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Quy trinh: RA VAN BAN

I. MUC PICH VA PHAM VI AP DUNG
Quy trinh nay quy dinh céc ndi dung va quy trinh thyc hién cong tac bd nhiém
can bd quan 1y cép phong, khoa trudng Cao ding Cong nghiép Béc Ninh.
Quy trinh bd nhiém c4n bd quan ly dap Gmg yéu cAu cong tac ctia don vi.
dam bao tinh théng nhét, tuan thi cac quy dinh cta phat ludt hién hanh.
Quy trinh nay &p dung dbi v6i can b, vién chirc hién dang cong tac tai truong
Cao ding cong nghiép Bic Ninh.
II. PINH NGHIA VA TU VIET TAT
1. Dinh nghia:
- “Vin ban” 13 thong tin thanh vén dugc truyen dat bang ngdn ngit hodc ky hiéu, hinh

thanh trong hoat dong cua cac co quan, t chuc va duge trinh bay ding thé thirc, k§
thudt theo quy dinh.

- “Vin ban hanh chinh” 13 viin ban hinh thanh trong qua trinh chi dao, dicu hanh, giai
quyét cong viée cia cac co quan, to chirc.

- “Van ban dién ti” [a vén ban dudi dang thong diép dit liéu duogc tao 1ap hodc duge s6
hoéa tlr vin ban gidy va trinh bay ding thé thirc, k¥ thuét, dinh dang theo quy dinh.

- “Van ban di” 1a tat ca céc loai vin ban do co quan, to chirc ban hanh.

- “Vin ban dén” 1a tat ca céc loai vin ban do co quan, t6 chirc nhén dugce tir co quan, td
chtre, ca nhan khac gii dén.

- “Ban thao vin ban” 1a ban dugc viét hodc ddnh mdy hoic tao 1ap béng phuong tién
dién tt hinh thanh trong qué trinh soan thdo mot véan ban ctia co quan, to chirc.

“Lap hd s0” 1a viée tap hop, sap xep vin ban, tai li¢u hinh thanh trong qua trinh theo
doi, gidi quyet cdng viéc cua co quan, td chire, ¢4 nhén theo nhitng nguyén tic va phuong
phép nhét dinh.

- “Hé théng quan ly tai lidu dién t&r 1a Hé théng thong tin dwgc xay dung v6i chirc ning
chinh d& thuc hién viéc tin hoc héa cong tdc soan thao, ban hanh vin ban; quan ly vin
ban; 14p hd so va ndp luu hd so, tai liéu vao Luu trit co quan trén méi trudng mang (sau
day goi chung 1a H¢ thong).

- “Vin thu” 13 b phan thuc hién mdt so nhi€ém vu cdng tac van thu cia Truong.

2. Tir viét tit:

P.ICHC Phong T4 chirc - Hanh chinh VC Vién chuc

CB Céan bd NV Nhén vién

2. Tai liéu vién din:
Nghi dinh s& 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phu vé cong tac vin thu.
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Quy trinh: RA VAN BAN

V. CAC BIEU MAU

TT

Tén biéu miu/ hwéng din Ma hoéa
1 | MAu Vin ban c6 tén loai BM/QT05/BCI-TCHC/05.01
2 | MAu Quyét dinh cé biét (truc tiép) BM/QT05/BCI-TCHC/05.02
3 | MAu Quyét dinh c4 biét (gidn tiép) BM/QT05/BCI-TCHC/05.03
4 | MAu Vin ban khong c6 tén loai BM/QT05/BCI-TCHC/05.04
5 | Mu Gidy moi BM/QT05/BCI-TCHC/05.05
6 |MauBién ban BM/QT05/BCI-TCHC/05.06
7 | Méu Gidy gi6i thigu BM/QT05/BCI-TCHC/05.07




BM/QT05/BCI-TCHC/05.01

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? Poc 1ap - Tw do - Hanh phuc
T3 W 0., ngay... thang... ndm..
TEN LOAI VAN BAN®
7
------------------------------------------------------------------------- 8-------.-.oc---u-0---.-.----u-l---n-----uo-aanl----u

................................................................................................................................... /.
Aoushen: QUYEN HAN, CHUC VU CUA NGUOI KY

_ : (Chi¥ ky ciia nguwoi ¢é tham quyén,

) AT R déu/chir ky s6 cia co quan, t6 chikc)

Ho va tén

Ghi chu:

I Tén co quan, td chirc chi quan trye tiép (néu cd).

2Tén co quan, td chirc hoidc chirc danh nha nude ban hanh van ban.

3 Chit viét tit tén loai van ban.

4 Chit viét tit tén co quan, td chtrc hoidc chirc danh nha nuée ban hanh van ban.

> Dia danh.

6 Tén loai vin ban
Mau nay ap dung chung dbi v6i c4c hinh thitc vin ban hanh chinh c6 ghi tén loai gdm: chi thi,
quy ché, quy dinh, thong cao thong béo, hu(mg dan, chucmg trinh, k& hoach, phuong 4n, d 4n,
du én, bao céo, t& trinh, gidy ty quyén, phiéu giri, phiéu chuyén, phiéu bao.

7 Trich yéu noi dung vén ban.

$N6i dung vén ban.

9 Chit viét tit tén don vi soan théao va sb lugng ban luu (néu can).

10Ky hidu ngudi soan thao vin ban va sb lugng ban phat hanh (néu can).



