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QUYET DINH
A rVe vice ban hanh Quy che Bao ve bf mat nha nu’O’c 

ciia Trircmg Dai hoc Luat Ha Noi

HIEU TRlTdNG TRITONG DAI HOC LUAT HA NOl

Can cu Quyet rfinh so 405/CP ngdy 10/11/1979 cua Hoi dong Chinh phu 
ve viec thdnh lap Truong Dai hoc Phdp ly Ha Noi (nay la Truong Dai hoc Luat 
Hd Noi;

Can cu Quyet dinh so 868/QD-BTP ngdy 07/5/2015 cua Bo tuong Bo Tu 
phdp quy dinh chuc ndng, nhiem vu, quyen hqn vd co cdu to chuc cua Truong Dai 
hoc Luat Hd Noi;

Can cu Luat Bao ve bi mat nha nude ngdy 25 thdng 11 ndm 2018;

Can cu Nghi dinh so cua 26/2020/ND-CP ngdy 18 thdng 02 ndm 2020 cua 
Chinh phu quy dinh chi tiet mot so dieu cua Luat Bao ve bi mat nha nude;

Can cu Quyet dinh so 809/QD-TTg ngdy 10 thdng 6 ndm 2020 cua Thu tuong 
Chinh phu ve ban hanh danh muc bi mat nha nude thuoc link vuc gido due vd ddo 
tao;

Can cu Thong tu so 24/2020/TT-BCA ngdy 10 thdng 3 ndm 2020 cua Bo 
Cong an ve ban hanh bieu mdu su dung trong cong tdc bao ve bi mat nha nude;

Can cu Quyet dinh so 1326/QD-BTP ngdy 18/8/2021 cua Bo trudng Bo Tu 
phdp ban hanh quy che Bdo ve bi mat nha nude cua Bo Tu phdp;

Theo de nghi cua Trudng phdng Hanh chinh - Tong hap.

QUYET DINH:
Dieu I. Ban hanh kem theo Quyet dinh nay Quy che Bao ve bi mat nha niroc 

cua Trudng Dai hoc Luat Ha Noi.

Dieu 2. Quyet dinh nay co hieu lire ke tu ngay ky.
Dieu 3. Cac trudng dan vi va ca nhan co lien quan chiu trach nhiem thi hanh 

QuySt dinh nay^/^
Ay// nhan:
-Nhir Dieu 3;
-Dang liy, Hoi dong Trirdng (de bao cao);
-Cac Pho Hieu trudng (de chi dao);
-Lim: VT, HCTH
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QUY CHE
Bao ve bi mat nha nuo’c ciia Triro'ng t)ai hoc Luat Ha Noi

(Kem theo Quyet dink so&fryS /QD-DHLHN ngdy tdthang namjQ'ljyua 

Hieu truang Truong Dai hoc Luat Ha Noi)

ChiWiig I

NHUNG QUYBINH CHUNG

Dicu 1. Pham vi dieu chinh, doi tuong ap dung

1. Quy che nay quy dinli viec soan thao, sao, chup, giao, nhan, van chuyen, 
dang ky, thong ke, liru gin, bao quan tai lieu, vat chua bi mat nha nuoc (BMNN); 
cung cap, chuyen giao BMNN; to chhc hoi nghi, hoi thao, cuoc hop co noi dung 

BMNN; dieu chinh do mat, giai mat; tieu huy tai lieu, vat chua BMNN; trach 

nhiem trong cong tac bao ve BMNN cua Truong Dai hoc Luat Ha Noi.

2. Quy che nay ap dung doi vdi cac don vi, vien chuc, ngubi lao dong, ngubi 
hoc cua Truong va cac don vi, ca nhan co lien quan trong viec quan ly, su dung 

tai lieu, vat mang BMNN cua Truong.

Dieu 2. Bi mat nha nubc do Truong quan ly va bao ve

1. Bi mat nha nuoc do Truong quan ly va bao ve la nhung tai lieu, vat chua 

BMNN da dupe an dinh va dong dau cac do Mat, Tbi mat, Tuyet mat tu noi khac 

gui den Truong va tu Truong gui den cac co quan, to chuc, don vi, ca nhan.

2. Danh muc BMNN do Truong quan ly va bao ve la cac tai lieu dupe quy 

dinh trong cac van ban phap luat cua Nha nuoc trong ITnh vuc dao tao, tu phap va 

cac ITnh vuc khac theo quy dinh.
A s\. ^ f sk s /K x rDieu 3. Nguyen tac bao ve bi mat nha niro'c

1. Thuc hien dubi su lanh dao cua Dang uy, su quan ly thong nhat cua 

Truong; phuc vu nhiem vu chinh tri dupe giao, bao ve loi ich cua Truong, quyen 

va loi ich hop phap cua don vi, ca nhan.

2. Bao ve BMNN la trach nhiem cua cac don vi, ca nhan co lien quan tbi viec 

quan ly, su dung BMNN cua Truong.

3. Viec quan ly, su dung BMNN bao dam dung muc dich, tham quyen, trinh 

tu, thu tuc theo quy dinh ciia phap luat.
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4. Chu dong phong ngua; kip thoi phat hien, ngan chan, xu ly nghiem hanh 

vi vi pham phap luat ve bao ve BMNN.

5. BMNN duac bao ve theo thoi han quy dinh cua Luat Bao ve BMNN, bao 

dam quy6n tiep can thong tin cua vien chuc, nguai lao dong va nguoi hoc theo 

quy dinh cua phap luat.

Dieu 4. Cac hanh vi bj nghiem cam trong bao ve hi mat nha nuoc
r r

1. Lam 16, chiem doat, mua, ban BMNN; lam sai lech, hu hong, mat tai lieu, 
vat chua BMNN.

2. Thu thap, trao doi, cung cdp, chuy6n giao BMNN trai phap luat; sao, chuip, 
luu giu, van chuyen, giao, nhan, thu hoi, tieu huy tai lieu, vat chua BMNN trai 
phap luat va Quy che nay.

3. Mang tai lieu, vat chua BMNN ra khoi noi luu giu trai phap luat va Quy
r

che nay.

4. Loi dung, lam dung viec bao ve BMNN, su dung BMNN de thuc hien, 
che giau hanh vi vi pham phap luat, xam pham quyen va loi ich hop phap hoac 

can tro boat dong cua Truong va cac co quan, to chuc, ca nhan.

5. Soan thao, luu giu tai lieu co chua noi dung BMNN tren may tinh hoac 

thiet bi khac da k6t n6i hoac dang ket noi voi mang Internet, mang may tinh, mang 

viln thong, tru truang hop luu giu BMNN theo quy dinh cua phap luat ve co yeu.

