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PANG BO PAI HOC QUOC GIA-HCM PANG CONG SAN VIET NAM
PANG UY TRUONG DAITHOC
CONG NGHE THONG TIN

*

S6 57-QP/HU TP. Ho Chi Minh, ngay 13 thang 11 niam 2024

QUYET PINH
Ban hanh Quy ché cong tac vin thw, lwu trir
ctia Péang iy Trueong Pai hoc Cong nghé thong tin, PHQG-HCM

_ Cin ctr Luat Luu trit 6 01/2011/QH13 ctia Quéc hoi;

- Can ct Quy dinh s6 270 QD/TW ngay 06 thang 12 ndm 2014 cua Ban
Chép hanh Trung uong Pang vé Phong Luu trr Bang Cong san Viét Nam va cac
Huéng dan cta Vin phong Ban Chap hanh Trung uong Dang vé cong tac luu tri;

- Can ct Huodng dan s 48 HD/VPTW ngay 11 thang 3 ndm 2015 cua Ban
Chép hanh Trung wong Pang vé cong tac vin thu trong céc co quan cia t6 chic
chinh tri - x4 hoi;

- C#n ctt Huéng dan s6 17-HD/VPTW ngay 16 thang 12 ndm 2016 cta Ban
Chép hanh Trung uvong Pang vé lap hd so, tai liéu vao Luu trit co quan;

- Can ctr Quy dinh sé 66- QD/TW ngay 06 thang 02 ndm 2017 cua Ban Chép

hanh Trung uong Dang vé thé loai, thdm quyén ban hanh va thé thirc van ban cua
Pang va cac Hudng din ctia Véan phong Ban Chép hanh Trung uong Dang vé cong

tac van thu;

- Céan cu Huong dan s6 08-HD/BTCTW ngay 09 thang 11 nam 2011 cua
Ban T4 chirc Ban Chip hanh Trung wong Déang vé quan 1y va st dung con dau ctia
cO quan, t§ chire dang;

- Cin ctt Huéng dan sb 36-HD/VPTW ngay 03 thang 4 ndm 2018 ctia Vén
phong Trung wong Pang vé thé thtrc va k¥ thut trinh bay van ban clia Dang;

- Can ctr Huéng dan sé 51-HD/VPTW ngay 10 thang 10 nam 2019 cta Vén
phong Trung uwong Dang vé xdy dung Quy ché cong tac van thu va cong tac luu
trix;

- Cin c Quyét dinh s6 19-QP/PU ngay 22 thang 12 nam 2020 cua Ban
Thuong vu Pang ty PHQG-HCM v& ban hanh Quy ché cong tic van thu, luu trit
cia Dang uy PHQG-HCM,;

- Theo d@ nghi ciua B6 phén giup viéc Ban Chép hanh Pang bo Truong,




BAN CHAP HANH PANG BOQ QUYET PINH

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cong tac van thu, luu trl
clia Pang uy Truong Dai hoc Cong nghé thong tin, Dai hoc Quéc gia Thanh phé HS
Chi Minh.

Pidu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Pidu 3. Bo phan gitip viéc Pang uy, Uy ban Kiém tra Pang uy, cac chi bo va cac
8 chirc, c4 nhén truc thudc Dang ty Truong chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: T/M PANG UY&—

- Nhu Diéu 3, -

- Van phong Déng iy PHQG-HCM

- Ban Chép hanh Pang bd,

- Céc chi bo truc thude,

-Luu VPDU.
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77 QKKY CHE

’ t;u{l-‘(ll[“ ﬁ\xcua Dang ty Truong Dai hoc

ﬁl'gdﬂ h:&xthrm tin, PHQG-TP.HCM

(Ban hanh keém h}so %'9() 57-Ob/DU ngay 13/11/2024 cua
\T

Dang uy\(’@wngl)@mc Coéng nghé Thong tin)

Cong tac

} Chuong 1
NHUNG QUY PINH CHUNG

Diéu 1. Pham vi, doi twgng ap dung

1. Quy ch¢ nay quy dinh cac hoat dong vé vén thu, luu trir trong qua trinh
quan ly, chi dao, dicu hanh cia Dang uy Truong Dai hoc Cong ngh¢ thong tin (D11
CNTT).

2. Quy ché nay ap dung doi voi BO phan gitp viée Dang uy, UBK'T Dang
uy, t0 churc va c¢é nhan truc thudc Dang ty Truong DI CNTT.

Diéu 2. Giai thich tir ngir

Trong Quy ché nay, céc tor ngir dudi day duogc hi¢u nhu sau:

1. Cong tdc van thu 1a cac cong viée ve soan thao, ban hanh van ban; quan ly
védn ban va tai li¢u khac hinh thanh trong qua trinh hoat dong cua co quan, to chic:
Iap ho so va giao ndp ho so vao luu trir co quan; quan ly va su dung con dau trong
cong tac van thu.

2. Cong tdac lwu tri 1a cOng vice vE thu thap, bo sung, chinh ly, xac dinh gia
tri tai licu; bdo quan va toé chac st dung tai licu luu tri.

3. Van ban 1a thong tin thanh van dugc truyén dat bang ngdn neli hodc kv
hi€u, hinh thanh trong hoat dong cia cac co quan, t6 chuc va duge trinh bay dang
thé thue, k¥ thuét theo quy dinh.

4. Vian ban di 1a tat ca cac loai van ban do Dang uy, UBK'T dang uy ban
hanh.

5. Van ban dén 1a tat ca cac loai van ban do Dang dy Truong nhin dugc tu
co quan, t6 chire, ca nhan khac guai dén.

6. Vdn ban dién tir 1a van ban dudi dang thong diép dir licu duoc tao lap
hodc duogc s6 hda tir van ban gidy va trinh bay dang thé thuc, ky thuat, dinh dang
theo quy dinh.

7. Van ban mdt la van ban c¢é ndi dung bi méat dugce dong dau theco cac muc
do “Mat”, “Toi mat”, “Tuyét mat” hodc dong dau A, B, C.




8. Van ban gdp la van ban cé ndi dung can giai quyét nhanh dugc dong dau
theo cac mire do: “Ioa toc”, “Thugng khan”, “Khan” hodc van ban do ngudi cd
tham quy¢€n ghi chit “Gap” (trén van ban hodc trén phicu xtr Iy van ban).

9. Ban thao van ban 1a ban dugc vict hodc danh mdy, hinh thanh trong qua
trinh soan thao van ban.

10. Ban géc van ban 1a ban hoan chinh vé ndi dung, thé thirc van ban, duoc
nguot cd tham quyén truc tiép ky trén van ban gidy hodc ky sd trén van ban dién
tu.

I'l. Ban chinh van ban 1a ban hoan chinh vé ndi dung, thé¢ thic vin ban,
dugc tao o ban ¢o chir ky truc tiép cua nguoi ¢d tham quycn.

12. Ban luu van thu 12 ban goc van ban.

13. Ban sao y ban chinh la ban sao day du, chinh x4c ndi dung cua ban goc
hodc ban chinh vén ban, dugc trinh bay theo thé thirc va k¥ thudt quy dinh.

4. Ban trich sao 1a ban sao chinh x4c phan ndi dung cia ban gdc hodc phan
noi dung cua ban chinh van ban can trich sao, dugc trinh bay theo thé thtc va k¥
thuat quy dinh.

15. Ban sao luc 1a ban sao day du, chinh xac ndi dung cia véan ban, dugc
thuc hi¢n tr ban sao y ban chinh, dugc trinh bay theo thé thic va k¥ thuat quy
dinh.

16. Danh muc ho so 1a bang ké c¢6 hé thong nhiing ho so du kién duoc lap
trong ndm cua co quan, to chirc. '

1'7. 116 so 1a tap hop cac vdn ban, tai li¢u c6 lién quan véi nhau vé mot van
dé, mdt su vice, mot doi tuong cu thé hodc c6 ddc di€m chung, hinh thanh trong
qua trinh theo doi, gidi quyét cong viée thudc pham vi, chirc ndng, nhiém vu cua co
quan, t0 chtrc, ca nhan.

18. 116 so dién tur 1a 1@p hop céc tai licu dién tir ¢d lién quan voi nhau vé mot
van d¢, mot su viée, mot doi tugng cu thé hodc ¢d dac dicm chung, hinh thanh
trong qua trinh theo doi, giai quyét cong viée thudc pham vi chirc nang, nhiém vu,
quy¢n han cia mdt co quan, to chtrc hodc cua mot ¢4 nhan.

19. Ldp ho so la viée tap hop, sap x&p van ban, tai licu hinh thanh trong qué
trinh theo doi, giai quyét cong vice cua co quan, to chiic, cd nhan thanh ho so theo
nhiing nguyén tac va phuong phap nhat dinh.

20. Thu thdp tai liéu 1a qua trinh xac dinh nguon tai li¢u, lua chon, giao nhan
tai licu ¢6 gia tri dé chuyén vao luu trit co quan, luu trit lich su.




21. Chinh Iy tai liéu 1a viée phan loai, xac dinh gia tri, sap x¢p, thong ké, 1ap
cong cu tra ctu tai liéu hinh thanh trong hoat dong cua co quan, t6 chtrc, ca nhan.

22. Xdc dinh gid tri tai ligu la vi¢c danh gid gia tri tai licu thco nhiing
nguyén tac, phuong phap, tiéu chuan theo quy dinh cua co quan co tham quycn d¢
xac dinh nhitng tai li¢u co gia tri luu trlr, thoi han bao quan va tai licu hét gia tri.

23. Van thu co quan 1a b phéan thyc hién mdt s6 nhi¢m vu cong tac van thu
cua Dang uy.

24. Luu trit co quan 1a by phén to chic thuc hié¢n hoat dong Tuu trlr doi voi
tai liéu luu tr&r ctia Dang tuy theo quy dinh.

25. Phéng luu trir 12 toan bd khoi tai licu luu trir cua Dang uy DITCNTT
khong phéan biét thoi gian, xuat X, noi bao quan, ky thudt lam ra tai licu do. Don
vi phén loai nhé nhat cua tai li¢u luu trlr trong phong la cac don vi bao quan.

Picu 3. Nguyén tac va yéu ciu cia cong tac vian thw, luu triv

1. D61 v6i cong tac van thu

a) Moi hoat dong lanh dao, chi dao, quan ly, giao dich cua co quan, to chirc
dcu phai dugc véan ban hda va 18p ho so day du.

b) Véan ban cua co quan, t6 chire phai dugce soan thao dung trinh tu, thu tuc.
ban hanh dung thé loai, tham quycn, th¢ thuc va k¥ thuat trinh bay thco quy dinh.

¢) Viéce trinh ky, dang ky, phat hanh van ban di; tiép nhan, dang ky. quan Iy,
chuyén giao van ban dén phai dugc quan ly tdp trung tai van thu Dang uy va dam
bao kip thoi, chinh xéac, chat ché, ding ché d§ bao mat thong tin tai licu.

d) Quan ly va st dung con dau chat ché, dung quy dinh.

d) Cac don vi va ca nhan dugc phéan cong theo doi, giai quyct cong vice co
trach nhiém 14p ho so cong viée dugce giao va giao ndp ho so vao luu trir co quan
day du, dang yéu cau nghi¢p vu va ding thoi gian quy dinh.

