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tle" BAN NHAN DAN 
TINH BiNH WONG 

CQNG -HeA xA HQI CHU NGHIA VIVT NAM 
Dc ip - Tv do - 1-4n1 pink 

S6 : 	/2014/QD-UBND Thu Diu Mi5t, ngely:20 thong .44 nom 2014 

QUYET DINH 
Ban hanh Quy dlnh  ye cong tic van thir 

tren dia ban tinh Binh Dtrung 

UV BAN NHAN DAN TINH 

Can dr Lust TO ch-Crciii5i ding nhan dan va f.iy ban nhan dO.n ngay 26 thong 11 
&Ain 2003; 

Can cur 11:14.t Ban hLaih van ban guy phm phap iut oda Hi d6n2 nhan dan va 
try bm nhari dan ngay 03 than,o_.; 12 nam 2004; 

r:an c(L Nghi dinh so 10/2004,ND-CP ny 08 thaino-  4 rOrn 
ph-d ye con- tac van tint; 

Can c;:...x Nghi dinh sO 09/2010/ND-LP ngay 08 thang 02 nam 2010 cda Chinh 
phd sa dOi, he sung rnO't so (lieu c-Cia Ngin: dint] so I 10/2004/ND-CP ngdy 08 thong 
4 nam 2004 cda Chinh phd ve cong tic van thu; 

Can cd Thang tu lien tich s6 55/2005/TTLT-Ri\TV-VPCP ngay 06 thong 5 norm 
2005 cda BO Ni vu va Van phang ChinE phi krc=ing dn ve,- th tint:re va k9 thuSt 
trinh bay van ban; 

Can cur ThOng ttx s 01/2011/TT-BM,' ngay 19 thong 01 Warn 2011 cad B Ni 
vi hung an the tilde, và k9 thuat trinh bay van ban hanh chinh; 

Can cd ThOng tu sO 07/2012/TT:BINW ngay 22 thong 11 nAm 2012 cda Be! Ni 
-vu huong clan quart lY van ban, lap ho sa va n'Op-  lull ho sa, tai lieu vao Lou trir Co 
quan; 

Can cu Thong ttx sO 04/2013/TT-BNV ngay 16 thing 4 narn 2013 cda BO Ni 
vçi huong dgn xay dtrng Quy the cong tic van thu, tim trCcda caeca quan, tO chirc; 

Theo d ngh cüa Giam dic Sâ Ni vi tai To trInh s 663/TTr-SNV ngay 03 
thing 11 norm 2014, 

QUYET DINH: 

OiLt 1. Ban harsh kern-theo Quyet dinh nay Quy dinh ve cong tax van thu tren 
dia ban tinh Binh Duang. 

Di&1 	uyet Binh nay co hieu 1icE;,au 10 ngdy, ke td ngky 



TM. i'511T w IRAN DAN 
CHU TICIfei 

I 

cs, 

Di vai ffy ban nhan dan cap xâ time hien theo Quye't dinh s6 53/20121QD-
UBND ngay 12 thang 12 nam 2012 Gila Uy ban nhan dan tinh Binh Duang ban hanh 
Qtly dinh quan 1 cong tac van thu, hru trCt cüa. Hi clang nhan dan va Uy ban nhan 
dan xã, phuong, thi tran tren dia ban tinh Binh Dung. 

Quy;et dinh nay bd.' bo Quy't dinh so 66/2009/QD-UBND ngay 18 thang 9 nam 
2009 ciia fiy ban nhan dan tinh Binh Duang ban hanh quy dinh ye ding tac van thu 
tren dja ban tinh Binh Duang. 

Diu 3. Chanh Van phon.g fjy,ban nhan dan tinh. Gam dc cac so., ban, nganh, 
doanh nghiep nha n.uac, Chu tich Lry ban nhan dan cac huyen, thi xâ, thanh phO va 
Thu trtrang cac ca quan, dan vi co lien quan chju trail nhilem thi hanh Quyet dinh 
nay.!. 

Noi nh 
- Van phong, Chinh ph; 

Cue Ki6rn ta VBQPPL-BTP; 
Cc VAn thu v Ltru. tra Nha ntra-c; 
rr.Tu, IT. HaND, Doan DBQH 
CT, cal:: PCT UBND tinh; 
Niur Diu 3; 

- LDVP, Lh, HC, TI-1; 
- TT Cong bao tinh, Website tinh; 
- Ltru: VT. rff, 

LO Thanh Cling 



iTY BAN NHAN DAN 	CQNG Hem X:k HOT CHID NGHIA MT NAM 
TINH BINH D1U'ONG 	 D§c lap - Tty do - 11411h pluic 

QUY DINH 
Cong tac van thin teen dila ban tinh Binh Dirang 

(Ban hanh kern theo Quyert Binh so ,Z0 /201 4,1QD-UBND 
ngely f` is thang 	nelin 2014 cita Uy ban nhein dein tinh Binh Dwong) 

Chuang I 
QUY DINH CHUNG 

Pham vi va cl6ituvng 

Qua- dinh nay Qu\ -  dinh ye cong tac van thu tren dla bap tinh Binh DuomL 

Qua, dinh dugc 	dung dCi vdi cac sa., ban naa -1, don vj su nahi4, 
doanh nghizp Nha nu& va Uy ban nhan dan °do huyc 	thanh ph6 tren dia 
ban tinh (sau day 2.-9i chung la ode ca quan, to chik). 

Dieu 20 Giai thich tits raga' 

1. "Vein this ca quail (sau day pi tat la man thu) la to chirc hoac b6 phan 
thgc hien cac nhi m vu cong tac van thu 	to chryc theo quy dinh cua phap 
luat. 

2. "Van thu' don vi" la ca nhan trong don vi cda co quan, to chirc &roc nglayi 
dirng au don vi giao that hien .mot s6 nhiem vu cua cong tic van thu nhu: Tiep 
nhan, clang 147, trinh, chuyen giao van ban, quan 1}"i 116 set, tai lieu dm don vi truac 
khi giao n6p vao Luu tilt co quan. 

3. "Vein ban di" la tat ca cac loai van ban, bao g6m van ban quy pham phap 
luat, van ban hanh chink va van ban chuyen nganh (ice ca ban sao van ban, van 
ban not b6 va van ban met) do ca quan, to chirc phat hanh. 

4. "Van ban cle'n" la tat ca cac loai van ban, bao g6m van ban quy pham 
phap luet, van ban hanh chinh va van ban chuyen nganh (1c6 ca. ban Fax, van ban 
cluvc chuyen qua mang, van ban met) va don, thu giri den cac co quan, to chirc. 

5. "Ban thao van ban" la ban duvc viet hoac clanh may, hinh thanh trong qua 
trinh soan than mot van ban eila co quan, to 

" On g/f 	 rhinti 	nni dung_ 	 van bAn diror 



ca quan, to chirc ban hanh va c6 chit kyi tnrc tiep cda nguoi c6 therm quyen. 

7. "Ban chinh van ban" la ban hoan chinh v'e not dung, the thirc van ban va 
duac ca quan, to chirc ban hanh. 

8. "Ban sao y ban chinh" la ban sao day du, chinh xac not dung cila van ban 
va dtrac trinh bay theo the thirc quy dinh. Ban sao y ban chinh phai dugc thirc 
hien tit ban chinh. 

9. "Ban trich sao" la ban sao mot phan n6i dung cila van ban va duvc trinh 
bay theo the thirc quy Binh. Ban trich sao phdi duac thuc hien tir ban chinh. 

