_ BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAl HOC CONG NGHIEP Péc 1ap - Tw do - Hanh phiic
THANH PHO HO CHi MINH

QUY DINH
Vé thé thire, k¥ thuét trinh bay va miu cac loai vin bén
ciaa Truong Dai hoc Cong nghiép thanh ph6 H6 Chi Minh
(Ban hanh kem theo Quyét dinh so: 436 /OP-DHCN ngay 06 thang 6 nam 2012
ciia Hiéu truong Trieong Pai hoc Cong nghiép Tp.H6 Chi Minh)

N Chuong I
NHUNG QUY DINH CHUNG

Piéu 1. Pham vi va déi twong ap dung

1. Quy dinh nay quy dinh vé thé thirc va k¥ thuat trinh bay vin ban cia
Trudong Pai hoc Cong nghiép thanh phé H6 Chi Minh d6i véi van ban hanh chinh
va ban sao van ban. Cac van ban chuyén nganh, gidy phép duoc thuc hién theo
quy dinh riéng.

2. Quy dinh nay ap dung ddi véi cac co s0, don vi (tu day goi tat 1a don vi)
thudc Truong Pai hoc Cong nghiép thanh pho H6 Chi Minh.

Dieu 2. Phan loai van ban

Cac van ban hinh thanh trong qua trinh hoat dong cua Truong Dai hoc Cong
nghiép thanh pho H6 Chi Minh va cac don vi bao gom:

1. Van ban hanh chinh gom: Bao cao, bién ban, chuong trinh, cong van
hanh chinh, dé an, gidy bién nhan ho 50, gidy chu’ng nhén cho can bd giao vién,
gidy ching nhén cho sinh vién, gidy di duong, gidy gioi thitu, gidy moi, g1ay
nghi phép, gidy iy nhiém, ké hoach, phiéu chuyén, phiéu giri, phwong an, quyét
dinh, thong bao, to trinh.

2. Ban sao van ban gdm: ban sao y ban chinh, ban trich sao va ban sao luc.
Diéu 3. The thirc van ban

Thé thie van ban 1a tp hop cac thanh phan ciu thanh vin ban, bao gdm
nhitng thanh phan chung ap dung ddi vdi cac loai van ban va cac thanh phan bb
sung trong nhimg truong hop cu thé hodc ddi véi mot sd loai vin ban nhat dinh
theo quy dinh tai Thong tu s6 25/2011/TT-BTP ngay 27 thang 12 nam 2011 cua
Bo Tu phap hudng dan vé thé thirc va k¥ thuat trinh bay vin ban va Quy dinh
nay.

Piéu 4. K§ thuit trinh bay viin bin

K¥ thuat trinh bay vin ban quy dinh tai Quy dinh ndy bao gdm kho gidy,
kiéu trinh bay, dinh 1€ trang van ban, vi tri trinh bay céc thanh phan thé thuc,
phong chir, cd chir, ki€u chir va céc chi tiét trinh bay khéc, duoc ap dung doi voi
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van ban dugc soan thao trén may vi tinh st dung chuong trinh soan thdo van ban
(nhu Microsoft Word for Windows) va in ra gidy; c6 thé ap dung dbi voi vin
ban duoc soan thao bang cac phuong phap hay phuong tién k§ thuat khac hodc
d6i v6i van ban dugc 1am trén gidy mau in sin; khong ap dung dbi v6i van ban
duogc in thanh sach, in trén béo, tap chi va cac loai 4n pham khac.

Piéu 5. Phong chir trong vin ban

Phong chit str dung dé trinh bay van ban phai 1a cic phong chir tiéng Viét
v6i kiéu chit chan phuong, bao dam tinh trang trong, nghiém tac ctia vin ban, sir
dung cac phong chir ctia bd mi ky tu chit Viét (phong chit tiéng Viét Unicode)
theo Tiéu chuan Viét Nam TCVN 6909:2001.

Chuong I1
THE THUC VAN BAN
Diéu 6. Quéc hiéu

Quéc hiéu ghi trén vin ban bao gom 2 dong chit: “Cong hoa xa hoi chu
nghia Vi¢t Nam” va “Ddc 1ap - Ty do - Hanh phuc”.

Dieu 7. Tén co quan, don vi ban hanh van ban

Tén co quan, don vi ban hanh vin ban bao gdm tén cua co quan, don vi ban
hanh vin ban va tén cta co quan, don vi cha quan cap trén truc tiép (néu cd) cin
ctr quy dinh ctia phap ludt hodc can ctr van ban thanh 13p, quy dinh t6 chirc bo
may clia co quan c6 thim quyeén.

Tén cta co quan, don vi ban hanh vin ban phai duoc ghi ddy du theo tén goi
chinh thirc can ¢t van ban thanh 1ap, quy dinh t6 chitc bd may, phé chuan, cap
gidy phép hoat dong hodc cong nhan tu cach phap nhin cia co quan, don vi c6
tham quyén.

Vi du:

BO CONG THUONG
TRUONG PAI HQC CONG NGHIEP
THANH PHO HO CHi MINH

Tén cta co quan, don vi chi quan cip trén truc tiép co thé viét tit nhimg
cum tr thong dung nhu Viét Nam (VN), Uy ban nhan dan (UBND), Hoi dong
nhan dan (HDND), hodc tén quéa dai nhu Truong Dai hoc Cong nghiép thanh phd
H6 Chi Minh (Trudng DH Cong nghiép Tp. HCM), .v.v...

Vidu:

TRUONG DH CONG NGHIEP TP. HCM
PHONG TO CHUC - HANH CHINH



Dieu 8. So, ky hi¢u cta van ban
S6, ky hi¢u ctia van ban dugc sap x€p theo thtr ty nhu sau: s6 thir ty cua
van ban/ky hi€u cua van ban va dugc viét lién nhau, khong cach chir.

Sb cuia van ban hanh chinh 1a s6 thir tr ding ky van ban do don vi ban hanh
trong mot ndm. Tuy theo tong sé vin ban va sd luong mdi loai van ban hanh
chinh dugc ban hanh, cac don vi quy dinh cu thé viée dang ky va danh s6 van
ban. S6 cta vin ban dugc ghi bang chit sé A-rap, bat dau tir s6 01 vao ngay dau
nam va két thiic vao ngay 31 thang 12 hang nam.

Ky hi¢u cta van ban hanh chinh:

- Ky hiéu cua quyét dinh, chi thi va cua cac hinh thirc van ban c6 tén loai
khac bao gdm chir viét tit tén loai vin ban theo Bang chir viét tit tén loai vin
ban va ban sao kém theo Quy dinh nay (Phu luc 1) va chi viét tat tén don vi ban
hanh van ban.

