SO GIAO DUC VA PAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH DPjc lap - Tw do - Hanh phuc
TRUONG THPT
TAN PHUOC KHANH

S6:654/QD-THPTTPK Thanh phé Ho Chi Minh, ngdy 13 thang 10 nam 2026

QUYET PINH
Ban hanh Quy ché ban hanh van ban ngi b0
cia Truong THPT Tan Phuwéc Khanh

HIEU TRUONG TRUONG THPT TAN PHUOC KHANH

Can cir Lugt Giao duc s6 43/2019/QH14 ngay 14 thang 6 nam 2019, dwoc
suta doi, bo sung boi Ludt so 123/2025/QH15;

Can cir Ludt Nha gido sé 73/2025/QH15 ngay 16 thang 6 nam 2025;

Can cir Ludt Thuee hién dan chii 6 co so 56 10/2022/QH1S ngay 10 thing 11
nam 2022,

Can cir Ludt Giao dich dién tir s6 20/2023/QH15 ngay 22 thang 6 nam 2023;

Can civ Ludt Luu trit s6 33/2024/QH15 ngay 21 thang 6 nam 2024;

Can cir Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 ciia Chinh
phu vé cong tac van thu,

Can cit Nghi dinh s6 55/201 I/ND-CP ngay 04 thang 7 nam 2011 cua Chinh
phit quy dinh chirc nang, nhiem vu, quyén han va 16 chirc bé mdy cia t6 chirc phdp
ché, dwoc sira doi, b6 sung béi Nghi dinh s6 56/2024/ND-CP ngay 18 thang 5 ndm
2024 cua Chinh phu;

Can cit Thong tw so 15/2026/TT-BGDPT ngdy 24 thang 3 nam 2026 cua Bo
trwéng B Gido duc va Dao tao ban hanh Diéu 1¢ truong tiéu hoc, truong trung hoc
co' s, truong trung hoc phé théng va treong phé théng cé nhiéu cap hoc;

Can cir Théng tw s6 09/2024/TT- BGDDT ngay 03 thang 6 nam 2024 cua B
truong Bo Gido duc va Dao tao quy dinh vé cong khai trong hoat déng ciia cdc co
s6 gido duc thudc hé théng gido duc quéc dan;

Can cir Cong vin s6 9800/SGDDT-KTPC ngay 18 thang 9 nam 2026 cua S
Gido duc va Dao tao Thanh pho Ho Chi Minh ve viéc hudng dan nhi¢m vu nam hoc
2026 - 2027 vé cong tac phap ché;
Theo dé nghi ciia T truéng Vin phong, To Phdp ché ciia nha truong,
QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché ban hanh vin ban ndi bo
cua Truong THPT Tan Phude Khanh.
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Piéu 2. Quyét dinh nay co hiéu luc ké tir ngay ky. Nhimg quy dinh trudc day
ctia nha trudng trai vi Quy ché ban hanh kém theo Quyét dinh nay déu bai bo.

Piéu 3. Cac Pho Hiéu trudong, T6 truong to chuyén mon, To trudng TO Vin
phong, nguoi lam cong tac phap ché va toan thé can bg quan ly, gido vién, nhan vién,
nguoi lao dong cua Truong THPT Tan Phudc Khanh chiu trach nhiém thi hanh
Quyét dinh nay./.

Noi nhén: HIEU TRUONG
- Nhu Diéu 3; 7 2200 THasN

- S& GD&BT (Phong KT-PC) (dé béo céo); i N

- Chi bg (d¢€ 1anh dao); ]

- DPoan truong, Ban TTND (dé€ p/h);
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- Website trudong
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SO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Doc 1ap - Tu do - Hanh phiic
TRUONG THPT
TAN PHUOC KHANH
QUY CHE

Ban hanh van ban ndi by cua Treong THPT Téan Phudc Khanh
(Ban hanh kém theo Quyét dinh so 654/0D-THPTTPK ngay /3 thang 10 nam 2026
cua Hiéu truong Truong THPT Tdn Phuwoc Khanh)

Chuong I
QUY PINH CHUNG
Pi¢u 1. Pham vi diéu chinh

1. Quy ché nay quy dinh vé hé thong, hinh thtrc, thAm quyén ban hanh va tham
quyén ky; thé thiee, ki thuat trinh bay; trinh tu, thu tuc dé xuét, soan thao, 13y ¥ y kién,
tham dinh phap ly, thong qua, ky ban hanh, phat hanh, cong b, cong khai; t6 chuc
thuc hién, kiém tra, ra soat, stra d6i, bo sung, thay thé, bai bo, hé théng hoa, sé hoa
va luu trir van ban ndi bo cua Truong THPT Tan Phude Khanh (sau day goi 1a nha
trudng); trach nhiém cta cac cd nhan, bd phan c6 lién quan va trach nhi€m giai trinh.

2. Quy ché nay khong diéu chinh:

a) Vin ban ciia Chi bo, Cong doan co s&, Poan Thanh nién Cong san Ho Chi
Minh va céc t6 chitc doan thé khac trong nha truong; cac van ban nay dugc ban hanh
theo Diéu 1€ va hudng dan cua té chire do;

b) Van ban, tai liéu c6 ndi dung bi mat nha nudc; viéc soan thdo, ban hanh,
quan 1y thuc hién theo quy dinh cia phap luat vé bao v¢ bi mat nha nudc;

c) HO 50, s6 sach quan 1y hoat dong giao duc, hoc ba, van bang, chimg chi duoc
1ap theo miu do co quan c6 thim quyén ban hanh;

d) Hop dong, chimg tir ké toan va cac gidy to giao dich dan sy, kinh té thuc
hién theo quy dinh cta phap lut chuyén nganh, trir cac quy dinh vé tham quyén ky,
dang ky, quan 1y va luu trir tai Quy ché nay.

Piéu 2. Péi twong ap dung

Quy ché nay ap dung dbi voi Ban Giam hiéu, cac hoi dong va ban do Hiéu
tru’o*ng thanh l4p; cac to chuyén mon, T6 Vin phong; can bd quan 1y, gido vién, nhan
vién va nguoi lao dong (sau day goi chung la CB, GV, NV) cta nha truong va cac
to churc, ca nhan c6 lién quan.

Piéu 3. Giai thich tir ngir

Trong Quy ché ndy, cac tir ngit dudi day dugc hiéu nhu sau:

1. Van ban ngi b 1a van ban hanh chinh do Higf:u trudng hoac vngu:(‘ri duoc Hicu
trudng giao ky ban hanh nhan danh nha truong, nham quy dinh, t6 chuc thyuc hién,
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diéu hanh, huéng dan, thong tin vé cac hoat dong thudc pham vi quan ly ctia nha
truong. Van ban ndi by khong phai l1a van ban quy pham phap luat.

2. Vin ban quy dinh ndi bd 12 vin ban ndi bd chtra quy tic xir su chung, duoc
ap dung nhi€u lan do1 véi nhiéu doi tuong trong nha truong, gom quy ché, quy dinh,
ndi quy, by quy tac va dugc ban hanh kém theo quyét dinh cta Hi¢u trudng.

3. Viin ban c4 biét 1a quyét dinh cua Hiéu trudong ap dung mot 1an doi véi mot
hoac mot s6 doi tuwong cu thé nhu thanh 13p, kién toan, phan cong, bé nhiém, khen
thuong, ky luat, ctr di cong tac, boi dudng.

4. Van ban hanh chinh thﬁng thwong 1a van ban dung dé trién khai, diéu
hanh, trao d6i, bao céo cong viéc nhu ke hoach, thong bao, huéng dan, cong vin,
bao céo, to trinh, bién ban, gidy moi, gidy gidi thiéu, gidy nghi phép.

5. B§ phan chii tri soan thio 14 t6 chuyén mon, T6 Van phong, hoi dong, ban,
t6 soan thao hoac cd nhan dugc Hicu trudng giao chu tri xay dung dy thdo van ban.

6. Ngwoi lam cong tac phap ché la CB, GV, NV dugc Hi€u truéng phén cong
phu tradch hoac kiém nhi¢m cong tac phap ché cua nha truong.

7. Tham dinh phap 1y 13 viéc xem xét, danh gia dy thao van ban vé su can
thiét, thAm quyén, can ctr phdp 1y, tinh hop phép, tinh thong nhat, tinh kha thi, viéc
tuan tha trinh tu, thu tuc va thé thirc, k¥ thuat trinh bay trudc khi trinh ky ban hanh.

8. Trach nhiém giai trinh 13 viéc c4 nhan, bo phan cung cap, gii thich, 1am
rd thong tin vé viée thue hién nhiém vu duge giao trong qua trinh xay dyng, ban
hanh, t6 chirc thuc hién van ban ndi bd va trach nhiém ctia minh trong viéc thuc hi¢n
nhiém vu do.

9.,Vz'1n ban dién ti 1;‘1 van ban dudi dang th(:)ng di€p dir liéu duoc tao 1ap hoac
dugc s6 hoa tir van ban giay va trinh bay dung thé thuc, k¥ thuét theo quy dinh.