2. Cong tac luu triv

a) Cong tac suu tam, thu thap, bd sung, chinh ly, xac dinh gia tri tai licu phai
dugc tién hanh thuong xuyén, ding céc yéu cau nghi¢p vu va dam bao khong phan
tan, x¢ I¢ phong luu tri.

b) Tai liéu luu trir phai dugc bao quan an toan, bao v¢ bi mat va (6 chuie su
dung hi¢u qua.

¢) Coéng tac thong ké phai chinh xac vé khoi lugng, thanh phan, noi dung.
tinh hinh tai liéu va s lugng, tinh trang trang thiét bi, phuong ti¢n bao quan tai
licu.
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Dicu 4. Trach nhiém thyc hién c6ng tac van thu, luu triv

L. Trach nhi¢m cua Bi thu Dang ty Truong trong viée quan ly cong tac van
thu, Tuu tra:

a) Chiu trach nhiém t6 chtre chi dao viée thuc hién cac ché do, quy dinh vé
cong tac van thu, luu tri theo quy dinh.

b) Ki¢m tra vicce thuc hi¢n cac ch¢ do, quy dinh vé cong tac van thu, luu trit;
gial quyct khicu nai, 10 cdo va xtr ly vi pham v¢ cdng tac van thu, luu trit thco thim
quycn.

2. Dong chi phu trach B phén giup viéc Dang uy ¢6 trach nhiém trude Bi
thu Dang uy va truc ticp quan ly, kiém tra, gidm sat vi¢c thuc hi¢n cong tac vin
thu, luu ol co quan tai Dang uy, dong thoi to chic hudng dan nghiép vu vé cong
tac van thu, luu trit trong Dang uy.

3. Vicn chtre thude Dang dy c6 trach nhiém thuc hién cdc quy dinh tai Quy
ch¢ nay va quy dinh cua phap luat hién hanh v¢ cong tac van thu, luu trir.

Di¢u 5. Bao v¢ bi mat nha nuwde trong cong tac vin thu, luu triv

Nhiing hoat dong trong cong tac van thu, luu trit co quan cia Dang Uy ¢
licn quan dén bao v¢ bi mat nha nudc phai thuc hi¢n theo cac quy dinh cta phéap
luat hién hanh v¢ bao v¢é bi mat nha nude.

Chuong 11
CONG TAC VAN THU
Muc 1
SOAN THAO VA BAN HANH VAN BAN

Dic¢u 6. Thé loai van ban

I. Van ban cua Dang 1y dugc ban hanh theo loai hinh van ban ctia Dang va
van ban, gidy to hanh chinh.

2. Van ban cua Dang uy dugc ban hanh can ctr theo cac quy dinh cua Quy
dinh s6 66-QD/TW ngay 06 thang 02 ndm 2017 ctia Ban Chap hanh Trung uong
Dang ve the loai, tham quyén Ban hanh va thé thuc van ban cua Dang.

Van ban cua Dang uy gom céc the loai van ban: Nghi quyét, Quyct dinh, Két
luan, Quy ché, Quy dinh, Thong bao, Bdo cdo, Ké hoach, Quy hoach, Chuong
trinh, D€ 4n, Phuong &n, Du én, T¢ trinh, Cong van, Bién ban.
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Vién ban, gidy 10 hanh chinh gom céc the loai van ban: Gidy gidi thi¢u, Giay
ching nhan, Gidy di duong, Giay nghi phép, Phicu gui, Gidy moi, Phicu chuycn.
Thu cong.

Diéu 7. Thé thire viin ban

1. Thé¢ thuc véan ban 1a tdp hop cac thanh phan ciu thanh van ban, bao gom
nhiing thanh phan chinh &p dung doi vai tat ca cac loai van ban va céac thanh phan
bo sung trong nhiing trudng hop cu thé hodc doi véi mot so loai van ban nhat dinh.

2. Thé thte van ban thuc hién cin ctt theo Hudng dan sé 36-11D/VPTW
ngay 03 thang 4 ndm 2018 cua Van phong Trung uong Dang vé thé thuce va ky
thuat trinh bay van ban cua DPang. Thé¢ thtic van ban bao gdm céac thanh phan
chinh:

a) Tiéu dé “Dang Cong san Viét Nam”

b) Tén co quan ban hanh van ban.

¢) S6, ky hiéu cta van ban.

d) Dia danh va thoi gian ban hanh vén ban.

d) Tén loai va trich yéu ndi dung vin ban.

¢) Noi dung vén ban.

g) Quyén han, chire vy, ho tén va chit ky ctia ngudi co tham quycén.
h) D4u cta co quan, t6 chie ban hanh vin ban.

1) Noi nhan van ban.

3. Ngoai céac thanh phan quy dinh tai khoan 2 Dicu nay, van ban ¢6 th¢ bo
sung cac thanh phan khéc:

a) Dau chi mtrc do mat, mirc do khan.

b) Chi dan pham vi luu hanh, du thao vén ban.

¢) Ky hiéu ngudi soan thao van ban va s6 luong ban phat hanh.
d) Théng tin lién hé ctia co quan ban hanh van ban.

4. Thé thre van ban hanh chinh dugc thuc hién theo quy dinh tai Phu luc |
va IT Quy ché nay.

Picu 8. Soan thido vin ban
Viéc soan thao van ban duoc thuc hi¢n nhu sau:

1. Can ct chure nang, nhiém vu va muc dich, ndi dung cua van ban can soan
th&o, Dang Uy giao cho Bo phén gitp viée dang uy hodc ca nhan chu tri soan thao.



2. Bo phan gitp vic¢c dang iy hodc ca nhan dugc giao chu tri soan thao vin
ban thuc hién cac cong vi¢e: xac dinh tén loai, ndi dung va do mat, do khan cua
van ban can soan thao; thu thap, xtr ly thdng tin ¢ lién quan; soan thao vin ban
dung hinh thrc, thé thirc va k¥ thuét trinh bay.

3. Truong hop cén stra doi, bd sung ban thao van ban, ngudi ¢o thim quyén
cho y ki¢n vao ban thao van ban, chuyén lai ban thao van ban dén Bo phan gitp
vice dang uy chu tri soan thao van ban dé chuyén cho cd nhan dugce giao nhiém vu
soan thao chinh stra, hoan thi¢n van ban.

4. Vicn chtrc duge giao nhiém vu soan thao van ban chiu trach nhiém trude
nguol dimg dau don vi va trude phap luat vé ban thao van ban trong pham vi chirc
trach, nhi¢m vu dugc giao.

Diéu 9. Duyét ban thao van ban

I. Ban thao van ban phai do nguoi c6 tham quyén phé duyét.

2. Phai trinh nguoi ¢6 thdm quyén ky xem x¢ét quyét dinh trong trudng hop
ban thao van ban da duoc ph¢ duy¢t can sura chita, bo sung.

Di¢u 10. Kiém tra vin béan truéce khi ky ban hanh

[. Dong chi phu trach B phén gitp viéc dang uy chu tri soan thao van ban
phai ki¢m tra va chiu trach nhi¢m trudc Dang uy va trude phap luat vé ndi dung,
muc do mat, khan cua van ban.

2. Dong chi phu trach B phan gitp viée dang tuy chiu trach nhiém kiém tra
th¢ thire, k¥ thudt trinh bay van ban trudc khi trinh ky.

Di¢u 11. Tham quycn ky ban hanh van ban

l. Bi thu Dang uy thay mat Ban Chap hanh Dang bd (1/M BAN CIHAP
HANH), Ban Thuong vu Dang uy (1/M BAN THUONG VU) ky cac nghi quyét,
cac van ban quan trong cia Dang uy, Ban Thuong vu Dang uy:

- Bao cao chinh tri cia Dang bg; bao céo kiém diém ctua Ban Chap hanh
Dang bo; bao cdo cong tac nhan sy ctia Ban Chap hanh Dang bo khoa mai; Nghi
quy¢t Dai hoi Dang bo; Nghi quyét chuyén dé ctia Ban Chap hanh Dang bd, Ban
Thuong vu Dang uy.

- Quy ¢h¢ lam vi¢c cua Ban Chap hanh Dang bd Truong DI CNTT; Quy
dinh v¢ chirc nang, nhiém vu cta cac co quan tham muu gitp viéc Dang uy.

- Chuong trinh lam viée toan khod, chuong trinh 1am viéc hang nim cta Ban
Chap hanh Dang bd.

- Cac Quyét dinh chuan y Bi thu, Pho Bi thu cac chi b truc thude Dang bo.



- B4o cao kiém diém cuda tdp thé Ban Thuong vu Dang uy hdang ndam: kit
luan kiém diém cua ca nhan Uy vién Ban Thuong vu Dang uy hang nam.

- Phé duy¢t cac To trinh xin y ki¢n v¢ kinh phi t6 chuce cac hdi nghi. 16 chire
cac hoat dong cua Dang uy; kinh phi trg cap khé khén, kinh phi kham chtra bénh. ..
cho cac doi tugng theo quy dinh, da dugc Dang uy thong qua.

2. Pho Bi thu Dang uy:

- Thay mat Ban Chap hanh Dang bd (1/M BAN CIHAP IIANII), Ban
Thuong vu Dang uy (1/M BAN TIHUONG VU) ky mdt s6 van ban ctia Dang bo
va Ban Thuong vu Dang uy thco nhi¢m vu va quyén han, linh vuc dugce phan cong
thco Quy ché lam vi¢e cua Ban Chap hanh Déang b truong nhiém ky 2020-2025.

- Thay mét Ban Chap hanh Dang bg, Ban Thuong vu Dang uy ky mot so vén
ban cia Ban Thuong vu Dang uy theo su phén cong cia Bi thu Dang uy:

+ Quyct dinh, két ludn, quy dinh, ké hoach, chuong trinh, dé an, phuong an
cua Dang bd, Ban Thuong vu Dang uy.

+ Béo cédo so két, tong két, bdo cdo chuyén dé cua Ban Thuong vu Dang uy:
bdo cdo dinh ky hang nam, quy, 6 théng, 9 thang, bao cao ddt xuat cua Ban
Thuong vu Dang uy.

+ To trinh, dé an, bdo cdo trinh Ban Chap hanh Dang bd, Ban Thuong vu
Dang uy.

+ Quy¢t dinh, thong bao, cong van ve t6 chue, can b (trir cac quyct dinh ve
chuan y Bi thu, cac Pho Bi thu cta céc chi bo truc thudc).

+ Céc van ban lanh dao, chi dao cac ndi dung cu thé, trong thoi gian ngan
cuia Ban Chéap hanh Dang bd.

3. DO1 véi van ban gidy, khi ky van ban dang but ¢c6 muc mau xanh, khone
dung cac loai muc dé phai.

4. D061 voi van ban dién ta, nguoi ¢d tham quyen thuc hién ky so.

Diéu 12. Pinh chinh vin ban

1. Véan ban da ban hanh nhung ¢6 sai sot vé ndi dung phai dugc sua doi, thay
thé bang van ban khéc.

2. Van ban da ban hanh nhung c6 sai sét vé thé thic, k¥ thuat trinh bay, thu
tuc ban hanh phai dugc dinh chinh bang van ban.

