BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
- DPoc lap - Tu do - Hanh phiic

S6: 688/QD-BTC Ha Néi, ngay 29 thang 4 nam 2020

QUYET PINH
Ban hanh Quy ché cong tic van thw ciia Bo Tai chinh

BO TRUOGNG BQ TAI CHINH

Céin civ Nghi dinh s6 87/2017/NDP-CP ngay 26 thang 7 ndm 2017 cua
Chinh phit quy dinh chirc ndng, nhiém vu, quyén han va co cau té chirc cua Bo
Tai chinh;

Can cwr Nghi dinh s’o" 34/2016/ND-CP ngay 14 thang 5 nam 2016 cua
Chinh phii quy dinh chi tiét mét s6 diéu va bién phdp thi hanh Ludgt ban hanh
vin ban quy pham phdp ludt; ‘

Cén cit Nghi dinh s6 99/2016/ND-CP ngay 01 thang 7 nam 2016 cuia
Chinh phii vé quan Iy va sir dung con dau;

Can ctr Nghi dinh sé 30/2020/NP-CP ngay 05 thang 3 nam 2020 cua
Chinh phii vé cong tac van thu;

Céin ctr Thong tir s6 04/2013/TT-BN V ngay 16 thang 4 nam 2013 cua Bo
trucng B6 Noi vu huong dén xdy dung Quy ché céng tdc van thw, lwu trit cua
cdc co quan, to chiec;

Céin cie Quyét dinh s6 2169/QD-BTC ngay 24 thang 10 ndm 2017 cua Bo
truomg Bé Tai chinh quy dinh chirc ndng, nhiém v, quyén han va co cau 10
chitc cuia Vin phong B¢ Tai chinh;

Can cir Quyét dinh s6 258/QP-BTC ngay 26 thdng 02 nam 2020 cia BS
trucmg Bé Tai chinh ban hanh Quy trinh tiép nhan, xu Iy, phdt hanh va quan ly
vin ban dién tir qua chwong trinh quan Iy van ban va diéu hanh co quan Bo Tai
chinh;

Theo dé nghi ciia Chdnh Viin phong B9.

QUYET PINH:

Pidu 1. Ban hanh kém theo Quyét dinh nay Quy ché cong tac van thu cia
B Tai chinh.
_ Piéu 2. Quyét dinh nay cé hiéu luc ké tir ngay ky va thay thé Quyét dinh
s0 1616/QD-BTC ngay 19 thang 7 ndm 2016 ctia Bg trudng Bo Tai chinh ban hanh
Quy ché cong tac véan thu ctia B Tai chinh.
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Piéu 3. Chanh Vin phong B§, Thii trréng cdc don vi thude B, céc td

chuc, cé nhin thugc B§ Tai chinh c6 lién quan va cic don vi thudc hé théng doc
nganh Tai chinh tai dia phuong chiju trdch nhiém thi hanh Quyet dinh nay./. y-

Noi nhgn: KT. BQ TRUONG
- Nhu Piéu 3; THU TRUONG
- Lanh dao Bg; _ .

- Cong Théng tin dién tir B4 Tai chinh;
- Luu: VT, VP (300b).,,_
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BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap - Tw do - Hanh phic

QUY CHE
Cong tac van thw ciia B Tai chinh
(Kem theo Quyét dinh s6 688/QD-BTC ngay 29 thang 4 ndm 2020
cuia B Tai chinh)

Chuong I
QUY PINH CHUNG

Pitu 1. Pham vi diéu chinh

Quy ché nay quy dinh vé cong tac vin thu cia B Tai chinh va quan 1y,
chi dao cia Bo Tai chiph dbi voi cong téc vin thu cla cac don vi thude Bo va
cac don vi thudc hé thong doc nganh Tai chinh tai dia phuong (sau ddy goi la
cac don vi nganh Tai chinh). Cong tic vin thu duge quy dinh tai Quy che nay
bao gém: Soan thao, ky ban hanh vin ban; quén ly van ban; 18p ho so va nop luu
hd so, tai lidu vao Luu trit co quan; quan ly va sir dung con dau, thiet bi luu khoa
bi mat trong cong tac van thu.

Pidu 2. Poi twgng ap dung

1. Quy ché nay dugc ap dung théng nhét trong cac don vi thugc Bo Tai
chinh va cac don vi nganh Tai chinh.

Céc don vi thudc BS bao gbm cac td chirc hanh chinh, cac td chirc su
nghiép phuc vu quan ly nha nuéc (duge quy dinh tai Nghi dinh s 87/2017/ND-
CP ngay 26/7/2017 ctia Chinh phu quy dinh chirc nédng, nhi¢ém vu quyén han va
co cAu 16 chirc cia Bo Tai chinh); cic doanh nghiép va céc to chire su nghiép
khac thudc BaG.

Céc don vi nganh Tai chinh bao gdm cac don vi thudc hé théng doc Thué’,
Hai quan, Kho bac nha nué¢ce, Dy trit nha nuéc trén dia ban cac tinh, thanh phd
tryc thudc Trung wong.

2. Céc td chire chinh tri thudc co quan, don vi (Dang uy, Cong doan,
Poan Thanh nién) cin cu quy dinh tai Quy ché nay va céc quy dinh cia
Pang, cta phap lujt co lién quan de ap dung cho phu hop.

Pidu 3. Giai thich tir ngit

Trong Quy ché ny, nhimg tir ngit dudi day dwgc hiéu nhu sau:

1. “Van ban” 14 thong tin thanh vin dugc truyén dat bang ngdn ngir hodc
k¥ hiéu, hinh thanh trong hoat dong cua B Tai chinh, cac don vi thudc Bo va
céc don vi nganh Tai chinh; dugc trinh bay dung thé thirc, k¥ thuit theo quy
dinh.
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2. “Vin ban hanh chinh” 1a van ban hinh thanh trong qua trinh chi dao,
diéu hanh, giai quyét céng viéc cla co quan, don vi.

3. “Van ban chuyén nganh” la vin ban hinh thanh trong qua trinh thuc
hién hoat dong chuyén mon, nghiép vu cia mot nganh, linh vue, do Bd trudng
B& Tai chinh quy dinh.

4. “Vian ban dién tir” 1a vian ban durdi dang thong diép dir lidu dugce tao lap
hodc dugc s6 hda tir van ban giay va trinh bay ding thé thire, k¥ thuat, dinh dang
theo quy dinh.

5. “Vin ban di” 12 tAt ca cac loai vin ban (van ban gidy va vin ban dién
tr) do BH Téli chinh, cac don vi thugc Bo va cac don vi nganh Tai chinh ban
hanh bao gom van ban quy pham phap luat, van ban hanh chinh, van ban chuyén
nganh, vdn ban ndi bd va vin ban cé ndi dung bi mét nha nudc (sau diy got la
van ban mat), k€ ca ban sao van ban.

6. “Vin ban dén” 1a tit ca cac loai van ban (vin ban giéy va van ban dién
tr) gui dén B6 Tai chinh, cac don vi thuéc Bo va céc don vi nganh Tai chinh

gom vidn ban quy pham phap luét, vén ban hanh chinh, van ban chuyén ngénh,
ké ca ban fax, vin ban mét, don, thu va cac tai liéu khac.

7. “Ban thao vin ban” 14 ban dugc viét hodc danh may hoic tao lap bing
phuong tién dién ti hinh thanh trong qu4 trinh soan thde mdt van ban cua co
quan, don vi.

8. “Ban gbc van ban” 13 ban hoan chinh vé& ndi dung, thé thic vin ban,
duge nguoi ¢6 tham quyén truc tiep ky trén vén bdn gidy hodc ky s trén vin
ban dién tur.

0. “Ban chinh vin ban gidy” la ban hoan chinh vé ndi dung, thé thirc van
ban, duge tao tir ban c6 chit ky truc tiép ctia ngudi c6 tham quyén.

10. “Bén sao y” la ban sao day du, chinh xac néi dung cua ban gbe hoic
ban chinh van ban, duge trinh bay theo thé thirc va k¥ thuit quy dinh.

11. “Béan sao luc” 13 ban sao ddy du, chinh x4c néi dung cila ban sao y,
dugce trinh bay theo thé thic va k¥ thuat quy dinh.

12. “Ban trich sao” 12 ban sao chinh x4c phin ndi dung cia ban gbc hoic
phan ndi dung ctia ban chinh vin ban cén trich sao, duoc trinh bay theo thé thuc
va k¥ thuét quy dinh.

13. “Hb so” la tap hop cac van ban, tai liéu co lién quan vGi nhau vé mot
vén dé, mot su viée, mot doi tuong cu thé hodic ¢6 dic diém chung, hinh thanh
trong qué trinh theo d&i, giai quyét cong viéc thude pham vi chic ning, nhiém
vu cua co quan, don vi, c4 nhén.

14. “Lap hd so” la viée tap horp, sap xép van ban, tai lidu hinh thanh trong
qua trinh theo ddi, giai quyét cOng viéc cuia co' quan, don vi, ¢a nhan theo nhiing
nguyén tic va phuong phap nhét dinh.
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15 “Danh muc hd so” 1a bang ké 6 hé théng nhing ho so du kién duoc
13p trong nim cla co quan, don vi,

16. “Hé théng quan 1y tai liéu dién ti” la He théng théng tin duge xay
dung véi chie néng chinh d€ thuc hién viéc tin hoc hoa cong tac soan thao, ban
hanh vin ban; quan 1y vin ban; 1ap hd so va ndp liru ho so, tai liéu vao Luu trix
co quan trén mdi truong mang (sau day goi chung 1a H¢ thong).

17. “Chit ky sb clia co quan, don vi” 12 chir ky sé duoc tao 1ap béi khoa bi
mét twong ung véi chimg thu s& duge T4 chirc cung cap dich vu chung thuc chir
ky so chuyén dung cép cho co quan, don vi theo quy dinh ctia phap ludt v€ giao
dich dién tu.

18. “Chit ky sb ciia ngudi co thdm quyén” 1 chir ky sd duge tao 4p boi
khoa bi mat twong (mg véi ching thu so duge TO chie cung cap dich vu chimg
thuc chit ky so chuyén dung cdp cho ngudi cé thdm quyén theo quy dinh ciia
phap luét vé giao dich dién tur.

19. “Vén thu co quan” 14 bd phan thyc hién cic nhi§m vy cong tac van thur
clia co quan, don vi, bao gdbm Van thu BO, Van thu cac don vi thuge Bo va Vén thur
c4c don vi nganh Tai chinh.

Diéu 4. Nguyén tic va yéu cAu quén Iy ¢dng tac vin thw

1. Nguyén the

Cong tac vin thu duogc thuc hién théng nhét theo cdc ndi dung quy dinh
tai Quy ché nay va dam bao theo cac quy dinh ctia phap luét.

2. Yéu cau

a) Van ban ctia B9 Tai chinh, cac don vi thugc B va cac don vi nganh
Tai chinh phéi duge soan thdo va ban hanh dung tham quyén, trinh ty, thu tuc,
hinh thirc, thé thitc va k¥ thuédt trinh bay theo quy dinh ciia phap ludt: Doi voi
vin ban quy pham phép ludt duge thuc hién theo quy dinh cua Ludt Ban hanh
van ban quy pham phap ludt; d6i voi van ban chuyén nganh do Thu trudng co

quan quéan ly nganh, linh vuc can ctr Quy ché nay bdo cdo B trudng B Tai
chinh quy dinh cho pht hop; doi voi vén ban hanh chinh duge thuc hién theo
quy dinh tai Chuong II Quy ché nay; doi vo1 van ban mat duoge thuc hién theo
cac quy dinh ctia phap ludt vé bao v¢ bi mét nha nudc.

b) T4t ca vin ban di, vin ban dén ciia B§ Tai chinh, cac don vi thuge Bo
va cac don vi nganh Tai chinh déu phai lam thu tuc tiép nhén, dang ky d€ quan
ly tap trung tai Vén thu co quan, trir nhitng loai vin ban dugc dang ky riéng theo
quy dinh cua phép luat. Nhimg van ban dén khdng dugc déng ky tai Van thu co
quan, cac don vi, ca nhan khong co trach nhiém giai quyét; trudng hop hoa téc
hen gi¢ d&én ngoai gid hanh chinh, ngudi duge giao nhi¢m vy ti€p nhén ¢6 trach

»

nhiém x1 1y, sau dé chuyén ngay cho Van thu co quan dé 1am thu tuc dang ky.

¢) Vin ban di, vin ban dén thudc ngay nao phai duge ding ky, phat hanh
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hoac chuyén giao trong ngay nhén dugrc, chém nhét 13 trong ngay lam viéc tiép
theo. Vin ban dén ¢6 dong diu céc murc do khin (“Héa toc”, “Thuong khan” va
“Khan”) phai dugc ding ky, trinh va chuyén giao ngay sau khi nhén dugc. Van
ban di cé dong diu cac mirc d6 khén (“Hoa tdc”, “Thugng khén”, “Khan™) phai
dugc hoan thanh thh tuc phat hanh va chuyén phat ngay sau khi vin ban dugc
ky, déng dau.

d) Van ban khong déng dau chi cac mirc 4o khan nhung c6 tinh chét quan
trong, cap bach, nhay cam yéu cdu thoi gian xir Iy gép thi vao s& va luan chuyén
theo quy dinh dé xir ly.

d) Van ban phai dugc theo d&i, cap nhét trang thai gui, nhén, xir ly.

e) Vian ban mit duoc dang ky, quan ly theo quy dinh cia phap luét hién
hanh vé bao vé bi mét nha nudgc.

g) Trong trudéng hUp vin ban dén khong thude thidm quyén giai quyét cia
don vi, Thu truéng don vi thyc hién tir cho1 nhin van ban di¢n tir hodc tra lai
vin ban dén (vén ban dién tir va ban gidy néu ¢d) va chiu trich nhiém ve viée tur
chéi do, chuyen Vian thu co quan chdm nhét trong 01 ngay lam viéc tiép theo dé
bdo céo ngudi c¢6 thdm quyén xem xét, xir 1y.

h) Nhiing van ban co y kién ghi bén 18 hodc trong Phiéu giai quyet van
ban dén chi st dung trong ndi bd co quan, don vi, khong sao chép, chuyén phat
ra bén ngoai. Truong hop nhing y kién ghi bén 1& nay can thiét cho vige giao
dich, trao ddi cong tac hay phat biéu chinh thic véi co quan, don vi khac hoac
véi ca nhan ngoa1 co quan, don vi phai dugc thé ché bing van ban hanh chinh
theo quyét dinh cta ngudi ghi v kién. :

i) Coéng chirc, vién chirc, ngudi lao djng duge giao glal quyét, theo doi
cbng viéc clia co quan, don vi ¢6 trach nhiém lép hé so vé cdng viéc duge giao
va ndp hd so, tai lidu vao Luu trit co quan.

k) Viéc quan ly va st dung con dau, th1et bi Iuu khoéa bi mét cta co quan,
don vi thyre hién theo quy dinh tai Nghi dinh s6 99/2016/ND-CP ngay 01/7/2016
ctia Chinh phii vé quan ly va str dung con déu, Thong tu so 185/2019/TT-BQP
ngay 04/12/2019 cua Bd Quoc phong huéng dén viéc cung clp, quan 1y, sir dung
dich vu ching thuc chit ky so chuyén ding Chinh phil, quy dinh tai Quy ché nay
va cdc quy dinh clia phap luét ¢ lién quan.

1) Hé théng phai dap ung cic quy dinh tai Phu luc VI Nghl dinh
30/2020/ND-CP ngay 05/3/2020 cua Chinh pht v& cong tic van thu va céc quy
dinh cta phap luét ¢6 lién quan.

Pidu 5. Gia tri phap 1y ciia vin ban dién tir

1. Van ban dién tur dugc ky sb béi ngudi co thdm quyén va ky sb cta co

quan, tb chue, don vi theo quy dinh cua phap luét cb gia tri phép ly nhu ban gbe
vin ban gidy.
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2. Chit ky sb trén van ban dién ti phai dap g day di cac quy dinh cta
phap luat.

Pidu 6. Bio v& bi mat nha nwdc trong edng tac vin thu

Toan bd hoat dong trong cong tac vin thu cia cac don vi thuée B Tai
chinh va cac don vi nganh Tai chinh phéi thuc hién theo cac quy dinh cua phap
luét vé bao vé bi mét nha nudc.

Diéu 7. Trach nhiém doi véi cong tac vin thw

1. Thu truéng co quan, don vi trong pham vi quyén han duge giao co
trach nhiém chi dao thuc hién ding quy dinh vé cOng tac van thu; chi dao vice
nghién ctru, img dung khoa hoc va cong nghé vao cdng tac vin thu.

2. Cong chire, vién chuc, ngudi lao dong trong qué trinh theo doi, giai
quyét cong viéc b lién quan dén cong tac vin thu phai thyc hién diing quy dinh
tai Quy ché nay va cdc quy dinh cia phap luat co lién quan.

3. Van thu co quan ¢6 nhiém vu:

a) Dang ky, thuc hién thu tuc phat hanh, chuyén phat va theo ddi viéc
chuyén phat van ban di.

b) Tiép nhén, ding ky vén ban dén; trinh, chuyén giao vin ban dén.

¢) Sép xép, bao quan va phuc vy viée tra ctru, sir dung ban Tuu van ban.

d) Quan ly Sb dang ky vin ban.

d) Quan ly, sir dung con dAu, thiét bi luu khoa bi mét cua co quan, dom vi;
cac loai con dau khac theo quy dinh.

Chuong 11
SOAN THAO, KY BAN HANH VAN BAN

Muc 1
THE THUC, K¥Y THUAT TRINH BAY VAN BAN

Piéu 8. Hinh thirc viin ban

Céc hinh thirc vin ban do B Tai chinh va céc don vi thude Bg, céc don vi
nganh Tai chinh ban hanh bao gom:

1. Vin ban quy pham phap ludt: Thong tu; Thong tu lién tich giita B
trup’ng Bo Tai chinh v&i Chanh an Toa 4n nhin dan toi cao, Vién trudng Vién
Kiém sat nhan dén tdi cao.

2. Vin ban hanh chinh: Quyét dinh, chi thi, quy ché, quy dinh, théng cdo,
théng bao, huséng dan, chuong frinh, ké‘hoach, phuong an, dé an, dy an, cong
vin, bao cdo, to trinh, bién ban, hop dong, cong dién, ban ghi nhé, ban thoa
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thuén, gidy uy quyén, gidy gidi thidu, gidy mdi, gidy nghi phép, phiéu gtti, phiéu
chuyén, phiéu bao, thu cong.

3. Van ban chuyén nganh: Cac loai ching chi, cac loai vin ban dugc tao
1ap va phat hanh trén céac phan mém quan ly chuyén nganh thué, hai quan, kho
bac, dy trit, chimg khoan, ké to4n, kiém toén, cong san,

4. Vin ban trao d6i véi co quan, td chirc hodc ¢d nhan nude ngoai: Cong
ham, cong thur.

5. Van ban chuyén nganh khac: Cac loai van ban thuc hién theo quy dinh
cla cac co quan, to chic chuyén nganh khac.

Ditu 9. Thé thikc viin ban

1. Thé thirc van ban 1 tp hop cac thanh phin ciu thanh vin ban, bao
gdm nhitng thanh phan chinh 4p dung d6i v&i tht ca céc loai van ban va céc
thanh phan bd sung trong nhitng trudng hop cu thé hodc ddi véi mét s loai van
béan nhét dinh,

2. Thé thirc vin ban hanh chinh bao gdm céc thanh phén chinh

a) Quéc hiéu va Tiéu ngit.

b) Tén co quan, don vi ban hanh vin ban.

c) S8, ky hidu cta vin ban.

d) Dia danh va thoi gian ban hanh van ban.

d) Tén loai va trich yéu ndi dung vin ban.

e) Noi dung vian ban.

g) Chirc vu, ho tén va chir ky ctia ngudi ¢6 thdm quyén.

h) D4u, chit ky s6 cia co quan, don vi.

1) Noi nhan.

3. Ngoai cac thanh phén quy dinh tai Khoan 2 Biéu nay, van ban ¢6 thé bd
sung cac thanh phéan khac

a) Phu luc.

b) Déu chi d mat, mirc d6 khén, céc chi din v& pham vi Itu hanh.

¢) Ky hiéu ngudi soan thao vin ban va sd lugng ban phat hanh.

d) Pia chi co quan, don vi; thu dién ti; trang théng tin dién ti; sb dién
thoai; s Fax.

4. Thé thitc van ban hanh chinh, vin ban trao d6i véi co quan, to chuc
hodc c4 nhin nudc ngoai duge thyc hién theo quy dinh tai Phu luc IT Quy ché
ndy. Thé thire van ban quy pham phép luét thue hién theo quy dinh tai Nghl dinh
s0 34/2016/ND-CP ngay 14/5/2016 ctia Chinh phd quy dinh chi tiét mot sé didu
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va bién phap thi hanh Luét ban hanh van ban quy pham phap luat. Thé thirc vin
ban chuyén nganh do B truéng B Tai chinh quy dinh. Thé thic vin ban
chuyén nganh khac thyuc hién theo quy dinh cta co quan, to6 chirc chuyén nganh
khac.

Pidu 10. K§ thuat trinh bay vin bin

K% thuét trinh bay vin ban bao gdm: Khé gidy, kiéu trinh bay, dinh léf:
trang, phong chit, c& chit, kiéu chit, vi tri trinh bay cac thanh phan thé thuc, so
trang van ban K§ thuat trinh bay vin ban dugc thyc hién theo quy dinh ta1 Phu
luc I Quy cheé nay.

