TR’U'ONG DATHOC GIAO DYC CONG HOA XA HOI CHU NGHIA VIET NAM

A, 55 n .
50: /QB-KHGD Ha Néi, ngay /5 thang (277//7(,7171 2018

QUYET DINH
A en \ N - v - 2 - A
Vé viée ban hanh Quy trinh Quén ly vin béan va sit dung con dau
cia Truong THPT Khoa hoc gido duc

HIEU TRUONG TRUONG THPT KHOA HOC GIAO DUC

Céan cu Nghi dinh sb 31/ND-CP ngay 01 thang 4 nam 2009 cua Chinh phu sira dbi, bo
sung mot s6 dicu cia Nghi dinh s§ 58/ND-CP ngay 24 thang 8 nam 2009 vé quan ly va su
dung con diu;

Cin ctr Nghi dinh s6 110/2004/ND-CP ngay 08 théang 4 niam 2004 cta Chinh phu vé
cong tac van thu;

Can ctir Nghi dinh s6 09/ND-CP ngay 08 thang 02 ndm 2010 cua Chinh phu sura doi, bo
sung mot s& diéu cua Nghi dmh s6 110/2004/ND-CP vé cong tac van thu;

Can ctr Quyét dinh sé 1036/QB-UBND ngay 03 thang 3 nam 2016 ctua Chu tich UBND
Thanh phé Ha Noi vé viée thanh lap Truong THPT khoa hoc gido duc truc thudc Truong
DHGD-DHQGHN;

Cén ctr Thong tu s6 04/2013/TT-BNV ngay 16/4/2013 cua Bo Noi vu vé huéng dan xay
dung Quy ché cong tic van thu luu trit clia cac co quan, to chuc;

Can ctr Thong tu s6 01/2011/TT-BNV ngay 19/01/2011 cua Bo trudng Bo NOI vu
hudng din thé thic va ky thuat trinh bay van ban hanh chinh;

Cian ctr Quyét dinh s6 2889/QD-DHQGHN ngay 23 thang 8 nam 2013 cta Giam ddc
PHQGHN Quy dinh vé cong tac van thu, luu trit tai Dai hoc Qubc gia;

Can ctr Quy dinh td chire va hoat dong cua Truong THPT Khoa hoc gido duc ban hanh
theo Quyét dinh sb 888/QD-DHQGHN ngay 04/4/2016 cua Giam dbc Dai hoc Qudc gia Ha
NoO1;

Xét d& nghi cua B6 phan Hanh chinh — CSVC.

QUYET PINH:

’ Piéu 1. Ban hanh kém theo Quyét dinh nay Quy trinh Quan 1y van ban va st dung con
dau cua Truong THPT Khoa hoc gido duc.
Diéu 2. Quyét dinh nay c6 hidu luc ké tir ngay 15/03/2018.
Diéu 3. Cac T6 bd mdn, cac bd phén chic ndng va toan bo cém’ bd, vién chuc, gido vién
ctia Truong THPT Khoa hoc Gido duc chiu trach nhiém thi hanh Quyét dinh nay./—u)”

Noi nhan: KT. HIEU TRU ON G
- Nhu Piéu 3;

- Hiéu truéng (dé b/c);

- Luu: VT, HC-CSVC, TCCB.
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PHU LUC CAC CHU VIET TAT

PHQGHN: Pai hoc Quéc gia Ha Noi

BGH: Ban Giam hi¢u

Truong PHGD: Truong Pai hoc Gido duc

Trudng THPT KHGD: Trudng trung hoc phd théng khoa hoc gido duc
K T.Hiéu trudng: Ky thay Hiéu truéng

TL.Hiéu truéng: Thira 1énh Hiéu truong

TUQ.Hiéu truong: Thira ty quyén Hiéu trudng

Bo phan HC-CSVC: B9 phan Hanh chinh — Co s& vét chit
B6 phan KHTC-DV: Bo phén K& hoach tai chinh — Dich vu
B phan DT-KT: Bo phan Pao tao-Khao thi

B phan TCCB: B phan T6 chirc can bo

VT Truong: Van thu Truong

VT don vi: Vén thu don vi




1. MUC PIiCH

Qui trinh ndy dugc ban hanh nhim muyc dich:

+ Quan 1y tdt cac loai cong van di/dén va céc gifly & giao dich khac.

+ Dam bao cong vin, gidy t& giao dich dugc luén chuyén kip thoi, ding dja chi.

+ Dam bao cac loai cOng van, gidy t& giao dich giri di dugc soan thao theo mAu théng
nhat, dung quy dinh.

+ Dam bao viée sir dung con ddu va quén 1y con d4u dung muc dich va an toan theo quy
dinh cia Nha nudc.

+ Phong ngira sy mit mat, tht lac cac loai cong vén, gidy t& giao dich.

+ Luu trit cong vén, g_iéy t& giao dich nhim tra ctru khi cén thiét.

+ Nim ving ndi dung co ban v& vin ban va cong tac vin thu hanh chinh trong nha
trudng; vén dung va té chirc thuc hién cong tac van thu hanh chinh phi hop v6i dic
di€ém va diéu kién cia Nha truong.

. POI TUQONG VA PHAM VI AP DUNG
Ap dung vdi cac tb, cac bd phan chirc ning va bd mén cho t4t ca cac van ban dang cong
vin di/dén ciing nhu c4c loai vin ban luén chuyén noi bo trong Nha truong.

. CAC TAI LIEU CO LIEN QUAN

e Nghi dinh s§ 110/2004/ND-CP ngay 08/4/2004 ctia Chinh phii vé cong tac van thu;

e Nghi dmh s6 111/ND-CP ngay 08/04/2004 ctia Chinh pht quy dinh chi tiét thi hanh
mét sb didu ctia Phap 1énh luu trir Qudc gia;

e Théng tu lién tich sb 55/2005/TTLT-BNV-VPCP ngay 06/05/2005 cta Bo Noi vu-
Vian phong Chinh pht huéng dan v& thé thirc va k§ thuét trinh bay vin ban;

e Thong tu s6 01/2011/TT-BNV ngay 19/01/2011 cua B trudéng Bo Noi vu hudng dan
thé thirc va k¥ thuét trinh bay van ban hanh chinh;

e Quyét dinh s 2889/Qb-DHQGHN ngay 23 thang 8 nam 2013 cta Gidm dde
PHQGHN Quy dinh vé cong tac van thu, luu trit tai Dai hoc Québc gia;

e Can ci Quy dinh ye Té chire va Hoat dong ciia Truong Dai hoc Gido duc ban hanh
theo Quyét dinh s6 568/QD-TCCB ngay 02/7/2015 cta Hiéu truéng Truong Dai hoc
Giéo duc.

