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CVCQUANLY
Ma hieu: QT-17

QUYTRiNHTHJ TRUONG TiNH LAnban hanh: 01102
BiNHDUONG Cdng tic van tlnr, hru trfr

Ngay ban hanh: 12/9/2022

1. Nhiing nguai lien quan phai doc, hiiu va thuc hien thea aung n(>idung cua
quy dinh nay.

2. Noi dung trong quy dinh nay CD hieu luc nhu Slf chi ago cua Cue truong, Q
Cue truong, PhD Cue truong phu trdch.

3. M6i b(>phdn chi duac phdn phoi duy nhdt 01 ban duac kiim sodt cua quy
dinh nay, cdc ban sao khong duac kiim sodt phai duoc loai bo ngay, tuyet a6i khong
duoc sit dung.

DANH SACH PHAN PHOI TAl LI~U

1. C\lC tnrong, Q C\lC tnrong, Ph6 C\lC
tnrong phu trach, 02. Ph6 C\lC tnrong
3. Phong To clnrc Hanh chinh
4. Phong Nghiep vu tong hop
5. Phonz Thanh tra Phap che
6. Ke toan tnrong, Phu trach ke toan
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CVCQUANLY
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Ma hieu: QT-17
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Ngay ban hanh: 12/9/2022

SUA DOl TAl LI~U

Y" >. Trang/Phin Lin baneu cau Ngay ban
? dAi/ lien quan Mo ta nQidung sua dAi himhlLinsua 0 hanh
bAsung vi~c sua dAi sua dAi

i



C\ICQUANLY
Ma hieu: QT-17

QUYTRINH
THI TRUONG TiNH LAnban hanh: 01102

BINHDUONG
Ceng tic van tlnr, lU'Utrfr

Ngay ban hanh: 12/9/2022

4

I.M\ICDiCH
Th6ng nhdt nghiep vu quan ly van ban di, van ban d~n, cong tac quan ly, su dung

con ddu va l~p h6 sa cong viec tai cac phong chuyen rnon thuoc C\lCQuan ly thi tnrong
tinh Binh Duong, nham g6p phan nang cao hieu qua hoat dong cua cac phong tham
rmru, nang cao chdt hrong va hieu qua cong tac quan ly, van ban, gidy to (v~ viec ti~p
nhan, xu ly, ban hanh) phuc vu cho viec chi dao, di~u hanh cua Thu tnrong dan vi dap
irng yeu cAuthirc hien nhiem vu duoc giao.

II. PH~M VI Ap D\ING
Quy trinh nay ap dung thong nhdt trong toan C\lC Quan ly thi tnrong trong vi~c

thong nhdt nghiep vu quan ly van ban di, van ban d~n, cong tac quan ly su d\lng con
ddu va l~p h6 sa cong vi~c t~i cac phong tham muu thuOc C\lC Quan ly thi truang tinh
BinhDuang.

III. TAl LIE:UVI:¢N DAN
- Lu~t Luu trfr s6 01120111QH13 cua Qu6c hOi ban hanh ngay 1111112011;

_Nghi dinh 30/2020/NB-CP ngay 05/3/2020 cua Chinh Phu v~ cong tac van thu;

_ Thong tu s6 09/20111TT-BNV ngay 03/6/2011 cua BONOi V\l quy dinh v~ thai
h~n bao quan h6 sa, tai li~u hinh thanh ph6 bi~n trong ho~t dOng cua cac ca quan, t6
chuc;

_ Can cu Nghi dinh s6 99/2016/ND-CP ngay 01/7/2016 cua Chinh phu v~ quan
Iy va su d\lng con ddu;

_ Can cu Quy~t dinh s6 28/2018/QD-TTg ngay 12/7/2018 cua Thu tu6ng Chinh
phu v~ vi~c gui, nh~n van ban di~n ill gifra cac ca quan trong h~ th6ng hanh chinh nha
nuac;

