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BO GIAO DUC VADAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM

PAI HQC DUY TAN Pjc ldp — Tw do — Hanh phiic
S6:4242/QD-DHDT Pa Néng, ngay 2§ thdng 8 ndm 2025
QUYET PINH

Vé viéc ban hanh Huéng din thé thirc, ky thuit trinh bay
van ban hanh chinh cta Pai hoc Duy Téan

GIAM POC PAI HOC DUY TAN
Cén cir Quyét dinh s6 666/TTg ngay 11/11/1994 cua Thi tuéng Chinh phi vé
viéc thanh ldp Truong Pai hoc Déan ldp Duy Tan;

Can ci Quyet dinh 56 1 ?04/Q£J-T Tg ngay 02/10/2015 cua Thu Tuéng Chinh phu
Vé viée chuyén déi loai hinh ciia T ruwong Dai hoc Duy Tén;

Can cir Quyet dinh s6 1115/0P-TTg ngay 07/10/2024 cia Thi Tudng Chink phu
vé viée chuyén Trirong Dai hoc Duy Tan thanh Dai hoc Duy Tan;

Cén it Quyét dinh sé 30/0D-DTG ngay 14/10/2024 cua Héi dong quan trj Cong
ty Cé phan Tap doan Duy Tén vé viéc céng nhan Gidm doc Pai hoc Duy Tan,

Can cir Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cia Thi tuéng Chinh phii vé
cong tdc van thu;

Xét dé nghi ciia Chdnh Vén phong Pai hoe Duy Tén,

QUYET DINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Huéng dén thé thirc, k¥ thuét trinh bay
vén ban hanh chinh cua Pai hoc Duy Tan. Quyét dinh nay thay thé cho Quyét dinh s
3715/QD-DBHDT ngay 11/7/2018 cia Hiéu trudéng Trudong Dai hoe Duy Tan.

Diéu 2. Trudng céc don vi thugc Dai hoc Duy Tan c6 trach nhiém t6 chie trién khai
Huéng din nay dén tit ca can bo, giang vién va nhan vién cta Pai hoc Duy Tén.

Piéu 3. Chanh Vin phong Pai hoc, Trudng cac cac don vi va toan thé cén by, gidng
vién, nhén vién Dai hoc Duy Tén chiu trach nhiém thi hanh Quyét dinh nay.

Di¢u 4. Quyét dinh nay c6 hiéu lyc k& tir ngay ky, ban hanh./,
Neoi nhan:

- Nhu Diéu 3:
- Luu: VT.




BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
DPAI HQC DUY TAN Poc lap - Tu do - Hanh phiic

HUONG DAN
Thé thirc, k§ thudt trinh bay viin ban hanh chinh ciia Pai hgc Duy Tin
(Ban hanh kém theo Quyét dinh sé 4142../QD-PDHDT ngay .24/ &. /2025
cia Gidm déc Dai hoc Duy Tdn)

Nhim cu thé hod cong tic vin thu vé hudng dan thé thic va ki thudt trinh bay vin
ban hanh chinh ctia Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cta Thu tuéng Chinh phu
va théng nhét trong soan thao, trinh bay van ban cuia tit ca cac don vi, Pai hoc Duy Tan
huéng dan cu thé nhu sau:

CHUONG I
QUY PINH CHUNG

Diéu 1. Pham vi va dbi tuwong ap dung

1. Huéng din nay duoc ap dung ddi véi cac don vi, td chirc va ca nhéan thude Dai
hoc Duy Tan.

2. Hudng din nay khong ap dung cho té chirc Dang va Poan Thanh nién.

Piéu 2. K§ thuit trinh bay viin bén

1. Ky thudt trinh bay véan ban quy dinh tai Huong dan nay bao gom khé gidy, kiéu
trinh bay, dinh 1& trang van ban, vi tri trinh bay cac thanh phan thé thirc, phong chit, cd
chit, kiéu chit va cac chi tiét trinh bay khac, dugc ap dung ddi voi vin ban soan thao trén

mdy vi tinh va in ra gidy; vin ban dugc soan thao bang cac phuong phap hay phuong tién
ky thuat khéac hodc vin ban dugc 1am trén gidy méu in san;

2. Hudng daq nay khéng ap dung d6i véi van ban duge in thanh sich, in trén bio,
tap chi va céc loai an pham khac.

Piéu 3. Phong chir trinh bay vin ban

Phéng chit st dung trinh bay vin ban trén may vi tinh la phéng chir tiéng Vigt -
Times New Roman ctia b ma ky ty Unicode, ¢& chir theo quy dinh cu thé cho tirng yéu
t6 thé thire.

Diéu 4. Kho gidy, kiéu trinh bay, dinh 1€ trang viin ban va vi tri trinh bay

1. Van ban dugc trinh bay trén khé gidy kho A4 (210 mm x 297 mm). Céc van bén
nhur glay gidi thidu, gidy bién nhén hd so, phleu giri, phleu chuyen dugc trinh bay trén
khd gidy AS (148 mm x 210 mm) hodc trén gidy mau in sin (khé AS).

2. Van ban dugc trinh bay theo chiéu dai cia trang gidy khg A4 (dinh hudng ban
in theo chicu dai). Truong hgp ndi dung van ban co cac bang, bieu nhung khong duoc
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lam thanh cac phu luc riéng thi van ban ¢6 thé duoc trinh bay theo chiéu réng cua trang
giay (dinh hudng ban in theo chieéu rdng).

Dinh 18 trang van ban dbi vai khd gidy A4 nhu sau:
- L& trén: cach mép trén tir 20 - 25 mm;

- Lé dudi: cach meép duoi tir 20 - 25 mm;

- Lé trai: cach mép trai tir 30 - 35 mm;

- Lé phai: cach mép phai tir 15 - 20 mm.

3. Vi trf trinh bay céc thanh phan thé thirc van ban trén mt trang gidy khd A4 dugc
thyc hién theo so do bo tri tai Phu luc L.

' . ; CHUONG IT _——
CAC THANH PHAN THE THU'C CHINH TRONG THE THUC
VA KY THUAT TRINH BAY VAN BAN

Piéu 5. Quéc hi¢u va Tiéu ngir
1. Québc hiéu:
Qudc hiéu “CONG HOA XA HOI CHU NGHIA VIET NAM”: Puoc trinh bay

bang chit in hoa, c¢& chir tir 12 dn 13, kiéu chir dimg, d4m va & phia trén cling, bén phai
trang dAu tién ctia vin ban.

2. Tiéu ngtv

Tiéu ngr “Poc lap - Tu do - Hanh phuc” dugc trinh bay b:“‘ing chir in thuong, c& chir
13 dén 14, kléu chit dirng, ddm va duoc canh gitta dudi Qudc hiéu; chit cai diu cna cac
cum tur duge v1et hoa, gitra cac cym tir c6 gach noi (-), co cach chir; phia dudi c6 duong
ké ngang, nét lién, c6 do dai bang d6 dai cua dong chir (st dung 1énh Draw, khéng ding
1énh Underline).

Quéc hiéu va Tiéu ngir dugc trinh bay tai 6 $6 1 Phu luc L. Hai dong chir trén dugc
trinh bay cédch nhau dong don, cy thé:

CONG HOA XA HOI CHU NGHIA VIET NAM
Ddc lap - Tw do - Hanh phuc

Piéu 6. Tén co quan, to chirc ban hianh vin ban
1. Thé thie

a) D6i véi cac vin ban do Pai hoc Duy Tén ban hanh (Gidm déc, Phé Giam ddc,
Chu tich Hoi dong Pai hoc hodc cac chire vu twong duong) duge trinh bay nhur sau:

BO GIAO DUC VA PAO TAO
PAI HOC DUY TAN

P an-——N
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b) Péi véi cac van ban do cac don vi thudc hodc trire thuoc Pai hoec Duy Tan ban
hanh (Khoa, phéng, ban Trung tAm...) dugc trinh bay nhu céc vi du sau:

DAl HOC DUY TAN
BAN TO CHUC - NHAN SU/

Hoiac

TRUONG NGON NGU - XA HOI NHAN VAN
KHOA TIENG ANH

2. K thuat trinh bay

a) Tén co quan don vi cip trén, td chire chu quan dugc trinh bay bing chit in hoa,
khoéng dam, cung c& chit nhu c¢& chit cia Quoc hiéu, kiéu chir dimg c& chir tir 12 dén 13.

b) Tén don vi ban hanh van bén trinh bay bing chit in hoa, cling c& chit nhu ¢& chir
ctia Qudc hiéu, kiéu chtr ding, dam, dugc dat canh gitra duéj tén don vi cap trén, t6 chuc
chu quan; phia dudi co dudng ké ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 d¢ dai cta
dong chir va dét can doi so vai dong chi.

