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DAl HOC DA NANG
TRUONG f)~I HQC str PH~M

CONG HOA XA HOI CHU NGHiA VI~T NAM. .
DQc I~p - TV' do - H~nh phuc

QUYCHE
V~ ki~m tra, ra soat, h~ thBng hoa van ban

(Ban hanh kern thea Quy~t dinn s653'f/QD-DHSP ngay iJ thang if nam 20 18 cua
Hieu truong Tru'ong Dqi h9C Su pham)

Chuong I

QUY D~NHCHUNG

f)i~u 1. Pham vi di~u chinh va dBi tunng ap dung
, 1. Quy che nay quy dinh vS cong tac kiern tra, ra scat, h~ thong hoa van ban

dieu chinh cac linh vue quan ly cua Truong Dai h9C Sir pharn.
2. Quy chS nay ap dung d6i voi t<1tca cac dan vi va ca nhan dang la111viec

trong be may quan ly cac c<1Pcua Truong Dai h9C Su pham.

Di~u 2. Cac van ban thucc aBi tuong kj~m tra
1. La cac van ban quy pharn nQi bQ do Truong Dai h9C Sir pham ban hanh,

bao gom: cac quy che, quy dinh, quy trinh, huong d~n, nQi quy duoc xay dung thea
th~ thirc van ban hanh chinh, nh~m xac dinh cac quy t~c ho~c tieu chu~n ap dl:mg
chung cho mQt m~t hOc,ttoQng, mQt ITnh vvc, cong vi~c Cl,.l th~ cua nha truong, dan
V!.

Van ban quy ph~111nQi bQ thuQc 06i tUQ'ng ki~m tra bao gbm:
a) Cac van b~Uldang can hi~u h,rc oSn thai oi~m th~rc hi~n ki~m tra;

b) Cac van ban hSt hi~u Ivc toan bQ ho~c mQt ph~n, nhung chua dUQ'c huy b6
ho~c chua duQ'c sll'a d6i, thay thS boi cac van ban khac.

2. Cac van ban duQ'c ban hanh duo-i hinh thtl'c c6ng van, thong bao ho~c hinh
thtl'c khac, nhung co tlnh quy phc,tm (co chu'a quy phc,tm nQi bQ) cling thuQc 06i
tUQ'ng kj~m tra.

Di~u 3. Ph~m vi, dBi tU'Q'ng ra soat, h~ thBng hoa
I. Ra soal, h~ th6ng hoa van ban duQ'c thvc hi~n a phc,ttn vi t<1tca cac Ilnh

vvc qwin Iy, l11Qtho~c l11Qls6 ITnh Vl.JC quan Iy ho~c thea nh0111 cong vi~c' cong
vi~c Cl,l th~ clla nha truo-ng, dan vi·

2, Cac van bim thuQc 06i tUQ'ng ra soat, h~ th6ng hoa bao g6m:
a) Cac van ban phap lu~t, quy phc,ttn phap lu~t co quy phc,t1i1lien quan ho~c

van b~m chi oc,to, huang d~n clla ca quan quan Iy nha nuac c§p tren thuQC phc,ttn vi
ra soat, h~ th6ng hoa off xac dinh thea khoan 1 f:)iSu nay;
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b) Cac van ban quy pham nQi'~Q va cac van ban co tinh quy pham thuoc d6i
, , f

tirong neu 6 Dieu 2 Quy che nay,

f)i~u 4. Muc dich ki~m tra, ra soar, h~ thBng hoa van ban

1. KiSm tra, ra soat, h~ thong hoa van ban giup nha truong, dan vi, ca nhan
cap nhat thirong xuyen cac quy pham phap luat, xay dung va hoan thien h~ thong
van ban, ca s6 dfr lieu phuc Vt,.J cong tac, nham gop phan nang cao eh~t IUQl1g, hieu
qua giai quyet cong viec cua vien chirc.

