_ BONOIVU i CONG HOA XA HOI CHU NGHIA VIET NAM
CUC VAN THU VA LUU TRU Poc 1ap - Tu do -Hanh phiic
NHA NUOC
. - Ha Noi, ngay 18 thang 7 nam 2005
So: 425/VTLTNN - NVTW ,
V/v Huéng dan quan ly van ban di, van ban dén

Kinh gui:
- Céc B0, co quan ngang B9, co quan thudc Chinh phu;
- Uy ban nhan dan céc tinh, thanh phé truc thudc Trung uong;
- Vin phong Quéc hoi;
- Van phong Chu tich nudc;
- Vién Kiém sat nhan dan t6i cao;
- Toa 4n nhén dén tbi cao;
- Co quan trung uong cua cic doan thé;
- Céc Tong cong ty nha nudc.

Can ct Quyét dinh s6 177/2003/QD-TTg ngay 01 thang 9 nam 2003 cua Thu
tuéng Chinh phu quy dinh chtic ning, nhiém vy, quyén han va co cu t6 chiic clia
Cuc Van thu va Luu trir nha nuoc;

Cén cir Diéu 16 va Diéu 20 ctia Nghi dinh s6 110/2004/ND-CP ngay 08 théng
4 nam 2004 ctua Chinh phu vé cong tic van thu,

Cuc Van thu va Luu trlr nha nude hudng dan viéc quan ly van ban di, van ban
dén nhu sau:

I. HUONG DAN CHUNG
1. Pham vi va d6i twong ap dung

Cong van nay huong dan viéc quan ly van ban di va van ban dén tai cic co quan
nha nudc, to chirc chinh tri - x4 hoi, t6 chic xd hdi, t6 chirc xa hdi - nghe nghiép, to
chirc kinh té va don vi vil trang nhin dan (sau ddy goi chung 13 co quan, t6 chtrc).

2. Nguyén tic chung

a) TAt ca van ban di, vin ban dén ctia co quan, tO chirc, trir trudng hop phdp
luét c6 quy dinh khéc, déu phai dugc quan 1y tap trung, thong nhat tai van thu cia co
quan, to chure (sau day goi tat 1a van thu) theo hudng dan tai Cong van nay.

b) Van ban di, van ban dén thudc ngdy nao phai duoc dang ky, phat hanh hoac
chuyén giao trong ngay, cham nhét 1a trong ngay lam vi¢c tiép theo. Vin ban dén co
dong cac diu d6 khan: “Hoa toc” (ké ca “Hoa téc” hen gid), “Thuong khan”
“Khan” (sau ddy goi chung 1a vin ban khan) phai dugc dang ky, trinh va chuyen
giao ngay sau khi nhan dugc. Vin ban khan di can dugc hoan thanh thu tuc phit
hanh va chuyén phat ngay sau khi van ban duoc ky.

¢) Van ban, tai li¢u mang bi mat nha nudc (sau day goi tit 12 van ban mat)
duogc dang ky, quan ly theo quy dinh cta phdp Iuat hi€n hanh vé bao v¢ bi mat nha
nudce va hudng dan cu thé tai Cong van nay.

3. Giai thich tir ngir



Trong vin ban nay, nhimg tir ngit dudi day duoc hiéu nhu sau:
a) Van ban di

Tat ca céc loai van ban, bao gobm van ban quy pham phdp luit, van ban hanh
chinh va van ban chuyén nganh (k€ ca ban sao van ban, van ban Iuu chuyén ndi bo
va van ban mat) do co quan, t6 chirc phat hanh dugc goi chung 1a van ban di.

b) Vin ban dén

Tat ca cdc loai van ban, bao g@)m van ban quy pham phdp luit, van ban hanh
chinh va van ban chuyén nganh (ké ca ban Fax, van ban duoc chuyén qua mang va
van ban mat) va don, thu giri dén co quan, t6 chtrc dugc goi chung 13 van ban dén.

c) Dang ky van ban

Ping ky van ban 1a viéc ghi chép hodc cap nhat nhiing thong tin can thiét vé
van ban nhu s, ky hiéu; ngay, thang, nim ban hanh; tén loai va trich yéu ndi dung;
noi nhan v.v... vao s6 dang ky vin ban hodc co s dit liéu quan Iy vin ban trén may
vi tinh dé quan 1y va tra tim vén ban.

II. QUAN LY VAN BAN DEN
1. Tiép nhén, diang ky vin ban dén
a) Tiép nhan vin ban dén

Khi tiép nhdn vin ban dugc chuyén dén tir moi ngudn, ngudi 1am vin thu cua
co quan, to chtrc (sau day goi chung la can bd van thu) hodc nguoi dugc giao nhiém
vu tiép nhan van ban dén trong truong hop van ban dugce chuyén dén ngoai gid 1am
viéc hodc vao ngay nghi, phai kiém tra so bo vé s6 lugng, tinh trang bi, noi nhan,
ddu niém phong (néu c6), v.v...; d6i v6i van ban mat dén, phai kiém tra, d6i chiéu
véi noi gui trude khi nhan va ky nhan.

Néu phét hién thiéu hodc mat bi, tinh trang bi khong con nguyén ven hoic vin
ban duoc chuyén dén muodn hon thoi gian ghi trén bi (d6i v6i bi vin ban c6 déng
dau “Hoa toc” hen gio), phai bdo cdo ngay cho nguoi dugc giao trach nhiém giup
ngudi ding dau co quan, to chiic quan ly cOng tac van thu (sau day goi tat 12 ngudi
duoc giao trach nhiém); trong truedng hop can thiét, phai 1ap bién ban voi ngudi dua
van ban.

Péi voi van ban dén dugc chuyen phat qua may Fax hodc qua mang, can bo
van thu cling phai kiém tra v& s6 lugng van ban, s6 lwong trang ctia mdi van ban,

.; trudong hop phét hién cd sai sét, phai kip thoi thong bdo cho noi gii hodc bdo
céo nguoi duoc giao trach nhiém xem xét, giai quyét.

b) Phén loai so bg, boc bi van ban dén
Sau khi ti€p nhan, c4c bi van ban dén dugc phan loai so bg va xir Iy nhu sau:

- Loai khong béc bi: bao gdom cac bi van ban guri cho t6 chiic Bang, cac doan
thé trong co quan, td chirc va cdc bi van ban gtri dich danh nguoi nhan, dugc chuyén
tiép cho noi nhan. Pdi véi nhitng bi van ban guri dich danh ngudi nhan, néu la van



ban li€n quan dén cong viéc chung ctia co quan, t6 chtrc thi cd nhan nhin van ban c6
trach nhi€ém chuyén cho van thu dé dang ky.

- Loai do cdn bd van thu bée bi: bao gdm tat ca céc loai bi con lai, trir nhitng bi
van ban trén c6 dong du chir ky hi¢u cdc d§ mat (bi van ban mat);

- Pbi voi bi van ban mat, viée bée bi duge thuc hién theo quy dinh tai Thong
tur s6 12/2002/TT-BCA(A11) ngay 13 thang 9 nam 2002 ctia B6 Cong an hudng dan
thuc hién Nghi dinh sé 33/2002/ND-CP ngay 28 thang 3 nam 2002 ctia Chinh phi
quy dinh chi tiét thi hanh Phap Iénh Bao v¢ bi mat nha nudc va quy dinh cu thé cua
co quan, td chirc.

Khi béce bi van ban can luu y:

- Nhitng bi c6 dong céc dau do khan can dugc béc trude dé gidi quyét kip thoi;

- Khong gay hu hai doi véi van ban trong bi; khong 1am mat so, ky hi¢u van
ban, dia chi co quan guri va dau buu di¢n; can soét lai bi, tranh dé sét van ban;

- Doi chi€u s0, ky hi€u ghi ngoai bi véi so, ky hi€u cua van ban trong bi;
truong hop phat hién ¢6 sai s6t, can thdong bdo cho noi gui biét dé gidi quyet;

- Néu van ban dén cé kem theo phi€u gui thi phai doi chiéu van ban trong bi
véi phi€u gui; khi nhan xong, phai ky xdc nhan, déong dau vao phi€u giri va gui tra
lai cho noi gtri van ban;

- Bai véi don, thu khi€u nai, t6 cdo va nhitng van ban can dugc kiém tra, xac
minh mdt diém gi d6é hodc nhitng van ban ma ngay nhan cach qué xa ngay thang ctia
van ban thi can giir lai bi va dinh kém v&i van ban dé 1am bang chung.

c) bong dau “Dén”, ghi s6 va ngay dén

Vin ban dén ctia co quan, to chirc phai duoc dang ky tap trung tai van thu, trir
nhiing loai van ban dugc dang ky riéng theo quy dinh cua phap luat va quy dinh cu
thé ctia co quan, t chirc nhu cic hod don, ching tir ké todn v.v..

