
UY BAN NHAN DAN 	LONG HOA XA HOT CHU NGHIA VItT NAM 
TINH TAY NINH 	 DOc 14p - Tv. do - Hanh phtic 

/QD-UBND 	 Tay Ninh, ngay 	thang 	nam 2013 

QUYET DINH 
Ve viec ban hanh Quy the cong tac van thir, 	tar 

UY BAN NHAN DAN TiNH 

Can dr Luat -CO chirc H6i dOng nhan dan va tJ' y ban nhan dan ngdy 26/11/ 
2003; 

Can cir Luat Luu trir ngdy 11/11/2011; 

Can c* Thong to so 04/2013/TT-BNV ngay 16/4/2013 dia. BIO N'6i vv yes 
hueeng dan xay dung Quy ch6 cong tac van thu, hru trEt cua cac co quan, to 
chirc; 

Xet de nghi cua Gam dOc Sa N6i vu tai Tor trinh so ...../TTr-SNV 
ngdy..../..../2013, 

QUYET DINH: 
Dieu 1. Ban hanh kern theo Quye't dinh nay Quy the cong tac van thu, 

lu-u fru% 

, 	Dieu 2. Gram do'c So' N6i vu. 	trach nhiem trien khai, theo dor, don 
doe, kiem tra viec thvc hre'n Quy the nay. 

Dieu 3. Quye't dinh nay c6 hie‘u tkrc thi hanh ke tir ngay 14T va thay the cho 
Quyet dinh so 2304/QD-UBND ngay 02/11/2009 cfra Chu tich Uy ban nhan dan 
tinh ve viec ban hanh Quy ch6 tong tac van thu va hru tat. 

Dieu 4. Chanh Van phong Uy ban nhan dan tinh, Gram dOc Sa N6i vu, 
Thu truang cac so., ban, nganh tinh, Chid tich Uy ban nhan dan cac huyen, thi xa 
can c* Quyet dinh thi hanh./. 

Nal nh(in: 
	

TM.UY BAN NHAN DAN 
- Nhu Dieu 4; 	 CHU TICH 
- Ltru: VT, VP.UBND tinh; SNV. 



UY BAN NHAN DAN 	CONG HOA XA HOI CHU NGHIA VIET NAM 
TiNH TAY NINH 	 DOc lap - Tv do - Ranh phtic 

QUY CHE 
Cong tic van thtr, hru tru 

(Ban hanh kern theo Quyit clinh sa ....../QD-UBND 
ngay tiding ... dam 2013 cita Uy ban 'than dein tinh) 

Chuang I 
NHtiNG QUY DINH CHUNG 

Dieu 1. Pham vi va doi tuvng ap dung 
Quy the nay quy dinh cac hog dOng ve van thu, luu frit trong qua trinh 

quan 1Y, chi dao, dieu hanh dm co quan, dcm vi thuOc Uy ban nhan dan tinh (sau 
day goi chung la ca quan, don vi) de thuc hien chirc Wang, nhiem vu cua minh. 

Can cir Quy the nay, thil twang cac ca quan, don vi ban hanh quy the cu 
the ap dung tai ca quan, don 

COng tac van thu bao gOrn cac tong viec ve soan thao, ban hanh van ban; 
quan IST van ban va tai lieu khac hinh thanh trong qua trinh hog dOng ciia co 
quan, don vi; lap ho sa va giao nap ho sa, tai lieu vao Lau trt ca quart; quan ly 
va sir dung con dau trong ding tic van thu. 

Cong tat luu trir bao gOm cac ding viec ve thu thep, chinh 1$7, xac dinh 
gia tri, bao quan, thong ke va sir dung tai lieu luu tar' hinh thanh trong qua trinh 

hog &Ong cua ca quan, dan 

Dieu 2. Giai thich tir ngir 

1. Van ban den la tat ca cac loai van ban, bao gam van ban quy pham 
phap lust, van ban hanh chinh va van ban chuyen nganh (ke ca ban fax, van ban 
dugc chuyen qua mang, van ban met) va dun, thu giri den co quan, don 

2. Van ban di la tat ca cac loai van ban, bao gOm van ban quy pham phap 
lust, van ban hanh chinh va van ban chuyen nganh (ke ca ban sao van ban, van 
ban not 1)0 va van ban met) do co quan, don vi phat hanh. 

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

4. Ban gOe van ban la ban hoan chinh ve nOi dung, the thirc van ban dirge 
ca quan, dan vi ban hanh va co chit k 'Y true tiep cua nguoi co tharn quyen. 

5. Ban chinh van ban la ban hoan chinh ve not dung, the thirc van ban va 
dugc ca gum, don vi ban hanh. 



6. Ban sao y ban chinh la ban sao day du, chinh xac not dung cila van ban 
va duqc trinh bay theo the thirc quy dinh. Ban sao y ban chinh phai &roc thirc 

hien dr ban chinh. 

7. Ban trich sao la ban sao mot ph'an not dung cua van ban va ducfc trinh 
bay theo the thirc quy dinh. Ban trich sao phai dugc thirc hien tir ban chinh. 

8. Ban sao luc la ban sao day du, chinh xac not dung ciie van ban, &roc 
thirc hien tir ban sao y ban chinh va trinh bay theo the thirc quy dinh. 

9. H6 so la mot tap tai lieu do lien quan vOi nhau mot An de, mot sir 

viec, mot doi -Wong cki. the hoac c6 ac diem chung, hinh thanh trong qua trinh 
theo d'ai, giai quyet cong viec thu6c pham vi chdc rang, nhiem vu cila co quan, 

don vi, ca nhan. 

10. L4p h6 so la viec,t'ap hop, sap xe'p van ban tai lieu hinh thanh trong 
qua trinh theo dof, giai quyet dog viec ciia co quan, don vi, ca nhan thanh h6 
so theo nhimg nguyen tac va phuong phap nhat dinh. 