2. KiSm tra van ban nh~m phat hien nhirng nQi dung cua van ban thuoc d6i
tuong kiSm tra trai voi cac quy pham phap luat hien hanh dS kip thai dinh chi viec
thi hanh, huy bo, bai bo van b~tn; phat hi~n nhu'ng kru~m khuy~t, thi~u sot, b~t e~p
cua van bim dS sLra d6i, b6 sung ho~c xay d\1'ng mai van b~tn, ba.o dam tinh hqp
phap va th6ng nh~t eua h~ th6ng van bim quan Iy ph\1c V\1ceng tae,

3. Ra soat van ban nh~m phat hi~n nhu'ng van ban hoirtc guy dinh cua van ban
thuQc d6i tugng ra soat, h~ th6ng hoa kheng con phu hqp vai th\1'c t~ ap dVng hoirtc
khi ea quan Nha mrac cAp tren ban hanh van ban mai lam cho nQi dung van ban
kheng con phu hqp; nh$n bi~t nhiIng t6n t?i, IWn ch~, khi~m khuy~t clla h~ th6ng
van ban quan Iy d~ co bi~n phap kh~c ph\1c, b6 sung, hoan thi~n, Ra soat van ban la
eeng vi~c cfrn thi~t d~ th\Ic hi~n h~ th6ng hoa van ban.

4. H~ th6ng hoa van ban d~ l~p va ceng b6 cac danh m~ICL6ng hqp van ban
con hi~u IlJc thi hanh, xay d\1'ng ca s6 du' li~u van baD duqc s~p x~p co h~ th6ng
thea linh V\ICquan Iy, thea n.hom ceng vi~c, ceng vi~c nh~m dam baa thu$n Iqi cha
vi~e xu' Iy ceng vi~c hang ngay clla eac dan vi, ca nhan, gop ph~n nang cao y thu'c
eh~p hanh phap lu~t Clla vien chuc, tang cuang tinh ceng khai, minh b?ch trong
ho?t dQng ella nba truong, don vi.

f)i~u S. N{}idung cong tac ki~m tra van ban

1. Thu th~p, t~p hqp d~y dll cac van ban thuQc d6i tuVng kiSm tra neu t?i
DiSu 2 Quy ch~ nay lien quan d~n chuc nang, nhi~m V\1clla dan vi,

2. Phan lo~i van ban thea lInh VlJCquan ly, nhom eeng vi~c, ceng vi~c ma
van ban diSu ehinh; thea trinh t\1'thai gian ban hanh (tlr van ban ban hanh truae d~n
van ban ban hanh sau).

3. Thu th~p cae van ban phap lu~t, quy ph?m phap lu$t dang con hi~lI 1\1'eco
nQi dung diSu ehinh lien quan va phan lo?i theo ehuyen dS, thL!'b$e hi~u IlJc d~ lam
din ell' ki~m tra.

4. Th\Ie hi~n cac thao tae nghi~p VI:!ki~m tra van ban:

a) 80e, nghien euu van ban e~n kiSm tra: tim hi~u llWC dreh van ban, ph?m
vi ap d\mg ella van ban, cae ngo?i l~ (n~u co), hi~u l~rc vS thO'i gian; phan tich cac
quy ph?ffi, nQi dung va hlnb thll'e ella van ban;

b) Tim hi~u cac van ban phap lu~t, quy ph?m phap lu~t 1ien quan dS X3C dinh
trnh hqp phap, phu hQ'p clla van ban c~n ki~m tra;
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c) Uoi chieu voi cac van ban khac trong cung lTOOvue hoac 1ien quan d~ phat
hien nhirng di~m b~t C?P, khi~111khuyet, mau thuan, chong cheo;

d) Trao d6i, tham v~n '1 kien nguoi soan thao, nguoi thirc hien van ban v~
nhfrng virong m~c c~n lam r6 (neu can);

d) Phan tich, dS xu~t bien phap xu 1'1nhirng b~t C?P v~ n9i dung, hinh thirc
van ban; dS xuat huy bo, sua d6i, b6 sung, hop nhat hoac xay dung moi van ban;

e) Lap bao cao va bieu bang thong ke thea quy dinh (Phu luc), giri vS cap
quan 1'1co th~m quyen d~ phe duyet dS xu~t xu' 1'1van ban.

