
BONQIVV QUYTRINH 

xULYVAN BAN DEN 

BONOIVU. . . 

Mil sA: QT-VT-12 

1.	 Nhi1ng nguiJi co lien quan phai Gr;Jc, hieu va th1!C hi~n theo aung m5i dung 

cila quy ainh nay. 

2.	 N9i dung trong quy ainh nay co hi~u !l:fC nhu Sl! chi ago cila Liinh ago B9 

3.	 M6i aon vi chi au9'c phan ph6i duy nhdt 01 ban (co aong dau cila B9 N9i 

v¥), cac bim sao co mii s6 khac wyi ban g6c phai au9'c logi bd ngay, tuy~t 

a6i kh6ng ilu9'c sir d¥ng. 

Phan phAi 

TT Noi nh~n 

D Ulnh d~o B9 

D Cac dan vi thu9C co quan B9 

Xem xet So~n thao Phe duy~t
 

KT. BO TRUONG
 
TIll/TRUONG
 

JI-,;.AL---------~---
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HQ ten: Nguy6n Thi Xuy~n H9 ten: Nguy~n Ti~n Thanh , J. 
Tran Anh TuanChilc V\l: Chuyen vien Chilc V\l: Chanh Van phong 
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BANG THEO nOI THAY DOl TAl Lltu 

STT Vi tri sua d6i NQi dung Xem xet 

1. Ten quy trinh Sua "Quy trinh xu ly cong van dSn clla 

cac don vi thuQc BQ" thanh "Quy trinh 

xu ly van ban dSn BQ NQi V\l". Theo do 

til "cong van" trong tom bQ quy trinh 

dugc sua thanh "van ban" 

2. Tai li~u tham 

khao 

- Lo~i bo Cong van s6 425NTLTNN­
NVTWW ngay 18/7/2005 clla C\lC Van 
thu va LUll trfr nhil nuac" (da: hSt hi~u 
h,rc) 

B6 sung them Thong tu s6 
07/2012/TT-BNV ngay 22 thang 11 
nam 2012 clla BQ NQi V\l vS huang 
qmin ly van ban, l~p h6 sa va nQp lUll 
h6 sO', tai li~u vao LUll tm cO' quan; 
QuySt dinh s6 1079/QD-BNV ngay 
05/11/2012 ban hanh Quy chS lam vi~c 
Clla BQ NQi V\l; QuySt dinh s6 921/QD­
BNV ngay 29/8/2014 vS vi~c sua d6i, 
b6 sung Quy chS lam vi~c Clla BQ NQi 
V\l; QuySt dinh s6 19/20 14/QD-TTg vS 
vi~c ap d\lng H~ th6ng quan ly ch~t 
lugng thea Tieu chufin qU6c gia TCVN 
ISO 9001:2008 vilo ho~t dQng clla cac 
cO' quan, t6 chilc thuQc h~ th6ng hanh 
chinh nha nuac; QuySt dinh s6 
394/QD-BNV ngay 20/5/2015 ban hanh 
Quy chS cong tac van thu, lUll tm Clla 
cO' quan BQ. 

3. T~i bi@u m~u S6 dang kY cong van dSn, sua thanh s6 

s602 dang ky van ban dSn 

4. T~i bi@u m~u CQt ngay dSn van ban sua thilnh ngily 

s603 dSn 
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1. M1}C oich 

Th6ng nhilt vi~e qmin 19, ki~m smit cae van ban den, dam bao cae van ban 
dUQ'e ehuyen den dung dia chi, kip thai, khong d~ thilt 1C;le, milt mat, an to~m bi 
mat. 

2. Ph~m vi ap d1}ng 

Quy trinh duge ap d\lng d6i vai cae dO'n vi thuge kh6i ea quan B9 (cae V1;1, 

Van phong B9, Thanh tra B9). 

3. Tiii li~u tham khao 

- Tieu ehuAn Vi~t Nam - TCVN ISO 9001: 2008 

- S6 tay eh~t lUQ11g. 

- Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 eila Chinh phil 

vS eong tae van thu. 

- Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nam 2010 eila Chinh phil 

sua d6i, b6 sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 eila 
Chinh phil vS eong tae van thu. 

- Thong tu s6 25/20111TT-BTP ngay 27/12/2011 eua B(> Tu phap vS thS 

thue, ky thu~t trinh bay van ban quy ph~m phap lu~t eila Chinh phil, Thil tuang 

Chinh phil, B(> truang, Thil truang ea quan ngang BQ va van ban quy ph~m phap 

lu~t lien tieh. 

