
BO KE HOACH vA DAu TV eONG HOA xX HOI eHU NGHiA VI~T NAM 
TONG eve THONG KE DQc l~p - Tl}' do - H~nh phuc 

S6: tjog IQD-TCTK Ha N(Ji, ngay J/f- thcmg 4 nam 2020 

QUYETDINH 
Ban himh Quy chS tiSp nh~n, xii' Iy, phat hanh 

va quan Iy van ban di~n tii' t~i TAng Cl}C Th3ng ke 

TONG el)e TRUONG TONG el)e THONG ICE 

Can cu Nghi ainh s6 1301201SIND-CP ngay 29 thang 9 nam 201S cua 

Chinh phu quy ainh chi tzit thi hanh Lu(it Giao dich ai¢n tu v~ chu kY s6 va dich 

v~ chUng thl!C chu kY s6,' 

Can cu Nghi ainh s6 30120201ND-CP ngay 05 thang] nam 2020 cua Thu 

tuang Chinh phu v~ cong tac van thu,' 

Can cu Quyit ainh s6 2S1201SIQD-TTg ngay 12 thang 7 nam 201S cua Thu 

tuang Chinh phu v~ vi¢c gui, nh(in van bim ai¢n tu giua cac co quan trong h¢ 

th6ng hanh chinh nha nuac,' 

Can cu Quyit ainh s6 54120101QD-TTg ngay 24 thangS nam 2010 cua Thu 
tuang Chinh phu quy ainh chuc nang, nhi¢m v~, quy~n hgn va co cdu t6 chuc cua 
Timg c~c Th6ng ke trl!C thu(Jc B(J Ki hogch va Ddu tu,' Quyit ainh s6 
65120131QD-TTg ngay 11 thang 11 nam 2013 cua Thu tuang Chinh phu sua a6i, 
b6 sung Diim a Khoan 1 Di~u 3 Quyit ainh s6 54120101QD-TTg ngay 24 thang S 
nam 2010 cua Thu tuang Chinh phu quy ainh chuc nang, nhi¢m v~, quy~n hgn va 
co cdu t6 chuc cua T6ng c~c Th6ng ke trl!C thu(Jc B(J Ki hogch va Ddu tu,' 

Can cu Thong tu s6 01120191TT-BNV ngay 24 thang 01 nam 2019 cua B(J 

N(Ji v~ quy ainh quy trinh trao a6i, luu tru, xu If; tai li¢u ai¢n tu trong cong tac 

van thu, cac chuc nang co ban cua H¢ th6ng quan If; tai li¢u ai¢n tu trong qua 

trinh xu If; cong vi¢c cua cac aon vi,' 

Can cu Thong tu s6 02120191TT-BNV ngay 24 thang 01 nam 2019 cua B(J 

N(Ji v~ quy ainh lieu chudn du li¢u thong tin adu vao va yeu cdu bao quan tai li¢u 

luu tru ai¢n tit,' 

Can cu Quyit a/nh s6 369IQD-BKHDT ngay 27 thang 3 nam 2019 cua B(J 

truang B(J Ki hogch va Ddu tu ban hanh Quy chi liip nh(in, xu If;, phat hanh va 

quan If; van ban ai¢n tu tgi B(J Ki hogch va Ddu tu,' 
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Can CLf Quyit dtnh s6 1486/QD-TCTK ngay 11 thimg 10 nam 2019 cua 

T6ng Cl;LC truimg T6ng Cl;LC Th6ng ke Ban hanh Quy chi quan Iy va sir dl;Lng chu' 

kY s6 chuyen dung trang van ban di¢n tir cua T6ng Cl;LC Th6ng ke; 

Thea d~ nght cua Chimh Van phimg T6ng Cl;LC. 

QUYET DINH: 

Di~u 1. Ban himh kern theo QuySt dinh nay Quy chS tiSp nh?n, xu ly, phat 
hanh va qufm ly van bim di~n tu t~i T6ng C\lC Th6ng ke. 

Di~u 2. QuySt dinh nay co hi~u hJc kS tu ngay kY. 

Di~u 3. Chanh Van phong T6ng C\lC, Thu truang cac dan vi cua T6ng 

C\lC Th6ng ke va cac t6 chuc, ca nhan lien quan chiu tnich nhi~rn thi hanh 

QuySt dinh nay./. V 
N(fi nh{in: 

- NhU' Di~u 3; 

- BO trU'Cmg (d~ bao cao); 

- Uinh d~o T6ng CI,IC; 


- Luu: VT, VPTC. 




BO KE HOACH vA DAu TV CONG HOA xi\. HOI cHiT NGHIA VI~T NAM 
TONG CVC THONG KE DQc I~p - TV do - H~nh phuc 

QUYCHE 
Ti~p nh~n, xir ly,?phat hanh ya qmin ly van ban di~n tir 

~i Tong c1}c Thong ke 
(Ban himh thea Quyit d;nh s6:909 IQD-TCTK ngay lk thang 4 nam 2020 

cua T6ng C1;lC tru6ng T6ng C1;lC Th6ng ke) 

ChuO'ng I 

QUY DINH CHUNG 


Di~u 1. Ph~m vi di~u chinh 

1. Quy ch~ nay quy dinh vi~c ti~p nh~n, xu ly, phat hanh va qmin ly van 


ban di~n tu thong qua H~ th6ng Quan ly van ban va H6 sa cong vi~c giua cac dan 


vi Clla T6ng C\lC Th6ng ke (sau day gQi la T6ng C\lC); 


2. Quy ch~ nay khong di€u chinh vi~c ti~p nh~n, xu ly, phat hanh va qm'm 


ly van ban di~n tu d6i v6i cac lo~i van ban: M~t, T6i M~t, Tuy~t M~t ho~c c~m 


lUll hanh theo quy dinh clla phap lu~t. 


Di~u 2. Dai tUQ'ng ap d1}ng 

1. Cae dan vi thu9C T6ng C\lC Th6ng ke va C\lC Th6ng ke tinh, thanh ph6 


tn!c thu9C Trung uang (sau day gQi la dan vi); 


2. Cong chuc, vien chuc, nguai lao d9ng trong cac dan vi (sau day gQi la 


ca nhan) c6 lien quan d~n ti~p nh~n, xu ly, phat hanh va quan ly van ban di~n tu 


t~i T6ng C\lC. 


