
U Y B A N D A N T O C C O N G H O A X A H O I C H U N G H I A V I E T N A M 
Doc lap - Ty do - Hanh phuc 

S6: Gf /QD-UBDT ~ ^ '' 
Hd Noi, ngay OA/ thang J nam 2018 

QUYET DINH 
Ban hanh Quy che ve quan ly va sir dung van ban dien tu*, chu' ky so, 

chirng thu- so tai Uy ban Dan toe 

BO TRlTonVG, CHU NHIEM UY BAN DAN TOC 

Can cu Luat Cong nghe thong tin ngay 29 thang 6 nam 2006; 

Can cu Luat Giao dich dien tu ngay 29 thang 11 nam 2005; 

Can cu Nghi dinh s6 26/2007/ND-CP ngay 15 thang 02 nam 2007 ciia 
Chinh phu quy dinh chi tiet thi hanh Luat Giao dich dien tu ve chu ky so va dich 
vu chung thuc chu ky so; 

Can cu Nghi dinh so 64/2007/ND-CP ngay 10 thang 4 nam 2007 cua Chinh 
phu ve ung dung cong ngh§ thdng tin trong hoat dong cua ca quan nha nude; 

Can cu Nghi dinh so 13/2017/ND-CP ngay 10 thang 02 nam 2017 cua 
Chinh phu quy dinh chuc nang, nhiem vu, quyen han va ca cau to chuc cua Uy 
ban Dan toe; 

Can cu Nghi quy It s6 36'/NQ-CP ngay 14 thang 10 nam 2015 cua Chinh 
phu ve Chinh phii dien tu; 

Can cu Chi thi s6 15/CT-TTg ngay 22 thang 5 nam 2012 cua Thu tudng 
Chinh phu ve viec tang cudng su dung van ban dien tu trong hoat dong cua ca 
quan nha nude; 

Can cu Thong tu so 08/2016/TT-BQP ngay 01 thang 02 nam 2016 cua Bo 
trudng Bo Quoc phdng Quy dinh ve cung cap, quan ly, su dung dich vu chung 
thuc chu ky so chuyen dung phuc vu cac ca quan Dang, Nha nude, to chuc chinh 
tri - xa hoi; 

Xet de nghi cua Giam doc Trung tam Thong tin, 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che ve quan ly va su dung 
van ban dien tu, chu ky so, chung thu s6 tai Uy ban Dan toe. 

Dieu 2. Quyet dinh nay cd hieu luc thi hanh ke tu ngay ky. 



Dieu 3. Chanh Van phong Uy ban, Giam doc Trung tam Thong tin, Thu 
truang cac Vu, don vi thuoc Uy ban Dan toe va cac to chuc, ca nhan lien quan 
chiu trach nhiem thi hanh Quyet dinh nay.A^^^/^ 

Nai nhan: 
- N h u Dieu 3; 
- Bo truang, Chu nhiem U B D T (de b/c); 
- Cac Thu truo-ng, P C N UBDT; 
- Cac Vu, dan vi thuoc UBDT; 
- C6ng TTDT UBDT; 
- Luu: VT, TTTT. 

K T . B O TRirdNG, C H U N H I E M 
THtr TRirONG, P H O C H U N H I E M 

n Van Hung 
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CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu- do - Hanh phuc 

QUY CHE 
lan ly va su- dung van ban dien tir, chu- ky so, chung thu* so 

tai Uy ban Dan toe 
(Ban hanh kem theo Quyet dinh so: 6 J /QD-UBDTngay d^thdng 3 nam 2018 

cua Bo tru&ng, Chu nhiem Uy han Dan toe) 

Chno-ng I 

CAC QUY DINH CHUNG 

Dieu 1. Pham vi, doi tu-gng va muc dich ap dung 

1. Quy che nay quy dinh ve quan ly va su dung van ban dien tu, chu ky so, 
chung thu so do Ban Co yeu Chinh phu cap trong cac hoat dong cua Uy ban Dan 
toe. 

2. Quy che nay dugc ap dung doi voi: 

a) Co quan, to chuc, ca nhan cua cac ca quan nha nude thuoc Uy ban Dan 
tgc va C O quan cong tac dan tgc cac tinh, thanh pho. 

b) Cac td chuc, ca nhan cd lien quan den giao dich dien tu vdi Uy ban Dan 
tgc. 

3. Quy che nay Ichdng ap dung doi vdi: 

a) Van ban chua ngi dung thuoc danh muc bi mat nha nude va van ban 
thuoc danh muc bi mat theo nha nude quy dinh. 

b) Cac van ban chua ngi dung xau, dgc hai, gay anh hudng den an ninh, 
chinh tri, chu quyen quoc gia va gia tri van hoa dan tgc theo quy dinh hien hanh. 

4. Muc dich cua Quy che: 

a) Tang cudng ung dung cong nghe thdng tin trong quan ly, chi dao, dieu 
hanh va xu ly cdng viec cua Uy ban Dan tgc. 

b) Thuc hien chuang trinh cai each hanh chinh nang cao chat lugng, hieu 
qua, chi dao, dieu hanh va quan ly nha nude ve cdng tac dan tgc. 

c) Giam thieu viec su dung van ban giay, tiet kiem thai gian, chi phi in an 
va cudc phi chuyen phat van ban, tai lieu; dam bao an toan, bao mat va tinh xac 
thuc cao trong trao ddi van ban dien tu tren mdi trudng mang. 

d) Xay dung, phat trien chinh phu dien tu trong Uy ban Dan tgc. 
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Dieu 2. Giai thich tir ngir 
Cac khai niem trong Quy che nay dugc giai thich nhu sau: 
1. "Van ban di" la toan bg cac van ban do co quan Uy ban Dan tgc ban hanh 

gui cac C O quan trung uong, dia phuong, don vi, td chuc, ca nhan trong va ngoai 
nude. 

2. "Van ban den" la toan bd van ban, tai lieu, don thu...cua cac co quan 
trung uong, dia phuong, ca nhan, td chuc trong va ngoai nude gui den Uy ban 

•J -5 

Dan tgc, Lanh dao Uy ban Dan tgc, cac don vi true thudc va can bd cua Uy ban 
Dan tgc theo dudng buu dien, fax, gui true tiep hoac qua mang tin hgc dugc Van 
thu Uy ban tiep nhan. 

