BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HOC CAN THO Péc 1ap - Tu do - Hanh phic
S6: JH84/QD-PHCT Cin Tho, ngay | M thang 11 ndm 2017
QUYET PINH

V/v Ban hanh Quy dinh cong tac hanh chinh, van thw
ciia Truwdong Pai hoc Cén Tho

HIEU TRUONG TRUONG PAI HOC CAN THO

Cin ¢t Khoan 2, Piéu 11, Chuong II cua “Piéu 1é trudng dai hoc” ban hanh kém
theo Quyét dinh s 70/2014/QD-TTg ngay 10 thang 12 nam 2014 cia Thi tuéng
Chinh phi, quy dinh vé& quyén han va trach nhiém cua hiéu trudng truong dai hoc;

Cian ctt Nghi dinh 110/2004/ND-CP, ngay 08 thang 4 nim 2004 ctia Chinh phu vé
cong tac van thu va Nghi dinh s6 09/2010/ND-CP, ngay 08/02/2010 Cua Chinh phu
stra dbi, bd sung Nghi dinh 110/2004/ND-CP;

Can ctr Thong tu Lién tich s6 55/2005/TTLT-BNV- VPCP, ngay 06 thang 5 nam
2005, ctia BO Noi vu va Vian phong Chinh pht huéng dan vé thé thirc va ky thuét trinh
bay vén ban;

Can cir Thong tu s6 04/2013/TT-BNV, ngdy 16 thang 4 nam 2013 cia BO Noi vu,
huéng dan xdy dung Quy ché cong tac van thu, luu trit ciia cac co quan, t6 chirc;

Can ¢t Thong tu s6 01/2011/TT-BNV, ngay 19 thang 01 nam 2011 ctia B Noi vu
vé viéc Hudng dan Thé thirc va k¥ thuat trinh bay vin ban hanh chinh;

Cin c Quyét dinh s 2500/Qb-BGDDT, ngay 24 thang 3 nam 2009 cua Bo
truéng B Gido duc va Dao tao ve€ viée ban hanh Quy ché t6 chirc hoat dong cong tac
van thu va Quyét dinh s6 2818/QD-BGDDT ngay 01 thang 8 ndm 2012 ciia B trudng
Bo Gido duc va Pao tao sira dbi Quy ché td chirc hoat dong cong tac van thu kém theo
Quyét dinh 2500/QD-BGDDT;

Xét dé nghi ctia cac dong Trudng phong Ké hoach Tdng hop,

QUYET PINH:
Dié“eu 1. Ban hanh “Quy dinh cong tac hanh chinh, vin thw cia Trwong Dai
hoc Can Tho” kém theo Quyét dinh nay.

Diéu 2. Quyet dinh nay c6 hiéu lyc thi hanh ké tir ngay ky. Cac don vi trong
Truong Dai hoc Can Tho td chirc trién khai thuc hién theo Quy dinh dugc ban hanh
noi trén.

Piéu 3. Cac ong Trudéng phong: Ké hoach-TH, T6 chic Can bd, Tai vy, tha
trudng cac don vi chiu trach nhiém thi hanh quyét dinh nay./. Lmq,
~_HIEU TRUONG

Noinhin: Sl
Nhu diéu 3; sy
- Luu: TCCB, KHTH. | ‘

HaThanh Toan



BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HOC CAN THO Péc 1ap - Tw do - Hanh phiic

QUY PINH
VE CONG TAC HANH CHINH VA VAN THU
CUA TRUONG PATHOQC CAN THO

(Ban hanh kém theo Quyét dinh soZ; 584’QD DHCT, ngay/)/11/2017
cua Hiéu truong Truong Dai hoc Can Tho)

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Giai thich tir ngir

Cac don vi thudc Trudong Pai hoc Cin Tho (DHCT) gdm: céc phong, ban,
trung tam, c4c khoa, vién, bd mon tryc thudc, doanh nghiép (sau day duoc goi tat 13
cac don vi thuoc Truong).

Piéu 2. Pham vi ap dung va dbi t1r0'ng diéu chinh

1. Quy ché nay quy dinh vé nguyén tic, ndi dung, trach nhiém va t6 chitc hoat
dong cong tic hanh chinh, vdn thu; quy dinh vé trinh tu, thé thirc, k¥ thudt trinh bay
véan ban hanh chinh cta Truong DHCT.

~ 2.Quy ché t chirc hoat dong cong tic hanh chinh, van thu dugc dp dung thdng

nhat trong tat ca cac don vi thudc Truong DHCT.

Piéu 3. Noi dung ciia cong tac hanh chinh, viin thw

1. Cong tac hanh chinh, vin thu ctia Truong DPHCT 1a mét hoat dong nghiép vu
phuc vu cho cong tdc quan 1y cua Truong. Noi dung ctia cong tic hanh chinh, van thu
bao gém: soan thdo vin ban, ban hanh vin bén, sao vin ban, quan Iy van ban dén,
quan 1y vdn ban di, quan 1y va st dung con d4u, 14p hd so cong viéc va giao ndp tai
liéu vao luu trit cho Truong DHCT.

2. Vin ban hanh chinh cta Truong gdm: Quyét dinh, chuong trinh, ké hoach,

dé 4n, phuong 4n, bdo c4o, bién ban, t& trinh, cong van, thong bdo, van bang, ching
chi, bang diém, g1ay x4c nhén, hop ddng, gidy chimg nhan, gidy uy quyén, gidy moi,
gidy gioi thiéu, gidy di duong, gidy bién nhan hd so,...

Piéu 4. Nguyén tic trong quan hé cong tic hanh chinh, vin thw cia
Truwong PHCT

Trong quan hé cong tac hanh chinh, van thu ctia Truong PHCT phai dam bao
céc nguyén tic sau:

1. Cc mbi quan hé cdng tdc hanh chinh gitta Ban Gidm hiéu (BGH) véi céc
don vi, gifta c4c don vi trong Trudng voi nhau duge thyc hién theo phdp luét va theo
cac quy dinh trong van ban nay.

