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QUYETDINH
Ban hanh Quy djnh v~ quy trmh soan thao va ban hanh van ban

cua Truong Dai hoc Mo' Thanh ph6 H8 Chi Minh

HIJ,!:UTRUONG TRUONG D~I HQC MO THANH PHD HD CHi MINH
Can cir Quyet dinh s5 389/TTg ngay 26 thang 7 nam 1993 cua Thu tuong Chinh

phu v~ viec thanh l~p Dai h9CMo ban cong Thanh ph5 HE>Chi Minh;

Can cir Quyet dinh s5 146/2006/QD-TTg ngay 22 thang 6 nam 2006 cua Thu tuong
Chinh phu v~ viec chuyen sang loai hinh tnrong dai h9C cong l~p voi ten goi la Truong
D(;lih9CMa Thanh ph5 HE>Chi Minh;

Can cir Quyet dinh s5 8501QD-TTg ngay 12 thang 6 narn 2015 cua Thu nrong
Chinh phu v~ viec phe duyet D~ an thi diem d6i moi co ch~ hoat dong cua Truong Dai hoc
Mo Thanh ph5 HE>Chi Minh giai dean 2015-2017 va Nghi quy~t s5 1171NQ-CP ngay 09
thang 11 nam 2017 cua Chinh phu v~ Phien h9P Chinh phu thuang ky thang 10 nam 2017
cho Truang ti~p t\lC thi di~m cho tai khi c6 Nghi dinh cua Chinh phu quy dinh cO'ch~ tv
chu cua cO'sa giao d\lc d(;lih9C cong l~p c6 hi~u Ivc thi hanh;

Can cu Nghi dinh s5 110/20041ND-CP ngay 08 thang 4 nam 2004 cua Chinh phu
v~ cong tac van thu; Nghi dinh s5 09/201 OIND-CP ngay 08 thang 02 nam 2010 cua Chinh
phu sua d6i, b6 sung mQt s5 di~u cua Nghi dinh s5 11OIND-CP ngay 08 thang 4 nam 2004
cua Chinh phu v~ cong tac van thu;

Can cu Thong tu s5 0112011/TT -BNV ngay 19 thang 01 nam 2011 cua BQNQi V\l
v~ th~ thuc va ky thu~t trinh bay van bim hanh chinh;

Can cu Thong tu s5 04/2013/TT-BNV ngay 16 thang 4 nam 2013 cua BQ NQi V\l
huang d~n xay dvng quy ch~ cong tac van thu, luu tru cua cac cO'quan, t6 chuc;

Xet d~ nghi t(;liTa trinh s51l0/TTr-HCQT ngay)5 thang G nam 2018 cua Phong
Hanh chinh - Quan trio

QUYET DJNH:
Di~u 1. Ban hanh kem thea Quy~t dinh nay Quy dinh v~ quy trinh SO(;lnthao va ban

hanh van ban cua Truang D(;lih9CM6"Thanh ph5 HE>Chi Minh.

Di~u 2. Quy~t dinh nay c6 hi~u Ivc k~ ttr ngay kY.

Di~u 3. Cae ong (ba) Truang phong Hanh chinh - Quan trio Truang phong Thanh
tra - Phap ch~, liinh d(;locac dan vi va ca nhan lien quan tri~nkha' i hanh Quy~t dinh nay.!.

No"inh~n: lfONG
- Nhu Di~u 3 (dS thl,fChi~n); RUONG
- Dang LIY (dS bao cao);
- HQi d6ng Tmo'ng (dS bao cao);
- Cac Ph6 Hi~u tmc':mg(dS chi d~o);
- LYU: VT, HC-QTr



BQ GIAO DVC vA BAo TAO
TRU'ONG D~I HQC MD'

THANH PHD HO cut MINH

CONG HOA XA HOI CHU NGHiA VI¥T NAM
DQC l~p - Tu do - Hanh phuc

QUYDJNH
v~quy trinh soan thao va ban hanh van ban

ella Tnri:mg D~i hoc MD' Thanh phc3 HB Chi Minh
(Ban hanh kern thea Quyet dinh s6A051IQD-DHM ngay)5 thang Gnarn 2018

cua Hteu truong Truong Dai h9CM6 Thanh pho H6 Chi Minh)