6. Truy6n dua BMNN tren phuong tien thong tin, vien thong trai voi quy 

dinh cua phap luat ve co yeu.
9 ' 97. Chuyen muc dich su dung may tinh, thiet bi khac da dung de soan thao, 

luu giu, trao doi BMNN khi chua loai bo BMNN.

8. Su dung thidt bi co tinh nang thu, phat tin hieu, ghi am, ghi hinh trong hoi 
nghi, hoi thao, cuoc hop co noi dung BMNN duoi moi hinh thuc khi chua dugc 

nguoi co tham quyen cho phep.

9. Dang tai, phat tan BMNN tren phuong tien thong tin dai chung, mang 

Internet, mang may tinh va mang vien thong.

10. Su dung BMNN khi chua dugc co quan tham quyen cap phep.

11. Cac hanh vi khac theo quy dinh cua phap luat va cua Truong.

CHU’ONG II

QUAN LY TAI LIEU, VAT CHUA BI MAT NHA NtTCJC DEN
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Dieu 5. Tiep nhan, dang ky tai !ieu, vat chua bi mat nha ntro'c den

1. Van thu Truang, Van thu don vi co trach nhiem tiep nhan, dang ky tai 
heu, vat chua BMNN den trinh Lanh dao Truang, Lanh dao don vi hoac chuyen 

dan vi, ca nhan co tham quyen giai quyet.

Tai lieu, vat chua BMNN den phai dang ky vao So dang ky BMNN den theo 

Phu luc I Quy che nay.

2. Truang hop tai lieu, vat chua BMNN den co dau “Chi nguai co ten mai 
duac hoc”, Van thu dang ky vao So va chuyen ngay den nguai co ten tren phong 

bi. Neu nguai co ten tren phong bi di vang va tren phong bi co dong dau “Hoa 

toe” thi chuyen den nguai co tham quyen giai quyet hoac ngudi dugc uy quyen 

giai quyet.

3. Truang hap tai lieu, vat chua BMNN gui den ma khong thuc hien dung 

quy dinh ve bao ve BMNN thi chuyen ngay den ngudi co tham quyen hoac ngudi 
co ten tren phong bi (doi vdi trudng hap gui dich danh) giai quyet, dong thdi thong 

bao cho ca quan, dan vi gui biet de co bien phap khac phuc.

Trudng hap phat hien tai lieu, vat chua BMNN gui den co dau hieu boc, md 

bi hoac bi trao doi, mat, hu hong thi ngudi nhan phai bao ngay cho ngudi co tham 

quyen de co bien phap xu ly.
X X /a XDieu 6. Trinh, chuyen giao tai lieu, vat chua bi mat nha ntro'c den

1. Sau khi tiep nhan, dang ky tai lieu, vat chua BMNN, Van thu Trudng, Van 

thu dan vi trinh trong ngay, cham nhat la trong ngay lam viec tiep theo den ngudi 
co tham quyen chi dao giai quyet va chuyen giao cho dan vi hoac ca nhan dugc

/ 9

giao xu ly. Tai lieu, vat chua BMNN co dau chi muc do khan phai dugc trinh va 

chuyen giao ngay sau khi nhan.

2. Can cu y kien chi dao cua ngudi co tham quyen, Van thu chuyen cho dan
r r

vi, ca nhan dugc giao chu tri giai quyet. Doi vdi tai lieu, vat chua BMNN lien 

quan den nhieu dan vi hoac ca nhan thi xac dinh ro dan vi hoac ca nhan chu tri, 
phoi hgp va thdi han giai quyet.

3. Thu trudng don vi thuoc Trudng cd trach nhiem chuyen lai tai lieu, vat
9 r r\ r rchua BMNN cho Phong Hanh chinh - Tong hgp neu khong dung chuc nang, 

nhiem vu giai quyet ciia dan vi; khong dugc chuyen true tiep tai heu, vat chua 

BMNN nay cho don vi khac.
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4. Truang hap tai lieu, vat chua BMNN gui den co dong dau “Tai lieu thu 

hoi” thi don vi, ca nhan nhan tai lieu, vat chua BMNN sau khi giai quyet xong 

phai gui lai dung thoi han ghi tren tai lieu.

Dieu 7. Sao, chup tai lieu, vat chua bi mat nha nuoc den

1. Sao tai lieu BMNN la viec chep lai hoac tao ra ban khac theo dung npi 
dung ban goc hoac ban chinh cua tai lieu. Chup tai lieu, vat chua BMNN la viec 

ghi lai bang hinh anh tai lieu, vat chua BMNN.

Hinh thuc sao tai lieu BMNN gom sao y ban chinh, sao luc va trich sao.

2. Viec sao, chup tai lieu, vat chua BMNN phai tien hanh tai dia diem bao 

dam an toan do Hieu truong quy dinh. Viec sao, chup phai duoc ghi vao “So quan 

ly sao, chup BMNN”.

3. Ban sao tai lieu BMNN phai dong dau sao; ban chup tai lieu, vat chua
r

BMNN phai co van ban ghi nhan viec chup. Chi sao, chup dung so ban cho phep 

va tieu huy ngay ban du thua, ban hong, ban sao, chup duoc thuc hien theo dung 

quy dinh co gia tri phap ly nhu ban chinh va phai duoc bao ve nhu ban goc.

4. Phuong tien, thiet bi su dung de sao, chup tai lieu, vat chua BMNN khong 

dupe ket noi voi mang Internet, mang may tinh, mang vien thong, tru truong hop 

thuc hien theo quy dinh cua phap luat ve co yeu.
9 ' r V**AA/5. Tham quyen cho phep sao, chup tai lieu, vat chua BMNN

a) Hieu truong cho phep sao, chup tai lieu, vat chua BMNN dp Toi mat va 

dp Mat va theo quy dinh cua Nha nuoc;

b) Hieu truong co the uy quyen cho Pho Hieu truong thuc hien tham quyen 

cho phep sao chup tai lieu, vat chua BMNN:

Viec uy quyen cho phep sao, chup tai lieu, vat chua BMNN dupe thuc hien
V A V V AV9* A*a'thubng xuyen hoac theo tung truong hop cu the va phai dupe the hien bang van 

ban, trong do xac dinh r5 pham vi, npi dung, thbi han uy quyen;
r • 9 9 A / >**AA/Pho Hieu truong dupe uy quyen cho phep sao, chup tai lieu, vat chua BMNN 

phai chiu trach nhiem ve quyet dinh cho phep sao, chup cua minh truoc Hieu 

truong va truoc phap luat, dong thbi khong dupe uy quyen tiep cho ngubi khac

6. Viec sao, chup phai dupe ghi vao So quan ly sao, chup BMNN theo Phu 

luc III Quy che nay. Ban sao tai lieu, vat chua BMNN phai dong dau sao; ban sao, 
chup tai lieu, vat chua BMNN phai dupe danh so, co gia tri phap ly nhu ban chinh

r

va dupe bao ve nhu ban goc.
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Ban trich sao tai lieu, vat chua BMNN phai thirc hien theo man trich sao theo 

Phu luc IV Quy che nay.

