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Churrng I
NHUNG QUY DJNH CHUNG

Di~u 1. Pharn vi va dBi tm}'ng ap dung
1. Quy chS nay quy dinh v~ hoat dong van thu, luu trir trong UBND xa

Hoang Dire va t6 chirc, ca nhan co lien quan.

2. Cong tac van thu bao gom cac cong viec v~ soan thao, ban hanh van ban;
quan ly van ban va tai lieu khac hinh thanh trong qua trinh hoat dong cua UBND;
i?p h6 sa va giao nQP h6 So', tai lieu vao Luu trfi UBND; quan ly va su dung con
d~u trong cong tac van thu.

3. Cong tac luu trfr bao g6m cac cong viec v~ thu thap, chinh ly, xac dinh gia
tri, bao quan, thong ke va sir dung tai lieu luu trfr hinh thanh trong qua trinh hoat
dong cua UBND. .

Di~u 2. Giai thich tir ngfr

1. Van ban den la t~t ca cac loai van ban, bao gom van ban quy pham phap
luat, van ban hanh chinh va van ban chuyen nganh (kS ca ban fax, van ban duoc
chuyen qua mang, van ·ban mat) va don, thu gui dSn UBND.

2. Van ban di la t~t ca cac loai van ban, bao g6m van ban quy pharn
phap luat, van ban hanh chinh va van ban chuyen nganh (kS ca ban sao van ban,
van ban noi bQva van ban mat) do UBND phat hanh.

3. Ban thao van ban la ban diroc viet hoac danh may, hinh thanh trong qua
trinh soan thao van ban.

4. Ban g6c van ban la ban hoan chinh v~ noi dung, thS thirc van ban duoc
UBND ban hanh va co chir ky true tiSp cua nguoi co thAm quyen.

5. B~n chinh van ban la ban hoan chinh v~ nQi dung, thS thirc van ban va
duoc UBND ban hanh.

6. Ban sao y ban chinh la ban sao d~y du, chinh xac noi dung cua van ban va
duoc trinh bay theo thS thirc quy dinh. Ban sao y ban chinh phai duoc thuc hien tir
ban chinh.

7. Ban trich sao la ban sao mot phan noi dung cua van ban va diroc trinh bay
theo thS thirc quy dinh, Ban trich sao phai diroc thuc hien tir ban chinh.
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• 8. Ban sao luc la ban sao d~y du, chinh xac noi dung cua van ban, duoc thuc
hien tir ban sao y ban chinh va trinh bay theo thS thtrc quy dinh.

9:H6 sa la mot t~p tai li~u co lien quan voi nhau vS mot v<1ndS, mot su viec,
mot d6i tuong cu thS hoac co dac diSm chung, hinh thanh trong qua trinh theo oi,
giai quyet cong viec thuoc pham vi chirc nang, nhiem VI,l cua ca quan, t6 chirc, ca nhan.

1O. Lap h6 sa la viec tap hop, s~p xep van ban tai lieu hinh thanh trong qua
trinh theo doi, giai quyet cong viec cua co quan, t6 chirc, ca nhan thanh h6 sa theo
nhfrng nguyen t~c va phuong phap nh<1tdinh.

11. Thu thap tai lieu la qua trinh xac dinh nguon tai lieu, hra chon, giao nhar:
tai lieu co gia tri dS chuyen vao Liru trfr UBND.

12. Chinh ly tai lieu la viec phan loai, xac dinh gia tri, s~p xep, thong ke, I~p
cong C\! tra ciru tai li~u hinh thanh trong hoat dong cua UBND, t6 chtrc, ca nhan.

13. Xac dinh gia tri tai lieu la viec danh gia gia tri tai lieu theo nhirng nguyen
t~c, phirong phap, tieu chuan theo quy djnh cua co quan co tham, quyen dS xac dinh
nhirng tai lieu co gia tri hru tnr, thai han bao quan va tai lieu h~t gia trio

J)i~u 3. Trach nhiem dBi vo'i cong tac van thir, IU'u trfr

1. Cong tac van thtr, hru trir xii Hoang Dire d?t duoi sir chi dao thong nhat
cua 0y ban nhan dan tinh Thanh Hoa, UBND huyen Ho~ng Hoa. Cong clurc
VPTK (phu trach van thir, hru trfr) co trach nhiern giup 0y ban nhan dan xii quan
ly cong tac van thu, hru trfr cua xii, tham rmru cho Uy ban nhan dan xii trong viec
ban hanh cac van ban quan ly vS van thu, hru trfr va hirong dfrn CB, CC UBND
xii thuc hien thong nhat cac quy dinh cua Nha nuoc vS cong tac van thu, luu trir
trong qua trinh thuc hien nhiern V\!.

2. Trach nhiem elm CCVP- TK xii.

Cong chtrc VP- TK UBND xii giup Chu tich UBND xii t6 chirc true tiep quan
ly, kiSm tra, giam sat viec thirc hien cong tac van thu, hru trir tai UBND, dong thai
t6 chirc huong dfrn nghiep V\! vS cong tac van thu, luu trfr cho CB, CC UBND xa.

3. Trach nhiem cua can bo, cong chirc.

Trong qua trinh giai quyet cong viec lien quan d~n cong tac van thu, luu trir,
can bo, cong chirc, phai thirc hien nghiem cac quy dinh cua co quan, t6 chirc va
quy dinh cua phap luat vS van thir, luu tnr.

J)i~u 4. Bao v~ bi m~t nha nurrc trong cong tac van thu, hru trfr

MQi hoat dong trong cong tac van thu, hru trfr cua UBND co lien quan den
bi mat nha mroc phai thuc hien theo cac quy dinh cua phap luat hien hanh vS bao
v~ bi mat nha mroc.
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SO~N THAo vA BAN HANH VAN BAN

f)i~u 5. Hinh thirc van ban

Gorn cac loai hinh van ban sau:

1. Van ban quy pham phap luat;

2. Van ban hanh chinh;

f)i~u 6. Th~ thu'C va ky thu~t trinh bay van ban

1. Van ban quy pham phap luat: Thirc hien theo quy dinh tai Chuang V,
Nghi dinh s6 34/20161ND-CP ngay 14 thang 5 nam 2016 cua Chinh phu quy dinh
chi ti~t mot s6 dieu va bien phap thi hanh Luat ban hanh van ban quy pham phap luat.