Vi du: Quyét dinh cua Hiéu truong Truong PH Cong nghiép thanh phd HO
Chi Minh c6 ky hiéu nhu sau:

Sb: ......../Qb-BPHCN

- Ky hiéu cua cong vin bao gém chir viét tit tén don vi ban hanh cong vin
va chit viét tit tén don vi soan thao hodc chu tri soan thao cong van do (néu co).
Chir viét tat tén don vi soan thao hodc chi tri soan thao cong vin cta Truong
DPH Cong nghiép thanh phé H6 Chi Minh theo Phy luc 1.

Vi du: Cong van cia Trudng PH Cong nghiép thanh phd H6 Chi Minh do
Phong T6 chtrc - Hanh chinh soan thdo ¢6 ky hiéu nhu sau:

Y FR— /DHCN-TCHC
Piéu 9. Pia danh va ngay, thing, nim ban hanh vin ban

1. Dia danh ghi trén van ban la té€n goi chinh thirc cua tinh, thanh phé truc
thudc trung wong, noi don vi dong tru sé; ddi vai nhirng don vi hanh chinh dugc
dat tén theo tén ngudi hodc bang chit s6 thi phai ghi tén goi day du cua don vi
hanh chinh d6, cu thé nhu sau:

- Pia danh ghi trén vin ban ctia cac don vi tai thanh phé HO Chi Minh: Tp.
Ho Chi Minh.

- B61 vai cac tinh: 1a tén cua thi xa, thanh pho thudc tinh hodc cua huyén,
noi don vi dong tru s&, vi du:

Vin ban ciia co s& Pong Nai (c6 tru so tai thanh phd Bién Hoa, tinh Pong
Nai): Tp. Bién Hoa, cta co s Thai Binh (c6 tru sé tai thanh phd Théi Binh, tinh
Thai Binh): Tp. Thai Binh,; cua co s& Thanh Hoéa (c6 tru sé tai huyén Quang
Xuong, tinh Thanh Hoa): Qudang Xuong; cua co s¢ Quang Ngai (co tru sé tai
thanh phd Quang Ngii, tinh Quang Ngii): Tp. Qudng Ngdi.
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2. Ngay, thang, ndm ban hanh van bén:

Ngay, thang, nam ban hanh van ban quy pham phap luat va ban hanh van
ban hanh chinh la ngay, thang, nam van ban dugc ky ban hanh.

Ngay, thang, ndm ban hanh van ban phai dugc viét day du ngay ... thang ...
nam ...; cac s chi ngay, thang, nam dung chir s6 A-rap; d6i v6i nhimg s chi
ngay nho hon 10 va thang 1, 2 phai ghi thém sb 0 & trudc.

Dieu 10. Tén loai va trich yéu ndi dung cia van ban

1. Tén loai van ban la tén cua tung loai van ban do don vi ban hanh (Phu
luc 1). Khi ban hanh van ban hanh chinh, déu phai ghi tén loai, trir cong van
hanh chinh.

2. Trich yéu nodi dung cta vin ban 1a mot cdu ngin gon hodc mot cum tir,
phan anh khai quat ndé1 dung chu y€u cia van ban.

Piéu 11. N§i dung vin ban

1. N6i dung van ban

Noi dung vin ban 1a thanh phan chu yéu ctiia mot vin ban, trong d6 cac quy
dinh, chi thi, yéu cau dugc dat ra; cac van dé€, su viéc dugc trinh bay.

Noi dung vin ban phai bao dam nhiing yéu cau co ban sau:

- Phu hgp véi hinh thirc van ban duoc st dung;

- Phu hop véi dudng 16i, cha truong, chinh sach cua Pang; phu hop voi
quy dinh cua phap luat; phu hop voi cac quy dinh, quy ché cia Bo Cong Thuong
va cua Truong PH Cong nghi¢p thanh phd H6 Chi Minh;

- Cac quy dinh hay cac van dé, su viéc phai duogc trinh bay ngin gon, 13
rang, chinh x4c;

- Str dung ngon ngir viét, cach dién dat don gian, dé hiéu;

- Dung tir ngir phd thong; khong dung tur ngtr dia phuong va tir nglr nude
ngoa1 néu khong thuc su can thiét. Poi véi thuat ngit chuyén mon can xac dinh
0 ndi dung thi phai dugc giai thich trong van ban;

- Khong viét tat nhimg tir, cum tu khong thong dung. D01 v6i nhiing tu,
cum tr dugc su dung nhiéu lan trong van ban thi c6 thé viét tit nhung cac chir
viét tit 1an dau cua tir, cum tir phai dugc dat trong ngoac don ngay sau tur, cum
tur do;

- Viéc viét hoa dugc thuc hién theo quy tac chinh ta tiéng Viét;

- Khi vién dén lan dﬁu van ban co lién quan, phai ghi day du tén loai, trich
yéu noi dung van ban; s6, ky hiéu van ban; ngdy, thang, nim ban hanh vin ban
va tén co quan, to chtrc ban hanh van ban (tru truong hop 601 voi luat va phap

1énh); trong cac lan vién dan tiép theo, c6 thé ghi tén loai va s, ky hiéu cta vin
ban do.



2. B0 cuc cua van ban

Tuy theo thé loai va ndi dung, van ban c thé co phan can ct phap ly dé
ban hanh, phin mo dau va c6 thé dugce bd cuc theo phan, chuong, muc, diéu,
khoan, diém hodc dugc phan chia thanh cac phan, myc tir 1én dén nho theo mot
trinh ty nhat dinh.

Vin ban hanh chinh ¢6 thé dugce bd cuc nhu sau:
- Quyét dinh: theo diéu, khoan, diém;

Cac quy ché (quy dinh, diéu 18) ban hanh kém theo quyét dinh: theo
chuong, muc, diéu, khoan, diém;

- Chi thi: theo khoan, diém;

- Cac hinh thtrc van ban hanh chinh khac: theo phan, muc, khoan, diém.
Piéu 12. Chitc vu, ho tén va chir ky ciia ngudi c6 thim quyén

1. Viéc ghi quyén han ctia nguoi ky dugc thuc hién nhu sau:

- Trudng hop ky thay mit tap thé thi phai ghi chit viét tat “TM.” (thay mit)
vao trudc tén tap thé 1anh dao hodc tén don vi;

- Truong hop ky thay ngudi dimg dau don vi thi phai ghi chit viét tat “KT.”
(ky thay) vao trudc chuc vu cia nguoi ding dau;

- Truong hop ky thira 1énh thi phai ghi chit viét tat “TL.” (thira 1énh) vao
trude chue vu ctia nguoi dung dau don vi;

_- Truong hop ky thira uy quyén thi phai ghi chi¥ viét tat “TUQ.” (thira uy
quyén) vao trudc chiic vu cua nguoi dung dau don vi.

