
UBND TINH BINH DU'ONG ONG HOA XA HOI 	NGFIlA VI) I' NAM 
S GIAO DVC VA DAO TAO 	D'Oc lap - Ty. do - Hanh phtic 

S6:  3090  /QD-SGDDT 	Binh Dirang, ngay a thong 5 nam 2017 

QUYET DINH 
Ve vi0 ban hinh Quy the cong tic van thy, ltru trir 

GIAM DOC So GIAO DVC VA DAO TAO 

Can dr LuAt 'try trur s6 01/2011/QH13 ngay 11/11/2011; 

Can cir Nghl dinh s6 110/2004/ND-CP ngay 08/4/2004 ciia Chinh phu ve cong 
tac van thu; 

Can dr Nghi dinh so 01/2013/ND-CP ngay 03/01/2013 dm Chinh phu quy 
dinh chi tiet thi hanh mOt s6 dieu cua LuAt Ltru tar; 

Can cir Nghl dinh s6 99/2016/ND-CP ngay 01/7/2016 dm Chinh phu quy dinh 
ye quan 1y va sir dung con dAu; 

Can dr Thong tu s6 01/2011/TT-BNV ngay 19/01/2011 cila BO NOi vv huorng 
clan ye the auk va kj,  thuAt trinh bay van ban hanh chinh; 

Can cir ThOng tu s6 04/2013/TT-BNV ngay 16/4/2013 dm BO NOi vv huong 
dan xay dung Quy the cong tac van thu, ltru tat cua cac ca quan, to chirc; 

Can dr Quyet dinh s6 41/2014/QD-UBND ngay 20/11/2014 dm Uy ban nhan 
dan tinh Binh Ducmg ban hanh Quy dinh ye cong tac van thu tren dia ban tinh Binh 
Duang; 

Can cir Quyet dinh s6 52/2015/QD-UBND ngay 30/11/2015 dm Uy ban nhan 
din tinh ye viec ban hanh Quy dinh chirc nang, nhiem vv, quyen han va ca cAu to 
chirc cua Ser Gido dvc va Dao tao tinh Binh Duang; 

Xet de nghl cua Chanh Van phong Sor Gido dvc va Dao tao, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the cong tac van thu, km hit 
cua ca quan Ses Gido duc va Dao tao, Phong Gido dvc va Dao tao huyen, thi xA, thanh 
pho va cac cc; ser giao dvc nganh gido dvc va dao tao tinh Binh Duang. 

Dieu 2. Chanh Van phong, Truemg cac phong ban thuOc SO Giao dvc va Dao 
tao, Truemg phOng Gido dvc va Dao tao huyen, thi xA, thanh pH), Thu twang cac ca 
so giao dvc va ca nhan có lien quan chiu trach nhiem thi hanh Quyet dinh nay./i/V 

- Nhtr Dieu 2; 
- LAnh dao Ser GDDT; 
- Chi cue VAn thLr - Ltru tra tinh; 
- Website Se/ GDT; 
- Um: VT, VP 
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QUY CHE 
Cong tic van thir, Iuu tar 

(Ban hanh kern theo Quy"Jt Binh so 3090/QD-SGDDT ngiry  4T-  /5/2017 
clia Gicim cloc Ser Giao duc va Dao tao Binh Throng) 

Chuang 1 
NHUNG QUY DINH CHUNG 
, 	A. Dieu 1. Phan' vi va dm tuvng ip dung 

Quy the nay quy dinh cac hoat Ong ve van thu, km trir ton* qua trinh 
quan 1/, chi dap dm So Gido duc va Deo to (GDDT) Binh Duang de thkrc hien 
chirc nang, nhiem vu dm minh. 

, D6i tuvng ap dung: Co quan So GDDT, Phang GDDT huyen, thi xa, thanh 
pho; cac co sa gido duc trong nganh gido chic va dao to tinh Binh Duang. 

COng tic van thu bao g6m cac cong viec ve soon thao, ban hanh van ban; 
quan 1 ,  van ban va tai lieu khac hinh thanh trong qua trinh hoat &Ong cua co quan, 
co so. giao duc; lap h6 so va giao n6p ho so, tai lieu vao Ltru till co quan; quan ljt 
va sir dung con dau trong ding tac van thu. 

Cong tac km tit bao g6m cac ding viec ve thu thap, chinh lt, xac dinh gia 
tri, bao quan, thong Ice va sir dung tai lieu km trir hinh thanh trong qua trinh hoat 
Ong ciia co quan, co so. giao duc. 

Dieu 2. GUM thich tir net 

1. Quy the cong tac van thu, ltm trir bao Om nhang quy dinh chung ye hoat 
d6ng van thu, kru tra dOi veil Sir GDDT, Phong GDDT va cac ca soy giao duc. 

, 	2. Quy the ding tac van thu, ltru tilt dm co quan, co so giao duc bao g6m 
tat ca nh&ng quy dinh ye hoat d6ng van thu, ltru trir trong qua trinh quan ljt, chi 
dao, dieu hanh cila don vi de thvc hien chirc nang, nhiem vu dm minh. 

3. Van ban den la tat ca cac loaf van ban, bao g6m van ban quy pham phap 
luat, van ban hanh chinh va van ban chuyen nganh (ke Ca ban fax, van ban duvc 
chuyen qua mang, van ban mat) va don, thu giri den co quan, to chirc. 

4. Van ban di la tat Ca cac loci van ban, bao g6m van ban hanh chinh va van 
ban chuyen nganh (Ice ca ban sao van ban, van ban n6i b6 va van ban mat) do co 
quan, co so gido chic phat hanh. 

5. Ban thao van ban la ban &roc viet hoac danh may, hinh thanh trong qua 
trinh soar' thao van ban. 

6. Ban g6c van ban la ban hoan chinh ve n6i dung, the thirc van ban duos co 
quan, co s& gido chic ban hanh va co chic lc)",  tri,rc tiep dm ngtrai có tham quyen. 