Dicu 13. Cac hinh thire ban sao

l.Saoy
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a) Sao y gom: Sao y tr van ban gidy sang van ban gidy, sao y tir van ban
di¢n (0 sang van ban gidy, sao y tir vén ban gidy sang van ban dién tur.

b) Sao y tir van ban gidy sang van ban gidy dugc thuc hién bang viéc chup tu
ban gdc hodc ban chinh van ban gidy sang giay.

¢) Sao y tir van ban di¢n tr sang van ban giay dugc thuc hién bang viée in tir
ban gOc van ban dién tu ra gidy.

d) Sao y tur van ban gidy sang van ban di¢n tu dugc thuc hién biang viée so
hoa van ban gidy va ky so cua co quan, to chuec.

2. Sao luc

a) Sao luc gom: Sao luc tir van ban gidy sang van ban gidy, sao luc tir vin
ban gidy sang van ban di¢n tu, sao luc tir van ban di¢n tir sang van ban giay.

b) Sao luc dugc thuc hién bang viéc in, chup tir ban sao y.

3. Trich sao

a) Irich sao gdm: trich sao tir van ban gidy sang van ban gidy, trich sao tu
van ban gidy sang van ban di¢n tu, trich sao tu van ban di¢n tu sang van ban dién
tu, trich sao tur van ban dién tir sang van ban giay.

b) Ban trich sao dugc thuc hi¢n bang viéc tao lap lai day du thé thac, phan
ndi dung van ban can trich sao.

4. 'Thé thuc va k¥ thudt trinh bay ban sao y, sao luc, trich sao dugc thuc hién
thco quy dinh.

5. Vi¢c sao y ban chinh, sao luc, trich sao van ban do Bi thu Dang uy quyct
dinh.

Muc 2
QUAN LY VAN BAN

Dic¢u 14. Nguyén tic chung

I. Tt ca cac van ban di, van ban dén ctia Dang uy phai duoc quan ly tap
trung tai BO phan gitp viée dang ty dé lam thu tuc tiép nhén, dang ky, trir nhiing
vdn ban dugc dang ky riéng thco quy dinh.

2. Van ban di, van ban dén ngay nao phai duoc dang ky, phat hanh hodc
chuycn giao trong ngay, chdm nhat 1a ngay lam viéc tiép theo. Van ban dén co
dong ddu chi cac muc do khan: “Hoa téc” (ké ca “Hoa tde” hen gid), “Thuong
khan” va “Khan” (sau ddy goi chung la van ban khan) phai duoc dang ky, trinh va
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chuyén giao ngay sau khi nhan dugc. Van ban khan di phai dugc hoan thanh thu
tuc phat hanh va chuy¢n giao ngay sau khi van ban dugc ky.

3. Vian ban, tai liéu ¢6 ndi dung mang bi mat nha nudc (sau day goi tat la
van ban mat) dugc thuc hién theo quy dinh tai Di¢u S Quy ché nay.

Pi¢u 15. Trinh tu quan ly viin ban dén

T4t ca cac van ban dén phai dugce quan ly theo trinh ty sau:

1. Tiép nhan van ban dén.

2. Dang ky van ban dén.

3. Trinh, chuyén giao vin ban dén.

4. Giai quyét va theo dai, dén ddc viée giai quyét van ban dén.
Diéu 16. Tiép nhin viin ban dén

1. DOi voi van ban gidy N

ban trong bi. Truong hop phat hi¢n co sai s6t hodc dau hi¢u bat thuong, van this)
bdo cdo kip thoi ngudi c6 trach nhiém giai quyét va thong bao cho noi gui vén bafi.

) A 5. ) 1 , . \ A 4 o ; 3
Céac bi van ban khan phai md ngay, dang ky trude va chuyén dén ngudi ¢o trach \;\
nhiém giai quyét. .

b) T4t ca van ban gidy dén (bao gém ca van ban c¢o dau chi do mat) eui
Dang uy thudc dién dang ky tai Bo phén giap viéc phai duge boc bi, dong dau
“PDEN”. D61 voi van ban dong ddu “tdi mat”, “tuyét mat”, gui dich danh ca nhan
hodc td chic trong Dang Gy thi Bo phan giup viée chuyén cho noi nhan hoic
chuyén bo phan thu ky Lanh dao Dang ty (khong boc bi). Truong hgp bi vin ban
gui dich danh ca nhan nhung lién quan dén cong viée chung ctia Dang uy, ca nhan
nhan vin ban ¢ trach nhiém chuyén lai cho van thu dé dang ky.

¢) Dbi voi van ban chuyén qua may fax, Bo phan gitp viée phai chup lai
trude khi dong ddu dén. Khi nhan dugc van ban chinh cta ban fax, van thu phai
dong déu dén va lam thi tuc dang ky (s6 dén, ngay dén 1a s va ngay da dang ky o
ban fax) va chuyén cho don vi hodc ¢4 nhan da nhan ban fax.

d) Méu déu “PEN” duge thuc hién theo quy dinh tai Phu luc 111 Quy ché nay.
2. D&i vai van ban dién ta

a) BO phan gitp vi¢c phai kiém tra tinh xac thuc va toan ven cua van ban
dién tir va thuce hién tiép nhan trén H¢ thong.



b) Truong hop van ban di¢n t khong dap tng cac quy dinh tai diém a khoan
ndy hodc gui sai noi nhan thi B phan gitp vi¢e phai tra lai cho co quan, 16 chirc
oui van ban trén 11¢ théng. Trudong hop phat hién ¢6 sai sot hodc dau hiéu bét
thuong thi van thu bao ngay cho ngudi ¢ trach nhiém giai quyét va thong béo cho
not gui van ban.

¢) Déi véi van ban chuyén phat qua mang, trong trudng hop can thiét c6 thé
in ra va lam thi tuc dong dau dén. Khi nhan duoc vin ban chinh, véan thu phai
dong dau dén va lam thu tuc dang ky (sb dén, ngdy dén la sé va ngay da dang ky o
ban chuyén phat qua mang) va chuyén cho don vi hodc ¢4 nhan da nhan vin ban
chuyén qua mang,.

d) Khi nhé@n dugc vdn ban, van thu ¢6 trach nhi¢ém thong bdo ngay trong
neay cho co quan, 10 chirc gui vé vide da nhan van ban bang chirc nang cua 11¢
thong.

3. Nhiing van ban khan gui dén Dang Uy ngoai gior lam viée, ngay 1€, ngay
nehi, vién chie tiép nhan ¢6 trach nhiém ky nhan va bao co ngay voi Bi thu Déang
Uy hodic dong chi phu trach Bé phan gitp viée Dang uy dé xir ly.

Diéu 17. Ping ky viin ban dén

I. Vige dang ky van ban dén phai bao dam day du, rd rang, chinh xéac céac
thong tin can thiét theo mau s6 dang ky vin ban dén hodc theo thong tin dau vao
ctia dir liéu quan ly van ban dén.

2. Mdi van ban dén, van thu dong dau dén vao goc trai, trang dau, dudi s6 va
ky hi¢u van ban. Nhiing bi van ban dén khong dugc phép mo thi dong dau dén trén
bi.

3. S0 dén cua van ban dugc lay lién ticp theo thu ty va trinh tu thoi gian tiép
nhan van ban trong nam, thong nhat gitra van ban gidy va vin ban dién tu.

4. Dang ky van ban dén bang s6: B phéan giup viée dang ky vin ban vao so
dang ky van ban dén. Mau so6 dang ky van ban dén theo quy dinh tai Phu luc III

Quy ché nay.

5. Van ban mat dugc dang ky theo quy dinh ctia phap luat vé bao vé bi mat
nha nudc.

Di¢u 18. Trinh, chuyén giao vin bin dén

I. Van ban phai duoc trinh Dang uy (doi voi cac van ban can chi dao cta
Dang uy) trong ngay, cham nhat la trong ngay lam vi¢c tiép theco dé chuyén giao
cho don vi hoac ca nhan dugc giao xtr ly. Truong hgp da xac dinh rd don vi hodc
ca nhan duoc giao xu ly, B0 phén gitp viée chuyén van ban dén don vi, ¢4 nhan xu
ly. Véan ban dén ¢6 dau chi cac mire do khan phai dugc trinh va chuyén giao ngay
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sau khi nhan dugc. Viéc chuyén giao van ban phai bao dam chinh xac va gitr bi
mat ndi dung van ban.

2. Cén ct ndi dung cua van ban dén, quy ché lam vi¢c cua Dang uy, chirc

nang, nhiém vu va k¢ hoach cong tac dugc giao cho cac don vi, Bi thu Dang uy

cho y ki¢n chi dao, ghi rd don vi hodc ca nhan chu tri, phoi hop va thot han giai
quy¢t trén co s nguyén tac mot cong vice giao cho mot don vi hodc ca nhan chu
tri, chiu trach nhiém giai quyét chinh.

Trinh, chuy¢n giao van ban gidy: y ki¢n chi dao giai quyct dugce ghi vao
muc “Chuyén” trong dau “DEN” hoac Phicu gidi quyét van ban dén thco mau tai
Phu luc III Quy ché nay. Sau khi ¢é y kién chi dao gidi quy€t ctia ngudoi ¢ tham
quy¢n, van ban dén dugc chuyén lai cho B phan gitp viéc dé dang ky bo sung
thong tin va thuc hién phan phdi chuyén giao cho don vi, cd nhan giai quyct theo
phan céng. Viéc phan phoi chuyén giao van ban dén phai thuc hién dang thanh
phan theo su phan cong giai quyct cia Bi thu Dang uy hodc va ky nhan chuyc
giao theo ding quy dinh.

4. Trinh, chuyén giao van ban di¢n ti: BO phan giup vice kiém ra tinh hop
thirc cda van ban, in ra gidy va lam céc thd tuc dang ky, chuyén giao xu ly theo
quy dinh.

Picu 19. Giai quyct va theo doi, don doc viée giai quyét van ban dén

Bi thu Dang uy chi dao, phan cong va kiém tra viéc giai quy¢t van ban dén
cua Dang uy.

T6 chie, ¢4 nhan dugc giao giai quyét van ban dén cé trach nhi¢m xu Iy,
giai quy¢t chinh xac yéu cau, ding thoi han van ban dén theo su chi dao cua l.anh
dao Dang uy. Uu tién giai quyét ngay cac van ban dén cd dong dau chi cac muie do
khan.

Dicu 20. Trinh tu quéan ly vin ban di

1. Cap s0, thoi gian ban hanh véan ban.

I\

. Dang ky van ban di.

. Nhén ban, dong dau co quan, 16 chtc, dau chi d§ mat, muc d¢ khan.

(O8]

4. Phat hanh va theo ddi viée chuyén phat van ban di.
5. LLuu van ban di.
Piéu 21. Cip s6, thoi gian ban hanh viin ban

1. S va thoi gian ban hanh van ban duoc lay theo thu tu va lrinh tu thoi
gian ban hanh véan ban cua Dang uy trong nhlcm ky (bat dau lién tiép tir s6 01 vao
ngay dau nhiém ky va két thic vao ngay cudi cing ctia nhiém ky), sé va ky hicu
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van ban cua Dang uy la duy nhat trong mdt nhiém ky, thdng nhat gitra vin ban
gidy va van ban dié¢n tu.

