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QUYTRINH 

XU LYVAN BAN DI eVA 
BQNQIVV 

BDNDlVU.	 . . 

I Mi s8: QT-VT-Ol 

. 1.	 Nhfmg nguai co lien quan phai d9C, hieu va thl!C hi?n theo dung n9i dung 

cua quy djnh nay. 

2.	 N9i dung trong quy djnh nay co hi?u hlC nhu Sl! chi &;10 cua Lanh &;10 B9 

3.	 M6i dan vj chi du9'c phdn ph6i duy nha.t 01bim (co dong da.u cua B9 N9i 

v¥), cac bem sao co rna s6 khac v6i bem g6c phai dU9'C IOf[i biJ ngay, tuy?t 

d6i kh6ng du9'c sit d¥ng. 

Phan ph8i 

TT Noi nh~n 

0 Lanh d~o B9 

0 Lanh d~o Van phong 

0 
1 

Cac don vi thu9C, tr\IC thu9C B9 

So~n thao 

~
 
HQ ten: Le Thi Thanh Mai 

Chuc V\l: Chuyen vien 

Xem xet 

~ 
-------.---------_.~. 

H9 ten: Nguy~n Ti~n Thanh 
Chuc V\l: Chanh Van phong 

Phe duy~t 

KT. BD TRUONG 
~~u6NG 

~t. r-~I~c. ~ .,,,;u.:/. . 
. '\ 
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Vi tri sua d6iSTT 

Ten Quy triOO1. 

2. 

3. 

Phful I. M\lC dich 

Ph~n II. Ph~m vi ap 

d\lng 

4. I PhfuI III. Tai li~u 

thamkhao 
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BANG THEO DOl THAY DOl TAl LI~U
 

NQi dung Xem 

xet 

Sua "Quy trinh xu ly c6ng van di cua cac don vi 
thuQc va ttvc thuQc BQ" thanh "Quy triOO xu ly van II 

ban di Clla BQ NQi vv". Theo d6 tit "c<3ng van" 

trong tom bQ quy trinh duqc sua thanh "van ban". 

Bo phfuI 2 Quy trinh xu ly van ban di cua cac dan 

vi ttvc thUQC BQ 

Bo c\lm tir "mQt cach". II 

Thay ph~m vi ap d\lng b~ng "Quy triOO xu ly 
van ban di cua BQ NQi Y\l ap d\lng d6i vai cac 
dan vi thuQc va tf\lC thuQc BQ" 

- Lo~i bo "C6ng van s6 425NTLTNN
NVTWW ngay 18/7/2005 cua C\lc Van thu va 
Luu trfr OOa nuac" (da hSt hi~u h;rc) 

- B6 sung them Thong tu s6 07/2012/TT-BNV 

ngay 22 thang 11 nam 2012 cua BQ NQi V\l v~ 

II huang qmin ly van ban, I~p h6 sa va nQp luu h6 

sa, tai li~u vao Luu tm ca quan; QuySt diOO s6 

1079/QD-BNV ngay 05/1112012 ban hanh Quy 

chS lam vi~c cua BQ N <)i Y\l; QuySt diOO s6 

9211QD-BNV ngay 29/8/2014 v~ vi~c sua d6i, 

b6 sung Quy chS lam vi~c cua B<) N<)i V\l; QuySt 

diOO s6 19/2014/QD-TTg v~ vi~c ap d\lng H~ 
)-, 

,..,," th6ng quan ly ch~t luqng thea Tieu chulln qu6c 
/~ 

II gia TCVN ISO 9001:2008 vao ho~t dQng cua 

cac ca quan, t6 chuc thuQc h~ th6ng haOO chiOO 

OOa nuac; QuYSt diOO s6 394/QD-BNV ngay 

20/5/2015 ban hanh Quy chS cong tac van thu, 

luu trfr cua ca quan BQ. 

