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BOYTE
TRUONG DAI HOC mroc HA NOI.. . , .

CQNG HOA xA HOI cau NGHiA VI~T NAM
DQc l~p - TV do . H~nh phuc

QUY CHE LAM VrEC
CUA TRlJONG DAI HOC DlJdC HA NOI

(Ban hanh theo Quyit dinh s6 412. IQD-DHN ~gily 4{ thong :}-niim 2013
cua Hieu truong Trueing Dai hoc Duac Ha N(>iJ

ChUO'Dg I
NHUNG QUY DINH CHUNG

Di~u 1. P~~mvi di~u chinh va da~ tueng ap dung
1. Quy che nay quy dinh nguyen tac him viec, che d9 trach nhiem, quan h~

cong tac ,va trinh nr giai quyet cong viec cua Truong Dai hoc Duoc Ha NQi (sau
day goi Hit la Truong).

2. Quy ch~ nay ap dung dbi voi moi cong clnrc, vien chirc, ngiroi lao dQng
lam viec then ch~ dQ hop d6ng (sau day goi chung la cong clnrc, vien clnrc va viet
t~t la CCVC), cac bQ mon, phong, ban, trung tam, vien thuoc Truong (sau day goi
t~t la don vi) va cac t6 chirc, ca nhan c6 quan h~ lam viec voi Truong.

Di~u 2. Giai thich thu~t ngfr
1. Ban Giam hieu g6m Hieu tnrong hoac Quyen Hieu tnrong hoac Phu trach

Truong va cac Ph6 Hieu tnrong.
2. Can b¢ quem ly don vi g6m Truong hoac Quyen tnrong hoac Phu trach va

Ph6 tnrong don vi, la ngiroi quan ly cac don vi.
3. Don vi chu tri la don vi chiu trach nhiern chinh t6 chirc thuc hien mot

nhiem vu, cong viec cu th~.
4. Dan vi ph6i hop la don vi chiu trach nhiem thuc hien cac yeu c~u cua don

vi chu tri v~ viec phbi hop thuc hien nhiem V1,l, cong viec,
5. Nguoi dung dd:u Truong la Hieu tnrong hoac Quyen Hieu tnrong hoac

Phu trach Truong,
6.Nguoi dung ddu don vi la Truong hoac Quyen tnrong hoac Phu trach don vi.
Di~u 3. Nguyen tic lam vi~c
1. Truong lam viec then ch~ dQ Thu tnrong (ngtroi dung d~u chiu trach

nhiem ca nhan truce phap lu~t, truce c~p tren va truce co quan, don vi ma minh
phu trach). MQi hoat dQng cua Truong phai tuan thu cac quy dinh cua phap luat,
cac quy dinh v~ quan ly nha mrcc hien hanh, Quy ch~ t6 chirc va hoat dQng, Quy
ch~ lam viec, Quy ch~ thirc hi~n dan chu va cac quy ch~ khac cua Truong.

2. Trong phan cong cong viec, m6i viec chi giao cho mQt don vi chu tri giai
quyet hoac mot ngiroi phu trach va chiu trach nhiern chinh. Cong viec diroc giao
cho don vi nao thi Ngiroi dirng d~u don vi d6 phai chiu trach nhiem v~ cong viec
diroc giao. N~u Ngiroi dirng d~u don vi giao cong viec d6 cho mot ngiroi trong don
vi thi nguoi diroc giao cong viec phai chiu trach nhiem voi Truong va Ngiroi dirng
d~u don vi.

Trong pham vi cong tac diroc giao phu trach, c~p duoi phai phuc rung va
chap hanh S1,1' chi dao cuacap tren. C~p tren khong lam thay cong viec cho c~p
diroi, t~p th~ khong lam thay cong viec cho ca nhan, c§p diroi khong dun dfry trac~
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· nhiem.len c~p t~en; e~ptrenphai ton trQng ~a chap nhan ~ac d~ xu~t phu ~Q'P,dung
quy dinh -cua cap duci, trong tnrong hQ'Pdip tren thay doi hoac khong dong y voi
cac d~ xuat cua c~p duoi thi c~p tren phai chi r5 Iy do.

MQi d~ xuat, thac mac lien quan d~n chtrc nang, nhiern vu cua don vi diroc
phan anh voi Nguoi dung d~u don vi dS xem xet giai quyet hoac bao cao Giam
hieu giai quyet theo tham quyen. .

3. CCVC thuoc Truong phai xu ly va giai quyet cong viec dung trinh t1,1',thu
tuc, pham vi trach nhiem, tham quyen; twin thu theo dung quy dinh cua phap luat,
chuang trinh, k~ hoach, lich lam viec va Quy che lam viec cua Truong, tnr tnrong
hop d9t xu~t co yeu c~u cua c~p tren hoac yeu c~u giai quyet a rmrc d9 "khan",
"hoa t6c" theo d~u tren cong van.

4. Ban Giam hieu va can b9 quan ly don vi c~n phat huy vai tro cua t?P thS,
nang hrc va sa tnrong cua CCVC; de cao trach nhiem ca nhan trong phdi hop cong
tac, trao d6i thong tin giai quyet cong viec va trong moi heat d(>ngtheo clnrc nang,
nhiern V1,l, quyen han duoc quy dinh.

5. Bao dam dan chu, r5 rang, minh bach, hieu qua trong moi heat dong cua
don vi va Truong; thuong xuyen d~y manh cai each hanh chinh, xay dung moi
tnrong lam viec van hoa.

Chirong II

TRAcH NHI~M, PH~M VI vA CACH THUC GIAI QUYET CONG VI~C

Di~u 4. Trach nhiem, pham vi gHli quy~t cfmg vi~c cua Hi~u truong
1. Trach nhiem cua Hieu tnrong:
a) Hieu tnrong la nguoi dung d~u Tnrong; dai dien theo phap lu?t cua

Truong; chiu trach nhiem tnroc B9 Y t~, B(>Giao due va Dao tao, tnroc phap luat
v~ toan b9 hoat dong cua Truong theo cac quy dinh cua phap luat, kS ca khi da
phan cong hoac uy quyen cho cac Pho Hieu tnrong hoac Truong don vi;

b) Thirc hien quyen va trach nhiem quy dinh tai Di~u 22; 23; 24; 25; 26 Quy
ch~ T6 chirc va hoat dong cua Truong va cac quy dinh cua phap Iuat hien hanh.

2. Pham vi giai quyet cong viec cua Hieu tnrong:
a) Chi dao, di~u hanh toan Truong thuc hien nhtrng cong viec thuoc chirc

nang, nhiem vu va quyen han theo dung th~m quyen quy dinh trong Luat Giao due,
Luat giao due dai hoc, Quy che t6 chirc va heat dong cua Truong, cac van ban phap
luat, van ban diroi lu?t, quy ch~ khac co lien quan va cac Quy che cua Truong;

b) Nhirng cong viec va cac v~n d~ do B9 Y t~, B9 Giao due va Dao tao va
cac co quan quan 1;' c~p tren phan cong hoac uy quyen;

c) Xem xet d~ trinh B9 tnrong B9 Y t~, B9 tnrong B9 Giao due va Dao tao
giai quyet cac cong viec thuoc tham quyen cua B9 tnrong;

d) Phan cong cho cac Ph6 Hieu tnrong, uy quyen theo linh V\l'C cho cac Truong
don vi thirc hien mot s6 cong viec cu thS theo chirc nang, nhiem V1,l cua don vi;

9) l'19t s6 ,vi~c da giao ,cho Pho Hieu tru<;mg phV trach, nhung trong tnrong
hop thay can thiet phai tnrc tiep giai quyet do van de cap bach, quan trong hoac do
Pho Hieu tnrong di cong tac vang; nhtrng v~n d€ lien quan d~n nhieu Pho Hieu
tnrong va cac Pho Hieu mrong co y kien khac nhau~v .
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e) Hang tuan phan cong mot thanh vien Ban Giam hieu lam nhiem vu true
Giam hicu d~ di~u hanh mot s6 cong viec chung cua Truong;

f) Chi dao viec huang d~n, thanh tra, kiem tra heat dong cua cac don vi, cac
t6 chirc thuoc Truong trong viec thuc hien phap luat, nhiem vu da phan cong, phan
c~p thuoc linh V1,l'Cquan ly cua Truong;

g) Ky cac van ban thuoc tham quyen cua Hieu tnrong,
3. Nhtrng cong viec c~n thao luan t?P the Lanh dao Truong truce khi Hieu

tnrong quyet dinh:
a) Chi~n hroc, quy hoach, k~ hoach phat trien dai han Truong;
b) Chuang trinh cong tac, k~ hoach h9C ky, nam hoc, nam tai chinh;
c) Trien khai thirc hien cac chu truong, chinh sach cua Dang, Nha mroc va

cac van ban quy pham phap lu?t co lien quan d~n cac linh V1,l'Cquan ly cua Truong;
d) Bao cao hang nam va cac d~ an quan trong cua Truong trinh BOY t~, BO

Giao due va Dao tao, cac bo, nganh va Co' quan ngang Bo; tong k~t tinh hinh thuc
hien k~ hoach cua Truong va kiem diem SlJchi dao di~u hanh cua Ban Giam hieu;

d) Nhirng v~n d~ v~ ky k~t cac thoa thuan hop tac qu6c t~, k~ hoach thuc
hien cac chuang trinh hop tac quoc t~ da cam k~t; cir CCVC hoac doan CCVC di
cong tac nuoc ngoai;

e) Cac chuang trinh, du an cua Truong duoc c~p tren giao thuc hien;
f) K~ hoach, phan b6 va di~u chinh thu, chi tai chinh cua Truong;
g) Cong tac t6 chirc bQmay va nhan su cua Truong theo quy dinh;
h) Cong tac dao tao, b6i duong CCVC: theo quy dinh tai Quy ch~ dao tao &

b6i dirong CCVC cua Truong;
i) Nhtrng v~n d~ khac Hieu tnrong thay dn thiet phai dua ra thao luan.
4. Cac cuoc h9P cua Ban Giam hieu phai duoc ghi thanh bien ban vao S6

h9P Giam hieu. Nguoi ghi bien ban co the la thanh vien Ban Giam hieu hoac nguoi
tham du cuoc h9P duoc Ban Giam hieu cu ghi bien ban. S6 h9P Giam hieu duoc
Hieu tnrong hru gifr. K~t thuc thai gian gifr clnrc vu, Hieu tnrong phai ban giao S6
h9P Giam hieu cho Ngiroi dung d~u Truong k~ nhiem.

Di~u 5. Trach nhiem, pham vi giai quy~t cong vi~c ciia Ph6 Hi~u truong
1. Trach nhiem cua Ph6 Hi~u tnrong:
a) Giup Hieu tnrong trong viec quan ly, di~u hanh cac hoat dong cua

Truong. M6i Ph6 Hieu tnrong duoc Hieu tnrong phan cong chi dao, di~u hanh mot
s6 linh V1,l'Ccong tac, phu trach mot s6 don vi (sau day goi la Ph6 Hieu tnrong phu
trach linh vue); chiu trach nhiem chi dao, kiem tra, giarn sat moi hoar dong cua cac
don vi theo phan cong cua Hieu tnrong; duccsir dung quyen han cua Hieu tnrong,
nhan danh Hieu tnrong giai quyet cac cong viee thuoc linh VlJCduoc phan cong;
chiu trach nhiern tnroc phap lu?t va Hi~u tnrong v~ nhirng quyet dinh cua minh va
hieu qua cong viec diroc giao;

b) Khi Hieu tnrong di~u chinh su phan cong cong tac cua cac thanh vien
Ban Giam hieu thi giira cac Ph6 Hieu tnrong ban giao noi dung cong vice, h6 So',
tai lieu lien quan d~n cong viec diroc Hieu tnrong di~u chinh va bao cao Hieu tr-
uong khi cong tac ban giao hoan t~t;

c) Bao cao k€t qua thuc hien nhiem vu duoc giao voi Hieu tnrong;
d) Ph6 Hieu tnrong nghi hoac vang mat a Truong tir 02 ngay lam viec tro

len khong thee lich cong tac tuan phai bao cao Hieu tnrong.
2. Pham vi giai quyet cong viec cua Ph6 Hieu twang: i~/
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a) Pho Hieu tnrong thay Hieu tnrong ky cac van ban thuoc linh vue, cong
tac diroc phan cong chi dao, dieu hanh va cac van ban do Hieu tnrong uy quyen;

b) Chi dao, dieu hanh viec thuc hien cong tac gmin ly ~a mroc, xay dung
van ban quy dinh, chien hroc phat trien, quy hoach, ke hoach, de an, dir an va cac
van ban quan ly khac trong quyen han va pham vi dtroc Hieu tnrong phan cong;

c) Chi dao, kiern tra, don d6c viec thuc hien cac chu truong, chinh sach,
phap luat cua Nha mroc, cac quyet dinh cua Hieu tnrong trong pham vi diroc phan
cong, phat hien va de xufit nhtrng vfin d~ dn sua d6i, b6 sung.

N~u pham vi giai quyet cong viec co lien quan d~n linh vue cua Pho Hieu
tnrong khac thi tnrc ti~p phoi hop voi Pho Hieu tnrong do d~ giai quyet. Truong
hop dn co y kien cua Hieu tnrong hoac giua cac Pho Hieu tnrong con co y kien
khac nhau thi Pho Hieu tnrong dang phu trach giai quyet cong viec do phai bao cao
Hieu tnrong quyet dinh;

d) B6i voi nhfrng van de vuot qua tham quyen hoac nhtrng vfin de lien quan
d~n tinh hinh chinh tri, kinh t~ - xa hoi cua dfit mroc, tinh hinh cua nganh y t~, giao
due hoac cac vfin de lien quan d~n an ninh, chinh tri cua Truong thi Pho Hieu
tnrong phai kip thai bao cao xin y kien cua Hieu tnrong tnroc khi quyet dinh;

d) Chi dao cac don vi duoc phan cong phu trach thuc hien nhiem vu.
e) Diroc sir dung cac phuong tien, co So' vat chfit phuc vu cho nhiem vu cong

tac diroc giao;
f) Duoc de nghi Hieu tnrong mi€n nhiem can bo quan ly cac don vi ma minh

pI1\)trach khi nguoi do khong hoan thanh nhiem vu diroc xac dinh bang van ban;
g) Pho Hieu tnrong khong giai quyet cac viec ma Hieu tnrong khong phan

cong hoac uy quyen tnr cac viec do Lanh dao Bo y t~ giao true tiep hoac cong viec
cfip bach, khan cfip lien quan d~n an ninh chinh tri cua Truong nhung sau khi thirc
hien phai bao cao ngay cho Hieu tnrong,

f)i~u 6. Trach nhiem, pharn vi ghli quy~t cong vi~c ciia true Giarn hi~u
theo ljch cong tac tu§n ciia Truong

Cac thanh vien Ban Giam hieu duoc phan cong luan phien tnrc Giam hieu
thee lich cong tac tu~n cua Truong.

Nguoi tnrc Giam hieu co nhiem vu giai quyet nhirng cong viec dot xuat
chung cua Truong khong co trong lich cong tac tuan,

f)i~u 7. Trach nhiem, pham vi giai quy~t cong vi~c ciia Ph6 Hi~u trutrng
dU'Q'cHleu trurrng iiy quyen khi Hi~u truong v~ng m~t tal Truong ,

Ngoai trach nhiem, pham vi giai quyet cong viec diroc quy dinh tai Dieu 5 va
Bieu 6 cua Quy che nay, Pho Hieu tnrong duoc Hieu tnrong uy quyen khi Hieu
tnrong vang mat tai Truong con co nhiem vu va quyen han thay mat Hieu tnrong chi
dao giai quyet cac cong viec va kYcac van ban thucc th~m quyen cua Hieu tnrong.

f)i~u 8. each thirc giai quy~t cfing vi~c ciia Ban Giam hi~u
1. Hieu tnrong tnrc tiep phan cong nhiem vu cho cac thanh vien Ban Giam

hieu bang van ban. Cac thanh vien Ban Giam hieu chi dao, dieu hanh cac don vi
duoc phan cong phu trach hoac chi dao t6 chirc thuc hien nhiem vu thee pham vi
cong viec cua minh bang van ban hoac pho bien true tiep cho don vi, ca nhan,

Giam hieu xem xet, xu Iy cong viec qua to' trinh kern thee h6 so, tai lieu cua
don vi, ca nhan va co y kien xu ly chinh thirc vao to trinh cua don vi, ca nhan. '1
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Khi Giam hieu phu trach linh vue di vang, nhung c§n kY g~p van ban thi can
b<)quan ly don vi SOC;lnthao co the trinh Giam hieu khac ky ban hanh va bao cao lai
viec xu ly van ban voi Giam hieu phu trach linh vue.

TWOng hop Giam hieu chira ky, yeu c§u sua lai n<)i dung van ban thi chi dao
ra v~ n<)i dung c§n sua va tra lai don vi SOC;lnthao chinh sua va trinh lai de ky.

Ban Giam hieu h9P thuong ky hoac d<)t xu~t de trao d6i tinh hinh, danh gia
va d~ ra chuang trinh cong taco Trong tnrong hop c§n thiet se moi them mot s6 ca
nhan co lien quan du hop.

2. Giam hieu phu trach linh vue co the h9P voi cac chuyen gia, chu d~ an va
dai dien cac don vi c6 lien quan d~ nghe y kien tham rmru, tu v~n tnroc khi quyet
dinh giai quye; nhtrng v~n d€ c§n thiet.

3. Giam hieu phu trach linh vue co th~ uy quyen cho can b<) quan ly don vi
chu tri h9P, lam viec voi cac co quan, t6 chirc, ca nhan c6 lien quan de xu Iy cac
v~n d€ thuoc tham quyen cua don vi theo quy dinh,

4. Pho Hieu twang diroc Hieu twang phan cong du cac cuoc h9P thay Hieu
twang, n~u khong du duoc phai bao cao d~ Hieu tnrong quyet dinh.

