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Phu luc 111
MAU TRINH BAY VAN BAN HANH CHINH, PHU LUC VA BAN SAO VAN BAN
(Kem theo Quyet dinh so ... ..... /OD-DHTN ngay ....... thang ..... nam 2020
cua Hiéu truong Truong Pai hoc Tay Nguyén)

I. MAU VAN BAN HANH CHIiNH, PHU LUC VA BAN SAO VAN BAN

1. Miu trinh bay viin ban hanh chinh

Mau 1.1 Nghi quyét

Miu 1.2 | Quyét dinh quy dinh truc tiép

Mau 1.3 | Quyét dinh ban hanh hoic phé duyét

1.3.1. Vin ban ban hanh (véi vin ban gidy) kém theo
1.3.2. Van ban ban hanh (véi van ban dién tir) kem theo
Miu 1.4 | Vin ban c6 tén loai

Mau 1.5 Cong van

Mau 1.6 | Gidy moi

Mau 1.7 | Giay gi6i thiéu

Mau 1.8 Bién ban

Mau 1.9 Gidy nghi phép

2. Mau trinh bay phu luc vin ban

Mau 2.1 Phu luc van ban hanh chinh gidy

Mau 2.2 Phu luc van ban hanh chinh dién tir

3. Miu trinh bay ban sao viin ban

Mau 3.1 Ban sao sang dinh dang giy

Mau 3.2 Ban sao sang dinh dang dién tur
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Mdu 1.1. Nghi quyét

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
HQIPONG TRUONG PAIHQC TAY NGUYEN DPoc 1ap — Tu do — Hanh phc
Sb:....... /NQ-HDPTr Padk Lak, ngay ....thang.....ndm 20....
NGHI QUYET

............ Deeeereeenae

(0777 e Y ;

(777 e Y TSN ;

Can cw ,
QUYET NGHI:

Pieul. ... (2) e

DU 2. oo oo e e e e e,

DHCU. o oo e e e e e e e e e e

Noi nhgn: TM. HOI DPONG TRUONG
- Nhu Didu....; CHU TICH

- Luu: VT ...(3)...(4)...
(Chit k)

Ho va tén

Ghi chu:

1 Trich yéu noi dung Nghi quyét.

2Noi dung Nghi quyét.

3 Chir viét tat tén don vi soan thao vin ban va sé luong ban luu (néu can)
4Ky hiéu ngudi soan thao vin ban va sb lugng ban phat hanh (néu can)
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Mdu 1.2. Quyét dinh quy dinh truec tiép

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phc
S6:....... /QD-DHTN Pak Lak, ngay ....thang.....nam 20....
QUYET PINH

(77 7o Y S

XOE @G NGNG CU .. . e oo e e e et e e e e e e et et e e et e e e et et e e e,

QUYET PINH:

Noi nhn: HIEU TRUONG
- Nhu biéu....;

: .......................... , (Chﬁ kY)

Ho va tén

Ghi chu:

1 Trich yéu noi dung Quyét dinh.

2Noi dung Quyét dinh.

3 Chir viét tit tén don vi soan thao van ban va s6 luong ban luu (néu can)
4Ky hiéu nguoi soan thao vin ban va sb lwong ban phat hanh (néu can)
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Madu 1.3. Quyét dinh ban hanh hay phé duyét

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phc
S6:....... /QD-BHTN Padk Lak, ngay ....thang.....nam 20....
QUYET PINH
Ban hanh (phé duyét)............... () PO

HIEU TRUONG TRUONG PAI HQOC TAY NGUYEN

(@17 o O (22 B U PPR.

(00717 o7/ TR PR

TREO A8 NGNG CUA... c..o. ce e oo et e et e et e et e et e e e e e et e et e e e,

QUYET PINH:

Noi nhgn: HIEU TRUONG
- Nhu biéu....;

: .......................... , (Chﬁ' ky)

Ho va tén

Ghi cha: Mau nay ap dung ddi véi cac quyét dinh ban hanh hay phé duyét mét van ban khac.
1 Trich yéu noi dung quyét dinh.

