Bo XAY nyNG CONG HOA XA HOI CHU NGHTA VIET NAM
TRUONG BAI HOC KIEN TRUC HA NOI Poc 1ap - Tw do - Hanh phuc

S6: .tcAld./QD-DHKT-TH Ha Noi, ngayA~thangA nam 2015

QUYET PINH

Ve viéc Ban hanh Quy ché lvu chiéu tai liéu

HIEU TRUONG TRUONG DAl HOC KIEN TRUC HA NOI

Can clr vao Quyét dinh s6 181-CP ngay 17/9/1969 cla HO6i déng Chinh
pha vé viéc thanh lap Truvong Pai hoc Kién tric;

Can cr Quyét dinh s6 70/2014/QD-TTg ngay 10/12/2014 clGa Tha twéng
Chinh phu vé viéc ban hanh “Biéu Ié trwong dai hoc”;

Can clr Quyét dinh s6 43QDB-BXD ngay 08 thang 01 nam 2001 cla Bo
truéng BO Xay dwng vé viéc thanh lap Trung tdm Thoéng tin Thu vién, chic
nang, nhiém vu cda Trung tam;

Can ct Quyét dinh s6 102/2006/QB-BVHTT ngay 29/12/2006 cla B
trvdng BO Van hoa - Thong tin vé viéc ban hanh “ Quy ché lvu chiéu xuat ban
pham”;

Xét dé nghi ctia Giam dbc Trung tdm Thong tin Thu vién,

QUYET DINH:

Diéu 1. Cong b6 kem theo Quyét dinh nay Quy ché lwu chiéu tai liéu.

Diéu 2. Quyét dinh nay cé hiéu lwc thi hanh ké tir ngay ky.

Diéu 3. Tha trwdng cac don vi, cac can bd, vién chic va nguoi lao dong
hop dong cla Truong DPai hoc Kién trtc Ha Noi chiu trach nhiém thi hanh
Quyét dinh nay./.

Noi nhan:

- Ban Giam hiéu;
- Cac don vi;
- Lwu: VT.



CONG HOA XA HOI CHU NGHIA VIET NAM
uc HN Pac lap - Ty do - Hanh phuc

(Ban hanh theo Quyét dinh s6 269/QD-DHKT-TH

ngay 14 thang 4 nam 2015 cla Hiéu truwdng truong Bai hoc Kién tric Ha Noi)

* Can clrphép ly va khoa hoc dé xay dwng Quy ché lvu chiéu

Quyét dinh 181/CP ngay 17 thang 9 nam 1969 cua Tha twdng chinh phi vé
viéc thanh 1ap Trudng dai hoc Kién tric Ha Noi.

Quyét dinh s6 43QD-BXD ngay 08 thang 01 nam 2001 cua B6 truéng B Xay
dung vé viéc thanh lap Trung tdam Thong tin Thu vién, chic nang, nhiém vu
cla Trung tam.

Quy ché mau vé t6 chirc va hoat dong Thu vién treong Dai hoc (Ban hanh
kém theo Quyét dinh s6 13/2008/QDB-BVHTTDL ngay 10 thang 3 nam 2008
cta Bo trwdng BO Van hoa, Thé thao va Du lich).

Chién lwgc phat trién cta Trwong Pai hoc Kién tric Ha Noi dén nam 2020.

NOI DUNG QUY CHE LUU CHIEU

Diéu 1: Cac doi twong phai ndp lwu chiéu la cac xudt ban phadm do Nha treong xuéat
ban hoac thuéc pham vi quan ly ctia Nha truong nhu: gido trinh, bai gidng, luan an tién sf,
luan van thac si, d6 an t6t nghiép, dd6 an mon hoc sinh vién dat loai Gidi tré 1én, cac do6 an
doat giai trong cac cudc thi, cac dé tai NCKH cac cdp clia giang vién va sinh vién trong
Truong, cac két qua thi nghiém & cac trung tam thi nghiém...

Diéu 2: Noi nhan lvu chiéu: Trung tam Thong tin Thw vién la noi nhan, lvu tri va
khai thac cac 4n pham lwu chiéu

Diéu 3: Hinh thic dn pham ndp lwu chiéu:
Doi v&i xuat ban pham dang gido trinh, bai gidng: Nop 02 ban in kém theo
dia CD-ROM chtra ndi dung an pham.
DaGi v&i luan an tién si, luan van thac si, dé tai NCKH: No6p 01ban in kem
theo dia CD-ROM chtra ndi dung 4n pham dé.