5. Ngoai cac quy dinh neu tai Di€u 4, Di€u 5, Di~u 6, Di€u 7 va cac khoan 1,
2, 3, 4 cua Di€u nay, cac quy dinh cu th~ v€ quan h~ lam viec gitra Hieu tnrong va
cac Pho Hieu tnrong con diroc quy dinh trong Quyet dinh phan cong cong viec cua
Hieu tnrong va cac Pho Hieu tnrong. Cac each thirc giai quyet cong viec khac
ngoai quy dinh tai Quy che nay do Hieu tnrong quyet dinh,

I>i~u 9. Trach nhiem, quy~n han va each tlnrc gial quy~t cong vi~c cua
NgU'O'idung diu don vi

1. Chiu trach nhiem ca nhan truce phap lu~t va Hieu twang v€ toan b<)hoat
dong cua don vi theo clnrc nang, nhiem vu duoc Hieu twang quy dinh hoac theo
quyet dinh thanh I~p cua B<) tnrong B<) Y t~ v€ k~t qua thuc hien cong viec duoc
giao va cong viec thuoc trach nhiem va tham quyen cua minh, ke ca khi da ph an
cong hoac uy nhiem cho c~p pho hoac CCVC trong don vi;

Tuan thu sir chi dao trong quan Iy, di€u hanh giai quyet cong viec cua Ban
Giam hieu; thuc hien d§y du ch~ d<)thong tin, bao cao theo quy dinh cua phap luat
va cua Truong;

Xay dung, trien khai k~ hoach cong tac nam, quy va thang cua don vi; chu
dong t6 chirc thuc hien cong viec thuoc clnrc nang, nhiern vu, quyen han cua minh.

2. Tham muu cho Giam hieu phu trach linh vue xay dung va hoan thien
chuong trinh, k~ hoach cong tac, ban hanh van ban quy dinh thirc hien, tang cuong
quan ly, di€u hanh cac cong viec co lien quan d~n chirc nang, nhiem vu cua don vi,
nhiem vu chinh tri cua Truong.

3. Khi nhan dircc cong viec khong thuoc tham quyen, clnrc nang, nhiem vu
cua don vi hoac nhfrng viec phat sinh virot qua tham quyen, Nguoi dung d§u don
vi phai bao cao ngay Giam hieu phu trach linh vue xin y kien chi dao; khong tv y
chuyen cong viec thuoc nhiem vu, tham quyen giai quyet cua don vi minh sang
don vi khac; khong tv y giai quyet cong viec thuoc nhiem vu, tham quyen cua don
vi khac.
. 4. Chu dong phoi hop voi Nguoi dirng d§u don vi khac thuoc Truong va cac

t6 chuc dean th~ cua don vi, cua Truong de xu ly nhtrng vein d€ co lien quan d~n '!
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nhfrng cong viec thuoc chirc nang, nhiem vu cua don vi va thirc hien nhiem vu
chung cua Truong,

5. Ti~p nhan y kien, van ban chi dao cua Ban Giam hieu; van ban, h6 sa tir
phong Hanh chinh tong hop va cac don vi khac do Ban Giam hieu phe duyet
chuyen d~n d~ giai quyet hoac phan cong cho CCVC trong don vi giai quyet.

6. De xu~t de an xac dinh vi tri viec lam cua don vi thuoc pham vi quan Iy
d~ trinh Ban Giam hieu quyet dinh. .

7. Quan Iy CCVC, tai chinh va tai san cua don vi theo quy dinh va theo phan
dp cua Hieu tnrong; dieu hanh don vi chap hanh chu tnrong, chinh sach cua Dang
va phap lu~t cua Nha mroc, cac quy dinh cua chinh quyen dia phuong noi Truong
d6ng tru sa. Thuc hien Quy che dan chu trong hoat dong cua don vi, ton trong va
phat huy y kien d6ng g6p xay dung cua CCVC trong don vi;

Xay dung va kiem tra viec thirc hien nQi quy, quy ch~ lam viec trong don vi
theo quy dinh cua BQ Y t~, BQ Giao due va Dao tao, cua Truong; quy dinh trach
nhiern, pharn vi va each thirc giai quyet cong viec, huang dftn, don d6c, chi dao,
kiem tra vien chirc va nguoi lao dong thuc hien nhiern vu, cong viec theo dung tien
dQva c6 ch~t hrong;

T6 clnrc thuc hien nghiem ky lu~t lao dong, quan ly va su dung c6 hieu qua
thai gio lam viec cua CCVC, chiu trach nhiem ve viec cham cong trong don vi;

Trang thai gian lam viec theo quy dinh, phai luon b6 tri c6 nguoi tnrc tai don
vi d~ giai quyet cong viec; khi CCVC vang mat, Ngiroi dirng d§u don vi phai b6 tri
ngiroi thay th~ bao dam cong viec diroc tien hanh c6 ch~t hrong, dung ti~n dQ;

Tren co sa chirc nang, nhiem vu, chuang trinh, k~ hoach thuc hien nhiem vu
cua don vi, c6 ban phan cong cong viec cho tung CCVC dam nhiem d€ phat huy
tinh chu dong, trach nhiem trong thuc hien nhiem vu dircc giao va d€ xem xet danh
gia phan loai lao dong;

Cham 10 doi song cua CCVC, de xu~t dao tao, b6i dirong, khen thuong, ky
luat va viec thuc hien ch~ dQ chinh sach d6i voi CCVC; xem xet giai quy~t hoac
kien nghi Tnrong giai quyet nhung thac mac, khieu nai chinh dang cua vien chirc
va nguoi lao dQng thuoc don vi;

Dam bao thuc hien t6t cac quy dinh ve an toan v~ sinh lao dong, phong
chong chay n6 trong don vi.

8. Tham dir d§y du cac cuoc hop do Giam hieu trieu t~p (vang mat phai bao
cao nguoi chu tri cuoc hop va uy nhiem cho nguoi hop thay neu duoc chu tri cuoc
hop d6ng y). T6 chtrc va phan cong CCVC thuc hien y kien chi dao, k~t luan cua
Giam hieu lien quan d~n chirc nang, nhiem vu cua don vi.

9. Khi duoc Giam hieu uy quyen dai dien cho Truong tham dir cac cuoc hop,
hQi nghi, tra loi phong v~n bao chi, thong tin dai chung thi phat bieu nQi dung da
duoc Hieu tnrong hoac Ph6 Hieu tnrong thong qua; n~u nQi dung chua diroc thong
qua, chi phat bieu voi tu each ca nhan va chiu trach nhiem v~ nQi dung phat bieu
cua minh.

10. Ngiroi dung d§u don vi trinh ky, de dat y ki~n tr1JCti~p voi Ban Giam
hieu nhirng nQi dung lien quan d€n nhiem vu cua don vi theo quy trinh giai quyet
cong viec va theo phan c~p quan Iy cua Hieu tnrong, Khi d~ nghi giai quyet cac
cong viec thuoc nhiem vu cua cac phong, ban chirc nang phai gui van ban qua
phong, ban chirc nang d~ lam thu tuc trinh Ban Giam hieu giai quyet; t:l
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Ngiroi dung d~u don vi phai chiu trach nhiem ve cac de xu~t hoac quyet
dinh cua minh.

11. Nguoi dung d~u don vi vang mat a Truong:
- Diroi 3 ngay lam viec: Ngiroi dung d~u phong, ban phai bao cao va ducc

su dong '1 cua Giam hieu phu trach don vi; Nguoi dung d~u bt) mon phai bao cao
va duoc sir d6ng y cua Hieu tnrong hoac Pho Hieu tnrong phu trach dao tao;

- Tir 3 ngay lam viec tro len: phai co don xin phep duoc Hieu tnrong phe
duyet dong y; neu di cong tac hay giang day theo k~ hoach cua Truong phai bao
cao va diroc sir d6ng '1 cua Hieu tnrong hoac Pho Hieu tnrong phu trach dao tao,
khong phai co don xin phep;

- Trong thai gian vang mat phai co uy quyen bang van ban cho mot c~p pho
hoac vien chirc thuoc quyen giai quyet cong viec quan 1'1, dieu hanh don vi. Dan
xin phep da duoc Hieu tnrong phe duyet cling gi~y uy quyen phai duoc gui cho
Ban Giam hieu va phong T6 chirc can bt) (gui qua phong Hanh chinh tong hop)
truce khi vang mat a Truong it nh~t 1 ngay lam viec. Nguoi diroc uy quyen chiu
trach nhiem tnroc Ngiroi uy quyen va tnroc phap lu~t ve moi hoat dong cua don vi
trong thai gian dircc uy quyen.

12. Khi Ban Giam hieu co chuang trinh lam viec voi don vi (theo lich cong
tac hoac thong bao) thi Ngiroi dung d~u don vi phai chuan bi nt)i dung va t6 chirc
thirc hien. Nguoi dung d~u don vi phai bao cao Hieu tnrong ket qua thuc hien
nhiem V\! do cac Pho Hieu tnrong chi dao khi Hieu tnrong co yeu c~u.

13. T6 clnrc va chu tri cac cuoc hQP giao ban, So' ket, tong ket, kiem diem
cong tac cua don vi. HQP giao ban don vi hang tuan d€ danh gia, dieu chinh viec
thuc hien nhiem vu cua don vi. Hang nam, chu tri t6 chirc danh gia CCVC thuoc
don vi then huang dlln cua Truong,

14. Thirc hien cac nhiem vu khac do Giam hieu giao.
15. Diroc quyen de xu~t mi~n nhiem c~p pho khong hoan thanh nhiem vu;

diroc quyen de nghi quy hoach can bt) then quy dinh; duoc quyen de nghi xem xet
ky luat vien chirc va nguoi lao dong thuoc don vi minh quan 1'1 khi khong hoan
thanh nhiem V\!.

16. Pham vi giai quyet cong viec: then chirc nang, nhiem V\! quy dinh tai
Quy che t6 chirc va hoat dt)ng cua Truong va do Hieu tnrong phan cong.

Di~u 10. Trach nhiem, quyen han va each thirc ghli quy~t cong vi~c cua
NgU'()'idung d§u don vi thuQc Truong do BQ Y t~ ky quy~t djnh thanh l~p va
b8 nhiem gift chirc vu lanh d~o

Ngoai trach nhiem, quyen han va each thirc giai quyet cong viec quy dinh tai
Dj~u 9 cua Quy che nay, Nguci dung d~u don vi true thuoc Truong do Bt) Y t~ ky
quyet dinh thanh l~p va b6 nhiem gitr chirc vu lanh dao con phai thuc hien quy
dinh rieng ve trach nhiem, quyen han va each tlnrc giai quyet cong viec nhir sau:

1. Duoc thuc hien cac quyen W chu, tu chiu trach nhiem va sir dung con d~u,
tai khoan cua don vi theo quy dinh tai Quyet dinh thanh l~p don vi cua Bt) Y t~,
Quy ch~ t6 chirc hoat dong cua don vi, then quy dinh cua phap luat va then phan
cfrp cua Hieu tnrong; thirc hien cac nghia V\1 d&ivoi Truong theo quy dinh.

2. Chju su quan 1'1 chung cua Tnrong nhu cac don vi trong Truong ve t6 chirc,
hanh chinh va cac mat cong tac khac then guy dinh cua Bt) Y t€ va Hieu tnrong.

3. Ti€p nhan chu tnrong, k~ hoach, nhiem vu cua don vi do Lanh dao BQ va
cac don vi chuc nang Bo Y t€ giao va phai bao cao kip thai voi Hi~u truang.''j-
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f)i~u 11., Trach nhiem, quy~n han va each thirc giai quy~t cong vi~c cua
NgmYi <lu-ng<lau bQ mdn thuQc Truong

Ngoai trach nhiern, pham vi va each thirc giai quyet cong viec duoc quy
dinh tai Dieu 9 cua Quy ch~ nay, Nguoi dung d§u cac bQ man thuoc Truong can
phai thuc hien quy dinh rieng ve trach nhiern, pham vi va each thirc giai quy~t
cong viec nhu sau:

1. Nhan k~ hoach giang day chung ur Truong va chu tri t6 chirc phan cong
ccvc trong bQman thuc hien.

2. T6 chirc, quan ly viec nhap diem, hru tm diem, bai thi cac hoc phan, man
hoc; hru trfr danh sach, k~t qua hQCtap, bang di€m cua nguoi hoc do bQman quan
1ytheo quy dinh va theo phan c~p cua Truong.

3. Ph6i hop voi cac phong ban chirc nang quan ly, giao due, kiem tra, giam
sat moi hoat dong hoc tap, thuc t~p, thi, nghien ciru, ren luyen cua nguoi hoc trong
qua trinh dao tao, nghien ciru tai bQ man; giai quyet hoac kien nghi Lanh dao
Truong giai quy~t nhfrng thac mac, khieu nai ve ket qua hoc tap.

4. Chiu trach nhiem xay dung, quan 1y ngan hang cau hoi thi, t6 chirc ra de
thi va cham thi cac hoc phan, cac man hoc do bQman dam nhiem.

5. T6 chirc dang ky va l~p danh sach giang vien huang d~n chuyen de, de tai
khoa luan, luan van, lu~n an cho nguoi hoc.

6. Chu tri t6 chirc xay dung nQi dung, thtrc hien chuang trinh man hoc, bien
soan giao trinh, bai giang va c~p nhat cac tai li~u phuc vu giang day hoc t~p; thong
nhat nQi dung, phirong phap giang day phu hop voi yeu c§u hQCthuat cua be>man.

7. Chu tri viec moi kiem giang, thinh giang, chuyen danh sach de nghi, h6 sa
qua phong T6 clnrc can bQ d€ trinh Hieu twang quyet dinh. Tren co sa quy~t dinh
cua Truong, Nguoi dung d~u bQ man thuc hien moi giang, hop d6ng va theo d5i
viec thuc hien; trinh Giam hieu ky .thanh Iy hop d6ng thinh giang khi k€t thuc nam
hQCva t6ng hop k~t qua thirc hien thinh giang gui phong Dao tao, phong Sau da;
hQCde thong ke, bao cao, '

8. Chu tri t6 chirc hoat dong chuyen man va sinh hoat khoa hoccua bQman.
9. Dieu ti~t nhan lire khi co CCVC cua bQ man duoc Truong dieu dong di

cong tac, tham gia tuyen sinh, fa de thi, coi thi, cham thi ...
10. Ph6i hop voi cac don vi trong va ngoai Truong chu dong tim kiem, ti~p

nhan, kiem tra, don d6c CCVC trong bQ man thuc hien nghien cuu, trng dung cac
de tai khoa hoc, nang cao ch~t Iuong dao tao va nghien ciru khoa hoc thuoc chuyen
nganh, hoc thu~t cua bQman.

f)i~u 12. Trach nhlem, quyen han va each thtrc glal quyet cong vi~c cua
Ph6 truong cac (fan vi thuQc Truong

1. Giup Ngiroi dung d§u don vi trong viec quan ly, dieu hanh cac hoat dong
cua don vi; duoc Ngiroi dung d~u don vi phan cong phu trach thirc hien mot hoac
mot s6 linh V\IC cong tac, chiu trach nhiem truce phap luat va Ngiroi dung d§u don
vi ve thuc hien nhiern vu diroc phan congo

Khi Nguoi dung d§u don vi vang mat, Pho Truong don vi ducc uy quyen
quan 1ydieu hanh hoat dong cua don vi theo quy dinh,

2. Truong hop Giam hieu phan cong tnrc tiep cho Pho Truong don vi thi
Pho Truong don vi phai thi hanh y ki€n chi dao cua Giam hieu d6ng thai bao cao
voi Nguoi dung d§u donvi'\i
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3. Khi xir Iy cong vice duoc Ngtroi dung d~u don vi phan cong phu trach,
Pho Truong don V! c6 quyen gifr y ki~n rieng va th€ hien r5 y kien bang van ban d€
Nguoi dung d~u don vi xem xet, quyet dinh. Ph6 Truong don vi phai chiu trach
nhiern tnroc Ngtroi dung d~u don vi v€ cac d€ xudt cua ca nhan.

Bi~u 13. Trach nhiem, quyen han va each tlnrc giai quy~t cong vi~c cua
CCVC

CCVC thuoc Truong c6 trach nhiern thirc hien quyen va trach nhiem quy
dinh tai Di€u 33, Di€u 34, Di€u 35, Di€u 37 Quy ch~ T6 chirc va hoat dong cua
Truong, cac quy dinh cua phap lu~t hien hanh va mot s6 quy dinh cu th€ sau:

1. Chap hanh SI,l'chi dao, phan cong nhiem vu cua Nguoi dung d~u don vi va
Ph6 Truong don vi phu trach phan viec duoc Nguoi dung d~u phan cong; thirc
hien d~y du cac quy che, quy dinh v€ vien chirc, cong vu, lao dong cua Nha mrcc,
cua nganh Y t~, nganh Giao due, cac quy che, quy dinh cua Truong va cua don vi
trong khi giai quyet cong viec.

2. a tung vi tri cong tac, CCVC phai chiu trach nhiem tnroc Nguoi dung
d~u don vi va phap luat khi thi hanh nhiem vu dtroc giao; chu dong nghien ciru,
tham rmru v€ llnh V\fCchuyen mon ducc phan cong va chiu trach nhiem v€ y kien
d~ xu~t cua minh; h6 tro, hop tac voi CCVC, ngiroi h9C trong Truong d€ giai quyet
nhtrng nhiem vu c6 lien quan;

Tuan thu dung trinh tu, quy trinh giai quyet cong viec, dam bao ti~n dQ, eh~t
IUQ'ng, hieu qua; dam bao v€ nQi dung, hinh thirc, th€ thirc, thu tuc ban hanh van
ban. Truong hop khong th€ hoan thanh nhiem vu phai bao cao ngay cho Nguoi
dung d~u don vi d€ giai quyet;

C6 trach nhiern bao cao Ngtroi dung d~u don vi k~t qua viec thuc hien
nhiem vu va cac bao cao khac then quy djnh;

Khong duoc W y trao d6i, lam viec, cung c~p s6 lieu, thong tin do don vi
then doi, quan Iy voi danh nghia cua don vi khi chua co y kien cua Ngiroi dung
d~u don vi.

