
UBND TiNH QUANG TRj
VANPHONG

S&: 119 /QD- VP

CQNG HoA xA HQI CHI) NGHiA VIJ):TNAM
D(lc I~p - Ty' do - H~nh phuc

Quang Trl, ngay 10 thang 3 nam 2015

QUYl1;T DJNH
Ban himh Quy ch~ cong tac van thu, IlfU trfi'
cua Van phOng UBND tinh Quang Tri

CHANH VAN PHONG UBND TiNH QUANG TRJ

Can cu QuySt dinh s&OIlQD-UB ngay 10 thang 7 nam 1989 eua UBND Hnh
vb vi~e Thanh laP Van phong VBND dnh Quang Trj; Quyih dinh s&08/201IlQD-
VBND ngay 14 thang 4 nam 20 II eua UBND tlnh vb vi~e Quy djnh ehue nang,
nhi~m vv, quybn h~ va ca diu t&ehue eua Van phOng VBND tfnh Quang Trj;

Can eu Nghi dinh s& lIOIND-CP ngay 08 thang 4 nam 2004 eua Chinh phu
vb eong tae van thu va Nghi dinh s&09/2010IND-CP ngay 08 thang 02 nam 2010
sua d&i, b& sung m(\t s&dibu eua Nghi djnh s& II 0/2004IND-CP ngay 08 thang 4
nam 2005 eua Chinh phu vb eong tae van thu;

Can eu Nghi dinh s&01120 13IND-CP ngay 03 thang 0 I nam 2013 eua Chinh
phu Quy dinh chi tiSt thi hanh m(\t s&dibu eua LUat Luu trfi';

Can eu Nghi dinh s& 58120011ND-CPngay 24 thang 8 nam 2001 eua Chinh
pM vb quan Iy va su dVng con diu va Nghi dinh s& 3112009/ND-CP ngay 0 I
thang 4 nam 2009 eua Chinh phu sua d&i, b& sung m(\t s& dibu eua Nghi djnh s&
58/2001/ND-CP;

Can eu Nghj dinh s& 33/2002/ND-CP ngay 28 thang 3 nam 2002 eua Chinh
phu quy dinh chi tiSt thi hanh Phap l~nh Bao v~ bi mat nha nuae;

Can eu ThOng tu Lien tjeh s& 55/2005/TTLT-BNV-VPCP ngay 06 thang 5
nam 2005 eua B(\ N(\i vv va Van phong Chinh phu vb vi~e hu6ng diln thS thue va
ky thuat trinh bay van ban;

Can eu Thong tu s& 01l2011/TT-BNV ngay 19 thang 01 nam 2011 eua Bo
N(\i vv hu6ng diln thS thue va ky thuat trinh bay van ban hanh ehinh; .

Can eu Thong tu s& 0712012/TT-BNV ngay 22 thang II nam 2011 eua B(\
N<)i V\l v@vi~c huang ddn qmio ly van bim, I~p h6 sa va n<)p h6 So', Uti li~u VilO
Itru trfr cO' quan;

Can eu Thong tu s& 0712010m-BCA ngay 05 thang 12 nam 2010 eua B(\
Cong an quy dinh chi tiSt thi hanh m(\t s&dibu eua Nghi dinh s& 58/200 IIND-CP
ngay 24 thang 8 nam 2001 vb qUlin Iy va su dVng con diu da duge sira d&i, b&
sung m(\t s&dibu theo Nghj dinh 5&31/2009IND-CP ngay 01 thang 4 nam 2009;
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Can eu Thong ill 56 09/2013!IT-BNV ngay 31 thang 10 nam 2013 eua Bi) Ni)i
V\l Quy djnh eh~ di) bao cO.oth6ng ke eong tae van thu, Itnl trii va tai li~u 1tnl trii;

Can eu Thong ill s6 04/20 13!IT-BNV ngay 16 thang 4 nam 2013 eua Bi) Ni)i VI,l
hUOngdfrnxay d\fl1gQuy eh~ eong tae van thu, Itnl trii eua cae co quan t6 ehue;

Xet db nghj eua TruOng phimg Hanh ehinh - Til ehue,

QUYETDINH:
Dibu 1. Ban hilnh kern theo Quy~t dinh nay "Quy eh~ eong tae van thu, luu

trii eua Van phimg UBND tlnh Quang TTj".
Dibu 2. Quy~t djnh nay co hi~u l\Teki! tir ngay ky ban hanh va thay thi! Quy~t

djnh 56 150/QD-VP ngay 06 thang 4 nam 2010 eua Van phong UBND tinh.
Truong phong Hanh ehinh - Til ehue, cae TruOng phimg, Gi"-m d6e cae

Trung tam, Ban Ti~pcong dan tinh va can b(>,cong chuc, vien chuc Van phong
UBND tinh ehju traeh nhi~rn thi hanh Quy~t djnh nay.!. ~

Ndi nlt(1n:
~Nhu dibu 2;
- Chi! tjeh, cae PCT (hie);
- Cbanh. PVP;
- S6'NQi v~;
~Chi c~cVTL T;
- Luu:VT, TCHC. ~,

•• ,.~/.- j( ,

guyen Van Bon
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UBND TiNE QUANG TRj
VANPHONG

C(lNG HoA xA H(lI CHt) NGHiA VIET NAM
Dqc I~p - T •••.dO'- H~nh phoc

QUYCHt
Cong tac van thll', hru trif cua Van phimg UBND tinh Quang Trj

(Ban himh kern thea Quyit iitnh s6: 119!QD- VP
Ngay 10 thimg 3 nam 2015 cua Vanphong VBND tinh Quang Trt)

Chll'O'ng I
QUY DlNH CHUNG

lJi~u 1. Ph~m vi va dBi tlr'lng di~u chlnh
1. Ph~m vi di~u chinh
Quy ch~ ceng tac van thu, luu ttil cua Van phOng VBND tinh Quimg Tri

dugc ap d1,U1gdbi vai Khbi Nghien Clm - Tbng hgp, cac Pheng, cac Trung Him:
Ban Ti~p ceng dan va can b(>, ceng chirc, vien chirc Van phOng VBND tinh
Quang Trj (cac Trung tam, Ban Ti~p Ceng dan sau day glli chung lao cac dan vi
ltVc thu(>c; can b(>,ceng chirc, vien chirc sau day glli chung lao can b(».

2. Dbi tugng di~u chinh
a) Ceng mc van thu baO'gi;m cac ceng viec v~ so~n thilo, ban hanh van bim;

quim ly van bim va tai lieU khac hinh thanh trang qua trinh ho~t d(>ng cua UBND
tinh, Van phimg VBND tinh va cac dan vj ltVc thu(>c Van pheng; I!'p hi; so va
giao n(>phi; so, tai lieu vaO' Luu trfr co quan; quan ly va sir d\Jng con diiu trong
c6ng tile van thu.

b) Ceng mc lOll tril bao gi;m cac ceng viec v~ thu tMp, chinh ly, xac djnh gia trj,
bao quim thbng ke va tb chirc sir d1,U1gtill lieU lOll trfr hinh thanh trong qua trinh ho~t
d(>ngcua UBND tinh, Van phong UBND tinh va cac dan vi ltVc thu(>cVan phOng.

c) Tb chirc, nhiem V\J, kinh phi ho~t d(>ng van thu, lOll ttil dugc thvc hien
theo quy dinh cua phap lu!,t hien hanh.

Di~u2. Gini thieh tir ngiffviSt tAt
1. "Quy ch~ ceng tac van thu, luu ttil cua Van phong VBND tinh" bao gi;m

tiit ca nhfrng quy dinh v~ ho~t d(>ng van thu, lOll ttil trang ph~ vi qua trinh tham
mOll giop viec cho VBND tinh va ceng tac quan Iy, chi d~o, di~u hanh cua Van
phong UBND tinh d~ thvc hien chirc nang, nhiem V\J cua co quan Van phOng
UBNDtinh.

2. "Van ban d~n" Iii van ban, h6 sO' eua cO' quan, t6 chuc (sau day g9i chung
la co quan) va dan, thu ca nhan giri d~n VBND tinh, Van phong UBND tinh, Chu
tich, cac Ph6 Chu tich VBND tinh (sau day glli chung la lanh d~o UBND tinh),
Chimh Van phOng, cac PM Van phong UBND tinh (sau day glli chung la lanh d~o
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Van phimg) va cae dan vi tr\Ie thu(\e Van phimg theo duimg bUll di~n, giao thong
d~e bi~t, fax, giri tf\Ie tiSp ho~e giri qua m~ng.

3. "Van ban di" la van ban, h6 sa do VBND tinh, Chll tjeh UBND tinh, Van
phimg VBND tinh va cae dan vi tr\Ie thu(\e Van phimg ban hanh, giri co quan, ea
nhan theo duimg bUlldi~n,giao thong d~ebi~~fax, girl lr\fe tiSpho~egirl qua m~g.

4. "Ban thao van ban" la ban duge viSt ho~e danh may, hinh thanh trong qua
trinh SO~ thao van ban.

5. "Ban gtle van bim" Ia ban hoan ehinh vS n(\i dung, th@thire van ban va
duge co quan, ttl ehire ban hanh va co ehfr kYtf\Ie ti€p ella nguiri co thfrmquySn.

6. "Ban chinh van ban" la bim hoan chinh v6 nQi dung, thS thuc van bim va
duge co quan, ttl ehire ban hanh.