11. Thu th'ap tai lieu la qua, trinh xac dinh ngu6n tai lieu, lira chon, giao 
nhan tai lieu c6 gia tri de chuyen vao Luu trfx' co quan, Luu tit lich sir. 

12. Chinh ly tai lieu la viec phan loaf, xac dinh gia tri, sap xe. p, th6ng ke, 

lap ding cu tra cfru tai lieu hinh thanh trong hog dOng cila co quan, don Nil, ca. 

nhan. 

13. Xac dinh gia tri tai lieu la viec danh gia gia tri tai lieu theo nhang 
nguyen tac, phuong phap, tieu chuan theo quy dinh dm co quan co tham (Ken 
de xac dinh nkirng tai lieu c6 gia tri luu trir, tiled han bao quan va tai lieu het gia 

Dieu 3. Trach nhiem dOi voi eking Vac van thu, lieu trir 

1. Trach nhiem cua Thil twang co quan, don 

a) T6 chirc xay dung, ban hanh, chi dao viec thkrc hien cac ch6 d(), quy 

dinh ye cong tac van thu, km tit theo quy dinh cua phap lug hien hanh; 

b) Kiem tra viec thkrc hien cac ch6 d6, quy dinh v'e cong tac van thu, luu 
trot doi vOi cac don vi true thu6c; giai quyet khieu nai, to cao va )(sir I 'y vi pham 

phap lu'at ye cong tac van thu, km tit theo tham quyen. 

2. Chanh van phong hoac Truang phong Hanh chinh (sau day goi chung 
la Chanh van phong) c6 trach nhiem gifip Thu tru&ng co quan, don vi trkrc tiep 
quan ly, kiem tra, giam sat viec thkrc hien cong tac van thu, luu trix tai co quan, 
don vi; long tiled to chirc huOng clan nghiep vu ye cong tac van thu, luu tra cho 

don vi trkrc thu6c. 

3. Trueing cac phong, ban chuyen melon; nguefi dUng dau cac don vi trkrc 

thu6c cO,trach nhiem trien khai va chirc thkrc hien cac quy dinh a co quan, 

don vi ve van thu, luu trir. 
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4. COng chits, vien chIrc cua ca quart, don vi trong qua trinh giai quyet 
cong viec lien quan den cong tac van thu, luu trir phai thgc hien nghiem tut 
Quy che ye cong tac van flux luu trit cua co quan, don vi. 

Dieu 4. Bio ves bi mat nha nifirc trong cong tic van thtr, hru frit 
Moi host dOng trong cong tac van thu, luu tra qua co quan, don vi phai 

thus hien theo Phap lenh so 30/2000/PL-UBTVQH10 ngay 28/12/2000 cua Uy 
ban thuOng vu Quoc Nit ye bao ye bi mat nha nuot; Nghi dinh so 33/2002/ND-
CP ngay 28/3/2002 cua Chinh phit quy dinh chi ti6t thi Nnh Phap lenh bao ye bi 
mat nha mr4c (sau day goi tat la Nghi dinh 33/2002/ND-CP); Thong to so 
12/2002/TT-BCA ngay 13/9/2002 cua BO Cong an huong dan thirc hien Nghi 
dinh so 33/2002/ND-CP (sau day goi tat la. Thong to 12/2002/TT-BCA). 

Chuang II 
CONG TAC VAN THU' 

Muc 1 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 5. Ifinh thik van ban 

Thu trtrang co quan, don vi quy dinh cu the cac hinh fink Van duce phep 
ban hanh (guy& dinh, chi thi, thOng bao, chuang trinh, ke hoach, pinrong an, de 
an, bao do, bien ban, to trinh, hop gong, cong van, giay chimg nhan, giay uy 
nhiem, giay moi, giay trie‘u tap, giay giai thieu, giay nghi phep, giay di dueng, 
giay bien than ho so, phieu giri, phial chuyen va cac loci van ban khac). 

Dieu 6. The thtic van ban 

1. Van ban quy pham phap 141: Thgc hien theo quy dinh tai Thong ttr 
lien tich s6 55/2005/TTLT-BNV-VPCP ngdy 06/5/2005 cua BO NOi vu va Van 
phong Chinh phu huong dan ye the thirc va ky thuat trinh bay van ban. 

2. Van ban hanh chinh: Thgc hien theo quy dinh tai Thong n1 so 
01/2011/TT-BNV ngay 19/01/2011 dm BO NOi vu huemg dan the thfrc va ky 
thuat trinh bay van ban hanh chinh (sau day psi tat la Thong to s6 01/2011/TT-
BNV). 

3. Van ban trao d6i yai co quart, don vi hoac ca nhan nueec ngoai: Thgc 
hien theo cac quy dinh hien hanh cua phap lust va theo thong le quoc te. 

Dieu 7. Soan thio van bin 

1. Viec soan thao van ban quy pham phap lust thirc hien cac quy dinh cua 
Lust s6 31/2004/QH11 ngay 03/12/2004 Lust Ban hanh van ban quy pham phap 
lust cua Hoi d6ng nhan dan, Uy ban nhan dan. 

2. Viec soan thao cac van ban khac dugs thuc hien nhu sau: 

a) Can cu vao tinh chat, nOi dung cua van ban can soan thao, lath dao co 
quart, don vi giao cho mot phong, ban chuyen mOn, to shirt, bO phan hoac ca 
nhan soan thao hoSe chit tri soan thao (sau day g9i chung la ngtr6i soan thao). 
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b) Ngued soan thao van ban có trach nhiem thvc hien cac tong viec sau: 

- Xac dinh hinh thirc, not dung va dO mat, dO khan, not nhan van ban; 

- Thu thap, xix 1S.T thong tin co lien quan; 

- Soan thao van ban; 

- Truong hop can thiet, de xuat voi lath dao ca quan, don vi thirc hien 
tham khao 3'T kien cua cac ca quan, dan vi, ca nhan có lien quan; nghien cfru tier) 
thu y kien de hoan chinh ban thao; 

- Trinh duyet dkr thao van ban kern theo tai lieu co lien quan, 3'T kien de 
xuat cua ngueri chu tri soan thao (neu co). 