3. Truong hop Giarn hieu hoac Ban chi dao, HQi d6ng, T6 cong tac do Hieu
tnrong thanh l~p ycu c~u lam viec voi CCVC cua don vi (k€ ca Ph6 Twang don vi)
thi CCVC d6 co trach nhiern thtrc hien va chuan bi d~y du h6 So', tai li~u d€ lam viec.

4. Khi duoc Nguoi dung d~u don vi hoac Giam hieu cir du h9P (do Giam
hieu trieu t~p hoac don vi khac moi) hoac tham gia doan cong tac cua Truong, cua
c~p tren thi co quyen d€ xuat voi Nguo] dung d~u don vi cung c~p tai lieu c~n thiet
lien quan d~n cong viec duoc giao.

5. CCVC la dang vien, doan vien, hQi vien cac doan th€ phai guong m&u
hoan thanh t6t cong viec ducc doan th€ giao; nghiem chinh thuc hien cac quy djnh
v€ nhiem vu va trach nhiem cua nguoi dang vien, doan vien, hQi vien.

6. CCVC (k€ ca Ph6 Truong don vi) trong khi thuc hien nhiem vu do Nguoi
dung d~u don vi phan cong neu khong d6ng y voi viec duoc phan cong v&n phai
chap hanh nhung co quyen bao luu y kien bang van ban va bao cao Giani hieu phu
trach linh VI,l'C(true tiep hoac giri qua phong T6 chirc can bQ) d€ duoc Giam hieu
xem xet quyet dinh then tham quyen.

Trong tnrong hop nhiem vu duoc giao khong dung chirc nang, quyen han
hoac khong c6 kha nang thuc hien thi CCVC phai c6 y kien ngay voi ngiroi giao
nhiern vu d€ phan cong nguoi khac. <If
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7. Ngoai cac quy dinh tren, giang vien phai th1JChien nhiem vu giang day va
nghien ciru khoa hoc thee quy dinh cua Nha mroc, quy ch~ cua BQ Giao due &
Dao tao va cac quy dinh cua Truong.

Chuong III
QUAN H¥ CONG TAc vA MQT so QUY DINH KHI LAM VI~C

Di~u 14. Quan h~ ghii quy~t cong vi~c gifra cac don vi thuQc Truong
1. Khi thtrc hien nhiem vu can co S1Jphoi hop lam viec, giai quyet cua nhieu

don vi tI1JCthuoc Truong, Giam hieu phu trach linh vue se phan cong mot don vi
chu tri hoac lam d~u m6i d~ thuc hien (sau day goi la don vi chu tri).

2. Dan vi chu tri phai chiu trach nhiem thuc hien cong viec duoc giao c6
chat IUQ'ngva dung thai han quy dinh. H~t thai han quy dinh n~u chua hoan thanh
phai bao cao Giam hieu phu trach linh V1JCd~ chi dao giai quyet.

3. Dan vi chu tri chiu trach nhiem chinh v€ toan bQ qua trinh xu Iy cong
viec, c6 trach nhiem chuyen h6 so, tai lieu lien quan cho don vi ph6i hop; don vi
phoi hop c6 trach nhiem tham gia y kien v€ nhirng noi dung cong viec c6 lien quan
den linh VI,TCdon vi minh phu trach, Khi cong viec yeu c~u khAn phai tra lai ngay
trong ngay hoac Giam hieu ghi thai han cu th~ thi thirc hien thee thai han d6.
Thong thuong cham nh:1t sau 2 ngay lam viec, don vi ph6i hop c6 trach nhiern tra
loi don vi chu tri neu duoc hoi y kien (co th~ bang van ban); d6i voi cac cong viec
phirc tap, c~n c6 thai gian chuan bi tra ciru thi don vi phoi hop phai thong bao cho
don vi chu tri biet thai gian tra loi.

Neu c6 yeu c~u lam r5 hon nQi dung hoac cung c:1pthong tin them v€ cong
viec can xu Iy thi don vi phoi hop thong bao voi don vi chu tri d~ don vi chu tri
lam.rd cac yeu c~u cua don vi phoi hop,

4. D6i voi nhirng v:1n d€ khong thuoc clnrc nang cua don vi hoac virot qua
kha nang giai quyet thi Nguoi dung d~u don vi chu tri phai chu dong bao cao xin y
kien Giam hieu phu trach linh vue xem xet, quyet dinh.

5. Cac don vi khi co van ban kien nghi hoac y kien d€ xU:1tvoi Giam hieu
lien quan d~n nhiem vu cac phong, ban phai giri qua phong T6 chirc can b9 d~ trinh
Giam hieu xem xet giai quyet.

Di~u 15. Quan h~ gifra NgU'O'idung dftu cac don vi
1. Quan h~ cong tic giira Nguoi dung d~u cac don vi thuoc Truong la quan

h~ ngang c:1p,ph6i hop giai quyet cong viec co lien quan thee chirc nang, nhiem vu
Truong quy dinh va thee chi dao cua Giam hieu.

2. Nguoi dung d~u don vi khi giai quyet cac van d€ thuoc chirc nang, nhiem
vu cua don vi minh co lien quan den chirc nang, nhiem vu cua don vi khac nh:1t
thiet phai trao d6i y kien voi Ngiroi dung d~u don vi do (co th€ bang van ban).
Nguoi dung d~u don vi duoc hoi y kien c6 trach nhiern tra loi va chiu trach nhiern
v€ noi dung tra loi. Thai gian tra loi khong qua 02 ngay lam viec k~ tir khi nhan
diroc thong tin trao d6i (khi phuc vu dap tmg yeu c~u khan, hoa t6c phai tra lai
ngay trong ngay hoac Giam hieu ghi thai han cu th~ thi thuc hien thee thai han
do), neu qua thai gian tren khong tra lai thi duoc coi nhu da d6ng y voi d~ xu~t cua
don vi hoi y kien va chiu trach nhiem v~ y kien cua minh.

3. Khi thtrc hi~n nhiem vu, Ngiroi dtrng dau don vi c6 trach nhiem phdi hop O\t-_
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voi ,ca nhan, don vi c6 lien quan d~ giai quyet. D6i voi nhirng vftn d~ lien quan d€n
nhieu don vi hoac virot th~m quyen giai quyet hoac khong du di~u kien thuc hien thi
Ngiroi d~ng dau don vi phai bao cao va d~ xuat voi Giam hieu xem xet, quyet dinh.

Dieu 16. Quan h~ gifra Clam hi~u voi Nguot dung dAu don vi
1. Quan h~ cong tac gitra Giarn hieu voi Ngiroi dung dfru don vi la quan h~

cftp tren va cftp diroi.
2. Giam hieu dinh ky hoac d9t xuat lam viec voi Ngiroi dung dfru don vi

minh phu trach, tnrc tiep nghe bao cao tinh hinh va chi dao viec thtrc hien nhiern
vu cua don vi theo yeu cfru cua Truong,

3. Ngiroi dung dfru don vi c6 trach nhiem bao cao kip thai bang van ban voi
Giam hieu phu trach linh VlJCv~ k€t qua thirc hien nhiem vu, ki€n nghi cac vftn d~
cfrn giai quyet khi thuc hien cac quy dinh tai Di~u 9 cua Quy ch€ nay va nhtrng vftn
d~ v~ co che, chinh sach cfrn sua d6i, b6 sung; kien nghi sua d6i, b6 sung chuang
tr!nh, k€ hoach cong tac cho phu hop voi yeu cfru cua don vi, cua Truong va cua
cap tren,

4. Hieu tnrong b6 nhiem, mi€n nhiem chirc danh Truong, Ph6 tnrong hoac
cir Phu trach don vi theo quy dinh, d6ng thai chi dao toan dien moi hoat dong cua
cac don vi tnrc thuoc thong qua Nguoi dung dfru don vi (cac don vi tnrc thuoc
thanh l~p theo quyet dinh cua BQ Y t€ c6 quy dinh cu th~ rieng trong Quy che t6
cmrc va hoat dong cua don vi).

Di~u 17. Quan h~ gifra Truong v6'i coosO-dito tao ngoai Truong
Truong c6 trach nhiem chi dao, huang d~n, kiem tra hoat dong nghiep vu

chuyen mon, viec chftp hanh co che, chinh sach, phap luat cua Nha mroc trong dao
tao, cac quy dinh v~ dao tao da diroc cac cftp c6 tham quyen phe duyet va thoa
thuan trong h9'P d6ng gitra Truong voi co sa.

Cac van ban chi dao, lam viec gitra Truong voi cac co sa ph6i h9'P dao tao
phai do Giam hieu ky; cac van ban do Truong don vi ky thira lenh Hi~u tnrong d~
gui cho ca~ co sa ph6i hop dao tao phai giri bao cao,Giam hieu phu trach linh VlJC;
cac H9'P dong phoi hop dao tao, cac thong bao tuyen sinh tai co sa phai do Giam
hieu phu trach linh VlJCky.

Di~u 18. Cac quan h~ cong tac khac , ,
1. Dang uy Truong chiu SlJ chi dao tnrc tiep cua Ban can SlJDang BQ Y te

va Dang uy Kh6i cac tnrong Dai hoc, Cao d~ng Ha N9i trong viec lanh dao
Truong.

2. Quan h~ voi BQ Y t€, BQ Giao due va Dao tao: Truong chiu sir chi dao
true tiep cua BQ Y t€, trong viec trien khai thuc hien nhiem vu cua Truong; lien h~
chat che voi cac ca quan cua BQ Giao due va Dao tao, bao dam chftp hanh dung
cac quy dinh cua Nha nuoc, hoan thanh c6 ehftt hrong, dung tien dQnhiern vu diroc
giao theo sir chi dao, di~u hanh cua BQY t€, BQGiao due va Dao tao.

3. Quan he gitra Ban Giam hieu voi t6 chirc Dang, Cong dean, Doan Thanh
nien, H9i Sinh vien, H9i ClJUGiao chuc ... (goi chung la cac t6 chirc chinh tri - xa
hoi va t6 chirc xa hoi nghe nghiep) trong Truong:

a) Quan h~ voi Dang uy Truong: Ban Giam hieu phai thuc hien theo dung
cac quy dinh cua Dang va Quy che lam viec cua Dang uy Truong,

b) Quan h~ voi Cong doan Truong duoc thuc hien theo Quy ch€ v~ mci
quan h~ cong tac gitra Chinh quyen va Cong doan Tnrong Dai hoc Duoc Ha NQi;

c) Quan h~ voi Doan Thanh nien Cong san H6 Chi Minh: Hieu tnrong phanl(;"
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cong mot Giam hieu tnrc ti~p chi dao t6 clnrc Doan Thanh nien Cong san H6 Chi
Minh hoat dong theo cac quy dinh hien hanh; ,

d) Quan h~ voi cac Hoi, Hiep hoi (Hoi Sinh vien, Hoi CIJU giao chirc ... ):
Hieu tnrong phan cong mot Giam hieu tnrc tiep chi dao t6 chirc hoat dong Hoi,
Hiep hoi theo Di~u I~ hoac cac quy dinh v~ hoat dong cua Hoi, Hiep hoi hien hanh;

d) it nh~t 06 thang mot Ifin, Giani hieu duoc phan cong chi dao se lam viec
voi cac t6 chirc chinh tri - xa hoi va t6 chirc xa hoi .nghe nghi~p cua Truong d€
thong bao tinh hinh hoat dong cua Truong, giai quyet nhtrng kien nghi cua dean
vien, hoi vien va lang nghe y kien d6ng g6p cua cac t6 chirc qufin chung v~ hoat
dong cua Tnrong;

e) Nguoi dung dfiu cac t6 chirc chinh tri - xa hoi va t6 chtrc xa hoi ngh~
nghiep cua Tnrong duoc moi tham du cac cuoc hop, hoi nghi, Ban t6 chirc, Ban
chi dao, Hoi d6ng do Truong t6 chirc d€ tham khao y ki~n tnroc khi quyet dinh cac
v~n d~ c6 lien quan d~n heat dong, quyen, nghia vu, loi ich hop phap cua t6 chirc
va cac thanh vien cua t6 chirc d6;

f) Hieu tnrong tao di~u kien thu~n loi d~ cac t6 chtrc chinh tri - xa hoi va t6
chirc xa hoi nghe nghiep hoat dong c6 hieu qua, g6p phan thuc hien thang lei
nhiem vu chinh tri cua Truong, dam bao quyen, nghia vu, loi ich hQ'Pphap cua
eevc, nguoi hoc.

4. Quan h~ gitra Nguoi dung dfiu don vi voi chi bo, cac t6 chirc chlnh tri - xli
hoi va t6 chirc xa hoi nghe nghiep trong don vi:

a) Nguoi dung dfiu don vi c6 trach nhiern tao di~u kien thuan loi d~ chi bo
Dang, t6 Cong dean, chi Doa~ TNCS H6 Chi Minh heat don$ c6 hieuqua, theo
dung quy dinh cua Truong, dieu l~, ton chi va SI,1 chi dao cua to chtrc Dang va cac
t6 chirc chinh tri - xa hoi va t6 chirc xa hoi nghe nghiep; phoi hQ'P voi t6 clnrc
Dang va cac t6 chirc chinh tri - xa hoi va t6 chirc xa hoi nghe nghiep cham 10, tao
di~u kien lam viec, hoc t~p va nang cao trinh do chinh tri, chuyen rnon, nghiep vu
cho ecvc; bao dam thuc hien Quy ch~ dan chu, xay dung khoi doan ket, nep
song van hoa, ky luat, ky cirong trong heat dong cua don vi;

b) Chi bo dang la hat nhan chinh tri lanh dao don vi thirc hien nhiem vu
duoc giao; lanh dao viec ch~p hanh dirong 15i, chu tnrong cua Dang, chinh sach,
phap lu~t cua Nha rnroc, quy dinh, chuang trinh ke hoach cua Truong 6 cac don vi
thuoc chi bo quan ly thong qua Ngiroi dirng dfiu don vi va cac t6 chirc chinh tri - xa
hoi va t6 chirc xa hoi nghe nghiep bang Nghi quyet cua chi bo.

M5i quan h~ gitra chi bo voi Nguoi dung dfiu don vi la m5i quan he lanh dao
va chiu su tanh dao, Ngiroi dung d~u chiu trach nhiem tnroc chi bo t6 chirc thuc
hi~n thang loi nghi quyet cua chi bo;

c) Nguoi dirng dfiu don vi c6 trach nhiem bao cao tinh hinh thirc hien nhiem
vu, phuong huang cong tac cua don vi tnroc chi uy (chi bo) dinh ky hoac dot xu~t khi
c6 yeu du va thuc hi~n su chi dao cua chi bo theo quy dinh cua Di~u l~ Dang; tham
khao y kien cua Bi thu chi bo, T6 tnrong Cong doan tnroc khi quyet dinh cac v~n d~
c6 lien quan d~n quyen, nghia vu va loi ich hQ'Pphap cua CCVC trong don vi;

d) Cac t6 chirc chinh tri - xa hoi va t6 chuc xa hoi ngh~ nghi~p c6 trach
nhi~m v~n dong, tuyen truy~n giao d\lc chodoan vien, hoi vien nang cao nh~n thuc
chinh trj, trinh do chuyen mon, xac dinh r5 trach nhi~m, nghTaV\l va quy~n lqi; k~t
hqp vai chinh quy~n va cac dofm th€ khac dong vien CCVC trong dan vi doan k~t'l/
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chap hanh nghiem chinh dirong hf,i, chu tnrong cua Dang, chinh sach, phap luat
cua Nha mroc, thi dua hoan thanh xuftt s~c nhiem vu duoc giao.

5. Quan h~ giira Nguoi dung dftu don vi voi CCVC trongdon vi:
a) Quan h~ giira Nguoi dung dftu don vi voi CCVC trong don vi la quan h~

cftp tren va cftp diroi;
b) Ngiroi dung dftu don vi va ccvc trong don vi giai quyet cac m6i quan h~

trong cong tac then quy dinh tai Di~u 9, Di~u 10, Di~u 11, f)i~u 12 va Di~u 13 cua
Quy ch~ nay.

c) Can cir van nhiem vu diroc giao, CCVC phat huy nang hrc ca nhan, d~
cao su ph6i hop cong tac, chu dong xay dung chirong trinh, k€ hoach lam viec, neu
kho khan vtrong mac phai bao cao ngay Ngiroi dung dftu don vi d€ giai quyet.

I)i~u 19. MQt s6 quy dinh khi lam vi~c
I. Thai gio lam viec: Thai gio' lam viec co th€ thay d6i then quy dinh cua

Nha mroc.
a) CCVC lam viec then gio hanh chinh (8 gio/ngay, 40 gio/tuan, 5

ngay/tuftn) bao gom: Ban Giam hieu; cac phong ban, Vien, Trung tam, Tram y t~,
Thu vien, ... (goi chung la CCVC hanh chinh).

Cac don vi lien quan d~n phuc vu giang day thuong xuyen, lien tuc nhu:
Tram y t~, Thir vien, phong Cong nghe thong tin, nhan vien bao v~ va ky thuat
vien tai cac b(> mon ... lam viec then gio hanh chinh nhung duoc b6 tri tnrc hoac
phan kip lam viec d€ dam bao phuc vu nguoi h9C theo gio giang day, h9C t?p.

CCVC lam vi~c then gio hanh chinh vang mat tai don vi qua 30 phut trong
gio' lam viec phai bao cao can b(>quan 11'don vi.

Phong T6 clurc can b(> la dftu moi quan 11',thong ke va bao cao viec tuan thu
ky luat trong lam viec cua CCVC lam viec then gio hanh chinh.

b) Giang vien lam viec then gio giang day, then ch~ d(> va dinh mire thai
gian quy dinh cua Nha mroc, Quy dinh dinh mire thai gian lam viec va gio chuan
giang day cua Truong,

Giang vien thay d6i lich giang then k~ hoach phai bao cao can b9 quan 11'
don vi d€ b6 tri thay th~ va thong bao cho phong chirc nang quan 11'biet.

