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1. MUC PicH
Thong nhét qua trinh quan ly cac vin ban dén cta Trung tam Nghién ctru Y sinh
hoc (TTNCYSH) nhim dam bao viée giai quyet kip thdi, chinh xdc nhimg thong tin cin
thiét, chuyén ding dia chi, khong dé that lac, mat mat.

2. PHAM VI AP DUNG

- Quy trinh ndy dugc ép dung dbi véi tat ca cic phong ban/don vi/ca nhan cia TTNCYSH
khi: tiép nhan, x& ly va phéan ph01 céc vin ban dén.

- Quy trinh nay dugc ap dung ddi v6i cac van ban dén (loai viin ban thuomg). Péi vdi vén
ban MAT d@én (néu cd), thi thuc hién theo quy dinh dinh chung cua Truong.

3. TRACHN HIEM
- Tét ca cac phong ban/don vi/ca nhan cia TTNCYSH ¢6 trach nhi¢m thye hién quy trinh

nay (trong do, Bo phan Hanh chinh thugc TTNCYSH chiu trach nhiém chinh).
- Ban diéu hanh TTNCYSH c6 trach nhiém gidm sat vi¢c thuc hién quy trinh.

4. DINH NGHIA, THUAT NGU VA CHU VIET TAT

4.1. Dinh nghia
Vin ban dén 1a cdc vin ban, tai ligu, thu tin.... do cic co quan, té chirc bén ngoai

TTNCYSH cuing nhu céc phong, ban, trung tdm thude Truong duge giri dén (c6
thé nhan tryuc tiép, qua duong buu dién, fax, email...).

4.2. Chir viét tit
* HC: Hanh chinh
" PL: Phu luc
* QL:Quanly
* QT: Quy trinh
* TTNCYSH: Trung tdm Nghién ctru Y sinh hoc
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5. NOI DUNG THUC HIEN
5:1. To chire quin ly cong vin den
- Détap trung quan 1y théng nhit vén ban dén TTNCYSH (tlep nhdn, phén loai, trinh

duyét, chuyén giao va luu hd so), tat ca cac van ban dén (ke ca van ban chuyen giao

qua buu di¢n, ca nhan di hop mang ve, chuyen giao truc tlep gitta cac don v1, ...) déu
phai chuyén qua ddu mdi tiép nhéan 1a Thu ky Trung tdm dé dang ky vao Sb viin ban
dén va xir Iy theo quy trinh.
- Déi v6i céc viin ban “khén”, “hoa tdc”: Ban diéu hanh/phong ban/don vi/ca nhan cta

TTNCYSH, bét cir tai khau nao trong quy trinh, trong pham vi nhiém vu dugc giao,

phai 6 trach nhi¢m xur ly NGAY khi nhén dugc véin ban dén. Riéng cac thoi han xtr 1y

(trinh bay t1ep theo bén dudi), chi duge ap dung cho cac van ban thong thuong.

- Quy trinh bt dau tir khau uep nhan van ban dén va két thuc khi van ban da duge xi Ly
qua céc khéu va dugc dua vao hé thong luu trit.
5.2. Lwu dd qu4 trinh xir Iy vin bin dén

STT | Trach Trinh ty cong viéc Tai li¢u/ Thoi han
nhiém Bidu maiu/ xir Iy
Phu luc
1. Thue ky . 5.2.1
Trung Tiép nhén, phan loai, L Trong vong
tam trinh duyét vdn ban dén PL 11, 4g lam viéc.
: PL III
#45 Phé . Trong vong
Trudng LI 8g lam viéc.
gﬁ“g Xem xét, phé duyét,
Xiny ki,én ghi dao
(néu can)
3 Thu ky i 523 Trong vong
Trung Cép nhat y kién chi dao va PL 11, 2g lam viéc.
tam chuyén cho cac don vi/cé PL III,
nhén lién quan PLIV
4. Phong v 524 Trong  thoi
ban/ Don Theo ddi, giai quyét cong han quy dinh.
vi/ ca viéc
nhin lién :
quan :
L Thu ky ¥ PL1L Cuoi ngay
Trung N PL UL
tAm il PL IV
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Mo ta qua trinh xir Iy viin ban dén

5.2.1. Tiép nhén, phan loai, trinh duyét viin ban dén

- Thuky Trung tdm la dAu méi tiép nhan tat ca cdc vin ban dén TTNCYSH.

