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Ha Noi, ngay 08 thang 4 nam 2004

NGHI PINH CUA CHINH PHU
Vé cong tac van th-

CHINH PHU

Can cit Luat T6 chic Chinh phi ngay 25 thang 12 nam 2001;

Can ctt Luat Ban hanh van ban quy pham phéap luat ngay 12 thang 11
nam 1996 va Luat stra d6i, bé sung mot s6 diéu ctia Luat Ban hanh van ban
quy pham phép luat ngay 16 thang 12 nam 2002;

Can ct Phap 1énh L-u trit quoc gia ngay 04 thang 4 nam 2001;

Theo d¢ nghi ctia BO tr- 6ng Bo Noi vu,

NGHI DINH:

Ch- ong I
QUY DINH CHUNG

biéu 1. Pham vi va doi t- ong diéu chinh

1. Nghi dinh nay quy dinh vé cong tdc van th- va quan 1y nha n- 6¢ vé€ cong
tac van th-; d- oc 4p dung d6i véi cic co quan nha n-dc, t6 chiic chinh tri, t6
chiic chinh tri - x4 hoi, t6 chiic xa hoi, t6 chiic xa hoi - nghé nghiép, t6 chitc kinh
t€ va don vi vii trang nhan dan (sau day goi chung 1a co quan, t6 chiic).

2. Cong tac van th- quy dinh tai Nghi dinh nay bao gdém cac cong viéc vé
soan thao, ban hanh van ban; quan 1y van ban va tai liéu khac hinh thanh
trong qud trinh hoat dong cua cac co quan, t6 chiic; quan 1y va st dung con
dau trong cong tac van th- .

Diéu 2. Giai thich tir ngir

Trong Nghi dinh nay, nhiing tir ngit d- 6i day d- gc hiéu nh- sau:
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1. “Ban thao van ban” 1a ban duogc viét hoac danh mdy, hinh thanh trong
qué trinh soan thao mot van ban ctia co quan, t6 chic;

2. “Ban goc van ban” 1a ban thdo cudi cing dugc ngudi ¢6 thim quyén
duyet;

3. “Ban chinh van ban” 12 ban hoan chinh vé noi dung va thé thitc van
ban d- gc co quan, t6 chitc ban hanh. Ban chinh c6 thé d- gc 1am thanh nhiéu
ban c6 gia tri nh- nhau;

4. “Ban sao y ban chinh” la ban sao diy du, chinh xac ndi dung cua van
ban va d- gc trinh bay theo thé thic quy dinh. Ban sao y ban chinh phai d- oc
thuc hién tir ban chinh;

5. “Ban trich sao” 1a ban sao mot phan ndi dung ctia van ban va duoc trinh
bay theo thé thiic quy dinh. Ban trich sao phai d- oc thuc hién tir ban chinh;

6. “Ban sao luc” 1a ban sao day du, chinh xac noi dung ctia van ban, dugc
thuc hién tir ban sao y ban chinh va trinh bay theo thé thic quy dinh;

7. “Ho s0” 1a mot tap van ban, tai liéu ¢6 lién quan vGi nhau vé mot van
dé, mot su viec, mot doi t- ong cu thé hodc c6 mot (hoic mot s6) dic di€ém
chung nh- tén loai van ban; co quan, t6 chifc ban hanh vin ban; thoi gian
hodc nhitng dac diém khéc, hinh thanh trong qud trinh theo doi, giai quyét
cong viéc thudc pham vi chitc nang, nhiém vu ctia mot co quan, t6 chic hoic
cua mot ca nhan;

8. “Lap h6 so” 1a viéc tap hop va sap x€p van ban, tai liéu hinh thanh
trong qua trinh theo doi, giai quyét cong viéc thanh ho so theo nhiing nguyén
tdc va ph- ong phap nhat dinh.

Piéu 3. Trach nhiém doi véi cong tac van th-

1. Ng- oi ditng ddu co quan, t6 chic, trong pham vi quyén han d- gc giao,
cé trach nhiém chi dao cong tac van th-, chi dao viéc nghién ctu, tng dung
khoa hoc va cong nghé vao cong tac van th-.

2. Moi ca nhan trong qua trinh theo doi, giai quyét cong viéc cé lién

quan dén cong tac van th-, phai thuc hién nghiém chinh quy dinh tai Nghi
dinh nay va quy dinh khac cta phdp luat vé cong tac van th-.