Phong Khao thi va Ki€m dinh chftt Iuong la dftu moi quan 11', thong ke va
bao cao viec tuan thu ky luat trong lam viec cua giang vien va kY thuat vien.

c) Can b(> quan 11'don vi co trach nhiem giam sat viec tuan thu ky lu?t lam
viec cua CCVC thuoc tham quyen quan 11'. Viec tuan thu ky Iu?t trong lam viec,
rmrc d9 hoan thanh nhiem vu cua CCVC ducc tinh d€ xet nang hrong, phan loai
lao dong huong luong tang them, khen thuong, ky luat va cac ch€ d9 Uti dai hien
hanh; tnrong hop CCVC phai lam them gio thi duoc thanh toan then cac quy dinh
hien hanh va Quy che chi tieu noi b9 cua Tnrong,

2. Trang phuc: CCVC khi d~n Truong lam viec phai rnac trang phuc gon
gang, lich str; khi lam viec trong phong thi nghiem hoac noi lam viec co yeu cftu
trang phuc rieng phai thuc hien dung quy dinh; khi tham du cac buoi Ie, cU9C h9P
trong th€ yeu cau mac Ie phuc phai mac Ie phuc then quy dinh.

Nguoi h9C khi tlnrc hien nhiem vu h9C tap trong Truong phai deo the do
Truong cap.

3. Giao tiep, img xu:
a) Tronggiao tiep va irng xu, CCVC phai co thai d(> lich su, van hoa; ngon

ngtr giao ti~p phai r5 rang, mach lac, khong noi tuc, noi tieng long, quat nat; thuc.,
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hien cac van ban: Quy djnh v€ dao dire nha giao, Quy t~c irng xu cua CCVC trong
cac don vi SlJ nghiep y te hien hanh;
, b) Giao ti~p va irng xu voi ngiroi hoc, cong dan d~n lam viec: phai nha nhan,
lang nghe '1 kien, giai thich, huang dan r6 rang, khong diroc c6 thai dQ hach dich,
nhfing nhieu, gay kh6 khan phien ha khi thirc hien nhiem vu;

c) Giao tiep va irng xu voi d6ng nghiep: phai co thai dQ trung thuc, than
thien, hop tac;

d) Giao ti~p qua dien thoai: phai xirng ten, don vi,' trao d6i ngan gon t?P
trung vao nQi dung cong viec, khong ng~t dien thoai dQt ngot.

4. Noi lam viec: phong lam viec phai co bi~n ghi r5 ten don vi; ch6 lam vi~c
phai duoc s~p xep, bai tri sach, gon gang, ngan nap, khoa hoc; dam bao an toan,
ti~t kiem dien, mroc.

ChU'O'ngIV
QUY TRiNH vA eAcH THUC GIAI QUYET VAN BAN

Di~u 20. Quan ly van ban, h8 so, tai li~u va thii tuc trinh Giam hi~u giai
quyet cong vi~c

1. Quan 1'1 van ban, h6 sa, tai lieu: thuc hien then cac quy dinh hien hanh,
Quy ch~ v€ cong tac van thir hru trfr cua Truong va cac quy dinh cu th~ sau:

a) Phong Hanh chinh t6ng hop chiu trach nhiem tiep nhan, dang ky, phan
loai, phan phoi van ban d~n, van ban di cua Truong. Tfit ca cac van ban gui d~n
Truong hoac cua Truong gui di d€u phai qua van thir van s6;

b) Truong phong Hanh chinh tong hop co trach nhiern:
- Quan 1'1 cong tac van thir, hru tm cua Truong;
- Ki~m tra (hoac uy quyen cho c~p diroi kiem tra) va chiu trach nhiem v€

th~ thirc, ky thuat trinh bay va thu tuc ban hanh van ban truce khi trinh ky va dong
d~u phat hanh van ban;

- T6 chirc viec luu trtr, bao mat cac h6 sa, quan 1'1 con dau, tai lieu, van ban
di, van ban d~n then dung quy dinh cua Phap lenh Luu trfr tai lieu QU6c gia, Phap
lenh Bao v~ bi m?t Nha nuoc va cac quy dinh cua phap Iu?t khac;

- T6 chirc huang dan, kiern tra viec thuc hien cac quy dinh v€ cong tac van
thu, hru tnr; quy trinh ky cac loai van ban do Truong ban hanh va phat hanh;

c) Cac van ban phai duoc soan thao dung th~ thirc then Quy ch~ vecong tac
van tlnr hru tm cua Truong, cac quy dinh hien hanh (van ban cua 16 chirc Dang
thirc hien then quy dinh rieng cua Dang);

d) CCVC co trach nhiem l?p h6 sa cong viec, quan 1'1 h6 sa, tai lieu va thuc
hien ch~ dQbao m?t then quy dinh chung cua Nha mroc; co trach nhiem nQP luu h6
sa, tai lieu cho don vi hoac phong Hanh chinh t6ng hop then dung quy dinh;

CCVC khi chuyen cong tac hoac nghi huu phai ban giao dfiy du h6 sa, tai
li~u cho nguoi thay th~ hoac Nguoi dung dfiu don vi. NQi dung ban giao phai duoc
th~ hien bang van ban, co SlJ xac nhan cua Nguoi dung dfiu don vi va gui v€ phong
T6 chirc can bo d~ bao cao Giarn hieu;

d) Phong Cong nghe thong tin co trach nhiem quan 1'1, huang dan cac don vi
thuc hien chuang trinh quan ly van ban, quan 1'1 thong tin tren website cua Truong
then Quy che quan 1y hoat dong thong tin, tuyen truyen, quang cao cua Truang-;Z'f

"
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e) Cac don vi c6 tu each phap nhan tnrc thuoc Truong xu Iy van ban d€n
thee Quy ch€ v€ cong tac van thu luu tnt cua Truong, cac quy dinh v€ van thu, luu
trfr hien hanh va thee quy dinh tai Quy che nay.

2. Thu tuc trinh Giam hieu giai quyet cong viec:
a) Van ban cua don vi trinh Giam hieu phai do Ngiroi dung d§u don vi (hoac

ngiroi diroc Ngiroi dung d§u don vi uy quyen) trinh ky; Nguoi dung d§u don vi
phai c6 chinh kien r5 rang, chiu trach nhiem v€ nQi dung van ban va h6 sa kern
thee khi trinh ky.

Khi nhan diroc van ban, h6 So', cong viec cua cac don vi, ca nhan giri trinh
Giam hieu, Nguoi dung d§u don vi c6 tham quyen giai quyet (hoac ngiroi duoc
Ngiroi dung d§u don vi uy quyen) co nhiem vu tham tra v~ mat thu tuc, th~ thirc,
noi dung van ban: neu nQi dung van ban, cong viec trinh khong thuoc tham quyen
giai quyet cua Giam hieu, trai voi y kien chi dao cua Hieu tnrong, trai voi quy dinh
hien hanh cua Nha nuoc hoac khong phu hop gitra h6 So'va nQi dung cua van ban
hoac h6 sa chua du r5 d~ quyet dinh hoac th€ thirc van ban khong dung quy dinh
hoac nQi dung con c6 y kien khac nhau v€ quan di€m gitra cac don vi c6 lien quan,
phai giri lai don vi, ca nhan gui trinh va neu r5 yeu c§u d~ thuc hien dung quy dinh.

H6 so trinh Giam hieu phai duoc don vi trinh l?p danh muc luu d€ thee doi
qua trinh xu lY.

b) H6 So' trinh d6i voi cac van ban, d€ an bao g6m:
- Van ban trinh Giarn hieu ky;
- Van ban hoac y kien cua Giam hieu, don vi e6 lien quan;
- Bao cao giai trinh viec tiep thu y kien cua cac don vi e6 lien quan, y kien tu

vfin (neu co);
- Cac tai lieu c§n thiet khac co lien quan.
Di~u 21. Ti~p nh~n va ghii quyet van ban d~n
Thuc hien thee Quy che v€ cong tac van thu luu trir cua Truong va cac quy

dinh cu th€ sau:
1. Ti€p nhan, dang ky van ban d€n:
a) Tfit ca van ban (k€ ca don, thir cho ca nhan) duoc gui hoac nhan tnrc ti€p ill

Co' quan ngoai d~n Truong Dai hoc Duoc Ha NQi (sau day goi la van ban den) d~u
phai qua phong Hanh chinh t6ng hop d€ lam thu tuc nhan, dang ky. Cac van ban c6
dfiu "C6ng van d€n" cua van thu moi c6 tinh phap ly d€ xem xet va giai quyet;

b) Van ban, tai lieu mat phai ducc dang ky quan Iy dung thee Quy che bao
v~ bi mat trong nganh Y t~ va cac quy dinh hien hanh,

2. Trinh duyet, chuyen giao van ban:
a) Phong Hanh chinh tong hop sau khi nhan, dang ky van ban d€n phai kip

thai trinh Hieu tnrong xu ly van ban; van ban giri Dang uy chuyen cho Van phong
Dang uy xu ly, van ban giri cac t6 chirc chinh tri - xa hoi, t6 chirc xa hoi nghe
nghiep chuyen cho cac t6 chirc xu ly;

b) Sau khi van ban duoc xu ly, phong Hanh chinh tong hop chuyen hoac sac
nhan ban d€ chuyen ngay d€n cac don vi, ca nhan thuc hien;

c) Nhfrng van ban tren phong bi d€ r5 ten ngiroi nhan, phong Hanh chinh
tong hop phai chuyen den nguoi nhan nguyen ca phong bi;

d) Phong Hanh chinh tong hop khi chuyen giao van ban phai c6 ky xac nhan
van s6 chuyen giao van ban; li-
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d) Dan, vi nhan 1;>ang6c van ban d~n (ban dftu do) phai chuyen cho phong
Hanh chinh tong hop de him thu tucnhan, dang ky co trach nhiem hru gifr, quan Iy
v~b~. .

3. Theo doi, don d6c viec giai quyet van ban den:
a) Ngiroi ,dUn~ delu don vi, co trach ~hi~m chi dao gia~ quyet kip thai ca~ van

ban diroc chuyen den don vi de giai quyet then tham quyen va phoi hop de giai
quyet cac van ban co lien quan d~n don vi, canhan khac, N~u van ban d~n khong
thuoc chirc nang thi tra lai ngay cho phong Hanh chinh tong hop d~ trinh nguoi xu
1y van ban;

b) Voi cac van ban quy dinh thai gian hoan thanh, khi qua thai han ma chua
giai quyet diroc thi Nguoi dung delu don vi phai bao cao Giam hieu phu trach linh
VI,l'Cbiet Iy do xin gia han hoac bao cho don vi, ca nhan co lien quan d€ gia han giai
quyet, V6i cac van ban yeu celu bao cao nhung d~n cham, qua thai han phai bao cao,
don vi chu tri phai bao cao Giam hieu phu trach linh VI,l'Cd€ chi dao giai quyet;

c) Sau khi ti~p nhan tai lieu, cong van yeu celu thuc hien, ca nhan duoc giao
phai nghien ciru ky, giai quyet dung thai gian, yeu celu va dam bao chfit hrong nQi
dung cong viec;

d) Cac don vi khong xu 1y cac van ban khong qua van thu cua Truong. D6i
voi cac van ban do Giam hieu giao tnrc ti~p cho don vi d€ xu Iy thi don vi phai lam
thu tuc dang ky qua van thu;

, d) Truong phong Hanh chinh tong hop co trach nhiem C?P nhat van ban,
cong van, chi thi, thong tu, quyet dinh, thong bao ... co lien quan d~n nhiem vu cua
Truong tu website cua BQ Y t~, BQ Giao due & Dao tao trinh Hieu tnrong giong
nhu van ban d~n.

l)i~u 22. Chuyen phat va ghii quy~t van ban di
Thuc hien then Quy che v~ cong tac van thu hru tnr cua Truong va cac quy

dinh cu th~ sau:
1. Quan ly, giai quyet van ban di: van ban do Truong phat hanh co dau cua

Truong (sau day goi la van ban di) phai diroc quan 1y nhu sau:
a) Can bQ quan ly don vi hoac ngiroi chiu trach nhiem soan thao van ban co

trach nhiem kiem tra van ban, ky nhay vao van ban va trinh Nguoi ~Ungdelu don
vi hoac Giam hieu ky then tham quyen. Dan vi nao soan thao, trinh ky van ban thi
don vi do san in, lfiy dfiu; "

b) Cac van ban do can bQ quan 1y don vi ky phat hanh d~ thong tin, truyen
dat, xin y kien giai quyet nhirng van d~ trong pham vi nQi bQ Truong thi khong
dong dau Tnrong va don vi tv chuyen toi cac don vi va ca nhan co lien quan.
Tnrong hop van ban di do Truong don vi ky thira lenh Hieu tnrong thi Ifty dfiu va
phong Hanh chinh tong hop co trach nhiern chuyen;

c) Van ban da phat hanh ccln sua, phat hanh lai thi do ngiroi da ky van ban do
ky lai van ban moi hoac do nguoi tren mot c§p ky dinh chinh bang mot van ban khac;

d) Cac van ban ky thay, kY thira lenh Hieu tnrong d~u phai giri mQt ban d€
bao cao Hieu tnrong, tnr nhtrng ban xac nhan So' y~u ly lich, phieu chuyen don thu,
san y; giay gioi thieu, giay cong tac, gifty moi hop gjri ca nhan va Co' quan hfru quan.

2. Van thu phong Hanh chinh tong hop co trach nhiem: .
. a) Kiem tra th€ thirc van ban, thu tuc ban hanh van ban. Tir choi phat hanh,

tra lai don vi soan thao va neu ra ly do tra lai nhtrng van ban chua du thu tuc,
khong dung th~ thuC;(~f .
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b) Dang ky VaG s6 van ban di;
c) Dong d~u cua Truong va d~u mire dQ khan, m~t neu co;
d) LUll van ban: luu tai van thir va tai don vi soan thao.
3. Chuyen phat van ban di:
a) Van ban di sau khi hoan thanh thu tuc phai diroc chuyen phat cham nhat

trong ngay lam viec tiep theo. Nhtrng van ban khan phai chuyen ngay sau khi kY
(cac van ban co thai han ban hanh cu th€ khac do Giam hieu quyet dinh);

b) Van ban di co th~ chuyen cho noi nhan qua fax hoac qua mang Internet d~
thong tin nhanh;

c) Cac don vi co trach nhiem phoi hop voi phong Cong nghe thong tin cap
nh~t cac van ban di VaGWebsite cua nha tnrong theo quy dinh;

d) Van ban m~t phai duoc chuyen phat theo Quy ch~ bao v~ bi m~t trong
nganh Y t~ va cac quy dinh hien hanh;

d) Van thu lam thu tuc chuyen phat va theo doi viec chuyen phat van ban di
phai ghi ro s6 hieu van ban, s6 hrong van ban c~n chuyen, nguoi chuyen, ngay gio
chuyen, phuong tien chuyen ....

I>i~u 23. Xir Iy hB so trinh va thong bao k~t qua
1. Cham nh~t trong thai han 5 ngay lam viec, k~ tll ngay nhan van ban, h6

So', cong viec du va dung thu tuc cua don vi, ca nhan giri, Ngiroi dung d~u don vi
co trach nhiem giai quyet phai hoan thien h6 So' va trinh Giam hieu,

2. Cham nhftt sau 2 ngay lam viec, k€ tir ngay nhan duoc van ban, h6 So' do cftp
diroi trinh len, Giam hieu co trach nhiem xu ly va co y ki~n chinh thirc van van ban.

3. D6i voi nhtrng d~ an, cong viec ma Giam hieu yeu c~u tham khao y kien
ttr v~n cua cac chuyen gia hoac yeu c~u don vi chu tri va cac don vi co lien quan
giai trinh truce khi quyet dinh thi ~an vi trinh co trach nhiem phoi hQ'P voi cac don
vi, ca nhan lien quan chuan bi day du cac noi dung trinh de Giam hieu xem xet
quyet dinh,

4. Can cir y kien chi dao cua Giam hieu phu trach linh vue, Ngiroi dung d~u
don vi chu tri chinh sua, hoan chinh du thao van ban d~ trinh ky ban hanh.

5. Nhirng noi dung co lien quan d~n Co' che, chinh sach thi phai th€ hien
thanh van ban gui cho cac don vi hoac ca nhan co lien quan; d5i voi cac v~n d~ v~
cong viec chuyen mon, sir vu khong nh~t thiet phai ra van ban, khi Giam hieu da
co y kien VaG h6 So' thi don vi trinh thong bao cho don vi, ca nhan co lien quan
biet, thuc hien,

I>i~u 24. Th§m quy~n ky van ban cua Hi~u trtrong, Ph6 Hi~u truong va
NglfO'i clung clAudon vi , r ,

Thirc hien theo phan cap cua Hieu tnrong va Quy che ve cong tac van thir
hru tnr cua Truong.

Chirong V
KIEM TRA viae THUC HIEN VAN BAN

VA NHniM vu DliOC GIAO. . .
I>i~u 25. Th§m quy~n ki~m tra
1. Hieu tnrong ki~m tra moi hoat dong cua cac don vi, ca nhan thuoc Twang

trong pham vi chirc nang, nhiem vu, quyen han cua Hieu tnrong va cua Truong
theo quy dinh cua phap luat. '~r--
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2. Pho Hieu tnrong kiem tra hoat dong cua cac don vi, ca nhan, linh vue
chuyen rnon duoc phan cong phu trach va thuc hien nhiem vu kiem tra do Hieu
twang giao.

3. Ngiroi dung d~u don vi co trach nhiern kiem tra trong pharn vi chtrc nang,
nhiem vu, quyen han duoc giao va thirc hien kiem tra cong viec do Giam hieu uy
quyen hoac giao chu tri.

4. Thanh tra cua Thu tnrong thuc hien nhiern V1,l Hieu tnrong giao thuoc
tham quyen cua Hieu tnrong then quy dinh huong d~n cong tac kiem tra, thanh tra,
giai quyet khieu nai, t6 cao cua Thu tnrong co quan y t~ do B{>Y t~ ban hanh.