. THUAT NGU VA PINH NGHIA
4.1 Truong
La Trudng THPT Khoa hoc gido duc truc thude Truong PHGD-DHQGHN.
4.2 Don vi
La T4, cac bd phén chirc ning thude Truong.
4.3 Pon vi ddu mdi soan thio viin ban/gidy to giao dich
La don vi chu tri viéc soan thao van ban, xin y kién dong gop, hoan chinh, trinh
phé duyét.
4.4 Ngudico thim quyén
Ban Giam hiéu.
4.5 Van thue Truong
Vin thu Trudng 1a bd phan hodc can bd chuyén trach vé cbng tac vin thu cia Bo
phan HC-CSVC thudc Truong THPT KHGD.
4.6 Van thu don vi



Vin thu don vi 14 can b duge giao nhiém vy tiép nhén cong vén di/dén cua don vi.
4.7 Hinh thirc vin ban
Céac van ban hanh chinh do Truong THPT KHGD ban hanh bao gém: Quyét dinh,
th@ng béo, chuong, trinh, ké hoach, phu(mg 4n, d& an, béo cdo, bién ban, 10 trinh, hgp
dbng, cong vian, gidy ching nhén, gidy uy quyén, gidy 0y nhiém, gifly moi, gidy triéu té}),
gidy gi6i thiéu, gify nghi phép, gifly di dudng, gidy bién nhén hd so, phiéu giri, phiéu
chuyén va céc loai khac.
4.8 Thé thirc viin ban
Thé thirc vin ban thyc hién theo Théng tu s6 01/2011/TT-BNV ngay 19 thang 01
nim 2011 cta Bo Noi vu hudng din thé thirc va k¥ thuét trinh bay vén ban hanh chinh va
dugc cu thé héa bang cac miu van ban (Phu luc 1), phong ¢ chit trinh bay van ban (Phu
Iuc II), mAu trinh bay vén ban (Phy luc I1I).
4.9 Vin ban dén
La tit ca cac loai van ban, Jbao gbm vin ban quy pham phép luat, van ban hanh
chinh va vin ban chuyén nganh (k& ca ban fax, van ban dugc dugc chuyén qua mang, vén
ban mat) va don, thu guri dén Truong THPT KHGD va don vi.
4.10 Vin ban di
La tht ca cac loai vin ban bao gbm vin ban quy pham phap luat, van ban hanh
chinh va van ban chuyén nganh (ké ca ban fax, van ban dugc chuyén qua mang, ban sao
vin ban, vin ban ndi bd va van ban mat) do Truong THPT KHGD phét hanh.
4.11 Ban thao vian ban
La ban duogc viét hoic danh méy, hinh thanh trong qua trinh soan thao vén ban.
4.12 Ban gbc viin ban
La ban hofm chinh vé ndi dl}ng, thé‘ thirc vin ban dugc Truong va don vi ban hanh
c6 chit ky truc tiép ctia ngudi c6 tham quyén.
4.13 Ban chinh vin ban
La ban hoan chinh vé ndi dung, thé thirc vin ban va dugc Truong va don vi ban
hanh.
4.14 Ban sao y ban chinh
La ban sao déy da, chinh x4c ndi dung cla van ban va dugc trinh bay theo thé thitc
quy dinh. Ban sao y ban chinh phai dugc thuc hién tir ban chinh.
4.15 Ban trich sao
La ban sao mot ph?m ndi dung ctia vin ban va dugc trinh bay theo thé thic quy
dinh. Ban trich sao phai dugc thuc hién tir ban chinh.
4.16 Ban sao luc
La ban sao déy du, chiph xac ndi dung cua van ban, dugc thyc hién tir ban sao y
ban chinh va trinh bay theo thé thirc quy dinh.
4.17 Cac quy dinh vé hinh thirc ban sao
4.17.1. Céc hinh thirc ban sao gdm: sao y ban chinh, sao luc va trich sao.
4.17.2. Thé thirc ban sao thuc hién theo Thong tu s6 01/2011/TT-BNV.
4.17.3. Viéc sao ¥ ban chinl}, sao luc, trich 530 van ban do Lanh dao Nha truong,
Lanh dao don vi, hoic Té truéng TO van phong quyét dinh.
4.17.4. Ban sao y ban chinh, sao luc, trich sao thuc hién ding quy dinh cda phap
luét co gia tri phap ly nhu ban chinh.
4.17.5. Ban sao chup (photocopy ca dAu va chir ky ctia van ban chinh) thi chi ¢6 gia
tri thong tin, tham khao.
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4.17.6. Céac don v;, c4 nhén khi sao y vin ban phai xut trinh ban chinh. Van thu
Trudng c6 trach nhiém kiém tra ndi dung clia ban sao ding véi ndi dung ciia ban chinh rbi
m6i déng du sao vin ban va trinh ky Lanh dao.

4.17.7. Ngudi ky 520 van ban phai kiém tra ndi dung ban sao trudc khi ky. Vin thu
Trudng kiém tra lai 14n cudi truée khi déng du ctia Truong va ddu chirc danh ctia ngudi

ky saoy.

4.17.8. Khong dugce sao, chup, chuyén phét ra ngoél Trudng va don vi nhitng y
kién chi dao, ghi chti bén le vin ban. Trudng hgp cécy kién ctia Lanh dao Nha trubng,
don vi ghi trong vén ban cin thiét cho viéc giao dich, trao dbi cong tac bén ngoai phai
duoc thé ché héa bang van ban hanh chinh.

