
BO GIAO THONG VAN TAI 	CONG HOA XA HQI CHU NGHIA VIT NAM 
CIJC HANG KHONG VIVT NAM 	DO lap - Tv do - 14nh phfic 

S6: 	/QD-CHK 	 Ha Nai, ngay 	nam 2021 

QUYET DINH 
Ban hanh Quy the cong tic van thy va hru trir 

cfia Cuc Hang khong Vqt Nam 

CVC TRU'ONG CVC HANG KHONG VItT NAM 

Can cif Quyit Binh so 2606/QD-BGTVT ngay 07/9/2017 cua BQ truang BO 
Giao thong van tai quy clinh chirc Wang, nhiem vy, quyen han va ca cau to chtic 
cua Cuc Hang khong Viet Nam; Quyi.t Binh sd ,055/Q-D-BGTV7' ngay 31/5/2019 
clic' BO &yang Ba Giao thong van tai ve sera doi, bo sung Quyet Binh 2606/Q-D-
BGTVT ngay 07/9/2017 ciza 13,0 &Fong BO Giao th6ng van ten quy clinh chirc nang, 
nhiem vy, quyen han va ca cliu to chic cua Cuc Hang khong Viet Nam; 

Can cir Nghi Binh so 99/2016/ND-CP ngay 01/7/2016 cita Chinh phzi ve 
quan ly va sir dung con deiu; 

Can cir Quyet dinh so 28/2018/QD-7Tg ngay 12/7/2018 ciza Thin Wong 
Chinh phi ve viec 	nhan van ban dien ter girra ccic ca quan trong he thong 
hanh chinh Nha‘ !nick; 

Can cir Nghi Binh so 30/2020/ND-CP ngay 05/3/2020 cila Chink phzi14 
cong tac van thuy 

Can cir Th6ng to so 04/2013/7T-BNV ngay 16/4/2013 ciza B¢ trtrong BO 
Nai vy htrang clan xay dung Quy the cong taw van tint, hru ter curl ca quan, to 
clnic; 

Can cir Thong to so 74/2014/7T-BGTVT ngay 19/12/2014 clic' BO truang 
BO Giao thong van tai ban hanh Quy the cong tac lull ter clia BO GTVT va Thong.  
to so 61/2018/7T-BGTVT ngay 28/12/2018 ciia BO &Leong BO GTVT sira 	bo 
sung mat so dieu Quy the cling tac 'nu ter cira Ba GTVT ban hanh kem theo Thong 
to 74/2014/7T-BGTV7' ngezi, 19/12/2014; 

Can cir Quy it dinh so 2116/Q-DpGTVT ngay 10/11/2020 ciza BO tnrang BO 
Giao thong van tai ban hanh Quy che cong tac van tint czia BO Giao thong van 
tell; 

Can cir Quyit dinh so 1008/QD-CHK ngay 22/6/2020 czia Cuc Throng Cyc 
Hang kh6ng Viet Nam ban hanh Quy the lam viec czia Cyc Hang kh6ng Viet Nam; 
Quyet Binh so 1132/QD-CHK ngay 07/7/2020 clic, Cyc tnrong Cyc Hang khong 
net Nam ve viec sera doi, bo sung mat so die'u aux Quyet dinh so 1008/QD-
CHK ngay 22/6/2020; 

Mt de nghi cua Chcinh Van phong Cyc Hang khong Viet Nam, Cyc trzrang 
Cuc Hang kh6ng Viet Nam ban heath Quy the cong tac van thu viz ltru tra cita Cyc 
Hang khong Viet Nam. 
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QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the ding tac van thu va 
Iuu 	Cuc Hang khong Viet Nam. 

Dieu 2. Quyet dinh nay c6 hieu luc ke tir ngay ky va thay the Quyet dinh 
so 3088/QD-CHK ngay 05/8/2011 dm Cuc twang Cuc Hang khong Viet Nam 
ban hanh Quy the xay dung va quail 1S,  van ban hanh chinh cua Cuc Hang khong 
Viet Nam. Bai bo cdc quy dinh truac day trai vai quy dinh t4i Quyet dinh nay. 

Dieu 3. Thu truang cac co quan, don vi true thuOc Cuc Hang khong Viet 
Nam va cdc ca nhan co lien quan chin trach nhiem thi hanh Quyet dinh nay./. 

Nei night: 
- Nhtr Ditu 3; 
- Bo GTVT (dt bac) cao); 
- Cac Ph6 Cuc tru&ng; 
- Trang TIBT Cuc HKVN; 
- Luu: VT, VP (A.3b)4v 
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BO GIAO THONG VAN TAI 	CONG HOA XA HOI CHU NGHTA VIVI' NAM 
CVC HANG KHONG VII T NAM 	Di)c 14p - Tv do - Hunh ph& 

QUY CHE 
cong tfic van thy va hru trir cfia Cuc Hang khong Viet Nam 

(Kem theo Quyit dinh so 	/QD-CHK ngay .x-171/2021 clia Cuc truang 
Cuc Hang khong Viet Nam) 

Chuang I 
NHING QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh va d i tuvng lip dung 
1. Quy the nay quy dinh ye cong tac van thu va luu tit cua Cuc Hang khong 

Viet Nam, bao gom viec quan 13i van ban den; soan thao, trinh ky va ban,hanh van 
ban; quan 15,  van ban di; sao van ban, lap ho sa cong viec va n6p luu ho sa cong 
viec vao luu tru ca quan; quan 1y va sir dung con dau, thiet bi luu khoa bi mat dm 
Cuc Hang khong Viet Nam; thu thap, chinh ly, danh gia, tieu hity, bao quan va 
khai thac, sir dung tai lieu luu tit hinh thanh trong qua trinh hoat d6ng cua Cuc 
HKVN. 

Viec quan VI van ban den; sop thao va ban hanh van ban; quan VI van ban 
di, sao van ban co n6i dung mang bi mat nha nutrc phai tuan theo quy dinh cua 
phap luat ve bao ve bi mat nha mac, Quy che,  bao ve bi mat nha nuac do B6 
trutmg B6 Giao thong van tai ban hanh, Quy the bao ve bi mat nha nuac do Cuc 
trutmg Cue Hang khong Viet Nam ban hanh. 

2. Quy the nay dp dung doi v6i cac ca quan, dan vi truc thu6c Cuc Hang 
khong Viet Nam, to chic, ca nhan co lien quan den viec quan V/ van ban den; soan 
thao, trinh 14 va ban hanh van ban; quan 15,  van ban di; sao van ban, lap ho sa 
ding viec, n6p luu ho sa cong viec, quan 15,  va sir dung con dau, thiet bi km khoa 
bi mat dm Cue Hang khong Viet Nam; thu thap, chinh 15/, danh gia, tieu huy, bao 
quan va khai thac, sir dung tai lieu luu trot hinh thanh trong qua trinh hoat dOng 
cua Cuc HKVN. 

Dieu 2. Giai thich tir ngir 
Trong Quy the nay, cac tir duac sir dung co nghia nhu sau: 
1. "Cuc" IA Cuc Hang khong Viet Nam. 
2. "Lath dao Cuc" la Lanh dao Cpc Hang khong Viet Nam. 
3. "Cuc tnrerng, Pho Cuc truerng" la Cuc tnrerng, Pho Cuc tnrong Cuc Hang 

khong Viet Nam. 
4. "Chanh Van phong Cuc, Ph6 Chanh Van phong Cue" la Chanh Van 

phong, PH) Chanh Van phong Cue Hang khong Viet Nam. 
5. "Van phong Cuc" la van phong Cuc Hang khong Viet Nam. 
6. "Ca quan" la cac Phong, Van phong truc thuOc Cuc Hang khong Viet 

Nam, Thanh tra Cue Hang khong Viet Nam. 
7. "Dan vi" la cac Cang vv hang IchOng: mien Bac, mien Trung, mien Nam 

va Trung tam Y to hang khong. 
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8. "Be phan T6ng hop" la b6 phan thuc hien chirc nal-1g tham muu tong hop 
cda Van phong Cuc Hang khong Viet Nam. 

9. "Van thu" la bo phan thuc hien nhi'em vu ding tac van thu dm Cue Hang 
khong Viet Nam va cac don vi. 

10. "Luu trir " IA bes phan thuc hien nhiem vu cong tic ltru tilt cita Cuc Hang 
khong Viet Nam va cac don vi. 

11. "Van ban" la th6ng tin thanh van dugc truyen dot bang ngon ngfr hoac 
14,,  hieu, hinh thanh trong hog d6ng dm ca quan, to chirc va dugc trinh bay dung 
the thirc, ky thuat theo quy dinh. 

12. "Van ban den" la tat ca cac loai van ban, h6 sa dm ca quan, to chirc, ca 
nhan giri den Cuc Hang khong Viet Nam hoac cac Ca 9uan, 6 nhan thuOc Cuc 
Hang khong Viet Nam theo,dutrng buu dien, fax, true tiep hoac mang tin hoc. 

13. "Van ban di" la tat ca cac loai van ban, h8 sa do Cuc Hang kh6ng Via 
Nam ban hanh gfri cac ca quan, to chirc, ca nhan theo dtrong buu dien, fax, ttvc 
tiep hoac mang tin hoc.  

14. "Van ban dien dr" la van ban dugc 14 so boi ngueri CO tham quyen hoac 
van ban giAy dugc ky trut tiep, thuc hien so Me va 14 so ca quan theo quy dinh 
dm phap luat co gia tri phap IS/ nhu ban goc van ban giAy. 

15. "Van ban chuyen nganh" la van ban hinh thanh trong qua trinh thuc 
hien hog dOng chuyen mon, nghiep vu dm mOt nganh, l'inh vuc do ngtroi ding 
dau Ca quan quan It nganh, filth vtrc quy dinh. 

16. "Van ban hanh chinh"la van ban hinh thanh trong qua trinh chi dao, 
dieu hanh, giai quyet cong viec cila ca quan, to chirc. 

17. "Dang kS,  van ban" la viec ghi chop hoac cap nhat nhfing thong tin can 
thie't ye van ban nhu: so, 14 hieu; ngay, thong, nom ban hanh; ten loai van ban; 
trich you nOi dung; nai nhan, nai gin va nhimg thong tin khac vao So clang ky van 
ban hoac He th6ng quan lf van ban de theo dOi, quan IS/ van ban. 

18. "Du thao van ban" la ban hinh thanh trong qua trinh son thao van ban. 
19. "Ban g6c van ban " la ban hoan chinh ye not dung, the thirc van ban, 

duce nguari c6 tham quyen ky truc tiep ten van ban giay hoac k)",  so tren van ban 
dien tir va dugc Cue Hang khong Viet Nam ban hanh. , 

20. "Ban chinh van ban giay" IA ban hoan chinh ve not dung, the thirc van 
ban, dugc too to ban co chit k ,  tivc tiep cua nguari co thAm quyen, dugc Cuc Hang 
khong Viet Nam ban hanh. 

21. "Ban sao y" la ban sao day du, „ chinh xac nOi dung dm ban g6c hoac 
ban chinh van ban, dugc trinh bay theo the thirc va ky thuat quy dinh. 	, 

, 22. "Ban trich sao" la ban sao chinh xac phAn nOi dung dm ban goc hoac 
phan not dung dm ban chinh van ban can trich sao, dugc trinh bay theo the thirc 
va ky thuat quy dinh. 

23. "Ban sao luc" la ban sao day dit, chinh xac nOi dung dm ban sao y, dugc 
trinh bay theo the thirc va ky thuat quy dinh. 

24. "H6 sa" la top hcp cac van ban,„  tai lieu co lien quan vai nhau ye mOt 
van de, mot su viec, mOt doi tuang cu the hoac co dac diem chung, hinh thanh 
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trong qua trinh theo dOi, giai quy6t ding vi6c thu6c pham vi, chirc 'fang, nhi6m 
vu dm co quan, to chirc, Ca nhan thuOc Cvc Hang !thong Via Nam. 

25. "Danh mvc ho so" la bang ke CO h6 th6ng nhang h6 so du kin dugc 
lap trong nam cua ca quan, don vi. 

26. "Lap H6 sa" la vi6c tap hgp, sap xep van ban, tai lieu hinh thanh trong 
qua trinh theo d6i, giai quy6t cong vi6c cila,cor quan, don vi, nhan thu6c Cvc 
Hang khong Viet Nam theo nhfing nguyen tac va phuang phap nhat dinh. 

27. "H6 thong quan 15/ van ban" IA 116 thong phan mem quan 1S,  van ban va 
diL hanh co chirc nang quan ly ho so din tit trong qua trinh xir 1St cong vi6c cua 
cac ca quan, don vithuOc Cvc Hang khong Via Nam. 

28. Chfr14 so chit kS,  dugc tao lap bai khoa bi mat tuang 	chimg 
thu so cap cho co quan, don vi, ca nhan theo quy dinh cua phap 101 ye giao dich 
dial tir. 

29. Ky so la vi6c sir dung thiet bi luu khoa bi mat (USB token) tao chit 14 
so cua ca nhan, to chirc tren van ban. 

30. Trvc lien thong van ban Cvc Hang khong Vi6t Nam la giai phap ky 
thuat, cong ngh6 dugc trien khai tit Van phong Cvc Hang khong Via Nam tai cac 
co quan, don vi true thu6c Cvc de ket noi, lien thong giri, nh.'n van ban din 

31. Tai li6u km trir la tai lieu co gia tri phvc vu hoat dOng thuc ti6n, nghien 
ciru khoa hgc, lich sit dugc lua chgn de km tril. Tai lieu km tiit bao gom ban 46c, 
ban chinh; trong truemg h9p khong con ban g6c, ban chinh thi dugc thay th6 bang 
ban sao hop phap. 

32. Cong tac km trir bao g6m cac cong vi6c: thu thap, chinh 1ST, xac dinh 
gia tri, bao quan, th6ng ke va sir dung tai lieu luu tit hinh thanh trong qua trinh 
hoat dOng cua cac ca quan, dan vi. 

33. "Thu thap tai li6u" la qua trinh xac dinh ngu6n tai lieu, him chon, giao 
nhan tai li6u co gia tri d6 chuy6n vao Luu trir Cvc, Luu tr* lich sir. ,  

34. "Chinhl$f tai li6u" vi6c phan loai, xac dinh gia tri, 	xep, th6ng ke, 
lap cling cu tra cuu tai lieu hinh thanh trong hoat dOng ctla Cuc HKVN, ca nhan 
co lien quan. 

35. "Xac dinh gia tri tai li6u" la vi6c danh gia gia tri tai li6u.theo nhimg 
nguyen tac, phuong phap, tieu chuan theo quy dinh dm co quan co tham quyen de 
xac dinh nhang tai li6u co gia tri luu trCr, thai han bao quan va tai li6u het gia tri. 

