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S6: 02/2020/QD-UBND 	Kon Ray, ngay 21 thong 12 nom 2020 

QUYET DINH 
Ban hanh Quy che ding tie van thin va 	trii 

cua UBND huyen Kon Ray 

UY BAN NHAN DAN HUYtN KON RAY 

Can ca. Luat to chirc chinh quy/en clia phtrang ngay 19/6/2015; Luat sera 
cloi, ,bo sung mot 	clieu cita Luat to chirc Chinh phit va Luat tochirc chinh 
quyen clia phtrang ngay 22/11/2019; 

Can ca. Luat ban hanh van ban quy phgm phap luat ngay 22/6/2015; Ludt 
sera cloi, bo sung mot so diet! cita Luat ban hanh van ban quy phgm phap luat 
ngay 18/6/2020; 

Can cir Ludt Lieu ter' sa 01/2011/QH13 ngay 11/11/2011; 

Can ar Nght clinh cita Chinh phe,t: So 30/2020/ND-CP ngay 05/3/2020 v".e 
cong tac van this; so 99/2016/ND-CP ngay 01/7/2016 ve quart ly va sir dyng con 
crciu, 

Can ca. Thong tit so 07/2010/TT-BCA ngay 05/02/2010 cita BO Gong an 
ve viec quan ly va sec dyng con cat; 

Can cit. Quyet clink ssa 18/2019/QD-UBND ngay 12/11/2019 ceta Oy ban 
nhan clan tinh Kon Turn ye viec ban hanh Quy the tiep nh an, xer ly, phat hanh va 
span 1); van ban dien ter gifia cac ca quan nha mthc, clan vi szr nghiep tren clia 
ban tinh Kon Turn; 

Theo cfe nghi cita Tru.ang Phong N'Oi vu tai 	trinh 140/TTr-PNV ngay 
17/12/2020 va Bao coo therm clinh so 133/BC-TP ngay 16/12/2020 cita Phong 
Tu. phap. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quy6t dinh nay Quy the cong tac van thu va 
km tit cua UBND huyen Kon Ray. 

Dieu 2. Quyet clinh nay có hieu hrc ke tir ngay 30 thong 12 nom 2020 va 
thay the Quyet dinh so 03/2016/QD-UBND ngay 15/7/2016 ye ban hanh Quy 
the cong tac van thu va luu trir teen dia ban huyen Kon Ray. 



TM. 0( BAN NHAN DAN 
CHU TICH 

Vo Van Lining 

Dieu 3. Chanh Van phong HDND&UBND huyen; Truerng Phong Nie vu; 
Thir truang cac co quan, don vi co lien quan va Chu tich UBND cac xa, thi tan 
chiu trach nhim thi hanh Quyet dinh nay./14.14- 

- Nhu DiL 3; 
- Sa MO vp tinh; 
- Chi cpc VT-LT tinh; 
- 	Tu phap tinh (de kiem tra); 
- TT Huyen 
- TT HDND huyen; 
- CT, cac PCT UBND huyen; 
- Cac phong, ban, nganh, doan the huyen; 
- Uy ban nhan dan cac xa, thi tran; 
- Trang thong tin dien tir huyen (dang tai); 
- Ltru: VT, 



UY BAN NHAN DAN CONG HOA xA HOI CHU NGHTA VIVI' NAM 
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QUY CHE 
COng tic van thtr va liru tar elm UBND huy0 Kon Ray 

(Ban hanh kern theo Quyit clinh so 02/2020/QD-UBND ngay 21/12/2020 
cua UBND huyen Kon Ray) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Pham vi va doi ttrcyng dp clung 
1. Pham vi ap dung: Quy the nay ap dung cong tac quan ly va hoat dOng 

van thu, luu tit trong qua trinh quan 15T, chi dao cua UBND huyen va cac co quan 
chuyen mon, clan vi sit nghiep truc thuOc UBND huyen (cac phong chuyen mon, 
cac clan vi sit nghiep thuOc huyen quan 1j; va UBND cac xa, thi tran) sau day g9i 
chung la co,  quan, to chirc. 

2. D6i tugng dieu chinh 
a) Cong tac van thu bao gom cac cong viec ve soan thao, 1c9 ban hanh van 

ban; quan 15T van ban; lap ho sa va nOp luu ho sa, tai lieu vao Ltru tru ca quan; 
quan 15/ va sir dung con dau, thiet bi luu lchoa bi mat trong cong tac van thu. 

b) COng tac luu trir bao g'om cac cong viec v'e boat dOng thu thap, chinh 15T, 
xac dinh gia tri, bao quan, thong Ice, sir dung tai lieu km trit. 

Dieu 2. GUM thich tir net. 
1. Van ban den la tat ca cac loai 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 cluvc 
chuyen qua wing, van ban mat) va dan, thu giri den UBND huyen. 

2. Van ban di la tat ca cac loai van ban, bao g'om van ban quy pham phap luat, 
van ban hanh chinh va van ban chuyen nganh (ke Ca ban sao van ban, van ban not 
van ban dupe chuyen qua mang va van ban mat) do UBND huyen ban hanh. 

3. Ban thao van ban la ban dugc viet hoac danh may hoac tao lap bang 
phuang tien dien tir hinh thanh trong qua trinh soan thao mot van ban ciia ca 
quan, to chirc. 

4. Ban g6c van ban la ban hoan chinh ve not dung, the thirc van ban, dugc 
ngtrei co tham quyen tivc tiep ky tren van ban giay hoac lcST s8 tren van ban dien 

5. Ban chinh van ban giay la ban hoan chinh ve not dung, the thirc van ban, 
dugc tao to ban có chit 1cT true tiep cua ngued có tham quyen. 

6. "Ban sao y" la ban sao day du, chinh xac not dung dm ban g6c hoac ban 
chinh van ban, dugc trinh bay theo the thirc va ky thuat quy dinh. 

7. "Ban sao luc" la ban sao day du, chinh xac not dung cUa ban sao y, dugc 
trinh bay theo the thirc va ky'" thuat quy dinh. 

8. "Ban trich sao" la ban sao chinh xac phan not dung dm ban g6c hoac phan 
nOi dung cila ban chinh van ban can trich sao, dugc trinh bay theo the thirc va ky thu4t 
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quy dinh. 
9. Ht),  so la mot tap tai 	có 	quan 	nhau 	mot vin 	mot skr 

v*, mot doi tugng cu the hoac có dac diem chung, hinh thanh trong qua trinh 
theo doi, giai quyet cong viec thu9c pham vi chirc nang, nhiem vu dm co quan, to 
chirc, ca nhan. 

10. Lip ho so la vi& tap hop, sap x6'p van ban tai lieu hinh thanh trong qua 
trinh theo dOi, giai quyet cong viec cua cac co quan, to chirc, ca nhan thanh ho so 
theo nhfing nguyen tac va phuong phap nhat dinh. 