¢) Tén co quan, t6 chirc ban hanh vin ban va tén co quan,,té chirc cht quén truc tiép
dugc trinh bay cach nhau dong don. Trudng hop t€n don vi cép trén, co quan chu quan,
don vi ban hanh van ban dai co thé trinh bay thanh nhiéu dong, cac dong chir trén duoc
trinh bay céach nhau dong don.

‘ PAI HOC DUY TAN
TRUONG NGON NGU - XA HOI NHAN VAN

Hodc,
PAI HOC DUY TAN

TRUONG NGON NGU' -
XA HOQI NHAN VAN

Pitu 7. S6, ky hiéu ciia viin ban

1. Sé ctia vin ban

a) S6 ctia vin ban 14 s6 thir ty ddng ky van bén tai vin thu cta Dai hoc Duy Tén dbi
voi cac van ban do Pai hoc Duy Téan ban hanh, hoéc van thu cua don vi doi véi céc van
ban do don vi thudc hodc truc thuge ban hanh.

b) Truong hop cac Hoi ddng, cac Ban tu van duoc sir dung con du cta DPai hoc
Duy Téan dé ban hanh van ban va Hi dong, Ban dugc ghi la “co quan” ban hanh vén ban
thi phai lay s0 cua H{i dong, Ban.
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c) S6 ctia van ban dwgc ghi bing chir s6 A-réip, bt dau tir s6 01 vao ngay dau nim
va ket thic vao ngay 31 thang 12 hang nam.

2. Ky hiéu cua van ban

- Ky hiu ctua vin ban c6 tén loai bao gbm chir viét tit tén loai viin ban theo bang
chir viét tat tén loai van ban va chir viét tit tén Pai hoc Duy Tén, dbi véi cong van, ky
hiéu bao gom chit viét tat tén Dai hoc Duy Tan va chir viét tat tén don vi soan thao hodc
linh vuc duoc giai quyét.

Vi du: Quyét dinh sé 01 ctia Hoi ddng tuyén sinh nim 2025 cta Dai hoc Duy Tén
duoc trinh bay nhu sau:

BO GIAO DUC VA PAO TAO

HOQI PONG TUYEN SINH
DAI HQC DUY TAN NAM 2025

S6: 01/QP-HPTS

86, ky higu ciia vin ban dugc djt canh giira duéi tén don vi td chirc ban hanh vin
ban. Tu “S6” duge trinh bay bang chit in thudng, c& chir 13, kreu chir dimg; sau tir “S6”
c6 déu hai chédm (;) ; véi nhimg s6 nho hon 10 phai ghi thém 56 0 phia trudc. Ky hiéu cua
viin ban dugc trinh bay bang chir in hoa, ¢& chir 13, kxeu chir dung. Gitra s6 va ky hiéu
van ban ¢6 dau gach chéo (/), gitra cdc nhém chir viét tit trong ky hidu vin ban c6 dau
gach ndi (-) khéng cach chit, vi du:

Sé: 18/QD-DHDT (Quyét dinh cua Giam dbc Pai hoc Duy Tén ky ban hanh);

S6: 19/BC-DHDT (B4o céo do Gidm dbc Pai hoc Duy Tén ky ban hanh);

S6: 20/KH-PHDT (Ké hoach do Giam déc Pai hoc Duy Tén ky ban hanh);

- Péi v6i vin ban loai cong van tham muu cho Gidm ddc ky ban hanh thi don vj
tham muu ghi ky hiéu viét tat cia don vi trong ky hiéu cta vin ban. Vi du

S6: 21/DPHDT-KHCN (Céng vin ciia Gidm ddc Dai hoc Duy Tan ban hanh trong
linh vuc QLKH do Ban Khoa hoc Céng nghé soan thiao tham muu);

S6: 22/DHDT-TCNS (Céng vin cua Giam d6c Pai hoc Duy Téan ban hanh trong
[inh vuc Té chirc- Nhén su hodc do Ban T chirc — Nhan su soan thao tham muu);

S6: 23/DHDT-VPPH (Céng van cua Giam déc Pai hoc Duy Téan ban hanh trong
[inh virc hanh chinh do Vén phong Pai hoc soan thao tham muu).

Ditu 8. Dia danh v ngay, thdng, nim ban hanh vin ban

1. Dia danh ghi trén van ban cua Pai hoc Duy Téan va cac don vi thudc Pai hoc Duy
Tén ban hanh la “Pa Néng” Cac don vi thuge, hodce truc thuge Dai hoc Duy Tén ¢6 try
N khong dong tai Pa Nang thi ghi theo tén cua tinh, thanh phd trye thude trung wong noi
don vi dong. Vi du: Ha Néi, Thanh phé Hé Chi Minh, Can Tho.

——
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2. Thoi glan ban hanh van ban la ngay, thang, nam ban hanh van ban phai dugc viét
day du; cac s chi ngay, thang, nam dung chir s6 A-rdp; ddi véi nhitng sé chi ngay nho
hon 10 va thang 1, 2 phai ghi thém s6 0 & trudec,

3. Dia danh va ngay, thang, nim ban hanh vin ban duoc trinh bay trén cung mét
dong véi s, ky hiéu van ban, tai 6 s6 4, bang chir in thudng, c& chit tir 13 dén 14, kiéu
chit nghiéng; cac chir cai dau ctia dia danh phai viét hoa; sau dia danh ¢ dau phay(,) ; dia
danh va ngdy, thing, nim dwoc dit canh gitra dudi Qudc hiéu.

Vi du: Da Néng, ngay 12 thang 3 ndm 2025; Thanh phé H6 Chi Minh, ngay 05
thang 02 nam 2025; Can Tho, ngay 12 thang 3 nam 2025.

Piéu 9. Tén loai va trich yéu ndi dung ciia vin ban

1. Tén loai van ban la tén cha tirng loai van ban do don vi ban hanh. Khi ban hanh
van ban deu phai ghi tén loai, trir cong van. Trich yéu ndi dung cua van ban 1a mot cau
ngan gon hodc mot cum tir phan anh khai quat ndi dung chu yéu cua van ban

2. Tén loai va trich yéu ndi dung cua cac loai van ban co ghi tén loai dugc trinh bay
tai 6 s6 Sa; tén loai vin ban (nghj quyet quyét dinh, ké hoach, bao cdo, t& trinh va cac
loai van ban khac) dugc dét canh gilta bang chir in hoa, ¢ chir tir 13 dén 14, kiéu chir
dimg, dam. Trich yéu noi dung van ban duoc dit canh gitta, ngay dudi tén loai van ban,
bang chit in thuong, cd chir tir 13 dén 14, kiéu chir dung, dam. Bén dudi trich yéu noi
dung c6 dudmg ké ngang, nét lién, c6 d¢ dai bang tir 1/3 dén 1/2 d6 dai cua dong chir va
dit can dbi so voi dong chir. Vi du:

QUYET PINH
V& viée cir Poan can b, gidng vién, chuyén vién tham gia
thuc hién nhiém vu tai Ky thi THPT Qubc gia nam 2025

3. Trich yéu néi dung cong van dugc trinh bay tai 6 s 5b, sau chit “V/v” bing chit
in thuong, c¢& chir tr 12 dén' 13, kiéu chir dirng; duogc dat canh gitra dudi so va ky hiéu
van ban, cach dong 6pt vdi so va ky hiéu van ban, vi du:

S4: 72/PHDT-VPPH

V/v ké hoach kiém tra cong tac
phong chay chira chay nam 2025

Piéu 10. Ni dung viin ban
1. Thé thirc

a) Noi dung vén ban 1a thinh phan chu yéu clia van ban. Noi dung van ban phai bao
dam nhirng yéu céau co ban sau:

- Phu hogp vai hinh thire vin ban dugc sir dung;

N
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- Phu hop véi dudmg 16i, chi truong, chinh sach cia Pang; phi hop véi quy dinh
cua phap luat.