3. "Hd sa cdng viec" la tap hgp van ban, tai lieu cd lien quan den nhau ve 
mot van de, mot su viec, mot ddi tugng cu the hoac mot sd dac diem chung hinh 
thanh trong qua trinh theo ddi, giai quyet mot cdng viec thudc pham vi, chuc nang 
cua mot C O quan, td chuc hoac mot ca nhan. 

4. "Van ban dien tu" la van ban dugc the hien dudi dang thdng diep du lieu 
(theo dinh nghia cua Nghi dinh so 64/2007/ND-CP ngay 10/4/2007 cua Chinh 
phu). 

5. "Ban lam viec" la chuc nang tren phan mem danh rieng cho ngudi dung 
tuong ung vdi tung vi tri, vai trd trong td chuc, tren chuc nang nay se hien thi toan 
bd van ban dang chd xu ly, cac ndi dung cdng viec can xu ly. 

6. "Trao ddi van ban dien tu" la viec su dung giai phap, thiet bi cdng nghe 
thdng tin de gui, nhan van ban dien tu qua mdi trudng dien tu. 

7. "Co sd du lieu" la tap hgp cac du lieu dugc sap xep, td chuc de khai thac, 
quan ly va cap nhat thdng qua phuang tien dien tu. 

8. "Tai Ichoan" la ten dung de truy cap vao phan mem, mdi ngudi dugc cap 
mot tai khoan rieng bao gdm ten dang nhap, mat khau truy cap de su dung cac 
chuc nang cua phan mem quan ly van ban. 

9. "Chung thu sd" la thiet bi dung de xac nhan danh tinh ca nhan, td chuc 
tren mdi trudng dien tu do td chuc cung cap dich vu chung thuc chu ky sd nham 
dam bao an toan trong qua trinh giao dich dien tu. 

10. "Chung thu sd cd hieu luc" la chung thu sd chua het han, Ichdng bi tam 
dung hoac bi thu hdi. 

11. "Chung thu sd ca nhan" la chung thu sd dugc cap cho ca nhan, dugc su 
dung de ky sd vao van ban, thdng tin, du lieu dien tu (thay cho chu ky tay). 

12. "Chung thu sd ca quan" la chiing thu sd dugc cap cho co quan, dugc 
su dung de ky sd vao van ban, thdng tin, du lieu dien tu (thay cho dong con dau 
cua ca quan). 
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13. "Thue bao" la co quan, ca nhan quy dinh tai Diem a, Khoan 2, Dieu 1 
f r r f 

cua Quy che nay dugc Ban Ca yeu Chinh phu cap chung thu so. 
14. "Chu ky so" la thong tin dien tu do thue bao ky so (gan) vao van ban, 

thong tin, du lieu dang so dl the hien vai tro cua thue bao doi vai van ban, thong 
tin, du lieu dang so do (tuong tu chu ky hoac dong dau tren giay). 

15. "Thilt bi lum Ichoa" hay con ggi la "USB Token" la thilt bi dung luu 
tru chung thu so dung de ky so do Ban Co yeu Chinh phu cap cho thue bao. 

16. "Ben chap nhan chu ky so" la ca quan, to chuc, ca nhan su dung chung 
thu s6 cua ngudi ky do d l ki lm tra tinh hgp le cua chir ky sd nhan dugc de thuc 
hien cac cdng viec lien quan. 

17. "Thdng tin tren chu ky sd" la nhung thdng tin co ban nhat the hien tren 
mau chu ky so, bao gom: Hg va ten ngudi ky (ky bdi); dia chi thu dien tu cdng 
vu; ten co quan chu quan; thai gian ky; bieu tugng, mau dau don vi, mau chu ky 
tay cua thue bao. 

18. "Ngudi ky" la thue bao dung dung klida bi mat cua minh de ky sd vao 
mot thdng diep du lieu dudi ten cua minh. 

19. "Ngudi cd tham quyen ky sd" la ngudi cd tham quyen quan ly va su 
dung Ichda bi mat cua co quan, td chuc de ky. 

Dieu 3. Nguyen tac thuc hien, gia tn phap ly cua van ban dien tu' 
7 r 

1. Viec trao ddi van ban dien tu phai tuan thu cac nguyen tac sau: 
a) Dam bao do tin cay, tinh chinh xac, kip thai va an toan, an ninh thdng 

tin; 
b) Tuan thu cac quy dinh cua Luat giao dich dien tu va cac quy dinh khac 

ve bao ve bi mat nha nude, cdng nghe thdng tin, vien thdng. Van thu, luu tru. 
2. Gia tri phap ly cua van ban dien tu 
a) Khi ap dung chu ky sd, van ban dien tu thay the van ban giay dugc ky 

tay va con dau theo quy dinh cua Luat Giao dich dien tu nam 2005, cd gia tri phap 
ly theo Di lu 35 Nghi dinh sd 64/2007/ND-CP ngay 10 thang 4 nam 2007 cua 
Chinh phu ve ung dung cdng nghe thdng tin trong hoat ddng cua co quan nha 
nude. 

b) Chu ky sd su dung trong van ban dien tu la chu ky sd tuong ung vdi 
chung thu sd dugc td chuc cung cap dich vu chung thuc chu ky sd chuyen dung 
c4p theo quy dinh tai Thdng tu so 08/2016/TT-BQP. 

3. Ap dung chu ky sd de gui, nhan van ban qua cac he thdng thdng tin: he 
thdng quan ly van ban va hd so cdng viec, he thdng thu dien tu va Cong Thdng 
tin dien tu cua Uy ban Dan tgc. 
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Chircng II 
QUY DINH HINH THlTC SlT DUNG VAN BAN DIEN TU^ 
X X 

Dieu 4. The thirc, ky thuat trinh bay van ban dien tur 
1. The thuc, ky thuat trinh bay van ban dien tu dugc thuc hien theo quy dinh 

cua Thong tu so 01/2011/TT-BNV ngay 19/01/2011 cua Bg Ngi vu hudng dan thi 
thuc va ky thuat trinh bay van ban hanh chinh va Nghi dinh 34/2016/ND-CP ngay 
14 thang 5 nam 2016 cua Chinh phu quy dinh chi tiet mot so dieu va bien phap 
thi hanh Luat ban hanh van ban quy pham phap luat. 