7. Ban chinh van ban la ban hoan chinh ve n6i dung, the thirc van ban duvc 
co quan, co so.  gido duc ban hanh. 
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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 (lucre thuc hien 
tir ban chinh. 

9. Ban trich sao la ban sao mot phan not dung dm van ban va dugc trinh bay 
theo the thirc quy dinh. Ban trich sao phai dugc thuc hien to ban chinh. 

10. Ban sao luc la ban sao dAy at, chinh xac not dung dm van ban, dugc 
thirc hien to ban sao y ban chinh va trinh bay theo the thirc quy dinh. 

11. HO so la mot tap tai lieu có lien quan vai nhau ve mot van de, mot su 
viec, mot doi tugng cu the hoc có dAc diem chung, hinh thanh trong qua trinh 
theo doi, giai quyet cong viec thuc pham vi chirc nang, nhiem vu cua co quan, to 
chirc, ca nhan. 

12. Lap hoo so la viec tap hop, sap xep van ban tai lieu hinh thanh trong qua 
trinh theo doi, giai quyet cong viec dm co quan, to chirc, ca nhan thanh ho so theo 
nhimg nguyen tac va phtrang phap nhat dinh. 

13. Thu thap tai lieu la qua trinh xac dinh nguOn tai lieu, lira ch9n, giao 
nhan tai lieu có gia tri de chuyen vao Ltru till co quan, Ltru trir lich sir. 

14. Chinh ly tai lieu la viec phan loai, xac dinh gia tri, sip 'cep, thOng ke, lap 
cong cu tra cdu tai lieu hinh thanh trong hoat clOng cua co quan, to chirc, ca nhan. 

15. Xac dinh gia tri tai lieu la viec danh gia gia tri tai lieu theo nhang,  
nguyen tac, phucmg phap, tieu chuan theo quy dinh cua co quan co tham quyen de 
xac dinh nhang tai lieu có gia tri luu tru, thOi han bao quan va tai lieu het gia tri. 

Dieu 3. Trich nhi0i dOi voi cong tic van thy, liru tat 

1. Trach nhiem cua ngtrOi dirng dau co quan, co soy gido duc trong viec quan 
ly cong tac van dm', luu tra; 

, 	a) TO 	xay dkmg, ban hanh, chi dao viec thuc hien cac the dO, quy dinh 
ve ding tac van thu, km trir theo quy dinh cua phap luat hien hanh, 

b) Kim tra viec thuc hien cac the dO, quy dinh ve cong tac van thu, luu tru  
dt)i yeti cac don vi true thuOc; giai quyet khieu nai, to cao va xir 1).7 vi pham phap 
luat ye ding tac van thu, luu trir theo tham quyen. 

2. Trach nhiem cua Chanh Van phong 

Chanh Van phong,,giup Giam dOc So GDDT (hoAc thu truang co so gido 
duc) true tiep quan 	kiem tra, giant sat viec thuc hien ding tac van thu, luu tit 
tai co quan, co soy gido duc, &zing thOi to chirc huong dan nghiep vu ye cong tac 
van thu, luu trir cho co quan va co so. gido duc true thuOc. 

3. Trach nhiem cua TruCmg phong ban Soy GDDT, TruCmg phong GDDT, 
Thu truang co sec giao duc 

Tnromg phong ban So. GDDT, Truang phong GDDT, Thu truong co ser gido 
duc co trach nhiem trien khai va to chirc thuc hien cac quy dinh cua Soy GDDT ye 
van thu, luu tra. 
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4. Trach nhiem cua moi ca nhan 

Trong qua trinh giai quyet cong viec lien quan den cong tac van thu, ltru trir, 
in& can bO, cong chirc, vier' chirc phai thkrc hien nghiem tuc cac quy dinh cua co 
quan, dan vi minh ye van thu, ltru tit 

Dieu 4. Bao vg bi mat nha ntarc trong cong tac van thtr, Itru tar 

Moi hoat dOng trong cong tac van thu, ltru tat cua ca van, co s& gido cltic 
phai thuc hien theo cac quy dinh cua phap luat hien hanh ve bao ve bi mat nha 
ntrac. 

Chtrcrng 2 
CONG TAC VAN THU' 

Muc 1 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 5. Hinh thtrc va the thtrc van ban 

1. Hinh thirc van ban gOm cac loci hinh thirc van ban sau: 

- Van ban quy pham phap luat; 

- Van ban hanh chinh. 

2. The thirc van ban 

Van ban quy pham phap luat: Thuc hien theo quy dinh tai Nghi,  dinh so 
34/2016/ND-CP ngay 14 thang 5 nam 2016 dm Chinh phit quy dinh chi tiet mot so 
diet' va bien phap thi hanh Luat Ban hanh van ban quy pham pluip luat nam 2015. 

Van ban hanh chinh: Thuc hien theo quy dinh tai Thong tu so 01/2011/TT-
BNV ngay 19 thang 01 nam 2011 cua Bo NOi vu htreing dan the thirc va 1(5/ thuat 
trinh bay van ban hanh chinh (sau day viec tat la Thong tu sO 01/2011/TT-BNV). 

Dieu 6. Soan thao van ban 

1. Viec tham muu soan thao van ban quy pham phap luat thuc hien cac quy 
dinh cua Luat sO 80/2015/QH13 ngay 22/6/2015 ve ban hanh van ban quy pham 
phap luat va Nghi,dinh sO 34/2016/ND-CP ngay 14/5/2016 cua Chinh phti quy 
dinh chi tiet mot so dieu va bien pita!) thi hanh Luat ban hanh van ban quy pham 
phap 

2. Viec soan thao van ban khac &roc thkrc hien nhu sau: 

a) Can cu tinh chat, not dung cua van ban can soan thao, la'nh dao co quan, 
co sa gido duc giao cho mOt dan vi hoc mot cong chirc, vien chirc soan thao hoc 
chu trl soan thao van ban. 

b) Dan vi hoc cong chirc, vier' chirc &roc giao soan thao van ban có trach 
nhiem thkrc hien cac cong viec sau: 

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

- Thu thap, xfr ly thong tin có lien quan; 
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- Soan thao van ban; 

- Truang hop can thiet, de xuat vai lanh ciao Sey GDDT (hoac lanh dao ca 
quan, ca soy gido chic) tham khao y kien cua cac ca quan, to chirc hoac ca nhan có 
lien quan; nghien dru tiep thu y kien de hoan chinh ban thao; 

- Trinh duyet du thao van ban. 

