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6-1ISNV-VTLT 	 Binh arcing, ngayd thang 5-nam 2020 

V/v huang dan thuc hi'en 
Nghi dinh so 30/2020/ND-CP 

cua Chinh phu ve cong tac van thu 

Kinh 
- Cac so, ban, nganh; 
- Cac co quan nganh d9c tai tinh; 
- Cac don vi str nghie'p thuc tinh; 
- Cac to chirc xa h'Oi - nghe nghie'p; 
- Doanh nghie'p nha nuorc; 
- UBND cac huyen, thi xa, thanh pho". 

,Can Nghi dinh 30/2020/ND-CP ngay 05 thang 3 nam 2020 cita Chinh 
phit ve cong tac van thu; 

Thvc hiesn Cong van se) 1475/UBND-NC ngay 31 thang 3 Warn 2020 cita Uy 
ban nhan dan tinh ye viec trie'n khai thuc hien Nghi dinh so 30/2020/ND-CP; 

Ngay 16 thang 4 nam 2020, BO NOi vu da ban hanh Thong tu so 01/2020/TT-
BNV,bai be) mot so van ban quy pham phap luat do BO truamg BO NOi vu ban hanh, 
el). the ke tit ngdy 15 thang 6 nam 2020 khi Thong tu 01/2020/TT-BNV có hieu luc se 
bai be) toan bO 03 Thong tu: Thong tu so 01/2011/TT-BNV ngay 19 thang 01 nam 
2011 huong dAn ye the tithe va kg,/ thuat trinh bay van ban hanh chinh, Thong tu so 
07/2012/TT-BNV ngay 22 thang 11 nam 2012 huong clan quart 15T van ban, lap ho so 
va nOp luu ho so, tai lieu vao Luu tri co quan va Thong tu so 01/2019/TT-BNV ngay 
24 thang 01 nam 2019 quy dinh quy trinh trao doi, xu ly tai lieu dien tir trong cong 
tac van thu, cac eh& nang co ban dm He thong quan ly tai lieu din tir trong qua 
trinh xir ly cong viec cua cac co quan, to chdc. 

Nham giup cac co quart, to chirc tren dia ban tinh nam bat kip thoi va tri6n khai 
den can bO, cong chirc, vien chirc va nguOi lao dOng thuc pham vi quan ly thuc hie'n 
dung theo quy dinh cua Nghi dinh so 30/2020/ND-CP, có hieu luc thi hanh tir ngay 
05 thang 3 nam 2020, thay th6 Nghi dinh so 110/2004/ND-CP va cong tac van thu va 
Nghi dinh so 09/2010/ND-CP sira dOi mot so dieu Nghi dinh 110/2004. 

Sa NOi vu huang dAn nhcmg diem mai co ban cila not dung Nghi dinh so 
30/2020/ND-CP cua Chinh phu nhu sau: 

I. MOT SO QUY DINH MOI 

1. Ve giai thich tit ngit 
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"Van ban dien tir" la van ban duoi dsng thong diep du lieu dugc too 1'0 hoc 
dugc so hoa to van ban giay va trinh bay dung the thirc, ky thuSt, dinh dsng theo quy 
dinh. 

, Nghi dinh s6 30/2020/ND-CP quy dinh: Van ban dien dr duge k$,  s6 bed ngtrei 
c6 tham quyen va y so dm co quan, to chirc theo quy dinh dm phap luSt c6 gia tri 
phap VT nhu ban etc van ban giay. 

Chit 14 s6 teen van ban dien dr phai dap fing day du cac quy dinh dm phap 
luSt. 

2. Cac van ban hanh chinh (29 lo#i) 

Nghi dinh so 30/2020/ND-CP quy dinh co 29 loci van ban hanh chinh, so vOii 
Nghi dinh so 110/2004/ND-CP va Nghi dinh so 09/2010/ND-CP dm Chinh phil c6 32 
van ban hanh chinh cu the: Nghi quyet (ca biet), guy& dinh (ca biet), chi thi, quy che,  
quy dinh, thong ca.°, thong bao, huomg dan, chuong trinh, ke hooch, phucmg an, de 
an, du an, bao cao, bi'en ban, to trinh, hop dung, cong van, ding dien, ban ghi nhO., 
ban cam ket, ban thoa thuSn, giay chUng nhan, giay us,  quy6sn, giay mai, giay giai 
thieu, giay nghi phep, giay di du6ng, giay Nen nhSn ho so, pliiEu giri, phieu chuy6'n, 
thu cong. 

