UBND TINH TIEN GIANG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
SO NOQI VU Poc 1ap - Tu do - Hanh phiic

Sb: 1760 /SNV-CCVTLT Tién Giang, ngay 14 thang 8 nam 2020

VIV trién khai thuc hién mot sd
quy dinh m&i tai Nghj dinh sb
30/2020/ND-CP ctia Chinh phu
vé cong tac van thu

Kinh gui:
- Céc s0, ban, nganh tinh;
- Cac doanh nghiép thudc ngudn ndp luu tai lidu
vao Luu trit lich str tinh;
- Uy ban nhan dan cac huyén, thi x4, thanh phé.

Can cuo Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua
Chinh phu vé cong tac van thu;

'Thyc hién Cong van s6 1085/UBND-NCPC ngay 16 thang 3 nam 2020
cua Uy ban nhan dan tinh, vé viéc trién khai, thuc hién Nghi dinh s6
30/2020/ND-CP; Cong van s6 1307/UBND-NCPC ngay 30 thang 3 nam 2020
vé€ trién khai thuc hién Nghi dinh s6 30/2020/ND-CP;

Nhim dam bao céc co quan, don vi thuc hién théng nhat dbi véi mot sb
quy dinh ma&i tai,Nghi dinh s6 30/2020/ND-CP, nay S& Noi vu trién kha}i th}IC
hién Nghi dinh s6 30/2020/ND-CP trén dia ban tinh, trong d6 luvu y mot s6 di€ém
mai nhu sau:

I. MOT SO KHAI NIEM

1. Ban g(‘)cvvﬁn ban: La ban hoan chinh vé ndi dung, thé thirc van ban,
dugc nguoi ¢6 tham quyén truc ti€p ky trén van ban gidy hodc ky s6 trén van
ban dién tu.

2. Ban chinh viin ban gidy: La ban hoan chinh V§ ni dung, thé thirc van
ban, duoc tao tir ban c¢6 chit ky truc ti€p cua ngudi c6 tham quyén.

3. Ban sao y: La ban sao déy du, vchinh xac ndi dung cua ban géc hoac
ban chinh van ban, dugc trinh bay theo thé thirc va ky thuat quy dinh.

I1. GIA TRI PHAP LY CUA VAN BAN DIEN TU

Vin ban dién tir duoc ky s6 bdi ngudi c6 thim quyén va ky sd cua co quan,
t6 chuc theo quy dinh cua phap luét c6 gia tri phap Iy nhu ban gde van ban gidy.

I11. SOAN THAO, KY BAN HANH VAN BAN HANH CHINH

1. Cac loai van ban hanh chinh: C6 29 loai van ban hanh chinh (bb sung
Phiéu bao).
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, Bo 04 loai yén ban, gém: Ban Cam két, Giéy Chl’{’ng nhan, Giéy bi duong,
Giay Bién nhan ho so. Day la cac van ban mang tinh chat chuyén nganh, cac hinh
thirc van ban nay do nguoi ding dau co quan quan 1y nganh, linh vuc quy dinh.

Nhu vay, khong c6 hinh thirc van ban “lién co quan”. Do d6, trong truong

hop vin ban do hai hay nhiéu co quan phéi hop ban hanh, co quan nao chiu trach
nhi¢m chinh trong viéc ban hanh van ban thi van ban ban hanh lay té€n co quan do.

2. Thé thire va ky thuat trinh bay vin ban hanh chinh
a) Can ctr ban hanh van ban

Cian ctr ban hanh Quyét dinh, Nghi quyet duoc trinh bay bang chir in
thuong, kiéu chit in nghiéng, cudi dong c6 dau chdm phay (;), dong cudi cing
két thuc bang dau cham (.);

Can cir ban hanh cac van ban hanh chinh khac trinh bay bang chit in
thuong, ki€u chit ding (theo cd chir, ki€u chit ciia phan ndi dung van ban);

b) Panh sé trang van ban

S6 trang van ban dugc dit canh giita theo chiéu ngang trong phan 1¢ trén
ctia van ban, khong hién thi s6 trang thir nhat.