11. Thu thap tai lieu la qua trinh xac dinh ngu6n tai 	lira ch9n, giao 
nhan tai 	có 	tri 	chuyen vao luu tit co quan, luu trix lich sir. 

12. Chinh ly tai lieu la vic phan loci, xac dinh gia tri, sip x6p, thong ke, lip 
cong cu tra ciru tai lieu hinh thanh trong hoat dOng dm co quan, to chirc, ca nhan. 

13. Xac dinh gia tri tai lieu la vi& danh gia gia tri tai Ru,theo nhfing 
nguyen Vac, phuong phap, tieu chuan theo quy dinh dm co quan co tharn quyen de 
xac dinh nhimg tai lieu co gia tri luu trir, then han bao quan va tai lieu het gia tri. 

	

Dieu 3. Trach nhim quan ly va thtyc hien cong tac van thir, 	trir 
1. Trach nhiem cua Chanh Van phong HDND & UBND huy'n: Chi dio 

thkrc hin dung quy dinh ve cong tac van tin'', luu trir; chi dao visc nghien ciru, 
img dung khoa hgc va cong nghe vao ding tac van this, km tilt. 

2. Trach nhim cua Truong Phong N9i vu: Giup UBND huyn truc ti6p 
quan ly, kiem tra, giam sat vi& thkrc hien ding tic van thu, luu trir tai cac co quan, to 
chirc. Dong thed chin trach nh*li to chirc huorig dan nghip vu ve cong tic van thu, 
lim trir cho cac co quan, to chirc teen dia ban huyn. 

3. Trach nhim cua Thu truang cac co quan, to chirc teen dia ban huyn: 
Trien khai va to chirc thkrc hien cac quy dinh cua Quy the nay va cac quy dinh 
khac ciaa phap luat ye cong tac van thu, luu tru. 

4. Trach nhiem cua moi cong chirc, vien chirc: Trong qua trinh giai quye't 
cong v* lien quan den ding tac van thu, km tri moi cong chirc, vien chirc theo 
chile trach, nhiem vu dugc phan ding phai thkrc hien nghiem cac quy dinh cua 
Quy the nay va cac quy dinh cua phap luat ve cong tac van thu, luu 

Dieu 4. Bao ve bi mat nha ntrov trong cong tic van thy, lull frit 
1. M9i hog d9ng trong cong tac van this, km tri cua UBND huyn phai 

thuy hien theo cac quy dinh cua phap luat hien hanh ve bao NT" bi mat nha nuerc. 
2. Trong thist thi cong vu ding chirc, vien chirc tren dia ban huyn phai chip 

hanh va thuc hien nghiem quy dinh bao v" bi mat nha mroc theo chirc trach, nhiem 
vu dugc giao. 

Chtrang II 
CONG TAC VAN THU' 

IVItic 1 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 5. Hinh thtic va the thtic van ban 
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1. Hinh thirc Van ban, Om cac loai: Van ban hanh chinh; Van ban Quy 
pham phap luAt; Van ban chuyen nganh. 

2. The thirc van ban 
a) Van ban hanh chinh: The thirc va kST thuat trinh bay van ban thvc hi@.t theo 

quy dinh tai Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cia Chinh phit ye cong 
tac van this (theo quy clinh tai Phu ,ltic I ciia Nghi,clinh); van ban hanh chinh bao 
gom cac loai van ban sau: Nghi quyet (ca 	quyet dinh (ca brOt), chi thi, quy che, 
quy dinh, thong cao, thong bao, htrong dan, chuong trinh, ke hoach, phucmg an, de 
an, dg an, bao cao, bien ban, to trinh, hgp dung, cong van, cong die'n, ban ghi nher, 
ban,thod thttan, giay uST quyen, giay 	giay 	giay nghi phep, phieu 
phieu chuyen, phieu bao, thu ding. 

b) Van ban chuyen nganh la van ban hinh thanh trong qua trinh thtrc,  hien 
hoat d9ng chuyen man, nghip vu cua m9t nganh, linh vtrc do nguiyi dimg dau ca 
quan quan 1ST nganh, anh vtrc quy dinh. 

Dieu 6. KS,  thu4t trinh bay van ban 
Ky thuat trinh bay van ban bao 	Kh8 giAy, heti trinh bay, dinh le trang, 

phong chit, ea chit, kieu chit, vi tri trinh bay cac thanh phan the thirc, so trang van 
ban. KST thuAt trinh bay van ban hanh chinh dugc thirc hien theo quy dinh tai Phtt lttc 
I, Viet hoa trong van ban hanh chinh dugc thirc hie‘n theo quy dinh tai Phu ltic II, 
Chu vie't tat ten loai van ban hanh chinh dugc thtrc hien theo quy dinh tai Phtt ltic III 
cua Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cua Chinh phi. 

Dieu 7. Son thao van ban 
1. Can dr chirc nang, nhint vu, quyen han va mtic dich, not dung dm van ban 

can sop thao, Chu tich UBND huye'n (hoa:c ngtroi cluoc thira Lb; quyen) giao cho 
cac co quan, to chirc chiu trach nhim hoc ca nhan chiu trach nhie'm chit tri sop 
thao van ban va cac ca quan, don vi hoc ca nhan khac phoi hgp thgc h*t. 

2. Ca quan, dan vi ho'ac ding chirc dugc giao soan thao van ban có trach 
nhiem thirc hien cac cong vie‘c sau 

a) Xac dinh ten loai, not dung va d9 mat, d8 khan, not nhAn van ban. 
b) Thu thap, xir 1ST thong tin có lien quan. 
c) Sop thao van ban dung hinh thirc, the thirc va ky thuAt trinh bay. 
d) Twang hgp can thik, de xuat voi Lainh dao tham khao y kin cita cac ca 

quan, dan vi ho4c ca than có lien quan; nghien cfru tiep thu y hen de hoan chinh 
ban thao. 

e) Trinh duye't du thao van ban. 
3. Ca than dugc giao nhim vu soan thao van ban chiu trach nhiem truot 

nguiyi dirng dau ca quan, clan vi va tnrerc phap 1u4t ye ban thao van ban trong pham 
vi chirc trach, nhiem vu dugc giao; nguai dimg dau ca quan, don vi sop thao van 
ban phai hem tra va chiu trach nhint truck lath dao UBND huye'n va truck phap 
luat ve not dung van ban do ca quan, dan vi minh tham muu. 

Dieu 8. Duyt diy thao van ban, sira chira, be sung dir thao van ban da 
duyt; Kiem tra van ban trurov khi kS,  ban hanh 
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1. Dv thao van ban; dua du thao van ban vao He th9ng; xin 3",  kien gong 
gop (neu c6); tiep thu va hoan thien du thao, trinh lanh dao ca quan, don vi. 

2. Lanh dap co quan, don vi chu tri sop thao van ban xem xet, cho 3'T kien va 
chiu trach nhiem ve not dung du thao, chuyen du thao den Chanh Van phong 
HDND & UBND huyen. 