- Dugc trinh bay ngan gon, rd rang, chinh xac; Sur dung ngén ngir viét, cach dién
dat don gian, dé hiéu, tir 'nglr tiéng Vigt Nam pho thong (khcmg dung tir ngir dia phuong
va tir nglt nwdc ngoai néu khong thuc su can thiét). D6i véi thut ngir chuyén mén cin
xac dinh rd ndi dung thi phai dugce giai thich trong van ban.

- Chi dugc viét tit nhing tir, cum tir théng dung, nhimg tir thudc ngdn ngir tiéng
Viét de hiéu. B6i véi nhitng tir, cum tir duge sir dung nhiéu l4n trong van ban thi ¢6 thé
viét tat, nhung cac chir viét tit 14n diu cia tir, cum tir phai dugc dit trong ddu ngodc don
ngay sau tur, cum tir d6.

- Can ci ban hanh vin ban dugc ghi ddy da tén loai vin ban, s6, ky hiéu, co quan
ban hanh, ngay thang nim ban hanh vin ban va trich yéu ndi dung vin ban. Cin cit ban
hanh vin ban dugc trinh bay bing chir i in thudng, kiéu chir nghleng, cd chir tir 13 dén 14,
trinh bay dudi phén tén loai va trich yéu ndi dung van ban; sau mdi can cur phai xubng
dong, cubi dong c6 ddu chdm phay (;), dong cubi cung két thuc bing ddu chdm ().

- Khi vién dén lan dau van ban c6 lién quan, phai ghi diy du tén loai, sb, ky hiéu,
thoi gian ban hanh vin ban, tén co quan, td chirc ban hanh vin ban, trich yéu ndi dung
véan ban; trong cac 14n vién dan tiép theo, chi ghi tén loai va 50, ky hiéu cua vén ban do.

b) BG cuc cua van ban

- Tuy theo tén loai va n6i dung, van ban c6 thé c6 phan can cur phap ly dé ban hanh,
phin mé ddu va co thé duoc bd cuc theo phén, chuong, muyc, tiéu muc, diéu, khoan, diém
hodc duoc phan chia thanh céc phan muc tir 1én dén nho theo mot trinh tu nhét dinh

- Pdi véi cac hinh thic van ban duoc bd cuc theo phan cercrng, muc, tiéu muc,
diéu thi phan, chuong, muc, tiéu muyc, diéu phai co tiéu dé. Tiéu dé la cum tir chi ngi
dung chinh ctia phén, chuong, muc, tiéu muc, diéu.

2. Ky thuat trinh bay

a) Noi dung van ban duge trinh bay tai 6 s6 6. Phan ndi dung (ban vin) duoc trinh 5

bay béang chit in thuong, duge canh déu ca hai 1&, kiéu chit ding; g chur tir 13 dén 14
(phén 1¢i vin trong mot van ban phai ding ciing mdt ¢ chit); khi xudng dong, chir ddu
dong phai phai lui vao tir lem dén 1,27cm (1 default tab); khoang cach giita cac doan vin
(paragraph) dat t6i thiu 12 6pt; khoang céch gifra cac dong hay cach dong (line spacing)
chon t6i thiéu 1a cach dong don (single line spacing) hodc 15pt (exactly line spacing) tre
Ién; khoang céch t6i da giira céc dong la 1,5 dong (1,5 lines).

b) Bdi voi nhirng vin ban co phin cin ctr phap 1y dé ban hanh thi sau mdi can cir
ban hanh van ban duoc ghi dﬁy @l tén loai vin ban, sb, ky hiu, co quan ban hanh, ngay
thang nam ban hanh van bdn va trich yéu ndi dung van ban. Can cr ban hanh van ban
duoe trinh bay bang chit in thucrng, kiéu chir nghiéng, cor chir tir 13 den 14, trinh bay
dudi phan tén loai va trich yéu néi dung van ban; sau mdi cin cir phai xuéng dong, cubi
dong c6 dau cham phay (;), dong cudi cung két thuc bang dau cham (.).
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¢) Truong hop néi dung van ban duogce bd cuc theo phin, chuong, muc, tiéu muc,
diéu, khoan, diém thi trinh bay nhu sau:

- Tir “Phan”, “Chuong” va sO thir tw ciia phan, chuong duge trinh bay trén mot
dong riéng, canh gita, bang chir in thlr(mg, c¢& chir tir 13 dén 14, kiéu chir dimg, dam. S6
thi tw ciia phan, chuong dung chir s6 La Ma. Tiéu dé (tén) cua phan chuong dugc trinh
bay ngay dudi, canh giita, bang chir in hoa, ¢ chit tir 13 dén 14, kiéu chir dimg, dam.

- Muc: Tir “Muc”, “Tiéu muc” va so thir tu cia muc, tiéu muc dugc trinh bay trén
mot dong riéng, canh gitra, bang chit in thuong, c& chir tir 13 dén 14, kjeu chir ding,
dam. Sb thi ty ctia muc, tiéu muc ding chir s6 A - rip. Tiéu dé cua muc, tiéu muc dugc
trinh bay ngay dudi, canh giita, bang chir in hoa, c& chir tr 13 dén 14, kidu chi
ding, dam.

- Diéu: Tir “Piéu”, sb thir ty va tiéu dé cua diéu dugc trinh bay br:mg chir in
thucrng, lui dau dong lem hodc 1.27cm (1 tab). S thtr tw cua diéu ding chit s6 A Rép,
sau s6 thtr tu ¢6 diu chdm (); c¢& chit bang c& chit ciia phan 161 van (13-14), kiéu chir
dung, dam.

- Khoan: Sé thir ty céac khoan trong m01 myc dung chit s6 A Rap, sau s6 thir ty co
dau cham (.), c& chir sb bang ¢O chit cua phan 16 vin, kiéu chir ding. Néu khoan c6 tiéu
dé, s thir tw va tiéu dé cua khoan duogc trinh bay trén mot dong riéng, bang chir in
thudng, c& chit bang ¢& chit ctia phan 101 vin, kiéu chir dimg, dam.

- Diém: Thir tr cac diém trong méi khoan dung cac chir cai tiéng Viét theo thir tu
abe, sau c6 ddu dong ngodc don, bing chir in thudng, c& chir bing ¢& chir cua phan 11
vin, kiéu chit dimg.

Piéu 11. Quyén han, chirc vu, ho tén va chir ky ciia ngudi c6 thim quyén
1. Thé thirc
a) Viéc ghi quyén han cia nguoi ky duge thyc hién nhu sau:

- Truong hop ky thay mdt tap thé thi phal ghi chir viét tit “TM.” (thay mit) vao
trude tén tap thé lanh dao hodc tén co quan, t6 chire, vi du:

TM. BAN THUONG VU; TM. BAN CHAP HANH; TM. HQI PONG

- Truong hop dugc giao quyén cap truéng thi phai ghi chit viét tit “Q” vao trudc
chirc vu ctia ngudi dimg déu co quan, td chrc.

- Trudng hop ky thay: Ngudi ding ddu don vi giao cho cép pho cia minh ky thay
(KT.) cac van ban thudc céc linh vuc dugc phan cong phu trach. Khi ky thay nguoi ding
dau don vi thi phai ghi chiy viét tit “KT.” (ky thay) truée chirc vy ciia nguoi dimg dau.

- \_I_l
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Vidu:
| KT. GIAM POC
PHO GIAM POC
,| KT.HIEU TRUONG | Chico cap pho ky thay cdp truéng, khong ¢
PHO HIEU TRUONG cap dudi ky thay cap trén
;| KT, TRUONG PHONG
PHO TRUONG PHONG

- Trlmfng hop ky thira 1énh (TL) La Giam déc uy nhi¢m cho ngudi cap dudi Giam
dbc mét cdp ky mot s6 van ban nhat dinh ma theo luat dinh phai do Giam ddc ky. Khi ky
thira 1énh thi phai ghi chir viét tat “TL.” (thira 1énh) vao truGe chirc vy cua ngudi dimg
dau co quan, td chirc. Cu thé nhu sau:

+ Giam ddc uy nhiém cho Chanh Vin phong Pai hoc ky cac vian ban hanh chinh
thong thuong (khéng phai vin ban quyét dinh mdt chu trwong, chinh sach, ché do) nhur
théng bdo, cong van don déc tra 101 mang tinh chuyén moén, nghiép vy, phm hop dé thue
hién mot quyét dinh cua cap trén hodc cua Giam ddc dd ban hanh, cac gidy to hanh chinh
nhu moi hop, gidy gidi thigu, gidy di duong. ..