Tat ca van ban dén thudc dién dang ky tai van thu phai duoc dong dau “Pén”;
ghi s6 dén va ngay dén (ké ca gio d&én trong nhirng truong hop can thiét). Ddi véi
ban Fax thi can chup lai trude khi dong dau “Pén”; dbi v6i van ban dén dugc
chuyén phét qua mang, trong truong hop can thiét, ¢6 thé in ra va lam thu tuc déng
dau “Dén”.

D4i voi nhimg van ban dén khong thudc dién ding ky tai van thw thi khong
phai dong dau “Pén” ma duoc chuyén cho don vi hoac ca nhan c6 trach nhi€m theo
dai, giai quyét.

Dau “Pén” dugc déng rd rang, ngay ngan vao khoang gidy tréng, dudi sb, ky
hiéu (d6i voi nhitng vin ban c6 ghi tén loai), dudi trich yeéu ndi dung (d6i voi cong
van) hodc vao khoang gidy tréng phia dudi ngay, thang, nim ban hanh vin ban.

Mau du “Pén” va viéc ghl cac thong tin trén dau “Pén” duoc thuc hién theo
hudng dan tai Phy luc I - Dau “Pén” kém theo Cong vin nay.

d) Pang ky vin ban dén



Vin ban dén duoc diang ky vao so ding ky van ban hodc co s dit liéu van ban
dén trén mday vi tinh.

- Pang ky van ban dén bang sb

+ Lap s6 dang ky vin ban dén

Tuy theo s6 lugng vin ban dén hang ndm, céc co quan, to chirc quy dinh cu thé
vi¢c 1ap céc loai so dang ky cho phu hop.

Déi véi nhitng co quan, t6 chirc tiép nhan dudi 2000 vin ban dén mot nam thi
can 13p it nhat hai loai s6 sau:

+S6 ding ky van ban dén (ding dé ding ky tat ca cdc loai van ban, trir vin ban
mat);

+S6 dang ky van ban mat dén.

Nhitng co quan, to chirc tiép nhan tir 2000 dén dudi 5000 vin ban dén mot
nam, nén 1ap céc loai so sau:

+S6 dang ky van ban dén cua cdc B9, nganh, co quan trung wong;

+S6 dang ky vin ban dén cua céc co quan, to chirc khéc;

+S6 ding ky van ban mat dén.

Déi véi nhitng co quan, to chire tiép nhan trén 5000 vin ban dén mot nim thi
can 1ap céc s6 dang ky chi tiét hon, theo mdt s6 nhém co quan giao dich nhat dinh
va so dang ky van ban mat dén.

Nhirng co quan, td chirc hang nam tiép nhan nhiéu don, thu khiéu nai, t6 cdo
c6 thé 1ap sb dang ky don, thu riéng; truong hop sO luong don, thu khong nhleu thi
nén str dung s6 dang ky van ban dén dé dang ky. D01 v6i nhitng co quan, to chic
hang nam t1ep nhan, giai quyét sd lugng 16n yéu cau dich vu hanh chinh cong hodc

céc yéu cau, de nghi khéc ctia co quan, to chtic va cong dan thi can 1ap thém cdc s6
dang ky yéu cau dich vy theo quy dinh ctia phap luat.

+ Pang ky van ban dén

Mau s6 va viéc dang ky van ban dén, ké va van ban mat dén, dugc thuc hién
theo hudng dan tai Phu luc I - S6 dang ky van ban dén kem theo Cong van nay.

~ Mau s va viéc ding ky don, thu dugc thyc hién theo huéng dén tai Phy luc 11T

- S0 dang ky don, thu kém theo Cong van nay.

- Pang ky vin ban bang mdy vi tinh sir dung chuong trinh quan 1y vin ban

+ Yéu cau chung ddi voi viéc x@y dung co so dir liu van ban dén duoc thuc
hién theo Ban hudng dan vé Ung dung cong ngh¢ thong tin trong van thu - Tuu trie
ban hanh keém theo Cong van s6 608/LTNN-TTNC ngay 19 thang 11 ndm 1999 cua
Cuc Luu trit Nha nudce (nay 1a Cyc Van thu va Luu trir nha nudce).

+ Viéc dang ky (cp nhat) van ban dén vao co s¢ dit liéu vin ban dén duoc
thyc hién theo hudng dan sir dung chuong trinh phan mém quan 1y van ban cta co
quan, t6 chirc cung cp chuong trinh phan mém do.



- Khi dang ky van ban, can bao dam rd rang, chinh xdc; khong viét bang but
chi, bit myc do; khong viét tat nhitng tir, cum tir khong thdng dung.

2. Trinh va chuyén giao van ban dén
a) Trinh van ban dén

Sau khi dang ky, van ban dén phai duoc kip thoi trinh cho ngudi dimg dau co
quan, to chirc hodc ngudi duoc nguoi dimg dau co quan, to chirc giao trach nhi¢ém
(sau day goi chung la nguoi c6 tham quyén) xem xét va cho ¥ kién phan phéi, chi
dao giai quyét.

Nguoi ¢6 thim quyén, cin ctr vao ndi dung ctia vin ban dén; quy ché 1am viéc
ctia co quan, t6 chirc; chtic ndng, nhiém vu va ké hoach cong tic dugc giao cho cic
don vi, c4 nhan, cho ¥ kién phan phdi van ban, ¥ kién chi dao giai quyét (néu cd) va
thoi han giai quyét van ban (trong trudng hop can thiét). Pbi v6i van ban dén lién
quan dén nhiéu don vi hodc nhiéu c4 nhan thi can xdc dinh o don vi hodc cd nhan
chi1 tri, nhimg don vi hodc c4 nhan tham gia va thoi han giai quyét ciia mdi don vi,
ca nhan (néu cﬁn)

Y kién phan ph01 van ban dugc ghi vao muc chuyen trong dau “Pén” Y
kién chi dao giai quyét (neu c0) va thoi han giai quyét vin ban dén (néu c0) can
dugc ghi vao phleu riéng. Mau phiéu giai quyet van ban den do cdc co quan, to chirc
quy dinh cu thé (co thé tham khao mau “Phiéu giai quyet van ban dén” tai Phu luc
IV kém theo Cong van nay).

Sau khi co y kién phan phdi, y kién chi dao giai quyet (néu c0) cua nguoi co
tham quyén, vin ban den duoc chuyén tro lai van thu dé dang ky bd sung vao so
dang ky van ban dén, s6 ding ky don, thu (trong trudng hop don thu dugc vao sb
dang ky riéng) hodc vao cdc truong tuong Gmg trong co sd dit liéu vin ban dén.

b) Chuyén giao vin ban dén

Vin ban dén duoc chuyen giao cho cdc don vi hodc cd nhan giai quyet can cu
vao ¥ kién cua nguoi co tham quyén. Viéc chuyén giao vin ban dén cin bao dam
nhitng yéu cau sau:

- Nhanh chéng: van ban can dugc chuyén cho don vi hoac ca nhan c6 trach
nhiém gidi quyét trong ngay, cham nhat 1a trong ngay lam viéc ti€p theo;

- Piing ddi twgng: vin ban phai dugc chuyén cho ding ngudi nhan;

- Chat ché: khi chuyén giao van ban, phdi tién hanh kiém tra, d6i chi€u va
nguoi nhan van ban phai ky nhén; doi vdi van ban dén cé dong dau “Thugng khan”
va “Hoa toc” (ké ca “Hoa toc” hen gio) thi can ghi rd thoi gian chuyén.

