v/

HUONG DAN THE THU'C VA KY THUAT TRINH BAY
VAN BAN HANH CHIiNH TAI VINUNI

VINUNIVERSITY
S6 hiéu van ban : VUNI.95
Ngay phéat hanh : 25/12/2024
Ngay hiéu luc : 25/12/2024
B phan ap dung : Cac bo phan, phong ban Truong Pai hoc VinUni
Muc do truy cép : No1 bo
Cap nhit thay ddi
Phién |Ngay phat| Ngay Phé duyét béi Miéu ta
ban hanh hi¢u luc
Phat trién: Vin phong Hoi dong trudong s 1A
1.0  |25/12/2024|25/12/2024| ThAm dinh: Chanh Vin phong, TP. Van hanh ggst hanh lan

Phé duyét: Chu tich Hoi dong truong




1. Muc dich va pham vi ap dung

1.1. Vin ban nay dua ra cac quy chudn thong nhét trong thé thirc va k§ thuat trinh bay vin ban
hanh chinh va ban sao vin ban ctia Truong Pai hoc VinUni. Cac van ban chuyén nganh, vin bang,
chtng chi duge thuc hién theo quy dinh riéng; dwoc ap dung dbi voi cac Vién dao tao, Phong ban
chirc nang, Trung tam thudc/tryc thuoc Truong Pai hoc VinUni (sau day goi chung la don vi).

1.2. Céac loai van ban hanh chinh bao gom céc loai van ban sau: Nghi quyét, quyet dinh, quy ché,
quy dinh, théng cdo, théng bao, huéng dan, chuong trinh, ké hoach, phuong an, dé 4 an, dy an, bao
cao, bién ban, to trinh, hop ddng, cong van, cong dién, ban ghi nhé, ban thoa thuan, gidy uy quyén,

gidy moi, gidy gidi thiéu...

2. So d0 bd tri cac thanh phin thé thirc viin ban hanh chinh

2.1 Vi tri trinh bay cac thanh phan thé thirc
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Thanh phin thé thirc viin ban

Qudc hiéu va Tiéu ngi

Tén co quan, t6 chirc ban hanh vin ban
Sé, ky hiu ctia van ban

Dia danh va thoi gian ban hanh van ban
Tén loai va trich yéu ndi dung vin ban
Trich yéu ndi dung cong van

Noi dung van ban

Chtic vy, ho tén va chit ky ciia ngudi ¢ tham quyén
Déu, Chir ky sb ctia co quan, to chirc
Noi nhan

Déu chi d6 mat

Déu chi mirc d6 khan

Chi dén vé pham vi luu hanh

Ky hiéu nguoi soan thao van ban va s lugng ban phat hanh

Dia chi co quan, t6 chure; thu dién tu; trang thong tin di¢n tu; s6 dién thoai;

sO Fax.

Chir ky s0 cua co quan, to chtic cho ban sao van ban sang dinh dang dién
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2.2 MAu chi va chi tiét trinh bay thé thirc viin ban hanh chinh!

Thanh phén thé thirc va chi Co ) Vi du minh hoa
STT . . Loai chir . Kiéu chir
tiét trinh bay chir’ Phong chir Times New Roman C& chir

1 | Quoc hiéu va Tiéu ngir

- Quéc hiéu Inhoa |[12-13| Dung, dam CONG HOA XA HQI CHU NGHIA VIET NAM 13
- Ti€u nglr In thuong | 13 - 14| Dung, ddm Poc 1ap - Tw do - Hanh phic 14
- Dong ké bén dudi
, Tén co quan, to chirc ban
hanh van ban
- Tén co quan, t6 chirc chu quan o o
» In hoa 12-13 Dung BO GIAO DUC VA bAO TAO 13
truc tiep
- Tén co quan, t6 chirc ban hanh ) . .
o Inhoa |12-13| DPung, dam TRUONG DAI HQC VINUNI 13
van ban
- Dong ké bén dudi
- 86 ctia van ban 14 s6 tht tw viin ban do don vi ban hanh
trong mot nam dugc dang ky tai B phan Van thu — Phong
3 |Sb, ky hiéu ciia vin ban In thuong 13 Dung Van hanh VinUni. 13

- Ky hi€u ctia van ban c6 tén loai bao gobm chir viét tat tén

loai van ban theo bang chir viét tat tén loai van ban va chir

! Tham khao hudng dan cua Nghi dinh 30/2020/Nb-CP vé cong tac van thu va Quy ché cong tac van thu, luu trit ctia B Gido duc va Pao tao (theo
Quyét dinh s6 3666/QD-BGDPT ngay 08 thang 11 nam 2023 ctia Bo truong Bo Gido duc va Pao tao).