_Can cu Nghi dinh s6 26/2020/ND-CP ngay 28/02/2020 cua Chinh phu quy dinh
chi ti~t mOt s6 di~u cua Lu~t Bao v~ Bi m~t Nha nuac;

_ Can cu Thong tu 2412020/TT-BCA ngay 10/3/2020 cua BO Cong An ban hanh
bi~u mfiu su d\lng trong cong tac bao v~ bi m~t nha nuac;

_ Thong tu s6 02/2019/TT-BNV cua BO NOi V\l quy dinh tieu chudn dfr li~u
thong tin dAuvao va yeu cAubao quan tai li~u luu tm di~n til;

_K~ ho~ch s6 10281KH-UBND ngay 09/3/2022 cua UBND tinh Binh Duang v~
vi~c Ke ho~ch th\lc hi~n cong tac van thu, luu tm tren dia ban tinh Binh Duang nam
2022;

IV. DJNH NGHiAlVIET TAT
- Phong TCHC: Phong T6 chuc Hanh chinh.

- Phong NVTH: Phong Nghi~p V\l T6ng hQ'p.

- Phong TTrPC: Phong Thanh tra Phap ch~.
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Ngay ban hanh:

Ma hieu: QT-17
CVCQUAN'LY

THI TRUONG TiNH
BiNHDUONG

QUY TRiNH Ldn ban hanh: 01102
Congtacvanthu, luu trfr r------------+--------~

12/9/2022

v. NQIDUNG
1. Luu dB th1!c hi~n van ban d~n

BU'C)'c Luu dB Trach nhi~m
Bi~u mAul

cong vi~c Tili li~u

~

BQphan Van thir -
Tao van ban

1 phongTCHC
d~n

+
BQphan Van thu -

Phieu giaiphongTCHC
2 quyet cong

viec

Phong tham rmru
(ca nhan) diroc Phong tham rmru

phan cong duoc phan cong giai
3 xu}y quyet

2. Di~n giai hru dB
Buoc 1: Ti€p nhan van ban "f)€n"
Van ban d€n (g6m cac van ban, cong van, tai lieu, ... ) tic bAtky nguon nao, trong

gio lam viec d~u phai t~p trung tai van thir d~ lam thu tuc ti€p nhan, dang ky, Cac
Phong tham rmru, ca nhan khong c6 trach nhiem giai quyet cac van ban d€n khong dang
kY tai van thu.

Khi nhan van ban bQphan van thir phai kiem tra, tinh tqmg, xem noi gui va noi
nh~n r6i mai kY nh~n, chuy~ntra l~i bUlldi~nho~c nhiing van ban gui nhdm dia chi.

Nhiing bi cong van, tai li~u thuQclo~im~t, t6i m~t va nhung bi c6 ghi ten cv th~.
Van thu khong dUQ'cb6c chi dang ky vao s6 va chuy~n cho Cvc tru6ng, Q. Cvc tru6ng,
Ph6 Cvc tru6ng phv trach (ho~c Ph6 Cvc tru6ng duQ'cgiao quy~n khi Cvc tru6ng, Q.
Cvc tru6ng, Ph6 Cvc tru6ng phv trach di v~ng) ho~c nguai c6 ten tren bi thu.

Buac 2: Trinh Lanh d~o
f)6i vai van ban nh~n b~ng duang bUlldi~n: BQph~ Van thu ti€p nh~n van ban

d€n, phan lo~i sau d6 scan len phdn m~m quan ly van ban eDMS - Office, t~o s6 h6a
van ban d€n tren h~ th6ng va chuy~n trinh Cvc tru6ng, Q. Cvc truong, Ph6 Cvc tru6ng
phVtrach xem xet xu IY.

U6i vai van ban nh~n tren h~ th6ng phdn m~mvan ban eDMS - Office: BQph~n
van thu ti€p nh~n van ban d€n, phan lo~i sau d6 lAys6 tren phdn m~m.

