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UBND TiNH DONG NAI
TRUONG D~I HQC DONG NAI

s6: 2SS IQD-DHDN

CONG HOA XA HOI CHU NGHiA VI:eT NAM
DQc I~p - Tl}' do - Hanh phuc

Dong Nai, nga}·J:f thang 3 nam 2020

QUYETDIN"
V~ vi~c ban hanh Quy djnh v~ trinh h!, thu tuc, th§m quyen ban hanh

van ban, quan If van ban trong Truong D~i hoc DAng Nai

HI:eU TRUONG TRUONG D~I HQC DONG NAI

Can cir Quyet dinh s6 195/QD- UBND ngay 21 thang 01 nam 2011 cua UBND
tinh Dong Nai v~ viec phe duyet "Quy ch~ t6 chirc va hoat dong cua Truong Dai hoc
f)6ng Nai'"'-- ,

Can cir Nghi dinh s6 63/201 OIND-CP ngay 08/6/2010 cua Chinh phu v~ kiem
scat thu tuc hanh chinh va Nghi dinh s6 92/20I7IND-CP ngay 07/8/2017 cua Chinh
phu v~ sua d6i, b6 sung mot s6 dieu cua Nghi dinh s6 63/2010IND-CP;

Can cir Nghi dinh s6 30/2020IND-CP ngay 15/03/2020 cua Chinh phu v~ cong
tac van thir;

Can cir Thong tir s6 01/20 111TT-BNV ngay 19/0112011 cua BQNQi Vl}huang
d~n th~ thuc va ky thu<:ittrinh bay van ban hanh chinh;

Xet d~ nghi cua TruOng phong T6 chuc - Hanh chinh,

QUYET DINH:

Di~u 1. Ban hanh kern thea Quy~t dinh nay "Quy dinh v€ trinh tV', thu tl}C,
th~rn quy~n ban hanh van bim, quim ly van ban trong Truang D?i hQcD6ng Nai".

Di~u 2. Quy~t dinh nay co hi~u h,rc thi hanh k~ tll"ngay kyoTruong phong T6
chuc - Hanh chinh chiu trach nhi~rn huang d~n thllc hi~n Quy~t dinh nay.

Di~u 3. TruOng cac dan vi thuQc Truang D?i hQc D6ng Nai chiu tnich nhi~rn
thi hanh Quy~t dinh nay./.

No"inh~n:
- NhLl'Di~u 3;
- SO-NQi V~l (b/c);
- LUll: YT, TC-HC (Thorn).
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UBND TINH DONG NAl
TRU'ONG D~I HQC DONG NAI

CONG HOA XA HOI CHU NGHIA VI~T NAM
DQc l~p - Tl}' do - Hanh phuc

QUYDINH
V~ trinh tl!, thu tuc, thiim quyen ban hanh van ban, quan Iy van ban

trong trunng Dai hQCDang Nai
(Ban hanh kern thea Quyit dinh s6.2SS IQfJ-fJHfJN ngayJf thong» nam 2()JO

cua Hieu truong Truong Dai h9C Dong Nai)

Chuong I
NHUNG QUY DINH CHUNG

Di~u 1. Pharn vi di~u chinh va d6i nrong ap dung
1. Van ban nay guy dinh ve trinh nr, thu tuc, tham quyen ban hanh van ban,

quan ly van ban trong Truong Dai h9CDong Nai, bao g6m: Truong Dai h9CD6ng Nai
va cac dan vi thuoc Truong Dai h9C Dong Nai.

2. Van ban nay khong ap dung d6i voi Truong Mam non Tlurc hanh, Truong
Ph6 thong Thirc hanh Sir pham.

Di~u 2. Nhfrng nguyen t~c chung
1. Viec soan thao, tham dinh, ban hanh va quan ly van ban phai dam bao tinh

h~ thong va thong nh~t trong toan Truong.
2. Van ban ban hanh phai dam bao tinh hop phap, twin thu cac guy dinh v~

trinh tlJ, thu Wc va thclmguy~n ban hanh.
3. N<)idung van ban phai C\lth~, sat vai thl,Tcti~n va co tinh kha thi.
4. Van ban huang d§.n thl,TChi~n thu t\lC giai guyet cong vi~c cho ca nhan, t6

chuc phai dan gian, d~ hi~u, d~ thl,Tchi~n; dam bao tiet ki~m thoi gian va chi phi cua
ca nhan, t6 chuc.

