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Can cu Quyet dinh so 42/CP ngdy 24 thang 3 ndm 1962 cua Hoi dong Chink 

phu (nay Id Chink phit) ve viec thank lap Truong Dai hoc Giao thong Van tai;

Can cu Lnat Giao due dai hoc ngdy 18 thang 6 ndm 2012 vd Lucit siia doi, bo 

sung mot so dieu cua Luat Giao due dai hoc ngdy 19 thang 11 ndm 2018;

Can cu Luat Luu tru ngdy 11 thang 11 ndm 2011;

Can cu Nghi dinh so 30/2020/ND-CP ngdy 05 thang 3 ndm 2020 cua Chink phu 

ve cong tdc van thu;

Theo de nghi cua Truong phdng Hanh chink - Tong hop.

QUYET DJNH:

Dieu 1. Ban hanh kem theo Quyet dinh nay “Quy che cong tac van thu" cua 

Truong Dai hoc Giao thong van tai.

Di£u 2. Quydt dinh nay co hieu lire ke tu ngay ky. Nhung quy djnh trong cac van 

ban trubc day trai voi Quy che nay hi bai bo.

Dieu 3. Truong cac don vj: HCTH, TTra-PC. Phan hieu, TT UDCNTT, Ihu 

truong cac don vi thuoc trudng chju trach nhiem thi hanh Quyet djnh nay./.

Noi nh(in:
- Hieu truong, PHT (De bao cao);
- Cac don vj thuoc truong (De thirc hien);
- Luu: HCTH.

PGS-TS Nguyen Ngoc Long



BO GIAO DUG VA DAO TAG CONG HOA XA HOI CHU NGHIA VIET NAM 
TRUONG DAI HOC GTVT Doc lap- Tu* do- Hanh phiic

QUY CHE CONG TAC VAN THU 
CUA TRUONG DAI HOC GIAO THONG VAN TA1

(Ban hanh kem theo Qnyet dinh sd4406 /QD - DHGTVT ngayU- /9~/2020 
cua Hieu truong Truong Dai hoc Giao thong van tdi)

si-<Chirotig I
QUY DINH CHUNG

/

n

' r XDicu 1. Pham vi va doi tuong dieu chinh

1. Quy che nay quy dinh ve cong lac van thir cua Truong Dai hoc GTVT. Cong 

tac van thu duoc quy djnh trong quy che nay bao gom: Soan thao, ky ban hanh van 

ban; quan iy van ban; lap ho so va giao nop ho so, tai lieu vao Luu tru co quan; quan 
ly va su dung con dau; thiet bi luu khoa bi mat trong cong tac van thu.

2. Quy che duoc ap dung thong nhat doi voi cac don vi, to chuc trong toan

Ni

Truong.

Dieu 2. Giai thich tu* ngiT

1. Quy che cong tac van thu cua Truong Dai hoc Giao thong van tai bao gom tat 
ca nhung quy djnh ve boat dong van thu trong qua trinh quan ly, chi dao, dieu hanh 

ciia Nha truong de thuc hien chuc nang, nhiem vu ciia minh.

2. “Van ban" la thong tin thanh van duoc truyen dat bang ngon ngu hoac ky hieu, 
hinh thanh trong boat dong cua cac co quan, to chuc va duoc trinh bay dung the thuc, 
ky thuat theo quy djnh.

3. “Van ban chuyen nganh" la van ban hinh thanh trong qua trinh thuc hien boat 
dong chuyen mon, nghiep vu cua mot nganh. ITnh vuc do ngubi dung dau co quan 

quan ly nganh, ITnh vuc quy dinh.
4. “Van ban hanh chinh" la van ban hinh thanh trong qua trinh chi dao. dieu 

hanh, giai quyet cong vice cua cac co quan, to chuc.

5. ’’Van ban dien tu" la van ban duoi dang thong diep du- lieu duoc tao lap hoac 

dupe so hoa tu van ban giay va trinh bay dung the’thuc, ky thuat. djnh dang theo quy 

djnh.

6. “Van ban di" la tat ca cac loai van ban do co quan. to chuc ban hanh.

7. “Van ban den" la tat ca cac loai van ban do co quan, to chuc nhan dupe tu co 

quan to chuc. ca nhan khac gui den.
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8. ‘'Ban thao van ban" la ban dirge viet hoac danh may hoac tao lap bang phirang 

tien dien tu hinh thanh trong qua trinh scan thao mot van ban cua co quan, to chuc.

9. ‘“Ban goc van ban" la ban hoan chinh ve noi dung, the thuc van ban, dirge 

ngiroi co tham quyen tme tiep ky tren van ban giay hoac ky so tren van ban dien tir.
If f • A AA» A10. "Ban chinh van ban giay" la ban hoan chinh ve noi dung, the thuc van ban. 

dirge tao tir ban co chir ky true tiep ciia ngiroi co tham quyen.

11. ‘'Ban sao y" la ban sao day du, chinh xac noi dung ciia ban goc hoac ban 

chinh van ban, dirge trinh bay theo the thuc va ky thuat quy dinh.

12. “Ban sao luc“ la ban sao day du, chinh xac noi dung cua ban sao y. dirge trinh 

bay theo the thuc va ky thuat quy dinh.

13. "Ban trich sao" la ban sao chinh xac phan noi dung cua ban goc hoac phan 

noi dung ciia ban chinh van ban can trich sao. dugc trinh bay theo the thuc va ky thuat 
quy dinh.

i

14. "Danh muc ho so-" la bang ke co he thong nhung ho so du kien dugc lap 

trong nam ciia co quan, to chuc.
X • X A A A15. "Ho so” la tap hgp cac van ban, tai lieu co lien quan voi nhau ve mot van de, 

mot sir vice, mot doi tugng cu the hoac co dac diem chung, hinh thanh trong qua trinh 

theo doi, giai quyet cong vice thuoc pham vi. chuc nang. nhiem vu cua co quan, to 

chuc, ca nhan.
16. “L4p ho so" la viec tap hgp. sap xep van ban. tai lieu hinh thanh trong qua 

trinh theo doi. giai quyet cong viec ciia co quan. to chuc. ca nhan theo nhung nguyen 

tac va phuong phap nhat dinh.

17. “He th6ng quan ly tai lieu dien tu” la He thong thong tin dugc xay dung voi 
chuc nang chinh de thuc hien viec tin hgc hoa cong tac soan thao, ban hanh van ban; 
quan ly van ban; hap ho so va nop luu ho so, tai lieu vao Luu tru co quan tren moi 
iruong inang (sau day ggi chung la He thong).

18. "Van thu co quan" la bo phan thuc hien mot so nhiem vu cong tac van thu 

ciia co quan, to chuc.

