
Noi night: 
- Nhu Dieu 3; 
- BO tnrong Dao Wing Lan (dCA  b/c); 
- Cac Thir tnriing (a b/c); 
- Lanh dab Cuc; 
- Van phong BO; 
- Trang thong tin din tit Cnc; 
- Lim: VT, VP. 

Le Thanh Diing 

CUC TRUONG  wie.====.  

BOYTE 
	

CONG HOA XA HOI CHU NGHTA VIVI' NAM 
CVC DAN SO 
	

Doc 14p - Tv do - Hph phtic 

S6:  9 /QD-CDS 
	Ha NOi, ngayd3 thong  Jf  nom 2024 

QUYET DINH 
Ban hanh Quy the cong tic van thy, ltru trik ciia Cuc Dan so 

CUC TROJNG CT,JC DAN SO 

Can ca. Lu at Luic tra sa 01/2011/QH13 ban hanh ngay 11/11/2011; 
Can ci Nghi Binh so 01/2013/ND-CP ngay 03/01/2013 cna Chinh phi quy 

clink chi tiit thi hanh mot so di ;Ju Luat Lu-u tray 

Can ci Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cna Chinh phi ve ding 
tic van thu; 

Can c& Nghi clink so 99/2016/ND-CP ngay 01/7/2016 cna Chinh phit v"'d quan 
lf; va sec dung con deiu; 

, Can ca. Quyet clink so 3919/QD-BYT ngay 23/10/2023 cna BO truing BO Y 
quy clinh chic nang, nhiem vy, quyen hgn va co' cau to chic cica Cuc Dan so 

thuOc BO Y te; 
Can ca. Thong to so 02/2019/TT-BNV ngay 28/01/20219 cna BO truing BO 

NOi vy quy dinh tieu chuan clic lieu dclu vao va yeu cau bac) quan tai lieu luv tray 
dien tn.; 

, Can cti. Quyjt dinh 3089/QD-BYT ngay 02/8/2023 cna BO truing BC ) Y 
to ban hanh Quy the cong tic van thu, luu tray cna BO Y te; 

Theo cl'J nghi cna Chinh Van phong. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy ch6 cong tic van thu, hsu 
trir 	Cuc Dan so (Quy the kern theo). 

Dieu 2. Quyet dinh nay có hieu 	tir ngay kST, ban hanh. 

Dieu 3. Chinh Van phong, Thu twang cac don vi thuOc Cuc Dan s6; Thu 
tnrang the don vi va ca nhan có lien quan chin trach nhiem thi hanh Quyet dinh nay". 
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BO Y TE 
CVC DAN SO 

LONG HOA X.A HOI CHU NGHIA VIET NAM 
DO 14p - Tv do - 11#nh phtic 

     

QUY CHE 
Ging tic van thir, ltru tar cita Cuc Din s6 

(Ban hcrnh kern theo Quy'Jt clinh so: /QD-CDS ngay03 thong  5  nom 2024 
cua Cuc trwong Cuc Dan so 

Chuang I 
NHVNG QUY DINH CHUNG 

Dieu 1. Phum vi dieu chinh 

Quy che nay quy dinh cac hoot dOng ve cong the van thu, cong tac km trir 
cua Cuc Dan so. 

Ditu 2. Doi tuvng fip dung 

Quy the nay dp dung doi 	cac Phong, dun vi (sau day goi tat la dun vi) 
va cong chirc, vien chirc, nguoi lao dOng (sau day ggi tat la cong chirc, vien 
chirc) lam viec tai cac don vi thuOc Cue Dan so; cac to chirc, ca nhan giri cong 
van giay to.  den Cue Dan so. 

Dieu 3. Giii thich tir ngit 

Trong Quy ch6 nay, nhiing tir ngir duai day (lucre hie'u nhu sau: 

1. "Van ban", "Van ban hanh chinh", "Van ban dien tir", "Van ban di", "Van 
ban d6n", "Ban thao van ban", "Ban g6c van ban", "Ban chinh van ban giay", "Ban 
sao y", "Ban sao luc", "Ban trich sao", "Danh muc ho so", "HO so", "Lap ho so' 
dirge hiehu theo quy dinh tai DiL 3 Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 
cua Chinh phu ve cong tac van thu (sau day ggi tat la Nghi dinh so 30/2020/ND-CP). 

, 2. He th6ng quan 1ST va dieu hanh van ban dien tir (sau day ggi tat la he 
thong) la he thong thong tin dugc BO Y to xay dung co chirc nang tin hoc hoa viec 
quail 1ST van ban va dieu hanh cong viec cua BO Y te. BO Y to cap tai khoan de 
nguaii dung thuOc Cue Dan so tham gia sir dung. 

3. "Van thu Cue Dan so" (sau day vi6t tat la Van thu Cue) la bO phan thuc 
hien nhiem vu cong tac van thu tai Van phong Cue. 

4. "Van thu don vi" la 1)0 phan hoac ca nhan thuc hien nhiem vu cong tac 
van thu cua cac don vi thuOc Cue Dan so. 

5. "Thi6t bi luu lchoa bi mat" la thi6t bi dien tir &mg a luu frit chirng thu so 
va kb& bi mat dm nguoi sir dung. 

6. "KST so" la viec sir dung thi6t bi luu khoa bi mat k6t hop voi chirc nang 
oh he thong de kST cac van ban dien tir theo tham quyen ten N thong hoac kST true 
tiep len van ban dien tir d6' quan 1ST tren he th6ng. 
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7. "Luu tra co quan" la to chirc thtm hien hog dOng km trir cua Ctic Dan s6. 

8. "Phong km tre la town b6 tai lieu km trir duoc hinh thanh trong qua trinh 
hoat dOng cua co quan, to chirc hoc ca nhan. 

9. "Tai lieu luu tre la tai lieu c6 gia tri phttc vu hoat dOng thtrc tien, nghien 
ciru khoa hoc, lich sir duoc hra chon de luu trir. Tai lieu km tra bao gom ban goc, 
ban chinh; trong trtreng hop khong con ban goc, ban chinh thi duoc thay the bang 
ban sao hop phap. 

10. "Thu thap tai lieu" la qua trinh xac dinh nguOn tai lieu, hra chon, giao 
nhan tai lieu c6 gia tri de chuyen vao Luu trir co quan, Luu tri lich sir. 

11. "Chinh 1ST tai lieu" la viec phan loai, xac dinh gia tri, sap x6p, thOng ke, 
lap cong cu tra ciru tai lieu hinh thanh trong boat dOng cua co quan, to chirc, ca nhan. 

12;  "Me dinh gia tri tai lieu" la viec danh gia gia tri tai lieu theo nhimg 
nguyen tac, phuong phap, tieu chua.'n de nghien ciru theo quy dinh oh co quan c6 
tham quyen de xac dinh nhfing tai lieu c6 gia tri luu trir, thoi han bao quan va tai 
lieu het gia 

13. "Tai lieu luu tri s6 hoa" la tai lieu dien tir &rot tao lap tir viec s6 hoa 
day du, chinh xac not dung oh tai lieu km trir va duoc kS,  so boi co quan, to chirc 
quan ly tai lieu luu trir duoc so h6a. 

14. "Co so du lieu tai lieu luu till" la tap hop cac du lieu bao gom tai lieu luu 
dien tir va du lieu dac to cua tai lieu km trir duoc sap xep thong qua phtrcmg tien 

dien tir de truy cap, khai thac, quail 1S,  va cap nhat. 

15. "Phuong tien luu tra" la thiet bi vat 1ST duoc sir dung de luu frit co so du 
lieu tai lieu km tra, phan mem (gom o cong, the nha, bang tir, dia quang...). 

16. "Da lieu th6ng tin du vao" la nhi-mg thong tin mo to cac dac tinh cua tai 
lieu nhu not dung, tac gia, thoi gian, dinh dang, chat luting, dieu kin va cac dac 
tinh khac nham tao thuan loi cho qua trinh thu thap, bao quan, tim kiem, truy cap, 
quan 1ST va luu trir dir lieu. 

Dieu 4. Nguyen tic va yeu cAu quan 1ST cong tac van thtr, ltru trir 

1. Nguyen tac 

Cong tac van till", hru tnt cua Ctic Dan s6 duoc thvc hien khoa hoc, chinh 
xac, mink bach, bao dam bi mat nha nu& va bi mat cong tac theo quy dinh cua 
phap lust va cita BO Y te. 

2. Yeu cau 

a) Van ban cua Ctic,Dan cac don vi thuOc Cuc,Dan phai duoc soan 
thao va ban hanh dimg tham quyen, trinh t‘r, 	tqc, the thirc va k5/ thuat trinh 
bay theo quy dinh cua phap lust: Doi voi van ban quy pham phap lust ducyc thkrc 
hien theo quy dinh cua Luat Ban hanh van ban quy pham phap lust va quy dinh 
ciia. BO Y te; doi vai van,  ban hanh chinh dugc thvc hien theo quy dinh tai 
Chtrcmg II Quy che nay; &A voi van ban mat duoc thtrc hien theo cac quy dinh 
cua phap lust ve Bao ve bi mat Nha nuac. 
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b) Tat ca.,van ban di, van ban an au phai &rot tiep nhan, xir lY va phat 
hanh tre'n he thong (trir van ban c6 the d6 mat va van ban khieu nai, to cao, dcm 
thu, h6 so cong chirc, vien chirc). Truong hop pith sinh van ban giAy thi chi 
&rot (long dau phat hanh sau khi van ban duvc nguaii co tham quyen ky va phai 
quet (scan) van ban dua vao N thong. 

Nhitng van ban an khong duvc clang ky tai Van phong Cvc (b0 phan 
Hanh chinh) cac dcm vi, ca nhan se khong CO trach nhiem xir 1Y, giai quyet; 
tnraing hop hoa t6c hen gia den ngoai gio hanh chinh, bao ve co quan tiep nhan, 
sau do lien he ngay vai Lanh dap Van phong hoac cong chirc phu filch Hanh 
chinh cua Civic (van thu) de giai quyet. 

c) Tat ca van ban di, van ban den dm Cuc duvc quail 1ST tap trung tai b6 
phan Van thu Cue de lam thil tuc tiep nhan, clang ky, quan ly theo quy dinh cua 
phap luat. 

d) Van ban di, van ban den (bao gom cac Phieu trinhcila Cvc coy kien 
cua Lanh dao B6) phai &rot dang ky, phat hanh hoac chuyen giao trong ngay, 
cham nhat la trong ngay lam viec tiep theo. Van ban den c6 cac mirc d6 khan: 
"Hoa t6c", "Thugng khan" va "Khan" (sau day g9i chung la van ban khan) phai 
&rot clang ky, trinh va chuyen giao ngay sau khi nhan dugc. 

d) Van ban phai dugc theo doi, cap nhat trang thai giri, nhan, xir 1Y. 

e) Van ban, tai lieu co d6 mat khong xir ly tren he th6ng; duvc clang ky, 
quail lY theo quy dinh cUa phap luat ve Bao ve bi mat Nha mac. 

g) Trong tnrong hop van ban an kh6ng thu6c thAm quyen giai guy& dm 
don vi, Thu tnrong don vi tit choi nhan van ban dien tir hoac tra lai van ban den 
(van ban dien tir va ban giay neu co), chiu trach nhiem ve viec tit ch6i va chuyen 
lai Van ph6ng Cue cham nhat trong 01 ngay lam viec tiep theo de Van phong 
Cue bao cao ngu6i c6 tham quyen xem xet, xir 1Y. 

h) Ong chirc, vien chirc duvc giao giai quyet, theo doi ding viec cua co 
quan, don vi co trach nhiem lap ho so ve cong viec dugc giao va n6p h6 so, tai 
lieu vao Luu tit co quan. 

i) Viec quail ly va sir dung con du, thiet bi luu khoa bi mat dm co quan, 
don vi dux hien theo quy dinh tai Nghi dinh so 99/2016/ND-CP ngdy 01/7/2016 
cua Chinh phu ve quan ly va,  sir dung con dau va Thong to so 185/2019/TT-BQP 
ngay 04/12/2019 dm B6 Qugoc phong huang dan viec cung cap, quan 1Y, sir dung 
dich vu chirng th%rc chit ky so chuyen dung Chinh 

Ditu 5. Gii tri phi') 1ST ciia van bin din tir 

1. Van ban dien tit dugc ky so boi nguai co tham quyen va ky s6 cua co 
quan, don vi theo quy dinh cua phap luat co gia tri phap 1ST nhu ban goc van ban giay. 

2. Chit ky s6 sir dung trong van ban dien tir la chit ky s6 Wang *rig voi 
chirng thu so dixgc to chirc cung cap dich vu chirng thuc chit ky s6 chuyen dung 
cap theo quy dinh. 

vt
.tt

nc
.tc

ds
_V

an
 th

u 
Tr

un
g 

ta
m

 n
gh

ie
n 

cu
u 

th
on

g 
tin

 v
a 

du
 li

eu
_0

6/
05

/2
02

4 
11

:5
1:

17



5 

Di'u 6. Trach nhiem ctia don vi, ca titian dOi voi ding tic van thy, lull frit 

1. Cue tnrang 

a) Quan ly chung ve van thu, ltru frit dm Cue Dan so. 

b) Chi dao viec xay dung, ban hanh, thuc hien cac the d6, quy dinh ye 
ding tac van thu, km tr& theo quy dinh cua phap luat hien hanh. 

2. Van phong Cue 
a) Thuc hien nhiem vu ve cong tac van thu, hru tra theo chirc nang, nhiem 

NT dm Van phong Cue. 
b) Tie') nhan, trinh xir ly van ban den dm cac co quan,,  don vi gui Cuc 

Dan s6; giai quyet cong van di, quan 1Y, sir dung con dau, thiet bi km khoa bi 
mat va thuc hien cac cong viec lien quan den van thu, luu 

c) Ra soat, nhap theri han van ban dien tit, don d6c cac don vi ve thOi han 
hoan thanh van ban; th6ng ke, bao cao Lanh dao Cue khi có yeu cau. 

d) Phi NT voi don vi lien quan huong dAn, tap huan, quan 1Y, t6 chirc 
kiem tra, giam sat viec thgc hien cong tac van thu, hru 

3. Trung tam Nghien ciru, Thong tin va Da lieu 

a) Bao dam ve co so ha tang ky thuat thong su6t ten mang LAN dm Cue 
va tren mpg Internet. 

b) Quail ly chit ky s6, chimg thu s6 gem: De xuat viec cap, thu hei, hating 
dan, h6 try ngtroi sir dung chir ky s6, chirng thu so. 

c) Dau m6i phi hgp voi Phong Cong nghe thong tin Van phong B6 trong 
viec de nghi thiet lap he thong, cap moi, thu hoi tai khoan ngtroi diing doi voi 
cong chirc, vien chirc cua Cue Dan so khi có bien dOng ye to chirc, can b6. 

4. Thii truang cac don vi 

a) Thu truth-1g cac don vi thuc Cue Dan s6 có track nhiem chi dao, tri6n 
khai to chirc thuc hien dung case quy dinh 	Cue Dan so ve van thu, hru 

b) Phi hyp voi Van phong Cuc (Van thu) that hien thil tuc phat hanh van 
ban di dm dcm vi. 

c) Tiep nhan, clang ky, trinh, chuyen giao van ban den don vi (d6i voi ban 
giay, van ban mat); theo dOi, quan ly so luting van ban den don vi (doi voi ca 
van ban giay va van ban dien tit). 

d) Quan ly S6 Bang kY van ban di, den cua don vi. 

d) Giao n6p tai lieu km trisi trong danh mix n6p ltru cim don vi cho luu tri.sr 
ca quan, don vi theo dung quy dinh. 

