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PANG LONG SAN VIET NAM 
THANH UY BONG XOAI 

Djng Xoai, ngay 2.2/thang  10 nam 2020 
S6  03  - QD/TU 

QUY DINH 
Ve quy trinh trinh 147 van bUn cua Thanh uy, Ban Thuong vu Thanh Uy 

Can cu Quy dinh so  66-QD/TU ngay  06/02/2017  dm Ban  Bi  thu  Trung 
uong Dang ve the loai, them quyen ban  hanh  va the thirc van ban cila Dang; 

Can cu Quy dinh s6 220-QD/TU ngay 27/12/2013 dm  Ban  Bi  thu  Trung 
uong Dang ve  chirc  nang, nhiem vu,  to  eh& Ix) may co  quan chuyen trach tham 
muu,  giap viec Huy'en  uSf,  Qu4sn  usf,  Thi  uST, Thanh uSt trot thu8c  Tinh u9, Thanh  u9; 

Can  cir Quy  che s8 02-QC/TU ngay  30/9/2020 dm Thanh  uy quy che  lam 
viec cua Thanh  uy, Ban  Thuong  vu, Thuong true Thanh Ay nhiem  kY 2020  —  2025; 

De  th8ng nhat viec ra  sok, them dinh,  trinh k9  cac van  ban 	Thanh 
Ban  Thuong  vu  Thanh  dam  bao  cac  yeu  cau  n6i  dung, the  thirc, them quyen 
tru6c  khi  ban hanh chinh  thirc va can dr  cu8c  hop giao ban kh8i Dang Thanh uy  9 
thang deu  nam 2020, 

Ban  Thithng  vu Thanh  fly ban hanh quy dinh ve quy  trinh  trinh  k9 van  ban 
cua Thanh  fly,  Ban ThuZyng vu Thanh  uy  D'ong  Xoai: 

Dieu 1. Quy dinh chung 

1.  Quy  dinh  nay quy dinh  quy trinh trinh k9/ van ban, lap  h'6  so  ding viec cUa 
Thanh  uy,  Ban Thuong  vu Thanh uy  (bao g6sm Ca  van ban  giey va van ban dien tit). 

- Moi hog dOng lanh dao, chi dao Thanh  Uy,  Ban  Thuong  vu, Thuong  truc 
Thanh  uy  deu  phai  &roc  van  ban  hod  va 1ap  ho  so day 

- Van ban  phai  dugc soan  thao  dung  trinh tu,  thu tuc,  ban hanh  dung  the loai, 
them quyen va  the  thirc  theo  quy  dinh. 

- Viec  trinh  141, dang  k9, phat  hanh van ban  di  cila Thanh  fly,  Ban Thuong vu 
Thanh  uy  phai dugc  quan  19  tap  trung o  Van thu Thanh  uy va  bao  dam quan 19 
chat  che,  khong de  mat mat, that lac  van  ban; Thuc  hi'en dung  che  do  bao  met  (neu 
van ban  quy dinh  che  di) met). 

- Cac don vi va ca nhan  dugc  phan cong chu tri  soan  thao  co trach  nhiem  lap h6 
so tong viec va giao  n4zip  ho  so  vao  kho Luu tit  Thanh  uy  day  du, dung quy  dinh. 

2. Giai  thich mot  s6 tir  ngit: 

- Van  ban di  la tat ca  cac  loai van  ban,  bao gom van ban  giey, van  ban din  tir 
do  Thanh uy, Ban  Thugng  vu  Thanh  uy phat  hanh. 

- Ban gac  van  ban la  ban  hoan  chinh  ve  not dung,  the  thirc  van ban da  dugc 

ban  hanh va co chit  14/  trot  tiep  cua  Thuong  tn,rc  Thanh 
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- Ban chinh van ban , la ban hoan chinh not dung, the auk van ban va  da 
dugc ca quan ban hanh (dau dO ho'4c14,  se)). 

- Ho  scr  la mot tap tai lieu có lien quan den not dung van ban trinh ky , dugc 
hinh thanh trong qua trinh soan than van ban cua ca quan, ca nhan tham gia soan 
thao, tham dinh van ban. 