2. Hiéu truong 1a nguoi lanh dao cao nhit Truong; thuc hién thAm quyen cla
minh theo quy dinh cua phap ludt va chiu trach nhiém trudc Bo truéng Bé Gido duc
va Dao tao vé toan bd hoat dong ctia Truong, ké ca khi da phan cong hoic uy nhiém
cho Phé Hiéu trudong hodc Thu trudng cic don vi trong Truong.

3. C4c Phé Hiéu trudng gidp Hiéu trwdng chi dao cdc linh vuc hoat dong cua
Trudng theo su phan cong cta Hiéu trudng, va chiu trach nhiém tru¢c Hi¢u trudng vé
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céc linh vuc hoat dong d6, ké ca khi da phan cong cho Thu trudng cdc don vi trong
Trudng.

4. Céc don vi thugc Truong la nhimg t6 chirc tham muu, gidp viéc. Cong téc
tham muu bao gém: thuc hién céc chirc ning, nhiém vy dugc giao; dy thao céc van
ban hanh chinh thudc chirc nang, nhi¢m vu dugc phéan cong; dé xuét nhimg kién nghi
nhim ning cao hiéu qua hoat dong quan 1y hanh chinh, vén thu trong Truong.

5. Truong don vi la ngudi lanh dao cao nhét ctia don vi; thyc hién thAm quyén
ctia minh theo quy dinh ctia phdp luét va chiu trach nhiém truéc Hiéu truéng va BGH
vé toan bd hoat dong cua don vi, ké ca khi dd phan cong hodc uy nhiém cho Phé
trudng don vi.

6. Ph6 Trudng don vi 1a nguoi gitip Trudng don vi chi dao céc linh vuc hoat
dong cua don vi theo sy phan cong cua Truong don vi, va chiu trach nhiém trudc
Trudng don vi vé céc linh vuc hoat dong d6, ké ca khi da phan cong cho vién chiic,
ngudi lao dong trong don vi.

7. Phong K& hoach — Tong hop (KHTH) chiu trach nhi€ém t6 chic va phu trich
b6 phén van phong BGH va t6 thu ky cho BGH.

Piéu 5. Vé giao dich hanh chinh di¢n tir

Viéc giao dich hanh chinh dién tir cua Truong PHCT duoc thuc hién theo Quy
dinh tam thoi vé st dung vin ban dién tir & giao dich hanh chinh cta Truong PHCT
duoc ban hanh kém theo Quyét dinh s6 325/QD-DHCT, ngay 12 thang 3 nam 2010
cua Hiéu truéng Truong DHCT.

Piéu 6. Bao vé bi mit trong cong tac viin thw

Moi hoat dong trong linh vuc cong tic hanh chmh vén thu ctia Truong PHCT
phai thuc hién ding quy dinh cua Truong va phap luét vé bao vé bi mat nha nudc.

Chuong 11
SOAN THAO, XU LY VAN BAN, TAI LIEU VA
TRINH TU THU TUC GIAI QUYET CONG VIEC

Muc 1
SOAN THAO XU LY VAN BAN TAI LIEU

Piéu 7. Soan thio vin bin

Vién chitc hanh chinh ¢6 trach nhiém soan thao van ban theo ndi dung yéu cau
ctia BGH hoic Thu trudéng don vi. Hinh thirc trinh bay van ban phai theo ding quy
dinh chung ctia phép ludt va huéng din ctia Truong.

Quy trinh soan thdo van ban phai tuén theo quy dinh chung tai cdc Nghi dinh s6
110/2004/ND-CP, ngay 08/4/2004 cua Chinh phi va Nghi dinh s6 09/2010/ND-CP,
ngay 08 ngay 02 ndm 2010 cta Chinh phu sira dbi, bd sung Nghi dinh 110/2004/ND-
CP; Thong tu Lién tich s6 55/2005/TTLT-BNV- VPCP, ngay 06 thang 5 ndm 2005,
ciia B N6i vu va Vin phong Chinh pht huéng dan vé thé thirc va k¥ thut trinh bay
van ban; Thong tu s6 01/2011/TT-BNV, ngay 19 thdng 01 nam 2011 cua B Noi vy
vé viéc Hudng dan Thé thirc va k§ thuat trinh bay van ban hanh chinh; va Quy ché t6
chtrc hoat dong cong tac van thu Ban hanh kem theo Quyet dinh sb 2500/Qb-BGDDT
ngay 24 thang 3 ndm 2009 cta B¢ trudng Bo Gido duc va Dao tao. Mot s6 quy dinh
cu thé cta Truong DPHCT nhu sau:

1. Thé thire, k§ thuat, phong chit trinh bay vin ban



Thé thirc, k¥ thuat, phdng chit trinh bay vin ban phai dugc thuc hién theo céc
quy dinh hién hanh ctia Nha nudc va cic hudng dan ctia Quy dinh ndy (Phong chit
trinh bay Times New Roman, size 13).

2. Qudc hiéu

Qudc hiéu duoc ghi trén van ban voi 2 dong chit in dam. Dudi dong chit thu
hai c6 gach chan bing nét lién manh (st dung 1énh Draw, khong dung Underline).