5. Trach nhiem cua cong chirc, vien chirc 

a) Thgc hien nghiem Quy ch6 nay va quy dinh khac cua phap luat ve cong 
tac van thu, ltru,trit, tong hyp cac nhiem NT dirge giao de phut NT cong tac theo 
dOi, don doe, kiem tra. 
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b) Dam bao tiep Wan, xir 1ST cac van ban kip thai, dung lien ,d0 theo phan 
cong 	lanh dao don vi; chiu trach nhiem truck lanh dao ve kin tham muu, 
bao cao ketqua xir 1ST van ban voi lanh dao don vi; lap ho so cong viec va giao 
nop ho so ve ltru trir co quan, don vi dung quy dinh. 

c) Chiu trach nhiem ca nhan ve viec sir dung tai khoan ten he thOng: Khong 
truy cap vao tai khoan cua nguai khac, khong de ngueti khac truy cap vao tai khoan 
cua minh (trir tn.rong hop dugc uy quyen). Khi chuyen cong tac hoac nghi che dO 
phai thuc hien ban giao quyen sir dung he thong va toan bO ho so, tai lieu cho Thu 
truong don vi. 

d) Chuyen vien sop thao có trach nhiem theo (led tin dO cong viec trong 
qua trinh trinh kST va phat hanh, giri di va lap ho so ve cong viec &roc giao, nop 
luu ho so, tai lieu vao hru trit co quan theo quy dinh. 

Dieu 7. Bao ve bi mat Nha nuerc trong cong tic van thtr, ltru tar 

MO hog dOng trong cong tac van thu, ltru trit cua Cuc Dan so phai thuc 
hien theo cac quy dinh cua phap luSt hien hanh ye Bao ve bi mat Nha ntrac va 
Thong to sO 06/2015/TT-BYT ngdy 31/3/2015 ciia BO Y to Quy dinh cong tac 
Bao ve bi mat Nha mac trong nganh Y te. 

Chuang II 
CONG TAC VAN THU' 

Muc 1 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 8. Cfic loaf van ban hanh chinh 

Van ban hanh chinh gom cac loci van ban sau: Nghi guy& (ca biet), guy& 
dinh (ca biet), chi thi, quy che, quy dinh, thong cao, thong bao, huong dan, chuang 
trinh, ke hoach, phuong an, de an, du an, bao cao, hien ban, tä trinh, hop &rig, 
cong van, cong dien, ban ghi nhO, ban thoa thuan, giay uST quyen, giay moi, giay 
gioi thieu, giay nghi phep, phieu giri,phieu chuyen, phieu bao, thu cong... 

Dieu 9. The thtic va ky thu4t trinh bay van ban 

1. The thirc van ban 

a) The thirc van ban quy pham phap luat dux hien theo quy dinh cua Luat 
Ban hanh van ban quy pham phap luat nam 2015 va Luat sira doi, bo sung mOt 
so dieu dm Lust Ban hanh van ban quy pham phap luat nam 2020; Nghi dinh so 
34/2016/ND-CP ngay 14/5/2016 cua Chinh phu quy dinh chi tiet mOt sO dieu va 
bien phap thi hanh Luat Ban hanh van ban quy pham phap luSt; Nghi dinh so 
154/2020/ND-CP ngay 31/12/2020 dm Chinh phu sira dOi, be) sung mOt so dieu 
cua Nghi dinh so 34/2016/ND-CP ngay 14/5/2016 cua Chinh phu quy dinh chi 
tilt mot so dieu va bien phap thi hanh Luat Ban hanh van ban quy pham phap luSt. 

b) The thirc van ban hanh chinh the hien theo quy dinh tai Dieu 8, Phu luc 
I Nghi dinh sO 30/2020/ND-CP va Phu lye I, II, III, IV kem theo Quy che nay. 
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c) Van ban trao dOi doi vOi co quan, to chirc hok ca nhan nuot ngoai, the 
thirc van ban thirc hien theo cac quy dinh cua phap luat va theo thong 1e quoc te. 

2. K5',  thuat trinh bay van ban bao 	KhO giSy, kieu trinh bay, dinh 1e 
trang, phong chit, co.  chit, kieu chit, vi tri trinh bay cac thanh phan the thirc, so 
trang van ban. 

a) 1(5,  thuat trinh bay van ban quy pham phap luat duvc thvc hien theo 
Luat Ban hanh van ban quy pham phap luat nam 2015 va Luat sita doi, be) sung 
mot so dieu dm Lust Ban hanh van ban quy pham phap luat nam 2020. 

b) Ky thuat trinh bay van ban hanh chinh dirge flux hien theo quy dinh tai 
Phu luc I, II, III Nghi dinh so 30/2020/ND-CP va Phu luc V kern theo Quy the nay. 

Dieu 10. Sop). Mao van ban 

s  1. Can cir chirc nang, nhiem vu, quyen han valT11,1C dich, noi dung dm van 
ban ,can soan thao, Lanh dao Cvc, Thu truong cac don vi hoc ngoai có tham 
quyen giao cho don vi hoc ca nhan chu tri soan thao van ban. 

2. Don vi hoc ca nhan &roc giao chir tri soan thao van ban dux hien cac 
cong viec: Xac dinh ten loai, noi dung va d6 mat, mire dc) khan dm van ban can 
soan thao; thu thap, xir lY thong tin có lien quan; soan thao van ban dung hinh 
thirc, the thirc va 1C1 thuat trinh bay. 

D6i vai van ban dien tir, ca nhan dtrov giao nhiem vu soan thao van ban 
ngoai viec thirc hien cac noi dung neu tren, phai chuyen ban thao van ban va tai 
lieu kern theo (neu co) vao he thong va cap nhat day du cac thong tin can,thiet, 
chiu trach nhiem ve hinh thirc, the tithe van ban va chiu trach nhiem ve tinh 
chinh xac dm van ban dien tit (n6i dung, noi nhan, Lanh dao de bao cao neu co). 

3. D6i voi ban thao van ban mat, ca nhan ducic giao soan thao van ban phai ,  
ghi ro ten viet tat ngoai soan thao, so luting ban Oat hanh, "duvc phep hok 
khong ductc phep sao chug tai lieu vat chira bi mat nha mot" tai phan noi nhan 
dm van ban va dux hien the d6 bao mat theo dung quy dinh. Khi trinh Lanh dao 
Cvc, Thu tnrong don vi ky ban hanh van ban co noi dung bi mat nha nu& phai 
can cir danh mvc bi mat nha mak cua nganh, linh vlsc de xac dinh mire dO mat, 
du kien so luting ban pith hanh, van ban dugc phep hoc khong duvc phep sao 
chip va co de xuat bang van ban de Van thu Cuc c6 can cir khi (long dau d6 mat. 

4. Tn.rong hop an sira d6i, b6 sung ban thao van ban, ngoai co thAm 
quyen cho y kien vao ban thao van ban hoc tren he thong, chuyen lai ban thao 
van ban den lanh dao don vi chu tri soan thao van ban de chuyen cho ca nhan 
dirge giao nhiem vu soan thao van ban. 

5. Ca nhan ducic giao nhiem vu soan thao van ban chiu trach nhiem tnterc 
ngoai dirng dau don vi va truck phap luat ye ban thao van ban trong pham vi 
chirc trach, nhiem vu duvc giao. 
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Dieu 11. Duy?t ban than van ban 

1. Du thao van ban phai do nguoi co tham quyen ky duyet van ban (Lanh 
dao Cue, lanh dao cac don vi hoac nguoi dugc Lanh dao Cue Ay quyen 14 van 
ban theo quy che lam viec cua Cue Dan so). 

, 	2. Dan vi, ca nhan &lac giao soan thao van ban c6 trach nhiem sira chira, 
bo sung ban thao theo yeu cau, chi dao cua Lanh dap Ctic, lanh dao don vi. 

3. Trong truong hap du thao oda dugc phe duyet, nhung thay can thiet phai 
sira chita, b6 sung them vao du thao thi don vi hoac ca nhan dugc giao nhiem vu 
soan thao van ban phai trinh nguoi da duyet du thao xem xet, quyet Binh viec 
sira china, 1)6 sung. 

Dieu 12. Kiem tra van ban trtr&c khi kST ban hanh 

Lanh dao don vi va ca nhan dugc giao chu tri soan thao van ban phai kiem 
tra va chiu trach nhiem truac Lanh dao Cue va truo.c phap luat ve n6i dung van ban. 

Van phong Cue giAp Cue truang kiem tra ve n6i dung, the thirc, k9 thuat 
trinh bay, thA tuc ban hanh van ban dm Cue Dan so. Throng hap phat hien CO 
sai sot thi tra lai cho don vi soan thao van ban de chinh sira, hoan thien. Van thu 
don vi giUp lanh dao don vi kiem tra ve the thirc, k9 thuat trinh bay, thil tuc ban 
hanh van ban dm don vi. 

1. D6i vai van ban giay 

a) Van ban do Lanh dap Cue kST 

Lanh dao don vi chu tri soan thao van ban phai kiem tra va ky nhay/tat 
vao phia ben phai chic vu cua nguoi 14 van ban, ca nhan soan thao van ban phai 
ky nhay/tat vao cuoi nOi dung van ban (sau dau ./.) truoc khi trinh 14. 

b) Van ban 14 thira lenh Cue tnfang 

Thom quyen kST van ban thira lenh Cue truang thgc hien theo Quy the lam 
viec cua Cue Dan so. Ca nhan throe giao soan thao van ban phai 14 nhay/tat vao 
cu6i n6i dung van ban (sau dau ./.) tnrov khi trinh Lanh dao don vi 14 ban hanh. 

c) CO chit 14 nhay/tat khong 	hon d6 rOng 01 dong van ban va kh6ng 
dai qua d6 dai cua 1014 tu. 

2. D6i voi van ban dien tix 

a) Ca nhan &roc giao soan thao van ban thuc hien dua ban than van ban 
vao he thong, chiu trach nhiem cap nhat day du cac thong tin can thiet va tinh 
chinh )(de dm van ban dien tin (n6i dung, noi nhan, Lanh dao de boo coo neu co); 
chiu trach nhiem ye the thirc, ky thuat trinh bay van ban. 

b) Thu truOng don vi dugc giao chit tri soan thao van ban chiu trach nhiem 
ve neoi dung ban thao van ban tnrot khi trinh nguoi co tham quyen 14 ban hanh. 
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Ditu 13. Ky ban hanh van ban 

1. Tharn quyen kSr van ban dm Cvc tnrong, Pho Cue tnxong va thu tniong 
cac don vi thvc hien theo quy dinh cua phap luat va quy che lam viec cua Cue 
Dan so. 

2. Trong tnrang hap d'ac biet, Cvc tnrang có the uST quyen cho nproi dirng 
dau don vi thuOc Cvc kST thira uSr quyen mot so van ban ma Cvc trtrang phai kSr. 
Viec giao kST thira uST quyen phai dtrac thi,rc hien bang van ban, gioi han thai 
gian va not dung dirge uST quyen. Ngueri dtrac lcSr thira uSr quyen khong &rye uSr 
quyen lai cho ngizeri khac kSr. Van ban kSr thira uSr quyen dirge flux hien theo the 
thirc va dong dau hoc kSi so theo quy dinh. 

3. Ngtroi lcSr van ban phai chiu trach nhiem truck phap luat ye van ban do 
minh kST ban hanh. Ngueri dirng dau don vi phai chiu trach nhiem truce phap luat 
ye toan bO van ban do don vi ban hanh. 

4. D6i voi van ban giAy, khi kSr van ban diing but co mkrc mau xanh, 
khong dung cac loai mkrc de phai, mvc mau do. 

5. D6i veri van ban dien dr, ngtreyi có tharn quyen dux hien IcSr s6. Vi tri, 
hinh anh chir kSr so theo quy dinh tai Phu lvc I Nghi dinh so 30/2020/ND-CP. 

6. Khong ghi h9c ham, h9c vi va cac danh hieu danh du khac cua nguai lcSr. 

Muc 2 
QUAN Li' VAN BAN DI, VAN BAN DEN 

Ditu 14. Trinh tty quail 1S7 van ban di 

1. Cap s6, thoi gian ban hanh van ban. 

2. Dang lcSr van ban di. 

3. Nhan ban, clang dau co quan, don vi, du chi do mat, mire dO khan (d6i 
voi van ban giay); kST so dm co quan, don vi 	voi van ban dien tir). 

4. Phat hanh va theo dOi viec chuyen phat van ban di. 

5. Ltru van ban di. 

Ditu 15. Cap so, thiri gian ban hanh van ban 

1. S6 va then gian ban hanh van ban &rot lay theo thin to va trinh thai 
gian ban hanh van ban dm ca quan, don vi trong nam (bat dau lien tiep t-ir so 01 
vao ngay 01 thang 01 va ket thuc vao ngay 31 thang 12 hang nam). 

S6,va kSr hieu van ban dm co.  quan, don vi la duy nhat trong mot nam, 
thong nhat gala van ban giay va van ban dien 

Tnxong hop cac HOi d6ng, Ban, T6 dm co quan, don vi (g9i la chung la t6 
chirc to van) &rye sir dung con dau, chix kS, so dm co quan, don vi de ban hanh 
van ban va HOi (long, Ban, To clime ghi la "co quan ban hanh van ban" thi phai 
lay he thong so rieng, quan 1S/ tai Van thu Cvc. 
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2. DOi vai van ban giAy viec cap s6, th6i gian ban hanh dugc thuc hien 
sau khi co chit kST cua nguai co tham,quyen, cham nhat la trong ngay lam viec 
tiep theo. Van ban mat dugc cap he thong so rieng theo quy dinh. 

, 	3. Doi vOi van ban dien viec cap s6, thai gian ban hanh dugc thuc hien 
bang chirc nang dm he thong. 

Dieu 16. Bang kST van ban di 

1. Viec clang kST van ban bao dam day du, chinh xac cac th6ng tin cAn thiet 
dm van ban di. 

2. TAt ca van ban di phai dugc clang kST bang so hoac bang he thOng. 

a) Dang kST van ban bang so 

Van thu Cvc dang kST van ban vao SO clang kSi van ban di. Mau SO clang 
kST van ban di theo quy dinh tai Phu hic IV Nghi dinh so 30/2020/ND-CP. 

b) Dang IcS,  van ban bang he: tilting 

Van ban dugc dang kS,  bang he thOng phai dugc in,  ra giAy dAy 	cac 
tnrang thong tin theo mau S6 dang kSi van ban di, (long so de quan 

3. Van ban mat dugc dang kST theo quy dinh cua phap luat ve Bao ve bi 
mat Nha 

Dieu 17. Nhan ban, thing &Au, kST s6 cfia co' quan, t6 chirc va din chi 
mtic de met, infic de khan 

1. Nhan ban 

a) SO lugng van ban cAn nhan ban de Oat hanh dugc xac dinh teen co sa so 
luong tai not nhan van ban; neu girl den nhieu not ma trong van ban khong liet ke 
du danh sach thi don vi sown thao phai CO phv lvc not nhan kern theo de ltru 6 Van thu. 

b) D6i,voi van ban k-ST 	kS, s6, ph'an not nhan don vi 	tri sop thao 
phai 	ke day du cac not nhan tren he thong. 

c) 136i voi cac don vi nhan van ban khong c6 trong he theing, khong co 
tren Trvc lien thong van ban Quoc gia, don vi soan,thao c6 filch nhiem ph6i h9p 
voi Van thuCvc nhan ban va phat hanh van ban giay. 

2. Viec &mg &Au co quan, t6 chirc va d'Au chi mire d6 mat, mire d6 khAn, 
dugc thuc hien theo quy dinh tai Phu lvc I Nghi dinh so 30/2020/ND-CP. 

3. ICST so co quan dOi \Ted van ban dien tit dugc thuc hien theo quy dinh tai 
Phu hic I Nghi dinh so 30/2020/ND-CP. 

Dieu 18. Phat hanh va theo &di viec chuyen phat van ban di 

1. Van ban di phai hoan thanh thu tuc tai Van thu Cvc va phat hanh trong 
ngay van ban do dugc kSf, cham nhat la trong ngay lam viec tiep theo. Van ban 
khan phai dugc phat hanh va giri ngay sau khi dugc ky, dong dau ban hanh. 
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2. Vic phat hanh van ban mat di phai bao dam bi mat not dung dm van 
ban theo quy dinh cua phap luat ye Bao v6 bi mat Nha nuerc, dtIng so luting, thoi 
gian va not nhan. 

3. Van ban da pith hanh nhung co sai sot v'e nOi dung phai dugc sir' a d6i, 
thay the bang van ban c6 hinh thirc Wang &rang. Van ban da phat hanh nhung 
CO sai sot ve the thirc, k5r thuat trinh bay, thit tvc ban hanh phai dirge dinh chinh 
bang cong van dm con quan, don vi ban hanh van ban. 