+ Giam déc uy nhiém cho Truéng Ban Cong tac Sinh vién ky cic vin bin hinh
chinh thong thuong (khong phai vin ban quyét dinh mot chu trwong, chinh sach, ché d6)
lién quan dén hoc vién, sinh vién nhu: Théng bao, gidy moi, thu méi, céng vin tra 1o
mang tinh chuyén mon, nghiép vu.

+ Giam dbc uy nhiém cho Trudng Ban T chic — Nhan su ky cac vin ban hanh
chinh thong thuong (khéng phai vin ban quyel dinh mot chu truong, chinh sach, ché d6)
lién quan dén can b, giang vién, chuyén vién, nhén vién (goi chung la ngudi Iao dong)
nhu: Thong bao, gidy méi, thu moi, cong van trd 101 mang tinh chuyén mén, nghiép vu.

+ Giam dbc uy nhiém cho cac Hiéu truong cac Trudng ky céc vin ban hanh chinh
thong thudng mang tinh chuyén mén (khong phai vin ban quyét dinh mot chu truong,
chinh sach, ché do) lién quan dén sinh vién cua khoa minh quan ly nhu: Gidy moi, thu
moi; gidy gioi thiéu sinh vién thuc tép, kién tép.

Vi du:
TL. GIAM Bf)g:
CHANH VAN PHONG

) TL. Gl:&M Bf)C
TRUONG BAN TO CHUC - NHAN SU

] TL. GIAM POC
TRUONG BAN CONG TAC SINH VIEN
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TL. GIAM POC
HIEU TRUONG TRUONG DU LICH

- Ky thura uy quyen (TUQ): Nguoi dudt Giam doc mét cdp dugc Giam dbc uy
quyén ky 1 sd vin ban nht dinh, trong m¢t thoi gian nhat dinh. Viéc uy quyén phai bang
mot vin ban cua ngudi uy quyén, nguoi dugc uy quyén ky khong duge uy quyen lai cho
ngudi khac. Truong hop ky thira iy quyén thi phai ghi chir viét tit “TUQ.” (thura ty
quyén), Vi du:

~ TUQ.GIAM BOC
TRUONG BAN TO CHUC — NHAN SU’

b) Churc vu cua ngudi ky

- Chuc vu ghi trén van ban la chac vu lanh dao chinh thuc cua ngudi ky van ban
trong co quan, td chirc; chi ghi chirc vu nhur Gidm déc, Pho Giadm dc, Chu tich, Phé Chu
tich, Hi¢u truong, Pho Hi¢u trudng v.v..., khong ghi nhitng chirc vu ma Nha nudc khong
quy dinh. Khong ghi lai tén co quan, t& chirc, trir cac van ban lién tich, vin ban do hai
hay nhiéu co quan, t6 chirc ban hanh;

- Chirc danh ghi trén vin ban do céc tb chirc tr van (khong thudc co ciu tb chirc
cua co quan dugc quy dinh tai quyét dinh thanh lap; quyét dinh quy dinh chirc néang,
nhiém vy, co ciu té chirc cia co quan) ban hanh la chirc danh lanh dao ctua nguoi ky van
ban trong ban hodc héi dong.

- Débi v6i nhitng Ban, Hoi dong chuyén mén dugc Giam ddc quyét dinh thanh lap
ma cac van ban chuyén mon, glay chimg nhén, céng nhén két qua ... do Ban, Hoi dong
ban hanh can phai déng déu cua Pai hoc Duy Tén thi n¢i dung quyét dinh phai c6 ndi
dung iy quyén nhu sau: Ban, Hoi déng dugc ding ddu cta Pai hoc Duy Tan dé déng 1én
céc vin ban chuyén mén, gidy chimg nhan do Ban, H6i ddng ban hanh.

TM. HQI PONG TUYEN SINH
CHU TICH

(Chi I, déiu ctia Pai hoc Duy Tan)
GIAM POC
TS. Lé Nguyen Bao

TRUONG BAN
(Chi¥ ky, ddu cvua Pai hoc Duy Tén)

PHO GIAM POC
TS. Vé Thanh Hai

Ry 28 )
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TRUONG BAN
(Chit ky, déu ciia Pai hoc Duy Tén)

HIEU TRUONG TRUONG KINH TE VA KINH DOANH
TS. Phan Thanh Hai

¢) Ho tén ngudi ky van ban bao goém ho, tén dém (néu c6) va tén cua ngudi ky van
ban. Cac van ban hanh chinh cua Nha truong, trudce ho tén cia nguoi ky, dugce ghi hoc
ham, hoc vi va cac danh hiéu danh dy khac.

d) Hinh anh vi tri chit ky so ctia ngudi 6 thim quyén la hinh anh chir ky ctia ngudi
c0 tham quyén trén van ban gidy, mau xanh, dinh dang Portable Network Grapphics
(.png) nén trong sudt; dit canh giit chirc vy cua nguoi ky va ho tén nguoi ky.

2. K¥ thuat trinh bay

a) Quyén han, chiic vu clia nguoi ky dugce trinh bay tai & 6 sb 7a; chire vu khéc cua
nguoi ky duoc trinh bay tai 6 so 7b; cdc chix viét tit quyen han nhu: “TM.”, “KT.”
“TL.”, “TUQ.” hodc quyén han va chirc vu ctia nguoi ky dugc trinh bay chir in hoa cor
chit tir 13 dén 14, kiéu chir dimg, ddm.

b) Ho tén cua nguoi ky van ban dugc trinh bay tai 6 sb 7b; bﬁng chir in thuong, cd
chit tir 13 dén 14, kiéu chir dung, ddm, dugc dat canh giira so voi quyen han, chirc vu cua
nguoi ky.

c) Chit ky clia nguéi ¢6 thim quyén duoc trinh bay tai 6 sb 7c.
Diéu 12. Dau, chir ky s6 ciia Pai hoe Duy Tén, don vi, cic td chire
1. Viée déng déau trén van ban dugc thuc hién nhu sau:

a) Hinh anh, vi tri chir ky s6 cta co quan, t6 chire la hinh anh dau cua co quan, t6
chirc ban hanh trén vin ban, mau do, kich thudce bang kich thude thuc té cta déu, dinh
dang (.png) nén trong sudt déng phai o rang, ngay ngan, ding chiéu va ding ding muc
diu quy dinh.

b) Khi dong. déu 1én chir ky thi déu dong phai rd rang, ngay ngin, ding chiéu va
dung ding myc dau quy dinh, déng trim 1én khoang 1/3 chit ky v€ phia bén trai.

c) Chir ky s6 cia clia co quan, t6 chirc trén vin ban kém theo vin ban chinh dugc
thé hién nhu sau: Vin ban kém theo cung t¢p tin véi néi dung vén ban dién tir, Van thu
co quan chi thuc hién ky s6 vin ban va khéng thuc hién ky s6 1én vin ban kém theo; van
ban khéng cling tép tin voi ndi dung vin ban dién tir, Vian thu co quan thuc hién ky sb
cla co quan, t6 churc trén van ban kém theo. Vi tri goc trén, bén phai, trang diu cla véan
ban kém theo. Hinh anh chi ky sé cta co quan , t5 chirc 1a khong hién thi. Thong tin s6
va ky hi€u van ban; thoi gian ky (ngay thang ndm; gi¢ phut gidy; mui gi¢ Viét Nam theo
tiéu chuan ISO 8601) dugc trinh bay bing phong chit Times New Roman, chir in thuong,
kiéu chir ding, cd chir 10, mau den.

J
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2. Viéc déng dau lén cac phu luc kém theo vin ban chinh do ngudi ky vin ban
quyét dinh va ddu dugc dong [én trang déu, trim 1én m6t phéan tén co quan, to chirc hodc
tén ctia phu luc. Dau giap lai (dugc dong vao khoang gilta mép phai cia van ban hodc phu
luc vin ban, trim 1én mét phin cac to gidy; mdi ddu dong tdi da 05 trang vin ban.