Dieu 7. Duy'e't dkr thao van ban, sira chfra, bO sung dkr thao van ban TA 
du)* 

1. Du thao van ban phai do ngtrOi có thAm quyen ky duyet van ban. 

2. Trong truong hop du thao da &roc lanh ciao Soy GDDT (hoac lanh dao ca 
quan, ca sey gido duc) phe duyet, nhung thay can thiet phai sira chfta, be) sung them 
vao du thao thi dan vi hoac ca nhan dugc giao nhiem vu sop thao van ban phai 
trinh nguori da duyet du thao xem xet, quyet dinh viec sira chug, bo sung. 

Dieu 8. Kiem tra van ban trtrefc khi 14 ban hanh 

1. Nguoi dirng &Au dan vi chu tri soan thao van ban phai kiem tra va chiu 
trach nhiem ve,dO chinh xac 	not dung van ban, 14 nhay/tat vao cuoi nOi dung 
van ban (sau dau./.) truck khi trinh lank dao ca quan, ca so gido duc soan thao 14 
ban hanh; de xuat 	(10 khan; dOi chieu quy dinh cua phap luat ye bao ve bi mat 
nha nu& xac dinh viec dOng dau mat, doi tuong nhan van ban, trinh nguoi 14 van 
ban quyet dinh. 

2. Chanh Van phony giup nguoi dirng dAu ca quan to chirc kiern tra lan cuoi 
va chiu trach nhiem ye the thuc, ky thuat trinh bay, thu tkic ban hanh van ban dm 
Soy GDDT (hoac dan vi soan thao) va phai ky nhay/tat vao vi tri cuoi ding o "Nai 
nhan". 

Dieu 9. KS/ van ban 

1. ThAm quyen 1(3',  van ban thuc hien theo quy dinh cua phap luat, Quy the 
lam viec cua Ser GDDT (hoac quy the cua dan vi soan thao van ban). 

2. Quyen han, chirc vu, Flo va ten, cha ky cua ngueli có than' quyen 

Giam d'Oc Soy GDDT (hoac thu truong ca soy gido duc soan thao van ban) 14 
tat ca cac van ban do ca quan, dan vi minh ban hanh. Cac truong hop ky thay 
(phai ghi KT.), 14 thira lenh (phai ghi TL.), ky thira ely quyen (phai ghi TUQ.), ky  
thay mat (phai ghi TM.). 

3. Khong dung but chi, but mut de de 14 van ban. 

Dieu 10. Ban sao van ban 

1. Cac hinh tilde ban sao g6m: sao y ban chinh, sao luc va trich sao. 

2. The thirc ban sao thuc hien theo Thong to so 01/2011/TT-BNV. 

3. Viec sao y ban chinh, sao luc, trich sao van ban do Giam d'Oc Ser GDDT 
14 ban hanh, Chanh Van phong Soy GDDT quyet dinh; dOi 	cac dan vi, ca soy  
gido duc thu twang quyet dinh. 
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4. Ban sao y ban chinh, sao luc, trich sao thkrc hien dung quy dinh phap luat 
c6 gia tri phap 1/ nhu ban chinh. 

5. Ban sao chup (photocopy ca dau va chit k5,  dm van ban chinh) khong 
thkrc hien theo quy dinh tai Khoan 1 Dieu nay thi chi c6 gia tri thong tin, tham 
khao. 

6. Khong &roc sao, chvp, chuyen phat ra ngoai ca quan, don vi minh nhang 
kien ghi ben le van ban. Tru&ng hop cac y kien cua lanh dao Sa (hodc thu 

twang co s& giao chic sop thao van ban) ghi trong van ban can thiet cho viec giao 
dich, trao doi cong tac phai &roc the the Ma bang van ban hanh chinh. 

Muc 2 
QUAN IS( VAN BAN 

Dieu 11. Nguyen tac chung 

1. Tat Ca van ban di, van ban den dm Sa GDDT (hodc don vi soan thao) 
phai ducic quan ly tap trung tai Van thu co quan (goi tat la Van thu) de lam thU tkic 
tiep nhan, clang k5r (trir nhUng loai van ban &roc (fang 14 rieng theo quy dinh cua 
phap 1140. Nhimg van ban den khong &roc clang 14 tai Van thu, cac don vi, ca 
nhan khong c6 trach nhiem giai quyet. 

2. VAn ban di, van ban den thu6c ngay nao phai duct clang 14, phat hanh 
hoc chuyen giao trong ngay, cham nhat la trong ngay lam viec tiep theo. Vdn ban 
den co don,  dau chi cac 	del khan: "Floa tOc" (ke Ca "Hoa toc" hen gio.), 
"Thuong khan" 9 "Khan" (sau day goi chung la van ban khan) phai ducic clang 
14, trinh va chuyen giao ngay sau khi than duoc. Van ban khan di phai &roc hoan 
thanh thu tuc phat hanh va chuyen phat ngay sau khi van ban ducic 14. 

3. Van ban, tai lieu c6 nOi dung mang bi mat nha nuerc (sau day goi tat la 
van ban mat) duqc ddng 14, quan 1)'/ theo quy dinh cua phap luat hien hanh ye bao 
ve bi mat nha nuac. 

Dieu 12. Trinh ttr quan 15,  van ban den 

Tat ca van ban den ca quan, to chirc phai &roc quan ly theo trinh tkr sau: 

1. Tiep nhan, clang 14 van ban den. 

2. Trinh, chuyen giao van ban den. 

3. Giai quyet va theo del, don d6c viec giai quyet van ban den. 

Dieu 13. Tiep nh4n, clang ks,  van ban den 

1. Khi tiep nhdn van ban den dr moi ngu6n, trong gi& hoc ngoai gi& lam 
viec, Van thu hoc nguai &roc giao nhiem vv tiep nhan van ban den phai kiem tra 
so lugng, tinh trang bi, dau niem phong (neu co), kiem tra, doi chieu v6i nai giri  
truorc khi nhan va ky nhan. 

