
CONG THONG TIN DIEN T.T.H 

DEN 
SO.  /I  (Y 
Ngay•  Asiio  
Chuye'n• 	  

QUYET DINH 
hanh Quy trinh quin 1S7 van bin den, van bin di 

c so', ban, nganh tren dia bin tinh Thira Thien Hue 

UY BAN NHAN DAN TINH 

Can cir Lu4t To chirc chinh quy'n dia phuong ngay 19 thang 6 nam 2015; 
CAn cu Luat Luu trir so 01/2011/QH13 ngay 11 thang 11 nam 2011; 
Can Cu Nghi dinh so 110/2004/ND-CP ngay 08 thang 4 nam 2004 dm Chinh 

phu ve cong tac van thu; 
Can Cu Nghi dinh so 09/2010/ND-CP ngdy 08 thang 02 nam 2010 dm Chinh 

phu stra doi, bo sung mot se") di'eu cUa Nghi dinh so 110/2004/ND-CP ngdy 08 
thang 4 nam 2004 cila Chinh phu ye cong tac van thu; 

Can air Thong to so 07/2012/TT-BNV ngdy 22 thang 11 nam 2012 cila BO 
NOi vu huang dan quan 17 van ban, lap ho so va nOp luu ho so, tai lieu vao Luu tat 
co quan; 

Can dr Quy6t,dinh so 28/2018/QD-TTg ngay 12 thang 7 nam 2018 cim Thu 
ttromg Chinh 	ye vie'c giri, nhan Van ban din tit gicra cac co quan trong he 
thong hanh chinh nha nuov; 

CAn cu Quy6t dinh so 40/2018/QD-UBND ngay 02 thang 7 nam 2018 cila 
Uy ban nhan dan tinh ban hanh Quy the ye cong tac van thu teen dia ban tinh Thira 
Thien Hue; 

Xet de nghi cua Giam d'Oc Sa NOi 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quy6t dinh nay "Quy trinh quan 17 van ban den, 
van ban di tai cac sa, ban, nganh tren dia ban tinh Thira Thien Hue". 

Dieu 2. Quyet dinh nay có hieu lkrc thi hanh ke tir ngay 
Dieu 3. Chanh Van phong UBND tinh, Giam dOc 	 truOing cac 

so, ban, nganh va Thu trifang cac co quan, , chuc lien quan chiu trach nhiem thi 
hanh Quyet dinh nay./e_ 

Noi nhiln: 
- Nhu DiL 3; 
- Chu tich, cac PCT UBND tinh; 
- Chi cuc Van thu - Luu trir; 
- Chanh Van phong va cac PCVP; 
- Lau: VT, CCHC, NV. 

U 

C 

Phan Ng9c Tho 

UY BAN NHAN DAN 	CONG HOA XA HOI CHU NGHIA VIET NAM 
TINH THeA THIEN HUE 	 Di)c  14p - Tty do - 1-1#nh phtic 

so: 226 PQD-UBND 	Thira Thien Hue, ngity,fR thang 10 nam 2018 



UY BAN NHAN DAN 	LONG HOA XA HO! CHU NGHIA VIVT NAM 
TiNH THUA THIEN HUE 	 DOc lap - Tv do - 1-14nh phtic  

QUY TRINH 
Quin 157 van ban den, van ban di tai cac so., ban, nganh 

tren dia ban tinh Thira Thien Hue 
(Ban hanh kern theo Quyit clinh so';2261/QD-UBND ngay /M/10/ 2018 

cita (15) ban  nhan dan tinh) 

I. MUC DiCH 

Quy dinh reS cach thirc quan ly cac van ban den, van ban di tai cac so, ban, 
nganh theo mot phuong phap thong nhat, khoa hoc nham dam bao giai quyet kip 
theyi, day 	chinh xac, bao mat va an toan thong tin phvc vu cho lanh dao, chi dao, 
kiem tra, (Juan 1Y dieu hanh cong viec gop phan nang cao hieu qua hoat dOng cua 
co quan, to chic. 

II. PHAM VI AP DUNG 

Quy trinh nay ap dung doi voi viec quan ly van ban den, van ban di tai cac 
ban, nganh tren dia ban tinh. 

