
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM 
TiNH 	THIEN  HUE 	 DO lap - Tir do - 1-14nh phtic.  

s6: 	/2021/QD-UBND 	Thaw Thien Hue, ngay 30 thong nom 2021 

QUYET DINH 
inh cong tic van thy tren dia ban tinh Thira Thien Hue 

so z 
t, U Y AN NHAN DAN TiNH THUA THIEN HUE 

Chuyeri 	 
s• 

Can cit. Luat To chic chinh quyen dia phuung ng,?xy 19 thong 6 nom 2015; 
Can cit. Luat situ doi, bo sung mot so dieu cUa Luat TO chirc Chinh phth va 

Luat To cldrc chinh quyen dia phurfng ngay 22 thong 11 nom 2019; 
Can cir Luat L uu tra ngay 11 thong 11 nom 2011; 
Can cit. Luat Giao dich din tit. ngay 29 thong 11 nom 2005; 
Can cit. Luat Cong ngh'e thong tin ngay 29 thong 6 nom 2006; 
Can cit. Nghi clinh so 64/2007/ND-CP ngay 10 thong 4 elm 2007 cita Chinh 

phit irng dyng Cong ngh" thong tin trong hoot dOng cUa co. quan nha nurk; 
Can cti. Nght Binh so 01/2013/ND-CP ngay 03 thong 01 elm 2013 cUa 

Chinh phu quy clinh chi tiet mot so di eu cua Luat btu frit.; 
Can czi. Nght dinh so 30/2020/ND-CP ngay 05 timing 3 nom 2020 cUa 

Chinh phi"' ve cong tac van tine; 
Can cir Thong tu. so 41/2017/TT-BTTTT ngay 19 thong 12 nom 2017 cUa 

BO Thong tin va Truyen thong quy clinh sir dyng chit. kY so cho van ban din 
trong co. quan nha nurk; 

Can cit. Thong tu' so 185/2019/TT-BQP ngay 04 thong 12 nom 2019 cUa 
BO Quoc phang hur'mg dan vi'ec cung cap, quan 65, sir dung dich vu chicng thyr 
chi? kj) so chuyen dimg Chinh phii; 

Theo de nght cua Chanh Van phOng Uy ban nhan dan tinh va Giam dac So. 
NOi vu. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet clinh nay "Quy clinh cong tac van thu 
tren dia ban tinh Thira Thien Hue". 

Dieu 2. Dieu khoin thi hanh 
1. Quyet clinh nay co hieu luc ke to ngay 10 thong 4 nom 2021. 
2. Bai 1)6 Quyet clinh s6 40/2018/QD-UBND ngdy 02 thong 7 nom 2018 

cua Uy ban nhan dan tinh ban hanh Quy che ve cong tac van thu tren dia ban 
tinh Thua Thien Hue va Quyet clinh s6 70/2018/QD-UBND ngay 06 thong 12 
nom 2018 dm Uy ban nhan dan tinh ban hanh Quy dinh quan 1)'/, cap nhat va 
khai that co.  sa du lieu Bieu mau van ban hanh chinh tinh Thira Thien Hue. 
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Ditu 3. Trach nhint to chtic thtyc hien 
Chanh Van phong Uy ban nhan dan tinh, Giam dOc SO.  NOi vu, thu truong 

cac so, ban, nganh cap tinh; Chu tich t1 y ban nhan dan cac huyen, thi xa va 
thanh pho Hue; Chil tich Uy ban nhan dan cac xa, phuemg, thi tran; thu truing 
cac coy quan, to chirc lien quan chiu trach nhiem thi hanh Quyet dinh nay/. 

- Nhu Dieu 3; 
- Cue Kiem tra van ban - 13(5 Tu phap; 
- Cue Van this va Luu tat nha !mac; 
- TT HDND tinh; 
- Chu tich, cac PCT UBND tinh; 
- Ser Tu phap; 
- Cong bao tinh Thira Thien Hue; 
- Bao Thira Thien Hue; 
- Chi cue Van thu - Ltru trCr; 
- ang TTDT tinh; 
- VP: CVP, cac PCVP va cac CV; 
- Luu: VT, TDKT. 

TM. UY BAN NHAN DAN 
• T 	CHU TICH 

TICH 
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tfSien Thanh Binh 



UY BAN NHAN DAN 	LONG HOA XA HOI CHU NGHIA VIET NAM 
TINH THiIA THIEN HUE 	 Doc lap - Tty do - 1-14nh phtic  

QUY DINH 
Cling tac van thu tren dia ban tinh Thira Thien Hue 

(Ban hanh kern theo Quyt dinh so 48 /2021/QD-UBND 
ngay30 thong 3 nom 2021 ctia Uy ban nhan don tinh) 

Chuang I 
NHIrNG QUY DINH CHUNG 

Dieu 1. Pharr vi diet' chinh 
1. Quy dinh nay quy dinh ve cong tac van thu tren dia ban tinh Thira 

Thien Hue. 
2. Cong tac van thu dugc Quy dinh tai Quy dinh nay bao,gom: Sop thao, 

1c)'7 ban hanh van ban; quan 1)'7 van ban; 14p ho so va n6p 1uu ho so, tai lieu vac. 
Luu trir co quan; quail ly va sir dung con dau, thiet bi luu kh6a bi mat trong 
cong tac van thu.,  

Dieu 2. Doi tuvng Ai) dung 
Quy dinh nay dp dung doi veri cac so', ban, nganh,,t6 chirc thu6c fly ban nhan 

dan tinh; Uy ban nhan dan cac 	thi xa va thanh pho Hue; Uy ban nhan dan cac 
xa, phuerng, thi tran tren dia ban tinh (sau clay g9i chung la co quan, to chirc). 

Dieu 3. Giai thich tar ngir 
1. Quy dinh cong tac van thu bao gom nhfing quy dinh chung v'e hog 

d6ng van thu doi vai cac loci hinh co quan, to chirc; la can cir de xay dung Quy 
the ye cong tac van thu cua m6i co quan, to chirc. 

2. HO so dien to la tap hop cac tai lieu din tir c6 lien quan v6i nhan ye 
mot van d& mot su viec, mot doi tugng cu the hoc c6 d4c diem chung, hinh 
thanh trong qua trinh theo c161, giai quyet cong viec thu6c pham vi chirc nang, 
nhiem vu cua co quan, to chirc, ca nhan. 

3. H" thong quan 1/ van ban dieu hanh la phan mem dUng chung dugc Uy 
ban nhan dan tinh trie'n khai tren dia ban tinh thong nhat va tin hoc h6a cac quy 
trinh hog dOng tac nghiep, cac hinh thirc tiep nhan, km till, pho cap, trao doi, tim 
kiem, xir ly thong tin van ban, giai quyet cong visc trong cac co quan nha nuarc de 
nang cao chat luting va hi"ti qua cila cong tac diet' hanh cua lanh dao, cac hog 
Ong tac nghie;p cita can b6, cong chirc (sau day g9i chung la He thong). , 

4. Co so'dir lieu Bieu mau la Co so. dulieu luu WEI He: thong cac bieu mau 
van ban quan ly nha nuerc phuc vu cong tac chi dao dieu hanh va thu tuc hanh 
chinh tren tirng linh visc quan ly nha nuerc thu6c tham quyen giai quyet cua Uy 
ban nhan dan tinh, Chu tich Uy ban nhan dan tinh, thu truerng cac co quan chuyen 
mon truc thu6c Uy ban nhan dan tinh; Uy ban nhan dan cac huyn, thi xa, thanh 
pho Hue; Chu tich Uy ban nhan dan cac huy'e'n, thi xa, thanh pho Hue; thii tnrerng 
cac phong, ban thu6c cac huy"e'n, thi xa, thanh pho Hue; Uy ban nhan dan cac )(a, 
phu&ng, thi tran va Chu tich Uy ban nhan dan cac xa, phuong, thi tran. 
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Dieu 4. Trach nhi01 dOi 	cong tic van thy,  
1. Trach nhi@n 	ngueri dirng dau ca quan, to chirc trong vi& quan ly 

cong tac van thu 
a) To chirc xay dung, ban hanh, chi dao visc thgc hien cac the d6, quy dinh 

va tin h9c boa cong tac van thu theo quy dinh cua phap luat, Uy ban nhan dan tinh. 
b) Quail 17 van ban, tai lieu cua ca quan, to chgc. Kiem tra vi& thgc hien 

cac ,che d6, quy dinh ye cong tac van thu doi 	cac don vi tnrc thu6c;,giai quyet 
khieu nai, to cao va xir 1)"/ vi pham phap luat ye cong tac van thu theo tham quyen. 

c) Chi dao vi& so Ma van ban, phat hanh van ban din tir va trang bi day du 
cac thiet bi can thiet (may vi tinh, may in, may fax, may scanner, may photocopy) 
theo Quy dinh. 

2. Trach nhiem cua Chanh Van phOng, Truerng phOng Hanh chinh hoac 
ngugi phu trach cong tac hanh chinh (sau day ggi chung la Chanh Van phong) 

,a) Chanh Van phong giup ngueri dung dau ca quan, to chirc trgc tiep quan 
1)"7, kiem tra, giam sat vic thgc hien cong tac van thu va tin h9c hoa cong tac 
van thu tai co quan, to chi:1'c; (long thai to chgc huong dan nghi4) vu ye cong tac 
van thu, van hanh He thOng cho co quan, to chirc va don vi trirc thu6c. 

b) Ginp ngueri dUng dau co quan, to chirc theo dOi th6i gian xtr 17 van ban 
theo Quy the lam v* cua co quan, bao cao tong hop tinh hinh,xir 17 van ban 
den, van ban di trong cac buoi giao ban hang thang 	co quan, to chgc. 

c) Tham mixu cho ngugi dirng dau ca quan, to chirc trong v* chi dao, 
kiem tra, huerng dan lap ho so va n6p luu ho so, tai lieu vao Luu tat ca quan doi 
vii cac dan vi truc thu6c. 

d) To chirc thgc hien vi& lap ho so va n6p luu ho so, tai lieu vao luu trir 
tai don vi minh. 

3. Trach nhiem cua Truang cac don vi chirc nang (ph6ng, ban va tuong 
duong), ngueri dirng dau cac don vi trgc thu6c (sau day g9i chung IA Truerng 
cac don vi). 

a) Trugng cac don vi c6 trach nhiem trien khai va to chgc thgc hi41 cac 
quy dinh cua co quan, to chirc ve cong tac van thu. 

b) Theo dOi, giam sat tinh hinh xur ly van ban den, van ban di va don el& 
nh'a. c nho v&' tinh hinh thu 1)",  van ban, lap ho so va n6p luu ho so, tai lieu cua don 
vi vao Luu tat co quan. 

4. Trach nhiem dm can b6, cong chirc, vien chirc, ngueri lao dOng 
, a) Can b6, cong chgc, vien chirc, ngueri lao dOng trong qua trinh giai 

quyet cong, 	quan den cong tac van thu phai thgc hi"0 nghiem 	cac 
quy dinh ye van thu, He: thong va Quy dinh nay. 

b) Trong qua trinh theo dOi, giai quyet cong viec, moi ca nhan phai lap 116 
so cong viec va chiu trach,nhim N/s s6 	thanh phan, not dung tai lieu 
trong h6 so; bao dam yeu cau, chat lugng cua 116 so theo quy dinh va thong ke 
thanh muc luc 116 so trugc khi n6p luu vao Luu trir co quan. 

