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QUYET DINH 
Ban hinh Quy che ve cong tic van thin 

tren dia bin tinh Thira Thien Hue 

BAN NHAN DAN TINH THeA THIEN HUE 

Can at- LuOt To chfiv chinh quyn clia phtrang ngay 19 thong 6 nam 2015; 
Can cu Luat btu trio sa 01/2011/QH13 ngay 11 thcing 11 nam 2011; 
Can c& Luat Giao dich dien tie sa 51/2005/QH11 ngay 29 thong 11 nam 2005; 
Can cu Luat Congnghe thong tin sa 67/2006/QH11 ngay 29 thong 6 nam 2006; 
Can cir Nght clinh sa 01/2013/ND:CP ngay 03 thong 01 nam 2013 cia 

Chinh phis ye viec quy clinh chi tiet mot so dieu cia Luat Ltru ; 
Can cu Nghl clinh so 99/2016/ND-CP ngay 01 thong 7 nam 2016 cfia 

Chinh phi ye quan l.) va sir citing con dau; 
Can cte Nghl clinh so 64/2007/ND-CP ngay 10 thong 4 nam 2007 cia 

Chinh phi ye ting dyng Cong nghe thong tin trong hoot dOng ca quan nha wore; 
Can cie Nghf clinh sa 110/2004/ND-CP ngay 08 timing 4 nam 2004 cia 

Chinh phi ye cong tac van thte; 
Can czc Nghf clinh so 09/2010/ND-CP ngay 08 thong 02 ;lam 2010 cia 

Chinh phi sfia dai, b a sung mot sa ditt cia Nghl dinh so 110/2004/ND-CP 
ngay 08/4/2004 cia Chinh phi v'e cong tac van duty 

Can ar Thong ttr sa 41/2017/TT-BTTTT ngay 19 thong 12 nam 2017 cia 
BO Thong tin va Truyen thOng quy clinh Rie dyng chic' 1g; so cho van ban dien tir 
trong ca quan nha ntrac; 

Can dr Thong to sa 07/2012/TT-BNV ngay 22 thong 11 nam 2012 cia Bo 
Noi vy htrang don quail ly van ban, lap ho sa va nop ltru ho sa, tai lieu vao Ltru 
trir ca quan; 

Can c& Thong tte sa 04/2013/1  I-BNV ngay 16 thong 4 nam 2013 cia BO NOi 
vy htrong dan xay dyng Quy the cong tac van thu, luu trir cia cac ca quan, to chirc; 

Theo de nght cfia Giam dac SO' Noi vy tai To• trinh so 521/TTr-SNV ngay 
23 thong 5 nam 2018. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay "Quy the ve cong tac van thu 
ten dia ban tinh Thira Thien Hue". 

Dieu 2. Quyet dinh nay c6 hieu hrc ke tir ngdy 16 thong 7 nam 2018 va thay 
the Quyet dinh s6 27/2014/QD-UBND ngdy 27 thong 5 nam 2014 ctia UBND tinh 
ve quy the cong tac van thu, ltru trtr ten dia ban tinh Thira Thien Hue va Quyet 
Binh so 24/2015/QD-UBND ngdy 18 thong 6 nam 2015 cira UBND tinh ban hanh 
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quy dinh ve vi& irng dung van ban din tir trong hoat dOng cua cac co quan nha 
ntparc tren dia ban tinh Thira Thien Hue. 

Dieu 3. Chanh Van phong Uy ban nhan dan tinh, Giam dOc So NOi vv, Thu 
trtrong cac so, ban, nganh cap tinh; 	tich Uy ban nhan 	cac,huyn, thi xal va 
thanh phO Hue; Chu tich Uy ban nhan dan cac 	phi/Ong, thi tran va thu trtrong 
cac co quan, to chirc lien quan chiu trach nhirn thi hanh Quyet Binh nay./. 

Noi nhOn: 
- Nhir Dihu 3; 
- Cnc Kim tra van ban - Bo Tis phap; 
- Cue Van this va Luu traNha nirov; 
- TT HDND tinh; 
- Chu tich, cac PCT UBND tinh; 
- Ban Thira Thien Huh; 
- Chi cue Van this - Lisu tra.; 
- Chng TTDT tinh; COng W.° tinh; 
- VP: CVP, cac PCVP va cac CV; 
- Lim: VT, CCHC. Phan Ng9c Th9 



LONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ttr do - Hanh phic  

QUY CHE 
Ve cong tic van thy tren dia ban tinh Thira Thien Hue 

(Ban hanh kern theo Quyect clinh s 	/2018/QD-UBND ngay 02 / 7 /2018 
ctia Uy ban nhan dan tinh Thira Thien Hue) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Pham vi va del tuvng ip dung 
1. Quy the nay quy dinh cac hog d9ng ye van thu tren dia ban tinh Thira 

Thien Hue. 
2. Quy the nay ap dung doi vai cac so., ban, nganh, to chirc thu9c tJ' y ban 

nhan dan tinh; UST ban nhan dan cac huyen, thi xa va thanh ph9 Hue; Uy ban 
nhan dan cac xa, phuong, thi tan tren dia ban tinh (sau day g9i chung la co 
quan, to chirc). 

3. Cong tac van thu bao gom cac cong viec ve soan thao, ban hanh van 
ban; quany van ban va tai lieu khac hinh thanh trong qua trinh hog d'9ng cua 
co quan, to chirc; lap ho so \Ta giao n9p ho so, tai lieu vao Luu till co quan; quail 
1ST va sir dung con dau trong cong tac van thu. 

Dieu 2. Giai thich tir ngit 
1. Quy the cong tac van thu bao go\  m nhang quy dinh chung ve hog dOng 

van thu d9i \Teri cac loai hinh co quan, to chirc de cac co quan, to chirc van dung 
xay dung Quy the cong tac van thu cua mcii co quan, to chirc. 

2. Quy the cong tac van thu cua co quan, to chirc bao gom tat ca nhang 
quy dinh ve hog d9ng van thu trong qua trinh quan 1ST, chi ciao, dieu hanh cua co 
quan, to chirc de thgc hien chirc nang, nhiem vu cua minh. 

3. Van ban den la tat ca cac loai van ban, bao gom van ban quy pham 
phap lug, van ban hanh chinh va van ban chuyen nganh (ke ca.,ban fax, van ban 
dugc chuyen qua mang, qua phan mem quan 1ST van ban va dieu hanh, van ban 
mat) va don, thu giri den co quan, to chirc. 

4. Van ban di la tat ca cac loai van ban, bao gom van ban quy pham phap 
lug, van ban hanh chinh va van ban chuyen nganh (Ice ca ban sao van ban, van 
ban not b9 va van ban mat) do co quan, to chic phat hanh. 

5. Ban thao van ban la ban dugc viet hoac danh may, hinh thanh trong qua 
trinh soan thao van ban. 

6. Ban g9c van ban la ban hoan chinh ye nOi dung, the tilde van ban dugc 
co quan, to chirc ban hanh va c6 chit IcST trirc tiep cua ngu?Yi c6 tham quyen. 

7. Ban chinh van ban la ban hoan chinh ve not dung, the thirc van ban va 
dugc co quan, to chirc ban hanh. 

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

UY BAN NHAN DAN 
TiNH THirA THIEN HUE 
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9. Ban trich sao la ban sao mot phan n6i dung cua van ban va duvc trinh 
bay theo the thirc quy dinh. Ban trich sao phai dugc thirc hien tir ban chinh. 

10. Ban sao luc la ban sao day du, chinh xac n6i dung cua van ban, dugc 
thtrc hien tir ban sao y ban chinh va trinh bay theo the thirc quy dinh. 

11. HO so la mot tap tai lieu co lien quan \Teri nhau ye mot van de, mot su 
viec, mot doi,tugng cu the hoac có dac diem chung, hinh thanh trong qua trinh theo 
doi, giai quyet cong viec thu6c pham vi chirc nang, nhiem vu dm co quan, to chtic, 
ca nhan. 

12. H6 so dien tir la tap hop cac tai lieu dien tir có lien quan 	nhau ve mot 
van de,m6t sir viec, mot doi tugng cu th6 hoac cc') dac diem chung, hinh thanh 
trong qua trinh theo d'Oi, giai quyet cong viec thu6c pham vi chirc nang, nhiem vu 
dm co quan, to chirc, ca nhan. 

13. Lap Wo so la viec tap h9p, sap xep van ban tai lieu hinh thanh trong 
qua trinh theo dOi, giai quye't cong viec cua co quan, to chirc, ca nhan thanh ho 
so theo nhimg nguyen tac va phuang phap nhat dinh. 

14. Lap ho so dien tir la viec tip dung cong nghe th6ng tin nham lien ket 
cac tai lieu dien tir hinh thanh trong qua trinh theo dOi, giai guy& ding viec cua 
co quan, to chirc, ca nhan thanh h6 so dien 

15. Phan mem quan 13'T van ban va dieu hanh la phan mem dung chung 
dugc UBND tinh then khai tren dia ban tinh thOng nhat va tin hoc boa cac quy 
trinh float d6ng tac nghiep, cac hinh thirc tiep nhan, luu trit, pho cap, trao d6i, 
tim kiem, xir 13'T thong tin van ban, giai quyet cong viec trong cac co quan Nha 
nu& de nang cao chat luting va hieu qua cua cong tac dieu hanh cua lanh dao, 
cac boat &Ong the nghiep dm can b6, cong chirc. 

16. Van ban dien tir la van ban dugc the hien dui clang thong diep du lieu. 
17. ThOng diep du lieu la thong tin duvc tao ra, dugc gin di, dupc nhan va 

dugc luu tit bang phuang tien dien tir. 
18. SO hoa la viec bien doi the loai hinh thong tin sang thong tin so (la 

thong tin dugc tao lap bang phuong phap dung tin hieu so). 
19. Da lieu dac to la nhang thong tin mo to cac dac tinh cua du lieu nhu 

n6i dung, dinh dang, chat luting, dieu kien va cac dac tinh khac nham tao thuan 
lgi cho qua trinh tim kiem, truy cap, quan ly va luu tru du lieu. 

20. Dich vu cong trirc tuyen mire d6 3 la dich vu cong trirc tuyen mirc d6 2 
va cho phep ngtthi sir dung diki va giri trirc tuy6n cac mau van ban den co quan, 
to chirc cung cap dich vu. Cac giao dich trong qua trinh xir ly ho so va cung cap 
dich vu duct thirc hien tren moi tnamg mang. Viec thanh town le phi (neu co) va 
nhan ket qua dugc thirc hien Ulm tiep tai co quan, to chirc cung cap dich vu. 

21. Dich vu cong trirc tuyen mire d6 4 la dich vu cong trtrc tuyen mirc 
3 va cho phep ngueri sir dung thanh toan le phi (neu,  co) dugc thirc hien trtrc 
tuyen. Viec tra ket qua có the dugc thirc hien trirc tuyen, giri truc tiep hoac qua 
duang buu dien den nguai sir dung. 

22. Chit 14 s6 co quan, to chirc la chit ky so dugc tao ra khi sir dung khOa 
bi mat con dau. 

23. Khoa bi mat con dau la khOa bi mat tuong Ung voi chirng thu so co 
quan, to chirc. 
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24. Khoa bi mat ca nhan la khoa bi mat tuong img yeti chimg thu so ca nhan. 
25. Chit 1c3'T so ca nhan la chit 14 so dugc tao ra khi sir dung khoa bi mat 

ca nhan. 
26. Chu.  14 so la mot dang chit ky dien tir dugc tao ra bang sit bien doi 

mot thong diep dd lieu sir dung he th6ng mat ma khong d6i ximg theo do nguiyi 
c6 dugc thong diep dir lieu ban dau va khoa ding khai cua ngtr6i ky c6 the xac 
dinh dugc chinh xac: 

a) Viec bien dOi neu teen dugc tao ra bang dung khoa bi mat tuang ung 
vai khoa cong khai trong ding mot cap kh6a. 

b) Si; toan yen not dung dm thong diep du lieu ke tir khi thuc hien viec 
bien d6i neu tren. 

Dieu 3. Trich nhqm dOi veri con& tic van thtr,  
1. Trach nhiem 	ngu6i dimg dau co quan, to chirc trong viec quaff ly 

cong tac van thu 
a) TO chirc xay c,rng, ban hanh, chi dao viec thvc hien cac the d6, quy 

dinh va tin h9c h6a cong tac van thu then quy dinh 	phap luat, UBND tinh. 
b) Kiem tra viec thvc hien cac che d6, quy dinh ve cong tac van thu dOi 

vai cac don vi trvc thu6c; giai quyet khi'eu nai, to cao va xir ly vi pham phap luat 
ye cong tic van thu theo tham quyen. 

c) Chi dao viec so boa van ban, phat hanh van ban dien tir va trang bi day du 
cac thief bi can thiet (may vi tinh, may in, may fax, may scanner, may photocopy) 
theo quy dinh. 

d) Hang nam, nguai dirng dau ca quan, to chirc c6 trach nhiem chi dao 
xay di:mg Danh muc ho so dm co quan, to chdc; chi dao cong tac lap ho so va 
n6p luu ho so, tai lieu vao Luu tit co quan doi vai cac don vi thu6c pham vi 
guar) Vi cua minh. 