Cm/GNG III

QUAN LY TAI LIEU, VAT CHU A BI MAT NHA NI/6C DI

Dieu 8. Quan ly, bao ve, Iiru giu* dir thao van ban, tai lieu bi mat nha nuoc

1. Dir thao van ban, tai lieu co noi dung BMNN phai dugc quan ly, bao ve, 
luu giu nhu van ban ban hanh chinh thuc tu khi scan thao den khi hoan thanh viec 

soan thao.

2. Khong soan thao, luu giu tai lieu, vat chua BMNN tren may tinh hoac 

thiet bi khac da ket noi hoac dang ket noi voi mang Internet, mang may tinh, 
mang vien thong.

Dieu 9. Xac djnh bi mat nha nuo’c va do mat ciia bi mat nha nirac

1. Don vi hoac ca nhan soan thao, tao ra thong tin can cu Dieu 2 Quy che
9 r

nay de xac dinh BMNN, do mat. cua BMNN, noi nhan, so luong ban phat hanh, 
dugc phep hoac khong dugc phep sao, chup tai lieu, vat chua BMNN tai ho so 

trinh duyet ky van ban hoac van ban xac djnh do mat cua vat, dia diem, loi noi, 
boat dong chua BMNN va co trach nhiem bao ve noi dung BMNN trong qua trinh 

soan thao, tao ra. Tai lieu BMNN phai the hien noi nhan, so lugng ban phat hanh, 
ten nguoi soan thao, dugc phep hoac khong dugc phep sao, chup o muc noi nhan 

cua tai lieu. Truong hpp van ban dien tu, nguoi soan thao phai tao dau chi do mat
9 >

tren van ban sau khi dugc nguoi co tham quyen xac djnh BMNN va do mat cua 

BMNN; van ban dien tu khi in ra de phat hanh dong dau do mat theo quy djnh.

2. Don vj hoac ca nhan tiep nhan thong tin thuoc danh muc BMNN, nhung
or

chua dugc xac djnh la BMNN phai bao cao Hieu trubng va chuyen den don vj co 

chuc nang xu ly. Nguoi dugc giao xu ly phai co van ban de xuat Hieu trubng xac 

djnh bi mat BMNN, do mat ciia BMNN, noi nhan, so lugng ban phat hanh, dugc 

phep hoac khong dugc phep sao, chup tai lieu, vat chua BMNN. Thong tin tiep 

nhan phai dugc bao ve trong qua trinh tiep nhan va xu ly.

3. Viec xac djnh BMNN va do mat BMNN phai can cu vao danh muc BMNN 

va quy djnh phap luat hien hanh co lien quan.

4. Trubng hgp su dung BMNN cua co quan, to chuc khac thi phai xac djnh 

do mat tuong ung.

5. Trubng hgp thong tin trong cung mot tai lieu, vat chua BMNN thuoc danh 

muc BMNN co dp mat khac nhau thi xac djnh theo dp mat cao nhat.
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Dieu 10. Cap so, thoi gian ban hanh tai lieu, vat chira bi mat nha nuoc di

Viec cap so, thoi gian ban hanh cua tai lieu, vat chua BMNN duoc thirc hien 

theo quy dinh ve cong tac van thu\

Dieu 11. Dang ky tai lieu, vat chira bi mat nha nuoc di

Tai lieu, vat chua BMNN di phai dang ky vao So dang ky BMNN di theo 

Phu luc II Quy che nay.

Dieu 12. Sao, chup tai lieu, vat chira bi mat nha niro’c di

Thyc hien theo Dieu 7 cua Quy che nay

CHU'O’NG IV

BAO QUAN, SIT DUNG, LUG GIU, CUNG CAP, CHUYEN GIAO, 
DIEU CHINH DO MAT, HUY TAI LIEU, VAT CHUA BI MAT NHA NlTOC 

Dieu 13. Thong ke, lu u giir, bao quail tai lieu, vat chiia bi mat nha nuo'c

1. Tai lieu, vat chua BMNN phai duoc thong ke theo trinh tu thoi gian va
do mat.

2. Tai lieu, vat chua BMNN khi luu giu phai duoc dong dau ky hieu ben 

ngoai tuong irng voi do mat cua tai lieu, vat chira BMNN ben trong. Truong hop 

tai lieu, vat chua BMNN trong cimg mot ho so co do mat khac nhau thi dong dau 

theo do mat cao nhat.

3. Tai lieu, vat chua BMNN phai duoc luu giu, bao quan b noi an toan va co 

phuong an bao ve.

Dieu 14. Mang tai lieu, vat chua bi mat nha nubc ra khoi noi luu giu*

1. Don vi hoac ca nhan mang tai lieu, vat chira BMNN ra khoi noi luu giu 

phuc vu cong tac trong nuoc phai co van ban xin phep Hieu trubng hoac Pho Hieu 

truong duoc Hieu trubng try quyen. Khi ket thirc nhiem vu phai bao cao Hieu 

trubng va nop lai Trubng.

2. Van ban xin phep mang tai lieu, vat chua BMNN ra khoi noi luu giu phuc 

vu cong tac trong nubc, nuoc ngoai phai neu ro ho, ten, chirc vu, don vi cong tac; 
ten loai, trich yeu noi dung, do mat cua tai lieu, vat chira BMNN; muc dich sir 

dung; thoi gian, dia diem cong tac; bien phap bao ve BMNN.

3. Tai lieu, vat chua BMNN mang ra khoi noi luu giu phai chua, dung, van
? A t # ^

chuyen bang phuong tien, thiet bi bao dam an toan do ngubi dirng dau co quan, 
to chirc true tiep quan ly BMNN quy dinh va phai bao ve trong thoi gian mang ra 

khoi noi luu giu.
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4. Trong thai gian mang tai lieu, vat chua BMNN ra khoi nai luu giu, neu 

phat hien BMNN bi 16, bi mat, nguai mang tai lieu, vat chua BMNN phai bao cao 

ngay vai nguai dung dau dan vi true tiep quan ly, Trudng doan cong tac de co 

bien phap xu ly va khac phuc hau qua.