4. Thu h6i van ban. 

a) D6i vOi van ban giay, tnrong hap nhan dugc van ban thong bao thu h6i, 
ben nhan c6 trach nhi6m giri lai van ban da nhan. 

b) D6i vOi van ban din tur, trtrOng hap nhan dugc van ban thong bao thu 
MI, ben nhanhily 1)6 van ban din bi thu 	ten 116 thong, dung thoi thong 
bao qua 116 thong de ben giri bi6t. 

5. Phat hanh van ban giay tir van ban dirge kSr so cua nguad co thAm quy6‘n: 

, Van thuCvc thirc hi6n in van ban da dugc IcSr s6 	ngtrari co thAm quy'n 
ra giay, (long dau cua ca quan, don vi de tao ban chinh van ban giay va pith 
hanh van ban. 

6. Twang hap can phat hanh van ban din tir tir van ban giay: Van thu 
Cyc thvc hi6n Sao y tir van ban giay sang van ban din tir theo quy dinh tai diem 
c khoan 1 DiL 25 Nghi dinh so 30/2020/ND-CP. 

7. TAt ca van ban di duos chuyen phat qua Buu din 	phai clang lcSr vao 
So giri van ban di buu (li6n. 

a) Khi giao bi van ban, phai yeu cAu nhan vien buu din kie'm tra, lc-Sr nhan. 

b) Trong true/11g hap van ban khAn can chuye'n phat nhanh, van ban di 
dugc chuyen cho noni nhan bang may Fax hoac qua mang, sau do phai girl ban chinh. 

c) Vic chuy& phat van ban mat dugc th%rc hi6n theo quy dinh cua phap 
luat Nr• Bao ve bi mat Nha nuac. 

8. Theo doi vi6c chuyen phat van ban di. 

,a) D6i vOi nhirng van ban di CO along dAu "Tai li6u thu h6i" phai theo doi, 
thu hoi dun* han; khi,  nhan lai, phai kiem tra, doi chieu de dam bao van ban 
khong bi thieu hoac that lac. 

b) Truarng hop phat hi6n van ban bi MAI lac, phai kip thoi bao cao ngued 
co trach nhiem xem xet, giai quyet. 

Dieu 19. Lum van ban di 

1. Luu van ban giay 

a) Ban g6c van ban dugc luu tai Van thu Cvc va phai dugc (long dAu ngay 
sau khi pith hanh, sap xep theo thin ty clang kSr. 

b) Ban chinh van ban hru tai h6 soy ding vi6c. 
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2. Ltru van ban dien tir 

a) Ban g8c van ban dien tir phai dugc luu tren he th lOng dm co quan, don 
vi ban hanh van ban. 

b) Tnrang hop c6 he th8ng dap irng theo quy dinh tai Phu lvc VI Nghi 
dinh so 30/2020/ND-CP va cac quy dinhcua phap 11* c6 	quan thi sir dung 
va luu ban goc van ban dien tren he thong thay cho van ban giay. 

c) Tnrong hop c6 he thong chua dap irng theo quy dinh tai Phu lvc VI 
Nghi dinh so 30/2020/ND-CP va cac,quy dinh 	phap luat c6 lien quan thi 
Van thu Cvc tao ban chinh van ban giay theo quy dinh tai khoan 5 Dieu 18 Quy 
the nay de luu tai Van thu Cvc va ho so tong viec. 

3. Tnrang hop van ban di dugc dich ra tieng ntrov ngoai hok tieng dan 
tOc thieu so, ngoai ban luu bang Tieng Viet phai kern theo ban dich chinh xac 
not dung bang tieng nu& ngoai hok tieng dan tOc thieu so. Tnrang hop van ban 
di bang tieng nuac ngoai phai luu kern theo van ban g8c 01 ban dich chinh xac 
nOi dung bang Tieng Viet. 

4. Viec luu giir, bao quail va sir dung ban luu van ban di c6 clung dau chi 
di) mat dugc thirc hien theo quy dinh cua phap luat ye Bao ve bi mat Nha nuerc. 

Dieu 20. Trinh tkr quan 1y van ban den 

1. Tie') nhan van ban den. 

2. Dang kST van ban den. 

3. Trinh, chuyen giao van ban den. 

4. Giai guy& va theo dui, don d8c viec giai guy& van ban den. 

Dieu 21. Tiep nh;an va phan lo#i van ban den 

1. DOi voi van ban giay 

a) Tip nhan van ban giay 

- Khi tiep nhan van ban den, Van thu Cvc hoac nguoi dugc giao nhiem vu 
tiep nhan van ban den phai kiem tra s8 Wong, tinh trang bi, dau niem phong (neu 
co), hem tra, d6i chieu voi not giri tnrov khi nhan va l(ST nhan. 

- Truong hop phat hien thieu tai lieu, mat bi, tinh trang bi khong con 
nguyen yen hoac van ban &rot chuyen den muOn han tired gian ghi tren bi (doi 
voi bi van ban c6 (long dau "floa t6c" va hen gier den), Van thu Cvc hok ngtroi 
(Ax giao nhiem vv tiep nhan van ban den phai thong bao ngay cho nguoi 
chuyen van ban den va bao cao ngay cho ngtroi c6 filch nhiem; true:mg hop can 
thiet, phai lap bien ban xac nhan sty viec voi nguoi chuyen van ban den. 

- DOi vai van ban den dugc chuyen phat qua may Fax, Van thu Cvc phai 
hem tra so luting van ban, so lugng trang cua m6i van ban; neu phat hien co sai 
sot, phai kip then thong bao cho not giri hok bao cao ngtrai c6 trach nhierri xem 
xet, giai quyet. 
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- D6i yeti van ban giay có mire dO khan an ngoai giey hanh chinh, ngay 
ngay nghi, ngay tet, nhan vien bao v6 oh co quan tiep nhan va bao ngay yeti 
Lanh dao Van phong Cue hoac Van thu Cuc, van thu don vi d6 xu 1St kip th6i. 

b) Phan loai so 136, bOc bi van ban d6n 

- Tat ca van ban giay d6n gin co quan, don vi thu6c din dang kSt tai Van 
thu Cuc phai dtrac 136c bi (trir van ban c6 dau chi d6 mat), gong dau "DEN". 

- D6i vai van ban giri dich danh ca nhan hoac to chirc doan th6 trong co 
quan, don vi thi Van thu Cuc chuyen ca bi cho nai nhan (kong b6c bi). Nhung 
bi van ban gui dich danh ca nhan, neu la van ban lien quan den cong vi6c chung 
dm co quan, don vi thi ca nhan nhan van ban c6 trach nhi6m chuyen lai cho Van 
tim' Cuc de clang kSt. 

- Vic boc bi van ban phai dam bao cac yeu cau: 

+ Nhftng bi c6 clang dau mire d6 khan phai &rot boc truck de giai quy6t 
kip tired; 

+ Khong gay hu hai d6i vai van ban, khong 136 sot van ban trong bi, 
khong lam mat so, kSt hi'6u van ban, dia chi co quan gui va dau buu di6n; 

+ D6i chi6u s6, kSt hi6u ghi ngodi bi 	s6, lcSt hi6u dm van ban trong bi; 
neu,  van ban den co kern theo phieu 	thi phai doi chieu van ban trong bi 
phieu giai, kSt xac nhan, (long dau vao phieu gixi va giri tra lai cho nai giri van 
ban; tnrong hop phat hi6n co sai sot, thong bap cho nai giri biet de giai quyet; 

+ D6i voi don, thu khi6u nai, to cao va nhfing van ban c6 not dung can phai 
kiem tra, xac minh hoac nlifing van ban den ma ngay nhan cach qua xa ngay 
thang dm van ban thi gift lai bi va dinh kern voi van ban de lam bang chung. 

2. D6i vai van ban din tir' 

a) Van thu Cue ki6m tra tinh xac thuc va toan yen dm van ban di6n tir va 
thuc hi6n tiep nhan tren 116 thong. 

b) Tnrang hop van ban din tirkhong dap ung cac quy dinh tai di6rn a 
khoan nay hoac gui sai not nhan thi Van thu Cuc phai tra lai van ban cho co 
quan, to chirc gui van ban tren 116 thong. Truong hop phat hi6n c6 sai sot hoac 
dau ,hi6u bat thuong, Van thu Cuc phai bao ngay nguati co trach nhi6m giai 
quyet va thong bao cho nai giri van ban. 

c) D6i voi van ban din tir yeu cau tired gian xir 15/ gap gui d6n co quan ngoai 
gio hanh chinh qua True lien th6ng van ban quoc gia: Van thu Cuc co trach nhi6m 
tiep nhan, clang kSt van ban va bao cao Lanh dao Van phong de trinh xin y kien 
Lanh dao Cuc xu 1St. 

Dieu 22. 'Yang 147 van ban den 

1. Van ban d6n dopy clang kSt tai Van thu Cuc, vi6c dang kSt van ban d6n 
phai bao dam day du, r6 rang, chinh xac cac thong tin can thiet theo mau so 
dang kSt van ban d6n hoac theo th6ng tin du vao cua dft lieu quan lSt van ban 
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den. Nhirng van ban den khong &rye clang kST tai Van thu Cuc thi don vi, ca 
nhan khong c6 trach nhiem giai quyet, trir nhitng loai van ban den &rot clang kSi 
rieng theo quy dinh 	phap luat. 

D6i voi van ban thuc danh mix bi mat ducic clang kST rieng va neu sir 
dung phan mem phai ducic quan 1S,  tren may vi tinh khong dirge not mang tai 
Van thu Cue. 

, 	2. S6 den ciia van ban dtrov 	tiep theo thin to va trinh to thoi gian 
tiep nhan van ban trong ram, thong nhat giira van ban giay va van ban dien tir. 

3. Dang kST van ban 

a) D6i voi van ban giay 

Cac van ban khong c6 dO mat: Van thu Cue clang dau "DEN"; ghi s6 van 
ban den; cap nhat thong tin van ban den len he th6ng, thuc hien so hod van ban 
den theo quy dinh tai Phu luc I Nghi dinh so 30/2020/ND-CP; mAu so clang k 
van ban den theo quy dinh tai Phu lye IV Nghi dinh so 30/2020/ND-CP. 

b) D6i voi van ban dien tir 

Cap,nhat vao he th6ng cac tru6ng thong tin du vao cua dir lieu quan ly 
van ban den theo quy dinh. Van thu Cue tiep nhan van ban va clang kST vao he 
th'6ng theo quy dinh tai Phu lye IV Nghi dinh so 30/2020/ND-CP. 

c) Throng hop van ban dien tin giai kern van ban giay thi Van thu Cue thuc 
hien trinh van ban dien tin tren N thong va chuyen van ban giay den don vi hok 
ca nhan &rye nguoi c6 tharn quyen giao chi" tri giai quyet. 

d) D6i voi van ban mat dirge clang kS,  theo quy dinh cua phap luat ve Bao 
ve bi mat Nha nuac. 

Dieu 23. Trinh, chuyen giao van ban den 

1. Van ban den phai ducfc Van thu Cuc,trinh trong ngay, cham nhat la 
trong,  ngay lam viec tiep theo den nguai c6 tham quyen chi dao giai quyet va 
chuyen giao cho don vi hoc ca nhan dirge giao xir ly. Tnrong hop da xac dinh 
ro don vi hoac ca nhan dtryc giao xir 1Sf, Van thu Cue chuyen van ban den don 
vi, ca nhan xir IS/ theo quy che,cong tac van thu dm co quan, don 	Van ban 
den c6 dau chi cac mire dO khan phai dugc trinh va chuyen giao ngay sau khi 
nhan &rye. Viec trinh, chuyen giao van ban phai bao dam chinh xac va gift bi 
mat nOi dung van ban. 

2. Can cir not dung dm van ban den; quy the lam viec cita co quan, don 
vi; chirc nang, nhi'em vu va ke hoach cong tac duo.c giao cho don vi, ca nhan, 
rvroi co tham quyen ghi y kien chi dao giai quy6t. D6i voi van ban lien quan 
den nhieu don vi hoc ca nhan thi xac dinh ro don vi hoc ca nhan chu tri, ph6i 
hop va th6i han giai quyet. 

3. Trinh, chuyen giao van ban gib: )"( hen chi dao giai quyet &rot ghi 
vao muc "Chuyen" trong dau "DEN" (vi du: Chuydn: Phong KHTC, Phong 
SKNCT thi Phong KHTC la don vi chu tri, Phong SKNCT la dun vi phai Op). 
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Sau khi coy ki6n chi dao giai quy6t cua ngtroi co tham quy6n, van ban d6n dugc 
chuyen lai cho Van thu Cue de clang kST bo sung thong tin, chuyen cho dcm vi 
hok ca nhan dugc giao giai quyet. Khi chuyen giao van ban giay den cho don 
vi, ca nhan phai thuc hi6n kST nhan van ban. 

4. Trinh, chuy6n giao van ban din tir tren he th6ng: Van thu,  Cue trinh 
van ban din tir den ngtred CO thamquyen chi dao giai quyet tren 116 thong. 

Ngued c6 tham quy'en ghi y ki6n chi dao giai quy6t van ban d6n tren he 
thong, cap nhat vao 116 thong cac thong tin: Don vi hok ngtrai nhan; ST kien chi 
dao, trang thai xir 1ST van ban; then han giai quyet; chuyen van ban cho don vi 
hoc ca nhan dugc giao giai quyet. 

Dieu 24. Giai quyet va theo &di, don dOc viec giii quyet van ban den 

1. Thit tnrong cac don vi co trach nhi6m chi dao va phan c6ng cong chire, 
vien chirc giai quyet kip then dung thei han theo yeu eau trong van ban den hoc 
theo Quy the lam vi6c cua Cue Dan so, theo chi dao cua Lanh dao Cue. 

2. Khi nhan dugc van ban d6n, don vi hoc ca nhan c6 trach nhi6in nghien 
dm, giai quyet van ban den. Nh&ng van ban den c6 dau chi cac mire d6 khan 
phai &roc giai quyet ngay. 

3. D6i voi van ban an co dau: "TAI LIEU THU HOT" hoac "XEM 
XONG TRA LAI" thi ca nhan tip nhan tai li6u co trach nhi6m phi hop vai 
Van thu Cue lam thu tuc giri tra lai not giai dung then han quy dinh. 

Myc 3 
SAO VAN BAN 

Dieu 25. Cac hinh thtic sao van ban 
1. Cac hinh thuc ban sao throe quy dinh tai Di6u 25, Nghi dinh so 

30/2020/ND-CP bao Om: Sao y, sao luc, trich sao. 

2. Th6 thirc ve k'ST thuat trinh bay ban sao y, sao luc, trich sao duos tlArc 
hi6n theo quy dinh tai Phu luc I, Nghi dinh s6 30/2020/ND-CP va Phu luc III 
Quy the nay. 

Dieu 26. Gia tri phi') ly ciia ban sao 
1. Ban sao y, ban sao luc va trich sao thuc hi6n dung quy dinh tai Nghi 

dinh so 30/2020/ND-CP co gia tri phap 1ST nhu ban chinh. 

2. Ban sao elm) (photocopy ca dau va chit kST dm van ban chinh) chi c6 
gia tri thong tin, tham khao. 

Dieu 27. Tham quyen sao van ban 
1. Lanh ciao Van phong Cue kST sao van ban,  do Cue Dan s6 ban hanh; 

Lanh dao Cue kST sao the van ban do cac co quan, to chirc giri den; Thu trixong 
cac don vi c6 con dau va tai khoan kST sao cac van ban do don vi ban hanh. 

2. Khong dugc sao, chup, chuy6n phat nhang y ki6n cua Lanh dao Cue 
ghi ben le van ban de giri den cac co quan, to chirc khac. Tnrong help cac y kien 
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cua Lanh dap Cvc ghi 	dm,  van ban can thi6t cho viec giao dich, trao d6i 
cong tac, phai (lilac cu the h6a bang van ban hanh chinh. 

3. Viec sao, chirp tai lieu, vat chira bi mat nha ntrac duos thvc hien theo 
quy dinh cua phap luat ve Bao ve bi mat Nha mac va Quy dinh ding tac Bao ve 
bi mat Nha nuac trong nganh Y te. 

