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QUYfT DINH
Vd viOc ban hlrnh Quy trinlr Qurin lf vfin bfin vh sfrdqng con df u

ciia Tru'drrg THPT Khoa hgc gi6o dr;c

HIEU TRU'ONG TRU,ONG TI{PT KHOA HQC GIAO DUC

Cdn cir Nghi dlnh s6:tlXtl-Cl']ngdy 01 thdng 4 ndm 2009 cua Chinh phri sira aOi, UO

sttng n-r6t s6 di6u cira Nghi dinh s6 5B/ND-CP ngiry 24 thdng B nlnr 2009 ve qLran ly vi\ srr
dung con ddu;

Ciin cir Nghi dinh sO t tOIZOO4IND-CP ngdy 08 th6ng 4 ndm 2004 cva Chinh phu vd
c6ng t6c vf,n thu,

Cdn.cirNghi djnh s6 OqlXp-CP ngdy 08 thring 02 n5m 20l0 cira Clhinh phir srLa clOl, b6
sung n-r6t sO cliOu cua Nghi djnh s6 110/2004/ND-CP vC c6ng tirc v6n thu;

Cin ciL Quy€t dinh s6 1036/QD-UBND ngdy 03 thang 3 ndm 20l(r cua Chu tich UISNI)
Thdnh ph6 Hd N6i v6 vi6c thtinh lAp TrtLo'ng TFIPT khoa hoc gizlo duc tru'c thu6c Trr.ror-rg

DHGD-DHQGHN;
Czin ciL Th6ng tu s6 0+/20I 3/TT-BNV ngdy | 614l2O I 3 cira BO NOi v, vC hudng d5n xAy.:

dLrng Quy chc cong t6c vdn thtL, lrru tlilcira cric ccr quzut, tO chiLc;

Cdn cu Th6ng tu s6 Oll2TlllTT-BNV ngdy lgl}ll201l cua BQ trr-Long I3Q NOi vu
hr-rong d5n th6 thf'c vd l<! thuAt trinh bdy vdn bAn hdnh chinh;

Cdn cu Quy6t dinh s5 2S89/QD-DHQGHN ngdy 23 th6ng 8 ndrn 2013 cLra Gi6rn c16c

DHQGHN Qr,ry dinh r,6 c6ng tirc v[n thu, luu trlr tai Dai hoc Qu6c gia;

CIn ct Quy ctinh t6 chirc va hoat d6ng cua Truong THPT l{roa hoc giSo cluc ban hdnh
tlreo Qny0t dinh s6 SSStqO-DHQGHN ngity 041412016 cua Gi6rn d6c Dai hoc Qu6c gia Hd
N0i;

X6t dO nghi cua 86 phAn Ildnh chinh - CSVC.

QUYET DINH:

Di6u 1. Ban hAnh kdm theo Quy6t dinh ndy Quy trinh Quan ly vin ban vd su'dung con
dtir-r cua Trudng THPT lCroa hoc gi6o duc.

Didu 2. Quy6t dinh nay co hi6u luc kO tu' ngdy l5/03/201B.
Di6u 3. C6c T6 b6 m6n, cdc bO phAn chr1c ndng vd todn bd c6n b6. vi6n chu'c, gi6o vi6n

cua Truor,g THPT Khoa hoc Gi6o duc chiu tr6cir nhiOrn thi hdnh Quy6t dtrit ndy.l"4un/

No'i nhQn:

- Nhrr Di6u 3;

- Hi€u trrLolg (aiib/c);
- Lr:u: VT,IIC-CSVC, TCCB

TS. Hoing Thu Hir



TRU'oNG DAI I-IOC C]IAO DUCI - DIICIQI-IN

TITU'ONG THPT I(HOA HOC GIAQ DUC

QUY TRINH

euAN r.f vAx nAx vl stI DUNG coN nAu
cun TRUoNG THPT KHoA HQC ctAo DUC

(KDm theo QuyAt dinh s6.{5../QE-KHGD ngdy,[[.thdngill.ndm 2018 vi tiAc ban hitnh

Quy trinh Qudn ly vdn ban vd sa &,tng con ddu cua Tradng THPT Khoa hqc Gido dac)

NIm 2018
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PHU tUC cAc cu0'vffir rAr

DHQGHN: Eai hqc Qu6c gia Hd NSi

BGH: Ban Gi6m hiQu

Tru&ng EHGD: Trudng Eai hBc Gi6o duc

Trudng THpT KHGD: Trudng trung hqc ph6 th6ng khoa hgc gi6o dpc

KT.HiQu tru0ng: Ki thaY Hi$u tru&ng

TL.Higu tru&ng: Thrla lQnh HiQu tru&ng

TUQ.HiQu trucnrg: Thtra riy quyAn HiQu tru&ng

B0 ph6n HC-CSVC: B0 phfln Hanh chinh - Co s0 vflt ch6t

B0 ph0n KHTC-DV: B0 ph0n Ki5 hoach tii chinh - Dich vu

B0 ph$n DT-KT: B0 phfln Eio tao-Kh6o thl

B0 phQn TCCB: B0 Phfln T6 chrtc cdn b0

VT Trudmg: Vdn thu Tru&ng

VT don vi: V[n thu don v!
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+ Qu6n l{t tlt chcloqi cdng vhn di/ddn vA cAo gi6y t& giao dich kh6c,

+ D6m b6o c6ng vdn, gi6y td giao dich duge luAn chuydn kiF th&i, drlng dia cht.

+ Dim b6o c6c lopi eOng v6n, gi6y tb giao dich gtli di dugc sofln th6o theo rn6u th6ng

nh6t, dring quy dinh.

+ Eim bio viQc srl dpng con dAu vA quf,n lf con d6u drirrg mpc tlich vfi an toiln theo quy

dinh cria Nhd nudc.
+ Phdng ngtra sq mdtmdt,th6t lac cdc loai c6ng v[n, giAy t] giao dich.

+ Luu trfi cdng vdn, gi6y td giao dich nhim tra cr]u khi cAn thi6t.