Piéu 13. Noi nhén

1. Thé thirc

a) Noi nhan vin ban gdbm: Noi nhan dé thyc hién; noi nhan dé kiém tra, gidm sat,
bao cao, dé trao doi cong viéc; dé biét va noi nhin dé lvu van ban.

b) Béi voi To trinh , Bao céo (co quan, td chire cdp dudi co quan, td chirc cap trén)
va Cong van, noi nhin bao gom:

A

Phéan thir nhﬁt bao gdm tir “Kinh gm” sau d6 13 tén cac co quan, td chic hoic
don vi, c4 nhén truc tiép giai quyét cong viée.

Phén thir 2 bao gdm tir “Noi nhén”, phia dudi 1a tir “Nhu trén”, tiép theo 1a tén
cac co quan, cac don vi co lién quan nhédn van ban.

c¢) Do6i vaoi nhitng van ban khac, noi nhan bao gom tir “Noi nhdn” va phan liét cic
co quan, td chirc, don vi va ca nhéan co6 lién quan khac nhan vén ban.
A r ~ - 3 ’ oA . . ~ A x . A 5 A
d) Péi voi nhiing vén ban c6 ghi tén loai, noi nhén bao gom tir “Noi nhéan” va phan
li¢t ké cac co quan, t6 chire, don vi va ca nhan nhéan van ban.

e) Doi véi cong van hanh chinh, noi nhan bao gdm hai phén:

- Phan thir nhat bao gom tir “Kinh gm sau d6 la tén cac co quan, to chirc hodc
don vi, c& nhan truc tiép giai quyét cong viéc.

- Phin thir hai bao gom tir “Noi nhan”, phia dudi 14 tir “Nhur trén”, tiép theo 1a tén
cac co quan, to chirc, don vi va ca nhén c6 llen quan khac nhén vén ban.

2. K¥ thuat trinh bay

a) Phan noi nhan tai s6 9a (ap dung d6i véi To trinh, Bo cdo cua co quan, t6 chiic
cap duéi giri co quan, t6 chirc cdp trén va Céng van): Tir “Kinh gui” va tén cdc co quan,
t6 chitc hodc ca nhin nhin vin ban dlrorc trinh bay bang chit in thuong, ¢& chir tir 13 dén
14, kiéu chir ding; sau tir “Kinh giri” c6 ddu hai chdm (;) . Néu vin ban gui cho mét co
quan, t6 chirc hodic mét ca nhan thi tir “Kinh giri” va tén co quan, td chirc hodc ca nhan
dugc trinh bay trén cung mdt dong; trudng ho‘p cong vin guri cho hai co quan, to chirc
hogic cd nhan trd 1én thi xudng dong; tén mdi co quan, té chirc, ca nhan hodc mbi nhém
co quan, td chire, ca nhan duge trinh bay trén mot dong riéng, dau dong c6 gach dhu dong
(-), cudi dong c6 déu cham phay (;), cudi dong cum cung cé déu chém (.); cac gach diu
dong dugc trinh bay thing hang v&i nhau dudi déu hai chdm (2).

b) Phan noi nhén tai 6 sé 9b (ap dung chung d6i voi cac loai vin _ban): Tur “Noi
nhén” dugc trinh bay trén mét dong riéng (ngang hang véi dong chir * ‘quyén han, chirc vu
ctia ngudi ky” va sat 18 t1a1) sau c6 diu hai cham (), bing chit in thuong, ¢ chl.r 12, kiéu
chir nghiéng, dam; phan liét ké cac co quan, td chirc, don vi va ca nhén nhan vén ban
dugc trinh bay bang chit in thuong, ¢ chit 11, kiéu chit dimg; tén mdi co quan, td chire,
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don vi va c4 nhan hodc mdi nhém co quan, t6 chirc, don vi nhan van ban dugc trinh bay
trén mot dong neng, dau dong co gach dau dong (-) sat 18 trai, cudi dong co dau cham
phay (:), dong cuodi cung bao gom chir “Luu” sau ¢6 diu hai cham (), tiép theo 1a chir
viét tat “VT” (Vin thu co quan, t0 chirc), diu phay (), chtr viét tat tén don vi (hodc b
phan) soan thao vin ban va s6 luong ban luu, cudi cing 13 ddu chdm ().

] . Chu’gng v ) )
CAC THANH PHAN THE THU'C KHAC
Piéu 14, Phu luc

I. Truong hop van ban co Phy lyc kém theo thi trong vén ban phai c6 chi dan vé
Phy luc d6. Van ban c6 tir hai Phy lyc tré 1én thi cac Phu luc phai dugc danh s6 thir tir
bang chir s6 La Ma.

2. Tir “Phu luc” va sé thir tw ctia Phu luc duge trinh bay thanh mét dong riéng, canh
giira, bang chit in thuong, ¢ chir 14, kiéu chir ding, dam; tén Phy luc (néu c6) duoce
trinh bay canh gitra, bing chit in hoa, ¢& chit tir 13 dén 14, kiéu chit dung dam.

3. Thong tin chi din kém theo vin ban trén mdi Phu luc duoc ban hanh bao gém: S,
ky hiéu van ban, thoi gian ban hanh vin ban va tén co quan, t6 chirc ban hanh vin ban.
Théng tin chi dan kém theo vin ban dugc canh giita phia dudi tén cia Phu luc, chir in
thudmg, ¢& chir 13 dén 14, kiéu chi nghiéng, cung phéng chir v4i ndi dung van ban, mau
den.

~ Théng tin chi din kém theo vin ban trén mdi phu lyc (Kem theo vidn ban
80 savssvodi o iDBAY s o tHANR, .. DB 00, ) dugc gh: day du d6i v6i vin ban gidy; dbi
vl van ban d:en tur, khong phai dién thong tin tai cdc vj tri nay.

4. P6i voi Phu luc cung tép tin v6i ndi dung vin ban dign tu, Van thu co quan chi
thie hién ky sd vin ban va khong thuc hién ky sb trén Phu luc. Déi véi Phy luc khong
cung t€p tin v&i ndi dung vin bin dign tir, Vin thu co quan thuc hién ky so ctia co quan,
t6 chirc trén timg tép tin dinh kém, cy the vi tri goc trén, bén phai, trang dau cua moi tap
tin. Hinh anh chir ky sé cua co quan, t& chic khong hién thi. Théng tin s va ky higu
van ban; thoi gian ky (ngay thang ndm, gi¢ phat gidy; mai gio Viét Nam theo tiéu chuan
ISO 8601) dugc trinh bay bang phong chir Times New Roman, chit in thudng, kiéu chir
ding, cd chir 10, mau den.

5. S6 trang ctia Phy lyc dugc danh sb riéng theo timg phu luc.
6. Mau trinh bay phu lyc vin ban thyc hién theo quy dinh tai Phu luc TIT
Piéu 15. Dau chi d) mat, mic d9 khén, csc chi ddn v& pham vi lru hanh

1. Ddu chi do mét: Viéc xdc dinh va déng ddu chi d6 mat (tuyét mat, t6i mat hodc
mét), ddu tai liéu thu hdi déi vOi van ban ¢6 ndi dung bi mat nha nudc duogc thuc hién
theo quy dinh hién hanh. Con dau cac d6 mat (TUYET MAT, TOI MAT hodc MAT) va
dau tai lidu thu hdi duge khic sin theo quy dinh cua phép ludt vé bao vé bi mat nha nudc.
Déu chi d6 mat dugc déng vao 6 sé 10a muc IV phin I Phy lyc nay.

2. Déu chi mirc d khén: Khi soan viin ban cé tinh chét khin, don vi hodc cé nhan
soan thao vin ban d& xuét mirc d6 khan trinh nguoi ky vin ban quyét dinh. Tity theo mirc

Na\
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dé can dugc chuyen phat nhanh, vin ban dugc x4c dinh d¢ khan theo céc muc sau: hoa
tdc, thwong khan, khan.

Con diu cac mirc d6 khin dwoc khic sin hinh chit nhét cé kich thuéc 30mm x
8mm, 40mm x 8mm va 20mm x 8mm, trén dé céc tir “HOA TOC”, “THUQGNG KHAN”
va “KHAN, trinh bay bing chit in hoa, phéng chit Times New Roman, ¢& chix tir 13 dén
14, kiéu chir dimg, dam va dat cén d6i trong khung hinh chir nhét vién don. Dau chi mirc
d6 khin dugc dong vao 6 s6 10b. Muc dé déng ddu d6 khan diung mau doé tuoi.

