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QUY MENU 
le clang tic van thu trong the co quan, t6 chin ding 

Can ca.  Quyet dinh sO 171-QD/TW, ngay 16/01/2019 ctia BO Chinhtri  
khod XII ye chirc nang, nhiem vp, to chirc b0 may cua Van phong Trung 
uang Dang; 

Can dr Luat Luu trir se) 01/2011/QH13, ngay 11/11/2011 cfm Quoc hei 
khod XIII; 

Can cir Luat Bao ve bi mat nha nuorc sS 29/2018/QH14, ngay 15/11/2018 
cüa Quoc hOi khod XIV; 

Can cCr Quy dinh s 270-QD/TW, ngay 06/12/2014 ctia Ban BI thu ve 
Ph8ng Lint frit Bang COng san Viet Nam; 

Can cu Quy dinh soc  217-QD/TW, ngay 02/01/2020 dm Ban BI thu ve 
nhan van ban din tCr tren mang theng tin dien rOng cüa Dang va ten 

mang Internet; 

Can ofr Nghi dirth sá 30/2020/ND-CP, ngly 05/3/2020 oda Chinh phü v& 
&Ong tie van thu; 

Xet d& nghi claa Cue truang Cuc Luu tit Van phOng Trung uang Bang, 

Van phong Thing trcmg Bang quy dinh v& &Ong tac van thu trong cac co 
quan, to chin ding thu sau: 

Chuvng I 
QUY Dp*TH CHUNG 

Dieu 1. Phna vi (lieu chinh va dLi fining áp dvng 

1. Phem vi dieu chin' h 

Van ban nay quy dinh nguyen tac, yeu cAu, nai dung, tech nhiem di 
yeti cong tac van thu, bao gam: Son thao va ban hanh van ban; quan 15,  van 
ban; lep he) so,va nap lint ho so, tai lieu vao luu tilt co quan; quan 1, sir dvng 
con du va thiet bi lint lchoa bi met. 

Viec tie'p nhen, Tang k3'f, theo doi giai quyet va lap ha so Vé giai quyet 
di'en met; don, thu dirge thgc hi'en theo quy dinh rieng. 



2. Dai tugng áp dung 

Quy dinh nay áp dung d6i 	ca quan, t6 chac clang cac cap, rieng cAp 
CO SO van dung Quy dinh nay cho pha hyp. 

Dieu 2. Giai thich tir ugly 

Trong Quy dinh nay, cat tir nga thrOi day dugc hien thu sau: 

Cong tac van thu: Bao gam cat tong viec va son thao, ban hanh van 
ban; quan 13% van ban va tai lieu khac hinh thanh trong qua trinh hog dOng caa 
co quan; lap hO sa va giao nap ho so vac luu tra co quan, t6 chirc clang; quan 1)2 
va sir dung con dau trong cang tac van thu. 

Van thu co quan: La ha phan thgc hien mat s6 nhiem vi tong tat van 
thu cUa co quan, to chirc dang. 

Van ban: LA theng tin thanh van dugc truyan dat bAng ngOn nga hoc 
k9 hiau, hinh thanh trong hog clang tin cac ca quan, to chat dang va dugc trinh 
bay clang the' thirc, k5F thuat theo quy dinh. 

Van ban dien tir: LA tap hyp th8ng tin duoi clang ky hien, chit viat, chit 
s6 dugc scan thao, trao doi, xir kru tra bang phuang tien dien 

Van ban di: LA tat ca cac log van ban do ca quan, to chirc dang ban hanh. 

Van ban din: La tAt ca cac loai van ban do ca quan, t6 chat clang nhan 
dugc ta co quan, to chirc, ca nhan khac giri clan. 

Ban thao van ban: La ban dirge vik hoac danh may hoac tao lap bang 
phuang tien dien tic hinh thanh trong qua trinh soan thao mat van ban caa CO 
quan, to chirc dang. 

Ban goc van ban: La ban hoan chinhv nal dung, the thirc van ban, 
doge ngueti Co thim quyen true tiep k9 tren van ban giay hoac lcY so tren van 
ban dien tic. 

Ban chinh van ban giay: La ban hoan chinh va nal dung, the thirc van 
ban, doge tao tic ban CO Chit k9 truc tiap cüa ngueri co tham quyen. 

Ban sao y: La ban sao day da, chinh xac nal dung dm ban g6c boat 
ban chinh van ban, clugc trinh bay theo thet  that va thuat quy dinh. 

Ban sao lye: La ban sao day da, chinh xac nal dung dm ban sao y, 
ducc trinh bay theo the thac va 1c thuat quy dinh. 

Ban trich sao: La ban sao chinh xac phan nal dung caa ban glic hoc 
phan nai dung dm ban chinh van ban can trich sao, dugc trinh bay theo the thac 
va 1(57 thuat quy dinh. 

,13. Ha so: La tap hap cac van ban, ,tai 	có 	quan 	nhau va mat 
van de, mat su viec, mat di Prying cp the hoac co at diem chung, hinh thanh 
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trong qua trinh theo doi, giai guy& cling viec thuOc pham vi, eh& nang, nhiem vi 
cita ca quan, t8 chat, cá nhan. 

Lap ha sa: La viec tap hgp va sip * van ban, telt lieu hinh thanh 
trong qua trinh theo dOi, giai quyet cong viec cüa ca quan, t6 chirc dang, cá 
nhan thanh ha sa theo nhitng nguyen tic, phucmg phap nhat dinh. 

Luu trit ca quan: La t6 chirc thvc hien hoat dOng luu trit d6i viM tai 
hit trisr cüa ca quan, t6 chuc Tang. 

Sa hoa van ban: La qua trinh tao thOng tin se, bang each quet 
(scanning) hoc chuyen dai ck clang tai 1iu ttrong tv thanh tai lieu then tit (hay 
tai 1iu sO) clued clang tap tin sa (file) d'e km tnt, xir 1ST va truy cap bang phucmg 
tien din 

K11 sa: La viec dua khod bi mat vao mOt chuong trinh phan mm de tv 
dung tao va gan chit 1c57 s8 vao thong dip dit lieu (van ban din lit). 

chit 1c5,  sá: LA met dung chit k5/ din tit dugc tao ra bing sv bien d'ai 
mOt thong dip clit lieu sir dung 4 thong mat mi khong d6i ximg, theo do ngued 
c6 dugc thOng dip &I lieu ban dau va khoa cong khai elm ngued 1c5r co the xic 
dinh dugc chinh xac: Vic hien d'Oi neu ten dugc tao ra bang dUng khoa bi mat 
tucmg (rug vOi khoa cong khai trong cimg mot cep khoa. Sr toan yen noi dung 
dm thong dip dit lieu ke tic 'chi thut hien viec bien doi neu tren. 

