
UBND TiNH DAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM 
s6TirPHAP Hoc lap-Ty do - Hanh phuc' 

S6: 52. /QD-STP Dakiak, ngay 00 thdng 5 nam 2016 

QUYET DINH 
Ban hanh Quy che cong tac van thu- va lu-u tru-

tai So- Tu- phap tinh BSk Lak 

GIAM DOC SOf Tir PHAP 

Can cu Luat Luu tru ngay 11/11/2011; 

Can cu Nghi dinh so 33/2002/ND-CP ngay 28/3/2002 cua Chinh phu quy 
dinh chi tiet thi hanh Phap lenh Bao ve hi mat Nha nude; 

Can cd Nghi dinh s6 110/2004/ND-CP ngay 08/4/2004 cua Chinh phu v i 
cong tac van thu va Nghi dinh sd 09/2010/ND-CP ngay 08/02/2010 cua Chinh 
phu ve sua ddi, bd sung mot sd dieu cua Nghi dinh sd 110/2004/ND-CP; 

Can cu Nghi dinh sd 01/2013/ND-CP ngay 03/01/2013 cua Chinh phu 
quy dinh chi tiet thi hanh mot so dieu cua Luat Luu tru; 

Can cu Thdng tu lien tich sd 55/2005/TTLT-BNV-VPCP ngay 06/5/2005 
cua Bd Ndi vu. Van phong Chinh phu hudng dan ve the thuc va ky thuat trinh 
bay van ban; 

Can cu Thdng tu sd 01/2011/TT-BNV ngay 19/01/2011 cua Bd Ndi vu 
hudng dan the thuc va ky thuat trinh bay van ban hanh chinh; 

Can cu Thdng tu sd 07/2012/TT-BNV ngay 22/11/2012 cua Bd Ndi vu 
hudng dan quan ly van ban, lap hd so va nop luu hd so, tai lieu vao Luu tru 
CO quan; 

Can cu Quyet dinh sd 05/2015/QD-UBND ngay 16/01/2015 cua UBND 
tinh Dik L^k v i Quy che cdng tac van thu, luu tru tren dia ban tinh Ddk L4k; 

Can cu Quyet dinh sd 1782/QD-UBND ngay 13/7/2015 cua UBND tinh 
F F F •} 

Dak Lak quy dinh chuc nang, nhiem vu, quyen han va co cau td chuc cua Sd Tu 
phap; Quyit dinh sd 916/QD-UBND ngay 07/4/2016 cua UBND tinh sua doi 
Quyet dinh sd 1782/QD-UBND ngay 13/7/2015 cua UBND tinh; 

Xet d i nghi cua Chanh Van phong Sd, 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quyit dinh nay Quy che cdng tac van thu va 
F F 

luu tru tai Sd Tu phap tinh Dak Lak. 



Dieu 2. Tniong cac Phong, Giam ddc cac Trung tam, can bd, cdng chuc, 
vien chuc, ngudi lao ddng thudc Sd Tu phap va cac to chuc, ca nhan c6 lien 
quan chiu trach nhiem thi hanh Quyet dinh nay. 

Giao Chanh Van phong Sd c6 trach nhiem theo ddi, ddn ddc, kidm tra 
viec thuc hien Quyit dinh nay va dinh ky bao cao Giam ddc Sd theo quy dinh. 

Dieu 3. Quyit dinh nay c6 hieu luc k i tu ngay ky va thay th i Quyit dinh 
sd 41/QD-TP ngay 05/4/2004 cua Giam doc Sd Tu phap v i tiip nhan, xu ly va 
ban hanh van ban./. \ ^ 

Noi nhan: GIAM DOC 
- UBND tinh (de bao cao); 
- So Npi vu; 
- Nhu Dieu 2; 
- GD, cac POD Sd; 
- Liru: VT, TH. 

Nguyen Minh Thuan 



UBND TiNH DAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM 
SdTlTPHAP Hoc lap-Tu- do - Hanh phuc' 

QUY CHE 
Cong tac van thu" va luu trir cua So" Tu phap tinh k L5k 

(Ban hanh kem theo Quyit dinh s6 '^Z/QD-STP 
ngdyO^ thdng 5 nam 2016 cua Gidm doc Sa Tuphdp) 

ChuungI 
QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh va doi tuung ap dung 
1. Quy che nay quy dinh cac hoat dong ve van thu, luu tnr trong qua trinh quan 
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ly, chi dao, dieu hanh cua Sd Tu phap de thuc hien chuc nang, nhiem vu cua Sd: 
a) Cdng tac van thu bao gom cac cdng viec ve soan thao, ban hanh van ban; 

quan ly van ban va tai lieu khac hinh thanh trong qua trinh hoat ddng cua Sd Tu 
phap; lap hd so va giao nop hd so, tai lieu vao Luu tiu co quan; quan ly va su dung 
con dau trong cdng tac van thu. 

b) Cdng tac luu tru bao gdm cac cdng viec ve thu thap, bao quan, thdng ke va 
su dung tai lieu luu tru hinh thanh trong qua trinh hoat ddng cua Sd Tu phap. 

2. Quy che nay dugc ap dung thong nhat ddi vdi can bd, cdng chuc, vien chuc, 
ngudi lao ddng (sau day ggi la cdng chuc, vien chuc), cac phong, don vi thudc Sd Tu 
phap va cac co quan, td chiic, ca nhan c6 lien quan. 