. Déi véi céc vin ban gii dén dich danh tén phong ban/don vi/ca nhén, Thu ky Trung
tdm s& chuyén thing vao phong ban/don vi/ca nhan do.

- Déi v6i cac vin ban giri dén TTNCYSH bang vin ban truc tiép, hodc qua dudng buu
dién, hodc c4 nhan di hop mang vé...., Thu ky Trung tam:

* boc bi, phén loai

= dong dau “DEN”, ghi s6 va ngay dén (PLT)

= dién Phleu xir Iy viin ban dén (PL II), bAm dinh kém trang ddu van ban dén.
» vao s6 VB dén (PL III)

* tip hop trinh Pho trudng Trung tAm xin y kién chi dao xtt ly.

. Déi véi van ban dugc gii dén qua email cuia TTNCYSH véi dia chi
trungtamncysh@pnt edu.vn, Thu ky Trung tdm c6 nhiém vu in ra 01 by, dong diu
“PEN”, rdi thuc hién cac bude ké tiép nhur trén.

- Thu ky Trung tdm kiém tra email ¢ dia chi trungtamncysh@pnt.edu.vn dinh ky 2 lan
trong ngay lam viéc (8g00 va 13g30)

- Thoi han xt ly: trong vong 04 gid lam viée, k& tir luc nhan dwoc cic vin bin dén
TTNCYSH du6i moi hinh thire (tryc tiép, email.. ).

5.2.2. Xem xét, phé duyét, xin y kién chi dao (néu cin)

- Can e cdc van ban dén do Thu ky Trung tdm trinh duyét, Ph6 Trudng Trung tam xem
xét, chi dao xir Iy hodc dé xuit chuyén cho Trudng phong ban / don vi / ¢4 nhan theo
linh vye da dugce phén cong.

- Déi vdi nhitng vin ban ngoai thim quyen giai quyet Pho Trudng Trung tdm Xin y kién
ctia cdp thim quyén cao hon (cu thé la xin y kién Truéng Trung tam, trong truong hop
Trucng Trung tam di cong tac xa thi sé xin y kién Hiéu truémg) dé chi dao giai quyét.

- Do Truéng Trung tdm qua bén nhiéu viéc, nén chi trong trudng hop Phé trudng Trung
tam di ving (da béo lich trudce), Thu ky Trung tam méi trye tiép trinh Truong Trung
tAm xin y kién chi dao.

- Tuy ndi dung tirng van ban, Ban diéu hanh Trung tim s& xem xét, but phé chi dao xir
ly truc tiép trén Phiéu xtr ly vin ban dén (Phu luc IT). Y kién chi dao, but phé gom co:
noi nhan thue hién, ndi dung thyc hién, thoi han thuc hién, phuong thire chuyen vin
ban (email va / hodic pho t6 giri truc tlep) khéc (néu c0).

- Dé don gian thd tuc hanh chanh, da s6 van ban khuyén cdo s& duoc guri qua email cong
vu ctia phong ban / don vi / cé nhén; trong nhitng trudng hop thét can thiét (lién quan
dén tinh phép ly,...), Ban diéu hanh Trung tAim méi chi dinh pho td guri truc tiép.

Thoi han xtr ly: trong vong 08 gio lam vigc, ké tir Iic nhan dugce cac van ban do Thu
ky Trung tdm trinh duyét.

5.2.3. Cap nhaty klen chi dao va chuyén cho ciac don vi/ca nhin lién quan
Sau khi co y kién chi dao, but phe ciia Ban diéu hanh Trung tam, Thu ky Trung tam:

- Bb sung ghi vao ddu “DEN?, s6 ding ky vin ban dén (PL I, PL III).
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- Chuyén van ban ciing ni dung y kién chi dao, but phé cia Ban diéu hanh Trung tam
(PL II) dén céc phong ban /don vi / ca nhan lién quan.

- Céc hinh thire chuyén vin ban: Dua chi dao clia Ban diéu hanh Trung tam (myc 35.3. 2):
» D4ivai cac phong ban / don vi/ cé nhan trye thude Trung tdm co ndi mang Internet,

Thu ky Trung tAm c6 trach nhiém scan van ban va gl qua email cong vu. Trong
trudng hop nay, muc ky nhén cua PL II va PL III s€ khong co chir ky cua nguoi
nhdn. Thu ky Trung tdm phai ghi vao muc Ghi cha (Dd gui qua email cong vu, ngay
/o) valuu email d6 d& 1am bang ching.