Muc 4 
LAP HO SO VA GIAO NQP HO SO, TAI LIEU VAO LUt TRY 

Dieu 28. Lb Danh muc he so' 

Danh muc h6 so do Cvc tnrong phe duyet, ban hanh vao dau nam va gixi 
cac don vi, ca nhan lien quan lam can cir de lap ho so. Mau danh muc h6 so 
dugc thkrc hien theo quy dinh tai Phu lvc V, Nghi dinh s6 30/2020/ND-CP va 
Phu luc VI cua Quy ch6 nay. 

Dieu 29. Lb ho so' 
I. Yeu cau 
a) Phan anh dung chirc nang, nhiem vu dm don vi va cua Cvc Dan s6. 
b) Cac van ban, tai lieu trong mot h6 so phai c6 sir lien quan chat the voi nhau 

va phan anh dung trinh tv dien blen cua sir viec hoac trinh tv giai guy& cong viec. 

2. Ma h6 sa 

a) Can cir vao danh muc h6 so hoac theo ke hoach cong tac cua ca quan, 
don vi dtrac phe duyet cong chirc, vien chic c6 trach nhiem mo ho so ye cong 
viec duac giao phai chuan bi bia ho so, ghi kS,  hieu ho so, tieu deh6 so, nam mop 
ho so len bia ho so doi 	ho so giay, tao file ten ho so doi vai ho so dien dr. 

b) Truang hap cac h6 so khong c6 trong danh muc 116 so, ca nhan duac 
giao nhiem vu giai quyet cong viec t r xac dinh cac thong tin: Tieu de ho so, so 
va l(ST hieu ho so, thai hail bao quail h6 so, ngtrai lap h6 so vas theri gian bat dau. 

3. Thu thap, cap nhat van ban, tai lieu vao ho so 

a) Cong chirc, vien chirc c6 trach nhiem thu thap, cap nhat tat ca van ban, 
tai lieu hinh thanh trong qua trinh theo doi, giai quyet cong viec vao ho so da 
ma, bao gom ca tai lieu phim, anh, ghi am, ghi hinh (neu c6) bao dam sly toan 
Nip, day du dm ho so, tranh bi that lac. 

b) Cac van ban trong h6 so phai dugc sap xep theo mot trinh to hap 1Si, 
tuy theo dac diem lchac nhau 	cong viec 	lira chon,cach sap xep cho thich 
hap (chit yeu la sap xep theo trinh tv thai gian va dien bien cong viec). 

4. K& thfic h6 so 

a) Ho so dugc ke't thilc khi cong viec da giai quy6t xong. Cong chirc, vien 
chuc c6 trach nhiem lap ho so phai ra soat lai toan 130 van ban, tai lieu c6 trong 
ho so; loai ra khoi ho so ban trong, ban nhap; xac dinh lai thai han bao quan cua 
ho so; chinh sua tieu de, so va kS,  hieu ho so cho phu hap; hoan thien, ket thitc 
ho so. 
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b) Doi voi ho so giay: Nguai lap ho so dux hien danh s6 to d6i vai h6 so 
có thai han bao quan tir 05 nam tra len va vi& muc luc van ban d6i \Ted ho so cc') 
thai han bao quan vinh vien; viet chimg tir ket thirc doi vai tat ca h6 so. 

c) D6i vai 116 so dien tir' Nguai lap h6 so có trach nhiem cap nhat vao he 
thong cac th6ng tin con thieu. Viec bien mix van ban trong ho so clugc thgc hien 
bang chirc nang dm he thong. 

Dieu 30. Thiri han niip hO so', tai lieu vac, Lull tar quan 

1. I-16 so, tai lieu nOp luu vao luu trCr ca quan phai du thanh phAn, dung 
thai han va thuc hien theo trinh tu, thu tuc quy dinh. Luu trir co quan chi thu 
nhan vao luu trir nhfing tai lieu da dtrac lap thanh h6 so va co danh muc h6 so. 

2. Thai han n6p luu h6 so, tai lieu 

a) Tai lieu,hanh chinh, tai lieu chuyen man nghiep vu: Sau mot nam ke tix 
nam ding viec ket 

b) Tai lieu nghien ciru khoa hoc, img dung khoa hoc va cong nghe: Sau 
mot nam ke tir nam cong trinh clugc nghiem thu chinh thirc. 

c) Tai lieu xay dung ca ban: Sau ba thong ke tir khi cong trinh clugc quy6t town. 

d) Co so dit lieu, tai lieu anh, phim dien anh, mi-cro-phim; tai lieu ghi am, 
ghi hinh va tai lieu luu trix dien tir: Sau ba thang ke tir khi cong viec ket 

3. Thu tuc n6p luu 

a) D6i voi h6 so giay: Khi nOp luu tai lieu phai Op 02 ban "Muc lye h6 
so, tai lieu nOp luu" va 02 ban "Bien ban giao nhan ho so, tai lieu" theo mau tai 
Phu luc V, Nghi dinh so 30/2020/ND-CP va Phu luc VI cua Quy ch6 nay. Don 
vi, ca nhan n6p tau tai lieu va luu trir co quan gift m8i loai 01 ban. 

b) D6i voi h6 so dien 	Cong chirc, vien chirc duot giao nhiem vu giai 
quyet cong viec va lap ho so thuc hien nOp hru ho so dien tir vao km tit co quan 
tren he thong. Luu trir co quan co trach nhiem kiem tra, nhan h6 so theo danh 
mix; lien ket chinh xac du lieu d:ac to vai ho so; tiep nhan va dua ho so ye the 
dO quail 1S, ho so km tit dien tir tren he thong. 

Dieu 31. Trach nhiem d6i voi AO 141116 so' va giao n6p h6 	tai ligu 
vao luu 	quan 

1. Trach nhiem cua Chanh Van phong Cvc 

a) Tham muu cho Lanh ciao Cuc trong viec )(ay dung danh mvc ho so 
hang nam dm co quan Cue. 

b) Tham muu cho Lanh dao Cue trong viec chi dao, kiem tra, huang can lap 
ho so va giao n6p 116 so, tai lieu vao km frit co quan doi voi cac don vi thu6c Cue. 

c) T6 chirc thuc hien viec lap h6 so va giao n6p h6 so, tai lieu vao luu trit 
co quan ctia Cue Dan so. 
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2. Trach nhiOt dm Thu truong cac don vi 

a) Chu trach 	truck Cuc throng v6' viOc lap 116 so, bao quan 	giao 
Op ho so, tai lieu oh don vi vao luu trix co quan theo danh muc ho so. 

b) Chi dao cong chirc, vien chirc dm don vi trong viOc lap, quan 1ST hO so va 
giao nOp ho so, tai lieu vao luu tru co quan. 

3. Trach rthirn cua cong chirc, vien chirc 

s  a) Cong chirc, vien chirc phai nOp hru hO so vao km trir co quan du thanh 
phan, dung theri han va thuc hien theo trinh t*, thu tuc cua Quy the nay. Truerng 
hop can gill lai ho so, tai lieu den han nOp luu phai lap danh mtic ho so, tai Ku 
gift lai trinh Lanh dao Cuc &nig ST bang van ban va giri km trir co quan. Then 
han giix lai ho so, tai Ku dm don vi, ca nhan khong qua 01 nam ke tir ngay den 
han nOp km. 

b) Cong chirc, vien chirc trong co quan, don vi thuOc Cue trtrac khi nghi 
huu, thoi viec, chuyen cong tac, di hoc tap dai ngay phai ban giao 	so, tai Ku 
cong vi& da ket thus cho km trii co quan; ban giao , so, tai lieu cong vi& 
chua ket thus cho ngueri ke nhiOt theo su chi dao cua Thit truong don vi; khong 
gill ho so, tai Ku dm co quan lam tai Ku rieng hoc mang sang co quan, to 
ch*c khac. 

Thit truong cac don vi chiu trash nhi'm don dOc cong chirc, vien chirc cua 
don vi minh trong vi& ban giao tai Ku tnrac khi chuyen cong tac, thoi vi&, di 
hoc tap dai ngdy, nghi huOng the dO bao hiem xa hOi. 

4. Trach nhiOm dm Van thu Cue Dan so 

Van phong Cue co trash nhiem huang clan cac don vi thuOc Cuc va cong 
chirc, vien chirc, vien chirc lap ho so cong vies; nOp luu ho so, tai 	thu thap 
ho so, tai lieu vao luu trix co quan theo ditng quy dinh. 

Muc 5 
QUAN VA Sir DUNG CON DAU 

VA THIET BI LUAU KHOA BI MAT TRONG CONG TAC VAN THU' 

Ditu 32. Quin 157 vi sir dung con din, thiet bi luru khoa bi mat 

1. Chanh Van phong Cuc chiu trash nh*n truac Cue truong vi& quan 1Sf, 
sir dung con dau, thiet bi luu khoa bi mat dm Cuc Dan so. Lanh dao cac don vi 
thuOc Cuc chiu trash nhiem quart 1ST, s* dung con dau (doi voi cac don vi co con 
dau rieng) va thiet bi luu kit& bi mat oh don vi. 

2. Con du, thie't bi luu khoa bi mat dm Cuc Dan so dirge giao cho cong 
chirc Van thu Cuc quan 1ST va sir dung. Cong chits van thu dirge giao nhi@n vu 
quan 1ST va sir dung con dau, thiet bi luu kit& bi mat phai chiu trash nhiem tnrac 
Chanh Van phong Cuc, tnrot phap 1114 ye viOc quail 1ST va sir dung con dau, thiet 
bi luu khoa bi mat tuong irng va có trash nh*n thus hien nhang quy dinh sau: 
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a) Bao quart an toan, sir dung con dL, thiet bi ltru kit& bi mat dm cu 
quan tai phong lam viec cua cong chirc Van thu Cuc trong tru so.  Cue Dan s6. 
Trtrong hop can dua con dau, thiet bi ltru kit& bi mat dm cu quan ra khoi cu 
quan phai dugc six clang ST bang van ban dm Chanh Van phong Cue va phai chiu 
trach nhiem ye viec bao quan, sir dung con dau. Con dau, thiet bi Km khoa bi 
mat dm cu quan phai dugc bao quart an toan trong gi6 ding nhu ngoai gi6 lam viec. 

b) Chi giao con d'L, thiet bi hru kit& bi mat dm cu quan cho nguoi khac 
km gicr khi dugc gong ST bang van ban dm Chanh Van phong Cuc. Viec ban giao 
con dau, thiet bi km khoa bi mat cua cu quan phai dugc lap bien ban. 

c) Phai tivc tiep gong dau van ban va ban sao van ban; chit tri, ph6i hop 
ky so vao van ban dien tirtren he th6ng. 

d) Chi dugc &mg dL, kST s6 cua cu quan, to chirc vao van ban da c6 chir lcST 
cita ngtrai c6 tham quyen va ban sao van ban do cu quan, to chirc trtrc tiep thvc hien. 

d) Khong dugc (Tong dau vao giSy khorT c6 not dung, 'Jong dau truac khi 
kST, &mg dau san tren giay tang hoac dung dau len cac van ban co chit kST cua 
ngu6i kh6ng c6 tham quyen. 

3. Van thu dun vi &rot giao nhiem vu quan 1ST va sir dung con dau (d6i 
v6i dun vi c6 con dau rieng) va thiet bi ltru kit& bi mat dm dun vi phai chiu 
trach nhiem,truac Thu twang dun vi, trtroc phap lust ye viec quan lST va sir dung 
con dau thiet bi hru kh6a bi mat Mung ung va c6 trach nhiem thirc hien nhiing 
quy dinh cua khoan 2 dieu nay tai dun vi. 

4. Ca nhan co trach nhiem tv bao quan an toan thiet bi ltru khoa bi mat va 
khoa bi mat. 

5. Khi net dau bi mon hoac bien dang, ding chirc Van thu Cuc phai bao 
cao Chanh Van phong Cuc de trinh Lanh dao Cuc lam thil tqc doi con dau. 
Tnrong hop con dau bi mat,,  phai bao cao Chanh Van phong Cuc va cu quan 
ding an nui xay ra mat con dau, kip thoi lap bien ban. 

6. Khi dun vi c6 guy& dinh chia, tach hoac sap nhap phai nOp con dau cu 
va lam thii tuc xin khac con dau 	theo quy dinh phap lust. 

Dieu 33. Sir dung con can Nth thiet bi luv khoa bi mat 

1. Sir dung con dau 

a) DL &rig phai ro rang, ngay ngan, dung chieu va dung dung mvc dau 
mau do theo quy dinh. 

b) Khi (long dau len chir kST, du &mg phai trim len khoang 1/3 chit kST ve 
phia ben trai. 

c) Cac van ban ban hanh kern theo van ban chinh hoac phu luc: DL &rot 
&rig len trang dau, triim mot phan ten cu quan, don vi hoac tieu de phu luc. 

d) DL giap lai dugc &mg vao khoang gifra mep phai dm van ban hoac phu 
luc van ban, trim len mot phan cac to giAy; tn6"i dau 'Jong toi da 05 t6 van ban. 
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2. Chi long  dAu vao cac van ban khi cac van ban dung hinh thirc, the thirc 
va co chit kST cua nguai CO tha'm quyen. 

3. Khong dugc clung dau trong cac tnxang hop sau: Deng dau vao giAy 
khong c6 not dung, van ban chua co chit ,l(ST, cac van ban kST khong dung tham 
quyen, van ban khong hoac chua c6 ban g6c. 

4. Can be Van thu phai tv tay clung dau vao cac van ban dm Cue Dan se. 

5. Viec sir dung con dau Cuc Dan se va thiet bi km khoa bi mat dugc quy 
dinh nhu sau: 

- Nhising van ban dugc dung dau cua Cuc Dan s6: La nhimg van ban do 
Cuc twang kST; cac Pho Cuc tnrang kST thay (KT) Cuc truong va cac tnrong hop 
dugc giao quyen kST thira uy quyen (TUQ), kST thira lenh Cuc truang (IL) theo 
quy the lam viec cua Cuc Dan so. 

- D'Au chit kST cua Cuc tufts giao cho Van thu Cuc quan lST va chi dugc 
dung vao Giay khen cua Cuc tnrang. 

- 'Thiet bi luu khoa bi mat oh co quan, don vi dugc sir dung d kST se cac van 
ban dien tir do co quan, don vi ban hanh va ban sao tix van ban giay sang van ban 
dien tir. 

Chuang III 
CONG TAC LUAU TRU' 

Mue 1 
CONG TAC THU THAI), BO SUNG TAI LIEU 

Dieu 34. Thu thap ho so', tai lieu vac, lu'u trir 	quan 

Hang nam cong chirc luu trit Cue CO nhiem vu to chuc thu thap he so, tai 
lieu da den han nep km vao kho 1uu trti co quan, cu the: 

1. Lap ke hoach thu thap he so, tai 

2. Phei hop vai cac don vi, cong chuc, vien chirc xac dinh nhang loai he 
tai lieu can nep km vao luu trtr co quan. 

3. Huang dAn cac don vi, cong chirc, vien chuc chuan bi he so, tai lieu va 
lap "Mix luc he so, tai lieu nep luu". 

4. Chuan bi kho va cac phuong tien bao quan de tiep nhan he so, tai lieu. 

5. To chirc tier, nhan he so, tai lieu, kiem tra dui chiL gift mic luc h6 
so, tai lieu Op hru voi thirc to tai lieu va lap Bien ban giao nhan tai 

Don vi c6 he so, tai lieu giao nOp luu trix CO trach nhiem lap "Kw luc he 
so, tai lieu Op luu" va "Bien ban giao nhan tai lieu" theo mau huang dan, mei 
loai hai ban, don vi hoac Ca nhan nep km va kru tril co quan giu mei loai met ban. 
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Dieu 35. Giao nhlan 114 	tai lieu vac, ltru trii co' quan 

, 	Hang nam, luu tra co quan có nhie'm va to chine thu thap 116 so, tai lieu da 
den han n6p km vao kho km tra co quan. Truing hop tai lieu km trir dien tir va 
tai lieu km tri giay cc') not dung trung nhau thi thu thap ca hai loaf. 

1. D6i vii h6 so dien dr: 

a) Khi giao nhan tai lieu luu trit dien tin, luu trir co quan phai kiem tra 
tinh xac thine, tinh toan yen va kha n'ang truy cap dm ho so. Ho so phai bao dam 
n6i dung, cau true va boi canh hinh,thanh va &roc bao ve de khong bi hu hong 
hoc bi hay hoai, sira china hay bi mat dir 

b) Viec giao nhan tai lieu km tit dien tin vao km trip co quan dtroc dux 
hien theo quy trinh sau: 

- Luu tit* co quan th6ng bao cho don vi giao n6p tai lieu Danh mac h6 so 
n6p luu. 