Muc 2
SOAN THAO VA KY BAN HANH VAN BAN

Di2u 11. Soan thio viin ban

1. Can cir chire nang, nhiém vy, quyén han va muc dich, ni dung cta vin
ban cin soan thao, Thi truéng co quan, don vi hodc ngudri cé thdm quyén giao
cho don vi hojic ¢4 nhén chu tri soan thao van ban.

2. Pon vi hodc ¢4 nhan dugc giao chu tri soan thao vén ban thuc hién cac
cong viée: Xac dinh tén loai, néi dung va do mat, muc do khén ciia vin ban cin
soan thao; thu thap, xit ly théng tin ¢6 lién quan; soan thao vdn ban dung hinh
thitc, thé thire va k§ thuét trinh bay.

P&i v6i vin ban dién tir, cA nhan duge giao nhi¢ém vu soan thdo vin ban
ngoai viéc thuc hién cic ndi dung néu trén, phai chuyén ban thao van ban va tai
liéu kém theo (néu c6) vao Hé théng va cip nhét déy du cac thong tin cn thiét,
chiu trach nhiém vé hinh thirc, thé thic van ban va chju trch nhiém vé tinh
chinh xdc ctia van ban dién tir (ndi dung, noi nhén, Lénh dao dé bao cdo néu cé).

3. Péi véi ban thao viin ban mat, c4 nhdn dugc giao soan thao vin ban
phai ghi 10 tén viét tht ngudi soan thao, s6 lugng ban phét hanh tai phan noi
nhén cia vin ban va thuc hién ché dd bao mit theo dung quy dinh. Khi trinh
Thi trudng co quan, don vi ky ban hanh vin ban c6 ndi dung bi mét nha nudc
cin ¢6 Vin ban xéc dinh dd mat dé Van thu co quan ¢6 cén cir khi dong ddu do
mat.

4, Truong hop can stra ddi, bd sung ban thao vin ban, Thu truong co quan
cho y kién vao ban thao van bin hodc trén Hé théng, chuyén lai ban thao vin
ban dén Thu trudéng don vi chu tri soan thdo vén ban dé chuyén cho ¢4 nhén

duge giao nhiém vy soan thao vin ban tiép tuc hoan chinh.

5. C4 nhén dugc giao nhiém vy soan thao van ban chiu trach nhiém trudc
Thu trudéng don vi va trude phap luat v& ban théo van ban trong pham vi chirc
trach, nhiém vu dugc giao.
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Piéu 12. Duyét ban thao viin ban
1. Ban th4o van ban phai do ngudi cé thdm quyén ky van ban duyét.

2. Truong hop ban thao dé dugc phé duyét nhung cAn stra chira, bd sung
thi phai trinh nguoi ¢6 tham quyén ky xem xét, quyét dinh.

Piéu 13. Kiém tra viin ban truéc khi ky ban hanh
1. Bbi véi viin ban gidy
a) Van ban do Thu trudng co quan ky

- Thu trudng don vi cha tri soan thao vidn ban kiém tra va chiu trach
nhiém veé tinh chinh x4c ctia ndi dung van ban, ky nhay/tat vao cudi ndi dung
van ban (sau dau ./.) trudc khi trinh Thu trudng co quan ky ban hanh.

- Ca nhan dugc giao soan thao vin ban c¢6 trach nhiém kiém tra lin cudi
va chiu trach nhiém truée ngudi dimg dau co quan, don vi vé thé thire, k¥ thuat
trinh bay van ban va phai ky nhay/tit vao vi tri cudi cing tai “Nei nhdn” (sau
déu “.” tai muc “Luu”) trude khi trinh ky.

b) Van ban do Thé truéng don vi ky

- Lanh dao phong/ban chi tri soan thao vin ban phai kiém tra va chiu
trach nhiém vé& d§ chinh xac cha ndi dung van ban, ky nhay/tat vao cudi ndi
dung van ban (sau diu ./.) trugc khi trinh Tha truedng don vi ky ban hanh.

- C4 nhan dugc giao soan thao vin ban ¢6 trach nhiém kiém tra lan cudi
va chiu trach nhiém trudc ngudéi ding dau co quan, don vi vé thé thic, k¥ thuat
trinh bay vin ban va phai ky nhay/tit vao vi tri cubi cing tai “Nei rhin” (sau
dédu “.” tai muc “Luu”) trude khi trinh ky.

- Péi véi céc don vi lam viée theo ché do chuyén vién, cd nhan dugce giao
soan thao vin ban chiu trach nhiém v& db chinh xéc cia noi dung va thé thic, k¥
thudt trinh bay vin ban, ky nhay/tit vao cudi ndi dung vin ban (sau ddu ./.) va vi
tri cubi cing tai “Nei nhdn” (sau ddu .’ tai muc “Luu”) trude khi trinh Thu
truong don vi ky ban hanh.

¢) C& chir ky nhay/tit khéng 16n hon d6 rong 1 dong vin ban va khéng
dai qua d¢ dai cua 10 ky tu.

2. Dbi véi van ban dién tir

a) Ca nhan dugc giao soan thdo véan ban thuc hién dua ban thao van ban
vao Hé théng, chiu trach nhiém cip nhét ddy di céc théng tin cin thiét va tinh
chinh xac ctia van ban dién tr (n6i dung, noi nhén, Lanh dao dé bio céo néu co);
chiu trach nhiém v& thé thic, k¥ thuét trinh bay vin ban. Péi véi don vi lam viée
theo ché do chuyén vién, ca nhén dugc giao soan thao van ban chiu trach nhiém
vé ndi dung va thé thire, k§ thuét trinh bay vin ban ddi véi cac van ban do Thi
traedng don vi ky.

www. ThuVienPhapLuat.vn

3930 3279 *

Tel: +84-§-

awSoft -



11

b) Thi trudng don vi duge giao chu tri soan thao van ban chiu trach
nhiém vé ndi dung béan thao van ban trude khi trinh ngudi ¢6 thidm quyén ky ban
hanh.

Pitu 14. Ky ban hanh viin ban

1. B trudng/Thi trudng co quan, don vi ¢b thdm quyén ky tat ca vin ban
do co quan, don vi ban hanh; co thé giao cho cép pho ky thay cac vin ban thude
linh vuc dugc phan cdng phu trich va mot s6 vin ban thudc tham quyén cua
nguoi dung dau, Trudong hop cép pho duge giao phy trach, didu hanh thi thuc
hidn ky nhu cip pho ky thay cap truéng.

2. Thu trudong don vi ky thira 1énh B truéng/Thii trudng co quan va dong
dau cla co quan ddi voi cac van ban ¢é ndi dung chua phén cép cho don vi,
thudc thim quyén xtr ly cha Bo truéng/Thi truéng co quan sau khi duge Bo
truéng/Thi trudng co quan duyét va giao Thu trudng don vi ky ban hanh van
ban, Ngudi duge ky thira 1énh duge giao lai cho cép phoé ky thay.

3. Thu trudng don vi ky thira uy quyén Bg truong va dong du B i voi
c4c van ban giai quyét nhimg van @& cu thé thude thidm quyén ctia B9 trudng Bo
Tai chinh khi duge uy quyén. Tha trudong don vi thude co chu td chirc clia co

quan ky thua uy quyén va dong déau co quan d6i v&i mot sb van ban thude thidm
quyén ctia Thu truéng co quan khi duge Gy quyén. Trong truong hop déc bict,
viéc giao ky thira uy quyén phai dugc quy dinh bing vin ban (hinh thirc Cong
van) va gi6i han trong mét thoi gian nhét dinh. Ngudi duge ky thira uy quyén
khéng dugc uy quyén lai cho ngudi khéc ky.

4. Pbi v6i cac to chirc 1am viée theo ché do tap thé: Nguoi dimg dau t6
chire thay maét tdp thé 13nh dao ky céac vén ban cia t6 chirc. Cép phd cla ngudi
dimg du 18 chic dugc thay mat tép the, ky thay ngudi ding du td chirc nhing
van ban theo iy quyén ctia nguoi ding d4u va nhimg van ban thudc linh vuc
duoc phan cong phu trach.

5. Ngudi ky van ban phai chiu trach nhiém trude phap luat v& vin ban do
minh ky ban hanh. Nguoi dimg dau co quan, don vi, td chirc phai chiu trach
nhiém trude phap luat vé toan bd vin ban do co quan, don Vi, t§ churc ban hanh.
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6. D&i voi van ban gidy, khi ky vdn ban dung but c6 muc mau xanh,
khéng dung céc loai myuc dé phai.

7 D&i voi van ban dién tir, ngudi cd thdm quyén thyc hién ky s8. Vi tri,
hinh anh chit ky s6 theo quy dinh tai Phu luc I Quy ché nay.

Pidu 15. Kiém tra vin ban trirde khi ban hanh

Vin thu co quan tiép nhan vin béan di dd duge Thu truéng co quan, don vi
ky, kiém tra lai hinh thirc, the thic véan ban.

- Trudmg hep hinh thic, t’hé thic vin ban di dat yéu cau, Vin thu co quan
thye hién cép s6, dong daw/ky so 10 chirc theo diing quy dinh.
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- Truéng hop hinh thi, the thue vén ban di khong dat yéu cau, Van thu
co quan thyc hién tir chdi cap s0, dong dawky sb, tra lai ¢a nhan dugc giao
nhiém vu chi tri soan thao dé hoan thién lai va trinh lai Thi truéng co quan, don
vi (néu rd 1y do tir chdi).

_Chuwong III
QUAN LY VAN BAN

. Myel
QUAN LY VAN BAN BI

Diéu 16. Trinh tw quén Iy vin ban di

1. Cép sb, thoi gian ban hanh vin ban.

2. Péng ky vin ban di.

3. Nhan ban, dong du co quan, don vi, diu chi d6 mat, mirc do khin (ddi
v6i vin ban gidy); ky s6 ctia co quan, don vi (d6i véi van ban dién tir).

4. Phat hanh va theo déi viéc chuyén phat van ban di.

5. Luu vén ban di.

Piéu 17. Cap s6, théi gian ban hanh viin ban

1. S6 va thoi gian ban hanh vian ban dugc léy theo thar tur va trinh tu thoi
gian ban hanh vin ban cta co quan, don vi trong nim (bét du lién tiép tir s6 01
vao ngay 01 thang 01 va két thiac vao ngay 31 thing 12 hang nam). Sb va ky
hiu vén ban cia co quan, don vi 13 duy nhit trong mdt nam, théng nhit gia
vin ban gidy va vin ban dién tor.

a) Vin ban quy pham phép luat dugc cép hé théng sb riéng.

b) Viée cp sb vin ban chuyén nganh do ngudi ding déu co quan quan ly
nganh, linh vuc quy dinh

¢) Truong hop céc Hoi ddng, Ban, T6 cla co quan, don vi (goi 1a chung 13
t6 chire tu vén) duoc st dung con déu, chir ky sé cua co quan, don vj dé ban

hanh vin ban va Hoi ddng, Ban, Té duoc ghi 13 “co quan ban hanh van ban” thi
phai lay hé thong so riéng, quén Iy tai Van thu ¢o quan.

2. Péi véi van ban gidy viée cap so thoi gian ban hanh dugce thuc hién
sau khi ¢6 chir ky cia nguoi cé thim quyen chim nhét 13 trong ngay lam viéc
tiép theo. Vian ban mat dugc cip hé thong sO riéng.

3. Ddi véi vian ban dién tir viée cap s6, thoi gian ban hanh dugc thue hién
bang chirc ning cia Hé thong.

Piéu 18. Piing ky viin ban di
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1. Viéc dang ky van ban bdo dam day di, chinh xdc cac thong tin can thiét
cta van ban di.

2. Pang ky van ban

Vin ban duge dang ky bing s& hoic bang Hé thong.

a) Dang ky vén ban bing sb

Vin thir co quan dang ky vin ban vao So dang ky vin ban di. Mau SO
dang ky vin ban di theo quy dinh tai Phy luc IV Quy ché nay.

Tuy theo séglugmg van ban di hang ndm cta co quan B§ va cla tung don

a

vi dé 14p cac loai 56 déng ky vin ban di khac nhau nhu: So ding ky cong viin, sd
dang ky quyét dinh, s6 dang ky théng tu... dé vic quéan Iy van ban di cua co
quan B§ va cia timg don vi dugc thuan tién, hiéu qua va phu hop theo quy dinh.
b) Pang ky van ban bing Hé thong
Van ban duge ding ky bang Hé théng phéi dugc in ra gidy day di cic
trudmg théng tin theo mau So ding ky vén ban di, d6ng so dé quan ly.
3. Vin ban méit dugc dang ky riéng theo quy dinh cta phap luat vé bao vé
bi mét nha nuoc.
Pitu 19. Nhén ban, déng diu, ky s0 ciia co quan, don vi
1. Nhén ban, dong d4u cia co quan, don vi va diu chi d6 mét, mirc do
khén doi v6i vin ban giay
a) Van ban di dugc nhan ban theo diing s6 lugng da duge xéc dinh & phan
noi nhin cida vin ban.
b) Viéc dong d4u cua co quan, don vi va (fiéu chi d6 mat, muc d¢ khén
dugc thue hién theo quy dinh tai Phy luc I Quy ché nay.
2.Ky sb ctia co quan, don vi d5i v&i van ban dién tor
Ky 56 cuia co quan, don vi duge thuc hién theo quy dinh tai Phu luc I Quy
ché nay.
Pidu 20. Phat hanh va theo dai viéc chuyén phat viin ban di
1. Vin ban di phai hoan thanh thu tuc tai Vin thu co quan va phat hanh
trong ngay vén ban d6 duoc ky, cham nhat 1a trong ngay lam viéc tiep theo. Vin
ban khén phai duge phat hanh va giri ngay sau khi duge ky, dong dau luu hanh.
2. Viéc phat hanh van ban mét di phai bao dam bi mit ndi dung cia van
ban theo quy dinh ctia phap lujt vé bao v& bi mat nha nude, ding so lugng, thoi
gian va noi nhén.
3. Van ban d4 phat hanh nhung c6 sai sot vé ndi dung phai dugc sira dbi,
thay thé bing vin ban co6 hinh thuc tuong duong. Vin ban d& phat hanh nhung
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c0 sai sot vé thé thi, k¥ thudt trinh bay, thl tuc ban hanh phai dugc dinh chinh
bing céng vén cia co quan, don vi ban hanh vén ban.

4. Thu hdi vin ban

a) D41 v6i van ban gidy, truong hop nhan dugce vin ban théng bao thu hdi,
bén nhdn c6 trach nhiém giri lai vin ban d& nhéan.

b) P6i voi van ban dién ti, trudng hep nhan duge vin ban théng bao thu
hdi, bén nhan hiy bo van ban dién ti bi thu hoi trén Hé théng, dong thdi thong
bao qua Hég thong dé bén gui biét.

5. Phat hanh van ban gidy tir van ban dugc ky sb cla nguoi c6 thim
quyén:

a) Pbi v6i cac don vi thudc Bo Tai chinh: Thyc hién theo quy dinh tai
Khoan 5 Piéu 13 va Khoan 4 Pidu 14 Quyét dinh sé6 258/QD-BTC ngay
26/02/2020 cua Bd truong B Tai chinh ban hanh Quy trinh tiép nhan, xir 1y,
phat hanh va quan ly van ban dién tr qua chuong trinh quén ly van ban va didu
hanh co quan B Tai chinh.

b) Déi v6i cac don vi nganh Tai chinh: Vin thu co quan thyuc hién in vin
ban di duoc ky sb cia ngudi ¢6 tham quyen ra gidy, dong dau cua co quan, to
chiic dé tao ban chinh vin ban gidy va phat hanh vin ban.

6. Trudong hop cin phat hanh van ban dién tir tir van ban gidy: Vian thu co
quan thuc hién theo quy dinh tai diém ¢ Khoan 1 Diéu 27 Quy ché nay.

7. Dbi véi van ban quy pham phap ludt, khi dong déu va luu hanh vin
ban, don vi chu tri soan thao phal guri file vin ban vé dia chi thu dién to

hanhchinh.vpb@mof.gov.vn dé gii ding Cong béo theo quy dinh (trir vdn ban
mat thi thuc hién theo quy dinh ctia phap luét vé bao vé bi méat nha nudc).

8. Tét ca viin ban di dugc chuyén phat qua Buu dién déu phai ding ky vao

S6 guri van ban di buu dién.

a) Khi giao bi vin ban, phai yéu cdu nhén vién buu dién kiém tra, ky
nhan.

b) Trong trudng hop cin chuyén phat nhanh, vin ban di dugc chuyén cho
noi nhén bing may Fax hodc qua mang, sau d6 phai gi ban chinh.

©) Viée chuyén phét vin ban mét dugc thuc hién theo quy dinh cia phap
luat vé bao vé bi mét nha nudec.

9. Theo ddi viéc chuyén phat vin ban di.

a) D41 v6i nhimg véan ban di c6 déng dau “Tai liéu thu héi” phai theo d&i, thu
hoi ding han; khi nhén lai, phai kidm tra, d6i chiéu dé dam bao vin ban khéng bi

thiéu hoic that lac.
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b) Trudmg hop phét hién van ban bi that lac, phai kip thoi béo cao nguoi c6
trach nhiém xem xét, giai quyét.

Piéu 21. Luru viin ban di

1. Luu vin ban gidy

a) Ban gdc van ban duge luu tai Van thu co quan va phai dugce dong dau
ngay sau khi phat hanh, sap x€p theo thir tu dang ky.

b) Ban chinh van ban luu tai hd so cong viée.

2. Luu vin ban dién tir

a) Ban gbc vin ban dién tir phai duge luu trén Hé thdng cta co quan, don
vi ban hanh van ban.

b) Co quan, don vi c6 He théng dap ng theo quy dinh tai Phu luc VI
Nghi dinh 30/2020/ND-CP va cac quy dinh cta phap luét co lién quan thi su
dung va luu ban gdc van ban dién tir trén Hé théng thay cho vin ban gidy.

¢) Co quan, don vi co Hé théng chua dap ung theo quy dinh tai Phy luc VI
Nghi dinh 30/2020/ND-CP va cac quy dinh ctia phap lut c6 lién quan thi Vin
thur co quan tao ban chinh vén ban gidy theo quy dinh tai khoan 5 Piéu 20 Quy
ché nay dé lru tai Vin thu co quan va hd so céng viéc.

3. Truong hop vin ban di duoc dich ra tiéng nudc ngodi hoic tiéng din
tdc thicu so, ngoai ban luu bang tieng Viét phai kem theo ban dich chinh xac noi
dung bing tiéng nudc ngoai hodc tieng dan té¢ thiéu s6. Trudong hop van ban di
bang tieng nude ngoai phai luu kém theo vén ban goc 01 ban dich chinh xéc noi
dung bang tieng Viét.

4. Viée luu gift, bdo quan va st dyng ban luu vén ban di c6 dong dAu chi
d6 mat dugc thyc hién theo quy dinh cia phap luét vé bao vé bi mét nha nuaoc.

Muc 2
QUAN LY VAN BAN PEN

Piéu 22. Trinh tw quan Iy van bin dén

1. Tiép nhén van ban dén.

2. Dang ky van ban dén.

3. Trinh, chuyén giao vin ban dén.

4, Giai quyét va theo ddi, don dbc viée giai quyet van ban dén.
Didu 23. Tiép nhin va phén loai vin ban dén

1. Dbi véi viin ban gidy

a) Tiép nhan vin ban gidy
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- Khi tiép nhan vin ban dén tir cac ngudn khac nhau, trong gi¢ hoac ngoal
gio hanh chinh, Vén thu co quan hodc nguoi duge g1ao nhiém vy tiép nhin van
ban dén phai kiém tra sb luong, tinh trang bi, d4u niém phong (néu c6), kiém tra,
d6i chiéu véi noi giri trude khi nhan va ky nhan.

- Trudng hop phét hién thiéu tai lidu, mét bi, tinh trang bi khéng con
nguyén ven hodc vin ban dugc chuyen dén muon hon thoi gian ghi trén bi (d6i
v6i bi van ban cé dong déu “Hoa t6c” va hen gio dén), Van thu co quan hodc
ngudi duge giao nhi¢m vy tlep nhén vin ban dén phai théng bdo ngay cho nguoi
chuyen vin ban dén va béo cdo ngay cho ngum c6 trach nhiém; trudmg hop cin
thiét, phai 1ap bién ban xac nhan su viéc vdi ngudi chuyén vin béan dén.

- Péi v6i van ban dén duoc chuyén phat qua may Fax, Van thu co quan
phai kiém tra s hrgng vin ban, sd luong trang ciia mdi vin ban; néu phat hién
cd sai sot, phai kip thoi thong bao cho noi gri hodc bao cdo ngudi co trach
nhiém xem xét, giai quyét.

- Péi v6i vin ban khin ¢ hen gior dén, giri ¢én co quan B Tai chinh
ngodi gid hanh chinh: B phin Bao vé (Phong Quan tri, Cuc K& hoach - Tai
chinh) c6 trach nhiém ghi lai s6 vin ban trén bi, tén co quan guri va bao cdo ngay
Lanh dao Phong Tong hop - Thu ky, Lanh dao Phong Hanh chinh thude Vin
phong Bb dé xir ly Céc van ban khac gui dén co quan ngoau glC" hanh chinh,
nhin vién Bao vé c6 trach nhiém tlep nhén, bao quan va ban glao cho Phong
Hanh chinh - Van phong Bg vao dau gior lam viée ca ngay 1am viéc hom sau.

b) Phan loai so bd, béc bi van ban dén

- T4t c4 van ban gidy dén (bao gdm ca vin ban cé du chi d6 mat) gl co
quan, don vi thudc dién dang ky tai Van thu co quan phai dwgc boc bi, dong déu
“DEN”. Dbi véi van ban giri dich danh c4 nhén hodc t6 chirc doan thé trong co
quan, don vi thi Van thu co quan chuyén cho noi nhin (khong boc bi). Nhiing bi
vin ban gtri dich danh ¢4 nhén, néu 1a van ban lién quan dén cong vige chung cua
co quan, don vi thi cd nhén nhan vén ban ¢6 trich nhiém chuyén lai cho Vin thur co
quan dé dang ky.