©ieu 15. Cung cap, chuyen giao tai lieu, vat chura bi mat nha nirac

1. Hieu truang quyet dinh viec cung cap, chuyen giao BMNN.
9

2. Co quan, to chuc va nguai Viet Nam duqc giao thuc hien nhiem vu lien 

quan true tiep den BMNN duqc de nghi cung cap, chuyen giao bi mat BMNN.
3. Co quan, to chuc de nghi cung cap, chuyen giao BMNN phai co van ban

9#*A9 A»* r A* 9'»gui Hieu trudng quyet dinh viec cung cap, chuyen giao BMNN. Van ban de nghi 
phai ghi ro ten co quan, to chuc; ngudi dai dien co quan, to chuc; BMNN de nghi 
cung cap, chuyen giao; muc dich su dung va cam ket bao ve BMNN.

4. Ngudi de nghi cung cap, chuyen giao BMNN phai co van ban gui Hieu 

trudng. Van ban de nghi phai ghi ro ho va ten; so Can cudc cong dan, Chung minh 

nhan dan, Ho chieu, Chung minh Cong an nhan dan hoac so giay chung minh do 

Quan dpi nhan dan cap; dia chi lien lac; vi tri cong tac; BMNN de nghi cung cap,
9 f

chuyen giao; muc dich su dung va cam ket bao ve BMNN
/ ft

5. Trudng hop tu choi cung cap, chuyen giao BMNN, Hieu trudng tra Idi 
bang van ban va neu ro ly do.

Dieu 16. Then han bao ve bi mat nha nude
1. Thdi han bao ve BMNN la khoang thdi gian duqc tinh tu ngay xac dinh 

dp mat cua BMNN den het thdi han sau day:

a) 30 nam doi vdi BMNN dp Tuyet mat;

b) 20 nam doi vdi BMNN dp Toi mat,

c) 10 nam doi vdi BMNN dp Mat.

2. Thdi han bao ve BMNN ve boat dong co the ngan hon thdi han quy dinh
tai khoan 1 Dieu nay va phai xac dinh cu the tai tai lieu, vat chua BMNN khi xac
dinh do mat.• • •

\ v r

3. Thdi han bao ve BMNN ve dia diem ket thuc khi Trudng khong su dung 

dia diem do de chua BMNN.

Dieu 17. Dieu chinh do mat
Uft \ ^ A* «A*A 9 AA • t •1. Ngudi co tham quyen co quyen quyet dinh viec dieu chinh dp mat, giai 

mat doi vdi van ban do minh ky khong chua BMNN cua co quan, to chuc khac.
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2. Tai lieu, vat chua BMNN do nguai co tham quyen ky co npi dung bi mat 
cua co quan, to chuc khac chi dupe dieu chinh dp mat, giai mat khi co quan, to 

chuc tao ra bi mat do dieu chinh dp mat, giai mat. Muc dp dieu chinh dp mat cua 

BMNN tuang duong vbi muc dp dieu chinh dp mat cua dan vi tao ra BMNN.

3. Viec dieu chinh dp mat phai can cu vao Danh muc BMNN do cap co tham 

quyen ban hanh thupc ITnh vuc tu phap va quy dinh cua Luat Bao ve BMNN.
x r

4. BMNN sau khi dieu chinh dp mat phai dugc dong dau, co van ban hoac 

hinh thuc khac xac dinh viec tang, giam dp mat.
r 9 X 9 X

5. Cham nhat 15 ngay ke tu ngay dieu chinh dp mat, co quan, to da dieu chinh 

dp mat phai thong bao bang van ban den co quan, to chuc, ca nhan co lien quan.

6. Cac dan vi thupc Trudng khi nhan dupe thong bao ve viec dieu chinh dp 

mat co trach nhiem dong dau, co van ban hoac hinh thuc khac xac dinh viec dieu 

chinh dp mat tuang ung doi vai BMNN thupc pham vi quan ly cua don vi.

Dieu 18. Giai mat
1. Giai mat la xoa bo dp mat cua BMNN.

X

2. BMNN dupe giai mat toan bp hoac mot phan trong trudng hop sau day:
' • •l»*A 9 AXXX*a) Het thdi han bao ve BMNN quy dinh tai Dieu 10 cua Quy che nay va thdi 

gian gia han quy dinh tai Dieu 11 cua Quy che nay,
X rs* 9

b) Dap ung yeu cau thuc tien phat trien Trudng; bao ve loi ich cua Trudng 

va loi ich cua cac dan vi, ca nhan co lien quan;
c) Khong con thupc danh muc BMNN.
3. Trudng hop quy dinh tai diem a va diem c khoan 2 Dieu nay thi duong

r

nhien giai mat. Trudng hop khong con thupc danh muc BMNN, Trudng dong dau, 
co van ban hoac hinh thuc khac xac dinh viec giai mat va thong bao bang ngay 

van ban den dan vi, ca nhan co lien quan.
4. Viec giai mat doi vdi BMNN trong trudng hop quy dinh tai diem b khoan

X

2 Dieu nay dupe quy dinh nhu sau:
a) Hieu trudng thanh lap Hpi dong giai mat;
b) Hpi dong giai mat bao gom dai dien Ban Giam hieu lam Chu tich Hpi 

dong va dai dien dan vi, ca nhan co lien quan do Hieu trudng quyet dinh;
# •• r • /s f • a • 9 • a r r *ac) Hpi dong giai mat co trach nhiem xem xet viec giai mat, bao cao Hieu

r

trudng quyet dinh;
• •• 't • r A 9 x r rd) BMNN sau khi giai mat phai dong dau, co van ban hoac hinh thuc khac

x r

xac dinh viec giai mat; trudng hop giai mat mot phan thi quyet dinh giai mat phai 
the hien day du npi dung thong tin giai mat;
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d) Ho sa giai mat phai dirge liru tifr bao gom quyet dinh thanh lap Hoi dong 

giai mat; BMNN de nghi giai mat; bien ban hop Hoi dong giai mat; quyet dinh 

giai mat va tai lieu khac co lien quan.
A X 9 r5. Cham nhat 15 ngay ke tu ngay co quyet dinh giai mat, Truong thong bao

> r

bang van ban den don vi, ca nhan co lien quan.