Thiet bi hru khod bi met: La thiet bi v:at 157 chin chimg thu sa va khoa 
bi met cila thue bao do to chirc cung cap dich v9 chimg thgc chit 14/ so cila Ban 
Ca yeu Chinh phit cap. 

Dien 3. Nguyen tic vl yen au di veri cling tic van thu 

1. Nguyen tic 

Cling tk van thu dugc thvc hien thang nhat theo quy dinh cita phip 
Wet va cüa Dang. 

M9i hoat dOng cim ca quan, t6 chirc dang Mu phai ,dtrgc van ban hod; 
van ban cim ca quan, t6 chirc dang phai dugc quan 15/ chat che va thvc hien bao 
ve bi mat nha nu& theo quy dinh cUa phap luat. 

2. Yen eau 

Van ban cila ca quan, ta chirc dang phai dugc soan thao dung trinh tv, 
thu We, ban hanh ding the loai, tham quyen, the thuc va k9 thuat trinh bay theo 
cac quy dinh hien hanh cim Dang. 

Tat cá van ban di, van ban den,  dm ca quan, ta chirc dang phai duce 
quan 15/ tap trung tai van thu ca quan d'e lam thit tkic tiop nhen, tang 	phat 
hanh va chuy8n giao (nix nhitng van ban dugc thuc hien theo quy dinh rieng). 

Vic tiep nhan, dang Ic32, phat hanh, chuyen giao van ban di, van ban den 
bao dam yeti cau: Theo deli, don d8c giai quyet van ban phai kip thin, chinh xac; 
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quail 1/ chat che, khong de mat hoac that lac van ban; thu hi dAy dü va dung 
han cac van ban c6 quy dinh thu 

d) Quail 1, sir dung con clau va thiet bi km khod bi mat cila ca quan, to 
chirc clang chat che, dung quy dinh. 

d) Cac don vi, cá nhan &rot phan clang theo dOi, giai quyet ceng viec c6 
trach nhiem lap ha sa clang viec dugc giao clang yeu cAu nghiep \RI va nap km 
ha 

 
so, tai lieu vao ltru trU ca quan dAy dü, dung theri han quy dinh. 

Dieu 4. Trich nhiOm ciia co quan, to chit ding, cá nhin dOi veri cOng 
tic van thir 

1. Ngueri dung clau ca quan, tO chirc dang trong pham vi quyen hart duge 
giao, c6 trach nhiem chi dao thuc hi'en ding quy dinh ye ding tic van thu; chi 
dao viec nghien ciru dng dung khoa hoc va cong nghe vao cong tac van thu; bao 
dam kinh phi cho hoat clang nghiep vg van thu theo quy dinh. 

2 Chanh van phong hoc nguoi duct giao php trach c8ng tac van phong 
chung la chanh van phong) c6 trach nhiem gni') ngueri &mg dau ca quan, 

tO chirc dang trien khai, twang din, kiem tra thuc hien cong tac van thu tai 
ca quan, tO chirc dang. 

Nguai ding dAu clan vi trong ca quan,,ta chirc dang chiu tech nhiem 
tnrac ngueri climg dau ca quan, to chirc clang ve toan bo ding tac van thu cUa 
don vi va live tiep chi dao, don d8c, kiem tra ding tac van thu cUa don vi. 

Ca nhan trong qua trinh theo dOi, giai quyet clang viec c6 lien quan tad 
cong tac van thu phai thirc hien dung quy dinh nay va cac quy clinh dm Bang va 
Nha nuarc cep lien quan. 

Dan vi (trung tam, phang, b) phan...) hoc ca nhan lam nhiem vu ve 
clang ngh'e th8ng tin cita ca quan, tO chirc dang chiu, trach nhiem bao dam ky 
thu'at, an toan, an ninh thong tin cho viec cap that, tiep nhan, xir 1/, phat bait, 
sir dung, quail 19, km frit van ban ten mang may tinh nai ba va mang thang tin 
din rang dm Dang. 

Dieu 5. Nhim vy ciia van thtr r quan 

Dang k/, dive hien thii tic phat hanh va theo dOi viec chuyen pilaf van 
ban di. 	• 

Tip nhan, dang k/, trinh va chuyen giao van ban den; theo doi, don 
cleic viec giai quyet van ban dn. 

Sap xep, bao quail va phuc vg viec tra ciru, sir dung van ban quan 1/ tai 
van thu. 

Quail 1/ sa clang kY van ban. 

Quail 19, sir dung con clau va thiet bi luu khoa bi mat dm ca quan, tO 
chirc dang theo quy dinh. 
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6. Tip nhOrt, clang kY, phat hanh va chuyen giao van ban di, van ban den 
cUa cac ban chi dao, tieu ban, hOi d8ng... do ca quan, to chirc dang la ca quan 
thwang tnrc. 

Chuang II 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 6. Soan than van bin 

Can dr chIrc nang, nhiem yin , quyen han cüa ca quan, t6 chfrc ding va 
muc dich giái quyet congy viec, nguei dung du ca quan, th chin ding hoac 
nguoi c6 tham quyen quyet dinh van ban can soan thao; giao don vi, cá nhan 
chit tri soan thao van ban va chi dao viec soan thao van ban. 

Don vi, caphan doge giao chü tri soan thao van ban chiu trach nhiem 
truot ngueti dung dau ca quan, to chirc dang hoc ngueci c6 tham quyen ve tien 
do, n0i dung, chat lugng van ban soan thao trong pham vi, nhiem vi dugc giao. 

3:  Doi vei mM van ban cua ca quan, t6 chirc dang khi soan thao, tuST vao 
tinh chat, mire do quan trgng c6 cac quy trinh soan thao tuong img. Quy trinh 
soan thao van ban &we thuc hien theo quy che cüa m8i ca quan, t8 chile ding. 