f)i~u 6. N9i dung ra soat, h~ th6ng hoa van ban

1. Thu thap, t?P hop d§.y du cac van ban thuoc pham vi, doi tUQ'ng ra soat, h~
thong hoa neu t<;liUiSu 3 Quy ch~ nay,

2. Xac dinh cac tieu chi phan 10<;livan ban, Cac tieu chi ca ban bao gom:

a) Phan lO<;lithea 11nh vvc quan 1'1, nhol11 cong vi~c, cDng vi~c ma van ban
diSu chinh;

b) Phan l<;litheo thLI'b?c hi~u Ivc cua van ban: s~p x~p thea thLI'b?c hi~u ll,!'c,
ttl' van ban co hi~u lvc cao d~n van ban co hi~u Il,!'Cth~p hun;

c) S~p x~p theo trinh tl,!' thai gian ban hanh, b~t d§.u tu' nhung van ban ban
haOO truac d~n van ban ban hanh sau trong cung ltnh vvc;

d) S~p x~p thea Alfabet (thu tv trong bang chu' ccii ti~ng vi~t),

3. Phan 10(;l.ivan ban thea cae tieu chi da xac dinh va l?p bang thong ke van
ban.

4. Ra soat van ban: DQc, nghien Cll'U,danh gia van ban, dam bao r~ng cac van
ban da thu th?p, phan lo~i phu hQ'p vai ml,!c dich ra soat, h~ thong hoa, tieu chi phan
iO<;li,ph<;lm vi diSu chinh, tinh hi~u Ivc, t1nh phap 1'1; phat hi~n nhCrng van ban ho~c
quy ph~m khong con phu hQ'p; phat hi~n thi~u sot trong thu th?p, phan I00i h~ thong
van ban va ea sa du' li~u d~ diSu chinh.

5. L?p danh m\lc van ban h~ thong hoa, Iuu giCi'van ban trong h~ thong duai
d~ng h6 so' ban in (ho~<; so hoa) a dun vi chLl'e nang; I?p bao cao va bi~u bang
thong ke thea quy dinh (Phl,! h,IC), gui vS c~p c6 th~m quySn d~ tong hqp, ti~n hanh
xay dvng ho~c hoan thi~n ca sO'dO' li~u h~ thong hoa van ban.

Chlfo'ng II

TV KIEM TRA, KIEM TRA vA XU' LY VAN BAN
f)i~u 7. Trach nhi~m t\l' ki~m tra van ban

I, Cae dun vi chlrc nang ella Truang 8?i hQc Su p1wm co trach nhi~111 to
ehuc W ki~m tra doi vai cae van ban do Gan vi chu trl SO?11theio va D?i hQc Su
ph~m ban hanh.
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2. M9i can bo quan ly va chuyen vien t.rong qua trinh gia: quyet cong viec
deu co trach nhiem thuc hien tir ki~m tra van ban lien quan d~n ITnh vue quan Iy
hoac nhom cong viec, cong viec duoc phan cong phu trach, thirc hien.

f)i~u 8.Hinh tlurc th ...·c hi~n t...·ki~m tra van ban
1. Tv kiern tra van ban duoc thuc hien thea cac hinh thirc sau:

a) Ti~n hanh thirong xuyen hoac d<)t xuat;

b) Ti~n hanh dinh ky.