2. Van ban hanh chinh: Thirc hien theo quy dinh tai Thong nr s6
o 1I20111TT-BNV ngay 19 thang 01 nam 2011 cua BQ tnrong BQ NQi vu huang
d~n vS thS thirc va ky thuat trinh bay van ban hanh chinh.

f)i~u 7. Soan thao van ban

1. Vi~c soan thao van ban quy pham phap luat thuc hien cac quy dinh cua
Luat ban hanh van ban quy pham phap luat ngay 22 thang 6 narn 2015 va Nghi
dinh s6 34/20161ND-CP ngay 14 thang 5 nam 2016 cua Chinh phu quy dinh chi ,
ti~t mot s6 diSu va bien phap thi hanh Luat ban hanh van ban quy pham phap luat.

2. Vl~c soan thao van ban khac diroc thirc hien nhu sau:
a) Can cir tinh chat, nQi dung cua van ban d.n soan thao, Chu tich UBND xa "

giao cho can bQhoac cong chirc soan thao hoac chu tri soan thao van ban;
b) Can bQ, cong chirc diroc giao soan thao van ban co trach nhiem thuc hien

cac cong viec: Xac dinh hinh thirc, noi dung, dQmat, dQkhan, noi nhan van ban; thu
thap va xu ly thong tin co lien quan; soan thao van ban; tnrong hop cfin thiet, dS
xu~t voi lanh dao UBND, t6 chirc tham khao y ki~n cua cac don vi, ca nhan co lien
quan; nghien CUu y kiSn tiep thu dShoan chinh ban thao; trinh duyet du thao van ban
kern theo cac tai lieu co lien quan, y kien dS xuat cua CB, cong chirc, soan thao va
y ki~n cua lanh dao xa.

f)i~u 8. Duy~t d •••· thao van ban, SU'3 chira, bB sung d1! thao van ban dii
duyet

] . DlJ thao van ban phai do ngiroi co thfrm quyen ky duyet v~n ban.
2. Trong tnrong hop dir thao da duoc lanh dao UBND xa phe duyet nhung

thay cfin thi~t phai sua d6i, b6 sung them vao du thao thi can bo, cong chirc, duoc
giao nhiem vu soan thao phai trinh nguoi da duyet dir thao xern xet, quyet dinh
viec sua d6i, b6 sung.

f)i~u 9. Ki~m tra van ban trmrc khi ky ban hanh
1. Lanh dao UBND xa hoac ca nhan chu tri soan thao van ban kiSm tra va

chiu trach nhiem dQ chinh xac cua noi dung, hinh thirc van ban, ky nhay/tat vao
cu6i noi dung van ban (sau d~u .I.) tnroc khi trinh lanh dao UBND ky ban hanh; dS
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., xuat rmrc 09 khan, mire 09 mat; xac dinh doi urong nhan van ban, trinh nguoi ky
van ban quyet dinh.

2: Cong chirc VPTK giup UBND xa thuc hien kiSm tra l~n cuoi va chili
trach nhiem vS thS thuc, ky thuat trinh bay, thu tuc ban hanh van ban dung theo
quy dinh va ky nhay/tat van vi tri cuoi cung a "Noi nhdn".

Di~u 10. Ky van ban
1. Th~m quyen ky van ban thuc hien theo quy dinh cua phap Iuat, Quy ch(~

lam viec cua UBND xa theo tirng nhiem ky.
2. Quyen han, chirc vu, ho va ten, chir ky cua nguoi co th~m quyen:
a) Van ban quy pham phap luat thuc hien theo Luat ban hanh van ban quy

pham phap Iuat va cac van ban huang d~n thi hanh;
b) Van ban hanh chinh thirc hien theo BiSu 12' Thong tir s6 01120 111TT-

BNV ngay 19 thang 01 nam 2011 cua B9 tnrong B9 N9i vu huang d~n thS thirc Vel
ky thuat trinh bay van ban hanh chinh (sau day goi cit la Thong ill s6 01l2011nT-BNV).

3. Khong dung but chi, but mire do hoac cac loai mire d~ phai dS ky van ban.
Di~u 11. Ban sao van ban
I., Cac hinh thirc san van ban gom: Sao y ban chinh, san Iuc va trich sao.
2. ThS thirc ban san thirc hien theo quy dinh tai Thong ill s6 01l20111TT-BNV.

3. Viec san y ban chinh, san luc, trich san van ban do lanh dao UBND X£l
quyet dinh,

4. Ban san y ban chinh, san luc va trich san duoc thuc hien dung theo qu;
dinh cua phap Iuat va co gia tri phap ly nhu ban chinh.

5. Khong duoc sa~, chup, chuyen phat ra ngoai UBND, nhirng y kiSn ghi
ben IS van ban. Truong hop nhirng Y kiSn cua lanh dao UBND ghi ben IS van ban
c~n thiSt cho viec giao dich, trao d6i cong tac phai duoc cu thS hoa bang van ban
hanh chinh.

•

Ml}C 2
QUAN LYVAN BAN

,
Di~u 12. Nguyen t~c chung
1.' T~t ca van ban di, van ban dSn cua UBND xa phai duoc quan 1Y t?P trung

tai Van thir UBND (sau day goi t~t la Van thir) dS lam thu tuc tiep nhan, dang y,
tnr nhimg loai van ban duoc dang ky rieng theo quy dinh cua phap luat, Nhimg vall
ban di, van ban den khong diroc dang ky tai Van thir, cac don vi, ca nhan khong co
trach nhiem giai quyet.

2. Van ban di, van ban dSn thuoc ngay nao phai duoc dang ky, phat hanh,
chuyen giao trong ngay, cham nh~t la trong ngay lam viec tiep theo. Van ban dSn
co d~u chi cac mire d9 kh~n: "Hoa toe" (kS ca "Hoa t6c hen gio"), "Thuong khan"
va ';Kh~n" (sau day goi chung la van ban khan) phai diroc dang ky, trinh va chuyen



giao ngay sau khi nhan duoc. van ban kh~n di phai duoc hoan thanh thu tuc phat
hanh ngay sau khi van ban duoc ky.

3. Van ban, tai lieu co nQi dung bi mat nha nuoc (sau day goi t~t la van ban
mat) duoc dang ky, quan ly theo phap luat hien hanh v@bao v~ bi mat nha mroc va
quy dinh tai Quy che nay .. ..