Céan bd van thu ctia don vi hodc nguoi duge thu truéng don vi giao trach
nhiém, sau khi tiép nhan van ban dén, phai vio s6 dang ky cua don vi, trinh thu
trudng don vi xem xét va cho ¥ kién phan phdi, ¥ kién chi dao giai quyét (néu co).
Can ctr vao y kién cta thu trudng don vi, van ban dén dugc chuyén cho cd nhén truc
tlep theo doi, giai quyet



Khi nhén dugc ban chinh cua ban Fax hogc van ban chuyén qua mang, can bo
van thu cling phai déng dau “Dén”, ghi s6 va ngay dén (so dén va ngay dén 1a sd thir
tu va ngay, thang, nam dang ky ban Fax, van ban chuyen qua mang) va chuyén cho
don vi hoac ca nhan da nhan ban Fax, van ban chuyen qua mang.

Tuy theo s6 luong van ban dén hang nam, cac co quan, td chirc quyét dinh vi¢c
1ap s6 chuyén giao van ban dén theo hudng dan nhu sau:

- D61 v6i nhitng co quan, t6 chirc ti€p nhan dudi 2000 van ban dén mot nam thi
nén st dung ngay s6 dang ky van ban dén dé chuyén giao van ban;

- Nhing co quan, to chtic tlep nhan trén 2000 vin ban dén mot nam can lap 50
chuyén giao van ban dén (mau sd va cdch ghi dugc thyc hién theo hudng dan tai
Phu lyc V - S6 chuyén giao vin ban dén kém theo Cong vin nay).

3. Giai quyét va theo doi, don ddc viéc giai quyét vin ban dén

a) Giai quyét van ban dén

Khi nhan dugc vin ban dén, cic don vi, cd nhan c6 trach nhiém giai quyét kip
thoi theo thdi han dugc phdp luat quy dinh hodc theo quy dinh cy thé ctia co quan, to

chirc; dbi v6i nhimg van ban dén c6 déng cic dau do khan, phai giai quyét khan
truong, khong dugc cham tré.

Khi trinh ngudi ding du co quan, to chirc cho ¥ kién chi dao giai quyét, don
vi, c4 nhan can dinh kém phiéu giai quyét van ban dén c6 ¥ kién dé xuat cua don vi,
c4 nhan (mau phiéu tham khao Phu Iyc IV kém theo Cong vin nay).

Ddi v6i van ban dén c6 lién quan dén céc don vi va cd nhan khéc, don vi hodc
c4 nhan chu tri giai quyét cAn gii van ban hodc ban sao vin ban d6 (keém theo phiéu
giai quyét van ban dén c6 ¥ kién chi dao giai quyét ciia ngudi c6 thim quyén) dé 1ay
y kién ctia cdc don vi, cd nhan. Khi trinh ngudi ding dau co quan, t6 chirc xem xét,
quyét dinh, don vi hodc c4 nhan chu tri phai trinh kém vin ban tham gia ¥ kién cua
cac don vi, cd nhan c6 lién quan.

b) Theo doi, don déc viée giai quyét van ban dén

Tat ca vin ban dén c6 4n dinh thoi han giai quyét theo quy dinh ctia phap luat
hodc quy dinh cua co quan, t6 chitc déu phai dugc theo ddi, don doc vé thoi han giai
quyet.

Tréach nhiém theo di, don déc viée giai quyét van ban dén:

- Nguoi dugce giao trach nhi¢m c6 nhiém vy theo déi, don dbc cac don vi, cd
nhan gidi quyét van ban dén theo thoi han da dugc quy dinh;

- Can cu quy dinh cu thé cta co quan, t6 chirc, cdn bd van thu ¢6 nhiém vu
tong hop sb lidu vé vin ban dén, bao gébm: tong sd vin ban dén; vin ban dén da
duoc giai quyét; vin ban dén dd dén han nhung chua duoc gidi quyét v.v... dé bdo
cdo cho ngudi duoc giao trach nhiém. Trudng hop co quan, to chirc chua tmg dung
mdy vi tinh dé theo ddi viéc giai quyét vin ban dén thi can bo van thu can 1ap s6 dé
theo ddi viéc giai quyét vin ban dén (miu sd va cdch ghi sé dwoc thuc hién theo



hudng dan tai Phu luc VI - S6 theo doi giai quyét van ban dén kem theo Cong vin
nay);

+ Ddi voi van ban dén c6 déng dau “Tai liéu thu hdi”, can bd vin thu c6 trich
nhiém theo ddi, thu hoi hoac gt tra lai noi guri theo duing thoi han quy dinh.

III. QUAN LY VAN BAN DI

1. Kiém tra thé thirc, hinh thirc va ky thuat trinh bay; ghi s6 va ngay,
thang cua van ban

a) Kiém tra thé thirc, hinh thirc va k¥ thuét trinh bay vin ban

Trudce khi thyc hién cic cong viéc dé phét hanh van ban, cdn bd van thu can
ki€m tra lai vé thé thirc, hinh thirc va k¥ thuat trinh bay van ban; néu phat hién c6 sai
s6t, phai kip thoi bdo cdo nguoi dugc giao trach nhiém xem xét, gidi quyét.

b) Ghi s6 va ngay, thing van ban

- Ghi s ctia van ban

Tat ca van ban di cua co quan, to chue, trir truong hop phdp luat c6 quy dinh

khic, déu dugc danh sé theo hé thong s6 chung clia co quan, to chirc do van thu
thong nhét quan 1y.

Viéc d4nh sb van ban quy pham phép luat dugc thuc hién theo quy dinh tai
diém a khoan 3 Muc II ctia Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP ngay
06 thang 5 nim 2005 ctia B6 Noi vu va Vin phong Chinh phu hudng dan vé thé
thire va k¥ thuat trinh bay van ban.

Viéc danh s van ban hanh chinh dwoc thyc hién theo quy dinh tai diém b
khoan 3 Muyc II ctia Thong tur lién tich s6 55/2005/TTLT-BNV-VPCP va huéng dan
tai Cong van ndy. Tuy theo tong sd vin ban va sd lwong mdi loai van ban hanh
chinh dugc co quan, to chirc ban hanh trong mdt nim ma lua chon phuwong phép
danh s6 va dang ky vin ban cho phit hop, cu thé nhu sau:

+ Ddi v6i nhitng co quan, to chirc ban hanh dudi 500 van ban mot nam thi c6
thé danh s6 va dang ky chung cho tat ca cic loai van ban hanh chinh;

+ Nhitng co quan, to chirc ban hanh tir 500 dén dudi 2000 van ban mot nim,
c6 thé lya chon phuong phdp danh sO va dang ky hon hop, vira theo ting loai van
ban hanh chinh (4p dung d01 v6i mot s6 loai van ban nhu quyét dinh (c4 biét), chi thi
(c4 biét), gidy gidi thiéu, gidy di dudng, v.v...); vira theo cdc nhém van ban nhét dinh
(nhém van ban c¢6 ghi tén loai nhu chuong trinh, Kké hoach, bdo cdo, v.v..., va nhém
cong van);

+ Poi v6i nhitng co quan, to chitc ban hanh trén 2000 vin ban mot nam thi nén
danh s6 va dang ky riéng, theo ting loai vin ban hanh chinh.

Vin ban mét di duoc danh sd va dang ky riéng.
- Ghi ngay, thdng van ban

Viéc ghi ngay, thang van ban dugc thyc hién theo quy dinh tai diém b khoan 4
Muc II ctia Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP.



¢) Nhan ban

Vin ban di dugc nhin ban theo ding s6 lwong va thoi gian quy dinh. Viéc
nhan b;”m van ban mat dugc thuc hi¢n theo quy dinh tai khoan 1 Diéu 8 cta Ngl}i
dinh s6 33/2002/ND-CP ngay 28 thang 3 nam 2002 cua Chinh phu quy dinh chi tiét
thi hanh Phap 1énh Bao v¢€ bi mat nha nudec.

2. Péng diu co quan va ddu mire d khan, mat

a) Péng diu co quan

Viéc dong diu 1én chit ky va 1én céc phu luc kém theo van :bén chinh duoc
thuc hién theo quy dinh tai khodn 2 va 3 biéu 26 cua Nghi dinh s6 110/2004/ND-
CP ngay 08 thang 4 nam 2004 cua Chinh phu vé cong tac van thu.