2. Trach nhiem cua Chanh Van phong, Truang ph6ng Hanh chinh hoc 
ngu6i phu trach cong the hanh chinh (sau day g9i chung la Chanh Van phong) 

,a) Chanh Van phong giup ngu6i dimg dau co quan, chirc trvc tiep quan 
15T, kiem tra, giam sat 

to 
thvc hien cong tac van thu va tin h9c hoa cong tac 

van thu tai co quan, to chirc; ,dong thai, chUc hirOng dan nghiep vu ye cong 
tac van thu van hanh phan mem quan 15/ van ban va dieu hanh cho co quan, to 
chirc va don vi truc thu6c. 

b) Giup ngu6i dirng dau co quan, to chirc tham muu de xuat y kien phan 
ph6i, chi dao giai quyet van ban den; theo d'Oi th6i gian xir VT van ban theo Quy 
the lam viec dm co quan, bao cao tong hgp tinh hinh xir ly van ban den, di trong 
cac buoi giao ban hang thang dm co quan, to chirc. 

c) Tham muu cho ngueri dirng dau co quan, to chirc trong viec chi dao, 
kiem tra, hugng dan lap ho so va n6p ltru ho so, tai lieu vao Luu trir co quan d6i 
vai cac don vi truc thu6c. 

d) TO chirc thvc hien viec lap ho so va n6p km ho so, tai lieu vao luu trir 
tai don vi minh. 

3. Trach nhiem,cila Truang cac don chirc nang (phong, ban va tuong 
duong), ngired dirng dau cac don vi truc thu6c (sau day g9i chung la Truang cac 
don vi) 



4 

a) Trtrang cac don vi cc') trach nhiem trien khai va to chirc thtrc hien cac 
quy dinh cua ca quan, to chdc ye cong tac van this. 

b) Theo doi, giam sat tinh hinh this 15/ van ban den, di va don dOc nhac 
nhO ye tinh hinh thu 13'T van ban, lap hO so va nOp luu hO so, tai lieu vao Luu trii 
co quan. 

4. Trach nhiem cua m6i ca nhan 
a) Can bO, cong chat, vien chirc trong qua trinh giai guy& cong viec lien 

quan den cong tac van thu phai thtrc hien nghiem tuc cac quy dinh ye van this, 
he thong quart 171-16 so cong viec tren moi truiyng mpg va cac quy dinh tai Quy 
the nay. 

b) CO trach nhiem lap ho so cong viec dirge phan cong theo doi, giai 
quyet. Giao nOp hO so, tai lieu dung tiled han va dung thu ttic quy dinh. 

5. Nguoi lam cong tic van thu phai dam bao cac quy dinh tai Thong to so 
14/2014/TT-BNV ngay 31/10/2014 cua BO NOi vu quy dinh chuc danh, ma so ngach 
va lieu chtfan nghiep vu chuyen mon cac ngach cong chirc chuyen nganh van thu. 

Dieu 4. Bio ve bi mat nha ntrCrc trong cong tic van thu 
M9i float dOng trong cong tac van this cua co quan, to chirc phai thtrc hien 

theo cac quy dinh cua phap luat hien hanh ye bao ve bi mat nha nuOc. 
Dieu 5. Kinh phi cho ho#t Ong van thy 
1. Hang nam, cac co quan, to chdc du toan kinh phi hoat dOng cho cong 

tic van this trong city toan n4an sach Nha nuerc. 
2. So Ke hoach va Dau ttr, So Tai chinh có trach nhiem: 
Hang nam, can doi ngan sach, 1)6 tri kinh phi cho cac hoat dOng cua cong 

tac van this theo Dieu 39 dia. Lust Luu tru. Huorng dan cac co quan, to chirc lap 
dtr toan ngan sach hang nam cho cong tac van this. 

Chmeng II 
QUY DINH CU THE 

Mlle 1 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 6. Hinh thtic van bin 
Gom cac loai hinh van ban sau: 
1. Van ban quy pham phap luat. 
2. Van ban hanh chinh. 
3. Van ban chuyen nganh. 
4. Van ban trao doi vaci co quart, to chirc hoac ca nhan ntroc ngodi. 
Dieu 7. The thtic van bin 
1. Van ban quy pham phap luat: Thvc hien theo quy dinh tai Nghi dinh so 

34/2016/ND-CP ngdy 14 thang 5 nam 2016 dm Chinh phis quy dinh chi tiet mot 
so dieu va bien phap thi hanh LuSt ban hanh van ban quy pham phap luSt. 

2. Van ban hanh chinh: 'Thtrc hien theo quy dinh tai Thong to se; 01/2011/1 1-
BNV ngay 19 thang 01 nam 2011 cua BO NOi vu twang dan the thirc va ky thuat 
trinh bay van ban hanh chinh. 

3. Van ban chuyen nganh: Thtrc hien theo huang dan co quan quan 13'7 nganh. 
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4. Van ban trao d6i vii co quan, to chirc hoc ca nhan nu6c ngodi: Thgc 
hien then cac quy dinh hien hanh 	phap luet va theo thOng le qu6c te. 

Dieu 8. Son thao van ban 
1. Viec sown thao van ban quy pham phap 'fiat thvc hien cac quy dinh cua 

Luet so 80/2015/QH13 ngdy 22 thong 6 dam 2015 ban hanh van ban quy phern 
phap luet; Nghi dinh so 34/2016/ND-CP ngay 14 thong 5 nom 2016 dm Chinh 

2. Viec sop thao van ban khac duoc dux hien nhu sau: 
a) Can cir tinh chat, not dung cila van ban can soan thao, lanh deo co 

quan, to chdc giao cho mot don vi hoc mot cong chirc, vier' chirc soan thao 
hoec cliff tri soan thao van ban. 

b) Don vi hoc cong chuc, vien chUt dugc giao soan thao van ban c6 
trach nhiem thkrc hien cac cong viec sau: 

- Xac dinh hinh thirc, not dung va cl()' met, dO khan, not nhan van ban; 
- Thu the'p, xix VT thong tin c6 lien quan; 
- Soan thao van ban; 
- Truing hop can thiet, de xuat vii lanh dao co quan, to chirc tham khao 

kien cua cac co quan, to chirc hoc ca nhan c6 lien quan; nghien cuu tiep thu 3'7 
kien de hoan chinh ban thao; 

- Trinh duyet du than van ban. 
Dieu 9. Duy't dty thao van ban, sira chug, bo sung diy than van ban da duAI 
1. Dv' thao van ban phai do ngtroi c6 tham quyen ky duyet van ban. 
2. Trong truing hop du than da duoc lanh dao co quan, to chirc phe 

duyet, nhung thay can thiet phai sira chaa, bo sung them vao du thao thi don vi 
hoc ca nhan dugc giao nhiem vu soan thao,  van ban phai trinh ngtroi duyet 
du thao xem xet, quyet dinh viec sira 	bo sung. 

3. Khuyen khich duyet du thao van ban, sUa chua, bo sung du than van 
ban da duyet thvc hien tren moi truing mpg. 

Dieu 10. Kiem tra van ban trtrov khi kSi ban hanh 
1. Truing don vi hoc ca nhan chn tri soan thao van ban phai kiem tra va 

chit' trach nhiem ve dO chinh xac cua not dung van ban, 14 nhay/eat vao cu6i not 
dung van ban (sau dau ./.) tru6c khi trinh lanh deo co quan, CO chirc 14 ban hanh; 
de xuat mtirc dO khan; doi chieu quy dinh cua phap luat ve boo ve bi mat nha 
ntrac xac dinh viec cling dau mat, doi Wong nhan van ban, trinh ngtred V van 
ban quyet dinh. 

2. Chanh Van phong giup ngued dimg dau co quan, to chdc kiem tra Ian 
cu6i va chiu trach,  nhiem ye the thirc, 	thuet trinh bay, thu tuc ban hanh van 
ban dm co quan, to chirc va phai ky nhay/tat vao vi tri cuoi ding o "Noi nhan". 

Dieu 11. lq van ban 
, 1. Tham quyen 14 van ban thtrc hien theo quy dinh 	phap 	Quy 

the lam viec dm co quan, to chdc. 
2. Quyen han, chirc vu, ho va ten, chir V dm ngtroi c6 tham quyen 
Thu truing co quan, to chirc V tat ca cac van ban do co quan, to chirc 

ban hanh. Cac truang hop ky thay (phai ghi KT.), 14 thira lenh (phai ghi TL.), 
ky thira Uy quyen (phai ghi TUQ.),k3"/ thay met (phai ghi TM.). 

3. Khong dUng but chi, but mix do de 14 van ban. 
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4. Cac co quan, to chUc ap dung chit,V dien de' xac thuc tinh phap ly 
cua van ban theo quy dinh tai Nghi dinh so 26/2007/ND-CP ngdy 15 thang 02 
nam 2007 cua Chinh phu quy dinh chi tiet thi hanh Luat Giao dich dien tir ve 
chit V so va dich vv chung thuc chit V so. 

Dieu 12. Nguyen tac sir dung chii.14 so cho van ban dien tir 
1. chi'''. V so phai gan kern van ban dien tir sau khi ky so. 
2. Van ban dien tir dugc ky so phai dam bao tinh xac thuc, tinh toan yen 

xuyen suot qua trinh trao doi, xix ly va luu tru van ban dien tir dugc ky so. 
Dieu 13. Quin 157 khoa bi mat ca nhan va khoa bi mat con dAu 
1. Ngued c6 tham quyen V so c6 trach nhiem bao quan an toan khoa bi 

mat ca nhan. 
2. Ngued dirng dau ca quan, to chirc c6 trach nhiem giao cho nhan vien 

van thu guar-11ST, sir dung khoa bi mat con dau theo quy dinh. 
Dieu 14. 1(57s6 tren van ban dien tir 
1. Viec ky so dugc thuc hien thong qua phan mem V so; viec V so vao 

van ban dien tir thanh cong hoc khOng thanh cong phai dugc thong bao thong 
qua phAn mem. 

2. KS/ so teen van ban dien tir 
a) Truorng Nip quy dinh ngtred c6 tham quyen V so teen van ban dien tir, 

thOng qua phAn mem V so, ngirgi c6 tham quyen sir dung khoa bi mat ca nhan 
de thtrc hien viec V so vao van ban dien tir;,  

b) Trugng hop quy dinh co quan, to chirc V so teen van ban dien 
thong qua phAn mem V so, van thu dugc giao sir dung kh6a bi mat con dau cua 
ca quan, to chirc de thtrc hien viec ky so vao van ban dien tir; 

3. Hien thi thOng tin ye chit V so dm ngu&i c6 tham quyen va chit V so 
cua co quan, to chirc tren van ban then tir thuc hien theo quy dinh cua B6 N6i vu. 

4. Thong tin ye ngtred c6 tham quyen V so, co quan, to chuc V so phai 
dugc quan ly trong co so du lieu di kern phan mem V so. N6i dung thong tin 
quan 1)"/ quy dinh tai Khoan 4, Dieu 1 dm Nghi dinh sO 106/2011/ND-CP ngdy 
23 thang 11 nam 2011 cua Chinh phu ve viec sera doi, bo sung m6t sO dieu cua 
Nghi dinh so 26/2007/ND-CP ngay 15 thang 02 nam 2007 quy dinh chi,tiet thi 
hanh Luat Giao dich dien tir ve chit V s6 va dich vu chimg thuc chit V so. 

Dieu 15. Gia tri phap 1S,  dm chit 147 dien tir 
1. Trong truang hop phap luat quy dinh van ban can c6 chir ky thi yeu cau 

do d6i voi, m6t thong diep du lieu dugc xem la dap ling riLi chit dien tir dugc
sir dung de V thong diep du lieu do dap ling cac diet' kien sau day: 

a) Phtrang phap tao chu ky dien tir cho phep xac minh dugc nguai ky va 
chirng to dugc sir chap thuan cua ngtred ky doi voi n6i dung thong diep du lieu; 

b) Phuang phap do la du tin cay va phii hop ved mvc dich ma theo do 
thong diep du lieu dugc tao ra va gtri di. 

2. Trong tnraing hop phap luat quy dinh van ban can dugc &mg dau cua 
ca quan, to chirc thi yeu cau d6 doi vai mot thong diep du lieu dugc xem la dap 
ling neu thong diep du lieu d6 dugc ky bai chit,V dien tir dm co quan, chuc
dap ling cac dieu kien quy dinh tai Khoan 1, Dieu 22 cua Luat Giao dich dien tir 
va chit V dien tir do c6 chimg thuc. 
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Dieu 16. Tinh pharol ,  ctia van ban di?n tir 
1. Van ban dien tir dugc ap dung tai quy che,nay la nha ng van ban dugc 

stir dung teen cac phan mem quail VT van ban va dieu hanh, quail 15/ ho so mot 
cira, clang ky lich hop va phat hanh,giay 	theo doi van ban va kien chi dao, 
quail khieu nai va to cao, he thong thu dien tir cOng vu, trang thong tin dien 
tir, he thong mot ctira dien tir, he thong dich vu cong true tuyen va cac he thong 
thong tin khac dirge dau tu tir ngan sach nha nuov. 

2. Van ban dien tir phu hgp voi phap luat ve giao dich dien tir c6 gia tri phap 
ly tircmg during voi van ban giay trong giao dich gift cac co quan nha nuoc. 

3. Van ban dien tir giri den co quan nha ntroc khong nhat thiet phai sur 
dung chit 141 dien tir neu van ban do c6 thong tin ye nguiyi gui, bao dam tinh xac 
thuc ve nguon goc va su toan yen dm van ban. 

