@ Co quan phit hanh: Van phong Chinh pha

Phu luc
HUONG DAN CAC BQ, NGANH, PIA PHUONG KY TAT PIEN TU POI VOI
DU THAO VAN BAN TRINH THUQC THAM QUYEN BAN HANH CUA
CHIiNH PHU, THU TUONG CHINH PHU.
(Kém theo Viin ban sé ~ /VPCP-KSTT ngdy thdng 5 nam 2024 cia
Van phong Chinh phu)

I. TONG QUAN

1. Co sé phap ly

- Can cr Luat Tb chirc Chinh phu ngay 19 thang 6 nim 2015;

- Can ctr Luat Cong ngh¢ thong tin ngay 29 thang 6 nam 2006;

- Can cu Luat Giao dich dién tr ngay 22 thang 6 nam 2023;

- Can ctr Nghi dinh s6 39/2022/ND-CP ngay 18 thang 6 nim 2022 ctia Chinh phu
ban hanh Quy ché 1am viéc ciia Chinh phi;

- Can cir Nghi dinh s6 30/2020/ND-CP ngay 5 thang 3 nim 2020 caa Chinh phu
veé cong tac van thu.

2. Muc tiéu

a) Tai liéu nay ban hanh nham muc tiéu huéng dan cac B9, co quan ngang B9, co
quan thudoc Chinh phu, UBND cac tinh, thanh pho truc thudc Trung wong va cac co

quan khac (goi tat 1a B, nganh, dia phuong) vé viéc tao lap vin ban du thao c6 ky
tat dién tr cia ngudi co6 tham quyén trinh Lanh dao Chinh phu phé duyét.

b) Trién khai dong bo viéc ky tit dién tr di véi du thao Vian ban trinh thudc tham
quyén ban hanh ctia Chinh phu, Thu tuéng Chinh phu (VD: du thdo Nghi dinh, Nghi
quyét ctua Chinh phu; dy thdo Quyét dinh, Chi Thi cua Thu tuéng Chinh phu...).

¢) Pay manh chuyén d6i s6 trong xtr Iy vin ban va ho so cong viée trén moi truong
mang, han ché to1 da viéc sir dung song song ca van ban, ho so dién tir va van ban,
ho so gidy.

d) Tiét kiém thoi gian, cong suc cua cac by, nganh, dia phuong trong qué trinh
xur ly van ban, ho so trinh Chinh phu, Thu tuéng Chinh phu.

3. Pdi twong, trueong hop sir dung

Céc bo, nganh, co quan, dia phuong c6 ho so trinh Chinh phua, Thi tuéng Chinh
phu trong d6 bao gdm du thao Vin ban trinh thudc thAm quyén ban hanh ciia Chinh
phu, Thu tuong Chinh phu.

4. Piéu kién bio dam



a) Lanh dao cac bo, nganh, co quan, dia phuong da duoc Ban Co yéu Chinh phu
(B6 Qudc phong) cap chit ky s6 chuyén dung cong vu, da thuc hién ky s6 ¢4 nhan
trén cac van ban phat hanh ctia co quan minh.

b) Cac bd, nganh, co quan, dia phuong c6 hé théng Quan 1y va diéu hanh vin ban,
da két no1 voi truc lién thong van ban Qudc gia, c6 ludng giri van ban dén Van phong
Chinh phu thong qua truc lién thong van ban Qudc gia.

c) Phan mém Quan Iy van ban va diéu hanh cua cac bo, nganh, co quan, dia
phuong phai cé tinh nang ky tat trén dy thdo van ban trinh thudc tham quyén ban
hanh ctia Chinh phu, Thu tuéng Chinh phu.

5. Quy trinh ky tit duw thio vin ban

| Quy trinh nghiép vu ky tt van ban dy thao trinh Chinh phi, Thi fuémg Chinh phru
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Hinh 1: Quy trinh thuc hién luong ky tat dién tir van ban dy thdo
trinh lanh dao Chinh phu

II. HUONG DAN THUC HIEN
1. Céc yéu cau ddi v6i vin ban trinh ky
a) Ho so trinh cta cac BO, nganh, dia phuong, du thdo Van ban trinh Lanh dao

Chinh phu ky ban hanh can dam bao dung quy dinh tai Diéu 12, Diéu 13 Quy ché
lam viéc cua Chinh phu ban hanh kém theo Nghi dinh s6 39/2022/NP-CP.



b) Dy thao van ban trinh Chinh phii, Thi tuéng Chinh pha dam bao dung thé thic
quy dinh tai Nghi dinh sé 30/2020/ND-CP ngay 5 thang 3 ndm 2020 ctia Chinh phi
vé cong tac van thu.

c) H¢ théng phﬁn mém Quan ly van ban va diéu hanh cta cac bd, nganh, co quan,
dia phuong c6 chirc ning ky tit dién tir trén tép dinh dang PDF, dam bao chit ky s6
hop I¢, chir ky s6 con hi¢u luc.