Dieu 3. Nguyen tic quan 157 cong tac van thu va luu trir 
1. Cong tac Van thu va Luu trir dugc thuc hi6n thong that theo quy dinh 

cua phap luat. 
2. Tat ca van ban di, van ban d6n phai dugc quan ly tap trung tai Van thu 

de lam thii tuc tiep nhan, dang14, phat hanh trir nhitng loai van ban dugc dang14 
rieng theo quy dinh cua phap luat. Van ban phai dugc theo doi, cap nhat tang thai 

nhan, xir ly vao h6 thong quan y van ban. Tnremg hop 116 thong quan 15,  van 
ban gap sr c6 ky thuat, van ban, ho,so cong vi6c dugc giai quyet bang ban giay 
va phai dugc cap nhat lai vao thong quan 1Si van ban ngay sau khi khac phvc 
dugc su co. 
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„ 3. Van ban di, van ban den thuOc ngay nao phai dugc dang 	phat hanh, 
chuyen giao trong ngay, chern nhat la trong ngay lam viec tiep theo. Van ban có 
cac mirc dO khan: "Ht.% toe, "Thugng khan" va "Khan" (sau day goi chung la van 
ban khan) phai dugc xir ly ngay. 

4. Tat ca van ban di (trir van ban met) deu phai dugc k so ca nhan, 14 so 
cua ca quan va phat hanh duai clang van ban dien dr. Chi phat hanh ban giAy den 
co quan, to chuc, ca nhan khong thuOc d6i ttrgng tham gia trvc lien thong van ban 
vai Cvc. HO sa trinh kS,  van ban di phai dugc lap duoi clang dien to va dugc quart 
V/, theo dOi bang he thong quan Vi van ban. 

5. Tat ca cac ca quan, don vi phai nth so giao nhdn van ban giay. Moi tac 
nghiep giao nhan van ban, tai lieu, Ho so trinh giai quyet cong viec, Ho sa cong 
viec ban giay quy dinh tai Quy the nay deu phai ky xdc nhan vao SO Giao nhan 
van ban. Van phon4 Cpc chi thvc hien giao nhan van ban, tai lieu, HO so trinh giai 
guy& cong viec, Ho sa ding viec vai can b0, cong chirc cac co quan tham 
van thu don vi thuOc Cvc hoac ngudi dugc Thu trudmg don vi thuOc Cvc uy quyen. 

6. Luu do gui, nhan van ban dien t*, trinh lg van ban tren moi tnthng mang, 
theo Phu lvc 1 cua Quy the nay. 

Dieu 4. Trfich nhi?m 	voi cong tac van thu va ltru trir 
1. Trach nhiem cua Cvc tnrdmg: 
a) TO chirc xay dkmg, ban hanh, chi dao viec thuc hien dung quy dinh ye 

cong tac van thu va luu till; chi dao viec nghien ciru, img dung khoa hoc va cong 
ngh'e vao ding tac van thu va luu trir cua Cvc. 

b) Chi dao kiem tra viec thkrc hien cac the dO, quy dinh ve,cong tac van thu 
va luu trir dei \Teri cac don vi trkrc thu0c; giai quyet khieu 	to cdo va xir ly vi 
pham phap luet ye cong tac van thu va luu ttv theo tham quyen. 

2. Trach nhiem cua Chanh Van phong Cvc: 
a) Giup Cvc truorng quan ly, kiem tra, giam sat viec thkrc hien cong tac van 

thu - luu tr.* tai Cvc va cac ca quan, don vi trvc thuOc Cvc. 
b) To chile huang dAn nghiep vv ye cong tac van thu 1;a luu trur cho cac co 

quan, dan vi trvc thuOc Cvc. 
3. Trach nhiem cua Thu twang cac co quan, don vi trkrc thuOc Cvc: 
Thu truang cac co quan, don vi truc thudoc Cvc co trach nhiem trien khai va 

to chirc thkrc hien cac quy dinh cua phap luet, dm BO Giao thong van tai va cua 
Cvc ye cong tac van thu va luu ti-il 

4. Trach nhiem dm can b0, cong chirc, vien chirc: 
Trong qua trinh giai quyet cong viec lien quan den ding tac van thu va luu 

trCt, moi can b0, cong chlrc, vien chirc phai thvc hien nghiem tiic cac quy dinh cua 
phap 101, dm BO Giao thong yen tai va cua Ckic ve cong tac van thu va luu 

5. Trach nhiem cua Van thu Cvc: 
a) Dang ky, thkrc hien thii tpc phat hanh, chuyen phat va theo doi viec 

chuyen phat van ban di. 
b) Tiep nhan, clang kS,  van ban den; trinh, chuyen giao van ban den. 
c) Sap xep, bao quan va phvc vv viec tra ciru, sir dung ban luu van ban. 
d) Quan ly SO clang lqf van ban. 
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,d) Quan 1)'7, sir dung con du, thiet bi luu khoa 1)1 mat dm co quan; cac loai 
con dau khac theo quy dinh. 

6. Trach nhiem ctia Luu tit Cuc trong thu thap ho so, tai lieu: 
a) Lap Ke hoach thu thap ho so, tai lieu. 
b) Phoi hqp vai cac co quan, don vi xac dinh ho so tai lieu can thu thap:  
c) Huang dan cac co quan, don vi chuan bi ho so, tai lieu giao nop va thong 

ke thanh "Muc luc h6 so, tai lieu nOp luu". 
d) Chan bi kho va cac phuong tien bao quan a tiep nhan 116 so, tai lieu. 
d) Kiem tra, &di chieu ho so giao n0p. 
e) Tiep nhan ho so kern theo cac van ban huang dan chinh 1S/ va Ong cu tra 

cfru. 
g) Lap bien ban giao nhan tai lieu. 
7. Trach nhiem cua moi ca nhan: 
Trong qua trinh theo doi, giai quyet ding viec, m8i can 1)0, cong chirc, vien 

chirc phai lap ho so ve cong viec do va nop luu ho so, tai lieu theo dung quy dinh. 

Chuang II 
QUAN LY VAN BAN DEN 

Dieu 5. Trinh ttr quan 15r van ban den 
TAt ca van ban den Cue Hang khong Viet Nam phai duge xir 1S/ theo trith 

to sau: 
1. Tiep nhan, phan loai, dang 4 van ban den. 
2. Trinh, chuyen giao van ban den. 
3. Giai quyet va theo doi, don doc viec giai quyet van ban den. 

Dieu 6. Nguyen tic flee nhOn van ban den 
1. Tat ea van ban den, ke ca van ban do,Lanh dao Cuc,,Lanh dao va chuyen 

vien co quan tham muu 	Cue nhan live tiep tir noi girl, deu phai ducre chuyen 
den Van thu Cue de lam thu tuc tiep nhan, dang 4 van ban den; trir nht-mg loai 
van ban chrge clang ky rieng theo quy dinh cua phap luat. Van ban den khong lam 
thii tuc tiep nhan, clang 4 tai Van thu Cue thi cac co quan tham muu khong 
co trach nhiem giai quyet. 

Tnremg hcrp dac biet de giai quyet cong viec gAp, dQt xuAt, Lath dao Cue 
nhan true tiep va ghi y kien chi dao giai quyet vao van ban tn.rorc khi lam thil tuc 
Bang 4 van ban den: b0 phan Tong help hoc Chanh Van phong, Pho Chanh Van 
phong Cue chuyen cho Van thu Cuc de thuc hien tiep nhan, clang 4 van ban den 
theo quy dinh. 

2. Van ban dm cac don vi thuOc Cue gtiri den Cue phai thong qua true lien 
thong van ban cUa Cuc. Truemg hop nhan duge van ban giay nhung chua nhan 
duce Van ban dien tir thi Van thu Cue chua lam thil tuc clang 4 van ban den doi 
vai van ban dO. 

3. Doi vai nhang van ban giAy &roc girl tir to etic, ea nhan khong tham gia 
true lien thong van ban, Van thu Cue tier' hanh so hoa, dong dAu xac thuc, cap 
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nhAt dAy du thong tin van ban vao He th6ng quail 1S,  van ban va xir ly nhu van ban 
din tin. 

Dieu 7. Trinh tkr tiep nh4n van ban den 
1. Tiep nhan van ban giay 
a) Khi tiep nhAn van ,ban den, Van thu Cpc phai kiem tra so lugns, tinh 

tang bi, dau niem phong (neu c6); kiem tra, doi chieu nai giri, nai nhAn, so va ky 
hi6u van ban ghi tren bi phai dung vii So giao nhAn van ban. 

b) Truing hop phat hi6n thieu, mat bi, tinh trang bi khong con nguyen yen 
hoac van ban dugc chuyen den muOn him thoii gian ghi ten bi (doi vii bi van ban 
den co dong dAu "Him toe" hen gib!), Van thu Cpc lAp bien ban vii nguii chuyen 
van ban den (mau bien ban tai php 1pc 2) va th6ng bao ngay cho nai gin van ban. 

c) Doi vii van ban den dugc chuyen qua Fax, Van thu Cpc phai kiem tra 
s6 luang van ban, so luong trang cua m8i van ban, neu phat hi6n co sai sot, phai 
kip thii thong bao cho nai giri. 

d) Doi vii van ban girl den Cpc ngoai gii hanh chinh: Nhan vien trtre bao 
v6 try sa Cpc tiep nhAn, ghi lai so van ban tren bi, ten ca quan gun, gin nhAn van 
ban va bao cao ,ngay Chanh Van phong hoac Phi) Chanh Van phong de xir 1$,  doi 
vii van ban khan. Cac van ban khac dugc ban giao cho Van thu Cpc vao 08 gin 
00 cilia ngay lam vi'ec tiep theo. 

d) Phan loai sa b6 bi van ban den thanh cac loai sau: 
- Phan loai theo d6i Wong, gom: Loai phai b6c bi la cac bi van ban gin den 

Cpc; Loai khong b6c bi la cac bi: van ban mat den co dau "Chi nguii c6 ten mui 
dugc bOc bi", van ban girl den cac co quan, don vi trkrc thuOc Cpc; van ban den 
girl dich danh ca nhan, van ban den girl. Dang uy Cpc, Doan Thanh nien Cpc, Doan 
Thanh nien kh6i ca quan Cpc, Cong doan Cpc, Cong doan khOi co.  quan Cpc. 

- Phan loai theo mire d'6 khan: Loai van ban co dau chi mire d6 khan; Loai 
van ban khong co clAu chi mire d6 khAn. 

„ e) Tien hanh b6c bi van ban den (trir cac loai bi khong dugc b6c quy dinh 
tai diem d Khoan nay). Vic bee bi van ban phai bao dam cac yeu cAu sau: 

- Nhimg bi co dong dau chi cac mire dO khAn phai dugc bec truac de giai 
quye't kip thii. 

- Khon$ gay hu hai doi vii van ban, khong dugc be sot van ban trong bi, 
khong lam mat so, 14 hi6u van ban, dia chi co quan gui va dau bun di'en. 

g) Kiem tra van ban trong bi, doi chieu tai li6u co trong bi vii so, 14,  hi6u 
ghi tren bi va co trach nhi6m lam Phieu bao hoac Phieu girl lai van ban trinh Chanh 
Van phong 14,  de thong bao cho nai girl van ban trong cac truing hop sau: 

- Truing hop thieu tai lieu (sir dung Phieu bao theo mh quy dinh tai Php 
1pc 3 cUa Quy the nay). 

- Truing hop van ban den khong dung thin tpc hanh chinh nhu giri vugt cap, 
ky va dong clAu khong dung thAm quyen, khong dung the thinc, ban phi to (trir ban 
fax), nhau nat hoac chit mi khe doc (sir dung Phieu girl lai van ban theo mAu quy 
dinh tai Phu 1pc 4 dm Quy the nay). 
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- DOi vai don, thu khiEu nai, t6 coo va nhang van ban can phai kiEm tra, 
xac minh hoac nhang van ban den ma ngay nhan van ban each qua xa ngay thang 
dm van ban thi gifr lai bi va dinh kem vai van ban dE lam ban4 chfmg. 

h) Ming dau "Cong van den" vao khoang trong dual s8, ky hieu (doi vai 
van ban co ten loai), duai phan trich yeu (doi vol ding van) hoac vao khoang trong 
dux% ngay, thang, nom ban hanh van ban; ghi so va ngay den. 

2. TiEp nhan van ban dien tfr 
a) Van thu Cue phai kiem tra firth xac thvc va toan yen dm van ban dien tur 

va thvc hien tiEp nhan ten He thong quan 13",  van ban. 
b) Truang hqp van ban dien tfr khong dap (mg cac quy dinh tai diEm a khoan 

nay hoac gfri sai not nhan thi Van thu Cvc tra lai ngay cho co quan, to chfrc gui 
van ban teen He thong quan lYT van ban. Throng harp phat hien c6 sai sot hoac dau 
hieu bat thutmg thi Van thu Cvc thong bao cho nal gfri van ban. 

c) Tnrong hop nhan dugc thong bao thu hOi van ban dien tu, ben nhan CO 
trach nhiem 114 bo van ban dien to dugc thu hoi do tren he thOng quan ly van ban 
dieu hanh, dOng thoi thong bao viec da x(r ly van ban dien tur dugc thu hoi qua he 
thOng quan 1Si van ban va dieu hanh dE ben gfri biet. 

Dieu 8. Hang 4 van ban den 
1. Doi vai van ban gidy 
a) Van ban den phai dugc clang ky vao he thOng quail 1Y,  van ban ngay trong 

ngay nhan van ban dEn; nEu van ban gui dEn vao cuoi buoi chieu, thi co the clang 
ky vao buoi sang ngay lam viec ti6p theo. Van ban dEn co dong ddu chi cac m(rt 
dO khan: "Hoa 

,
"Hem toe" hen gi6, "Thucmg khan" va "Khan" phai dugc 

Bang 14, trinh, chuyen giao ngay sau khi tiEp nhan van ban. 
b) Khi dong 14 van ban den, Van thu Cvc phai thvc hien cac cong viec sau: 
- Nhap ddy du, chinh xac cac thong tin chung cua van ban vao He thong 

quan 1S, van ban, dong dau "Cong van den". Trong qua trinh nhap thong tin dm 
van ban, neu phat hien thing vai van ban dien tfr den truac thi khong thrc hien 
Bang 14 va chuyen van ban gia'y do cho co quan dugc giao chfr tri giai quyet. 

- So hoa (Scan mau) not dung van ban, tai lieu kern theo va dinh kern dung 
tep nOi dung van ban. Van thu Cpc ltm lai ban *idy. Tn.rang hop tai lieu kern theo 
khong the s8 hoa thanh ban dien tir, van thu so hoa van ban va ghi chti ro co tai 
lieu giay kern theo. 

- Tnrang hop co quan phat hanh yeu cdu khong so hoa van ban, van thu 
khong s6 hoa van ban va ghi chu rO khong dinh kern van ban theo yeu cdu dm co 
quan phat hanh.,  

- Ming ddu so cua Cvc HKVN dE xac thixc van ban. 
c) Hoi vai van ban gfri dich danh ca nhan, Hang fry Cvc, Doan Thanh,nien 

Cvc, Doan Thanh nien khoi co quan Cvc, Cong doan Cpc, C6ng doan khoi co 
quan Cvc, Van thu Cvc vao so Buu kien, khong dua vao he thong quan 1S/ van 
ban. 

d) Doi vai nhang don thu do co quan, to chfrc, Ca nhan gfri den Cvc Hang 
khong Viet Nam: Van thu Cvc bac bi, gift lai bi va dinh kern don thu, lam cac thu

clang 4 van ban dEn (kh8ng dinh kern ban so h6a nOi dung van ban) va chuyEn 
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t6i b0 phen Ting hgp a trinh Lanh dao Cue cho 5/ ki6'n; sau khi Lanh dao Cue c6 
Si kien true tit!) tren van ban, b6 phen Tong hgp chuyen lai cho van thu de vAn thu 
chuyen giao cho ca quan dugc giao chu tri giai quyet. 