- QuySt dinh s6 1857/QD-BTP ngay 26/6/2012 eila BQ Tu phap vS vi~e 

dinh ehinh Thong tu s6 25/20111TT-BTP ngay 27/12/2011 eila BQ Tu phap vS 

thS thue, ky thu~t trinh bay van ban quy ph~m phap lu~t eila Chinh phil, Thil 
tuang Chinh phil, BQ truang, Thil truang ea quan ngang BQ va van ban quy ph~m 

phap lu~t lien tieh. 

- Thong tu s6 07/2012/TT-BNV ngay 22 thang 11 nam 2012 eila B(> NQi 

V\l vS huang d~n, quan ly van ban, l~p h6 sa va nQP luu h6 sa, tai li~u van Luu 

trfr ea quan. 

- QuySt dinh s6 1079/QD-BNV ngay 05/11/2012 ban hanh Quy ehS lam 

vi~e eila BQ NQi V\l. 
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- QuySt dinh s6 921/QD-BNV ngay 29/8/2014 vS vi~c sua d6i, b6 sung 

lY.l.a ~u; 'l.l.-Y .1.-.1.'" 

Quy chS lam vi~c cua B<) N<)i V\!. 

- QuySt dinh s6 394/QD-BNV ngay 20/5/2015 ban hanh Quy chS c6ng tac 

van thu, luu tn1' cua co quan B<) N<)i V\l. 

4. Chii' vi~t tit - Dinh nghia
 

a) Chfr viSt t~t
 

- VB: Van bim; LD: Lanh dao; HCVTLT: H~mh chfnh - Van thu - Luu trfr.
 

- BI den gui cho cO quan, dan vi thuQc BQ:
 

- VB1: Kh~n hoac kh~n, mat.
. . 

- VB2: M~t.
 

- VB3: LO<;J.i thuOng (kh6ng cW milc dQ kh~n, m~t).
 

- BI den gm dfch danh ten ca nhan, dan vi thuQc BQ:
 

- VB4: Kh~n ho~c khAn, m~t.
 

- VB5: LO<;J.i thuOng (kh6ng chi milc dQ kh~n, m~t).
 

b) Dinh nghla
 

Van bim den la Hit ca cac lO<;J.i van ban, bao gam van ban quy ph<;J.m phap
 

lu~t, van ban hanh chfnh, van ban chuyen nganh (k~ ca ban Fax, van ban duqc 
chuy~n qua m<;J.ng va van ban M~t) va dan thu do cac t6 chilc, ca nhan gui den co 
quan duqc gQi chung la van ban den. 

5. NQi dung quy trinh
 

a) Luu d6
 

). ., .,.;{.
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Quy trinh xu Iy van baD den B(l NQi Vl} Mil so: QT-VT-12 
Tnich nhi~m I NQi dung cong vi~c TL/Ho so'/BM 

Hi gill ten cO' quan 

Van ban can yIden chi dl;lO 

BOc bi, D6ng Mu den 
ghi ngay d~n 

Buoc 2 

Buoc 1 

Buoc 2 

56 VB den clla 
don vi 

BM-02/VP-OI 

Buoc 4 

S6 VB den cua 
don vi 

BM-02/VP-O 1 

56 VB den Phong 
HCVTLT 

BM-02/VP-O 1 

Buoc 2 

56 VB den Phong 

HCV1LT 

II BM-02/VP-OI 

Buoc 3 

Vao siS bi chuyen 
tl1JC tiep 

Phong HCVTLT 
thea d6i 

T~ri~gi I 

I 

Vaa scl dan vi thea d6i 

Xem xet phan cong 

Tiep nMn vaa s6 dan vi 

Phong HCV1LT 

Phong HCYlLT I 

Phong HCYlLT 

Phong HCV1LT 

Phong HCV1LT 

Phong HCYlLT 

Lanhdl;lO VP 

Lanhd~oB¢ 

Phong HCV1LT 

NglIbi Uun c6ng 
tac tdng hQ'P 

NglIbi lam c6ng 
tac tdng hQ'p clla 
don vi 

NglIbi chiu teach 

nhi~m cua dO'n vi 

Phong HCVTLT 
(VP BQ); nglIoi trl)'C 

ti~p xu Iy van ban 
thee Sl,I' phan 

cong t<;li dO'n vi 

Chuyen ca nhan, dan vi 
dUqc phan cong 

Buoc 5 

BU'O'c 5 
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b) Di~n giai: 

Buac 1: Tiep nh~n van ban den ca quan. Phong HCVTLT chiu tnkh nhi¢m 

tiep nh~n Utt ca van ban den ca quan b[ing cac ngu6n (bUll di¢n, can b¢ di h9P 
mang v~; khach mang tll!c tiep den van thu, bao v¢; ban Fax). 