5. Trach nh*ri cua Van thu co quan (sau day goi, tat la Van thu) 
, a) [Yang 14, thgc 	thu tic phat hAnh, chuyen phat va theo dOi viec 

chuyen phat van ban di. 
b) Tiep nhan, clang 1()"1 van ban d6n; trinh, chuye'n giao van ban d6n. 
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c) Sap xe'p, bao quan va phuc vu viec tra ciru, sir dung ban luu van ban. 
d) Quan 17 So clang 1(./ van ban. 
d) Quasi 13%, sir dung con dau, thik bi luu khOa bf mat dm co quan, to 

chirc; cac loci con dau khac theo quy dinh. 
6. Nguari lam cong tac van thu phai dam bao cac quy dinh tai Thong to s6 

14/2014/TT-BNV n0.37 31 thang 10 nam 2014 cua B6 N6i vu quy dinh chirc 
danh, ma so ngach va tieu chuan nghiep vu chuyen mon cac ngach cong chirc 
chuyen nganh van thu. 

Dieu 5. Gia tri pilaf) ly cua van ban dien tir 
Thuc hien theo quy dinh tai Dieu 5 Nghi dinh so 30/2020/ND-CP ngdy 05 

thang 3 nam 2020 dm Chinh phu ye cong tac van thu. 
Dieu 6. Ca nhan sir dung He thong quan ly van ban diet* hanh 

, 	1. Moi 	nhan dugc cap mot tai khoan (account) de truy cap vao He 
thOng, diroc cap tai lieu va huOng an sir dung He thong nham phpc vu cong tac 
chuyen mon, nghiep vu theo chirc nang, nhiem vu duoc phan cong. 

2. Khi chuyen cong tac den co quan, to chirc me(i ho'ac tiep nhan chirc nang, 
nhiem vu mad tai co quan,,to chirc, ca nhan phai lien he vOri 	 r' phan phu trach quan 
1y He thong tai ca quan, to chirc de clang ky tai khoan ngued dimg, cap quyen truy 
cap vao He thong va &roc huerng dan sir dung cac chirc nang cua He thong. 

3. Sir dung He thong de kip thei tiep nhan va xir ly cac van ban, cong viec 
dugc phan cong theo dimg trach nhiem va quyen hart dugc phan cong va diing 
quy trinh dugc co quan,, to chirc quy dinh. 

4. Bao ve mat khau, khong cung cap holac de 16 mat khau He th6ng. 
5. Khi c6 sir co 1(57 thuat xay ra ten He th6ng,phai ghi nhan 	sir co va 

nhanh chong thong bao 	b6 phan phu trach He thong tai ca quan, to chirc de 
dugc ho tro va xir ly kip thoi. 

Dieu 7. Sir dung He thong quan 1S7 van ban dieu hanh 
1. Khi luan chuyen van ban dien tir tren He thong, ca quan, to chirc da 

dugc cap chirng thu so hop le bat bu6c phai tich hop chi' 14 so theo quy dinh 
nham dam bao tinh an toan, bao mat, tin cay, xac thvc cua du lieu va chiu trach 
nhiem ye not dung van ban dien 

2. Co quan, to chirc co trach nhiem trong viec quan 1T cac tai khoan dang 
nhap vao He thong cua cac ca nhan thu6c ca quan, to chirc. 

3. Khi c6 su thay doi ve nhan six hoc chirc vu cua ca nhan tai co quan, to chirc 
a) Triremg hop nghi viec, N/'s htru hoc chuyen cong tac den ca quan, to 

chirc khac: Thuc hien vo hieu h6a tai khoan ngired &mg tren He thong, 	ca 
quan, to chirc, dam bao ca nhan khong clang nhap va six dung dugc He thong. Co 
quan, to chirc luu y khong xoa tai khoan cua ca nhan de tranh trirong h9p mat 
qua trinh xir ly dm van ban, cong viec. 

b) Twang hop tiep nh4n ca nhan 	Thuc hien tao moi va phan quyen 
tai khoan ngtrei dung de clang nhap vao He th6ng. 

c) Truong hop thay doi chirc vu hoc vi tri cong tac cua ca nhan tai co 
quan, to chirc: Thuc hien phan quyen, chinh sira va cap nhat thong tin tai khoan 
ngtroi dimg tren He thong. 
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4. Trong,truong hop He thing xay ra su co bi ngung hoat d8ng, co quan, 
to chirc phai tien hanh xir 1)'T cong viec tren giay hoc ding cu khac. Ding theri, 
co quan, to chirc phai nhanh ch6ng lien he vOi Si Thong tin va Truyen thong, 
Van phong Uy ban nhan dan tinh de dugc ho,trg va xir 1)"7 kip theyi. Sau khi 	co 
da dugc khac phvc, co quan, chirc phai kiern tra tai tinh on dinh va thuc hien 
cap nh4t cac thong tin da' xir 1y vao He thong. 

5. Dinh kS7 hang ngay sao luu da lieu van ban cilia co quan, to chirc de 
dam bao an toan, an ninh cho He thong. 

6. Khi trien khai sir dung He thong tai co quan, to chirc can phoi hgp vai 
Si Thong tin va Truyen thong, Van phong Uy ban nhan dan tinh de thuc 
hien viec,lien thong ket not 	truc lien thong 	tinh. 

Dieu 8. Quin 15,, cap nh4t va khai thac Co.  so' dir lieu Bien mau van 
ban hanh chinh tinh Thira Thien Hue , 

1. Co so dir lieu bieu mau: Cac bieu mau trong Co, se( 	lieu bieu mau 
dugc so boa theo huOng ngan gin, de hieu, dimg tham quyn, dung the thirc van 
ban dugc tich hop vao He thong; Trang thong tin dieu hanh tac nghiep va san 
sang lien thong, tich hgp vai cac He thong thong tin, phan mem, co sa dir lieu 
khac cua tinh. 

2. Cap nh'at Co sa dir lieu bieu mau 
a) Co sa dir lieu bieu mau ban dau do Uy ban nhan dan tinh xay dung, 

cong b8 danh mvc theo tong co quan, to chirc va giao cho cac co quan, to chirc 
quan ly, sir dung theo danh mvc. 

b) Trong qua trinh khai thac, sir dung Co sa du lieu bleu mau do co quan, 
to chirc quan ly neu phat sink thembieu mau ngoai danh mvc da dugc Uy ban 
nhan dan tinh cong bo hoc can chinh stira bieu mau da c6 trong Co sa dir lieu 
Heti mau ban dau thi co quan do phai chu ding xay dung bieu mau mOi va tien 
hanh cap nhat b6 sung bieu mau vao Co so du lieu Hai mau (tren Trang Thong 
tin Dieu hanh tac nghiep cua don vi). 

Viec xay dung bieu mau mefi hoc chinh sira bieu mau dugc thuc hien 
theo quy trinh xay dung bieu mau va clap nhat vao Co so.  dir lieu bieu mau van 
ban hanh chinh theo phv lvc I Quy dinh nay. , 

c) dugc giao sir dung tai khoan de cap nh4t, quail 1)"7 Co sa du lieu 
bieu mau có trach nhiem bao mat ye thong tin tai khoan, bao dam su chinh xac 
va chiu trach nhiem ve cac so lieu, van ban dien to dugc giri di tir tai khoan do 
minh sir dung. 

3. Khai thac Co sa du lieu bieu mau 
a) Co sec &I lieu bieu mau dugc tich hgp, lien thong tai He thong va Trang 

thong tin dieu hanh tac nghiep cua cac co quan, to chirc de can 1)8, cong chirc, 
vier' chirc khai thac sir dung. 

b) Can I* cong chirc, vien chirc trong cac co quan hanh chinh nha nu& 
tren dia ban tinh khai thac va sir dung hieu qua Co sa da lieu bieu mau de phuc 
vu cho hoat ding cong vu, nang cao chat lugng van ban tham mu-u. 

4. Trach nhiem cUa cac co quan, to chirc 
a) Van phOng Uy ban nhan dan tinh 
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- To chirc ket nOi, tich hop, chia se Co sa du lieu biL mau van ban hanh 
chinh vo7 He thang; Trang thong tin diL hanh tac nghiep va san sang lien thong, 
tich hgp vii cac He thong thong tin, phan mem, ca so du lieu khac cua tinh. 

- Chiu trach nhiem to chirc tap huan viec cap nhat va khai thac sir dung 
Co se( du lieu Heil mau cho cac co quan, to chirc. 

Chiu trach nhiem dam bao ha tang va an ninh an toan thong tin Co so du 
lieu bieu mau theo quy dinh. 

b) N9i phoi hop vii Van phang Uy ban nhan dan tinh to chirc kiem 
tra, giam sat viec thvc hien guar' 1)",, cap nhat va khai thac sir dung Co so du lieu 
bieu mau tai cac co quan, to chirc tren dia ban tinh; dinh kS,  hang nam bao cao 
I:1y ban nhan dan tinh. 

c) Cac so, ban, nganh, Uy ban nhan dan cac huyen, thi xa va thanh pho 
Hu& Uy ban nhan dan cac xa, phuong, thi tran 

- To chic thvc hien viec cap nhat, va khai thac sir dung Bieu mau van ban 
hanh chinh theo quy dinh. Chiu trach nhiem v&' do chinh xac cua a' lieu dirge 
cap nhat tren Co se,' du lieu bieu mau. 

- Bac) dam co so vat chat cho viec van hanh, khai thac hieu qua Co so• du 
lieu 'Dieu mau tai co quan, to chirc. 

- Phoi hop vii Van phong Uy ban nhan dan tinh trong viec ket noi, tich 
h9p, chia se du lieu biL mau van ban hanh chinh. 

Dieu 9. Bao ve bi mat nha ntthc trong cong tic van thy 
M9i boat Ong trong cong tac van thu cUa co quan, to chdc phai thuc hien 

theo cac quy dinh cua phap luat hien hanh ve bao ve bi mat nha nuerc. 
Dieu 10. Kinh phi cho host citling,van thtr 
Hang nam, cac co quan, to chirc bo tri kinh phi cho cong tac van thu trong 

du toan ngan sach Nha nuoc theo quy dinh tai Dieu 36 Nghi dinh so 
3 0/2020/ND-CP. 

Chiming II 
QUY DINH CV THE 

Muc 1 
SOAN THAO VA KY BAN HANH VAN BAN 

Dieu 11. Hinh thtirc van ban 
Gorr' cac loai hinh van ban sau: 
1. Van ban quy pham phap luat. 
2. Van ban hanh chinh. 
3. Van ban chuyen nganh. 
Dieu 12. The thin, ky thu4t trinh bay van ban 

, 	1. Van ban quy pham phap luat: Thvc hien theo cac Quy dinh tai Nghi dinh 
34/2016/ND-CP ngay 14 thang 5 nam 2016 ciia Chinh phit quy dinh chi tiet mot 

so diet' va bien phap thi hanh Luat Ban hanh van ban quy pham phap luat; Nghi 
dinh s9 154/2020/ND-CP ngdy 31 thang 12 nam 2020 dm. Chinh phu su'a d9i, b9 
sung mot so diL Nghi dinh s9 34/2016/ND-CP ngay 14 thang 5 nam 2016 cila 
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Chinh phn quy dinh chi ti8t mot s6 diL va bin phap thi hanh Luat. Ban hanh 
van ban quy pham phap luat". 