5. Thanh tra giam sat dao t(;10thuc hien kiem tra cong tac dao t(;10then cac
guy dinh hien hanh cua B{>Giao due va Dao tao, B{>Y t~.

6. Thanh tra nhan dan thirc hien kiem tra then quy dinh hien hanh v€ cong
tac thanh tra nhan dan.

7. Tram Y t~ chu tri phoi hop voi phong T6 chirc can b{>,phong Hanh chinh
tong hQ'P, Cong doan Truong t6 chirc kiem tra thirong xuyen (1 l~n/thang) cong tac
tr?t nr noi vu, v~ sinh va thai gio lam viec tai cac don vi.

8. BoanlT6 kiem tra cua Hoi d6ng Bao hQ Iao dong, Ban chi huy phong
chay, chtra chay thirc hien kiern tra cong tac bao h{>Iao dong, ve sinh an toan Iao
dong, phong chong chay n6 then cac guy dinh hien hanh.

Di~u 26. Phuong thtrc ki~m tra
1. Bon vi tir kiem tra:
a) N guoi dung d~u don vi t6 chirc tu kiem tra viec thi hanh cac van ban,

cong viec duoc giao tai don vi, bao cao Giam hieu cac virong mac va k~t qua thuc
hien van ban, cong viec do tai cac don vi co lien quan trong Truong;

b) Nguoi dung d~u don vi kiem tra thuong xuyen hoac dQt xu~t CCVC
thuoc quyen quan ly trong viec thuc hien nhiem vu,

2. Tnrong tien hanh kiem tra: Truong ti~n hanh kiem tra bang nhirng hinh
tlurc sau:

- Giam hieu lam viec true tiep tai don vi c~n kiem tra de nam tinh hinh thuc
hien van ban, cong viec duoc giao; .

- Giam hieu yeu c~u cac don vi bao cao bang van ban v€ tinh hinh va ket qua
thirc hien cac van ban, cong viec duoc giao;

- Hieu tnrong uy quyen cho mot Ngiroi dung d~u don vi chu tri viec kiern tra
hoac quyet dinh thanh l~p cac dean, t6 hoac nhorn kiem tra viec thi hanh cac van
ban, cong viec trong tung linh V1,l'C, cong viec c~n t?P trung chi dao cua don vi,
trong tung thai ky;

- Kiern tra thong qua t6 chirc hQi nghi sa k~t, t6ng ket;
- Cac hinh tlurc kiem tra khac do Hieu tnrong quyet dinh,
Di~u 27. Bao cao ki~m tra
1. Qua trinh kiem tra phai l~p bien ban kiem tra, k~t thuc kiem tra phai co

kch luan r5 rang. Khi k~t thuc kiem tra, nguoi chu tri viec kiem tra phai bao cao ket
qua kiem tra voi c~p co tham quyen hoac kien nghi c~p co tham quyen xu Iy then
quy dinh cua phap luat.

2. Dinh ky m6i quy, trong giao ban, Ngiroi dung dfru cac don vi bao cao Ban
Giam hieu tinh hinh thuc hien cac van ban, cac cong viec duoc Giam hieu giao
then th~m quyen cua don vi minh (tnr nhtrng viec Giam hieu yeu c~u bao cao
ngay). "'--t

18



3. Theo dinh ky T6 kiern tra cua Cong doan - Chinh quyen, Ban thanh tra
giam sat dao tao tong hop bao cao cong tac d~ binh xet thi dua x~p loai don vi.

4. Hang narn, thanh tra nhan dan tong hop bao cao truce Hoi nghi can b(>
vien chtrc.

5. Phong Hanh chinh t6ng hop hoac don vi duoc giao nhiem vu e6 trach
nhiem theo doi, bao cao Giam hieu tinh hinh viec thi hanh cac k~t luan sau kiem
tra d6i voi cac don vi, ca nhan lie~ quan.· .

Chuong VI
CHUONG TRINH CONG TAc CUA TRUONG

"

Di~u, 28, Xay dung k~ hoach, clnrong trlnh cong hie
1. Ke hoach, chuang trinh cong tac nam cua Truong:
a) Yeu c§u:
- Nhirng cong viec trong chuang trinh cong tac nam cua Truong phai th~

hien phuong hirong nhiem vu nam hoc moi trong Bao cao tong k~t nam h9C; phai
k~t hop gitra nhiem vu chinh tri cua Truong voi cac nhiern vu neu trong cac van
ban, y kien chi dao cua c~p tren va sir chu dong de xu~t cua cac don vi;

- M6i cong viec dn xac dinh r5 nQi dung chinh; don vi chu tri, don vi phoi
hop, nguoi phu trach, thai gian thuc hien .... ;

- Cac don vi phai chiu trach nhiern ve chat hrong, n(>idung va tien d(>thirc
hien cong viec trong chuang trinh, k€ hoach cua don vi va cua Truong.

b) Noi dung:
- Ph§n I: Danh gia tinh hinh thirc hien chuang trinh cong tac nam truce;
- Ph§n II: Cac dinh huang, nhiem V\1va giaipoop 100tren tili ca cac Iinhvue cong tac;
- Phan III: Chi ti~t danh muc cac d~ an, nhiem vu c§n trien khai (can xac

dinh r5 nQi dung chinh, pham vi di~u chinh, don vi chu tri, don vi phoi hop, co
quart/don vi tham dinh, cap trinh, thai han trinh va du kien k~ hoach sa b(>de thuc
hien de an).

c) Phan cong thuc hien:
- Cac don vi tong k€t, binh xet thi dua, phan loai lao dong, xay dung k€

hoach, chuang trinh cong tac nam h9C sau. Cham nh~t ngay 1017 hang nam, cac
don vi thirc hi~n xong va gui bao cao v€ Thuong true Hoi d6ng Thi dua - Khen
thuong (phong T6 chirc can bQ) va phong Hanh chinh t6ng hop;

- Phong Hanh chinh tong hop c6 trach nhiem tong hop SOC;lnthao du thao
Bao cao tong k~t va k~ hoach cong tac narn hQCmoi cua Truong. Cham nhat 05
ngay him viec sau khi nhan duoc bao cao cua cac don vi, phong Hanh chinh tong
hop phai du thao xong Bao cao t6ng ket va k~ hoach cong tac nam hQCmoi cua
Truong, trinh Ban Giam hieu eho y kien; .

- Phong Hanh chinh t6ng hop chinh sua trinh Hieu tnrong Du thao Bao cao tong
k~t va k~ hoach cong tac narn hoc moi cua Truong, gtri cac Ph6 Hieu tnrong va cac don
vi thuoc Truong tnroc HQinghi can b(>chu ch6t hang nam d~ thao luan, thong qua;

- Sau Hoi nghi can b(>chu chot khong qua 5 ngay lam viec, phong Hanh
chinh tong hgp trinh Hi~u twang ky ban hanh Thon~ bao k~t luan cua H(>inghj
can bQchu chat giri cac don vi, ca nhan e6 lien quan de thuc hien;

- Hang nam, cham nhat ngay 30/6, phong Dao tao, phong Sau dai h9C xay
dung va trinh Hieu tnrong ky ban hanh k~ hoach giang day, h9C t~p nam h9C mai"f.
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- Hang nam, cham nhat ngay 3117, Thuong tnrc HOi d6ng Thi dua - Khen
thuong tong hop, trinh HQi d6ng thi dua khen thirong nha tnrong thirc hien binh
xet thi dua co so va phan IO:;1ilaDdong;

- Hang narn, cham nhclt ngay 31112, phong Dao tao va phong Sau dai h9C
x~y dung xong chi tieu dao tao narn h9C sau thong qua Ban Giam hieu trinh BO Y
te, BOGiao due va Dao tao;

- Hang narn, cham nh~t ngay 31/3, phong Tai chinh k€ toan phai hoan thanh
bao cao tai chinh nam truce; cham nh~t ngay 3118, xay dung xong dtr kien k€
hoach tai chinh nam sau thong qua Ban Giam hieu phe duyet trinh BOY t€;

- Tung ky h9C, sau khi k€t thuc thi h9C ky I§.n 1, cham nhat 30 ngay, phong
Dao t:;10tong hop xong diem hoc tap; cham nh~t 60 ngay, phong Quan Iy sinh vien
tong hop xong k€t qua danh gia sinh vien trinh HOi d6ng danh gia;

- Hang nam, phong T6 chirc can bO t6ng hop, trinh HOi d6ng xet duyet nang
bac hrong cho CCVC 2 I§.nvan truce 30/6 va tnroc 31/12.

2. Chuang trinh cong tac thang: hang thang, cac don vi can cir chuang trinh
cong tac cua Truong va nhiem vu cua don vi d~ xay dung va trien khai thuc hien
chuang trinh cong tac thang, N€u ti€n dO thuc hien chuang trinh cong tac thang bi
cham phai bao cao Giarn hieu-phu trach linh vue.

3. K€ hoach, chuang trinh cong tac tu§.n cua Truong:
a) Tnroc 14 gio Thir Sau hang tuan, phong Hanh chinh tong hop t~p hop du

kien cong tac tuan cua cac Ph6 Hieu tnrong va cac don vi trinh Hieu tnrong di~u
chinh, phe duyet lich cong tac tuan, thong bao tren Website va giri d€n cac don vi
cham nhat vao 16 gio 30 cling ngay;

b) Chuang trinh, k€ hoach trong lich cong tac phai ghi ro noi dung; don vi
chu tri, nguoi phu trach, thai gian, don vi ph6i hop, .... ;

Khi c6 sir thay d6i k€ hoach, chuong trinh trong lich cong tac tuan, phong
Hanh chinh tong hop hoac don vi, ca nhan chiu trach nhiem thuc hien cong viec
phai kip thai bao cao Giam hieu va thong bao cho don vi, ca nhan co lien quan biet.

4. K~ hoach, chuong trinh cong tac cua don vi:
a) Can cir van chuang trinh, k€ hoach cong tac cua Truong, cac don vi xay

dung chuang trinh, k€ hoach cong tac va t6 chirc thirc hien. Chuang trinh nay phai
xac dinh ro trach nhiem d~n tung ca nhan trong don vi, lich trinh thirc hien dam
bao dung ti~n dO, chuang trinh cong tac cua Truong;

b) Nguoi dung d§.udon vi co trach nhiem then doi, don d6c, t:;10di~u kien d~
CCVC trong don vi hoan thanh chuang trinh, k~ hoach cong taco Truong hop do
nhtrng kh6 khan chu quan, khach quan khong hoan thanh duoc cong viec then ti€n
dO, k€ hoach dfl dinh, Nguoi dung d§.u don vi phai bao cao Giam hieu xin di~u
chinh chuang trinh va tim giai phap khac phuc.

f)i~u 29. Theo doi va danh gia k~t qua thirc hi~n chuong trinh cong tac
1. Hang thang, hang quy, sau thang va hang narn, Nguoi dung d§.u don vi ra

soat, danh gia viec thirc hien chuang trinh cong tac cua don vi, bao cao Giam hieu
phu trach linh vue v~ k€t qua xu ly cac cong viec duoc giao, nhtrng cong viec con
t6n dong, huang xu 1y tiep theo, ki~n nghi viec dieu chinh, b6 sung chuang trinh
cong tac thai gian toi.

2. Giam hieu phu trach linh V\l'Cco trach nhiem chi d:;1O,then doi danh gia ca
nhan, don vi trien khai thirc hien cong tac duoc phan congo

3. Phong Hanh chinh tong. hop co nhiem vu giup Ban Giam hieu then doi, '(-_
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don d6c viec thuc hien chuong trinh cong tac cua Truong.
4. K~t qua thuc hien chuong trinh cong tac phai duoc coi la mQt tieu chi

quan trong d~ xem xet, danh gia viec hoan thanh nhiem vu cua m6i don vi, ca nhan
va binh xet thi dua khen thuong cuoi nam.

Di~u 30. Xfiy dung d~ an, dl}' an, quy ch~, quy djnh ciia Trtreng
1. Can cir VaG chien hroc, quy hoach, dir an, d€ an phat trien cua Nganh, cua

Truong sau khi da thao luan trong t~p th€ Ban Giam hieu, Hieu tnrong giao cho mQt
don vi chu tri xay dung d€ an, du an, quy che, quy dinh (sau day goi chung la d€ an).

2. NgU<1i dung dftu don vi duoc giao chu tri d€ an phai l~p k~ hoach chi ti~t
v€ xay dung d€ an. Sau khi ducc Hieu tnrong d6ng '1, don vi diroc giao chu tri d€
an phai thong bao k~ hoach do cho cac co quan, don vi trong hoac ngoai Truong c6
lien quan d~ thuc hien hoac ph6i hop thuc hien dung k€ hoach da duoc phe duyet.

3. Quan h~ phoi hop trong chuan bi d€ an:
a) Ngiroi dung dftu don vi chu tri d€ an xin '1 kien Giam hieu thanh l~p t6 tu

v:1n moi can bQ quan 1'1 cac don vi c6 lien quan (hoac d€ nghi cir CCVC tham gia
chuan bi d€ an) d~ ban viec chuan bi d€ an. Nguoi duoc cir la dai dien cua don vi
tham gia chuan bi d€ an phai thuong xuyen bao cao va xin '1 kien Ngiroi dung dftu
don vi trong qua trinh tham gia xay dung d€ an. Cac hoat dong phoi hop nay khong
thay the duoc cac thu tuc l:1y '1 kien chinh thirc quy dinh tai diem b khoan nay.

b) Sau khi d€ an diroc chuan bi xong, don vi chu tri d€ an phai l:1Y'1 kien cua
cac don vi c6 lien quan bing mot trong cac cac hinh thirc sau day:

- T6 chirc h9P: don vi chu tri d€ an giri tnroc gi:1y moi va tai lieu h9P d~n
NgU<1idirng dftu cac don vi c6 lien quan. Giam hieu phu trach linh virc chu tri hoac uy
quyen cho Nguoi dung dftu don vi chu tri xay dung d€ an chu tri cUQCh9P d~ gioi
thieu noi dung va thu th~p t6ng hop '1 ki€n b6 sung, hoan chinh d€ an. Nhtrng '1 kien
thao luan phai diroc ghi VaGbien ban c6 k~t luan va chtr ky cua chu toa cuoc h9P;

Ban vi duoc moi du h9P phai cir dai dien c6 du tham quyen, dung thanh
phan d~n h9P, phat bieu '1 kien cua Nguoi dirng dftu don vi (n€u c6) va bao cao dfty
du k~t luan cuoc h9P cho Nguoi dung d~u don vi biet;

- Giri van ban xin '1 kien: don vi chu tri d€ an giri du thao cua d€ an va h6 sa
kern theo den Nguoi dung dftu don vi hoac ca nhan c6 lien quan d€ l:1y '1 kien. Ban
vi, ca nhan duoc hoi '1 kien c6 trach nhiem tham gia '1 kien chfnh thirc bing van
ban, giri don vi chu tri xay dung d€ an trong thai .gian quy dinh tai khoan 3 Bi€u 14
Quy ch€ nay. Van ban g6p '1 kien phai ghi r5 nhirng diem d6ng '1, khong d6ng '1,
nhirng kien nghi sua d6i, b6 sung. N~u h6 So' d€ an chua r5 hoac do v~n d€ ph~c
tap can c6 them thai gian nghien ciru thi don vi duoc hoi '1 kien c6 quyen yeu cau
don vi chu tri lam r5 hoac cung c:1P them cac tai lieu cftn thiet va thoa ,thu~n thai
han tra loi, nhung t6i da khong qua thai han theo quy dinh trong Quy che nay;

c) Giri l:1y '1 kien qua mang may tinh: noi dung va thai han thuc hien nhu
diem b khoan 2 Bi€u nay;

d) Sau thai gian quy dinh neu khong nhan duoc '1 kien tra loi thi diroc xem
nhir dong '1 voi du thao d€ an.

4. Cac d€ an sau khi hoan thanh du thao, don vi chu tri trinh Ban Giam hieu
hoac HQi dong xet duyet t~ong qua, truce ~i trinh c:1p c6 tham quyen phe d,uy~t.

5. Thai han trinh cap c6 tham quyen phe duyet va noi dung cua de an chi
duoc thay d6i khi da bao cao va duoc sir d6ng '1 cua Hieu truangr-
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.Churrng VII
TO CHUC cAc HGI NGHI vA CUGC HOP. . ..

Di~u 31. Nguren t~c ta clnrc cac hQi ngh] va cUQC hop ,
Can cir yeu diu cong viec va pharn vi linh vtrc cong tac, Truong to chirc cac

hQinghi va cUQChop tren nguyen t~c thiet thuc, hop ly, hieu qua, ti~t kiem.
Viec t6 chirc cac hQi nghi va cUQChop phai tuan thu Quy dinh ve che dQhop

trong hoat dong cua ca quan hanh chinh nha mroc cua Thu nrong Chinh phu va
Quy ch~ chi tieu nQi bQ cua Truong.