B6 ban cam k6t, gidy chirng nhian, giay di &Tong, giay Men nhSn h6 so va them 
phiL bao. 

3. The thIrc va ICy thu4t trinh bay van ban 

a) S6 trang van ban 

DSt canh glib theo chiu ngang trong phan le tren dm van ban, danh dr trang 
tit* 2 tr 6 di. 

b) Can cu ban hanh van ban (dp dung Nglai. quy6t, Quye't dinh) 

- Can dr ban hanh van ban bao g6m van ban quy dinh tharn quy&i, chirc nang, 
nhiem vudm co quan, to chirc ban hanh van ban va cac van ban quy dinh nOi dung, 
co soy de ban hanh van ban. Can cu ban hanh van ban dugc ghi day du ten losi van 
ban, so, 14 hieu, co. quan ban hanh, ngay thong nom ban hanh van ban va trich yeu 
not dung van ban (rieng Luat, Phap lenh khong ghi so, 14 hieu, co quan ban hanh). 

- Can cir ban hanh van ban duge trinh bay bang chil in throng, ki6u chili 
nghieng, co chit dr 13 den 14,,  trinh bay duoi phan ten loci va trich yeu not dung van 
ban; sau rnoi can cir,phai,xung Bong, cuoi clang c6 dau cham phay (;), dong cuoi 
ding ket thuc bang dau cham (.). 

- Khi vien don lan &au van ban c6 lien quan, phai ghi day du ten loci, s6, 14 
hieu dm van ban, thOri gian ban hanh van ban, ten co quan, to chirc ban hanh van ban 
va trich yeu not dung van ban ((Mi. voi Lust va Phap lenh chi ghi ten loci va ten dm 
LuSt, Phap lenh); trong cac lan vien dan tiep theo, chi ghi ten loci va so, k3'T hieu cUa 
van ban dO. 
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c) Van ban ban hanh kern theo van ban chinh (Quy che, Quy dinh,...ban hanh 
kern theo Quyet dinh) 

,BO quyen hen, chile vu ngu6i va dAu, chit V so cua ca quan, chirc tai vi 
tri cuoi ding dm van ban kern theo. 

4. Son thao, ksr ban hanh van ban, chit ky so ciia nguiri co thi'm quyen va 
chit ky so cila 	quan, to chfre 

a) Soan thao van ban 

- Ve sop thao va V ban hanh van ban: Nghi dinh so 30/2020/ND-CP quy dinh 
"Ca nhan dirge giao nhiem vu soan thao van ban chiu trach nhiem tithe nguai dung 
dau dun vi va truck phap luat ve ban thao van ban trong pham vi chirc track, nhiem 
vu dugc giao". 

b) Kim tra van ban truck khi V ban hanh 

- NguOi dimg &Au den vi soan thao van ban phai kiem tra va chiu trach nhiem 
tnroic nguai dung dau ca quan, to chirc va truck phap luat ve not dung van ban. 

-,Nguai dugc giao trach nhiem kiem tra the 	ky thuat trinh bay van ban 
phai kiem tra va chiu trach nhiem trueic nguai &mg dau ca quan, to elide va truac 
phap luat ye the thirc, ky thuat trinh bay van ban. 

c) KST ban hanh van ban 

- Ca quan, to chdc lam viec theo che d8 thd truong 

Ngtr6i dung dAu ca quan,,t8 chfic c6 thAm quyen tat ca, van ban do ca quan, 
to chirc ban hanh; c6 the giao cap pho ky thay cac van ban thu6c tinh vcrc dugc phan 
tong php trach va mot so van ban,thu8c them quyen cda nguai dung dau. TruZyng hgp 
cap pho dugc giao 	trach, dieu hanh thi thgc hien V nhu cap phO ky thay cap 
truang. 

Quy dinh nay Thong to 01 da quy dinh, toy nhien thgc tin nhieu ca quan, to 
chirc ghi chirc danh cap phO pho trach khong &mg. 