2. Van ban hanh chinh: Thgc hi8n theo quy dinh tai Dieu 8, DiL 9 Nghi 
dinh s6 30/2020/ND-CP va Co s6 du li8u bi'eu mau van ban hanh chinh tinh 
Thira Thien Hu8. 

3. Van ban chuyen nganh: Thuc hi8n theo hung dan dm co quan quan 
13% nganh.,  

Dieu 13. Soul' thao van ban 
1. Vic soan thao van ban quy pham phap luat thirc hi8n theo cac quy 

dinh cna Luat Ban hanh van ban quy pham phap luat nam 2015; Luat sira doi, bo 
sung mot so dieu cna Luat Ban. hanh van ban quy pham phap luat nam 2015; 
Nghi dinh so 34/2016/ND-CP va Nghi dinh so 154/2020/ND-CP. 

2. Vi8c sop thao van ban khac dugc thuc hi8n theo quy dinh tai Dieu 10 
Nghi dinh so 30/2020/ND-CP va quy dinh tad cac Phu luc III, IV, V, VI, VII. 

Dieu 14. Duyt ban thao van ban 
Thgc hi8n theo quy dinh tai Dieu 11 Nghi dinh so 30/2020/ND-CP va quy 

dinh tai cac Phu luc III, IV, V, VI, VII. 
Dieu 15. Kim tra van ban truck khi k57 ban hanh 
Truong dcm vi hoc ca nhan chn tri soan thao van ban phai kiern tra va 

chiu trach nhi8rn truck,  ngueri dung dau co quan, chirc va truov phap luat ve 
not dung van ban va the thik, 1(3% thuat trinh bay van ban truov khi trinh lanh dao 
co quan, to chirc k7 ban hanh. 

Dieu 16. 1(5,  ban hanh van ban 
Thgc hi8n theo quy dinh tai Dieu 13 Nghi dinh so 30/2020/ND-CP va quy 

dinh tai cac Phu luc III, IV, V, VI, VII. 

Muc 2 
QUAN LY VAN BAN 

Dieu 17. Nguyen tAc chung 
1. Tat ca van ban den, van ban di cna co quan, to chirc phai dugc quan 1)% 

tap trung tai Van thu d8 lam thu tic tie'p nhan, clang 1(3'7, trir nhang loai van ban 
dugc clang ky ri8ng theo quy dinh cna phap luat. 

2. Van ban den, van ban di thuPc,rigay nao phai dugc clang 14, phat hanh 
hoc chuyen giao trong ngay, cham phat la trong ngdy lam vi8c ti8p theo. Van 
ban den c6 cac mirc dP khan: "Floa. toe, "Thugng khan" va,"Khan" (sau day gpi 
chung la van ban khan) phai dugc clang 14, trinh va chuyen giao ngay sau khi 
nhan dugc. 

3. Van ban phai dugc theo doi, cap nhat trang thai giri, nhan, 
4. Khi nhan dugc van ban din tir den, Van thu phai xir 17 kip theyi, khong 

the van ban giay (n8u co). Cac co quan, to chirc phan cong tad chuy8n vien chn 
tri ngay trong ngay. 

5. HO so giai guy& thu tic hanh chinh sau khi dugc tiep nhan tai BO phan 
mot cira phai to dOng &Prig bP va gtri vao H8 th6ng de quan 1)% th6ng nhat, thirc 
hi8n xtr 1)% theo quy trinh tren H8 thong. 
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6. Van ban, tai lieu co not dung mang bi mat nha nu& (sau day gpi tat la 
van ban mat) dugc clang ky, quan lY theo Quy dinh cua phap 14t hien hanh ve 
bao ve bi‘rn4t nha nuac. 

Dieu 18. Danh myc cac loci van ban ba't buOc Ai) dung trong co' quan 
nha ntr&c dtrqc girl, nh4n qua mill truo.ng mang 

Viec giai, nh4n van ban dien tir khong giri kern van ban giay thuc hien 
theo Phu lvc II Quy dinh nay va dugc dieu chinh, 1)6 sung theo quy dinh cua co 
quan quan lY nganh, linh vuc. 

Dieu 19. Quy trinh quail IS,  van ban den, van ban di 
1. Quy trinh quan ly van ban den, van ban di tai Uy ban nhan dan cac 

phugng, thi tran tren dia ban tinh Thixa Thien Hue thuc hien theo quy dinh tai 
Phkilpc III Quy dinh nay. 

2. Quy trinh quan IY van ban den, van ban di tai cac phong, ban chuyen 
mon thuOc Uy ban nhan dan cac huyen, thi xa" va thanh pho Hue thuc hien theo 
quy dinh tai Phu lvc IV Quy dinh nay. , 

3. Quy trinh guar' 1)% van ban den, van ban di tai Van phong HOi &rig 
nhan dan va Uy ban nhan dan cac huyen, thi xa va thanh phO Hue thuc hien theo 
quy dinh tai Phu lvc V Quy dinh nay.,  

4. Quy trinh quan,ly van ban den, van ban di tai cac so, ban, nganh tren dia 
ban tinh Thira Thien Hue thkrc hien theo quy dinh tai Phu lklc VI Quy dinh nay. 

5. Quy trinh quany van ban den, van ban di tai Van phong Uy ban nhan 
dan tinh Thira Thien Hue thuc hien theo quy dinh tai Phij lklc VII Quy dinh nay. 

Dieu 20. Cap so, thiri gian ban hanh van ban 
Thuc hien theo quy dinh tai Dieu 15 Nghi dinh so 30/2020/ND-CP va quy 

dinh tai cac Phu luc III, IV, V, VI, VII. 
Dieu 21. Bang 14 van ban di 
Thuc hien theo quy dinh tai Dieu 16 Nghi dinh so 30/2020/ND-CP va quy 

dinh tai cac Phu lkic III, IV, V, VI, VII. 
Dieu 22. Nhan ban, (Jong &Au, kj7 so dm co' quan, to chtic va d'au chi 

dO mat, mire dO khAn 
Thuc hien theo quy dinh tai Dieu 17 Nghi dinh so 30/2020/ND-CP va quy 

dinh tai cac Phu lkic III, IV, V, VI, VII. 
Dieu 23. Phat hanh va theo doi vies chuyen Oat van ban di 
Thuc hien theo quy dinh tai Dieu 18 Nghi dinh so 30/2020/ND-CP va quy 

dinh tai cac Phu lkic III, IV, V, VI, VII. 
Dieu 24. Liru van ban di 
Thkrc hien theo quy dinh tai Dieu 19 Nghi dinh so 30/2020/ND-CP va quy 

dinh tai cac Phij lvc III, IV, V, VI, VII. 
Dieu 25. Tiep nh4n van ban den; Tang 147 van ban den; trinh, chuyen 

giao van ban den 
Thuc hien theo quy dinh tai Dieu 21, Dieu 22, Dieu 23 Nghi dinh so 

30/2020/ND-CP va quy dinh tai cac Phu lijc III, IV, V, VI, VII. , 
Dieu 26. Giii quyet va theo doi, dOn dOc vi"0 	quyet van ban den 
1. Sau khi nh4n dugc van ban den, don vi, ca nhan c6 trach nhiem chi 

dao, giai quyet kip thei theo yeu cau cua lanh dao co quan, to chirc; nhang van 

' 4 
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ban clan co clau chi cac mix do khan phai dugc giai quy6t ngay, dam bao theo 
thei han yeu 

can 
cila van ban hoac theo quy dinh 	phap luat. Trong mot so 

trueng hop can thiet, cong chdc,,vien chdc chuyen mon in Phial 	quyet van 
ban den kern theo van ban den bang giay trinh lanh ciao co quan, to chirc de xin 

kien chi dao giai quyet van ban den. 
2. Trueng hap van ban den khong co yeu cau ve thei han tra lei thi thai 

han giai quyet dugc thdc hien theo Quy the lam viec dm co quan, to chirc. 
3. Van thu co trach nhiem tong hap so lieu van ban,  den, van ban den da 

dugc giai quyet, da den han nhung chua dugc giai quyet de bao cao Chanh Van 
phong. Doi veyi van ban den co dau "Tai lieu thu hOi", Van thu cc') trach nhiem 
theo clOi, thu hoi hoac giri tra lai not gui theo diing thei han quy dinh. 
, 	4. Chanh Van phong co trach nhiem don doc, bao cao lanh dao co quan, 

to chdc ve tinh hinh 	quyet, tier' do va ket qua giai quyet van ban den de 
thong bao cho cac don vi lien quan, dam bao 100% van ban di dugc lien thong 
voi van ban den tren He thong quail 1T van ban dieu hanh. 

Myc 3 
SAO VAN BAN 

Dieu 27. Cac hinh fink ban sao 
1. Cac hinh thdc ban sao thgc hien theo quy dinh tai Dieu 25 Nghi dinh so 

30/2020/ND-CP. 
2. The thdc va 1(9 thuat trinh bay ban sao y, sao luc, trich sao dugc thgc 

hien theo quy dinh tai Phan II, Phu luc I Nghi dinh so 30/2020/ND-CP. 
Dieu 28. Gia tri phap 1S,  dm ban sao 
Ban sao y, ban sao luc va ban trich sao dugc tilde hien theo dung quy dinh 

tai Nghi dinh so 30/2020/ND-CP co gia tri phapinhu ban chinh. 
Dieu 29. ThAm quyen sao van ban 
Thdc hien theo quy dinh tai Di&I 27 Nghi dinh so 30/2020/ND-CP. 

Myc 4 
LAP HO SO VA NOP LU'U HO SO, TAI LIEU 

VAO LUAU TRiT CO QUAN 

Dieu 30. L4p Danh muc hO so.  
1. Tac dung cua Danh muc ho so 
a) Quan 17 cac hoat Ong cila co quan, to chirc va ca nhan thong qua He 

thOng ho so. 
b) GiUp cho co quan, to chi:1.c chu dOng trong viec to chdc lap ho so va 

quan ly h6 so, tai lieu trong giai doan,van thu dugc chat the va khoa hoc. 
c) La can cu de lciem tra, don doc viec lap ho so tai cac don vi, ca nhan; go)) 

phan nang cao thuc va trach nhiem 	ca nhan trong co quan, , chdc doi 
voi viec lap ho so va chuan bi ne)p luu ho so, tai lieu,vao Luu trir ca quan. 

d) La can cir de lga chgn tai 	co gia tri de luu trd va phuc vu sir dung. 
2. Can cu lap Danh muc ho so 
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Cac can cu chti yeu de ljp,Danh 	ho so bao 	Cac van ban quy 
dinh ye chdc nang, nhiem vu, quyen han, co cau to chdc cilia co quan, to chdc va 
cac don vi trong co quan to chdc; Quy che lam viec cua co quan, to chdc; Quy 
dinh ve cong tac van thu, 	tra cua co quan, to chirc; Ke hoach, nhiem vu cong 
tac hang nam cua co quan, to chdc, cua cac don vi va cua m6i ca nhan; Danh 
mix ho so dm nhang nam truac; Bang thai han bao quan tai lieu va Muc luc h6 
so dia co quan, tO chdc (neu co). 