2. Doi v6i van ban dien tir 
, a) VAn thu Cue cap so den va cep nhet vao he thing van ban dien tir dugc 

tiep nhan. 
b) Tnrong hgp vi 15,  do ky thuet kh6ng the chuyen van ban qua he thing 

quail IS,  van ban, thi sir dung bien pilaf) phi' Nip khac nhu email... va phai th6ng 
bao cho ca quan nhan van ban biet. Van thu chuyen lai van ban teen He thong 
quan 15r van ban sau khi su co dugc khic phuc. 

, 	3. So den oh van ban dugc lay lien tiep theo thirty va trinh to thoi gian 
tiep nhan van ban trong nam, thong nhAt girra van ban giay va van ban dien tir. 

Dieu 9. Trinh, chuyen giao van ban den , 
1. Sau khi clang 14 van ban vao Si hoc he thing quan IS,  van ban, Van thu 

Cuc thuc hien viec trinh, chuyen giao van ban den nhu sau: 
a) DiSi v6i bi van ban den do dong dau chi mire d6 met, dien met: thuc hien 

theo Quy the bao ve bi met Nha ntr6c dm Cuc Hang khong Viet Nam. 
b) Dii vai bi girl dich danh ten ngtr6i nhan, Dang fry Cuc, Doan Thanhpien 

Cue, Doan Thanh nien khoi ca quan Cue, Cong doan Cue, Cling down khoi Ca 
quan Cuc: Van thu Cue chuyen ten dia chi ghi teen bi. 

c) Doi vii van ban d6n c6 dau "1-16a toe", "Thugng khan", "Khan": VAn thu 
Cue phai chuyen giao ngay va bdo cao Lanh dao Van phong de trinh Lanh dao 
Cue. 

d) Dor yeti cac van ban den, trir cac van ban quy dinh tai diem a, b, c Khoan 
nay, sau khi dA hoan tat thil tuc tiep nhan, clang 14 van ban, VAn thu Cuc chuy& 
giao van ban dien tir tren He thing quan l5,  van ban den b0 phen Tong hgp. Doi 
yen van ban c6 tai lieu giAy kern theo khing the so hoa, Van thu Cue chuyen ban 
giAy ding thoi v6i ban dien tir. 

d) Trinh, chuyen giao van ban giAy: d6i v6i nhimg vAn ban dugc Cue truing 
hoec cac Pho Cue twang true tiep ghi S,  kien chi dao giai quyet tren van ban giay 
thi Van thu Cuc so He (Scan mau) nOi dung van ban, tai lieu kern theo va dinh 
kern dung tap nOi dung van ban vao he thong,quan IS,  van ban va chuyen cho ca 
quan, dan vi hoc ca nhan dugc giao giai quyet. 

2. Ngay sau khi nhan dugc vAn ban den tir Van thu Cue, can dr nOi dung 
dm van ban den; quy the lam vi'e'c dm Cue HKVN; chirc !fang, nhiem vu va Ice 
hoach eking tic dm cac ca quan, din vi thuc Cue, b0 phen Ting hgp du thao 5/ 

kien tham mum xir 15,  van ban (Tel vii van ban khan den, van ban c6 quy dinh thoi 
han giai quyet phai uu tien xir V/ tnrac) va chuyen qua he,thing quan 1S,  van ban 
den lanh dao Van phong Cue. Doi vii van ban lien quan den nhieu don vi hoc ca 
nhan thi xac dinh r6 dan vi hoc ca nhan chu tri, phoi hgp va thori han giai quyet. 

3. Ngay sau khi then dugc du thao 5/ kien tham muu xir l5,  van ban do b0 
phen Tong hgp chuyen den, lAnh dao VAn phong Cgc xem xet, kiem tra du thao St 

kien tham muu xir 157 van ban, cho S,  kien bi sung, sera dii (ne'u co) (dii v6i van 
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ban khan den, van ban cat quy dinh theri han giai quy6t phai tru tien xfr ly tnrac) 
va chuyen ten he th6ng quan 1yr van ban den Cuc truemg hoc cac Ph6 Cuc tnrong. 

4. Ngay sau khi nhan dugc dir thao y kien xir 1Y van ban do lanh dao Van 
phong Cue chuyen den, Cue truemg va cac PH, Cuc tnremg xem xet dir thao y kien 
tham mtru xfr 1y, van ban, phe duyet ho4c cho y kien chi dao (doi v6i van ban khan 
den, van ban c6 quy dinh th6i han giai quyet phai uu tien xfr ly truac) va chuyen 

kien chi dao tren he thong quan ly van ban den cac ca quan, dan vi dugc giao 
nhiem vu giai quyet. 

Tnrong hgp Cue truang, Ph6 Cuc tnrang co y kien chi dao khac yeti y kien 
tham mvu xir 1y van ban ctia Van phong Cuc thi Lanh dao Van phong hoc b6 
phan Tiing hgp ra soat, cap nhat, phan phoi lai theo y kien chi dao cua Cue trtremg, 
PM, Cue truerng. 

5. Viec chuyen giao van ban den phai bao dam kip th6i, chinh xac, &Mg 
d6i tugng va gift bi mat nOi dung van ban theo quy dinh bao mat thong tin. 

Dieu 10. Giai quyet van ban den 
1. Doi yeti nhan4 van ban can giai quyet gAp (hoa uic hen gi6 hoc cac van 

ban c6 theri han xfr 1Y gap), b6 phan Tong h9p Van phong Cuc ggi dien thoai thong 
bao cho co. quan, don vi dugc giao giai quyet van ban de kip theri xft 1y. 

2. Can cu n6i dung van ban den, y kien chi dao cua Lanh dao Cuc (neu co), 
Thu truong ca quan, dam vi dugc giao giai guy& van ban co trach nhiem to chfrc 
thirc hien theo dung chi:re nang, nhiem vu, dung trinh tu va theri gian quy dinh. Ca 
quan, dan vi dugc giao giai quyet van ban den phai cap nhat day du thong tin ve 
ket qua giai quyet van ban tren he thong quan 1y,  van ban. 

3. Khi nhan dugc van ban khong thuOc pham vi, chfrc nang giai guy& dm 
ca quan, dan vi minh; ca quan, dan vi dugc giao giai quyet van ban bao cao Lanh 
dao Cuc xin y kien chi dao. 

Dieu 11. Tiep nhkin, xv VI van ban den tai co quan, don vi thtiOc Cuc 
1. Khi nhan dugc van ban den: 
- Thu tnrerng ca quan dugc giao nhiem vv giai quyet van ban den phai xem 

xet, cho y,kien chi dao giai quyet van ban va chuyen giao qua he th6ng quan 1y, 
van ban den cac ca nhan dugc giao nhiem vu giai quyet. 

- Van thu don vi thu6c Cue chuyen Lanh dao dam vi xem xet, cho y kien 
chi dao giai guy& van ban. Van ban phai dugc chuyen giao qua he th6ng quan ly 
van ban cho dan vi, Ca nhan dugc giao nhiem vv giai quyet. 

2. Doi veri nhang van ban chuyen giao nham dia chi giai quyet, ca quan, 
don vi, ca nhan nhan van ban tra lai ngay Van thu d6i vai van ban giay va ghi 
kien tren he th6ng quan 1y van ban doi vai van ban dien tfr, khong chuyen true 
tiep tir ca quan, dan vi, ca nhan nay sang co,  quan, dan vi, Ca nhan khac. 

- Van thu co trach nhiem chuyen giao lai van ban giAy den dung co quan, 
don vi dugc giao giai quyet. 

- BO phan T8ng hcfp, Van phong ra soat, chuyen lai van ban tren He thong 
quan 1)",  van ban den dimg ca quan, dam vi dugc giao giai quyet. 
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3. Thu twang cac ca quan thuOc Cuc c6 tech nhiem phan cong chuyen vien 
nhan ban giAy van ban tai Van thu Cvc 02 (hai) lan mgt ngay(trong cac ngay lam 
viec) vao th6i gian sau: BuOi sang vao 08h30, buOi chieu vao 14h00. Rieng ngay 
lam viec cuiii ding trong tan, cac ca quan tham muu phai nhan ban giAy them 
mot lAn vao 16h30. 

Dieu 12. Th?ri h#n giii quyet van ban den 
1. Nhang van ban "Hoa tOc", "Khan", "Thugng khAn" va nhimg van ban 

co nOi dung cap bach phai dugc giai quyet ngay. 
2. Van ban c6 thoi han giai guy& phai dugc 4iai quyet theo thari han Lanh 

dao Cpc yeu au, neu Lanh dao Ctic khong c6 yeu cau thi thirc hien theo thoi han 
quy dinh trong van ban. 

3. Doi voi cac du an, de an, chuang trinh, th&i han giai quyet thirc hien theo 
tien dO da dugc phe duyet,hoac theo quy dinh dm Lanh dao Cyc. 

4. Doi vai nhang van de co thoi han giai quyet theo quy dinh cua van ban 
quy pham phap luat lien quan do cap co tham quyen ban hanh, thoi han giai quyet 
thirc hien theo quy dinh tai van ban quy pham phap luat lien 9uan do. 

5. DOi voi van ban khong quy dinh thoi han giai quyet thi thirc hien nhu 

Cham nhAt la 07 ngay lam viec (hoac 15 ngay lam viec dOi vai nhang van 
ban do van de phirc tap, can nhieu thi gian xir 1St) ke tir ngay nhan van ban; ca 
quan, don vi dugc giao nhiem vu phai giai quyet xong; ket qua xir 1ST cong viec 
phai dugc cap nhat vao he thong quan IS,  van ban. 

6. Trutmg hgp khong the bao dam th6i gian quy dinh, Ca quan, don vii dugc 
giao giai qpyet van ban phai bao cao Cvc truong hoac PhO Cvc truong pity trach 
linh vtrc de xin ST kien chi dao. Y kien chi dao dm Lanh dao Cvc va tinh hinh giai 
quyet van ban sau do phai dugc cap nhat day du vao he thon4 quan 1$,  van ban. , 

7. Doi vori nhang van ban co nOi dung khong thuOc thamquyen giai quyet 
dm Cvc Hang khong Viet Nam, ca quan, don vi dugc giao giai guy& phai bao 
cao Lanh dao Civic de co van ban tra lai co quan, to chirc phat hanh van ban. 

Dieu 13. Quin 115,, theo dOi, don dtw OM quyet van ban den , . 
1. Tat ca van ban den phai dugc theo dOi, don doe viec giai quyet de bao 

cao Lanh dao Cvc dinh ky hang tuan tai HOi nghi giao ban Cvc hoac dOt xuat khi 
Lanh dao Cvc yeu cau. 

2. Thu trutmg cac ca quan, don vi co trach nhiem theo dOi, don doc viec 
giai quyet van ban den dm ca quan, dan vi minh, bao dam dimg thoi hart theo quy 
dinh tai Dieu 12 Quy the nay; bao cao ket qua giai quyet van ban den theo quy 
dinh. 

Clurcrng III 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 14. Sop' thao van ban 
1. NOi dung van ban dugc soar' thao phai bao dam cac yeu cau sau day: 

sau: 
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a) Tuan thu duong 16i, chit trucmg, chinh sdch cua Hang va Nha hulk, phis 
harp voi quy Binh ctia phap luet. 

b) Phu hop vai nOi dung yeu cau giai quyet cong viec. 
c) Dung thArn qu),ten. 
d) The hien St kien chi dao cua Lanh dap cap tren (nett c6). Truong,  hop 

chuyen vien sop thao hoec ca quan tham muu soar' thao thAy c6 vuong mac ye 
tinh phap 1St, tinh kha thi hoc nhiing van de phat sinh ten thvc to &an den khong 
the thoc hien &roc theo dimg chi dao cita Lanh dao cap tren thi dugc tham muu 
trinh theo y kien cua minh va phai c6 van ban giai trinh r6 1St do kern theo. Neu 
Lanh dao cap tren van gifr y kien chi dao nhu tnrac thi chuyen vien soar thao hoc 
co quan tham muu soan thao chAp hanh, thoc hien theo dungy kien chi dao cua 
Lanh dao cap tren, dong th6iduoc bao luu kien 	minh. Y kien bao luu bang 
van ban va dugc luu trong Ho sa trinh giai quy6t cong viec. 

2. The thirc va ky thuet trinh bay van ban: 
a) Doi vai van ban hanh chinh: The thirc va Icy thuet trinh bay van ban thirc 

hien theo quy dinh tai Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh 
phi' ye conk tdc van thu va cac van ban sera d6i, be:, sung hoc thay the (neu co). 

b) Doi veri van ban quy pham phap luet: The thirc va ky thuet trinh bay van 
ban thirc hien theo quy dinh tai Thong to so 21/2016/TT-BGTVT ngay 25 thang 
8 nam 2016 dm BO tnremg BO Giao thong van tai quy dinh xay dung, ban hanh, 
hop nhat van ban quy pham phap luet, kiem soat thit tvc hanh chinh, kiem tra, xir 
1St van ban, ra soat, he thong h6a van ban quy pham phap luet va theo doi thi hanh 
phap luet trong rinh \roc giao thong van tai va cac van ban sera doi, bo sung hoc 
thay the (neu co). 

3. Van ban sau khi sop thao duoc dua vao he thOng quan 1St van ban (trir 
van ban met), lap H6 sa trinh giai quyet cong viec va thoc hien thit tvc trinh ky, 
phat hanh. Chuyen vien soar thao phai de xuAt cac mire dO chi dO khan, di) met 
dm van ban khi hoan thanh do thao. 