2. De han che toi da van ban giay, trong trudng hgp van can trien khai van 
ban giay cung vdi van ban dien tu thuc hien nhu sau: 

a) Chi gui ban giay den ca quan, dan vi, ca nhan (phan kinh gui); 
b) Cac ca quan, dan vi, ca nhan lien quan se gui van ban dien tu; 
c) Trang trudng hgp can gui them van ban giay den ''Nai nhan", trinh bay 

nhu sau: 
Nai nhan: 

Ban giay: 

Ban dien tic: 

7 r \ 

The thuc, ky thuat trinh bay gidng nhu phan "Nai nhan " theo quy dinh. 
3. V i tri ky so tren van ban dien tu dugc ky tai vi tri ky tay cua van ban giay 

va the hien cac thdng tin sau: ten ngudi ky, dia chi thu dien tu, ten ca quan, dia 
chi, thai gian ky. 

4. Thai gian gui/nhan van ban dien tu dugc can cu tren nhan thai gian 
gui/nhan cua cac he thdng thdng tin. 

5. Trinh bay vi tri ky sd, khda bi mat can dau tren van ban dien tu quy dinh 
thea Phu luc I dugc ban hanh kem theo Quy che nay. 

Dieu 5. Danh muc van ban, tai lieu hoan toan sir dung giao djeh dien tir 
1. Trong pham vi ndi bd ciia Uy ban Dan tgc: van ban, quyet dinh phuc vu 

chi dao dieu hanh cua lanh dao; chuang trinh, ke hoach, thdng bao, bao cao cua 
ca quan va cac dan vi true thudc; giay mdi hgp; giay uy nhiem ndi bd, giay mdi, 
phieu gui, phieu chuyen; tai lieu phuc vu hgp; van ban cung cap thdng tin, cac tai 
lieu can trao ddi trong qua trinh xu ly cdng viec. 

2. Giua Uy ban Dan tgc va cac dan vi thudc Uy ban Dan tgc: van ban, quyet 
dinh phuc vu chi dao, dieu hanh; thdng bao; van ban xin y kien tham dinh, van 
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ban gop y ddi vdi chuang trinh, du an; van ban bao cao, bao cao dinh ky, bao cao 
sd lieu thong ke, tdng hgp; giay mdi hop, tai lieu phuc vu hgp; cac tai lieu trao ddi 
trong qua trinh xii ly cdng viec. 

3. Cac van ban, tai lieu gui ra ngoai Uy ban Dan tgc va ben nhan da dii dieu 
kien ky thuat nhan dudi dang dien tu. 

Dieu 6. Danh muc van ban, tai lieu ap dung hinh thuc giao djeh dien td 
gdi kem van ban giay 

1. Van ban quy pham phap luat Ididng phai van ban mat; 
2. Quyet dinh thanh lap dan vi; quyet dinh lien quan den chuc nang, nhiem 

vu cua dan vi; quyet dinh bd nhiem, cac quyet dinh lien quan den td chuc, can bd; 

3. Van ban lien quan den ke hoach, tai chinh; 

4. Van ban gui ra ngoai Uy ban Dan tgc ma noi nhan Ididiig du cac dieu kien 
tiep nhan giao dich dien tu; 

5. Cac loai van ban Ichdng thudc quy dinh cua Dieu 7 nhung ben gui va ben 
nhan khdng cd du dieu kien ky thuat cho phep de gui, nhan dudi dang van ban 
dien tu; 

6. Cac van ban giay chi dugc gui cho don vi, ca nhan chu tri xu ly (phan kinh 
gui). Cac ddi tugng Ichac c6 lien quan (cd ten d phan "No'i nhan") chi gui van ban 
dien tu de Iranli viec mdi van ban dugc nhilu dan vi quet, nhap vaa he thdng gay 
lang phi. Trudng hgp dac biet tuy theo tinh chat, muc do cap thiet cua van ban, 
Thu trudng don vi cd the quyet dinh cac hinh thuc chuyen phat kem van ban giay. 

Dien 7. He thdng thdng tin phuc vu gu*i, nhan van ban dien tir 
Cac he thdng thdng tin phuc vu gui, nhan van ban dien tu theo thu tu uu 

tien nhu sau: 

1. He thdng quan ly van ban va hd sa cdng viec; 
2. He thdng thu dien tu cdng vu; 

3. Cdng thdng tin dien tu, trang thdng tin dien tu. 

Chuang HI 
QUY DINH Xtr LY VAN BAN DIEN TlT TREN 

PHAN M E M QUAN LY VAN BAN VA HO SO CONG VIEC 
A /• •> 

Dieu 8. Quy trinh ddi vdi Van thu Uy ban va Van thu cua Vu, dan vi: 

1. Cap nhat van ban den 

Khi tiep nhan van ban den nhan vien Van thu haac chuyen vien tdng hgp cua 
dan vi (sau day viet tat la Van thu) thuc hien nhap thdng tin van ban ddn vao phan 
mem Quan ly van ban va hd sa cdng viec (sau day viet tat la phan mem Quan ly 
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van ban) va chuyen van ban den cho ngudi, bo phan co trach nhiem xu ly theo 
quy trinh, trong thai han dugc qui dinh k l tu khi nhan dugc van ban den. 

- Trudng hgp van ban den thong qua phan mem Quan ly van ban: Van thu 
vao muc Van ban den qua mang de kiem tra van ban do ca quan, dan vi gui den 
va Vaa so van ban den de cap sd den cho van ban; 

- Trudng hgp van ban den theo dudng cdng van truyen thdng. Van thu vao 
muc Van ban den de cap nhat thdng tin van ban den va dinh kem file van ban dugc 
quet bang may quet (Scanner) thanh van ban dien tu dudi dang tep tin .pdf tru 
nhung van ban dugc quy dinh tai Khoan 3, Dieu 1, Chuang I cua Quy che nay. 
Trudng hgp nhung van ban den kem thea hd so cd sd lugng tai lieu Idn, Van thu 
cap nhat van ban den, cdn hd so chuyen true tiep cho dan vi true tiep xu ly hd so. 