2. TV ki~m tra van ban thuong xuyen hoac dot xuftt duoc thuc hien thea yeu
c~u thuc t~ cong tac nghiep vu cua nrng don vi, ca nhan (do qua trlnh thirc thi cong
viec doi hoi; khi xuftt hien van ban moi co hieu lire cao hon co pharn vi diSu chinh
lien quan; khi so?n thao d~ ban hanh moi; do phat hi~n ho~c nghi nga co y~u t6 bftt
c~p trong van ban thLl<)Cd6i tuang ki~m tra).

. .
3. Til kiem tra van ban d~nh ky phai dLl'qc thllC hi~n a tat ca cac ITnh VllC

quan Iy it nhftt m6i nam 111<)tI~ll(co th€ ti~n hanh rieng ho~c CLlI1gILICvoi vi~c thl,.l'c
hi~n ra soat, h~ th6ng hoa van ban).

f)i~u 9. Th~m quy~n ki~m tra van ban

l. T6 tnrang T6 Thanh tra - Phap ch~ Chll tri, ph6i hqp v6i cac dun vi, ca
nhan co nghi~p VI,.Ilien quan giup Hi~u truang Truong D?i h9C Su ph?m t6 chuc
ki~m tra cac van b~m guy ph?m nQi bQ do Truang D?i h9C Su plwm ban hanh. .

2. Ki~m tra van bim c6 th~ duqc tbvc hi~n toan di~n a tftt ca cac ITnh VI,.I'C
quim ly ho?c m<)t, m<)t s6 ITnh v\}'c, theo chuyen dS, dia ban C\l th€; co th~ t6 chuc
rieng ho?c k~t hqp trong cac dqt thanh tra hanh chinh, thanh tra chuyen nganh.

f)i~u 10. T8 chu'c doan ki~m tra van ban

I, Can cu kf hO<;lchho?t dQng hang nam v~ cong tac phap ch~ ho~c thea yeu
c~u th~rc t~ cong tac quan Iy, T6 truang T6 Thanh tra - Phap chf trinh Hi~u truang
Truong D?i h9c Su ph?m ra QLly~t dinh thanh lap doan kifm tra van ban.

Truong hqp vi~c ki~m tra van ban duQ'c t6 chLrc kft hq'p trong dQ't thanh tra
hanh chinh, thanh tra chuyen nganh thl khong thimh I~p doan ki€m tra rieng. 80an
thanh tra tn,l'c ti~p tITvc hi~n cong vi~c Clla d0811 ki~m tra van ban neu t?i kJ10an 2
DiSu nay.

2. Doan ki~m t1'a lam vi~c trl;l'Cti~p v6i cac dun vi lien quan d~ thl,.l·chi~n vi~c
ki~m tra van b~m thea yeu c~u Quy~t dinh cua Hi~u trucmg Truong D~i h9C Su
ph?m.

-(

J
{
p

Quy trinh, thu t\lC ki~m tra nhu sau:

a) £)o::m kiSm tra gLri van ban thong baG k~ ho~ch kiSm tra va cac yell dIU
c~n thi~t cho vi~c kiSm tra t6'i dan vi c6 van ban duqc ki~m tra tnr6c khi ti~n h<'1I1h
ki~m tra it nh~t la 07 ngay;
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b) Dan vi co van ban duoc kiem tra t~p hop ban sao (ban in hoac s6 hoa) cac
van ban thuoc ph~f!1 vi kiSm ~ra va gtri v~ do an kiSm tra trong thai han 01 ngay sau
khi co thong bao ke hoach kiem tra;

c) Truong doan kiSm tra t6 chirc kiern tra cac van ban thea quy dinh tai f)i~u
5 Quy ch~ nay;

d) Doan kiSm tra lim viec tnrc tiep voi dan vi co van ban ducc kj~m tra d~
trao d6i thong tin phuc vu cong tac kiem tra (neu car: thiet),

