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Bili 1
 

NHUNG VAN DE CHUNG VANHI~M Vl}
 

CONG TAc VAN THU (} UY BAN NHAN DAN XA
 
I. Khii ni~m, nQi dung va yeu c§u cong hic van thU' 

1. Khai ni~m cong tac van thO' 

Theo khoan 2, diSu 1 Nghj dinh 110/2004/Nf)-CP ban hanh ngay 08/4/2004 

cua Chinh phu v~ cong tac van thu, khai ni~m cong tac van thu du<)'c qui dinh: 
~ 

"cong tac van thu quy dinh t~i Nghi dinh nay bao gdrn cae eong vi~c v~ so~n 

thao, ban hfulh van ban; quan 1y van ban va tfii li~u khac hinh thanh trong qua 

trinh ho~t dQng cua cac ca quan, t6 chilc; quan ly va sir d\lng con dfiu trong cong 

tac van thu" 

Qua do, cong tac van thu aUBND xa khu V\lC ddng b~ng du<)'c hiSu la h04;lt 

dQng dam bao thong tin bfu1g van ban ph\lc V\l cong tac quan 1:9', di~u hanh va bao 

gom toan bQ cac cong vi¢c lien quan dSn xay d\fIlg, t6 chuc quan 1:9' va giai quyet 

van ban dugc hlnh thanh trong ho~t dQng eua UBND xa. 
Cong tac van thu t~p trung VaG 3 vfin d~: So~ thao va ban hanh van ban; 

Qmin lyva giai quySt van ban (trong do bao gdm van ban di; van ban dSn; l~p hd 

sa cong vi~c va giao nQp hd sa, tai li~u VaG luu tm); Quan ly va su d\lng con dfiu 

(dfiu·UBND xii va mQt s6 dfiu khac). 

2. NQi dung va yeo c§u 

2.1 NQi dung cong tac van thO' 

2.1.1 So~n thao, ban hanh van ban 

- Thao van ban (so~n thao). 

- Duy¢t ban thao (duy~t nQi dung van ban). 

- Danh may, sao (in) van ban. 

-Ky "va ban hanh van ban. 

2.1.2 QUaD Iy van ban va tai li~u khac Ilinh thanh" trong qua trinh ho~t 

dQng eua UBND xii 

- Quan 1:9', giai quySt van ban den. 

- Quan ly van ban di. 

- L~p ho sa cong vi~c va giao n9P h6 sa, tai 1i~u vao 100 tm UBND xii. 

2.1.3. QUaD Iy va sir d.,ng COD daD trong cong tac van thu 

- Bao quan con dau UBND xa va cac lo~i con dau khac. 
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- Sir d\lng con dau UBNP xii theo dung qui dinh. 

2.2 Yen cAn cong tac van thO' 

f)~ c(mg tac van thu :tJBND xii bao dam ph\lc V\l cho ho~t dQng quan 19, diSu 

haOO d~t hi~u qua, cong tac Van thu phai dam bao th\{c hi~n dugc 4 yeu cau co 
-- ban: Nhanh ch6ng - Chinh xac - Bi m~t - Hi~n d~i. N9i dung C\l thS cua 4 yeu 

cAu tren dugc hiSu OOu sau 

• Nhanh chong: C6 nghi~ la qua trlnh t6 chuc th\Cc hi~n cac n¢i dung C\l 

the clla cong tac van thu aUBND cap xa, til khau xay d\TI1g van ban dSn khau t6 

~hltc quan 19, giai quyet van ban (di - den) duQ'c tien hanh nhanh, kip thOi se gop 

phan dAy OOanh tien dQ giai quyet rnQi cong vi¢c quan 19, diSu harm aUBND 

xa. Trong van ban quan ly deu chua d\TI1g OOUng thong tin ve m¢t sl! vi¢c OOat 

diOO, nen neu vi~c t6 chrrc giai quyet van ban ch~m se lam giam tien dQ giai 

quyet cong vi¢c cua UBND xa, dong thai lam giam y nghia tinh c~p nh~t cua 

nhUng sl! vi¢c, thong till neu ra trong van ban. 

• Chinh X3C: vS nQi dung, th~ thuc van ban va cac khfiu ky thu~t nghi~p \Tv 
trong cong tac quan ly van ban, tai li~u dugc hinh thanJI trong ho~t d9ng quan ly 

cua UBND xii. C\l thS OOu sau: 

NQi dung van ban 

'&'. 

-. 
'

(1) 
N¢i dung van ban 
phai chinh xac tuy¢t 
d6i ve m~t phap lye 
Cac dan chUng ho~c 

trich dan trong van 
ban phai hoan toan 
chinh xac ve n¢i dung 
thong tin. SO li¢u neu 
trong van ban phai 
day du, chUng crr 
phai ra rang. 

(2) 
Van ban ban haOO phai co 
day du cac thaOO phan do 
Nha nuac qui dinh. Mau 
triOO bay phai dung thea 
Thong tu s601/2011m
BNV ngay 19/01/ 2011 
cua B9 N9i V\l hu6ng dfin 
th~ thuc va Ky thu~t trinh 
bay van ban haOO chinh. 
(tham khao them Thong tu 
l.ien tjch 55/2005fITLT-BNV
VPCP ngay 06/5/2005). 

(3) 
Yeu cau chinh xac phai dugc 
thgc hi¢n nghiem tue trong tat ca 
cac khau nghi¢p V\l cua cong tac 
van thu OOu: daOO may, sao (in) 
van ban; dang ky van ban; 
chuyen giao van ban; luu van 
ban ... khong sao (in) thira/thieu 
s6 luqng; dang ky van ban phai 
day du thong tin, chuyen giao 
van ban dung" thai gian va den 
t~n tay ngum OO~n. 
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• Bi m~t: Nguyen t~c nay dugc hi~u: phai bo tri phong lam vi~c rieng cho 

cong chuc Van phong - Thong ke; Iva chQn cong chuc lam cong tac lien quan 

dSn van thu, van phong phlli qmin tri¢t dugc tinh th~n gift gin bi mi).t thea dung 

qui dinh cua Phap I¢nh bao v~ bi m~t Nha nuac s6 30/2000/PL-UBTVQHIO ngay 
..;:;

28/12/2000. Va trong mQt khia c(;lnh khac cua quan 19 cling phai gift gin bi m~t 
""~ 

ca nhitng nQi dung thong, tin mai chi dang ban b(;lc, chua thanh cac quyet dinh 

chinh thuc ho~c chua duQ'c ban h3nh b~ng van ban. 

• Hi~n d~i: NOi dung cong tcie van thu rAt phong phil da d~ng, phuc t~p, co 

nhihlg thao tac dugc l~p di l~p l~ nhiSu IAn theo chu ky, co nhihlg thao thac cAn 

phai dugc sir d\lng cac phuong ti~n kY thu~t h6 trg d~ thilc dAy tiSn dQ giai quySt 

va xu 19 van ban kip thm. Yeu cau cua hi~n d(;li trong c6ng tac van thu dii tra 

~hanh mOt trong nhfrng ti~n d~ bao dam tinh hi~u 19c, hi~u qua cho ho~t dQng 

quiin 19 Nha nuac n6i chung va cua UBND xa khu vgc d6ng bfuIg noi rieng. 

Hi~n d(;li hoa cong tac van thu duQ'c hi~u la vi~c Ung d\lng cong ngh~ thong 

tin trorig nghi~p V\l cong tac van thu va sir d\lng co hi~u qua cac trang thiet bi van' 

phong hi~n d(;li. 

Hi~n d(;li hoa cong tac van thu dang duQ'c coi la mQt yeu cau cfip bach nhung 

phai tien hanh tUng buac, phil hQ'P vai trinh dQ khoa hQc ky thu~t chung cua dfit 

nuac cling nhu dieu ki~n. C\l th~ cua tUng UBND xii. Vi¢c ap d\lng cac phucrng 

ti¢n ky thu~t hi~n d(;li, cac phat minh, sang che co lien quan den vi~c tang cuCmg 

hi~u qua cua cong tac van thu trong cai cach nen h3nh chinh trong giai do~n 

hi~n nay. 

II. Vj tri, y nghia eoa cong tic van thO' 

1. Vj tri 

DuQ'c xac dinh la mQt m~t ho~t dQng cua b¢ may quan ly, la n¢i dung 

quan trQng trong ho~t dOng cua UBND xa khu vgc d6ng bfuIg. COng t~k van thu 

anh huOng tI¥c tiep den chfit luqng quan ly Nha nuac aUBND xii. 

2. Y nghia 

- Cung cap kip thm, day du, chinh xac nhitng thong tin can thiet ph\lc V\l 

nhi~m V\l quan Iy nha nuac aUBND xii. 
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- T6 chuc va th\lc hi~n t6t cong hie van thu se g6p phfin gi3.i quyet cong vi¢c 

cua Uy ban nhan dan xa dugc nhanh chong, chinh xac, hi¢u qua, dung chinh 

sach, dung che dQ; gop phAn gift gin bi m~t cua Dang, Nha nuac va cua UBND 

xa khu vgc d6ng bfulg, hj;lIl che dugc b¢nh quan lieu, giay to va vi¢c 19i d\lng sa 
h<1 trong quan 19 van ban d~ lam nhiing vi¢c tnii phap lu~t. 

- Gift le;ri dAy du chUng cu v~ mQi ho~t dQng clla UBND xa khu vgc d6ng 

bfulg. NQi dung thong tin trong cac van ban chua d1;TI1g cac thong tin phan anh 

ho~t dQng hang ngay cua UBND xa cling xa nhu ho~t dQng cua cac ca nhfin gift 

cac chuc "\I, trach nhi¢m khac nhau aUBND xa. Trong qua trinh ho~t dQng cua 

UBND xa, cac van ban dugc luu gift dAy du, nQi dung van ban ban hanh chinh . 

xac, phan anh dung cac ho~t dQng cua UBND xa, khi cAn thiet cac van ban se liL 

b~ng chUng phap 19 chUng minh cho cac ho~t dQng cua UBND xa. 

- T6 chuc thgc hi¢n cong tac van thu n~ nep se gift gin dugc dAy du ho sa, 
tai li¢u, t~o di~u ki¢n thu~ 19i d~ liun t6t cong tac hm tIii <1 UBND cap xa. VI 

nguon b6 sung chu yeu, thuC1ng xuyen cho lUll trft UBND xa la cac ho sa, tai li¢u 

co gia tIi tic van thu. Neu chat lugng ho sa l~p khong t6t (khong dung yeu cAu), 

van ban gift l~i khong day du thl chat lugng ho sa tai li¢u nQp vao lUll tIii UBND 

xa khu vgc d6ng b~ng khong d~t chdt lUQ1lg, gay kh6 khan cho cong tac hm tIii 
sau nay khi nghien cUu khai thac sir d\lI1g. 

III. Traeh nhi~m th.,e hi~n cae nhi~m VI} eong tae van thll UBND xi khn 

V1]'C dAng bing 

1. Il,e thiI eong tae van thll UBND xii 

Khong co bien ch~ chuyen trach th\Ic hi~n cong tac van thu nhu UBND 

cdp huy~n; UBND cdp tinh. T~i Thong tu s6 02/2010JTT-BNV ngay 28/4/2010 

clla BQ NQi V\l hu6ng d§n chuc nang, nhi~m V\l, quy@n h~ va t6 chuc clla t6 

chile Van thu, Luu tm BQ, cO' quan ngang BQ, cO' quan thuQC Chinh phu va Uy 
ban nhan dan cac cdp, di@u 9, Chuang III t6 chuc van thu, luu trti ~i Uy ban 

nhan dan cac cdp, qui djnh t6 chuc Van thu, Luu trti cdp xa nhu sau: 

- T~i UBND xa, phuOng, thi trfut b6 tri cong chuc kiem rihi~m lam van 

thu, lUll tm. 
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- Nguai lam van thu, lUll trU phai co du tieu c~huAn nghi~p V\l thea quy 

diOO cua phap lu~t va thlJc hi~n OOi~m V\l thea huOng ddn chuyen mon cua S6 

NQi V\l. 

Hi~n nay, cong chuc kiem OOi~'m lam van thu, lUll tm giao cho cong chuc 

Van phong - Th6ng ke xa dam OOi~m. DS dam duang cac tac nghi~p chuyen 

mon cua nghi~p V\l van thu, lUll trfi' aUBND xa, cong chuc Van phong - Th6ng 

ke cAn phai ren 1uy~n dS c6 du tieu chuAn OOu then qui diOO t~i Nghi dinh 

112/2011/ND-CP ngay 05/12/2011 cua Chinh phu vS cong chuc xii, phuOng, thi 
, 

tran. 

Ngoai tiOO d~c thiI tren, cong tac van thu 6 UBND xii con chiu aIm huOng 

h6i tiOO d~c thiI cua h~ thang chiOO tri 6 c~p xii (HQi d6ng OOan dan va cac t6 

chuc doan thS khong c6 van thu rieng; khong c6 cac phong, ban rna chi c6 cong 

chuc cftp xa dam oo~ cae 1inh \'\IC duQ'c giao).yan thu UBND xa chi duQ'c b6 tri 

kiem OOi~m OOung phai thlJc hi~n ca hai chuc nang giup Chu tich quim ly cong 

tac van thu va t11lC tiSp thgc hi~n OOi~m V\l cua cong tac van thu va 1uu trfi' tai 

li~u acftp xii, ben c~ d6 triOO d<) cong chuc cftp xa OOin chung con thftp. 

2. Phan cong trach nhi~m thl1c hi~n nhi~m VI} cong tac van thO' 

T~i dieu 4, Thong tu 14/2011/TT-BNV ngay 08/11/2011 cua BQ NQi V\l 

quy diOO quan ly h6 So', tai li~u hiOO thanh trong ho~t dQng cua HDND va UBND 

xa, phuOng, thi trAn qui diOO OOu sau: 

-Tracb nbifm ciiaChii tjcb UBND cip xi: chiu traRn:nhi~m quan If hd 
sa, tili 1i~uhinh thanh trong ho~t dQng cua HDND va UBNPcap xa, chi d~o vi~c 

t'h h· d·OO?' Nh"" , ~ , h 1'" ,.' ..-:- " · d' LA', A ..... ' ., \IC ,'l~n,cac quy 1 cua',· a nuoc ve cong tac van tU,tm,.w t~1 la PliUOl1.g. 
~ h he" ? C'.-'h? • h HnND" - , 'h"·':nhi".'", h? d . a'A- T.rac n l~m cua ·u tIc· II. cap xa: co trac.:t;m c 1 .~o vn;c 

qUID 1y h6 sa, tai li~u hiOO thanh trong ho~t d<)ng cua HDNDtneo Quy ch5cong 
tac van thuva luu tm cuit~HDND va UBND cAp xii. 

'T" ~ 'h' 'he" :" h' I~ " t' """, th'::::")"":::"" t - t ,'. t'TB""'N':'D:?- '" ,rae". ::11 ,l~m cua::cong c' tlC ,:am cong ,'a~ 'van : ':,~,::.:...::~:::::,:rU'@l ':'?':::: ..':.::,.':, 

cAp.Xi:chiu trach OOi~U1,ttu6'c Chutich UBNDcip xa¥~:"vi~,c tb\l'~hi~A'eac 
OOi~.· V1;lduQ'c quy 4iOO t~i DiSu 5 Thong tu 14f~,oltrrr~BN\T:n"gay 

0:8/1 :112(}':11. ' 

eh~::~:h~7i:U:i~~: ~r~c:o:~:~~a:::::c~~~~:!~mt
 

~ '"' 
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14/2011/TT-BVN ngay 08/1112011 va cac quy dinh khac cua phap lu~t v8 cong 

tac van thu, lUll trit. 

Nghiem cfun vi~cGhiSm giu, tieu huy trai phep, lam AU h~i hB So', tii li~u 

lUll trit ho~c sir d\lng tai li~u lUll trit vao fi\lC dich trai .v6i lQi fch eua Nha nuac, 

quy8n va 19i fch hqp phap cua t6 chuc, ca nhan. 

D~ th\lc hi~n quy dinh tren, trach nhi~m th\lc hi~n nhi~m V\l cong tac van 

thu 6 UBND xii khu V\lC dBng b~ng duQ'c phan cong trach nhi~m nhu sau: 

2.1 Cho tjch : 

. C6 trach OOi¢m quan ly cong tac van thu trong phl:lm vi UBND xa khu V\lC 

dBng bing. D~ thgc hi¢n dugc trach nhi¢m nay, Chu tich UBND xii giao cho 

cong chuc Van phong - Th6ng ke xii khu V\lC dBng bing ph1;l tnich va t6 chuc 

thgc hi¢n cac nghi¢p V\l c6ng tac van thu trong phl:lm vi trach nhi¢m quan lye 

Nhi~m v~ c~ thi: 

- T6 chuc giai quyet kip thm, chinh xac cac van ban den cua UBND xa. Tuy 

thea chuc nang, nhi¢m ~ cua tUng chuc danh chuyen mon OOu Tai chiOO - Ke 

toan; Tu phap - HQ tich;. Dia chiOO - Xay dgng; Van hoa - Xa hQi; TruCmg cong 

an xii; Chi huy truCmg quful sg trong UBND xii. Chu ticp co th~ giao cho Pho chu 

tich giai quyet nhung van phai chiu trach OOi¢m chung ve vi¢c giai quyet. 

- Ky van ban thea dung qui diOO cua Nha nrrac. C\l th~ la OOUng van ban 

quy phl:lm phap lu~t va van ban haOO chiOO. 

Chu tich co th~ uy quyen cho Pho Chu tich ky thay nhOOg van ban thuqc 

thfun ky cua Chu tich va nhOOg van ban thuQc phl:lm vi 1100 Vl!c cong tac da phful 

tong cho Ph6 Chu tich. 

- Xem xet va cho y kien d6i vai vi¢c phan ph6i, giai quyet van ban den 
tj,," 

(ho~c co th~ giao cho Pho Chu tich). 

- Tl1Jc tiSp so~ thao van ban quan trQng, phuc t~p. 

- Ki~m tra vi¢c chap hanh cac che dQ, qui diOO ve cong tac Van thu aUBND 

xii khu V\lC dBng bing. 

2.2 Can bQ, c6ng chuc 

Trong phl:lm vi OOi¢m Vl} va quyen h~ cua minh, cac can bQ, cong chuc cua 

chinh quyen cap xa deu phai c6 trach nhi¢m thgc hi¢n dfiy du nhOOg nqi dung 

cua cong tac van thu co lien quan den phfin vi¢c cua minh. C\l th~ la : 

• C6 trach Dhi~m giai quyet kjp thai cac van baD theo yeu cau· coa Cho tjch. 

7 



- So'Pl thao cac van ban thuQc ph~m vi trach nhi~m chuyen mon da dugc phan
 

cong.
 

- L~p ho sa cong vi~c ph\! trach va giao nQp ho sa vao luu trti thea qui dinh cua
 

UBND xa khu vvc dBng bing.
 

- Bao dam gift gin bi m~t, an toan nQi dung van ban.
 

- Th\Tc hi¢n nghiem tuc mQi qui dinh C\l th~ trong che dQ cong tac van thu cr cap
 

xa.
 

2.3 Cong chuc Van phong - Thong ke xi 

Theo Dieu 5, Thong tu 14/20111TT-BNV ngay 08/11/2011, nhi~m V\l cua 

cong chuc lam cong tac van thu, luu trfr ~i UBND cAp xaduQ'c quy dinh OOu 

sau: 

- Tham muu choChu tich UBND cdp xa th\lC hi~n cnucn,ang quan ly nha 

nuo-c ve cong tac van thu, lUll trfr ~i UBND cdp xa, bao dap;,1s\fth6ng nhdtquan 

ly the.o lim V\lC chuyen·ri1on. 

-. Tham mUll choChu tich UBND cdp xa trong vi~c .quan 1y hB sa, taili~~ 

cua JH)MD va UBND cAp xa. 

,. Quan ly van banoi, dSn; quan ly hB sa, tili li~u trongkho lUll trfr cAp xa; 

hu<Yng dfut can b<), congchuc UBND cdp xa ve l~p hB sa c5ng vi~c'; t6 chucsAp 

xSp co h~ th6ng,bao qU~hB sa, tai li~u an tow d~ ph\lc vv.laudaichocong tac 
') ~ND· .. , UB·ND .~ .. '.: .. 

~ua rtv·· .•... va . . .. ... . cap. ·xa. 

- Ph\lc V\l nhu cAukliai thac, su d\Ulg hB sa, tm li~u luu tritcua cae 16 chuc 
" , 00··"va caan. 

D~ dam nhi~m cae quy djnh tren, trong qua trinh th\lc hi~n cong chuc Van 

phong - Th6ng ke xa khu V\IC dBng bing cAn chu y: 

* Doi vOi vi~c quan Ii va giai quyet van ban den 
- T6 chuc tiep nh~ van ban den. 

- Kiem tra, phAn lo~i, boc bi, dong dau den. 

- TrInh Chu tich van ban den. 

- Dang ky van ban den d~ quan ly, thea d5i. 

- Chuyen giao van ban den: Chu ti·ch, Ph6 Chu tich, cac uy vien va cac cong 

chuc chuyen mon cr cap xa. 

