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QUYIT DINH
Ban hhnh Quy ttlnh t4m th-di vd viQc quin lf vin b6n, thi liQu iliQn tri'cia

c6c co quan, t6 chr?c trOn tlia bhn tinh DOng Nai

CHU TICH UY BAN NHAN NAX TiXTT DONG NAI

Cdn cri Luflt T6 chuc chinh quy€n dia phuong ngity 19/612015;

Cin cri LuQt Giao dich diQn tu ngdy 2911112005;

Cin cri Nghi dinh sO O+lZOOZnqp-CP ngAy 101412007 cria Chinh pht quy

dlnh vC ung dgng c6ng nghQ thdng tin trong hogt dQng cria co quan nhd nudc;

Cbn cri Ngh! tlinh sO 01/2013ND-CP ngity 0310112013 crla Chinh phri quy

dinh chi ti6t thihanh mOt s6 di€u cria Lu0t Luu trt;
Cin cri Thdng tu s6 OTlZOtZnf-BNV ngdy 2211112012 crla B0 NOi vu vO

huong dAn quan lj vdn ban lip h6 so vd nQp luu h6 so, tai liQu vdo Ltru trfi co

quan;

Cdn cf Th6ng tu s6 qtD}nnf-BTTT ngdy l9ll2l20l7 v€ quy dinh su

d\mg chfr lci s6 cho vdn bin diQn tu trong co quan nhd nudc;

Cdn c0 Cdng vin s6 t036lBttTT-THH ngdy l0l4l20l5 cria B$ Th6ng tin
vi TruyAn th6ng vA y€u cAu co bdn vd chric n6ng, tinh ndng ky thuat cho hC

th6ng quan lf v6n ban vd di€u hanh.

X6t <t€ ngh! cria Girim tt6c Sd Noi vu tai Td trinh s6 +o+/ttr-SNV ngdy

05 thring 02 ndm 2018,

QUYET DI.NH:

Di6u 1. Ban hdnh kdm theo Quytlt dlnh ndy quy dinh t4m thdi v0 viQc quan ly

vbn baru tai liQu ttien tu cia c6c co quan, t6 chuc tr€n dia ban tinh D6ng Nai.

Eidu 2. Quy6t dinh ndy c6 hiQu lgc thi hanh k6 ttr ngdy ki.
Di6u 3. Ch6nh Van phdng UBND tinh, Thri truong c6c sd, ban, nganh, tlon vl

sy nglriQp thuQc tinh, Chti tich Uy ban nhdn d6n cac huyQn, thi xd Long Kh6nh,

thdnh ph6 Bi€n Hda co tr6ch nhiQm thi hanh Quy€t dinh ndy./.

Noi nhQn:
- Nhu Di€u 3;
- chri tich vi q6c Ph6 chri tich UBND tinh;
- Ch6nh, Ph6 Van phdng UBND tinl;
- Luu: VT, KGVX, TTTH.
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DQc lip - Tg do - H4nh Phtic

QUY DINH (t4m thdi)
Vd viQc quin $ vin b6n, tii liQu iliQn tir cia

cdc co quan, t6 chrirc tr6n itig bir.n tinh D6n8.Nai
(Ban hdnh kdm theo puyh dinh s@, ngav .dr/ i.. /201 B

cia Chitich Uy ban nhin ddn linh D6ng Nai)

Chuottg I
QUY DINH CHUNG

Didu 1. Ph4m vi rlidu chinh

l. Quy dinh ndy y6u cdu ciic co quan' don vi, c6 nhdn c6 li€n quan phni co

tr6ch nhi-€.m thUc hiQngui, nhan, xri lf van ban di$rr trl dring quy trinh' qual !f
re"l* Ji, Oiin vd luu iai iieu aiin tt thong nh6t trong hQ thdng quan li vdn ban

diQn tri cfia tinh.

2. Quy tlinh niy kh6ng 6p dqng quan lf vin ban mQt'

Didiu 2. O6i tuqng 6p dgng

l. Quy dinh ndy 6p dgng d6i vdi c6c co qxal chuyOn mdn, don v! sg nghiQp

thuQc tinir,"c6c truyen, tfri xalong Khdnh vd thanh phO eien Hda'

2. Khuy6n khich cric co quan, tii chirc kh6ng thuQc Khoan l' Di€u ndy ap

dgng quy dinh ndy t4i co quan, don v! minh'

Di6u 3. Giii thich tir ngft

l. H€ th6ne quan If vin ban, tai lieu diQn tu te phan t:T tug dung, c6

chuc ndng quan ty, xu l! van ban diQn tri, theo ddi tinb hinh giii quy€t vdn bdn

cia co quan, t6 chric tr€n mdi trudng m4ng'

2. Vdn ben di€n tu ld vIn ban duqc thC.hiQn dudi dang th6ng tin <lugc t4o

ra, dugc giri di, duqc nh4n vd ttugc luu trt bang ptruolg tiQn ho4t dQng dga tr€n

"Ore 
nehe diQn, diQn tt, ky thual s6, tu tinh, truy€n d6n kh6ng ddy' quang hoc'

diQn tr) hoflc c6ng nghQ tuong tU.

3. Grii, nhan vin ban diQn tri tr€n hQ thdng quan l! vdn bdn cria c6c bQ'

ngdnh, dia phu<rng (sau ddy gqi tit h gti,.nhan vin ban dign tu) Id viQc co quan

nhd nu6c su dpng giai pfrap"ky thuir"lhi6t bi c6ng ngh€ th6ng tin d€ grii' nh4n

vin ban <liQn tt thdng qua-chuc ndng cria hQ ttr6ng quan I vdn ban do cric bQ'

nganh, tlla phuong x6Y dpg.