Di~u 32. Cac loai hQi nghj va cUQC hop
1. Cac hQi nghi g6m:
a) HQi nghi quan triet, t6 chirc trien khai trong pham vi toan Truong nhfrng

nhiem VlJ, chu truang, chinh sach Ion, quan trong va c~p bach cua Dang va Nha
mroc, cua BQ Y t~, BQ Giao due va Dao tao, cua Dang uy c~p tren lien quan d~n
hoar dQng cua Truong; Giam hieu chu tri;

b) HQi nghi sa ket, tong k~t danh gia tinh hinh thuc hien chuang trinh cong
tac hang nam cua Truong; Giam hieu chu tri;

c) HQi nghi chuyen de (trien khai, sa ket, t6ng k~t mot hoac mot s6 chuyen
de); Giam hieu chu tri;

d) HQi nghi t?P huan cong tac chuyen mon co pham vi nhieu don vi, dia
phirong tham dir; Giam hieu chu tri;

d) HQi nghi can bQ vien chirc: Ban Giam hieu phoi hop voi Ban ch~p hanh
Cong doan chu trio

2. Cac cuoc hop:
a) Hop do Lanh dao c~p BQ chu tri: cac cuoc hop tai Truong do Lanh dao BQ

Y t~, BQ Giao due va Dao tao chu tri thirc hien theo thong bao cua cua c~p tren;
phong Hanh chinh tong hop co trach nhiem la d~u m6i lien h~, thong bao thanh
phan tham du, cac nQi dung c~n chuan bi, bao cao Hieu tnrong d~ di~u hanh chi
dao,

b) Hop do Giam hieu chu tri:
- Hop Ban Giarn hieu thuong ky hoac dQt xuat: Hieu twang hoac Pho Hieu

twang duoc Hieu tnrong uy quyen chu tri;
- Hop giao ban cac don vi thuoc Truong:
- Hop, lam viec voi lanh dao cac co quan Trung uong (tuang dirong c~p

Truong tro len) tai Truong; hop, lam viec voi Lanh dao dia phuang (cap Sa, Tinh
tro len) tai dia phuong;

- Hop voi dai dien Cong doan, Doan Thanh nien Cong sari He, Chi Minh,
HQi Sinh vien, HQi Cuu giao chirc cua Truong.

c) Cac cuoc hop do cac can b<)quan ly don vi chu tri:
- Hop giao ban thuong ky hoac doi xuat giai quyet cac cong viec lien quan

d~n hoat dong cua don vi;
- Can b<)quan ly don vi co th~ chu tri cac cuoc hop, lam viec voi dai dien

cac co quan chirc nang hoac cac don vi khac d~ giai quyet cong viec thuoc chirc
nang, nhiem vu cua don vi theo uy quyen cua Giam hieu phu trach linh vue;

- Cac don vi khi moi Lanh dao don vi khac nrong dirong c~p Truong, cac t6
clnrc quoc t~ & khach mroc ngoai (thong qua phong Hop tac quoc t~) d~n lam vi~c"y
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tham quan tai don vi phai bao cao Giam hieu phe duyet d~ quan ly, don tiep va
thuc hien long ghep cac v~n d~, cong viec hQ'P 1y, hieu qua.

Di~u 33. Cong tac chuanb] cuQc· hQP, hQi ngb]
1. Duyet chu twang:
a) Hieu tnrong quyet dinh cac cuoc h9P, hQi nghi sau:
- Cac HQi nghi do Twang t6 clnrc (twang hop phai xin y kien cua Lanh dao

BQ thi Hieu tnrong c6 trach nhiern bao cao xin y kien bang cong van hoac chi dao
tnrc tiep);

- H9P Ban Giam hieu thuong ky hoac dQt xuat;
- H9P giao ban can bQ quan 1y don vi hoac can bQ chu chot;
- H9P, lam viec voi Lanh dao cac co quan, t6 chtrc dp bo, ban, nganh Trung

uong; Lanh dao dia phirong c~p tinh, thanh pho;
b) Ph6 Hieu twang quye; dinh cac cuoc h9P thuoc linh V\IC Ph6 Hieu tnrong

diroc phan cong phu trach, g6m:
- H9P, lam viec voi don vi duoc giao phan cong phu trach;
- H9P giao ban kh6i cac don vi giai quyet cong viec diroc giao phu trach;
c) Ngiroi dung d~u don vi quy€t dinh cac cUQCh9P don vi d~ giai quyet cac

cong viec chuyen mon va cac cong viec khac thee chirc nang, nhiem V\! duoc giao.
2. Xay dung k€ hoach t6 chirc:
Dan vi chu tri chuan bj nQi dung, xay dung k~ hoach t6 chirc cuoc h9P, hQi

nghi d~ xin y kien Giam hieu quyet dinh v~:
- NQi dung va phan cong chuan bi;
- Thanh phan, thai gian, dia diem;
- D1,f tru kinh phi (noi dung chi, nguon tai chinh);
- D1,f kien thanh l~p Ban t6 chirc (neu can);
- D1,f ki€n chuang trinh;
- Cac van d~ c~n thiet khac.
3. Chuftn bi va thong qua bao cao d6i voi hQi nghi:
a) Dan vi chu tri chuan bi noi dung, d€ cuong hQi nghi, dtr thao bao cao

chinh, bao cao t6m t~t va cac tai lieu c~n thi€t khac trinh Hieu twang hoac Ph6
Hieu tnrong phu trach linh vue duyet. Ngiroi dung d~u don vi lien quan khi duoc
phan cong ph6i hop, co trach nhiern chuan bi noi dung thee yeu c~u va phai kiern
tra ky v€ nQi dung, hinh tmrc bao cao, tai lieu truce khi chuyen cho don vi chu tri
trinh Giam hieu duyet;

b) Thai han trinh Giam hieu duyet k~ hoach t6 clnrc, bao cao, tai lieu:
- K€ hoach t6 chirc cac HQi nghi I6'n (hoi nghi Lanh dao BQ phe duyet t6

chirc) phai diroc thong qua tai cuoc hQP Ban Giam hieu hoac Ban t6 chirc tnroc it
nhat 10 ngay lam viec d~ gui xin y kien Lanh dao BQ;

- K€ hoach t6 chirc va bao cao, tai lieu hoi nghi phai duoc gir! tnroc it nhat
05 ngay lam viec d~ trinh Giam hieu phe duyet va ky gi~y trieu tap; r

Dan vi chu tri phai kip thai bao cao Giam hieu giai quyet nhtrng van de phat
sinh vuot kha nang va quyen han cua don vi.

c) Cac bao cao thong qua Ban Giam hieu g6m:
- Bao cao tong k~t cong tac hang nam cua Truong;
- Bao cao t6ng k€t thirc hien cac chuang trinh, du an cua Twang;
- Cac bao cao khac c~n tham khao y ki€n cua Ph6 Hieu twang do Hieu

tnrong quyet dinh.tj
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4. Moi du:
a) Giam hieu ky gi~y trieu t~p hoac gi~y moi hoac thong bao d6i voi t~t ca

cac hQi nghi, hQi thao, cuoc hop cua Truong (Giay moi Lanh dao c~p BQ, nganh;
Lanh dao c~p tinh va urong dirong tro len do Nguoi dung dfru Twang ky);

b) Dan vi chu to hoac ngiroi do Ban t6 chirc phan cong chuan bi gi~y moi
chuyen gi~y moi cho phong Hanh chinh tong h9'}Jkern thee danh sach moi hop da
diroc Giam hieu duyet d~ giri then quy dinh;

c) Cac cuoc hop nQi bQ Truong c6 ghi r5 thanh phan dir hop tren lich cong
tac tuan se khong giri gi~y moi rieng; twang h9'}Jkhong ghi C\1 th~ thanh phan, don
vi hoac ngiroi diroc giao nhiem vu c6 trach nhiem thong bao moi cac thanh phan
du bang di~n thoai.

5. In tai lieu va chuan bi cac dieu kien phuc V\1:

a) Dan vi chu tri phoi h9'}Jvoi phong Hanh chinh t6ng h9'}Jhoac Thu vien
trong viec in ~n cac tai lieu;

Cac tai lieu neu c6 nhu cfru l~y y kien rong rai va diroc Giam hieu cho phep
dua len website nQi bQ cua Truong l~y y kien, phai dira truce ngay hop it nh~t 5
ngay d~ moi nguoi c6 th~ d6ng g6p y kien. Dan vi chu tri ph6i h9'}Jv6i phong
Cong nghe thong tin ti€p thu, tong h9'}Jbao cao Giam hieu;

b) Phong Hanh chinh t6ng hop chiu trach nhiem b6 tri (hoac thue) phong
h9P, hQi tnrong (ban gh€, am thanh, anh sang); b6 tri xe dua d6n, an, nghi, qua
tang (neu co) ... cho dai bieu then che dQquy dinh;

c) Phong Tai chinh k€ toan chiu trach nhiem chuan bi kinh phi thee quy dinh
chung cua Nha nu6c va k€ hoach diroc duyet;

d) Phong Cong tac chinh tri chiu trach nhiem trang tri khanh tiet, phong hop,
len kich ban va b6 tri ghi hinh anh, thong tin truyen thong;

d) Dan vi chu tri hoac Ban t6 chirc c6 trach nhiem tiep don, c~p phat tai lieu
cho dai bieu;

e) Phong T6 chirc can bQ chiu trach nhiem di~u dong nhan hrc phuc V\1 then
k€ hoach da diroc duyet.

Di~u 34. T5 clnrc cUQc hQP, hQi ngh]
1. Tri~n khai viec t6 chirc:
a) Sau khi chuang trinh da diroc phe duyet, don vi chu tri chiu trach nhiern

trien khai thuc hien, dang ky dai bieu dir, tham luan d~ bao cao ngiroi chu tri cuoc
h9P, hQi nghi va xu ly nhtrng tinh huong cfrn thiet khac;

b) Nguoi chu tri c6 trach nhiem:
- Di~u hanh cuoc hop, hQi nghi then chuang trinh du kien va tuy tinh hinh

thuc t~ c6 th~ dieu chinh chuang trinh nhung phai thong bao d~ dai bieu biet;
- K€t Iu?n r5 rang v~ cac nQi dung da thao luan trong cuoc hop, hoi nghi;
c) Khuyen khich viec t6 clurc hQi nghi, hQi thao qua mang. Phong Hanh

chinh tong h9'}J,phong Cong nghe thong tin c6 trach nhiem h6 tro don vi chu tri, t6
chirc hQi ngh], hoi thao qua mang nham bao dam ti~n dQ, ch~t hrong va hieu qua.

2. Ghi bien ban va thong bao k~t qua cuoc hop, hoi nghi:
a) Truong don vi chu to chiu trach nhiem ghi bien ban hoac d~ xuftt thir ky ghi

bien ban cuoc hop, hoi ngh] va tnrc tiep soan thao thong bao ket luan cuoc h9P, hQi
nghi trinh Giam hieu ky ban hanh giri cac don vi lien quan va bao cao Hieu truang;.y
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b) Phong Hanh chinh tbng hop phoi hop voi cac don vi co lien quan du thao thong
bao hQi nghi tong ket narn hoc, hQi nghi can bQ chu ch6t, hQi nghi giao ban cac don vi,
cac cuoc hop cua Giam hieu voi Lanh dao cac co quan Trung uong, dia phuong;

c) Cac tnrong hop khac do Giam hieu phan congo
3. Cac cong viec sau cuoc hQP, hoi nghi:
a) Sau khi co y kien chi dao cua Hieu tnrong, phong Hanh chinh tong hop

cung don vi duoc phan cong co trach nhiem thong bao bing van ban v€ noi
dung cho cac don vi trong Truong (hoac cac co quan tb chirc ngoai Truong co lien
quan), cham nhAt 02 ngay k~ nr ngay ket thuc cuoc hQP, hQi nghi; tb chirc trien
khai thuc hien nhtrng nQi dung da ket lu~n; kiern tra, don d6c, tong hQ'P bao cao
Giam hieu v€ ket qua thuc hien k~t luan do;

b) Dan vi chu tri cUQChQP, hQi nghi phai ph6i h9'P voi phong Tal chinh ke
toan hoan thanh cac thu tuc thanh quyet toan then dung cac quy dinh hien hanh
trong vong 10 ngay k~ tu ngay ket thuc cuoc hQP, hQi nghi.

Di~u 35. Hop Ban Giam hieu. " , ,
1. Ban Giarn hieu hQP it nhat 1 Hin trong thang, Truong hop can thiet, then

yeu c~u cua Hieu tnrong hoac d€ nghi cua cac Pho Hieu tnrong, Ban Giam hieu co
the hop dQt xuat.

2. Co th~ moi can bQ quan ly don vi hoac ca nhan co lien quan den noi dung
cuoc hop tham du hQP then yeu c~u cua Hieu tnrong.

3. Hieu tnrong hoac Pho Hieu tnrong diroc Hieu tnrong uy quyen chu tri cac
cuoc hop Ban Giam hieu. NQi dung chinh cua cuoc hop gbm: kiem diem v€ ket
qua, tien dQ trien khai cong viec, thao luan cac vAn d€ then quy dinh tai khoan 3
Di€u 4 cua Quy che nay hoac cac vAn d€ ma Hieu tnrong xet thAy cftn thiet phai lAy
Y kien cua Ban Giam hieu tnroc khi quyet dinh.

4. Nguoi dung d~u cac don vi lien quan co trach nhiem chuan bi Uti lieu
phuc Vt;1 hQP cua Ban Giam hieu. Trong tnrong hop noi dung cuoc hop ban v€ van
ban quy pham phap luat, quy hoach, ke hoach va nhtrng vAn d€ quan trong khac thi
du thao van ban va cac tai lieu co lien quan phai duoc giri cho nhtrng ngiroi tham
du cham nhAt la 03 ngay truce ngay hQP, tnr tnrong h9'P dQt xuat.

5. Cac cuoc hQP cua Ban Giam hieu phai diroc ghi trong sb hop Ban Giam hieu-
6. Trong cuoc hop neu co k~t lu~n c~n trien khai, chi dao, Hieu tnrong giao

Truong phong Hanh chinh tong hop hoac Nguoi dung d~u don vi co lien quan
soan thao trinh ky thong bao gtri cho cac don vi, ca nhan co lien quan cham nhat
03 ngay sau khi ket thuc hop.

Di~u 36. HQp giao ban
1. Giao ban Ban Giam hieu voi can bQ quan ly cac don vi
a) Nhim bao dam sir phoi hop thirong xuyen, chat che gitra Ban Giam hieu

vo! can bQ quan ly cac don vi; giup Ban Giam hieu n~m chac tinh hinh trien khai
cong viec, di€u phoi hoat dong cua cac don vi, kip thai phat hien va xu ly cac vAn
d€ d~ cong viec diroc thtrc hien co chAt hrong t6t va dung tien dQ;

Truong phong Hanh chinh tbng hQ'P hoac ca nhan diroc Giam hieu giao
nhiem Vt;1 ghi bien ban hoac thong bao cac ket luan bing van ban giri cac don vi, ca
nhan c6 lien quan thirc hien;

b) Hinh thirc:
- Giao ban Ban Giam hieu voi can bQ quan ly cac don vi trong Truong it

nhAt 3 thang 1 l~n; v-
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- Giao ban gifra Giam hieu voi can bQ quan ly cac don vi trong linh V1,l'C

diroc phan cong phu trach khi c&n thiet.
2. Giao ban don vi
a) Nham bao dam S1,l' di~u hanh, ph6i hop thuong xuyen, chat che viec thirc

hien nhiem V\! trong don vi; giup Ngiroi dung dfiu don vi kip thai trien khai, phat
hien, di~u chinh va xu Iy cac v~n d~ d€ cong viec diroc thuc hien co chat hrong t6t
va dung tien dQ;

Cac k~t Juan giao ban phai diroc ghi thanh van ban de lam can err danh gia
viec thuc hien nhiem V\! cua CCVC va hoat dong cua don vi (ghi thanh bien ban
hoac trong s6 hop cua don vi);

b) Hinh thirc: hop giao ban don vi duoc thuc hien voi sir co mat toan the
CCVC thuoc don vi hoac ca CCVC don vi khac kiem nhiem tai don vi do Ngiroi
dung d&u don vi quye; dinh.

Di~u 37. HQp toan th~ CCVC
1. it nhat m6i nam mot l&n, Truong t6 chirc hop toan th~ CCVC d~ Ban

Giam hieu thong bao tinh hinh nha tnrong, cac chu twang cua Truong; tnrc ti~p
giai dap nhirng v~n d~ do CCVC chirc d~ xuat. CUQc hop nay co th~ trung voi HQi
nghi can bQ vien chirc hang nam theo Quy ch~ thirc hi~n dan chu cua Truong.

2. CUQc hop toan th~ CCVC nha twang do Hieu tnrong hoac Pho Hieu
truong duoc Hieu twang uy quyen chu tri.

f)i~u 38. HQp do c§p tren tri~u t~p ho~c do co quan khac mot
1. Hieu tnrong co trach nhiem tham du cac cuoc hop do cfip tren trieu t~p

hoac do co quan khac moi dich danh Hieu tnrong, Truong hQ'P khong th€ tham du,
Hieu tnrong co th~ uy quyen cho mot Pho Hieu tnrong hop thay. Pho Hieu tnrong
duoc uy quyen phai xin y kien chi dao cua Hieu twang v~ cac noi dung lien quan
truce khi tham du va co trach nhiem bao cao Hieu twang v~ nQi dung, k~t qua cua
cuoc hop.

2. D6i voi cac cuoc hop moi dai dien Ban Giam hieu, tuy thuoc nQi dung
cuoc hop, Giam hieu phu trach linh vue du hoac cir Ngiroi dung d&u don vi co lien
quan tham du. Nguoi ducc eu di hop phai bao cao voi Giam hieu phu trach linh
V\fC v~ k~t qua cuoc hop do.

3. Nguoi dung dfiu don vi co lien quan co trach nhiem chuan bi dfiy du tai
lieu cho Giam hieu di hop.

f)i~u 39. HQp xu ly cong vi~c thuong xuyen
Giam hieu phu trach linh V\fC hop voi cac chuyen gia, chu d~ an hoac dai

dien cac ,dan vi co lien quan d~ nghe y kien tir van, tham muu truce khi quyet dinh
giai quyet cong viec.

1. Trach nhiem cua phong Hanh chinh t6ng hop:
- Don d6c don vi chu tri gtri gifiy moi cling tai lieu d~n cac thanh phan diroc

moi truce ngay hop it nhfit 02 ngay lam viec;
- Chu~n bi dia diem va cac di~u kien phuc vu cho cuoc hop, ph6i hop voi cac

don vi lien quan d~ thirc hien nhiem vu nay neu cuoc hop duoc t6 chirc (yTnrong;
2. Trach nhiern cua don vi chu tri:
- Chu~n bi d&y du tai li~u hop, moi hop;
- Ghi bien ban cuoc hop;
- Thong bao bang van ban k~t luan cua Giam hieu v~ nQi dung cuoc hop

(neu can); 'l{---

•
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- Chuan bi '1 kien giai trinh cac vfrn d€ lien quan d~n nQi dung hop;
- Sau cuoc hop, phoi hop voi cac don vi lien quan hoan chinh d~ an hoac van

ban thee k~t lu~n cua Giam hieu tai cuoc hop.
I>i~u 40. Ky lu~t trong tA chu:c va tham ,dl)' cUQChQP, hQi ngh] "
1. Cac cuoc hop, hoi nghi de giai quyet cac cong viec co tinh chat cap

Tnrong, lien quan d~n nhieu don vi duoc ghi tren lich cong tac tu§n cua Truong
hoac co cong van, gifry moi.