VI did: PHO GIAM DOC PHiJ TRACH - ghi nhu vay la khong dung, 

Phai ghi la: KT. GIAM DOC 

PHO GIAM DOC 

- Co.  quan, to elide lam viec theo che d6 tap the 

Ngu8i dirng dAu ca quan, to chdc thay mat tap the lanh dao ky cac van ban dm 
ca quan, to chirc. Cap pho cua nguai ddng dau ca quan, to chirc dugc thay mat tap 
the, ky thay nguai dimg dau ca quan, to chdc nhimg van ban theo fly quyen cua 
nguai dimg dau va nhang van ban thuOc finh virc dugc phan ding phid trach. 

Trong truang hgp dac biet, nguai dung du ca quan, to chuc c6 the Ay quyen 
cho ngued dung dau ca quan, to chirc, don vi thuOc ca cau to chirc cua minh ky thda 
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uy quyen mot s6 van ban ma minh phai V. Viec giao ky thira ay quyen phai dirge 
thyc hien bang van ban, gio.i han thoi gian va not dung dugs fly quyen. Nguoi dugc 
ky thira uy quyen khOng dugc uy quyen lai cho nguoi khac V. Van ban ky thira fly 
quyen dugc thyc hien theo the thUc va clang dau hoac 14 so dm ca quan, to chirc uy 
quyen. 

Nguoi dung d'Au ca quan, to chirc có the giao nguoi dung Mu don vi thuOc ca 
quan, to chirc ky thira lenh mot so loai van ban. Ngu6i dugc ky thira lenh dugc giao 
lai,cho cap pho kYT thay. Viec giao thira lenh phai dugc quy dinh cu the trong quy 
the lam viec hoc quy the cong tac van thu cua ca quan, to chile. 

Nguoi V van ban phai chit' track,  nhiem truerc phap 1ua't ve van ban do minh 
V ban hanh. Nguoi ding dau ca quan, chirc phai chiu trach nhiem truac phap 1u4t 
ve toan bO van ban do ca quan, to chirc ban hanh. 

- Myc V van ban quy dinh d6i voi van ban giAy khi ky van ban dung but có 
Inge mau xanh, khong dung cac loai myc de phai. 

d) Ve chit V s6 cua nguoi có thAm quyen va chit ky s6 cua ca quan, to chirc 
ten van ban dien tiz dugc thyc hien theo quy dinh Nghi dinh nay, cu the: 

- Hinh anh, vi tri chit V s6 cua nguoi có thAm quyen la hinh anh chit ky dm 
nguoi ca, tham quyen tren van ban giay, mau xanh, dinh clang Portable Network 
Graphics (.png) nen trong suot; dot canh gifta chirc vg cua ngithi ky va ho ten nguoi 
V. 

- Hinh anh, vi tri chit V s6 cua ca quan, to chirc la hinh anh dau cua ca quan, 
to chirc ban hanh van ban teen van ban, mau do, kich thuac bang kich thuoc thyc to 
cua dau, dinh clang (.png) nen trong su6t, tram len khoang 1/3 hinh anh chi ky s6 cua 
nguoi có tham quyen ye ben trai. Th6ng tin: ten ca quan ban hanh van ban; theri gian 
ky (ngay thang nam; gia phut giay; mui giO. Viet Nam theo tieu chuatn ISO 8601) 
dugc trinh bay bang ph6ng chit Times New Roman, chit in thuOng, kieu chit dung, co. 
chit 10, mau den. 

- Kyf s6 Phy 

+ Hoi vai Phy lyc ding tep tin vai not dung van ban dien tit, Van thu ca quan 
chi thgc hien V so van ban va khong thyc hien 14, so len Phy lye. 

+ DM voi Phy 1pc kh6ng ding tep tin voi not dung van ban dien tir, Van thu ca 
quan thyc hien V so dm ca quan, to chirc tren tirng tep tin kern theo, cu the: 

Vi tri: Goc tren, ben phai, trang dau cua mgi tep tin. 

Hinh anh chit ky s6 cua ca quan, to chirc: Khong hien thi. 

Thong tin: S6 va ky hieu van ban; thOi gian ky (ngay thang nam; gier phut 
giay; mid gier Viet Nam theo tieu chuan ISO 8601) dugc trinh bay bang phong chit 
Times New Roman, chit in thuong, kieu chit dirng, co. chit 10, mau den. 

d) Phy lye 
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- Thong tin chi dAn kern theo van ban tren.rai phu lac (Kern theo van ban s6 
.../...-... ngay 	thang ....nam ....) duot ghi day du doi vai van ban giay; doi vai 
van ban dien tit, khong phai dien thong tin t4i cac vi tri nay. 