+ NAm vfrng nQi dung co b6n v6 v6n b6n vd c6ng tdc v[n thu hinh chhh trong nhA

trucmg; vfln dqng vd t6 chfc thpc hiQn cdng t6c v6n thu hdnh chinh phir hqp vdi d6c

tli6m vd diAu kiQn cta Nhi trudmg.

2. DOr rrIgNG vA PHAM VI AP DUNG
Ap dpng.voi c6ct6, cdc b0 phan chric n6ng vd b0 m6n cho tht ch c6c vdn bin dpng cdng

vin di/cltin cflng nhu c6c lopi v5n bin ludn chuy6n nQi bQ trong Nhi tru]ng.

3. cAc rAI LIpu co LItN QUAN
o Nghl dinh s6 110/2004/I{E-CP ngdy 08/412004 cria Chinh phri vA c6ng t6c v[n thu;

. Nghi dinh sO lt IA{D-CP ngdy 0810412004 ciaChinh phri quy etinh chi ti6t thi h&nh
;. I..Ln,tArr

mOt sd di€u cfia Ph6p lQnh luu trfr QuOc gia;

. Th6ng tu li6n ticfr s5 S5jII}51TTLT-BNV-VPCP ngdy 06/0 iljIOOS cria B0 NOi rrr-
Vbn phdng Chinh pht hucrng d6n v6 th6 thric vd k! thuflt trinh bdy v6n bin;

o Th6ng tu s6 0l/201I/TT-BNV ngdy l9l0ll20l1 cria BQ tru&ng B0 NOi vp hudng d6n

th6 thric vi kf thuQt trinh biy v6n bin hanh chinh;

. euy6t dinh sd 2889/QD-EHQGHN ngiry 23 th6ng 8 ndm 2013 cin Gi6m ddc

DHQGHN Quy ttinh vO c6ng t6c v6n thu, luu trfi tAi E4i hgc Qu6c gia;

o C[n cf Quy dinh vA T6 chric vi Ho4t dQng cta Tru]ng Eai hqc Gi6o dUc ban hinh
theo Quytit itinh sO 56S/QE-TCCB ngdy 021712015 cria HiQu tru&ng Trulng Dai hgc

Gi6o dUc.

THUAT NG[r vA DINH NGHiA
4.1 Tnr&rg

Ld Trutrng THPT Khoa hgc giSo duc truc thuoc Tru&ng EHGD-DHQGHN.

4.2 Do:r vi
LA T6, c6c bQ phQn chr?c nlng thuQc Truong.

4.3 Don vi A6u miii so4n thio vin bin/gi6y td giao dlch

Li don vi chri tri viQc so4n th6o v6n b6n, xin y ki6n d6ng g6p, hoin chinh, trinh

ph€ duyQt.

4.4 Nguiri c6 thim quydn
Ban Gi6m hiOu.

4.5 VIn thu Trulng
VIn thu Trudng la bO phfln ho{c crin bQ chuy€n tr6ch vC c6ng t6c vdn thu cta BQ

phfln HC-CSVC thuQc Truong THPT KHGD.

4.6 VIn thu tlcrn vi

1. MUC DICH
Qui trinh niy dugc ban hAnh nhfrm mpc dich:
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VIn thu don vi ld cdp b0 duqrc giao rrhiQnr vu ti6p nhfln e0ng vfln di/d6n oua don vi'

4.7 Hinh thti'c vfin bAn

C6c v6n b6n hdnh chfnh do Tru:dng Tl-lPT KI-IGD ban hAnh bao gdrn: Quy6t dinh,

thdng b6o, chuong. trinh, k6 hopch, phuJng 6,,, dQ ,6n,-b6o.96o, llen ben' td trinh' hgp

;E;;, ;o;; r;;,*iav^.r,*re;i;il' ;,di iv qive', giPv.'l nhiem, elAv rnli'.qi6v yleu,t1p'

;ii;'sii;ilrier, iiAv nerri"rnep, ei-av-oi-oudrrg, gi6y biOn nhan hd so, phi0u grli, phiou

chuy6n vd cdc loai kh6c.

4.8 ttr6 thrlc v6n bf,n

the thri'c v6n bin thqc hiQn theo Th6ng tu s6 Oll20111TT-BNV ngay t9 tlang 0f

ndm 20ll cria BO NOi vg hu6ng d6n tho thtc va k! thuflt trtnh bdy v[n bfrn hdnh chinh v&

ffi. ,- rh6 il tari iA. ,rdu'uan Uan @hu luc /), phdng c0 chfr trinh bdy vbnbhn (Pha

luc II),m6u trinh biy v6n bhn (Phu luc III).
4.9 Vin bin tISn

Ld 6t cit chc 1o4i van bin,,bao g6rn vdn ban quy phAl.n nh6p lu^at' v[n bdn hdnh

chinh vdL vdn b6n chuyQn ngdnh (kO ci b-in fax, vdn bin dugc tlugc chuydn qua mpng, v[n

b6n m4t) vi dcrn, thu grii d6n Truong THPT KHGD vd don vi'

4.10 Vin bin tli
Litt?rt ch c6c 1o4i v6n b6n bao g6m v6n bin quy.pha*.ph? luflt, v6n ban hdnh

chinh vd vin b6n chuy6n nginh (kC ca ban fu*, vin b6n dugc chuy6n qua mAng' bAn sao

van b6n, van b6n noi b0 va van b6n mflt) do Trudng THPT KHGD ph6t hdnh'

4.11 Bin thio vin bfrn

Ld bAn dugc vitit ho6c d6nh m6y, hinh thdnh trong qu5 trinh so4n th6o v6n bdn'

4.L2 Bilng6c vln bf,n

La ban hoan chinh v0 nQi dung, th6 thric vdn ban dugc Trudng vd don vi ban hdnh

c6 chfi lfy ttU" ti(5p cria ngudi c6 thAm quy6n'

4.13 Bin chfnh v5n bin
Ld b6n hodn chinh v0 nQi dung, th6 thric vdn b6n vd dugc Trudng vd dcrn vi ban

hdnh.

