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Yeu ciu sira 
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ISO 9001:2015 
QUY TRINH 

Quin Ijr van bin di va 
van bin den 

UBND TiNH DAK LAK 
SO KE HOACH VA DAU TU.  

  

SUA DOI TAI LIEU 
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UBND TINH DAK LAK 
So KE HOACH VA DAU TU' 

ISO 9001:2015 
QUY TRINH 

Quin l'y van bin di va 
van ban den 

 

Ma hieu: QT.VP.01 

 

Lan ban hanh: 01 

 

Ngay ban hanh: .../.../2019 

    

1.111K DICH 
Quy dinh trinh tu va cach thirc th‘rc hien hog dOng quan ly van ban di va van ban den. 
2. PHAM VI 
Ap dtmg d6i vai can b0, ding chirc trong viec giai guy& cac van ban di va van ban den 

cua ca quan. 
3. TAI LIEU VIEN DAN 
- Tieu chuan qu6c gia TCVN ISO 9001: 2015; 
- Lug Luu trir quoc gia ngay 11/11/2011 dm Qu6c hOi; 
- Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 dm Chinh phu ye cong tac 

van thu va Nghi dinh so 09/2010/ND-CP ngay 08/2/2010 sirs d6i b6 sung mOt so dieu cua 
Nghi dinh so 110/2004/ND-CP; 

- Thong tu s6 07/2012/TT-BNV ngay 22/11/2012 dm BO NOi vu Huang dart quan 1Yr 
van ban, 14 h6 sa va nOp kru he, sa, tai lieu vao Luu trit co quan; 

- 'Thong to s6 01/2011/TT-BNV ngay 19/01/2011 dm BO NOi vti huang dan the thirc va 
ky thug trinh bay van ban hanh chinh; 

- Quyet dinh s6 05 /2015/QD-UBND ngay 16 thang 01 nam 2015 cua UBND tinh Dal( 
Lak Ban hanh Quy the cong tac van thu, km tra tren dila ban tinh Dal( Lak; 

- Quyet dinh s6 125 /2015/QD-SKHDT ngay 03 thang 11 nam 2017 cita Soy Ke hooch 
va Dau tu Dak Lai Ban hanh Quy the cong tac van thu, ltru tra.  cua SO Ke hooch NI Dan tu 
Dak Lak; 

- ThOng tu s6 01/219/TT-BNV ngay 24/01/2019 dm BO NOi Quy dinh quy trinh trao 
d6i ltru trit,xir ly tai lieu dien fir' trong cong tac van thu, cac chirc nang ca ban dm He thOng 
quan ly tai lieu dien to trong qua trinh xir ly ding viec cua cac Ca quan, to chirc; 

- Thong to s6 02/219/TT-BNV ngay 24/01/2019 dm BO NOi Quy dinh tieu chuan dir 
lieu thong tin Tau vao va yeu can bao quart ltru trtt tai lieu dien dr; 

- Quyet dinh s6 16/2019/QD-UBND ngay 30/7/2019 cila UBND tinh ban hanh Quy the 
tiep nh"On, VT 1Y, phat hanh va quan ly van ban dien tur gitta cac ca quan hanh chinh nha 
mac tinh Dak Lik. 

DINH NGHIA/ VIET TAT 
- CBVT: Can b4 van thu; 
- Nguei có tham quyen: NguOi &mg dau co quan, t6 chirc hoc ngu&i ducic nved clang 

Mu co quan, to chirc giao trach nhiem. 
4. NQI DUNG QUY TRINH 
- De quan 1y tep trung th6ng nhat cong viec trong ca quan, tat ca cac van ban di, den 

Ca quan deu phai chuyen qua van thu &rig Icy vao s6 va lay so van ban. NI-tang van ban 
chuyen giao qua bun dien, can b0 di h0p mang ye hoac van ban chuyen giao true tiep gitta 
cac co quan deu phai qua van thu. 
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Ma hie;u: QT.VP.01 

Lan ban hanh: 01 

Ngay ban hanh: .../.../2019 

UBND TtNH DAK LAK 
SO id HOACH VA DAU 

ISO 9001:2015 
QUY TRiNH 

Quan ly van ban di va 
van ban an 

  

5.1 Quin 15T van ban an: 

TT Trinh to Trach 
nhiem 

Thai 
gian 

Bien mAu/ 
Ket qua 

Tiep nhOn van ban dn: 
a) CBVT tiep nh4n van ban den theo 

lur(rng dan sau: 
* DOi vai van ban gidy: 

- CBVT xem nhanh qua mot lugt ngoai 
bi xem có dung van ban giri cho ca quan hay 
khong, cai nao khong dung chuyen tra lai 
cho nhan vien Bun dien. 

- Sau dO CBVT co nhiem vu bOc bi, dOng 
du "D'6n", ghi so va ngay den. 