Dieu 15. HO sa trinh giai quyet cong viec 
1. Cac loaf ho sa trinh giai quyet cong viec: 
a) Trinh xin St kien chi dao ctia Lanh dao Cvc. 
b) Trinh Lanh dao Cpc 14 van ban. 
c) Trinh Lanh dao ca suan tham muu ky thira lenh. 
2. H6 so trinh xin y kien chi dao cua Lanh dao Cvc bao g6m: 
a) Phieu trinh giai quyet ding viec (theo mau quy dinh tai Phu loc 5 cila 

Quy the nay). 
b) Bao cao hoc toy trinh dot vgi cong viec can xin y kien. 
c) Van ban den (net' co). 
d) Y kien bang van ban ctia cac co quan, to chile c6 lien quan (nett co). 
d) Van ban bao luu y kien (neu co).,  
e) Cac tai lieu khac c6 lien quan (neu c6). 
3. H6 sa trinh Lanh dao Cock)",  van ban bao g6m: 
a) Phieu trinh giai quyet cong viec (theo mau quy dinh tai Php loc 5 oh 

Quy che nay). 
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b) Du thao van ban c6 cher 14,  tat dm Thu truZmg ca quan, dan vi soan thao 
vao tat ca cac trang phu lkic kern theo (neu c6). 

c) Van ban giai trinh re, 1)",  do khong thkrc hien ducic theo dung chi dao cua 
Lanh dao Cic (neu co). 

d) Van ban den (neu co). 
d) Cdc y kien dung g6p cua cac ca quan, dan vi va ca nhan (neu c6). 
e) Cac tai lieu c6 lien quan khac (neu c6). 
4. H6 sa trinh Lanh dao Ca quan tham muu ky thira lenh bao g6m: 
a) Du thao van ban. 
b) Van ban den (neu co). 
c) Y kien bang van ban dm cac co quan, to chirc c6 lien quan (neu co). 
d) Van ban bao luu y kien (neu co). 
d) Cac tai lieu khac c6 lien quan (neu co). 
5. Chuyen vien dugc giao chu tri soan thao van ban phai 14p HO sa trinh 

giai quyet ding viec duai clang dien tir bang chirc nang dm he thong quan 1S,  van 
ban theo dung thanh phan quy dinh tai khoan 2, khoan 3, khoan 4 Dieu nay. H6 
sa trinh giai quyet ding viec phai bao dam the hien day du cac Wok tien hanh giai 
quyet cong viec theo dung quys  dinh 	phap luAt 	quan, tai lieu, giAy t6 trong 
HO sa phai dirge tong hcrp day du, toan vgn, sap xep hcip 1S/, bao dam thulan tien 
cho viec chinh 1S/, Op luu Ho sa cong viec dinh ky theo quy dinh. 

6. Cac loci van ban chi trinh 	tir, khong 10p ho sa giAy g6m: cong 
van xin y kien du thao; cong van yeu cau bao cao; cong van g6p y van ban do cac 
ca quan, to chirc khac chu tri; cong van mang tinh chat trien khai, thong bao, cung 
cap thong tin; giAy mill hcp; doi v6i nhcing ho sa van con tai lieu khong the tao 
lad thanh ban din tir, chuyen vien duvc giao chu tri soan thao 1413,116 sa giAy vai 
day du thanh phan quy dinh tai cac khoan 2, khoan 3, khoan 4 Dieu nay va trinh 
dong thoi v6i h6 sa‘dien 

7. D6i 	HO sa cong viec trinh Lanh dao Ctic giai quyet, ca quan tham 
muu chi) tri trinh ghi day du thong tin tai cac rnvc 	phieu trinh va phai the hien 
rO quan diem cua minh, co giai trinh, phan tich rO ly do, can dr dm n6i dung tham 
muu. 

Dieu 16. Kiem tra van ban truck khi trinh k5r ban hhnh 

, 1. Phong Phap the - Hcrp tac qu6c to chiu trach nhiem t'6 chIrc ra soat lan 
cuoi ho sa trinh du thao van ban quy pham phap lu:at tri.rac khi trinh Lanh dao Cvc 
kS,  van ban bao cao BO GTVT. 

2. Cos  quan, don vi chu tri soan thao van ban phai kiem tra va 	trach 
nhiem ye tinh chinh xac cua not dung van ban truac khi trinh Lanh dao Cvc ky 
ban hanh. 

3. Van phong Civic chit' trach nhiem kiem tra, kiem soat ve thanh phan 1-16 
sa, the thirc, ky-  thuAt trinh bay va thu tic ban hanh van ban, khong trinh LAnh dao 
Cic nhimg 116 sa khong dap img yeu cau. Lanh dao ca quan tham muu trinh phai 
chiu trach nhiem trong truong hcop trinh HO sa thong dung yeu cau lam anh huerng 
den thOi han giai quyet cong viec. 
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Dieu 17. Thu tyc trinh kjr, duye't not dung dkr thao van bin 
, 1. Ho sa trinh Lanh dao Cpc giai quyet cong viec quy dinh tai khoan 2, 3 

Dieu 15 phai ducfc chuyen b0 phan Tong h9p — Van ph6ng Cpc de kiem tra fru& 
khi chuyen Lath dao Van phong va trinh Lanh dao Cpc. Van phong Cpc khong 
nhan ho sa tir nguad khong thuOc ca quan trinh van ban. 	, 

2. Van phong Cpc trach nhiem chirc kiem tra 	so trinh Lanh dao 
Civic giai quyet cong viec nhu sau: 

a) B6 phan Tong hap — Van phong Cpc kiem tra ye thanh phan' h6 sa, the 
thfrc ky thuat dm du thao van ban trinh 4. Neu h6 so dam bao dung ciuy dinh thi 
chuyen Lanh dao Van phong. Lath dao Van phong ra soat ho sa, neu dam bao 
dung quy dinh thi trinh Lanh dao Cpc. 

b) Tnr6ng hop h6 so,  khong du thanh phan, khong dung the thirc ky thuat 
thi b6 phan Tong hap — Van phong Cpc tra tai dan vi trinh de sfra doi, bo sung. 

c) Tnrong hap,h6 so dien to cc!) kern ho sa giay, b6 phan Tong hop kiem tra 
ca ho sa dien tir va ho so giay, neu ho sa trinh giai quyet cong viec dung quy dinh 
thi chuyen ho sa dien to cho Lath dao Van phong; Lanh dao Van phong ra soat 
h6 sa, neu dam bao dung guy dinh thi trinh Lath d4o,  Cpc. B6 phan T6ng hop — 
Van phong Cpc nhan ho sa giay vai nguoi giao ho sa, sau do trinh Lanh dao 
Cpc. 

3. Lanh dao Cpc, Lath dao ca quan tham muu khi nhan duac 116 sa trinh 
van ban thuc hien nhu sau: 

a) 136i vai ho sa trinh xin y kien chi dao cua Lanh dao Cpc: 
Lath dao Cpc xem xet, cho y kien chi dao vao phiL trinh dien to va chuyen 

lai cho ca quan trinh de to chi:re thuc hien. 
b) D6i vai ho so trinh Lanh dao ctic 4 van ban: 
Lanh dao Cpc xem xet, neu (long y vai du thao thi 4 so vao van ban, 4 so 

vao phieu trinh. Tnr6ng hap khong dung y, Lath dao Cpc ghi y kie'n yeu cau chinh 
sfra hoac chinh sira trkrc tiep vao du thao van ban va tra lai cho ca quan chfr tri 
trinh chinh sfra hoan thien va thuc hien 10 quy trinh trinh 4 van ban. 

Tnr6ng hop Cue twang fry quyen cho Pho Cpc tn.rong ky thay hoac Chanh 
Van ph6ng, Thu twang co quan tham muu 4 thira lenh, Cpc tru6ng cho y kien 
fry quyen va chuyen lai ho so cho co quan sop thao thuc hien 10 quy trinh trinh 
4 van ban. 

c) D6i vai h6 so trinh Lath dao co quan tham muu thira lenh 
Lath dao ca quan tham muu xem xet, neu dong y vai du thao thi 4 so vao 

van ban. Tnr6ng h9p kh6ng dong St, Lanh dao ca quan tham muu ghi y kien yeu 
cau chinh sua, hoac chinh sfra tryc tiep vao du thao van ban va tra 10 cho chuyen 
vien soan de chinh sfra va thuc hien lai quy trinh trinh 4 van ban. 

d) Tat ca cac busk quy dinh tai cac diem a, b, c khoan nay deu phai thuc 
hien tren he thong quan 1St van ban. Twang hop ho,so dien tir co kern ho so gidy, 
Lanh dao Cpc,,Lanh dao co quan tham muu CO the,thuc hien viec kiem tra, phe 
duyet, ghi kien chi dao tren ho so giay nhung kien chi dao phai ducyc cap that 
vao he thong quan 1St van ban. Van ban van phai ducyc 4 so va phat hanh di duoi 
Bang van ban dien tfx. 
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d) Tnrong hop H6 sa trinh giai quy& cong viec co van ban bang tieng nu& 
nsoai, neu thAy can thiet, Lanh dao Cic yeu cau Phong Phap che - Hap tic quoc 
to dich nhung van ban do de lam can cfr xem xet, quyet dinh. 

Dieu 18. Nhan ban 
1. D6i 	van ban di, Van thu,Cvc phoi hap 	ca quan soan thao chiu 

trach nhie'm nhan ban so lugng ban giay can thiet de gfri den cac ca quan, don vi 
khong ket not vori trvc lien thong van ban hoec gfri cac ca quan, don vi co tinh dec 
thii (Ca quan cap HO chieu, Kho bac, Ngan hang...) theo yeu cau giai quyet ding 
viec. 

2. Vic nhan ban van ban phai bao dam cac yeu cau sau day: 
a) Nhan ban dfing so luting quy dinh; s6 luting van ban can nhan ban de 

phat hanh dugc xac dinh tren ca s6( so luting tai nai nhen van ban. Neu gfri den 
nhieu nai ma trong van ban khong liet ke du danh sach thi dan vi soan thao phai 
co phi lvc nai then kern theo. 

b) Thai gian hoan thanh nhan ban: ngay trong ngay, chem nhAt la vao ngay 
lam viec tiep theo,ke tir th6i diem nhen van ban da dugc nguai co tham quyen 14; 
van ban c6 xuat cac mdc do chi dO khan phai hoan thanh viec nhan ban ngay 
sau khi dugc ngoai CO thAm quyen 14. 

c) Gift bi mat nOi dung van ban. 

Dieu 19. Phat hanh van ban, chuyen phat van ban di 
1. Van ban sau khi 14 s6 kern theo h'6 sa trinh giai quy& ding viec (ban 

lien to va ban giAy (neu co) dugc chuyen ye Van thu Cic de phat hanh qua he 
thong quan 1)"/ van ban (trir van ban met). 

2. Van thu Cic to chfrc kiem tra Fan cu6i ye the thirc, icy thuet trinh bay van 
ban (tnr6ng hop phat hi'en sai sot thi tra lai nguoi soan thao van ban); ghi so, ngay, 
thang, nam; phoi hop vai co. quan soan thao nhan ban theo quy dinh va 14 so cila 
Cic vao van ban, dung cac dau chi dO met, dO khan do ngu?:ri 14 van ban duya 
ghi trong Phieu trinh giai quyet cong 

3. Doi vai truong hop phat hanh van ban giasy: Van thu Cic in van ban da 
dugc ky so cua nguari c6 tharn quyen ra giay, dung dau mOc cua Cvc va phat hanh 
van ban. 

4. Van thu Cic chi phat hanh nhimg van ban co dAy du Ho sa trinh theo 
quy dinh. 

5. NhUng van ban do Giam d6c cac dan vi 14 thira uy quyen Cic twang,  
phai dugc 14 so ca nhan va chuyen Van thu Cic qua trvc 	thong van ban de 
phat hanh. Van thu Cic chi phat hanh khi co day du ho sa giai quyet cong viec 
(ban din to va ban giAy (neu co)) va dugc gfri tir Van thu dm dan vi dugc giao 
14 thira quyen. 

6. Van thu Cic chiu trach nhiem phat hanh cac van ban cfia Cic den dia chi 
nai nhen ngay trong ngay van ban do dugc 14, chem nhAt la trong ngay lam viec 
tiep theo; tnro.ng hop van ban co dung dau chi mac ,do khan hoc theo you cau 
gap dm nguori 14 thi phai dugc chuyen phat nhanh (doi vai van ban giAy); cac van 
ban co dOng dAu chi mirc dO met phai girl theo the dO bao met. Tnrong hop dac 
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biet, neu ca quan, t6 chirc nai nhan can nhan van ban truc tiep tai Van thu Cpc, 
phai co giay giai thieu hoc ding van de nghj, (king thin phai ky nhan vao So giao 
nhan van ban dm Van thu Cpc. 

7. Van ban di,  dug:cc chuyen cho nai nhan qua true lien thong Tian van 
ban hoc ginbangiay qua duarng buu dien, fax, thu dien tin (email) den ca nhan, 
to chine khong tham gia ket not true lien thong van ban. Doi veil cac van ban c6 
dong dau "hOa toe", "khan", "thuang khan" thi phai ducrc phat hanh ngay. 

8. Trong m6t so throng hop, ca quan, to 	Ca nhan Wan van ban can 
them ban chinh thi phai clang 14 so luting ban chinh hop 1S,  veri ca quan chit tri 
sop thao de xac djnh so luting nhan ban. 

9. V* phat hanh gia'y m?:ri hop, h6i nghj, h6i thao ma th6i gian tin khi phat 
hanh den khi dien ra cu6c hop, hOi nghi, hOi thao khong qua 07 ngay lam viec thi 
Van thu Cpc phai giri "WM toc" qua duong buu dien cho to chirc, ca nhan dugc 
mOi hop ma khong tham gia ket not true lien th6ng van ban; dong tiled ph6i hop 
vai ca quan chin tri n6i dung thong bao bang cac hinh thirc phu hop khac nhu Fax, 
thu dien tit (email), dien thoai... 

10. Doi vori cac thong bao hop hoc hoan hop gap, ngoai viec thuc hien nhu 
quy djnh tai khoan 9 Dieu nay, Van phong Cpc (b6 pha'n Tong hop) pktoi hop ca 
quan chin tri not dung co trach nhiem thong bao tnrorc cho cac thanh phan du hop. 

11. Van ban dm cac ca quan tham muu thuc Cpc girl cho nhau thi khong 
dugc thing dau Cpc;  Viec giri nhan Van ban girra cac ca quan tham muu cua Cpc 
thuc hien qua he thong quan Vi van ban. 

Dieu 20. Thu hOi, dinh chinh, thay the van ban 
1. Van ban da phat hanh nhung co sai sot ve not dung phai ducrc hay b6 

hoc sira d6i, thay the bang van ban c6 hinh thirc tucmg duang. Tai van ban thong 
bao 114 bo hoc sira d6i, thay the phai chi r6 van ban dugc huy bo hoc sira 
thay the va each thirc giai quyet nhang van de phat sinh khi thuc hien nhimg n6i 
dung dime hily be hoac sira d6i, thay the. Viec hay be, sira doi, thay the do ca 
quan chin tri soar thao van ban thuc hien. 

2. Van ban da phat hanh nhung co sai sot ve the thirc, ky thu4t trinh bay, 
tha tine ban hanh phai dugc dinh chinh. Viec dinh chinh van ban do ca quan chin 
tri soan thao van ban thuc hien. 

3. Thu hOi van ban 
a) Cac tn.rang hop van ban can thu h6i g6m: 
- Do gin nh'am dja chi nai nhan: Van thu Cpc thuc hien viec thu h6i van 

ban. 
- Theo chi dao cua Lanh dao Cue hoc theo de nghj caa ca quan cha tri 

soan thao: ca quan soan thao girl Van phong Cpc van ban de nghj trong do neu r6 
1)",  do. Can dr de nghi cua ca quan soan thao, Van thu Cpc phoi hop ca quan soan 
thao thuc hien viec thu hoi van ban. 

b) Doi veri van ban giay, tnftg hap nhan &tor van ban thong bao thu h6i, 
ben nhan co trach nhiem girl lai van ban da nkan. 
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c) DOi v6i van ban dien tir, truimg hop nhen dugc van ban thong bao thu 
hoi, ben nhen hiry be> van ban dien to bi thu h6i tren He thong, d6ng th6i thong 
bao qua He thong de ben guri biet. 

d) Tnrimg hqp co quan, don vi nhen van ban de trien khai thvc hien cac nOi 
dung dm van ban do thi khong thu h6i ma thtrc hien hiry bo hoac sira d6i, thay the 
bang van ban khac. 