3. Chanh Van phong HDND & UBND huyen xem xet, cho 3"/ kien va chit' 
trach nhiem ve the thirc, ky thuat trinh bay van ban (khong sfra va khong chiu 
trach nhiem ve not dung van ban); trinh du thao van ban cho nguoi c6 tham 
quyen 14/ ban hanh van ban (Liinh ciao UBND huyen kY theo thcim quydn phan 
cong nhiem vu). 

, 4. Nguari c6 tham quyen 14T ban hanh van ban (Lanh ciao UBND huyen) neu 
thong nhat du thao van ban do co quan, don vi sop thao thi 14T van ban, chuyen 
Van thu phut hanh. Neu chua thong nhat du thao van ban thi Lanh dao UBND 
huyen nhap 1'6 not dung chi dao (ho'dc tham gia y kien) va chuyen tra van ban lai 
cho Truing co quan, don vi d6 chinh sira, hoan thien lai du thao va trinh ky lai 
theo quy trinh. 

Dieu 9. KS,  van ban 
, 1. Thum quyen 14T van ban thirc hien theo quy dinh cua phop luat va Quy 

the lam viec cila co quan, to chirc. 
2. Quyen han, chirc vv, h9 va ten, chit 14T dm nguoi c6 tham quyen: Chu 

tich UBND huyen 14r tat ca cac van ban do UBND huyen ban hanh. Cac truong 
h9p lc* thay (phai ghi KT), ky thira lenh (phai ghi TL.), ky thira uy quyen (phai 
ghi 	thay mat (phai ghi TM). 

3. DM vii van ban gidy, khi 14/ van ban dung but c6 mvc mau xanh, khong 
dimg cac loai mvc de phai. 

4. DM vii van ban dien tic, nguoi c6 tham quyen thirc hien 14 so. Vi tri, 
hinh anh chir ky so theo quy dinh tai phv lvc I dm Nghi dinh 30/2020/ND-CP 
ngay 05/3/2020 cua Chinh 

Dieu 10. Ban sao van ban 
1. Cac hinh thirc ban sao gOm: Ban sao y, ban sao lvc va ban trich sao. 
2. The thirc ban sao thvc hien theo quy dinh tai Nghi dinh 30/2020/ND-CP 

ngay 05/3/2020 cua Chinh phif ve cong tac van thu. 
3. Viec sao y, sao lvc, trich sao van ban do Chanh Van phong HDND & 

UBND huyen thirc hien theo quy dinh. 
4. Ban sao y, sao lvc, trich sao thirc hien dUng quy dinh tai Dieu 26, Nghi 

dinh so 30/2020/ND-CP, c6 gia tri phap ly nhu ban chinh. 
5. Ban photocopy (có deiu va chic kY) khong thirc hien theo quy dinh tai 

Khoan 1 Dieu nay thi chi c6 gia tri thong tin, tham khao. 
6. Khong ducyc sao, chvp, chuyen phut ra ngoai UBND huyen nhimg y kien 

ghi ben le van ban. Truing hop cac y kien cua lanh dao UBND huyen ghi trong van 
ban can thiet cho viec giao dich, trao doi cong tac phai dugc the che hoa bang van 
ban hanh chinh. 
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7. The thirc va kSi thuat trinh bay ban sao y, sao lvc, trich sao dugc thvc 
hien theo quy dinh tai Pluj luc I cila Nghi dinh 30/2020/ND-CP. 

8. Tharn quyen sao van ban: Time hien theo Dieu 27 Nghi dinh 30/2020/ND-
CP ngay 05/3/2020 dm Chinh phi'. 

Muc 2 
QUAN 1_,Y VAN BAN 

A Dieu 11. Nguyen tac, yeu cau quan 1* 
1. Quanl5T va giai guy& van ban di, den; lap h6 so hien hanh va giao Op 116 

so, tai lieu vao Luu tit co quan theo quy dinh tai Nghi dinh 30/2020/ND-CP ngay 
05/3/2020 dm Chinh Phu ve cong tac van thu va Chi thi 35/CT-TTg ngay 
10/9/2017 oh Thu tuang Chinh phii ve tang cueng cong tac 14116 so va giao Op 
ho so vao Luu tit co quan, Luu trir lich sir. 

2. Van ban di, van ban den thu(3c ngay nao phai dugc (tang V, phat hanh 
ho4c chuyen giao trong ngay, cham nhat la trong ngay lam viec tiep theo. Van ban 
den c6 (long dau chi cac mirc di) khan: "Wm t6c" (ld ca "Hoa t ac" hen gio), 
"Thugng khan" va "Khan" (sau day g9i Chung la van ban khan) phai dugc clang 
V, trinh va chuyen giao ngay sau khi nhan dugc. Van ban khan di phai dugc hoan 
thanh thil tuc phat hanh va chuyen phat ngay sau khi van ban dugc k5f. 

3. Van ban, tai lieu c6 ni5i dung mang bi mat nha nuoc (sau day g9i tat la van 
ban mat) dugc clang V, quan lf theo quy dinh cUa phap luat hien hanh ve bao ve bi 
mat nha nuot. 

Dieu 12. Tiep ni4n, (Tang 14, sols, hoa van ban den 
1. Twang hop tie') nhan van ban den clang ban gidy 
a) Van thu c6 trach nhiem kiem tra s6 luting, tinh trang bi, dau niem phong 

Wu co), not giri; Doi chieu so, 14T hieu ghi ngoal bi vai so, k51 hieu ctia van ban 
trong bi. Twang hop phat hien co sai sot hoc dau hieu bat thtratng, Van thu phai 
bao ngay cho Lanh dao co quan, don vi biet de xu 13',  va thong bao cho noi giri 
van ban. 

b) Tat ca van ban giay den (bao gam ,ca van ban có dau chi clO mat) Van 
thu co quan c6 trach nhiem b6c bi, (long dau "DEN", doi vai van ban giri dich 
danh ca nhan hoc to chirc (loan the trong co quan thi Van thu chuyen den dung 
noi nhan. 

c) Thi,rc hien s6 h6a va dang V van ban den theo quy dinh tai Quyet dinh 
18/2019/QD-UBND n4ay 12/11/2019 cua Uy ban nhan dan tinh Kon Turn ye 
viec ban hanh Quy the tiep nhan, xir 15T, pilaf hanh va quan Vi van ban dien tir 
gifra cac co quan nha !luck, don vi sit nghiep tren dia ban tinh Kon Turn. 

2. Truong hop van ban den la van ban dien tir dugc giri lien thong tir co 
quan khac 

a) Khi nhan dugc van ban den la van ban dien tir, Van thu tiep nhan, clang 
V van ban den theo quy trinh tiep nhan ten he thong va c6 trach nhiem kiem tra 
tinh xac thvc d9 toan yen dm van ban qua chit V so. 
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b) Truang hgp van ban dien tir khong dap img cac quy dinh tai diem a 
khoan nay hoac giri sai nai,  nhan thi Van thu phai chuyen tra lai cho ca quan, to 
chirc gui van ban tren he thong. 

c) Tnrerng hap phat hien c6 sai sot hoac dau hieu bat thuerng thi Van thu ca 
quan bao ngay cho Lanh dao ca quan, don vi biet va thong bao cho nth gui van ban. 