- L "19 ha so' la viec tap hop, sap xep tai lieu hinh thanh trong qua trinh soar' 
thao, tham dinh van ban theo quy dinh cua Dang. 

3. ThAm quyen ban hanh van ban theo dung,  Quy dinh se) 66-QD/TU ngay 
06/02/2017 dia. Ban Bi thu Trung uang Dang ve the  loci, tham quyen ban hanh va 
the fink van ban dm Dang. 

The thirc va ky thuat trinh bay van ban theo Huang dan se) 36 —HD/VPTW 
ngay 03/4/2018 dia. Van phong Trung uang Dang ye the thirc  va ky thu'ejt trinh bay 
van ban ctia Dang,  Cong van so 3294 —CV/VPTW/nb ngay 11/3/2019 ve ghi so, 
ky  hie:u van ban doi vai ten loai Quy dinh. 

The'mg nhdt sir dung Font Tieng viet theo chudn Unicode TCVN 6909:2001 
de soan thao van ban, cap nhat va trao doi dit lieu dien tir (van ban so). 

Dieu 2. Quy trinh soan thao, trinh ky van ban 

1. Soy,' litho: Can cir vao chirc nang, nhiem vu va muc dich giai guy& cong 
viec, nguai dirng dau ca quan tham muu, giup viec Thanh uy quyet dinh van ban 
can soan thao, can cd tinh chat, mix d quan trong oh van ban tham muu xay 
dung du thao theo Quy dinh so 12-QD/TU ngay 12/3/2020 ve tinh to thu tuc cac 
not dung trinh Thuang truc, BTV Thanh uy. Nguari ding dau ca quan soan thao 
van ban chiu trach nhiem truac Thanh uy, Ban Thuang vu, Thuang truc Thanh uy 
ye tien do , not dung, chat luting van ban soan thao. 

- Doi yen cac van ban mang tinh chi dao, huang an , toan he th6ng (nghi 
quyet, chuang trinh hanh dOng, de an...) can phai thu thap, tong hop, )(ir ly thong 
tin có lien quan, hoan thien  van  ban va trinh ky van ban  (kern  tai  lieu  có  lien quan). 

- DM vai cac loci van ban thong thuang, cong van trao  d6i, chi dao su vu 
khong can thiet phai tip dung  day  du cac quy trinh  soan  thao tren. 

2. Trinh 10: Ngueri  th:rng  ddu  ca  quan chu tri soan thao van  ban  chiu trach 
nhiem kiem tra not dung van ban, xac dinh di)  mat van ban va ky xac nhan truac 
khi  chuyen Van phong Thanh uy thdm dinh  (fret'  not dung  do  BTC  Thanh  uy  tham 
muu),  trinh k kern theo phieu trinh 14/ (kern  theo quy dinh  nay). 

- Van phong Thanh uy phan cong chuyen vien phu trach khoi ,  linh vtrc thdm 
dinh, tham tra cac van ban do cac ca quan, dan vi  chuyen  ve theo Quy dinh 220 — 
QD/TW dm Ban Bi thu Trung trang Dang, sau do trinh lanh dao Van phong Thanh 
uy kiem tra, xac nhan truac khi trinh Thuang truc Thanh uy 14, ban hanh chinh 
thirc. Thai gian hoan thanh viec tham dinh khong qua 01 ngay doi vai van ban 
thuemg, van ban khan va khong quail  02  ngay doi vai van ban phirc tap  (trir  van 
ban  hoa  t  a c). 
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- Doi v6i  van  ban dien  tir  c6  k5f  se): Thuc hien  theo Quy dinh  s6  07 - QD/TU, 
ngay 22/4/2019 dm  Thanh  fly ve  quy trinh  ky so. Trong  d6: Sau khi  van  ban dugc 
tham dinh  xong, can 130,  chuyen  vien  soan  thao chuyen van ban (file  Word) den Van 
thu Thanh  fly qua  moi truorng  mang. Van thu kiem  tra lai  (the thirc, tham quyen ban 
hanh..)  va  cap so, ngay,  thang,  nam ban hanh vao file  Word  va chuyen  cho chuyen 
vien Van phong Thanh uy  (ghi tren phieu trinh kj). Chuyen vier)  Van phOng  tiep 
nhan va chuyen sang dinh clang PDF,  (tong thoi in  ra giay trinh lanh dao  ky tay 01 
ban de ltru theo quy dinh, sau do chuyen  file  Word va file PDF den Thuong  trvc 
Thanh fly (1614  so. 