2. Phat hanh van ban di 

Khi nhan dugc hd so van ban da dugc ngudi cd tham quyen duyet ban thao 
va ky ban chinh thuc, va thdng tin da dugc chuyen den tren phan mem Quan ly 
van ban qua mang. Van thu thuc hien cac viec sau: 

a) Cap sd, ngay cua van ban di tu phan mem Quan ly van ban qua mang. 
b) Ghi dung sd va ngay ky van ban di vua dugc cap nhat trong phan mem 

vao van ban di cd chu ky chinh thuc. 
c) Thuc hien ky chu ky sd cua bd phan Van thu len tat ca cac tep van ban 

dinh kem. Ngoai ra bd phan Van thu cd the ky chu ky sd cua ca quan (hay lanh 
dao C O quan) neu dugc uy quyen. 

d) Lam cac thii tuc ddng dau, phat hanh van ban giay va phat hanh van ban 
tren mang theo quy dinh. Ddi vdi cac van ban cd phu luc, phai dinh kem du cac 
phu luc nay. 

Van thu l<hdng phat hanh van ban giay khi van ban dien tu chua dugc chuyen 
den bd phan Van thu va chua cd chu ky sd tren van ban. 

Dieu 9. Quy trinh ddi vdi can bo tham gia xu* ly van ban: 
1. Tiep nhan van ban 
Can bd, cdng chuc, vien chuc (sau day ggi tat la Can bd) true tiep xu ly van 

ban phai cap nhat cac thdng tin xu ly van ban va hd so cdng viec vao phan mem 
Quan ly van ban de cac thdng tin ve xu ly van ban dugc quan ly day du trong ca 
sd du lieu. Phai kiem tra van ban dugc phan cdng xu ly tren phan mem cham nhat 
2 gid sau khi nhan dugc thdng baa cd van ban mdi den trong ngay lam viec de kip 
thdi xu ly van ban dugc phan cdng. Can bd phai xu ly van ban trong thai han dugc 
qui dinh. 

2. Quy trinh xu ly van ban den 
a) Khi nhan dugc van ban do Van thu chuyen den, lanh dao dan vi cap nhat 

y kien va thuc hien chuyen tren phan mem cho dan vi hoac ca nhan trong dan vi 
de tham gia xu ly van ban. 
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Can bo dugc giao phan cong xu ly van ban den tien hanh lap td trinh, du thao 
> A 7 

van ban di tren may tinh cua minh, sau do vao phan mem Quan ly van ban de gui 
td trinh va du thao van ban di (doi vdi van ban den can tra Idi bat bugc phai gan 
lien ket vdi du thao van ban di de phuc vu cdng tac theo doi van ban), sau do tien 
hanh thuc hien cac budc ciia Quy trinh " X u ly van ban di" tai Muc b, Kdioan 3 
cua Dieu nay; 

b) Trudng hgp van ban den phai chd tap hgp hd so lien quan, chd xac minh, 
can bd phai cap nhat thdng tin lien quan den qua trinh xu ly van ban vao trong hd 
so xu ly van ban de theo doi. 

3. Quy trinh xu ly van ban di 
a) Ddi vdi xu ly van ban di da ban hanh: Can bd su dung chuc nang Van 

han mdi han hanh tren "Ban lam viec" cua ca nhan de xu ly, cap nhat du lieu ve 
van ban di dugc chuyen den. 

b) Ddi vdi viec du thao van ban di: 
Can bd dugc giao du thao van ban di, thuc hien trinh ky gui lanh dao don vi 

tren he thdng phan mem. 
Ldnh dao don vi kiem duyet va thuc hien l<y sd tren van ban va dinh kem tat ca 

tep van ban, tai lieu lien quan vao he thdng va chuyen cho bd phan Idem duyet Trinh 
Lanh dao Uy ban de thuc hien cac budc Chuyen phat hanh tren he thdng. 

Van thu thuc hien chuyen phat hanh van ban sau Idii dam bao dung quy dinh 
tai Khoan 2, Dieu 8, Chuong III cua Quy che nay. 

4. Quy trinh lap Hd so cdng viec/Hd so xu ly van ban 
Md mdi hd so: Xuat phat tu viec xu ly van ban do lanh dao co quan, don vi 

phan cdng, neu thay can td chuc luu tru van ban va phdi hgp nhieu can bd tham 
A 

gia xu ly thi tao mdi hd sa. 
X u ly hd sa: Can bd dugc giao Phu trach hoac Theo ddi hd sa cdng viec tien 

hanh cap nhat y kien xu ly va cac van ban, tai lieu lien quan vao hd so de cung 
tham gia xu ly. 

Neu cd nhieu van ban, chi dao, chi thi, thdng tin Idiac cd lien quan den van 
ban dang xu ly, can bd xu ly phai tao lap hd so xu ly van ban va ket noi tat ca cac 

A 7 f r 

van ban do vao hd so xu ly cua van ban de dam bao luu tru, khai thac thdng nhat 
va khoa hgc. 

A f r 

Dieu 10. Quy dinh ddi vdi cap lanh dao co" quan, lanh dao dan vi va lanh 
dao phdng, ban: 

a) Thudng xuyen theo doi phin mim Quan ly van ban d l nhan bilt thdng 
tin ve tien do xu ly van ban cua cac dan vi va phdng ban trong ca quan, kip thdi 
ddn ddc xu ly cac van ban tdn dgng hay qua han. 
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b) Trudng hop phat hien van ban, hd so xu ly qua han, lanh dao dan vi phai 
kip thdi chi dao, ddn ddc cac bd phan lien quan xu ly Idiic phuc. 

c) Lanh dao dan vi cd the uy quyen cho can bd trong dan vi thay minh thuc 
hien: phan cdng xu ly van ban; giam sat viec xu ly van ban trong don vi; cho phep 
phat hanh van ban di va ky chu l<y sd cho van ban phat hanh. 

Chircng IV 
QUY DINH QUAN LY VA SÛ  DUNG 

CHtr KY SO, CHlTNG THlT SO 
Dieu 11. Quan ly thiet bi luu khoa hi mat 

1. Thue bao chung thu sd cap cho td chuc, ca nhan dung cho muc dich ma 
hoa du lieu phai dugc quan ly theo che do quan ly bi mat nha nude d cap do "Tdi 
mat", va chiu trach nhiem ve viec su dung thiet bi luu Ichda bi mat. 

