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Quy trinh xwr ly van ban di

Soan thao van ban

DPon vj phu trach soan thdo van ban theo MA
va ky nhay chiju trach nhiém ndi dung

Kiém tra thé thirc van ban

P. Tdng hop kiém tra thé thirc van ban
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(rc van ban

0i dung van ban

Trinh ky van ban

P. Téng hop trinh Ban Giam hiéu ky van ban

Cép sbd/ngay ban hanh

P. Tdng hop cap sb6 va ngay ra van ban

Nhan ban/déng dau

- DPon vi soan thao nhan ban theo quy dinh
- P. Téng hop déng dau

Phat hanh/lwu trir

Pon vi phu trach soan thao phat hanh theo dia chi noi nhan van ban

P. Tdng hop phat hanh trén hé théng E_Office, s hda va lwu triv

https://phongtonghop.neu.edu.vn/



TRACH NHIEM VA THAM QUYEN KY VAN BA

(Piéu 11 Quy ché Vin thw lru trir)

> 1. Hiéu truéng ky cac van ban gri ra ngoai truong va cac vin ban vé nhiing van dé trong yéu
cua Truong. Co thé uy quyeén cho Pho Hi€u truong ky thay trong mot so truong hop cu thé va
can thiét

> 2. Chu tich Hoi dong truong ky cac van ban trong pham vi thim quyén ctia Chu tich Hoi
dong truong.

» 3. Pho Hi¢u truong ky thay Hi€u truong ban hanh cdc van ban thugc pham vi linh vuc da
dugc Hi¢u trudng phan cong phu trach.

> 4. Trong mot s6 truong hop can thiét, Hiéu trudng c6 thé uy quyén cho mot sé6 Trudng don vi
ky thtra uy quyén van ban phai dugc quy dinh bang van ban va giéi han trong mdt thoi gian
nhat dinh. Nguo1 dugce ky thira uy quyén khong dugc uy quyén lai cho nguoi khac ky.

» 5. Hi¢u truéng uy nhi€ém cho Trudéng don vi ky thira Iénh mot s6 vin ban hanh chinh vé
chuyén mon, nghi¢p vu theo chirc nang, nhiém vu

» 6. Truong cac don vi duoc ky thura 1énh, ban hanh van ban hanh chinh vé chuyén mon,
nghi€p vu dugc uy nhiém cho cap pho ky thay trong cac truong hop can thiét theo chirc nang,
nhiém vu duoc giao.

> 7.Dbi v6i van ban giay, khi ky vin ban dung but c6 muc mau xanh, khong dung cac loai muc
dé phai.

https://phongtonghop.neu.edu.vn/
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Trich yéu nd1 dung cong van

No6i dung van ban

7a, 7b, Churc vy, ho tén va chit ky cua nguoi co tham quyén
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DAu chi muc dd khan
Chi dan vé pham vi lvu hanh
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Ky hiéu nguoi soan thao van ban va sd luong ban
phat hanh

Dia chi Truong hodc don vi; thu dién tir; trang thong
tin dién tir; sd dién thoai; sd Fax.

Chir ky sd cua Truong hodc don vi cho ban sao van )
ban sang dinh dang dién tir
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THE THUC, KY THUAT TRINH BAY VAN BAN

M6t s lwu ¥ quan trong:

L.

Kho gidy A4 (210 mm x 297 mm), 1& trang: Mép trén va dudi 20 - 25 mm, mép trai 30 - 35 mm, mép phai
15 - 20 mm. Phong chir: tiéng Viét Times New Roman, bd ma ky tu Unicode theo Tiéu chuan Viét Nam
TCVN 6909:2001, mau den.

C& chir va kiéu chit: Theo quy dinh cu thé cho ting yéu t6 thé thirc (phd bién 1a font chir 13, riéng Tiéu
ngit 16n hon Qudc hiéu 1 don vi, kich thude chir “Noi nhdn:” 12pt; phan viét tit noi nhan font size: 11pt).