7. " Ban sao y ban chinh" la ban sao dAy du, chinh xac nQi dung eua vim bim
va duge trinh bay theo th@thire quy djnh. Ban sao y ban ehinh phai duge th\Ie
hi~n tir ban ehinh.

8. "Ban trieh sao" la ban sao m(\t ph5n n(\i dung ella van ban va duge trinh
bay theo th@thire quy dinh. Ban trich sao phai duge th\Ie hi~n tir ban ehinh.

9. "Ban sao l1,e" la ban sao diiy dll, ehinh xae n(\i dung van ban, duge th\Ie
hi~n tir ban sao y ban ehinh va trinh bay theo th@thire quy djnh.

10. "H? so" lit ffiQt t~ptai li~uco lien ,quan vai nhau v6 mQt vfin d~,mQt S\I
vi~e, m(\t sai luqng ev the ho~e co d~e diem chung, hinh thanh trang qua trinh
thea d5i, gicH qUYlh c6ng vi~c thuQc ph~mvi, chuc nang, nhi~mV\l eua CO' quan,
16 chuc, ea nhful.

II. "L~p h6 sa" la vi~e t~p hqp va s~p x€p van ban, tai li~u hinh thanh trang
qua trinh theo dai, giili quy€t eang vi~e thanh h6 sa theo nhfrng nguyen t~e va
phuang phap nhfrt dinh.

Di~u 3. Trach nhi~m qmin Iy, thl}'c hi~n cong tac van thlf, 11mtrii'
1. Traeh nhi~m ella Chanh Van phOng UBND tinh trong vi~e quan Iy eong

tae van thu, lUlltrii
a) Ttl ehire xay d\Ing, ban hanh, chi d~o vi~e th\Ie hi~n cae eh€ d(\, quy dinh

vS eang tae van thu, Iuu trfr theo quy djnh ella phap lu~t hi~n hanh.
b) Kiem tra vi~cth\fc hi~ncae chS dQ, guy dinh v6 cong hie van tbu, lUll tru

d6i vo; cae dan vi t11fC thuQc; gilti quy~tkhi~un<;ti,t6 cao va xu ly vi phc,lffi phap
lu~tv6 cong tac van thu, luu tru theo thdm quySn.

c) Chi d~o vi~e nghien ew, ling dVng khoa hge va eang ngh~ tin hge vao
cong tac van thu, lUll tru.

2. Trach nhi~m ella Truimg phimg Hanh ehinh - Ttl chire
Gillp Chanh Van phang tf\ICti€p quan Iy, ki@mtra, giam sat vi~e th\Ie hi~n

eang tae van thu, lUlltrfr t~i Van phimg VBND tinh, d6ng thai ttl ehire huang diln
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nghi~p V\l v~ eong llie van thu, luu tril eha van phimg UBND tinh va eae dan vi
tn;rc thuQC.

3. Traeh nhiem eua Thu truang eae dan vi tr\fe thuQe
ThO truiYng~ae dan vi t'\fe thuQe eo traeh nhi~m tri~n khai va t&ehUe th\fe

hi~ncae quy djnh eua Van phimgUBND tinh v~van tlm, luu trUeha dan vj minh.
4. Traeh nhi~m eua m6i ea nhan
Trang qua trinh ghii guySt cong vi~cmlii ea nhal} chiu trach nhi~mtracre

Chanh Van phOng v~ tinh hinh, xu Iy van ban; quim ly,hO sa, tai li~u; va th\fe hi~n
nghiem tUecae quy djnh eua Van phOngUBND tinh ve van thu, luu tm.

Di~u4. Bao vf bi m~tDha mrO'ctrong cong tac van thtr, hru trw
MQi ha~t dQng trang ph~ vi eong tae van thu, luu tm eua Van phimg

UBND tinh va cae dan vi tr\fe thuQeVan phOng phili th\fe hi~n thea quy dinh ~i
Nghi dinh 5&33/20021NI>-CP ngay 28/3/2002 eua Chinh phu quy dinh ehi tiet thi
hilnh Philp I~nhBaa v~ bi mat nha nuae.

Chlfong II
CONG TAc VAN THU

M\le 1
SOAN THAo, BAN HA.NH VAN BAN

Di~u5. Bloh thue van ban
G6m cae lo~ivan ban sau:

- Van ban quy ph~ philp IUat;
- Van ban ehuyen nganh;
- Van ban hilnh ehinh;
- Van ban trao a6i v6'i co quan, t6 chuc hoi.ic eel nhan nuac ngoai.
I)i~u6. Th~thue van ban
I. Van ban quy ph~m philp IUat:th\fe hi~n thea quy djnh t~i ThOng tu Lien

tieh 5&55/2005ITTLT-BNV-VPCP ngay 06/5/2005 eua BQNQi V\l va Van phOng
Chinh phOhuang ddn v~ th@thue va k)i thuat trinh bay van ban.

2. Van ban hanh ehinh: th\fe hi~n thea quy dinh t?i ThOng tu 5&01/201 1ITT-
BNV ngay 19/01/2011 eua BQNQi V\l huang ddn v~ th@thue va k)i thuat trinh bay
van ban hilnh ehinh.
. 3. V,an ban ehuyen nganh: e~e hinh thue van bim ehuyen nganh th\fe hi~n

thong nhat thea quy dinh huang dan eua ea quan quan Iy nganh, linh Vl,l'eva quy
dinh eua philp IUat.

4. Van ban trao o6i v6i co quan, t6 chuc hoi.ic ca nhful nuac ngoili: thl;lc hi~n
thea cae quy djnh eua philp IUatva thea thong I~ qu6e t@,

Di~u7. So~nthao van ban
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1. Vi~c SO<U1thim van ban guy ph(Ul1phap lu~t
Th\1c hi~n theo guy dinh cua Lu~t ban haOOvan bim Quy ph(Ul1phap lu~t cua

HQi d6ng OOan dan, Uy ban OOan dan ngay 03/12/2004; Lu~t ban hanb van ban
Quy ph(Ul1phap lu~t ngay 16/8/2008.

2. Vi~c SO<U1thao cac van bim khac phai dam bao cac guy dinh
a) Can cu vao tiOOch~t nQi dung cua van ban c~n so?n thim, laOOd?o Van

phOng giao cho can bQ theo doi linh V\1Cth1,1ly, giai guy&t cong vi~c va so?n thao
van ban.

b) Chuyen vien dugc giao so?n thao van ban co trach nhi~m:
- Xac dinh hinh thuc, nQi dung, dQkhc1n,nm nh?n eua van ban cAn soc.mthaa;
_ D6i chiSu v6i quy djnh eua phap lu~tv@baa v~ hi ill?! nhil nuac as xac

dinh mue 09 ill?! trinh xin y kiSn lanh de;tov€ mue oQ ill?! eua van ban truac khi
thgc hi~ndanh may soe;tnthao van bim;

- Thu th~p xu ly thong tin co lien guan;
- So~mthao van ban; vi~c SOe;tTIthaa van ban co TIQi dung ill?! phiti sir dVng

may tinh chuyen dung (khong k&tn6i m?ng) dung guy dinh;
- Truimg hgp dn thi&t, d€ xu~t vcri laOOd?o Van phOng tham khim y ki&n

cae co quan, bQ ph?TI, ho~cea nhan co lien quan; nghien cUu, ti~p thu y kiSn dS
hoan chinb d\1 thao;

- Trinh duy~t d\1 thao van ban kern theo tili li~u co lien guano~&~~_~_~.~~~gd~~_*~~
I. Ban thao van ban phai do nguiri co thfrm guy€n ky van ban phe duy~t.
2. Truimg hgp sua chua, b6 sung ban thao van bim da dugc duy~t phai trinh

nguiri duy~t xem xet guy&t dinh.
Di~u 9. Ki~m tra van ban trU'Cyc khi kY ban hanh
1. Can bQ tf\Ic tiSp SO~ thao van ban: KiSm tra va chiu tnich nhi~mve 09

ehiOOxac eua nQi dung van ban; ki&m tra th&thuc, k)' thu~t triOObay van ban, ky
OOay vao cu6i nQi dung van ban (sau dfru .I.); muc dQ khfrn, mirc dQ m~t; d6i
tugng oo~ van ban, truac khi triOO lanh d?o Van phOng ky van ban (d6i vai van
ban Van phimg UBND tiOOban haOO), ho~c triOO lanh d?o Van phimg kY thfrm tra
van ban (d6i vai van ban UBND tinh ban hanh) truae khi trinh liinb d?o UBND
tinh ky van ban; vi tri ehu ky OOay thfrm tra van ban cua laOOd?o Van phimg a
eu6i vi tri chUc danb cua nguiri co th~m guy€n ky van ban (sau chu CHi!
T!CHlPHO CHi! T!CH).