2. Thiet bi luu khda bi mat cua co quan, don vi (td chuc) phai dugc quan ly 
nhu quan ly con dau cua ca quan, dan vi. Ngudi dugc giao quan ly thiet bj luu 
Idida bi mat cua ca quan, dan vi chiu trach nhiem trong viec quan ly va su dung 
thiet bi luu Idida bi mat de tao ra chu ky sd cua ca quan, don vi minh. Khi thay 
ddi ngudi quan ly thiet bi luu Idida phai thuc hien viec ban giao theo dung quy 
dinh. 

3. Nghien cam dung cac cdng cu, phan mem lam thay ddi du lieu, cd y lam 
hu hdng thiet bi luu khda bi mat. 

Dieu 12. Quan ly thue bao 
1. Co quan tiep nhan yeu cau chung thuc chu ky sd: Cue Ca yeu Dang -

Chinh quyen thudc Ban Ca yeu Chinh phu la ca quan tiep nhan yeu cau chung 
thuc ddi vdi cac yeu cau dich vu chung thuc chu ky sd cua cac td chuc, ca nhan 
trong cac ca quan nha nude. 

2. Bd trudng, Chu nliiem Uy ban Dan tgc uy quyen cho Giam ddc Trung 
tam Thdng tin thuc hien trach nhiem cua ngudi quan ly thue bao ddi vdi chung 
thu sd do td chuc cung cap dich vu chung thuc chu ky sd chuyen dung cap cho ca 
quan, td chuc, ca nhan trong Uy ban Dan tgc. 

3. Giam ddc Trung tam Thdng tin chju trach nhiem ve viec quan ly thue 
bao theo quy dinh tai Thdng tu sd 08/2016/TT-BQP va cac quy dinh khac cd lien 
quan. 

4. Trung tam Thdng tin tiep nhan hd sa de nghi tu cac dan vi thudc Uy ban 
Dan tgc va lam dau mdi de gui Cue Ca yeu Dang - Chinh quyen thuc hien yeu 
cau lien quan den chung thuc chu ky sd theo bieu mau quy dinh tai cac Phu luc 
dugc ban hanh kem theo Thdng tu sd 08/2016/TT-BQP. 
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Dieu 13. Phu-ang thuc ky so 
1. Viec ky so tren van ban dien tu nhu sau: 

F t \ 

a) Chu ky so cua nguoi ky tren van ban dien tu dugc the hien bang Idioa bi 
mat tuang ling voi chung thu so cap cho ngudi ky vdi tu each ca nhan; 

b) Con diu cua dan vi tren van ban dien tu dugc the hien bang Ichda bi mat 
tuang ung vdi chung thu sd cap cho ngudi vdi tu each dai dien cua dan vi. 

2. Cac trudng hgp khac ve su dung can dau tren mdi trudng dien tu nhu sau: 
a) D4U giap lai: Trong mdi trudng dien tu, chu ky sd dam bao tinh toan ven 

r r 

cua van ban dien tu. Van ban dien tu cd chu ky sd hgp phap tuang duang vdi dau 
giap lai. 

r F A F 

b) Dau treo: V i tri ky sd tai gdc ben trai, trang dau cua tai lieu dugc ky sd. 
Dieu 14. Quy trinh ky so tren van ban dien td 
1. Quy trinh ky sd tren van ban dien tu 
a) Van thu cua ca quan, dan vi vao sd, ngay thang nam ban hanh vao van 

ban dien tu sau do chuyen van ban dien tu sang dinh dang PDF. 
b) Van thu gui van ban dien tu dinh dang PDF den ngudi cd tham quyen ky 

nhay vao trang trang them vao cudi van ban. 
F •> 

c) Lanh dao dung Idida bi mat thuc hien ky sd van ban dien tu sau Idii kiem 
tra day dii dieu kien. 

d) Lanh dao cua ca quan, dan vi gui lai van ban dien tu da l<:y sd cho Van 
thu. Van thu dung khda bi mat con dau cua dan vi thuc hien ky sd van ban dien 
tu. 

2. Ddi vdi van ban den 
F 1 

Cac laai van ban den dugc Van thu dan vi nhan, vao sd theo doi cdng van 
den va thuc hien ky sd de dam bao van ban den nguyen ven gan vdi trach nhiem 
cua Van thu theo trinh tu nhu sau: 

a) Vdi van ban dien tu: Thuc hien ky sd bang Ichda bi mat con dau. 
b) Vdi van ban giay: Van thu thuc hien quet van ban dudi dang PDF va thuc 

hien ky sd bang khda bi mat con dau cua ca quan. 
3. Ddi vdi van ban di 

Cac van ban gui, nhan dugc quy dinh tai Dieu 5, Dieu 6 giua cac dan vi 
thudc Uy ban Dan tgc thuc hien tren mdi trudng mang. 

Ddi vdi van ban gui di cac ca quan, td chuc ben ngoai Uy ban Dan tgc thuc 
hien hinh thuc ket hgp giua van ban giay va van ban dien tu dugc thuc hien ky 
sd: Van thu ca quan lay sd, ngay thang nam ban hanh, ddng dau cho van ban gily, 
vao sd theo ddi cdng van di, dung Idida bi mat con diu thuc hien ky sd van ban 
dien tu (hinh thuc va ndi dung van ban dien tu nay phai dam bao thong nhat vdi 
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van ban giay da dugc ky tay va dong dau), sau do chuyen cho cac co quan van 
ban dien tu va gui van ban giay cho cac don vi ngoai Uy ban Dan tgc theo noi 
nhan. 

4. Thdi gian phat hanh van ban giiy phai thdng nhit vdi thdi gian ky so tren 
van ban dien tu. 

Dieu 15. Kiem tra tinh hgp le cua chu- ky so tren van ban dien tir 
Khi nhan van ban dien tu dugc ky sd, Van thu phai su dung phan mem ky so 

da dugc Ban Co yeu Chinh phu cung cap de kiem tra tinh xac thuc cua chu ky sd, 
cac thdng tin tren chu ky sd can kiem tra gdm cd: 

1. Thdng tin chu ky hgp le; 

2. Ndi dung da ky sd chua bi thay ddi; 
3. Chung thu sd hgp le; 
4. Dau thdi gian tren chu ky hgp le. 
Trudng hgp mot trong cac ndi dung neu tren dugc phat hien la khdng hgp le 

thi van ban dien tu dugc coi la khdng cd gia tri. 