¢) Noi nhan van ban

Dbi v6i To trinh, Bao cdo (co quan, td chirc cip dudi gui co quan, t chirc
cap trén) va Cong van, noi nhan gom 02 phan:

- Phan thtr nhat gom tor “Kinh gui”, sau do Ia tén cac co quan, t6 chirc
hodc don vi, ca nhan truc tiép giai quyét cong viéc.

- Phan tht hai gom tir “Noi nhan”, phia duéi 1a tir “Nhu trén”, tiép theo 1a
tén cac co quan, to churc, don vi va ca nhan c6 lién quan khac nhéan van ban.

Trong do, viéc xac dinh co quan, t6 churc cap trén, cap dudi dugc can cu
vao vin ban quy dinh vé to chitc bd may, co cau t6 chiic ctia co quan, to chic.

d) Ky ban hanh van ban

- Truong hop cap pho duoc giao phu trach hodc diéu hanh co quan, t6
chue (khi co quan, t6 chirc khuyét cap truéng) thi thuc hién ky nhu cap pho ky
thay cap truong.

- Trong truong hop déc biét, ngudi dung dau co quan, to chure co thé uy
quyén cho ngudi dung dau co quan, t6 chtrc, don vi thudc co cdu to chuc cua
minh ky thura uy quyén mot sd van ban ma minh phai ky. Viéc giao ky thira oy
quyen phai duge thuc hién bang van ban, gioi han thoi gian va ndi dung duge uy
quyén. Nguoi duge ky thira oty quyén khong duoc ty quyén lai cho ngudi khac ky.

- B4i voi van ban gidy, khi ky van ban dung bat c6 muc mau xanh, khong
dung céc loai myc dé phai.

d) Str dung con dau, chit ky s6 cua co quan, to chirc
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- Sur dung con dau (doi véi van ban giay)

CAc vian ban ban hanh kém theo vin ban chinh (Quy ché, Quy dinh ... ban
hanh kém theo Quyét dinh) hoac Phu lyc: Dau duogc dong Ién trang dau, trim
mot phan tén co quan, to chirc hodgc tiéu dé phu lyc. (Bo quyén han, chirc vu cia
ngudi ky va ddu ctia co quan, to chire tai vi tri cudi ciing ciia vin ban kém theo).

- Chir ky s6 ctia co quan, to chuc (d6i véi van ban dién tir)

+ Hinh anh, vi tri chit ky s6 cla co quan, td chirc 1a hinh anh diu cua co
quan, t6 chic ban hanh vén ban trén van ban, mau do, kich thudce bang kich
thudc thuc te cta diu, dinh dang (.png) nen trong sudt, tram 1én khoang 1/3 hinh
anh chit ky s6 cia nguoi c6 tham quyén vé bén trai.

Nhu vay, chit ky sO clia co quan, t6 chirc trén van ban chi hién thi hinh anh
con ddu ctia co quan, t6 chirc, khong hién thi thong tin khac nhu: tén co quan, to
chuec, thoi gian ky....

+ Chir ky s6 cua co quan, to churc trén van ban kém theo van ban chinh:

Luu y: Trong qua trinh soan thao van ban, tuy theo tinh chat phuc tap, do
dai, ngan cua vin ban kém theo ma chuyén vién soan thao quyét dinh vin ban
keém theo cung tép tin (cung file) hay khong cung tép tin (khong cung file).

. Van ban kém theo cung tép tin v61 ndi dung van ban dién tu: Van thu co
quan chi thyc hién ky so van ban, khong ky so trén van ban kém theo.

. Van ban kém theo khong cung tp tin voi ndi dung van ban dién tir: Van
thu co quan thuc hién ky s6 ctia co quan, t6 chtrc trén vin ban kém theo.