* D61 vOi vi~c quan Ii van ban di 
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- Ki~m tra l~i th~ thuc van ban; ghi so, ngay, thang; t6 chuc trmh ky, nhan 

ban va d6ng dau vao van ban die 

- Dang ky van ban die 

- Bao g6i va lam thu tl;1c girl van ban die 

- Sap xep, bao quan va phl;1c Vl;1 nghien cu.u sir dVng van ban luu. 

Can Cll vao nhu cau C\l th~: hang ngay c6ng chuc van phong - Thong ke 

co trach nhi~m thea d5i quan ly va cap giay gi6i thi~u, giay di du(mg cho can bQ, 

cong chrrc cap xa di cong tac thea phon c\lng cua Chu tich ho~c Phd Chli tich 

UBNDxa. 

- L~p va bao quan c'ac lo~i s6 sach cua Van phong UBND xii (s6 dang ky 

van ban di - den; s6 chuy~n giao van ban; s6 dang ky don thu va s6 thong ke cac 

lo~i thea yeu cau cua Chu tich va cua cap tren; qmin 19 phfuI mSm trong qmg toc 

van thu va th6ng ka 
* lJfii vOi vi~c ltJ,p ho suva giao nt)p ho SO', tiii li~u 

- Giup Chu tich ki~m tra, don doc v~c l~p ho sa va giao nQp ho sa, tai li~u 

yao luu trUe 

- Hoan chinh vi¢c l~p ho saluu t~i Van phong UBND cap xii. 

* Dfii vOi vi~c qudn Ii va sit dlJ,ng con'dau 

- C6-trach nhi~m bao quan an toan cac lo~i con dau ~ua chinh quyen cap xii 

(bao g6m dau qu6c huycua chinh quy~n xa, dau chu~ danh; dAu chi muc d9 

khAn, m~t). 

- Trvc tiep dong dau vao van ban, tai li~u do UBND x6 ban hlmh.
 

NQI DUNG THAo LU~N - THVC HANH HAIl
 

1. Phan tich khai ni~m, n9i dung, yeu cAu cua cBng tac van thu. 

2. Phan tich vi tn, y nghia cua cong tac van thu 6 UBND xa khu vgc d6ng 

bfu1g. 

3. T~i sao phai phan cong trach nhi~m d6i v6'i vi~c th\Ic hi~n cac nhi~m V\l 

cua cong tac van thu 6 UBND xa khu V\IC d6ng bang. 

4. Lien h~ thgc tqmg cong tac van thu 6 UBND xa khu '1lc d6ng bfu1g 

(noi cong chuc Van phong - Th6ng ke dang cong tac). Nhung vAn dS·cfuI phai 

kh~c ph\lc. Giai phap nang cao chAt lugng, hi~u qua cua cong tac van thu d6i v6'i 

ho~t dQng quan ly 6 chinh quySn cAp xa. 

9 

.~--_.~_.. "..--



Bai2
 

TO CHUC QUAN LY, GW QUvET VAN BAN vA
 
QUAN LY SU DVNG CON DAu TRONG HO~T DONG CUA UBND xA 

I. Khai ni~m, yeo cAu va nguyen tic 

1. MQt sa khai ni~m 

1.1 Van ban di: 

T~t ca cac lo~i van ban, bao. g<3m van ban quy ph~m phap 1u~t, van ban 

hanh chinh va van ban chuyen nganh (ke ca ban sao van ban, van ban luu chuyen 

nQi bQ va van ban m~t) do cO' quan, t6 chuc phat hanh dugc gQi chung la van ban 

die 

1.2 Van ban d~n: 

T~t ca cac lo~i van ban, bao g<3m van ban quy ph~m phap 1u~t, van ban 

hanh chinh, van ban chuyen nganh (ke ca ban Fax, van ban dugc chuyen qua 

mcp1g va van ban (m~t) va don, thu gui den cO' quan, t<3 chuc duQ'c gQi chung 1a 

van ban d~n. 

1.3 Quan Iy, giai quy~t van ban: 

- Quan Iy: T<3 chuc th\Ic hi~n cac thao tac nghi~p V\l trong quy trinh quan 1y 

va giai quyet van ban di - den; ph6i hgp va phan cong trach nhi~m tham gia giai 

quySt de dam bao tiOO khoa llQC va chinh xac. 

+ Giai quy~t: Nghien Clm, dS xu~t nhfrng chu truong, bi~n phap dS xu 1y 

nQi dung van ban dung quy dinh. 

1.4 Bang kY van ban: 

Dang kY van ban la vi~c ghi chep ho~c c~p nh~t nhfrng thong tiri c~n thi~t 

vS van ban nhu: 86, kY hi~u; ngay, thang, nam ban hanh ; ten lo~i va trich yeu nQi 

dung; nO'i nh~n v.v..... vao s6 dang ky van ban ho~c cO' s6 dtt li~u quan Iy van ban 

tren may vi tiOO de quan Iy va tra tim van ball. 

2. Yeu cAu va nguyen t~c chung: 

Quan 1y t~p trung, th6ng nh~t; dUng quy dinh; dam bao trinh 1\1' 1.ogic khoa 

hQc; kip thai; khong dS quen ho~c b6 S6t; dUng trach nhi~m. < 
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II. Ky nang th.,e hi~n qui trinh quan Iyvan ban di 

De th\lC hi~n vi~c quim 1y van ban di ~i UBND xa khoa hQc, hi~u qua ph\lc 

V\l cho ho~t dQng quim 1y, di~u harm, trong qua trinh th\lc hi~n tac nghi~p chuyen 

mon thuQc linh V\lC nghi~p V\l van thu, cong chilc Van phong - Thdng k~ cAn t~p 

trung vao cac ky nang thea qui trinh nhu sau: 

1. Ki~m tra tb~ tbtfc, binb tbtfc va ky tbuit trinb bay 

- Mt}e dieh: Dam bao v~n ban cua UBND xff ban hanh chinh xac, dung 

thea qui dinh cua nha nuac; khong sai sot, t~o diSu ki~n thu~n lQ'i cho vi~c triBn 

khai. 

- NQi dung cong vi~c ti~n banb: 

+ Ki~m tra: DQc, ra smit ky toan bQ nQi dung van bim, ky thu~t trinh bay, 

thfun quyen ban harm sau do ghi sB va ngay, thang van bim de quan 1y toan bQ 

van bim di cua UBND xff dff ban hanh. 

+ Ghi sA eua van ban: 

TAt ca van bim di cua cO' quan, t6 chilc, trir wang hQ'P phap 1u~t co quy djnh 

khac, deu duQ'c danh sB theo h~ thBng sB chung cua cO' quan, t6 chilc do van tim 
thdng nh~t quim lYe 

DBi v6i van bim harm chinh UBND xa: lAy sB chung (t6ng hQ'P) de theo doi 

do sB 1uQ1lg van bim ban harm khong nhieu. 

DBi v6i van bim quy ph~ phap 1u~t duQ'c danh sB thil tv va ky hi~u theo 

quy dinh t~i DiSu 7 eua Lu~t ban hanh van ban qui ph~m phap lu~t cua HDND 

va UBND ban hanh ngay 14/12/2004: Van ban quy ph~m phap lu~t do HQi d6ng 

nhan dan, Uy ban nhan dan ban harm phai duQ'c dcinh sB thil tv Clulg v6i nam ban 

hanh va kY hi~u cho tUng lo~i van bim.Vi~c danh sd thil tv phai b~t dAu ill sd 01 

thea tUng lo~i van ban cung vai nam ban hanh lo~i van ban do. 

Ky hi~u cua van ban quy ph~m phap lu~t cua HDND, UBND duQ'c s~p 

x~p nhu sau: sd thil t\1 cua van bim/nam ban hanhlten vi~t t~t cua lo~i van ban 

ten viet tilt cua cO' quan ban hanh van bim. . 

Vi tri trinh bay: 0 sB 3 theo Thong tu sB 01/20 I1/TT-BNV ngay 19/0112011 

cua BQ NQi V\l huang dful the thilc va ky thu~t trinh bay van bim hanh chinh. 

Van bim m~t duQ'c danh sd va dang kY rieng. 
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+ Ghi ngay, thing, nam ban banh van ban: 

Vi~c ghi ngay, thang; nam ban hanh van ban duQ'c thgc hi~n thea quy diOO t~i 

diem b, khoan 1, dieu 9 Thong tu 86 01l2011ill-BNV ngay 19/0112011 Clla BQ 

NQi V\l huOng dful th~ thirc va kY thu~t triOO bay van ban hanh chinh. 

+ Nhfut ban: du, dung 86 lUQ1lg van ban c§n girl di, dung thai gian quy diOO. 

+ Trach OOi~m thgc hi~n: cong chirc Van phong - Th6ng ke xii. 

D6i vOi van ban m~t khi OOan ban th\Ic hi~n theo quy dinh ~i khoan 1, DiBu 8, 

Nghi dinh s6 33/2002/ND-CP ngay 28 thcing 3 nfun 2002 cua ChiOO phu quy diOO 

chi tiet thi hanh Phap l~OO Bao v~ bi m~t OOa nuO'c. 

2. Dong dAu CO' quan va dAu mwc dQ khin, mit (n~u co) 

- M1}c dich: Dam bao tiOO phap ly tru6c khi ban hanh 

- Tracb nbi~m dong diu: cong chirc Van phong - Th6ng ke; Truac khi 

dong cAn kiem tra kY lo~i ddu c§n sir d\lng 

a) Dong dAu CO' quan, tA chwc (UBND xii) 

- Vi~c dong d~u tren van ban duQ'c thgc hi~n thea quy djnh t~i khoan 2 v~ 

khOM 3, DiBu 26, Nghj djnl1 s6 110/2004/ND-CP ban hanh ngay 08 thcing 4 nfun 

2004 cua Chinh phu vS cong tac van thu va qui djOO cua phap lu~t co lien quan. 

- Vi~c dong dftu giap lai d6i vOi van ban, tai li~u chuyen nganh va phvlvc kem 

theo thvc hi~n theo quy dinh t~ khoan 4, DiSu 26, Nghi dinh 86 110/2004/ND-CP 

ban hanh ngay 08 thang 4 nam 2004 Clla Chinh phu ve cong mc van thu. 

- Dfru cua cO' quan, t6 chirc duQ'c triOO bay t~i 0 s6 8 (theo Thong tu 

01l2011ill-BNV ngay 19/01/2011 cua BQ NQi V\l huOng dful the thuc va kY th~t 

trinh bay van ban hanh chiOO); dftu giap lai duQ'c dong vao khoang giua mep phai 

cua van ban ho~c phVlvc van ban, trUm len mQt phfu1 cae to' gifty; m6i <!Au dong Wi 

da 05 trang van bim. 

b) Dong dAu dQ khin, mit 

- nAu chi mwc dQ khin: 

Vi tri dong con <!AudQ khfuJ. ("Hoa t6c" (ke ca "Hoa t6c" h~n giq), "ThUQllg 

khAn" va "KhfuJ.") tren van ban: 0 86 lOb, dimg mvc mau do tum (thvc hi~ theo 

quy diOO ~i diBrn b, khoan 2, diSu 15 Thong tu 01/2011ill-BNV cua BQ tnrOng 

BQ NQi V\l ban hanh ngay 19 thang 01 nam 2011 huOng dful the thuc va kY th~t 

trinh bay van ban hfuili chinh). 
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- Diu chi mtfc do mat:. . 
Con dAu cac dQ m~t ("Tuy~t m~t", "Tai m~t" va "M~t"), dAu "Tai li~u thu h6i" 

dugc	 kh~c sful thea qui dinh t~i M\lc 2, Thong tu s6 12/2002/TT-BCA ngay 

13/9/2002 huang dfuI thgc hi~n Nghi dinh sa 33/2002/ND-CP Clla ChiOO phu quy 

dinh chi ti~t thi hanh Phap l~OO Boo v~ bi m~t OOa nuac. 

Theo quy dinh t~i diSm a, khoan 2, diSu 15 Thong tu 01l2011ffT-BNV cua 

BQ truOng BQ NQi V\l ban hanh ngay 19 thang 01 nam 2011 huang d§ll thS thuc va 

kY thu~t trinh bay van ban hanh chinh: DAu dQ m~t duQ'c dong vao 0 sa lOa; DAu 

thu h6i duQ'c dong vao 0 sa 11. 

3.	 Dang kY Van ban di: 

- Ml}c dich, yeu cAu: 

Quan Iy, theo doi sa lugng van ban UBND cAp xa da ban himh; Vi~c dang 

ky van ban di ti~n hanh ngay sau khi dii dong dfiu phat hanh. 

- Phllong phap ti~n hinb: 

Dang kY vao sA - nh~p coo sa dfr li~u vao may vi tiOO. 

a) Dang kY van ban eli bing sA 
- L,p sA elang kY van ban eli: 

Can cu tAng sa va sa lugng m6i lo~i van ban di hang nam cua UBND xa khu 

V\lC d6ng bfulg quy dinh C\l thS vi~c I~p sA dang kY van ban ill cho phil hgp. Khong 

nen I~p nhiSu sB, co thS sir dl;mg mQt sA va chia ra thanh nhiSu phfuJ. dS dang kY cac 

la~i van ban. Tuy thea phuong phap danh s6 va dang kY van ban di ap d\Ulg thea 

huOng d§ll m\lc 3 Cong van s6 425NTLTNN-NVTW ngay 18/7/2005 cua Cvc Van 

thu va LUll trlr OOa nuO'c. 

- Dang kY van ban eli: Mdu sA va vi~c dang kY van ban ill, kS ca ban sao van 

ban va van ball m~t thgc hi~n thea huang d§ll t~i Ph\ll\lc VII, s6 dang kY van ban di 

kern theo Cong van sa 425NTLTNN-NVTW ngay 18/7/2005 cUa C\lC Van thu va 

Luu trlr OOa nuac vS vi~c huang d§ll quan Iy van ban di, van ban d~n. 

b) Dang kY van ban eli bing may vi tinh: sir d\lng chuang t9nh phfut mSm 

quan lyvan ban, dugc thgc hi~n thea Cong van s6 139NTLTNN- TTTH Cvc Van 

thu va LUll trlr OOa nuO'c ngay 14/3/2009 v/v huang d§ll quan 1y van ban di, van 

ban d~n va I~p h6 sO' trong.moi truOng m~g. 

4. Lam tho tyc, chuy~n phat va theo doi vi~c chuy~n phat van ban eli 
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- Lam thu Wc phat hanh van ban di: xac dinh nai cAn glii. 

- Chuy~n phat van ban di: 

+ Chuy~n giao ttvc ti~p trong nQi bQ UBND xii. 

+ ChuySn giao ttvc tiep cho UBND huy~n hay cac cO' quan, t6 chuc khac. :.

+ ChuySn phat van ban di qua buu di~n: phai th\lc hi~n kiSm tra, kY nh~ va 

dong dAu vao s6 (nSu co). 

+ Chuy~n phat van ban di b~ng may Fax, qua m~g 

Trong wOng hgp dn chuySn phat nhanh van ban ~ co thS dugc chuySn cho 

noi nh~ bang may Fax ho~c qua m~g, sau do phai giri ban chinh d6i vai nhUng 

van ban co gia tri lUll trUe 

- Chuy~n phat van ban m~t: 

Thgc hi~n thea quy dinh t~i Di~u 10 va Di~u 16 Nghi dinh s6 33/2002/NI)

CP ngay 28/3/2002 cua Chinh phu quy dinh chi ti~t thi hanh Phap l~nh Bao v~ bi 

in~t nha nuO'c va quy dinh ~i khoan 3, Thong tu s3 12/20021 TI- BCA (An) 

ngayI9/9/2002 cuaBQ wOng BQ Cong an. 

- Theo doi vi~c chuy~n phat van baD di 

Cong chuc van phong - th3ng ke xii co trach OOi~m theo doi vi~c chuySn phat 

van ban die NhUng cong vi~c C\l tll~ cAn th\lc hi~n: 

- L~p phiSu girl d~ thea d5i vi~c chuy~n phat van ban di thea yeu cdu cua 

nguai kY van ban. Vi~c xac dinh nhUng van ban di cdn l~p phiSu giri do cong chuc 

chuyen mon cua UBND xii tI\lc ti~p so~ thao van ban d~ xudt, triOO ngucri kY van 
ban quySt dinh. '. 

- D6i vai nhUng van ban di co dong d~u "Tai li~u thu h6i", phai thea doi thu 

h6i dUng thOi giari; khi nh~ l~i, phai kiSm tra, d6i chiSu dS bao dam van ban khong 

bi thiSu ho~c thfrt l~c; 

- D6i vOi bi van ban gui di vi ly do nao do (khong co ngucri nh~ thay d6i dia 

chi,.v.v...) buu di~n tra l~i thi phai chuySn cho dan vi ho~ ca nhan sq~ thao van 

ban do; d6ng thOi ghi chu vao s6 girl van ban di buu di~n dS kiSm tra, xac minh khi 

cAn thiSt; 

- TruOng hgp phat hi~n van ban bi thfrt l~c phaj kip thai bao ngum dugc giao 

trach nhi~m xem xet, giai quy~t. 
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5. LlfU van ban di, sip x~p phl}C VI} nghien Ctfu sti' dl}ng 

5.1 LlfU va sip x~p van ban di: 

- Nguyen tAc lUll: MBi van ban di phai luu hai ban, ban g6c lUll t~i van thu 

HDND, UBND cdp xii va 01 ban chinh lUll trong h6 sa cong vi~c cua can b<), cong 

chuc trgc tic~p giai quy~t cong vi~c do. 

- sip x~p: ban lUll van ban di ~van thu HDND, UBND cAp xii phiii dugc 

dong dAu va sip x~p theo thu tg dang kYo 

(Theo Di~u 9, Thong tu 14/2011nT-BNV ngay 08/1112011 Clla BQ NQi vv) 
5.2 Phl}c vI} nghien Ctfu: 

Cong chuc van phong - Th6ng ke xii co tnich nhi~m quiin ly, ph\lc vv T~p 

lUll va l~p s6 theo doi; kip thai ph\lc V1,l yeu cAu sir d\IDg ban lUll ~i van thu cua 

UBND xa thea quy dinh cua phap lu~t va quy diOO C\l th~ cua UBND xii khu V\lC 

dang bing. 

Mdu s6 va vi~c ghi s6 th\Ic hi~n theo hu6ng dfut ~i Phv lvc XI - S6 sir d\IDg 

ban lUll (Cong van s6 425NTLTNN-NVTW ngay 18/7/2005 Clla Cvc van thu va 

LUll trf.t OOa nu6c v~ vi~c hu6ng dful quiin ly van ban di, van ban d~n). 

Vi~c lUll gift, bao v~, bao quan va sir d\IDg ban lUll van ban di co dong ddu cac 

0<) m~t dl1qc th\lc hi~n thea quy dinh cua phap lu~t v~ bao v~ bi m~t OOa nu&c. 

UBND xii cAn trang bi dAy du cac phuong ti~n cAn thi~t dS bao v~, bao quiin 

an toan ban lUll t~i van thu. 

ID. Ky nang th'1c hifn qui trinh tA chuc quan Iy va giai quy~t van ban d~n 

Hang ngay, ngoai van ban di aUBND xii con co s6 lu<,mg ~ong 006 van 

ban tir cae noi khac chuySn d~n. DS quan ly van ban d~n UBND xii khong bi thAt 
Iit,... 

l~c, t~o di~u ki~n thu~ lqi cho ho~t d<)ng .quan ly, di~u haOO, trong qua trinh th\lc 

hi~n tae nghi~p chuyen mon, cong chuc van phong - ~h6ng ke xii khu V\lC dang 

bing cAn ~p trung vao cac kY nang quiin ly va giai quy~t van ban d~n theo qui trinh 

OOu sau: 

1. Ti~p nhin, dang kY van ban d~n 

a) Ti~p nhin van ban d~n: 

Khi ti~p oo~ van ban dugc chuySn d~n ill mQi nguan, cong chuc van phong 

i:b6ng ke c6 tnich nhi~m t6 chuc ti~p oo~ van ban d~n va khong dugc dS thAt l~c. 
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- D6i chi~u s6, kY hi~u gpj ngoai bi v6i s6, kY hi~u cua van ban trong bi truOng 

hgp phat hi~n co sai sot, thong bao cho nm gui biet dS giai quyet; 

- Neu van ban den co kern theo phieu giri thi phai dBi chieu van ban trong bi 

v6i phi~u giri; khi nh~ xong, phai kY xac nh~n, d6ng dAu vao phi~u giri va gui tra 

l~i cho nai giri van ban; 

- DBi vOi dan, thu khieu n~i, tB cao va nhfmg van ban c§n duQ'c kiSrn tr~ xac 

minh rnQt diSrn gi do ho~c nhfmg van ban rna ngay nh~ cach qua xa ngay thang 

Clla van ban thi c§n gifr l~ bi va dinh kern v6i van ban dS lam. bAng chUng. 

c) Bong dAu "B~n", ghi s6 va ngay d~n 

van ban d~n cua UBND xii phai duqc dang kY t~p trung ~i VB11 thu UBND xii, 

trir nhfmg lo~i van ban duqc dang kY rieng thea quy dinh cua phap lu~t va quy dinh 

Cll thS cua co quan, t6 chilc nhu cac hoa dan, chUng ill ke toan v.v... 

