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UBND QUAN LONG BIEN

TRUONG MN PHUC DONG

ceNG HoA xA nqI cHU Ncnia vIET NAM

sa: ( \ /QD-MNPD Plnic Ding, ngtry( rtthans 3 ndm 2024

QUYET EINH
VG viQc ban hirnh quy ch6 cdng t6c v5n thu, luu trir nim 2024

HIpUTRUONGTRI.IoNGMAMNoNPHUCDONG

Cdn cti.Ludt Lutt trti.ttj Ol/ZOll/QH13 ngdy 1l thdng I I ndm 2011,

Cdn ctr Nshi dinh s6 30/2020/^{D-CP ngdy 05/3/2020 cua Chlnh phu vi

cong tdc' van thu':

Cdn cu.KO hoach tii 1SS\\<U-UBND ngdy 06 thdng 12 ndm 2021 cua

uBr\rD qrQn Long Bi€n vi vi€c tuian khai thac hi€n K€ hoqch ta oz/xu-uBl{D

ngay 17/3/2021 cua uBltrD Tp Hd l{\i vi thwc hi€n oi dn "LLru trfi tdi li€u di€n

ttrr cila cdc co'quan r{hd nuro,c giai doan 2020 - 2025" thu6c 1BI{D thdnh pna ua

l'{6i trAn dia ban Sugn Long BiAn;

Thtrc hiAn KA hoach ta tZ+/X4-UB\{D ngdy 04/3/2024 cua r-lBI'{D Quqn

Long BiAn vi c6ng tdc vdn tha, lu'u trit ndm 2024;

Ciin cil,euyil dinh s6 1629/QD-UBIVD ngdy 15/7/2008 cua UBI{D Quqn

Long Bian vi rla, qr, dinh chu'c ndng, nhi€m "' q"yi' hqn cua trud'ng *i* 'on
Philc D6ng.

Cdn cir Ke hoach tA y\/XU-MMD ngdy 05/3/2024 ctia tructng MI'{ Phuc

Ding vi c6ng tdc vdn thtr, ltru trft ndm 2024'

QUYET D!NH:

Di6u 1. Ban hinh kdm theo Quytit dinh ndy Quy ch5 vA c6ng t5c vdn thrr,

luu trfr'trong trud'ng m6m non Phfc D6ng'

Di6u2.Quy6tdinhndyc6hi6ulycthihdnhk6ttrngdyky.

Di6u 3. T6 truo'ng t6 van phdng, trudng c6c bQ phfln 1i6n quan c6 tr6ch

nhi6m thi hdnh qryOt dinh niry./.

No'i nhQn:

- Phor.rg NQi vit ;

- Phdng GD&DT ;

- C6c t6 chuy6n rndn;
- LLILr VT"

TIONG

DQc lflp - T1r do - H4nh phric

IRUONG

tutAtu rrrom

i Nhan



a

1

euy cHE coxc rAc vAx rurl ve rul-t rnt'
TRTIONG MAM NON PHUC DONG

(Ban hdnh kdm theo Quy€t dinh s6; 15 /QE-MI{PE ngdy 05/3/2024)

Chucrng I
QUY DINH CHUNG

Di6u 1. Ph4m vi vir tliii tu'g'ng didu chinh

phqm vi 6p dUng cua quy ctr6 ta tdt ctt c5n b6, gi6o vi6n, nh6n vi6n cira

truo'ng mdrn non Phfrc D6ng.

euy dinh d6i tuong di6u chinh c[ra quy ch6 ld c6ng t6c vdnthu vd luu trft:

- C6ng t6c vin thu bao g6m c6c c6ng vi6c vd soan thdro, ban henh vdn ban;

quan ly van ban vd tdi liqu kh6c hinh thdnh trong qu6 trinh hoat dQng ctra ccv quan'

t6 chirc; lAp h6 so hiQn hdnh vh giao nQp h6 so vdo luu trir; quAn ly vd sri dung con

d6u trong v6n thu.

- C6ng t6c luu trfr. bao g6m c6c cdng viQc vd thu thap, biro quan vd t6 chric

srr dung tdi li6u hinh thdnh trong qu6 trinh hoat dQng cua co quan, t6 chirc'

Diiiu Z. Trircb nhiQm qufrn ly, thg'c hiQn c6ng tfc v5n thu vh luu trfi'

- Hiqu truo'ng c6 tr6ch nhiOm quAn ly, chi dao, ki6m lu,:a, gi6m s5t viQc thuc

hi6n cong t6c vdn thu vd luu trfr';

- Nh6n vi6n v6n thu c6 tr6ch nhiqm t6 chri'c thuc hiQn c6ng ttrc vdn thu vir

luu trfr';

- Tu'ng c6n b0 c6ng chirc, vi6n chri'c trong co quan, t6 chri'c thuc hiQn dirng

c6c didu quy dinh trong quY ch6 ndY.

Di6u 3. T6 chti'c, nhiQm vg cfra vin thu vi luu trff' co'quan

- NhAn vi6n vdn thu, b6 phfln Hdnh chinh chfu tr6ch nhi6m lhm c6ng t6c vdn

thu', luu trfr'lo4i c6c vdr"r bAn quy pham phtry,lu4t cua cor quan,.c6c lcAi tai lieu vC

vdn h6a, gi6o dpc, khoa hoc k! thuQt, c6c s6 li6u 1i6n quan d$n co quan qua cdc

thdi kj,

- Dolrn TNCS UO Cni Minh chiu tr6ch nhiqm luu trtr cdctiti 1i6u c6 1i6n quan dtin

cac hoat dQng cua Dodn truong.

- Cong dodrn: Luu trfr' citc titi liQu co c6 1i6n quan d6n c5c hopt dQng cua

C6ng dodn

- Chi bQ D6ng: Luu trfi cdc tdi 1i6u c6 c6 1i6n quan d6n c6c hopt dQng cua

chi b0.