Dieu 21. Lyn van bin 
1. Ban g6c van ban dien tir phai dugc luu tren He th6ng quan ly van ban 

cua Cuc kern theo Ho so trinh giai quy6t cong viec dien tir.,Tnrac khi 	so cua 
Cuc, Van thu Cuc in phieu trinh va 01 ban de dugc 14 so dm ngu6i co tharn 
quyen, thing dau mOc tao ban chinh bang giay va luu Lai Van thu Cuc, sau do Van 
thu Cuc thvc hien viec kS,  so dm Cuc. 

2. Doi vori ho so van ban dien tir co kern HO so giay, Van thu Cuc in them 
01 ban de dugc 14 so cua ngtroi co thdm quyen, dong dAu mOc de tao ban chinh 
bang giAy va tra lai cho co quan sown thao dung vai HO so trinh giai guy& cong 
viec ban gi'dy. 

3. Van thu Cuc khong luu van ban dupe dong &du treo (trir tai lieu kern theo 
van ban dm Cuc phat hanh di) hoc van ban CO chill4 cua ngtroi co thAm quyen, 
dugc &mg dAu cua Cuc nhung khong lAy so van ban phat hanh di dm Cuc (nhu 
so yeu 1S,  lich can bO, bien ban...). 

Chuang IV 
QUAN LY VA SIT DUNG CON DAU, SAO VAN BAN, LAP HO SO 

CONG VItC 

Dieu 22. Quin 1S,  va sir dung con Edit, thiet bi luu khoa bi mat 
1. Van thu Cuc chin trach nhiem quan ly, sir citing, bao quan cac loci con 

dau, thiet bi luu khoa bi met oh Cuc theo quy dinh cira phap luet. 
2. Con dau, thiet bi luu khoa bi mat dm Cuc phai de tai try s6 Ca quan Cuc 

va dugc giao bang van ban cho ding chirc Van thu Cuc quan 1y va dOng dau. COng 
chirc Van thu dirge giao quan V/ con dau, thiet bi luu khoa bi met co trach nhiem 
thtrc hien nhling quy dinh sau day: 

a) Bao quail con dau, thiet bi luu khoa bi met an town, khong giao con dAu, 
thiet bi luu khoa bi met cho ngtr6i khong co nhiem vu khi chua dugc phep bang 
van ban dm Chanh Van phong. 

b) Phai to tay dong dau, 14 so vao cac van ban, tai lieu dm Cuc. 
c) Chi dupe don4 &du, 14 so vao cac van ban, tai lieu sau khi de co chir ky 

cua ngtrici có tham quyen. 
d) Khong dugc dong dau, 14 so vao van ban, tai lieu khong co not dung. 
d) Phai bao cao ngay yeti l'enh dao Van phong Cuc khi bi mat ddu, thiet bi 

km khoa bi met. 
e) Khi thay d6i nguiyi quan 1S/ con dAu, thiet bi luu kir& bi met phai thtrc 

hien viec ban giao theo dung quy dinh. 
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3. DAu dong phai r0 rang, ngay ngan, dung chieu va dung dimg muc dAu 
quy dinh. 

4. Khi dOng du len chit ky thi dAu dong phai trim len khoang 1/3 chit 14 
ve phia ben trai. 

5. Tat ca cac Quyet dinh ban giAy gom nhieu trang deu phai dong dau pap 
lai. Viec dong,ddu giap lai doi vai nhiing van ban giAy khac do ngueri k van ban 
quyet dinh. Dau giap lai ducic dong vao khoang gifra mep phai dm van ban hoac 
php ltic van ban, tram len mot phan cac to 04; moi dau giap lai dong Vol da 05 
tang van ban. 

6. Viec dong dAti ,treo vao trang ddu van ban gid'y do Thu truong don vi 
soan thao van ban de xuat theo mau quy dinh tai Phu luc 6 dm Quy the nay. Dau 
treo ducc dong trong cac trtrerng hop sau: 

- Tai lieu chinh thirc tai cu.& h9p, hOi nghi, HOi thao; 
- Xac thuc tai lieu kern theo van ban cua Cuc HKVN; 
- MOt so loci van ban dm Cuc HKVN (Phieu bau, Phi'eu bieu guyet, Bien 

ban kiem phieu...) 
7. Ngueri có tham quyen dtroc Ban Co y6u Chinh phit cap thiet bi ltru kh6a 

ca.  nhan (thiet bi tao chill4 so) phai to quan 1S,  hoac fly quyen cho ca nhan khac 
quan ly thiet bi km kb:5a cua minh va chiu trach nhiem ve viec sir dung thiet bi 
luu khoa do. 

Dieu 23. Sao van ban 
1. Hinh thirc, the thirc, ky thuOt trinh bay ban sao thuc hien theo quy dinh 

tai Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 ve cong tic van thu. 
2. Nguyen tic va trinh to sao van ban. 
a) Van ban do La-nh dao Cuc 1(3',  ban hanh hoac van ban 14 thira lenh (TL.) 

Cuc twang, ky thira uy quye'n (TUQ.) Cuc tnrang: co quan, dun vi, ca nhan girl 
van ban de sao theo mau quy dinh tai Phu Ipc 7 dm Quy the nay tai bk) ph:an Tong 
hop de kiem tra va trinh Chanh Van phong Cuc hoac Pho Chanh Van phong Cuc 
kSt sao. 

b) Van ban do cac Cu quan, don vi khong thuOc Cue giri den Cuc: Chanh 
Van phong Cuc hoac PhO Chanh Van phong Cuc ky sao. 

c) Van ban do Thu trueng don vi tivc thuOc Cuc kjf ban hanh: Thit truong 
don vi do chiu trach nhiem kS,  sao. 

Dieu 24. Vip he cong vi?c 
1. Khi cong viec ket thitc, can b0, cong chic phai lap ht) so cong viec (ban 

giAy va dien tir), sap xep van ban, tai lieu. Ho so ding viec ban giay duqc bao 
quan tai co quan chit tri soan thao trong theri han 1 nam, sau do phai nOp vao Luu 
trir Cuc. HO so ding viec dien tit dugc ltru tai he thong luu trir dien tir cua Cuc. 

2. Viec lap ho so cong viec thuc hien theo quy dinh tai Nghi dinh so 
30/2020/ND-CP ngay 05 thang 3 nam 2020 ve cong tac van thu va cac van ban 
huang clan cif) lien quan. 

3. Ho so cong viec g6m cac van ban, tai lieu sau day: 
a) Tel bia 1-10 so theo mau quy dinh tai Phu luc 8 dm Quy ch6 nay. 
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b) Danh myc van ban, tai lieu co trong H6 sa. 
c) Van ban tai lieu dugc he thong theo thu ttr thai gian va tn6i lien he gifra 

cac van ban phan anh r6 ret,su viec trong Ho so. 
d) Van ban den co 3",  lden chi,  dao ciia Lanh dao Cyc, Thu truing co,  quart, don vi. 
d) Van ban dong gop kien cilia co quan, to chirc, ca nhan co lien quan. 
e) Van ban di (ban chinh) co nOi dung xin kien hoac tra 16i van ban den. 
g) Cac van ban khac co lien quan (neu co). 
4. Thu truong cac co quan, don vi thuOc Cyc chiu trach nhiem tnr6c Cyc 

tnrong ve to chirc, kiem tra, don dew can b0, cong chirc trong co quan, don vi lap 
H6 so cong viec trong pham vi chtk trach dugc giao. Cong chirc khong thtrc hien 
cac quy dinh ve lap H6 so cong viec theo Quy the nay chua dugc coi la da hoan 
thanh cong viec. 

5. Van phong Civic chiu trach nhiem tiep nhan va xir ly cac h6 so cong viec; 
chu tri, huang dan nghiep vu lap ho so cong viec cho cac co quan, don vi thuOc 
Cyc. 

Dieu 25. Trach nhiksin quint 1f van ban, he scr, tai liOu 

1. Can bi:), cong chirc, vien chirc Cyc Hang khong Viet Nam co trach nhiem 
quan ly va gift gin van ban, h6 so, tai lieu lien quan den cong viec dugc giao va 
cung cap khi dugc yeu cau theo quy dinh cua phap luat. 

2. Khong cung cap nhimg thong tin, ho so, tai lieu da va dang giai quye't va 
cac van ban c6 but phe cua Lanh dao Cyc cho cac co quan, don vi, ca nhan khong 
co trach nhiem. 

Dieu 26. Van ban, tai ligu h#n the hru Minh 
1. Van ban, tai lieu han che luu hanh la van ban, tai lieu khong co thong tin 

thu6c Danh 'nye bi mat nha nuerc nhung chira n6i dung th6ng tin neu sir dung 
r6ng raj co the anh huang den lgi ich cua Nha nu&c, quyen, lgi ich hgp phap cua 
co quan, to chirc, ca nhan; hoac tai lieu chira thong tin nhay cam, co nguy co bi 
lgi dung, gay anh twang xdu den an ninh tat tu, on dinh kinh to xa h6i. 

2. Ngtrad sop thao, ngu6i kS,  van ban can dr vao tinh chat, not dung van 
ban de xac dinh van ban thu6c,tnr6ng hgp han the luu hanh, xac dinh pham vi 
luu hanh va chiu trach nhiem ve quy& dinh cua minh. Viec xac dinh van ban, tai 
lieu hart che luu hanh khong dugc can tri quyen tiep can thong tin cila ca nhan, 
to chUc theo quy dinh cua phap luat ve tier, can th6ng tin. 

3. Van ban, tai lieu han the luu hanh dugc van thu co quan dong dAu "Han 
the luu hanh" theo de nghi cua co quan soan thao van ban dirge ghi tai Phieu trinh 
giai quyet cong viec hoac Phieu de nghi quy dinh tai Phy hic 6 ban hanh kern theo 
Quy the nay. 

4. Van ban dong dAu "Han the luu hanh" dugc danh so rieng de quan 1ST va 
theo dOi, khong ph6 bien tren cac phuang tien thong tin dai chung. Van thu co 
quan chi nhap du lieu ve s6 kS, hieu, ngay thang nam ban hanh van ban de theo 
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doi, khong dinh kem not dung van ban ten He thong quan 13",  van ban. Viec giao 
nhan van ban dung &Au "Han the luu hanh" bao darn gift* bi mat not dung van ban. 

5. Tai lieu h9p dugc dung dAu "Han the luu hanh" theo yeu cau 	ngtroti 
chit tri cuOc hop va c6 the thu h6i lai sau khi ket thitc cu6c hop. 

Dieu 27. Quin lf chung thin so, tai khoin gang nh;ap hg thOng quan If 
van ban 

1. Ca 9uan, don vi va Ldrth dao cua ca quan, don vi thuOc Cuc dugc cap 
Chimg thu so va tai khoan de clang nhap vao He thong quart 15,  van ban. Cong 
chirc, vien chirc cua ca quan, don vi thuOc Cue dugc cap tai khoan de clang nhap 
vao He th6ng quan V,  van ban. 

2. Chimg thu so va tai khoan da cap cho to chfrc, ca nhan se dugc thu h6i 
khi to chirc bi giai the, sap nhap, ca nhan chuyan cong tac hoc nghi viec. Tnron* 
hop ca nhan thay d6i vi tri, chirc danh cong viec thi se dugc cap lai Chimg thu so 
va tai khoan phu hap vai vi tri, chirc danh cong viec moi.,  

3. Ngtrai dugc cap tai khoan clang nhap vao He thong quan ly van ban sir 
dung tai khoan dung muc dich con* viec dugc giao, tuyet doi Ichong de ngueri 
khac sir dung tai khoan cua minh de clang nhap, sir dung He thong quart I 'y van 
ban. 

, 4. Van phong Cuc quyet dinh viec cap, thu h6i tai khoan clang nhap vao He 
thong quan ly van ban theo de nghi dm co quan, don vi thu6c Cuc. Mau Phieu de 
nghi tai Phu luc 9 dm Quy che nay. 

5. Van phong Cuc thirc hien thu tuc de nghi Ban Ca yeti Chinh phit cap, 
cap lai, thu h6i chimg thu s6 cua Cuc Hang !thong Viet Nam, Ldnh dao Cuc, Ldnh 
dao cac Phong thu6c Cuc, Thanh tra Cuc, Van ph6ng Cuc. Ca quan có nhu cau 
dugc cap Chimg thu s6 gui Van phong Cuc de nghi theo mAu Lai Phu luc 9 dm 
Quy the nay. 

CHICCING V 
CONG TAC LUIJ TRfr 

Dieu 28. Lap Danh muc hO sa ni)p luu vao luu trii• Cuc 
1. Can cir lap Danh muc ho so nop luu vao km till Cyc 
Cac can cu chit yeu de lap Danh muc ho so bao gom: cac van ban quy,dinh 

ve chtk nang, nhiem vu, ca cau to chirc 	cac ca quan, don 	Quy the Jam 
viec cua Cuc; Ke hoach, nhiem vu cong tac hang nam dm co quan va cita moi Ca 
nhan; Danh muc ho so dm nhang nam tnr6c; Bang th6i han bao quan ho so, tai 
lieu. 

2. Th6i gian lap Danh muc h6 so 
Thang 12 hang nam, cac ca quan thuOc Cuc tien hanh lap Danh muc ho so 

nOp luu vao luu tra Cuc dm co quan minh chuyen Van phong de tong h9p thanh 
Danh muc he, so nOp luu vao luu tit Cue, trinh Cuc truong phe duyet vao dau 
nam thuc hien. 

Mau Danh muc ho so theo phu luc 10 cita Quy the nay. 
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Dieu 29. Giao nhan ha so', tai li?u 	trfr vao btu trit Cyc 
, 	1. Khi ding viec ket thuc, can be, ding chore phai lap Ha sa cong viec, sip 

xep van ban, tai lieu theo quy dinh Khoan 1 Dieu 24 dm Quy the nay va bao 
quan tai ca quan, don vi chit tri giai quyet cong viec trong thari han 01 nam, sau 
do phai nOp vao Luu tni Cue. 	, 

2. Tnrarng hap can gift lai HO sa cong viec, tai lieu den han nOp km, Thii 
truang ca quan, dan vi co lien quan phai thong bao bang van ban va phai &qv sy 
clang y cua Chanh Van phong Cyc, nhung thari han gift lai khong qua 02 (hai) Warn. 

3. Khi giao nhan ho sa, tai lieu vao Luu tnr Cyc, phai lap 02 (hai) ban "Mye 
lye ho so, tai lieu nOp luu",  theo mau 	Phy ly_e 10 dm Quy the nay va 02,  (hai) 
ban "Bien ban giao nhan ho so, tai lieu" theo mau tai Phy lye 10 cua Quy the nay. 
Ca quan, don vi nOp luu tai lieu vi Luu tit Cue moi ben Oft moi loci 01 (met) ban. 