10. "Ban sao 	la ban sao day du, chinh xac n6i dung cilia van ban, duvc 
thuc hien to ban sao y ban chinh va trinh bay the thirc theo quy dinh. 

11. "bang k-f; van ban" la viec ghi chep hoac cap nlaat nhu'ng thong tin can 
thiet ve van ban nhu: S6, k).',  hieu; ngay. thang nam ban hanh; ten loai va trich yeu 
not dung: not nhan va 	thonL tin 	vL.-) so clang Imo,  van ban hoac ea so• du 
lieu quail 1)".7 van ban tren may - 	de c, 	a tra tim van ban. 

12. Van 	ti. :r" la van 	 cluai clang thong (lien dU' 1IeU. 

13. " Phj71 mein quart i5 	 -1-novg mang` la phan mem tin hoc 
1104t Ong tren mang may vi tinh duoc sir dung de quart b"7 van ban, tao lap h'6 so 
cong viec va tao co so' cifi lieu dien 	tra.e dOi va xf_r 1Y7 van ban qua mai truantg 
mang, bao g6m: Tiep nhan, qua") 1):,  van ban den; tien trinh xtr ly, phat hanh van 
ban di; quan 157 h6 so' cong viec de phvc vu cong tac trao doi thong tin, nang cao 
chat luting va hieu qua cong tac lieu hanh cna lanh dao, cac hog dOng tac nghiep 
cda can b6, cong chirc qua mai tru6ng mang. 

14. "Ha sa clie.n tit." la tap hop cac tai lieu dien tix c6 lien quan voi nhau ve 
mot van de, mot sit' viec, mot d6i tuvng cu the hoac c6 dac diem chung, hinh 
thanh trong qua trinh theo dOi, giai quyet cong viec thuc pham vi chirc nang, 
nhiem v11 cda ca quan, to chirc va ca nhan. 

15. "LCip ho sa dien tit'" la viec ap dung cong ngh'e thong tin nham lien ket, 
tap hop cac tai lieu dien tit hinh thanh trong qua trinh theo dOi, giai quyet cong 
viec cua co quan, to chirc, ca nhan thanh h6 so' dien 

Ditu 3. Trach nhiem d6i 	cong tac van tint' 

1. Sa N6i 

a) Tham muu ginp Uy ban nhan dan tinh quy dinh viec quan l)77nha nuac doi 
voi cong tac van thu va phan bo bien che, cong chirc, vien chirc lam cong tac van 
thu dam. bac, cong tac vrin tiff[ tat co.  quan hoal-  dOng xuyen suet va ctLing quy dinla 



cua phap lust. 

b) Ti chirc, chi ciao trien khai thuc hien cac the d(5 quy dinh ve cong tac van 
thu. 

c) Thanh tra, kiem tra huOng Can viec thuc hien cac cht coo va quy dinh phap 
ludt ve cong tac van thu. 

2. Giam doc cac so., ban, nganh, doanh nghiep Nha nuOc, Chu tich IJy ban 
nhan dan cac huy'en, thi xd, thanh phi trong pham vi quy'en hart cua minh co trach 
nhiem chi dao, ki'em tra cong tac van thu, chi dao viec nghien ciru -Ung dung khoa 
hoc va cong nghe thing tin vao ding tac van thu. 

3. Can b9, cong chirc, vien chirc trong qua trinh theo dOi gidi quy6t cong viec 
lien quan den cong tac van thu phai thuc hien nahiem tUc the quy dinh phap ludt 
ve -van thu. 

Chtrung 
THAG, BAN HANTH VAN BAN 

Di6,1 4, Flinn th(re van ban 

Cdc hinh thirc van ban hinh thanh trong hog Ong cua cac cc quan, to chdc 
bao c,rom: 

1. Van ban quy pham phap lust 

a) Van ban quy pham phap lust ctla H9i ding nhan dan va lily ban nhan dan 
la van ban do H9i ding nhan dan, lily ban nhan dan ban hanh theo thu tuc, trinh to 
phap ludt quy dinh; co china quy tac xu su chung (quy pham phap ludt), dugc ap 
dung nhi'eu lan dii vii m9i doi twng hoac met nhom dOi tuvng va có hieu luc 
trong pham vi dia phuong; du9c Nha nuac bao dam thuc hien Wang cac bien phap 
theo quy dinh cua phap ludt. 

b) Hinh thirc van ban quy pham phap ludt cua H9i ding nhan dan va fly ban 
nhan dan cac cap 

- Nghi guy& cua HOi ding nhan dan; 

- Quyet Binh, Chi thi cua Uy ban nhan dan. 

2. Van ban hanh chinh 

Nghi guye't (ca biet), guy6t dinh (ca biet), chi thi, quy ch6, quy dinh, thong 
cdo, thong bao, huong dan, chuong trinh, ke hoach, phuang an, de an, cit,r an, bao 
mall blell ban 	trinh, hop 	cong  V , 0(1,412,-  (Hen, ban 	niti6, ban cam ket, 
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ban thoa thuan, gidy chirng nhan, gidy fly quyen, gidy mad, gidy gi6i thieu, gidy 
nghi phep, gidy di &rang, gidy bien nhan hO so, phieu giri, phieu chuyen, thu 

cong. 

3. Van ban chuyen nganh 

Cac hinh thirc van ban chuyen nganh cua cac co quan, to chirc dOng tr'en dia 
ban tinh thirc hien th6ng nhk theo quy dinh Mrang clan dm BO truOng, Thu twang 
co quan quan 13'T nganh. 

Dit'u 5. Thie' thirc van ban 

1. The thirc van ban quy pham phap luk th-trc hien theo quy dinh tai Thong 
to lien tich s6 55/2005/TTLT-BNV-VPCP ngdy 06/5/2005 cua BO NOi vu va Van 
phong Chinh phu huong dan ye the thne va ky thuat trinh bay van ban. 

2. The thdc van ban hanh chinh thnc hien theo quy dinh tai Thong tu so 
01/2011/TT-BNV ng_ay 19/01/2011 oda BO NOi vu huang clan the thne 	thuat 

trinh bay van ban hanh 

3. The thnc van ban chuyen naanh ',hue hien theo htroha dan dia. BO truona. 
Tian true:mg co.  quan quan 1Y naanh. Dona thoi, can ci cac quy dinh ve the tide va 
kyi thuat trinh bay van ban tai Thong., to hen tich se 55/2005/TILT-BNV-VPCP 
nO.y 06/5/2005 va Thong to 01/2011/TT-BNV nga-y 19/01/2011 de quy dinh th'e 
thne va lcy thuat trinh bay van ban chuyen naanh rho phn hop. 

lieu 6. Soan thao van bAn 

1. Viec sop thao van ban quy pham phap luat thgc hien theo trinh to thu tic 
Luat Ban hanh van ban quy pham phap luat cua Hai clOng nhan dan va Uy ban 

nhan dan ngay 03 thang 12 nam 2004. 