Di~u 3. Giai thich tir ngfr 

Trong Quy ch~ nay, cac tu ngu dum day dugc hiSu nhu sau: 

1. Van ban di¢n tif la nhfrng van ban du6i d~ng thong di~p du li~u dugc 


t~o l~p ho~c dugc s6 h6a tu van ban gi~y va trinh bay dung thS thuc, ky thu~t 


djnh d~ng thea quy dinh. 


2. Van bim di¢n tif cua CO' quan, t6 chuc la thong di~p du li~u dugc xac th\fc 


brmg chu ky s6 Clla nguai c6 thAm quy€n ky ban hanh van ban va chu ky s6 Clla 


cO' quan, t6 chuc ban hanh van ban. 
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3. Van bim di¢n t11- cila cd nhdn Ia thong di~p du li~u duQ'c xac thl,lc bfuIg 

chu ky s6 ctia ca nhan d6. 

4. Van bim s6 hoa til van bfm gifiy Ia van ban di~n tir duQ'c t~o I~p til vi~c 

s6 h6a dAy dti chinh xac nQi dung, th~ thuc van ban gifiy va c6 chu kY s6 ctia cO' 

quan, t6 chuc trong thl,lc hi~n s6 h6a. 

5. Bim g6c van bim di¢n t11- Ia van ban di~n tir duQ'c cO' quan, t6 chuc, ca 

nhan ban hanh. 

6. Bim sao y van bim di¢n tU Ia ban in ra gifiy dAy dti, chinh xac nQi dung 

ctia van ban g6c van ban di~n tic va duQ'c trinh bay thea th~ thuc quy dinh. 

7. Bim trich sao van bim di¢n t11- Ia bfm sao mQt phAn nQi dung ctia van ban 

g6c van ban di~n tir va dUQ'c trinh bay thea th~ thuc quy dinh. 

8. Bim sao l'l,fc van bim di¢n t11- Ia ban sao tit van ban sf, h6a da: dUQ'c X8.c 

thl,lc va duQ'c trinh bay thea th~ thuc quy dinh. 

9. H6 sa di¢n t11- Ia t~p hgp cac van ban di~n tir c6 nQi dung lien quan den 

mQt cong vi~c, nhi~m V\l, d€ an, dl,l an. 

10. Ben gu-i Ia dan vi phat hanh van ban di~n tir. 

11. Ben nh4n Ia dan vi tiep nh~n van ban di~n tic thea danh sach nO'i nh~n 

ctia ben girL 

12. Chii' kj; s6 cua drm vi Ia chu ky s6 duQ'c t~o I~p boi kh6a bi m~t tuang 

Ung v&i chung thu sf, do Ban CO' yeu Chinh phti cfip cho dan vi thea quy dinh ctia 

phap Iu~t v€ giao dich di~n tir. 

13. Chii' kj; s6 cua nguai co thdm quyJn Ia chu ky s6 duQ'c t~ I~p boi kh6a 

bi m~t tuang Ung v&i chUng thu s6 do Ban CO' yeu Chinh phti cfip cho nguOi c6 

th~m quy€n thea quy dinh ctia phap Iu~t v€ giao dich di~n tir. 

14. Van thu cO' quan Ia t6 chuc ho~c bQ ph~n ho~c ca nhan duQ'c giao thl,lc 

hi~n nhi~m V\l van thu. 

15. Van thu drm vi Ia cong chuc, vien chuc lam cong tac van thu chuyen 

trach (d6i v&i nhfrng dan vi duQ'c b6 tri can bQ van thu c6 trong vi tri vi~c lam) 

ho~c cong chuc, vien chuc dUQ'c Thti tru6ng dan vi cir khong chuyen trach, thay 
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d6i nhau lam cong tac van thu kit~m nhi~m cua dan vi (d6i vai nhfrng dan vi khong 

dugc b6 tri can bQ van thu trong vi tri vi~c lam). 

16. H¢ th6ng quim If wln bim di¢n tir tc;zi T6ng C{lC la mQt ph~n mem (mg 

d\illg c6 chilc nang qmin Iy, xu ly van bfm di~n tu, thea d5i tinh hinh giai quy€t 

van ban cua ca quan, t6 chilc tren moi truang m~ng (sau day gQi la H~ th6ng). 

Di~u 4. Nguyen tAc th\fc hi~n 

Vi~c ti€p nh~n, xu Iy, phat hanh va quan ly van ban di~n tu t~i T6ng C\lC 

tuan thea nhfrng nguyen t~c sau day: 

1. Dan vi, ca nhan phai th\fc hi~n dung nguyen t~c quy dinh tl;li Dieu 5 va 

Dieu 40 cua Lu~t Giao dich di~n tu va cac quy dinh khac cua phap lu~t ve bao v~ 

bi m~t nha nuac, cong ngh~ thong tin, vi~n thong, van thu, luu tru. 

2. Van ban di~n tu d€n, di cua cac dan vi phai ti€p nh~n, xu Iy, phat hanh 

va quan ly qua H~ th6ng. 

3. Van ban di~n tu phai bao dam tinh xac th\fc ve ngu6n g6c, s\f toan vt;n, 

an toan thong tin, du li~u trong qua trinh gui, nh~n, xil ly va luu tru. 

4. Van ban d€n, van ban di n€u la ban gi~y, phai dugc s6 h6a thea quy dinh 

va ti€n hanh gui, nh~n tren H~ th6ng. 

5. Ben nh~n c6 quyen tu ch6i nh~n van ban di~n ill, n€u van ban di~n til d6 

khong bao dam cac nguyen t~c, yeu c~u ve gui, nh~n d6ng thai phan h6i cho Ben 

gui bi€t thong qua H~ th6ng de xu ly thea quy dinh. 

6. Vi~c xay d\fng quy trinh, trien khai gili, nh~n, xu Iy, phat hanh va quan 

ly van ban di~n til c~n bao dam hi~u qua, ti€t ki~m, th6ng nh~t va an toan, an ninh 

thong tin. 

Chlf01lg II 
QUY DJNH VE VAN BAN DItN TU 

Di~u 5. Cac lo~i van ban 

1. Cae IOl;li van ban di~n til c6 ky s6 thay th€ cho van ban gi~y t~i T6ng C\lC 

th6ng ke dugc quy dinh chi ti€t tl;li Ph\l l\lc I cua Quy ch€ nay. 