Churrng I

QUY DJNH CHUNG

Di~u 1. Pham vi di~u chinh, dc3i tuC}'ng ap dung

1. Quy dinh nay quy dinh vS trinh tv, thu tuc soan thao va ban hanh van ban
(tnr cac van ban duoc ban hanh thea m~u in s~n cua co quan co tham quyen) cua
1'nrong Dai hoc M6 Thanh pho H6 Chi Minh (sau day goi la Truong) de thuc
hien chirc nang, nhiern vu cua Truong.

2. Quy dinh nay duoc ap dung d5i voi cong chirc, vien chirc, nguoi lao dong,
cac dan vi thuoc Truong trong viec soan thao va ban hanh van ban.

Di~u 2. Nguyen t~e soan thao va ban hanh van ban ella Truong

Viec soan thao, ban hanh van ban cua Truang tuan thu cac nguyen t~c sau:

1. Dam bao phil hgp voi cac van ban quy ph~m phap lu~t va th5ng nh~t voi
cac van ban khac cua Truong.

2. Bao dam dung th~m quySn, the thuc, k5' thu~t, trinh tv, thu t\lC so~n thao
\'3 ban hanh van ban.

3. Bao dam tinh cong khai, minh b~ch trong qua trinh so~n thao va ban hanh
van ban. Truong hQ'p cac van ban co nQi dung thuQc bi m~t nha nuoc thi dugc
thvc hi~n then cac quy dlnh cua phap lu~t vS bao v~ bi m~t nha nuoc.

4. Dam bao cac van ban phai dugc th~m dinh truoc khi ban hanh; sau khi
ban hanh phai thuong xuyen then dai, kiem tra vi~c thvc hi~n nh5m dimh gia thvc
ti~n thi hanh, nang cao hi~u qua cong tac so~n thao va ban hanh van ban.

5. Truong cac dan vi ho?c ca nhan dugc giao chu tri so~n thao van ban phai
ki6m tra va chiu trach nhi~m vS nQi dung van ban truac Hi~u truang va truac
phap lu~t thea quy dinh t~i Di6m 1 Khoan 5 DiSu 1 Nghi dinh s5 09/201 OIND­
C'P ngay 08 thang 02 nam 2010 cua Chinh phu su'a d6i, b6 sung mQt s5 diSu cua



Ngh] dinh s6 11OfNB-CP ngay 08 thang 4 narn 2004 cua Chinh phu v~ cong tac
van thu.

6. Truong phong Hanh chinh - Quan tri phai kiSm tra va chiu trach nhiern v~
thS thirc, ky thuat trinh bay va thu t\1Cban hanh van ban truoc Hieu tnrong va
truoc phap luat thea quy dinh tai DiSm 2 Khoan 5 Di~u 1 Nghi dinh so
09/20 1O/ND-CP.

f)i~u 3. Ngon ngfr, th~ tlurc va ky thu~t trinh bay van ban

Ngon ngir, thS thirc va ky thuat trinh bay van ban duoc thuc hien thea cac
quy dinh cua Truong, Thong nr s6 01l20111TT-BNV ngay 19 thang 01 nam 2011
cua B<)Noi V\1v~ thS thirc va ky thuat trinh bay van ban hanh chinh va cac van
ban khac co lien quan.