- Viéc boc bi van ban phéi dam béo cac yéu cau:

+ Nhimg bi c6 dong ddu mirc do khan phai duge boc trude dé giai quyét
kip thoi;

+ Khéng gdy hu hai dbi v&i van ban, khong bé sét vin ban trong bi,
khong lam mét s6, ky hidu vin béan, dia chi co quan giri va ddu buu dién;

+ Dbi chiéu sb, ky hidu ghi ngoal bi véi s, ky hiéu cuia vén ban trong bi;
néu van ban dén c6 kém theo phleu giri thi phai dbi chiéu vén ban trong bi voi
phidu giri, ky xac nhén, déng ddu vao phiéu giri va giri tra lai cho noi gui van
ban; truong hop phat hién c6 sai sot, thong bao cho noi gl biét dé giai quyét;

+ D&i véi don, thu khiéu nai, t§ cdo va nhitng vin ban ¢6 ndi dung can
phai kiém tra, xac minh hodc nhilng van ban dén ma ngay nhén cach qua xa
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ngay thang cua vin ban thi gilt lai bi va dinh kém véi vin ban dé lam bing
chung.

2. Poi voi van ban dién tar

a) Vin thu co quan kiém tra tinh xdc thuc va toan ven cla van ban dién tu
va thye hién tiép nhéan trén Hé thong.

b) Trudng hop vin ban dién tir khong dap umg cac quy dinh tai didm a
Khoan nay hodc giri sai noi nhén thi Van thu co quan phai tra lai van ban cho co
quan, td chirc giri vin ban trén Hé thdng. Trudng hop phat hig¢n c6 sai sot hodc
d4u hiéu bét thuong, Vin thu co quan phai bao ngay ngudi ¢b trach nhigm giai
quyét va thong bdo cho noi gl vén ban.

¢) Déi véi van ban dién tr yéu cau thoi gian xir Iy ghp gii dén Bo Tai
chinh ngoai gié hanh chinh qua Truc lién thong van ban qudc gia: Phong Hanh
chinh, Vin phong B9 ¢6 trach nhi¢m bé tri cong chirc tiép nhén va ding ky vin
ban dén trén Hé théng. Phong Téng hop - Thu ky, Van phong B§ ¢6 trach nhicm

bd tri cong chirc tiép nhan vin ban dén trinh Lanh dao B trén HE théng. Van
thur don vi tiép nhan trén HE thong trinh Thu trudng don vi dé xir ly.

Pidu 24. Dang ky vin ban dén
1. Dbi v6i van ban gidy
a) Béng diu “Bén”, ghi s& va ngay dén

_ T4t ca vin ban dén ding ky tai Van thu co quan phai dugc déng diu
“DEN”, ghi sb dén va ngay dén (k& ca gid dén trong nhimg trudng hop cén
thiét). D6i v6i ban fax duge in trén gidly nhiét, phai sao chup lai true khi dong
ddu “PEN”. Nhimg vin ban dén khong duoc déng ky tai Van thu co quan thi
don vi, ca nhan khong co trach nhiém gidi quyét, trir nhimg loai van béan dén
duoc dang ky riéng theo quy dinh cua phap luat.

- Pbi vdi cac bi gui dich danh dén cac dom vi, to chirc: Ban cén sy Dang,
Pang uy, Coéng doan, Poan thanh nién, cac Du 4n, Trung tam.... thude B4, cac
don vi thudc Bo va cac don vi nganh Tai chinh thuc hién thu tuc ding ky, vao
s, chuyén cho noi nhan ma khong phai déng dAu “DEN” tai Vin thu co quan.

- Miu diu “DEN” duoc thue hién theo quy dinh tai Phu luc IV Quy ché
nay.

b) Pbi véi cac don vi thude Bo va don vi nganh Tai chinh: Van thu co
quan tiép nhén van ban va déng ky bing Sb ding ky van ban dén hodc bang Hé
théng, thuc hién s& héa van ban dén theo quy dinh. Van thu co quan cgp nhat
vao Hé théng céc trudng thong tin d4u vao cua dit liéu quan ly van ban dén theo
quy dinh tai Phy luc VI Nghi dinh 30/2020/ND-CP. Van ban dén dugc ding ky

r r

vao Hé thong phai duge in ra giay diy d0 cac trudng thong tin theo mau S6 ding

r

ky vén ban dén tai Phu luc IV Quy ché nay dé ky nhin va dong s6 dé quan ly.
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¢) Van ban dén co quan Bé dugc dang ky vao Hé théng quan Iy van ban
va didu hanh céac trudng théng tin ddu vao cta dir lidu quan ly van ban dén theo
quy dinh tai Phu luc VI Nghi dinh 30/2020/ND-CP. Sau khi dugc dang ky, Van
thu B s6 hoéa vian ban dén theo cac quy dinh huéng din tai Pidu 8 Quyét dinh
s6 258/QD-BTC va dua 1én Hé théng.

2. Bbi véi vin ban dién tir

Vian thu co quan tlep nhan van ban va déng ky vao Hé théng. Van thu co
quan cdp nhat vao Hé thong céc truong théng tin diu vao cua dit lidu quan 1y
vin ban dén theo quy dinh tai Phu luc VI Nghi dinh 30/2020/ND-CP. Van ban
dén duge dang ky vao Hé thong phai dugce in ra gidy day da cac truomg thong tin
theo miu SH ding ky vin ban dén, ky nhin va déng sb dé quan ly.

3. Vin ban mét dén phai duge dang ky vao s0 riéng hodic may tinh khéng
co6 két ndéi mang theo quy dinh cta phap luat vé bao vé bi mat nha nudec.

Dicu 25. Trinh, chuyén giao vin ban dén

1. Vin ban dén phai duge Van thu co quan trinh trong ngay, chim nhat &
trong ngay lam viéc tlep theo dén ngudi ¢ thdm quyén chi dao giai quyét va
chuyén giao cho don vi hodc ¢4 nhan dugc giao xir Iy. Trudng hop d3 xac dinh
r3 don vi hodc ca nhan duoc giao xir Iy, Van thu co quan chuyén van ban dén
don vi, ca nhén xir 1y theo quy ché cong tic vin thu cla co quan, don vi. Vin
ban dén c6 ddu chi cdc mirc d6 khin phai dugc trinh va chuyén giao ngay sau
khi nhan duge. Viéc trinh, chuyén giao vin ban phai bao dam chinh xac va gitr
bi mat nd1 dung vin ban.

2. Can cir ndi dung cta vin ban dén; quy ché lam viée cta co quan, don
vi; chtc nang, nhiém vu va ké hoach cong tac dugc giao cho don vi, ¢4 nhén,
nguol co thim quyen ghl v kién chi dao giai quyét. Pi v6i van ban lién quan
dén nhiéu don vi hodc ca nhan thi xac dinh rd don vi hodc ca nhan chu tri, phdi
hop va thoi han giai quyét.

3. Trinh, chuyén giao viin ban gidy: Y kién chi dao giai quyét duoc ghi
vao muc “Chuyén” trong diu “DEN” (vi du: Chuyén Vu HCSN, Vu NSNN thi
Vu HCSN la don vi chi tri, Vu NSNN la don vi phoi hop) hodc Phiéu giai quyét
véan ban dén theo mau tai Phy luc TV Quy ché nay. Sau khi ¢6 ¥ kién chi dao giai
quyét ciia ngudi cé thAm quyén, vin ban dén dugc chuyen lai cho Vén thu co
quan dé dang ky bd sung thdng tin, chuyen cho don vi hodc ca nhan dugc giao
giai quyét. Khi chuyén giao viin ban gidy dén cho don vi, ¢4 nhén phai thuc hién
ky nhén van ban.

4. Trinh, chuyén giao van ban dién tir trén Hé théng: Van thu co quan
trinh van ban dién tir dén ngudi ¢6 tham quyén chi dao giai quyét trén Hé thong.
Ngudi ¢é thim quyen ghi v kién chi dao giai quyét van ban dén trén Hé

théng, cip nhat vao Hé théng céc thong tin: Pon vi hoac ngudi nhén; y kién chi
dao, trang thai xir ly van ban; thoi han giai quyét; chuyén vin ban cho don vi
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hogc ca nhan duge giao giai quyét. Truomg hop vin ban dién tir giri kém theo
vin béq gidy :Lhi Vin thu co quan thyc hién trinh van ban dién tir trén Hé thong;
d(’)ng dau “DEN”, ghi théng tin don vi hodc cd nhén duge ngudi co thim quyén
giao chu tri gidi quyét trén H¢ théng vao myc “Chuyén” trén dau “PEN” va
chuyén truc tiép van ban gidy dén don vi hodc ca nhén do.

5. B6i véi van ban dén c6 ddu “Tai lidu thu hdi”, Van thu co quan ¢o
trach nhiém theo ddi, thu hoi va gin tra lai noi g theo ding thoi han quy dinh.

Piéu 26. Giai quyét va theo ddi, d6n dbc viée giai quyét van ban dén

1. Thu truong cac don vi thudc B¢ Tai chinh va cac don vi nganh Tai
chinh ¢6 trach nhiém chi dao giai quyét kip thoi van ban dén va giao nguoi co
trach nhiém theo ddi, don doc viée gidi quyét vin ban dén.

2. Khi nhan dugc vin ban dén, don vi hodc ca nhan ¢ trach nhiém nghién
clru, gidi quyét van ban dén theo thoi han quy dinh tai cac quy ché, quy dinh cua
¢o quan, don vi. Nhimg véan ban den ¢6 déu chi cac mie d§ khan phai duoc giai
quyét ngay, dam bao thoi gian yéu cau.

Muc 3
SAO VAN BAN

Piéu 27. Cic hinh thirc sao viin ban

1. Sao y gdm: Sao y tir van ban gidy sang vin ban gidy, sao y tir van ban
dién tr sang van ban gidy, sao y tur vin ban giay sang van ban dién ta.

a) Sao y tur vdn ban gidy sang van ban g1ay duogc thuc hién bang viée chup
tir ban gdc hoic ban chinh vin ban gidy sang gidy.

b) Sao y tir van ban dién tir sang van ban gidy duoc thuc hién bing viéc in
tir ban goc van ban dién tit ra giay.

¢) Sao y tir ban gidy sang vin ban dién tir dwgce thuire hién bing viée sb hoa
van ban gidy va ky s6 cua co quan, don vi.

2. Sao luc

a) Sao luc gdm: Sao luc tir vin ban gidy sang van ban gidy, sao luc tir van
ban gidy sang vin ban dién tir, sao luc tir vin ban dién tir sang vin ban gidy.

b) Sao luc dugce thuc hién béng viéc in, chup tir ban sao y.
3. Trich sao

a) Trich sao godm: Trich sao tir vdn ban gidy sang vin ban giay, trich sao
t vidn ban gidy sang vin ban dién tu, trich sao t van ban dién tu sang vin ban
dién tu, trich sao tir van ban dién tir sang van ban giay.
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b) Ban trich sao duge thyc hién bang viéc tao 14p lai day du thé thirc, phan
ndi dung van ban cén trich sao.

4. Thé thirc va k¥ thuat trinh bé}’f ban sao y, sao luc, trich sao duoc thuc
hién theo quy dinh tai Phu luc I Quy ché nay.

Pidu 28. Gia tri phap ly clia ban sao

1. Ban sao y, ban sao luc va trich sao thuc hién dung quy dinh tai Quy ché
nay co gia tri phap 1y nhu ban chinh.

2. Ban sao chup (photocopy ca dau va chit ky cua van ban chinh) khong

thuc hién theo quy dinh tai Phu luc I Quy ché nay chi cé gia tri thong tin, tham
khao.

Pitu 29. Thim quyén sao vin ban
1. B&i v6i vin ban khéng chira ndi dung bi mét nha nudc
a) Trudng phong Hanh chinh Van phong B¢, Chanh Van phong cac Cuc

thugc BY dugce ky sao cac van ban do B phat hanh va van ban do co quan, tb
chirc khac giri dén.

b) Ngudi dimg déau cac Téng cyc va tuong du'(mg quyet dinh thdm quyén
dugc ky sao cac van ban do B Tai chinh, Tong cuc va tuong duong phat hanh
va viin ban do co quan, to chirc khac g dén.

¢) Nguoi dimg dau cac don vi nganh Tai chinh quyét dinh tham quyén
dugc ky sao cdc vin ban do don vi phat hanh va van ban do co quan, to chirc
khac g dén.

2. Dbi voi van ban, tai lidu, vat chira bi mit nha nude

Viéc sao, chup tai 1iéu, vat chita bi mét nha nudc dugc thyc hién theo quy
dinh cta phap ludt vé bac vé€ bi mat nha nudc.

Chuong IV

LAP HO SO VA NQP LUU HO SO, TAI LIEU
VAO LUU TRU CO QUAN

Didu 30. Lap danh muc hd so

Danh myc hd so do Thu tru'(mg co quan, don vi phé duyét, duoc ban hanh
vao dAu nam va glri cac don vi, c4 nhan lién quan lam cén ci dé 1ap hd so. Mau
Danh muc hé so duge thuc hién theo quy dinh tai Phu luc III Quy ché nay.

Pidu 31. Lap ho so
1. Yéu cdu

a) Hd so dugc lap phai phan anh ding chirc nang, nhiém vu cta co quan,
don vi hinh thanh ho so.
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b) Céc vin ban, tai liéu trong mot hd so phai c6 sy lién quan chit ch& véi
nhau va phan anh ding trinh tu dien bién cua sy viéc hodc trinh ty gial quyét
cong vigc.

¢) Céc van ban, tai liéu trong hé so phai ¢é gid tri bao quan tuong dbi dong
deu.

2. M& ho so

a) Ca nhén dugc giao nhi¢ém vy giai quyé‘t cong viéc ¢ trach nhiém mo hd
so theo Danh mue hd so hodc theo ké hoach cong tac.

b) Cip nhit nhing théng tin ban dAu v& hd so theo Danh muc hd so di ban
hanh.

DPbi véi cac don vi thudc B, viée tao lap hd so dién tir thue hién theo quy
dinh tai Piéu 16 Quyét dinh 258/QD-BTC.

¢) Trudng hop cac hd so khéng cd trong Danh muc hd so, ¢4 nhan dugc
giao nhiém vu giai quyet cong viée ty xac dinh céc thong tin: Tiéu deé ho so, so
vé ky hiéu ho so, thoi han bao quan hd so, ngudi 1ap ho so va thoi gian bat dau.

3. Thu thép, cap nhat van ban, tai liéu vao ho so

Ca nhan dugc giao nhiém vu c6 trach nhiém thu thép, cdp nhat tit ¢4 vin
ban, tai liéu hinh thanh trong qua trinh theo dai, giai quyét cong viéc vao ho so
da mé, bao gdm tai liéu phim, anh, ghi &m (néu c6) bao dam sy toan ven, day du
cua ho so, tranh bi that lac.

4. K8t thiac hd so

a) Ho so duge két thuc khi cong viée di giai quyét xong.

b) Nguoi 1ap hd so ¢é trach nhiém: Ra soét lai toan b van ban, tai licu co
trong ho so; loai ra khoi ho so ban tring, ban nhap; xac dinh lai thoi han bao
quén ciia hd so; chinh sta tiéu d&, s6 va ky hiéu hé so cho pht hop; hoan thién,
két thic ho so.

¢) Béi véi hd so gidy: Ngudi lap hd so thuc hién danh s to d6i vai ho so
¢6 thoi han bao quan tir 05 nam trd 1€n va viét Muc luc vin ban voi ho so co
th&si han bao quan vinh vién; viét chimg tir két thuc doi vai tat ¢ ho so.

d) Pbi v6i héd so dién ti: Ngudi 14p hd so ¢6 trach nhiém cip nhdt vao He
thdng céc thong tin con thiéu. Viée bién muc van ban trong hoé so duge thyc hién
bang chirc ning cia Hé thong,

Piéu 32. Njp luu hé so, tai liéu vao Luu trit co quan

1. Hb so, tai lidu ndp Iuu vio Luu trit co quan phai dia thanh phén, ding
thoi han va thyc hién theo trinh t, thu tuc quy dinh.

2. Thoi han ndp luu hd so, tai lidu vao Luu trit co quan
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a) Déi vai hd so, tai liéu xay dung co ban: Trong théi han 03 thang ké tir
ngay cong trinh dugc quyét toan.
b Déi v6i hd so, tai lieu khac: Trong thii han 01 nim ké tir ngay cong viée
ket thuc.
3. Tha tyc ndp luu
a) Vi hd so gidy
Khi ndp luu tai ligu phai 1ap 02 ban “Muc lyc hé so, tai lidu ndp luu” va 02

ban “Bién ban glao nhan hd so, tai liéu” theo miu tai Phy luc III Quy ché nay.
Pon vi, ¢4 nhan ndp luu tai liéu va Luu trit co quan gifr mdi loai 01 ban.

b) Véi hd so dién tir
- Ca nhan dugc giao nhiém vu giai quyét cong viéc va lap hd so thuc hién
ndp luu hd so dién tir vao Luu trit co quan trén Hé théng.

- Luu trlr ¢co quan c¢o trach nhiém k1em tra, nhan ho so theo Danh muc; lién
két chinh x4c dit lidu dic ta v6i hd so; tiép nhén va dua hd so vé ché d6 quan 1y
hd so luu trit dién tir trén Hé théng,

Pidu 33. Trach nhiém dbi véi viée 1ap hod so va giao np hd so, tai liéu
vao lwu trit co quan

1. B) trudng B Tai chinh c6 tréch nhiém chi dao va hudng dan vé cong
tac 14p hd so, quyét dinh cac bién phap trlen khai viéc thuc hién, kiém tra, danh
gia, khen thuong, ky ludt vé cong tac lap hd so va giao ndp tai lidu vao luu trit
thudc pham vi quan ly theo quy dinh.

2. Trach nhiém ciia Chanh Vian phong B6

a) Tham muu gitp Bo trudng trong viée chi dao, kiém tra, huéng dan lap
hd so va giao ndp hd so, tai lidu vao Luu trit co quan dbi voi cac don vi thude
B va céc don vi nganh Tai chinh;

b) Té chirc thuc hién viée 1ap hd so va giao ndp hd so, tai liéu vao Luu trit
¢o quan ctia B§ Tai chinh.

3. Thu trudng cac don vi thudc B va céc don vi nganh Tai chinh co trach

nhiém chi dao, huéng dan va kiém tra, danh gia cong tac lap hé so va giao ndp
tai liéu vao luu trit thudée pham vi quan ly theo quy dinh.

4. Ngudi dugce giao trach nhiém tai cdc don vi ¢é nhiém vu

a) Tham muu giup Thi trudng don vi trong viéc chi dao, kiém tra, huéng
dan lap hd so va giao ndp hd so, tai lidu vao Luu trir co quan trong pham vi quan
ly cua don vi;

b) Tb chirc thuc hién viée 1ap hd so va giao ndp hd so, tai lidu vao Luu trit
co quan cua don vi.

5. Trach nhiém ctia c4 nhan trong co quan, don vi
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a) Trong qua trinh theo d&i, gidi quyét céng vide, mdi c& nhan phdi lap ho
so vé cdng viée va chiu trich nhiém vé so lwong, thanh phén, noi dung tai liéu
trong hd so; bao dam yéu cau, chat lugng cla ho so theo quy dinh trudce khi nép
luu vao Luu trit co quan.

b) Pon vi va ca nhin trong co quan, t6 chirc ¢6 trach nhigm nop luu nhitng
hd so, ti lidu duoc xac dinh thdi han béo quan tir 05 ndm trd 1én vao Luu trir co
quan.

¢) Trudng hop don vi hodc ca nhan ¢6 nhu cau gifr lai ho so, tai ligu da den
han ndp luu d& phuc vy cdng viée thi phéi duge Thu trudng ¢o quan, don vi
dong y biang vin ban va phéi lap Danh myc hé so, tai lidu giit lai gui Luu trir co
quan. Th&i han gift lai ho so, tai ligu cua don vi, ¢4 nhan khong qua 02 néim ké
tir ngay dén han nép hru.

d) Céng chirc, vién chirc, ngudi lao dong trong co quan, don vi trude nghi
hu, théi viée, chuyén cong tac, di hoc tap dai ngay phai ban giao toan bd ho so,
tai lidu hinh thanh trong qua trinh cong tac cho don vi, Luu trlf co quan theo quy
ché cia co quan, don vi.

6. Trach nhiém cta cong chic, vién chic van thu, luu trix

Cong chire, vién chirc van thu, luu trit co trach nhiém hudng dan cac don vi
va can bo, cdng chirc, vién chirc, ngudi lao dong 1ap ho so cong viéc; giao nop
hd so, tai liéu vao Luu trit co quan theo ding quy dinh.

Chwong V
QUAN LY, SU DUNG CON DAU VA THIET B LUU KHOA BI MAT
TRONG CONG TAC VAN THU

Pidu 34. Quan Iy con du, thiét bj luwu khéa bi mat

1. Bo trudmg Bd Tai chinh giao trach nhi¢m quén ly con dAu, thiét bi huu
khoa bi mit ciia B cho Vin thu B quan ly, sit dung theo quy dinh. Thu truéng
cac don vi thudc B, cac don vi nganh Tai chinh giao trach nhiém quan ly con
déu, thiét bj luu khoéa cta don vi (néu c6) cho Vin thu co quan quan ly, st dung
theo quy dinh.