2. D6i vai van biln do cae co guan chuyen mon daOOmay d\1 thao trinh: can
bQ duge phan cong theo doi liOOY\1Cchiu trach nhi~m ra soat van ban d\1 thao va
th\1e hi~n d€ trinh ky van ban theo trinh tI! OOuguy dinh t?i khoan I Di€u nay.
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, 3. PhOng Himh chinh - T6 chuc (Bi) ph(ln Van thu): c6 tn\ch nhi~m ki€m tra
the thuc, ky thu~t triOObity van bim truac khi ban haOO,

Di€u 10. Ky van ban
Th~m quy€n kY van ban th\Ic hi~n theo quy diOOcua phap lu~t, Quy ch€ lam

vi~c cua UBND tiOOva Van ph6ng UBND tinh,
D6i vai lo~i van bim cAn gui bitn g6c di (Quyit ttinh cu can b{j ttl cong tac

nttac ngoai cdn him gbc iJt lam hi) chiiu), can bQ SO~ thao van bin phai trinh
HiOOd~o UBND tinh ky hai ban g6c,

I)i~u 11. Ban sao van baD
L Vi~c sao y ban chinh, sao lvc va trich sao van ban do HiOOd~o Van ph6ng

quy€t diOO,Cac hinh thuc sao g6m: Sao y bitn chinh, sao lvc va trich sao; th€ thuc
ban sao th\IChi~n theo Thong tu s6 01/2011fIT-BNV ngay 19/01/2011 cua Bi) Ni)i VV,

2, Ban sao y ban chinh, ban trich sao, ban sao lvc dugc th\Ic hi~n theo dung
quy dinh cua pMp lu~t va c6 gia tri phap Iy OOubim chiOO,

3, Ban sao chVP (photocopy ca ddu va chii' kf; cua van him chinh) chi c6 gia
tri thOng tin tham khao.

4. Khong dugc sao, chVP, chuy€n pMt ra ngoal co quan, t6 chuc OOUngy
ki€n ghi ben I€ van ban. Truong hqp cac y ki€n cua liiOOd~o co quan ghi trang
Vbbinc~ilii~tc~viec~wdi~,~~ic6~~~~~~ch~h6ab~
van ban hanh chiOO,

Myc 2
QUANLyvAN BAN

Diiu 12.Nguyen tic va trach nhi~mtrong ti~p nh,n, xu Iy, phat himh va
quan Iy viin ban

L Tilt ca van bim d€n, van ban di cua UBND tfnh, Van ph6ng VBND tfnh
phai dugc quan Iy ~p trung th6ng ooilt t~i Van thu co quan,

2, Van ban d€n, van bim di cua cae dan vi tr\IC thui)c dugc quan Iy t~p trung
11;1icae dan vi fIVe thuQc.

3, Van ban di, van bitn d€n thui)c ngay niiO phai dugc dang kY, pMt hilnh
ho~c chuy€n giao trang ngay, ch~ ooilt la trang ngay lam vi~c ti€p theo, Van ban
d@nco dong dAu chi cae mue d(>khin: "H6a t6e", "Thuqng khcln" va "KhAn" (sau
day g9i chung la van ban khiln) phai dugc dang ky, trinh va chuy€n giao ngay sau
khi OO~n dugc, Van ban kh~n di pMi dugc hoan tMOO thu t\Ic phat Mnh va
chuy€n phat hanh ngay sau khi van ban dugc ky,

4, Van ban, tai li~u c6 ni)i dung mang bi m~t nha nuac (sau day g9i tlit la van
ban m~t) dugc diing kY, quan Iy theo quy diOOcua phap lu~t hi~n hanh v€ bito v~
bi m~tnha nuac.
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• 5. Vii? bim d!, van bim d€n dugc yilO56 theo dung mau quy dinh vil Phili in
ra de I~p so luu. So,dang ky van bim den phili dugc in hang ngily d€ chuy€n giao
ky nh~ van bim; so .dang ky van b,,!, di m(it quy in m(it lfuJd€ ph\lc V\lquim Iy,
tra tim van ban khi can thiet va chuyen nQp luu trfr cO' quan.

6, Viec xli Iy van bim dugc th1Jchien tren m~ng tin hQc, trIi van biln co noi
dung thu(ic danh m\lc bi m~t nhil nuac. '

7, Cim b(i chiu tnlch nhiem xli ly, can b(i ph6i hqp xli Iy, thll tru6'ng cac dan
vi va liinh~o CC1 quan cOwch nhiem cling tham gia trong qua trinh xli ly van ban,

8, Can b(i chiu trach nhiem xli Iy chi xli Iy van bim khi co diu "D€n" do Van
thu dong va xli ly van ban dung thai h~n quy dinh,

9. Hi; sa trinh lanh d~o UBND ti!,h la hi; sa giiy; can b(i chiu tn\ch nhiem xli
Iy van bim co nhiem v\ll~p, quim Iy ho sa.

Di€u 13. Trinh tv quan ly van han di\n
Tit cil van bim d€n UBND tinh, Van phimg UBND Hnh dugc quan Iy theo

trinh l\f sau:
1. Ti€p nh~n, dang ky van bim d€n;
2, Trinh chuy€n giao van bim d€n;
3, Oiai quy€t, theo doi va don d6c viec giai quy€t van ban d€n,
Di~u14. Ti~pnh~n,dang ky van ban d~n
1. Ti€p nh~n
_ Tilt ca van bi'm dSn tu mQi ngu6n dSn t~iCO' quan dSu phai duqc qwin ly t~p

trung, thbng nhit t~i Van thu CC1 quan (tru trU'imgh9'[Jc6 quy ainh khac). Van thu
tiSp nh~, ki€m tra sa b(i nSu pMt hien c6 dii;u gi khong dam bao an toan bi m~t
(phong bi khOng dan, bi rach hogc c6 ddu hi~u kha nghi ...) tm phili l~p bien bim
va baa cao Chanh Van phimg dS giai quySt.

_Van bim khfuJdSn ngoai gia liun viec, ngay Ii;, ngay nghi glii dich danh/ten
rieng Chu tich, Ph6 CM tich, Chanh Van phimg, Ph6 Chanh Van phimg UBND
tinh thi giao thong d~c biet, bun ta c6 trach nhiem chuy€n ph:it tfl,fcti€p dSn dja
chi nha rieng; n€u van ban khin ai; giIi: UBND tinh, Van phimg UBND tinh thi
chuy€n phat t~i dja chi nha rieng di;ng chi Chanh Van phong UBND tinh (ho~c Ph6
Van phong dugc Chanh Van phong giao lrl,fcxli ly cong viec trong thm gian Chanh
Van phong di cong tac) ai; kip thm xli ly van bim.

2. Phim lo~i va dang ky van ban dSn
a) Phim lo~i
_Dbi vOilo~iphong bi Van thu khong dugc boc gi;m:
+ £lien m~t CC1 ySu: Van thu liun thu l\JCva chuy€n ngay dSn liinh d~o d€ xiI ly.

Sau kill xli ly xong dien m~t, ca nhan c6 trach nruem dugc giao xli ly chuy€n dien m~t
d6 cho b(iph~ Van thu d€ lam thu l\JcchuySnw l~iCay€u Tinh uy theo quy djnh.
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+ ~hDng bi ngDai bi co dong dftu chfr ky hi~u milc d(>m~t A, B, C (Tuy?t
mgt, T6i mgt, Mgt) va nhfrng bi ghi "chi nguai co ten mai duac boc bi'". ,

+ PhDng bi giri ten rieng, phDng bi ghi chirc danh laOOdaD VBND tioo va
laOOd~DVan phlmg UBND tiOO; .

+ PhDng bi giri Ban Can S\fDang UBND tiOO,cac t& chirc Dang, DDan th~
cua Van phlmg VBND tinh;

_D6i vCriID~iphDng bi Van thu dugc boc: g6m OOfrngphDng bi clm l~i (trir
OOfrngbi kh6ng dugc boc).

_ 1?6i vCrivan bim fax; van ban chi OO~nqua m~ng (thea guy dinh tt;liQuy€t
dinh s6 468/Q£J-UBND ngay 20/3/2012) Van thu in van ban, dong dftu d~n d~
lam thu l\Jc dang ky.

_ U6i v6i lO(;li vat; ban v~a nh~n van ban giAy, d6ng thai nh~n qua m;;t.ng
(thea guy dinh t'J,iQuyet dinh s6 468/QP-UBND ngay 20/3/2012) thi khi naDoo~
dugc van ban lliay tir cac dan vi giri den, Van thu mai lam thu tIlc dang ky VaDs6
van ban den de dam MD gia trj phap Iy khi th\lly giai quy~t van ban.

D6i vai van Mn giri dich danh, Van thu can cil th6ng tin ngDaibi d~ dang kY
vao sf>quan ly rieng va chuySn vaa hQc ill c6ng van eua ea nhan.

b) Dang kYvan ban d~n
_Vi~c dang kYvan Mn d~n dugc th\fc hi~n tren m~ng tin hQc, trir van Mn

gili Ban can slf Dang UBND tiOO,van ban co n(>idung thu(>cdanh m\lc bi m~t
OOanuac (dang ky rieng bing tM c6ng); cac van Mn thu(>c liOOVlfCco tiOOchftt
nh~ycam, dan thu khiSu n~i, t6 cao kh6ng dua nQidung toan van len rnfJug.

_ Van thu ddi chiSu s6 cDng van trong va ngoai bi; kiSm tra dAu, 56, ngay,
thang, nam; can gifr I~i phDng bi van Mn d6i vai c6ng van co dong diu khin, dan,
thu, cong van co s6 ghi tren phong bi va s6 cong van trong bi kh6ng trimg nhau,
c6ng van co ngay ban hanh van bim va ngay nh~nduQ'Cvan ban each nhau qua xa,
c6ng van co yeu cAu cfut dSn dUng ngay, gib' dS phl,lc VI,lcho vi~ctra elm va giii guySt
khi cAn thiSt;

_ Giri l~i nai giri cae van ban, h6 So' kh6ng ky, kh6ng diu; ky va dong diu
kh6ng dung thim quybn; kh6ng s6, kh6ng ghi ngay, thang hD~Cdiu den (trir ban
fax), bim rach, ma kh6ng dQcdugc, ...;

_ Dong diu "D~n" len goe trai ngay duai phftn trieh y~u hD~e phfrn s6, ky
hi~uvan bim dSn;

- Ghi s6 d~n, ngay d~n.
Ili€u 15. Trinh chuy~ngiao van baD d~n
1. Van ban d~n sau khi dugc dang ky, Van thu ehuy~n triOOChanh Van

phlmg qua m~g tin hQcd~ xin y ki~n phan ph6i van ban. Van Mn d~n co diu chi
mile d(>khftn phai dugc dang ky, trinh ngay khi OO~nvan Mn.