T~t ca van ban d~n thuQc di~n dang kY t~i van thu UBND xii phai dugc dong 

dAu "Den"; ghi sA den va ngay den (kS ca gia den trong nhfmg wOng hgp c§n 

thi~t). D6i vOi ban Fax thi c§n chvP l~i w6c khi dong d~u "D~n"; d6i v6i van ban 

den duQ'c chuySn phat qua rn~g, trong wOng hgp c§n thiet, co thS in ra va lam. thu 

tvc dong d~u "D~n". 

D6i v6i nhfmg van ban d~n khong thuQc di~n dang kY t~i van thu UBND xa 

thi khong phai dong dAu "Den" rna duQ'C chuySn cho doo vi ho~c ca nhan co trach 

nhi~m thea doi, giai quy~t. 

DAu "Den" duQ'c dong ro rang, ngay ngful vao khoang giAy trBng, duOi sB, kY 
hi~u (dBi vOi nhfmg van ban co ghi ten lo~), du6i trich yeu nQi dung (dBi vOi cong 

van) ho~c vao khoang gi~y tr6ng phia du6i ngay, thang, nfun ban harth van ban. 

...- M~u ddu "D~n" va vi~c ghi cac thong tin tren dAu "D~n" th\lc hi~n thea huOng 

dful t~i PhV1\lC I - Ddu "D~n" kern thea Cong van s6 425NTLlNN-NVTW ngay 

18/7/2005 cua evc van thu va Luu trfr nha nu6c. 

d) Bang kY van ban d~n 

van ban d~n duqc dang kY vao s6 dang kY van ban ho~c cO' sa dit li~u van pan 

den tren rnay vi tinh. ; 

* Bang kY van ban d~n bing sA: 
+ L~p s6 dang kY "an ban den:Tuy theo sB IUQllg van ban den hang nfun 

UBND xa khu vgc d6ng bAng quy dinh Cll thS vi~c l~p cac lo~i s6 dang kY cho phil 
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pgp (theo di~m d m\lc 1 cong van 425NTLlNN-NVTW ngay 18/7/2005 cua C\lC 

Van thu va LUll trfr Nha nu6c) 

+ Dang kY van ban d~n: Mdu s6 va vi~c dang kY van ban d~n, k8 va van ban , 
rn~t d~n, th\lc hi~n thea huOng dful t~i Ph\ll\lc II - 86 dang kY van ban d~n kern thea 

Cong van sB 425NTLTNN-NVTW ngay 18/7/2005 cua C\lC Van thu va Luu tm 

nhanuO'c. 

D6i v6'i don, thu khieu n~i, t6 cao: l~p s6 dang kY don, thu rieng; truang hgp ; 

s6 lugng dan, thu khong nhil~u thi nen sir d\Ulg s6 dang kY van ban den d~ dang kYo 
Mdu s6 va vi~c dang kY dan, thu dugc th\lc hi~n thea huOng dful t~i Ph\l l\lc 

III - 86 dang kY don, thu kern thea Cong van s6 425NTLTNN-NVTW ngay 

18/7/2005 cua C\lC van thu va Luu tm nha nu6c. 

* Dang kY van ban d@n bing may vi tinh: sir d\lIlg chuang trinh quan ly 

VaIl ban thea Cong van sB 139NTLlNN -TTTH ngay 14/3/2009 cua C\lC Van thu 

Luu trfr Nha nu6c. Vi~c dang kY (c~p OO~t) van ban d~n vaa cO' So' dfr li~u van ban 

den dugc th\lc hi~n theo hu6ng dfu1 sir d\lng chuang triOO ph§n mem quan ly van . 

ban cua co ql1an, t6 chuc cung c~p chuang triOO ph§n m~m. 

- Khi dang kY van ban den, cAn bao dam ro rang, chinh xac; khong viet bAng 

but chi, but m\lc do; khong viet tAt OOUng ill, C\1lIl tir khong thong d\Ulg. 

2. Trinh va chuy~n giao van ban d~n 

a) Trinh van ban d@n 

Van ban d~n ngay sau khi dang kY, kip thai triOO cha Chu tich (PhD chu tich) 

UBND xii xem xet va cho y kien phan ph6i, chi d~o giai quyet. 

Chu tich (PhD chu tjch) UBND xii: can cu vao nQi dung cua van ban d~n; quy 

che lam vi~c Clla UBND xii; chuc nang, nhi~m V\l va ke ho~h cong tae d~ cho y 
kien phan ph6i van ban; cho y kien chi ~o gicii quyet (neu co) va thOi h~ gicii 

quyet van ban (trong tl'uang hQ'P cAn thiet) ~ giao cho cac bQ ph~ ho~c cong chuc 

chuyen rp.on trang UBND xa giai quy~t. 

D6i v6'i van ban den lien quan den OOieu bQ ph~ cung tham gia :gicii quyet 

cAn xac diOO ro bQ ph~ ho~ ca nhan chu tri, chiu trach nhi~m chinh. 

Y'ki~n phan ph6i van ban dugc ghi vao fi\lC "chuy~n" trang d~u "D~n". 

Y kien chi ~o gicii quyet (neu co) va thm h~ giai quyet van ban den (neu co) 

dugc ghi vao phieu rieng. Mdu phieu gicii quyet van ban den do cac cO' quan, t6 
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chuc quy dinh C\l th~ (co th~ tham khan mdu "Phi~u giai quy~t van ban d~n" ~ Ph\l 

l\lc IV kern thea Cong VID1425NTLTNN-NVTW ngay 18/7/2005 cua CVe Van thu 

va LUll trlr nha nuO'c). 

Sau khi co y ki~n phan ph3i, y ki~n chi d~o giai quy~t (n~u co) cua Chu tich 

(pho Chu tich), van ban d~n dugc chuy~n tra l~i van thu UBND xii d~ cong chuc 

Van phong - Th3ng ke dang kY b6 sung vao s6 dang kY van ban d~n, sa dang kY 
dan, thu (trong wOng hgp dan thu dugc van s6 dang kY rieng) ho~c vao cac wOng 

tuang tmg trong cO' sa die li~u van ban d~n thee qui dinh cua UBND xii. 

b) ChUY~D giao VaD baD d~D 

Van ban d~n dugc chuy~n giao cho cae bQ ph~ ho~c cong chuc chuyen mon 

giai quy~t. Vi~c chuy~n giao van ban d~n cc1n bim dam nhUng yeu cAu sau: 

- Nhanh chong: van ban cAn dugc chuy~n t1¥c ti~p cho cae bQ ph~ ho~ cong 

chuc chuyen mon co tnich nhi~m giai quy~t trong ngay, ch~ nhAt la trong ngay 

him vi~c ti~p thee; 

- DUng d3i tugng: van ban phai dugc chuy~n cho dUng nguOi nh~; 

- Ch~t che: khi chuy~n giao van ban, phai ti€n hanh ki~m tra, d6i chi€u 'va 

!1gum nh~ van ban phai kY nl$l; d3i vm van ban d~n co dong dfiu "Thugng khAn" 

va "Hoa t6c" (k~ ca "Hoa t6c" h~n gia) thi cAn ghi ra thOi gian chuy~n. 

can bQ, cong chuc chuyen mon dugc Chu tjch (PhD chu tich) UBND xii giao 

tnich nhi~m, sau khi ti~p nh~ van ban d~n, phai vao s6 dang kY thee d5i va tri~n 

khai giai quy€t. 

Khi nh~ dugc ban chinh cua ban Fax ho~c van ban chuy~n qua m~g, phiti
 

dong dfiu "Dful", ghi s3 va ngay d~n (s3 d~n va ngay d~n la s3 thu tg va ngay,
 

~-
thang, narn dang kY ban Fax, van ban chuy~n qua m~g) va chuy~n cho bQ ph~
 

ho~e cong chuc chuyen mon dii nh~ ban Fax, van ban chuy~n qua m~g. 

Tu)' thee s3 lugng van ban d~n hang nam, cac cO' quan, t6 chuc quy~t dinh 
vi~c l~p s6 chuy~n giao van ban d~n thee huang dfu1 nhu sau: 

- TruOng hgp ti~p nl$l dum 2000 van ban d~n mQt narn thi nen sir d\lIlg ngay 

s6 dang kY van ban d~n d~ chuy~n giao van ban; ~ 

- TruOng hgp ti~p nh~ tren 2000 van ban d~n mQt nam cAn l~p s6 chuy~n 

giao van ban d€n (mdu 86 va cach ghi dugc th\lc hi~n thea huang dfu1 t~i Ph\l I\lc V 
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- S6 chuyen giao van bandSn kern theo Cong van s6 425NTLTNN-NVTW ngay 

18/7/2005 cua Cvc Van thu va LUll trfr nha nuO'c. 

3. Giai quy~t, theo doi va don dac vi~c giai quy~t van ban d~n
 

a) Giai quy~t van ban dSn:
 
~

Khi nh~ duQ'c van ban dSn, tUng bQ ph~ ho~c cong chuc chuyen mon co 

trach nhi~m giro quySt kip thOi theo thOi h~ duQ'c phap lu~t quy dlnh ho~c theo quy 

dinh C\l the cua UBND xa; d6i v61 nhUng van ban dSn co dong cac dAu dQ khAn, 

phro giai quySt khAn truong, khong duQ'c ch~ tre. 

Khi trinh Chu tich UBND xa cho ykiSn chi 40 giro quySt, cac. bQ ph~ ho~c 

cong chuc chuyen mon dinh kem PhiSu giiii quySt van ban dSn vaco y ki~n d~ xudt 

C\l the (m~u phiSu tham khao Ph\ll\lc IV kern theo Cong van s6 425NTLTNN

NVTW ngay 18/7/2005 cua Cvc Van thu va LUll trfr nha nuO'c.). 

D6i v6i van ban dSn co lien quan dSn nhiSu bQ ph~ va cong chuc chuyen 

mon khac. BQ ph~ chu tri giri van ban ho~ ban sao van bim (kern theo phiSu giai 

quySt van ban dSn co ykiSn chi 40 Clla Chu tich UBND xa) de lAy y kiSn dong 

gop, ph6i hgp. Khi trinh Chu tich UBND xa xem xet, quySt dinh, bQ ph~ chu tri 

phai trinh kern van ban tham gia y kiSn Clla cac bQ ph~ co lien quan. 

b) Theo doi, don d8c vi~c giai quy~t van ban d~n: 

TAt ca van ban dSn co cin dinh thai h~ giai quySt theo quy dinh cua phap lu~t 

p.o~c quy dpm Clla UBND xa dSu phai duQ'c theo doi, don d6c vS thOi h~ giai 

quy~t. 

Trach nhi~m thea doi, don d6c vi~c giai quy~t van ban dSn: 

- NguOi duQ'c giao tnl.ch nhi~m co nhi~m V\l theo doi, don d6c cac bQ ph~ giro 

quySt van ban dSn theo thOi h~ da duQ'c quy dinh; 
- can cu quy i1inh C\l the cua UBND x~ cong chuc Van phong - Th6ng ke xa 

co nhi~m V\l t6ng hgp s6 li~u vS van ban dSn, bao g6m: t6ng s6 van ban dSn; van 

ban dSn da duQ'c giai quy~t; van ban dSn da dSn h~ nhung chua duQ'c giai quySt 

v.v... d~ bao cao cho Chli tich UBND xii. 

TruOng hgp UBND xa chua Ung d\IDg may vi tinh de theo doi vi~c giai quySt 

van ban dSn thi Cong chuc Van phong - Th6ng ke l~p s6 theo doi vi~c giai quySt 

van bim dSn (m~u s6 va cach ghi s6 duQ'c th\lc hi~n theo huang dftn ~i Ph\ll\lc VI 
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86 theo doi giai quy~t van ban d~n kern theo Cong van s6 425NTLTNN-NVTW 

ngay 18/7/2005 cua eVc Van thu va LUll trfr nha nuO'c). 

+ D6i vOi van ban d~n co dong dAu "Tid li~u thu h&i", Cong chuc Van phong 

- Th6ng ke co tnich nhi~m theo doi, thu h&i ho~c girl tra l~i noi giri theo dUng thm 

h~quydinh. 

LUll y: Quan ly van ban m~t phai thgc hi~n theo Dieu 8, Thong tu 

14/2011nT-BNV ngay 08/11/2011. N9i dung quy dinh: 

Van hful, Uti li~u co n9i dung hi m~t nha nuO'c (gQi cit la van han m~t) dugc 

dang k)', quan ly thea quy dinh cua phap lu~t hi~n h8.nh vS bao v~ hi m~t nha nuO'c. 

Can cu van Danh m\lc bi m~t nha nu6c cia dugc cAp co thAm quyen quy~t 

dinh, Chu tich UBND cAp xii quy dinh lo~i tell li~u mang ne)i dung thue)c bi m~t nha 

nu6c thue)c de) Tuy~t m~t, T6i m~t, M~t. 

Tren bi van ban m~t d6ng cac dAu chii' kY hi~u de) m~t: Tai li~u "M~t" dong 

dAu chfr "C"; tili li~u "T6i m~t" dong dAu chii' "B"; tai li~u "Tuy~t ~t" dong dAu 

chii' "A". Tai li~u m~t girl dich danh ngum co trach nhi~m giai quy~t dong dAu "Chi 

ngum co ten mm dugc hoc bi". 

Bi van ban m~t dugc, lam bfulg lo~i giAy dai, kh6 thAm nu6c, khong nhin thAu 

qua dugc; khi cAn thi~t phai niem phong bi theo qUY.dinh; c6 phuong ti~n v~ 

chuyen bao dam an toan trong mQi tinh hu6ng; truOng hQP xet thAy cAn thi~t thi 

phiii b6 tri ngum boo v~ vi~c v~ chuyen van ban m~t. 

MQi truOng hQP giao nh~ van ban m~t gifra nhfrng ngum co lien quan deu 

phai vao s6, co kY nh~ giua hen giao va ben nh~. 

Trong truOng hQP truyen ne)i dung bi m~t Nha nu6c bing phuong ti~n vi~n 
,. 

thong va may tinh thi n9i dung hi m~t nha nuO'c phai duQ'c rna hoa thea quy dinh 

cua phap l~t ye co y~u. 

IV. Quan IY va sir d\lng con diu 

1. Khai ni~m: 

Dau la th8.nh phAn bieu hi~n tinh hQP phap va tinh chan thgc Clla van ban. DAu 

the hi~n tinh quyen 19c nha nu6c trong van ban Clla co quan nha nu6c. 

2. Nguyen tic dong diu: 

- Chi dong len van ban, giAy to khi dii co chfr kY c~ cac cAp co thAm quyen. 

- Khong dong dAu kh6ng chi (van ban, giAy to chua hoan chinh ne)i dung) 

21 



- DAu dong ngay ngful ro rang. TIinn len chi! kY ill 1/3 dSn ~ l~ch ve phia 

ben trai chfr kY 
- Ngum gii! dAu trgc tiSp dong (ngum gii! dAu = can bQ trong bien chS chinh 

thuc, cua UBND xa, hi~n nay &UBND xa giao cho cong chuc van phong - Thdng 
~-ke xii diun OOi~m) 

- DAu co quan chi dong vao van ban do co quan xay d\lIlg va ban hanh 

- Khong dong dAu vao ngoai gia himh chinh (dBi vOi cac co quan OOa nu6'c). 

TruOng hqp d~c bi~t TTCQ qllySt dinh (cho phep) 

3. Qui djnh quan Iy va Str d\lng con diu: 

Theo dieu 6 Nghi dinh 31/2009/ND-CP ban hanh 01/4/2009 cua Chinh phil 

sira d6i b6 sung rnQt s6 di~u cua Ngm diOO 58/2001/ND-CP ngay 24/8/2001 v~ 

qu8n ly va sir d\lng con dAu dugc qui diOO nhu sau: 

- M6i cO' quan, t6 chuc va cac chuc danh Nha nuac chi duQ'c sir d\ffig mQt con 

dAu. Trong truOng hgp c§n co them con dAu thu hai cimg nQi dung OOu con dAu thu 

OOftt phai co kY hi~u rieng dS phan bi~t v61 con dftu thll ooftt. 

- Cac co quan, t6 chuc co chuc nang cAp van bfulg, chUng chi, the, chUng minh 

ooan dan, thi thgc, visa co dan fmh thi dugc kh~c them dAu n6i, dAu thu 000 d~ ph\lc 

V\l cho cong tac, nghi~p V\l, OOung phai dugc co quan, t6 chuc eta ra quySt dinh 

th3nh l~p co quan, t6 chuc do cho phep, nQi dung con dAu phai giBng con dAu thu 

ooftt. 

- Con dAu lam xong phai dugc dang kY mau ~i co.quan Cong an va chi dugc 

sir d\lng sau khi eta Qugc cftp Gifty chUng OO~n dtt dang kY m~u dAu. CO' quan, t6 

chuc bi mAt GiAy chUng nh~ eta dang kY mau dAu, phai dS nghi co qucin Cong an 

noi dff cAp, cAp l~i. Vi~c dang kY mau dau phai nQp l~ phi theo quy diOO Clla BQ Tai 

chinh. Nghiem cfun vi~c t1J sua chua nQi dung con dAu sau khi dii dang kY. CO' quan, 

t6 chuc khi b~t dAu sir d\ffig con dau m6'i phai thong bao giOi thi~u mau con dAu 

mai". 
NOI. DUNG THAo LuAN..- THUC HANH BM 2 

I. D6i vo; quan Iy van ban di cho hqc vien thvc hanh cac khau nghi~p V\l 

trong qui trinh t6 chuc : 

1. Chuful bi triOO kYo 
2. Dong dftu (sir d\lng thaOO th~o cac lo~i con dftu). 
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3. Dang ky van ban di (s61ugng 1 Quy khoang 70 - 100 van ban). 

4. Bao goi lam thit t\lC chuy~n giao (v6i cac tiOO hu<3ng van ban di thuOng 

ya van ban di co cac muc dQ "M~t", "KhAn" d~ hQc vien dS phan bi~t cac t6 chuc 

th\lc hi~n). 

5. S~p x~p van ban luu, t6 chuc ph\lc V\l nghien CUll sir d\Ulg van ban 

luu(luy~n vi~t bia hB sa t~p luu, l~p s6 thea doi sir d\Ulg van ban luu). 

II. Dai vOi tA chuc quan Iy va giai quy~t van ban c1~n cho h(}c vien th,!c hanh 

cac khau nghi~p Vl}. trong qui trinh tA chuc 

1. T6 chilc nh~n, ki~m tra phan lo~i, boc bi van ban dSn UBND xii. 

2. Dong ddu d~n, huang dan cach ghi s<3 d~n, ngay d~n trong ddu d~n. 

3. Dang kY van ban d~n (s<3lugng khoang 70 d~n 100 vAn ban). 

4. Luy~n t6 chirc trinh Chit tjch (Ph6 Chit tjch) van ban d~n. 

5. Luy~n t6 chilc chuy~n giao van ban dSn. 

6. T~p thea doi ti~n dQ giai quy~t van ban d~n (L~p s6 thea doi huang dan cach 

ghi). 

(Mu(Yn tiIi li?u 1 quj cua VBND xd nai rna lOp ild hQC vien di viJn d1!ng· vao 

hoan canh Clj thi atUng ilia phuang). 

III. Quan Iy va sa dl}.ng con diu: 

1. Luy~n dong chiOO xac vao chit ky cua Chu tich va Pho Chu tich. 

2. Luy~n dong ddu giap lai, ddu treo. 

3. Huang dan bao quan va v~ sinh m~t ddu. 
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Biti 3: 

TO CHUC LAp HO sa vA NQP HO sa vAo 
-;. 

.	 . 
LUUTRUUYBANNHANDANxA 

I. Khai nifm, tae dl}ng va yeo eAu eua l,p h8 SO' 

1. Khai nifm 

1.1 Ho sa: M¢t t~p van ban, tai li¢u co lien quan vm nhau ve mOt van de, mOt sl!
 

vi¢c, mOt d6i tuqng C\l th~ ho~c co mOt (ho~c mOt so) d~c di~m chung nhu ten
 

IO(;li van ban; ca quan, t6 chuc ban hanh van ban; thCri. gian ho~c nhUng d~c di~m
 

khac, hlnh thanh trong qua trlnh thea d6i, giai quyet cong vi¢c thu¢c ph(;lm vi
 

chuc nang, nhi~m VQ clla mOt ca quan, t6 chuc ho~c cua mOt ca nhan.
 

Vi dV:
 

- Ho sa H¢i nghi ky hQp thu II clla HflND xii Van Tien nhi¢m ky XV khoa 

2011 - 2016 

- T~p Quyet dinh Clla UBND xii Mai Khe ve vi¢c cap giay chUng nh~n 

quyen sir dVng dat nam 2011 

- H6 sa ve vi¢c ky lu~t ong Mai Trang tham 0 cong qui cua xa nam 2011 

- T~p tai li¢u clla UBND xii Phil Blnh vm Cong ty X10 ve vi¢c t6 chuc tr6ng 

cay gay rimg	 nam 2011 

- T~p Bao cao clla UBND xii Nguy~t Duc ve tlnh hlnh thl!c hi¢n ke hO(;lch 

nam 2011 

1.2 L~p ho sa: T~p hgp va s~p xep van ban, tai li¢u hlnh thanh trong qua trlnh . 
thea d6i, giai quyet cong vi¢c thanh ho sa thea nhUng nguyen t~c va 'phuong 

phap nhat dinh. 