Vi tri: GOC trén, bén phai, trang ddu cta vin ban kém theo.

Hinh anh chit ky s6 co quan, to chitc: Khong hién thi

Thong tin: S6 va ky hiéu van ban, thoi gian ky (ngay, thang, nam; gio,
phut gidy; mui gi¢' Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang
phong chit Times New Roman, chir in thuong, ki€u chit ding, ¢& chit 10, mau den.

(Mdu 1.3 va mau 2.2, Phy Iuc ITI, Nghi dinh s6 30/2020/ND-CP)
+ Chir ky s6 ctia co quan, t6 chiic trén ban sao dinh dang dién tu:
Vi tri: GOC trén, bén phai, trang ddu cta vin ban.

Hinh anh chit ky s6: Khong hién thi

Thong tin: Hinh thirc sao, tén co quan, to chiic sao vin ban, thoi gian ky
(ngdy, thang, nam; gio, phut, gidy; mui gid Viét Nam theo tiéu chuan ISO 8601)
dugc trinh bay bang phong chit Times New Roman, chir in thuong, kiéu chir
dimg, c¢& chir 10, mau den.

(Mau 3.2, Phu luc III, Nghi dinh sé 30/2020/NP-CP)

e) Thong tin chi dan kém theo van ban trén moi Phu luc
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~ Thong tin chi dan kém theo vin ban trén rpSi Phu luc (Kém theo van ban

SO .../...-... ngay ... thang ... nam_...) dugc ghi day du doi voi van ban gidy; doi
vo1 van ban dién tir khong phai dién thong tin tai cac vi tri nay.

IV. QUAN LY VAN BAN

1. Quan ly van ban di

a) Cép sd, thoi gian ban hanh van ban

- S6 va ky hiéu van ban cua co quan, t6 chirc 1a duy nhét trong mot nam,
thong nhat gita van ban gidy va van ban dién ti.

Nhu vay, SO va ky hiéu van ban trong cung mot hé théng s6 néu phat
hanh véan ban dién tir 1a 5O 01, sau d6 phat hanh van ban tiép theo 1a van ban
gidy thi s6 cua van ban 1a sO 02 Truong hop phat hanh van ban gidy kém vin
ban dién tir thi s6 clia van ban gidy trung voi sd ciia van ban dién ti.

- Mbi loai van ban quy pham phép luat duoc cap hé thong sb riéng.

- Viéc cdp s6 van ban hanh chinh do nguoi dung dau co quan, t6 chitc quy
dinh. Tuy nhién, cic vin ban trong mdt hé théng s6 phai co cung thoi han bao
quan theo quy dinh.

b) Pang ky van ban di

Nham tao thuén loi trong viéc quan 1y S6 dang ky van ban di, Nghi dinh
30/202020/ND-CP da quy dinh viéc tich hop So ding ky vian ban di va sd
chuyén giao vian ban di thanh 01 s6 va t6i thiéu gdm 10 cot sau.

S6, ky | Ngay, | Tén loai va Noi | Ponvh S
higu | thang | trichyéu | Ngwdi | nhgn | "SEOU | 0 | Ngay | Ky | Ghi
van van ndi dung ky van nbﬁziln lll’)(;)i’llig chuyén | nhan | chi
ban ban van ban ban

luu
1) (2) ®3) 4 | (6) (7) (8) (9) | (10)

Vién ban dugc dang ky bang Hé théng phai dugc in ra gidy day du cac
truong thong tin theo mau S6 dang ky van ban di, dong s6 dé€ quan 1y.

c) Phat hanh va theo ddi viéc chuyén phat van ban di

- Phat hanh vin ban gidy tir vin ban duoc ky s6 ctia ngudi 6 tham quyen
Van thu co quan thyc hién in van ban da dugc ky sO ciia ngudi co tham quyén ra
gidy, dong dau clia co quan, to chirc dé tao ban chinh vin ban gidy va phat hanh
van ban.