4. Ca quan, dan vi có nhu c'au moan lai nhang Ho sa cong viec, tai lieu da 
nOp vao Luu tru Cue thi lam thu tyc muqn,  tai lieu. 

5. Van phong Cyc 	trach nhiem tiep nhan va xir ly cac ho so cong viec; cho 
tri, hung dan nghiep vy lap Ho so cong viec cho cac co quan, don vi thuOc Cyc. 

6. Cac co quan, don vi co trach nhiem quan l ho so, tai lieu va giao nOp vao 
Luu tru' Cyc nhu sau: 

a) Thu thap du thanh phan ho so, tai lieu; thong nhAt vo:!ti Luu tit Cue va Myc 
lye ho so, tai lieu giao nOp. 

b) Chinhb't ho so, tai lieu dam bao thanh phAn, hinh thitc va quy each theo &mg 
quy dinh. Lap Mye lye ha so, tai lieu nOp luu theo quy dinh tailChoan 3 Dieu nay. 

c) Giao 	HO so, tai lieu; 02 ban Mpc lye he, sa, tai lieu nOp luu va ding cy 
tra cuv khac (neu co). 

d) Van chuyan tai lieu den nakgiao 
d) Thuc hien dung quy dinh ve thu tyc giao nOp ho so, tai 

Dieu 30. Chinh 157 tai ligu 
1. Nguyen tae chinh 1S,  
a) Kh8ng phan tan phong km 
b) Khi phan loci, lap ha so (chinh sira hoan thien, phyc hoi hoc lap mai ho 

sa), phai ton trong sus  hinh thanh tai 	theo trinh ty theo dOi, giai quyat cong 
viec (khong pha von ho so da lap). 

c) Tai lieu sau khi chinh ly phai phan anh ducic cac ho?t dOng cua Cyc 
HKVN; sy kien logic va lich sir cua tai lieu. 

2. Tai lieu sau khi chinh, 	1S,  phai dat yeu eau: 
a) Phan loci va lap ho so hoan chink,  
b) Xac dinh thari hp bao quart cho ho sa, tai 
c) He thong hoa ho so, tai lieu. , 
d) Lap cong cy tra dm: Mpc lye ho so, co sa du lieu 

khac phyc vy cho viec quan 1j,  va tra cuv sir dyng tai lieu. 
d) Lap danh mpc tai lieu hat gia tri. 
3. Vic chinh 1S, he, sa, tai lieu thuc hien theo quy 

cong tac van thtr, luu tat. 

va cac cong cu tra ciru 

dinh cua phap luAt ve 
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Dieu 31. Xfic dinh gia tri tai lieu 
1. Van phong Cvc chi tri, phoi hop vai cac ca quan, dan vi xay citing Bang alai 

han bao quan tai lieu luu trur Cvc HKVN trinh Cvc triton& Cvc HKVN quyet dinh. 
2. Viec xac dinh gid to tai lieu phai dat &roc yeu cau sau: 
a) Xac dinh gia to tai lieu can bao quan Vinh vien va tai lieu bao quan co thoi 

han phai bang so nam cu the. 
b) Tai lieu khi duqc xac dinh het gia tri phai tien hanh tieu 114. 

Dieu 32. HO dilng xac dinh gia tri tai lieu 
1. HOi dong xac dinh gia tri tai lieu ducic thanh lOp de tham muu cho Cvc tnrarng 

trong viec xac dinh th6i han bao quan, lira chon tai lieu luu till de giao nOp va loai tai 
lieu het gia tri. 

2. 1-10i dong xac dinh gia to tai lieu kru tit do Cvc twang quyet dinh thanh lOp. 
Thanh phan cira HOi dong bao 

a) Chu tich HOi long: Chanh Van phong Cvc. 
b) Thu 14 HOi dong: Can b0 phi trach dog tac luu tril cua Cvc.,  
c) Uy vien: Lanh da co quan, don vi c6 tai 	nguei am hieu ye linh vvc 

ding viec CO tai lieu can xac dinh gia 
3. HOi &Ong xac dinh gid tri tai lieu thao luOn tit the, ket luOn theo da so; cac 

kien khac nhau phai &roc ghi vao bien ban cuOc hop. Tren co ser de nghi cira HOi diing 
xac dinh gia tri tai lieu luu tru, Cvc twang guy& dinh thoi flan bao quan tai lieu, lira 
chon tai lieu de giao nOp vao Luu h/ Cvc, Luu tru BO va Luu Wit lich sir. 

Dieu 33. Huy tai lieu hkt gia tri 
1. Tham quyen quyet dinh huy tai lieu het gia 
a) Cvc tru6ng Cvc HKVN guy& dinh hay hO so, tai lieu het gia tri tai Luu tit 

b) Thu twang don vi quy& dinh huy ho so, tai lieu het gia tri tai don vi minh 
quan 

2. Thu tic quyet dinh hay tai lieu het gia tri: 
a) Theo de nghi cira HOi dong xac dinh gia tri tai lieu, Civic truang de nghi Luu 

tit BO coy kien tham dinh doi vori tai lieu het gia tri can hily cua Cuc. Thu tru6ng don 
vi de nghi, Luu tiir co quan, to chic cap ten true tiep coy kien thim dinh d6i yeti tai 
lieu het gia tri can hiry oh don vi minh. 

Can cu vao y kien tham' dinh ctia HOi dong xac dinh gia tri tai lieu va y kien cua 
co quan thAm dinh, nguoi co thOrn quyen quy dinh tai khoan 1 Dieu nay quyet dinh 
viec htly tai lieu het gia tri. 

3. Viec hiry tai lieu het gia tri phai bao dam buy het thong tin trong tai lieu va 
phai duac lOp thanh bie'n ban. 

4. HO so hily tai lieu het gia tri bao gOm: 
a) Quyet dinh thanh lap HQi dOng xac dinh gia tri tai lieu. 
b) Danh muc ho so, tai lieu het gia tri theo mAu quy dinh tai Phu lvc 11 ban 

hanh kern theo Quy the nay. 
c) Ter trinh va ban thuyet minh tai lieu het gia 
d) Bien ban hop HOi dOng xac dinh gia tri tai lieu. 

Cvc. 
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d) Van ban de nghi thAm dinh, xin y kien cua ca quan, dan vi có tai lieu het gia 

e) Van ban thin.' dinh, cho )", kien cita ca quan có thArn quyen. 
g) Quyet dinh huy tai lieu het gia tri. 
h) Bien ban ban giao tai lieu huy. 
i) Bien ban hity tai lieu het gia tri theo mau quy dinh tai Phu lyc 12 ban hanh 

kem theo Quy the nay. 
5. Ho sa hit)/ tai lieu het gia tri phai dmic bao quan tai co quan, don vi co tai 

lieu bi htly it nhAt 20 nam, ke to ngay hi:1y tai lieu. 

Dieu 34. Phan lo#i tai lieu luu trir 
1. Tai lieu luu tru bao gem: 
a) Cac van ban quy pham phap lu'at, van ban hanh chinh va van ban chuyen 

nganh hang khong dan dung. 
b) Cac Ho sa cong viec. 
c) Cac so ghi chep cong viec cua co quan, don So tay huang clan cong 

tac chuyen mon; cac de an, de tai nghien ciru khoa h9c, du an, ho so; cac so do, 
ban do, h9a do; bang ghi am, ghi hinh, dia mem hoc cac clang tai lieu khac co 
chira nOi dung cong viec.. 

2. Van phong Cyc to chirc luu tit cac tai lieu dm Cuc. 'Thai hart bao quan tai 
lieu luu ter  theo Bang than han bao quan tai lieu luu tiff nOi dung lien quan giao thong 
van tai hang khong do BO throng BO Giao thong van tai ban hanh va Bang thoi han 
bao quan tai lieu km trir Cyc Hang khong yia Nam do Cuc twang Cue Hang khong 
Viet Nam ban hanh va cac van ban sira doi, b6 sung hoc thay the (n'eu co). 

3. Tai lieu plux vu hoat dOng chuyen mon cua cac ca quan, don vi do cac 
co quan, dan vi to luu tit cac ho so nhan su do Phong To eh& can bO Cue luu 
trik; cac van ban dm dang, ho sa clang vien do to chirc Dang km tri; cac van ban, 
ho so cua cac doan the do cac down the do luu 

Dieu 35. Quan ly tai lieu hru tar 
1. Ho so, tai lieu chua den hart nOp luu vao Luu trir Cpc do cac can bO, cong 

chirc, vien chirc to bao quan va phai dam bao an toan cho cac ho so, tai 
2. Ho so, tai lieu luu tru d6n han nOp luu phai duqc giao nOp vao Luu tit 

Cpc va tap trung bao quan trong kho luu trir Cuc. Kho km tilt phai &roc trang bi 
day du cac thiet bi, phtrang tien can thiet theo quy dinh dam bao an toan cho tai 
lieu. 

tri. 

3. Viec quan ly tai lieu luu 	thuOc ngu6n luu trir caa Cuc &roc thvc hien 
nhu sau: 

a) Thu nhan tai lieu luu trit thuOc nguo'n nOp luu vao kho km trir vao Q4 I 
hang nam. 

b) Thong ke va bao cao ve tai lieu luu 
c) N14 va xfr 1$,  cac du lieu ye tai lieu km tru trong may vi tinh. 
d) Chinh ly, sap x6p va lap danh muc tai lieu km de luu trot vao kho kru tit 
d) Bao quan tai lieu km trir trong kho luu trir va cac du lieu ve tai lieu km 

trt trong may vi tinh theo quy dinh cua phap luat. 
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e) NOp tai li6u luu tru cho luu tit cp.& gia va BO Giao thong van tai theo 
quy dinh. 

g) To chirc phong d9c va khai that tai li6u luu tit theo quy dinh. 
h) T6 chirc thanh ly va huSr be cac tai li6u kru tit hang nam theo quy dinh 

cua phap luat hi6n hanh. 
4. Chanh Van phong c6 trach nhi6m chi dao thvc hi6n cac quy dinh ve 

bao quan tai li6u luu 
a) B6 tri kho luu tit theo dfing tieu chuan' quy dinh. 
b) Thirc hi6n cac bin phap phong cheng chay, no, phong cheng thien tai, 

phong gian, bao mat doi veri kho luu tn./ va tai li6u luu tit 
c) Trang bi day di cac thiet bi ky thuat, phuang tin bao quan tai li6u luu 

tra; duy tri cac che de bao quart phi' hqp vai timg loci tai lieu km lift. 
, 5. Van phong Cvc c6 trach nhi6m to chirc quan tai li6u luu tri thu6c 

nguon km trill cua Civic Hang khong Vi6t Nam. 
6. Cong chirc phu trach cong tac km tit cua Cvc c6 trach nhi6m: be tri, shp 

x6p khoa hoc tai li6u kru tit; ho sa, tai li6u trong kho dtrong hop (cap), dan nhan 
ghi day du thong tin theo quy dinh de tin thong ke, kiem tra va tra ciru; thueng 
xuyen kiem tra tinh hinh tai li6u c6 trong kho de nam duac so ltrang, chAt ltrang 
tai li6u. 

Dieu 36. Khai thfic tai ligu luu trfr 
1. Can be, cong chirc trong khoi ca quan Cvc khi den khai that ho so, tai 

1i6u vi muc dich ding vv phai co y kien dm Thu tnrang co quan, don vi quan 1y 
va phai duac sv &mg)",  cua Chanh Van Rheng Cue. 

2. Co quan, don vi khong thu6c khoi co quan Cvc cir ca nhan den khai that, 
sir dung tai li6u vi muc dich ding vv phai co van ban de nghl hoac giay giai thi6u 
dm co quan, don vi not ca nhan do cong tac va phai duoc sir &Ong y cua Chanh 
Van phong Cue. 

3. Cac hinh thirc khai that tai 
a) DQC tai lieu tai cho. 
b) Sao y ban chinh tai 
c) Sao chug tai li6u. 
d) In ra giay, sao chep tap tin del vbi tai li6u luu trtr di6n 
d) Mugn tai lieu. 
4. Ltru trir Cue phai lap S6 phut vv khai that tai li6u. 

CHVONG VI 
TO CHITC TH1VC HIEN 

Dieu 37. Trach nhi§m ciia Van phong Ctic 
1. To chirc pho bi6n, twang dan, theo doi, tong hop vi6c thvc hi6n cac quy 

dinh tai Quy the nay va bao cao Cue truerng ye tinh hinh thvc hi6n Quy che cua 
cac co quan, don vi thu6c Cvc. 

2. Quan 1)',  H6 thong quan 1$,  van ban cita,Cve, quye't dinh nhang not dung 
mang tinh nghi6p vv trong hoat dOng cua H6 th6ng quan ly van ban. 
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3. Tham muu bdo cdo BO ve cong tac van thu, km tra cua Cvc. 
4. TO chirc theo doi, don doc cdc don vi gidi quyet cong viec theo str chi dao 

ctia lanh dao Cvc; tong h9p, bao cao hang tuan, hang thang va bdo cdo dOt xuat tinh 
hinh va ket qua giai quyet cong viec cita cdcsca quan, don vi duot giao nhiem vv. To 
chirc kiem tra viec thtrc hien cdc quy dinh ve cong lac van thu, Itru trir doi vori cac co 
quan, don vi thuOc Cvc. 

5. De xuat viec sira doi, bo sung Quy the khi can thiet. 
6. Xay dung, cai ddt, !3doddm duy tri hoat dOng on dinh cdc phan mem quan 

1S/, ltru van ban, 	quyet ho so cong viec tren moi trubmg mang. Huong clan va 
ho to can b0, cong chirc co quan Cvc trong viec sir dung, quan 1ST, km tit van ban, 
giai quyet hO so cong viec tren moi truong mang. 

7. Cap, thu hoi tai khoan (tang nhap vdo He thong quan ly van ban. 
8. Cap dia chi thu dien tir @caa.gov.vn  cho co quan, don vi va can b0, cong 

chirc, vien chirc theo de nghi cita cdc co quan, don vi thuOc Cvc. 

Dieu 38. Trach nhi?m cua Thii truon quan, dun vi thuOc Ctic 
1. Trion khai thvc hien Quy the nay tai co quan, don vi. 
2. Can cir cdc van ban quy pham phap luat co lien quan, Quy the nay va 

tinh,hinh thtrc to tai co quan, don vi, de xay dtmg Quy che hoc Quy trinh nOi b0 
va to chirc thtrc hien tai co quan, don vi minh:  

3. Thutmg xuyen kiem tra, ra sodt nham dam bdo viec quan Vr, sir dung 
chimg thu so cua don vi, ca nhan thuOc pham vi quan ly ducfc thtrc hien dimg quy 
Binh. 

4. TO chtk thtrc hien viec xir 1S,  van ban, gidi quyet cong viec tren moi 
trueng mang tai co quan, don vi minh, bdo ddm ket not vOi trvc lien thong dm 
Cvc. 

5. TO chirc to kiem tra, ra sodt thu6ng xuyen hang nam d6i voi cong tdc van 
thu, luu trir tai co quan, don vi minh quan y de phdt hien, sira chira, khac phvc, 
rut kinh nghiem doi vai nhimg vi pharnve cong tdc van thu, km trir hoc thtrc 
hien kiem tra, ra sodt dOt xuat theo yeu cau./. 