Viéc déng dau gidp lai d6i v6i van ban, tai liéu chuyén nganh va phu luc kérr}
theo dugc thyc hi¢én theo quy dinh tai khodn 4 Di€u 26 cua Nghi dinh s6

110/2004/ND-CP. Dau duoc .dong vao khoang gilta mép phai cua van ban hodc phu
luc vin ban, trim 1&n mot phan cdc to gidy.

b) Péng diu d6 khan, mat
Viéc dong dau céc d6 khan (“Hoa tdc” (ké ca “Hoa tdc” hen gi0), “Thuong

khan” va “Khan”) trén van bér} duoc thuc hién theo quy dinh tai diém a khoan 10
Muc II cua Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP.

Viéc déng dau cdc do mat (“Tuyét mt”, “Toi mat” va “Mat”), dau “Tai lidu
thu hoi” trén van ban dugc thyc hi¢n theo quy dinh tai khoan 2 ctia Thong tu so
12/2002/TT-BCA (A11).

Vi trf dong dau do khan, dau do mat va dau “Tai ligu thu hoi” trén van ban
dugc thuc hién theo quy dinh tai diém k khoan 2 Muyc III ctia Thong tu lién tich s0
55/2005/TTLT-BNV-VPCP.

3. Pang ky van ban di

Vin ban di duoc dang ky vao so dang ky vin ban di hodc co sd dir lidu vin ban
di trén may vi tinh.

a) Pang ky van ban di bang sb

- Lap s6 dang ky van ban di

Cén c téng 56 va sd luong mdi loai vin ban di hang nim, cdc co quan, t6 chiic
quy dinh cy thé viéc 1ap s6 dang ky van ban di cho phu hop. Tuy nhién, khong nén
1ap nhiéu s6 ma c6 thé sir dung mot sb dugc chia ra thanh nhiéu phan dé dang ky cac
loai van béan tuy theo phuong phdp danh s va dang ky van ban di ma co quan, t6
churc dp dung theo hudng dan tai diém b khoan 1 cia Muc nay, cu thé nhu sau:

+ DA4i v6i nhitng co quan, t6 chire ban hanh dugi 500 van ban mot nam thi chi
nén 1ap hai loai s6 sau:

.S6 dang ky van ban di (loai thuong);
.S6 dang ky van ban mat di.



+ Nhiing co quan, to chirc ban hanh tir 500 dén dudi 2000 vin ban mot nim cé
thé 1ap céc loai sO sau:

- S6 ding ky van ban quy pham phdp luat (néu c6) va quyét dinh (c4 biét), chi
thi (c4 biét) (loai thuong);

- S6 dang ky van ban hanh chinh c¢6 ghi tén loai khic va cong van (loai
thuong);

.S6 dang ky van ban mat di.

+ Déi voi nhitng co quan, t6 chirc ban hanh trén 2000 van ban mot nam thi can
1ap it nhat céc loai so sau:

-S6 dang ky van ban quy pham phdp ludt (néu c6) va quyét dinh (c4 biét), chi
thi (cé biét) (loai thuong);

.S6 dang ky van ban hanh chinh c6 ghi tén loai khéc (loai thuong);

.S6 dang ky cong van (loai thuong);

.S6 dang ky van ban mat di.

- DPang ky van ban di

Mau s6 va viéc ding ky vén ban di, k& ca ban sao van ban va van ban mat,
duoc thuc hién theo hudng dan tai Phu luc VII - S6 dang ky van ban di kem theo
Cong van nay.

b) Pang ky van ban di bang mdy vi tinh sir dung chuong trinh quan 1y vin ban

Yéu cau chung 601 vOi viée xay dung co s¢ dir liéu van ban di dugc thuc hién
theo Ban hudng dan vé Ung dung cong ngh¢ thong tin trong van thu - luu trir ban
hanh kém theo Cong van s6 608/LTNN-TTNC ngay 19 thdng 11 ndm 1999 cia Cuc
Luu trit Nha nudc (nay 1a Cyc Van thu va Luu trit nha nuée).

Viéc dang ky (cap nhat) van ban di vao co s¢ dir liu van ban di dugce thyc hién
theo hudng dan st dung chuong trinh phan mém quéan 1y vin ban ctia co quan, to
chirc cung cap chuong trinh phan mém do.

4. Lam thi tuc, chuyén phat va theo déi viéc chuyén phat viin ban di
a) Lam thu tuc phat hanh van ban
- Lua chon bi

Tuy theo s lugng, d6 day va kho gidy cta van ban ma lua chon loai bi va kich
thude bi cho phit hgp. Bi vin ban cin ¢6 kich thudc 16n hon kich thudc cta van ban
khi dwoc vao bi (6 dang dé nguyén kho gidy hoidc dugc gap lai) dé c6 thé vao bi mot
céch d& dang (chi tiét xem hudng dan tai Phuc luc VIII - Bi vin ban kém theo Cong
van nay).

~ Bivan ban can duoc 1am bang loai gidy dai, bén, khé thim nudc, khéng nhin
thau qua dugc va c6 dinh lugng it nhat tu SOgram/,m2 tro 1€n. Bi van ban mat duogc
thuc hién theo quy dinh tai khodn 2 cua Thong tu s6 12/2002/TT-BCA (A11).

- Trinh bay bi va viét bi
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Mau trinh bay bi van ban va cich viét bi duoc thuc hién theo hudng dan tai
Phu lyc VIII - Bi van ban kem theo Cong van nay.

- Vao bi va dan bi:
Tuy theo 50 lwong va d6 day cua van ban ma lya chon cach gap van ban dé vao
bi. Khi gip van ban can luu y dé mit gidy c6 chit vao trong.

Khi vao bi, caq tranh lam nl}au van ban. Khi dan bi, can luu y khong dé hd da’u}
dinh vao van ban; ho phai dinh déu; mép bi phai dugc dan kin va khong bi nhan. HO
dung dé€ dan bi phai c6 do két dinh cao, khé boc.

- Péng déu d6 khan, dau chit ky hiéu d6 mat va dau khac 1én bi

Trén bi van ban khan phai déng du do khan ding nhu dau do khan déng trén
van ban trong bi.

Viéc déng dau “Chi ngudi c6 tén méi duge béc bi” va cdc dau chir ky hiu do
mét trén bi van ban mat dugc thyc hién theo quy dinh tai khodn 2 va 3 cua Thong tu
s0 12/2002/TT-BCA (A11).

b) Chuyén phat van ban di
- Chuyén giao tryc tiép cho cdc don vi, cd nhan trong ndi bd co quan, to chirc

Tuy theo s luong van ban di dugce chuyén giao truc tiép cho cdc don vi, cd
nhan trong ndi bd co quan, t chirc va céch t6 chirc chuyén giao (dugc thuc hién tai
van thu hoac do can by van thu truc tiép chuyén dén céc don vi, cd nhan), cic co
quan, to chtrc quyét dinh 1ap so riéng hodc str dung s6 dang ky van ban di dé chuyén
giao vin ban theo huéng dan dudi day:

+ Nhitng co quan, to chiic ¢6 s6 lwong van ban di dugc chuyén giao trong ndi
bd nhiéu va viéc chuyén giao van ban dugc thyuc hién tap trung tai van thu can 1ap )
chuyén giao riéng (mau s6 va viéc vao sO dugc thyc hién theo hudng dan tai Phu luc
IX - S6 chuyén giao vin ban di kém theo Cong vin nay).

+ Déi v6i nhitng co quan, to chire ¢6 sd luong van ban di dugc chuyén giao it
va viéc chuyén giao van ban do cén bo vin thu truc tlep thyc hién thi nén st dung s6
dang ky van ban di dé chuyén giao vin ban, chi cin bo sung cot “Ky nhan” vao sau
cot (5) “Noi nhan van ban”.

Khi chuyén giao van ban cho cic don vi, cd nhan trong ndi by, ngudi nhan van
ban phai ky nhan vao s0.
- Chuyén giao tryc ti€p cho cic co quan, t6 chtrc khiac

Tat ca van ban di do can bd van thu hodc giao lién co quan, to chirc chuyen
truc tiép cho cdc co quan, t6 chuc khac déu phai duoc ding ky vao sO (mAu s6 va
viée vao s6 duoc thuc hién theo hudng dan tai Phy luc IX - SO chuyen giao van ban
di). Khi chuyén giao vin ban, phai yéu cau ngudi nhan ky nhan vao so.