Di'eu 8. Duyet chy thio van bin; sera chira, WO sung du' thio van bin 
duyet 

1. Dv thao van ban phai do ngu&i co tham quyen 14 duyet van ban. 

2. Trong twang hop dux thao da dugc lanh dao ca quan, don vi phe duyet, 
nhung thay can thiet phai sira china, bo sung thi ngu6i soan thao van ban phai 
trinh ngueri co tharn quyen da duyet (Iv thao xem xet, quyet dinh viec sira 
bO sung. 

Dieu 9. Kiem tra van bin trtrov khi 147 ban hanh 

1. Ngueri soan thao van ban phai kiem tra va chiu trach nhiem ve dO chinh 
xac cUa nOi dung van ban, V nhay/tat vao cuOi not dung van ban (sau dau .1.) 
truac khi trinh lanh dao co quan, don vi l4 ban hanh; de xuat mcrc dO khan; doi 
chieu quy dinh cua phap luat ye bao ve bi mat nha nuac xac dinh viec dOng dau 
mat, doi Wong nhan van ban, trinh ngirgi 14 van ban quyet dinh. 

2. Chanh van phang giup Thir truong ca quan, don vi kiem tra lan cued va 
chiu trach nhiem ye the thirc, ky thuat trinh bay, thil tuc ban hanh van ban cila 
ca quan, dan vi va phai ky nhay/tat vao vi tri cuOi ding o "Nai nhan". 

Dieu 10. KST van ban 

, 1. Tham quyen 14 van ban thvc hien theo quy dinh cda phap luat, Quy 
the lam viec cda co quan, dun vi. 

2. Thu truOng co quan, don vi k ' tat ca ode van ban do ca quan, dun vi 
ban hanh. Cac truerng hop 14 thay phai ghi "KT.", ky thiia lenh phai ghi "TL.", 
k)'Tthira Uy quyen phai ghi "TUQ.", 14 thay mat phai ghi "TM.". 

3. KhOng &rig but chi, but mvc dO &V van ban. 

Dieu 11. Bin sao van ban 

1. Cac hinh thirc ban sao gam: sao y ban chinh, sao luc va trich sao. 

2. The thirc ban sao thirc hien theo ThOng to so 01/2011/TT-13NV. 

3. Viec sao y ban chinh, sao luc, trich sao van ban do lanh dao hoac 
Chanh van phOng co quan, don vi guy& dinh. 
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4. Ban sao y ban chinh, sao luc, trich sao thIrc hien dung quy dinh phap 
luat co gia tri phap 1ST nhu ban chinh. 

5. Ban sao chup (photocopy ca ddu va chit V cda van ban chinh) khong 
thgc hien theo quy dinh tai Khoan 1 Dieu nay thi chi cep gia tri thong tin, tham 
khao. 

6. KhOng dugc sao, chup, chuyen phat ra ngoai co quan, don vi nhimg 
kien ghi ben le van ban. Truerng hop cac ST kien cua l'arth dao co quan, don vi ghi 
trong van ban can thiet cho viec giao dich, trao doi tong tac phai dugc the the 
hOa bang van ban hanh chinh. 

Muc 2 
QUAN LY VAN BAN 

Dieu 12. Nguyen tAc chung 

1. Tdt ca. van ban di, van ban an dm co quan, don vi phai dugc quan 1S,  
tap trung tai phong/N phan Van thu cua co quan, don vi (sau day goi chung la 
Van thu) de lam thu tuc tiep nhan, clang ky theo quy dinh tai Thong to so 
07/2012/TT-BNV ngay 22/11/2012 dm BO NOi vu ve huong dan quan 1ST van 
ban, lap h6' so va giao n'Op hO so vao Lau tra co quan, trix nhising loci van ban 
dugc dang ky rieng theo quy dinh cua phap luat. Nhang van ban den khong 
dugc dang ky tai Van thu thi cac don vi, ca nhan khOng co trach nhiem giai 
quyet. 

2. Van ban di, van ban den th0c,ngay nao phai dugc clang V, pilaf hanh 
hoc chuyen giao trong ngay, cham nhat la trong ngay lam viec tiep theo. Van 
ban an có dung ddu chi cac mirc do khan: "Hoa toe" (ke Ca "Hoa tCpc" hen gib), 
"Thugng khAn" va. "KhAn" (sau day goi chung la van ban khan) phai dugc dang 
V, trinh va chuyen giao ngay sau khi nhan dugc. Van ban khan di phai dupe 
hoan thanh thit tuc pink hanh va chuyen phat ngay sau khi van ban dugc V. 

3. Van ban, tai lieu có not dung mang bi mat nha nuac (sau day goi eat la 
van ban mat) dugc dang ky, quan 13'T theo quy dinh cua phap luat hien hanh ye 
bao ve 131 mat nha nuot va huang clan cu the tai Quy the nay. 

Dieu 13. Trinh to quail I 'y van ban den 

Tdt ca van ban den co quan, don vi phai dugc quan 1ST theo trinh ttr sau: 

1. Tip nhan, dang V van ban din; 

2. Trinh, chuy6n giao van ban din; 

3. Giai quyit va theo doi, don d6c viec giai quy'it van ban an. 

Dieu 14. Tiep nhlan, Tang kST van ban den 

1. Khi tiep nhan van ban an tir moi ngu'On, trong gia hoc ngoai gio.  lam 
viec, Van thu hoc nguiYi dugc giao nhiem vu tiep nhan van ban den phai kiem 
tra so "'long, firth trang bi, dau them phong (neu co), kiem tra, den chieu vai not 
gin truck khi nhan va ky nhan. 
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2. Wei ven ban fax, phai chup lai truacc khi clung dL Den; dui voi van ban 
dugc chuyen phut qua mang, trong truing hop can thi'et, co the in ra va lam thi 
tuc dOng dau Den. Sau do, khi nhen dugc ban chinh, phai dung dau Den vao ban 
chinh va lam 1116 tuc dung V (so den, ngay den la se va ngay da clang V Or ban 
fax, ban chuyen phut qua mang). 