Bieu 3. Nguyen tac, yen can quan ly cong tac van thu

1. Nguyen tac

Cong lac van thu dugc thuc hien thong nhat theo quy dinh ciia phap luat.

2. Yeu cau

a) Van ban ciia Nha truong phai dugc soan thao va ban hanh diing tharn quyen, 
trinh tu. thu tuc, hinh thuc. the thuc va ky thuat trinh bay theo quy djnh ciia phap luat.
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b) Tal ca van ban di, van ban den cua Truong Dai hoc Giao thong van lai phai
•» r

dugc quan ly tap trung tai Van thu Trudng (sau day goi la Van thu) de lam thii tuc tiep 

nhan, dang ky, tru nhung loai van ban dirge dang ky rieng theo quy dinh cua phap luat.

c) Van ban di, van ban den thuoc ngay nao phai dirge dang ky, phat hanh hoac 

chuyen giao trong ngay, chain nhat la trong ngay lam viec tiep theo. Van ban den co 

cac mire do khan: “Hoa toe'’, “Thugng khan“ va “Khan” (sau day goi chung la van ban 

khan) phai dugc dang ky, trinh va chuyen giao ngay sau khi nhan dugc.

d) Van ban phai dugc theo doi, cap nhat trang thai gui, nhan. xu ly.

d) Ngudi dugc giao giai quyet, theo doi cong viec cua ca quan. to chuc co trach 

nhiem lap ho so ve cong viec dugc giao va nop luu ho so. tai lieu vao Luu trir co quan.

e) Con dau, thiet bi luu khoa bi mat cua Trudng phai dugc quan ly, sir dung theo 

quy djnh cua phap luat.

g) He thong phai dap ung cac quy dinh tai Phu luc VI Quy che nay va cac quy 

djnh cua phap luat co lien quan.

Dieu 4. Gia trj phap ly ciia van ban dien tir
1. Van ban dien tu dugc ky so bdi ngudi co tham quyen va ky so cua co quan, to 

chuc theo quy dinh cua phap luat co gia trj phap ly nhu ban goc van ban giay.

2. Chu ky so tren van ban dien tu phai dap ung day dii cac quy djnh cua phap
luat.

Dieu 5. Trach nhiem ciia co’ quan, to chuc, ca nhan doi voi cong tac van thu
1. Trudng Phong Hanh chinh - Tong hgp giup Hieu trudng quan ly. chi dao cong 

tac van thu trong pham vi loan Trudng va true tiep id chuc. thirc hien cac nhiem vu ve 

cong tac van thu tai co quan.

Trudng Phong. Ban, Khoa, Trung tarn, Phan hieu va cac don vj khac thude 

Trudng (sau day goi tat la Thu trudng don vi) chiu trach nhiem quan ly. thuc hien 

cong lac van thu theo dung quy dinh hien hanh ciia Nha nude va ciia Trudng. dung 

chuc nang, tham quyen ciia don vi.

2. Can bd, vien chuc va lao dong hgp dong (sau day goi tat la can bd. vien chuc) 

thude Trudng trong qua trinh giai quyet cong vice dugc giao phai thuc hien nghiem 

tuc Quy che va quy djnh phap luat ve cong tac van thu.

3. Van thu co quan cd nhiem vu

a) Dang ky. thuc hien thu tuc phat hanh, chuyen phat va theo doi viec chuyen 

phai van ban di.

b) Tiep nhan, dang ky van ban den: trinh. chuyen giao van ban den.

c) SSp xdp, bao quan va phuc vu viec tra cuu, sir dung ban luu van ban.
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d) Quan ly So dang ky van ban.

d) Quan ly, su1 dung con dau, thiet bj km khoa bi mat ciia Truong; cac loai con 

dau khac theo quy djnh.

Dieu 6. To chuc van thir tai Truong Dai hoc Giao thong van tai
1. Phong Hanh chinh - Tong hop true tiep thuc hien cong tac van thu tai co

quan.

2. Cac don vj thuoc Truong bo tri bo phan Van thu (sau day goi tat la Van thu
f o \

don vj) va thuc hien cac quy djnh ciia Quy che nay nhung trong pham vi tham quyen, 
chuc nang va co cau, to chuc bo may ciia don vj.

- Cac don vj thuoc Truong co con dau rieng, bo tri bo phan hoac can bo lam 

cong tac van thu chuyen trach phu hop voi co cau to chuc, bo may va bien che ciia 

don vj da dirge Hieu truong phe duyet; lap ho so cong viec, giao nop ho so, tai lieu 

lun tru1 ve luu tru co quan.

- Cac don vj khong co con dau rieng bo tri can bo kiem nhiem lam cong tac van 

thu va lap ho so cong viec, giao nop ho so, tai lieu luu tru theo quy djnh ve luu tru- co 

quan.

Chuong II
SCAN THAO, KY BAN HANH VAN BAN HANH CHINH

Muc 1
THE THirC, KY THUAT TRINH BAY VAN BAN HANH CHINH 

Dieu 7. Cac loai van ban hanh chinh
Van ban hanh chinh do Truong Dai hoc Giao thong van tai ban hanh gom: Quyet 

djnh (ca biet), quy che, quy djnh, hubng dan, chuong trinh, ke hoach, phuong an, de 

an, du an, bao cao, bien ban, to trinh, hop dong, cong van, ban ghi nho, ban cam ket, 
ban thoa thuan, giay chung nhan, giay uy quyen. giay moi, giay gidi thieu, giay nghi 
phep. giay di dubng.

Dieu 8. The thuc van ban
1. Tte thuc van ban la tap hop cac thanh phan cau thanh van ban, bao gom nhung

X r * \ n

thanh phan chinh ap dung doi vdi tat ca cac loai van ban va cac thanh phan bo sung 

trong nhung truong hop cu the hoac doi voi mot so loai van ban nhat djnh.

2. The thuc van ban hanh chinh bao gom cac thanh phan chinh

a) Quoc hieu va Tien ngu.

b) Ten co quan. to chuc ban hanh van ban.

c) So, ky hieu ciia van ban.

d) Dja danh va thbi gian ban hanh van ban.
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d) Ten loai va tn'ch yeu noi dung van ban.

e) Npi dung van ban.

g) Chuc vu, ho ten va chu ky cua ngirdi co tham quyen.

h) Dau? chu ky so cua co quan, to chuc.

i) Noi nhan.

3. Ngoai cac thanh phan quy djnh tai khoan 2 Dieu nay, van ban co the bo sung 

cac thanh phan khac

a) Phu luc.

b) Dau chi do mat, muc do khan, cac chi dan ve pham vi luu hanh.

c) Ky hieu ngudi soan thao van ban va so luong ban phat hanh.
• £ •AO ' • •d) Dja chi co quan, to chuc; thu dien tu; trang thong tin dien tu; so dien thoai;

so Fax.