4. D6i von van ban dien tfr, ca nhan dugc giao nhiem vu soan thao van ban 
ngoai thuc hien cac n'Qi dung tren con c6 trach nhiem chuyen ban thao van ban 
dan van thu ca quan va thuc hien viec lp ho so din tfr theo huong din cila ca 
quan c6 tharn quyen. 

5. Vic soan thao van ban chira bi mOt nha nu& (sau day g9i chung la van 
ban mat) thuc hien theo quy dinh cüa phap luat ye bao v bi mot nha nuec. 

Dieu 7. Duyet bin thin van bin 

Ban than van ban phai do nguoi c6 tham quyen 1(57 van ban duy'et. 

Ban thao van ban da dat yeu eau ve nOi dung, than quyen ban hanh, 
nguoi cat than quyen duyet kyt van ban cho,phep phat hanh. Trueng hgp ban 
thao dA dugc duyet k nhung can sfra chaa, NI sung thi phai trinh nguei co tham 
quyen 147âé xem xet, quyet dinh. 

Dien 8. Kean tra van bin truot khi kST ban hanb 

Nguiyi dung dau dcm vi soan than van ban phi kiem tra va chiu trach 
nhiem truck nguei dung dau ca quan, th chirc ding ye n'Qi dung van ban. 

Chanh van phOng chiu trach nhiem truot nguiri thing diu co quan, t6 
chat &rig ve the tithe, ky thuat trinh bay van ban; van thu c6 trach nhiem kiem 
tra the thirc, 1(57" thuat  trinh bay van  ban  va gui tra lai hoac yeu cau sua lai nhang 
van ban kh6ng dung the thirc, k'y thualt trinh bay van ban. 
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The thirc va ky thuat trinh bay van ban dm Ding thgc hian theo hireing 
dn hi'an hanh dm Van phOng Trung ucmg Dang. 

Dieu 9. Trinh k9 vl Mr van ban 

Van thu co quan chiu trach nhiam trinh k9 tat ca van ban th, a co quan, 
ta chirc ding (trir nhfing van ban &rot quy dinh rieng elm co quan, to eh& ding). 

IC9 van ban ban hanh phai ding tharn quy'an, chuc trach, nhiam vu 
dugc giao. Tham quyen 14 van ban dm co quan, to chin dang do ca quan, te 
chirc dang phan cOng. 

NguOi dimg dau co quan, te chic clang chiu trach nhiam v toan be van 
ban do ea quan, to chirc dang ban hanh. Nguesi k9 van ban phai chlu trach 
nhiem ve van ban do minh k9 va phai tang k9 chit 14 man tai van thu ca quan. 

Del \TM van ban giay, khi k9 van ban ding biit c6 mgc mau xanh, 
khong dung the loai mgc d phai de k9. 

DM veri van ban din tir, viac k9 sa thgc hien theo huong clan dm ca 
quail th tham quyen. 

Chuang III 
QUAN Li' VAN BAN 

Mile 1 
QUAN Li' VAN BAN DI 

Dieu 10. Ding k57 van ban di 

Ck van ban chinh thirc ban hank van thu ca quan thgc hien viac cho 
so van ban; ngay, thing, nam ban hanh van ban; dang k9 vac so quan 19 van 
ban di hoc ca set dir lieu quan 19 van ban di tren mang may tinh elia ca quan, t8 
chive ding hoc mang thong tin din reng ella Dang. S6 van ban di ghi lien Mc 
tic s6 1 Cho m6i the loai van ban trong met nhiam k9 cap u9; so van ban mat ghi 
lien ttIC VIM so van ban Ichong mat cling the loai. 

Vic dang k9 van ban di bao dam day dU, chinh xac the thong tin can 
thiet ciia van ban. Van ban di dang k9 teen ccr sex dile lieu phai dugc in ra giay 
day dli cac th8ng tin theo man. 

Mau se dang k9 van ban di tai Phi lac 01. 

Van ban mat di dugc ma se dang k9 va quan 19 rieng theo guy dinh ella 
ca quan cO tham quyen ve bao va bi mat nha nuot. 

Mau se dang k9 van ban mat di tai Pha lac 02. 
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Dieu 11. Phat hanh van ban di 

Van ban di dm ca quan sau khi dugc ngued c6 tham quyen ky, van thu 
co quan phai hoan thanh thu We va,phat hanh trong ngay van ban do dugc ky, 
cham nhat la trong ngay lam viec tiep theo; nhan ban thing s lugng, phat hanh 
chinh xac theo nai nhan van ban. Van ban khan phai duce thve hien cac thir tue 
pith hanh ngay sau khi kY ban hanh van ban. 

Viet phat hanh van ban giay tir van ban &rot Icys cna nguari CO tham 
quyen: Van thu ca quan thge hien in van ban dã dugc k so ra giay, (long clau 
ena co quan, to chirc clang de tao ban chinh van ban giay va phat hanh van ban. 

Truemg hgp can phat hank van ban din tir tit van ban giay: Van thu ca 
quan so hod van ban giay va ky sO elm ca quan, to chire clang. 

Viec phat hanh van ban tren mang th8ng tin din reng elm Bang Uwe 
hien theo quy dinh cüa Trung ucmg Bang va Van phong Trung ucmg Bang. 

Viec phat hanh van ban mat di thve hien theo quy dinh elm phap luat ve 
bao ve bi mat nha nuerc. 

Dieu 12. kw van ban di 

I. Dai voi van ban giay: Ban gac van ban duct kin tai van thu ca quan va 
dugc doing dau ngay sau khi phat hanh, sap xep theo thir tv cling ky elm mai the 
loai van ban. Ban chinh van ban dime ltru tai hO so cong Vic. 

DOI \Teri van ban dien : Van ban dien tir duct ltru tren co ser dir lieu dm 
ccr quan, to chirc dang ban hanh van ban. Wong then, van thu ccr quan in van ban 
da duce kY so ra giay, &mg dau elm ca quan, tO chire ding de lint theo quy dinh. 

Tnremg h9p van ban di duce dich ra tieng nuOt ngoai hoc tieng clan 
toe thieu s, khi km van ban, van thu phai ltru lai ban dich ra tieng nuerc ngoai 
hoac tieng clan tac thieu so do kern yeti ban gac tieng Viet. 

Dieu 13. Theo doi, Mein tra giri nh4n van ban di 

Sau khi gizi van ban di, van thu ea quan phai kiem tra, theo dOi chat che 
ket qua giao nhan van ban, kip theri phat hien va xir 132 nhimg tnrong hop chom 
tr6, that lac. 