Ch- ong 11
SOAN THAO, BAN HANH VAN BAN

Piéu 4. Hinh thitc van ban

Cac hinh thitc van ban hinh thanh trong hoat dong cta céc co quan, t6
chiic bao gom:
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1. Van ban quy pham phap luat theo quy dinh ctia Luat Ban hanh van
ban quy pham phdp luat ngay 12 thang 11 nam 1996 va Luat stta doi, bo
sung mot s6 diéu cua Luat Ban hanh van ban quy pham phédp luat ngay 16
thang 12 nam 2002;
2. Van ban hanh chinh
Quyét dinh (ca biét), chi thi (ca biét), thong cdo, thong bdo, ch-ong
trinh, k€ hoach, ph- ong an, dé an, bdo cdo, bién ban, to trinh, hgp dong, cong
van, cong dién, gidy ching nhan, gidy uy nhiém, gidy moi, gidy gidi thiéu,
gidy nghi phép, gidy di d- Ong, gidy bién nhan ho so, phi€u gtri, phiéu chuyén;
3. Van ban chuyén nganh
Céc hinh thic van ban chuyén nganh do B9 tr- 6ng, Thu tr- 6ng co quan
quan ly nganh quy dinh sau khi thoa thuan thong nhat v6i Bo tr- ong Bo Noi
vu;
4. Van ban ctia t6 chiic chinh tri, t6 chic chinh tri - xa hoi
Céc hinh thifc vin ban cla t6 chitc chinh tri, t6 chic chinh tri - xa hoi do
ng- 0i ding ddu co quan Trung - ong cua té chiic chinh tri, t6 chic chinh tri -
xa hoi quy dinh.
Diéu 5. Thé thirc van ban
1. Thé thitc van ban quy pham phép lut va van ban hanh chinh

a) Thé thifc vin ban quy pham phép luat va vian ban hanh chinh bao gom
cac thanh phan sau:

- Quoc hiéu;

- Tén co quan, t6 chiic ban hanh vin ban;

- S0, ky hiéu cua van ban;

- Dia danh va ngay, thang, nam ban hanh van ban;

- Tén loai va trich y&u ndi dung ctia van ban;

- Noi dung van ban;

- Chiic vu, ho tén va chit ky ctia ng- di ¢6 thdim quyén;
- Dau cua co quan, t6 chiic;

- Noi nhan;

- Dau chi mitc do khan, mat (d6i v6i nhitng van ban loai khan, mat).
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b) Doi véi cong van, cong dién, gidy gidi thiéu, gidy moi, phi€u gui,

phiéu chuyén, ngoai cdc thanh phin d- oc quy dinh tai diém a ciia khoan nay,

c6 thé bo sung dia chi co quan, t6 chifc; dia chi E-mail; s6 dién thoai, so
Telex, s0 Fax.

c¢) Thé thic va k§ thuat trinh bay vin ban do Bo tr- dng Bo Noi vu va Bo
tr- 6ng, Chu nhiém Van phong Chinh phu quy dinh.

2. Thé thic van ban chuyén nganh

Thé thitc va k§ thuat trinh bay van ban chuyén nganh do Bo tr- dng, Thu
tr- 6ng co quan quan ly nganh quy dinh sau khi thoa thuan thong nhat véi Bo
tr- 6ng Bo Noi vu.

3. Thé thitc vin ban cta t6 chidc chinh tri, t6 chic chinh tri - xa hoi

Thé thitc va k§ thuat trinh bay van ban cua t6 chic chinh tri, t6 chic
chinh tri - x4 hoi do ng- di ding dau co quan Trung - ong cla t6 chitc chinh

tri, t6 chifc chinh tri - xa hoi quy dinh.

4. Thé thitc va k¥ thuat trinh bay van ban trao déi véi co quan, t6 chiic
hoac ca nhan n- 6¢c ngoai d- oc thuc hién theo thong 1¢& quoc té.

bicu 6. Soan thao van ban

1. Viéc soan thao van ban quy pham phap luat d- oc thuc hién theo quy
dinh ctia Luat Ban hanh van ban quy pham phap luat ngay 12 thang 11
nam 1996 va Luat slra d6i, bé sung mot sd diéu ctia Luat Ban hanh van ban
quy pham phdp luat ngay 16 thang 12 nam 2002.