3. Dang 14 van ban din 
a) Viec (tang 14 van ban din phai bao dam day du, r6 rang, chinh xac cac 

thong tin can thiet theo mau so clang 14 van ban den hoac theo thong tin dau vao 
cua du lieu quan 1ST van ban den. Nhting van ban den khong dugc clang ky tai Van 
thu co quan thi don vi, ca nhan khong c6 trach nhiem giai quyet (frit nhiing loci 
van ban den &toy clang kj) rieng theo quy clinh cua phap luat). 

b) S6 den cila van ban dugc lay lien tiep theo thir to va trinh to thoi gian 
tiep nhan van ban trong nam, th6ng nhat glib ban giay va van ban dien dr. 

Dieu 13. Trinh, chuyen giao van ban den tren he thOng 
1.,  Van thu phai thus hien 	nhan van ban din, trinh cho ngued dimg Mu co 

quan, to chat de xin kien phan phoi van ban. Trtrong hgp nhan dugc van ban 
"Khan", "Hoa toe, van thu c6 trach nhiem,  tiep nhan va trinh ngay sau theri diem 
nhan van ban va bao ngay den nguoi dimg dau co quan biet, xi'r 1S,  kip theri. 

, 2. Can dr vao kiin chi dao giai quyet van thu dang 14,  tiep nhan va 
chuyen van ban theo kien chi dao, cap nhat thai han 	quyet van ban va 
chuyen den cac ca quan, dan vi biet, xir 15/. 

3. Viec chuyin giao van ban phai dam bao nhanh ch6ng, dung d6i tugng, 
chinh xac va gift bi mat not dung van ban. Ngueri nhan van ban phai 14 nhan vao 
so chuyen van ban neu la van ban giay. 

* Lieu D6i vai van ban din lien quan din nhieu co quan, don vi hoac ca 
nhan; phai xac dinh r6 co quan, don vi hoac ca nhan chit tri, phoi hop, thai hart 
giai quyet van ban va y kien xu 1S/, not dung giai quyet. 

Dieu 14. Giai quyet va theo doi, dOn doe viec giai quyet van ban den 
1. Sau khi nhan dugc van ban din, cac co quan, don vi, ca nhan c6 trach 

nhiem chi dao, giai quyet,kip tiled theo tiled han yeu cau 	Lanh dao UBND 
huyen; theo tiled han yeu cau dm van ban hoac theo quy dinh cita phap luat. 

2. Truemg hgp van ban din khong c6 yeu cau ve thai han tra loi thi thbi 
han giai quyet dugc thuc hien theo Quy the lam viec ciia co quan, to cht:rc. 

3. Van phong HDND & UBND huyen c6 trach nhiem tong hgp s6 lieu van 
ban den, van ban den da dugc giai quyet, da den han nhung chua dugc giai quyet 
de bao cao UBND huyen. Doi vai van ban den c6 dau "Tai lieu thu hoi", van thu 
c6 trach nhiem theo doi, thu hoi hoac gui tra lai nai gdi theo dung thai han quy 
dinh. 

4. Chanh Van phong HDND & UBND huyen c6 trach nhiem don d6c, bao 
cao Lanh dao UBND huyen ye firth hinh giai quyet, lien d6 va ket qua giai quyet 
van ban den de thong bao cho cac co quan, don vi lien quan. 

Dieu 15. Bang kS7 van ban di 
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1. Van ban di dugc clang nhap ten N thOng quan lY van ban din tir phan 
mem Ioffice. Viec clang kY van ban boo dam day du, chinh xac cac thong tin can 
thiet dm van ban di. 

2. Dang ky van ban 
a) Dang ky van ban bang so: Van thu ca quan clang 14 van ban vao so clang 

14 van ban di. Mau so clang 14 van ban di theo quy dinh tai Phu luc IV dm Nghi 
dinh 30/2020/ND-CP ngay 05/3/2020 cua Chinh 

b) Dang ky van ban bang N thOng: Van ban dugc clang kY bang he thOng 
dugc in ra giay day du cac truong thong tin theo mau SO clang kY van ban di, 
dung so de quan 1Y. 

3. Khong dugc sir dung He th6ng Quan lY van ban din tir (lOffice) de 
quan ly van ban "Mat" va trao doi cac thong tin lien quan den not dung "Mat". 

4. Da lieu trong He thOng Quan lY van ban din tir (I0ffice): Van ban scan 
(quet) tir ban giay da dugc ky va dung dau do; Van ban din tir dugc k 'Y bang chfr 
IcY so se c6 gia tri tuang,ducmg vai ban giay dugc 	va (long dau dO. Van ban 
dugc phep dim len thong Quan lY van ban (10ffice) thkrc hien dung nguyen tac 
cac van ban dugc cung cap ten mpg theo quy dinh. 

5. Van ban di c6 not dung "Mat" dugc thvc hien dang ky the dO mat theo 
quy dinh cua phap lenh Bao ve bi mat Nha mac. 

Dieu 16. Cap so, thoi gian ban hanh van ban 
1. S6 va tiled gian ban hanh van ban dugc lay theo thir to va trinh to thei 

gian ban hanh van ban cila,co.  quan, don vi trong nam (bat clau lien tiep to so 01 
vao ngay 01 thong 01 va ket thitc vao ngay 31 timing 12 hang neim);  So va 
van ban da co quan, don vi la duy nhat trong mot nam, thong nhat giita van ban 
gia'y va van ban d* tir. 

a) V* cap s6 van ban quy pham phap luat: 	loaf van ban quy pham 
phap luat dugc cap thong so rieng. 

b) Viec cap s6 van ban chuyen nganh do ngiroi dirng dau ca quan quan lY 
nganh, linh vuc quy dinh. 

c) Viec cap s6 van ban hanh chinh do nguoi dung dau co quan, don vi quy dinh. 
2. D6i vai van ban gidy, vies cap s6, th6i gian ban hanh dugc thlic hi@lsau 

khi c6 chit kY &la ngu6i c6, tham quyen, cham nhat la ngay lam vi& tiep theo. 
Van ban mat dugc cap 1.1' thong so rieng. 