4. Thong tin trong van ban dien tir khong bi phu nhan gia tri phap V7 chi vi 
thong tin do dirge the hien clued clang van ban dien tir. Van ban dien to dugc the 
hien cluoi hinh thirc chimg tir, Neu ma'u, ho so, giay phep, giay chCmg nhan va 
cac hinh thirc tucmg to khac g clang thong diep du lieu. 

5. Van ban dien tir co gia tri nhu van ban giay: Trirong hgp phap luat yeu 
cau thong tin phai dugc the hien bang van ban thi van ban dien to dugc xem la 
dap tang yeu cau nay neu thong tin chua trong van ban dien to do c6 the truy cap 
va sir' dung dirge de tham chieu khi can thiet. 

6. Van ban dien tir co gia tri nhu ban goc khi dap img dugc cac dieu kien 
sau day: 

a) N9i dung cila van ban dien tir dirge bao dam toan yen Ice tix khi dugc 
khoi tao Ian dau tien duai clang mot van ban dien to hoan chinh. N9i dung dm 
van ban dien tir dugc xem la toan yen khi not dung do chua bi thay d9i, trir 
nhi'mg thay d9i ye hinh thirc phat sinh trong qua trinh giri, luu tar'  hoac hien thi 
van ban dien tir; 

b) N9i dung ciia van ban dien to co the truy cap va sir dung dugc diroi 
Bang hoan chinh khi can thiet. 

7. Van ban dien tir c6 gia tri lam chimg cu 
a) Van ban dien to khong bi phu nhan gia tri clUng lam chimg cu chi vi do 

la mot van ban dien tu. 
b) Gia tri chimg cu dm van ban dien tir dugc xac dinh can co vao d9 tin 

cay &la cach fink .kheri tao, luu trir hoac truyen giri van ban dien tir; cach thdc 
bao dam va duy tri tinh toan ven cila van ban dien tu; each tilde xac dinh ngithi 
kheri tao va cac yeu to phu hgp khac. 

Dieu 17. Gia tri phap 1ST am Thong di4 du. HO 
1. Hinh tilde the hien thong diep du lieu: Thong diep du lieu dugc the 

hien dirOi hinh thirc trao doi du lieu dien tir, chimg tir dien tir, thu dien tu, dien 
tin, dien bao, fax va cac hinh tilde tucmg tu khac. 

2. Gia tri phap ly dm thong diep di) lieu: Thong tin trong thong diep du 
lieu khOng bi phd nhan gia tri phap 15/ chi vi thong tin do dugc the hien duai 
dang thong diep du lieu. 

3. Thong diep du lieu c6 gia tri nhu van ban: TruOng hgp phap luat yeu 
cau thong tin phai dugc the hien bang van ban thi thong diep du lieu dugc xem 
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la dap img yeu cAu nay neu thong tin chira trong thong diep du lieu do c6 the 
truy cap va sur dung &roc de tham chieu khi can thiet. 

4. Thong diep du lieu c6 gia tri nhu ban goc: Thong diep du lieu c6 gia tri 
nhu ban goc khi dap img duov cac dieu kien sau day: 

a) Nei dung cim thong diep du lieu dugc bao dam toan vgn ke to khi dirge 
khoi tao ran d'Au tien &rad clang met thong diep du lieu hoan chinh. 

b) Nei dung dm thong diep du lieu dugc xem IA toan vgn khi nei dung do 
chua bi thay doi, trir nhiing thay doi ye hinh thdc phat sinh trong qua trinh giri, 
hru tru hoac hien thi thong diep du lieu; 

c) Nei dung cila thong diep du lieu c6 the truy cap va sir dung &roc clued 
clang hoan chinh khi can thiet. 

5. Thong diep du lieu c6 gia tri lam chimg cir 
a) Thong diep du lieu khOng bi phd nhan gia tri dimg lam chimg cu chi vi 

do la met thong diep du lieu. 
b) Gia tri chimg Cu dm thong diep du lieu &rot xac dinh can Cu vao de 

tin cay cua cach thirc khoi tao, km trix hoac truyen giri thong diep du lieu; cach 
thirc bao dam va duy tri,tinh toan vcn cila thong diep du lieu; cach thirc xac dinh 
nguth khoi tao va cac yeu to phit hop khac. 

c) Trugng hop phap lust yeu cau chimg tir, ho so hoac thong tin phai duoc 
luu trik thi chi:mg tir, ho so hoac thong tin do c6 the &roc km tit clued clang 
thong diep du lieu khi dap img cac dieu kien sau day: 

- Nei dung dm thong diep du lieu do c6 the truy cap va sir dung &roc de 
tham chieu khi can thiet; 

- Nei dung dm thong diep dd lieu do &roc hru trong chinh khuon clang 
ma no &roc khoi tao, giri, nhan hoac trong khuon clang cho phep the hien chinh 
xac nei dung du lieu d6; 

- Thong diep du ,lieu do dirge hru tru theo met cach thirc nhat dinh cho 
phep xac dinh nguon goc khoi tao, nth den, ngay gib giri hoac nhan thong diep 
du lieu. 

- Nei dung, thin han ltru tra dOi voi thong diep du lieu duct thtrc hien 
theo quy dinh cua phap 1114 ve km 

Dieu 18. Ban sao van ban 
1. Cac hinh tilde ban sao Om: Sao y ban chinh, sao luc va trich sao. 
2. The thirc ban sao thirc hien theo Dieu 16 Thong to so 01/2011/TT-BNV. 
3. Viec sao y ban chinh, sao luc, trich sao van ban do lanh dao co quan, to 

chirc hoac Chanh Van phOng co quan, to chirc quyet dinh. 
4. Ban sao y ban chinh, sao hjc, trich sao dux hien dimg quy dinh phap 

lust c6 gia tri phap 1T nhu ban chinh. 
5. Ban sao chop (photocopy ca dau va chir ky dm van ban chinh) khong thgc 

hien theo quy dinh tai Khoan 1 Dieu nay thi chi c6 gia tri thOng tin, tham khao. 
, 6. Khong dugc sao, chip, chuyen phat ra ngoai co quan, to chdc nhang 

kien ghi ,tren "Phial giai quyet van ban den" hoac ben le van ban. Trueng hop 
cac kien cda lanh dao ca quan, to chirc ghi trong van ban can thiet cho viec 
giao dich, trao doi cong tac phai dugc the the hoa bang van ban hanh chinh. 



9 

Muc 2 
QUANIS'T VAN BAN 

Dieu 19. Nguyen de chung 
1. Tat ca van ban di, van ban den dm ca quan, to chirc phai dugc quan 1ST 

tap trung tai Van thu co quan (sau day g9i tat la Van thu); &rig thoi, cap nhat 
vao phan mem quan 1ST van ban va dieu hanh de lam thir tpc tiep nhan, clang 147, 
trir nhiing 14 van ban dugc dang 147 ri8ng theo quy dinh cda phap luat. Nhang 
van ban den khong dugc clang 147 tai Van thu, cac don vi, ca nhan khong co 
trach nhi8rn giai quyet. 

2. Van ban di, van ban cl8n thu6c,ngay nao phai dugc dang 147, phat hanh 
ho4c chuyen giao trong ngay, cham nhat la trong ngay lam vi8c tiep theo. Van 
ban den c6 dung dau chi cac mUc do khan: 1-16a. tOc (ke ca "I-16a toe hen gib.), 
"Thugng khan" va "KhAn" (sau day g9i chung la van ban khan),phai dugc (rang 
147, trinh va chuyen giao ngay sau khi nhan dugc. Van ban khan di phai dugc 
hoan thanh thd tpc phat hanh va chuyen phat ngay sau khi van ban dugc 

3. Khi nhan dugc van ban din tir den, Van thu phai xir 1ST ngay trong 
\Tong 2 gib. (theo gio• hanh chinh), khong phai 66.  van ban giay. Cac co quan, to 
chirc phan cong tad chuyen vien chu tri ngay trong ngay. Doi vui van ban den 
tiep nhan sau 15 gio hang ngdy (doi vgi ngay lam vi8c binh thuong), se dugc 
tinh thoi gian nhan la 7 gie• ngay horn sau (ngoai trix van ban boa toc). 

4. Thai gian ca quan tiep nhan van ban din tir da dugc 147 so cua ca quan 
giai tren m8i trung mpg dugc tinh la thiyi gian khi diem tiep nhan van ban 
den chinh thirc de thu 1ST, giai quyet. 

5. Van ban, tai li8u c6 not dung mang bi mat nha nugc (sau day ggi tat la 
van ban mat) dugc dang 147, quan 1ST theo quy dinh cfra phap luat hi8n hanh v8 
bao ves bi mat nha nuac va huang dan tai Quy the nay. 

6. Van ban dugc so hoa tren flied truong mang dugc dat ten t8p tin (theo 
Phu hric I: Quy each dat ten van ban din dinh kern phpc 	vi8c trao doi van 
ban qua dung mpg). 

Dieu 20. Danh muc cac loci van ban bat bm)c Ai) dung trong quan 
nha nuirc dtrfic girl, nh4n qua mill truirng mang 

1. Cac loai van ban dugc trao doi hoan toan theo hinh thirc van ban din 
tir c6 gig tri phap 1S7 tucmg &rang va thay the van ban giay (theo Phu lijc II: 
Danh muc cac loai van ban trao doi hoan toan theo hinh thirc van ban din tir). 

2. Cac loai van ban dugc trao dOi theo hinh thirc van ban din tir va &rig 
thoi gui kern van ban giay (theo Phu ltic III: Danh mpc cac 14 van ban trao doi 
theo hinh thirc van ban din tir &rig thoi giri kern van ban giay). 

3. Ngoai ra, tdy theo yeu cau, cac co quan, don vi xem,xet quy dinh them 
cac loai van ban khac de gUi qua mang, khong gui van ban giay trong n6i b6 cua 
co quan, don vi minh. 

4. Cac van ban mat, toi mat, tuyest mat va cac van ban khOng dugc phep 
phat hanh, trao dOi tren moi truang mpg, don thu khi8u nai to cap cda to chirc 
cong dan khong thu6c pham vi dieu chinh cua Quy the nay. 
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5. Quy the nay khong dp dyng v6i viec cap giay chUng nhan quyen sir 
dung dat, quyen se( huu nha va cac bat d6ng san khac, van ban thira,ke, giay 
Bang Vket bon, quyet dinh ly hon, giay khai sinh, giay khai tir, hoi phial va cac 
giay to c6 gia tri khac. 

Dieu 21. Trien khai xir IS,  van ban dien tir 
1. Th6ng nhat sir dung van ban dien tir thay the van ban giay de trao do' i glib 

cac co quan nha nix& voi nhau hoac gala co quan nha nuot v6i cac co quan, to 
chirc, doanh nghiep, ca nhan khac (trtr van ban quy dinh tai Khoan 4, 5 Dieu 20). 

2. Cac co quan, don vi khi nhan &roc van ban dien to tren cac thOng 
thong tin &roc quy dinh tai Khoan 1, Dieu 16 dm Quy che nay phai xir 157 theo 
yeu cau cila van ban dien tir mot each kip tiled dtroc quy dinh tren van ban dien 
tir va khOng can van ban giay. 

3. Sir citing cac he thong thong tin &roc quy dinh tai Khoan 1, Dieu 16 ciia 
Quy the nay de giri van ban xir VT den "Noi nhan" sau khi &roc lanh dap co. 
quan, to chirc phe duyet van ban dien ti:r. 

4. To chirc, cong dan giao dich dich vu cong true tuyen mut d6 3 va mire 
d6,  4 thong qua he thong C6ng thong tin dien tir cac co quan nha ntr6c sir dung,  
bieu 	dien tir va van ban dien tir. Doi voi cac dich vu cong can h6 so gOc 
ltru tra, toan b6 giao dich cho den khi c6 ket qua deu thtrc hien tren mOi tnrOng 
mang va van sir dyng van ban,  dien to do To chirc, cong dan clang 14. To chirc, 
cong dan chiden nop ho so goc 1 lan ding v6i tiled diem nhan ket qua va dong 
phi, le phi (neu co). 

5. Doi v6i van ban dien tir &roc cung cap boi To chirc, cong dan c6 sir 
dung chir14 s6 thi khong can n6p h6 so g6c. 

6. Viec cung cap dich vu cong trtrc tuyen dm co quan nha mr6c dtrai hinh 
thirc dien tir &roc xac lap tren co so quy dinh cua co quan d6 nhung khong &roc 
trai v6i quy dinh cua Luat Giao dich dien tir va cac quy dinh khac cua phap luat 
c6 lien quan. 

Dieu 22. Tinh hqp le ctia van ban dien tir tren phAn mem quan 1S,  van 
ban va dieu hanh 

1. The thirc va kS'T thuat trinh bay van ban phai thtrc hien theo quy dinh cua 
phap luat. 

2. Cac loci dinh clang van ban dien tir chuyen qua phan mem quan 17 van 
ban va dieu hanh: 

a) Cac van ban, bang tinh, trinh dien dtrai dang cho phep doc va chinh sUa 
(.doc, .docx, .xls, .xlsx, .ppt, .pptx, .odt, .ods, .odp,..); 

b) Cac van ban dien tir trinh dien duai clang chi d9c (.pdf, .tiff, .jpeg, 
.png..,) phai dtroc quet (scan) to van ban goc (co chit 14 dm nguOi c6 tham 
quyen 14 van ban va dau cua co quan, to chirc). 