Dieu 19. Tieu huy tai lieu, vat chira bi mat nha mroc

1. Tieu huy tai lieu, vat chua BMNN trong truong hop sau day:

a) Khi khong can thiet phai luu giu va viec tieu huy khong gay nguy hai den 

loi ich cua Truong va cac don vi, ca nhan co lien quan;

b) Neu khong tieu huy ngay se gay nguy hai cho loi ich cua Truong va cac 

don vi, ca nhan co lien quan.

2. Viec tieu huy tai lieu, vat chua BMNN phai dap ung cac yeu cau sau day:

a) Khong de bi 16, bi mat BMNN;

b) Qua trinh tieu huy phai tac dong vao tai lieu, vat chua BMNN lam thay 

doi hinh dang, tinh nang, tac dung;

c) Tai lieu, vat chua BMNN sau khi tieu huy khong the phuc hoi hinh dang, 
tinh nang, tac dung, noi dung.

3. Hieu truong quyet dinh tieu huy tai lieu, vat chua BMNN.

4. Viec tieu huy tai lieu, vat chua BMNN duoc quy dinh nhu sau:

a) Hieu truong quyet dinh thanh lap Hoi dong tieu huy tai lieu, vat chua
BMNN;

A*. A •A?>*«A r X * • A • rb) Hoi dong tieu huy tai lieu, vat chua BMNN bao gom dai dien Ban Giam 

hieu lam Chu tich Hoi dong; nguoi true tiep luu giu tai lieu, vat chua BMNN va
r

dai dien don vi, ca nhan co lien quan do Hieu truong quyet dinh;

c) Hoi dong tieu huy tai lieu, vat chua BMNN co trach nhiem ra soat tai lieu, 
vat chua BMNN duoc de nghi tieu huy, bao cao Hieu truong quyet dinh;

d) Ho so tieu huy phai duoc luu tru bao gom quyet dinh thanh lap Hoi dong 

tieu huy; danh sach tai lieu, vat chua BMNN de nghi tieu huy; bien ban hop Hoi 
dong tieu huy; quyet dinh tieu huy, bien ban tieu huy va tai lieu khac co lien quan.

• A •Xa*> a r •? A r A x rDieu 20. Bieu mau sir dung trong cong tac bao ve bi mat nha niroc

1. Viec su dung cac bieu mau trong cong tac bao ve BMNN thuc hien theo 

cac Mau quy dinh tai Thong tu so 24/2020/TT-BCA ngay 10 thang 3 nam 2020
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cua Bo Cong an ve ban hanh bieu man su dung trong cong tac bao ve BMNN. Cu 

the:

a) Van ban xac dinh do mat doi vdi vat, dia diem, loi noi, boat dong, hinh 

thuc khac chua BMNN: Mau so 01;

b) Dau chi do Tuyet mat, Toi mat, Mat: Mau so 02;

c) Dau ky hieu A, B, C: Mau so 03;

d) Dau Thai han bao ve BMNN; dau Gia han thbi han bao ve BMNN: Mau
so 04;

d) Dau Giai mat: Mau so 05;

e) Dau dieu chinh do mat: Mau so 06;

g) Dau Tai lieu thu hoi; dau Chi ngudi co ten mai duac boc bi: Mau so 07

h) Dau quan ly so luong tai lieu BMNN: Mau so 08;

i) Dau sao, chup BMNN: Mau so 09;

k) Van ban trich sao: Mau so 10;

l) Dau Ban sao: Mau so 11;

m) So quan ly sao chup BMNN: Mau so 12;

n) Van ban ghi nhan viec chup tai lieu, vat chua BMNN: Mau so 13

o) So dang ky BMNN di: Mau so 14;

p) So dang ky BMNN den: Mau so 15;

q) So chuyen giao BMNN: Mau so 16;

r) Van ban de nghi cung cap, chuyen giao BMNN: Mau so 17;

s) Th6ng ke BMNN: Mlu s6 18;
\ r r* r

t) Sa do vi tri dau mat tren van ban: Mau so 19.

2. Su dung bieu mau

a) Viec su dung bieu mau quy dinh tai khoan 1 Dieu nay phai bao dam day du 

npi dung, thong nhat ve hinh thuc, kich thudc duoc quy dinh cu the tai cac bieu mau 

theo Thong tu so 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cua Bo Cong an;
9 • r 't /\ /y \ >9b) Muc diing de dong cac loai dau chi do mat la muc mau do;

c) Truong hop su dung co so du lieu de dang ky, quan ly tai lieu, vat chua
> ^ ^ '■W ^ ^

BMNN tren may tinh phai bao dam day du npi dung theo mau “So dang ky BMNN
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di”, “So dang ky BMNN den” theo quy dinh;

d) Truong hop tai lieu BMNN, sach chua dung noi dung BMNN dupe in, 
xuat ban voi so lupng Ion thi Truong dupe in dau do mat. bang muc mau do o ben 

ngoai tai lieu, bia sach.

CHl/ONG V

HOI NGHI, HOI THAO, CUOC HOP 

CO NOI DUNG BI MAT NHA NU^dC
•X XAA A A A ABieu 21. Tham quyen quyet djnh to chirc hoi nghj, hoi thao, cuoc hop co 

noi dung bi mat nha nude

1. Viec to chuc hoi nghi, hoi thao, cuoc hop co noi dung BMNN phai dupe 

su dong y cua Hieu truong hoac Pho Hieu truong phu trach va phu hop voi tham 

quyen dupe cho phep cua co quan Nha nude co tham quyen.

2. Bon vi chu tri to chuc hoi nghi, hoi thao, cuoc hop co chua noi dung 

BMNN phai de xuat cu the noi dung, thanh phan, dia diem, thdi gian, tai lieu va 

cac bien phap bao dam an toan cho cuoc hop.

Dieu 22. Dia diem, phuong tien, thiet bj su dung trong hoi nghj, hoi thao, 
cuoc hop co noi dung bi mat nha nude

1. Hoi nghi, hoi thao, cuoc hop co noi dung BMNNdupc to chuc tai tru so 

lam viec cua co quan Truong Bai hoc Luat Ha Noi. Truong hop to chuc d ngoai 
tru so lam viec thi phai cd su dong y cua ngudi cd tham quyen .

2. Bon vi chu tri to chuc hoi nghi, hoi thao, cuoc hop cd trach nhiem thu hoi 
tai lieu, vat chua BMNN su dung tai hoi nghi, hoi thao, cuoc hop ngay sau khi hoi 
nghi, hoi thao, cuoc hop do ket thuc.

CHI/ONG VI

TRACH NHIEM BAO VE BI MAT NHA NlTdC 

Dieu 23. Trach nhiem cua Hieu trudng
9 *9 A*A *A *9 f A >1. Chi dao, kiem tra, don doc viec thuc hien quy dinh cua phap luat va Quy

f

che bao ve BMNN trong Trudng.