D6i voi cac van ban phuc tap, doan kiern tra co thS yeu cau dan vi co van
ban duoc kiSm tra giai trinh tung noi dung quy pham cua van ban;

d) Doan ki~m tra t6 ChLl'Ch9P voi dan vi co van ban duoc ki~m tra thea 11Ch
trinh dil thong nhat dS thong bao tinh hinh ki6m tra va lam r6 them cac noi dung
can thiet co lien quan;

e) Cu6i dot kiSm tra Truong doan kiSm tra giri thong bao bang van ban v~
k~t lu~n kiSm tra dSn dun vi co van ban duqc kiSm tra. N~u khong th6ng nh~t vai
kSt.lu~n, dun vi co van b~ll1uUQ'e kiSrn tra co quy~n d~ nghi bao lutl '; ki~n. D~nghi
bao luu '; ki~n duQ'c l~p thanh van ban va gLl'i d~n Hi~u truOng, d6ng thai gtl'i cho
T6 Thanh tra - Phap chS dS nghien cllU, tharn mUl1 trinh Hi~u tnrong quy~t dinh.

f)i~u 11. Xlr ly van baD sau tv ki~m tra, ki~m tra

1. Th~m quy~n va trach nhi~m XLr1'; van ban.

a) Th§.m quy€n va trach nhi~m XLr1'; van ban thuQc v~ c~p da ban hanh van
ban do;

b) Cae van ban lien tich do cac ben cung k,; ban hanh van ban ph6i hqp xu' I';
can eu d~ nghi cua dan vi chu tri sO<;tnthao;

c) C~p tren co quy~n yeu c~u c~p duai thuQc qLly~n xCI'I'; van bim da ban
hanh, co quy~n quy~t dinh dinb chi hi~u II,JCvan bim do c~p duai ban hanh;

d) C~p duai co qLly~n ki~n nghi xCI'I'; van ban ho~c ki~n nghi dinh chi hi~Ll
hJc van ban do c~p tren ban himh;

d) Phong T6 Chll'C - Hanb chinh ph6i hQ'p vai T6 Thanh tra - Phap ch~ va
cac dan vi lien quan giup Hi~u truOng t6 chuc XLI'I'; van ban do Nha truang ban
hanh;

H
H
-')

e) T6 Thanh tra - Phap chS tham mUl1 giup Hi~u truong thea d6i, don d6c
vi~c XLr1'; van ban sau ca.c dqt kiem tra xCI'I'; Vall ban; co qLly~n yeu C~Llcac dun vi
cung c~p thong tin v~ xu' I'; van ban, co quy~n li~n hanh lh§.m tra li;li kct qua xu' 1)1
van ban (nSu th~y c~n thi~t).

2. Nguyen t~c xu' I'; van ban.
a) Cac van ban maoquy dioh kh6ng con phll hQ'p vai cac quy phi;l1Tlphap IU~l

hi~n hanh, trai vai cac van ban co hi~u 1I,.I'cphap I)' eao hUll thi xCI'I) hu) b6:
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b) Cac van ban mau thuan, chong cheo hoac thieu chat che, giai quyet v~n a~
khong triet as, sa ho d~n aSn hiSu va ap dung khong thong nh~t thi tuy thea muc aQ
xu ly huy bo hoac sira a6i, b6 sung;

c) Cac van ban co cling pharn vi ai~u chinh hoac tnrong hop co guy pharn
nQi b(> rai rae trong elk cac van ban duoc ban hanh duoi hinh thuc cong van, thong
bao, neu con hieu luc thi xu' 1y hop nhat cac guy pham do va ai~u chinh vao mot
van ban;

d) Cac van a~ thuc tiSn doi hoi phai co guy pharn ai~u chinh nhung chua co
van ban nao dieu chinh thi c~n ban hanh van ban moi;

a) Thu tuc, guy trinh XL}, Iy van ban hoac ban hanh van ban rnoi thuc hien
thea quy dinh v~ cong tac van thu, luu trO' va cac guy ajnh khae co lien quan.