2. Vin thu co quan ¢6 trach nhi€ém

a) Bao quan con diu, thiét bi luu khéa bi mét tai phong lam viéc clha
nguoi duge giao quan ly va sir dung con dAu, thiét bi luu khéa bi mat. Trudng
hop can dua con déu, thit bi luu khéa bi mét ra khdi co quan, don vi phai dugc
SIf dfing y cua nguoi dimg dau co quan, don vij va phai chiu trach nhiém vé viée
bao quan, st dung con d4u. Con déu phai duge béo quan an toan trong gio cling
nhu ngoai gio lam viéc.

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn



24

b) Chi giao con d4u, thiét bi Iuu khéa bi mat cla co quan, t6 chirc cho
ngum khac khi duge phép bang vin ban cha ngudi €0 thdm quyén. Viéc ban
giao con ddu, thidt bi luu khéa bi mét cia co quan, té chirc phai duge 13p bién
ban.

¢) Phai tryc tiép déng déu, ky sé vao van ban do co quan, don vi ban hanh
va ban sac van ban.

d) Chi dugc dong dau ky s6 cia co quan, don vi vao vin ban di c6 chir
ky clia ngudi ¢é thim quyén va ban sao vin ban do co quan, don vi truc tidp
thuc hién.

3. C4 nhan c6 trach nhiém ty bdo quan an toan thiét bi luu khoéa bi mat va
khéa bi mét.

4. Khi don vi c6 quyet dinh sép nhdp, hodc chia tach thanh cac don vi
méi, hodc giai thé thi don vi pha1 ndp con dau cii/thiét bj huu khéa cii cho Vin
phong/Tin hoc co quan, don vi tir ngay quyét dinh c6 hiéu luc thi hanh. Vian
phong/Tin hoc co quan, don vj ¢6 trach nhiém thu hdi con du cii/thiét bi luu
khéa bi mét cii va phdi hop véi don vi méi lam thu tuc xin khéc con déu méi/
cép lai thiét bi luu khda bi mat méi cho co quan, don vi (d6i véi thiét bj hru
khda bi mat, Tin hoc co quan, don vi 1am diu méi thue hién thil tuc cip).

5. Khi nét diu bj mon hogic bi bién dang, ngudl quan ly va si dung con
dau phai bao cao Thu trudng don vi dé 1am thi tuc dbi dau. Truomg hop con diu
bi mét, Tha tru.'cmg don vi phai bao kip thdi cho co quan cong an dia phuong, 1ap
bién ban va bio cdo Thu trudng co quan, dong thoi phdi hgp xir Iy theo quy dinh
cua phap luat.

6. Pbi v6i dom vi 6 tir hai (02) con daw/thiét bj luu khoéa bi mit: Viée
quan ly, sir dung con dau/ thiét bi luu khéa bi mat thir hai thyc hién nhu dbi voi
con dAw/thiét bi luu khéa bi mat thir nhét.

7. Thi truémg don vi va nguoi duge giao quan ly, sir dung con dAu, thiét
bi luu khéa bi mét chiu trach nhi¢ém trudc Bo tru’orng, Tha trudng co quan va
trude phap luat vé viée quan 1y va sir dung con déu va thiét bj luu khoéa bi mat.

Piéu 35. St dung con d4u vi thiét bi lru khéa bi mit

1. Str dung con diu

a) Dau déng phai 16 rang, ngay ngén, ding chidu va ding ding myc dau
mau doé theo quy dinh.

b) Khi déng d4u 1én chir ky, déu déng phai trim 1én khoang 1/3 chit ky vé
phia bén trai.

¢) Céac vin ban ban hanh kém theo v&n ban chinh hodc phu luc: Diu duoc
déng 1én trang dau, trim mot phan tén co quan, don vi hojc tiéu dé phu lyc.
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d) Déu giap lai duge dong vao khoang gifta mep phai cta van ban hoic
phu luc van ban, trum lén mot phén cac t& gidy; mdi du dong ti da 05 t& van

ban.

d) Déu ndi chi st dyng dé déng cac vin bang, chimg chi va duge dong
vVao goc duéi bén phai, tram 1/3 dudng kinh con déu 1én anh chan dung cla

ngudi dugce cAp van bing, chitng chi.
2. Sir dung thiét bj luu khoa bi mat

Thiét bi Iuu khoa bi mat cia co quan, don vi duge sir dung dé ky s& cac
vin ban dién tir do co quan, don vi ban hanh va ban sao tir van ban gidy sang

vin ban dién tu.
Chwong VI

TO CHUC THUC HIEN

Pidu 36. Kinh phi cho cong tic vin thur

1. Co quan, don vi c6 trach nhiém bd tri kinh phi cho cong tac van thu
trong du todn ngan sach nha nude héng nam.

2. Kinh phi cho cong tac van thu duge st dung vao cac cong viéce

a) Mua sim, ning cép hé thdng, ha tang k¥ thuét, trang thiét bi, vat tu tiéu
hao phuc vu cong tac vin thu, quan 1y va van hanh hiéu qua H¢ théng quan 1V tai

liéu dién tr.

b) Bao dam théng tin lién lac, chuyén phét vin ban, s6 hoa vian ban.

¢) Nghién ctru, img dung khoa hoc va chuyén giao céng nghé trong cong
tac vin thu.

d) Céc hoat dong khac phuc vu cong tac van thu.

Pidu 37. Trach nhi¢m thye hién

1. Tha trudng céc co quan, don vi thudc B cé trach nhiém:

a) Quan triét, chi dao, theo ddi, kidm tra, dén ddc céng chue, vién chir,
ngudi lao dong thude don vi thuc hién nghiém Quy ché nay.

b) Té chire, chi dao viéc nghién ctu, img dung khoa hoc va cong nghé

trong cong tac van thu.

¢) B4 tri nhén sy, vi tri, dién tich, phuong tién 1am viéc phu hop, bao dam
gift gin bi mét nha nudc, bdo quan an toan con dAu, thiét bi luu khoa bi mét cla

co quan, don vi.

d) Té chire dao tao, bdi dudng ngudi lam cong tac van thu; quén Iy cong

tac thi dua, khen thudng trong cbng tac van thu.
d) So két, tdng két v& cong tac vin thu trong pham vi co quan, don vi.
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2. Chanh Van phong B9 ¢6 trach nhiém chi dao quan 1y cong tac van thur
cua Bo Tai chinh theo cdc quy dinh cia Nha nuoc va ctia B Tai chinh; tién
hanh kiém tra dinh ky, dot xuét cong tac van thu cua cac don vi thude B va cac
don vi nganh Tai chinh, bao cdo, dé xuht véi Lanh dao B vé ting cudng céng
tac van thu tai Bo Tai chinh va cac don vi nganh Tai chinh.

3. Cuc Tin hoc va Thong ké tai chinh, don vi phu trach cdng nghé thong
tin ca co quan, don vi ¢é trach nhiém hd trg nguoi st dung quén ly, khai thac
cac chirc ning cva Hé théng; quan ly, vén hanh h¢ théng ha tang ky thuat cong
ngh¢ thong tin dam bao vén hanh thong subt, xr Iy cac vuéng méc lién quan dén
van d& k§ thuat cia Hé thdng; thudng xuyén thuc hién sao luu dit liéu toan bo hé
théng dam bao an toan, an ninh théng tin.

4. Déi v&i cac Tong cyc va tuong duong, cac don vi nganh Tai chinh: Cén

clr vao quy dinh tai Nghi dinh 30/2020/ND-CP va quy dinh tai Quy che nay dé

ban hanh Quy ché cong tac van thu cho pht hop véi tinh hinh thuc té ciia don
Vi

5. Can bd, cdng chic, vién chie, ngudi lao dong trong qua trinh giai
quyét cdng vigc lién quan dén cong tac van thu phai thyc hién diung cac quy dinh
tai Quy ché nay va nhimng quy dinh c6 lién quan vé cong tac vén thu.

a) C6 trach nhiém quan ly, gilt gin van ban, tai ligu va lép hd so cée cong
viéc dugc giao, nghi 12 tir 3 ngay trd 18n phai niém phong tu dung tai lidu va
phong lam viéc.

b) Khéng tu y cung cip cho co quan, ca nhin khéng c6 trach nhiém
nhiing thong tin, tai liéu, hd so cong viée di va dang xit Iy hodc chua co y kién
cia Thu truong co quan, don vi. Ca nhan cé trach nhiém bao quan va duoc
quyén khai thac hd so cong viéc phuc vu cdng téc theo quy dinh.

c) Cong chire, vién chirc, ngudi lao dong khéng tv y mang tai li¢u ra khoi
tru s¢ co quan, truo‘ng hop can thiét phai mang tai liéu ra khoi try s& co quan
phai dugc sy ddng ¥ ciia Tha trudng co quan, don vi; khi chuyén cong tac hodc
nghi ché do phai lam thi tuc ban giao theo quy dinh.

6. Céc cin cir vién dan tai Quy ché nay néu duge bd sung, stra d6i hodic
thay thé thi dugc thuc hién theo quy dinh cla cic van ban bd sung, stra d6i hoic
thay thé.

7. Trong qua trinh trlen khai thuc hién, néu c6 van de khé khan, vudng
mic, cac don vi phan anh vé Vin phong B Tai chinh dé téng hop, trinh B)
trudmg xem xét, sira doi, b sung Quy ché cho phi hop./.
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Phu Iyc I
THE THU'C, KY THUAT TRINH BAY VAN BAN HANH CHINH
] VA BAN SAO VAN BAN,
BANG CHU VIET TAT KY HIEU PON VI
(Kém theo Quyét dinh s6 688/QD-BTC ngay 29 thdang 4 nam 2020
ctia Bo Tai chinh)

Phén I
THE THU'C VA KY THUAT TRiINH BAY VAN BAN HANH CHINH

I. QUY PINH CHUNG

1. Khd gidy: Khd A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chidu dai cua khd A4. Trudng hop ndi dung vin
ban ¢6 cac bang, biéu nhung khéng dugc lam thanh cac phu luc riéng thi vian
ban c6 thé duge trinh bay theo chiéu rong.

3. Dinh 12 trang: Cach mép trén va mép dudi 25 mm; cach mép trai 30
mm; cach mép phai 20 mm.

4. Phong chii: Phong chir tiéng Viét Times New Roman, bd ma ky v
Unicode theo Tiéu chudn Viét Nam TCVN 6909:2001, mau den, khoang cach
ky tw & ché d6 Normal (100%).

5. C& chir va kiéu chir: Theo quy dinh cy thé cho timg yéu t thé thirc.

_ 6. Vi tri trinh bay cac thanh phén thé thirc: Puoc thuc hién theo Muc [V
Phén [ Phu luc nay.

7. 86 trang vin ban: Puge danh tir so 1, bing chit s6 A Rap, ¢ chir 13,
kiéu chir ding, dugc dét canh gitia theo chidu ngang trong phan 18 trén cla vin
ban, khong hién thi s trang thir nhét,

1. CAC THANH PHAN THE THUC CHINH

1. Qudc hiéu va Tiéu ngit

a) Quoc hiéu “CONG HOA XA HOI CHU NGHIA VIET NAM™: Duoc
trinh bay béng chit in hoa, ¢& chit 13, kiéu chir dimg, ddm va ¢ phia trén cing,
bén phai trang dau tién clia vin ban.

b) Tiéu ngit “Péc 14p - Ty do - Hanh phtic”: Dugc trinh bay bang chit in
thuorng, c& chir 14, kiéu chit dimg, ddm va dugc canh glu’a dudi Quoc hiéu; chir

c4i dau cva cdc cum tir duge viét hoa, gilta cac cum tir ¢d gach ndi (-), co cach
chit; phia dudi ¢6 duong ké ngang, nét lién, c6 dd dai bing do dai ctia dong chi.

¢) Qudc higu va Tiéu ngu durgc trinh bay tai 8 s6 1 Muc IV Phén I Phu luc
nay. Hai dong chit Quéc hiéu va Tiéu ngir dugc trinh bay cach nhau dong don.

2. Tén co quan, don vi ban hanh van ban
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a) Tén co quan, don vi ban hanh vén ban 1a tén chinh thire, diy da cua co
quan, don vi hoéc chirc danh nha nuée cua nguoi cod thAm quyén ban hanh vin
ban (sir dung thu cong, thu chiic mimg...).

Tén co quan, don vi ban hanh van ban bao gom tén cua co quan, don vi
ban hanh vin ban va tén cia co quan chii quan true tiép (néu cé).

Péi voi tén co quan chli quan tryc tiép & dia phuong cé thém tén tinh,
thanh pho tryc thudc trung wong hodc huyén, quén, thi x4, thanh phd thude tinh,
“thanh phé thudc thanh phé tre thude trung vong hodc x4, phudng, thi trén noi co
quan, don vi ban hanh van ban dong tru so. Tén clia co quan cht quan tre tiép

duoc viét tit nhimg cum tir théng dung.

b) Tén co quan, don vi ban hanh van ban duogc trinh bay béang chir i in hoa,
& chit 13, kiéu chir dimg, dim, duge dit canh gitta dudi tén co quan, té chire
chu quan tryc tiép; phia dudi co6 dudng ké ngang, nét lién, c6 db dai bang tir 1/3
dén 1/2 do dai cua dong chit va dit can ddi so voi dong chi.

Tén co quan chu quan truc tiép duge trinh bay béng chit in hoa, ¢c& chi
13, kiéu chir dimg.
Tén co quan, don vi ban hanh vin bén va tén co quan chu quén truc tiép

dugce trinh bay cach nhau dong don. Tru'()‘ng hop tén co quan, don vi ban hanh
viin ban, tén co quan chu quan tryc tiép dai c6 thé trinh bay thanh nhiéu dong.

_ ¢) Tén co quan, don vi ban hanh van ban dugc trinh bay tai & s6 2 Muyc TV
Phan I Phu luc nay.
3. 86, ky hiéu ctia van ban
a) Sb ciia van béan 14 s6 thir tu vin ban do co quan, don vi ban hanh trong

mét ndm duge dang ky tai Van thir co quan theo quy dinh. S6 ctia vin ban duge
ghi bing chit s6 A Rip.

b) Ky hiéu cia vin ban

Ky hiéu cua van ban bao gdm chir viét tit tén loai van ban va chit viét tit
tén co quan, don vi hodc chuc danh nha nudce ¢o thidm quyén ban hanh van ban.
Pbi véi cong vin, ky hiéu bao gdm chir v1et tat tén co quan, don vi hoac chuc
danh nha nudc ban hanh cdng van va chit viét tit tén don vi soan thao hodic linh
vuc dugce giai quyét.

Chit viét tét tén céc don vi thudc BY duge quy dinh tai Phan III Phu luc I
Quy che nay.

Chir viét tit tén cac don vi nganh Tai chinh bao dam ngén gon, dé hiéu va
théng nhét nguyén téc viét tat gom tén viét tit don vi va tén dia danh (riéng d6i
v6i Thanh phd H6 Chi Minh viét tét 1a TPHCM, cu thé Cuc thué Thanh phé Ho
Chi Minh: CTTPHCM; Cuc Dy trit Nha nudce khu vue Thanh phé Hb Chi Minh:
CDTTPHCM).
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¢) S8, ky hiéu cia vin ban duge dit canh gita dudi tén co quan, don vi
ban hanh vin ban. Tir “S8” dugc trinh bay bang chir in thuong, ¢ chir 13, kiu
chir dimg; sau tir “S6” c6 ddu hai chim (;); véi nhiing sé nho hon 10 phai ghi
thém s6 0 phia trude. Ky higu cia van ban dugce trinh bay bang chit in hoa, c&
chit 13, kiéu chit dimg. Gitra sb va ky hiéu vin ban c6 dau gach chéo (/), giira
céc nhém chit viét tit trong ky higu van ban cé déau gach ndi (-) khéng cach chir.

d) Sd, ky hiéu ciia van ban dugc trinh bay tai 6 s&6 3 Muc IV Phan I Phu
luc nay.

4, Pia danh va thoi gian ban hanh van ban

a) Pja danh ghi trén vin ban do co quan nha nuéc ¢ trung uong ban hanh
la tén goi chinh thirc cta tinh, thanh phé truc thude trung wong noi co quan ban
hanh vin ban déng tru sd. Pia danh ghi trén vin ban do co quan nha nude ¢ dia
phuong ban hanh 1a tén goi chinh thirc cia don vi hanh chinh noi co quan ban
hanh vin ban déng tru so.

Pbi v6i nhimg don vi hanh chinh duge dit theo én ngudi, bang chit s
hoiic su kién lich sit thi phai ghi tén goi ddy du ctia don vi hanh chinh d6.

b) Thoi gian ban hanh vén ban

Thoi gian ban hanh van béan la ngdy, thang, ndm van ban dugc ban hanh.
Théi gian ban hanh van ban phai dugce v1et day du; cac s6 thé hién ngay, thang,
nam ding chir sb A Rap; d6i véi nhitng sb thé hién ngay nhoé hon 10 va thang 1,
2 phai ghi thém sd 0 phia truée.

c) Dia danh va thoi gian ban hanh vén ban dugc trinh bay trén cung mot
dong vai s6, ky hiéu vin ban, tai & sé 4 Muc IV Phan I Phu luc nay, bang chit i in
thudng, c& chir 14, kiéu chir nghiéng; cdc chit cai du cua dia danh phai viét
hoa; sau dia danh cé dau phdy (,); dia danh va ngdy, thang, ndm duoc dat dudi,
canh gitta so v&i Qudc hiéu va Tiéu ngit.

5. Tén loai va trich yéu noi dung vin ban

a) Tén loai van ban la tén cia timg loai van ban do co quan, don vi ban
hanh. Trich yéu néi dung vén ban la mdt céu ngin gon hoic mot cum tir phin
anh khai quat ni dung chu yéu clia vin ban.

b) Tén loai va trich yéu ndi dung vin ban dugc trinh bay tai 6 s6 5a Muc
IV Phén [ Phu luc nay, dit canh giifa theo chiéu | ngang vén ban. Tén loai van ban
duoc trinh bay bang chir in hoa, ¢& chit 14, kidu chit dimg, dam. Trich yéu noi
dung van ban dugc dit ngay dudi tén loai vin ban, trinh bay bing chir in
thudng, c¢& chir 14, kiéu chir dting, ddm. Bén dudi trich yéu noi dung vin ban cé
duong ké ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 d6 dai ctia dong chir va
d4t can dbi so v6i dong chit.

Dbi vé6i cdng van, trich yéu ndi dung viin ban dugc trinh bay tai 6 s& 5b
Muc IV Phan I Phu luc nay, sau chit “V/v” bing chir in thudng, ¢& chir 12, kiéu
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chit dimg; dit canh giita dudi s6 va ky hiéu van ban, cach dong 6pt véi s6 va ky
hiéu vin ban.

6. Ndi dung van ban

a) Cin ¢t ban hanh van ban

C#n cir ban hanh vin ban bao gom vidn ban quy dinh thim quyén, chirc
ning, nhiém vu clia co quan, don vi ban hanh vén ban va cac van ban quy dinh
ndi dung, co s& deé ban hanh vin ban. Cén cu ban hanh van ban dugc ghi day du
tén loai van béan, sd, ky hiéu, co quan ban hanh, ngdy thang nam ban hanh van
ban va trich yéu ndi dung véan ban.

Can ctr ban hanh vin ban dugc trinh bay bang chif in thuong, kiéu chir
nghiéng, ¢& chit 14, trinh bay dudi phén tén loai va trich yéu ndi dung van ban;
sau méi cin cr phal xudng dong, cudi dong cé dau cham phay (), dong cuoi
cing két thic bang dau cham (.).

b) Khi vién din lan dau van ban cé lién quan, phai ghi day du tén loai, s0,
ky hiéu clia van ban, thoi gian ban hanh van ban, tén co quan, to chirc ban hanh
van ban va trich yéu ndi dung vin ban; trong céc 1an vién dan tiep theo, chi ghi
tén loai va so, ky hiéu cda vin ban do.

¢) B6 cuc ctia ndi dung van ban: Tuy theo tén loai va ndi dung, van ban co
thé ¢6 phan cin cr phap ly dé ban hanh, phin mé& déu va ¢ thé duge bo cuc
theo phan, chuong, muc, tiéu muyc, dieu, khoan, diém ho#ic dugce phan chia thanh
cac phan, myc tir 16n dén nho theo mét trinh tyr nhét dinh.

d) Poi véi cac hinh thirc van ban duoc bo cuc theo phan, chuong, muc,
tidu muc, didu thi phan, chuong, muc, tieu myc, diéu phai c6 tiéu dé. Tiéu dé la
cum tir chi ndi dung chinh ctia phén, chuong, muc, tiéu muc, diéu.

d) Cach trinh bay ph?m, chuong, muc, tiéu muc, didu, khoan, diém:

Tir “Phan”, “Chuong” va s6 thir tu cua phin, chuong duge trinh bay trén
mot dong riéng, canh giira, bing chir in thudng, c& chir 14, kiéu chir dimg, dam.
Sé thir tu ctia phan, chuong ding chit s6 La Ma. Tiéu dé cta phan, chuong dugc

trinh bay ngay dudi, canh giira, bﬁng chir in hoa, cG chir 14, kiéu chir dimg, dam.

Tir “Muc”, “Tiéu muc” va sb th tu clia muc, tiéu muc duoc trinh bay trén
mot dong riéng, canh giffa, bé‘mg chit in thuong, c& chir 14, kiéu chir diing, dam.
S6 thir ty ctia muc, tiéu muc dung chit s6 A Rap. Tiéu d& cta muc, tiéu muc
duoge trinh bay ngay dudi, canh giira, béng chir in hoa, ¢& chir 14, kidu chir
dimg, dam.

