
	

DAI HQC DA NANG 	CQNG HOA XA H01 CHU NGHIA VIVI' NAM 
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S6:.411  /QD-DHBK 	 Da Njng, ngay 	thing 4 nam 2018 

QUYET DINH 
Ban hanh "Quy trinh tiep nh;an va xii157 van ban den" 

HIEU TRU'ONG TRUtiNG DAI HOC BACH KHOA 

Can dr Nghi dinh s6 32/CP ngay 04 thang 4 nam 1994 dm Chinh pita ve viec 
thanh lap Dai hoc Da Nang; 

Can cir Thong tu s6 08/2014/TT-BGDDT ngay 20 thang 3 nam 2014 cita BO 
tnrOng Bo GUI:, duc va Dao tao ye viec ban hanh Quy the to chdc va hoat dOng 
cua dai h9c vimg va cac ca sa giao due dai hoc thanh vien; 

Can ctir Quyet dinh so 6950/QD-DHDN ngay 01 thang 12 nam 2014 cda Giam 
dOc Dai hoc Da Nang Ve• viec ban hanh Quy dinh nhiem vu, quyen han cua Dai hoc 
Da Nang, cac ca sa gido dkic dai hoc thanh vien va cac don vi tnrc thuOc; 

ThOng tu so 139NTLTNN- TTTH ngay 14/3/2009 dm eve van thu luu tat 
Nha ntrac ye viec huang clan quan 13'7 van ban di, van ban den va lap ho sa trong 
moi tnrang mang; 

Can dr Thong tu s6 07/2012/TT-BNV ngay 22 thang 11 nam 2012 ctia BO 
truang Bo NOi vu ye viec huang dan quan 13 van ban, 1'4116 sa a nOp luu 116 sa, 
tai lieu vao luu trir co.  quan; 

Xet de nghi cua Tnrang phOng Phong TO chi'rc — Hanh chinh, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay "Quy trinh tiep than va xir 13./ van 
ban den" tai Tnrang Dai hoc Bach khoa - Dai hoc Da Nang. 

Dieu 2. Quyet dinh nay c6 hieu l‘rc ke tir ngay 147. 

Dieu 3. Truang cac Ph6ng, Khoa va twang cac don vi tnrc thuOc can cir 
quyet dinh thi hanh 7. 

No'i nhOn: 
- Dang uy, BGH (de b/c); 
- CD; DTN; H.SV; HOi CCB; 
- Nhu Dieu 3 (d t/h); 
- Lau: VT, TTr-PC. 

PGS.TS. Doan )uang Vinli 



DAI HQC DA NANG 	LONG HOA XA HO CHU NGHIA virr NAM 
TRVONG BAI HQC BACH  KHOA 	 Doc 14p - Ty. do - Hanh phut 

QUY TRINH TIEP NHAN VA XU LY VAN BAN DEN 
TAI TRU'ONG DAI HOC BACH KHOA-DHON 

(Ban hanh kern theo Quyet dinh so 1114  g  /QD-DHBK ngay-W4/2018 
city Hieu trtrang Trirang DO hoc Bach khoa) 

A. Nguyen the tiep nh4n va xir IST van ban d6n 
1. Tat ca van ban den cila Truing phai dove quan ,1ST tap trung tai,  Van thu 

Truing thuOc Phong To chirc - Hanh chinh (sau day goi tat IA Van thu) de lam thit 
tic tiep nhen, dang 14T, trir nhiing loci van ban dugc dang lqf rieng theo quy dinh 
cua phap luet. Nhang van ban den khong dugc clang kk tai Van thu thi cac don vi, 
ca nhan 'thong c6 trach nhiem giai quyet. 

2. Van ban den thuOc nsay nao phai dugc clang 14, phat hanh ho4c chuyen 
giao trong ngay d6, them nhat IA trong ngay lam viec tiep theo. Van ban den c6 
&rig,  dau chi cac mire 418 khan: "Hoa toe, "Hea toe hen gier, "Thuomg khan" va 
"Khan" (sau day goi chung la van ban khAn) phai dugc dang kk, trinh N/A chuyen 
giao ngay sau khi nhen dugc. 

3. Van ban, tai lieu c6 nOi dung mang bi met nha nuac (sau day goi 	la 
van ban met) dugc clang k3'7, quan lk theo quy dinh cua phap luet hien hanh bao 
ve bi met nhA nuac va huang dAn tai Thong to 07/2012/TT-BNV. 

4. Nguoi dugc giao giai quyet, theo dOi cong viec CO trach nhiem lap 116 so 
ve cong viec dugc giao va trien khai thkrc hien. 

5. Van ban, ho so, tai lieu phai dugc luu gift, bao ve, bao quan an toan, 
nguyen ven va sir dung dung mvc dich trong qua trinh tiep nhen, chuyen giao giai 
quyet cong viec. 