Dieu 2. To chuc, nhiem vu cua van thu, luu tru 

1. Td chuc: 

a) Van phong Sd c6 bd phan chuyen trach lam cdng tac van thu (sau day ggi la 
Van thu Sd) va bd phan lam cdng tac luu tru (sau day ggi la Luu tru Sd). 

b) Tuy vao chuc nang, nhiem vu, co cau td chuc va quy dinh ciia phap luat hien 
hanh ve cdng tac can bd, Thii trudng cac don vi su nghiep thudc Sd bd tri vien chuc, 
ngudi lao ddng lam cdng tac van thu, luu tru tai don vi minh. 

2. Nhiem vu ciia van thu: 

a) Thuc hien cac cdng viec thudc quy trinh giai quyet van ban di, van ban den. 
9 

b) Theo ddi, tdng hgp bao cao Chanh Van phong tinh hinh thuc hien cdng tac 
van thu tai cac don vi su nghiep thudc Sd. 

c) Giiip Chanh Van phong kiem tra the thuc va ky thuat trinh bay van ban 
trudc khi phat hanh. 

d) Sap xep, bao quan va phuc vu viec tra cuu, sii dung ban luu. 



d) Quan ly s6 sach va ca sd du lieu dang ky, quan ly van ban; lam thu tuc trinh 
Chanh Van phong cip giiy gidi thieu, gi4y di dudng cho cdng chuc, vien chuc; bao 
quan, su dung con dau ciia co quan va cac loai con dau khac. 

e) Lap ho sa, tai lieu nop luu vao luu tru ciia Sd dam bao diing quy dinh. 

g) Sii dung ph§n mhm Quan ly van ban va didu hanh vao cdng tac van thu, luu 
tru, thuc hien chd do bao cao thdng ke dinh ky, dot xu4t vd cdng tac van thu. 

h) Thuc hien cac nhiem vu khac theo su phan cdng ciia Chanh Van phong Sd. 

3. Nhiem vu ciia luu tru: 

a) Doi vdi can bd Luu tru Sd: 
- Cap phat dung cu dung hd sa phu hop, ddng bd cho cac phong chuyen mdn 

thudc khdi Van phong Sd de lap ho sa nop vao luu tru ca quan dam bao khoa hoc, 
diing quy dinh. 

- Hudng din, phdi hop vdi vien chuc, ngudi lao ddng lam cdng tac luu tru ciia 
cac td chiic su nghiep thudc Sd lap ho sa, tai lieu de giao nop vao luu tru hien hanh 
ciia Sd. 

- Thu thap ho sa, tai lieu den han nop luu vao luu tru hien hanh. 
r r r y 

- Phan loai, chinh ly, xac dinh gia tri, thdng ke, sap xep hd sa, tai lieu; phuc vu 
viec khai thac, sii dung ho so, tai lieu luu tru phuc vu cdng tac dam bao kip thai, 
diing phap luat. 

- Lap danh muc cac loai hd so, tai lieu da het thdi han bao quan trinh Giam ddc 
Sd xem xet, quydt dinh; tham muu xii ly tai lieu hdt gia tri. 

- Thuc hien chd do bao cao thong ke dinh ky, dot xuat ve cdng tac luu tru. 

- Thuc hien cac nhiem vu khac theo su phan cdng ciia Chanh Van phong Sd. 

b) Ddi vdi can bd luu tru tai cac dan vi su nghiep thudc Sd: 
r 

- Tham muu giiip Thii trudng dan vi su nghiep thudc Sd xay dung ke hoach 
thu nhan hd sa, tai lieu luu tru va hudng dan cdng chiic, vien chiic ciia dan vi lap hd 
sa, tai lieu luu tru; mua, phat bia ho so (mau thong nhat) cho cdng chiic, vien chiic 
ciia dan vi de lap hd sa luu tru theo quy dinh (neu c6). 

- sip xep luu tru ho sa, tai lieu khoa hoc phuc vu kip thdi yeu cau tra ciiu, sii 
dung vao muc dich cdng vu ciia cdng chiic, vien chiic trong dan vi, dam bao hoan 
thanh nhiem vu chung; giao nop hd sa, tai lieu vao luu tru ciia Sd dung quy dinh. 

- Thuc hien cac nhiem vu khac theo su phan cdng cua Thii trudng dan vi su 
nghiep thudc Sd. 

Dieu 3. Bao cao thong ke ve cdng tac van thu, luu tru 

1. Bao cao thdng ke ve cdng tac van thu, luu tru dugc tien hanh dinh ky hang 
nam, tinh tu ngay 01 thang 01 den 31 thang 12 ciia nam bao cao. 
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2. Cac dan vi giii bao cao thong ke ca sd vd cdng tac van thir, lim tm ciia dan 
v i minh cho Van phong Sd tmdc ngay 15 thang 01 ciia nam ke tiip. 

Chirang I I 
CONG TAG VAN THlT 

Muc 1 
SCAN THAO VA BAN HANH VAN BAN 

A X 
Dieu 4. Kiem tra van ban trudc khi ky ban hanh 
1. Hinh thiic, the thiic va ky thuat trinh bay van ban thuc hien theo quy dinh 

ciia phap luat hien hanh. 
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2. Ngudi dung dau dan vi chii tri soan thao van ban c6 trach nhiem kiem tra, 
dieu chinh, duyet ndi dung va chiu trach nhiem vd do chinh xac ciia ndi dung van 
ban; dam bao ve hinh thiic, the thiic, ky thuat trinh bay, thii tuc ban hanh va ky 
nhay/tat vao cudi ndi dung van ban (sau dau./.) tmdc khi trinh Giam doc, Phd Giam 
ddc Sd ky ban hanh. Ddi vdi cac dan vi c6 con dau rieng thi cdng chiic, vien chiic 
soan thao van ban phai ky nhay/tat vao cudi ndi dung van ban (sau dau./.) tmdc khi 
trinh ngudi c6 tham quyen ky ban hanh. 