Ei6u 4. Cfn bQ v:in thu vir c5n bQ lu'u trfi'

Dong chi Le Thu Phuong phu tr6ch c6ng t6c v[n thu vd lr'ru trir trong c0 quan

theo quy dinh.

ffi
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Eiiiu 5. Kinh phi cho ho4t tlQng vin thu vh luu trfi'

Thu truong c0 quan ctrng c6c b0 phQn 1i6n quan nhu k6 todn, Ph6 hiQu

tru&ng phg trdch eo sd vflt ch6t chlu tr6ch rrhiQm uA ttang thi6t bi chuy6n dung

phUc v.u c$ng tdc vdn thu luu trt; nh6n vi6n vdn thu xdy dWrg k5 hopch trong viQc

bti tri kinh phi trang bi c6c thi6t bi chuy0n dung vd tO chirc c6c hopt dQng nghi0p

4r theo y6u cAu cria e6ng tdc vdn thu vd luu trfi.

Di6u 6. Bfro vQ bi m$t nhA nufc trong c6ng t6e vIn thu vir luu trlr

COngtScvdn thu luu trfi ctra co quan dugc thgc hiQn theo c6c quy dlnh cria

ph6p lupt hiQn henh,re bao ve bi mflt nhd nu6c.

Chu'crng II
COXC TAC VAX THU'

Mrlc 1. SOA.N THAO, BAN HANH VAX BAN

Di6u 7. Flinh thirc vin biin

Hinh thirc vin ban clugc 6p dung cho c6c vdn bdn kdrr:r theo Quy ch6 nay tai

Phu luc I (Bang cht vi6t tlt t6n loai v[n bAn vd ban sao)'

l. Ph6ng chir

Su dung trinh bAy vdn b6n tr6n rn6y vi tinh lir ph6ng chfi'ti€ng Viet cua bo

md ky tu Unicode theo Ti6u chuAn Viet NaTm TCVN 6909:200 t.

2. I{hr} giiiy

Vdn bAn hanh chinh duoc trinh bdy tr6n kh6 gi6y kh6 A4 (210rnm x297mm).

Trudng hqp nQi dung vdn bAn c<i c6c bAng, bi6u nhtrng kh6ng duoc lam

thdrnh c6c phu lpc ri6ng thi vdn bAn c6 th6 duoc trinh bdy theo chi6u r6ng cua trang

giay (dinh hu6ng bAn in theo chidu rQng).

3. Dinh li trang vdn ban @At vai kh6 giiiy Aa)

Ld tr6n: c6ch m6p tr6n tir 20 - 25 mm;

LC du6i: c6ch mdp clu6i tu' 20 - 25 mm;

Ld trAi: circhm6p tr6i ttr 30 - 35 mm;

LO phai: c5ch m6p ph6i tu 15 - 20 mm.

Diiiu S. ThO thri'c vi l$ thuflt trinh biry vin bfrn

Vin bAn quy pham phirp luflt th6 thilc thpc hi6n theo quy dinh tai Chuong

v, Nghi dinh s6 3412016/ND-CP ngay 141512016 cira chinh phu.

Van b6n hdnh chinh thti thilc thuc hi6n theo cluy dinh tai Di6u B vd Phr-r luc

I, Nghf dinh s6 30/2020/ND-CP ngay 051312020 cua chinh phu.
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Van ban quy ph4m ph6p lupt k! thudt trinh bdy dugc thuc hi6n theo quy

dinh tai Muc 2, chtrong v, Nghi dinh s6 3412016/ND-CP ngdy 141512016 cua

Chinh phu.

K! thuat trinh bdy vin ban hanh chinh, quy tic vi6t hoa dugc thuc hi6n theo

quy dinh tai Phu iuc I, Phu lr;c II, Nghi dinh s6 3Ol2O10AiD-CP ngdy 051312020

cua Chinh phu.

Th6 thu'c vdn bdn quy ph4m ph6p lupt vd vdn bAn hirnh chinh bao gdm c6c

thanh phAn sau:

- Qu6c hi6u;

- T6n co quan, t6 chirc ban hdnh v6n bin;

- 56, ky hiQu cua vdn bdrn;

- Dia danh vh nghy, thing, ndm ban hdnh vdn bin;

- Tdn loai vd trich y6u n6i dung cua vdn bin;

- NQi dung vdn ban;

- Chu'c vr-.r, hg t€n va cht ky cua ngudi co thAm q'yd";

- DAu cua co qllan, t6 chf'c;

- Ncri nhAn;

- D6u chi milc d6 khAn, mat (d6i vdi nhirng v[n bAn loai khAn, mat).

Vi tri trinh bdy c6c rhdnh phAn th6 thric vdn b6n trOn mQt trang gi6y kh6 A+

duoc thuc hi6n theo so'd6 b6 tri ctrc thdnh phAn th6 thirc vdn birn kem theo Quy

ch6 ndy (Phu luc Il).

MAu chfr,vd chi ti6t trinh bdy c6c thdnh phAn th6 thilc vdn bAn duoc minh

hoa tai Phu luc III kdm tl-reo Quy ch5 ndy'

Di6u 9. So4n thrio vin trin
L Vi6c soan thao vdn bAn quy phprn ph6p luQt duoc thuc hiQn theo quy dinh

tai chucyng V, Nghi dinh t6 l+tzol6IND-CP ngay 141512016 cua Chinh phu.

2. Vi6c soan thdro v6n ban kh6c duoc quy dinh nhu sau:

a) C6n cu'tinh ch6t, nQi dung cua vdn b6n cAn sopn th6o, ngudi dirng dAu co
), ,,

quan, to chu.c grao cho don vi hodc c6 nhAn soan thAo ho6c chir tri soan th6o.

b) Eon vi ho6c c6 nhAn c6 tr6ch nhiOrn thuc hiOn c6'c c6ng vi6c sau:

X6c dinh hinh thu'c, nQi dung va dQ mAt, d6 khAn ctra v6n bAn cAn soan thAo;

Thu thdp, xu, ly th6ng tin c6 li6n quan; So4n thao v6n b6n; Trong trudng hgp can

rt-,i6t, d0 xu6t ,rOi ,rg,,;O'i du'ng dAu co quan, t6 chi,c vi6c tham khio f ki6n cua cbc

; ,,
co quan, to cnLIC hodc dcrn vi, c6 nhAn c6 1i6n quan; nghien cuu ti6p thu y ki6n d6

hoan chinh ban thao; Trinh duyQt ban thao vin birn kdm theo tdi liqu c6 li6n quan.
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c] n6i v6i v5n li:in c1i6n tfi Cb nh6n rluoc gia* nl"ri$ill vli sq:an th;i* vfrn bhn

ng**i viOc thgc hi6n c*c n$i dung nCIu tr0n phai lry* lqr+,, 
.e1U 

thba vh* i:an {ryr* titlp

nga.v tr6n ludnpi v5n b6n d6n trong I.fq th&teg.Ql,\'ffi" c16*g ttrecvi c.hu,vOn lxin thii*
vhnbhn,tAi liqu k*m the* (ndr-r c6) r,6o F[d t]lfing {tX,V'$u},';* c,ayt n1t';tt *irr.; thi}Lrg Lin

can tfuet.