1.3	 Giao n{)p h8 sO'vao hm trw hifn banh: 

Dinh kY chuyen giao nhiing hB sa, Uti li~u co gia trj luu tru til cac dan vi, 

bQ ph~ chuc nang cua ca quan, t6 chuc vao luu trfr hi~n hanh thea qui dinh 

eua phap lu~t. 

2. Tae dl}ng eua lip b8sO' 

- Giup can bQ, co~g chuc UBND xa nb ch~c. thanh phfut, nQi dung va 

khBi IUQ11g van ban, tai li~u hinh thanh trong qua trinh giai quySt cong vi~c;tra 
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cUll van ban nhanh chong, day diI chfnh xac; lam can err d~ giai quy€t c6ng vi¢c 

kip thm, hi¢u qua. 

- Giup can hQ, cong chilc m6i tiep xuc cong vi~c, khi tien hanh, thgc hi~n 

cong vi~c hieu duQ'c sg cAn thiet phAi xay d\IIlg van han va trinh tg dic hu6c 

trien khai giAi quyet cong vi~c duQ'c thu~ IQ'i nhanh chong va hi~u quA. 

- Giup cho UBND xa quAn ly, luu gift cac van ban hinh thanh trong qua 

trinh ho~t dQng duQ'c t~p trung, thdng nhAt, khong hi lUll gift rbi Ie theo cac dia 

chi khac nhau, kh6ng mdt c6ng tra tim, t~o di8u ki~n cho vi~c nghien c(ru c6 h~ 

th6ng, logic. 

- Gop phAn t~o thu~ lqi cho giao nQp hc3 sa co gia tri cua UBND xa vao 

lUll trii thea dung qui dinh. 

De hc3 sa l~p dam bAo chAt IUQ'Ilg: vi~c l~p hc3 sa cong vi~c doi hoi phAi co 

ky thu~t (hieu hiet ca han ve phuong phap l~p hc3 sa)-va phAi hieu sau s~c tinh 

chAt nghi~p V\l chuyen mon duQ'c giao. 

3. Yeo cAu d6i vOi m8i h6 SO' dtrQ'c I,p 

Theo khoan 2, di8u 10 Thong tu 14/2011/TT-BNV ngay 08/11/2011 cua 

~Q NQi V\l da quy djnh: 

- H6 sa duQ'c l~p phai phan anh dung chuc nang, nhi~m V\l cua HDND va 

UBND, dUng nhi~m V\l da giao cho can hQ, cong chilc giAi quyet; 

-. Van ban, tai li~u duQ'c thu th~p dua vao h6 sa phai c6 sg lien quan ch~t 

che v6i nhau va phan anh dung trinh tg dien bi~n cua sg vi~c hay trinh tv' giai 

quy~t. 

ll. Cae IOfi hA SO' hinh thanh trong hOft dQng eua UBND xi
 

C·w , h ' nh· '" ?,,, h ' '1 ,. . " t ' "
" 'OW 'L., .:?lfl' c~ vao e· ;uc .:nang, . l~m V\l eua cae cong: c· U'C··:')a.m,·::cong .ac;clluyen 

mon thuQc llBND xa; ttaeh nhi~m giup UBND xa qu~ lyNlja;tr~~6c ve ti~ 'V\lc 

cong t4q: Tm qhinh, Tu\p}lap, Dia chinh,.Van phong, Y~h~-~i hQ~ Go~g an, 
'" ". ..' .. ".;; .. • 1\ H.,. .• " .; ;.' t....? .' •. h'''':'';::': :: .. ' ",' .,,·:k N 

Quan.,~~·:~~;::~h1Jc.hi~n:~ac nhi~mV1} khac do CIIU tl,C UY:·:i~~J;l·~an d?lfl: cap xa 

giao,tr~l)g~ua 1rlMhQ~t:d'QllgbUBND xi hinhtl1anh7~~~;h,~:sa: 

1. Nh6m ha sO'thuQc linh v'!c Titi chinh K~ toan: 

- Trach nhi~m I,p: c6ng chuc Tai chinh K~ toan 

- H6 SO' eong vi~e thuQe linh vlfe Tai ehinh K~ toan gAm co: 
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+ H6 sa thea doi dg toan, thgc hi~n thu chi ngan sach, quySt toan ngan 

sach, kiSm tra ho~t d<}ng tai chinh cua xa. 

+ H6 sa thea doi thgc hi~n dg an dAu tu xay dgng 'CO' ban. 

+ H6 sa thea doi ngu6n thu, thgc hi~n cac ho~t dQng Uti chiOO; KiSm tra cac 

ho~t dQng tai chil1h, ngan sach. 

+ H6 sa thea doi chi tien thea I~OO; Theo doi quan Iy quy tien m~t va giao 

dich v6i Kho b~c Nba nu6c. 

2. Nh6m h8 sa thuQc linh vile Ttr phap - HQ tjeh:
 

- Trach nhi~m I~p: cong chuc Tu phap - HQ tich
 

- HA sO' coog vi~c thuQc (ioh v'1c Ttr phap - HQ tich gAm co:
 

+ H6 sa thea doi so~ thao, ban hanh cac van ban CllJilnly theo quy djOO 

cuaphap lu~t; tAng hgp cac y ki~n Clla nhan dan d&i v61 dgtht lu~t, phap l~nh; 

phBhi&l,giao dvc phap lu,t trong nhan dan xa, phuOng, thf:i~. 

+H6.sa thea doi.chi d~o c<}ng d6ng dan cu tg quan ;~iydOOg huqngir<51c, 

quy uoc; kiSm tra vi~c th\lc hi~n huang uO'c,quy u6c; sO'k~t;i~ng kStco1l.gtap 
" . ., .h.oa··glal. 

+ H~so thoo doidang ky va qUan ly h<) tich . .. . " 

+ aasO' thea doic~p chUng thgc theo th§m quye(lph~;lq~tquy d~• 

.+ H6:~0' thoo doi ltIQt sa cong vi~ va qUdc ticll"haB.:~~~t~~Ydjnh.. .' ....."'.' . 
+B~}sa 'luan ly'lfUch tu phap,..th6ngketupllapa;~~i~By~~thi~.···· 
+Ii~'s(;)'theod5icongtacthi h~an theonhi~m w:l~~:~~{dq9Cphanc§.p;; 
+H&sa thea dOi ~;dvc dBi vOi eacdai tuqng vi p~.t~1~;!~tbittirt 

+fIc5sO' thea doithgc hi~n dang ky giao dich bao d~ ve,quy~n su"d\lI1g 

dftt, bAtd§ug san thea 'luy djOO eila phap lu~t. 

3. Nliom,bQsa tooQc linh V\fc Dia cbioh - Xay d'1ng 

-Trach'lbi~m I,p: congchtrc Ilia chinh - Xay dgng 
" . : 'A' :.'; • A . A ':_ .-' , . 1\' 

- Do sO'C~p;gVl~CthuC}{:boh V\fC Bfa ChlOh - Xay dpg . '. . .. 

. +Hij.;sO' theodoi;Q~p s6dja chinlldai vOi chu sir d~1ll:g:;:~t,"s6~\lcke'tQan 
b<} aatciul::)(a, phuOng, thitrAn. . .::::::" ..... , . 

+ I~p van bim l1¥t.6ng din thu.we, thArp tta xcicnh@"i~jg~;ti,qirm<iiig,~ 
dftt,b,at1,~:theo quy .cuaphap'l~t." "', , .,.. , .., .. , . 
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+ T~p quy~t diOO UBND xa, UBND c§.p tren giao d~t, fuu hAi d~t, cho 

thue d~t, chuyen m\lc dich sir d\lIlg dAt, cAp giAy chUng nh~ quyen sir d\lng dAt 

d6i vai hQ .gia dinh, ca nhan va t6 chuc. 

+ T~p van bim fueo doi thu th~p tai li~u, s6 li~u ve sBjugng dAt dai; tham 

gia xay d\lIlg quy ho~ch, ,k~ ho~ch sir d\lIlg dAt dai; kiem 1nl vi~c th\Ic hi~n quy 

ho~ch, k~ ho~ch sir d\lIlg d~t dai. 

+ HB sa theo doi th\IC hi~n ch~ dQ bao cao, th6ng ke dAt-dai theo thai gian. 

+ HA sa quim ly dia giai hanh chinh (bim dA dja gim <ija chinh, bim dA 

chuyen nganh, s6 <ija chinh, s6 m\lc ke, s6 cAp gi~y chUng nh~ quyen sir dpng 

dAt, s6 thee doi bi~n dQng dAt dai, s6 li~u th6ng ke, kiem ·ke, quy ho~ch - k~ 

ho~ch sird¥ng ddt). 

+ T~p van ban quan ly cong tac xay d\ffig, giam sat ·k¥·thu~t xay d\ffig cae 

congtrinh:Pbuc lQi 6 dj.a.:phu.ong. 

+ T~p van bim theo doi cong tac tuyen truyen,giai<t1tiieJI, hoa giaitraOO 

chAp ve etAt dai, tuyen truyen, phd bi~n ve chinh sach, phap lu~t !;tAt <tai. 

+ H~ ~a thoo doi ti~p oo~ don thu khi~u n~, t6 ~o 'eLm dan ve ddt dai 

trioo Uyban nhan dan c§.p c6 thfun quyen gicii quy~t, 

+ a6'sa ph6i hgp, theo doi vai Phong Dia chinh hUY~lildo d~c, l~p ban dA 

dia chinh, han dA dia gim himh chinh, giai ph6ng m~t bfulg. 

4. Nh6m h8 sO' thuQC linh vl}'c Van phong - Th8ng ke 
- Tracb nhi~m I,p: cong chilc Van phong - Th6ng ke 

- H6 SO' cong vi~c thuQc linh vile Van phong - Th8ng ke gAm co: 

+ HA sa xay d\ffig chuong triOO cong tac, theo doi ~chi~n chuang trinh, 

Ijchlam;tOng hgp bao cao tiOO hinh kiOO t~ - xii hQi. 

+ T~p d\I thao van ban trinh cAp c6 tMm quyen; lam.. ·ba6~ao giri len cAp 

tren. 

-+- aA'sa quim ly cong van, s6 sach, giAy ta, quim ly vi~c l~fl hA sO' lwtrU, 

bieu mdnbaocao th6ngke., 
··~· th d"'· b··~: d" A 1 hf.+ 1 ' L~ /\,: rL,' ~ ..,..,+.. ··:,.9H sa ., eo 01· .len 9ng SOUQ11g,C·.·m...:UQ11g can uy,CR9g·91,·llXc ca:B ';Ca. 

+HA.sa t6 chuc cac k.Y h9P cua HDND xii. .. . 

+H6sa theo doi'ti&p dan, ti~p khich, OOjn don ~ju .•~c:l:ql .. nbindan 
chuyen d~n IIDND va UBND ho~c len cAp c6 thfun quyen .gili1q~y~t. ..... . . 
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+ HB sa thea doi t6 chirc cac ky hQp eua UBND xa. 

+ HB sa thea doi cong tac thi dua khen thuimg 6 xa. 

+ HB sa theo doi va thgc hi~n nghi~p V\l cong tac bfru cir d;;Li bi~u HDND 

va UBND theo quy dinh eua phap lu~t va eong tae duQ'c giao. 

5. Nhom hasO' thuoc linh vuc Van boa - Xi hoi.. . 
- Tracb nbi~m I,p: eong ehue Van hoa - Xii hQi 

- HA sO' cong vi~c thuqc linh V\fC Van hoa - Xi hqi gAm co: 

+ HB sa thea doi cong tac thong tin, tuyen truy~n ghio d\le v~ duang ldi, 

ehinh sac·h eua Dang, phap lu~t eua Nha nu6e. 

+ HB sa thea doi, bao cao thong tin v~ du lu~ qu§nchu.ng, tinh hinh moi 

truOng, van 'hoa adja phuong. 

+ HB sa t6 chirc cac hO;;Lt dQng th~ d\lc, th~ thao, vinhoa, vin ngh~ quAn 

ch-ung,caecau l;;LC bQ, l~ hQi truy~ thdng; bao v~ cac di~k'Uch sir vin hoa, 
~lam .. thing dmh 6 dia phuong, di~m vui chai, ghii tri"a'x~y:d\l'tlg neps6ng 

yin minh, ..gia dlnh van hoa; ngin ch~ vi~c truy~n ba tu ttrang phan dQng, d6i 

tl1JY duai.hirih·thue van:hoa, ngh~ thu~t va cae t~ n~n xa hQi·~ac6 di.aphuong. 

+'HBsa t6 chirc v~ dQng thgc hi~n xa h{}i hoa cae.fl,guBn hlc xay d\l'tlg, 

phat triSnsg nghi~p van,hoa, yin ngh~, thS d\lc, th~ thao, bap v~cac di tich lich 

sir,danh.latll, thing canh,cac di~m vqi chai, giai tri 6 djap~~~~. 

+l'jp van ban tafl,i~u huang din, ki~m tra cac t6 c~~~;~~Keong .~. ch~ 

h'nh hr. 1 " h d" ..., h ' th" · h A d ':':L:A h:':.a : .P .' :ap ·u·~t trong" o~t,,' >Qog van ,'Qa, .ong tIn, t ;·.e ···\lG,~.:~~~~:;:t;::.: .. :~P. 

+ Tipchuong trinh, k6 hO;;LCh cong tac van hoa, Van rt~'~,thong tin, tuyen 

truy~n, the d\lC, th~ thao,cong nic lao dQng, thuong binh va~a h(>i . 

+.Tip van ban, tai li~u thdng ke dan sd, lao dQng,tinbhlnh vi~c lam, 

nganh ngh& tren dja ban; tinh hinh cac ddi ttrgng chfnh sa~Jflao oQng - thuong 

binh:.va 'xa hQi. 
., . . . 

. + Tjpvin ban huang dAn, gild ql.ly6t va nh~ h6 sa x.i;n.~J:i~tngb~, thnvi~c 

lam, ngu~.dugc huCm~ chfnh sach uu dai, chinh sach xalIQ~' ..•.•.. 
+aascr theo doii 4onddc thgc hi~n chi tra·trQ' cap cb~'il~OihtiOng:pbfn.h 

sacll: l~o. dQtl-g, thuong binh va xii hQi. 

. . t1I6sq thea d~ichatn soc. nuoi dU5ng cac ddi tit~g>clrlnh' $icb, d6i 

ttrC}ng :dJIQt6 c(>ng d6ng. 
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+ H6 sa quan Iy theo d5i cac nghia trang li~t si, cong triOO ghi cong li~t si 

va bao trg. xii hQi. 

+ T~p van ban thea d5i thgc hi~n chuang trinh x.oa d6igi4m ngheo. 

+ H6 sa theo d5i sa ket, t6ng kat bao cao cong tae van hoa, van ngh~, 

thong tin tuyen troy8n, th~ d\lc, th~ thao, cong tac lao dQng - thuang biOO va xa 
hQi. 

6. Nhom h8 SO' thuQc linh VI}'C Cong an 

- Trach nhi~m I,p: TruOng Cong an xa 

- H8 SO' cong vi~c thuQc linh VI}'C Cong an gAm: 

+ H6 sa theo d5i t6 chuc h;rc lugng cong an xa, tiOO hinh an ninh tr~t 1\l 
tren dia ban. 

+ H6 sa t6 chuc tuyen troy8n, ph6 bien phap l\l~t va ,huOng dfut t6. chuc 

qufut chuIlg lam cong tilc an niOO, tr~t tt;r tren dia bim·quan 1~. 

+ TQ:ll van ban qUJdinh cua phap lu~t va huang. d1nbtia'cong. an c~p tren 

v8 cong tacphong ngira, dAutranh phong chang tQi ph~ vacact~ n~ xa hQi. 

+ H6,sa theo d5i ,cong tac phong ngl:ra, d~u tranh phQ~chdng tQi ph~, 

cae t~ n,n xii hQi va cae 'vi ph~m phap lu~t. 

· +t~p van ban hu6ng dfut tri~n khai t6 chilc thI;rcW~n nhi~m v\lphong 

chay, chtrachay, gift ~t tt;r cong cQng va an tom giao thQIlg"quau Iyviikhi, 

ch~tn6. d~cl1ay. 

+ HBsa quau Iy hQkhdu, ki~m tra cac quy dinh vS anninh tr~t tt;r wen dia 

ban. 

+ H6 sa theo d5i xu Iy OOUng hanh vi vi ph?JIl phap, l~t va·t6chuc quan 
Iy, giaodl;1cddi tugng trcn dia ban. 

+ HBsa. theo d5i tiliting ngum ph~m tQi. 

+ T~p quyet dinh troy nff, troy tim xu Iy ddi v61 OOing ngum bi xu ph~t 

hfulh chirihJheo quy dinh cua phap lu~t. 

+ H~sa ti8p oo~ va dfut gilii nguaibi b~tlen c.ong~cAp,trenvac~p(nxu 

nguOibjn~(neu c6). 
A 7' '" ~ 7 '" • A>::. .,A h!~.1-+- HQsa phananhho~t dQng tuan tra, bao v~ m\lc tte~q;l1~ trQng ve pmu 

tti., kinhte, an ninh, qudpphong 0 dia bim theo.huang dfut.cJiaCqngan c&Ptren. 
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+ T~p van bim lienquan d8n xay d\lng nQi bQ l\lc lugng cdng an xii, trong 

st;lch, viing m;pili va th\lc hi~n mQt sd nQi dung nhi~m vv khac do cAp uy dang, 

UBND xa, cong an cAp tren giao. 

7. Nh6m hA sO'thuQc liDh V1fC QUaD s1f 

- Trach nhi~m lip: TruOng chi huy Quan S\l xa 

- HA SO' CODg vi~c thuQc liDh V1fC QUaD s1f gAm: 

+ H6 sa theo d5i vAn de tham mUll, de xuAt v6'i cAp uy Dang, chinh quyen 

cAp xii ve Chll truang, bi~n poop lanh dt;lo, chi dt;lo va tIVc ti8p tBchirc th\lc hi~ 

nhi~m V\l qudc phong, quan S\l, xay d\ll1g l\lc lugng dan quan, l\lc lugng d\l bi 

dQ,ng viSne 

+ T~p· k8 hOt;lch x&y d\ll1g l\lc lugng, giao dvc chfnh td va phap lu~t, hufut 

luy~ quan S\l, hot;lt dQng chi8n dAu, tri an Clla l\lc lugng danquau. 

+ H8·· sa theo d5i th\lC hi~n k8 hot;lch tuy~n chQn va~Qi edng dan.nhjp 

ngii; huydQng l\lc lugtlg d\l bi dQng vien va cae k8 ho~dhklriac lien quan t6'i 

nhi~m vv quac phong, q~an S\l. 

+ H6 sa theo d&ith\lc hi~n cac nhi~m V\l lien quan tm cong tac quAc 

phong,·QU8:fl;S\T tren dja bin xii vahuAn luy~n quan d\l·bi. 

. +H8,sO' quan ly:th\lC hi~n dang kY, quan ly cong dan. trocng dQ tu6i lam 
... . 

ngmaVVqu'an S\l, quannhin d\l bi va dan quan theo quy dirihcU~:phap lu~r; th\lC 

p.i~nco~;tac dQng vien;~Qi thanh nien I1ll~P ngii., ., 
+ iipvan ban chidt;lo dan quan ph6i hQ'P v6'i eong;~:v~~l\lC }ugngkhac 

thuang xuyen ho~t dQng bao v~ an ninh tr~t tv, sAn sangc:hi~ dAu, phvcV\l 

chiS:ndiu v€liB ehtrc khie phvc thien tai, satan, CUu hQ, cUu,n~. 

+.Tip van ban ph6i hQ'P v6'i cae doan th~ tren dja b3.l:L,giaod\lc toan dan y 
thire quacphong quan SlJ va cac van ban phap lu~t lien quatJ;' 1m quae phong, 

quan s\I. 
~ th d""'·'k~h h h~·h ,.,;{ h""k~--:L ~ ..., h' , ,...,+ H,', ,:0, sa eo ' 01"> e 'O'.lc p OlQ'P Val cac to c YO::> :,'}l.1;llte, van~fil, ,xa 

hQi th\lc hien quac phQng gAn v6'i an ninh nhan dan, .th8~~q~ac l?hQng~oan 
dangan vmth8 tr~antliDh nhan dan. 

.+lfl6·sa theo daj;;th\lc hi~n chinh sach h~u .phu~g"Sl'~ dqi; c4ct!eu 

chu~ch~,dQ, chinh sach cho dan quan, tv v~,quan nhan aJ:]tirU1eo quy(1pb.. 
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+ H6 sa t6 chuc thgc hi~n ch~ dQ quim Iy sir d\IDg, bao quim vii khi, quim 

Iy cong trinh qu6c phong theo phan cdp. 

+ T~p bao cao thvc hi~n ch~ dQ ki~m tra, bao cao, sa ~it, tAng k~t cong mc 

quBc phong, quan S\l axi. 

III. PhlfO'Dg phap t6 chtfc lip h8 sO' 

1. T6 chtfc xiy dtplg danh mt}c h8 sO' 

1.1 Kbai ni~m daub ml}c b8 s~: 

Bimg ke co h~ th6ng nhiing h6 sa d\l ki~n hinh Thanh trong qua trinh ho~t 

dQng eua UBND xa trong nam/ nhi~rn ky kern thea ky hi~u va thai h~n bao qllan 

eua m6i h6 sa; duQ'c dung lam din cu d~ cac cong chuc chuyen mon khi th\lc 

hi~n OOi~rn V\l ehuyen mon triSn khai l~p h6 sa. 