2. Viéc soan thao van ban khac d- oc quy dinh nh- sau:

a) Can cu tinh chat, noi dung cua van ban can soan thao, ng- 6i ding dau
co quan, t6 chic giao cho don vi hodc c4 nhan soan thdo hodc chu tri soan
thao.

b) Don vi hodc cad nhan c¢6 trach nhiém thuc hién cac cong viéc sau:

- Xé4c dinh hinh thiic, noi dung va do mat, do khan cua van ban cin soan
thao;

- Thu thap, x{r Iy thong tin c6 lién quan;
- Soan thao van ban;
- Trong tr- ong hop can thiét, dé xuét véi ng- i ding dau co quan, t6

chic viéc tham khéo ¥ kién cuia céc co quan, t6 chic hodc don vi, ¢4 nhan cé
lién quan; nghién ctu ti€p thu y kién dé hoan chinh ban thao;



5
- Trinh duyét ban thao van ban kém theo tai liéu c6 lién quan.
Piéu 7. Duyét ban thao, viéc sira chira, bo sung ban thao da duyét

1. Ban thao van ban phai do ng- i ¢6 tham quyén ky van ban duyét.

2. Tr-Ong hop stta chita, bd sung ban thdo van ban di d- gc duyét phai
trinh ng- 61 duyét xem xét, quyét dinh.

bieu 8. Panh may, nhan ban
Viéc danh may, nhan ban van ban phai bao dam nhiing yéu cau sau:

1. Danh mdy ding nguyén vin ban thao, ding thé thic va k§ thuat trinh
bay van ban. Tr- ong hop phat hién c6 su sai s6t hoac khong 16 rang trong ban
thao thi ng- 0i danh mdy phai hoéi lai don vi hoac c4 nhan soan thao hoac
ng- oi duyét ban thao do;

2. Nhan ban ding so6 I- ong quy dinh;

3. Giit gin bi mat noi dung van ban va thuc hién dinh may, nhan ban
theo dung thoi gian quy dinh.

Diéu 9. Kiém tra van ban tr- 6c khi ky ban hanh

1. Thi tr- 6ng don vi hodc cd nhan chu tri soan thao van ban phai kiém
tra va chiu trach nhiém v€ do chinh x4c ctia ndi dung van ban.

2. Chanh Van phong cac B0, co quan ngang B0, co quan thudc Chinh
pht va Oy ban nhan dan cédc cap (sau day goi tit 1a Chdnh Van phong);
Tr- 6ng phong Hanh chinh & nhitng co quan, t6 chitc khong c6 van phong (sau
day goi tat 1a tr- ong phong hanh chinh); ng- 0i d- gc giao trach nhiém gidp
ng- 0i diing dau co quan, t6 chifc quan 1y cong tic van th- & nhiing co quan,
t6 chitc khdc (sau day goi tit 12 ng- 6i d- oc giao trach nhiém) phai kiém tra va
chiu trach nhiém vé hinh thic, thé thitc, k§ thuat trinh bay va thi tuc ban
hanh van ban.

bieu 10. Ky van ban

1. U co quan, t6 chic lam viéc theo ché do thu tr- 6ng, ng- oi ditng dau
co quan, t6 chiic ¢6 thim quyén Ky tat ca van ban cua co quan, t6 chic. Ng- oi
diing ddu co quan, t6 chic c6 thé giao cho cdp pho cuia minh ky thay (KT.)
cac van ban thudc céc linh vuc d- oc phan cong phu trach.

2. co quan, t6 chiic 1am viéc ché do tap thé

a) Doi v6i nhitng van dé quan trong cla co quan, t6 chiic ma theo quy
dinh cta phép luat hodc theo diéu 1¢ cta t6 chiic, phai d- gc thao luan tap thé
va quyét dinh theo da s6, viéc ky van ban d- oc quy dinh nh- sau:
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Ng-0i diing dau co quan, t6 chic thay mat (TM.) tap thé 1anh dao ky
céc vin ban clia co quan, t6 chiic;

CAp pho cua ng- oi ding dau va cac thanh vién gilt chiic vu 1anh dao khac
d- oc thay mat tap thé, ky thay ng- di ding ddu co quan, t6 chic nhitng vian
ban theo uy quyén cua ng- 0i ditng diu va nhitng van ban thuodc céc linh vuc
d- oc phan cong phu trach.

b) Viéc ky van ban vé nhitng van dé khac d- oc thuc hién nh- quy dinh
tai khoan 1 cua Diéu nay.