Van thu phai lap s de theo del viec chuyen phat van ban di. 

Binh kY, van thu co quan thong ke danh nwc van ban phat hanh. Het 
nam, van thu ca quan dong thanh so danh mne van ban phat hanh trong nam va 
giao nOp vao luu trek ca quan. 

Dieu 14. Khai that, sfr ding van ban di 

1. Trong thoi gian luu gia van ban, tai lieu ô van thu, van thu ea quan c6 
trach nhiem phuc vu kip thOi cac you cau khai that, sir di:mg van ban, tai lieu 
theo quy dinh. Khi phtic vii you eau mucm tai lieu, van thu can phai dang k vao 
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se, khai thac tai 1iu, ghi 16 s6 luong, nOi dung tai lieu cho MUQ11, then han tra tai 
lieu vã cc') 141 nhan day di. 

Vic quan 15,  va khai thac, sir dung van ban mat di thgc hien theo quy 
dinh, quy checüa ca quan c6 tham quyen ve bao ve bi mat nha nuerc. 

Vic quan 151 va khai thac, sir ding van ban din tir dtrac thuc hien theo 
quy dinh, quy che cim ca quan c6 tham quyen. 

Dieu 15. Thu hOi vi hu57 van ban di 

Van thu ccr quan co trach nhiem thu hi dAy dn., dung han nhing van 
ban c6 quy dnh thu hed. Can b0, cong envie, vien chin trong ca quan, to chirc 
dang cc!, Irach nhiem tra lai day dit, ding thii 	cac van ban co quy dnh thu h8i. 

Van thu ca quan c6 trach nhiem 	cac van ban thu hi, van ban tring 
thin, cac ban in, danh may hong sau khi duce nguii ding dau ca quan, t6 chic 
dang hoac ngued dugc us,  quyen phE duyet va theo ding quy dinh. 

Mlle 2 
QUAN Lt VAN BAN DEN 

Dieu 16. Tip nhan van ban den 

1. D6i vói van ban giay 

Tat ca van ban, tai lieu gin i den ca quan, ta chic dang du do van thu 
ca quan tiep nhan. Nhing van ban giri den ca quan, to chirc dang ngoai gii 
hanh chinh, nguai dirge giao nhiem vu tip than, cat vao tii c6 khoa de ban giao 
cho .van thu ca quan vao dau gier ngay lam viec tip theo. Van ban khan (khan, 
thuong khan, hoa t8c) gin den ngoai gier hanh chinh, ngueri clugc giao nhiem vu 
tiep nhan phai bao cao ngay von ngued có trach nhiem xi 1. 

1Chi nhan van ban den, van thu ca quan hoc ngueri duce giao nhiem vi 
tip nhan phai kiem tra s8 lugng, tinh trang bi, moi dan, dau them phong (nett 
co), nai gin vi k5r nhAn. True:mg hep phat hien có sai sot hoc dau hieu bat 
thuOng thi phai bao cao ngay vii nguii co trach nhiem; truing h9p can thiet 
phai lap bien ban veri nguOci chuyen van ban. 

Van thu ca quan dugc ma tat ca cac bi van ban girl den ca quan, t6 
chic dang, trir nhing bi van ban,giri den c6 dau "rieng ngueri c6 ten ma bi", bi 
thu rieng cua ca nhan, bi ho so dau than va nhing bi van ban den theo quy dinh 
rieng ciia ca quan, tó chic dang. 

Den voi nheing bi van ban den khong do van thu ca quan bac bi, nu la 
van ban lien quan den cong viec chung cim ca quan, to chic dang thi cá nhan 
nhAn bi van ban co tech nhiem phi hap vori van thu ca quan de dang 
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d) Khi ma bi van ban, khong de sot haac lam ranh van ban. Cac bi van 
ban e6 du chi mire dO khan (khan, thugng khan, hoa the) phai ma ngay, lam 
thU tyc tntac va chuyen den nguei c6 trach nhiem giai quyet. Nhang van ban 
(Mn khong dUng di tugng, khong dung the thirc van ban haac thieu trang, chit 
me, nhau nat... van thu ca quan dirge phop tra lai nai 

2. DM voi van ban dien tit 

Van thu ea quan (hoac don vi, cá nhan dirge giao trach nhiem dau mai, 
quan 1)2 von hanh h th8ng van ban dien th) phai kiem tra tinh hap le dm chit Icy 
sa bang viec thyc hien cluing thyc chit ky sS, kiem tra tinh toan yen dm van ban 
dien tir. 

Truang hap van ban din tit den khong hap le hoc c6 sai sot thi gin 
tra lai ca quan, to elnat gin van ban hoAe thong bao ngay cho ngued co tham 
quyen cho kin xir 

Dieu 17. Bong dAu den vi ding 147 van bin den 

1. Dai van i van ban giAy 

a) WM van ban gin (Mn, van thu ccx quan dong clau (Mn van gee trai, trang 
dan, duoi sé, va Icy hieu van ban; ghi day di' cac thong tin trong lchung du clan. 

thir tv van ban den ;lath lien tyc cho timg nam. 

Mau &Au den tai Phu lye 03. 

Van thu ca quan sa hod van ban den theo huong dan cia ca quan có 
tham quyen. 

Van ban den duet dang vao so dang lcY van ban den hoac ca ser dit 
quan 132 van ban den teen mang may tinh eüa ca quan, th chic 'Tang hoac 

mang thong tin din rang aim Dang. Van ban den Tang ky tren ca se( di) lieu 
phai dirge in ra giay day di cac thong tin theo mu. 

Mau sa dang ky van ban den tai Phy lye 04. 

2. Di voi van ban dien tit 

Cap nhat cac tuning thong tin va gan tep van ban vao ca sà di 

Truang hap can in van ban din tit den c6 chit ky sa sang van ban giay 

	

thi thyc 	theo huong dan eita ea quan c6 tham quyen. So van ban den lay 
thang nhat giita van ban giay va van ban din 

3. Van ban mat den dirge ma sa clang lorf va quan rieng theo quy dinh 
cia ca quan co tham quyen ve bao ve bi mat nha mac. 

Mau sa dang lcY van ban mat den tai Phy lye 05. 
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4. Nhang van ban den khong dugc dang kY tai van thu co quan thi cac 
don vi, ,ca than khOng co trach .nhiem giai quyet 	nhang van ban den dugc co 
quan, to chirc clang quy dinh rieng. 