2. Chi dao xu ly va kip thdi thong bao vdi co quan cd tham quyen khi xay ra 

16, mat BMNN thupc pham vi quan ly.
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3. Phan cong nguai dap ung cac dieu kien, tieu chuan theo quy dinh phap 

luat thyc hien nhiem vu kiem nhiem bao ve BMNN tai Truong va dam bao che 

do, chinh sach cho ngudi duoc giao nhiem vu.

4. Bam bao co so vat chat, trang thiet bi thuc hien nhiem vu bao ve BMNN 

tai Truong.

5. Giao trach nhiem bao ve BMNN cho cac don vi va ca nhan trong thuc hien
nhiem vu.

9 \ a u

6. To chuc thu hoi tai lieu, vat chua BMNN khi ngudi duoc phan cong quan 

ly BMNN thdi viec, chuyen cong tac, nghi huu. tu tran hoac vi ly do khac ma 

khong duoc phan cong tiep tuc quan ly BMNN.

Dieu 24. Trach nhiem cua Phong Hanh chinh - Tong hop
\ r r

1. Xay dung, de xuat Hieu trudng cac chinh sach, ke hoach, phuong an bao 

ve BMNN tai Trudng theo Quy che nay va cac quy dinh phap luat hien hanh co 

lien quan.
r •> \

2. Chu tri theo ddi, don doc, kiem tra viec thuc hien cac quy dinh ve bao ve 

BMNN cua cac don vi va vien chuc, ngudi lao dong cua Trudng.

3. Phoi hop vdi cac co quan, to chuc, don vi co tham quyen lien quan de thuc 

hien cong tac bao ve BMNN cua Nha trudng.

4. Phan cong vien chuc, ngudi lao dong thuc hien nhiem vu chuyen trach 

bao ve BMNN.

5. To chuc chu tri, phoi hop vdi cac don vi thuoc Trudng xay dung bao cao
> A

cua Trudng Dai hoc Luat Ha Noi ve cong tac bao ve BMNN, bao gdm bao cao 

tong ket nam nam mot lan, bao cao so ket mot nam mot lan, bao cao dpt xuat ngay
r y m

sau khi phat hien vu 16, mat BMNN hoac theo de nghi cua Bo Cong an.

Dieu 25. Trach nhiem cac Trudng don vi va cac to chiic chinh tri - xa 

hoi thuoc Trudng

1. To chuc thuc hien cong tac bao ve BMNN tai don vi theo quy dinh cua
r \ # #

Quy che nay va cac van ban quy pharn phap luat ve bao ve BMNN; kip thdi bao
i y r

cao lanh dao Trudng va co quan co tham quyen khi xay ra 16, mat BMNN thuoc 

pham vi quan ly.

2. Tuyen truyen, quan triet vien chuc, ngudi lao dong cua don vi nang cao
r y

trach nhiem, canh giac va nghiem chinh chap hanh phap luat ve bao ve BMNN. 
Pho bien, quan triet npi dung cac van ban lien quan den bao ve BMNN va Quy 

che nay den vien chuc va ngudi lao dong trong don vi.
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• ADieu 26. Trach nhiem cua vien chirc, ngirdi lao dong

Thirc hien nghiem quy dinh phap luat ve bao ve BMNN va Quy che nay cua
Truang.

• A rw"* r • /K \ m A. >\ A /KDieu 27. Trach nhiem cua ngirfri tiep can, ngu’o'i trirc tiep quan ly bi mat 

nha nu,6’c

1. Nguai tiep can BMNN co trach nhiem sau day:

a) Tuan thu quy dinh cua phap luat, Quy che cua Truong ve bao ve BMNN;

b) Thuc hien cac bien phap bao ve BMNN;

c) Su dung BMNN dung muc dich;

d) Thuc hien theo yeu cau va hudng dan cua Truong ve cong tac quan ly, su 

dung BMNN.

2. Ngudi true tiep quan ly BMNN co trach nhiem sau day:

a) Thuc hien trach nhiem quy dinh tai khoan 1 Dieu nay;
\ r / 7

b) Be xuat Hieu trudng quyet djnh ap dung cac bien phap de bao ve BMNN 

do minh true tiep quan ly;

c) Trudng hop phat hien vi pham trong boat dong bao ve BMNN thi ngudi 
true tiep quan ly BMNN phai co bien phap xu ly va bao cao Hieu trudng de co

•a r r abien phap khac phuc, giai quyet;

d) Trudc khi thdi viec, chuyen cong tac, nghi huu hoac vi ly do khac ma 

khong duoc phan cong tiep tuc quan ly BMNN thi phai ban giao BMNN cho 

Trudng va cam ket bao ve BMNN da quan ly.

Dieu 28. Che do bao cao ve cong tac bao ve bi mat nha nirde

1. Che do bao cao ve cong tac bao ve BMNN trong pham vi quan ly cua 

Trudng Dai hoc Luat Ha Noi thuc hien nhu sau:
r r 0 a AfXrr a a-iaa) Bao cao tong ket nam nam mot lan; bao cao so ket mot nam mot lan;

r r

b) Bao cao dot xuat duoc thuc hien ngay sau khi phat hien vu lo, mat BMNN 

hoac theo de nghi cua Bo Cong an;

c) Thai han chot so lieu trong che do bao cao hang nam: tu ngay 15 thang 12
r \ r r r rnam trudc ky bao cao den ngay 14 thang 12 cua ky bao cao.

2. Phong Hanh chinh - Tong hop cd trach nhiem tong ket, so ket ve cong tac 

bao ve BMNN thuoc pham vi quan ly cua Trudng Dai hoc Luat Ha Noi.
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CHITONG VII

KHEN THETdNG, XLT LY VI PHAM VA DIEU KHOAN THI HANH
Dieu 29. Khen thuang, xu* ly vi pham

1. Trong cong tac bao ve BMNN, dan vi hoac ca nhan co mot trong cac thanh 

tich sau co the dugc xem xet khen thirdng hoac tinh vao thanh tich binh xet thi 
dua, khen thuang theo nam hoc nhu sau:

a) Hoan thanh xuat sac viec thuc hien nhiem vu bao ve BMNN theo nhiem 

vu dugc giao;

b) Gap kho khan khong sg nguy hiem bao ve dugc BMNN;
r r

c) Tim dugc tai lieu, vat mang BMNN bi mat; ngan chan hoac han che dugc 

hau qua do viec lam 16, lam mat, chiem doat, mua ban, tieu huy tai lieu, vat mang 

BMNN trai phep do nguai khac gay ra;

c) Phat hien, to giac kip thai hanh vi thu thap, lam 16, lam mat, chiem doat, 
mua ban, tieu huy trai phep BMNN.