Churrng II

QUYT~NHSO~NTHAovABANHANHVANBAN

f)i~u 4. Trinh tl! soan thao va ban hanh van ban

Van ban cua Truong duoc soan thao va ban hanh theo trinh tv (dinh kern Ph\1 h,lC):

1. Xay dVng dV thao;

2. L~y Y kiSn gop y dV thao;

3. T6ng hqp y kiSn gop y, giai trinh va chinh ly dV thao;

4. Th~m dinh dV thao;

5. KiSm tra va trinh ky dV thao;

6. Phat hanh van ban da: kyo

f)i~u 5. Xay dl}'ng dl! thao

Dan vi, ea nhan duQ'c giao ehu tri so~n thao co traeh nhi~m tiSn hanh thu
th~p, nghien cllU cae tai li~u co lien quan sau do tiSn hanh so~n thao dV thao.

f)i~u 6. L§y Y ki~n gop y dl}'thao

1. Van ban phai l~y y kiSn til cae dan vi, ca nhan lien quan

a) Quy chS, quy dinh do Ban Giam hi~u ban hanh se l~y y kiSn gop y khi
duQ'c Hi~u truong yeu c~u.

b) Van ban khae thea yeu c~u eua Hi~u truong.

2. Sau khi hoan thanh dV thao, dan vi, ca nhan duQ'c giao chu tri so~n thao
co trach nhi~m l~y y kiSn gop y til eac dan vi, ca nhan lien quan.
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3. Trong thai han 05 (nam) ngay lam viec sau khi nhan duoc d@nghi lay y
kiSn gop y tir dan vi, ca nhan duoc giao chu tri soan thao, cac dan vi, ca nhan lien
quan phai co y kiSn gop y bang van ban hoac gop y tnrc tiep cho dan vi, ca nhan
duoc giao chu tri soan thao. Truong hop dan vi, ca nhan duoc giao chu tri soan
thao ~n dinh thai gian gop y thi thuc hien thea thai gian ~n dinh do.

4. Dan vi, ca nhan duoc giao chu tri sO(;lnthao lap h6 sa l~y y kiSn d~ t6
chirc lay y kiSn gop y til cac dan vi, ca nhan lien quan. H6 sa l~y y kien gem co:

a) Van ban d~ nghi lay y kien;

b) Du thao van ban c~n l~y y kien;

c) Danh muc cac van ban, tai lieu co lien quan d~ lam can cir cho viec soan
thao du thao;

d) Cac tai li~u lien quan khac (nSu co);

5. Hinh thuc l~y y kiSn gop y
a) L~y y kiSn b~ng van ban.

b) L~y Y kiSn b~ng hinh thuc gop y trvc tiSp.

c) Cac hinh thuc khac, tuy thea mlrc dQ va nQi dung cua van ban c~n sO(;ln
thao rna don vi, ca nhan dugc giao chu tri sO(;lnthao Iva chQn hinh thtrc l~y y kiSn
phil hgp, sau l<hiduQ'cHi~u truang ch~p thu?n.

Di~u 7. TAng h<lP Y ki~n gop y, giai trinh va chinh Iy dl! thao

1. Sau khi nh?n dugc y kiSn gop y til cac dan vi, ca nhan co lien quan, dan
vi, ca nhan duQ'cgiao chu tri sO(;lnthao co trach nhi~m nghien cuu, t6ng hgp, giai
trinh, tiSp thu y kiSn, chinh ly dV thao trong thai h(;ln02 (hai) ngay lam vi~c. Vi~c
t6ng hqp, giai trinh, tiSp thu y kiSn gop y va chinh ly phai duQ'cthvc hi~n d~y du,
chi tiSt dam bao phu hqp v6i cac quy dinh phap 1U?t.

2. Sau khi tiSp thu y kiSn gop y, giai trinh va chinh Iy dV thao, nSu xet th~y
c~n thiSt, dan vi, ca nhan dugc giao chu tri sO(;lnthao bao cao Hi~u truang quySt
dinh tiSp tl,lcI~y y kiSn cua cae don vi, ca nhein lien quan.