Tir “Piéu”, sb thu tu va tiéu dé cua didu duoc trinh bay bang chit in
thuéng, 1ut d4u dong lcm hode 1,27cm. S6 thi tu cua diéu dung chir s6 A Rap,
sau s6 thi ty ¢6 dau chim (.); c& chit béng c¢& chif cla phin 1oi vin, kiéu chit
dimg, dam.
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Sé thir tu cac khoan trong mdi myc ding chir s6 A Rép, sau s6 thir tur co
dAu chdm (.), c& chir ) bang ¢& chit ciia phan 101 van, kiéu chir duing. Néu
khoén ¢6 tidu d&, s& thir tu va tiéu dé cta khoan dugce trinh bay trén mét dong
riéng, bing chir in thudng, c& chit bang c& chit cua phan 141 van, kiéu chit ding,

Thir tu cac diém trong mdi khoan ding céc chit cai tiéng Viét theo thir ty
bang chir cdi tiéng Viét, sau c6 dau déng ngoic don, bing chit in thuong, ¢& chit
bing ¢& chit ciia phin 16 van, kidu chir dimg.

e) Noi dung van ban dugc trinh bay bang chit in thuong, duge canh déu ca
hai 18, kiéu chir dimg; c& chit 14; khi xudng dong, chir dau dong Ui vao lem
hodc 1,27cm; khoéng cach gitta cac doan van td1 thidu 1a 6pt; khoang cach giira
cac dong ti thiéu 14 dong don; tbi da 1a 1,5 lines.

2) N6i dung van ban dugc trinh bay tai 6 s0 6 Muc IV Phin I Phuy lyc nay.

7. Chitc vu, ho tén va chir ky ciia ngudi ¢6 thdm quyén

a) Chit ky cla ngudi co tham quyen 1a chir ky cia ngudi co thim quyén
trén van béan gidy hodc chit ky s clia ngudi o thim quyén trén van ban dién i,

b) Viéc ghi quyén han ctia ngudi ky dugc thuc hién nhur sau:

Truong hop ky thay mat tap thé thi phai ghi chit viét tit “TM.” vao trude
tén tap thé lanh dao hoic tén co quan, t6 chirc.

Trudng hop duge giao quyén cip trudng thi phai ghi chit viét tit “Q.” vao
trude chirc vu clia ngudi dimg dau co quan, don vi.

Tru’(mg hop ky thay nguoi du’ng diu co ‘quan, don vi thi phai ghi chir viét

tat “KT.” vao truéc chirc vu ciia ngudi dimg dau Trudng horp cap pho duoc giao
phu trach hodc diéu hanh thi thyc hién nhu cép phoé ky thay cdp truéng,

Trudng hop ky thira 1¢nh thi phai ghi chit viét tit “TL.” vao trudc chirc vu
ctia ngudi dimg dau co quan, don vi.

Trudmg hop ky thira uy quyén thi phai ghi chit viét tat “TUQ.” vio trude
chirc vu clia nguoi ding dau co quan, don vi.

¢) Chic vy, chirc danh va ho tén cua nguoi ky

Chéc vu ghi trén vin ban 1a chirc vu lanh dao chinh thic cua nguti ky
vin ban trong co quan, don vi; khéng ghi nhitng chic vu ma Nha nuéce khéng
quy dinh.

Chirc danh ghi trén van bén do cac ) chuc tu v&n ban hanh 13 chizc danh
1anh dao cia ngudi ky van ban trong t chire tur van.

Péi v6i nhitng t6 chitc tur vén dugc phép sur dyng con dau cua co guan,
don vi thi ghi chire danh cia ngudi ky vén ban trong t§ chire tu van va chic vu
trong co quan, don vi. D1 vdi nhimg td chire tur van khéng duge phép sur dung
con diu cua co quan, don vi thi chi ghi chirc danh cda ngudi ky van ban trong o

chirc tu van.
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Chirc vu (chirc danh) cta ngud¢i ky van ban do Hoi ddng hodc Ban Chi
dao ciia Nha nuédc ban hinh ma l&nh dao B 1am Trudng ban hodc Pho Trudng
ban, Chu tich hodc Pho Chu tich Hoi ddng thi phai ghi rd chirc vu (chic danh)
va tén co quan BO Tai chinh & phia trén ho tén nguoi ky.

Ho tén ngu'(‘:fi ky vin ban bao gdm ho, tén dém (néu co) va tén cla ngudi
ky vén ban. Péi voi vin ban quan 1y hanh chinh nha nuée, khoéng ghi hoc ham,
hoc vi va cdc danh hiéu danh dy khac trude ho va tén nguoi ky. Déi v6i van ban
cua cac don vi su nghiép gido duc thudée Bo, trong cdc van ban hanh chinh
dugce soan thao va luu hanh theo chuyen nganh trong hé théng glao duc dao
tao thi duoc st dung hoc ham, hoc vi trudc ho va tén ctia ngudi co tham
quyén ky vin ban,

d) Hinh anh, vi tri chir ky 5O clia nguorl c6 thdm quyén 13 hinh anh chit ky
ciia nguoi ¢ thim quyen trén van ban gidy, mau xanh, dinh dang Portable
Network Graphics (.png) nén trong sudt; dat canh gira chirc vu clia ngudi ky va
ho tén ngudi ky.

d) Quyén han, chirc vy ctia ngudi ky dugc trinh bay tai 6 56 7a Muc IV
Phén I Phu luc ndy; chitc vu khéc cta ngudi ky duoc trinh bay tai 6 56 7b Muc
v Phan I Phy luc nay, phia trén he tén ciia ngudi ky vén ban; cac chir viét it
quyen han nhu: “TM.”, “Q.”, “KT.”, “TL.” , “TUQ.” va quyén han chuc vy cua
nguoi ky duge trinh bay bang chit in hoa c& chit 13, kiéu chit dimg, dam.

Chir ky cua nguoi cé thdm quyén duoc trinh bay tai 6 s& 7¢ Muc IV Phén
I Phu luc nay.

Ho tén ctia ngudi ky vin ban dugce trinh bay tai 6 s6 7b Muc IV Phin |
Phu luc nay, béng chit in thudng, c& chit 14, kiéu chir dimg, dam, dugc dit canh
gifta quyén han, chirc vu ctia nguoi ky.

8. DAu, chi ky sb cia co quan, don vi

a) Hinh anh, vi tri chit ky sb cia co quan, don vi 12 hinh anh d4u cna co
quan, don vi ban hanh vin ban trén vin ban, mau d6, kich thudc bing kich
thuée thyuc té ciia ddu, dinh dang (.png) nén trong sudt, trom 1&n khoang 1/3 hinh
anh chir ky s6 clia ngudi cé thim quyén vé bén trai.

b) Chir ky sd ciia co quan, don vi trén vén ban kém theo vén ban chinh
duge thé hién nhu sau: Vin ban kém theo cung tép tin v6i ndi dung véan ban dién
tir, Van thu co quan chi thuc hién ky sé vén ban va khong thye hién ky s6 lén
vin ban kém theo; vin ban khong ciing tép tin véi ndi dung vén béan dién tu, Van
thu co quan thyc hién ky s6 cua co quan, don vi trén van ban kém theo.

Vi tri: Goce trén, bén phai, trang d3u cua vin ban kém theo;

Hinh anh chit ky sb clia co quan, don vi: Khéng hién thi;
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Théng tin: S6 va ky hiéu vin ban; thot gian ky (ngay thang ndm; gio phut
gidy; mii gio Viét Nam theo tiéu chuan ISO 8601) dugc trinh bay bang phong
chit Times New Roman, chit in thudng, kiéu chit dimg, ¢& chir 10, mau den.

. ©) DAu, chir ky sb cia co quan, don vi duge trinh bay tai 6 s6 8 Muc IV
Phan [ Phu luc nay.
9. Noi nhan

a) Noi nhan van ban gom: Noi nhan dé thyc hién; noi nhan dé€ kiém tra,
gidm sat, bao cdo, trao doi cong viée, dé biét; noi nhén dé luu van ban.

b) D4i véi To trinh; Bao cao (co quan, t0 chire, don vi cap dudi gui co
quan, to chirc, don vi cap trén) va Cong van, noi nhdn bao gom hai phéan:

Phén thtt nhit bao gom tir “Kinh giri”, sau do 13 tén cac co quan, tO chic
hodc don vi, cé nhan tryc tiép giai quyet cdng vige.

Phén thit hai bao gém tir “Noi nhén”, phia dudi la tir “Nhur trén”, tiép
theo 14 tén cac co quan, t6 chic, don vi va ¢4 nhan co lién quan khac nhén van
ban.

¢) Bi véi nhitng van ban khdc, noi nhan bao gom tir “Noi nhén” va phan
liét ké cac co quan, t0 chirc, don vi va ca nhan nhin vin ban.

d) Noi nhén duge trinh bay tai 6 s6 9a va 9b Muc IV Phin I Phy luc nay.

- Phin noi nhin tai 6 sé 9a (4p dung doi v&i T& trinh; Bao cédo cua co
quan, t6 chirc, don vi cap dudi gui co quan, t6 chirc, don vi clp trén va Cong
van):

Tuir “Kinh giri” va tén cac co quan, t& chtre, don vi hodc ca nhan nhén vin
ban duoc trinh bay bing chir in thudng, c& chir 14, kiéu chir dung; sau tir “Kinh

14 r
~

gui” ¢ d4u hai chidm (:); néu vin ban gui cho mot co quan, td chire, don vi hodc
mot ¢4 nhan thi tir “Kinh gai” va té€n co quan, td chirc, don vi hodc ca nhén dugc
trinh bay trén cung mét dong; trudng hop van ban giri cho hai co quan, td churc,
don vi hodic ¢4 nhén trd 1én thi xubng dong, tén mdi co quan, t6 chirc, don vi, ca
nhan hodc mdi nhém co quan, t8 chire, don vi, ¢4 nhan dugc trinh bay trén mot
dong riéng, d’é“tu dong c6 gach giéu dong (-), cuc‘)i‘ dong co diu chim phiy G),
cubi dong cudi cting c6 dau cham (.); cac gach dau dong dugc trinh bay thing
hang véi nhau duéi ddu hai cham.
_ Phan noi nhén tai & sb 9b (ap dung chung dbi véi cac loai van ban):

Tir “Noi nhan” dugc trinh bay trén mdt dong riéng (ngang hang véi dong
chir “quyén han, chirc vu ctia nguoi ky” va sat 1& trai), sau c¢é dau hai cham (3),

bang chit in thudmg, c& chit 12, kiéu chir nghiéng, dém; phian liét ké cac co quan,
td chire, don vi va c4 nhan nhén vin ban dugc trinh bay bang chit in thudng, c&
chir 11, kiéu chit ding; tén mdi co quan, td chire, don vi va ca nhén hodc mdi
nhom co quan, td chirc, don vi nhan van ban duge trinh bay trén mot dong riéng,

Y

dAu dong ¢ gach ddu dong (-) sét 12 trai, cudi dong c6 diu chim phéy (;), dong

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn



cubi cung bao gbm chir “Luu” sau ¢d ddu hai cham (©), tiép theo 14 chit viét tat
“VT7, diu phay {,), chix viét tat tén don vi (hodc bd phén) soan thao van ban va
s6 lugng ban luu, cudi ciing 13 ddu chim ().

1. CAC THANH PHAN THE THUC KHAC
1. Phu luc

_a) Truong hop vén ban ¢6 Phu lyc kém theo thi trong van ban phai co chi
dan vé Phu luc d6. Van bgin co tur hai Phu luc trd 1én thi cac Phu luc phai duoc
danh so thir tu bang chir s6 La Ma.

b) Tur “Phu luc” va sb thir tu cta Phu luc dugc trinh by thanh mdt dong
riéng, canh giita, bang chir in thuong, c& chir 14, kiéu chir ding, ddm; tén Phu
luc (n€u c6) dugce trinh bay canh giira, bdng chir in hoa, c& chir 14, kiéu chir
ding, dam.

¢) Théng tin chi din kém theo vin ban trén mdéi Phu luc duge ban hanh
bao gdm: S, ky hiéu vin ban, thdi gian ban hanh van ban va tén co quan, 16
chitc, don vi ban hanh vin ban. Théng tin chi din kém theo van ban dugc canh
gitta phia dudi tén cia Phu luc, chir in thuong, c& chir 14, kiéu chir nghiéng,
cling phong chit véi ndi dung van ban, mau den.

Théng tin chi din kém theo van ban trén mdi phu luc (Keém theo van ban
O .../...-... ngay .... thang ....ndm ....) dugc ghi day du ddi véi van ban gidy:
d6i vai van ban dié_‘:n tir, khong phai dlen thong tin tai cac vi tri nay.

d) Ddi véi Phu luc cling tép tin v&i ndi dung vin ban dién tir, Van thu co
quan chi thuc hién ky s6 van ban va khong thue hién ky s6 1én Phu luc.

Déi v&i Phu luc khéng cling tép tin v&i ndi dung van ban dién i, Van thu
co quan thuc hién ky s6 cia co quan, don vi trén tung t€p tin kém theo, cuy thé:

Vi tri: Goc trén, bén phai, trang dau ctia mdi tép tin;

Hinh &nh chir ky s6 ciia co quan, don vi: Khéng hién thi.

Théng tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nim; gid phut

gidy; mui gi¢ Vit Nam theo ti€u chuén ISO 8601) duoc trinh bay bang phdng
chir Times New Roman, chif in thudng, kiéu chir ding, ¢& chir 10, mau den.

d) 86 trang cua Phu lyc dugce danh sb riéng theo tung Phu luc.

¢) Mau trinh bay phu luc vin ban thyc hién theo quy dinh tai Phy luc II
Nghi dinh nay.

2. DAu chi d6 mat, mirc dd khin, céc chi dan vé pham vi luu hanh.

a) Dau chi dd mat

Viéc xéc dinh va déng du chi do mat (tuyét mat, t5i mét hodc mat), dau
tai Jiéu thu héi doi véi van ban c6 ndi dung bi mat nha nude duge thuce hién theo

quy dinh hién hanh. Con diu cac do mat (TUYET MAT, TOI MAT hozc MAT)
va déu tai lidu thu hdi duoc khic sin theo quy dinh ctia phap luat vé bao vé bi

www. ThuVienPhapLuat.vn
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mat nha nude. DAu chi d6 mat duge dong vao o s6 10a Muc IV Phan 1 Phy lyc
nay; dAu tai liéu thu hdi duge déng vao 6 s& 11 Muyc TV Phén I Phu lyc nay.

b) DAu chi murc dd khén

Khi soan thao van ban ¢é tinh chit khan, don vi hodc ca nhéan soan thao
van ban d3 xuét mirc do khan trinh ngudi ky van ban quyét dinh. Tuy theo mirc
d6 cén dugc chuyén phat nhanh, vin ban duoce xac dinh d6 khin theo céc muc
sau: héa téc, thuong khén, khén.

Con déu cac muc d6 khan dugc khic sin hinh chir nhét c6 kich thudc
30mm x 8mm, 40mm x 8mm va 20mm x 8mm, trén do cac ti “HOA TOC”,
“THUQONG KHAN” va “KHAN”, trinh bay bang chit in hoa, phong chit Times
New Roman, ¢ chir 14, kiéu chir dimg, ddm va dit can 601 trong khung hinh
chit nhét vién don. DAu chi mure d9 khén duoc déng vao 6 s& 10b Muc IV Phin 1
Phu luc nay. Myc dé déng d4u chi mirc d6 khan ding mau do tuoi.

¢) Céc chi din v& pham vi luu hanh

Déi vdi nhiing van ban cd pham vi, abi tuong, st dung han ché, st dung
cac chi dén vé pham vi luu hanh nhu “XEM XONG TRA LAT”, “LUU HANH
NOI BO”. Céc chi dan vé pham vi luu hanh trinh bay tai 6 s§ 11 Muc IV Phin I
Phu luc ndy, trinh bay cén dbi trong mdt khung hinh chit nhét vién don, bing
chit in hoa, phéng chit Times New Roman, ¢& chir 14, kidu chir dimg, dam.

3. Ky hiéu ngudi soan thdo van ban va s6 lugng ban phat hanh

Dugec trinh bay tai 6 s0 12 Muc IV Phin I Phu lyc nay, ky hidu bang chit
in hoa, sb luong ban bang chir s6 A Rap, c& chir 11, kiéu chir dimg.

4: Pia chi co quan, don vi; thu dién ti; trang théng tin dién ti; sb dién
thoai; s6 Fax.

Céc thanh phan nay duge trinh bay tai 6 s6 13 Muc IV Phan I Phy luc nay

& trang thir nhét cia vin ban, bang chit in thudng, c& chit 11, kiéu chir dimg,
dudi mot duong ké nét lidn kéo dai hét chiéu ngang cia vung trinh bay vén ban.

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn
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. 1V. SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN
HANH CHINH

1. Vi tri trinh bay céc thanh phan thé thic

O sb :  Thanh phan thé thirc viin ban
1 . Qubc hidu va Tiéu ngilt

2 Tén co quan, don vi ban hanh vin ban =
3 sS4, ky hiéu cia vin ban ‘g@:
4 Pia danh v thdi gian ban hinh van ban i
5a :  Tén loai va trich yéu néi dung vén ban %
5b . Trich yéu ndi dung cong van %
6 :  No6i dung vin ban E
7a,7b,7c  : Chirc vy, ho tén va chir ky cta ngudi c6 tham quyén ;3
8 . DAu, Chit ky s6 ctia co quan, t chirc ;
9a,9b  : Noinhan >
10a  : Dhuchidomat z
10b : DAu chi mirc d6 khén e
11 :  Chi dan v& pham vi Iuu hanh é
12 : Ky hiéu nguoi soan thao vin ban va sb hugng ban phét hanh =
13 Dia chi co quan, don vi; thu dién tiT; trang thong tin dién tir; sb %

dién thoai; sO Fax.

Chir ky so cua co quan, don vi cho ban sao vén ban sang dinh

14 dang dién tu
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Phan 11
THE THU'C VA KY THUAT TRINH BAY BAN SAO VAN BAN

I. BAN SAOQ SANG PINH DANG DIEN TU
1. Hinh thirc sao
“SAO Y” hoiic “SAOQ LUC” hodc “TRICH SAO”
2. Tiéu chuén cia van ban sb hoa
a) Dinh dang Portable Document Format (.pdf), phién ban 1.4 tr¢ 1én.
b) Anh mau.
¢) Do phan giai t6i thiéu: 200dpi.
d) Ty 18 sb hoa: 100%.
3. Hinh thire chit ky s6 ctia co quan, don vi trén ban sao dinh dang dién tir

w. ThuVienPhapLuat.vn

W

a) Vi tri: Goc trén, bén phai, trang dAu cha vin ban, trinh bay tai 6 s6 142
Muc IV Phan I Phu luc nay.

b) Hinh 4nh chit ky sb ctia co quan, don vi: Khéng hién thi.

¢) Thong tin: Hinh thirc sao, tén co quan, don vi sao vin ban, thoi gian ky2
(ngay thang nim; gio phut gidy; mui gid Viét Nam theo tiéu chuan ISO 8601 =
duoc trinh bay bing phéng chit Times New Roman, chif in thuong, kiéu chit dimg s
¢& chir 10, mau den. '

II. BAN SAO SANG PINH DANG GIAY

""{} =

032

Tel:

1. Th thitc ban sao sang dinh dang gidy =
2) Hinh thitc sao: “SAO Y” hoéic “SAO LUC” hoje “TRICH SAO”. 2
=
=

b) Tén co quan, don vi sao vén ban.

¢) 86, ky hiéu ban sao bao gdm sd thir ty dang ky (duoc danh chung cho cac
loai bén sao do co quan, don vi thuc hién) va chiy viet tat tén loai ban sao theo
Bang chir v’iét tat tén 102_1‘1 va cach ghi ky hiéu trén van ban tal Muc I Phu lyc IT Quy
ché nay. S6 dugc ghi bang chir s6 A Rap, bét dau lién tiép tir so 01 vao ngay 01
thang 01 va két thuc vao ngay 31 thang 12 hang nam.

d) Pia danh va thoi gian sao vén ban.

d) Chizc vy, ho tén va chir ky cia nguoi c6 thidm quyén sao vin ban.

e) DAu clia co quan, don vi sao van ban.

g) Noi nhan.

2. K¥ thudt trinh bay ban sao sang dinh dang gidy

a) Cac thanh phin thé thirc ban sao duge trinh bay trén cling mot to gify
(khé A4), ngay sau phan cudi cing cua vin ban can sao dudi mot duong ké nét
1idn, kéo dai hét chiéu ngang cia ving trinh bay van ban.
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b) Céc cum tir “SAO Y”, “SAO LUC”, “TRICH SAO” duoc trinh bay bang
chix in hoa, c& chir 13, kiéu chir dung, dam.

c) C& chir, kiéu chit cua tén co quan, don vi sao van ban; s, ky hiéu ban
sao; dia danh va thoi gian sao van ban; chirc vy, ho tén va chit ky cia nguoi co
thdm quyén; dau cua co quan, don vi sao van béan va noi nhén dugc trinh bay theo
hudng dan cac thanh phan thé thirc van ban tai khoan 2, 3, 4, 7, 8, 9 Muc II Phén I
Phu luc nay.

, d) MAu trinh bay ban sao dinh dang giéy dugc minh hoa tai Phu luc 11 Quy
ché nay.