B. Quy trinh thIrc hien 
Birk 1. Tiep nh4n van ban dtn 
a. Khi tiep than van ban den tir moi nguOn, trong gio hoc ngodi gi6 lam 

viec, Van thu ho‘ac ngued dugc giao nhiem vu tiep nhen van ban den phai kiem tra 
so lugng, dem so trang dam bao day du, dau niem phong (neu co), kiem tra, doi 
chieu vii non giri tnr6c khi nhen va ,k)",  nhen. 

b. Throng hop phat hien thieu, mat bi, tinh trung bi khong con nguyert yen 
hoc van ban co dOng dau "Him tic" hen gi6 dugc chuyen den muOn hon then gian 
ghi tren bi, Van thu hoc ngu6i dugc giao nhiem vu tiep nhen van ban den phai 
bao cao ngay lanh dao Phong TO chirc - Hanh chinh (Ph6ng TC-HC); truing; hop 
can thiet, phai lap bien ban vai ngued chuyen van ban. 

c. Doi \fed van ban den dugc chuyen phat qua may Fax hoc qua hOp thu 
dien tir ctia cac don vi tivc thu8c nhA ten, thu ky oh cac don vi phai kiem tra 
so lugng van ban, so lugng trang cua mZii van ban; neu phat hien co sai sot, phai 
kip tiled thong bao cho not giri hoc bao cao truing don vi xem xet, giai quyet. 
Tien hanh in van ban va chuyen den Van thu xir lk theo quy dinh. 



Bulk 2. Phan lokti so bq, boc bi van ban den 
a. Ca.c bi van ban den dugc phan loai va xir ly nhu sau: 
- Loai phai boc bi: cac bi van ban den gut cho Truang. 
- Loai khong boc bi: cac bi van ban den co dung dau chi cac mirc dO mat 

hoac gui dich danh ca nhan va cac to chine doan the trong Trtromg, Van thu chuyen 
tiep cho ngtrai nhan/nai than. Nhftng bi van ban giri dich danh ca nhan, neu la van 
ban lien quan den cong vie'c chung ctia co quan, to chire thi ca nhan nhan van ban 
c6 trach nhilem chuyen lai cho Van thu de clang ky theo quy dinh. 

- Viec boc bi van ban mat dirge thirc hien theo quy dinh tai Thong to so 
12/2002/TT-BCA(A11) ngay 13 thong 9 nam 2002 oh BO Cong an huong don 
thuc hie'n Nghi dinh so 33/2002/ND-CP ngay 28 thong 3 nam 2002 oh Chinh phu 
quy dinh chi tie't thi hanh Phaple'nh Bao v'e bi mat nha nu& va quy dinh eit the dm 
Co quan, to chile. 

b. Vic boc bi van ban phai dam boo cac yeu cau: 
- Nhang bi co &rig dau chi cac mirc d6 khan phai dirge boc truac de giai 

quye't kip th6i; 
- Khong gay hu hai doi vai van ban, kh6ng bO sot van ban trong bi, khong 

lam mat so, ky h* ,van ban, dia chi co quan gui va dAti buu din; 
- DOi chieu so, 14 hiti ghi ngoai bi vet so, ky hitt dm van ban trong bi; neu 

van ban den co kern theo phieu gut thi phai dot chieu van ban trong bi vet phieu 
gui, 14 xac nhan, dOng dau vao phieu gut va giri tra lai cho not giri van ban; tnreyng 
hgp phat hie'n co sai sot, thong boo cho not gui biet de giai quyet; 

- Doi voi nhftng truong hgp can thiet thi gift lai bi va dinh kern vOi van ban 
de lam bang chimg. 

&rem 3. Bong dau "Cong van den", ghi so va ngay den 
a. Tat ea van ban den thu6c din dang 14 tai Van thu phai dirge citing au 

"Cong van den"; ghi so den va ngay den (ke ca gi6 den trong nhftng tnrong hgp 
can thiet). D6i vOi van ban den dugc chuyen qua Fax va qua hOp thu dien dr, phai 
sao chirp hoac in ra gidy va dOng ddu "Cong van den - dien dr". 

b. Nhftng,  van ban den khong thuOc 	dang tai Van thu (van ban gui 
danh cho to chirc down the, don vi hoac ca nhan) thi chuyen cho not nhan ma 

khong phai,dong dau "Cons van den". 
c. Dau "Cong van den" dirge &rig CO rang, ngay ngan vao khoang giay trong 

duai s6, k9 hieu (deli vet nhftng van ban có ten loai), dui phan trich yeu not dung 
(doi vOi cong van) hoac vao khoang gidy trong clued ngay, thong, ram ban Aanh 
van ban. 

