
UBND TINH DONG NAI
TRUONG D~I HQC DONG NAI

S6: 18 IQD-DHDN

CONG HOA xA HOI cnu NGIDA VI¥T NAM
DQc l~p - T1}'do - H~nh phuc

D6ng Nai, ngay 05 thang 01 ndm 2018

QUYETDJNH
V/v ban hanh Quy ch~ cong hlc van thU', lU'u trfr truong D~i hoc DAng Nai

HI:f:U TRUONG TRUONG D~I HQC DONG NAI

Can cir Quyet dinh s6 1572/QD-TTg ngay 20/8/2010 cua Thu nrong Chinh Phu
v€ viec thanh l~p Truong Dai hoc D6ng Nai;

Can cu Quy chS t6 chirc va hoat dQngcua tnrong Dai hoc D6ng Nai diroc phe duyet
theo QUYStdinh s6 195/QD-UBND ngay 2110112011cua Chu tich Uy Ban Nhan dan tinh
D6ngNai;

Can cir Lu~t hru tnt s6 01120111QH13ngay 1111112011;
Can cir Nghi dinh s6 0112013/ND-CP ngay 03/0112013 cua Chinh phu quy dinh

chi tiSt thi hanh mot s6 di€u cua Luat hru trtr;
Can cir Nghi dinh s6 09/2010/ND-CP ngay 08/0212010 cua Chinh phu sua d6i,

b6 sung mot s6 di€u cua Nghi dinh s6 110/2004/ND-CP ngay 08/4/2004 cua Chinh
phu v€ cong tac van thir;

Can cu Nghi dinh s6 99/2016/ND-CP ngay 0117/2016 cua Chinh phu v€ vi~c
qu{mly va su d\mg con dfiu;

Can cu Thong tu s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua BQtruOng
BQNQiV\l v€ vi~c Huang dfut th~ thuc va ky thu~t trinh bay van ban hanh chinh;

Can cu Thong tu s6 07/2012/TT-BNV ngay 22/1112012 cua BQ NQi V\l huang
dfrn qmin ly van ban, l~p h6 sO'va nQP h6 sO',tai li~u vao lUll tm cua cac cO'quan, t6
chuc;

Can cu Thong tu s6 04/2013/TT-BNV ngay 16 thang 4 narn 2013 cua BQNQi
V\l v€ vi~c ban hanh Huang dfut ban hanh Quy chS van thu t~i cO'quan, t6 chuc;

Xet d€ nghi cua TruOng phong T6 chuc - Hanh chinh,

QUYETDINH:
Di~u 1. Ban hanh kern theo QuySt dinh nay "Quy chS cong tac van thu, lUll tm

TruOng D~i hQcD6ng Nai".
Di~u 2. QuySt dinh c6 hi~u hrc k~ tit ngay kY.
Di~u 3. TruOng cac dan vi trvc thuQc truOng va cac ca nhan c6 lien quan chiu

trach nhi~rn thi hanh QuySt dinh nay.!.

Ndi nhlln:
- BGH (chi d~o);
- Nhu Di€u 3 (th\l'C hi~n);
- LUll: VT, TC-HC.



UBND TiNH BONG NAI
TRUONG I>~I HQC I>ONG NAI

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
I>Qcl~p - TV do - H~nh plnic

QUYCHE
Cong tac van thtr, hru trfr tru<rng D~i hQC Dang Nai

(Ban hanh kern theo Quyit dinh s6: 18IQD-DHDN ngay 05 thang 01 nam 2018
cua Hieu trutmg Truong Dai hoc D6ng Nai)

ChU'O'DgI
NHUNG QUY I>JNH CHUNG

I>i~n 1: Pham vi va dBi nreng di~u chinh:
1. Pham vi ap dung:
Quy ch~ nay quy dinh cac hoat dong v~ van thir, hru trtr trong qua trinh quan

ly, chi dao cua tnrong Dai hoc B6ng Nai d~ tlnrc hien clnrc nang, nhiem vu cua nha
tnrong,

2. B6i nrong di~u chinh:
- Cong tac van tlnr: bao g6m cac cong viec v~ soan thao, ban hanh van ban;

quan ly, xu Iy van ban d~n, van ban di, tai li~u khac hinh thanh trong qua trinh hoat
dong cua nha tnrong, I~p h6 so hien hanh va giao nQP h6 so vao hru trtt hien hanh;
quan Iy va su d\lng con d§.u.

- Cong tac luu tru: bao g6m cac cong vi~c v~ thu th~p, chinh Iy, xac dinh gia
tri, bao quan, th6ng ke va su d\lng tai li~u luu tru hinh thanh trong qua trinh ho~t dQng
cua tWOng B~i hC)cB6ng Nai.

I>i~n 2. Giii thich tir ngfr:
1. Van ban d~n Ia t§.t ca cac Io~i van ban, bao g6m van ban quy ph~m phap Iu~t,

van ban hanh chinh va van ban chuyen nganh (k~ ca ban fax, van ban duqc chuy~n qua
m~ng, van ban m~t) va dan, thu gui d~n tWOng B~i hC)cB6ng Nai.

2. Van ban di Ia t§.t ca cac Io~i van ban, bao g6m van ban quy ph~m phap Iu~t,
van ban hanh chinh va van ban chuyen nganh (k~ ca ban sao van ban, van ban nQi bQ
va van ban m~t) do tWOng B~i hC)cB6ng Nai phM hanh.

3. Ban thao van ban Ia ban duqc vi~t ho~c danh may, hinh thanh trong qua trinh
so~n thao van ban.

4. Ban g6c van ban Ia ban hoan chinh v~ nQi dung, th~ thuc van ban duqc
tWOng B~i hC)cB6ng Nai ban hanh va co chfr kY tf\l'c ti~p cua nguai co thdm quy~n.

5. Ban chinh van ban Ia ban hoan chinh v~ nQi dung, th~ thuc van ban va duqc
cO'tWOng B~i hC)cB6ng Nai ban hanh.

6. Ban sao y ban chinh Ia ban sao dfiy du, chinh xac nQi dung cua van ban va
duqc trinh bay thea th~ thuc quy dinh. Ban sao y ban chinh phai duqc thvc hi~n tir ban
chinh.

7. Ban trich sao Ia ban sao mQt phfin nQi dung cua van ban va duqc trinh bay
thea th~ thuc quy dinh. Ban trich sao phai duqc thvc hi~n tir ban chinh.

8. Ban sao I\lc Ia ban sao dfiy du, chinh xac nQi dung cua van ban, duqc thvc
hi~n tir ban sao y ban chinh va trinh bay thea th~ thuc quy dinh.
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k) Ap dung cac thanh nru khoa hoc, cong nghe thong tin vao cong tac van thu
cua nha tnrong.

2. Can bq lam cong tac luu trtr co nhtrng nhiem vu sau:
a) L~p Danh muc he, So',tai lieu luu trtr
b) Huang d~n can bq, vien clurc trong nha tnrong l~p he, So'va chuan bi he,

So',tai lieu giao nqp vao luu trfr hien hanh.
c) Thu thap he, So',tai lieu d~n han nop luu vao luu trtr hien hanh.
d) Phan loai, chinh ly, xac dinh gia tri, thong ke, s~p x~p he, So',tai lieu.
e) Bao dam bi mat, an toan he, So',tai lieu luu tnr.
f) Phuc vu viec khai thac, sir dung he, So',tai lieu tai kho luu tnr.
g) Lira chon he, So',tai lieu thuoc dien nop luu d~ giao nqp vao luu trfr lich

sir theo quy dinh va thirc hien cac thu tuc xac dinh gia tri, tieu huy tai li~u h~t gia trio

J)i~u 5. Quy dinh v~ din bQvan thu va can bQ llfU trii':
NguCYiduQ'c b6 tri, giao nhi~m V\llam cong tac van thu, luu trfr phai dam bao

tieu chuAn nghi~p V\l cua ng~ch vien chirc nganh van thu, luu trfr theo quy dinh cua
phap lu~t.

J)i~u 6. Kinh phi cho ho~t dQng van thu, luu trfr:
Hang nam, Hi~u tru6ng co trach nhi~m chi d~o vi~c l~p d\l tm kinh phi trang bi

cac thi~t bi chuyen dung va t6 chirc cac ho~t dqng nghi~p V\l theo yeu cAucua cong tac
van thu, luu trfr cua nha truOng ill ngue,n kinh phi duQ'c cfip thuOng xuyen cua nha
truOng ho~c illphi khai thac, sir d\lng tai li~u luu trfr.

TruOng hQ'PcAn thi~t, Hi~u tru6ng chi d~o l~p d\l toan trinh Co'quan co thAm
quy~n duy~t cfip kinh phi d~ th\lc hi~n t6t nhi~m V\lvan thu, luu trfr cua nha truOng.