Dieu 16. Luu tru-, khai thac su dung van ban dien tu da ky sd 
1. Luu tru van ban dien tu da ky sd 
a) Van ban dien tu da ky sd khi luu tru phai la dang nguyen ban, khdng bi 

thay ddi sai lech theo quy dinh cua phap luat ve giao dich dien tu. 

b) Van ban dien tu da ky sd phai dugc luu tru cd td chuc, khoa hgc dam bao 
cho viec tim kiem, tra cuu dugc de dang va thuan tien. 

c) Van ban dien tu da ky sd sau Ichi nhan phai thuc hien sao luu dinh ky sang 
cac thiet bi luu tru chuyen dung nhu d dia cung, dia tu ... va phai dugc cat giu tai 
noi dam bao ve an toan, an ninh. 

d) Mdi C O quan, don vi phai thuc hien xay dung danh muc hd so dien tu cua 
A 

C O quan. Can cu vao danh muc hd so dien tu ciia co quan, can bd, cdng chiic, vien 
chii'c cd trach nhiem md hd sa, thu thap va cap nhat tat ca van ban, tai lieu dien tu 
hinh thanh trong qua trinh theo ddi, giai quyet cdng viec vao hd so tuang ling. 

2. Khai thac, su dung van ban dien tii luu tru 

a) Van ban dien tii da ky sd dang luu tru dugc chuyen ddi thanh van ban giay 
de phuc vu cho cdng tac chuyen mdn ciia cac ca quan, dan vi (neu can thiet). Chi 
nhung van ban dien tu cd chu ky sd dap ling Dieu 15 Quy che nay mdi dii dieu 
kien chuyen ddi thanh van ban giay. Dan vi thuc hien chuyen ddi van ban dien tii 
thanh van ban giay phai ddng them dau xac nhan cua dan vi. Ban in cua van ban 
dien tu cd chu ky sd sau Idii chuyen ddi thanh van ban giay cd gia tri phap ly 
tuang duang vdi van ban giay cd chu ky tay va can dau. 
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b) Khi chuyen tiep van ban dien tii da ky so sang ca quan khac thi van ban 
dien tii do c6 gia tri phap ly tuong duang van ban giay khi giao dich tren moi 
trudng mang qua cac he thdng thdng tin. 

c) Viec Idiai thac su dung van ban dien tu da ky sd phai tuan thu theo cac 
A 

quy dinh ve quan ly, luu tru van ban dien tii. 

Chircng I V 
D A M B A O A N T O A N T H O N G T I N V A T R A C H N H I E M 

T R O N G Q U A N L Y , SLT D U N G V A N B A N D I E N TTT V A 

L T N G D U N G C H U ^ K Y S O 
A A A 

Dieu 17. Cac hanh vi bj nghiem cam 
1. Ddi vdi quan ly, su dung van ban dien tii 

a) Tao ra thdng diep du lieu trong viec gui, nhan van ban dien tii nham thuc 
hien hanh vi trai phap luat. 

b) Can trd hoac ngan chan trai phep quy trinh truyen, giii va nhan van ban 
dien tu. 

A A ^ 9 

c) Tao ra hoac phat tan chuang trinh phan mem lam rdi loan, thay ddi, pha 
hoai he thdng hoac cd hanh vi Idiac nham pha hoai ha ting cdng nghe trong giii, 
nhan van ban dien tii. 

d) Thay ddi, xda, huy, sao chup, tiet Id, hien thi, di chuyen trai phep mot 
phan hoac toan bd ndi dung ciia van ban dien tu. 

d) Cac van ban thudc loai bi mat nha nude dugc quan ly rieng, khdng dugc 
thuc hien gui, nhan sii dung van ban dien tu. 

e) Du thao, luu giu tren may tinh va thiet bi dien tu cd ket ndi mang tin hgc 
(LAN, W A N , Internet) cac van ban, tai lieu, so lieu thudc bi mat nha nude. 

' r F 

2. Ddi vdi viec quan ly va su dung chu ky sd, chung thu sd 
a) Su dung chu ky sd nham chdng lai Nha nude Cdng hoa xa hdi chu nghia 

r F 

Viet Nam, gay mat an ninh, trat tu, an toan xa hdi, tien hanh cac hoat ddng trai 
vdi phap luat, dao due xa hdi. 

b) True tiep hoac gian tiep pha hoai he thdng cung cap dich vu chung thuc 
r t r F 

chu ky sd ciia td chiic cung cap dich vu chiing thuc chu ky sd; can trd hoat ddng 
cung cap va sii dung dich vu chiing thuc chu ky sd; lam gia hoac hudng dan ngudi 
khac lam gia chiing thu sd. 

c) Trdm cap, gian lan, mao nhan, chiem doat hoac sii dung trai phep khda bi 
mat cua ca nhan, td chiic khac. 

A •> 

Dieu 18. Trach nhiem cua cac don vj true thuoc Uy ban Dan toe 
1. Thu trudng don vi cd trach nhiem phd bien, quan triet chi dao can bd, cdng 

chiic, vien chiic va lao ddng hgp ddng viec ling dung cdng nghe thdng tin thuc 
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hien trao doi va sir dung van ban ho so dien tii; sii dung van ban dien tu thay thi 
F > 9 

van ban giay trong quan ly, dieu hanh va trao doi thong tin. 
2. Chiu trach nhiem truoc lanh dao Uy ban Dan toe trong viec ling dung chu 

ky so trong quy trinh hanh chinh ciia don vi minh. 
3. Thuc hien day dii cac quy dinh, quy trinh quan ly, su dung chiing thu so 

va tuan thii cac quy dinh ciia phap luat ve quan ly sii dung chiing thu so. 
4. Thuc hien cac quy dinh ve luu tru van ban dien tii tai ca quan minh. 
5. Thong bao kip thdi cho Trung tam Thong tin de thu hdi chiing thu sd ciia 

thue bao trong cac trudng hgp dugc quy dinh Dieu 18, Thdng tu sd 08/2016/TT-
BQP. 