3. Trong tr- dng hop dic biét, ng- oi ditng dau co quan, t6 chic cé thé uy
quyén cho mot can bo phu trach d- 6i minh mot cap ky thira uy quyén (TUQ.)
mot sO van ban ma minh phai ky. Viéc giao ky thira uy quyén phai d- gc quy
dinh bang van ban va giéi han trong mot thoi gian nhét dinh. Ng-0i d- oc uy
quyén khong d- gc uy quyén lai cho ng- 6i khac ky.

4. Ng- 0i diing ddu co quan, t6 chic ¢ thé giao cho Chdnh Vin phong,
Tr- 6ng phong Hanh chinh hoac Tr- 6ng mot s6 don vi ky thtra 1énh (TL.) mot
so loai vian ban. Viéc giao ky thira 1énh phéi d- oc quy dinh cu thé trong quy
ché hoat dong hodc quy ch€ cong tic van th- cua co quan, t6 chiic.

5. Khi ky van ban khong dung but chi; khong ding muc d6 hoac cac thit
muc dé phai.

Piéu 11. Ban sao van ban

1. Cac hinh thic ban sao d- oc quy dinh tai Nghi dinh nay gom ban sao y
ban chinh, ban trich sao va ban sao luc.

2. Thé thitc ban sao d- gc quy dinh nh- sau:

Hinh thtic sao: sao y ban chinh hoac trich sao, hoac sao luc; tén co quan,
t6 chiic sao vin ban; so, ky hiéu ban sao; dia danh va ngay, thang, nim sao;
chic vu, ho tén va chit ky clia ng- di ¢6 thim quyén; dau ctiia co quan, t6 chiic
sao van ban; noi nhan.

3. Ban sao y ban chinh, ban trich sao va ban sao luc d- gc thuc hién theo
ding quy dinh tai Nghi dinh nay c6 gia tri phap 1y nh- ban chinh.

4. Ban sao chup ca diu va chit ky ctia van ban khong d- oc thuc hién theo
ding thé thiic quy dinh tai khodn 2 ctia Diéu nay, chi ¢6 gid tri thong tin,
tham khao.

Ch- ong I1I
QUAN LY VAN BAN, QUAN LY VA SUDUNG CON DAU
Muc 1
QUAN LY VAN BAN PEN

Diéu 12. Trinh tu quan 1y van ban dén



7

Tat ca van ban, ké ca don, th- do cd nhan glii dén co quan, t6 chiic (sau
day goi chung la van ban dén) phai d- gc quan ly theo trinh tu sau:

1. Tiép nhan, dang ky van ban dén;

2. Trinh, chuyén giao vin ban dén;

3. Giai quyét va theo doi, don doc viéc giai quyét van ban dén.
Diéu 13. Tiép nhan, dang ky van ban dén

Vin ban dén tir bat ky nguon nao déu phai d- gc tap trung tai van th- co
quan, t6 chiic dé 1am thu tuc ti€p nhan, dang ky. Nhiing vin ban dén khong d- oc
dang ky tai van th-, cac don vi, ca nhan khong c¢6 trach nhiém giai quyét.

Diéu 14. Trinh, chuyén giao van ban dén

1. Van ban dén phai d-oc kip thoi trinh cho ng-6i cé trach nhiém va
chuyén giao cho cdc don vi, cd nhan giai quyét. Van ban dén c6 dau chi céc
mitic do khan phai d- oc trinh va chuyén giao ngay sau khi nhan d- gc.

2. Viéc chuyén giao van ban phai bdo dam chinh xdc va giit gin bi mat
ndi dung van ban.

Diéu 15. Giai quyét va theo doi, don doc viéc giai quyét van ban dén

1. Ng- 0i diing ddu co quan, t6 chic c6 trach nhiém chi dao giai quyét
kip thoi van ban dén. Cap phé clia ng- 6i diing ddu co quan, t6 chiic d- gc giao
chi dao giai quyét nhitng van ban dén theo su uy nhiém cua ng- 6i ding dau
va nhitng van ban dén thudc cac linh vuc d- gc phan cong phu trach.

2. Can ctt noi dung vin ban dén, ng- 6i diing ddu co quan, t6 chifc giao
cho don vi hoac ca nhan giai quyét. Pon vi hoac ca nhan cé trach nhiém
nghién ctu, giai quyét van ban dén theo thoi han d- oc phap luat quy dinh
hoic theo quy dinh clia co quan, t6 chic.