Di~u 13. Trinh tt}' quan Iy van ban d~n
Tc1tca van ban d~n UBND phai duoc quan Iy theo trinh tv sau:

1. Ti~p nhan, dang ky van ban d~n.

2. Trinh, chuyen giao van ban d~n.

3. Giai quyet va theo doi, don d6c viec giai quyet van ban den.

Di~u 14. Ti~p nh~n, dang ky van ban d~n
1. Ti~p nhan van ban den:

a) Khi tiep nhan van ban d~n tit moi nguon, trong gio hoac ngoai gio lam
Vl~C, cong chirc VPTK (phu trach van thir) phai kiSm tra s6 hrong, tinh trang bi,
dau niern phong (neu co), kiSm tra, d6i chi~u voi noi giri tnroc khi nhan va ky
nhan;

b) Truong hop phat hien thieu, mc1tbi, tinh trang bi khong 'con nguyen ven
hoac van ban diroc chuyen d~n muon hon thai gian ghi tren bi (d6i voi bi van ban
co dong dc1u"Hoa toe hen gio"), van thir hoac nguoi duoc giao nhiern vu ti~p nhan
van ban d~n phai bao cao ngay nguoi co trach nhiem; tnrong hop cfin thiet, phai
lap bien ban voi nguoi chuyen van ban;

c) D6i voi van ban d~n duoc chuyen phat qua mang, van thu phai kiSm tra
s6 hrong van ban, s6 hrong trang cua m6i van ban; n~u phat hien co sai sot, phai
kip !hai thong bao cho noi gui hoac bao cao nguoi co trach nhiem xem xet, giai
quyet.

2. Phan loai sa bo, boc bi van ban d~n:

Cac bi van ban d~n diroc phan loai va xu ly nhir sau:

a) Loai phai boc bi: Cac bi van ban d~n giri cho UBND;
b) Loai khong boc bi: Cac bi van ban giri dich danh ca nhan va cac t6 chtrc

doan thS trong co quan. Nhtrng van ban giri dich danh ca nhan, n~u la van ban lien
quan d~n cong viec chung cua UBND thi can bQ, cong chirc nhan van ban co trach
nhiern chuyen lai cho Van thu dS dang ky; .

c) Viec boc bi van ban mat duoc thuc hien theo quy dinh tai Thong nr s6
33/2015/TT-BCA ngay 20 thang 7 nam 2015 cua BQ tnrong BQ Cong an v@huang
d§n thuc hien mot s6 di@ucua Nghi dinh s6 33/2002/ND-CP ngay 28 thang 3 nam
2002 cua Chinh phu quy dinh chi ti~t thi hanh Phap lenh Bao v~ bi mat nha mroc
va quy dinh cu thS cua co quan, t6 chirc (sau day goi t~t la Thong tir s6
33/20 15/TT-BCA);

5



d) Khi boc bi phai d6i chiSu s6, ky hieu ghi ngoai bi voi s6, ky hieu cua van
ban trong bi; nSu van ban dSn co kern theo phieu giri thi phai d6i chiSu van ban
trong bi voi phieu giri, ky xac nhan, dong d~u vao phieu giri va giri tra lai cho I1O'i

giri van ban; twang hop phat hien co sai sot, thong bao cho noi gui biSt d~ giai quyet;

d) D6i voi dun, thir khiSu nai, t6 cao va nhirng van ban can phai kiem tra,
xac minh hoac nhtrng van ban d6n ma ngay nhan each qua xa ngay, thang cua van
ban thi gifr lai bi va dinh kern voi van ban d~ lam bang chung.

3. Dong d~u dSn, ghi s6 va ngay dSn:

a) T~t ca van ban d6n thuoc dien dang ky tai Van thir phai duoc dong d~u
"DSn", ghi s6 dSn va ngay, thang, narn dSn. Rieng d6i voi van ban fax, phai chup
lai tnroc khi dong dau "DSn"; d6i voi van ban diroc chuyen qua rnang, trong
tnrong hop can thiet, co th~ in ra va lam thu tuc dong dau "DSn". Sau do, khi nhan
diroc ban chinh, phai dong d~u "DSn" vao ban chinh va lam thu tuc dang ky (s6
dSn, ngay dSn la s6 va ngay da dang ky a ban chuyen phat qua mang);

b) Nhfrng van ban den khong thuoc dien dang ky tai bQ phan Van thu thi
Van thir chuyen cho noi nhan ma khong phai dong d~u "DSn";

c) D~u "DSn" duoc dong r6 rang, ngay ngan vao khoang trong diroi s6, ky
hieu (d6i voi nhirng van ban co ten loai), duoi phan trich ySu noi dung (d6i voi
cong van) hoac vao khoang trong duoi ngay, thang, nam ban hanh van ban.

Mfiu d~u "DSn" va each ghi cac thong tin tren dau "DSn" thirc hien theo
huang dfin tai PhI,! luc I Thong tu s6 07/20 12/TT -BNV ngay 22 thang 11 narn 20 1=~
cua BQ tnrong BQ NQi VI,!huang dfin quan ly van ban, l~p he, So' va nop he, So', tai
li~u vao Liru trfr Co' quan (sau day goi t~t la Thong tir s6 07/20 12/TT-BNV).

4. Van ban kh~n den ngoai gio lam viec, ngay l~, ngay nghi, thi can bo, cong
chuc, tiep nhan co trach nhiem ky nhan va bao cao ngay voi lanh dao UBND hoac
CCVPTK dS xu lY.

5. Van ban dSn phai duoc dang ky vao s6 dang ky van ban dSn tren co sa dfr
lieu quan ly van ban dSn tren may vi tinh. Djnh ky phai in, t~p hop, dong thanh S6
dang ky van ban dSn va hru tnr theo quy dinh hien hanh d~ tra ciru khi c~n thist.

6. Van ban mat dSn duoc dang ky vao s6 rieng; neu sir dung phan m~m tren
may vi tinh thi khong duoc n6i mang LAN (mang nQi bo) hoac mang Internet.

Di~u 15. Trinh, chuyen giao van ban d~n

1. Trinh, phan phdi van ban den:

a) Sau khi dang ky van ban den, Van thu phai trinh kip thai cho CTUBND
xem xet cho y kiSn phan phoi, chi dao giai quyet. Van ban dSn co d~u chi cac mire
dQ kh~n phai duoc trinh va chuyen giao ngay sau khi nhan duoc. Van ban d6n
duoc trinh tnrc tiep hoac trinh tren mang cho.ngtroi co th~m quyen;

b) Ngiroi co th~m quyen phan phoi van ban dSn cho y kiSn phan phoi, hi
dao giai quyet va thai gian giai quyet van ban (nSu can) true tiep tren van ban den,
tren mang noi bo. Truong hop nguoi co tham quyen cho y kien phan phoi true tiep
tren van ban dSn thi y kiSn phan phoi duoc ghi vao muc "chuyen" trong d~u
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"f)~n". f)6i voi van ban den lien quan d~n nhiSu don vi hoac nhiSu ca nhan xu ly
thi nguoi co th~m quyen sir dung Phi~u giai quyet van ban d~n, ghi r5 don vi hoac
ca nhan chu tri, phoi hop thuc hien;

M~u Phi~u giai quyet van ban d~n quy dinh tai Phu luc ~V Thong tu s6
07/2012/TT-BNV;

c) Sau khi co y kien chi dao giai quyet (neu co) cua nguoi co th~m quyen,
ban chinh van ban d~n duoc chuyen tro lai Van thu dS dang ky b6 sung vao s6
dang ky van ban den hoac vao co sa dfr lieu quan Iy van ban d~n tren may vi tinh.