J)i~u 7: Bao v~ bi m~t Nha nlf(Yctrong cong tac van thu, luu trfr:
1. MQi ho~t dqng nghi~p V\lv~ van thu, luu trfr cua nha truOng th\lc hi~n

theo quy dinh cua phap lu~t hi~n hanh v~ bao v~ bi m~t cua Nha nu6c.
2. Hi~u truOng nha truOng, cac dan vi tf\lC thuqc co trach nhi~m quan ly van

ban dq m~t (tuy~t m~t, t6i m~t, m~t); can bqlam cong tac van thu, luu trfr co nhi~m V\l
phai cam k~t bao v~ bi m~t cua nha truOng, bi m~t Nha nu6c theo quy dinh cua phap
lu~t.

ChuO'Dg II
CONG TAc VAN THU

? " M\lC 1: " ., ?

SO~N THAO VA BAN HANH VAN BAN

J)i~u 8. Hinh thfrc van ban:
Ge,m cac lo~i hinh van ban sau:
- Van ban quy ph~m phap lu~t;
- Van ban hanh chinh;
- Van ban chuyen nganh;
- Van ban trao d6i v6i Co'quan, t6 chirc ho~c ca nhan nu6c ngoai.
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J)i~u 9. Th~ tlnrc van ban:
1. Van ban hanh chinh:
Tlurc hien thea quy dinh tai Thong nr s6 01120111TT-BNV ngay 19 thang 1

nam 2011 cua BQNQi vu huang ddn the thirc va ky thuat trinh bay van ban hanh c inh.
2. Van ban chuyen nganh:
Do BQtnrong, Thu tnrong co quan quan Iy nganh quy dinh sau khi thoa th ~

thong nhdt voi BQ tnrong BQNQi vu,
3. Van ban trao d6i voi co quan, t6 clnrc hoac ca nhan mroc ngoai: 1
Thtrc hien thea cac quy dinh hien hanh cua phap Iu~t va thea thong I~ quoc Ite.

J)i~u 1o. Soan thao van ban:
Viec soan thao van ban diroc thuc hien nhu sau:
1. Can cir tinh chdt, nQi dung cua van ban cAn soan thao, Hieu tnrong t ong

Dai hoc Dong Nai giao cho mQt dan vi hoac mot can bQ, vi en chirc soan thao hoa chu
tri soan thao van ban.

2. Dan vi hoac can bQ, vien clurc duoc giao soan thao van ban c6 trach i~m
th\Ic hi~n cac cong vi~c sau:

- Xac dinh hinh thuc, nQi dung va dQm~t, dQkhAn, noi nh~n van ban;
- Thu th~p, xu Iy thong tin c6 lien quan;
- So~ thao van ban;
- TruOng hqp cAnthiet, d~ xUdtvai Hi~u truOng, TruOng dan vi tham khao '

ki€n cua cac co quan, t6 chuc ho~c ca nhan c6 lien quan; nghien Clruti€p thu y ki€ d~
hom chinh ban thao;

- Trinh duy~t d\I thao van ban.

J)i~u 11. Duy~t d\l' thao van ban, sua d6i, b6 sung d\l' thao van ban d§
duyet:

. 1. D\I thao van ban phai do nguai c6 thAm quy~n kY duy~t van ban.
2. Trong truOng hqp d\I thao da dUQ"cHi~u truOng phe duy~t, nhung thd

thi€t phai sua d6i, b6 sung them van d\I thao thi dan vi ho~c ca nhan dUQ"cgiao
V\l so~n thao van ban phai trinh nguai da duy~t d\I thao xem xet, quy€t dinh vi~
d6i, b6 sung.

,
can
i~m
sua

J)i~u 12. Ki~m tra van ban trtr6'c khi ky ban himh:
1. Nguai dUng dAudan vi chu tri so~n thao van ban phai ki~m tra va chiu ach

nhi~m v~ dQ chinh xac cua nQi dung van ban, kY nhay, kY tAt van cU6i nQi dung van
ban (sau ddu .I.) truac khi trinh Hi~u truOng truOng D~i hQc D6ng Nai kY ban h' ; d~
xUdtmuc dQkhAn; d6i chi€u quy dinh cua phap Iu~t v~ bao v~ bi m~t nha nuac d' xac
dinh vi~c d6ng ddu m~t, d6i tuqng nh~ van ban, trinh nguai kY van ban quy€t di .

2. TruOng phong T6 chuc - Hanh chinh giup Hi~u truOng ki~m tra IAncu i va
chiu trach nhi~m v~ th~ thuc, ky thu~t trinh bay, thu t\lC ban hanh van ban cua t Ong
D~i hQcD6ng Nai va phai kY nhay, kY tAtvan vi tri cu6i cimg (1 "Noi nh~n".

J)i~u 13. Ky van ban va th§m quy~n ky:
1. ThAm quy~n kY van ban th\Ic hi~n thea quy dinh cua phap Iu~t, Quy c € t6

chuc va ho~t dQng cua truOng D~i hQcD6ng Nai.
2. Quy~n h~n, chuc V\l,hQva ten, chii' kY cua nguai c6 thAm quy~n:
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Hieu tnrong kY t~t ca cac van ban do tnrong Dai hoc Bfmg Nai ban hanh. Cac
tnrong hop ky thay (phai ghi KT.), kY thira lenh (phai ghi TL.), kY thira uy quyen (phai
ghi TUQ.), ky thay mat (phai ghi TM.).

Cac Ph6 Hieu tnrong duoc ky thay Hieu tnrong d6i voi cac van ban thuoc linh
V\lCcong tac do Hieu tnrong phan congo

Truong cac don vi diroc kY thira lenh Hieu tnrong d6i voi mQts6 loai van ban
thea Quy che t6 chirc va hoat dQngtnrong Dai hoc B6ng Nai.

Trong tnrong hop d~c biet, Hieu tnrong c6 th~ d6ng y cho Truong don vi tl1JC
thuoc ky thira uy quyen mot s6 van ban. Vise giao ky thira uy quyen phai duoc quy
dinh bang van ban va gioi han trong mot thai gian nh~t dinh, Nguai duQ'ckY thira uy
quy~nkhong dUQ'cuy quy~n I~icho nguai khac kY.

3. Khong dung but chi, but mvc do d~kY van ban.

f)i~u 14. Ban sao van ban:
1. Cac hinh thirc ban sao g6m: sao y ban chinh, sao h,lcva trich sao.
2. Th~ thirc ban sao th\lc hi~n thea Thong tu s6 01120111TT-BNV.
3. Vi~c sao y ban chinh, sao l\lc, trich sao van ban do Hi~u truOng, Uinh d~o

phong T6 chirc - Hanh chinh thvc hi~n.
4. Ban sao y ban chinh, sao l\lc, trich sao th\lc hi~n dung quy dinh phap lu~t c6

gia tri phap Iy nhu ban chinh.
5. Ban sao ch\lp (photocopy ca d~u va chii' kY cua van ban chinh) khong th\lc

hi~n thea quy dinh t~iKhoan 1Bi~u nay thi chi c6 gia tri thong tin, tham khao.
6. Khong duQ'c sao, ch\lp, chuy~n phM ra ngoai truemg B~i hQc B6ng Nai

nhfrngy ki~n ghi ben I~van ban. Truemghqp cac y ki~n cua Hi~u truOngghi trong van
ban d.n thi~t cho vi~c giao dich, trao d6i cong tac phai duQ'cth~ ch~ h6a b~ng van ban
hanh chinh.

M\lC 2:
QUAN LYVAN BAN

f)i~u 15. Nguyen tic chung:
1. T~t ca van ban di, van ban d~ncua truemgB~i hQcB6ng Nai phai duQ'cquan

Iy t~p trung t~iVan thu d~ lam thu t\lCti~p nh~n, dang kY, trir nhfrng lo~i van ban duQ'c
dang kY rieng thea quy dinh cua phap lu~t.Nhfrng van ban d~nkhong duQ'cdang kY t~i
Van thu, cac don vi, ca nhan khong c6 trach nhi~m giai quy~t.

