UBND TINH THAI NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM

SO NOQI VU DPoc 1ap - Tw do - Hanh phdc
S6: 85 /HD-SNV Thai Nguyén, ngay 22thang 8 ndam 2025
HUONG DAN

Viéc soan thao, ky ban hanh van ban hanh chinh

Thuc hién Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phu vé
cong tac van thu, dé dam béo thyc hién viéc soan thao, ky ban hanh van ban hanh chinh
tai cac s@, ban, nganh; cac co quan, t chirc thudc so, nganh; don vi su nghiép cong lap
thuoc [jy ban nhan dan (UBND) tinh; cac doanh nghiép nha nudc thudc tinh;
cac co quan, tO chirc Trung wong dong trén dia ban tinh; UBND céc xi, phuong
(sau day goi chung 1a cac co quan, to chirc) duoc théng nhat, nghiém tac theo
ding quy dinh, S& Noi vu hudéng dan cac co quan, t6 chtrc thuc hién nghi¢p vu
soan thao, ky ban hanh van ban hanh chinh nhu sau:

I. TRACH NHIEM POI VOI VIEC SOAN THAO, KY BAN HANH VAN BAN
1. Trach nhiém cia ngwoi dirng diu co quan, té chirc; ngwoi ky vin ban
a) Nguoi ding dau co quan, to chirc hodc ngudi ¢ thim quyén giao cho don vi

hoac ca nhan chu tri soan thao van ban va c6 trach nhi¢ém chi dao thuc hi¢n diung
quy dinh v€ viéc soan thao, ky ban hanh van ban trong cong tac van thu.

b) Nguoi dimg dau co quan, to chirc phai chiu trach nhiém trude phap luat vé
toan bd van ban do co quan, t6 chirc ban hanh.

¢) Nguoi ky vian ban (Ianh dao co quan, t6 chirc) phai chiu trach nhiém trudc
phép luat vé van ban do minh ky ban hanh.

2. Trach nhiém ciia ngudi ding dau don vi soan thio vin ban

Nguoi dimg dau don vi soan thao van ban phai kiém tra va chiu trach nhiém
trude nguoi ding dau co quan, to chirc va trude phap luat vé ndi dung van ban.

3. Trach nhiém ciia ngudi dwoe giao kiém tra thé thire, Ky thuit trinh bay
van ban

Nguoi duoc giao trach nhiém kiém tra thé thuc, k¥ thudt trinh bay van ban phai

klem tra va chiu trach nhiém trudc nguoi dimg dau co quan, t6 chirc va trudc phap luat
vé thé thirc, k¥ thuat trinh bay van ban.

4. Trach nhiém ciaa can b, cong chire, vién chirc

a) Can bo, cong chirc, vién chirc (viét tat 1a ca nhan) duoc giao nhiém vy soan thao
van ban chiu trach nhiém trude nguoi dimg dau don vi va trude phéap luat vé ban thdo
van ban trong pham vi churc trach, nhi€ém vu dugc giao.

b) Ca nhan trong qua trinh soan thao, tham muu, trinh ky ban hanh van ban
hanh chinh phai thyc hién dang quy dinh tai Nghi dinh s6 30/2020/ND-CP va cac
quy dinh cua phap luat khac co lién guan.
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II. SOAN THAO, KY BAN HANH VAN BAN HANH CHINH
1. Thé thirc, ky thuit trinh bay vin ban hanh chinh
a) Cac loai van ban hanh chinh

Theo quy dinh tai Piéu 7 Nghi dinh s6 30/2020/ND-CP, van ban hanh chinh
gdm 29 loai vin ban sau: Nghi quyét (Ca biét), quyét dinh (Ca biét), chi thi, quy ché,
quy dinh, thong c4o, thong bao, huéng dan, chuong trinh, ké hoach, phuong an, dé an,
du an, bao cao, bién ban, to trinh, hop dong, cong van, cong dién, ban ghi nho,
ban thoa thuan, glay ay quyén, gidy mai, gidy gidi thiéu, gidy nghi phép, phiéu g,
phiéu chuyén, phiéu bao, thu cong.

