong tu choi phat hanh va bao cao ngay cho
9

Lanh dao Phong Hanh chinh - Tong hop.

f)ieu 16. Cap so, thoi gian ban hanh van ban

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

r r #

01 va ket thuc vao ngay 31 thang 12 hang nam), so va ky hieu van ban la duy
r r r * 9»aa 9»A9nhat trong mot nam, thong nhat giua van ban giay va van ban dien tu.

9 A AHe so cua Truong bao gom:

- So van ban cua Hoi dong Truong;

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

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

cac Van ban khac.

2. Doi vdi van ban giay, vice cap so, thoi gian ban hanh dupe thuc hien sau 

khi co chu ky cua ngudi cd tham quyen, cham nhat la trong ngay lam vice hanh 

chinh tiep theo.

3. Doi vdi van ban dien tu, viec cap so, thoi gian ban hanh dupe thuc hien 

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

luat.
r *

4. Van ban mat di dupe danh so rieng va dang ky rieng tung do mat ciia 

van ban theo cac quy dinh khac ciia phap luat.

Dieu 17. Dang ky van ban di

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

thiet ciia van ban giay hoac dien tu.
A r ^ b a

2. Van ban di tai co quan dupe dang ky bang He thong van ban va dieu
\ r a

hanh ciia Bo Tu phap. Van ban dupe dang ky bang He thong van ban va dieu 

hanh phai dupe in ra giay day dii cac truhng thong tin theo mau So dang ky van 

ban di, dong so de quan ly.
t A

3. Van ban mat dupe dang ky theo quy dinh cua phap luat ve bao ve bi mat
r A A r 9 Anha nuoc va Quy che bao ve bi mat nha nude cua Truong.

Dieu 18. Nhan ban, dong dan co quan va dan muc do khan, mat

1. Nhan ban, dong dau ciia co quan, to chuc va dau chi do mat, muc dp 

khan doi vdi van ban giay:
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r , 9 ' .a) Van ban di dugc nhan ban theo so lirgng dugc xac dinh a phan “Noi 
nhan” ciia van ban, truang hgp van ban giri den nhieu noi ma trong van ban 

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

theo lam can cu nhan ban de phat hanh.

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

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

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

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

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

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

r •aAiv/v/v/-d) Viec dong dau ciia Truong Dai hgc Luat Ha Ngi va dau chi do mat, muc 

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

30/2020/NB-CP ngay 05/3/2020 cua Chinh phu.

2. Ky so cua co quan, to chuc doi vdi van ban dien tu

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

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

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

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

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

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

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

1. Phat hanh van ban giay tai Van thu Truong:
r p y ^ P A or J. /va) Lira chgn bi, viet bi, cho van ban vao bi, dan bi va dong dau chi muc do 

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

b) In van ban da dugc ky so ciia ngudi cd tham quyen ra giay, phat hanh 

van ban dien tu di theo quy dinh. Ben canh do dong dau ciia Truong Dai hgc 

Luat Ha Ngi de tao ban chinh van ban giay va thuc hien phat hanh van ban giay
r a AA w9tu van ban dugc ky so ciia ngudi co tham quyen (de luu van ban).

c) So hda van ban giay da cap so va dong dau, ky so xac thuc van ban di,
f r r 9^»A>

dinh kem File van ban dien tu vao so da cap tren He thong van ban va dieu hanh
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r > #

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

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

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

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

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

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

dinh ve bao ve bi mat nha nuac.

2. That hanh van ban dien tu:

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

quy dinh cua phap luat, chuyen van thu Truang de lam thu tuc phat hanh van
> r

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

3. Chuyen phat van ban di

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

trong ngay van ban do duqc ky, cham nhat la trong ngay lam viec hanh chinh 

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

b) Viec chuyen giao van ban cho cac dan vi, ca nhan thuoc Truang hoac 

cho cac ca quan, dan vi, ca nhan ben ngoai phai duqc ky nhan vao so chuyen 

giao van ban.

4. Theo d5i viec chuyen phat van ban di

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

nhan tinh trang nhan gui cua van ban. Truang hap van ban gui tren He thong 

van ban va dieu hanh nhung dan vi nhan khong phan hoi trang thai nhan, duang 

truyen bi loi, chuyen vien soan thao co trach nhiem phoi hqp vai Van thu 

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

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

Truang phai theo ddi, thu hoi dung thai han; khi nhan lai, phai kiem tra, doi 
chieu de bao dam van ban khong bj thieu va con nguyen ven.

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

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

tii’ giii kem van ban giay

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

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

cong tac nhan su.

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

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

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

Dieu 21. Dinh chinh va thu hoi van ban di

1. Dinh chinh van ban hanh chinh

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

sua doi, thay the bang van ban co hinh thuc tuang duang cua Truong.
• r X X r /v- Van ban ciia Truong da phat hanh nhung co sai sot ve the thuc, ky thuat 

trinh bay, thii tuc ban hanh phai dugc dinh chinh bang van ban hanh chinh co 

hinh thuc tuang duang ciia Truong.

2. Thu hoi van ban

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

phoi hgp vai van thu dan vj va Van thu Truong theo doi de thu hoi van ban.

b) Doi vai van ban dien tii, trubng hgp nhan dugc van ban thong bao thu 

hoi, ben nhan hiiy bo van ban dien tii' bj thu hoi tren He thong van ban va dieu 

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

Dieu 22. Luu van ban di

1. Luu van ban giay
> \9*a) Ban goc van ban dugc luu tai Van thu Truong va phai dugc dong dau

A X r r

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

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

2. Luu van ban dien tu
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r A • '
a) Ban goc van ban dien tu phai dirge liru tren He thong van ban va dieu

hanh cua Truong.

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

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

nuoc.

Muc 3: SAG VAN BAN

Dieu 23. Cac hinh thuc ban sao

1. Cac hinh thuc ban sao duoc quy dinh tai Dieu 25, Nghi dinh so 

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

sao.

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

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

05/3/2020 cua Chinh phu.

Dieu 24. Gia tr| phap ly cua ban sao

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

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

ly nhu ban chinh.

Dieu 25. Tham quyen sao van ban
t A <

1. Lanh dao Truong va Truong Phong Hanh chinh - Tong hop quyet dinh 

viec sao van ban do Truong ban hanh va van ban do cac co quan, to chuc khac
a ^9 y r r i igui den; quy dinh tham quyen ky cac ban sao van ban.

2. Khong duoc sao, chup, chuyen phat nhung y kien cua Lanh dao Truong
> 9 A 9 A

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

cua Lanh dao Truong ghi o le cua van ban can thiet cho viec giao dich, trao doi 
cong tac, phai duoc cu the hoa bang van ban hanh chinh.

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

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

Muc 4: LAP HO SO VA NOP LlTU HO SO, xAl LIEU VAO LUU TRVf • • • ~ •
A A ADieu 26. Lap Daub muc ho so

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

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

Dieu 27. Lap ho so1

1. Yeu cau

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

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

2. Mo ho so

a) Can cu vao Danh muc ho so hoac theo ke hoach cong tac cua co quan, 
don vi duqc phe duyet va thuc te cong viec duqc giao, vien chuc phai chuan bj 
bia ho so, ghi tieu de ho so len bia ho so doi voi ho so giay, tao file ten ho so doi 
voi ho so dien tu.

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

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

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

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

a) Vien chuc co trach nhiem thu thap, cap nhat tat ca van ban, tai lieu hinh
A f A A /A "/V A X 9 Xthanh trong qua trinh theo doi, giai quyet cong viec vao ho so da mb, bao gbm 

tai lieu phim, anh, ghi am (neu co) bao dam su toan ven, day dii cua ho so, tranh 

bj that lac.

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

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

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

4. Ket thuc ho so

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

trach nhiem lap hb so phai ra soat lai toan bb van ban, tai lieu cb trong hb so;
A ..A. 9 9 9 A

loai ra khbi hb so ban trung, ban nhap; xac dinh lai thbi han bao quan cua hb so; 
chinh sua tieu de, so va ky hieu hb so cho phu hop; hoan thien, ket thuc hb so.

r a r a t rA \ A*b) Dbi voi hb so giay: Ngubi lap hb so thuc hien danh so to dbi voi hb so 

co thbi han bao quan tu 05 nam trb len va viet Muc luc van ban dbi voi hb so cb 

thbi han bao quan vmh vien; viet chung tu ket thuc dbi voi tat ca hb so.
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r \ y t

c) Doi vai ho so dien tu: Ngirdi lap ho so co trach nhiem cap nhat vki He
r y • • A , •thong van ban va dieu hanh cac thong tin con thieu. Viec bien muc van ban 

trong ho so dugc thuc hien bang chuc nang cua He thong van ban va dieu hanh.

Dieu 28. Thoi han nop ho so1, tai lieu

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

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

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

2. Thoi han nop luu ho so, tai lieu

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

ngay cong trinh dupe quyet toan.

b) Doi voi ho so, tai lieu khac: Trong thoi han 01 nam ke tu ngay cong viec
ket thuc.

3. Thu tuc nop luu
' * 9 y 9 r 9 -y 9 9 /y r, 9 /y 'a) Doi voi ho so giay: Khi npp luu tai lieu phai npp 02 ban “Muc luc ho so,

• ^ ^ |tai lieu nop luu” va 02 ban “Bien ban giao nhan ho so, tai lieu” theo mau tai Phu 

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

nhan nop luu tai lieu va Luu tru cua Truong giu moi loai 01 ban.

b) Doi voi ho so dien tu: Vien chuc dupe giao nhiem vu giai quyet cong 

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

He thong van ban va dieu hanh. Luu tru cua Truong co trach nhiem kiem tra, 
nhan ho so theo Danh muc; lien ket chinh xac du lieu dac ta voi ho so; tiep nhan 

va dua ho so ve che dp quan ly ho so luu tru dien tu tren He thong.

