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nlik Nang, ngay Oithang 10 ndm 2020

Kinh giri: Van phong UBND tinh f)~k Nong

Thvc hien Cong van s6 2608IUBND-NCKSTT ngay 28 thang 5 nam 2020
cua Uy ban nhan dan tinh D~k Nong v~ viec xay dung van ban quy pham
phap luat. Trong do, giao So' NQi vu xay dung du thao nQi dung Quy chS cong
tac van thu, luu trfr tren dia ban tinh D~k Nong hoan thanh trong Quy III narn
2020, So' NQi vu d~ nghi Van phong UBND tinh phoi hop trien khai mQt s6
noi dung nhir sau:

- Theo quy dinh tai Di~u 129 va khoan 1 Di~u 120 Luat Ban hanh van ban
quy pham phap lu~t nam 2015, trong qua trinh xay dung van ban Quy pham
phap lu~t "phai dang tai toan van du thao tren C6ng thong tin dien tiI cua tinh dS
l~y Y kiSn trong thai h?n it nh~t la 30 ngay". VI v~y, So' NQi V\l d~ nghi Van
phong UBND tinh quan tam ph6i hqp chi d?o bQ ph~ lien quan dang toan van
dv th~toQuy chS cong tac van thu, luu tru len C6ng thong tin di~n tu tinh (co dlj,'

thao kem theo);
- V~ thai gian tham muu xay dvng van ban quy ph~m phap lu~t: DS dam

bilOvi~e xay d\ffig van ban quy ph?ID phap lu~t dung lQ trinh/dam bao nQi dung
theo quy djnh, So' NQiV\l d~ nghi Van phong UBND tinh quan tam, ph6i hqp d~
xu~t 1JBND tinh xem xet eho So' NQi V\l gia h?n thai gian hoan thanh trong
thang 12, nam 2020.

V~y, So'NQi V\l dS nghi Van phong UBND tinh quan tam, ph6i hqp.~

NO'i n"~n:
- Nhlr tren;
- Lanh d~oSo';
- Lu'u: VT, HCVTLT.
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Nguy~n Thi Thu HU'irng



iN BANNIlAN DAN
TiNH flAK NONG

CQNG HOA xA HOI CHiT NGHiA VI¢T NAM
flqc l~p - TV do - H~nb phuc

D&kNong, ngay thang ndm 2020S6: 12020/QD-UBND

DTjTHAo LAN 02 I
QUYETflJNH

V~vi~c ban hanh Quy cb~ cong tac van tlnr, luu tru
tren dla ban tlnb fliik Nong

? A" ~ ..& A

UY BAN NHAN DAN TINH flAK NONG

Can cu Ludt T6 chuc chinh quyen dia phuong ngay 19 thang 6 nam 2015;

Can cU Ludt ban hann van ban quypham phdp ludt ngay 22 thdng 6 nam 2015;

Can cu Ludt Luu trii ngay 11 thang 11ndm 2011;

Can cu Nghi dinh s6 01120131ND-CP ngay 03 thdng 01 ndm 2013 cua
Chinh phu quy dinh chi tiit thi hann mot s6 ai~u cua Ludt Luu trii;

Can cu Nghi dinh s6 30120201ND-CP ngay 05 thdng 3 nam 2020 cua
Chinh phu vJ cong tdc van thu;

Can cu Nghi dinh s6 99120161ND-CP ngay 01 thdng 7 ndm 2016 cua
Chinh phu vJ quan ly va su dung con ddu;

Can cu Thong tu s6 02120191TT-BNV ngay 24 thang 01 nam 2019 cua B{5
N{5iV1:l quy ainh tieu chudn du li?u thong tin ddu vao va yeu cdu bao quan tai
li?u luu tru ai?n tit;

Ciin cu Thong tu s6 04120131TT-BNV ngay 16 thang 4 nam 2013 cua B{5
N{5iV1:l huang dan xdy dvng Quy chi cong tac van thu, luu triccua cac co quan,
t6 chuc;

Can cu (Juyit ainh,s6 15120151QD-UBND ngay 16 thang 4 nam 2015 c~a
UBND tinh nak Nong ve vi?c ban hanh Quy ainh chuc nang, nhi?m V1:l, quyen
hgn va co cciu t6 chuc coo SaN{5iV1:l tinh nak Nong;

Theo aJ nghi cua Giam a6c SaN{5iV1:l tinh nak Nong.

QUYET flIND:

fli~u 1. Ban hanh kern theo QuySt dinh nay "Quy chS cang tac van thu,
lUlltrU tren dia ban tinh Dfu<.Nang".

fli~u 2. QuySt dinh nay co hit$ullJc kS tU ngay ky ban hanh va thay thS
QuyStdiM s6 17/2014/QD-UBND ngay 15 thang 8 nam 2014 cua Uy ban nhan
dan tinh f)~ Nang v@vit$cban hanh Quy chS cang tac van thu, lau trU tren dia
ban tinh D~ Nang.
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Di~u 3. Chanh Van phong Dy ban nhan dan tinh; Giam dBc Sa NQi vu;
Thu tnrong cac Sa, Ban, nganh, doan th~; Chu tich Dy ban nhan dan cac huyen,
thanh phB va cac co quan, t6 chirc co lien quan din cu Quyet dinh thi hanh,'.

NDinh9n:
- Nhu Bi~u 3;
- BQNQi vu;
- Cue Van thir va Liru tru nhamroc;
- Cue Ki~m tra VBQPPL, BQTu phap;
- Thuong tnrc Tinh uy;
- Thuong true IIDND tinh;
- CM tich, cac Ph6 Chu tich UBND tinh;
- C6ng thong tin di~n tir tinh;
- Bao Dfu<Nong;
- Cac PCVP UBND tinh;
- Luu: VT, NCKSTT.
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TM. UY BAN NHAN DAN
canTICH

~ ANguyen Bon



uv BANNIIAN DAN
TINH f)AK NONG

CQNGHOA xAHQI CHiT NGHiA VI¥T NAM
DQc I~p - TV do - H~nh phuc

QUYCHE
Cong ~c van t~tr, hru trif tren dla ban tinh Dik Nong

(Kern thea Quyet dinh sa 120201QD-UBNDngay thang nam 2020
cua Uy ban nhdn dan tinhDak Nang)

CbtrongI

QUYDJNH CHUNG

Di~u 1.Pham vi ap dy.ng

Quy chSnay quy dinh vS cong tac van thu, luu trfr tren dia ban tinh D~ Nong.
1. Cong tac van thu diroc quy dinh tai Quy chS nay bao g6m: Soan thao, IcY

ban hanh van bin; quan ly van ban; l~p h6 so va nqp luu h6 so, tai lieu vao Luu
trfr co quan; quan ly va Slr dung con d~u, thiSt bi luu khoa bi m~t trong cong tac
van thu.

2. Cong tac luu trfr duoc quy dinh tai Quy chS nay bao g6m: Thu th~p tai
lieu; chinh ly, xac dinh gia hi tili lieu; bao quan, t6 chirc Slr dung rei lieu luu tnt,

Di~u 2. Deli tUC}'Ilgap dy.ng

1. Quy chS nay ap dl)ng d6i v6i co quan, t6 chuc nha nuac, don vi S\l nghi~p
cong l~p do Dy ban nhan dan tinh quan ly, doanh nghi~p nha nuac, don vi l\lc
luqng va trang nhan dan (g9i t~t la co quan, t6 chuc) tren dia ban tinh DrucNang.

2. Cac t6 chuc chfnh tri, t6 chuc chlnh hi - xa hqi, t6 chue xa hqi, t6 ehue xa
hqi - nghS nghi~p tren dia ban tinh D~ Nong can eu quy dinh eua Quy chS nay va
cae quy dinh cua Dang, eua phap lu~t co lien quan dS ap d\lIlg eho phil hQ'P.

Di~u 3. Ghi tri phap Iy eua van ban di~n tir

1. Van ban di~n ill duQ'c IcY s6 boi ngum co thftm quYSn va IcY s6 eua co
quan, t6 ehue thea quy dinh cua phap lu~t co gia tri phap ly nhu bim g6c van
ban gi~y.

2. Chii IcY s6 tren van ban di~n ill phai dap Ung dAy du cae quy dinh eua
phap lu~t.

Di~u 4. Traeb nhi~m cua CO' quan, tA cb.re, ea nhan deli vo; eong tac
van thtr, ItrUtm

1. Uy ban nhan dan tinh th6ng nhdt quan ly nha nuae vS eong me van thu,
luu tm tren ph~m vi toan tinh, co S\l phan eong, phan c~p traeh nhi~m, quySn h~
qUIDly d6i vai cae co quan, t6 ehuc.