3. Van ban,khdn den ngoai giOr lam viec, ngay 	ngay nghi thi cong 
vien chirc tiep then có trach nhiem V than va bao cao ngay 	lath dao 

co quan, don vi, Chanh van phong de xir 

4. Van ban den phai dugc clang ky vao so clang V van ban hoc ca so dir 
lieu quan Vi van ban den teen may tinh. 

5. Van ban mat den (lux clang 14, rieng hoc nL sir dung phAri mem tren 
may vi tinh thi khong dugc not mang LAN (mang nei bO) hoc mang Internet. 

Dieu 15. Trinh, chuyen giao van ban den 
1.,  Van ban den sau khi dirge dangV, phai trinh ngireyi cothAm quyen de 

xin kien phan phoi Van ban. Van ban den khan phai dugc trinh va chuyen giao 
ngay sau khi nhan dirge. 

2. Can cir vao,  kin chi dao giai quyet, cong chirc, vien chirc van thu 
clang ky tiep va chuyen van ban theo y hen chi dao. 

3. Viec chuyen giao van ban phai dam bao chinh xac, dimg d6i tugng va 
gift gin bi mat nai dung van ban. NgirOi nhan van ban phai ky nhan vao so 
chuyen giao van ban. 

Dieu 16. Giai quyet va theo dui, dOn doe viec giai quyet van ban den 

1. Sau,khi nhen dugc van ban den, don vi, ca nhan có trach nhiem chi 
dao, giai quyet kip then theo th6i 	yeu cau cua lanh dao ca quan, don vi; theo 
thei han yeu cau ciia van ban hoc theo quy dinh cua phap luat. 

, 2. TnrOng hap van ban den khong có yeu cau ve thOi han thi thai han giai 
quyet dirge thuc hie'n theo Quy the lam viec cua co quan, don vi. 

3. Van thu CO trach nhiem tong hap se lieu van ban den; Van ban den da' 
dugc giai quyet, dal den han nhung chua duo c giai quyet de bao cao Chanh van 
phong. Doi yen van ban den co dau "Tai lieu thu hoi", Van thu có trach nhiem 
theo dui, thu hei hoc giri tra lai nori giri theo dung thai han quy dinh. 

4. Chanh van phong co trach nhiem don dec, bao cao lath dao co quan, 
don vi ye tinh hinh giai quyet, tien dO va ket qua giai quyet van ban den de 
thong bao cho cac don vi lien quan. 

Dieu 17. Trinh to giai quyet van ban di 

Van ban di phai dugc quan ly theo trinh to sau: 

I. Kiem tra the tithe va kk' thuat trinh bay van ban; ghi so va ngay, thang, 
nam cila van ban. 
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2. Ding 14 van ban di. 

3. Nhan ban; dung &Au ca quan; d'Au mirc dO mat, khAn (neu co). 

4. Lam thd tuc phat hanh, chuyen phat va theo doi viec chuyen phat van 
ban di. 

5. Lim van ban di. 

Dieu 18. Kiem tra the thirc va ky thqt trinh bay van ban; ghi so va 
ngay, thing ciia van ban 

1. Kiem tra the thirc va ky thuat trinh bay van ban 

Tnxac khi phat hanh van ban, Van thu kiem tra lai the thirc va ky thuat 
trinh bay van ban; neu phat hien sai sot thi bao cao nguoi co trach nhiem xem 
xet, giai quyet. 

2. Ghi s6 va ngdy, thing ban hanh van ban 

a) Ghi s6 cua van ban 

- Ta't ca van ban di dm ca quan, dan vi.,duac ghi s6 theo he th6ng so 
chung 	ca quan, don vi do Van thu thOng nhat quan 1Y; trix truOng hop phap 
luat có quy dinh khac. 

- Viec ghi s6 van ban quy pham phap luat duac thuc hien theo quy dinh 
cua phap luat hien hanh va clang ky rieng. 

- Viec ghi so van ban hanh chinh thirc hien theo quy dinh tai Diem a, 
Khoan 1, Dieu 8 Thong tu so 01/2011/TT-BNV. 

b) Ghi ngay, thing dm van ban 

- Viec ghi ngay, thing, nam dm van ban quy pham phap luat duac thgc 
hien theo quy dinh cua phap luat hien hanh. 

- Viec ghi ngay, thing, nam dm van ban hanh chinh duac thuc hien theo 
quy dinh tai Diem b, Khoan 1, Dieu 9 ThOng tu so 01/2011/TT-BNV. 

3. Van ban mat di duac dinh s6 va ding ky rieng. 

Dieu 19. Bang ky van ban di 

Vain ban di duot clang kY vao s6 ding kY van ban di hoc ca so dir lieu 
quan 1Y van ban di tren may tinh. 

1. Lap s6 clang 14 van ban di 

Can cir -bang s6 va s6 luting rn6i loai van ban di hang nam, ca quan, don 
vi quy dinh cu the viec lap so clang kY van ban di cho phi." hop. 

Vain ban mat di duac clang k 'Y rieng. 