Viée cdp s6 van ban do Bi thu Dang uy quy dinh.

2. Vige cap s6, ngay thang ban hanh dugc thuc hién sau khi ¢6 chir ky cua
ngudi ¢d tham quyén, cham nhét 12 trong ngay lam viée tiép theo.

Vin ban mat duge cap hé thong sd riéng.

Ditu 22. Diing ky vin bén di

l. Viée dang ky van ban bao dam ddy du, chinh xé4c cac thong tin can thiét
ctia van ban di.

2. Dang ky vén ban

B phan giup viée dang ky van ban vao so dang ky van ban di. Mau s6 dang
Ky véan ban di thco quy dinh tai Phu luc III Quy ché nay.

a) DOi voi the loai van ban cia Dang: can ¢t vao s6 lugng van ban di trong
mot ndm dé su dung so luong s6 dang ky van ban di phu hop. Ddi v6i nhiing loai
van ban ¢6 s0 luong ban hanh nhiéu nhu quyét dinh, céng vin, ... ¢d thé mo s6
dang ky riéng; cac loai van ban c6 s6 lugng ban hanh it ¢6 thé dang ky chung vao
mot sO, trong sO chia nhi€u phan, moi phan dang ky mdt loai van ban.

b) D61 voi the loai van ban, gidy to hanh chinh: dang ky riéng.

3. Van ban mat dugce dang ky theo quy dinh cua phép luat vé bao vé bi mat
nha nuoc.

Dicu 23. Nhin bédn, dong dau, ky so va dau chi dj mit, mac d khan

Nhan ban, dong dau cua Dang uy va ddu chi do mat, mac do khan doi vai
vdn ban

,
~

I. Van ban di dugc nhan ban theo ding so lugng dugc xac dinh ¢ phan noi
nhén cua van ban.

2. Vicc dong dau Dang uy va dau chi do mat, mie do khan, ky s6 duoc thuc
hi¢n thco quy dinh.

Di¢u 24. Phat hanh theo d6i viée chuycn phat vin ban di

I. Vén ban di phai hoan thanh thu tuc tai B phan gitp viéc va phat hanh
trong ngay van ban d6 duoc ky, chdm nhat la trong ngay lam viéc tiép theo. Vin
ban khan phai dugc phat hanh va gii ngay sau khi ky van ban.

2. Vi¢e phat hanh van ban mat di phai bao dam bi mat ndi dung ctia van ban
thco quy dinh cua phép luét vé bao v¢ bi mat nha nudc, dung s6 luong, thoi gian va
noi nhan.

14



3. Vin ban da phat hanh nhung cé sai s6t vé ndi dung phai duoce sta doi,
thay thé bang van ban c¢6 hinh thtc tuong duong. Van ban da phat hanh nhung co
sai sot vé the thue, k¥ thuat trinh bay, thd tuc ban hanh phai dugc dinh chinh bang
van ban cua Dang uy.

4. 'Thu héi van ban:

a) DOi voi van ban gidy, Bo phan giup viée thong bao thu hoi cho bén nhan

va thuc hi¢n thu hoi van ban day du, dung thoi han van ban ¢6 quy dinh thu hoi.

N

b) D1 v4i van ban dién (i, BO phan giap viée thong bao thu hoi va ycu cau
bén nhén huy bo van ban dién ti bi thu hoi trén HE thong.

5. Truong hop can phat hanh védn ban dién t tor van ban gidy: Bo phdn gitp
viée thue hién s0 hoa van ban gidy va ky so trén vdn ban dicn tu.

6. Theo doi viée chuyén phat van ban di

a) BO phan giap vi¢ce co trach nhi¢m theo doi viée chuyén phat van ban di.

b) Do6i voi nhitng van ban di ¢d dong dau “Tai licu thu hoi”, phai theo do,
thu hoi dung thoi han; khi nhén lai, phai kiém tra, doi chi¢u d¢ dam bao véan ban
khong bi thicu hodc that lac.

¢) Truong hop phat hién véan ban bi thét lac, khong co ngudi nhan phai kip
thoi bao cdo dong chi phu trach B phan gitp viée xur ly.

Picéu 25. Luu van ban di

1. Luu vén ban

a) Ban goc van ban dugc luu tai Bo phén gitp viée va sdp x¢p theo thir tu
dang ky.

b) Ban chinh vén ban luu tai hd so cong vi¢e dugce giao cho don vi, ca nhan
phu trach giai quyct cong viée 1ap ho so theo quy dinh.

2. Truong hop van ban di dugc dich ra tiéng nudc ngoai hodc tiéng dan (oc¢
thiu sd, véan thu luu ban dich kém véi ban goc van ban.

(o)

3. Céc van ban di ¢6 ché do mat dugc luu tai van thu thco ché dg bao v¢ bi
mat Nha nude, duoc sap xép theo s6 thu ty va bao quan trong cdp, hop. TuyCt doi
khong dugc mang ra khoi co quan, truong hop can khai thac st dung phai duoc su
dong y cua Bi thu Dang uy.

Dicu 26. Khai thac, sit dung van ban tai By phin giup vice

1. Trong thoi gian van ban luu gir tai Dang uy, BO phdn gitp vice co trach
nhi¢ém phuc vu kip thoi cac yéu cau khai thac, sir dung van ban, tai li¢u cua don vi,
ca nhan thco quy dinh.



2. 1.ap s6 muon tai li¢u dé dang ky va c¢6 ky nhan day du khi muon tai licu.
Tai licu ¢6 dau chi mét, chi phuc vu khai thac sau khi ngudi c6 tham quyén phé
duyét dong .

3. Don vi, ¢d nhan muon vén ban, tai li¢u ¢6 trach nhiém tra day du, dung
thot han quy dinh.

4. Vi¢c khai thac, st dung tai liéu dién tir trong thoi gian luu giir tai dang ty
va vice khai thac str dung van ban qua mang (mang thong tin, thu dién tir, ...) dugc
thue hi¢n theo quy dinh hi¢n hanh vé quan ly van ban va ho so dién ti, quy dinh vé
su dung CSDI. va cac quy dinh v¢ bao vé bi mat Nha nudec.

Muc 3
LAP HO SO VA GIAO NOP HO SO, TAI LIEU
VAO LUU TRU DANG UY

Dicu 27. Lap Danh muc hd so

Danh muc ho so do Bi thu Dang ay phé duyét, dugc ban hanh vao dau
nhi¢m ky va gui cac don vi, ¢d nhan lién quan lam céan ctr dé 1ap ho so. Mau Danh
muc ho so duogc thuc hién theo quy dinh tai Phu luc IV Quy ché nay.

Dicéu 28. Lap ho so
1. Yéu cau

a) Phan anh dung, day du chtc nang, nhi¢ém vu cua Dang uy, cic co quan
tham muu va céc chi bd truc thude.

b) Céac van ban, tai li¢u trong mot ho so phai ¢6 su lién quan chit ché véi
nhau va phan anh ding trinh ty dién bién cta su viée hay trinh tu giai quyét cong
viCc.

¢) Van ban trong ho so phai ¢ gia tri bao quan tuong doi dong déu.

2. NOi dung

a) Mo ho so:

- Ca nhan dugc giao nhiém vu giai quy¢t cong viée ¢o trach nhiém md ho so
thco Danh muc ho so hodc theo ké hoach cong tac.

- Cap nhat nhirng théng tin ban dau vé ho so theo Danh muc hd so da ban
hanh.



- Truong hop cac ho so khong ¢ trong Danh muc ho so, cd nhan duoc giao
nhiém vu giai quyct cong viée tu xac dinh cac thong tin: ti€u d¢ hd so, sO6 va ky
hi¢u ho so, thoi han bao quan hoé so, nguoi lap ho so va thot gian bat dau tai licu.

b) Thu théap, cdp nhéat van ban, tai li¢u dua vao ho so:

Ca nhan duoc giao nhiém vu cé trach nhiém thu thdp, cap nhat tat ca van
ban, tai liéu hinh thanh trong qua trinh theo doi, giai quyct cong vice vao ho so da
ma, bao gom tai li¢u, phim, anh, ghi &m (n¢u c¢d) bao dam su toan ven. diay du cua
ho so, khong dé that lac tai licu.

¢) K¢ét thuc ho so:

- 16 so duoc két thic khi cong viée da gidi quyét xong.

- Nguoi 1ap ho so ¢o trach nhiém: ra soat lai toan by van ban, tai licu co
trong ho so; loai ra khoi ho so ban trung, ban nhap; xac dinh lai thoi han bao quan
ctia ho so; chinh sira tiéu dé, so va ky hiéu ho so cho phu hop; hoan thién, két thic
ho so.

- Nguoi 1ap ho so thue hi¢n danh s6 to doi voi ho so co thoi han bao quan tur
05 ndm trd 1én va viét Muc luc van ban doéi vai ho so co thoi han bao quan vinh
vicn; vict chung tir két thuc doi véi tat ¢ ho so.

Dicu 29. Nop lwu ho so, tai liéu vao Pang dy (BO phin giap viée Ding
uy/ Vian phong Dang uy)

1. HO so, tai licu ndp luu vao Van phong Dang uy phai du thanh phan, ding
thoi han va thuc hién theo trinh ty, tha tuc quy dinh.

2. Thoi han ndp luu ho so, tai liéu vao Van phong Dang uy

a) Tai liéu dai hoi: sau 01 thang k¢ tor ngay ngay bé mac dai hoi.

b) Ho so, tai licu hanh chinh: trong thoi han 1 ndm k¢ tir ngay cong vice ket
thuc.

¢) Ho so, tai licu xay dung co ban: trong thoi han 03 thang k¢ tor ngay cong
trinh dugc nghiém thu quyét toan.

d) HO so, tai li¢u cua UBKT, cac chi by truc thudc Dang uy, Cong doan.
Doan Thanh nién: khong qua 3 thang sau khi két thuc nhiém ky hoat dong.

¢) Tai liéu phim, anh, ghi &m, ghi hinh, tai li¢u di¢n tu: giao ndp cung ta
lidu giay.

3. Thu tuc ndp luu

Luu trlr co quan thong béao lich 1iép nhan hd so, tai liéu dé cac don vi, ca
nhan chuan bi ho so, tai licu nop luu.
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Thu tuc ndp luu tai licu vao Van phong Dang Uy gom: 02 ban “Muc luc hod
s0, tai licu np luu” va 03 ban “Bién ban giao nhén tai liéu” thco mau tai Phu luc
[V Quy ch¢ nay. Bén giao va bén nhén moi bén gitr 01 bd thu tuc ndp luu.

Di¢u 30. Trach nhi¢m 1dp ho so va ndp luu ho so, tai liu vao Vin phong
Dang uy

I. Trach nhiém cta Bi thu Dang uy

a) Bi thu Dang uy chi dao xay dung va phé duy¢t Danh muc ho so ctia Dang
uy;

b) Chi dao, kicm tra vi¢e 1ap ho so va ndp luu ho so, tai licu vao Van phong
Dang uy.