4. VAn ban tti diQn trl (sau ddy gAi tit ld vtrn ban di) lA t6t cd c6c lo4i vdn

ban, tai liQu kdm theo do bdn grii ph6t hanh qua hQ th6ng quan ly vbn b6n cria

c6c bQ, nganh, dla Phuong.



5. Vnn ban tl6n diEn tri (sau d6y ggi tit u vin bdn dtin) ld tAt ci c6c loai vin
bin, tai liQu kem theo grii d6n b€n nh{n qua hQ th6ng qudn llf vhn ban cria c6c

bQ, ngdnh, dia phuong.
', :,.

6. Chung thu so ld,mQt dqng chring thu diQn tu do T6 chuc cung cdp dich
vu chimg thgc cht kj s6 chuy€n ding phqc vu c6c co quan Ding, Nhd nudc, td
chirc chinh tri - xd hoi.

7. Cht kl, so la mgt dang ch! kf di€n tri <lugc t4o ra blng su biiln O6l mOt

th6ng diQp dt liQu sri dung h$ th6ng m{t md kh6ng d6i xung theo d6 ngudi co

dugc th6ng <tiQp dt liQu ban d6u vd kh6a cdng khai cria ngudi kli c6 th€ x6c

dinh duqc chinh xiic.

8. K)t s6.ld vigc tlua kh6a bi mdt vdo mdt chu<rng trinh phAn m€m de tU
dQng t4o vd gdn chfi kii sd vdo vdn ban diQn tu.

9. 56 h6a dt ligu ld hinh thric chuyrin d6i dr li€u nr aang vflr ban hQ th6ng
b€n ngodi thdnh nhftng dtr liQu dqng tin hiQu s6 dugc mriy tinh hi6u vd luu trfr.

10. Kh6a bi mdt con U6u ta UrOa bi mit tuong fmg v6i chimg thu s6 co

quan, t6 chric.

11. Kh6a bi mat c6 nh6n ld kh6a bi mft tuong img vdi c6 nhAn.

12. Chf kli s6 co quan, t6 chuc lir chir lcj s6 duoc tao ra khi sri dgng kh6a

bi m4t con d6u;

13. Chfi kf s6 c6 nhdn ld chir kli s6 duo. c t4o ra khi sri dung kh6a bi mit cri

nhAn.

DiSu 4. Gid tri ph{p lf cia vin bin iliQn tr}
l- VEn ban diQn tu cria co quarL t6 chric, c6 nhAn co gi6 tri phrip ly tuong

duong vdi van ban gi6y trong giao dlch gita c6c co quan, t6 chric, cri nhdn.

2. Ven ban s6 h6a duo.c x' thug bdng chf ky s6 cria co quan, t6 chirc c6
gi6 tri ph6p I tuong duong nhu ban gdc.

3. Tdi li€u k€m theo v6n ban di€n tu cta co quan, t6 chuc nhung kh6ng
cung t4p tin tlugc x6c thgc bbng chft ky si5 co quan, td chric ban hdnh vd chf kf
cria ngudi c6 thdm quy€n (n6u c6), c6 gi6 tri ph6p lj theo vin ban dugc ban
hanh.

4. Ven ban diQn tu c6 che k! s6 hqp lQ c6 thd nhdn bdn thanh nhi6u ban c6
gi6 tr! nhu nhau.

5. Trudng hqp mQt v6n bin duoc ban hanh d hai dinh dqng giSy vd diQn tu
thi hai ban ndy d€u ld ban g6c vd c6 gi6 tri nhu nhau. Ban gdc ven ban gi6y
trong trudng hqp ndy phdi d6p img quy dlnh tai Khodn 2 Ei€u I Nghi dinh sd
09/2010ND-CP ngdy 08 thang 02 nbm 2010 cria Chinh pht v€ sria d6i, bd sung
mlt si5 di6u cria Nehi dinh sO 110/20044{D-CP ngity 08/4/2004 cria Chinh phri
v€ c6ng tiic vin thu.

6. Vin ban gi6y in tu vin ban diQn nr c6 d6u chring thgc cria co quan, t6
chuc c6 giri tri tuong duong nhu vin ban g6c.

Di6u 5. Th6 thrir vi kV thuit trinh birv vln bin tli€n tri



1. Thi3 thfc vd k! thuQt trinh bdy vdn ban di€n tu thUc hi€n theo NCh! qtS
so l+rzotonvo-cP ngdy 141512016 cira chinh phri quy dinh chi tlctIoJ s6 di€u

vd biQn ph6p thi tranfr I-uat Ban hanh vin ban Quy plam Pnap.ltatj }6.rtg 'Y.t9
01/20l17TT--BNV ngiy tgl1tl21ll cria B0 N6i vu vC hudng dan th6 tht?c vir k!
thuft trinh bdy vln ban hanh chinh.

2. Dinh dqng van ban di€n tu thlrc hiQn theo quy dinh t4i cac Di€m 3 '4' 3 '5

vd 3.6 Th6ne br;6 39l20liITT-BTTTT ngiry 1511212017 cria B0 Thdng tin vd

T;;tr;il6G tl tu., nmrt danh msc ti€u chu6n ky thuat vA rmg dung c6ng nghQ

th6ng tin trong co quan nhdL nudc-

3. BQ ma cht titing ViQt srl dqng trong vdn ban diQn tri ph6i ld ph6ng chfr cta

b0 me kj tu chr ViQt, theo ti€u chuan ViQt Nam TCVN 6909:2001'

Ei6u 6. Grfi, nhin vin bin, tii liQu

t. t6t cd circlo'iv5n ban hdnh chinh di, dtin d€u trao d6i hoan toan bbng

diQn hi.