- St) trang cua Phu lac duac danh s6 rieng theo tong Phu 

5. Siir dung con d'Au, thiet bi hru khoa bi mat 

Nghi dinh s6 30/2020/ND-CP co.  ban k6 thira Nghi dinh s6 110/2004/ND-CP 
ve sir dung con ddu, cu the: 

a) Sir dung con dau 

- Dau (tong phai ro rang, ngay ngan, dimg chieu va dung dimg raw dau mau do 
theo quy dinh. 

- Khi dOng ddu len chit 1(T, dau &mg phai tram len khoang 1/3 chit 14 ve phia 
ben trai. 

- Cac van ban bah hanh kern theo van ban chinh hoc phu lac: DL &rot dong 
len trang dau, tram mot phan ten co quan, to chirc hoc tieu de phu 

-.Viec clang 	treo, dau giap lai, &mg 	not ten van ban giAy do ngtrai 
dimg dau ca quan, to chirc quy dinh. 

- Ddu giap lai dixac (long vao khoang giira mep phai dia van ban hoc phu Luc 
van ban, tram len mot phan cac to giay; mOi dau (long toi da 05 to.  van ban. 

b) Sir dung thie't bi luu khoa bi mat 

Thie't bi hru khoa bi mat cua co quan, to chirc ducic sir dung de ky so cac van 
ban dien tir do ca quan, to chirc ban hanh va ban sao tir van ban giay sang van ban 
dien tir. 

6. N7'e quan 1S,  van ban di, van ban an, sao van ban 

a) Quan Vf van ban di 

- Cdp s6, tiled gian ban hanh van ban: 

+ Se; va thei gian ban hanh van ban &roc ldy,theo thin to va trinh tothOi gian 
ban hanh van ban dm co quan, chirc trong nam (bat dau lien tiep tir so 01 vao ngay 
01 thang 01 va ket thilc vao ngay 31 thang 12 hang nam). So va 1ky hieu van ban dm 
ca quan, to chirc la duy nhat trong mot nam, thong nhat gala van ban giay va van ban 
dien dr. 

Viec cdp,s6 van ban quy ph4m phap Ludt: 	loci van ban quy pham phap Ludt 
dirge cap N thong so rieng. 

Viec cap se) van ban chuyen nganh do ngtrad dung dau ca quan quan 1)",  nganh, 
linh vtrc quy dinh. 

Viec cap s6 van ban hanh chinh do ngixed dimg dAu co quan, to chirc quy dinh. 
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+ D6i voi van ban gidy, viec cap s6, tiled gian ban hanh dugc till:1'c hien sau khi 
c6 chir ky dm ngued c6,tham quyen, chem nhat la trong ngay lam viec tiep theo. Van 
ban met dugc cap hethong so rieng. 

+ D6i vori van ban dien tir, viec cap s6, thall gian ban hanh dugc thigrc hien bang 
chirc nang dm He thong. 

- Hang V van ban di: 

+ Viec clang 1ky van ban bao dam day du, chinh xac cac thong tin can thi& cua 
van ban di. 

+ Hang 1c)',  van ban: Van ban dugc dng  V bang s6 hoec bang He th6ng. 

Hang V van ban bang s6: Van thu ca quan clang V van ban vao s6 dang ky 
van ban di. 

Hang V van ban bang He thong: Van ban dugc dang k5,  bang He th6ng phai , 
dugc in ra giay day du cac trueng thong tin theo mau dang kST van ban di, dong so 
de quan 1ST. 

+ Van ban met dugc (tang ky theo quy dinh cua phap luet ve bao ve bi met nha 
nu6c. 

+ Mau s6 dang VT van ban di (phan not dung) 

• SO , 
147 hien 
van ban 

gN ay 
thang 
van 
ban 

Ten loai va 
trich yeu not 

dung 
van ban 

Ngtriri 
14 

Noi 
nh4n 
van 
ban 

Horn 	i • v ' ngtdri 
nh4n 

ban lull 

• So  
Itrcing 
ban 

NO),  
z chuyen KS,' nhOn Ghi 

chti 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) 

- uu van 	i: 

+ Luu van ban giAy: Ban g6c van ban dugc luu tai Van thu ca quan va phai 
dugc dong dau ngay sau khi phat hanh, sap xep theo thu to dang V. Ban chinh van 
ban luu tai ho sa ding viec. 