4. The thuc van ban hanh chinh duoc thuc hien theo quy dinh tai Phu luc I Quy
che nay.

Dieu 9. Ky thuat trinh bay van ban
* ■* f O B X

Ky thuat trinh bay van ban bao gom: Kho giay, kieu trinh bay, djnh le trang. 
phong chu, cd chu, kieu chu, vi tri trinh bay cac thanh phan the thuc, so trang van ban. 
Ky thuat trinh bay van ban hanh chinh duoc thuc hien theo quy dinh tai Phu luc I. Viet 
hoa trong van ban hanh chinh duoc thuc hien theo quy dinh tai Phu luc II. Chu1 viet tat 
ten loai van ban hanh chinh dupe thuc hien theo quy dinh tai Phu luc III.

Muc 2
SOAN THAO, KY BAN HANH VAN BAN HANH CHINH 

Dieu 10. Soan thao van ban
1. Can cu tinh chat, noi dung cua van ban can soan thao, Hieu trudng giao cho 

mot don vj hoac ca nhan chii tri soan thao van ban (sau day goi tat la don vj chu tri 
soan thao).

Cac van ban co su dung tieng nude ngoai phai co ban tieng Viet kem theo, co 

kilm soat cua Phong Hop tac qu6c t4 va NCPT va phai dupe su dong y cua Hieu 

trudng.
2. Don vj hoac ca nhan dupe giao chu tri soan thao van ban thuc hien cac cong 

viec: Xac djnh ten loai, npi dung va dp mat, muc dp khan cua van ban can soan thao;
X e ythu thap, xu ly thong tin cd lien quan; soan thao van ban dung hinh thuc, the thuc va 

ky thuat trinh bay.
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Doi vai van ban dien tu\ ca nhan dugc giao nhiem vli soan thao van ban ngoai 
viec thuc hien cac noi dung neu tren phai chuyen ban thao van ban. tai lieu kem theo 

(neu co) vac He thong va cap nhat cac thong tin can thiet.

3. Truong hop can sua doi, bo sung ban thao van ban. nguoi co tham quyen cho 

y kien vao ban thao van ban hoac tren He thong, chuyen lai ban thao van ban den lanh 

dao don vi chii tri soan thao van ban de chuyen cho ca nhan dugc giao nhiem vu soan 

thao van ban.

4. Ca nhan dugc giao nhiem vu soan thao van ban chju trach nhiem trubc nguoi 
dung dau don vj va trudc phap luat ve ban thao van ban trong pham vi chuc trach, 
nhiem vu dugc giao.

Khi hoan thanh ban thao, Thu truong don vj chii tri soan thao ky nhay vao vj tri
r r r *

ket thuc noi dung van ban sau dau ./.. Doi vdi van ban quan trong phai ky nhay b cuoi 
mbi trang.

Dieu 11. Trinh duyet ban thao van ban; sua chua, bo sung ban thao da
duyet

r

1. Khi trinh duyet ban thao, don vi chu tri soan thao phai co Phieu trinh xu ly 

cong viec. Ho so trinh duyet gom co:

- Phieu trinh xu ly cong viec do Thu truong don vi chu tri soan thao trinh dich 

danh Hieu truong hoac nguoi co tham quyen cao nhat giai quyet cong vice;

Phieu trinh co cac noi dung: can cu de trinh va tom tat noi dung trinh, y kien cua 

cac don vi lien quan neu co (gom ca y kien khac nhau ve van de trinh), y kien de xuat 
cua don vi chu tri soan thao kem theo Du thao van ban trinh duyet (neu co);

- Van ban hanh chinh hoac quy pham phap luat dugc su dung lam can cu trinh.
r f r r y r

- Y kien ciia cac don vi lien quan den van de trinh (neu co).

- Ban tong hgp y kien va giai trinh ve noi dung du thao van ban (neu co).

- Cac ho so, tai lieu khac co lien quan.

2. Ho so trinh duyet dugc chuyen cho Phong Hanh chinh - Tong hgp de kiem tra 

ve the thuc van ban, tham quyen ky, tham muu ve noi dung neu can va ky nhay b cuoi 
dong '‘Noi nhan” trubc khi trinh nguoi co tham quyen ky duyet, ban hanh van ban. Khi 
giao nhan phai vao so de theo doi.

Truong hgp can thiet, Hieu truong yen cau Thu truong don vj chu tri soan thao 

trinh true tibp dd duyet. Van thu co trach nhiem kiem tra the thuc, tham quyen ky van 

ban trubc khi phat hanh van ban.
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3. Ban thao van ban phai dirge ngirdi co tham quyen ky van ban duyet. Truong 

hop can bo sung, sua chua ban thao da dugc duyet, dan vj hoac ca nhan chu tri soan 

thao phai trinh nguai co tham quyen ky van ban xem xet. quyet dinh.

Dieu 12. Kiem tra van ban truoc khi ky ban hanh
1. Thu tru’dng dan vi chu tri soan thao van ban kiem tra va chiu trach nhiem ve 

tinh phap ly, noi dung, the thuc van ban, ky thuat trinh bay van ban, muc do khan, do 

mat, doi tugng nhan van ban va ky nhay truac khi trinh nguai co tham quyen ky duyet, 
ban hanh.

2. Phong Hanh chinh - Tong hap co trach nhiem kiem tra ho so, the thuc, tham 

quyen ky, thu tuc ban hanh truac khi phat hanh theo quy djnh.

3. Truong hop can bo sung, sua chua ban thao da dugc duyet. dan vj chu tri soan 

thao phai trinh lai nguai co tham quyen ky van ban xem xet, quyet djnh va luan thii 
theo quy trinh tai Dieu 12 Quy che nay.

Dieu 13. Tham quyen ky van ban
1. Hieu truong: Ky tat ca cac loai van ban.

2. Pho Hieu truong: Ky van ban thuoc ITnh vuc do Pho hieu truong phu trach va 

van ban dugc Hieu truong uy quyen.

3. Thu truong cac don vi thuoc truong ky nhung van ban thuoc pham vi chuyen 

mon cua don vi minh phu trach va nhung van ban do Hieu truong uy quyen de gui 
den cac don vi khac trong truong.

4. Cac van ban gui den co quan cap tren, co quan ngang Bo va cac co’ quan huu 

quan do Hieu truong hoac Pho hieu truong ky.

Chuong III
QUAN LY VAN BAN 

Muc 1
QUAN LY VAN BAN DI

Dieu 14. Trinh tii quan !y van ban di
1. Cap so, thdi gian ban hanh van ban.

2. Dang ky van ban di.

3. Nhan ban, dong d3u ca quan, to chuc, dau chi do mat, muc do khan, (doi vai 
van ban giay); ky so ciia ca quan, to chuc (doi vai van ban dien tir).