Diiiu 10. DuyQt brin thiio, sfi'a chfr'a, b6 sung bin thrio tIfl duy6t

1. BAn thiro vdn b6n sau l<hi <Ion vi, cb nhAn clugc giao tr6cl-r nhi6m so4n

th6o phdi gtli bin thAo do ngudi c6 thAm .lryA,l ky van bdn cluy6t.

2. Trudng hgp sira chira, b6 sung b6n thAo vdn bAn dd clugc duyQt phai trinh

ngudi duy6t xem x6t, c1uy6t dinh.

Diiiu 11. Dfnh *6y, nhffn bin
Vi6c c16nh mdy,nhAn bin vdn b6n phAi b6o dAm nhfr'ng y6u cAu sau:

1. D6nh m6y clirng nguy6n v[n bin th6o, cting th6 thf'c vd k] thuAt trinh bdy

vdn bin. Trudng hcTp ph6t hiQn c<i su sai s6t hodc kh6ng 16 rirng trong bdur thao thi

nguoi d6nh rn6y ph6i hoi lai clon vi hoirc c6 nhAn soan thao ho{c ngu'tri duy6t bAn

th6o d6;

2. NhAn b6n dirng sO luo.,g quy dinh;

3. Giir gin bi mat nQi dung vdn b6n vd thqc hiQn cl6nh m'iy, nhAn ban tl-reo

dirng tho'i gian quy dinh.

Di6u 12. Ki6m tra v5n bfrn tru6'c khi ky ban hirnh

1. Thu tru6ng don v! ho{c c6 nhAn chu tri so4n thao vdn bdn phai ki6m tra

vdr chiu tr6ch nhiqm uO Ag chfnh x6c cfra n6i clung vdn brin.

2. Nhdn vi6n vdn thu phai ki6m tra vdr chiu tr6ch nhiQm ,d hinh th[rc, th6

thirc, k! thuqt trinh bdy vd thu tpc ban hdnh vdn ban.

Di6u 13. Ky vIn bfrn

1. D6i v6i co quan, thu truong co quan c6 the giao cho c6p ph6 cua minh ky

thay (KT.) cdc vdn b6n thu6c c6c linh vqc dugc phAn c6ng phu tr6ch.

2. Ddi v6i t6 chuc ldm viQc ctr6 Ac2 tap th6 (DAng Cong Sdn, Dodn Thanh

Ni6n CQng SAn H6 Chi Minh, C6ng dodn)

a) O6i v6i nhirng 16,, dd cluan trgng cua t6 chilc rnd tl-reo quy dinh cua ph6p

lu6t ho4c theo didu 16 cta t6 chirc, phhi du:oc thAo luAn t4p th6 vd quy6t dinh theo

da so, viec ky vdn bdn ctugc quy dinh nhu sau:

Nguoi dirng dAu t6 chfrc thay rndt (TM.) tap th6 l6nh dao ky c6c vdn ban cua

t6 chilc; C6p pho c[ra ngud'i dirng dAu vir circ thdnh vi6n giir cl-rirc vu lSnh d4o kh6c

dugc thay mdt t6p th6, ky thay ngud'i clirng dAu t6 chirc nhtng vin bAn theo uy

qrydn cua ngudi du'ng dAu va nhirng vdn bAn thuQc c5c linh vu'c cluoc phAn c6ng

phu tr6ch.
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b) ViQc ky vdn ban vd nhirng vAn dO kh6c clugc thuc hi6n nhu quy dinh tai

khoirn 1 cua Didu ndY'

3. Trong trudng ho-p dac biQt, ngucri dring,dAu co quan, t6 chric c6 th6 uy

qry6n cho 1r6i c6n bQ php tr6ch du6'i minh m6t cfp ky thua uy quy6n (TUQ') mgt

s6 v5n ban md minh phai ky. viQc giao klf thu'a uy quyan ph6i dugc quy dinh bing

vdn bdn vd gioi han trong m6t thoi gian nh6t dinh' Nguo'i duoc uy quydn kh6ng

duo-c uy quydn lai cho nguoi khac ky'

4. Khi ky v6n b6n kh6ng dung birt chi; kh6ng dtng muc do hoac c6c thfr

-ut o::lru; 
,u, r,,6* bhn etriQ* tir, nguli cdr tham qrryd* thr,rc hien ky s0. v! trr,

hinir iurh *hfr l<-v s0 t1"r*o q.uy di*l", t*i Fhp luc I, Nehi dlnh s6 30/2020/NH-CP ng'iy

)5i3r'2fi2(} cua {-l}"r{nlt Pfrri.
*){dim td. $$rtm sitq.} v&ffi fu*K

x. il6c hinh thu'c b6n sao duqc quy dinh tai Di6u 25, Nef i dinh

ss 3fii202{]l.N*)-cP ng;iy fr'131202Q cria chinh phu Lrao g6m: Sao y, sao luc, trich

Sft$.

2. ,l,ir* thirc v6 k3, thu$t trinh tray birn pao y, s*o luc, t.rich sao cluoc thpc hiOn

tlr*o quy dir:tr rai {r}"mi tuc I, i{ghi dinh s6 3-0/2-02{y}{p--(}- ngdy as3l2020 cu*

('lr{nJr phri.

-]. Ei*rr saCI y, biin sao lpc vd ban trich sao dusc thryc hiQn theo dring quy

dii:-ti mi htghi ciinh sS 3S1?020M:CE ngiy 05BZA2A cira Chfnh phu cd gi6 tri

ph6p 13' nhrr bar: ctr"rinh.