2. D6i vai ban fax, phai chvp lai truac khi (long dau Den; doi vai van ban 
&roc chuyen phat qua mpg, trong tru&ng hop can thiet, c6 the in ra va lam thu tvc 
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don dau Den. Sau do, khi nhan dugc ban chinh, phai (long dau D'&1 vao ban chinh 
va lam thu tuc dang 14 (so den, ngay den la so va ngay da clang 14 a ban fax, ban 
chuyen phat qua mang). 

3. Van ban khan ,an ngoai gib.  lam vic, ngay 	ngay nghi, thi can b6, 
cong chirc, vien chirc tiep nhan có trach nhi0-1 ky nhan va bao cao ngay vai lanh 
dao ca quan, ca soy gido duc hoac Chanh Van phong de xir 

4. Van ban an 	 soy,phai dugc (tang 14 vao s6 dang 14 van ban hoac ca s du  
lieu quan 1/ van ban den ten may tinh. 

5. Van ban mat den dugc clang 14 rieng hoac n6u sir dung phan mem teen 
may vi tinh thi khong dugc not mang LAN (mang n6i b6) hoac mang Internet. 

Dieu 14. Trinh, chuyen giao van ban den 

1.,  Van ban den sau khi dugc clang 14, phai trinh nguOi c6 tharn quy'en de  
xin kien phan phoi van ban. Van ban den co dau chi cac mirc d6 khan phai dugc 
trinh va chuyen giao ngay sau khi nhan dugc. 

, 2. Can Cu vao kin chi dao ,giai quy6t, cong chirc, vier' chirc van thu clang 
14 tiep va chuyen van ban theo kien chi dap. 

3. Vigc chuy&I giao van ban phai dam bao chinh xac, dung d6i tugng va giu  
gin bi mat n6i dung van ban. Nguoi nhan van ban phai ky nhan vao so chuyen 
giao van ban. 

Dieu 15. Giai quyet va theo doi, d8n dOc viec giai quyet van ban den 

1. Sau khi nhan dugc van ban den, dan vi, ca nhan c6 trach nhi'm chi dao, 
giai quyet kip thOi theo thai han yeu cau cua lanh dao ca quan, to chirc (neu r'O ten 
ca quan, to chirc); theo thOi han yOu cau dm van ban hoac theo quy dinh cua phap 
lust. 

2.,Tnrong hop van ban an,khong c6 yeu cau thOi han tra thi thOi han 
giai quyet dugc thuc theo Quy che lam v* cim ca quan, co so• gido duc. 

3. Van thu co trach nhim tong hop s6 lieu van ban den, van ban d6n da  
dugc giai,quyet, da den han nhung chua dugc giai quyet

, 
 bao cao Chanh Van 

phong. Doi vai van ban den c6 dau "Tai lieu thu hoi", Van thu co trach nhiem theo 
d'Oi, thu hoi hoac giri tra lai nai giri theo dung thai han quy dinh. 

4. Chanh Van phong c6 trach nhi'm don d6c, bao cao lanh dao So (thu 
truong ca soy giao duc soan thao) ve tinh hinh giai quyet, tien d6 va ket qua giai 
quyet van ban den de thong bao cho cac dan vi lien quan. 

Dieu 16. Trinh tkr giai quyet van ban di 

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

1. Kiem tra the thirc va 1(57 thuat trinh bay van ban; ghi s6 va ngay, thong, 
nam dm van ban. 

2. Dang 14 van ban di. 

3. Nhan ban, dung dau ca quan va dau mirc d6 mat, khan. 
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4. Lam thu tvc phat hanh, chuy'e'n phat va theo doi v* chuy6'n phat van ban 
di. 

5. Ltru van ban di. 

Dieu 17. Kiem tra the thin va kS,  thutit trinh bay van bin; ghi so va 
ngay, thing cia van bin 

1. Ki6'm tra the thirc va ky thuat trinh bay van ban: Truck khi phat hanh van 
ban, ngtroi duvc phan ding hoac Van di.r kiem tra lai the thirc va k57 thuat trinh 
bay van ban; neu phat hi0 sai sot thi bao cao ngtreci c6 trach nhirri xem xet, giai 
quyet. 

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

a) Ghi s6 dm van ban 

- Tat ca van ban di dm co.  quan, to chirc doge ghi s6 theo h th6ng s6 chung 
ctia ca quan, to chirc do Van thu thong nhat quan ljt; trir twang hqp pilaf) luat c6 
quy dinh khac. 

- Vic ghi s6 van ban quy pham phi') luat &roc thirc hi0 theo quy dinh cua 
phap luat hien hanh va ding kj,  rieng. 

- Vic ghi s6 van ban hanh chinh thirc hi0 theo quy dinh tai Di6'm a, Khoan 
1, Di&I 8 Thong to s6 01/2011/TT-BNV. 

b) Ghi ngay, thing dm van ban 

- V* ghi ngay, thing, nam dm van ban quy pham phap luat dtivc thvc hin 
theo quy dinh dm phap luat hi0 hanh. 

- V* ghi ngay, thing, nam dm van ban hanh chinh cluvc thvc hi0 theo 
quy dinh tai Diem b, Khoan 1, Dieu 9 Thong to so 01/2011/TT-BNV. 

3. Van ban mat di duqc (firth s6 va dang14 rieng. 

Dieu 18. Bang 14 van bin 

Van ban di duvc dang14 vao s6 clang 14 van ban di hoac Ca so dill* quan 
15/van ban di tren may tinh. 

1. Lap s6 dang14 van ban di 

Can dr tong s6 va s6 luons m8i loaf van ban di hang nam, SO GDDT (hoac 
din vi soar thao) quy dinh cu the v* 14‘p so clang lqt van ban di cho phi' hqp. 