5. TRACH NHIEM VA QUYEN HAN
5.1 Tham quyén ban hanh vin ban
5.1.1. ThAm quyén cia Hiéu trudng

Ban hanh céc van ban, tai li€u sau:
Ban hanh quy che lién quan dén nhén sy va tai chinh nhu Quy ché chi tiéu ndi
bd; Quy ché td chirc can bd; Quy ché khen thudng, ky luat ap dung trong
Truong.
Ban hanh quy dinh vé 6 chirc va hoat dong cta bo méy kiém tra, kiém toan
ndi bd theo quy dinh ctia phap luat.
Xem x¢ét va phé duyét cac Quy trinh hoat dong va tai liéu do Ban Gidm hiéu
ban hanh, huéng dan cong viéc ap dung trong toan Truong.
Phé duyét céc stra dbi dbi voi cac tai liéu trén.
Ké hoach chién luoc phét trién, cac ké hoach phat trién dai han, trung han va
tirng nim cua Trudong. Phan cong cdng viée trong BGH. Phén cAp quan ly d6i
v6i cac bd phén thudc Trudng.
B nhiém, mién nhiém lanh dao cac don vi thudc Trudng.
Thanh 14p va gidi thé cac don vi trong Trudng.
Tuyén dung, huu tri, didu dong, thuyén chuyén, cho thoi viéc dbi véi can bo
vién chtrc thude quyén quan 1y va khen thudng, ky luat can bd, vién chirc cia
Truodng theo dung quy dinh cia Nha nude va cia Truong DPHGD, PHQGHN.
Duyét cac dinh muc va cac khoan chi theo ding quy dinh cua Nha nudc,
Truong DPHGD, PHQGHN va cua Truong.

5.1.2. ThAm quyén cia Hiéu pho

Phé duyét céc tai lidu lién quan dén:

Td chuc chi dao, kiém tra, giam sat thuc hién ké hoach thudc cac linh vuc
dugc phan cong phu trach.

Ky thay Hiéu trudong cac van ban thudc mang cong tac do Hiéu truong uy
quyén (khi d6 van ban ghi rd KT.Hiéu trudng).

5.2.3. Thdm quyén cta T, bd phan chirc ning

Ban hanh cac vin ban, tai liéu sau:

- Céc quy trinh, huéng dan dé thuc hién cac cong viéc trong chirc nang, nhiém
vu dugc giao. Céc tai liéu nay chi ¢6 pham vi ing dung giéi han trong don vi
va khong tréi véi quy dinh cua Truong.

Chiu trach nhiém chi dao van thu cia don vi dam bao kiém soat viéc phan
phéi céc tai liéu do BO phan IIC-CSVC phan phéi cho cac don vi.



e Dam bao viéc sir dung céc tai li¢u cua 1in ban hanh m&i nhét trong pham vi
minh phu trach. Céac vin ban tai li¢u cii phdi dugc thu hdi hosic c¢6 diu hléu
nhan biét thich hop, trénh ap dung , su dyng céc vén bén cu trong khi trién
khai thyuc hién. Pé xuét voi lanh dao v& nhu cAu stra ddi, b sung céc tai liéu
do Truong ban hanh.

5.1.4. ThiAm quyén ciia B6 phan HC-CSVC, Vin thu

e Vin thu cua Trudng thugc B phén HC-CSVC thyc h1¢n vao sb, nhén ban,
dong déu céc tai ligu, ?han ph01 cac tai liéu h1¢n hanh dén cac don vi bd phan
cua Truong, thu hdi tat ca cac tai liu da hét hiéu lyc tir cac don vi bd phén
nhim tranh 4p dung, st dung céc tai liéu da hét hiéu lyc.

e Trinh Hi¢u truéng/Pho Hiu truong phé duyét cdc vén ban, tai liéu, cling nhu
d& xult cac stra ddi dbi v6i cac tai lidu céc sira dbi, bd sung d6i v&i cac vin
ban, tai liéu do theo quy dinh trach nhiém c6 lién quan.

e Vin thu don vi cdp nhat, kiém so4t todn b céc tai ligu thudc pham vi ciia don
vi, d4m béo céc tai liéu hién hanh ludn c6 sin tai noi thuc hién cong viéc c6
lién quan dé tién cho viéc sir dung, tham chiéu va tra ctru.

5.2 Trach nhiém
5.2.1. Trach nhiém don vi by phén

e Céac don vi bd phan ciia Trudong phai dam béo viéc soan thdo céc cong vén co
ndi dung theo dung chuyen mon dugc phén cong, dung biéu mAu c6 lién quan
trong Hudng dan vé thé thirc trinh bay van ban. Kiém tra cong vin di cia don
vi bd phan minh dé ky tit va trinh ky vin ban theo quy dinh trong quy trinh

‘ nay.
5.2.2. Ngudi c6 thAm quyén (1a ngudi duge Hiéu trudng Gy nhiém)
e Xem xét, phé duyét, xir ly cac cong vén di, dén theo thdm quyén.
e Phé chudn cong vin cho cac don vi bd phén xit 1y, trién khai thuc hién.
5.2.3. Vin thu cia cac don vi bd phin

e Tiép nhan van ban dén cua don vi va chuyén vin ban gti di cho B phén
Hanh chinh tdng hop dé Iy sb, dong dau

e Lap sb cOng van di/dén cta don vi va cép nhat khi c6 phéat sinh.

e Luu trit c4c vin ban di/dén caa don vi.

5.2.4. Van thu cua Truong
e Tiép nhan van ban dén, chuyén cho cac don vi trong Trudng.
e Chuyén vin ban di cho céc don vi trong Truong, g cho cac don vi ngoai

Trudng bang cac hinh thic phu hop theo yéu cau cong viéc (chuyén phat
nhanh, giri qua buu dién, g truc tiép hoic email).

e Lap sb cong vin di/dén va cép nhat khi c6 phat sinh.
e Luu trit cdc vin ban di/dén cua Trudng.

e Kip thoi tong hop sb lidu theo doi van ban di/dén da duoc giai quyét, da dén
han nhung chua duogc giai quyét bao c4o Lanh dao.

. NOI DUNG CONG TAC VAN THU
6.1Kiém soat cong viin dén
6.1.1. Tiép nhan, luén chuyén va dang ky vin ban dén
Vin ban dén cac don vi chia 1am 02 loai:
e Vin ban dén tir cép trén nhu: B9, S&, Nganh, PHQGHN, Truong DPHGD.
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e Vin ban dén tir cac don vj trong/ngoai DPHQGHN.
Moi vin ban dén khong ghi dich danh c4c nhin ngudi nhén du phai théng qua
B6 phan HC-CSVC dé xtr ly theo quy djnh sau: '

+ Theo trinh ty: Tiép nhén, ding ky vao s& — Trinh, phén ludng, chuyén
giao — Giai quyét va theo ddi, don dbc viéc thyc hién giai quyét viin ban dén.