3. Tat ca cac van ban dien tir khi chuyen qua phan mem quan 1S'7 van ban 
va dieu hanh phai c6 chir14 s6 theo dimg quy dinh tai Dieu 23 cila Quy che nay. 

Dieu 23. Sir dung chic 147 so trong phAn mem quart 1S7 van ban va dieu 
hanh 

1. van ban dien tir luan chuyen tren phan mem quan ly van ban va diet' 
hanh phai &roc tich hop chi( 14 so theo dung cac quy dinh tai Luat Giao dich 
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dien tir va cac van ban lien quan nham dam bao tinh an toan, bao mat, tin cay, 
xac thdc cua du lieu. 

2. Chit kST so sir citing trong phan mem quan VT van ban va diet' hanh phai 
dugc cung cap va xac thisc bOi TO chirc cung cap dich vu chimg thtrc chd k)% so 
chuyen clUng la Ctic Chimg thdc so va Bao mat thong tin thuOc Ban Ca yeti 
Chinh 

3. Van ban dien tir sir dung trong phan mem quan 1ST van ban va dieu hanh 
&Jac xem la hgp le khi bao gom: 

- Chit IcST so dm co quan, to chire. 
- Chir 1c)% so ciia ngued c6 tham quyen IcST van ban hoac ban quet (scan) tir 

van ban goc (c6 chu IcST cua nguoi c6 tham quyen k)% van ban va dAu dO cua ca 
quan, to chirc). 

Dieu 24. CA nhan sir dung phan mem quail 157van ban va dieu hanh 
1. Moi ca nhan dugc,  cap mot tai khoan (account) de truy cap vao phan 

mem quan 1)% van ban va diet' hanh, dugc cap tai lieu va huang dan sir dting he 
thong nham phtic vu cong tac chuyen mon, nghiep vu theo chirc nang, nhiem vu 
dugc phan ding. 

2. Khi chuyen cong tac den ca quan, to chirc moi hoac tiep nhan chirc 
nang, nhiem vu mOi tai co quan, to chirc, ca nhan phai lien he voi 130 

to 
phu 

trach quan 1ST phan mem quan 1)% van ban va dieu hanh tai co quan, to chirc de 
dang ky tai khoan ngtrai dung, cap quyen truy cap vao he thong va dugc dao tao, 
huang cran sir citing cac chirc Wang ciia he thong. 

3. Phai thuang xuyen sir dung phan mem quan 1ST van ban va dieu hanh de 
kip theri tiep nhan va xir 1ST cac van ban, ding viec dugc phan cong theo dung 
trach nhiem va quyen han dugc phan cong va dung quy trinh dugc ca quan, to 
chirc quy dinh. 

4. Bao ve mat khau, khong cung cap hoac de 10 mat khau phan mem quan 
1)% van ban va dieu hanh. 

5. Khi c6 sir co k'S'T thuat xay ra ten he thong, phai ghi nhan lai sly c0 va 
nhanh cheing thong bao voi 130 phan phu trach pan ly phan mem quan 1ST van 
ban va dieu hanh tai co quan, to chirc de dugc ho trg va xir VT kip thoi. 

Dieu 25. Cic cff quan, to chtrc sir dung phAn mem quail 157 van ban va 
dieu hanh 

1. Khi Juan chuyen van ban dien tir ten phAn mem quan 1)% van ban va 
dieu hanh, co quan cla dugc cap chdng thu so hap le bat buOc phai tich hgp chu 
1c)% so theo quy dinh tai Khoan 3 Dieu 23 nham dam bao tinh an toan, bao mat, 
tin cay, xac thdc cua du lieu va chiu trach nhiem ve not dung van ban dien 

2. Ca quan, to chirc trach nhiem trong viec quan 1ST cac tai khoan clang 
nhap (gom: tao meri, x6a, chinh sira...) vao phan mem quail 1ST van ban va dieu 
hanh cua cac ca nhan thuOc co quan, to chirc. 

3. Khi c6 sly thay cloi ye than su hoac chirc vu cua ca nhan tai ca quan, to chirc: 
a) TruOng hap nghi viec, ye huu hoac chuyen cong tac den co quan, to 

chirc khac: dux hien \To hieu h6a tai khoan ngued clUng tren he thong,  ciia ,co 
quan, to chirc, dam bao nhan khong dang nhap va sir dung &Jac phan mem 
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quan 15, van ban va dieu hanh. Co quan, to chirc luu kh6ng x6a tai khoan cua 
ca nhan de tranh truOng h9p mat qua trinh xir 1)"/ ciia van ban, ding viec; 

b) TruOng hop tier, nhan ca nhan moi: thtrc hien tao mai va phan quyen 
tai khoan ngueri dung de dang nhap vao he th6ng; 

c) Truorng h9p thay dOi chic vu hoac vi tri cong tac cua ca nhan tai co 
quan, to chirc: thuc hien phan quyen, chinh sira va cap nhat thong tin tai khoan 
ngtroi dung ten he thOng. 

4. Trong trueng hop phan mem quan 1)'T van ban va dieu hanh xay ra sir c8 
bi ngung hoat dOng, co quan, to chirc phai tien hanh xir ly cong viec teen giay 
hoac cong cu khac. DOng thai, co quan, to chirc phai nhanh chong lien he vii So 
ThOng tin va Truyen thong, Van phong UBND tinh de dugc h8 trq va xir 1S,  kip 
thOi. Sau ,khi 	sir co 	dugc khac phvc, don vi phai kiem tra lai tinh on dinh 
cua he thong va thtrc hien cap nhat cac thong tin da xir ly vao he thOng. 

5. Dinh kS1 hang ngdy sao luu du lieu van ban tai co quan, to chirc de dam 
bao an toan, an ninh cho he thOng. 

6. Khi trien khai hay sir dicing phan mem quan 1S,  van ban va dieu hanh tai 
co quan, to chirc can ph6i h9p vii So Thong tin va Truyen thong, Van phong 
UBND tinh de thtrc hien viec lien thong ket not voi trvc lien thong cua tinh. 

Dieu 26. Trinh tkr quan 157van ban den 
Tat ca van ban den co quan, to chirc phai dugc quail ly theo trinh to sau: 
1. Tiep nhan, dang 14 van ban den. 
2. Trinh, chuyen giao van ban den. 
3. Giai quyet va theo doi, don (roc viec giai quyet van ban den. 
Dieu 27.,Tiep nhlan, dang 14 van ban den 
1. Khi tiep nhan van ban den tir m9i nguon, trong gier hoac nsodi gio• lam 

viec, Van thu ho4c nguoi dugc giao nhiem tiep nhan van ban den phai kiem 
tra so luting, tinh trang bi, dau niem phong (neu co), kiem tra, doi chieu vai not 
giri truerc khi nhan va ky nhan. 

2. Doi vii ban fax, phai chip lai tru6c khi &rig dau Den; dOi vii van ban 
dugc chuyen pilaf qua mang, trong twang hop can thiet, c6 the in ra va lam thii 
tic dong au Den. Sau do, khi nhan dugc ban chinh, phai dong dau Den vao ban 
chinh va lam thu tic dang (sO den, ngay den la so va ngay da clang kST a ban 
fax, ban chuyen phat qua mang). 

3. Van ban khan ,den ngodi gia lam viec, ngay 	ngay nghi, thi can b6, 
cong chirc, vien chirc tiep nhan c6 trach nhiem ky nhan va bao cao ngay vii lanh 
dao co quan, to chic, Chanh Van phong de xfr 1ST. 

4. Dam bao 100% van ban den (co rep,  tin dinh kern) phai duct clang va 
cap nhat vao phan mem quan 1y van ban va diet' hanh. Danh mvc van ban den dugc 
clang 14, cap nhat vao phan mem van 1)"7 van ban va diet' hanh phai dugc in ra giay 
de ky nhan ban chinh va dong so de quan 

5. Van ban mat den dugc dang ky rieng ho4c neu sir dung phan mem tren 
may vi tinh thi khOng dugc not mang LAN (mang not bO) hoac mang Internet. 

Dieu 28. Trinh, chuyen giao van ban den 
1. Van ban den sau khi dugc dang 14, phai trinh kip thOi cho ngueri dirng 

dau co quan, to chirc xem xet va cho y kien phan phoi, chi dao giai quyet. Dam 
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bao 100% van ban den dugc phan phi va xir ly tren moi truong mang. Van ban 
den c6 dau chi cac miry dO khan phai dugc trinh va chuyen giao ngay sau khi 
nhan dugc. 

2. Can cir vao y kien chi dap giai quyet dugc xu VT, cap nhat,tren phAn 
mem, Van thu chuyen van ban (doi voi van ban giay den) theo kien chi dap 
tren phan mem den don vi chi" tri xu 1/ chinh; cac don vi phoi hgp xir ly hoac 
cac don vi lien quan chi giri van ban dien 

3. Viec chuyen giao van ban phai dam bao kip thoi, chinh xac, dung doi 
tugng, chat the va gift gin bi mat not dung van ban. 

Dieu 29. Giii quyet va theo doi, don dOc viec giii quyet van bin den 
1.,Sau khi nhan dugc van ban den, don vi, ca nhan c6 trach nhiem chi dao, 

giai quyet kip thai theo yeu cau cua lanh dao co quan, to chirc; theo thai han yeu 
cau dm van ban hoac theo quy dinh cua phap luat. Trong mot so,tnrerng hgp can 
thiet, cong chirc, vien chirc chuyen mon in Phial xi( 1.57 van ban den kern theo van 
ban den bang giay trinh lanh dao co quan, to chirc de xin y kien chi dao giai guy& 
van ban den. 

2. Truang hop van ban den khOng c6 yeu cau ve tiled han tra loi thi thai 
han giai guy& dugc thirc theo Quy the lam viec cua co quan, to chirc. 

3. Van this c6 trach nhiem tong hgp so lieu van ban den, van ban den da 
dugc giai quyet, da den han nhung chua dugc giai guy& de bao cao Chanh Van 
phOng. Doi \Tali van ban den co dau "Tai lieu thu hoi", Van thu c6 trach nhiem 
theo doi, thu hoi hoac gui tra lai not gui theo dung theyi han quy dinh. 
, 	4. Chanh Van phong co trach nhiem don dOc, bao cao lanh dao co quan, 

to chirc ye tinh hinh giai quyet, tien dO va ket qua giai quyet van ban den de 
thong bao cho cac don vi lien quan, dam bao 100% van ban di dugc lien thong 
vai van ban den tren phan mem quail VT van ban va dieu hanh. 

5. Bieu mau: 
. A Phu lvc IV: Phieu xir 17 van ban den 

Dieu 30. Trinh tkr giii quyet van bin di 
Van ban di phai dugc guar' ly theo trinh to sau: 
1. Kiem tra the thirc va k-y thuat trinh bay van ban; ghi so va ngdy, thing, 

nam cua van ban. 
2. Ding ky van ban di. 
3. Nhan ban, dung dau co quan va dau muc di) mat, khan. 
4. Lam thii tvc phat hanh, chuyen phat va theo doi viec chuyen phat van ban di. 
5. Luu van ban di. 
Dieu 31. Kiem tra the thirc va kS,  thu4t trinh bay van bin; ghi so va 

ngay, thing cilia van,  bin 
1. Kiem tra the thlk va ky thOt trinh bay van ban: Truerc khi phat hanh 

van ban, Van this kiem tra lai the thirc va 1(y thuat trinh bay van ban; neu phat 
hien sai sot thi bao cao ngtreri c6 trach nhiem xem xet, giai quyet. 

2. Ghi so va ngdy, thing ban hanh van ban 
a) Ghi so dm van ban 
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- TAt ca van ban di dm ca quan, to chirc,dtroc ghi s8 theo he thOng so 
chung 	co quan, to chirc do Van thu th8ng nhat quan 1Y, trir trtremg hop phap 
luat c6 quy dinh khac. 

- Viec ghi so van ban quy pham phap luat throe thgc hien theo quy dinh 
cua phap luat hien hanh va dangkY rieng. 

- Viec ghi so van ban hanh chinh thgc hien theo quy dinh tai Diem a, 
Khoan 1, Dieu 8 Thong to s8,01/2011/TT-BNV ngay 19 thong 01 nam 2011 dm 
B8 N8i vu ve hitting dan the thirc va 1(5/ thuat trinh bay van ban hanh chinh, 
dugc clang ky nhu sau: 

+ Cac loci van ban: Chi thi (ca biet), guy& dinh (ca biet), quy dinh, quy 
che, huong dAn dugc dang ky vao mot so va mot he th8ng so. 

+Cac loci van ban hanh chinh khac dtrgc clang vao mot so va mot he 
thong so rieng. 