+ Luu van ban dien : Ban g6c van ban dien to phai dugc luu teen He th6ng 
cua ca quan, to chirc ban hanh van ban. 

b) Ve quan 1S1 van ban an 

- Tip nhen van ban d'&1: 

+ D6i voi van ban giAy 

Tdt ca van ban giAy den (bao g6m ca van ban c6 &du chi d6 met) giri ca quan, 
tO,chirc thu6c dien dang tai Van thu ca quan phai dugc b6c bi, dong dau "DEN". 
DOi v6i van ban giri dich danh ca nhan hoc to chirc doan the trong ca quan, to chirc 
thi Van thu ca quan chuyen cho nai nhen (khong boc bi). Nhi'mg bi van ban gi'xi dich 
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danh ca nhan, n6u la van ban lien quan d6n ding vi6c chung cua ca quan, to chirc thi 
ca nhan nhan van ban c6 trach nhi6m chuy6n lai cho Van thu ca quan d6 ding k1. 

ML dau d6n 

Thay n6i dung "Ltru h6 so s6 thanh "S6 NIA ki hi6u HS" 

5 5 mm 

TEN CO QUAN, TO CHirC 

DEN 	 
Ngay: 	 

Chuyen: 	  

Se va ky hien HS: 	 

+ D6i voi van ban di6n tir : 

Van thu ca quan phai ki6m tra tinh xac thvc va toan vgn dm van ban din tix va 
thvc hi6n tiep nhan tren He thong. 

Truong,h9p van ban din to khong dap irng cac quy dinh hoac giai sai nai nhan
thi co quan, to chlrc nhan van ban phai tra lai cho co quart, to chlrc giri van ban teen 
1-16 thong. Trueyng hop phat hi6n co sai sot hoac dau hi6u bat thuong thi Van thu ca 
quan bao ngay ngtroi c6 trach nhi6m giai quyet va thong bao cho not gi'ri van ban. 

Co,quan, to chirc nhan van ban c6 trach,nhi6m thong bao ngay trong ngay cho 
co quan, chirc 	ye vi6c da nhan van ban bang chirc rang dm H6 thong. 

- Wang 1(.1 van ban d6n: 

+ Vic clang k1 van ban d6n phai bao dam dAy 	ro rang, chinh xac cac thong 
tin can thiet theo mau clang 1c1 van ban den ho4c theo thong tin dau vao cua du li6u 
quan 11 van ban den. Nhiing van ban den kh6ng dugc clang ky tai Van thu co quan thi 
don vi, ca nhan khong co trach nhi6m giai quyet, trir nhang loci van ban den dugc 
Tang ky rieng theo quy dinh cua phap 

+ S6 d6n ctia van ban dugc,  lay lien tip theo thin tg va trinh tothei gian tip 
nhAn van ban trong nam, thong nhat gala van ban giay va van ban din dr. 

+ Dang k1 van ban: Van ban dtrgc dang k1 bang s6 hoac bang H6 th6ng. 

Dang ky van ban d6n bang s6: Van thu co quan dang k1 van ban vao s6 dang 
14 van ban den. 

Mau s6 clang k1 van ban an (phAn not dung): 
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Ngay 
den 

SO 44n  Tfic gra 

cix 
00, liSr 
hieu 

van banyan  

Ngay 
thang 

ban  

Ten loqi 
Ira trich 
316u not 

dung van  

ban 

Dan vi 
ho4c 

ngtroi 
nh4n 

NOT 
chuyen 

KS,  
nh4n 

Ghi 
chit 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) 

Dang IcST van ban d n bang1-1 thong 

, Van thu quan 	nhan van ban va dang,V vao th6ng. TruOng hop can 
thiet, Van thu co.  quan thyc 	h6a van ban den theo quy dinh tai Nghi dinh nay. 
Van thu co quan cap nhat vao He thong cac truong thong tin dau vao cua du lieu 
quan 1S,  van ban den theo quy dinh cua Nghi dinh nay. 

Van ban den dugc Tang ky vao He th6ng phai dugc in ra giay,  day 	cac 
truemg thong tin theo mau S6 Tang14T van ban den, 14/ nhan va Tong so de quan 1ST. 