Dieu 3. Phat hanh, hru van ban di ciia Thanh uy 
1.Van ban sau khi dugc 4, Van thu Thanh uy  lam cac thu  tpc  phat hanh kip 

thOri, chinh xac theo dung  quy  dinh. 

Van ban dd phat hanh nhung  co sai sot ve  not dung, the thirc,  ky  thuat trinh 
bay  phai  bao cao lanh dao  van phong  de  kip  thei ph  ban  chinh  thay  the hoc  c6 
van ban dinh 

2. M8i ,van ban phat hanh chinh  thirc 	Thanh  Uy,  Ban Thuong  Thanh 
uy ltru ban goc  va  mot  ban  chinh. Ban  goc dugc  gong  dau,  sap xep theo  so  thir to 
van ban va hiu tai Van thu  Thanh ily; ban chinh  ltru trong  ho  so cong viec cua co 
quan, don vi hoc ca nhan dugc  giao chi)  tri  soan thao;  cac co quan tham mutt, 
gulp viec Thanh fly dinh kY phai giao nOp  h8 so,  tai  lieu ye  kho Luu tra Thanh lay 
theo quy dinh. 

Dieu 4. TO chile thwc hien 

1.Cac co quan tham muu,  giup  viec Thanh  fly va cac  co quan, don vi CO  lien 
quan khi trinh ky van ban cila  Thanh uy,  Ban Thuong vu Thanh fly thuc hien 
nghiem quy trinh  nay. 

Trong qua trinh thkrc hien ne'u CO phat sinh v&mg  mac, cac  co quan, don  vi 
bao  cao voi Ban Thuong  IT, nth:mg  true  Thanh  fly  (qua Van phong Thanh lb))  de 
xem xet (lieu chinh, be)  sung quy dinh  cho phi) hop. 

2. Giao Van phong  Thanh Uy  hung  dan,  kiem  tra, bao cao  viec thuc hien 
Quy dinh nay; chi dao bo phan  van  thu ltru trir thyc  hien  nghiem, viec 	quan 
V/ he) so cong viec dung cac quy  dinh. Dong,thai,  co trach nhiem  tong  hop kien 
cua  cac co quan, don vi, de  xuat  nhung  van  de  can  bo sung, sira dOi neu can thie't. 

T/M BAN THIAING V11 
PHO BI  THU' THIJONG  TRut 

Nai nhan: 
- TT. HDND, UBND thanh ph6, 
- Cac Ban XDD Thanh 
- MTTQ, the down the CT-XH thanh ph6, 
- Trung tam BDCT, VP.HDND&UBND thanh ph' 
- Cac d/c UVBTV Thanh 
- VPTU: LD, CVTH, 
- Ltru Van phong Thanh 

Bui Thi Minh Thay 
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THANH  UY  BONG XOAI 	 BANG LONG SAN VIET NAM 
QUAN 	

Dang Xoai, ngely thong nom 2020 

PHIEU TRiNH KY VAN BAN 

Kinh  	Thu 	trtyc Thanh iiy. 

1. N(ii dung van ban: 

2. Ca quan tham muu soon thao: 
+ 
+  Khan- 	

K5r xfic nh4n cfia lanh ciao 
(19% gong  dju) 

3. Chuyen vien Van phOng ThInh fiy thim dinh (hoac soon thao): 

4. HO so' trinh 14, gtm. 	  

Y Men cfia nguiri thim 
dinh/soan thao 

- 	 .  A Y luen cfia 
Chanh VP Thanh fly 

Y ki& cfia 
Tht••ng true Thant' it) ,  

	 . 
	  . 	. 	. 
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