2. [Yang ky van ban di 

Viec gang kY van ban di duac thuc hien bang s6 hoc clang 19"/ tren may 
tinh. 
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Dieu 20. Man ban, 'Jong d'Au co' quan va d'Au mire do khAn, mat 

1. Nhan ban 

, 	a) SO luting van ban can nhan ban de phat hanh dugc xac dinh tren ca so 
so luting tai not nhdn van ban; neu giri den nhieu noi ma trong van ban khong 
liet ke du danh sach thi nguai soan thao phai c6 phu lac noi nkan kern theo de 
hru a Van thu; 

b) Noi nhan phai dugc xac dinh cu the trong van ban tren nguyen tac van 
ban chi giri den co quan, don vi, to chirc c6 chirc nang, tham quyen giai quyet, 
to chirc thgc hien, phOi hop thgc hien, bao cao, giam sat, kiem tra lien quan den 
not dung van ban; khong giri vugt cap, khong giai nhieu ban cho mot doi Wong, 
khOng giri den cac dOi Wong khac chi de biet, de tham khao; 

c) Gift gin bi mat nOi dung van ban va thgc hien nhan ban theo dung thai 
gian quy dinh; 

d) Viec nhan ban van ban mat phai c6 3'T kien cua lank dao co quan, don vi 
va dugc thgc hien theo quy dinh tai Khoan 1, Dieu 8 Nghi dinh so 33/2002/ND-
CP va cac quy dinh phap ludt khac. 

2. Dung dau ca quan 

a) Khi dung dL len chit ky thi dL phai tram len khoang 1/3 chit ky ve 
phia ben trai; 

b) Dau clung phai rO rang, ngay ngan, dung chieu va dung Inge dau mau 
do tuoi theo quy dinh; 

c) Bong ddu vao phu lac kern theo: Viec dung dau len cac phu lac kern 
theo van ban chinh do nguai 1()% van ban guy& dinh va dau dugc &mg len trang 
dau, tram len mot phan ten co quan, don vi hoc ten dm phu lac; 

d) Dong dau giap lai doi \Teti van ban, tai lieu chuyen nganh va phu lye 
kern theo: Dau dugc &mg vao khoan,g 	mep phai cila van ban hoac phu lac 
van ban, tram len mot phan cac togiay, mOi dau khOng qua 05 trang. 

3. Dung &du dO khan, mat 

a) Viec dung ddu cac dO khan (KHAN, THU'ONG KHAN, HOA TOC, 
HOA TOC HEN GO) tren van ban hanh chinh dugc thuc hien theo quy dinh tai 
Diem b, Khoan 2, Dieu 15 Thong tu so 01/2011/TT-BNV; 

b) Viec dung ddu cac dO mat (MAT, TUYE-  T MAT, TOT MAT) va &du 
thu hoi dtrac khac san theo quy dinh tai Muc 2, Thong tu so 12/2002/TT-BCA. 

c) Vi tri d6ng dau dO khan, dL dO mat va dL pham vi hru hanh (TRA 
LAI SAU KHI HOP, XEM XONG TRA. LAI, LUU HANH NOT BO) tren van 
ban dugc thgc hien theo quy dinh tai Diem c, Khoan 2, Dieu 15 Thong tu so 
01/2011/TT-BNV. 
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Dieu 21. Thu tuc Oat hanh, chuyen Oat va theo doi viec chuyen 
phat van ban di 

1. Thu tuc phat hanh van ban 

Van thu co quan, don vi tien hanh cac cong viec sau day khi phat hanh: 

a) Lga chon bi; 

b) Viet bi; 

c) Vao bi va clan bi; 

d) Bong dau dO khan, dau ky hieu dO mat va dau khac len bi (neu co). 

2. Chuyen phat van ban di 

a) Nhttng van ban da lam day du cac thu tuc hanh chinh phai dugc phat 
hanh ngay trong ngay van ban do dugc (tang lo), chant nhat la trong ngay lam 
viec tiep theo. Doi \Ted van ban quy pham phap lust c6 the pilaf hanh sau 03 
ngay, ke tit ngay 14T van ban. 

b) D6i v&i nhang van ban "HEN GIO", "HOA TOC", "KHAN", 
"THONG KHAN" phai dugc phat hanh ngay sau khi lam day du cac thu tuc 
hanh chinh. 

c) Van ban di dugc chuyen phat qua buu dien phai,  dugc 'Tang 1()% vao S6' 
giri van ban di buu diem Khi giao bi van ban, phai yeu cau nhan vien buu dien 
kiem tra, ky nhan vao 

d) Viec chuyen giao trkrc tiep van ban cho cac ph6ng (ban) chuyen mon, 
cac don vi trgc thu0c, cong chirc, vien chirc trong co quan hoac cho cac co 
quan, don vi, ca nhan ben ngoai phai dugc 1(3'T nhan vao so chuyen giao van ban. 

d) Trong truong hop ,can chuyen phat nhanh, van ban di c6 the dugc 
chuyen phat cho not Wan bang may fax ho;dc chuyen qua mang, sau do trong 
ngay lam viec phai giri ban chinh doi voi nhimg van ban c6 gia tri luu trir. 

e) Chuyen phat van ban mat thirc hien theo quy dinh tai Dieu 10 va Dieu 
16 Nghi dinh s6 33/2002/ND-CP va quy dinh tai Khoan 3 Thong to s6 
12/2002/TT-B CA. 

3. Theo doi viec chuyen phat van ban di 

a) Van thu c6 trach nhiem theo (161 viec chuyen phat van ban di; 

b) Lap Phieu giri de theo dOi viec chuyen phat van ban di theo yeu c'au 
cua nguoi IcS.7 van ban. 

c) D6i voi nhang van ban di c6 dOng &Au "Tai lieu thu h6i", phai theo 
doi, thu hai &mg thei han; khi nhan lai, phai kiem tra, doi chieu de bao dam van 
ban khong bi thieu hoac that lac; 

d) Truong hop phat hien van ban bi that lac, khong co nguai nhan phai 
bao cao ngay Chanh van ph6ng de xir 13'7. 
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Dieu 22. Ltru van ban di 

1. M8i van ban di phai dugc luu hai ban: ban g8c luu tai Van thu cua co 
quan, dun vi Ira 01 ban chinh luu trong ho so cong viec. 