2. Chtrc vu cia nguoi ky

Chtrc vu ghi trén van ban 1a chirc danh lanh dao chinh thuc cua nguoi ky
van ban trong don vi; chi ghi chitc danh nhu Hi¢u truong, Q. Hi€u trudng
(Quyén Hiéu truong), Pho hiéu truong, Truong phong, Pho trudng phong,
Trudng khoa, Pho trudng khoa, Vién truong, Phd Vién truong, Gidm ddc, Pho
Giam ddc, .v.v..., khong ghi lai tén don vi, trir cic van ban lién tich, van ban do
hai hay nh1eu don vi ban hanh, vin ban ky thira 1énh, thira uy quyén va nhiing
truong hop can thiét khac do Nha trudong quy dinh cu thé.

Churc vu ghi trén van ban do céc td chirc tu van nhu Ban, Hoi déng la chure
danh l1anh dao cua ngudi ky vin ban trong Ban, Hoi dong d6. DPdi véi nhiing
Ban, Hoi dong khong duoc phép st dung con dau cua Truong thi chi ghi chirc
danh cta nguoi ky van ban trong Ban, Ho1 dong Truong hop Ban, Hoi dong
dugc phép sir dung con dau cta Truong thi co thé ghi thém chic danh lanh dao
trong co quan, don vi cua nguoi ky ¢ dudi, vi du:
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- Chtic vy cua nguoi ky van ban do Hoi déng hoac Ban chi dao cua Nhél
truong ban hanh ma Hi¢u trudng lam Chu tich hodac Phé Chu tich Hoi dong,
Trudng ban hodc Phé Truong ban dugce ghi nhu sau:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit ky, ddu cia Truwong) (Chit ky, ddu ciia Truong)
HIEU TRUONG HIEU TRUONG
Nguyén Vian A. Nguyén Vian A.

3. Ho tén bao gdm ho, tén dém (néu c6) va tén cua ngudi ky van ban.
Trudc ho tén cua nguoi ky co6 thé ghi hoc ham, hoc vi va cac danh hiéu danh du
khac.

Piéu 13. Dau ciia Trudng

Dau cta Trudng chi duge dong vao van ban sau khi ngudi ¢ thim quyén
ky van ban. Viéc dong dau trén van ban duoc thuc hién theo quy dinh tai Nghi
dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phu vé cong tac
van thu va quy dinh cua phép luét c¢6 lién quan.

Diéu 14. Noi nhin

Noi nhan xac dinh nhiing co quan, td chirc, don vi va c4 nhan nhan van ban
v61 muc dich va trach nhiém cu thé nhu d€ kiém tra, giam sat; dé xem xét, giai
quyét; d€ thi hanh; dé trao doi cong viéc; dé biét va dé luu.

Doi v6i van ban chi giri cho mdt s0 doi twong cu the thi phai ghi tén timg
cO quan, t6 chirc, c4 nhan nhan vin ban; d6i v6i vin ban dugc giri cho mot hoic
mot s6 nhom ddi twong nhat dinh thi noi nhan dugc ghi chung, vi du:

- Cac Phong, Khoa, Vién;
- Céc co so truc thudc Truong.

1. P61 vo1 nhiing van ban cé ghi tén loai, noi nhan bao goém tir “Noi nhan”
va phan liét ké cac co quan, t6 chiic, don vi va ca nhan nhan van ban.

2. B6i1 véi cong van hanh chinh, noi nhan bao gom hai phan:

- Phan thtr nhat bao gom tur “Kinh guri:”, sau do6 1a tén cac co quan, don vi
hodc don vi, cd nhan tryc ti€p gidi quyét cong viée;

- Phan thur hai bao gom tir “Noi nhéan:”, phia dudi 1a tor “Nhu trén”, tiép
theo 14 tén céc co quan, to chirc, don vi va ca nhan c6 lién quan khac nhan cong
van.

Dieu 15. Dau chi mirc d¢ khan, mat



1. Dau chi mirc d6 khan
Viéc xac dinh mie d§ khan cua van ban duoc thuc hién nhu sau:

- Tuy theo murc d0 can dugc chuyén phat nhanh, van ban dugc xac dinh do
khan theo hai mirc sau: hoa toc hodc khan;

- Khi soan thao van ban co6 tinh chat khan, don vi hodc ca nhan soan thao
van ban dé xuat muc dg khan trinh nguodi ky van ban quyét dinh.

Déu d¢ khan phai dugc khic sgcln theo hudng dan tai khoan 10 Piéu 21 cua
Quy dinh nay. Muc dung dé€ dong dau d6 khan dung myc mau do tuoi.

2. Dau chi mirc d6 mat

Viéc xac dinh va dong d4u d6 mat (tuyét mat hodc mat), d4u thu hoi d6i véi
van ban c6 ndi dung bi mat nha nudc dugc thuc hién theo quy dinh cua phap
luat vé bao vé bi mat nha nudc.

Piéu 16. Cac thanh phén thé thic khac
Céc thanh phan thé thirc khéc cta van ban bao gdm:

1. Bia chi cua Truong, cua cac don vi; dia chi E-mail; dia chi trén mang
(Website); s6 dién thoai, s6 Fax ddi voi cong van, gidy gidi thiu, gidy moi,
phiéu gui, phiéu chuyén dé tao diéu kién thuén loi cho viéc lién hé;

2. Cac chi dan vé pham vi luu hanh nhu “tra lai sau khi hop (hoi nghi)”,
“xem xong tra lai”, “luu hanh néi bo” d6i voi nhimg van ban c6 pham vi, d6i
tuong pho bién, sir dung han ché hoidc chi dan vé du thao van ban nhu “dy thao”
hay “du thao 1an ...”. Céc chi dan trén c6 thé dugc danh may hodc dung con dau
khéc sin dé dong 1én van ban hoac dyu thao van ban;

3. Truong hop van ban c6 phu luc kém theo thi trong van ban phai co6 chi
dan vé phu luc d6. Phu luc van ban phai c6 tiéu dé; van ban c¢6 tur hai phu luc tro
1én thi cac phu luc phai dugc danh so6 thir tu bang chir s6 A-rap hodac La Ma;

4. S trang: vin ban va phu luc van ban gém nhiéu trang thi tur trang tha hai
tré di phai duoc danh sé thi ty bang chit s6 A-rap; s6 trang vin ban duogc ghl o
chinh gitta phan du cac trang; sd trang cua phu luc vin ban duoc danh riéng,
theo ting phu luc.

