
9Q V4 

\?..° 	 10'  
T121.16NG 

BACH 

CONG HOA XA HOI CHU NGHIA VITT NAM 
DOc lap - Tir do - Hanh pinic  

Da Nang, ngayeSiltheing 4 nom 2018 

QUYET DINH 
Ban hanh "Quy trinh ban hanh van ban tai Truivng DO hoc Bach khoa" 

HIEU TRU'ONG TR1UtiNG DAI HQC BACH KHOA 

Can dr Nghi dinh s6 32/CP ngay 04 thong 4 nam 1994 dm Chinh phtl ve viec 
that-1h lap Dai h9c DA Nang; 

Can cu Thong to se 08/2014/TT-BGDDT ngay 20 thong 3 nam 2014 al BO 
truemg BO Gido due va DA° tao ve viec ban hanh Quy the to chirc va hoat &Ong 
dm dai hoc viing va cac co so.  gido dtic dai hoc thanh vial; 

Can cu Quyet dinh se 6950/QD-DHDN ngay 01 thong 12 nam 2014 cila Giam 
d6c Dai hoc Da Nang ye viec ban hanh Quy dinh nhiem vu, quyen han cua Dai h9c 
DA Nang, cac co soy gido chic dai hoc thanh vien va cac don vi tivc thuOc; 

Can cir Thong to se 07/2012/TT-BNV ngay 22 thong 11 nam 2012 oh BO 
Vixen BO NO vu ve viec huemg dan quan ly van ban, 14116 so va nOp luu ho so, 
tai lieu vat) km tit co quan; 

Can cu Quyet dinh s6 7010/QD-DHDN ngay 04 thong 12 nam 2014 cita Giam 
doc Dai hoc DA Nang ye viec ban hanh Quy trinh ban hanh van ban cap Dai hoc 
DA Nang; 

Xet de nghi cua Truong phong PhOng T6 chirc — Hanh chinh, 

QUYET DINH: 

Di&I 1. Ban hanh kern theo Quyet dinh nay "Quy trinh ban hanh an ban 
hanh chinh" tai Throng Dai hoc Bach khoa - Dai hoc DA Nang. 

Dieu 2. Quyet dinh nay cet hieu ltrc ke tir ngay 

‘Di&I 3. Truing cac PhOng, Khoa va truang cac don vi truc thuOc can cu
quyet dinh thi hanh.T.liefry' 

DAI HQC DA NANG 
TRUING DAI HOC BACH KHOA 

s6:44i/QD-DHBK 

Noi nh(in: 
- Dang uy, BGH 	b/c); 
- CD; DTN; H.SV; HOi CCB; 
- Nhu Dieu 3 (a t/h); 
- Ltru: VT, TTr-PC. 

PGS.TS. Doan Quang Vinli 



DAI HQC DA NANG 	 CQNG HOA x -A HQI CHU NGHIA VIVI' NAM 
TRIAING DAI HOC BACH KHOA 	 DOc lap - Tv do -11,4nh phfic  

QUY TRiNH BAN HANH VAN BAN HANH CHiNH 
TAI TRUING DAI HQC BACH KHOA-DHDN 

(Ban hanh kern theo Quyit dinh s'o443QD-DHBK ngay.24/4/2018 
cua Hieu &teeing Tnremg DO hoc Bach khoa) 

Ihr(rc 1: Xfiy dirng dw thao van ban 

a. Cac don vi trvc thuOc tham muu xay dung du thao van ban cap tnrarng 
theo chirc nang, nhiem vv dugc giao. 

b. Tu kiem tra ve the thirc, ky thuat trinh bay van ban theo quy dinh tai 
Thong to so 01/2011/TT-BNV ngay 19/01/2011 cna BO truong BO NOi vv. 

c. 16 chirc lay )% kien cac don vi, ca nhan lien quan, thirc hien viec tham dinh 
nOi dung du thao van ban. 