2. So Nqi V\1 co traeh nhi~m tham muu, giup Dy ban nhan dan tinh quan ly
nha nuae vS eang tic van thu, luu trii; chi ~o, huang dful ki~m tra vi~e ehdp
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hanh cac ch@dQ, quy dinh phap luat vS van thu, luu trfr; hu6ng dfin, kiem tra
chuyen mon nghiep vu vS thu thap, bao quan va t6 chirc sir dung tai lieu hru trfr
d6i voi cac co quan, t6 chirc tren dia ban tinh va Trung tam Luu trii.

3. Phong NQi vu cac huyen, thanh ph6 co trach nhiem tham muu, giup Uy
ban nhan dan huyen, _thanh,ph6 thuc hien viec guan ly nha rnroc vS c?ng tac v~
thu, luu trfr; huang dan, kiem tra cac co quan, to chirc tren dia ban chap hanh che
dQ,quy dinh cua phap lu~t vS cong tac van thu, luu trii.

4. Trung tam Luu trfr co trach nhiem tnrc ti@pquan ly tai lieu, kho luu trfr
cua tinh; t6 chirc thu thap, ti@pnhan tai li~u luu trfr cua cac ca quan, t6 chuc thuQc
ngu6n nQP luu vao Luu trfr ijch sir cua tinh; thgc hi~n nghi~p V\l chinh ly, xac
dinh gia trl tai li~u, s~p xSp, bao quan tai li~u luu trfr; t6 chilc khai thac, sir dl,lIlg,
phat huy gia trl tai li~u luu tm va thgc hi~n ho~t dQng dich V\lluu trfr.

5. Thu tru6ng cac ca quan, t6 chilc; Chu tich Uy ban nhan dan cac huy~n,
thanh ph6; Chu tich Uy ban nhan dan cac xa, phuOng, thi t:r§n trong ph~m vi
quySn h~ va nhi~m V\l duQ'cgiao co trach nhi~m chi d~o, kiSm tra, hu6ng cMn
vi~c thgc hi~n cac ch@dQ, quy dinh cua phap lu~t vS cong mc van thu, lUll tm;
giai quySt khiSu n~i, t6 cao va xu ly vi ph~ phap lu~t vS cong mc van thu, lUll,
trfr; bo tri kinh phi thgc hi~n cong mc van thu, luu trfr theo dUng quy dinh.

6. Can bQ, cong chuc, vien chilc trong qua trinh theo d5i, giai quySt cong
vi~c co lien quan dSn cong mc van thu, luu trfr phai thgc hi~n cac quy dinh t~i
Quy ch@nay va cac quy dlnh khac cua phap lu~t vS cong mc van thu, luu trfr.

7. Van thu co quan co nhi~m V\l

a) Dang Icy, thgc hi~n thu t\lc phat hanh, chuySn phat va theo d5i vi~c
chuySn phat van ban di.

b) Ti@pnh~, dang Icy van ban d@n;trinh, chuySn giao van ban d@n.

c) S~p x@p,bao quan va phl;lCV\l vi~c tra cUu, su d\l11gban luu van ban.

d) Quan ly S6 dang Icy van ban.

d) Qu~ ly, sir d\ffig con d§.u,thi@tbi luu khoa bi m~t cua ca quan, t6 chuc;
cac lo~i con dau khac theo quy djnh.

8. Luu trfr ca quan co nhi~m V\l

a) Thu th~p h6 so, tm li~u vao Luu trfr ca quan.

b) Chinh ly, xac djnh gia tri cua tili li~u.
c) Bao quan, t6 chuc sir d\l11gtai li~u luu trfr'

d) Giao nQPh6 sa, tai li~u khi d@nh~ nQp luu vao Trung tam LUll trfr.

f)i~u 5.Bao v~ hi m~t Dba mr6'c troDg cong tac van tblf, llfu trfr

MQi ho~t dQng trong cong tac van thu, luu trfr cua co quan, t6 chuc phai
thgc hi~n theo cac quy dinh cua phap lu~t hi~n hanh vS bao v~ bi m~t nha nuac.
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Cheong n
so~ THAO, KYBANIIANHVANBAN IIANHCHiNH

M1}c1
THE rmrc,KY THU~T TRiNH BAy VANBAN IIANHcHiNH

Di~u 6. Hlnh tlnrc van ban

Tuy th~Qe vao loai hinh cua co quan, t6 chirc thee quy dinh cua phap lu~t,
cac co quan, to chirc diroc ban hanh cac hinh thirc van ban sau:

1. Van ban quy pham phap lu~t.

2. Van ban hanh ehinh.

3. Van ban chuyen nganh,

4. Van ban trao d6i voi co quan, t6 chirc hoac ca nhan mroc ngoai.
Di~u 7. Tb~ thirc van ban

1. Th8 thirc van ban quy pham phap lu~t: Thuc hien thee quy dinh tai Nghi
dinh s6 34/20 16/NI)-CP cua Chinh phu quy dinh chi tiSt mQt s6 diSu va bien phap
thi hanh Luat ban hanh van ban quy pham phap luat.

, ,
2. The thirc van ban hanh ehinh: Thirc hien thee quy dinh tai Nghi dinh so

30/2020/NI)-CP cua Chinh phu vS cong tac van thu.

3. Van ban chuyen nganh: Thuc hien thee quy dinh cua BQ tnrong, Thu
tnrong co quan quan ly nganh,

4. Van ban trao d6i voi co quan, t6 chirc hoac ea nh§n nuoe ngoai: Thve
hi~n thee cae quy dinh hi~n h8nh eua phap lu~t va thee thong l~ qu6e tS.

Di~u 8. Ky thu~t trinb bay van ban
Ky th~t trinh bay van bin bao g6m: Kh6 gi&y, ki8u trinh bay, dinh IS

trang, phong ehu, cO' chii', ki8u chii', vi tn trinh bay cae thanh phftn th8 thue, s6
trang van bin. Ky thu~t trinh bay van ban hanh ehinh duge thve hi~n thee quy
dinh ~ Ph\ll\le I eua Nghi dinh s6 30/2020/NI)-CP eua Chinh phu vS eong tae
van thu. ViSt hoa trong van bin hanh ehinh duge thve hi~n thee quy dinh t~i Ph\l
l\le n va ehu viSt t~t ten lo~i van ban hanh ehinh duge th\Ie hi~n theo quy dinh ~i
Ph\ll\lc illcua Nghi dinh s6 30/2020/NI)-CP eua Chinh phu vS cong tae van thu.

M1}c2
SOANTHAo vA KYBAN IIANHVANBANHANH cHiNH.
Di~u 9. So,n tbao van ban
Can cu ehue nang, nhi~m V\l, quySn h~ va m\le dich, nQi dung eua van ban

cfuI so~ thao, ngum dUng d~u co quan, t6 chue ho~c nguai co thfun quySn giao
cho dan vi ho~c ca nhan ehu tri so~ thao van ban. Dan vi ho~c ca nhan dugc
giao ehu tri so~ thao van ban co trach nhi~m thVe hi~n eac cong vi~c trong eong
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tac soan thao thao van ban quy dinh tai Di~u 10Nghi dinh s6 30/2020/NI)-CP cua
Chinh phu v~ cong tac van thu.

Di~u10.Duy~tban thao van ban
1. Ban thao van ban phai do nguoi co thAmquyen leY van ban duyet.

2. Trong tnrong hop ban thao van ban dff diroc phe duyet nhimg cfm sua
chua, b6 sung thi don vi hoac ca nhan duoc giao nhiem vu soan thao van ban
phai trinh ngiroi co thAmquyen leY xem xet, quy~t dinh viec sua chua, b6 sung.

Di~u11.Ki~mtra van ban mroc khi Icy ban hanh
1. Ngiroi dung d~u dan vi soan thao van ban phai kiem tra va chiu trach

nhiem v~ dQ chinh xac cua nQi dung van ban, ky nhay/t~t vao cu6i nQi dung van
ban (sau dftu .I.) tnroc ngiroi dirng d~u co quan, t6 chirc va tnroc phap lu~t v~
nQi dung van ban.

2. Nguoi diroc giao (Chanh Van phong hoac TruOng phong Hanh chinh)
chiu trach nhi~m ki~m tra th~ thuc, ley thu~t trinh bay van ban phai ki~m tra va
chiu trach nhi~m truac nguai dUng d~u co quan, t6 chuc va truac phap lu~t v~ th~
thuc, ley thu~t trinh bay van ban.