Piéu 17. Thé thirc bin sao
Thé thtrc ban sao duogc thue hién nhu sau:

1. Hinh thirc sao bao gé)m “sao y ban chinh”, “trich sao” hoac “sao luc”.
Viéc xac dinh hinh thirc ban sao dugc thuc hién theo quy dinh tai cac khoan 4, 5
va 6 Diéu 2 cua Nghij dinh sé 110/2004/ND-CP ngay 08 thang 4 nim 2004 cua
Chinh phu vé cong tac van thu;

2. Tén co quan, don vi sao van ban la tén cuia co quan, don vi thyc hi¢n
viéc sao van ban;
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3. S6, ky hiéu ban sao bao gom sb thu ty dang ky duoc danh chung cho cac
loai ban sao do co quan, t6 chuc thue hién va chir viét tit tén loai ban sao theo
“Phu luc 1 — Bang chir viét tat tén loai van ban va ban sao” kém theo Quy dinh
nay. S6 duoc ghi bang chit sb A-rap, bat dau tir s6 01 vao ngay dau nim va két
thic vao ngay 31 thang 12 hang ndm;

4. Cac thanh phan thé thic khac cia ban sao vin ban gém dia danh va
ngay, thang, nam sao; chirc vy, ho tén va chir ky cta nguoi co tham quyen dau
cua co quan, t6 chirc sao van ban va noi nhan duoc thyc hién theo huéng dan tai
cac Didu 11, 14, 15 va 16 Chuong III ctia Quy dinh nay.

Chwong 111
KY THUAT TRINH BAY VAN BAN
Piéu 18. Khd gidy, kiéu trinh bay va dinh 1é trang vin ban
1. Kho gidy
~Van ban quy pham phap luat va van ban hanh chinh dugc trinh bay trén
giay kho A4 (210 mm x 297 mm).

Céc loai vin ban nhu gidy gioi thitu, glay bién nhan ho so, phiéu gtri, phiéu
chuyen co the duoc trinh bay trén gidy khd A5 (148 mm x 210 mm) hoic trén
gidy mau in san.

2. Kiéu trinh bay

Van ban quy pham phap luat va van ban hanh chinh duoc trinh bay theo
chiéu dai cua trang gidy kho A4 (dinh hudng ban in theo chiéu dai).

Truong hop noi dung van ban co cac bang, biéu nhung khong dugc lam
thanh cac phu luc riéng thi van ban co6 thé dugce trinh bay theo chiéu rong cua
trang gidy (dinh hudng ban in theo chiéu rong).

3. Pinh 1@ trang vin ban (d6i voi kho gidy A4)

- Trang mat trudce:

Lé trén: cach mép trén tir 20-25 mm;
Lé dudi: cach mép duéi tir 20-25 mm;
Lé trai: cach mép trai tir 30-35 mm;
Lé phai: cach mép phai tir 15-20 mm.

- Trang mat sau:

Lé trén: cach mép trén tir 20-25 mm;
Lé dudi: cach mép duéi tir 20-25 mm;
L& trai: cach mép tréi tir 15-20 mm;
Lé phai: cach mép phai tir 30-35 mm.
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Piéu 19. Ky thuit trinh bay cac thanh phan thé thirc vin ban

Vi tri trinh bay cc thanh phan thé thirc van ban trén mot trang gidy kho A4
duoc thuc hién theo Phu luc 3 gém: MaAu 1- So d6 bd tri cac thanh ph?m thé thic
van ban d6i v6i cong van hanh chinh va Mau 2 - So dd bd tri cac thanh phan thé
thire van ban dbi v6i vian ban c6 tén loai. Vi tri trinh bay cac thanh phén thé thirc
van ban trén mot trang gidy kho A5 duoc ap dung tuwong tu theo So d trén.

Céc thanh phan thé thirc van ban dugc trinh bay nhu Phu lyuc 4
Piéu 20. K¥ thuét trinh bay cac thanh phan thé thicc ban sao

Céc thanh phan thé thirc ban sao duoc trinh bay trén cing mot trang gidy,
ngay sau phan cudi cing ctia vin ban duogc sao, dudi mot duong ké nét lién, kéo
dai hét chiéu ngang ctia ving trinh bay vin ban.

Vi tri trinh bay cac thanh phan thé thirc ban sao trén trang gié\y kh6 A4
duoc thuc hi¢n theo Phu luc 3 - Mau 3: So d6 bo tri cac thanh phan thé thic ban
sao van ban kem theo Quy dinh nay.

Céc thanh phan thé thirc ban sao dugc trinh bay nhu sau:

1. Hinh thirc sao: cum tur “sao y ban chinh”, cac tu “trich sao” va “sao luc”
duoc trinh bay bang chir in hoa, cd chir tir 13 dén 14, kiéu chit ding, dam;

2. Cac thanh phan thé thic khac ciia ban sao gdm: tén co quan, don vi sao
van ban; sb, ky hiéu ban sao; dia danh va ngay, thang, ndm sao; churc vu, ho tén
va chit ky cua ngudi c6 thim quyen dau cua co quan, to chirc sao vin ban; noi
nhan duoc trinh bay theo hudng dan trinh bay cic thanh phan thé thirc twong
mg cua vin ban tai Diéu 19.

Mau trinh bay cac thanh phén thé thtrc ban sao van ban duge minh hoa tai
Mau 12- Ban sao van ban kém theo Quy dinh nay.

Chuong IV
TO CHUC THUC HIEN
Piéu 21. Trach nhiém thyc hién

, Tét ca can by, cong chuc, vién chirc Truong Dai hoc Cong nghi¢p thanh
pho H6 Chi Minh c6 trach nhi¢m thuc hién nghiém tiac cac quy dinh vé thé thuc
va ky thuat trinh bay van ban trong Quy dinh nay.

Phong T chitc - Hanh chinh ¢6 trach nhiém hudng dan, kiém tra viéc thuc
hién Quy dinh nay trong cic don vi dé bao dam su thong nhat trong toan
Truong.
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Diéu 22. Sira d6i, bé sung quy dinh

Vi¢c sua déi, bf) sung Quy dinh nay do Hiéu truong Truong Dai hoc Cong
nghiép thanh pho H6 Chi Minh quy¢t dinh trén co s6' d¢ nghi cua Truong phong
T6 chirc - Hanh chinh./.