5. Dan vi so?n thao van ban chiu trach nhi~m truac phap lu~t v~ n<)idung van
ban so?n thao.

CHUONG II
SO~N THAo, THAM DJNH vA BAN HANH VAN BAN

Di~u 3. So~n thao van ban
1. Giao nhi~m Vl,l so?n thao
Can cu tfnh chcit n<)idung cong vi~c cfrn giai guyet, Ban Giam hi~u, Truang

dan vi giao nhi~m Vl,l so?n thao ho~c chu tri so?n thao cho dan vi, ca nhan.
2. Cac buac so?n thao van ban
Khi so?n thao van ban, dan vi. ca nhan duqc giao chu tri so?n thao co trach

nhi~m thlJc hi~n cac cong vi~c sau:
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a) Xac dinh hinh tlurc, noi dung, dQmat, dQkhan cua van ban can soan thao;
b) Thu thap, xu ly thong tin e6 lien quan;
c) Soan thao van ban.
3. Dir thao van ban phai dam bao cac yeu du sau:
a) V~ thS thirc: thirc hien dung quy dinh tai Thong tu s6 01/20111TT-BNV

ngay 19/0112011 cua BQ NQi vu huong dftn thS tlnrc va ky thuat trinh bay van ban
hanh chinh.

b) V~ noi dung: noi dung van ban phai dam bao giai quyet duoc nhtrng yeu
du d?t ra, diroc trinh bay ngan gon, r5 rang, d~ hieu; khong sir dung tir nhieu nghia,
86i voi van ban tra loi eh~ do, chinh sach phai cu thS, dung noi dung rna dan vi, ca
nhan yeu diu, khong tra Ioi chung chung; van ban ban hanh dung tham quyen, khong
trai voi quy dinh cua phap luat va van ban huang dftn cua Truong.

Ngoai ra, d6i vai van ban quy dinh, huang dftn nghi~p V\l eua Truang, khi
so~n thao, dan vi, ea nhan so~n thao e6 traeh nhi~m ra soM, d6i ehi~u vai cae van ban
dft ban hanh truae d6 con hi~u llle dS tranh eh6ng eheo, mau thuftn; xae dinh r5 d6i
tuqng, ph~m vi di~u ehinh eua van ban dS van ban phil hqp vai thlle ti~n va e6 tinh kha
thi.

Di~u 4. L~y Y ki~n tham gia dl! thao van ban
1. Cae van ban phai l~y y ki~n tham gia:
a) Cae van ban tra lai eh~ dQ, ehinh saeh e6 lien quan d~n ehuyen mon nghi~p

V\leua hai dan vi trO' len;
b) Van ban hu6ng dftn nghi~p V\ltoan Truang, cae quy dinh, quy eh~;
c) Van ban hu6ng dftn thllC hi~n thu t\lC giai quy~t cong vi~e eho ea nhan, t6

ehue;
2. 86i tuqng l~y y ki~n
a) Van ban quy dinh t~i diSm a khoan 1 8i~u nay l~y y ki~n eua dan vi c6 lien

quan;
b) Van ban quy dinh t~i diSm b khoan 1 8i~u nay:
- Van ban huang dftn nghi~p V\l toan Truang l~y y ki~n eua cae dan vie6 lien

quan;
- Cae quy dinh, quy eh~ l~y y ki~n cua t~t ea cae dan vi trong Truang.
c) Van ban quy dinh t~i diSm e khoan 1 8i~u nay sau khi l~y Y ki~n eua cac

dan vi, dan vi l~y y ki~n e6 trach nhi~m ti~p thu, giai trinh va hoan ehinh d\f thao van
ban trinh Ban Giam hi~u eho y ki~n. Sau khi e6 y ki~n cua Ban Giam hi~u, dan vi ti~p
thu, giai trinh va hoan thi~n dll thao truae khi trinh Hi~u truO'ng ky ban hanh van ban.

3. H6 sa l~y y ki~n
a) Van ban d~ nghi l~y y ki~n;
b) Dll thao van ban cfrnxin y ki~n;
c) H6 sa, tai li~u c6 lien quan.
86i vai van ban hu6ng dftn thllc hi~n thu t\lCgiai quy~t cong vi~c eho ca nhan,

t6 chuc, trong h6 sa l~y y ki~n dn c6 them ban danh gia tac dQng cua thu t\lC giai
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quyet cong viec; van ban d~ nghi I~y y kien ccln ghi r6 van d~ xin y kien, xac dinh r6
su can thiet, tinh phap Iy va hop phap cua thu tuc giai quyet cong viec.