2. Cac 10l;li van ban gui, nh~ d6ng thai ca ban di~n tu va ban gi~y dugc 

quy dinh chi ti€t tl;li Ph\ll\lc II cua Quy ch€ nay. 
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I:)i~u 6. Khuon d~ng cua van ban di~n tir 

1. Dinh d?ng t~p du li~u cua van ban di~n tfr: Dinh d?ng van ban di~n tfr 

dugc thvc hi~n thee quy dinh t?i Thong tu s6 39/20 1 7/TT-BTITI ngay 15 thang 

12 narn 2017 Clla B¢ tru&ng B¢ Thong tin va Truy@n thong ban hanh Danh rnl,lc 

tieu chu§.n ky thu?t v@ (rng dl,lng cong ngh~ thong tin trong ca quan nha nu6c. 

2. B¢ rna ky tv ti~ng Vi~t: B¢ rna ky tv ti~ng Vi~t sfr dl,lng trong van ban 

di~n tfr dung cho vi~c gfri, nh?n van ban di~n tfr phai la b¢ rna ky tv ti~ng Vi~t 
thee tieu chu§.n Vi~t Nam TCVN 6909:2001 (font chu ti~ng Vi~t Unicode). 

I:)i~u 7. Gia tri phap If cua van ban di~n tir 

1. Van ban di~n tfr da kY s6 thee quy dinh cua phap lu?t dugc gfri, nh?n qua 

H~ th6ng quy dinh t?i Quy ch~ nay c6 gia tri phap Iy nhu ban g6c van ban gi~y. 

2. Van ban di~n tfr khong thu¢c Khoan 1 Di@u nay dugc gfri, nh?n qua H~ 

th6ng c6 gia tri d8 bi~t, tham khao, khong thay cho vi~c gfri, nh?n van ban gi~y. 

I:)i~u 8. Sir d\mg chii' kY sa 
1. Dan vi va ca nhan sfr dl,lng chUng thu s6 hgp l~ do Ban Ca y~u Chfnh 

phu cung c~p d8 kY s6 xac nh?n van ban di~n tfr cu6i cung tru6c khi chfnh th(rc 

ban hanh: 

a) Truang hgp van ban di~n tfr hlnh thanh tir vi~c s6 h6a tir van ban gi~y 

thi phai c6 chu ky s6 cua dan vi thvc hi~n s6 h6a. 

b) Cac truang hgp con I?i, van ban di~n tfr phai c6 chu kY s6 cua nguai 

dUng d§.u dan vi hoi;ic nguai dugc ca quan, dan vi giao trach nhi~m kY van ban 

(sau day g9i la nguai c6 th§.m quy@n) va cua ca quan ban hanh van ban. 

2. Ki8m tra chu ky s6 tren van ban di~n tfr thee quy dinh t?i Di@u 7 Thong 

tu s6 4112017/TI-BTTTT ngay 19 thang 12 nam 2017 cua B¢ truemg B¢ Thong 

tin va Truy@n thong (sau day g9i la Thong tu s6 41120 17/TT-BTTTI) quy dinh 

sfr dl,lng chu kY s6 cho van ban di~n tfr trong ca quan nha nu6c. 

I:)i~u 9. Hinh thuc th~ hi~n thong tin v~ chii' kY sa 
1. Hinh th(rc chu ky s6 cua nguai c6 th§.rn quy@n ky ban hanh van ban 

- Vi trf: T?i vi trf kY cua nguai c6 th§.m quy@n ky ban hanh van ban tren van 

ban gi~y. 
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- Hinh anh: Chfr ky eua nguai co thAm quySn tren van ban gi~y, mfm xanh, 

dinh dlplg Portable Network Graphics (.png) nSn trong su6t, d~t eanh gifra ehue 

V\l eua nguai ky va hQ ten nguai kY. 

2. Hinh thue ehfr ky s6 eua don vi ban hanh van ban di~n tu 

- Vi tri: Trum len 113 ehfr ky eua nguai co thAm quySn ban hanh van ban 

vS phia ben tnti; 

- Hinh anh: D~u eua co quan, t6 ehue ban hanh van ban, mau do, kieh thuae 

b~ng kich thuae thve tS eua d~u, dinh d~nh (.png); 

- Thong tin: Ten co quan, don vi, thai gian ky (ngay, thang, nam; gia, phlit, 

giay, mlii gia Vi~t Nam thea tieu ehuAn ISO 8601). 

3. Hinh thue ehfr ky s6 eua don vi thve hi~n s6 hoa tren van ban s6 hoa dS 

xu ly eong vi~e trong h~ th6ng 

- Vi tri ehfr ky s6: Goe tren, ben phai, trang d~u van ban; 

- Hinh anh: D~u eua don vi s6 hoa van ban, mau do, kieh thuae b~ng kieh 

thuae thve tS eua d~u, dinh d~ng (.png); 

- Thong tin: Ten don vi, thai gian ky (ngay, thang, nam; gia, phlit, giay; 

mlii gia Vi~t Nam thea tieu ehuAn ISO 8601). 

Di~u 10. NQi dung va yeu c~u thong tin clla van ban di~n tfr 

1. N9i dung thong tin eua van ban di~n tu duqe gui, nh~n tren H~ th6ng eua 

cae don vi nganh Th6ng ke bao g6m n9i dung eua van ban di~n tU do va toan b9 

n9i dung h6 so, tai li~u duqe gui kern theo. 

2. Tr~ng thai xu ly van ban duqe H~ th6ng tiSp nh~n phan h6i tv d9ng 

vS eho H~ th6ng eua don vi gui, thea quy dinh t~i DiSu 10 eua QuySt dinh s6 

28/2018/QD-TTg ngay 12 thang 7 nam 2018 eua Thu tuang Chinh phu vS 

vi~e gui, nh~n van ban di~n tu gifra cae co quan trong h~ th6ng hanh ehinh 

nha nuae. 

Di~u 11. Hinh thuc gfri, nh~n van ban di~n til' 

1. Cae don vi trong nganh Th6ng ke phai su d\lng H~ th6ng dS thve hi~n 

vi~e gui, nh~n van ban di~n tu vai cae co quan ben ngoai qua tf\le lien thong. 