HIEU TRUONG

TS. Tran Tuin Anh



Phu luc 1

BANG CHU VIET TAT TEN CUA CAC PON VI
THUQC TRUONG bH CONG NGHIEP TP. HO CHI MINH
(Kem theo Quy dinh vé thé thirc va ky thuat trinh bay van ban)

TT Tén don vi Chir viét tit
1 Phong Cong tac Chinh tri CTCT

2 Phong Dao tao DT

3 Phong Dich vu DV

4 Phong Hop tac quoc té HTQT

5 | Phong Ké hoach - Vit tu KHVT

6 Phong Khao thi KTH

7 Phong Khoa hoc Cong ngh¢ va nghién ctru khoa hoc KHCN

8 | Phong Quan tri va Quan 1y thiét b QLTB

9 Phong Tai chinh - K& toan TCKT
10 | Phong Thanh tra gido duc & QLHSSV TTGD
11 | Phong T6 chirc - Hanh chinh TCHC
12 | Quan ly ky tiuc xa KTX

13 | Khoa Cong nghé Co khi KCNCK
14 | Khoa Cong nghé Dién KCNDb
15 | Khoa Cong nghé Pién tu KCNDT
16 | Khoa Cong nghé Hoa hoc KCNHH
17 | Khoa Cong nghé Nhiét lanh KCNNL
18 | Khoa Céng nghé O t6 KOTO
19 | Khoa Cong nghé Thong tin KCNTT
20 | Khoa Dao tao Lién thong va Vira [am vira hoc KLT

21 | Khoa Piéu dudng PD

22 | Khoa Gido duc Qudc phong va Gido duc Thé chit KQPTC
23 | Khoa Gido duc Thuong xuyén KGDTX
24 | Khoa K& toan - Kiém todn KKTKT
25 | Khoa Khoa hoc Co ban KKHCB
26 | Khoa Ly luan chinh tri KLLCT
27 | Khoa May & Thiét bi KMTB
28 | Khoa May thoi trang KMTT
29 | Khoa Ngoai ngtr KNN

30 | Khoa Quan tri Kinh doanh KQTKD
31 | Khoa Quan tri Marketing KQTM
32 | Khoa Quoc té KQTE
33 | Khoa Sau dai hoc & DT tir xa KSDH
34 | Khoa Tai chinh - Ngan hang KTCNH
35 | Khoa Thuong mai du lich KTMDL
36 | Nhaan NA

37 | Nha xuat ban NXB

38 | Trung tdm Cong ngh¢ Han CNH
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39 | Trung tAm cong nghé phan mém CNPM
40 | Trung tim Pao tao, bdi dudng can bo va gido vién DbTBD
41 | Trung tam hoc li€u HL

42 | Trung tam phan tich PT

43 | Trung tdm Thu vién TV

44 | Vién Cong ngh¢ Sinh hoc va Thuc phém VSHTP
45 | Vién Khoa hoc Cong nghé va Quan ly moi trudong VMT

46 | Co s¢ Bién hoa CS2

47 | Co s¢ Thai Binh CSTB
48 | Phong Tong hop - Co sé Thai Binh THTB
49 | Phong Giao vu - Co s¢ Thai Binh GVTB
50 | Phong Thanh tra GD va QLHSSV - Co s¢ Thai Binh TTGDTB
51 | Ky tuc x4 - Co s¢ Thai Binh KTXTB
52 | Thu vién - Co s¢ Thai Binh TVTB
53 | Nha an - Co s¢ Thai Binh NATB
54 | Khoa KHCB va KTCS KCBTB
55 | Khoa Cong ngh¢ - Co s¢ Thai Binh KCNTB
56 | Khoa Kinh té - Co s¢ Théi Binh KKTTB
57 | Co s6 Quang Ngai CSQN
58 | Phong Tong hop - Co sé Quang Ngii THQN
59 | Phong Gido vu - Co s Quang Ngai GVQN
60 | Phong Thanh tra GD va QLHSSV - Co s¢ Quang Ngai TTGDQN
61 | Ky tuc x4 - Co s0 Quang Ngai KTXQN
62 | Khoa KHCB va KTCS - Co sé Quang Ngai KCBQN
63 | Khoa Cong nghé - Co s Quang Ngai KCNQN
64 | Khoa Kinh té - Co s& Quang Ngii KKTQN
65 | Co s¢ Thanh Hoa CSTH
66 | Phong Tong hop - Co s Thanh Hoa THTH
67 | Phong Giao vu - Co s¢ Thanh Hoa GVTH
68 | Phong Thanh tra GD va QLHSSV - Co s¢ Thanh Hoa TTGDTH
69 | Ky tuc x4 - Co s6 Thanh Hoa KTXTH
70 | Thu vién - Co s¢ Thanh Hoa TVTH
71 | Nha an - Co s¢ Thanh Hoa NATH
72 | Khoa KHCB va KTCS - Co s¢ Thanh Hoa KCBTH
73 | Khoa Cong nghé - Co s Thanh Hoa KCNTH
74 | Khoa Kinh té - Co s¢ Thanh Héa KKTTH
75 | Khoa Su pham - Co s¢ Thanh Hoa KSPTH
76 | Khoa Quan Iy DH va sau dai hoc - Co s Thanh Hoa KDHSDHTH
77 | Cosd Nghé An CSNA
78 | Phong Giao vu - Co s& Nghé An GVNA
79 | Khoa KHCB va KTCS - Co s& Nghé An KCBNA
80 | Khoa Cong ngh¢ - Co s& Ngh¢ An KCNNA
81 | Khoa Kinh té - Co so Nghé An KKTNA
82 | Truong Tiéu hoc Nhat Tan THNT
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Phu luc 2

BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kem theo Quy dinh vé thé thirc va ky thudt trinh bay van ban)

STT Tén loai viin ban Chir viét tat
Van ban hanh chinh
1. | Bao cao BC
2. | Bién ban BB
3. | Chuong trinh CTr
4. | Cong van CV
5. |Péén DA
6. | Giay bién nhan ho so BN
7. | Giay chimg nhdn cho can b, gido vién CNGV
8. | Gidy chirng nhén cho sinh vién CNSV
9. | Giay di duong bb
10. | Giay gi6i thiéu GT
11. | Gidy moi GM
12. | Gidy nghi phép NP
13. | Gidy ty nhiém UN
14. | Ké hoach KH
15. | Phiéu chuyén PC
16. | Phiéu giri PG
17. | Phuong &n PA
18. | Quyét dinh Qb
19. | Thong bao TB
20. | To trinh TTr
Ban sao van ban
1. | Bdn sao y ban chinh SY
2. | Ban trich sao TS
3. | Bansao luc SL
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Phuy luc 3

MAU TRINH BAY VAN BAN
(Kem theo Quy dinh vé thé thirc va ky thudt trinh bay van ban)

MAu 1. So d6 bd tri cac thanh phan thé thirc van ban trén kho gidy A4 (d6i
v1 cong van hanh chinh).

Mau 2. So d6 bd tri cac thanh phan thé thirc vin ban trén kho gidy A4 (dbi
v61 van ban co tén loai).

MAu 3. So d6 bd tri cac thanh phan thé thirc ban sao vin ban.

MAu 4. Quyét dinh.

Miu 5. Cong van hanh chinh.

Miu 6. Cong vin hanh chinh cta cac don vi tryc thudc Trudng.

Mau 7. Cong van ndi bg cua cac don vi truc thudc Truong.

MAu 8. Vin ban c6 tén loai nhu Chuong trinh, Ké hoach, Béo céo, To
trinh, Bé an v.v...

MAu 9. Quy ché, Quy dinh (ban hanh kém theo Quyét dinh).
MAu 10. Gidy moi.

MAu 11. Phiéu trinh giai quyét cong viéc.