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

3. Tén co quan, don vi t6 chitc ban hanh vin ban
- Tén Truomg PHCT phai duge ghi ddy du theo tén goi chinh thic, in hoa, to
dam, gach chén biang nét lién manh:
BO GIAO DUC VA DAO TAO
TRUONG PAI HOC CAN THO

- Tén don vi thudc Truong ban hanh vin ban dugc ghi ddy du theo tén goi
chinh thtrc trong quyét dinh thanh 1ap, in hoa, ddm va dugc ghi bén dudi tén cua
Trudmg DHCT (don vi chi quan tryc tiép cdp trén). Tén cia Trudng in hoa, khong
dam; dudi tén don vi gach chan béng nét lién manh, vi du:

TRUONG DAI HOC CAN THO
KHOA NGOAINGU

4. S6, ky hiéu vin ban

S6, ky hiéu ctia van ban do Truong DPHCT ban hanh dugc thyc hién nhu sau:

- Quy dinh ghi $0, ky hi€u cua quyét dinh, bdo céo, ké hoach va céc loai vin
ban c6 tén loai khdc bao gdm: tir “S6” duoc trinh biy bang chit in thudng. Sau tir “S4”
¢6 dAu hai chim (©), tiép dén ghi sb vin ban, gach chéo “/”, chit viét tit tén loai vin
ban, gach ngang “-”, chit viét tit tén Truong Dai hoc CAn Tho “PHCT”, khéng dau
cach. Vidu:

Quyét dinh S6: 01/Qb-PHCT

Béo cdo Sé: 01/BC-DHCT

- Céch ghi 88, ky hiéu ctia cong vin bao gom: tir “S8” duoc trinh bay bing chit
in thuong; sau tir “S6” ¢6 dau hai cham (©), tiép dén ghi sé van ban, gach chéo “/”, chit
viét tit (tén) Truong DPHCT “PHCT”, gach ngang “-”, tén viét tit don vi soan thao
hodc chu tri soan thao, khong déu céch. vi du:

Sé: 01/PHCT-KHTH

5. Pia danh va ngay, thang, ndm ban hanh vin ban

- Dia danh trén van ban ctia Truong PHCT ban hanh duoc ghi la Can Tho.

- Ngay, thang, nim ban hanh véan ban la ngay, thang, nim van ban dugc ky ban
hanh. Ngay, thang, ndm ban hanh védn ban duogc ghi bing chit s6 A - Rap va ghi day
d0 céc chit s6 ngdy ... thdng ... ndm .... D6i v6i nhitng chit s6 chi ngay nhé hon 10 va
c4c thang mdt, thang hai phai ghi thém chit s6 0 & phia trudc. Pia danh, ngay, thang,
nam ban hanh vin ban dugc trinh bay bang kiéu chit in thuong, nghiéng, khong dém;

Can Tho, ngay  thdng  ndm 20...



6. Tén loai va trich yéu ndi dung vin ban

Vin ban cta Truong DHCT ban hanh phai ghi ro tén loai va nhét thiét phai ghi
trich yéu. Trich yéu ndi dung vin ban 1a mot cau ngén gon hosc mot cum t, phan 4nh
khdi quat noi dung chii yéu cta van ban. Riéng cong vén, trich yéu duoc ghi dudi s6
va ky hi¢u cong van.

7. Noi dung, bd cuc van ban

Noi dung vin ban ctia Truong DPHCT ban hanh phai bao ddm nhing yéu ciu co
ban sau:

- Phd hop vdi cdc quy dinh hién hanh vé hinh thitc van ban;

- Phu hop voi duong 161, chii truvong ctia Pang, chinh sich phép luét cia nha
nudc ¢ lién quan dén Iinh vuc gido duc va céc chi truong, chi dao cua B¢ gido dyc
va Pao tao;

- Cac quy dinh hay céc van dé, su viéc phai duoc trinh bay ngin gon, 1o rang,
chinh x4c;

- Str dung ngdn ngir viét, cach thuc didn dat don gian, d& hidu;

- Dung tir ngit tleng Viét phd thong, khong diing tir ngit dia phuong; Pdi véi
thuét ngit chuyén mon can xéc dinh 16 nd1 dung thi phai dugc giai thich trong vdn ban.
Trong trudng hop thuc su cin thiét c6 thé ding tir ngit nudc ngoai thi dung tir nguyén
ban;

- Khong viét tit nhimg tir, cum tir khong thong dung. Déi véi nhimg tr, cum tir
dugce st dung nhiéu lan trong vin ban thi c¢6 thé viét tét nhung céc chir viét tit lan dau
cla tlr, cum tr phai duge dit trong ngodc don ngay sau tir, cum tir do;

- B cuc ctia vin ban do  Truong DHCT ban hanh dugc b trf céc thanh phan
thé thie vin ban theo Phu luc s6 I, miu trinh bay vin ban theo Phu luc s6 II ban hanh
hanh kém theo Quy dinh nay. Cudi noi dung vén ban cé ddu cham hét va chit ky nhdy
ctia nguoi soan thao.

8. Chuc vu, ho tén va chit ky cta ngudi c6 thim quyén

- Quyén han ctia ngudi ky duoc thyc hién nhu sau:

+ Truong hop ky thay thu truéng co quan, t6 chic thi phai ghi chir Vlet tat
“KT.” (ky thay) vao trudc chuc vy, sau d4u chdm “.” ¢6 déu cach. ThAm quyén dugc
ky thay vin ban 1a nguoi cAp phé clia nguoi ding dau co quan td chirc va duoc ghi
nhu sau:

KT. HIEU TRUONG KT. TRUONG KHOA
PHO HIEU TRUONG ~ PHO TRUONG KHOA

+ Truong hop van ban ky thira [énh thu truong co quan, t6 chuc thi phai ghi

chir viét tat “TL.” (thira 1énh) vao trudc chirc vu, sau dAu chiAm c6 diu cach, vi du:
TL. HIEU TRUONG
TRUONG PHONG KE HOACH - TH

+ Truong hop ky thira uy quyén thi phai ghi chit viét tit “TUQ.” (thira uy
quyen) vao trudce chir Hiéu truong, sau dau chidm c6 du cach. Ghi rd chiic danh, tén
don vi, tb chirc ciia ngudi ky thira ty quyén, vi du:

TUQ. HIEU 'I_‘RUONG
TRUONG PHONG TO CHUC CAN BQ

- Chtic vu cia nguoi ky

+ Chitc vu ghi trén vin ban ctia Truong DPHCT ban hanh la chitc danh chinh
thirc ctia ngudi ky. Vin ban do Hiéu trudng ky ban hanh ghi “Hiéu trudng”, van ban
ky thay ghi “Ph6 Hi€u truéng”, khong ghi lai tén Truong DHCT; trir cac védn ban lién
tich, van ban do hai hay nhiéu co quan, t6 chtrc ban hanh;
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HIEU TRUONG KT. HIEU TRUONG
PHO HIEU TRUONG
+ Chuc vu ghi trén vdn ban ky thira lénh Hi€u truong phai ghi diy du chuc
danh 14nh dao chinh thirc va tén don vi, tb chuc, vi du:
TL. HIEU TRUONG
TRUONG PHONG TAI VU
Truong hop can thiét (co van ban uy quyén), nguoi dugc ky thira 1énh van ban
hanh chinh ¢6 thé ty nhiém dé cip phé cta ngudi ding dau ky thay; chic vu ghi trén
van ban ky thay phai ghi ddy du chic danh lanh dao chinh thirc, khong ghi lai tén ctia
don vi td chuec, vi du:
TL. HIEU TRUONG
KT. TRUONG PHONG THANH TRA - PC
PHO TRUGNG PHONG

- Ho va tén ghi trén van ban bao gém: ho, tén dém (néu c6) va tén clia ngudi c6
thdm quyén ky, ban hanh vin ban. D4i v6i van ban hanh chinh do Truong DPHCT ban
hanh, truéc ho tén ctia ngudi ky, khong ghi hoc ham, hoc vi va cdc danh hiéu danh du
khac. Trong trudong hop can thiét khdc, vin ban c6 thé ghi thém hoc ham, hoc vi.

9. Noi nhéan
- Noi nhan pha1 ghi cu thé, chinh x4c tén tung co quan, td chirc, c4 nhan tai
phin “kinh glri” va phan “noi nhan” clia vin ban.

- “Noi nhan:” dugc trinh bay bing chit in thudng, nghiéneg, dam; sau déu
xudng hang, phia dudi la “- Nhu trén;” va tén cdc co quan, td chuc hoic don vi, ca
nhén c6 lién quan khac dé bdo cdo (dé blc); dé ph01 hop (dé p/h); dé thyuc hién (dé t/h);
dé Luu: VT, ...) va duoc in thuong, dung, khong didm; chit noi nhén dat ngang hang
véi chic vu cﬁa nguoi ky, ¢& chit 12, cac dong tiép theo nhu: Nhu trén, Lanh dao cic
don vi... co chit 11:

66,99

Noi nhin:
- Nhu trén;
- Lanh dao Bo (dé b/c);
- (Céc don vi) Vu ...; Cuc... (dé t/h);
- Luu: VT, PTCCB (don vi soan thao).

Piéu 8. Xir ly, phat hanh va thwc hién vin béan di

1. Vian ban cap don vi do Thu truong don vi ky, lay s6 va luu tai don vi. Van
ban cap Trudong do Ban Giédm hi€u (BGH) ky hodc uy quyén cho Thu truéng don vi
ky, 14y s6 ctia Truong va luu tai Phong Ké hoach - Tong hop (KHTH).

2. Don vi phat hanh vin ban ¢6 trach nhiém kiém tra hinh thic, thé thirc va k§
thuét trinh bay van ban trudc khi phat hanh va kiém tra viéc vin ban c6 dén ding noi
nhan khong va nhic nhé ¥ kién phan hoi (néu co).

3. B6i v6i cac van ban Iuu hanh ndi bd trong Trudng:

- Phét hanh chim nhét 13 mot ngay sau ngay ky va phai lay 56 vao s6 luu.

- Néu vin ban c6 néu 1én yéu cau thyc hién cong viéc, thi phai danh khoang
thoi gian hop 1y cho viéc thyc hién cong viéc, phai ghi r0 rang, cu thé cong viéc can
thyc hién va han cudi thyc hién cdng viéc.

- Céc don vi nhén vén ban c6 trach nhiém thyuc hién cdng viéc ding thoi gian
quy dinh trong van ban, néu c6 vén dé khé khin, bat hop 1y thi phai hdi bdo ngay cho
don vi phat hanh véan ban.

- Don vi phét hanh vin ban c6 nhiém vu kiém tra, dén d6c cdc don vi khic
trong viéc thuc hién vin ban.
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Piéu 9. Xit Iy viin ban, tai liéu dén

1. Vin ban, tai liéu dén tir cdc co quan bén ngoai Trudng:

- T4t ca van ban, tai liéu dén tir cic co quan ngoai Truong dugc luu tai phong
KHTH. Phong KHTH c6 nhiém vy nhén tit ca céc vin ban, tai liéu dén tir cdc co quan
bén ngoai, trir cic van ban goi truc tiép cho cd nhan, don vi.

- Vian ban dén tir bit ky ngudn nao déu phai duoc tip trung tai van thu Truong
DCHT, don vi dé lam thu tyc tiép nhén, ding ky. Nhiing van ban dén khong dugc dang
ky tai vén thu, cdc don vi, ¢4 nhén khong c6 trach nhiém giai quyét.

- Phong KHTH ¢6 nhiém vu trinh BGH giai quyét vin ban ngay trong ngay
nhan; sau khi trinh xin ¥ kién giai quyét cia BGH, Phong KHTH luu ban gdc va sao
gdi dén céc don vi lién quan.

- Vian ban, tai liu d&én phai dugc vao s6, xir 1y kip thoi va theo ddi chét ché
viéc thuc hién.

- Phai c6 ¥ kién hdi bdo, tra 10 kip thoi voi phia dbi tac.

- Pinh ky 14p danh muc vén ban, tai liéu da dugc xu ly; kiém tra viéc thuc hién
theo su chi dao cua lanh dao; phan loai luu trit van ban dé bao dam tinh lién tuc,
khong bi thét lac.