U6i vai nhiing van ban "khAn"van thu phai vao s6 van ban tren h~ th6ng eDMS
_Office va trinh ngay cho Cvc truong, Q. Cvc tru6ng, Ph6 Cvc truang phVtrach (ho~c
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CVCQUANLY
Ma hieu: QT-17

QUYTRINH
THI TRUONG TiNH LAnban hanh: 01/02

BINHDUONG
Cong tac van tlnr, hru trfr

Ngay ban hanh: 12/9/2022

Ph6 Cue tnrong duoc giao quyen khi Ph6 Cue tnrong phu trach di vang) xem xet xu 1y
kip thai, tnrong hop cAnthiet thi bao ngay qua dien thoai.

D6i voi nhfrng van ban "Mat", "T6i Mat" van thir chuyen cong chirc phu trach
cong tac Bi m~t nha mroc b6c bi ghi sf, van ban d~n " Mat" va chuyen ngay cho lanh
dao xu ly theo nguyen t~c bao m~t van ban.

D6i voi nhfrng van ban ghi ten dich danh van thir cling khong duoc rna ra rna
chuyen cho ca nhan, phong theo dia chi noi nhan. Dong dAu"Van ban d~n" ra rang vao
khoang trang phia tren, ben trai phan 1~van ban, phan dtroi "trich yeu",

Biroc 3: Xu 1y van ban da duoc lanh dao phe duyet
Chuyen van ban: Van ban da diroc Cue tnrong, Q. Cue tnrong, Ph6 Cue tnrong

phu trach c6 y ki~n chuy~n giao van ban cho cac phong chuyen mon, ca nhan (tren
eDMS - Office) th\lc hi~n nhi~mV\l chuyen mon duQ'cphan cong ngay trong ngay.

Nhfrng van ban do chuy~n nhAmdia chi xu 1y, cac phong, ca nhan gui ll;licho bi)
ph~n van thu chuy~n dung dia chi kip thai xu 1y, khong chuy~n trvc ti~p illphong (ca
nhan) nay qua phong (ca nhan) khac d~ tranh gay kh6 khan cho vi~c tra tim, theo dai
qua trinh xu 1Y.
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3. Luu da thuc hi~n van bin di

Burrc L1lU dB Trach nhi~m
Biiu miul

cong vi~c Tai li~u

Phong tham rmru

1
Ti~p nh~n van diroc lanh dao phan
him "d~n" ill cong giai quyet

Phong tham rmru xu
Xu ly van ly van ban theo nQi

Van ban
2 ban dung da phe, TCHC

thong qua th~ thirc. thammuu

"Trinh Lanh dao Phong tham rmru
van him tham diroc phan cong giai Van ban

3 rmru, tra Uri quyet tham rmru
..)

+ - Lanh dao xem xet
Lanh dao phe duyet van ban Van ban

4 duyet, - Chuyen van thir tham rmruchuyenvan

Van thu kiem tra, vao
Van ban das6 va phat hanh van

5 Van thu diroc Lanh
phat hanh ban

dao duyet

- Van thir hru h6 sa

6 Liru he,so - Phong tham muu Van ban ban
diroc phan cong giai hanh

quyet

4. Di~n giii IU'U da:
Bu6c 1: Ti~p nh~n van ban d~n tir lanh dCilOC\lc:
Phong tham muu (ca nhan) nh~n van ban tir Lanh d~o tren h~ th6ng eDMS­

Office sau do xu ly van ban theo chi d~o cua lanh d~o. Ca nhan duQ'cpharr cong xu ly
van bim sau khi xir ly xong van ban phai trinh TruOng phong xem xet tru6c khi trinh
lanh dCilOphe duy~t.

Bu6c 2: Xu ly van ban:
Phong tham muu duQ'clanh d~o pharr cong xu ly van ban. TruOng phong phan

cong cho cong chuc xu ly van ban sau khi xu ly xong van ban phai trinh TruOngphong
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xem xet nQi dung va Truong phong T6 chirc Hanh chinh kiem tra th~ tlnrc tnroc khi
trinh lanh dao phe duyet.