4. Phat hanh va theo doi viec chuyen phat van ban di.

5. Luu van ban di.

Dieu 15. Cap so, thoi gian ban hanh van ban

!i
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1. So va thai gian ban hanh van ban dirge lay theo thir ty va trinh tu thdi gian ban 

hanh van ban cua co quan, to eh ire trong nam (bat dau lien tiep tir so 01 vao ngay 01 

thang 01 va ket thuc vao ngay 31 thang 12 hang nam), so va ky hieu van ban cua Nha 

truwig la duy nhat trong mot nam, thong nhat giu’a van ban giay va van ban dien tu.

2. Van ban di cua Truang duac danh so lien tuc theo he thong so chung. So
cua van ban dirge ghi bang chu so, bat dau tir so 01 vao ngay dau nam va ket thuc

*>
vao ngay 31 thang 12 hang nam. Cu the:

- Ngay, thang, nam cua van ban la ngay, thang, nam van ban dirge ky ban 

hanh va dugc viet bang chu so A Rap; doi vai nhu'ng ngay nho hon 10 va thang 1, 2
r

phai ghi them so 0 a truac;

- Neu van ban co phii luc kem theo thi trong van ban phai co chi dan ve phu 

luc do. Phu luc van ban phai co tieu de; van ban co tu 02 phu luc tro len thi cac phu 

luc phai dugc danh so thir tu bang chu so La Ma tren trang dau tien cua Phu luc, vi 
du: Phu luc II, Phu luc III... ;

Van ban va phu luc gom nhieu trang thi tu trang thir hai trd di dugc danh so 

thu tu bang chu1 s6:, so trang cua phu luc van ban dugc danh rieng, theo tirng phu
luc.

2. Doi vai van ban giay, viec cap so, thdi gian ban hanh dugc thuc hien sau 

l<hi co chu1 ky cua ngudi co tham quyen, cham nhat la trong ngay lam viec tiep 

theo. Van ban mat dugc cap he thong so rieng.

3. Doi vai van ban dien tu, viec cap so, thdi gian ban hanh dugc thuc men 

bang chuc nang cua He thong.

Dieu 16. Dang ky van tan di
1. Viec dang ky van ban bao dam day dii. chinh xac cac thong tin can thiet ciia

van ban di.

2. Dang ky van ban

Van ban dugc dang ky bang so hoac bang He thong.

a) Dang ky van ban bang so

Van thir co quan dang ky van ban vao So dang ky van ban di.

b) Dang ky van ban ban^ He thong

Van ban dugc dang ky b^ng He thdng phai dugc in ra giay day dii cac trudng 

thong tin theo mau So dang ky van ban di, dong so de quan ly.

3. Van ban mat dugc dang ky theo quy dinh ciia phap luat ve bao ve bi mat nha
nuoc.
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Dieu 17. Nhan ban, dong dan, ky so ciia co' quan, to chuc va dan chi do mat,
Amu*c do khan

1. Nhan ban, dong dau cua co quan, to chuc va dau chi do mat, muc do khan doi 
vai van ban giay

a) Van thu chju trach nhiem nhan ban dung so luong tai “Nai nhan” hoac neu gui 
den nhieu noi ma trong van ban khong liet ke du danh sach thi don vi chii tri soan thao 

bo sung phu luc noi nhan kem theo de luu d van thu.

Viec nhan ban van ban mat do Hieu truong quyet djnh.

b) Viec dong dau co quan, to chuc va dau chi do mat, muc do khan, dupe thuc 

hien theo quy djnh tai Phu luc I Quy che nay.

2. Ky so cua co quan, to chuc doi vbi van ban dien tu

Ky so cua co quan duoc thuc hien theo quy djnh tai Phu luc I Quy che nay.

Dieu 18. Phat hanh va theo doi viec chuyen phat van ban di

1. Van ban di phai hoan thanh thu tuc tai Van thu co quan va phat hanh trong 

ngay van ban do duoc ky, chain nhat la trong ngay lam viec tiep theo. Van ban khan 

phai duoc phat hanh va gui ngay sau khi ky van ban.

2. Viec phat hanh van ban mat di phai bao dam bi mat noi dung ciia van ban 

theo quy djnh cua phap luat ve bao ve bi mat nha nude, dung so lugng. thdi gian va 

noi nhan.
3. Van ban da phat hanh nhung cd sai sot ve noi dung phai duoc sua doi. thay 

the bang van ban cd hinh thuc tuang duong. Van ban da phat hanh nhung cd sai sot ve 

the thuc, ky thuat trinh bay, thu tuc ban hanh phai duoc dinh chinh bang edng van ciia 

co quan, to chuc ban hanh van ban.

4. Thu hoi van ban

a) Doi vdi van ban giay, trudng hop nhan duoc van ban thong bao thu hoi. ben 

nhan cd trach nhiem gui lai van ban da nhan.
b) Doi vdi van ban dien tu. trudng hop nhan dupe van ban thong bao thu hoi. 

ben nhan huy bd van ban dien tu bj thu hoi tren He thong, dong thdi thong bao qua He 

thong de ben gui biet.

5. Phat hanh van ban giay tu van ban dupe ky so ciia ngudi cd tham quyen: Van
r v \ '

thu co quan thuc hien in van ban da dupe ky so cua ngudi cd tham quyen ra giay, dong 

dau cua co quan, to chuc de tao ban chinh van ban giay va phat hanh van ban.

6. Trudng hop can phat hanh van ban dien tu tu van ban giay: Van thu co quan 

thuc hien theo quy dinh tai khoan 1 Dieu 26 Quy che nay.
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Dieu 19. Lirii van ban di
1. Luu van ban giay

a) Ban goc van ban dirge luu tai Van thu ca quan va phai dugc dong ddu ngay 

sau khi phat hanh, sap xep theo thu tu dang ky.

b) Ban chinh van ban luu tai ho so cong viec.

2. Luu van ban dien tu

a) Ban goc van ban dien tu phai dugc luu Iren He thong ciia Truong.

b) Van thu co' quan tao ban chinh van ban giay theo quy djnh tai khoan 5 Dieu 

19 Quy che nay de luu tai Van thu co quan va ho so cong viec.

3. Ban luu van ban mat dugc thuc hien theo quy djnh ciia phap luat ve bao ve bi 
mat nha nude.

Muc 2

QUAN LY VAN BAN DEN
Dieu 20. Trinh tu* quan ly van ban den

1. Tiep nhan van ban den.

2. Dang ky van ban den.
*> /

3. Trinh, chuyen giao van ban den.

4. Giai quyet va theo ddi, don doc viec giai quyet van ban den.

Dieu 21. Tiep nhan van ban den
1. Doi vdi van ban giay

a) Van ban den Truong tu bat ky ngudn nao deu phai chuyen den Van thu 

Truong lam thu tuc tiep nhan. dang ky mdi dugc xu ly theo quy djnh.