10. Hé thong quan 1y vin ban la phan mém quan 1y van ban va diéu hanh, hé
thong thu dién tir cong vu va cac nén tang sd chinh thtrc khac ma nha trudng st dung
dé tao 1ap, xu 1y, ky s0, phat hanh, luu trit va tra clru van ban.

Picu 4. Nguyén tic xy dung, ban hanh viin ban ndi bd

1. Pung tham quyén, hinh thtc, trinh ty, thu tyc quy dinh tai Quy ché nay va
phap luat vé cong tac van thu.

2. Bao dam tinh hop hién, hop phap; thong nhat vOi van ban quy pham phap
luat, van ban chi dao, hudng dn cta co quan quan 1y cép trén va Diéu 18 trudng;
khong dat thém thu tuc, diéu kién, nghia vy, khoan thu hoac ché tai trai quy dinh cua
phap luat.

3. Bdo dam dan chu, cong khai, minh bach; bao dam quyén duoc biét, duoc
ban, dugc tham gia y kién, duoc quyét dinh, dugc kiém tra, giam sat cua CB, GV,
NV va ngudi hoe theo quy dinh cia phap luat vé thue hién dan chu & co s6.

4. No61 dung 10 rang, cu thé, kha thi; mot van dé chi duoc quy dinh trong mot
van ban; khong trung lip, chong chéo, mau thun véi cac van ban nodi bd khac dang
con hiéu luc.
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5. B¢ cao trach nhi€m cua nguoi ding dau, nguoi chu tri soan thao, ngudi tham
dinh va ngudi ky van ban; bdo dam rd nguoi, 10 viée, 10 trach nhi¢m, 1o thoi han, ro
két qua.

6. Bao v¢€ quyén, loi ich hop phédp cua nha gido, ngudi lao dong va nguoi hoc;
bao v¢ dir liu ¢4 nhan, bdo dam an toan thong tin.

7. iy manh tmg dung céng nghé thong tin, chuyén ddi sb; wu tién tao 1ap, ky
s0, phat hanh, luu trit va cong khai van ban dién tir.

Dicu 5. H¢ thong van ban noi b
Van ban ndi b cua nha truong géom ba nhém sau day:

1. Nhém 1 — Vin ban quy dinh ndi bd (ban hanh kém theo quyét dinh cia
Hiéu truong), gdm: Quy ché to chirc va hoat dong (quy ché 1am viéc); Quy ché thuc
hién dan cha; Quy ché chi tiéu ndi bo; Quy ché quan 1y, st dung tai san cong; Quy
ché thi dua, khen thuong; Quy ché kiém tra ndi bd; Quy ché cong khai; Quy ché
cong tac van thu, luu tritr; Quy ché ban hanh vin ban ndi bd; Quy ché bao dam an
toan thong tin, bao vé dir lidu c4 nhan; cac quy dinh vé chuyén mén, danh gia, xép
loai; B quy tic ung xir; Noi ‘quy nha truong, ndi quy hoc sinh, néi quy thu vién,
phong hoc bo mon, phong y té va cac vin ban co tinh chit quy dinh chung khac.

2. Nhém 2 — Viin ban c4 biét: cac quyét dinh thanh 1ap, kién toan hoi dong,
ban, t; phan cong nhiém vuy; b6 nhiém to trudng, to pho; khen thuong, ky luat; ctr
di cong tac, hoc tap, boi dudng; phé duyét ké hoach, du toan va cac quyét dinh cé
biét khac.

3. Nhém 3 — Vin ban hanh chinh thong thwong: ké hoach, chuong trinh,
phuong an, hudng dan, thong bao, cOng van, bao cao, to trinh, bién ban, giay moi,
gidy gidi thiéu, gidy nghi phép, phiéu giri, phiéu chuyén va cac vian ban hanh chinh
khac theo quy dinh.

4. Nha truong chi su dung cac loai van ban hanh chinh theo quy dinh cua Nghi
dinh s6 30/2020/ND- CP ngay 05 thang 3 nam 2020 cua Chinh phu vé cong tac vin
thu:. Tén loai va chit viét tit tén loai van ban thuc hién theo Phu luc I kém theo Quy
ché nay.

Pi¢u 6. Thaim quyén ban hanh va thim quyén ky vin bén

1. Hi¢u truong c6 tham quyén ban hanh tat ca cac van ban ndi bo ctia nha truong
va truc ti€p ky cac van ban sau:

a) Quyét dinh ban hanh van ban quy dinh noi bo (Nhém 1);

b) Quyét dinh vé to chirc bd may, nhan su, tai chinh, tai san, thi dua, khen
thudng, ky luat;

¢) Vin ban giri Uy ban nhan dan Thanh phd, S¢ Gido duc va Pao tao, Uy ban
nhan dan phuong, xa va cac co quan cap trén, trir truong hop giao Pho Hi¢u trudng
ky thay theo linh vuc;

d) K¢ hoach ndm hoc, bao céo so két, tong két nam hoc cua nha truong;
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d) Cac van ban khac ma Hiéu trudng xét thay can truc tiép ky.

2. Pho Hiéu truong ky thay Hiéu truong (KT. HIEU TRUONG — PHO HIEU
TRUGNG) cac van ban thudc linh vue dugc phan cong theo Quyét dinh phan cong
nhiém vu Ban Gidm hiéu, trtr cac van ban quy dinh tai khoan 1 biéu nay, néu khong
dugc Hiéu trudng giao cu thé. Pho Hiéu trudng chiu trach nhiém trudc Hi¢u trudng
va trude phép ludt vé van ban do minh ky thay.

3. Khi Hiéu trudng vang mit va c6 van ban uy quyén diéu hanh, Pho Hiéu
truong duoc Gy quyén ky cic van ban trong pham vi, thoi han ty quyén va bao céo
lai Hiéu trudng ngay khi Hiéu truéng tro lai 1am viéc. Nguoi dugc ty quyén khong
duogc uy quyén lai.

4. T6 truéng To Van phong dugc ky thira 1énh (TL. HIEU TRUGNG) mét s6
van ban hanh chinh théng thuong nhu gidy gioi thi€u, phiéu gui, phi€u chuyén, ban
sao van ban khi dugc Hi¢u trudng giao bang van ban.

5. To truong t6 chuyén mén, T6 truong T6 Vin phong ky cac van ban diéu
hanh ndi bo cua to nhu ké hoach t0, bién ban sinh hoat t6, bao cao cua t6. Cac van
ban nay khong mang sb, ky hiéu vin ban cia nha truong, khong duoc trai véi van
ban cta nha truong; ké hoach cta to phai duoc Hiéu truong hoic Pho Hiéu trudong
phu trach phé duy¢t trude khi thye hién.

6. Nghi quyét, két luan cua Hoi dong SP, Hoi nghi vién chire va nguoi lao dong
dugc thue hién theo quy dinh riéng; nhimg ndi dung can to chirc thyc hién dugc
Hiéu truong cu thé hoa bang vin ban ndi bo theo Quy ché nay.

7. Nguoi ky van ban phai chiu trach nhiém vé noi dung, tham quyén cta van
ban minh ky; khong ky van ban chua hoan thanh cac budc kiém soat theo Quy ché
nay, trr trrong hop khan cap quy dinh tai Pi€u 23 Quy ché nay.

Piéu 7. Thé thirc va k¥ thuét trinh bay vin ban

1. Thé thirc, kj/ thpét trinh lgéy van ban nod1 bo thuc hién theo Phu luc I, Phu lug
Il (bang chir viét tat) va mau trinh bay ban hanh kém theo Nghi dinh s6
30/2020/ND-CP.

2. Tén co quan, to chirc ban hanh van ban gom hai dong: dong trén ghi “SO
GIAO DUC VA PAO TAO TP. HO CHI MINH” hoic viét tat “SO GD&PT TP.
HO CHI MINH”, chit in hoa, dimg; dong duéi ghi “TRUONG THPT TAN PHUOC
KHANH?”, chir in hoa, ding, dam, phia dudi c6 duong ké ngang.

3. Chit viét tat tén nha truong trong ky hiéu van ban 1a THPTTPK. Ky hiéu
van ban thuc hién nhu sau:

a) Van ban c6 t@n loai: Sé: .../[chit Vié:[ tat tén loai]-THPTTPK. Vi du: So:
15/Qb-THPTTPK; So6: 20/KH-THPTTPK; So: 08/TB-THPTTPK;

b) Cong van: So: .../THPTTPK-[chir viét tat bd phan soan thao]. Vi du: So:
35/THPTTPK-VP;

’ c) Chir viét tit tén bod phan soan thao thuc hi¢n theo Phu luc I kém theo Quy
ché nay.
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4. S6 van ban dugc dang ky tai Vian thu theo hé thong s6 chung ctia nha truong,
ghi bang chir s A Rap, bat dau tir s6 01 vao ngay 01 thang 01 va két thuc vao ngay
31 thang 12 hang nam. Quy ché, quy dinh, ndi quy dugc ban hanh kém theo quyét
dinh thi khong c6 sd, ky hiéu riéng.