3. D6i v6i van ban d*1 tir, viec cap so, tiled gian ban hanh dugc thkrc hien 
bang chirc nang cua He thong. 

Dieu 17. Nhan ban, dong clan, ky so ciia co' quan va clan min d(1 
khan, mat 

1. Nhan ban 
a) SO lugng van ban can nhan ban d6 Oat hanh dugc xac dinh teen co soy so 

lugng tai not nhan van ban; neu giri den nhieu not ma trong van ban khong liet Ice 
du danh sach thi don vi sop thao phai c6 phu luc not nhan kern theo d6 luu O. van 
thu. 
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b) Noi nhan phai dugc xac dinh cu the trong van ban tren nguyen tac van 
ban chi girl den co quan, dan vi có chirc nang, tham quyen giai quyet, to chirc 
thuc hien, phoi hop thgc hien, bao cao, giam sat, kiem tra lien quan den not dung 
van ban; khong giai vuot cap, khong gui nhieu ban cho mot doi tuang, khong gui 
den cac doi Wong kink chi de biet, de tham khao. 

c) Gill gin bi mat not dung van ban va thvc hien danh may, nhan ban theo 
dung thoi gian quy dinh. 

d) Viec nhan ban van ban mat phai coy kien cua Lanh dao UBND huyen va 
dugc dux hien theo quy dinh cua Phap lenh Bao ve bi mat nha nuac hien hanh. 

d) Viec dung dau co quan, to chirc va dau chi mix d•) mat, mac di) khan, 
dugc thkrc hien theo quy dinh tai Phu lac I nghi dinh 30/2020/ND-CP ngay 
05/3/2020 oh Chinh 

2. 1(5,  so dm co quan, to chirc d6i vai van ban dien Dugc dux hien theo 
quy dinh tai Phu lac I cilia Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cua Chinh 

3. Dong dau co quan 
a) Dau dung phai ri3 rang, ngay ngan, &mg chieu va dung mac dau mau do 

tuai theo quy dinh. 
b) Khi (long dau len chit ky thi dau phai tram len khoang 1/3 cheilq,  ve phia 

ben trai. 
c) Cac van ban ban hanh kern theo van ban chinh hoac phu lac: DL dugc 

dung len trong dau, tram mot phan ten co quan hoac tieu de Ow lac. 
d) Viec dung dau treo, dau giap lai do nguai dimg dau co quan, don vi quy 

dinh. 
d Daugiap lai dugc &rig vao khoang gift mep phai oh van ban hoac phi 

lac van ban, tram len mot phan cac to giay, moi dau khong qua 05 ter van ban. 
Dieu 18. Thu tuc phat hanh, chuyen Oat va theo doi viec chuyen phat 

van ban di 
1. Thu tuc phat hanh van ban 
Van thu co quan, to chic tin hanh cac cong viec sau day khi phat hanh: 
a) Lua chon bi. 
b) Viet bi. 
c) \Tao bi va dan bi. 
d) Dong dau d() khan, dau 141 hieu do mat va dau khac len bi (niu 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) nhang van ban "I-TN GId", "HOA TOC", "KHAN", 
"THU'ONG KHAN" phai dugc phat hanh ngay sau khi lam day du cac thu tic 
hanh chinh. 
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c) Van ban di dugc chuyen Oat qua buu dien phai dupc clang 1c5f vao So 
giri van ban di buu diem Khi giao bi van ban, phai yeu cdu nhan vien buu dien 
kiem tra, 14/ nhan va dung dau vao 

d) Viec chuyen giao truc tiep van ban cho cac clam vi, ca nhan trong hoc 
cho cac ca quan, don vi, ca nhan ben ngoai phai dugc ky nhan vao so chuyen 
giao van ban. 

d) Chuyen phat van ban di bang may fax, qua mang: Trong truZYng,hap can 
chuyen phat nhanh, van ban di c6 the dugc chuyen phat cho nai nhan bang may 
fax hoc chuyen qua mang, trong ngay lam viec phai giri ban chinh doi vai nhung 
van ban c6 gia tri hzu trir. 

e) Viec phat hanh van ban mat di phai dam bao bi mat nai dung dm van 
ban theo quy dinh cda phap luat ye bao ve bi mat nha furore, dung s6 luting, th6i 
gian va nai nhan. 

f) Van ban da phat hanh nhung c6 sai sot ve nai dung phai dugc sira doi, 
thay the bang van ban c6 hinh thirc tucmg duang. Van ban dal phat hanh nhung c6 
sai sot ye the thirc, ky thuat trinh bay, thii tvc ban hanh phai duct dinh chinh 
bang van ban dm ca quan, to chirc ban hanh van ban. 

3. Theo doi viec chuyen phat van ban di 
a) Van thu c6 trach nhiem theo d'Oi viec chuyen phat van ban di. 
b) Lap phieu gui de theo doi viec chuyen phat van ban di theo yeu cdu cua 

nguoi 1c5f van ban. Viec xac clink nhung van ban di can lap phieu giri do clan vi 
hoc nhan soan thao van ban de xuat, trinh nguoi ky quyet dinh. 

c) D6i voi nhung van ban di có dong,ddu "Tai,  lieu thu fair, phai theo 
thu hoi dung tiled ham,khi nhan lai, phai kiem tra, doi chieu bao dam van ban 
khong bi thieu hoc that lac. 

d) Twang hap phat hien van ban bi thdt lac, khong c6 nguoi nhan phai bao 
coo ngay thtii truong co quan, to chirc de xir 

4. Thu 1.1"•M van ban 
a) D6i vai van ban gidy, truemg hap nhan duac van ban thong bao thuhk 

ben nhan c6 trach nhiem giri lai van ban da nhan. 
b) D6i voi van ban dien tir, tnramg hap nhan &rat van ban thong bao thu 

hoi, ben nhan,  huST 1)6 van ban dien tir bi thu hoi ten he thong, &Ong thoi thong 
bao qua N thong de ben giri biet. 

5. Phat hanh van ban gidy tir van ban dugc14,s6 	ngu&i c6 thdrn quyen: 
Van thu co quan thirc hien in van ban da dugc 147 so dm nguoi c6 tharn quyen ra 
giay, (long dau cua co quan, to chtirc de tao ban chinh van ban giay va phat hanh 
van ban. 

6. Twang hap can phat hanh van,  ban dien tir tir van ban gidy: Van thu ca 
quan thirc hien theo quy dinh tai diem c khoan 1 dieu 25 cua Nghi dinh 
30/2020/ND-CP ngay 05/3/2020 cua Chinh 

Dieu 19. Liru van ban di 
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1. M8i van ban di phai dugc km hai ban: ban g6c luu tai van thu co quan, 
to chirc va 01 ban chinh luu trong ho so cong viec (nai sogn thao van ban). 

2. Ban g6c luu tai van thu co quan, to chirc phai dugc clung dau va sap x6p 
theo thir to 'Tang 14. 

3. Luu van ban dien to 
a) Ban g6c van ban dien tir dirge luu tren he th6ng Ioffice dm co quan. 

Cac co quan, don vi, ca nhan ban hanh van ban (nai sogn thao van ban). 
b) Co quan, to chirc c6 he th6ng dap img theo quy dinh tai Php luc VI dm 

Nghi dinh 30/2020/ND-CP ngay 05/3/2020 dm ,Chinh 	va cac quy dinh cua 
phap luat c6 	quan thi sir dung va km ban goc van ban dien tir ten he th6ng 
thay cho van ban giay. 

c) Co quan, to chirc c6 he th6ng chua dap img theo quy dinh tai Phu luc VI 
cua Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu va cac quy dinh cua 
phap luat c6 lien quan thi Van thu co quan, to chirc tao ban chinh van ban giay theo 
quy dinh tai khoan 5 dieu 8 dm Nghi dinh 30/2020/ND-CP ngdy 05/3/2020 dm 
Chinh phu de luu tai Van thu co quan, to chirc va ho so cong viec. 