3. Khi trinh ky van ban chinh thiic phai kem theo tai lieu, van ban c6 lien quan, 
y kidn gdp y ciia ca quan, td chiic, ca nhan (neu cd). Khdng dugc tu y siia chua, bd 
sung vao van ban da ky ban hanh; tmdng hgp can siia chua, bo sung ndi dung van 
ban da ky, ngudi diing dau dan vi chu tri soan thao phai bao cao ngudi ky van ban 
xem xet, quyet dinh. 

4. De xuat miic do khan, ddi chieu quy dinh ciia phap luat ve bao ve bi mat nha 
7 r r 

nude de xac dinh viec ddng dau mat, ddi tugng nhan van ban, trinh ngudi ky van ban 
quyet dinh. 

Dieu 5. Ky van ban 

1. Tham quyen ky van ban thuc hien theo quy dinh ciia phap luat va Quy che td 
chiic va hoat ddng ciia Sd Tu phap. 

2. Ddi vdi van ban hanh chinh, tmdc ho ten ciia ngudi ky, khdng ghi hgc ham, 
hgc vi va cac danh hieu vinh du khac. 

3. Khdng dung biit chi, biit muc do hoac muc de phai de ky van ban. Chu ky 
t i t cin nhd, ggn. Sii dung biit cd muc mau xanh de sau khi nhan ban d i dang nhan 
dang ban goc luu tru tai bd phan van thu ca quan. 

Dieu 6. Ban sao van ban 

1. Cac hinh thiic, the thiic ban sao thuc hien theo Thdng tu sd 01/2011/TT-
BNV ngay 19/01/2011 ciia Bd Ndi vu hudng dan ve the thiic va ky thuat trinh bay 
van ban hanh chinh. 

2. Viec sao y ban chinh, sao luc, trich sao van ban do Chanh Van phong quyet 
dinh (tru van ban "Mat", "Tdi mat", "Tuyet mat" thuc hien theo quy dinh ve quan ly 
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cong van, tai lieu mat). Ban sao chup (photocopy ca diu va chu ky cua ban chinh) 
khong thuc hien theo quy dinh tai Khoan 1 Diiu nay chi co gia tri thong tin, 
tham khao. 

3. Khong dugc sao van ban, chup anh, chuyin phat ra ngoai Sd Tu phap nhung 
y kien ghi ben ih van ban hoac tren Phieu d i xuat xii ly van ban ciia Sd (tru trudng 
hgp y kien ciia Giam ddc, Phd Giam doc Sd ghi trong van ban, phidu d i xuat xii ly 
van ban cd lien quan din giao dich, trao ddi, phdi hgp giai quyet cdng viec ciia ca 
quan, td chiic lien quan). 

Muc 2 

QUAN L Y VAN BAN 

Dieu 7. Nguyen tac chung 
1. T i t ca van ban di, van ban din ciia Sd Tu phap phai dugc quan ly tap trung 

tai Van thu Sd d i lam thii tuc tiip nhan, dang ky, tru nhimg loai van ban dugc dang 
ky rieng theo quy dinh ciia phap luat va ciia Sd. Nhung van ban den khdng dugc dang 
ky tai Van thu Sd, cac don vi, ca nhan khdng cd trach nhiem giai quyet. 

2. Van ban di, van ban den thudc ngay nao phai dugc dang ky, phat hanh hoac 
7 r ^ ' 

chuyen giao trong ngay, cham nhat la trong ngay lam viec tiep theo. Van ban den cd 
ddng dau chi cac muc do khan: "Hda tie (ke ca "Hda t ic" hen gid), "Thugng khin" 
va "Khin" (sau day ggi chung la van ban khan) phai dugc dang ky, trinh va chuyen 
giao ngay sau khi nhan dugc. Van ban khan di phai dugc hoan thanh thu tuc phat 
hanh va chuyen phat ngay sau khi van ban dugc ky. 

3. Van ban, tai lieu cd ndi dung mang bi mat nha nude (sau day ggi tat la van 
ban mat) dugc dang ky, quan ly theo quy dinh cua phap luat hien hanh ve bao ve bi 
mat nha nude va hudng dan tai Quy che nay. 

Dieu 8. Trinh tu quan ly van ban den 

Tdt ca van ban den Sd phai dugc quan ly theo trinh tu sau: 

1. Tiep nhan, dang ky van ban den. 

2. Trinh, chuyen giao van ban den. 
r r r F 

3. Giai quyet va theo ddi, ddn ddc viec giai quyet van ban den. 

Dieu 9. Tiep nhan, dang ky van ban den 

1. Khi tidp nhan van ban den tu moi ngudn, trong gid hoac ngoai gid lam viec, 
F F t F 

Van thu Sd hoac ngudi dugc giao nhiem vu tiep nhan van ban den phai kiem tra sd 
F F 7 ' • ' • • « 

lugng, tinh trang bi, dau niem phong (neu cd), kiem tra, ddi chieu vdi nai giii trudc 
khi nhan va ky nhan. 

2. Ddi vdi ban fax khdng dung loai giay theo quy chuan, phai chup lai trudc 
khi ddng diu Den; van ban dugc chuydn phat qua mang (van ban dien tii), trong 
trudng hgp can thiet (theo ydu ciu ciia Lanh dao Sd hoac van ban cin giai quyet gip), 
cd the in ra va lam thii tuc ddng diu Ddn. Sau dd, khi nhan dugc ban chinh, phai ddng 
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dau Den vao ban chinh va lam thu tuc dang ky (so ddn, ngay den la s6 va ngay da 
dang ky d ban fax, ban chuydn phat qua mang). 