» DAi voi cac phong ban / don vi / ca nhan khong ndi mang Internet, Thu ky Trung
tdm c6 trach nhi¢ém pho to va gui truc tiép t6i noi nhan. Thu ky Trung tim yéu cau
noi nhén ky vao céc so luu theo quy dinh.

» Truong hgp cac phong ban / don vi/ cd nhan dén nhdn vén ban tryc tiép tai Thu ky
Trung tdm, thi nguoi nhén phai ky nhén vao cac s6 luu theo quy dinh.

- Thoi han xtr ly: trong vong 02 gid lam vige, ké tlr luc nhén duge sy phé duyét cia Ban
Piéu hanh Trung tdm.

5.2.4. Theo dbi, gidi quyét cong viée

- Cac phong ban / don vi / ca nhén lién quan:

* Thuc hién giai quyét cong viéc (canciry kién trong Phiéu xir Iy vin ban dén (PL IT)
va noi dung> dé clp trong vin ban can xir 1y).

» Bao cdo két qua thyc hién cho Ban diéu hanh Trung tdm (d6i voi trudng hop can
phai béao céo).

 Thoi han xtr ly: trong thoi han quy dinh, néu c6 (cdn cir Ly kién trong Phiéu xit Iy vin
ban dén (PL II) hodc thoi han dé cdp trong vén ban can xi ly).

»  Cap nhat két qua hoat dong da thyc hién vao béo cdo tudn dinh ky (theo Théng bao
02/TB-TTNCYSH, 22/11/2018).

- Thuky Trung tam:

« Déi véi treong hop cAn nhic nhé, theo ddi tién do (do Ban diéu hanh Trung tam chi
dinh), Thu ky Trung tdm c¢ trach nhi¢m dinh ky nhic nho va cép nhat tién do xir ly
cta cdc phong ban / don vi/ ¢4 nhan, rdi bao céo lai cho Ban dieu hanh Trung tam.

« Cudi gio lam viéc hang ngdy (16h), tdng hop sé luong vin ban dén, chdt s6 van ban
dén trong ngay.

»  Cap nhat két qua hoat dong da thye hién vao béo cdo tuan dinh ky (theo Thong béo
02/TB-TTNCYSH, 22/11/2018).

Ghi chu:

- Thoi gian tlep nhén, chét sé xir Iy van ban trong ngay, duoc tinh tir 7g30 dén 16g00
cung ngay. Do véi nhitng vin ban dén sau 16g00, sé duoc dé lai va xir Iy vao ngay lam
viéc ké tiep.

- T uy nhién, déi véi nhitng vén ban gap can xir Iy ngay, Thu ky Trung tdm sé xin y kién
ciia Ban diéu hanh qua dién thoai va phéi hop véi cac phong ban / don vi/ cd nhan dae
xtr Iy kip thoi. Ho so huu s€ duoc giai quyét bang phwong phdp chén 6 va ky bé sung.

- Trudng hop The ky Trung tdm divang (cong tdc, nghi phép,...), Thu ky phai bdo truoc
lich va dé xudt véi Ban diéu hanh Trung tam vé 01 thanh vién trong TTNCYSH tam thoi
dam trdch thay, trong khodng thoi gian Thir ky Trung tdm di vang, vé cong viéc quan
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ly cong van dén. Tiy vao thie té ¢ thoi diém dé, Ban diéu hanh Trung tdm xem xét
chudn y hodc chi dinh thanh vién thay thé, Thi ky Trung tam co nhiém vu ban giao,
hieéng dan cong viée cu thé cho thanh vién (dwoc chudn y / chi dinh) dé thanh vién do
hoan thanh nhiém vu dwoc giao. Sau khi di lam lai, Thue ky Trung tdm cé nhiém vy nhan
lai hé so ban giao day di tie thanh vién dé, dé dam bao céng viéc tiép tuc xuyén xuot.

6. LUU TRU HO SO

- Tét ca vin ban dén ddu duoc td chire luu trit (chi tiét theo Quy trmh Kiém soat Hb s0).

- Cudi mdi ngay: Thu ky Trung tdm c6 trach nhi¢m ra soat, chét sd va hoan tit cdc muc
thong tm trong hd so lwu clia vin ban dén trong ngay theo dung quy dinh.

- Cudi mdi nam: Thu ky Trung tam ¢6 trach nhiém theo ddi, quan ly védn ban dén va tong
két vao cu01 thang 12 hang ndm. Vin ban dén dugc luu theo timg loai van ban (cong
vin, quyét dinh, bao céo, ...). Mdi loai dugc danh so bét dau tir s6 01/ndm ban hanh.