2. Trach nhiém cua dong chi Phu trach Van phong Dang uy

a) Tham muu cho Bi thu Dang uy trong vi¢e chi dao, kiém tra, huéng dan
vice 1ap ho so va ndp luu ho so, tai licu vao Phong Bo phén giap viée dang uy doi
v(i cac don vi truc thudc.

b) 16 chire thuc hi¢n vice 1ap ho so va ndp luu ho so, tai liéu vao Van phong
Dang uy.

3. Trach nhiém cua céc don vi, can bd, cong chirc, vién chire

a) Truong cac don vi thudc Dang uy chiu trach nhiém trude Bi thu Dang uy
ve vi¢e 1ap ho so, bao quan va ndp luu ho so, tai li¢u cia don vi vao Van phong
Dang uy. '

b) Can bg, cong chuc, vién chuc phai 1ap ho so cong viée duge phan cong
gial quyCt va chiu trach nhiém vé s6 lugng, thanh phan, ndi dung tai liu trong ho
so; thuc hién lap ho so dam bao y€u cau, chat lugng theo quy dinh trude khi nop
luu vao Van phong Dang uy.

¢) Truong hop don vi, ca nhan c6 nhu cau gitr lai ho so, tai licu dén han nop
luu d€ phuc vu cong viée, phai 1ap Danh muc ho so, tai liéu giir lai va dugc su phé
duy¢t dong y cua Bi thu Dang ty. Danh muc ho so, tai li¢u gilt lai phai 14p thanh
02 ban, 01 ban luu tai don vi va 01 ban luu tai Van phong Dang ty. Thoi han gitr
lai ho so, tai licu cua don vi, ¢4 nhan khong qua 02 nam k¢ tir ngay dén han ndp
luu.

d) Can b9, cong chtrc, vién chtic va nguoi lao dong trong Dang uy trude khi
nghi huu, thoi viée, chuyén cong tac, di hoc tdp dai ngay phai ban giao toan b hd
s0, tai licu hinh thanh trong qué trinh cong tac cho don vi dang cdng tac.

4. 'Trach nhi¢m cua vién chuce van thu, luu tri



Vién chirc luu trit ¢é trach nhiém gitp ddng chi phu trach Van phong Dang
iy hudng dan viée 1ap hd so va nop luu hd so, tai lidu; 1ap ké hoach va tiép nhan
ho so, tai liéu nop luu; 1ap bién ban giao nhan hd so, tai liéu; bao quan va to chuc
st dung tai li¢u luu trir.

Muc 4
QUAN LY VA SU DUNG CON DAU

Diéu 31. Quén Iy con diu

1. Dong chi lam ¢ong tac van phu phu trach Van phong Dang ty c6 trich
nhiém quan ly con ddu ctia Dang ty.

2. Tt ca con dau ciia Dang Uiy phai duoc bao quan & Van phong Dang uy.
Vin thu duoc giao giit con ddu khong giao con dau cho nguoi khéc khi chua dugc
phép bang vin ban cia ngudi c¢6 thim quyén va viée ban giao con dau cta phai
duoc 1ap bién ban. Phai truc tiép d(’)ng du vao cac van ban, L’iév o ctia Dang uy va
cac don vi. Chi duogc phcp dong du vao nhiing van ban, gidy to sau khi co chir ky

ctia nguoi ¢é tham quyén.

3. Khi nét dau bi mon hoic bi bién ddng,, nguoi quan ly va su dung con dau

phai bao cao Bi thu Dang uy dé lam thu tuc doi dau. Truong hop con dau bi mat)

ENTH
phai bao co quan cong an dia phuong, 1ap bién ban va bao cdo Bi thu Dang 11}’/' \\\:\\
dong thoi phéi hop xir 1y theo quy dinh ctia phéap luat. 487 =

>/

Dicu 32. Stir dung con dau

1. Chi nguoi dugc giao trach nhi¢m gitt con dau moi duge quycn dong dau:
trude khi dong dau, phai kiém tra lai th¢ thirc van ban, tham quyén ky, cht ky va
s0 ban; do6i chi¢u chlt ky trong van ban véi chit ky mau da dang ky.

2. Dau dong phai dung chiéu, ngay ngan, rd rang, tram 1/3 chit ky v¢ phia
bén trai va dung muc dau mau do thco quy dinh. Truong hop dong dau nham
khong dugc dong trum 1én dau ¢t ma phai déng vao bén canh dau cu.

3. Céc van ban ban hanh kém theo van ban chinh hodc phu luc: dau dugc
dong 1én trang dau, vao goc trén bén trai va trium lén mot phan tén co quan hoic
tiéu d& phu luc (ddu treo). Néu phu luc gdm nhiéu trang thi ngoai vi¢e dong dau
trco, phai dong ddu giap lai cho ban phu luc do. Dau gidp lai duge dong vao
khoang gilra mép phai cia van ban hoac phu luc van ban, trium I¢n mot phan céc 1o
gidy; mdi ddu giap lai dong tdi da 05 1o van ban.

4. Khong dugc dong dau céac van ban, gidy 1o chua ¢6 ndi dung hodc chir kv
ctia ngudi ¢d tham quyén hodc tai lidu, thu ca nhan.
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Chuong 111
CONG TAC LUU TRU
Muc 1
TO CHUC LUU TRU HIEN HANH TAI DPANG UY TRUONG DH CNTT

Ditu 33. T6 chire luu triv cla Pang uy

1. 16 chic luu trir cia Dang uy duoc 1§ chie theo nguyén tic tip trung
thong nhat phu hop véi chie nang, nhiém wvu, quyén han va co cdu t6 chuc cia
Dang uy va thuén tién cho cong tac quan ly, khai thac st dung hd so, tai liéu luu
trit, bao gom luu trlr thude Dang ty (sau ddy goi la Luu trit co quan) va luu trlt cua
cac don vi thudc Dang uy.

2. Luu trlr co quan c6 chire ndng gitp Dang uy thuc hién nhiém vu quan ly
vC cong tac luu trlr trong Déang uy va doi voi cac don vi thude Dang uy; thuc hién
xac dinh gid tri tai li¢u, ndp luu tai liéu vao luu trir lich st dung quy dinh.

3. Luu trlr cua céac don vi thugc Dang uy cd trach nhi¢ém luu gilt, quan ly ho
so. tai licu cua don vi va ban giao ho so, tai licu cho Luu trit co quan theo quy
dinh.

Dic¢u 34. Trach nhi¢m t6 chire thuc hién cong tac luu triv

[. Dang uy co trach nhiém quan ly v¢é cong téc luu trir, chi dao nghiép vu doi
vol luu it BO phdn gitp viée dang uy; trao doi va lién hé véi luu trit cap trén;
quan ly luu trlt Dang uy va thuc hién cac ndi dung nghi¢p vu nhu thu thdp, chinh
ly, xdc dinh gia tri tai liéu, bao quan va phuc vu céc yéu cau khai thac, sir dung tai
licu; nop luu tai liéu vao luu trit lich st dang quy dinh; ticp nhan va quan ly ho so,
tai licu cua céac don vi thudgc Dang uy khong ¢6 16 chuce luu trir.

2. Dang uy c6 trach nhiém thu thap, chinh ly, xac dinh gia tri tai liu, bao
quan, phuc vu khai thac ho so, tai li¢u va thuc hién giao ndop ho so, tai licu thudc
don vi minh quan ly thco quy dinh.

r A
<
.

Dicu 35. Quan ly ho so, tai liéu cia cac don vi sap nhép, chia tach hoic
giai thé

I. Truong hop mot hodc nhicu don vi dugce sap nhap vao don vi khac hoic
thanh I1ap don vi mdéi, ho so, tai liéu da giai quyét xong ctia don vi cii phai chuyén
giao cho Luu trit co quan; ho so, tai liéu chua giai quyét xong s& do don vi méi
tiép nhan.
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2. Truong hop mét don vi duoc chia thanh nhiéu don vi mai, ho so, tai licu

da giai quyct xong cua don vi ¢t duge chuyén vao Luu trir co quan hoac luu tror

don vi cap trén; ho so, tai licu chua giai quyct xong thudc chirc ndng cua don vi
mai nao s€ do don vi do tiép nhan.

3. Truong hop don vi giai thé, toan bd ho so, tai licu cua don vi do phai
chuy¢n giao vao Luu trlt co quan.

Muc 2
CONG TAC THU THAP, BO SUNG TAI LIEU

Dicu 36. Thu thap ho so, tai licu vao Luu trir co quan

Hang nam, vién chtic luu trit co quan c¢d trach nhiém phoi hop vaoi cac don
vi thudc Dang ty thu thdp ho so, tai licu da dén han ndp luu vao Luu trli co quan.
cu thé:

1. Lap ké hoach thu thap hd so, tai lidu.

2. Phoi hop vai cac don vi, ca nhan xac dinh nhitng loai ho so, tai licu can
nop luu vao Luu trlr co quan.

3. Ddn doc, nhac nhd cac don vi, ca nhan chuan bi ho SO, tar licu va lap
2 ) . v il
“MUC lUC ho SO, tai héu I'l()p luu”.

4. Chuén bi kho va cac phuong tién bao quan d¢ tiép nhén ho so, tai licu.

5. T6 chirc tiép nhan ho so, tai licu, kiém tra doi chicu gitta Muc luc ho so.
tai liéu nop luu vai thuce € tai liéu va 1ap Bién ban giao nhan tai licu.

Diéu 37. Chinh ly tai li¢u

1. Nguyén tdc chinh ly

a) Khong phéan tan phong luu tri. Tai licu cua tung don vi dugce chinh 1y va
sdp x&p riéng biét.

b) Khi phan loai, 1ap hd so (chinh sira hoan thién, phuc hdi hodc 1ap moi ho
s0), phai ton trong su hinh thanh tai li¢u theo trinh tu theo doi, giai quyct cong vice
(khong pha vo hd so da lap).

¢) Tai licu sau khi chinh ly phai phan anh dugc hoat dong cua don vi hinh
thanh tai liu.
2.Tai li¢u sau khi chinh ly phai dat yéu céu

a) Phan loai va 1ap thanh ho so hoan chinh.
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b) Xdc dinh thoi han bao quan cho ho so, tai liéu.

¢) 11¢ thong hod ho so, tai liéu.

d) L.ap cac cong cu tra ctru: muc luc ho so, co so di liu quan ly tai liéu luu
trir va cac cong cu tra ctru khac dé phuc vu cho vi¢c quan ly, tra ciu st dung tai
licu.

¢) Lap danh muc tai li¢u hét gia tri dé lam thu tuc tiéu huy.

Dicu 38. Xac dinh gia tri tai li¢u

I.'Tai licu hét gia tri cia Dang ty do Hoi dong xac dinh gia tri tai liéu Dang
uy tham dinh.

2. Vice xac dinh gid tri tai liu phai dat dugc cac yéu cau sau:

a) Xac dinh tai licu can bdo quan vinh vién va tai liéu bao quan c6 thoi han
bdng s& nam cu thé.

b) Xdac dinh tai li¢u hét gid tri dé ticu huy.