2. Viec soan thao van ban hanh chinh va cac van ban khac &roc quy dinh 

nhu sau: 

a) Can cir tinh chit, not dung dm van ban can soan thao, Thd trtrong co 
quan, to chirc giao cho don vi cap du6i, ca nhan soan thao hoac chit'  tri sop thao. 

b) Don vi hoac ca nhan soap thao van ban c6 tadk nhiem thtrc hien cac ding 

viec sau: 

- Xac dinh hinh tilde not dung lid dO mat, dO klidn cila van ban can soan thao; 

- Thu thap va xir 13i thong tin c6 lien quan; 

- Sop thao van ban; 

- Trnng, triv'vno-  hop noi du  ng  ar bj 	CO  lien quan  daffy nhi..0 co quan, tO 
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chirc va ca nhan thi de xuat thu tnxOng ca quan, to chirc chit tri soon thao van ban 
giri van ban tham khao lay 3',7 kien (long gOp nghien eau de hoan chinh ban thao; 

- Trinh duyet ban thao van ban kern theo tai lieu co lien quan. 

c) Duyet ban thao, sira china, b6 sung ban thao phai do nguiyi co than' quyen 

kY van ban duyet; 

- Van ban dg thao phai do ngu6i CO tham quyen 1()"7 duyet; 

- Truang hop can thiet phai sira chira, b6 sung ban thao van ban dal duoc 
duyet thi phai trinh nguOi c6 tham quyen duyet van ban xem xet, quy& dinh. 

Dieu 7. Danh may, nhan ban 

1. Danh may, trinh bay van ban dUng not dung ban thao, the thfre va ky thuat 
trinh bay van ban theo quy dinh tai Thong, tu' lien tich so 55/2005/TILT-BNV-
VPCP eUa Do NOi vu va Van phong Chinh phU nady 06/5/2005 016i vai van bdn 
quy pharn phap lint va Thong tu: so 01/2011/TT-BNV cua BO N(5i v-tj 112.-,aY 

19/01/7011 TOi voi van ban hanh chinh. 

2. Nlian ban phai Ling s ivang, 	pllat 0'i 1111 	va 	gian 
dinh. 

3. Tuyet 	gin bi mat n(ii dung van ban. 

Dieu 8. Mem tra van ban truck khi 147 ban hanh 

1. TM. truang don vi hoc ca nhan chu tri scan thao van ban phai kiem tra va 
chiu trach nhiem ve not dung van ban truck nguai dimg dau ca quan, to chirc 1,7a. 
truac phap luat. 

Thd truong don Ai chu tri sown thao van ban phai kiem tra va chiu trach 
nhiem ve d() chinh xac cua not dung van ban, kY nhay/tat vao cuoi not dung van 
ban (sau dau ./.) va de xuat mdc d6 khan, 0:16 mat, doi axgng nhan giai quyet van 
ban. 

2. Chanh Van phong hoc Truang phong Hanh chinh - T6 chile cda quan, 
to elide duoc giao trach nhiem giup cho ngued dung dau ca quan, to ch.& quan 13",  
cong tac van thu, phai kiem tra va chiu trach nhiem ve the tithe, ky-  thuat trinh bay 
van ban va thit tuc ban hanh van ban truac ngueri dimg dau ca quan, to chile va 
truac phap luat, phai ky nhay/tat vao vi tri cu6i ding a "Nai nh5n". 

Di'eu 9. KST van ban 

1. Doi vai ca quan, to chirc lam viec theo the d6 thd truOng 

Nguei dung dau ea quail, to eh& ea tham quyen kY  tat ea van ban ena ca 
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quan, to chuc. Ngtrei thr.rng d'Au ea quan, to chire c6 the giao cho cap ph6 eda minh 
Ic57thay (KT) eac van ban thuc than quy& dirge phan tong phu trach va mot so 
van ban thuc thAm quy& cua nguoi dirng du. Cap pholc3"/ thay chin trach nhiem 
tru6e ngtred dimg dau ca quan, to chfre va tax& phap luat. 

2. D6i vai co quan, to chde lam viee theo che dO tap the 

a) Ngtred dirng dau ca quan, to chirc thay mat (TM) tap the lanh dao Icy7 the 
vAn ban dm ca quan, to chdc. 

b) Cap phO cua ngdOi ddng dau va ede thanh vien gift chire vu lanh dao khac 
dugc thay mat tap the, 1(S7 thay ngtrai ddng dAu ca quan, to chire nhfing van ban 
theo fly quyen ena ngueyi dung dau va nhang van ban thuc cac linh vdc dugc 
phan cong phd trach. 

3. K:‘,77 thira tiy quyen 

Trong, truang hop dae biet, natrei dimg dau 	quan, to ebUc c6 the dy quyen 
rho nu-11'M dimg, (tau mat don 	irOri E. CO' quan, to ain't k\ thiira U\ quyen (TUQ) 

mat s6 van ban ma minh phai 	Viec giao ky thda quyen phai duve quy dinh 
bang van ban va quy dinh th6i gian cu the. 71\Tg-trO.i dupe 	thin uy guy& thong 

dugc uy quy& lai cho nguel ithae k):'. Van ban k-.Y7 thfra uy quyen theo the aide va 
d6ng dau cda quan, to chde lay quyen. 

4. 1()% thda lerth 

Ngtrgi dung dAti co quan, to chdc co the giao cho Chanh Van phong, Trueng 
phong Ranh chinh - To chdc hoac Truang mot s6 don vi 147 thda l'enh (TL) mot s6 

loai van ban. Vic giao icy thda lenh phai dupe quy dinh cu the trong quy ch6 hoat 

'Rog ena co quan, to ehde. 

5. Khi ky vAn ban khong dugel4 bang bdt chi, muc dO hoAc the loai mirc de 
phai. 

Bieu 10. Ban sao van ban 

1. Hinh thire ban sao van ban Om 3 loai: Ban sao y ban chinh, ban trich sao 

va ban sao 

2. KS'Tthuat trinh bay thanh phAn th6 thirc ban sao: Ten co quan, to chirc sao 
van ban; so, ky hieu ban sao; dia danh va ngdy, thong, Warn sao van ban; chuc vv, 
hp ten va chi! k3r7 etia ngued e6 thAm quyen; dau cua ea quan, to elide sao van ban; 
nai nhan van ban dugc thuc hien theo quy dinh tai Dieu 17 Thong to so 
01/2011/TT-BNV ena BO NOi 

J. Ban ,aV V loan 4h111h, ban trich Qao va loan sao 	&ue tin= hien dUng 
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theo quy dinh tai Khoan 2 Dieu nay thi c6 gia tri phap ly nhu ban chinh. 

4. Khong dugc sao, chup, chuyen phat ra ngoai ca quan, to chirc nhitng van 
ban co y kien ghi ben le van ban. Truimg hop nhttng )"-7 kien cua Lanh dao ca 
quan, to chirc ghi ben le van ban cho viec giao dich, trao d6i cong tat phai dugc 
cu the hoa bang van ban hanh chinh. 

5. Ban sao chup ca dL va chit k3"/ dia van ban khong dugc thixc hien theo 
dung the thirc quy dinh tai Khoan 2 dm Dieu nay thi chi c6 gia tri thong tin, tham 
khao. 

Chu'o'ng III 
QUAN L'i7  VAN BAN, QUAN IA? VA STD' DVNG CON DA.0 

1V1vc 
NGUYEN T C QUAN 1_,Y VAN BAN 

Dieu 	Nguyen ts-.c gnarl i7; van ban di, van ban den 

1. Tat ca van ban di. van ban den dia co quan, to chi:re phai dirge quan 
tap trung tai Van thu cc quan de lam din 	tiep nhan, clang lq; trir nhang loci 
van ban duot clang k),",  rieng theo quy dinh cua phap luat. NblIng van ban den 
khong dugc clang 1()"7 tai Van thu, cac don vi, ca nhan khong có trach nhiem giai 
quyet. 

2. Van ban di, van ban den thuec ngdy nao phai dugc clang V, phat hanh 
hoac chuyen giao trong ngdy, cham nhat la trong ngdy lam viec tiep theo. 