Sd trang van ban: Pugc danh tu s6 1, béng chir s6 A Rap, c& chir 13 dén 14, kiéu chir dimg, dugc dat canh

giita theo chiéu ngang trong phan 1¢ trén ctia vin ban, khong hién thi s trang thir nhat.
Tén trudng trinh bay trong vin ban theo quy ché Vin thu luu trit 13: Truong Pai hoc Kinh té Qudc dan

Cach viét can ct theo tht tu sau: Can ctr <loai van ban> <sb hiéu VB> <ngay ban hanh> <don vi/nguoi
ban hanh> <trich yéu van ban>. Chir thuong, in nghiéng, xuéng dong sau mdi cin ctr, cudi cin ctr dau ;’
va can ct cudi cung dung dau cham. Vi du: “Can cit Nghi quyét sé 09/NQ-PHKTQD-HPT ngay
09/3/2021 ciia Chii tich Hoi dong Trwong vé viéc ban hanh Quy ché Té chirc va Hoat déng ciia Truong
Pai hoc Kinh té Quéc dan,”

Nguc‘ri,dl'mg dau don vi soan thao chiu trach nhiém vé ndi dung phai ky nhay/tit vao cudi ndi dung van ban
(sau dau ./.) ‘ o 7 ,
Nguoi dirng dau don vi phu trach van thu luu trit chiu trach nhiém vé thé thirc c6 thé ky nhay vao sau dau

6,9

:”” cua chitr Noi nhan:

https://phongtonghop.neu.edu.vn/
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BO GIA0 DUC VA|DAD TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAL HOC Béc lap - T do - Hanh phue
KINH TE QUOC DAN

s /QB-DHETQD HaNGingdy  thing nim 2021

. QUYET DINH
Vé viéc ban hanh Quy ché cong tic Vin thw, lru trir
cia Trweng Pai hoc Kinh té Quoc din
HIEU TRUGNG TRUGNG DAI HOC KINH TE QUOC DAN

Céam cir Ludr heu oif ngdy 117112011

Cén cir Ludt Gido dyc dai hoc ngdy 18/6/3012 v Ludt nfa 361, b6 sung mér 56
Jifu cda Ludr Gide duc dai hoc ngdy 19/11/2015;

Ciém cir Nehi dinh 56 99201 6/ND-CP ngdy 01/7/2016 cia Chinh phi vé gudn i
va sof dung con déu;

Cén cir Neghi dinh 58 992019ND-CP ngdy 201272019 cda Chinkh phi vé guy dinh
chi tifr va hudmg din thi hdnh mét 56 difu cia lufr sita G461 b6 sung mét 56 déu cia Lud
Gido duc dai hos,

Cém cir Nghi dink o6 20:2020/NB-CP ngdy 05/3/2020 cda Chink phi vé céng 1de
vim thie;

Can cir Théng nw 272016 TT-BGDET ngdy 30/12/2016 cia B Gido duc va
Do tac vé vise quy dink thi han bdo gudn tai lifu chuyén mén nghidp vy cda ngdwnh
Gido dys;

Cén oo Nehi guyét 56 09NO-DHETOD-HDT ngdy 09/2/2021 cda Chd tich Héi dong
Triwomg Dai hoe Kinh 1 Qubc din vé vibe ban himk Ouy ché T chire vd Hoar dng cia
Triromg Dai hoe Kink 18 Oudc dén

Theo d8 nghi ca Trudng phong Téng hop.

QUYET PINH:

Didu 1. Ban hinh kém theo Quvét dinh néy Quy ché céng thc Vin thr, lra it
cia Trrimg Pai hoc Kinh té Quéic din.

Didu 2. Quvét dink ndy o hida hrc ki tir ngév k¥ ban hink,

Didu 3. Ong (bd) Tredng cac dor vi thude, troc thudc Trdng chin trich nhidm
thi hanh Quyvét dink nay.\

Nt nhdn: . HIEU TRUGNG
~DU. HET, BGH (3 chidzo th);

- Nbar Biéu 3;