- Céc hd so luu:

» Phiéu xtr Iy vin ban dén (Phu luc II)

« SO ding ky vén ban dén (Phuy luc III)

- S6 chuyen giao van ban dén (Phu luc IV)
» Ban goc cac van ban dén.

- Thoi gian lvu: Cac hd so nay luu tai B phan hanh chinh 01 ndm, sau d6 dugc chuyén
1€n kho luu trir.

7. TAILIEU LIEN QUAN
- Phu luc I: Déu “PEN”
- Phu lyc II: Phiéu xir Iy vin ban dén
- Phu lyc ITI: S6 ding ky van ban dén
- Phy Iuc IV: S chuyén giao vin ban dén

8. TAI LIEU THAM KHAO

- Thong tu s6 01/2011/TT- BNV, ngay 19/01/2011 cia Bd N§i vu, huéng dan Thé thic
va k¥ thuat trinh bay vén ban hanh chinh.

- Théng tu s6 07/2012/TT-BNV ngay 22/ 11/ 2012 cua BO Noi vu vé hudéng din, quan
ly vén ban, 1ap hd so va ndp luu hd so, tai lidu vao Luu trit co quan.

- Quyet dinh 5530/QD-BYT ngay 22/12/2015 ciaBo Y té vé hudng dan xay dung
quy trinh thyc hanh chuén trong quan ly chit luong xét nghiém.

- Quy dinh cta Trudng Dai hoc Y khoa Pham Ngoc Thach vé thé thirc va k¥ thut trinh
bay vin ban Hanh chinh.

- Thong b4o 01/TB-TTNCYSH ngay 22/11/2018 vé viéc Phan céng nhiém vu Quan ly
diéu hanh TTNCYSH.

- Thong bao 02/TB-TTNCYSH ngay 22/11/2018 vé viéc Phan cong cdng tac cho cic
thanh vién TTNCYSH va céc quy trinh thudng quy.
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PHU LUC I
DAU “DEN”

A A
1. Mau dau “Pén”

50mm
TRUNG TAM
NGHIEN CUU Y SINH HOC
35 7 Sé' (1)
mm | BEN e
CNgay: .. (2)
Chuyeén: .........coooenennn. 3)
Lt ho ap 807 o0 iiiiiiinee: (4)
2. Cach ghi
1) S6 dén

S6 dén 1a s6 thi tu dang ky van ban dén. S6 dén dugc danh lién tuc, bat dau tir s6 01

vao ngdy dau ndm va két thiic vao ngdy 31 thang 12 hang nam.

2) Ngay dén
Ngay dén 1a ngdy, thang, nim ma Trung tdm nhén dugc van ban (hodc don, thu),
dong diu dén va ding ky; dbi véi nhitng ngay dudi 10 va thang 1, 2 thi phai thém
s& 0 & truéc; nam duge ghi bing hai chit s& cudi cia nidm, vi du: 03/01/11,
27/711, 31/12/11.

= Gid dén: d6i v6i vin ban dén cb dong dAu “Thuong khan” va “Héa toc” (ké ca
“Hoa téc” hen glor”) Thu ky phai ghi gié nhan (trong nhitng truong hop can thiét,
can ghi ca gid va phut, vi du: 14.30).

3) Chuyén

Ghi tén don vi hogc ca nhan co trach nhiém giai quyét

4) Luu hd so sb

Ghi s6 ky hiéu ho so ma vin ban duge lap theo Danh muyc hé so Trung tAm.
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PHULUCII :
PHIEU XU LY VAN BAN PEN

1. Miu phiéu: in sn, kich thuéc ' trang A4 (chidu doc).
2. N§i dung phiéu

TRUNG TAM NGHIEN CUU Y SINH HOC PHIEU XU LY VAN BAN PEN

BO PHAN HANH CHINH

SRR Y kién _chi dao ciia Ban Diéu hanh Trung tim:
= NOT Ui | o
e S R s e N R e R O {1 EORe RO DN OUSORRL SRR U L L e e e
- Ngay den S L e [ R SR S e e R e
Xiely ciia Thu ky Trung T NN | S0 Wy SR RN SR S T S
Kinh trinh: Ban Diéu hanh Trung [Am | e
GEBR B W DA OU] - | i s e AR B e R

Ngay  thing nim Ngay thang nam

(Ky tén) (Ky tén)
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: PHU LUCIII ‘
SO PANG KY VAN BAN PEN