2. Cae don vi trong nganh Th6ng ke phai su d\lng H~ th6ng dS thve hi~n 

vi~e trao d6i gui, nh~n van ban di~n tu trong n9i b9 co quan. 
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Di~u 12. ThOi di~m giri, nh~n van ban di~n tir 

1. D6i v6i van ban ban h£mh khAn, ca nhan duQ'c giao nhi~m Vl,l so~m 

thao van ban dlJ ki€n muc d¢ khAn tuang ung tren H~ th6ng, d6ng thai gui tin 

nh~n SMS ho~c email cong Vl,l thong bao d€ dan vi, ca nhan nh~n van ban kip 

thai xu IY. 

2. Thai di€m gui, nh~n van ban di~n tu dUQ'c xac dinh nhu sau: 

a) Thai di€m gui van ban di~n tu la thai di€m H~ th6ng ghi nh~n khi ben 

gui thlJc hi~n thao tac gui van ban di~n tu. 

b) Thai di€m nh~n van ban di~n tu la thai di€m H~ th6ng ghi nh~n khi ben 

nh~n thlJc hi~n thao tac nh~n van ban di~n tU. 

Di~u 13. Ki~m tra, bao dam va duy tri Hnh toan v~n cua van ban di~n tir 

Van ban di~n tu dUQ'c ki€m tra tfnh toan Vvn dlJa tren cac thong tin ca 

ban sau day: 

1) Th€ thuc van ban bao g6m: Ten lOC;li va trfch y€u n¢i dung cua van ban; 

s6, ky hi~u van ban; 

2) Thong tin ben gui va ben nh~n van ban di~n tu; 

3) Thai gian van ban di~n ru dUQ'c chfnh thuc phat hfmh ho~c thai gian gui, 

nh~n van ban di~n tu; 

5) cAu truc t~p dfr li~u chua van ban di~n ru; 
6) Chfr ky s6 cua ben gui. 

ChU'O'I1g III 
TIEP N~N, XULY VAN BAN DEN 


Di~u 14. Nguyen t~c va yeu c§u quan lyvan ban d~n 


1. Ben nh~ phai ki€m tra tinh dily du, to~m vvn, xac thlJc cua van ban di~n 

til; xac nh~ van ban d€n dung dja chi; xac djnh dung chuc nang, nhi~m Vl,l va thAm 

quyen giai quy€t van ban d€n cua dan vi ti€p nh~n van ban. 

2. Phai dang ky cit ca van ban d€n dan vi tren H~ th6ng. 

3. S6 d€n cua van ban d€n do H~ th6ng t(;lo ra thea cac quy dinh hi~n hanh 

ve cong tac van thu, la s6 duy nhAt trong H~ th6ng cua dan vi. 
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Di~u 15. Quy trinh ti€p nh~n van ban o€n 

1. Van ban den la van ban gi~y: Van thu ca quan thlJc hi~n s6 hoa van ban 

den til van ban gi~y thea quy dinh t~i Khoan 2 f)i~u 6 Thong tu s6 01/20 19/TT ­

BNV ngay 24 thang 01 nam 2019 (khong thlJc hi~n vi~c s6 hoa vo; cac h6 sa thi 

dua khen thuang, h6 sa thanh tra, tai li~u dong quy€n). 

2. Van ban den la van ban di~n tll': Van thu ca quan dang ky van ban di~n 

tll' den tren H~ th6ng va chuy€n dan vi ho~c ca nhan co trach nhi~m giai quy€t. 

Di~u 16. Trinh, ehuy~n giao va giai quy€t van ban o€n tren H~ thBng 

1. Van thu ca quan co trach nhi~m trinh, chuy€n giao van ban den cho nguai 

dUng dfru ca quan, t6 chuc ho~c nguai dugc ca quan, t6 chuc giao trach nhi~m 

phan ph6i, chi d~o giai quy€t van ban (sau day gQi la nguai co th~m quy~n). 

2. Nguai co th~m quy~n cho y ki€n phan ph6i, chi d~o giai quySt van ban 

dSn; c~p nh~t thong tin vao H~ th6ng. f)6i v6i van ban dSn lien quan dSn nhi~u 

dan vi, ca nhan, nguai co th~m quy~n phai xac djnh ra dfru m6i chu tri, ph6i hgp, 

thai h~ giai quy€t van ban va y ki€n chi d~o nQi dung giai quySt. 

3. Khi nh~ dugc van bim den, dfru m6i dugc giao chu tn va ph6i hgp co 

trach nhi~m t6 chuc giai quySt dung thai h~n. 

4. Quy trinh ti€p nh~n van ban dSn cua cac dan vi dugc quy dinh chi tiSt t~i 

Ph\ll\lc III cua Quy chS nay. 

ChU'O'ngIV 
SO~ THAO, TRiNH ICY, BAN IIANH 
vA pHAT IIANH VAN BAN DI~N TU 


Di~u 17. Nguyen tAe va yeu eftu quan ly van ban oi 


1. T~t ca van ban di cua cac dan vi phai dugc dang ky vao H~ th6ng. S6 

cua van ban di la duy nh~t, th6ng nh~t giua van ban gi~y va van ban di~n tll'. 

2. Phai gll'i ngay trong ngay van ban di~n tll' da: dugc kY ban hanh ho~c 

ch~m nh~t trong bu6i sang cua ngay lam vi~c tiSp theo. Truang hgp van ban di~n 

tll' thuQc lo~i kh~n phai dugc d~t achS dQ uu tien ghi ra muc dQ kh~n, gll'i ngay 

sau khi da: ky s6. 