D6i voi do an tot nghiép, dd6 an mén hoc cda sinh vién dat loai Gidi trd Ién,
cac do an doat giai va cac an pham khéac: Nop 01 dia CD-ROM chira noi
dung d6 an hodc dn pham do.

Diéu 4: M6t so chuan quy dinh cho an pham lwu chiéu:

Cac an pham nop lvu chiéu phai c6 ndi dung trung khép véi ndi dung tai liéu da
Xudt ban. B06i véi an pham luan an, luan van, do an, dé tai NCKH thi dan pham ndp lvu
chiéu phai la an phadm cudi cung sau khi da chinh stra ndi dung va hinh thirc theo Nghi
quyét cta Hoi dong bao Vvé.

1. Binh dang file:

File nop lvu chiéu cé dinh dang WinWord hodc Adobe Acrobat - (Filetype: *.doc,
*.docx hoac *.pdf); Cac ban vé ctia do an ndp file dang anh (filetype: *.jpg) do phan giai
300dpi.

2. Hinh thtrc trinh bay:

Ngoai nhitng an phdm da cé quy dinh (cta Nha truong hodc clia nha xuat ban) vé
hinh thic tai liéu nhu luan an, luan van, giao trinh, cac tai liéu cé gidy phép xuét ban thi
an pham ndp lvu chiéu phai tuan theo cac quy dinh sau:

2.1. Binh dang Font chir:

- Font chit dinh dang Unicode (Font Arial - size: 12). Khéng s dung chic nang co
dan chir trén 1 dong (Character spacing).

2.2. Binh dang khudn dang trang:
- Binh dang 1é
+ L& trai (Left Margin) 3 cm
+ Lé phai (Ri“ht Margin) 2 cm
+ Le trén (Top Margin) 2 cm
+ Le duwdi (Bottom Margin) 2 cm
+ Khodng dong gay (Gutter) 1cm.
- Binh dang doan (paragraph):
+ Thut dau dong (first line) 1cm
+ Khoang cach vei doan tiép theo (Spacing/After) 6 pt

+ Khodang cach gilra cac dong (Line spacing): single



2.3. Binh dang hinh anh va minh hoa media

- Cac hinh anh chén trong van ban st dung chic ndang Text Wrapping (trong cons
cu Picture) doc lap v@i cac khoi van ban.

- C&c chi tiét va thong s6 trén hinh vé phai day du, rd rang.

- Ngoai cac hinh anh chen trong véan béan, can cé thuv muc anh gbc dinh kém c6 chu
thich &nh rd rang, dam bao dd phan giai rd nét.

- Céc hinh vé& minh hoa kém theo van ban (néu c6) cling can chuyén vé dang anh
(khéng cha thich truc tiép trén anh bang Text box)

- Bdi v6i cac file video dinh kem, can cé file goc va ghi rd cha thich vi tri can dat
file.

- Khuyén khich cac tai liéu c6 trang bia minh hoa

Diéu 5: Thoi gian ndp lwu chiéu: Trong vong 10 ngay ké tr khi xudt ban (d6i voi an
phdm gido trinh) hodc bao vé tot nghiép (ddi véi an pham luén éan, luan van, do an tot
nghiép, dé tai NCKH va cac an pham khac...).

DPiéu 6: X ly vi pham Quy ché ndp lvu chiéu:

- D06i v@i can b0, giang vién trong dién phai ndp lwvu chiéu ma khong thuc hién hoac
ndp muodn so voi thei gian quy dinh thi noi nhan lwu chiéu bao céo véi Ban Giam hiéu cé
hinh thirc X0 1y cu thé.

- B0i voi sinh vién, hoc vién cao hoc va nghién ctu sinh trong dién phai nép luu
chiéu ma khong thwc hién hodc ndp muodn so véi thoi gian quy dinh thi noi nhan luu
chiéu téng hop danh sach, b4o cdo Nha trvong va dé nghi Nha truong khong phat bang
tot nghiép trwdc khi da hoan thanh viéc nop lwu chiéu.

DPiéu 7. Trudng phong Tong hop, Tha trwdng cac don vi, Phong, Khoa, Trung tam,
BO mon truc thudc, Vién nghién ctu chiu trach nhiém thwc hanh Quy ché nay.