Birk 2: Ki6n tra ve th6 thuc, ky thufit trinh bay van ban 

a. flcii 	cac van ban hanh chinh thong dung nhtr cong van, bao cao, thong 
bao, quyet dinh, toy trinh,..., don vi sop ark, gni du thao van ban kern theo Phieu 
trinh kyan ban (theo mau quy dinh tai Phu lvc cua Quy trinh nay) ve Phong To 
chirc — Hanh chinh (Phong TC-HC) de kiem tra v'e the thirc, ky thuat trinh bay van 
ban tnrac khi trinh Ban Giam hieulcS,  ban hanh van ban. 

b. INSi 	cac van ban quy pham not bO, don vi soan thao thirc hien theo 
Quy dinh ban hanh van ban quy pham nOi 130 \TA gni van ban ve Phong TC-H C de 
kiem tra ve the thnc, ky thuat trinh bay van ban tnrsk khi trinh Ban Giam hieu ky 
ban hanh van ban. 

c. Lanh dao Phong TC-HC phi trach cong tac van thu, luu trir có trach 
nhi'em to chirc kiem tra ve the thirc, ky thuat trinh bay van ban ngay sau khi nhan 
dtrot du thao van ban (kiem tra, xir 1S,  cham nhat sau 01 ngay lam viec). Throng 
hop tired hat.' kiem tra phai kdo dai hcm, can giai thIch 1ST do vOi don vi soan thao. 
Inr?mg hop van ban can ban hanh gap, don vi soar' thao tnrc tiep giai trinh ly do 
voi lanh ciao Phong TC-HC. 

Buck 3: Hi0 chinh, hoar] thi0 van ban 

a. Throng hcip Phong TC-HC phat hien chua dung ve the thirc, ky thuat trinh 
bay van ban thi trao dCoh i trvc tier) vOi don vi sop thao hoac ghi v kien gop y dinh 
kern ban thao de don vi sop thao hieu chinh van ban. 



b. Dcm vi soan thao in van ban da dugc hieu chinh (co xac nhan cua MTh dao 
don vi sop thao teen Phieu trinh k9 van ban a dtrai phAn y kien de nghi hieu 
chinh), chuyen cho chuyen vien van thu PhOng TC-HC de trinh Ban Giant hieu k9 
ban hanh. Van ban trinh k9 dugc in thanh 02 ban nhu nhau, trong do 01 ban co 
"chit k9 nhay" cua thii truang don vi soan thao a vi tri ket thiic van ban, not c6 &du 
kh6a van ban (./.). 

c. Truang hop Ph6ng TC-HC phat hien co loi trong van ban do so suAt trong 
qua trinh hieu chinh thi, trao d6i vai don vi sop thao de khac phttc, hoan thien. 

Bulk 4: Trinh k9, ban Minh va quail ly van ban 

a. Sau khi than dugc van ban hoan chinh, trong yang 01 ngay lam viec 
Phong TC-HC co trach nhiem trinh k9. 

b. Van thu lAy s6, ngay ban hanh van ban cho ca. 02 ban, ghi vao s6 cOng 
N an di. Ban khong co "eta k9 nhay" dugc in sao theo quy dinh tai "Nai nhan" cua 

N an ban va dong dAu. Luu ca 02 ban c6 chit k9 tuoi. 

c. Don vi soan thao chin trach nhi'em giri van ban den cac dia chi ghi tai 

"Noi nhan". 

d. Van ban da ban hanh dugc quan 19 theo quy dinh cua Nha nuac ve cong 
tac quan 19, luu tit van ban va Quy the van thu, luu tru dm DO hoc Da Nang va 
Quy dinh cua Nha truang. 

Lt_ 

- Cac don vi soan thao van ban khong true tiep trinh k9 du thao van ban 
chua qua kiem tra ve the thirc, ky thuat trinh bay van ban dA quy dinh trong quy 

trinh nay. 