- Van ban mat di dugc clang ky vao mot so va mot he thong so rieng. 
b) Ghi ngay, thong, nam dm van ban 
- Viec ghi ngay, thong, nam dm van ban quy pham phap luat dugc thgc 

hien theo quy dinh cua phap luat hien hanh. 
- Viec ghi ngay, thong, nam dm van ban hanh chinh dugc thgc hien theo quy 

dinh tai Diem b, Khoan 1, Dieu 9 Thong to , 01/2011/TT-BNV, cg the nhtr sau: 
Ngay, thong, nam ban hanh van ban phai dirge viet day dir; cac so chi ngay, thong, 
nam dung chit so A-rap; doi yeti nhfing so chi ngay nho hon 10 va thong 1, 2 phai 
ghi them so 0 6 triton, cg the: Thira Thien Hu -4 ngay 07 timing 02 nam 2017 

3. Van ban mat di &roc quan lY va dang ky rieng. 
Dieu 32.,  'Tang 147 van ban di 
1. Lap sO,dang kY van ban di: 
Can dr tong so va so luting moi loaf van ban di hang nam, co quan, to 

chirc quy dinh cu the vie:c lap so clang kY van ban di cho phu hop. Van ban mat 
di dugc clang ky rieng. 

2. Dang ky van ban di 
a) Dang kY van ban di bang so: Thgc hien theo Dieu 9 cfra Thong to so 

07/2012/TT-BNV ngay 22 thong 11 nam 2012 cilaB8 Noi vg ve viec huang dAn 
(plan lY van ban, lap ho so va nOp ltru,ho so, tai lieu vao Luu till co quan. 

b) Dang kY van ban di bang phan mem quan IY van ban va diet' hanh: 
Van ban di dm co quan, to chirc phai dugc dang ky tren phan mem quail 

lY van ban va diet' hanh. Danh muc van ban di phai dugc in ra giay va (long so 
de quan ly. 

Ngu6i sown thao van ban phai Tang ky, cap nhat van ban di vao phan mem 
quan lY van ban va dieu hanh. Dam boo 100% van ban di c6 tep tin dinh kern. 

Dieu 33. Nhan ban, dong 	quan va &Au mtic do khan, mat 
1. Nhan ban 
a) S8 luting van ban can nhan ban de phat hanh dugc xac dinh ten co sa so 

luting tai noi nhan van ban; neu gin den nhieu noi ma trong van ban khong liet ke du 
danh sach thi don vi soon thao phai c6 phg lgc noi nhan kern theo de ltru 6 Van thu. 

b) Noi nhan phai &roc xac dinh cu the trong van ban tren,nguyen tac van 
ban chi gir' i den co quan, to chirc, don vi c6 chirc nang, tham quyen giai quyet, to 
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chfrc thuc hien, ph6i hgp dux hien, bao cao, giam sat, kiem tra lien quan den not 
dung van ban; khong giri vugt cap, khong gui nhieu ban cho mot doi tugng, 
khong giri den cac deli arcing kirk chi de biet, tham kith°. 

c) Gift gin bi mat not dung van ban va thuc hien danh may, nhan ban theo 
dung thud gian quy dinh. 

d) Viec nhan ban van ban mat phai coy kien cua lanh dao co quan, to 
chirc va dugc thgc hien theo quy dinh tai Khan 1, Dieu 8 Nghi dinh so 
33/2002/ND-CP ngay 28 thang 3 nam 2002 cua Chinh phir quy dinh chi ti6t thi 
hanh Phap lenh Bao ve bi mat Nha truck. 

2. Dong dau co quan 
a) Khi clung dau len chit 14 thi au phai tram len khoang 1/3 chit ky ve 

phia ben trai. 
b) DL clung phai 1'6 rang, ngay ngan, dung chieu va dung mac dau mau 

do tuai theo quy dinh. 
c) Dong dau vao php lac kern theo 
Viec &mg dau len cac phu luc kern theo van ban chinh do ngugi 14 van 

ban quyet dinh va dau dugc (long len trang dau, tram len mot phan ten co quan, 
to chirc hoac ten cila phu luc. 

d) Dong au giap lai 
Dau dugc clung vao khoang giira mep phai cfra van ban hoac phy lac van 

ban, trim len mot phan cac to giay; moi au khong qua 05 trang. 
3. Dong dau chi mire dO khan, mat 
a) Viec dung au cac dO khan (KHAN, THONG KHAN, HOA TOC, 

HOA TOC HEN MO) tren van ban hanh chinh dugc thuc hien theo quy dinh tai 
Diem b, Khoan 2, Dieu 15 Th6ng tu so 01/2011/TT-BNV. 

b) Viec dOng dau cac dO mat (MAT, TUYET MAT, TOI MAT) va dau 
thu hOi dugc khac san theo quy dinh tai Dieu 16 Thong tu so 33/2015/TT-BCA 
ngdy 20 thang 7 nam 2015 cfra BO Cong an huorng dan thuc hien mot so dieu cua 
Nghi dinh so 33/2002/ND-CP cua Chinh phir quy dinh chi tiet thi hanh Phap 
lenh Bao ve bi mat nha nue(c. 

c) Vi tri dOng dau do khan, dau dO mat va dau pham vi luu hanh (IRA LAI 
SAU KHI HOP, XEM XONG TRA LAI, LUIJ HANH NOI BO) tren van ban 
dugc thuc hien theo quy dinh tai Diem c, Khan 2, Dieu 15 Thong tu so 
01/2011/TT-BNV. 

Dieu 34. Thii tuc Oat hanh, chuyen Oat va theo doi NT* chuyen phut 
van ban di 

1. Thu tic phut hanh van ban 
Van thu tien hanh cac cong viec sau day khi phut hanh: 
a) Lua chgn bi. 
b) Viet bi. 
c) Vao bi va dan bi. 
d) Dong dau dO khan, dau ky hieu dO mat va dau kirk len bi (neu co). 
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2. Chuyen Oat van ban di 
a) Nhang van ban da lam day du cac thu tpc hanh chinh phai dugc phat 

hanh ngay trong ngay van ban do dugc dang ky, cham nhat la trong ngay lam 
viec tiep theo. Doi voi van ban quy pham phap luat co the phat hanh sau 03 
ngay, ke tir ngay V van ban. 

b) D6i voi nhang van ban "ITN GO" "HOA TOC", "KHAN", "THUQNG 
KHAN" phai dugc phat hanh ngay sau khi lam day &I cac thu tic hanh chinh. 

c) Van ban di dugc chuyen phat qua buu dien phai,  dugc clang vao So 
giri van ban di buu dien. Khi giao bi van ban, phai yeu cau nhan vier' btru dien 
kiem tra, ky than va (tong dau vao so. 

d) Viec chuyen giao trpc tiep van ban cho cac don vi, ca nhan trong ca 
quan, to chirc hoac cho cac ca quan, don vi, ca nhan ben ngoai phai dugc ky 
nhan vao so chuyen giao van ban. 

d) Chuyen phat van ban di theo he thong quart VT van ban ten mang 
Van thu chi pilaf hanh van ban di dm ca quan, to chirc khi da c6 van ban 

dien to cita dan vi, ca nhan sop thao cap nhat tren phan mem quan VT van ban 
va dieu hanh (trir van ban,  mat). Van ban di dugc chuyen phat cho not nhan 
thong qua he thong phan mem ngay sau khi dugc dang ky vac, so van ban di dm 
co quan; trong ngay lam viec &rig thed phai giri kern van ban giay. 

e) Chuyen phat van ban mat thpc hien theo quy dinh tai Dieu 10 va Dieu 
16 Nghi dinh so 33/2002/ND-CP va quy dinh tai Dieu 7 Thong to so 
33/2015/TT-BCA ngay 20 thang 7 nam 2015 dm B.;) Cong an. 

3. Theo cleil viec chuyen phat van ban di 
a) Van thu c6 trach nhiem theo doi viec chuyen phat van ban di. 
b) Lap Phieu giri de theo doi viec chuyen phat van ban di theo yeu cau cua 

ngtreyi ky van ban. Viec xac dinh nhang van ban di can lap,Phieu gin do don vi 
hoac nhan soar' thao van ban de xuat, trinh ngueYi 	quyet dinh. 

c) Doi voi nhang van ban di c6 (Dicing dau "Tai lieu thu hoM" phai theo 
thu hoi dUng theyi han; khi nhan lai, phai kiern tra, doi chieu de bao dam van ban 
khOng bi thieu hoac that lac. 

d) Truang hop phat hien van ban bi that lac, khong c6 ngirei nhan phai 
bao ca.() ngay Chanh Van phong de xir VT. 

Dieu 35. Ltru van ban di 
1. Moi van ban di phai dugc luu 02 ban: 01 ban geic luu tai Van thu va 01 

ban chinh luu trong ho so theo doi, giai quyet ding viec. 
2. Ban goc luu tai Van thu phai dugc dong dau va sap xep theo thir tp 

clang V. 
3. Viec luu gift, bao quan va sir ding ban luu van ban di c6 (Jong dau chi cac 

mirc do mat dugc thpc hien theo quy dinh hien hanh ye bao ve bi mat nha nue(c. 
4. Van thu co trach nhiem lap se; theo doi va phpc vi kip theyi yeu call sir 

dung ban luu tai Van thu theo quy dinh cua phap luat va quy dinh ci the cita co 
quan, to chirc. 
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Muc 3 
LAP HO SO VA NOP LUt HO SO, TAI LIEU 

VAO LUt TRU' CO QUAN 

Dieu 36. Lap Danh muc hO 
1. Tac dung cua Danh muc ho so 

, a) Quart 1)'T cac hog dOng d e' m co quan, to chirc va ca nhan thong qua h 
thong ho so. 

b) Giup cho co quan, to chirc chit'  dong trong viec to chirc lap ho so va 
quart VT ho so, tai lieu tong giai clop van thu dugc chit the va khoa hoc. 

c) LA can cir de kiem tra, don doe viec lap ho so tai cac don vi, ca nhan; 
g6p phan nang cao y thirc vA,trach nhiem 	m8i ca nhan trong co quan, chirc 
doi 	viec lap ho so va chuan bi nOp lull ho so, tai lieu vao Ltru tra co quan. 

d) LA can cir de lua chgn tai lieu c6 gia tri de ltru trur va phvc vv sir citing. 
2. Can cir lap Danh muc ho so 
Cac can cir chit'  yeu de lap Danh muc ho so bao 	Cac van ban quy 

dinh ve chirc nang, nhiem vv, quyen han, co cau to chirc cua co quan, to chirc va 
cac don vi trong co quan to chirc; Quy che,lAm viec 	co quan, to chirc; Quy 
che cong tac van thu, ltrutrir cua co quan, to chirc; Ke hoach, nhiem 	cong tac 
hang nam dia. co  quan, , chirc, cua cac don vi va cua m6i ca nhan; Danh muc 
ho so cita nhtmg nam truck; Bang thoi han bao quart tai lieu va Mvc lvc ho so 
dm co quan, to chirc (neu co). 

3. NOi dung lap Danh muc ho so 
a) Xay dtmg khung de' muc cua Danh muc ho so 
- Khung de muc &la Danh muc hO so dtrgc xay dung theo co cau to chirc 

hoac theo linh vuc hog &Ong cUa co quan, to chdc. Can cir tinh hinh thtrc to cua 
moi co quan, to chirc de ch9n khung de muc Danh muc ho so cho phit hop, bap 
dam viec lap,  ho  so dugs dAy du, chinh xac va thuan tien. Nhang co quan, to 
chirc c6 co cau to chirc On dinh, chirc nang, nhiem vu cua cac don vi,dugc phan 
dinh ro rang thi ap dung khung muc Danh muc ho so theo co cau to chirc. 
Nhiing co quan, to chirc c6 co cau to chirc phirc tap, khong on dinh, khong ro 
rang thi xay dung khung de muc Danh muc ho so theo linh vtrc hog dOng:  

- Neu theo co cau to chirc thi lay ten cac don vi trong co quan, to chirc; 
theo linh vtrc hoat dOng thi lay ten cac linh vtrc boat &gig chit yeu cua co quan, 
to chirc lam de muc lon (cac phan) cua Danh muc ho so. 

- Trong tong de muc lon bao gom cac de muc nho la cac van de thuOc 
chirc Wang nhiem vu cua don vi - d6i vOi khung de muc theo co cau to chirc; 
hoac la cac van de trong pham vi mot firth vtrc boat dOng - doi \Ted khung de muc 
theo linh vv.c boat dOng. 

- Trong moi de muc nho, cac ho so clugc sap xep theo trinh to tir chung den 
rieng, tir tong hop den cu the, c6 ket hop voi vi tri va tam quan trong cua ho so. 

b) Xac dinh nhang ho so can lap, du kien tieu de Ito so va don vi hoac 
nguiyi lap 

- Xac dinh nhang ho so can lap trong nam, don vi hoac ca nhan chin trach 
nhiem lap WO so cltra tren cac can cir lap Danh muc ho so tai Khoan 2 Dieu nay; dac 
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biet la chuong trinh ke hoach va nhiem vu cong tac nam cua co quan, to chirc va 
cua cac don vi, nhiem vv va cong viec cu the dm ttrng ca nhan trong don vi. 

- Tieu de ho so can ngan g9n, ro rang nhung phai khai quat dugc not dung oh 
cac van ban, tai lieu se hinh thanh trong qua trinh theo dai, giai quyet cong viec. 

c) Du kien thai han bao quan cua ho so 
Thad han bao quan cua ho so dugc ghi theo Bang thai han bao quail tai 

lieu hinh thanh pho Wen trong boat Ong cua cac co quan, to chirc; Bang tiled 
han bao quan tai lieu chuyen nganh va Bang than han bao quan tai lieu cua co 
quan, to chfrc (neu co). 

d) Danh s6, IcST hieu cac de mvc va h6 so 
- Cac de mvc 	dugc danh so lien tvc bang chit so La Ma. 
- Cac de mvc nho (neu co) trong tong de mvc lon dugc danh so rieng 

bang chit s6 A-rap. 
- SO, ky hieu cua ho so bao gom so thir to dugc danh bang chi s6 A rap 

va ky hieu (bang cac chit viet tat) cua de mvc lon. Chu viet tat cua cac de mvc 
16n trong Danh mvc ho so do co quan, to chirc quy dinh nhung can ngan g9n, de 
hieu, de nhg. 