Muc 2. QUAN lY vAx nAx DEN

$$*$m $$. 
-$'i*6r 

ffi$c&m, f6*g !<y v5n b*n tliin
i. l,)iii v{Yi viin i:Arl gi0Y

a) Khi ri$p n}}an v.in birn gi6y et5n, vln thu ho6c nguli 9"q?.giao.nhiQm 
vp

ri$p nir[1 r,ri6 hnr: d&r phai ki6ln tra s6 luqng, tinii trpng bi, cl6tl niOrn phcng (n6u

*,ri" *orj s#i; alsl *hi$m'so" lry hi6u ghi ngodi bi vcvi *6, tr y hiQu cua vXre l-r*n trorlg

bi" Tru,"yiig trop phar hi*r: cL sai sqrt, bi thu kh6ng co ;z{ }en ,v6n ban bi rbch,

if,i*u" ri,,t-u tn,",,ig bi rhr,r kl:ong con nguy:n yu.1 .hoa. 
dAu hiQu bat thucmg, ngurtri

siuoc giac nhiei* otu ti6p nhqrn vdn bdn d.-:. ql*i .b.6a 
cha ngay vdi nguui phU tr6ch

truru iiep xr-r tr,v; truinrg hrrp *dt thi6t, phai lQp bi6n b#n vfr c6 chii ky cua ngtrcri

nhil* vi\ ltgrrq'vi chrly0n v5n bdrn.

b) 'i'at cri bi {hrr, vftn bAn gi6y d5n (tru viin bin rn4t) gui cff qLian, thr"rc iriQn

th*o qr-ry tl'inh: btlc bi, cl6ng c16*.1 "DEtt", s5 hoa v*n ban (Scan), 90f nhqt vio lto

iirn.g ef.frru *au ffrrrlng th6ng tindlu vdo (s6, kf hiqu, trich y6u, th&i han"');

ctinh kem v5n L:*n di0n tir vAo FIQ th6ng QLVB'

c) L)6i v*.i vfrp trfrru d6n, bi thu ghi^ cp th6 tdn cA nh6n, dcrn v! truc thu$c

{*}ufip, l]hurrpg, *:fm 1S *h{t* eI*qg, eloil1 ilr6. \rAn thu cd trSch nhi*rn clilng ky vfrcr

il;-;;6;; tt,V* rhc)n, rhsng tin [hi ngoai bi vd c]u-ry6n nguy0n ca bi c]ru c6 nh6tr

rii rcn ghi trAn bi.
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2. *,){)i v#i vfrn ban eti0n tir

a) Van thu phai ki*rn tra tirdr xfc ttruc, t*dn ,;r;n r:tln vtt:', ]:ii.n i;[idn ttr va Llstrt:
.;

trri*r"r ti0p nhan trdn ll( thong QLVB.

b) Tnrii'ng hqp virn bAn diQn tii: kh0ng d6p u'ng citc qur"v ctinh vCI tinh :;6r

thuc, tailn vqn cria vin bhn di6n tu hofrc grJri sai rucvi n]r{ir,l tili phai tr* lai ch* c<v

quan, tfi ehuc giri vftrr bAn trCIn hq thOrrg Qf ,VR. l['rr-rr:ng hryp pturt ]ri*il *ci $;ri ssil

htr$c edu hi6il bilt ttrirrrlug tili VEn thu: h;io e;lo t1flil-\' ngl".lc'ri ,:{t ',.r:i:,*};t r:Xti#n: gi*i
A. 7quyet va tlt0ng 1i6o chr: nui giri v5n bfin.

3. Viln bhn giby cri rnirc t10 khAn e,t6n ngotii 6ridr l*rr: vi#c, ngir3,' X$, mgi+,zi;:rg,hi,
. .i. .^* ," 4.-.,-1 1-.a-- ..-

lrgay tet, nhan vi6n brio vQ co tr6ch nhi$rn ti6p nh4tn va b6o ngay vt;i \'"rlir thLr cic

xri ly kip thni.

4.Yilnbarr mfit" bi thu c6 ddr.r chi mirc etr$ rm;it. sJllo* ti*p r*:&n" (tilIrtr kv 1-]rr"rr

quy cfinh ctia Quy eh6 ba$ v0 bi mfrt nli* fiffi#c cl't* q*xt vi v* ':iti.: t:\*j- dinil kh;i* r.'d

Slisu 16. Trira*n, trlErfin* ptr$i ch*y$n gia* v#ax fu-!m d6Nt

f . ilOi v6i vfin b*n diQn ttr

liH.nthwc6trdchniridrnc$pr&6tv#nb6nc10*va* fu*tXtitrry{.-}i-"'l}",*,1,ir.'r,
"l,hnh clpn tru#ng ei6 ph&n ph0i van ban. ']'n"rr'vng heyp r,*n irirn ifi*n lLr grri i.;*ll; vlin

."i , .; , .^ n , 4!^ban gta;,, Vdn thu thyc hi$n quy trinh chuydn r,*lt b;tn etiqn t* tr"CIlt {x,e r"lt*ru'p.

QLVFS vfr chuy0n v[n hnn gi6y d5n drvn 1,i ho{r: *:a n}:fi* ctrrrr.v* ngr-rr}i *i: l}T$nr
).

quydn giao chu tri giai quyet.

2. Bdi vdi v6n bhn gi|y

a) C&*, v6n bdur r0 hno (Scan) theo quy dfnh. Vfln ttrrcr c<i tr*ch nhi*ru ,;lstt3,&r:

f ,frnh e.lpo nhd tru&ng [r6n hq thOng Qf,Vts di5 p:hfir: ph6i vfi.n bnr:. []fin cr.? ;v' ]<i#n

*iial,hryh clryo rrhd tru&ng, Vdn tiru diAn thOng tin ilem vi nhfrer v6n l:rii.n trtl{t6i ph&n

et6u "fl6n" ehuydn bhn gitty rrA ,}cn vi nhffn v6n bfin.