5. Vin ban duoc trinh bay trén kho gidy A4, phong chit Times New Roman, bo
ma Unicode theo TCVN 6909:2001, mau den; ¢& chir phan ndi dung tir 13 dén 14;
1 trén, 1& dudi tir 20 dén 25 mm, 18 trai tir 30 dén 35 mm, 1& phai tir 15 dén 20 mm;
s6 trang ghi O giita, phia trén dau trang, khong hién thi sb trang thir nhat.

6. Van ban quy dinh ndi bd dugc bd cuc theo chuong, muyc, diéu, khoan, diém;
phia duéi tén van ban ghi dong “(Ban hanh kém theo Quyét dinh sb .../QD-
THPTTPK ngay ... thang ... nam ... cua Hi¢u truéng Truong THPT Tan Phudc
Khanh)”.

7. Phan “Noi nhan” ghi 0 co quan, bg phan, ca nhan nhan van ban va muc dich
gtri; dong cudi ghi “Luu: VT, [chit viét tit b phan soan thao], [chit viét tit tén ngudi
soan thao], [s6 luong ban luu]”.

8.’ Vian ban dién ti duoc ky s6 theo thé thire va vi tri quy dinh tai Phu luc I Nghi
dinh s6 30/2020/ND-CP.

Diéu 8. Yéu cau vé ngi dung va ngon ngir vin ban

1. Can ctr ban hanh phai 1a van ban quy pham phap luat, van ban chi dao, hudng
dan cia cap trén dang con hi¢u luc, c6 lién quan tryc tiép; khi vién dan lan dau phai
ghi day du tén loai, s0, ky hiéu, ngay thang ndm ban hanh, co quan ban hanh va trich
yéu; khong vién din van ban d3 hét hiéu lyc.

2. Nbi dung van ban phai pht hop véi chire nang, nhiém vu, quyén han cta nha
truong; xac dinh rd ddi twong, pham vi, trach nhiém, thoi han thuc hién va ngudn
luc bao dam (néu co).

3. Ngon ngir van ban la tiéng Viét chuan muc, chinh xac, phd thong, chi c6 mot
nghia; cau van ngan gon; khong dung tur dia phuong, tu nglt nudc ngoai khi 6 tur
tiéng Viét tuong duong; viét hoa va viét tit theo Phu luc II, Phu luc I1I Nghi dinh s6
30/2020/ND-CP.

4. Khong sao chép may moc ndi dung cua van ban cap trén; chi cu thé hoa
nhirng ndi dung dugc giao hoac can thiét cho viéc to6 chirc thuc hién tai nha trudng.
Chuong I1
XAY DUNG VA BAN HANH VAN BAN QUY PINH NOI BO

Piéu 9. Danh muc vin ban quy dinh ndi by can xiy dung hang nim

1. Trong thang 9 hing ndm, nguoi lam cong tac phap ché chu tri, phdi hop voi
cac to, bo phan ré‘soét nhu cau, tham muu Hi@u trudng ban }}élnh Danh muc van ban
quy dinh nd1 bd can Xéy dung moi, stra dﬁ)i, bo sung, thay thé hoég bai bo trong nam
hoc. Danh muc dugc long ghép trong K& hoach cong tdc phap ché nam hoc cua nha
truong.
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2. Danh muc phai xac dinh ro: tén van ban; su can thiét, can ct; bd phan chu
tri, bd phan phoi hop; Phé Hi€u trudng phu trach; thoi han trinh ky.

3. Trong nam hoc, khi c¢6 vin ban quy pham phép luit méi, chi dao cta cép trén
hoac yéu cau quan ly phat sinh, t6, bd phan, ca nhan dé xuat boé sung Danh muc theo
Mau 01 Phu luc IV. Nguoi l[am cong tac phdp ché tong hop, bao cdo Hiéu trudng
quyét dinh.

Piéu 10. Giao chii tri soan thao

1. Can ¢t Danh muc hodc dé xuét duoc chép thuan, Hi¢u truong giao bo phan
chu tri soan thao bang van ban, y kién chi dao trén h¢ thong quan 1y van ban hoac
két luan cudc hop Ban Gidm hi¢u, trong d6 ghi 16 thoi han hoan thanh.

2. Viéc giao chu tri bao dam nguyén tic: bo phan c6 chirc nang, nhiém vu lién
quan tryc tiép dén ndi dung van ban thi chu tri. Van ban c¢6 ndi dung lién quan dén
nhiéu b phan hodc co tinh chat phurc tap thi Hi¢u trudng thanh 1ap t6 soan thao do
mot thanh vién Ban Giam hi¢u lam t6 truong.

3. Phan cong chu tri soan thao mdt s6 vin ban quy dinh ndi bo cha yéu thyc
hién theo Phu luc III kém theo Quy ché nay.

Pi¢u 11. Trach nhiém ciia bd phan chii tri soan thao

1. Khdo sat, danh gia thuc trang; tdp hop van ban quy pham phap luat, van ban
chi dao cua cap trén c¢6 lién quan; ra soat cac van ban ndi bd hién hanh dé bao dam
khong trung 1ap, chong chéo.

2. Xay dung dé cuong, du thao van ban va du thao quyét dinh ban hanh; ban
thuy€t minh néu 10 su can thiét, can cit, bo cuc, nd1 dung co ban va nhitng di€ém mai
(d61 vai van ban stra doi, thay the).

3. T6 chirc lay ¥ kién gop ¥; tong hop, nghién ctru, tiép thu, giai trinh day du
cac y kién.

4. Giri ho so tham dinh phap 1y; tiép thu, giai trinh y kién tham dinh.

5. Hoan thién hd so, ky tat va trinh ky; chiu trach nhiém trudc Hiéu trudng vé
nodi dung, chat lugng, tién do cua du thao.

6. Sau khi van ban dugc ban hanh: chu tri pho bién, huong dan, theo ddi, don
dbc viée thuc hién; dinh ky danh gia va dé xuat stra d6i, bo sung khi can thiét.

Picu 12. H6 so du thao van ban quy dinh noi bo

1. HO so gtii 14y ¥ y kién gom: du thao quyet dinh ban hanh; du thao van ban quy
dinh ndi bd; ban thuyét minh tom tit; phiéu gop y (néu co).

2. Ho so gui tham dinh phap 1y gom:

a) To trinh dé nghi ban hanh van ban (Mﬁu 02 Phy luc IV);

b) Du ‘Ehéo quyét dinh va du thdo van ban quy dinh ndi bo da duoc chinh 1y sau
khi lay y kién;

¢) Bang tong hop, tiép thu, giai trinh ¥ kién gép ¥ (Mau 03 Phu luc IV);
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d) Danh muc cin cir phap 1y va ban sao cac vin ban lam cin ¢t (néu can);

d) Bién ban cudc hop, hoi nghi ldy ¥ kién (néu co);

e) Van ban hién hanh bj sira d6i, bd sung, thay thé (néu co).

3. Ho 8o trinh ky gdém: hd so quy dinh tai khoan 2 Diéu,né\y;q Phiéu thérp dinh
phap ly (Mau 04 Phy lyc IV); van ban tiép thu, giai trinh y kién tham dinh (néu co);
bién ban thong qua (doi voi van ban phai thong qua theo Dicu 15 Quy ché nay);
Phiéu trinh ky vdn ban (Mau 05 Phuy luc 1V).

4. Hb so duoc gui dong thoi ban gidy va ban dién tir (tép dinh dang .docx va
.pdf) qua hé thong quan 1y van ban hoac thu di¢n tir cong vu.

Piéu 13. Lay y kién gép y du thao

1. Moi dy thao vin ban quy dinh ndi b phai duoc ldy y kién cia doi twong chiu
su tac dong truc tiép va cac bo phan co lién quan.

2. Hinh thire 14y y kién:

a) Gui dy thao qua h¢ théng quan 1y vin ban, thu dién tr cong vu hodc nhom
lam viéc truc tuyén chinh thic cua nha trudng; ni€ém yét tai phong Ho1 dong su
pham;

b) T6 chirc thao luan trong sinh hoat t6 chuyén mén, T6 Vian phong;

C) T6 chirc hoi nghi, toa dam, hop Hoi déng su pham,;

d) Lay y kién bang phiéu hodc khao sat truc tuyén.

3. P6i véi cac ndi dung ma phap luat vé thyc hién dan cha & co sd quy dinh
phai lay y kién hoac phai dugc Hoi nghi vién chirc va nguoi lao dong thao luan,
quyét dinh (nhu quy ché chi tiéu ndi bd, quy ché quan 1y va sir dung tai san cong,
quy ché thuc hién dan chu, quy ché thi dua, khen thudng va cac ndi dung khac theo
quy dinh) thi bt budc ldy ¥ kién toan thé CB, GV, NV thong qua t6 va/hodc hoi
nghi.