+ Nhanh choéng: Vin ban dugc chuyén giao cho vin thu cua cac don vj hofic
c4 nhan trong ngay, cham nhét 12 ngay lam viéc ké tiép.

+ Ping doi twgng: Vin ban dén duge chuyén cho vin thu ciia cic don vi giai
quyét cin cir vao y kién chi dao ctia ngudi c6 thAm quyén hogic chuyén cho c4
nhan néu vin ban ghi dich danh.

+ Chit ché: Khi chuyén giao vin béan dén, phai tién hanh kiém tra, dbi chiéu
va ngudi nhan vin ban phai ky nhén vao s6 ky nhan.

Doi voi viin ban giki cho BGH:

+ Vin thu Truong kiém tra lai chinh xac dia chi noi nhén, ky nhan, phén loai
so bd, dong déu va vao so cong van dén, sau d6 chuyén lanh dao.

Poi voi vin ban dwoc ghi dich danh ngwoi nhan:

+ Céc don vi bd phdn, ca nhan khi nhan dugc bi thu gui dich danh, néu noi
dung van ban c¢6 lién quan dén cong viéc ctia Truong hodc don vi thi phai
chuyén ban gbc cho vén thu Truong dé cap nhan vao sd cbng vin dén.

+ Vin thu Truong thuc hién theo quy trinh luu ban gbe va chuyén tra ban sao
cho don vi, ¢4 nhan co trach nhiém giai quyét.

6.1.2. Xir Iy va quan Iy vin ban dén

T4t ca vin ban dén Trudong hay cac don vi bo phén déu phai dugc tp trung
théng nhét tai vin thu cia Truong dé 1am tha tuc tiép nhan, dang ky (trir mot
s6 loai vin ban dugc ding ky riéng theo quy dinh cua phap luét).

Céc vin ban sau khi c6 y kién chi dao cia BGH, B9 phén Hanh chinh tdng
hop ¢6 nhiém vu nhép y kién chi dao vao sb theo di va chuyén tdi cac don vi
bo phan chirc ndng giai quyét.

Vin ban, tai liéu mat dén phai duoc ding ky vao sb riéng. Hiéu truéng Nha
truomg hoic BGH xir ly vén ban mat hogc giao cho ca nhan tin cdy chiu trach
nhiém vao sd, trinh chuyén, theo d3i va quan ly tai liéu mét.

DP6i vé6i ban fax, van thu Truong kidm tra sb luong vé vin ban, sb trang cla
mdi vin ban, néu thiéu trang, nham 13n nodi dung phai kip thong béo cho noi
giri hodc nguoi ¢6 trach nhiém dé xur ly.

Péi v6i vin ban duge chuyén qua mang, trong truong hop cn thiét, co thé in
ra, lam tha tuc déng diu dén. Sau khi nhan dugc ban chinh phai dong dau dén
va0 ban chinh va lam thu tuc dang ky vao sd (sb dén, ngay dén 1a sb va ngay
da dang ky & ban fax, ban chuyén qua mang).

Vin ban dén ngoai gid hanh chinh, ngay 18, tét, ngay nghi, nhan vién bao v¢
cta Trudng cé trach nhiém tiép nhan, cit giit an toan va ban giao day dua cho
vin thu Trudng vao dau gio sang ngay lam viée tiép theo; dbi v6i van ban
khén, thiéu hodc mat bi, tinh trang bi khong con nguyén ven, vin ban dén
mudn hon thoi gian ghi trén bi phai bao cdo ngay voi ngudi c6 trach nhiém dé
xu ly.

6.2 Kiém soat cong viin di
6.2.1. Van ban do Truong ban hanh
a) Soan thdo vdn ban



e Cin cUr vao tinh chét, ndi dung cua vin ban cAn soan thao, BGH giao cho don

vi bo phén, c4 nhan soan thao hofic chu tri soan thao vin ban.

Don vi bd phan hodc c4 nhén dugc giao chu tri soan thao vin ban cé trach
nhiém thyc hién cac cong vige sau:

+ X4c dinh hinh thirc, ndi dung va d¢ bao mat, khén cép, noi nhan vén ban.

+ Thu thap, x&r ly thong tin c6 lién quan.

+ Soan thao vin ban: Bio mét n¢i dung vin ban va thyc hién d4nh may, nhén
ban theo dung thoi gian quy dinh.

+ Trong trudmg hop can thiét, d& xuat v6i BGH tham khao ¥ kién cua céc don
vi bd phan, ca nhan c6 li€n quan dé hoan thién vin ban.

+ Chuyén dy thao vin ban kém theo céc tai liéu c6 lién quan trinh BGH phé
duyét vén ban.

Ban thdo vin ban phai theo mau quy dinh, rd rang, sach dep, dung thé thirc
van ban theo quy dir}h, ndi dung vin ban phai chinh xac, ro rang, mach lac,
dung co s& phap ly dé ban hanh..

b) Xem va duyét ban thdo

Sau khi vin ban du thao da duyét xong dugc chuyén cho BGH xem xét duyét
ban thao.

Truéc khi trinh BGH ky, don vi bo phan ddu mdi chiu tréch nhiém vé ndi
dung ban du théo, xin y kién chi dao cia BGH vé ndi dung néu cén thiét, chiu
trach nhiém vé hinh thirc, the thirc.

¢) Trinh ky van bdn

Van ban trinh BGH ky phai 1a ban du thao van ban cudi cing dd hoan chinh
vé ndi dung va thé thirc.

Vin ban dy thao sau khi da hoan chinh vé ndi dung va thé thirc chuyén dén Bo
phan HC, vin thu Truong ghi vao s theo dai l1ay sO vén ban di.

Bo phan HC, van thu Trudng co6 trach nhiém:

+Kiém tra thim quyén ky vin ban;

+ Kiém tra tinh hop phép cta van ban;

+ Kidm tra thé thirc, hinh thic trinh bay, cac 16i chinh ta...