Tir 
choi/thong 
bao not girl 

Tra Iai khi sai dia chi 

Cap s6 

BO phan T6ng hop 

Chanh Van phong 
(Pho Chanh 
Vanphong) 

Chuyen vien xir 
quan, dan vi 
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Phu lyc I 
LUAU DO GO NHAN, TRINH KY VAN BAN DI :EN TI! 

( Kern theo Quy che tong tac van tint, hut frit ca a Cuc HKVN dugc ban hanh 
kern theo Quyet clinh so 	 ngery.Othangl-nam 2021) 

Ml. Urn coo chuyen giao van ban den 

Nhan van 
ban 

Cuc twang Ca quan, dan vi dirge gCri 
danh PhO Cuc twang 

Trinh Iai 
khi 

khong 
dung 

CNNV 

Cu quan, dan vi 

Trinh 
Iai khi 
khong 
dung 

CNNV 



1.2. Ltru do chuyen giao van ban di (Trinh Lanh dao Cuc) 

Chuyen vien 
soan thao van 
ban, liap h6 sa 

-C 
I- 

hip sa 

	  Lanh d4o quan, don vi* 

ICY 
chuyen 
he so 

BO ph4n TOng hop 

1  

      

Lanh dao Van phong 

       

              

              

              

              

      

Duyet nei dung, giao PCT ky 

    

Pho Cuc twang 

  

 

Cuc truerng 

           

     

Thong nhat nei dung, trinh Cuc 
trtrang 

t'uyot  4..);  

       

            

         

Duyet ky/KY thay 
Cuc truing 

tr
a  

ta
t h

o 
so

' 

Tra Iai khi phat 
hien sai sot ve 
the thirc, ky 
thuat 

Van thtr Cuc kiem tra the 
thirc Ian cu6i, ph6i hap veil 
co quan soan thao lam the] 

tuc phat hanh 



Chuyen vien 
soan thao van 
ban, lap he so 

••>.. 

a 

vir  

Lanh dao Van phong 

Lanh dao co quan, don vi 

Ky 
chuyen 
h0 s(7 

Tra lai 
ho so 

Tra lai khi Oat 
hien sai sot ve 
the thirc, ICy 
thu4t 

Van thtr Cue kiem tra the 
thirc Ian cuoi, lam thu tuc 

ghat hanh 

13() phan reng hop 
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1.2. Ltru coo chuyen giao van ban di (Trinh Lanh ciao cac 	quan tham 
mtru thuOc Cyc) 
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Phu lye II 
MAU BIEN BAN XAC NHAN TINH TRANG VAN BAN DEN 

(Kern theo Quy chi cong lac van tint, hat tru cua Cyc HKVN &for ban hanh 
ken theo Quyit djnh so _MC ./QD-CHK  ngay-gThane nem 2021) 

CONG HOA XA HQI CHU NGHIA VIET NAM 
DO 14p - Ty do - Hpb pluic  

BIEN BAN XAC NHAN TINH TRANG VAN BAN DEN 
1. BEN GIAO VAN BAN 

Ho va ten 	- 

Dan vi cong tac 	 Chirc 	  

S6 dien thoai lien lac- 	  Emai I • 	  

2. BEN NHAN VAN BAN 

Ho va ten. 	  

Don vi cong tac. 	  Chirc vu- 	  

Se dien tho4i lien IN. 	 Email . 	  

Ngay thang nAm 	Cyc Hang khong V* Nam nhan clugc van ban có tinh trang nhu 
sau: 

STT SO 14 hien Noi girl Tinh trang yin bin 

(Demh ddu X veto 6 twang ting) 

Thieu, mat bi, tinh 
trang bi khong con 

nguyen ven 

Den muOn han theri 
gian ghi tren bi 

(ghi r5 thai glan nhem) 

1 

... 

Hai ben ding thong nhAt ks,  vao bien ban duotc lAp thanh... ban. MOi ben giir ... ban, cac ban 
có gia tri nhtr nhau. 

BEN GIAO VAN BAN 
	

BEN NHAN VAN BAN 

ghi ro Iv ten) 
	

(4, ghi 119 ten) 
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Phu lux III 
MAU PHIEU BAO 

( Kern theo Quy the cong tac van tint, hru trir cira Cuc HKVN &lac ban hank 
kern theo Quyet clinh so ...gag./QD-CHK ngay.21thangtnam 2021) 

BO GIAO THONG VAN TAI 	CQNG HOA XA HOI CHU NGHTA VIET NAM 
CUC HANG KHONG VICT NAM 	 13o5c 14p - Tir do - Hanh phac 

So: 	/CHK-VP 	 Ha Noi, ngay tiding nom 

PHIEU BAO 

Kinh giri• 	  (ghi ten ca quan, to chicc gfri) 

Cuc Hang khOng Vi't Nam nhan dugc van ban 
so: 	ngdy 	thong 	nam 	cua 

Qua ki6m tra, Cuc Hang khong Viet Nam thdy thiL cac tai lieu sau: 

1.  

2.  

3 	 

Cuc Hang khOng Viet Nam bac, 	 (ghi ten ca quan, to chirc gfri)  biet 
de giri bo sung tai lieu day da. 

Noi 
- Nhtr teen; 
- Cuc trutrng (de b/c); 
- Ltru: VT, VP. 

TL. CVC TRU'QNG 
CHANH VAN PHONG 

ghi 129 ten) 
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Phu luc IV 
,MAU PHIEU Gel LAI VAN BAN 

( Kern theo Quy the cong tac van thu, lieu tra clia Cyc HKVN &tor ban hanh 
kem theo Quyk Binh so .1711../Q-D-CHK ngayRthangil-nam 2021) 

B() GIAO THONG VAN TAI 	CQNG HOA XA HO CHU NGHIA VII T NAM 
CVC HANG KHONG VItT NAM 	 DO 1#p - Tv do - Minh phtic 

So: 	/CHK-VP 	 Ha N 0i, ngay .... thcing .... nam ...... 

PHIEU GO LAI VAN BAN 

Kinh girl: 	 (ghi ten ca quan, to chirc girl) 	 

Ngdy ... thang ... Warn ...., Cpc Hang khong Viet Nam nhan duvc van ban 
so. 	 ngay 	thang 	nam 	.cua 	ve :. 

viec 	 

Qua kitm tra Cue Hang khong Viet Nam thy van ban d'n: 

1) Khong dung thu tuc hanh ch inh: 

(Dc'znh dOu X vao 0 twang frng) 

- Girl vuqt cap: 	 o 

- K5r va d6ng dAu khong dung thAm quytn: 	 o 

- Khong dung the thirc: 	 o 

- Ban pho to (trir ban fax): 	 o 

- Nhau nat, chit mop kho doe: 	 0 

2) NOi dung khong thuOc th Am quyen dm Cpc HKVN: 	 o 

Can cir Quycht eking tac van thu, ltru trig dm Cuc HKVN ban hanh kern 
theo Quyet dinh so ..../QD-CHK ngay .... thang.... nam.... dm Cue trtrong Cyc 
HKVN, Cyc HKVN xin girl lai van ban so- 	ngay....thang....nam....cho (co. 
quan, to chirc)./. 

Nai nhon: 
-Nhu tren; 
- Clic tnrong (de's b/c); 
- Ltru: VT, VP. 

TL. CVC TRUING 
CHANH VAN PHONG 

(Kfi, ghi ro ho ten) 
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Phu luc V 
PHIEU TRINH GIAI QUYET CONG VItC 

( Kem theo Quy the cong tow van tint, hru tru ciia Cyc HKVN ("troy ban hanh 
kem theo Quyit dinh so 	 ngaytith(ingl-nam 2021) 

MAu 5.1. Phieu trinh Liinh duo Cuc giai quyet cong vice 

CVC HANG KHONG VItT NAM 	Ha NOi, ngay thong nom 20... 

PHIEU TRINH GIAI QUYET CONG VItC 

Kinh trinh- 

1. Ca quan chu tri trinh(3): 

2. Ca quan phei hap(4): 

3. Trich yeti nei dung dir thao van ban trinh(5): 

4. Tom tit not dung ding viec trinh(6): 

5. \"7  kien cua ca quan chu tri trinhM' 

6. Y kien boo hre).  

7. Mire de' khan, met, phem vi hru hanh(9): 

- Mirc de khan: flea tot  	Klan 	 

- Mir( de met: Met 	 TiSi met 

(2) 

Thuong khan 

Tuye't mat 

   

    

    

    

+ Can cu di. xudt muc dO mat cita van ban: 

- Tai lieu hen the km hanh: 

8. Tai lieu kem theo(10): 

     

TT Si,, kj,  hi4u dm van 
ban 

Ngay thing nom 
dm van ban 

Inch Ou ni)i dung van 
ban 

Ca quan 
ban hanh 

1 

... 

9. Chit ky caa chuyen vien, lanh dao ca quan chit tri trinh: 

CHUYEN VIEN 
	

TRIf6NG PHONG hoac PHO 

pa kJ) 
	 TRIR5NG PHONG 

(Chu. 4) 

Nguyen Van B 
	 Nguyen Van A 

Y MEN GIAI QUYET COA 	 
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Ghi chic 
(I)  Ghi so Ho sa durfc cap tren he thOng quan 4'1 van ban dien hi.. 
(2)  Ghi ra eh:iv danh, ho va ten clia Lanh ciao Cuc HKVN giai quyi.t tong viec. 
(3)  Ghi r5 ten ca quan tham muu chit tri trinh. 
(4)  Ghi day di Mc ca quan phOi hop. 
(5)  Ghi trich yeu nOi dung du thao van ban trinh. 
(6)  Phan nay the hien KO cac 

so, 
dung sau: 

a) Lf, do trinh (VD: ghi r5 so, kji hi eu van ban chi clgo/Churmg trinh, ld hooch/van 
ban de nghi...la can cti de aux hien ding viec...); 
b) Liet k'e cac btrac del' thuc hien trong qua trinh tham mtru giai quyit cong viec 
(VD: xin 5/ kiA ca quan lien quan...; to chtic hOi hop, di khao sat, nghien cziu, 
kiem tra..., da bao coo Lanh ciao Cuc c6 lien quan...) 
(7)  Phan nay the hien r5 cac nOi dung sau: 
a) Giai trinh if/ do, can cu cfia nOi dung tham muu, quan diem cua ca quan tham 
muu (14 tham quydn giai quyet, tinh hop hien, hop phap hock ca so. phap lji clia 
van de xti, lf,..); , 
b) T6m 0'05 kien clic, cac ca quan, clan vi gop f, (neu co), giai trinh quan diem mu 
lfi; tie'p thu .}', ki'An ctia cac ca quan, don vi. Ghi 7-5 fl kiin, quan diemctia minh doi 
voi nhung P kien chtra thong nhcit; , 
c) Trinh bay r"6 mot lien he voi,ykien chi dao fru& day ye cling mat van de (neu 
co); 
d) Cac nOi dung khcic (niu c6). 
Ca quan tham mtru c6 the trinh bay cac nOi dung neu tren tai to trinh rieng kem 
theo h6 sa trinh neu nal dung dai, phzic tap. DOi voi Throng hop nay ghi "To trinh 
kern theo". 
(8)  
de 

vien soon thao, ca quan tham muu trinh co the trinh bay nhfing nOi dung 
de nghi dtrac bcio lieu f7 kVA cfia minh. Ne'u nOi dung dai, phtic tap, co the trinh 
bay tai van ban rieng kem theo ho sa trinh va ghi "Van ban bao ltru , kien kem 
theo". 
(9)  Tich dclu X vao cac 0 twang frng khi xac djnh mar dO khan, mat, han the lieu 
hanh. Ne:u nOi dung du thao van ban la "Mat" thi phai dtra ra can cu xac dinh 
mire da mat. 	, 
(") Ghi day chi sO, Icf, hieu, ngay thong nom, ca quan ban hanh va trich yeu cau 
van ban, tai lieu kern theo. 
(") Ghi chirc danh ctia Lanh dao Cuc duac trinh ("Cuc &tieing" hoac "Pho Cuc 
truang"). 



kien cua Pho Cue 
truang...(")  

(1Cf, va ghi ro 179, ten) 
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MAu 5.2. Phieu trinh Cue truiing giai quyet cong viec c6 xin y kien PHI 
Cue truitng phu trach 

CVC HANG ICHONG VIVI' NAM 	Ha N0i, ngay thong nom 20... 

S6: 

PHIEU TRINH GIAI QUYET CONG VIEC 

Kinh trinh: Cue twang.....(2)  

1. Co quan chu tri trinh(3): 

2. Ca quan ph6i hqp(4): 

3. Trich yeu nOi dung du thao van ban trinh(5): 

4. Tom tat nOi dung cong viec trinh(6): 

5. ‘i'r kien cila co quan chn tri trinh(7): 

6. "Cr kien boo luu(8): 

7. Mire dO khan, met, pham vi hru hanh(9): 

- Mire dO khan: Hee toe 	; Khan 	; Thuong khan 

- Mirc dO met: Met 	; TOi met 	; Tuyet mat 	 

+ Can cu cue xuat muc do mat czia van ban: 

- Tai lieu han the km hanh: 

8. Tai lieu kem theo(10): 
Ti' S6, 14 hi0 oh van 

ban 
NO),  thing nom 

cila van ban 
Trich ytu ne,ii dung van 

ban 
Ca quan ban hanh 

1 

... 

9. Chit kS,  cua chuyen vien, lanh dao co quan chu tri trinh: 

CHUYEN VIEN 

(Chit Icy) 

Nguyen Van C 

TRVONG PHONG hoac PHO 
TRIMING PHONG 

(Chi? kfi) 

Nguyen Van B 

)? MEN GIAI QUYET CIJA CVC TRIMING 
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Ghi chic. 
(') Ghi so H6 Sc' dwac cap tren he thong quan 1), van ban dien ter. , 
(2)  Ghi r5 chat danh, hQ va ten tha Liz-nh dao Cuc HKVN giai quyet ding viec. 
(3)  Ghi r5 ten ca quan tham muu chu tri trinh. 
(4)  Ghi day chi cac ca quan phoi hap. 
(5)  Ghi trich yeu nai dung du thao van ban trinh. 
(6)  Phan nay the hien r5 cac nai dung sau: 
a) 45 do trinh (VD: ghi r5 so, kj,  hieu van ban chi ciao/Chuang trinh, kl hogch/van 
ban de nghi... la can cif de thuc hien cong viec...); 
b) Lift ke cac buck del thuc hien trong qua trinh tham mteu giai quyet cong viec 
(VD: xin jr kiln ca quan lien quan...; to chtic h6i hQp, di khao sat, nghien cfru, 
klem tra..., der bao coo Lanh dao Cuc có lien quan...) 
(7)  Phan nay the hien r5 cac nai dung sau: 
a) Giai trinh 1), do, can cu czia not dung tham muyi, quan diem tha ca quan tham 
mu-u (vl therm quyln giai quylt, tinh hop hien, hap phcip ho4c co,  so. phap 
vein de mi. 
b) Torn tat Yr kien tha cac ca quan, don vi gop y (nlzi c6), giai trinh quan diem xi: 
lk tiep thu j kien czia cac ca quan, don vi. Ghi r5 y lden, quan diem tha minh d6i 
voi nhiing ), kiln chwa thong nhcit; 
c) Trinh bay 7.5 moi lien he vol y kiln chi dao truor day vl ciing mat van de (niu 
co), 
d) Ccic nai dung khac (nlu c0). 
Ca quan tham mu-u co the trinh bay cac nai dung n'eu tren tai to trinh rieng kem 
theo h6 sa trinh neu nai dung dai, phzk tap. D6i trwo.ng hop nay ghi "Ter trinh 
kem theo". 
(8)  Chuyen vien soon thao, ca quan tham muu trinh co the trinh bay nhimg nai dung 
de nghl dirac bao luu y kiln ciia minh. Nlu n 6i dung dai, pink tap, co the trinh 
bay tai van ban rieng kem theo ho sa trinh va ghi "Van ban bao lu-u y kien kern 
theo". 
(9)  Tich dau X vao cac 0 twang ang khi xac dinh mar d6 khan, mat, han the lieu 
hanh. Nlu nai dung du thao van ban la "Melt" thi phai dwa ra can cu xac clinh 
mac d6 mat. 
(10)  Ghi day du so, 19, hieu, ngay thong nom, ca quan ban hanh va trich yeu thu 
van ban, tai lieu kem theo. 