4. B6 phan chu tri phai 13y y kién:

‘ a) Cac ,té chuyén mén, to vin phong d6i véi tat ca ndi dung Hiéu trudng yéu
cau lay y kién,;

b) Ban Chép hanh Poan truong, Ban dai dién cha me hoc sinh truong va dai
dién hoc sinh do61 v61 ndi dung lién quan tryc ti€p dén quyén, nghia vy ctia hoc sinh.

5. Thoi gian lay y klen t01 thiéu 12 05 ngay lam viéc ké tir ngay giri dy thao;
truong hop can ban hanh gap, t6i thiéu 1 02 ngay lam viéc va phai néu 1 1y do trong
van ban xin y kién.

6. BO phan, ca nhan duoc ldy y kién c6 trach nhiém gop y dung ndi dung, ding
thot han. Qua thoi han ma khong co y kién thi duoc xem la thong nhit voi dy thao,
trir trudng hop ldy ¥ kién bat budc tai hoi nghi theo khoan 3 Diéu nay.
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7. Bo phén chu tri phai téng hop day du, trung thuc cac y klen tiép thu hoic
giai trinh 5 1y do khéng tiép thu theo Mau 03 Phu luc IV. Bang tong hop dugc cong
khai cho ngudi gop v khi c6 yéu cau va 1a thanh phan bét budc ctia hd so tham dinh.

Diéu 14. Tham dinh phap 1y

1. Dy thdo van ban quy dinh ndi bo va cac quyét dinh ca biét c6 anh hudng truc
tiép dén quyeén, loi ich hop phap ctia CB, GV, NV, nguoi hoc (ky luat, xir Iy tai
chinh, thu hdi, chdm dirt hop dong va cac truong hop twong tu) phai duoc thim dinh
phép 1y trude khi trinh ky.

2. Nguoi lam cong tac phap ché thyc hién tham dinh. Pdi véi van ban c6 ndi
dung phu:c tap, li€n quan dén nhiéu linh vyuc, Hiéu truéng thanh 1ap t6 tham dinh
hoic xin ¥ kién Phong Kiém tra - Phap ché S& Giao duc va Pao tao, co quan chuyén
moén c¢6 lién quan. Ngudi 1am cong tac phap ché khong tham dinh dy thao do chinh
minh chu tri soan thdo; truong hop nay Hi¢u trudng giao Pho Hiéu trudng hodc ca
nhan khac c6 nang luc tham dinh.

3. Noi dung tham dinh:

a) Su can thiét ban hanh; pham vi diéu chinh, dbi tuong ap dung;
b) Tham quyén ban hanh va hinh thirc van ban;

¢) Can ctr phap 1y: con hiéu lyc, phu hop, day du;

d) Tinh hop phap, tinh théng nhat vi vin ban quy pham phap luét, vin ban cia
cap trén va hé thong vian ban ndi bo dang con hiéu luc;

d) Viéc khong dat them thu tuc, diéu kién, nghia vy, khoan thu, ché tai trai quy
dinh; khong xam pham quyén, loi ich hgp phap ctia nha gido, nguoi lao dong, nguoi
hoc;

_©) Vigc tuan thu trinh ty liy v kién, thong qua theo Quy ché nay va phap luat
ve thuc hién dan chu & co so;

g) Tinh kha thi, tinh 10 rang; diéu kién bao dam thuc hién;

h) Thé thirc, k¥ thuat trinh bay, ngén ngit vin ban.

4. Thoi han thdm dinh 14 05 ngay lam viéc ké tir ngay nhén di ho so; doi voi
van ban phue tap khong qua 10 ngay lam viéc; doi voi van ban khan khong qua 02
ngay lam viéc. Truong hop ho so chua day du, trong thoi han 01 ngay lam viéc,
nguoi tham dinh trd lai va néu ro tai liéu can bd sung.

5. Két qua tham dinh dugc thé hién bang Phiéu thAm dinh phap 1y (Méau 04 Phy
luc IV) v&1 moét trong ba két luan: du di€u kién trinh ky; da diéu kién trinh ky sau
khi chinh ly theo ¥ kién tham dinh; chua du di€u kién trinh ky.

6. BO phan chu tri ¢6 trach nhiém tiép thu, chinh ly hodc giai trinh bang van
ban do6i voi y kién tham dinh. Truong hop con y kién khac nhau, nguoi lam cong tac
phap ché va bd phan chu tri bao cao Hi€u trudng xem xét, quyét dinh.

7. Nguoi tham dinh chiju tra}ch qhiém trude Hi€u trudng vé v kién thAm dinh
cua minh. Dy thdo khong c6 Phiéu tham dinh phép 1y thi khong dugc trinh ky.
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Piéu 15. Thio luin, thong qua du thao

1. Du thao sau thAm dinh duoc dua ra cudce hop Ban Gidm hi¢u (hoac Ban Giam
hi¢u mé rdng véi to trudng, t6 pho, Poan trudong) dé cho y kién trude khi trinh ky.

2. Vin ban thudc thim quyén quyét dinh hoic thong qua ctia Hoi dong su pham,
Ho1 nghi vién chiric va ngudi lao dong thi phai dugc thong qua theo quy dinh trudc
khi Hiéu truong ky ban hanh. Bién ban, nghi quyét ctia hoi nghi, Hoi déng SP 1a
thanh phan bat budc cta hd so trinh ky.

3. Van ban c6 ndi dung thufjc pham vi lanh dao ctia Chi b theo quy ché 1am
viéc ctia Chi bo thi phai xin ¥ kién Chi b trude khi ban hanh.
Pi¢u 16. Kiém tra thé thirc, ky tit va trinh ky

1. BO phan chu tri hoan thién van ban; nguoi soan thao va truong bo phan chu
tri ky tat vao cudi phan “Noi nhan” ctia quyét dinh va vao goc phai cudi mdi trang
cua van ban ban hanh kém theo.

2. Van thu kiém tra thé thuc, k¥ thuat trinh bay, viéc ghi noi nhéan, ) luong
ban; truong hop phat hién sai sot thi tra lai by phan chu tri dé chinh stra trong ngay.

3. Déi véi van ban do Hi,éu trudng ky, P~hc') Hiéu truong phu trach linh vuc kiém
soat n0i1 dung va ky vao Phi€u trinh ky (Mau 05 Phu luc IV) trudce khi trinh Hiéu
truong.

4. Ngudi c6 tham quyén xem xét, ky ban hanh hodc ghi 13 y kién chi dao chinh
sira, bo sung. Van ban phai chinh stra vé ndi dung sau khi da tham dinh thi bo phan
chu tri thong béo lai cho ngudi lam cong tac phap ché.

Pi¢u 17. Ping ky, déng dau va phat hanh viin ban

1. Vin thu kiém tra 1an cudi; ghi s, ky hiéu, ngay, thang, nam; dong dau va
dang ky van ban vao SH dang ky van ban di hoac h¢ théng quan 1y vin ban. Viéc
dong dau chir ky, dau treo, dau giap lai dbi v6i van ban kém theo, phu luc thyc hién
theo quy dinh tai Nghi dinh s6 30/2020/ND-CP.

2. Van ban phai dugc phat hanh trong ngay ky, cham nhat 13 trong ngay lam
viéc tiép theo; van ban khan phai dugc phat hanh ngay sau khi ky.

3. Van ban dugc nhan ban ding sO luong, gui dung noi nhén. Van thu luu 01
ban goc; bd phan chi tri luu 01 ban chinh trong ho so cong viéc.

4. Van ban dién tir duoc ky sO ctia ngudi ¢ tham quyén va chit ky s6 cia nha
truong, phat hanh qua hé thong quan 1y van ban.

5. Van thu khong dugc ding ky, phat hanh van ban chua hoan thanh day di tha
tuc theo Quy ché nay.

Piéu 18. Cong bd, cong khai va pho bién vin bén

1. Cham nhat 03 ngay lam viéc ké tir ngay ky ban hanh, bo phan chu tri phdi
hop voi vién chire phu trach cong nghé thong tin déng tai van ban quy dinh néi bo
1én Trang thong tin dién tr cia nha truong (chuyén muc Van ban ndi bo — Phap che),
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cap nhat vao co sé dir liéu van ban ndi bo; déng thoi niém yét tai phong Hoi déng
su pham va gtri qua hé thong quan 1y van ban.

2. Viéc cong khai thuc hién theo quy dinh ctia Bd Giado duc va Pao tao vé cong
khai trong hoat dong cua cac co s gido duc thudc hé théng gido duc quéc dan va
phap luat vé thuc hién dan chu & co sé. Van ban lién quan dén hoc sinh duoc phé
bién dén hoc sinh, cha me hoc sinh thong qua gido vién chi nhiém.

3. Van ban quy dinh nd1 bd méi ban hanh phai dugc quan triét tai cudc hop Hoi
dong su pham gan nhat; to truong trién khai dén thanh vién trong budi sinh hoat to.

4. Thong tin ca nhén, thong tin khong duge phép cong khai phai dugce che, luge
bo trudce khi dang tai theo quy dinh vé bao v¢ dir li€u c4 nhan.