2 Céc can cu dé ban hanh quyét dinh.

3 Chir viét tit tén don vi soan thao va sb luong ban luu (néu can).

4Ky hiéu nguoi soan thao vin ban va sb lwgng ban phat hanh (néu can).
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Méu 1.3.1. Mdu vin bdn (dwgc ban hanh, phé duygt
kem theo quyér dinh) doi véi van ban giay

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phtc

TEN LOAI VAN BAN

........................ D)oo
(Kem theo Quyét dinh sé 2)....... /ODb-DHTN ngay....thang....nam
cua Truong Dai hoc Tay Nguyén)
................. () I
DU L.
DU 2.,
DU ..o

Ghi chu:

1 Trich yéu noi dung ciia vin ban

234, ky hiéu, thoi gian ban hanh caa Quyét dinh
$Noi dung vin ban kem theo
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Mdu 1.3.2. Mdu vin ban (duwgc ban hanh, phé duyét
kém theo quyér dinh) doi véi van ban dién tir

) S6: .4, ngay/thang/nam; gio: phat: giay®
BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC TAY NGUYEN Poc 1ap — Tw do — Hanh phuc

TEN LOAI VAN BAN

........................ () PO
(Kem theo Quyét dinh s6 2)....... /OD-DHTN ngay....thang....nam
cua Truong Dai hoc Tay Nguyén)
................. ) IO
DU Lo,
DB 2. e
DU ..o

Ghi cht: Mau nay ap dung véi van ban dién tir kém theo khong cling tép tin véi noi dung
quyét dinh ban hanh hay phé duyét.

1 Trich yéu noi dung cia van ban.

2 Pdi voi van ban dién tir, khong phai dién thong tin vao céc vi tri nay.

$Noi dung van ban kém theo.

436 va ky hiéu Quyet dinh ban hay phé duyét.

® Thoi gian ky sb clia co quan, to chirc (ngay thang nam; gio phat gidy; mai gio Viét Nam
theo tiéu chuan 1SO 8601).
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Mdu 1.4. Véan ban c6 tén logi

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHiA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phc
S6:....... /(1)-BPHTN Pak Lak, ngay ....thang.....nam 20....

TEN LOAI VAN BAN 2

..................... (3)eeereereeeereenann.
.............................................. (B) e
........................................................................ /.

Noi nhgn: HIEU TRUONG
-Nhuf)iéu....;
Teteticccctennnnn (Chfrky)

Ho va tén

Ghi chd: Mau nay &p dung chung di vai céc hinh thirc van ban hanh chinh c6 ghi tén loai
gom: chi thi, quy ché, quy dinh, théng cao, thdng bao huong han, chuong trinh, ké hoach,
phuong an, dé an, dy an, bao céo, to trinh, gidy ty quyén, phiéu gui, phiéu chuyén, phiéu bao.

1 Chir viét tat tén loai van ban

2 Tén loai van ban.

3Trich yéu noi dung van ban.

4Noi dung vin ban.

5 Chir viét tit tén don vi soan thao va sb luong ban luu (néu can).

6 Ky hiéu nguoi soan thao van ban va sé lugng ban phat hanh (néu can).
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Mdu 1.5. Cong Vin

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phtc
Sb:....... /DHTN- (1)....... Pk Lak, ngay ....thang.....nam 20....
VIV......... ()i
Kinh gai:  -............ (3)eeeeeeeenrenarennniennnennnenns ;
................................................ (A e
........................................................................ /.
Noi nhén: HIEU TRUONG
- Nhu Kinh gfri'
T ettt (Chtr kY)

Ho va tén

Ghi chu:

! Chix Viét tat tén don vi soan thao cong van.

2Trich yéu noi dung cong van.

3Tén co quan, t6 chic hodc c& nhan nhan cong vian.

*Noi dung cong van.