4. Viec luu gilt, bao quan va sir dung ban km van ban di co clung dau chi cac 
mire d6 mat dugc thkrc hien theo quy dinh hien hanh ve bao ve bi mat nha nuarc. 

5. Van thu CO trach nhiem lap s6 theo dOi va phuc vu kip thoi yeu eau sir 
dung ban km tai van thu theo quy dinh cua phap luat va quy dinh cu the dm co 
quan, don vi. 

6. Cac van ban chuyen nganh ma khong lay so tai van thu co quan, to chirc 
thi sau khi clung dau van thu c6 trach nhiem theo dOi luu ban chinh. 

Mtic 3 
Li-NP  HO SO VA GIAO NOP HO SO, 

TAI LIEU VAO LU1J TRU' CO QUAN 
Dieu 20. L4p Danh Inv ho so' 
Danh mix h6 so do Lanh dao co quan, to chirc phe duyet, dirge ban hanh vao 

dau narn va giri den the don vi, ca nhan cong chirc de lam can cir lap ho so, mau 
danh muc ho so dugc thuc hien theo quy dinh tai Phu luc V dm Nghi dinh 
30/2020/ND-CP ngay 05/3/2020 cua Chinh 

Dieu 21. NOi dung viec 14p hO so' va yeu cAu dOi v(ri ho so' dugc 14p 
1. You cau 
a) 116 so phan anh dung chirc nang, nhiem vu dm co quan, don vi. 
b) Cac van ban, tai lieu trong m6th6 so phai c6 skr lien quan chat the voi nhau 

va phan anh dimg trinh to dign bien cita skr viec hoac trinh to giai quyk ding viec. 
2) 1\46( h6 so 
a) Ca nhan dugc giao nhiem vu giai quyet cong viec c6 trach nhiem mo ho 

so theo Danh muc h6 so hoac theo ke hoach cong tac. 
b) Cap nhat nhltng thong tin ban du v'e ht) so theo Danh muc 116 so da ban hanh. 
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c) Truang hop cac ha so khong có trong Danh mix ha sa, ca nhan dugc 
giao nhiem vu giai quy'et cong viec to xac dinh cac thong tin: Tieu de ho sa, so va 
1c/ hieu h8 so, thai han bao quan ho sa, nguai lap ho sa va thai gian bat dau. 

3) Thu thap, cap nhat van ban, tai lieu vao ha sa 
a) Ca nhan dugc giao nh*n vu c8 trach nhiem thu thap, cap nhat tat ca van 

ban, tai 	hinh thanh trong qua trinh theo 	giai quyet cong 	vao ho sa da 
bao gom ca tai lieu phim, anh, ghi am (neu co), dam bao su toan vgn, day du 

cua ho sa, tranh bi that lac. 
b) Cac van ban trong ha sa phai dugc sap x6p theo mat trinh to 119.131S/, tily 

theo d4c diem khac nhau cua cong vi& de lira ch9n cach sap xep cho thich h9p 
(chit yeti la theo trinh to theri gian va dien Bien cong vi0c). 

4) Ke't thuc ho sa 
a) H6 sa dirge ket thuc khi cong vic dal giai quy& xong. 
b) Nguai lap ha sa có trach 	Ra soat lai toan 1)8 van ban, tai lieu có 

trong ho sa; loai To khoi ho sa bantriing, ban nhap; xac dinh lai thai han bao 
quan cua ho sa; chinh sira tieu de, s8 va 14,  h*i ho sa cho phu h9p; hoan th*i, 
ket thuc ho sa. 

c) Doi vai ha sa giAy: Ngtrai lap ha' sa thuc h*1 danh sa to dal vai 116 sa 
c8 thai han bao quail tir 05 nam tra len va viet Muc luc van ban doi 	ho sa c8 
thai han bap quan vinh vien; viet chimg to ket thuc doi vai tat ca ho sa. 

d) Doi vai ha sa din ta: Ngtrai Yap ha sa có trach nhirn cap nhat vao He 
thong cac thong tin con thieu. Viec bien mix van ban trong ho sa dugc dux hi*i 
bang chirc nang cua he th8ng. 

Dieu 22. Mop liru hO 	tai lieu vac) Luru triir co.  quan 
1. 1-16 sa, tai lieu n8p luu vao luu tit ca quan phai du thanh ph'an, dung 

thai han va dux hi@ltheo trinh tu, thu tuc quy dinh. 
2. Thai han nap km ho sa, tai lieu 
a) Doi vai ha sa, tai lieu xay dking ca ban: Trong thai han 03 thang ke to 

ngay cong trinh dugc quyet toan. 
b) Doi voi ho sa, tai lieu khac: Trong thai han 01 narn ke tir ngay ding vi& 

ket 
3. Thil tuc n8p km 
a) Doi vai ha sa 	Khi nap km tai lieu phai lap 02 ban "Muc luc ha sa, 

tai lieu nap luu" va 02 ban "Bien ban giao nhan ho sa, tai lieu" theo mau tai Phu 
luc V Nghi dinh 30/2020/ND-CP ngdy 05/3/2020 cua Chinh Phu. Dan vi, ca nhan 
nop luu tai lieu giu moi loci 01 ban. 

b) Doi vai 116 sa 
- Ca nhan dugc giao nhiem vu giai guy& ding v* va lap ha sa thuc hieu 

nop luu ho sa dien tir vao luu trir ca quan teen he thong. 
- Lim tit ca quan có trach nhim ki6m tra, nhan ha,  sa theo danh mix; lien 

ket chinh xac du lieu d;ac 	ho sa; tiep nhan va dua ho sa vao the d8 quan 1y 
ho sa km trir dien tU teen he thong. 



12 

Dieu 23. Trach nhiem dOi 	viec 14p 114 	va giao qop 1113 	tai lieu 
vao Liru tar UBND huyen 

1. Trach nhiem cua ngued dung dau co quan, to chuc: Hang nam nguai 
dimg dau co quan, to chuc trong pliant vi, nhiem vu, quyen han dm mirth c6 trach 
nhiem quan 13% van ban, tai lieu &la co quan, to chirc, chi dao, kiem tra, huong 
dan viec lap ho so va n6p luu ho so, tai lieu vao Luu tru co quan. 

2. Trach nhiem cua Truang phong N6i vu 
a)Tham muu cho Chit tich UBND huyen trong viec chi dao, kie'm tra, 

huong dan lap hO so va giao n6p ho so, tai lieu vao luu tru doi vth cac don vi trtrc 
thu6c huyen. 

b) To chirc thtrc hien viec lap 116 so va giao n6p 116 so, tai lieu vao luu tru 
tai don vi minh. 