2. Vén ban, tai li¢u luu hanh trong ndi by Truong:

- C4c don vi trong Trudng phai lap S6 cong van dén va S6 cong van di. Pon
vi nhan van ban c6 trach nhiém ky nhan vao SO cong vin di clia don vi phit hanh cong
van; ddng thoi phai ghi vao S6 céng vin dén ctia don vi minh.

- Mdi don vi ¢6 trach nhiém phét hanh, chuyén, nhan céc loai cong van thude
linh vuc minh phu trach. Phong KHTH c¢6 trach nhiém phat hanh, chuyén, nhan vin
ban, tai liéu cuia BGH va nhiing cdng van thudc chirc ndng ciia minh.

Pidu 10. Quan Iy va sir dung con diu

1. Viéc quan ly con dAu va sir dung con dAu ctia Truong PHCT phai dugc thuc
hién theo diéu 25, diéu 26, Nghi dinh s6 110/2004/ND-CP; Nghi dinh s6 99/2016/ND-
CP ngay 01 thang 7 ndm 2016 cta Chinh phu vé& quan 1y va str dung con du va cic
quy dinh hién hanh vé bao quan, quan 1y, sir dung con dau cta phép luat.

2. Quan Iy con du

a) Phong K& hoach - TH c6 trach nhiém quéan 1y con dau ciia Truong DHCT.

b) Trudng phong Ké hoach - TH va cin bd vin thu duge giao quan 1y con dau
chiu trdch nhiém trudc phap luét viéc quan ly va st dung con dau.

3. Str dung con diu

a) D4i voi van ban phat hanh ra ngoai Truong thi, déng ddu Trudng trong cic
truong hop nhimg van ban d6 1a nhitng vén ban cap Truong va do BGH ky, hodc Thu
trudng cdc don vi chirc nang ky thira 1énh hodc thira iy quyén cua Hi€u trudng.

b) D6i v6i van ban luu hanh ndi bd trong Truong thi, déng dédu Truong nhing
van ban mang tinh phdp qui va céc loai thong tin, bdo cdo ban hanh rdng rii trong
pham vi toan Truong va phai do BGH ky hodc truéng don vi chirc ndng ky thira 1€nh
hoic thira iy quyén ctia Hiéu truong.

¢) DAu déng trén van ban phai chinh x4c, ding chiu, 5 rang va ding vi tri,
tram 1/3 dén 1/4 chit ky ¢ phia tri.

d) Khi déng diu céc ban phu luc kém theo, Vin thu déng dau vao géc trén bén
trdi cua phu luc va de 1én hang chit du trang tir 1/3 dén 1/4 duong kinh con dau (ddu
treo). Néu phu luc gdm nhiéu trang thi ngoai viéc déng dAu treo, phai déng dau gidp
lai cho ban phy luc dé.



d) Khi déng ddu nhitng vin ban, tai liéu khong bdo quan ban luu & van thu
(trudng hop déng dau cic hop dong, cic loai bién ban nghi€ém thu va cic loai gidy
chimg nhan...) thi cdn bd van thu phai 1ap s theo dbi riéng.

e) Nghiém cim viéc déng ddu khdng chi dbi voi tat ca cdc loai van ban.

Piéu 11. Thi tuc nhén va giai quyét cong viéc doi véi can bg, sinh vién
trong Truong va khach ngoal Truwong

1. Mbi don vi phai c6 so Nhat ky cong tac. S6 Nhat ky cong tac ghi chép tom
tt tAt ca cac don tir, cong van, tai lidu do khach géi dén dé giai quyét, cling nhu noi
dung bién phap xtr Iy cac don tir, cong van, tai liéu d6; cdc diém chinh trong noi dung
sinh hoat hing ngay ctia don vi; cic cudc t1ep xudc va lam viéc véi nguoi ngoai don vi
(thoi gian 1am viéc, dia diém lam vi€c, tinh chét, noi dung, két qua).

2. Don vi nhén giai quyét nhitng cdng viéc thudc pham vi chic ning ctia minh.
Néu khich dén giai quyet cong viéc, nhung khéng thuc hién ding trinh tu thu tuc, thi
don vi phai hudng dan cho khach biét dé thyc hién theo ding quy dinh chung. Néu
cong viée khach yéu cau giai quyét khong thudc pham vi chirc nang cta minh, thi don
vi phai huéng din khich dén don vi co thAm quyén giai quyét.

3. Don vi phai kiém tra s6 Nhat ky cong tac hang ngiy nhim bao dam viéc giai
quyét cong viéc ding thoi han, trdnh dé cong viéc tri tré.

4. C4n b, cong chirc, vién chirc, nguoi lao dong phai c6 thdi do hoa nha, tan
tinh trong quan hé cong téc.

Muc 2
THU TUC TRINH KY VAN BAN VA GIAI QUYET CONG VIEC

Piéu 12. Trinh k¥ vin ban

1. TAt ca cdc loai vin ban, tai liéu, van bang, chimg chi... trinh BGH ky phai
thong qua Phong KHTH. Trudng hop khén cip c6 thé trinh truc tiép cho BGH, nhung
phai c6 phiéu liét ké cc vin ban trinh ky dé luu tai Van phong BGH hodc Phong
KHTH.

2. Hiu trudng co thé uy quyén cho mot c4n b phu trach dudi minh mot cap ky
thira uy quyen moOt s6 van ban ma minh phai ky; viéc giao ky thira uy quyén phai duoc
quy dinh bing vin ban va £i61 han trong mot thoi gian nhét dinh; ngudi duoc uy
quyén khong dugc uy quyén lai cho ngudi khdc ky. Hi€u truong ¢6 thé giao cho
Trudng mot sd don vi chic nang ky thira Iénh mot so loai van ban; viéc giao ky thira
1énh phai dugc quy dinh cu thé bang vin ban.

3. C4c don vi nhén lai van ban da dugc BGH ky tai Phong KHTH.

4. Dbi voi céc van ban do BGH ky hodc Truong don vi chuc néng ky thira 1énh
hodc thura vy quyen ctia BGH, Phong KHTH c6 nhiém vu ghi s6 vin ban, déng diu va
luu mot ban. Mdi vin ban phai lam it nhit 02 ban chinh, trong d6 01 ban duoc luu tai
Phong KHTH.