2. VAn ban, tai liQu trao a6i tang gi6y, kh0ng sri dpng diQn tft

a) Vhn ban, th6ng tirl tai ligu co n$i dung bi mflt nhd nudc'

b) Don khi6u n4i, t6 c6o ho4c tdi liQu grli <tich danh cho cri nh6n'

c) Vnn ban, th6ng tin, tdi li€u do Linh d4o co quan quy dinh kh6ng s6 h6a

thdnh vin ban di€n tt.
3. MOt s6 trudng hqp phAi gti vin ban diQn tu vd vdn ban gi6y

Tiy vdo tinh hinh thuc t6, m6i co quan, don v! quy <linh cho pht hqtp'

Chucrng II
QUAN Lf vA srf DUNG cHtI KV s6, cH0Nc IHIJ so

Didu 7. Quin lf chfr kf s6, chimg thu sii

1. Ngudi dtmg ddu co quan, t6 chr?c 
"9 

t*"1 nniAm qi19 ug thy qu*,Y'
sri dune tt Ou Ui mAt con a6u ttreo quy dinh'.Thii5t bi luu kh6a bi mit con ddu

phei du-qc c6p git an todn tai try sd co quan, t6 chric'

2. V6n thu co quan rlugc giao srt d\'lng chfug thu s6 co quatt c6 tr6ch

nhiQm:

a) Kh6ng giao chirng thu s6 cria co.quar, td chuc cho ngudi kh6c khi chua

dugc phdp bing vdn ban crla ngudi c6 th6m qu1€n'

b) PhAi tn;c tiCp lc! s6 vdo vdn bAn cria co quan, tO chtc'

c) van thu chi dugc lqf s6 cria co quan, 16 chric vdo vin birrr <li€.n tu sau khi

ngudi c6 thdm quydn k! duyQt b[ng chf kf s6'

3. Chtr ki s6 c0a c6c chric danh nhir nudc, ngudi :6 9?" qty€":11 ::
quan. t6 chrlrc theo quy dlnh cria ph6p luit v€ qurin li vd sti dqng con dau cn

lr". J a*g ae tftui f,iQ" c6c giao ai*r ttreo ttring chfc danh c0a ngudi d6'



4. Vi€c ky thay, kj thta l€nh theo quy dinh cria ph6p luit tlugc thgc.hiQn
bdi ngudi c6 thAm quyAn vd ngudi k! thay, ky thria lQnh sri dqng chf kf s6 crla
minh d€ [i.

Di6u 8. tlinh thric chfr kf sii crfia ngudi c6 th6m quy6n vi chrimg thu sii
cia co quan t6 chrirc

l. Chir kJt s6 cia ngudi co thdm quyi:n

a) Hinh anh: D6u co quan, td chrlc, mdu tl6; kdm theo chtr kli cia ngudi c6

thim quy€n, mdu xanh (ho{c chi c6 chf ky cia ngudi co tham quy€n, mdu
xanh); tlinh d4ng "*.png, *jpec, *.bmp".

b) Th6ng tin hi6n thi: H9, tOn ngudi ky; chr?c danh; dia chi email; t6n co
quan; Thdi gian ky.

c) Vi tri lo-i s6: G6c phdi, td cu6i ven ban, duoi phan ten chr?c danh ngudi
Ky.

.. a , .: ,,l. unrmg mu so cua co qwur, Io cnuc

a) Hinh thuc th6 hiCn d6i vcri vdn ban d6n

- Hinh dnh: D6u co quan, t6 chr?c, miu d6; dinh dang "*.png, *jpec,
*.bmp,,.

- Th6ng tin: T€n co quan, t6 chric; die chi email; mf, s6 thuti (ni5u giao dich
voi co quan thu€); co quan chri quan (n€u co); thoi gian ky.

- Vi tri: G6c tr€n bdn tnii trang dau v5n ban d6 xric thgc tinh ph6p l)t vAn
-: : , .

ban <l€n s6 h6a (dudi ph6n s6 kf hiQu ho{c nQi dgng cta vEn ban n€u ld c6ng
v6n).

b) Hinh thirc thti hien d6i vdi van bdn di

- Hinh anh: D6u cria co quarr, tO chric, mdu tt6; kich thudc bAng thtrc ti5 cia
d6u;, ttlnh d4ng "*.png, *jpec, *.bmp".

- NQi dung th6ng tin nhu Di6m a, I(hoan ndy.

- Vi tri: G6c duoi cing b€n phii cua v5n ban (du6i t€n chfc danh cia
ngudi lqy).

c) Truimg hqp n6u rai liQu di kdm vdi vbn bin chinh kh6ng thu6c cing mQt
teB dien fi thi lci s6 co quan, t6 chric (g6c tnli, b€n tr€n ph6n co quan ban hanh
cria vEn ban) il€ xric thlrc vin ban dinh kdm.

.. *:.
d) D6i vdi truong hqp ddu girip lai, ddu treo: VIn ban diQn ttl cing mQt t€p

tin khi co c*rfi lcf s6 hqp ph6p kh6ng cdn co ch6 da,rn bio tinh todn ven bii sung
tuong ung v6i c6c loai d6u ndy.

Ei6u 9. Ki6m tra tinh hqp lQ cria chft kf s,ii tr6n vin bin iliQn t&
1. Ki€m tra tinh hqp lQ cia chf k-i s6 tr€n v6n ban diQn tri bAng c6ch thgc

hiQn cac vi€c kiiSm tra sau ddy:
. --.:a) Ki€m tra xric thuc th6ng tin cua ngudi k! s6.

b) Ki€m tra tinh toan ven cria vin bin diQn tri dugc klf s6.