3. Céc chi dan vé pham vi hru hanh

Déi véi nhitng viin ban ¢6 pham vi, d6i tugng, su dung han ché, sir dung céc chi dan
vé pham vi luu hanh nhu “XEM XONG TRA LAI”, “LUU HANH NOI BO”. Cac chi
dan vé pham vi luu hanh trinh bay tai 6 s6 11, trinh bay can déi trong mot khung hinh
chit nhét vién don, bang chir in hoa, phéng chir Tlmes New Roman, ¢& chir tir 13 dén 14,
kiéu chir ding, dam.

4. Ky hiu ngudi soan théo vén bin va 56 lugng ban phét hanh dugc trinh bay tai 6
s6 12, ky hiéu bang chir in hoa, sb lugng ban bing chit s6 A Rép, ¢ chir 11, kiéu chir
ding.

5. Dia chi co quan, to chirc; thu dién tir; trang théng tin dién ti; s6 dién thoai; s6
Fax. Cac thanh phan nay dugc trlnh bay tai 6 86 13 Phu lyc I, trang tht nhét cua van ban,
bang chir in thuong, ¢& chir 11 dén 12, kidu chir dimg, dudi mot dudong ké nét lién kéo
dai hét chidu ngang ctia ving trinh vin ban

) L CHUO"NG Y ) 3 i
THE THUC VA KY THUAT TRINH BAY BAN SAO VAN BAN

Piéu 16. Bin sao sang dinh dang dién tir

1. Hinh thirc sao “SAO Y” hoic “SAO LUC” hoic “TRICH SAO”,
2. Tiéu chudn clia vin ban sb hoa

a) Dinh dang Portable Document Format (.pdf), phién ban 1.4 tr¢ 1én.
b) Anh mau

d) Ty 18 s6 hoa: 100%.

3. Hinh thirc chir ky s6 clia co quan, td chirc trén ban sao dién tir

a) Vi tri: Goc trén, bén phai, trang dau cua vin ban.

b) Hinh anh chit k¥ sb cta co quan, t6 chirc: Khéng hién thi.

c) Thong tin: Hinh thic sao, tén co quan, t6 chirc sao vin ban, thoi gian ky (ngay
thang, nam; gio, phit, gidy; mui gi¢' Viét Nam theo tiéu chuin ISO 8601) duoc trinh bay
biang phong chir Times New Roman, chit in thudmg, kiéu chit dirmg, c& chir 10, mau den.
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Piéu 17. Bin sao sang dinh dang gidy
1.Thé thirc ban sao sang dinh dang gidy A4

a) Hinh thirc sao: “SAO Y” hodc “SAO LUC” hodc “ TRICH SAO”. Tén co quan,
td chirc sao van ban. S6, ky hiéu ban sao bao gbm sb thu tu dang ky (dugc danh gia
chung cho céc loai ban sao do co quan, to chirc thye hi¢n) va chir viét tat tén loai ban sao
theo Bang chit viét tat va mau trinh bay van ban, ban sao vin ban. S6 dugc ghi bang chit
s6 A Rap, bat dau lién tiép tir s6 01 vao ngay 01 thang 01 va két thiic vao ngay 31 théng
12 hang nam. Pia danh va thoi gian sao van ban. Chirc vu, ho tén va chir ky cua ngudi c6
thdm quyén sao van ban. Dau ciia co quan, t& chirc sao vin ban va noi nhan

2. Ky thuit trinh bay ban sao sang dinh dang gidy:

a) Cac thanh phan thé thirc ban sao dugc trinh bay trén cung mot t& glay (khé Ad),
ngay sau phin cudi cung cua vin ban cin sao dudi mot duong ké nét lidn, kéo dai hét
chiéu ngan ctia ving trinh bay vin ban.

. b) Cac cum tir “SAO Y” hodc “SAO LUC” hodc “ TRICH SAO” dugc trinh bay
bang chir in hoa, c¢& chir 13 dén 14, kiéu chir dimg, ddm.

¢) C& chit, kiéu chit cla tén co quan, té chirc sao vén ban; s6, ky hiéu ban sao; dia
danh va thoi gian sao vén ban; chue vy, ho tén va chir ky cua ngudi ¢6 thim quyén; déu
cua co quan, to chire sao van ban va noi nhan dugc trinh bay theo hudng din céc thanh
phan thé thire vin ban tai Muc II ctia Phu luc 1.

~ Chuong IV
TO CHUC THUC HIEN
Diéu 18. Té chire thye hién .T;,
1. Hudng dan nay dugc phd bién dén tit ca cac ca nhan, don vi thugc Dai hog;

Duy Tan biét va thyc hién.

2. Vin phong Pai hoc c6 trach nhiém hudng dén, kiém tra viéc thuc hién Hudén
din nay trong toan Pai hoc Duy Tén.

3. Hudng dén nay co hiéu luc ké tir ngay ky./.
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Phu luc 1
i CAC THANH PHAN THE THUC VAN BAN HANH CHINH
VA THE THUC BAN SAO
o Quyét dinh s6:4442./QP-DHDT ngéay 26 thdng £ ném 2025
cua Gidam doc Pai hoc Duy Tan

1. Céc thanh phén thé thitc vin ban hanh chinh
a) Vi tri trinh bay céc thanh phan thé thirc

O sb : Thanh phin thé thirc viin bin
1 : Quéc hiéu va Tiéu ngir
2 : Tén co quan, t6 chizc ban hanh vin ban
3 ; S, ky hiéu ciia vin ban
4 - Dia danh va thoi gian ban hanh van ban
5a : Tén hoai va trich yéu ndi dung vin ban
5b : Trich yéu néi dung vén ban
6 : N@i dung van ban

7a, 7Tb,7¢c ; Chirc vu, ho tén va chir ky ctia ngudi co thim quyén

8 : DAu, Chit ky s6 cta co quan, té chirc

9a, 9b : Noi nhian
10a : Dau chi mat do
10b : Déu chi mirc @6 khén
11 . Chi dan vé pham vi luu hanh
12 ; Ky hiéu nguoi soan thao vin ban va sé lugng ban phat

hanh

13 : Pia chi co quan, td chirc, thur dién tir: trang thong tin dién

tu; sO dién thoai; soO Fax.
14 : Chir ky s cua co quan, td chirc cho ban sao vin ban

dinh dang dién tur
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2. Céc thanh phin thé thirc van ban sao
a) Vi tri trinh bay céc thanh phan thé thirc ban sao
Osé : Thanh phan thé thirc vin ban _
1 : Hinh thirc sao “SAO Y”, “SAO LUC” hodc “TRICH SAO”
2 : Tén co quan, t6 chirc sao vén ban
3 . S0, ky hiéu ban sao
B : Dia danh va ngay, thang, nam sao _ .
5a, 5b, 5¢  : Chuc vu, ho tén va chir ky cia ngudi c6 thdm quyeén

6 : Dau cua co quan, to chirc
7 : Noi nhén
b) So do
1 _
L L
20 273 e
i e A _".""J"‘_" =3 e 1 LR LT ._-.
“UA' VAN BANDUGCSAO |
:.-;:T-"'"L' ".\:“: 41, _'-':'1-! -} .‘-‘;';Es..:-:t-"_l'.'. o .
2 |
30-15mm | | 3
fpe———
i

30 = T5 o
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Phuy luc II

| VIET TAT TE\I LOAI VAN BAN VA BAN SAO

mot trang gidy khd A4: 210 mm X 297 mm

cua G:am doc Baz hoc Duy Tan)

Vi du vdn ban do Pai

Vi du Vin ban do cac

STT Teg;ﬁf :;ir;:an vi%:l:rﬁt hoc Duy‘! Tan ban don vi t!m{_'ic Bai‘ hgc Duy
hanh Téan ban hanh

1 | Nghi quyét (ca biét) NQ Sé......./NQ-DPHDT Khong duge ban hanh
2 Quyét dinh (ca biét) Qb Sé:..,....fQB—BHDT Khong duge ban hanh
3 | Chithi CT Khong dugc ban hanh Khong dugce ban hanh
4 | Quyché QC S6:......./QC-DHDT Khéng duge ban hanh
5 | Quy dinh Qyb S6........QyD-DPHDT Khong dugc ban hanh
6 | Théng cao ¢ S6......./.TC-DHDT Khéng dugc ban hanh
7 | Thong bao TB S6........TB-DPHDT

8 | Huéng din HD Sé:....../HD-DHDT

oo CTr-KK Tr
9 | Chuong trinh CTr ST /CTr-PHDT (Chuong trinh cua Khoa
Kién tric ban hanh)

10 | Ké hoach KH S6......./KH-DHDT CH ;.