2. Truang hgp phat hien vi pham trong boat dong bao ve BMNN thi ca nhan 

true tiep quan ly BMNN phai co bien phap xu ly va bao cao Hieu truang chi dao 

giai quyet, dong thai thong bao cho cac dan vi chuc nang trong Truang de co bien 

phap khac phuc, xu ly.

3. Dan vi va ca nhan vi pham cac quy dinh cua Quy che nay va cac quy dinh 

cua Nha nuac ve bao ve BMNN, tuy theo tinh chat, muc do vi pham se bi xu ly 

ky luat theo quy dinh cua phap luat.

Dieu 30. Dieu khoan thi hanh

1. Quy che nay co hieu luc ke tu ngay ky.

2. Trong qua trinh trien khai thuc hien; neu co phat sinh, vuong mac, cac dan
> 7 7 7vi, ca nhan phan anh ve phong Hanh chinh - Tong hop de phong tong hgp, bao 

cao Hieu truang xem xet, quyet dinh.L/^,
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PHU LUC I
SO DANG KY lil MAT NHA NlTO»C DEN

(Kem theo Quyet rfinh so /QD-DHLHN ngay thdng ndm 2022 cua 
Hieu truong Truong Dai hoc Luqt Hd Noi)

1. Mau so
a w r f /s \ r f r rSo dang ky bi mat nha nuac den dugc in san, kich thudc 210mm x 297mm. 

a) Bia va trang dau
Bia va trang dau cua so dang ky bi mat nha nuac den dugc trinh bay theo 

hinh minh hga duai day:

(1).
(2)

SO DANG KY BI MAT NHA NlTdC DEN

Nam: ... (3)...
Tu ngay.....den ngay......
Tu so......den so...... (5),

(4)

Quyen so:
Ghi chu:

? r r *

(1) : Ten co quan, to chuc chu quan cap tren true tiep (neu co).
(2) : Ten co quan, to chuc.

9 r

(3) : Nam mb so dang ky bi mat nha nuac den.
(4) : Ngay, thang bat dau va ket thuc dang ky van ban trong so.
(5) : So thu tu dang ky van ban mat den dau tien va cubi cung trong so.

A r 9 /N A(6) : So thu tu cua quyen so.
> / 

b) Phan dang ky bi mat nha nuac den
Phan quan ly bi mat nha nuac den dugc trinh bay tren trang giay khb A4 

(210mm x 297mm) bao gbm 09 cot theo mau sau:

9

Co quan, to 
chuc ban hanh 

tai lieu, vat 
chua BMNN

Ten loai 
va trich 
yeu noi 

dung

Dan vi 
hoac 
ngubi 
nhan

So, GhiSo thu Ngay
den

So Ngay
thang

Dokyden chumattu hieu

m <21 m (6) (2) (8) (9) (10)
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2. Hu6*ng dan dang ky
Cot 1: Ghi so thu tir tu 01 den khi su dung het quyen so.

r r

Cot 2: Ghi theo ngay, thang duqc ghi tren dau den.
Cot 3: Ghi theo so dugc ghi tren dau den.
Cot 4: Ghi co quan, to chuc ban hanh tai lieu, vat chua hi mat nha nuoc.
Cot 5: Ghi so va ky hieu cua tai lieu, vat chua hi mat nha nude den.
Cot 6: Ghi ngay, thang, nam cua van ban mat den; doi vdi nhung ngay dudi 

10 va thang 1, 2 thi phai them so 0 d trude, vi du: 03/01,27/7, 31/12.
r # r

Cot 7: Ghi ten loai va trich yeu noi dung cua tai lieu, bi mat nha nude den.
Cot 8: Ghi ro do mat cua tai lieu, vat chua bi mat nha nude (Tuyet mat, Toi 

mat, Mat hoac ghi ky hieu A, B, C).
Cot 9: Ghi ten don vi hoac ca nhan nhan tai lieu, vat chua bi mat nha nude den. 
Cot 10: Ghi nhung noi dung can thiet khac.
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PHU LUC II
SO DANG KY BI MAT NHA Nl/OC DI

(Kem theo Quyet rfinh so /QD-DHLHN ngay thdng ndm 2022 ciia 
Hieu trucrng Truang Dai hoc Ludt Hd Noi)

1. Mau so
So dang ky bi mat nha mrac di duac in san, kich thuac 210mm x 297mm.

\
a) Bia va trang dau
Bia va trang dau cua so dang ky bi mat nha nuoc di dugc trinh bay tuoug 

tu nhu bia va trang dau cua so dang ky bi mat nha nuoc den, chi khac ten goi la 
"SO DANG KY BI MAT NHA Nl/dc BI". ’

b) Phan dang bi mat nha nuoc di.
Phan quan ly bi mat nha nuoc di dugc trinh bay tren trang giay kho A4

A A Tv(210mm x 297mm) bao gom 09 cot theo mau sau:

Ngay 
thang xac 
dinh tai 
lieu, vat 

chua 
BMNN

So, ky 
hieu tai 
lieu, vat 

chua 
BMNN

Ten loai va 
trich yeu noi 
dung tai lieu, 

vat chua 
BMNN

S6 S6Bo Ngudi Noi
nhan

GhiBon 
vi luuthu mat ky lugng chutu

m m m (5) m (8) (10)

2. Hirong dan dang ky
Cot 1: Ghi so thu tu tu 01 den khi su dung het quyen so.
Cot 2: Ghi so va ky hieu cua tai lieu, vat chua bi mat nha nuoc.
Cot 3: Ghi ngay, thang, nam cua van ban; doi voi nhung ngay duai 10 va 

thang 1, 2 thi phai them so 0 d trudc, vi du: 03/01, 27/7, 31/12.
Cot 4: Ghi ten loai va trich yeu noi dung tai lieu, vat chua bi mat nha nude; 

doi vdi bi mat nha nude di co do mat "Tuyet mat" thi chi dugc ghi vao cot trich yeu 
noi dung sau khi dugc phep cua lanh dao xac djnh do mat bi mat nha nude do.

Cot 5: Ghi ro do mat cua tai lieu, vat chua bi mat nha nude (Tuyet mat, Toi 
mat, Mat hoac ghi ky hieu A, B, C).