^ I. ,: -.,-- -.x-^ t-l- -I .- r :--t. J,.,- ... l-,:, ,,t,,"," ..."" .1j,,b) noi vtii *:6o v6n b&n do Lf,nla rlr.r<l ntrli tnrt}r}fi c1'n.r,vCIn ra *i.\x.tk:\ i,;{.} {.riir.}

"n)*n" *ela tr;rud,mg. VXn thu thpc hi$n the* di6n h Khsliin X ili*u )S ,;,*a Qr"r,v *hi)
";,n;iy va chuyen vdn bAn tlteo bfit pXr6 cira Lfrrlh r1*o nh;) tri-rung.

3. 56 ddn oua vfrn bhn duqc 16y ii6n ti6p ther: 
1l"rir 

tq vd trinh tu thoi ginii ti6p

nhfln vhnlshntrong ndnt, thOng rrhfit giff'a v#,nbirn giAv vii vfrlr ha* di*n t{r.

4. ViQc *hu,v0n gi;eer r,6n bfrrr e16n phAi elfim ns*.o u""ltinl"\ :{.a(:" t}txtg {1,1i^ rvtlrty:.

v& gi# Lsi ryht" n$i clrurg v*n b*n. Irlgudvi nhfln vbn',vizm ph*i k3" *hfin, glii r# h* t*tr
r,,&er sd ctrruyCIn giao v5n ban.

Di6u 17. Gi i qry6t vir theo d6i, tl6n d6c viQc gi6i quytit vin bin tl6n

1. Tht trucrng clcrn vi, t6 chirc c6 trdch nhiQrn chi c14o gi6i quy6t kip thdi vdn

bAn d6n. Ph6 Hi6u trudng duoc giao clii c14o giAi q.,y6t nhirng vdn b6n d6n theo su

uy nhiQm cfia HiQu truong vd nhfl'ng vdn bin d5n thuQc c6c linh vuc duo-c phAn

c6ng php tr6ch.



7

2. Can c[r n6i dung v[n birn d6n, Thu trudng dcrn vi, t6 chilc giao cho bQ

phan hoflc c6 nh6n giai quy6t. Bg phQn ho[c c6 nhAn c6 tr6ch nhiQm nghiCn ci,u,

giai quy6t vdn ban d6n theo thdi h4n dugc ph6p lupt quy dinh hoic theo quy dinh

cua co quan.

3. Thir truong c6c dcyn vi trong co quan, t6 chric c6 th6 giao cho nhan vi6n

vdn thu ho6c nguoi dugc giao tr6ch nhi6m thuc hiqn nhfrng c6ng vi6c sau:

a) Xern x6t toAn bd vdn bAn d6n vd b6o c6o ve nhfrng vdn birn quan trong,

khAn c6p;

b) PhAn vdn birn d6n cho c6c bQ ph6n, c6 nhdn giai quy6t;

c) Theo ddi, d6n d6c viQc giai quyet vdn ban d6n dirng thdi han quy dinh t4i

vdn ban d6n.

Diiru 18. Trinh tr;'qu:in ly vIn bin di

euy dinh tdt ch v[n ban do nhd trubng ph6t hdnh phii dugc qu6n ly theo

trinh tu sau:

1. Ki6m tra hinh thirc, thr5 thirc vd k! thu6t trinh biry vdn b6n; ghi s6, ky hiQu

vd ngdry, th6ng cua vdn bAn;

2. Dong d6u co quan va dAu milc dQ khAn, mat (n6u c6);

3. Dang ky van ban;

4. Ldm thu tuc, chuy6n ph6t vd theo d5i vi6c chuy6n ph6t v[n ban di;

5. Luu vbn ban di.

Didu 19. ChuY6n Phit vin bin di

1. Vdn b6n di pl-rdri dugc hoDrn thdnh thu tpc v[n thu vd chuy6n phdtngay trong

ngdy v6n ban do duo-c ky, ch4m ntr6t ta trong ngey ldm viQc ti6p theo doi voi vdn ban

thuong. OOi vO'i loai khAn thi c6 thd'i gian quy dinh khi chuy6n vdn ban'

2. Trong trudng hgp th6ng tin nhanh, vin b6n di c6 th6 dugc chuy6n cho

noi nhAn bdng Fax hodc chuy6n qua mang, sau d6 phii gui bAn chfnh'

Didu 20. Lu'u vin bin di

l. MAi vdn bAn di phdi luu hai ban: b6n g6c luu t4i Vdn thu nhd trudng vh

ban chinh luu trong hO so c6ng viQc.

2. Bing6c luu tai Vdn thu nhir trudng phAi duoc dong d6u vd sip x6p theo

th[r tu dang kY.

3. Ban luu vdn ban quy pham ph6p lupt vd vdn bAn quan trgng kh6c.cira nhd

trud'ng phai dugc ldm bing loqi gi6y t6t, c6 d0 pH trung tinh vd duoc in bSng mqc

ben l6u.

Msc 3. LAP HO So HIPN HANH VA GIAO NQP HO So, TAI LIBU

VAO LUU TRU'CO QUAN

DiGu 21. NOi dung viQc l$p hd scr vi y6u cflu a6i v6'i h6 so du'qc l$p

A

RU

AM

llc

,J
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1. Kh6i ni6rn ho so: lir rnot t6p v6n bArr, tdi lieu co 1i6n cluan voi r-rl-rau vC
X -l .,' ' . , ar /l-- , '

rnQt van d6, rnQt su vi6c, mQt d6i tu-o. ng cl.l th6 hoac co m6t (hoac m6t sO) dac

di6m chung nhu tOn 1o4i vdn b6n; co quan, t6 chri'c ban hdnh vdn bAn; thoi gian

ho{c nhfing dAc di6m khdc, hinh thdnh trong qu5 trinh theo d6i, giAi quy6t c6ng

viQc thu6c ph4m vi chiro ning, nhiQm vu cua m6t ccr quan, t6 chri'c ho6c cua rn6t

c6 nh6n.

2. Ngi dung viQc lAp h6 so hiQn hdnh bao g6m:

a) Mo hd so;

b) Thu thap, cdp nhAt vdn b6n, tdi liQur hinh thanh trong qu6 trinh theo cl6i,
;^

giAi quyet c6rrg vi6c vao ho so;

c) Ktit thirc vd bi6n muc h6 scr.