Trach nhiém cuia nguoi ky vén ban:

+ Ngudi ky vin ban phai chiu trach nhiém toan dién v& ndi dung va thé thirc
van ban.

+~Khi ky vin ban khong dung but chi, but da, bat murc do va cac loai but muc
de phai.

d) Theo doi viéc chuyén phdt vin ban di

e Vin ban di thuc hién dy du céc thi tuc hanh chinh phai dugc phat hanh ngay

trong ngdy cia vin ban do duoc dang ky, cham nhét 13 trong ngay lam viéc
tiép theo.

Vian thu Truong khong cAp s6 theo ddi cong van di khi chua c6 ban gég luu
tai B6 phan HC-CSVC. Truong hop déc biét, cac don vi by phén gui Phjéu de
nghi xir Iy van ban c6 chir ky BGH, vén thu Truong gitr Phiéu dé nghi dé luu.

e Vin thu Trudng quan Iy cong van di, wu tai b phén HC-CSVC.

6.3 Quan ly va sir dung con dau
6.3.1. Quan Iy con du
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Viéc quéan ly con ddu dugce thyc hién theo quy dinh cua phép ludt hodc céc vin
ban duoi ludt hin hanh, cac quy d1nh cia DPHQGHN, Truong DPHGD va cia
Trudng vé quan ly va sir dung con déu.

B6 phan HC-CSVC chiju trach nhiém truéc Higu truong vé viée quan ly, sir
dung con déu cua Trudng.

Cac con ddu dugc giao cho mdt can bd chuyén trach thuéc B6 phan HC-
CSVC, vin thu Trudng quan ly va sir dung theo quy dinh. Can b chuyén
trach, van thu Trudng dugc giao sir dung va bao quan con ddu chiju trach
nhiém truéc BGH phai thyc hién nhiing quy dinh sau:

+ Con d4u phai dugc bao quan tai phong lam viéc chia can by chuyén trach,
van thu Truong. Truong hop dic biét cAn mang con d4u ra ngoai tru s& cia
Trudng phai duge su ddng ¥ cia Hidu truong, can by chuyén trach, vén thu
Trudng. Con dau phai duge bao quéan tuyét ddi an toan trong cling nhu ngoai
gio lam viéc.

+ Khéng giao con ddu cho ngudi khac khi chua ¢6 van ban cho phép clia
ngudi c6 thAm quyén.

+ Chi dugc dong diu vao nhiing vian ban, gidy t& khi dd c6 chir ky ciia ngudi
c6 thdm quyén.

Khi nét ddu bi mon hodc blen dang, can bd chuyén trach, van thu Truong phai
bdo cdo BGH dé xuét vé viéc lam thu tuc ddi con diu. Truong hop bi mét,
Hiéu trudng phai béo cdo co quan cong an, noi xay ra mit con dau, 1ap bién
ban.

Truong hop tam dinh chi con dau, Hiéu trudng ra quyet dinh tam thu hoi con
du va phai thong bao cho co quan cong an cap gidy phép khic ddu va cac co
quan lién quan biét.

6.3.2. Str dung con diu
a) Soan thdo vin ban

Can bd chuyén trach, vén thu Trudng phai tu tay dong diu vao cac vin ban,
glay to cia Truong.

Chi déng d4u vao céc vin ban khi cac vin ban dung hinh thire, thé thire va co
chit ky ciia ngudi c6 thdm quyén.

Khong dugc dong déu trong céc trudng hop sau: Dong dau vao gidy khong c6
ndi dung, déng dau trude khi ky, dong diu sin trén gxay trang hoic déng diu
18n cé4c vin ban c6 chit ky ctia ngudi khong c6 thim quyén.

Khi dong déu 1én chit ky phai trim 1én khoang 1/3 chit ky vé phia bén trai.
Péng dau phai ro rang, ngay ngén, ding chiéu va ding muc diu mau dé tuoi
theo quy dinh.

Déng d4u vao phu luc dinh kém: Viéc déng d4u vao cac phu luc kém theo van
ban chinh do ngudi ky vin ban quyét dinh va du duoc déng Ién trang dau,
trim 1én mot phan tén Trudng, tén don vi hodc tén cia phu luc.

Déng déu giap lai: Viéc dong du giap lai dbi voi vin ban, tai lidu va phu luc
keém theo dugc dong vao khoang gilta mép phai cia vén ban hodc phu luc vén
ban, tram 1én mot phén cac t& gidy, mbi diu khong qua 05 trang.

Déng déu do khin, mat:

+ Vigc dong diu cic do khan (Khin, Thuong Khén, Hoa Tdc, Hoa Tdc Hen
Gid) trén vin ban hanh chinh dugc thuc hién theo quy dinh tai Diém b, Khoan
2, Piéu 15 Thong tu s6 01/2011/TT-BNV.
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+ Viée déng dhu cdc do mat (MAt, Tuyét Mét, T6i Mat) va déu thu hoi dugc
khic sén theo quy dinh tai Myc 2, Thong tu s6 12/2002/TT-BCA ngay
13/9/2002 huéng dan thyc hién Nghj djnh s6 33/2002/ND-CP ciia Chinh phu
quy dinh chi tiét thi hanh Phap 1énh Bao vé bi mt Nha nudc.
+ Viéc déng déu do khin, do mét trén véin ban dugc thyc hi¢n theo quy dinh
tai Piém ¢, Khoan 2, Pidu 15 Thong tu s6 01/2011/TT-BNV.

e Céc vin ban hodc phu luc kém theo vin ban vén ban dugc dong diu treo vao
phia trén goc trai cla trang vén ban. D&i v6i cac vin ban c6 tir 02 trang trd 1én
phai déng déu giap lai c4c trang vin ban.