Di~u12.Ky ban hanh van ban
1. Thb quy~n kY van ban thvc hi~n theo quy dinh clla phap lu~t, Quy ch~

lam vi~c clla cac co quan, t6 chuc.

2. Ngum leY van ban phai chiu trach nhi~m truac phap lu~t v~ van ban do
minh kY ban harm. Nguai dUng d~u co quan, t6 chuc phai chiu trach nhi~m truac
phap lu~t v~ toan bQvan ban do co quan, t6 chuc ban hanh.

3. Quy~n h~n, chuc V\l, hQ va ten, chu leY clla ngum co thb quy~n theo
quy dinh t~i Ph\l l\lc I cua Nghi dinh s6 30/2020/NI)-CP clla Chinh phu v~ cong
tac van thu.

4. D6i vai van ban gi~y, khi leY van ban dimg but co mvc mau xanh, khong
dUngcac lo~i mvc d@phai.

5. D6i vai v:an ban di~n tu, nguai co thb quy~n th\lc hi~n leY s6. Vi trl,
hinh anh chu leY so theo quy djnh t~i Ph\ll\lc I clla Nghi d.jnh s6 30/2020/NI)-CP
cua Chinh phu v~ cong tac van thu.

Chrrongill
CONGTACVANTmJ'

M\lc 1
QUANLYVANBANDI

Di~u13.Trinh tt}'quan Iyvan ban di
Van ban di duqc quill ly theo trinh tv sau:
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1. Tnroc khi phat harm van ban, van thu kiem tra thS thirc va Icy thuat trinh
bay van ban.

2. C§p s6, thoi gian ban hanh van ban.

3. Dang 10/ van ban di van S6 dang Icy van ban di hoac tren h~ th6ng quan
Iy van ban va dieu hanh,

4. Nhan ,ban, do~g d§u co quan, t6 chirc, dftu chi d9 m~t, rmrc dQkhc1n,(d6i
voi van ban giay); Icy so cua co quan, t6 chirc (d6i voi van ban di~n nr).

5. Phat harm va thee d5i viec chuyen phat van ban ill.
6. Luu van ban di.

Di~u 14. C§p sB, tbo; gian ban hanh van ban

1. S6 va thai gian ban hanh van ban duoc Ifty thee thir tv va trinh tv thoi
gian ban hanh van ban cua co quan, t6 chirc trong nam (b~t dau lien tiSp tir s6 01
van ngay 01 thang 01 va kSt thuc van ngay 31 thang 12 han~ nam). S6 va Icy hieu
van ban cua co quan, t6 chirc la duy nhAttrong mQt nam, thong nhAtgifra van ban
giAyva van ban dien ur,

a) Vi~e eftp s6 vW; ban, quy ph~ phap lu~t: M6i lo~i van ban quy ph~
phap lu~t duge cap h~ thong so rieng.

b) Vi~e e§p s6 van ban ehuyen ngarm do nguai dUng dau co quan quan ly
nganh, ITnhv1:l'equy dinh.

c) Vi~e e§p s6 van ban hanh ehinh do nguai dUng dau co quan, t6 ehue
quy dinb.

2. D6i vai van ban giAy,vi~e cAps6, thm gian ban.hanh duge thve hi~n sau
khi co ehu Icy eua nguai co th§.m quySn, eh~ nhAt la trong ngay lam vi~e tiSp
theo. Van ban m~t duge eftp h~ th6ng s6 rieng.

3. I>6i vai van ban di~n tU, vi~e cAps6, thm gian ban hanh duge thve hi~n
bfuIgehue nang eua h~ th6ng quan ly van ban va diSu harm.

Di~u 15. Dang Icy van ban di

1. Vi~e dang Icy van ban bao dam day du, ehinh xae cae thong tin ek thiSt
eua van ban di.

2. Dang k:Y van ban di

Van ban di duge dang Icy bfuIg sAho~e bfuIg H~ th6ng quan Iy van ban va
diSuhanb.

a) Dang Icy van ban di bfu1gsA
Van thu co quan dang Icy van ban van sA dang Icy van ban ill.M~u sA dang

Icy van ban di thee quy dinh t~i Ph\ll\le IV eua Nghi diM s6 30/2020/NI)-CP eua
Chinh phu vBeong me van thu.

b) Dang Icy van ban di bkg H~ th6ng quan Iy van ban va diBuhanh
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Van ban duoc dang kY bang H~ thong quan ly van ban va diSu hanh, phai
duoc in ra gifiy dfiy du cac tnrong thong tin theo mau sa dang kY van ban di, dong
s6 dS quan ly.

3. Van ban mat diroc dang ky theo quy dinh cua phap lu~t vS bao v~.bi mJt
nha ruroc va Thong tu s6 24/2020/TI-BCA cua BQCong an ban hanh bieu mau
sir dung trong cong tac bao v~ bi m~t nha mroc,

I)i~u 16. Nhan ban, dong d~u, kY sB cua co quan, ta clnrc va diu chi dQ
"t r d" khAmg ,mlfC Q an

1. Nhan ban, dong dfiu cua co quan, t6 chtrc va dfiu chi dQ m~t, rmrc dQ
khAnd6i voi van ban gifiy

a) Van ban di diroc nhan ban theo dung so hrong duoc xac dinh a phftn noi
nhan cua van ban.

b) Vi~c dong dfiu co quan, t6 chirc va d§.uchi dQm~t, muc dQkhAn, duQ'c
thgc hi~n theo quy dinh t~i Ph\lI\lC I cua Nghi djnh s6 30/2020/ND-CP cua Chinh
phu vS cong mc van thu.

2. Ky s6 cua co quan, t6 chuc d6i vOivan ban di~n ill

Ky s6 cua co quan, t6 chuc duQ'cthl,Ichi~n theo quy dinh cyi Ph\ll\lc I cua
Nghj dtnh s6 30/2020/NI)-CP cua Chinh phu vS cong tac van thu.

I)i~u 17. Ph at hanh va theo doi vi~c chuy~n phat van ban di

1. Van ban di phai hoan thanh dfiy du cac thu t\lc ~i Van thu cO'quan va
phat hanh trong ngay van ban do duQ'ckY, ch~ nh§.t la trong ngay lam vi~c tiSp
theo. Van ban khAnphai duQ'cphat hanh va gUingay sau khi kY van ban.

2. Vi~c phat hanh van ban m~t di phai bao dam bi m~t nQi dung cua van
ban theo quy djnh cua phap lu~t vS bao v~ bi m~t nha nucrc, phat hanh dUng s6
luqng ban, thm gian va nm nh~.

3. Van ban dll phat hanh nhung co sai sot vS nQi dung phai duQ'csua d6i,
thay thS bfutg van ban co hinh thuc tuong duong. Van ban dll phat hanh nhung co
sai sot vS thS thuc, kY thu~t trinh bay, thu tl,lcban hanh phai duQ'cdinh chinh bfutg
cong van cua co quan, t6 chuc ban hanh van ban.

4. Thu h8i van ban

a) £>6ivOi van ban gi§.y,truOng hqp nh~ duQ'cvan ban thong bao thu h6i,
ben nh~ co trach nhi~m gui l~i van ban dll nh~.

b) £>6ivOi van ban di~n ill,truCmghqp nh~ duQ'c van ban thong bao thu
h6i, ben nh~ huy ~6 van ban ~~n ill bi thu h6i tren H~ th6ng, d6ng thai thong
bao qua H~ thong de ben giri biet.

5. Phcit hanh van ban gifiy illvan ban duQ'cIcy s6 cua nguai co thfun quySn:
~~ thu co q}lan thl,IChi~n in ;ran ban ~ll duQ'cIcy s6 cua nguai c~ thfun quySn ra
glay, dong dau cua co quan, t6 chuc de t~o ban. chinh van ban giay va phcithanh
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, , ,
van ban; dong thoi, Van thu co quan thuc hien van ban Icy so tren h~ thong thee
quy dinh,

6. Truong hop cftn phat haru; van ban di~n ~ tit van ban ~ifiy: Van thu co
quan thuc hien thee quy dinh tai diem c khoan 1Dieu 24 Quy che nay.

Di~u 18. LU'U van ban di
1. Luu van ban di gifiy

a) Ban g6e van ban duoc luu tai Van thu co quan va phai duoc dong dfiu
ngay sau kill phat hanh, s~p x€p thee tlnr tv dang ky.

b) Ban ehinh van ban luu tai hi>so cong viec.

