UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA TAN THANH Poc lap - Tw do - Hanh phuc

QUY CHE
Sira d6i, b6 sung mot sé diéu ciia Quy ché cong tac vin thu,
Iuu trir cia UBND x&@ Tan Thanh
(Ban hanh kém theo Quyét dinh s6 275/0P-UBND
Ngay 18 thang 03 nam 2024 ciia UBND xa Tan Thanh)

CHU TICH UY BAN NHAN DAN XA TAN THANH

Can ctr Ludt T6 chirc Chinh quyén dia phwong ngay 19 thang 6 nam 2015;
Ludt sua doz b6 sung mét s6 diéu ciia Ludt To chive Chinh phit va Ludt T6 chirc
chinh quyén dia phwong ngay 22 thang 11 niam 2019;

Can cir Lugt Ban hanh van ban quy pham phdp ludt ngay 22 thang 6
nam 2015; Ludt sira doi, b6 sung mét so diéu cua Ludt Ban hanh van ban quy
pham phap ludt ngay 18 thang 6 nam 2020,

Can cir Ludt Luu trit ngay 11 thang 11 nam 2011;

Can cw Ludt Bao vé bi mdt nha nuwoc ngay 15 thang 11 nam 2018;

Can cir Nghi dinh s6 34/2016/ND-CP ciia Chinh phii ngay 14 thing 5 nam
2016 Quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Ban hanh van ban
quy pham phdp ludgt; Nghi dinh so 154/2020/ND-CP cua Chinh phu ngay 31
thang 12 nam 2020 swa doi, bo sung mot so diéu cua Nghi dinh s6 34/2016/ND-
CP cua Chinh phu ngay 14 thang 5 nam 2016 Quy dinh chi tiet mot so diéu va
bién phap thi hanh Ludt ban hanh van ban quy pham phap luat,

Can cir Nghi dinh 0 99/2016/ND-CP cua Chinh phu ngay 01 thang 7 nam
2016 vé quan ly va sur dung con ddu,

Can cir Nghi dinh 6 30/2020/ND-CP ciia Chinh phii ngay 05 thing 3 nam
2020 vé cong tac van thu,

Can cir Théng tw s6 04/2013/TT-BNV cua Bo truong Bo Noi vu ngay 16
thang 4 nam 2013 hwong dan xdy dung quy ché cong tdac van thu, luu trik cua cdc
co quan, to chuc,

Theo dé nghi cua Giam doc S¢ Noi vu tai To trinh s6 1190/TTr-SNV ngay
02 thang 7 nam 2021.

QUYET DPINH:

biéu 1. Sira doi, bo sung mdt s6 dieu ciia Quy ché cong tac vin thu, luu
trir cia UBND xa Tan Thanh ban hanh kem theo Quyet dinh so 16/2014/QD-
UBND ngay 10 thang 4 nam 2014 caa Uy ban nhan dan tinh:

1. Sira ddi, b6 sung khoan 1, Piéu 1 nhu sau:
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“1. Cong tac van thu bao gdbm: Soan thao, ky ban hanh van ban; quan 1y van
ban; 1ap hd so va ndp luu ho so, tai liéu vao Luu trit co quan; quan Iy va st dung
con dau, thiét bj luu khoa bi mat trong cong tac vin thu.”.

2. Bb sung khoan 2a, khoan 2b, khoan 2c, khoan 2d, khoan 2d, khoan 2e,
khoan 2g, khoan 2h, khoan 2i, khoan 2k vao sau khoan 2; khoan 7a sau khoan 7;
khoan 11a sau khoan 11 Biéu 3.

“2a. “Vin ban” 1a théng tin thanh van duoc truyén dat bang ngén ngir hoic
Ky hiéu, hinh thanh trong hoat dong cua cac co quan, t6 chic va dugc trinh bay
dang thé thuc, k¥ thuat theo quy dinh.”.

“2b. “Van ban chuyén nganh” la van ban hinh thanh trong qua trinh thyc
hién hoat dong chuyén mén, nghiép vu ctia mot nganh, linh vuc do nguoi ding
dau co quan quan 1y nganh, linh vuc quy dinh.”.

“2c. “Van ban hanh chinh” 1a van ban hinh thanh trong qua trinh chi dao,
dieéu hanh, giai quyét cong viéc cua cac co quan, to chuc.”.

