
Be NOI VV 	CONG HOA xA i-gll CHU NGHIA VIETNAM 
Di)c 	- Titdo 14nh phtic 

SS: 01 /2019/TT-BNV 	Ha Nai, ngayil thang Ptnarn 2019 

THONG TIT 
Quy djnh quy &Intl trao di, Jut trfr, xii•IY tai lieu din tir trong ding tic 

.1i1WIT11.(tr4ic chit ning co bin cita 14 thong quin 15' tai.Qu dia0 tir trong 
qua trinh xirlY ding vqc ctia the co.  quan, tO chtic 

Lu at balker ngaY 11 (hang 11 nam 2011; 

Luat Giao °itch dien ter ngay 29 thcing 11 nám 2005; 

Can ca. Nghi clinh so 34/2017/ND-CT ngay 03 thing 4 nom 2017 am 
Chinh pith guy clinh chat -ndng, nhiam vy, quyen han vii ca cOu to; chirc cáa 13ç5 
Arai vy; 

, 	- 
COn 	Nghi dinh 64/2007/ND-03' ngay 10 thang 4 narn 2007 cua 

Chinh pith v )d ring dyng cong nghe thOng tin trong haat clang ata cow cc quan 
"nha nwerc; 

Can ca. Nghi clinh sO 01/2013/ND-0' r!gay 03 thang 01 ndm 2013 cua 
'Chinh pith guy dinh chi dolt (hi hanh mat so dieu cUa at at Lint tra; 

Can cri Nglzi clinh se' 130/2018/ND-C1) ngay 27 thcing,9 nom 2018 cua 
Chinh pith guy clinh chi tat thi hanh Luat Giao dich din tn ye chic kJ"; so va dich 
vy chieng thlec chit 1g so; 

Can mi. QuyEt dinh s 28/2018/QD-7Tg ngay 12 (hang 7 nein2 2018 cita Thu 
ttropg Chinh phti ve' viac gen, nhan Vein ban Sian tiegifra cac ga quan trong 
thong hanh chinh nha mroc; 

Theo dO nghi cüa Cue throng Cyc . Van thy vet Lieu Ira nha mroc; 

Ba tracing Ba Nal vy ban hanh Thong tie guy clinh quy trinh trao dal, lint, 
xic iy. tài lieu dien ter trong cong tac van thu; ccic char ndng ca ban mita He 

thOng quay 1)5 tai lieu eie'n trong. qua trinh x& lj cong viac &la cac ca quan, 
to chicc. 

Chuang I 
QUY DINH CHUNG 

. 	 . A Dieu 1. Pham vi then chinh 

1. Thong tu nay quy clinh cie nSi dung saw 

a) Quy trinh trao di, ltni trtt, xir 132 tai 1iu din tü trorig ding talc van thu 
bao 	quan 15/ van ban en tfr decn, quail UT van ban clien tir di, 13p va Hp Itru 
116 so di4: trr vac) Luu till co quan; 
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b) Chirc nang ca ban elm He thong quan tai lieu dien dr. 

2. Thong tu nay khong quy dinh quan 15,  van ban c6 nOi dung thuOc bi mat 
nha nuerc theo quy dinh cüa phap luat. 

Dieu 2. Doi tuvng ap dyng 

Thong tu nay áp dung dai voi co quan nhà mrac, doanh nghiep nha intac 
theo quy dinh caa Luat Doanh nghiep nam 2014 (sau day g9i chung la cc quan, 
to chfrc). 

Khuyan khich cac ccr quan, th chile khong thuOc Khoan 1 Diu nay va. ca • --
nhan áp dung cac quy dinh tai Thong tu nay. 

Dieu 3. Gil] thich tir ngcr 

Trong Thong tu nay, - cac tir ngit dirth day duce hieu nhu sau: • 

1. He thang quan tai lieu dien tfr la He thang quan 1)2 van ban va diau 
hanh c6 chat nang quan 1yr .h6 so then lit trong qua trinh xfr 1)2 ding viec caa cac 

quan, to.  chile (sau day g9i chung IA He thong). • 

2. Chu kyr so dm co quan, to chfrc. la  chit 	se, dugc tao lap bad kh6a bi 
malt tucmg fmg voi .chting thu sa cAp cho. co  quan, t6 chfrc theo quy dinh cüa 
phap luat ve -giao dich dien tit 	• . 

A 	 , 	. 
3. Chit kyr so .ca a ngtrai Co tham quyen la chit 14,  so dirge tao -lap  lxxi kh6a 

inat tucmg img vori chimg thu s6 cAp cho ngueri c6 tham quyan theo quy dinh 
caa phap luat ve giao dich then tit 

4. Quan 111 van barkva ho so then tfr IA viec kiem soat moi tac ding vao van 
ban, ha scr dien tir tiong suat yang -dth dia van ban va ha sia then dr, .bao gam: 
tao lap, chuyen giao, giai quyet, bao quan, km hit, sir clung, loai hay van ban va 

- ha so dien ter. • 	- 

Der lieu dc tá -caa. van ban.  , ha so là thOng tin mo ta nOi dung, dinh clang, 
ngit canh, cdu frac, cac yeu ta cAu thanh van ban, ha so; mai lien. he dm van ban, 
ha so voi cac vati ban, ha so khac; thOng tin ve chit k5r so tren van ban; lich sir 
hinh thanh, sir dung va cac dc tinh khac nham phuc vu qua trinh quan ber, tim 
kiem va km tilt van ban, ho so. 

Di-  chuyan ha so, tai lieu dien tfr la qua trinh chuyen hO so, tai lieu dien 
tit, dit lieu dac tà dm ha so, tai lieu tir he thOng nay sang he thong khac, bao dam 

. tinh xac tlyrc,.tinktoan yen, dO tin cay va kith nang sir dung caa ha so; tAi lieu. 

vi'ec giam, sat, duy hi hoat dOng, bao dam an toan, 
an ninh va kiem soat qua trinh van hanh He thang. 

8. Cap that dit,lieu IA nhap mai, 136 sung, sfra dai, "loan thien nhl.mg truerng 
thong tin theo you can dm He thang. 
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9. Van ban sa h6a tir van ban gray la van ban dien tir du cc tao lap tir viec sá 
h6a day dii, chinh xac nOi dung, the' thirc van ban giay va c6 chit Icy so cila co 
quan, to chirc aux hien so hoa. 