;
3. Yeu cAu d6i v6i m6i h6 scv dugc lqp:

a) H6 so du<yc lpp phAi phan 6nh diurg chirc ndng, nhiOni vu cua nhd trtrdng

hodc cua c6c t6 chri'c, t6 chuyCn m6n, c6c bQ phfln trong tn-rd'ng;

b) Van b6n, tii liQu dugc thu thQp vdo h6 so'phrii c6 su liOn quan chAt ch6

v6i nhau vd ph6n 6nh dirng trinh ttt diSn bi5n cua sq vi6c hay trinh ttr giAi q.,yet

c6ng vi6c;

c) Vdn bAn, tdi liQu duo. c thu th4p vdo h6 so phai co giit tri b6o qudn tuo'ng
.x. -l -:.dor dong deu.

Diiiu 22. Giao nQp hd so', tiri liQu viro luu trfr'co'quan

1. Tr6ch nhi6m cua c6c don vi vA c6 nhAn trong nhd trud'ng, t6 cht'c aOi vO'i
,).

viQc giao nQp ho so, thi liQu vdo luu trfl'co quan.

a) Ctrc t6 chuy6n m6n, b6 phan vdc6 nh6n trong nl-rdr trud'ng, t6 chrlc pliai

giao nQp nhirng h6 so, tdi 1i6u co giit tri luu trir vdo lur-r trfr' hi6n hanh cua nha

trudng, t6 chric theo tho'i han clucyc quy <linh tpi khoan 2 Di6u nay.

b) Trud'ng hqp t6 chuyCn m6n, b0 phfln hodc c6 nhAn cAn gifr' lai nlifr'ng h6

so, tdi lieu de d6n han n6p luu thi phai l4p danh rnqc gtri cho h-ru trfr'hi6n hdnh cua
i,,

co qLran, to chu'c nhulg tho'i h4n gifr' lai kh6ng dugc cluh 02 ndm.

c) Mgi c6n b6, c6ng chirc, vi6n chilc trucic l<hi nghi hur-r, th6i vi6c hay
.,1

chuyCn cong t6c kh6c c16u phii bdn giao lai h6 so, tdi li6u cho co- quan hay nguo'i

k5 nhi6m.

2. Thdi h4n giao n6p tdi liQu vdo luu tr[r hiQn hdnh ducrc quy dinh nhu sau:

a) Tdi 1i6u hdnh chinh: sau mQt ndrn k6 ttr ndrn c6ng vi6c k6t thirc;

b) Tdi liQu nghiCn ciru khoa hoc, irng dpng khoa hoc vd c6ng ngh6: sar-t m6t

nam k6 til ndm c6ng trinh dr-ro'c nghiQrn thu chinh thuc;

c) Tdi 1i6u x6y clgng co bAn: sau ba thring k6 ttr khi c6ng trinh duo. c quy6t to6n;
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d) Tei liQu anh, phim diqn anh; mi-cr6-phim; tdi liQu ghi 6m, ghi hinh vd tdi

liQu kh6c: sau ba th6ng kO tir khi c6ng viQc k6t thric'

3. Thu tuc giao n6P

Khi giao n6p t.ri 1i6u ph6i lap hai b6n "Muc luc h6 so, tdi liQu nQp luu" vh hai

birn "Bi6n ban giao nhan tdi 1i6u". C6c t6, bQ ph4n, to chuc ho4c c6 nhAn giao n6p

tai 1i6u vd luu trfr'hien hanh cua co quan, t6 chilc git m5i loai m6t ban'

Diiju 23. Tr6ch nhiQm a6i vO'i viQc lffp h6 so vi giao nQp h6 so', tiri liQu

vio luu trff'nhh trud'ng.

1. Thu trucrng do-n vi, t6 chilc c6 tr6ch nhiQm chi dao c6ng tilc lQp h6 so vd

giao nQp ho so', tai ligu vdo luu trfr hi6n hdnh aOi vOi bQ phQn, t6 chirc thu6c pham

vi quAn ly cua minh'

2. NhAn vi6n vdn thu, ngudi dugc giao tr6ch nhiQm c6 nhiQm vu:

a) Tham muu cho nguo'i dirng dau co quan, t6 chf'c trong vi6c chi dpo, ki6m

tra, hucrng dan viQc lQp t,iro,ru gilo nQp h6 so, tdi li6u vdo luu trir hien hdnh d6i

voi co quan. to chu'c cdrP du6i;

b) T6 chu'c thuc hi6n viQc lap ho so va giao nQp h6 scr, tDri liQu vdo luu trir

hi6n hdnh tai do-n vi, t6 chri'c minh'

3. Thu truo'ng dcrn vi, tO chu'c chiu tr6ch nhiOrn tru6c ngucri dt?ng dAu ccv

quan, to chuc ,16 ,rig. lap ho scr, bao quin vd giao nQp ho so, tai liQu cua dcvn vi

vdo luu trfr hiQn hdnh cita ccr quan, t6 chric'

4. l'rong qu6 trinh theo d6i, gi6i quy6t c6ng vi€c, m5i c6 nhAn phAi lAp h6 so-

vd cong vi6c do.

Muc 4. QUAN r-V VA SUDtrr\G CON DAU TRONG COXC rXC VAX lru
Di6u 24. Qurln ly vir sir dqng con d6u

1. Con d6u cua co quan, t6 chri'c phAi duqc giao cho nhAn vi6n vdn thu gifr'
,t

va dong dau tar co quan, t6 chirc. NhAn vi6n vdn thu co tr6ch nhi6m thuc hi6n

nhirng quy dinh sau: 
1 ,

a) Kh6ng giao con d6u cho ngucri kh6c khi chua duoc ph6p b6ng vin bAn

,,; l
cua nguol co tnam quyen:

b) Phai tU tay dong d6u vdo c6c vdn bhn, gi6y to cua co quan, t6 chuc;

c) Chi duo. c d6ng d6u vdo nhirng vdn bdn, gi6y to sau khi d5 c6 chir ky cua

, t; ).

ngu'01 co tnaln quyen:

d) Khong dugc dong d6u kh6ng chi'

2. Viec su dpng con d6u cira co'quan, t6 chuc dugc quy dinh nhu sau: Nhirng

v6n bdn do co quan, i6 ,hu'. ban hdnh phai d6ng d6u cua co quan, t6 chri'c'

Di6u 25. D6ng d6u

e
--.,1

;0trl

t',i
I

D(

b
#
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1. D6u d6ng phAi 16 rhng, ngay ngdn, dirng chiiiu vd dirng dung rnuc dAu

quy dinh.