4.14 Bhn sao Y bfln chinh
Ld b6n sao dAy dri, chinh x6c nQi dung cria v6n bin vi ducvc trinh bdy theo the thric

quy dinh. B6n sao y bin chinh ph6i dugc thqc hiQn tir b6n chinh.

4.15 Bf,n trich sao

Lit bhn ruo *0, ph6n nQi dung cria van bin vd dugc trinh bdy theo th6 thric quy

dfnh. Bin trfch sao phii dugc thUc hiqn tt bin chinh'

4.I"6 BAn sao lgc
Ld b6n sao day dri, chinh x6c nQi dung cita v6n b6n, dugc thuc hiqn tir b6n sao y

b6n chinh vi trinh bdy theo th€ thirc quy dfnh'

4.L7 Cicquy ilinh vA hinh thrfrc bf,n sao

4.17.1. C1chinh thric bin sao giim: sao y bin chinh, sao lgc vd trich sao'

4.t7.2.th0 thric b6n sao thuc hien theo Th6ng tu s6 O112OL1/TT-BNV'

4.17.3. ViQc sao y bin chinh, sao lpc, trich sao van bin do Ldnh dao Nhd truhng'

Ldnh d4o d<rn v!, ho[c T6 tru&ng T6 vin phdng quy6t dinh'

4.17.4. B6n sao y bin chinh, sao lpc, trich sao thuc hign dirng quy dfnh cria ph6p

luQt c6 gi6tr\ph6p lf nhu bin chinh.

4.17.5.8in sao chup (photocopy c6 dAu vd cht ky cira vin bin chinh) thi chi c6 giit

tri th6ng tin, tham kh6o.
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4.17.6. C6c don vi, c6 nh6n khi sao y v6n bAn ph6i xu6t trinh b6n chinh. V[n thu
Truong c6 trdch nhigm ki6m tra n$i dung cUa Uan ruo tiing vfi n$i dung crla b6n chfnh rdi

,A
mdi tl6ng d6u sao v6n b&n vd trinh kf Lflnh d6o.

4.17.7. Ngudi ky sao vfin b6n ph6i ki6m tra nQi dung b6n sao trudc khi k]i. V6n thu

Trudng ki6m tra l4i lAn cuSi trudc khi d6ng dAu cria Trulng vA dAu chrlc danh crla ngu&i

kj sao y.

4.17.8. Kh6ng dugc sao, chgp, chuydn ph6t ra ngodi Trulng vA don vi nhtrng f
ki6n chi d4o, ghi chU ben ld v6n b6n, Trulng hqp chc ! ki6n cta Ldnh ctAo Nhfr, trudng,

don vi ghi trong v6n bin cAn ttri6t cho vi$c giao dich, trao d6i c0ng tdc bOn ngodi phAi

duqc thc chti h6a bing v6n b6n hinh chinh.

rnAcs NHIEM vA QUYTN HAN
S.lThim quydn ban hAnh vfin bfln

5.1.1. Thtim quy6n cria HiQu tru0ng

Ban hdnh cdc v6n b6n, tdi liPu sau:

r Ban hdnh quy chti lien quan d6n nh6n sg vd tdi chinh nhu Quy ch6 chi ti6u nOi

b0; Quy ctr6 t6 chrlc cdn b0; Quy ch6 khen thu&ng, k9 lu6t 6p dung trong
Trudrng.

. Ban hinh quy ilinh vC t6 chirc vi hoat dOng cria bQ m6y ki6m tra, ki6m to6n

nQi b0 theo quy ttinh cta ph6p luflt.
o Xem x6t vi phO duyQt c6c Quy trinh hoat dOng vd tdi liQu do Ban Gi6m hiQu

ban hinh, hu&ng dhn cOng vi$c 6p dung trong toin Tru&ng.

. PhC duy$t c6c sria A6i AOi vdi c6c tdi liQu tr€n.

. Ki5 hoach chi6n lugc ph6t trirSn, c6c k6 hoach ph6t tri6n ddi h4n, trung hpn v.a

timg nirn cria Trudng Phdn c6ng cdng viQc trong BGH. Ph6n c6p qudn ly d6i
v6i c6c b0 phan thuQc Truong.

. eO nhiem, mi6n nhiOm ldnh d4o c6c don vi thuQc Trudng.

o Thdnh lflp vd gi6i th6 cdc dcrn vi trong Trudng.
,t'. Tuyen dung, huu trf,. cli6u ttQng, thuydn chuyi5n, cho th6i viQc ddi vdi c6n bQ

vi€n chric thuQc quy6n quan lf vd khen thu&ng, hj'luflt c6n bQ, vi6n cht?c cria

Trudng theo dring quy ilfnh cria Nhd nudc vi cria Trunng EHGD, DHQGHN.

o DuyQt c6c dinh mric vd c6c khoin chi theo dring quy dinh cria Nhd nudc,
Trudng EHGD, EHQGHN vi cria Trunng.

5.t.2. Th6m quy€n cua HiQu ph6

Ph€ duyQt cac tAi ti$u li€n quan d6n:

. TO chric chi dgo, kiiSm tra, giilm s6t thgc hi$n k6 ho4ch thuQc c6c linh v.uc

dugc ph6n c6ng phq tri[ch.

. Ky |hay HiQu tru&ng c6c vin b6n thu0c ming c6ng tac do Hi0u trutrng ty
quy6n (khi d6 vdn ban ghi rO KT.Hieu truong).

5.2.3. ThAm quy6n cta T6, b0 phQn chric ndng

o Ban hinh c6c v5n bdn, tdi liQu sau:

- Cdc quy trinh, hu6ng d5n d0 thUc hien c6c cdng viQc trong chric n[ng, nhiQm

vg dugc giao. C6c tdi liQu ndy chi c6 ph4m vi img dUng gicri h4n trong dcvn vi
vd kh6ng trdivoi quy dinh c[ra Trudng.