Dicu 39. Hgi dong xac dinh gia tri tai liéu

1. 11 dong xac dinh gia tri tai liéu dugc thanh 14p dé tham muu cho Bi thu
Dang uy trong vi¢e xdc dinh thoi han bdo quan, lua chon tai licu dé giao ndp vao
Luu trlr co quan, lua chon tai licu luu trlt cua Luu trlr co quan dé giao ndp vao Luu
trir lich su va loai tai liéu hét gia tri.

2. 1161 dong xac dinh gia tri tai liéu do Bi thu Dang iy quyét dinh thanh lap.
‘Thanh phan cua 1161 dong bao gém:

a) Bi thu Dang uy - Chu tich Hdi dong;

b) Dong chi Phu trach B phén giup vi¢c Dang ty — Phé Chu tich Hoi dong;

¢) Dai di¢n lanh dao cac don vi ¢o tai licu - Uy vién;

d) Vién chirc lam cong tac Luu trlt co quan - Thu ky T6i dong.

¢) Trong truong hop cén thiét, Dang uy d¢ xuat moi thém Giang vién hodc
chuyCn gia nganh luu trit lam Uy vién Hoi dong.

3. 1161 dong xac dinh gid tri tai licu thao ludn tdp thé, két ludn theo da so; cac
y ki¢n khac nhau phai duoc ghi vao bién ban cudc hop dé trinh Bi thu Dang uy.

Diéu 40. Huay tai licu het gia tri

I. Theo dé nghi cia Hoi dong xac dinh 214 tri tai liéu va can ctr vao y kién
tham dinh cua 1101 dong xac dinh gid tri tai li¢u, Bi thu Dang uy quyét dinh viéc
huy tai licu hét gia tri cua Dang uy.
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2. Viéc t0 chac thuc hién huy tai licu hét gia tri dugce thuce hién theo 1Tudng
dan s6 29-HD/VPTW ngay 12 thang 9 nam 2017 cda Van phong Ban Chap hanh
Trung wong Dang vé 16 chirc xac dinh gid tri tai li¢u ¢ cac co quan. 16 chie dang.
to chuc chinh tri - xa hoi.

3. Vicc huy tai li¢u hét gia tri phai bao dam huy hét thong tin trong tai licu
va phai dugc 1dp thanh bién ban.

4. 106 so hudy tai licu hét gia tri gdm co:

a) Quy¢t dinh thanh 1ap Hoi dong xéc dinh gia tri tai li¢u;

b) Danh muc tai li¢u hét gid tri; to trinh va ban thuyét minh (ai licu hét gia
tri;

¢) Bién ban hop Hoi dong xac dinh gia tri tai licu;

d) Quy¢t dinh huy tai li¢u hét gia tri;

d) Bién ban ban giao tai li¢u huy;

¢) Bién ban huy tai li¢u hét gia tri.

5. Ho so huy tai licu hét gia tri phai dugce bao quan tai Luu trlt co quan it
nhat 20 nam, ké tir ngay huy tai licu.

Diéu 41. Thoi han ndp luu ho so, tai licu vao Luu triv lich so

1. Trong thoi han 10 ndm ké tr ndm cong viée két thac, Dang uy co trach
nhiém ndp luu tai liéu cd gia tri bao quan vinh vién vao Luu trir lich su.

2. Nhiing ho so, tai li¢u ctia Dang ty khong thudc dién ndp vao Luu trir lich
su duoc bao quan tai Luu trit co quan cho t61 khi hét thot han bao quan s¢ thuc
hién thu tuc ti€u huy tai li¢u hét gia tri theo quy dinh cua Quy ch¢ nay.

Muc 3
BAO QUAN, TO CHUC SU DUNG TAI LIEU LUU TRU

Dicu 42. Bao quan tai licu luu triv

1. H6 so, tai liéu chua dén han ndp luu vao Luu trlt co quan do céac vién
chte tu bao quan va phai dam bao 161 uu nhat cho an toan cua tai li¢u luu trir.

2. Ho so, tai licu luu trir dén han nop luu phai dugce giao nop vao Luu trir co
quan va bao quan trong kho luu trir cua Dang uy.

3. Vién chac luu trlr Dang ty ¢6 trach nhiém: bo tri, sdp x&p khoa hoc tai
lidu luu trir; ho so, tai liéu trong kho d¢ trong hop (cap), dan nhan ghi day du thong
tin theo quy dinh dé quan ly va phuc vu khai thac st dung tai licu thuan loi: duy tri
cac ché do bao quan phu hop vai tai licu luu trl; thuong xuyén ki¢m tra tinh hinh
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tai licu, kho tang, moéi truong bao quan; lap so6 theo ddi viée xuat, nhap tai lidu ra
vao kho.

Di¢u 43. Khai thac, st dung tai li¢u luu triv

I. Co quan, t0 churc, ca nhan trong va ngoai Dang uy duoc khai thac, st
dung tai licu luu trir tai Luu tr@ co quan.

2. Céc ¢4 nhan & ngoai Dang ty dén khai thac, st dung tai li¢u luu trlr tai
Luu (rit co quan phai ¢6 gidy chimg minh nhan dan/can cudc cong dan/can cudc/
ho chiéu, trudong hop str dung dé phuc vu cong tac phai ¢6 gidy gidi thiéu hodc van
ban dé nghi cua co quan, 16 chie noi cong tac va phai dugc Bi thu Dang uy hodc
Phu trdch b phan giap viée dang ty dong v.

D61 vai vién chie thude Dang ty phai c6 gidy dé nghi xac nhén cua Trudng
don vi ghi 13 tai lidu can khai thac, muc dich khai thac, st dung tai licu.

3. Trudng hop vicn chie cia Dang Gy can mugn tai liéu luu trlt co quan vé
phong lam vi¢c hodc mang tai li¢u phuc vu cong tac trong va ngoai nudce phai dugc
sudong y cua nguoi ¢6 tham quycn va thoi gian muon khong qua 10 ngay; truong
hop can thict co the gia han nhung khong qua 05 ngay lam viée tiép theo.

Dic¢u 44. Cic hinh thace té chire siv dung tai liéu luu triv

1. Sur dung tai licu tai Van phong Dang ty.

2. Muon tai liéu cua Van phong Dang uy.

3. Cap ban sao tai licu luu trlr, ching thuce luu triv.

Dicu 45. Tham quyén cho phép khai thac, stir dung tai liéu luu triv

l. Bi thu Dang uy xét duyét va quyét dinh cho phép khai théc, su dung tai
licu ¢6 ddu chi mat theo dé nghi cua dong chi phu trach Van phong Dang uy.

2. Bi thu Dang uy quy¢t dinh viée mang tai liu luu trir tai Van phong Dang
uy dé strdung trong nude va nudc ngoai.

Chuong IV
TO CHUC THU'C HIEN

Dicu 46. T6 chire thue hién

1. Quy ché nay c6 hi¢u luc ké tir ngay ky.

2. Van phong Déng dy c6 trach nhi¢m thuc hién Quy ché nay.
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3. UBKT Dang uy, céc chi bo truc thude Dang ty ¢ trach nhiém pho bién, trién
khai thuc hién Quy ché nay dén toan thé can bd, cong chire, vién chirc trong don vi minh
d¢ thuc hi¢n.

4. Trong qua trinh trién khai thuc hién, n¢u c¢6 kho khan, vudng mac, cac don vi
phan &nh vé Dang iy xem x¢t, quyét dinh./.
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.
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Thu mot
Phi¢u chuyén
Gidy uy quyén

Giay gidi thi¢u
Phicu bao 7
B:an sao van ban

Ban sao y

Ban trich sao

Ban sao luc

1. MAU TRINH BAY VAN BAN, PHU LUC VAN BAN

1. Mau trinh bay viin ban

Mau 1.1

Quyét dinh quy dinh truc tiép

Mau 1.2

Quyét dinh quy dinh gian tiép

Mau 1.3
Mau 1.4

(2

Vian ban c¢6 tén loai

Cong van

Mau 1.

W

3i¢n ban
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Mau 1.1- Quyét dinh quy dinh true tiép

DANG BO DAI HOC QUOC GIA-HCM DANG CONG SAN VIET NAM
DANG UY TRUON G DPATHQC ‘ :
CONG NGHE THONG TIN Tp. 116 Chi Minh, ngay .... thang ...... nam 2024
*
SO e, -QD/DU
QUYET PINH
WO NHEC 5 s vox vorlee o wirn ion Frmsieey rop e e 9 i i

Cin ci Quyét dinh s6 .......... ngdy ... thang ... nam 2020 cua

Can ¢t Quyét dinh sb ......... ngay thang nam 2020 cua

Xét dé NEZNT CUA 1oiieeiii e )

BAN CHAP HANH PANG BO QUYET DINH

DU Lt e Nils

DU 2e oo _
Noi nhén: T/M DANG UY
- Nhu Diéu ..., Bi THU

- Luu DU.
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Miu 1.2- Quyét dinh quy dinh gian tiép

DANG BO DAIHOC QUOC GIA-HCM DANG CONG SAN VIET NAM
DANG UY TRUON G DATHQC ‘
CONG NGHE THONG TIN Tp. 116 Chi Minh, ngay .... thdang .... nam 2024
NI -QD/DU
QUYET PINH
Ve vice ban hanh (phé duy€t) coovevviniiiiiiiiiiiiiiiiiieee,
Cin ct Quyét dinh & .......... ngay thang nam 2020 cua
Can ¢t Quyét dinh sb .......... ngay thang nam 2020 cua
XA B8 NEIE CTA ..vorivnsseessscmseaossoresssenstasesseseasssesatesssssaseses seassasenssasmssassassases :

BAN CHAP HANH PANG BO QUYET DINH

Ditu 1. Ban hanh (Phé duyét) kém theo Quyét dinh 07 | PR R s
Di¢u 2. Quyet dinh DAY €6 NIGU TUC v
DR B siicnarmas s s s s i s e b e B .
Noi nhén: T/M DANG UY
—- Nhu Dicu ..., Bi THU

- LLuu DU.

Nguyén Vin A
Ghi chu:
") Mau nay ap dung doi vi cdc quyct dinh ban hanh hay phé duyét mot
van ban khac
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Viin béin (ban hanh, phé duyét kém theo quyét dinh)

PANG UY TRUONG PAIHQC PANG CONG SAN VIET NAM
CONG NGHE THONG TIN
sk

TEN LOAI VAN BAN

(Kem theo Quyét dinh s6 -OD/DU ngay — thdng — ndm ...
cua Dang uy Truong dai hoc CNTT)

Chuong 1
QUY DINH CHUNG
51700 ¥ S O R s sisamirass AR st
DTRNED: . i, sousivsssciosins s oo imas smavss swssiss same s s e somen s s s s s
Chuong II

---------------------------------------------

...................................................................................................................

D U cet oo E
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Mau 1.3- Vin béan cé tén loai

DANG BO DATHOC QUOC GIA-HCM DANG CONG SAN VIET NAM
DANG UY TRUONG PAI HQC ‘
CONG NGHE THONG TIN Tp. 6 Chi Minh, ngay ... thang .... nam 2024
%
SO o

Noi nhan: T/M DPANG UY
S Bi THU

Nguyén Viin A

"“I'rich yCu ndi dung vin ban
“ NO1 dung van ban.