- Luu trCt co quan va don vi giao n6p tai lieu th6ng nhat ve yeu cau, 
phuong tien, cau true va dinh dang chuyen. 

- Don vi, ca nhan giao n6p 116 so va du lieu dac to kern theo. 

- Luu trix co quan kiem tra de bao dam 116 so nhan va dung theo Danh 
mac; dang thine va cau true da thong nhat; lien ket chinh xac du lieu dac to vii 
ho so; kiem tra virut. 

- Lint tril co quan chuyen h6 so vao he th6ng quan 1ST tai lieu km trir dien 
dr dm co quan va thvc hien cac bien phap sao luu dux phong. 

- Lap 116 so ve viec n6p km tai lieu luu trix dien tin vao km tit co quan. 

c) Don vi, ca nhan chi &roc huST116 so, tai lieu km tra dien tin sau khi viec giao 
n6p ho so, tai lieu do da thanh cong va dugc luu trit co quan kiem tra, xac nhan. 

2. D6i vii h6 so giay: 

a) Lap Ice hoach giao nhan h6 so theo Danh mac h6 so &roc cap co tham 
quyen phe duyet, ban hanh vao dau nam. 

b) Ph6i hop vii cac don vi, cong chirc, vien chirc xac dinh nhang loci ho 
so, tai lieu can n6p luu vao km tril co quan. 

c) Huang can the don vi, cong chirc, vien chirc chuan bi 116 so, tai lieu va 
lap Mac lac ho so, tai lieu n6p luu theo quy dinh tai Pha lac VI cua Quy che nay. 

d) Chuan bi kho va cac phucmg tien bao quan de tie') nhan 116 so, tai lieu; 

d) T6 chirc tip nhan h6 so, tai lieu, kiem tra d6i chieu gitla Mac lac 116 
so, tai lieu nOp luu vii thvc to tai lieu va lap Bien ban giao nhan tai 

Dieu 36. Chinh ly tai lieu 

1. Nguyen tac: 

a) Khi phan loci va lap h6 so phai ton trong sv hinh thanh cua tai lieu theo 
trinh giai quyet cong viec. 
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b) Tai lieu sau khi chinh 1ST phan anh &rot hoat dOng dm co quan. 

c) Can b6 phy trach cong tac ltru tit c6 trach nhiem to chirc phan 
chinh 1ST tai lieu bao quan tai kho hat tit' co quan. 

2. H6 so, tai lieu dm Cvc Dan s6 phai dirge chinh 1ST hoan chinh va bao 
quan trong kho liru trit. 

3. Cac don vi, du an c6 trach nhiem chinh 1ST tai lieu cua minh. 

4. Tai lieu sau khi chinh 1ST phai dat yeu eau: 

a) Phan loai va lap h6 so hoan chinh. 

b) Xac dinh thoi han bao quan cho h6 so, tai 

c) He th6ng hoa h6 so, tai lieu. 

d) Lap cong cu tra ciru: Mvc luc h6 so, ca so dir lieu va cac cong cu tra 
ciru khac phvc vu cho viec quan 1ST va tra ciru sir dung tai lieu. 

d) Lap danh muc tai lieu het gia tri. 

Dieu 37. Mc dinh gia tri tai lqu 

1. Xac dinh gia tri tai lieu phai bao dam nguyen tat chinh tri, lich sir, town 
dien va tong hap. 

2. Xac dinh gia tri tai lieu &rot thvc hien theo phutmg phap he th6ng, 
phan tich chirc nang, thong tin va sir lieu hoc. 

3. Xac dinh gia tri tai lieu phai can cu vao cac tieu chuan co ban sau day: 

a) NOi dung dm tai lieu. 

b) Vi tri cua co quan, to chirc, ca nhan hinh thanh tai 

c) Y nghia cua sir kien, thei gian va dia diem hinh thanh tai lieu. 

d) Mirc d6 toan ven cua phong km 

d) Hinh thirc cua tai lieu. 

e) Tinh tang vat 1ST dm tai 

4. Viec xac dinh gia tri tai lieu phai dat &rot yeu cau sau: 

,a) Xac dinh tai lieu can bao quail vinh 	va tai lieu bao quan c6 then 
han bang so nam cu the. 

b) Xac dinh tai lieu het gia tri de lien hanh thu tqc tieu 

Dieu 38. MN ang xac dinh gia tri tai lieu 

1. H6i d6ng xac dinh gia tri tai lieu &rot thanh lap de tham muu cho 
nguoi dimg dau co quan, to chirc trong viec xac dinh thai han bao quan, kra 
chon tai lieu de giao n6p vao km till co quan, lira chon tai lieu km trir cua hru 
tit co quan de giao nOp vao Lint trir lich sir va loai tai lieu het gia tri. 
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2. H6i d6ng xac dinh gia tri tai lieu do ngtr6i dimg dau co quan, to chirc 
quyet dinh thanh lap. Thanh phan cua H6i d6ng bao 

a) Cvc tnxang hoac Ph6 Cvc twang ph* filch cong tac Van phong, la Chit 
tich H'6i (tong. 

b) Chanh Van phang C*c (hoac Pho Chanh Van phOng), la Pho ChU tich 
116i (long. 

c) Dai dien Lanh dao don vi c6 tai lieu, la uy vien. 

d) Nguai am hieu ve linh v*c tai lieu can xac dinh gia till la uY 

d) Can b6 Luu tar', la thu ky H6i d6ng. 

3.,H0i d6ng xac dinh gia tri tai lieu thao luan tap the, ke't luan theo da s6; 
cac kien khac nhau phai dugc ghi vao bien ban cuOc hop de trinh nguai dung 
dau co quan, to chirc. 

4. Tren co so.  de nghi cua H6i ang xac dinh gia tri tai lieu, ngtrai dirng,  
dau co quan, to chic quyet dinh tiled han bao quan tai lieu, hra chon tai lieu de 
giao n6p vao luu trir co quan, hra chon tai lieu km tr.* oh km trir co quan de 
giao n6p vao Luu trir lich sir; hity tai lieu het gia tri. 

Dieu 39. Huy tai lieu het gia tri 

1. Nghiem cam cac don vi, ca nhan t* tieu hity h6 so, tai lieu duai bat kY 
hinh thirc nao va ban tai lieu tieu hity ra thi tnxemg to do. 

2. Tham quyen guy& dinh tieu hity tai lieu het gia tri 

Civic tnrangs  guy& dinh tieu huY tai lieu het gia tri cua don vi sau khi co Y 
hen tham dinh bang van ban dm Cvc Van thu va Luu trir Nha nuerc. Khi tieu 
huy phai hily het thong tin tren tai lieu. 

3. 1-16 so tieu huy tai lieu het gia tri bao g6m: 

a) T6 trinh ve viec tieu hay tai lieu het gia tri. 

b) Danh mvc tai lieu het gia tri kem theo ban thuy'et minh. 

c) Quye't dinh thanh lap H6i &ing xac dinh gia tri tai 

d) Bien ban hop H6i ding xac dinh gia tri tai lieu. 

d) Van ban dm cap c6 tham quyen v'e viec tham tra tai lieu het gia tri. 

e) Quyet dinh cua ngtroi CO tham quyen cho phep tieu hay tai lieu het gia tri. 

g) Bien ban ve viec tieu hity tai lieu het gia tri va cac tai lieu lien quan khac. 

4. D6i voi tai lieu luu tit dien tix het gia tri dugc huy theo tham quyen, 
tit* tic nhu tai lieu luu trix tren cac vat mang tin khac het gia tri. 

5. Viec hity tai lieu km trir dien tir phai dugc th%rc hien do'i \Ted toan b6 116 
so thu'6c Danh mvc tai lieu het gia tri dad duot Lanh dao Cvc phe duyet va phai 
bao dam thong tin da bi hity khong the khoi ph*c lai duoc. 
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6. Ha so ve vi'ec tieu huST tai lieu het gia tri phai dirge bao quan tai co' 
quan, trong thoi han it nhat 20 nam, ke tut ngay huST tai 

Muc 2 
BAO QUAN, TO CHeC KHAI THAC TAI LIEU MX TRU' 

Dieu 40. ThOng ke tai lieu lint trir 

1. D6i tieing thang ke luu trir bao gOm: Thong ke tai lieu km trtr, kho luu 
phuong tien bao quan tai lieu km tnir va cong chirc, vien chirc lam cong tac 

luu trir. 

2. Thong ke luu tri dugc thirc hien theo the da dinh kSf. So lieu thang ke 
luu tit dinh kSi hang nam dugc tinh tit ngay 01 thang 01 den ngay 31 thang 12. 

3. Van thu, km trix Cve c6 nhiem vu lap bao cao thang ke dinh kS,  ve cong 
tac van thu, luu trot giri ye Van phong B6 de tong hop theo quy dinh dm Thong 
to so 03/2018/TT-BNV ngay 06/03/2018 dm Bo Nai vv. 

Dieu 41. Bao quan tai lieu ltru 

1. Ha so, tai lieu dm cac don vi chua den han nap luu vao luu 	quan 
do cac cong chirc, vien chirc to bao quan va dam bao an toan cho cac h6 so, tai 
lieu do. 

2. Ha so, tai lieu luu tril den han nap luu phai dirge giao nap vao luu frit 
co quan va tap trung bao quan trong kho luu tri cua Cvc Dan so. 

3. Chanh Van phong Cvc có trach nhiem chi dao thirc hien cac quy dinh 
sau day ve bao quan tai lieu luu 

a) Xay dirng hoac ba tri kho Km trir theo dung tieu chuan quy dinh. 

b) Thvc hien cac bien phap ph6ng, chang chay, no; phong, chang thien 
tai; ph6ng gian, bao mat doi voi kho luu trit va tai lieu luu trit. 

c) Trang bi day du cac thiet bi k'S'T thuat, phuong tien bao quan tai lieu km trir. 

d) Duy tri nhiet do, do Am, anh sang phi hop voi tong loai hinh tai lieu 
tau till. 

d) Thirc hien cac bien phap phong, chang con trung, nam mac, khir a-xit 
va cac tac nhan khac gay hu hong tai 

4. Cong chirc, vien chits phi trach cong tac luu trir chuyen trach hoc 
kiem nhiem co trach nhiem: 

a) Thuc hien diing cac quy dinh cua Nha noon va cua co quan ve bao ve, 
bao pan an toan tai lieu va kho hm 

b) Bo tri, sap xep khoa hoc tai lieu luu tit ha so, tai lieu trong kho de 
trong hap (cap), dan nhan ghi day du thong tin theo quy dinh de tien thong ke, 
kiem tra va tra cfru. 
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c) Thuong xuyen ki6m tra tinh hinh tai lieu c6 trong kho de Wain dugc s6 
luting, chat luting tai lieu, tren co so do co ke hoach bao quart va tubo phvc che. 

d) K57 thuat bao quan tai lieu luu trir &rot thuc hien theo huong dAn cua 
Civic Van thu va Ltru frit Nha mac. 

5. D6i \Ted h6 so km trir dien tir 

a) Bao dam h6 so, tai lieu km tri dugc bao quart an toan, )(ac thvc, bao 
mat tren cac phuong tien luu trix va kha. Wang truy cap, quart ly, tim ki6m, cap 
nhat ho so, tai lieu luu 

b) Khong luu co sa du lieu tai lieu Km trir c6 china thong tin thu6c pham 
vi bi mat nha nu& tren cac thiet bi ket not vai mang Internet, mang may tinh, 
mang vien thong. 

c) Khong chuy& mvc dich sir dung cac thik bi da luu h6 so, tai lieu luu 
trix c6 china thong tin thuOc pham vi bi mat nha nu& khi chua loai 136 triet , ho 
so, tai lieu luu 

d) Co sa du lieu tai lieu luu trot dien tir phai dugc sao km it nhat 02 b6, 
rn8i b6 ten 01 phuong tien luu trir d6c lap (6 cimg hoc thi6t bi luu 	Viec 
sao luu phai bao dam day du, chinh xac, kip then, an toan. Bao dam th6ng nhat 
quy trinh kiem tra, sao luu, phvc hoi din lieu dugc thtrc hien theo quy dinh tai 
Dieu 9, Dieu 10, Dieu 11 dm Thong tu s6 02/2019/TT-BNV ngay 24/01/2019 
dm BO,  NOi vv. Don vi dugc giao quan 1ST co dulieu tai lieu hxu trir dm co 
quan, to chirc co trach nhiem kiem tra, bao quan, sao km, phvc h6i. 

d) Bao dam th6ng nit& quy trinh ki6m tra, sao luu, phvc h6i dit 

e) Ngtrai dugc giao quan lY co sa din lieu tai lieu luu trot dm co quan, to 
chirc c6 filch nhiem kiem tra, bao quan, sao luu, phvc h6i. Co s6 du lieu tai lieu 
luu tra dugc bao dam an toan thong tin theo cap d6 dugc quy dinh tai Nghi dinh 
so 85/2016/ND-CP ngay 01/7/2016 dm Chinh phit va Thong tu so 03/2017/TT-
BTTTT ngay 24/4/2017 dm BO truong B6 Thong tin va Truy'en thong. Viec tieu 
huy thik bi, phuong tien luu trir co s6 du lieu tai lieu luu trir bao dam yeu au 
bao mat th6ng tin theo cap dO dugc quy dinh. Khong dugc mang thiet bi, 
phuong tien luu tit co so du lieu tai lieu luu trir ra khoi luu trir co quan khi chtra 
dugc sir dung y cua Lanh dao Cvc Dan so. 

g) Thtrc hien nghiem cac quy dinh khac ve luu trir dien tir. 

Dieu 42. Doii tuvng va thii tuc khai thic, sir dung tai 14u luu trir 

1. Tat ca cac cong chirc, vien chirc trong, ngoai Cvc Dan s6 va moi ca 
nhan deu dugc khai thac, sir dung tai lieu kru trir vi muc dich cong va cac nhu 
cau rieng chinh 

2. C6ng chirc, vien chirc ngoai Cvc Dan s6 nghien cuu tai lieu vi raw dich 
tong vv phai co giay gi6i thieu ghi ro mtic dich nghien ciru tai lieu va phai dugc 
Lanh dao Cvc ho-ac Chanh Van phong Cvc d6ng y. 
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Dieu 43. Cac hinh thin t6 chirc sii• dung tai lieu him tar 

1. Sir dung tai lieu tai phong doe cua luu trir ca quan hoac teen phAn mem 
Ltru trii dien dr. 

2. Cho moon tai lieu ra kh6i luu trir ca quan (phai dtrac su gong 
nguai c6 tham quyen, than han cho moon khong qua 10 ngay; trong throng hop 
can thiet c6 the gia han nhung khong qua 05 ngay lam viec tiep theo). 

3. Cap ban photo, ban sao y ban chinh tai lieu luu 

Dieu 44. Thant quyen cho phep khai thic, sir dung tai lieu luu trir 

1. Lanh dao Cue c6 tham quyen cho phep khai thac sir dung tai lieu mat 
va tai lieu han the sir dung (tai lieu nhan su, tai chinh - ke toan, tai lieu ye cong 
tac thanh tra...). 

2. Chanh Van phong Cue cho phep khai thac, sao chup cac tai lieu thong 
thuong theo mau phieu yeu cau tra ciru, in sao tai lieu. 

3. Can 1306 km trir Cue c6 trach nhiem phuc vu viec khai thac h6 sa, tai lieu 
theo yeu cau cua ca nhan, dun vi khi da &roc su &mg y cua ngtrari co tham 
quyen. Tuyet doi khong duoc mang tai lieu ra khoi phong luu trir, trir khi duot 
su Tong Sr bang van ban dm Lanh dao Van ph6ng C1,1C . 

4. Viec khai that, sir dung tai lieu luu tri c6 dL chi mirc dO mat thuc hien 
theo Quy dinh cong tac Bao ve bi mat Nha nu& trong nganh Y te. 

Dieu 45. Quin 1ST AO sir dung tai lieu luu tar 

Tai lieu luu tit chi sir dung tai phong doe, cung cap ban sao chip phuc vu 
cong viec,  khi co yeu cau. Phong,doc phai co not quy sir dung tai lieu; phai c6 
cac loai so sach de quan ly nhu: so clang kY d6c gia; so giao nhan tai lieu voi d6c 
gia. Ngtrai sir dung tai lieu phai chap hanh nghiem chinh cac quy dinh cua luu 
trii ca quan va not quy phong doc. 