2. Van thu co quan co trach nhi~m:
9



a) Chuy€n van ban d€n va cac lo~i bao chi phuc vu Ianh dao UBND tinh va
Litnh d~o Van ph,img lIVc ti€p t~i cac phO,ngIa,m'vi~c'Clla Ianh d~o. Thai gian
du,!,cquy d!nh buoi sang vao Illc 10 gia, buoi chieu vao Illc 15 gia 30 philt;

b) Chuy€n bi van ban d€n gui Ban can s\I Dang UBND tinh tn,rc ti€p t~i
phimg lam vi~c CllaChanh Van phimg UBND tinh;

c) <?huy€nvan ban d€n ch? can bQ:,Can cu vao y ki€n chi d~o giai quy€t,
phan ph6i van ban" Van thu i~so va chuyen van ban giAy cho nguai t1¥c ti~pchu
tri ~u ly theo y kien phan phoi ella ,Chitn!' Van phimg. Thai ~ian du,!,e quy dinh
buo! sang vao IllC7 gia 30 philt, buoi ehieu vao Ille 15 gia; doi vai van ban khfuI
va nhfrng yan ban co nQidung d.n xu Iy gApthi van thu ehuy€n ngay sau khi nh~n
van ban den ngmJi xu ly c6ng vi~c.

3, Vi~c ehuy€n giao van ban phili diun bao chinh xac, kip thai, dllng d6i
tU'lllg va gifr gin bi m~t nQi dung van ban, Nguai nhan van ban phili ky nhan vao
s6 chuy~ngiao van ban. .

4. Van ban do lanh d~o UBND tinh, Iitnhd~o Van phimg nhan dich danh tr\Ie
ti€p, sau khi Ianh d~o da xem va eo bUtphe so du,!,e ehuy€n d€n Van thu d€ dong
dAu "USn", dang ky van bim va chuy~nqua m~ngmay tinh, d6ng thai chuy~n van
ban giAyd€n ean bQlIVe ti€p xu ly theo y ki€n phe ehuy€n ella litnh d~o.

5. Can bQnhan du,!,e van ban, n€u khong thuQc tnich nhi~m ella minh xu Iy
thi bao eao litnh d~o neu r5 Iy do va chuy€n tra qua m~g may tinh Chitnh Van
phimg dilng thai ehuy€n van ban giAyd€n Van thu d€ chuy€n ean bQkhae xu Iy.

Di~u 16. Giii quy~tva theo diii, don d6c vi~cgiai quy~t van ban d@n
I. Chanh Van phimg eo trach nhi~m ehi d~o giai quy,h kjp thai van ban d€n;

eae PhOVan phimg du,!,e giao chi d~o giai quy€t nhUng van ban d€n theo S\I llY
nhi~m ella Chitnh Van phimg va nhUng van ban d€n thuQe eac linh V\lCdu,!,ephan
eong ph\! traeh,

2. C;ancu vao nQi dung van ban d€n, titnh d~o Van phimg giao Sho ea nhan
giai guyet, ca nhan co tnich nhi~mnghien elm, giai guyet van ban den theo yeu
c:1ueua lanh d<;Lova thee thai h(,tTIyeu d.ll eua van bim.

3, TruiYnghgp van ban d€n khong eo yeu eliu v@thiri h~ tra Iai thi thai h~n
giai quy€t khong qua 15 ngay lam vi~e (theo khoan 4, ~i@u 14Quy€t djnh s6
11/2012/QD-UBND ngay 28/7/2012 ella UBND tinh Quyet djnh ve vi~e ban hanh
Quy chS mfru c6ng hie van thu, 100 tm eua cae co guan, t6 chuc tren dja ban tinh
Quang Tri).

4. Trong eong tae xu Iy van ban d€n Chitnh Van phimg giao nhi~m V\l eho
Phimg Hanh ehinh - Til chue (BQ phan Van thu) ehiu traeh nhi~m th\Ie hi~n
nhUng cong vi~csau:

a) Chuy€n ngay van ban khfuId€n eho ea nhan giai quy€t;
b) Theo d5i, don dbc vi~cnh~n,giai guySt van bim d~n;
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c) D6i v~i van ban dSn co d:1u"Tai li~u thu h6i", Van thu co teach ~em
theo doi, thu hoi va giri tra I~i nal giri theo dung thai h~ quy dinh. .

5. Vi~e ehuy~n giao van ban d~n phai dim bao cae yeu ellUtinh ehinh xae
giii gin nQidung van ban va phai ky nh~n vao s6 chuy~n giao van ban. '
. 6. Cha!JhVan phimg.co traeh nhl~m don d6e, bao eao v~ tinh hinh glai quy~l,

tien d(Jva ket qua gial quyet van ban d~nd~thong bao eho cae dan vi lien quan.
7. Trong eong tae xir Iy van ban tren m~g Chitnh Van phimg glao nhiem vu eho

Oiim doc Trung tam Tin h\le tinh co meh nhi~mth\'e hi~nnhfrng eong vl~e'sau: .
a) Quan Iy, bao dam phAnm~m Quan Iy van ban tren m~ng tin h\le eua Van

phimg UBND tinh v?n hanh lien !\le, thong su6t, an toan thOng tin tren M th6ng;
b) Huang diin sir d\lng chuang trlnh Quan Iy van ban;
c) Quan Iy cae thong tin tren m~ng theo eh~ d(Jbao m(it.
Di€u 17. Trinh II}'giai quy~1van ban di
Van ban di phili duge quan Iy theo lrinh II' sau:
1. Ki~m tra Ih~ Ihire va ky thu(il trinh bay van ban; ghi 56, ky hi~u va ngay,

thang, nam cua van ban;
2. Dang ky van ban di;
3. Nhan ban;
4. Liunthu l\Iephilt hanh, ehuy~npMt va theo doi vi~eehuy~nphat van ban di;
5. Luu van ban di.
Di€u 18. Ki€m Ira Ih~ Ihue va kY Ihuil Irinh bay van ban; ghi sa, ky

hi~u va ngay, thang, nam eua van ban
I. Ki~m tra Ih~ thue va ky thu(il trinh bay van ban: Van thu ki~m tra I~I th~

Ihue va ky thu(it trinh bay van ban truae khi phO!hanh, n~u phat hi~n sal sot thi
bao cao nguoi so~n thao van ban dS sua va trinh ky l~i.

2. Ohi 56va ngay, thang, nam ban hanh van ban
a) Ohi 56 van ban:
_Tat ea van ban dl eua co quan duge ghi 56 theo h~ th6ng 56 chung theo nam

eong tae eua co quan do Van thu th6ng nhat quim ly, trir truiYnghqp philp lu(it co
quy dinh khile; VI~e ghi 56 van ban hanh ehinh th\'e hl~n theo quy dinh t~i DI~m
a, Khoan I, DI~u 8 Thong tu 56 01/2011m-BNV ngay 19/01/2011 eua B(JN(Ji
V\l; 56 duge danh bfulg ehii 56 A-r(ip bit dAu tir 56 01 vao ngay dAu nam va k~t
thue vao ngay 31 thang 12 hang nam, d61vai nhfrng 56 nho han 10 phili ghi them
s60 a truac;

_Vi~e ghl 56 van ban quy ph~ phap lu(it duge th\'e hi~n theo Lu(it ban hanh
van ban Quy ph~m philp lu(it va quy dinh W Thong tu lien tjeh 56 55/2005/~L T-
BNV-VPCP ngay 06/5/2005 eua B(J N(JI V\l va Van phimg Chinh phu ve vi~e
huang diin th~ thue va ky thu(it trinh bay van ban; 56 eua van ban quy ph~rri phap
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lu~t baa g6m 56 thu l1,r dang ky dugc danh thea timg lo~i van ban ban himh trong
m(>tnam va nam ban hanh van ban do.

b) Ghi ngay, thang, nam van bim:
_Vi~c ghi ngay, tMng, nam Cliavan ban quy ph~m phap lu~t dugc th\Ic hi~n

thea quy dinh cua phap lu~t hi~n hilnh;
_ Vi~c g~i ngay, thang, nam cua van biln hilnh chinh dugc th\Ic hi~n thea quy

dinh W Biem b, Khoan I, fliS~ 9;Th~ng tu 56 01/201IrrT-BNV ngay
19/0112011 cua B(>N(>i V\l hu6ng dan ve the thuc va kY thu~t trinh bay van ban
hilnh chinh; ngay, thang, nam bap hanh ~an ban pMi dugc vi~t dfty du; cac 56 chi
ngay, thang, nam dUng chii: 56 A-r~p; d6i vai nhUng 56 chi ngay nho han 10 va
thang I, 2 phili ghi them 56 0 a tmac.

lJi~u 19. Dang ky van ban di
_ Van ban di dugc dang ky vao ca sa dii: li~u quan ly van bim di tren may

tinh, trir van bim m~.t;
_Van ban m~tdi dugc dang kYs6 rieng thea phuang phap thu c6ng truySnth6ng;
_ Van ban di dang ky vao co sa dii:li~u pMi dugc in ra giiy, t~p hqp l~i dong

thilnh 56 va luu trii:thea quy dinh hi~n hanh.
Di@u20. Nhan ban, dong d~uCO' quan va dAD rorrcdQ khin, m~t