b) Thé thtc vin ban

- Thé thirc van ban hanh chinh bao gdm 9 thanh phan chinh:
+ Quéc hiéu va Tiéu ngfr;

+ Tén co quan, t6 chirc ban hanh vin ban;

+ S6 ky hiéu cta vin ban;

+ Pia danh va thoi gian ban hanh van ban;

+ Tén loai va trich yéu ndi dung van ban;

+ No1 dung van ban;

+ Chtrc vy, ho tén va chir ky sb cua nguoi co tham quyén;
+ Dau, chir ky sb ctia co quan, to chuc;

+ No1 nhan.

- Ngoai 9 thanh phan quy dinh néu trén, vin ban c6 thé bd sung cac thanh phan
khac nhu: phu luc; ddu chi do mat, mac d6 khan, cac chi dan vé pham vi luu hanh;
ky hiéu ngudi soan thao van ban va sd lugng ban phét hanh; dia chi co quan, to chic;
thu dién tir; trang thong tin dién tir; s6 dién thoai; s6 Fax.

c) K¥ thuat trinh bay van ban

- K§ thuat trinh bay van ban gom: kho gidy, kjéu trinh bay, dinh 1¢ trang,
phong chit, cd chir, ki€u chit, vi tri trinh bay cac thanh phan thé thiic, s6 trang van ban.

- Cu thé:

+ Kho gidy: kho A4 (210 mm x 297 mm).

+ Kiéu trinh bay: theo chiéu dai cua kho A4. Truong hop ndi dung vin ban

c6 céc bang, biéu nhung khong dugc 1am thanh cac phu luc riéng thi van ban c6 thé
dugc trinh bay theo chiéu rong.

+ Dinh I& trang: cach mép trén va mép dudi 20-25 mm, cach mép trai 30-35
mm, cach mép phai 15-20 mm. Luu ¥ nén dé dinh 1& trang cho can dbi, théng nhat
gitra & trén, 18 dudi va Ié trai, 1& phai: néu dé cach mép trén 12 20 mm, mép dudi
Ia 20 mm va cach mép trai 1a 30 mm, cach mép phai la 15 mm.
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+ Phong chir: phong chix tiéng Viét Times New Roman, bo ma ky tu Unicode
theo Tiéu chuan Viét Nam TCVN 6909:2001, mau den.

+ C& chir va kiéu chir: theo quy dinh cu thé cho tirng yéu té thé thic.

+ Vi tri trinh bay cac thanh phan thé thuc: duoc thuc hién theo quy dinh tai
Muc IV Phan | Phu luc I, ban hanh kém theo Nghi dinh s6 30/2020/ND-CP.

~ + S0 trang van ban: dugc danh tir 6 1, bing chir s6 A Rap, ¢& chir 13 dén 14,
ki€u chir dimg, duoc dat canh gitra theo chiéu ngang trong phan I€ trén cua van ban,
khéng hién thi so trang tha nhat.

‘ d) Thé thc, k§ thuat trinh bay van ban hanh chinh thye hi¢n theo quy dinh tai
Phan I‘ Phu luc I, thé thic, k¥ thuat trinh bay ban sao Véq ban thuc hién theo quy dinh
tai Phan II Phu luc I, ban hanh kém theo Nghi dinh s6 30/2020/ND-CP.

d) Mot so luu ¥ vé thé thire, k¥ thuat trinh bay van ban

- L3i vé bd cuc thé thirc van ban: thiéu hodc sai thtr tu cac thanh phﬁn thé thirc
bat buQc; trinh bay thé thirc khong dung vi tri quy dinh (sai 1€, léch dong, sai can chinh...);