3. Van ban phai dugc chuy€n giao dSn dung dia chi cua ca quan, dan vi, ca 

nhan co chuc nang va th~m quy~n ghii quyst. 
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4.Bllodam ban dugc chuy~n giao an toan trong moi truemg 

5. Th~ thuc ky thu?t trinh bay van ill th\l'c hi~n nhu 

gifty quy djnh dinh s6 30/20201ND-CP 05 thang 3 nam 2020 

Chinh phil quy tac van thu. 

f)i~u 18. thao, trinh k.Y van ban di Tang eve 

1. So~ thao ban di 

a) Ca nhan dugc giao nhi~m V\1 so~n van ban (nguai dugc 

xu ly chfnh) c6 trach nhi~m: 

- D\l' ban; dua d\l' thao van ban th6ng; d\l' ki~n 

"khftn" (n~u c6); xin y ki~n d6ng g6p; ti~p thu va thi~n d\l' thao, trinh 

d~o dan vi xem 

- Truong dung van ban va h6 sa vi~c c6 nhUng nQi dung 

quan d~n cac IInh V\fC thuQc ph~m vi qUEm 1y cua dan vi khac thuQc T6ng 

nguoi dugc giao 1y chinh d\f thao van ban, cao Lanh d~o dan vi xem 

va gui xin y dan vi c6 lien quan thuQc Cl,lC. 

- Truong dung van ban va h6 sa vi~c c6 nhUng nQi 

quan d8n IInh v\fc thuQc ph~m vi quan cila cac ca quan, dan vi ngoai 

C\1C, nguai 1y chinh d\f thao Lanh d~o 

trinh Lanh dl;lO van ban xin y ki8n ca quan, dan vi d6. 

b) th6ng cac truong tin sau: IOl;li van ban; trfch 

dQ khftn; hl;ln 

2. Uinh d~o dan vi chil tri so~ thao ki~m chiu trach nhi~m v~ th~ thuc 

va nQi dung d\f chuy~n d\f thao d8n Phong hgp - Thu kyo 

3. Lanh Tang hgp - Thu nhfuI ki~m th~ thuc 

va ky thu?t trinh van ban, nQi dung d\l' 

4.Ca giao trach nhi~m ki~m thuc, ky thu?t trinh bay 

ban, nQi dung d\f van ban cho y ki~n va chiu trach nhi~m v~ nQi dung 

tra, trlnh Lanh d~o C\1C xem xet, cho y ki8n VaG ban thllo cu6i. 

5. Uinh dan vi chu tri SOl;ln thao trach nhi~m chi d~o hoan thi~n d\l' 

thao thea y ki~n Lanh dl;lO Tang C\lC. C\l 
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a) Ca nhful dUQ'c giao nhi~m V\l sOC;ln thao van ban hofm thi~n van ban, bao 

cao Uinh dC;lO dan vi xem xet, ki€m tra, chiu trach nhi~m nQi dung; 

b) Lanh d;;to dan vi chuy€n d\l thao d€n Phong T6ng hgp - Thu ky ki~m tra 

lC;li th€ thuc, ky thu~t trinh bay van ban, nQi dung van ban. 

6. Sau khi nguai co th~m quy~n ky ban hanh van ban, van thu ca quan ti€p 

nh~ van ban phat hanh; c~p s6 van ban di thea phan lo;;ti van ban, phat hanh b~ng 

hlnh thuc ban gi~y ho~c ban di~n tu thea quy dinh. 

7. C\lC Th6ng ke tmh, thanh ph6 tf\lc thuQc Trung uang, cac dan vi S\l nghi~p 

1r\fc thuQc T6ng C\lC xay dlJOg quy trlnh kY van ban phu hqp vo; th\lc t€ i;;ti dan vi. 

I>i~u 19. Ban hanh va phat hanh d&i v6'i cac van ban thuQc TAng ct}.c 

1. Ban hanh van ban di~n tu 

a) Nguai co th~m quy~n ky ban hanh van ban kY s6 tren van ban di~n ill 

thea quy dinh, chuy€n van thu ca quan d€ lam thu t\lC phat hanh van ban. 

b) Van thu ca quan th\lc hi~n cac quy trlnh va phat hanh van ban di~n ill: 

- C~p s6, ngay, thang, nam vao van ban bkg chuc nang Clla H~ th6ng; 

- In va dong d~u cua dan vi d€ luu tC;li van thu ca quan 01 ban. 

- D6i v6'i van ban di gui d6ng thai ca ban di~n tu va ban gi~y, van thu 

ca quan in, dong d~u cua dan vi phat hanh t6'i nai nh~n thea quy dinh. 

- Ky s6 cua dan vi thea quy dinh tC;li Di~u 9 cua Quy ch€ nay va phat hanh 

van ban di~n tu. 

2. Phat hanh van ban s6 hoa tu van ban gi~y 

TruOng hqp dan vi ban hanh van ban gi~y, van thu ca quan th\lc hi~n s6 hoa van 

ban gi~y thea quy diM, kY s6 cua dan vi thea quy diM i;;ti Di~u 9 Clla Quy ch€ nay. 

3. D6i tuqng nh~n van ban gi~y 

a) Dan vi, ca nhan kh6ng dap frng di~u ki~n h;;t t~ng ky thu~t c6ng ngh~ d€ 

nh~n van ban di~n tu; 

b) Dan vi, ca nhan phai su d\lng van ban gi~y d€ th\lc hi~n cac giao dich 

khac thea quy dinh cua Quy ch€ nay. 

4. Luu van ban di~n tu trong H~ th6ng cua dan vi. 



10 


5. Luu d6 ban himh, dang ky va phat hanh van bim quy dinh chi ti@t 

Ph\1l\1c IV, Ph\1l\1c V va Ph\1 h,lC VI cua Quy ch@ 

Bi~u 20. Ban hanh va phat hanh van ban cac dOll SI}' nghi~p, C1}C 

Th8ng ke tinh, thanh ph8 trl}'c thuQc Trung U'O'ng 

1. Ban hfmh van ban tu 

a) Lanh d~o don ky s6 tren bim di~n chuySn thu don vi lam 

thu phat himh van bim. 

b) Van thu don vi cap ngay, thang, nam vao d\f thao van bim, ky s6 b~ng 

chfr ky cua don vi va hanh van ban di~n tu H~ th6ng. 

2. Phat hanh van ban s6 hoa til ban giay 

TruOng hQ'P don vi ban hanh van ban giay, van thu don vi th\fc hi~n s6 hoa 

van ban giay theo quy dinh, ky s6 theo quy dinh ~i 9 cua Quy ch@ nay. 

Bi~u 21. Thu h3i van ban di~n tit 

1. phM hanh van ban don vi phat hanh thu h6i van ban va 

phan h6i ly do thu h6i van ban di~n tu th6ng. 