4. Tritch nhiern tham gia y kien
a) Dan vi dircc lay y kien co trach nhiem tham gia trong thai gian nhir sau:
- D5i voi van ban tra loi che do, chinh sach: cham nhat 02 ngay lam viec k~ tir

ngay nhan du hE>sa giri l~y y kien.
- D5i voi van ban huang d~n nghiep vu toan Truong, cac quy dinh, quy che:

cham nhat 03 ngay lam viec k~ nr ngay nhan du hE>sa gtri l~y y ki~n.
- D5i voi van ban huang d~n thirc hien thu tuc giai quyet cong viec cho ca

nhan, t6 chirc: cham nh~t 07 ngay lam vi~c k~ tu khi nh~n du hE>sa gui l~y y ki~n.
b) Dan vi duQ'c l~y y ki€n co trach nhi~m tham gia b~ng van ban; neu r6

noi dung nh~t tr1; noi dung khong nh~t tri, ly do; huang d~n sua d6i, noi dung d~ nghi
bE, sung.

5. Trach nhi~m cua dan vi l~y y ki€n
Dan vi l~y y ki€n co trach nhi~m nghien clru, ti€p thu cac y ki€n tham gia.

Truang hQ'p khong ti€p thu y ki€n, phai giai trinh C\l th~. Vi~c ti€p thu, giai trinh y ki€n
d5i vai van ban huang d~n thlJc hi~n thu wc giai quy€t cong vi~c cho cit nhan, t6 chuc
phai duQ'c th~ hi~n thanh mot phcln rieng trong van ban ti€p thu, giai trinh.

Di~u 5. Duy~t va ky t~t d1! thao van ban
1. Sau khi so~n thao xong van ban, dan vi ho?c ca nhan so~n thao van ban

phai trinh nguai co trach nhi~m xem xet va ky duy~t dv thao van ban.
2. Truang dan vi ho?c nguai chu tri so~n thao van ban phai ki~m tra va chiu

trach nhi~m v~ do chinh xac cua noi dung, th~ thuc dV thao van ban.
3. K)I t~t dv thao van ban
a) Trach nhi~m ky t~t van ban
- D5i vai van ban cua Truang:
Van ban do Hi~u truang, Pho Hi~u truang ky thi Truang dan vi so~n thao

phai ki~m tra, ky t~t van van ban. Truang hqp van ban do nhi~u dan vi ph5i hqp so~n
thao thi Truang dan vi chu tri ky t~t van van ban.

Van ban do Truang dan vi ky thua l~nh thi vien chuc so~n thao ky t~t.
Uinh d~o phong T6 chuc - Hanh chinh ki~m tra va ky t~t truac khi phat hanh

cac van ban do Truang ban hanh.
- D5i vai van ban cua cac dan vi:
Van ban do Uinh d~o dan vi ky thi vien chuc so~n thao ky t~t van van ban.
b) Vi tri ky t~t van ban
- Chfr ky t~t cua dan vi, ca nhan so~n thao van ban duQ'c ky sau chfr cu5i cung

cua noi dung van ban. Kich cO"chfr ky t~t khong vuqt qua 0,5 cm2.

- Chfr ky t~t phM hanh van ban cua Phong T6 chuc - Hanh chinh duQ'c ky t~i
dong cu5i cua phcln "Nui nh{m". Kich cO"chfr ky t~t khong vuqt qua 0,3 cm2.

Di~u 6. Danh gia tac dQDg thu tt,Ic giai quy~t cong vi~c cho ca Dhan, t6
chfrc
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1. Dan vi diroc phan cong chu tri soan thao van ban huang d~n thuc hien thu
tuc giai quyet cong viec eho ca nhan, t6 chirc phai danh gia tac dong cua thu tuc giai
quyet cong viec theo cac tieu chuan sau:

a) Sir dn thi~t cua thu We giai quyet cong viec;
b) Tinh hop ly cua thu tuc giai quyet cong viec;
c) Tinh hop phap cua thu tuc giai quyet cong viec;
d) Cac chi phi tuan thu thu tuc giai quyet cong viec.
2. Viec danh gia tac dong cua thu tuc giai quyet cong viec eho ca nhan, t6

clnrc diroc thuc hien thea cac Phu luc ban hanh kern thea Cong van s6 7416/PVCP
TCCV ngay 15/10/20 10 cua Van phong Chinh phu v~ tai li~u huang d~n danh gia tae
dong quy dinh v~ thu tl_lehanh ehinh.

Di~u 7. DO'nvi thAm dinh d" thao van ban
Phong T6 ehue - Hanh ehfnh th<imdinh dV thao van ban do TruOng ban hanh,

van ban huang d~n thve hi~n thu tl_lehanh ehinh thuoe th<lm quy~n giai quy~t eua
Truang.

Di~u 8. Tnieh nhi~m ella dO'nvi thAm dinh d" thao van ban
1. Th<lm dinh dv thao van ban dung thai h~n quy dinh tl;lidi~m e khoan 2,

Di~u 11 Quy dinh nay.
2. Tham gia cling dan vi ehu tri so~n thao khao sat thve t~ v~ nhfrng vfrn d~

thuoe noi dung eua dV thao khi efin thi~t. Trao d6i trve ti~p vai dan vi SOl;lnthao v~
nhfrng vfrn d~ efin lam r5 ho~e nhfrng vfrn d~ dn sua d6i, b6 sung.