3. So dd bé trf cac thanh phan thé thirc ban sao sang dinh dang gidy

a) Vi tri trinh bay cac thanh phén thé thirc

-~

Osb :  Thanh phin thé thire ban sao

1 Hinh thice sao: “SAO Y”, “SAO LUC” hodc “TRICH SAO”
2 Tén co quan, don vi sao vin ban
3 . 88, ky hidu ban sao
4 bia danh va ngay, thang, nam sao
5a,5b,5¢c : Chuc vy, ho tén va chir ky ciia ngudi ¢6 thdm quyén
6 . D#u ctia co quan, don vi
7 Noi nhan

awSoft * Tel: +84-8 39303279 ¢ www. ThuVienPhapLuat.vn
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Phin 111

BANG CHU VIET TAT KY HIEU PON VI

Stt Tén day di Tén viet tat
(ky hiéu don vi)
I. | Tén viét tit ciia cac dom vi thuje B§ Tai chinh =
1. | Vu Ngéan sach nha nudc NSNN g
2. | VubPhutr - - pT -
t’) Vu Tai chinh, quéc phong, an ninh, déc biét VI g
:1 Vu Tai chmh Hanh chmh sur nghlep HCSN g
5. |Vu Chlnh sach thue CST ;.j
6. | Vu Tai chinh céc ngan hang va té chir tai chinh TCNH -
B 7 Vu Hop tic qudc té | HTQT j:.“
8. Vu Phap ché o N I;C | %
9. Cuc K¢ hoach - Tai chmh KHTC :&
10 Vu Té chirc can b TCCB %
| 11. | Vu Thi dua - Khen thuéng TDKT ;%
12. | Thanh tra — | TTr -
13. | Vin phong VP
14. -Cuc Quan ly, giam sat ke toé;1 kiém toan QLKT
15. Cuc Quan ly cong san - QLCS -
16. Cuc Tai chinh doanh ngiq;ép T_EDN _
17. Cuc Quan Iy ng va Tai chmh (1‘01 ngoa1 B QLN R
18. |Cuc Quan 1y, giam sat bao hlem QLBH N
19 Cuc Quan ly gia “‘ QLG
20 - Tm hoc = Thong ke;; Chmh e THTK
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21| Téng ey Thué TCr
22 Tong cuc Hal quan TCHQ
23 Téng cuc Du' trit Nhf;l nu; TCDT
221. | Kho bac Nha nudéce o KBNN
_ 25 Uy ban Chung khoan Nha nudce b UBCK * =
2m6. Vlen Chlen hm‘c va Chmh sach tal chmh ----------------------------- CLTC g
“ _27 Thcn b;;_:Fa1 chmh Vlet Nam TBTC g
) 28 " Tap Chi Tal Chll‘lh | _ N o E TCTC E
29, | Truomg Bbi dudmg cén b wichoh BDCE
30, | Hoe vién Tai chinh - HvIC k!
31. | Nha xuét bin Tai chinh ; - NXE
_;;*Trmgn;é: ;ﬁt caa Hoi ddng, Ban sir dl-_mg con dﬁu“B@ - I:
Tal chmh *
ﬂﬂﬂﬂﬂﬂﬂﬂ 1. | H01 dong dmh g:a t;u san tr(n:g td tur?g hinh su & trung HDDGTE;_:
wong N
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3. Hmdo;lg xét ting danh higu Nha giao Nhéan dan Nha_L | HDXTDH Ei
glao Uu ta Bd Tai chinh 13n thu 15 nam 2020
“ —; Hoi dong Thi dua, khen thucmg Bo Tai chmh o _“—WI«{DTDKT "
5. | Ban visutién b—;l;lu nir BVSTBPN



Phy lyc I1
BANG CHU VIET TAT TEN LOAI
VA CACH GHI KY HIEU TREN VAN BAN,
MAU TRINH BAY VAN BAN PHU LUC VA BAN SAO VAN BAN
(Keém theo Quyét dinh s6 ' 688/0P-BTC ngay 29 thang 4 ndm 2020
cua Bo Tai chinh)

_ 1. BANG CHU VIET TAT TEN LOAI VA CACH GHI KY HIEU
TREN VAN BAN

1. Bang chit viét tht

STT Tén loai viin bin Chit viét tit

1. | Van ban hanh chinh
1. | Quyét dinh Qb
2. | Chithi CT
3. Quy ché QC
4. ! Quydinh Qyb
5. Théng cao TC
6. Thong bao TB
7. | Hudéng dan HD
8. Chuong trinh Clr
9. | Kéhoach KH
10. | Phuong an PA
11. |Déan PA
12. |Duén DA
13. |Baocao BC
14. | To trinh TTr
15. | Biénban BB
16. | Hop dbng HD
17. | Cong dién Cb
18. | Ban ghi nhé BGN
19. | Ban thoa thufin BTT
20. | Gidy uy quyén GUQ
21. | Gidy gidi thiéu GGT
22. | Gidy moi GM
23. | Gidy nghi phép GNP
24. | Phiéu gui PG
25. | Phiéu chuyén PC
26. | Phiéu bdo PB

IL. | Ban sao vin ban

1. Bansaoy SY
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STT Tén loai viin ban Chir viét tit
2. Ban trich sao TrS
3. Ban sao luc SL
III. | Vin ban chuyén nganh khac
1. | Kétluan KL
2. Cach ghi ky hiéu trén vin ban
a) Ky hi€u cac vin bén hanh chinh
STT | Cap ban hanh Tén viin ban K¥ hiéu
1. |Bb trudng Quyét dinh .../QD-BTC
2. | B trudng Chi thi .../CT-BTC
3. | Bo trudng Cong dién .../.CBD-BTC
4. | B trudng Vin ban hanh chinh ¢6 tén:
- Bao cao .../BC-BTC
- Théng bao .../TB-BTC
- T& trinh JTTr-BTC
5. | Bo truong Céng van .../BTC-Tén viét tit
cua don vi chu tri soan
thao
b) Ky hi¢u vian ban quy pham phap luat
STT | Cép ban hanh Tén vin ban Ky hiéu
1. | B trudong Théng tu .../20../TT-BTC
¢) Ky hiéu vin ban chuyén nganh khéac
STT | Cap ban hanh Tén van ban Ky higu
1. |B6 truémg Két tusin .../KL-BTC
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I, MAU TRINH BAY VAN BAN, PHY LUC VAN BAN VA BAN
SAO VAN BAN

1. MAu trinh bay viin ban

a) Mdu vén ban lay s6 B Tai chinh

Miu 1.1 | Chi thj

Miu 1.2 | Bdo cdo

Miu 1.3 B?O c40 clia co quan, don vi cap duéi giri co quan, don vi cap
trén

Mau 1.4 | Td trinh

M3iu 1.5 | Thong béo

Miu1.6 | Quyét dinh quy dinh tryc tiép

Miu 1.7 | Quyét dinh ban hanh vin ban kém theo (quy ché, quy dinh, diéu
18, ké hoach, chuong trinh ...)

Miu 1.8 Mau viin ban (dugc ban hanh, phé duyét kém theo quyét dinh) doi
vOi vin ban gidy

Miu19 | M3u vin ban (dugc ban hanh, phé duyét kem theo quyét dinh) d6i
v&i vin ban dién @

M3u 1.10 | Cong vin

Miu 1.11 | Gify moi

M3au 1.12 | Cdng dién

Mau 1.13 | Cong ham

M3au 1.14 | Cong thu

Miu 1.15 | Gidy gi¢i thigu

b) Méu véin ban ld'y s6 dom vi thugc B

Mju 1.16 | Quyét dinh ciia don vi thude Bo

Miu 1.17 | Céng van ctia don vi thude BS co con dAu riéng
Miu 1.18 | Céng van ctia don vi thude BJ xin ¥ kién ndi bd
Miu 1.19 | Gidy nghi phép

Méu 1.20 | Bién ban

¢} Mau vin ban ciia Hoi dong, Ban, Té str dung con ddu cua Bo Tai chinh

Mau 1.21

Céng van ctiia Hi dong sir dung con déu ctia B6 Tai chinh

d) Mdu vin ban don vi nganh Tai chinh
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M3u 1.22 | Quyét dinh ciia don vi nganh Tai chinh
M4iu 1.23 | Céng vn ctia don vi nganh Tai chinh
d) Mdu van ban chuyén nganh khdc

M3u 1.24 | Két luan

e) Mau vin

ban néi bé

Mau 1.25 | T& trinh B§

MAu 1.26 | Phiéu trinh giai quyét cong viéc
g) Méu vin ban quy pham phdp ludt

Miu 1.27 | Théng tu

M3u 1.28 | Thong tu lién tich

2. Miu trinh bay phu luc viin ban

Mau 2.1

Mau Phu luc vin ban hanh chinh gidy

M3au 2.2

M3u Phu lyc vin ban hanh chinh dién tu

3. Miu trinh bay ban sao vin ban

M3u 3.1

Ban sao sang dinh dang gidy

Mau 3.2

Ban sao sang dinh dang dién tir
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MAu sb 1.1: Chi thi

BO TAI CHINH

S4: ... .CT-BTC

----------------------------------

----------------------------------

----------------------------------

- Luu: VT, (3)(4).
Ghi cha:

--------------------------------------------------------------------------------------

LA

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Ty do - Hanh phic

Ha Négi, ngay thdng nam 20...

CHI THI

venmsossssmsassenssssens (1) serssseasssssessenssaces

---------------------------------------------------------------------------------------

.......................................................................................

KT. BO TRUGNG (5)
THU TRUOGNG

(Chit ky cuia nguoi co tham quyén
dau/chit ky sé ctia co quan)

Ho va tén

(1) Trich yéu ndi dung Chi thj

(2) N6i dung Chi thi

(3) Chit viét tit don vi soan thao
(4) S6 lugng ban phét hanh
(5) Tham quyén ky la B trudng, Thir trudng ky thay (KT.)
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Mau so 1.2: Bao cio

BQ TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Dde lap - Tw do - Hanh phiic
Sé: ....../BC-BTC Ha Néi, ngay  thang  ndm 20...
BAO CAO

V& cvee (Deverrnnne

(Tai liéu phuc vu cuge hop ...)

-------------------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------

........................................................................................................................ /.
Noi nhén: BO TRUONG (5)
- Lz VT, (3) (4).
(Chit ky ciia nguwoi ¢6 tham quyén
dau/chit ky s6 cua co quan)
Ho va tén
Ghi chu:

(1) Trich yéu: Tém tit ndi dung ciia Béo céo.

(2) Ngi dung Bao cdo.

(3) Chir viét tit don vj soan thio.

(4) 86 lugng ban phat héanh,

(5) Thdm quyén ky la B§ truémg, Thi trudng ky thay (KT.) hodc Lanh dao don vi soan théo Béo céo
ky thira énh (TL.).
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X A y - o . A e o . . A
Miu sé 1.3: Béo cao cta co quan, don vi cap dwdi giri co quan, don vi cap
trén

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Poe 1ap - Tu do - Hanh phie
$6: ....../BC-BTC Ha Noi, ngay  thang nam 20...
BAO CAO
A2 3 ) W
Kinh gini: .o ) O OOP
(3)ummseoeeeemneemmesessssoeeeees e i
........................................................................................................................ /.
Noi nhgn: BQ TRUONG (6)
- Nhu trén'

L VT, (4) (5
vu: (4) (5). (Chir ky cua ngu’m c6 tham quyen

dau/chit ky s6 ctia co quan)

Ho va tén

Ghi chi:

(1) Trich yeu Tém tﬁt ndi dung cua Béo cdo.

(2) Tén cac co quan, t4 chirc hodc ¢4 nhan nhin Bao cdo.

(3) N§i dung Bao cdo.

(4) Chir viét tit don vi soan thao.

(5) Sb lugng ban phat hanh.

(6) Thim quyen ky 1a BS trudng, Thir truémg ky thay (KT.) ho#c Linh dao don vi soan thao Bao céo

ky thira lgnh (TL.).

9 * www. ThuVienPhapLuat.vn
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M3au sé 1.4: To trinh

BQ TAI CHINH

S6:...../TTr-BTC

--------------------------------

................................

Noi nhin:
- Nhur trén;

............... )

- Lwu: VT, (4) (5).

Ghi cha:

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phice

Ha Ngi, ngay thang ndm 20...

TO TRINH
| ¢ ) W—

................................................................................................

-----------------------------------------------------------------------------------------

KT. BQO TRUONG (6)
THU TRUONG

(Chit ky ciia ngudi cé tham quyén
dau/chit ky sé cua co quan)

Ho va tén

(1) Trich yéu: Tém tét ndi dung cia T trinh.
(2) Co quan, don vi, ¢4 nhan nhin T& trinh.

(3) Nbi dung Té trinh.

(4) Chir viét tit don vj soan thao.
(5) 856 lugng ban phat hanh,
(6) Thim quyén ky 12 B8 truémg, Thir trzdng ky thay (KT.) hode Lanh dao don vi soan thao T& trinh

ky thira Iénh (TL.).

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn




MAu s6 1.5: Thong bao (Vi du: Maéu Théng bdo ciia B do Vin phong soan

thao)
BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phuc
S6: ... /TB-BTC Ha Néi, ngay  thdng nam 20...
THONG BAO
Ve ... o)
(2)-veveeeeaeesresie e s eca e

............................................................................................................... /.
Nei nhin TL. BQ TRUO'NG (5)
aRITTI ; CHANH VAN PHONG

Lurw: VT, 3) (4).

(Chit ky ctia nguoi c6 thdm quyén
daw/chit ky s6 cia co quan)

Ho va tén

Ghi chu:
(1) Trich yéu: Tém (&t ndi dung dé cap coa Thong bao.

(2) Ngi dung Thong bao.

(3) Chir vidt tit don vi soan thao, trudmg hop nay 13 VP.

(4) Sb lugng bin phat hanh.

(5) Thim quyén ky 12 B9 trudng, Thir trudng ky thay (KT.) hodic Lanh dao don vi sogn thao Théng
béo ky thira 1énh (TL.).

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn



10

M3u s6 1.6: Quyét dinh ciia Bd Tai chinh quy dinh true tiép

BOQ TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
Doe lap - Tw do - Hanh phiic
! QD-BTC Ha Ngi, ngay  thang ndm 20...
QUYET PINH
V& Viée coerennann.. (1ererrnerermonernnnersen

BQ TRUONG BQ TAI CHINH

Cin cir Nghi dinh 56 87/2017/ND-CP ngay 26 thdng 7 ndm 2017 cua
Chinh phti quy dinh chitc ndng, nhiém vu, quyén han va co cdu té chike ciia BS
Tai chinh;

CaAn et .. v oot e e e )

Can cir . e e e e e e e e ey

Theo dé nghz cua . veo enrerenvaerenvee nes (2)

QUYET DINH:
Dleu Lo e (3
Diéu 2. .
Pidu3......coooenean.. ch1u trach nh1em thi hanh Quyét dinh nay./.

Noi nhin: BQ TRUGNG (6)
- Nhu bidu ..;
: ﬁ{r};“{/'i*w(a)(S)
(Chik ky ctia nguoi ¢é thim quyén

ddu/chit ky s6 ctia co quarn)

Hog va tén

Ghi cha:

(1) Trich yéu ngi dung ciia Quyét dinh.

(2) Chirc danh thi truéng don vi cé thim quyén trinh.

(3) Tuy theo ndi dung ngin hay dai d& chia cac Diéu 1,2,3.. Néu Didu dai c6 thé chia thinh céc khoan
1,2,3... va cic diém ab,c...

(4) Chir viét tit don vi soan thao.

(5) 86 lugng ban phat hanh.

{6) Tham quyén ky la Bd truémg, Thir truong ky thay (KT.) hodc ngudi duge vy quyén ky Thira Gy
quyén (TUQ.).
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M3u sb 1.7: Quyét dinh ciia B§ Tai chinh ban hanh van ban kém theo

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Péc lap - Tu do - Hanh phic

8é: ......./.QDP-BTC Héa Néi, ngay  thang  ndm 20...

QUYET PINH
Ban hanh (phé duyét)............ (1) corennnernasaaaens vressens

BQ TRUGNG BQ TAI CHINH

Cén cit Nghi dinh sé 87/2017/ND-CP ngay 26 thang 7 nam 2017 cia
Chinh phii quy dinh chikc ndng, nhiém vy, quyén han va co cdu t6 chire ctia BS
Tai chinh;

COF CU coeev ot eeeaae e s e ran s een res v rnaney

GO CIE o\ oeeves ee e aan veevee vee e aanaes nee ars seany
Theo dé nghi CUA ... ..o oo e e e (2)

QUYET PINH:

Pidu 1. Ban hanh k&m theo Quyét dinh DAY .....ovoevveviiverrerincinans (1)

DB U 2 oot e ek R

DRI 3 oo et e /.
Noi nhan: BO TRUONG (5)

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn

- Nhu Diéu ...;
- Lan: VT, G)(4). o L
(Chit ky ctia ngudi co tham quyeri
ddw/chir ky s6 cua co quan)

Ho va tén
Ghi chi:
(1) Tén cia van ban kém theo (quy ché, quy dinh, didu 18, ké hoach, chuong trinh . . .) dugc ban héanh.
(2) Chirc danh Thi truéng don vi c6 thim quyén trinh.
(3) Chir viét tt don vj soan thio.
(4) S6 lugng ban phat hanh.
(5) Thim quyén ky 12 Bo trudng, Thir truomg ky thay (KT.) hodc ngudi duge Uy quyén ky Thira ty

quyén (TUQ.).
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MAu 1.8: MAu viin ban (dwgc ban hanh, phé duyét kém theo quyét dinh) d6i
v6i van ban gidy (*)
BOQ TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Ddc 1dp - Tw do - Hanh phiic
QUY CHE/QUY PINH 5
SRS GANAANNRER PPN MR BINSES (1) SRSV PPN RS RARER R RS LXITXXY] :;
(Kém theo Quyét dinh s6 ... /OP-BTC ngay thing ndm 3
ciia BG Tai chinh) &
A
Chwong I =
QUY PINH CHUNG E
DHU Lt oo I~
....................................... £
DU 2. L e )
.
Chuong ;
X et “’f
P U .. i
............................................... s
Chuong T
DRI L.vve et e, ﬁ
......... RRRAARAEILREEELL LI RAR LI PRI =
3 ) | S =
.................................................... /. =
Ghi cha:

(*) Mau nay ap dung déi véi cac vin ban dugc ban hanh kém theo quyét dinh (cd bidt), bd cuc c6 thé
bao gbm chpo’ng, muc, diéu, khoan, diém.
(1) Trich yéu ndi dung cua van ban.
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Miu 1.9: Miu vin ban (dwgc ban hanh, phé duyét kém theo quyét dinh) doi
v6i van ban dién tir (%)
Sé:...(3).....: ngay/thang/nam; gid: phit: gidy(4)

CONG HOA XA HOI CHU NGHIJA VIET NAM

BO TAI CHINH
Pic lap - Ty do - Hanh phéc

QUY CHE/QUY PINH
..... vevsssnsnssesarerres L 1) cavessresseesaneeraosscasens
(Kem theo Quyét dinh s6 ... /QD-BTC ngdy thang nam
ctia Bé Tai chinh)(2)

Q 1
5
Picu 1
L T51 1 T g R R R R R R R L R
.......................................
D'A 2
LUl Ze o irvrise s ee s susronesaasssssnnsnsarsassesesssstosansassassanonssrrineroneriourins
.......................................
........................................
N
Pie
T | R T L LR SR R R R R R R R R LR A R
...............................................
......................................
ﬂd
TR oo st ereseeseanasserannastssssnnssersaannessasrananesasarsassansamnossrinnsenii
..............................................
{)')k
BB . it e ese s et ravesesenenonasassesnssanassaneiststsesasstonssennsaniererasarcryrarscs
.................................................... /.
. e
Ghi chu:
:

s

(*) Mu ndy 4p dung d5i véi vin ban dién tir kém theo khdng ciing tép tin vGi ni dung quyét dinh
ban hanh hay phé duyét.

(1) Trich yéu ndi dung coa vin béan.

(2) D&i véi van ban dién tir, khong phai dién thong tin tai cac vi tri ny.

(3) S va ky hiéu Quyét dinh ban hanh hay phé duyét.

(4) Thoi gian ky s6 ciia co' quan, don vi (ngdy thing nam; giy phut gidy; mui gid Viét Nam theo ti€u
chuén I1SO 8601).

www. ThuVienPhapLuat.vn
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MAu sb 1.10: Cong viin ciia B§ Tai chinh (Vi du: Cong vén do Vu Tai chinh
quoc phong, an ninh, ddc biét soan thao)

BOQ TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
Pdgc lap - Tu do - Hanh phic
S6: ... /BTC-VI Ha Noi, ngay  thang nam 20...
ViV, (1)
Kinh gt
o e er—————— (22 N

.............................................

-------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------

......................................................................................................................... /.
Noi nhin - TL. BQ TRUGNG (6)

- Nhur trén; VU TRUONG VU TAI CHINH QUOC PHONG,
) LuuVT @) (5). AN NINH, PAC BIET

(Chit ky ciia ngueoi ¢6 thdm quyén
dav/chit ky so ctia co quan)

Hg va tén

Ghi chi;

(1) Trich yéu ndi dung Cong vin.

(2) Co quan, don vi, c4 nhdn nhén COng van (chi ghi co quan, don vi, ca nhan xi 1y chinh; nhitng co
quan, don vi, ¢4 nhén ¢6 lién quan khac ghi & phén Noi nhén).

(3) N§i dung Céng vin.

(4) Chit viét tit don vi soan thao, trrdmg hop niy 1a VI

(5) $6 lugng ban phét hanh,

(6) Thdm quyén ky la B trudng, Thit truémg ky thay (KT.) hoge Lanh dao don vi soan thao cong van
ky thira 1€nh (TL.).

9 * www. ThuVienPhapLuat.vn
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MAu sb 1.11: Gidy moi (Vi du. Gidy moi ctia Bé do Véin phong soan thao)

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 14p - Tw do - Hanh phuc

S6: ....../.GM-VP Ha Noi, ngay  thang  ndm 20...

GIAY MOT

----------------------------------------------

..................................................................................................

Chu tri
tri :
hu S A
[hoi glan .............................................................................