2. Cht k)t s6 trcn ven ban di€n nir trvp t! t<tri viQc ki6m tra,.x6c thgc tlfng
th6ng tin ng,toi 6r s6, chung thu s6 cria ngudi Iqi s6 t4i thdi dicm kj cdn hiQu

lgc vd vin ban diQn tu ddm bdo tinh todn vgn.

3. Thdng tin vd t€n ngudi ki s6; t€n co quan, t6 chr?c ki.sii tr€n vdn bdn

di€n tri phdi dugc qud'n li, luu trt trong co sd df liQu di kdm phan m€m ki€m tra

cht lcj s6. NQi dung th6ng tin luu trfi tuAn thri theo Khoan 4, Ei€u. l. Nghi dinh

.6lOZtzOr rfNO-cF 
"gnynlmtDolt 

cua Chinh phri v,i sira tt6i, b6 sung mQt so

di6u Nghi dinh sd 26I2OO7ND-CP crla Chinh ph0.ngiry 1510212007 Quy <linh

chi tii5t-thi nanfr fuat Giao dich dien tu ve ch1 ki s6 vd dich vs chung thyc cht
kf s6.

4. H€ th6ng b5o krlt qua kiiSm tra chft ky s6 ta trqp lQ hoec khOng hqp lQ cho

ngudi ki6m tra bii5t.

Chuone III
QUAN LV vAN nAx onN DIEN TO

Didu 10. Nsuv6n (ic quin lf vin bin d6n iliQn trfr

1. Tdt c6 vai uan d€n c<r quan, t6 chr?c phdi duo. c xrl ly hoan toan b6ng diQn

tu vd ddng lcj vdo hQ th6ng.
Z. Ui, tien xri ly vanian diQn tri trong trudng hqp vbn bdn gi6y vd van ban

tt*:1iA?tHTi;* 
"nu" 

nrng, nhiQm vs vd thim quv€n gi6i quv6t van ban

d6n cria co quan, t6 chirc nhan vin ban.

4. Giii quytit v6n ban dtin klp thdi, <tung thdi h4n quy dinh'

Di6u 11. TitiP nhin v5n bin it5n

Trong gid ldm viQc, r'dn thu.phdi lruy cflp vdo hQ th6ng 30 phtiUl lan d6

ludn sin sdng ti€P nhin vin bdn d€n.

l. Trudng hgp vin ban gi6y d€n truOc vdn ban diQn tti

a) Vdn thu ki6m tra tinh toan vgn cria vdn. ban gi6y,. ni3u.h.qp lQ vdn thu ti6n

hanh qudr (scan) vdn bnn gi6y sang dt ligu s6 (dang pdf) vd h.i s6 co quan' t6

chrlc d€ x6c thgc.

b) TAt ci van ban diSn dudi dang gi6y luu t4i van thu co quan (ngo4i tnr vIn

Uan, tai liQu quy <linh tai Klroan 2, Di€u 6, quy tlinh ndy), vdn. thu. co :uT t:p
x6p vbn ban d€n theo thu tU ngdy thang nim ban hanh, luu vii tn s0 quan ly van

U# Aa" dang gi6y de theo OOi, Oi5n h6t nam dua vdo danh muc tai liQu xin xt li.

(C6n cir vdo ho4t dQng thUc ti6n cria m6i co 
-quan, 

dcm vi c6 quy dinh cu

th6 vC viQc xri lf vEn ban de; dqng gi6y luu tai ven thu co quan)'

c) Sau khi dd t4o lu6ng xu l!vdn bdn gidy tr6n hQ th6ng theo,cdc Di€m a'

Oi6*f, Xftoatt nay; truong t'qp niiu c6 van ban tliQn tri cirng nQi dung d€n sau

thi hQ th6ne s€ tu k6t n6i vdo ludng tld tao lip trudc d6'

2. Truong hqp vdn ban diQn tt diin tru6c vdn bdn gi6y



a) Khi nh?n duoc vdn ban d€n di€n tri tr€n hQ th6ng, dqa vdo chuc ndng c0a
hQ th6ng, vdn thu ki6m tra tinh hqp le cia chf kii sd tr€n vdn bin diQn tri quy
dinh tei Di€u 9, Quy dinh ndy.

b) Sau khi tiiip nhqn vdn ban dien tt tr€n h€ th6ng, truong hqp #u c6 vin
ban gi6y cing nQi dung d6n sau, vdn thu thuc hiQn luu vin ban gi6y nhu tai
Di6m b, Khoan l, Di€u ndy.

Di6u 12. Dnng kf vln bin <tt6n diQn t& viro hQ thiing

. 1. Vin thu co quan c6 tr6ch nhiEm cap. nhQt uic trudng thdng tin vin ban

il€n vdo hQ thdng theo quy dinh t4i Phu luc s6 0l , Quy dinh ndy.

2. Tdi liQu mit d€n

Vln thu c6 th6 dugc ttang ky tr€n hQ th6ng quan ly vin bdn, khdng dugc
scan vin ban mQt l€n hQ th6ng phdn mdm dia dam b6o an todn nQi dung bi mQt

cria tai li€u. Ven ban, tai li€u mit phai duoc luu ri€ng theo quy dinh.

3. s6 diin cria v[n ban dih ld duy nh6t, th6ng nhdt gifia hQ th6ng ven ban
diQn tu (co cht kf s6) vd vin ban s6 h6a; dugc c6p theo thri t.u vd trinh t.u thdi
gian trong nim.

