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CHUONG I. QUY DINH CHUNG
Dieu 1. Muc dich
1. Con dau cua Truong THPT Le Quy Don phai dirge quan ly chat che boi 

nhan vien Van thu cua truong.
r r • t r A2. Nhan vien Van thu co trach nhiem quan ly, su dung con dau theo nhung 

Dieu, Khoan dugc quy djnh theo Quy che nay.
Dieu 2. Pham vi
1. Quy che nay dugc ban hanh trong noi bo Truong THPT Le Quy Don.
2. Can bo, giao vien, nhan vien Truong THPT Le Quy Don thuc hien nghiem

r Atuc Quy che nay.
A A ^ ADieu 3. Nguyen tac xay dung

/ \ r

Quy che ve quan ly va su dung con dau cua Truong THPT Le Quy Don dugc 
xay dung theo Nghj djnh so 99/2016/ND-CP ngay 01 thang 07 nam 2016 cua 
Chinh phii ve quan ly va su dung con dau;

Quy che dugc xay dung tren nguyen tac dan chu, cong khai trong Nha truong.
CHtTONG II. nQi dung quy che

Dieu 4. Trach nhiem quan ly va luu gifr con dau
r

1. Con dau cua Truong THPT Le Quy Don dugc giao cho nhan vien Van thu 
cua Truong giu va dong dau tai don vi. Nhan vien Van thu co trach nhiem thuc 
hien nhung quy djnh sau:

a) Phai true tiep dong dau vao cac van ban, giay to cua nha truong; Truoc khi 
dong dau can phai kiem tra the thuc trinh bay, noi dung van ban va chir Id tren van 
ban co dung ngubi co tham quyen ki van ban.

b) Chi dugc dong dau vao nhung van ban, giay to sau khi da co chu ki cua 
ngubi co tham quyen; Khbng dugc dong dau khbng.

c) Khbng dugc giao con dau cho ngubi khac khi chua dugc phep bhng van 
ban cua ngubi co tham quyen.

7 7 r2. Bao quan con dau trong tu co khoa tai phbng lam viec cua nhan vien Van 
thu; Khbng mang con dau ra khbi phbng lam viec hoac don vi.

3. Khi net dau bj mbn hoac bien dang, nhan vien Van thu phai bao cao ngubi 
co trach nhiem lam thu tuc dbi ddu. Truong hgp con dau bi mk nhan vien Van thu



phai kip thai bao cao nguai co tham quyen va cong an dja plurang nai xay ra mat 
dau; Lap bien ban lam ro nguyen nhan va xir ly theo quy dinh cua phap luat.

4. Khi co quyet dinh thay doi con dau cua co quan co tham quyen, phai nop 
con dau cu va lam thu tuc xin khac con dau mdi.

Dieu 5. Sir dung con dau
Chi dong dau vao cac van ban khi cac van ban dung hinh tlurc, the thuc va co 

chu ki cua nguai co tham quyen.
Dieu 6. Dong dau
1. Dong dau phai ro rang, ngay ngan, dung chieu, dung muc do theo quy dinh.
2. Dong dau tren van ban chinh thuc:
a) Chi dong dau tren cac van ban chinh thuc;
b) Khi dong dau len chu ki thi phai dong trum len 1/3 chu1 ki ve phia ben trai 

chu ki cua nguai co tham quyen trong cac van ban, chung tu co hen quan.
3. Dong dau vao phu luc kern theo:
a) Dau treo la dau dong len trang dau cua cac van ban, trum len mot phan ten 

cua chi uy hoac ten cua phu luc.
b) Neu van ban co phu luc tu 02 trang tro len phai dong dau giap lai. Dau giap 

lai dupe dong vao khoan giua, trum len tat ca cac trang cua van ban, tai lieu.
4. Tuyet doi cam dong dau khong tren cac tai lieu, chung tu con de trong hoac 

dura dky du chi tiet can thiet va tren giay con de trang.
Dieu 7. Tham quyen ki va dong dau
1. Hieu trudng co thdm quydi ky tat ca cac van ban, chung tu cua trudng 

(Theo Quy che lam viec).
2. Cac Pho Hieu trudng dupe ki thay cac van ban, chung tu dupe Hieu trudng 

phan cong hoac uy quyen (Theo Quy che lam viec).
3. Ngudi dupe uy quyen phai chiu trach nhiem trude Hieu trudng va phap luat 

ve npi dung cac van ban, giay to da ky.
CHUONG III. XU LI VI PHAM VA DIEU KHOAN THI HANH

Dieu 8. Xir li vi pham
Cac ca nhan cd hanh vi vi pham quy che su dung con dau va cac quy dinh cua 

phap luat tuy theo muc dp, tinh chdt se xu ly theo quy dinh phap luat hien hanh.
Dieu 9. Dieu khoan thi hanh
Trong qua trinh thuc hien, nhung quy dinh ciia quy che nay dupe sua doi, bd 

sung cho phu hop vdi quy dinh cua phap luat va tinh hinh thuc te cua Nha trudng.