- Chuyén phdt vin ban di qua buu dién

Tat ca vin ban di duoc chuyén phét qua hé théng buu dién déu phai dugc ding
ky vao s6 (mau so va vi¢c vao s6 dugc thuc hién theo hudng dan tai Phu luc X - S6
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gui van ban di buu dién kem theo Cong van nay). Khi giao bi van ban, phai yéu cau
nhan vién buu dién kiém tra, ky nhan va déng du vio s6 (néu c6).

- Chuyén phét vin ban di bing may Fax, qua mang

Trong trudng hop can chuyén phat nhanh, vin ban di c¢6 thé duoc chuyén cho
noi nhan bang mdy Fax hoac chuyén qua mang, nhung sau dé phai giri ban chinh
ddi véi nhitng van ban c6 gid tri luu trir.

- Chuyén phét vin ban mat

‘ Viéc chuyén phat V,én ban mat dugc thyc hién theo quy dinh tai Piéu 10 vé}
biéu 16 ctia Nghi dinh s6 33/2002/ND-CP va quy dinh tai khoan 3 cua Thong tu s6
12/2002/TT-BCA(A11).

¢) Theo ddi viéc chuyén phét van ban di

Can bd van thu c6 trach nhiém theo doi viéc chuyén phét van ban di, cu thé
nhu sau:

- Lap phiéu giri dé theo ddi viéc chuyén phat van ban di theo yéu cau cia
nguoi ky van ban. Viéc xac dinh nhitng van ban di can 1ap phi¢u gtri do don vi hodc
cd nhan soan thdo van ban dé xuat, trinh nguoi ky van ban quyét dinh;

- P6i v6i nhitng van ban di ¢6 déng dau “Tai liéu thu hdi”, phai theo di, thu
hoi ding thoi han; khi nhén lai, phai kiém tra, d6i chiéu dé bao dam van ban khong
bi thi€u hoac that lac;

- Pbi v6i bi vin ban gui di nhung vi 1y do nao d6 (do khong c¢6 ngudi nhan, do
thay ddi dia chi, v.v...) ma buu dién tra lai thi phai chuyén cho don vi hoac ca nhan
soan thao vian ban d6; ddng thoi, ghi chi vao s6 giri van ban di buu dién dé kiém tra,
x4c minh khi can thiét;

- Truong hop phét hién vin ban bi thét lac, phai kip thoi bdo cdo ngudi dugc
giao trach nhiém xem xét, giai quyét.

5. Luu van ban di

Viéc luu van ban di dugc thyc hién theo quy dinh tai Dicu 19 cia Nghi dinh s6
110/2004/ND-CP. Ban Iuu tai van thu 1a ban c6 chit ky truc tiép ctia ngudi c6 thim
quyén.

Ban luu vin ban di tai vin thu duoc sap xép theo thtr ty ding ky. Nhitng vin
ban di dugc danh sé va dang ky chung thi duoc sap xép chung; duoc ddnh sb va
dang ky riéng theo timg loai vin ban hodc theo timg nhém van ban thi dugc sap xép
riéng, theo diing sd tht tir ctia van ban.

Céc co quan, to chtrc can trang bi day du cac phuong tién can thiét dé bao ve,
bao quan an toan ban luu tai van thu.

Cén bd van thu ¢6 trach nhiém 1ap s6 theo ddi va phuc vu kip thoi yéu ciu st
dung ban luu tai van thu theo quy dinh ctia phdp ludt va quy dinh cu thé cua co
quan, t6 chirc. Mau s6 va viéc ghi ) dugc thyc hién theo hudng dan tai Phu luc XI -
S6 str dung ban luu kém theo Cong vin nay.
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Viéc luu gitr, bao vé, bao quan va str dung ban Iuu van ban di ¢6 déng dau cic
do mat dugc thuc hién theo quy dinh ctia phap luét vé bao vé bi mat nha nudc.

IV.TO CHUC THU'C HIEN

1. Cong van nay thay thé Ban hudng dan vao sd va chuyén giao cong vin di -
dén cua co quan dugc ban hanh kem theo Cong van s6 77/NV ngay 09 thang 02
nam 1977 cia Cyc Luu trit Phu Tha tudng.

2. Pé nghi cdc Bo, co quan ngang Bo, co quan thudc Chinh phi, cdc co quan,
to chirc trung wong khic va Uy ban nhan dan céc tinh, thanh phd truc thudc Trung
uong td chirc thuc hién va chi dao céc co quan, t6 chirc truc thudc trién khai thyuc
hién Cong van nay.

3. Trong qud trinh thyc hién, néu c6 van dé phét sinh hodc khé khin, vudng
méc, dé nghi cdc co quan, to chirc phan anh vé Cuc Vin thu va Luu trit nha nudc dé
phdi hop giai quyét./.

Noi nhin: Q. CUC TRUONG
- Nhu trén; 3 kv

- Bo truong Bo Noi vu (b/c); (;Da ky\)

_Lanh dao Cuc; Tran Hoang

- Cac don vi thudc Cuc;
- Luu: VT, NVTW(5).
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Phu lucI
DAU “DEN”
(Kem theo Cong vin sé 425/VILTNN-NVTW ngay 18 thdng 7

nam 2005 cua Cuc Van thw va Luu trit nha nuoc)

1. MAu diu “Dén”
50mm
TEN CO QUAN, TO CHUC

(T T
PEN NGAY: oo,

30mm

a) Hinh dang va kich thuéc

Dau “Dén” phai dugc khic sin, hinh chir nhat, kich thuéc 30mm x 50mm

b) Mau trinh bay

Mau déu “Pén” duoc trinh bay nhu minh hoa tai hinh vé & trén.

2. Huéng dén ghi cac ndi dung thong tin trén dau “Pén”

a) S6 dén

. Sé dén 1a s6 tha tu dang ky yén ban dén. S& dén dugc d4nh lién tuc, bét

dau tir s6 01 vao ngay dau nam va két thic vao ngay 31 thang 12 hang nam.

b) Ngay dén

Ngay dén 1a ngay, thang, nam co quan, t6 chirc nhan dugc vin ban (hodc
don, thu), déng dau dén va dang ky; d6i voi nhiing ngay dudi 10 va thang 1, 2 thi

phai thém sb 0 & trudc; ndm duoc ghi bang hai chit s6, vi du: 05/02/04, 21/7/05,
31/12/05.

Gid dén: ddi v6i van ban dén c6 déng dau “Thuong khan” va “Hoa toc”
(ké ca “Hoa_ tc” hen gi6™), can b van thu phai ghi gi¢ nhan (trong nhing
truong hop can thiét, can ghi ca gio va phiit, vi du: 14.30).

¢) Chuyén

Ghi tén don vi hodc c4 nhan c6 trach nhiém giai quyét./.
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Phu luc IT
SO DANG KY VAN BAN DEN
(Kem theo Cong van sé 425/VILTNN-NVTW ngay 18 thdng 7
nam 2005 cua Cuc Van thw va Luu trit nha nuoc)
1. Miu sb
S6 ding ky vin ban dén phai dugc in san, kich thudc: 210mm x 297mm
a) Bia va trang dau

Bia va trang dau cta s6 dang ky vin ban dén (loai thuong) dugc trinh bay
theo minh hoa tai hinh v€ dudi day.

SO PANG KY VAN BAN DPEN

Nam: 20..(3)..
Tir ngay ......... dén ngay ...().......
Tit $6 oo AN SO .......... (5.

Ghi chu:

(1): Tén co quan (t6 chie) chu quan cép trén truc tiép (néu co);

(2): Tén co quan (t6 chirc) hodc don vi (d6i véi sb cua don vi);

(3): Nam mo s6 diang ky vin ban dén;

(4): Ngay, thang bat dau va két thic ding ky van ban trong quyén so;
(5): S6 tht ty dang ky vin ban dén dau tién va cudi ciing trong quyén so;
(6): S4 thir tu cua quyén $0.