“2d. “Van ban dién ti” 1a van ban dudi dang thong diép dir li¢u duoc tao lap
hodc dugc so hda tir van ban giay va trinh bay dung thé thac, ky thuat, dinh dang
theo quy dinh.”,

“2d. “Ban thao van ban” & ban duoc viét hodc danh may hoac tao 1ap bang
phuong tién dién tir hinh thanh trong qua trinh soan thao mét van ban cua co
quan, to chuc.”.

“Ze. “Ban gbc van ban” 1a ban hoan chinh vé néi dung, thé thirc van ban,
duogc nguoi co tham quyén truc tiep ky trén van ban giay hoac ky so trén van ban
dién ta.”.

“2g. “Ban chinh van ban giay” 1a ban hoan chinh vé ndi dung, thé thirc van
ban, dugc tao tir ban co chir ky truc tiép ctia nguoi co tham quyen.”.

“2h. “Ban sao y” la ban sao day du, chinh xé4c ngi dung cua ban goc hodc
ban chinh van ban, dugc trinh bay theo thé thic va ki thuat quy dinh.”.

“2i. “Ban sa0 luc” 1a ban sao day du, chinh x4c noi dung cia ban sao y,
dugc trinh bay theo thé thuc va ky thuat quy dinh.”.

“2k. “Ban trich sao” 1a ban sao chinh xac phan noi dung caa ban gbc hoic
phan ndi dung cua ban chinh van ban can trich sao, dugc trinh bay theo thé thac
va ky thuat quy dinh.”.

“7a. “Hé thong quan ly tai ligu dién t” 12 Hé thong thong tin duoc xay dung
véi chire nang chinh dé thuc hién viéc tin hoc hoa cong tac soan thao, ban hanh
van ban; quan ly van ban; 1ap ho so va ndp luu ho so, tai liéu vao Luu trir co quan
trén moi truong mang (sau day goi chung la Hé thong).”.

“l1a. “Van thu co quan” la bo phan thuc hién mot s nhiém vu cong tac van
thu cta co quan, to chac.”.

3. B0 sung bicu 3a, Diéu 3b vao sau Bic¢u 3 nhu sau:

“Dieu 3a. Nguyén tac, yéu cau quan ly cong tac van thu, luu trir



1. Nguyén tac

Cong tac van thu, luu trit dugc thyc hién thong nhat theo quy dinh cua phéap
luat.

2. Yéu cau

_a) Van ban cua co quan, t6 chuc phai dugc soan thao va ban hanh dung tham
quyeén, trinh ty, thu tuc, hinh thic, the thire va ky thuat trinh bay theo quy dinh
cua phap luat: Boi véi van ban quy pham phap luat duoc thuc hién theo quy dinh
cua Luat Ban hanh van ban quy pham phap luat; d6i voi van ban chuyén nganh
thuc hién theo quy dinh cua ngudi dimg dau co quan quan 1y nganh, linh vuc; dol
Véi van ban hanh chinh duoc thuc hién theo quy dinh tai Chgong II Nghi dinh s
30/2020/NB-CP ngay 05 thang 3 nam 2020 cua Chinh phu vé cong tac van thu.

b) Tat ca vin ban di, van ban dén cua co' quan, t6 chirc phai dugc quan 1y tap
trung tai Van thu co quan d¢ lam thu tuc tiép nhan, dang ky, trir nhitng loai van
ban dugc dang ky riéng theo quy dinh caa phap luat.

¢) Van ban di, vin ban dén thudc ngdy nao phai duoc ding ky, phat hanh
hodc chuyén giao trong ngay, cham nhat la trong ngay lam viéc tiep theo. Vin
Ban dén c6 cac muie do khan: “Hoa toc”, “Thugng khan” va “Khan” (sau day goi
chung 1a vin ban khan) phai duoc ding ky, trinh va chuyén giao ngay sau khi
nhan duoc.

d) Van ban phai dugc theo doi, cap nhat trang thai gui, nhan, xa ly.

d) Nguoi dugc giao giai quyét, theo ddi cong viéc caa co quan, to chic co
trach nhiém 1ap ho so vé cong viéc dugc giao va nop luu ho so, tai liéu vao Luu
trir co quan.

e) Con dau, thiét bi luu khoa bi mat ciia co quan, to chtc phai dugc quan 1y,
su dung theo quy dinh cua phép luat.

g) Hé théng phai dap tmg cac quy dinh tai phu luc VI kém theo Nghi dinh sé
30/2020/NB-CP va cac quy dinh ctaa phap luat co lién quan.”.