Maiu 12. Ban sao vin ban.
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Mau 1. So d6 bd tri cac thanh phan thé thirc van ban trén kho gidy A4
(doi voi cong van hanh chinh)

20-25 | mm Déu thu hoi va chi dan vé
pham vi luru hanh
Tén co quan Quéc hiéu
S6 va ky hiéu Dia danh, ngay... thang ... nam
Trich yéu ndi dung
cong van hanh chinh
Noi nhan
30 - 35 mm - 9 )
. - Noi dung van ban 15 -20 mm
INoi nhin Quyén han, chitc vu nguoi ky
Chit ky va con diu
(*%)
Ho va tén nguoi ky
Dia chi co quan, td chirc; dia chi email; dia chi Website; s6 dién
thoai , s0 Telex, so0 Fax (néu can)
A
20 - 25 mm
v
Ghi chu:

(*) Hudng dan thiét 1ap kho gidy (page size) trong MS Word: File -> Page setup

-> Margin: Top: 20-25mm; Bottom: 20-25mm; Right: 15-20mm; left: 30-35mm; | -> Defaul.
-> Paper: A4 }

(**) Ky hiéu nguoi danh méay va sd lugng ban phat hanh.



16

MAu 2. So dd bb tri cac thanh phan thé thirc van ban trén kho gidy A4
(doi voi van ban co tén loai)

20 -25| mm Dau thu hdi va chi dan vé
pham vi luru hanh

Tén co quan Quodc hiéu

S6 va ky hiéu Dia danh, ngay... thang ... nam

Tén loai van ban
Trich véu ndi dung van ban

Do mat Noi nhan

Do khan | | Chi dan vé du thao

30 -35 mm

d |- A ) 9 1 5- 20
< > No6i dung van ban P mm‘
INoi nhin Quyén han, chitc vu nguoi ky
Chit ky va con diu
(**)
Ho va tén nguoi ky
Dia chi co quan, td chirc; dia chi email; dia chi Website; s6 dién
thoai , s0 Telex, so0 Fax (néu can)
A
20 -25| mm
A4
Ghi chu:

(*) Hudng dan thiét 1ap kho gidy (page size) trong MS Word: File -> Page setup

-> Margin: Top: 20-25mm; Bottom: 20-25mm; Right: 15-20mm; left: 30-35mm; | -> Defaul.
-> Paper: A4 }

(**) Ky hiéu nguoi danh may va s6 lugng ban phat hanh
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MAu 3. So d6 bd tri cac thanh phan thé thirc ban sao vin ban

trén kho gidy A4

30 -35 mm

20 -25| mm

20 -25| mm

15-20mm

(*) S6 luong ban phat hanh




Maiu 4. Quyét dinh

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUO'N G DA HQC CONG NGHIEP Poc lap - Tw do - Hanh phuc
THANH PHO HO CHi MINH

Sb: /Qb-DHCN Tp. Ho Chi Minh, ngdy thang  nam 2012

14-15 in hoa, dimg, dam -
C T QUYET PINH

A
/ [ I 72 U
— 13-14 in hoa, ding, dam

14 in thuong, ding, dam /

HIEU TRUONG TRUONG PH CONG NGHIEP TP. HO CHI MINH
|13-14 in thudng, ding |

Cin cir Quyét dinh s6 214/2004/QD-TTg ngay 24 thang 12 nim 2004
cua Thu tuéng Chinh phu v€ viéc thanh 1ap Truong Pai hoc Cong nghiép thanh
pho HO Chi Minh;

Cén cir Quyét dinh s6 58/2010/QD-TTg ngay 22 thang 9 ndm 2010 cua
Thu tudng Chinh phu vé viéc ban hanh DBiéu I¢ truong dai hoc;

Cian cit Quyét dinh s6 01/2005/QD-BCN ngay 10 thang 01 nam 2005
cua B truong B Cong nghi¢p (nay la B6 Cong Thuong) quy dinh chirc nang,
nhi,ém‘vu, quyén han va t6 chirc b0 may Truong Pai hoc Cong nghi¢p thanh
pho H6 Chi Minh;

L0 1 5 1 o] | ;
Theo dé NEHhICUA ... e ,
14 in hoa, ding, ddm
it th\lfng’ dine, dam QUYET Dlﬁ | 13-14 in thuong. dime |
Didu 1. (NOT AUNE). .o, /
DRCU 2. ..o
DU oot /

13-14 in hoa, dimg, dam

12 in thuong, nghiéng, dam /

HIEU TRUONG
Noi nhgn :
- Nhu Diéu.........; )
e ; (chit ky va con dau)
~Luwu: TCHC.

Nguyén Vin A
\

13-14 in thuong, dirg, dam

11 in thuong, dung
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MAu 5. Cong viin hanh chinh

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DPH CONG NGHIEP Doc 1ap - Tw do - Hanh phuc
THANH PHO HO CHI MINH
S6: /DHCN- ... (D Tp. Ho Chi Minh, ngdy thang  nam 2)
VIV i, G e,
Kinh gtr:
----------------------------------------------------------- (4)-.----..-.---o----..----o--.--.----..--.--o..--.----.o--.--
........................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhdn:
- Nhu trén;

........ ' i, (Chﬁ’k)} Vd con déu)

Ho va tén

Cha thich:

(1) Tén don vi ban hanh Cong van.

) Pia danh, ngay thang ndm ban hanh.

) Trich yéu ndi dung Cong van.

) Noi dung Cong van.

) Chir viét tit tén ctia don vi chu tri soan thao.
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Miu 6. Cong viin hanh chinh ciia cac don vi truc thudc Truong

TRUONG DH CONG NGHIEP TP.HCM CQNG HOA XA HQI CHU NGHIA VIET NAM

A
r'EN PON vI¢ Poc 1ap - Tu do - Hanh phic
1 Oc lap - 1v anh p
g4 / ) @) ; tha
Kinh g ®)

Inh ULz oo D
.................................................................................................................................
.................................................................................................................................
.................................................................................................................................
.................................................................................................................................

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhdn:

: il.l‘:l:l.:‘ ...‘...‘.( :7.).‘...‘.. ......... ) (C h 1/7’ k)} )
Ho va tén

Chu thich:

() Tén don vi ban hanh vin ban.

) Teén viét tit ctia don vi. S6 ndi bd cua don vi.
) Pia danh, ngay thang ndm ban hanh.

@ Trich yéu noi dung.

) Noi nhan.

© N6i dung van ban.

) Chit viét tit tén ctia don vi chu tri soan thao.
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Miu 7. Cong vin ndi bd ciia cac don vi trong Truong

TRUONG DH CONG NGHIEP TP.HCM CQNG HOA XA HQI CHU NGHIA VIET NAM

A
r'EN PON vI¢ Poc 1ap - Tu do - Hanh phic
1 Oc lap - 1v anh p
@) tha
Kinh g ®)
Inh gUL: oo D
....................................................................................................................
.................................................................................................................................
.................................................................................................................................
.................................................................................................................................
................................................................................. /

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhdn

: il.l.];i;.l.:. ...'...'.(.5.).'...'.. ......... ) (chﬁ’ k)})
Ho va tén

Chu thich:

() Tén don vi ban hanh vin ban.