III. NO DUNG QUY TRINH 
1. Quin 1T van bin den va di tai cac 

Bulk 
NgtriYi 
thvc 
hien 0 

Trinh tir thtrc hi0 

, 	 , 	. 

Thai 
gian 

1 Van thu - Tiep nhan van ban dien td den trong N thong phan Sang: 
mem quan VT van ban va dieu hanh. 7h3 0; 

- Bang l(ST van ban dien tir den. Khi nhan dugc van 
ban dien td, Van thu phai xir 1Y ngay trong \Tong 2 

9h3,  0 

Chia': 
giel (theo gier hanh chinh). 13h30; 

- Doi vOi van ban den bang giay: Van thu thus hien 
ki,em tra dia chi, phan loci so bi5, dong dau "Den" va 
doi chieu van ban dien tir den teen he thong: 

15h30 

+ Trueyng hop van ban dien tir den da dug,c tip nhan 
va xir JY. Van plu, ghi so den va ngay den tren van 
bqn giay nhu, so den va ngdy den ciia van ban dien to 
den va chuyen cho, don vi hoc ca nhan (chi' tri) da 
nhan van ban chuyen qua mang. 

+ Truang hop khong có van ban d,in tir den teen he 
thong: Van thu ghi so den, ngay den, so h5a van ban 
den va thgc hien dang kY van ban dien tir den. 

- Chuye'n van ban dien tir cho Giam dtk So'. 



2 Giam 
dOc Se( 

- Choy kien chi dao giai quyet van ban dien tir. Doi 
voi, van ban den lien quan den nhieu don vi hoac 
nhieu ca nhan thi can ghi ro don vi hoac ca nhan cha 
tri, don vi hojc ca nhan phOi hop va thei han giai 
quyet dm moi don vi, ca nhan. 

- Chuyen van ban dien tir' cho Phong/Ban/Chi cvc giai 
quyet 

Sang: 
8h; 10h 

Chieu: 
14h; 
1 6h 

3 Trilling 
pilling/ 
bTrilling 
an/Chi 

cuc truong 

- Tiep nhjn van ban dien tit va xem xet xir 1Y. 

_ Trilling phong chuyen van ban dien tCr cho cling chirc 
chuyen mon giai quyet theo tham quyen. 

- Trilling ban/Chi cvc truong chuyen van ban dien tir cho 
Throng pilling thulic Ban/Chi ,cvc de phan cling chirc, 
vien chirc chuyen mon giai quyet theo tham quyen. 

Sang: 
8h; 10h 

Chieu: 
14h; 
16h 

4 Cling 
chirc, 
vien -  
chirc 

chuyen 
mon  

- Nghien ciru, thu thjp thong tin de giai quyet van 
ban. 

Cjp nhjt )'T kien 	quyet van ban de' nghi lanh dao 
xem xet, quyet dinh. 

- Truling hop can xin y kien caa lanh dao ten Phieu xir 
1T van ban den: Cling chirc, vien chirc chuyen mon in 
Phieu xi 1)% van ban den kern theo van ban den bang 
giay. 

- Dv thao not dung van ban, trao doi, lay )'T kien oiling 
gop (neu can), tiep thu va hail thanh du thao van 
ban. 

- Chuyen Trilling phong/Truling ban/Chi cvc trailing 
duyet not dung dm van ban 

Theo 
thlii 
gian 
quy 
dinh 

5 Throng 
pilling/ 
Throng 
ban/Chi 

cvc trilling 

- Xem xet, duy'et not dung van ban dien tir (xac thirc 
bang chit 1(57 so) 

- Chuyen Chanh Van pilling kiem tra ve the thirc va 
1(5T thujt trinh bay van ban 

Hang 
ngdy 

6 Chanh 
Van 

pilling 

- Kiem tra the thirc va 1(5-7 thuat trinh bay van ban dien 
tir (xac thvc bang chit 1(7 so) 
_ Chuyen Lanh dao Sie 14 ban hank van ban 

Hang 
ngay 

7 Lanh 
dao Sli 

- Xem xet, ky so van ban dien tir 

- Chuyen Van thu lam thu tic phat hanh 

Hang 
ngdy 

8 Cling 
chirc, 
vien 
chic 

chuyen 
mon 

- Sau khi van ban dien tir dal dugc xac thvc chir 1c)'7 so 
day du, cling chirc, vier' chirc chuyen mon in van ban 
giay. 