3. Trach nhiem cua Thu truang co quan, don vi va ca nhan 
a) Thu truong cac co quan, don vi tnrc thu6c UBND huyen chiu trach 

nhiem tnrac Lanh dao UBND huyen ve viec lap ho so, bao quan va n6p km ho 
so, tai lieu dm co quan, don vi vao Luu tit co quan. 

b) Trong qua trinh theo doi, giai guy& cong viec, moi ca nhan phai lap h6 
so ve cong viec va chiu trach nhiem ve so lugng, thanh phan, not dung tai lieu 
trong ho so; bao dam yeu cau, chat lugng cita ho so theo quy dinh truac khi n6p 
km vao luu tit co quan. 

c) Co quan, don vi va ca nhan co trach nhiem n6p luu nhang 116 so, tai lieu 
dugc xac dinh thai han bao quan tir 05 nam trg len vao luu trit co quan. 

d) Tnreng hgp co quan, don vi va ca nhan co nhu cau giu lai ht) so, tai lieu da 
den han n6p km de pliktc vu cong viec thi phai dugc Lanh dao UBND huyen &Ong ST 
bang van ban va phai lap Danh muc ho so, tai lieu gift lai giri km tit co quan. Thai 
han gift lai ho so, tai lieu cua don vi, ca nhan khong qua 02 nam ke h r ngay den han 
n6p luu. 

d) Can b6, cong chirc, vien chirc va ngtroi lao Ong trong co quan, to chirc 
truck khi nghi huu, thoi viec, chuyen ding tac, di hgc tap dai ngay phai ban giao 
toan 1:16 ho so, tai lieu hinh thanh,  trong qua trinh ding tac cho don vi, Luu tit co 
quan theo quy the dm co quan, to chirc. 

4. Trach nhiem cua cong chirc phti trach luu 	Cong chirc phtt trach luu 
cotrtr  trach nhiem huong clan cac don vi va can b6, cong chirc, vien chirc lap ho 

so ding viec; giao n6p 116 so, tai lieu vao luu trir co quan, to chuc theo dUng quy 
dinh cua Nha nuac. 

Muc 4 
QUAN LY, Se DUNG CON DAU VA THIET BI LIJU KHOA BI MAT 

TRONG CONG TAC VAN THU 

Dieu 24. Quan 1ST con dAu, thiet bi liru khoa bi mat 
1. Nguoi dirng dAu co quan, to chirc c6 trach nhiem giao cho Van thu co 

quan quan VT, sir citing con dau, thiet bi km khoa bi mat dm co quan, to chirc theo 
quy dinh. 
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2. Van thu ca quan có trach nhiem 
, 	a) Bao quan an town, sit dung con dau, thiet bi luu khoa bi mat 	ca quan, 

chirc tai try ca quan. 
b) Chi giao con ddu, thiet bi luu khoa bi mat dm ca quan, to chirc cho nguai 

khac khi dugc phep bang van ban cilangueri có tham quyen. Viec ban giao con dau, 
thiet bi luu khoa bi mat dm ca quan, , chirc phai dugc lap bien ban. 

c) Phai trvc tiep gong dL, 14,  so vao van ban do ca quan, to chit( ban hanh 
va ban sao van ban. 

d) Chi dugc &rig dL, 14T so cua ca quan, to chic vao van ban da có chit 
1c/ cua ngueri có tham quyen va ban sao van ban do ca quan, to chirc trvc tiep 
thgc hien. 

3. Khi net au bi mon ho4c bier' clang, van thu ca quan, to chirc phai bao 
cao ngued dung dau ca quan, to chirc lam thil tvc dOi con dau. Truang hgp con 
dau, thiet bi luu khoa bi mat bi mat, ngueei dimg dau ca quan, to chirc phai bao 
cao ca quan cong an, nai xay ra mat con dau, lap Nen ban. 

Dieu 25. Sir dung con dal', thiet bi l ru khoa bi mat 
1. Sit dung con &du 
a) DL &rig phai ro rang, ngay ngdn, dung chieu va dung diing mac dau 

mau do theo quy dinh. 
b) Khi (lorig ddu len chit 14T, dau (long phai tram len 1/3 chit 14/ ve phia ben trai. 
c) Cac van ban ban hanh kern theo van ban chinh ho4c phv lac: Ddu dugc 

dung len trang dau, tram mot phan ten ca quan ho4c tieu de phi lac. 
d) Viec (long dau treo, dau giap lai, dong dau not ten van ban gidy do ngtthi 

cling dau ca quan, to chirc theo quy dinh. 
d) Ddu giap lai dugc &rig vao khoang gala mep phai dm van ban ho4c phv 

lac van ban, tram len mot phan cac toi giay; m6i dau dung toi da 05 to. van ban. 
2. Sit dung thiet bi luu khoa bi mat 
Thiet bi luu khoa bi mat dm ca quan, to chirc dugc sir citing de 14/ 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. 

3. KhOng dugc &rig dau trong cac tnrong hgp sau: Dong dau vao gidy 
khong có not dung, (long dau truerc khi ky, dong dau san teen &iay trang hoac 
&rig dau len cac van ban có chit 1c/ cda noted khong có tham quyen. 

Chtro'ng III 
CONG TAC 	TRU.  

Muc 1 
CONG TAC THU THAP, BO SUNG TAI LIEU 

Dieu 26. Giao nh4n ho 	tai lieu vao ltru trir quan 
Hang nam cong chirc luu tit ca quan có nhiem vu to chirc thu thap 116' sa, 

tai lieu da den hp n9p luu vao kho 	ca quan, cu the: 
1. Lap Ice hoach thu thap ho sa, tai lieu. 
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2. Phi h9p 	cac don vi, can Ix), cong chirc xac dinh nhang 14 ha so, 
tai lieu can nap luu vao luu trir co quan. 

3. Huong clan cac don vi, can 1)9', cong chirc, vien chirc chuan bi h8 so, tai 
lieu va lap "Mix luc ho so, tai lieu nap luu". 

4. Chuan bi kho va cac phuong tien bao cyan de tip than ha so, tai 
5. To chirc tip nhan ha so, tai lieu, ki6m tra dai chi6u gia Muc luc h8 so, 

tai lieu nap luu voi dux to tai lieu va lap Bien ban giao nhan tai lieu. 
Dieu 27. Chinh 15T tai lieu 
Ha so, tai lieu dm co quan, don vi phai dugc chinh ly hoan chinh va bao 

quan trong kho km tic 
1. Nguyen tac chinh lY 
a) Khong phan tan phong luu 
b) Khi phan loai, lap ha so (chinh sira hoan thien, phvc hai hoac lap mai ha 

so), phai ton trong 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 1Y,  phai phan anh dugc cac hoat dOng dm co quan, 
don vi. 