2. Luu van ban di di~n ill

a) Ban g6c van ban di~n ill phai diroc luu tren H~ theng cua co quan, t6
chirc ban hanh van ban.

b) Co,quan, t6 chirc co H~ thong dap Un~thee quy dinh tai Phu luc VI cua
Nghi dinh so 30/20201ND-CP cua Chinh phu ve cong tac van thu va cac quy dinh
cua phap lu~t co lien quan thi su dung va luu ban g6c van ban di~n ill tren H~
thong thay eho van ban giay.

c) Co quan, t6 chirc co H~ thong chua dap irng thee quy dinh tai Phu luc VI
cua Nghi dinh s6 30/20201ND-CP cua Chinh phu vS cong mc van thu va cac quy
djnh cua phap lu~t co lien quan thi Van thu co quan ~o ban chinh van ban gifiy
thee quy dinh t~i khoan 5 DiSu 17 Quy ch€ nay dS luu ~i Van thu co quan va H6
so cong vi~e.

MI}c2

QuANLY VAN BAN DEN

Di~u 19. Trinh tt}' quan Iy van ban d~n
Tfit ca van ban d€n co quan, t6 chuc phai dugc thgc hi~n thee trinh tv sau:

1. TiSp nh~ van ban dSn.

2. Dang ky van ban dSn.

3. Trinh, chuySn giao van ban dSn.

4. Giai quySt va thee doi, don d6c vi~c giai quySt van ban dSn.

D,>, 20 T·A h" ... b" ~Aleu . lep n ~n van an uen
1. D6i v6'i van ban gifiy
a) Van thu co quan kiSm tra sf> lUQl1g,tinh tr;;mgbi, dau nH!mphong (nSu

co), nO'igui; d6i chiSu sf>, Icy hi~u ghi ngoai bi vOi s6l Icy hi~u cua van ban trong
bi. Truang hgp phat hi~n co sai sot ho~c dAu hi~u bat thuOng, Van thu cO'quan
bao ngay nguai co trach nhi~m giai quYStva thong bao cho nO'igui van ban.
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b) T~t ca van ban gi~y dSn (bao gAm ca van ban co d~u chi dQ m~t) gtri co
quan, t6 chirc thuoc dien dang Icy tai Van thu co quan phai diroc boc bi, dong d~u
"DEN". D6i voi van ban gill dich danh ca nhan hoac t6 chile doan thS trong co
quan, t6 chirc thi Van thu co quan chuyen cho noi nhan (khong boc bi). Nhtmg bi
van ban giri dich danh ca nhan, nSu la van ban lien quan dSn cong viec chung cua
co quan, t6 chirc thi ca nhan nhan van ban co trach nhiem chuyen lai cho Van thu
co quan dS dang Icy.

c) Mfiu d~u "DEN" duoc thuc hien theo quy dinh tai Phuluc IV cua Nghi
dinh s6 30/2020/NI)-CP cua Chinh phu vBcong tac van thu.

2. D6i voi van ban di~n til
a) Van thu co quan phai kiem tra tinh xac thuc va toan ven cua van ban

dien illva thuc hien tiSp nhan tren H~ thong.

b) TruOng hqp van ban di~n ill khong dap {mg cac quy diM t~i diSm a
khoan nay ho~c gill sai nm nh~ tbi ca quan, t6 chilc nh~ van ban phai tra l~i cho
ca quan, t6 chilc gui van ban tren H~ th6ng. TruOng hqp phat hi~n co sai sot ho~c
d~u hi~u b~t thuOng thi Van thu ca quan bao ngay ngum co trach nhi~m giai
quySt va thong bao cho nai gui van ban.

c) Ca quan, t6 chilc nh~ van ban co trach nhi~m thong bao ngay trong ngay
cho ca quan, t6 chuc gili vBvi~c da nh~ van ban b5ng chuc nang cua H~th6ng.

Di~u 21. Dang kY van ban d~n
1. Vi~c dang Icy van bim dSn phai bao dam dAydu, ra rang, chinh xac cac

thong tin cful thiSt thea m~u S6 dang Icy van ban dSn ho~c theo thong tin dAuvao
cua dfr li~u quan 1yvan ban dSn. Nhfrng van ban dSn khong duqc dang IcY t~i Van
thu ca quan tbi dan vi, ca nhan khong co trach nhi~m giai quySt, trir nhfrng lo~i
van ban dSn duqc dang Icy rieng thea quy dinh cua phap lu~t.

2. S6 dSn cua van ban duqc l~y lien tiSp thea thil tl)" va trinh t\I thm gian
tiSp nh~ van ban trong nam, th6ng nh~t gifra van ban gi~y va van ban di~n ill.

3. Dang Icy van ban

Van ban duqc dang Icy bfuIg s6 ho~c bfulgH~ th6ng.
a) Dang Icy van ban dSn b~g s6

Van thu ca quan dang Icy van ban vao S6 dang Icy van ban dSn. M~u S6
dang Icy van ban dSn thea quy diM ~i Ph\11\1cIV cua Nghi diM s6 30/2020INB
CP cua Chinh phu vBcong tac van thu.

b) Dang Icy van ban dSn bkg H~ th6ng

, yan thu ca quan tiSp nh~ van ~an va dang Icy vao H~ th6ng. TruOng hqp
can thiet, Van thu ,ca quan th\Ic hi~n so hoa van ban dSn thea quy diM t~i Ph\ll\lc
I cua Nghi dinh so 30/2020/NI)-CP cua Chinh phu vB cong tac van thu. Van thu
ca quan c~p nh~t vao H~ th6ng cac truOng thong tin dAuvao cua dfr li~u quan ly
van ban den thea quy dlnh t~i Ph\l l\1cVI cua Nghi dinh s6 30/2020INB-CP cua



9

Chinh phu vB cong tac van thu. Van ban dSn diroc dang ky vao H~ thong phai
duoc in ra giAydfiy du cac tnrong thong tin theo mdu S6 dang kY van ban dSn, Icy
nhan va dong s6 dS quan IY.

4. Van ban m~t diroc dang Icy theo quy dinh cua phap lu~t vB bao v~ bi rn~t
nha mroc.

Di~u 22. Trinh, chuy~n giao van ban cl~n

1. Van ban phai diroc Van thu C(Jquan trinh trong ngay, cham nhdt la
trong ngay lam viec tiSp theo dSn nguoi co tham quyen chi dao giai quyet va
chuyen giao cho dan vi hoac ca nhan duoc giao xu Iy. Truong hop da xac dinh
ro dan vi hoac ca nhan duoc giao xU ly, Van thu C(Jquan chuyen van ban dSn
dan vi, ca nhan xu ly theo quy ch8 cong tac van thir cua C(Jquan, t6 chirc. Van
ban d8n co ddu chi cac mire dQkhan phai diroc trinh va chuyen giao ngay sau
khi nhan duoc. Vi~c chuYSn giao van ban phai bao dam chinh xac va gift bi rn~t
nQi dung van ban.

2. Can cu nQi dung cua van ban d8n; quy ch8 lam vi~c cua C(Jquan, t6
chuc; chuc nang, nhi~rn V\1 va kS ho~ch cong tac duQ'cgiao cho dan vi, ca nh§n,
ngum co thb quyBn ghi y kiSn chi ~o giai quySt. D6i v6i van ban lien quan dSn
nhleu dan vi ho~c ca nhan thi xac dinh ro dan vi ho~c ca nh§n chu tri, ph6i hgp va
thai h~ giai quy8t.

3. Trinh, chuy8n giao van biin gidy: Y kiSn chi d~o giai quySt duQ'cghi vao
., , So , , , _

m\lC"Chuyen" trong dau "DEN' ho~c Phieu giai quyet van ban den theo mau ~i
Ph\ll\lc IV cua Nghi dinh s6 30/2020/Nf)-CP cua Chinh phu vS cong tac van thu.
Sau khi co y kiSn chi d~o giai quySt cua nguai co thb quyBn, van ban d8n duQ'c
chuySn l~i cho Van thu C(Jquan dS dang Icy b6 sung thong tin, chuYSncho dan vi
ho~c ca nhan duQ'cgiao giai quy8t. Khi chuYSngiao van ban gidy dSn cho dan vi,
ca nhan phiii kY nh~ van ban.

4. Trinh, chuySn giao van ban di~n ill tren H~ th6ng: Van thu C(Jquan trinh
van ban di~n ill dSn ngum co thfun quySn chi d~o giai quy8t tren H~ th6ng.