- Trudng hop can phat hanh van ban dién tir tir vin ban gidy: Van thu co
quan thuc hién s hoa van ban gidy va ky sd ctia co quan, t6 chirc (sao y tir van
ban gidy sang vin ban dién tir).
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- Vin ban da phat hanh nhung c6 sai sot vé ndi dung phai duoc sira doi,
thay thé bang van ban ¢ hinh thirc twong dwong. Vin ban di phat hanh nhung
cd sai sot vé thé thire, k¥ thuat trinh bay, thu tuc ban hanh phai dugc dinh chinh
bang Cong vin cta co quan, to chirc ban hanh vin ban.

- Thu héi vin ban: Truong hop nhan duoc van ban thong béo thu hoi van
ban, bén nhan co6 trach nhi€ém gui lai van ban da nhan (do6i véi van ban giay)
hodc hiy bé van ban dién tir bi thu hoi trén HE thong, dong thoi thong bdo qua
H¢ thong dé bén gtri biét (461 voi van ban dién ti).

d) Luu van ban dién tir di

_ Ban gbc vin ban dién tir phai dugc luu trén HE théng quan 1y vin ban va
di€u hanh cua co quan, to6 chirc ban hanh van ban.

Co quan, to chirc c6 Hé thong quan ly van ban va diéu hanh chua dép ung
theo quy dinh tai Phu luc VI Nghi dinh s6 30/2Q20/ND-CP va cac quy dinh 9ﬁa
phap luét c6 lién quan thi sir dung va luu ban goc van ban dién tu trén HE thong
thay cho van ban giay.

Co quan, to chirc c6 Hé thong quan ly van ban va diéu hanh chua dép ung
theo quy dinh tai Phu luc VI Nghi dinh s6 30/2020/ND-CP va céc quy Qinh cua
phap luat co lién quan thi Van thu co quan tao ban chinh van ban giay dé luu tai
Van thu co quan va ho so cong viéc.

2. Quan Iy viin ban dén

a) Tat ca van ban gidy dén (bao gom ca vin ban c6 dau chi d6 mat) gui co
quan, t6 chirc thudc dién dang ky tai Van thu co quan phai dugc boc bi, dong
dau bén.

Mau dau DBén dl‘J:qc kl}éc san, hinh chit nhat, kigh thudc 35 mm x 50 mm
(thay nd1 dung “Luu ho so s6” thanh “S6 va ky hi¢u ho so0”).

50 mm

TEN CO QUAN, TO CHUC
PEN S0: ...coovviveiieennn.
35

mm Ngay: .......coeeneenn..
Chuyén: ......................e.

S6 va ky hiéu HS: ............

b) S6 dén cua vin ban dugc lay lién tiép theo thr ty va trinh tu thoi gian
tiép nhan vin ban trong nam, thong nhét giita van ban gidy va van ban dién tu.

) S6 ding ky vin ban dén (tich hop So dang ky van ban dén va So
chuyén giao vin ban dén thanh 01 s6), tdi thiéu gdm 10 cot.



£y \ Tén loai | Don
: S0, ky | NOay, | \xtrich | vi
Ngay | So (o ea hiéu | thang £ ae g Ngay | Ky | Ghi
; J Tac gia o 9 yéu ngi | hoac z o ,
deén | den van van d .. | chuyén | nhan | chd
\ , ung | nguoi
ban ban . v ,\
van ban | nhan
O | @ 3) (4) () (6) (") (8) 9)

Vin ban dén duoc dang ky vao H¢ théng phai dugc in ra gidy day du cac
trudng thong tin theo mau SO dang ky vian ban dén, ky nhan va dong so dé
quan ly.

d) Déi v6i van ban lién quan dén nhiéu don vi hoac ca nhan thi nguoi co
tham quyen ghi ¥ kién chi dao giai quyet can xéac dinh & don vi hodc ca nhan
cha tri, phdi hop va thoi han giai quyét.