Ghi ro hQ va ten czia Pho Cuc truong phy trcich cong viec. 
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Phu Itic VI 
MAU PHIEU BE NGHI BONG DAU VAO TRANG DAU TAI LIEU, VAN BAN 

(Kern theo Quy chi cong lac van this, 	trir cria Cuc HKVN &tor ban hanh 
kern theo Quyit dinh 	 ngaybt-hhangl-nam 2021) 

CONG HOA XA HOI CHU NGHiA VIET NAM 
DOc lap - Tv do - 1-14nh phfic 

	

Ha N0i, ngay 	 nom 

PHIEU DE NGHI BONG DAU VAO TRANG DAU TAI LIEU, VAN BAN 

Kinh 	Van ph6ng Cvc HKVN 

1. CO QUAN DE NGHI 

- HQ va ten• 	  

- Don vi cong tac• 	 Chirc vu• 	  

De phuc 	 (ghi ten cu0c hop/ hoi nghi/ h0i thao hoc ding viec 

khac), 	(ghi ten ca quan dd nghl) de nghi Van phong Cvc citing dau vao 

trang dau cna van ban/tai lieu sau: 

STT Ten tai lieu/van ban So lu•o'ng 
ban can 

(long dau 

Deng dau 

(Danh dau X vao 0 twang ring) 

Dau treo Dau "Han the ltru 
hanh" 

1 

2 

... 

LANH DAC) COQ QUAN BE 
NGHI 

(Ky, ghi r5 ho ten) 
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Phu Inc VII 
MAU PHIEU DE NGHI SAO VAN BAN 

( Kern theo Quy the ding tic van thtr, luu tra cfra Cyc HKVN dupe ban hanh 
kern theo Quye't dinh 	 ngay.??Thang 1-nam 2021) 

CONG HOA XA HQI CHU NGHIA VItT NAM 
Nic lap - Tkr do - 1411h pink 

	

Ha NPi, ngay 	timing .... nom ...... 

PHIEU HE NGHI SAO VAN BAN 

Kinh 	Van phong Cpc HKVN 

1. CO QUAN/CA NHAN HE NGHI 

- Ho va ten- 

- Dan vi cong tac• 	Chirc vp• 	  

De phuc vu 	 .(ghi lf; do can sao 

van ban),   	(ghi ten ca quan/ngirai de nght) de nghi Van phong Cpc sao 

y/sao 1pc/trich sao van ban sau: 

STT St; ks,  hi0 van 
bin 

Ngay, thing, 
nam ban hanh 

van ban 

Co' quan 
ban 

hanh 

Si; lucrng bin can 
sao 

Ban 
giay 

Ban 	din 
tit.  

1 

2 

... 

LANH D4t0 CO QUAN HE 
NGHI 

(1q, ghi ro ho ten) 
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Phu kw VIII 
MAU BiA HO SO 

( Kern theo Quy the cong tac van tiur, luu frit ctia Cyc HKVN chic ban himh 
kern theo Quyit dinh so .r.e.../QD-CHK ngayRthang lir--  nam 2021) 

Bia 116 so theo TCVN 9251:2012 , kich thooc 650mm x 320mm 

OK HANG KHONG VIET NAM 

CO QUAN, DON VI• 	  

Ma ho so• 	  

HO SO 

Tir ngay 	den ngay 	  

	

G6m • 	 to 

Phong s6 • 	 Thoi han bao quan 

Mpc lvc s6 • 	 

I-16 soy s6: 	 



40 

Phu luc IX 
MAU PHIEU DE NGHI CAP TAI KHOAN/CHeNG THU' SO 

( Kern theo Quy che cong lac van thu, htu tray ctia Cyc HKVN cluvc ban hanh 
kern theo Quyit clinh se; .V.g .../QD-CHK ngay.Thhangef nam 2021) 

Mau 9.1. Phieu cle nghi cap tai khoin truy cap he thong QLVB 

CONG 1145A XA HOI CHU NGH1A VItT NAM 
Doc lap - Tir do - Hanh phtic 

Ha NO ngay thangnam 

PHIEU DE NGIII CAP TAI KHOAN TRUY CAP HE THONG QLVB 

Kinh 	Van phong Cvc HKVN 

De phtjc vu nhu cau cong v*, 	(ten cce quan cle nghl) de nghi Van 

phong Cvc cap tai khoan truy cap He th6ng QLVB cho ca nhan/t6 chirc sau: 

STT Ten co' quan/ca 
nhan de nghi cap 

Don vi 
ding tac 

(cloi vat 
ca nhan) 

Chirc vu 

(do  .:i 	• voi 
ca nhan) 

SO dien 
thoai lien 

1#c 

Dia chi thy 
dien dr 

1 

2 

• • • 

LAN11 DAO CO QUAN DE NGHI 

ghi ro ho ten) 
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Phu lyc X 

I. MAU DANH MIX HO S6 

( Kern theo Quy the cong tac van thu; Itru tra cfra Cue HKVN &for ban hanh 
kern theo Quyet clinh so ..D.f.../QD-CHK ngay.U.thangl. nam 2021) 

TEN CO QUAN, 	CONG HOA XA HOI CHU NGHIA VIETV  NAM 
DON Vi• 	 - Ty. do - Hynh phlic 

DANH MVC HO SO 

Nam .... 

(Kern theo Quyet dinh so 	ngay .thang. Tram 	cua ....) 

S6 vak)",  
hieu ho so 

Ten de mix va tieu de h6 
so 

Thai Ilan 
bao quan 

Ngtrai lap 
ho so 

Ghi 
chi] 

(1 ) (2) (3) (4) (5) 
I.  TEN DE MVC LON 

1. Ten de nwc nho 

01.TCCB Tieu de he so 20 nam Ho \fa ten 

Danh muc he so nay ca. 	 he so, bao gem: 

	 .he so bao quan vinh 

	 he so bao quan c6 thai han. 
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II. MAU MK LVC HO SO, TAI LIEU NOP LIYU 

( Kern theo Quy ch" tong tac van thu; luu tru awl Cyc HKVN dttor ban hanh 
kern theo Quy& clink 	 ngay.19Thang tnam 2021) 

TEN CO QUAN, 	CONG HOA XA 1-101 CHU NGHIA VIET NAM 
DON VI'• 	 DO 14p - Ty. do - 11#nh phut 

MIJC LVC HO SO, TAI LIEU NOP LIXU 
2 

Nam 20... 

STT Sii, 14,  
hi0 
HS 

Tien 6' ht. so• Thai 
gian TL 

Thai 
4n bao 

quail 

So 
t?r3/Se; 
trang4  

Ghi 
cho 

(1) (2) (3) (4) (5) (6) (7) 

Muc luc nay Om: 	 hi) sof (don vi bao quan). 

Vi6t bang chir 	  h6 	soy 
(dun vi bao quan). 

, ngay 	thong ..... nam 20....... 
Nguiri 14p 

(KS, va ghi r5 ho ten) 

Ten don vi n6p ltru 116 so, tai lieu. 
2  Theri han bao quart: Bao quan vinh viZn hoac bao titian co thai han. Muc hic ho so, tai 
lieu bao quan vinh vin va Mgc, lkic h6 so, tai lieu bac, quan co the'i han &roc lap rieng 
thanh 02 Mtic 11,1c khac nhau. Doi vai Muc luc ho so, tai lieu bao quan vinh vien 136 cot 
thori han bao quan. 
3  Ap dung d6i voi van ban giay. 
4  Ap dking d6i vOi van ban dien 
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III. MAU MUC LUC VAN BAN, TAI LIEU TRONG HO SO 5  

( Kern theo Quy che ding lac van that, hru trip czia Cyc HKVN quit ban hanh 
kern theo Quyet clinh so .22g.../QD-CHK ngayoRthanglt nam 2021) 

MUC LUC VAN BAN, TAI LIEU 

SO, ky h*1 WO so 	- 

Nam 20... 
STT SO, ks,  

hi'eu 
van ban 

Ngay thing !tam van 
ban 

Ten lout 
vit trich 
yeu not 

dung van 
ban 

Tic gia 
van ban 

To' 
sil/Trang 

A 
SO 

Ghi 
chip 

(1 ) (2) (3) (4) (5) (6) (7) 

5  Ap dung cho tit sce co thiri han bac, quit' vinh vier'. 
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W. MAU BIEN BAN GIAO NHAN HO SO, TAI LIEU 

( Kern theo Quy the cong lac van Mu, hitt trir cita Cuc HKVN &roc ban hanh 
kern theo Qztye't djnh se; 	.../QD-CHK nga341.ethangitnam 2021) 

TEN CO QUAN, 	CONG HOA XA HQI CHU NGHiA VItT NAM 
DON VI. 	 11.1p - Ty• do - 113nh phfic 

thong nom 20..... 

BIEN BAN 

Ve viec giao nhtin he sa, thi lieu 

Can cir Nghi dinh 30/2020/ND-CP ngay 05/3/2020 caa Chinh phi vt cong tic van 
thu; can cif 	 (Dank muc ho sa nom ...., Ke hooch thu thap tai lieu.....), 

Cluing toi gam: 

Ben giao: (ten ca nhan, don vi giao nejp tai lieu), dai dien la: 

- Ong (ba): 	  

Chat vu cong tac/chirc dank: 	  

Ben nhan: (Diu tra Cuc), dai dien la: 

- Ong (ba): 	  

Chic vu cong tac/chirc dank: 	  

Tilting nit& lap bien ban giao nhan tai lieu vai nhang not dung nhtr sau: 

1. Ten kh6i tai lieu giao n6p: 	  

2. Thai gian cua ha so, tai lieu: 	  

3. S6 luang tai 

a) Doi vai ha so, tai lieu giAy 

- Tang so h6p (cap). 	  

- Tang so ha so (don vi boo quan)- 	ra met gia• 	met. 

b) Doi vai ha so, tai lieu dien tir 

- Tang so ha so: 	  

- Tang s6 tep tin trong ha so 	- 

4. Tinh trang tai lieu giao n6p: 	  

5. Mtic luc ha so, tai lieu n6p luu kern theo. 

Bien ban nay duqc lap thanh hai ban; ben giao (co quan, don vi) gift mOt ban, ben 
nhan (Luu tnr Cuc) gift mOt ban. 

DAI DIN BEN GIAO 	 DAI DIN BEN NHAN 
(Kfi va ghi ro h9 ten) 	 (Kj va ghi ro h.9 ten) 
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Phi) lye XI 

DANH MUC HO SO TAI LIEU HET GIA  TRI 
( Kern theo Quy chi ding lac van thu, htu tru cita Cyc HKVN durx ban hanh 

kem theo Quyit djnh so .ilf.../QD-CHK ngaybl-ithangl-nam 2021) 

PhOng (khoi) 	  

Bo • 
so 

, lap so 
• Tieu de 116 so,  hoac tap tai lieu 14 do hily Ghi chu 

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

Huang dAn cach ghi: 

Phong (khoi): Ghi ten phong hoac khoi tai lieu. 

(1): Ghi thir to cac be (cap) tai lieu. S6 thi:r t r duac ghi lien tvc cho met phong 
(hoac khoi) tai lieu. 

(2): Ghi s6 thir tier he sa hoac tap tai lieu het gia tri trong timg be (cap). 

(3): Ghi tieu de dm he sa hoac tai lieu het gia tri. Tieu de tai lieu het gia tri phai 
phan anh het nei dung tai lieu ben trong. 

(4): Ghi ly do tieu huy tai lieu nhu: Het th6i han bao quan; bi bao ham (del vai ke 
hoach, bao cao thang, (14 ma da" gift bao cao 6 thang hoac 'lam); trong; tai lieu bi 
rach nat khong con kha Wang phtic hOi; ban nhap; to lieu tham khao; ban chop 
Doi v6i nhang ho sa hoac tap tai lieu bi bao ham, trong, thira phai ghi re bi bao 
ham hoac trong vori ho sa nao trong rntic ltic ho so,  giir lai. 

(5): Ghi y kien cua HOi deng xac dinh gia tri he sa tai lieu hoac cac ghi chu khac. 
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Phu luc XII 
MAU BIEN BAN TIEU HUY TAI LItU 

( Kern theo Quy the cong the van thy, hew ter aka Cyc HKVN &Qv ban hanh 
kern theo Quyit djnh so .r51.../QD-CHK ngayaethemgi-nlim 2021) 

CVC HANG KHONG VIO‘ NAM CONG HOA XA.  HOI CHID NGHIA VI VI' NAM 
VAN PHONG 	 Hoc lap - Ti do - Honh phtic 

/BB-CHK-VP 

BIEN BAN TIEU HUY TAI 14U 

Can cir Quyet dinh s6 	 ngay 	 than 	 nAm 	 cua 
	  ye yiec tieu huy tai lieu het gia tri; 

Horn nay, ngay 	 thang 	nArn 	chung teti 

1. Ong (ba) 	Chirc vu 	Chu tich 1-10i diing 

2. Ong (ba) 	Chirc vv 	 Doi dien bt) ph4n Ltru trir, Van phong 
Cpc 

3. Ong (ba) 	Chirc vy 	Doi dien thin Vi co tai lieu 	  

Cling th6ng nhAt tieu huy s6 h6 sa, tai lieu da het gia tri co ban danh myc thsting 
ke tai lieu tieu huy kern theo. 

1. Ten kh6i tai lieu 

2. Thori gian tai lieu 

3. S6 lining tai lieu 

4. S6 mvc lye h6 soy, tai lieu tieu hely timg loci 

Bien ban nay 14p thanh 04 ban, ben do tai lieu tieu lid)/ gitir 02 ban, Van phong 
Cvc gift 02 ban. 

Thirlijr HOi dt•ng 	Chit tich Hqi dong 	th?i dien can vi có tai 
lieu tieu hay 
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