3. Ph6i hqp vai dan vi ehu tri trong qua trinh so~n thao van ban.
4. Yeu du dan vi so~n thao eung dlP thong tin, tai li~u lien quan d~n dV thao

van ban n~u thfry dn thi~t.
Di~u 9. Ph~m vi thAm dinh d" thao van ban
1. D6i vai van ban hanh ehfnh, van ban tra lai eh~ do, ehinh saeh
a) Th<imdinh v~ th~ thue van ban, ky thu~t trinh bay thea quy dinh eua Thong

tu s6 01l20111TT-BNV.
b) Th<lm dinh v~ noi dung: dam bao noi dung van ban d~ hi~u, phli hqp vai

quy dinh eua phap lu~t, huang d~n eua Truang; dung th<lmquy~n; khong eh6ng eheo,
trling l~p vai cae van ban da:ban hanh; dam bao tinh kha thi.

2. D6i vai van ban huang d§.nnghi~p Vl_leua Truang, cae quy dinh, quy eh~ va
d~ an, ph~m vi th<imdinh nhu quy dinh t~i khoan 1 Di~u nay. Ngoai ra, dn th<imdinh
them cae noi dung sau:

a) Sv dn thi~t ban hanh van ban;
b) D6i tuqng, ph~m vi di~u ehinh eua van ban;
c) Tinh th6ng nhfrt, tinh h~ th6ng va tinh kha thi eua van ban; dam bao van ban

khong eh6ng eheo vai eae van bim khae eua Truang dang con hi~u lve thi hanh.
3. D6i vaivan ban huang d~n thve hi~n thu tl_legiai quy~t eong vi~e eho ea

nhan, t6 ehue, ph~m vi th<lm dinh nhu quy dinh tl;likhoan 1 va khoan 2 Di~u nay.
Ngoai ra, dn th<lmdinh them cae noi dung sau:

- Tinh hqp ly eua thu tl_legiai quy~t eong vi~e;
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- Chi phi tuan thu thu tuc giai quyet cong viec.

Di~u 10. He, so th§m djnh dt,r thao van ban
1. H6 sa tham dinh

a) D6i voi van ban hanh chinh, van ban tra loi ch~ dQ, chinh sach:
- Cong van d~n da qua xu Iy;
- Phieu trinh giai quyet cong viec thea mllu kern thea Quy dinh nay;

- Du thao van ban Ian cuoi;

-v ki~n chi dao cua Ban Giam hieu (neu c6);

-y kien tham gia cua cac dan vi, ca nhan lien quan (neu c6);

- Cac van ban c6 lien quan.

b) D6i voi van ban huong dlln nghiep vu cua Truong, quy dinh, quy che, d€
an:

- TO' trinh v~ viec giai quyet cong viec. TO' trinh phai neu r5 sir dn thiet ban
hanh van ban; d6i tirong pham vi dieu chinh cua van ban; y ki~n cac dan vi, ca nhan c6
lien quan; nhirng van d€ con c6 y kien khac nhau; viec tiep thu, giai trinh y ki~n va
quan di~m cua dan vi chu tri sOi;lnthao;

- Phi~u trinh giai quy~t cDng vi~c thea mllu;

- DV thao van ban Ifrn cu6i;

-y ki~n chi di;lOcua Ban Giam hi~u;

-y ki~n tham gia cua cac dan vi;

- Cac van ban, tai li~u khac c6 lien quan.

c) H6 So' th~m dinh d6i v6i van ban hu6ng dlln thvc hi~n thu t\lC giai quy~t
cDng vi~c cho ca nhan, t6 chuc ngoai cac quy dinh ti;li di~m b khoan 1 Di€u nay phai
c6 them ban danh gia tac dQng v€ thu t\lC giai quy~t cDng vi~c cho ca nhan, t6 chuc
thea quy dinh ti;liDi€u 6 Quy dinh nay.

Di~u 11. Quy trinh th§m dinh dt,r thao van ban
1. Ti~p nh~n h6 So' th~m dinh

a) Dan vi chu tri sOi;lnthao c6 trach nhi~m gui dfry du h6 So' th&m dinh dV thao
van ban thea Di€u 10 Quy dinh nay d~n dan vi th~m dinh.

b) Dan vi th~m dinh c6 trach nhi~m ti~p nh~n va ki~m tra h6 So' th~m dinh,
trong truang hqp thi~u h6 So' th&m dinh, dan vi th~m dinh yeu du dan vi chu tri b6
sung trong ngay lam vi~c.