X A 

Dieu 19. Trach nhiem cua Van phong Uy ban 
1. Quan triet, chi dao, kiem tra, giam sat va ddn ddc viec quan ly va sii dung 

van ban dien tu, chu ky sd, chiing thu sd trong hoat ddng ciia Uy ban Dan tgc. 
2. Dinh ky, dot xuat bao cao Bd trudng, Chu nhiem viec thuc hien trien khai 

chu ky sd, chiing thu sd trong Uy ban Dan tgc. 
Dieu 20. Trach nhiem cua Trung tam Thdng tin 
1. Thuc hien trach nhiem quan ly thue bao chiing thu sd theo quy dinh. Quan 

ly chiing thu sd cua tat ca can bd, cdng chiic, vien chii'c tai cac don vi thudc Uy 
ban Dan tgc. 

2. Chiu trach nhiem trien khai, ling dung chu ky sd tai Uy ban Dan tgc. 
Thudng xuyen kiem tra, ddn ddc viec ling dung chu ky sd tai cac don vi true thudc 
Uy ban Dan tgc, bao dam thdng nhat, bao mat, an toan va an ninh thdng tin tren 
mdi trudng mang. 

3. Quan ly cac dich vu ky thuat chu ky sd, chiing thu sd; phdi hgp vdi cac ca 
quan lien quan nghien ciiu tich hgp chu ky sd vao cac phan mem ling dung. 

4. Trien Idiai cai dat phan mem ky sd, td chiic tap huan, hudng dan sir dung 
F 7 

chirng thu sd cho can bd, cdng chuc, vien chiic cac dan vi true thudc Uy ban Dan 
toe. 

5. Dam bao cac he thdng img dung ket ndi mang internet de thuc hien ky sd, 
phuc vu Ichai thac, sir dung van ban dien tu theo quy dinh. 

6. Hd trg, hudng dan cac don vi true thudc Uy ban Dan tgc trien khai ring 
dung chu ky sd, ddng thdi hd trg xir ly su cd cho cac don vi trong qua trinh sir 
dung chirng thu sd. 

7. Tdng hgp, bao cao Uy ban Dan tgc ve tinh hinh trien khai thuc hien viec 
quan ly va su dung van ban dien tir, chu ky sd, chiing thu sd. 

A F F 

Dieu 21. Trach nhiem cua can bo dugc cap chiing thu sd 
1. Quan ly va su dung thiet bi luu Idida bi mat theo che do quan ly bi mat 

Nha nude d cap do "Tdi mat". 
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2. Thuc hien day du cac quy dinh, quy trinh quan ly, sir dung chirng thu so 
va tuan thii cac quy dinh ciia phap luat ve quan ly sir dung chung thu so. Khi phat 
hien chung thu so Idiong con thuoc sir kiem soat ciia minh, phai kip thdi bao cao 
cho lanh dao ca quan, dan vi biet d l thong bao kip thdi cho Trung tam Thdng tin 
xir ly. 

3. Ngudi l<y so phai chiu trach nhiem trudc phap luat theo cac quy dinh ciia 
Nha nude v l quan ly sir dung chung thu sd. 

Chirang V 
TO CHTĴ C THl/C HIEN 

Dieu 22. Kinh phi dam bao sd dung van ban dien td, chd ky sd 
Kinh phi dam bao quan ly va sir dung van ban dien tir, chu ky sd, chung thu 

sd dugc lay tir ngudn ngan sach nha nude du toan hang nam ciia Uy ban Dan tgc. 
Can cir vao k l hoach hing nam, cac dan vi cd trach nhiem xay dung ke hoach, d l 
xuat du toan kinh phi thuc hien quan ly va sir dung van ban dien tir, chu ky so, 
chung thu sd giri Trung tam Thdng tin de tdng hgp, gui Vu Ke hoach, Vu Tai 
chinh tham dinh, trinh Bd trudng, Chu nhiem phe duyet. 

Dieu 23. Che do bao cao 
1. Dinh ky vao ngay 10/12 hang nam, cac dan vi cd trach nhiem bao cao 

bang van ban gui ve Trung tam Thdng tin tinh hinh quan ly va sir dung van ban 
dien tir, chu ky sd, chung thu sd trong hoat ddng ciia dan vi thea mau tai Phu liic 
II ban hanh kem thea Quy che nay. 

2. Giao Trung tam Thdng tin xay dung tien ich thdng ke ket qua quan ly, van 
ban dien tu, chu ky sd, chung thu sd va giai quyet van ban, ho sa qua mang ddi vdi 
timg ca nhan, dan vi thudc Uy ban Dan tgc, tao ca sd cha Lanh daa Uy ban danh 
gia Thii trudng dan vi va Lanh dao dan vi danh gia cdng chirc, vien chirc thudc 
tham quyen quan ly theo quy dinh. 

A 
Dieu 24. Khen thudng, xu ly vi pham 

F r f 

1. Ket qua thuc hien Quy che la mot trong nhung tieu chi danh gia ket qua 
thuc hien nhiem vu hang nam ciia cac ca nhan, don vi, ddng thdi la tieu chi bit 
budc de xem xet cac hinh thuc Idien thudng va danh hieu thi dua ddi vdi cac td 
chirc, ca nhan. 

2. Don vi, ca nhan vi pham Quy che nay va cac quy dinh Idiac ciia phap luat 
ve quan ly va sir dung van ban dien tir, chu ky sd, chung thu sd, tuy theo tinh chat, 
mire do vi pham se bi xir ly ky luat hoac cac hinh thuc xir ly Idiac theo quy djnh 

F F F 

ciia phap luat; neu vi pham gay thiet hai den tai san, thiet bi, thdng tin, du lieu thi 
chiu trach nhiem bdi thudng theo quy dinh ciia phap luat hien hanh. 
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Dieu 25. Dieu khoan thi hanh 
1. Thu trudng cac dcm vi true thuoc Uy ban Dan toe cd trach nhiem phd bien, 

quan triet den toan the can bd, nhan vien trong dcm vi thuc hien cac quy dinh tai 
Quy che nay. 

2. Trong qua trinh td chuc thuc hien, neu cd kho khan, vudng mac can sua 
ddi, bd sung, cac co quan, dcm vi phan anh ve Trung tam Thdng tin de tdng hgp, 
trinh Uy ban Dan tgc xem xet, bd sung cho phu hgp./. 