Diéu 19. Hi¢u lwc ciia van ban ndi b

1. Thoi diém c6 hiéu luc cQa van ban duoc ghi rd trong van bélrn. Van ban ndi
bo khong quy dinh hi€u lyc tr¢ ve trude, trir truong hop thuc hién ché do, chinh sach
c0 loi cho nguoi lao dong, nguoi hoc theo quy dinh cua phap luat hodc van ban cua
cap trén.

2. Viin ban ni bo het higu lyc toan by hodic mt phan khi: hét thoi han ¢ hiéu
luc ghi trong van ban; duoc stra do1, bo sung, thay thé, bai bo bang van ban cua Hiéu
trudng; van ban lam can cr ban hanh hét hi¢u luc ma ndi dung van ban noi1 by khong
cOn phu hop véi quy dinh méi.

3. Vin ban stra doi, bd sung, thay thé, bii bo phai xac dinh 16 tén van ban, diéu,
khoén, diém b1 stra o1, b6 sung, thay thé, bai bo.

Chuong 111
BAN HANH VAN BAN CA BIET VA VAN BAN
HANH CHINH THONG THUONG

Piéu 20. Quyét dinh c4 biét

1. Bo phan thgm muu soan théo’quyét dinh ca biét co trach nhif::m bao gTém dﬁy
du can ctr, dang tham quyén, dang doi tuong, du dicu kién, ti€u chuan va hé so kém
theo.

2. Quyét dinh vé to chirc bd may, phan cong nhiém vy, bo nhiém t6 truong, to
pho phai dugc thao luan tai cudc hop Ban Giam hiéu va c6 thé kién xin y Chi bd
theo quy dinh.

3. Quyét dinh khen thudng phai c6 bién ban xét cua Hoi dong Thi dua — Khen
thuong.

4, Quyét dinh ky luat vién chuirc, nguoi lao dong, hoc sinh phéi‘ thuc hién dang
trinh ty, thu tuc, thoi hiéu theo quy dinh cua phap luat, bao dam quyén giai trinh cua
nguoi b1 xem xét ky luat va phai c6 ¥ kién tham dinh phép 1y trudce khi trinh ky.

5. Quyé:[ dinh c6 lién quan dén tai chinh, tai san phai c6 y kién cua Ké toan vé
du toan, nguon kinh phi va dinh muec chi.
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6. Quyét dinh ca biét khong bat bude lay ¥ kién rong rai, trir truong hop phap
luat quy dinh hoac Hiéu truong yéu cau.

Piéu 21. K¢ hoach, chwong trinh, phwong an

, 1. Ké hoach nam hoc cua nha truong do Hi¢u truong chi dao xay dung, duoc
lay y kién Ho1 dong su pham va thong qua Ho1 nghi vién chirc va ngudi lao dong
trude khi ban hanh.

2. Ké hoach chuyén dé, ké hoaqh t6 chure hoat dong do bd phan dugc giao soan
thao, Pho Hiéu truong phu trach kiém soat ndi dung, Hi€u truéong hodc Pho Hiéu
truong ky theo tham quyén.

3. Ké hoach phai thé hién o muc dich, yéu cau; nodi dung, chi ti€u; thoi gian,
tien do; phan cong trach nhiém; kinh phi (néu co); ché d6 kiém tra, bdo céo.

Piéu 22. Thong bao, cong van, bao cio, to' trinh, bién ban va cac van ban
hanh chinh khéc

1. Nguoi duge giao soan thao chiu trach nhiém vé ndi dung; truong bd phan
kiém tra, ky tat; Van thu ki€ém tra thé thuc trude khi trinh ngudi ¢6 tham quyén ky
theo Di¢u 6 Quy ché nay.

2. Bdo c4o glri co quan cap trén phai bao dam so liéu chinh xéc, dugc ddi chiéu
v6i ho so gbe, giri dang thoi han; ngudi 1ap bao cdo chiu trach nhiém vé tinh chinh
xac cua sd liéu.

3. Bién ban phai ghi chép dﬁy du, trung thuc dién bién va két luan; c6 chi ky
ctia chu toa va thu ky; bién ban c6 ndi dung quyét dinh tap thé phai duoc thong qua
truge khi két thae cude hop.

4 Giﬁéy moi, gidy gi6i thiéu, gidy nghi phép dugc ban hanh theo miu thong
nhat do T6 Van phong xay dung, trinh Hi¢u truong phé duyét.
Piéu 23. Vin ban khan, dt xuat

1. Pbi véi van ban can ban hanh khén dé thuc hién chi dao cua cap trén hodc
xu 1y tinh huéng dot xuat, Hiéu truong quyet dinh rat ngan thoi gian lay ¥ kién, tham
dinh; khong duoc bo qua viéc kiém tra tham quyén va cin ct phap 1y.

2. Trong thoi han 05 ngdy 1am viéc ké tir ngay ky ban hanh vian ban khan, bo
phan chu tri phai hoan thién, bd sung day du ho so theo Quy ché nay.

Pi¢u 24. Vin bin dién tir, chir ky so va sao vin ban

1. Nha trudng uu tién tao 1ap, ky s, giri, nhan va luu trit van ban dién tir trén
hé thong quan ly van ban, trtr van ban c¢6 ndi dung bi mat nha nudc va truong hop
phap luat yéu cau van ban giay.

2. Vin ban dién tir dugc ky s6 theo quy dinh ¢o gia tri phap 1y nhu vin ban gidy
theo quy dinh cua Luat Giao dich dién ttr.

3. Ngudi duge cp chimg thu chit ky sé tu quan 1y, bao mat va chiu trach nhiém
vé viéc sir dung; khong dugce giao cho nguoi khac st dung. Van thu quan 1y chit ky
sO cua nha truong theo quy dinh.
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4. Viéc sao van ban (sao y, sao luc, trich sao) thuc hién theo Nghi dinh scf)
30/2020/ND-CP; Hi¢u trudng ky hoac giao Pho Hi¢u trudng ky thay, To trudng To
Vian phong ky thtra I¢nh ban sao.

Chuong IV
KIEM TRA, RA SOAT, XU LY, HE THONG HOA, SO HOA
VA LUU TRU VAN BAN
Piéu 25. Ty kiém tra vin ban sau khi ban hanh

1. Nguoi lam cong tac phap ché tu kiém tra van ban ndi bo di ban hanh theo
ké hoach kiém tra noi bo hang nam; khi nhan duoc phan anh, kién nghi cua t6 chuc,
c4 nhan; hodc khi ¢6 yéu cau ctia S¢ Gido duc va DPao tao, Uy ban nhan din phuong,
xa (Phong Van hoa - Xa hoi).

2. Khi phat hién van ban c6 sai sot hoac co dau hiéu trai phap luat, nguoi lam
cong tac phap ché bao cao Hic¢u trudng dé xur 1y theo Bicu 27 Quy ché nay.

Picu 26. Ra soat, hé thong hoa vin ban ndi bd

1. Ra soat thuong xuyén: trong thoi han 30 ngay ké tir ngay vin ban quy pham
phap luat hodc van ban chi dao ctua cép trén ¢6 lién quan c6 hi€u luc, bo phan chu
tri ph6i hop v6i ngudi 1am cong tac phap ché ra soat vin ban ndi bo thudc linh vuc
phu trach, dé xuét stra doi, bd sung, thay thé hodc bai bo.

2. Rasoat dinh ky: trude ngay 15 thang 8 hang nam, nguoi lam cong tac phap
ché chu tri ra soat toan by hé thong van ban quy dinh ndi bo; két qua dugc thé hién
bang Béo cao ra soat kem theo Danh muyc van ban (Mau 06 Phu luc IV).

3. Trudc ngay 30 thang 9 hing nam, Hiéu trudng cong bd Danh muc vin ban
quy dinh nd1 bo con hi€u luc, hét hi¢u luc toan bd hoac mot phan; Danh muc dugc
dang trén Trang thong tin dién tir cua nha trudong.

4. Trong nam hoc 2026 - 2027, nha truong hoan thanh ra soat toan bd quy ché’q,
quy dinh p(f)i bd bao dam phl‘l hop vo1 Luat Nha gido, Luat Gido dgc (stra do1, bd
sung), Dicu I¢ truong phd thong ban hanh kém theo Thong tu s6 15/2026/TT-
BGDDT va cac van ban quy pham phap luat méi ban hanh trude ngay 31 thang 12
nam 2026.

Picu 27. Xir Iy vin ban cé sai sot, trai phap luat

1. Van ban da phat hanh nhung c0 sai sot vé ndi dung phai duoc stra d6i, thay
thé bang van ban c6 hinh thirc trong duong.

2. Van ban da phat hanh nhung c6 sai sot vé thé thic, ky thuat trinh bay, thu
tuc ban hanh phai dugc dinh chinh bang cong van ctia nha truong.