) Pia danh, ngdy thang nim ban hanh.

) Noi nhan.

) N6i dung van ban.

) Chir viét tét tén cua don vi chu tri soan théo.
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MAu 8. Vin bén c6 tén loai nhw Chwong trinh, Ké hoach, Bao cao,
To trinh, D€ an v.v...

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC CONG NGHIEP Poc lap - Tw do - Hanh phuc

THANH PHO HO CHi MINH

S /. @ Tp. Ho Chi Minh, ngdy thang  nam (1

TEN LOAI VAN BAN®
@

---------------------------------------------------- (5)-.---...--.--.-.--.---.-.--..-.----..--.----..-.--o-..--..-.--.-..

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

QUYEN HAN, CHUC VU CUA NGUOI KY

........ s (chiF ky va con déu)

Ho va tén

Cha thich:

(' Pia danh, ngay thang nim ban hanh.

) S6 va ky hiéu van ban.

@) Teén loai van ban nhu Thong bao, Chuong trinh, Ké hoach, Bao cédo, To trinh, v.v...
) Trich yéu néi dung van ban.

) N6i dung van ban.

©) Chit viét tit tén ctia don vi chu tri soan thao.
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MAu 9. Quy ché, Quy dinh (Ban hanh kém theo Quyét dinh)

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUO'N G DA HQC CONG NGHIEP Poc lap - Tw do - Hanh phuc
THANH PHO HO CHI MINH

QUY CHE (QUY PINH)
................................ (1).....‘................‘...........‘
(Ban hanh kém theo Quyét @inh $6 ..o ,
ngay ...... thang ...... nam 20........... CUA oo, D e, )
Chuong I
QUY DINH CHUNG
DU Lot
DU 2.
Chuong......
DHCUL 1ottt
5 ) T | RSP UPPPS
Chuong ......
DHBUL ettt ettt ettt ee et ee e nenae.
.............................................................................................. /.
QUYEN HAN, CHUC VU CUA NGUOI KY
(chiF ky va con ddu)
Ho va tén
Cha thich:

M Trich yéu ndi dung Quy ché, Quy dinh.
2 86 va ky hiéu, ngay thang ctia Quyét dinh ban hanh Quy ché, Quy dinh.
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MAu 10. Gidy moi

_ BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HQC CONG NGHIEP Péc 1ap - Tw do - Hanh phuc
THANH PHO HO CHI MINH
S6: /GM-DHCN Tp. Ho Chi Minh, ngay...... thang ... nam ....... M.,
GIAY MOI
Kinh gUri: .oooovevvereveveveecens @),
3)

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

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

TROT GIAN: ... e e e e e e e araa e
PHa AI€IM: ... e e e e e e ae s

NGUOT Chull tri:.. .o e e e e e e e e e eeeeaees

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

QUYEN HAN, CHUC VU NGUOI KY

Noi nhdn

- i;l.l‘:li.' ...... ( -4-) ----------- ; (Chz/?—' k.); Vd con da/\’u)
Ho va tén

Cha thich:

() Pia danh, nim ban hanh (c& chit 13,14 nghiéng).

) Noi nhén (c& chit 13, 14).

®) N6i dung (c& chir 13,14).

) Chir viét tit tén ctia don vi chu tri soan thao (c& chir 11).
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Maiu 11. Phiéu trinh gidi quyét cong viéc

BO CONG THUGONG
TRUONG PAI HQC CONG NGHIEP
THANH PHO HO CHi MINH

Tp. H6 Chi Minh, ngay... ... thang......nam......

PHIEU TRINH GIAI QUYET CONG VIEC

Pon Vi trinhe ..o aae e ea
VAN @& EEINNE oo e s es s es s eeeeese e s e e saesesesens

Cac VAN DAN KEIM th@O0: . ..o

1. Tém tat ndi dung va kién nghi (Y kién ciia don vi trinh; Y kién ciia cdc co quan nha
nede ¢é lién quan; Y kién cia cdc don vi phoi hop xir Iy):

(Ghi tém tit ndi dung va kién nghi. N6i dung cu thé kém theo Phiéu trinh nay)

2. Nguoi 1ap phiéu trinh 4.Y kién ciia Phé hiéu truéng phu trach
(ky va ghi ro ho tén) (ky va ghi ro ho tén)

3.Y kién ciia Lanh dao don vi 5. Y kién ciia Phé hiéu truéng truc
(b va ghi rd ho tén) (ky va ghi 16 ho ten)

6. Giai quyét ciia Hiéu truéng
D¢ mar: Mat O

D$ khan: Khin O Thuong khan O
Hoa toc [0

Dang lén mang LAN: O
Dang lén website: O
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MAu 12. Ban sao vin ban

CO QUAN BANHANH  CONG HOA XA HOI CHU NGHIA VIET NAM
—_ Poc 1ap - Tw do - Hanh phic

S6: /2..../TT-... e e eeeee e, NEAY thang...... nam .......

THONG TU

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

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

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

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

NGUOI CO THAM QUYEN BAN HANH

Noi nhan:

IR (chit ky va con ddu)

-Luu: VT,.........

Nguyén Viin A
BO CONG THUONG SAO Y BAN CHINH
TRUONG PAI HQC CONG NGHIEP
THANH PHO HO CHI MINH
Sb:......... @ .. /SY® Tp. H6 Chi Minh, ngay... ... thang.....nam ......

QUYEN HAN CHUC VU CUA NGUOI KY

e, ; (chit ky va con ddu )

............... ’

- Luu: TCHC.
Ho va tén

Chu thich:

@ Hinh thte sao: Sao y ban chinh, trich sao hodc sao luc.
) S§ ban sao.
) Ky hiéu ban sao.
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Phu luc 3. Phong chir trinh bay vdin bdn
(Dung font chir Times New Roman trong bg font Unicode)