2. Chuyen giao van ban d~n:

a) Can cir vao y ki~n chi dao giai quyet cua nguoi co th~m quyen, Van thu
thuc hien chuyen giao ban chinh van ban d~n cho don vi hoac ca nhan giai quyet,
Viec chuyen giao van ban phai bao dam kip thai, chinh xac, dung d6i nrong, chat
che, gifr gin bi mat noi dung van ban. Khi chuyen giao ban chinh van ban d~n, Van
thu phai l~p s6 chuyen giao van ban den theo quy dinh;

b) Don vi hoac ca nhan nhan ban chinh van ban d~n phai ky nhan vao s6
chuyen giao van ban d~n hoac s6 dang ky van ban d~n;

M~u "S6 chuyen giao van ban d~n" va each ghi thong tin trong s6 thuc hien
theo huang d~n tai Phu luc V Thong nr s6 07/20 12/TT-BNV.

c) D6i voi van ban d~n co dong dclu "Hoa toe", "Thuong 'khan", Van thir
phai ghi r5 thai gian chuyen cho nguoi co trach nhiem xu IY.

Di~u 16. Giai quy~t va theo doi, don dac vi~c giai quyet van ban d~n
1. Giai quyet van ban d~n:
a) Sau khi nhan duoc van ban d~n, can bo, cong clurc co trach nhiern giai

quyet kip thai theo thai han diroc phap luat quy dinh hoac theo quy dinh cua
UBND. Nhfrng van ban d~n co dclu chi cac rmrc dQ kh~n phai giai quyet tnroc;

f)6i voi van ban d~n co lien quan d~n cac CB, CC hoac ca nhan chu tri giai
quyet phai giri van ban hoac ban sao van ban do (kern theo phieu giai quyet van
ban d~n co y ki~n chi dao giai quyet cua ngiroi co th~m quyen) dS lcly Y ki~n cua
cac CB, CC. Khi trinh .tanh dao UBND xem xet, quyet dinh, CB, CC hoac ca nhan
chu tri phai trinh kern van ban tham gia y ki~n cua CB, CC co lien quan.

2. Theo doi, don doc viec giai quyet van ban den:
a) Tclt ca van ban dSn co cln dinh thai han giai quyet phai duoc theo doi, don

doc vS thai han giai quyet;
b) Chu tich VBND xa giao cho Cong chirc VPTK thuc hien theo doi, don

d6c viec giai quyet van ban d~n;
c) Cong chirc VPTK co nhiern vu tong hop s6 lieu dS bao cao nguoi duoc

giao trach nhiem theo doi, don d6c viec giai quyet van ban dSn.
d) D6i voi van ban den co dclu "Tai lieu thu h6i", van thir co trach nhiem

theo doi, thu h6i hoac giri tra lai noi giri theo dung thai han quy dinh.

I

;.
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M~u "S6 theo doi giai quyet van ban d~n" va each ghi thong tin trong s6
thirc hi~~ theo huang d~n tai Phu luc VI Thong tu s6 07/20 12/TT -BNV.

Di~u 17. Trinh t'! ghii quyet van ban di
Van ban di phai diroc quan 1y theo trinh tu sau:
1. KiSm tra thS thirc va ky thuat trinh bay van ban; ghi s6 va ngay, thang.

nam cua van ban.
2. KiSm tra, d6i chi~u chir ky cua ngiroi co tham quyen ky van ban.
3. Dang ky van ban di.
4. Nhan ban, dong delu co quan va delu rmrc dQ mat, khfin (neu co).
5. Lam thu tuc phat hanh, chuyen phat va theo d6i viec chuyen phat van ban di.
6. Liru van ban di.
Di~u 18. Ki~m tra th~ tlnrc va ky thu~t trinh bay van ban; ghi 's& va

ngay, thang, nam cua van ban
1. KiSm tra thS thirc va ky thuat trinh bay van ban
Tnroc khi phat hanh van ban, Van phong thong ke kiSm tra lai thS thirc Vel

ky thuat trin? bay van ban; n~u phat hien sai sot thi bao cao nguoi co trach nhiem xem
xet, giai quyet,

2. Ghi s6 va ngay, thang, nam ban hanh van ban:

a) Ghi s6 van ban

Telt ca van ban di cua UBND xa diroc ghi s6 theo h~ thong s6 chung cua
UBND, do Van phong thong nhelt quan ly; tnr tnrong hop phap luat co quy dinh
khac.

Viec ghi s6 van ban quy pharn phap luat duoc thuc hien theo quy dinh cua
phap luat hien hanh va dang ky rieng.

Viec ghi s6 van ban hanh chinh thuc hien theo quy dinh tai DiSm a, Khoan
1, Di~u 8 Thong tir s6 01120111TT-BNV.

b) Ghi ngay, thang, nam van ban

Viec ghi ngay, thang, nam cua van ban quy pham phap luat duoc thirc hien
theo quy, dinh cua phap luat hien hanh,

Viec ghi ngay, thang, nam cua van ban hanh chinh duoc thuc hien theo qUJ
djnh tai DiSm b, Khoan 1, Di~u 9 Thong tu s6 01/20) 1/TT-BNV.

3. Van ban mat di duoc dang ky vao mot s6 va mot h~ thong s6 rieng,

Di~u 19. Dang ky van ban di
Van ban di diroc dang ky vao co sa dfr lieu quan 1y van ban di tren may vi

tinh.

a) Yeu c~u chung d6i voi viec xay dung co sa dfr lieu quan 1y van ban di
duoc thuc hien theo guy dinh cua phap luat hien hanh v~ linh vue nay;
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b) Viec dang ky (C?P nhat) van ban di vao co sa dfr lieu quan ly van ban di
duoc thuc hien theo huang dftn sir dung chuang trinh phan mem quan ly van ban
cua VB D, phai dap irng cac tieu chuftn ky thuat vS hru trir va truy C?P;

c) Thong tin vS van ban di duoc dang ky vao Co sa dfr lieu quan ly van ban
di phai QUQ'cin ra giay, t?P hop lai, dong thanh s6 dang ky van ban di va hru trir
theo quy dinh hien hanh d~ tra ciru khi can thiet.