3. N6i dung ljp Danh muc h6 so 
a) Xay dkmg de muc trong Danh muc h6 so 
- De muc trong Danh muc ho so dugc xay dung theo co cau to chdc (ten 

cac don vi trong co quan, tO chdc) hojc theo linh vvc hoat Ong (ten cac linh 
vgc hoot d6ng chu yeu cua co quan, to chdc). Can cu tinh hinh thkrc to cua m6i 
co quan, to chdc de ch9n de muc Danh mix h6 so cho phu hgp, bao dam viec 
ljp h6 so dugc day dd, chinh xac va thujn tien. Nhimg co quan, to chdc CO co 
cau to chdc on dinh, chdc nang, nhiem vu cua cac don vi dugc phan dinh rO rang 
thi dp dung de mix Danh muc ho so theo co cau tO chdc. Nhang co quan, to 
chdc c6 co cau to chdc phdc tap, khong on dinh, khong rO rang thi xay dung de 
mix Danh muc h6 so theo linh vkrc hoat dOng. 

- Trong. tong de muc 16rn duvc chia thanh cac de muc nh6 tuong drig voi 
ten cac don vi (theo co cau to chdc) hoc chia thanh cac mat hoat 

sap 
(theo 

linh vgc hoat Ong). Trong cac de muc nho, trjt to cac ho so dugc sap xep theo 
nguyen tac tit chung den rieng, td tong hgp den cu the. , , 

b) Xac dinh nhung h6 so can ljp, du kien tieu ho so va nguai l'jp ho so 
- Xac dinh nhimg h6 so can ljp trong nam, ca nhan chit' trach nhiem ljp 

ho so dua tren cac can cu ljp Danh muc ho so tai Khoan 2 Dieu nay; djc biet la 
chuong trinh ke hoach va nhiem vu cong tac nam dia co quan, to chdc va cua 
cac don vi, nhiem vu va cong viec cu the cua timg ca nhan trong don vi. 

- Tieu de h6 so can viet ngan g9n, rO rang nhung phai khai quat dugc not 
dung dm cac van ban, tai lieu se hinh thanh trong qua trinh theo dOi, giai quyet 
cong viec. 

c) Du kien thai han bao quan cua ho so 
Thai han bao quan cua h6 so dtrgc ,xac dinh theo quy dinh hien hanh: 

Vinh vin hoc thai han bang so nam cu the. Thai han dugc ghi theo Bang thai 
han bao quan tai lieu hinh thanh pho bien trong hog d6ng cua cac co quan, to 
chdc; Bang thai han bao quan tai lieu chuyen nganh va Bang thai han bao quan 
tai lieu dm co quan, to chdc (neu c6). 

d) Danh so, ky hieu cac de mix va ho so 
- Cac de muc lon dugc danh so lien tuc bang chil so La Ma. 
- Cac de mix nho (neu co) trong timg de muc lorn dugc danh so ri'eng 

bang chit s6 A-rap. , 
- SO, hieu cua ho so bao 	so thd to (dugc danh bang chitso A rap) va 

ky hieu (bang cac cha viet tat) cua de muc lon. Chi!' viet tat dm cac de muc ,16n 
trong Danh muc 116,so,do co.  quan, chdc quy dinh nhung can ngan g9n, Ilia'. 

Viec danh so ho so c6 the dp dung mot trong hai cach sau: 
+ SO cua h6 so dugc danh lien tuc trong toan Danh muc, bat 6u tn. s6 01. 

4 
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+ S6 cuah6 so dugc danh lien tvc trong pham vi timg de muc lon, bat dAu 
tirso01. 

4. To chirc lap Danh muc ho so 
a) Danh muc h6 so dugc lap theo hai cach sau: 
- Cach thin nhat: Van this xay dung du thao Danh inuc h6 so dm co quan, 

to chtirc; lay ji kien (long gop dia cac don vi, ca nhan lien quan; hoan thien du 
thao, trinh, lanh ciao Van phong hoac Ph6ng Hanh chinh de trinh nguei dung dau 
co quan, to chirc 14 ban hanh. 

- Cach did hai: Cac don vi du kien Danh muc ho so dia don vi minh theo 
hung anrighiep vu dm Van this; Van thistOng hap thanh Danh 	116 so dm 
co quan, , chirc, bo sung, chinh stra (neu can); hoar' thien du thao, trinh lanh 
dao Van phong hoac Phong Hanh chinh de trinh nguei dimg dau co quan, to 
chirc lc)",  ban hanh. 

b) Danh rrivc hO so do nglayi dirng da‘u co quan, to chirc phe duy'et, dugc 
ban hanh vao dau nam. 

c) Van thu sao chvp Danh muc ho so da dugc ban hanh gtri cac don vi, ca 
nhan lien quan dong thoi cap nhat vao He thong de can b6, cong chirc, vien chdc 
lam can cu lap ho so va thuc hien lap ho so dien tir. Trong qua trinh thuc hien, 
neu c6 ho so du kien chisa sat vai thuc to hoac c6 cong viec giai quyet phat sinh 
thu6c trach nhiem lap ho so cua don vi hoac ca nhan nao thi don vi hoac ca nhan 
do can kip thi sera doi, 1)6 sung vao phan Danh muc ho so cila minh de Van thu 
tong hgp, bo sung vao Danh muc ho so dm co quan, to chirc. 

5. Mau Danh muc ho so theo Phu luc VIII Quy dinh nay 
A Dieu 31. L4p ho so.  

L Thuc hien theo quy dinh tai Dieu 29 Nghi dinh s6 30/2020/ND-CP. 
2. Yeu cAu dOi voi m6i h6 so dugc lap 

, 

	

	a) H6 so dugc lap phai phan anh dung chirc nang, nhiem vu dm co quan, 
chirc. 

b) Cac van ban, tai lieu trong met ho so phai c6 su lien quan chat the voi 
nhau va phan anh dung trinh to din bien cua su viec hoac trinh to giai quyet 
cong viec. 

Dieu 32. NOp Itru ho so', tai lieu vao Lu'u till co' quan 
1. Thuc hien theo quy dinh tai Dieu 30 Nghi dinh so 30/2020/ND-CP. 
2. Trach nhiem ctia don vi va ca nhan trong co quan, to chirc 
a),  Don vi va 	nhan trong co quan, 	chirc c6 trach nhiem n6p luu 

nhang 116 so, tai lieu dugc xac dinh thi flan bao quan tir 05 nam tr .& len vao Ltru 
trir co quan. 

b) Truing h9p don vi hoac ca nhan c6 nhu cau giu lai ho so, tai lieu da 
den han nep ltru de phuc vu cong viec thi phai dugc, ngtr6i dirng dau co quan, to 
chdc &rig bang van ban va phai lap Danh muc 116 so, tai lieu gift lai gdi Lu-u 
tra co quan. Thoi han 	lai ho so, tai 	dm. don vi, ca. nhan khong qua 02 
nam ke tir ngdy den han nep ltru. 

c) Can b6, cong chdc, vien chdc va ngtrei lao d6ng trong co quan, to chdc 
truac khi nghi huu, thoi viec, chuyen cong tac, di hoc tap dai ngdy phai ban giao 
toan bo ho so, tai lieu hinh thanh trong qua trinh cong tac cho don vi, Luu till co 
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quan theo quy dinh cila co quan, to chirc. 

Chirong III 
TO CI-IfiC THVC HIEN 

Di&I 33. To chirc thuc hi0 
1. So Ni0 vu có trach nhiem thanh tra, kiem tra, huong an, don d6c viec 

thuc hien Quy dinh nay tai cac co quan, chirc. 
2. So Thong tin va Truyen thong dam bao cac dieu kien ve mat ha tang de 

trien khai dng dung van ban dien tir trong hoat &Ong cUa co quan nha nuov. Xay 
dung va trien khai ke hoach duy tri, phat trier' ha tang 1(5,  thuat va cac He thong 
thong tin phuc vu cong tac quan ly, diet' hanh cong viec, trao doi van ban dien 
td lien thong Oita cac don vi. 

3. SO Tai chinh bao dam kinh phi nang cap, hoan thien ha tang 'Cy thuat, 
cac He th6ng thong tin phuc vu cong tac xir ly, trao dOi van ban dien td, coi day 
la cac nhiem vu cap bach, la dieu kien toi thieu de lam viec, dugc uu tien kinh 
phi trong ke hoach ngan sach hang nam. 

4. Thu truong cac so, ban, nganh, to chirc thuc ‘fly ban nhan dan tinh; 
Chu tich Uy ban nhan dan cac huyen, thi xa va thanh pho Hue; Chi tich Uy ban 
nhan dan cac xa, phuerng, thi tran tren dia ban tinh có trach nhiem: 

a) Pho bien, trien khai thuc hien cac quy dinh tai Quy dinh nay. 
b) Guong mAu thgc hien viec quan 1y, dieu hanh cong viec qua moi 

truerng mang; thueng xuyen chi dao cac ca nhan, don vi truc thuc six dung van 
ban dien tix phuc vu quail ly, dieu hanh va trao doi thong tin de thay the van ban 
giay; quan triet chi dao viec gdi kern ho so, van ban dien tir khi trinh cac cap có 
tham quyen mot cach kip thad, tien toi xix ly, trao dOi cong viec chu yeu qua moi 
truOng mang. 

c) Can cd Quy dinh nay lid cac van ban phap luat co lien quan xay dung 
Quy dinh cong tac van thu dm co quan, to chic. 

5. Trong qua trinh thuc hien, neu có van de phat sinh hoac can sira doi, bO 
sung, cac co quan, to chic phan anh bang ,van ban ye SO NOi vu de' tong hop, 
bao cao Uy ban nhan dan tinh xem xet, quyet dinh./. 

TM. UY BAN NHAN DAN 

P-  CHU TI H 

Nguy6r1 Thunti Binh 



QUY TRiNH XAY DUNG BIEU MAU VA 
(Ban hanh kern theo Quyk chinh s a -48/ 

c I 
CCi SO D' LIEU BIEU MAU VAN BAN HANH CHiNH 

ngay 30 thong 3 nom 2021 elm (Iy ban nhan dan tinh) 

Btrov 
thlic 
hiO 

Trinh tty 
Trach 
nhiOt 

MO ti 

1 CBCCVC 
Can bO, cong chirc, vien chirc soan thao du thao bieu 

- 	• 
mau van ban. 

Soan thao (sira dOi, bo sung 
moil bieu mau ,-- 

2 CBCCVC 
Sau khi soan thao, can bO, cong chirc, vien chirc cap nhat 
bieu mau vao Co so,  dir lieu bieu mau hanh chinh a( M 11C 

"Dang chef duyet". 

Cap nhat bieu 
CSDL bieu mau 

mau vao 
hanh chinh 

3 

Twang 
phong 
hoac 
tuang 
duung 

_ 

Truong phong (hoac tuong throng) thorn dinh not dung 
bieu mau van ban. 
- Trumg hop can bo sung, sira doi thi giri yeu cau cho 
ngued soan thao sira doi lai Neu mau (buov 1). 

- 
Neu &ing y bieu mau thi duyet Neu mau va chuyen cho 

TruOng don vi phe duyet va ban hanh. 