Dieu 18. Phan ph6i, chuyen giao van bin den 

, 	1. Sau khi clang kY van ban den, van thu co quan chuyen cho ngtroi Co 
tham quyen phan phi van ban. 

2. Ngueri c6 tham quyen phan ph6i van ban dan xic dinh don vi, cá nhan 
chn tri xü 1 hoac phi hop xir lY van ban den (di \Teri van ban den CO lien quan 
den nhieu dcm vi, cá than) va chuyen van thu co quan de chuyen,den tdon vi, cá 
than co tech nhiem 	lY van ban. Khi chuyen giao van ban giay den, dcm vi, 
ca nhan tiep nhan van ban phai kY nhan vao s8 chuyen giao van ban. 

Mu s6 chuyen giao van ban d'en tai Phu luc 06. 

Mu se chuyen giao van ban mat tai Phu luc 07. 

Dieu 19. Giii quyet vã theo döi, dOn dOc vic giii guy& van bin den 

1. Nguiri &mg du co quan, t6 chat clang c6 trach nhiem chi dao giài 
guy& kip tiled van ban den va giao nguoi CO trach nhiem theo dOi, don dc viec 
giai quyet van ban den. 

2. Dan vi,,cd than dugc giao giai quyet van ban dan tech nhiem giai 
guy& van ban den dung thoi han quy dinh. Nhang van ban den c6 dau chi ck 
muc dO khan phai giài quyet ngay. 

3. Ket qua giai quyet van ban den hoc nhitng van de can bao can, xin 
kien lath dao co quan deu phai dugc cap that vao phial Kir lY de chuyen ding 
van ban. 

Myc 3 
SAO VAN BAN 

Dieu 20. Cic hinh that sao 

1. Sao y gem: 

Sao y tU van ban giay sang van ban giay dugc thuc hien hang viec chup 
tir ban gOc hoc ban chinh van ban giay sang giay. 

Sao y lit van ban din tir sang van ban giay dugc thuc hien bang viec in 
tir ban goc van ban din ter ra giay. 

C) Sao y tU van ban giay sang van ban din tir duct thgc hien bang viec sa 
hod van ban giay va kY so dm ca quan, to chirc dang. 
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2. Sao luc 

Sao luc gam: Sao luc lir van ban gild)/ sang van ban gity, sao lye tit van 
ban giay sang van ban din dr, sao km tir van ban din tir' sang van ban gidy. 

Sao luc duert thuc hien bang viec in, chup tir ban sao y. 

3. Trich sao 

Trich sao gam: Trich sao lit van ban gidy sang van ban giay, trich sao 
dr van ban giay sang van ban din ter, trich sao tit van ban din tir sang van ban 
then dr, trich sao ifs van ban din Ur' sang van ban giay. 

Ban trich sao dugc thuc hien bang viec tao lp lai day &I the that, 
phan nOi dung van ban can trich sao. 

4. The fink va ky thuat trinh bay ban sao, ban trich sao van ban duce thuc 
hien theo htrong d'an cUa Van phong Trung uang Ding. 

Dieu 21. Gia trj phap 19 elm bin sao 

Ban sao y, ban sao 1ic va ban inch sao duce thut hien theo dung quy dinh 
va cif) gia frit phap 15r nhu ban chinh. 

Dieu 22. ThAm quyen sao yin bin 

Ngued dung tan cc quan, chirc clang quyet,dinh  vice sao van ban di, 
van ban den cna ca quan, to chirc ding; quy dinh tham quyen Ic9 cac ban sao 
van ban. 

Vic sao va sa hod van ban mat thgc hien theo quy dinh eUa phap luat 
ve bao v bi mat nha mac. 

Chuang IV 
LAP HO SO VA NOP 	HO SO, 

TAI LIE:U VA0 L'Ut TRU CO QUAN 

Dieu 23. Teach nhiAm lAp ha vi nap bra ha so', tai lieu vao ltru hit 
Cu quan 

1. Nguai dung au cc quan, t6 chue dang có trach nhiem chi dao, kiem 
tra vi4sc Cap ho sa va nOp luu ho sa, tai lieu vao luu trit ca quan. 

2:  Chanh van phi:mg có trach nhiem tham muu cho ngueri dung dau ca 
quan, tE chire clang trien Ichai, huang clan, lciem tra thut hien; fel chirc viec lap 
ha sa va nOp luu ha sa, tai lieu  vao luu trirr ca quan. 

Ngueri dung dau dan vi trong ca quan, t6 chirc dang chiu trach nhiem 
truck ngued thing dau ca quan, to chirc dang va có teach nhiem t6 chirc thuc hien 
viec lap ha sa, bao quail va nOp km ho sa, tai lieu cila don 14 vao luu nit ca quan. 
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Nguai duce giao giai 	theo dOi cong viec c6 trach nhiem lap ha 
so ve ding viec dugc giao va nap lull h8 so, tai lieu vao km tra ca quan; truot 
khi nghi him, thoi viec hoc chuyen &Ong tic, phai ban giao day âü ho so, tai 
lieu theo quy dinh. 

Dm tra ca quan c6 trach nhiem ginp chanh van phang huong clan viec 
lap hi) so va nap km ho so, tai lieu vao luu tra ca quan. 

Dieu 24. Ni dung lap ha so' 

DM vai van ban gray, nai dung lap ha,  so gam: Ma ha so; thu thap, cap 
nhat van ban, tai lieu dua vao M so; ket thirc M so. 

Dai vai van ban din ter: Vic lap ha so din tfr trong ca quan, tO chic 
'Tang dugc tien hanh song song vai ho sa tai 1iu giay va bao dam chinh xac nhu 
ho so tai lieu gray. 

Nai dung lap va giao nap ha so, tai lieu thgc hien theo huang clan cüa 
Van pheng Trung gong Dang. 

Dieu 25. Nap hru ha sa, tai lieu vlo hru tram ca quan 

1. Ha so, tai lieu c6 gia tri hru tra nap luu vao luu tra co quan phai 
ding thinh phan; viec giao nap dirge thtrc hien thing thin han va theo trinh tg, 
thir We quy dinh. 

2. Thin han nap ltru ha so, tai lieu vao km tra co quan: 

Trong thai han 1 n'am ke ta ngay c8ng viec ket thac di yeti ha so, tai 
lieu hanh chinh. 