BMQTO5BCI-TCHC05.03
TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? Péc lap - Tw do - Hanh phiic
Sor MR 0 e 4., ngay... thang... nam..
QUYET PINH
Ban hanh (Phé duygt)....ceeeee eeesensescnnnss
THAM QUYEN BAN HANH®
G Tl s iens cinss s oes ouss i osedeses o e R el i S :
T i st s sinos sy sxd B iss sredind s onss FEbvas ¥ vinsns vben pownhnmnal swess bnicod § FEFE 406 S 5
Fli60 (e HE T Bl e sons shrsontiginis e svesos rrpa  oison Swomyt o s oho 8 A4S A SRS SRS RS
QUYET PINH
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay........ccoceeevnees . SV N
BRI T . 0, it ol e i A R PN ol = e e el o b s B
................................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu Piéu...; (Chit ky ciia nguoi co tham quyén,
A m : dau/chit ky so cua co quan, to chikc)
I N D

Ho va tén

Ghi chu:

* MAu nay 4p dung dbi véi cac quyét dinh (c4 biét) ban hanh hay phé duyét mdt van ban khéc.

! Tén co quan, td chiic chi quan truc tiép (néu co).

2 Tén co quan, td chitc hodc chire danh nha nuée ban hanh quyét dinh.

3 Chit viét tit tén co quan, t6 chitc hogic chirc danh nha nu¢ce ban hanh quyét dinh.

“ Pia danh.

5 Trich yéu no1 dung quyét dinh.

6 ThAm quyén ban hanh quyet dmh thudc vé nguorl dimg dau co quan, td chic thi ghi chirc vu ctia
nguorl dimg dAu; néu thim quyén ban hanh quyet dinh thudc vé tap thé lanh dao hoic co quan,
td chirc thi ghi tén tap thé hoic tén co quan, t6 chirc d6.

7 C4c cin cir d& ban hanh quyét dinh.

8 Chit viét tit tén don vi soan thao va sé lugng ban luu (néu can).

9Ky hiéu ngudi soan théo vin ban va s lugng ban phat hanh (néu can).



BM/QT05/BCI-TCHC/05.04
TEN CQ, TC CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? Péc lap - Ty do - Hanh phiic
T P T, T .2, ngay... thang... nam...
Vi, Al
Kinh gui:

--------------------------------------------------------------------------------- 7.!!'.!.'....!l.llllllll'.ll.'l..l.‘lIlllllll
................................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhwr tren; (Chit ky ciia ngwoi cé tham quyén,

e ; dau/chit kp s6 ciia co quan, t6 chitc)
Lt VT,..5. 0.

Ho va tén
------------------------------------------------------------ 10-----o-;-c'tto-c-on'uo--.o-.-------.--.---no-t..nct'nuo--c.uuu-.-----
Ghi chu:

I'Tén co quan, tb chirc chil quan trye tiép (nbu co).

2Tén co quan, td chiic hodc chitc danh nha nuéc ban hanh cong vin.

3 Chit viét tit tén co quan, td chirc hogic chirc danh nha nude ban hanh cong vin.

4 Chit viét tét tén don vi soan thdo cong vin.

’Pia danh.

6 Trich yéu ndi dung cong vin.

"N6i dung cong vin.

8 Chit viét tit tén don vi soan thao va sb luong ban luu (nu can).

9Ky hiéu ngudi soan théo vin ban va sb lwong ban phat hanh (néu cén).

19Pjia chi co quan, t& chirc; thu dién tir; trang thong tin dién tir; s6 dién thoai; sb Fax (néu cén).



BM/QT05/BCI-TCHC/05.05

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? Poc 1ap - Ty do - Hanh phiic
Q0. JOM=..A T 4., ngay... thdng... nam...
GIAY MOI
..... L] '..'.SICOOCOOODOIIII

........... 2 visinses TERIL HEODP KM TIOES, /orioserinies sosss sasesr ismenias Twssnsosins nensissss somesvaies

DO L. oo s o ons o i R X RN W S Cl ) Wl C

I il ey mrentaiins netibases v soich nndsn iooa sasis 3 5wa ¥4 HERRFA Sonp AT asn wmavdos  au B RSN AN i

I ITOIBRINS v s rasisbnse s dsnmmsersians daass s dan) swbsionsb s conth duudon owasioos o Lo aasd ipss vy 1475 Lot

O T o s e s s i it Eh e b e Ao S s ety
............................................................. S A s O LR SO DN |
AOERIGE QUYEN HAN, CHUC VU CUA NGUOI KY
b (Chit ky ciia nguoi c6 tham quyén,
« Lpw: VT2 dau/chit ky s6 cila co quan, t6 chirc)

Ho va tén

Ghi chu:

I Tén co quan, t chie chii quén truc tiép (néu co).

2Tén co quan, td chirc ban hanh gidy moi.

3 Chit viét tit tén co quan, td chirc ban hanh gidy moi.

4Pia danh.

5 Trich yéu ndi dung cude hop.

6 Tén co quan, td chirc hodic ho va tén, chitc vy, don vi cdng tac ctia ngudi duge moi.
7 Tén (ndi dung) ctia cudc hop, hdi thao, hdi nghi v.v...

8 C4c van dé can luu y.

9 Chit viét tit tén don vi soan thao va sb lugng ban luu (néu can).

10Ky hiéu nguoi soan thao vén ban va s§ lugng ban phat hanh (néu cén).