Van ban mat di duvc dang14 rieng. 

2. Dang14 van ban di 

, V* clang k5/ van ban di duvc thvc hien ding kit tren may tinh (nL co ph'n 
mem quan 11 van ban) hoac theo phuang phap co truy8n (clang 14 vao so bang so). 

Dieu 19. Milo ban, thing clan co.  quan va dau mtic di) khan, mat 

1. Nhan ban 
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a) SO Luang van ban can nhan ban de Oat hanh dirac xac dinh ten Ca so. so 
luang tai nai nhan van ban; neu giri den nhieu nai ma trong van ban khong het ke 
du danh sach thi don vi soan thao phai có phu lac nai nhan kern theo de ltru er Van 
thu; 

b) Nai nhan phai dtrac xac dinh cu the trong van ban teen nguyen tac van 
ban chi gin den Ca quan, to chirc lien quan; ca quan, to chirc ay có chirc nang, 
thArn quyen giai quyet, to chirc thuc hien, phoi hop thuc hien, bao cao, giam sat, 
kiem tra lien quan den not dung van ban; khong giri vtr9t cap, khong gdi nhieu ban 
cho mot dOi tuang, khong giri den cac dOi tuang khac chi de biet, de tham khao. 

c) Gitr gin bi mat not dung van ban va thgc hien danh may, nhan ban theo 
dung thOi gian quy dinh. 

d) Viec nhan ban van ban mat phai co )., kien dm lanh dao So. GDDT (hoac 
thir truang Ca so gido duc soan thao) va (kw thuc hien theo quy dinh tai Khoan 1, 
Dieu 8 Nghi dinh so 33/2002/ND-CP ngay 28/3/2002 dm Chinh phi' quy dinh chi 
tiet thi hanh Pita') lenh Bao ve bi mat nha mac. 

2. Dong dau ca quan 

a) Khi dOng dau len chQ 14 thi au phai turn len khoang 1/3 chir IcS,  ve phia 
ben trai. 

b) Wu &mg phai ro rang, ngay ngan, dung chieu va dung mac dau mall do 
tuai theo quy dinh. 

c) Dong au vao phu lac kern theo: Viec dong au len cac phu lac kern theo 
van ban chinh do nguoi 4 van ban quyet dinh va dau &lac dong len trang dau, 
tram len mot phan ten ca quan, Ca sa giao duc hoac ten cua phu lac. 

d) Dong au giap lai: Viec dong au giap lai do'i vai van ban, tai lieu 
chuyen nganh va phu luc kern theo: Dau &TN don vao khoang gitra mep phai dm 
van ban hoac phu lac van ban, tram len mot phAn cac toy gia'y, moi dau khong qua 
05 trang. 

3. Dong au dO khan, mat 

a) Viec &rig dau cac TO khAn (KHAN, THU'ONG KHAN, HOA TOC, 
HOA TOC HEN GO) tren van ban hanh chinh (lilac thuc hien theo quy dinh tai 
Diem b, Khoan 2, Dieu 15 Thong to so 01/2011/TT-BNV. 

b) Viec (long dau cac dO mat (MAT, TUYET MAT, TOI MAT) va au thu 
hOi &Jac khac san theo quy dinh tai Muc 2, Thong to so 12/2002/TT-BCA ngay 
13/9/2002 htrOng dAn thuc hien Nghi dinh se; 33/2002/ND-CP dm Chinh phi.' quy 
dinh chi tiet thi hanh Phap lenh Bao ve bi mat nha ntrac. 

c) Vi tri 'Jong dau dO khan, dau dO mat va dau pham vi km hanh (TRA LAI 
SAU KHI HQP, XEM XONG TRA LAI, LUU HANH NQI BO) teen van ban 
cluvc thuc hien theo quy dinh tai Diem c, Khoan 2, Dieu 15 Thong to so 
01/2011/TT-BNV. 

Dieu 20. Thu tip phat hanh, chuyen Oat va theo doi vice chuyen phat 
van ban di 
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1. Thu tuc phat hanh van ban 

, Van thu So GDDT, Phong GDDT va ca soygido duc (hoac dan vi soan thao) 
tien hanh cac cong viec sau day khi phat hanh: 

a) L%ra ch9n bi; 

b) Viet bi; 

c) Vao bi va dan bi; 

d) Dong dAu do khan, dAu ky hieu dO mat va &Au khac len bi (ne.0 co). 

2. Chuyen phat van ban di 

a) Nhang van ban da lam day du cac thu tuc hanh chinh phai dugc phat 
hanh ngay trong ngay van ban dO dugc clang ky, cham nhat la trong ngay lam viec 
tiep theo. 

b) Doi vai nhimg van ban "HEN GIGS", "HOA TOC", "KHAN", 
"THIAiNG 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 clang ky vao S6 &Cri 
van ban di btru dien. Khi giao bi van ban, phai yeu cau nhan vien btru dien kiem 
tra, 14/ nhan va clang dau vao so; 

d) Vic chuyen giao trirc tiep van ban cho cac dan vi, ca nhan trong ca 
quan, co so gido dvc,hoac cho cac 	quan, to chirc, ca nhan ben ngoai phai dugc 
ky nhan vao chuyen giao van ban; 

d) Chuyen phat van ban di band may fax, qua m4ng: Trong truomg,hop can 
chuyen phat nhanh, van ban di có the dugc chuyen phat cho nai nhan bang may 
fax hoac chuyen qua mang, trong ngay lam viec phai gui ban chinh d6i vOi nhang 
van ban có gia tri luu trir. 

e) Chuyen phat van ban mat thkrc hien theo quy dinh tai Dieu 10 va Dieu 16 
Nghi dinh so 33/2002/ND-CP ngay 28/3/2002 cua Chinh phu va quy dinh tai 
Khoan 3 Thong to s6' 12/2002/TT-BCA(A11) ngay 13/9/2002 dm BO Cong an. 