Buoc 3: Trinh Lanh dao van ban tham muu, tra loi

Cong clnrc phan cong xu ly van ban sau khi tham muu trinh Truong phong xem
xet. Truong phong tham muu chiu trach nhiem van ban tham muu cua phong truce
Lanh dao,

Biroc 4: Lanh dao duyet van ban, chuyen van thu

Sau khi nhan van ban do Truong phong tham muu diroc phan cong xu ly. Lanh
dao xem xet duyet:

+ N€u van ban do Truong phong tham muu trinh Lanh dao xem xet dung yeu
c~u d~ ra. Lanh dao xet duyet va chuyen cho bQphan Van thu.

+ N€u van ban do Truong phong tham muu trinh Lanh dao xem xet chua dung
yeu c~u d~ ra. Lanh dao chuyen van ban lai cho phong tham muu duoc phan cong d~ xu
ly, tham muu l~i.

Buac 5: Van thu phat hanh van ban

Sau khi co y ki€n phe duy~t clla Lanh d~o, van thu ki~m tra l~i l~n cuai van ban
dong dAuva phat hanh.

+ N€u van ban khong dung vai quy dinh Clla Nghi dinh 30/20201ND-CP ngay
05/3/2020 clla Chinh Phll. BQ ph~n Van thu tham muu lanh d~o chuyen tra l~i cho
phong tham muu (ca nhan) duQ'cphan cong xu ly van ban de chinh sua van ban.

+N€u van ban ban hanh trao d6i duai d~g di~n ill (eDMS-Office): phong tham
muu (ca nhan) tham muu gui van ban theo lu6ng xu ly tren eDMS-Office. Van thu ti€n
hanh kY s6 va gui van ban theo nO'inh~n.

+ N€u van ban ban hanh trao d6i duai d~ng di~n ill (eDMS-Office) va giAy: cac
phong tham muu duQ'cphan cong tham muu nhan ban sa lUQ'ngc~n gui sau do van thu
lAy sa, dong dAu, scan len kY chung thu sa sau do gui van ban di qua h~ thang eDMS­
Office d6ng thai gui van ban gifty theo dung nO'inh~n trong khoang thai gian 3 ngay
lam vi~c ke illkhi phat hanh van ban.

Van ban sau khi duQ'c Lanh d~o phe duy~t bQ ph~n van thu c~n xu ly va gui di
trong ngay lam vi~c.

Buac 6: Luu h6 sa
Van ban gui di duQ'c luu ban g6c l~i h6 sa van thu, ban chinh luu t~i phong tham

muu duQ'cphan cong tham muu.

BQ ph~n van thu phai hQ'Pvai cac phong tham muu d~ th\lc hi~n cong tac l~p h6
sO',ban giao h6 sa luu tm theo dung thai gian quy dinh.



9

? , Ma hieu: QT-17
CVCQUANLY QUYTRINH

THI TRUONG TiNH LAnban hanh: 01102
BINHDUONG

Cong tac van thu, hru trfr
Ngay ban hanh: 12/9/2022

5. Quan ly va sfr dung con diu:
a) Liru dB cong vi~c:

B1f(YC Liru d6 Tnich nhi~m
Bi~u miul

cong vi~c Tili li~u

BQphan Van thu -
1 Ti€p nhan con phongTCHC

dAu
_t_ BQphan Van thu -

2 Quan ly phongTCHC
con dAu

T BQphan Van thu -
3 Bao quan va phongTCHC

Slr dung

b) Di~ngiai hru dA:

Buoc 1: Ti~p nhan con dau

Con dau duoc giao cho cong chirc phu trach van thu quan ly va d6ng dau tai co
quan.

Biroc 2: Quan ly con dau

- Th~IChien dung Nghi dinh 30/2020/NI)-CP ngay 05/3/2020 cua Chinh Phu v6
cong tac van thu.