Chuang II - 
QUAN Lt VAN BAN DEN 

Dieu 4. Nguyen th vã yen au quail 1Y van ban den 

Tat ca van ban den Ca quan, t chirc phai dirge clang kyl vao He thong. 

S6 den cira mOt van ban den la duy that trong he th6ng quan ly van ban 
den ciia ccr quan, to chat. . 

3. Xac than van ban den dung dia chi. 

Xac dinh dung chirc nang, nhiem vo va tan quyen giai quy6t van ban 
den cila ca quan, to chirc tip than van ban. 

Giai guy& van ban den kip tiled, dung tiled han quy dinh. 

Dieu 5..Tiep nh4n van ban din ter den 

Kiem tra chit 14 so theo guy ,clinh sii dong chit 14 sa cho van ban then tit - 
trong co quan nha mem tai Thong ttr s6 41/2017/TT-B FlIT ngay 19 thang 12 
nam 2017 oh BO tnremg BO Thong tin vã Truyen th8ng. 

Thong bao dã than van ban 

Co quan, te chirc nhan ducm van ban ce trach nhiem thong bao ngay trong 
ngay bang phucmg tien dien tir cho ca quan, tO chirc giri v8 viec da nhan van ban. - 

Dieu 6. Wang ky, se hea van ban den 

1. Bang Icy van ban then dr den 

, 	a) Truerng hop Ben giri hoc Ben nhan chua dap Ung dAy du cac you eau ye 
k& noi,,lren thong tiong viec gai, than van ban dien tit qua Tryc li8n th8ng van 
ban gam gia, van thu ca quan ki8m tra, cap that vao He thong cac Truemg 
thong tin s6 4, 5, 6, 7., 8, 9, 10, 12, 13, 14,15, 16 Pho loc IV Thong tu nay; 

b) Cau tit va dinh clang dm cac truOng thong tin theo quy chuan•kyr thuat 
quOc gia ve cat' trac ma dinh danh va clinh dang cla lieu goi tin phoc vo lc& noi 
cac h th6ng quan ly van ban va dieu hanh quy dinh tai Thong tu sO 
10/2016/TT-BTTTT ngay 01 thang 4 nam 2016 dm BO truOng BO Th8ng tin va 
Truyen thong va Quyet dinh s6' 28/2018/QD-TTg ngay 12 thang 7 nam 2018 dm 
Thu tuang Chinh phü ye viec giri, than van ban dien tir giita cac ca quan trong 

th6ng hanh chinh nha ntrec; • 
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c) Sa din, thei gian cMn dugc ltru trong He thang. 

2. S6 Ma van ban an tit van han giay 

Van thu ca quan thyc hien so Ma van ban dan dinh clang giay, sa cüa 
ca quan th chire theo quy dinh tai Diem c Khoan nay; viec so Ma tai ,lieu gCri 
kern van ban có dinh dang giay can cir vao Danh myc van ban phai s8 Ma va 
you cau quan 1Y, thyc flan hoat dOng do ca quan, to chirc quy dinh; 

Tieu chuan sa hoa tai lieu: 

Dinh clang Portable Document Format (.pdf), phien ban 1.4 tit len; 

Anh mau; 

- DO phan giai t6i thiau: 200 dpi; 

TS,  le sa h6a: 100%. • 

c) Hinh thirc chit se; can cu quan, M chat thge hien sa Ma tren van ban 
so hia a xfr 1)2 ding viec trong H th8ng: 

- Vi tri: Geoc tren, ben phai, trang du van ban; 

Hith anh: Du dm ea quan, t6 eh& sa Ma van ban, matt do, kich thtthc. 
- bang kich thtthe thyc •th cilia &Au, dinh clang Portable Network Graphics (.png); 

- Thong tin: Ten cor quan, tO chfrc, tiled gian 141 (ngay, thing, nam; gier, 
phut, giay; mid gili Viet Nam theo Tiou chan ISO 8601). 

Dieu 7. Trinh, chuyen giao van ban den trong H thong 

Van thu ea quan c6 trach nhiem trinh, chuy.en giao van ban den ngued 
dung du ca quan, to chfre,hoac rigueri dirge cor quan, to chac giautrach nhiem 
phan phoi, chi dao giai quyet van ban (sau day gyi la ngueri co tham quyen). 

Ngtred c6 tham quyan cho kin phan phi, chi dao giai quy6t van ban 
dan; cap nhat vao H thang cat,  Truling thOng tin so 17, 18, 19 Phy lyc IV 
Th8ng tu nay. Di voi van ban den lien quan den nhieu dun vi, cá than, ngued 
c6 tham quyen phai xac - dinh n3 clan vi Mac cá than chit tri, dun vi Mac cá than 
phi hyp, theri han giài quyet van ban va kik chi So Mi dung giai quyet. 

Dieu 8. Giãi quyet van ban den trong He thOng 

Khi nhan dirge Van ban dan trong He thong, clan vi, ca than duct giao 
chit tri c6 tech nhiem th chat giài quyat. 

Ca than dirge giao nhi'em vv giai quyet van ban c6 trach nhiem xae dinh 
sa yak)",  hien ha sa cho van ban (tan theo Danh myc ha sa cilia ca quan, t chfre; 
cap nhat vao He thong Truling thOng tin so 2.3 Phi lye IV Th8ng ttr nay. 

Ltru 6 quart 11/ van ban dan quy dinh chi tiit tai Phi lye I Thang - tu nay. 
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Chtromg III 

QUAN IA' VAN BAN DI 

Dieu 9. Nguyen lac va yen an quail IY van ban di 

1 Tat ca van ban di cila co quan, t6 chfrc phai ducyc (tang k vao 

SOcfra met van ban di la duy nhat trong th6ng quan 1' van ban di dm 
co quan, , chirc. 

Xac nhan van ban di duck Dili den dung dia chi dm co quan, ta chirc, cá 
nhan c6- chnt nang va tham quyen giai quyet. 

4..Bao dam van ban &roc chuyen giao toan yen, an toan trong moi throng 
mang. 

.5.. The fink va ky thuat trinh bay van ban dien tfr thuc hien theo quy dinh 
tai Nghi dinh s6 34/2016/ND-CP ngay 14 thang 5 nam 2016 cud Chinh phit quy 
dinh chi tik thot sa.  dieu va bien phap thi hanh Luat ban hanh van ban quy pham . 
phap luat va ThOng tu so 01/201111-1-BNV ngay 19 thang 01 nam 2011 cilia Be 
truerng Be Nei vn ye huong clan the tithe va-  ky thuat trinh bay van ban hanh 
chinh, tth Yeti tá the fink ye 14 socita nguad co tham quyen va k so..cila co 
quan, to chfre quy dinh tai Dieu 12, Dieu 13 Thong tu nay. 