I)i~u 20. Nhfin ban, dong diu coo quan va diu rmrc d(>khan, m~t

1. Nhan ban:

a) S6 hrong van ban can nhan ban d~ phat hanh duoc xac dinh tren co sa s6
luong tai phan noi nhan cua van ban; nSu gui dSn nhiSu noi ma trong van ban
k~ong li~t ke du danh sach thi don vi soan thao phai co phu luc noi nhan ken! theo
de hru a Van thu;

b) Noi nhan phai duoc xac dinh cu th~ trong van ban tren nguyen t~c van
ban chi gui den co quan, t6 chirc, don vi co chirc nang, thftm quyen giai quyet, t6
chirc phoi hop thuc hien, bao cao, giam sat, ki~m tra lien quan dSn noi dung van
ban; khong giri virot cap, khong gui nhiSu van ban cho d6i tuong, khong giri dSn
cac d6i tuong khac d~ tham khao;

c) Gifr gin bi mat noi dung van ban va thirc hien nhan ban theo dung thai
gian quy dinh;

d) Viec nhan ban van ban mat phai co y kiSn cua Ianh dao UBND va duoc
thuc hien theo quy dinh tai Khoan 1, DiSu 8 Nghi dinh s6 33/2002/NI)-CP ngay 28
thang 3 narn 2002 cua Chinh phu quy dinh chi tiSt thi hanh Phap lenh Bao v~ bi
mat nha nuoc.

2. Dong dau UBND:

a) Viec dong d~u len chir ky va cac phu luc kern theo van ban chinh phai r5
rang, ngay ngan, dung chieu va dung dung mire dau quy dinh. Khi dong d~u len
chir ky thi dau dong phai trum len khoang 1/3 chir ky vS phia ben trai;

b) D~u giap lai diroc dong vao khoang giira mep phai cua van ban hoac phu
luc van ban, trum len mot phan cac ta gi~y; m6i d~u dong t6i da 05 trang van ban.

3. Dong d~u dQ khan, mat:

a) Viec dong d~u chi cac Il1UCdQ khftn ("Hoa toe", "Hoa t6c hen gio",
"Thuong khftn" va "Khftn") tren van ban hanh chinh diroc thuc hien theo quy dinh
tai £)i~m b, Khoan 2, £)iSu 15 Thong tir s6 01l2011/TT-BNV;

b) Viec dong d~u chi cac mire dQ mat ("Tuy~t mat", "T6i mat" va "Mat"),
d~u "Tai lieu thu h6i" tren van ban duoc thuc hien theo quy dinh tai DiSu 4, £)iSu
5 Thong tir s6 33/20 15/TT-BCA; II

c) Viec dong d~u cac chi dftn vS pham vi hru hanh ("Tra lai sau khi h9P",
"Xern xong tra lai", "Luu hanh noi bo") tren van ban duoc thuc hien theo quy dinh
tai £)i~1l1c, Khoan 2, DiSu 15 Thong tu s6 01120111TT-BNV.

II
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Di~u 21. Thii tI}C phat hanh, chuyen phat va theo doi vi~c chuyen phat
van ban di

1. Thu tuc phat hanh van ban

Van thu co quan, t6 chirc tien hanh cac cong viec sau day khi phat hanh van
ban di:

a) Lira chon bi;
b) ViSt bi;
c) Vao bi va dan bi;
d) Dong d~u d9 khan, d~u ky hieu d9 mat va d~u khac len bi (neu co).
Bi van ban phai co kich thuoc Ian han kich thuoc cua van ban; duoc lam

bang loai gi~y dai, ben, kho tham mroc, khong nhin thau qua duoc va co dinh
hrong it nhat nr 80gram/m2 tro len. Bi van ban mat diroc thuc hien theo quy dinh
tai DiSm c, Khoan 3, DiSu 7 Thong tir s6 33/20 1S/TT-BCA.

M~u trinh bay bi van ban va each viet bi thuc hien theo huong d~n tai Phu
Iuc VIII 'Thong tu s6 07/2012/TT-BNV.

2. Chuyen phat van ban di:
a) Nhtrng van ban da lam d~y du thu tuc van thu theo quy dinh phai duoc

phat hanh ngay trong ngay van ban do duoc dang ky, cham nh~t la ngay lam viec
tiSp theo. D6i voi van ban quy pham phap luat co thS phat hanh sau 03 ngay, kS tir
ngay ky van ban; .

b) D6i voi nhtrng van ban "Hen gio", "Hoa toe", "Kh~n", "Thuong khan"
phai diroc phat hanh ngay sau khi lam d~y du cac thu tuc van thu;

c) Van ban di diroc chuyen phat qua buu dien phai duoc dang ky van s6 gui
van ban di buu dien, Khi giao bi van ban, phai yeu c~u nhan vien biru dien kiSm
tra, ky nhan va dong d~u van s6;

M~u s6 giri van ban di biru di~n va each ghi s6 thirc hien theo huang d~n tai
Phu luc X Thong tu s6 07/20 12/TT-BNV. .

d) Viec chuyen giao true tiep van ban cho cac don vi, ca nhan trong cong S()'

xa hoac cac co quan, t6 chirc, ca nhan ben ngoai phai duoc ky nhan van s6 chuyen
giao van ban di;

M~u S6 chuyen giao van ban di va each dang ky thirc hien theo huang d~n
tai Phu luc IX Thong tir s6 07/2012/TT-BNV.

d) Chuyen phat hanh van ban di qua mang
Trong tnrong hop can chuyen phat van ban di qua mang, nhung sau do phai

giri ban chinh d6i voi nhirng van ban co gia tri hru trir.
e) Chuyen phat hanh van ban mat thuc hien theo quy dinh tai DiSu 10 va

DiSu 16 Nghi dinh s6 33/2002IND-CP va quy dinh tai DiSu 7 Thong tu S(:~

33/201S/TT-BCA.
3. Theo doi viec chuyen phat van ban di

]0



Van phong co trach nhiem theo doi viec chuyen phat van ban di, cu thS nhu
sau:

a) Lap PhiSu giri dS theo doi viec chuyen phat van ban di theo yeu c~u cua
nguoi ky van ban. Viec xac dinh nhtrng van ban di can l~p PhiSu giri do don vi
hoac ca nhan soan thao van ban dS xuat, trinh nguoi ky van ban quyet dinh;

b) D6i voi nhtrng van ban di co dong d~u "Tai lieu thu hE>i"',phai theo d5i,
thu hE>idung thai han; khi nhan lai, phai kiSm tra, d6i chieu dS bao dam van ban
khong bi thiSu hoac th~t lac;

c) Truong hop phat hien van ban bi th~t lac, khong co ngiroi nhan phai kip
thai bao cao nguoi co trach nhiern xem xet, giai quyet.