-Luw VT, TH

PGS.T5 Pham Hong Chwong

https://phongtonghop.neu.edu.vn/




MAU CHU VA CHI TIET TRINH BAY

THE THUC VAN BAN HANH CHINH

Thanh phan thé thirc va . ICO P Vi du minh hoa
STT chi ?iét trinh bay Loat chr chir! Kieu chu Phong chir Times New Roman
1 |Quoc hi¢u va Ti€u ngir
- Quoc hiéu Inhoa | 12-13 | Pung, ddm | CONG HOA XA HQI CHU NGHIA VIET NAM
- Tiéu nglr In thuong | 13-14 | Bung, dam Doc 1ap - Tw do - Hanh phuc
- Dong ke bén dudi Do dai bang do dai ciia dong chir Tiéu ngir

) Tén co quan, to chirc ban
hanh vdn ban
- Tén co quan chu quan

ruc tiép (B Gido duc va Do Inhoa | 12-13 DPing BO GIAO DUC VA PAO TAO

tao)

h;ﬂf}? CV(;I?%ZIL {0 chirc ban Inhoa | 12-13 | Dimg, ddm TRUONG PAI HQC

KINH TE QUOC DAN

- Dong ké bén dudi Do dai bang tir 1/3 dén 1/2 do dai ctia dong chit
3 |S6, ky hiéu ctia vin ban In thuong| 13 Duing S6: 15/QB-DHKTQD; 86: 05/DHKTQD-TH
4 aﬁfiﬁ Eg;hm gianban | ong | 13-14 | Nghiéng Ha Ni, ngay 09 thang 02 nim 2021
5 Tén loai va trich yéu noi

dung van ban
a [Po1voi van ban co tén loai

- Tén loai van ban Inhoa | 13-14 | Ptng, dam THONG BAO

- Trich yéu ndi dung In thuong| 13-14 | Pung, dam Vé cong tac phong, chong Covid-19

- Dong ké bén dudi P dai bang tir 1/3 dén 1/2 d6 dai ctia dong chir

b P01 voi cong van

https://phongtonghop.neu.edu.vn/




Thanh phén thé thirc va

Co

Vi du minh hoa

STT B v Loai chir _ | Kiéu chit ~ —
chi tiét trinh bay ’ chii! Phong chir Times New Roman
Trich yéu noi dung Inthuong | 12-13 | Pung V/v nang bac lwong nim 2020
6 [NG6i dung van ban Inthuong | 13-14 | Ding [Trong cong tac chi dao ...
7 |Chuc vy, ho tén cua nguot ky
- Quyén han cta ngudi ky Inhoa | 12-13 |Pung, ddm| TM. HOI PONG TRUONG KT. HIEU TRUONG
- Chuc vu cua ngudi ky Inhoa | 12-13 |Ping, dim CHU TICH PHO HIEU TRUONG
- Ho tén ctia nguoi ky, cha y dau| Inthuong | 13-14 |Ping,dam|  PGS.TS Nguyén Vin A GS.TS Tran Vin B
cham sau Hoc ham ThS Nguyén Vin C TS Nguyén Vin D
8 |Noinhan
Tu “Kinh giri” va tén co quan,|
a 6 chirc, don vi, c4 nhan nhén| In thuong | 13-14 bung
van ban
- GUri mot noi Kinh gtri: B6 Gido duc va Pao tao
- Giri nhiéu noi Kinh gui:
- B6 Gido duc va Dao tao;
- B6 Ké hoach va Pau tu;
- Bo Tai chinh.
Tu “Noi nhan” va tén don vi, ¢4
b nhin nhin van ban
- T “Noi nhan” In thuong | 12 Nghiéng, |Noi nhdn: Noi nhén: (d6i voi cong van)
dam
| Tén co quan, t 3 chire, don vi, i ) - Cac bg, co quan ngang bJg, ...; - Nhu trén;
. 1A RV In thuong | 11 bing |- : 3 :
ca nhan nhin vén ban - Luu: VT, TH, TCCB. - Luu: VT, TH.
9 _|S6 trang Inthuong | 13-14 | Pimg 2,7, 13, cin giita, & 18 trén, khong danh trang thit nhat

https://phongtonghop.neu.edu.vn/




THONG KE MOT SO LOI THUONG GAP

TRONG SOAN THAO VAN BAN

Dung

Sai

Ghi chu

Ha Noi

Ha noi

Phai viét hoa vi tén riéng

Ha No¢i, ngay thang nam 2022

Ha No¢i, ngay thang nam 2022

Can gitra

Quy dinh méi phai gach lién

THONG BAO
Nghi Tét Dwong lich - 2023

THONG BAO
NGHI TET DUONG LICH - 2023

-Trich yéu phai viét thudong, dam,
khong viét hoa
- Phai gach lién dudi trich yéu