Dieu 10. Soan thao,-  kiem tra nOi dung, the that, WS/ thuat trinh bay van 
ban 

1. Ca than &roc giao nhiem vu soan thao van ban: 

, a) Du thao van ban; dtra di; thao van ban vao H th6ng; du kin mire de 
"khan" (nett c6); xin3,% kifren (tong g6p; tiap thu va hoan thien dv thao, trinh lath 
dao dun-vi xem xet; 

b) Cap nhat vao He &mg cac Truett-1g thong tin s6 4, 9, 10, 12, 15, 17 Phu 
lnc V Thong tu nay. 

. 	2. Lanh dao dun yi chit tri soan thao van ban xem xet, cho kin va chiu 
trach nhiem ye nei dung du thao, chuyen di; thao den ngtroi duet giao trach 
nhiem kiem tra the that va ky thuat trinh bay van ban. 

3. Ngtthi duet giao trach nhiem kiem tra the tittle va ky thuat trinh bay van 
ban cho 3", kin va Chu trach nhiem,  ye nei,  dung kiem tra, chuyen diy thao cho 
van thu co quan de trinh nguti c6 tham quyen 14 ban hanh van ban. 

Van thu cor quan tip nhan ban clg than, kiem tra lai the thuc va ky thuat 
trinh bay van ban; lieu phat hien sai sot thi bao cao nguti Co trach nhiem xem 
xet, giai quyet; chuyen du thao ye dinh dang .pdf (phion ban 1.4 tro len) tarok 
khi trinh nguti co tham quyen kY ban hanh van ban. Viec cap nhat so dm van 
ban; ngay, thang, nam van ban;,  ten co quan, to - chirc ban hanh van ban; soc  trang 
van ban; ma dinh danh co quan, to chirc nhan van ban vao cac True:mg thong tin 
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so 5,7, 8, 11, 14.1 Php 1pc V Thong tu nay ducic thgc hien bang chlic nang cüa 
He thang. 

5. btu d sogn thao, kiem tra the thlic, ky thuat trinh bay van ban quy dinh 
chi ti6t tai Php lye II Thong tu nay. 

Dieu 11. Ban hanh Ira phat Ha van ban 

1. Ban hanh van ban then tit 

a) Ngueri c6 them quyen 147 ban hanh van ban 102 se ten van ban dien tft 
theo quy dirth tai Dieu 12 Thong tu nay, chuyen van thu cu quan a lam th8 tpc 
phat hanh van ban. 

. 	b) Van thu ca quan: cap sá, ngay, thang, nam vao dg thao van ban bang 
chit° /tang dm He thong; in va &mg dau cila ccr quan, to chlic d ltru tai van thu 
01 ban va sia lugng, ban giey phai phat hanh den cac del tugng quy dinh tai 
Khoan 3 Dieu nay; IcY so dm ccx quan, to chat theo quy dinh tai Dieu 13 Thong 
Pr nay va phat hanh van_ ban then tfi. 

, - c) Van thu quan - cap nhat vao 	theng the Truong thong tin so 6, 13, 
14.2, 16 Php 1pc V Thong tu nay. 

2. That hanh van ban se.hga tit van ban gig),  

Truang hap ca quan, te chlic ban hanh van ban giay, van thu ca quan thgc 
hien s6 Ma van ban gib theo quy dinh tai Diem b Khoan .2 Dieu 6 Thong tu 
nay, k32 s8 dm co quan, to elide theo quy dinh tai Diem c Khoan 2 Dieu 6 Th8ng 
tu nay va phat hanh van ban so h6a. 

3. Dei Prang nhan van ban gigy 

Ca quan, to chuc, cá nhan kitting dap ling dieu kien ha tang ky thuat 
ding nghe de nhan van ban then tir; 

Ca quan, ta chirc, cá nhan pith sir dung van ban gigy dO thgc hien cac 
giao dich Ichac theo quy dinh cüa phap luat. 

4. Luu van ban dien tü trong He' titling. 

5. Ltru 4814 ban hanh, dang va phat hanh van ban quy dinh chi tiet tai 
Php lpc III Thong tu nay. 

Dieu 12. Hinh Bike 	ky se ctia nguiri có tham quyen ky ban hanh 
van ban 

Vi tri: tai vi tri Icy dm ngtrai c6 tham quyen-14 ban hanh van ban tren 
van ban giay. 

Hinh anh: chit 14/ cfi a nguoi c6 them quyen tren van ban giAy, mau xanh, 
dinh clang (.png). 
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Dieu 13. Hinh that chit kSr so cua co' quan, chat ban hanh van ban 

1. Vi tri: tram len khoang 1/3 chit kY caa ngued có tharn quyen ve phia 
ben trai; 

- 2. Hinh anh:.  du ca a -ca quan, t6 -chirc ban hanh van ban, mau do, kich 
thu6c bang kich dux& thut taala clan, dinh dang (.png); 

3. Thong tin: Ten ca quan, tO chat, then gian 141 (ngay, thang, nam; gia, 
phut, giay; mai gier Viet Nam theo Tieu chun ISO 8601). 

A 	 A Dieu 14. Quan-  va sir dyng thiet 	khoa bi m4t vã chting um so 
ella co' quan, t chirc trong cong tac van thu 

1. Vic quail 13% va sir dung thiet bi km khoa bi mat va chimg thu soella ca 
quan, t chirc trong cong tic van thu dirge thtre hien theo quy dirth Olt Thong tu 
so 41/2017/TT-BTTTT ngay 19 thang 12 dam 2017.  dm BO truang BO Thong tin 
va Truyen thong quy dinh sir dung . chit 1(32 s6 cho yan ban dien ul trong co quan 
nha nu6c. 

2.. Thiel bi luu khem bi mat va chUng thu so. caa ca quan, to chut- phai duce 
giao bang van ban cho van thu ca quan quanl$T va. true tigp sir dung. 