- Trinh Trilling phong/Tnrong ban/Chi cvc trilling ky 
nhayltat chiu trach nhiem ye nlii dune Va. Chanh Van 
phong ky nhay/tat chiu trach nhiem ye the thirc va ky 

Hang 
ngdy 



thua't trinh bay van ban. 

- Trinh Lanh dao SO 14 ban hanh van ban gidy 

- Chuyen ban gidy van ban di cho Van thu de lam thii 
tgc phat hanh. 

9 Van thu - Tip nhan van ban di bang giAy 

- Vao so van ban di: Ghi s6, ngay, thang va xac thgc chit 
14 so dm co. quan vao van ban din tir. 

- Ghi s6 va ngay, thank vao van ban gidy, nhan ban 
theo quy dinh va &mg dau co quan vao van ban gidy. 

- Luu 01 ban g6c van ban di Wang gidy theo quy dinh, 
chuyen 01 ban chinh cho Ong chdc, vien chirc luu 
trong ho so theo clOi, giai quyet cong v*. 

- Phat hanh van ban di: 

+ D6i voi cac loci van ban phat hanh hoan town theo hinh 
thk van ban din tir: Van thu phat hanh van ban die. n tir. 

+ D6i voi cac loaf van ban phat hanh theo hinh thirc 
van ban din tir va &Ong tiled giri kem van ban gidy: 
Van thu phat hanh van ban din to &rig theyi lam thii 
njc phat hanh, chuyen phat van ban di bang giay. 

Hang 

ngdY 

2. Quin 1Si van ban den va di tai cac Ban/Chi cuc trtrc thuOc 

Btr&c 
Ngtroi 
thtyc 
hi0 

Trinh tir thtrc hiO 
Thbi 
gian 

1 Van thu - Tip nhan van ban din tir den trong N th6ng phan' Sang: 
mem quan lY van ban va dieu hanh. 7h30; 

- Dang 14 van ban din tit den. Khi nhdn dugc van 
ban d* tit, Van thu phai xfx 1)% ngay trong vOng 2 

9h3,  0 

Chieu: 
gio. (theo gio hanh chinh). 13h30; 

- Doi voi van ban den bang gidy: Van thu thgc hi'41 
ki,em tra dia chi, phan 14 cs• bO, dong &du "Den" va 
do chieu van ban di'n fir den tren N thong: 

15h30 

+ Truemg hop van ban din tit den dd duoc tip nhan 
va xir y. Van thu, ghi so den ,va ngay den tren van 
ban giay nhu, so den va ngay den cila van ban din tit
den va chuyen cho, don vi holac ca. nhan (chu tri) d'a 
nhan van ban chuyen qua mang. 

+ Tnreng hop khong c6 van ban din tir d6'n ten 1*' 
th,ong: Van thu ghi so den, ngay den, so hoa van ban 
den va thgc hi@-idang14 van ban din tir den. 

- Chuy'L van ban din tir cho Truong ban/Chi cuc 
truang 

3 



2 Truong 
ban/Chi 

cuc 
truong 

- Cho V. kien chi dap giai quy4 van ban dien tit. Doi 
vai, van ban den lien quan den nhieu don vi hoc 
nhieu ca nhan thi can ghi ro clan vi hoac ca nhan chil 
tri don vihodc ca nhan phoi hgp va theri han giai , 	, 	. 
quyet cita mot don vi, ca nhan. 

- Chuyen van ban dien tir cho phong chuyen mon giai 
quyet 

Sang: 
8h; 10h 

Chieu: 
1 4h- , 
16h 

3 Truong 
phong 
thuOc 

Ban/Chi 
cuc 

- Tiep nhan van ban dien tir va xem xet xir 13"7. 

_ Chuyen van ban dien tir cho cong chuc, vien chirc 
chuyen mon giai guy& theo tharn quyen 

Sang: 
8h; 10h 

Chieu: 
14h; 
16h 

4 COng 
chirc, 
vien- 
chdc 

chuyen 
mon  

- Nghien dru, thu thap thong tin de giai guy& van 
ban. 