Bulk 4. bang 14 van ban den 
a. Van ban den dirge clang 14 bang so dang 14 van ban den hoac co s6.  du 

lieu quan l9 van ban den ten may vi tinh. 
- Phai dang 14 day du, 1.6 rang, chinh xac cac thong tin can thiet v'e van ban; 

kh6ng viet bang but chi, but mire dO; khong viet tat nhftng tir, cum tir khong thong 
dung. 

b. Dang 14 van ban den bang co sor du lieu quan 19 van ban den ten may vi 
tinh. 



bl. Yeu cau Chung d6i voi viec xay dung co.  so. du lieu quan VT van ban den 
duoc thuc hien theo quy dinh hien hanh cila phap luat ye linh vtrc nay. 

b2. Viec clang 14 (cap nhat) van ban den vao co soy du lieu quan VT van ban 
den duoc thuc hien theo huang dan sir dting chuong trinh phan mem quan ly cong 
van. 

b3. Van ban den dirge dang 14 vao co so du lieu quan VT An ban den phai 
duoc dinh ky in ra giay de 14 nhan ban c,hinh va gong so de quan VT. 

b4. Khong sir dung may vi tinh no mang nOi b0 va mpg dien rOng de dang 
14 van ban mat den. 

BlreiC 5. TrInh van ban den , 
a. Sau khi dang 14 van ban den, Van thu phai trinh kip that cho Lanh dao 

PhOng,  TC-HC xem xet va cho kien giai quyet. Van ban den c6 dau chi cac mirc 
dO khan phai duoc trinh va chuyen giao ngay sau khi nhan duoc. 

b. Lath dao PhOng TC-HC trinh Hieu tnrang (neu Hieu trirong di yang thi 
trinh Ph6 Hieu twang dtrac phan cong phu trach mang cong viec lien quan var ban 
den) cho y kien chi dao (but phe) giai quyet va thOi han giai quyet van ban (neu 
can). 

Doi vai van ban den lien quan den nhieu dun vi hoac nhieu ca nhan th can 
ghi r6 don vi hoac ca than chit tri, don vi hoac ca nhan ph6i hop va thOi han giai 
guy& cua m8i don vi, ca nhan (neu can). 

c. Sau khi c6 y kien but phe cua Lanh dao Phong TC-HC hoac Ban Giam 
hieu, van ban den duoc chuyen tra 14i Van thu de clang 14 1)6 sung vao so clang 14 
van ban den hoac vao cac twang tuong img trong co. so du lieu quan ly van ban 
den. 

Bulk 6. Chuyen giao van ban den 
a. Van thu sao gtii cong van cho cac don vi, ca nhan theo not dung bin: phe 

ciia Lath dao PhOng TC-HC hoac Ban Giam hieu (giai qua email va de nghi cac 
don vi xac nhan da than duoc). 

b. Van ban "quan trong, gap" can duoc chuyen true tiep cho ca than hoac 
thong qua van thu ciia don vi co 14 than ban giao van ban. 

Btrov 7. Trien khai thkre hien nOi dung van ban 
a. Thanh vien Ban Giam hieu duoc phan cong thay mat Ban Giam hieu chi 

dao trien khai thuc hien. 
b. Don vi duoc giao nhiem vu lam dau m6i, Chu tri (sau day g9i tat la don vi 

Chu tri) tham muu cho Ban Giam hieu trong viec trien khai thuc hien. 
c. Neu nOi dung trien khai can c6 str phoi hop cila nhieu don vi thi don vi 

chit tri tham muu xay dung du than van ban trien khai, hOi \Teri cac don vi lien 
quan thong that not dung van ban trien khai. 

d. Sau khi th6ng that nOi dung van ban trien khai, don vi Chu tri trinh Ban 
Giam hieu 14 van ban trien khai. 

&gm 8. Theo doi, don dOe viec giai quyet van ban den 
,a. Tat ca van ban den c6 an dinh thai 	giai quyet phai duijc theo doi don 

doe ye thei han giai quyet. 



b. Thu truang cac don vi trtrc thuOc dm:re giao nhiem vu chi" tri trien khai 
thtrc hien van ban co trach nhiem theo doi, don doc viec giai quyet van ban den. 

c. Van thu ca nhiem vu theo dOi, thng,h9p so 	bao cao lanh dao PhOng 
TC-HC ye tinhhinh giai quyet van ban den. Sau khi giai quyet,hoan thanh not 
dung van ban den yeu cAu mai dugc danh dau "hoan thanh" vao ket qua giai quyet 
van ban trong co.  sa dur lieu. 

d. Doi vai van ban den có dau "Tai lieu thu hoi", Van thu có trach nhiem 
theo de5i, thu 116i hoac giri tra lai nai gui theo &mg thtfi han quy dinh. 

Btrov 9. Ltru Ire van ban 
a. Ban goc luu tai Van thu thuOc Phong TC-HC. 
b. Ban sao luu tai cac don vi trien khai thirc hien. 
c. Scan van ban va luu ten he th6ng phAn mem quan ly ding van oh 

Throng Dai h9c Bach khoa./. 
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