Nhung bi van ban gui dich danh ca nhan hoac thu tay neu la van ban lien quan 

den cong viec chung cua Truong thi ca nhan nhan van ban co trach nhiem chuyen lai 
cho Van thu co quan de dang ky.

b) Van ban den ngoai gid hanh chinh, vao cac ngay nghi, ngay le, ngay let. Phong 

Bao ve co trach nhiem tiep nhan, cat giu1 an loan va ban giao day dii cho van thu 

Truong vao dau gid sang ngay lam viec tiep theo; doi vdi van ban khan hoac phat hien 

thidu hoac mki bi, tinh trang bi khong nguyen ven hoac van ban dugc chuyen den 

muon hon thdi gian ghi tren bi phai bao cao ngay Truong Phong Hanh chinh - Tong 

hgp de xu ly kjp thdi.
c) Ddi vdi van ban den bang dudng fax hoac mang tin hgc. Van thu kiem tra ve 

so lugng van ban, so trang, noi gui, noi nhan; trudng hgp phat hien cd sai sot phai kjp
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thai thong bao cho noi gii'i van ban hoac bo phan co lien quan. Cac van ban nay dirge 

xu ly theo quy trinh nhu doi vdi van ban chinh.

2. Phan loai so bg, boc bi van ban va dong dau den

a) Van thu co quan kiem tra so lirgng, tinh trang bi, dau niem phong (neu co), noi 
gui; doi chieu so, ky hieu ghi ngoai bi vdi so. ky hieu ciia van ban trong bi. Truong 

hop phat hien co sai sot hoac dau hieu bat thudng, Van thu co quan bao ngay ngudi ed 

trach nhiem giai quyet va thong bao cho noi gui van ban.

b) Nhung bi van ban gui dich danh ca nhan, neu la van ban lien quan den edng 

vice chung cua Trud’ng thi ca nhan nhan van ban cd trach nhiem chuyen lai cho Van 

thu co quan de dang ky.

a) Loai bi van thu khdng dugc bde la cac bi van ban den cd dong dau hieu do 

“Mat”, “Tdi mat”, “Tuyet mat” va dau “Chi ngudi cd ten mdi dugc bde bi” hoac ghi 
dich danh don vj, ca nhan nhan;

b) Loai bi van thu dugc bde gdm tat ca cac loai bi van ban den khac. Khi bde bi
can chu y:

- Cac bi cd dong dau cac do khan can dugc bde trude de giai quyet kjp thdi.

- Khdng lam hu hai hoac de sot van ban trong bi. kiem tra doi chieu van ban vdi 
so. ky hieu ghi tren bi; neu phat hien cd sai sot, nham lan hoac van ban gui den khdng 

dung dia chi phai bao lai hoac gui tra lai co quan gui van ban. Trong trudng hop can 

thidt. van thu lap bien ban, dong thdi bao cao Trudng Phong Hanh chinh - Tong hop 

xu ly.

- Ddi vdi van ban den cd kem theo Phieu gui, phai ddi chieu van ban vdi Phieu 

gui; ky xac nhan. dong dau vao Phieu gui va gui tra cho noi gui.

- Ddi vdi van ban cd dau hda toe hen gid, don thu khieu nai, nhung van ban can
n r dugc kiem tra, xac minh; van ban va thu tu nude ngoai gui den, van ban cd ngay phat

hanh gui each qua xa ngay nhan (tren 30 ngay), tren bi va van ban cd do mat, do khan
hoac sd ky hieu khdng thong nhat giira ngoai bi va trong van ban can giu lai bi va dinh
kem van ban de theo ddi.

2. Ddi vdi van ban dien tu

a) Van thu co quan phai kilm tra tinh xac thuc va toan ven ciia van ban dien tu va
thirc hien tiep nhan tren He thong.

b) Trudng hgp van ban dien tu khdng dap ung cac quy djnh tai diem a khoan nay 

hoac gui sai noi nhan thi co quan, to chuc nhan van ban phai tra lai cho co quan. Id 

chuc gui van ban tren He thong. Trudng hgp phat hien cd sai sot hoac dau hieu bat
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thuang thi Van thir ca quan bao ngay nguai co trach nhiem giai quyet va thong bao 

cho noi gui van ban.

c) Khi nhan dirge van ban. Van thir co trach nhiem thong bao ngay trong ngay 

cho co quan, to chuc giri ve viec da nhan van ban bang chuc nang ciia He thong.

Dieu 22. Dang ky van ban den

1. Viec dang ky van ban den phai bao dam day du, ro rang, chinh xac cac thong 

tin can thiet theo man So dang ky van ban den hoac theo thong tin dau vao ciia dir lieu 

quan ly van ban den. Nhirng van ban den khong duoc dang ky tai Van thir co quan thi 
don vj, ca nhan khong co trach nhiem giai quyet, trir nhung loai van ban den duoc 

dang ky rieng theo quy djnh ciia phap luat.

2. So den ciia van ban duoc lay lien tiep theo thir tir va trinh tu thdi gian tiep nhan 

van ban trong nam, thong nhat giira van ban giay va van ban dien tir.

3. Dang ky van ban

Van ban duoc dang ky bang so hoac bang He thong.

a) Dang ky van ban den bang so

Van thir co quan dang ky van ban vao So dang ky van ban den, Dong dau 

“Den”, ghi so, ngay den, dang ky van ban den va ghi so theo doi.

a) Viec dong dau “Den”, ghi so, ngay den va dang ky van ban den phai duoc thirc 

hien trong ngay lam viec, chain nhat la trong ngay lam viec tiep theo. Rieng van ban 

den co dong cac dau do khan: “Hoa toe” (ke ca “Hoa toe" hen gib), “Thugng khan" va 

“Khan” phai duoc dang ky. trinh va chuyen giao ngay sau khi nhan duoc.

b) Dau “Den” dirge dong ro rang, ngay ngan vao khoang giay trong, duoi so. ky 

hieu (doi voi van ban co ten loai), duoi trich yen noi dung (doi vdi cong van).

b) Dang ky van ban den bang He thong

Van thu co quan tiep nhan van ban va dang ky vao He thong, thuc hien so hoa van ban 

d£n theo quy djnh tai Phu luc I Quy che nay. Van thir co quan cap nhat vao He thong 

cac trubng thong tin dau vao ciia dir lieu quan ly van ban den theo quy djnh tai Phu luc 

VI Quy che nay. Van ban den dugc dang ky vao He thong phai dugc in ra giay day dii 
cac trubng thong tin theo mau So dang ky van ban den, ky nhan va dong so de quan ly.