, 	2. Ban gloc luu tai Van thu co quan, dun vi phai dugc dung 	va sap 
xep theo thin to clang 14T. 

3. Viec luu gift, bao quan va sir dung ban luu van ban di co (long dAu chi 
cac mire d8 mat dugc thgc hien theo quy dinh hien hanh ve bao ve bi mat nha 
nu6c. 

4. Van thu co trach nhiem lap so theo doi va phuc vu kip thiyi yeu can s* 
dung ban km tai Van thu theo quy dinh cua phap luat va quy dinh cu the dm co 
quan, dun vi. 

Muc 3 
LAP HO SO VA GIAO NOP HO SCi, TAI LIEU 

VAO 	TRU' CO QUAN 

Di'u 23. N(ii dung viec 14p ho sa va yeu cau dt)i veki 114 so' atro'clb 

1. NOi dung viec lap ha so cong viec 

a) Mgr ho so 

Can cfr vao Danh muc he so cilia co quan, dun vi va thgc to cong viec 
dugc giao, cong chirc, vien chic chuan bi bia ho so, ghi tieu de ho so len bia ha 
so. Trong qua trinh giai quye't cong viec, se ti6p tuc dua cac van ban hinh thanh 
co lien quan vao ho so. 

b) Thu thap van ban vao ho so.  

- Cong chirc, vien chic có trach nhiem lap ho so can thu thap day du cac 
van ban, gia'y to va cac tu lieu co lien quan den sg viec vao ho so; 

- Cac van ban trong ha so phai dugc sap )(el) theo mot trinh to hop 15r, tfly 
theo dac diem khac nhau cua cong viec de lua chon each sap xep cho thich hop 
(chU yeu la theo trinh to thOri gian va dien Men cong viec). 

c) Ket thlic va bien muc ho so 

- Khi cong viec giai,quye't xong thi 	so cling ke't,thdc. C8ng chirc, vien 
chirc có trach nhiem 	ho phai kiem tra, xem xet, bo sung nhang van ban, 
giay to.  con thieu va loai ra van ban triing thira, ban nhap, cac tu lieu, sach bac, 
khong can de trong ho so; 

- D8i voi cac ha so có tiled han bao quan vinh vien, cong chirc, vien chic 
phai bien muc ho so day 

2. Yeu cau doi voi mcii ha so dugc lap 

a) Ha so dugc lap phai phan anh dung chile nang, nhiem vu cua ca quan, 
don vi; 
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b) Van ban, tai lieu dugc thu thap vao hO so phai có six lien quan chat the 
vOi nhau va phan anh dung trinh tir dien bi'en dm six viec hay trinh fix giai quyet 
cong viec; 

c) Van ban, tai lieu dugc thu thap vao ho so' phai co gia tri bao quan 
tuang dOi (tong deu. 

Dieu 24. Giao nhan 114 	tai lieu vao Lau tar quan, dun vi 

1. Trach nhiem cong chdc, vien chirc 

a) Cong chirc, vien chirc phai giao nop hO so, tai lieu vao Luu trft co 
quan, don vi theo died han dugc quy Binh tai Khoan 2 Dieu nay. TillOng hap can 
gift lai hO so., tai lieu den han nOp luu phai dugc su (long 5/ cua lanh dao co. quan, 
don vi va phai thong bao bang,van ban cho Luu trft , co quan, don vi biet. Thai 
Ilan gift khong qua 02 nam ke ngay cong viec ket thfic; 

b) COng chirc, vien chic khi chuyen cong tac, thoi viec, nghi hizong ch6 
do bao hiem xa hOi phai ban giao Ito so, tai lieu cho co' quan, don vi hoac cho 
ngtrOi ke nhiem, khOng dugc gift ho so., tai lieu dm co quan, don vi lam tai lieu 
rieng hoac mang sang co quan, don vi, to chirc khac. 

2. ThOi han nOp luu hO so, tai lieu 

a) Trong thei han 01 nam ke tir ngay cong viec ke't thiic; 

b) Sau 03 thong 1(6 tir ngay cong trinh dugc quy6t toan (dOi vOi hO so., tai 
lieu xay dung co ban). 

3. Thil ttic giao nhan 

Khi giao nOp hO so, tai lieu phai lap 02 ban Mix luc hO so, tai lieu Op 
luu va 02 ban Bien ban giao nhan tai lieu. Luu trft co quan, don vi va ben giao 
ho so., moi ben gift moi loai mot ban. 

Dieu 25. Trach nhiem coi vmi viec 14p ho so' va giao nOp 116 	tai lieu 
vao Lim tar co' quan, don vi 

1. Trdch nhiem cua Thtl tru.O.ng co. quan, don vi 

Hang nam lanh dao co. quan, don vi co trdch nhiem chi dao xay dung 
Danh muc hO so dm co quan, don vi; chi dao cong tac lap hO so va giao nOp ho 
so, tai lieu vao luu trir doi veei cac don vi thuOc pham vi quan 1y cua minh. 

2. Trach nhiem cua Chanh van phong 

a) Tham mtru,cho Thu truong co quan, don vi trong viec chi dao, ki 'em 
tra, htxong din lap ho so va giao nop ho so, tai lieu vao Luu trft dOi \Teri cac don 
vi true thuOc; 

b) TO chirc thuc hien viec lap hO so va giao nOp hO so, tai lieu vao Luu 
trft co quan, don vi minh. 

3. Trach nhiem ctia cong chdc, vien chirc 
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a) Cong chirc, vien chirc co trach nhiem 14p 11'6 so cong viec &roc phan 
cong theo doi, giai quyk; 

b) Giao n6p h6 so, tai lieu &mg tiled han va dung thu tuc quy dinh. 
4. Trach nhiem cua cong chirc, vien chirc van thu, hru tar 

Cong chirc, vien chtrc van thu, hru trir co trach nhiem hung clan cac don 
vi va cong chirc, vien chirc 	116 so cong viec; giao n6p 116 so, tai lieu vao Luu 
tit co quan, don vi theo citing quy dinh. 