2. Khi nh~n duQ'c thong bao thu h6i van ban di~n tu, cac don vi nh~n van 

ban di~n tu co nhi~m huy b6 van ban di~n duQ'c thu h6i tren H~ th6ng. 

ChU'O'ng V 
LAp vA NOP LUU so BIEN TU 

. VAo LUU TRU CO QUAN 

Di~u 22. T,o lip h3 SO' di~n tit 

1. Can cu vao Danh m\1C h6 So', ca nhan duQ'c giao nhi~m Vl) giai quy@t cong 

vi~c xac dinh s6 va ky hi~u h6 So' cho van ban di, van ban d@n va cac mi li~u lien 

quan khac nhu: Yki@n d~o, y gop bao cao trinh va nQi dung 

khac lien quan trong qua trinh vi~c; c~p nh~t vao th6ng. 

TruOng hQ'P phat sinh h6 So' khong co trong Danh m\1C h6 So' da ban hanh, ca nhan 

duQ'c V\l giai quy@t cong nh~t b6 sung h6 So' vao Danh m\lC 

h6 So' trong H~ th6ng sau khi duQ'c phe duy~t. 
. 

2. Khi cong hoan thanh, ca duQ'c giao nhi~m V\1 quyet cong 

vi~c co trach nhi~m soat l~i toan bQ van ban, tai li~u co trong h6 So', hoan 

thuc h6 So' va nh~t vao th6ng. 
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J)i~u 23. N{ip hru va quan Iy hi> SO' di~n til t~i LlfU trfr CO' quan 

1. Vi~c nQp lUll, quan ly h6 sa di~n tu tC;li LUll tru ca quan va huy Uti li~u 

di~n tu h~t ghi tri duQ'c thvc hi~n thea quy dinh tC;li Chuang II, Nghi dinh s6 

01/2013fNI)-CP ngay 03 thang 01 nam 2013 cua Chinh phu quy dinh chi ti~t thi 

hanh mQt s6 di~u cua Lu~t LUll tru. 

2. Ca nhan duQ'c giao nhi~m V\l giai quy~t cong vi~c can cli van Danh m\lc 

h6 sa cua ca quan, co trach nhi~m nQp lUll tai li~u di~n tu va cac tai li~u dinh dC;lng 

khac (n~u co) van LUll tru ca quan. 

3. Luu tru ca quan co trach nhi~m ki~m tra, ti~p nh~n h6 sa, dua h6 sa ve 

ch~ dQ quan ly "H6 sa luu tru di~n tu" trong H~ th6ng. 

ChuO'ng VI 
TO CHUC THl/C HI~N 

J)i~u 24. Trach nhi~m clla Van phong TAng C\lC 

1. Chu tri tri~n khai cong tac gui, nh~n van ban di~n tu cua T6ng C\lC; ki~m 

tra, giam sat va don d6c cac dan vi lien quan thvc hi~n Quy ch~ nay. 

2. Chu tri, ph6i hQ'p v6i cac dan vi khac trong vi~c thvc hi~n gui, nh~n van 

ban di~n tu giua T6ng C\lC v6i cac ca quan trong H~ th6ng hanh chinh nha nu6c. 

3. Ph6i hQ'p v6i Trung tam Tin h9C BQ K~ hOC;lch va DAu tu, thvc 

hi~n thu t\lC c~p phat, gia hC;ln, thu h6i tai khoan tren H~ th6ng v6i cac dan 

vi, ca nhan thuQc T6ng C\lC. 

4. Ph6i hQ'p v6i Ban Ca y~u Chfnh phu thvc hi~n thu t\lC c~p phat, gia hC;ln, 

thu h6i chUng thu s6 d6i v6i cac dan vi, ca nhan thuQc T6ng C\lC. 

J)i~u 25. Trach nhi~m clla Thll truOng don vi 

1. Quan ly, chi dC;lO va tri~n khai vi~c gui, nh~n van ban di~n tu tC;li dan vi 

minh thea dung cac quy dinh hi~n hanh cua Nha nu6c va cua Quy ch~ nay. 

2. Thucmg xuyen truy c~p H~ th6ng de xu ly, giai quy~t kip thai cac van 

ban di~n tU co lien quan d~n chlic nang, nhi~m V1,l cua ca nhan, dan vi. 

3. Don d6c van thu dan vi thvc hi~n vi~c ti~p nh~n, xu ly phat hanh va qUiin 

lyvan ban di~n tU; c~p nh~t, trien khai cac huang d~n, giai dap va xu ly cac vuang 

m~c trong qua trinh su d\lng H~ th6ng. 
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Di€u 26. Trach nhi~m clla Cl}C Th6ng ke tlnh, thanh ph6 tn.rc thuQc 

Trung U'rrng va cac doon vi S\f nghi~p thuQc 

1. C\lC tinh, thanh ph6 tr\fc thuQc uang 

a) Xay d\ffig, ban hanh quy ch~ Ti~p nh~, xu ly, quan lyvan 

ban di~n tu Clla mlnh quy dinh Clla phap Quyche nay 

va th\fc t~ t~i dan vi. dung van ban ban hanh cAn hi~n ro: danh m\lc 

lo~i van ban di~n tu thay the cho danh m\lC cac lo~i 

van ban di~n tu gui kern van ban gifty. 

b) T6 chuc tri~n khai th6ng Clla T6ng C\lC th6ng bao h~ t§ng 

ky thu~t de su d\lng chung Clla T6ng c\lc. 

2. Cae dan vi 

chuc trien khai dan vi; xay d\ffig, ban quy tiep 

xu ly, phat hanh va bim di~n tu t~i cac dan vi phu hgp V01 

te quy dinh t~i Quy 

Di€u 27. Trach nhi~m cua V\l PhU'oong phap ch~ dQ th6ng ke va Cong 

ngh~ thong tin 

1. 	Dam bao an ninh, an va S\f thong su6t clla h~ m~ng khi v~ 

th6ng. 

Ph6i hgp v&i Van C\lC h6 trQ' kip thm cac d\lng van 

ban ill va th\fc hi~n ky th6ng va cac phien ban 

bi di dQng. 