Ei€u f3. Trinh, chuy6n giao vin bin d5n trong hQ thiing

. l. Ven thu co quan co tr6ch nhiQm trinh, chuy6n vdn ban dtln nguoi drmg
dfu; co quarL t6 chric ho{c ngudi du-o. c co quan, t6 chric giao tr6ch nhiQm ph6n
phdi, chi dao girii quy€t vin bin (sau d6y ggi chung ld ngudi co thdm quy€n).

.. . ':2. Ngudi c6 thdm quy€n cho f ki€n ph6n phdi, chi dao gidi quy€t v6n ban
d6n. Oi5i voi vin ban di5n li€n quan dtln nhi€u don vl, cri nhdn, ngudi c6 thAm

I l'iquy6n chi tl?o tlon vi ho{c c6 nhen chri tri, don v! ho{c cri nhdn ph6i hqp vd thoi
h4n giAi quy€t v5n bin.

Di6u 14. Giii quyiit vln bin d6n trong hQ thSng

Khi nhan duo. c vEn ban dain, don vf, cd nhin ttugc giao cht tri c6 tr6ch:,
nhiQm gi6i quy€t theo quy dinh c0a co quan, t6 chric.

Chuons IV
euAN Lf vAN nix ororpN rrl

Di6u 15. NguyGn t'5c vir y€u ciiu qu:in $ vin bin tli tliQn tir
1. T6t cn vin ban cli cta co quary tO chric phdi dugc xri ly hoan toan bing

vhn ban dign tt vd ding kf vdo h€ thdng g6m c6c lrudng th6ng tin theo phg lgc
sd 02, Quy tlinh ndy.

2. Dam bdo tinh liCn li€n kiit gita.ven bdn di, vin ban d6n, ciic loAi van ban
li€n quan c6 cring nQi dung trong hQ thdng.

3. Vnn bin phii <lugc chuydn giao d6n thing dia chi cta co quan, d chr?c,

c6 nhdn c6 chric ndng vd thAm quyAn gidi quytit.

4. Eim bdo vdn bdn duoc chuy€n giao an todn trong m6i trudng m4ng.

Ei6u 16. So4n thio vin b6n vh trinh kf



1. C6 nhen <tugc giao nhiQm vg dU th6o vdn bin, dU ki6n mric d6 *KhAn',

xin y ki6n d6ng g6p 1"Eu "a"1, 
titip thu vd hodn thiQn ngi dung, thil thuc vd trinh

bdy dq thdo vin ban; thu thAp, dinh kdm vin bin d€n, c6c tai liQu, vin bdn khdc

c6 nQi dung li€n quan nhu 1i ki€n chi d4o. g6p j. bdo c6o gitii trinh'"'kdm theo

du thdo vin brin di (n6u co), tdnh l6nh dao tlon vi xem x6t tr€n hQ th6ng.

C6 nhdn O,rq" giuo nhiQm vq dq th6o v5n ban, dua vdo linh vuc chuy€n

m6n d6 x6c dinh thdi han bio quan cho vin ban di tr€n hQ th6ng theo Danh mgc

(vinh vi6n, c6 thoi hqn), miu danh muc x6c dinh thdi han bio quan t4i phu h,rc

sO I quy dinh ndy.

2.LAnh d4o don v! chri tri soan thio xem xdt, cho i kiiin vd chiu tr6ch

nhiQm nQi dung dg thdo.

Trudne hqp lAnh dao <ton vi tlugc giao dg thio v6n ban thi tryc tii5p thgc

hi€n dU tlao, fGm tra nQi dung, ttri! ttlic trinh bdy vin ban; thu th4p,. dinh kdm

;6; ba" AiSn 
'cac 

tii liqu, vdn UIn nrac co nQi dung li6n quan nhu y kii5n chi <lao,

g6p y, b6o c6o gidi trintu. . . kdm theo du. th6o vdn ban di (n6u c6), xric <lfnh thoi

[.i, 6"" qudn cio v6n ban di trCn he th6ng; trinh l6nh d4o co quan xem x6t vd

cho j kii5n, chuy6n vin ban dr,r thio cho ldnh d4o <lon v! chri tri so4n thio'

3. Kf ven ban

a) Trudne hqp vto ban dU th6o dudi dqng word: LAnh d4o co quan duyQt

re" b6". kV t6lrdri van ban <tiQn tir; chuy6n van thu co quan l6y s6, ngdy' thdng,

nanu tcj s5 co quan, t6 chtc vd ldm thri tqc ph6t hanh vdn ban'

b) Truong hqp vin ban dlr thgo du6i d4ng form 1ac qith' lfth tl4o co

qr.r* i"rn xdt-duyQi,van ben, ky s6 vdn ban tr€n dinh dqng form, l6y s6, ngdy

tirang tU dQng; chuy6n vin thu h.i s6 co quan, t6 chric vd ph6t hanh vEn ban'

c) Truong hqp ki vdn ban gi6y, thgc hiQn theo quy dinh tgi Di€u l0' Th6ng

tu 
"6 

OqnOtllfT-BNV ngdy 161412013 cria B0 N$i vu v€ huong ddn quy ch€

c6ng t6c vdn thu, luu trt cria c6c co qrxln' tO chric'

Di6u 1?. Ph6t hirnh vin bin iliQn tir

1. ViQc chuy6n ph6t vdn ban dign tu dugc thlrc hiQn ngay trong ngiry vdn

ban d6 dugc ngo'Oi 
"O 

thAm quyen k!, d6ng d6u, ch{m nh6t trong ngdy ldm viQc

ti6p theo.