3. Van thu ca quan c6 trach him . 

IChong giao thigt bi luu kh6a bi mat-va chang thu se) caa ca quan, to chat 
cho ngired khac lchi chin &rex phep bang van ban cila nguOri c6 than quyeri; 

Phai true flap kyr s8 caa ca quan,.t8 chat vao van ban do ca quan, tO chue 
ban hanh; 

Chi dirge k sei ala ca quan, t6 chat vao van ban do ca quan, ta chat 
ban hanh sau khi dã c6 chit k)? se; cua nguati c6 tham quyen va van ban do ca 
quan, tO chic trvc ti6p s6 hoa. 

Chtro'ng IV 

LAP VA N0P Lilt] 
HO SO DIEN TlY VA0 LITU TRU CO QUAN 

Dieu 15. Yeti au tao 14p he din tll 

Bao dam yeu cu chung caa viec lap va quan 13%116 so'. 

Bao dam tinh xac tlurc dm van ban, tai liti trong hO sa. 

Dirac bao dam an toan trong H th6ng. 
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Dieu 16. Tun Ip h6 so' dien his 

1. Can dr vao Danh myc ha so, cá nhan duot giao nhiem vy giai quyat 
dog viec )(de dinh s6 va ICS'  hiGu ha so cho van ban di, van ban dan va cac tai 
lieu lien quan khac nhu: .kian chi dao, kian (long g6p, bao cao giai trinh va 
cac n0i dung khae lien pan trong qua trinh.giai guy& ding vi'ec; cap nhat vao 
He thong Trutng th8ng tinS6 2.3 Phy lye IV va Truang th8ng tin s6 2.3 Phy lye 
V Thong tu nay. Tnzerng hgp ph& sinh ha so kitting 06 trong Danh myc ha so da 
ban hanh; cá than duce giao. nhiem vy giai guy& c8ng viec cap nhat b8 sung ha 
so vao Danh myc ha sa-trorigHe th6ng sau khi dugc phe duy'et. 

2. Ca nhan dtrgc giao nhiem vy lap ha so ca trach nhiem cap nhat vao He 
thang cáo Truemg thong tip s6 1.3, 2, 3, 4, 5, 6, 7 Phy lye VI Thong tu nay. 

3. Ma ha so gam: 

a).  Ma dinh danh cfla co quan, t6 chk lap danh myc ha so 

MA dinh danh cua •co quan, t6 chirc quy dinh tai  ThOng tu s6 10/2016/TT-
BI111 ngay 01 thang 4 nam 2016 dm BO tilting BO Thong tin va Truyen 
thong ban hanh quy chuan k' thuat quac gia ve cu trim ma dimh danh va- dinh 
clang dG lieu g6i tin phyc vy kat nOi ck he thong quan lY van ban va dieu hanh. 
MA dinh danh dm co quan, t6 chirc dtrgc mac dinh trong He thong. 

Nam hinh thanh ha . scr 

SO va hieu ha sa 

Nam hinh thanh ha so, s6 va k hien ha so dugc the, dinh theo Danh myc 
ho so. Cac thanh phan elm ma ho so dutc phan dinh bang clan cham. 

Vi du 1: 000.06.16.G09.2010.01.TH, la Ha so s6 01 nh6m Tang hyp, nam 
2010 dm Trung tam Tin hyc, Oye Van thu vã Luu tit nha nutc, BO NOi vy. 

Trong da: 000.06.16.G09 la ma dinh (lath eüa Trung tam Tin hoc, Cpc Van 
thu va Luu trir nha nute, BO NOi vy; 2010 la nam hinh thanh ha so; 01.TH la s6 

hieu ha so. 

4. Khi cong viec hoan thanh, cá nhan dugc giao nhiem vy giai quyat Gong 
viee co trach nhiem ra soat lai toan bQ van ban, tai lieu ca trong ha so, hoan 
thien, kat thde ha so va cap that vao He thang cac Truemg thong tin s6 8, 11 
Phy lye VI Thong tu nay. • 

5. Vic cap that ma dinh danh cüa co quan, to chat lap Ito so, nam hinh 
thanh ha so, tang s6 van ban trong ha so, tang se; trang ctia ha so vac) cac Tnrong 
thong tin s6 1.1, 1.2, 9, 10 Phy lye VI Thong tu nay dugc thuc hien bang chirc 
nang dm He thong. 
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Dieu 17. Nip Itru vã plan IST 114 so' din tir tai Ltru trir co' quan 

1. Viec nep luu, quart 1' ha so then dr tai Ltru tit co quan va hay tai lieu 
dien tit het gia tri duce thuc hien theo quy dinh tai Chuang II Nghi dinh so 
01/2013/ND-CP ngay 03 thang 01 nam 2013 dm Chinh phü quy dinh chi tie't thi 
hanh met sa theu caa Luat Li.ru trik. • 

2. Ca nhan duce giao nhiem vu giai guy& cang viec can cif vao Danh muc 
ho scr oh co quan, có trach nhiem nOp km tai lieu dien tits va cac tai lieu dinh 
clang khac neu có vao Ltru friar co quan. 

3. Lut frit ca quan co tech nhiem kiem tra, tiep nhan ha so, dua ha sa ve 
che de quan ly "Ha so km fru dien tit" trong H th8ng. 

Chiming V 

CHfrC NANG CO BAN CIJA Ht THONG 

Dieu 18. Nguyen fAc xfiy dtrng 	tilting 

Bao dam quan ly van ban va ha so then tit cüa co quan, ta chirc dung 
quy dinh. 

Bao dam an toan, an ninh thong tin mang theo quy dinhcüa phap luat 
hien hanh. 

3.. Bac, dam phan quyen cho cac cá nhan truy cap.  vao H theong. 

4. Bao dam tinh xac thuc, de tin cloy cfm tai lieu, da lieu km hanh tong 
He thong. 

Dieu 19. Yen 	clung khi thiet ke He 	thong 

Dap ung day da cac quy trinh va ky thuat ve quart ly van ban, ha so dien 
tfr va da lieu dac ta. 

Co kha nang tich hop, lien thong, chia se thong tin, dir lieu \Teri cac he 
thOng khac. 

CO Icha nang he theng hea van ban, ha so, thOng Ice sá !trot truy cap van 
ban, ha so; he thong. 

Ban dam de tiep can va sir dung. 

Bao dam filth xac flux, tin cay, toan vcn vã Icha Pang truy cap, sit dung 
van ban, tai lieu. 