Buac 2: Ph~n IO';li sa b¢ cac van ban den ca quan 

Sau khi nh~n van ban den, Phong HCVTLT tien h~mh ph~n IO';li sa b¢ van 
ban thea cac tieu chi sau: 

- Ph~n bl den glri cho ca quan, dan vi thu¢c B¢: 

+ Co dau chi mac d¢ kh~n ho~c kh~n, m~t: g9i tat la VB1. 

+ Co dau chi mac d¢ m~t: g9i tat la VB 2 (xu ly thea quy dinh cua nha 
nuac va quan ly van ban thea che d¢ m~t) khi VB-O may co ky hi¢u cho van ban 
m~t. 

+ LO';li thuang (khong co dau chi mac d¢ khan, m~t): g9i tat la VB3. 

- Ph~n bl co ghi dich danh ten ca nh~n, dan vi tI1!C thu¢c B¢: 

+ BI thu co chi muc d¢ khan, ho~c ca khan m~t: g9i tat la VB4. 

+ LO';li thuang (khong co dau chi muc d¢ kh~n, m~t: g9i tat la VB5. 

- Cac bl thu den ngoai gia hanh chinh, bao v¢ tiep nh~n, ky sci bUll di¢n. 
Doi v6'i nhfi'ng bl thu co d~u chi muc d(> hoa t6c ht(n gia, bao v¢ co trach nhi¢m 
thong bao ngay cho TruOng phong Hanh chinh Van thu - LUll triI de xu IY. 

Buac 3: Tha tlJ xu ly van ban: 

- LO';li VB1: D~y la IO';li van ban duqc Ull tien xU ly d~u tien, phai xu ly 
ngay sau khi nh~n. Phong HCVTLT boc bl thu sau do trlnh Hinh d';lo Van phong 
cho y kien xu iY. va chuyen cac dan vi ca nh~n duqc ph~n cong giai quyet. Khi 
giao co k:Y va ghi r6 ten nguai nh~n, (BM-02NP-01). 

- LO';li VB4: Phai xu ly ngay sau khi nh~n. Doi v6'i IO';li bl van ban nay 
Phong HCVTLT dang ky tren may vi tinh, g6m: ten ca quan gUi van ban (hay g9i 
tac gia van ban), so (neu co), gUi den dan vi, gUi den nguO'i nh~n, d¢ khan, m~t 

cua bl thu, sau do thong bao cho cac dan vi lien quan, ho~c ca nh~n dUng ten den 
nh~n. Khi giao co k:Y va ghi r6 ten nguO'i nh~n, (BM-03NP-01). 
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- LO(;li VB2, VB3: Sau khi Phong HCVTLT giai quyet xong IO(;li VBl va 
VB4 thl chuy~n sang giai quyet IO(;li VB2, VB3. Doi v6'i nhling van ban chi muc 
d¢ khan, ho~c khan m~t khi xu ly Ci bu6'c VBl, Phong HCVTLT ki~m tra thay co 
th~ thvc hi~n cung v6'i van ban IO(;li thucmg thl thvc hi~n Ci bu6'c nay. Phong 
HCVTLT boc bl, ghi ngay, thang, nam van ban den. 

Chu y khi boc bl thu phai doi chieu so, ky hi~u van bfm trong bl v6'i so, ky 

hi~u van bfm ghi ngoai bl, ki~m tra tioo chiOO X,:lc gifra s6 IUQ'Ilg van ban trong bl 

v6'i so luqng ghi ngoai bI. Doi v6'i nhling cong van khong dam bao tfnh phap ly 

nhu thieu dau, thieu ngay, thang, nam; rach, glri OO~m dia chi, so luqng van bfm 

trong bl khong kh6'p so luqng ghi ngoai bl phai bao cao h:li tfUCing phong xin y 

kiSn xu IY. 