2 C§ chit trong cting mdt vin ban ting, giam phai thong nhat, vi du: Qudc hidu ¢& chir 13, Tiéu ngir ¢ chir 14, dia danh va ngay, thang, nim vin ban ¢
chir 14 hodc Qudc hiéu ¢ chir 12, Tiéu ngit ¢& chit 13, dia danh va ngay, thang, nim vin ban c& chit 13.



viét tit tén don vi ban hanh vin ban
Vi du:
S6: 15/2024/QD-VUNI

Dia danh va thoi gian ban hanh

Luu ¥: Thoi gian ban hanh vin ban phai dwoc viét day du;
céac sb chi ngay, thang, ndm ding chit sé A-rap; dbi voi

nhimg sb chi ngay nho hon 10 va thang 1,2 phai ghi thém s6

v bin In thuong | 13- 14| Nghiéng 0 ¢ trude. 14
Vidu:
Ha Noi, ngay 05 thang 01 nam 2020
Tén loai va trich yéu ndi
dung van ban
Dbi véi van ban c6 tén loai
- Tén loai van ban Inhoa |13-14| DPung, dam QUYET PINH 14
- Trich yéu ndi dung In thuong | 13 - 14| Dung, dam Vé viéc ban hanh ....... 14
- Dong ké bén dudi
- Sau mdi cin ctr phai xudng dong, cudi dong c6 dau
cham phay (;); dong cudi ciing két thiic bimg ddu chim
- Cén cu van ban Nghiéng ().
In thuong |13 - 14 Vi du: 13-14
Can .Cli’ ............................. ;
Can Cll........oouveeeeeeeaaaann. ;
Theo dé nghi ctia ...............ocooe.......

Do6i véi cong van




Trich yéu noi dung In thuong |12 - 13 Dung V/v dong ¥ cir PGS.TS Nguyén Vin A tham gia ... 12
N¢i dung van ban In thuong |13 - 14 Ding 14
Bé cuc cua ndi dung van ban

Gom phﬁn, chuong, muc, tiéu

muc, diéu, khoan, diém

- Tt “Phén”, “Chuong” va s th S

s cia phin, chuong In thuong | 13 - 14| DPung, dam Phan I Chuong I 14
- Tiéu dé cia phan, chuong Inhoa |[13-14| Pimg,dam | QUY PINH CHUNG QUY PINH CHUNG 14
- Tr “Muyc” va s6 thir tu In thuong | 13 - 14| Pung, dam Muc 1 14
- Tiéu dé ctia muc Inhoa |13-14| bung, dam QUAN LY VAN BAN 14
- Tir “Tiéu muc” va sb thr tur In thuong | 13 - 14| Ping, ddm Tiéu muc 1 14
- Tiéu dé cua tiéu muc Inhoa |13-14| bung, dam QUAN LY VAN BAN PI 14
- Piéu In thuong | 13 - 14| Dung, ddm Pic¢u 1. Bin sao viin bin 14
- Khoan In thuong |13 - 14 Dung 1. Céac hinh thtrc... 14
- Piém In thuong |13 - 14 Pung a) Bdi véi.... 14
GOm phﬁn, muc, khoan, diém

- Tr “Phan” va s6 thir ty In thuong | 13 - 14| Pung, ddm Phén I 14
- Tiéu dé ctia phan Inhoa |13-14| Pung, dim QUYEN LOI VA TRACH NHIEM... 14
-S6 thir ty vatiéu dé ciamuc | Inhoa |13 -14| Pung, dam |I. QUYEN LOI 14
- Khoan:

Truong hop cé tiéu dé In thuong |13 - 14| Dung, ddm |1. Pham vi va doi twong ap dung 14
Trudng hop khong c6 tiéu @& | In thuong | 13 - 14 Pung 1. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay... 14