2. T6 chuc th~m dinh dv thao van ban

a) Dan vi th~m dinh t6 chuc th~m dinh d\-i"thao van ban

- Truang hqp th6ng nhAt v6i dv thao van ban, dan vi th~m dinh trinh ky van
ban thea quy dinh.

- Truang hqp khDng d6ng y v6i dV thao van ban, dan vi th~m dinh trao d6i
trvc ti~p v6i dan vi sOi;lnthao d~ th6ng nhftt y ki~n. N~u chua th6ng nhAt duqc y ki~n,
dan vi th~m dinh c6 van ban gui dan vi sOi;lnthao, d6ng thai bao cao Hi~u truang cho
y ki~n chi di;lO.

b) Dan vi chu tri so?n thao van ban c6 trach nhi~m:
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- Cung cap thong tin tai lieu e6 lien quan den du thao van ban thea yeu diu
cua dan vi tharn dinh:

- Giai trinh v~ du thao van ban khi e6 yeu diu cua dan vi tharn dinh;
- Ph6i hop voi dan vi tham dinh nghien elm tiep thu, chinh ly du thao van ban.
c) Thoi han tham dinh mot dir thao van ban cham nhat khong qua 02 ngay lam

viec; d6i voi van ban quy dinh, huang dfrn nghiep vu cua Truong, d~ an, to trinh hoac
van ban e6 noi dung phirc tap khong qua 03 ngay lam viec, k~ til ngay nhan du h6 sa.
Truong hQ'P din rut ngan thoi gian phai e6 y ki~n cua Ban Giam hieu hoac Truong dan
vi chu tri soan thao.

f)i~u 12. ThAm quyen ban hanh van ban
l. Truong ban hanh van ban quan ly, chi dao hoat dong cua Truong, van ban

quy dinh, huang dfrn nghiep vu va cac van ban khac thea chirc nang, nhiem vu do Nha
nuoc quy dinh.

2. Dan vi ban hanh van ban d~ t6 ehue th\Xe hi~n theo van ban quy dinh,
huang dfrn nghi~p V\l eua Truong va cae van ban khae dung ehue nang, nhi~m V\l dUQ'e
glao.

f)i~u 13. Th§m quy~n ky ban hanh van ban
I. Hi~u truO'ng ky t~t ea cae van ban thea ehue nang, nhi~m V\l, quy~n h~n

dUQ"egiao; ky cae van ban di~u ehinh, b6 sung nhi~m V\l, k~ ho~eh, d\Xto an thu, chi;
ky cae van ban gui Chinh phu, Thu tuang Chinh phu, cae BQ, Nganh, Uy ban nhan dan
tinh, thanh ph6 tr\Xe thuQe Trung uang; ky cae van ban gui cae t6ng e\le, e\le, V\l, vi~n
thuQe cae BQ, Nganh, van ban gui cae sO', nganh dia phuang; ky eong b6 thu t\le hanh
ehinh thuQe th~m quy~n giai quy~t eua Truong.

Hi~u truO'ng e6 th~ uy quy~n eho Ph6 Hi~u truang ky mQt s6 van ban thuQe
th~m quy~n eua Hi~u truO'ng (e6 van ban quy dinh rieng).

2. Ph6 Hi~u truang ky thay Hi~u tnrO'ng cae van ban thuQe llnh v\Xephan eong
ph\l traeh; van ban dUQ"eHi~u truO'ng uy quy~n. Ph6 Hi~u truang bao cao Hi~u truO'ng
truae khi ky nhCrng van ban lien quan d~n toan Truong va nhCrng van ban e6 nQi dung
quan trQng khae. Ph6 Hi~u truO'ng ehiu traeh nhi~m truae phap lu~t va truae Hi~u
truang v~ nQi dung van ban da kY.

Van ban do Ph6 Hi~u truO'ng ky, khi phM hanh phai gui Hi~u truang d~ bao
eao.

3. TruO'ng ph6ng T6 ehue - Hanh ehinh ky thila I~nh Hi~u truang cae van ban
e6 nQi dung huang dfrn nghi~p V\l, tra loi cae v~n d~ ehuyen mon thuQe ph~m vi ehue
nang, nhi~m V\l va cae van ban khae khi dUQ"ephan eong.

Ngoai vi~e ky thila I~nh Hi~u truO'ng cae van ban e6 nQi dung thuQe ehue
nang, nhi~m V\l. TruO'ng ph6ng T6 ehue - Hanh ehinh ky thua I~nh Hi~u truO'ng sao
trieh cae van ban; ky thong bao, k~t lu~n eua Hi~u truO'ng d~ chi d~o ho~t dQng chung
eua TruOng; ky thong bao k~t qua xu Iy phan anh, ki~n nghi eua ea nhan, t6 ehue; ky
gi~y moi hQP va mQt s6 van ban khac khi dUQ"cuy quy~n.