Chuang IV 
TO CHtt THIrC HIEN 

Dieu 46. Kinh phi cho cong tic van thtr, ltru tar 

1. ,Cuc truang Cue Dan s6, Thu tnrarng cac dun su nghi0 CO trach 
nhiem bo tri kinh phi cho cong tac van thu, luu 	trong du toan ngin sach nha 
mot duot giao hang nam. 

2. Kinh phi cho ding tac van thu, km tril duct sir dung vao cac cong viec sau: 

a) Mua sam, nang cap he th6ng, ha tang ky" thuat, trang thi6t bi, vat to tieu 
hao phuc vu ding tac van thu, luu trir quan ly va van hanh h* qua he thong 
quan ly tai lieu dien 

b) Bao dam thong tin lien lac, chuyen phat van ban, so hoa Van ban. 

c) Nghien ciru, Aug dung khoa hoc va chuyen giao cong nghe trong ding 
tac van thu, luu 
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d) Cac hoat dOng klia.c phut vu ding tac van thi.r, hru trir. 

Dieu 47. Khen thtning, xii1ST vi pham 

1. IC& qua dive hien Quy ch6 nay la tieu chi danh gia mire d6 hoan thanh 
nhiem vu va la tieu chi binh xet thi dua, khen thirong hang dam doi voi cac don 
vi, ca nhan thu6c Cue. 

2. Don vi, ca nhan vi pham Quy ch6 nay, tty theo tinh chit, mire d6 vi 
pham c6 the bi xir 1ST kST luat hoac cac hinh thirc xir 1ST khac theo quy dinh cda 
phap luat. 

Dieu 48. Trach nhi'm thi hanh 

1. Thu tnrong cac don vi thu6c Cue chiu trach nhi'm ph6 bi6n, quail trit 
Quy the nay toi toan the cong chirc, vien chirc dm don vi. 

2. Chanh Van phong Cue co trach nhiem huong dan, quan 1ST cong tac van 
thu, ltru tr& oh Cijc theo cac quy dinh dm Nha mak va oh B6 Y te; bao cao, 
de xuat voi Lanh dao Cuc ve viec tang cuong cong tac van thu, ltru trir tai Cue 
va cac don vi true thu6c Cue. 

3. Trung tam Nghien ciru, Thong tin va Du.  lieu c6 trach nhiem phi hop 
vai Ph6ng Cong nghe thong tin thuOc Van phong B6,thvc hien viec ho try nguai 
sir dung, quan 1y, khai tilde cac chirc nang ciia he thong; dam bao co so.  ha tang 
k'ST thuat thong suot tren mang LAN dm Cuc va tren mang Internet. 

, 	4. Cong chirc, vien chirc trong qua trinh giai guy& cong viec lien quan 
den cong tac van thu, km trir phai thvc hien dung the quy dinh tai Quy the nay 
va nhising quy dinh c6 lien quan ve ding tac van thu, hru frit. 

5. Trong qua trinh trim khai thuc hien, ne'u gap kilo khan, vuong mac, cac 
don vi phan anh ve Van phong Cuc de tong hop, trinh Cue tnrong xem xet, sira 
cloi, b6 sung Quy the cho phi' hop./. 
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Phu luc I 
BANG CHU' VIET TAT TEN LORI VAN BAN VA BAN SAO 

(Ban hanh kern theo Quyk chinh so:  79  /QD-CDS 
ngay 03 thong 	nom 2024 cita Cyc trreang Cyc Dan so) 

STT Ten loci van ban ctia Cuc bao Om Chit viet tat 
I Van ban hanh chinh 
1 Quyet dinh (ca 13*) S6: 	/QD-CDS 
2 Th6ng bao S6: 	/TB-CDS 
3 Ke hoach Se): 	/KI-1-CDS 
4 De an S6: 	/DA-CDS 
5 Bao cao S6: 	/BC-CDS 
6 Bien ban S6: 	/BB-CDS 
7 T6 trinh S6: 	/TTr-CDS 
8 Giay m6i S6: 	/GM-CDS 
9 Giay fly quyen So: 	/UQ-CDS 
10 H9p gong S6: 	/I-ID-CDS 
11 Gidy nghi pile') S6: 	/GNP-CDS 
II Ban sao van ban 
1 Ban sao y ban chinh So: 	/SY-CDS 
2 Ban trich sao So: 	/TS-CDS 
3 Ban sao inc So: 	/SL-CDS 

III Cling van ciia Cuc do cfic don vi sown thao 
1 Ph6ng Quy m6 dan so va Ke hoach hoa gia dinh S6: 	/CDS-QMDS 
2 Phong Co cau va Chat lucyng dan so So: 	/CDS-CCDS 
3 Phong Sirc khoe nguoi cao tuoi So: 	/CDS-NCT 
4 Phong Truyen thong - Giao dijc S6: 	/CDS-TTGD 
5 Phong Ke hoach - Tai chinh S6: 	/CDS-KHTC 
6 Phong To chirc can b6 va Hop tac qu6c t6 S6: 	/CDS-TCCB 
7 Phong Phap the - Thanh tra S6: 	/CDS-PCTTr 
8 Van phong Cuc S6: 	/CDS-VP 

9 
Trung tam Dao too, b6i duong va Cung img dich 
vli dan s6 

S6: 	/CDS-DTCUDV 

10 Trung tam Nghien ciru, Thong tin va Du li.'u S6: 	/CDS-NCTTDL 

11 
Cac BQL du an, De an thu6c Cuc (do la'nh dao 
Cuc V) 

So: 	/CDS-tenviet tit DA, DA 

vt
.tt

nc
.tc

ds
_V

an
 th

u 
Tr

un
g 

ta
m

 n
gh

ie
n 

cu
u 

th
on

g 
tin

 v
a 

du
 li

eu
_0

6/
05

/2
02

4 
11

:5
1:

17



b 

13 

20-151 m 

2 

51, 

1 Ob 

0-35 mm 

14 

20-25 mm 

29 

Phu Itic II 
SO DO BO TRi CAC THANH PHAN THE THec VAN BAN 

(Tren mot trang giay kh6 A4: 210 mm x 297 mm) 
(Ban hanh kern theo Quyit clinh so: 5 /QD-CDS 

ngay 3tiding 	nom 2024 ctia Cyc trtrang Cyc Dan so) 
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Ghi chin 

	

O so 	: Thinh phAn the thin van ban 

1 	• • Qutic hieu 

2 	• • Ten co.  quan, to chirc ban hanh van ban 

3 	• 
	14/ hieu dm van ban 

4 	• • Dia danh va ngay, thang, nam ban hanh van ban 

5a 	: Ten loci va trich 3411 nOi dung van ban 

5b 	Trich yeu nOi dung ding van 

6 	: NOi dung van ban 

7a, 7b, 7c : Quy&I h4n, chirc vu, h9 ten va chit 14,  cua ngtroi co tha'm 
quyen 

8 	: DAu dm co quan, to chirc 

	

9a, 9b 	: Novi nhlan 

10a 	Wu chi mire dO m4t 

1 Ob 	D'Au chi mire di) khan 

11 	D'Au thu hoi va chi &an ve phgn vi luu hanh 

12 	Chi dAn ve du thao van ban 

13 	: 1(3",  hieu ngtroi danh may va so lugng ban phat hanh 

14 	Dia chi co• quan, to chirc;,dia chi E-Mail: dja chi Website; 
so din tho4i, so Telex, so Fax 

15 	: Logo (in chim clued ten co• quan, to chile ban hanh van ban) 
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Phu luc III 

SCI DO BO TRi CAC THANH PHAN THE THffC BAN SAO VAN BAN 
(Tren mot trang giAy MI6 A4: 210 mm x 297 mm) 
(Ban hanh kern theo Quyit dinh s ?ff /QD-CDS 

ngay  03  thing 	nem 2024 cila Cyc truing Cyc Dan so) 

20-2imm 

PHAN (:UOI CLING CCU VAN BAN plf0C SAO 

1 

Ghi chit: 

O s6 	: Thanh phAn the thIrc ban sao 

1 	: Hinh thuc sao: "sao y ban chinh", "trich sao" hoac "sao luc" 

2 	: Ten coy quan, thcluk sao van ban 

3 	: S6,14,  hieu ban sao 
4 	: Dia danh va ngay, thing, nam sao 

5a, 5b, 5c : Chirc v9, h9 ten va chalcYT cua ngu6i có tham qu34n 

6 	: 1134u cua ca quan, to chuc 
7 	: Novi nhan 

2 
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Phu luc IV 
M AU CHIT VA CHI TIET TRINH BAY THE TI-IffC VAN BAN VA THE TIIffC BAN SAO 

(Ban hanh kem theo Quyt cl 	15 inh so: 	/QD-CDS ngay  „..3  thong (nom 2024 ctia C1.4C tricang Cyc Dan so) 

STT Thanh phan the fink va chi 
tiet trinh ba y Lou4 chit.' citeC6 

 1 
 Kieu chit.  

Vi du minh hip 

Phong chit' Times New Roman 
Co' 
chic 

(1) (2) (3) (4) (5) (6) (7) 

1 Qu6c hieu 

- Dong tren In hoa 12-13 Dimg, dam CONG HOA XA HOT CHU NGHIA VItT NAM 13 

- Dong duoi In thuemg 13-14 Dimg, dam DOc 14p - Ttr do - 114nh phtic 14 

- 'Jong ke ben &rad 

2 Ten co,  quan, to chuc 

- Ten co quan, to chirc clul 
quail cap tren two tiep 

In hoa 12-13 Dung BO Y TE 13 

- Ten co.  quan, tochirc In hoa 12-13 Wing, dam CUC DAN SO 13 

- Dong ke ben dudri 

3 S6,14/ hieu dm van ban In thuong 13 Dirng Sti: 16/QD-CDS; S6: 06/CDS-VP; 13 

4 Dia danh va ngay, thong, nom 
ban hanh van ban In thuemg 13-14 Nghieng Ha Ni,ongay 05 thong 12 nom 2024 14 

1  Cu chit trong ding mot van ban tang, giam phai thong nhAt. Vi du: Qutic hieu cOr chit 13, Tieu ngir co chfr 14, dia danh va ngay, 
thong, nom van ban co. chit 14, ho4c Qu6c hieu ca chir 12, Tieu ngit ca chit 13, dia danh va ngay, thong, nom van ban CO' chit 13. 
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STT Thanh phan the thtrc va chi 
tiet trinh ba y Loai chit Co.1  cite Kieu chic 

Vi du minh hoa 

Phiing chit Times New Roman Cer 
chit 

5 Ten loai va trich yeu not dung 

a D81 voi van ban có ten loai 

- Ten loai van ban In hoa 13-14 Ddng, dam BAO CAO 14 

- Trich yeti not dung In thizong 13-14 DUng, dam Ke ho#ch ho4t dOng, dty town ngfin sach 2024 14 

- Dong ke ben duoi 

b 136i voi cong van 

Trich ye'u not dung In thuerng 12-13 DUng V/v khen thuC'mg nam 2024 13 

6 N8i dung van ban In thlrong 13-14 Dung Thvc hien y kien chi da.o... 14 

a 
G6m phan, chuang muc, tieu 
muc, dieu, khoan, diem 

- Tit "phan", "chuang" va so 
thd ty cua phan, chuang 

In thtraing 13-14 Dung, dam PhAn I Chuang I 14 

- Tieu de dm phan, chuang In hoa 13-14 Dung, dam QUY DINH CHUNG QUY DINH CHUNG 14 

- Tit "muc" va s8 thir ny In thuerng 13-14 Dung, dam Muc 1 14 

- Tieu de dm muc In hoa 13-14 Dung, dam SOAN THAO VA BAN HANH VAN BAN 14 

- Tit "Tieu muc" va s8 thir tv 13-14 Dung, dam Tien muc 1 14 

- Tieu de cda muc 13-14 Dung, dam QUAN I_I( VAN BAN 14 

- Dieu In thlrong 13-14 Dung, dam Dieu 1. Ban sao van ban 14 

- Khoan In thuong 13-14 Dung 1. Cac hinh thirc... 14 
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STT Thanh phin the thtic va chi 
tiet trinh bay 

Loai chic Co  chill  
Kieu chit 

Vi du minh hoa 

Phong chit Times New Roman 
co 
chir 

- Diem In thuong 13-14 DUng a) Dtii vori ... 14 

b &Om phan, rntic, khodn, diem 

- Tir "phan" va se; thir to In thuong 13-14 Dung, dam PhAn I 14 

- Tieu a' cita phan In hoa 13-14 DUng, dam TINH HINH THIX HItN NHItM VV... 14 

- SO tit* tv va tieu a dm nwc In hoa 13-14 DUng, dam I. NHUNG KET QUA... 14 

- Khodn: 13-14 

Truong hop có tieu a In thuong 13-14 Dung, dam 1. P4m vi va dOi tirceng it) citing 14 

Twang hyp kitting co tieu a In thu&ng 13-14 Dung 1. Quy6t dinh nay nay có hieu 11,rc ke tir ngdy ... 14 

- Diem In thuong 13-14 DUng a) D6i vai .... 14 

7 Chirc vv, h9 ten dm ngtr6i IcS7 13-14 

- Quy'en Ilan cila ngtroi k)'7 In hoa 13-14 Dung, dam KT. CVC TRU'€NG 14 

- Chirc vu dm ngtreri lcS7 In hoa 13-14 Dung, dam CLJC TRUtiNG PHO CIJC TRU'ONG 14 

- H9 ten dm nguei kS7 In thuong 13-14 Dimg, dam Pham Van A NguyZn Thi B 14 

8 Noi nhan 

Tir "kinh gui" va ten co quan, 
, to chuc, ca nhan nhan van ban In I thuong 13-14 Wing 14 

- Giri mot not Kinh giri: Vu H9p tac quilic to 14 

- Gin nhieu ncn 
Kinh girl: 

- Van phong BO; 
14 
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STT Thanh phan the thtirc va chi 
tiet trinh bay 

Loai chit Co'  
chid 

Kieu chit  
Vi d9 minh h9a 

Phong chit Times New Roman Co' 
air 

- Vv Phap eh& 
- Thanh tral3e). 

b
Ti 
, 	

"noi nhan" va ten co.  quan, 
to chic, ca nhan 

- Tir "noi nhan" clugc trinh bay 
tren mot clang rieng (ngang hang 
vai dong quyen km ngtrai kY) 

In thiong 12 
Nghieng, 

dam No! nhOn: Noi nhOn: (d/vai cong van) 12 

- Ten co quan, to chic, ca. 
nhan nhan van ban, ban sao 

In thieng 11 Ding 
- Chi civic Dan so, ...; 
- 	; 
- Luu: VT, VP. 

- Nhu tren; 
- 	•, 
- Luu: VT, KHTC. 

11 

9 Dau chi mire de khan In hoa 13-14 Ding, dam HOA TOC THCONG KHAN KHAN 13 

10 Chi d'an IT" du thao van ban In hoa 13-14 Ding, dam DV THAO DV' THAO 10 13 

11 
Dia chi co quan, to chic; dia 
chi E-Mail, Website; se) dien 
thoai, so Telex, so Fax 

In thiong 11-12 Ding 

NO s6 8, Ton That Thuy'et, My Dinh II, Nam Tit' Liem, Ha NOi 

DT: (04) 38435297, Fax: (04) 37474993 

E-Mail: cds@moh.gov.vn,  Website: http://vnpa.moh.gov.vn  

11 

12 Phu lye van ban , 
- Ti "phut luc" va so thi tu 
cia phi,' luc 

In thiong 14 Ding, dam Phu lute I 14 

- Tieu de cia phut luc In hoa 13-14 Ding, dam BANG CRC VIET TAT 14 
13 s6 trang In thuemg 13-14 Ding 2, 7, 14 14 
16 Hinh thic sao In hoa 14 Ding, dam SAO Y BAN CHINH, TRICH SAO, SAO LVC 14 

* Ghi chti: Ca chit trong cung mot van ban tang, giam phai th6ng nhAt, vi du: Quo'c hieu, clang tren 	chit 13, dong chroi 	chi!.  14 
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Phu luc V 
MAU TRINH BAY VAN BAN VA PHIEU TRINH 

(Ban hanh kern theo Quyit clinh s 	/QD-CDS 
ngiry 03 thang ✓ nam 2024 cita Cyc trwang Cyc Dan so) 

1. Mau trinh bay van ban hanh chinh 
Mau 1 	- Quyect clinh (ca biet) (quy clinh trkrc 

Mau 2 	- Quy6t clinh (ca biet) (quy clinh gian ti6p) 
Mau 3 	- Van ban có ten loai khac (Bao cap, To trinh, thong bac), Ke ho4ch) 
Mau 4 	- Cong van 
Mau 5 	- Gidy mai 
Mau 6 	- Bien ban 

Mau 7 	- Gidy nghi phep 

Mau 8 	- Cac mau PhiL trinh Lath ciao BO 
Mau 9 	- Cac mau PhiL trinh hanh ciao Cuc 
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Mitt 1- Quyet dinh cua Cuc truiing (quy dinh tro.c tiep) 

BOYTE 
CUC DAN SO 

LONG HOA XA HOI CHU NGHIA VItT NAM 
DO 14p - To. do - 1-1#nh phtic 

     

     

S6: 	/QD-CDS 	 Ha Noi, ngay thong nom 20... 