3. Van ban ddn ngoai gid lam vide, ngay Id, ngay nghi, nhan vidn bao ve thuoc 
Van phong Sd tidp nhan va cd trach nhiem ky nhan va giao cho Van thu Sd trong thdi 

F F •> t 

gian sdm nhat. Ddi vdi van ban khan phai bao ngay cho Chanh Van phong dd xu ly. 
F 1 7 

4. Van ban den phai dugc dang ky day du vao sd dang ky van ban va quet 
F 7 

(scan) van ban giay thanh dang tap tin .PDF (hoac ODF) dd cap nhat van ban Idn ca 
sd du lieu phan mdm Quan ly van ban va didu hanh. 

5. Van ban mat ddn dugc dang ky rieng; neu su dung phan mem tren may vi 
F 

tinh thi khdng dugc ndi mang LAN va mang Internet. 
6. Van ban mat cd hen gid, hda tdc ddn ngoai gid hanh chinh, nhan vien bao ve 

thudc Van phong Sd chuydn cho Chanh Van phong dd xu ly trong thdi gian 
F 

sdm nhat. 
7. Cach thuc bdc bi, ddng dau "Ddn", dang ky vao sd van ban ddn dugc thuc 

hien theo quy dinh tai Khoan 2, Khoan 3 va Khoan 4 Didu 15 Quydt dinh so 
05/2015/QD-UBND ngay 16/01/2015 cua UBND tinh Dik L i k ve Quy chd cdng tac 
van thu, luu tru trdn dia ban tinh Dak Lak. 

A X X 
Dieu 10. Trinh, chuyen giao van ban den 
1. Van ban ddn sau khi dugc dang ky, phai chuyen cho Chanh Van phong 

nghidn cuu, dd xuat trinh Giam ddc hoac Phd Giam ddc Sd chi dao xu ly. Van ban 
den cd dau chi cac muc dd khan phai dugc trinh va chuydn giao ngay sau khi 
nhan dugc. 

F F 7 

2. Van ban den da cd y kien chi dao xu ly phai dugc chuydn lai cho Chanh Van 
phong kiem tra lai Ian cudi, ghi chep y kien chi dao xu ly van ban den va chuyen cho 

t F • 7 <> • F F 

Van thu Sd dd tiep tuc dang ky bd sung thdng tin vao sd van ban ddn, tidn hanh 
chuyen van ban dien tu trdn phan mem Quan ly van ban va didu hanh, ddng thdi 
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chuydn van ban theo y kien chi dao cua Lanh dao Sd. 
3. Vide chuydn giao van ban phai dam bao kip thdi, chinh xac, dung ddi tugng 

F 

va giu bi mat ndi dung van ban ddi vdi cac van ban mat. 
F t \ F 

4. Trong trudng hgp van ban ddn khdng thudc tham quydn giai quyet, dan vi 
tidp nhan van ban phai tra lai van ban cho Van thu Sd de bao cao Chanh Van phong 
xu ly. 

Dieu 11. Giai quyet va theo doi, ddn doc viec giai quyet van ban den 
1. Sau khi nhan dugc van ban ddn, Thu trudng dan vi, ca nhan lidn quan cd 

trach nhiem chi dao, giai quydt kip thdi theo quy dinh cua phap luat, theo ydu cau cua 
Lanh dao Sd hoac theo ydu cdu cua van ban. 
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2. Trudng hgp van ban ddn khong cd yeu chu vd thdi han tra Idi thi thdi han 
giai quyet dugc thuc hien theo quy dinh ciia phap luat va quy chd td chuc va hoat 
ddng ciia Sd. 

3. Trong qua trinh trien khai thuc hien, vi nhung ly do khach quan khdng the 
hoan thanh cdng vide theo chi dao ciia Lanh dao Sd, thi ngudi diing dau don vi phai 
bao cao Giam ddc hoac Phd Giam ddc phu trach xin y kien tidp tuc chi dao thuc hien. 
Ridng vide giai quydt don khieu nai, td cao, kidn nghi, phan anh ciia ca nhan, td chiic 
bit budc phai thuc hien kip thdi, diing quy dinh ciia phap luat ve khidu nai, td cao. 

4. Trach nhiem tdng hgp tinh hinh xii ly van ban ddn dugc quy dinh nhu sau: 
t F F F 1 F F 

a) Van thu Sd tdng hgp sd lieu van ban den, van ban ddn chuydn true tidp ddn 
cac don vi da dugc giai quydt, da ddn han nhung chua dugc giai quydt dd bao cao 
Chanh Van phong. 

b) Ddi vdi van ban ddn cd diu "Tai lieu thu hoi". Van thu Sd cd trach nhiem 
theo ddi, thu hoi hoac giii tra lai noi giii theo diing thdi han quy dinh. 

5. Chanh Van phong c6 trach nhiem ddn ddc, bao cao Lanh dao Sd ve tinh hinh 
giai quydt, tien dd va ket qua giai quyet van ban ddn dd thdng bao cho cac don vi 
lidn quan. 

Dieu 12. Trinh tu- giai quyet van ban di 

Van ban di phai dugc quan ly theo trinh tu sau: 

1. Kidm tra the thiic va ky thuat trinh bay van ban; dang ky van ban di. 

2. Nhan ban, dong dau co quan va dau miic dd mat, khan (neu cd). 

3. Lam thii tuc phat hanh, chuyen phat va theo doi vide chuyen phat van ban di. 

4. Luu van ban di. 

Dieu 13. Kiem tra the thirc va 1̂^ thuat trinh bay van ban; dang ky van 
ban di 

1. Kidm tra the thiic va ky thuat trinh bay van ban 

Trudc khi phat hanh van ban. Van thu Sd kiem tra lai thd thiic va ky thuat trinh 
bay van ban; ndu phat hien sal sdt, ydu cau ca nhan, don vi soan thao khac phuc. 
Trudng hgp khdng thdng nhat dugc vdi ca nhan, don vi soan thao. Van thu Sd bao 
cao Chanh Van phong de xem xet, giai quyet. 