5. I DiOO nghia PhfuI IV Bo c\lm tir " bao g6m van ban" 

V N'" d Muc luu d6 va noi dung sua "a" va "b" thaOO6. I Phan. ~ 91 ung I • • 

Ngay ban hanh: (J51/12/26/,';- LAn sua d8i: (92- Trang: -2./14 
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"1" va "2"quy trinh 

7. M\lc 1. LUll d6 B6 sung them 0: Vao, s6 ban giao cho van thu I 

Bo va 0 ky' nhan vao so ban giao... 
B6 tu "cua V\l" sau c\lm tu " ... tu Hinh d<;lo, cacT<;li bu6'c 1 8. 
chuyen vien"; B6 sung them ph~n "khi chuySn 

I h6 sa lam thu t\lC phcit hanh nguai lam cong tac 

t6ng hqp cua don vi vao s6 dS ban giao cho Van 

thu BQ". 

9. T<;li bu6'c 3 B6 sung them nQi dung "Van thu BQ leY nh~n 

vao s6 ban giao cua nguai lam cong tac t6ng hqp 

cua cac don vi" 

Thay th~ "Cong van s6 425NTLTNN-NVTWW10. M\lC ghi s6, leY hi~u 

II cua van ban (t<;li ngay 18/7/2005 cua C\lC Van thu va LUll tni nha 

buac 3) nu6'c" b&ng "Thong tu s6 07/2012/TT-BNV 

ngay 22 thang 11 nam 2012 cua BQ NQi V\l vS 

huang quan ly van ban, l~p h6 sa va nQP luu h6 

sa, tai li~u vao Luu tni ca quan 

B6 sung them tu "nam" sau m\lc "Ghi dia danh, 

ngay, thang van ban 

11. - M\lc ghi dia danh, 

ngay, thang, van ban", sau c\lm diu "Vi~c ghi 

(t<;li bu6'c 3) ngay, thang, van ban", va c\lm cau "...phai duqc 

b6 sung s6, ngay, thang, cua van ban". 

Sua dS m\lc thanh chii' in hoa
 

luu cua quy trinh va
 

12. T<;li ph~n VI. H6 sa 

B6 sung them BiSu m~u s6 ban giao h6 sa phcit 

VII. BiSu m~u hanh van ban di (BM-05NP-Ol) vao ph~n biSu 

mau 

L). ., d A • .Ngay ban hanh: (JJ c;/ 1i! zc:/.r;- an sua 01: C t.. Trang: 5/14 
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I. MucnicH. 
X'-· J' ..."... •• 

Th6ng nh~t vi~c qu:~m ly, kiSm soat van ban di; dam b~lO van ban duQ'c gui 

di nhanh chong, chinh xac, dung dia chi, khong dS xay ra th~t 19-c, m~t mat. 

II. PH~M VI Ap DVNG 

- Quy trinh xu ly van ban di· cua BQ NQi V\l ap d\lng d6i v6i cac dan vi thuQc 
va tf\IC thuQc BQ" 

III. TAl LI~U THAM KHAo 

- Tieu chu~n Vi~t Nam - TCVN ISO 9001: 2008 

- sf> tay ch~t IUQ'Ilg. 

- Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phu 

vS cong mc van thu. 

- Nghi dinh s6 09/201 O/ND-CP ngay 08 thang 02 nam 2010 cua Chinh phu 
sua df>i, bf> sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua 
Chinh phu vS cong tac van thu. 

- Thong tu s6 01l201l/TT-BNV ngay 19 thang 01 nam 2011 cua BQ NQi V\l 

huang d~n the thuc va leY thu~t trinh bay van ban hanh chinh 

- Thong tu s6 25/20111TT-BTP ngay 27/12/2011 cua BQ Tu phap vS thS 

thuc, leY thu~t trinh bay van ban quy ph9-m phap lu~t cua Chinh phu, Thu tuang 

Chinh phu, BQ truOng, Thu truOng co quan ngang BQ va van ban quy ph9-m phap 

lu~t lien tich. 

- QuySt dinh s6 1857/QD-BTP ngay 26/6/2012 cua BQ Tu phap vS vi~c dinh 
chinh Thong tu s6 25/20111TT-BTP ngay 27/]2/2011 cua BQ Tu phap vS the thuc, 

leY thu~t trinh bay van ban quy ph9-ffi phap lu~t cua Chinh phu, Thu tuang Chinh 
phu, BQ truOng, Thil truang co quan ngang BQ va van ban quy ph9-m phap lu~t lien 

tich. 

- Thong bao s6 2090/TB-BNV ngay 05/6/2012 cua BQ NQi V\l thong bao y 

kiSn chi d9-o cila BQ truang vS th\Ic hi~n vi~c kY thua l~nh BQ truOng. 