- Con dau phai d~ tai co quan va phai duoc quan ly chat che,

- Khi con dau mat phai bao cao ngay cho co quan cong an noi d~t tI'\l sa d~ ph6i
hqp truy tim. B6ng thai phai thong bao huy con dau bi mat cho cO'quan cong an nO'icap
dau. Con dau cO'quan hong, mon thi lam thu t1)cxin phep cap l~i dau mai va nQPtra l~i
con dau cli cho cO'quan cong an nO'icap dau.

Buac 3: Sir d\lng con dau

- Dau chi d6ng tren van ban phat hanh dUng th~ thuc do C\lCQLTT Binh DuO'ng
phat hanh.

- Dau chi d6ng tren van ban c6 nQi dung va chu Icy cua lanh d~o.

- Dau d6ng dung chi6u, r5 rang, trum len khoang 1/3 chu Icy lanh d~o. Dau d6ng
len cac ph\! l\!c kern theo van ban phai duQ'c d6ng len dAu, trum len mQt phAn ten cO'
quan ho~c ten ph\ll\lc.

- Dau d6ng giap lai duQ'c d6ng vao khoang mep phai cua van ban, trum len mQt
phAn cac to' giay, m6i dau khong qua 05 (nam) trang.
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CVC QuAN LY
THJ TRUONG TiNH

BINHDUONG

Ma hieu: QT-17

QUY TRINH LAnban hanh:Cong tac van tlnr, hru trft 1---- +-0_1/_0_2__ ---1

Ngay ban hanh: 12/9/2022

VI.BIEUMA.U

STT Ky hi~u bi~u miu Ten bi~u miu

01 QT.VTLT.Ol.OI Phieu giai quyet van ban d~n

PHIEU GIAI QUYET VAN BAN DEN
TONG CVC QUAN LY THl TRVONG Noi ban hanh: .......................................
CVC 9uAN LY THJ TRUONG S~ a ky hie V ba d~ova WU van an en: ........................

TINH ....................... Ngay ban hanh: .. .I. . .I...Thai han xu lY···....
So den: .................................... Dan vi chu tri: ......................................
Ngay d~n: ................................ Dan vi ph6i h9'P:...................................
Luu h6 sa: ................................. y kien cua Truong/ Ph6 phong tham muu: ..... ~

y kien cua Lanh dao: ..................... .........................................................
N ' hd V Y ki~n d~ xuat cua nguoi giai quyet: ............gay ...... tang. .....nam.......

........................................................

Te", d" .? " Ngay trinh kY van ban tra loi:len Q gIa! quyet: ........................
N' h " V b'gay e uyen van an: .................. .........................................................
Ngay ban hanh van ban tra loi: ......... S6, ky hieu van ban tra loi:
Danh gia thai gian hoan thanh: ......... .........................................................
Tnroc han: ... Dung han ..... Tr~ han ....

PHIEU LAy Y KIEN CHUYEN MON
- Ten, loai van ban, h6 sa, trinh ky: .
- Dan vi chu tri soan thao, tham muu: ..

Cfmg chirc soan thao Lanh d~o Phong
Tham nnru

Lanh d~o Phong Lanh d~o Phong TCHC Ph6 Cue trmmg phu trach
Chuyen mon (Ki~m tra th~ thuc) Phong, linh v\l'c.

PhD.ndimh cho van thu ghi va luu:
S6: .I ngay thang nam ..



" .

CVCQUANLY
Ma hieu: QT-17

QUYTRINH
THJ TRUONG TiNH Ldn ban hanh: 01/02

B1NHDUONG
Cong tae van tlnr, lU'Utrii'

Ngay ban hanh: 12/9/2022

11

VII. HO SOLUU

STT T.... A 'hJ.. 1 Noi lU'U ThOi gian lU'Uen so va 0 so uu

1. se cong hie van thu, luu tnt PhongTCHC Vinh vien