> Chir viét tat tén don vi soan thao va s6 luong ban luu (néu can).

® Ky hiéu nguoi soan thao van ban va s6 lwong ban phat hanh (néu can).

7 Pia chi co quan, to chire; thu dién tir; trang thong tin dién tir; s6 dién thoai; s6 Fax (néu can).
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Mdu 1.6. Gidy moi

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phc
So:....... /GM-PHTN Pk Lak, ngay ....thang.....nam 20....

GIAY MOI

Truong Pai hoc Tay Nguyén (2) tran trong kinh moi: .........ccc.... () PP
B I 1o 1 PSPPSR (- 3 IO
(O 011 T 1 R
TROT QAN oo e e
DA GIEM: oot e s
......................................... (5) e e
Noi nhgn: HIEU TRUONG
T, ; (Chﬁ’ ky’ déu co quan)

Ho va tén

Ghi chu:

1 Trich yéu noi dung gidy moi.

2Tén don vi ban hanh gidy moi.

3Tén co quan, t6 chtc hoac ho va tén, chic vu, don vi cong tac caa nguoi dugc moi.
4Tén (noi dung) cua cudc hop, hoi thao, hoi nghi. ..

5Cac van dé can luu .

6 Chix viét tat ciia don vi soan thao va sé luong ban luu (néu can).

7 Ky hiéu ciia ngudi soan thao van ban va sb luong ban phat hanh (néu can).
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Mdu 1.7. Gidy gidi thiéu

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phtc
Sb:....... /GGT-DHTN Padk Ldk, ngay ....thdng.....ndm 20....

GIAY GIOI THIEU
Trwong Pai hoc Tay Nguyén tran trong giéi thiéu:

ONG (DA) ..o e (1)
Chacwvu: ..o (2) oo
PuoC o déNn: ... (3) e
VEVIEC ... (B) .
Pé nghi Quy co quan tao diéu kién dé 6ng (ba)................. c6 tén & trén hoan
thanh nhiém vu.

Gidy nay co gid tri dén hét ngay........ thang....... nam......... /.

Noi nhén: HIEU TRUONG

- Nhu trén;

- Luu: VT, (Chit ky, ddu co quan)

Ho va tén

Ghi chu:

1Hoc ham hoc vi (néu can), ho va tén day du.

2 Chtrc vu va don vi cOng tac cua nguoi dugc gidi thiéu.
3Tén co quan, to chirc duoc gisi thidu toi 1am viéc.

4 Tém tit noi dung cong viéc.
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Madu 1.8. Mdu bién bdn

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phtc
S6:....... /BB-DPHTN Pak Lak, ngay ....thang.....nam 20....
BIEN BAN
..................... (L)eeeeeeeeennnrannnnns

= ThOT GIAN DAL QAU ... ceeeeeeeeeeeeeeee ettt e e
o 5 1T (<11 OO OUUT N
= ThANh PhAN TAM QU ..ottt enee e e
- Chatr (Chita): .o
- Thu ky (nguoi ghi DIENDAN): oo e,
- Noi dung (theo dién bién cudc hop/hdi nghi/hoi thao): .........veeeeeeeiieeieei .
Cudc hop (hoi nghi, hoi thao) két thic vao .... gio ...., ngay ... thang ... nam ..../.
THU KY CHU TRI (CHU TQA)
(Chiz ky) (Chit ky va ddu co quan)?
Ho va tén Ho va tén
Noi nhan:
- Luu: VT, Hb so.

Ghi chu:
1Tén cuoc hop, hoi nghi, hoi thao.
2 Ghi chirc vu chinh quyén (néu can).
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Mdu 1.9. Gidy nghi phép

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phtc
S6:....... /GNP-DHTN Pk Lak, ngay ....thang.....nam 20....