Di€u 28. Trach nhi~m cua ca nhan 


1. Thuemg xuyen truy C?P vao th6ng kip thai C?P nh?t va xu ly 

vi~c nhu cac thong tin lien quan. 

gui, nh~n van ban di~n cao cong vi~c va trao d6i rnr,nlT 

tin thong qua H~ th6ng. 

3. nhi~m v€ nQi va bao m~t cac 

trong hi~n gui, nh~n van trach nhi~m tru&c 

hgp de ra h~u do khong kiem tra kip thai nhiing 

thong tin tren H~ th6ng. 
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f)i~u 29. f)i~u khoan chuy~n ti~p va trach nhi~m thi hanh 

1. Quy~t dinh s6 10/20201QU-TIg ngay 18 thang 3 nam 2020 cua Thu 

tuang Chinh phu quy dinh chuc nang nhi~m V\l, quy~n h~n va ca cAu t6 chuc cua 

T6ng C\lC Th6ng ke thu9C B9 K~ ho~h va u~u tu c6 hi~u l\lc thi hanh tir ngay 20 

thang 5 nam 2020, dan vi ph\l trach cong ngh~ thong tin cua T6ng C\lC c6 trach 

nhi~m th\lc hi~n nhi~m V\l quy dinh t~i Ui~u 27 cua Quy ch~ nay. 

2. Cac dan vi va ca nhan tham gia th\lc hi~n gui, nh~n van ban di~n ill thea 

quy dinh t~i Quy ch~ nay va cac quy dinh hi~n hanh cua Nha nuac. 

3. Trong qua trinh t6 chuc th\lc hi~n, n~u c6 vuang m~c d~ nghi cac dan vi 

phan anh bfutg van ban v~ Van phong T6ng C\lC d~ t6ng hQ'P, bao cao T6ng C\lC 

truemg sua d6i, b6 sung Quy ch~ cho phil hQ'P.I. 



SIT Ten van ban 

1 Phi€u trinh, Ta trinh Uinh d~o T6ng C\1C. 

2 GiAy uy quy€n di€u hfmh ho~t d<)ng cua ca quan. 

3 Thu mai, giAy mai, giAy tri~u t~p. 

4 Bao cao cong tac: thang, quy, 6 thang, 9 thang, nam. Bao cao d<)t xuAt. 

5 Boo coo th6ng ke t6ng hQ'P cua Chi C\1C Th6ng ke/C\1c Th6ng kef V\1 thea quy dinh. 

6 Van bim huang dfut nghi~p V\1 cua T6ng C\1c/C\1C Th6ng ke/dan vi. 

7 Van bim gui Lanh d~ d€ bao cao (Van bim gui bao cao Lanh d~o t~i m\1c "Nai nh~"). 

8 
Van ban cung cAp thong tin, van ban ph\1c V\1 chi d~o di€u hanh cua Lanh d~o T6ng 

C\1C va giua cac dan vi vai nhau. 

9 Cong van trao d6i, dong gop y ki€n trong n<)i b<) ca quan. 

10 
Thong bao: giai thi~u con dAu, chuc danh va chu ky, tr\1 salam vi~c, y ki€n k€t lu~n 
cua Lanh d~o T6ng c\1c/ Lanh d~o Cl)c Th6ng ke. 

11 Lich c6ng tac, ljch lam lam vi~c. 

12 
GiAy dang ky cong tac, giAy dang ky phong h9P, giAy dang ky xe, giAy linh v~t tu van 
~hong phfun, giAy dang ky ve may bay. 

13 GiAy d€ nghi photo tai li~u, giAy d€ nghj in tai li~u va xu At ban phfrm. 



DANHM1)CcA 
B 

Gin, NH~N DONG THOI 
ANGIAy 

STT Ten van ban 

1 H6 so trinh Uinh d~o T6ng c\1c/ Lanh d~o C\1C de xin yki~n chi d~o. 

2 Van ban, quy~t dinh lien quan d~n t6 chuc be> may, nhan slJ. 

3 Quy~t dinh lien quan d~n cac cue>c di€u tra, T6ng di€u tra th6ng ke. 

4 Cae h6 so, tai li~u lien quan d~n thi dua, khen thu6ng. 

5 Van ban lien quan d~n k~ ho~ch, Uti chinh. 

6 
Van ban lien quan d~n cong tac thanh tra; giai quy~t khi~u n~i, t6 cao; 

phong ch6ng tham nhung (tru cac van ban thue>c danh m\1c bi m~t Nha 
~1U6c de> M~t). 

7 Bien ban; Bien ban ghi nh6. 

8 Van ban moi dlJ cae he>i nghi quan tr9ng Clla nganh, don ti~p khach qu6c t~. 

9 
Trong truOng hgp d~c bi~t tuy thee tinh chftt, muc de> cftp thi~t cua van 
ban, T6ng c\1c tru&ng quy~t dinh hinh thuc giao dich cua van ban. 





- .. , 

_ ., - ,, _ .. _ .. _ .. _ .. _ .. -. ,- ._ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. _ .. J 
Chu thfch: 

Duang di cua v~n ban di~n tu 
- . . - .. ~ Duang di cua v~n ban gi~y. 

Van thlf cO' quan 

(1) 

Van ban d~n 

Van ban di~n til': 
- Ti~p nh~n; 
- Ki€m tra tinh xac 
thl!c v~ ngu6n g6c 
nai gui, sl! toan vlfn 
cua v~n ban; 
- D~ng ky; 
- Chuy€n giao. 

r ·· _· · _·· 

Van ban gidy: 
- Ti~p nh~n; 
- Phan lo~i so bQ, 
boc bl, dong d~u 
"D~n", ghi so va 

.. nga'y d~n; 
- So h6a; 
- Ky s6 cua co quan; 
- D~ng ky vao H~ 
th6ng; 
- Chuy€n giao. 

L 

Uinh d~o TAng 
cuclLan h dao Cuc 

'ThBng kefrhii' 

trlfOng cac dO'n vi 
S,! nghi~p/NglfOi co 

A l
tham quyen 

(2) 

y ki~n phan ph6i, 
chi d~o giai quy~t 

v~n ban 

VA.NBANDEN 

TK ngay81hang .,. niim 2020 

6ng c¥c Th6ng ke) 

Lanh d~o dO'n vi 
dm;rc giao ch ii tri, 

phBihc;rp 

(3) 

T6 chfrc 

thl!c hi~n 

Cong chfrc, vien 
chfrc chuyen mon 
(NglfOi dlfQ'C giao 

xil'If chin h) 

(4) 

- Giai quy~t; 

- 4P h6 so 
cong vi~c . 