4. Van ban mat dugc dang ky theo quy djnh ciia phap luat ve bao ve bi mat nha
nubc.

Dbi vbi bi van ban mat. cac bi co ghi “Chi ngubi co ten mbi dugc hoc bi" hoac 

ghi dich danh don vj nhan, van thu dong dau “Den" ngoai bi, ghi so va ngay den. dang 

ky theo cac thong tin ghi ngoai bi va chuyen cho ngubi co ten tren bi.
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Dieu 23. Trinh, chuyen giao van ban den
1. Trinh. chuyen giao van ban giay: Sail khi kiem tra. dang ky vao so tai van thu, 

van ban den phai dirge trinh Hieu trirong hoac Pho Hieu tnrdng ngay trong ngay, cham 

nhat la trong ngay lam viec tiep theo, quy trinh nhir sau:

- Van thu trinh Tmong Phong Hanh chinh - Tong hop hoac Pho TP HCTH de 

phan loai trinh Hieu trirong hoac Pho Hieu truong phu trach ITnh virc de xem xet, 
duyet.

f • • • r • 'Doi vdi don thu khieu nai, to cao nac danh, van thu phai giu nguyen bi dinh kem 

don. thu de trinh Hieu trirong.

- Sau khi co y kien cua Ban Giam hieu. Van thu vao so theo doi, scan van ban va 

gui vao tai khoan van phong dien tu ciia don vi duoc giao xu ly. Cac van ban gap phai 
dirge chuyen ngay den Hieu truong xu ly, dam bao thbi ban ghi trong van ban.

- Nhung y kien ghi ben le van ban hoac trong phieu trinh chi dugc sir dung trong 

npi bo co quan. khong dugc sao chep, chuyen phat ra ngoai co quan dudi bat ky hinh 

thuc nao.

Truong hgp nhirng y kien ghi ben le nay can thiet cho viec giao dich, trao doi 
cong tac hay phat bieu chinh thuc ngoai co quan phai dugc lanh dao Truong hoac 

ngudi co tham quyen cho phep mdi dugc the che bang van ban hanh chinh.

2. Trinh, chuyen giao van ban dien tu tren He thong: Van thu co quan trinh van 

ban dien tu den Ban Giam hieu chi dao giai quyet tren He thong.

Ban Giam hieu ghi y kien chi dao giai quyet van ban den tren He thong va cap 

nhat vao He thong cac thong tin: Don vi hoac ngudi nhan; y kien chi dao, trang thai xu 

ly van ban; thdi han giai quyet; chuyen van ban cho don vj hoac ca nhan dugc giao 

giai quyet. Truong hgp van ban dien tu gui kem van ban giay thi Van thu co quan thuc 

hien trinh van ban dien tu tren He thong va chuyen van ban giay den don vj hoac ca 

nhan dugc ngudi cd tham quyen giao chu tri giai quyet.

Dieu 24. Giai quyet va theo doi, don doc viec giai quyet van ban den

1. Thu truong don vi dugc Ban Giam hieu giao nhiem vu chin trach nhiem chi 
dao giai quyet kip thdi cac van ban den cua don vi va chu dong phoi hop, tham van

r A ay kien cua don vi lien quan neu can.

D6i vdi don, thu khidu nai, to cao phai thuc hien theo dung quy djnh cua Luat 
khieu nai, to cao.

2. Ddi vdi van ban ddn cd dong dku “Tai lieu thu hoi”, van thu cd trach nhiem 

theo doi, thu hdi hoac gui tra lai noi gui theo dung thdi han quy dinh.
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4- Trirong Phong Hanh chinh - Tong hop chiu trach nhiem don doc, quan ly 

tinh hinh giai quyet cac van ban den.

Muc 3

SAO VAN BAN
Dieu 25. Cac hinh thuc ban sao

\ r r

1. Sao y gom: Sao y tir van ban giay sang van ban giay, sao y tu van ban dien tu 

sang van ban giay. sao y tu van ban giay sang van ban dien tu.

a) Sao y tu van ban giay sang van ban giay dugc thuc hien bang viec chup tu 

ban goc hoac ban chinh van ban giay sang giay.

b) Sao y tu van ban dien tu sang van ban giay dugc thuc hien bang viec in tu 

ban goc van ban dien tu ra giay.

c) Sao y tu van ban giay sang van ban dien tu dugc thuc hien bang viec so hoa 

van ban giay va ky so cua co quan.

2. Sao luc

a) Sao luc gom: Sao luc tu van ban giay sang van ban giay, sao luc tu van ban
giay sang van ban dien tu, sao luc tu van ban dien tu sang van ban giay.

b) Sao luc dugc thuc hien bang viec in. chup tu ban sao y.

3. Trich sao
a) Trich sao gom: Trich sao tu van ban giay sang van ban giay. trich sao tu van 

ban gidy sang van ban dien tu. trich sao tu van ban dien tu sang van ban dien tu, trich 

sao tu van ban dien tu sang van ban giay.

b) Ban trich sao dugc thuc hien bang viec tao lap lai day du the thuc, phan noi 
dung van ban can trich sao.

4. Th6 thuc va ky thuat trinh bay ban sao y, sao luc, trich sao dugc thuc hien 

theo quy djnh t ai Phu luc I Quy che nay.

Ban sao chup (ca dau va chu ky cua van ban chinh) khong dugc thuc hien theo
dung the thuc quy djnh tai Dieu nay. chi co gia tri thong tin. tham khao.

Dieu 26. Gia trj phap ly ciia ban sao

Ban sao y, ban sao luc va ban trich sao dugc thuc hien theo dung quy djnh tai 
Nghi djnh 30/2020/ND-CP co gia tri phap ly nhu ban chinh.

Dieu 27. Tham quyen sao van ban
1. Phong Hanh chinh - Tong hop co trach nhiem thuc hien nhiem vu sao van 

ban do Nha trubng ban hanh, van ban do cac co quan, to chuc khac gui den.
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2. Tham quyen ky cac ban sao van ban: Tnrang phong va Pho trirang phong 

Uanh chinh - Tong hop thua lenh Hieu truong ky sao van ban.

2. Viec sao, chup tai lieu, vat chua bi mat nha nuac dugc thuc hien theo quy 

dinh ciia phap luat ve bao ve bi mat nha nuac.

Chuong IV

LAP HO SO VA NOP LUU HO SO, TAI LIEU VAO LOU TRU CO QUAN
Dieu 28. Lap Danh muc ho so1

Danh muc ho so do Hieu truong phe duyet, dugc ban hanh vao dau nam va gui 
cac don vi, ca nhan lien quan lam can cu de lap ho so. Mau Danh muc ho so dugc 

thuchien theo quy dinh tai Phu luc V Quy che nay.