3. Ng- 0i diing dau co quan, t6 chitc ¢6 thé giao cho Chdnh Vin phong,
Tr- 6ng phong Hanh chinh hoac ng- 6i d- oc giao trach nhiém thuc hién nhiing
cong viéc sau:

a) Xem xét toan b van ban dén va bao cdo vé nhiing van ban quan trong,
khan cép;

b) Phan van ban dén cho cac don vi, cd nhan giai quyét;

c¢) Theo d6i, don doc viéc giai quyét van ban dén.

Piéu 16. Nghiép vu quan 1y van ban dén d- gc thuc hién theo h- 6ng dan
cta Cuc tr- ong Cuc Van th- va L-u trit nha n- 6c.

Muc 2
QUAN LY VAN BAN PI
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Piéu 17. Trinh tu quan 1y van ban di

Tat ca van ban do co quan, t6 chic phat hanh (sau day goi chung 1a van
ban di) phai d- oc quan 1y theo trinh tu sau:

1. Kiém tra thé thic, hinh thic va k§ thuat trinh bay; ghi s6, ky hiéu va
ngay, thang ctia van ban;

2. Doéng dau co quan va dau mitc do khan, mat (néu c6);

3. bang ky van ban di;
4. Lam thu tuc, chuyén phét va theo ddi viéc chuyén phat vin ban di;
5. L-u van ban di.
Piéu 18. Chuyén phat van ban di

1. Van ban di phai d- oc hoan thanh thii tuc van th- va chuyén phat ngay
trong ngay van ban dé d- gc ky, cham nhat Ia trong ngay lam viéc tié€p theo.

2. Vin ban di ¢6 thé d- oc chuyén cho noi nhan bang Fax hoidc chuyén
qua mang dé thong tin nhanh.

Piéu 19. Viéc I- u van ban di

1. Méi van ban di phai 1-u it nhat hai ban chinh; mot ban 1- u tai van th- co
quan, t6 chiic va mot ban I- u trong ho so.

2. Ban I-u vin ban di tai van th- co quan, t6 chic phai d- oc sip xép thi
tu dang ky.

3. Ban I-u van ban quy pham phap luat va van ban quan trong khac cua
co quan, t6 chic phai d-oc 1am bang loai gidy t6t, c6 do pH trung tinh va
d- gc in bang muc bén lau.

biéu 20. Nghiép vu quan ly van ban di d- gc thuc hién theo h- éng dan cta
Cuc tr- 6ng Cuc Van th- va L-u trit nha n- 6c.

Muc 3
LAP HO SO HIEN HANH VA GIAO NOP
TAI LIEU VAO LUU TRU HIEN HANH CUA CO QUAN, TO CHUC

Piéu 21. Noi dung viéc 1ap ho so hién hanh va yéu cau déi véi ho so
d- oc lap

1. Noi dung viéc 1ap ho so hién hanh bao gom:



a) M6 ho so;
b) Thu thap, cap nhat van ban, tai liéu hinh thanh trong qua trinh theo doi,
giai quyét cong viéc vao ho so;
c¢) Két thiic va bién muc ho so.
2. Yéu ciu doi véi mdi ho so d- oc 1ap:

a) HO so d- gc 1ap phai phan anh ding chitc nang, nhiém vu ctia don vi
hoic clia co quan, t6 chuc;

b) Van ban, tai liéu d- gc thu thap vao ho so phai cé su lién quan chat ché
v6i nhau va phan dnh dung trinh tu dién bién cua su viéc hay trinh tu giai
quyét cong viéc;

¢) Van ban, tai liéu d-oc thu thap vao ho so phai cé gia tri bao quan
t- ong doi dong déu.

Piéu 22. Giao nop tai liéu vao I- u trir hién hanh cia co quan, to chirc
1. Trach nhiém ctia cic don vi va cd nhan trong co quan, t6 chic

a) Cac don vi va c4 nhan trong co quan, t6 chic phai giao nop nhitng ho
so, tai liéu c6 gid tri 1-u trit vdo 1-u trit hién hanh cta co quan, t6 chiic theo
thoi han d- gc quy dinh tai khoan 2 Diéu nay.

b) Tr-ong hop don vi hoac ca nhan cén gitt lai nhitng ho so, tai lieu da
dén han ndp I-u thi phai 1ap danh muc gui cho I-u trit hién hanh cua co quan,
t6 chitc nh- ng thoi han giit lai khong d- oc quéd hai nam.

¢) Moi can bo, cong chic, vién chiic tr- 6¢c khi nghi h-u, thoi viéc hay
chuyén cong tic khdc déu phai ban giao lai hé so, tai liéu cho don vi hay
ng- 0i k€ nhiém.