3. Theo dal viec chuyen phat van ban di 

a) Cong chirc, vi'en chirc van thu có trach nhiem theo doi viec chuyen phat 
van ban di; 

b) Lap PhiEu girl de theo dOi viec chuyen phat van ban di theo yeu cau cua  
ngtroi 14 van ban. Viec xic dinh nh&ng van ban di can lap Phieu gui do don vi 
hoac ca nhan soan thao van ban de xuat, trinh ngtroi ky quyet dinh; 

,c) DM vgi nhirng van ban di có dong 	"Tai,  lieu thu h6i", phai theo doi, 
thu hoi dung thZri han;, khi nhan 14i, phai kie'm tra, doi chieu 	bao dam van ban 
khong bi thieu ho4c that lac; 

d) Tru&ng hop phat hien van ban bi that IN, khong co ngtred nhan phai bao 
cao ngay Chanh Van phong de xi:r1. 

Dieu 21. Ltru van ban di 
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1. MZSi van ban di phai dugc luu hai ban: ban g6c Itru tai Van thu co quan, 
co so gido duc va 01 ban chinh km trong ho so cong viec. 

‘2. Ban giic km tai Van thu co quan, co gido duc phai dugcgong dau va 
sap xep theo thir to (tang kY. 

3. Viec km giu, bao quan va sir dung ban km van ban di c6 gong &Au chi 
cac mire d6 mat dugc thuc hien theo quy (III-1h hien hanh ve bao ve bi mat nha 

4. Van thu c6 trach nhiem lap s6 theo doi va phuc vu kip thoi yeu cAu sir 
dung ban km tai Van thu theo quy dinh cUa phap luat va quy dinh cu the dm co 
quan, to chirc. 

Mtic 3 
LAP HO SO VA GIAO NOP HO SO, TAI LIEU 

VAO LUU TRU' CO QUAN 

Dieu 22. NOi dung viec 14 he so va yeu cAu del voi he so dugc 14p 

1. N6i dung viec lap h6 so cong viec 

a) Ma h6 so: Can cir vao Danh muc h6 so dm co quan, co so. gido duc va 
thuc to cong viec dugc giao, can b6, cong chirc, vien chirc phai chuan bi bia ho so, 
ghi tieu de ho so len bia ho so.,  Can b6, cong chirc, vien chirc trong qua trinh giai 
quyet cong viec 	minh se tiep tuc dua cac van ban hinh thanh co lien quan vao 
ho so. 

b) Thu thap van ban vao 116 so 

- Can b6, cong chirc, vien chirc co trach nhiem lap h6 so can thu thap dAy du 
cac van ban, giay to va cac to lieu CO lien quan den su viec vao ho so; 

- Cac.  van ban trong h6 so phai dugc sap xep theo mgt trinh to hop ly, di)/ 
theo dac diem khac nhau cua cong viec de 

Bien 
chon each sap xep cho thich hop 

(chi' yeu la theo trinh to the.i gian va di6n Nen ding viec). 

c) Ket thiic va bien muc ho so 

- Khi cong viec giai quyet,xong thi 116 so aing ke't thuc. Can b6, ding chirc, 
vien chirc CO trach ,nhiem lap ho so phai kiem tra, xem xet, bo sung nhQng van 
ban, giay to. con thieu va loai ra van ban trung thira, ban nhap, cac to lieu, sach bao 
khong can de trong ho so; 

DM vai cac h6 so co th&i han bac* quan vinh vien, can b6, cong chirc, vien 
chirc phai Wen muc h6 so dAy du. 

2. Yeu cAu d6i vgi m6i h6 so dugc lap 

a) H6 so &roc lap phai phan anh dung chirc nang,, nhiem vu cua co quan, to  
chirc (neu ro ten co quan, to chirc), don vi hinh thanh ho so; 
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b) Van ban, tai lieu dugc thu thap vao ho sa phai c6 skr lien quan chat the 
vai nhau va phan anh dUng trinh to dien bien dm skr viec hay trinh to giai quyet 
cong viec; 

c) Van ban trong hO sa phai c6 gia tri bao quan ttrcmg dOi &Ong deu. 

Dieu 23. Giao nh4n he so, tai lieu vao Lull tar co' quan, dun vi 

1. Trach nhiem can bO, cong chirc, vien chirc 

a) Can 1)0, cong chirc, vien chirc phai giao nOp hO sa, tai lieu vac) Ltru tat ca 
quan, don vi theo thai han dugc quy dinh tai Khoan 2,Dieu nay. Truang hap can 
gill lai ho so, tai lieu den han Op luu phai thong bac. bang van ban cho Ltru lilt co 
quan, don vi biet va phai dugc sir dong y dm Lanh ciao co quan, don vi nhung thai 
han giii lai khong qua 02 nam; 

, b) Can bO, cong chirc, vien chirc lchi chuyen ding tac, thoi viec, nghi twang 
the dO bao hiem xa hOi phai ban giao ho so, tai lieu cho co quan, don vi hoac cho 
ngtrai Ice nhiem nai minh cong tac, Ichong dugc giir ho so, tai lieu cua co quan, 
don vi lam tai lieu rieng hoac mang sang co quan, don vi Ichac. 

2. Thai han nOp km WO so, tai lieu 

a) Trong thai han 01 nam ice to ngay ding viec ket thuc; 

b) Sou 03 thang Ice tir ngay cong trinh dugc quyet toan dOi vai tai lieu xay 
dung co ban; 

3. Thu tuc giao nhan 

Khi giao Op hO so, tai lieu don vi, can bO, cong chirc, vien chirc phai lap 02 
ban Muc luc ho so, tai lieu nOp luu va 02 ban Bien ban giao nhan tai lieu. Lull trir 
co quan, don vi va ben giao tai lieu moi ben gift moi loaf mot ban. 