Viec danh so ho so c6 the dp dung mot trong hai each sau: 
+ SO cua ho so dugc danh lien tvc trong toan Danh mvc, bat dau tir so 01. 
+ S6 cua h6 so dugc danh lien tvc trong pham vi timg de mvc lan, bat dau 

t& so 01. 
4. TO chirc lap Danh muc ho so 
a) Danh muc h6 so dugc lap theo hai each sau: 
- Cach thir nhat: Van thu xay dung du thao Danh muc ho so cua co quan, 

to chirc; lay 3"/ kien (long gop cua cac don vi, ca nhan lien quan; hoan thien du 
thao, trinh,lanh dao Van phong hoac Phong Hanh chinh trinh ngued dimg dau 
co quan, to chirc 14 ban hanh. 

- Cach thir hai: Cac don vi du kien Danh mvc h6 so cilia don vi minh theo 
huong dan,nghiep vv cua Van thu; Van thu tong hop thanh Danh mvc hO so cua 
co quan, to chirc, b6 sung, chinh sira (neu can); hoan thien du thao, trinh lanh 
dao Van phang hoac Phong Hanh chinh de trinh ngued dung dau co quan, to 
chirc 1(57 ban hanh. 

b) Danh mvc ho so do ngtrgi dirng dau co quan, to chirc duyet, 1c$,  ban 
hanh vao dau nam. 

c) Van thu sao chvp Danh mvc ho so da dugc ban hanh gin cac don vi, ca 
nhan lien quan de thvc hien lap h6 so theo Danh mvc. Trong qua trinh thus hien, 
neu c6 ho so du kien chua sat vgi thkrc to ho4c c6 cong viec giai quyet phat sinh 
thu6c trach nhiem lap hO so cua don vi hoac ca nhan nao thi don vi ho4c ca nhan 
do can kip thai sira doi, bo sung vao phan Danh mvc ho so cua minh de Van thu 
tong hop, bo sung vac) Danh mvc ho so dm co quan, to chirc. 

5. Bieu matt: 
Phu luc V: Mau Danh Inv ho so. 
Dieu 37. NOi dung viec lap WO so' va yeu cAu doi veri hO so' &mg 14 
1. N6i dung viec lap ha, so cong viec 
a) MO h6 so 
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Can et"' vao Danh muc 119 so dm co quan, to chirc va thtrc to cong viec 
du giao; can b9, ding diode, vier) chuc chuan bi bia ho so, ghi tieu de ho so len 
bia ho so. Can b9, cong chirc, vien chdc thtrc hien nhiem vu &Ric giao dim cac 
van ban giay nhan tir Van thu vao ho so cong viec. 

b) Thu thap van ban vao ho so 
- Can b9, cong chirc, vien chirc có trach nhiem lap ho so can thu thap day 

du cac van ban, gidy to va cac to lieu có lien quan den sir viec vao ho so. 
- Cac van ban trong ho so phai &Ric sap xep theo mot trinh W.  hop 1ST, tit),  

theo dac diem khac nhau dm cong viec de ltra ch9n cach sap xep cho thich h9p 
(chil yeu la theo trinh to tiled gian va dign bien cong viec). 

c) Ket fink va bien muc ho so 
- Khi cong viec giai guy& xong thi ho so cling ket thitc. Can b9, cong 

chdc, vien chirc có track nhiem lap ho so phai kiem tra, xem xet, b6 sung nhung 
van ban, giay to con thieu va loai ra van ban trong thira, ban nhap, cac to lieu, 
sach bao khong can detrong ho so. 

- DOi vai cac ho so,  có thai han bao quan vinh vien, can b9, cong chirc, 
vien chirc phai bien muc ho so day du. 

2. Yeu cau doi vOi m6i ho so dtrac lap 
a) HO so &roc lap phai phan anh dung chirc nang, nhiem vu cua co quan, 

to chirc, clan vi hinh thanh ho so. 
b) Van ban, tai lieu &pc thu thap vao h9 so phai co str lien quan chat the \Ten 

nhau va phan anh dung trinh to din bien cua sly viec hay trinh to giai quyet cong viec. 
c) Van ban trong ho so phai co gia tri bao quan tuang doi dong deu. 
Dieu 38. Giao nh4n he so', tai lieu vao Liru trir co' quan 
1. Trach nhiem can b9, cong chirc, vier' chirc 
a) Can b9, cong chirc, vien chirc phai giao nap ho so, tai lieu vao Luu trir 

co quan theo thai han disc quy dinh tai Khoan 2 Dieu nay. Truong h9p can giir 
tai ho so, tai lieu den han nap km phai thong bao bang van ban cho Luu tilt co 
quan biet va phai dtrac str dungy cua lanh ciao co quan, to chirc nhung then hp 
gilt tai khOng qua 02 nam. 

b) Can b9, cong chirc, vien chuc khi chuyen cong tac, thoi viec, nghi 
huang the d9 bao hiem xa h9i phai ban giao h9 so, tai lieu cho co quan, to chirc 
hoac cho ngtred ke nhiem; IchOng &roc gift ho so, tai lieu dm co quan, to chirc 
lam tai lieu rieng hoac mang‘  sang co quan, to chirc khac. 

2. Thai han nap luu ho so, tai lieu 
a) Trong thai han 01 nam Ice tir ngay cling viec ket thUc. , 
b) Sau 03 thang ke to ngay cong trinh dtroc guy& toan doi van tai lieu xay 

thing co ban. 
3. ThU tuc giao nhan 
Khi giao nap ho so, tai lieu don vi, can b9, cong eh-ire, vien chirc phai lap 

02 ban IvItic luc hO so, tai lieu nap km va 02 ban Bien ban giao nhan tai lieu. 
Luu trir co quan, to chirc va ben giao tai lieu mOi ben giir m6i loci 01 ban. 

4. Bieu mau: 
a) Phu hjc VI: Muc luc ho so', raj lieu nap hru 
b) Phu luc VII: Bien ban giao nh4n tai lieu 
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Muc 4 
QUAN LY HO SO DIN TI 

Dieu 39. Yeu cau tao rap ho so' dien tir 
1. Dam bao yeu cau chung cua viec lap va quan ly ho so 
2. Dam bao tinh xac dux dm van ban, tai lieu trong h8 so 
3. Dam bao tinh an toan trong he thong 
Dieu 40. Tao 14p ho so' dien tir 

, 1. Can cu vao Danh mix ho so trong nam, ca nhan dugc giao nhiem vu giai 
quyet cong viec xac dinh ma ho so cho van ban di, van ban den cac cac tai lieu 
lien quan kirk nhu: 3'7 kien chi dap, y lcien &rig Op, bao cao giai trinh...trong 
qua trinh giai cluyet dog viec. 

2. Ma ho so Om: 
a) Ma dinh danh co quan, t6' chirc (drive cap theo quy dinh cira UBND tinh); 
b) Nam hinh thanh 118 so; 
c) So va 1c57 hieu 118 so 
3. Ma van ban, tai lieu Om ma ho so va so thir tir cua van ban, tai lieu 

trong ho so. S8 thin to dm van ban, tai lieu trong h8 so dugc He thOng tao lap to 
&Ong theo died gian. 

4. Khi cong viec hoan thanh, ca nhan dugc giao nhiem vu giai quyet cong 
viec c6 trach nhiem hoan thien va ket thuc ho so. 

, 5. Can cu vao Danh muc ho so trong nam, ca nhan dugc giao nhiem vu giai 
quyet cong viec xac dinh nhang ho so thuOc dien nop luu vao Luu till co quan. 

6. HO so nguyen tac, ho so hien hanh dugc luu trong He thong va dugc 
phan quyen khai thac, sir dung theo quy dinh. 

7. Nguai ddng dau co quan, to chirc, don vi c6 tham quyen cho phep khai 
thac, sir dung WO so hien hanh de giai quyet cong viec cira co. quan, to chirc. 

8. Ca nhan dugc giao nhiem vu giai quyet cong viec va lap ho so dugc 
phep khai tilde, sir dung ho so hien hanh phvc mix dich cong viec. 

Dieu 41. Nifp ltru 
, 

so', tai lieu dien tir 	ca quan 
‘1. 	nhan dugc giao nhiem vu giai quyet cong viec c6 trach nhiem nop 

luu ho so (Om tai lieu dien tir va cac tai lieu dinh dang khac neu co) vao Luu 
trit co quan thong qua cac chdc nang dm He thong. 

2. Khi giao nhan tai lieu dien tir, Luu trd co quan phai kiem tra tinh xac 
thtrc, tinh toan yen,  va kha nang truy cap cUa ho so. H8 so phai bao dam not 
dung, cau truc va boi canh hinh thanh va dugc bao v'e de khong bi hu hong hoac 
bi hiry hoai, sira chda hay bi mat du lieu. 

3. Viec nOp luu ho so, tai lieu luu trd dien 61.  vao Luu trd co quan dugc 
flux hien theo quy trinh sau: 

a) Luu trd co quan thong bao cho don vi giao nop tai lieu Danh mix h8 so 
nop luu; 

b) Luu till co quan va don vi giao nOp tai lieu th8ng nhat ye yeu cau, 
phuang tien, cau tritc va dinh dang chuyen; 

c) Dan vi, ca nhan giao nOp ho so va du lieu dac to kern theo; 



21 

d) Luu till co quan kiem tra de bao dam h6 so nhan du va dimg theo Danh 
muc; clang thuc va can true dal thong nhat; lien ket chinh xac du lieu dac to voi 
ho so; kiem tra virUt; 

d) Luu tit co quan chuyen ho so vao he th6ng quan 1y tai lieu luu tra dien 
tir cUa co quan va flux hien cac bien phap sao luu du phong; 

e) Lap ho so ve viec nOp luu tai lieu dien tir vao Luu till co quan. 

Muc 5 
QUAN LY VA Sir DUNG CON DAU 

Dieu 42. Quin 1.57 con dAu 
1. Chanh Van phong chin trach nhiem truOc ngu6i dimg dau co quan, to 

chirc viec quail 13'T, sir dung con dau dm co quan, to chirc. Lanh dao don vi chiu 
trach nhiem truoc,ngu6i dung dau co quan, to chirc viec quan va sir dung con 
dau dm don vi (doi voi don vi co condau rieng). 

2. Cac con dau dm co quan, , chirc, con dau don vi dugc giao cho van 
thu quan ly va sir dung. Van thu dugc giao sir dung va bao guar' con dau chiu 
trach nhiem tru&c lanh dao don vi viec guar' ly va sir dung con dau, co trach 
nhiem thirc hien nhQng quy dinh sau: 

a) Con au phai dugc bao quan tai phOng lam viec cua. Van thu. Tnr6ng hop 
can dim con dau ra khoi co quan, to chirc phai dugc sr d6ng y cua ngu6i dimg dau 
co quan, to chirc va phai chiu trach nhiem ve viec bao quan, sir dung con au. Con 
au phai dugc bao quan an town trong gi6 ding nhu ngoai gi6 lam viec.,  

b) Khong giao con dau cho nguai kink khi chua dugc phep bang van ban 
cua ngu6i co tham quyen. 

3. Khi net dau bi mon hoac Nen clang Van thu phai bao cao nguai dimg 
dau co quan, to chirc lam thil tuc doi con dau. Tru6ng hop con au bi mat, ngued 
dimg dau co quan, to chirc phai bao cao co quan cong an, not xay ra mat con 
dau, lap Nen ban. 

4. Khi don vi cc') quyet dinh chia, tach hoac sap nhap phai Op con dau cu 
va lam thd tuc xin kh'ac con dau 

Dieu 43. Sir dung con diu 
1. Van thu phai to tay dOng dau vao cac van ban dm co quan, to chirc. 
2. Chi &rig dau vao cac van ban khi cac van ban dimg hinh thirc, the thirc 

va co chit V Gila nguei có tham quyen. 
3. Kh6ng dugc &rig dau trong cac tnr6ng hop sau: Dong au vao giay 

khong có not dung, dong dau truac khi V, dOng dau san tren giay trang hoac 
&mg dau len cac van ban có chit V cita nguai khOng co tham quyen. 

Chirong III 
TO CHtrC 

Dieu 44. TO chtic thur hien 
1. SO NOi vu có trach nhiem thanh tra, kiem tra, huong an, don d6c viec 

thirc hien Quy the nay tai cac co quan, to chirc. 
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, 2. So. Thong tin va Truyen thong dam bao cac dieu kien ve mat ha tang de 
trien khai img dung van ban dien tir trong hoat Qng dm co quan nha fluor. Xay 
dung va trien khai ke hoach duy tri, phat trien ha tang kSi thuat va cac he thong 
thong tin phuc vu ding tac quan ly, dieu hanh ding viec, trao dOi van ban dien tir 
lien thong gida cac don vi. 

3. Sa Tai chinh bao dam kinh phi nfing cap, hoan thien ha tang Icy thuat, 
cac he th6ng thong tin phuc vu ding tac xir ly, trao d6i van ban dien tu, coi day 
la cac nhiem vu cap bach, la diet' kien toi thieu de lam viec, dugc uu tien kinh 
phi trong Ice hoach ngan sach hang nam. 