Di~u 8. Thiim dinh dl,r thao

1. Van ban phai dugc th~m dinh

a) Quy chS, quy dinh do Ban Giam hi~u ban hanh se duQ'c th~m dinh khi
Hi~u truang yeu e~u.
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b) van ban do Ban Giam hieu ky ban hanh, giri cac dan vi, ca nhan ngoai
Truong (tnr cac van ban ban hanh thea m§u do co quan, t'6 chirc co tham quyen
quy dinh rieng).

c) Van ban khac thea yeu c~u cua Hieu tnrong,

2. Sau khi chinh ly du thao thea noi dung gop y tir cac dan vi, ca nhan lien
quan, don vi, ca nhan duoc giao chu tri soan thao giri du thao da: duoc chinh ly va
cac tai lieu lien quan d~n Phong Thanh tra - Phap ch~ dS ti~n hanh th~m dinh v~
rQi dung. Dong thai, dan vi, ca nhan ducc giao chu tri soan thao gu! d~n Phong
Hanh chinh - Quan tri dS kiSm tra v~ the thirc, ky thuat trinh bay, thu tuc ban
hanh van ban. Viec kiSm tra du thao thuc hien thea Di~u 9 cua Quy dinh nay.

1-16 so th~m dinh bao gom:

- Van ban d~ nghi th~m dinh, gop y dv thao da: dugc chinh Iy;
- Ta trinh v~ vi~c ban hanh dv thao da: dugc chinh ly;

- DlJ thao da: dugc chinh ly;

- Bang t6ng hgp y ki~n gop y tu cac dan vi, ca nhan co lien quan g6m: Ph~n
gop y cua cac dan vi, ca nhan lien quan; ph~n ti~p thu cua cac dan vi, ca nhan
dugc giao chu tri so~n thao; van ban giai trinh v~ vi~c kh6ng ti~p thu n9i dung
gop y cua dan vi, ca nhan dugc giao chu tri so~n thao.

- Danh m\lc cac van ban cua Truang va cac van ban quy ph~m phap lu?t lam
co so dS so~n thao dv thao;

- Cac tai li~u khac co lien quan (n~u co).

3. Phong Thanh tra - Phap ch~ t6 chuc th~m dinh dlJ thiw sau khi nh?n d~y
du h6 so thea quy dinh t~i Khoan 2 Di~u nay.

4. N9i dung th~m dinh

Phong Thanh tra - Phap ch~ co trach nhi~m th~m dinh dlJ thao thea n9i dung sau:

a) Sv c~n thi~t cua vi~c ban hanh dV thao do.

b) Sv phil hgp v~ n9i dung dV thao vai duang 16i, chu truang cua Dang,
phap lu?t cua Nha nuac, quy dinh, quy ch~ cua Truang.

c) Dam bao n9i dung cua dV thao dung quy dinh cua phap lu?t hi~n hanh.

5. Thai gian th~m dinh dlJ thao t6i da kh6ng qua 05 (nam) ngay lam vi~c kS
til ngay Phong Thanh tra - Phap ch~ nh?n du h6 so thea quy dinh t~i Khoan 2

Di~u nay. Truang hgp dlJ thao co n9i dung phuc t~p, lien quan d~n nhi~u IInh VlJC
khac nhau, Phong Thanh tra - Phap ch~ d~ xu~t Hi~u truong keo dai thai gian
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t:1~m dinh nhung khong qua 10 (muoi) ngay lam viec d~ t6 chirc h9P th~m dinh
du thao. Thanh phan du h9P gorn: Dai dien Phong Thanh tra - Phap che, dai dien
don vi, ca nhan duoc giao chu tri soan thao, dai dien mot s6 don vi, ca nhan lien
quan d~ phuc VI) cho viec th~m dinh du thao.

6. Sau khi ti~n hanh th~m dinh du thao, Phong Thanh tra - Phap ch~ co van
ban tra loi th~m dinh du thao, gui dan vi, ca nhan ducc giao chu tri soan thao.

7. Sau khi nhan duoc van ban tham dinh, don vi, ca nhan duoc giao chu tri
soan thao nghien cuu, tiep thu, chinh ly du thao (neu co) thea n(>idung th~m dinh
cua Phong Thanh tra - Phap ch~ trong thai han 02 (hai) ngay lam viec.