\
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Chiu tr6ch nhiQm chi dAo vdn thu cira dcrn vi dim b6o ki6m so6t viQc ph6n

ph6i cac tdi liqu do B0 phfln IIC-CSVC ph6n phdi cho c6c dcrn vi.



o EAm b6o vi0c srl dpng c6c tAi li$u ct1a Bn ban hAnh rndi nhiit trong PfrArn vi
minh phg tr6ch. Cdc v6n bAn tdi li$u cfr phfri dugc thu h6i ho6c o6 dAu hiQu

nnan Ui6i thich hgrp, tr6nh 6p dung , srl ipng c6c v[n b6n cfi trong khi tri6n

khai thuc hiQn. Ed-xu6t vdi iarf, aao vA ntruiAu sr}a A:6i, bd sung c6c t&i li$u

do Truong ban h&nh.

5.1.4. ThAm quydn cta B0 ph0n HC-CSVC, VHn thu

V[n thu cua Tru]ng thuQc B0 ph6n HC-CSVC thpc hiQn vdo s6, nh6n bAn,

d6ng d6u cdc titi liQu, phAn phtii-cdc tdi liQu hiQn hdnh d6n cdc don vi b0 ph$n

crialrucrng, thu trOi tAt ca iac tAi lipu da h6t hiQu lpc tri c6c don vi b0 phfln

nhdm tr6nh 6p dpng, sir dpng chc tdi liQu da h6t triQu tuc.

Trinh HiQu'trucrng/Ph6 HiQu tru&ng phe duyQt c6c.vdn tin, tdi li$u, cfing nhu

d0 xu6t c6c sta J6l aoi vdi c6c tai tleu c6c sria o6i, u6 sung ddi vdi c6c vrn
bin, tii liQu d6 theo quy dinh trdch nhiQm c6 li6n quan.

V[n thu dcrn vi cflp nhflt, ki6m so6t toin b0 c6c tdi 1i0u thuQc pham vi cria don

vi, dim bho cic tdi liQu hiQn hdnh lu$n c6 sfin tai noi thgc hiQn c6ng viQc c6

liOn quan A6 tien cho viQc sri dgng, tham chi6u vi tra crlu.

5.2Trhch nhiQm

5.2.1. Tr6ch nhiQm don v! b0 phQn

o Cfc don vi b0 phOn cira Trulng ph6i d6m b6o viQc sopn thho chc c6ng v6n c6

nQi dung theo dring chuy6n m6n dugc ph6n c6ng, dring bi6u mdu c6 li6n quan

trong UuOng d6n v0 thO thric trinh biy vdn b6n. Ki0m tra cdng v6n di cria don

vi bO phfln minh Ae ty tht vit trinh ky v[n b6n theo quy dinh trong quy trinh
ndy.

5.2.2.Ngudi c6 thAm quyen (ld nguoi dugc HiQu tru&ng riy nhiQm)

Xem xdt, ph6 duyQt, xri ly cdc c6ng vdn di, d6n theo thAm quy6n.

. Phd chuAn c6ng v6n cho c5c don vib0 phin xri ly, tri6n khai thUc hi0n.

5.2.3. Vin thu cria c6c don vi b0 ph6n
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:0\. ti6R nh{n vbn bin d6n ctia dcvn vi v4 chuy,5n vdn bin gr}i di cho BQ ph0n

Hdnh chinh t6ng hqp A6 t6y s6, dong d6u

. L{p sO c6ng v6n di/d6n cria dcrn vf vd cflp nhQt khi c6 ph6t sinh-

o Luu trfr c5c vin bdn dild6n cria don vi.
5.2.4. VIn thu cria Trudng

. Titip nh4n v6n bin d6n, chuy6n cho c5c don vi trong Trulng.

. Chuy€n v{n b6n di cho cdc don vi trong Truong, grii cho c6c

Trudng b5ng c5c hinh thric pht hgp theo y6u c6u c6ng viQc

nhanh.gui qua buu diQn, grii trgc ti6p hoac email).

. Lap s6 c6ng v[n dild6n vd c{p nhAt khi c6 ph6t sinh.

o Luu trfr c6c v6n b6n di/d6n ciia Trulng.
. Kip thdi t6ng hq,p sO liQu theo.ddi vdn bin dild6n d6 dugc gi6i quyt5t, d5 d6n

hpn nhung chua dugc giii quy6t b5o c5o LSnh d4o.

NQr DUNG c6NG rAC VAN THII
6.L Ki6m soit cdng vln tl6n

6.1.1. Ti6p nhQn, lu6n chuy6n vd d6ng ky van ban d6n

Van b6n d6n c5c don vi chia ldm 02 loAi:

o Vdn ban d6n tri cfp tr6n nhu: BO, S&, Ngdnh, DHQGHN, Trubng DHGD'

don vi ngodi
(chuy6n ph5t



Diii v6'i vdn bdn sfi cho BGHz
nh0n, phdn lopi+ Vdn thu Trudng ki6rn tralqi chinh x6c dia chi noi lh4n, ky nt

so bQ, d6ng dau vi vdo s6 cdng vdn d6n, sau do chuy6n lSnh dpo.

DOi vdi vdn bdn ituoc ghi itfch danh neu'di nht'nz

+ Circe* ui tO pt an, c6 nh6n khi nh6n dugc bi thu gri'i dich danh, n6u n6i

dung vdn b6n c6^ 1i6n quan d6n c6ng viQc cria Trucrng hoflc don" vi thi ph6i

cnulen bin gdc cho van thu Trudng dc cQp nhQn vdo sd c6ng v6n d6n.

+ Vin thu Truong thyc hiQn theo quy trinh luu bdn g6c vd chuy6n tri b6n sao

cho don vi, citnh0n c6 trdch nhiQm gi6i quyOt'

6.1.2.Xt li vd quin ly vdn bin di5n

. T6tc6 v6n b6n di5n Truong hay c6c don vi b0 ph4 dou ph6i dugc tflp trung

th6ng nh6t t4i v[n thu ctra Trucrng de tam thri tyc ti6p nhfln, tl6ng ky (tru mQt

so lo4i van b6n dugc d[ng ky ri6ng theo quy dinh cta ph6p lupt)

. CLc vdn b6n sau khi cO y tien chi d4o ctra BGH, 
PO 3h.u' YU* chinh t6ng

hqp c6 nhiQm vg nhfp V [i6n chi d4o vio sO theo d6i vi chuyOn tdi cic dcrn vi

r V6n b6n dtSn tu c6o don vi trong/ngofri DHQGI{N.