Trén trang dau cua cdc loai s6 can c6 chit ky ctia nguoi ¢6 tham quyén va
dong dau trude khi st dung.
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b) Phan ding ky vin ban dén

Phan ding ky van ban dén duoc trinh bay trén trang gidy kho A3 (420mm
x 297mm), bao gom 09 cdt theo mau dudi day:

Ngdy | S6 | Tic | Sb,ky | Ngay | Ténloaivatrich | Ponvihoac | Ky | Ghi
dén | dén gia hiéu thang yéu ndi dung nguoi nhdn | nhan | chi

D13 3 “ ®) ©) ) ® [ 9

2. Huéng dén ding ky

Cot 1: Ngay dén. Ghi theo ngdy, thing duoc ghi trén dau “Pén”, vi du:
05/02, 21/7, 31/12.

Cot 2: S6 dén. Ghi theo s6 dugc ghi trén ddu “Pén”.

Cot 3: Tac giejl. Ghi tén co quan, td chtrc ban hanh vin ban hodc ho tén, dia
chi cua nguoi gui doi vaoi don, thu.

Cot 4: SO, ky hiéu. Ghi sé va ky hiéu cta vin ban dén.

Cot 5: Ngay thang. Ghi ngay, thdng, nim cia vin ban dén hoic ngay,

thang, nam cua don, thu. Péi voi nhitng ngay duoi 10 va thang 1, 2 thi phai thém
s6 0 & trude; nam dugc ghi bang hai chit s, vi du: 05/02/04, 31/12/05.

Cot 6: Tén loai va trich yeu noi dung. Ghi tén loai (trir cong van thi khong
phal ghi tén loai) cua van ban dén (tén loai van ban cé thé duoc viét tat) Va trich
yéu noi dung. Truong hop van ban dén hodc don, thu khong c6 trich yéu thi
ngudi ding ky phai tém tit ndi dung ctia van ban hodc don, thu dé.

Cot 7: Bon vi hoac ngudi nhan. Ghi tén don vi hoac c4d nhan nhan van ban
dén can cu theo y kién phan phoi, y kién chi dao giai quyét cua ngudi cé tham
quyen.

Cot 8: Ky nhan. Chit ky ctia ngudi truc tiép nhan vin ban.

Cot 9: Ghi chii. Ghi nhitng diém can thiét vé van ban dén (van ban khong
c6 s0, ky hi¢u, ngay thang, trich yéu, ban sao v.v...).

S6 dang ky vin ban mat dén

Mau s6 ding ky vin ban mat dén ciing gidng nhu s ding ky van ban dén
(loai thuong), nhung phan dang ky cé bd sung cot “Muc do mat” (cdt 7) ngay sau
coOt “Tén loai va trich yéu ndi dung” (cdt 6).

Vi¢c dang ky van ban mat dén duoc thuc hién tuong ty nhu ddi véi van
ban dén (loai thuong) theo hudng dan tai khoan 2 ctia Phu luc nay; riéng & cot 7
“Muc do mat” phai ghi rd6 do mat (“Mat”, “T6i mat” hoac “Tuyé€t mat”) cua van
ban dén; di voi van ban dén do “Tuyét mat”, thi chi duogc ghi vao cot trich yéu
n6i dung sau khi dugc phép ngudi c¢é thim quyén./.
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Phu luc ITI
SO PANG KY PON, THU

(Kém theo Cong van sé 425/VILTNN-NVTW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)

1. MAu s6

S6 dang ky don, thu phai duoc in san, kich thudc: 210mm x 297mm

a) Bia va trang dau

~ Biavatrang d?}u cta s6 duoc trinh bay tuong tu nhu bia va trang dau cua

s0 dang ky van ban dén, chi khéc tén goi la “S6 dang ky don, thu”.

b) Phan ding ky don, thu

Phan dang ky don, thr dugc trinh by trén trang gidy kho A3 (420mm x
297mm), bao gom 08 cot theo mau sau:

Ngay | S6 | Hotén,dia | Ngdy | Trichyéundi |BDonvihoic| Ky | Ghi
dén | dén | chi nguoi gtri | thing dung nguoi nhdn | nhan | chi
(1) (2) (3) ) (5) (6) (N (8)

2. Huéng dén ding ky

Cot 1: Ngay dén. Ghi theo ngdy, thing dwoc ghi trén dau “Pén”, vi du:
05/02, 21/7, 31/12.

Cot 2: SO dén. Ghi theo s6 dugc ghi trén dau “Dén”. S6 dén 1a sb thir ty
dang ky cua don, thuy ma co quan, t6 chirc nhan duoc (néu don, thu dugc ghi s6
dén va ding ky riéng) hodc s6 thlr ty dang ky cua van ban dén néi chung (néu
don, thu dugc 14y s6 dén va ding ky chung véi céc loai vin ban dén khac).

, Cot 3: HQ tén, dia chi nguoi guri. Ghi day du, chinh xac ho va tén, dia chi,
s0 dién thoai (né€u cd) cua nguoi gui don, thu.

Cot 4: Ngay thang. Ghi theo ngay, thang, nam d}rqc ghi trén don, thu. Dbi
voi nhirng ngay dudi 10 va thang 1, 2 thi phai thém s6 0 ¢ trudc; ndm dugc ghi
bang hai chit sd, vi du: 05/02/04, 31/12/05. Truong hop trén don, thu khong ghi
ngay thang thi c6 thé 14y ngay, thang, nam theo ddu buu dién nhung can c6 ghi chu
cu thé.

Cot 5: Trich yéu ndi dung. Ghi theo trich yéu ndi dung duoc ghi trén don,
thu. Trudong hop don, thu khdng c¢6 trich yéu thi ngudi dang ky phai tém tat ndi
dung cua don, thu dé.

Cot 6: bon vi hoac pgu’()‘i phén. Ghi tén don yi hoac ca nhan r}hén dqn, thu
can ctr theo y ki€n phan phoi, y kién chi dao gidi quyét cia ngudi ¢6 tham quyen.

Cot 7: Ky nhan. Chit ky cta ngudi tryc tiép nhan don, thu.

Cot 8: Ghi chii. Ghi nhitng diém can thiét vé& don, thu nhu don, thu 1an thir
...; don, thu khong ghi ngay thang, v.v...)./.
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Phu luc IV
PHIEU GIAI QUYET VAN BAN PEN

(Kém theo Céng van sé 425/VILTNN-NVTW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)

1. Miu phiéu
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic
................ , ngay thang nam 20...

Y kién ciia 1anh dao co quan, t6 chic: (2)

Y kién ciia lanh dao don vi: (3)

Y kién dé xuét cia nguoi giai quyét: (4)

2. Huéng dan ghi

(1): Ghi t€n loai; s6, ky hiéu; ngay, thang, ndm; co quan (t6 chtrc) ban hanh
va trich yéu ndi dung cta vin ban dén.

(2): Y kién phan phdi, chi dao giai quyét cua lanh dao co quan, to chirc
(hodc cua nguoi co tham quyen) giao don vi, ca nhan chu tri, cac don vi, cd nhén
tham gia phdi hop giai quyét vin ban dén (néu c6); thoi han giai quyét d01 vOi
mdi don vi, ¢4 nhin (néu c6) va ngay thiang cho y kién phan phdi, giai quyét.

(3): Y kién phan ph01 chi dao giai quyet cua lanh dao don vi giao cho cd
nhan; thoi han giai quyét d6i voi cd nhan (néu c6) va ngay thang cho ¥ kién.

NCOX Y kién dé xuat giai quyét van ban dén cia cd nhin va ngay thang dé
xuat y kién./.
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Phu luc V
SO CHUYEN GIAO VAN BAN DEN

(Kém theo Céng van sé 425/VILTNN-NVTW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)

1. MAu s6
S6 chuyén giao vin ban dén nén dwoc in sin, kich thudc: 210mm x
297mm hoac 148mm x 210mm.
a) Bia va trang dau
7 Bia va trang déq ctia s6 duogc trinh bay tuong ty nhu bia va trang dé}u cua
s0 dang ky van ban den, chi khdc t@n goi la “So6 chuyén giao van ban dén” va
khong c6 dong chir “Tur s6 ... dén s6 ...”
b) Phan ding ky chuyén giao vin ban dén
’ Pbﬁn dang ky ghuyén giao vin ban dén c6 thé dugc trinh bay trén trang
gidy kho A4 theo chiéu rong (210mm x 297mm) hodc theo chiéu dai (297mm x
210mm) bao goém 05 cdt theo mau sau:

Ngay chuyén S6 dén Pon vi hodc nguoi nhan | Ky nhan | Ghi chi

@ @) (€)) @ ®)

2. Huéng din ding ky

Cot 1: Ngay chuyén. Ghi ngay, thang chuyén giao vin ban dén cho cdc don
vi, ¢4 nhan; dbi voi nhitng ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trudc,
vi du: 05/02, 21/7, 31/12.