1. MAu sb: in sin, kich thude: 210mm x 297mm

a) Bia va trang dau

Truong Pai Hoe Y khoa Pham Ngoc Thach
Trung tim Nghién ctru Y sinh hoc

SO PANG KY VAN BAN PEN Ghi chi: ;
(1): Nam md so df{ng ky van ban dén;
(2): Ngay, thang bit ddu va két thic dang ky vin ban

Ndm: 20... sl trong quyén so;
Tir ngay ... den ngay (2) (3): S6 thir tyr déing ky van ban dén dau tién va cudi
/70 R den 30 S0 OO, cung trong quyen s0;

(4): S6 thir tw clia quyén sd.

Trén trang du cia cc loai s phéi c6 chit ky cua
Truéng Trung tim va déng ddu vudng ctia Trung
tam trude khi sur dung Vige ky va déng dau duqc
g thye ]uen & khoang gidy tréng gifra Tir s6... dén sb..
Quyeﬂ SO0: ........ (4). s va Quyen s0.

b) Cac trang sau (ndi dung)
Gify khd A3 (420mm x 297mm), g6m 09 cot theo miu dudi day:

Ngay SO | Tac | SO, ky | Ngay Tén loai va trich | Don vi hodic | Ky Goals
F ~ | Ghicha
dén | dén | gia | hi¢u | thdng yéu ndi dung nguoi nhdn | nhén
(1@ (31 @) | ©) 6 (D (8) ©))
2. Cach ghi

Cot 1: Ghi theo ngay, thing dugc ghi trén dau “Pén”, vi du: 03/01, 27/7, 31/12.

Cét 2: Ghi theo s6 dugc ghi trén diu “Pén”.

Cot 3: Ghi tén co quan, té chire ban hanh vin ban hoiic ho tén, dia chi ctia nguoi gui don,
thur.

Cot 4: Ghi s6 va ky hiéu ctia vin ban dén.

Cot 5: Ghi ngay, thang, ndm cua van ban dén hoic don, thu. Déi véi nhing ngay dudi 10
va thang 1, 2 thi phai thém s6 0 ¢ trude; ndm dugce ghi bing hai chit s6 cudi ndm, vi du:
03/01/11, 31/12/11.

Cot 6: Ghi tén loai cua van ban dén (trlr cOng vén; tén logi vin ban c6 the viét tat) va trich
yéu noi dung. Trudng hop van ban dén hoic don, thu khéng c6 trich yéu thi ngudi dang ky
phai tom tit ndi dung ctia van ban hogc don, thu do.

Cdt 7: Ghi tén don vj hodc cd nhan nhén vin ban dén cin ctr y kién phén phdi, y kién chi
dao giai quyét ctia Ban didu hanh Trung tdm.

Cot 8: Chix ky cua nguoi true tlep nhéan vén ban.

Cot 9: Ghi nhiing diém can thiét vé van ban dén (vin ban khong ¢6 s6, ky hiéu, ngay thang,
trich yéu, ban sao v.v...).
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g
SO CHUYEN GIAO VAN BAN DEN

1. MAu s in sén, kich thuée: 210mm x 297mm hogc 148mm x 210mm.
a) Bia va trang dau

Truong Pai Hoc Y khoa Pham Ngoc Thach
Trung tdm Nghién cru Y sinh hoc

SO CHUYEN GIAO VAN BAN DPEN

Quyén sb: .......

b) Cac trang sau (ndi dung)
Gidy khd A4 theo chiéu rong (210mm x 297mm) hodic theo chidu dai (297mm x
210mm), gom 05 cot theo mau sau:

Ngay chuyén | S0 dén | Pon vi hodc ngudi nhan | Ky nhén Ghi chu
(1) (2) 3) (4) ©)
2. Cach ghi

Cot 1: Ghi ngay, thang, nam chuyén giao vin ban den cho céc don vi, c& nhén; ddi
v&i nhitng ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trudc, vi du: 05/02, 27/7,
31712,

Cot 2: Ghi theo sé dugc ghi trén ddu “Dén”.

Cot 3: Ghi tén don vi hogic ¢4 nhan nhan vén ban cén cur theo y kién phan phdi, y
kién chi dao glal quyét ctia Ban dleu hanh Trung tam.

Cot 4: Chir ky ctia nguoi truc tlep nhén van ban.

Cot 5: Ghi nhitng diém cén thiét (ban sao, sb lugng ban...).
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