2. Van ban di, van ban d~n thuQcngay nao phai duQ'cdang kY, phat hanh ho~c
chuy~n giao trong ngay, ch~m nh~t la trong ngay lam vi~c ti~p theo. Van ban d~n c6
d6ng d~u chi cac mirc dQkhAn:"Hoa t6c (~~ca "Hoa t6c" h~n gia), "ThuQ'llg~An" va
"KhAn"(sau day gQichung la van ban khan) phai duQ'cdang kY, trinh va chuyen giao
ngay sau khi nh~ duQ'c.Van ban khAndi phai duQ'choan thanh thu t\lCphat hanh va
chuy~nphat ngay sau khi van ban duQ'ckY. ,

3. Van ban, tai li~u c6 nQidung mang bi m~t nha nu6c (sau day gQitat la van
ban m~t) duQ'cdang kY, 'luan Iy thea quy dinh cua phap lu~t hi~n hanh v~ bao v~ bi
m~tNha nu6c va huang dan t~i Quy che nay.

f)i~u 16. Trinh tl}' quan lyvan ban d~n:
T~t ca van ban d~n co quan, t6 chircphai duQ'cquan Iy thea trinh t\l sau:
1. Ti~pnh~n, dang kY van ban d~n.
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2. Trinh, chuyen giao van ban d~n.
3. Giai quyet va thea doi, don d6c viec giai quyet van ban d~n.

f)i~u17.Ti~pnhin, dang kyvan bin d~n:
1. Khi ti~p nhan van ban d~n til moi nguon, trong gio hoac ngoai gio lam H;C,

Van thu hoac ngiroi ducc giao nhiem vu ti~p nhan van ban d~n phai kiem tra s6 1 ong,
tinh trang bi, d§.uniem phong (n~u c6), kiem tra, d6i chieu voi noi gtri tnroc khi ~n
va ky nhan. Truong hop phat hien c6 sai s6t, phai kip thai thong bao cho noi gtri oac
bao cao nguoi duoc giao trach nhiem xem xet giai quyet, n~u cdn thiet phai l~p bien
ban c6 chtr ky xac nhan cua nguoi dua van ban d~n.

2. D6i voi ban fax, phai chup lai truce khi d6ng d§.uD~n; d6i voi van ban
chuyen phat qua mang, trong tnrong hop cdn thiet, c6 th€ in ra va lam thu t\lc d6n
D~n. Sau d6, khi nh~n du<,Ycban chinh, phai d6ng d§.uD~n vao ban chinh va la thu
t\lCdang kY (s6 d~n, ngay d~n la s6 va ngay dff dang kY a ban fax, ban chuy€n pha qua
m~ng).

3. Van ban khAn d~n ngoai gia lam vi~c, ngay l€, ngay nghi, thi can bQ,
chuc, vien chuc ti~p nh~n c6 trach nhi~m kY nh~n va bao cao ngay v&i Hi~u tang,
Truang phong T6 chuc - Hanh chinh d€ xu lY.

4. Van ban d~n phai du<,Ycdang kY vao s6 dang kY van ban hoi.\c ca sa d- li~u
quan ly van ban d~n tren may tinh.

5. Van ban m~t d~n du<,Ycdang kY rieng hoi.\c n~u su d\lng phdn m~m tren may
vi tinh thi khong du<,Ycn6i m~ng LAN (m~ng nQibQ) ho~c m~ng Internet.

6. Nhfrng van ban do can bQ, chuyen vien di hQp mang v~ hoi.\c nh~n tf\I ti~p
phai du<,Ycdang kY t~i Van thu tru&c khi xu ly thea quy dinh. Nhfrng van b? den
khong du<,Ycdang kY t~i Van thu, cac dan vi, ca nhan khong c6 trach nhi~m giai q y~t.

7. Van ban d~n thuQc ngay nao phai du<,Ycdang kY, phat hanh ho~c chuy€n giao
trong ngay, ch~m nh§.t la trong ngay lam vi~c ti~p theo.

8. Cac bi van ban d~n Van thu khong b6c bao g6m: cac bi van ban gui c 0 t6
chuc Dang, cac doan th€ trong nha truang va cac bi chi dich danh nguai nh~, n u la
van ban lien quan d~n cong vi~c chung cua nha truang thi ca nhan nh~n van ban
trach nhi~m chuy€n cho Van thu d€ dang kY.

9. D6i v&i cac bi van ban c6 kY hi~u: m~t, t6i m~t, tuy~t m~t hoi.\c c6 ghi 'chi
nguai c6 ten m&i du<,Ycb6c bi", Van thu chi dang kY va chuy€n d~n nguai nh~n oi.\c
nguai c6 trach nhi~m xu lY. Sau khi xu ly xong, cac van ban phai du<,Ycchuy€n d~n
Van thu d€ du<,Ycdang kY va xu ly ti~p thea ch~ dQbao quan tai li~u m~t.

If)i~u18.Trinh, chuy~ngiaovan bin d~n:
1. Van ban d~n sau khi du<,Ycdang kY, phai trinh nguai c6 thAm quy~n d€

ki~n phan ph6i van ban. Van ban d~n c6 d§.uchi cac muc dQ khAn phai du<,Yctri va
chuyen giao ngay sau khi nh~n du<,Yc.

2; Can cu vao y ki~n ~hi d~o giai quy~t, can bQ, vien chuc, van thu dang kY ti~p
va chuyen van ban thea y kien chi d~o. i

3. Vi~c chuy€n giao van ban phai dam bao chinh xac, dung d6i tUQ'llgva gi gin
bi m~t nQi dung van ban. Nguai nh~n van ban phai kY nh~n vao s6 chuy€n giao van
bim.

f)i~u19.Giii quy~tva theo doi, don dac vi~cgiii quy~tvan bin d~n:
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1. Sau khi nhan dircc van ban d~n, don vi, ca nhan co trach nhiem chi dao, giai
quyet kip thai thea thai han yeu cAu cua Hieu tnrong; thea thai han yeu cAu cua van
ban hoac thea quy dinh cua phap luat.

2. Truong hQ'Pvan ban d~n khong co yeu cAuv€ thai han tra loi thi thai han giai
quyet diroc thirc thea Quy ch~ lam viec cua tnrong Dai h9C D6ng Nai.

3. Van thu co trach nhiem t6ng hQ'Ps6 lieu van ban d~n, van ban d~n dff diroc
giai quyet, dff d~n han nhung chua duoc giai quyet d€ bao cao Truong phong T6 clnrc
- Hanh chinh. D6i voi van ban d~n co dfru "Tai lieu thu h6i", Van tlnr co trach nhiem
thea doi, thu h6i hoac giri tra lai noi giri thea dung thai han quy dinh.

4. Truong phong T6 chirc - Hanh chinh co trach nhiem don d6c, bao cao Hieu
truOng v€ tinh hinh giai quy~t, ti~n dQva k~t qua giai quy~t van ban d~n d€ thong bao
cho cac don vi lien quan.

Di~u 20. Trinh tt}'giai quy~t van ban di:
Van ban di phai duQ'cquan ly thea trinh t\I sau:
1. Ki€m tra th€ thuc va kY thu~t trinh bay van ban; ghi s6 va ngay, thang, nam

cua van ban.
2. Dang kY van ban di.
3. Nhan ban, dong dfru co quan va dfrumuc dQm~t, khAn
4. Lam thu t\lCphat hanh, chuy€n phM va thea d5i vi~c chuy€n phat van ban di.
5. LUll van ban di.

Di~u 21. Ki~m tra th~ thfrc va ky thu~t trinh bay van ban; ghi sA va ngay,
thang cua van ban:

1. Ki€m tra th€ thuc va ky thu~t trinh bay van ban:
Tru6c khi phat hanh van ban, Van thu ki€m tra l1;lith€ thuc va ky thu~t trinh bay

van ban; n~u phat hi~n sai sot thi bao cao nguai co trach nhi~m xem xet, giai quy~t.
2. Ghi s6 va ngay, thang ban hanh van ban:
a) Ghi s6 cua van ban:
- TAt ca van ban di cua truang D1;lih9C D6ng Nai duQ'c ghi s6 thea h~ th6ng s6

chung cua nha truang do Van thu th6ng nhAt quan ly; tm truang hQ'Pphap lu~t co quy
dinh khac.

- Vi~c ghi s6 van ban quy ph1;lmphap lu~t duQ'c th\Ic hi~n thea quy dinh cua
phap lu~t hi~n hanh va dang kY rieng.

- Vi~c ghi s6 van ban hanh chinh th\lc hi~n thea quy dinh t1;liDi€m a, Khoan 1,
Di€u 8 Thong tu s6 01/20111TT-BNV ngay 19 thang 01 nam 2011 cua BQNQi V\l v€
huang d~n th€ thuc va ky thu~t trinh bay van ban hanh chinh.

b) Ghi ngay, thang cua van ban:
- Vi~c ghi ngay, thang, nam cua van ban hanh chinh duQ'c th\Ic hi~n thea quy

dinh tai Di€m b, Khoan 1, Di€u 9 Thong tu s6 01l20111TT-BNV.
. . 3. Van ban m~t di duQ'cdanh s6 va dang ky rieng.