“Piéu 3b. Gia tri phap Iy ciia viin ban dién tir

1. Vin ban dién tir dugc ky s6 béi nguoi c6 tham quyén va ky s6 cua co
quan, to chuce theo quy dinh cua phap luat c6 gia tri phap Iy nhu ban goc van ban
giay.

2. Chir ky s trén vin ban dién tr phai dap Gng day du cac quy dinh cua
phap luat.”

4. Stra d6i, b6 sung khoan 3 Biéu 6 nhu sau:

“3. Vin ban chuyé&n nganh.”.

5. Stra d6i, bd sung biéu 7 nhu sau:

“Pjéu 7. Thé thirc va k§ thuit trinh bay vin ban

1. Thé thire va ky thuat trinh bay van ban quy pham phép luat thuc hién theo
quy dinh cta phép luat vé ban hanh van ban quy pham phép luat.
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2. Thé thic vin ban hanh chinh duoc thyc hién theo Diéu 8 Nghi dinh s
30/2020/ND-CP. Ky thuat :trinh bay van ban hanh chinh dugc thuc hién theo Phu
luc 1 kem theo Nghi dinh s6 30/2020/ND-CP.

3. Van ban chuyén nganh thuc hién theo quy dinh cta nguoi ding dau co
guan quan ly nganh, linh vuc.”.
~ 6. Sira doi khoan 1; b6 sung khoan 2a, khoan 2b, khoan 2¢ vao sau khoan 2
Diéu 8 nhu sau:

“1. Viéc soan thao van ban quy pham phép luat dugc thuc hién theo Luat
Ban hanh van ban quy pham phap luat va Nghi dinh sb 34/2016/ND-CP ngay 14
thang 5 nam 2016 cua Chinh pha Quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat Ban hanh van ban quy pham phép luat.”.

“2a. DI véi vin ban dién tr, ca nhan dugc giao nhiém vu soan thao vin ban
ngoai viéc thuc hién cac noi dung néu trén phai chuyén ban thao van ban, tai lidu
kém theo (néu cd) vao Heé théng va cap nhat cac thdng tin can thiét.”.

“2b. Truong hop can stra d6i, bo sung ban thao van ban, nguoi c6 tham
quyén cho y kién vao ban thao van ban hoac trén Hé théng, chuyén lai ban thao
vin ban dén lanh dao don vi chu tri soan thao vin ban dé chuyén cho ca nhan
duogc giao nhiém vu soan thao van ban.”.

“2c¢. Ca nhan duogc giao nhiém vu soan thao van ban chiu trach nhiém truéc
nguoi ding dau don vi va trudc phap luat vé ban thao van ban trong pham vi
chuee trach, nhiém vu duoc giao.”.

7. Stra d6i, bo sung khoan 2, khoan 3 Piéu 11 nhu sau:
“2. Quyén han, chirc vy, ho va tén, chit ky cua ngudi c6 tham quyén

Thu truong co quan, td chuc (néu rd tén co quan, t6 chuc) ky tit ca cac van
ban do co quan, t6 chirc (néu 13 tén co quan, t6 chirc) ban hanh. Céc truong hop
ky thay phai ghi cac chir viét tat quyén han nhu: Ky thay ngudi dang dau co
quan, t6 chic phai ghi “KT.” vao trudc chic vy ngudi ding dau co quan, to
chuc; ky thua 1énh phai ghi “TL.” vao truéc chuc vy nguoi dung dau co quan, t6
chuc; ky thua uy quyen phai ghi “TUQ.” vao trudc chuac vu ngudi ding dau co
quan, t6 chuc; ky quyén cap truong phai ghi “Q.” vao trudc chic vu ngudi ding
dau co quan, to chuc; ky thay mat phai ghi “TM.” vao trudc tén tap thé 1anh dao
hoic tén co quan, to chirc.”

“3, Ky vin ban

a) Boi véi van ban gidy, khi ky van ban dung bat c6 muc mau xanh.

b) Doi v6i van ban dién tir, nguoi ¢6 tham quyen thuc hién ky so. Vi trf,
hinh anh cht ky so theo quy dinh tai Phu luc | kem theo Nghi dinh so
30/2020/ND-CP.”.