2. Thoi han giao nop tai liéu vao I- u trit hién hanh d- oc quy dinh nh- sau:
a) Tai liéu hanh chinh: sau mot nam ké tir nam cong viéc két thuc;

b) Tai liéu nghién cttu khoa hoc, tng dung khoa hoc va cong nghé: sau mot
nam ké tir nam cong trinh d- oc nghiém thu chinh thiic;

¢) Tai liéu xay dung co ban: sau ba thang ké tir khi cong trinh d- gc quyét
toan;

d) Tai liéu anh, phim dién anh; mi-cro-phim; tai liéu ghi am, ghi hinh va tai
liéu khac: sau ba thang ké tir khi cong viéc két thic.

3. Thu tuc giao nOp
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Khi giao nop tai liéu phai 1ap hai ban “Muc luc ho so, tai liéu ndp luu” va
hai ban “Bién ban giao nhan tai liéu”. Pon vi hoac ca nhan giao ndp tai liéu va
I- u trit hién hanh ctia co quan, t6 chic gitt mdi loai mot ban.
Piéu 23. Trach nhiém doi vé6i cong tac 1ap ho so va giao nop tai liéu vao
I- u trir hién hanh

1. Ng- 0i diing dau co quan, t6 chiic c6 trach nhiém chi dao cong tdc 1ap ho
so va giao nop ho so, i lieu vao I-u trit hién hanh d6i vdi cdc co quan, t6 chiic
thudc pham vi quan 1y cia minh.

2. Chanh Van phong, Tr- éng phong Hanh chinh, ng- i d- gc giao trach
nhiém c6 nhiém vu:

a) Tham m- u cho ng- di ding dau co quan, t6 chiic trong viéc chi dao, kiém
tra, h- dng dan viéc 1ap ho so va giao ndp ho so, tai liéu vao 1- u trit hién hanh doi
Vi céc co quan, t6 chic cap d- 6i;

b) T6 chiic thuc hién viéc 1ap ho so va giao nop ho so, tai lieu vao 1-u trit
hién hanh tai co quan, t6 chifc minh.

3. Thu tr- dng cdc don vi trong co quan, t6 chifc chiu trach nhiém tr- 6c
ng- 0i ding dau co quan, t6 chic vé viéc 1ap ho so, bao quan va giao nop hoé so,
tai lieu clia don vi vao I- u trit hién hanh clia co quan, t6 chiic.

4. Trong qud trinh theo ddi, giai quyét cong viéc, mdi ca nhan phai 1ap ho
so vé cong viéc do.

Diéu 24. Nghiép vu 1ap ho so hién hanh va giao nop ho so, tai liéu vao 1-u
trit hién hanh d- oc thuc hién theo h-6ng dan cua Cuc tr- 6ng Cuc Van th- va
L- u trit nha n- dc.

Muc 4
QUAN LY VA SUDUNG CON DAU TRONG CONG TAC VAN THU

Piéu 25. Quan ly va si dung con dau

1. Viéc quan 1y va st dung con diu trong cong tac van th- d- oc thuc hién
theo quy dinh ctia phap luat vé quan 1y va str dung con dau va cic quy dinh cta
Nghi dinh nay.

2. Con déu cuia co quan, t6 chiic phai d- gc giao cho nhan vién vian th- gii
va déng dau tai co quan, t6 chitc. Nhan vién van th- ¢6 trach nhiém thuc hién
nhiing quy dinh sau:

a) Khong giao con diu cho ng- di khéc khi ch-a d- oc phép bang van ban
clia ng- 0i ¢6 tham quyén;
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b) Phai tu tay déng d4u vao cc vin ban, gidy td clia co quan, t6 chiic;

¢) Chi d- oc déng dau vao nhiing van ban, gidy to sau khi da c¢6 chit ky ctia
ng- 0i c6 tham quyén;

d) Khong d- gc dong dau khong chi.
3. Viéc st dung con dau cia co quan, t6 chiic va con diu ctiia van phong
hay ctia don vi trong co quan, t6 chifc d- oc quy dinh nh- sau:

a) Nhitng van ban do co quan, t6 chic ban hanh phai déng dau cla co
quan, t6 chrc;

b) Nhiing van ban do van phong hay don vi ban hanh trong pham vi quyén
han d- oc giao phai déng diu ctia van phong hay dau cta don vi do.