4. Ph6 TruO'ng ph6ng T6 ehue - Hanh ehinh chi dUQ"eky thay Truang ph6ng
trong truOng hQ"pTruO'ng ph6ng di eong tae. nghi phep. nghi 6m dau ho?e v~ng m?t vi
cae Iy do khae til ba ngay tra len ma van ban din phai ky g~p d~ giai quy~t cong vi~e.

f)i~u 14. Quy trinh trinh ky van ban c~p Trrro'ng
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1. DO'n vi soan thao van ban:

- Ti~n hanh soan thao, in ban thao van ban, ky t~t VaG ban thao:

- Lanh dao OO'n vi kiem tra ban thao va ky nhay;

- Lanh dao OO'n vi trinh Ban Giam hieu ky duyet.

2. Phong T6 chirc - Hanh chinh:

- Kiern tra th~ thirc van ban;

- Nhan van ban oa ky duyet, cap s6, ghi ngay, thang, nam phat hanh van ban;

- Nhan ban, dong dau VaG van ban chinh va ban g6c;

- PhM hanh va theo d5i viec chuyen phat van ban toi cac don vi, ca nhan lien
quan;

- Sap xep, hru tnr van ban g6c co dong delu.

Churmg III
QUA.NLYVANBAN

f)i~u 15. Phan cong xu Iy van ban dp Trmrng
l. Truong Phong T6 chirc - Hanh chinh giup Hieu tnrong quan ly van ban

den, van ban di va viec sao in van ban; oon o6c va I~p hE, so thea doi viec xu Iy van
ban; tong hop bao cao tinh hinh xu ly van ban trong cac buoi hQp giao ban Lanh o~o,
giao ban cO'quan;

2. Truong OO'n vi chiu trach nhi~m truac Hi~u tru6ng v~ vi~c xu I)' van ban,
quan Iy hE, sO', tai li~u cua oO'n vi; ki~m tra, ky xac nh~n VaGbao cao th6ng ke tinh hinh
xu Iy van ban oinh ky cua oO'n vi do Ph6ng T6 chuc - Hanh chinh chuy~n o~n;

3. Truang Ph6ng T6 chuc - Hanh chinh va Tru6ng cac oO'n vi co trach nhi~m
xay dgng va t6 chuc thgc hi~n k~ ho~ch ung d\mg cong ngh~ thong tin trong quan Iy
van ban;

4. Van thu Truong c6 trach nhi~m c~p nh~t van ban o~n oa co s6 o~n va van
ban oi oa phM hanh, tru van ban m~t, VaG cO' sa dfr li~u theo phan dp v~ thftm quy~n
quan Iy va xu Iy van ban;

5. Van thu oO'n vi co trach nhi~m giup Truang oO'n vi theo d5i, o6i chi~u
k~t qua xu Iy van ban cua dO'n vi oinh ky hang thang vai Ph6ng T6 chuc - Hanh chinh;
c~p nh~t o~y au van ban d~n, van ban oi cua OO'n vi VaG may tinh thea chuO'ng trinh
quan Iy van ban; chiu S\f ki~m tra, huang dfrn, quan Iy v~ nghi~p V\l cong tac van thu
cua Ph6ng T6 chuc - Hanh chinh.

f)i~u 16. Quan Iy van ban d~n
I. Ti~p nh~n van ban
a) Van ban o~n phai duQ'c lam thu t\lC ti~p nh~n ngay trong ngay: n~u van ban

o~n VaG cu6i bu6i chi~u co th~ lam thu t\lC ti~p nh~n VaG sang ngay lam vi~c ti~p theo,
tru truong hQ'P van bim o~n ghi muc d<)khftn:

b) Cong chuc, vien chuc Truong khi nh~n van ban do Lanh o~o chuy~n l(;li
ho~c trgc ti~p nh~n tu cae cO' quan, ca nhan ngoai Truong phai ehuy~n cho Van thu



9

Twang d~ lam thu tuc tiep nhan va chuyen giao thea quy dinh. Nhtrng van ban den
khong diroc dang k1' tai van thu, cac dan vi, ca nhan khong c6 trach nhiern giai quyet.