Bao dam lu-u tra ha so theo then han bao 

Bao dam phit hop win Khung kien title Chinh phi dien tit Viet Nam. 
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Cho phep kY sa, kiam tra cha 14 sa theo quy dinh tai Thong tu s6 
41/2017/TT-BTTTT ngay 19 thong 12 nam 2017 dm BO tnrang BO Thong tin va 
Truyan thong quy dinh sa dyng chit ky sO cho van ban dien ter trong ca quan nha 
nu& . 

True/11g hop He thang quart lY van ban vã diau hanh hien dang sir dyng 
chtra dap ang day da yeu cu nghiep vy. quan 15, ha so dien tCr, cac ccr quan, to 
chirc c6 tech nhiem nang cap, ba sung cac chire nang theo quy dinh tai Thong 
tu nay. 	- 

Dieu 20. Yen au chit nang ciia H thing 

1. Dai v6i viec tao lap va theo clei van ban 

Cho phop dinh kern cac tep tin; • 

Cho phep tao ma dinh danh van ban di; 

Cho phop tao ma cho ha so va s& thu ty van ban trong ha so; 

Hien thi mac di) Ichan caa van ban; 	• 

U) Cho phop tç dung cAp se"), ngay, thang, Want cho van ban di sau khi van 
ban da dugc ngtrai c6 thAm quyan 14 so va so dan, ngay, than& narn. dan cho 
van ban den theo tint tr va trinh ty theri gian trong nam; 

Cho phep ben nhan ty ding dieing bao cho ben gai dä nhan van ban; 

Cho phep.ty &ling cap nhat cac Truorng thong tin se; 1, 2.1, 2.2, 3, 11, 13, 
14 Phy lye IV, Trixong thong tin s6 1, 2.1, 2.2,3, 5, 7,11, 14.1 Phy lyc V, 
Truerng thong tin sa 1.1, 1.2, 9, 10 Phy lyc VI Thong to nay; 

ThOng bao cho van thu ca quan khi c6 sr thing 1A'p ma dinh danh van ban; 

Cho phop thang ké, theo deli, den ciao viec giai quyat van ban dan; 

k) Cho phep ngtrai c6 that-in quyan phan plied van ban den, theo dOi, don 
dac don vi, eá nhan giai quyet 'van ban dung thoi han; 

1) Cho phep ngtroi c6 thAm quyan truy cap, chinh saa, chuyan 	dy thao 
van ban, tai lieu; 

in) Cho phep th8ng bao khi c6 van ban mai; . 

n) Cho pile') co quan, ta chirc gal van ban biat .ducc tinh trang nhan van 
ban tai ca quan, to chic nhan van bAn. 

2. Doi veil viec kat nai, lien th8ng 

a) Bao dam kat nai, lien thong gieta cac H thOng quan tai lieu dien tfr va 
He thong quan ly tai lieu ltru tra dien tfr dm Dm tra lich sa ma co quan, to chirc 
la nguan nQp luu; 
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b) Co kha Wang hoat thing tren cac thiet bi di thing thong minh trong dieu 
kien bao dam an toan thong tin; 

c) Co kha nang kat nai, lien th8ng va tich hop vui cac h thang chuyen 
dyng khac dang &roc sir thing tai co' quan, to chirc. 

3. Dai veri an ninh thong tin 

Phan quyen truy cap di voi tang ha so, van ban; 

earth bao skr thay dai Ira .quyen truy cap dal voi timg ha so, van ban 
trong H thang cho den khi c6 xac nhan cüa nguesi co them quyen. 

4. Dai vori viec bao quan va luu tril van ban, ha so 

Luu van ban \fa cac thong tin ve qua trinh giai quyet ding vie'c 	y 
kin chi dao, phan phi van ban den dm ngtroi c6 them quyen; the di; thao van 
ban cfia &Ong chüc, vien ehirc ducte phan cong soan thao; kien g6p cita cá 
nhan, don • vi c6 lien quan; kik chi dao cüa lanh 4ao;•51 kien phe duyet, chiu 
traeh nhiem nOi dung dm l'anh dao don vi chü tri soan thao;-  kin phe duyet 
chiu trach nhiem ve the tithe, ky thuat trinh bay van ban. eila ngtrth .co, them 
quyen; lich sü truy thp va xem van ban; the tac dOng khde vao van ban; 

Lien ket the van ban, tai lieu c6 cang ma h8 so trong H thong de tao 
thanh ha so; 

Cho phep tu dOng thong bap ha so den  han nOp mu vex) Ltru tra co quan 
au& 30 ngay k tit ngay Ltru trit co quan thOng bao danh mpc ha so nOp km 
cho don vi giao nOp tai lieu; 

Bao dam thpe Men  nOp lint ha so vao Ltru trü co quan; 

d) Bao dam chuyen giao ha' so vao H thang quan 1.5f tai lieu km tit then dr 
oda Lint tr.& lich sir; 

e) Cho phep gan mOt van ban, tai lieu .  cho nhieu ha so ma khong can 
nhan ban; 

Bac dam str toan vett, tin cay, kh8ng thay dAi eita van ban, ha so; 

Bao dam kha nang truy cap va sir thing hO so, van ban theo thth han 
bao'quan; 

Bao darn kha nang di chuyen ha so, tai lieu, du lieu dc ta va thay dai 
dinh dang van ban khi c6 sr thay dai ve ding lighe; 

k) CO kha rang sao km dinh kY, dOt xuat \fa phpc hoi da lieu khi gap sir co. 
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5. Dai vai tai lieu hat gia tri 

a) Cho phep tu dOng thong bao ha sa hat thoi han bao quan fru& 30 ngay; 

b) Cho pile]) danh gia lai gia tri cüa ha so duct th8ng bao hat then han bao 
xac dinh lai thed han bao quan hoc hay tai lieu hat gia 

c) Khi thuc hien Penh hay tai lieu hat gia tri: H thang yeu cAu nhap 15,  do 
hay tai lieu; thong bao nhang tai . lieu du kin hüy dang dugc gan vói nhang ha so 
khac chua hat thai han bao quan (nen c6) va cho phep gia lai van ban TA duce gan 
vao h'a so lien quan chua hat filed han bao quan; xac nhan lenh hay; hily tai lieu 
sau khi xac nhAn; 

d).Luu da lieu dac tã cila qua trinh hüy tai lieu;.  

d) Thong bao thong tin ve tai lieu c6 dinh clang kith° thuOc ha sor duce hay. 
6. Di voi Mang ké, tim kiam va sir dung van ban, ha so 