7. HO SO LUU TRU

STT Loai ho so Trach nhiém Théi han lvu
1 | S6 theo ddi Cong vin dén B6 phan HC-CSVC, Van thu | Luu, khong hiy
Trudng
2 | S6 theo doi Cong vin di B6 phan HC-CSVC, Van thu | Luu, khong huy
Truong
3 | S8 chp gidy gidi thiéu Bo6 phan HC-CSVC, Vin thu | Luu, khong huy
Truong
4 | Sb ban giao con dau B6 phan HC-CSVC, Van thu | Luu, khong huy
Truong
5 | Sb chuyén giao vin ban B6 phan HC-CSVC, Van thu | Luu, khong hity
Truong
8. PHU LUC
8.1 MAu diu cac loai
MAu diu cia Trudong (mau dé twoi) MAu diu “Céng vin dén” (mau do)
MAu diu “Chirc danh” (mau do) MAiu diu “Tén’ (mau do)
HIEU TRUONG Nguyén Thi Huwong
PHO HIEU TRUONG Hoang Thu Ha
Nguyén Tuyét Nhung
Mau diu “Mat” (mau do) Maiu diu “Khéin” (mau dé)
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8.2 Biéu méu va phu luc dinh kém

Tén biéu méu va phy lyc

STT
1 S6 theo doi Cong vin dén
2 | Sb theo doi Cong vin di
3 | Phu luc I: MAu vin ban
4 | Phu luc II: Phong c& chif trinh bay van ban
5 Phu luc III: MAu trinh bay vin ban
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MAU BIEU SO PANG KY CONG VAN DEN
s4 theo doi cong van dén, tir ngdy....... (— A Pén ngdy....... focoinn. fosrmame

Nedy . Ngdy, | Ténlogi | Donvj
e | S6dbn | Noigsi | SOV | thing | vatrich ) hods KY | Ghi cho
dén cua vén | yeu not nguoi nhén
ban dung nhéan
L
MAU BIEU SO DANG KY CONG VAN DI
S4 theo ddi cong van di, tr ngay.......  R—— [eeveen. Pén ngdy....... ' — ! ST
Tén loai Pon vi
S6 ky Ngay, | vatrich o ho#ic ;
hiéu, van | thang cua yéundi | Nguoiky I\\I,g:lrg;n nguoi Soégnqng Ghi chu
ban van ban | dung van nhén ban
ban luu

i 2
as 24
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- N

gl 2 NE Y



Phuy lyc 1
(Theo Quy dinh cong tac vin thu, Iuu triy tai DHQGHN ban hanh tai Quyet dinh s6
2889/QD-DHQGHN ngay 23/8/2013 cua Giam déc PHQGHN)

M3u 1: Quyét dinh

Mau 2: T¢ trinh

M3u 3: B4o cdo

MaAu 4: Bién ban

Mau 5: Cong van

Mau 6: Phiéu xir 1y vin ban di
Mau 7: Gidy di dudong
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TRUONG DAL HOC GIAO DUC-DHQGHN
TRUONG THPT KHOA HQC GIAO DYC

Sé: /QDP-KHGD

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc Iip - Ty do - Hanh phac

Ha N¢i, ngay thdng  ndm

QUYET PINH

Vé Viéc oo-c-cboo.ono.o.-.(l)cu.cu.ootoao..ll.onlo.ttoonolhto

‘ HIEU TRUONG
TRUONG THPT KHOA HQC GIAO DUYC
1 T 0| S — (. T OO PP P
Xét A8 nghi CUa......evvvveeeeeiinnnnn. 0B s 00w s 3 b 5 A HTR S 3 AP
QUYET PINH:
PRGN D -oe e oon s i s 5 s s i s w3 3w (A)esnencoieninesnmasmms ssms ss s oo wwe wn s bk 3 w4 501
DI EBIE 2 oo s e s oot s s s e e o 5 4 54 S B g8 3 o § A R B $8 e
T . TR UUR /.
Noi nhn: HIEU TRUONG (6)

- Nhu trén/Nhu Diéu. ..

(1) Trich yéu ndi dung Quyét dinh

(2) Cén cu truc tiép dé ra Quyét dinh

(3) bon vi d& nghira Quyét dinh

(4) Noi dung ra Quyét dinh

(5) Chix viét tiit cia don vi soan thao van ban

6) Quyén han, chirc vu ctia nguoi ky, ngudi dimg dau co quan, trudmg hop cép phé dugc giao ky thay nguoi dung dau

(Chit ky, dau)

Ho va tén

co quan thi ghi chit viét tit “KT.” vao trudc chic vy cua ngudi dimg déu, bén dudi ghi chirc vu ciia ngudi ky.
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TEN PHY LUC KEM THEO...
Kém theo Quyét dinh s6  /QD-KHGD ngay thdng  ndm)

— mhs e A\ AL

= e ade



Mau 2
TRUGNG DPAI HOC GIAO DUC-DHQGHN  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT KHOA HQC GIAO DUC Doc lap - Ty do - Hanh phiic
£ CHAD]
So: /TTr-KHGD Ha Ngi, ngay — thdng — ndm

TO TRINH

Vé viéc ...... e N et
3
...................................................................................................................................... /.
Noi nhin: HIEU TRUONG’
E e s e e b S e e (Chﬁ. k}'/’ déu)

Ho va tén

(1) Sb va ky hiéu vin ban: S4..../Tén loai vin ban-Tén viét it caa Truong THPT KHGD.

(2) Trich yéu ndi dung cta To trinh.

(3) N6i dung cua To trinh.

(4) Chir viét tit ctia don vi soan thao hoic chu tri soan thio.

(5) Quyén han, chiic vu cua ngudi ky, ngudi dimg dau co quan, trudng hop cAp pho duge giao ky thay ngudi diing déu
co quan thi ghi chir viét tat “KT.” véo trude chirc vu ctia ngudi ding diu, bén dudi ghi chire vu ctia ngudi ky.



Méu 3

TRUGNG PAI HOC GIAO DUC-DHQGHN ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THPT KHOA HQC GIAO DYC Péc lap - Ty do - Hanh phac
AL 1
$6:  /BC-KHGD Ha NGi, ngay  thang  ndm...°
BAO CAO

A_en
Ve Vlgc clooo-'--ootolcnonotblolt.cl'l.o.o'.o'o.t.oot‘noﬁ.B

.........................................................................................................................................

...........................................................................................................................

.........................................................................................................................................

...........................................................................................................................

HIEU TRUONG’

R (Chit k, dv)
-Luu; VT, ...... b,
Ho va tén

(1) Sé va ky hiéu vin ban: S4....../Tén loai vin ban-Tén ciia Truong THPT KHGD.
(2) Nam ban hanh.

(3) Néu trich yéu ndi dung ciia Béo céo.