Chu'O'ng III

RA SOAT, Ht, THONG ROA VAN BAN

vA xAY D\fNG co soDU' LI~U

f)i~u 12. Cae hinh thirc ra soat, h~ th6ng h6a van ban

1. Ra soat, h~ th6ng hoa van ban duqc thljc hi~n thea cac hinh thLl'Csau.

a) TiSn hanh toan di~n ho?c thea lTnh VI,.I'C, nhom cong vi~c, cong vi~c;

b) TiSn hanh a(>t xu~t ho?c ainh kyo

2. Ra soM, h~ th6ng hoa van ban to an di~n auqc tht,rc hi~n 6' ph~m vi t~t ca
cac ITnh Vl,l'C quan Iy ella nha truCmg, aon vi.

3. Ra soM, h~ th6ng hoa van ban thea ITnh vl,rc, cong vi~c, nh6m eong vi~e
du<)'c thvc hi~n a I11Qtho?c mQt s6 I1nh vt,rc quan ly ho?c theo nhom cong vi~e,
cong vi~c Ct..! th~ cua nha tnrang, aon vi.

4. Ra soM, h~ th6ng hoa van bc:ma(>t xw1t au<)'c ti~n hanh khi co van ban m6'i
au<)'c ban hanh, ma ph~m vi di~u chinh co Ii{~nquan a~n cong vi~c ella chu th~ thl,l'c
hi~n ra soat, h~ th6ng hoa ho?c khi phat hi~n co van ban thuQc h~ th6ng van ban
aang su dl,.I1lgkhong con phu hqp.

5. Ra soat, h~ th6ng hoa van ban ainh ky aU'qc ti~n hanh thea k~ ho~ch va
phai duqc tiSn hanh 6 t~t ca cac lTnh vvc qwin Iy it nh~t moi nam m(>t I~n.

Trach nhi~111tri~n khai kiSm tra ra soM, h~ th6ng hoa van ban duqe guy djnh
t~i Di~u 14 Quy ch~ nay.

f)i~u 13. Nguyen t~c ra soat, h~ th6ng h6a van ban

1. Bao aam tinh th6ng nh~t, tinh h~ th6ng.

2. Khong b6 lQt van ban; kSt hqp ra soat v6'i h~ th6ng hoa.

f)i~u 14. Traeh nhi~m thl.J'Chi~n nl soat, h~ th&ng hoa van ban
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I. Phong T6 ChCfC- Hanh chinh co trach nhiern giup Hieu tnrong, nghien ciru
trien khai cong tac ra soat, h¢ thong hoa van ban dinh ky, toan dien a cac don vi
true thuoc Truong Dai hoc Su pharn.

2. T~t ca cac dan vi dSu co trach nhiem t6 chirc I'llsoat, h~ thong hoa van ban
lien quan dSn linh V\l'C,nhom cong viec, cong viec dan vi duoc giao phu trach, thuc
hien (bao g6rn ca hinh thirc dQt xu~t va dinh ky).

3. MQi can bQ quan Iy va chuyen vien trong qua trinh giai quyet cong viec
dSu co trach nhiern thuc hien ra soat, h¢ thong hoa van ban lien quan dSn linh vue
quan ly hoac nhom cong viec, cong viec duoc phan cong phu trach, thuc hien.

4. T6 Thanh tra - Phap chS co trich nhi¢m giup Hi¢u trucmg giam sat vi¢e
thvc hi¢n cong tac ra soat, h¢ thbng hoa van ban o' plwm vi toan Truong.

Di~u 15.T& chlrc ra soat, h~ thf,ng hoa van ban dinh ky
1. Phong T6 chuc - Hanh chinh tham muu cho Hi¢u tnrang ban hanh ke

ho~ch ra. soat, h¢ th6ng hoa van ban.