Thom tra, 
tham dinh 

Chin' h 
sira/ 
bO 

sun
g 

4 
Twang 
don vi 

TruOng don vi kiem tra not dung bieu mau van ban;,  
- TruOng hgp can bo sung, sira doi thi giri chuyen lai 
Truang phOng yeu cau chinh sira tai bieu mau. 
- Neu dOng ST bieu mau thi Phe duyet va ban hanh bieu 
mau (Bieu mau chinh thirc dugc dp dung). 

Chinh 
sira/ 
bo 

sung 

♦ Phe 
4 

duyet 

5CBCCVC Cong bo ap citing bieu mau tai 
CSDL bieu mau hanh chinh 

Can bO, cong chirc, vien chirc sir dung bieu mau tai 
CSDL bieu mau hanh chinh. 



;47.4;:*;-' ,_.. vc,,II 
DANH MVC VAN 	*Ty; TA ONG Go KEM VAN BAN GIAY ,...-...r.-,? 	, 	, 

(Ban hanh eiRtlfav, y'eOlclinh so -18 /2021/QD-UBND 
ngay 30 th,„--ro 021 ciia Uy ban nhan dan tinh) 

STT Cac loci van ban 
I Van 	quy ph4m phap 1u4t ,ban 
1 Quyet dinh dm US/ ban nhan dan tinh 
II Van ban hanh chinh 
2 Quyet dinh (ca biet) 
3 Chi thi 
4 Quy the 
5 Quy dinh 

6 
Thong bao (S/ kien ket luan 	ii' ca lanh dao Uy ban nhan dan tinh; ye 
cong tac chi dao dial hanh,...) 

7 Thong cao 
8 Hung an 
9 Chucmg trinh 
10 Ke hoach 
11 Phuong an 
12 De an 
13 Dv. an 

14 
Bao cao (thang, quy, nam ye tinh hinh kinh to - xa h9i, so lieu thong ice 
theo chuyen nganh, cac bao cao theo yeti cau,...) 

15 To. trinh 
16 COng van 
17 Cong dien 
18 Giay fly quyen 
19 Giay mei h9p, hOi nghi 
20 Phieu giri 
21 Phieu chuyen 
22 Phieu bao 

Ghi 
, 1. Van ban dien khong giri kern ban giay dap img quy dinh tai Dieu 6, 

Quyet dinh so 28/2018/QD-TTg ngay 12 thang 7 nam 2018 dm Thu tuOng 
Chinh phu ve yiec giri, nhan van ban dien tir giaa cac co quan trong He thong 
hanh chinh nha nude; Nghi,dinh 30/2020/ND-CP ngay 05 thang 3 nam 2020 
dm Thu tuong Chinh phu ye cong tac van thu. 

2. Danh rnvc tren khong ap dung yeri cac loci van ban sau: 
a) Van ban, ho sa thu9c clang mat, toi mat, tuyet mat theo quy dinh tai 

Luat Bao ye bi mat nha nuOc. 

A 
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b) Van ban, hO so c6 thanh phan phirc tap, kho khan trong viec so h6a bao 
Om: ban do, ban ye thiet ke, an pham, Vat pham. 

c) Van ban, ho so bat buOc phai giri kern ban giay theo quy dinh cua van 
ban phap luiat c6 lien quan; van ban, ho so chuyen nganh theo quy dinh phai ltru 
till ho so bang ban goc. 

d) Van ban, ho so c6 lien quan den not dung quy hoach, tai chinh, to chirc, 
bO may, cong tac can bO, kS7,14t, the dO chinh sach dOi voi can bO, cong chirc, 
vier' chirc, ngtreri lao,dOng; cap, thu hOi giay phep, 	truang dau tu; quyet dinh 
giao dat, cho thue‘dat, khai thac tai nguyen khoang san, cac loci giay phep, cac 
van ban ve dau thau (chi giri ban giay cho doi Wong trirc tiep lien quan, cac ca 
nhan, dcm vi phoi hop thirc hien thi giri ban dien tix theo quy dinh). 

3. Cac van ban theo danh muc neu tren dugc giri kern ban giay den cac co 
quan, to chirc 

a) Van ban, hO so giri Chinh phu, Thu tuong Chinh phu theo Quy the lam 
viec cua Chinh 

b) Co quan kiern tra van ban quy pham phap luat.; co quan clang Cong 
bao; clang teen Co so• du lieu van ban phap lu"a‘t; cac co quan, to chirc, to chirc, ca 
nhan ngoai He thong hanh chinh nha 



Inc III 
V IN BAN DEN, VAN BAN DI TAI 

N HIA BAN TINH 	THAN HUE 
(Ban hanh 	 et clinh so -46 /2021/QD-UBND 
ngay 30 thang 	nam 2021 ciia Uy ban nhan dan tinh) 

Bu' iv 
Ngtrilri 
thirc 
hi0 

Trinh ttr thkrc hi0 Thed 
gian 

1 Van thu 

a) Tiep nhan van ban dien tir den trong He th9ng. 
- Dang 14 van ban dien tir den. Khi nhL dugc van 
ban dien tir, Van thu phai xir 1)",  ngay trong yang 
02 gig (theo gig hanh chinh). 
- Chuyen van ban dien tir cho Chu tich Uy ban nhan 
dan cap xd. 
b) Tiep nhan van ban den bang giay: Van thu thuc 
hien kiem tra dia ,chi, phan loai so b9,,  gong dL 
"Den" va doi chieu van ban dien dr den ten He  
thong: 
- Trueng hop van ban dien,  tir den dd dugc tip 
nhan va xir y. Van thu ghi so den va ngay den tren 
van ban giay nhu so den va ngdy den dm van ban 
dien tir den va chuyen cho clan vi hoc ca. nhan 
(ch6 tri) da-  nhlan van ban dien tir den. 	, 
- Truong hop khong c6 van ban dien tir den tren He 
thong: Van thu so h6a van ban den (sao y van ban 
giay sang van ban dien CU theo quy dinh) va thgc 
hien clang 14 van ban dien tir den nhu myc a. 

Sang: 
7h30; 
9h30 

Chieu: 
13h30; 
15h30 

2 

ChU tick 
Uy ban • 

nhan cap 
xa" 

- Cho y kien chi dao xir lji van ban tren He thOng. 
Doi voi van ban den lien quan den nhieu b9 phL 

, 	 • 
hodc nhieu ca nhan thi can ghi rifi be) phan hoc ca 
 „ 	,, 	.. 	, 	,,' 	•,; . 	• 	, 

nhan chu tri, b9 phan hoc ca nhan phoi hop va 
. thgi han giai quyet dm moi b9 phan, ca. nhan. 

- Chuyen van ban cho can b9, cong chirc, vien 
chirc chuyen mon giai quyet theo tharn quyen. 

Sang: 
811; 
10h 

Chieu: 
14h; 
16h 

3 

Can bo ' 
cong 
chdc, 
vier) 
chirc 

chuyen 
mon 

- Nghien cilu, thu iha‘p thong tin -de giai quyet 
van ban. 	 , 
- C4p nh'at 	kien giai quyet van ban de nghi lanh 
dao xem xet, quyet dinh. 
- Trugng hop can xin 	kien cila ranh dao tren 
Phial xU 1)"7 van ban den: Can b9 cong chirc, vien 
chirc chuyen mon in Phieu xir 1)",  van ban den kern 
theo van ban den bang giay. 

Theo 
, 	. 

thai 
gian 
quy 

• dinh 
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- Dv thao not dung van ban, trao d6i, lay y  kin 
dOng g6p (neu can), tiep thu va hoan thanh ban 
thao van ban. 
- Xac thirc Yang cha Ic_i so chiu trach nhiam va n6i 
dung va the thirc, 1(5,  thuat trinh bay van ban. 
- Chuyen Lanh dao Uy ban nhan dan cap xa 14 
ban hanh van ban. 

4 

Lanh 
ciao Uy 

ban nhan 
dan cap 

xa 

- Xem xet, 14 so van ban din tir 
- Chuyan Van thu lam thil tuc phat hanh van ban 
dian tit% ngay 

 

Hang 

5 Van thu 

- Cap so, thed gian ban hanh van ban 
- Van thu thuc hian‘in van ban da dugc 14 s6 cua 
ngued co tham quyen ra giay, (long dau co quan 
tao ban chinh van ban giay de km tai Van thu va 
ho so cong viac 
- I“,  so cua co quan vao van ban din td. 
- Ban gOc van ban din tir dugc lull tren He th6ng 
cua co.  quan. 
- Phat hanh van ban di : 
+ DOi voi cac loci van ban phat hanh hoan toan 
theo hinh thirc van ban din tin Van thu phat hanh 
van ban dian tir. 
+ D6i voi cac loci van ban phat hanh theo hinh 
thirc van ban din tir va gong thed giri kern van ban 
giay: Van thu phat hanh van ban din tir dOng th6i 
lam thU tuc phat hanh, chuyen phat van ban di 
bang gidy. 

Hang 
ngay 

Ghi chtl: 
- D6i voi van ban den tiap nhan sau 15 gie hang ngay (d6i voi ngay lam 

viec), se dugc tinh thoi gian nhan la 07 gier 30 phut ngay horn sau (ngoai trilr van 
ban h6a toc). 

- D6i voi van ban chuyen phat hanh sau 16 gier hang ngdy (d6i voi ngay 
lam viac), se dugc tinh th6i gian nhan la 07 gio. 30 phUt cua ngay horn sau va doi 
ved sang thir Bay, chi phat hanh van ban hoa t6c. Van ban chuyen phat hanh 
binh thu6ng vao ngay thir Bay se dugc tinh vao ngdy thir Hai cua tuan ke tiep./. 



c IV 
N BAN DEN, VAN BAN DI 
ON THUOC UY BAN NHAN DAN 

VA THANH PHO HUE 
(Ban hanh kern theo Quyet clinh so M3/2021/QD-UBND 
ngay 30 thong 3  nom 2021 ciia Uy ban nhcin don tinh) 

Bulk Ngtroi 
thtyc hien Trinh tti thkrc hien Thai 

gian 

1 Van thu 

a) Tiep nhan van ban dien ttir den trong He th6ng. 
- Dang 1()"/ van ban dien tir den. Khi nhan dugc 
van ban dien ti.r, Van thu phai xtir l)"/ ngay trong 
vOng 2 gio• (theo gig hanh chinh). 
- Chuyen van,  ban dien tir cho Truang phOng/ 
ngugi dtimg dau don vi (sau day g9i chung la 
Trugng ph6ng). 
b) Tie') nh4n van ban den bang gidy: Van thu 
thuc hien kiem trada. chi, phan loai so b6, &mg 
dau "Den" va dOi chieu van ban dien tir den tren 
He thong: 
- Tru6ng hgp van ban dien ttir den dd clugc. tie

,
p 

nhan va xtir 1)"7.,  Van thu ghi s6 den \fa,  ngay den 
tren van ban giay nhu so den va ngay den dm van 
ban dien ttir den va chuyen cho don vi ho4c ca. 
nhan (chii tri) da.  nhan van ban dien tir den. ,  
- Tru6ng hop khong,c6 van ban dien ttir den tren 
I-1 " thong: Van thu so h6a van ban den (sao y van 
ban giay sang van ban dien ttir then quy dinh) va 
thgc hien Tang lc)",  van ban dien ttir den nhu mix a. 