2. Dang ky van ban di 

a) Ghi sd va ngay, thang, nam ban hanh van ban 

- Tat ca van ban di ciia Sd Tu phap dugc ghi sd theo he thdng sd chung ciia Sd 
do Van thu Sd thdng nhat quan ly, tru trudng hgp phap luat cd quy dinh khac. 

- Vide ghi sd va ngay, thang, nam ban hanh van ban thuc hien theo quy dinh 
ciia phap luat hien hanh. 

- Van ban mat di dugc danh sd va dang ky ridng. 
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b) Tat ca van ban di do Sd Tu phap ban hanh phai dang ky vao so dang ky van 
ban di ciia Sd (bp phan van thu) va tren phdn mdm Quan ly van ban va didu hanh 
trudc khi phat hanh. 

Dieu 14. Nhan ban, ddng dau ca quan va dau mire do khan, mat 
1. Nhan ban 

a) Sau khi nhan van ban ky chinh thiic, cdng chiic, vidn chiic tham muu soan 
thao van ban phai theo ddi, kiem tra va chuydn ddn Van thu Sd dang ky, nhan ban 
van ban, ddng thdi phdi hop vdi Van thu Sd dd tidn hanh phat hanh van ban di. Ddi 
vdi cac trudng hgp photocopy van ban, tai lieu cd sd lugng Idn (trdn 4.000 trang), cac 
phong, don vi phai lam dd xuat cd su phd duyet ciia lanh dao phong, don vi chuydn 
cho Chanh van phong Sd dd xem xet xii ly. 

b) Sd lugng van ban can nhan ban dd phat hanh dugc xac dinh trdn co sd sd 
lugng tai noi nhan van ban; ndu giii ddn nhieu noi ma trong van ban khdng lidt kd dii 
danh sach thi don vi soan thao phai cd phu luc noi nhan kem theo de luu d Van 
thu Sd. 

c) Nai nhan phai dugc xac dinh cu thd trong van ban trdn nguyen tac van ban 
chi giii den ca quan, don vi cd chiic nang, tham quydn giai quydt, td chiic thuc hien, 
phdi hgp thuc hien, bao cao, giam sat, kidm tra lidn quan ddn ndi dung van ban; 
khdng giii vugt cap, khdng giii nhidu ban cho mot ddi tugng, khdng giii den cac ddi 
tugng khac chi dd bidt, dd tham khao. 

d) Vide nhan ban van ban mat phai cd y kidn ciia Lanh dao Sd va dugc thuc 
hien theo quy dinh ciia phap luat hien hanh ve bao vd bi mat nha nude. 

r 

2. Ddng dau ca quan 
a) Khi ddng dau Idn chu ky thi dau phai trum len khoang 1/3 chu ky vd phia 

ben trai. 

b) Dau ddng phai ro rang, ngay ngan, diing chidu va dung muc dau mau do 
tuai theo quy dinh. 

c) Ddng diu vao phu luc kem theo. 

Vide ddng dau Idn cac phu luc kem theo van ban chinh do ngudi ky van ban 
quydt dinh va dau dugc ddng Idn trang dau, trum Idn mot phan ten Sd Tu phap hoac 
tdn ciia phu luc. 

d) Ddng dau giap lai 

Vide ddng dau giap lai ddi vdi van ban, tai lieu chuydn nganh va phu luc kem 
theo: D 4 u dugc ddng vao khoang giua mep phai ciia van ban hoac phu luc van ban, 
trum Idn mot phin cac td gily, mdi dau khdng qua 05 trang. 

d) Vide ddng dau ddi vdi cac loai van ban cd quy dinh ridng thi thuc hien theo 
quy dinh phap luat hien hanh. 
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3. Viec dong dau cac do khin, cac do mat va dau pham vi luu hanh dugc thuc 
hien theo quy dinh cua phap luat hien hanh. 

Dieu 15. Thu tuc phat hanh, chuyen phat va theo doi viec chuyen phat van 
ban di 

1. Thu tuc phat hanh van ban 

Van thu Sd tien hanh cac cong viec sau: 

- Lua chgn bi. 

- Vidt bi va vidt phidu chuyen EMS (ndu chuyen phat nhanh). 

- Vao bi va dan bi. 

- Dong dau do khan, dau ky hieu do mat va dau khac Idn bi (ndu co). 

- Phan loai bi dd chuydn cho ca quan buu chinh hoac chuyen true tidp doi vdi 
nhung van ban cd ydu cau. 

2. Chuydn phat van ban di 

Vide chuydn phat van ban di dugc thuc hien theo quy dinh tai Khoan 2, Didu 
22 Quyet dinh so 05/2015/QD-UBND ngay 16/01/2015 cua UBND tinh Ddk L§k ve 
Quy chd cdng tac van thu, luu tru trdn dia ban tinh Ddk Ldk. 

3. Theo doi vide chuydn phat van ban di 

a) Van thu Sd cd trach nhiem theo doi vide chuydn phat van ban di. 
F •} 7 

b) Lap Phidu gui de theo doi vide chuydn phat van ban di. Vide xac dinh nhung 
van ban di can lap Phidu gui do dan vi hoac ca nhan soan thao van ban dd xuat, trinh 
ngudi ky quydt dinh. 

c) Doi vdi nhimg van ban di cd ddng dau "Tai lieu thu hoi", dan vi soan thao 
phai cu ngudi theo doi, thu hoi dung thdi han; khi nhan lai, phai kidm tra, doi chieu 
dd bao dam van ban khdng hi thidu hoac that lac. 

d) Trudng hgp phat hien van ban bi that lac, khdng c6 ngudi nhan phai bao cao 
ngay Chanh Van phong dd xu ly. 