, 	a) Van ban den co dOng dL chi cac 	d6 khan nhu "116a t6c (ke "Hoa 
toe hen giO, "Thugng khan" va. "Khan" (sau day ggi chung la van ban khan) 
phai dugc clang ky, trinh va chuyen giao ngay sau khi nhan dugc. 

b) Van ban khan di phai dugc hoan thanh thu tuc phat hanh va chuyen phat 
ngay sau khi van ban dugc 

3. Quan l)",  van ban di, van ban den tren moi trueng mang phai dam bao cac 
nguyen tac sau: 

a) Quan VT van ban di, van ban den tren moi trueng mang, he th6ng thu 
dien tit dam bac, tuan thu cac quy dinh cua phap luat hien hanh,  ve cong nghe 
thong tin, quan VT van ban va giao dich dien tit, dap irng tieu chuan ket nOi, tich 
hop du lieu, truy cap thong tin, an toan thong tin nham dam bao ket n6i thong 
suot; &Ong be, an toan va kha nang chia se thong tin thuan tien gifra cac cc quan, 
to 
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b) Thong tin trong Co sa du lieu phai chInh xac, dAy du, bao ve duac bi 
mat thong tin. 

c) Quan 13'7 chat the h6 sa, tai lieu qua moi twang mang. 

d) Van ban dien to phai pha hap vai phap luat ve giao dich dien tit, c6 gia 
tri phap ly Prong &rang vai van ban giay trong giao dich giita cac co' quan Nha 
nuac. 

1V1t)c 2 
QUAN Li"( VAN BAN DEN 

lieu 12. Tip nhan, boe bi, dong dAu van ban den 

1. Tip nhan van ban den 

a) Van ban den, ke ca don. tbu khieu nal, to cao (sau day goi chung. la  van 
ban den) cilia co.  quan, to chite 	 den co.  quan. to chdc tin phai duo.c 
van thu tiep nhan. danai 	hoac 	vi tinh de lull va quail h thong 

b) Van ban den duoc tiep than 1.1.r 	nguen khac deu chuyen den tap trung 
tai van thu co quan, to chic de lam thti too boo bi, vao sa hoac reap may vi tinh, 
dOng dau den va clang 1(3'7 so cho van ban den. Van ban den khong clang 1(3'7 'Lai van 
tiny, cac co quan, to chirc va ca nhan kheng co trach nhiem giai quyat. 

c) Khi tiep nhan van ban den, trong giO hoac ngodit gia lam viec van thu co 
quan phai kiem tra s6 luang, tinh trang bi, dau niem phong (neu co), kiem tra dei 
chieu vai not giri Pink khi nhan va ky nhan. 

d) Twang hap phat hien bi van ban khong con nguyen ven hoac thOi gian 
chuyen van ban muon hon so vai thoi gian ghi tren bi (d6i vai van ban "Hoa 
t6c"), Van thu phai bao cao ngay vai lanh dao co quan, to chirc; tnrOng hap can 
thiet lap bien ban d6i v6i nguei chuyen van ban. 

d) Twang hop van ban duac chuyen qua mang hoac bang may Fax, Van thu 
phai kiem tra s6 trang van ban truac khi Bang ky vao s6, nett phat hien sai sot phai 
bao cao lanh dao don vi xem xet, giai quyet. 

e) Van ban den ngodi giey lam viec, ngdy le, ngay nghi thi cong chi c, vien 
chirc tiep nhan van ban phai ky nhan va bao cao ngay cho Lanh dao co quan, t6 
chirc hoac Chanh Van phong, Tryang phOng Hanh chinh - T6 chile de xir 13'7. 

2. Bac bi van ban clan 
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Van thu xac dinh loai van ban den dugc bOc bi va loai khong dugc boc bi 

a) Loai boc bi 

- Van thu dugc b6c bi tat ca cac van ban den gui cho cg quan, to chirc; 

- NhQng bi van ban c6 dOng dau chi cac mirc dO khAn phai dugc boc trugc 
de giai quye't kip that 

- Van thu b6c bi van ban phai dam bao khong gay Mr hal d6i voi van ban, 
khong b6 sot van ban trong bi, khOng lam mat s6, ky hieu van ban, dia chi co' 
quan gui va d'L buu dien; 

- D6i chieu s6, ky hieu ghi ngodi bi hoac tren phieu gui (d6i voi van ban den 
có kern theo phieu 	voi s6, 	hieu dia van ban trong bi, 14 xac nhan ho4c 
dam:, dAu vao phieu 	truang hop phat hien có sai sot, Van thu thong bao not 
gdi de giai quyet; 

- DOi vOi clan, thu lieu nai, to cao hoac nhung van ban den ma nclay nhan 
each qua xa 	ngay thing cha van ban thi Van thu air?' at 	dinh kern van 
ban de lam DanG. clidn G. 

b) Loai khonv, bac bi 

- Van ban gdi den co dong dau chi cac mdc do "TOi mat", "Tuyet mat", 
"Mat" hoac Ezdi dich danh ca nhan va cat to chdc doan the trong co quan, to chirc, 
Van thu khong boc bi van ban ma chuyen true tiep cho ca nhan hoac Thd tnrong 
co quan, to chirc nhan van ban; 

- TruOng hop bi van ban gui dich danh ca nhan nhung not dung van ban 
mang tinh chat giai quye't cong viec chung cua co quan, to chirc thi ca nhan nhlan 
van ban co trach nhiem chuyen lai cho van thu de clang 14. 

3. Dong dau den, ghi s6 va ngay den 

a) TAt ca van ban den thuOc dien clang ky tai Van thu phai dugc (long dau 
"D'e'n", ghi so den va ngay den. D6i voi van ban den la ban Fax ho4c van ban 
dugc nhan to heap thu dien to qua mang trong truong hop can thie't Van thu in 
holac sao chap va dong dAu "Den". Sau khi nhL duct van ban giAy (d6i voi ht) 
so, tai lieu giri, nhL dOng thgi qua mang va bang van ban giAy), Van thu dong 
dau "Din" vao van ban giAy va lam thii tuc clang ky (s6 den va ngay d6n la s6 de'n 
va ngay den da ding 1c)'7 $5. ban Fax ho6c van ban chuyen qua mang). 

b) Dau den phai dong x6-  rang, ngay ngan vao khoang giay trong duai so", 14 
hieu (doi voi van ban co ten loai); duoi phan trich yeu not dung (doi voi cong 
van) hoac vao 	giayr tre,ng pima cid6ii ben phai ngdy, thang,, nam ban hank 
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van ban. 

c) Mau d'au "Den" va cach ghi cdc thong tin tren dL "Din" thuc hien theo 
huang clan tai Thong to se 07/2012/TT-BNV ngay 22/11/2012 dm BO Ni vu 
huang dan quan 13'7 van ban, lap 11.6 so va nOp hru h6 so, tai lieu vao Luu frit co. 
quan. 

d) Van ban den khong thuc dien clang 14 tai Van thu la van ban chuyen dich 
danh cho to chic doan the, don vi hoac ca nhan, Van thu chuyen not nhan khong 
gong dau "Den". 

Di&„113. Dang 14 van ban din 

1. Van ban den &roc clang 14 bang S6 clang 1(3'7 van ban den hoac Co s6 du 
lieu quan I)'7 van ban den tren may vi tInh. S6 den la se) thin ttx clang ky van ban 
den. SE') den dugc danh lien tuc, bat clau to sa 01 vao ngay 01 thong 01 va ket thuc 
vao nady 31 thane 12 hang. nano. 