2. Cac budc thue hién

Bude 1: Chudn bi van ban dy thao:

B0, nganh, dia phuong truy cap duong dan (template vin ban du thdo trinh Chinh
pht., Thi tuéng Chinh phu) dé tai biéu mau van ban dy thao cua Vin phong Chinh
phu:

THU TUGNG CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
E— Péoc ldp - Tw do - Hanh phuc

® Ha Noi g _Yhangl Spam

PN NOI DUNG VAN BAN

Noi nhén: THU TUONG CHINH PHU
- noi nhén 1;
Q- noi nhin 2;
- VPCP:Cac cyc, vu,
- Lwu: Van thu, ... (4]

Ho va tén

Hinh 2: Cdc théng tin can luu y trong biéu mdau van ban dy thdo trinh lanh dao
Chinh phu
Céc thong tin dy thdo can luu y:

- (1): Pam bao gidn khoang trong giira “S6:” va ky tu “/” tdi thiéu 6 ky tu, bat
budc bao gom ky hiéu phat hanh sau ky tu “/”, ghi dung sd hiéu vin ban theo
loai van ban du thao trinh 1anh dao Chinh phu.

- (2): Pam bao gifin khoang tréng giira “ngay” va “thang” tdi thiéu 6 ky tu.

- (3): Pam béo gidn khoang tréng giita “thang” va “nam” tbi thiéu 6 ky tu.


https://docs.google.com/document/d/1B8BgZCFeWhgMOd4PnrwXnNKGcaKRzdAZ/edit?usp=sharing&ouid=113099200484308050800&rtpof=true&sd=true
https://docs.google.com/document/d/1B8BgZCFeWhgMOd4PnrwXnNKGcaKRzdAZ/edit?usp=sharing&ouid=113099200484308050800&rtpof=true&sd=true

- (4) Yéu cau nhap chinh xéc chu’c danh va ho tén nguoi ky, ddm bao khoang
tréng chira chit ky theo biéu mau cua Vin phong Chinh phi, khong giam
khoang trong.

- (5): Khu vuc dé B, nganh, dia phuong nhap ndi dung vin ban du thao trinh
ky lanh dao Chinh phu.

- (6): Khu vuc dé B9, nganh, dia phuong nhap thong tin noi nhan van ban sau
khi dugc phat hanh.

Buée 2: Tao ho so c¢ong viéc, trinh lanh dao ky tat va giri Van ban, To trinh (c6
van ban dy thao co chir ky tat dién twr ciia nguoi co tham quyén) den Hé thong Quan
ly van ban va Ho6 so cong viéc cua Van phong Chinh phu:

Chuyén vién cuia Bo, nganh, dia phuong sau khi ddm bao ding, di ndi dung trinh
ky, thuc hién trinh 1anh dao B9, Nganh, Pia phuong ho so cong vi¢ce (bao g@)m van
ban du thao) theo ludng xur 1y trén hé thong Quén 1y vin ban va diéu hanh cta cac
b0, nganh, dia phuong.

Lanh dao B9, Nganh, Pia phuong thuc hién ky tat van ban du thao, chir ky tat
dién tw dwoc thé hién ngay sau ddu két thuc van ban “./.”

Vién ban dy thao trinh Lanh dao Chinh phu dugc dinh kem cung van ban phat
hanh gui dién tir qua Truc lién thong van ban Qudc gia dén Vin phong Chinh phi.

BueGe 3: Van phong Chinh phii tiép nhén xir 1y du thao Van bén c6 chit ky tdt dién
fe:

Vin thu tong hop Vu Hanh chinh ctua Vin phong Chinh phu thyc hién kiém tra
van ban dugc B0, nganh, dia phuong gui dién tir thong qua truc li€n thong Van ban
Quéc gia.

- Trudng hop van ban dam bao dung, du nodi dung, dung thé thirc, Van phong
Chinh phu thyc hién ludng xir 1y trinh 1én 1anh dao Chinh ph.

- Trudng hop vin ban khong dam bao vé ndi dung, thé thirc, Van phong Chinh
phu tra lai B, nganh, dia phuong théng qua truc lién théng van ban Qubc gia. B9,
nganh, dia phuong phai cdp nhat van ban theo diing quy dinh trudc khi giri lai Van
phong Chinh phu.

Hotline hé tro ky thudt hé théng Quan ly van ban va ho so cong viéc tai Van
phong Chinh phii: P/c Lé Son Ting, Cuc Kiém sodt thi tuc hanh chinh, dién thoai
0988757775.

3. Vi du miu



Mau vin ban dy thao duoc lanh dao Bo, nganh, dia phuong ky tat trén tép dinh
dang PDF va gui sang VPCP:

THU TUONG CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
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Noi nhin: THU TUONG CHINH PHU
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Pham Minh Chinh

Hinh 3: Mdu van ban du thao duoc lanh dao Bé, nganh, dia phuwong ky tdit trén tép dinh dang
PDF va gui sang VPCP
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