Cho phep thong ke sa luang ha so, van ban, .tai lieu; sá luart truy cap vao 
tang ho so; van ban, tai lieu; 

, Cho phep 	Ice lugt truy cap vao He thong theo yOu cu cüa nguiyi 
quanl5f, quan tri; 

,- • .c) Cap quyen, kiem sok quyen truy cap vao ho so km tra then hi va da lieu 
dac tA cUa ha so km tit; 

d) Cho pile") tim kiern van ban, ha so 46i yea tdt cã cac throng thong tin dAu 
. vao cita Van ban, he, sa va nOi dung elm van ban, tai lieu; 

d) Cho pile') lua ch9n hien thi cac trueng th8ng tin cila van ban, ha satrong 
.ket qua tim-kiam; 

e) Cho pile') luu va sir dung lai cac you cu tim kiem; 

Cho phop hien thi thir tu kat qua tim kiam; 

Cho phop kat xuat kat quA tim kiam ra cac dinh clang tep van -ban pha 
bin: (.doc), (.docx), (.pdf); 

Cho phep tai hoac in van ban, Milieu, der lieu dac ta; 

k) Cho phep danlidau vao van ban, tai-lieu, da lieu d4c ta dutsc in ra tir He 
thang; 	. 

1) Luu lich sir truy cap va su dung van . ban, tai lieu. 

7. Di yeti viec quan cla lieu ac tã 
- 

a) Ltru cac yau th at lieu dc ta lien quan den mOt van ban, ha so cu the 
theo died han bao quan; 
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b) Hien thi toan be di t lieu dac tã cila met van ban, Ito so khi c6 yeu cu 
cua ngtrai sit dung &roc cap quyan; 

c) Cho phep nhap dit lieu dc ta ba sung cho van ban, ha so; 

d) Lutt dit lieu dc ta dm qua trinh kiam soat an ninh van ban, ha so, he tilting; 

d) Urn va co' dinh stir lien kat dta met van ban, ha so voi tAt cã cac yau ta 
du lieu Mc ta. lien quan. 

'Dieu 21. Yeu an ve quan trj H thtong 

1. H  thang cho phep ngueri duot giao quan tri H thang thuc hien flitting 
nhiem vg sau: 

a) Tao lap nhOm tai lieu, M so theo cap de thong tin khac nhau; 

-b) Phan quyen cho ngtroi sir dung theo quy dinh caa -co quan, tã chirc; 

. 	c),Truy cap vao ha so va diE lieu dc ta cüa ha so theo quy dinh cua co 
quan, tO chirc; 

d) Thay &pi quyen truy cap dai veri ho so, van ban khi c6 su. thay 	quy 
dinh dm co quan 

. 	d) Thayimayektruy ,ap cua cac tat khoan ca than khi co nhtmg thay dai 
V Vi tri con'ta aaica. v: 	1 6; . 

r 
e) Phu& 	ofigAil 	ieu dac ta trong truirrig hop 	\TA thong 

c) ba ket qua'. P\‘. 	.0 

. 	g) Khoa. h 4khgThang the tap hop (van ban, ha so, thorn tai lieu) de 
ngan chan kha nang di chuyan, xoa hoc situ dal khi c6 yen au cala nguori ca 
tham quyen. 

Canh bao xung dot xayra trong h thong. 

Thiat lap kat noi lien thong. 

Diu 22. Meng tin du ra ciia 11?thng 

Bieu mau thong tin dau ra ciia He thOng quy dinh tai Ph ij luc VII Thong tu 
nay, gam: 

Sa dang IcY .van ban d'an. 

Bao cao tinh hinh giai quy6t van ban den. 

- 3. S'a dang kY _van ban di... 

7 4;Bdo caotirthhinti-Variban•di. 

Muc luc van ban irong.  ha so. 

Muc luc ha so. 	• 



uy Thang 

TL. CHU TECH 
VAN PHONG 
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Chiroang VI 

DIEU ICHOAN TIII HANH 1. 

Dieu 23. HiOu Int thi hanh 

Thong tu nay c6 hieu lvc thi hanh k tfr ngay 10 thang 3 nam 2019. 
Dieu 24. T chat thyt hiên 

BO twang, Thu throng ca quan ngang BO, Thu truong cif quan thuOc 
Chinh phü, Chit tich I...1y ban nhan dan tinh, thanh ph o five thuOc Trung 'icing va 
cac co quan, 0 chirc c6 lien quan chiu trach nhiem thvc hien Thong tu nay. 

2. Trong qua trinh trien khai thvc hien, neu c6 visaing mac de nghi cac co 
quan, ta chile, cá nhan phan anh ve BO NOi vv de nghien cfru, sira di, !DO sung 
cho pith hop" 

Nat nh"On: 
- Ban El thu tun, ucmg Dang; 

Van phong Quoc NM; 
- Van phong Chit tich mite; 

Cac BO, co quan ngang B8, cx quan thuOc Cl'; 
Vian Kiem sat nhan clan t8i cao; 
TOa an nha'n dan tin cao; • 

- Kiom toan Nha ntrac; 
Cac Tap doan kinh te, Tang c8ng ty nith nuoc; 

- Ca quan TW caa cac doan the; 
- TIDND, UBND cac tinh, thanh phi!) true thuee TW; 
- SerN0i vu cac tinh, thanh phe true thuOc TW; 

BO NOi vu: BO truemg, cac Thfr truang; 
- Cue Van thu va Dru tit nha mink (206); 

Cue Kiem tra van ban QPPL (BO Dr phap); 
-Gong bao; 

Ging Thong tin din ter BO NOi 
- Cong ThOng tin dien tfr Cue Van thu 
va Lutz trir nha flute; 

bru: VT, PC. 

KT. BO  TRIA5NG 
THEY TRUtiNG 

, 

(1Y BAN NHAN DAN 
TiNH BINH DINH 

SAO Y BAN CHI NH 

    

s6: 146/SY-UBND 

Nat nhOn: 
- Lanh do VP UBND tinh; 
- Chuyen vien va cac Pheing, Ban 
tivc thuOc Van phong UBND tinh; 
- Lau: VT (30b). 