8. Stra d6i, b6 sung khoan 2 Biéu 12 nhu sau:

“2. The thirc va ky thuat trinh bay ban sao van ban thuc hién theo Phan Il
Phu luc I kém theo Nghi dinh s6 30/2020/NDb-CP.”.
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9. B6 sung khoan 5a vao sau khoan 5 Biéu 15 nhu sau:

“5a. PSi vGi van ban dién ti

Van thu co quan phai kiém tra tinh xac thuc va toan ven cua van ban dién tir
va thuc hién tiép nhan trén Hé thong.”.

10. Sira ddi, bd sung khoan 1, khoan 3, Biéu 16 nhu sau:

“l. Van ban dén sau khi duoc dang ky, van thu co quan, to chtc trinh trong
ngay, cham nhat la trong ngay lam viéc tiep theo cho thu truong co quan, o chic
de xin y kien phan phoi va chuyén giao cho cac don vi, ca nhan gidi quyet. Van
ban dén ¢ dau chi muc @6 khan phai dugc trinh va chuyén giao ngay.”.

“3. Viéc chuyén giao vin ban phai dam bao chinh xac va giit bi mat noi
dung van ban. Ngudi nhan van ban phai ky nhan vao s6 dang ky van ban dén.”.

11. Sira d6i, b6 sung khoan 1 Piéu 17 nhu sau:

“1. Sau khi nhap dugc van ban dén, don vi hodc c& nhan cd trach nhiém
nghién cau, giai quyet van ban den theo thoi han quy dinh tai quy che lam viéc
Cua co quan, to chuc. Nhitng van ban dén cé dau chi cac miec d6 khan phai duogc
giai quyét ngay.”.

12. Sira d6i, b6 sung khoan 3 Piéu 18 nhu sau:

“3. Nhan ban, dong diu co quan, td chuc, dau chi mic d6 mat, mac do khan,
(doi vai van ban giay); Ky so cua co quan, to chire (d0i Vi van ban dién tir).”.

13. Sira d6i, bo sung khoan 2 Piéu 19 nhu sau:

“2. Viéc ghi s6 va ngay, thang ban hanh vin ban

q) Tat ca van ban di cia co quan, to ChL’rq (néu rd tén co quan, to phirc) duoc
ghi so theo hé thong s6 chung cua co quan, to chire do ngudi dimg dau co quan,
to chirc quy dinh; trie truong hop phap luat co quy dinh khéc.

b) Viéc ghi s6 van ban quy pham phap luat: Mdi loai van ban quy pham
phap luat duogc cap hé thong so riéng.

c) Viéc ghi sé vian ban hanh chinh duoc thuc hién theo quy dinh tai Diéu 15
Nghi dinh s6 30/2020/ND-CP.

d) Viéc ghi ngay, thang cua van ban quy pham phap luat duoc thuc hi¢n
theo quy dinh tai Biéu 59 Nghi dinh s6 34/2016/ND-CP.

Viéc ghi ngay, thang cua van ban hanh chinh thuc hién theo quy dinh tai
biéu 15 Nghi dinh s6 30/2020/ND-CP.

d) Pdi voi van ban dién tir, viéc cap s6, thoi gian ban hanh duoc thyc hién
bang chic nang cia HE thong.”.

14. Sira d6i, b6 sung Piéu 20 nhu sau:

“Piéu 20. Ping ky vin ban di

1. Viéc dang ky van ban bao dam day du, chinh xac céac thong tin can thiét
cua van ban di.



2. Pang ky van ban

Vin ban dugc ding ky bang sé hodc bang Hé thong.

a) Bang ky vin ban bang sb

Vin thu co quan ding ky van ban vao s6 ding ky vin ban di. Mau s6 dang
ky van ban di theo quy dinh tai Phu luc IV kem theo Nghi dinh s6 30/2020/ND-
CP.

b) Bang ky van ban bing Hé thdng

Van ban dugc dang ky bang Hé théng phai dugc in ra gidy day du céc
truong thong tin theo mau s6 dang ky van ban di, dong s6 dé quan ly.

3. Vin ban mat duoc diang ky theo quy dinh cta phéap luat vé bao vé bi mat
nha nudc.”.

15. Sira d6i, b6 sung Piéu 21 nhu sau:

“Piéu 21. Nhan ban, déng dau, ky sé cia co quan, to chirc va dau chi
mire do mat, mirc do khan

1. Nhan ban, dong dau cua co quan, t6 chiic va dau chi mac do khan doi véi
van ban giay.

a) Van ban di dugc nhan ban dang theo sb luong duoc xac dinh ¢ phﬁn noi
nhan cua van ban.

b) Viéc nhan ban van ban mat do nguoi dimg dau co quan, to chuc quyét
dinh va duoc thuc hién theo quy dinh cua Luat Bao vé bi mat nha nudc va Nghi
dinh 2,6/2920/ND-CP ngay 28 thang 2 nam 2020 cua Chinh phu Quy dinh chi tiét
mot so dieu cua Luat bao vé Bi mat Nha nudéc.