- Dang ky van ban dn trong Ca so du 
lieu quart ly van ban den, gom cac muc sau: 

1. SO thir tkr (s6 d6n) 
2. Ngay dn 

3. Tac gia (ten ca quan, to chirc ban 
hanh) 

B1 
4. So va 14 hieu van ban 
5. Ngay thang van ban 
6. Ten loai van ban 

CBVT 

Sau Idii 
nhan 

dugc van 
ban 

Phu luc II 

7.Trich yeu not dung van ban 
8. Mire dO mat (mat/tOi mat/tuyet mat) 
9. Mirc dO khan (khan/thugng khan/hoa 
toe) 
10. Soto 
- Scan van ban den va dinh kern biL glii 

van ban den trong Ca so du lieu quan 1y van 
ban den 
* D'Oi voi van ban dien tit giri dri qua mang: 

- Kim tra tinh xac thgc N/' nguOn gOc 
nai giri va sg toan ven dm van ban; 

- Da'ng ky van ban 	 du trong Co so d 
lieu quan ly van ban den (tuang tur nhu doi 
vOi van ban giay) 

- Dinh kern biL ghi van ban d6n trong 
Co soy dr lieu quan lY van ban den (Wang to 
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UBND TiNH DAK LAK 
So ICE HOACH VA DAU TU.  

ISO 9001:2015 
QUY TR1NH 

Quin 1ST van ban di va 
van ban den 

 

Ma hieu: QT.VP.01 

 

Lan ban hanh: 01 

 

Ngay ban hanh: .../.../2019 

    

nhu doi vai van ban giAy) 
b) Trinh van ban den 
CBVT chuyen cho Nguai c6 thAm quyen 
cho 3'T kien phan ph6i van ban den trong Co 
sir du lieu quail 1ST van ban den 

B2 

Phan cong giii quyk van bin: 
Nguai co thAm quyen xem xet va phe phan 
bO van ban trong Co so,  dir lieu quan 13",  van 
ban den va chuyen cho: 
- Don vi chn tri (cac phOng thu6c co quan) 

chi dao giai quyet (thu6c linh vgc phv 
track ); 
- Van thu co quan (de theo dOi); 
- Cong chirc VI.  13'T chinh (de to chirc thgc 
hien); 
-,Cong chirc phi hop (neu co, a phOi hop 
to chirc thgc hien). 

ade Ng
th
I;a,a

m
i co 

quyen   

1/2  ngay 
(ho;dc tily 
v o mire 
dO khan 
dia. van 

ban) 

B3 

Gifii guy& van bin dn: 
a. Can dr not dung van ban an, y kien chi 
dao dm Nguai co tham quyen va don vi chii 
tri, nghien cfru not dung van ban den de thgc 
hien. Truing hop van ban den yeu cau phai 
phdc dap thi soap van ban tra. lai (xem Co soy 
dir lieu quail 1ST van ban di); 
b. Tap hop van ban lien quan den cong viec 
throe giao chil tri giai guy& thanh 116 so (h6 
so a dang giay va ho so a clang dir lieu dien 
tir); 
c. Nghien cfru,n6i dung van ban den de phi 
hop ‘ giai quy 'et va cap nhAt thong tin giai 
quyet trong Co sa dir lieu quail li van ban 
den 

Don vi 
chu tri va 

cong 
chirc 

duoc giao 

Theo six 
phan 
cong 

B4 

Xfic nhan link' thanh cong viec: 
Nguai có tham quyen xem xet not dung bao 
cao ciia cong chirc xir VI chinh. Neu citing y 
vai ket qua giai quyet thi nhAn nut Xac nhAn 
hoan thanh de ket thtic cong viec 

Nguai co 
tham 
quyen 

Sau khi 
duoc bac) 

cao 

5.2 Quan 1y van ban di: 
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UBND TINH DAK LAK 
ICE ROACH VA DAI.T TU.  

ISO 9001:2015 
QUY TRINH 

Quin IS7van bin di va 
van ban den 

 

Ma hiu: QT.VP.01 

 

LA.n ban hanh: 01 

 

Ngay ban hanh: .../... /2019 

    

TT Trinh ter Trach 
nhiam 

Thoi 
gian 

Bien mAu/ 
Ket qua 

B1 

Giai quyet van ban den: 
* Dv thao van ban 
a. Dv thao van ban. 
b. Cap 'that van ban di trong Co sO• dir lieu 

quan li' van ban di, g6m cac mvc sau: 
1. Ten loci van ban 
2. Trich yeu nOi dung van ban 
3. DO mat (mat/ tuyet mat/ toi met) 
4. DO khan (khan/ thuqng khan/ hoa t6c) 
5. S6 trang 
6. Chirc vv va ho, ten nguai V van ban 
7. Nai nhan 
8. File van ban di dinh - kern 

9. Tnreyng hop can thiet thi chuyen du thao 
van ban xin y kien dung gop, tiep thu va 
hoan thien der thao. 
* Trinh duyet van ban 