2. Viec ma.  so clang kV van ban den an thu can ci se trong van ban den 
hang nam cua ca quan, to chi:1- c :le 1Jp eac lo .4) so clang 	theo quy dinh eihphap 
luldt hien hanh. 

3. Viec clang ky (cap nhat) van ban den vao Co so• dir lieu quail ly van ban 
den &lye thuc hien theo huang (fan sd dung chuong trinh plaan mem quan lY van 
ban cua co quan, to chOc cung cap chuong trinh phdn mem do. 

4. Van ban den dugc clang ky vao Co  so' dit lieu quan ly van ban den phai 
d-uvc in ra giay de 14 nhan ban chinh va dang s6 de quan V7 (dong thanh s6 den). 

5. Khong sir dung may vi tinh not mang not bO va mang dien rOng de clang 
1(3'7 van ban mat den. 

6. Mau S6 clang 14 van ban den va cach clang 14 van ban den, van ban mat 
den; mau S6 dang 1(3'7 don, thu va cach clang 1(3'7 don, thu thuc hien theo huong clan 
tai Thong to 07/2012/TT-BNV. 

Die\u 14. Trinh, chuytn giao van ban dtn 

1. Sau khi tiep nhan, clang 14 van ban den, Van thu trinh kip thoi cho Thu 
truong co quan, to chirc hoac Chanh Van phong, Truong phong Hanh chinh - T6 
chirc hoac can be, co tham quyen dugc phan cong xem xet, giai quyet. 

2. Van ban den c6 dL chi cac mdc dO "Hoa tec" (116a tec hen gib), "Thuong 
khdn", "Khdn" sau khi clang 14 vao s6 phai trinh chuyen ngay cho ngued co thdin 
quyen giai quyet. 
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3. Can cir vao y kien phan ph& dm ngtroi có tham quyen, Van thu chuyin 
giao van ban din cho cac don vi hoac ca. nhan CO trach nhim giai quyit. Nguoi 
CO tham quyin phan phai van ban cho y  kin chi dao giai quyit va thoi han giai 
quyet van ban (neu co). Van ban den lien quan den nhieu don vi hoac nhieu ca 
nhan thi nguin phan phi van ban ghi rei don vi hoac ca nhan chit tri, don vi hoac 
ca nhan phoi hop va thoi han giai quyet cua moi don vi, ca nhan. Dan vi, ca nhan 
chit tri giai quyet phai hru theo ha so cong viec. Vic chuyin giao van ban den 
phai thuc hiin ky nhan vao so clang 14 van ban. 

phan phai cua lanh dao hoac nguoi xir 1Y van ban duoc ghi vao muc 
"Chuyin" trong dau "Din". -C7  kiin chi dao giai quyet va then han giai quyit van 
ban throe ghi vao phiiu chuyin van ban rieng (ML phieu chuyin van 'n din). 
Khi coy kin phan phi va chi dao giai quyet cua lanh dao hoac nueri 4  van 
ban, van ban den &roc chuyen tro• lai Van thu de clang 	b6 sung vao sO \  g ky 
van ban den hoac vao cac truOnE tuung Ung tren Co' sa da lieu tren mai l tiny 
de quan h". 

4, Vic chin en giao van ban phai bao darn lqp 	chinh xac, dun, (16i 
tugna, chat ehe 	 mat 1-1.5i dung., van ban. 

DiLt 15, Theo dol., don der'.e vise giai quy6t van ban d'n 

1. 1\12,1rei diang clAu ea quan, to chits va ca nhan -uge ehuy'en giao van ban 
den can cif not dung van ban co trach nhiem nghien dm, giai quy& theo thoi han 
yeu cau ciia van ban. TruOng hop van ban den khong co yeu c'au thOi han tra loi 
thi thoi han giai guy& theo quy dinh v'e cong tac van thu, luu trir cua co quan, to 
auk. 

2. Nhang van ban din co dau chi cac mirc dO "Hoa tac", "Thuong khan", 
"Khan" phai duoc giai guy& triton. 

3. Ngtheri dtrng dau co quan, to chic giao cho Chanh Van phOng, Truing 
phOng Hanh chinh - To chirc hoac ngued duoc giao trach nhiim thgc hiin theo 
dbi, don dac viic giai quyit van ban din. 

4. Van thu co nhiim vu tang hop so liiu di bao cao nguari throe giao trach 
nhiim theo °lei, don dac viec giai quy& van ban din. Truing hop co quan, t6 
chirc chua irng citing phan mim quan ly van ban thi Van thu.  lap So theo dai vi& 
giai guy& van ban din. 

5. Doi vai van ban d6n co dau "Tel lieu thu he)i" Van thu CO trach nhiem theo 
dOi, thu- 11"(‘5i hoac giri tra lai no'i giri theo &mg thoi han quy dinh. 

1... U. ivfau se 'Lheo UUI gLa1 quyel -van uan ucn. cAIU :ynao van 1,3ain 	den, mau 



&Au den va each mo so thgc hien theo huong dan tai Thong to s6 07/2012/TT-
BNV ngay 22/11/2012 cila BO NOi vg. 

Ditu 16. Quin 157 van ban din tir dtn 

1. Viec phan ding xir 13"7 van ban den qua mai trtdmg mang doi vai lanh dgo 
ca quan, to chdc hoac ngtroi &roc phan cong xir 13'7 thgc hien theo quy dinh nOi bO 
ca quan. 

2. Lanh dap co quan, to chirc c6 trach nhiem theo dOi thueng xuyen tinh 
trang xir VT van ban ten moi trueng mpg de chi dao kip then trong qua trinh giai 
quyet cong viec. 

3. Van thu chiu trach nhiem thueng xuyen truy cap, kiem tra, tier, nhan va 
quan 1)'7 van ban den thong qua phan mem quan IY van ban hoac h" thong thu di'en 
tir theo quy dinh hien hanh. 

Mue 3 
QT 	r' V.3,N BAN DE 

Di'L 17. Trinh tt.r (man van ban di 

Van ban do ea quan, to chi:re ban hanh (sau day gei ehung la van ban di) phal 
duge quail ly theo trinh to sau: 

1. Diem tra the thde, hinh thirc va k5 thtiat trinh bay van ban: Truck khi phat 
hanh van ban, Van thu kie'rn tra lai the thdc va ky7 thuat trinh bay van ban, neu 
phat hien sai sot thi bao cao nguei c6 trach nhiem xem xet, giai quyet. 

2. Ghi s6, ngay, thang, nam cila van ban 

a) Tat ca van ban di dm co quan, to chirc duce ghi s6 theo he th6ng s6 Chung 
dm co quan, to chirc do Van dux th6ng nhat quan 1)77, trir truong hop phap luat co 
quy dinh khac. 

- Viec ghi so van ban quy pham phap luat dtroc thgc hien theo quy dinh cua 
phap luat hien hanh va clang k)",  rieng. D6i veri van ban hanh chinh thgc hien theo 
quy dinh tai Diem a, Khoan 1, Dieu 8 Thong to s6 01/2011/TT-BNV cua BO NOi 
vu; 

- D6i vai co quan, to chirc hang nam ban hanh s6 luting van ban di nhieu 
duoc ghi s6 va clang 1(3'7 nhu sau: Cac 14 van ban nhu chi thi (ca biet), quy& dinh 
(ca b*), quy dinh, quy che, huang clan duct Bang ky vao mot so va mot he th6ng 
se; Cac loci van ban hanh ehinh Ude dugs (tang ky vao mgt so va met he thong 
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so rieng. 

b) Viec ghi ngdy, thang, nam dm van ban quy pham phap luat thirrc hien theo 
quy dinh cua phap luat hien hanh. DOi vai van ban hanh chinh that hien theo quy 
dinh tai Diem b, Khoan 1, Dieu 9 Thong to 01/2011/TT-BNV cua BO Ni vu. 