Dieu 29. Trach nhiem doi voi viec lap ho so1 va giao nop ho so, tai lieu 

vao Luu tru1 cua Truong
9 9 9 f '1. Trach nhiem cua Hieu trudng: True tiep hoac uy quyen cho Pho Hieu

trubng:

a) Phe duyet Danh muc ho so hang nam ciia Trubng.

b) Chi dao, kiem tra, hubng dan viec lap ho so va nop luu ho so, tai lieu 

vao Luu tru doi vbi cac don vi thuoc Trubng.

2. Trach nhiem ciia Trubng Phong Hanh chinh - Tong hop

a) Tham muu, giup Hieu trubng trong viec chi dao, kiem tra, hubng dan lap 

ho so va nop luu ho so, tai lieu vao luu tru doi vbi cac don vi thuoc Trubng.
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9 > A

b) Chi dao viec huang dan, kiem tra viec lap ho sa va nop liru ho sa vao 

Luu tru ciia Truong; chi dao viec xay dung va trinh Hieu truong ban hanh Danh 

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

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

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

3. Trach nhiem cua Thu truong cac don vi

a) Thu truong cac don vj thuoc Truong co trach nhiem to chuc thuc hien 

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

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

ho so, tai lieu luu tru.

b) Thu truong cac don vi thuoc Truong co trach nhiem quan ly tai lieu luu 

tru ciia don vi, chi dao, kiem tra, hudng dan viec lap ho so va nop Iutj ho so, tai 
lieu ciia don vi dupe xac dinh thoi han bao quan tu 05 nam trd len vao Luu tru 

ciia Truong.

4. Trach nhiem cua vien chuc, ngudi lao dong

a) Vien chuc, ngudi lao dong npp luu ho so vao Luu tru' ciia Truong phai 
du thanh phan, dung thoi han va thuc hien theo trinh tu, thu tuc lai Quy che nay. 
Truong hop can giu lai ho so, tai lieu den han npp luu phai lap Danh muc ho so,
tai lieu giu lai trinh lanh dao Truong dong y bang van ban va gui Luu tru- ciia

\
Truong. Thoi han giu lai ho so, tai lieu cua don vi, ca nhan khong qua 02 nam 

ke tu ngay den han npp luu.

b) Vien chuc va ngudi lao dong trong Truong trude khi nghi huu, thoi viec, 
chuyen cong tac, di hoc tap dai ngay phai ban giao ho so, tai lieu cong viec da 

ket thuc cho Luu tru cua Truong; ban giao ho so, tai lieu cong viec chua ket 
thuc cho ngudi ke nhiem theo su chi dao cua Thu truong don vj; khong giu ho 

so, tai lieu cua co quan lam tai lieu rieng hoac mang sang co quan, to chuc khac.

Thu truong cac don vi chju trach nhiem don doc vien chuc va ngudi lao 

dong ciia don vi minh trong viec ban giao tai lieu trude khi chuyen cong tac, 
thoi viec, di hoc tap dai ngay, nghi hudng che dp bao hiem xa hpi.

5. Trach nhiem cua Van thu Truong

Van thu Truong cd trach nhiem hudng dan cac don vi thuoc Truong va 

vien chuc, ngudi lao dong lap ho so cong viec; npp luu ho so, tai lieu; thu thap 

ho so, tai lieu vao Luu tru co quan theo dung quy dinh.
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Muc 5: QUAN LY, SLT DUNG CON DAu VA THIET BI LU^U KHOA 

BI MAT TRONG CONG TAC VAN THU
Dieu 30. Quan ly con dau, thiet bi lira khoa M mat

1. Truong Phong Hanh chinh - Tong hop chiu trach nhiem truoc Hieu
9 •A 9^9 ' • ' •truong viec quan ly, su dung con dau, thiet bi luu khoa bi mat cua Truong.

r * r *

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

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

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

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

thuc hien nhung quy dinh sau:

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

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

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

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

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

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

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

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

dau, thiet bi luu khoa bi mat cua co quan phai dupe lap bien ban.
9 • •AAA 9\9 'c) Phai true tiep dong dau van ban va ban sao van ban; chu tri, phoi hop ky 

so vao van ban dien tu tren He thong van ban va dieu hanh.

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

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

d) Khbng dupe dong dau vao giay khong co npi dung, dong dau truoc khi
A n* r r A

ky, dong dau san tren giay trang hoac dong dau len cac van ban co chu ky cua 

ngubi khong co tham quyen.

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

khoa bi mat.

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

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

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

Dieu 31. Sir dung con dau, thiet bj hru khoa bi mat

1. Su dung con dau
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r r \ r

a) Dau dong phai ro rang, ngay ngan, dung chieu va dung dung muc dau 

mau do theo quy dinh.
r r \

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

phia ben trai.

d) Viec dong dau len cac phu luc kem theo van ban chinh thyc hien theo 

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

d) Dau giap lai duqc dong vao khoang giua mep phai ciia van ban hoac phu 

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

2. Su dung thiet b\ luu khoa bi mat
r 9 Jy f 9Thiet bi luu khoa bi mat cua Truong duqc su dung de ky so cac van ban 

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

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

Chuong III

CONG TAC LUtJ TRU

Muc 1: THU TRAP, CHINH LY, XAC DINH GlA TRI TAI LIEU

Dieu 32. Giao nhan ho so’, tai lieu vao Luu trir co’ quan
9 /VA. \*,A4.Hang nam, luu tru co quan co nhiem vu to chuc thu thap ho so, tai lieu da 

den han nqp luu vao kho Luu tru cua Truong.

1. Doi voi ho so dien tu:

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

cua phap luat va cac quy dinh cua Truong.

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

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

quy dinh cua Truong.

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

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

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

2. Doi voi ho so giay:

a) Lap ke hoach thu thap ho so theo Danh muc ho so duqc cap co tham 

quyen phe duyet, ban hanh vao dau nam;

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

nhung loai ho so, tai lieu can nqp luu vao Luu tru co quan;
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c) Huang dan cac dan vi, cong chuc, vien chuc, nguai lao dong chuan bj 
ho so, tai lieu va lap “Muc luc ho so, tai lieu nop luu theo quy djnh tai Dieu 27 

Quy che nay”.

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

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

Dieu 33. Chinh ly tai lieu

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

trong kho luu tru hoac He thong luu tru cua Truong.
r

1. Nguyen tac chinh ly

a) Khong phan tan phong luu tru;

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

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

viec (khong pha vo ho so da lap);

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

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

a) Phan loai va lap ho so hoan chinh;

b) Xac djnh thdi han bao quan cho ho so, tai lieu;

c) He thong hoa ho so, tai lieu:
' *> •d) Lap cong cu tra cuu: Muc luc ho so, co so du lieu va cac cong cu tra cuu 

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

d) Lap Danh muc tai lieu het gia tri.

Dieu 34. Xac djnh gia trj tai lieu

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

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

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

2. Viec xac djnh gia trj tai lieu phai dat dupe yeu cau sau:

a) Xac djnh tai lieu can bao quan vlnh vien va tai lieu bao quan co thdi han 

bang so nam cu the;

b) Xac djnh tai lieu het gia trj de tieu huy.

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

truong trong viec xac dinh thoi ban bao quan tai lieu luu tru theo Quy dinh tai 
Thong tu 08/2021 ve Quy che dao tao trinh dp dai hoc co npi dung lien quan den 

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

su va loai tai lieu het gia tri.

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

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

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

quyet djnh.

Dieu 36. Huy tai lieu het gia trj

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

quyet dinh thoi han bao quan tai lieu, lira chon tai lieu de giao nop vao Luu tru 

ciia Truong.

2. Cac don vi, ca nhan khong duoc tu tieu huy ho so, tai lieu ciia Truong va
cua don vi dubi bat cu hinh thuc nao. Doi vbi cac loai sach bao, tap chi, cac ban
sao chup, giay nhap khong con nhu cau su dung, don vi, ca nhan co the tu huy 

• • r 7 sau khi coy kien tham tra.
A « /V X3. Quy trinh huy ho so, tai lieu dupe thuc hien theo Luat Luu tru so 

01/2011/QH13 ngay 11/11/2011 va Nghj dinh s6 01/2013/NB-CP ngay 

03/01/2013 cua Chinh phu Quy dinh chi tiet thi hanh mot so dieu ciia Luat Luu
tru.

Muc 2: BAO QUAN, TO CHlTC Slf DUNG TAI LIEU LlTU TRlT

Dieu 37. Bao quan tai lieu Imi tru

1. Doi vbi ho so luu tru dien tu

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

b) Khong luu co so du lieu tai lieu luu tru cb chua thong tin thubc pham vi 
bi mat nha nubc tren cac thiet bi ket nbi vbi mang Internet, mang may tinh, 
mang vien thong.
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c) Khong chuyen muc dich sii- dung cac thiet bi da luu ho so, tai lieu luu tru 

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

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

du lieu, moi trudng du lieu tren 01 phuong tien luu tru doc lap (6 cung hoac
r yr,rr,-.y, ythiet bi luu tru). Viec sao luu phai bao dam day du, chinh xac, k)p thdi, an toan.

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

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

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

g) Thuc hien nghiem cac quy dinh khac ve luu tru dien tu.
r • • y • r2. Doi vdi ho so luu tru giay

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

quan trong kho Luu tru. Kho Luu tru phai dupe trang bi day du cac thiet bi, 
phuong tien can thiet theo quy dinh dam bao an toan cho tai lieu.