Di~u 22. Liru van ban di

1. Viec hru van ban di duoc thuc hien nhir sau:

a) M6i van ban di phai hru hai ban: Ban g6c hru tai Van thu va ban chinh
luu trong hE>sa theo doi, giai quyet cong viec;

b) Ban g6c hru tai Van thu phai diroc dong dau va s~p xep theo tlnr tv dang ky.

2. Truong hop van ban di diroc dich ra tieng mroc ngoai hoac tieng dan tQc
thiSu s6, ngoai ban hru bang tieng Viet phai hru kern theo ban dich chinh xac noi
dung bang tieng mroc ngoai hoac tieng dan tQc thiSu s6.

3. Viec hru gifr, bao quan va sir dung ban hru van ban di co dong d~u chi cac
mire dQ mat duoc thuc hien theo quy dinh hien hanh vS bao v~ bi rri~t Nha mroc.

4. Van phong co trach nhiem lap s6 theo doi va phuc vu kip thai yeu c~u sir
dung ban hru tai Van thir theo quy dinh cua phap luat .

M~u· S6 sir dung ban hru va each ghi s6 thirc hien theo huang d~n tai Phu luc
XI Thong tu s6 07/20 12ITT-BNV.

Mue3
L~P HO SO vA GIAO NOP HO SO, TAl LI~U vAo LUll TRU CO QUAN

Di~u 23. NQi dung vi~e I~p h8 so va yeu e~u d8i v6'i h8 SO' duge I~p

1. NQi dung viec lap hE>sa cong viec:

a) M6 hE>sa

Can cir vao Danh muc hE>sa cua UBND va thuc tS cong viec duoc giao, can
bo, cong chirc, phai chu~n bi bia hE>so, ghi tieu dS hE>sa len bia tIE>so, trong qua
trinh giai quyet cong viec cua rninh se tiep tuc dira cac van ban hinh thanh co lien
quan vao hE>sa.

b) Thu thap, cap nhat van ban vao hE>sa

Can bo, cong chirc, co trach nhiern lap hE>so, thu thap, cap nhat d~y du cac
van ban, giay to' va cac tir lieu co lien quan dSn sir viec vao hE>sa.
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Cac van ban trong h6 sa phai diroc s~p xSp theo mot trinh tv hop ly, tuy theo
dac diSm khac nhau cua cong viec dS lira chon each sap xep cho phu hop.

c KSt thuc va bien muc h6 sa

Khi cong viec giai qUYStxong thi h6 sa diroc kSt thuc. Can bo, cong chuc,
co trach nhiem lap h6 sa phai kiSm tra, xem xet, b6 sung nhirng van ban, giay to
con thiSu va loai ra van ban trung thira, ban nhap, cac tir lieu, sach bao khong c~n
thiet trong h6 sa. D6i voi cac h6 sa co thai han bao quan vinh vi~n, can bQ, C0flg
chirc, phai bien muc h6 sa d~y du; hoan chinh bia h6 sa.

2. Yeu c~u d6i voi m6i h6 sa diroc lap:

a) H6 sa duoc l?p phai phan anh dung chirc nang, nhiem vu cua UBNO xa;
b) Van ban, tai lieu thu thap vao m6i h6 sa phai co lien' quan chat che voi

nhau va phan anh dung trinh tv di~n bien cua su viec hay trinh tv giai quyet cong viec;

c) Van ban trong h6 sa phai co gia tri bao quan nrong d6i d6ng dSu..
M~u s6 "Danh muc h6 sa co quan" thirc hien theo huang d~n tai Phu Jl)C XII

Thong ttr s6 07/20 12/TT-BNV.

J)i~u 24. Giao Dh~Dh8 so, tai Ii~u vao Luu tru' CO' quan,
1. Trach nhiem can bQ, cong chirc:

a) Can bQ, cong chirc phai giao nQP h6 so, tai 'li~u vao Luu trfr co quan theo
thai han diroc quy dinh tai Khoan 2, DiSu nay. Truong hop c~n giir lai h6 so, tai
lieu dSn han nQP hru dS phuc vu cong viec thi phai duoc lanh dao co quan dong y
va phai l?p danh muc gifr lai giri cho Liru trir co quan. Thai han gifr lai h6 so, tai
lieu cua don vi, ca nhan khong qua 02 nam, kS tir ngay dSn han nop luu;

b) Can bo, cong chirc chuyen cong tac, thoi viec, nghi htru phai ban giao h<:)
so, tai lieu cho co quan hoac cho ngiroi kS nhiem, khong duoc gifr h6 sc, tai lieu
cua co quan lam tai lieu rieng hoac mang sang co quan, t6 chirc khac. H6 so, tai lieu
ban giao phai duoc thong ke va l?p bien ban giao nhan.

2. Thai han nop hru h6 so, tai lieu:

aj Trong thai han 01 nam kS tir ngay cong viec kSt thuc;

b) Sau 03 thang kS nr ngay cong trinh diroc quyet toan d6i voi tai lieu xa.
dung co ban.

3. Thu tuc giao nhan
Khi giao nop h6 so, tai lieu, can bQ, cong chirc phai lap 02 ban Muc luc ho

so, tai lieu nQP hru va 02 ban Bien ban giao nhan tai lieu. Liru trir co quan va ben
giao nhan tai lieu m6i ben gifr m6i loai mot ban.

M~u "Muc luc h6 so, tai lieu nop hru" va M~u "Bien ban giao nhan tai lieu'
thirc hien theo huang d~n tai Phu luc XIV va Phu Il)C XV Thong tu s6 07/20 12/TT-
BNV.

J)i~u 25. Trach nhiem dBi vo'i vi~c I~p h8 SO' va giao D{lph8 so', tai li~u
vao Luu trfr CO' quan.
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1. Trach nhiern cua lanh dao UBND xa.
Hang narn Lanh dao UBND xa co trach nhiern chi dao xay dung Danh muc

h6 so cua UBND; chi dao cong tac lap h6 so va giao nop h6 so, tai lieu vao hru tru
d6i voi can bo, cong chirc.