Di~u 22. Dang ky van ban:
Van ban di du<)'cdang kY vao s6 dang kY van ban di ho~c co sa dfr li~u quan ly

van ban di tren may tinh.
1. L~p s6 dang kY van ban di: ,
Can cu t6ng s6 va s6 luqng m6i lO1;livan ban di hang nam truang D1;lih9CDong

Nai quy dinh C\lth€ vi~c l~p s6 dang kY van ban di.
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f)i~u 23. Nhfin ban, dong diu CO'quan va diu IDUCdQ kh§n, ID~t:
1. Nhan ban:
a) S6 hrong van ban c~n nhan ban d€ phat hanh duoc xac dinh tren co

hrong tai noi nhan van ban; n~u giri d~n nhieu noi rna trong van ban khong li~t e du
danh sach thi don vi soan thao phai co phu luc noi nhan kern thea d€ hru 6Van th ;

b) Noi nhan phai duoc xac dinh cu th€ trong van ban tren nguyen t~c va ban
chi giri d~n co quan, t6 clnrc don vi co clnrc nang, tham quyen giai quyet, t6 clurc thuc
hien, phf>ihQ'Ptlnrc hien, bao cao, giam sat, kiem tra lien quan d~n nQi dung van ban;
khong giri vuqt cfrp, khong gui nhi€u ban cho mQt df>ituqng, khong gui d~n ca df>i
tuqng khac chi d€ bi~t, d€ tham khao.

c) Gift gin bi m~t nQi dung van ban va nhan, ban thea dung thai gian quy di4h.
d) Vi~c nhan ban van ban m~t phai co y kien cua Lanh d~o nha twang va ~uQ'c

th\Ic hi~n thea quy dinh t~i Khoan 1, Di€u 8 Nghi dinh sf>33/2002/ND-CP ngajY28
thang 3 nam 2002 cua Chinh phu quy dinh chi ti~t thi hanh Phap l~nh Bao v~ b, m~t
nhanu&c. I

2. Dong dfru cO'quan: !

a) Khi dong dfru len chft kY thi dfruphai trum len khoang 113chft kY v€ phi ben

Van ban mat di duoc dang ky rieng.
2. Dang kY van ban di:
Viec dang ky van ban di duoc thuc hien thea phirong phap c6 truyen (d- g ky

bang s6) hoac dang ky tren may tinh.

b) Dfru dong phai ra rang, ngay ng~, dung chi€u va dung m\Ic dfrumau do tuO'i
thea quy dinh.

c) Dong dfru vao ph\ll\lc kern thea:
Vi~c dong dfru len cac ph\l l\lc kern thea van ban chinh do nguai kY va ban

quy~t dinh va dfru duQ'c dong len trang ddu, trum len mQt phdn ten twang D~i hQc
Dfmg Nai ho~c ten cua ph\ll\lc.

d) Dong dfru giap lai:
Vi~c dong dfru giap lai df>iv&i van ban, tai li~u chuyen nganh va ph\l l\lc kern

thea: Dfru duQ'c dong vao khoang gifta mep phai cua van ban ho~c ph\ll\lc van ban,
trum len mQtphdn cac to' gifry, m6i dfrukhong qua 05 trang.

3. Dong dfru dQkhAn, m~t:
a) Vi~c dong dfru cac dQ khAn (KHAN, THUQNG KHAN, HOA TOC, OA

TOC HEN Gld) tren van ban hanh chinh duQ'c th\Ic hi~n thea quy dinh t~i Di€ b,
Khoan 2, Di€u 15 Thong tu sf>01120111TT-BNV.

b) Vi~c dong dfrumirc dQm~t (MAT, TUYBT MAT, TOI MAT) va dfru th h6i
dUQ'ckh~c sAnthea quy dinh t~i M\lc 2, Thong tu sf>12/2002/TT-BCA ngay 13 tang
9 nam 20q2 huang d~n th\Ic hi~n Nghi dinh sf>33/2002IND-CP cua Chinh phu quy
dinh chi tiet thi hanh Phap l~nh Bao v~ bi m~t nha nu&c. '

c) Vi tri dong dfru dQ khAn, dfru dQ m~t va dfru ph~m vi luu hanh (TRA. ~AI
SAU KHI HQP, XEM XONG TRA. LAI, LUU HA.NH NOI BO) tren van ban UQ'C
th\Ic hi~n thea quy dinh t~i Di€m c, Khoan 2, Di€u 15 Thong tu sf>01120111TT-B

trai.

f)i~u 24. Thil t1}.Cph at hanh, chuy~n phat va theo doi vi~c chuy~n phat
ban di:

1. Thu t\lCphat hitnh van ban:
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Van thir tnrong Dai h9C B6ng Nai ti~n hanh cac cong viec sau day khi phat
hanh:

a) Lira chon bi;
b) Vi~t bi;
c) Vao bi va dan bi;
d) Bong ddu de)khan, ddu ky hieu de)m~t va ddu khac len bi (n~u co).
2. Chuyen phat van ban di:
a) Nhtrng van ban da lam dAy du cac thu tuc hanh chinh phai diroc phat hanh

ngay trong ngay van ban do ducc dang ky, cham nhdt la trong ngay lam viec ti~p theo.
D6i voi van ban quy pham phap lu~t co th~ phat hanh sau 03 ngay, k~ illngay ky van
ban.

b) B6i voi nhtrng van ban "mN GId", "HOA TOC", "KHAN", "THUONG
KHAN" phai diroc phat hanh ngay sau khi lam dAydu cac thu tuc hanh chinh.

c) Van ban di diroc chuyen phat qua btru dien phai duoc dang kY vao S6 gui
van ban di biru dien, Khi giao bi van ban, phai yeu cAunhan vien biru dien kiem tra, ky
nhan va dong ddu vao s6;

d) Vi~c chuy~n giao trlJc ti€p van ban cho cac don vi, ca nhan trong truang D~i
h9C B6ng Nai ho~c cho cac ca quan, don vi, ca nhan ben ngoai phai duQ'ckY nh~n vao
s6 chuy~n giao van bim;

d) Chuy~n phat van ban di b~ng may fax, qua m~ng:
Trong truang hqp cAn chuy~n phat nhanh, van bim di co th~ duQ'c chuy~n phat

cho nai nh~ b~g may fax ho~c chuy~n qua m~ng, trong ngay lam vi~c phai gui ban
chinh d6i v6i nhfrng van ban co gia tri luu tru.

e) Chuy~n phat van ban m~t thlJc hi~n theo quy dinh t~i Di~u 10 va Di~u 16
Nghi dinh s6 33/20021NB-CP ngay 28 thang 3 nam 2002 cua Chinh phu va quy dinh
t~i Khoan 3 Thong tu s6 12/2002/TT-BCA (All) ngay 13 thang 9 nam 2002 cua Be)
Cong an.

3. Theo doi vi~c chuy~n phat van ban di:
a) Can be),vien chuc Van thu co trach nhi~m theo doi vi~c chuy~n phat van ban

di;
b) L~p Phi€u gui d~ theo doi vi~c chuy~n phat van ban di theo yeu cAu cua

nguOi kY van ban. Vi~c xac dinh nhfrng van ban di cAn l~p Phi€u gui do don vi ho~c ca
nhan so~n thao van ban d~ xU;1t,trinh nguai Icy quy€t dinh;

c) D6i v6i nhfrng van ban di co dong d;1u"Tai li~u thu h6i", phai theo doi, thu
h6i dung thai h~n; khi nh~n l~i, phai ki~m tra, d6i chi€u d~ bao dam van ban khong bi
thi€u ho~c th;1t l~c; ,

d) Truang hqp phat hi~n van ban bi that l~c, khong co nguai nh~n phai bao cao
ngay TruOng phong T6 chuc - Hanh chinh d~ xu lY.

Ili~u25. LU'Uvan ban di:
1. M6i van ban di phai duQ'c luu hai ban: ban g6c luu t~i Van thu truang D~i

h9CD6ng Nai va 01 ban chinh luu trong h6 sa cong,vi~c. "
2. Ban g6c luu t~i Van thu twang D~i h9CDong Nai phai duQ'cdong dau va sap

x€p theo thu t\l' dang kY. ,
3. Vi~c luu gift, bao quan va su d\lng ban luu yan ban di co dong dau chi cac

muc de)m~t duQ'cthlJc hi~n theo quy dinh hi~n hanh ve bao v~ bi m~t nha nu6c.
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M\lC 3:
L!P HOSO vA GIAO NOPHOso, TAl LI¥U vAo LUU TRUco QU N

4. Van thir c6 trach nhiem l~p s6 thea d5i va phuc vu kip thai yeu cAusir ung
ban hru tai Van thir thea quy dinh cua phap lu~t va quy dinh cu th€ cua tnrong f) .. hoc
f)6ng Nai.