Cot 2: S6 dén. Ghi theo sb duogc ghi trén diu “Pén”.

Cot 3: DBon vi hoac nguoi nhan. Ghi tén don vi hodc ¢4 nhan nhén van ban
can cu theo ¥ ki€n phén phoi, y kién chi dao giai quyét cua ngudi c6 tham quyen.

Cot 4: Ky nhan. Chit ky ctia ngudi truc tiép nhan vin ban.

Cot 5: Ghi chd. Ghi nhitng diém can thiét (ban sao, s6 luong ban...).

S6 chuyén giao viin ban mét dén

Trong truong hop can thlet cic co quan, to chirc c6 thé lap sO chuyén giao
van ban mat dén riéng. Mau s6 chuyén giao van ban mat dén tuong tu nhu so
chuyén giao vin ban dén (loai thudng), nhung phan dang ky chuyén giao vin ban
c6 bo sung cot “Mirc Ao mat” ngay sau cOt “So dén” (cot 2).

Viéc dang ky chuyén giao van ban mat dén duoc thuc hién tuong tu nhu
doi voi van ban dén (loai thuong) theo hudng dan tai khoan 2 ctia Phu luc nay,
riéng & cot 3 “Muc do mat” phai ghi o do mat (“Mat”, “T6i mat” hodc “Tuyét
mat”’) cua van ban dén../.
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Phu luc VI
SO THEO DOI GIAI QUYET VAN BAN DEN
(Kém theo Céng van sé 425/VILTNN-NVIW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)
1. MAu sb
S theo doi giai quyét van ban dén dugc in san, kich thudc: 210mm x 297mm.
a) Bia va trang dau
” Bia va trang dau cua s6 duoc trinh bay tuong ty nhu bia va trang dau cia
s0 chuyén giao van ban dén, chi khac tén goi 1a “S6 theo doi giai quyet van ban
dén”.
b) Phan theo doi giai quyét vin ban dén
Phan theo doi giai quxét vin ban dén dugc trinh bay trén trang gidy kho
A3 (420mm x 297mm) bao gom 07 cdt theo mau sau:

g | Tenloai.sovakyhiéu. | Ponvi | Thoi | Tiéndo | S6 kyhieu | .
£ ngay thang va tic gia | hogc ngudi | han giai | giai | van ban tra .
dén A X X e chu
van ban nhan quyeét quyeét 101
(1) (2) 3) 4) (5) (6) (7)
2. Huéng din ding ky

Cot 1: Ghi theo sé dén duoc ghi trén ddu “Pén” va trong s6 ding ky vin
ban dén.

Cot 2: Tén loai, s6 va ky hiéu, ngay thang va tic gia vin ban.

Ghi tén loai d6i voi van ban do cdc co quan, to chtic giri dén, don hodc thu
khi€u nai, t6 cdo do6i vdi don, thu; cic ndi dung khic ghi theo hudng dan tai
khoan 2 Phuy luc II cua Cong van nay.

Cot 3: Bon vi hoac ngudi nhan. Ghi tén don vi hoac c4d nhan nhan van ban
dén can cu theo y kién phan phoi, chi dao giai quyét cua ngudi cé tham quyen.

Cot 4: Thoi han giai quyét. Ghi thoi han giai quyét vin ban dén theo quy
dinh cua phap luat, quy dinh cua co quan, t6 chirc hodc theo ¥ kién ctia ngudi cé
thim quyén.

Cot 5: Tién do giai quyét. Ghi chd vé tién do giai quyét van ban dén cia
céc don vi, cd nhan so v&i thoi han da dugc quy dinh, vi du: da giai quyét, chua
gidi quyét v.v....

Cot 6: Sb, ky hiéu vin ban tra 16i. Ghi s6 va ky hiéu cta van ban tra 10i
van ban dén (néu co).

Cot 7: Ghi chi. Ghi nhiing diém can thiét khac./.
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Phu luc VII
SO PANG KY VAN BAN DI

(Kém theo Cong van sé 425/VILTNN-NVTW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)

1. MAu s6

S6 dang ky van ban di phai dugc in sin, kich thudc: 210mm x 297mm.

a) Bia va trang dau

~ Biavatrang d?}u cta s6 duoc trinh bay tuong tu nhu bia va trang dau cua

s0 dang ky van ban dén, chi khéc tén goi la “So6 dang ky van ban di”.

b) Phan ding ky vin ban di

Phan dang ky van ban di dugc trinh bay trén trang gidy kho A3 (420mm x
297mm), bao gom 08 cot theo mau sau:

S0,ky | Ngay | Tenloaivatrich | o il Noippan | POnVE | S0 g
hi¢u thang yéu ndi dung van , . 1 nguoi nhan | lugng ,
< 1 . . ky van ban \ . chd

van ban | van ban ban ban luu ban
1) (2) 3) “4) ®) (6) (7 (3
2. Huéng din ding ky

Cot 1: SO, ky hiéu van ban. Ghi s6 va ky hiéu cia vin ban.

Cot 2: Ngay thang van ban. Ghi ngdy, thang cta van ban; ddi véi nhitng ngay
dudi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 05/02, 31/12.

Cot 3: Tén loai va trich yéu ndi dung van ban. Ghi tén loai va trich yéu noi
dung cua van ban. Truong hop s6 dung. dé dang ky nhiéu loai vin ban khic nhau
thi phai ghi t€n loai cua van ban; néu sO diing dé dang ky mot loai van ban hodc
dugc chia ra thanh nhiéu phan, mdi phan ding dé diang ky mot loai vin ban thi
khong can ghi tén loai.

Cot 4: Nguoi ky. Ghi tén cua nguoi ky van ban.

Cot 5: Ghi tén cdc co quan, td chtrc hodc don vi, cd nhan nhin van ban nhu
duoc ghi tai phﬁn noi nhan cda van ban.

Cot 6: Ghi tén don vi hoac ca nhan nhan ban luu.

Cot 7: S6 luong ban. Ghi s6 lugng ban ban hanh.

Cot 8: Ghi nhitng diém can thiét khc.

S6 ding ky vin ban mat di

Mau s6 dang ky van ban mat di gidng nhu s6 ding ky vin ban di (loai
thudng), nhung phan ding dé ding ky vin ban cé bd sung cot “Mirc d6 mat”
ngay sau cOt “Tén loai va trich yéu ndi dung van ban” (cdt 3).

Vi¢c dang ky van ban mat di dugc thyc hién tuong ty nhu ddi voi van ban
di (loai thuong) theo huéng dan tai khoan 2 cia Phu luc nay; riéng & cot “Mirc do
mat” (cot 4) phai ghi rd do mat (“Mat”, “T6i mat” hodc “Tuyét mat”) cua van
ban; d6i v6i van ban di do “Tuyét mat” thi chi dugc ghi vao cdt trich yéu noi
dung sau khi duoc phép ctia ngudi c6 tham quyén./.
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Phu luc VIII
BI VAN BAN
(Kém theo Cong van sé 425/VILTNN-NVIW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)
1. Mau bi viin ban
a) Hinh dang va kich thuéc
Bi van ban nén duoc jn san, ¢6 hinh chit nhat. Kich thuéc tdi thiéu dbi véi
céc loai bi thong dung cu thé nhu sau:
- Loai 307mm x 220mm: dung cho van ban dugc trinh bay trén gidy khd
A4 duogc vao bi & dang dé nguyén kho giay;
- Logi 220mm x 158mm: dung cho van ban duoc trinh bay trén gidy kho
A4 dugc vao bi ¢ dang dugc gap lam 2 phan bang nhau;
- Loai 220mm x 109mm: dung cho van ban dugc trinh bay trén gidy khd
A4 dugc vao bi ¢ dang dugc gap lam 3 phan bang nhau;
- Loai 158mm x 115mm: dung cho van ban dugc trinh bay trén gidy khd
A4 dugc vao bi ¢ dang dugc gap lam 4 phan bang nhau.
b) Mau trinh bay. MAu trinh bay bi viin ban dugc minh hoa tai hinh vé&.