Trong thin han 3 thang k tü ngay cOng trinh dirge quyet toan di vai 
ha so, tai lieu xay dung ca ban. 

Tai lieu nghe nhin (phim, anh, microphim, tai lieu ghi am, ghi hinh), tai 
din tit nap km cimg tai lieu gray. 

Tn.rang hgp don vi, cá nhan c6 nhu eau gift lai ha so, tai 1iu da d'en 
han nap km de phuc vi cong viec phai dirge nguoi dung dau co quan, t8 chIrc 
'Tang &mg y va phai lp danh muc h6 so, tai lieu gift lai gui cho km 1ra ya quan. 
Thai han gift lai ho so, tai lieu dm don vi, ca nhan 'thong qua 2 nam, ke tir ngay 
den han nap ltru. 

3. Thir tie giao, nhan ha so, tai lieu vao hru tra ca quan 

, 	a) Dan vi, ca. nhan c45 tech nhiem hoan,thien 	so cong viec da ket tithe, 
thong ke thanh muc lye hO so va giao nap ha' so (c6 muc luc ha so kern theo) 
van ltru tra ca quan. 

b) Luu tra Co quan tip than ha so, tai lieu dm cac don vl, cd than nap 
tau va lap hien ban giao nhan thanh 2 ban, don vi hoc ca nhan giao nap gift 1 ban, 
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km frit ca quan gilt 1 ban. Bien ban phai,  c6 day da chit ky cüa nguai giao, 
ngued nhjn va lath do don vi giao, nhan hO sa, tai 

Chutrng V 
QUAN Lt, Str DVNG CON DAU 

VA THIET BI LUG ICHOA Bi MT 

Dieu 26. Quin 137 con d'Au va thiet bi Inv khoa bi nfit 

1. Ngueri &mg dau ca quan, te) chirc,dang c6 tech nhiem giao cho van thu 
ca quan quan 	sir dung con d'au va thiet bi ltru khod bi mat dm ca quan, t6 
chirc dang theo quy dinh; clinh 	kiem tra viec bao quan va sir dung cac loai 
con dau, thief bi luu khod bi mjt caa ca quan, te) chirc dang. 

2. Van thu ca quan c6 tech nhiem 

Bao quan an toan, sir dung con dAu, thigt N luu khod bi mat tai tra ser 
ca quan, to chirc clang. 

Vic ban giao con du, thiet bi km khoa bi mat caa ca quan, th chac 
dang cho nguai khac chi thgc hien khi dirge nguei c6 tham quyen dang bang 
van ban va phai lap bien ban ban giao. 

3. Ca nhfin c6 trach nhiem tg bao quan an toan thi'et bi km khod bi mat va 
khod bi mat. 

Dieu 27. Sii• dung con diu, thiet bi tut khoi 

1. Sir dung con &Au 

Tru6c khi dong dAu, van thu ca quan phai kiam tra lai, dai chiau chit 
trong van ban voi chit kY mu da 'tang ky. 

Van thu ca quan true tiap dong d'Au vao van ban do cor quan, ti chic 
dang ban hanh va ban sao van ban; chi dirge clang dAu vao nhang van ban sau 
khi dã c6 chit kYr cüa nguai c6 tham quyen. 

D/L clang phai ngay ngan, fa rang, clang chieu, clang thing mfre du 
mau do theo quy dinh va tram len khoang 1/3 chit ky cüa nguai c6 tham quyen 

phia ben trai. 

Vic clang du treo, clan giap lai, dOng clan noi tren van ban do nguai 
dang dAu ca quan, to chac cling quy dinh. Vic doing dfiu len cac van ban kern 
theo van ban chinh hoc phi Ivo do ngired kY van ban quyet dinh. Du treo dugc 
dOng len trang dAu, tram len mat phan ten ca quan, to chirc dang hoac tieu 
caa ph 1iic. Dau giap lai dugc (long vao khoang giita mep phai caa van ban 
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hoc ph u luc cita van ban, trim len met ph'an cac t& giay; m6i (IL &Mg t6i da 
5 te van ban. 

2. Sir dtmg thigt bl hru khod bi mat 

Van,thu ca quan sir dung thik bi hm khod hi mat cna ca quan, t6 chirc 
dang a ks1 so ck van ban din tit do ca quan, th chirc dang ban hanh va ban sao 
tit van ban giay sang van ban din ter. 

Ca than se dung thiat bl km Mica bi mat cita minh a k) s6 van ban 
din tit theo tham quyen. 

Chuang VI 
TO CiffiC THITC HIVN 

Ditu 28. Hien Ivy thi hanh 

Quy dinh nay có hi@.1 lye ke tit ngaykY. Quy dinh nay thay thg Quy dinh 
st) 29-QDNPTW, ngay 25/12/2013 dm Van pheng Trung wing Bang vg ding 
tac van thu trong ck tinh us', thanh u5r, t6 claim dang true thuec Trung wing. 

Dieu 29. Trach nhEem thi hanh 

Cac,ca quan, t6 chirc Tang cac cap có tech nhiem thuc hien Quy dinh 
nay. Rieng cap ca se van dung Quy dinh nay cho phñ hup. 

Giao Cue Luu frit Van phong Trung uang Dang ginp Chanh Van pheng 
Trung wing Dang theo dei, huong d'an cac n'ei dung can thiet de thirc hien Quy 
dinh va de xuat ba sung, sea di Quy dirth neu can thiet. 

K/T CRANE VAN PRONG 
PHO CHANH VAN PHONG 

(Da lcf, vit °long dau) 
Bñi Van Th4ch 

Tit:NH 1JY BINH DiNH 

St) 158-BS/TU 
Nai nhan- 
cae dang doan, ban can sir clang, 

- BTV Tinh doan, 
- Cac huy'n ny, thj ay, thank' ay, 

tang ay tnrc thu'Oc Tinh ny, 
Cac ban oh Tinh 
Lath dao Van phong Tinh 

- Ltru Van phong Tinh ay. 

SAO LUC 

Mai Viet Trung 
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Phy lye 01 
Mu sa dAng kt van ban di 

(Kern theo Quy clinh se 693-QD/VPTW, ngay 15/12/2021 
cilia Vein phong Trung trang Thing) 

1. Bia vã trang du 

S6 BANG Kt VAN BAN DI 

Nam: (3)... 