2. Trach nhiern cua cong chirc VP- TK.

a) Tham muu giup lanh dao UBND xa trong viec chi dao, ki~m tra, huong
d~n l~p h6 so va giao nop h6 so vao hru trir co quan dung quy dinh cua Nha mroc
o6i voi can b(>,cong chirc;

b) Dinh ky hang nam co trach nhiem bao cao thong ke vS tinh hinh thuc hien
cong tac van thu, hru trir. S6 lieu thong ke van thir, hru trfr dinh ky hang nam tinh
tir ngay 01 thang 01 dSn ngay 31 thang 12. Viec bao cao thong ke diroc thuc hien
theo quy dinh tai Thong tir s6 03/20 18/TT -BNV ngay 06 thang 3 nam 2018 cua B(>
tnrong B(>Noi vu quy dinh chS d(>bao cao thong ke nganh Noi vu,

3. Trach nhiem cua can bo, cong chirc:

a) Can b(>, cong chirc, co trach nhiem l~p h6 so cong viec diroc phan cong
theo doi, giai quyet;

b) Giao nop h6 so, tai lieu dung thoi han va dung thu tuc quy dinh.

M1}.C 4
QVAN LY vA sir Dl)NG CON DAu

Di~u 26. QUaD Iy COD d~u

1. Cong clnrc VPTK chiu trach nhiem truce lanh dao UBND xa trong viec
quan ly va sir dung con dau cua UBND xa, Lanh dao UBND xa chiu trach nhiem
tnroc nguoi dung d§u co quan, t6 clnrc viec quan ly va sir dung con d~u cua don vi
(d6i voi don vi co con d~u rieng).

2. Con dau cua UBND xa duoc giao cho cong chirc VPTK quan ly va sir
dung. Cong chirc VPTK duoc giao quan ly va sir dung con d~u chiu trach nhiem
truce lanh dao UBND xa trong viec quan ly va sir dung con dau; co trach nhiem
thuc hien nhirng quy dinh sau:

a) Con d~u phai duoc bao quan tai phong lam viec cua cong chirc VPTK.
Truong hop c§n dua con d~u ra khoi UBND xa phai duoc sir dong y cua lanh dao
UBND va phai chiu trach nhiem vS viec bao quan, su dung con d~u. Con d~u phai
duoc bao quan an toan trong gio cling nhir ngoai gio lam viec;

b) Khong giao con d~u cho nguoi khac khi chira duoc phep bang van ban
cua nguoi co th~m quyen.

3. Kill net d~u bi mon hoac biSn dang, Van phong phai bao cao lanh dao UBND
xa lam thu tuc d6i con dau. Truong hop bi m~t d~u, Chu tich UBND xa phai kip
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thai thong bao co quan Cong an noi xay ra m~t con dau, l~p bien ban va lam thu
tuc c~p lai con d~u.

4. Khi UBND xa co quyet dinh chia, tach hoac sap nhap thi lanh dao UBND ·:hl
dao thirc hien nQP con d~u cii va lam thu tuc xin kh~c con d~u maio

I)i~u 27. Sir dung con dfiu
1. Cong chirc VPTK (phu trach van thu) phai tv tay dong d~u vao cac van

ban cua UBND xa.

2. Chi dong d~u vao cac van ban khi cac van ban dung thS thirc va co chir ky
cua ngiroi co tham quyen.

3. Khong duoc dong d~u trong cac tnrong hop sau: Dong d~u vao giay
khong co noi dung, dong d~u tnroc khi ky, dong d~u s£n tren gi~y trang hoac dong
d~u len cac van ban co chfr ky cua nguoi khong co th~m quyen,

Chuongill
CONG TAc LUU TRU

Ml}cl
CONGTAcTHU~, BO SUNG TML!t:U

I)i~u 28. Giao nh~n hB so', tai Ii~u vao Luu tru' co quan
Hang narn, LUll trtt cua UBND co nhiern vu t6 chirc thu thap h6 so, tai li~ll

da dSn han nQP hru vao kho hru tnr co quan, cu thS:

1. Lap kS hoach thu thap h6 so, tai lieu.

2. Ph6i hop voi cac nganh va ca nhan trong UBND xa xac dinh nhimg I09i
h6 so, tai lieu c~n nQP hru vao LUll trfr co quan. .

3. Huang dftn can bo, cong chirc chuan bi h6 so, tai lieu nop va l~p "MI,lC luc
h6 so, tai lieu nop hru".

4.' Chu~n bi kho va cac phuong tien bao quan dS tiep nhan h6 so, tai lieu.

5. T6 chirc tiep nhan h6 so, tai lieu, kiSm tra d6i chieu giira "Muc luc h6 0',

tai lieu nop hru" voi thuc tS va l~p "Bien ban giao nhan h6 so, tai lieu" theo quy dinh.

I)i~u 29. Chinh Iy tai Ii~u
H6 so, tai lieu cua UBND phai duoc chinh Iy hoan chinh va bao quan trong

kho hru trfr.

1. Nguyen t~c chinh ly:

a) Khong phan tan phong hru trir;

b) Khi phan loai va l~p h6 so chinh sua hoan thien, phuc h6i hoac l~p moi h6
so, phai ton trong SlJ hinh thanh tai lieu theo trinh tv theo doi, giai quyet cong viec
(khong pha va h6 so da duoc lap); .
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c) Tai li~u sau khi chinh ly phan anh duoc cac hoat dong cua UBND xa.

2. Tai lieu sau khi chinh ly phai dat yeu cau:

a) Phan loai va lap h6 sa hoan chinh;
b) Xac dinh thai han bao quan cho h6 so, tai lieu (bao quan vinh vi~n va bao

quan co thai han);

c) H~ thong hoa h6 so, tai lieu;

d) Lap cong cu tra ciru Muc luc h6 so, co so du lieu tra ciru, cac cong cu tra
ciru khac phuc vu cho viec quan ly va tra ciru, sir dung tai lieu;

d) Lap danh muc tai lieu hSt gia trio

f)i~u 30. Xac djnh gia tr] tai li~u
1. Cong chirc VPTK co nhiern vu can cir van cac quy dinh hien hanh vS thai

han bao quan tai lieu cua c~p tren, y kiSn HQi dong xac dinh gia tri tai lieu cua
UBND xa va y kien tham gia cua co quan co th~m quyen (neu can); giup UBND
xa xay dung Bang thai han bao quan tai lieu trinh lanh dao UBND xa ban hanh sau
khi co y kiSn th~m dinh cua co quan co tham quyen.