11 | Phuong 4n PA Sé:......./.PA-DHDT Sb:....../[PA-.......

12 [ P& éan DA S6:....../.DA-DHDT S6:......./.DA-

13 |Duén DA S6......./.DA-DHDT 80 DA

14 | Bdo cdo BC S6......../BC-DHDT S6:......./.BC-......

15 | Bién ban BB S6:....../BB-DHDT .
16 | Té trinh TTr Sb:....../TTr-DHDT 88:....../ TT1-....

17 | Hop dé‘mg HD BB /HD-DHDT Khong du'erc ban hanh
18 | Cong vin sé:.......DHDT-....... S6:.. it

19 | Cong dién Cb Khéng dugc ban hanh Khéng du'{rc ba.n hanh
20 | Ban ghi nhé BGN | Sé....../BGN-DHDT Khéng dugc ban hanh
21 | Ban thoa thuan BTT S6:....../BGN-DHDT Khdng duge ban hanh
22 | Gidy chirng nhan CN $6:....../CN-DHDT Khong duge ban hanh
23 Glay ay quen GUQ $é:....../GUQ-PHDT
24 | Gidy moi GM S6:....../GM-DPHDT T -
25 | Gidy gidi thiéu GT 8&:....... /GT-DHDT Khong dugc ban hanh
26 | Giay di duong bb S6:....../DD-DHDT Khéng dugc ban hanh

Bian sao vin ban

1 | Ban sao y ban chinh SY S6:....../SY-DHDT Khéng dugc ban hanh
2 | Ban trich sao TS So:....../TS-DHDT Khéng dugce ban hanh
3 | Bén sao luc SL S6:....../SL-DHDT Khéng dugc ban hanh
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Phu luc III

Vi du minh hoa

ATFHIE . - P o~ « & ~ =
St tiét trinh bay Logtehiy Cheht HIBILONY Phong chit Times New Roman 151?'1'.
1 | Qudc hiéu va Tiéu ngir
- Quoc hiéu In hoa 12-13 | Pimg, dim CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Tiéu ngit In thuong 13-14 | bing, ddm Déc lap — Tw do — Hanh phic 13
- Dong ké bén dudi
5 Tfan c0 quan, t6 chirc ban hanh -
van ban Vi :&
= Ten-co quan, 10 chixe chi quan Inhoa |12-13 | Dimng BO GIAO DUC VA PAO TAO 1% /
cap trén truc ticp [l |DF
-Té 5 chi ) il I[= |
Tetsoquan, 10 chie as ik In hoa 12-13 | Pimg, dim PAI HOC DUY TAN 132\t
van ban
[
- Dong ké bén dusi N\ ‘4
3 | $6, ky hiéu ciia vin ban In thuong 13 Dimg S6: 15/QD-DHDT; Sé: 05/DPHDT-VPDH 13
Dia danh va thoi gian ban hanh : - Da Nang, ngay 05 thdng 02 néim 2025
% van ban ' In it e Hgaicg Thanh phé H6 Chi Minh, ngay 29 thang 4 ndm 2025 12
5 Tén loai va trich yéu ndi dung
vin ban
a | Pbi voi viin ban cé tén loai
- Tén loai van ban In hoa 13-14 | Pimg, dim QUYET PINH 14
- Trich yéu néi dung Inthuong | 13- 14 | Ping, dim Vé thanh 1ap Ban phong, chong lut bio, PCCC 14
- Dong ké bén dudi
b | Déi véi cong vin
Trich yéu noi dung In thuong | 12-13 Dimg Vé viée cho sinh vién nhap hoc .......... 12
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NGi dung vén ban _ In thuong 13-14 Bimng Trong cong tac chi dao... 14

Gom ph{m, chumg,quc, tiéu

muc, dié‘u, khoan, diém ’

= T THan s, LErng ™ a0 Inthuong | 13- 14 | Ding, dim Phin I Chuong I 14

thir tu ctia phan, chuong

- Tiéu dé ctia phin, chuong In hoa 13-14 | Pimg, dam QUY PINH CHUNG QUY PINH CHUNG 14

- Tir “Muc” va sb thir tu In thuong 13-14 | Ping, dim Muc 1 14

- Tiéu dé cua muc In hoa 13-14 | Ding, dim QUAN LY VAN BAN DI 14

- T “Tiéu muc” va sb thir tu In thuong 13-14 | Pumg, dim Tiéu muc 1 14

- Tiéu dé cua tiéu muc In hoa 13-14 | Dimg, ddm QUAN LY VAN BAN DI 14

- Piéu In thuong 13-14 | Dimg,dam | Piéu 1. Ban sao viin ban 14

- Khoan In thuong 13-14 bing 1. Céc hinh thic... 14

- Diém Inthuong | 13-14 Pimg a) Doi voi ... 14

- Tiét In thuong 13-14 Dimg - 14 =
Godm phf?m, muc, khoan, diém, —
- Tir “Phan” va s6 thi tu In thuong 13-14 | DPimg, dim Phan I 14 [
- Tiéu dé ciia phan In hoa 13-14 | Pimg, dim TINH HINH THU'C HIEN NHIEM VU... 14 '
- S6 thir tur va tiéu dé cia muc In hoa 13-14 | Piang,dim | L. NHUNG KET QUA... 14 E
- Khoan: =
Trudng hop co tiéu dé In thuong 13-14 | Ding,dam | 1. Pham vi va dbi twong 4p dung 14 LS
Truémg hop khong co tiéu dé In thudng 13-14 Pimg 1. Quyét dinh ndy c6 hiéu luc thi hanh ké tir ngay. .. 14

- Piém In thuong 13-14 Pimg a) Bdi voi ... B 14

Chirc vy, ho tén cua nguoi ky

- Quyén han cta ngudi ky In hoa 13-14 | DPung,dam | TM.BAN THUONG VU KT. GIAM POC 14

- Chirc vu ctia ngudi ky In hoa 13-14 | Pang, dim CHU TICH PHO GIAM POC 14

- Ho tén cua nguoi ky In thudng 13-14 | Dimng, dam Nguyén Vin A Trin Viin B 14

Noi nhén

Tir “Kinh giri” va tén co quan, to —_— 314 P 14

chirc, ca nhin nhin vin ban

- Gt mot noi Kinh gui: By Gido duc va dao tao 14
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Kinh giri:
- Gri nhiéu noi - By Giao dpe v Do to; 14
- B§ K& hoach va Pau tu;
- B§ Tai chinh.
b Tir “Noi nhin” va tén co quan,
t0 chire, cd nhdn nhén van ban
- Tr “Noi nhgn” In thwomg 12 | NERENg | o hn: N kgl (91 Yol eing 12
dam van)
- Tén co quan, td chirc, ¢4 nhin ;;ac ET'“ coquanngang | Nh trén;
nhén vin ban In thuong 11 bimng i S 11
i VT TCCB. - Laru: VT NVDP.
9 | Phu luc van ban
= T T by v R ety oD In thuémg 14 | Déng, dam Phu luc I 14
phu luc
- Tiéu dé ctia phu luc In hoa 13-14 | Ping, dam BANG CHU VIET TAT
10 | DAu chi mirc db khin In hoa 13-14 | Ping,dam || HOATOC | [ THUONGKHAN | | KHAN |
Ky hiéu ngudi soan thao vin ban \ Y
11 va s lugng ban phat hanh In thudng 11 Pung PL.(300)
Pia chi co quan, t6 chirc; thu (Sj(]; 03, tmg Suglg];[nmg , phuong Hai Chau 1, quin Hai
12 | dién tir; trang thong tin dién tir; In thuong | 11-12 Ding  [pr phoa a“léax‘
5 din thoa; 50 i AT+ —
13 | Chi din vé pham vi luu hanh In hoa 13-14 | Duang, dim || XEM XONG TRA LAI LUU HANH NOI BQ
14 | Sé trang In thuong | 13-14 Dimg 2. 7. 18 14