- Cong van s6 8665/VPCP-HC ngay 06/12/2011 cila Van phong Chinh phil 
.vS vi~c gui file di~n tu, h6 so trinh Chinh phil, Thil tuang Chinh phil. 

Ngay ban hanh: CO J/12( t [/' I) L§n sira dBi: 02 Trang: Lj /14 
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- Thong tu s6 07/2012/TI-BNV ngay 22 thang 11 nam 2012 ella BQ NQi V\l 

v~ huang qmln ly van ban, l~p h6 sa va nQp lUll h6 sa, tai li~u vao LUll trfr ea 
quan. 

- QuySt dinh s6 1079/QD-BNV ngay 05/1112012 ban hanh Quy ehS lam 

vi~e eua BQ NQi V\l. 

- QuySt dinh s6 9211QD-BNV ngay 29/8/20 14 v~ vi~e sua d6i, b6 sung Quy 

ehS lam vi~c eua BQ NQi V\l. 

- QuySt dinh s6 394/QD-BNV ngay 20/5/2015 ban hanh Quy ehS eong me 

van thu, luu tn! eua ea quan BQ. 

IV. CHIT VIET TAT - DINH NGHiA 

1. Chii' vi~t t~t
 

- HCVTLT: Phong Hanh ehinh - Van thu - Luu trii
 

- CV : Cong van
 

- VB : Van ban
 

- QT : Quy trinh 

2. Djnh nghia 

Van ban di la t~t ea cae lo~i van ban quy ph~m phap lu~t, van ban hanh 

ehinh va van ban ehuyen nganh, kS ea bim sao van ban, van ban luu ehuySn nQi bQ 
va van ban M~t, do BQ phat hanh. 

V. NQI DUNG QUY TRINH 

1. LUll dB: 

Ngay ban hanh: C9!t 2/2 t/ <) L§n sua d8i: () ~ Trang: ,014 

~ 



Quy trinh xii If van ban di ella Bf) Nf)i Vl,l Ma s6: QT-VT-Ol 

Trach nhi~m 

Ngl10i lam e6ng tac 
t6ng hqp cua dan vi 

Ngl10i lam c6ng tac 
t6ng hgp eua d<JI1 vi 

Lanh d<;lo B¢ 

NQi dung cong vi~c 

TiepnMn VB 

~ ~~~ tra th,e thuc~ --"1 Tra l<).i
~.~ ,","ban I 

TLlH6 sa/BM 

Buac 1 

Buocl 

Ngl10i lam e6ng tac 
t6ng hqp eua dan 
v!lchuyen vien 

PhOng HCV1LT 

Phong HCV1LT 

Vao s6 ban giao 
eho van thl1 b(> 

Ky nh~n 

vao s6 ban giao 

Khong d~t 

----------- ..... 

Buck 1 
Tham chiEu QT 

trlnh ky VB 

Buck 2 

Buoc 3 II 

s6 CV di (Phong I 

HCV1LT) I 

Phong HCV1LT 

Phong HCV1LT 

Phong HCV1LT 

Ngl10i lam e6ng tac 
t6ng hgp eua dan 

v!lehuyen vien 

Phong HCV'lLT 

Phong HCV1LT; dan v~ 

Dang ky van ban di 
bAng may vi tinh 

Gm file (vOi VB gm 
VPCP) 

Photo, in an 

Tich 56, dong dau 

~ 

I Phat hanh VB I 
+ 

~ ~ 
Chuy~n ban lUll sap xep, lUll h6 sa 

I cho dan vi t~i Phong VT 

Buoc3 
s6 CV di ciia dan 

vj 

Buoc4 

Buac 4 

Buoc5 

Buoc6 

Buoc 7,8 
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2. NQi dung: 

BU'O'c 1: T~i cae don vi thuQe va tl1;1'e thuQe BQ 

NguO'i lam eong tae t6ng hqp co nhi~m V\l ti@p nh?n van ban di eua don vi 

mlnh til lanh d~o va cae ehuyen vien. Khi ti@p nh?n van ban, nguO'i lam eong tae 

t6ng hqp co traeh nhi~m ki@m tra th@ thue, ky thu?t trlnh bay, th~m quySn kY van 

ban thea quy dinh hi~n hanh va cae quy dinh eua BQ. Van ban dam bao dung yeu 
e~u m6'i duqe ehuy@n d@ lam cae thu t\le ti@p theo. 