2. IGi d6ng dAu l6n chfr'ky thi dAu d6ng phdi trtrm l6n khoAn g ll3 chff'ky vti

phia b6n tr6i.

3. Vi6c dong d6u l6n c6c phu lgc kdm theo v[n bAn chinh do ngutri ky van

ban quy6t dinh vd d6u cir-rgc cl6ng 16n trang dAu, trtm 16n rn6t phAn t6n co quan, t6

chilc hoflc t6n cua php lgc.

4. Ni5u vdn birn c6 nhidu trang cAn phai d6ng d6u gi6p lai tai cac trang theo

quy dinh.

Chuo'ng III. CONG TAC LU'U TR.U'

Mqc l. cONG TAc rHU THAP, Bo suNG rAI Lltlu
Di6u 26. Thu th$p hd str, tii liQu vio luu trfi'co'quan

- Flang ndm,, sau khi t6ng k6t n[m hoc, nh]r trud'ng, c6c t6 chrlc vA m5i c6

lhAn cua nhir trudng c6 tr6ch nhi6m lap h6 scr giao nQp tdi li6Lr vd c6ng vi6c rlinh

php tr6ch cho bQ ph4n luu trit nhd trudng;

- Circ t6 chirc giao nQp tdi li6u vdo luu trt g6m c6c vdn bdrn hdnh chinh theo

Phq luc IV tai Quy ch6 ndy;

- Cdc c6 nhAn c6 tr5ch nhiem giao n6p tdi 1i6u li6n quan d6n c6 nhfui vdo h6

so'c6 nhdn nhu c6c qrytit dinh ndng luong, khen thuo'ng, sang ki6n kinh nghi6m, dO

tdi fthoa hoc, c6c loai s6 chuy6n m6n, tO hop nh6tn, c6c loai s6 nu6i dudng chdm

s<ic, qudrn ly tei chinh, tdi sdn...theo quy dinh cua Scv Gi6o dyc, phdng Tdi chinh, c6c

phdng ban li6n qlran cho c6c bQ phan theo quy clinh:

+ Cdc loai h6 scy s6 s6ch cia gi6o vi6n n6p cho nhdn vi6n vdn thu duo'i su chi

dpo cira d6ng chi Ph6 Hiqu truong phq tr6ch chuy6n m6n;

+ Cdc loai s6 nu6i cludng chdm s<ic, c<r so vAt chAt, ch[nt s6c sirc khoe ndp

cho nhfin vi6n vdn thu du6i str ciri c14o cua d6ng chi Pho Hi€u truro'ng phu tr6ch

c6ng t6c chdm s6c nu6i du6'ng vd CSVC;

+ Circ loai h6 scy l'di chinh ltru trfr vai bAo quein tai phong 'l'di vu, r.rhAn vi6n k6

to6n vd vdn thu chiu tr6ch nhiOrn b6o c1uin.

+ Circ loai h6 so'c[ra Ban gi6m hiQu, c6c t6 chr,ry6n tn6n, Chi b6, C6ng cIodn,

Dohn Thanh ni6n nQp cho bQ phfln vdn thu luu trfr'.

- BQ phAl luu trir ccy quan c6 tr6ch nhiQm sap *6p tdi liQu cu-" quan, tdi lieu c6

nhAn viro luu trfr theo dirng quy dinh.

Diiiu 27. Chinh ly tiri liQu

1. Van thu c6 tr6ch nhi6m l6p k6 hopch t6 ch[Lc chinh li tdi li6u c[ra nha

tru'ong, c5,c to chu'c ve\o ln5i udtu hoc.

2. Ti,li6u sau khi chir-rh ly ph6i d6m bAo c6c y6u .4., ruu'
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- PhAn loai vd lAp thdnh h6 so, tdi 1i6u;

- Xitc dinh tho'i han biro quin cho h6 so', tdi liQu;

- HO th6ng hoa h6 so, tai 1i6u;

-LAp muc luc, h6 so, tdi li€u;

- LAp danh muc tai liQu h6t giltti OC ti6u nuy'

3. NghiQp vu chinh ly tdi lieu duoc thuc hi6n theo c6ng v6n to

2S3/VTLTNNNVTW ngdy lgl5l2004 ctia cpc v6n Thu vir Luu trir Nhd nu6c'

Di6u 28. HOi il6ng x6c tlinh gi6 tri tni IiQu vh ti6u hriy thi liQu'

1. Hoi d6ng x6c dinh gt6tritdi liQu cua co quan bao g6m:

- Thu tru6'ng co quan ldm Chu tich H6i d6ng;

- Cdc b6 PhAn co tdi liQu ldm uY vi6n;

- Phu tr6ch luu trir ldm uY vi6n;

HQi d6ng c6 nhi6rn vu tu v6n cho chri tich hQi d6ng q,ryt5t dinh, ttng thdnh

vi6n H6i d6nglem x6t muc luc h6 scr giir lai b6o quan vd ki6m tra thuc tti aoi voi

danh mr-rc tdi lieu het gitt tri; HQi d6nglnao ludn tQp the vd bi6u quy6t theo da so,

cu6i cung thdng qua bi6n bAn, trinh Thu tnrcvng co'quan quy6t dinh.

2. Thu t1-ro'ng co- quan q,.ry6t dinh ti6u huy tdi liqu h6t gi6 tti ctta co quan

sau khi co bi6n bAn thAm dinh cua HQi d6ng x6c dfnh gi6tri tdi liQu'

3. Vi6c ti€u huy tdi liqu h6t giatri chi dugc thpc hiQn sau khi co quy6t dinh

bing vdn bAn cua Thu trudng co quan. Khi ti6u huy tdi li6u phii huy h6t th6ng tin

tdi liQu, phAi lAp bien ban co x6c nhAn ctra nguoi thuc hi6n vi6c ti6u huy vd b0

phan co tdi liQu ti6u huy. HO so v€ viQc tieu huy tdi liqu h6t gi6tti phai duqc bao

quan tai b6 ph6n c6 tai liQu ti6u huy trong thdi gian it nhdt hai muoi ndm k6 tu'

ngdy tdi li0u bi ti6u huY.