3. Van ban ban hanh khong ding thérp quyén hoic c6 ndi dung trai phap luat
phai duqc dinh chi thi ha‘lnh2 bai bdo mdt phan hodc toan bg; dong thoi ap dung bi¢n
phap khac phuc hau qua (néu cd) va xem xét trach nhiém cua ca nhan, bd phan co
lién quan.



15

4. Van ban phat hanh khéng ding ddi tuong hodc c6 sai sot phai thu hoi thi Van
thu thong bao cho noi nhan dé guri tra hodc huy bo theo quy dinh.

5. Trudng hop co quan cAp trén c6 kién nghi xr 1y vin ban, ngudi 1am cong tac
phap ché tham muu Hi¢u trudng xur 1y va bao cdo két qua trong thoi han yéu cau.

Picu 28. S6 héa va co s¢ dir liéu vin ban ndi bd

1. Nha trudng xay dung co s& dit liéu van ban noi bo trén hé théng quan 1y vin
ban va/hoac Trang thong tin dién tir; van ban dugc phan loai theo tinh trang hi¢u luc,
loai van ban, Iinh vuc; cho phép tra ctru theo s, ky hi¢u, ngay ban hanh, trich yéu.

2. Céc van ban quy dinl} ndi bg ban hanh trudc ngay Quy ché nay co6 hiéu luc
ma con hi€u luc phai dugc s6 hoda (dinh dang PDF c6 nhan dang ky tu) va cap nhat
vao co s& dir li¢u trong nam hoc 2026 - 2027.

3. Viéc phan quyén truy cép, sao luu dinh ky va bao dam an toan thong tin ddi
voi1 co s dir liéu van ban thuc hién theo quy ché bao ddm an toan thong tin cua nha
truong.

Picu 29. Lap ho so va luu trir

1. Moi vin ban quy dinh ndi bo phai dugc lap thanh mot h(‘f) 50 xdy dung van
ban goém toan b¢ tai liGu quy dinh tai Di€u 12 Quy ché nay, Phiéu tham dinh phap
1y, bién ban thong qua va ban goc van ban.

2. Ban géc van ban duoc luu tai Van thu; ho so cong vi¢c do bd phan chu tri
1ap va ndp luu vao Luu trir co quan theo thoi han quy dinh cua phéap luat veé van thu,
luu tri.

3. Thot han bao quan ho so, tai liéu thue hién theo quy dinh hién hanh vé thoi
han b4o quan ho so, tai liu.

Chuong V
TRACH NHIEM CUA CAC CA NHAN, BO PHAN
Piéu 30. Trach nhiém cia Hiéu truéng

1. Chiu trach nhiém toan dién trudc S& Gido duc va Pao tao va trude phap luat
v€ viéc ban hanh van ban ndi bd cua nha trudong.

2. Phé duyét Danh muc van ban quy dinh ndi bd can xay dung; giao chu tri soan
thao; ky ban hanh theo tham quyén.

3. Phan cong nguoi 1am cong tac phap ché; bao dam thoi gian, kinh phi va diéu
kién can thiét cho cong tac xay dung, tham dinh, ra soat, s6 hoa van ban.

4. Chi dao kiém tra, ra soat, xtr 1y van ban co6 sai sét; thuc hi¢n trach nhi¢m giai
trinh; xur 1y vi pham theo quy dinh.

Piéu 31. Trach nhiém cia Phé Hiéu truéng

1. Chi dao bd phan thude linh vuc phu trach xay dung van ban ding tién do,
chat luong; ki€m soat ndi dung du thao trude khi trinh Hi¢u trudng.
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2. Ky thgly Hi¢u truong cac van ban thudc linh vuc dugc phan cong va chiu
trach nhi€ém vé van ban minh ky.

3. Chi dao ra soat van ban ndi bo thude linh vuc phu trach khi c6 quy dinh mai.

4. Pho Hi€u truong phu trach cong tac Van phong, chuyen d6i s6 chi dao cong
tac van thu, quan 1y hé théng van ban dién tir, chit ky sb, s6 hoa va cong khai van
ban trén Trang thong tin dién t.

Piéu 32. Trach nhiém ciia nguwoi lam cong tac phap ché

1. La dau moi tham muu Hiéu truong t6 chirc thuc hién Quy ché nay.

2. Tham muu x@y dung Danh myc vén ban quy dinh n61 bo hang nam; theo dai,
don doc tien do soan thao.

3. Tham dinh phap 1y du thao vin ban theo Piéu 14 Quy ché nay; huéng dan
nghiép vu soan thdo van ban cho cac bg phan.

4. Theo doi, cap nhat van ban quy pham phap luat mai co lién quan va thong

béo kip thoi cho bo phan phu trach; chu tri tu kiém tra, ra soat, hé thong hoa vin ban
noi bo.

5. Tong hop két qua thue hién Quy ché vao bao cio cong tac phap ché nam hoc,
gui co quan quan ly truc tiép va S& Gido duc va Pao tao trude ngdy 15 thang 5 hang
nim hoic theo yéu cau.

6. Tham gia tap huan, boi dudng, cap nhat kién thirc phap luat, k¥ ning tham
muu phap ly va kiém tra ndi bo.

Piéu 33. Trach nhiém ciia td truéng va bd phén chi tri soan thio

1. Thyc hién day du trach nhiém quy dinh tai Diéu 11 Quy ché nay.

2. T6 chtrc cho thanh vién cua to nghién ctru, gop ¥ du thao dung thoi han; tong
hop ¥ kién cua to gtri b phan chu tri.

3. Pho bién, trién khai va kiém tra viéc thyc hién van ban ndi bd trong t0; phan
anh kip thoi nhitng vudng mac, bat cap.

Piéu 34. Trach nhiém ciia T6 Vin phong

1. Van thu: kiém tra thé thirc, k¥ thuét trinh bay; dang ky, dong dau, phat hanh,
theo ddi viée chuyen phat vin ban; quan 1y con diu, chit ky sé cua nha truong; luu
ban gbc; quan 1y S6 dang ky van ban di; thuc hién dinh chinh, thu hoi van ban khi
dugc giao.

2. Ké toan: cho v kién vé noi dung tai chinh, du todn, dinh murc, nguén kinh phi
trong cac du thdo van ban c6 lién quan; chu tri soan thao quy ché chi ti€u ndi b,
quy ché quan 1y, str dung tai san cong.

3. Vién chuc phu trach cong nghé thong tin: quan tri hé thong quan 1y vin ban,
co s¢ dit liéu van ban ndi bg; dang tai van ban 1én Trang thong tin dién tur; ho tro ky
s0, sO hoa; bdo dam an toan thong tin, sao luu dir lidu.
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4. Vién chuc thu vién: phdi hop xay dung ti sach phap luat (ban gidy va ban
dién tr), luu gilr b van ban quy dinh ndi bo con hiéu lyc phuc vu tra ctru.

Piéu 35. Trach nhiém ciia t6 chuyén mén, té vin phong, Poan truong va
Ban Thanh tra nhan dan

1. T6 chuyén mén tham gia xdy dung, gop y cac vén ban lién quan dén quyén,
loi ich cta nguoi lao dong; phdi hop to chire Hoi nghi vién chirc va ngudi lao dong.

~ 2.Ban Chap hanh Doan truong tham gia gop y van ban lién quan dén hoc sinh;
phoi hop pho bién van ban dén doan vién, hoc sinh.

3. Ban Thanh tra nhan dan gidm sat vi¢c thuc hi¢n trinh tu, thu tuc ban hanh va
viéc thuc hi¢n van ban ndi bd theo quy dinh.

Di€u 36. Trach nhiém cia can by quén ly, gido vién, nhan vién va nguoi
lao dong

1. Nghién ctru, gép ¥ du thao van ban khi dugc 14y v kién.
2. Chép hanh nghiém tic vin ban ndi bo da dugc ban hanh.

3. Phan anh, kién nghi kip thoi voi t6 truong, ngudi 1am cong tac phap ché hodc
Ban Gidm hiéu vé nhitng ndi dung chua phu hgp, mau thuan, chong chéo hoac co6
dau hi€u trai phép luat.

Piéu 37. Trach nhiém giai trinh

1. Ca nhén, bd phan chu tri soan thao, nguoi tham dinh, nguoi ky van ban co
trach nhiém giai trinh v€ ndi dung van ban va phan viéc minh thyc hién khi ¢6 yéu

cau ctia Hiéu truong, co quan quan ly cap trén hodc ctia CB, GV, NV, nguoi hoc
chiu tic dong truc tiép cua van ban.

2. Vigc giai trinh dugc thuc hién b'fmg van ban hoac truc tiép tai cudc hop, trong
thot han khong qua 10 ngay lam viéc ké tir ngay nhan dugce yéu cau hgp 1€.

3. Noi dung giai trinh phai néu r6 can ctr, ly do, co so cua quy dinh; truong hop
phat hién sai sot thi dé xuét ngay bién phéap khac phuc.

Pi¢u 38. Khen thwéng va xir Iy vi pham

1. C4 nhan, b phén thyc hién t6t Quy ché nay dugc ghi nhan khi danh gia, xép
loai vién chuc va xét thi dua, khen thudéng hang nam.