Van ban mat dugc clang ky theo quy dinh cua phap luat ve bao ve bi mat nha 
nu 6c. 

c) V6s sao van ban 

Di6m m6i trong viec sao van ban tai Nghi dinh nay quy dinh cac loci ban sao 
tir giay sang din tit va tir dien tir sang gidy, cach thirc sao van ban va tham quyn sao 
van ban nay bao g6m: 

- Cac hinh thirc ban sao: 

+ Sao y g6m: Sao y tit van ban gia'y sang van ban gidy, sao y tir van ban din tix 
sang van ban giay, sao y tir van ban giay sang van ban din tir. 

, 	Sao y tir van ban gidy sang van ban gidy dugc thyc 	bang vi'c chyp tir ban 
goc hoac ban chinh van ban giay sang giay. 

, 	Sao y van ban din tir sang van ban gidy dugc thyc 	bang vi& in tir ban 
goc van ban din tir ra giay. 

Sao ,y tir van ban gidy sang van ban din tir dugc thyc hi'41 bang vi& s6 h6a 
van ban giay va ky so cua co. quan, to chirc. 

+ Sao luc 

, 	Sao lyc g6m: Sao lyc tit van ban giay sang van ban gidy, sao lyc tir van ban 
giay sang van ban di'n tir, sao lyc tir van ban dien tir sang van ban giay. 

Sao lyc dugc thyc hi0 bang vi'& in, chyp tit ban sao y. 

+ Trich sao: 
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Trich sao g6m: Trich sao tir van ban giAy sang van ban giAy, trich sao tit van 
ban giay sang van ban din tu, trich sao tit van ban din t* sang van ban din tir, trich 
sao to van ban din tir sang van ban giay. 

Ban trich sao dugc thvc hian bAng viac tao lap lai dAy clu the thdc, phAn not 
dung van ban can trich sao. 

- The thirc va ky thuat trinh bay ban sao y, sao lvc, trich sao duvc thvc hian 
theo quy dinh tai Phu lvc I Nghi dinh nay. 

- Gia tri phap 1/• dm ban sao 

Ban sao y, ban sao lvc va ban trich sao dugc thvc hian theo dung quy dinh tai 
Nghi dinh nay c6 gia tri phap ly nhu ban chinh. 

- Tham quyan sao van ban: 

+ Ngueri dung d'Au co quan, to chdc quyet dinh viac sao van ban do co quan,,t6 
chirc ban hanh, van ban do cac co quan, to chirc Ichac 	den va quy dinh tham 
quyen ky cac ban sao van ban. 

+ Viac sao, chup tai lieu, vat chira bi mat nha nuuc dugc thvc hian theo quy 
dinh cua phap luat va bao va bi mat nha ntrac. 

7. L;ap hO so' va nop km ho so', tai lieu vao 	tar co' quan 
a) Lap Danh mvc h6 so 

,Danh mvc 116 so do ngu6i clung dau co quan, to ch*c phe duyat, dugc ban hanh 
vao dau nam va giri cac don vi, ca nhan lien quan lam can cu de lap ho so. 

b) Lap h6 so 

- Yeu cAu: 

+ 	Phan anh dung chdc nang, nhiam vv dm don vi, co quan, to chirc. 
+ Cac van ban, tai lieu trong mot h6 so phal CO sv lien quan chat the voi nhau 

va phan anh dung trinh to dien bien cua su viac hoac trinh to giai quyet cong viac. 

- Ma h6 so: 

+ Ca nhan dugc giao nhiam vu giai quy& ding viac c6 trach nhiam m6 116 so 
theo Danh mvc ho so hoac theo ke hoach dog tac. 

+ Cap nhat nhang thong tin ban du va ha so theo Danh mvc h6 so da ban 

+ Truer/1g hgp cac h6 so khong co trong Danh muc h6 so, ca nhan dugc giao 
nhiam vu giai quyet cong viac tv xac dinh cac th6ng tin: Tieu,de ho so, so va 147 hiau 
ho so, th6i han bao quan ho so, nguai lap ho so va thai gian bat dau. 

- Thu thap, cap nhat van ban, tai lieu vao h6 so 

hanh. 
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Ca nhan dugc giao nhiem vu có trach nhiem thu thap, cap nhat tat ca van ban, 
tai lieu hinh thanh trong qua trinh theo doi, giai quyet ding viec vao ho so a ma, bao 
g8m tai 	phim, anh, ghi am (neu co) bao dam sir toan ven, day du cua ho so, tranh 
bi thAt lac. 