Tic ngay... den ngay...(4).... 
Ta 	se'...(5).... 

X A Quyen s6...(6)... 

GM chic 

Ten ca quan, t'a chIrc dang chit quan cap tren nye tiap (nau c6). 

Ten co quan, ta chirc ding. 

Nam mar sa clang kY van ban di. 

Ngay, thang bat dau va kat auk clang kY van ban trong sa. 

Sa thir tr dAng lcy van ban di du tien va cu ai cang trong sa. 
Sa thfr tv cita quyan s6. 
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2. Phan 'Tang 14 van ban 

SO vi i 
kt 

hi0 
van 
bin 

Ngiy 
thing 
nam 
van 
bin 

Ten loai vi 
yen  trich 	nt)i 

dung van bin 

Nguiri 
ky 

Sa 
trang 

sa 
ban 

Dan 
vi/ca 
nhan 
nhan 
ban 
lull 

Noi 
nhem 
van 
bin 

Ltru ha a  
: 

so 

Ghi 
chit 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) 

Htthng din (tang 

COt 1: Ghi ngay, thing, nam ctia van ban di; den voi flirting ngay clued 10 va thing 
1,2 thi phai them so 0 a truck, vi du: 03/01, 27/7, 31/12. 

Cot 2: Ghi s6 va lc)? hieu van ban di. 

Cot 3: Ghi ten loai va trich yeu nen dung van ban di. 

Cot 4: Ghi ho va ten ngtrai 14 van ban. 

COt 5: Ghi só trang cüa van ban di. 

COt 6: GM só ban oda van ban di. 

Cot 7: Ghi ten don vi/ca nhan nhan ban chinh van ban de ltru. 

Cot 8: Ghi co quan, don vi, cá nhan nhan van ban. 

COt 9: Ghi sot , k hieu ha so theo danh muc ha so dm co quan. 

Cot 10: GM milling nOi dung can thiet lchac. 
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Phu Inc 02 
Mitt s6 ding 14 van ban m4it di 

(Kern theo Quy clinh sá 693-QD/VPTW, ngay 15/12/2021 
cña Vcin phong Trung Leong Dcing) 

1. Bia vã trang clAu 

(2) 	 

SO BANG Kt VAN BAN Mfg DI 

Nam: (3)... 

Tir ngày.. tern ngity...(4).... 
Tic so... din so... (5J... 

Quyen sa...(6)... 

Ghi 

Ten ca quan, t6 eh& clang din quan cap teen true tiep (nu c6). 

Ten co quan, t6 chtic clang. 

Nam ma s6 clang kY van ban m@ di. 

Ngay, thang bat cfau va ket iliac clang kY van ban trong s6. 

S6 thir tçr dang 14 van ban m@ di tau ti8n va cu6i cang trong se. 

S6 dui Iv cüa quyen 



	

18 

2. Phan Tang 147van ban 

• 
So thy 

tiy 

SO, lcSi 
hien tai 
. 	• 	. lieu vat 

', 	• chin 
BMNN 

NO)/ thang 
xlc dinh tai 

lieu vat 
' 	• chira 

BMNN 

Ten loai Ili 
trich yeti nal .,,- 
dung thi lieu, , 	• 

it chin 
BMNN 

„ Do 
: mat • 

Ngtriri 
14 

Ncri 
nh4n 

. Dom vi 
lim 

.: So 
lunyng 

Ghi 
chn 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) 

Hwang ditm clang 

Cgt 1: Ghi sO thu tp tir 01 den khi six clung het quyen 

COt 2: Ghi sO, va.147hieu cüa tai lieu, vat chira bi mat nha nuot. 

COt 3: Ghi ngay, thang, nam ciia van ban; &I vth nhang ngay clued 10 va thang 1, 2 
thi phai them so 0 et truck, vi dp: 03/01, 27/7, 31/12. 

COt 4: Ghi ten loai va trich yeu nth dung tai lieu, vat chira bi mat nha nuoc; dth voi 
bi mat nha nuac di cep do mat "Tuyet mat" thi chi dugc ghi vao cth trich yeu nOi 
dung sau Ichi dugc phep cüa lanh dao xac dinh do mat bi mat nha nuorc do. 

COt 5: Ghi rö dO mat cilia tai lieu, vat chlra bi mat nha nuorc (Tuyet mat, Tth mat, 
Mat hoc ghi IcY hieu A, B, C). 

COt 6: Ghi ten dia nguoil4 van ban mat. 

Cot 7: Ghi ten cac co quan, to chirc hoc dun vj, cá nhan nhan tai lieu, vat chira bi 
mat nha nu& nhu dugc ghi tai pha.'n nui nhan cüa tai lieu. 

COt 8: Ghi ten don vj luu tai lieu. 

COt 9: GM siO lugng ban pith hanh tai lieu. 

COt 10: Ghi nhiing nOi dung can thiat Ichac. 

(Sa acing k); van ban mat di &Tic in sari, kich thiedec 210mm x 297mm) 
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Phu Inc 03 
Min du den 

(Kern theo Quy clinh sJ 693-QD/VPTW, ngay 15/12/2021 
czia Vein phong Trung yang Ding) 

TEN CO QUAN, TO CITCC FONG 

SO: 	  
DEN 

Ngay: 	 

Chuyen• 	  

SO va ky hiu he, so': 	 

(Du clAn &for khac s an, hinh chic nhdt, kich thtroc 35 mm x 50 mm) 
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Phy lye 04 
Mu se (Tang k3",  van ban den 

(Kern theo Quy dinh so 693-Q-D/VPTFV, ngery 15/12/2021 
cua Van phong Trung trang Dcing) 

1. Bia vã trang &au 

S6 BANG Kt VAN BAN BEN 

Nam: (3)... 

Tie npay... den ngay...(4).... 
Tie sa... den so... (5,) 

Quyen se...(6)... 

Ghi chit: 

Ten ca quan, th chirc dang chit quan cap teen trtrc flap (nau c6). 

Ten ca quan, t chirc dang. 

Nam mO sã dang kY van ban dn. 

Ngay, thang bat du vã kat thitc (rang kY van ban trong s6. 