- Lbi vé k¥ thuat trinh bay vian ban: sai font chit (khong st dung phong chit
Times New Roman, quy dinh theo chuan Unicode); sai kiéu chit, ¢& chit, cich vién dan
van ban, van ban khong danh so trang, danh sai vi tri s trang; dinh 1¢ trang chua thong
nhat mép trén, mép dudi, mép tral mep phai; khong dung gidy khdé A4; khoang cach
giita cac dong, doan van; sai vé kiéu chit dam, ‘nghiéng trong ndi dung van ban ma
khong phai la tiéu dé cua phan chuong, muc, tiéu muc, diéu, khoan ... Vi du: phan noi
dung van ban dung kiéu chir dam, nghiéng, c& chir chua dung (theo quy dinh chir
in thuong, kiéu chir dimg, ¢& chit 13 hoic 14).

- Loi Ve cac yeu to thé thirc: ky hiéu van ban sai quy dinh (quy dinh la ky hi¢u
van ban gom chit viét tit tén loai van ban va chir viét tit co quan, to chic ban hanh
van ban); con ghi ky hi€u van ban la cong van “CV”; ngay, thang ban hanh van ban
khong ding chuan dinh dang; khong ghi & noi nhan, hodc ghi khong dung mau
trong phan noi nhan,; sai tén loai van ban (vi du: lam dung cong van thay cho quyet dinh,
thong bao...); 15i vé thé thuc chir ky va dau: van ban khong cé chir ky sd hoic dau
hop 1& ddi véi van ‘ban dién tu; sai vi tri ky hodc dong dau (d6ng dau trum 1én
chir ky it hon 1/3 vé phia bén trai hoic trum Ién toan by chir ky); ghi sai chirc danh
nguoi ky (thleu chit "KT.", "TL." khi can thiét); bédo cédo co quan cap duoi gui
co quan cap trén chua co phan kinh guri; van ban lanh dao co quan, t6 chirc ky
van ban gidy nhung khi phat hanh lai ky sb ctia co quan, to chtic, chua thuc hién sao
theo quy dinh tai diém ¢ khoan 1 Diéu 25 Nghi dinh sé 30/2020/ND-CP.

- L3i veé trinh bay phu luc, phu luc dinh kém: khong ghi 16 phu luc kém theo
hoic khong dang quy cach; phu luc khong c6 tiéu dé, khong danh sb trang cho cac
phu luc kém theo...

2. Soan thao van ban hanh chinh

a) Nguoi dimg dau co quan, to chirc hodic nguoi c6 thim quyén, can cir chirc ning,
nhiém vu, quyén han va muc dich, ndi dung ctia van ban can soan thao giao cho don vi
hoac ca nhan chu tri soan thao van ban.
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Pon vi hodc ca nhan dugc giao nhi€ém vu soan thdo van ban thuc hién cac
cong vi¢c: xac dinh tén loai, ndi dung va doé mat, muc do khén ctia van ban can soan;
thu thap, xir Iy thong tin c6 lién quan; soan thao van ban dung hinh thirc, thé thirc va
k¥ thuat trinh bay.

- Khi vién dan lan dau vin ban c6 lién quan, phai ghi day du tén loai, s6, ky hiéu
cuia van ban, thoi gian ban hanh van ban, tén co quan, td chtrc ban hanh vin ban va
trich yéu ndi dung van ban, cac 14n vién dan tiép theo chi ghi tén loai va $0, ky hiéu
ctia vin ban d6; d6i véi Luat va Phap 1énh chi ghi tén loai va tén ctia Luat, Phap 1énh.
Vi du: 1an dau, Nghi dinh sé 30/2020/ND-CP ngay 05/3/2025 cta Chinh phu vé
cong tac van thu; c&c 1an tiép theo, chi ghi Nghi dinh sé 30/2020/ND-CP.