- Truang cac phong chirc nang chi dugc k9 thira lenh Hieu truang d6i vai 
nhang van ban luu hanh not b6 trong truang CO not dung nhac viec lien quart den 
chirc nang tac nghiep cila don vi. Cac van ban k9 thira lenh Hieu truC'mg phai co 01 
ban giri Hieu truang a bao cao va ghi r6 trong muc "Noi nhan" ctia van ban. 

- Hieu truang fly quyen cho lanh dao cac Phong chirc nang ky Thira lenh cac 

loai van ban: 

Phong Dao tao: giAy di throng cap cho giang vien di day tai co set lien 
ket; gidy chirng nhan ket qua tot nghiep tam thai; xac nhan ket qua ren luyen va 
hoc tap ctia nguai h9c, cuu nguai hoc (t6t nghiep, khong tot nghiep); xac nhan h9c 
vien sau dai h9c; xac minh van bang, chimg chi Truang dA cap cho nguai h9c, 
ngtrai du thi; giai thieu sinh vien cua Truang hoc chuong trinh 2 tai truang thanh 
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vien Ddi hoc DA Nang; gi6i thieu sinh vien den hoc ghep lop hoc phAn tai truing 
thanh vien DHDN; gigi thieu sinh vien hoc Giao due qu6c pheng - an ninh (d6i vai 
tru6ng hop di hoc rieng). xac nhdn 1Y,  lich trich ngang (a nap theo h6 so. thirc tap) 

+ Phong Cong tac sinh vien: xac nhdn sinh vien dang hoc tai Tru6ng (de 
'loan nghia vu quan su dol. vai nam sinh vien; de vay tien cua ngdn hang chinh 
sach xd hOi; a clang Icy a 14 tfic xa; de lam ye xe buyt thang; a xin hoc b6ng cua 
cac t6 chirc); xac thin sinh vien dang hoc tai Truong de hugng chinh sach cua dia 
phuong; Xac nhdn ke't qua Xet, cap hoc b6ng tai trg cho sinh vien. 

+ Ph6ng T6 chirc - Hanh chinh: giAy xac nhan CBVC cua tnrong, cac loci 
hop don lao dOng, hop d6ng lam viec dm can b0 vien chirc, ngu6i lao dOng lY 
lich can b6 vien chirc cua Tru6ng, cac loci giay gigi thieu cho CBVC cua Tn.r6ng 
den cac don vi khac lien he cong tac./. 



. Tom tat ittii dung van ban 
can trinh: 

2. Co.  so.  phap 	kern theo van ban, tai 

Chuyin vien trinh ky 	Thti truung don vi 
(14, ghi re) hQ ten; ngay 	trinh k 

thing nam) 	(14, ghi ro hQ ten; ngdy 
thong nam) 

I 'WONG D HOC BACH KHOA 
DON V( TRINH 10h 	 

CONG HOA X A HOI CHU NGHIA VIET NAM 
DOc 14p - Ttr do - Hanh phtic  

   

Da Nang, ngay thong nam 

PHIEU TRINH KY VAN BAN 

Kinh giri: 	  

I. PHAN Gill DANH CHO DON VI TRINH KY 

H. 'i"( MEN CUA PHONG TO CHIC HANH CH1NH(*) 

LANH DAO 
PHONG TC-HC 

(14, ghi ro h9 ten; ngay thong 
nam) 

III. IT MEN PHE DUYET CUA BAN GIAM HIEU 

BAN GIAM MIX 
(k)•, ghi ro hQ ten; 
ngay thong nam) 

- Phiiu trinh ky chivy ser dung cho tat ca cac loci van ban. 

- Ban gac phieu trinh ky twat hru tru tgi Phong TC-HC ale lam co.  theo doi, kiem 
tra, danh gia qua trinh thyc hien. Ban sao philu trinh ky duvc chuyin din thil trwong 
don vi trinh kfi cue biet va to chic thtrc hien. 

- (*) Cjn coy kiln dia cac Phong chic nang lien quan (Jai vii cac van ban car, xin 
kiln thong nhat clic" nhieu don vi. 
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