Di~u 26. NQi dung vi~c l~p ha SO' va yeu cAu d8i vOi ha SO' dUQ'cl~p:
1. NQi dung viec l~p h6 sa cong viec:
a)M& h6 sa:
Can cu vao Danh muc h6 sa cua tnrong Dai hoc f)6ng Nai, va tlnrc t~ can viec

dircc giao, can bQ, vien chirc phai chuan bi bia h6 so, ghi tieu d~ h6 sa len bia h}, sa.
Can bQ, vien chirc trong qua trinh giai quyet cong viec cua minh se ti~p tuc du cac
van ban hinh thanh co lien quan vao h6 sa.

b) Thu th~p van ban vao h6 sa:
- Can bo, vien chirc co trach nhiem l~p h6 sa cAn thu th~p dAy du cac van ban,

gi~y to' va cac tu li~u c6 lien quan d~n Sl,lvi~c vao h6 sa;
- Cac van ban trong h6 sa phai duQ'c s~p x~p thea mQt trinh tl,l hqp ly, tuy thea

diItcdi€m khac nhau cua cong vi~c d€ ll,la chQn cach s~p x~p cho thich hqp (chu y ,u la
thea trinh tl,lthai gian va di~n bi~n cong vi~c).

c) K~t thuc va bien m\lc h6 sa:
- Khi cong vi~c giai quy~t xong thi h6 sa cling k~t thuc. Can bQ, vien ch' c c6

trach nhi~m l~p h6 sa phai ki€m tra, xem xet, b6 sung nhiing van ban, gi~y t' con
thi~u va lo~i ra van ban trung thila, ban nhap, cac tu li~u, sach bao khong cAnd~ ong
h6 sa;

f)6i v&i cac h6 sa co thai h~n bao quan vInh vi~n, can bQ, vien chilc phai bien
m\lc h6 sa dAyduo

2. Yeu cAud6i v&im6i h6 sa dUQ'cl~p:
a) H6 sa duQ'c l~p phai phan anh dung chilc nang, nhi~m V\l cua truang f)~ hQc

D6ng Nai, dan vi hinh thanh h6 sa;
b) Van ban, tai li~u duQ'c thu th~p vao h6 sa phai c6 Sl,llien quan chiIttch v&i

nhau va phan anh dung trinh tl,l di~n bi~n cua Sl,lvi~c hay trinh tl,lgiai quy~t cong i~c;
c) Van ban trong h6 sa phai c6 gia tri bao quan tuang d6i d6ng d~u.

Di~u 27. Giao nh~n ha sO', tai li~u vilOLU'Utrw truOng D~i hQCDang Na :
1. Trach nhi~m can bQ, vien chilc:

, a) Can bQ, vien chilc phai giao nQp h6 sO',tai li~u vao LUll trfr truang f)~i hQc
D,ong Nai thea t~ai h~n duQ'c quy dinh t~i Khoan 2 f)i~u nay. Truang hqp cAngi l~i
ho sO',tai li~u den h~n nQp lUll phai thong bao bAng van ban cho phong T6 ch' c -
Hanh chinh bi~t va phai dUQ'CSl,ld6ng y cua Hi~u truang nhung thai h~n gift l~i ong
qua 02 nam;
. b) Can bQ, vien chilc ,khi chuy€n cong tac, thai vi~c, nghi huang ch~ dQ bao

hiem xa hQi phai ~an giao ho sO',tai li~u cho nha truang hoiItc cho nguai k~ nh ~m,
khong duQ'c gift ho s?" tai li~u cua truang D~i hQc f)6ng Nai lam tai li~u rieng oiItc
mang sang cO'quan, to chilc khac.

2. Thai h~n nQP lUll h6 sO',tai li~u:
a) Trong thai h~n 01 nam k~ til ngay cong vi~c k~t thuc;
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b) Sau 03 thang k~ illngay cong trinh duoc quyet toan d6i voi tai li~u xay dung
co ban;

3. Thu tuc giao nhan:
Khi giao nop h6 sa, tai lieu dan vi, can b<),vien chirc phai I~p 02 ban Muc luc

h6 sa, tai lieu nop hru va 02 ban Bien ban giao nhan tai lieu. Liru till tnrong Dai hoc
f)6ng Nai va ben giao tai lieu m6i ben gift m6i loai mot him.

Di@u28. Trach nhi~m d8i VOl vi~c I~p h6 SO' va giao nQp h6 SO', tai li~u vao
Liru trii' truong D~i hoc D6ng Nai:

1. Trach nhiem cua Hieu tnrong:
Hang nam Hieu tnrong co trach nhiem chi dao xay dung Danh muc h6 sa cua

tnrong Dai hoc f)6ng Nai; chi dao cong tac I~p h6 sa va giao nop h6 sa, tai li~u vao
luu till d6i vai cac dan vi thu<)cph~m vi qmin Iy cua minh.

2. Trach nhi~m cua Truang phong T6 chilc - Hanh chinh:
a) Tham muu cho Hi~u truang trong vi~c chi d~o, ki~m tra, huang dfin I~p h6

sa va giao n<)ph6 sa, tai li~u vao luu till d6i vai cac dan vi tIVc thu<)c;
b) T6 chilc thl!c hi~n vi~c I~p h6 sa va giao n<)ph6 sa, tai li~u vao luu till nha

truOng.
3. Trach nhi~m cua Truang dan vi tIVc thu<)cva can b<),vien chilc nha truOng:
a) Truang dan vi tIVCthu<)c co trach nhi~m chi d~o, don d6c can b<),vien chilc

thu<)c dan vi minh thlJc hi~n vi~c I~p h6 sa cong vi~c va giao n<)ph6 sa, tai li~u vao
kho luu till thea k€ ho~ch tri~n khai cua nha truOng;

b) Can b<),vien chilc co trach nhi~m I~p h6 sa cong vi~c dUQ'cphan cong thea
d5i, giai quy€t;

c) Giao n<)ph6 sa, tai li~u dung thai h~n va dung thu tvc quy dinh.
4. Trach nhi~m cua can b<),vien chilc van thu, luu till:
Can b<),vi en chilc van thu, luu till co trach nhi~m huang dfin cac dan vi va can

b<),vien chilc I~p h6 sa cong vi~c; giao n<)ph6 sa, tai li~u vao Luu till truOng f)~i hQc
f)6ng Nai thea dung quy dinh cua Nha nuac.

M\lC 4:
QUANLtvA SUDVNG CON DAu

Di@u29. Quan Iy con diu:
1. Truang phong T6 chilc - Hanh chinh chiu trach nhi~m truac Hi~u truang v~

vi~c quan Iy, sir dvng con dAucua truOng f)~i hQc f)6ng Nai. Truang dan vi tIVc thu<)c
chiu trach nhi~m truac Hi~u truang v~ vi~c quan Iy va sir dVng con dAucua dan vi (d6i
vai dan vi co con dAurieng).

2. Cac con dAu cua truOng f)~i hQc f)6ng Nai duQ'c giao cho can b<),vien chilc
Van thu quan Iy va sir dVng. Can b<),vien chilc Van thu duQ'c giao sir dvng va bao
qUIDcon dAu chiu trach nhi~m truac Truang phong T6 chilc - Hanh chinh vi~c quan
Iy va sir dVng con dAu, co trach nhi~m thlJc hi~n nhilng quy dinh sau:

a) Con dAu phai duQ'c bao quan t~i phong lam vi~c cua can b<),vien chilc Van
thu. TruOng hgp cAndua con dAura kh6i truOng f)~i hQc p6ng Nai phai duQ'cSlJd6ng
y cua Hi~u truang nha truOng va phai chiu trach nhi~m ve vi~c bao qUID, sir dVng con
dAu.Con dAuphai duQ'cbao quan an toan trong gia cling nhu ngoai gi~ lam vi~c;

b) Khong giao con dAu cho nguai khac khi chua duQ'c phep bang van ban cua
nguai co thAm quy~n.
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3. Khi net ddu bi rnon hoac bien dang, can bQ, vien chirc Van thir phai ba cao
Hieu tnrong lam thu tuc d6i con ddu. Truong hop con ddu bi mdt, Hieu tnron nha
tnrong phai bao cao co quan cong an, noi xay ra mdt con ddu, l~p bien ban.

4. Khi dan vi co quyet dinh chia, tach hoac sap nhap phai nQp con ddu
lam thu tuc xin khac con ddu moi.

I)i~u 30. Sir d\lng con diu:
1. Can bQ, vien chirc Van thir phai tu tay dong ddu vao cac van ban cua t

D~i h9CD6ng Nai.
2. Chi dong ddu vao cac van ban khi cac van ban dung hinh thirc, th~ thirc

chtr ky cua ngiroi co thAm quyen.
3. Khong ducc dong ddu trong cac tnrong hop sau: Dong ddu vao gidy ong

co nQi dung, dong ddu tnroc khi kY, dong ddu s~n tren gidy trang hoac dong dd len
cac van ban co chtr kY cua nguai khong co thAm quy~n.

4. D6i vai nhfmg dan vi tf\l'CthuQc truOng D~i h9C D6ng Nai co con ddu r eng,
Truang dan vi chi dUQ'csu d\lng con ddu dan vi d6i vai nhUng van ban thuQc ph. m vi
chuc nang nhi~m V\l dUQ'cgiao cua dan vi, d6ng thai phai chiu trach nhi~m truac i~u
truang va truac phap lu~t v~ vi~c su d\lng con ddu cua dan vi.

Chuong 3.
CONG TAc LUU TRU

M\lc 1:
CONG TAc THU TH~P, BO SUNG TAl LI$U

I)i~u 31. Giao nh~n h6 sO',titi li~u vito Luu trfr truim~ I)~i hQc1)6ngN i: ?