Mgi v6n b6n d(5n ffi6pe ghi dioh danh c6c nhAn nguli nh0,n d&u phf,i th0ng qua

B0 phfln HC-CSVC d6 xri ly theo quy dinh sau:

+ Theo trinh tu,: Ti6p nhfln, dAne ky vdo s6 -* Trinh, phdn.ludng, chuydn

giao ---+ Gi6i quydt vd theo d6i, d6n di5c vioc thyc hign gi6i quydt vfin b&n den.

+ Nhanh chdng: Vhn bin dugc chuydn giao cho vfin thu cria c6c don vi ho$c

cd nh6n trong igey,chfm ntrAi ta neiv lem viQc k6 tiiSp'

+ Erfing a5i tu,qng: V6n ban diin dugc chuy6n cho vhn thu crla c6c don vigi6i

il6i:ur.ffi; ), r.i6, rr,i apo cria'ngudi c6 thAm quyAn hoflc ehuvdn cho cd

nhdn n6u vhp b6n ghi dich danh.

+ Ch6t ch6: Khi iruy6n giao v6n bin d6n, ph6i fi6n hdnh ki6m tra, d6i chi6u

vd ngudi nhfln vdn b6n ph6i ky nhfln vdo s6 ky nhfln.

b0 phQn chric n6ng gi6i quY6t.

v6n bin, tdi lipu mat d6n ph6i dugc dang ky vdo s6 ri6ng. HiQu trucrng Nhd

trulng hoac BGH xri l;i van ban mQt ho{c giao cho c5 nh6n tin c4y chiu trSch

nhiQm vho s6, trinh chuy6n, theo d6i vd qu6n ly tdi liQu m4L

pOi vOi b6n fax, v6n thu Trulng ki€m tra s6 lugng vii v6n bin, sd trang cria

m6i van bin, neu thi6u trang, n\Am 15n nQi dung phai kip th6ng b5o cho ncvi

grii ho{c ngudi c6 triich nhiem c16 xir l1i.

p6l vOi v5n bin dugc chuy€n qua m?ng, trong trudlg hqp cin thiiSt, c6,th6 in

ra, ldm thu tpc d6ng d5u dtin. Sau khi nhQn dyoc bin chinh ph6i dong d0u d6n

vdo bin chinh vd lIm thir tgc dlng ky vio s6 (sO d6n, ngdy d6n li s6 va ngdy

d5 d5ng ky d bin fax, bin chuy6n qua m4ng).
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o V6n b6n d5n ngodi gio hinh chinh, ngay 16, t6t, ngdy nghi, nhdn vi6n b6o v0

cria Trudng co?acn-nrriOm ii5p nn1nicitgit un toan va bin giao dAy dir cho

v6n thu Trudng vho ddu giO sang ngay ldm viec ti6p theo; eOi vOi y?" !?'
UrAn, thirlu froic m6t bi, iinh trang Ui t ttOrg cdn nguyen vqn, ,,i" 9iT de"l

muQn hcrn thdi gian ghi tr6n bi phiibao c6o ngay vdi ngudi c6 trSch nhiem d6

xir ly.

6.2Ki6m soSt cdng vln di
6.2.1. VEn bin do Tnrdng han hdnh

a) Soqn thdo vdn bdn



r C[n cf,vAo tinh chAt, ngi dung cta vfln b&n cAn sofln th6o, BGH giao cho don

vi bO phfln, c6 nh6n sopn th&o hofic chrl trl sopn thfio v6n b6n'

. Eon vi bO phfln ho{c cA nh8n dugc giao chfi trl sofln th8o viln bA.n c6 trdch

nhi0m thUc hi0n cdc cOng vi$c sau:

+ Xkcclinh htnh thtc, n$i dung vfi d0 bflo rn$t, khAri c6p, noi nh$n vfin b&n'

+ Thu thflp, xrl lf th6ng tin c6 li€n quan.

+ So4n th6o v6n b&n: 86o rnflt n$i dung v[n bfln vd thgc hiQn d6nh mdy, nh$n

btn theo cfring thli gian quY dinh.

+ Trong truong frq,p can iti,5t, dA xu6t vdi BGI{ tham L:h6o f ki6n cria c6c dcrn

vi bO ph0n, ca nfran c6 li€n quan d6 hodn thiQn v6n bA'n'

+ Chuy6n dU th6o vdn bf,n kOm theo cdc tdi li$u c6 liOn quan trinh BGH ph6

duyOt vdn bin.
e B6n th6o vf,n bin phii theo m6u quy d!nh, rO rdng, s4ch dqp, dring th6 thrlc

vbn bin theo quy Oirlh, nQi dung v6n bfln ph6i chinh xdc, rO ring, mpch l6c,

dfng co s0 ph6p ly ttO ban hdnh..

b) Xemvd dtryQt bdn thdo

o Sau khi v[n b6n du th6o dd duy$t xong dugc chuy6n cho BGH xem x6t duyQt

bin thf,o.

o Tru6c khi trinh BGH ky,-don vi bO phan <tAu mOi chiu tr6ch thieln.ve nQi

dung ban du ttrao, -h ), uigr..lidao'r,iu BGH vA nOi dung niSu cAn thi6t, chiu

tr6ch nhigm vd hinh thtic, th6 thrlc.

c) Trinh bi,vdn bdn

r Vdn b6n trinh BGH ky ph6i ld bin dg th6o v[n bin cu5i ctng d6 hodn chinh

vA nQi dung vi th6 thtc.
o Vdn bin dU th6o sau khi dA hoin chinh vC nQi dung vd th6 thric chuy6n e16n B0

phfln HC, v5n thu Tru&ng ghi vio s6 theo ddi 16y s6 v6n bin di.

