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Thuc hien Quy che cong tac van thu cua Truong Dai hoc Vinh duoc ban 
hanh theo quyet dinh so 616/QD-DHV ngay 15/3/2024 cua Hieu truong Truong 
Dai hoc Vinh va kien nghi ve thuc hien cong tac van thu, luu tru cua Doan kiem 
tra theo Quyet djnh so 739/QD-BGDDT ngay 06/3/2024 cua Bo Giao due va Dao 
tao, Nha trudng ban hanh Ke hoach ra soat, bo sung, sua doi cac van ban noi bo 
nhu sau:

I. MUC DICH, YEU CAu • 7
^ 9 *^99 »AA1. Ra soat, bo sung, sua doi cac van ban noi bo de dam bao thuc hien tot 

cong tac dieu hanh, quan ly Nha truong.
2. Vice ra soat, bo sung, sua doi cac van ban noi bo can duoc tien hanh 

nghiem tuc, chat luong, dam bao thuc chat, dung thoi gian quy dinh.
II. NOI DUNG
1. Ra soat cac van ban noi bo da ban hanh
1.1. Ra soat, bo sung can cu phap ly ban hanh cac van ban;
1.2. Ra soat, bo sung, sua doi noi dung cua cac van ban cho phu hop vdi

thuc tien;
1.3. Ra soat ve tham quygn, trinh tu, thu tuc, hinh thuc, the thuc va ky thuat 

trinh bay theo quy djnh cua phap luat.
2. Cung cap bieu mau van ban hanh chinh
Cac don vi cung cap cac bieu mau van ban hanh chinh cua don vi tham muu 

ban hanh d<§ dupe chuan hoa v£ hinh thuc, the thuc va ky thuat trinh bay theo quy 

dinh cua phap luat va de su dung lau dai.
III. THOI GIAN THlTC HIEN
1. Ra soat cac van ban noi bo
1.1. Thoi gian thuc hien ra soat, bo sung, sua doi cac van ban: Tu ngay 

19/8/2024 den ngay 30/8/2024.
1.2. Thoi gian xin y kien gop y cua cac don vi lien quan: Fir ngay 04/9/2024 

den ngay 15/9/2024.
1.3. Thoi gian dieu chinh, ban hanh cac 

ngay 16/9/2024 den ngay 29/9/2024.
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A X A *> > r2. Cung cap bieu mau van ban hanh chinh
2.1. Cac don vi tap hap cac bieu mau van ban hanh chinh cua dan vi tham 

inuu ban hanh va guri ve Truong trong thu muc a OneDriver do Phong Hanh chinh 
Tong hop lap (rfdu moi tiep nhan vd xu ly thong tin: ThS. Luang Hong Phong, 
Pho Truangphdng, email: phonglh@vinhuni.edu. vn) tru’O’c ngay 20/8/2024.

2.2. Phong Hanh chinh Tong hop phoi hop voi cac don vj chinh sua ve hinh 
thiic, the thuc va ky thuat trinh bay theo quy dinh cua phap luat; tham muu Hieu 
trirong ban hanh bo van ban chuan de six dung lau dai.

IV. TO CHU’C THUC HIEN
X 91. Phong Thanh tra - Phap che: Ra scat, bo sung cho cac van ban cua Nha

\ \ r r r \trudng ve cac can cu phap ly; tham quyen, trinh tir, thu tuc ban hanh.
A 92. Phong Hanh chinh Tong hop: Ra soat, bo sung cho cac van ban cua 

Nha trudng ve the thuc va ky thuat trinh bay theo quy dinh cua phap luat; chu tri 
cong tac chinh sira ve hinh thuc, the thuc va ky thuat trinh bay cac bieu mau van 
ban hanh chinh.

3. Cac don vj chirc nang: Can cu theo chuc nang, nhiem vu, chu dong ra 
soat, bo sung noi dung cac van ban do don vi tham muu ban hanh.

4. Cac do’n vj trong toan Tru-6'ng: Be xuat cac bieu mau phuc vu boat 
dong cua don vi va thuc hien nghiem tuc viec lay y kien vien chuc, ngubi lao dong 
gdp y cho cac van ban duoc ra soat, bo sung va sua doi theo ke hoach.

Nhan duoc Ke hoach nay, Nha trudng yeu cau Trudng cac don vi quan triet, 
nghiem tuc trien khai thuc hien./.
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Noinhan:
- Cac don vi (t/h);
- Dang uy, Hoi dong truang (b/c);
- Luu: HCTH.
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