Hang nam can bQ, vien chuc LUll tm truOng D~i h9C Dong Nai co nhi~m . to
chuc thu th~p h? sa, tai li~u da d~!l h~n nQP lUllvao kho lUll tm nha truOng, C\lth~~

1. L~p ke ho~ch thu th~p ho sa, tai li~u. I
, 2. Ph6i hgp vai cac dan vi, can bQ, vien chuc xac dinh nhUng lo~i h6 sa, ta, li~u

can nQP lUllvao LUll trfr nha truOng. I
' 3. Huang d~n cac dan vi, can bQ, vien chuc chuAn bi h6 sa, tai li~u va l~p" \lC

l\lc ho sa, tai li~u nQP lUll".
4. ChuAn bi kho va cac phuang ti~n bao quan d~ ti~p nh~ h6 sa, tai li~u.
5. T6 chuc ti~p nh~ h6 sa, tai li~u, ki~m tra d6i chi~u gifra M\lc l\lc h6 s ,tai

li~u nQPlUllvai th\1'ct~ tai li~u va l~p Bien ban giao nh~n tai li~u.
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I)i~u 32. Chinh ly titi lieu:
H6 sa, tai li~u cua tru~g D~i h9C D6ng Nai phai dUQ'cchinh ly hom chi va

bao quan trong kho lUll tm.
1. Nguyen t~c chinh ly:
a) Khong phan tan phong lUlltm;
b) Khi phan lo~i, l~p h6 sa (chinh sua hoan thi~n, ph\lc h6i ho~c l~p mai h6 sa),

phai ton !r9ng S\1'hinh thanh tai li~u thea trinh tv thea doi, giai quy~t cong vi~c ( ong
pha va ho sa da l~p);

,c) Tai li~u sau khi chinh ly phai phan anh duQ'c cac ho~t dQng cua truOng f)~i
h9CDong Nai.

2. Tai li~u sau khi chinh ly phai d~t yeu cdu:
a) Phan lo~i va l~p h6 sa hoan chinh;



b) Xac dinh thai han bao quan cho h6 sa, Uti lieu;
c) H~ thong hoa h6 sa, tai lieu;
d) L~p cong cu tra ciru: Muc luc h6 sa, co sa du lieu va cac cong cu tra ciru

khac phuc vu cho viec quan ly va tra ciru su dung tai lieu;
d) L~p danh muc tai li~u h€t gia trio

Di~u 33. Xac dinh gia tr] titi li~u:
1. BQ phan Van tlnr, LUll tnr nha tnrong co nhiem vu giup Truong phong T6

clnrc - Hanh chinh xay dung "Bang thai han bao quan tai lieu" trinh Hieu tnrong
tru~g Dai hoc D6ng Nai ban hanh sau khi co y kien tham dinh cua co quan co thAm
quyen,

2. Viec xac dinh gia tri tai li~u phai dat diroc yeu cdUsau:
a) Xac dinh tai li~u cdn bao quan vInh vi~n va tai li~u bao quan co thai h~n

bAng s6 nam C\l the;
b) Xac dinh tai li~u h€t gia tri d€ tieu huy.

Di~u 34. HQi dAng xac dinh gia tri tili li~u:
Thl)'c hi~n theo quy dinh t~i Di~u 18 Lu~t lUll tru 2011.

Di~u 35. Hoy tili li~u h~t gia tri:
Thl)'c hi~n theo quy dinh t~i Di~u 28 Lu~t lUll tm 2011.

Di~u 36. ThOi h~n nQp hru hA sO',titi li~u vilo Luu trw lich sfr:
Thl)'c hi~n theo quy dinh t~i Di~u 21 lu~t LUll tm 2011.

M\lc 2:
BAo QUAN, TO CHUC SUDVNG TAl LI~U LUU TRU

Di~u 37. Bao quan tili lieu luu trw:, ,
1. Ho sa, Uti li~u chua den h~n nQP lUll vao LUll tm nha truOng do cac can bQ,

vien chuc tl)' bao quan va phai dam bao an toan cho cac h6 sa, tM li~u.
2. H6 sa, tai li~u lUll tm d€n h~n nQP lUll phai dUQ'cgiao nQP vao LUll tm

truOng D~i hQc D6ng Nai va t~p trung bao quan trong kho lUll tm nha truOng. Kho lUll
tm phai duQ'c trang bi ddy du cac thi€t bi, phuong ti~n cdn thi€t theo Thong tu s6
09/2007/TT-BNV quy dinh dam bao an toan cho tai li~u.

3. Truang phong T6 chuc - Hanh chinh co trach nhi~m chi d~o thl)'c hi~n cac
quy dinh v~ bao quan tai li~u lUll tm: b6 tri kho lUll tm theo dung tieu chuAn quy dinh;
thl)'c hi~n cac bi~n phap phong ch6ng chay, n6, phong ch6ng thien tai, phong gian, bao
m~t d6i v6i kho lUll tm va tai li~u lUll tm; trang bi ddy du cac thi€t bi Icy thu~t, phuong
ti~n bao quan tai li~u lUll tm; duy tri cac ch€ dQbao quan phu hQ'Pv6i tirng lo~i Uti li~u
lUlltm.

4. Can bQ, vien chuc Van thu, LUll tm cua truOng D~i hQc D6ng Nai co trach
nhi~m: b6 tri, s~p x€p khoa hQc tai li~u lUll tru; h6 sa, tai li~u trong kho d€ trong hQP,
dan nhan ghi ddy du thong tin theo quy dinh d€ ti~n th6ng ke, ki€m tra va tra c(ru;
thuOng xuyen ki€m tra tinh hinh tai li~u co trong kho d€ n~m duQ'c s6 luqng, chAt
luqng tM li~u.

Di~u 38. D6i tUQ1lgvil tho t\lC khai thac, sfr d\lng tili li~u:
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1. Tc1t cit can be), vien clnrc trong, ngoai tnrong Dai hoc D6ng Nai va m. i ca
nhan d€u duoc khai thac, su dung Uti lieu hru trfr vi muc dich cong vu va cac nh cAu
rieng chinh dang.

2. Can be),vien chirc ngoai tnrong Dai hoc D6ng Nai nghien CUutai lieu vi muc
dich cong vu phai co gic1Ygioi thieu ghi ro muc dich ng~ien ciru tai lieu va phai ruQ'c
Hieu tnrong hoac Tnrong phong To chirc - Hanh chinh dong y.

3. Ca nhan khai thac su dung tai li~u vi muc dich rieng phai co dan xin su ~\lng
tai lieu, chirng minh thu nhan dan hoac he) chieu va phai duoc Hieu tnrong Iho~c
Truong phong Tb chirc - Hanh chinh d6ng y. i

f)i~u 39. Cac hinh thuc tAchuc su d\lng tai li~u hru trfr:
Th\1c hi~n theo quy dinh t~i Di€u 32 Lu~t lUll trfr 2011.

f)i~u 40. Th§m quy~n cho phep khai thac, su d\lng tai li~u hru trfr:
Th\1c hi~n theo cac quy dinh t~i Di€u 31 va Di€u 34 Lu~t lUll trfr 2011.

f)i~u 41. Quan ly vi~c su d\lng tai li~u hru trfr:
1. LUll trfr truOng D~i hQCD6ng Nai phiti co Ne)i quy phong dQc.
2. Ne)i quy Phong dQc bao g6m cac noi dung cAnquy dinh sau:
a) Thai gian ph\lCV\l de)cgiit;
b) Cac gic1Yto' de)c giit cAnxUc1ttrinh khi d~n khai thac tai li~u;
c) NhUng v~t d\lng duQ'cva khong duQ'cmang vao phong dQc;
d) Quy dinh de)c giit phiti th\1c hi~n cac thu t\lC nghien CUuva khai thac ta

theo huang d~n cua nhan vien phong dQc;
d) De)c giit khong duQ'c t\1 y sao, ch\lp anh tai li~u, dfr li~u tren may ti

thong tin trong cong C\ltra CUukhi chua duQ'cphep;
e) Ngoai cac quy dinh tren, doc giit can th\1Chi~n nghiem chinh cac quy di

lien quan trong Ne)i quy ra, vao cO'quan; Quy dinh v€ su d\lng tai li~u; Quy di
phong ch6ng chay nb cua nha truOng.

3. Can be), vien chuc LUll trfr truOng D~i hQc D6ng Nai phai l~p cac sb
xUc1ttai li~u, sb dang kY m\lC l\lc h6 sO'va sb dang kY de)c giit d€ quan ly tai li~
trfr va ph\lc V\l khai thac tai li~u.

va

co,
ve

~p,
lUll

ChuongIV
KHEN THUONG, KY LU!T vA KHIEU N~I, TO cAo

f)i~u 42: Khen thUOngva xu lyvi ph~m:
1. Vi~c th\1c hi~n cac noi dung cua Quy ch~ nay la me)t trong nhfrng tieu c i d€

binh xet thi dua, khen thuang d6i v&i t~p th€ cac dan vi va ca nhan can be),vien c uc;
la cO'sa danh gia, nh~n xet, phan lo~i can be),vien chuc; xem xet nang b~c luang, ang
ng~ch can be),vien chuc.