- Piém In thuong |13 - 14 Pung  |a) Dbi voi.... 14
Chire vy, ho tén ctiia nguoi cé
thAm quyén
- Trudng hop ky thay mat tap thé thi phai ghi chir viét
tat “TM.” vao trude tén tap thé 1anh dao hodc tén don vi.
Vi du:
TM. HQI PONG TUYEN SINH PAI HQC
CHU TICH
TM. HQI PONG TRUONG
CHU TICH
- Trudng hop duge giao quyén cip truong thi phai ghi
chir viét tit “Q.” vao trude chirc vu ciia nguoi dung dau.
- Quyén han cta nguoi ky Inhoa |13-14| Dung, dam |Vi du: 14

Q. PHO HIEU TRUONG

Q. PHO VIEN TRUONG
- Trudng hop ky thay nguoi ding dau don vi thi phai
ohi chir viét tat “KT.” vao trudc chirc vu ciia ngudi dimg
dau. Truong hop cép phéd duge giao phu trach hoic didu
hanh thi thuc hién ky nhu cip pho ky thay cap truong.
Vi du:

KT. VIEN TRUONG
PHO VIEN TRUONG




KT. HIEU TRUONG

PHO HIEU TRUONG
- Truong hop ky thira 1énh thi phai ghi chir viét tat
“TL.” vao trudc chirc vu ctia ngudi ding dau don vi.

Vi du:

TL. CHU TICH TRUONG
CHANH VAN PHONG
- Truong hop ky thira iy quyén thi phai ghi chir viét tat
“TUQ.” vao trude chirc vu ctia ngudi dimg dau don vi.

Vi du:

TUQ. CHU TICH TRUONG
PHO HIEU TRUONG

- Ghi chure vu 1anh dao chinh thirc cia nguoi ky van

ban; chi ghi chirc vu nhu Hi¢u trudng, Pho Hi¢u trudng,

- Chire vy cia nguot ky fivhoa 113 - 14] Dimg, dam Giam ddc, Truong phong ...; khong ghi “thuong truc”, ke
“phu trach”.
- Gém ho, tén dém (néu c6) va tén cua nguoi ky van ban

- Ho tén ctia nguoi ky In thwong | 13 - 14 | Dung, ddm |- Trudc ho tén cta ngudi ky khong ghi hoc ham, hoc vi 14
va cac danh hiéu danh du khac.

Noi nhan

Tu “Kinh giri” va tén co quan, | In thuong | 13 -14 Ding 14




t0 chirc, ca nhan nhan van ban

- Gui mot noi Kinh gtri: BO Gido dyc va Pao tao 14
Kinh guri:
- Guri nhiéu noi - B Gi4o duc va Dao tao; 14
-Bo Y té;
" Tt “Noi nhan” va tén co quan,
t6 chirc, c4 nhan nhan vian ban
- T “Noi nhan” In thuong 12 |[Nghiéng, dam| Noi nhdin: 12
- Tén co quan, to chiic, ca - Nhur trén;
In thuong 11 Pung e, ; 11
nhan nhan van ban - Luu: VT. BT,
9 |Phu luc van ban
- Tir “Phu luc” va s6 thir tu
In thuong 14 Ding, dam Phu lucl 14
ctua phu luc
- Tiéu dé cua phu luc Inhoa |13-14| bung, dam BANG CHU VIET TAT 14
10 |Déu chi mirc dd khan Inhoa |[13-14| Pimg, ddm || HOA TOC THUQNG KHAN KHAN 13
Ky hi¢u nguoi soan thao
11 |vin ban va s lwgng bin In thuong | 11 Pung PL.(300) 11
phat hanh
DPia chi co quan, t6 chirc; .
L PPN
12 | thw dién tir; trang thong tin | In thuong | 11 -12 DPung 11
Pl Faxioooooo

dién tir; so dién thoai; so




Fax E-Mail: ...ooooiieinn. , WebSIte: oo,
13 |Chi dan vé pham vi luu hanh Inhoa |13-14| Dblng, dam XEM XONG TRA LAI LUU HANH NOI BQ 13
14 |S trang Inthuong |13 -14| Dung 2,7,13 14

(*) C& chir trong cing mot vin ban ting, giam phai théng nhit, vi du: Qudc hiéu c& chir 13, Tiéu ngir ¢& chir 14, dia danh va ngay,

thang, nim vin ban ¢ chir 14 hoic Qudc hiéu ¢ chir 12, Tiéu ngir ¢& chir 13, dia danh va ngay, thing, nim vin ban ¢ chir 13.