QUYET DINH 

	

V'e viec 		 . (1) 	  

CUC TRIJONG CUC DAN SO 

Can cu. 	  (2) 	  

Can cit. 	  (3) 	  

Theo cue nghi cUa 	  

QUYET DINH: 
Dieu 1. 	 (4) 	  

Dieu ••• 	  
	  ./. 

Noi nhein: 
- Nhu Di6u ...; 

- Luu: VT, .... (6) 

CUC TRU'aNG 

(5) 
(Chit 1g% cgu) 

(Ho va ten ngtriYi 14) 

Ghi cha: 
(1) Trich y6u nOi dung quyet dinh. 
(2 Neu cac can dr truc tiep a ban hanh quyet dinh (van ban thanh lap, quy dinh chirc nang, nhim vv, 
quyen han cita co quan, to chirc). 
(3) Cac van ban phap 1S,  lien quan trkrc tiep den van de giai guy& trong nOi dung guy& dinh. 
(4) NOi dung quyet dinh. 
(5) Tnrang hop Pho Cuc truerng lcS1 thay Cuc true:mg thi ghi chir viet tat "KT." vao tnrot chirc vu cua Cuc 
truerng, ben duai ghi chirc vu cua ngtkri 14 van ban. 
(6) Twang hop 14 thira fly quyen thi ghi chit' viet tat "TUQ" vao truot chirc vu cua Cuc tnremg, ben duOi 
ghi chirc vu cua nguai k van ban. 
(7) Chil viet tat ten dam vi soan thao va so luting ban luu (n6U can). 
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Mau 2 - Quyet dinh cua Cnc trui'vng (quy dinh gian tiep) (*) 

BO Y TE 
CUC DAN SO 

CONG HOA XA HOI CHU NGHIA VieT NAM 
DOc 14p - Tv do - 11#nh phoc 

     

     

/QD-CDS 	 Ha N0i, ngay thong nom 20... 

QUYET DINH 
Ban hanh (Phe duA't) 	  (1) 	  

CUC TRVONG CUC DAN SO 

Can cir 	  (2) 	  
Can cit • 	  
Theo de nghi cua 	  

QUYET DINH: 

Dieu 1. Ban hanh (Phe duyet) kern theo Quyet dinh nay 	 (3) 

Dieu . 	  
	  ./. 

nhifn: 
- Nhu Dieu ...; 
	 • 

- Ltru: VT, .... (5) 

CUC TRUt'iNG 

(4) 

(Chic/g, deiu) 

(HQ va ten ngtr6i 14) 

Ghi 
(*), Mau nay ap dung doi 	cac guy& dinh (ca biet) ban hanh hay phe duyet met van ban khac nhu quy 
che, quy dinh, chtrang trinh, ke hoach, de an, phuang an... 
(1) Trich yeu nei dung quyet dinh. 
(3) Neu cac can cir trot tiep de ban hanh quy6t dinh (nhu ghi chub mAu 1.1). 
(4) Tnro•ng hop Pho Coo tnrong ky thay Coc trueng thi ghi chit viet tat "KT." vao truac chirc vu cila Coe 
truong, ben dtrai ghi chirc vu oda ngtrai 14 van ban.,  
(5) Truirng hop thira quyen thi ghi chit viet tat "TUQ" vao twit chirc vu cua Cvc trubng, ben duai 
ghi chfic vu cua ngueri 14 van ban. 
(6) Chit viet tat ten don vi soan thao va so luting ban luu (nett can). 
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Mau van ban (ban' hanh kem theo guy& ditth) (*)  

BO Y TE 	 CONG HOA XA HOI CHU NGHIA VIrT NAM 
CIJC DAN SO 	 Doc 14p - Tv do - Hvnh phtic 

TEN LOAI VAN BAN 
	  (1 ) 	  

(Ban hanh kern theo Quyet clinh so .../Q-D-CDS... 
ngay 	thang 	neim 20...... cita .......) 

Chuang I 

QUY DINH CHUNG 

Dieu 1 	  

Dieu 2 	  

... 

Dieu 	  

Chuang ... 

Dieu 	  

Dieu 	  

Dieu 	  
	 .1. 

Ghi chic 
(*) Mau nay ap dung d'8i vai cac van ban duvc ban hanh kern theo quyet dinh (ca biet), 13'8 cuc c6 the bao 
g8m chuung, muc, dieu, khoan, diem. 
(1) Trich yeti not dung dm van ban. 
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MAti 3 - Van ban có ten loci khac 

BOYTE 
CUC DAN SO 

LONG HOA XA HOI CHU NGHIA VIVI' NAM 
DOc 14p - Tv do - 11411h phtic 

      

So: 	/CDS- (1)... 	 Ha N0i, ngay 	thong nom 20... 

TEN LORI VAN BAN (2) 

	 (3) 	  

(3a) 

(4) 

No'i nhijn: 

 

CUC TROffiNG (5) 

     

- Lau: VT, .... (6) 

 

(Chic dau) 

Nguy'L Van A 

Ghi chti: 
* MAu nay dp dung chung d6i voi da so cac hinh thirc van ban hanh chinh c6 ghi ten loai cu th6 nhtr: to 
trinh, thong boo, chtrang trinh, ke hoach, de an, boo coo, v.v... Rieng dOi vai to trinh c6 the them thanh 
phan "kinh gdi" u vi tri 3a. 
(1) Chit vi6t tat ten loai van ban. (TTr, TB, CTr, KI-1, DA, BC,) 
(2) Ten loai van ban: to trinh, thong boo, chuang trinh, ke hoach, d6 an, boo coo v.v... 
(3) Trich yeu not dung van ban. 
(4)1\10i dung van ban. 
(5) Neu nguai ky van ban la Ph6 Cuc truang thi ghi chit vi6t tat "KT." vao truac chirc vg cila Cue twang, 
ben duai ghi Ph6 Cuc twang; , 
(6) Truang hop 	thira 	quyen thi ghi chic vi6t tat "TUQ" vao trubc chin vu cua Cuc truang, ben dual 
ghi chirc vu cua nguai kY van ban. 
(7) Chu vi6t tat ten don vi soon thao va so luang ban km (n6u can). 
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MAtt 4 - Cong van (Mau nay ap dung cho cong van geri mot co' quan ) 

BO Y TE 
CVC DAN SO 

/CDS-... (1) 
V/v 	(2) 	 

COG HOA XA HO! CHU NGHTA VIETV  NAM 
Hoc lap - Tv do - H4nh phtic 

Ha Ne)i, ngay thong nom 20... 

Kinh gfri: 	  

(3) 

No'i nhem: 
- Nhu tren; 

 

CUC TRVONG 

(4) 

(Chi? kj), 

Nguyen Van A 

- Ltru: VT, .... (5) 

S6: 	quan 	 
DT: (043) XXXXXXX, Fax: (043) XXXXXXX 
E-Mail• 	 Website• 	  (6) 

Ghi 
(1) Chir viet tat ten cac vg, dcm vi thu6c Cgc sop thao cong van (theo phg lgc 1). 
(2) Trich yeu not dung ding van. 
(3) N6i dung cong van. 
(4) Twang hop Ph6 Cgc trtrOmg 4 thay Cgc truong thi ghi chit viet tat "KT." vao trir6c chirc vg cua Cgc 
trtrerng, ben duai ghi chirc vg cua nguoi 14 van ban; (5) Chit viet tat ten don vi sop thao va so lung ban 
luu (neu can). 
(6) Dia chi co quan, to chdc; s6 dien thoai, so Telex, so Fax; dia chi E-Mail; Website (neu can). 
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Mau 4 - Ging van (Mau nay ap dung cho cong van 	hai co' quan tro.  len) 

BOYTE 
CVC DAN SO 

S6: 	/CDS-... (1) 
V/v 	(2) 	 

LONG HOA XA HOI CHU NGHIA VIVI' NAM 
Hoc 14p - TIT do - 11#nh phfic 

Ha Neji, ngay thong nom 20... 

Kinh giri: 

(3) 

Noi nhiln: 
- Nhu tren; 

 

CVC TRU'oNG 

(Chu- kf), deiu) 

Nguygn Van A 

- Luu: VT, .... (4) 

S6: .... 	quan 	 ,l-la Noi 
DT: (043) 	, Fax: (043) XXXXXXX 
E-Mail. 	 Website. 	  (5) 

Ghi chti: 
(1) Chu vik tat ten cac vu, don vi thu8c Cyc sop thao cong van (theo phtt lye 1). 
(2) N8i dung ding van. 
(2) Trich yeu not dung cong van. 
(4) Chit viet tat ten don vi sop thao va so luting ban luu (ne'u can). 
(5) Dia chi co. quan, to chirc; so dien thoai, so Telex, so Fax; dia. chi E-Mail; Website (ne'u can). 
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Mau 5 - GiAy mei 

BO Y TE 
CUC DAN SO 

CONG HOA XA HQ! CHU NGHiA VIVT NAM 
DOc 14p - Ttr do - 	phim 

      

S6: 	/GM-CDS 	 Ha Noi, ngay thong nom 20... 

GIAY MCC' 
mei hop 	 (1) 	  

	 (2) 	 tran tr9ng kinh mad: 
Ong (ba) 	 (3) 	  
Toi du 	 (4) 	  

- Theyi Om. 	  
- Dia di"e'm• 	  

Noi nhOn: 	 CUC TRIJONG 
(5) 

- Luu: VT, .... (6) 	 (Chit. ky, d 'du)  

Nguyen Van A 

Ghi chti: 
(1) Trich y6u nOi dung ell& h9p. 
(2) Ten ca quan ban hanh giay mei 
(3) Ten ca quan, to chirc hoc h9 \fa ten, chirc vu, clan vi ding tac cua nguoi dugc 
(4) Ten (nOi dung) dm cuOc h9p, hOi thao, hei nghi v.v... 
(5) Truong hop Ph6 Cpc truang ky thay Cue tru6ng thi ghi chi].  viec tat "KT." vac) truck chirc Iry ctla Cpc 
truong, ben du6i ghi chirc vu cua ngued ky van ban; truemg hop ky thira lenh thi phal ghi vie't tat "TL." 
(thira lenh) ben duoi ghi chirc vu cua nguei ky van ban. 	, 
(6) Chit viet tat ten don vi sop than va so Luang ban luu (neu can). 
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Mau 6 - Bien ban 

BO Y TE 
CUC DAN SO 

LONG HOA XA HOI CHU NG111A VIETV  NAM 
DOc 	- To. do - 114nh phtic 

      

Sei: 	/BB-CDS 	 Ha Noi, ngay timing nom 20... 

BIEN BAN 
	(1) 	 

Thai gian b'at &Au 	  
Dia diem 	  
Thanh ph'an tham du 	 

Chit tri (chit toa): 	  
Thu V (nguai ghi bien ban): 	  
N9i dung (theo din bi6n cu9c hop/h9i nghi/h9i thao): 

Cu9c hop (h9i nghi, h9i thao) ket thitc vao 	 ngay 	thong 
nom 	 ./. 

THU' KY 	 CHU TOA 
(Chu,  k-f) 	 (Chit- k-);, dau (net co)) 

(5) 

Ho va ten 	 Ho va ten 

No'i nhOn: 

- Ltru: VT, h6 

Ghi chic 
(1) Ten culoc hop hoc hoi nghi, hoi thao. 
(5) Ghi cht:rc vu chinh quy'en (n6u can). 
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Mau 7 - Giay nghi phep 

BQYTE 
CVC DAN SO 

CONG HOA XA HOI CHU NGH1A VitT NAM 
DOc 14p - Tv' do - 1411h pink 

      

S6: 	/GNP-CDS 	 Ha Nai, ngay timing nom 20... 

GIAY NGHI PREP 

Xet Dan xin nghi phep ngay 	 cna 'Ong (ba) 	  

Cuc Dan so cap cho: 

Ong (ba): 	 (1) 	  

Chirc 	  

Nghi phep nom 	trong tiled giant 	, Ic6 tn.  ngdy 	 cl6n het 
ngdy 	 tai (2) 	  

No'i nhem: 	 CUC TR1U'ONG 
- •••• (3)- -; 
- Luu: VT, .... (4).... 

(Chic kj), dju) 

Ho va ten 
Xac nhan cua ca quan (to chirc) hoac chinh quy''en 
dia phuang nai nghi phep 

(Chic /95, clau) 

Ho va ten 

Ghi chic 
(1) HQ va ten, chIrc vu va don vi cong tac cua ngtrai dugs cap gidy phep. 
(2) Noi nghi phep. 
(3) Ngtroi &rat cap gidy nghi phep. 
(4) Chi( viet tat ten don vi soon thao va so lugng ban itni (neu can). 
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Ten van ban trinh• 	 

Nei dung trinh• 	 

Tai lieu kem theo: 

kie'n cua the don vi lien quail: 

De xuAt: 

Dan vi chin trach nhiemv..e not dung va tinh phcip ly cica De xu ldt./. 

Ngay thang nam 20 
Chuyen vien son than 

(14I va ghi ro ho ten) 

Ngay thang ram 20 
Lanh ciao Don vi 

va ghi ro ho ten) 
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Mau 8- Cfic man phieu trinh Lanh s4o BO: 
Mau 8.1. Phieu trinh BO truiing ban hanh Vfin ban quy pham phi') luOt 

Bo Y TE 
CUC DAN SO 

 

Tinh trang van ban 
(KHAN, HOA TOC) 

SO: 	/PTr-CDS 
PHIEU TRINH BO TRU'ONG 

(Ban hanh Van ban quy pham phap lu Ot) 

Kinh 

PHAN I: NOI DUNG TRINH CUA DON VI 

PHAN II: TIEP NHAN VA KIEM TRA CUA VV PHAP CUE VA VAN PHONG BO 

Vu PIA]) the d'a kiem tra va chiu trach 
nhiem ve tinh pha'p ly cu'a van ban. 

Van phong BO dal kiem tra va chiu 
trach nhiem ye the thirc van ban 

St): 	/HC 
Ngay 	thang 	nam 20 

Ngay 	thang 	Warn 20 
Lanh dno Vu Phap che 

Ngdy 	thang 	nam 20 
Lanh dno Van pining BO 
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PHAN III: Y KIEN CUA THU' TRVONG PHU TRACH LiNH VtJC 

Ngdy 	thang Warn 20 
THU' TRIMiNG 

(14 ten) 

Ho va ten 

PHAN IV: PHAN XU' LY CUA BO TRU'ONG 

Ngay 	thang narn 20 
BO TRIJONG 

(14 ten) 

Ho va ten 
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Ten van ban trinh• 	  
Ncli dung trinh• 	 

Tai lieu kern theo: 

kin cua cac dun vi lien quan: 

De xuat: 

Don vi chiu trach nhiem ve not dung va tinh phap ly cita 131d  
Ngay thang nam 20 
Chusien vien soma thao 

(kSi va ghi rei ho ten) 

Ngay thang nam 20 
Lanh d#o Don vi 

(14 va ghi rei ho ten) 
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Mau 8.2 - Phiiu trinh Thuir truorng ban Utah Van ban quy pham phap luiat  

BO Y l'E 
	

Tinh trang van ban 
CIJC DAN SO 
	

(KHAN, HOA TOC) 

St): 	/PTr-CDS 
PHIEU TRINH LANH DAO BO 

(Ban hanh Van ban quy pham phcip luat) 
Kinh 

PHAN I: NOI DUNG TRINH CUA DON VI 

PHAN II: TAP NHAN VA KIEM TRA CUA VI) PHAP CHE VA VAN PHONG BO 

Vu Phap ch6 da kitm tra va chili trach 
nhiem ve tinh phap ly cu' a van ba'n. 