1.2 Nqi dung cua lip danh mt}c h8 sO': 

1.2.1 xay dtplg khung d~ mt}c (khung phin lo~li) danh mt}c h8 sO' 

Khung d~ m\lc cua danh m\lc h6 sa UBND xa xay d\lllg theo m~t ho~t 

dQng. M~t ho~t dQng Idy ten cac m~t (lInh v\lc) ho~t dQng chu y~u Clla UBNP xa 

lam d~ m\lc 100. . 

Trong m6i d~ m\lc 100 co th~ bao g6m cac d~ m\lc 006 - cac v§.n d~ thuQc 

ehuc nang, nl1i~m V\l ho~t dQng eua UBND xa g~n vai timg rn~t ho~t dQng e\l 

thS. 

Cac d~ m\lc 100 (ten cac m~t ho~t dQng chu y~u); d~ m\lc nh6 (cac v§.n d~) 

duQ'c sAp x~p theo trinh tv ill chung d~n rieng; ill t6ng hgp d~n C\l th~, co k~t 

hgp vi tri va t~rn quan trQng. 

1.2.2	 Xac djnh nhihlg h8 sO' cin lip, nglfiri lip va d'1 ki~n tieu ci~ h8 sO' 

- Xac djnh nhihlg h8 sO' cin lip, nglfiri lip: 

Can cU vao chuang trinh k~ ho~ch. va nhi~m V\l cong tac nam cua 

UBND xa va cong vi~c C\l th~ cua timg cong chuc chuyen mon dam OOi~m (ho~c 

chu tri giiii quy~t n~u co nhi~u bQ ph~, nhi~u nguai cung tham gia) 

- Tieu d~ h8 sO': phim anh khai quat nQi dung cac van bim ~i li~u se hinh 

Thanh trong qua trinh theo doi, giai quy~t cong vi~c. Cac y~u t6 thong tin trong 

tieu d~ h6 sa g6m: ten lo~ van bim - tac gia van bim - nQi dung - dia di~m - th6i 

gian (tr~t tv cac y~u t6 thong tin co th~ thay d6i tu)' theo timg lo~i h6 sa) 
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- Cac tieu dB hB trong mBi dB m\lc cAn dugc sftp x~p theo trinh tlJ til nhfmg 

tieu dB hB sa vB cac cong vi~c chung, mang tinh tc3ng hgp d~n nhfmg tieu dB hB 

sa vB cac cong vi~c C\l thS. 

1.2.3 D'1 ki~n thOi h,n bao quan, danh sa, kY hi~u cac d~ ml}c va h& sO': 

- D,! ki~n tbOi h,n bao quan cAn can Cll vao: 

+ NQi dung, tinh ch§.t cua v§n dB, S\I vi~c dugc phan anh trong hB sa 

+ Ynghia, tac d\lhg cua hB sa d6i v61 vi~c theo doi, gicli quy~t cong vi~c 

+ Nhu cAu khai thac, sir d\lng ~ 

+ Cac qui djnh cua phap lu~t hi~n hanh co lien quan; cae van ban huOng 

ddn chung vB thai h~ bao quan Uti Ii~u, vB thanh ph§n hB sO', tai li~u nQp luu vao 

luu tru Iich sir cac c§.p do C\lC Van thu va Luu trU nha nu6c ho~c bang thai h~ 

bao quan tili li~u cua UBND cAp tren qui djnh. 

H6 sa co th~ dugc xac djl'lh co thai h~n bao quan vinh viSn ho~c bao quan 

trong rn9t thai gian nhftt djnh (tinh b~ng s8lugng narn C\l th~) 

- Danh sa, kY hi~u cac d~ ml}c va h& sO': 

+ Cac dB m\lc IOn dugc danh s6 lien 1\lc bfutg chu s6 La ma (I. II. ..) 

+ Cac dB m\lC nh6 (n~u co) trong timg dB m\lc IOn dugc danh s6 rieng, lien 

1\lc bfutg chu s6 A-r~p (1, 2, 3, 4 ... ) 

- 86, kY hi~u cua hB sa bao gBm: s6 thu tlJ dugc danh bfutg chu s6 A -r~p 

va kY hi~u (chu vi~t cit) ella dB m\lc IOn. Chu vi~t tftt cua cac dB m\lc IOn trong 

danh m\lc hB sa (ten m~t ho~t dQng) do UBND xa qui dinh C\l thS. 

Khi danh s8 h6 So', co th~ chQn rn9t trong hai cach sau: 

+ 86 cua hB sa dugc danh lien 1\lc trong toan danh m\lc, bftt dAu tiI s6 

01; cuM mBi dB m\lc dS mQt vai s6 tr6ng dS ghi bc3 sung nhfmg hB sa phat sinh. 

Vi d\l: Varl hoa co 20 hB sa cAn I~p trong nam thi danh s6 til 01 d~n 20, 

sau do dS cac s6 d\I phong 21, 22, 23 ... 

+ 86 cua hB sa dugc danh lien 1\lc trong ph~m vi timg dB m\lc IOn (don 

vi ho~c m~t ho~t dQng), bftt dAu til s6 01; cu6i mBi dB m\lc ding dS II!Qt s6 dong 

tr6ng dS ghi bc3 sung nhfmg hB sa phat sinh (thong thuemg chQn theo cach nay). 

1.2.4 Ta ChllC xiy d,!ng danh m1}c h8 sO'va t8 ChllC th'!c hi~n 

- T6 chuc xiy dtplg danh ml}c h6 sO': Tuy vao diBu ki~n C\l thS Clla 

UBND xa, chQn mQt trong hai cach sau dS tc3 chuc xay d\IIlg danh m\lc hB sa: 
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Cach 1: Cong chilc Van phong - Th6ng ke xay d\lIlg d\I thao danh m\lc h6 

sa cho UBND xii - t6 chuc lAy y ki~n cua cac cong chuc chuyen mon dong gop 

Ho"~n chinh dV thao - Trinh Chu tich (Pho chu tich UBND xa) duy~t, ban hanh. 

Cach 2: Timg bQ ph~, tUng cong chilc chuyen mon d\I kien danh m\lc h6 

sa ph§.n phV trach, linh VlJC cong tac duQ'c giao thea huOng dfrn cua cong chuc 

Van phong - Th6ng ke xa, sau do cong chuc Van phong - Th6ng ke xii t6ng hQ'P 

d\I thao danh m\lc h6 sa chung cua UBND xii - tien hanh bB sung, chinh sua (n~u 

c§.n thi~t) - hoful chinh dV thao - Trinh Chti tich (Pha chu tich UBND xii) duy~t, 

banhanh. 

MAu DANH MVC HO sa 

UY BAN NHAN DAN CQNG HoA xA HQI CHU NGHiA VI~T NAM 
XA ... DQc l~p - Tl! do - H~nh phuc 

DANH MVC HO sa CllA UBND xA . .. . 
Nam 20 .•• 

S8va kY 
hieu HS 

TeD de ml}c va tieu d~ ho SO' Tho; h~D 

bao qUaD 
flO'D vii 

D2U'O'i l~p 

Glli chit 

(1) (2) (3) (4) (5) 
I.TEN BE Ml)C LON 
1. Ten de m\lc nha 
- Tieu de ho sa 

Ban danh m\lc h6 sa nay co .... h6 sO', bao g6m:,
 
- h6 so bao quan vinh vi~n;
 
- h6 sa bao quan co thai h~n.
 

QUYEN H~N, CHUC Vv ellA NGU'OI KY 
(Chit kY, ddu) 

HQ va ten 

2. T8 chfrc l~p h8 SO' cong vi~c 

2.1. Mo- h8 SO' 

Co nghla lay bia h6 sa theo mfiu qui dinh (Tieu chuful nganh TCN 01:2002 "Bia 

h6 sO''' dugc ban hfmh kern theo Quyet dinh s6 62/QB-LTNN ngay~ 07/5/2002 

cua Cvc LUll trfr Nhil nuac nay gQi Cvc Van thu va LUll tm nhil nuac), ghi cac 

thong tin (ten ca quail,_ ten m~t ho~t dQng; s6 ky hi~u h6 sa; tieu d~ h6 sa 
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va thai h~n bao quan len bia de chUdn bi cho l~p hB sa cong vi~c dii phfu1 corig 

d6i v6'i timg can bQ, cong chuc chuyen mono 

- Nguyen tic rna h6 sO': 

Ddu nam din cu vao ban danh m\lc hB sO', cong chuc Van phong - Th6ng 

ke xii hu6ng dful cac cong chuc chuyen mon ghi s6, kY hi~u va ten hB sO', thm 

h~ bao quan cua hB sa l~p vao bia hB sa (m6i to' bia la rnQt hB sa). 

NSu chua xay dlJIlg duQ'c danh m\lc hB sa thi can cu vao kinh nghi~m va 

th\Ic tS cong vi~c trong nam vira qua viSt s~n mQt s6 bia thuOng l~ de quan ly van 

ban di, van ban dSn. TruOng hQ'P chua d\I kiSn duQ'c hSt cong vi~c, co cong vi~c 

phat sinh thi b6 sung va ghi them tieu dS hB sa de t~p hQ'P van ban vao hB sa cdn 

l~p. 

- Htr6ng din cach ghi cac thong tin tren bla h6 sO': 

Ten cO' quan: viSt ten UBND xii, phuOng, thi trfut 

Thi d,!: UBND xa Ttl Trung 

Ten dO'l1 vi t6 chuc ghi ten m~t (linh V1JC ho~t dQng) cua xii dong nay viSt 

d~m net. Thi d\l : Van hoa - Xa hQi 

86 : .... VT: can cu vao danh m\lc hB sa de ghi (nSu khong co danh m\lc 

hB sa thi b6 tr6ng). Thi d\l : 14 - VH 

H6 sO' : ghi tieu dS hB sa. Tieu dS hB sa ghi ng~n gQn, ro, chinh xac phan 

anh khai quat duQ'c nQi dung vfut dS S\I vi~c (hB sa cdn l~p) 

Tit ngay . .. dSn ngay ... va gBm . .. to': phdn nay b6 qua khong ghi 

Thai h~n bao quan: ghi thai gian quan ly h6 sa: vinh vi~n ho~c co thai h~n 

duQ'c tinh bfulg s6 nam C\l the. 

Phong s6, m\lc l\lc s6, hB sa s6: phdn nay do can bQ luu trfr ghi 

Ma h6 sO' co danh rnl}c: ghi cac thong tin len bia hB sa. Can cu vao ,thong 

tin trong ban danh m\lc hB sa do xay dlJIlg 

Thi d,!: 
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UY BAN NHAN DAN xAYEN PHD
 
VAN HOA - XA HQI
 

Hosa 

TtJ.p van ban cua UBND huyin YYen
 
htr6'ng dan, kiim tra cac ta chuc va cong dan
 

chap hanh phap lu~t trong hO{lt tlvng van hoa,
 
thong tin, thi dllC, thi thao nam 2011
 

Tit ngay .. I. .12011 den ngay .. .1... 12011
 
SOluQl1g .. ... to
 

Phongso ThOi h~n bao quan 
MI;ICII;ICso
Ho sO's6 

Truang hgp chua xay dl!Ilg danh rnvc ho sa: tieu clS ho sa ghi dan gian. Ghi 

nQi dung van de can l~p ho sa de ti¢n cho vi~c thu th~p, c~p nh~t van ban trong 

qua trinh giai quyet cong vi~c vao ho sa. 

2.2. Thu th~p, c~p nh~t van ban, tai li~u hinh thanh trong qua trinh theo 

doi, giai quyet cong vi~c vito ho SO' 

· Yngbia: la rnQt nQi dung quan trQng trong vi~c l~p ho sa cVng vi~c 

- M9c dich: giup cho ho sa duqc hlnh thanh co day dii van ban, tai li¢u de 

phful anh ve rnQt van de, rnQt Sl! vi~c hay ve rnQt d6i tUQl1g cv th~; giup cho nghien 

cUll dugc chinh xac, ro rang, day du thong tin. 

Ho sa sau khi dii thu th~p, c~p nh~t day du cac van ban, tai li¢u thi rn6i tien 

hanh dugc cac thao tac nghi¢p "\l silp xep van ban, tai li~u va bien rnvc ho sa de 

chuan bi cho vi~c nQp 100 ho sa. 
Khi ho sa dii dllqc 'rnb: bilt dau tit van ban nguon cho den nhUng van ban tai 

li~u dang giai quyet hay dii giai quyet xong cong vi¢c ~dllqc thu th~p dlla vao ho 

sa. 
- Nguon thu th~p, c~p nh~t cac van ban, titi li~u dlla vao bo sO': 
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Van ban di, van ban den, cac phieu trinh; ykien tham gia cua cac bQ ph~ 

chuc nang; ykien chi d~o giai quyet cua lanh d~o; cac tili li~u lien quan (neu co). 

LtrU ytho th,p: 

- Khi thu th~p van bful, tai li~u vao h6 sa nhUng van ban, tai li~u d~ bi th~t 

I~c nhu bai phat bieu cua lanh d~o, tham It$l cua cac d~i bieu t~i hQi nghi, hQi 

thao hay anh, bang ghi fun, ghi hinh co lien quan. 

- Tninh dua van ban thuQc h6 sa nay vao h6 sa. khac hay nhUng van ban 

khong lien quan tIvc tiep, khong thuQc tnich nhi~m thea d5i giai quyet vao h6 sa 

- Trach nhi~m thu th~p, c~p nh~t van ban, tili li¢u do cong chuc chuyen mon 

thl!c hi¢n. 

Thi d\l: Cong chilc Tu phap - HQ tich co trach nhi~m l~p h6 sa thuQc linh 

yt!c Tu phap - HQ tich dang thea d5i th\lc hi~n. 

2.3. K~t thuc va bien ml}c hB SO' 

Sau khi giai quyet xong cong vi~c thi h6 sa cling ket thuc. De hoan chinh 

h6 sa ve cong vi~c, cong chuc chuyen mon UBND xii thea d5i, giai quyet co 

trach nhi~m thgc hi~n cac thu tvc ket thuc va bien m\lc h6 sa. Cong vi~c nay 

duQ'c th\lc hi~n C\l th~ nhu sau: 

Bl: Ti~p tl}c thu tb,p, b8 sung nhihtg van ban, tai Ii~u con thi~u vao hB 
SO'. Trong qua trinh thu th~p, b6 sung I~p h6 sa, neu mQt h6 sa co nhieu van ban, 

tai li~u co th~ phdn chia thanh cac t~p - dan vi bao quan mQt cach hQP ly (m6i 

t~p/ don vi bao quan khong nen day qua 4 cm) de thu~ ti~n cho vi~c quan Iy va 

sil d\lng. 

B2: Xac djnh gia trj van ban, tai Ii~u trong hB SO': 

- Xem xet v~ lo~i ra kh6i h6 sa nhUng ban trimg thira; ban nhap, ban thao ~ 

neu dii co ban chinh (trir ban thao van ban QPPL va ban thao van ban ve nhUng 

vAn de quan trQng co ghi cac y kien chi d~o, giai quyet hay y kien tham khao 

khac nhau); tai li~u tham kha~ khong thgc sg cAn thiet. 

- Soat xet I~i THBQ cua h6 sa va chinh sica cho phil hQP (can cu vao thgc te 

tai li~u) 

B3: SAp x~p cac van ban, tai Ii~u trong hB SO': 
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- M\lc dich: c6 dinh tr~t tv cac van ban, tili li~u; dam bao m6i lien ket ch~t 

che giua cac van ban, tli li~u vOi nhau, lam cho h6 sa phan anh vAn d~, S\l vi~c 

mQt cach ro rang; giup cho theo doi, nghien CUll ghii quySt cong vi~c hang ngay 

cling nhu tra cUu, su d\Ulg khi can thiet sau nay dugc thu~n ti~n 

- Cac van ban trong h6 sa phai dugc s~p xep thea trinh tv thai gian ho~c 

di~n bi€n SlJ vi~c, phan anh dung nQi dung cong vi~c dff diSn ra (theo m\lc b, 

khoan 2 diSu 10 Thong ttl 14/2011/TT-BNV ngay 08/11/2011 cua BQ NQi V\l) 

* MQt s6 di~rn cdn luu y: N6u trong h6 sa co phim, anh; bang, ilia ghi am, 

ghi hinh thi nen dua phirn, anh vilo bi; bang, ilia cdt vao hQp va s~p x~p vao cu6i 

h6 sa. 

B4: Chinh sua, hoan thi~n tieu d~ h8 sa 
TruOng hgp khi cong vi~c kSt thuc, thanh ph§n, nQi dung cua cac van ban, 

tili li~u trong h6 sa khong phu hgp v6i tieu dS h6 sa dlJ kiSn trong danh rnvc, 

nguai l~p chinh sua hoan thi~n l~i tieu de h6 sa thea thlJc t~. 

B5: Bien muc. h8 sO' 

- Ml}c dich: Quan ly thea doi cae van ban, tai li~u co ben trong h6 sa va . 

ph\lc V\l cho vi~c nghien cuu dugc thu~n ti~n; Giup cho tra tim cac van ban, tai 

li~u trong h6 sa dugc nhanh chong. 

- NQi dung clla bien rn1J.c b6 sO':
 

+ :Danb sa to': M6i to' van ban trong h6 sa duQ'c danp mQt s8 vao g6c phlii,
 

phia tren to' van ban. 

Phu'O'Dg phap danh s8 to': Dung chfr s6 a r~p de danh s6 to'. 

Thi d\l: 01, 02, 03, 04, 05 "', dimg but chi den k:Y hi~u 2B, 4B, k?ongdting 

but rnlJc de danh s6 to'. 

Khi danh sa tit can chu y : 
- N6u van ban co khB gidy IOn hon A4 khi danh s6 to' phai gAp van ban b~ng 

:: 

kh6 A4 va danh rnQt s6 thu tl!. 
- N8u van ban co anh di kern de minh ho~ cho n9i dung tai li~u phai cho anh 

vao phong bi va dinh kern v6i van ban. 

- TruOng hqp danh sot thi phai them cac ky hi~u a_, b, c ... vao sau cac s6 

sot. Vi d\l:' 20, 20a, 20b, 20c 
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- Truong hgp danh nhay s5 thi khong phai darm l~i va ghi chu vao chUng tu 
klh thuc (Thi d\l khong co to 154) dS ti~n cho quan Iy, theo doi van ban, Uti Ii~u 

trong h6 sa. 

+ Vi@t m1}c l1}c van ban: 

M\lc l\lc van ban la: ban th5ng ke tAt ca cac van ban, tai li~u trong h6 So'; 

gi6'i thi~u mQt cach co h~ th6ng thanh phAn, nQi dung cua timg van bim va vi tri 

s~p xSp cua chUng trong hB sa dS tra tim dugc dS dang, thu~ Igi. Ngoai ra con 

nh~ln m\lc dich th5ng ke va c5 dinh thu tv s~p xSp van ban cua h6 So' nh~m bao 

quan dugc t5t. M\lc l\lc van ban trong h6 So' dugc in s~n (] trang 2 ho~c trang 3 

bia h6 So' ho~c vi€t thanh to rieng va xSp truac cac van ban cua h6 sa. 

Thong thuOng nhUng h6 So' co gia tri luu tm va nhUng h6 So' co tiT ba van 

ban tra len mai cAn l~p m\lc l\lc. 

M\lc l\lc van ban co m~u nhu sau: 

MVC LVC VAN BAN 

H6 So' s5: T~p s5: 

sAkj 
Tac 

Trich y@u DQi dungsA hi~u Ngay th.,ang I gia van T~ I Ghi chu TT van sovan ban van ban ban 
ban 

(4) I (5) I, (6)(1) (7) 
01 

(2) I (3) 
UBND Ke ho~ch xay d\ffig va.' I 01 

UBND 
14/KH- I0110112011 

huy~n phat tri~n kinh tS xa.' 
Yen hQi cua huy~n ill nam 
L~c 2011 den nam 2012 

+ Viit chung tir kit thuc: . 

Chung ill kSt thuc Ia ban ghi chep nhUng thong tin cAn thiSt v~ hB sa dS 

ph\lc V\l cho vi~c bao qmin hB sa do. Cac thong tin cAn dua vao chUng ill kSt thuc 

gBm s6 Iuqng to van ban; s6 IUQ'llg to m\lc I\lc van ban; t~g thai v~t Iy cua cac 

van ban, tai li~u co ben trong h6 So' (Thi d\l chAt lUQ'llg van ban, tfli li~u bi rach, 

rno ... ); ngay thang nam l~p h6 So'; nguoi l~p h6 So' 

Khi viSt chUng ill kSt thuc cAn phai viSt ro, chinh xac dAy du the.o dUng qui 

dinh. Nguoi I~p hB sa co trach nhi~m viSt chUng ill kSt thuc ghi chinh xac ngay 

thang I~p hB sa va ky ten vao chUng ill kSt thuc. 
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Khi viBt chUng til kBt thuc cAn phai viBt ra, chinh xac dAy du thea dung qui 

dinh. Nguai l~p h6 sa co tnichnhi~mvi~t chUng ill k~t thuc ghi chinh xac ngay 

thang l~p h6 sa va ky ten vao chUng ill k~t thuc. 