2. T6 chuc thvc hi~n trong tung dan vi nhu sau:
a) Truong dan vi phan cong nhom chuyen vien thvc hi~n cong t£ic ra soat, h~

th6ng hoa van ban va Cll' chuyen vien phl:l trach nhorn;
b) Cac chuyen vien tiSn h~mh thu th~p, phan lo~i van ban va thvc hi~n thao

tac nghi~p V\l theo cac nQi dung quy dinh t~i DiSu 6 Quy chS nay;
c) Chuyen vien phl:l trach nhom l~p bao cao b~ng van ban va bi~u bang th6ng

ke kSt qua ra soat, h¢ th6ng hoa van ban;
d) Truong dan vi xem kSt qua ra soat, h¢ th6ng hoa van bEtn, trao o6i, laIn ro

cac v~n dS c~n thiSt va ky xac nh~n vao bao cao, bi~u bang thbng ke;
d) Gll'i bao cao, biSu bang thbng ke vS Phong T6 chCrc - Hanh chinh de tbng

hqp tdnh Hi¢u truang phe duy¢t kSt qua ra soat, h¢ th6ng hoa van ban va phuang
an XLI' ly van ban quy ph~m nQi bQ, d6ng thoi SLI' dl:lng kSt qua do dS xay dl:l'ng ho~e
hoan thi¢n co so dfr li¢u van ban dung chung.

f)i~u16. Xay dl}'ng cO"sO'dii'li~uvan ban
1. Phong Tb ChLl'C- Hanh chinh co trach nhi~m chu td, ph6i hgp vai cac dan

vi chuc nang xay dvng co so di}' li¢u dung chung trong toan Truong.
2. Ca s6 du' li~u van ban dUQ'c xay d\mg nh~m xac I~p co h¢ thbng cile can cu'

phap ly phl:!C Vl:lmQi m~t ho~t oQng chua nha truong. Ca so du' li¢u van ban phai
dam bao tinh c~p nh~t va de tiSp c~n vai cac nhom d6i tUQ'ng lien quan d~n cong
vi¢c cua nha truOng.

a) Thu~n lQ'i cho vi~c thvc thi nhi~m Vl,lcua vien chLrc cae dan vi va ho~t
d9ng quan ly trong nha tnrong;

b) Cong khai, minh b~ch dbi vai cac dbi tuqng ph~lc V\1.
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3. DS nang cao hieu qua cung c~p thong tin, dap irng nhu cau tra cuu, khai
thac, su dung cua cac dan vi va ca nhan, co sa dfr lieu van ban can duoc s6 hoa,
dua len cac trang mang cua Truong Dai hoc Sir pham.

4. Viec s6 hoa co sa dfr li~u van ban phai dam bao cac tieu chi co ban sau.

a) ThS hien d~y du, toan van cac van ban c~n tra ciru;

b) Dam bao viec tra ciru, tim ki~m van ban duoc nhanh chong, de dang theo
nhi~u tieu chi (linh vue, ten loai, cap ban hanh, thai gian, nhorn cong vice, cong
viec, hieu luc van ban ... );

c) Cho phep cac dan V\, ca nhan truy cap ducc cac van ban sera doi, b6 sung,
thay the, cac van ban lam can cir va van ban d§n chieu cua mot van ban quy pham
nQi bo;

d) Dam bao cac yeu cau v~ bao mat khi thuc hien cac tinh nang them, xoa,
sua co sa dfr li~u;

d) Xay dl,mg mc)' dS co thS nh~p, chuySn va lien k~t, lien thong v6i cac h~
th6ng khac (h~ co sa dfr li~u cac quy trinh thvc hi~n cDng vi~c; h~ cO' sa dO- li~u
quan Iy ch~t Iuqng ... ) va ma r<)ng khi co yeu c§u.

, 5. Vi~c eDng b6 co sa di} li~u tren m~ng phai dam bao Sl,l' d6ng b<) ella h~
thong van ban va duqc c~p nh~t thucmg xuyen, kip thai, chinh xae.

ChU'o'ng IV

DIEUKHoAN THf HANH

f)i~u 17. T6 chu'c th\l'c hi~n

Id". I-UFJJ TRtJ'6T~
PHO HI~UTRu
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