I. Nhan ban
a) s6 luqng van ban c1innhan ban d~ phlit hilnh dugc xac dinh tren co sa 56

~~i~~noi~~c6avanb~;n~~i~~~u~mA~~~bin
kh6ng li~t ke du danh sach thi can b(>so~n thao phai co ph\l l\lc noi nh~n kem
thea dS luu a Van thu;

b) Noi nh(in phai dugc xac dinh C\lth~ trang van ban tren nguyen t~c van ban
chi gui d~nco quan, 16 chuc, dan vi co chuc nang, thfun quy~ngiAi quy~t,16 chuc
~i~~hi~,b~~gi~sM,~m~li~~~~i~vanb~;
kh6ng gai vuqt cil.p;kh6ng gai nhiSu ban cho mqt d6i tuqng, kh6ng gai d~n cac
d6i tuqng khac chi dS tham khao (tm khi co y ki~n khac cua liinh d~o ca quan);

c) Giii:gin bi m~ nqi dung van banva thl,IChi~nnhiinban thea dUngquy djnh;
d) Vi~c nhiin ban van ban m*t phili co y kiSn cua lanh d~o va dugc th\Ic hi~n

thea quy dinh W Khoan I, fliSu 8 Nghi dinh 56 33/2002/NB-CP ngay 28/3/2002
cua Chinh phu quy dinh chi tiSt thi hanh Phap l~nh Baa v~ bi m*t nha nuac.

2. Bong dAuco quan
a) Khi dong dfm len chii:ky thi dau dong phai trum len khoang 1/3 chii:ky vS

phia ben tra!; vi~c d0.ng dau len ~hii:ky va cac ph\l l\lc kem thea van biln chinh
phai ro rang, ngay ngan, dung chieu va dung dung m\ICdau quy dinh;

b) Vi~c dong dAuph\ll\lc kem thea van ban chinh do nguiri kYvan ban quyStdjnh
va diu dugc dong len trang dftu, tri.un len rnQtphfuI ten co quan hoi,ic ten eua phV1\lc;
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c) DAu giap lai dw;rc d6ng vilOkhoang gifra mep phili cua van ban hoac phu luc
van bim, triun len mQtphftn cac to giAy;m6i cillud6ng t6i da 05 trang van ban;' ..

3. B6ng cillucWmuc dQkhftn, m\it
a) Vi~c, dong dAu chi cae mue dQ khAn ("Rca t6c", "Rca tde h~n gia",

"Thu9"}1gkhan" va "KhAn:') tren van ban hil~h chinh dw;rc th,!"chi~n theo quy diOO
t~i Biem b, Khoan 2, Bieu 15 Thong ill so 01/20111TT-BNV ngay 19/01/2011
cua BQ NQi Y\lhuang diin thS thuc va ky thu\it triOObity van bitn hanh ehiOO:
, b) Vi~c dong d~u chi cae rnue dQm*t ("Tuy~t m*t", "Tdi m*t" va "M*t"),
~'TIili~~h6i"~v~b~~ili~hien~oq~~~~i~2,
Thong ill 56 12/2902/TT-BCA ngay 13/9/2002 eua BQ Cong an huang diin th\Ic
hi~n Nghi djnh so 33/2002/NB-CP ngay 28/3/2002 cua ChiOO phu quy diOO chi
tiSt thi hanh Phap I~OOBao v~ bi m\it nha nuac.

c) Vi~c d6ng dAu cac chi diin v~ ph~m vi luu hilOO(tra I~i sau khi hQp, xem
xong Ira I~i, luu hilnh nQi bQ) tren van ban duge th,!"chi~n theo quy diOOt~i mSm
c, Khoan 2, BiSu 15 Thong tu 56 Ol/201I/TT-BNV ngay 19/01/2011 cua BQ NQi
Y\lhuang diin thS thue va ky thu~t trioo bay van bim hilnh chiOO.

Bi~u 21. Thii lye philt banh, chuy~n philt vii thoo dii; vi~ ehuy~n philt van ban di
1. Thu l\Jc phat hanh van ban
Van thu ea quan tiSn hilOOcac eong vi~c sau day khi philt hanh van ban di:

L,!"achQn bi, viSt bi; vao bi va dan bi; d6ng dAu dQ khAn, dAu kY hi~u dQ m~t va
dAu khac len bi (nSu c6).

2. ChuySn phlit van ban di
a) Nhiing van ban da lam dAy du thU l\Jc hanh ehlnh phai duge philt hanh

ngay trang ngay van ban d6 duge dang ky, eh\im nhAt la ngay lam vi~c tiSp theo.
B6i v6i van ban quy ph~m phap lu~t c6 thS phat hanh sau 03 ngay, kS tU ngay ky
van ban.

b) £)6i vai nhfmg van ban "H~n gio", "Hca tde", "KhAn", "Thuqng khAn"
phili philt haOOngay sau khi lam dAy du cac thu l\JChanh ehiOO.

c) Van ban di dugc chuySn phat qua buu di~n phai duge dang ky vao 56 gui
van ban di buu di~n.Khi giao bi van bim,philiyeu ciu nhan vim buu di~ kiSmIra, kYnh\in.

d) Vi~c ehuySn giao Ir,!"ctiSp van ban cho cae dan vi, ca OOanben ngoai phai
dugc ky nh~ vao 55 chuySn giao van bim di; ddi vai can b(>trong co quan nh*n
van ban dS chuySn tf'!"c tiSp eho cae ca OOan, dan vi ngoai ca quan thi phai ky
nh~ vao s6 chuySn giao van ban di.

d) ChuySn phat hanh van ban di b&ng may fax, qua m~ng (trir van ban m~t,
van ban e6 nQi dung nh~y cam, dan thu chua c6.kSt qua giai quySt): sa~ khi van
ban di dugc dang kY vao may tinh, Van thu chuyen v~n ban qua m~ng ho sa con~
vi~c eho eac co quan, dan vi trong tinh c6 duang truyen m~ng theo Quyet dinh so
1368/QB-UBND, ngay 28/7/2010 cua UBND tioo; Irong truang hqp cftn chuySn

13



pMt nhanh, van bim di co th~ du,!c chuy~n ph.t cho nm nhijn biing m.y fax
nhung sau do pMi gui bimchinh d6i vai nhUngvan ban co gi. trj luu tril.

e) Van blin da pMt hanh nhung co sai sot v~ n(\i dung pMi du,!c sua d6i,
thay th~biingvan blinco hinh thuc tuang duang cua co quan ban hanh van ban.

g) Van blin d. phO!hanh nhung co sai sot v~ th~ thuc, ky thu~t trinh bay van
banphiridu,!cdinhchinhbfu,gvanbanhiinhchinhCllaco quanbanhiinhvanbando.

h) Chuy~npMt hanh van blinm~t th\Ic hi~n theo quy djnh t~i Di~u 10, j)j~,!

16, Nghi dinh s6 3312002/ND-CP va quy dinh t~i kholin 3 Thong tu so
12/2002ffT-BCA ngay 13/9/2002 cua B(\ Cong an v~ huang diin th\Ic hi~nNghi
dinh s6 33/2002/ND-CP ngay 28/3/2002 cua Chinh phu quy dinh chi tiih thi hanh
Ph.p l~nhBao v~bi m~tnha nuac.

3. Theo doi vi~cchuy~npMt van blindi
Van thu co tnich nhi~mtheo doi vi~c chuy~nph.t van bimdi, C\lth~nhu sau:
a) D6i vai nhUngvan ban di co dong dAu"Tai li~u thu h6i", phai theo doi,

thu h6i dung tMi h~; khi nhijn l~i, pMi ki~m tra, d6i chi~u d~ bao dam van ban
khong bi thi~uho~cthAtl~c.

b) D6i vai bi van blin gui di nhung vi ly do nao do ma Buu di~n tra l~i thi
ph.i chuy~nl~i cho dan vi ho~c cOnhlin so~ th.o van ban do; d6ng thai, ghi cM
vao s6 gui van ban di bUll di~ndS kiSm tra, xac minh khi cAn thiSt.

c) Truang hqp pMt hi~n van ban bi thAtl~c, pMi kip thai bao cho Lanh d~o
Phimg Hanh chinh - T6 chuc (ph\l trach cong tac van thu, 1uu tril) d~ bao cao
CMnh Van phimg bi~t,xir ly.

Ili~u 22. Llfu vau bau di
1) M6i van blin di phai du,!c luu hai blin: Blin g6c luu t<ilVan thu va ban

chinh luu trang h6 sa theo doi, giai quy~tcong vi~c. Bling6c luu t~i Van thu phai
du,!c dong dAuva siipx~p theo thir tv dang ky.