Chung til kBt thuc co th~ in s~n ho~c danh may va d~ vao vi tri cu6i h6 sa 
sau to' van ban cu6i cung trong h6 SO'. 

ChUng til kBt thuc co nQi dung thong tin nhu sau: 

CHUNG TU KET THUC 

H6 sa s6 (Ban vi bao qmin s6 ... ) 

1. H6 sa nay co: to' (viBt b~ng chu ttO') 

duQ'c d 'oo A,a so m d A 
en C ' , t ' A0 cac rang trung so ; 

khuyBt s6 . 

2. M\lc l\lc van ban to' (viBt b~ng chu to') 

3. Tinh tr~ng cua tai li~u: 

... ,ngay thang nam .. 

Nguai l~p h6 sa 

(k)' va ghi ra hQ ten) 

+ ViBt bia h6 sa: Day la cong vi~c cu6i cung cua l~p h6 sa cong vi~c. M\lc 

dich gi6i thi~u tom tAt dAy du cac thong tin ve mQt h6 sa dli l~p; chuful bi cho 

vi~c nQp luu h6 sa vao luu tru; t~o di~u ki~n thu~n 19i cho vi~c quan ly va tra 

tim. 

Chii vi~t tren bia h6 sa phai ro rang, de dQC, trinh bay cac thong.tin tren bia 

h6 sa phai chinh xac, dUng ky thu~t lam n6i b~t nhimg y~u t6 thong tin chu y~u, 

Bia h6 sa duQ'c c~u thanh boi cac thanh phdn: Ten cO' quan; ten don vi t6 

chuc (m~t ho~t dQng); tieu d~ h6 sa; thai gian b~t d~u va kBt thuc; s6 lugng to'; 

thai h~n bao quan; s6luu tm 

Bai v6'i h8 SO' Clla UBND xii duQ'c trinh bay nhu sao: 

- Ten co' quan: 0Y BAN NIlAN DAN xA YEN BiNH 
vAN HOA xA HQI 

- Tieu de h6 sa: La mQt cau ngful gQn khai quat duQ'c toan bQ nQi dung cua 

h6 sO'. C\lrn ill thuOng dung dS bAt dAu vi~t rnQt tieu de h6 sa: 
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- "V~ vi~c" : c\lm ill nay thuOng dugc dUng dS viet tieu de cho cac h6 sa 

l~p thea d~c trung vAn de 

- "Tfp": C\1Il1 ill nay dUng de viet tieu de h6 sa l~p theo cac d?c trung ten 

gQi, tac gia, thai gian va dia dUe 

Thf d~: TtJ,p Quyet dfnh cua UBND xd Van Loi ve' vi~c b6 nhi~m Truimg 

thon Nam 2011 

- "Cong van trao d8i": c\lm ill nay dUng de viet tieu de h6 sa l~p theo d~c 

trung cO' quan giao dich. 

Thi d\l: TtJ,p Cong van tTao d6i giiia UBND xli An Phu vOi Cong ty Thanh 

Cong tTie'll khai xdy dJ!1lg Cong trinh thuy lpi.. .. Nam 2011 

- Tit "btl sa" thrrCmg dung cho nhUng ho sa ben trong gom cac van ban, tai 

li~u co m6i quan h~ ch~t che vm nhau hlnh thanh trong qua trlnh giai quyet mQt 

V\l vi~c C\l th~ hay v~ rnQt ngrrm. 

Thf d~: 

Ho S(1 xdy dlfng cong trinh nhiz van hoa xU Yen Lpi Nam 2011 

- Tit ngizy: co nghia liz ngay, thting, niim cua van ban co sUm nhdt trong 

h8 su. Thi d,!-: 0110212011 

• Ben ngay: co nghia la ngay, thang, nam cua van ban mUQn nhAt trong h6 

sa. Thi d\l: 12/12/2011 

• S6luQ11g to: Ghi s61uqng to van ban trong ho S(;1 

- ThOi b~n bao qUaD: Ohi thea danh ml}c no sa ho~c bang thm h~ bao 

quan tai li~u cua ca quan 
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UY BAN NHAN DAN xA Yt:N SINH 
VAN'PHCNG 

Ky hie)u thOng tin : . 

so: VT 

HOS,O 
UA. It ~ ~,': l'TAt", A, 4. ' w. "'lOll.up' IIg':' I ,ong At!.,' cong f,ac nom 4i ":',' 

"h h' Ji- A 
""", 201'2va p .'ucmg ,:Iltmg, n ,,' ..,.,m vII nam "'.:; '. 

,. UrBATn - VA, B' heua' :./D1YUXtl. ~en '.:In.,·', 

Tirngay 16/12 din ngQy 31/12/2011 
G&m: 40 til 

Phong 6: ,.., , . 
M\lC h;c s5: ., , , . 
H6 sa s6: u •• 

mOl ~N BAO QUAN 

.. ..... nam 

~ 

3. Ta chuc I;)p h6 SO' nguyen tac 

3.1 Trach nhi~m I;)p 116 SO' nguyen bic 

Nguyen tic quan Iy: M6i can hQ, cong chuc chuyen mon (lam cong tac 

eong van giay tu) phai thuOng xuyen l~p h6 sa nguyen tile v~ fmh Vl!c nghi~p V\l 

chuyen mon phl;l trach, coi do la nhi~m V\l. H6 sa nguyen tAc la co SCI dS giai 

quyet cong vi¢e hang ngay dung che d¢ ehinh saeh, phap lu~t eua nha nuae quy 

dinh. 

3.2 S..... khac nhau giua ho SO' nguyen tac va moi quan h~ giua ho sa nguyen 

tac va ho SO' cong vi~c 
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NQidung 
so sanh 

H6 SO' nguyen t~c HB sO' cong vi~c 

Van ban - QPPL (Lu~t, phap l~nh, nghi 
dinh, quyet dinh, chi thi, thong 
tu) ho~c 1 vai van ban huang 
dful (cong van huOng dful) 
- Ban sao - ban chinh (n~u co), 
ban photocopy 

- Nhieu lo~i van ban (QPPL + He) 
- Ban chinh (ban sao co gia tri phap 
ly nhu ban chinh) 

Thai gian - T~p hgp nhieu nam - Thong thuOng mQt nam (ho~c 2, 3
nam) 

NQp luu - Khong nQp - Dugc Iva ch9n va nQP luu thea 
quy dinh 

M8i quan h~: van ban QPPL trong h6 sa nguyen t~c 1a ca sa phap 1y giai quy~t 

cong vi~c thuQc cac bQ ph~ chuc nang quan 1y tU do hinh thanh h6 sa cong vi~c. 

3.3 each lip h8 SO' nguyen t~c: 

- Xac dinh h6 sa nguyen cic can l~p, ti~n hanh rna h6 sa vi~t bia phan anh 

nQi dung linh vgc chuyen mon dugc giao 

- Thu th~p cac van ban QPPL ho~c van ban huOng dful vS tUng 1inh Y\IC 

cong tac nghi~p V\l da dugc xac dinh 

- Ngu6n thu : van d~n - di (n~u co) - Cong bao - m~ng 

- S~p x~p: thai gian ban hanh van ban 

- Bien rn\lc: vi~t bia h6 sa, thBng ke cac van ban trong h6 sa vao rn\lc l\lc 

dS thea doi, tra cUu thu~n 19i 

Tom [{Ii: Qui trinl1l~p h6 sa nguyen t~c: tien hanh d6ng thai M6 h6 sa 

Thu th~p - S~p xep - Bien m\lc 

IV. Giao nQp h8 sO', tiii li~u vao hru trfr hi~n hanh 

Theo DiSu 11, Thong tu 14/2011/TT-BNV ngay 08/11/2011 cua BQ NQi 

V\l quy dpm giao nQp h6 sa, tai li~u vao LUll tm UBND xii vi~c giao nQp h6 sa 
vao luu tm hi~n h8nh dugc tien hanh nhu sau: 

1. Thiri h~n giao nqp: 

+ Tai 1i~u hanh chinh sau 01 nam kS til nam cong vi~c k~t thuc; 
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+ Tai li~u xfty dgng ca ban sau 03 thang k~ tic khi cong trinh duqc quyet 

toan; 

+ Tai li~u phim, anh, tai li~u ghi am, ghi hinh sa,u 03 thang k~ tic khi cong 

vi~c ket thuc. 

2. Tho tl}c giao Dqp: 

BQ ph~n, ca nhan can bQ, cong chuc khi giao nQp h6 sa, tai li~u vao LUll 

trfr UBND cfip xii phai l~p 02 ban M\lc l\lc h6 So', tai li~u nQp lUll. . 
Cong chuc lam cong tac van thu, lUll tm t~i UBND xfi l~p 02 ban Bien ban 

giao nh~ tai li~u. 

13en giao va ben nl1~ tai li~u m6i ben giu m6i lo~i 01 ban. 

3. Tel chuc nc)p ho sa vito hru tru : T~i khmin 3, di8u 10 Thong tu 14/2011/TT

BNV ngay 08/11/2011 cua BQ NQi V\l qui dinh trach nhi~m cua cac bQ ph~n, can 

bQ, cong chuc giao nQp nhu sau: 

- Cac bQ ph~, can bQ, cong chuc phcii giao nQp ~6 sa, tai li~u vao LUll trfr 

cAp xa theo thOi h~ quy dinh. TruOng hQ'P cac bQ ph~, can bQ, cong chuc can 

gift l~i h6 sa, tai li~u da den h~ nQP lUll phcii l~p danh m\lc giri LUll trfr cAp xa 

nhung thai h~ giu l~i khong dugc qua 02 name 

- Can bQ lanh d~o IIDND, UBND cAp xa, cong chuc truac khi chuy~n 

cong tac, thoi vi~c, nghi hUll phai ban giao h6 So', tai li~u cho bQ ph~ hay nguai 

ke nhi~m. Khong duqc tg y chiem do~t h6 sa, tai li~u cho m\lq dich ca nhan, 

mang v€ nha ho~c sang co quan, dan vi khac. Vi~c ban giao h6 so tai li~u cho 

LUll trU cAp xa phai duQ'c l~p thanh van ban. 

MAu MVC LVC HO SO, TAl LltU NOP LUU 

Ten don vi (b<) ph~n): (giao n<)p tcii li~u) 

MVC LVC HO so, TAl LI~U NOP LUU
 

Nam 20 ...
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HQpl 
w " e~pso 

sa, kY hi~u HS Tieu d~ h8 sa Tho; gian 
BD-KT 

Tho; h~n 

bao quan 
sA tir Ghi 

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

Moc loc nllY g6m: .... h6 sO' (§VBQ).
 

Vi~t b~ng chit. . . . . . . . . .. . ... h6 sO' (§VBQ).
 

Trang do co:
 

- hf> sO' (DVBQ) baa quan vinh vien; 

- . . . . . .. . hf> sO' (DVBQ) baa quan co thm h~n. 

. . . . . . . . , ngay thang ndm 20 ... 

Ngucri l~p 

(Ky va ghi TO h9 ten, chuc v\l/chuc danh) 

MAu BIEN BAN GIAO N~ TAl LI~U 

TEN CQ, TC cAP TIffiN CQNG BoA xA HQI eHU NGHiA VI~T NAM 
TEN CO QUAN, TO CHUC DQc l~p - Tl}' do - H~nh phuc 

..................., ngay thang niim 20...
 

BIEN BAN GIAO N~ TAl Lq:U 

- Can eir f)i~u 22 eua Nghi dinh 56 110/2004/Nl)-CP ngay 08 thang 4 nam 2004 eua 
Chfnh phu v€ eong me van thu; 

-can eir Cong van s6 NTLTNN-NVTW ngay thang nam 20.. eua Cve 
van thu va LUll trff nha nu6e v/v huOng d§n l~p h6 So' hi~n himh va giao nQp h6 So', tai li~u 
vao luu trii ella eae eO' quan, t6 ehire; 

- Can eir (Danh m\le h6 So' nam , K~ ho~eh thu tll~P tili li~u ), 

ChUng toi g6m: 

BEN GIAO: (ten dan vi giao nQp mi li~u), d~i di~n la: ~ 

- Ong (ba): . 

Chire V\l eong tae/ehire dan.h: . 

BEN ~N: (lUll trii hi~n himh eua eO' quan, t6 ehue), d~ di~n la: 

- Ong (ba): . 
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Chuc V'\l cong tac/chuc dat1h.: . 

Th6ng nhAt I~p bien ban giao nh~ tai li~u v6i nhiing nQi dung C\l th€ nhu sau: 

1 T" kh~· "·1·'" · '" . en 01 tal I~U glao nQp: . 

2 Th'·· OJ,,· I·'". m. glan. cua tal I~U: ••••••••••••••••••••• ~ •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

3. S6IuQ11g!Ai li~u: 

- Tdng s6 hQp (c~p): ~ . 

T A J.. h~ (d · b OJ 
OJ) Q' ., ,- ong so 0 sa on VI ao quan : . . . . . . uy ra met gla: met 

3. Tinh tr~g tai li~u giao nQp: 

4. M\lc l\lc h6 sa, tai li~u nQp lUll kem theo. 

Bien bim nay dugc I~p thanh hai ban; ben giao (don viJca nhan) gift mQt ban, ben 
nh~ (Iuu tm hi~n hanh cua cO' quan., t6 chuc) gift rnQt ban.l. 

B~I DI~N BEN GIAO BAI..DIEN BEN NHAN. 
(Ky ten va ghi ro hp ten) (Ky ten va ghi ro hp ten) 

NQI DUNG THAo LU~N - THVC HANH BAI3 

1. Huang dful cho hQc vien cach t6 chilc xay dgng danh fi\lC h6 sa cho 

UBND xa khu vgc d6ng b~ng. 

2. HuOng dful t6 chuc qui trinh l~p h6 sa cong vi~c, h6 sa nguyen t~c. 

3. HuOng d~n t6 chilc giao nQP h6 sa, tai li~u vao luu true 

(Tai li~u rnuQl1 UBND xa nai rna lOp). 
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Hili 4: 

UNG DVNG DO TIEU CHUA.N ISO 9001 :2008
 

VAOCONGTACVANTHUUBNDxA
 

I. Kbii nifm, ciu truc va nQi dung bQ tieu cbuAn 

i. Khai ni~m, cdu truc bQ tieu chuAn 

1.1. Khtii niim ta chuc ISO 

ISO co ten gQi dAy dil la International Organization for Standardition, 

djch nghla la T& cbti'c Tieu cbuAn boa Quac t~ (nhieu cO' quan, t6 chuc va djch 

gia djch la T6 chuc Qu6c te ve Tieu chuAn hoa ho~c Lien doan Qu6c te cua cac 

cO' quan tieu chuAn hoa qu6c gia), la t6 chuc tieu chuAn hoa 1611 nhAt cua the giOi 

hi~n nay.. 

ISO 9000 la bQ tieu chuAn ve Qmin ly chAt lugilg do T6 chuc qu6c te ve 

Tieu chuAn hoa (ISO) ban hanh. BQ tieu chuAn ISO 9000 g6m cac tieu chucln qui 

dinh nhiing yeu cAu ciia mQt h~ th6ng qU3n ly chAt lugng rna doanh nghi~p mu6n 

duQ'c chung nh~n phaj ap dVng (nhu IS09001/2/3:1994 ho~c ISO 9001:2000) va 

cac tieu chuAn h6 trg khac. 

ISO 9001:2008: H~ th6ng Qulm ly ChAt lUQ'llg - Cac yeu cAu, day la ban 

smit xet 1&0 4. Tieu chuftn ISO 9001: 2008 ve m~t cAu trUc v§n giii nguyen khong 

thay d6i so v6i tieu chudn ISO 9001: 2000. 

Ml}c tieu clla T& cbti'c Tieu cbuAn boa Quac t~ (ISO) la thuc dAy S\I 

phat trien cua c0I!g mc tieu chucln hoa va cac hotJ.t dQng co lien quan nhb ttJ.o 

thu~ 19i cho vi~c trao d6i hang hoa va dich V\l tren phtJ.m vi toan the gi6'i va phat 

trien SlJ hgp tac trong lInh VlJC tri tu~, khoa hQc cong ngh~ va kinh teo 

Nbifm VI} cbinb clla ISO la nghien cUu xay dlJng, cong b6 cac tieu chuftn 

thuQc phtJ.IIl vi hotJ.t dQng cua nhieu lInh VlJC khac nhau (trir di~n va' di~n tic III 

thuQc phtJ.m vi trach nhi~m cua Uy ban Di~n Qu6c te mc (International 

Electronic Commitee). Cac tieu chuftn nay khong co gia trj phap ly b~t bUQc ap 

d\lng rna chi co tinh chAt khuyen khich ap d\ffig. Tuy nhien, cac tieu chuAn nay 
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l~i co vai tro quan trQng trong vi~c th6ng nhAt cac tieu chi danh gia chAt luQllg. . 

sim phAm, dich V\l tren ph~ vi toan th~ gi6'i. 

Theo tai li~u do Trung tam Thong tin BQ Khoa hQC va Cong ngh~ Vi~t 

Nam cung cAp va mQt s6 tid li~u khai thac tren trang web httt:/www.iso.ch thi 

ISO la t6 chuc phi chinh phu, duQ'c thiLnh l~p nam 1946 t~i Luan Don nu6'c Anh, 

nhung chinh thuc di van ho~t dQng ill ngay 23/02/1947. ISO co ba lo~i thanh 

vien: thanh vien dAy dll, thanh vien thong tAn va thanh vien dang kyo Thanh vien 

clla co quan phai la cac co quan tieu chuAn hoa qu6c gia va m6i qU6c gia chi co 

duy nhAt mQt co quan, t6 chilc 4i di~n d~ tham gia .ISO. Hi~n nay, tren 70% 

thimh vien cua ISO la cac cO' qllan chinh ph-u duQ'c chinh phu cli ra lam d~i di~n 

duy nhAt cho qu6c gia t~i t6 chilc nay. 

Hi~n nay, tren th~ gi6'i co tren 120 nu6'c la thanh vien cua ISO, t111 So' 

chinh .clla ISO d~t t~i Geneve, Th\lY Sy, ngon ngi'r sir dl)Ilg la ti8ng Anh, ti8ng 

Phap va ti8ng Tfty Ban Nha. D~ giup ISO duy tri va tri~n khai ho~t dQng, co cAu 

16 chilc clla ISO gAm co: 

- D,i HQi dAng ISO: hQp toim th~ rn6i nam rnQt IAn 

-. HQi dAng ISO: gAm 18 thanh vien dugc f)~i HQi dAng ISO bAu ra 

- Ban Thll ky Trnng tam: thgc hi~n chuc nang thu kY cho f)~i HQi d6ng 

va HQi dAng trong vi~c quim ly ky thu~t, thea doi cac vAn de thanh vien, h6 trg 

ky thu~t cho cac Ban ky thu~t va Ti~u ban ky thu~t, chiu trach nhi~rn xuAt vim, 

thong tin, quang ba va chuang trinh cho cac nu6'c x dang phat tri~n. 

- Cac ban chinh sach phat tri~n: Ban danh gia sg phu hgp (CASCO); 

Ban Phat tri~n (DEVCO); Ban Thong tin (INFCO); Ban chAp chuAn (REMCO); 

Ban Chinh sach nguai tieu dung (COPOLCO). 

- HQi d~ng Quan Iy Ky thuit (TMB): t6 chilc va quim ly ho~t dQng clla 

Ban Ky thu~t tieu chuAn. 

- Cae ban ky thu~t tieu chuin: hi~n nay, ISO co 2859 cO' quan kyo thu~t 

bao gAm 186 ban ky thu~t, 576 ti~u ban ky thu~t, 2057 Nhom Cong tac va 40 

nhom nghien CUll va so~ thao cac tieu chuAn va cac huang ~ clia ISO. 

- Cae ban ea vAn: nhi~m V\l clla ISO la xfty d\lIlg cac tieu chuAn qu6c t8 

va theo doi, danh gia vi~c tri~n khai thgc hi~n cac tieu chuAn do & cac qu6c gia 

va d6i v6i tirng co quan, t6 chilc C\l th~. Khi v~ dl)Ilg nhUng tieu chuAn do· ISO 

47
 



__

ban hanh, se miy sinh nhitng quan h~ t6'i cac dBi tuQllg la nha quan ly va khach 

hang. Vi v~y, hi~n t~i co khofulg 3000 cac nha khoa hQc, ky thu~t, cac nha quful 

ly, cO' quan chinh phu, cac nha cang nghi~p, nguai tieu dUng... d~i di~n cho cac 

cO' quan tieu chufut hoa quBc gia thanh vien tham gia vao vi~c xay d~mg cac tieu 

chufut quBc t~ va cac chinh sach phat trien cua ISO. 

Tren th~ gi6'i co khofulg tren 5.000 t6 chuc quBc t~ co quan h~ v6'i cac cO' 

quan ky thu~t cua ISO. Vi~t Nam.la thanh vien thu 72 cua ISO, gia nh~p nam 

1977, cO' quan ~i di~n cho Chinh phu tham gia t6 chuc ISO la T6ng C\lC Tieu 

chufut Do luOng ChAt luQllg. 