3. Dang 1(-)'7 van ban di 

a) Van thu có trach nhiam dang 147 van ban di, van ban di dugc clang ky vao 
SO clang ky van ban di hoc Ca sä du lieu quail ly van ban di teen may vi tinh. 

b) Wee xay clung Cu so' dirr lieu (xay di:mg phAn mam) quan VT van ban di 
phai dugc thgc hien theo quy dinh phap luat hien hanh va quan 1y van ban di trong 
1inh VI:re nay. 

c) Van ban di dugc dang ky vao Ca sä da lieu quan 1.9 van ban di, Van thu 
phai in ra gr..iay de V nhan van ban va clang so de quan 

4. Nhan ban van ban di 

a) f.%an thu nhan ban van ban di theo 	 xac d nh t phan 
nhan cua van ban 	dUnr4 thei 2ian quy dinh. 

b) Viec nhan ban van ban mat di dugc thu.c hien theo quy dinh tai Khoan 1, 
Dieu 8 Nghi dinh s6 33/2002/ND-CP ngay 28/3/2002 ctia. Chinh phA quy dinh chi 
tiet thi hanh Phap lenh Bao v'e bi mat Nha nu6c. 

5. M'au s6 dang ky van ban di va each clang k9 van ban di, ke ca sao van ban 
va van ban mat thgc hien theo hung clan tai Thong to so 07/2012/TT-BNV cua 
B6 N'gi vv. 

Di&I 18. Chuyta n phut va dinh chinh van ban di 

1. Chuyen phut van ban di 

a) Van ban di .phai chuyen phut ngay trong ngay khi van ban do dugc V, 
chum nhdt la ngay lam viec tiep theo. Viec chuyen phut van ban di trong not 1)0 co 
quan phai that hien V nhan gifra ben giao va ben nhan van ban. DOi vai cat co 
quan, to chtirc, ca nhan ben ngoai phai k9 nhan vao s6 chuyen giao van ban. 

b) Van ban di co the dugc chuyen cho not nhdn bang Fax hoc chuyen qua 
he th6ng thu dien to cila co quan, to chirc. D6ng th6i, ngay trong ngay lam viec 
phai giri ban chinh d6i vai nhfing van ban c6 gia tri luu 

c) Dai vgi nhang van ban " Khan", "Thuong khan", "Floa toe", " I-16a toe 
hen de' phai dtroc phut hanh ngay sau khi thtrc hien day du cac thu tuc dang 

ban. 
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2. Dinh chinh van ban di 

a) Van ban da ban hanh nhung c6 sai sot ve not dung phai dugs sira doi, thay 
the bang van ban co hinh thirc Wang &rang oh quan, to shirt ban hanh van 
ban. 

b) Van ban da phat hanh nhung co sai sot ve the thirc, ky thuat trinh bay, thil 
Ate ban hanh van ban phai dugs dinh chinh bang van ban hanh chinh cua ca quan, 
to shirt ban hanh van ban. 

Dieu 19. Liru van ban di 

a) Van ban di phai luu hai ban, ban gOc luu tai Van thu co quan, to shirt va 
ban chinh hxu trong ho sa tong vies. 

b) Ban ge.c luu tai Van thu 	quan, to claire phai dugs gong ddu va sap xep 
theo flair' tu.  dang V. 

c) Van ban di duos dish ra tieng nu.'6e ngoai bode tieng dan tot thieu so, 
ngoai ban ltru bang tieng Viet '"'_% -trti :ern lbeo ban dish tieng nuac ngoai hoc 
tieng dan tOc thieu so. 

d) Ban lu'u van ban quy yharn phap ludt va van ban quan trona. khac eila co.  
quan, to claire phai sir dung mac in va loci aiiay tot. 

d) Van thu có trash nhiem idp so thec dOi va phut vu kip thei yeu cau six 
dung ban luu tai van thu theo guy,  dinh cita phdp ludt hoac quy the cua co quan, to 

Dieu 20. Quan 1Y van ban di0 tir di 

1. Do'i 	cac ca quan, to eh& sir dung phan mem quan 1y van ban, lanh dao 
ca quan, to shirt thuomg xuyen kiem tra dank sash van ban chic ky duyet de xem 
xet not dung va chuyen xir 1yr van ban. 

2. Van ban di sau khi dugs lanh dao ca quan ky duyet, Van thu tien hanh 
dang ky so, vao so van ban, luu trir van ban dien tir va phat hanh thong qua phan 
mem quail 132 van ban va he thong thu dien tir theo quy dinh hien hanh. 

3. Van thu thirc hien luu van ban di thong qua phan mem quail 1y7 van ban. 
Deng tiled, thus hien luu van ban giay theo quy dinh tai Dieu 19 Quy dinh nay. 

Di'eu 21. Nghi?p vu quail 13'7 van ban di, dtn 

Nghiep vu quail 132 van ban di, van ban d6n dugs that hien theo huong dan 
tai Thong tus6 07/2012/TT-BNV figay 22/11/2012 cila BO NOi vu va cac van ban 
hu'o'ng dan quan 1.y7 van ban di, van ban den qua moi truang mang. 
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Muc 4 
QUAN IS( VAN BAN MAT 

Di&I 22. Quin 1S7 van bin mat 

1. Van ban, tai lieu có not dung bi met nha nuac (goi tat la van ban met) 
dugc clang 1(3'7, quan ly theo quy dinh cua phap 10'1 hien hanh ve bao v'e bi mat 
Nha nuo.c. 

2. Can cu vao Danh muc bi met nha nuac da dugc cap co them quyen guy& 
dinh, Thu twang_ cac sO, ban, nganh, Chu tich Uy ban nhan dan cac huyen, thi 
thanh pha quy dinh quan ly va bao quan loci tai lieu mang not dung hi mat nha 
nuac tlau6c dO "Tuyet mat". "T6i mat". "Mat" dugc quy dinh tai Thon,q, to s6 
12/2002/TT-BCA(A1 1) nady 13/9/2002 cua BO Cong an huana dan thqc hien 
NEIN dinh so 33/2002/ND-CP n2-ay 28/3/2002 ona Chintz ph-C1 quy dinh chi ti 'et thi 
hanh Phap lenh B ao ve bi mat Mid nuac. 

3. Khi soan thao -van ban co not dung bi mat Nha nuac, naral sap thao van 
ban phai de xuat muc d6 mat tang tai lieu, ngual dimg dau co quan, to chite chiu 
trach nhiem guy& dinh clang dau dO mat va pham vi luu hanh tai 

4. Tren bi van ban mat &rig cac dau char ky hieu d6 mat: Tai lieu "Mat" 
dung dau chft "C", tai lieu "T6i mat" clang dau chu "B", tad lieu "Tuyet mat" clang 
dau chil "A"; Tai lieu chi cac do mat gdi dich dank ngueyi CO trach nhiem giai 
guy& "Chi nguOi eaten moi dugc bac bi". 

5. Doi voi the van ban chi Os mat Van thu 	so va'dang ky rieng theo quy 
dinh phap luat hieu hanh. 

6. Bi van ban met dugc lam bang loci giay dai, kha them nuac, khong nhin 
thau qua dugc; khi can thiet phai niem phong bi theo quy dinh; có phuang tien 
van chuyen dam bao an toan trong mai tinh huang; trueng hap xet they can thie't 
thi phai bo tri ngueri bao ve viec van chuyen van ban mat. 