2. Truong hqp ph6t hdnh vdn b6n song song gitra vdn ban gi6y vd vin ban

diQn tri trong cung mEt ngay (Iu ti€n chuytin vin ban diQn tri di tnrdc)'

- Trudng hgp ph6t hanh vin ban giay (thgc hiQn theo phuong phap truy€n

th6ng).

Didu 18. Luu vin bin di

1. Luu vdn ban tti di€n tri tr€n h€ th6ng vdi s6 thri tu dlng k! li6n trlc'

Vdn ban diQn trl khi ph6t hanh phdi in ra gi6y 01 ban luu tqi Vdn thu.co

quan. Vi€c luu v5n ban gi6y in tu vin ban tliQn tu phAi d6ng dau chung thuc day

d,i, .ap *,!p theo s6 thir t.u dAng h.i li€n tuc.



Sn dung d6u co.quan ldm d6u chimg thuc vdn ban gi6y; vi tri d6ng d6u tgi
g6c tr6i, tr€n cirng, clAu vdn bdn.

2. D6i vti vdn bdn giSy: Ban g6c lrru Qi Vdn thu.

Didu 19. L$p Danh mgc tiri liQu iliQn ttl vir xic itlnh thdi h4n brio quin
tni liQu itiQn tir

1. Cdn cu vdo chuc ning, nhiQm vu, co quan! t6 chuc xdy dpg Danh muc
tai li€u di€n tu vdo dAu nem iheo m6u s6 03 Quy dlnh ndy, <t6ng thdi x6c dinh
thdi hqn b6o quan cho tdi liQu nQp luu theo quy dinh tai Th6ng. tu s6

09/201I/TT-BNY ngiry 03/6/201 I cia BQ NQi vu v€ thdi han bio quan h6 so, tai
liQu hinh thdnh phd bi6n trong ho4t dQng cria co guan, t0 chric.

Di6u 20. Trich nhiQm nQp luu Gri liQu ttiQn t&

1. Thri trudng co quan, t6 chtc c6 tr6ch nhiQm chi d4o, kiilm tra, hucmg d6n
viQc nQp luu tai liQu diQn tu vdo Luu trft w quan.

2. Chdnh vnn phdng (Truog phdng Hanh chinh), TruOng, Ph6 phdng
chuy€n mdn co trach nhiEm d6n d6c cong chric, vi€n chric t6 chric thlrc hiQn
viQc giao nQp tai liQu diQn trl viro Luu trt co quan theo quy dinh.

" 3. C6ng chric, vi€n chuc trong qu6 trinh gi6i quytit c6ng viQc phdi thu thap,
b6_sung dAy <10 c6c vin ban c6 li€n quan (di, d€n) v€ nQi dung linh vgc phu tnich
(n€u c6), x6c <linh thdi h4n bdo quan tai li€u.

Rd so6t tai liQu tliQn tu de di5n thdi hqn giao nQp vio Luu trf co quan.
Trudng hqp don vf, c6 nh6n c6 nhu cdu gitr. lai tai liQu di€n fi dA den nan nQp

luu d€ phgc vr,r cdng viQc thi phdi xin yf ki€n cia ngudi dfmg ddu co quan, t6
chric d6ng y vd th6ng brio d€n Lyu trf co quan. Thdi han git lai tai li€u diQn tu
kh6ng qu.i 02 nIrn, k€ tir ngdy <l€n han nQp luu.

4. Truirng ho-p nghi huu, th6i viec hay chuyiin cdng tric kh6c thi phdi bdn
giao tdi liQu dipn trl cho clon vi ho4c ngudi k€ nhiQm. Tdi liQu di€n tu ban giao
phdi du-oc th6ng k€ vd l{p bi€n ban giao nh{n.

5. Trach nhiQm Luu trt co quan:

a) Tr) ngdy 0l/01 d6n l5l01 hang nim, thdng beo, tiep nh6n giao nQp tai
1i0u di€n nr vdo Lrru trt co quan.

b) Trong thoi han 5 n6m k6 tu ndm cdng viQc ktlt thuc, Luu trir co quan
giao nQp tai li€u diEn tri c6 thoi hqn vinh vi6n vdo luu trii llch sr? tinh.

Trudrng hgp co quan, t6 chric c6 nhu cdu gitr lei h6 so, tai liQu dd di5n thdi
hqn giao nQp cl€ sri dgng cho cdng vi6c phii dugc sg d6ng ! cfia Sd NQi vU.

Didu 21. Quin lf viQc nQp tuu tii liQu diQn trri,t+i Lrm trfr cc quan

1. Thoi han nQp luu tai liQu diQn tt tu c6c clon v!, c6 nhdn vdo Luu trfi co
quan duoc quy dlnh trong thdi han.0l nim, k€ tu ngdy c6ng viQc ktit thr:c. Ca
nhdn dugc giao nhiQrn vu gidi quy€t c6ng vi€c c6 tr6ch nhiQm nQp luu tai li€u
vdo Luu trf co quan th6ng qua c6c chr?c ning cria hQ th6ng.



2. Viec giao nQp tai liQu luu trii diQn tri vio Luu trft co quan dugc thuc hi-€n

theo quy trinh sau:

a) Luu trfr co qum ki6m tra h6 so, tai li€u cria qic phdng bQ phfn trong co

quan khi nQp lrru pttai U* dim thing theo danh mUc tai liQu nQp luu; ki€m tra

tinh x6c thUi, tinh toan vgn vd khi ning truy cfp cria tai li€u. Tdi liQu n6p luu

phdi bdo ddm nQi dung, cju tnic, thoi gian hinh thanh, k6t thric c6ng vi€c vd
-duqc 

bdo ve d6 kh6ng bi hu h6ng, sta chta hay bi m6t dt liQu'

b) Ltru trt co quan chuyan tai ligu vrio he th6ng quan li tai liQu luu trf diQn

tri cria co quan vd thgc hi€n c6c biQn phdp sao luu dq phdng'

3. Quan lY tdi liQu diQn tt nQP luu

a) Luu tr[ c0 quan <lugc c6p quy,in khai th6c, sri d*ng tet cri tii li€u l'u tr&
di-6n trl vir dt liQu dac ta crla tdi li€u luu trt diQn tt.

b) Thim quyiin cho phdp khai th6c,.sr? dung tdi li€u lrru trft tliQn tu nhu

thAm quydn cho ph6p khai th6c, sri dgng h6 so gi6y t4i Luu trft co quan theo quy

dinh hign hanh.