Cap nhat 	kien giai quyet van ban de nghi lanh ciao 
xem xet, quyet dinh. 

- Truong hoRcan xin V kien dia lanh dap ten Phieu xir 
1)'T van ban den: Cong chirc, vier' chirc chuyen mOrl in 
Phieu xir 15/ van ban den kern theo van ban den bang 
giay. 

- Du thao not dung van ban, trao 014 lay )"/- kien dong 
gop (neu can), tiep thu va hoan thanh dir thao van 
ban. 

- Chuyen Truong phong duyet not dung cUa van ban 

Theo 
thai 

quy 
dinh 

5 TruOng 
pilot-1g 
thuo 

Ban/Chi 
cuc 

- Xem xet, duyet not dung van ban dien tir (xac thuc 
bang chit V so) 

Chuyen - 	Truong phong PhOng Hanh chinh - Tong 
hop kiem tra ye the thirc va k'y thuat trinh bay van 
ban 

Hang 
ngay 

6 Truthig 
phong 
PhOng 

HC-TH 

- Kiem tra the thirc va ky thuat trinh bay van ban dien 
tir (xac thgc bang chit kV so) 

- Chuyen Lanh dap Ban/Chi cuc 1()'/ ban hanh van ban 

Hang 
ngay 

7 Lanh ciao 
Ban/Chi 

cuc 

- Xem xet, kV s6 van ban dien tir 
- Chuyen Van thu lam thil tuc phat hanh 

Hang 
ngdy 

8 COng 
chile, 
vien 
chdc 

chuyen 
mon 

- Sau khi van ban dien tir da dugc xac thirc chit V so &Ty 
du, cong chtk, vien chirc chuyen mon in van ban gidy. 
- Trinh Truong phong chuyen mon kV nhay/tat chiu 
trach nhiem ye ,nOi dung va Truong phOng Phong 
Hanh chinh - Tong hop 1(5T nhay/tat chiu trach nhiem 
ye the thirc va icy thuat trinh bay van ban. 
- Trinh Lanh dao Ban/Chi cuc kV ban hanh van ban gidy 

Hang 
ngay 

4 



- Chuyen ban giay van ban di cho Van thu de lam thu tvc 
phat hanh. 

9 Van thu - Tiep nh4n van ban di bang giaAy. 

- Vao so van ban di: Ghi s6, ngay, thang va xac thuc chir 
1(- T so dm co quan vao van ban dien rd. 

- Ghi so va ngay, thang vao van ban giay, nhan, ban 
theo quy dinh va gong dau co quan vao van ban giay. 

- Luu 01 ban goc van ban di bang giay theo quy dinh, 
chuyen 01 ban chinh cho Ong chirc, vien chirc ltru 
trong ho so theo dOi, gial quyet cong viec. 

- Phat hanh van ban di: 

+ D'6i \Teri cac 1* van ban phat hanh hoan town theo hinh 
thirc van ban dien tir: Van thu phat hanh van ban dien tir. 

+ Do'i ved cac loci van ban phat hanh theo hinh thirc 
van ban dien tir va &Ong theri giri kern van ban giay: 
Van thu phat hanh van ban dien ttr don& theri lam thu .., 
tvc phat hanh, chuyen phat van ban di bang giay. 

Hang 

ngdY 

Ghi chit: 

- DOi voi van ban den tiep nhan sau 15 giiY hang ngay (doi voi ngay 
se dugc tinh theri gian nh4n la 07 gig 30 phirt ngay horn sau (ngoai trir van b 
roc). 

- Doi voi van ban chuyen Oat hanh sau 16 gier hang ngay (doi voi ngay lam 
vik), se dugc tinh thiyi gian nhan la 07 gio.  3,0 phirt ctra ngay horn sau va doi vefi 
sang thir Bay, chi phat hanh van ban hoa tOc. Van ban chuyen phat hanh binh 
thugng vao ngay thir Bay se dugc tinh vao ngay thir Hai dm tuan ke tiepic 

5 
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