2. Pong dau co quan

a) Viéc dong dau co quan, to chirc dugc thuc hién theo quy dinh tai Phu luc
I kém theo Nghi dinh s6 30/2020/NDb-CP.

b) Khi dong dau lén chir ky thi dau phai trim Ién khoang 1/3 chix ky vé phia
bén trai.

¢) Dau dong phai o rang, ngay ngan, ding chiéu va dung muc dau mau do
theo quy dinh.

d) Péng dau vao phu luc kém theo.

Cac van ban ban hanh kém theo véan ban chinh hoac phu luc: Dau dugc déng
1én trang dau, trum 1 phan tén co quan, t6 chirc hodc tiéu dé phu luc.

d) Dong dau gidp lai, dau treo, dau noi trén van ban giay do nguoi dimg dau
co quan, t6 chtrc quy dinh. Dau giap lai dugc dong vao khoang gitra mép phai cua

van ban hoic phu luc van ban, trim 1én 01 phan céc to gidy; moi dau dong tbi da
05 to van ban.

3. Pong dau do khan, mat
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Vige dong dau chi mirc d mat, khan dwoc thuc hién theo quy dinh tai Phy
luc I kém theo Nghi dinh s6 30/2020/NDb-CP.

4. Ky sb cta co quan, to chirc ddi v6i vian ban dién ti

a) Hinh anh, vi tri caa co quan, té chirc trén van ban mau do, kich thudc

bang hinh thac thuc te cua dau dinh dang (.png) nen trong sudt, trim 1&n khoang
1/3 hinh anh chit ky s6 cua ngudi c6 tham quyén vé bén tréi.

b) Van ban kem theo cung tép tin véi ndi dung véan ban di¢n tt, van thu co
quan chi thuc hién ky s6 van ban, khdng thuc hién Ky so 1én van ban kem theo.

c) Van ban khong cung tép tin v6i noi dung van ban dién tir, van thu co
quan thuc hién ky sb cta co quan, to chtic trén vian ban kém theo.”

16. Stra doi, b6 sung Diéu 22 nhu sau:

“Pieu 22. Phat hanh va theo ddi viéc chuyén phat viin ban di

1. Van ban di phai hoan thanh thu tuc tai Van thu co quan va phat hanh
trong ngay véan ban d6 duoc ky, cham nhat la trong ngay lam viéc tiép theo. Van
ban khan phai dugc phat hanh va guri ngay sau khi ky van ban.

2. Van ban di dugc chuyén phat qua buu dién phai dugc dang ky vao S6 guri

van ban di buu dién. Khi g1a0 bi van ban, phai yéu cau nhan vién buu dién kiém
tra, ky nhan va dong dau vao so.

3. Viéc phat hanh van ban mat di phai dam bao bi mat ngi dung cua van ban
theo quy dinh cua phap luat vé bao vé bi mat nha nude, dang so lugng, thoi gian
va noi nhan.

4. Thu héi vin ban

a) Doi véi van ban gidy, truong hop nhan duoc van ban thong béo thu hoi,
bén nhan cé trach nhiém gui lai van ban da nhan.

~ b) Doi v6i vin ban dién tir, trudng hop nhan duge van ban thong bao thu
hoi, bén nhan huy bo van ban dién tu bi thu hoi trén Hé thong, dong thoi thong
b&o qua Hé thong dé bén guri biét.

5. Phat hanh van ban gidy tr vén ban dugc ky s6 cua ngudi c6 tham quyen:
Van thu co quan thyc hi¢n in van ban da duoc ky so cua nguoi ¢o tham quyen ra
giay, dong dau cua co quan, to chirc dé tao ban chinh van ban giay va phat hanh
van ban.

6. Truong hop can phéat hanh van ban dién tu tir van ban gidy: Vin thu co
quan thuc hién theo quy dinh tai diém c, khoan 1 Diéu 25 Nghi dinh so6
30/2020/NDb-CP.”.