2. Tai lieu sau khi chinhlY phai dat yeu cau 
a) Phan loai va lap ha so hoan chinh. 
b) Xac dinh thei hart bao quan cho ho so, tai 
c) He thong Ma ha so, tai lieu. 
d) Lap cong cu tra ciru: Mix luc ha so, co.  so du lieu va cac cong cu tra ciru 

Ichac phvc vv cho viec quan ly va tra ciru sir dung tai lieu. 
d) Lap danh mvc tai lieu h& gia tri. 
Dieu 28. Mc dinh gia tri tai lieu 
1. Cong chirc phu trach cong tac luu tit cila co.  quan, don vi CO nhiem vv giup 

lanh dao co quan, don vi xay dung bang tiled han bao quart tai lieu trinh Lanh dao 
UBND huyen ban hanh sau khi coy lci6n tham dinh ciia co quan co than' quy'en. 

2. Viec xac dinh gia tri tai lieu phai dat dugc yeu eau sau 
a) Xac dinh tai lieu can bao quart vinh vin va tai lieu bao quail CO tiled han 

bang so nam cu the. 
b) Xac dinh tai lieu h6t gia tri de tieu 
Dieu 29. 11(ii doing xac dinh gia tri tai lieu 
Thvc hien theo quy dinh tai DiL 18 Luat luu tit s8 01/2011/QH 13 nam 

2011. 
Dieu 30. Huy tai lieu het gia tri 
Thtrc hien theo quy dinh tai DiLl 28 Luat luu trix so 01/2011/QH 13 nam 

2011. 
Dieu 31. Thai h#n n(ip lum he so', tai lieu vac, Ltru tar  lich sir 
Thvc hien theo quy dinh tai DiLt 21 luat Luu trir so 01/2011/QH 13 

nam 2011. 
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Muc 2 

BAO QUAN, TO CHtJV Str DUNG TAI LIEU LU1J TRU' 

Dieu 32. Bao quail tai lieu hru trik 
1. H6 so, tai lieu chua den han n6p luu vao luu trit UBND huyen do cac 

can b6, cong chirc, vien chirc to bao quan va phai dam bao an toan cho cac ho so, 
tai 

2. H6 so, tai lieu luu trir den han n6p luu phai dugc giao n6p vao km trd 
UBND huyen va tap trung bao quan trong kho luu tra UBND huyen. Kho km till 
phai dugc trang bi day du cac thiet bi, phuong tien can thiet theo quy dinh dam bao 
an toan cho tai lieu. 

3. Chanh Van phong HDND & UBND huyen c6 trach nhiem chi dao thvc 
hien cac quy dinh ve bao quan tai lieu luu 	b6 tri kho luu tra theo dung tieu 
chuan quy dinh; th‘rc hien cac bier' phap phong chong chay, no, phong chons 
thien tai, bao mat doi vai kho tau 	va tai lieu hru tra; trang bi day du cac thiet 
bi ky thuat, phucmg tien bao quan tai lieu luu tit; duy tri cac che d6 bao quan phu 
hop vgi tong loai tai lieu hru trd. 

4. Cong chirc phv trach cong tac luu tru cua co quan, don vi c6 trach 
nhiem: bo tri, sap xep khoa h9c tai lieu km tra; ho so, tai,  lieu trong kho de,trong 
h6p (cap), dan nhan ghi 	thong tin theo quy dinh de tien thong ke, kiem tra 
va tra dm; thuong xuyen kiem tra tinh hinh tai lieu co trong kho de nam dugc so 
luting, chat luting tai 

Dieu 33. DOi tuvng va thu tuc khai thic, sir dung tai lieu 
1. Tat ca can b6, cong chirc, vier' chirc trong, ngoai UBND huyen va mgi 

ca nhan thu6c co quan, don vi khac deu dugc khai thac, sir dung tai lieu luu tit vi 
mvc dich cong vu va cac nhu cau rieng chinh clang. 

2. Can b6, cong chirc, vien chirc ngoai UBND huyen nghien ciru tai lieu vi 
mvc dich cong vu phai c6 giay gigi thieu ghi rO mvc dich nghien ciru tai lieu va 
phai dugc lanh dao UBND huyen hoac Chanh Van phong HDND & UBND 
huyen dung y. 

3. Ca nhan khai thac sir dung tai lieu vi mvc dich rieng phai c6 don xin sir 
dung tai lieu, chirng minh thu nhan dan hoac h6 chieu va phai dugc Lanh dao 
UBND huyen hoac Chanh Van phong HDND & UBND huyen (long y. 

Dieu 34. Cac hinh thtic to auk sir dung tai lieu hru frit 
Th-tic hien theo quy dinh tai Dieu 32 Luat luu tru so 01/2011/QH 13 

nam 2011. 
Dieu 35. Tham quyen cho phep khai thic, sir dung tai lieu hru trir 
Thvc hien theo cac quy dinh tai Dieu 31 va Dieu 34 Luat km 	s6 

01/2011/QH 13 nam 2011. 
Dieu 36. Quan 1ST yiec sir dung tai lieu lull tar 
1. Ltru trd co quan, don vi phai c6 N6i quy phong dgc. 
2. N6i quy Phong dgc bao g6m cac not dung crlquy dinh sau: 
a) Th6i gian phvc vu d6c 
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b) Cac gidy toy d(ic gia can xudt trinh khi den khai thac tai 
c) Nhimg vat dung duct va khong dugc mang vao phong doc. 
d) Quy dinh dOc gia phai thuc hien cac thu tvc nghien ciru va khai thac tai 

lieu theo hung dan cua nhan vien phong doe. 
d) D8c gia khong dugc toy sao, chip anh tai lieu, du lieu tren may tinh va 

thong tin trong cong cu tra ciru khi chua ducfc phep. 
e) Ngoai cac quy dinh teen, dOc gia can thuc hien nghiern chinh cac quy 

dinh có lien quan trong N8i quy,ra, vao co quan; Quy dinh ve sir dung tai lieu; 
Quy dinh ve phong chong chay no cua co quan. 

3. Cong chirc phi trach cong tac luu trir cua co quan, don vi phai lap cac 
So nhap, xuat tai lieu, So clang 14/ muc luc h8 so va so dang ky d8c gia cue quan 15T 
tai lieu luu trir va phvc vu khai thac tai lieu. 

Chuang IV 
TO CHtt THUC HItN 

Ditu 37. TO chin thin hien 
Lanh ciao UBND huyen; Chanh Van phong HDND & UBND huyen; 

Tnrang cac co quan chuyen mon,,don vi nghiep thuc UBND huyen, 	tich 
UBND cac xa, thi trap va toan the cong chirc cac co quan, don vi chiu trach thuc 
hien; to chirc thuc hien theo quy the nay. 

Trong qua trinh thuc hien, neu co van cue phat sinh hoac can sira d6i, b6 sung, 
cac co quan, don vi five thuc UBND huyen phan anh bang van ban ve Phong NOi 
vu de tong hop, bao cao lanh ciao UBND huyen xem xet, quyet 	- 

tY BAN NHAN DAN 
CHU TICH 

Vo Van Ltrung 
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