2. Truang hqp van blin di du,!c dich ra ti~ng nuac ngoai ho!'c ti~ng dan toc
~~~tiban~b~ti~~~~~~~~banti~~~
ho~cti~ngdlint(\c thi~u s6 do.

3. Vi~c luu giu, bao qulin va sir d\lng blin luu van ban di co dong dAuchi
mirc d(\m?t du,!c luu t~i Van thu th\IChi~n theo quy dinh hi~n hanh v~bao v~ bi
m?t nha n:rac; du,!c siipx~ptheo s6 thir tv va bao quan trang tu siit (ho~c ket siit)
co khoa clin th~n. Tuy~t doi khOngdu,!c mang ra khoi ca quan. Truang hqp d.n
khai tMc, sir d\lng pMi du,!c S\Id6ng y cua lanh d~o cApco thAmquy~n ky van
ban m~tdo.

4. Van thu co trach nhi~m l~p s6 theo doi va ph\lc Y\l kip thai yeu d.u sir
d\lngblin luu t~iVan thu theo quy djnh cua pMp lu~tva quy dinh cua co quan.
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Mye 3
L~P HO SO HI~N HANH vA GIAO NQP HO SO, TAl L1~U

vAOLUiJTRUCOQUAN
Di~u 23. L~p Danh mye h6 SO'

1. Can eil chi! y6u d6 l(lp Danh m\le h6 so
a) Chuc nang, nhi~m VU, quySn h~n, co c~u t6 chuc ella UBND tinh va Van

phOng UBND tinh;
b) Quy eh6 lam vi~e ella UBND tinh, Van phOng VBND tinh;
c) K6 ho~eh, nhi~m V\l ecng tile hilng nam ella VBND tinh, Van phong

UBND tinh, Phong va m6i can bQ, cong chfrc, vien chuc;
d) Danh m\le h6 so va M\le h,le h6 so ella nhUng nam truae.
2. Xay d\fIlg Danh mye h6 so
a) Van thu ph6i hgp vai LUll tIii co quan xay d\fIlg d\f thilO Danh myeh6 so

ella Van phOng VBND tinh; lAy y ki6n dong gop ella cae PhOng, ea nhiln lien
quan; hoan thi~n d\f thao, trinh Tru6ng phong Hilnh ehlnh - T6 ehire d6 trlnh
Chilnh Van phOng ky ban hanh.

b) Danh m\le h6 so do Chanh Van phOng phe duy~l, ky ban hanh vao dAunam.
c) Can eil Danh m\le h6 so, Van thu co quan sao eh\lp Danh m\le h6 so gIii

cae ea nhan lien quan d6 t6 ehIie th\fe hi~n. Trang qua trinh th\fe hi~n n6u co h6
so chua duge d\f ki6n sat vm th\fe t6 hoae c6 c6ng vi~e giili quy6t philt sinh thu(ie meh
nhi~m l(lp h6 so ella eft nhan nao thi phili sUa d6i, b6 sung kip thiri vao Danh m\le h6 so
cuaco quan.

I)i~u 24. Ni}idung vi~c l~p hB sO'va yen cAn d6i vcYi hB so' dtrQ'cl~p
I. Nguyen t~e
Telt Ctl can bQ khi lam vi~c co lien quan dSn cong van gidy to dSu phlii co

traeh nhi~m l(lp h6 so ecng vi~e minh lam; d6n thai h~n quy djnh n(ip vao
luu tru hi~n hanh.

2. N(ii dung vi~e l(lp h6 so ecng vi~e
a) Mir h6 so: Can eIi vao danh m\le h6 so ella Van phong VBND tinh va th\fe

t~cong vi~c duqc glao, can bQ phili chuftn bi bia h5 so, ghi tieu dS hB so len bia.
Trang qua trinh giai quy6t ecng vi~e so ti6p l1,Jedua cae van ban hinh thilnh co
lien quan vaa bia he, so d6.

b) Thu th(lp, e(lp nh(lt van ban vao h6 so
- Can b(i co tdeh nhi~m l(lp h6 so, thu th(lp, e(lp nh(lt dAy dll cae van bim,

gic1yto va cae tu li~uco lien quan d~nS\f vi~cvaa bia h6 sa;
_ Cae van biln trong h6 so phili duge s~p x6p thea m(it trinh l\f hqp Iy, tily

thea dae di6m khae nhau ella ecng vi~e d6 l\fa eh\ln each s~p x6p eho phil hqp.
c) K6t thue va bien mye h6 so
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_ Khi eeng vi~e giai quySt xong thi hi; sa duge kSt thue. Can b(l co traeh
nhi~ml~phi> sa phai ki~mtra, xem xet, b6 sung nhfrng van ban, giAy ta con thi@u
va lo:;ti ra van ban trimg thua, ban nhap, cae tu li~u, sach baa khong cAn thiSt
trong h3 sa, sau do th\fc hi~nvi~cbien fi\le h6 sa;

_ £>6ivOicae hi; sa cOthai ~ 000 quan vinh vii!n,can bQphili bien m1,1ehi; sa diiyduo
3. Yeu celu d6i vai mbi h6 sa dugc l~p
a) Hi; sa duge l~p phili phan anh dung ehUe nang, nhi~m V1,1eua VBND tinh

va Van phimg UBND tinh;
b) Van ban, tai li~u thu th~p VaGm6i hi; sa phai co lien quan eMt ehe vai

nhau va phan ilnh dUng trinh ll,ldii!n biSn eua 51' vi~e hay trinh ll,lgiai quySt eeng vi~e;
c) Van ban trong h6 sa phai co gia trj bao quan lUang d6i di;ng d~u.
I>i~u25. Giao nh~n he)S<Y,tai li~uvao LUll tru cO"quan
1. Tnich nhi~mcan bQ, cong chuc, vien chuc
a) Can b(l phai giao n(lp hi; sa, tili li~u vao Luu tIii Van phimg VBND tinh

theo thai h"" duge quy djnh t~i Khoan 2, I)i~u nay. Truirng hqp elin giill~i hi; sa,
tai li~u dSn h"" n(lp luu d~ ph1,1eYl,l eeng vi~e thi phili duge 51' di;ng oj eua Liinh
d~o Van phimg UBND tinh va phai I~p danh m1,1egiil l~i gui eho Luu tIii Van
phimg. Thai h<Ulgiill~i hi; sa, tili li~u kheng qua 02 nam, kS ill ngay d~n h~n n(lp luu;

b) Can b(l ehuySn eeng tae, thei vi~e, nghi huu phili ban giao hi; sa, tai li~u
eho ngum kS nhi~m, ho~e bao eao Chilnh Van phimg dS n(lp hi; sa, tai li~u VaG
Luu tril Van phOng, kheng duge giil hi; sa, tai li~u eua co quan Van phimg
UBND tiOOlam tai li~urieng hoi.ic mang sang co quan, 16 chile khac. H6 sa, tai
li~u ban giao phai duge th6ng ke va l~p bien ban giao nhan.

2. Thai h"" n(lp luu hi; sa, tili li~uVaGluu tril hi~n hilnh duge quy djnh
a) Tili li~u hanh ehinh, tai li~u ehuyen men nghi~p V1,1:sau 01 nam kS ill nam

cong vi~ckBt thue;
b) Tili li~u nghien eUu khoa hQe, i:rng d1,1ngkhoa hQe va eeng ngM: sau 01

nam kS ill nam eeng trinh duge nghi~m thu ehinh thue;
c) Till li~u xay dvng co ban: sau 03 thang kS tif ngay eeng trinh duge quySt toan;
d) Ca sa dilli~u, tai li~u anh, phim di~n ilnh; micrephim; tai li~u ghi am, ghi

hinh va tai li~u khae: sau 3 thang kS ill khi eeng vi~e kSt thue.
3. Thu l1,1egiao nhan
Don Vl, can b<)khi giao oQP h6 sa, tai li~uphlti l?p hai bim. M\lc h,lc h6 sa, tai

li~u n(lp luu va hai ban Bien ban giao nh~n tai li~u. Luu tril Van phimg VBND
doh va ben giao tid li~um6i ben gift rnbi lo~im<)tban.

Di~u 26. Trach nhi~m aai v6'i vi~c I~p h6 sO'va giao nc}p h6 SO',tai li~u
VaG Luu trU'Viin phong UBND tlnh

1. Traeh nhi~m Chilnh Van phimg
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Chi d~o Tru<'mgphimg Himh chinh - T6 chirc (ho~c nguiYidugc phan cong
trach nhi~m) chiu trach nhi~m tham muu l~p kS ho~ch hang nam dS bilOdam triSn
khai th\fChi~nt6t cong tac quan ly ho~tdQngWtcong tac van thu, luu trfrcUaco qUaIl.

2. Trach nhi~m TruiYngphiJngHimh chinh - T6 chirc
a) Tham muu cho ChimhViin phOngtrong vi~c chi d~o,kiSmIra, hu<'mgdfu,vi~c

l~phe sa va giao nQp h6 sa vao lUll tra: hi~nhanh d6i voi cae dan vi tqrc
thuQc Van phiJng.

b) T6 chirc th\fc hi~n vi~c l~p h6 so va giao nQp h6 so, tai li~u vao luu tru
hi~n himh ~i co qUaIl.

3. Thu tru<'mgcac dan vi tf\fCthuQc
Chiu tdch nhi~m truac Chanh Van phiJng v~ vi~ l~p h6 so, bao quan va giao

nQph6 sa, tirili~ucua dan vi vao luu trfrhi~nhimh.
4. Trach nhi~meua can be), cong chuc, vien chuc
a) L~p hi; so dIng vi~c dugc phan cong theo doi, giai quySt.
b) Giao nQphi; so, tai li~u dung thiYih~n va dung thu I\JCquy dinh.
5. Trach nhi~meua can bQvan thu
a) Can bQvan thu co quan co trach nhi~m s~p xSp t~p luu van ban di (hi; so