Mau 1.4- Cong van

DANG BO DAIHOC QUOC GIA-HCM
DANG UY TRUONG DAI HQC
CONG NGHE THONG TIN
*

SO . -CV/DU

36

PANG CONG SAN VIET NAM

Tp. Ho Chi Minh, ngay .... thang ..

~onam 20

..................................................................................................................

Noi nhan:
- Nhu trén,

- Luu DU.

T/M DANG UY
Bl THU

Nguyén Vin A

3 Noi dung cong vin.

* Dia chi co quan, t6 chitc; thu dién tir, trang thong tin dién ti; s6 dién thoai; sO Fax (néu can).

)

4
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Mau 1.5- Bién ban

DANG BO DAIHOC QUOC GIA-HCM PANG CONG SAN VIET NAM
DANG UY TRUONG PAI HQC ‘
CONG NGHE THONG TIN Tp. 116 Chi Minh, ngay .... thang .... nam 2024
SO o, -BB/DU

BIEN BAN

5

TROT GIANI . ottt
T TERCRI: v s s 0 s i o e i A s
TR DA PR U one rican s sensosisiamemmsssmssssess cosrbin o bt
TR TR« 5.085005585 immiome e s s e seemonrs s ovames o st b S
TIRE K5 e oo s sunwses svempmemmusmrnamon sovsmessssnns s onss sumssnmtos s s gl idont 25
NQI DUNG CUQC HQP
Cudc hop két thue vao luc ... g10..... cung ngay.
THU KY CHU TOA
Ho va tén Ho va tén

> Tén cude hop, hoi nghi, hoi thao.
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i _ Phuluclll )
MAU VE QUAN LY VAN BAN

I. MAU SO DANG KY VAN BAN DI

1. Bia va trang dau

DANG BO DAI HOC QUOC GIA-HCM
DANG UY TRUONG PAT HQC
CONG NGHE THONG TIN

SO DANG KY VAN BAN DI

Nhiém ky: ...............
Tungdy .............dénngay ...................
5 o [ — FCTL BO s siveion i s

Quyén §0: ...

2. Noi dung dang ky van ban di: téi thiéu gdm 10 ndi dung

. Ngay | Tén loai va Nsteir kef ' Noi
S0, ky hi¢u | thang |trich yéu ngi| © So S5 banl " han
vin ban | vin dung trang” | vin
ban van ban Ban | Ban ban
Satet s | gde | sao
(1) (2) (3) “4) | )| @) | 7)) | &)

Huwéng din cdch ghi:

Cot 1: Ghi ngay, thang, nam van ban di

Cot 2: Ghi s6 va ky hi¢u van ban di

Cot 3: Ghi tén loai va trich yCu nd1 dung van ban di

Cot 4: Ghi ho va tén ngudi ky ban goc van ban

Cot 5: Ghi ho va tén nguoi ky ban sao van ban

f.uwu ho
SO SO

(9)

chu

(10)
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Cot 6: Ghi s6 trang cua van ban di

Cot 7: Ghi 86 ban cua van ban di

Cot 8: Ghi co quan, don vi, ¢ca nhan nhan va luu van ban di

Cot9: Ghi so, ky hi¢u ho so thco danh muc ho so ctia co quan

Cot 10: Ghi nhiing dicu can thict khac, nhu van ban can thu hoi, mic do khan,
muc dO mat,

II. MAU SO CHUYEN GIAO VAN BAN DI

I. Bia va trang dau

DANG BO DAIHOC QUOC GIA-HCM
DANG UY TRUONG DAI HQC
CONG NGHE THONG TIN

SO CHUYEN GIAC VAN BAN DI

Nam: .cooeevuveenn..

Tungay ... dcn NEAY .oevvvene.
Tuso ... AEn SO v,

Quyén s6: ...

2. Noi dungD dcmgD ky yui van ban di buu dién: t6i thlcu gdm 6 ndi dung

. ST e e . ‘:_w Sé luono : iz
e O kytngud NOi "h.,‘-‘“ bihoic | Kynhdn | Ghicha
chuyén van ban van ban L :
van ban =
(1) (2) (3) (4 R = (6)

Huwdng dan cach ghi:

Cot 1: Neay thang nam chuyén van ban di

Cot 2: S6 va ky hi¢u van ban di

Cot 3: T¢n co quan, don vi hode ¢4 nhan nhan vén ban di

Cot 4: Tong s6 bi hodc tong s6 van ban di

Cot 5: Chu ky cua nguoi nhan vén ban di

Cot 6: Ghi nhtng dicu can thiét v& két qua chuyén vin ban di, nhu that lac,
cham tr¢, 16 bi mat...
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I1I. MAU SO THEO DOI PHUC VU KHAI THAC, SU DUNG VAN BAN
1. Bia va trang dau

Ngay
thang
nam
khai
thac
(1)

DANG BO DAIHOC QUOC GIA-HCM
DANG UY TRUONG PAI HQC
CONG NGHE THONG TIN

SO THEO DOI PHUC VU KHAI THAC,
SU DUNG VAN BAN

Nam: .......

Tongay .......denngay .................

Quyén $0: ...

2. Noi dung dang ky str dung ban luu: t6i thiéu gdm 10 ndi dung:

Téndon| z .. | Ténloai | | |
i So, ky g i e |
Vb higu ngay| V5 bric H6 | Ky | Nga
nhan el ycu ndi £ : sS4 Ky tra
. |thang van * |so's0| nhan | tra
khai ban dung van :
_thiac ban |
(2) 3) FORREORRONNONN)

Hudong dan cach ghi:

cCotl:
Cot 2:
ot 3:
Cot 4:
Cots:
Cot 6:
Cot7:
Cot 8:
Cot 9:

Ngay thang nam khai thac van ban

T¢én don vi, ca nhan khai thac van ban

S6 ky hiéu, ngay thang nim ban hanh vin ban
Tén loai va trich yéu ndi dung vin ban

S6 va ky hiéu ho so cta vin ban

Cht ky cua nguoi khai thac van ban

Ngay thang nam tra van ban

Cht ky cua nguot tra van ban

Tén nguoi cho phép khai thac van ban

Cot 10: Ghi nhitng dicu can thiét khac

- Nguoi

cho ph¢p
khai
thac

9)

Ghi chu
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IV. MAU DAU “DEN”: duoc khic san, hinh chi nhat, kich thudc 3em x 5em
TEN CO' QUAN NHAN VAN
BAN DEN

VAN BAN DEN

Sb: ... (1) Ngay nhan: ....(2)
Chuyéh: ........................ (3)

Huwéng dan cdach ghi:

(1) S4 th tu ctia van ban dén

(2)- Ngay thang nim nhan duoc vin ban dén

(3) Tén don vi, cd nhan ¢6 trach nhiém giai quyét van ban dén

V. MAU SO DANG KY VAN BAN DEN

I. Bia va trang dau

DANG BO DAIHOC QUOC GIA-HCM
DANG UY TRUONG PAI HQC
CONG NGHE THONG TIN

SO BANG KY VAN BAN DEN

Nam: .......

Lt gAY ... 00 DB oo
Tuso....... dén SO ...

Quyén §0: ...
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2. Noi1 dung dang ky van ban dcn: to1 thicu gom 12 no1 dung:

Neay | Ky | Ghi
chuyén nhan| cha

VAN BAN DEN

dén | dén S e R B :
So, ky| Ngay |T¢n loai va of | ok Don vi
The oid hi¢u | thang | trich yéu | ®° lk"o hodc ca

« d - - A ranoe ¢ & ‘

71 van | vian | ni dung trang) ban | ,pan |

ban | ban | van ban nhan

)| 2| (3] |6 © |7 M(8)7 ©) | (0 1| 12 |

|

Hudng din cdch ghi:

Cot 1: Ngay, thang, nim nhan vin ban dén

Cot 2: SO thir tu cua van ban dén

Cot 3: Tac gia ban hanh van ban dén

Cot 4: S6, ky hicu van ban dén

Cot 5: Ngay, thang, nam ban hanh van ban dén

Cot 6: Tén loai va trich yéu ndi dung vin ban dén

Cot 7: SH trang ctia van ban dén

Cot 8: SO ban cua vén ban dén

Cot 9: Don vi hodc ¢4 nhan nhan vin ban dé giai quyét
Cot 10: Ngay thang nam chuyén van ban di dén don vi hodc ca nhan nhin vin

ban.
Cot 11: Chir ky cua nguoi nhan van ban dén
Cot 12: Ghi nhiing dicu can thi¢t (muc do khan, mic do mat, ban kem....)
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VI. MAU SO THEO DOI GIAI QUYET VAN BAN DEN

I. Bia va trang dau

DANG BO DAI HOC QUOC GIA-HCM
DANG UY TRUONG DAT HOC
CONG NGHE THONG TIN

SO THEO DOI GIAI QUYET VAN BAN DEN

Nam: .......
Tungay ........ dén ngay .....cc.cc.....
Quyén s0: ....

2. NOI dung dang ky theo doi1 giai quyct van ban dén: 101 thi€u gom 10 ndi dung:

Negay Noi :
thing 5 2 . ..| dung Két qua
S Pl s +.. |Ngaythang| Noi giri e e e q S
| RAM | SO va ky - x i giai  |Noi xin| Thoi giai Ghi
ST = iAo nam van |van ban £ Sk £ .
dang | hicCu van PE A quyct |y kicn | han quyct chu
: N ban dén dén g |
ky theo| ban dé¢n van ban hoan
doi dén thanh
m| @ ®) (4) ® | ©® | o |® ] o |a)

Huwone dan cach ohi:

Cot 1: SO tha tu van ban dén can theo doi trong mot nam

Cot 2: Ngay thang nam dang ky thco doi

Cot 3: S6 va ky hiéu van ban dén can theo doi

Cot 4; Ngay thang nam ban hanh van ban dén

(ot S: Co quan ban hanh vin ban dén

Cot 6: Tom tat ndi dung can giai quyét

Cot 7: Don vi. ca nhan giai quyét van ban dén

Cot 8: Ngay thang nam hoan thanh giai quyét van ban dén

Cot 9: K&t qua giai quyct vin ban dén (ghi cu thé sd, ky hi¢u van ban tra 1o1)
Cot 10: Nhing di¢u can thiét khac.
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Phu luc IV
LAP HO SO VA GIAO NOP HO SO, TAI LIEU
VAO LUU TRU CO QUAN

I. XAY DUNG DANH MUC HO SO

Danh muc hd so gdm cac thanh phan: Cac d& muc, sb va ky hi¢u ctia ho so.
ticu dé hd so, thoi han bao quan cta hd so, ngudi lap ho so.

1. D& muc trong Danh muc hd so dugc xdy dung thco co cau to chue (1én
cac don vi thude Dang uy) hodc theo thoi gian hoat dong (tinh bang 01 nhiém
ky). Trong ting dé muc 16n dugce chia thanh cac dé muc nho tuong ang vai ten
cac don vi (theo co céu to chiic. Trong cac dc muc nho, trit tu cac hd so duoge sip
x¢ép theo nguyén tic tir chung dén riéng, tir tong hop dén cu the.