3. Trach nhiem chi dao, thuc hien cac quy dinh ve bao quan tai lieu luu tru

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

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

7 7

luu tru; duy tri nhiet do, dp am, anh sang de bao quan phu hop vdi tung loai tai 
lieu luu tru; thuc hien cac bien phap phong, chong con trung, nam moc va cac 

tac nhan gay hu hong tai lieu; thuc hien che dp bao quan thudng xuyen doi vdi 
tai lieu luu tru1 trong kho, kiem tra, ve sinh dinh ky, dot xuat kho va tai lieu luu
tru.

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

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

tru va tai lieu luu tru; bd tri, sap xep khoa hoc tai lieu luu tru; ho so, tai lieu
7 > 9

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

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

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

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

Dieu 38. Doi tuong dupe khai thac, su’ dung tai lieu
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Lanh dao, vien chuc va ngu'di lao dong trong, ngoai co quan va moi ca 

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

cau rieng chinh dang.

Dieu 39. Cac hinh thiic to chuc sir dung tai lieu lu u tnr

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

Luu tru dien tu cua don vr

2. Gidi thieu tai lieu luu tru tren phuong tien thong tin dai chung, trang 

thong tin dien tu.

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

Dieu 40. Tham quyen cho phep va thii tuc khai thac, sir dung tai lieu
luu tru-

r • r • • • /\a/\»1. Ddi vdi vien chuc thuoc Trudng Dai hoc Luat Ha Ndi:

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

vien chuc thuoc co quan Trudng ddi vdi tai lieu luu tru co ndi dung han che sir 

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

thuc khai thac: doc, ghi chep tai lieu tai phdng doc Luu tru-, sao photo (cd dong 

dau).

b) Trudng phdng Hanh chinh - Tong hop: phe duyet phieu yeu cau khai 
thac, su dung tai lieu cua cac vien chuc thuoc co quan Truong ddi vdi tai lieu 

luu tru thong thudng. Hinh thuc khai thac: doc, ghi chep tai lieu tai phdng doc 

Luu tru co quan, sao, photo (khdng dong dau).

2. Ddi vdi co quan, to chuc, ca nhan ngoai Trudng Dai hoc Luat Ha Ndi

a) Co quan, to chuc ngoai Trudng nghien cuu tai lieu vi muc dich edng vu
phai cd giay gidi thieu ghi rd muc dich nghien cuu tai lieu va phai duoc Hieu 

>
trudng dong y.

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

dung tai lieu, chung minh thu nhan dan, can cudc edng dan, hd chieu hoac giay 

to hop phap khac va phai duoc Hieu trudng dong y.

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

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

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

theo Quy che bao ve bi mat nha nude cua Trudng Dai hoc Luat Ha Ndi.

Dieu 41. Quan ly vide sir dung tai lieu luu tru-
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1. Phong Hanh chinh - T6ng hap xay dimg Noi quy tai phong doc Lim tru.

2. Vien chuc duac phan cong thuc hien nhiem vu luu tru su dung cac cong 

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

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

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

Chucmg IV

£>IEU KHOAN THI HANH

Dieu 42. Khen thuong va ky luat

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

thudng theo quy djnh cua phap luat.

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

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

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

phap luat.

Dieu 43. Trach nhiem thi hanh
• • A • A r1. Thu trudng cac dan vi thuoc Trudng chiu trach nhiem pho bien, quan 

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

2. Phong Hanh chinh - Tong hop chu tri, phoi hap vdi cac dan vi thuoc 
Trudngco trach nhiem pho bien, theo d5i, kiem tra, don doc, tong hop tinh hinh 
thuc hien Quy che bao cao Hieu trudng; kip thdi bao cao nhung bat cap de sura 
doi, bo sung Quy che cho phu hap.

3. Trung tarn Cong nghe thong tin chu tri, phoi hop vdi Phong Hanh chinh 

- Tong hap va cac don vi thuoc Trudng theo doi, tong hop cac vudng mac trong
r r

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

dieu hanh de kip thdi kien nghi sua doi, bd sung Quy che va hoan thien He 

thong van ban va dieu hanh.

4. Phong Quan tri cd trach nhiem bao dam ca sd vat chat va trang thiet bi 
cho Kho luu tru cua Trudng.

5. Phong Tai chinh - Ke loan co trach nhiem dam bao kinh phi cho cong tac 

luu tru hang nam cua Trudng.

6. Trong qua trinh thuc hien, xuat hien kho khan, vudng mac, de nghi cac 

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

tong hop, trinh Hieu trudng xem xet, quyet dinh./.
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Phu luc I
SO DO BO TRI CAC THANH PHAN THE THlTC 

VAN BAN HANH CHINH VA BAN SAO VAN BAN
/QD-DHLHN ngay / /2021 

cua Truong Dai hoc Luat Ha Noi)

Phan thir nhat
SO DO BO TRI CAC THANH PHAN THE THlTC VAN BAN HANH CHINH 

i. So a6

(Kem theo Quyet dink so

20-25 mm 1411

2 1

43

5b 5a

10a 9a

10b

£30-35 mm £
♦6 or!

in

7a
9b

i

13

7b

20-25 mm
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■\ X /Z r2. Vi tri trinh bay cdc thdnh phan the thiic

/v r

O so /V X *?Thanh phan the thuc van ban
Quoc hieu va Tieu ngu

t r

Ten ca quan chii quan true tiep va ten co quan ban 
hanh van ban

r

So, ky hieu cua van ban
Dia danh va thai gian ban hanh van ban
Ten loai va trich yeu noi dung van ban
Trich yeu noi dung cong van
Noi dung van ban

•? >

Chuc vu, ho ten va chu- ky cua nguai co tham quyen
Dau, Chu ky so cua ca quan, to chuc
Nai nhan
Dau chi do mat
Dau chi muc do khan
Chi dan ve pham vi luu hanh
Ky hieu ngudi soan thao van ban va so lugng; ban 
phat hanh
Dja chi ca quan, to chuc; thu dien tu; trang thong tin 
dien tu; so dien thoai; so Fax.
Chu ky so cua ca quan, to chuc cho ban sao van ban 
sang djnh dang dien tu

1
2

3
4

5a
5b
6

7a, 7b, 7c
8

9a, 9b
10a
10b
11
12

13

14
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Phan thu* hai
SO DO BO TRICAC THANH PHAN THE THUG BAN SAO

DEVH DANG GIAY

1. Sa do
a

20 - 25 mm

PHAN CUOI CUNG CUA VAN BAN DlTQfC SAO

12

4330 - 35 mm 15-20 mm
>-4

5a
7

6
5c

5b

20 - 25 mm

2. Vi tri trinh bay cdc thank phdn the time

: Thanh phan the thuc ban sao
: Hinh thuc sao: “SAO Y”, “SAO LUC” hoac “TRICH 

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

: So, ky hieu ban sao 

: Dia danh va ngay, thang, nam sao 

: Chuc vu, ho ten va chu ky cua ngudi co tham quyen 

: Dau cua co quan, to chuc 

: Noi nhan

6 so
1

2

3

4

5a, 5b, 5c
6
7
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Phu luc II
MAU CHIT VA CHI TIET TRiNH BAY THE XHlTC VAN BAN HANH CHINH

(Kem theo Quyet dinh so /QD-DHLHN ngay thdng ndm 2021 ciia Truang Dai hoc Ludt Hd Noi)

Vi du minh hoa
Thanh phan the (hire va chi tiet 

trinh bay
i Kieu chirLoai chii' Co chfrSTT

Phong chir Times New Roman Co1 chir

Quoc hieu va Tieu ngu1
CONG HOA XA HOI CHU NGHIA VIET NAM- Quoc hieu Dung, dam 12In hoa 12-13

In thudng Dung, dam £>6c lap - Ty do - Hanh phuc 1313-14- Tieu ngu
dudng ke ngang, net lien co do 

ddi bang do ddi dong chit- Dong ke ben duoi

Ten co quan, to chuc ban hanh van ban2

- Ten co quan, to chuc chu quan true tiep bo tu- phAp 12In hoa 12-13 Dung

TRirONG DAI HOC LUAT HA N0I- Ten co quan, to chuc ban hanh van ban Dung, dam 12In hoa 12-13

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

do ddi dong chit
- Dong ke ben duoi

S6: 15/QD-DHLHN; So: 05/DHLHN-HCTH;So, ky hieu cua van ban 13In thudng 13 Dung3

XC& chu trong cling mot van ban tang, gidm phdi thong nhdt, vi du: Quoc hieu ca chu 13, Tieu ngu co chu 14, dia danh vd ngay, thdng, ndm van 
ban co chit 14 hoac Quoc hieu co chu 12, Tieu ngu co chu 13, dia danh vd ngay, thdng, ndm van ban co chit 13.
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Vi du minh hoa
Thanh phan the thux va chi tiet 

trinh bay
i Kieu chirSTT Loai chir Ccr chir

Phong chir Times New Roman C& chu1

Ha N6i, ngay 18 thdng 02 ndm 2021 
Dak Ldk, ngdy 18 thdng 3 ndm 2021Dia danh va thdi gian ban hanh van ban4 In thuong Nghieng 1313-14

Ten loai va trich yen noi dung van ban5
Vi tri ten loai van hdn ddt canh 
giua theo chieu ngang van banBoi vdi van ban co ten loaia

BAO CAO-Ten loai van ban In hoa 1413-14 Bung, dam
- Trich yeu noi dung A rVe ban hanh man van ban hanh chinh 14In thuong 13-14 Bung, dam

ditong ke ngang, net lien co do ddi 
bang do ddi tu 1/3 den 1/2 do ddi 

ddng chu vd can ddi so vdi dong chic.
- Bong ke ben dudi

Boi vdi cdng vanb

Trich yeu noi dung In thuong V/v phat dong phong trao thi dua nam 2021 1212-13 Bung
6 Noi dung van ban Trong cong tac chi dao ... 14In thuong 13-14 Bung