Dieu 24. Trach nhiem doi vo'i viec 14p ho so' va giao ni.ip ho so', tai lieu 
vao Liru ft& co.  quan, don vi 

1. Trach nhiem dm ngtrai dimg &au co. quan, don vi 

Hang nam Lanh dao co quan, don vi co trach nhiem chi dao xay dkrng Danh 
muc ho so cua ca quan, don vi minh; chi dao cong tac lap ho sa va giao WO ho so, 
tai lieu vao luu trir &I vori cac don vi thuOc pham vi quan l dm minh. 

2. Trach nhiem cua Chanh Van phong 

a) Tham mtru cho ngtrai,  dimg d'au CO quan, CO sa gido due trong viec chi 
dao, kiem tra, twang dan 14p ho so va giao Op ho so, tai lieu vao luu tit doi vai 
cac don vi truc thuOc; 

b) TO chirc thkrc hien viec lap hO so va giao Op hO so, tai lieu vao luu trir 
tai don vi minh. 

3. Trach nhiem dm can bO, cong chirc, vien chirc 

a) Can bO, ding chirc, vien chirc CO trach nhiem lap hO so cong viec dugc 
phan cong theo doi, giai quyet; 
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b) Giao nqp h6 so, tai lieu dung thoi han va dung this tuc quy dinh. 

4. Trach nhiem cua ding chirc, vien chirc van this, ltru try  

Cong chirc, vien chirc van this, ltru tru c6 trach nhiem huong dAn cac don vi 
va can bO, cong chirc, vier' chirc lap ho so cong viec; giao nOp ho so, tai lieu vao 
Luis trir co quan, don vi theo dung quy dinh cua Nha ntrac. 

Muc 4 
QUAN LV VA Se DUNG CON DAU 

Dieu 25. Quin 1$7 con dAu 

1. Chanh Van phong chiu trach nhiem truck ngtrai dimg (tau co quan, co so 
gido duc viec quan 1Y, sir dung con dau dm co quan, don vi minh. Lanh dao don vi 
chiu trach nhiem truck ngtr&i dimg dau co quan, co s& gido duc viec quan ly va sir 
dung con dau dm don vi. 

2. Cac con dau dm co quan, co se gido duc duqc giao cho cong chtic, vien 
chirc van this quan 1S/ va sir dung. Cong chirc, vien chirc van this duqc giao sir 
dung va bao quan con dau chiu trach nhiem tusk lanh dao don vi viec (wan 1S,  va 
sir dung con dau, co trach nhiem thisc hien nhimg quy dinh sau: 

a) Con &Au phai duqc bao quan tai not lam viec cua cong chirc, vier' chat 
van this. Truong hqp can dua con ,dau ra kh6i co quan, co soy gido duc thi phai 
duqc su,dong 	ngtthi ding dau co quan, co soy gido duc va phai chiu trach 
nhiem ve viec bao quan, sir dung con dau. Con dau phai duqc bao quan an toan 
trong gi& clang nhu ngoai giey lam viec; 

b) Khong,  giao con (IL cho nguei khac khi chtra duc phep bang van ban 
cua ngtrin co tham quyen. 

3. Khi net &Au bi mon hoc bien dang hoc het th&i han 05 (nam) nam theo 
quy dinh, can bO, cong chirc, vier' chirc van this phai bao cao ngithi dung dau co 
quan, co so. gido duc lam this tuc doi con dau. Truiyng hop con dau bi mat, ngtroi 
dirng dau co quan, co s& gido duc phai bao cao co quan cong an, not xay ra mat 
con dau, lap bier' ban. 

4. Khi don vi c6 quyet dinh chia, tach hoc sap nh4p phai nOp con dau cu va 
lam this tuc xin khac con dau mai. 

Dieu 26. Sir dung con d'Au 

1. Can bO, cong chirc, vien chirc van this phai tir tay (tong (IL vao cac van 
ban dm co quan, don vi minh. 

2. Chi &mg dau vao cac van ban khi cac van ban dung hinh thirc, the thirc 
va c6 chic ky cua ngithi CO tham quyen. 

3. 'Chong duqc dong dau trong cac trtramg, hqp sau: Dong ,dau vao giay 
khong co nOi dung, (long dau tnrac khi kY, dOng dau san ten giay trong hoac dong 
dau len cac van ban c6 chic kY cua ngtroi khong c6 tham quyen. 
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Chtrung 3 
CONG TAC LIEU TRU.  

Muc 1 
CONG TAC THU THAP, BO SUNG TAI LIEU 

Dieu 27. Giao nh4n hO 	tai lieu vao Ltru trik co. quan 

Hang nam cong chirc, vien chirc km tar' ca quan Sa GDDT, Phong GDDT, 
ca sa gido duc c6 nh*n vu to chirc thu thap ho sa, tai lieu da den han n6p ltru vac, 
kho ltru tril co quan, cu the: 

1. Lap k6 hoach thu thap h6 so, tai 

s2. Phihop voi cac don vi, can 106, cong ak, vien chdc )(de dinh nh€tng 
loai ho so, tai 1* can n6p luu vac) Ltru tra co quan. 

3. Hul!mg dan cac dart vi, can b6, cong chirc, vien chirc chuan bi 116 so, tai 
lieu va lOp "Muc luc h6 so, tai lieu n6p ltru". 

4. Chuan bi kho va cac phuang tinbao quan de tiep nhan 116 so, tai 

5. T6 chirc tipnhan h6 so, tai lieu, kie'm tra d8i chi6u gitia Muc luc 116 so, 
tai lieu n6p ltru vai thuc to tai lieu va lap Bien ban giao nhan tai 1*. 

Dieu 28. Chinh 15,  tai lieu  

H6 so, tai lieu cua co quan, co sa gido duc phai &roc chinh 1Y hoan chinh va 
bao quan trong kho ltru trtr theo quy dinh. 

1. Nguyen tac chinh lY 

a) Khong phan tan ph8ng ltru tit; 

b) Khi phan loai, lap h6 so (chinh stio hoan thien, phuc h6i hoac lap mai h6 
so), phai ton tong su hinh thanh tai lieu theo trinh to theo doi, giai quyet cong 
viec (khong pha va ho so da lap); 

c) Tai lieu sau khi chinh ly phai phan anh &roc cac hoat d6ng cua co quan, 
co so gido due. 