4. Thu truemg cac sec ban, nganh, to chircthuOc UBND tinh; ChU tich US/ 
ban nhan dan cac huyen, thi xa va thanh pito Hue; Chit tich Uy ban nhan dan cac 
xa, phtrimg,,thi tran ten dia. ban tinh có trach nhiem: 

a) Pito bien, trien khai thuc hien the quy dinh tai Quy the nay; 
b) Gtrcmg matt dux hien viec quan ly, dieu hanh cong viec qua mOi 

truong mang; thuemg xuyen chi ciao cac ca nhan, don vi bye thu& sir dung van 
ban dien tir phuc vu quart l3"7, diet' hank va trao doi thong tin de thay the van ban 
giay; quail triet chi ciao viec gui kern ho so, van ban dien tir khi trinh cac cap có 
tham quyen mot cach kip thei, tien tad xir ly, trao doi cong viec chu yeu qua moi 
trueng mang. 

c) Can cir Quy the nay va cac van ban phap luat co lien quan xay dung 
quy che cong tac van thu cua co quan, to chirc. Neu cac co quan, to chirc khong 
co quy dinh gi khac chi tiet hon cac quy dinh cua Quy cite nay thi dp dung Quy 
the nay cho co quan, to chirc minh. 

5. Trong qua trinh thgc hien, nett có van de phat sinh hoac can sira doi, bo 
sung, cac co quan, to chirc phan anh bAng,van ban ve 	Ni vu de tong hop, 
bao cao Uy ban nhan dan tinh xem xet, quyet dinh./. 

Phan NgQc Th9 



Phu luc I 
QUY CACH D .AT TEN VAN BAN DIN Tir 
M PHUC VU TRAO DOI QUA MOI TRUONG MANG 
t clinh so ¢Q /2018/QD-UBND ngay 02. / 7/2018 cua UBND tinh) 

scr, ban, nganh 

STT Ten co. quan, to chin 
Quy each 414t ten 

(khong k6oh/In ten duoi) 

1 Ban Dan t9c BDT-[S6]-[KY hieu]-[Nam] 

2 Ban Quan 1yr khu kinh te, cong nghiep tinh BQLKIKTCN4S6] -[KY hieu]-[Nam] 

3 SO. Cong Thucmg SCT-[S6]-[K2 hieu]-[Nam] 

4 Si Du lich SDL-[S6]-[Ky hieu]-[Nam] 

5 SO Gido duc va Dao tao SGDDT-[S6]-[KY hieu]-[Nam] 

6 Si Giao thong va V4n tai SGTVT-[S6]-[KY hieu]-[Nam] 

7 SO K6 hoach va D'au to SKHDT-[S6]-[KY hieu]-[Nam] 

8 Si Khoa hoc va Cong nghe SKHCN-[S6]-[KY hieu]-[Nam] 

9 So.  Lao d9ng, Thuang binh va Xa. h9i SLDTBXF1-[So]KY hieuHNam] 

10 Sr Ngoqi vv SNGV-[SO]-[KY hieu]-[Nam] 

11 So.  N9i vu SNV-[S6]-[KY hieu]-[Nam] 

12 So Nong nghiep va Phat trie'n nong them SNNPTNT-[SO]-[KY hieu]-[Nam] 

13 Si Tai chinh STC-[S6]-[KY hieu]-[Nam] 

14 So. Tai nguyen va Moi tnremg STNMT-[S6]-[KY hieu]-[Nam] 

15 So Thong tin va Truyn thong STTTT-[S6]-[KY hieu]-[Nam] 

16 SO Tu phap STP-[S6]-[KY hi'eu]-[Nam] 

17 SO Van h6a va The thao SVHTT-[S6]-[KY hieu]-[Nam] 

18 SO Xay chyng SXD-[S6]-[KY hieu]-[Nam] 

19 So. Y to SYT-[Sa]-[KY hieu]-[Nam] 

20 Thanh tra tinh TTT-[S6]-[KY hieu]-[Nam] 

21 Van phong UBND tinh VPUB-[SO]KY hieuHNam] 
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2. Cac do'n vi khac 

STT Ten co' quan, to chirc 
Quy each (14t ten 

(khong ke phan ten AO 

1 Uy ban nhan dan tinh UBND-[So]-[KT hieu]-[Nam] 

2 Van phong DDBQH tinh VPDDBQH-[S6]-[ 	hieu]-[Nam] 

3 Van phong HDND tinh VPHDND-[So]-[IT hieu]-[Nam] 

4 Dai Phat thanh va Truyen hinh tinh DPTTH-[S6]-[KT hieu]-[Nam] 

5 Trung tam Bao eon di tich Co do Hue TTBTDT-[S6]-[1()'7 hieu]-[Nam] 

6 Trung CDSP Thira Thien Hue TCDSP-[SO']-[I 	hieu]-[Nam] 

7 Ban Quan b'T Khu vuc phat trien de thi tinh BQLKVP1DT-[S6]-[ 	hieu]-[Nam] 

8 Trung tam Festival Hue TTFH-[S6]-[1()"7 hieu]-[Nam] 

... 

3. UBND cac huy0, thi x5 va thanh phO Hue 

STT Ten co' quan, to chtic 
Quy cach chat ten 

(khong ke phan ten duoi) 

1 UBND huyen A Luai HAL-[S6]-[K)'7 hi'eu]-[Nam] 

2 UBND thanh ph6 Hue TPH-[ SO]-[KT hieu]-[Nam] 

3 UBND thi xa" Huang Thuy TXHTH-[So]-[K7 hieu]-[Nam] 

4 UBND thi xa Huang Tra TXHTR-[S6]-[1“,  hieu]-[Nam] 

5 UBND buyer' Nam Dong 1-IND-[S6]-[1“7 hieu]-[Nam] 

6 UBND huyen Quang Dien HQD-[SO]-[K)'7 hieu]-[Nam] 

7 UBND huyen Phong Dien 1-1PD-[So][K 	hieu]-[Nam] 

8 UBND huyen Phu LOc ILPL-[ S O] - [1(ST hieu] - [Nam] 

9 UBND huyen Phil Vang HPV-[S6]-[K)'T hieu]-[Nam] 

4. UBND cac x5, phtro'ng, thi trAn 

STT Ten co' quan, to chtrc 
Quy cach chat ten 

(khong ke phan ten cluOi) 

1 UBND phuong An Cuu PAC-TPH-[S6]-[1“/ hieu]-[Nam] 

2 UBND phuOng An Tay PAT-TPH4S6]-[1(57 hieu]-[Nam] 

3 UBND phuong Phu Hea PPHO-TPH-[SO]-[ 	hieu]-[Narn] 

4 UBND phuong Phu HOi PPHO-TPH-[SO] 	hieuHNam] 
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5 UBND phuong Phil Han PPHA-TPH-[So]-[1“/ hieu]-[Nam] 

6 UBND xa Huang Hilu XHHU4IND-[S6]-[Khieu]-[Nam] 

7 UBND xa Thugng Nhat XTN-FIND-[S6]-[1“/ hieu]-[Nam] 

8 UBND thi tan Khe Tre TTKT-HND-[So]- [1()"( hi eu] - [Nam] 

9 UBND thi tran Phil LC)c TTPL-HPL4S6]-[KT hieu]-[Nam] 

10 UBND xa LOc B6n XLBO-HPL4S6]-[1“/ hieu]-[Nam] 

11 UBND xa Quang Thai XQTHAI-HQD-[S6]-[KST hieu]-[Nam] 

12 UBND xa Quang Thanh XQ'THAN-HQD4S6] -[Kg hieu]-[Nam] 

13 UBND xa Quang Vinh XQV-HQD-[S6]-[KST hieu]-[Nam] 

14 UBND xa Huang Nguyen XHN-HAL-[S6]-[1“T hieu]-[Nam] 

15 UBND xa San ThUy XST-HAL-[SO]-[K)"/ hieu]-[Nam] 

16 UBND phuong Huang Van PHVA-DCHTR-[S6]-[KST hieu]-[Nam] 

17 UBND phuong Huang Van PHVA-TXHTR4S6HKST hieu]-[Nam] 

18 UBND phuong Huang Xuan PHX-TXHTR-[S6]-[KST hieu]-[Nam] 

19 UBND phuong Phu Bai PPB-TXHT-[S6]-[KST hieu]-[Nam] 

20 UBND phuong Thily Chau PTC-TXHT-[S6]-[1“,  hieu]-[Nam] 

21 UBND phithng Thily Ducrng PTD-TXHT- [ S 6] - [KST hi eu] - [Nam] 

22 UBND xa Vinh Thai XVTHAI-HPV-[S6]-[KST hieu]-[Nam] 

23 UBND xa Vinh Thanh XVTHAN-HPV4S6]-[1()"/ hieu]-[Nam] 

24 UBND xa Phil Mau XPMA-HPV-[S6]-[KST hieu]-[Nam] 

25 UBND xa Phil My XPMY-HPV-[S6]-[KST hieu]-[Nam] 

26 UBND xa Di'en Hoa XDHO-HPD-[S6]-[1“,  hieu]-[Nam] 

27 UBND xa DiLi Huang XDHU-HPD-[S6]-[1“/ hieu]-[Nam] 

... 

5. litrovg dan thtyc hieu 
a) Cac don vi khac dat ten theo nguyen tac sau: Ten viet tac dm co.  quan-

[S6] -[KY hieu]-[Nam]. Vi du: Quy& dinh s6 90/QD-SNV cua So Noi vu ban 
hanh ngay 20/4/2017 thi phai dat ten la: SNV-90-QD-SNV-2017.doc; Bao cao so 
20/BC-UBND cda UBND phuong Phu Hiep ban hanh ngdy 30/3/2017 thi phai 
dat ten la: PPHI-TPH-20-BC-UBND-2017.doc. 

D6i voi UBND cac xa trong mot huyen c6 cung van ten 	nhau nhu: 
Huyen A Lu6i có UBND xa Hong Thai, UBND xa Hong Thugng, UBND xa 
Hong Thuy, UBND xa Hong Trung thi quy cach dat ten nhu sau: 

• 
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Vi di,i: UBND xa Hong Thai 1()'T hieu la: XHTHA-HAL-[S6J-[K)'T hieu]-
[Nam]; UBND xd H6ng Thugng I(.y hieu la: XHTHU'-141,6iL4S6J-K 'Y hieu]-
[Nam]; UBND xa' Wong Thilyk3"/ hieu la: XHTHU-HAL-[So]-[K)"/ hieu]-[Nam]; 
UBND xd Wong Trung lq hieu la: XHTR-HAL-[S6]-[1“T hieu]-[Nam]. 

b) Trong truemg hop van ban di co dinh kern 1 hoc nhieu phi luc thi bO' 
sung them —PL<STT> truov ph'an ten duoi. Vi dii: To trinh so 21/TTr-UBND 
cila UBND huy'en Nam Dong ban hanh ngdy 30/3/2012 ye vi'ec xin thong nhat 
chn truang va quy mo dau to cac cong trinh thuec Chuang trinh xay dung nong 
them mad nam 2012 có giri kern theo 02 phv luc thi cach d4t ten Ian lugt nhu sau: 

- Tef trinh: HND-21-TTr-UBND-2012.doc 
- Phu luc 1: HND-21-TTr-UBND-2012-PL1.<ten duOi> 
- Phu luc 2: HND-21-TTr-UBND-2012-PL2.<ten duOi> 



Phu lye II 
ANH MUC CAC LORI VAN BAN 

TOAN THEO HINH THeC VAN BAN DIN TIr 
40 /2018/QD-UBND ngay 02 / 7 /2018 ciia UBND tinh) 

van STT '\''`-;, .fYY 	Cac loaf 	ban 

1 
--,-- - 	' 

Chi thi (ca biet) 

2 Cong dien 

3 
Cong van: Trao doi trong qua trinh xir V7 cong viec, pho bien van ban 
quy phqm phaplu4t, clang 14 lich h9p, clang 14 lich lam viec 

4 Bao cal) thang, q4, 06 thang va cac bac) cao theo yeti cAu 

5 Chuang trinh cong the thang, quy, 6 thang 

6 GiAy mei h9p, hOi nghi 

7 Hu6ng an 

8 Ke hoach 

9 Lich lam viec, lich cong lac dia cac ca quan, to chic, dia phuang 

10 
Thong bac.: Gioi thieu con &au, chit 14, trki so lam viec, y kien ket lu4n 
dm lanh d4o co quan, dan vi 

11 
Cac tai lieu phphutvvucho cac cuOc h9p, trao cloi cong viec, hOi nghi de 
nghien ctru truOc hoac de gop )", 

12 
Cac van ban sao y, van ban giri giri lanh 4.o de biet, de bac,  cao (cac van 
ban giri bac, ca.() lanh 4o tai rrivc "Nai nhian") 

13 Van ban chi dao, dieu hanh 

14 Van ban giri cac co quan de biet 

15 Van ban dir did() kem theo cong van xin y kien, g6p 



Phu hp III 
VAN BAN THEO HINH TH-(1'C VAN BAN DItN 
THOI KEM VAN BAN GIAY 

0 /2018/Q-D-UBND ngay OE / 7 /2018 ciia UBND tinh ) 

STT Cac _ .,ice,_ 	 loci van ban 

1 Van ban quy pham phap 14.t 

2 Quy6t dinh (ca bilet) 

3 To trinh 

4 De an 

5 Dg an 

6 Van ban gin cl6n cac co quan chu tri giai guy& cong v*. 

ij 



Phu luc IV 
PHIEU XIJ LY VAN BAN DEN 
40o 	/2018/QD- UBND ngay 02 / 7 /2018 cita UBND tinh ) 

   

TEN CO QUAN, TO CHIC LONG HOA )(A HOI CHU NGHIA VIVI' NAM 
Di)c lap - Tkr do - I-14nh phtic 

(1) 
PHIEU X1Y L'i7  VAN BAN DEN 

SO den: ...(2)..... 