Sang;
7h30 
9h30 

• Chieu: 
13h30; 
15h30 

2 Tru 
a 

ang 
Dhon 

- Cho y kien chi dap xiI•1)"/ van ban tren He th6ng. 
Doi \Ted van ban den lien quan den nhieu b6 phan 
hoac nhieu ca nhan thi can ghi rO b6 phan hoac ca 
nhan chtii tri, b6 phan hoac ca nhan phi hop va 
thei han giai quyet dm mO'i b6 ph4n, ca nhan. 
- Chuyen van ban cho cong chtirc,,  vien chirc 
chuyen mon giai quyet theo tham quyen 

Sang: 
8h; 10h 
Chieu: 
14h; 
16h 

3 

C Ong  
chirc, 
vien 
chirc 

chuyen 
mon 

- Nghien ctim, thu thip thong tin de giai quyet 
van 	ban. van Dan. 	 , 
- Cap nhast )"/ kien giai quyet van ban de nghi lanh 
dao xem xet, quyet dinh. • 
- Trugng hgp can xin y kien dm lanh ciao tren 
Phi'eu xtir 1)"7 van ban den: COng chirc, vien chirc 
chuyen mon in Phieu xtir b'T van ban den kern theo 

Theo 
thoi 
gian 
quy 
dinh 

QUY TRI 
TAI CAC PHONG, 

CAC H 
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van ban den bang giay. 
- Du thao not dung van ban, trao d6i, lay )", kien 
gong gop (neu can), tiep .thu va hoan thanh ban 
thao van ban. 
- Xac thuc bang chir kji s6 chiu trach nhiem ve 
not dung va the thirc, k9 thuat trinh bay van ban. 
- Chuyen Lanh dao phong 14 ban hanh van ban. 

4 Lanh dao 
phong 

- Xem xet,k)"/ so van ban dien tix. 
- Chuyen Van thu lam thu tic phat hanh van ban 
dien Ur. 

Hang 
ngdy 

5 Van thu 

- CAp s6, thai gian ban hanh van ban. 
- Van thu thuc hien,in van ban da dugc 14 s6 cua
nguoi c6 tham quyen ra giay, dung dau co quan 
tao ban chinh van ban giay de luu tai Van thu va 
ho so cong viec. 
- I“,  so cua co quan vao van ban dien tir. 
- Ban goc van ban Cell tir dugc km tren He thong 
cua co quan. 
- Phat hanh van ban di: 
+ Doi voi cac 14 van ban phat hanh hoan toan 
theo hinh thirc van ban dien tic Van thu phat 
hanh van ban dien tir. 
+ D6i \tali cac loci van ban phat hanh theo hinh 
thirc van ban dien tir va dong th6i giri kern van 
ban giay: Van thu phat hanh van ban dien tir 
dOng thai lam thu tvc phat hanh, chuyen phat van 
ban di bang giay. 

Hang 
ngay 

Ghi chtl: 

- Doi voi van ban d6r1 tip nhan sau 15 gi6 hang ngay (d6i voi ngay lam 
viec), se dugc tinh th6i gian nhan la 07 gier 30 phirt ngay hOm sau (ngoai trir van 
ban h6a toc). 

- D6i vai van ban chuyen phat hanh sau 16 Oa; hang ngdy (d6i \Teri ngdy 
lam viec), se dugc tinh thai gian nhan la 07 gio 30 phut cua ngay horn sau va doi 
veri sang thir Bay, chi phat hanh van ban hea t6c. Van ban chuyen phat ,hanh 
binh thu6ng vao ngay thin Bay dugc tinh vao ngay thu Hai cua tuan tiep./. 



c:0 

'' 
r 	 bu luc V 

	

QUY TR 	 AN BAN DEN, VAN BAN DI 

	

TAI VAN PHON 	 HAN DAN VA 171Y BAN NHAN DAN 

	

CAC 	H 	XA VA THANH PHO HUE 
(Ban hanh kern theo Quyt dinh so 46 /2021/QD-UBND 
ngay 30 thang 3  narn 2021 cilia (1y ban nhan cidn tinh) 

Bizo.c 
NguiYi 

thuc hien Trinh tir thuc hien Theri 
gian 

1 Van thu 

a) Tiep nhan van ban dien tir den trong He thong. 
- Dang 14 van ban dien til.  den. Khi nhan dugc 
van ban dien till', Van thu phai xir 1)"7 ngay trong 
yang 02 gi6 (theo gi6 hanh chinh). 
- Chuyen van ban dien tir cho Chanh Van phong 
H6i dung nhan dan va Uy ban nhan dan huyen 
(g9i tat la Chanh Van ph6ng) 
b) Tiep nhan van ban den bang giay: Van thu 
thgc hien kiem tra dia chi, phan loci so b6, (long 
dau "Den" va dOi chieu van ban dien tir den tren 
He thong: 
- Truerng hap van ban dien tir den da dugc tie

,
p 

nhan va xir 1j/.,  Van thu ghi so den va,  ngay den 
tren van ban giay nhu so den va ngay den dm van 
ban dien tir den va chuyen cho don vi hoac ca 
nhan (chil tri) da nhan van ban dien tir den. , 
- Truerng hap khOng c6 van ban dien td den tren 
He thong: Van thu so h6a van ban den (sao y van 
ban giay sang van ban dien tir theo quy dinh) va 
thkrc hien clang Ici van ban dien tir den nhu mkic a. 

Sang: 
 7h30; 

9h30 
• 

Chieu: 
13h30; 
15h30 

2 
Chanh 
Van 

phong 

- Choy kien chi dao xlr 1y van ban ten He th6ng. 
Doi vgi van ban den lien quan den nhieu b6 phan 
hoac nhieu ca nhan thi can ghi 1'6 b6 phan hoac ca 
nhan chu tri, b6 phan hoac ca nhan phoi hap va 
th6i han giai quyet cua rnoi b6 phan, ca nhan. 
- Chuyen van ban cho cong chirc, vien chirc 
chuyen mon. 

Sang: 
8h; 10h 
Chieu: 
14h; 
16h 

3 

Cong- 
chirc, 
vien 
chirc 

chuyen 
mon 

Nghien ciru, thu thap thong tin de giai quyet 
 van ban. 

- Cap nhat y kien giai quyet van ban de nghi 
lanh dao ti" y ban nhan dan cap huyen xem xet, 

.: 	. quyet dinh. 
- Truong hap can xin y kien cua lanh dao tren 
Phieu xir 1)', van ban den: Cong chirc, vien chirc 

Theo 
theci 
gian 
quy 
dinh 

go 

1, 
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chuyen mon in Phieu xit lY van ban den kern theo 
van ban den bang giay. 
- Du thao not dung van ban, trao d6i, ldy y kien 
&rig gop (neu can), tiep thu va hoan thanh ban 
thao van ban. 
- Xac thuc bAng chit kY s6 chill trach nhiem ve 
n6i dung, the thirc va k-y thuAt trinh bay van ban. 
- Chuyen Chanh Van phong xem xet ve not dung 
tru6c khi trinh 14. 

4 
Chanh 

Van 
phong 

- Doi voi van ban Uy ban nhan dan cap huy4i ky 
ban hanh: Chanh Van phong xem xet ye not dung 
(xac thgc bang chit 14 so) va chuyen Lanh ciao 

 - Uy ban nhan dan cap huyen 14 ban hanh van ban. 
- D6i voi van ban 14 thira lenh Chu tich tJ' y ban 
nhan dan cap huyen: Chanh Van ph6ng xac thuc 
1) . ng chit 14 so ban hanh van ban va chuyen Van 
thu lam thu tic phat hanh van ban dien tit. 

Hang 
ngdy 

5 

Lanh ciao 
Uy ban  

nhan dan 
cap huyen 

- Xem xet, 14 so van ban dien tir. 
- Chuyen Van thu lam thu tic phat hanh van ban 
dien td. 

Hang 
ngay 

6 Van thu 

- Cdp s6, thoi gian ban hanh van ban. 
- Van thu thuc hien in van ban da duac kY so cua 
ngueri c6 thdm quyen ra gidy, (long dAu co quan 
tao ban chinh van ban giay de luu tai Van thu va 
ho so cong viec. 
- KY so dm ca quan vao van ban dien td. 
- Ban gOc van ban dien tir duac luu tren He th6ng 
dm ca quan. 
- Phat hanh van ban di : 
+ Doi v6i cac loci van ban phat hanh hoan toan 
theo hinh thirc van ban dien tit: Van thu phat 
hanh van ban dien tir. 
+ D6i vOi cac loci van ban phat hanh theo hinh 
thirc van ban dien tir va &mg th6i giri kern van 
ban giay: Van thu phat hanh van ban dien tit 
dong thoi lam thu tic phat hanh, chuyen phat van 
ban di bang giay. 

Hang 
ngay 

Ghi chi: 
- Doi voi van ban den tiep nhAn sau 15 gio hang ngdy (doi v6i ngay lam 

viec), se duo'c tinh th6i gian nhAn la 07 gier 30 phut ngay horn sau (ngoai tru van 
ban h6a toc). 
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- Doi vai van ban chuyen phat hanh sau 
lam vi'ec), se duvc tinh theri gian nhlan la 07 giey 
voi sang th* Bay, chi phat hanh van ban hoa 
binh thuOng vao ngay thin Bay se duvc tinh vao 

16 gia hang ngdy (do'i voi ngay 
30 phiit dm ngay horn,  sau va doi 
bk. Van ban chuyen phat ,hanh 
ngdy di* Hai dm tuan ke tiep./. 



QUY T 
TAI CAC SO, BA 

(Ban han 
ngay 30 

luc VI 
AN BAN DEN, VAN BAN DI 

N DIA BAN TINH THIXA THIEN HUE 
iuyet Binh so 46/2021/QD-UBND 

thong 3 nom 2021 clia Uy ban nhan dan tinh) 

1. Quan 157 van ban den va di tai cac SO.  , 

Btrerc 
Ngtrol 
th tyc 
hi0 

Trinh tir thtyc hien Thai 
gian 

1 Van thu 

a) Tie'p nhan van ban dien tir cIL trong He thong. 
- Dang kji van ban dien to den. Khi nhan dugc 
van ban dien dr, Van thu phai xir 1T ngay trong 
\Tong 2 gier (theo gier hanh chinh). 
- Chuyen van ban dien tir cho Giarn d'Oc So. 
b) Tiep nhan van ban den bang giay: Van thu 
thkrc hien kiem tra dia chi, phan loai so bO, &rig 
dau "Den" va doi chieu van ban dien tir' den tren 
He thong: • 
- Truerng hgp van ban dien tir On da' dugc tip 
nhan va xir li. Van thu ghi so den va ngay den 
tren van ban giay ,nhu so den va ngay den dm 
van ban dien tir den va chuyen cho don vi hoac 
ca nhan (chil tri) da" nhan van ban dien tir den. 
- Trueng h9p khOng,cO van ban dien tir den tren 
He thong: Van thu so hoa van ban den (sao y van 
ban giay sang van ban dien tir theo,  quy dinh) va 
thk.rc hien dangl 	van ban dien tir den nhu mvc a. 

sang:  

7h30; 
9h30 , 

Chieu: 
13h30; 
15h30 

2 
Giam 

doc Ser 

- Choy kin chi ciao giai quy6t van ban dien tir. 
DOi vai van ban den lien quan den nhieu don vi 
holac nhieu ca nhan thi can ghi re,' don vi ho;dc ca 
nhan chili'  tri, don vi ho4c ca nhan phoi hop va 
theri han giai quyet cua mCii don vi, ca nhan. 
- Chuy6'n van ban dien tir cho Phong/Ban/Chi 
cvc giai quyet. 