17. Sira ddi, bd sung Piéu 23 nhu sau:

“Piéu 23. Lwu viin ban di

1. Luu vin ban giay

a) Ban gdc vin ban duoc luu tai Van thu co quan va phai duge dong dau
ngay sau khi phat hanh, sap xép theo thir tu dang ky.
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b) Ban chinh van ban luu tai hd so cong viéc.

2. Luu van ban dién to

Ban gbc van ban dién tir phai duoc luu trén Hé théng cua co quan, to chic
ban hanh van ban.”.

18. Sira ddi, bd sung Piéu 24 nhu sau:

“Pjéu 24. Lap ho so

1. Yéu cau ddi véi 1ap Danh muc hd so

Danh muc hd so do ngudi ding dau co quan, to chicc phé duyét, dugc ban
hanh vao dau nam va gui cac don vi, ca nhan lién quan lam can ct dé lap ho so.
Mau Danh muc ho so dugc thuc hién theo quy dinh tai Phu luc V kém theo Nghi
dinh s6 30/2020/ND-CP.

2. Yéu cau dbi véi 1ap ho so

a) Phan anh dung chirc ning, nhiém vu cta don vi, co quan, té chic.

b) Cac van ban, tai liéu trong mot ho so phai ¢ sy lién quan chat ché voi
nhau va phan anh dung trinh ty dién bién cta sy viéc hoac trinh ty giai quyeét
cong Viéc.

3. Mé hé so

a) Ca nhan duoc giao nhiém vu giai quyét cong viéc co trach nhieém mo hod
so theo Danh muc ho so hoac theo ké hoach cong tac.

b) Cap nhat nhitng thong tin ban dau vé ho so theo Danh muc hd so di ban
hanh.
¢) Truong hop cac ho so khong c6 trong Danh muc hd so, ¢4 nhan dugc giao

nhiém vy giai quyét cong viéc tu xac dinh cac thong tin: Tiéu dé ho so, s6 va ky
hiéu hd so, thoi han bao quan hd so, ngudi 1ap hd so va thoi gian bat dau.

4. Thu thap, cap nhat van ban, tai liéu vao ho so

Ca nhan dugc giao nhiém vu cd trach nhiém thu thap, cap nhat tit ca vin
ban, tai liéu hinh thanh trong qué trinh theo ddi, giai quyét cong viéc vao ho so da
ma, bao gom tai liéu phim, anh, ghi &m (néu cd) bao dam su toan ven, day du cua
ho so, tranh bi that lac.

5. Két thuc ho so

a) Ho so dugc két thiic khi cong viéc da giai quyét xong.

b) Ngudi 1ap hd so 6 trach nhiém: Ra soat lai toan bo van ban, tai lieu co
trong ho so; loai ra khoi ho so ban trung, ban nhap; xac dinh lai thoi han bao
quan cua ho so; chinh stra tiéu d¢, so va ky hiéu ho so cho phu hop; hoan thién,
két thac ho so.

¢) Di véi van ban gidy: Nguoi 1ap hd so thyuc hién danh s6 to d6i véi hd so
cé thoi han bao quan tir 05 nam tr¢ 1€n va viet Muc luc van ban doi vai ho so ¢o
thoi han bao quan vinh vién; viét ching tur ket thac doi vai tat ca ho so.
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d) Pbi voi hd so dién ti: Nguoi 1ap hd so ¢o trach nhiém cap nhat vao Hé
thong quan ly cac thong tin con thieu. Viéc bién muc van ban trong ho so dugc
thuc hién bang chirc nang cua Hé thong quan 1y.”.

19. Stra d6i, b6 sung Biéu 25 nhu sau:

“Piéu 25. Nop luu hd so, tai liéu vao Luu trir co' quan

1. Thai han nop luu hd so, tai liéu vao Luu trir co quan

a) Doi véi hd so, tai liéu xay dung co ban: Trong thoi han 03 thang ké tur
ngay cong trinh dugc quyét toan.

b) Déi véi hd so, tai liu khac: Trong thoi han 01 nam ké tir ngy cdng viéc
két thuc.