7. Tat ca twang hop giao nhan van ban có cac do mat gift nguiyi CO lien 
quan deu phai vao s6, co 1(3'7 nhan gifta ben giao va ben nhan. 

8. Trong truong hop not dung bi mat Nha nu& dugc truyen dua bang 
phuong tien vin thong ho4c bang may vi tinh thi not dung bi mat nha nuac phai 
dugc ma haa theo quy dinh cua phap luat ve ca yeu. 

, 
7. V 	tau 	quan !'a su ,ana 	IUU Va1.i oan Lei. co fi At 1, IT d;i1 	 r; 

LIU 
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mtrc do mat dugc thtrc hien theo quy dinh phap lulat hien hanh ve bao ve bi mat 
Nha nuac. 

Muc 5 
QUAN ICY VA SLY DUNG CON DAU 

Di'u 23. Quan 1ST va sir dung con ddu 

1. Viec quan 1)'7 va sir dung con dAu trong cong tac van thu dugc thtxc hiL 
theo quy dinh tai Nghi dinh s6 58/2001/ND-CP ngay 24/8/2001 oh Chinh 
quan ly va sir dung con dAu va Nghi dinh s6 31/2009/ND-CP ngay 01/4/2009 cilia 
Chinh phi) sira d6i, b6 sung m6t s6 diL cua Nghi dinh s6 58/2001/ND-CP ngay 
24/8/2001 ve quan ly va sir dung con dAu va. tai Quy dinh nay. 

2. Chanh Van phong, hoac Truang phOng Hanh chinh To chdc chin trach 
nhiern truo'c ngtra.i ddna dau co.  quan. to chirc ve viec quan 	dijng con au 
cUa 	quan. to chirc: Thu truo'ng don 	chiu trach ninein tru.6.c nc,zueyi ddny-  au 
cn quan, to chdc viec quail h « sd dun-  con dau cua don vi Wei vdi don vi co 
con au rieng). 

3. DAu cua ca quan, to chic do nguai ddng dau co quan, to chic giao cho 
cong chdc, vien cladc van thu 	va ciOng ddu tai Van thu ca quan, to chdc. Cang 
chdc, vien chirc van thu co trach nhiLl thyc hi.@1 cac quy dinh sau: 

a) Bao quan va quart 1y chat the con dAu cua co' quan, to chirc. 

b) Khong giao con dAu cho ngirei khac khi chua dugc phop bang van ban cita 
ngtrad c6 thdm quyL. 

c). Van thu ttr tay dung dAu vao cac van ban, gidy to dm co• quan, to chirc. 

d) Chi dugc gong dau vao nhang van ban, giay to sau khi c6 chit 1(3'7 dm 
ngtrOi c6 tham quyen. 

d) Khong dugc clang dau kh6ng chi. 

4. Vic sir dung con ddu cua ca quan, to chirc va con ddu dm Van phOng 
hoac dm don vi tivc thu6c co' quan, to chirc dugc quy dinh nhu sau: 

a) Nhang van ban do co' quan, to elide ban hanh phai (Jong ddu cua co quan, 
to chirc. 

b) Van ban do Van phong hoac don vi trgc thu6c ban hanh thi trong pham vi, 
quyen han va chirc nang, nhiLl vu dugc giao phai clang dAu Van phOng hay clAu 
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dm don vi trvc thuOc do. 

5. Khi CO quyet dinh ve viec chia tach, sap nhap don vi hanh chinh, thay doi 
ten g9i co quan, to chirc, phai nOp con &du cu va lam thil tkic xin khAc con dAu 

Ditu 24. Bong dAu 

1. DL long phai rO rang, ngay ngan, dung chieu va dUng dung mgc dAu quy 

dinh. 

2. Khi (long dau len chit V, dau dung phai tram len khoang 1/3 chit V v"e' 

phia ben trai. 

3. Dlau giap lai duos dang vao khoang gitia mep phai dm van ban hoc phu 

lac van ban, tram len mot pha'n cac tO aiay, rnoi dau clang toi da 05 (nam) trang 

van ban. 

4. Viec dorwr, dau len cac phu luc kern theo van ban dupe thvc hien nhu sau: 
Dau dena- len tram day_ cda phu lac va trum ien ten cc' quan. to chtirc hcac ten eda 
tieu de phij 

5. Viec (long, dau (21ap lai, (Iong dau nO'i len van ban, tai 	chuyen nganh 

duvc thgc hien theo quy dinh cua BQ truOnsi, Thd twang co. quan quan nganh. 

6. Viec clang clau cac mirc d6 khan nhu "Khan"„ "Thuong khan", "16a toe" 

(1-16a the hen giO) va dau km hanh not bO (tra Ili sau khi hop, xem xong tra lai, 
km tianh not bO) thvc hien theo quy dinh tai Khoan 2, DiL 15 Thong to 

01/2011/TT-BNV. 

Chuang IV 
LAP HO SO VA NOP LUIJ 

HO SO, TAI LIEU VAO WU Tilt" CO QUAN 

Ditu 25. L4p Danh Inv ho so' 

1. Tac dung cua Danh mac WO so 

a) Quan 17 hog dOng cua cac co quan, to chirc va ca nhan thong qua he 

thOng Wo so. 

b) Ginp co quan, to chirc chit dOng trong viec huong dan, to chirc 1.‘p hO so 

cong viec tai cac don viva ca nhan. 

c) GOp ph'An nang cao chAt luong quan hO so, tai 	tai cac co quan, to 
rhiv: -0 	 ehnn A Qry CRi IiP71 nAr, 	T 	ory quw-In Etas (lll~n 
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va phtic vu khai thac sau nay. 

2. Can cir va not dung lap Danh muc hO so 

a) Viec lap hO so tai cac co quan, to chirc can cir chirc nang, nhiem vu, quy&'n 
han va co cau to chdc cua co quan, to chdc minh; cac van ban huang dan, ban 
then han bao quan cua bO, nganh, Trung uong; Quy the lam viec, Quy ch6 cong 
tac van thu, luu trtr, ke hoach, chuong trinh cong tac nam cua co quan, to chic. 

b) NOi dung dm Danh muc ho so co quan duvc xay dung tren co so.  co cau 
to chirc hoac theo limb vdc hoat dOng cua co quan, to chat. Can cur tinh hinh thtrc 
t6 cua tirng co quan, to chdc de xay cltrng not dung Danh muc h6 so phi hop, bd.() 
dam viec lap hO sa day dd, chinh xac va thuan tien. 

3. TO chdc lap Danh muc hO so 

a) Danh muc he) so' cc') the dugc lap theo hai each 

- Van thu x 'ay dung_ du thao Danh muc 116 so cUa co quan, to chdc, lay v kien 
dung 	cna cac don vi. ca nhan lien quail: tan.a.  hop .)1 kien, hoar) thien du thao 
trinh Chanh Van phong hoac Truona phOng Hanh chinh T6 ehde trinh nauei 
dtIng, dau co quan, to ehde 	ban iaanly, 

- Cac don vi, ca nhan du kin Danh muc he) so theo huang dan nghi41 vu cna 
Van thu; Van thu tong hop thanh Danh Jinx ho so co quan, to chile, bo sung, 
chinh sda hoan thin du thao trinh Chanh Van phOng hoac Truong phOng Trianh 
chinh - TO chile trinh nguoi dung dad ca quan, to chdc 1(3'7 ban hanh. 

b) Danh muc ho so do ngueri dung dau co quan, to chdc k-377 ban hanh vao dau 
nam. 

c) Van thu sao giri Danh muc hO sa da &roc lanh ciao kY ban hanh den cac 
don vi va ca nhan có lien quan de thirc hien lap HO so theo Danh muc. 