Luu: VT, TCKT. Luu: TH, TCKT. Bo TH thay bang VT
Trudng Dai hoc Kinh t& Qudc dan Trudng dai hoc Kinh té qubc dan Viét hoa diing quy dinh

Can cuw Lugt luu trit ngay - Can cw Ludt Iluu trit ngay Chuy:
11/11/2011; 11/11/2011 - Khong gach dau dong.

Can cw Lugt Giao duc dai hoc ngay | - Can cu Luat Giao duc dai hoc ngay - Cubdi ctia mdi cin ctr 1a diu chdm
1 8{6/201 2 va Ludt sira doi, bo sung mot 56| 1 8{6/201 2 va Ludt sira doi, bo sung mot 56 phay ()
dieu cua Luat Gido duc dai hoc ngay| diéu cua Ludat Gido duc dai hoc ngay . Cin ctr cudi ciing dung d4u chidm
19/11/2018; 19/11/2018 0

Cdan cit Nghi dinh s6 99/2016/ND-
CP ngay 01/7/2016 ciia Chinh phii vé quan
Iy va sir dung con ddu;

Theo dé nghi cua Trwéng phong
Téng hop.

- Can cit Nghi dinh sé 99/2016/NP-
CP ngay 01/7/2016 ciia Chinh phii vé qudn
Iy va sir dung con ddu

- Theo dé nghi cia Truéng phong
Téng hop,

https://phongtonghop.neu.edu.vn/




Dung

Sai

Ghi chu

Can luvu  triv

11/11/2011;

Can cw Ludt Gido duc dai hoc ngay
18/6/2012 va Ludt sira doi, bo sung mot 50
diéu cia Ludt Gido duc dai hoc ngay
19/11/2018;

cir  Ludt ngay

Can luvu  triv

11/11/2011;

Can cvr Ludt Gido duc dai hoc ngay
18 théng 6 ndam 2012 va Ludt sira doi, bo
sung mot 56 diéu cua Ludt Gido duc dai hoc

cir Ludt ngay

ngay 19 thang 11 nam 2018,

Phai thong nhat cach ghi ngay thang
trong mdt van ban:

Can cur 1: ngay 11/11/2011

Can cur 2: ngay 19 thang 11 nam 2018

Theo dé nghi ciia Truéng phong

Theo dé nghi ciia Truwéng phong Tong

Sau QUYET DINH phai dé dau (©)

Téng hop. hop.
QUYET PINH: QUYET PINH
Piéu 1. Piéu 1.
Diéu 2. Diéu 2.
Diew 1 Dicucls Sau sb didu phai d& ddu chim ()
Diéu 2. Piéu 2:

Dénh so trang van ban 6 1& trén, canh
giita. Riéng trang 1 khong danh so

Panh so trang van ban o 1& dudi, canh
giita. Riéng trang 1 khong danh so

Quy dinh méi, danh so trang & 1é trén,
canh giira

Doi voi van ban do pho Hiéu trudng ky

Doi véi van ban do pho Hiéu truéng ky

Thiéu dong gach dau dong (-) thu nhat:

Noi nhdn: Noi nhin: - Hicu trudng (d€ bao cdo);

- Hiéu trudng (dé bao céo); - Cac don vi thudc Trudng;

- Cac don vi thudc Truong; - Luu: VT, TCCB.

- Luu: VT, TCCB.

D061 vo1 van ban do lanh dao don vi D061 véi van ban do 1anh dao don vi thudc Thi€u dong gach dau dong (-) thir nhat:
thudc truong ky: trueong ky: - Ban giam hiéu (dé bao c4o);

Noi nhin: Noi nhin:

- Ban giam hi¢u (dé bao cao); - Cac don vi thuoc Truong;

- Cac don vi thudc Truong; - Lvu: VT, TCCB.

- Luu: VT, TCCB.

https://phongtonghop.neu.edu.vn/




https://phongtonghop.neu.edu.vn/