Ghi chii: C& chir trong cling m6t vin ban ting, giam phai théng nhit, vi du: Quoc hiéu, dong trén ¢& chir 13, dong dudi c& chir 14;
nhung Quéc hiéu, dong trén ¢& chit 12, thi dong duédi c& chir 13; dia danh va ngay, thang, ndm vin ban c¢& chit 13.
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Phu luc IV

BAY VAN BAN THUONG GAP
s AZ 4. /OD-DHDT ngay .. 4. thdng.... &...ndm 2025
cua Giam doc Dai hoc Duy Tédn)

Tén van ban

Don vi sir dung

Pham vi ban

hanh

Dai hoc
Duy
Tan va
t6 chire
tuong
dwong

Pon vi
thudce
Dai hoc
Duy
Tan

Ngoai
Dai
hoc
Duy
Téan

-~

Mau 1

Nghi quyét (ciia Hoi dong Dai hoc). Lay s6
tai van thu cia HDDH

X

Mau 2

Quyét dinh (truc tiép). LAy s tai van thu
cua HDDH (néu 12 QP cia HDDH) hoac
cia Pai hoc Duy Tén (néu Giam ddc ban
hénh) va dong diu cta Dai hoc Duy Tén.

Mau 3

Quyét dinh (gi4n tiép). LAy sb tai van thu
va dong déu cua Pai hoc Duy Tén

Mau 4

Van ban ban hanh kem theo Quyét dinh tai
méu 3 nhu: Ké hoach, ndi quy, quy ché,
quy dinh, huéng dén, dé an, phuong én,
chuong trinh hodc danh sach ..

Lay s tai van thu va dong déu cua Dai hoc
Duy Tén

Mau 5

Cac van ban gf“}m: Thong bao, ké hoach,
ni quy, quy ché, quy dinh, huéng din, dé
an, phuong an dugc, chuong trinh ban
hanh doc lap (1iy sb truc tzep) khong kem
theo quyet dmh tai mau 3. Lay sO tai vdn
thu va dong dau ctia Dai hoc Duy Téan.

Té trinh. Lay s6 tai van thu va dong déu
cua Pai hoc Duy Tén

Cong van. Lay s6 tai van thu va dong dau

' cua Pai hoc Duy Téan

Giay chung nhén. Lay s6 tai vin thu va
dong dau cua Pai hoc Duy Tén

Tén loai van ban bao gom: Thong béo, ké
hoach, phuong an, dé an, chuong trinh
Léy s6 tai viin the va diu cua cac don vi
thudc Pai hoc Duy Tén.

Mau 10

To trinh.
Lay so tai van thu va dau cua cac don vi
thudc Pai hoc Duy Tén.

23
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Ghi chu: Céc loai mau khéc tham khao tai Phu luc III ban hanh kém theo
Nghi dinh s0 30/2020/NB-CP ngay 05 thang 3 nam 2020 cua Chinh phu.

Méu 1

¢ VAPDAOTAO CONG HOA XA HOI CHU NGHIA VIET NAM
DUY TAN Poc lap — Tu do — Hanh phiic

/NQ-DHDT Da Ndng, ngay ..... thang ... ndam 20...

NGHI QUYET
Vé cong tic to chirc ciia Pai hoc Duy Tén

HOQI PONG PAI HOC PAI HOC DUY TAN

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

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

Noi nhin: TM. HQI PONG PAI HQC
- Nhu Diéu .. .; CHU TICH

- Lwu: VT, VPHDH.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnn

24
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Mau 2

fomiean

| pIRALHOC
o e,

< VAPAOTAO CONG HOA XA HQI CHU NGHIA VIET NAM
i";'
\!

UY TAN Déc lap — Tu do — Hanh phie

\ A .
\v Qb-BHDT Pa Nang, ngay ..... thang ..... nam 20...

QUYET PINH

R B iorvivivs it o s m s A s e s i e s ST
---------------------------------------------------------------------------------------------------------------------------------- ,.

P CU Lot e e e et e e e e e e e ettt ee e e et e e e e e s et e e e e ae et arenne

Theo dé NGAT CUG ........c.ccooveeeeereerss e eaia s, PSR .

QUYET PINH:
IR s s s R R SV

DHOU 1ev oottt ettt et
il
Nai nh.ﬁn: - =
- Nhur Biéu el GIA.N! BOC
- Liru: VT,

||||||||||||||||||||||||||||
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Mau 3

VA BAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM
U-,Bm,ﬂ;:? DUY TAN Pac lip — Ty do — Hanh phiic

fQB-BHDT Da Ndng, ngay ..... thang ..... nam 20...

QUYET DINH
Ban hisnli (PhE duyt) ciosscoimmsiissssiiznsanovenssniniiisaen
GIAM POC PAI HQC DUY TAN
T S R G S SR S S ——
CTTIEEIE, o osenisismmnssmmmion s ss s S o S S S S R S R S S S A S S S ,'
R T :

QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay .........ccoveriernnnene.

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

Noi nhin: GIAM POC
- Nhu Biéu il

- Luu: VT

||||||||||||||||||||||||

Ghi chii: Mau nay ap dung dbi véi cac quyét dinh (cé b1et) ban hanh hay phé duyét mot van
ban khéac nhu quy ché, quy dinh, chuong trinh, ké hoach, dé an, phuong én... Kém theo méu 4

26
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Mau 4
VADAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
DUY TAN DPégc lap — Ty do — Hanh phiic

TEN LOAI VAN BAN

(Ban hénh kém theo Quyét dinh s6 ....../OD-DHDT
ngay ..... thang ..... nam 20... ... cia Giam doc Dai hoc Duy Tan)

A ................... LRI LR R TY ) LA L AT )
DU Le e ettt e e et e ———aaaaaans
- A
Diéu 2
o )
Chuwong
Piéu
................................................................ X
Chuong
B RN e D R A T R N T R S S B st
i .
Piéu
................................................................ /.

GIAM POC

27
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Mau §

VADPAOTAO CONG HOA XA HOI CHU NGHIA VIET NAM
DUY TAN Doc lip — Ty do — Hanh phiic
........ -DHDT Da Néng , ngay ... thang ..... nam 20...
TEN LOAI VAN BAN
.
Noi nhin ‘ GIAM POC
Luw VT, ...

28
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Mau 6

JC VADPAOTAO CONG HOA XA HOI CHU NGHIA VIET NAM
DUY TAN Pojc 1dp — Tw do — Hanh phie

[TTr-BHDT Da Nang , ngay ..... thang ..... nam 20...

TO TRINH

Kinh giri: Uy ban nhén dan thanh phé Da Ning

Noi nhin:

) : GIAM POC

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

29
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Mau 7

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phic

Pa Ndng, ngay ..... thang ..... ndm 20...

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

Noi nhin: GIAM POC
- Nhur trén;

N R R Y

S6 03 duomg Quang Trung, phudng Hai Chéu, quan Hai Chéu, thanh phé Da Ning
DT: (0236) 3650403 — 3827111- 3747678
E-Mail: vanphong(@duvtan.edu.vn; Website: http://duvtan.edu.vn

30
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Mau 8

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap — Tu do — Hanh phic

Da Ndng , ngay ..... thang ..... nam 20...

GIAY CHUNG NHAN

DPai hoc Duy Tan chirng nhén:

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

.............................................................. £

Noi nhin: GIAM POC

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

lllll LA R A A R R R R Y
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Miu 9
CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap — Tu do — Hanh phic

Pa Néng , ngay ... thang ..... nam 20...

TEN LOAI VAN BAN

N N R L L TR P I

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

Noi nhén: TRUONG KHOA

32
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G V4N Méu 10
D2 C DUY TAN CONG HOA XA HQI CHU NGHIA VIET NAM
- -:; N R R R Béc l@p—Tl.l‘dO—Hi_lllh phﬁc
Da Néng , ngay ..... thang ..... nam 20...
TO TRINH
Kinh gii:
.............................................................. '
Noi nhin: "
YRDS TRUONG KHOA
Luu: VT, ...

Ghi chi: Phan don vi nhan vin ban tai noi “Kinh guri” néu chi c6 mot don vj thi trinh bay trén
mot dong cung dong v&i chir “Kinh giri: » nhung khong cé dau (-) va dau (.) cudi cau.
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