- D6i v6'i van ban thuQe th~m quySn kY eua Lanh d~o BQ 

+ Lanh d~o cae don vi phai kY nhay vao eu6i nQi dung eua van ban va ehiu 
traeh nhi~m vS nQi dung eua van ban do. Sau khi da ki@m tra xong van ban, nguO'i 

lam eong tae t6ng hqp ehuy@n van ban trlnh Lanh d~o BQ kY eho Phong T6ng hqp 

thuQe Van phong BQ(tham ehi@u quy trlnh trlnh kY van ban eua BQ). 

- D6i v6'i nhfing van ban thuQe th~m quySn kY eua don vi 

+ Sau khi da ki@m tra xong van ban, nguO'i lam eong tae t6ng hqp ehuy@n 

van ban eho Phong T6ng hqp thuQe Van phong BQ trlnh Lanh d~o BQ d@ xin y 
ki@n vS nQi dung van ban va th~m quySn kY van ban. 

Khi van ban da duqe nguO'i co th~m quySn kY ban hanh, nguO'i lam eong tae 

t6ng hqp eua don vi lam thu t\le phat hanh aPhong HCVTLT. Khi ehuy@n h6 so 
lam thu t\le phat hanh nguO'i lam eong tae t6ng hqp eua don vi vao s6 d@ ban giao 

eho Van thu BQ (BM-05NP-0 1). T~t ea van ban, gi~y to' do co quan giri ra ngoai 

phai dang leY va lam thu t\le gui di aPhong HCVTLT. 

BlfO'C 2: Ki~m tra van ban d~ phat himh 

Tru6'e khi lam thu t\le phat hanh, Phong HCVTLT co traeh nhi~m ki@m tra 

th@ thue va kY thu?t trlnh bay van ban thea Thong tu s6 Ol/2011/TT-BNV ngay 19 

thang 01 nam 2011 eua BQ NQi V\l huang d~n th@ thue va ky thu?t trlnh bay van 

ban hanh ehi~ Thong tu s6 25/201l/TT-BTP ngay 27/12/2011 eua BQ Tu phap 

vS th@ thue, kY thu?t trlnh bay van ban quy ph~m phap lu?t eua Chinh phu, Thu 

tuang Chinh phu, BQ truang, Thu truang co quan ngang BQ va van ban quy ph~ 

phap lu?t lien tieh, Quy@t dinh s6 1857/QD-BTP ngay 26/6/2012 eua BQ Tu phap 

vS vi~e dinh ehinh Thong tu s6 25/201l/TT-BTP ngay 27/12/2011 eua BQ Tu 

phap vS th@ thue, kY thu?t trlnh bay van ban quy ph~m phap lu?t eua Chinh phu, 

Thu tu6ng Chinh phu, BQ truang, Thu truang co quan ngang BQ va van ban quy 

L " ., d;{'Ngay ban hanh: 6"J!r'll ZJ' I 5- an Slfa 01: () L Trang: 7/14 
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phlil.m phap lu~t lien tieh va th~m quySn ban haOO van ban thea cae quy diOO hi~n 

hanh. 

D6i v6'i OOUng van ban trinh bay khong dung quy diOO tlil.i Thong tu s6 

0l/201l/TT-BNV, Thong tu s6 25/201l/TT-BTP va QuySt diOO s6 1857/QD-BTP, 

Phong HCVTLT tra llil.i eho nguai lam eong tae t6ng hQ'P eua dan vi dS ehiOO sua 

thea dung quy dinh (th\le hi~n llil.i tu bu6'e 1). 