- K6t thitc 116 so: 

+ H6 so dugc k'6t thitc khi cong viec da giai quy6t xong. 

+ Nguai lap h6 so có trach nhiem: Ra soat lai toan b8 van ban, tai lieu có trong 
ho so; loai To khoi hO so ban trang, ban nhap; xac dinh lai thai hart bao quart cila ho 
so'; chinh stia tieu de, so va ky hieu ho so cho phis' hop; hoan thien, ket thuc ho so'. 

+ D6i 	h6 so giAy: Nguai lap ho so thtrc hien danh s6 to doi vai 116 so có 
thai han bao quan dr 05 nam tra len va viet Mvc lvc van ban doi 	ho so có thai 
han bao quan vinh vien; viet chirng tir ket thuc doi voi tat ca ho so. 

+ D6i voi 116 so dien Nguai lap h6 so có trach nhiem cap nhat vao He th6ng 
cac thOng tin con thieu. Viec bier' mix van ban trong ho so duge thuc hien bang chirc 
nang cua He th6ng. 

c) NOp luu 116 so, tai lieu vao Luu tiir co quan 

- H6 so, tai lieu n8p luu vao Luu tit co quan phai du thanh phAn, dung thai 
han va thuc hien theo trinh tcr, thu tvc quy dinh. 

- Thai han n9p ltruh6 so, tai lieu vao Luu tit co quan: 

+ D6i 	h6 so, tai lieu xay dtmg co ban: Trong thai han 03 thang k"e' tir ngay 
cong trinh dugc quyet toan. 

+ D6i vai 116 so, tai lieu khac: Trong thai han 01 nam ke tit ngay cong viec ket 
thfic. 

- Thu uric n6p 

+ D6i veri h6 so giAy 

Khi n6p luu tai lieu phai lap 02 ban "Mvc hjc 116 so, tai lieu n8p luu" va 02 ban 
"Bien ban giao nhan ho so, tai lieu" theo mAu tai Phy h...tc V Nghi dinh nay. Don vi, ca 
nhan n8p luu tai lieu va Luu till co quan 	moi loai 01 ban. 

+ D6i 	ho so dien tir 

, Ca nhan dugc giao nhiem 	giai quy6t cong viec va lap 116 so thuc hien n8p 
luu ho so dien to vao Luu trEi co quan ten He thong. 

Luu trtr co quan có trach nhiem kie'tn tra, titian h6 so theo Danh mpc; lien ket 
chinh xac du lieu dac,ta 	ho so; tiep nhan va dua ho so ye cite d8 quan V- 11 8 so luu 
tit dien tn.  tren He thong. 

d) Trach nhiem 4116 so va n9p luuh6 so, tai lieu vao Luu trtr co quan 
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- Nguai ddng dAti co quan, to chdc trong pham vi, nhi6m vu, quyen han cua 
minh c6 trach nhi6rn quan ly van ban, tai li6u dm co quan, to chirc; chi dao, kiem tra, 
huong dan vi6c lap ho so va n6p km h6 so, tai lieu vao Luu trit co quan. 

- Trach nhi6m cua nguai &Mg dAu b6 phan hanh chinh: 

+ Tham muu cho nguai di.mg dau co quan, to chdc trong vi6c chi dao, ki6m 
tra, huong dan vi6c lap ho so va n6p luu ho so, tai lieu vao Luu tril co quan doi vai 
co quan, to chdc cap duai. 

+ T6 chdc thuc hi6n vi6c lap h6 so va nop luu h6 so, tai li6u vao Luu trf tai co 
quan, to chdc. 

- Trach nhi6m dm don vi va ca nhan trong co quan, to chdc: 

+ Nguai dung dau don vi trong co quan, to chdc chiu trach nhi6m tru6c nguai 
dung dau co quan, to chdc ve vi6c lap h8 so, bao quan va nOp hru ho so, tai li6u cua 
don vi vao Luu till co quan. 

+ Trong qua trinh theo d'oi, giai guy& cong vi6c, m8i ca nhan phai lap h6 so v6 
cong vi6c va chiu trach nhi6m ye so lugng, thanh phan, not dung tai li6u trong ho so; 
bao darn yeu cau, chat lugng cua ho so theo quy dinh tnrac khi n6p luu vao Luu trir 
co quan. 