Sang: 
8h; 10h 
Chieu: 
14h; 
16h 

3 

Truong 
phong/ 
Truong 
ban/Chi 

cvc 
truong 

- Tiep nhan van ban dien tir va xem xet xir 1/. 
- Truang phong chuyen van ban dien tir cho cong 
chirc chuyen mon giai quyet theo tham quyL. 
- Truang ban/Chi cpc truong chuyenvan ban 
dien tit cho Trueng phong thuOc Ban/Chi cvc &' 
phan cong chirc, vien chirc chuyen mon giai 
quyk theo tham quyen. 

Sang: 
8h; 10h 
ChiL: 
14h; 
16h 

4 COng - Nghien ciru, thu thap thong tin de giai quyet Theo 

• 
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chirc, 
vien 
chirc 

chuyen 
mon 

van ban. 
- Cap nhat Y kien ,giai quyet van ban de nghi lanh 
dao xem xet, quyet dinh. 
- Truerng hop can xin y kien cna lanh dao tren 
Phieu xir lY van ban den: Cong chirc, vier' chirc 
chuyen mon in Phial xi'r lY van ban den kern theo 
van ban den bang giay. 
- Du did° not dung van ban, trao d6i, lay y kien 
dung gop (neu can), tiep thu va hoan thanh ban 
thao van ban. 
- Chuyen Twang phong/Truerng ban/Chi cuc 
truong xem xet duyet not dung va the thirc, 1(y 
thuat trinh bay van ban. 

theri 
gian 
quy 
dinh 

5 

Truong 
phong/ 
Truong 
ban/Chi 

cpc 
truerng 

- Xem xet, duyet not dung va the ,thirc, 	- thuat 
trinh bay van ban dien to(xac thgc bang chir kY so). 
- Chuyen Lanh dao So kY ban hanh van ban. Hang 

ngay 

6 
Lanh dao 

So 

- Xem xet, kY so van ban dien tir. 
- Chuyen Van thu lam thu tuc phat hanh van ban 
dien tir. 

Hang 
ngdy 

7 Van thu 

- Cap s6, thOi gian ban hanh van ban. 
- Van thu thuc hien in van ban cid dugc ky s6 dm 
nguei c6 tham quyen ra giay„ gong dau co quan 
tao ban chinh van ban giay de km tai Van thu va 
ho so cong vi'ec. 
- KY so cua ca quan vao van ban dien tu.. 
- Ban goc van ban dien tir dugc lull tren He 
thong dm co quan. 
- Phat hanh van ban di: 
+ Dor veri cac loci van ban phat hanh hoan toan 
theo hinh thirc van ban dien tir: Van thu phat 
hanh van ban dien tir. 
+ D6i voi cac loai van ban phat hanh theo hinh 
thirc van ban dien tir va &rig thOi giri kern van 
ban giay: Van thu phat hanh van ban dien tir 
dOng theri lam thu tuc phat hanh, chuyen phat van 
ban di bang giay. 

Hang 
ngay 
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2. Quin 1S7 van ban den va di tai cac Ban/Chi cuc trtrc thu(ic So' 

Bulk 
Ngtreti 
thtyc 
hi?n 

Trinh ter thtyc hi?n Thal 
gian 

1 Van thu 

a) Tiep nhan van ban dien tir den trong He thong. 
- Dang 14 van ban dien tir den. Khi nhan dugc 
van ban dien td, Van thu phai xir lf ngay trong 
vong 02 gier (theo giei hanh chinh). 
- Chuyen van ban dien tir cho Truemg ban/Chi 
cuc truang. 
b) Tiep nhan van ban den bang giay: Van thu 
thgc hien kiem tra dia chi, phan loci soy b0, dOng 
dau "Den" va dOi chieu van ban dien tir den tren 
He th6ng: 
- Truamg hap van ban dien tir,  den da dugc tip 
nhan va xir 17. Van thu , ghi ,so den va ngay den 
tren van ban giay ,nhu so den va ngay den cua 
van ban dien tir den va chuyen cho dan vi hoac 
ca nhan (chil tri) da nhan van ban dien ti • den. 
- Trueng hap khong,có van ban dien tir den tren 
He thong: Van thu so hoa van ban den (sao y van 
ban giay sang van ban dien tir theo,  quy dinh) va 
thgc hien clang Ic. / van ban dien tir den nhu mvc a. 

Sang: 
7h30; 
9h30 

Chieu: 
13h30; 
15h30 

2 

Truing 
ban/Chi 

cuc 
truong 

- Choy kien chi dao giai quyet van ban dien td. 
Doi \zed van ban den lien quan den nhieu dan vi 

... 	..: 	, 	„ 	, 	• 	ghi 	... hoac nhieu ca nhan thi can 	ro don vi hoac ca 
nhan chic tri, dan vi hoac ca nhan phoi help va 
thoi han giai quyet cua mcii don vi, ca. nhan. 
- Chuyen van ban dien tit cho phong chuyen mon 
giai quyet. 

Sang: 
8h; 10h 
Chieu: 
14h; 
16h 

3 

Truemg 
phong 
thuOc 

Ban/Chi 
cuc 

- Tiep nhan van ban dien tir va xem xet xir li. 
- Chuyen van ban dien td cho cong chirc, vien 
chirc chuyen mon giai quyet theo tham quyen. 

Sang: 
8h; 10h 
Chieu: 
14h; 
16h 

4 

Cong 
chirc, 
vien 
chirc 

chuyen 
mon 

- Nghien ciru, thu thap thong tin de giai quyet 
van ban. 
- Cap nhat )"(kien giai quyet van ban de nghl lanh 
d4o xem xet, quyet dinh.  
- Truemg hop can xin )'7 kien dm lanh ciao tren 
Phieu xir 1)'( van ban den: Cong chirc, vien chirc 
chuyen mon in Phieu xir l)"/ van ban den kern theo 
van ban den bang giay. 

Theo 
tha  , i 
gian 

quy  1̀  dinh 
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- Du thao n6i dung van ban, trao d6i, lAy y kien 
dong gop (neu can), tiep thu va hoar' thanh ban 
thao van ban. 
- Chuyen Truong phong, thu6c Ban/Chi cvc xem 
xet duyet n6i dung va the thtirc, k9 thqt trinh bay 
van ban. 

5 

Truang 
pheng 
thu6c 

Ban/Chi 
cvc 

- Xem xet, duyet n6i dung va the ,thirc, k9 thWt 
trinh bay van ban dien tir (xac thvc bang cht1.1()% so). 
- Chuyen Lanh dao Ban/Chi cuc 1(7.  ban hanh 
van ban. 

Hang 
ngay 

6 
Lanh dao 
Ban/Chi 

cuc 

- Xem xet, Ici so van ban dien tir. 
- Chuyen Van thu lam thu tvc phat hanh van ban 
dien tir. 

Hang 
ngay 

7 Van thu 

- CAp s6, theYi gian ban hanh van ban. 
- Van thu thuc hien,in van ban da.  dugc k)',  s6 dm 
ngueyi c6 than' quyen ra giay, &rig dau co quan 
t4o ban chinh van ban giay de luu tai Van thu va 
ho so cong viec. 
- IKT so cila co quan vao van ban dien tir. 
- Ban gOc van ban dien tir dugc luu tren He 
thong dm co.  quan 
- Phat hanh van ban di : 
+ Doi \Jeri cac loci van ban phat hanh hoan toan 
theo hinh thirc van ban dien tir: Van thu phat 
hanh van ban dien tir. 
+ Doi veyi cac loai van ban phat hanh theo hinh 
thirc van ban dien tir va dong tiled giri kern van 
ban giay: Van thu phat hanh van ban dien tir 
dong then lam thil tvc phat hanh, chuyen phat van 
ban di bang giay. 

Hang 
ngay 

Ghi chic 
- Doi voi van ban den tiep nN.n sau 15 giey hang ngdy (doi vai ngay lam 

viec), se dugc tinh thei gian nh4n la 07 giey 30 phUt ngay horn sau (ngoai trir van 
ban hem toc). 

- Doi voi van ban chuyen phat hanh sau 16 gier hang ngdy (d6i v&i ngay 
lam viec), se dugc tinh theyi gian nh4n la 07 gie.  30 phut cUa ngay horn sau va doi 
vii sang thir Bay, chi Oat hanh van ban hoa toc. Van ban chuyen phat hanh 
binh thueng vao ngay thir Bay se dugc tinh vao ngay thir Hai cila tuan ke tiep./. 



QUY TRI 
TAI VAN PHON 

(Ban hanh ke 
ngay 30 thong 

c VII 
BAN DEN, VAN BAN DI 

DAN TiNH THeA THIEN HUE 
inh so 48 /2021/QD-UBND 

nam 2021 cua Uy ban nhan dan tinh) 

1. Quin 1ST van ban den va di thu(ic tha'm quyen giai quyet cua Uy ban 
nhan din tinh 

Bulk Ngtroi 
thtyc hiO Trinh tu' thtrc hien Thai 

gian 

1 Van thu 

a) Tiep nhan van ban dien tir den trong He th6ng. 
- Dang l()',  van ban dien tir den. Khi nhan dugc 
van ban dien td, Van thu phai xir li ngay trong 
yang 02 gier (theo gi6 hanh chinh). 
- Chuyen van ban dien tir cho Chanh Van ph6ng Uy 
ban nhan dan tinh (g9i tat IA Chanh Van ph6ng). 
b) Tiep nhan van ban den bang giay: Van thu 
thkrc hien kiem tra dia chi, phan loai so.  b0, (long 
dau "Den" va doi chieu van ban dien tix den ten 
He thong: ,  
- Trueng hgp van ban dien tir den dal dugc tip 
nhan va xir 1)'/.,  Van thu ghi so den va ngay den 
tren van ban giay nhu so den va ngay den dm van 
ban dien tir den va chuyen cho don vi hoac ca. 
nhan (chil tri) oda nhan van ban dien tir den. , 
- Truong hgp khong,c6 van ban dien tir den tren 
He thong: Van thu so hoa van ban den (sao y van 
ban giay sang van ban dien tir then quy dinh) va 
thvc hien clang 1(/ van ban dien tir den nhu rnpc a. 

Thuong 
xuyen 

2 
Chanh 
Van 

phong 

- Choy kien chi dao xir 17 van ban tren He thong. 
D6i voi van ban den lien quan den nhieu Ix) phan 
hoac nhieu ca nhan thi can ghi rej l3,0 phan hoac ca 
nhan chia tri, b"9,phan hoac ca nhan phoi hqp va 
th6i han giai quyet dia moi b() phan, ca. nhan. 
- Chuyen van ban cho cong chirc, vien chirc 
chuyen mon. 

Sang 
8h• : 
10h 

Chieu: 
14h; 
16h 

3 

Cong 
chirc, 
vien 
chirc 

chuye 
mon 

- Nghien ciru, thu thap thong tin de giai quyet 
, van ban. 