TEN CO QUAN, TO CHUC (1)

DC: S6 XX phd Trang Tién, quan Hoan Kiém, Ha Néi (2)
DT: (+84 4) XXXXXXX Fax: (+84 4) XXXXXXX (3)

®

SO o 5)

2. Hwéng dén trinh bay va viét bi

(1): Tén co quan, t chirc giri vin ban.

(2): bia chi ctua co quan, td chirc (néu cﬁn).

(3): Sb dién thoai, sd Fax (néu can).

(4): bia chi E-Mail, Website cta co quan, t6 chirc (néu co).

(5): Ghi s6, ky hiéu céc vin ban c6 trong phong bi.

(6): Ghi tén co quan, t6 chirc hodc don vi, cd nhan nhan vin ban.
(7): bia chi ctua co quan, td chirc don vi, cd nhan nhan vin ban.
(8): Biéu tuong cua co quan, td churc (néu co)./.
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Phu luc IX
SO CHUYEN GIAO VAN BAN DI
(Kém theo Céng van sé 425/VILTNN-NVIW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)
1. Miu so
S6 diing dé chuyén giao van ban di cho cac o quan, t6 chuc khdc cting nhu
cho cic don vi, ¢4 nhan trong ndi by co quan, té6 chirc nén dugc in san, kich thudc:
210mm x 297mm hoac 148mm x 210mm.
a) Bia va trang dau
~ Biavatrang dau cua s6 dugc trinh bay twong tu nhu bia va trang dau cua
s0 chuyén giao van ban dén, chi khéic tén goi la “S6 chuyén giao van ban di”.
b) Phan ding ky chuyén giao van ban di
Phan dang ky chuyén giao van ban di dugc trinh bay trén trang gidy kho
A4 th;o chiéu rong (21~0mm x 297mm) hoac theo chiéu dai (297mm x 210mm),
bao gom 05 cot theo mau sau:

Ngay chuyén | S, ky hiéu van ban Noi nhan vin ban Ky nhan | Ghi chi

) 2 3 “ ®)

2. Huéng din ding ky

Cot 1: Ngay chuyén. Ghi ngdy, thing chuyén giao van ban di; d6i véi
nhiing ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 05/02, 21/7,
31/12.

Cot 2: SO, ky hiéu van ban. Ghi s6 va ky hiéu cia vin ban.
Cot 3: Noi nhan van ban.

- Ghi tén don vi hodc cd nhan nhan van ban trong truong hop chuyén giao
van ban trong ndi bg co quan, to chirc;

- Ghi tén cic co quan, t6 chitc hodac don vi, cd nhan nhén van ban trong
truong hop chuyén giao van ban cho co quan, to6 chttc hoac don vi, c4 nhin khac.

Cot 4: Ky nhan. Chit ky ctia ngudi truc tiép nhan vin ban.

Cot 5: Ghi chi. Ghi nhitng diém can thiét khac nhu s6 lugng ban, s6 lugng
bi, v.v..../.
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Phu luc X
SO GUI VAN BAN PI BUU PIEN

(Kém theo Céng van sé 425/VILTNN-NVTW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)

1. Mau so

SO giri vin ban di buu dién nén dugc in sin, kich thude: 210mm x 297mm
hoac 148mm x 210mm.

a) Bia va trang dau
7 Bia va trang dau cua s6 duoc trinh bay tuong ty nhu bia va trang dau cia
s0 chuyén giao van ban dén, chi khic tén goi 1a “So6 gui van ban di buu dién”.
b) Phan ding ky gui vin ban di buu dién
Phan dang ky gui van ban di buu dién dugc trinh bay trén trang gidy kho
A4 th@o chiéu rong (21~Omm X 297mm) hodac theo chiéu dai (297mm x 210mm),
bao gom 06 cdt theo mau sau:

Ngay S, ky hiéu e A e 1, S Ky nhén va Ghi
chuyén van ban Noi nhin van ban luong bi | dau buu dién | chu

() 2 A3) “) o) ©)

2. Huéng din ding ky

Cot 1: Ngay chuyén. Ghi ngay, thang g van ban di buu dién; dbi vai
nhiing ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 05/02, 21/7,
31/12.

Cot 2: S6, ky hiéu vin ban. Ghi sb va ky hiéu caa vin ban.
Cot 3: Noi nhan van ban. Ghi tén cdc co quan, t6 chirc hodc don vi, cd
nhin nhdn van ban, vi du: UBND c4c tinh, thanh pho truc thudc Trung wong.

Cot 4: S6 luong bi. Ghi sé lwong bi ctia van ban gui di, vi du:

Ngay S6, ky hiéu van e A 1. S Ky nhan va Ghi
chuyén ban Noi nhén vén ban luong bi | déu buu dién chu

15/02 262/BTC-HCSN UBND céc tinh, thanh 64
pho tryc thuoc TU

16/02 | 264/BTC-HCSN | S¢ Tai chinh - Vat gid 64

265/BTC-NS cac tinh, thanh phé
tryc thudc TU

Cot 5: Ky nhan va dau buu dién. Chir ky cta nhan vién buu di¢n truc tiép
nhan van ban va dau cua buu dién (néu co).

Cot 6: Ghi chd. Ghi nhitng diém can thiét khic./.
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Phu luc XI
SO SUDUNG BAN LUU

(Kém theo Céng van sé 425/VILTNN-NVTW ngay 18 thdng 7 ndm 2005 ciia Cuc
Van thu va Luu trit nha nuoc)

1. Miu s6
SO sir dung ban luu nén dugc in san, kich thudc: 210mm x 297mm.
a) Bia va trang dau

Bia va trang dau cua so6 dugc trinh bay tuong ty nhu bia va trang dau cua
s0 chuyén giao van ban dén, chi khéic tén goi 1a “So6 stir dung ban luu”.

b) Phan ding ky str dung ban luu

Phan ding ky st dung ban luu dugc trinh bay trén trang gidy kho A3
(420mm x 297mm), bao gom 06 cdt theo mau sau:

Ngay | Hovatén | S5, kyhiéu, | Ténloaiva | HO | Ky | Ngay | Nguoi | Ghi
thing | cuanguoi | ngay thang | trichyéundi | so |nhan | tra | chophép | chi
strdung | cta van ban | dung van ban | sO su dung
(1) (2) 3) “4) &) | © | (O (8) 9)
2. Huéng din ding ky

Cot 1: Ngay thang. Ghi ngay, thdng phuc vu yéu cau str dung ban luwu; dbi
v6i nhitng ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 05/02,
21/7, 31/12.

Cot 2: Ho va tén cua nguoi si dung. Ghi ho va t€n, don vi cong tac cua
nguoi st dung ban luu.

Cot 3: SO, ky hiéu, ngay thang cua vian ban. Ghi sd va ky hiéu; ngay,
thdng, nam cua van ban.

Cot 4: Tén loai va trich yéu noi dung van ban. Ghi tén loai va trich yéu noi
dung cta van ban.

~ Cot 5: Ho so s0. Ghi s6, ky hiéu ctia tap luu van ban di dugc sép xép, ddnh

s0 ky hi€u va bdo quan tai van thu, vi du:

S6: CV-03/2004 (tap luu cong van di s6 03 ndm 2004)

Cot 6: Ky nhan. Chit ky ciia nguoi st dung ban luu.

Cot 7: Ngay trd. Ghi ngay, thidng, ndm ma nguoi st dung (ngudi muon)
phai tra lai ban luu.

Cot 8: Nguoi cho phép st dung. Ghi ho tén cua ngudi duyét cho phép su
dung ban luu.

Cot 9: Ghi chid. Ghi nhimng diém can thiét nhu da tra, ngay thang tra (néu
ngudi sir dung trd mudn hon thoi han cho phép), v.v..../.