2. Ca nhan, bo phan vi pham Quy ché nay (ban hanh, ky vin ban khong dung
tham quyén b6 qua budc 13y ¥ kién, tham dinh; phat hanh vin ban chua du thu tuc;
cham tién do khong co 1y do chinh dang; dé xay ra sai s6t gay hau qua) thi tuy theo
tinh chat, mic d6 s& bi nhac nhd, phé binh, xem xét khi danh gia, xép loai, xét thi
dua hoac xtr 1y ky luat theo quy dinh ctia phap luat.
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Chuong VI
DIEU KHOAN THI HANH

Piéu 39. Té chirc thuc hién

1. Phé Hiéu truong, t6 truong t6 chuyén mén, T truong T Vin phong co trach
nhiém pho bién, quan triét va td chure thuc hién Quy ché nay.

2. Nguoi lam cong tac phap ché theo ddi, d6n déc, kiém tra viéc thuc hién Quy

ché; tong hop két qua vao bdo cdo cong tac phap ché ndm hoc.

Piéu 40. Sira d6i, bd sung Quy ché

Trong qua trinh thyc hién, néu c6 vudng mac hodc c6 quy dinh méi cua phap

luat, cta cap trén, cac ca nhan, bo phan phan anh vé nguoi 1am cong tac phap ché dé
tong hop, bao cao Hiéu truong xem xét, sira ddi, bd sung Quy ché cho phu hop./.
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Phu luc I
CHU VIET TAT TEN LOAI VAN BAN VA TEN BQO PHAN SOAN THAO
(Kém theo Quy ché ban hanh van ban néi bé ciia Trwong THPT Tan Phuéc Khdanh)

1. Chir viét tat tén loai viin ban

STT Tén loai viin ban Chir viét tit Vi du Ky hi¢u
1 | Quyét dinh Qb S6: 05/Qb-THPTTPK
2 | Quy ché QC Sb: 05/QC-THPTTPK
3 | Quydinh Qyb S6: 05/Qyb-THPTTPK
4 | Ké hoach KH S6: 05/KH-THPTTPK
5 | Chuong trinh CTr Sb: 05/CTr-THPTTPK
6 | Phuong an PA S6: 05/PA-THPTTPK
7 |Péan PA Sb: 05/DA-THPTTPK
8 |Hudng dan HD S6: 05/HD-THPTTPK
9 | Théng béo TB S6: 05/TB-THPTTPK
10 |B4o céo BC S6: 05/BC-THPTTPK
11 |T& trinh TTr S6: 05/TTr-THPTTPK
12 |Bién ban BB S6: 05/BB-THPTTPK
13 | Hop dong HD Sb: 05/HD-THPTTPK
14 | Gidy uy quyén GUQ S6: 05/GUQ-THPTTPK
15 | Gidy moi GM Sb: 05/GM-THPTTPK
16 | Giay gi6i thiéu GGT S6: 05/GGT-THPTTPK
17 | Giay nghi phép GNP Sb: 05/GNP-THPTTPK
18 | Phiéu giri PG S6: 05/PG-THPTTPK
19 | Phiéu chuyén PC Sb: 05/PC-THPTTPK
20 | Phiéu bao PB S6: 05/PB-THPTTPK
21 |Bansaoy SY Sb: 05/SY-THPTTPK
22 | Ban sao luc SL S6: 05/SL
23 | Ban trich sao TS S6: 05/TS

Ghi cha: Quy ché, quy dinh, ndi quy dugc ban hanh kém theo quyét dinh nén khong
¢6 s6, ky hiéu riéng; ky hiéu QC, QyDP chi dung khi phap luat cho phép ban hanh doc lap.
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2. Chir viét tat tén bo phan soan thio (dung trong ky hiéu cong viin va phan
“Lll,u”)

STT B¢ phan / linh vuc Chir viét tit

1 | Ban Giam hiéu BGH

2 | T6 Van phong (Van thu, hanh chinh) VP

3 | Kétoan KT

4 | Cong tac chuyén mon, day hoc CM

5 | Cong tac hoc sinh HS

6 | To chirc can bd TCCB

7 | Kiém tra ndi bo, phap ché PC

8 | Khao thi, kiém dinh chét luong KPCL
9 | Chuyén d6i s6, cong nghé thong tin CNTT
10 |Hoi dong Thi dua — Khen thudng HPTDKT
11 | Thu vién, thiét bi TV-TB
12 | Y té truong hoc YT

Vi du: Cong van do T6 Vin phong soan thao: S6: 35/THPTTPK-VP. Phan luu:
Luu: VT, VP, TA, 02b.
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Phu luc IT

TOM TAT QUY TRINH BAN HANH VAN BAN QUY PINH NQI BO
(Kém theo Quy ché ban hanh van ban néi bé ciia Trwong THPT Tan Phuéc Khdanh)

Budc | Noi dung cong viéc Trach nhiém Thoi han San pham
Pé xuét; 1ap Danh T6, bd phan dé xuat; | Thang 9 hang x
« 1 A A N R , - - ; Mau 01;
1 |muyc van ban can xdy |nguoilam cong tac | ndm hodc khi
. Z A e Danh muc
dung phép ché tong hop | phat sinh
2 | Giao chu tri soan thao | Hi€u trudng OSAngay lam V&n ba}n/y
vige kién giao
3 Soan thao du thao, B6 phan chil tri Theo Danh Du t}}éo,
thuyét minh > P muc thuyét minh
B0 phan chu tri; CB, | .60 8 05
o CV. V. CONg I ngay lam viee | ¥ kién gop
4 |Layykién gépy doa‘n; BaI‘l TTND; (khan: 02 i ¢, bién ban
Doan truong; Ban ngay)
PDCMHS 9y
5 | Tonghop, tiepthu,  fpa e chi tri 03 ngaylam |\ = 03
giai trinh viéc
05 ngay lam
A g 1 Nguoi lam cong tac | viée (phtc tap x
6 | Tham dinh phap ly phéip ché < 10; khén < Mau 04
02)
Chinh ly; thao luan tai
hop BGH; thdng qua | B6 phéan chu tri; Bién ban
7 | Hoinghi VC- BGH; Hoi nghi; Ho1 | Theo lich hop nohi au (’é ¢
NLB/Hbi dong truong | dong trudng ght quy
(néu thudc dién)
Kiém tra thé thirc, ky Var,l thus; Pho ,chu 02 ngay lam N{au 95; ~
8 A , truong phu trach; A van ban da
tat, trinh ky A \ viéc .
Hiéu truong Ky
, Trong ngay ky, |
9 Dapg 1‘<y, dong dau, Vin the cha_‘lm r‘lhat - S? daI}g ky
phat hanh ngdy 1am viéc | van ban di
tiép theo
Cong bd, cong khai, B0 phén chu tri; VC Ch‘a mn hat .(33 bang Trang
10 2 2% PO ngay lam vi¢c | TTDT;
pho bién CNTT; to trudng N A X
tr ngay ky niém yét
Theo d&i thue hién; ra Bo phan chuA tri; ’ Thuang xu}’/en; Bap cao: ra
11 sodt- 1ap hd so. luw trr | P01 lam cong tac | dinh ky trude | soat; Mau
4P ’ phap ch¢; Van thu | 15/8 06; ho so
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Phu luc III
PHAN CONG CHU TRi SOAN THAO MOT SO VAN BAN QUY PINH NOI
BO CHU YEU
Kém theo Quy ché ban hanh van ban néi bo ciia Truong THPT Tan Phudc Khdanh
Y g
STT Tén van ban B0 phan chu tri Bo phan phoi hop
Quy ché t6 chure va hoat dong HAl(?u tru’ong (nguAOl lam Pho Hiéu trudng, td
1 X aa o in cong tac phap ché tham X
(quy ché lam viéc) truong
muu)
2 | Quy ché thuc hi¢n dan cha Hi¢u truong phoi hop 0| g +1ND, 13 truemg
trudng
3 Quy ché chi tiéu ndi bo; Quy ché Ké toan Té Vin phong, td
quan 1y, st dung tai san cong trudng, Ban TTND
L. , Thuong truc Ho1 déng 2., 21,
4 | Quy che thi dua, khen thudng Thi dua — Khen thurong T truong, to pho
Quy dinh vé chuyén mon, kiém Pho Hi¢u truéng phu 2. Al A
5 tra, danh gia hoc sinh trach day hoc T truong chuyén mon
6 Quy ché kiém tra ndi bo; Quy ché Ng}rc‘ri lam cong tac phap | Ban Gidm hiéu, to
ban hanh van ban ndi bd ché truong
7 Noi quy hoc sinh; quy dinh thi Pho Hi¢u truéng phu GVCN, Doan truong,
dua 16p trach cong tac hoc sinh Ban BDCMHS
8 | B6 quv the fme xir Phé Hiéu truéng phu BGH, Poan trudng, t6
> quy & trach cong tac hoc sinh truong
Quy ché cong tac van thu, luu trit; | .z .. \ < Ph6 Hiéu truong phu
d quan 1y, st dung con dau T6 Van phong (Van thu) trach Van phong
Quy ché bao dam an toan thong . \
10 | tin, bao v& dir liéu ca nhan; quan | Vién chiuc CNTT Pt,lo Hicu th.’O’nAg pP Y
q trach chuyén doi so6
1y Trang thong tin dién tu 4
£ : PO Ké toan, ngudi lam
11 | Quy ché cong khai T6 Vén phong cong tac phap ché
12 Qu’y dinh (‘ifmh g1d, xep loai vién ch;eu trtrong (b0 phan to Té trudng, t phé
chure, nguoi lao dong chtrc can bd)
Noi quy thu vién, phong hoc bo Vién chirc thu vién, nhan T6 Vian phong, to
13 [ 9MQuy TAUVICH, PRONEROC DO | ian thiét bi, nhan vién y an phong,
mon, phong y té & chuyén mon
Noi quy co quan, cong tdc bao v, | .z <, \ Nhén vién bao v¢, Doi
14 | Shong chy chita chay T6 Van phong DQTV