2. Dang ky van ban

a) Van thir Truong tiep nhan van ban den, ki€m tra tinh trang bi dung van ban,
b6c bi, d6i chi~u s6 cong van trong va ngoai bi; neu c6 phat hien d<1uhieu b<1tthuong,
sai s6t phai bao ngay cho Twang Phong T6 chirc - Hanh chinh giai quyet va thong
bao cho noi giri van ban. Dong d<1u"D~n" len g6c phi a trai ngay duoi phan trich y~u
cua trang van ban, ghi s6 d~n, ngay d~n va dang ky vao S6 Cong van den.

b) T<1teft cac van ban giay den (k€ eft van ban c6 dau chi rmrc d<)Mat) thuoc
dien dang ky tai Van thir deu phai duoc b6c bi va dong dau "D~n". Van tlnr Twang
khong duoc b6c bi cac tnrong hgp sau: van ban gui cho cac t6 chuc Dang, cac doan
th€ trong cO' quan; van ban gui dich danh nguai nh~n; thu rieng ca nhan.

c) Van thu Twang lam thu tl,lCgui tra li;li nhfrng van ban khong dung thu tl,lC
hanh chinh nhu: trinh vuqt dp, k1' khong dung thclm quy~n, van ban khong d<1uho~c
d<1uden, van ban khong s6, khong ghi ngay thang nam ban hanh (tru ban Fax, cac van
ban trong h6 sa kem theo).

d) Van ban gui d~n Van thu Truang d~u phai nh~p dfr li~u vao phcln m~m
quan 11'van ban.

e) D6i vai van ban di~n tu, Van thu Truong phai ki~m tra tinh xac thvc va
toan v~n cua van ban di~n tu; n~u c6 phit hi~n d<1uhi~u b<1tthuang, sai s6t phai bao
ngay cho Twang Phong T6 chuc - Hanh chinh giai quy~t va thong bao cho nai gui
van ban. Ti~n hanh in thanh van ban gi<1y,d6ng d<1u"D~n", dang k1' vao S6 Cong van
d~n.

3. Trinh, chuyen giao van ban d~n

a) Van ban d~n sau khi hoan t<1tthu Wc ti~p nh~n va dang k1', van thu Truang
trinh Ban Giam hi~u. Sau khi Ban Giam hi~u c6 l' ki~n giai quy~t, van thu Twang
chuy~n ngay van ban d~n dan vi ho~c ca nhan duQ'c giao xu 11'va sao gui cac dan vi
ph6i hgp (n~u c6); d6i vai nhfrng van ban khcln trinh Ban Giam hi~u xu 11'g<1Pnhung
do Ban Giam hi~u di cong tac v~ng thi Phong T6 chuc - Hanh chinh chu d<)ng sao gui
va chuyen ngay d~n dan vi chuc nang xu 11'va bao cao Ban Giam hi~u.

b) D6i vai bi cong van thuang gui dich danh ho~c ghi "chi nguoi c6 ten tren
phong bi mai duQ'c b6c, van thu Truang chuyen d~n dung ten nguai nh~n. Nguai nh~n
tuy tinh ch<1t,muc d<)quan tr9ng cua van ban chuyen van thu Twang de dang ky cong
van d~n ho~c luu li;lidan vi va l~p s6 thea d5i rieng;

c) D6i vai di~n m~t van thu Truong chuyen cho Ban Giam hi~u ngay sau khi
ti~p nh~n: sau khi Ban Giam hi~u tra li;li, van thu Twang chuyen ngay cho dan vi lien
quan xu 11'.Khi xu 11'xong, dan vi dUQ'cgiao chu tri phai chuyen cho van thu Twang
de lam thu wc hoan tra thea ch~ d<)bao m~t cua Nha nuac quy dinh;

d) Khi giao nh~n van ban d~n cho dan vi, van thu Truong ghi vao s6 giao
nh~n, van thu dan vi ho~c nguai nh~n thay kiem tra va k1' vao s6 nh~n cong van:

e) LInh di;lOdan vi: ti~p nh~n van ban, tai li~u, c~p nh~t vao Co' So' dfr li~u,
thea d5i vi~c xu 11'van ban cua tung chuyen vien trong dan vi; dinh ky bao cao vai
Ban Giam hi~u tinh hinh xu 11'van ban, giai quy~t cong vi~c cua dan vi minh;



10

g) Van ban chuyen den neu nham dia chi. lanh dao don vi co trach nhiem
chuyen tra lai ngay van thir Truong d~ chuyen d~n dan vi co trach nhiem xu Iy.