Binh Dinh, ngay 14 thcing 02 nam 2019 

Nguyen Thai Binh 



Lanh dyo dun vi 
Ging chat, vien 
dare (CCVC) 
chuyen men 

Phil) Ity I 
N Lt VAN BAN DEN 

g 	01/2019/TT-BNV 
2019 ciia Bç5 trwerng B NOi vu) 

Van thy ca quan 

L10 	Van ban den 

Van ban din ter: 
Tiep nhan, kiem tra 
,tinh xac thyc ye 

A nguon gec ncri gin va 
sy Wan yen dm van 
ban, slang 	chuyen 

giao 

Van ban gray: 
Tiep nh9n, phan loai 
scr be, bec 61, dOng 

dau "Den", ghi so vã 
ngay den, so Ma, ky 

so elm ca quan/tO 
chit; dang ky, 

chuyen giao 

Lanh do ca 
quan/Lanh dal) 

van phong/Ngubi 
dirge giao nhiem 

vy han phOi 
chuyen giao van 

ban den 

kien phan phOi 
van ban 

Chu thich: 

.—> Duang di ceia van ban ctien ter 

Duang di dm van ban giAy 
, 

Gjai quyet, 
Lap he sa ding viec 

A 

Co 

kien chi dao 
giai quyet 

TO chirc thyc hen 



'Clem tra 
theft-tire, 
ky thulat 
birth bay 
van ban; 

yeu eAu be 
sung, sirs 

dei 

Khong 

Kim tra 
nei.  dung, 
the thirc, 
ky thuat; 
yeu cau 
be sung, 
sira 401 

CCVC 
chuyen mon 

(1) 

Lank dyo 
Do'n vf 

(2) 

Lanh dyo van 
phOng/Ngutri 

dtry'c Øao nhieru 
vy kiem tra the 
thire, k thgt 

trinh bay van ban 

(3) 

Lanh dyo co' quan/ 
Ngtrai có tharn 

quyen kt ban hank 
(4) 

Dy thao, trap 
thu, hoan 

thin dy thao 
van ban 

Co 

Ltru dO,14,  ban 
hank, dang k, ph& 

hanh van ban 
(Phy lye HI) kien 

clang 
gap 

lye H 
LITU DO SOAN THA 	 r • r THHC, Kt'THUAT TRiNH DAY VAN BAN 

tu, sa 01/2019/TT-BNV 

ngay 24\ • • 	• 2019 cilia BO twang BO NOi vu) 

. 	Chu thich: 

—0- Dieing di clia van ban din tCr 



Truerng hop kS1 van ban giay Chi dno hoan thien 
van ban 

Cho 9 kien 
vao ban 

thao cuOi 
Roan thien van 
ban, in, trinh k9 

CCVC 
Chuyin mon 

(1) 

La n h dno 
Don I/ 

(2) 

Van tlur co' quan/ 
Ngtrei dtrac giao 

nhiem vu kiem tra 
the that, ky thuat 
trinh bay van ban 

(3) 

Lanh dno co quan/ 
NFIrtri co tham 

quyen 14 ban hAnh 
(4) 

1(9 chiu trach nhiem 
nei dung 

1(9 chiu trach nhiem 
the thirc, k9 thqt K9 ban hanh 

van ban 

‘4,  

Cho so, ngay, thang van 
ban, than ban, thing du 

SOhoa, k9s6càacc 
quan, ta chirc 

P át Brill van ban Rtay den 
r rn khans co de dieu kin 
nitan hoec Sir dung van ban 

dintü  

Phat hanh van ban stS Ma 

Chi dno hoan thien 
van ban 

Phy lyc III 
ANG,Kt, PHAT HANH VAN BAN 

g ttr sa 01/2019/TT-B1VV 
2019 mkt BO trtrang Ba Nai vy) 

Lim he scr 

Hoan thien van ban, 
chuyen be phan kiem 
tra the thirc, ky thuat 

dê trinh k9 

Kiem tra, chju trach 
nhiem nei dung 

Kiem tra lai the thirc,ky 
thuat, chuyen clinh 

trinh k9 van ban 

CAT) sO, ngay, 
thang, nam 

In, nhan ban, clang &au, 
phat hanh va,hru van 

ban giay 

1(9 se cua ca quan, 
to chat sau khi in 

Cho thich: 

--> Duerng di dm van ban dien tCr 

-----> Duang di dm van ban gity 

Trueng hop k5f van ban dien tir 

K9 so van ban 

Phat hanh van ban giey 
den nai khang co at 

dieu kin nhan hoac sir 
ding van ban then ter 

Phat hanh van ban 
dien tCr 

 



THON 

Phu Inc IV 

171A DIY LIEU QUAN Lt VAN BAN DEN* 
hong tie sa 01/2019/TT-BNV 

1 nifty 2019 cud BO &wing BO Nai vu,) 

STT Truirng thong tin 
Ten 

('net tat titng Anh) 
Klei n di} 

lieu 
Di) 
dai 

1 Ma dinh danh van ban DocCode String 25 
2 Ma ho so FileCode String 40 

2.1 Ma djnh danh &la ca quan, 
t8 chirc lap danh muc ho so 

OrganId String 13 

2.2 Nam hinh thanh 116 so FileCatalog Number 4 
2.3 Sa yak)",  hi8u lin so FileNotation String 20 
3 S6 &dr t‘r van ban trong he, 

SO 
DocOrdinal Number 3 

4 Ten loai van ban TypeName String 100 
5 Sa cna van ban CodeNumber String 11 
6 1(3% hi8u dia van ban CodeNotation String 30 
7 Ngay, thang, nam van ban IssuedDate Date 10 
8 Ten co quan, to chirc ban 

hanh van ban 
OrganName String 200 

9 Trich yeu nOi dung Subject String 500 
10 Ngon ngil , Language String 30 
11 So trang cfia van ban PageAmount Number 3 
12 Ghi chi' Description String 500 
13 Ngay, thong, nam den ArrivalDate Date 10 
14 S6 an ArrivalNumber Number 10 
15 Chi:re vu, h9 ten ngired k3i SignerInfo 

15.1 Chat IN dm nguti kyr van 
ban 

Position String 100 

15.2 H9 va ten ngued kji van ban FullName String 50 
16 Miic dO khan Priority Number 1 
17 Don vi hoc nguei nhan ToPlaces String 1000 
18 t kin phan phi, chi dao, 

tang thai xfr VT van ban 
TraceHeaderList LongText 

19 Theri han giai quy8t DueDate Date 10 

sTuY theo dc thn cUa arng ca quan, t6 chnc cd th6 b6 sung thOng tin du vao, nhung phai bao darn se, *rig, thti 
tu va nni dung dm cdc twang thong tin quy dinh tai Phu luc nay. 



by lye V 

Des  LIEU QUAN Lt VAN BAN DI* 
g tu• so 01/2019/TT-BNV 
2019 cua BO tru•Ong BO Nal vy) 

STT Trtrerng thong 	tin 
Ten 

(vitt ri't tieng Anh) 
Klett di? 