2. Can be)vien, chuc vi ph~m cac quy dinh t~i Quy ch~ nay tuy theo tinh c c1t,
~uc de)vi ph~m p,hiti chiu cac hinh thuc ky lu~t ap d\lng theo quy dinh cua phap lu~t
ve xu ly ky lu~t doi v&i can be),vien chuc ho~c troy cUu trach nhi~m hinh S\1theo quy
dinh cua phap lu~t.

3. TruOng hQ'Pcan be),vien chuc vi ph~m cac quy dinh t~i Quy ch~ nay rna gay
thi~t h~i v€ v~t chc1tcho nha truOng phai b6i thuOng thi~t h~i theo quy dinh cua hap
lu~t hi~n hanh.
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Di~u 43. Khi~u nai, ta cao:
1. Cac don vi, can be),vien chirc co quyen khieu nai, t6 cao d6i voi cac hanh vi

vi pham phap lu~t v~ cong tac van thu, luu tru d6i voi nha tnrong.
2. Vi~c giai quyet khieu nai, t6 cao trong cong tac van thu, luu trtr duoc thirc

hien thea quy dinh cua phap luat v~ khieu nai, t6 cao.

ChU'O'DgV
DIEU KHoAN THI HANH

Di~u 44. T6 elurc thjrc hi~n:
1. Truong phong T6 chirc - Hanh chinh co trach nhiem giup Hieu tnrong t6

chirc, thea doi, don d6c, kiem tra cac don vi, t6 clnrc, ca nhan trong tnrong Dai hoc
D6ng Nai thuc hien Quy ch€ nay.

2. Truong cac don vi, cac t6 chtrc doan th~ trong tnrong chiu trach nhiem ph6
bien, quan triet va trien khai thtrc hien nghiem tuc Quy ch€ nay. Cac don vi, t6 chuc
trgc thue)c co con ddu rieng din cu ne)i dung quy ch€ nay d~ xay dgng quy ch€ v~ cong
tac van thu, luu tru cua don vi, t6 chuc minh.

3. Trong qua trinh thgc hi~n, n€u co vdn d~ phat sinh ho~c vuOng m~c cAnsua
d6i, b6 sung thi cac don vi, t6 chuc va ca nhan trong truang phiii phiin anh kip thai v~
TruOng phong T6 chuc - Hanh chinh d~ t6ng hQ'P,bao cao Hi~u truOng xem xet, quy€t
dinh.l.

TS. Trin Minh Hung
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Phu luc I

BANG cmr VIET TAT TEN LO~I VAN BAN vA BAN SAO
(Trich Thong tu s6 01120111TT-BNV ngay 19 thang 01 nam 2011 cua B9 N9i v¥)

Stt Ten IO\livan ban hanh chinh Chii' vi~t tat

1 Nghi quyet (ca biet) NQ

2 Quyet dinh (ca biet) QD

3 Chi thi (ca biet) CT

4 Quy che QC

5 Quy dinh QyD

6 Thong cao TC

7 Thong bao TB

8 Hirong dan lID

9 Chuang trinh CTr

10 Ke hoach KH

11 Plurong an PA

12 De an DA

13 Du an DA

14 Bao cao BC

15 Bien ban BB

16 To' trinh TTr

17 Hgp dong Hf)

18 Cong van

19 Cong di~n CD

20 Ban ghi nho GN

21 Ban cam ket CK

22 Ban thea thuan TTh

23 Giay clnrng nhan CN

24 Giay uy quyen UQ

25 Giay moi GM
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26 GiAy gioi thieu GT

27 Giay nghi phep NP

28 Giay di dirong DD

29 Giay bien nh~n ho sa BN

30 Phieu gui PG

31 Phieu chuyen PC

32 Thir cong

Ban sao van ban

1 Ban sao y ban chinh SY

2 Ban trich sao TS

3 Ban sao luc SL
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Phylyc II

so DO BO TRI cAc THANH pHANTHE THUC VAN BAN
(Tren m(lt trang giAykhBA4: 210 mm x 297 mm)

(Trieh Thong tu s6 01120111TT-BNVngay 19 thdng 01 ndm 2011 cua Be)Ne)iv~)

20..25 mm [~ u l

IOn I C 9,_1 ______

:j lOb I [!O

30-35 mm

,-_'_8 -----,'I
I

I IL.._ ___~ I

,"_~~,~"'_, __ _.I.J.1

9b

r:....,.._.J ,t, _Wid
14

s
e f... ..
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Ghi chu:

Os8 : Thanh phin th~ thtrc van ban

1 Quoc hieu

2 Ten C<J quan, to chirc ban hanh van ban

3 So, Icy hieu cua van ban

4 Dia danh va ngay, thang, nam ban hanh van ban

5a Ten loai va trich yeu nQidung van ban

5b Trich yeu nQi dung cong van

6 NQi dung van ban

7a, 7b, 7c Quyen han, chirc vu, ho ten va chtr ky cua ngiroi co tham quyen

8 Dau cua co quan, to clnrc

9a, 9b Noi nhan

lOa Dau chi mire dQm~t

lOb Dau chi mire dQkhan

11 Dau thu hc3iva chi dftn v~ pham vi hru hanh

12 Chi dftn ve du thao van ban

13 Ky hi~u nguoi danh may va so IUQ11gban phat hanh

14 Dia chi co quan, to chirc; dia chi E-Mail: dia chi Website; so di~n thoai, so
Telex, s6 Fax

15 Logo (in chim dum ten co quan, to chirc ban hanh van ban)
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Phy lyc ill

saDO BO TRI cAe THANH pHANTHE TIIirc BAN SAO VAN BAN
(Tren mQt trang giAykhb A4: 210 mm x 297 mm)

(Trich Thong tu s6 01120111TT-BNV ngay 19 thdng 01 nom 2011 cua B(JN(Ji v¥)

3()..3Smm

Sb

1

Ghi chu:

Os8 : Thanh phftn th~ thtrc ban sao

1 Hinh tlnrc sao: "sao y ban chinh", "trich sao" hoac "sao luc"

2 Ten co quan, to clnrc sao van ban

3 So, Icy hieu ban sao

4 Dia danh va ngay, thang, nam sao

Sa, Sb, Sc Chirc vu, ho ten va chtr Icy cua ngiroi co tham quyen

6 Dau cua co quan, to clnrc

7 NO'i nhan
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Phu luc IV
MAuCOOvA cm TIET TRiNH BAy THE TmJC VANBANvA THE TmJC BANSAO
(Trieh Thong tu st5 01120111TT-BNV ngay 19 thdng 01 niim 2011 cua so Nl)i v¥)

Vi dy minh hoa
Thanh ph~n th~ thtfc va chi

LO\li chii' CO' chii' Ki~u chii'Stt ti~t trinh bay Phong chii' Times New Roman CO'
chii'

(1) (2) (3) (4) (5) (6) (7)

1 Quoc hieu

- Dong tren In hoa 12-13 Dirng, d~m CONG HOA xA HOI CHU NGHiA VItT NAM 12

- Dong duoi In tlnrong 13-14 D(mg,d~ D{)c l,p - TV do - Hanh plnic 13

- Dong ke ben dum

2 Ten co quan, to chirc

- Ten co quan, to chirc chu
In hoa 12-13 D(mg UBND TiNH DONG NAI 12quan cAptren tnrc ti~p

- Ten co quan, t6 chirc In hoa 12-13 D(mg,d~m TRUONG D~ HQC DONG NAI 12

- Dong ke ben dum

3 So, Icy hieu cua van ban In tlurong 13 Dtrng So: 15/QD-DHDN 13

4
Dia danh va ngay, thang, nam

In tlnrong 13-14 Nghieng D6ng Nai, ngay 30 thdng 3 nam 2017 13ban hanh van ban

5 Ten loai va trich yeu nQi dung

a Doi voi van ban co ten loai
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- Ten loai van ban Inhoa 14 DUng, d~m CHITHJ 14

- Trich yeu nQi dung In thirong 14 DUng, d~m V~ cdng tac phong, ch6ng lut bao 14

- Dong ke ben duo;

b Doi voi cong van

Trich yeu nQi dung In thirong 12-13 DUng VIv nang b~c IU011gnam 2009 13

6 NQi dung van ban In thirong 13-14 DUng Trong cong tac chi dao ... 14

G6m phan, chU011gmuc, dieu,
a

khoan, diSm, ti~t, tiSu ti~t

- Til "phan", "chU011g"va so
In thirong 14 DUng, d~m PhAnl Chuong I 14thir nr cua phan, chU011g

- Tieu de cua phan, chU011g Inhoa 13-14 DUng, d~m QUYDJNHCHUNG QUY DJNH CHUNG 14

- Til "rnuc" va s6 thir nr In thuong 14 DUng, d~m Myc 1 14

- Tieu de cua muc In hoa 12-13 DUng, d~m GIAI THICH LUAT, PHAP LEND 13. .
- Dieu In thirong 13-14 DUng, d~m Di~u 1.Ban sao van ban 14

- Khoan In thirong 13-14 DUng 1. Cac hinh thirc ... 14

- Diem In thirong 13-14 DUng a) D6i vci ... 14

- Tiet In tlnrong 13-14 DUng - 14

- Tieu tiet In thirong 13-14 DUng + 14

b
Gom phan, muc, khoan, diem,

-A ·A .1..net, tieu bet
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- Til "phan" va so thir tu In tlnrong 14 DUng, d~m PhinI 14

- Tieu de cua phan In hoa 13-14 DUng, d~ TINH HIND THVC ID1j:NNm1j:M \TV... 14

- So thir tu va tieu de cua muc In hoa 13-14 DUng, d~m NIIiJN ~ 14I. G KET QUA ...