3. Bang chir viét tit tén loai vin ban

STT Té’n loai van ban hanh chinh Chir viét tit
1 | Nghi quyét (ca biét) NQ
2 | Quyét dinh (c4 biét) Qb
3 | Quy ché QC
4 | Théng bao B
5 | Huéng dan HD
6 | Chuong trinh CTr
7 | Ké hoach KH
8 | Bao cao BC
9 | Dé 4n DA

10 | Dy an DA
11 | Bién ban BB
12 | To trinh TTr
13 | Hop dong HD
14 | Ban ghi nho BGN
15 | Ban thoa thuan BTT
16 | Gidy uy quyén GUQ
17 | Gidy moi GM
18 | Giay gioi thiéu GGT
19 | Bansaoy SY
20 | Ban trich sao TrS
21 | Ban sao luc SL




) Phy luc |
MAU TRINH BAY VAN BAN HANH CHINH

Mau 1: Quyét dinh (ca biét)

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC VINUNI Poc lap - Tu do - Hanh phic

S6:  /QD-VUNI Ha Ngi, ngay ... thang ... nam ...

HIEU TRUONG TRUONG PAI HQC VINUNI

COM CUE oo e e e e e e et e e e e e e e e e e e e e et e e ey

(00777 e T PP UP PP
Theo @6 NGHT CU .. ... oo ce e oo e et e et e e e e e e e e
QUYET PINH:

HIEU TRUONG

(Chit ky cia nguoi co tham quyén,
dau/chit ky)

Ho va tén

Ghi cha:

1 Trich yéu ndi dung quyét dinh.

2 Céc can cir dé ban hanh quyét dinh.
3 No6i dung quyét dinh.

4 Chir viét tat tén don vi soan thao (néu can).



MAu 2: Quyét dinh ban hanh hay phé duyét mét vin ban khéc

BO GIAO DUC VA BPAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC VINUNI Poc 1ap - Tw do - Hanh phic

S6:  /QDP-VUNI Ha Ngi, ngay ... théng ... nam ...

QUYET PINH
Ban hanh (Phé duyét) .......... L eeeeeeeennes

HIEU TRUONG TRUONG PAI HQOC VINUNI
COM CUE oo e e e e e e e e e e e e e e e e e et e ety
77 Y SR
Theo dé MR CUG ... ....c..oe oo e oo et e oot e
QUYET PINH:

Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh ndy..............ccceeeeenn.

HIEU TRUONG

(Chit ky cua nguoi c6 tham quyén,
dau/chir ky)

Noi nhan:
- Nhu Piéu....;

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

Ho va tén

Ghi chu:
1 Trich yéu ndi dung quyét dinh.
2 Céc can cir dé ban hanh quyét dinh.

3 Chix viét tat tén don vi soan thao(néu can).



M4u 3: Vin ban (dwoc ban hanh, phé duyét kém theo quyét dinh)

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQOC VINUNI Poc 1ap - Tw do - Hanh phic
TEN LOAI VAN BAN
.............. 1............
(Kém theo Quyét dinh so ...../OP-VUNI ngay ... thing ... ndm ... cia Hiéu truéng Triwong Pai
hoc VinUni )?
......... 3' IR RN R NNY)

DIRU L oo

DHCU ...,

DHCU .. oo

.................................................................................................. /.

Ghi cha:
! Trich yéu ndi dung cua vin ban.
284, thoi gian ban hanh ctua Quyét dinh.

3 No6i dung vin ban.



MAu 4: Vin ban c6 tén loai (Bao cdo, Pé an, To trinh)

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQOC VINUNI Doc lap - Tw do - Hanh phic
S6:  /QD-VUNI Ha Ngi, ngay ... thang ... nam ...
TEN LOAI VAN BAN
AVLR 1 2 reeeerreeaeae e
---------------------------------------------- 3--.--.--.--..--.-..--.--.--.-..--.--.--.-..--.--..
................................................................................................ /.
HIEU TRUONG
Noi nhin: N~ N A
- Nhu Didu....; (Chit ky cua nguoi c6 tham quyén,
SRR ; dau/chit ky)
-Luu: VT, ...A.. Ho va tén

Ghi cha:

1 Chir viét tat tén loai van ban.
2 Trich yéu ndi dung vin ban.
3 Noi dung vin ban.

4 Chir viét tit tén don vi soan thdo(néu can).



M4iu 5: Cong vin

BO GIAO DUC VA BPAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQOC VINUNI Poc 1ap - Tw do - Hanh phic
Sb: /CV-VUNI Ha Ngi, ngay ... thang ... nam ...
Viv....... 2
Kinh gui:
---------------------------------------------- 3--.--.--.--..-..--.-..-...-..-.-.....-..-.....-..-.-
................................................................................................ /.
HIEU TRUONG