1 
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LUUDOSO 
C 

(Kern thea Quyit d. 
ella T6 

U'inh d~o dOll vj dlfQ'C 
giao ch ii tri 

Kh6ng 

(2) 

Ki€m tra 
n9i dung, 
th€ thue, 

ky thu{i! va 
yeu ciiu 

sua d6i, b6 
suniL 

C6 

Lanh d~o Phong 
TAng hQ1l - Thlf 
kyl NglfOi dlfQ'C 
giao nhi~m VI} 

ki~m tra th~ thtfc, 
kY thu~t trinh bay 

van ban 

(3) 

Ki€m tra 
th€ thue, 
ky thu{it 
trinh bay 

van ban va 
yeu du 
sua d6i, 
b6 sung. 

Lanh dao 
l • 

Tong cl}cl 
NglfOi co 
l ;l.

tham quyen 
ky ban hanh 

(4) 

Ky, ban hanh, 
ph<it hanh 

(Phl,lll,lc V) 

DI,T thao, ti€p thu, 
ho<\n thi~n dl,T 
thao vlin ban 

C6 

Xiny 
ki€n 

C6 

Yki€n 

d6ng g6p 

Chu thfeh: 

Ducmg di eua vlin ban di~n tu 

DuOng di eua vlin ban giAy. 

Cong chtfc, vien 
chtfc chuyen mon 
(Nglf(Yi dlf(lC giao 

xii' Iy chinh) 

(1) 





LUiJ DO KY BAN HANH, DANG 

Lanh d~o TAn~ 
C\lclNgu01 co tham 
quy~n kY baD hanh 

(4) 

Van thu cO" quan 

(5) 

Cong ch tfc, vien 
chuc chuyen mon 
(Ngu01 dU'Q'c giao 

xu ly chinh) 

(1) 

Ho:'m thi~n, in, 
trinh leY 

~ 

(Kern thea Quyit 
coo 

. . _ .. _ .. _ .. _. 
nhi~m nQi dung 

LUll Hi> sa ~ ._ .. _ .. _ .. _ .. _ .. _ .. _ . . _. 

Uinh d~o dOll vi dU'Q'c 
giao ch ii tri 

(2) 

Chi d<;lo hoan thi~n 
van ban 

Ky chiu tnich 

TruOng hqp kY van ban gi~y Cho y ki€n 
vao ban 

Ky chiu tnich nhi~m the 
Ky ban hanh van ban -

thuc, ky thu~t van ban 

_ .. - .. _ .. _ .. _ .. _ . . _ .. _ .... _ .. _ .. _ .. _ .. _ .. _ .. - .. 


_·_·_·_·_ ·_·_ ·_·-1 

1 
... Phat hanh 

~an ban gi~Cftp sf>, ngay van ban, r- .. _ .... 
nhan ban, dong dftu 

1 

1 
T Phat hanh vAn 

ban s6 h6a 

quan 
S6 h6a, ky s6 eua ea 

y 

Chu thieh: 

--..~ DuOng di eua van ban di~n tli 

_ .. _ .• DuOng di eua van ban gi~y. 
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Van thtr cO' quan 

(5) 

TruOng hgp ky van ban di~n tlr 

- Ki~m tra I~i th~ 
Ki~m tra, chiu trach thuc, kY thu~t; Ky s5 van bin 
nhi~m nQi dung - Trinh ky van ban 

Phat hanh viln 
" ban gilly d~n nm 

r---------'--------, khong dap ling 

In, nhan ban, dong di~u ki~n ha tfu!g 
, cong nghe 

dau, phat hanh, va luu . . - .. -~ 
van ban gifry 

Ky s6 cua ca quan 
Chu thich: sau khi in 

LUU DO KY BAN HANH, D -

Cong ch.rc, vien 
chuc chuyen mon 
(NglfOi dlf(]"C giao 

xii' Iy chinh) 

(1) 

Holm thi~n van 
bim, trinh ky 

Lanh d~o dO'n vi dlfQ'c 
giao chu tri 

(2) 

Chi d~o hoim thi~n 
van ban 

NH VAN BAN eVA TONG el)e THONG IcE 

Lanh d~o TBn~ 
c1}c/NglfOi co tham 
quy~n kY ban himh 

(4) 

Cho y ki~n 
vao ban 

C~p s6, ngay ban 
himh van ban 

Phal himh vlln 
ban dien tirDuOng di cua van ban di~n tlr 

- .. -.~ DuOng di cua van ban gifry. 
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LUU DO SO~N THAo, KY THUA ~'- IV'TT H VAN BAN eVA TONG el)e THONG ICE 
TK ngay ,8thang 4niim 2020 

Cong ch.rc, vien 
chuc chuyen mon 
(Nguiri dUQ'c giao 

xu If chinh) 

(1) 

DIl thao, tiep thu, 
hoim thi~n dll 
thao van ban 

Ykien 
dong gop 

Co 

Lanh d~orrhii truOng don vi 

(2) 

Ki~m tra nQi 
dung, th~ thuc, ky 
thu~t va yeu ciiu 
sua d6i, b6 sung; 
- Ky phi~u trlnh. 

Co 

Thii tnri'mg don vi: 
- Ky phi~u trinh; . 
- Ky duy~t tren van ban 

Khong 

'v-..,"'nIfr../ 6n qlC Th{mg ke) 
r-------------~ 

Co 

- Ki~m tra th~ 
thuc, kY thu~t 

va yeu cc1u sUa; 
nQi dung d\I 
thao van ban 
- Ky phi~u 

trinh. 

Lanh d~o TAng 
cuc/Nguiri co 

~ , 
tham quyen kY 

ban hanh 

(4) 

- Cho y kien vao 
ban thao eu6i; 
- Ky va eo y kien 
tren phieu trinh. 

Van thu cO' quan 

(5) 

- ctp s6, ngay van ban; 
f-----1----------------------+------------------!---+l _Ky s6 cua co quan; 

l...­________________--' _ Phcit hanh. 

Chu thich: -----+ DuOng di eua van ban di~n ttr 
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