Di&I 26. L;ap Ho 	hanh 

Hang nam, cac don vi va ca nhan có lien quan can cu vao Danh muc ho so 
dm co quan, to chdc de thdc hien lap HO so hien hanh. Dam bac, viec quail ly hO 
so, tai lieu chat the va thdc hien viec giao nOp hO so, tai lieu vao Lim trir co quan 
theo thing quy dinh cda phap luat. 

Di&I 27. L4p ho so' va thu th4p van ban din tir 

1. Cu quan, to chirc va ca nhan khi ban hanh Danh muc 116 sa co quan can 
xac dinh re-  cac hO so &roc luu tru duoi clang dien td. 

2. Can cu Danh muc ho so ena co quan. to chdc, 	ca nhan co trach nhiem 
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ma ho so dien tit, thu th4p va cap nh4t tat ca van ban, tai lieu c ien tir hinh thanh 
trong qua trinh theo doi, giai quy6t ding viec vao he) so tucmg irng, .k6 ca tai lieu 

phim, anh, ghi am. 

3. lea so dien tit &rye thu thap phai dam bao tinh town vcn, day du cua h6 so, 
tai lieu lien tit; dap irng quy trinh, nghi0 vu luu trot, có th6 sir dung dual clang 
hoan chinh va phuc vu cong tac tra tim khi can thi6t. 

Dieu 28. Trach nhi?ni via Van thin trong viec 14p he so' va giao 	he 
tai lieu vao Liru trit Co. quan 

1. Trach nhism Van thu co quan 

a) Dau nam, Van thu xay dung Danh nave ho so cua cac co quan, to chdc. 

b) Sau khi lanh ciao co quan, to chdc 1.47 ban hanh, Van thu sao giri cho cac 
do vi, can hO, cong chdc, vien chdc lam can cu lap 116 so. Tren co sO. Danh muc 
ho so, Van thu chuan bi bia ho so giao cho doi vi va ca nhan có trach nhiei~~ lap 

110 so. 

c) Phai Flop vai Luu tr[37: co quan Iguana an 	don doc, 	t tra 

viec lap ha so trona, co cuan, to chdc. 

2. Trach nhiem cUa Van thu don vi 

a) Cue) 	nam kiern tra, nuong dais cac ca ithan trong don vi hod chink 

ho so' de nOp 

b) ThOng ke hO so, tai lieu giao ne)p vao Muc luc he) so, tai lieu nOp 

c) Ban giao ho so, tai lieu vao Luu tilir co quan. 

Dieu 29. Nghi0 vu14p ho so va giao ne)p ho so, tai lieu vao Luu trir co quan 
thtrc hien theo Huang an dm Bo NOi vu va Quy dinh hien hanh v vi& lap WO 
so, giao nOp ho so, tai lieu vao Luu tit co quan. 

Chuang V 
QUAN L'iTNHA NU'OC VE CONG TAC VAN THU. 

Dieu 30. NOi dung quan ly Nha nu& ve cong tic van thu 

NiSa 	vu, Phong Noi vu cac huyen, thi xa, thanh phe) có trach nhiem tham 
muu cho Uy ban nhan dan tinh, Uy ban nhan dan huyn, thi xa, thanh ph'a ban 
hanh cac van ban quan ly NW. mac ve cong tac van thu theo quy dinh tai Di6su 
27, 28 Nghi dinh so 110/2004/ND-CP naay 08/4/2004 dm Chinh pho v&' cong tac 
van thu. 
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Di&I 31. Nhi?m vu clia Van thu co' quan, to chic 

1. Can cir vao kheii luong cong viec cua cac co' quan, to chat ma Thil truOng 
co quan, to chirc thanh lap phong hay to van thu hoac btS tri ngtrai lam cong tac 
van thu dimg tieu chuan nghiep vu, ngach bac, chirc danh theo quy dinh. 

2. Tham mini Chanh Van phOng hoac Truong phong Hanh chinh - r6 chdc 
trinh lanh dao co quan, to chirc ban hanh cac van ban huong din, chi dao trong 
cong tac van thu: Ban hanh Quy the cong tac van thu, luu tilt; hang nam, ban 
hanh Danh mpc h6 so, Ban thei han bao quan h6 so, tai 

3. Van thu co quan, to chirc có nhiem vu tiep nhan, dang Ic1T van ban di, den 
theo quy dinh. 

4.,Sap xep bao quan va phve viec nahien 	clungm, sd clung van ban 	tai co 
quan, to 

5. Quan 1y sO sach va 	s'J du.  lieu ctn.g, 	van ban di, den, lam thti tic cap 
giav a-i6.i thieu, aidy di cluarg cl-io can 	camg chir.rc, vien cht'rc. Tiep nhan du 

thao van ban trinh ngue'i co tham quyen .-;eyn vet duvet va k:).c-  ban hank. 

6. Bao quan, 	di,Ing, con 	ctia c.o.  quan, to chUc va cac loaf con &Ili khac. 

Di."‘u 32. Nguei duoc be tri lam cong tac van thu pladi darn bao du tieu chun 
righiep ii  ngach, bac cong 	vien chic van thu theo quy dinh phap luat hien 

h anh. 

Di&I 33. Khen thurthig, 	vi pham va khitu nai, to cao 

1. Khen thuOng 

Co quan, to chirc va ca nhan co thanh tich trong cong tac van thu, dam bao 
cong tac van thu thirc hien duoc xuyen su6t, &mg quy dinh cua phap luat thi duoc 
khen thuOng theo quy dinh. 

2. Xir 1)'7 vi pham 

Co quan, to chirc va ca nhan vi pham mot trong cac dieu cua Quy dinh nay 
va cac quy dinh khac ve cong tac van thu thi tuy theo tinh chat, mirc do vi pham 
ma bi xir 13'7 ky luat hoac truy ciru trach nhiem hinh sir theo quy dinh cua phap luat 
hien hanh. 

3. Giai guy& khieu nai, to cao 

a) Co quan, to chirc va ca nhan có quyen khieu nai, to cao cac hanh vi vi 
pham phap 10t ve cong tac van thu. 
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b) Vic giai guy6t khi6u nai, to cao va cong tac van thu dugc thrc hin theo 

quy dinh cüa phap luat va khieu nai, to' cao. 

Chtr&ng 
DIEU IOWAN Till HANH 

Diu 34. Trial nhqm dive hi0 

1. sef Ni vu. có tract' nhi@n huorng dan, trien khai, kie'm tra vic thgc hin 

Quy dinh nay; theo dEii„ dim dc vic thgc hiên Va tOng hpp k6,-t qua da ihj khen 

thu&ng hoc ky' tuat theo quy dinh cna phap luat. 

2. Giarn d6c cac se:Y, ban, nganh, doanh nghies,p Nha nude, Chi tjc4ry ban 

nhan dn ode huyil3n, t.h x, thank ph6 chit trach nh*-n phObin. kin - 	to 

chtTre thgc hiri n()i. dung Quy dinh nay, 

Trong qua trinh trian khai thgc hin nu co khó khan„ v-trong mac, cdc 

quan, to elide Phan anh bang van ban v 	Ni vg dO ong, hop, tram muu trinh 

Uy ban nhan dart tinh sera di. be  sung cho ph fi hop). 

TM. UY BAN NHAN DAN 
CHU Tirle 

Thanh Cling 
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