> A 7 >

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

- Tu ‘Than”, “Chuong” va so thu tu cua 
phan, chuong Phan 1In thuong Chu-ong I 1413-14 Bung, dam

- Tieu de cua phan, chuong QUY DINH CHUNG 14In hoa Bung, dam QUY DINH CHUNG13-14
- Tu “Muc” va so thu tu In thuong 1413-14 Bung, dam Muc 1

QUAN LY VAN BAN- Tieu de cua muc In hoa 1413-14 Bung, dam
- Tu “Tieu muc” va so thu tu Tieu muc 1 14In thuong 13-14 Bung, dam

QUAN LY VAN BAN BI- Tieu de cua tieu muc 14In hoa Bung, dam13-14
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Vi du minh hoa
Thanh phan the thirc va chi tiet 

trinh bay
i Kieu chirLoai chir Co churSTT

Phong chu- Times New Roman Co chir
A •>Dieu 1. Ban sao van ban- Dieu In thuang 13 - 14 Dung, dam 14

1. Cac hinh thuc ...In thudng 13-14 Dung 14- Khoan
a) B6i vpi....- Diem In thudng 13-14 Dung 14

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

TiNH HiNH THlTC HIEN NHIEM YU ...- Tieu de cua phan Dung, damIn hoa 13-14 14
Dung, dam I. NHtrNG KET QUA...- So thu tu va tieu de cua muc In hoa 13-14 14

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

1. Quyet dinh nay co hieu lire thi hanh ke tu ngay...Truong hop khdng co tieu de In thudng 13-14 Dung 14
a) Doi vdi....- Diem In thudng 13-14 Dung 14

Chuc vu, ho ten cua ngudi co tham quyen7

TM. HOI DONG TRlTOiNG KT. HIEUTRtrONG- Quyen han cua ngudi ky In hoa 13 - 14 Dung, dam 14

CHU TICH PHO HIEU TKIOM,In hoa 13-14 Dung, dam- Chuc vu cua ngudi ky 14
Tran Van BNguyen Van ADung, dam- Ho ten cua ngudi ky In thudng 13 - 14 14

Noi nhan8
Tir “Kinh giri” va ten co quan, to chuc, ca 
nhan nhan van ban In thudng 13 -14 14Dunga

Kinh giri: Vu To chuc can bo 14- Giri mot noi
Kinh giri:

f

- Vu Hop tac qude te;
- Vu To chuc can bo;

- Vu Ke hoach - Tai chlnh.

- Giri nhieu noi 14
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Vi du minh hoa
Thanh phan the thurc va chi tiet 

trinh bay
i Kieu chfl’STT Loai chfl’ C& chir

Co’ chirPhong chu' Times New Roman

Tu “Noi nhan” va ten ca quan, to chtrc, 
ca nhan nhan van banB

Nghieng,
dam Noi nhan: (doi vai cong van) 12- Tu “Noi nhan” In thirong 12 Noinhan:

- Nhir tren;
- Liru: VT, HCTH.

- Van phong Bo,...;
- Luu: VT, HCTH.- Ten co quan, to chuc, ca nhan nhan van ban 11In thirong Bung11

9 Phu luc van ban

- Tu ‘‘Phu luc” va so thu tu cua phu luc 14In thubng Bung, dam14 Phu luc I
BANG CHtT VIET TAT- Tieu de cua phu luc 14In hoa Bung, dam13-14

HOA
TOC

THLfONG
KHAN

Bau chi muc do khan 13Bung, dam10 In hoa 13 - 14 KHAN

Ky hieu ngudi soan thao van ban va so 
luong ban phat hanh

1111 In thubng 11 Bung KL.(30)

S6: 87, Nguyen Chi Thanh, B6ng Da, TP. Ha Noi 
BT: 024.38352630, Fax: 024. 38343226 
E-Mail

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

1112 In thubng 11 - 12 Bung
, Website:http/www.hlu.edu.vn

Chi dan ve pham vi luu hanh 1313 In hoa Bung, dam13-14 liTuhAnhnOiboXEMXONGTRALAI

2,1, 13 (trinh bay a giua le tren)So trang 1414 In thubng 13-14 Bung

http://www.hlu.edu.vn


1

Phu luc III
CHLT VIET TAT TEN LOAI VAN BAN HANH CHINH, BAN SAO VAN 

BAN VA TEN VIET TAT CUA DON VI CHU TRI SOAN THAO
VAN BAN HANH CHINH

(Kem theo Quyet dinh so /QD-DHLHN ngay / /2021 cua
Truong Dai hoc Luat Ha Noi)

I. CHU VIET TAT TEN LOAI VAN BAN HANH CHINH VA BAN 

SAO vAn bAn

Chfi’ viet tatTen loai van ban hanh chinh, ban saoSTT
Van ban hanh chinhA
Nghj quyet (ca biet) NQ1.
Quyet djnh (ca biet) QD2.

CTChi thi3.

Quy che QC4.
QyBQuy djnh5.

TCThong cao6.
TBThong bao7.

Huong dan HD8.
CTrChuong trinh9.

10. Ke hoach KH
PAPhuong an11.

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

>
Hop dong HD17.

BGNBan ghi nhd18.
BTT19. Banthoathuan

• r XGiay uy quyen GUQ20.

Giay mdi GM21.
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Chfir viet tatTen loai van ban hanh chfnh, ban saoSTT
Giay giai thieu GGT22.

Giay nghi phep GNP23.

24. Phieu trinh PT
* r • Phieu gui PG25.

r 9

Phieu chuyen PC26.
a PBPhieu bao27

Ban sao van banB
SYBan sao y1.
TrSBan trich sao2.
SLBan sao luc3.

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

BAN HANH CHINH

Truong Dai hoc Luat Ha N6i DHLHN1.
Khoa Ly luan chinh tri LLCT2.
Khoa Phap luat hanh chinh - nha niroc HCNN3.

PLHSKhoa Phap luat hinh su4.
Khoa Phap luat dan sir PLDS5.
Khoa Phap luat kinh te PLKT6.
Khoa Phap luat quoc te PLQT7.
Khoa Phap luat thuong mai quoc te PLTMQT8.
Bo mon Ngoai ngu BMNN9.
Bo mon Giao due the chat BMGDTC10.
Vien Luat So sanh VLSS11.
Trung tam Cong nghe thong tin CNTT12.
Trung tam Tu van Phap luat13. TVPL
Trung tam Thong tin - Thu vien TTTV14.
Phong Dam bao chat luong dao tao va khao thi DBCLDT&KT15.
Phong Quan ly khoa hoc va tri su Tap chi QLKH&TSTC16.
Phong Thanh tra TTr17.
Phong Dao tao sau dai hoc DTSDH18.
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Phong Bao tao dai hoc DTBH19.
Phong Hanh chinh - Tong hop HCTH20.
Phong Hop tac quoc te HTQT21.
Phong To churc can bo TCCB22.
Phong Tai chinh - Ke loan TCKT23.

CTSVPhong Cong tac sinh vien24.
QTPhong Quan tri25.

Tram Y te YT26.
Phan hieuTrirong Dai hoc Luat Ha Noi tai tinh 
Pik ilk________________________________
Co so 2 cua Truong Dai hoc Luat Ha Npi tai Bac 
Ninh

PH27.

CS228.

(3^
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Phu lucIV
MAU TRiNH BAY VAN BAN HANH CHINK,

PHU LUC, DANH SACK yA BAN SAG VAN BAN CUA TRUONG
(Kem theo Quyet dinh so /QD-DHLHN ngay / 02/2021 

cua Truang Dai hoc Ludt Ha N6i)

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

Quyet dinh (ca biet) quy djnh true tiepMau 1.1
r r r % r \ / r

Quyet dinh quy dinh gian tiep, ap dung doi vdi cac quyet dinh (ca 

biet) ban hanh hay phe duvet
Mlu 1.2

Mlu 1.3 Van ban co ten loai

Mau 1.4 Cong van

Mau 1.5 Bien ban
Giay mbiMau 1.6

Giay giai thieuMau 1.7
Giay nghi phepMau 1.8

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

chinh

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

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

3. Mau trinh bay ban sao van ban

Ban sao sang dinh dang giayMau 3.1
Mau 3.2 Ban sao sang dinh dang dien tu
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Mau 1.1. Quyet djnh (ca biet) quy dinh trux tiep

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

BO TU' PHAp
TRl/ONG DAI HOC LUAT HA NQI

S6: /QD-DHLHN i... .... ngay .... thdng .... ndm...

QUYET DINH
Ve vice

HIEU TRlTOfNG TRU'O’NG DAI HOC LUAT HA NQI

Can cu Quyet dinh so 405/CP ngdy 10 thdng 11 ndm 1979 ciia Hoi dong 

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

Dai hoc Luqt Ha Noi);

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

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

Theo de nghi cua.

3

4

QUYET DINH:
5Dieu 1. 

Dieu ...
/.

HIEU TRUONG7
(Chu ky vd ddu/chu ky so cua co quan)

Nffi nhqn:
- Nhir Dieu....;

6’- Luu: VT, ....