5. Vén ban trinh ky phai dugc in 16 rang, chinh xdc va phai dugc Thu truong
don vi kiém tra trudc vé ndi dung 13n hinh thirc, dong thoi phai c6 chit ky tat cia Thi
trudng don vi trinh ky.

Piéu 13. Trinh ty giai quyét cong viéc
1. BGH Truorng xem xét, giai quyét cong viéc hang ngay trén co s& ho so clia
Phong KHTH tong hop tir cac don vi trong va ngoai Truong goi dén.
2. H so trinh giai quyét cong viéc gdm:
(1) Phiéu liét ké cong van hodc to trinh dé nghi gidi quyét cong viéc;



(2) Du thao vén ban trinh hodc xin y kién;
(3) Y kién gép ¥ cua cac don vi;

(4) K& hoach trién khai thuc hién;

(5) Céc tai liéu khéac ¢6 lién quan.

3. Céc don vi chuyén hd so trinh BGH dén Phong KHTH. Phong KHTH c6
nhlem vu kiém tra vé mat thu tuc, hinh thuc cta ho so, tai liéu gdi trinh, ky nhén, vao
sb cong van dén va trinh BGH giai quyet ngay trong ngay.

Trong trudng hop c6 sai sét ve hinh thirc hodc thyc hién khong ding trinh tu
thu tuc, thi Phong KHTH chuyén tra lai ngay cho don vi trinh va yéu cau hoan chinh
ho so.

Truong hop tAt ca thanh vién BGH déu di «cong tac, thi Phong KHTH phai
thong bdo lai voi don vi trinh; trong truong hop khan cap, Truéng Phong KHTH ban
bac voi Thu truong don vi lién quan tim giai phap giai quyét kip thoi va béo cdo lai
voi BGH vé cong viéc da giai quyét.

4. Trinh ty giai quyét cong viéc cia BGH cin cir vao tam quan trong va tinh
cp thiét cia van dé. Truong hop binh thuong, khong qud 3 ngay, ké tir ngay nhén ho
so do don vi trinh 1én, BGH ¢6 ¥ kién chi dao chinh thirc.

Chuong I X
CHE PO BAO CAO, THONG TIN

Piéu 14. Ché do thong tin noi bo

Thi truéng don vi ¢6 nhiém vu pho bién kip thoi chinh sach, phép luat ctia Nha
nuoc, quy dinh cia Truong lién quan chirc nang, nhiém vu don vi minh phuy trach dén
tat ca cn bo, cong chire trong don vi.

Cén b, cong churc trong Truong ¢6 trach nhi€ém tim hiéu chinh sach, phap luét
cia Nha nude, quy dinh cua Trudng lién quan chic nidng, nhiém vu minh dugc phén
cong.

Khi chuyén, nhan thong tin qua dién thoai can phai ghi lai 16 rang, cu thé noi
dung thong tin, tén don vi, tén nguoi chuyén va nhan thong tin, s6 dién thoai lién hé.
Phai biéu hién thai d6 hoa nha, lich su khi ndi chuyén qua dién thoai.

Piéu 15. Ché do bao cdo dinh ky

B4o cdo dinh ky 1a bdo cdo tudn thu theo quy dinh chung cua phép luit, cua
Nha truong duoc 1dp lai trong mot khoang thoi gian nhét dinh va theo mot trinh tu thu
tuc nhét dinh da dugc quy dinh.

Béo cdo dinh ky gom béo cdo hoat dong tai budi hop giao ban clia Truong
(séng thi hai, 02 tudn mot 14n), bio cdo thuc hién cdc chuong trinh hop tdc quoc té,
bdo cdo tong két cong tic nim hoc, bdo cdo cong tdc hang thang cho B9, bdo cdo
thong ké hang quy.

Céc béo céo dugc gdi vé Phong KHTH theo ding thoi gian da quy dinh ddi voi
mdi loai bdo c4o. Phong KHTH c¢6 nhiém vy tong hgp cdc bdo cdo do cic don vi goi
dén va trinh BGH.

Béo céo phai tap trung diing ndi dung can bdo cdo. Bdo cdo clia don vi ndo phai
ding Iinh vuc don vi dugc phén cong dam tréch va phai dam bao sy chinh xac cua béo
c40. Don vi phai chiu trach nhiém ddi v6i bdo cdo clia minh.

Piéu 16. Bio cao dot xuit

Bdo cdo khong dinh ky 1a bdo cdo dot xudt cAn duogc giai quyét hoac su chi dao
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dé giai quyét ngay nham dam bao tinh kip thoi cua vAn @& can duogc giai quyét; cac
béo cdo loai nay khong cn phai tuan thi quy dinh vé thoi gian béo cdo.

Piéu 17. Bio cao két qua cong viéc dwoge giao

Néu Thu trudng céc don vi, cdn by, cong chue, vién chic, nguoi lao dong
Truong dugc BGH cur tham du hop, hdi nghi, hoi thao hodc thyc hién cong tic dot
xuét nao d6, thi Thu trudng don vi, can bd, cdng chirc vién chirc, ngudi lao dong do
phai xin ¥ kién chi dao trudc va 6 trach nhiém bdo cdo voi BGH vé két qua cong viéc
duogc giao.

Piéu 18. Quan hé véi co quan thong tin dai ching

Phong Cong téc Chinh tri phdi hop voi Phong KHTH va cdc don vi trong
Trudng xay dung, duy tri va phét trién méi quan hé ot dep voi cdc co quan thong tin
dai ching.

Phong CTCT c6 nhiém vy thong tin voi cdc co quan thong tin dai ching nhing
chu truong vé gido duc, vé cdc van d& can phd bién rong rai trong cong ddng dan cu.