2. Viec xac dinh gia tri tai lieu phai dat cac yeu c~u sau:

a) Xac dinh tai lieu c~n bao quan vinh vi~n va tai lieu bao quan co thai han
tinh bang s6 nam cu th~;

b) Xac dinh tai Iieu hSt gia tri c~n loai ra dS tieu huy.

f)i~u 31. HQi dAng xac djnh gia tr] tai li~u

Thuc hien theo quy dinh tai DiSu 18 Lua; hru tru nam 2011.

f)i~~ 32. Huy tai li~u h~t gia tr]
Viec huy tai lieu hSt gia tri phai bao dam dung th~m quyen, trinh tv, thu tl.lC,

l?p h6 sa va phai co van ban th~m dinh cua co quan co th~m quyen theo quy dinh
tai DiSu 28 Luat hru trir nam 2011.

M1}c 2
BAo QUAN, THONG KE, TO CHUC sir Dl)NG TAl LI~U LUU TRU

f)i~u 33. Bao quan tai li~u hru trfr

1. Lanh dao UBND xa co trach nhiem xay dung, b6 tri kho hru trir, thiet bi,
phuong tien c~n thiSt va thuc hien cac bien phap ky thuat nghiep vu dS bao v~, bao
quan an toan tai lieu hru tnr va bao dam viec su dung tai lieu hru trir.

2. H6 so, tai lieu chua dSn han nop hru van LUll trtr UBND xa do can bo,
cong clnrc tv bao quan va phai dam bao an toan cho cac h6 so, tai lieu.

3. H6 so, tai lieu hru trfr dSn han nQP hru phai duoc nop va~ hru trir UBND
xa va t~p trung bao quan trong kho hru trfr cua UBND. Kho hru trfr phai duoctrang
bi d~y du cac trang thiSt bi, phirong tien c~n thiSt theo quy djnh.

4. Cong chirc VPTK co trach nhiem tham rmru UBND xa chi dao thuc hien
cac quy dinh vS bao quan tai lieu luu tnr:

.'

",
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a) Tham rnuu lanh dao b6 tri kho hru trfr theo dung tieu chuan quy djnh;
trang bi d~y dit thi~t bi ky thuat, phirong tien bao quan tai lieu hru tnr;

b) Thuc hien cac bien phap phong chay, chira chay, phong chong thien tar,
phong gian, bao mat d6i voi kho hru trfr va tai lieu luu trfr;

c) Thirc hien cac bien phap phong, chong con trung, nam moc, khir a-xit. tu
b6, phuc che tai lieu hru trfr bi hir hong hoac co nguy co bi hir hong; duy tri cac ch~
dQ bao quan phu hop voi tung loai tai lieu hru trir;

d) Duy tri cac ch~ dQ bao quan phu hop voi tirng loai tai li~u hru trir.

d) B6 tri, s~p xep khoa hoc h6 sa, tai lieu trong kho d@d~ thong ke, ki~m tra
va tra ciru; H6 sa, tai lieu trong kho phai d~ trong hQP (cap), dan nhan, ghi d~y du
thong tin theo quy dinh d~ tien thong ke, ki~m tra va tra ciru;

e) Thuong xuyen kiem tra tinh hinh tai lieu co trong kho d~ narn duoc s6
hrong, ch~t hrong tai lieu tren co sa do co k~ hoach bao quan va tu b6 phuc ch6.

Di~u 34. Dai tU'Q'ng,thu tl}C va thAm quyen cho phep khai thac, su' dung
tai Ii~u

1. Can bo, cong chirc ngoai UBND xa nghien ciru tai lieu vi rnuc dich cong
vu phai co gi~y gioi thieu ghi r5 muc dich nghien ciru tai lieu va phai QUQ'e lanh
dao UBND xa d6ng y.

2. Ca nhan khai thac su dung vi rnuc dich rieng phai co don xin sir dung tai
lieu, chirng minh thir nhan dan hoac hQ chieu va phai duoc lanh dao UB 0 xa
d6ng y.

Di~u 35. Cac hinh thirc ta clurc sir dung tai Ii~u hru tru'

Thirc hien theo quy dinh tai Di€u 32 Luat luu trfr nam 2011.

Di~u 36. ThAm quy~n cho phep khai thac, sir dung tai Ii~u IU'utru'

Thirc hien theo quy dinh tai Di€u 31 va DiSu 34 Luat hru trfr nam 201 I.

Di~u 37. Quan Iy vi~c su' dung tai li~u luu trfr

1. Liru trfi UBND phai co NQi quy phong doc.

2. NQi quy phong doc bao gom cac noi dung quy dinh nhu sau:

a) Thai gian phuc vu dQc gia;

b) Cac gi~y to dQc gia c~n xu~t trinh khi d~n khai thac, su dung tai lieu;

c) Nhfrng v~t dung duoc va khong duoc mang van phong doc;

d) Quy dinh dQc gia phai thuc hien cac thu tuc nghien ciru va khai thac sir
dung tai lieu theo huang d~n cua cong clnrc VPTK.

d) DQc gia khong duoc tu y sa~, chup anh tai lieu, dfr lieu tren may tinh va
thong tin trong cong cu tra ciru khi chua duoc phep cua nguoi co th~m quyen;
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e) Ngoai cac quy dinh tren, dQc gia phai thirc hien nghiem chinh cac quy
dinh co lien quan trong NQi quy ra, vao cong sa; Quy dinh su dung tai lieu; Quy
dinh v~ cong tac phong chay, chtra chay.

3. Cong chirc VPTK phai lap cac s6 nhap, xu~t tai lieu; s6 dang ky muc luc
h6 sa va s6 dang ky doc gia dS quan ly tai lieu hru trfr va phuc vu khai thac tai lieu,
Ngoai ra co thS dung phan m~m quan ly h6 sa, hru trir.

Churrng IV
Dntu KHoAN THI HANH •

Di~u' 38. Trach nhiem cua lanh dao UBND xa.
Can cir vao Quy chS nay va cac quy dinh cua phap luat co lien quan, trong

pham vi nhiem vu, quyen han cua minh, Lanh dao UBND xa co trach nhiem triSn
khai thuc hien Quy che nay.

Di~u 39. Trach nhiem cua cong clurc VPTK

Cong chirc VPTK co trach nhiem huang d~n, kiSm tra, don d6c cac can bo,
cong chirc UBND xa trong qua trinh trien khai thuc hien Quy chS nay; dinh ky bao
cao kSt qua thirc hien den Phong NQi vu va UBND huyen,

Trong qua trinh thuc hien, nSu co kho khan, vuong mac, yeu c~u cac can bo,
cong chirc kip thai phan anh den Uy ban nhan dan xa (qua VPTK) dS nghien ciru
giai quyet hoac tong hQ'P, bao cao, d~ xu~t Uy ban nhan dan xa sua d6i, b6 sung
Quy che nay cho phu hQ'P voi tinh hinh thuc ts va quy dinh cua phap luat hien
hanh.z.
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