Nguai co thb quySn ghi y kiSn chi d~o giai quy8t van ban dSn tren H~
thBng va c~p nh~t vao H~ th6ng cac thong tin: Dan vi ho~c nguai nh~; y kiSn
chi d~o, tr~g thai xU ly van ban; thai h~ giai qUYSt;chuySn van ban cho dan vi
ho~c ca nhan duQ'cgiao giiii quy8t. TruOng hgp van ban di~n ill gui kern van ban
giAy thi Van thu C(Jquan th\lc hi~n trinh van ban di~n tu tren H~ thBng va
chuySn van ban giAy d8n dan vi ho~c ca nhful dugc nguai co thfirn quySn giao
chu tri giai quy8t.

Di~u 23. Giai quy~t va theo doi, clon clBcvi~c giai quy~t van ban cl~n

1. Ngum, dUng d§.uC(Jquan, t6 chuc co trach nhi~m chi ~~o giai quy8t kip
thai van ban den va giao ngum co tnich nhi~m theo doi, don doc vi~c giai quyet
van ban d8n.

2. Khi nh~ dugc van ban dSn, dan vi ho~c ca nh§n co trach nhi~rn nghien
Clm, giai quy8t van ban d8n theo thai h~ quy dinh t~i quy chS lam vi~c cua C(J
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qu~, t6 chirc. Nhtmg van ban dSn co d§.u chi cac rmrc dQkhk phai diroc giai
quyet ngay.

Ml}c3

SAOVANBA.N

Di~u 24. Cac hinh thuc ban sao

1. Sao y gam: Sao y tir van ban gifty sang van ban gifty, sao y nr van ban
dien nr sang van ban gifty, sao y tir van ban gi§y sang van ban di~n tu.

a) Sao y tl:r van ban gi§.ysang van ban giclyduoc thirc hien bang viec chup
nr ban g6c hoac ban chinh van ban gi§.ysang gicly.

b) Sao y nr van ban di~n tu sang van ban gi§.yduoc thuc hien bfulg vi~c in
nr ban g6c van ban di~n nr ra giay.

c) Sao y til van ban gi§.ysang van ban di~n ill duoc thirc hien b~g viec s6
hoa van ban gi§.yva ky s6 cua co quan, t6 clnrc,

2.Saolt)c

a) Sao Iuc gam: Sao luc til van ban gifty sang van ban giay, sao luc nr van
ban gifty sang van ban di~n ill, sao luc tir van ban di~n ti'r sang van ban giay.

b) Sao luc diroc thirc hien b&ngviec in, chup tir ban sao y.

3. Trich sao

a) Trich sao g6m: Trich sao tir van ban gi§.ysang van ban gicly,trich sao tir
van ban gifty sang van ban di~n ti'r, trich sao tir van ban di~n tu sang van ban di~n
tu, trich sao tl:r van ban di~n tu sang van ban gifty.

b) Ban trich sao dugc thvc hi~n bfu1gvi~c ~o l~p l~i d~y dli thS thuc, phk
nQidung van ban ck trich sao.

4. ThS thuc va Icy thu~t trinh bay ban sao y, sao 1\lc, trich sao dugc thvc
hi~n theo quy dinh t~i Ph\ll\lC I clla Nghi dinh s6 30/2020/NI)-CP clla Chinh phu
vS cong mc van thu.

Di~u 25. Gia tr! pbap Iy cua ban sao

Ban sao y, ban sao l\lc va ban trich sao dugc thvc hi~n theo dt'mgquy dinh
~i Quy chS nay co gia tri phap ly nhu ban chinh.

Di~u 26. ThAm quy~n sao van ban

1; Nguai dUng diu co quan, t6 chuc quySt dinh vi~c sao van ban do co
quan, t? chuc ,ban hanh, van ban do cac co quan, t6 chuc khac gUi dSn va quy
dinh thfun quyen leY cac ban sao van ban.

2. Vi~c sao, ch\lp tai li~u, v~t chua bi m~t nha nucrc dugc thvc hi~n theo
quy dinh cua phap lu~t vS bao v~ bi m~t nha nucrc.
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MI}c4

L~ uo SO v1NQP LUU DO SO, TAl Lq:U
V10 LUU TRUcoQUAN

Di~u 27. L~p Danh muc h8 SO'

Danh muc h6 sa do nguoi dung diu co quan, t6 clnrc phe duyet, diroc ban
hanh vao dAunam va gui cac dan vi, ca nhan lien quan lam din cir d8 l~p h6 sa.
Mfiu Danh muc h6 sa dtroc thirc hien thea quy dinh tai Phu luc V cua Nghi dinh
s6 30/2020/NI}-CP cua Chinh phu v@cong tac van thu.

Di~u 28. L~p h8 SO'

1. Yeu cAu

a) Phan anh dung chirc nang, nhiem vu cua dan vi, co quan, t6 chirc,

b) Cac van ban, tai lieu trong mQt h6 sa phai co S\1' lien quan ch~t che voi
nhau va phan anh dung trinh tu di~n bi@ncua S\1' viec hoac trinh tv giai quyet
cong viec.

2. Mo h6 sa

a) Ca nhan duoc giao nhiem vu giai quyet cong viec co trach nhiem rna h6, ,
sa thea Danh muc ho sa ho~c thea ke ho~ch cong taco

b) C~p nh~t nhfing thong tin ban dAu vS h6 sa thea Danh m\lc h6 sa da
ban hanh.

c) Truang hgp cac h6 sa khong co trong Danh m\lc hB sO',ca nhan dugc
giao nhi~m V\l giai quy@tcong vi~c tv xac dinh cac thong tin: Tieu dS h6 sO',s6 va
ky hi~u h6 sO',thm h~ bao quan hB sO',ngum l~p h6 sa va thai gian bftt dAu.

3. Thu th~p, c~p nh~t van ban, tai li~u vao h6 sa

Ca nhan dugc giao nhi~rn V\l co trach nhi~m thu th~p, c~p nh~t tftt ca van
ban, mi li~u hinh thanh trong qua trinh thea doi, giai quy@tcong vi~c vao h6 sa dfl
rna, bao g6m Utili~u phirn, aoo, ghi am (n@uco) bao dam S\1' toan Vyn,dAydu cua
h6 sO',tranh bi thftt l~c.

4. K@tthuc h6 sa

a) HB sa dugc k@tthuc khi cong vi~c da giai quy@txong.

b) Ngum l~ph6 sa co trach nhi~m: Ra soat l~i toan bQvan ban, tai li~u co, ,
trong ho sa; lo~i ra kh6i ho sa ban trimg, ban nhap; xac dinh l~i thai h~ bao quan
cua h6 sa; chlnh sua tieu dS, s6 va kY hi~u h6 sa cho phil hgp; hoan thi~n, k@tthuc
hB sa.

c) D6i v6i h6 sa gifty: Ngum l~p hB sa th\!'c hi~n danh s6 ta d6i v6i hB sa
co thm h~ bao quan tir 05 nam tra len va vi@tM\lc l\lc van ban d6i vOih6 sa co
thm h~ bao quan v'inh viSn; viSt chtmg tir kSt thuc d6i v6i 1fttca hB sa.
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d) U6i voi he, sa di~n ill: Ngiroi l~p he, sa co trach nhiem c~p nh~t vao H~
thong cac thong tin con thieu, Viec bien muc van ban trong he, sa duoc thirc hien
bang chirc nang cua H~ thong,

Di~u 29. NQp hru h8 so, tai Ii~u vao Liru trw CO'quan

1. He, sa, rei lieu nQp luu vao LUll trlr co quan phai du thanh phan, dung
thai han va thuc hien theo trinh tu, thu tuc quy dinh.

2. Thai han nQPhru he, sa, tai li~u vao LUll tm co quan

a) U6i voi he, sa, rei lieu xay dung co ban: Trong thai han 03 thang k@ill
ngay cong trinh duoc quyet toan.

b) £)6i voi he, sa, rei li~u khac: Trong thoi han 01 nam ke tir ngay cong viec
k~t thuc.

3. Thu tuc nQPluu

a) uBi voi he, sa gi~y

Khi nQP luu tai lieu phai l~p 02 ban "Muc luc h6 sa, tai li~u nQPluu" va 02
ban "Bien ban giao nhan he, sa, tai lieu" theo mau tai Phu Iuc V cua Nghi dinh s6
30/2020/NI)-CP cua Chinh phu vS cong tac van thu. £)an vi, ca nhan nQP luu tai
li~u va Luu trfr ca quan giii mc3ilo~i 01 ban.

b) U6i vai he, sa di~n ill

Ca nhan duQ'c giao nhi~m V\l giai quy~t cong vi~c va l~p he, sa th\IChi~n
nQp lUllhe, sa di~n tU vao Luu trfr ca quan tren H~ th6ng.