Dieu 16. Liru van ban di 

1. Mdi van ban di phai dugc luu: ban gdc luu tai Van thu Sd; 01 ban chinh luu 
trong hd sa cdng vide; 01 ban chinh luu tai bd phan luu tru cua dan vi tham muu soan 

F 

thao (ddi vdi cac dan vi su nghiep thudc Sd). 
2. Ban goc luu tai Van thu Sd phai dugc ddng ddu va sip xdp theo thu tu 

dang ky. 

3. Vide luu giu, bao quan va su dung ban luu van ban di cd ddng dau chi cac 
muc do mat dugc thuc hien theo quy dinh hien hanh vd bao vd bi mat nha nude. 

4. Van thu cd trach nhiem lap sd theo doi va phuc vu kip thdi ydu cau su dung 
ban luu tai Van thu nham phuc vu ydu cau cdng vide chung cua ca quan. 
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Dieu 17. Trach nhiem quan ly van ban 

1. Cong chuc, vien chuc cua Sd phai co trach nhiem quan ly va giu gin van 
ban, tai lieu theo quy dinh. 

2. Cdng chuc, vien chuc khdng cung cip cho ca quan, to chuc, ca nhan khdng 
cd trach nhiem biet nhung thdng tin, hd sa, tai lieu lien quan ddn td chuc va hoat 
ddng cua Nganh, khdng dugc mang tai lieu cua ca quan vd nha hoac chuydn sang ca 
quan khac khi chuydn cdng tac lam tu lieu ridng. 

Dieu 18. Quan ly tai lieu mat 

Cac loai hd sa, tai lieu mat phai dugc quan ly chat che theo che dd bao mat cua 
nha nude. Van phong Sd lap sd theo doi vide chuyen giao tai lieu mat va thuc hien 
kidm tra dinh ky 06 thang 1 Ian vide quan ly hd sa, tai lieu mat hien hanh va bao cao 
kdt qua cho Giam ddc Sd. Cdng chuc, vidn chuc dugc biet nhung dieu bi mat, dugc 
giao giu van ban, tai lieu mat chi dugc phd bidn nhung van de bi mat cho nhung 
ngudi CO trach nhiem. 

Dieu 19. Su- dung phan mem Quan ly van ban va dieu hanh 

1. Tat ca van ban di, van ban ddn cua Sd Tu phap phai dugc cap nhat Idn ca sd 
1 1 1 

du lieu cua phan mdm Quan ly van ban va didu hanh, tru nhimg loai van ban dugc 
dang ky ridng theo quy dinh cua phap luat, cua Sd va van ban mat. 

2. Quy trinh xu ly van ban di, van ban ddn cua Sd trdn phan mem Quan ly van 
ban va didu hanh dugc thuc hien theo Phu luc kem theo Quy che nay. 

Muc 3 
QUAN L Y VA Sl2 DUNG CON DAU 

Dieu 20. Quan ly con dau 

1. Chanh Van phong chiu trach nhiem trudc Giam ddc Sd vide quan ly, su 
dung con dau cua Sd. Thu trudng cac dan vi su nghiep thudc Sd chiu trach nhiem 
trudc Giam ddc Sd vide quan ly va su dung con dau cua dan vi (ddi vdi dan vi cd con 
dau ridng). 

2. Cac con dau cua Sd Tu phap, con dau dan vi dugc giao cho can bd van thu 
chuydn trach quan ly va su dung. Can bd van thu dugc giao su dung va bao quan con 
dau chiu trach nhiem trudc Chanh Van phong va Thu trudng dan vi vide quan ly va 
su dung con diu, cd trach nhiem thuc hien nhung quy dinh sau: 

Con dau phai dugc bao quan tai phong lam vide cua can bd van thu. Trudng 
hgp can dua con diu ra khdi ca quan phai dugc su ddng y cua Giam ddc Sd (ddi vdi 
con diu cua Sd) hoac Thu trudng dan vi (ddi vdi con dau cua dan vi) va van thu phai 

\ F F 

chiu trach nhiem vd vide mang con dau ra khdi ca quan. Con dau phai dugc bao quan 
an toan trong gid cung nhu ngoai gid lam vide, khdng giao con dau cho ngudi khac 

1 1 ^ F 

khi chua cd su ddng y bang van ban ciia Giam ddc Sd. 
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3. Khi net diu hi mon hoac biin dang, su dung khong ro net, can bo van thu co 
trach nhiem bao cao Chanh Van phong, Thu trudng cac don vi c6 con diu rieng de 
lam thu tuc ddi con diu. Trudng hgp con diu bi mit. Van thu phai bao cao Chanh 
Van phong, Thu trudng cac don vi cd con diu hi mit de tien hanh lap hien ban, bao 
cao Giam doc Sd va tham muu, dd xuit bao co quan cd thim quyen giai quydt. 

4. Khi don vi cd quydt dinh chia, tach hoac sap nhap phai nop con dau cu va 
lam thu tuc xin khic con dau mdi. 

Dieu 21. Su dung con dau 
1. Ngudi dugc giao giu con diu chi dugc ddng diu khi van ban dung thd thuc 

va cd chu ky dung thim quydn cua ngudi ky van ban. Trudc khi ddng dau phai ddi 
chidu chu ky trong van ban vdi chii ky da dang ky. 