Cot 6: Ghi ten cua ngudi ky tai lieu bi mat nha nude.
Cot 7: Ghi ten cac co quan, to chuc hoac dan vi, ca nhan nhan tai lieu, vat 

chua bi mat nha nude nhu dugc ghi tai phan noi nhan cua tai lieu.
Cot 8: Ghi ten dan vi luu tai lieu.
Cot 9: Ghi so lugng ban phat hanh tai lieu.

# \ r

Cot 10: Ghi nhung noi dung can thiet khac.
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PHU LUC III
SO QUAN LY SAO, CHUP BI MAT NHA NU 6C

(Kem theo Quyet dinh sdJtfj/QD-DHLHN ngay ^ thdngcFndm 2022 cua 
Hieu truang Truong Dai hoc Ludt Hd Noi)

1. Mau so
S6 quan ly sao, chup bi mat nha nuac dugc in san, kich thirac 210mm x

297mm.
a) Bia va trang dau
Bia va trang dau cua so quan ly sao, chup bi mat nha nuac dugc trinh bay 

theo hinh minh hga duai day:

(1)
(2)

SO QUAN LY SAO, CHUP BI MAT NHA NUCiC

Nam: ... (3) ...
Tu ngay.....den ngay
_______ Quyen so:

(4)

Ghi chu:
(1) : Ten co quan, to chuc chu quan cap tren true tiep (neu co).
(2) : Ten co quan, to chuc.
(3) : Nam mo so quan ly sao, chup bi mat nha nuac.
(4) : Ngay, thang bat dau va ket thuc.
(5) : So thu tu cua quyen so.
b) Phan quan ly sao, chup bi mat nha nude
Phan quan ly sao, chup bi mat nha nude dugc trinh bay tren trang giay kho 

A4 (210mm x 297mm) bao gom 09 cot theo mau sau:

Ten loai va
r

trich yen noi 
dung tai lieu, 

vat chua 
BMNN dugc 

sao, chup

Ngay, 
thang, nam 
sao, chup 

tai lieu, vat 
chua 

BMNN

S6 Ngudi cd 
tham

quyen cho 
phep sao, 

chup

Ngudi
thuc
hien
sao,
chup

Nai 
nhan 

ban sao, 
chup

lugng
ban
sao,
chup

So thu Ghi
chuDo mattu

m 191Mm (41
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2. Hirong dan quan ly
Cot 1: Ghi so thu tir tir 01 den khi su dung het quyen so.
Cot 2: Ghi ngay, thang, nam sao tai lieu, vat chua bi mat nha nuoc; doi voi 

nhung ngay duoi 10 va thang 1, 2 thi phai them so 0 b truoc, vi du: 03/01, 27/7, 
31/12.

/v * /v • \ r X/\# y 9 • /s /\ r yCot 3: Ghi ten loai va trich yeu noi dung tai lieu, vat chua bi mat nha nuoc
duoc sao.

Cot 4: Ghi ro do mat cua tai lieu, vat chua bi mat nha nuoc duoc sao (Tuyet 
mat, Toi mat, Mat hoac ghi ky hieu A, B, C).

Cot 5: Ghi ro so luong ban sao.
Cot 6: Ghi ten ca quan, to chuc hoac don vi, ca nhan nhan ban sao tai lieu, 

vat chua bi mat nha nuac.
Cot 7: Ghi ten, chuc vu cua nguoi co tham quyen cho phep sao.
Cot 8: Ghi ro ho ten va chu ky xac nhan cua nguoi thuc hien sao.
Cot 9: Ghi nhung noi dung can thiet khac.
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PHU LUC IV • •
(Kem theo Quyet dinh s6JM5/QD-DHLHN ngay Clthdngf nam 2022 cua 

Hieu truang Truong Dai hoc Ludt Hd N6i)

TRICH SAG(1)
(2)

, ngdy thdng ndm20......(3).../TS-...(4)

N0I DUNG TRICH SAG

(6)
Noi nhdn:

(Chit ky; ddu cua co quan, to chuc)
- Luu: VT, (7). (8)

(9)
Ghi chii:
(1) Ten ca quan, to chuc chu quan (neu co).

9

(2) Ten co quan, to chuc sao van ban.
(3) So cua ban trich sao.
(4) Ky hieu cua van ban dugc trich sao, vi du: QB-TTg hoac BC-BCA.
(5) Bia danh.
(6) Chuc vu cua ngudi co tham quyen sao.

r r 9 .

(7) Viet tat hoac ghi phien hieu co quan, to chuc sao.
(8) Vi§t tit ten ngudi sao, ghi ro so lugng ban sao, vi du: (Q, 05).

9 A

(9) Ghi ro hg ten cua ngudi co tham quyen cho phep sao.
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PHU LUC V
SO CHUYEN GIAO BI MAT NHA NlTOC

(Kem theo Quyet dinh s6£5l5/QD-DHLHN ngay Olthdng Lndm 2022 cua 
Hieu truang Truang Dai hoc Luat Hd Noi)

1. Mau so
So chuyen giao bi mat nha nuoc dugc in san, kich thuac 210mm x 297mm.
a) Bia va trang dau
Bia va trang dau cua so dugc trinh bay tuang tu nhu bia va trang dau cua 

So dang ky bi mat nha nuoc di, chi khac ten goi la "SO CHUYEN GIAO BI MAT
nhA NUcic".

b) Phan chuyen giao bi mat nha nuoc
A 7 r iPhan chuyen giao bi mat nha nuoc dugc trinh bay tren trang giay kho A4 

theo chieu rong (210mm x 297mm) hoac theo chieu dai (148mm x 210mm) bao 
gom 06 cot theo mau sau:

Ngay
chuven

Don vj hoac 
ngirbi nhanSo den hoac so di Do mat Ky nhan Ghi chu

m 121 m m (6)

2. Huong dan ghi
Cot 1: Ghi ngay, thang, nam chuyen giao bi mat nha nuoc cho cac ca quan, 

to chuc, ca nhan; doi vai nhung ngay duoi 10 va thang 1, 2 thi phai them so 0 a 
truac; nam dugc ghi bang hai chu so cuoi cua nam, vi du: 03/01, 27/7.

Cot 2: Ghi theo so dude ghi tren dau "den"; so van ban di.
Cot 3: Ghi ro muc do mat cua bi mat nha nuoc (Tuyet mat, Toi mat, Mat 

hoac ghi ky hieu A, B, C).
Cot 4: Ghi ten don vi hoac ca nhan nhan bi mat nha nuoc.
Cot 5: Chu ky cua nguoi true tiep nhan bi mat nha nuoc.
Cot 6: Ghi noi dung can thiet khac (nhu ban sao, so lugng tai lieu...).