BtrO'c 3: Dang ky van ban di 

D6i v6'i nhUng van ban da: dam bao trinh bay thS thue dung v6'i quy dinh, 

Van thu B9 IcY OO~n vao s6 ban giao eua nguai lam eong me t6ng hQ'P eua cae dan 

vi, th\le hi~n vao s6 dang leY van ban di (bAng may vi tiOO), (BM-01NP-01). C\l 

thS: 

- Ghi s6, IcY hi~u eua van ban 

T~t ea van ban di eua co quan, trir truemg hQ'P phap lu~t co quy diOO khae, 
dSu dUQ'e danh s6 thea h~ th6ng s6 chung eua co quan do van thu th6ng nh~t quan 

lY· 
Vi~e daOO s6 eua van ban di dUQ'e th\le hi~n thea quy dinh tlil.i DiSu 8, 

Chuang II eua Thong tu s6 01/20] l/TT-BNV ngay 19 thang 01 nam 2011 eua B9 

N9i V\l huang dftn vS thS thue va ley thu~t trinh bay van ban hanh ehinh; DiSu 7, 
M\le 1, Chuang II eua Thong tu s6 25/201l/TT-BTP ngay 27/12/2011 eua B9 Tu 

phap vS thS thue, ky thu~t trinh bay van ban quy phlil.m phap lu~t eua ChiOO phu, 

Thu tuang Chinh phu, B9 truOng, Thu tWOng co quan ngang B9 va van ban quy 

phlil.m phap lu~t lien tieh; Thong tu s6 07/2012/TT-BNV ngay 22 thang 11 nam 

2012 eua B9 N9i V\l vS huang quan ly van ban, l~p h6 so va n9P lUll h6 so, tai li~u 
vao LUll trfr co quan. 

- Ghi dia daOO, ngay, thang, nam van ban. 

Vi~e ghi ngay, thang, nam van ban dUQ'e th\le hi~n thea quy diOO tlil.i DiSu 9, 

Chuang II eua Thong tu s6 0l/201l/TT-BNV ngay 19 thang 01 nam 2011 eua B9 

N9i V\l huang dftn vS thS thue va ley thu~t trinh bay van ban haOO ehinh va DiSu 8, 

M\le 1, Chuang II eua Thong tu s6 25/201l/TT-BTP ngay 27/12/2011 eua B9 Tu 

phap vS thS thue, ley thu~t triOO bay van ban quy phlil.m phap lu~t eua ChiOO phu, 

Thu tuang ChiOO phu, B9 truOng, Thu twang co quan ngang B9 va van ban quy 

phlil.m phap lu~t lien tieh. 

L). d AO 
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- D6i vai Van bi'm trinh Chinh phu, Thil tuOng Chinh phil: Sau khi l~y s6 
phat h~mh van bi'm, ngmli vi~c chuySn cong van thea duemg buu di~n, Van phong 

Chinh phu yeu c~u gui kern thea file di~n tu, vi v~y, nguai lam cong tac t6ng 

hQ1)/chuyen vien dan vi co trach nhi~m chuySn toan bQ file di~n tu cua h6 SO' trinh 

Chinh phil, Thil tu6ng CP cho Phong Hanh chinh - Van thu - Luu tm dS Phong 

lam thil t\lc chuySn d~n Van phong Chinh phil. Phong Hanh chinh - Van thu 

LUll tm se khong g&i cong van thea duemg buu di~n n~u Phong chua nh~n duQ'c 

file di~n tu tu dan vi gui d~n. Thai h~ gui file di~n tu: de nghicac dan vi gui file 

di~n tu cho Phong Hanh chinh - Van thu - Luu tn! ngay sau khi l~y s6 van ban. 

File di~n tu duQ'c gui xu6ng Phong Hanh chinh - Van thu - Luu tm phai duQ'c b6 

sung s6, ngay, thang, nam eila van ban. 

BU'o'c 4. Photo, in §n van ban. 

Ngay sau khi da dang ky vao s6 van ban di, Phong HCVTLT co trach nhi~m 

thong bao cho dan vi co van ban nh~n l~i van ban dS photo. Vi~c photo van ban 

phai ti~n hanh ngay trong ngay, ch~m nh~t la trong ngay lam vi~c ti~p theo. Truac 
khi him thil t\lc photo nguai him cong tac t6ng hQ1) dang ky vao s6 cong van di cila 

dan vi (BM-OINP-Ol).Van ban photo, in ~n phai dung vai 86 IUQ'llg lanh d~o da 

phe duy~t. s6 IUQ'llg ban luu cila dan vi phai duQ'c ghi C\l thS vao ngay sau ph~n 

ten luu cila dan vi so~n thao van ban. 