Ii4 
DO 
dai 

1 MA dinh danh van ban ., DocCode String 25 
2 MA ho so FileCode 

2.1 MA dinh danh cita co quan, to 
chat lAp danh muc he, sa 

Organld String 13 

2.2 Nam hinh thanh ha so. FileCatalog Number 4 
2.3 So va IcSt hieu he so FileNotation String 20 
3 So thir tu van ban trong ha so DocOrdinal Number 3 
4 Ten loai van ban TypeName String 100 
5 Sa dm van ban CodeNumber String 11 
6 Mt hien cila van ban CodeNotation String 30 
7 Ngay, thang, nam van ban IssuedDate Date 10 
8 Ten ca quan, to chuc ban hanh 

van ban 
OrganName String 200 

9 Trich yeu noi dung Subject String 500 
10 Ngan ngil Language String 30 
11 So trang dm van ban PageAmount Number 3 
12 Ghi chit Description String 500 
13 Chirc IN, h9 ten nguei IcY SignerInfo 

13.1 Chat try dm nguai IcY van ban Position String 100 
13.2 H9 va ten nguoilc5f van ban FullName String 50 
14 Nai nhan To 
14.1 MA dinh danh dm co quan, di 

chirc nhAn van ,ban 
OrganId String 13 

14.2 Ten ca quan, to chue nhan van 
ban 

OrganName String 200 

15 Mk do khAn Priority Number 1 
16 St lugng ban phat hanh IssuedAmount Number 3 
17 Han tra leyi van ban DueDate Date 10 

THONG 

ngety 

'Tuji thee dac thO cüa [Ong ca quail, to chat co the be sung thong tin dau vao, nhtrng phai bao dam s6 luvng, tlui-
tcr va nOi dung dm cac trtoang thong tin quy (Malt tai Phu Inc nay. 



hy Inc VI 

TA DIX LItU QUAN lit HO S(I* 
it sa 01/2019/TT-BNV 	• 

2019 caa Be trong10 	vy) 

STT Trtrirng thong tin Kteu 
Ten 

(viet tit ti o' ng Anh) 
.x  

d ir HO dai  
DO 

1 Ma ha scr FileCode 
1.1 

• 
Ma dinh danh oda co 
quan, to chirc lap danh 
nwc ho so 

Organld String 13 

1.2 Nam hinh thanh ha sa , FileCatalog Number 4 
1.3 So valc5r hieu ho so FileNotation String 20 
2 Tiou de ha so Title String 500 
3 Thai han bao quail Maintenance String 30 
4 Cho do sir dung Rights String 30 
5 Ngtrai lap ha sa Creator String 30 
6 NOM net , Language String 50 
7 Thed gian bat dau StartDate Date 10 
8 Thai gian ket thitc EndDate Date 10 
9 Tang sa van ban trong 

ho sa 
DocTotal Number 4 

10 Tang sa trang elm ho 
so 

PageTotal Number 4 

11 Ghi chit Description String 500 

THON 

ngay 2 

'Thy theo dc tha ctia timg ca quan, ti chirc có the be sung thong tin da'u vao, nhung phai bao dam se lucmg, the.  
ti va nei dung caa cac truth-1g thong tin quy dinh t?i -Phu luc nay. 



Inc VII 

TH 	 , iJA Ht THONGQUA N 
A SODINTU ItN 

ng ttr so 01/2019/TT-BNV 
ngay 24 thánff neim 2019 ado Bei trwang BO N1 vu,) 

1. St) dung 14 van ban den 

NO),  
den 

SO 
den 

The 
gia 

SO, 14 
hiOu 
vAn 
ban 

Ngay 
thang 
Irani 

van bin 

Ten loAi va trlch yeu nOi 
dung van ban 

Dan vi 
hoAc 

ngtrin 
nhcin 

Ghi chit 

(1) 	- (2) (3) (4) (5) . 	(6) (7) (8) 

Sao cao tinh hinh giai quyet van ban den 

Tit ngay.....thang....nam.... den ngkf.....thang....nam.... 
, 

T8ng so van ban: 

SO hivng van ban dal xfr 1)2: 

SO luo:ng van ban chua xic 

STT SO 
den 

Ten loAi, so, kf hi§u, 
ngay, thang, num va 

tic gia van ban 

Don IT 
ngtriri nhOn 

Thin 
hAn 
giii 

quyet 

Tinh 	. 
trAng 
giai 

quyet 

SO, ky hiOu 
van ban 
tra liti 

Ghi 
. chi 

(1) (2) (3) (4) (5) (6) (7) (8) 

SO tang kjr van ban di 

SO, 14 
hiOu 
van 
bin 

Ngay 
thang 
nam • 
van 
ban 

Ten loAi va trial yeti 
nOi dung van ban 

Nguiri 
14 

Noi 
nhAn 
vAn 
ban 

Don vi, 
ngtriri son 

thao 

So 
lining 
bin 

Ghi 
chi 

(1) (2) (3) (4) (5) (6) (7) (8) 



4. Bao cao tinh hinh van ban di 

Tit 	 d6n nga 

Tong so van ban: 

sii, kSi 
hien 
van 
ban 

Ngay 
thang 
nAm 
van 
ban 

Ten loai va trich yeu 
nei dung vAn ban 

Ngtriri 
4 

Nal 
nhAn 
van 
ban 

Don vi, 
ngtreri soan 

thao 

St) 
ltrung 
ban 

Ghi 
chit 

(1) (2) (3) (4) (5) (6) (7) (8) 

Mc lyc van ban trong ha so' 

STT SO, 
4 hieu 

vAn 
ban 

Ngay 
thang 

nam van 
ban 

Ten loai va trich 3,6u tied dung 
van ban 

SO ltnyng 
trang 

Ghi chit 

(1) (2) (3) (4) (5) (6) 

Myc Iv ha so' 

SO, kfr 
hien hO 

so' 

.Tilu a 1-.6 so.  Thosi gian 
tai lieu 

Thtiri han 
Ho quan 

SO ltrlyng 
trang 

Ghi chit 

(1) (2) 	. (3) (4) (5) (6) 
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