1.2. ciu true va nQi dung ella bQ tieu ehuin ISO 9000 

BQ tieu chufut ISO 9000 bao g6m 4 phien ban: 

1. ISO 9000: 2005 H~ thBng quful ly chAt luQllg - CO' sa va ill V\IIlg 

2. ISO 9001: 2008 H~ thBng quful ly chAt luQllg - ·Cac yeu cAu 

3. ISO 9004: 2000 H~ thBng qmin ly cMt lugng - Hu6ng dfuI cii ti~ hi~u qua 

4. ISO 19011: 2002 Hu6ng dfuJ. danhgia h~ thBng qufully chili: lUQllg vamoi tnrOng 

~1"""9b9i4~2"-0'bO'io;---~iin2N"""'ObO'i8>~;~~~~~ 
~lnam ~nam :~nam :11 

~OO:i994/iS09000~OO~"·~<l:200S-~TQLCL-:>~~tfrj 
L- "=_L,,~ .~_~l»__»_»~>~~> ~,_»~_,,__»_>_~~_w..~,_>_J 
~SQ~~SO 9~0 1: 2000 I i!H~ thBng quful ly chAt I 
~SO 9002: 19941(bao gam ISO II1S0 9001: 2008 IlluQllg (HTQLCL) - Caci 
-"__,_»»;_»».»",_;_""»>_".".",,»;»».y,,,:.w,,.,,'~ ,~ ,:' :1 

~SO 9003: 199419001/90021 9003) :1 !Iyeu cau II 
l,;,;;""""""""",;""<"""",;,;;";;";"""";""""",,,,,;,,;,,,,.;;,,~:<,,,,,,w.,,,,,,~,,.,.".:"""""""""""".""""""",,,,,,,.;,,,,,,,,,.,,,,,,,,,,,,,,,,,,,,,,,,,,,,",,,,,."" ..,.""(',..""..,,.:.;.;"",.,,""",.,"''''_'''.,..,,''''''''''."'w."""'w." ....""'''''''''''~""."",,,,,;h,,,,,,.,''''''''''''',;,;;,,,,,,,,,,,,,,,,,,,,.,,,,,,,,,,,,,,,,,,,;;,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,.:<,,,,,,,,,,.,,,,,.,,,,.,,.,,,,,,,,,,,,,.; •.~ 

~SO 9004: 1994 ~SO 9004: 2000 jChua co thay doi iIHTQLCL - Hu6ng rlfut I 
II :1 :! ? t· ~ ~ 
1 ~,i 'l.,:cal len
t"'··....""""'"y,·;.;;;·»,.;..",;.;,,,·,,·:·,·»•..,.,,·,,...,,·,·,,·.>:·;y·"",,···»"•.~".»"",.;.;»»,.">:.,.,.},., ..»,.,Y»>.•.;:..........,'.;..,,.,,,.,,.;;,.,""';';'''''''''''"';;'''>;'.",.•,.>;.,..•"",.,y,,,,.•;;,«,,,>;,;»,,,,,.:«.;.,,'>".,~.,-,."»:~»,."."."y"." ....."".>..,.;"."..,.,.",,,,:.,,,,;.»»»:.,.,..,•..,,;;..,..,..>:.,,,;;.»,,,.>>;.,,,,m>>m;,,,.:«Y>>>>>>>>>:t,.:y>;.""..>>>>>.,,,.",,:_*>>,.,;;.,>>.,«.>>>>>>>>-;,.>:.,.,.>;y,.,.;:.;.>>>>,.;.,,.>>".;;.;;.,,,»,,.,,,.;;.,.;..>>>>>.,,,y.,>>;.,,,,,>;.;;>>>.""'.,.>;.:.>>,,.,,,~
 

~SO 10011 : ~SO 19011: 2002 IChua co thay doi l~u6ng dan danh gia j 

1!2~~~~_~--l,__~ ~+l!!!Q~~~>_~ 

2. Nguyen tic ella bQ tieu ehuin ISO 9000 va cae yeu eAu cAn ki~m 80at ella 

tieu chuin ISO 9001: 2008 

2.1 Nguyen tic: 

Qua nghien clm nQi dung cua bQ tieu chudn ISO 9000 va tai li~u ap d\lng 

ISO 9000 vao ho~t dQng cua mQt sB cO' quan, t6 chuc, quful ly chAt luQllg thea 

tieu chufut ISO 9000 dugc th\lc hi~n tren cO' sa tam nguyen t~c: 
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2.1.1. Nguyen ttic ajnh hu·(mg VaG khach hang 

MQi hogt dQng cua co quan phai huang tai m\l9 tieu la s\l thoa man cac 
yeu cAu cua khach hang. Vi v~y, cac cO" quan nha nuac cAn nghien ctru, nb bAt 
dugc yeu cAu cua cong dan va lfty cong dan la d6i tugng trung tam trong vi~c 
xay dlJIlg mvc tieu phcin d§.u cua cO" quan. 

2.1.2. Nguyen tac tanh at;lo tht5ng nhdt 

Vi~c quan ly chftt lugng dugc d~t duai S\I lanh d~o th6ng nhftt, d6ng bQ vB 
!JIVC dich, phuong huang va moi tnremg nQi bQ trong t6 chuc. Lanh d~o cAn t~o 
ra va duy tri moi tnremg nQi bQ d~ co th~ hoan toan loi cu6n mQi nguai tham gia 
trong vi~c d~t dugc cac mvc tieu cua t6 chuc. Lanh d~o phai xay dlJIlg nhUng gia 
trj dinh huang ra rang va th\lc hi~n S"lJ canl k~t, tham gia eua tUng ca nhan lanh 
d~o vai tu cach la mQt thanh vien cua t6 chuc. 

D6ng thai, Hinh d~o phai chi d~o, tham gia xay dlJIlg cac chiSn lugc va cac 
bi~n phap huy dQng SlJ thaln gia cua illQi thanh vien d~ xay dvng h~ th6ng quan 
Iy chftt lugng, nang cao hi~u l\Ic, hi~u qua cua mQi ho~t dQng trong cO" quan, don 
vi. Qua vi~c tham gia tr\Ic tiSp vao ho~t dQng nhu l~p kS ho~ch, xem xet danh gia 
cac ho~t dQng, ghi nh~ nhUng kSt qua d~t dugc cua nhan vien, nguai lanh d~o 
co vai tro cilng c6 gia tri va khuySn khfch S\I sang t~o, di dAu a mQi cftp trong 
toan bQ t6 chuc. . . 

2.1.3. Nguyen tac hr;p tac tri¢t ad 
La S\I v~ d\mg tri~t d~ cac m6i quan h~ giua Hinh d~o va nhan vien, giua 

nhan vien vai nhan vien trong mQt t6 chuc nhfun d~t hi~u qua cao trong qua trinh 
ho~t dQng. 

Thanh cong trong cai tiSn chftt lugng phV thuQc rftt nhi~u vao ky nang, SlJ 
nhi~t tinh hang hai trong cong vi~c cua dQi ngii nhan vien. cful tgo di~u ki~n d~ 
nhan vien hQc hoi, nang cao kiSn thuc va th\Ic hanh nhUng ~y nang mai. 

I 

D6ng thm., t6 chuc phai lfty dQng llJc ho~t dQng va thanh qua cong vi~c la 
SlJ phil hgp giua 19i ich cua t~p the vai 19i fch cua mQi nhan vien trong t6 chuc. 

2.1.4. Nguyen tac ti~p cgn theo qua tril1h 

Qua trinh la t~p hgp nhUng hogt dQng co quan h~ va tuong tac l~n nhau d8 
biSn dAu vao thanh dAu ra Clla mQt san phfun, dich V\l. MQt h~ th6ng quan ly chi 
dugc danh gia la dam bao ·chftt lugng khi kSt qua dAu ra cua san phfun, dich V\l cua 
no 100 hon so v6i dAu vao. Trong mQt cO" quan, t6 chuc,.dAu vao clla qua trinh mly 
la dAu ra cua qua trinh tnrac do va tftt ca cac ho~t dQng Clla mQt c~ quan, t6 chuc 
~o thanh h~ th6ng cac qua trinh lien hoan. Nguyen tAc nay doi hoi S\I dam bao 
chftt lugng d6ng bQ trong ca mQt qua trinh lan, kSt hgp cua nhiSu qua trinh nho. 

2.1.5. Nguyen tde h~ thimg 
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Quan ly thea phuong phap h~ thBng la cach huy dQng, phBi hgp toan bQ 
cac ngu6n 19c d~ thgc hi~n m\lc tieu chung cua t6 chirco Vi v~y, d~ d~t duQ'c m\lc 
tieu chung cua co quan, t6 chuc, nguyen tAc nay yeu c~u cac ca nhan trong co 
quan, t6 chirc phai co trach nhi~m dam bao vi~c d~t m\lc tieu chAt IUQTIg trong ~ 

ph~m vi cong vi~c dugc giao. 

2.1.6. Nguyen tac cai tiin lien t¥c 

H~ thBng quan ly chAt IUQTIg phai duQ'c cai ti~n 'thuOng xuyen d~ b6 sung 
nhfrng yeu c~u cAn thi~t phu hgp v6i sg phat tri~n cua t6 chirc va yeu c~u Clla xa 
hQi vS san phAm, dich V\l ma t6 chirc cung (mg. Cai ti~n lien tvc la m\lc tieu d6ng 
thai cling la phuong phap quan ly cua mQi t6 chuc muBn co duQ'c mirc dQ chAt 
IUQTIg cao nhfit. 

2.1.7. Nguyen tac quyit ainh d1!a tren cO' sa du li¢u 

fl~ d~t duQ'c hi~u qua cao trong cong tac quan ly, mQi quy~t dinh ciIa co 
q'uan, t6 chuc, ngllai lanh d~o phiti dllQ'C xay d\ll1g d\la tre.n vi~c pha.n tich d~y du 
cac thong tin cua co sa du li~u thu th~p duQ'c. 

2.1.8. Nguyen tac h(YJJ tac chijt ch& giua t6 chirc va ben cung irng 

Vi~c quan ly chAt IUQTIg phai duQ'c ti~n hanh tren cac quan h~ hgp mc ch~t 
che ben trong va ben ngoai. Cac quan h~ ben trong la quan h~ nQi be> giita lanh 
d~o v6i nhan vien, gifra nhan vien v&i nhan vien va gifra cac bQ ph~n v6i nhau. 
Cac quan h~ ben ngoai la quan h~ v&i cAp tren, cAp du&i, cac t6 chuc dao t~o, cac 
dBi tac va ben cung ling. Sg hgp tac nQi bQ ch~t che se tang cuang, thuc dAy sg 
linh ho~t trong qua trinh ho~t dQng va khil nang dap (mg nhanh ciIa co quan, t6 
chuc. Cac quan h~ ben ngoai ch~t che la nSn tang giup t6 chuc nang cao kha 
nang va rna rQng ph~ vi ho~t dQng cua minh. 

Khi ap d\ffig h~ thBng quan ly chAt IUQTIg thea TCVN ISO 9001: 2008 trong 
quan ly hanh chinh cua mQt co quan, t6 chuc thi tam nguyen Mc n~y se. rang 
bUQc til can bQ lanh d~o d~n can b9 cong chuc thira hanh trong qua trinh th\lC 
p.i~n nhi~m V\l thea lu~t dinh. 

2.2 Cae yen cAn cAn ki~m soat etia tien ehnin ISO 9001: 2008 

- Ki~m soat tai Ii~n va ki~m soat h8 sO": Ki~m soat h~ thBng tai li~u nQi 

bQ, tai li~u ben ngoai. 

- Traeh nhi~m etia Hinh d,o: Cam k~t cua lanh d~o; fljnh hU6'ng boi 

khach hang;Thi~t l~p chinh sach chAt IUQTIg, va m\lc tieu chAt IUQTIg cho cac 

phong ban; Xac djnh trach nhi~m quySn h~ cho tUng chuc danh; Thi~t l~p h~ 

thBng trao d6i thong tin nQi bQ; Ti~n hanh xem xet cua Janh <40. 
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- Quan Iy ngu6n life: Cung cAp ngu6n l\lc; Tuy8n d\lng; Dao t~o; CO So' 

h~ tdng; Moi truOng lam vi~c. 

- T,o san phim : Ho~ch dinh san phdm; Xac dinh cac yeu cAu lien quan 

d~n khach hang; Ki~m soat thi~t k~; Ki~m soat mua hang; Ki~m soat san xudt va 

cung cdp dich V\l; Ki~m soat thi~t bi do luOng 

- Do luimg phao tich va cai ti~o: Do luOng sg thoa man cua khach h~ng; 

Danh gia nQi bQ; Theo d5i va do luOng cac qua trinh; Theo doi va do luOng san 

phfun; Ki~m soat san phb khong phil hQ'P; Phan tich dir li~u; Hanh dQng kh~c 

ph\lc; Hanh dQng phong ngira. ~ 

2.3. Cac yen cAn d6i vOi cO' qnao, tA ch.rc khi ap dl}og ISO 9001:2008 

- Yeu cAu v€ h~ th6ng thu~t ngfr va til VlJIlg 

- Yeu cdu v€ h~ th6ng titi li~u 

- Yeu cdu v€ trach nhi~m cua lanh d~o 

:. Yeu cdu v~ quan ly ngu6n nhan l\lc 

- Yeu cdu d6i v6i vi~c t~o ra san phdm 

- Thgc hi~n cac yeu cAu vS do luOng, phan tich va cai ti~n 

II. NQi dung ap dyng h~ th6ng quan Iy chit ItrQ1lg theo ISO 9001:2008 vito 

eong tae van thtr 

1. Xiy dl}1lg quy trinh quan Iy eong tae van thtr 

* Mue. dieh: 

N~m dugc S\l v~n "hitnh cO' ban cua cac khau nghi~p V\l thuQc nQi dung 

cong tac van thu, qua do, nguai quan ly co th8 dua ra nhUng giai phap tdi uu 

nang cao chAt IUQllg cong tac van thu. 

Quy dinh cac bu6'c xdy d\Cl1g k~ ho~ch cong mc van thu, kiem tra, gicim sat 

vi~c th\lc hi~n~kS ho~ch va rut kinh nghi~p, kh~c ph\lc nhUng diBm h~n chS trong 

k~ ho~ch, dS ra phuong hu6ng cai ti~n cho k~ ho~ch nitm ti~p theo. 

Tieu chuftn nay duQ'c ti~n hanh thong qua vi~c xdy d\Cl1g va thgc hi~n h~ 

thBng qui trinh xu ly cong vi~c hQ'P ly, phil hQ'P v6'i qui dinh cua phap lu~t, 

nhfun t~o diSu ki~n de nguai dUng dAu co quan hanh chinh nha n~6'c kiem soat 

dugc qua trinh giai quySt cong vi~c trong nQi bQ cO' quan; thong qua do tUng 

bu6'c nang cao chdt IUQllg va hi~u qua cua cong tac quan ly va cung cdp dich V\l 

cong. 
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* Ynghia: 

- Tang nang xuAt lao dQng trong cong tac van thu. 

- Bap (eng yeu eAu eua lu~t dinh trong van thu. 

- Bap (eng yeu eAu hQi nh~p qu6e t~ 

- Bern l~i thai gian va tri tu~ eho nguai dung dAu cO' quan va dQi ngil can ;::; 

bQ, vien ehue. 

- Thay d6i nSp nghi, nSp lam va giao tiSp trong van thu 

- Lam n~n tang eho vi~e eh(eng nh~n chAt lugng 

* Ph{lm vi tip dflng 

Trong quan Iy, theo doi, kiem tra, giam sat vi~c th\Cc hi~n nQi dung Clla 

eong tae van thu trong ph~rn vi toan cO' quan, t~i van phong, phong hanh ehinh 

va cae phong, ban ehue nang, don vi tf\le thuQe, k~ ea cae ho~t dQng ella ea nhan 

lanh d~o lien quan d~n eong tae van thu. 

* Toi lieu vien dan. . 
- Cae van ban hi~n hanh ella nha nu6e quy dinh v~ eong tae van thu 

- Cac van ban cua co quan cAp tren, van ban cua co quan quy dinh ve cong 

tae van thu 

- S6 tay chAt lugng 

- Cac quy trinh quan Iy hanh chinh theo h~ th6ng quan Iy chAt IUQ'ng ISO 

9000 eua cO' quan. 

* Gilli th.ich thu~t ngil' 

Khi xay dgng quy trilID quan ly cong tae van thu thea ISO 9000, ~guai 

xay dgng co traeh nhi~rn giai thieh nhUng thu~t ngfr, ttl ngfr ehuyen mon dung 

trong quy trinh de nguOi quan Iy va nguai th\Cc hi~n hieu mQt cach th6ng nhAt. 

* N{ji dung 

Vi~e xay dgng lUll d6 ella quy trinh cAn daln bao dung vi~e, dung nguai 

th\lc hi~n, dung traeh nhi~rn ella tUng ea nhan, thai gian hOM thanh nhi~m V\l 

dugc giao va kSt qua thu duQ'c sau mBi bu6'c cong vi~c. 

2. Xay dtplg cac quy trinh nghi~p VI} cong tac van thll 

~.l. Yeu cdu cua quy !rinh nghi?p VII 

Quy trinh nghi~p V\l phil hgp v6'i h~ th6ng quan Iy chAt lugng theo TCVN 

ISO 9001: 2008 cAn dap (eng duQ'c nhUng tieu chi sau: 
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- Dam bao yeu eAu eua mQt van boo hu6ng dful nghi~p V\l, dAy du cae ySu 

t6 v~ the thue. Cae ySu t6 the thue triOO bay trong quy-trinh mang tlOO don giOO, 

thuOng th~ hi~n b~ng bang bi~u, sa d6. 

- Mo ta dugc cac khau cong vi~c C\l th~, ra rang, thea triOO tg khoa hQc, 

th6ng nhdt v6i OOUng van ban hu6ng ddn cua cO' quan cdp tren. 

- The hi~n reS traeh nhi~m eua timg ea nhan, don vi, ke ea cae cAp lanh d'ilO 

tham gia vao vi~c giai quy~t cae khau nghi~p V\l. 

- Vi~n dfu1 OOUng Uii li~u lien quan dSn cae khau eong vi~e, siin phAm eua 

m6i khall cong vi~c C\l th~ rna can bQ dugc phan cong phai chiu trach nhi~m 

hoiin thanh. 

- B6 C\lC ch~t che, khoa hQc, co du cac rn\lc. 

2.1. Quy trinh sO{ln thao va ban hanh van ban 

2.1.1. Mflc dich 

Quy dinh cach thire so~ thao, phe duy~t, ban hiinh cac van boo thuQc h~ 

th6ng quim ly eMt lUQ11g ella co quan, t6 ehue. 

2.1.2. Ph{lm vi tip dflng 

D6i v6i tdt ca van ban do cO' quan baIl haoo. 

2.1.3. Tai lieu vien dan. . 
- BQ tieu ehufut quim ly chAt lUQ11g ISO 9001: 2008 

- 86 tay chdt lUQ11g; 

- Cac van boo hu6ng dfin so~ thao va ban hanh van boo, quy dinh th~ 

thuc trinh bay van boo, quy ch~ cong tac van thu lUll tm cua cO' quan. 

2.1.4. Giai thich thu{it ngii' 

- Van ban ki~m soat: 1a nhUng tai 1i~u co dong ddll ki~m soat mau do cua 

cO' quan atrang bia ddu, duQ'c thea dai trong danh m\lc phan ph6i tai 1i~u, mdi 

khi sua d6i dugc c~p nh~t t6i nguai sir d\lng. 

- Van boo khong kiem Soat: la nhUng tai li~u khong dUQ'e dong dAu kiem 

soat mau do eua co quan, nguai e~p nh~t van biin nay khong e~ e~p nh~t boo 

m6i rn6i khi tai 1i~u nay thay d6i. 

2.1.5. Ctic buuc tiin hanh 

Cac bu6c so~n thao va ban hiinh van ban duQ'c th~ hi~n bfu1g lUll d6 

2.2. Quy trinh quan lj van ban di 
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2.2.1. Mue. ilieh 

Th6ng nhdt cac bu6c quan ly van ban di cua cO' quan, t~o di~u ki~n cho 

vi~c tra ctru ph\lc V\l quan IY. 
2.2.2. Ph!'m vi tip dflng 

Tinh ill khi van ban hoan chinh ban thao, da co chu ky ban hanh cua thu 

truO'ng cO' quan den khi lUll van ban, s~p xep van ban de ph\lc V\l tra tim. 

Ap d\IDg d6i v61 tdt ca cae van ban do cO' quan ban hanh. 

2.2.3. Titi lieu vien dan. . 
- Cae van bin huOng dfuJ. ve cong tic van thu, luu trfr Clla cae cO' quan c§.p tren 

- Quy ch~ cong tac van thu cua cO' quan, don vi. 

2.2.4. Gitii thieh thupt ngu 

- van ban di:
 

- Dang ky van ban di:
 

2.2.5. Ctie b«6'e tiin hitnh 

V6i ph~m vi gi6i h~n cua quy trinh, vi~c quan ly van ban di duQ'.c tinh ill 

khi van ban dil hOM chinh ve the thuc va dli dieu ki~n phat hanh, bao g6m cac 

bu6c: 

- Dang ky van ban di 

- Theo d5i qua trinh phat hanh van ban 

- Theo d5i vi~c th\lc hi~n van ban 

- D·arm gia k~t qua th\lc hi~n van ban di 

- LUll van ban di 

- Ph\lc V\l khai thac, sir d\IDg van ban di 

- Chuy~n giao van ban di vao lUll trfr cO' quan 
~ 

2.3. Quy trinh qaan Ij, giai quyit van ban din 

2.3.1. Mue ilieh. 
Th6ng nhdt cac buac quan ly, giai quyet van ban den Clla cO' quan, 1ir khi 

tiep nh~ van ban den khi chuyen giao van ban den cac dan vi, ca ~an co trach 

nhi~m giai quyet va theo doi qua trinh giai quyet van ban. 