2. Thu tuc nop luu

a) D6i voi ho so gidy

Khi nop luu tai liéu phai 1ap 02 ban “Muc luc hé so, tai liéu ndp luu” va 02
ban “Bién ban giao nhan ho so, tai liéu” theo mau tai Phu luc V kém theo Nghi
dinh s6 30/2020/ND-CP. Pon vi, ¢ nhan ndp luu tai liéu va Luu trit co quan gilr
moi loai 01 ban.

b) B6i véi ho so dién tir ca nhan duoc giao nhiém vu giai quyét cong viéc va
1ap ho so thuc hién nop Iuu ho so dién tir vao Luu trit co quan trén Hé thong.

Luu trit co quan c6 trach nhiém kiém tra, nhan hé so theo Danh muc; lién
ket chinh xac dir liéu dac ta véi ho so; tiep nhan va dua ho so vé ché dé quan ly
ho so luu trir dién ti trén Hé thong.”.

20. Stra doi, bo sung Piéu 26 nhu sau:

“Pieu 26. Trach nhiém lap ho so va ndp luu ho so, tai liu vao Luu trir
co’ quan

1. Nguoi dimg dau co quan, to chtc ¢ trach nhiém quan 1y van ban, tai liéu
Cua co quan, to chuc; chi dao, kiém tra, huéng dan viéc 1ap ho so va ndp luu ho
s0, tai liéu vao Luu trit co quan.

2. Trach nhiém caa nguoi ding dau bd phan hanh chinh

a) Tham muu cho nguoi dimg dau co quan, to chic trong viéc chi dao, kiém
tra, hudng dan viéc lap ho so va ndp luu ho so, tai liéu vao Luu trlr co quan doi
Véi co quan, to chuc cap dudi.

b) T6 chuc thuc hién viéc 1ap hd so va ndp luu ho so, tai liéu vao Luu trit tai
co quan, to chac.”.

21. Stra d6i, bd sung Piéu 27 nhu sau:

“Piéu 27. Quan ly con dau, thiét bi lvu khoa bi mat

1. Nguoi dimg dau co quan, to chic ¢6 trach nhiém giao cho Vin thu co
quan quan ly, st dung con dau, thiét bi luu khoa bi mat ctia co quan, to chuc theo
quy dinh.
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2. Van thu co quan c6 trach nhi¢ém

a) Bao quan an toan, str dung con dau, thiét bi luu khoa bi mat cta co quan,
t6 chuc tai tru s co quan, t chic.

b) Chi giao con dau, thiét bi luu khod bi mat cia co quan, té chirc cho ngudi
khac khi dugc phép bang van ban cua nguoi co tham quyen. Viéc ban giao con
dau, thiet bi Iuu khoa bi mat cua co quan, to chirc phai duoc lap bién ban.

¢) Phai truc tiép dong dau, ky sé vao van ban do co quan, t6 chirc ban hanh
va ban sao van ban.

d) Chi dugc dong giéu, Ky s6 cta co quan, to chuc vao vén ban da co chir ky
cua nguoi cO tham quyén va ban sao van ban do co quan, to chuc truc tiep thuc
hién.

3. C& nhan c6 trach nhiém tu bao quan an toan thiét bi luu khoa bi mat va
khoa bi mat.

4. Khi con dau bi mon hogc bién dang, can bd, cong chuc, vién chire van thu
phai bao cao voi nguoi dung dau co quan, to chire (néu rd tén co quan, to churc)
lam tha tuc doi con dau. Trudng hop con dau bi mat, ngudi ding dau co quan, to
chtrc (néu 16 tén co quan, t6 chirc) phai bao cédo cong an noi xay ra mat con dau,
Iap bién ban.

5. Khi don vi c6 quyét dinh chia, tach hogc s&p nhap phai nop con dau cii va
lam thu tuc xin khac con dau méi.”.

Piéu 2. Piéu khoan thi hanh

1. Quyét dinh nay c6 hiéu luc tir ngay 18 thang 03 nam 2024.

2. Cén bd Vin phong Uy ban nhan dan xa, Can bo Noi vu xa, Céan bo Tu
phap, Truong cac ban nganh, bo phan thuoc UBND Xa va cac don vi ¢6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhan: ™. UY BANQNHAN DAN
: ;?OEE I\t|>gi . KT.CHU TICH
- Cc Tu phép; PHO CHU TICH

Nguoi kj: UY BAN NHAN
DAN XA TAN THANH
Email:

- TT.DU, HDND, UBND x4;
- Cac Ban nganh doan thé xa; B o

\ e A ~. tanthanh@anglang.guvvyn
- bai truyen thanh x§; G RN
- Luu: VT. ' 0938 1500 2%

Tran Hiru Phudéc
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