4. Thai han xu Iy van ban d~n

a) D6i voi cac van d~ khan: Truong Phong T6 chirc - Hanh chinh phoi hop
veri cac dan vi chirc nang xu ly ngay sau khi tiep nhan van ban d~n tir van thir Truong.

b) D6i voi van ban co thai han thi xu ly thea thai han ghi tren van ban; d6i voi
dun. thu khieu nai t6 cao giai quyet thea quy dinh cua Luat Khi~u nai t6 cao.

c) D6i voi cac van d~ thong thuong: don vi, ca nhan co trach nhiem xu ly
cham nhat 02 ngay lam viec sau khi tiep nhan van ban tir co quan. Truong hop van ban
den lien quan den nhieu linh VI,fC,van ban co nQi dung phirc tap thi thai han xu Iy
cham nhelt la 03 ngay lam viec.

d) N~u xet thely kha nang khong th~ hoan thc'mh thai h<;lnxu ly van ban thea
quy din~, dO"nvi, ca nhan ti~p nh~n van ban co trach nhi~m bao cao Truong dO"nvi de
giai quyet.

f)i~u 17. Quan Iy van ban di
1. PhM hanh van ban

- Van thu Truang chi ti~p nh~n va phM hanh nhung van ban da duqc danh
may, khong sua chua, t<iyxoa. Van thu ti~n hanh ki~m tra I~n cu6i th~ thuc va ky thu~t
trinh bay; dang ky s6, ngay, thang, nam; dQ m~t, kh~n (n~u co), VaG s6 thea d5i quan
Iy cong van; kiem tra s6 luqng van ban dn phM hanh truac khi nhan ban.

Van thu co trach nhi~m phM hanh van ban ngay trong ngay van ban duqc kY.

2. Luu van bim di

a) Ban g6c la ban thao cu6i cung duqc nguai co thfrm quy~n duy~t, luu t<;livan
thu Truang; ban chinh la ban hoan chinh v~ nQi dung th~ thuc van ban duqc don vi
ban hanh, luu trong h6 sa cong vi~c cua don vi sO<;lnthao van ban.

b) Ban g6c luu t<;livan thu Truang va dan vi phai duqc dong delu va s~p x~p
thea thu dang kY.

c) Van thu Truang s~p x~p h~ th6ng cac ban luu, phM hanh dam bao khoa hC)c,
d~ tra cuu de phvc vv cho vi~c nghien clm su dVng va nQP luu VaGluu tru Truang.

f)i~u 18. Sao van ban
1. Cac hinh thuc sao duqc quy dinh t<;livan ban nay g6m ban sao y ban chinh,

ban trich sao va ban sao Ivc.

2. The thuc ban sao va ky thuat trinh bay ban sao duqc thl,fc hi~n thea dung
quy dinh t<;liDi~u 16 va Di~u 17 Thong tu s6 01120 IllTT-BNV.

3. Ban sao y ban chinh, ban trich sao va ban sao Ivc duqc thl,fc hi~n thea dung
quy dinh t<;liNghi dinh s6 110/2004/ND-CP ngay 08/4/2004 cua Chinh phil va co gia
tri phap Iy nhu ban chinh.

4. Ban sao chVP ca delu va chu ky cua van ban khong duqc thl,fc hi~n thea
dung th~ thuc quy dinh t<;likhoan 2 Di~u nay chi co gia tri thong tin, tham khao.

f)i~u 19. Tnich nhi~m clla cong chtfc, vien chtfc trong quan Iy van ban
1. Cong chuc. vien chuc thuQc Truang trong ph<;lmvi trach nhi~m cua minh

phai quan Iy van ban dung quy dinh. H~t gia lam vi~c. van ban tai li~u, h6 sa cong
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viec phai diroc c~t gitr vao tu c6 kh6a; nhimg dot nghi l~, t~t dai ngay phai niern phong
tu dung van ban, h6 so, tai lieu trong phong lam viec.

2. Khong diroc tv y sao chep, cung cap tai lieu cho co quan va nguoi khong c6
lien quan d~n noi dung van ban biet nhimg h6 so, tai lieu dang xu ly, dffxu ly khi chua
c6 y ki~n cua nguoi c6 trach nhiem,

3. H6 so, tai lieu mat phai diroc quan ly chat che thea che dQbao mat cua Nha
nuoc; khong tv y sao chup h6 so, tai lieu mat; khong chuyen h6 so tai lieu mat bang
phuong tien fax, mang Internet hoac cac phirong tien truyen thong dai chung khac,
tnrong hop dn thi~t phai duQ'cHi~u trucmg quy~t dinh.

Chlf(mg IV
TO CHUC THl/C HI~N

Di~u 20. Trach nhi~m th\fc hi~n
1. Tmang Phong T6 chuc - Hanh chinh giup Hi~u tmang huang d:1n,kiem tra,

don d6c cac dan vi thvc hi~n Quy dinh nay; thuang xuyen bao cao Hi~u tmang v~
vi~c thvc hi~n Quy dinh va d~ xu~t sua d6i, b6 sung cho phli hqp.

2. Tmang dan vi thuQc Tmang can cu VaGQuy dinh nay ban hanh quy dinh
trinh tv, thu Wc, thltm quy~n ban hanh van ban, quan 1y van ban t<;lidan vi n~u th~y
dn thi~t./.