van thu) nQpvao Luu tru theo dung quy dinh.
b) £linh ky hang nam phai bao cao th6ng ke v~ tinh hinh th\fChi~n cong tac

van thu eua co quan. Vi~cbaD cao !h6ng ke cong tac van thu, luu tm dugc th\Ic
hi~n theo quy djnh t~i Thong tu 56 09/20 13m -BNV ngay 31/10/20 13 BQNQi v~.

6. Trach nhi~m cua can bQluu tm co qUaIl
a) Can bi) chuyen trach luu trfr co qUaIlco trach nhi~m hu6ng din cho cac

dan vi va can bQtrong co quan l~p hi; so cong vi~c theo dung quy dinh.
b) T6 chirc thu hi; so, tai li~u vao Luu tm co quan; khong nh~ tai li~u cua

can bi), cong chirc, vien chirc khi chua dugc l~p hi; so theo quy dinh.
c) £linh ky hang nam phai bao bao th6ng ke v~ tinh hinh th\fc hi~n cong tac

hIll trfr eua ca quan.
Myc 4

QUAN LY VA SU Dl,JNG CON DAU
Di~u27. Qmin Iy con dAu va sir dl}ng con dAu
Vi~c quan ly va sir d~ng con d~u dugc th\fc hi~n thoe Nghi dinh 56

58/200I/N£l-CP ngay 24/8/2001 cua Chinh phil v~ quan Iy va sir d~ng con d~u,
Nghi dinh 56 31/2009/N£l-CP ngay 01/4/2009 cua Chinh phu sira d6i, b6 sung
mi)t 56 di~u cua Nghi dinh 56 58/2001/N£l-CP, Thong tu 56 07/2010/TT-BCA
ngay 05/12/2010 cua BQCong an quy dinh chi tiSt thi hanh mQt 56 di~u cua Nghi
dinh 56 58/2001/N£l-CP ngay 24/8/2001 v~ quan Iy va sir d~ng con d~u da dugc
sira d6i, b6 sung mi)t 56 di~u theo Nghj dinh 56 31/2009/N£l-CP ngay 01/4/2009.
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I. Quan ly con dliu
a) Tlit ea cae con dliu eua co quan phili duge giao eho can b(i Van thu quan

ly. Can b(i Vin thu duge giao bio qmin va sir d~ng con dliu ehiu traeh nhi~m
truoe Chanh '(an phimg, Tru6ng phimg Hanh ehinh-T6 ehue vi; vi~e quan Iy va
su dt;mg con dau.

b) Con dliu phai duge bio quan trong tU co kh6a va bao quan an toan ea
trong va ngoai gia litm vi~e t?i phimg lam vi~e can b(i Vin thu. Khong duge dua
con dAu ra kh6i phong lam vi~c. TruOng hqp cAn dua con ddu ra khoi co quan
phai duge sv d6ng y b~ng van ban eua Chanh Van phimg (ho~e Ph6 Van phOng
duge Chanh Van phOng uy quyi;n xir ly eong vi~e).

c) Khong giao con dliu eho nguiri khae khi chua duge phep bkg vin ban eua
Chanh Vin phOng.

d. Khi net dliu bi mon ho~e bi€n d?ng, Vin thu phai baa eao lanh d?o co
quan, 16 chuc lam thli tl,Icd6i con dAu.

d) Tru6ng hgp bi mlit dliu, nguai dung dllu co quan, t6 ehue phai kjp thai
thong bao co quan Cong an, lip bien ban va litm tM t~e clip '?i can dliu.

2. Sir d~ng con dliu
a) Vin thu phai tv lay dong dliu vao cae van ban do UBND tinh va Van

ph6ng UBND tinh ban hanh.
b) Chi dong dliu vao cae van ban khi cae van bin dUng thi; thUe va co ehu ky

eua nguai co thAm quy~n.
c) Khong duge dong dliu trang cae tru6ng hgp sau: dong dliu vao giliy khong

co n(ii dung, dong dliu truoe khi ky ho~e dong dliu len cae van bin co ehu kY eua
nguai khong co thlim quyi;n.

Chu01lg III
CONG TAc LU"UTRir

M~cI
CONG TAc THU TH~P, BO SUNG TAl LIE:U

Di~u 28. Giao nh~n hB sO', tai Ii~u VaG LU'u trfr CO' quan
Hang nam, LUll tru ca quan co trach nhi~m:
1. Lip k€ ho?eh thu thip he, so, tai 'i~u.
2. Ph6i hgp voi cae phOng, can b(i trang co quan xae dinh nhfrng lo?i he, so,

tM li~u cc1nnQp lUll vao Luu trfr co quan.
3. Chulln bi kho va cae phuong ti~n bao quan di; ti€p nhin he, so, tai li~u.
4. Td chile ti~pnh*n hd sa, t:H li~u va l~p "'Bien ban giao nh~ h6 so, tai

li~u" thea guy dinh.
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miu 29. Chinh Iy lai li~u
1. Nguyen tic
a) Khi phan lo~i va l~p h6 sa phili tOn Ir9ng S\l'hinh lhilnh cua lai li~u theo

tdnh l\f giai quySt cang vi~c.
b)Tili li~u sau khi chinh ly philn anh dugc ho~t dQng cua co quan.
c) Can bQ luu tIii co quan co trach nhi~m t6 chuc, phan lo~i, chinh Iy tai li~u

Mo quan t~i kho luu trfr ca quan.
2. Tili li~u sau khi chinh ly phili d~t yeu du
a) Philn lo~i va l~p h6 sa hoan chinh.
b) Xac dinh thai h~n bao quan cho h6 sa, tai li~u (bao quan vTnh vi€n va bao

quan co thm h~).
c) H~ th6ng hOa h6 sa, tai li~u.
d) L~p cong C\l tra ell'll M\lc h,lc he. sa, co sa citeli~u tra cUu ph\lC Y\l cho vi~c

qulm ly va tra cUu, su dVng tai li~u.
d) L~p danh mJ,lctai li~u hSt gia trj d€ lam thu lJ,Ictieu bUy.

Di~u 30. Xac dinh gia Irj tai li~u
1. Vi~c xac dinh ghi trl tAi li~u phai O(;ltcae yeu cAu sau:
a) Xac dinh tili li~u dn bao quan vinh vi€n va tai li~u Mo quan co thai h~n

tinh b~ng s6 nam CJ,lthS.
b) Xac dinh tai li~u hSt gia tri ck lo~i ra dS tieu bUy.
2. Ban hanh Mng thai h~n Mo quan tai li~u
Can bQ lam cong tac lUll trer co quan co tnkh nhi~m tham mUll giup Truong

phOng Hanh chinh - T6 chuc xay d\l'ng va ban hanh Mng thai h~n Mo quan tai
li~u tIii theo hu6ng dfuI cua C~c Van thu va Luu trfr Nha nuoc trinh Chilnh Van phimg
kyban hanh.

J)i~u31. HQi dang xac dinh gia tri tai li~ueoa cO'quan
1. HQi d6ng xae dinh gia tri tai li~u Van phOng UBND tinh co nhi~m VJ,Itu

viln va d\l' thilO cac van Mn dS Chanh Van phimg UBND tinh quySt dinh:
a) Danh mJ,lc tai li~u nQp vao Luu trfr lich su;
b) MJ,lclJ,lch6 sa gifr l<rid€ quan ly, bila quim,Ira tim phJ,lcVJ,lcho c6ng tilenghien cUu;

c) Danh mJ,lctai li~u hSt gia trio
2. Thilnh phiin HQi d6ng xilC dinh gia tri tai li~u
a) Chanh Van phimg UBND tinh, CbU tich HQi d6ng.
b) Can bQLuu tIii Van phimg, Thu kYHQi d6ng.
c) £)~i di~n Lanh d~o don vi co til; li~u, uy vien.
d) Can bQ, cong chuc, vien chuc co tai li~u,uy vien.
3. HQi d6ng lam vi~c theo phuong thuc sau:
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a) Tirng thanh vien h.;,i d6ng xem xet d6i ehi€u eac van ban: Muc lue h6 sa,
tid li~ugift l~i;Danhnwc Utili~uh6t gia tft va ki~mtra thvc t8 tai li~~. .

b) H.;,i d6ng thaD IUan t~p the va bi€u quy€t theo da s6 vS tai lieu du ki€n tieu
My. Bien ban cu.;,e h9P co dliy du chiI ky cua cac thanh vien trong H6i d6ng va
dugc l~p thanh hai ban, m.;,t ban luu t~i h6 sa My tai li~u, m.;,t ban dua vao h6 sa
trinh cap co tham quySn thlim tra tai li~u h€t gia trio

c) ThOng qua bien ban, trinh Chanh Van phimg quySt dinh.
Di~u 32. Huy tili Ii~u h€t gill tf!
I. CMuh Van phimg UBND tinh quy€t djnh tieu huy tili li~u h€t gia tti thu.;,c luu

trU co quan Van phOng UBND tinh sau kill co y ki€n tham djnh billg van ban cua S6
NQi Vl,l.

2. Tham tra tai li~u h€t gia tri truac khi tieu huy dugc quy dinh nhu sau: Luu
trU Van phimg I~p danh m\le tai li~u h€t gia tri baa cao Phong Hanh ehinh - T6
chuc thlim tra va tra liri bing van ban trinh Chanh Van phong quy€t dinh.

3. H6 sa tieu huy tai li~u h€t gia tri g6m co:
a) Tir trinh dS nghi tieu huy tai li~u;
b) Danh m\le tai li~u lo~i dS huy;
c) Bien ban h9P H.;,i d6ng tieu huy tai li~u;
d) Quy€t djnh eua Chanh Van phOng UBND tinh vS vi~e lieu huy tai li~u h€t