Ho va ten

'Dia danh, vi du: Ha Noi.
2 Trich yeu noi dung Quyet dinh.
3 Cac can cu de ban hanh van ban bao gomquy dinh Mm quyen, chirc nang, nhiem vu ciia co quan, to chile ban 
hanh van ban va cac van ban quy dinh noi dung, co so de ban hanh van ban. Can cu ban hdnh van ban duoc ghi 
diy dii ten loai van ban, s6, ky hieu, co quan ban hanh, ngay thang ndm ban hanh van ban va trich yeu noi dung 
van ban (rieng Luat, Phap lenh khong ghi so, ky hieu, co quan ban hanh).
4Trubng don vi de nghj ban hanh Quyet djnh.
'Noi dung quyet dinh.
6 ChCr viet tat ten don vi soan thao va so luong ban luu (neu can).
7 Neu Neu Pho Hieu trudng ky thay thi ghi la: KT. HIEU TRUO'NG

PHO HIEU TRUCING



3

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

bO tu phAp
TRlTOTVG DAI HOC LUAT HA NOI

CQNG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phiic

o
....... , ngay .... thdng .... ndm ....S6: /QD-DHLHN

QUYET DINH
9Ban hanh (Phe duyet)

HIEU TRUING TRlTONG DAI HOC LUAT HA NOI • • • • •
r r , ? * -i X

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

Chink phu ve viec thdnh lap Truong Dai hoc Phdp ly Ha Noi (nay Id Truong 

Dai hoc Luqt Ha Noi);

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

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

Theo de nghi cua.

10

n

QUYET DINH:

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

A r • • X y ^ rDieu 2. Quyet dinh nay co hieu luc ke tu ngay ky. 
Dieu 3. Trudng phong Hanh chinh - Tong hap,

r

nhiem thi hanh Quyet dinh nay./.
Noinhan:
- Nhir Dieu ....;

- Liru: VT, ...14.

13 chiu trach

HIEU TRUONG15
*r r X. 9(Chu ky vd ddu/chu k}' so cua co quan)

Ho va ten

* M§u nay ap dung doi vai cac quyet djnh (ca biet) ban hanh hay phe duyet mot vdn ban khac 
“Dia danh, vl du: Ha Noi.
9 Trich yeu noi dung quyet dinh.
10 Cac can cu de ban hanh vdn ban bao gomquy dinh tham quyen, chuc nang, nhiem vu cua co quan, to chuc ban 
hanh van ban va cac van ban quy djnh noi dung, co so de ban hanh vdn ban. C5n ctr ban hanh vdn ban duqc ghi 
day dii ten loai van ban, so, ky hieu, co quan ban hanh, ngay thang nam ban hanh van ban va trich yeu noi dung 
van ban (rieng Luat, Phap lenh khong ghi s6, ky hieu, co quan ban hanh).
11 Truong don vi de nghi ban hanh Quylt dinh.
12 Trich yeu noi dung Quyet dinh.
13Trubng don vj de nghj, Trudng cac don vi khac chiu trach nhiem thi hanh Quyet dinh.
14 Chu' vilt tat ten don vj soan thao va so luong ban luu (neu can).
15 N6u Neu Phd Hieu trudng ky thay thi ghi Id: KT. HIEU TRUONG

PHO HIEU TRUONG
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Mau van ban (duo’c ban hanh, phe duyet kem theo quyet dinh) doi voi van ban giay( 1

CONG HOA XA HOI CHU NGHIA VIET NAM • • ■

Doc lap - Tit do - Hanh phuc
BQ Tl/ PHAP

TRETO'NG DAI HOC LUAT HA NOl • • • •

TEN LOAI VAN BAN16
17

(Kem theo Quyet dinh so ...,/QD-DHLHN 
ngdy ... thdng ... ndm ... cua Truong Dai hoc Luat Ha Noi) 18

Chuong I
QUY DINH CHUNG

Dieu 1 

Dieu ..

Chuong ...

Dieu

Chuong ...

Dieu
/.

(*) Mau nay ap dung vai van ban co bo cue gom chuong, muc, dieu, khoan, diem.
16 Ten loai van ban nhu: CHU'O'NG TRiNH, DE AN, QUY DINH....Rieng d6i voi v9n ban la KE HOACH
thi khong chia chuong, di£u.
17 Trich yeu noi dung cua van ban.
18S6, ky hieu, thdi gian ban hanh ciia Quylt dinh.
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Mau van ban (diro'c ban hanh, phe duyet kem then quyet dinh) doi voi van ban dien tu- (*)

BO TU phAp
tri/6'ng pai hoc luat ha noi

/...21...-dhlhn

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

ngayS6: thdng.... ndm

TEN LOAI VAN BAN
19

(Kem theo Quyet dinh so ..../QD-DHLHN 
ngay ... thdng ... ndm ... ciia Truong Dai hoc Ludt Ha Noi) 20

Chiro’ng I
QUY DINH CHUNG

Dieu 1 

Dieu ..
Chuong • • •

Dieu

Chuong ...

Dieu
/.

19 Trfch yeu noi dung ciia van ban.
2nD6i vbi van ban dien tu, khong phai dien thong tin tai cac vi tri nay.
21 Chil viet tat ten loai van ban, vi du: BC, TTr, BB, TC, HD....
22 Dia danh, vi du: Ha Noi hoac Thanh pho Ho Chi Minh.
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Man 1.3 - Van ban co ten loai
; ngay/thang/nam ; gia :phut :giay 24S6 : ...23

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

boti/phAp
TRUONG PAI HOC LUAT HA NOI

TEN LOAI VAN BAN 25
26

27

J.

HIEU TRUONG29
r \ r r •?(Chit ky va ddu/chu ky so ciia ca quan)

Noinhan:

28- Luu: VT, ...zo.

Ho va ten

(*) Mau nay ap dung vai van ban dien tu kem theo khong ciing tep tin vbi noi dung Quyet djnh ban hanh hay 
phe duyet.
23 S6 \k ky hieu Quyet dinh ban hanh hay phe duyet.
24 Thdi gian ky so ciia co quan, to chiic (ngay thdng nam; gio phut giay; mui gib Viet Nam theo tieu chuan ISO 
8601).
25Ten loai van ban.
Mau nay ap dung chung doi voi cdc hinh thiic van ban hanh chinh co ghi ten loai gom: chi thi, quy die, quy 
dinh, thong cdo, thong hdo, hudng hdn, chuffng trinh, he hoqch, phmrng an, de tin, die tin, hdo cdo, U'r trinh, 
giay uy quyen, phieu giii, phieu chuyin, phieu hdo.
26Trich yeu noi dung van ban.
27Npi dung van ban
28 Chit viet tat ten don vi soan thao va so luong ban luu (neu can).
29 N6u N4u Pho Hieu trubng ky thay thi ghi la: KT. HIEU TRU'O'NG

PHO HIEU TRUONG
Neu Trubng don vi co tham quyen ky thua lenh thi ghi la: TL. HIEU TRU’O'NG

TRUONG PHONG ...
Neu Pho trubng don vi ky thay Trubng don vi co tham quyen ky thua lenh thi ghi la: TL. HIEU TRU’O'NG

KT. TRUONG PHONG ... 
PHO TRUONG PHONG
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Mau 1.4 - Cong van

BQ Ttf PHAP
TRlTONG DAI HOC LUAT HA NOI

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

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

32 thang nam....... >ngay
31V/v

Kinh gui:
33

34

/,

HIEU TRUONG36
*r r ' •?

(Chu ky va ddu/chu ky so cua ca quan)
Noi ft It an: 
- Nlur tren;

- Luu: VT, ...35.

Ho va ten

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

30Chil viet tat ten don vj soan thao cong van.
31Trich yen noi dung cong vdn.
12Bja danh, vi du: Ha Noi.
33 Liet ke cac don vi can gui cong van (trudng hop chi co 01 don vj thi viet ten don vi ciing dong vdi tir kinh 
gui).
34N6i dung cong van.
35 Chu' vidt tat ten don vi soan thao va so luong ban luu (neu can).
36 Neu Neu Pho Hieu truong ky thay thi ghi la: KT. HIEU TRUONG

PHO HIEU TRUONG
Neu Truong don vi co tham quyen ky thiia lenh thi ghi la: TL.HIEU TRUONG

TRUONG PHONG ...
Neu Pho truong don vi ky thay Truong don vi co tham quyen ky thira lenh thi ghi la: TL. HIEU TRUONG

KT. TRUONG PHONG ... 
PHO TRUONG PHONG

37Vi4t ten, dja chi co quan; thu dien tu; trang thong tin dien tir; so dien thoai neu can.

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

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

BO TO phAp
TRirONG DAI HOC LUAT HA N0I

/BB-DHLHN-...38... 39 thdng ndmSo: ........, ngay

BIEN BAN
40

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

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

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

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

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

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

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

THl/KY
(Chu ky) 41

Ho va tenHo va ten

Noi nhdn:

- Luu: VT, ..’.42..(HSCV).

38Chu' viet tat ten dan vi soan thao cong van.
MBia danh, vf du: Ha Noi.
40 Ten cuoc hop, hoi nghi, hoi thao.
41Ghi chirc vu chinh quyen (neu can).
42Ten vi6t tat don vj dupe giao ghi bien ban cuoc hop d4 luu HSCV.



Mau 1.6 - Giay moi 9

B0 Tir phAp
TRLTC>NG DAI HOC LUAT HA NOI

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

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

giAy MOI

Trircmg Dai hoc Luat Ha Noi Iran trong kinh moi:

Toi dy:
44

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

Dia diem: Hoi truong , Truong Dai hoc Luat Ha Noi, nha

87 Nguyen Chi Thanh, Dong Da, Ha Noi

r r

Rat han hanh dupe don tiep!