DA Q18I ettt et

Noi nhin: TL. BQ TRUONG (7)
- Nhy trén; CHANH VAN PHONG

- Luu VT {5) (6).

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn

(Chit ky cua nguoi co tham quyén
dau/chit ky 56 cia co quan)

Hog va tén

Ghi chu:

(1)Trich yéu nai dung cudc hop.

(2) Tén cdc co quan, té chire, ca nhan duge mai hop.

(3) Noi dung cude hop.

(4) Céc van de can luu y.

(3) Chir viét tit don vi soan thao, trudng hop nay 1a VP,

(6) S6 luorng ban phat hanh.

(7) Thdm quyén ky 12 B§ trudng, Thir truémg ky thay (KT.) hoic Lanh dao don vi soan thao Gidy moi
ky thira [énh (TL.).
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Méu s6 1.12: Cong dién

BQ TAI CHINH

SH: . /CP-BTC

.................................................................................................................................

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Noi nhin:
- Nhu trén;

........... 2

Luww VT, 4Xs).

Ghi cha:

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1dp - Tw do - Hanh phiac

Ha Noi, ngay  thang  ndm 20...

CONG DPIEN

BQ TRUONG BQ TAI CHINH dién:

oooooooooooooooooooooooooooooooooooooo

KT. BQO TRUONG (6)
THU TRUONG

(Chit ky cua ngudi c¢é tham quyén
dau/chit ky s6 cua co quan)

Ho va tén

(1) Trich yéu néi dung Céng dién.
(2) Tén co quan, t6 chitc nhin Cong dién

(3) N6i dung Cong dién.

(4) Chir viét tat don vi soan thao.
(5) So6 lugng ban phat hanh,
(6) Tham quyén ky 13 BG trudng, Thit trudng ky thay (KT.) hodc Lanh dao don vi soan théo ky thira

lénh (TL.).

9 * www. ThuVienPhapLuat.vn

:2-3

03

3

awSoft * Tel: +84-58-39



17

Mau 1.13: Céng ham
1. Mau Céng ham tiéng Viét

MINISTRY OF FINANCE
SOCIALIST REPUBLICOF VIETNAM

$o: BTC/ ma don vi soan thao
(Times New Roman 13-ding)

B Tai chinh nudc Cong hoa X4 hdi chi nghia Viét Nam kinh chao Pai sur
QUAN ..o tai Ha Noi va xin hén hanh dé cép dén mot viéc nhu sau:

(Noi dung coéng ham Times New Roman 14 - ding)

Nhén d1p nay, B9 Tai chinh nudc Cong hoa X& hoi chi nghia Viét Nam Xin
guri toi Pai str quan ..o tai Ha Ni 101 chao trin trong. (Ky nhdy)

Ha Noi, ngay thdng ndm 20...
(Times New Roman 14 nghiéng)

(Déng déu cia B)
Kinh giri: PSQ.......... tai Ha Noi
Pong kinh gi:
(Times New Roman 14 - dimg)

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn




18

2. MAu Céng ham tiéng Anh

MINISTRY OF FINANCE
SOCTIALIST REPUBLICOFVIETNAM

N BTC/ma don vi soan thao

(Times New Roman 13-ding)

The Ministry of Finance of the Socialist Republic of Vietnam presents its
compliments to the Embassy of ........ and has the honour to refer the latter to the
following matter:

(N61 dung cong ham: Times New Roman 14-dimg)

The Ministry of Finance of the Socialist Republic of Vietnam avails itself
of this opportunity to renew to the Embassy of ......... the assurances of its
highest consideration. (Ky nhdy)

Hanoi, / /
(Times New Roman 14 nghiéng)

(dong diu ciia B)
To: the Embassy of ......
Ce: ...
(Times New Roman 14~ ding)

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn
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MZu 1.14: Cong thw
1. Miu Cong thw tiéng Viét

BO TAI CHINH
NUGC OONG HOA XA HOI CHUNGHIA VIET NAM

Ha Ngi, ngay  thdng  ndm

Kinh gui: Nguyén Van A

Chirc danh

Co quan cong tac
Thua Ong (Ba)...,
(Nb6i dung thu: Times New Roman 14-dimg)
Kinh thu,
(Ky tén)

(Tén diy du)
(Chuc danh)

BO TAI CHINH
S6 28, phé Tran Hung Pao, quin Hoan Kiém, Thanh phd Ha Ngi
Fax: 8424, cccviaee Dién thoai: 8424............

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn
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2. Miu Céng thu tiéng Anh

MINISTRY OF FINANCE
SOCIALIST REPUBLICOFVIETNAM

Hanoi, .. .... ...

To:
Dear Mr or Mrs.. .,

(Times New Roman 14-ding)

Yours sincerely,
(Ky tén)

(Tén day du)
(Chitc vu)

MINISTRY OF FINANCE
28 Tran Hung Dao Street, Ha Noi, R.S Viet Nam

Tel: 8424................ Fax: 8424 ............

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn
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Mau sb 1.15: Gidy gi6i thigu
BQ TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic
Sé: ....../GGT-VP Ha Ngi, ngay  thdng  ndm 20...
GIAY GIOI THIEU

B Tai chinh trin trong gi6i thiu:

P& nghi Quy co quan tao diéu kién dé ong (ba) cb tén & trén hoan thanh
nhiém vuy.

Gidy nay co gid tri Aenhétngay: . ..o /.
Noi nhin: TL. BQ TRUONG
- Nhu trén; CHANH VAN PHONG
-Luu: VT.

(Chit ky cua nguoi co thdm quyén
dau/chit ky sé cua co quan, don vi)

Ho va tén

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn
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MAiu s6 1.16: Quyét dinh cita Thi trudng don vi thude Bj

BO TAI CHINH. _ CONG HOA XA HQI CHU NGHIA VIET NAM
CUC TIN HOC VA THONG KE Déc 13p - Tw do - Hanh phic
TAI CHINH
Sé: ... /QD-THTK Ha Ngi, ngay  thdng ndm 20...
QUYET PINH
Vé viéc ............ )

CUC TRUONG CUC TIN HQC VA THONG KE TAI CHINH

Cin cir Nghi dinh sé 87/2017/ND-CP ngay 26 rhang 7 ndm 2017 ciia
Chinh phi quy dinh chirc ning, nhiém vy, quyén han va co cau t6 chire cua B6
Tai chinh,

Can cir Quyét dinh sé 234/0D-BTC ngay 23 thang 02 ndm 2018 cua Bo
Tai chinh quy dinh chirc niing, nhiém vy, quyén han va co cdu 6 chire ciia Cuc
Tin hoc va Thong ké tai chinh;

Canctr . e e ee et e e e tre e e e ey -

Céan cur .

Theo dé nghz cua . FRURRIN 7).

QUYET DINH:

Pidul. ..ooooovinriiiiiiiiiiiaien, (3)
Dleu2
Pidu3. ... chlu trach nhiém thi hanh Quyét dinh nay./.
Noi nhﬁp: CUC TRUONG (6)
- Nhu biéu ..

- L VT, (4)(5
wu: ( )(5)- (Chit ky ctia ngudi cé tham quyén

ddu/chit ky 56 ciia co quan, dom vi)

Ho va tén
Ghi chii;
(1) Trich yéu ndi dung ctia Quyét dinh.
(2) Chire danh trudng don vi ¢6 thim quyén trinh.
(3) Tuy theo ndi dung ngén hay dai d& chia cac Diéu 1,2,3...Néu Didu dai c6 thé chia thinh cac khoan
1,2,3... vacac diémab,c...
(4) Chir viét tit don vi soan thao.
(5) S8 lugng ban phat hanh.
(6) Thim quyén ky fa Thil trudng don vi, Cp phé ky thay (KT.) hodc ngudi duge vy quyén ky Thira
ty quyén (TUQ.).

www. ThuVienPhapLuat.vn
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MAu s6 1.17: Cong vin cilia don vi thude Bé c6 con diu riéng (Vi du: Cong
van cia Cuc Quan Iy gid, do Phong Gid hang cong nghiép tiéu ding soan thao)

BO TAICHINH CONG HOA XA HOI CHU NGHIA VIET NAM
CUC QUAN LY GIA Pge 1ap - Ty do - Hanh phic

8b: ....... /QLG-NVI Hea Néi, ngay  thang  ndam 20 ..

----------------------------------------------

..................................................................................................................................
.................................................................................................................................

--------------------------------------------------------------------------------------------------------------------------

Noi nhin : KT. CUC TRUONG (6)
- Nhus trén; PHO CUC TRUONG

- Luu VT, (4) (5).

(Chit ky cia nguoi ¢6 tham quyén
ddau/chit ky 56 ciia co quan, don vi)

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn

Ho va tén

Ghi chii:

(1) Trich yéu ndi dung Coéng van.

(2) Co quan, don vi, c4 nhén nhin Cdng vin (chi ghi co quan, don vi, ca nhin xir Iy chinh; nhimng co ﬁ
quan, don vi, ¢4 nhan c6 lién quan khac ghi ¢ phén Nai nhén),

{3) N§i dung Cong vin.

(4) Chir viét tat don vi soan thao, truomg hop nay 1A NVL

(5) Sé lirong ban phat hanh.

(6) Tham quyén ky 1a Thu truéng don vi, Cép pho ky thay (KT.) hoge Lanh dao ¢ap Phong soan thao

cong van ky thira Iénh (TL.).
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Miu s6 1.18: Cong vin ciia don vi thude B xin ¥ kién ndi bd (Vi du: Cong
van cua Vu Tai chinh hanh chinh sy nghiép do Phong Su nghiép kinh té soan
thao)

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
VU TAICHINH Déc lap - Tw do - Hanh phic
HANH CHIiNH SU NGHIEP
S6:  /HCSN-SNKT Ha Noi, ngay  thdng  ndm 20...

Kinh giri: Vu Ngén sach nha nudc.(2)

.................................................................................................................................

.................................................................................................................................

.......................................................................................................................... /.
Noi nhén KT. VU TRUONG (6)
- Nhur trén;. PHO VU TRUONG

awSoft * Tel: +84-5 39303279 ¢ www. ThuVienPhapLuat.vn

(Chit kyy/chit ky s6)

Ho va tén

Ghi chi:

(1) Trich yéu ndi dung Cong vin.

(2) Co quan, don vi, ¢ nhdn nhdn Cbng van (chi ghi co quan, don vi, ¢ nhin xir ly chinh; nhitng co
quan, don vi, cd nhin c¢6 lién quan khéc ghi & phin Noi nhan).

(3} N§i dung Cdng vin.

(4) Chit viét tit don vi soan thao, trwdng hop nay 12 SNKT.

(5) Sé luemg ban phat hanh.

{6) Tham quyén ky & Thi truéng don vi, Cép phé ky thay (KT.).
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Miu sé 1.19: Gidy nghi phép

BQ TAI CHINH(1) CONG HOA XA HQI CHU NGHIA VIET NAM
CUC QUAN LY CONG SAN (2) Poc lap - Tu do - Hanh phic
.. /GNP-QLCS(3) ... (4) ....... , BEAY ... ... thang ...... ndm... ...
GIAY NGHi PHEP 2
Xét Don d& nghi nghi phépngay ................. cia ong (ba) ...oooovvnnn. =
-]
Cuc Quan 1y ¢dng sén cap cho: =
@
Ong (bA): vevrvriiiiiiiiiee e (5) e =
CITTC VUL toveiteerieeieenneeveeaessaeeseen s saesbesrbea e s be e e st s bt m e en s b a bR s e b %
Pugc nghi phép trong thdi gian: ......... ké tr ngay ........... dén hét £
NEAY <evvvereannnnn 17:) RO () NP : &
S6 ngay nghi phép néu trén dugc tinh vao thot glan............ (7)) VORI %
Noi nhin: CUC TRUONG o
(8 g
-Luu: VT,...(9)... ¥
(Chik ky cia ngum c6 thdm quyén =
ddaw/chit ky s6 ctia don vi) -
=
, Hpo va tén =
Xdc nhdn cua co quan (10 chirc) hodc =
=

chinh quyén dia phuong noi nghi phép
(néu can)

(Chit ky, ddu)
Ho va tén

Ghi chu:
(1) Tén co quan chit quan trye tiép (néu c6).
(2) Tén co quan, don vi cAp Gidy nghi phép.
(3) Chit viét tit tén co quan, don vj chp Gidy nghi phép.
(4) Dia danh.
(5) Ho va tén, chirc vu va don vi cng téc ctia ngudi dugc chp gidy phép.
{6) Noi nghi phép.
(7) Thai gian nghl theo Luat Lao dong (nghi hang ndm ¢ luong hodc nghi khong hudéng
lrong hoéc nghi vu—';c neng ma van hudng nguyén luong...)
(8) Ngudi duge cip gidy nghi phép.
(9) Chit viét tAt tén don vi soan théo va sb luong ban luu (néu can).
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Mau sb 1.20: Bién ban
BOQ TAI CHINH (1) CONG HOA XA HOI CHU NGHIA VIET NAM
VAN PHONG (2) Doc 1ap - Tw do - Hanh phic
S4: ... /BB-VP(3)
BIEN BAN
cereresensecasenas (4) ceerreverannrenne
Thoi gian bat ddu: ......ooeevveveien
Piadim: ....ooooveiieie e,

oooooooooo

Thanh phan tham du: ..............

Chu trl (Chll t0): cvviuiereeiitieee et se et e et e s
Thu ky (ngurai ghi bidn ban): .......ccoeeveiiiieieecite e oo eeresee e
N6i1 dung (theo dién bieén cudc hop/hdi nghi/hdi thao):

Cudc hop (hdi nghi, hoi thao) két thic vao .... giv ...., ngay .... thang

....... ndm ...../..
THU KY CHU TOA
(Chit ky cia nguoi cé tham quyen
(Chit ky) déu/chit ky s6 cia co quan, t6 chire(néu ¢6))
(3)
Ho va tén Ho va tén
Noi nhin:

- Luu VT, Hd so.

Ghi cha:

(1) Tén co quan chii quan tryc tiép (néu cb).

(2) Tén co quan, don vi ban hanh van ban.

(3) Chit viét tt tén co quan, don vi ban hanh vin ban.
(4) Tén cudc hop hodc hdi nghi, héi thao.

(5) Ghi chtie vu chinh quyén (néu cén)

awSoft * Tel: +84-5 39303279 ¢ www. ThuVienPhapLuat.vn
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MAu s6 1.21: Cong vin cia cac Hoi dong, Ban, Té sir dung con diu cia B¢
Tai chinh (Vi du: Céng van cua Hoi dong tham dinh gid tai sdn trong 16 tung

hinh su & Trung wong sogn thao)

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
HOI1 PONG PINH GIA TAI SAN Poc 1ap - Tw do - Hanh phic
TRONG TO TUNG HiNH SU
O TRUNG UONG
Sb: ... / BTC-HPDGTS Ha Néi, ngay  thdng  ndm 20...
VAV (1)
Kinh g
r eeereeraeeneenaes ) JUT
(3):eueereetverssesseeneee e et eeb bR
.......................................................................................................................... /.
Noi nhin : TM. HOI PONG
- Nhu trén; CHU TICH (6)

................

L VT, (4) (5).
(Chit ky cua ngum 6 tham quyén

déu/chi ky s6 cia co quan)

CUC TRUONG CUC QUAN LY GIA
Nguyén Anh Tuén

Ghi cha:
(1) Trich yéu ndi dung Céng vén.

(2) Co quan, don vi, ¢4 nhan nhén Céng vin (chi ghi co quan, don vi, ca nhin xir ly chinh; nhitng co

quan, don vi, ¢4 nhén cé lién quan khéc ghi & phén Noi nhan).
(3) N§i dung Cong van.

(4) Chur viét tit don vi soan thao.

(5) 6 lu‘o*ng ban phdt hanh.

(6) Thim quyén ky 1a Chu tich ky thay mat Hoi dbng (TM.), Pho Cha tich thay mit Hoi dbng ky thay

Chu tich (KT.).

www. ThuVienPhapLuat.vn
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MAu s6 1.22: Quyet dinh ctia don vi nganh Tai chinh (Vi du: Quyét dinh cta
Cuc thué Thanh phd Ha Ngi)

TONG CUC THU!E ‘ CONG HOA XA HOQI CHU NGHIA VIET NAM
CUC THUE THANH PHO HA NOI Péc 1dp - Tw do - Hanh phite
Sb: ... /QD-CTHN Ha Ngi, ngay  thang  ndm 20...
QUYET PINH
V& Vie vevvnrnnnen. (Deererenneerneennnenenn

CUC TRUGNG CUC THUE THANH PHO HA NOI

Can cr . e ee ere e e aen aee e s vaany
Theo dé nghz cua . PRSI #7)

QUYET PINH:
Bleu Lo (3)
Piu 2. oo,
Piu3. .coovveeinein, chlu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: CUC TRUONG (6)
- Nhu Diéun ..
L V f"4 5
s VL 6 (Chit ky cua nguoi co thdm quyén

déu/chir ky sé cuia co quan, don vi)
Ho va tén

Ghi cha:

(1) Trich yéu ndi dung cia Quyet dinh,

(2) Chre danh thu truong don vi co thim quyen trinh.

(3) Tuy theo ndi dung ngin hay dai dé chia cac Diéu 1,2,3..Néu Didu dai ¢6 thé chia thanh cac khoan
1,2,3... va céc didm a,b,c...

(4) Chir viét tét don vj soan thio.

(5) 86 lugng ban phat hanh.

(6) Tham quyén ky 1a Thu truéng don vi, Cép phé ky thay (KT.) hodc ngudi dwoc dy quyén ky Thira
uy quyén (TUQ.).

www. ThuVienPhapLuat.vn
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Mau sb 1.23: Cong van clia don vi nganh Tai chinh (V7 du: Cong van cua
Cuc thué Thanh phd Ha NGi do Phong Ké khai va ké toan thué soan thao)

TONG CUC THUE CONG HOA XA HOI CHU NGHIA VIET NAM
CUC THUE THANH PHO HA NQI Poc lap - Tw do - Hanh phue
Sé: ... /CTHN-KK&KTT Ha Néi, ngay  thdng ndm 20...
VIV e i (1)
Kinh gri:
e ) W

----------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

.......................................................................................................................... /.
Noi nhin : KT. CUC TRUONG (6)

- Nhur trén; PHO CUC TRUONG

~Lwu: VT, (4) (5)

(Chik ky ctia ngudi c6 tham quyén
ddau/chit ky sé cuia co quan, don vi)

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn

Ho va tén

Ghi cha:

(1) Trich yéu ngi dung Cong van.

(2) Co quan, don vi, ¢4 nhan nhén Coéng van (chi ghi co quan, don vi, ¢4 nhén xir 1y chinh; nhiing co
quan, don vi, ca nhén c6 lién quan khac ghi ¢ phén Noi nhén).

(3) N§i dung Cong van.

(4) Chir viét tit don vi soan tho, trudng hop nay I3 KK&KTT..

(5) S6 lugng ban phat hanh.

(6) Thim quyén ky 1a Thi trudng don vi, Cap pho ky thay (KT.) hodc Lanh dao cép Phong soan théo
cong vin ky thira 1énh (TL.).
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Mau s6 1.24: Két luan (Vi du: Mdu Két ludn ciia Bé do Thanh tra soan thao)

BO TAI CHINH CQONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phic
Sb: ... /KL-BTC Ha N¢i, ngay  thiang nam 20...
KET LUAN
A2 ¢ ) T

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

.......................................................................................................................... /.
Noi nhgn: TL. BO TRUONG (5)
S ; CHANH THANH TRA
~Luw: VT, (3) (4).

(Chit ky ciia ngudi c6 tham quyén
dau/chir ky s6 cua co quan)

Ho va tén

Ghi chii:

(1) Trich yéu: Tém tit ndi dung dé cip cta Két lusn.

(2) Noi dung Két luan.

(3) Chir viét tit don vj soan thdo, trudng hop nay 1a TTr.

{4) Sb lugng ban phat hanh.

(5) Thédm quyén ky 13 B trudng, Thir trudng ky thay (KT.) hodc Lanh dao don vi soan thao Két luan
ky thira 1énh (TL.).

awSoft * Tel: +84-5 39303279 ¢ www. ThuVienPhapLuat.vn
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M43u sé 1.25: Té trinh Lanh dao Bo

TEN CO QUAN/PON VI

S&: /TTr-(3)

Noi nhin:

............ .

Lo VT, G)(4).

Ghi chit:

(6) D6 khan, do mit.

------------------------------------------

--------------------------------------------------------------------------------------------------------------------------

-----------------------------------------

CONG HOA XA HOI CHU NGHIA VIET NAM

Péc lip - Tw do - Hanh phiuc

Ha Néi, ngay  thang  nam 20..

Do khan: (6)
Do mat:

TO TRINH BO
T2 ) .

---------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------

-------

--------------------------------------------------------------------------------

(1) Trich yéu tom it ndi dung cia To trinh BY;

(2) Noi dung T& trinh Bg;

(3) Chir viét tit don vi soan thao

(4) S8 lugng ban phat hanh;

(5) Thdm quyén ky |2 Thil truéng don vi hode Lanh dao don vi duge phan cong;

9 * www. ThuVienPhapLuat.vn
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MAu 1.26: Phiéu trinh gidi quyét céng vide

TEN CO QUAN
TEN PON VI...

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc ldp — Tw do — Hanh phic

sé: (1) /PT

.....

, ngay  thang  ndm 20...
D6 khén: (3)

D6 mat:

PHIEU TRINH GIAI QUYET CONG VIEC

..............................

......................................