Bmyc 5. Dong d§u van ban 

Sau khi cac van ban da duQ'c photo, in, ~n xong, nguai lam cong tac t6ng 

hQ1) chuySn cho nguai ph\l trach l~y s6 van ban cila Phong HCVTLT dS tich s6 

dong d~u. Sau khi tich s6, nguai ph\l trach l~y s6 van ban se chuySn sang cho 

nguai ph\l trach dong d~u. Vi~c dong cac lo~i con d~u duQ'c thgc hi~n thea cac quy 

dinh sau: 

- Dong d~u CO' quan 

Vi~c dong d~u len chu leY va len cac ph\ll\lc kern thea van ban duQ'c thgc 

hi~n thea quy dinh t~i Dieu 26 cila Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 

nam 2004 cila Chinh phil ve cong tac van thu va quy dinh cua phap lu~t co lien 

quan. 

- D~u chi muc dQ m~t: 

.. .;tA.L " Ngay ban hanh: G9I12/c{j/q- an sU'a uOl: 19-<"- Trang: 9/14 
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Vi~c xac dinh va dong d~u dQ m~t (M~t, Tf,i m~t, Tuy~t m~t), d~u thu h6i 
van ban df,i vo; van ban co nQi dung bi m~t nha nu6'c do nguai ky van ban quySt 
dinh va duqc thvc hi~n theo quy dinh t~i DiSu 5, 6, 7, 8 cua Phap l~nh Bao v~ bi 

m~t nha nu6'c nam 2000. 

Vi tri dong d~u dQ m~t va d~u "thu hai" tren van ban duqc thgc hi~n theo 
quy dinh t~i Khoan 1, Khoan 2 DiSu 15 Chuang II cua Thong tu sf, 01120 1I/IT
BNv ngay 19 thang 01 nam 2011 cua BQ NQi V\l hu6ng dan thS thuc va ley thu~t 

trinh bay van ban hanh chinh va DiSu 15, M\lc 3, Chuang II cua Thong tu sf, 
25/2011/TT-BTP ngay 27/12/2011 cua BQ Tu phap vS thS thuc, ky thu~t trinh bay 

van ban quy ph~m phap lu~t cua Chinh phu, Thu tu6ng Chinh phu, BQ truOng, 
Thu truOng co quan ngang BQ va van ban quy ph~m phap lu~t lien tich. 

- Dong d~u chi muc dQ khftn: 

Vi~c dong d~u chi cac muc dQ khftn ("Hoa tf,c" (kS ca "Hoa tf,c" h~n gia), 

"Thuqng khftn" va "Khftn") tren van ban duqc thvc hi~n theo quy dinh t~i Khoim 
1, Khoan 2 DiSu 15 Chuang II cua Thong tu sf, 0l/201I/IT-BNV ngay 19 thang 

01 nam 2011 cua BQ NQi V\l hu6ng dful thS thuc va ky thu~t trinh bay van ban 

hanh chinh 

BuO'c 6. Chuy~n giao van ban di. 

- Cac van ban di se duqc dang ky vao sf, gui bUll di~n (vao may) (BM

04NP-O 1) va chuySn di trong ngay khi da: co chfr kY cua nguai co thftm quySn va 
dong d~u co quan. (trir nhfrng van ban phcit hanh di nhiSu noi thi co thS phcit hanh 

vao ngay lam vi~c liSn kS). 

- Vi~c chuySn van ban trong ngay theo duang bUll di~n kSt thuc vao luc 
15h30 phut. Vi v~y, van ban cua cac dan vi chuySn cho Phong HCVTLT lam thu 
t\lC phcit hanh sau 15h30 phut se phat hanh vao ngay lam vi~c liSn kS. Tuy nhien, 
df,i v6'i nhfrng van ban phai giai qUySl trong ngay (van ban khftn, hoa tf,c), Phong 
HCVTLT phf,i hqp v6'i dan vi co cong van gui dS cung giai quySt giri theo yeu 

c~u cua Hinh d~o. 

- Van ban phai duqc giri dung noi nh~n da: ghi tren van ban. 

BmYc 7. S~p x~p va quan If ban hru 
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- Khi ban h~mh van ban di, Phong HCVTLT lUll l~i 01 ban g6c, va chuySn 

l~i ban lUll cho nguai lam cong tac t6ng hqp/CV dan vi, trong do 01 ban chinh lUll 

t~i h6 So' cong vi~c cua can b<) chuyen mon da: t11lc tiSp so~n thao van ban do, 01 

ban lUll cua ngw:ri lam cong tac t6ng hQ'P cua Vl,l. Phong HCVTLT co trach nhi~m 

s~p xSp cac ban lUll t~i phong m<)t cach khoa h<;>c, dS tra tim. 