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

a) Phan loai va lap 116 so hoan chinh; 

b) Xac dinh thOi han bac, quan cho 116 so, tai lieu; 

c) He th8ng hoa h6 so, tai lieu; 

d) Lap cong cu tra ciru: Muc luc 116 sa, co sa da lieu va cac cong Cu tra ciru 
khac phuc vu cho visc quan 1 va tra cim sir dung tai lieu; 

d) Lap danh muc tai lieu h6t gia tri. 

Dieu 29. Xic dinh gia tri tai lieu  

1. B6 phan Van thu, Ltru trur co quan, co sa gido dyc co nhi@r1 vu giup 
Chanh Van ph6ng xay dung Bang thai han bao quan tai lieu trinh lanh dao co 
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quan, co so gido duc ban hanh sau khi coy  kin tham dinh dm co quan c6 tharn 
quyen. 

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

a) Xac dinh,tai lieu can bao quan vinh vien va tai lieu bao quan c6 thoi han 
bang so nam cu the; 

b) Xic dinh tai lieu het gia tri de tieu huy. 

Dieu 30. Hoi dOng xac dinh gia tri tai ligu  

Thuc hien theo quy dinh tai DiL 18 Lu'at luu tar 2011. 

Dieu 31. Huy tai ligu het gia tri 

Thuc hien theo quy dinh tai DiL 28 Luat km trir 2011. 

Dieu 32. Thai han nOp luru hO 	tai lieu vao Liru trfir Lich sir 

Thuc hien theo quy dinh tai DiL 21 luat Um tit 2011. 

Muc 2 
BAO QUAN, TO CHeC sfr DUNG TAI LIEU Lai' TRU' 

Dieu 33. Bao quint tai ligu luu trir 

1. I-16 so, tai lieu chua den han n6p km vao Luu tit co quan, ca soy gido due 
do cac can b6, cong chirc, vier' chirc to bao quan va phai dam bao an toan cho cac 
WO so, tai 

2.1-16 so, tai lieu luu trir den han n6p km phai duot giao n6p vao Luu tit co 
quan, co se( gido due va Cap trung bao quan trong kho km trit co quan, don vi 
minh. Kho km trir phai duvc trang bi day du cac thiet 	phucmg tien can thiet 
theo quy dinh dam bao an toan cho tai 

3. Chanh Van phong c6 trach nhi'em chi dao thuc hien cac quy dinh ve bao 
quan tai lieu km tra: B6 tri kho luu trir theo dung tieu chuan quy dinh; thuc hien 
cac bien phap ph6ng chong chay, no, phong chOng thien tai, phong chong mat cap, 
bao mat d6i veri kho luu trir va tai lieu luu trir; trang bi day du cac thiet bi k5"/ thuat, 
phtrang tien bao quan tai lieu luu trit; duy tri cac the do bao quan phu hap voi 
tong lc* tai lieu km tit. 

Cong chirc, vien chirc van thtr, luu till dm co quan, co so.  gido duc c6 trach 
nhiem: Bo tri, sap xep khoa hoc tai lieu km tit; ho so, tai lieu trong kho de,trong 
h6p (cap), dan nhan ghi day,d6 thong tin theo quy dinh de tien th6ng ke, kiem tra 
va tra ciru; thuong xuyen kiem tra tinh hinh tai lieu c6 trong kho de nam &roc so 
luang, chat luang tai lieu. , 

Dieu 34. Doi tuvng va filet tuc khai thic, sir dung tai lieu  

1. Tat ca can b6, cong chirc, vien chirc trong, ngoai ca quan, co so gido duc 
va moi casnhan deu dtrac khai thac, sir dung tai lieu luu trir vi muc dich cong vu va 
cac nhu cau rieng chinh 
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2. Can b6, cong chirc, vien chirc ngoai ca quan, ca sa giao duc nghien ciru 
tai lieu vi muc dich cong vu phai co giay 	thieu ghi ro muc dich nghien ciru tai 
lieu va phai duc lanh dao ca quan, ca so gido duc hoc Chanh Van phong dung 

3. Ca nhan khai thac sir dung tai lieu vi muc dich rieng phai c6 dan xin sir 
dung tai lieu, chimg minh nhan dan ho4c h6 chieu va phai dtrqc lanh dao ca quan, 
ca sa gido duc hoc Chanh Van phong dungy.  

Dieu 35. Cac hinh thin to chirc sir dyng tai ligu Itru trir 

Thkrc hien theo quy dinh tai Dieu 32 Lu4t Itru trir 2011. 

Dieu 36. Tharn quyen cho phi') khai thic, sir dung tai ligu Itru trir 

Thkrc hien theo cac quy dinh tai Dieu 31 va Dieu 34 Lu4t Itm trir 2011. 

Chuang 4 
DIEU KHOAN THI HANH 

Dieu 37. Khen thtr&ng va xir ly vi phym 

1. Nhiing ca nhan c6 thanh tich trong cong tac van that, km tilt se dtrqc 
tuyen dtrcmg khen thtrang. 

2. Ca nhan, ca quan, dan vi nao vi pham cac quy dinh ve cong tac van dm, 
ltru trir va cac quy dinh khac  phap 1u4t ve cong tac van thu, km trill tuy theo 
tinh chat, mat d6 vi pham se bi xu 1y  hoc bi truy cua trach nhiem theo quy dinh 
phap lu:at (Rieng phan van ban "NV" c6 quy the rieng). 

Dieu 38. To chirc thirc hign  

1. Giao Chanh Van phong htrang dan, theo doi, don d6c, kiem tra thuc hien 
quy che nay. 

2. Quy the nay co hieu Luc tit ngay 14;  Trong qua trinh thirc hien, neu CO 
kho khan, vtrang mac hoc van de phat sinh can sira doi, bo.sung, cac ca quan, ca 
so gido duc phan anh 	thCfi ve Van pilot-1g 	GDDT de tong hqp, bao cao trinh 
Giam doc xem xet, quyet dinh.* 
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