(4) Chir viét tat ctia don vi soan thao hodc chi tri sogn thao.

(5) Quyén han, chic vu ctia ngudi ky, ngudi ding diu co quan, trudng hop cip phé dugc giao ky thay ngudi dimg
dauco quan thi ghi chit viét tdt “KT.” vao trudc chirc vy clia ngudi dimg dau, bén dudi ghi chire vu ciia ngudi ky.
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Méu 4
TRUGNG PAI HOC GIAO DUC-PHQGHN ~ CONG HOA XA HQI CHU NGHiA VIET NAM
TRUONG THPT KHOA HQC GIAO DUC Pjc 1ap - Ty do - Hanh phic
86:  /BB-KHGD' Ha Ngi, ngdy  thdng  ndm ......
BIEN BAN
Hop ...... 6 PR A ER 4T 55 e ws a s s e o b,
Cudc hop bét du tir........ gio, ngay........ thang. suses 3121 | § N
DA GHBIML.e..eerceeeeeemreeeeesss s snss st s s R R RS R R
Thanh vién tham dur BOP SOIM CO..uurmiuieririeerereeeieeceeecisieiss s sss st
B @0 X 111 5O OO OO P PP PSPPSR PP ST P DT P LI EPRETTITLD
- Véng TEMEE S s oy sy emmwsws swremmsmns s st 646555 5 455 SHEF N EE ENBEESTAK AT AV AP ARG pET s 4345 RV S03 SR NLEERSENS S0
CIIT1 BOR% v e e wensnenmmnnmannni ka8 SE88 R TS S RIS 53 445 £ERY 1E 44 ERpATes T Omnnsn s nss s E AR NS S SRR ATI LY 1T 0Y
(@131 1.{0 41 U OO OO P U PO OSSPSR P PSPPSRI P OOPOILE
TR K tuteteteteeteeeset et ettt a s bbb s
L[] 1 1111 OO PO O OU ST PO PP PSP P PSPPSR PRPRA R
Nhing ta1 HEU ST QUNE ....veveiiirinincinieiee e
Y kién phat biéu clia tiNg NEZUT: . .c.vurevemeieiirerrmeari s
KA1 TUAN CUA CHU 10 ......oeveveveeeeieeeteeeseeeieee st e eeese e s s s s sb b eb s s sttt a s s s
Bibu QUYL (08U COYrnnrrieieeeee e .
Két thire véo............ 3 i —— , NEAY........ thang......... nam..........
T2i 1i6U KM theo (NEU CO).rvvvverrmmneererevereemssssseesssmssssessssssssssssseee é
4
|
THU KY CHU TOQA \
, (Chire vu)
(Chir ky, dau) (Chir ky, dau)
Ho va tén Ho va tén
(1) Sb va ky hiéu van ban: S6....../Tén loai van ban-Tén viét tit ciia don vi ban hanh vén ban.

(2) Tén goi cuia Bién ban (Hoi nghi, cudc hop, 1am viéc)



TRUGNG PAI HOC GIAO DUC-DHQGHN ~ CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT KHOA HQC GIAO DYC Dic 1ap - Ty do - Hanh phuc
A, 1
V/v...s,(.).' ............ /BC_KHGD ............ 2 Ha N¢i, ngay thang  ndm.......

...................................................................................................................................

...........................................................................................................................

.........................................................................................................................................

........................................................................................................................... /.
Noi nhin: HIEU TRUONG’
: ....................... (Chfx k}’/, déu)

- Luu; VT, ...... Y

Ho va tén

LY T o NN

(1) S6 va ky hiéu vin ban: Sé....../Tén loai van ban-Tén cua Trudong THPT KHGD.
(2) Néu trich yéu ndi dung ctia vin ban.

(3) N6i dung vién ban.

(4) Chix viét tit don vi soan thao hogic chi tri soan thao.

(5) Quyén han, chirc vu ciia nguoi ky, ngudi dimg dau co quan, truong hop c4p phé dugce giao ky thay ngudi ding dau
co quan thi ghi chir viét tat “KT.” vao truéc chirc vu clia ngudi dimg dAu, bén dudi ghi chitc vu ctia ngudi ky.



Méu 7

TRUONG DAI HOC GIAO DUC-PHQGHN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT KHOA HQC GIAO DUC Doc 1ap - Tu do - Hanh phic

GIAY DI DPUONG

Cép O R —
CIVEG V2 i sttt S ominbonion i bontlist mmsnibadtinsoman os mon sl drm il Eoiinsei s nas ssoss sisiods
DUQC Cl Al CONE LAC LA ueiivieiie ittt ettt e e
L 0t e ettt ettt ettt e
Theo van ban s8:..........coocoevvvevcerenn. ,ngay......thang......... nam......... CUA o
Tu ngay........ thang......... nam.......... dénn [o4:1 S— thang......... 11 S

Tién ang trude

Luong.....ccooveeiiiieeiinn, d Ha N§i, ngay.......thang......ndm........

Cong tac phi...cccoevvenennn. d Thi trudéng don vi

(4] 1. ——— d

c sk X P'hAu'O'r{g S6 ngay Ly do luu Ching n?.“‘") cua_ Lo quan
Noi di va den Ngay tién su cone tac tri noi cong tac

dung gt (Ky tén, dong diu)

Noidiciiceiien | O S [pren—— R A —

Noi dén..ccoore | . Leidie [ oo | e | s | e

Noidieeniiciiens | S e R e W T

Noi dén.errcreees | o OO (I [T PRI (U ——

NoO1 Al | Loid e | i | e | s ] e

Noidén.......... | ... lodce | | i | e e

NOT lconmammiss | tonne Loidir | i | e | s ] e

Noi dén.cccocces | . [eidiie | i | e | s | e

Noidiioeeiiieee | Lowmlinsn || sssomussserse | seitomstioms | brammossommmms || smmnssmsmonsnmns sesnnssssmans saens




Miu 6

TRUONG DAI HOC GIAO DUC-DPHQGHN ~ CONG HOA XA HOI CHU NGHIA VIET NAM

BO PHAN................ : Doc 1ap - Tu do - Hanh phuc
Ha Ngi, ngay thang — ndm .......