Truong dan vi, ca nhan duoc giao chu tri soan thao van ban thea guy dinh
t~i Khoan 1 DiSu 9 Quy ch~ mfru ban hanh kern thea Thong tu s6 04/20 13/TT­
BNV phai ki~m tra va chiu trach nhi~m vS d(>chinh xac cua n(>idung van ban dv
tha~, ky nhay/t~t van cu6i n(>i dung van ban (sau dau ./.); dS xuat mll'C d(>kh~n;
d6i chi~u quy dinh cua phap lu?t vS bao v~ bi m?t nha nu6c xac dinh vi~c dong
dau m?t, d6i tugng nh?n van ban, trinh nguai ky van ban quy~t dinh.

Truang h9'P dan vi, ca nhan du9'c giao chu tri so?n thao vfrn bao luu n(>i
dung dV thao rna khong chinh ly thea n(>i dung thc1m dinh cua Phong Thanh tra -
Phap ch~ thi dan vi, ca nhan du9'c giao chu tri so?n thao va Phong Thanh tra -
Phap ch~ phai cung trao d6i, th6ng nhat n(>i dung van ban thea guy dinh phap
lu?t. N~u cac ben vfrn khong th6ng nhat du9'c n(>i dung van ban thi phai bao cao
va giai trinh b~ng van ban vS vi~c khong th6ng nhat n(>idung cua dV thao d~ Hi~u
truong xem xet, guy~t dinh.

8. Dv thao do Phong Thanh tra - Phap ch~ chu tri so?n thao co th~ t6 chuc
lay '1 ki~n nhung khong thvc hi~n quy trinh th~m dinh thea guy dinh t?i DiSu nay.

Di~u 9. Ki~m tra va trinh ky dl! thao

1. Ki~m tra dv thao

Phong Hanh chinh - Quan tri co trach nhi~m ki~m tra vS th~ thuc, ky thu?t
trinh bay va thu t\lC ban hanh van ban trong thai h?n 02 (hai) ngay lam vi~c k~ tu'
ngay nh?n dS nghi ki~m tra cua dan vi, ca nhan du9'c giao chu tri so?n thao.
Truang hgp khong dam bao vS th~ thuc, ky thu?t trinh bay va thu t\lc ban hanh
van ban thea guy dinh cua phap lu?t, Phong Hanh chinh - Quan trj chuy~n vS l?i
dan vi, ca nhan du9'c giao chu tri so?n thao ti~p t\lC chinh 1'1 trong thai h?n 01
(m(>t) ngay lam vi~c. Truang h9'P Phong Hanh chinh - Quan tri va dan vi, ca nhan
du9'c giao chu tri so?n thao khong th6ng nhat vS th~ thuc, ky thu?t trinh bay va
thu tl,lCban hanh van ban, Phong Hanh chinh - Quan tri bao cao Hi~u truong xem
xet, quy~t dinh.
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2. Trinh ky du thao

a) Sau khi dan vi, ca nhan chu tri soan thao chinh ly dir thao thea van ban
tham dinh cua Phong Thanh tra - Phap chS va da duoc Phong Hanh chinh - Quan
tri ki~rn tra v~ th~ thirc, ky thuat trinh bay, thu tuc ban hanh van ban thea guy
dinh cua phap luat, dan vi, ca nhan duoc giao chu tri soan thao giri du thao trinh
Hieu truong hoac nguoi duoc Hieu tnrong uy quyen ky ban hanh. Khi trinh Hieu
tnrong ky ban hanh phai kern thea dfty du h6 sa tai Di~rn b Khoan 2 Di~u nay va
phai dfty du chir ky nhay/tat theo quy dinh tai Khoan 7 Di~u 8.

Truong Phong Hanh chinh - Quan tri giup Hi~u tnrong hoac ngiroi duoc
Hieu tnrong uy qUYSn kiem tra lftn cu6i va chiu trach nhi~rn v~ th~ thilc, ky thu~t
trinh bay, thu t\lc ban hanh van ban cua TruOng thea guy dinh t~i Khoan 2 DiSu 9
Quy chS rn~u ban hanh kern thea Thong tu s6 04/2013/TT-BNV va phai ky
nhay/t~t van vi tri cu6i cung 0 "Nai nh~n".

b) H6 sa trinh ky g6rn:

- To trinh v~ vi~c ban hanh van ban;

- Du thao van ban ban hanh;

- 0\1 thao QuySt dinh ban hanh van ban (nSu co);

- Bang t6ng hqp y kiSn gop y, giai trinh d6i vai dv thao cftn ban hanh;

- Van ban th~rn dinh cua Phong Thanh tra - Phap chS;

- Cac tai li~u lien quan khac (nSu co).