Co quan ban hanh VB: 	(3) 	 SO 14 hieu VB: 	(4) 	 
Ngdy th,ang nam van ban: .....(5).....Ngtred 	1T VB• 	(6) 	 
Trich yeu not dung VB• 	 (7) 	  

ThU trtremg co quan 
Ngdy:.../.../20 

(8)  

ThU trtrong don vi 
Ngay:.../.../20 

(9)  

COng chirc/vien chirc 
Kir 1)"7chinh 

Ngdy:.../.../20 

(10)  

Ca.c y kien khac 
Ngay:.../.../20 

(11)  

2. Iltrovg dan ghi 
(1): Ghi ten co quan, to chirc tiep nhan van ban den. 
(2): Ghi so van ban den. 
(3): Ghi ten co quan, to chirc ban hanh van ban. 
(4): Ghi so 1(3'i hieu van ban. 
(5): Ghi ngdy thang nam ban hanh van ban. 
(6): Ghi ten ngtrei xir' 1y van ban. 
(7): Ghi trich yeu not dung cila van ban. 
(8): Y kien phan ph6i, chi dao giai quyet cua lanh ciao co quan, to chirc 

giao don vi chu tri, cac don vi ca nhan tham gia phO'i hop giai quyet van ban den 
(neu co); thed han giai quyet doi voi moi don vi, ca. nhan (neu co). 

(9): Y kien phan,phoi, chi ciao 	quyet cda lanh ciao don vi giao cho ca 
nhan; thed hg.n 	quyet,doi ved ca nhan (neu co). 

(10): Y kien de xuat 	quyet van ban den cUa ca. nhan 
(11): )Li-  kien cua cac don vi phOi hop (neu co). 



• 

K 

Pity lyc V 
MAU DANH MIJC HO SO 

40 /2018/Q-D-UBND ngay OR  / 7 /2018 cua UBND tinh ) 

     

TEN C•, CAP TREN 	CONG HOA XA HOI CHU NGHIA VItT NAM 
TEN CO QUAN, TO CHTiC 	 DOc lap - Ty. do - Hynh phtic 

DANH NIVC HO SO CUA ... (ten ca quan, to chirc) 
, Nam 

(Ban hank kern theo Quyet clinh 
,

ngay thang nam cua ....) 

So va 1(3"7 
hi0 HS Ten de Inv va tieu de hO so' Thai han 

bat) quail 

Dan vi/ 
ngtr‘bi 

14 ho so' 

Ghi 
chn 

(1) (2) (3) (4) (5) 
I. VAN PHONG 

1. COng tac tong hyy 

1.TH 
H8 so h8i nghi tong k6t nam cua nganh, co 
quan Vinh vien 

2.TH 
Ho so h8i nghi so ket cong tac dm nganh, 
co quan 

5 nam 

3.TH 
Tap ltru chtrang trinh, 1,c' hoach, bao cao 
cong tac hang nam cua co quan va cac don 
vi true thu8c 

Vinh vin 

4.TH 
Tap luu chtrang trinh, ke hoach, bao cao 
cong tac quY, 6 than g, 9 than 	cua co quan 
va cac don vi true thu8c 

20 nam 

5.TH 
Tap lu.0 chuong trinh, ke hoach, bao cao 
cong tac thang, tuan dm co quan va cac 
don vi true thul5c 

10 nam 

6.TH HO so irng dung ISO cua nganh, co quan Vinh vin 

7.TH Tap thong bao y kien, ket Juan cu8c h9p 10 nam 

8.TH 
Tap cong van trao doi ve nhang van de 
chung 

10 nam 

2. Cong tac to chtk, can 130 

9.TCCB 
H8 so ve viec thanh lap, doi ten, thay d8i 
chirc nang, nhiem vv, quyen hp cua co 
quan va cac don vi tare thu8c 

Vinh vi6n 

10.TCCB 
Ke hoach bao 
hang nam 	co quan 

bao cao cong tac to chirc, can h8 
Vinh vien 



11.TCCB 
HO so xay Ong de an to chirc cua nganh, 
co quan 

,.,h vie
,; 

Vinh 

12.TCCB H6 so quy hoach can b6 20 nam 
13.TCCB HO so dao tao, boi duo'ng can b6 10 nam 
14.TCCB Ho so ve viec bo nhie;n1 can b6 70 nam 
15.TCCB H6 so -N/' viec di'eu &Ong, Juan chuy'L can b6 70 nam 
16.TCCB H6 so ye viec kSi luat can b6 70 nam 

17.TCCB 
H6 so giai quy& the d6 (huu tri, tir tudt, tai 
nan lao Ong, be'nh ngh'e nghiep, bao hiem 
xa h6i...) 

70 nam 

18.TCCB HO so goc can b6 cong chirc, vien chirc Vinh vien 

19.TCCB SO, phieu quart 17 ho so can b6 70 nam 

20.TCCB vien 
Ke hoach, bao cao cong tac dao tao, boi 
du mg can b6 cua nganh, co quan 

Vinh  

21.TCCB H6 so to chirc cac lop boi &rang can b6 10 nam 

22.TCCB H6 so \i'' cong tac bao ve chinh tri n6i b6 20 nam 

23.TCCB Cong van trao d'6i ve cong tac to chdc, can b6 10 nam 

3. Cong tic van phong,  

24.VP 
HO so xay Ong, ban hanh the d6, quy 

• • 
dinh ye tai chinh, ke toan 

20 nam 

25.VP 
HO so ye nang hiving cua cac b6 cong 
chirc, vien chirc 

20 nam 

26.VP 
HO so ve thi dua khen thtfang cho tap the, 
ca nhan 

10 nam 

27.VP 
Quy che lam viec, quy the dan chil, 
ph6ng ch6ng tham nhung 

Vinh vien 

28.VP 
Ho so theo dOi cong tac phong chay china 
chay  

10 nam 

29.VP 
Tap luu, so dang 1(7 van ban di dOi veri 

• Vinh 
quyet dinh, quy dinh, quy che, huemg dan 

vien 

30.VP 
Tap luu, so 'Tang 1()"( van ban di doi veri 
cac loai van ban khac 

50 nam 

31.VP 
HO so xay Ong, ban hanh quy dinh, hung 
clan cong tac hanh chinh, van thu, ltru trir 

Vinh vien 

32.VP 
Ke hoach, bao cao cong tac hanh chinh, 

• van thu, lu-u tit hang nam, nhieu nam 
,- 

Vinh vien 

33.VP 
Ke hoach, bao cao cong tac hanh chinh, 
van thu, ltru tar q4, thang 

10 nam 

34.VP 
HO so ye lap, ban hanh Danh muc bi mat 
nha nuac cua nganh, co quan 

Vinh vien 



35.VP 
Bao cao thong ke van thu, luu tit va tai 
lieu luu tru 

20 nam 

36.VP 
He so t6 chl(rc thut hien cac hoat deng 
nghiep vu luu trfr (thu trap, bao quan, chinh 
1,T, khai thac sir dung...) 

20 nam 

37.VP HO so quan 1)'T tai san Gila co quan 20 nam 

38.VP 
Ho so ve cong tac quOc phOng toan dan, 
dan quan to ve cua co quan 

10 nam 

39.VP 
Ho so ye phong cheng chat', no, thien tai... 
cua co quan 10 nam 

40.VP 
Ke hoach, Bao cao col-1g tac tai chinh, ke 
toan hang nam 

Vinh vien 

41.VP 
Ke hoach, Bao cao cong tac tai chinh, k 
town 6 thang, 9 thang 

20 nam 

42.VP 
Ke hoach, Bao COa 	cong tac tai chinh, ke 
toan quy, thang 

5 nam 

43.VP Cong van trao doi ve cong tac van1p2.OLIg 10 nam 
... 

II. PHONG... 

Ban Danh muc he so nay c6 	(1) he so, bao 
	 (2)he so bao quan vinh vi6n, 

	  (2)h(‘3,' so bao quan c6 thei han. 

QuyEN HAN, CHIriC V1.1 CiJA. NGU' 1I KY 
(chic  du) 

H9 va fen 

Huteng dan sir dung: 
Cot 1: Ghi. so va ky hieu cua ho so (theo huong dan tai Diem d Khoan 3, 

Dieu 36 dm Quy the nay). 
Cot 2: Ghi se' thin to va ten de muc ion, de muc nho; tieu de hO so. 
Cot 3: Ghi thai han bao quan cua he so: vinh vin hoc tiled 	bang so 

nam cu the; 
Cot 4: Ghi ten don vi ho'ac ca nhan chiu trach nhiem lap hO so; 
Cot 5: Ghi nhfing thong tin dac biet ve thgi han bao Tian, ve ngueri lap ho 

so, ho so chuyen ti r nam trugc sang, ho so loai mat v.v.... 
(1) Ghi tong so ho so c6 trong Danh 
(2) Ghi se luting ho so bao quan vinh vien, so luting ho so bao quan c6 thei 

han trong Danh muc./. 



(1) (7) (2) (3) (4) (5) (6) 

HOp/ 
cap 
so 

So, ky 
hieu 
HS 

Thai 
gian TL 

ThiYi 
han bao 

quan 
Tieu de ho so' 

So 
to' 

Ghi 
chti 

Phu luc VI 
IN4t1C LUC HO SO, TAI LIEU NOP LUV 

iii so 40  /2018/Q-D-UBND ngay 02 / 1 /2018 cita UBND tinh ) 

TEN DON VI ( n pp hru tai lieu) 

MIK LUC HO SO, TAI LIEU NOP LIX 
Nam 20... 

Muc luc nay gOrn• 	ho so (don vi bao quan). 
Viet bang chit: 	 ho so (don vi bao quan). 
Trong do co: 
	 ho so (don vi bao quan) bao quan vinh viL; 
	 ht) so (don vi bao quan) bao quan c6 th6i han. 

	, ngay 	 thong 	nom 20 .... 
Ngtrin 14p 

(Kj) va ghi ri3 hp ten, chtiv vz,t/chirc danh) 

Htr&ng clan cach ghi cac cot: 
COt. 1: Ghi so this ter cUa h6p hoac cap tai lieu giao n6p. 
C6t 2: Ghi so va k-)'7 hieu cua ho so nhu tren bia ho so. 
C6t 3: Ghi tieu de ho so nhu tren bia ho so. 
C6t 4: Ghi th6i gian som nhat va muon nhat cua van ban, tai lieu trong ho so. 
C6t 5: Ghi thei han bac,  quan cua ho so nhu tren bia 1-1"c, so. 
C6st 6: Ghi tong so t? tai lieu c6 trong ho,so. 
C6t 7: Ghi nhang thong tin can chU ye not dung va hinh thirc cUa van ban 

c6 trong h6 so./. 

• 



Phu lye VII 
BIEN BAN GIAO NHAN TAI LIEU 
40 /2018/QD-UBND ngay 02 / 1 /2018 cUa UBND tinh) (Ke 

TEN CQ, 	TREN CONG HOA XA.  HOI CHU NGHIA 'VItT NAM 
TEN CO QUAN, TOIfiC 	 DOc 14p - Tu. do - Hunh philc 

	, ngay 	thong 	nom 20... 

BIEN BAN 
Ve viec giao nh4n tai lieu 

Can cir Thong to so 07/2012/TT- BNV ngdy 22 thong 11 nom 2012 ciia Bo 
Noi vu htrang dan guar-lb"' van ban, lap ho so va nOp ltru ho so', tai lieu vao Liu trir 
co quan; 

Can cir 	(Danh mac 1115 so' nom 	hooch thu thek tai lieu...), 

Chiang toi 

BEN GIAO: (ten don vi giao nop tai lieu), doi dien la: 

- Ong (ba): 	  

Chirc vu cong tac/chirc dank: 	  

BEN NHAN: (Lau trir ca quan), doi dien la: 

- Ong (ba). 	 

Chirc vu cong tac/chtrc dant'. 	  

ThOng nhat lap Hen ban giao nhan tai lieu vari nhang not dung nhtr sau: 

1. Ten khOi tai lieu giao nOp: 	  

2. Theri gian cua tai 

3. SO lacing tai lieu: 

- TOng so hOp (cap). 	  

- TOng so ho so (don vi boo quan). 	Quy To met gia: 	met 

3. Tinh tong tai lieu giao nOp: 	  

4. Muc lac hO so, tai lieu nOp ltru kern theo. 

Bien ban nay &roc lap thanh hai ban; ben giao (don vi /ea nhan) gia 
ban, ben nhan (Lau tit co quan) giir mot ban./. 

BA! DIN BEN GIAO 	 DAI DIN BEN NHAN 
(K)5 ten va ghi r5 ho ten) 	 (V ten va ghi r5 ho ten) 
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