So' tit* ti:r clang IcY van ban dan dAu tien va cuai clang trong 

Sa thir tv 	quyan 
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2. Phin dang k van ban 

Ngay 
thang 
nim 
den 

sts 
an  

VAN BAN DEN 

T  
til  
ho sof 

Ghi 
du  Tic 

8ill  

SO vl 
ks, 

hiOu 
yin 
ban 

Ngay 
thang 
nam  

van 
ban 

A 	. 
lien luai 
vã trich A  
yeu noi 
dung 

A  
So 

trang 
SO 
bin 

Dom IT 
6 Wan 

nhan 
van bin 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) 

Hwang dein ding 
Cot 1: Ghi ngay, ththig, triam nhan van ban den; dei vei nhang ngay dual 10 vã 
thing 1,2 thi phai them so 0 & truesc, vi di: 03/01, 27/7, 31/12. 

Cot 2: S6 thu Ut cila van ban din. 

Cot 3: Ghi tic gia van ban den. 

COt 4: GM se, kY hieu van ban den. 

COt 5: GM ngay, thing, nam cna van ban den; del vOi nhimg ngay &yeti 10 va 
thang 1,2 thi phai them s6 0 & truck, vi du: 03/01, 27/7, 31/12. 

Cot 6: GM ten loai va trich yeu nOi dung van ban. 

COt 7: Ghi s6 trang cüa van ban d'en. 

COt 8: GM se ban cua van ban den. 

COt 9: GM don vi/hoac ca nhan nhan van ban d'e giai quyet. 

COt 10: GM se, IcY hieu he so theo danh muc he so dm co quart 

Cot 11: GM nhang nOi dung can thiet khac. 
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Phu lyc 05 
MAu sts ding lit yin bin ncolt den 

(Kern theo Quy clinh s 693-Q-D/VPTFV, ngety 15/12/2021 
&to Van plying Trung Leong Dang) 

Bia ya trang du 

Bia va trang du cila se dang lgt,  van ban mat den dugc trinh bay tuang tr nhu bia 
va trang dau dm se dang 1c3r,  van ban mat di, chi khac ten g9i la "SO DANG 
VAN BAN MAT DEN". 

Phan ding k yin ban 

s6 N  
the. 
tV 

, 
FY den SO d e'n 

Sof quan, 
to chic ding 
ban hanh tai 
liu, At chaff 

BMNN 

SA, 
14 

hic^u 

Ngay 
thing 

Ten 
loai Nth 
trich 
A 	-. yeu no' 
dung 

n. 
"9  mat 

• 

Dom vi 
hi:* 

nguiri 
nhin 

Ghi 
chi"' 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) 

Hwang dan ding 

COt 1: Ghi s6 thir fir tir 01 an khi sir dung het quyen se. 

Cot 2: GM theo ngay, thang duce ghi tren &au den. 

COt 3: Ghi theo s6 duot ghi tren dau den. 

COt 4: GM ca quan, di* chirc ding ban hanh tai lieu, vat china bi mat nha nuac. 

Cot 5: GM s6 va k5f hi'eu cüa tai lieu, vat china bi mat nha nuot den. 

Cot 6: GM ngay, thing, nam dm van ban mat den; dal voi nhUng ngay duai 10 va 
thang 1,2 thi phai them se 0 âtnthc, vi du: 03/01, 27/7, 31/12. 

COt 7: Ghi ten loai va trich yeu nOi dung cna tai lieu, vat china bi mat nha nuat den. 

COt 8: GM re dO mat dm tai lieu, vat chin bi mat nha nuerc (Tuyet mat, TM mat, 
Mt hoc ghi 147 hieu A, B, C). 

Cot 9: GM ten dcrn vi hoac cá nhan than tai lieu, vat chin bi mat nha nuot den. 

Cot 10: Ghi nhcmg nOi dung can thiet khac. 
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Phu Inc 06 
Mu A chuyen van ban den 

(Kem theo Quy clinh s 693-Q-D/VPTW, ngay 15/12/2021 
eau Van phong Trung wang Ding) 

Ngly cbuyin SO den Dan vi hoic ngtroi nkin 
van bin IC , nhai'n Ghi cha 

(1) (2) (3) (4) (5) 	
- 

_ 

Hwang din ghi: 

COt 1: Ghi ngay, thang, nam chuyen van ban den nguai giai quyet. 

Cot 2: Ghi s6 den nhu trong se dang 1c5r van ban den. 

COt 3: Ghi re) ten ngued hoe dcm vi nIfOn van ban giai quyat. 

COt 4: Chit lc-STcüa ngueri nhan van ban giai guy& 

COt 5: Ghi nhcmg nOi dung can thiet. 
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Phi) lyc 07 

Mu s chuyen giao van ban m4t 
(Kern theo Quy dinh so 693-QD/VPTW, ngay 15/12/2021 

clia Van phong Trung wang Diang) 

Bia vã trang dAu 

Bia va trang dau cüa s6 dugc trinh bay tuong tçr nhu bia va trang dau dm SO clang 
kY van ban mat di, chi khac ten g9i la "SO CHUYEN VAN BAN MAT". 

PhAn chuyen giao van ban mat 

Phan chuyen giao van ban mat dugc trinh bay ten trang giay kh6 A4 theo chieu 
rOng (210 mm x 297 mm) hoc theo chieu dai (148 mm x 210 mm) bao gm 06 cot 
theo mau sau: 

Ngay 
chuyen 

Se den 
hoc se di Bi) In@  

Dom vi 
hoc nguiri nhan Ky nhan Ghi chit' 

(1) (2) (3) (4) (5) (6) 

Hithng difin ghi: 

COI 1: Ghi ngay, thang, nam chuyen giao van ban mat cho cac co 9uan, to chi:7c, cá 
nhan; doi vdi nhang ngay duoi 10 va thang 1, 2 thi phai them so 0 6 truerc; nam 
dine ghi bang hai ehU s6 cu6i cüa nam, vi du: 03/01, 27/7, 31/12. 

COt 2: Ghi theo s6 dugc ghi tren du "den"; sa van ban di. 

COt 3: Ghi rO mire clep mat dm van ban (Tuyet mat, Toi mat, Mat hoac ghi kY hieu 
A, B, C). 

COt 4: Ghi ten don vi hoac cá nhan than van ban mat. 

Cot 5: Chfr 14 dm nguoi true tiep nhan van ban mat. 

Cot 6: Ghi nepi dung can thiet khae. 

(So' chuyen giao van ban m'at dut in sin, kich thut 210 mm x 297 mm) 
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