Diéu 26. Dong dau

1. Dau d6ng phai rd rang, ngay ngan, ding chiéu va diung ding muc dau
quy dinh.

2. Khi déng dau 1én chit ky thi ddu dong phai trum 1én khoang 1/3 chit ky
ve€ phia bén trai.

3. Viéc dong dau 1én cac phu luc kém theo van ban chinh do ng- 6i ky van

ban quyét dinh va diu d- gc déng 1én trang dau, trim Ién mot phan tén co quan,
t6 chic hodc tén cta phu luc.

4. Viéc déng dau gidp lai, dong dau néi trén vin ban, tai liéu chuyén nganh
d- oc thuc hién theo quy dinh ctua B9 tr- 6ng, Thu tr- dng co quan quan 1y nganh.
Ch- ong IV
QUAN LY NHA NUGC VE CONG TAC VAN THU
bieu 27. Noi dung quan 1y nha n- 6¢ vé cong tac van th-
Noi dung quan 1y nha n- éc¢ vé cong tac van th- bao gom:

1. Xay dung, ban hanh va chi dao, h- 6ng dan thuc hién cac van ban quy
pham phdp luat vé cong tac van th-;

2. Quan ly thong nhat vé nghiép vu cong tic van th-;

3. Quan ly nghién ctu khoa hoc, tng dung khoa hoc va cong nghé trong
cong tac van th-;

4. Quan 1y dao tao, boi d-dng can bo, cong chiic, vién chic van th-;
quan ly cong tac thi dua, khen th- 6ng trong cong tac van th-;

5. Thanh tra, kiém tra, giai quyét khi€u nai, t6 cdo va xur Iy vi pham phép
luat vé cong tac van th-;
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6. T6 chiic so két, tong két cong tdc van th-;
7. Hop tac qudc t€ trong linh vuc van th-.
biéu 28. Trach nhiém quan 1y cong tac van th-
1. Bo Noi vu chiu trach nhiém tr- ¢ Chinh phu thuc hién quan 1y nha
n- dc vé€ cong tiac van th- theo nhitng nodi dung quy dinh tai Diéu 27 ctia Nghi

dinh nay.

Cuc Van th- va L-u trit nha n- 6¢ ¢6 trach nhiém gitp Bo tr- 6ng Bo Noi
vu thuc hién quan 1y nha n- 6¢ vé€ cong tac van th-.

2. Trong pham vi nhiém vu, quyén han ctia minh, cdc B9, co quan ngang
Bo, co quan thuoc Chinh pht; co quan Trung - ong cla té chifc chinh tri, t0
chiic chinh tri - xa hoi, t6 chic x4 hoi, t6 chiic xa hoi - nghé nghiép, t6 chiic
kinh t€ va Oy ban nhan dan cac cap c6 trach nhiém:

a) Can ct quy dinh cua phdap luat, ban hanh va h- éng dan thuc hién cac
ché do, quy dinh vé cong tic van th-;

b) Kiém tra viéc thuc hién céc ché do, quy dinh vé cong tic vin th- doi
véi céc co quan, t6 chitc thuoc pham vi quan ly ctia minh; gidi quyét khi€u

nai, t6 cdo va xur Iy vi pham phdp luat vé cong tc van th- theo thdm quyén;

c¢) T6 chiic, chi dao viéc nghién ctu, ing dung khoa hoc va cong nghé
vao cong tac van th-;

d) T6 chitc dao tao, béi d-dng can bo, cong chiic, vién chitc van th-;
quan ly cong tac thi dua, khen th- 6ng trong cong tac van th-;

d) T6 chic so két, tong két vé cong tdc van th- trong pham vi nganh, linh
vuc va dia ph- ong.

Diéu 29. To chirc, nhiém vu ciia van th- co quan, té chiic

1. Can ct khoi 1-ong cong viéc, cdc co quan, t0 chifc phai thanh lap
phong, t6 van th- hodc bo tri ng- di 1am van th- (sau day goi chung 1a van th-
CO quan).