2. Khdng dugc ddng diu trong cac trudng hgp sau: ddng diu vao giiy khdng 
cd ndi dung, ddng diu trudc khi ky hoac ddng diu Idn cac van ban cd chii ky cua 
ngudi khdng cd tham quydn. 

Chiro-ng HI 
CONG T A G LlTU T R C 

Dieu 22. Giao nhan ho sa, tai lieu vao Luu tru ca quan; chinh ly tai lieu 
nop luu 

1. Hang nam, Luu tru Sd va Luu tru cac dan vi su nghiep thudc Sd td chuc thu 
thap hd sa, tai lieu da den han nop luu vao kho luu tru ca quan, cu thd nhu sau: 

a) Lap ke hoach thu thap ho sa, tai lieu. 

h) Phdi hgp vdi cac dan vi, cdng chuc, vidn chuc xac dinh nhung loai hd sa, tai 
lieu can nop luu vao Luu tru Sd, Luu tru don vi. 

c) Hudng dan cac dan vi, cdng chuc, vidn chuc chuan hi hd sa, tai lieu va lap 
Muc luc hd sa, tai lieu nop luu. 

d) Chuan hi kho va cac phuang tidn bao quan dd tidp nhan hd sa, tai lieu. 

d) To chuc tidp nhan ho so, tai lieu, kiem tra, doi chieu giGa muc luc hd sa, tai 
lieu nop luu vdi thuc td tai lieu va lap Bidn ban giao nhan tai lieu. 

r r "y 

2. Luu tru Sd cd trach nhiem thuc hien chinh ly, sap xdp hd sa, tai lieu cua ca 
quan theo quy dinh. 

Dieu 23. Bao quan tai lieu luu trir 
1. Hd so, tai lieu chua ddn han nop luu vao Luu tru ca quan, td chuc do cdng 

chuc, vidn chiic tu bao quan va phai dam bao an toan cho cac ho sa, tai lieu. 

2. Hd sa, tai lieu luu tru ddn han nop luu phai dugc giao nop vao luu tru ca 
quan, td chiic va tap trung bao quan trong kho luu tru ca quan, to chiic. Kho luu tru 

1 F y F 

phai dugc trang hi day dii cac thidt bi, phuang tidn can thidt theo quy dinh dam bao 
an toan cho tai lieu. 
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3. Chanh Van phong c6 trach nhiem chi dao thuc hien cac quy dinh vd bao 
quan tai lieu luu tru; bo tri kho luu tru theo dung tidu chudn quy dinh; thuc hien cac 
bidn phap phong chong chay, n6, phong chdng thidn tai, phong gian, bao mat ddi vdi 
kho luu tru va tai lieu luu tru; trang hi day du cac thidt hi ky thuat, phuang tidn bao 
quan tai lieu luu tru; duy tri cac chd do bao quan phu hop vdi tung loai tai lieu 
luu tru. 

4. Cdng chuc, vidn chuc van thu, luu tru cua Sd, don vi su nghiep thudc Sd co 
r r r y 

trach nhiem: bd tri, sap xdp khoa hoc tai lieu luu tru; hd sa tai lieu trong kho de trong 
hop (cap), dan nhan ghi ddy du thdng tin theo quy dinh de tidn thdng kd kiem tra va 
tra cuu; thudng xuydn kidm tra tinh hinh tai lieu co trong kho de nim dugc sd lugng, 
chdt lugng tai lieu. 

Dieu 24. Thoi han nop luu tai lieu vao Luu tru lich su tinh 

1. Trong thdi han 10 nam, kd tu nam cdng vide kdt thuc, dan vi thudc nguon 
nop luu tai lieu cd trach nhiem nop luu tai lieu cd gia tri bao quan vinh vidn vao Luu 
tru lich su tinh. 

2. Nhung tai lieu cua Sd, cua dan vi su nghiep thudc Sd khdng thudc dien nop 
luu vao Luu tru lich su dugc bao quan tai Luu tru Sd, Luu tru dan vi cho tdi khi het 
gia tri bao quan thi lam thu tuc dd tidu huy theo quy dinh cua phap luat. 

Dieu 25. Doi tugng va tham quyen khai thac, sir dung tai lieu 

1. Hd so, tai lieu luu tru cua Sd dugc su dung de phuc vu nhu cau cdng tac cua 
cdng chuc, vidn chuc cua Sd; cac dan vi su nghiep thudc Sd va phuc vu nhu cau 
chinh dang cua ca nhan, ca quan, to chuc ngoai Sd Tu phap theo quy dinh cua 
phap luat. 

2. Ddi vdi cdng chuc, vidn chuc cua Sd cd yeu cdu su dung, sao chup tai lieu 
luu tru tai Sd vi muc dich cdng vu phai cd y kien cua lanh dao dan vi va Chanh Van 
phong. Ca nhan ngoai Sd Tu phap, dai dien ca quan, to chiic cd ydu cdu sao chup, sii 
dung tai lieu phai cd chiing minh nhan dan (hoac Giay td thay thd cd anh va ddng dau 
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giap lai ciia ca quan cd tham quyen cap de kidm tra, ddi chidu) va van ban de nghi ndi 
ro muc dich sii dung tai lieu, cd xac nhan ciia Chinh quydn dia phuang nai cu tni 
hoac giay gidi thidu ciia ca quan, td chiic dang lam vide, hoc tap (tru trudng hgp phap 
luat cd quy dinh khac). 

3. Giam ddc Sd cho phep tra ciiu, khai thac, sao chup, sii dung tai lieu mat. 
Lanh dao Sd, Chanh Van phong cho phep tra ciiu, khai thac, sao chup, sii dung tai 
lieu khdng thudc tai lieu mat. 