Noi nhdn:

(Chit ky ciia nguoi c6 tham quyén,

- Nhu trén; ;
dau/chir ky)

Ho va tén

Ghi chu:

1 Chir viét tat tén don vi soan thao cong van.
2 Trich yéu ndi dung cong van.

3 Noi dung cong vin.

4 Chir viét tit tén don vi soan thao(néu can).

® Pia chi co quan; thu dién tir; trang thong tin dién tir; sb dién thoai; s6 Fax (néu can).



Mau 6: Nghi quyét

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQOC VINUNI Poc lap - Tw do - Hanh phuc
S6:  /NQ-HPT Ha Nogi, ngay ...... thang .... nam ....
~ NGHI QUYET
Ve ViCoururenrnrnnnns e,

CHU TICH HQI PONG TRUONG DPAI HOC VINUNI

I CUE. .o e e e e ;
T CU oo et :

QUYET NGHI:

2

A
TM. HQI PONG TRUONG
Noi nhin: 5
RETITTPPII % (Chit ky cia nguoi c6 tham quyén,
'Llru: VT, cee wun ddu/chl}'k)})

Ho va tén

Ghi cha:

1 Trich yéu noi dung Nghi quyét.

2N6i dung Nghi quyét.

3 Chit viét tit tén don vi soan thao van ban va sb luong ban luu (néu cﬁn)
4Ky hiéu ngudi soan thao vin ban va sé lugng ban phat hanh (néu cin)



MAu 7: Gidy giéi thiéu

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC VINUNI Doc 1ap - Tw do - Hanh phic
Sb: /GGT-...1.... Ha Noi, ngay ...... thang .... nam ....
GIAY GIOI THIEU
..... 2........ trn trong gi6i thiéu:

ONG (DA).....vvrreeeeeeeeee e, B s

(011 (o7 LRSS

PUGC CU GEN:eeeeeeeeeeeeeeee ettt

NV . ettt ettt e e en e

bé nghi Quy co quan tao diéu kién dé ong (ba) co tén ¢ trén hoan thanh nhiém vu.

Gidy ndy c6 gid tri G8N D8t NEAY.......o.ovieeeeieeeeeeeeeeeeeeeeeeee e /.
HIEU TRUONG
Noi nhan: . .
- Nhuntréerl]’f (Chit ky cua nguoi c6 tham quyén,
- ; dau/chit ky)

Ho va tén

Ghi chu:

1 Chir viét tit tén co quan, t6 chirc ban hanh vén ban.

2Tén co quan, t chirc ban hanh vin ban (cip gidy gidi thiéu).
4Ho va tén, chirc vu va don vi cong tac clia ngudi duoc gidi thidu.

5Tén co quan, t6 chirc duoc gidi thidu téi lam viéc.



Mau 8: Té trinh (trinh phé duyét ndi bo)

TO TRINH
Kinh giri:
Nguwoi trinh:
Ngay:
Vé viée:
Lan trinh thi:
Loai to trinh: Lin dau/Bé sung thong tin/Piéu chinh thong tin
Thaoi gian luu triv To trinh: 05 nam (sau khi hoan thanh cong viéc)
Néi dung cong viée cin xin PD/TD: [Tén don vi] trinh [Tén chirc danh PD/TD] dé xuét [N6i dung
deé xuét], cu thé:
Noi dung 1...
Noi dung 2...
Noi dung cin luwu y: Chi tiét d& xudt va giai trinh 1y do dé xuat, luu ¥ c4c phu luc dinh kém (néu
cd):
Y kién/thadm dinh cta cac Ban/Phong c6 lién quan: N§i dung dé xuét da duoc tham dinh,
théng qua badi [ghi 1 CBLD/Phong ban].

Ngay ... thdng ... nam 2024
Nguoi trinh Ky tén: ...

Ngay ... thdng ... nam 20...
CBLD Phé duyét/Tham dinh ky tén: ...


https://thuviendethi.com/bai-thuc-hanh-dinh-dang-font-drop-cap-paragraph-2995/
https://thuviendethi.com/bai-thuc-hanh-dinh-dang-font-drop-cap-paragraph-2995/