Di6u 29. NQp lu'u h6 so', tii liQu viro lu'u trfr lich sir

l. "Lttu trir lich su'"ld co quan luu trfr co tr6ch nhi6m thu thflp, b6o quan

lAr-r ddi va pl-y-rc vr,r sr-L clung tdi li6u luu trfl'dugc ti6p nh6n tu luu trfr'hi6n hdnh vd

c6c ngu6n tai li6u kh6c.

2. Tdtca nhfr'ng tdi iieu sau khi bAo qu6n o luu trir hi6n henh du 05 ndm ddu

duoc n6p vdo luu trfr' lich sir (Trung tam Luu trft QuQn; dC bao qu6n. Truoc.khi

nQp h6 scy vdo luu trir lich su, Vdn thu luu trfr c0 quan phai lAp birn muc lpc h6 scr

nop luu theo m6u quY dinh.

Muc 2. THONG KE BAO QUAN TAI LIEU LUU TRU CUA CO QUAN

Di6u 30. Th6ng kG thi liQu luu trfr

- OOi tugng thong kO luu trfr bao gd*, th6ng kC tdi liQu luu trir, kho lu'u trff',

phuong ti6n bao quan tdi liQu luu trfr'vd c6n b6, c6ng chilc ldm c6ng t6c luu trt.

\
*
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- Vi6c thiing k6 luu trff' duo. c thpc hiQn theo ch6 d0 dinh kj hdng nirn, b6o

c6o theo mau vd thoi gian quy dinh,rd t..,ng tAm Luu trfr'Tintr .

Diiiu 31. 86o quiin tni liQu luu trflr

- ldtc6 h6 so', tdi li6ur luu trt cua co quan phAi duo-c bdro quan an todn, cAn

thfn, tr$n gi6, k6, tr6nh m6i mgt, x6p ngdn nip theo thir ty muc luc h6 so dO tirn vd

b6o dArn tho6ng m5t, tr6nh 6nh s6ng mflt troi rgi trgc ti6p vAo.

- Tht tru6'ng co quan, t6 chirc chiu tr6ch nhiOrn chi dao thuc hi6n c6c quy

dinh vO bao quAn tdi li6u luu trfi'.

- CAnb6 lur-r trfr'thgc hiQn c6c quy dlnh vA beo qr-rAn tai li6u luu trfr'theo qui

dinh hiqn henh.

Muc a. TO cHUc su'DUNG TAI LIEU LUU rRC'cuA cO QUAN

Di6u 32. Diii tug'ng vi thri tgc khai th6c sir dUrg ti,ri Ii6u lu'u tr[i'

1. DOi tugng duoc ph6p khai th6c su' dpng tdi 1i6u tai luur trfr' hi6n hdnh.

- C6 nhAn trong co cluarl khai th6c vd stt dUng tai 1i6u h-ru trit cua co'quan dO

phuc vu cho c6ng vi6c minh duoc phAn c6ng phg tr6ch;

- C6 nhAn ngodi co qual1 khai th6c vd su dUng tdi liQu lr-ru trfr'co quan khi co

gi6y gioi thieu 1i6n hQ c6ng vi6c ho{c dugc sr-r d6ng y cia thu tt'uo'ng co'qlran, lSnh

dao phtr tr6ch cdng t6c vdn thu luu trfr';

- C6 nhAn b6n ngodi c6 nhu cAu ri6ng chinh d6ng dtro-c trinh bay bing van

bin vh dugc str d6ng y cia thu truong co quan, 15nh dao phu trfrch c6ng tac vdn

thu, luu trfi'.

2. Tht tuc khai tl-r5c, su dgng tai li6u tai luu trir lii6n hdnh OOi vO'i tirng c16i

tugng tr6n.

Di6u 33. C6c hinh thri'c t6 chfc sii'cltrng tiri liQu lu'u trfi'

- Phong dgc phqc vu tai ch5;

- Cho mu0r1 v6 phong ldm viqc;

- Cho mugn ph6 t6 bAn sao.

DiGu 34. ThAm qry6r, cho ph6p khai thric sdr clgng thi liQu luu trfi'

- Thir trudng co qLran c6 thArn quy6n cho ph6p hay kh6ng cho phdp don vi,

c6 nh6n khai th6c, su dpng tdi 1i6u ltrr-r trir c[ta co qllan;

- NhAn vi6n vin thu, ngudi phU trd'ch ltru trff'cho phep clon vi, c6 nhAn khai

th6c vd su' dgng tdi liQu lur-r trff' c[ra ccr quan co 1i6r-r quan ct5n c6ng vi6c cua co-

quan khi dugc sq d6ng y cua thir truong co'qllan hodc ldr-rh d4o phq tr6ch cor-rg t6c

vdn thu, luu trfr cita c<Y quall.

Di6u 35. Qurin ly viQc sri'dgng trii li6u luu trfi'

Viqc khai th6c su' clurng tdi liQu luu trir phAi co c6c lo4i s6 s6ch c16 quan ly

nhu: s6 ddng ky <IQc gia; s6 giao nhAn tdi liqu v6i d6c giA.
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Diiiu 36. Khen thu'6'ng vi xir ly vi ph4m

- Co' qualt, to chirc, c6 nhdn co thdnh tich trong c6ng tdc vdn thu luu trt
dtro-c kl"ren thr-rcrng theo quy clinh cua ph6p 1u4t.

,i , +. | .
- Tap th6, c6 r-rhAn rri phAm c6c quy clinh cua Quy ch6 ndy vd c6c quy dinh

khac cua ph6p ludt r,6 c6ng tbc vdn thtr luu tr['thi tu] theo tinh ch6t, mirc d6 vi

pharn md bi xu' ly ky luAt hoSc truy ciru trdch nhiQm hinh str theo quy dinh cira

phSp lulfi.l.

No'i nhQn:

- Cac t6 cltttyerr Irt6lt tle tlrtrc hiQrr:

- Luu VT: (01)
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