4. Thanh ph6n tai liQu kh6ng nQp luu vd luu trfi co quan giim c6:

a) Cric tai liQu nguy_€n t6c tam cnn cu d6 $:o.toj, qldi qyv9,.i"g,'i:"
thuoc tr6ch nhi€m c0a m6i cri nh6n gif vd c6 thiS loai hny khi v[n bin hct hieu

luc.

b) Tdi li€u v€ nhfing c6ng viQc chua gi6i quy€t xong'

c) Cac vin ban, tai li-€u a6n a'6 UieA di5 tham khao

Chuong V

HP TH6NG QUAN T-f VAX NAN, TAT LIT,U DIEN TTJ

Diilu 22. Nguy€n tic xiy dgng hQ thi6ng

l. Ddm b6o quin I v6n ban, tdi liQu ttiQn tu cria co quan, t6 chuc tting quy

dinh.

2. Dbp imgdiy dri tinh nbng vd y6u cAu k! thuit cria hQ th6ng quan lli vdn

ban ve di€u nan'tt ti6n th6ng giftac6c co quan nhi nu6c theo quy dlnh vd hu6ng

d6n cria B0 Th6ng tin vd Truydn th6ng.

3. Dam b6o an todn thOng tin mang theo quy <linh cia ph6p lugt hiQn hdnh'

Di6u 23. YGu ciu chung cia hQ thiing

1. D6p ung d6y tli.c6c quy trinh vd ki. lqt nd so?n thio vd ban hanh vln

ban; c6 Kta na"g li€n ki5t v6nban, tdi liQu diQn tt co cing nQi dung; quan lli vbn

ban; nQp luu tai liQu diQn tu vir dac ta dU liQu'

2. Co kha ning tich hop, li€n th6ng v6i cdc hQ th6ng kh6c'

3. Dam b6o vi ch(mg minh tinh x6c thyc' tin c$y, todn vgn vd khd dgng cta

vdn ban, tai liQu.

Di6u 24. YOu ciu chric ning crfia hQ thSng

10



C6c co quan, t6 chric cdn cr? C6ng vdn s6 1036/BTTTT-THH ngdy

l0l4l20l5 ciu'eO TttOne.tin vd Truydin mllg 
"9 V.iy ciu c<v bdn vd chr?c n6ng,

tinh ning k! thuit hQ thlne qudn l! van ban vd <ti6u hdnh, d6 xdy dpg chric

nang hQ itrOng quan l;i vdn bdn diQn tri th6ng nhdt, dring theo quy dinh'

Chucrng VI
TRAcH NHIEM cO,c, cAC co QUAI\, To cHltc

srlDVNG HE rsonb QUAN Lf vAN BAN, rAI LIEU DIFN TLr

Di6u 25. Trich nhiQm cria Thi tru&ng c6c co quan, don vi

1. Thri tru&ng co quan, don vi c6 tr6ch nhiQm chi d?o tng dgng hQ th6ng

quin ly vdn ban d-i€n tu vd giao ndp tai liQu di€n tri.dung 9"1 
dif hiEn hdnh'

tang cuong srl dung v5n bdn di€n tri, tung budc thay th€ vdn ban giiy trong quan

lf, <ti€u hdnh vd trao ddi th6ng tin.

2. Chi il4o viQc thitit lQp co sd dfi' liQu vdn bin di€n tt ctia co quan' phAn

cdng c6ng chii", vi€n chirc, nh6n vi6n phq tr6ch c6ng nghQ th6ng tin quan tri hQ

thdng phdn m€m.

Diiiu 26. Tr{ch nhiQm cria cin bQ, cong chrirc, vi6n chrirc, nh6n vi€n t4i

cic co quan, tlon v!

l. Sn dgng hQ ttr6ng quan $ vdn bdn, tdi liQu diQn trl dO gi6i quy€t c6ng

viQc tlugc giao.

2. Thuong xuy€n thay a6i mat khAu cua tai khoan duo. c c6p vi qr bdo vQ tai

khodn cta mlnh. iruong hqp bi m6t quy€n ki6m so6t thi khoin phdi b6o ngay

vdi ngudi phu tr6ch c6ng nghQ th6ng tin cia co quan d6 khic phuc su co Klp

thdi.

Di6u 27. Tnich nhiQm cria ngudi phg tr:ich cdng nghQ th0ng tin

1. Trong truong hqp h€ th6ng quan ly vin bdn' tai li€u tli€n tu gap sy c6'

kh6ne dem b6o tinh an toirn phdi th6ng b6o cho ngudi dring trong nQi bQ co

."*"Uie, ta su ci5, thdi gian t4m dtmg hQ th6ng, thdi gian ho4t dQng l4i'

2. Ti6n hanh c6c biQn ph6p nghiQp vq C'5 t<trac phvc, gidi quyi5t sg c6' phuc

tr6i trg trr6ng.

- 3. Ph6i hqp vdi c6c don vi chrlc ndng ddm b6o an todn thdng tin tr€n hQ

th6ng.