+ Don vi va ca nhan trong co quan, to chfrc c6 trach nhi6m n6p luu nhang h6 
so, tai li6u dugc xac dinh then han bao quart tir 05 nam tra len vao Luu trir co quan. 

+ Truang hap don vi hoac ca nhan c6 nhu cAu gii lai h6 so, tai li6u da ci6n han 
n6p km de phuc vu cong vi6c thi phai dugc nguai dimg dau co quan, to chdc dOng 
bang van ban va phai lap Danh muc ho so, tai li6u giir lai giri Luu tra co quan. Thai 
han giu lai ho so, tai li6u cua don vi, ca nhan kh6ng qua 02 nam ke tir ngay den han 
n6p km. 

+ Can b6, cong chirc, vien chdc va nguai lao (16ng trong co quan, to elide truot 
khi nghi huu, thbi vi6c, chuyen cong tac, di hoc tap dai ngay phai ban giao toan b6 ho 
so, tai li6u hinh thanh trong qua trinh cong tac cho don vi, Luu tit co quan theo quy 
the dm co quan, to chdc. 

8. Wit so quy dinh khac 

a) Dinh chinh van ban di 

Nghi dinh s6 30/2020/ND-CP quy dinh: Van ban dal phat hanh nhung c6 sai sot 
ve the thirc, ky thuat trinh bay, thd ti.tc ban hanh phai dugc dinh chinh bang cong van 
dm co quan, to chirc ban hanh van ban. 

(Tnroc day, Nghi dinh s6 09/2010/ND-CP quy dinh dinh chinh bang van ban 
hanh chinh dan den m8i co quan dinh chinh bang cac hinh thirc van ban khac nhau, 
co nai ban ,hanh quyet dinh,,  CO not ban hanh thong bao, co not ban hanh cong 
van...dan den khong thong nhat trong ban hanh van ban). 

b) Thu h6i van ban 
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Day la quy dinh mai dm Nghi dinh s6 30/2020/ND-CP, cu the: 

D6i voi van ban giAy, twang hop nhan dugc thong bao thu hoi, ben nhan c6 
trach nhiem girl lai van ban da nhan. 

Doi vai van ban dien dr, throng hgp nhan dugc thong bao thu hoi, ben nhan 
hi:1y b6 van ban bi thu h6i teen He th6ng, dung thai thong bao qua he thong de ben girl 
Net. 

c) Ve viet hoa trong van ban hanh chinh 

Viet hoa trong van ban hanh chinh tnrac day dugc quy dinh tai phv lvc VI 
Thong tu so 01/2011/TT-BNV huang dan the thirc va ky thuat trinh bay van ban hanh 
chinh, theo do huang dAn 5 nhom truang h9p phai viet hoa g6m: Viet hoa vi phep clat 
cau; viet hoa danh tix rieng chi ten nguali; viet hoa ten dia. 1$f; viet hoa ten co quan, to 
chirc; viet hoa cac truang harp khac. 

Nghi dinh,s6 30/2020/ND-CP cling quy dinh 5 nhom truang hop phai viet hoa 
nhu Thong tu so 01/2011/TT-BNV, tuy nhien da b6 sung them mot so truang hop 
phai hoa trong tong nh6m nhu: 

- Danh tir thu6c truang h9p dac biet phai viet hoa g6m: Nhan dan, Nha nuac. 

- Tnrang hop vien clan phAn, chucmg, mvc, tieu mvc, dieu, khoan, diem dm 
mot van ban Cu the thi viet hoa chit cai dau cua phan, chuong, mvc, tieu mvc, dieu 
(khong viet hoa vien dan khodn, diem). 

II. BAN HANH HOC SIYA DOI QUY CHE CONG TAC VAN THU; 
LI!U TRiY 

Can cir quy dinh tai Nghi dinh s6 30/2020/ND-CP cac co quan, to chirc ban 
hanh hoac sira d6i Quy the cong tac van thu, luu trir cho phu h9p./. 

No'i nhem: 
- UBND tinh (Bdo cdo); 
- Nhtt ten; 
- Pheing NV cac huA'n, TX, TP; 
- Lanh dao Sey NV; 
- Chi cnc VTLT; 
- Um: VT. 

GIAM DOC 

PHO GIAM DOC 

 

UY VAN DEv 
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