2. Vian th- co quan ¢6 nhitng nhiém vu cu thé sau:

a) Tiép nhan, dang ky van ban dén;

b) Trinh, chuyén giao vin ban dén cho céc don vi, ca nhan;
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c) Gitup Chanh Van phong, Tr- 6ng phong Hanh chinh hoac ng- i d- oc
giao trach nhiém theo déi, don doc viéc giai quyét van ban dén;

d) Tiép nhan cic du thao vin ban trinh ng- i ¢6 thim quyén xem xét,
duyét, ky ban hanh;

d) Kiém tra thé thitc, hinh thic va k§ thuat trinh bay; ghi s6 va ngay,
thang; dong dau mitc do khan, mat;

e) Dang ky, lam thu tuc phat hanh, chuyén phdt va theo doi viéc
chuyén phat van ban di;

g) Sap xép, bao quan va phuc vu viéc tra ciiu, st dung ban I- u;

h) Quén 1y s6 sach va co s& dit lieu dang ky, quan 1y van ban; 1am thu tuc
cap giay gidi thiéu, gidy di d- ong cho can b, cong chiic, vién chuc;

i) Bao quan, st dung con d4u cia co quan, t6 chiic va cdc loai con dau
khac.

Piéu 30. Ng-0i d- oc bo tri 1am van th- phai ¢6 du tiéu chuin nghiép vu
ctia ngach cong chiic van th- theo quy dinh cta phap luéat.

Ch-ong V
KHEN THUONG, XU LY VI PHAM VA KHIEU NAL TO CAO

bieu 31. Khen th- 6ng

Co quan, t6 chiic, cd4 nhan c6 thanh tich trong cong tac van th- d-oc
khen th- dng theo quy dinh cua phap luat.

Diéu 32. Xt 1y vi pham

Ng- ¢i nao vi pham céc quy dinh cua Nghi dinh nay va cac quy dinh khac
ctia phdp luat vé cong tac van th- thi tuy theo tinh chét, mitc d6 vi pham ma bi
xt ly ky luét hoac truy ctu trach nhiém hinh su theo quy dinh cua phap luat.

bi¢u 33. Khié¢u nai, to cao

1. T4 chiic, c4 nhan c6 quyén khi€u nai d6i v6i cac hanh vi vi pham phdp
luat vé cong tac van th-.

2. C4 nhan c6 quyén t6 cdo d6i véi cdc hanh vi vi pham phép luat vé
cong tac van th- .
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3. Viéc giai quyét khiéu nai, t6 cdo trong cong tac van th- d-gc thuc
hién theo quy dinh ctia phap luat vé khiéu nai, t6 céo.

_ Ch-ong VI
PIEU KHOAN THI HANH

bieu 34. Hiéu luc thi hanh
1. Nghi dinh ndy c6 hiéu luc thi hanh sau 15 ngdy, ké tir ngay ding Cong bdo.

2. Bdi bo Muc I - Cong tic cong van, gidy to cua Diéu 1é vé cong tac
cong van, gidy to va cong tac 1-u trit ban hanh kém theo Nghi dinh s6 142/CP
ngay 28 thang 9 nam 1963 cua Hoi dong Chinh pht va nhiing quy dinh tr- 6¢
day trdi v6i quy dinh tai Nghi dinh nay.

biéu 35. H- 6ng dan thi hanh

Bo tr- 6ng Bo Noi vu ¢6 trdch nhiém h- 6ng dan thuc hién, kiém tra viéc
thi hanh Nghi dinh nay.

biéu 36. Trach nhiém thuc hién

Cac B0 tr- ong, Thu tr- 6ng co quan ngang Bo, Thu tr- dng co quan thudc
Chinh pht, Chu tich Oy ban nhan dan céac tinh, thanh phd truc thudc Trung
- ong chiu trach nhiém thi hanh Nghi dinh nay./.

Noi nhdn: TM. CHINH PHU
- Ban Bi th- Trung - ong Pang, ” A
- Thu t- 6ng, cac PTT Chinh phu, THU TUONG
- C4c Bo, co quan ngang B0,
co quan thudc Chinh phu,
- HDND, UBND céc tinh,
thanh phd truc thudc Trung - ong,
- Hoi dong Dan toc va cac UB cua Qudoc hoi,
- Van phong Quoc hoi,
- Van phong Chu tich n- 6c,
- Van phong Trung - ong va cic Ban ctia Dang,
- Vién Kiém sat nhan dan t6i cao,
- Toa 4n nhan dan tdi cao,
- Co quan Trung - ong ctia cac doan thé,

- Hoc vién Hanh chinh quéc gia, Phan Van Khai da
- Cuc Van th- va L-u tri nha n- 6c (2), kY
- Cong bdo, y

- VPCP: BTCN, TBNC, cic PCN, BNC, céc Vu,
Cuc, céc don vi truc thudc,
- L-u: HC (5), Van th-.
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