. BO ph0n HC, vfln thu Tru]ng c6 tr6ch nhiQm:

+ Ki6m tra th6m quY0n kY van bin;
+ Ki6m tra tinh hqP Ph6P cria vdn bin;
+ Ki6m ffa th6 thftc, hinh thfc trinh bdy, c6c 15i chinh ta...

o TrSch nhiQm cria ngudi kY vin bin:
+ Nguli ky v6n bin phii chiu tr6ch nhigm toan dien vA nOi dung vd thiS thirc

v5n b6n.

+ Khi ky v6n bin kh6ng dring bft chi, bft dA, birt mgc d6 vi c6c 1o4i brit mUc

dE phai.

d) Theo ddi viec chuyAn phdt vdn bdn di
o Vdn ban da thgc hiQn day dri c5c thri tgc hinh chinh phii duqc phSt hanh 

"q1y
trong ngay cta v6n b6n d6 dugc ddng ky, cham nh6t ld trong ngiy ldm viQc

tiiSp theo.

o V6n thu Trutrng kh6ng c5p sO theo ddi c6ng v5n di khi chul c6 b6ng6? lT
t4i Bo phan uc-csvc-. Trudng hqp d?c biQt, c6c dtrn v1!9 PhT grii Phi6u tl6

ngh! xrt ly van bin c6 chft lo-f eCH, vdn thu Trubng gifi Phi6u tt6 ngh! d€ luu'

o vdn thu Trudrng quan l1i c6ng v6n di, luu tai b0 phan HC-CSVC.

6.3 Quin $ vn sir dgng con d6u

6.3.l.Quan ly con d6u
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o Vi0c quin ly con dAu dugc thuc hign theo quy dinlr oua phdp luflt ho{c cde v[n
bin dudi luflt hiQn hAnh, cdc quy dinh cria DI{QGI-[N, Trudng DI{GD vA cila
Trudng vC qu6n Iy vd srl dpng con d6u.

. B0 phfln HC-CSVC chiu tr6ch nhi$rn trudc I{iQu trudng v0 viQc quAn l!, sri
dung con d6u cria Tru&ng.

c C\c con d6u dugc giao cho mQt c6n bQ chuyOn tr6eh thuOc B0 ph&n HC-
CSVC, v[n thu Trudng qu6n ly vd sri dUng theo quy dinh. CAn bQ chuyOn
trdch, vdn thu Trudng dugc giao srl dpng vA b6o qutn con dAu chiu trdch
nhiQm trudc BGH ph6i thpe hiQn nhfrng quy dinh sau:

* Con d6u. phAi dugc bAo qu6n tpi phong ldrn viQc cria c6n b$ chuyCn trdch,
vdn thu Trucrng. Trudng hgp ddc ti6t cAn mang con d6u ra ngodi trq s& cta
Trucrng phii driqc tU aSne')i ciia HiQu tru&ng, ran UO chuy€n trach, v6n thu
Trucmg. Con d6u ph6i dugc b6o qu6n tuyQt d6i an todn trong cfing nhu ngodi
gid ldm viQc.

+ Kh6ng giaor- raflong glao con oi
,,tA Inguol co tnam quyen.

dAu cho ngudi kh6c khi chua c6 v[n b6n cho phdp cria

+ Chi duoc {6ng d6u vdo nhtng vdn bin, giSy to khi dA c6 chfr ky ctia ngu}i
c6 thdm quy6n.

o Khi n6t d5u bi mdn ho6c bi6n dang, c6n b0 chuy6n trhch,vdn thu Trudng ph6i
b6o c6o BGH d6 xu6t vC viQc lim thri tuc d6i con d6u. T.o*g !,qp Ui m6t,
HiQu truong ph6i b6o c6o co quan c6ng an, ncri x6y ra mAt con d6u, lflp bi6n
b6n.

o Trulng hqp tam dinh chi con d6u, HiQu tru0ng ra quy6t dlnhlpm thu hdi con
d6u vd ph6i th6ng b6o cho co quan c6ng an cdp giSy ph6p kh[c d6u vd cdc co
quan 1i6n quan bii5t.

6.3.2. Sri dUng con d6u

a) Sogn thdo vdn bdn
. C6n bQ chuy6n trdch, v6n thu Trudng ph6i tg tay d6ng d5u vdo c6c vdn b6n,

.;.
gi6y tcr ctra Trudng.

o Chi d6ng d6u vio cdc vdn ban khi c5c v6n bin dring hinh thric, th6 thric vd c6
chfr ky cria ngudi c6 thAm quyCn.

. Kh6ng dugc d6ng d6u trong c6c trulng hqp sau: D6ng dllu vio giSy kh6ng cd
nQi dung, d6ng d6u trudc khi bi, d6ng d6u sin tr6n giSy tringho{c d6ng d6u
l€n c6c v5n b6n c6 cht ky cria ngudi khdng c6 thAm quyAn.

. Khi d6ng d6u l€n chfr ky phii trim l6n khoang 1/3 chtr ky vC phfa b0n tr6i.

. E6ng d6u phii rO rdng, ngay ngin, dring chi6u vd dung mr,rc d6u mdu d6 tuoi
theo quy dinh.

. D6ng d6u vdo phq lpc dfnh kdm: ViQc d6ng d6u vdo c6c phq lpc kdm theo v6n
bin chfnh do ngudi ky v5n bin quy6t dinh vd d6u dugc d6ng l6n trang dAu,
trtm l6n mQt phAn t6n Trulng, t€n dcm viho{c tdn cria phq h.}c.

D6ng d6u gi6p lai: ViQc d6ng d6u gi6p lai d6i v6i vdn b6n, tdi liqu vd phr,r luc
kdm theo dugc d6ng vio kho6ng gitra mdp phii cria v6n b6n ho{c phu lUc v6n
b6n, trirm 16n mQt phAn ciic td gi6y, m5i d6u kh6ng qu6 05 trang.