Di~u 10. Phat hanh van ban da ky
Ngay sau khi Hi~u trucmg kY ban hanh van ban, Thu ky Hi~u truong ho~c

nguoi duqc Hi~u truong phan cong chuy~n ban g6c van ban da ky dSn bQ ph~n
Van thu cua Phong Hanh chinh - Quan tri d~ I§y s6, nhan ban, dong d§u, ghi
nh~n s6 luqng nhan ban, phat hanh dSn cac dan vi, ca nhan lien quan va lUll tru'
thea quy dinh cua phap lu~t v~ van thu va luu tru.

ChU'o'ng III

DIEU KHoAN THI HANH

Di~u 11. Trach nhi~m thi hanh

1. Truong phong Hanh chinh - Quan tri, Truong phong Thanh tra - Phap chS
co trach nhi~rn giup Hi~u tru'ong ki~rn tra, giarn sat thi hanh Quy dinh nay.

2. Cac dan vi, ca nhan thuQc Truong co trach nhi~rn t6 chilc tri~n khai th\1c

hi~n Quy dinh nay.
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l. ,

Trong qua trinh trien khai thuc hien, neu c6 vuong mac, kh6 khan, Truong
phong Hanh chinh - quan tri chu tri, phci hop Truong phong Thanh tra - Phap che
t,~nghop y kiSn trinh Hieu tnrong xem xet sua d6i, b6 sung cho phil hop,

f)i~u 12. Khen thurmg va xu Iy vi pharn

Cac don vi, ca nhan c6 thanh tich trong cong tac soan thao va ban hanh van
ban cua Truong duoc xem xet khen thuong thea quy dinh v~ thi dua khen thuong.
NSu c6 hanh vi vi pham, tuy thea tinh chat, rmrc d9 se bi xu ly thea quy dinh cua
phap lu?t.l.p

~~EU TRU'ONG
TRUONG
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. Dun vi, ca nhan duoc giao '\
,--7 chu tri xay dung du thao .

/

1 ti~p thu, t6ng hop Y kien, 1
I (6) giai trinh va chinh Iy dir thao (3)

r-----------------------~ r----'----'--u----~~.m_~ ~
Phong Hanh chinh - Quan tri

kiem tra th~ thirc,
I ky thuat trinh bay
t va thu tuc ban hanh van ban~,--......".,..~"-.""-=-----...._--

'-----..
Dun vi, ca nhan
duoc giao chu tri
xay dung dir thao

I 1)

L&y Y kien gop y tir cac don vi,
ca nhan co lien quan d6i voi du thao

Phong Thanh tra - Phap ch~
tharn dinh noi dung du thao

sau khi co y ki~n gop y ttl' cac dun vi,
ca nhan lien quan

Trinh ky

Hieu tnrong
ky ban hanh van ban chinh thirc

Chu thich:
- (I) Thirc hien thea quy dinh tai f)i~u 6 cua Quy dinh;
- (2): Tlurc hi~n thea quy dinh tai f)i~u 7 cua Quy dinh;
- (3), (4) Thirc hien thea quy dinh tl;lif)i~u 8 eua Quy dinh;
- (5), (6) Th\fe hien thea quy dinh tl;lif)i~u 9 eua Quy dinh;
- (7), (8) Th~ ~ hi~n thea quy dinh tl;lif)ieu 9 eua Quy dinh;
- (9) Thl,l'chi~n tl1"o quy dinh tl;lif)i~u 10 eua Quy dinh

(9)

Phat hanh
va hru trfr van ban

da duQ'c ky