- Phong HCVTLT phai s~p xSp cac t~p lUll van ban thea tUng thang, tUng 

nam len gia til va co trach nhi~m bao quan cac t~p lUll dSn khi n<)p vao lUll trfr Co' 

quan. Cu6i thang Phong HCVTLT co nhi~m V\l s~p xSp kiSm tra d6i chiSu t~p lUll 

van ban cua thang do v6i s6 dang kY cong van di dS b6 sung kip thai nSu co sg sai 

sot. 

- Phong HCVTLT co trach nhi~m ph\lc Vl,l nghien Clm sir d\lng cac t~p lUll 

van ban di t~i ch6. Vi~c ph\lc Vl,l, sir d\lng van ban lUll phai dugc thgc hi~n dung 

thea quy chS Co' quan. 

Bu6"c 8. Cu6i gia lam vi~c hang ngay 17h, Phong HCVTLT t6ng hqp s6 

lugng van ban di, ch6t s6 cong van ban di trong ngay, cu6i thang in s6 van ban di 

dS dong thanh s61Ull gift. 

VI. HO sa LUU eVA QUY TRINH 

STT Ten hB sO" PhuO"ng Tnich nhi~m NO"i ThiYi Ghi chu 
phap luu Luu luu gian Iuu I 

1 So van ban Dong so, Phong Phong M<)t nam IChuyen lUll 

di lUll thea HCVTLT HCVT trfr B<) 

thai gian LT 

2 So van ban Dong so, Dan vi Dan vi M<)t nam Chuyen lUll 

di (dan vi) lUll thea I trfr B<) 

thai gian 

3 Van ban di LUll ban Phong Phong M<)t nam Chuyen lUll 

g6c HCVTLT HCVT trfr B<) 

LT 

4 Van ban di LUll ban Nguai lam I Dan vi M<)t nam I Chuyen lUll I 

(dan vi) chinh cong tac t6ng trfr B<) 

hQ'P cua danvi 

va Chuyen 

vien thgc hi~n 11' 
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VII. BIEU MAu
 

'l.a. 

(BM - 01NP - 01) 

BQNQIVV B· A ~leu mau 

so DANG KY VAN BAN DI 

So DANG KY vAN BAN DI
 

SIT Ngay 
thang 

nam ella 
VB 

SB,kY 
hieu. 

van ban 

Tom tatI 

nQidung 

VB 

DO'n vi 
soan. 
thao 

Nguiri 
ky 

VB 

NO'i 
nhan. 
VB 

Ghi 

ehu 

..L -v.&. 
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BONOIVV Bi~u m§u 

SO BI BO NOI VU Gill BUlJ BIEN . .. . 

'l. ... 

(BM - 04NP - 01) 

,""ua ~'l 1. "'11. ,. 'f J, .. .a.&.& 

s6 BI BO NOI VU GUI BUD BIEN. .. . 
STT So,kY 

hi~u 

Coo quan 

nh~n 

van ban 

BQ khAn BQm~t Ghi chu Ky nh~n 

I 

Io3V. ""l..a.-" .A.-V.A. 

A ., ..,.;t.
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BrEUMA.UBO NOI VV 

so BAN GIAO HO SO PIlAT HANH VAN BAN DI 

'l..I. AU IJ l' all uall UI ,",ua u'l ! "'11 
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1'1, '- ,,, "''' .,

SO BAN GIAO HO SO' PHAT HANH VAN BAN £>1 CUA Vl) . 

STT Trich y~u 

n,Qi dung van ban 

I 

. 

DQ 

m~t 

NgU'01 bim giao DQ GhiNgU'01 nh~n NgU'01 nh~n 

kh§n bim giao chul~i h8 SO' 
(V\l) 

phat hanh 
(Van thU'BQ 

(ky nh~n) 
- ky. nhan.,)I 

I 

Uiy so 
I 

Tich so dong diiu 
I 

I Uiy so 
I 

Tich so dong diiu
 

Liiy so
 

Tich so dong diiu
 

I 
Lay so
 

Tich so dong dau
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