D6ng d6u d0 khAn, mflt:
+ Vi6c d6ng ddu cfrc d6 khAn (Kh6n, Thugng KhAn, H6a T6c, Hoa T6c Hgn
Gid) tr6n vdn bin hinh chfnh dugc thgc hiQn theo quy dinh tai Di6m b, Khoin
2, Dieu 15 Thong tu s6 \U2O\|ITT-BNV.
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+ ViQc d6ng dAu c6c dQ mflt (Mft, I'uy$t M6t, 'r6i 
Ir40t) va d{u thu h6i dusc

khic sfin tf,eo quy dinh tai Muc 2, Th6ng tu s5 12120021TT-BCA ngdy

t3lgl20o2 huong dan thyc hiQn Nghi dinh s6 BD})}IND-CP cua Clrfnh phrl

quy dinh chi ti6t thi hdnh Ph6p lQnh BAo vp bi rnflt Nhd nudc.

r- ViQc tl6ng ddu dQ khAn, d0 mflt tr6n vfln bAl dugc thUc hiQn theo quy dinh

tai Di6m ,,I(hoa, 2, Eidu l5 Th6ng tu s6 0l ll}lllTT'BNV.
o Ckcv[n bAn ho{c php lqc kOn: theo v6n bAn v6n bAn dugc d6ng dAu treo vAo

phia tr6n g6c tr6i c-ria trang vln bAn. O6i vOi c6c v6n bf,n c6 tir 02 trang trd lOn

phdi d6ng dAu gi6p lai chc trang v6n bAn.

7. HO SO LUT] TRII

8. PHU LUC
8.1 Miu diiu c{c toai

4',x,
TRU
pa6
KH(

.Gu{

e

STT Lo4i hd so Trich nhiQm Thdt h4n luu

1 S5 theo d6i COng v6n d6n B0 ph0n HC-CSVC, Vdn thu
Trulng

Luu, kh6ng hty

2 56 theo d6i COng vdn di B0 ph{n I{C-CSVC, Vdn thu
Trudng

Luu, kh6ng hity

a
J 56 c6p giily gilithiQu B0 phfln HC-CSVC, Vin thu

Trudng
Luu, kh6ng htiy

4 SO tan giao con d6u B0 phfln HC-CSVC, Vdn thu
Truong

Luu, kh6ng hty

5 56 chuy6n giao v5n bin B0 phfln HC-CSVC, Vhn thu
Trudng

Luu, khdng htiy

Miu d6u cria Trulng (mhu tI6 tucri) Miu d6u "Cdng vln d6n" (mnu tI6)

Miu diu "Chrfc danh" (mnu d6)

HITU rnudnc

PHO HIE,U TRIIONG

Miu d6u "TGn' (mnu iI6)

Nguy6n Thi Huong

Hoing Thu Hir

Nguy6n Tuytit Nhung

Miu dfu UI/Lfi? (mnu d6) Miu d6u *Kh6n" (mnu iI6)



8.2 Bi6u m6u vir phg lgc tlfnh k&m

STT T6n btdu mfiu vil phg lgc

1 56 theo d6i COng vdn ddn

2 S6 theo d6i COng v6n di

J Phu luc I: MAu vdn bin

4 PhU luc II: Ph6ng c0 chfr trinh bAy vln bAn

5 Phu luc III: MAu trinh bdy v[n b6n
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nnAu nlfiu s0 uANc rY c0Nc vAN ufN
36 theo d6i c0ng vfln ddn, til ng&y.,., ".1 .',.,' "1" " "'p6n ng&y" " "'1 " " "'1 " " "'

uau nffiu so BANc rf c0xc vAN Bl
S6 theo dSi c6ng vSn di, tir ngiy. ... -..1 . .. " "1" " "'p6n ngAy" " "'1 " " "'1 " " "'

Ngdv,
thhng
di5n

So O6n Noi grli
s6 tcy

hiQu

Ngdy'
thdng

cria vdn
bAn

T6n loai
vd trleh

I ".yeu nQl

dung

Don vi
ho6c
ngudi
nh0n

K)t
nh0n

Ghi ch0

s6 ky
hiQu, v6n

ban

Ngdv,
th6ng cria
v6n bin

TOn loai
vd trich

a ^.yeu nol
dung vin

bin

Ngudi k /
Noi nh0n
v[n b6n

Dcrn vi
ho{c
ngudi

nh{n b6n
luu

56luqng
bAn

Ghi cht



PhU IUc I
(Theo Quy clinh.oOng t6c v6n thu, luu trff tOi EI{QGI{N ban hAnh tpi Quydt dinh sd

}889/QE-SHQGHN ngily 231812013 cria Gi6m d6o EI{QGI{N)

M6u l: Quy6t cfinh

Mdu2: Td trinh
MEu 3: B6o c6o

MIu 4: Bi6n bAn

M6u 5: COng v6n

MEu 6: Phi6u xrl lf v6n bin di

MAu 7: ci6y di dudmg



rRuoNG DAI HQC GIAO DUC-EI{QGIIN
TRI-TONG THPT KHOA HQC CIAO NPC

SO: /QD-KHGD

Noi nhQn:
- Nhu tr6nA{hu Di6u...

M[u t
cQNc mon xA uot cHti NGHIA vlpr NAM

E$c l$P. T11 do'Hgnh Phttc

Hd Nli ngdy

QUYtr EINH

Vd vi$C . . t . r r . . . . . . . . . . . . ( 1 ). . . . t t r ' ' ' ' ' ' I ' ' ' ' ' 
t ' ' 

o t I ' 
I I I t rr

HIE,U TRIIONG
TRUONG THP.i KHOA HQC GIAO DUC

QUYfr E[NH:

Di6u 2. ....

Di6u 3. ... .

HrEU TRII0NG (6)
(Chfi ky, dAu)

- Luu; VT, ......(5)......"