Dieu 29. Lap ho so1

1. Yeu cau

a) Ho so dugc lap phan anh dung chuc nang, nhiem vu ciia don vi.

b) Cac van ban, tai lieu trong mot ho so phai co su lien quan chat che vbi nhau va 

phan anh dung trinh tu dien bien ciia su viec hoac trinh tu giai quyet cong vice.

c) Van ban. tai lieu dugc thu thap vao ho so phai co gia trj bao quan tuong doi

>

dong deu.

2. Mo ho so
a) Can cu vao danh muc ho so va ke hoach cong tac hang nam ciia don vi. can

* > >
bo. vien chuc (sau day ggi la nguoi lap ho so) phai mo ho so ve nhung cong viec dugc 

giao theo doi, giai quyet.

b) Cap nhat nhung thong tin ban dau ve ho so theo Danh muc no so da ban hanh.
> ^

c) Truong hgp cac ho so khong co trong Danh muc ho so. ca nhan dugc giao 

nhiem vu giai quyet cong viec tu xac djnh cac thong tin: Tieu de ho so. so va ky hieu 

ho so, thoi han bao quan ho so, nguoi lap ho so va thbi gian bat dau.

3. Thu thap, cap nhat van ban. tai lieu vao ho so

Sau khi mo ho so, nguoi lap ho so co trach nhiem thu thap. cap nhat tat ca van 

ban. tai lieu hinh thanh trong qua trinh theo doi. giai quyet cong viec vao ho so da mb. 
bao gbm tai lieu phim. anh, ghi am (neu co) bao dam su toan ven. day dii cua ho so. 
tranh bj that lac.

4. Ket thuc hb so

a) Hb so dugc ket thuc khi cong viec da giai quyet xong.

b) Nguoi lap hb so cb trach nhiem: Ra soat lai toan bp van ban. tai lieu eb trong 

hb so: loai ra khbi hb so ban trung, ban nhap; xac dinh lai thbi han bao quan ciia hb so;

16



y r y r x

chi’nh sira tieu de, so va ky hieu ho so cho phu hop; hoan thien, ket thuc ho so.

c) Doi vdi ho so giay: Ngudi lap ho so thuc hien danh so td doi vdi ho so- co thdi 
han bao quan tir 05 nam trd len va viet Muc luc van ban doi vdi hd so co thdi han bao 

quan vlnh vien; viet chung td ket thuc doi vdi tat ca hd so.

d) Ddi vdi hd so dien td: Ngudi lap hd so co trach nhiem cap nhat vao He thong 

cac thong tin con thieu. Viec bien muc van ban trong hd so dirge thuc hien bang chdc 

nang cua He thong.

Dieu 30. Nop Itm hd so, tai lieu vao Luu trfr co1 quan
1. Hd so, tai lieu nop luu vao Luu trd co quan phai du thanh phan, dung thdi han 

va thuc hien theo trinh tu, thii tuc quy djnh.

2. Thdi han ndp luu hd so, tai lieu vao Luu trd co quan

a) Ddi vdi hd so1, tai lieu xay dung co ban: Trong thdi han 03 thang ke td ngay 

edng trinh duoc quyet toan.

b) Ddi vdi hd so. tai lieu khac: Trong thdi han 01 nam ke td ngay edng viec ket
thuc.

d) Truong hop don vi, ca nhan co nhu cau gid lai hd so, tai lieu da den han ndp 

luu dd phuc vu edng viec thi phai duoc Hieu trudng dong y va phai lap Danh muc hd 

so, tai lieu gid lai gui bd phan luu trd. Thdi gian gid lai hd so, tai lieu cua don vi, ca 

nhan khdng qua hai (02) nam. ke td ngay den han ndp luu hd so, tai lieu.

3. Thu tuc ndp luu

a) Ddi vdi hd so giay

Khi ndp luu tai lieu phai lap 02 ban “Muc luc hd so. tai lieu ndp luu" va 02 ban 

“Bien ban giao nhan hd so, tai lieu" theo mau tai Phu luc V Quy che nay. Don vi, ca 

nhan ndp luu tai lieu vao Luu trd co quan gid nidi loai 01 ban.

b) Ddi vdi hd so dien td
Ca nhan duoc giao nhiem vu giai quyet edng viec va lap hd so thuc hien ndp luu 

hd so dien tu vao Luu trd co quan tren He thong.

Luu trd co quan co trach nhiem kiem tra, nhan hd so theo Danh muc; lien ket 
chinh xac dd lieu dac ta vdi hd so; tiep nhan va dua hd so ve che do quan ly hd so luu 

trd dien tu tren He thong.
Dieu 31. Trach nhiem lap ho so va nop luu ho so1, tai lieu vao Luu tru co

quan
1. Hieu trudng chju trach nhiem chi dao. quan ly van ban, tai lieu cua co quan; 

chi dao, kidm tra. hudng dan viec lap hd so va ndp luu hd so, tai lieu vao Luu trd co 

quan.
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2. Trach nhiem cua Trurang phong Hanh chinh - Tong hop:

a) Tham mini cho Hieu tnrong chi dao, kiem tra, huong dan cac don vj, ca nhan 

lap ho so va giao nop ho so, tai lieu vao luu tru co quan.

b) Ban hanh Danh muc ho so va to chuc thirc hien viec lap ho so va nop ho so. 
tai lieu vao Luu tru1 co quan.

3. Trach nhiem ciia don vj va ca nhan Truong

a) Thu truong don vj chju trach nhiem truoc Hieu trudng ve viec lap ho so, bao 

quan quan va nop luu ho so, tai lieu cua don vi vao Luu tru co quan.

b) Trong qua trinh theo doi, giai quyet cong viec, moi ca nhan phai lap ho so ve 

cong viec va chju trach nhiem ve so lupng, thanh phan, noi dung tai lieu trong ho so; 
bao dam yen cau. chat lupng ciia ho so theo quy djnh truoc khi nop luu vao Luu tru co 

quan.

c) Don vj va ca nhan trong co quan, to chuc co trach nhiem nop luu nhung ho so. 
tai lieu dupe xac djnh thdi han bao quan tu 05 nam trd len vao Luu tru1 co quan.

d) Trudng hop don vj hoac ca nhan co nhu can giu lai ho so, tai lieu da den han 

nop luu de phuc vu cong viec thi phai dupe ngudi dung dan co quan, to chuc dong y 

bhng van ban va phai lap Danh muc ho so, tai lieu giu lai gui Luu tru co quan. Thdi 
han giu1 lai ho so, tai lieu cua don vj, ca nhan khdng qua 02 nam ke tu ngay den han 

nop luu.
d) Can bp, vien chuc va ngudi lao dong trong Trudng truoc khi nghi huu, thdi 

viec, chuyen cong tac, di hoc tap dai ngay phai ban giao toan bp ho so, tai lieu hinh 

thanh trong qua trinh cong tac cho don vj va Luu tru1 co quan.

e) Vien chuc lam cong tac van thu co trach nhiem huong dan, don doc can bp,
> >

vien chuc trong co quan lap ho so hien hanh va thu nhan hd so. tai lieu ndp vao luu tru 

co quan; hang nam dd xuat ke hoach thu nhan hd so, tai lieu ndp vao luu tru co quan theo quy 

djnh.