Luu trfr ca quan co trach nhi~m ki@mtra, nh~ he, sa theo Danh m\lc; lien
k~t chinh xac dii li~u d~c ta vai he, sa; ti~p nh~ va dua he, sa vS ch~ dQquan ly
he, sa luu trlr di~n tU tren H~ th6ng.

Di~u 30.Trach nhi~m lip h8 sO'va DQP luu h8 sO',tai Ii~u vao Llfu trfr
CO'quaD

1. Nguai dUng diu ca quan, t5 chuc trong phcpn vi, nhi~m V\l, quySn h~
cua minh co trach nhi~m quan ly van ban, rei li~u cua ca quan, t&chuc; chi d~o,
ki@mtra, huang db vi~c l~p he, sa va nQPlUllhe, sa, tai li~u vao LUlltrfr ca quan.

2. Trach nhi~m cua nguai dUng d~u bQph~ hanh chinh (Van phong)

a) Tham mUll cho nguai dUng d~u ca quan, t& chuc trong vi~c chi d~o,
ki@mtra, huang dan vi~c l~p h6 sa va nQp luu h6 sa, tai li~u vao LUll trfr ca quan
ddi vai dan vi cap duai.

b) T5 chuc th\Ic hi~n vi~c l~p he, sa va nQP luu he, sa, rei li~u vao LUll trlr
~ ca quan, t5 chuc.

3. Trach nhi~m cua dan vi va ca nhan trong ca quan, t5 chilc

a) NgU<1idUng d~u dan vi trong ca quan, t5 chuc chiu trach nhi~m truac
nguai dUng d~u ca quan, t&chuc vS vi~c l~p he, sa, bao quan va nQp luu h6 sa, tai
li~u cua dan vi vao Luu trii ca quan.
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b) Trong qua trinh thee doi, giai quyet cong viec, m6i ca nhan phai l~p h6
So' vS cong viec va chiu trach nhiem vS sd hrong, thanh ph~, nQi dung tai li~u
trong h6 So'; bao dam yeu d.u, ch~t hrong cua h6 so thee quy dinh tnroc khi nQP
luu vao Luu trfr co quan.

c) Dan vi va ca nhan trong Co' quan, t6 chirc co trach nhiem nQP luu
nhirng h6 so, tai lieu duoc xac dinh thai han bao quan tir 05 nam tro len vao Liru
tm co quan.

d) Truong hQ'Pdan vi ho~c ca nhan co nhu cdu gift lai h6 so; Utilieu da dSn
han nQP luu dS phuc V\1 cong vi~c thi phai diroc ngiroi dung ddu co quan, t6 chirc
d6ng y bang van ban va phai l~p Danh muc h6 So', tai lieu gift lai gUi Luu trii cO'
quan. Thai h~ gift l~i h6 So', tai li~u Clladan vi, ca nhan khong qua 02 nam kS til
ngay dSn h~ nQp luu.

d) Can bQ, cong chuc, vien chuc va ngum lao dQng trong cO'quan, t6 chuc
truac khi nghl hUll, thoi vi~c, chuYSncong tac, di hQc t~p dai ngay phai ban giao
toan bQh6 sO',tai li~u hinh thanh trong qua trinh cong tac cho don vi, Luu trii cO'
quan thea quy chS CllaCo'quan, t6 chuc.

M\lc5
QuAN LV, StJ D\}NG CON DAu
vA.THIET BI KHOA Bi MAT. .

I)i~u 31. Qmio ly con diu, thi~t bi.hru khoa bi mit

1. Ngum dUng ddu cO'quan, t6 chuc co trach nhi~m giao cho Van thu cO'
quan quan ly, su d\U1gcon d~u, thiSt bi luu khoa bi m~t CllacO'quan, t6 chuc thea
quy dinh.

2. Van thu cO'quan co trach nhi~m

a) Bao quan an toan, su d\1ngcon d~u, thiSt bi luu khoa bi m~t clla cO'qUan'
t6 chuc t~i trl) sa cO'quao, t6 chuc.

b) Chl giao con d~u, thi8t bi luu khoa bi m~t clla cO'quan, t6 chuc cho
ngum khac khi duQ'cphep bfuIg van ban clla ngum co thfun quySn. Vi~c ban giao
con d~u, thiSt bi luu khoa bi m~t cua cO'quan, t6 chuc phai duQ'cl~p bien ban.

c) Phai ttv'c tiSp dong d~u, leY s6 vao van ban do cO'quan, t6 chuc ban hanh
va ban sao van ban.

d) Chi duQ'c dong d~u, ky s6 CllacO'quan, t6 chuc vao van ban da co chft
kY Clla nguai co thfun quySn va ban sao van ban do cO'quan, t6 chuc tn;rc tiSp
thl,l'chi~n.

3. Ca nhan co trach nhi~m tl,l' bao quan an toan thiSt bi luu khoa bi m~t va
khoa bi m~t.

I)i~u 32. Sir dy.og coo diu, thi~t bi lU'Ukhoa bi mit

1. Sir d\U1gcon d~u
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a) Dfru dong phai ro rang, ngay ngan, dung chieu va dung dung mire dfru
mau do theo quy dinh.

b) Khi dong dfru len chfr ky, d~u dong phai trum len khoang 1/3 chit kY vS
phia ben trai,

c) Cac van ban ban hanh kern theo van ban chinh hoac phu luc: D~u duoc
dong len trang d§.u,trum mot phan ten co quan, t6 clnrc hoac tieu dS phu luc,

d) Viec dong d§.u treo, dfru giap lai, dong dfru n6i tren van ban gifry do
ngiroi dirng d§.uco quan, t6 chirc quy dinh,

d) Dfru giap lai diroc dong vao khoang giframep phai cua van ban hoac phu
luc van ban, trum len mQtphan cac tcygi§.y;m6i d§.udong t6i da 05 to van ban.

2. SUdung thiet bi hru khoa bi m~t
ThiSt bi hru kh6a bi m~t cua co quan, t6 chirc duoc sir dung dS kY s6 cac

van ban di~n tir do co quan, t6 chuc ban hanh va ban sao illvan ban gi§.ysang van
ban di~n tir.

ChlfO'DgIV

CONG TAc LUlJ TRU
Ml}C 1

m:THONG TO CHUC LUlJ TRU NHA NUOC TiNH DAK NONG

Di~u 33. Trung tam LIfO trfr

1. LUll trfr lich su la co quan thl,Ichi~n ho~t dQng lUlltrfr d6i v6i tai li~u lUll
trfr co gia tri bcio quan vinh vi8n duQ'c tiSp nh~ tir LUll trfr co quan va tir cac
ngu6nkhac.

•2. Trung tam LUll trfr thuQc S6 NQi V\l la t6 chuc LUll trfr lich su tinh, co
trach nhi~m:

a) Tham mUll S6 NQiV\l trinh Uy ban nhan dan tinh ban hanh Danh fi\lC co
quan, t6 chuc thuQc ngu6n nQP lUll tai li~u va Danh m\lc tai li~u nQp lUll vao
Trung tam LUll trfr.

b) Tham mUll S6 NQi V\l cac van ban, hu6ng dful cac co quan, t6 chuc thuQc
ngu6n nQPlUlltai li~u vao Trung tam LUll trfr chuftn bi tai li~u, h6 so nQpluu.

c) Thu th~p, tiSp nh~ tm li~u tir cac co quan, t6 chuc thuQc ngu6n nQPlUll
vao Trung tam LUll trfr; chinh ly, xac dinh gia tri, th6ng ke, bao quiin va t6 chuc
su d\lllg tai li~u lUll trfr ~i Trung tam LUll trfr.