Ghi chi: Hiéu truéng co thé diéu chinh viéc phan cong chi tri trong Danh muc van

ban quy dinh ndi bo hang nam.
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Phu luc IV
CAC BIEU MAU
(Kém theo Quy ché ban hanh van bdn néi bo ciia Truong THPT Tén Phudc
Khéanh)
Mau 01. Phiéu dé xuét xay dung, stra ddi van ban quy dinh nd1 bd
Mau 02. T trinh dé nghi ban hanh van ban quy dinh noi bo
Mau 03. Bang tong hop, tiép thu, giai trinh ¥ kién gop y
Mau 04. Phiéu tham dinh phap 1y
Mau 05. Phiéu trinh ky van ban

Mau 06. Danh muc vin ban quy dinh ndi bd
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Mau 01
SO GD&DPT TP. HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT TAN PHUOC KHANH DPoc 1ap - Tu do - Hanh phuc
PHIEU PE XUAT

Xay dung (sira doi, bd sung, thay thé) viin ban quy dinh néi bd

1. TO/bO PhAN/CA NHAN A& XUAL: ...t
2. T8N VAN DAN A8 XUAL: ...o.voeeeeeeeeeeeeeeee e ten s

3. Hinh thic: 0 Xay dung méi o Stra doi, bd sung 0 Thay thé o Bii bo

4. Sy can thiét (1Y do, thUc trang): ......ccveeeeiiee e

6. Pham vi diéu chinh, di twong Ap dUNE: ........cooveveeeeeeeeeeeeeeeee e
7. NoOi dung chinh du KEBI oottt

8. BO phan phoi hop dur KIEN: .......o.vieeieeeeeeeeeeeeeeeee e

9. Thoi han dy Kién trinh KY: .....ceveeeveeecseceeceeeeeees e

Y KIEN CUA HIEU TRUONG NGUOI PE XUAT
(Ky, ghi r6 ho tén) (Ky, ghi ro6 ho tén)
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Miu 02
SO GD&DPT TP. HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT TAN PHUGC KHANH Déc 1ap - Tw do - Hanh phuc
S6:  /TTr-THPTTPK Thanh phé Hé Chi Minh, ngay  thing 9 nam 2026
TO TRINH

V& viéc ban hanh [tén viin ban quy dinh ndi bj]

Kinh gtri: Hi¢u trudng Truong THPT Tan Phudc Khéanh.
Thyc hién nhiém vy dugc giao tai [van ban/y kién giao], [bd phan chu tri] kinh trinh
Hi¢u truéng dyu thao [tén van ban] nhu sau:
I. SU CAN THIET BAN HANH

(Néu co sé chinh tri, phap ly va thuc tién; nhiing bat cap cua quy dinh hi¢n hanh, néu
cd.)

II. MUC PiCH, QUAN PIEM XAY DUNG
(Néu muc dich, yéu cau, quan diém chi dao.)
III. QUA TRINH XAY DUNG DU THAO

(Néu cac budc da thyc hién: soan thao, 1ay y kién — d6i twong, hinh thirc, thoi gian,
s6 ¥ kién nhan duoc, sé y kién tiép thu, giai trinh; thim dinh.)

IV. BO CUC VA NOI DUNG CO BAN

(Néu bo cuc chuong, di€u; ndi dung chinh; nhitng di€m mdi so vdi van ban hién
hanh.)

V.NHUNG VAN DPE CON Y KIEN KHAC NHAU (néu c6)

(Néu cac v kién va dé xuat phuong an xtr 1y.)

[Bo phan chu tri] kinh trinh Hiéu truéng xem xét, quyét dinh./.

(Ho so giri kém: dy thdo quyét dinh; dw thio van bdn; bang tong hop, tiép thu, gidi

trinh y kién, bién ban, tai liéu lién quan.)

TRUONG BQ PHAN CHU TRi
(Ky, ghi ro6 ho tén)
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Miu 03

SO GD&DPT TP. HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT TAN PHUGC KHANH Déc 1ap - Tw do - Hanh phuc

BANG TONG HQP, TIEP THU, GIAI TRINH Y KIEN GOP Y
Du thao [tén van béan]
(Thoi gian ldy y kién: tir ngdy ....../...../...... dén ngay ... ...../......)

A . . . . | Tiép thu/Giai trinh
STT ?l;zuéxl:ﬁgg Noi dung gop y C;;ll:mg’ b,(') (néu rd ly do khong
y phan gép y tiép thu)
1
2
3
Téng s6 ¥ kién nhan duoc: ...... : s0 v kién tiép thu: ...... : 0 y kién giai trinh: .......
NGUOI TONG HQP TRUONG BQ PHAN CHU TRi

(Ky, ghi r6 ho tén) (Ky, ghi ro ho tén)
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Miu 04

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap -

Tw do - Hanh phuc

PHIEU THAM PINH PHAP LY
Du thao [tén van béan]

Bophnchtutri: ... Ngay nhan du hd so: ...... [oc.... [oi...
A 2 . Chua 7y oK 2
STT Noi dung tham dinh Pat dat Y kién cu thé
Sy can thiét; pham vi diéu chinh, d6i
1 , O i
tuong ap dung
Tham quyén ban hanh; hinh thirc vin
2 \ i i
ban
3 Can cu phap 1y (con hi¢u luc, phu
Ao 4o O m
hop, day du)
Tinh hop phap, théng, nhat vé6i
4 | VBQPPL, van ban cap trén, van ban i i
ndi bo
g | Khong dat thém thi tyc, dicu kién, _ _
khoan thu, ché tai trai quy dinh
Trinh tu 13y ¥ kién, théng qua (dan
6 ) ; i i
cht ¢ co s0)
Tinh kha thi, 1 rang; diéu kién bao
7 \ o i i
dam thuc hién
8 Thé thirc, k¥ thuat trinh bay, ngon 5 5
ngtr

Két luén:

o Pu diéu kién trinh ky.

0 Pu diéu kién trinh ky sau khi chinh 1y theo ¥ kién tham dinh.

0 Chua du diéu kién trinh Kk (08U 18 17 d0): .. evvneeee e

NGUOI THAM PINH

(Ky, ghi ro ho tén)



28

Miu 05
SO GD&DPT TP. HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT TAN PHUGC KHANH Déc 1ap - Tw do - Hanh phic

PHIEU TRINH KY VAN BAN

Tén, trich yéu van ban

0 Nhom 1 (quy dinh né1 bo) © Nhom 2 (ca big¢t) o

Loai van ban Nhém 3 (hanh chinh)

B phan chu tri soan thao

Mirc d6 khan o Thuong o Khan o Thuong khan

Nguoi soan thao (ky, ngay)

Trudng bo phén chu tri (ky,
ngay)

Nguoi thAm dinh phap 1y (ky, | 0 D4 c6 Phiéu thaim dinh o Khong thudc dién thim
ngay) dinh

Vin thu kiém tra thé thirc (ky,
ngay)

Ph,(') Hi¢u truong phu trach (y
kién, ky, ngay)

Y kién cua Hi€u trudng
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Miu 06
SO GD&DPT TP. HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT TAN PHUGC KHANH Déc 1ap - Tw do - Hanh phuc
DANH MUC VAN BAN QUY PINH NOI BQ
(Két qua ra sodt, hé thong héa tinh dén ngay ....../....../......)
A. Van ban con hié¢u lue
Ay vea ) A A Kién nghij (giir
STT syl hlg}l’ ngay Trich yéu BO pha‘n L nguyén/sira doi/thay
ban hanh tri A met
the/bai bo)
1
2

B. Vin ban hét hi¢u hrc toan bd hoic mot phan

S0, ky hiéu; ngay o 9 Noi dung hét Ly do; ngay hét
STT ban hanh Trich yéu hi¢u luc hi¢u luc
1
2
NGUOI LAM CONG TAC PHAP CHE HIEU TRUONG

(Ky, ghi r6 ho tén) (Ky, ghi ro6 ho tén)
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