PHIEU XU LY VAN BAN DI

Nguoi dé nghi Quan ly bo phan Y kién ctia Lanh dao’

(1) Tén don vi ban hanh phiéu.
(2) Phé duyét cua lanh dao.



Phu luc I1

PHONG CO CHU TRINH BAY VAN BAN

Thanh phin thé

Vi du minh hoa

S,IT thire va chi tiét Loai chir Kiéu chiv | Phong chii: Time New Roman (Unicode):mchﬁ'
trinh bay thuong, chir hoa
(1) ] (2) () (4) (5) -
1. | Qudc higu - o
- Tibng 18 Inhoa | Ding, dam | CONG HOA XA HOI CHU NGHIA VIET NAM
- Dong dudi In thuong | Dung, ddm Doc 1dp — Ty do — Hanh phic
2. | Tén co quan, to chiic
- Tén co quan, to
ohue chil guan Cap | 1y, Pimg TRUGONG DAI HOC GIAO DUC
trén truc tiep )
‘] Itn co quan, 10| ... Ptng, dam | TRUONG THPT KHOA HQC GIAO DYC
chuc '
- Dong ké dudi
3. g;’;} kyhiguchavan | 1 o rong Dimg Sé:....../QD-KHGD
Dia danh, ngay,
4. | thang, ndm ban hanh | In thudng Nghiéng Ha Noi, ngay.....thang....ndm.....
van ban
5 Tén loai va trich yéu
" | n01 dung
D61 véi van ban co
tén loai
- Tén loai van ban In hoa bing, dam QUYET DINH
- Trich yéu n6i dung | In thuong | Dung, dam VE VIEC...oeenrenenn
I},}Phaﬂ can ctr phap In thuong bing Cancu.........
Ddi v6i van ban
khong co tén loai In thuong bung b4 4T —————
(Cong van)
6. | Kinh g In thuong Dung Kinh gui:
7. | Noi dung vin ban
a. Gom phc?n, ’
chuong, muc, diéu, | In thuong bung Thuc hién ké hoach nam hoc .......

khoan, diém

-Tu “phén”,

“chuong” va s6 thir | Inthuong | DPlng, dam Phén I Chuong 1

tu cua phan, chuong

él;rég_‘;ge cua phan, Inhoa | Pung dam | QUY PINH CHUNG | QUY PINH CHUNG

- Tr muc va s6 thu
tu

In thudng

bung, dam

Muc 1

- Tiéu dé cia muc

In hoa

Dung, dam

GIAI THICH TU NGU.....

- Diéu

In thuong

Dung, dam

Dicu 1. Soan thdo vin ban

- Khoan
- biém

In thuong

bung

1. Cac hinh thtrc van ban
a. Ban sao van ban

b. Gom phan, muc,
khodn, diem




S6 ngay
cdng tic

Phuong
tién sir
dung

Ly do
tra

luu

Chirng nhfin ciia co quan
noi cong tac
r LA ’ A
(Ky tén, dong dau)

- Vé nguoi:
- Vé cudc:

- Phong nghi:
1. Phy cép di dudng:

2. Phu cép luu tr:
Téng cong ngay cong tac:

Duyét
Thoi gian luu trd duge hudng

Nguoi di cong tac

Phu trach bg phan

Duyét

Ké toan truéng



- T “phan” va so
thu tu

In thuong

Ding, dam

A
Phan 1

- Tigu &5 otia phin Inhoa | Dimg, dam | BAO CAO TINH HINH THUC HIEN...
-BOU VAMRUS | %hoe | fifupdem | L RETGUA

clia muc

- Khoén

+ Truong hop ¢cé
tiéu de

In thuong

Dimng, dam

A N .
1. Doi twgng va pham vi dp dung

+ Truong hop khong
co tiéu dé

In thuong

Pimng

I. DO1 twong va pham vi ap dung

+ Piém

In thudng

bing

a. Do1 voi.. ..

Chtrc vu, ho va tén
cua nguoi ky

- Quyén han cua
nguoi ky

In hoa;

Dung, dam

KT. HIEU TRUONG

TL. HIEU TRUONG

- Chure vu cua nguoi
ky

In hoa

Dung, dam

PHO HIEU TRUONG

- Ho va tén cua
nguoi ky

In thuong

bung, dam

Nguyén Quang A

Noi nhan

a. Tu “Kinh gui” va
tén co quan, to chir,
ca nhan

In thudng

Ding

Kinh guri:

- Gu1 mét noi

Kinh gui: Truong Dai hoc Gido duc

- Gui nhiéu noi

Kinh guri:
- B6 Gido duc va Pao tao
- Dai hoc Quoc gia Ha Noi

b. Tt “no1 nhan” va
tén co quan, to chirc,
cac nhan

- T “noi nhan”

In thuong

Nghiéng,
dam

Noi nhin:

- Tén co quan, t6
chire, ca nhan nhin
van ban, ban sao

In thuong

Dung

- Nhu trén;

10

Dau chi muce do
khan

In hoa

bung, dam

THUQNG KHAN

KHAN

11

Chi dan vé pham vi
luu hanh

In thuong

Dung, dam

XEM XONG TRA

Lok 2’-“ o 5
(¢ S5 8 QQS//
P s <%

L3
CoN

W

LUU HANH NOI BO

12

Chi dan vé du thao
van ban

In hoa

bung, dim

DU THAO DU THAO LAN 1

13

Dia chi co quan, to
chirc; dia chi email,
website; sb dién
thoali, telex fax

In thuong

buing

14

Phu luc van ban




- T “phu luc” va s6
thir tu ctia phu luc

In thudong

Diung, ddm

Phu lye 1

- T1éu dé cia phu luc

“In hoa

Ding, dam

DANH SACH KEM THEO VAN BAN

15

S trang

In thudng

Ding

1,2,3

16

Hinh thtrc sao

In hoa

Dung, dam

SAO Y BAN CHINH, TRICH LUC




Lé 1rén 2-2.5¢m

TRUONG DPAI HOC GIAO DUC - PHQGHN CONG HOA XA HOI CHU NGHIA VIET NAM

Phu luc 111 ‘
MAU TRINH BAY VAN BAN

Time New Roman
13 Bold, (ﬂ'ilps Lock

TRUONG THPT KHOA HQOC GIAO DUC Doc 1ap — Tu do — Hanh phtic — 14
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