Di~u 34. LIfO trfr CO' quan

1. LUll trU co quan la t6 chuc thl,Ic hi~n ho~t dQng lUll trfr d6i vai tai li~u
lUlltrfr cua co quan, t6 chuc.

2. LUll trfr co quan co trach nhi~m giup nguOi dUng d§.u co quan, t6 chuc
thl,Ichi~n cac nhi~m V\l vS lUlltrfr quy dinh t~ khoan 8 DiSu 4 Quy chS nay.
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Muc2.
CONG TAc THU T~ TAl LI¥U LUU TRU

Di~u 35. Thu th~p h&so, titi Ii~uvito Luu trfr CO' quan
Hang nam, cong chirc, vi~n chirc hru trfr co quan, t6 chirc co nhiem vu t6

chirc thu th~p ho so, tai lieu da den han nQPhru vao Liru trii co quan, cu the:
1.D6i V01 tai lieu gi§.y

a) L~p k@hoach thu thap h6 so, till lieu.

b) Ph6i hop voi cac don vi, can bQ, cong chirc, vien chirc xac dinh nhiing, ,
loai ho so, tai lieu can thu thap vao Liru trii co quan.

c) Ph6i hop, huang dful cac dan vi, can bQ, cong chirc, vien clnrc chuan bi
h6 so, tai lieu thea "Danh muc h6 so, till lieu cua co quan, t6 chirc".

d) Chu§n bi kho va cac phuong ti~n bao quan dS ti@pnhan h6 so, tai lieu.

d) T6 clnrc tiSp nh~ h6 so, tai li~u, kiSm tra d6i chiSu giua Danh m\lc l\lc
h6 so, ffii li~u cua co quan, t6 chuc vai thlJCt@h6 so, ffii li~u va l~p Bien ban giao
nh~ ffii li~u.

2. D6i vrn ffii li~u luu tm di~n tu thvc hi~n thea quy dinh t~i Khoan 3 Di~u
7 Nghi dinh s6 Nghi dinh s6 01l2013/NB-CP cua Chinh phu.

Di~u36. Thu th~p, ti~p nh~n titi Ii~uvitoTruDg tam LtrUtrfr
1. Trung tam Luu tm th\l'c hi~n thu th~p, ti@pnh~ tai li~u luu trii hinh

thrum trong qua trinh ho~t dQng cua cac co quan, t6 chuc thuQc Danh m\lc cac co
quan, t6 chuc thuQc ngu6n nQp luu vao Trung tam Luu tm.

2. Vi~c thu th~p till li~u luu tnr di~n ill vao Trung tam Luu trii dugc thvc
hi~n thea quy dinh t~i Khmm 4 Di~u 7 NgN dinh s6 Nghi dinh s601l2013/NB
CP cua Chinh phu.

3. Trung tam Luu trfr suu tfun tai li~u luu trfr cua ca nhan, t6 chuc tren co
sa th6a thu~n.

Di~u 37. ThOi h~DDQPluu titi Iiiu vito TruDg tam LtrUtrfr
1. Trong thm hl;lI110 nam, kS illnam cong vi~c kSt thuc, co quan, t6 chuc

thuQc Danh m\lc co quan, t6 chuc thuQc ngu6n nQp luu tai li~u co trach nhi~m
nQPluu till li~u co gia tri bao quan vinh viSn vao Trung tam Luu tm.

2. Thai hl;lI1nQP luu tai li~u vao Trung tam Luu trfr cua ngaoo cong an,
qu6c phong, ngo~ giao va cua nganh khac dugc th\l'Chl~n theo quy dinh ~ Di~u
14, 15Nghi dinh s6 0112013/NB-CP CllaChinh phu.

f)i~u 38. Trach Dhiim giao, nb~n tili liiu vito Trung tam LtrUtrfr
1. Co quan, t6 chuc thuQcDanh m\lc co quan, t6 chuc thuQc ngu6n nQPluu

ffii li~u vao Trung tam Luu trfr co trach nhi~m giao nQp tai li~u vao Trung tam
Luu trfr thea quy dinh (chlnh ly hoan chinh tai li~u truac khl giao nQP; l~p M\lc
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luc h3 sa, tai li~u nop hru, Danh muc tai lieu co dong diu chi cac rmrc d<)m~t;
xay dung cong cu tra ciru tai li~u...).

2. Trung tam LUllW (So N<)ivu) co trach nhiem t6 chirc tiSp nhan h3 sa,
tai li~u va l~p Bien ban giao nh~ h3 sa, tai lieu,

3. Muc luc h3 sa, tai lieu n<)phru va Bien ban giao nh~ h3 sa, tai li~u duoc
l~p thanh 03 ban (co quan, t6 chirc giao n<)ph3 sa, tai li~u gift 01 ban, Trung tam
LUll W giit 02 ban) va duoc hru trU vinh vi@ntai co quan, t8 chirc, Trung tam
LUllW.

M1}c3
CONGTAc CHiNn LY,xAc DlNHGIATRl TAl LI¥U

Di~u39.Chinh ly tai li~u
H3 sa, tai lieu cua co quan, t6 chirc phai duoc chlnh ly hom chinh va bao

quan trong kho hruW.
1. Nguyen tAcchlnh ly:

a) Khong phan tan phong hru tnt,
b) Khi pharr loai, l~p h3 sa (chlnh sua hoan thien, ph\lc h3i ho~c l~pmai

h3 sa), phai ton tf';mg Sl)' hinh thanh tai li~u theo trinh tv theo d6i, giai quySt
cong vi~c.

c) Tai li~u sau k:hi chlnh ly phai phan 8.nh duQ'ccac ho:;ttd<)ngCllaca quan,
t6 chuc.

2. Tai li~u sau k:hi chlnh ly phai d:;ttyeu c~u:

a) Pharr lo:;tiva l~p h3 sa hoan chlnh.

b) Xac dinh thai h:;tnbao quan cho h3 sa, till li~u.
c) H~ th6ng hoa h3 sa, tai li~u.
d) L~p cong C\ltra cUu:M\lc l\lc h3 sa, ca so dfr li~u va cac cong C\ltra Clm

khac ph\lc V\l cho vi~c quan ly va tra CUusu d\lllg tai li~u.

d) L~p danh m\lCtai li~u hSt gia trio
Di~u40.Xac djnh gia trj tai li~u

, 1. Vi~c xac dinh gia tri tai li~u phai dam bao nguyen t~c va d:;ttcac yeu
cau sau:

a) Xac dinh tai li~u bao quan vinh vi@nva tai li~u bao quan co thai h:;tn.

b) Xac dinh tai li~u hSt gia tri dS tieu hUy.

2. H<)idang xac dinh gia tri tai li~u:
,a) Khi tiSn hanh xac dinh gia tri tai li~u, ca quan, t6 chuc phai thanh l~p

H<)idong xac dinh gia tri tai li~u.
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b) HQi dang xac dinh gia tri Uti li~u do nguoi dirng d~u co quan, t6 clnrc
quyet dinh thanh l~p. Thanh phk cua HQi dang thuc hien theo quy dinh tai
Khoan 2, Dieu 18 Lu~t LUll trfr,

Di~u41.Huy tili li~uhit ghi tr]
1. Thfun quyen quy€t dinh huy till lieu hSt gia tri diroc quy dinh nhu sau

a) Nguoi dirng d~u co quan, t6 chirc quyet dinh huy tai lieu hSt gia tri tai, , .,,?
LUll trfr co quan sau kill co y kien dong y cua co quan co tham quyen. Cu the
nhu sau:

" ,
Theo de nghi cua HQi dong xac dinh gia tri tai lieu, nguoi dirng dau co

quan, t6 chirc thuoc Danh muc co quan, t6 chirc thuoc nguon nQP luu tai li~u vao
Trung tam Luu trfi dS nghi SaNQi vu thAmdinh tai lieu h€t gia tri ck huy.

Theo dS ngh! cua HQi d5ng xac dinh gia tri titi li~u, ngum dUng d~u co
quan, t6 chuc khong thuQc Danh m\lc co quan, t6 chuc thuQc ngu5n nQP luu titi
li~u vao Trung tam Luu trfr de ngh! Luu trfi co quan cua co quan, t6 chuc c~P tren
tr\[c tiSp co y kiSn d6i v6i till li~u hSt gia trt ck huy.

b) Giam d6c SaNQi V\l qUYStdlnh huy tai li~u hSt gia tri t~i Trung tam LUll
t:rU (nSu co) theo dS nghi cua HQi dang thfun tra xac dinh gia trt tai li~u do Giam
d6c SaNQiV\l qUYStdiM thanh l~p.

2. Vi~c huy tai li~u hSt gia tri phai bao dam huy hSt thong tin trong titi li~u
va phai duqc l~p thanh bien ban.

3. H5 so huy till li~u hSt gia tri gam co:

a) QuySt dinh thanh l~p HQid6ng.

b) Danh m\lCtiti li~u hSt gia trt; to trinh, ban thuySt minh tai li~u hSt gia trio

c) Bien ban hQpHQi d5ng xac diM gia tri titi li~u; Bien ban hQpHQi d5ng
thfun tra xac dinh gia tri titi li~u.

d) Van ban de nghi thfun dinh, xin y kiSn cua co quan, t6 chuc co tai li~u
hSt gia trio

d) Van ban thfun diM, cho y kiSn cua co quan co thfun quySn.

e) QuySt diM huy tai li~u hSt gia trio

g) Bien ban ban giao till li~u huy.
h) Bien ban huy titi li~u hSt gia trio

i) Cac titi li~u co lien quan khac.