Mue 4 
QUAN IS( VA Se DUNG CON DAU 

Dieu 26. Quin 1ST con &Au 

1. Chanh van phong chiu trach nhiem truac Thil twang co quan, don vi 
trong viec quan ly, sir dung con au dm co quan, don vi. Nguai ddng dau cac 
don vi true thu6c,chiu trach nhiem tmac Thii throng quan trong viec quan ly 
va sir dung con dau ciia don vi (dOi vai don vi c6 con cldu rieng). 

2. Cac con ddu dm co quan, don vi va ciia don vi truc thu6c &roc giao 
cho cong chirc, vien chirc van thu quail ly va sir dung. Cong chirc, vier) chdc 
van thu &roc giao sir dung va bao quan con dau chiu trach nhiem truckThu 
twang co quan, don vi viec quan 157 va sir dung con dau, có trach nhiem thuc 
hien nhang quy dinh sau: 

a) Con dL phai duoc bao quan an toan tai phong lam viec cua cong chirc, 
vien chirc van thu, ke ca trong gia va ngoai giey lam viec; khang dua con dau ra 
kh6i co quan, don vi, trir nhfing twang hop can thiet phuc vu cho cong tac va 
phai dugc su d'Ong Y cua Thu throng co quail, don vi va phai chiu trach nhiem 
ve viec bao quan, sir dung. 

b) Khong giao con dL cho ngtrai khac khi chua duoc phep bang van ban 
cua nguai co tham quyen. 

3. Khi net daubi mon hoac bin clang, cong chirc, vien chirc van thu phai 
bao cao Thu truang co quan, don vi lam thii tuc doi con dau. Truang hop con 
dau bi mat, Thil truang co quan, don vi phai bao ngay cho co quan cong an, not 
xay ra mat con dau va lap bien ban su viec. 

, 	4. Khi don vi có guy& dinh chia, tach, hop nhdt, sap nh4p phai n6p con 
dau cu va lam thu tuc xin khac con dau mai. 

Dieu 27. Sir dung con &Au 

1. COng chuc, vien duly van thu phai to tay dong dau vao cac van ban 
a co quan, don vi. 

2. Chi duoc dong dau vao cac van ban khi cac van ban do dung hinh thirc, 
the thirc va co chit kY cua nguai co tham quyen. 
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3. Khong &roc (long ddu trong cac truemg hop sau: Dong cidu vao gidy 
khong c6 not dung, 'long dau tnreec khi kY, &rig dau santren giay trang hoac 
&rig dau len cac van ban c6 chit 147 cda nguoi khong c6 tham quyen. 

Chu•ng III 
CONG TAC 	TRU' 

Muc 1 
CONG TAC THU THAP, BO SUNG TAI LIEU 

Dieu 28. Giao nhan hO 	tai lieu vao Luu tar co.  quan 

, 	Hang nam cong chic, vien chirc luu till dm co quan, dcm vi c6 nhiem vu 
to chic thu thjp ho so., tai lieu cid den hjn nop luu vao kho luu tit co' quan, cu 
the: 

1. Ljp ke hoach thu thjp hO sa, tai lieu. 

2. PhOi hop v6i cac phOng, ban, don vi true thuOc, vai cong chirc, vien 
chile xac Minh nhixng loaf ho so, tai lieu can Op luu vao Luu frit co quan. 

, 3. Huang din cac phong, ban, don vi trgc ,thuOc, cong chirc, vien chic 
chuan bi ho so, tai lieu giao nOp va ljp "Muc luc ho so, tai lieu nop luu". 

4. Chun bi kho va cac phuong tien bao quan de tip nhjn hO so, tai lieu. 

5. TO chirc tip nhan hO so, tai lieu, kiem tra dOi chieu gifia Muc luc 116 
so, tai lieu nOp luu voi thgc to tai lieu va lap Bien ban giao nhjn tai lieu. 

Dieu 29. Chinh 157 tai lieu 

HO so, tai lieu cila co quail, don vi phai dugc chinh ly hoan chinh va bao 
quan trong kho luu 

1. Nguyen -Lac chinh ly 

a) Khong phan tan phong luu tra; 

b) Khi phan loaf, lap hO so (chinh sda hoan thien, phuc hoi hoac ljp mai 
ho so.) phai ton trong sir hinh thanh tai lieu theo trinh tix theo doi, giai quyet 
cong viec (khong pha Nia ho so da ljp); 

c) Tai lieu sau khi chinh ly phai phan anh &roc cac hoat dOng cila co 
quan, don vi. 

2. Tai lieu sau khi chinh ly phai dat yeu cju: 

a) Phan loai va ljp hO so hohn chinh; 

b) Xac dinh thed han bao quail cho hO so, tai lieu; 

c) He thOng 116a hO so, tai lieu; 

d) Ljp cong cu tra cdu: Muc luc lib so, co s6 dir lieu va cac cong cu tra 
cdu khac phuc vu cho viec quan ly va tra cIru sir dung tai lieu; 

d) Ljp danh muc tai lieu het gia tri. 
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Dieu 30. Mc dinh gia tri tai lieu 

1. PhOng/bO phan van thu, luu tit cila co quan, don vi có nhiem vu giUp 
Chanh van phong xay dung Bang thoi han bao quan tai lieu trinh lanh dao ca 
quan, don vi ban hanh sau khi coy kien tham dinh cUa co quan co tham quyen. 

2. Viec xac dinh gia tri tai lieu phai dat dugc yeu cau sau: 

,a) Me dinh tai lieu can bao quail vinh vin va tai lieu bao quan co tiled 
han bang so nam cu the; 

b) Xac dinh tai lieu het gia tri de buy. 