- LO(;li VB5: Phong HCVTLT dang ky tren may vi tfnh (OOu IO(;li VB4) d~ 

chuy~n, (BM-03NP-Ol). 

- Tat ca van ban den sau khi dti dong dau den, ghi ngay, thang, nam van 

bfm den duQ'c Phong HCVTLT dang ky tren may vi tfnh, g6m: ten co quan gUi bi 

van ban (hay gQi tac gia van ban), so, ky hi~u van ban, ngay, thang, nam cua van 
ban; ten IO';li, trfch yeu n¢i dung van ban. Doi v6'i giay mm hQp chu y ghi ca ngay, 

gia, dia di~m hQp. 

Sau khi dang kf van ban va triOO Hinh d';lo Van phong xong, Phong 

HCVTLT tiep t\lc vaG s6 van bfm den (may), (BM-02NP-Ol) d~ chuy~n den noi 

giai quyet van ban thea sV phe duy~t cua Hinh d';lo Van phong. 

- Doi v6'i OOling van ban do Ltinh d';lo B¢ phe duy~t, Phong HCVTLT tiep 
nh~n, vaG s6 chuy~n giao van ban den cac don vi ca nhan giai quyet thea S\T phe 
duy~t cua HiOO d(;lo BQ. 

- Cac ca nhan va cac don vi ky nh~n van ban t(;li Phong HCVTLT, sau do 
VaG s6 dang ky van bfm den t(;li don vi (BM-02NP-Ol) va trlnh ngum co tham 
quy~n (Thu tru®g don vi ho~c nguoi duQ'c uy quy~n) phe duy~t. Khi van ban 
duQ'c phe duy~t Kong, nguai lam cong tac t6ng hQ'p cua V\l tiep wc vaG s6 van ban 
den d~ chuy~n den ca nhan giai quyet, khi chuy~n van ban phai co ky nh~n d~y 

duo 

Bucre 4: Phong HCVTLT thea d6i vi~c xu ly van ban den (hi~n dang Ci 
dau). 
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Bu6'e 5: Cu6i gia lam vi~c hang ngay I7h, Phong HCVTLT t6ng hgp s6 
luqng van ban den, ch6t s6 van bim den trong ngay. 

Ghi ehu: 

- Thai gian tiep nh~n, xU ly van ban dSn trong ngay cua phong HCVTLT 
dugc tinh tu I3h30 phut ngay hom tru6'c den 13h30 phut ngay h6m sau. D6i v6'i 
nhfrng van ban gap can xu ly ngay, phong HCVTLT se ph6ihqp V01 don vi dS xu 
ly kip thoi 

- cac ca nhan va don vi nh~n van ban den hang ngay b~t dau tu I5h t~i 

Phong HCVTLT (trU truang hgp Phong HCVTLT chua nh~n dugc van ban phe 
duy~t cua Hinh dC;lO Van phong thea thai gian quy dinh). 

6. HB sO' hru trfr ella quy trinh 

ST Ten ho sO' Phltoog Trach NO'i lUll ThOi Ghi ehu 

T phap hru nhi~m hru gian hru 

I S6van Dong s6, Phong Phong M¢tnam Chuy~n 

ban den lUll thea HCVTLT HCVTLT lUll tm B9 
thai gian 

2 s6 van 
ban den 
(don vi) 

Dong s6, 
lUll thea 
thai gian 

Don vi Don vi M¢t nam 
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7. Bi~u mAu: 
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BIEUMAU 

s6 DANG KY VAN BAN DEN 

BO NOI Vl) 

~ - /.... ? "'," 

SO DANG KYVAN BAN DEN 

STT . CO' quan 

ban hanh 

S6ky 

hi~u 

Ngay 

VB 

I Loai 

Van 
bim 

Trich 
A' yeu 

n6i 
dung 

van 
bim 

DO'll V! 

XUly 

DV 

ph6i 
hQP 

Ky 

nh*n 

I 

I 

. (8M - 02/VP - Ol) 
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BIEUMAU 

s6 BI DEN B<) NQI Vl} 

BO NOI VI) 

I
I 

(Dilng cho Phbng HCVTLT-Viin phOng BQ) 

s6 BI DEN BQ NQI Vl} 

STT Coo 
quan 
ban 

hanh 

S6ky 

hieu 

Ngay 

"den 

Do. 
khAn 

Do. Hien KyNgU'oiI 
tqmg nhanm~t nh~n. I 

,
 

(BM - 03NP - 01)
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