HIEU TRUONG46
* \ r r £(Chit ky vd ddu/chu ky so)

Noi align:

- Luu: VT, ,.45

Ho va ten

43 Dia danh, vi du Ha Noi hoac Thanh pho Ho Chi Minh.
J4Ten noi dung cupc hop, hoi nghj
45 ChQ- vi4t tat ten doai vi scan thao va so lugng ban luu (neu can).
46 Neu Neu Pho Hieu truong ky thay thi ghi la: KT. HIEU TRUO'NG

PHO HIEU TRUONG



Mau 1.7- Giay gioi thieu 10

CONG HOA XA HQ! CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phiic

BO TLT PHAP
TRUONG DAI HOC LUAT HA N0I

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

giAy gioi thieu

Trirang Dai hoc Luat Ha Noi Iran trong gioi thieu:

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

Chuc vu:.....
r

Dugc cu den: 

Ve viec:........

49

50

\ »'.7 \ r f /\ \ yDe nghi Quy ca quan tao dieu kien de ong (ba) co ten d tren hoan thanh
nhiem vu.

51r ,, r £ y

Giay nay co gia tn den het ngay /.

HIEU TRUONG52
(Chic ky vd ddu/chu ky so)

Noinhan:
- Nhir tren;
- Liru: VT.

Ho va ten

47Dja danh, vf du: Ha Noi.
Ho va ten, chiic vu va don vj cong tac ciia ngudi dugc gioi thieu.

49Ten ca quan, to chuc dugc gioi thieu tai lam viec.
50N6i dung cong viec dugc cir ddn de lam viec.
51 Thai gian het han ciia giay gidi thieu.
52 Neu Neu Pho Hieu trudng ky thay thi ghi la: KT. HIEU TRUONG

PHO HIEU TRUONG
Neu trudng dan vi cd tham quyen ky thua lenh thi ghi la: TL. HIEU TRUONG

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

KT. TRUONG PHONG ... 
PHO TRUONG PHONG

48



11Mau 1.8 - Giay nghi phep

BQ TU* PHAP
TRlTONG DAI HOC LUAT HA NOI

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

S6: /GNP-DHLHN S3 thdng....ndm, ngay

giAy nghi phep

54Xet Dan de nghi nghi phep ngay 
, Trudng Dai hoc Luat Ha Nop cap cho:

cua ong
55(ba)

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

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

Dirac nghi phep trong thai 
den het ngay........tai......

So ngay nghi phep neu tren dirge tinh vao thai gian

57

58 ke tir ngaygian
6059

61 J,

HIEU TRUONG64
(Chit ky va ddu/chu ky so)

Noi nhan:
62

- Liru: VT, ...63..

Ho va ten

53 Dja danh, vi du Ha Noi.
54 Thoi gian cua dan xin nghi phep ciia nguai xin nghi.
55 Ho va ten ciia nguai xin nghi phep.
56Ho va ten cua nguai xin nghi phep.
57 Chuc vu, dan vj cong tac ciia nguai xin nghi phep.
58 So ngay xin nghi phep (khong bao gom ngay nghi le, nghi tet, ngay nghi hang tuan).
59Ngay bat dau va ngay ket thuc ky nghi phep.
60 Noi nghi phep.
MThai gian nghi phep theo Luat lao dong (nghi hang n3m co luoaig hoac nghi khong huong luang hoac nghi viec 
rieng ma vln huemg nguyen luang ...).
“Nguai duac cdp giay nghi phep.
63 Chit viet tat ciia dan vi scan thao va so luang ban luu (neu can).
64N6u Pho Hifu truong ky thay thi ghi la: KT. HIEU TRUO'NG

PHO HiEU TRU ONG
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Mau 2.1 - Phu luc ban hanh kem then van ban hanh chinh giay

Phu luc 65• • •
66

(Kem theo ...61... so..... 68...... ngay........thdng........ndm ....
cua Truang Dai hoc Ludt Ha Noi)

69

/,

65S6 thu tu' ciia phu luc (danh theo chu so La Ma).
66 Tieu de ciia Phu luc (ki£u chu in hoa, dung, dam). 
67Ten van ban, vl du: Quy6t djnh, bao cao....
68 So va ky hieu cua van ban.
69 Noi dung cua Phu luc.
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Mau 2.2 - Phu luc ban hanh kem theo van ban hanh chi'nh dien tu (man nay ap dung doi voi van 
ban dien tir co phu luc khong cung tip tin voi noi dung van ban)

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

Phu luc ...72
73

(Kem theo ,..74... so 75..... ngay
ciia Truong Dai hoc Luat Ha Noi)

thdng. ndm ....

76

70S6 va ky hieu van ban.
71Thai gian ky so cua co quan, to chirc (ngay, thang, nam; gio, phut, gjay;mui gio Viet Nam theo tieu chuan ISO 
8601).
72So thu tu ciia phu luc (danh theo chtr so La Ma).
73 Tieu de cua Phu luc (kieu chit in hoa, dung, dam).
74Ten van ban, vi du: Quyet djnh, bao cao....
75 So va ky hieu ciia van ban.
76 Noi dung cua Phu luc.
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Mau 2.3 - Danh sach ban hanh kem then van ban hanh chink giay

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

BQ TU PHAP
TRUONG DAI HOC LUAT HA N0I

DANH SACH
77

(Kem theo ...78... so.....79......ngay
cua Truong Dai hoc Luat Ha Noi)

thdng ... ndm ...

80

77 Noi dung ciia Danh sach (kieu chCr in thudng, dung, dam). 
78Ten van ban, vi du: Quy6t dinh, Bao cao, Cong van ....
79 So va ky hieu ciia vSn ban.

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

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

BO TO phAp
TRUONG DAI HOC LUAT HA NOI

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

DANH SACK
83

(Kem theo ,..84... so.....85..... ngay....... thdng ... ndm ...
cua Truong Dai hoc Ludt Hd Noi)

86

8IS6 va ky hieu vSn ban.
“Thai gian ky so ciia co quan, to chuc (ngay, thang, nam; gio, phut, giay, mui gio Viet Nam theo tieu chuan ISO 
8601).
83 Noi dung cua Danh sach (kieu chu in thudng, dung, dam).
84Ten van ban, vi du: Quyet dinh, Bao cao, Cong van ....
85 So va ky hieu ciia van ban.
86 Noi dung ciia Danh sach.
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Mau 3.1 - Ban sao sang djnh dang giay

TEN CQ, TC CHU QUAn
TEN CO QUAN, TO CHlTC

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

S6:.../ ,ngay... thdng... ndm...

TEN LOAI VAN BAN

No'i nhan: QUYEN HAN, CHUC VU CUA NGUC>I KY
(Chu ky cua nguai co thdm quyen ddu ciia ca quan, 

to chuc ban hdnh van ban)- Liru: VT,

Ho va ten

89TRUONG DAI HOC LUAT HA NOI
S6: ...8\../.^8...-DHLHN ngdy ... thdng... ndm ...

QUYEN HAN, CHlTC VU CUA NGUOI KY91Noinhan:

(Chu-ky, ddu)- Luu: VT.

Ho va ten

87 So ban sao.
88 Ky hieu ban sao.
89 Hinh thirc sao:“SAO Y” hoac “SAO LLJC” hoac “TRICH SAO”.
90 Dia danh, v( du Ha Noi hoac Thanh pho Ho Chi Minh.
91 Ghi quyen ban, chuc vu cua ngudi ky ban sao.
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Mau 3.2 - Ban sac sang dinh dang dien tu-

; ngay/thang/nam; gia: phut: giay94

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

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

S6: .../, ,ngay... thdng... ndm ...

TEN LOAI VAN BAN

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

to chuc ban hanh van ban)

No'i nhdn:

- Luu: VT,

Ho va ten

92Hinh thiic sao: “SAO Y” hoac “SAO LUC” hoac “TRICH SAG”.
Ten ca quan, to chuc thuc hien sao van ban.

94Thoi gian ky so cua co quan, to chuc thuc hien sao van ban.



1

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

sAch kem theo vAn bAn hAnh CHINH N0I bo cua cAc don 
VI THUOC TRLrO’NG DAI HOC LUAT HA NOI

(Kem theo Quyet dinh so...... /QD-DHLHN ngay / '/2021
cua Truong Dai hoc Luat Ha Noi)

Mau 1.1 Van ban co ten loai
Mau 1.2 Cong van

Giay maiMlu 1.3

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

Mau 1.5 Bien ban
r r '

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



Mau 1.1 - Van ban co ten loai 2

TRUING DAI HOC LUAT HA NOl CONG HOA XA HOI CHU NGHIA VIET NAM
Hoc lap - Tu- do - Hanh phuci

4S6: ,.2../ 3 ...A., ngay thdng ndm......

TEN LOAI VAN BAN 6
7

8

/,

QUYEN HAN, CHUC VU CUA NGUOI KY9No'i nhan:

(Chit ky)
- Liru: ...4.

Ho va ten

'Ten don vj ban hanh van ban (kieu chu' in hoa, dung, dam).
2S6 quan ly van ban cua don vi phat hanh.
3 ChCr viet tat ten loai van ban, vi du: BC, CT, KH ...
4 Chuviet tat ten don vj soan thao vdn ban.
5 Bia danh, vi du: Ha Noi.
6Ten loai van ban.
Mlu nay ap dung chung doi voi cac hlnh thuc van ban hanh chinh co ghi ten loai gom: bdo cdo, chirong trinh, 
ke hoach, phirffng an, thong bdo.
7Trich yeu noi dung van ban.
"Noi dung van ban 
9 Neu Truong don vi ky thi ghi la:
TRUONG PHONG/ TRUONG KHOA/ GIAM DOC TRUNG TAM/ GIAM DOC PHAN HIEU
Neu Pho Truong don vi ky thay thi ghi la:
KT. TRUONG PHONG KT. TRUONG KHOA KT. GIAM DOC TRUNG TAM KT. GIAM DOC PHAN HIEU 

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



Mau 1.2 - Cong van 3

TRl/dNG DAI HOC LUAT HA NQI CONG HOA XA H0I CHU NGHIA VIET 
NAM

Doc lap - Tu- do - Hanh phiic
10

13S6:
15 thdng ndm14 ....... . ngayV/v

Kinh gui:
16

17

/.