GIAY NGHI PHEP

Xét Pon dé nghi nghi phép ngay ....thang.... ndm ....cua ong (DA)........covuvvvvvvnnnnrs
Truong Pai hoc Tay Nguyén cap cho:

So ngay nghi phép néu trén duoc tinh vao thoi gian phép nam 20............ 5)........ /
Noi nhgn: _ TL.HIEU TRUONG
-...6... TRUONG PHONG TO CHUC CAN BOQ
Luu: VT, ...7...

(Chiz ky, ddu/chiz ky sé cuia Truong)

Ho va tén
X&c nhdn ciia co quan (t6 chirc) hogc
chinh quyén dia phwong noi nghi phép
(néu can)

(Chi# ky, ddu)

Ho va tén

Ghi chu:

1Ho va tén day du ciia ngudi dugc cap gidy phep

2 Chtrc vu 'va don vi cOng tac cua nguoi dugc cap giay phép.

3 Ghi r s6 ngay duoc nghi phép.

*Noi nghi phép

5 Thai gian nghi phép theo Luat lao dong (nghi hang nim c6 lvong hodc nghi khéng huang
luong hoac nghi viéc riéng ma van huong nguyén luong ...)

5 Nguoi dugc cap gidy nghi phép.

7 Chir viét tat ciia don vi soan thao va sé luong ban Iuu (néu can).
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Mdu 2.1. Phu luc véin ban hanh chinh gidy

Ghi chu:

18§ thir ty cua Phu luc.

2 Tiéu dé caa Phy lyc.

336 va ky hiéu cua van ban
4Thoi gian ban hanh vin ban.
®Noi dung cua phu lyc.
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Mdu 2.2. Phu luc vin bin hanh chinh dign tir

S6: ...4...; ngay/thang/nam; gid: phat: gidy °

Ghi chii: Mau nay ap dung véi van ban dién tir cd phu luc khdng cting tép tin voi noi dung van ban.
186 th ty cua phu luc.

2Tjéu dé cua Phu luc.

3Pdi v6i van ban dién tir, khdng phai dién thong tin tai cac vi tri nay.

436 ky hiéu van ban.

5 Thoi gian ky s6 ciia co quan, t6 chic (ngay, thang, nam; gio, phat, gidy; mai gio Viét Nam
theo tiéu chuan 1SO 8601)

® Noi dung cua phu luc.
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Mdu 3.1. Ban sao sang dinh dang gidy

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC TAY NGUYEN Poc 1ap — Tw do — Hanh phc
S6:....... I e Pak Lak, ngay ....thang.....nam 20....

TEN LOAI VAN BAN

...................................................................................... /.
Noi nhgn: HIEU TRUONG
................ ; (Chﬁ’ ky’ déu co quan)

- Luu: VT ...(5)...(6)...
Ho va tén

TRUONG PAI HOC TAY NGUYEN e, ) IR

Ao 2 3o .,
S0: .5 /... 2 -DHIN Dak Ldk, ngay ... thang ... nam 20...
Noi nhgn: ] TL. HIEU TRUONG
ST TRUONG PHONG HANH CHINH TONG HQP

(Chiz ky, ddu ciia co quan)

Ho va tén

Ghi chu:

LHinh thire sao: “SAO Y hoic “SAO LUC” hoic “TRICH SAO”.
2 36 ban sao.

3Ky hiéu ban sao.
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Madu 3.2. Ban sao sang dinh dang dién tir

...1..;...2... ngay/thAng/ndm; gid: phit: gidy 3
BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Poc lap — Tw do — Hanh phc
S6:....... [on.... SO Padk Lak, ngay ....thang.....nam 20....

TEN LOAI VAN BAN

...................................................................................... /.
Noi nhgn: HIEU TRUONG
CLuw: VT, ... (Chtr ky, dau co quan)

Ho va tén

Ghi cha:

1 Hinh thtrc sao: “SAO Y” hodc “SAO LUC” hoic “TRICH SAO”.
2Tén co quan, to chuc thuc hign sao van ban.

3Thoi gian ky so6 cta co quan, to chirc thyuc hién sao vin ban.