Céc vin ban, tai HEU KEm theo: (5] et st ereeee e eeee e e

Tém tit ndi dung va kién nghij

Y kién ciia Thi troémg don vi

1. No6i dung;:

-----------------------------------------------------------------------------

------------------------------------------------------------------------------

....... (Chit )
4. Kién nghi cta chuyén vién: Ho va tén
.............................................................................. Ngc‘zy t‘ha’ng navm

Tel: +84-8-3930 3279 * www.ThuVienPhapLuat.vn

5. Y kién cta Lanh dao (Phong/ban):

(Chit ky)
Ho va tén
Ngay thding ndm

Chuyén vién trinh
Ngay thang nam

(Chit ky)

Ho vatén

awsoft -

Ghi chi:

(1) S Phiéu trinh do Vin thur co quan, don vj ghi;
(2) Pia danh

(3) D6 khin, D5 mat;

(4) Tén co quan ngudi cdn trinh: Do Chuyén vién trinh xac dinh;

(5) Ghi tém luge s ky hiéu vin ban hoic tén tai liéu (néu khong c6 s ky hién vin ban hojc tai lidu

dugc déng thanh quyén, tap).



MAu s6 1.27: Thong tu

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phic
Sé: ... /20./TT-BTC Ha Ngi, ngay  thang ndm 20...
THONG TU

X e RN R R RN R R R N LR (].) Y Y Y R R R R R g

COI CLE oo eeeeeeeee et reee et ana e et e s b e e s b s s e e R n e m e e a R ;(2)
THEO AE NGRE Cll...eocereeceeiiiini s ;
Bé truedmg B Tai chinh ban hanh THORG LU ..o
A
5 T SUUUTTT U U T U U TR OO UO PP PSPPI SO SO P TIORO PRI (3)
A
YT VOTRTUUTT TR OO OO O PP PP PP TSR PRI P PP ST TLL LR
.......................................... /.
Noi nhin: KT. BO TRUONG (6)
R ; THU TRUONG
- Luu: VT, (4)(5).
(Chit ky, dau)
Ho va tén
Ghi chi:

(1) Tén Théng tu (trich yéu ndi dung Thong tur).

(2) Can ctr phép 1y ¢& ban hanh.

(3) N&i dung cia Théng tu.

(4) Chix viét tit dom vi soan thao.

(5) $6 lugng ban phat hanh.

(6) Thim quy2n ky 1a Bé trudng; trudng hop Thi truémg ky thay thi ghi chit viét tit "KT." vao trudce
chie vu clia Bo trudng, bén dudi ghi Thit trudng.

9 * www. ThuVienPhapLuat.vn
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Mau s6 1.28: Théng tw lién tich (Vi du: Mau  Thong tu lién tich giita B¢ trudng
B¢ Tai chinh va Chdnh dn Toa dn nhén ddn 16i cao)

BO TAI CHINH - TOA AN NHAN DAN TOI CAOn  CONG HOA XA HOI CHU NGHIA VIET NAM
Dje lap - Ty do - Hanh phie

Sé: (2)/20.../TTLT-BTC-TANDTC (3) Ha Ngi, ngay  thing  ndm 20...

THONG TU LIEN TICH

I NN NN RN N YRR NN (4) EFSANBBSIPES IO IIRISSIIRNONTNREEETN

e e (4)

O
8
=
2]
]
Pt
th
Srae”
9 * www. ThuVienPhapLuat.vn
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CHANH AN TOA AN NHAN DAN TOI CAO BO TRUONG BQ TAI CHINH
(7b) (7a)

(Chit ky, ddu) (Chit ky, déu)

Ho va tén Ho va tén

aw

Noi nhin:

~Luu: VT (...).(8) (9.

Ghi chu:

(1) Tén Bg chn tri va tén co quan tham gia ban hanh thong tur lién tich,

(2) S6 ciia thong tu lién tich dugc diang ky va ghi s thir tyr tai vin thu ciia co quan chi tri ban hanh.

(3) Chir viét tit tén B chi tri va tén cor quan tham gia ban hanh.

(4) Tén goi ciia thong tur lién tich (trich yéu ndi dung).

(5) Can clr phéap Ly dé ban hanh,

(6) N§i dung clia théng tu lién tich.

(7a) BG trudng B chu tri ban hanh thdng tu lién tich hodic Thir trudng ky thay (KT.).

(7b) Chic vu cta ngudi dtmg dau co quan tham gia ban hanh théng tu lién tich; chic vu clia ‘ngudi ky
thong tu lién tich phai ghi dhy &b, bao gom chirc danh va tén co quan, t6 chire; trromg hop cip pho ky
thay thi ghi chit viét tat "KT." vdo trude chirc vu ciia ngudi ding dau, bén dudi ghi chirc vy cia ngudi
ky thay.

(8) Chir viét tit don vi soan thao.

(9) 86 lwgng ban phat hanh,
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M3u s6 2.1: MAu Phu lye viin ban hanh chinh gidy

Ghi chik:
(1) S4 thir tr ciia Phu luc (4, 11, 1IL..).

(2) Tiéu dé cia Phy lyc

(3) S va ky hidu ctia vén ban.

{(4) Thoi gian ban hanh van ban.

(5) Tén co quan, don vi ban hanh vén ban.
(6) Noi dung ciia Phy luc

9 * www. ThuVienPhapLuat.vn
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Mau 2.2: MAu Phu lyc vin ban hanh chinh dién ti (*)

S6: ...(5)......; ngdy/thang/ndm; gid- phitt: gidy (6)

.......... RN ) IO
(Kem theo Vin ban s6...(3)..... ngay...(3) thang...(3) ndm ...(3) cua ...(4)......)
SEFAE A NSRRI NP AN IS S S SRR R R ERBARES BABGEPPE N SN I VIR ISR PRI BT (7) IIIIIIIII SERB RSP P I BRI PN R EE R I NG AN RS AALA AL LI AL RREY Y L)
llllllllllllllllllll ‘-......"O'I.I....lIIll....IllIl....ll..l....‘...‘."ll..l"'..'llllll.ll../.

Ghi chu:

(*) Mau nay ap dung ddi v&i vin ban dién tr c6 phu luc khong cling tép tin v&i ndi dung vin
ban.

(1) Sé thir ty cda Phu luc (I, 11, I1L..).

(2) Tidu dé cta Phu luc.

(3) Béi véi van ban dién tir, khong phai didn thong tin tai céc vi tri nay.

(4) Tén co quan, don vi ban hanh vin ban.

(5) S6 va ky hiéu vin bén.

(6) Thoi gian ky s6 clia co quan, don vi (ngdy théang nim; gi& phit gidy; mii gio Viét Nam
theo tiéu chuan ISO 8601).

(7) N§i dung cua Phu lyc.
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MaAu 3.1: Ban sao sang dinh dang gifiy

BO TAl CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Dbc 1ap - Tw do - Hanh phic

1Y U S v ooy MEAY . thdng ndm... ...
TEN LOAI VAN BAN
.......................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
SR TS : (Chir ky cua ngudi co thdm quyén
T ’ déu ctia co quan,don vi ban hanh van ban)
- L VT,

Nguyén Vin A

VAN PHONG (2) SAOY ()
8&: ..(3)../(4) ...(5)... Ha Noi, ngay  thdng  ndm
Noi nhén: TL. CHANH VAN PHONG
s 3 TRUGNG PHONG HANH CHINH (6)
- Luu: VT,

(Chit ky cia nguoi c6 tham quyén
ddu ctia co quan, don vi thyc hién sao van ban)

Ho va tén
Ghi chi:
(1) Hinh thic sao: “SAO Y™ hodic “SAO LUC” hodc “TRICH SAO”.
(2) Tén co quan, don vi thyc hién sao viin ban.
(3) $b ban sao.
(4) Ky hiéu ban sao.
(5) Chir viét tit tén co quan, don vi sao véan ban.
(6) Ghi quyén han, chirc vy cta nguoi ky ban sao.
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Miu 3.2: Ban sao sang dinh dang dién tir

(1) (@) ngay/thdng/mam; gier: phat: gidy (3)
BQ TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phiic
Y Y v eenneny NEAY ... thdng ... ... ndm... ...
TEN LOAI VAN BAN
.......................................................................................................................... /.
Noi nhin: QUYEN HAN, CHU'C VU CUA NGUOI KV
T s g (Chit ky cria ngueoi ¢ tham quyén)
_Luu: VT, ... A.300.
Nguyén Vin A
Ghi chi:

(1) Hinh thirc sac “SAO Y” “SAO LUC” hoic “TRICH SAOQ”.
(2) Tén co quan, don vi thue hién sao viin ban.
(3) Thoi gian ky s6 cua co quan, don vi.
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: ~ Phylyelll \
LAP HO SO VA GIAO NQP HO SO, TAI LIEU
VAO LUU TRU CO QUAN
(Kém theo Quyét dink s6 688/QD-BTC ngay 29 thing 4 ndm 2020
cua Bé Tai chinh)

1. XAY DUNG DANH MUC HO SO

Danh muc hd so gdm cac thanh phin: Cac d& myc, s6 va ky hiéu cla ho
s, tidu d& ho so, thoi han bao quan cua hd so, ngudi 1ap ho so.

1. P& muc trong Danh muc ho so duoge xiy dung theo co cAu tb chire (tén
cac don vi trong co quan, don vi) hodc theo linh vuc hoat dong (tén cac linh vue
hoat dong chti yéu cla co quan, don vi). Trong timng dé mue 16n dugc chia thanh
céc d& muc nho tuong tng véi tén cac don vi (theo co cau to chirc) hodc chia
thanh céc mit hoat dong (theo linh vyc hoat dong). Trong céc dé muc nho, trat
tu c4c hd so dugc sip xep theo nguyén tac tur chung dén riéng, tir tong hop den
cu thé.

Céc d& muc lén dugc danh s6 lién tyc bang chir sb La Mi. Cac dé muc
nhé (néu c6) trong timg dé muc 1én dugc dénh s6 riéng bang chit so A Réap. Chir
vidt tht cia cac dé muc 16n trong Danh muc ho so do co quan, don vi quy dinh
nhung can ngan gon, dé hieu.

2. b, ky hidu ciia hd so bao gdm: S thir tu (duge danh bing chir s6 A
Rap) va ky hiéu (bang céc chir viét tat) ctia dé muc lon.

Viéc danh 36 hd so b thé 4p dung mdt trong hai cach sau: S'é) cla h(:‘) SO
duoc danh lién tyc trong toan Danh myc, bat diu tir s6 01 hodc s ctta ho so
dugc danh lién tuc trong pham vi timg dé muc 16n, bat dau tir s6 01.

3. Tiéu d& hd so: Cin viét ngin gon, rd rang nhung phai khai quat duge
ndi dung cla céc van ban, tai liéu sé hinh thanh trong qua trinh theo déi, giai

quyét cong vigc.

4. Thoi han béo quan cta hd so duge xac dinh theo quy dinh hién hanh:
Vinh vién hodc thoi han bang s6 ndm cu thé,
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II. MAU DANH MUC HO SO

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Doe lap - Tu do - Hanh phuc
DANH MUC HO SO
Nam ...

(Kém theo Quyét dinh sé  ngay ..... thang ..... ndm

... cua Van phong)

S,? va lky Tén d muc va tiéu dé hd so T!] o h&_:n Ngu;m lap | Ghichi
hi¢u ho so ’ bie quén ho so
(1 2 3) 4 (3

I. TEN PE MUC LON
1. Tén d& muc nho

01.HC Tiéu dé hd so 20nim | hEUyen

Vin A
Danh muc hd sonay cé ....... hd so, bao gdm:

................ ho so bao quan vinh vien;
v veseennens NO 80 bd0 quan ¢o thot han.
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III. MAU MUC LUC HO SO, TAI LIEU NQP LUU

BO TAI CHiNH
VAN PHONG

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1dp - Ty do - Hanh phue

MUC LUC HO SO, TAI LIEU NOP LUU
1

oooooooooooooooooooooooooooooo

9 * www. ThuVienPhapLuat.vn

2—.

1
. |

Nam
S6 | So,ky n A LA Thoigian | Thoihan | S5 t9%/S6 | Ghi
TT | hiéu hd so Tiéu dé ho so tai liu bdo quan trang® | chi
() (2) 3) 4 &) (6) ()
N T - ol e e U BETTreY
02 | e b e s L e ] e
Muc luC DAy ZOM: wevveerverrerereene hd so (don vi bao quén).
Vit BANG CHIE: cevvcreriseveeseeercenessnrsnsanssienssen s oo hé so (don vi bdo quéan).
................ , NgAY ......... thdng ...... ndm
Nguwoi lap

(Ky va ghi 13 ho va tén, chirc vu)

! Théi han bao quéan: Bao quan vinh vién hodc bao quén cé thai han. Muc Iuc hd so, tai liéu bao
quan vinh vién va Muc luc hd so, tai lidu bao quan c6 thoi han duoc 1p riéng thanh 02 Muyc lue
khac nhau. D& voi Muyc luc hd so, tai liéu bao quan vinh vién bd ¢ft thoi han bao quan.

2 Ap dung ddi véi van ban gidy.

3 Ap dung dbi véi vin ban dién tir.
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IV. MAU MUC LUC VAN BAN, TAI LIEU TRONG HO SO *

MUC LUC VAN BAN, TAI LIEU
S6, ky hiéu hd so

4

Nam ...

----------

S6, Tén loai va
ky hiéu | Ngay thang x| Tac gia To sb/ Ghi
STT « . trich yéu . ps £ .
van nam van - van ban | Trang so chu
ban ban noi dung
van bin
A 2) 3) (4) ) (6) (7)

* Ap dung cho hd so ¢6 thii han bao quén vinh vidn
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V. MAU BIEN BAN GIAO NHAN HO SO, TAI LIEU

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Poc lap - Tu do - Hanh phic

Ho Néi, ngay  thang  ndm 20 ...

BIEN BAN
Giao nhén ho s, tai liéu

~ Can el Nghj dinh sé 30/2020/ND-CP ngay 05 thang 3 nam 2020 cia Chinh

phu vé cong tac vin thu;

Can ot Quyét dinh s§ 688/QP-BTC ngay 29 thang 4 ndm 2020 coa Bo Tai
chinh ban hanh Quy ché cdng tac vin thu cua Bd Tai chinh;

Can ctr ....... (Danh muc hé so nim ..., Ké hoach thu thdp 1di liw...),

Ching t6i gdm:

BEN GIAOQ: (tén cd nhdn, don vi giao njp hé so, tai liéu)

NG (DAY creresrsrereeeseessesseses s s sisss s

ChUC VU CONE TAC! -.evrerercrmsirimsssmsssssissisiasissss e ssssnss s

BEN NHAN: (Luu trif co guan)

O (DR): e s s esenaen s esser et

Chirc vu cong tac:

Théng nhét 1ap bién ban giao nhén tai li¢u v6i nhitng ndi dung nhu sau:
1. Tén khoi tai liéu giao nop:
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2. Thoi gian cta ho so, tai liéu:
3. S6 luong tai liéu:
a) Boi voi ho so, tai ligu gidy

- Tong s6 hdp (cap):

------------------------------------------------------------------------------------------------

- Téng s6 ho so (don vi bdo quany: .......... Quy ra mét gid: ............ met
b) Péi v6i ho so, tai ligu dién 1
- Tong s6 ho so:

-----------------------------------------------------------------------------------------------

- Téng s6 tép tin trong hé so:



4. Tinh trang tai liéu giao np:

5. Muc lyc hd so, tai liéu ndp luu kém theo.

Bién ban nay dugc lap thanh hai ban; bén giao gitt mdt ban, bén nhan giit mot
ban./.

DAI DIEN BEN GIAO DAI DIEN BEN NHAN
(Ky va ghi rd ho tén) (Ky va ghi r3 ho tén)
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_ Phylyelv
MAU VE QUAN LY VAN BAN
(Kem theo Quyét dinh s6 688/QD-BTC ngay 29 thang 4 nam 2020
cua Bé Tai chinh)

L MAU SO DANG KY VAN BAN DI

1. Bia va trang du

TEN CO QUAN CHU QUAN CAP TREN TRUC TIEP
TEN CO QUAN/PON VI

www. ThuVienPhapLuat.vn

SO PANG KY VAN BAN BI
Nam: ........
Tir NEAY eve oo NZAY oo x
TIE SO wuennnnn RSO caveeivieani e enes <
B
Quyén 07 ...
=
¢
=
o~

2. Ndi dung dang ky vin ban di
Téi thiéu gdm 10 ndi dung sau:

S6, ky | Ngay | Ténlogiva Noi | Ponvi, | o«
hi¢u | thang | trichyéu | Ngudi| nhan ngudi | Ngay | Ky | Ghi
van van ndi dung ky van nhan ong chuyén | nhin | chd
. 2 . Lz - , ban

ban ban van ban ban ban luu

) (2) 3) (4) &) (6) ) ® | 9 119




II. MAU BI VAN BAN

=B TEN CO QUAN, TO CHUC

Biachis ..o

1 DIENThoal T oo FAXD vt sees s
3 E-Mail: oo WebSHES Lo

So/ky hig¢uvin ban: ...

Kinh gui:

III. MAU SO GUT VAN BAN PI BUU DIEN

1. Bia va trang dau

TEN CO QUAN CHU QUAN CAP TREN TRUC TIEP
TEN CO QUAN/PON V]

SO GUI VAN BAN PI BUU DPIEN

Nam: ...

Tuengay .......dénngay ..........
Tirs6 ... dén$6 ...
Z X
Quyén so: ....

2. Noi dung dang ky giri van ban di buu dién

Tbi thiéu gém 06 ndi dung sau:

Ngay | S0,ky higu | Noinhén vin ban S6 | Ky nhin va
chuyén van ban lwong dau buu
bi dién

Ghi
chu

1) ) €)) “

)

(6)
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IV. MAU SO SU DUNG BAN LUU

1. Bia va trang dau

TEN CO QUAN CHU QUAN CAP TREN TRUC TIEP
TEN CO QUAN/DON V]

SO SUDUNG BAN LUU

Ndam: ...

Tir ngay e €A NEAY v
Tt SO cnesaeeeni@ERL SO i

Quyén s0: ....

2. Nai dung ding ky st dung ban luu

Téi thiu gdbm 09 ndi dung sau:
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A v

Hotey | SOy | Ténlogiva fg Ncg;l';”‘
Ngay .. | hiéu ngay | trich yéu Ky Ky | Ngay hé Gl
thang | et Y| thang viin | ndid Y Tohan| tra | PoP | cha
g ang vin | ndi dung .» | nhin | fra . chi

dung ban vin ban higu St

HS dung

) (2) €)) ) & | 6 | (D ® | O
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V. MAU DAU “PEN”: Pugc khic sin, hinh chit nhat, kich thuée 35mm

X 50mm

35mm

SO0mm
TEN CO QUAN, TOCHUC
L SO,
DEN Negdy: ..
Chuyén:....................
S6 va ky hiéu HS:..........

VI. MAU SO PANG KY VAN BAN PEN

1. Bia va trang dau

TEN CO QUAN CHU QUAN CAP TREN TRUC TIEP

TEN CO QUAN/BDON V]

www. ThuVienPhapLuat.vn

SO PANG KY VAN BAN DEN ;
B
Tirngay ........dénngdy .......... -
Tirs6 .uooeuee dén $6 ... =
=
=
Quyén sé: ... =
2. Ndi dung déng ky vin ban dén
Téi thiéu gdm 10 ndi dung sau:
8o, N .
. Ngay | Tén loai va | Don vi
Ngay | S6 Tac k‘\y thang | trich yéu hodc Ngay | Ky | Ghi
dén | dén | gia ]"f“ vin | ndidung | ngwdi | chuyén | nhin | chi
Van | bdan | vinban nhén
ban
9] @ | ) G)) 3) (6) @) (8) ® (10




VII. MAU PHIEU GIAT QUYET VAN BAN PEN (Dung de gin 1én

vin ban dén)

TEN CO QUAN, PON VI CONG HOA XA HOI CHU NGHIA VIET NAM
Péoc lap - Ty do - Hanh phic

B

................ , ngay ... thang ... nam...

PHIEU GIAI QUYET VAN BAN DEN
(Tén loai; s6 va ky hiéu; ngay, thang, nm; co quan ban hanh
va trich yéu ndi dung van ban dén)

1. Y kién caa linh dao co quan, t6 chirc:

- Giao don vi, ¢4 nhén chu tri;

- Giao cac don vi, ¢a nhén tham gia phéi hop giai quyét vin ban dén (néu
c0);

- Thoi han giai quyét dbi véi mdi don vi, ca nhén (néu co);

- Ngay thang cho ¥ kién phén phdi, giai quyét.

2.Y kién ciia lanh dao don vi:
_ Giao cho ¢4 nhan; thoi han giai quyét déi v6i c4 nhan (néu co);

- Ngay, thang, ndm cho y kién.

" A A A o N4 s A
3. Y kién dé xuat cia nguoi gidi quyet:
_ Y kién d& xuit giai quyét van ban dén cla ca nhén;

- Ngay, thang, nim 48 xut v kién.
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VIIL. MAU SO THEO DOI GIAI QUYET VAN BAN DEN

1. Bia va trang dau

TEN CO QUANACHU QUAN CAP TREN TRUC TIEP
TEN CO QUAN/PON V]|

SO THEO DOI GIAI QUYET
VAN BAN BEN

Ndam: ... ...

Tt ngay ........den RGAY ...

Quyén sb: ...

2. N&i dung dang ky theo d5i giai quyét vin ban dén

T4i thiéu gdm 07 ndi dung sau:

Tén loai, s0, ky hiéu, Donvi | Théi | L. S0, ky
S6 ngay thang va tén co hoac han 46 eidi hiéu van | Ghi
dén | quan, td chirc ban hanh | ngwoi giai 'ugé . | bantrd | chi
van ban nhin quyét Y 1oi
9] (2) 3) (4) (5) (6) (N
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