QUYEN HAN, CHlTC VU CUA NGl/OI KY19Nffi nhan: 
- Nhu tren;

- Luu:
(Chit ky )

Ho va ten

10Ten don vi ban hanh cong van (kieu chtf in hoa, dung, dam). 
nS6 quan ly vdn ban cua don vi phat hanh. 
l2ChCr viet tat ten dan vj ban hanh cong vdn.
13ChCr vilt tat ITnh vuc duqc giai quyet, vi du: ve ITnh vuc dao tao thi viet tat la: BT; ve ITnh vuc tong hop thi viet tat la: 
TH.
l4Trich yeu npi dung cong van.
15Dja danh, vi du: Ha Noi hoac Dak Lak.
16 Liet ke cac don vj can gui cong van (trudng hap chi co 01 dan vi thi viet cung dong vdi tu Kinh gui).
17Noi dung cong van.
18 Ten don vj soan thao van ban
19 N6u Trudng dan vi ky thi ghi la:
TRUONG PHONG/ TRUONG KHOA/ GIAM DOC TRUNG TAM/ GIAM DOC PHAN HIEU
Neu Phd Trudng don vi ky thay thi ghi la:
KT. TRUONG PHONG KT. TRUONG KHOA KT. GIAM DOC TRUNG TAM 
PHO TRUONG PHONG PHO TRUONG KHOA PHO GIAM DOC TRUNG TAM

KT. GIAM DOC PHAN HIEU 
PHO GIAM DOC



Mau 1.3 - Giay moi 4

TRUING DAI HOC LUAT HA NQI CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc211

....... , ngay .... thdng.... /GM-...22..21S6: nam ...

GIAY MOI
24

25kinh mai:
26Tai dir.....

Chii tri:....

Thai gian: 
Dia diem:.

27

28

29

30

QUYEN HAN, CHUG VU CUA NGUOI KY31Na'i nit an:

(Chitky )- Luu:

Ho va ten

20 Ten den vi ban hanh giSy mai (kieu chu' in hoa, diing, dam).
21 So quan ly van ban ciia dan vi phat hanh.
22Chu' viet tat ten don vi ban hanh gily mai.
23 Dia danh, vi du: Ha Noi hoac Dak Lak.
24Trfch yeu noi dung cuoc hop.
25 Ten ca quan, t6 chuc hoac ho va ten, chuc vu, don vj cong tac ciia nguai duac mai.
26 Ten (noi dung) ciia cuoc hop, hoi thao, hoi nghi, v.v...
27 Ten ngufri chu tri cuoc hop.
28 Thai gian to chuc cuoc hop.
29 Dia diem to chuc cuoc hop.
3UCac van de can luu y.
31Neu Truong dan vj ky thi ghi la:
TRUONG PHONG/ TRUONG KHOA/ GIAM BOC TRUNG TAM/ GlAM DOC PHAN HIEU
N§u Pho Truong don vi ky thay thi ghi la:
KT. TRUONG PHONG KT. TRUONG KHOA KT. GIAM DOC TRUNG TAM 
PHO TRUONG PHONG PHO TRUONG KHOA PHO GIAM DOC TRUNG TAM

KT. GIAM DOC PHAN HIEU 
PHO GIAM DOC



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

TRLTC5NG DAI HOC LUAT HA NQI CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu' do - Hanh phiic32

55S6 : ...33.../BC- 34 , ngay ... .thdng ... nam

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

va phuong huong nhiem vu cong tac thang/quy/nam

A r rI. Ket qua cong tac thang/quy/nam.............
1. Ket qua cong tac theo Ke hoach (Theo Ke hoach nam cua Trird'ng

Dai hoc Luat Ha Noi va theo Ke hoach nam ciia don vi da duo’c Ldnh dao • ••• • •••
Truong Dai hoc Luat Ha Noi phe duyet)

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

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

4.2. Han che, kho khan, vu&ng mac

r r A y\4.3. Cac cong viec chua hoan thanh theo Ke hoach cong tdc/theo ket luan 
ciia Hieu truang

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

III. De xuat kien nghj

36 tran trong bao cao Hieu truong xem xet, chi dao./.

QUYEN HAN, CHlTC VU CUA NGUCH KY37
(Chuky)

Noinhan:
- Hieu truang (de bao cao);
- Pho Hieu truong phu trach(de bao cao);
- Phong HCTH (de tong hop);
- Lu'u: VT. Ho va ten

32 Ten don vj ban hanh bao cao (kilu chu in hoa, dung, dam).
,3S6 quan ly cua don vj phat hanh vSn ban.
34 Chu viet tat ten don vj bao cao.
35 Bja danh, vi du: Ha Noi hoac Dak Lak.
36 Ten don vi bao cao.
37Neu Truong don vj ky thi ghi la:
TRUONG PHONG/ TRUONG KHOA/ GIAM OOC TRUNG TAM/ GIAM OOC PHAN HIEU
Neu Pho Truong don vj ky thay thi ghi la:
KT. TRUONG PHONG KT. TRUONG KHOA KT. GIAM OOC TRUNG TAM 
PHO TRUdNG PHONG PHO TRUONG KHOA PHO GIAM DOC TRUNG TAM

KT. GIAM DOC PHAN HIEU 
PHO GIAM DOC



6
Mau 1.5 - Bien ban

TRUING DAI HOC LUAT HA NQI CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu’ do - Hanh phiic38

39..../bb-...40S6: 41 , ngay thdng ... ndm ...

BIEN BAN
42

Thai gian bat dau:....

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

Thanh phan tham dy:

Chu tri (chu toa):....................................................................................

Thu ky (nguai ghi bien ban):...............................................................

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

Ket luan cuoc hop:
Cuoc hop (hoi nghi, hoi thao) ket thuc vao ... gia ...., ngay .... thang ....

nam..../.

CHU TOA
(Chit ky)

THU KY
(Chu ky)

Ho va ten Ho va ten

Noinhan:

- Luu: Ho so.

38Ten don vi ban hanh bien ban (kilu chu' in hoa, dirng, dam). 
39S6 quan ly van ban cua don vj phat hanh.
4(1 Ten vi6t tat cua don vj ban hanh van ban.
41 Dia danh, vi du: Ha Noi hoac Dak Lak.
42 Ten cuoc hop, hoi nghj, hoi thao.
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Mau 1.6 - Phieu trinh giai quyet cong viec

TRUING DAI HOC LUAT HA NOI CONG HOA XA HOl CHU NGHIA VIET NAM 
...................43.................. Doc lap - Tu’do - Hanh phiic

46ngay ... thdng ... ndm ...44 /PT- 45S6:

PHIEU TRINH GIAI QUYET CONG VIEC
47V/v

48Kfnh gu-i:
L PHAN GHI DANH CHO DON VI TRINH

TOM TAT NOI DUNG CONG VIEC:
49

Y KIEN DE XUAT
50

CAN BO THUC HIEN LANH DAO DON VI2. HOSOKEM THEO:51

(Ho va ten)(Ho va ten)
JT3. Y KIEN CUA

.thdng.....ndm ...
KY TEN

Ngdy

3. Y KIEN CUA HIEU TRUONG53

.thdng.....ndm ...
KY TEN

Ngdy

43 Ten don vi ban hanh phieu trinh.
'“So quan ly vdn ban cua don vj phat hanh.
45 Ten viSt tat ciia don vj ban hanh van ban.
46 Dia danh, vi du Ha Not hoac Thanh pho Ho Chi Minh
47 Noi dung trinh.
48Ho va ten, chiic vu, don vj cong tac cua ngubi co tham quyen giai quyet.
49Neu tom tat noi dung cong viec can trinh.
50Neu y kien va de xuat y kien giai quyet.
51Liet ke cac van ban lam ro noi dung trinh va du thao cac v3n ban di kem.
52 Neu xin y kien ciia Pho Hieu Truong thi ghi la: PHO HIED TRUO'NG ...
Neu xin y kien ciia ciia Truong don vj co lien quan thi ghi la: TRUO'NG PHONG ....
53 Neu xin y kien ciia Pho hieu trubng thi ghi la: PHO HIEU TRUONG ...
N6u xin y ki4n ciia cua Trubng don vi co lien quan thi ghi la: TRUONG PHONG ....
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Mau 1.7 - Phu luc ban hanh kem theo van ban hanh chinh

Phu luc ...54.. • • 55

... thdng.......ndm.........cua ...5857(Kem theo Van ban so..... 56. ■)ngdy...

59

MS6 thu tir cua phu luc (danh theo chCr so La MS).
55 Tieu de ciia Phu luc (kieu chit in hoa, dung, dam).
56 So va ky hieu ciia van ban.
57 Thai gian ban hanh van ban.
58 Ten dan vj ban hanh van ban.
59 Noi dung ciia Phu luc.
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1.8 - Danh sach ban hanh kem theo van ban hanh chinh

TRUING DAI HOC LUAT HA NOI CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu' do - Hanh phuc60

DANH SACH
61

64(Kem theo ,..62 63X ■)thdng ... ndm ... ciia.....ngay... so.....

65

60 Ten don vj ban hanh danh sach (kieu chCr in hoa, dung, dam).
61 Noi dung cua Danh sach (kieu chu in thudng, dung, dam). 
“Ten van ban, vi du: Cong van, ....
53 So va ky hieu ciia vdn ban.
64Ten don vi ban hanh van ban.
65 Noi dung cua Danh sach.