Chuong VII
TO CHIJC THIJ. C HIEN

Di6u 28. Hudng dAn thi hhnh

I . Quy dlnh nay 6p dyng tam thdi khi chua c6" vdn ban quy d!$ 
"f 

i{.thg'
cria co qiran 

"O 
tttArn quydnitru*g hqp c6 vln ban chinh thrlc v€ quan lli v6n

ban. Ai iieu Aiett tir thi sE diAu chinh, b6 sung cho phr) hqp'

ll



2. Thri truong c6c sd, ban, ngdnh, don vi su nghi€p thuQc tinh, Cht tich Uy
ban nhdn ddn c6c. huyQn, thi xd Long Khanh vd thdnh ph6 Bi€n Hoa chiu h6ch
nhiQm t6 chric tri€n khai thUc hiQn Quy dinh ndy.

3. Trong trudng hqp phAn m€m quin ly vdn ban <li€n tu cria c6c sfl ban
nganh thuQc tinh, UBND c6c huyQn, thi xa, thanh ph6; c6c co quan, don vi thuOc
ngu61 nQp luu tdi liQu v€ Luu b:t llch sri tinh chua rt6p rmg c6c quy dinh t?i
Quyet dinh ndy,. c6c co quan, don vi phdi ndng c6p, bd sung hoan thiQn chuc
nbng hQ th6ng d€ thlrc hiQn th6ng nh6t trong todn tinh.

. 4. Trong quri trinh t6 chfc thuc hiQn,.n6u c6 nhirngv6n dd kh6 khin,vudng
mic, c6c don vi, dia phuong phan 6nh vC SO NOi vU de t6ng hqp trinh Uy ban
nhAn ddn tinh xem x6t, chi dao./.

KT. CHU TICH
PHO CHU TICH
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TEN CQ, TC CAP.TREN CQNG HOA XA TTQT CTTU NCgiI VIET NAM

r0r.r co QUAN, to at*c 
- 

ooc bp - iq do - Hanh ptrfc

Phg lgc sd 0l

rH6NG rrN DAu vio cui"ou llpu guAx r.ivAn Pful oer
(Ban hdnh r,a^ *iob"ia' nyl';15!'9u:, {'' /20 I B

cila chi 'i'i 
u=i'u"' nhdn dai tinh D6ng Nai)

l. Ma dinh danh co quan' t6 chric

2. Nim
3. NgdY th6ng d6n

+. 56 dcn

5. T6c gii v6n ban

6. SO vd lci hiQu

7. NgdY thang ndm vdn bAn

8. TOn lo4i

9. Trich Y6u nQi dung

t0. Y ki6n Phdn Phoi, chi dao

1 1. Thdi hqn gidi quY6t

ii. to" dq kh6n 0<han/thuqng khanftoat6c;

13. Ghi chn

IJ



TEN CQ, TC CAP TREN CQNG HOA XA HQI CHU NGHIA VIET NAM
TtN co QUAN, TO cHrJc EQc r{p - Tq do - Hqnh phric

rHoNG rrN DAu vAo cPJi ltrTrffo quA* Lf vAN BAN Dr
(Ban hdnh kDm theo QuyOt dinh s6.l46ng, 6fi t, tZOt A

cia Chu tich IJy ban nhan dain'ini DA"g N-a,)

1. Ma tlinh danh co quan, t6 chric

2. Ndm

3. 56 ve kj hiQu vhn b6n

4. Ngdy thring vdn bdn

5. TOn lo4i

6. Trich y6u nQi dung

7. Ngudi lcf

8. Mric d0 ttrAn 6frArVttruong khrinh6a t6c)
9. Noi nhdn

10. Thdi han gi6i quy€t

11. TQp tin ilinh kdm

12. Danh s6ch ciic vin ban di kdm (ntiu c6);
13. Ghi chri
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TEN CQ, TC CAP TREN CQNG HOA XA IIQI CHO NGHiA VIET NAM
TtN cO QUAN, To cHtlc DQc Up - Tqr do - H4nh phric

Phu luc 3
DANH MUC TAI LIEU DIfN TrI cua...gen co quan, don vi)

Nim...
(Ban hdnh kim theo Quy& ainn s64 ngay.65 / ) /20 I B

cia Chu tich Uy ban nhin ddn linh D6ng Nai)

STT T6n il€ muc vi ti€u
<16 h6 sc. tii li€u

Thoi hqn bio
quin

Do'n vy'ngudi
thuc hi€n

Ghi chrl

I. T€n d€ muc l6n
1. TOn d€ muc nh6

Ti€u d€ tai li€u

Cdn crl vdo chric ndng, nhi€m vu, m5i co quan, don vi xdy dUng Danh muc tdi
liQu di€n tu cho phi hqp.

v[ DV THAM rILo:

STT TGn iti rntc vi ti€u d6 hO sa, tii liOu
Thoi h4n bio

quin
Eon vy'ngudi

thuc hi6n
Ghi
chri

I. Til li{rr t6ng hqp
I C6ng vin t[i-. 50 ndm Nguy€n Vin A

2 KC ho4cft, B:lo c"io ndm Wnh vi6n Nguy€n Vdn B

IL Tii liQu leo dQng, ti€n luong

I Brlo c.i,o t6ng hgrp tinh hinh tai n4n lao
dQng hang nem cria ngdnh, c0 quan

Vinh viEn Nguy€n Vin A

2 C6ng vdn trao d6i v€ c6ng tric lao tlQng l0 nim Nguy€n Vdn B

III. Tii liQu Khoa hqc cdng nghQ

IV. Tii liQu xiy dqng co bin

l5