K T . B O TRITONG, C H U N H I E M 

THir TRITONG, P H O C H U N H I E M 
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{Ban h 

PHU LUC I 

g an the hien chu- ky so tren van ban 

dinh s6: BQ /QD-UBDT ngay ffl thdng S nam 2018 
o trudng, Chu nhiem Uy ban Ddn toe) 

I. Ky so van ban den 
f f r r 

Ky so van ban den bao dam tinh phap ly cua van ban den tren he thong va co 
tac dung tuong tu nhu diu "CONG V A N DEN". V i tri d dlu trang dau tien: 

C H I N H P H O 

Ky fadi; Cong Thdng tin dten til Chinh phu 
Emaiiil: t h o n g t i : n c h m h p h u © c n i n h p h U : V n 
Co quan; VIn phong Chinh phu 
Thctl giao ky; 16.06.20T6 16:26:59+07:00 

C O N G H O A , X A H Q I C H U N G H I A , V l f T N A M , 
©gc l|p - Tir do - Hanh pbdc 

II. Ky so theo tham quyen 

V i tri l<y sd la tai cac d sd 7a, 7b, 7c va 8 tai Phu luc cua Thdng tu sd 
01/2011/TT-BNV ngay 19/1/2011, cua Bd Ndi vu (quyen han, chirc vu, ho ten, chu 
ky cua ngudi cd tham quyen va dau cua ca quan, td chuc). 

1. Phuang an 1: 
The hien nhu the thuc van ban hien hanh, them thdng tin ve chu ky sd: 

Nai nhan: 
- Nhu tren; 
- Luu: VT. 

t U \ M !)()( 

- \\ N Xgutri ky: Xguyen \ 1 fi 
I'n'uii: 
n g uy t'. iingac ixj.:a c ema. u ci v. ̂ 71 
t iT qjjrr Tnm,j Lun Thiiriu tin, Uy 
aan JJxn wc 
t Jill'; vg: Cj'_imdik 
Thni /lanl;,: l.i l!":OI7 il Q"i-55 
+ill7±li( 

2. Phuang an 2: 
The hien hinh anh dai dien chu ky sd cua td chuc va ca nhan rieng re: 

Nai nhan: 

-Nhutren; ~ M A M IKK 
- L u u : V T . 

; . • ̂ -/y ' 
NjtutiTi .Nt-nt III 
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III. Ky nhay 
Ky nhay/tat la cua ngudi chu tri soan thao van ban va cua ngudi chiu trach 

nhiem ve the thuc, ky thuat trinh bay, thu tuc ban hanh van ban cua co quan, t6 
r F 

chuc. Do tinh toan ven cua van ban gan vdi chu ky sd va bao dam tinh trinh bay, vi 
tri chu ky sd dat d trang trang them vao cudi van ban. 

Phuang an 1: 
The hien bang hinh anh chu ky: 

Phuang an 2: 
Kem theo thdng tin cua chu ky sd: M A ^ Ngufri ky: Ngiayln x^ m 

X t.ifiiil: 
ngisy ennciikhaia cema.gav."i,n 
Ccr quan: Tmna tim Thomg lin, Uy 
han Din tor. 
riiik vu: UUrndtk 
Thdi iiaraky-: I3.»7.:0]7 Il JWiSS 
+a7:0ft 
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PHU LUC II 

ao tinh hinh sn dung van ban dien tir 

lyit dinh so: BI/QD-UBDT ngay CU thdng S nam 2018 
Bo trudng, Chu nhiem Uy ban Ddn toe) 

UY BAN DAN TOC 
<TEN CO QUAN, BON VI> 

S6: / 

CONG HOA XA HOI CHU NGHIA VIET NAM 
Boc lap - Tg do - Hanh phiie 

, ngay ...thdng ... nam 

BAG CAO TINH HINH StT DUNG VAN BAN DIEN TET 

Kinh gui: Trung tam Thong tin 

I. Tinh hinh su* dung van ban dien tu-

<Ten ca quan, dan vi> bao cao tinh hinh su dung van ban dien tu, chu ky so 
nam nhu sau: 

STT Loai van ban 

Tong so 
van ban 
dien tir 

• 

phat 
hanh 

So lugng 
van ban 
dien tir 

khong CO 
r 

chu" ky so 

F 

So lu-gng 
van ban 

dien tir sn 
dung chir 

F 

ky so 
A Trong boat dong noi bo co quan Uy ban Dan toe 

1 
Thu mdi, Giay mdi, Giay trieu 

F \ 

tap hop; Giay uy quyen 

2 

7 7 7 

Thong bao (Y kien ket luan 
cua Lanh dao Uy ban, Gidi 
thieu con dau, chu ky..) 

3 

-jj ' 

Cdng van trao ddi, dong gdp y 
kien; Cac van ban sao gui de 
phdi hgp xu ly 

4 
Cac van ban bao cao cong tac: 
bao cao thang, quy, 6 thang va 
cac bao cao theo yeu cau. 

5 
Van ban Quy pham phap luat 
gui chung de biet 

6 
Cac loai van ban, tai lieu Idiac 
(neu cd): 
- Loai 1 
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- Loai 2 
- Loai 3 

n 
a 

Vdi CO quan, to chuc, ca nhan ben ngoai 

1 van Dan nann cninn 
2 

T 

Ho so cong vice 

3 
H^ I'̂ u-* IA y* 4̂ .* 4-J .4 -f"t 1̂ at 1 r Av *-vA -I-IA Â  AV T T 4.̂4 

Oui ban Qien tu Rem tneo van 
1^ r> -V\ t~ry Pit T /~\\t A x / f • i ' ^ X-» -t̂ E-x Pi 

Dan giay cno uninn pnu 

4 

C^l^Cvt E-X /-» V X /T-l A-t^ LI'T' 1 A Ax 1 -V-\ t-E-X AX AX X ' A X ^ 

Lrui Dan uien tu Rem meo van 
(Jai l g r a y V-l lU U J D i N J - J U a U U a p , 

So, nganh dia phuong 

5 

Cac loai van ban, tai lieu khac 
(neu G O ) : 

5 - Loai 1 5 
- Loai 2 

5 

- Loai 3 

II. Cac kho khan, vudng mac 

r y r 

III. Kien nghj, de xuat 

Nai nhan: 
- Nhu tren; 
- Liru: 

THU TRirdNG DON VI 
(Ky, dong dau, ghi ro ho ten) 