- Khoan:

Truong hop co tieu de In thirong 13-14 DUng, d~ 1.Pham vi va d6i tllQ'llgap dung 14

Truong hop khong co tieu de In thirong 13-14 DUng 1. Thong nr nay co hieu hrc thi hanh sau 15 ngay ke ... 14

-Diem In thirong 13-14 DUng a) Doi voi .... 14

- Tiet DUng - 14

- Ti~u tiet DUng + 14

7 Chirc vu, ho ten cua ngiroi Icy

- Quyen han cua nguoi Icy In hoa 13-14 DUng, d~m TM. UY BAN NHAN DAN KT. BQ TRUONG 14

- Chirc vu cua ngiroi Icy In hoa 13-14 DUng, d~ CHUTJCD TH11TRUONG 14

- HQ ten cua ngiroi Icy In thirong 13-14 DUng, d~m Nguy~n Van A Trin VanB 14

8 Noi nhan

Til "kinh giri" va ten co quan,
In tlnreng 14 DUng 14a

t6 chirc, ca nhan

- Gui me)tnoi Kinh giri: Be)Cong thirong 14

- Giri nhieu noi Kinh giri: - Be)Noi vu; 14
- Be)K~ hoach va DAunr;

b Til "noi nhan" va ten ca quan,
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to chirc, ca nhan

- Til "noi nhan" In thuong 12 Nghieng, d~ Nai nh~n: Nai nh~n: (doi voi cong van) 12

- Cac Be;"co quan ngang
- Nlur tren;- Ten co quan, t6 chirc, ca nhan Be;" ... ;

In tlurong 11 DUng - ........, 11nhan van ban, ban sao - ........,
- LUll: VT, TCCB. - LUll: VT, NVDP.

9 DAu chi mire de;,khAn In hoa 13-14 DUng, d~ HOATOC l I
THUQNGKHAN

I KHAN I 13

10 Chi dftn v~ pham vi hru hanh In thirong 13-14 DUng, d~ XEM XONG TRA L~
I ~

LUlJ HANH N(n BQ
I

13

11 Chi dftn v~ du thao van ban In hoa 13-14 DUng, d~m
I

DVTHAO l I DVTHAOIO
I

13

12
Ky hieu nguoi danh may, nhan

In thirong 11 DUng PL.(300) 11ban va sf, hrong ban

Dia chi co quan, t6 chirc; dia
So :xx pho Trang Tien, quan Hoan kiem, Ha Ne;,i

13 chi E-Mail, Website; sf, di~n In thirong 11-12 DUng DT: (04) XXXXXXX, Fax: (04) XXXXXXX 11
thoai, sf, Telex, sf, Fax

E-Mail: Website:

14 Phu luc van ban

- Til "phu luc" va so tlnr tir cua
In thirong 14 DUng, d~ Phu luc I 14phu luc

- Tieu de cua phu luc In hoa 13-14 DUng, d~m BANG cmr VIET TAT 14

15 So trang In tlnrong 13-14 DUng 2,7,13 14

16 Hinh thirc sao In hoa 13-14 DUng, d~ SAO Y BAN CHINH, TRICH SAO, SAO LVC 14

Ghi chu: CO'chir trong cung mot van ban tang, giam phai thong nhat, vi du: Quoc hieu, dong tren cO'chtr 13, dong diroi cO'chtr 14;
nhung Quoc hi~u, dong tren cO'chu 12, thi dong du&i cO'chu 13; dia danh va ngay, thang, nam van ban cO'chu 13.
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Bi~u miu 01

CQNG HOA xA HQI CHU NGHiA VI¢T NAM
DQc I~p - T'1 do - H\loh phuc

TRV0NG DAI HOC DONG NAI
PHONG TO CHUC - HANH CHiNH

S6: ..... IBB-TC-HC D6ng Nai, ngay ..... thang ... ndm 20 ...

BIEN BAN
V~ vi~c him giao h6 so, tili li~u vao kho hru trfr

Can cir Thong nr s6 07/20 12/TT-BNV ngay 22/1112012 cua BQNQivu hu6ng dfrn
quan Iy van ban, l~p h6 so va nQph6 so, tai lieu vao hru till co quan;

Can cir Danh muc h6 so cua tnrong Dai hoc D6ng Nai nam
Chung toi g6m:

BEN NH~N: PHONG TO CHUC - HANH CHiNH
- Ong (ba): Chirc V\l: .
- Ong (ba): Chirc V\l: .

BENGIAO: .
- Ong (ba): Chirc V\l: .
- Ong (ba): Clurc V\l: .

Th6ng nhfit l~p bien ban giao nhan h6 so, tai li~u hru till vS kho Lim till Truong
Dai hoc D6ng Nai voi nhfmg nQidung cu thS nhir sau:,

1. Ten Phong (hoac khoi) tai lieu: .........•...•.........•...••...........•.................•.
2 Th '· . , '·l·A ,~ d;' ~• 0'1 gIan cua tat lyU:illnam. . . . . . . . . . . ... en nam .
3. S6 lUQ'llgtai li~u tinh tr~ng h6 sO':
- S6luQ'llg tai li~u: T6ng s6 hQp (c~p): .... T6ng s6 h6 sO':..... Quy ra met ghi: .....
- Thanh phfin nQi dung Cllah6 sO',tai li~u: Co danh m\lc h6 sO'dinh kern

" "". -A kh· b' .- TInh tr~ng ho sO',tal hyu I an gIaO: .
............................................................................................................

Bien ban nay dUQ'cl~p thanh hai ban; m6i ben gift mQt ban .I.

BENGIAO

............•••....•.....••• •........•••••••.....••••••.
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Bi~u m&u 02

CQNG HOA xA HQI CHU NGHiA VI¢T NAM
DQc I~p - T'1 do - H~nh phuc

TRUONGD~I HQC DONGNAI
,

1?1I()~C;••••••......••••••••••••••...•••••••

S6: IDMHS- . D6ng Nai, ngay thdng ndm 2016

DANHMVC HO SO, TAl LI¢U LUU TRU
DON vr TRVC THUQC XIN GIU L~I

STT TEN HO sa, TAl LIEU THffiGIAN LYDO GIULAI GHICHU
(1) (2) (3) (4) (5)

Y KIEN BAN GIAM HI:¢U TRUONG DON VI

26



Bi~u miu 03

CONG HOA xA HOI CHU NGHiA VItT NAM
DQc l~p - T'1 do - H~nh phuc

TRUONGD~I HQC DONGNAI
,

J»II()~(; •••••••••••••••••••••••••••••••.••••

S6: IDMHS- . D6ng Nai, ngay thdng nam 2016

DANHMVC HO SO, TAl LI~U NQP LUlJ

STT TEN HO SO, TAl Ll¢U rnoi THffi~ so GHICUUGIANTL BAoQuAN LUONG
(1) (2) (3) i41 15} (6)

TRUONGDON VI NGUmL~p
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UBND TiNH DONG NAI
TRUONG D";'IHQC DONG NAI

Bi~u miu 04

CQNG HOA xA HQI CHiJ NGHiA VItT NAM
DQc I~p - Tlf do - H\lnh phuc

PHIEU YEU cAu SU DUNGHO sa -TAl LIEU LUU TRU. .

H '" ,. tai lieo va ten ngiroi rmron ar leu: .. ..
I'\ ." ,van VI cong tac: .

, N ' traNgay mUQ1l: gay ra: .
" , ( )Hinh thirc mUQ1l: He sa goc ( ) So to: Photo: .

STT sAhQP
SAhA sA - ky Ngay Trich y~u nQi dung

SO' hi~u vb ban hanh

, 10. .,
Y kien cua

Truong Phong TC-HC
y ki~n cua Hi~u Truong Ngum mUQ1l
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