Chuong V

QUAN LY, SU DUNG CON DAU

VA THIET BI LUU KHOA BI MAT TRONG CONG TAC VAN THU 

Didu 32. Quan ly con dau, thiet bj luu khoa bi mat

1. Van thu la ngudi dupe giao quan ly, sir dung con dau. thiet bj luu khoa bi mat 
ciia Trudng theo dung quy djnh. Con dau va thiet bj luu khoa bi mat ciia Trudng phai 
dupe bao quan an toan va su dung tai tru so cua Trudng; trudng hop dac bict can mang 

ddu va thidt bj luu khoa bi mat cua Trudng ra ngoai co quan dd giai quyet cong 

vide phai dupe phep bang van ban ciia Hieu trudng.
con
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2. Van thir ca quan co trach nhiem:

a) Bao quan an loan, sir dung con dau, thiet bj luu khoa bi mat cua Truong tai 
tru so co quan, to chuc.

b) Chi giao con dau, thiet bi luu khoa bi mat ciia co quan, to chuc cho ngudi 
khac khi dugc phep bang van ban ciia ngudi co tham quyen. Viec ban giao con dau, 
thiet bi luu khoa bi mat cua co quan. to chuc phai dugc lap bien ban.

c) Phai true tiep dong dau, ky so vao van ban do Nha trudng ban hanh va ban
sao van ban.

r r *

d) Chi dugc dong dau, ky so cua Trudng vao van ban da co chu ky ciia ngudi 
co tham quyen va ban sao van ban do Trudng true tiep thuc hien, khong dugc dong 

dau khong chi.

3. Ca nhan co trach nhiem tu bao quan an loan thiet bj luu khoa bi mat va khoa
bi mat.

4. Khi don vi ciia trudng (dugc su dung con dau rieng) sap nhap hoac chia 

tach thanh cac don vi mdi hoac giai the thi don vi cu phai lam cac thii tuc giao nop 

con dau theo quy dinh ciia phap luat.

5. Trudng hgp bj mat con dau, Truong phdng Hanh chinh - Tong hop, Thu 

trudng don vj co con dau rieng phai thong bao ngay cho co quan Cong an gan nhat 
va co quan Cong an da cap giay chung nhan dang ky mau dau; dong thdi thong bao 

hiiy con dau bj mat.

Dieu 33. Su’ dung con dau, thiet bi luu khoa bi mat

1. Su dung con dau

a) Dku dong phai rd rang, ngay ngan, dung chieu va dung dung muc dau mau 

do theo quy djnh.
b) Khi dong dau len chu ky, dau dong phai trum len khoang 1/3 chu ky ve phia

ben trai.
c) Cac van ban ban hanh kern theo van ban chinh hoac phu luc: Dau dugc dong 

len trang dau, trum mot phan ten co quan, to chuc hoac tieu de phu luc.

d) Dau giap lai dugc dong vao khoang giua mep phai ciia van ban hoac phu luc 
van ban, trum len mot ph^n cac to giay; moi dau dong toi da 05 to van ban.

2. Su dung thiet bj luu khoa bi mat
Thiet bj luu khoa bi mat cua co quan, to chuc dugc su dung de ky so cac van 

ban dien tu do co quan, to chuc ban hanh va ban sao tu van ban giay sang van ban dien
tu.
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Chuong VI
OIEU KHOAN THI HANH

Dieu 34. Bao ve bi mat Nha niro'c trong cong tac van thy
]. Moi boat dong nghiep vu van thir cua Truong phai thuc hien theo dung quy 

dinh phap luat hien hanh ve bao ve bi mat cua Nha nude va Nha trudng.

2. Thu trudng don vj chju trach nhiem quan ly va su dung van ban cd dp mat: 

tuyet mat, toi mat, mat theo dung quy djnh. Can bo, cong chuc lam cong tac van thu 

cam ket bao ve bi mat co quan. bi mat Nha nude theo dung quy djnh.

Dieu 35. Che dp bao cao thong ke tong hop
1. Phong Hanh chinh-Tdng hop dinh ky hang nam hoac dpt xuat lap bao cao 

thong ke long hop ve cong tac van thu cua Trudng.

2. Thu trudng cac don vi cd trach nhiem gui bao cao thong ke tong hop hang 

nam hoac hoac dpt xuat ve cong tac van thu ciia don vj ve Phong Hanh chinh-Tdng 

hop.

3. Bao cao dinh ky hang nam dupe gui trude ngay 10 thang 01 nam sau hoac bao 

cao dpt xuat gui ve Phong Hanh chinh-Tdng hop de tong hop.

Dieu 36. Bien che va tieu chuan can bp, vien chuc lam cong tac van thu
Vien chuc lam cong tac van thu phai cd dii tieu chuan nghiep vu ciia ngach vien 

chuc van thu theo quy dinh ciia phap luat, toi thieu phai cd trinh dp dao tao tu [rung 

cap van thu, luu tru trd len.
* >

Ngudi dupe giao kiem nhiem lam van thu, luu tru phai dupe bdi duong ve 

chuyen mon, nghiep vu va nhung kien thuc can thiet khac phu hop vdi cong viec.

Dieu 37. Khen thudng, xu ly vi pham va giai quyet khieu nai, to cao ve cong 

tac van thu
1- Khen thudng: Cac don vi, ca nhan cd thanh tich sau day se dupe khen thudng 

theo che dp chung ciia nha nude va Nha trudng:

a) Hoan thanh xuat sac cac nhiem vu ve van thu.

b) Cd sang kien cai tien nang cao hieu qua cong tac van thu: phat hien. giao nop, 

tang nhung tai lieu cd gia tri va tai lieu luu tru dac biet quy hiem.

2. Xu ly vi pham va giai quyet khieu nai, to cao ve cong tac van thu dupe thuc 

hien theo dung cac quy dinh hien hanh ciia Nha nude.
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Dieu 38. To chi'rc thuc hien
1. Trirang Phong Hanh chfnh - Tong hop chju trach nhiem hirang dan, kiem tra, 

don doc vice thuc hien Quy che nay.

2. Thu trudng cac don vj thuc hien cac yeu cau sau: -

a) Pho hien Quy che nay den tung can bo, vien chi'rc de thuc hien.

b) Kien toan va phan cong vien chuc kiem nhiem thuc hien cong tac van thu, luu 

tru ciia don vj; bao quan tai lieu hien hanh dung voi Quy che va Quy dinh cua phap

luat
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