Déi v6i céc van dé do cdc co quan thong tin dai ching dat ra lién quan dén cac
linh vyc thudc don vi nao phu trach thi don vi d6 c6 trach nhiém bdo cdo BGH va dé
xudt cach giai quyét.

Phong CTCT va céc don vi ¢6 nhiém vy theo doi t1n tie lién quan dén Truong
duoc phd bién trén cac phuong tién thong tin; néu c6 vin dé anh huong khong t6t
hodc thong tin sai 1éch vé Truong thi bdo cdo ngay cho BGH d& c6 ¥ kién phan hoi.

Chuong IV
PIEU KHOAN CUOI CUNG

Pidu 19. Trong qud trinh thyc hién néu c6 gi vuéng méc, cdc don vi tong hop ¥
ki€n bang van ban g1 BGH.

Piéu 19. Thu trudong cac don vi trong pham vi nhiém vy, quyén han cua minh
cé trach nhiém kiém tra, chi dao thuc hién Quy ché nay./. Lam/

) HIEU TRUONG




SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN

Phu luc sé I

(Kém theo Quyét dinh s6 ...../QD-PHCT ngay thang .... ndm 2017 cua
Hiéu trudng Truong Pai hoc Can Tho)

Trén mot trang giéy kh6 A4: 210 mm x 297 mm

} 30-35 mi

20-25 |mm
2a 1
2b
3 4
5b Sa
10a 9a
10b
6
7a
9b
1 R ) 7c
7b
12
20-25| mm

15-20 | mm
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Ghi chu:
O sb
1
2a

2b

3
4
Sa
5b
6
7a,7b, 7c
TJa
7b
Tc
8
9a, 9b
Oa
9b
10a
10b
11
12

Thanh phin thé thirc vin ban
Qudc higu

Tén co quan B Gido duc va Pao tao (hodc Truong DPHCT néu Ia

van ban cap don vi)

Tén Truong DPHCT (hodc tén khoa, phong... néu 12 van ban cép

don vi)

Sé, ky hi€u cua vén ban

bia danh va ngay, thang, ndm ban hanh van ban

Tén loai va trich yéu ndi dung vin ban

Trich yéu ndi dung cdng vin hanh chinh

Noi dung van ban

Chure vy, ho va tén, chit ky clia nguoi 6 thim quyén
Chuc vy;

Ho va tén;

Chit ky

Déu ctia co quan, td chirc

Noi nhan ctia van ban

Kinh gtri

Noi nhén

DAu chi mtrc d6 mat

DAu chi mac d6 khan

Ky hiéu ngudi d4nh may va s6 lugng ban phat hanh
bia chi Truong PHCT (hoac don ,vi chu tri soan thao vin ban);
dia chi E-mail; dia chi Website; s0 dién thoai, s6 Fax

11



Phu luc s6 II

MAU TRINH BAY VAN BAN HANH CHINH

(Kem theo Quyét dinh s6 .../QD-PHCT ngay ...... thang .... nam 2017 cua

Mau s 1
Mau sb 2
Mau sb 3
Mau s6 4

Mau s 5

Mau so 6

Hiéu truéng Trudng Dai hoc Can Tho)

- Cong van hanh chinh

- Quyét dinh quy dinh truc tiép

- Quyét dinh ban hanh hozc phé duyét mot vin ban khac
- MAu quy ché, quy dinh (ban hanh kém theo quyét dinh)

- Mau vin ban khac (dugc ban hanh hogc phe duyét kem
theo quy¢t dinh)

- Céac hinh thirc vdn ban hanh chinh, khac nhu‘chi thi hanh
chinh, théng bdo, chuong trinh, ké hoach, dé¢ an, phuong
an, bao cao, to trinh v.v...
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Méu s6 1
BO GIAODUC VADAOTAO  CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HOC CAN THO Poc 1ap - Tw do - Hanh phiic
N — /PHCT-...(1).... Can Tho, ngay ........ thang ........ nam ......
VIV e, ) TSP
Kinh gui
S ¢ b ) JRUTUTT ,
............................................... (A) oot
............................................................................................................................... /
Noi nhn: HIEU TRUONG (5)
- Nhu trén; (ky, ghi ro ho tén, dong dau)

- Luu: VT, don vi soan thao.

Ghi chu:
(1) Chit viét t4t tén don vi soan thao hodc chu tri soan thio cong van.
(2) Trich yéu ndi dung cong van.

(3) Tén co quan, td chuc, c4 nhan c6 trach nhiém giai quyét cong viéc; cdc dia chi dé
biét, phdi hop, bdo cdo va luu ghi & myc "Noinhan".

(4) Noi dung cong van.

(5) Truong hop Phé Hiéu truong duoce giao ky thay Hi€u trudng thi ghi chit viét tat
“KT” vao trude chir “Hi€u truong”; truong hop ky thtra 1énh thi ghi chit viét tat “TL.”
(thira 1€nh); truong hop cdp phé ctia Thi trudng don vi soan théao dugc giao ky thay
thi ghi chit viét tat ,“KT” tI'l;I('YC chtrc danh cia Thu truéng don vi soan thao (chit in
hoa, c& chit tir 13 dén 14, ki€u chit dimg, dam).
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Mau 56 2
BO GIAO DUC VA PAO TAO  CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG PAI HQC CAN THO Poc lap - Tu do - Hanh phiic
Sé: ..../QD-PHCT Can Tho, ngay ........ thdng ........ nam ...
QUYET PINH
Ve VIEC ...ovevvveeiien, BN s e st s s moigssies

<
Pieu 1 3
1eU 1. e i | O S ———————
.................................................................................................................................
5
Dieé
LU so6 cvosiinsssnas s smms s s v soiwes 5156 6578 SRR4SE108 SHT6.6/61516 $16 167916 SI0TH STOTHD Gi0lo 8/02016 wieio]e & 3iate wiglslors wialoieie wiale's wiais
.................................................................................................................................
_ "
[ nhin: HI TRU' 4
Noi nhin.
( :
T eeesececesnnay

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

- Luu: VT, don vi soan thao.