gia trio
4. Nghiern cAmcae don vi, t6 chuc, ea nhan tv tieu huyh6 so, tai li~u ~uaco

quan, t6 chue; h6 sa huy tai li~u h€t gia tri phai duge baa quan t~i luu tm hi~n
hanh it nhat 20 nam, k€ ill ngay My tai li~u.

Di~u33. ThOi h,n nQphru h8 sO', tai li~uvao LIfu trK ljch Stf

1. Trang thiri han 10 nam, kS ill nam cong vi~c k€t tMc, Van phOng UBND
tinh co tnich nhi~mnQpluu Uti 1i~uco ghi tft baa quan vinh vi~nVaG LUll tm lich
sir linh (Chi e\lc Van thu - Luu trU tinh Quang Tri).

2. Vi~c quan Iy tai li~u luu tm di~n ill thJ,IChi~n thea quy dinh t~i Chuang II,
Nghj dinh s6 01/2013/NfJ-CP ngay 03 thang 01 nam 2013 cua Chinh phu quy
dinh chi ti€t thi hanh m.;,t s6 diSu cua Lu¥ Luu tm nam 2011.

M1}c 2
BAo QUAN, TO CHl(C sir DllNG TAl LlJ):U LlJu TRU

Di~u 34. Bao quan til; Ii~u hru tfir
1. Chanh Van phOng co trach nhi~m chi d~o thJ,Ie hi~n eac quy dinh vS baa

quan tai li~u luu w: b6 trl kho luu W, thi€t bi, phuang ti~n cill thi€t va thJ,Iehi~n
cae bi~n phap phOng eh6ng chay, n6; phOng ch6ng con trung, nam m6e; phOng
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ch6ng thien tai; phong gian, bao m~t d€ bao v~, bao quan an toan tili Ii~u lim trli'
va baa dam vi~c Slr dVng tM li~ulUll tril.

2. H6 so, tai Ii~u chua d€n han n(\p luu vao Luu tm Van phong do can b(\,
cong chuc, vien chile tv baa quan va phai dam baa an toan cho cae he, sa, till li~u d6.

3. H6 so, tai Ii~u luu trli' d€n han n(\p luu phai dugc giao n(\p vao Luu tm co
quan va t~p trung bilo quan trong kho luu trli' co quan.

4. Can b(\ Luu trli' chuyen trach co quan ho~c kiem nhi~m co trach nhi~m:
a) Thvc hi~n dung cae guy djnh ella Nhil nuac va ella co quan v~ baD v~, baa

quao an toan tili li~u va kho lUll trii;
b) B6 tri, sApx€p khoa hQc tili Ii~u luu tm; h6 so, tai li~u trong kho;
c) H6 so, tai li~u trong kho phai d€ (rong h(\p (c~p) dan nMn ghi diiy diJ

thong tin theo quy djnh d€ ti~n th6ng ke, ki€m tra va tra cuu;
d) Thuimg xuyen ki€m tra tinh hinh tai li~u co trong kho di\ nAm dugc s6

lugng va chilt lugng tili li~u d€ co ki\ hOach bao quan.
Di~u 35. Dai tuvng, thiJ It}cva th;lm quy~n cho phep khai thac, Slf d~ng tai U~u
I. D6i tugng dugc phep khai thac, sir dung tili li~u luu tru hi~n hanh
a) Can bQ, cong chuc, vien chuc trang va ngmli co guan d~n nghien cUu va

SlrdVng tai li~u lUll tru d~ thvc hi~n nhi~m V\I duqc giao;
b) Ca nhan di\n sir dung tai li~u phuc Vu cho nhu du cua minh;
c) Nguai nuac ngoai d~n nghien ClruUti li~u;
2. Thu toc khai thac, sir dung tili Ii~u luu tm hi~n hanh
a) Can bQ, cong chuc, vien chue lit nguoi thuQc co guan Van phong co nhu

d.ll nghien elm, su d\Jng nhUng Uli li~u co lien quan phai co y kiSn cho phep ella
lanh dao Van phong VBND tinh;

b) Can b(\, cong chuc, vien chuc la nguai ngoai co quan khi di\n nghien CUu
tai li~u luu tm phili co Giily giai thi~u cua co quan qUlin Iy.

c) Ca nhan di\n sir dung titi li~u ni\u la cong dan Vi~t Nam thi phili co chung
minh nhiln dan; dan xin trich I\lc ban chinh ghi r6 m\lC dich khai thac d6ng thm
neu ly do m~t va nguai yeu c~u trich h,lc phai la nguai co ten trong van ban dn
trich l\Jc ho~c Gifty uy quy~n cua nguai co lien quan. Don xin trich I\JCva Gifty uy
quy~n phfti co xac nh~ cua chinh quy~n nai cu trU.

d) D6i tugng la ngum nuac ngoai di\n nghien cuu tai li~u luu tm phai co h(i
chi€u va y kii\n phe duy~t cua liinh dao.

d) Tilt ca cac d6i tugng di\n nghien cuu tai li~u phai ghi vilo Phii\u yeu du su
d\Jng tai li~u.

Di~ll 36. Cac bloh thu'c ta chfrc Stf dl}ng tai lifU lUll trw
1. Can b(\ luu tm co quan phili I~p cac s6 nh~p, xuilt tili li~u, s6 dang ky M\lc

I\lc h6 so va s6 dang ky d(\c gia theo dung quy dinh.
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2. Tai li~ulUll tru muqn nghien Clm t~iphong lUll ttii': sau khi nghien clm tai
li~uxong, nguai khai thac phai tra dAy dti tai li~umuqn va ky tra h6 sa ffii lieu
VaGs6 theo d5i muqn tai li~u.Can bQ lUll ttii' phai giam sat trong qua trinh mU<!n
va kiSm tra tai li~usau khi hoan tra.

3. Mugn tai li~u vb nai lam vi~c: truang hqp dij,cbi~t do nhu cftu cong titc
can b{>thu{>cca quan Van phimg cin sir d\mg h6 sa, tai li~u dua ra hoi kho luu tru
phili dugc Chitnh Van phOng d6ng y va chi cho mugn ban phDto. Nguai mugn tai
li~u phili chiu tritch nhi~m bao quan an toan tai li~u va tra dung han.

4. Sao, ch\lp tili li~u lUlltrii: ngum dSn khai thitc tili li~u cin sao, ch\lp tili li~u
phili thl'C hi~n dfty du thu ll,1ckhai thitc va co giiy xin sao, ch\lp tai li~u, d6ng thai
phili dugc Sl' d6ng y cua lanh dao. Vi~c sao ch\lp tili li~u lUlltrii phai do can b{>lUll
trii thl'c hi~n. D6i voi tili li~u mij.tphai dugc thl'C hi~n theo quy chS bao v~ bi mij.t
Nhil.nuac.

5. Dan vi, cit nhan khi sir d\lng tai li~u luu trii phiti chip hanh nghiem chinh
citc quy djnh vb bim mij.tthong tin va giu gin bao dam an toan tai li~u.

Diiu 37. Thim quy@ncho phep khai thac, srr dl}ng tili li~uhru trfr
Thftm quybn quySt dinh vi~c cho phep khai thitc su d\lng tai li~u luu tru tai

ca quan nhu sau:
I. Chitnh Van phimg co tritch nhi~m cho phep vi~c su d\lng ban chinh, ban

sao, ban di~nill cac tai li~uluu tru d6i vo; cac t6 chuc, ca nhan ngoai dnh, cac t6
chuc, cit nhan nuoc ngoM; cho phep sir d\lng tai li~u lUlltm loai mij.t.

2. PhO Chitnh Van phimg co tritch nhi~m cho phep vi~c su d\lng ban chinh,
ban sao, ban di~nill cac tAi li~uluu trfrd6i v6i cac t6 chuc, ca nhan (trir cac d6i
tugng va loai tai li~u tai khoan I, dibu nay).

3. Can b{>luu tru co quan chi dugc phep ph\lc V\lkhai thitc tai li~u cho d{>c
gia khi dugc Sl' d6ng y cua nguai co thftm quybn.

4. Vi~c sao ch\lp tai li~u lUlltrii phai dugc y kiSn phOduy~t cua lanh dao.
Diiu 38. Quan ly vi~c8ft dl}ng tai li~uIU'utru'
Vi~c khai thilc su d\lng tai li~u lUlltm dugc quan ly bing citc cong C\lsau:

1. S6 giao nhij.ntili li~u.
2. Chuang trinh phftm mbm quan ly h6 sa lUlltm.

Chmrng IV
DlEU KHOAN THI HANH

Di~u39. Til ehtle th,!e hi~n
I. Can cu vao Quy chS nay va cac quy djnh cua philp luij.tcO lien quan, trong

pham vi nhi~m V\l, quybn han cua minh, Thu tru6'ng citc dan vj lr\fc thu{>ccO
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tnieh nhi~m tri€n khai th\le hi~n; d6ng thai, chi d~o xiiy d\lllg Quy eh€ eang tae
van thu, lUll triI a co quan, dan vi minh.

2. Can b(\, eang ehue, vien ehue Van phong UBND tinh nghiem rue th\le
hi~n Quy eh€ nay. Trang qua trinh th\le hi~n n€u philt sinh vuOngmie, d.n di€u
ehinh b6 sung, d€ nghi can b(\, eang ehue, vien ehue bao eao Chitnh Van phong
UBND tinh xem xet quy€t dinh.!.
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