Dieu 31. Hiii gong xic dinh gia tri tai lieu 

Thirc hien theo quy dinh tai Dieu 18 Luat Luu till 2011. 

Dieu 32. Huy tai lieu het gia tri 

Thuc hien theo quy dinh tai Dieu 28 Luat Lull tit 2011. 

Dieu 33. Thoi hqn nOp hru ho so', tai lieu vao Liu tar lich sir 

Thvc hien theo quy dinh tai Dieu 21 Luat Luu trit 2011. 

Muc 2 
BAO QUAN, TO CHeC Se DUNG TAI LIEU LIYU TRU' 

Dieu 34. Bao quan tai lieu hru trir 

1. HO so, tai lieu chua den han nOp luu vao Luu trir co quan, don vi do 
cong chirc, vien chirc to bao quan va phai dam bao an toan cho cac 116 so, tai 
lieu. 

2. HO so, tai lieu km tra den han Op km phai dugc giao Op vao Luu till 
co quan, don vi va tap trung bao quan trong kho lull tilt cUa co quan, don vi. 
Kho lint tit phai dugc trang bi day dU cac thiet bi, phuang tien can thiet theo 
quy dinh dam bao an toan cho tai lieu. 

3. Chanh van phong co trach nhiem tham min cho lanh dao co quan, don 
vi va chi dao thirc hien cac quy dinh ve bao quan tai lieu luu frit: bo tri kho hru 
tat theo dung ti'eu chuan quy dinh; thuc hien cac bien phap phOng chOng chay, 
no, thien tai, con trung, nam moc, thvc hien phong gian, bao mat doi yeti kho 
luu tit va tai lieu lull tit; trang bi day &A cac thiet bi Icy thuat, phuang tien bao 
quan tai lieu luu tit; duy tri cac the dO bao quail phu hop vai tong loai tai lieu 
luu tit. 

Cong chi:rc, vier' chirc van thu, luu tra có trach nhiem b6 tri, sap xep khoa 
hoc tai lieu hru tilt; ho so, tai lieu trong kho de trong hOp (cap), dan nhan ghi 
day dil thong tin theo quy dinh de tien thOng ke,,  kiem tra va tra dru;,thuOng 
xuyen kiem tra tinh hinh tai lieu co trong kho de nam dugc so hrong, chat lugng 
tai lieu. 
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A. Dieu 35. Doi tuvng va thu tuc khai thic, sir dung tai lieu 

1. Tat ca cong chirc, vien chirc trong, ngoai co quan, don vi va moi ca 
nhan deu dugc khai tilde, sir dung tai lieu km trt vi muc dich cong vu va cac 
nhu cau rieng chinh 

2. Cong chirc, vien chirc ngodi co' quan, don vi nghien ciru tai lieu vi muc 
dich cong vu phai co giay gioi thieu ghi ro muc dich nghien ciru tai lieu va phai 
dugc l'anh dao hoac Chanh van phOng co quan, don vi &Ong 5/. 

3. Ca nhan khai thac sir dung tai lieu vi muc dich rieng phai có don xin sir 
dung tai lieu, giay chimg minh nhan dan hoc hi) chieu va phai dugc lanh dao 
hoc Chanh van ph6ng co quan, don vi (long y. 

Dieu 36. Cac hinh fink to chirc sir dung tali lieu lu• tar 

Thuc hien theo quy dinh tai Dieu 32 Luat Luu tit 2011. 

Dieu 37. Tham quyen cho phep khai that, sir dung tai lieu lull trir 

Thuc hien theo cac quy dinh tai Dieu 31 va Dieu 34 Luat Luu tit 2011. 

Dieu 38. Quin 1ST viec sir dung tai lieu ltru trir 

1. Luu trit co quan, don vi phai co not quy phong doc. 

2. NiO quy phOng doc bao gOm cac not dung can quy dinh sau: 

a) Thai gian phuc vu dOc gia; 

b) Cac giay toi dOc gia can xuat trinh khi den khai that tai lieu; 

c) Nhang vat dung khong dugc mang vao phong doc; 

d) Quy dinh d'Oc gia phai that hien cac thu tuc nghien ciru va khai that tai 
lieu theo huang dan cua nhan vien phong doc; 

d) D'Oc gia khOng dirge tu3',  sao, chap anh tai lieu, dir lieu tren may tinh 
va thong tin trong cong cu tra cum khi chua dirgc phep; 

e) Ngoai cac quy dinh tren, dOc gia can thuc hien nghiem chinh cac quy 
dinh có lien quan trong Ni6 quy ra, vao co quan; Quy dinh ye sir dung tai lieu; 
Quy dinh ve phong thong chay no dm co quan, don vi. 

, 3. Cong chirc, vien chirc luu trtt co quan, don vi phai lap cac SO nhap, 
xuat tai lieu, SO dang 1(3'i muc lac ho so.  va SO dangl4T d'Oc gia de quan VT tai lieu 
hm trcir va phuc vu khai that tai 

Chuang IV 
TO CHUG THI1C HIEN 

Dieu 39. Tti chtic tht•c hien 

1. Giam d6c So Noi vu chiu trach nhiem trien khai, theo doi tinh hinh 
that hien Quy the nay. 
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2. Thu tnrang cac cc, quan, don vi thui)c Uy ban nhan dan tinh chiu trach 
nhiem trien khai thirc hien Quy the tai co quan, don vi. 

3. Chu tichPy ban nhan dan cac huyen, thi xa chiu trach nhini tri6n khai 
thus hien Quy the tai dia. phuong. 

Dieu 40. Trong qua trinh thuc hien, Quy the nay có the dugc sira d6i 
hoc be) sung cho phit hop voi tinh hinh thut te, theo de nghi cila Giam doe SO 
N'Oi vu./. 

TM.UY BAN NHAN DAN 
CHU TECH 
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