- Chuyen du thao van ban da hoan thien 
cho nguiri CO tham quy6n •xem xet trong Ca 
so( du lieu quan VT van ban di; 

- Chinh sira du thao van ban theo yeu cau 
dm ngu6i CO tham quyen (neu cO); 
- In va trinh ngu6i CO than). quyen; 

Dan vi 
chit' tri va 

ding 
chirc 

duqc giao 

Theo sv  Phan 
cong dm 
nguoi co 

tham 
x quyen 

B2 

Phe duy0 van ban: 
- Ngueri co tham quyen xem xet, phe duyet 
van ban; tnremg hop can be) sung, sira d6i thi 
cho 	kien va chuyen cho cong chirc sop 

van ban chinh slim va trinh lai. 
- Sau khi duqc phe duyet, chuyen van ban 
cho CBVT cap so, phat hanh trong Co sa du 
lieu quan Vr van ban di. 

	

d, 	uqc phe
thao 

Ngui?i CO 
tham 

A quyen 
do 

1/2  ngdy 
(hoac dry 
vao mire 

dm van 
ban) 

Van ban 

duyet 

B3 
Cap so, phat hanh van ban: 

a. Nhan van ban giay tir ding chirc xir 1Si 
van ban da co chit 14,  dm lanh dao; 

CBVT 
Sau khi 

nhan 
doge van 
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UBND TINH DAK LAK 
So Id HOACH VA DAU TU.  

ISO 9001:2015 
QUY TR1NH 

Quin 1Y van ban di va 
van ban den 

 

Ma hieu: QT.VP.01 

 

Lan ban hanh: 01 

 

Ngdy ban hanh: .../.../2019 

    

b. Dang ky van ban di va lam thil tvc phat 
hanh bao Om cac cong viec: 
- Bang du van ban (dau co quan, (all khan, 
mat va cac dau khac); 
- Dang ky van ban ,di trong Co sec dulieu 
quan ly van ban di, Om cac mvc: 

1. SO Va ky hieu van ban 

2. Ngay thang van ban 
+ Lam thd tvc chuyen Oat van ban di; 

- Luu van ban di; 
- Giri van ban di qua mang trong Co so dir 
lieu quan ly van ban di. 

ban da 
phe duyet 

B4 
Luv van ban: 
CBVT co trach nhiem luu van ban di va vao 
So quart V/ van ban di 

CBVT 
Sau khi 

phat hanh 
van ban 

Phu luc 
VII 

6. BIEU MAU 

TT Ma hien Ten Bieu mail 

1.  Plitt Itic II St) 'Tang 14 Van ban den 

2.  Phu lvc VIII So dangkY van ban di 

Bieu mau quy dinh tai Thong to so 07/2012/TT-BNV ngay 22/11/2012 dm BO NOi vv 
Huang dan quan lY van ban, lap he, so va n'Op km hO so, tai lieu vao Luu trir co quan. 

7. HO SO CAN LU'U 

TT Ho so' lull 

1.  SO clang kY van ban den 

2.  Van ban den 

3.  SO clang ky van ban di 

4.  Van ban di 

HO so &roc luu tai Van thu, theri gian luu. Sau 1 nam chuyen hO so.  xuOng phong luu 
trir cila co quan va luu -Ira theo quy dinh hien hanh; 

HO so van ban dien tit thtrc hien theo Quyet dinh so 16/2019/QD-UBND ngdy 30/7/2019 
cita UBND tinh ban hanh Quy the tiep nhan, xir 1Y, phat hanh va quan lY van ban dien tir Oita cac 
co quan hanh chinh nha ntrOc tinh Dak LAIL 
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S6 KE HOACH VA DAU TU OAK LAK 

S6 BANG 10( CONG VAN BEN 
Nam: 201... 

Tir so• 	den so 	 

Tir ngay• 	den ngay 	 

Quyen so: 	 



Ngay 
thang 
den 

SO 
den 

Ncri 
girl 

cong 
van 

SO & 
ky 

hi?ti 
cong 
van 

Ngay 
thang 
cong 
van 

Ten lo#i 
va trich 
yeu not 
dung 

cong van 

Y kien 
chi 40 

cua 
Thu 

truirng 
CQ 

Ngay 
nh4n/ 

Ky 
nh4n 

Thai 
h#n 

xir 1ST 

Ghi 
chti 

1 2 3 4 5 6 7 8 9 10 



SO Kt HOACH VA DAU TU OAK LAK 

SO BANG KY CONG VAN DI 
Nam: 201... 

Tir sty 	den so 	 

Tir ngay• 	den ngay.... 

X 	A Quyen so: 



Ngay 

thong 

Nguiri 

ky 

SO & Ten loci va 

14' 	trich yeu 

hieu 	not dung 

Don vi sown 

thao 

s4 
luvng 

ban 

Ncri 

nh4n 

Ghi 

chti 

2 	3 
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