3. Sao van ban
a) Cac hinh thirc sao: Sao y, Sao luc, Trich sao

- Sao y gdm: Sao y tir vin ban gidy sang van ban gidy; sao y tir van ban
gidy sang vin ban dién tr; sao y tir vin ban dién tir sang vin ban gidy.

- Sao luc gom: Sao lyc tir vin ban gidy sang vin ban gidy; sao lyc tir vin
ban gidy sang van ban dién tir; sao luc tir van ban dién tr sang van ban giay.

- Trich sao gom: Trich sao tir viin ban gidy sang vin ban giy; trich sao tir
van ban giay sang van ban dién tu; trich sao tir van ban dién tir sang van ban
gidy; trich sao tir van ban dién tr sang van ban dién tu.

b) Ban sao y, ban sao luc va ban trich sao dugc thuc hién theo ding quy
dinh tai Phu luc I Nghi dinh s6 30/2020/ND-CP c¢ gia tri phap ly nhu ban chinh.

c¢) Nguoi ding dau co quan, to chirc quyét dinh viéc sao van ban do co
quan, t6 chuc ban hanh; van ban do cac co quan, t6 chuc khac guri dén va quy
dinh thim quyén ky cac ban sao vin ban.

V. LAP HO SO VA NOP LUU HO SO, TAI LIEU VAO LUU TRU
CO QUAN

1. Mé ho so

Trong qua trinh gidi quyét cong viéc, truong hop cac hd so khong co
trong Danh muc ho so, ca nhan dugc giao nhiém vu giai quyét cong viéc ty xac
dinh céc thong tin: Ti€u dé ho so, s6 va ky hi€u ho so, thoi han bao quan ho so,
nguoi 1ap ho so va thoi gian bat dau.

2. Bién muc va danh so to' van ban trong ho so

a) Bo61 voi ho so giay




Nguoi lap ho so thue hién danh s6 to d6i v6i hod so ¢ thoi han bao quan
tr 05 ndm tr¢ 1€n va viét Muc luc van ban do1 véi ho so ¢6 thoi han bao quan
vinh vién, viét Chung tur két thiic 461 voi tat ca ho so.

b) Béi véi ho so dién tir

Nguoi lap hd so ¢6 trach nhiém cap nhat vao Hé théng quan 1y van ban va
di€u hanh cac thong tin con thi€u. Viéc bién muc van ban trong ho so dugc thuc
hién bang chtrc nang cua H¢ thong.

* Luu y: Viéc danh s6 to dbi v6i hd so ¢6 thoi han bao quan 05 nam tro
Ién 4p dung doi véi nhitng hd so hinh thanh sau thoi diém Nghi dinh s6
30/2020/ND-CP ¢6 hiéu luc (ngay 05 thang 3 nam 2020).

3. Trach nhi€ém ciia ca nhan trong viéc lap ho so

Trong qua trinh theo doi, giai quyet cong viéc, mdi ca nhan phai 1ap ho so
vé cong viéc va chiu trach nhiém v€ s6 lugng, thanh phan, ndi dung tai liéu
trong ho so; bao dam yéu cau, chat luong cua ho so theo quy dinh trude khi ndp
luu vao Luu trit co quan.

Trén day la no1 dung trién khai thuc hién mot so quy dinh moi tai Nghi
dinh s 30/2020/ND-CP. Trong qua trinh thyc hién, néu c6 vudng mac dé nghi
lién hé v& S& Ndi vu (qua Chi cuc Van thu - Luu trir) qua s6 dién thoai
02733.871.086 dé duoc hudéng dan./.

Noi nhgn: KT GIAM DOC
- Nhu trén;

- Phong No6i vu cac H, TX, TP;
- PGD S¢ Noi vu (Tuyét);

- Website S& Noi vu;

- Luu: VT, CCVTLT.

Tran Thi Thanh Tuyét
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