- Cap nhat )", kien de xuat giai quyet van ban de 
nghi Lanh dao 0 y ban nhan dan tinh xem xet, 

u..n 

	

	q yet dinh; dong then giri Lanh dao Van phong 
phu trach de biet, theo dol. 
- Truerng hgp can xin y kien cua lanh ciao tren 

Theo 
thai 
gian 
quy 
dinh 



2 

Phiau xir 17 van ban- den: Cong chirc, vien chirc 
chuyen mon in Phieu xir 1)", van ban den kern theo 
van ban den bang giay. 
- Sau khi coy kien dm Lanh dao Uy ban nhan 
dan tinh, du thao n6i dung van ban, trao doi, lay )', 
kien dung gop (neu can), tiep thu va hoan thanh 
ban thao van ban. , 
- Xac thgc bang chit lc)", so chiu trach nhiem ve 
not dung va the thirc, k-yi thudt trinh bay van ban. 
- Chuyen Lanh dap Van phong xem xet ve not 
dung fru& khi trinh Icy. 

4 
Lanh 

dao Van 
phong 

- D6i voi van ban trinh Lanh dao Uy ban nhan 
dan tinh 1()'7 ban hanh: Lanh dao Van phong xem 
xet ve not dung, xac thgc bang chili IcT so va 
chuyen Lanh dao Uy ban nhan dan tinh IcT ban 
hanh van ban. 
- Doi vói van ban 1c)',  thira lenh Chia tich UBND 
tinh: Lanh dao Van phong xac thuc bang chic I(/ 
so ban hanh van ban va chuyen cho Van thu lam 
thu tuc phat hanh van ban dien tir. 

Hang 
ngay 

5 

Lanh dao 
Uy ban 

nhan dan 
tinh/Lanh 
ciao Van 
phong 

- Xem xet, 1()', s6 van ban dien Ur. 
- DOi vOi Lanh ciao Uy ban nhan dan tinh thgc 
hien xac thgc 14 so tren van ban dien tit (truc tiep 
thuc hien hoac i:ly quyan). 
- Chuyen cho Van thu lam thil tic phat hanh van 
ban dien tir. 

Hang 
ngay 

6 Van thu 

- Cdp s6, theri gian ban hanh van ban. 
- Van thu thuc hien in van ban da dugc ky so dm 
ngueyi c6 thdm quyan ra gidy, &lig ddu co quan 
tao ban chinh van ban giay de luu tai Van thu va 
ho so cong viec. 
- 1‹.7 so dm co quan vao van ban dien td. 
- Ban goc van ban (lien tir dugc luu tren He thong 
dm ca quan. 
- Phat hanh van ban di: 
+ Doi voi cac loai van ban phat hanh hoan toan 
theo hinh thirc van ban dien tit: Van thu phat 
hanh van ban dien tir. 
+ D6i voi cac 14 van ban phat hanh theo hinh 
thirc van ban dien tit va &rig then giri kern van 
ban giay: Van thu phat hanh van ban dien tir 
d'Ong theyi lam thu tuc phat hanh, chuyen phat van 
ban di bang giay. 

Hang 
ngay 
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2. Quin 1y van ban den ya di thui)c thAm quyen giai quyet ciia Van 
phOng Uy ban nhan dan tinh 

Thkrc hien theo Quy trinh quail 1)"/ van ban den, van ban di tai cac so, ban 
nganh tren dia ban tinh Thira thien Hue tai Phu hic VI Quy dinh nay. 

Ghi chit: 
- D6i vOi van ban den tiep nhan sau 15 gio hang ngay (d6i vdri ngdy lam 

viec), se clugc tinh thei gian nhan la 07 gier 30 phdt ngay horn sau (ngoai trir van 
ban h6a toc). 

- D6i \Teri van ban chuyen Oat hanh sau 16 giO• hang ngdy (d '6i v6i ngay 
lam v*), se dugc tinh thai gian nhan la 07 giO 30 phut dm ngay horn sau va 
voi sang thin Bay, chi phat hanh van ban h6a toc. Van ban chuyen phat hanh 
binh thirong vao ngay thd Bay se dugc tinh vao ngay thd Hai cua tuan ke tiep./. 



luc VIII 
MIJC HO SO 

t clinh so 48 /2021/QD-UBND 
021 cua Uy ban nhan dan tinh) 

TEN CQ, TC CHU QUAN 	LONG HOA xA HOI CHU NGHIA VIVI' NAM 
TEN CO QUAN, TO 

DANH MIX HO SO 
Nam ... 

(Kern theo Quyet Binh so....../QD-...... ngaythang 	nam 	) 

SO va 14 
hi'u ho' 

so' 
Ten de muc vi tieu de ho so' 

• 	A h4n 
bio quail 

N
la

g
p
tr
h
o•

el•
i 

• 
so' 

GhiThai  
chil 

(1) (2) (3) (4) (5) 
I. VAN PHONG 

1. Cong tic tong hqp , 
Ho so hOi nghi tong ket nom dm... 
nganh, co quan 

Nguyen
01.TH 

7,,  
Vinh vien 

Van A 

02.TH nom Ho so hOi nghi so ket cong tac cua, 
nganh, co quan 

03.TH 
Tap ltru chuong trinh, ke hooch, boo 
coo cong tac hang nom cua co quan 
va cac don vi true thuOc,  

Vinh viL 

04.TH 
Tap lull chuong trinh, Ice hooch, boo 
coo cong tac quy, 6 thong, 9 thong 
cua co quan va cac don vi true thuOc 

20 nom 

05.TH 
Tap luu chuong trinh, ke hooch, boo 
cap cong tac thong, tuan dia. co 
quan va cac don vi true thuOc 

10 nom 

06.TH 
HO so lung dung ISO cua nganh, 
co quan 

...,h vie,.: Vinh 

07.TH 
Tap thong boo Y kien, ket Juan 
cute hop 

10 nom 

08.TH 
Tap cong van trao do' i ve nhang van 

• de chung 
10 nom 

2. C8ng tic to chtk, can b8 

09.TCCB 

HO so ve viec thanh lap, cloi ten, 
thay 	dOi 	chirc 	nang, 	nhiem 	vu, 

,, quyen hp cua co quan va cac don 
vi true thuOc 

.,:, Vinh vien 

Doc lap - Tty do - Hanh phtic  
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1 0.TCCB 
Ke hoach, bao cao cong tac to chirc, 
can bo hang nam cua co 9uan 

,..,h vie
, 

Vinh 

11.TCCB 
Ho so xay dgng de an to chirc dm 
nganh, co quan 

Vinh vien 

12.TCCB Ho so quy hoach canbO 20 nam 
13.TCCB Ho so dao tao, bOi duang can 1)0 10 nam 
14.TCCB Ho so ye yiec bo nhiem can b0 70 nam 

15.TCCB 
H6 so ye yiec dieu Ong, 	luan 
chuyen can bo 

70 nam 

16.TCCB HO so ye vic 4 luat canbO 70 nam 

17.TCCB 
HO so giai quyet the dO (him tri, to 
tu:at, tai nan lao dOng, Nnh nghe 
nghi '0, bao hiem xa" hOi...) 

70 nam 

18.TCCB 
H6 so goc can 130 cong chirc, 
vien chirc 

.7; 
Vinh vien 

19.TCCB S6, phieu quan 1. 7 h6 so can 13,0 70 nam 

20.TCCB 
K6 hoach, bao cao cong tac dao tao, 

• boi di.ran, can bO cua nganh, co quan 
, 

Vinh vien 

21.TCCB 
HO so to chirc. cac lop boi du6ng 
can bo 

10 nam 

22.TCCB 
HO so ye cong tac bao ve chinh tri 
not 130 

20 nam 

23.TCCB 
Cong van trao dOi ye cong tac to 

g 	 A 

chirc, canbO 
10 nam 

3. COng tic van phong , 

24.VP 20 Ho so xay dung, ban hanh che dO, 
quy dinh ve tai chinh, Ice toan 

nam 

25.VP 
HO so ye nang luang cua cac bO 
cong chirc, vien chirc 

20 nam 

26.VP 
HO so v'e thi dua khen thuong cho 

• 
tap the, ca nhan 

10 nam 

27.VP 
Quy the lam v*, quy dinh dan 
chu, phOng chong tham nhung 

Vinh viL 

28 VP 
H6 so theo dOi cong tac phong chay 
china chay 

10 nam 

29.VP 
Tap kru, so dang 14 van ban di dOi 
voi quyet dinh, quy dinh, Quy dinh, 
huOng da.n,  

Vinh viL 

30.VP 50 Tap luu, so clang 14 van ban di &Si 
voi cac loaf van ban khac 

nam 

31.VP 
HO so xay dung, ban hanh dinh, 
huarng dan cong tac hanh chinh, van 
thu, km tar 

Vinh vien 
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32.VP 
Ke hoach, bao cao cong tac hanh 
chinh, van thu, km tril hang nam, 
nhieu nam 

Vinh vien 

33.VP Ke hoach, bao cao cong tac hanh 
chinh, van thu, km nil qu)'/, thang 10 nam 

34.VP vien 
H6 so ve lap, ban hanh Danh muc bi 
mat nha nuoc cua nganh, co quan 

Vinh  

35.VP Bao cao th8ng Ice van thu, luu till 
va tai lieu kru tril. 20 nam 

36.VP 

Ho so to chirc thuc hieu cac hog 
clang nghiep vu km tar' (thu thap, 
bao 	quan, chinh 	13'f, 	khai thac sir 
dung...) 

20 nam 

37.VP Ho so quan 1y tai san cua co quan 20 nam 

38.VP 
Ho so ve cong tac quoc phong toan 
dan, dan quan to ve cua co quan , 

10 nam 

39.VP 
HO so ve ph6ng chong chay, no, 
thien tai ... cua co quan 

10 nam 

40.VP vien 
Ke hoach, Bao cao cong tac tai 
chinh, ke toan hang nam 

Vinh  

41.VP 
Ke hoach, Bao cao cong tac tai 
chinh, ke toan 6 thang, 9 thang 

20 nam 

42.VP 
Ke hoach, Bao cao cong tac tai 
chinh, ke toan quy, thang , 	, 

5 nam 

43.VP 
Cong van trao doi ye cong tac 
van phong 

10 nam 

... ... 	. ... 
II. PHONG... 

Ban Danh muc ha so nay co ...(1).... ha so, bao gam: 
	(2) 	ha so bao quan vinh vien; 
	(2)......ho so bao quan co th6i han. 
Hu*ng dan sir dung: 
Ci)t 1: Ghi so va ky hieu cua ho so gam so thin to (dugc danh bang chit so 

A R4p) va 14 hieu (bang cac chit viet tat) cua de muc 
C6t 2: Ghi so thin to va ten de muck* de muc nhO, tieu de ho so. 
Cat,3: Ghi th6i 	bao quan dm ho so: Vinh vier' hoc th6i 	bang so 

nam cu the. 
Cot 4: Ghi ten ca nhan chiu trach nhiem lap ho so. 
Cat 5: Ghi nhang thong tin clac biet ye th6i han bao quan, ve nguei lap ho 

so, h6 so chuyen tit nam truck sang, h6 so loai mat v.v.... 
(1) Ghi tong so ha so c6 trong Danh muc. 
(2) Ghi so luting ho so bao quan vinh vien, s6 luting h6 so bao quan c6 

th6i han trong Danh ax./. 
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