2. Dai bieu du cac cuoc hop, hoi nghi phai dung thanh phan thee quy dinh,
co trach nhiem d~n du hop dung gio, phai tit dien thoai di dong hoac d~ a ch~ do
im lang trong luc du.

3. Phong Hanh chinh tong hop hoac don vi chu tri tb chirc hop co trach
nhiem thong ke, bao cao tinh hinh dir hop cua cac dai bieu;

4. Ca nhan duoc moi hoac trieu t~P hop nhung vi li do chinh dang khong th~
tham du phai bao cao Giam hieu chu tri (thong qua phong Hanh chinh tong hop
hoac don vi d§u m6i tb chirc hop) va co trach nhiem linh hoi cac noi dung cua cuoc
hop d~ thuc hien.

Chuong VIII
TIEP CONG DAN vA TIEP KHAcH

I>i~u 41. Cong hie ti~p eong dan
1. Trach nhiem cua Giam hieu:
a) Hang thang Giam hieu phai co lich ti~p ccve, cong dan, ngiroi hoc (goi

chung la cong dan) thee Quy dinh thuc hien dan chu trong heat dong cua Truong
va cac quy dinh hien hanh;

b) Chi dao phong Hanh chinh tong hQ'P,Thanh tra nhan dan va Nguoi dung
d§u cac don vi trong Truong thirc hien nghiern tuc viec tiep cong dan; kip thai giai
quyet thee tham quyen cac khieu nai, t6 cao cua ccng dan; tran trong lang nghe '1
ki~n d~ hoan thanh nhiem vu, nang cao hieu qua cong taco

2. Trach nhiem cua phong Hanh chinh tbng hQ'P:
a) B6 trf phong tiep cong dan, cac di~u kien c§n thiet phuc vu tiep cong dan

va thong bao lich ticp cong dan cua Giam hieu;
b) Quan 1'1 horn thu gop '1 cua Truong, hang tu§n cling dai dien Thanh tra

nhan dan mo horn thu gop y, ti~pnh~n,bao cao 'Giam hieu tiep dan giai quyet.
3. Trach nhiem cua Tnrong ban Thanh tra nhan dan:
a) Quan 1'1, ghi chep sb tiep cong dan va ht>So' tiep cong dan;
b) Cir nguoi trong Ban thanh tra nhan dan tnrc tai phong ti~p cong dan thee

lich d~ giup Giam hieu trong viec thirc hien ti~p cong dan va giai quyet khieu nai,
t6 cao thee dung luat dinh;

c) Chu dong phoi hop voi cac don vi co lien quan chuan bi ht> so, tai lieu
phuc vu Giam hieu tiep cong dan.

4. Trach nhiem cua Nguoi dung d§u don vi:
a) Nguoi dung d§u don vi co trach nhiern phoi h9'}Jvoi Truong ban Thanh

tra nhan dan cung cfrp thong tin, tai lieu phuc vu Gian: hieu tiep cong dan; ,
b) Cu CCVC co chuyen mon thee dung yeu cau cua Thanh tra nhan dan de

cling phoi hop trong viec ti~p cong dan, xu 1'1 cac khieu nai, t6 cao, phan anh, kien 'J? _
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nghi cua cong dan v~ nhirng van d~ co lienquan d~n chirc nang, nhiem V\!, quyen
han cua don vi minh;

Nhtrng yeu cfiu cua cong dan thuoc pham vi va tham quyen giai quyet cua
don vi phai giai quyet va tra loi ngay khi c6 yeu cfiu hoac hen lich d€ tra loi nlnrng
thai gian giai quyet va tra loi khong qua 2 ngay lam viec; n~u yeu cfiu lien quan
d~n nhieu don vi cling phoi hop giai quyet thi tong thai gian tra loi khong qua 03
ngay lam viec;

Nhtrng yeu c§u cua cong dan lien quan d~n Ban Giam hieu giai quyet thi
thai gian tra loi khong qua 3 ngay lam vice;

Ngoai thai han tren, cac don vi c6 trach nhiern giai quyet cong viec neu chua
hoan thanh va chua c6 ket qua tra loi thi Nguoi dimg d§u don vi phai thong bao ly
do cho cong dan c6 yeu c§u va bao cao Giam hieu phu trach linh VlJC;

c) BQ phan Thuong tnrc T6 bao v~ (thuoc phong T6 chirc can bo) c6 trach
nhiern chi d§.ncong dan d~n dia diem tiep dan cua Truong va dam bao an ninh trat
tv trong qua trinh tiep cong dan tai Truong.

f)i~u 42. Giai quyet don, thu khieu nai, ta cao
1. Hieu tnrong c6 trach nhiem ti~p nh~~, nghien ciru, d~ ra nhtrng bien phap

hop ly d€ giai quyet don tlnr, khieu nai, t6 cao c6 lien quan d~n chirc nang, nhiern
V\! cua Truong,

2. Thanh tra cua Thu tnrong c6 nhiem vu giup Hieu tnrong nghien CW, tra
loi hoac chuyen don thir, khieu nai, t6 cao cua cong dan d~n cac don vi, ca nhan c6
lien quan hoac cac co quan c6 tham quyen d€ phoi hop giai quyet;

Huang d§.ncong dan trinh nr, thu tuc giai quyet d6i voi nhtrng v~n d~ khong
lien quan den chirc nang, nhiem V\!, quyen han cua nha tnrong.

3. Thanh tra nhan dan lam dfiu moi ticp nhan phan anh, kien nghi cua don vi,
ca nhan c6 lien quan d~n quyen lei eeve, chirc nang, nhiem vu cua cac don vi
thuoc Truong;

Thanh tra nhan dan c6 trach nhiem cung voi Chu tich Cong doan Truong tong
hop cac phan anh, kien nghi cua eeve d€ Giam hieu chi dao cac don vi giai quyet.

4. Ngoai nhtrng noi dung quy dinh tai Di~u 41, Di~u 42 cua Quy ch~ nay,
viec tiep cong dan va giai quyet khieu nai, t6 cao diroc thirc hi~n theo quy dinh C\!

the tai Quy che thirc hien dan chu trong hoat dQng cua Truong va cac quy dinh v~
giai quyet khieu nai, t6 cao, tiep cong dan cua BQY t~.

f)i~u 43. Ti~p khach
1. Ti~p khach d~n lam viec theo chirong trinh, k~ hoach cua Truong:
a) V6i khach trong mnrc:
- Truong phong Hanh chinh tong hop tiep thu chi dao cua Giam hieu len k~

hoach lam viec voi khach la Lanh dao Dang va Nha mroc, Lanh dao BQ Y te, BQ
Giao due va Dao tao, Lanh dao cac Truong dai hoc, HQc vien, cac co quan Trung
uong; Lanh dao cac tinh, thanh pho tnrc thuoc Trung irong; Lanh dao cac t6 chirc
chinh tri - xa hoi Trung irong, cac dean dai bieu va khach moi theo chirong trinh
cua Truong;

- Phong Hanh chinh tong hop lien h~ voi khach du thao k~ hoach lam viec
bao cao Giarn hieu. K~ hoach phai chi ti~t c6 phan cong C\! the: chuan bi bao cao,
thanh phan tham dir; phuong an d6n tiep; bao v~ an ninh (neu can); noi lam viec;
nQi dung chuong trinh lam viec; \(.
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t'

Sau khi Giam hieu phe duyet, phong Hanh chinh t6ng hop thong bao cac
don vi duoc phan cong chuan bi bao cao, tai lieu; moi cac don vi lien quan dir;
ki~m tra don d6c va chiu trach nhiern v€ cong tac chuan bi; t6 chirc viec don
khach; ghi danh sach dai bieu; phat tai lieu, ghi bien ban buoi lam viec; chuan bi
qua tang (neu c6) ... ;

b) Voi khach nuoc ngoai:
- Cac cuoc d6n tiep, lam viec chinh tlnrc hoac tiep xii giao cua Giam hieu

voi khach nuoc ngoai duoc thirc hien theo cac quy dinh cua Nha mroc va Quy
che hop tac quoc te cua Truong v€ tiep khach mroc ngoai;

- Phong HQ'p tac quoc te bao cao va tiep thu chi dao cua Hieu tnrong lien
h~ voi khach du thao ke hoach.chuong trinh lam viec; bao cao Giam hieu ducc
ph an cong don tiep, lam viec va cac don vi c6 lien quan truce khi tiep khach it
nhat 2 ngay lam viec;

Sau khi Giam hieu phe duyet, phong Hop tac quoc te c6 nhiem vu lien h~
voi khach thong nhat noi dung, chuang trinh, thai gian lam viec; moi thanh phan
tham du va phoi hop voi phong Hanh chinh tong hop b6 tri phong lam viec, t6
chirc d6n tiep, thong bao cho cac don vi c6 lien quan chuan bi bao cao, tai lieu;
phien dich; ghi bien ban buoi lam viec; chuan bi qua tang.

2. Tiep khach den tham xii giao hoac lam viec voi Giam hieu:
a) Phong Hanh chinh tong hop hoac don vi diroc giao nhiem vu c6 trach

nhiern thuc hien cong tac phuc vu theo yeu c~u cua Giarn hieu, phu hop voi quy
dinh cua phap luat va quy che cua Truong;

b) Phong HQ'p tac quoc te c6 trach nhiem phien dich (hoac b6 tri phien
dich), tham miru cho Giam hieu hoac giup cac don vi tiep theo dung l~ nghi va
thu t\ICngoai giao khi tiep khach nuoc ngoai;

c) Ngiroi dung d~u cac don vi lien quan den noi dung bu6i lam viec c6
trach nhiem tham muu cho Giam hieu giai quyet cong viec thuoc tham quyen cua
don vi. Neu don vi diroc uy quyen tiep khach thi c6 trach nhiern chuan bi noi
dung lam viec va xin y kien chi dao cua Giam hieu phu trach linh vue tnroc khi
lam viec.

3. Tiep khach tai cac don vi:
- Nguoi dung d~u don vi chiu trach nhiern t6 chirc tiep va lam viec voi

Lanh dao cac don vi ngang cfrp va khach theo yeu c~u cua Giam hieu trong pham
vi cong viec thuoc chirc nang, nhiem vu, tham quyen cua don vi. Trong qua trinh
giai quyet cong viec neu noi dung c6 lien quan den don vi khac thi c6 th~ moi du
hoac xin y kien don vi c6 lien quan; nhtrng noi dung virot qua tharn quyen giai
quyet cua don vi phai bao cao va xin y kien Giam hieu;

- Cac don vi khong diroc nr y tiep va lam viec voi khach mroc ngoai.
Khach mrcc ngoai den tham hoac lam viec tai don vi phai duoc sir d6ng y cua
Hieu tnrong va xuat trinh cac gifry to' hop phap, Nguoi dung d~u don vi phai bao
cao Hieu tnrong chuang trinh, noi dung, ket qua lam viec va thong bao cho
phong HQ'p tac quoc te, phong T6 chirc can be) biet d~ dam bao v~ an ninh, chinh
tri noi bo.
. . 4.' Khi khach den lam viec, don vi duoc giao nhiem vu don tiep phoi h9'P

voi bO phan Thuong tnrc T6 bao v~ c6 trach nhiem don tiep, chi dan khach den
noi lam Vi~C.rlr



Chuong IX
I>I N110C NGOAI vA CONG TAc TRONG Nl10c

I>i~u 44. Ili mroc ngoal
1. ThAm quyen ctr hoac d6ng y cho CCVC di mroc ngoai:
a) Thanh vien Ban Giam hieu va vien chirc thuoc dien Bq Y te quan ly di cong

tac hoac di giai quyet viec rieng ra mroc ngoai do Lanh dao Bq Y te quyet dinh;
Ph6 Hieu tnrong di cong tac hoac di giai quyet viec rieng ra mroc ngoai phai

c6 y kien cua Hieu tnrong tnroc khi trinh Lanh dao Bq Y te;
b) Vien chirc va nguoi lao dqng thuoc Truong (ngoai d6i nrong thuoc muc a

khoan nay) di cong tac hoac di giai quyet viec rieng ra rnroc ngoai do Hieu tnrong
quyet dinh. Hieu tnrong co th€ uy quyen bang van ban va dang ky voi co quan lanh
su ngoai giao cho mqt Pho Hieu tnrong ky quyet dinh cho phep vien chirc va ngiroi
lao dqng di ra mroc ngoai theo quy dinh cua phap Iuat va cua B9 Y te.

2. Cac doan cua Truan~ di cong tac mroc ngoai (di theo chuang trinh hoac
dir an cua Truong, cua Bq Y te):

a) Chi t6 chirc cac doan di cong tac theo ke hoach da duoc phe duyet trong
chuang trinh dean ra cua Truong, trong cac du an, chuang trinh hQ'Ptac;

Cac tnrong hQ'Pkhac, phong Hop tac qu6c te co van ban t6ng hQ'Pcac thong
tin lien quan neu ra muc dich, nqi dung, thanh phan, thai gian, dia di€m, chuang
trinh, nguon kinh phi bao cao Hieu tnrong d€ thong qua Ban Giam hieu, Dan vi
chu tri chi thong bao cho d6i tac mroc ngoai moi va lam cac thu tuc khac sau khi
duoc Ban Giam hieu phe duyet;

b) Doan do Giam hieu lam Truong doan di tham va him viec chinh thirc a
mroc ngoai:

- Phong HQ'Ptac quoc te la dfiu m6i lien h~ voi d6i tac mroc ngoai va chu tri
ph6i hop v6i cac don vi lien quan chiu trach nhiem chuan bi thu tuc xin phep B9 Y
te, thanh l~p doan, thai gian, dia diem, d6i tac lam viec; h6 tro cac thu tuc v~ xu~t
nh~p canh, h9 chieu, visa, huang d~n cac quy dinh cua Nha mroc va mroc ngoai,
kinh phi, n9i dung chuang trinh, chuan bi bao cao trinh Truong doan phe duyet, t6
chirc thirc hien chuang trinh chuyen cong tat;

Thanh phan doan phai dung d6i nrong, phu hQ'Pvoi nqi dung, chuang trinh
lam viec, (thanh l~p doan va phan cong theo quyet dinh cua Hieu tnrong hoac Bq
tnrong B9 Y te).

3. Ca nhan di nu6c ngoai:
a) Vien chirc diroc Truong cir di du cac hqi nghi, hoi thao, tham quan, khao

sat chuyen mon a mrcc ngoai theo chuang trinh hQ'Ptac, du an cua Truong:
- Phong HQ"ptac qu6c te xac nhan ban dich thtr moi (thu moi cfin neu ra n9i

dung lam viec, noi lam viec, thai gian, kinh phi chi tra), trinh Hieu tnrong thong
qua Ban Giam hieu quyet dinh ctr vien clurc di dir;

- Phong T6 chirc can bq thong bao cho Nguoi dirng dfiu don vi va ca nhan
diroc cir di cong tac mroc ngoai tnroc khi trinh Hieu tnrong kY quyet dinh;

b) Vien chirc diroc Truong ell tham gia cac doan cong tac cua Bq Y te va
cac nganh khac: can cir cong van hoac quyet dinh cua c~p tren, Hieu tnrong
thong qua Ban Giam hieu quyet dinh cu vien chuc di cong tac ngoai. Ca nhan
phai chuan bi nhtrng v~n d~ lien quan theo yeu cfiu cua Truong doan cong tac va,,}--
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bao cao Nguoi dung ddu don vi va chiu trach nhiem truoc phap luat v€ noi dung
cac van ban do;

c) Vien chirc di du cac hoingh], hQi thao tham quan, khao sat chuyen mon
& nuoc ngoai theo thu moi dich danh ca nhan, kinh phi W tuc hoac dircc tai tro:
phai co don duoc Nguoi dung ddu don vi d6ng y; thu moi cua d6i tac nuoc
ngoai c6 xac nhan ban dich cua phong HQ'ptac quoc t€ (hoac cong clnrng) trong
d6 ghi r5 nQi dung lam viec, noi lam viec, thai gian, kinh phi chi tra, gui phong
T6 chirc can bQ trinh Ban Giam hieu xem xet cho y kien d~ Hieu tnrong quyet
dinh d6ng y hay khong dong y cho vien chirc di nuoc ngoai;

d) Vien chirc, nguoi lac dong di giai quyet viec rieng (chira benh, tham
than, du lich ..): phai co don duoc Nguoi dung ddu don vi dong y (trong don do
ghi r5 nQi dung chuyen di, noi d€n, thai gian, nguon kinh phi), giri phong T6
clnrc can bQ trinh Ban Giam hieu xem xet cho y kien d~ Hieu tnrong quyet dinh
d6ng y hay khong d6ng y cho vien chirc, nguoi 1ao dong di nuoc ngoai.