2.3.2. Ph!'m vi tip dflng 

Ap d\IDg d6i v61 tdt ca cac van ban den cO' quan va duqc dang ky vao "Sd 

dang kY van ban den". 
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i.3.3. Tlli lifU vifn dan 

- Cac van ban quan ly huang dful v~ van thu, lUll triI cua cac cO' quan cAp 

tren 

- Quy ch~ eong tae van thu eua cO' quan, don vi 

- Nhfrng ghi ehu cua cO' quan phat hanh v~ mue dQ m~t eua van ban. 

2.3.4. Gilli thich thu~t ngir
 

- Van ban d~n
 

- Dang kY van ban dSn
 

2.3.5. Cde butTe tiin himh: dugc the hi~n bfuIg lUll d6 · 

2.4. Quy trinh I¥P h8 s(/ hi?n hanh va npp luu vao luu trir 

2.5.1. M flC i/ich 

Th6ng nhAt cac bu6c l~p h6 sa hi~n hanh, h6 sa cong vi~c va nQp lUll vao 

lUll trU cua cO' quan, don vi. 

Giup can bQ chuyen mon ghii quySt vi~c l~p h6 sa d6i v6i nhfrng cong 

vi~c do mlnh thgc hi~n. 

2.5.2. Ph!lm vi tip dflng 

Ap d\lng d6i v61 cac linh VlJC ho~t dQng cua cO' quan do don vi, ca nhan 

trong cO' quan chiu trach nhi~m giai quySt. 

2.5.3. Tlli lifU vifn dan 

- Cac van ban huang dful v~ vi~c l~p h6 sa hi~n hanh va giao nQp vilo lUll 

trU Clla cac cO' quan cAp tren 

- Quy eh~ eong tae van thu eua cO' quan, don vi 

2.5.4. Gilli thich thu~t ngir 

-RAsa., 
- Danh JTI.\lC h6 sa
 

- R6 So' cong vi~c
 

2.5.5. Cde butTe tiin hanh: The hi~n bAng lUll d6 til trang 58 dSn trang 62 

M6 ta cac quy trinh nghi~p V\l van thu khi ap d\lng ISO 9001 :2008 

Ill. cAe Bq:N pHAP THVC HI:¢N UNG DVNG II:¢ THONG QuAN LV 

CHAT LUQNG THEO ISO 9001:2008 vAo CONG TAc VAN THU 

UBNDxA 
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1. Th60g ohit chu trlfO'Dg troog laoh «1'0 

Khi ap d\IDg h~ th6ng quan If chdt Iugng theo TCVN ISO 9001: 2008 vao 

cae ho~t dQng cua cO' quan, t6 chue n6i chung va vilo e6ng me van thu n6i rieng 

tlSu,xudt phat ill sg th6ng nhdt chu truang cua cac cdp Ianh d~. Chu truang nay 

cAn co sg chudn bi, dAu tu vS co sa If Iu~, co sa v~t chdt mQt cach dAy du, dam 

bao yeu cAu cua vi~c thgc hi~n h~ thc3ng quan If chdt Iugng theo TCVN ISO 

9001:2008 

Sg th6ng nhdt vS chu truang gifra cac cdp Ianh d~o, cAn t~p trung vao 

nhfmg vdn dS co ban sau: 

- Th6ng nhdt vS thai diem tiSn hanh ap d\lng 

- Th6ng nhAt v~ cO' 'sa khoa hQc va cO' So' th\lc ti~n cua vi~c ap d\lng TCVN 

ISO 9001: 2008 

- Th6ng nhdt cac nQi dung dugc Iga chQn de xay dvng quy trinh thgc hi~n 

thea ISO 9001 

- Th6ng nhdt vS muc dQ dAu tu kinh phi 

- Th6ng nhdt vS bi~n phap cm tiSn 

MQt trong nhfmg nguyen tAc cua vi~c ap d\lng h~ thc3ng quan If chat Iugng 

theo TCVN ISO 9001: 2008 Ia phai IUDn IUDn cai tiSn h~ th6ng quan If chdt 

Iugng. Sau mQt thOi gian trien khai ap d\IDg ISO 9001 Ban chi d~o ISO cAn xem 

xet, danh gia muc dQ ho~t dQng hi~u qua cua h~ th6ng, tim va phan tich nhfmg 

nguyen nhan cua sg khDng phil hgp va xay dvng bi~n phap kMc ph\lc, phong 
, 

ngira va cai tien. 

Dinh ky xem xet, danh gia, xay dvng cac bi~n phap khAc ph\lc, phong 

ngira va cai ti~n thea phuong an giai qlly~t tUng S\I vi~c kh6ng phil hgp rnQt cach 
~-

dan Ie hay dAng bQ dSu phai co sg th6ng nhdt Clla cac' cdp Ianh d~o ngay ill hIc 

bAt dAu ap d\IDg trien khai ap d\IDg. 

2. Xay d\fllg hf th8ng thoit ngfr va tir V\fIlg 

Xay dvng h~ th6ng thu~t ngfr, ill vvng Ia mQt nQi dung phuc t~p, cAn <tAu 

tu nhan Igc, v~t Igc de tiSn hanh nghien Clru sau rQng. Vi v~y, h~ thc3ng th~t ngtr 

va ill vgng cua cac nganh, cac linh V\IC lien quan lit rnQt nguBn tu li~u tham 

khao, b6 fch cho cac cO' quan, t6 chuc. 
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3. ChuAn bj nhan IIfC cho vi~c ap dyng TCVN ISO 9001: 2008 

MQt trong nhUng yeu cAu dij.t ra Ia ngu6n nhan. I\Ic phai dam bilO chAt 

lugng nhAt dinh. 

DQi ngli can bQ phai dugc dao t~o vB chuyen mon d6i v6i chuc danh, linh 

V1!c dugc phful cong nhi~m V\l, co d~o duc nghB nghi~p va dugc trang hi nhung 

kien thirc ph\l trg co ban nhu tin hQc, ngo~i ngu, ky nang thu th~p va t6nghQ'P 
~ thong tin, ky nang so~n thao van ban... 

Can bQ lam vi~c t~i cO' quan phai co nhUng hi~u bi~t cO' ban vB bQ tieu 

chuAn ISO 9001 :2008 va m\lc tieu, chinh sach chAt Im;mg cua co quan, t6 chirco 

NOI DUNG THAO LuAN - TRue H.ANH B.AI 4 . ..
 

1. NQi dung co bim cua bQ tieu chuAn ISO 9001:2008. Mo til h~ thBng 

quim Iy chAt lugng thea TCVN ISO 9001:2008. 

2. Cac bi~n phap th\Ic hi~n irng d\lIlg h~ thBng quan If chAt Iugng 'theo 

ISO 9001:2008 vao cong tac van thu UBND xa thu~n Igi, kho khan ? 

3. Cac quy trinh nghi~p VI) cAn xay d\lIlg khi ap d\lIlg h~ thBng quan If 

chAt Iugng theo TCVN ISO 9001:2008 vao cong tac van thu. 

." 
". 
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LlfU d6 xiy dl}'llg cae quy trinh nghi~p vI} cong tac van thu 

Trach nhi~m Qic boOt.hanh Titi Ii~u, san pbam 

K€ ho~eh eong bie narn 
Phong Hanh ehinh XAy d.,ng ki ho,ch ~ ella co quan, k€ ho~eh 

cong tac van thlJ' nam ~ eong tae van thu 

I 
Phong Hanh ehinh, 1 K€ ho~eh kern dg toan 
k€ toan 

L,p dl! toan 

Phong Hanh ehinh, cae I I B!en ban h9P trien khai 
don vi, ea nhan lien ~ ke ho~eh 

quan TO chli'c tri~n khai thl)'c . 
hi~n ke ho~ch 

Phong Harm ehinh, 
I Van ban giao ke ho~eh,Thu tnr6ng co quan • phan eong nhi~rn V\l 

Giao nhi~m Vl) Cl) th~ cho 
cac dan vi, ca nhan 

Ban ghi ehep, tong hgp 
Phong Harm ehinh, I nh~g thong. tin theaThu tnr6ng co quan 

£)On dOc, 
y doi, giam sat - -

nhac nho ~Th d-· .• ~ ...... eo 01, glam 
.:::.\ sat vi~c thl,l'c hi~m ) 

- £)On dOc, 
ti.... · "'-. ke ho9ch / 

Bao eao tdng k€t,
Phong Harm ehinh nhac nho- h6 so hQi nghj 

/' T6ng kat, danh '" 
gia vi~c thl!C hi~n 

\. ki ho,ch / . 
~ ~ . 
....................::::::::::::.\ ............. 

Nghi quy€t hQi nghi 
~ .•.•••..••..•••••••••.••••••••••• ,6....•••......•.• ................ 

Ban d€ xuAt nhi~m V\l 
~ 

Bao Hoi Giaif---

cao f--- ngh; phap 

....- tOng I- tOng cai 
f--

Toan bQ tAi li~u hinh 
Phong Harm ehinh ket ket tien thanh trong qua trinh 

- I- '-

xay d\lIlg va thge hi~n ,.. k€ ho~eh 
£)e xuat nhi~m Vl) ho~t 

dong nam sau 

LU'u ho sO' 
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Lifo d6 soan tbao va ban banb van ban : 
Traeh nhiem 

Can bQ. duqc 
phancOng 
Ph\! trach bQ 
ph~ 

Truang 
phong 

can bQ duqc 
phanc6ng 
Cac bQ ph~n, 

ca nhan dugc 
xin y ki~n 
Can bo dugc 
phan cong 

Truang 
·phong 

Lanh d~o don 
vi 

BOph~nphap 

ch~ 

Dan vi so~n 

thao 

Thii truOng 
C<J quan 

Van thu C<J 

quan 

Van thu C<J 

quan 

.." can bQ dUO'C 
phanoong 

· Van thu, be 
ph~n ban hanh 

I Cae bllO'e tien hanb 

Yeu cAuqnthao vin ban 

Xem xet yeu cAu 

Pilin cong so,n thao 

0., thao xin y ki6n 

£>ong gop y kiin 

Hoan chinh d., thao 

Soat xet d., thao 

Chua d~t 

Kiim tra phap chi 

ThAm djnh d., thao 

-I 

Yeu 
<:Au 
qn •• 
thao 
I,i 

Trinh kY 

Pheduy~ 

Lam thu tvc phat hanh 

/ 

£)ing kY vin bin di 

rrai lieu, san nham 

hOng vAn d~ lien quan d€ 
9i dung yeu cAu 

ki€n cua lanh ~o 

an dv-thao 
anh sach cac cO' quan, t A 

huc dugc xin y ki€n 
ac y ki~n dong gop,! 

bao cao t6ng hgp cac y ki€ 
opy 

an thao hoan chinh;
 
·€n Clla bQ ph~ phap ch~
 

an thao hOOn chinh cO chit 1 

~t Clla tnrOng don vi 
, 

an g6c va cac ban chinh 

186 dang kY.. van ban di 

ac tAi li~>u 16i thai 
abi thay th€ 

6sa xay dlJIlg van ban 

ChuyAn giao vb mOi va thu 
hOi vb 16i thOi 

lu'Uvan ban 



Luu d6 quan Iyvin ban di: 

Cac bu6c tien hanh Tai li~u, san pham Trach nhi~m 

Can bQ van thu 

Can bQ 'phAn hanh, 
dan vi dugc phan cong 

Can bQ phAn hanh, 
dan vi dugc phan cong 

CO' quan ban hanh van 
ban ho~c cO' quan 
chuyen mon dAu nganh 

aang ky van ban 

The~ doi qua trinh phat hanh 
van ban 

Theo doi vi,c thl!C hi,n van 
ban 

chua dat 
~ . 

•
 
Slia 
chCPa 

b6 
sung 

aanh gia kit 
qua thl!C hi,n 

sA dang ky van ban di 

sb thea doi, nhiing 
thong tin phan h5i 

Cac van ban tri~n khai 

.;:... 

: 

..;:--

Bao cao danh 
k~t qua thgc hi~n 

gia 

,. Can bQ van thu, 
chuyen vien lUll h5 sa 

Can be} van thu, 
chuyen vien lUll h5 sa 

Can bQ van thu, chuyen 
vien lUll h5 sa cong 
vi~c 

•
 
LU'u van ban di 

Phl:lC VI:I khai thac, 
siP dl:lng van ban di 

sb dang ky van ban di; 
phAn m~m dang ky vb 
di, h5 sa cong vi~c 

Cac tAi li~u ph\lc Vl) 

khai thac, sir dVng tai 
li~u, h5 sa vi~c 

H5 sa nQp lUll 

Chuy6n giao van ban 
~ vao ILPU trCP 
~ 

~ 

-= 
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Luu d8 quan Iyvin ban'd~~ 

Tai li~u, san pbamCac bO'O'c ti~n hanbTracb nhi~m 

Tiip nh,n van ban din 
(ky nh,n, kiim tra) sA nhin van ban d~nCan bQ van thO' 

Phin lo,i bi van ban dinCan bQ van thO' 
~, 

Boc bi van ban din 

• 
D6ng diu din, ghi ngay 
thang nam van ban din 

Can bQ van thtr 

niu d~n theo mAn Clla
cin bQ van thtr 

cO' quan 

Can bQ van thll 

Can bQ van thtr, 
thii tro-Ong d01l vi 

. 
Can bQ van thO', 
trtrlmg phong hanh 
chinh 

Don vi, ca nhan 
r  dllQ'c phan cong 

trach nhi~m 

Thii trtrOng dO'D vi, 
trlllmg bQ phin 
c1tr~ phin cong ghii )1 

quyet 
BQ phin dtrQ'c giao 
trach nhi~m giai 
quy~t 

Dang kY van ban din 

Trinh xin y kiAn phin ph6i va 
hU'ong giai quyit van ban 

Chuy6n giao vb dAn dan vi, ca 
nhan co trach nhitm giaiPh6i 

~ 

hQ'p 
v6'i 
cac
 
dO'n
 
vi
 

lii-n
 TO chCrc giai quyit
14············· van ban dinquan 

I 

Theo doi qua trinh giai 
quy6t van ban din 

S6 dang kY van ban 
;t,( h~ A ;t...uen, p an mem uang' 
kY vb d~n, h8 sa cong 
vi~c 

y ki~n coa tho trO'O'ng 
dan vi 

sa chuy~n giao van 
ban 

Cac tai li~u lien quan, 
y ki~n ho~c van ban 
phan h8i . 

Van ban phan h8i, 
bao cao k~t qua 

S6 da-'ng kY, chuySn 
giao van ban d~n, 
h6 So' cong vi~c 

LU'u van ban din. to chCrc 
tra cCru 
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LlfU dA Xay d'1ng danh ml}.c hA sO'va lip hA SO' 

Trach nhiem Cac bllac ti~n hAnh TAi lieu, san oham 

Van phong hoac 
phong bAnh chinh 

Chuyen vien tang hQ'p 

Chuyen vien trl}'c ti~p 
giai quy~t cong vi~c 

Cbuyen vien tr.,c ti~p 
giai quy~t cong vi~c 

Ma h6 sO' 

Thu th,p tai lifu 

L,p Danh ml:lc h6 sO' 
Cac van ban huang 

Nguyen dAn, k~ ho,ch cong 
tac (hs) tac 

Cac van ban htrangHE> sa 
~din, k~ ho,ch congviec 

tac
 

ho sa ~
 Bia h6 sO', tAi li~u diunhan Sl)' 
tien hinh thAnh khi 
giai quy~t cong vi~c 

TAt ca tAi li~u hinh 
thAnh trong qua trinh 
giai quy~t cong vi~c 

Chuyen vien tr.,c ti~p 
giai quy~t cong vi~c 

Chuyen vien trl}'c ti~p 
giai quy~t cong vi~c 
ho,c can bQ van thO' 
11111 trw 

BQ phin quan Iy h6 sO' 

Chuyen vien trl}'c ti~p 
giai quy~t cong vi~c 
ho,c bQ phin quan Iy 
h6 sO' 

SAp xAp van ban trong 
h6sO'bien 

mlrlC 

.~~~- ~. 
~ . 

.......
 

bien 
ml,lC ~. 
ben 

ngoai 
T6 chll'c khai thac, phl:lC 

v1:1 

T6chll'cnOpl~uh6sO' 
vao I~u trli 

.-::-

TAi li~u trong h8 sO' 

Bia h8 sO', tit m\lc Iyc 

Cac biSu mAu, sa sach 
phl}c VI} khai thac 

Bien ban bAn giao, sa 
giao nhin 

~ 

~ 

KT. DQ TRUONG 
~--....... ~
 

,. TRUONG-==-~ 
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Titi li~u tham khao 

1. Lu~t (sira d3i) T3 chirc HQi d6ng nhan dan va Uy han nhan dan cac cftp 

nam 20'05 

2. Nghi dinh 11 0/2004/ND-CP ban hanh ngay 08/4/2004 eua Chinh phu ban 

himh vS cong tac van thu va Nghi dinh 09/2010/ND-CP han hanh ngay 

08/2/2010 Sira d3i, h3 sung mQt s6 diSu cua Nghi dinh s6 110/2004IND-CP ngay 

08 thang 4 nam 2004 cua Chinh phu vS cong tac van thu 

3. Nghi dinh 5812001/ND- CP ban hanh ngay 24/8/2001 v~ quan ly va sir 

d\lng eon d~u 

4. Nghi dinh 135/2003/ND-CP ngay 14/11/2003 eua Chinh phu v~ kiSm tra 

va xu ly van ban qui ph~rn phap lu~t 

5. Nghi dinh s6 31/2009/ND-CP ngay 01/4/2009 eua Chinh phu sua d6i b6 

sung mQt s6 diSu cua Nghi dinh s6 58/2001/ND-CP ngay 24 thang 8 nam 2001 

vS quan ly va sir d\lng con dAu 

6. Chi thi 10/2006/CT-TTg ngay 23/3/2006 eua Thu tuOng Chinh phu v~ 

vi~c giam van ban gi~y to' himh ehinh trong ho~t dQng eua eae eO' quan himh 

ehinh nha ntrae 

7. Thong tu 07/2002/TT-LT ngay 06 /5/2002 eua BQ Cong an - Ban T6 

ehilc ean bQ Chinh phu huOng ddn thge hi~n rnQt 56 qui dinh t~i Nghi dinh 

58/2001/ND-CP ngay 24/8/2001 eua Chinh phu v~ quan ly va sir d\lllg eon ddu 

8. Thong tu 12/2002/TT-BCA (All) ngay 19/9/2002 eua BQ truOng BQ 

Cong an huOng dful th\lC hi~n Nghi dinh s6 33/2002/ND-CP ngay ~8/3/2002 cua 

Chinh phu qui dpm chi tiet thi hanh Phap l~nh Bao v~ hi m~t nha nuO'c..... 
9. Thong tu 04/2008/TT-BNV ban hanh ngay 04/6/2008 huOng ddn ehue 

~ 

nang, nhi~m V\l, quySn h~:p... va co cAu t3 chirc cua Sa NQi V\l, Phong NQi V\l 

thuQc UBND cAp tinh, cftp1huy~n. 
10. Thong tu 02/~01.ortT-BNVngay 28/4/2010 cua BQ NQi V\l huOng dfut 

:'.:' i ," ,.f? ? • 

chilc nang, nhi~m Vl), quyen.h~ V'a to ch(re eua to ehile Van thu, Luu tm BQ, eO' 

quan ngang BQ, co quan·thuQc·Chinh.·phil va Uy han nh§n dan cac cAp. 
, . . 

11. Thong tu 01/2011/TT:.;BNV ngay 19/01/2011 eua BQ NQi Vl) huOng ddn 

thS thirc va ky thu~t trinh hay van han himh chinh 
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12.Thong tu 14/2011/TT-BNV ngay 08/11/2011 eua BQ NQi V\l quy dinh 

quim ly h6 sO', tai li~u hinh thanh trong ho~t dQng eua HQi d6ng nhan dan va Uy 
ban nhan dan xa, phuOng, thj trftn. 

13. Cong van 425NTLTNN-NVTW ngay 18/7/2005 eua C\le Van thu va 

Luu trfr nha nu6e v8 vi~e huOng dfin quan ly van ban di, van ban d~n. 

14. Cong van sB 139NTLTNN-TTTH ngay 14/3/2009 v/v huOng ddn quim 

ly van ban di, van ban den va l~p h6 sa trong moi tnlOng m~g. 

15. Giao trinh Nghi~p V\l eong tae Van thu eua TruOng Cao d~ng Van thu 

LUll trfr, NXB Giao thong v~n tai nam 2006 

16. T~p chi Van thu LUll tru eua e\le Van thu LUll trfr nha nuae 

17. T~p tai li~u B6i duang Nghi~p V\l Van phong - ThBng kS dimg eho 

ehue danh Van phong - Th6ng ke cAp xa cae tinh Tay Nguyen ban hanh thea 

Quy~t dinh 86 3566/QD-BNV ngay 09 thang 9 nam 2005 eua BQ truOng BQ NQi 

V\l 
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