Chirang IV 
DIEU KHOAN THI HANH 

Dieu 26. Khen thirdng va xu ly vi pham 
r F F 

1. Cdng chiic, vidn chiic thuc hien tdt Quy chd nay se dugc khen thudng, ndu 
vi pham se bi xii ly trach nhiem theo quy dinh ciia phap luat. 
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2. Thim quyen va trinh tu xu ly ky luat thuc hien theo quy dinh cua phap luat. 

Dieu 27. To chirc thuc hieu 
1. Giam ddc Sd chiu trach nhiem chung vd quan ly va hoat ddng ciia cdng tac 

van thu, luu tru tai co quan, don vi. 
2. Chanh Van phong giiip Giam ddc Sd true tidp quan ly, kidm tra, giam sat 

vide thuc hien cdng tac van thu, luu tru tai Sd, dong thdi td chiic hudng din nghiep 
vu ve cdng tac van thu, luu tru cho cac don vi su nghiep thudc Sd va dinh ky hao cao 
Giam ddc Sd theo quy dinh. 

? 7 

3. Thii trudng cac phong, don vi thudc Sd co trach nhiem td chiic tridn khai, 
quan tridt ndi dung Quy chd nay den toan thd cdng chiic, vidn chiic trong don vi bidt 
dd thuc hien. Ridng nhting don vi hoat ddng co tinh chit ddc lap thi can cii vao Quy 
chd nay va tinh hinh thuc td ciia don vi dd xay dung quy trinh tiep nhan, xii ly va ban 
hanh van ban cho phu hgp vdi quy dinh chung. 

4. Mdi cdng chiic, vidn chiic trong qua trinh theo doi, giai quydt cdng vide cd 
lien quan den cdng tac van thu, luu tru phai thuc hien nghidm tiic cac quy dinh tai 
Quy che nay va quy dinh ciia phap luat hien hanh vd cdng tac van thu, luu tru. 

5. Trong qua trinh tridn khai thuc hien Quy che nay, ndu cd kho khan, vudng 
mic, Thii trudng cac dom vi chii ddng phdi hgp vdi Chanh Van phong tham muu 
Giam ddc Sd siia ddi hoac bd sung cho phu hgp./. 

Nguyen Minh Thuan 
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Phu luc 
QUY TRINH Xljr L Y VAN BAN vA TRIEN KHAI CONG VIEC 

TREN PHAN MEM QUAN L Y VAN BAN VA DIEU HANH 
(Ban hanh kem theo Quy che cdng tdc van thu vd lim trie cua Sa Tu phdp tai Quyet 

dinh so Sd /QD-STP ngay 06 / ^/2016 cua Gidm ddc Sa Tu phdp) 

1. Quy trinh xn ly van ban den: 

LANH DAO SQ 
• 

2 1 

VAN PHONG sd 

3 
3 

PHONG, TRUNG T A M 1 PHONG, TRUNG T A M 2 PHONG, TRUNG T A M 3 

i 
4 4 4 

C A N BO, 
C O N G CHtrc 1 

C A N BO, 
C O N G CHtrc 2 

CAN BO, 
C O N G CHtrc 3 

(1) : Van phong tiep nhan van ban giay, quet (scan) van ban giay thanh 
7 

dang tap tin .PDF (hoac ODF) chuyen Lanh dao Sd phe duyet. 
(2) : Lanh dao Sd phe duyet van ban, chuyen Van phong dd Van phong 

phan phdi van ban dien tu cho cac Phong, Trung tam. 

(3) : Trudng cac Phong, Giam ddc cac Trung tam tidp nhan va phan vide 
7 

cho can bd, cdng chuc dd xu ly van ban. 
(4) : Can bd, cdng chuc tidp nhan va thuc hien cdng vide do Trudng cac 

Phong, Giam doc cac Trung tam phan cdng. 





2. Quy trinh xu- ly van ban di: 

(1) : Cac Phong, Trung tam giii ban du thao van ban cho Giam ddc hoac Phd 
F 

giam ddc phu trach phe duyet. 
(2) : Giam ddc hoac Phd giam ddc phu trach phe duyet du thao van ban ciia 

cac Phong, Trung tam. 

(3) : Cac Phong, Trung tam giii van ban da dugc Giam doc hoac Phd giam 
ddc phu trach phe duyet ve Van phong Sd. 

(4) : Van phong Sd kiem tra the thiic van ban, phat hanh van ban di ra ngoai, 
luu van ban de theo doi. 

(5) : Cac Phong, Trung tam cd thd thdng bao cho nhau ndi dung van ban xi i 
ly (neu cdng viec xii ly cd lien quan ddn Phong, Trung tam khac). 
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3. Quy trinh trien khai cong viec: 

LANH DAO SQ 

PHONG, TRUNG TAM 

C A N BO, 
C O N G CHirc 2 

(1) : Lanh dao Sd phu trach phan viec cho Phong, Trung tam lien quan. 

(2) : Trudng cac Phong, Giam ddc cac Trung tam tidp nhan tu Lanh dao 
Sd phu trach va phan vide cho can hd, cdng chuc dd xu ly cdng vide. 

(3) : Cdng chuc, vidn chuc tidp nhan va thuc hien cdng vide do Trudng cac 
Phong, Giam ddc cac Trung tam phan cdng; bao cao kdt qua thuc hien, cac khd 
khan vudng mac va dd xuat hudng giai quydt cho Trudng cac Phong, Giam ddc 
cac Trung tam. 

(4) : Trudng cac Phong, Giam ddc cac Trung tam duyet bao cao va bao 
cao kdt qua thuc hien cho Lanh dao Sd phu trach. 
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