Phu luc VI
VIET HOA TRONG VAN BAN HANH CHINH

(Kem theo Quyet dinh so /QD-DHLHN ngay / / 2021
ciia Truong Dai hoc Luat Ha Noi)

I. VIET HOA VI PHEP DAT CAU
r * \ t r r /s. \ v -t ' ^

Viet hoa chu cai dau am tiet thu nhat ciia mot cau hoan chinh: Sau dau chain 

cau (.); sau dau cham hoi (?); sau dau chain than (!) va khi xuong dong.

II. VIET HOA DANH TlT RIENG CHI TEN NGUOI

1. Ten ngudi Viet Nam

a) Ten thong thudng: Viet hoa chu cai dau tat ca cac am tiet cua danh tu 

rieng chi ten ngudi. Vi du: Nguyen Ai Quoc, Tran Phu,...

b) Ten hieu, ten goi nhan vat Ijch su: Viet hoa chu' cai dau tat ca cac am tiet. 
Vi du: Vua Hung, Ba Trieu, 6ng Giong, Bac Ho, Cu Ho,...

2. Ten ngudi nude ngoai duoc phien am chuyen sang tieng Viet

a) Trudng hop phien am sang am Han - Viet: Viet theo quy tac viet ten 

ngudi Viet Nam. Vi du: Kim Nhat Thanh, Mao Trach Dong, Thanh Cat Tu Han,...

b) Trudng hop phien am khdng sang am Han - Viet (phien am true tiep sat 
each doc cua nguyen ngu): Viet hoa chu' cai dau am tiet thu nhat trong moi 
thanh phan. Vi du: Vla-di-mia I-lich Le-nin, Phri-drich Ang-ghen,...

III. VIET HOA TEN DIA LY

1. Ten dia ly Viet Nam

a) Ten don vi hanh chinh duoc cau tao giua danh tu chung (tinh, thanh phd 

true thuoc Trung uong; huyen, quan, thi xa, thanh phd thude tinh, thanh phd 

thuoc thanh phd true thuoc Trung uong; xa, phudng, thj tran) vdi ten rieng cua 

don vi hanh chinh do: Viet hoa chu cai dau cua cac am tiet tao thanh ten rieng va 

khdng dung gach ndi. Vi du: thanh phd Thai Nguyen, tinh Nam Djnh,...

b) Trudng hop ten don vi hanh chinh duoc cau tao giua danh tu chung ket 
hop vdi chu so, ten ngudi, ten su kien lich su: Viet hoa ca danh tu chung chi don 

vj hanh chinh do. Vi du: Quan 1, Phudng Dien Bien Phu,...

c) Trudng hop viet hoa dac biet: Thu do Ha Ndi, Thanh phd Hd Chi Minh.
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d) Ten dia ly dugc can tao giua danh tu chung chi dia hinh (song, nui, ho, 
bien, cua, ben, can, vung, lach, vam,...) voi danh tir rieng (co mot am tiet) tro 

thanh ten rieng cua dia danh do: Viet hoa tat ca cac chu cai tao nen dia danh. Vi 
du: Cua L6, Vung Tau, Lach Truong, Vam Co, Cau Giay,...

Truong hop danh tu chung chi dja hinh di lien voi danh tu rieng: Khong viet 
hoa danh tu chung ma chi viet hoa danh tu rieng. Vi du: bien Cua L6, cho Ben 

Thanh, song Vam Co, vinh Ha Long,...

d) Ten dia ly chi mot vung, mien, khu vuc nhat dinh duoc Cau tao bang tu 

chi phuong hubng ket hop voi tu chi phuong huong khac: Viet hoa chu cai dau 

cua tat ca cac am tiet tao thanh ten goi. Doi voi ten dia ly chi vung, mien rieng 

dupe cau tao bang tu chi phuong hubng ket hop voi danh tir chi dia hinh thi viet 
hoa cac chu cai dau mbi am tiet. Vi du: Tay Bac, Dong Bac, Bac Bo,...

2. Ten dja ly nubc ngoai dupe phien am chuyen sang tieng Viet

a) Ten dja ly da dupe phien am sang am Han - Viet: Viet theo quy tac viet
r • y rhoa ten dia ly Viet Nam. Vi du: Bac Kinh, Binh Nhuong, Phap, Anh,...

• • • *b) Ten dia ly phien am khong sang am Han - Viet (phien am true tiep sat 
each doc cua nguyen ngu): Viet hoa theo quy tac viet hoa ten ngubi nubc ngoai 
quy dinh tai diem b khoan 2 Muc II Phu luc nay. Vi du: Mat-xco-va, Men-bon,...

IV. VIET HOA TEN CO QUAN, TO CHlfC

1. Ten co quan, to chuc ciia Viet Nam

a) Viet hoa chu cai dau cua cac tu, cum tu chi loai hinh co quan, to chuc; chuc 

nang, ITnh vuc boat dong cua co quan, to chuc. Vi du: Ban Chi dao trung uong ve 

Phong chong tham nhung, Van phbng Chu tich nubc, Bp Tai nguyen va Mbi 
trubng, Tap doan Dien luc Viet Nam, Hbi dong nhan dan tinh Son La, So Tai chinh,...

b) Trubng hop viet hoa dac biet: Ban Chap hanh Trung uong Dang Cong 

san Viet Nam, Van phbng Trung uong Dang,...

2. Ten co quan, to chuc nubc ngoai

a) Ten co quan, to chuc nubc ngoai da djeh nghTa: Viet hoa theo quy tac viet 
ten co quan, to chuc cua Viet Nam. Vi du: Lien hop qubc (UN), To chuc Y te 

the gibi (WHO),...
9 A

b) Ten co quan, to chuc nubc ngoai dupe sir dung trong van ban b dang viet 
tat: Viet bang chu in hoa nhu nguyen ngu hoac chuyen tu La-tinh neu nguyen 

ngu khong thubc he La-tinh. Vi du: WTO, UNDP, UNESCO, ASEAN,...
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V. VIET HOA CAC TRUING HOP KHAC 

1. Danh tir thuoc tmcmg hap dac biet: Nhan dan, Nha nirac.

2. Ten cac huan chirang, buy chuang, cac danh hieu vinh dir: Viet boa chir 

cai dau ciia cac am tiet cua cac thanh phan tao thanh ten rieng va cac tir chi thu, 
hang. Vi du: Huan chuang Sao vang, Nghe si Nhan dan, Anh hung Lao dong,...

r , r . . y3. Ten chuc vu, hoc vi, danh hieu: Viet hoa ten chuc vu, hoc vi neu di lien 

voi ten ngudi cu the. Vi du: Chii tich Quoc hoi, Thii tudng Chinh phii, Giao su 

Ton That Tung,...

4. Danh tir chung da rieng hoa

Viet hoa chu cai dau cua tir, cum tir chi ten goi do trong trubng hop diing 

trong mot nhan xung, dung doc lap va the hien sir tran trong. Vi du: Bac, Ngudi 
(chi Chu tich Ho Chi Minh), Dang (chi Dang Cong san Viet Nam),...

5. Ten cac ngay le, ngay ky niem: Viet hoa chu' cai dau ciia am tiet tao thanh 

ten goi ngay le, ngay ky niem. Vi du: ngay Quoc khanh 2-9, ngay Tong tuyen cu 

dau tien, ngay Quoc te Lao dong 1-5, ngay Phu nu Viet Nam 20-10,...

6. Ten cac loai van ban: Viet hoa chu cai dau ciia ten loai van ban va chir cai 
dau ciia am tiet thu nhat tao thanh ten goi ciia van ban trong trudng hop noi den 

mot van ban cu the. Vi du: Bo luat Hinh sir, Luat To chuc Quoc hoi,...
y #9 ^ 9»/\9

7. Trudng hop vien dan phan, chuang, muc, tieu muc, dieu, khoan, diem ciia 

mot van ban cu the thi viet hoa chu cai dau ciia phan, chuang, muc, tieu muc, dieu.

Vi du:

- Can cu diem a khoan 2 Dieu 103 Muc 5 Chuang XII Phan I ciia Bo 

luat Hinh sir.

- Theo quy dinh tai diem a khoan 1 Dieu 24 Tieu muc 1 Muc 1 Chuang III 

ciia Nghj quy<§t sd 351 /2017/UBTVQH14.

8. Ten cac nam am Ijch, ngay tet, ngay va thang trong nam

a) Ten cac nam am lich: Viet hoa chu cai dau ciia tat ca cac am tiet tao thanh 

ten goi. Vi du: Ky Ty, Tan Hqi, Mau Tuat, Mau Than,...
b) Ten cac ngay tet: Viet hoa chu cai dau ciia am tiet thu nhat tao thanh ten 

goi. Vi du: tet Nguyen dan, tet Doan ngo, tet Trung thu. Viet hoa chir Tet trong 

trudng hop thay cho tet Nguyen dan.
c) Ten cac ngay trong tuan va thang trong nam: Viet hoa chir cai dau ciia am 

tiet chi ngay va thang trong trudng hap khdng diing chu sd. Vi du: thu Hai, thu
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Tir, thang Nam, thang Tam,...
9. Ten cac sir kien lich sir va cac trieu dai: Viet hoa chu cai dau ciia cac am 

tiet tao thanh sir kien va ten sir kien, trong trudng hgp co cac con so chi moc thdi 
gian thi ghi bang chu va viet hoa chu do. Vi du: Trieu Ly, Trieu Tran, Phong 

trao X6 viet Nghe TTnh, Cach mang thang Tam,...
10. Ten cac tac pham, sach bao, tap chi: Viet hoa chu cai dau cua am tiet thu

r f ?

nhat tao thanh ten tac pham, sach bao. Vi du: tu dien Bach khoa toan thu, tap chi 
Cong san,...