TT Thanh phan Loai chit | C& | Kiéu chir Vi du minh hoa Ghi
thé thirc van ban chir chu
1. | Quoc hiéu
a) | Dong trén Chit inhoa | 12-13 | Pung,ddm | COQNG HOA XA HQI CHU NGHIA VIET NAM
b) | Dong dudi Cht thuong | 13-14 | Dlng, dam Poc 1ap - Tw do - Hanh phuc
c) | Dong ké bén dudi 14 Nétke lien,
ménh, co do dai
bang do dai cua
dong “DPdc lap -
Tu do - Hanh
phuc”.
2. | Tén co quan ban hanh
van ban
a) |- Tén co quan cap trén Chitin hoa | 12-13 Duing BO CONG THUONG
T erl; coquanbanhanh | oo s poa | 12:13 | Bung, dam TRUONG DPAI HOC CONG NGHIEP
van ban THANH PHO HO CHi MINH ‘
b) | Nét ké dudi tén co quan 14 Nét ke lién,
ménh, co dgf) dai
bang 1/3 dén 1/2
d6 dai cua dong
chir va dat can
doi érgiﬁ’a. ]
3. | S0, ky hiéu van ban C6 dau hai cham
(:) sau chir “So”.
a) | Van ban cé biét (Quyét Chir thuong | 13 Dung SoH: /QD-PHCN  (Quyét dinh)
dinh, Bao cao, Chi thi...) So: /BC-DHCN  (Béo c4o)
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TT Thanh phan Loai chivt | C& | Kiéu chir Vi du minh hoa Ghi
thé thirc viin ban chir chi

b) | Cong van hanh chinh Chit thuong | 13 Dimng S6: /DHCN-TCHC (*) (*): Tén viét tat

cua don vi soan
thao van ban.

4. | Dia danh va ngay, Chit thuong | 13-14 | Nghieng | Tp. Ho Chi Minh, ngay 01 thang 01 ndm 2012 | Pt can doi véi
thang, nim ban hanh phan Quée higu
van ban

5. | Tén van ban va trich
yéu cho vin ban

a) | Tén loai van ban Chit in hoa | 14-15 | Dimg, dam QUYET PINH

THONG BAO
b) Phﬁn trich yéu trong tén | Chir thuong 14 bung, dam Vé Viéc diéu d@ng va bé nhiém cﬁng chire, vién -Khéng viét tat
vin ban co tén loai chire - Phai that gon
Vé cong tac phong, chong lut bio
C) Trich yéu cho Céng van Chtr thu&rng 12 bung V/v bé) sung trang thiét b1 gléng day D,é.t can db6i voi
s0 va ky hiéu
van ban

6. | Noi nhan (cho cong Chir thuong | 14 bing | Kinh gui: C6 dau hai cham
van...) ).

a) | Gui mot dia chi Chir thuong | 14 bung | Kinh gui: Vin phong Chinh phu I(?hénzg )gach dau

ong (-).
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TT Thanh phan Loai chivt | C& | Kiéu chir Vi du minh hoa Ghi
thé thirc vin ban chir chi
b) | Gui tir hai dia chi tré 1én | Chit thuong | 14 bing | Kinh gui: Co gach dau
o dong (-), xuong
- B Cong Thuong; dong ngay sau
- B§ Gido duc va Dao tao; phan “Kinh guri”,
- UBND thanh phé Hd Chi Minh. ket thuc moi dia
chi bang dau
cham phay (;),
dia chi cudi cung
ket thic bang
dau cham (©).
. | D§ mat, dd khin cu Chit in hoa | 13-14 | Dimg, dam - - :
7. | Do mat, d9 khén cia £ MAT KHAN THUQNG KHAN
van ban
8. N@i dung van ban Chtr thuong | 13-14 bung Xét dé nghl cua Tru’(}ng ph(‘)ng ToO chirc - Hanh | - vD(‘)ng déli tié‘l?
chinh néu tai T& trinh s0 .. ngdy ... vé viéc...., Hiéu igi gi’é-‘Tnagan i
trudng Truong Pai hoc Cong nghiép Tp. H6 Chi '
Minh c6 y kién nhu sau:
a) | Tén phan hodc chuong Chit thuong | 14 | Pung, dam Chuong I
Chit in hoa | 13-14 | Ding, ddm
QUY DINH CHUNG
b) | Muc, diéu, khoan, diém, y:

- | Muycdanhbangsé LaMi | Chir inhoa | 13-14 | Pung,dam |1,  II.  IIL Dong dau cach
18 01 Tab. Sau so
myc c6 dau
cham (.’).

- | biéu Chir thuong | 13-14 | Bung, dam | Piéu 1. Chir so A Rap,
sau sO di€u co
dau cham (.).

- | Khoan danh béng s6 A Chir thuong | 13-14 bung 1 2. 3 Sau s6 khoan ¢6

Rép

du chim (.).
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TT Thanh phan Loai chir Co Kiéu chir Vi du minh hga Ghi
thé thirc viin ban chir chi
- | Diém danh bang ky ty abc | Chir thuong | 13-14 bing |a) b) ¢ Sau ky tu ¢6 dau
] . i ngoac dqn “)”.
- | Y nho danh bang dau gach 13-14 Ding - - - Dong dau cach
ngang () le 01 Tab.
9. | Chirc vu va ho tén
nguoi ky:
a) | Chuc vu cua nguoi dimg | Chir inhoa | 13-14 | Dimg, dam HIEU TRUONG
dau co quan ky (khong
thira lénh) 13-14 | Pimg, dam TRUONG PHONG TCHC
b) | Chitc vu nguoi ky thira | Chit in hoa | 13-14 | Bing, dam KT. HIEU TRUONG
A So kv 0 i 13-14 | bung, dam p _ 2
Iénh hoge ky thay Chir-in hoa s PHO HIEU TRUONG
Chit in hoa | 13-14 | Ding, ddm o \
Chit in hoa | 13-14 | Pung, dam KT. TRUONG PHONG TCHC
PHO TRUONG PHONG
Ho té 01 ky Chtr thuong | 13-14 | Bung, dam x « Can doi giita ctia
) O ten nguor iy 8 & Nguyén Van A dong chire vu.
10 | Noi nhan vian ban, ban
$a0 ’ :
a) | Noi nhan (phia trai, cuoi | Chit thuong | 12 Dam, Noi nhén: C6 dau (:) sau
vin bén) nghléng “noi nhan”.
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TT Thanh phan Loai chivt | C& | Kiéu chir Vi du minh hoa Ghi
thé thirc viin ban chir chu
b) | Tén va dia chi cac noi Chir thwong | 11 bung - Nhu trén (hodc Nhu Diéu ....); Sau mo6i dong
A 2 ] o , noi nhan cé dau
nhan cu thé - Céc Pho hi¢u trudng; (:), sau dong
PP ; cudi co dau ()
) (*): tén viét tit
- Luu VT, ....... *) don vi  soan
thao.
c) | Chi dan pho bién trén Chir thuong 11 bung - E.GOV cua Truong. Cé dia chi van
mang dién rong cua (File: Phu luc 6 - Mau chu va vi du minh hoa.doc) ban trén mang
PR . , \ keém theo
mang noi bd ctia Nha - Trang Web cta Truong.
truong
11 | Chidan phamviphd | Chir inhoa | 13-14 | Dung, dam XONG HOI NGHI XIN TRA LAI
bién, sir dung
KHONG PUA TIN TREN BAO, PAI