Ghi chu:
(1) Trich yéu noi dung quyét dinh.
(2) Néu cdc cin cir tryc tiép dé ban hanh quyét dinh.
(3) Noi dung vén ban.

(4) Truong hop Phé Hi€u truong duoc giao ky thay Hiéu truéng thi ghi chit Vlet
tat “KT” vao trudc chit “Hi¢u trudng”; trudng hop ky thira 1énh thi ghi chir viét
tat “TL.” (thira 1énh); trudng hop ky thira uy quyén thi ghi chix viét tat “TUQ”
(thtra uy quyén” (chit in hoa, ¢ chit tir 13 dén 14, kiéu chir ding, dam).
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Mau so 3

BO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC CAN THO Péoc lap - Tw do - Hanh phic
S6: ... /QDb-DHCT Can Tho, ngay ....... thdang ...... nam ....(1)
QUYET PINH
Ban hanh ..sssssisssssas . S ——

HIEU TRUONG PAI HOC CAN THO

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

Piéu 1. Ban hanh kém theo Quyét dinh DAY ........ccoovvrrrrerennnn.
.......................................................... T ————
DHBU e oottt
Noi nhin: HIEU TRUONG (5)
" i e ? (ky, ghi 16 ho tén, déng dau)

- Luu: VT, don vi soan thao.

Ghi chu:

(1) Nam ban hanh.

(2) Tén cua ban quy ché (quy dinh) dugc ban hanh.
(3) Céac céan cur truc tiép dé ban hanh quyét dinh.
(4) Noi dung cua quyét dinh.

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

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

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

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

(5) Truong hop Pho Higu truong dugc giao ky thay Hi€u trudng thi ghi chit viét
tat “KT” vao trudc chit “Hiéu trudng”, bén dudi ghi chit “Phé Hiéu trudng”

(cht in hoa, c& chir tir 13 dén 14, kiéu chit ding, dam).
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Méu 56 4
BO GIAO DUC VADAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC CAN THO Poc lap - Ty do - Hanh phic
QUY CHE (QUY PINH)
.............................. (1) e,
(Ban hanh kém theo Quy¢t dinh s0 ............ /Qb-BHCT
ngay ... thang ... ndm 20... cia Hiéu truéng Truong Dai hoc Can Tho)
Chuong I
QUY DPINH CHUNG
DHEU L oottt et
Piéu
Chuong
DECU vevt oottt
Piéu
HIEU TRUONG (2)
(ky, ghi rd ho tén, déng dau)
Ghi chu:

(*) Mau nay 4p dung d01 voi quy ché, quy dinh dugc ban hanh kem theo quyét
dinh, bé cuc ¢6 thé bao gdm chuwong, muc, diéu, khoan, diém.

(1) Trich yéu ndi dung ctia ban quy ché (quy dinh).

(2) Trudng hop Pho Hi€u truong dugce giao ky thay Hi€u trudng thi ghi chiv Vlet
tat “KT” vao trude chit “Hi¢u trudng”; truong hop ky thira 1¢nh thi ghi chir viét
tat “TL.” (thtra lenh) truong hop ky thira uy quyén thi ghi chir viét tat “TUQ”
(thira uy quyén” (chit in hoa, c& chit tir 13 dén 14, kiéu chit ding, dam).
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Méu sé 5
BO GIAO DUC VA PAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC CAN THO Poc lap - Tw do - Hanh phic
TEN LOAI VAN BAN (1)
.............................. [0
(Ban hanh (phé duyét) kem theo Quyét dinh s0 ............ /Qb-.....
ngay ... thang ... nam 20... cua ........... )
............................................... ) TS UUUURTTUOY
.............................................................................................................................. /.
HIEU TRUONG (4)
Ghi chu:

(*) Mau nay ap dung dbi voi céc van ban duoc ban hanh hodc phé duyét kem
theo quyét dinh nhu chwong trinh, ké hoach, dé 4n, phuong 4n..

(1) Ghi tén loai van ban dugc ban hanh nhu chuong trinh, ke hoach, dé 4n,
phuong an..

(2) Trich yéu ndi dung van ban.

(3) Noi dung van ban.

(4) Ghi quyén han, churc vu cia nguoi ky nhu tai quyét dinh.
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Méu 56 6
BO GIAO DUC VADPAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC CAN THO Poc 1ap - Tw do - Hanh phiic
Sbi ........ /..(1).-DHCT Can Tho, ngay ........ thdng ....... nam ...
........................... (2 )5 isnie o sensiissinmus o
............................ (3 oot o101 o i 1 i s b o 18
.............................................. (A) e e
Noi nhin: HIEU TRUONG (5)
A——— : (Ky, ghi rd ho tén, déng dau)

- Luu: VT, don vi soan théo.

Ghi chu:

(*) Mau nay 4p dung chung d6i véi da s6 cac hinh thirc van ban hanh chinh c6
ghi tén loai cy thé nhu: chuong trinh, ké hoach, dé 4n, b4o cdo, to trinh v.v..

(1) Chir viét tit tén loai van ban.

(2) Tén loai van ban: thdong cdo, thong bdo, chuong trinh, ké hoach, dé 4n,
phuong an, bdo cdo, to trinh v.v...

(3) Trich yéu ndi dung van ban.

(4) N6i dung van ban.

(5) Truong hop Pho Hi¢u truong duoc giao ky thay Hi¢u trudng thi ghi chi v1et
tat “KT” vao trude chit “Hi¢u truong”; truong hop ky thira 1énh thi ghi chir viét
tat “TL.” (thira 1énh); truong hop cép pho cia Thu trudng don vi soan thdo duoc

giao ky thay thi ghi chiv viét tat “KT” trudc chire danh cia Tha truéng don vi
soan thao (chit in hoa, ¢& chit tir 13 dén 14, kiéu chit dung, dam).
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