Van phong BO d'a kie'm tra va chill 
trach nhiem ye the thIrc van ban 

SO: 	/HC 
Ngay 	than 	nam 20 

Ngay 	thang 	nam 20 
Lanh dqn Vu Phil) cht 

Ngay 	thang 	nam 20 
Lanh d#o Van pining BO 

PHAN III: PHAN Xis LY CUA LANH DAO BO 

Ngay 	thang nam 20 
THU' TRIMING 

(14 ten) 

Ho va ten 

vt
.tt

nc
.tc

ds
_V

an
 th

u 
Tr

un
g 

ta
m

 n
gh

ie
n 

cu
u 

th
on

g 
tin

 v
a 

du
 li

eu
_0

6/
05

/2
02

4 
11

:5
1:

17



49 

Mau 8.3 - Phi&I trinh Bo trtron ban hanh Van ban hanh chinh 

 

BOYTE 
CUC DAN SO Tinh trang van ban 

(KHAN, HOA TOC) 
SO: 	/PTr-CDS 

PHIEU TRINH BO TRVONG 
(Ban hanh van ban hanh chinh) 

Kin h 

PHAN I: NOI DUNG TRiNH CUA DON VI 
Ten van ban trinh• 	  
Nei dung trinh: 

Tai lieu kern theo: 

'cL" kien cua cac don vi lien quan: 

De xuat: 

Dan vi chiu trach nhiOn v"'e not dung va tinh phcip ly cita 11 xujt./. 
NO.), 	thang nam 20 
Chuyen vien sown than 

(ky va ghi ro 119 ten) 

Ngay thang nam 20 
Lanh dao Dan vi 

(14 va ghi ro h9 ten) 

PHAN II: TIEP NHAN CUA VAN PHONG BO 

Van phong Be da kiern tra va chiu trach nhiern ve the fink van ban. 
Lanh ciao Van pining BO 

SO: 	/HC 
Ngay 	thang 	nam 20 

  

PHAN III: Y KIEN CUA THU' TRUt'iNG PHI1 TRACH LINH VI1C 

Ngay 	thang 	nam 20 
THU' TRU'iniNG 
(19% ghi ro hp ten) 

PHAN IV: PHAN XU LY CUA BO TRUbNG 

Ngay 	thang 	nam 20 
BO TRU'O'NG 

(19i, ghi 1-5 ho ten) 
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Ten van ban trinh• 	 
1\10i dung trinh• 	.. 	  

Tai lieu kern theo: 

kien cua cac do•n vi lien quan: 

Da xuat: 

Dan vi chiu trach nhrOm ve not dung va tinh phap ly cfla De xuA7 
Ngay thang nam 20 
Chuyen viers son thao 

(14/ va ghi o3 ho ten) 

Ngay thing nam 20 
Lanh duo Don vi 

(14 va ghi ro h9 ten) 
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Mau 8.4 - Phi&I trinh Thu. truirng ban hanh van ban hanh chinh 

BOY FE 
CUC DAN SO 

Tinh trang van ban 
(KHAN, HOA TOC) 

St): 	/PTr-C DS 

PHIEU TRiNH LANH DAO BO 
(Ban hanh van ban hanh chinh) 

Kinh 	  

PHAN I: NO! DUNG TRINH CUA DON VI 

PHAN II: TIEP NHAN CUA VAN PHONG BO 

Van phong BO da ki'em tra va chiu trach nhiem ve the thirc van ban 
Lanh d#o Van 'long BO 

/HC 
Ngay thang nam 20 

  

PHAN III: PHAN Xi).  LY CUA LANH DAO BO 

Ngay thang nam 20 
THU' TRU'ONG 

(147 ten) 

Ho va ten 
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Nii dung xin y hien: 

Ca so.  de xuat y hien: 

De xuat: 

Dan vi chiu track nhiem loan 10 ve.  not dung trinh, dam bao dUng quy dinh cua phap luat./. 

Ngay thang nam 20.. 
Chuyen vien sow' thao 

(14 va ghi ro 110 ten) 

Ngay 	thang 	nam 20.. 
Lanh d#43 Don vi 

(14 va ghi ro ho ten) 
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MAu 8.5 - Phieu trinh xin y kien chi (1443 at a 111) trtrong 

BOYTE 
CUC DAN SO 

S6: 	/PTr-CDS 

PHIEU TRINH BO TRU'ONG 
(Xin ki'jn chi ciao) 

Kinh 

PHAN I: NOI DUNG TRINH CUA DON VI 

PHAN II: TIEP NHAN CUA VAN PHONG BO 

S6: 	/HC 
Ngay 	thang 	nam 20.. 

PHAN HI: Y KIEN CUA THI TRU'ONG PHU TRACH LINH VIIC 

NO.), 	thang 	nam 20.. 
THU TRU'ONG 

(4 ten) 

PHAN IV: Y KIEN CUA BO TRU'ONG 

Ngay 	thing 	Warn 20.. 
BO TRIJONG 

(14 ten) 

Ho va ten 

Tinh trang 
(KHAN, HOA TOC) 
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NOi dung xin y kitn: 

Ca so' de xuat y Ian: 

De xuat: 

Dun vi chiu trach nhiem wan bt) ve nOi dung trinh, dam bet° dung quy dinh cUct phop 

NO)/ thang nam 20.. 
Chuyen vien son than 

va ghi r6 h9 ten) 

Ngay 	thang 	nAm 20.. 
Lanh ciao Dan vi 

(14 va ghi ro ho ten) 
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Mau 8.6 - Phieu trinh xin y kien chi ciao cua Thu. trulYng 

 

BO Y TE 
CUC DAN SO 

Tinh trang 
(KHAN, H()A TOC) 

S6: 	/PTr-CDS 

PHIEU TRINH LANH DAO BO 
(Xin 3'7 kie'n chi dgo) 

Kinh 

PHAN I: NQI DUNG TRINH CUA DON VI 

PHAN II: TIEP NHAN CUA VAN PHONG BO 

SO: 	/HC 
Ngay thang nam 20 

PHAN III: PHAN MT LY CUA LANH DAO BO 

NO)/ thang nAm 20 
THU TRUtiNG 

(14 ten) 

Ho va ten 
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Ten van ban trinhi 	 
Nei dung trinh: 	  

Tai lieu kem theo: 

Y Men ctia cac don vi lien quan: 

De xuat: 

Dan vi chiu trach nhiem v".e not dung va tinh phap lf) cua D" xuat./. 
Ngay thang nam 20 
Chuyen viten son than 

(14 va ghi rb-  h9 ten) 

Ngay thang nam 20 
Lanh dao Dan vi 

(14 va ghi reo h9 ten) 
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Mau 9- Mau phieu trinh trinh Lanh dao Cue Dan ski 

Mau 9.1 - Phieu trinh lanh dao Cuc ban hanh van ban hanh chinh 

CUC DAN SO 
TEN DON VI TRINH 

Tinh trang van ban 
(KHAN, HOA TOC) 

 

/PTr-..... 
PHIEU TRINH LANH DAO CUC 
(Ban hanh van ban hanh chinh) 

Kinh girl: 	  

PHAN I: NOI DUNG TR1NH CUA DON VI 

PHAN II: TIEP NHA: N CUA VAN PHONG CUC 

Van phong Cuc cia" kiem tra va chiu trach nhiem ve the thirc van ban 
Lanh dao Van phong 

Sep: 	/HC 
Ngay thang nam 20 

  

PHAN III: PHAN XIY LY CUA LANH DAO CUC 

Ngay thang nam 20 
LANH DAO CUC 

(14 ten) 

Ho va ten 
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NOi dung xin y kitn: 

Cu so' de xuat y kitn: 

Tai lieu kem theo: 

De xuAt: 

Dan vi chiu trach nhiewi toan bo ve not dung trinh, dam bao clung quy dinh cfra phap luat./. 

NO.)/ 	thang nam 20.. 
Chuyen vien sow thao 

(14 va ghi ro ho ten) 

Ngay 	thang 	nam 20.. 
Lanh dao Don vi 

(14 va ghi 1'6 h9 ten) 
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Mau 9.2 - Phieu trinh xin y kien chi dao Faith d#o Cuc 

CUC DAN SO 
TEN DON VI TRINH 

Tinh trang van ban 
(KHAN, HOA TOC) 

St): 	/PTr- 

 

PHIEU TRINH LANH DA0 CUC 
(Xin y kiCf.'n chi dao) 

Kinh giri: 	  

PHAN I: MN DUNG TRINH CUA DON VI 

PHAN II: TIEP NHAN CUA VAN PHONG CUC 

/HC 
Ngay thang nam 20 

PHAN III: PHAN XU" LY CUA LANH DINO CUC 

Ngay thang nam 20 
LANH DA0 CUC 

(14 ten) 

H9 va ten 
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Phi) luc VI 
LAP HO SO VA GIAO NOP HO SCi, TAI LIEU 

VAO LIXU TRU' CO QUAN 
(Kern theo Quy& dinh so: 	/QD-CDS ngay 03 thong 	elm 2024 

cica Cyc trtrong Cyc Dan so) 

I. XAY KING DANH MIN HO SO 

Danh mvc ho so Om cac thanh phan: Cac de mvc, so va 1(T hieu cua ho so, 
tieu de he) so, thei flan bao quail cua ho so, nguai lap he) so. 

1. De muc trong Danh mvc ho so dugc xay Ong theo co cau to chirc (ten cac 
don vi trong co quan, to chic) hoac theo linh wc hog dOng (ten cac linh vtrc hog 
dOng chit yeti dm co quan, to chirc). Trong titng de mvc lon dugc chia thanh cac 
de mvc nho Wong img voi ten cac don vi (theo co cau to chirc) ho4c chia thanh 
cac mat hog dOng (theo link vtrc hog &Ong). Trong cac de mvc nho, teat to cac 
ha so dugc sap 'cep theo nguyen tac tit chung den rieng, tit tang h9p d'L cu the. 

Cac de mvc 1on dugc danh se) lien tic bang chit se) La Ma. Cac de mvc nho 
(neu co) trong timg de mvc lon dugc danh so rieng bang chit so A Rap. Chu vik 
tat cila cac de mvc lon trong Danh mvc he) so do co quan, to chirc quy dinh nhung 
can ngan gun, de hieu. 

2. SO, ky hieu ciia ha so bao gam: so thir to (dugc danh bang chit so A Rap) 
va ky hieu (bang cac chit viet tat) dm de mvc leen. 

Vic danh se) ha so có the ap dung mot trong hai cach sau: SO cua ha so dugc 
danh lien tic trong toan Danh mvc, bat dau tit so 01 hoac so dm ha so dugc danh 
lien tic trong pham vi tang de mvc lern, bat dau tit so 01. 

3. Tieu de ha so: Can vi6st ngan g9n, di rang nhung phai khai quat dugc not 
dung cila cac van ban, tai lieu se" hinh thanh trong qua trinh theo doi, giai quye't 
cong viec. 

4. Thai han bao quan dia ha so dugc xac dinh theo quy dinh hien hanh: Vinh 
vin hoac thai Ilan bang so nom cu the. 
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II. MAU DANH MIX HO SO 

BO Y TE 
CUC DAN SO 

LONG HOA XA HQI CHU NGHIA VIVI' NAM 
DOc Iap - Tu. do - 1-14nh phtic 

    

    

DANH MUC HO SO 

(Kern theo Quyt dinh s ngay... thong... nom 	cua 	) 

SO va 
I4 , 

hi0 ho se 
Ten de mite va tieu de ho se 

h„ 	T iYi h4n 

bao quan 

Ngtr
,
Oi 14p 

hose 
Ghi cho 

(1) (2) (3) (4) (5) 

I. TEN DE MUC LON 

1. Ten de muc nho 

01.TCCB Tieu de 1Cosa 20 nom Ho va ten 

Danh mvc he) so nay co 	 he) sa, bao gem: 
	 he so bao quan vinh vijn; 
	 ho so bao quan có thed 
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III. MAU MUC LUC HO SO, TAI LIEU NOP LIEU 

BO Y TE 
CUC DAN SO Doc lap 

CONG HOA XA HOI CHU NGHIA VIVT NAM 
- Ty' do - Hanh phtic 

   

      

MUC LUC HO SO, TAI LIEU NOP LU1J 
2 

SO 

TT ho so' 

SO, 14 hi0 Thai 
Tien de ho so' 

gian 

tai li0 

Thai Ilan 

bao quail 

SO tiy3/ 

SO trang4  

Ghi 

chti 

(1) (2) (3) (4) (5) (6) (7) 

Mpc hjc nay gonr 	 116 so (don vi bao quan). 

Vie't bang chin 	 ho so (don vi bao quan). 

	ngay 	thong 	 

Nguaii 14p 

(1Cf, va ghi ro h9 va ten, chirc vu) 

1  Ten don vi n6p hru h6 so, tai 

2  Th6i ban bao 	Bac, quan vinh vin hoc bac, quart c6 thai han. Mvc 'pc h6 so, tai 
lieu bao quail vinh vien va Mvc lvc h6 so, tai lieu ban quail co th6i han &roc lap rieng thanh 
02 Mvc lvc khac nhau. D6i vai Mvc lvc h6 so, tai lieu bao quan vinh vin 1)6 cet thai han bao 
quan. 

3  Ap dung d6i v6i van ban giAy. 

4  Ap dung d6i voi van ban dien 
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IV. MAU MK LUC VAN BAN, TAI LIEU TRONG HO SO 5  

MVC LUC VAN BAN, TAI LIEU 

S6, 14T hi"O 11('5 so: 	 
Nam... 

STT 
SO, 14 

hieu van 
ban 

Ngay thang 
dam van ban 

Ten loaf va 

trich yeu not 
dung van ban 

Tac gia 
van 
ban 

To' so/ 
Trang sO

, Ghi chi' 

(1) (2) (3) (4) (5) (6) (7) 

5Ap dying cho Wo so có theri han bao gnarl vinh viL. 
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V. MAU BIEN BAN GIAO NHAN HO SO, TAI LIEU 

BO Y TE, 
CVC DAN SO 

CONG HOA XA HOI CHU NGHiA VIVI' NAM 
Doc lap - Ty. do - 114nh phtic 

     

ngay 	thang 	neim 	 

BIEN BAN 
Giao nh4n 	tai 110 

Can cir Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 dia. Chinh 
cong tac van thu; 

Can cir 	(Dank inyc ho sa 	K'J hogch thu thap tai lieu...), 
Chung toi g6m: 
BEN GIAO: (ten Ca nhan, clan vi giao nop ho sa, tai lieu) 
Ong (ba): 
Chirc vu cong tac: 	  
BEN NHAN: (Diu tiff' ca quan) 
Ong (ba): 
Chirc vu cong tac: 	  
Th6ng nhdt ldp bien ban giao nhdn tai lieu vai nhung not dung nhu sau: 
1. Ten kh6i tai RAJ giao n6p• 	  
2. Thad gian cUah6 so, tai Ru• 	  
3. S6 luting tai 
a) D6i \Tod ht) so, tai lieu gidy 
- T6ng s6h6p (cap). 	  
- T6ng s6 ho so (don vi bao quan)- 	Quy ra met gia• 	 met. 
b) D6i veri 116 so, tai lieu die'r1 tir 
- T6ng s6116 so. 	  
- T6ng s6 te'p tin trong ho so• 	 
4. Tinh trang tai lieu giao n6p• 	 
5. Muc luc h6 so, tai lieu n6p km kern t 
Bien ban nay dugc 14p thanh hai ban; 

mot ban./. 

HAI DIN BEN GIAO 
(Kji va ghi ró hg va ten) 

heo. 
ben giao gift mot ban, ben nh4n gift 

HAI DIN BEN NHAN 
(4 va ghi ró hg va ten) 
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