Hg vh t6n

(l) Trich y6u nQi dung QuYi5t tlinh

fZ; Ca" crl tr.uc til5p d6 ra quyiit tlinh
(3) Don vi d6 nghi ra QuYi5t dinh

(4) NOi dung ra Quyi5t dinh
(5) Chfi vitit tit cua tlon vi soqn th6o vfn bdn
(6) euv6n han, chrlc vp cta ngudi k!, ngudi dimg <I6u ccy quan, trulng.hsp .6p ph6 <lugc giao lcf thay ngucri dtmg tt6u

fJ.ri,"i1lri ghi chr vici tat *I{T.' vao truoc chric vu cria nguoi tlimg diu, b6n duoi ghi chrlc vg cira ngudi ki'
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rtn PHU LUC rtrvr rn[o...
Kbm theo Quyh din,h sd /QD-KHGD nsdy thdng ndm )



TRU'oNG DAr HQC GIAO DUC-DHQGTjN
:IRU,ONG TI]PT KITOA HQC GIAO DUC

/TTr-KHGDT

Utfiu 2

cONG uOa xA HQI cuf NGHIA vrfrr NAM
D$c l$p - Tg'do - lIgnh phtlc

Ild NQi, ngdy thcing ndlnS6:

r0 rniF[H
r . . . I . t . . . . . . . ...'

No'i nltQn:

- Luu; VT,

IJg vi tOn

1t1 SO va lcj, hi6u vin bdn: 56..../T6,r loai vin b6n-T6n vi6t tat cira Truong THPT KHGD.
(2) Trich yiiu nQi dung cria To trinh.
(3) N6i dung cua Td trinh.
(a) Cht vi6t tit cua don vi soan thrio hoic chu tri so4n thiio.
(5) Quy6n l.r3n, chrlc qr cua ngu<ri ky, nguoi dung dAu co quan, trudng hqp cap ph6 dugc giao kj,ttray ngudi dung dAu

co quan thi ghi chfr U6t tat "KT." vdo tru6c ciruc vg cira ngu'di dilng diu, b6n du6i ghi chuc vp cua ngurri kj,.

HIEU TRU,ONGs
(Chu kjr, d0u)



TRUONG DAI HQC GI,AO DUC-EIIQG]JN
rRrJoNG rHPT KHoA HQC clAo uqc

Mfug

cQNG uOn xA uQl cuU ttscull vl&r NAM
Dfc l$P. Tq do'Hqnh Phfic

thdng ndm.56: /BC-KIIGDI HA Nd-i, ngdy

va vi$c ..... ., ...... :L:..:*. .. o.. .. r... ., r .. o r ....

Noi nhQn: HrEU TR[I0NG5
(ChiI kj, d6u)

- Luu; VT, ..

Hg vh tOn

(t) SO va ky hiQu vdn b6n: S6......n6n loqi v6n b6n-T6n cria Trudng THPT KHGD.

(2) NAm ban hdnh.

(3) Neu trich y6u nQi dung cia 86o c6o.

(4) Chfi vi6t tet cira don vi soqn thiio ho{c chir tri sopn thiro.

isj q11ya, irar, chric vu cria nguoi k1f, ngudi dung dAu co quan, trulng hqp c6p ph6 duo. c giao klf thay ngudi dring

dAuco quan thi ghi cht vi6t tit "KT." v2ro trudc chric vq cria ngudi dimg d6u, b€n dudi ghi chrtc vq cta ngudi kf'
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TRTIONG EAI IJQC GIAO DUC-DHQGI"IN
TRI/ONG THPT KHOA HQC GIAO DUC

MEn 4

cQNG HOA xA UQI cHfJ NcHIA vl$r NAM
D$c l$p - Tg do - HPnh Phfic

Hd N|i, ngdy36: /BB-KHGDI

Hgp ...............::l:.:fl... o.,. r... r.. o,..,,,2

CuQc hqp b6t dAu tir........gid, ngAy..... "..th6ng.........n6m.

Dia eli6m.

Thdnh vi6n tham dU hqp g6m c6

- C6 mat:.

- VEng m[t:.........

Cht tqa:...

Chrlc vU:...........

Thu ky:....

NOi dung:

NhUng tdi liQu srl dyng:..

'i titi, ph6t bi6u cria timg ngudi:......

ft5t luan cria chri tga:..........

;
\

/,
a

THTI KY

(Cht (i, d6u)

CHU TQA
(Chrlc vp)

(Cht ky, d6u)

Hg vi t6n Hg vir t6n

(l) 56 va kj hiqu v6n birn: S5......ruCn loai vin ban-T€n vi6t tat cria dur vi ban hinh v6n ban.

(2) T€n ggi ctia Bi6n bdn (HQi nghi, cuQc hgp, lim viQc)



TRI.IONG EAI HQC GIAO DUC-DI-IQGIIN
rnUoNc rHPT KHoA HOC clAo DUC

M4u s

coNc Hon xA nol cHtr NGHIA VI&r NAM
D$c l$p . TE do'HPnh Phfic

Hd N|i, ngdy thdng ndm ,......

K{nh gti . . . . r . . . . . r t . r . . . . r . . . . t . r I r . . t . r r . . r " t t t " t t t r r

- Luu; VT,

Noi nhQn: HIEU rRuoNcs
(Cht k;i, d6u)

Hg vh t6n

I
.t

7

(1) 56 va ky hiQu v6n bdn: S6....../t6n lo4i vin bdn-T6n cria Truong THPT KHGD.

(2) Neu trfch y,5u nQi dung cria v6n bin.
(3) NQi dung v6n ban.

(4) Cht vi6t tat dcrn vi sopn th6o holc chrl tri so4n th6o. , ,

tsi qrya, h4n, chric ug 
".iu 

nguoi ky, ngudi dimg dau co quan, trudng ho,p c6p ph6 dugc giao kf thay ngudi dring ddu

co quan thi ghi chft vi6t t6t "KT." viro tru6'c chtc 4r cria ngudi dring dAu, b6n dudi ghi chri'c vq cia ngudi ki.



TRU,dNG DAI HQC GIAO DUC-DHQGI{N
TRUONG THPT KIIOA HQC GIAO DUC

Mfrrr 7

cQN(; ria)A xA HQr crru NGrri^ vr[i't'NAN{
Di)c lrlp -'l'u'do - ll4rth ;rltfit:

Tidn rirrg truri'c

Lr"rorg..............................d

C6ng t6c phi....................d

C6ng:...............................d

I fu Nqi, ngd))....... th(in g....... n dnt.....

'lihii tru'ring do'rr vi

Noi tli vi tliSn Ngnv
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