Céac d& muc 16n duoc danh sd lién tuc bfmg:, chir s6 La Ma. Cic dé muc nhe
(ncu c0) trong tung dé muc 16n duoc danh sé riéng bang chir s6 A Rap. C hu v n (
tat cua cac d& muc 1on trong Danh muc hd so do Dang Uy quy dinh nhung can
ngin gon, d& hicu.

2. S6, ky hiéu cta hd so bao gom: s6 thi tu (duoc danh bang chir s6 A
Rép) va ky hi¢u (bang cac chl vict tat) cua dé muc lon.

Vice danh 6 ho so ¢o thé ap dung mot trong hai cach sau: s6 cua ho so
duoc danh lién tuc trong toan Danh muc, bat dau tir s6 01 hoac sO cua ho so duro
danh lién tuc trong pham vi ting d¢ muc 16n, bat dau tir s6 O1.

3. TiCu d¢ ho so: can viét ngan gon, ro rang nhung phai khai quat dugce noi
dung cla cac van ban, tai li¢u s¢ hinh thanh trong qua trinh thco doi, giai quyct
cong viéc. '

4. Thoi han bao quan cta ho so dugc xac dinh thco quy dinh hicn hanh:
Vinh vién hodc thoi han bang so nam cu the.
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I. MAU DANH MUC HO SO

DANG BO DAIHOC QUOC GIA-HCM DANG CONG SAN VIET NAM
DANG UY TRUONG DAI HQC ‘
CONG NGHE THONG TIN TP. 6 Chi Minh, ngay — thing — néim 2024

DANH MUC HO SO CUA ....
Nhiém Ky ...

S6 va kv DPon
STT |20 Y 5| Tén dé muc va tiéu dé | Thoi han vi/Nguwoi | ... .,
hi¢u ho A .\ 5 e Ghi chu
e ho so bao quan lap
SO A
ho so’
(1) (2) (3) (4) (3) (6)
I. TEN PE MUC LON
1. Tén dé muc nho
1 01. Tiéu d& hd so 20 nam | Ho va tén
2 02. Tiéu dé ho so 70 nam Ho va tén
3
4

Danh muc hd SO NAY COuvrvrrrnenn. hé so, bao gdm:

......................... ho so bao quan vinh vién;

......................... h6 so bao quéan ¢ thoi han.

THU TRUONG CO QUAN NGUOI LAP DANH MUC HO SO
Ky Ky
(Dong dau)
Ho va tén Ho va tén

Huwong dan cach ghi:

I- Ghi $6 tht tu hd so (dvbq) cho toan bd danh muc ho so.
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2 - Ghi ky hi¢u va s0 ho so, trong do:

- Ky hi¢u: 1a chir vict tat tén don vi hodc van d¢, linh vuc hoat dong (d¢ muc).

- S6 ho so gom 2 nhoém s6: Nhom thtr nhat ghi s6 luong cac muc (cac nhom
ho so) theo sO thh tu lién tuc tir s0 1; nhdém 2 ghi s6 luong ho so co trong ting
muc (nhom ho so) do theo s6 tha tu lién tuc tir s6 1. SO thir tu duoc danh bang soO
A- rap. Gitta ky hi¢u va s0 ho so ¢6 dau cham (.), gitta 2 nhoém s6 trong sO ho so
c6 dau cach (-).

3- Ghi tén don vi hoac van d¢, linh vuc hoat dong (d¢ muc), (¢n nhom ho
so (muc) va tén céc ho so.

4- Ghi thot han bao quan ho so.

5- Ghi r6 ho, tén nguoi chiu trach nhi¢m 14p ho so.

6- Ghi nhirng dicu can thict: mat, bo sung, khong hinh thanh ho so hoac

chuycn sang nam (nhi¢m ky) sau.
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[1I. MAU MUC LUC HO SO, TAI LIEU NOP LUU

DANG BO DAI HOC QUOC GIA-HCM DANG CONG SAN VIET NAM
DANG UY TRUONG DAIHQC
CONG NGHE THONG TIN

ES

MUC LUC HO SO, TAI LIEU NOP LUU
6

-----------------------------------

Nhi¢m ky ......
S6, ky hiGu| .. aoa Thoi gian tai|S§ Thoihan | . . .
s l'éu dé ho so & S0 trang 5 >~ | Ghi chu
ho so licu bao quan
0 2) () (4) (5) (6)
Muc 1uc nay GOM: wvveereers v, ho so (don vi bao quan).
ViEt bang Chllt oo e ho so (don vi bao quan).
............ ngay ............thang ...........nam

Nguwoi lap
(Ky va ghi ro ho va tén, chic vu)

Hudng dan cach ghi:
Cot 1: Ghi sd va ky hi¢u cta hd so nhu trén bia ho so.
Cot 2: Ghi tiéu d¢ ho so nhu trén bia hd so.
Cot 3: Ghi thot gian som nhat va mudn nhét cta van ban, tai li¢u trong hd
S0.
Cot 4: Ghi tong sb trang ai liéu ¢6 trong hd so.

Cot 5: Ghi thoi han bao quan cua ho so nhu trén bia ho so.

® Thoi han bdo quan: Bdo quan vinh vién hodc bao quan c6 thoi han. Muc luc ho so, tai
licu bao quan vinh vién va Muc luc ho so, tai licu bao quan c¢é thoi han dugc 1ap riéng thanh 02
Muc luc khac nhau. D61 vo1 Muc luc ho so, tai licu bao quan vinh vién bo ¢dt thoi han bao
quan.
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Cot 6: Ghi nhiing thong tin can cht y v€ nd1 dung va hinh thirc cua van ban
c6 trong ho so.

IV. MAU MUC LUC VAN BAN, TAI LIEU TRONG HO SO

MUC LUC VAN BAN, TAI LIEU
S0, ky hi¢u ho so:

gl & : Tén loai .
Sl(l)i,éll(ly tl;llii‘ly e, T?‘lc Bin, | Ban Trang | Ghi
STT L5 e ycu noi S | chinh | sao i
van nim & van O chi

X « 1. | dung van )

ban |van ban z ban

ban

)| @ 3) (4) G) | ©) | (7| (8 | (Y

Huong dan cach ghi:
Cot 1: Ghi sO thar tu van ban, tai licu theo trinh tu co trong ho so.
Cot 2: Ghi s0 va ky hi¢u van ban, tai licu.

Cot 3: Ghi ngay thang nam cua van ban, tai licu. NCéu van ban, tai licu
khong c6 ngay, thang, nam va phai xac minh thi cho vao dau [].

Cot 4: Ghi tén goi va trich yCu ndi dung van ban, tar licu.

Cot 5: Ghi tac gia cua van ban, tai licu. N€u van ban, tai licu khong co tac
gia va phai xac minh thi cho vao dau [|.

Cot 6: NEu ban chinh danh dau (x) vao.
Cot 7: NCu ban sao danh dau (x) vao.
Cot 8: Ghi van ban, tai liu do bat dau tu trang s may trong ho so.

Cot 9: Ghi nhiing dac diém can thict: d§ mat, khong dau, khong co chir ky,
dy théo, ... :

7 Ap dung cho hd so ¢ thoi han vinh vién.
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V.MAU CHUNG TU KET THUC HO SO

CHUNG TU KET THUC
Trong ho so (dqu) nay co: ...(1).... (bang chii....(2)....) trang tai licu,
duoc danh so tr ... dén.. ..
Co cac trang trung sé....(B)...khuyét 86....(3)....
Muc luc van ban, tai li¢u ¢o.....(....(4)....)trang.
Dic diém va tinh trang vat 1y cac trang, ban van ban, tai lidu:

Ngay ... .thang .....nam .....
NGUOI LAP HO SO
(6)

Ghi 10 ho, tén

Hiwéng dan cdch ghi:
(1) Ghi s6 lugng trang trong hd so (dvbq) bang s0.

(2) Ghi s6 lugng trang trong ho so (dvbq) bang chi.

(3) Néu khi danh s tI am, cO trung so khuyct sb thi (’hl 10 Vd() chung tur.

(4) Ghi s luong> tr clng> muc luc van bdn tai 11cu bang, s6 va bcmgg chi.

(5) Ghi dac diém va tinh trang vét ly cua tai licu: tai licu danh may, chtr ro
hay mo, bi rach, mdi xong, ... chit luong gidy 16t hay x4u.

(6) Ghi ngay thang nam hoan chinh hé so, ngudi 1ap hd so, bién muc va
viét ching tir két thuce, ghi rd ho tén.
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DANG BO DAL HOC QUOC GIA-HCM DANG CONG SAN VIET NAM
DANG UY TRUONG DAI HOC ‘
CONG NGHE THONG TIN TP. I16 Chi Minh, ngay .... thang .... nam 2024
*
ST P -BB/DU

BIEN BAN
Giao nhan ho so, tai licu

Can cir Hudng dan s6 -HD/VPTW ngay ... thang .... ndm .... cia Vian
phong Trung vong Dang v¢ lap ho so va ndp luu hd so, tai li¢u vao Luu tri co

quan ¢ cac co quan, to chtre dang, to chuc chinh tr1 - xa hoi céc cap;
Canoir......... (Danh muc hé so nam..., Ké hoach thu thap tai liéu...),

Ching 161 gom:

BEN GIAOQ: (tén cd nhan, don vi giao nop ho so, tai liéu)

EICHE B 1 cruns st ety s b romss i name i b S s
CHTC i) CONE TAC! oumasmsmmm sommmsnt smssamsensees mopssasissey sins i A i s esah
BEN NHAN: (Luu trit co quan)

DIGIE CHHY .. onen conaivs emsam s s essiiswmen v csmens e it ssmnsssonsis s oo b i st i o
CHE Vil COBE TABL comnrswomiioss cowiepoess ersmersmmpmesmis seps s oimeisiisusuliios ot S o ies

Thong nhat 1ap bién ban giao nhan tai licu véi nhiing nd1 dung nhu sau:
I. T¢én khoi tai licu giao ndp:

3. SO luong tai licu:

=~ TOnE SO NOP (CAPJ: « vess nomaseamsss sums sssswe vassis sssmns ssmuns vospss bssumbuanmssysnsssuans igsss bsaes's
- 10ng $6 ho so (don vi bao qUAN): ..eeviiiiiiiiiie e

4. Tinh trang ta1 licu giao ndp:
5. Muc luc ho so, tai liéu nop luu kem theo.
Bicn ban nay dugc 1ap thanh ba ban; bén giao gitr mot ban, bén nhan git
hai ban./.
NGUOI GIAO NGUOI NHAN
(Ky va ghi rd ho tén) (Ky va ghi ro ho tén)



DAI DIEN BEN GIAO DAI DIEN BEN NHAN
(Ky va ghi ré ho va tén) (Ky va ghi ro ho va tén)

Ghi chu: truong hop don vi giao va don vi nhan ¢6 con dau riéng thi dong
dau ctia don vi vao bién ban khu xac nhan viéc giao, nhan.