4. H8 so huy tai li~u hSt gia tr! phai duqc bao quan 4ti cO'quan, t3 chuc co
tai li~u bi huy it nhAt 20 nam, kS tir ngay huy tai li~u.

Muc4.
BAo QuAN,TO CHUC sir D1)NGTAI Lq:U LUlJ TRU
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Di~u 42. Bao quan titi li~u hm trw

1. H6 so, tai lieu chua d~n han nQP luu vao Luu trfr co quan do can bQ,
cong chirc, vien chirc tu bao quan va phai dam bao an tow he, so, tai lieu do.

2. H6 so, tai li~u d~n han nQPhru vao Luu trfr co quan phai duoc giao nQP
vao Luu trfr co quan va ~p trung bao quan tai kho luu trir, Kho luu trfr phai dam
bao dien tich, trang bi d~y du cac thiet bi, phuong tien c~ thiet thea quy dinh d@
bao quan an toan tai lieu,

3. Luu tnt co quan, Luu tnt lich sir phai thuong xuyen kiem tra, sao luu dS
bao dam an toan, tinh tow ven, kha nang truy e~p cua tai li~u luu trfr di~n tU va
sir dung cac bien phap Icy thuat dBviec phan loai, luu trfr duoc thuan loi nhung
phai bao dam khong thay d6i nQi dung tai li~u.

4. Thu truOng co quan, t6 chuc co trach nhi~m xay d\ffig, b6 tri kho luu trfr,
thi~t bi, phuong ti~n c~ thi~t va th\lC hi~n cac bi~n phap Icy thu~t nghi~p V1l dS
bao v~, bao quan an tow tai li~u luu tm va bao dam vi~c sir d\illg tai li~u luu trfr.

Di~u 43. Sir d1}Dgtiti Ii~u hru trfr t,i Ltru trw CO' quaD

1. Tai li~u luu tm cua co quan, t6 ehue duqe sir d\ll1gdBph\le V\l nhu cAu
cong tae eua can bQ, cong ehuc, vien chuc trong, ngoru co quan, t6 chuc va cae
nhu cAurieng chinh dang.

2. Thu t\}c khai thac, sir d\illg mi li~u luu trfr cua co quan, t6 chue do Thu
tru6ng co quan, t6 chuc quy~t djnh.

Di~u 44. Sir dY.Dgtai li~u Itru trw ~i TruDg tam Ltru trw

1. Tai li~u luu trfr t~i Trung tam Luu tm duqc sir d\illg rQng rai, trir tM li~u
thuQc Danh m\lC tai li~u h~ ch~ sir d\)1lgva Danh m\lc tai li~u co dong d§u chi
cac muc dQm~t thea quy dinh eua phap lu~t.

2. NguOi sir d\illg tai li~u luu tm t~i Trung tam Luu trfr phai co Gi§y chUng
minh nhftn dan ho~e HQ chi~u; truOng hqp sir d\lllg dS ph\lc V1l cong tac thl phai
co gi§y gi6i thi~u ho~e van ban dS nghi eua co quan, t6 chue nrn cong tae.

3. Vi~c sir d\)1lg tM li~u luu trfr ~i Trung tam Luu trfr thgc hi~n thea quy
djnh cua phap lu~t.

ChUO'Dg V
QuAN LY NHA.NUOC vi: CONG TAc VAN TOO, LUU TRU

Di~u 45. Traeh nhi~m qUaD Iy eODgtile van thu, hru trw

1. Uy ban nhan dan tinh trong ph~m vi nhi~m V\l, quySn h~n eua mlnh co
trach nhi~m:

a) Th6ng nh§t vS nghi~p V\l cong tae van thu, luu trfr.

b) T6 chue, chi d~o vi~c nghien cUu, Ung d\lllg khoa hQCva cong ngh~
trong cong tac van thu, lUll tm.
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c) B3 tri kinh phi dS hien dai hoa phirong ti~n, ha tfutg Icy thuat phuc vu
cong tac van thu, h:ru tnr, quan Iy va v~ hanh hieu qua H~ thong quan ly tai lieu
di~n hi.

d) B6 tri nhan su, vi tri, dien tich va phirong tien lam viec phil hop.

2. SaN.Qivu chiu trach nhiem tnroc Uy ban nhan dan tinh tlnrc hien quan
ly nha mroc ve cong tac van thu, hru trfr.

a) C~ cir quy dinh cua phap luat, ban hanh va huang dfu1thuc hien cac
quy dinh ve cong tac van thir, hru trfr.

b) KiSm tra viec tlnrc hien cac quy dinh vS cong tac van thu, hru trfr d3i voi
cac co quan, t6 clnrc thuoc pham vi quan ly; giai quyet khi8u nai, t3 cao va xU ly
vi ph~ phap lu~t vS cong mc van thu, lUlltrfr thea thim quySn.

c) Bao dam gift gin bi m~t nha nuac, bao quan an toan con dau, thiSt bi lUll
khoa bi m~t Cllaca quan, tAchuc.

d) T6 chuc dilO~, b6i du6ng ngum lam cong mc van thu, lUll trfr; quan. ly
cong tac thi dua, khen thuang trong cong mc van thu, lUlltni.

d) Sa kSt, tAng kSt vS cong tac van thu, lUlltrfr.

Di~u 46. Kinh phi eho eong tae van thtf, hru trw

1. Cac co quan, t6 chuc co trach nhi~m b3 tri kinh phi cho cong mc van thu,
lUll trfr trong dV toan ngan sach nha nuac hang nam. D3i vOi doanh nghi~p nha
nuac vi~c b6 tri kinh phi dUQcthlJChi~n thea quy dinh hi~n h8.nh.

2. Kinh phi cho cong mc van thu, lUlltni dUQcSU dl;lIlgVaG cac cong vi~c

a) Mua sib, nang cap h~ th3ng, h~ tfutg kY thu~t, trang thiSt bi, v~t tu tieu
hao ph\lc V\l cong tac van thu, lUlltrfr.

b) Bao dam thong tin lien l~c, chuyen phat van ban, s3 hoa van ban.

c) Nghien cUu, Ung d\lllg khoa hQCva chuyen giao cong ngh~ trong cong
mc van thu, lUlltrfr.

d) Cac ho~t dQng khac ph\lc V\l cong tac van thu, lUlltni.

ChtfongVI

KHEN TllUONG, KY LU~T vA TO CHirc THlfC HI¥N

Di~u 47. Khen thlfOng, kY lu~t
1. Cac ~p the, ca nhan co th8.nh tich trong cong mc van thu, lUll trii dUQc

khen thuang thea quy diuh.
2. MQi t6 chuc va ca nh§.n co hanh vi vi ph~ cac quy dinh phap lu~t vS

cong mc van thu, lUll trfr ho~c c3 tinh gay kho khan cho cong mc qUID Iy nha
nuac vS van thu, lUll trii thi roy thea tinh chat, muc dQvi ph~ se bi xu ly thea
quy diuh cua phap lu~t.
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3. T6 chirc, ca nhan co quyen khieu nai, t6 cao d6i voi cac hanh vi vi pham
phap lu~t trong linh \'\IC van thu, luu tnt. Vi~c giai quyet khiSu mid, t6 cao trong
linh V\lC van thu, luu ttii diroc thuc hien theo quy dinh cua Lu~t KhiSu nai, Luat
T6 cao va cac quy dinh phap lu~t khac co lien quan.

Di~u49. Trach nhiem thuc hien. . .
1. Giam d6c Sa NQi vu co trach nhiem t6 clnrc theo d5i, don d6c, kiSm tra

viec thuc hien Quy chS nay.
2. Thu twang cac co quan, t6 chirc; Chu tich Oy ban nhan dan cac huyen,

thanh ph6 chiu trach nhiem:
a) Ph6 bien, trien khai thuc hien cac quy dinh W Quy chS nay;

b) Can err Quy chS nay va cac van ban phap lu~t co lien quan dS xay dung
quy chS cong tac van thir, luu trU cua co quan, t6 chuc.

3. Trong qua trinh thgc hi~n, nSu co v§n d8 phat sinh ho~c can sua d6i, b6
sung, cac cO'quan, t6 chuc phan anh v~ Sa NQi Y\l dS t6ng hqp, bao cao Oy ban
nhan dan tinh xem xet, quySt dinh.!.

TM. iN BAN NHAN DAN
cHiT TICH

N x "guyen Bon
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