4. Trach nhiem cua cac don vi:
a) Phong Hop tac quoc t€:
- Lam ddu m6i chu tri, phoi hop voi cac co quan chirc nang thuoc Eo Y t€

trinh BO truong xem xet, quyet dinh viec di nuoc ngoai cua thanh vien Ban
Giam hieu va vien chirc thuoc dien BQ Y t€ quan ly;

- Huong d~n cac thu tuc v€ ho chieu, xuftt canh, nhap canh cho CCVC
hoac dean duoc ctr di cong tac mroc ngoai; huang d~n v€ cac quy dinh cua Nha
nuoc, cua nuoc ngoai va cac vftn d€ co lien quan d€n chuang trinh cong tac;

- QUlin ly hO chieu cong vu cua CCVC trong Truong;
b) Phong T6 chuc can bo:
- Th~m dinh, tham muu, trinh Hieu tnrong ra quyet dinh cir hoac dong y

cho doan hoac CCVC di nuoc ngcai;
- Ti€p nhan bao cao thee Quy dinh s6 57 cua dang vien (v€ bao v~ chinh

tri noi bo) va van ban bao cao cua -Tnrong dean hoac ca nhan khi k€t thuc
chuyen di.

c) Phong Hanh chinh t6ng hop:
- C6 trach nhiem chuan bi ve may bay, phirong tien dua don (neu thuoc

dien phai dua don);
d) Phong Tai chinh k€ toan:
- C6 trach nhiern chuan bi kinh phi, thanh quyet toan thee cac quy dinh va

ch€ do hien hanh;
d) Nguoi dung ddu don vi:
- Co trach nhiem b6 tri nhan lire, tao di€u kien cho CCVC thuoc quyen di

cong tac khi duoc Hieu tnrong cir hoac d6ng y cho di giai quyet viec rieng thee
tham quyen.

5. Trach nhiem cua Truong doan cong tac:
a) T6 chirc thuc hien noi dung chuang trinh va moi hoat dong cua dean a

mroc ngoai thee dung chuang trinh da duyet va thee quy dinh cua phap lu~t;
b) Sau khi k€t thuc chuyen cong tac, trong thai han kh<?ng qua 03 nga¥

lam viec phai co van ban bao cao Hieu tnrong va giri phong To chirc can bo ve
k€t qua chuyen di.

6. Trach nhiem cua CCVC duoc cir hoac d6ng y cho di nuoc ngoai: f-

-

31



a) Thuc hien dung chuang trinh, nQi dung, thai gian chuyen di, chap hanh
nghiern cac quy dinh cua phap Iu?t Vi~t Nam va mroc d~n cong tac khi a mroc
ngoai; giu gin danh du, uy tin cua Truong va cua Quoc gia;

b) N~u c~n gia han thai gian phai c6 bao cao bang van ban va chi duoc phep
gia han khi c6 quyet dinh d~ng 'I cua Hieu tnrong;

c) Sau ket thuc chuyen di, trong thai han khong qua 03 ngay lam viec, phai
c6 van ban bao cao Hieu tnrong va Nguoi dung d~u don vi quan 1'1; giri phong T6
chirc can bQ van ban bao cao ket qua chuyen di va nQP lai hQ chieu cong vu cho
phong HQ'ptac quoc t~ (n~u di bang hQ chieu cong vu);

d) CCVC la dang vien di mroc ngoai tai muc c va d khoan 2 Di~u nay phai
thuc hien bao cao theo Quy dinh s6 57 cua dang (v~ bao v~ chinh tri noi bQ) gui
phong T6 chirc can bo;

d) CCVC ducc cir hoac d6ng 'I cho di dao tao, b6i duong a mrcc ngoai phai
thuc hien theo quy dinh hien hanh cua Nha mroc va Quy che dao tao va b6i duong
cua Truong;

e) Nguoi dung d~u don vi trong thai gian di mrcc ngoai phai uy quyen bang
van ban cho cap ph6 hoac vien chirc trong don vi quan 1'1, di~u hanh don vi.

Di~u 45. Di cong hie trong nU'o'c
1. Tham gia doan cong tac cua co quan Trung uong, BQ:
a) Viec cir CCVC tham gia cac doan cong tac cua Co' quan Trung irong, BQ

y t~, BQgiao due va Dao tao di cac dia phuong, don vi phai theo dung thanh phan
yeu c~u va do Nguoi dung d~u Truong quyet dinh, Nhtrng van d~ lien quan d~n
Truong theo ycu c~u cua Truong doan cong tac phai duoc chuan bi bang van ban
va trinh Giam hieu phu trach linh V\IC;

b) CCVC khi tham gia doan cong tac co trach nhiem tuan thu sir phan cong,
di~u hanh cua Truong dean;

c) Khi k~t thuc chuang trinh cong tac, cham nhat sau 03 ngay lam viec,
CCVC tham gia doan phai bao cao bang van ban giri Nguoi dung d~u Truong v~
ket qua chuyen cong tac, nhimg van d~ c6 lien quan d~n Truong (do co sa d~ nghi
hoac theo k~t luan cua Tnrong doan).

2. Truong t6 chirc doan hoac t6 di cong tac tai dia phirong, don vi (sau day
goi chung la dean):

a) Giam hieu phu trach linh V\IC ra quy~t dinh thanh l?p dean di cong tac
trong mroc thuc hien nhiem vu cua Truong (trong do co phan cong Truong doan),
n~u thanh phan doan co Pho Hieu tnrong phai do Hieu tnrong ky. Don vi duoc
giao chu tri I?p k~ hoach di cong tac, trinh Giam hieu phu trach linh V\lC xem xet,
phe duyet v~ noi dung lam viec, thanh phdn, thai gian, dia diem, kinh phi va
phuong tien di lai, Truong hop di;tcbiet, dQt xuat khong co k~ hoach tnroc phai bao
cao Hieu tnrong quyet dinh, Dan vi chu tri hoac thanh vien cua doan duoc phan
cong co trach nhiern chuan bi tai lieu, lien h~ voi ca sa va cac don vi co lien quan
thong nhat chuong trinh, k~ hoach lam viec, bao cao Truong doan;

Phong T6 chirc can bQ co trach nhiern trinh ky cac quyet dinh cir doan di
cong tac; phong Hanh chinh tong hop va phong Tai chinh k~ toan co trach nhiern
ph6i hop voi don vi chu tri hoac thanh vien duoc Truong doan phan cong chuan bi
phuong tien, giay to', tai chinh va cac noi dung c~n thiet cho chuyen cong tac;

b) Sau khi hoan thanh chuyen cong tac, Truong doan co trach nhiem bao cao
ngay k~t qua lam viec cua doan voi Hieu tnrong va Pho Hieu tnrong phu trach ('
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linh; cham nhat sau 3 ngay lam viec phai hoan thanh viec bao cao k~t qua lam viec
cua dean bang van ban giri Hieu tnrong, Ph6 Hieu tnrong phu trach linh Vl,!C va
giai quyet cac thu tuc, ch~ dQ c6 lien quan d~n doan cong taco

3. Hieu tnrong hoac Ph6 Hieu tnrong phu trach linh Vl,!C cir ca nhan vien
chirc di cong tac tai dia phuong, don vi giai quyet cac cong viec cua Truong bang
cong van hoac Gi~y gioi thieu. Khi thirc hien xong nhiern vu vien chirc phai bao
cao Giam hieu cir di cong tac theo yeu c~u va nQi dung nhiern vu duoc giao.

4. Nguoi dung d~u bQ mon khi cu vien chirc hoac nguoi lao dQng thuoc
tham quyen quan Iy di cong tac dia phirong theo k~ hoach giang day phai dam bao
dung chuang trinh, k~ hoach da: duoc Truong phe duyet, Vien chirc hoac nguoi lac
dong duoc bQ mon cir di cong tac dia phirong c6 trach nhiem bao cao Nguoi dung
d~u bQ mon ket qua lam viec khi k~t thuc chuyen cong taco

S. N guoi dirng d~u phong, ban khi cir ngiroi thuoc don vi minh di cong tac
phai dam bao dung yeu c~u cua Tnrong; n~u thai gian cong tac tir 02 ngay lam
viec tro len, phai b6 tri nguoi giai quyet cong viec thirong xuyen thay th~ nguoi di
cong taco

6. CCVC duoc cir di cong tac trong mroc c6 cac quyen IQ'i va trach nhiem
theo quy dinh cua Nha mroc va Quy ch~ chi tieu nQi bQ cua Truong.

7. Khong b6 tri ket hop chuang trinh tham quan du lich trong thai gian cong
tac khi chua diroc sir d6ng y cua Hieu tnrong.

8. Doan hoac ca nhan duoc cir di cong tac chi lam viec, giai quyet dung
tharn quyen nhfrng v~n d~ theo nQi dung, chuang trinh da: diroc phe duyet.

Clnrong X
CHE DOBAo cAo, THONG TIN

Di~u 46. TrU'O'Dg bao cao BQ Y t~, BQ Giao d1}C va Dao tao va cac co
quan chirc Dang

1. Hieu twang hoac mQt Ph6 Hieu tnrong diroc Hieu tnrong uy quyen, c6
trach nhiem chi dao, kiem tra, giam sat viec thirc hien cac bao cao dinh ky hoac dQt
xu~t cua Truong voi BQ Y t~, BQ Giao due va Dao tao va cac Co' quan chirc nang.

2. Hieu tnrong c6 trach nhiem bao cao thong tin cho Dang uy va HQi dong
Truong (neu c6) theo quy dinh cua Di~u l~ tnrong dai hoc, Quy che t6 chirc va
heat dong cua Truong va Quy che lam viec cua Dang uy Truong,

3. Theo yeu c~u cua bao cao, chirc nang, nhiem vu cua cac don vi, Giam
hieu giao cho mot don vi chu tri viec thirc hien bao cao (co th~ thanh l~p t6 cong
tac d~ thirc hien tong hop, du thao bao cao neu lien quan d~n cac van d~ quan
trong, phai xu ly s6 lieu tong hop). Ngiroi dung d~u don vi chu tri viec bao cao
(hoac T6 tnrong t6 cong tac) chiu trach nhiem don d6c, phoi hop cac ca nhan va
don vi c6 lien quan khac hoan thanh bao cao dung ti~n dQ hoac yeu c~u theo quy
dinh tai Di~u 9 Quy che nay.

Di~u 47. Ph6 Hi~u truong bao cao Hi~u truong
1. Tinh hinh don vi va ket qua thuc hien nhtrng cong viec thuoc linh Vl,!C

ducc phan cong phu trach; nhtrng viec virot qua tham quyen giai quyet va nhirng
viec can xin y kien Hieu tnrong. ,

2. NQi dung va ket qua cac hQi nghi, cuoc hop duoc Hieu tnrong uy quyen
tham dir, chi dao hoac chu tri. <';
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3. K~t qua lam viec va nhtrng ki~n nghi d6i voi Truong, nganh Y t~ cua
cac don vi, d6i tac khi diroc cir di cong tac 0 trong nuoc ciing nhir mroc ngoai.

4. Nhtrng v§n d~ moi nay sinh, v§n d~ dQt xuat hoac nhtrng v§n d~ phirc
t<;1Pph at sinh trong qua trinh trien khai cong viec.

Di~u 48. Cac don vi bao cao Giam hi~u
1. Nguoi dung d~u don vi phai thuc hien d~y du ch~ dQ thong tin, bao cao

theo quy dinh va theo yeu cau cua Giam hieu;
Cac bao cao hQC ky, sau thang, bao cao narn, bao cao viec thirc hien

nhiem vu, bao cao vang mat 0 don vi phai thong qua Giam hieu phu trach linh
vue:. ,

Bao cao tai cac cuoc giao ban do Giam hieu chu tri: Nguoi dung d~u don
vi c6 trach nhiem chuan bi noi dung bao cao viec thuc hien nhiern vu, k~ hoach,
kien nghj cua don vi tai hQi nghi giao ban;

Thuc hien cac bao cao dinh ky hoac dQt xuat theo quy dinh cua BQ Y t~,
BQ Giao due & Dao t<;10va cac bao cao khac theo yeu c~u cua Giam hieu phu
trach linh VlJC;

Khi c6 v§n d~ phat sinh vuot qua tham quyen quan ly cua don vi hoac v§n
d~ phirc t<;1P,nhay earn, Ngiroi dung d~u don vi phai d6ng thai bao cao Hieu
tnrong va Ph6 Hieu tnrong phu trach linh VlJC d~ xu ly kip thai.

2. Ngoai viec thirc hien cac quy dinh tai khoan 1 Dieu nay, Truong phong
Hanh chinh tong hop con phai thuc hien nhiem vu sau day:

a) T6ng hop va xay dung bao cao cong tac nam cua Truong, bao cao tong
hop nam hQCtheo quy dinh cua BQ Y t~, BQ Giao due & Dao tao va cua cac co
quan hiru quan khi c6 nhu c~u; chu tri thuc hien cong tac bao cao thong ke cac
s6 lieu v~ moi mat hoat dong cua Truong,

b) T6ng hop bao cao giao ban cua cac don vi, chuan bi bao cao giao ban
phuc V\1 cho Giam hieu chu tri giao ban;

c) Bao cao Giarn hieu nhjrng v~n de c~n xu ly qua tiep thu y kien cong
dan phan anh tai horn thu g6p cua Truong (phoi hop voi Thanh tra nhan dan),

Di~u 49. Trach nhiem bao cao cua CCVC
1. CCVC c6 trach ~hi~m bao cao Nguoi dung d~u don vi k~t qua viec

thirc hien nhiem vu do Ngiroi dung d~u don vi hoac Giam hieu giao.
2. Cac bao cao khac theo quy dinh, nhu: bao cao di cong tac mroc ngoai;

bao cao k~t qua hoc tap, dao t<;10;bao cao thanh tich thi dua, khen thuong ...
Di~u 50. Cung e§p thong tin cho CCVC
Hieu tnrong c6 trach nhiem thong bao hoac chi dao Ngiroi dung d~u cac

don vi cung c§p cho CCVC nhtrng thong tin sau:
- Chu tnrong, chinh sach cua Dang, Nha mroc, nha tnrong lien quan d~n

cong viec cua don vi, d~n nghia vu, quyen va 19i ich hop phap cua CCVC;
- Chuang trinh, k~ hoach cong tac cua Truong, cua don vi; kinh phi boat

dong va quyet toan hang narn;
- Tuyen dung, di hoc, khen thuong, ky luat, nang hrong, b6 nhiem ... ;
- Van ban k~t luan v€ viec giai quyet khieu nai, t6 cao trong don vi;
- NQi quy, Quy che lam viec cua Truong, cua don vi;
- Cac v§n d€ khac theo Quy che thirc hien dan chu va Quy ch~ quan ly

hoat dong thong tin, tuyen truyen, quang cao cua Truang.l..t-
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:Di~u 51. Cung c§p thong tin v~ hoat dQng cua Truirng
1. Hieu truong quy dinh v~ quan Iy thong tin va chiu trach nhiern hoac uy

quyen cho t;lguai chiu trach nhiem cung dp thong tin phuc vu sir chi dao di~u hanh
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thong tin cho cac co quan thong tin dai chung; cung dp thong tin cho nhan dan.
2. Hieu twang giao cho phong Cong tac chinh tri la d~u m6i chu tri tham

rmru cho Hieu twang v~ quan h~ cong tac va cung c~p thong tin cho cac co quan
thong tin dai chung, bao dam cung c~p thong tin chinh xac, kip thai v€ hoat dong
cua Twang; d€ xuat, bao cao Giam hieu nhtmg van d~ can xu Iy qua phan anh cua
bao chi, dir luan xa hQi lien quan d~n Truong,

3. Viec cung c~p thong tin phai dam bao yeu du bao mat d6i voi cac thong
tin, van ban thuoc danh muc bi m?! theo quy dinh cua Nha nuoc, cua BQY t~ hoac
nhtrng cong viec, v~n d€ nhay earn dang trong qua trinh giai quyet, xu Iy chua c6
kth luan hoac co yeu c~u khong pho bien. .

4. Cac ca nhan vi€t bai hoac tra loi phong v~n bao chi c6 lien quan d~n hoat
dQng cua Twang, cua don vi phai theo dung nhiern vu va tham quyen duoc giao;
phai chiu trach nhiem tnroc phap lu~t va tnroc Hieu twang v€ llQi dung bai viet
hoac phong van,

5. Ngoai viec thuc hien cac quy dinh tai khoan 4 Dieu nay, Truong phong
Hanh chinh t6ng hop can phai thuc hien nhiern vu:

a) T6ng hop cung c~p thong tin hang ngay cho Giam hieu v€ cac vftn d~ da
duoc giai quyet, c~n giai quy~t trong Twang d€ Giam hieu di€u hanh, chi dao
chung trong Twang;

b) Huang d~n, theo doi, don d6c cac don vi thirc hien nghiem tuc che dQ
thong tin, bao C{lO; t6 chirc khai thac thong tin phuc vu su chi dao dieu hanh cua
Hieu twang.

:Di~u 52. Thong tin tren Website ciia Truong
Thong tin tren trang thong tin dien tu (Website) cua Truong thuc hien theo

Quy ch~ qUM ly thong tin, tuyen truyen, quang cao cua Truong.

Chuong XI
TRAcH NHI~M THI HANH

Di~u 53. Di~u khoan thl hanh
1. Nguoi dung d~u cac don vi c6 trach nhiem ph6 bi~ll Quy ch€ nay d~n

CCVC trong don vi d€ thuc hien.
2. CCVC trong Truong co trach nhiem thirc hien nghiem chinh cac quy dinh

tai Quy ch~ nay. Ca nhan vi pham Quy ch~ se bi xem xet, xu ly ky luat.
3. Cac don vi can cu Quy che lam viec cua Truong d~ quy dinh Ie 16i lam

viec cu th~ cua don vi.
. '4. Cac t6 chirc 'Bang, doan th€ trong Truong van dong cac thanh vien cua t6

chirc nghiern chinh ch~p hanh viec thuc hien Quy ch~.
5. Giao Tnrong phong Hanh chinh tong hop chu tri, phoi hop voi Truong

phong T6 chirc can bQ trien khai, don d6c thuc hien Quy ch~ nay va baa cao tinh
hinh thuc hien trong Truong cho Hieu tru6ng'~r
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Trong qua trinh thirc hien, neu co cac virong mac, bfrt C?P, khong hop ly, cac
don vi, ca nhan co trach nhiem phan anh voi phong T6 chirc can bi) d~ tong-hop
bao cao Hieu tnrong xem xet b6 sung, sua d6i cho phu hop,

Di~u 54. Hi~u h,rc thi hanh
Quy che nay gorn 11 Chuang, 54 Dieu, co hieu hrc k€ tu ngay kY ban hanh.
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