- B6 cyc noi dung clia vian ban hanh chinh: tuy theo tén loai va néi dung, van ban
c6 thé ¢ phan cin ctr phap ly dé ban hanh, phan mé dau va cé thé duge bd cuc
theo phan chuong, muc, tiéu muc, diéu, khoan, diém hodc dugc phan chia thanh
cac phan, muc tir 16n d¢én nho theo mot trinh tu nhat dinh.

- B6i véi cac hinh thire van ban duoc b cuc theo phﬁn, chuong, muc, tiéu muc,
diéu thi phan, chuong, muc, tiéu muc, diéu phai ¢ tiéu dé. Tiéu dé 1a cum tir chi
noi dung chinh cua phan, chuong, muyc, tiéu muc, diéu. Cach trinh bay phan
chuong, muc, tiéu muc, diéu, khoan, diém thuc hién theo quy dinh tai diém d
khoan 6 Muc II Phan I Phu luc I, ban hanh kém theo Nghi dinh s6 30/2020/ND-CP.

- NO1 dung van ban dugc trinh bay bé‘mg chit in thuong, dugc canh déu ca hai 18,
kiéu chir dimg thuong khong dam; ¢& chir tir 13 dén 14; khi xudng dong, chir dau
dong 1ui vao 1 cm hodc 1,27 cm; khoang cach giita cac dong t6i thiéu 1a dong don
(single), toi da 1a 1,5 lines; khoang cach giira cac doan vin ban t6i thiéu 1a 6pt.

- Noi nheflr} van ban bao gém; nhén dé thl_rg hién; noi nhan dé kiém tra, giam sat,
bao cao, trao doi cong viéc, d€ biét; noi nhan d€ luu vén ban, thuc hién theo quy dinh
tai khoan 9 Muc II Phan I Phu luc I, ban hanh kém theo Nghi dinh s6 30/2020/ND-CP.

Luu ¥: phan noi nhan cudi van ban thyc hién ding quy dinh: tai dong cudi
cung bao gdm chit “Luu” sau d6 (:), tiép theo 1a chir viét tat cia Vian thu co quan
“VT”, dau phéy (,), chir viét tit ctia don vi hodc bd phan soan thio van ban, $6 luong
ban luu (néu can), ky hiéu nguoi soan thao vin ban va sb lugng ban phat hanh
(néu can).

Vi du: Vin ban do c& nhan Phong Khao thi va Kiém dinh chat luong gido duc,
S¢ Gido duc va Pao tao dugc giao tham muu soan thdo, dong Luu duogc trinh bay
nhu sau:

+ Céch 1, Luu: VT, KT&KDCLGD.Linhnt.
+ Céch 2, Luu: VT, KT&KDCLGD 02.Linhnt 60.
- Cac Phu luc

+ Tu “I"hu luc” va sb thi tu ctia Phu 11_1(; dugc trinh bay thanh mét dong ;iéng,
canh gitra, bang chir in thu:g‘)’ng, coO chir 14, kiéu chir dirng, dam; ‘Eén Phu luc (n€u c¢o)
duoc trinh bay canh gitta, bang chit in hoa, cd chit tir 13 dén 14, ki€u chir dng dam.
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+ Thong tin chi dan kém theo vin ban trén méi Phu luc duoc ban hanh bao gém:
s, ky hi€u van ban, thoi gian ban hanh van ban va tén co quan, td chirc ban hanh
vin ban. Thong tin chi dan kém theo vin ban duogc canh giita phia dudi tén cua
Phu luc, chir in thuong, c¢& chit tir 13 dén 14, kiéu chit nghiéng, cing phéng chit voi
ndi dung van ban, mau den, vi du:

Phu luc Il
BAO CAO TINH HINH QUAN LY TAI LIEU LUU TRU
TAI UY BAN NHAN DAN PHUONG QUYET THANG
(Kém theo B&o céo so /BC-UBND ngay  thang  nam 2025
cua Uy ban nhan dan phwong Quyét Thang?)

Thong tin chi dan kém theo vin ban trén mdi Phy lyc kém theo (Kém theo
van ban s.../...-... ngay.... thang.... nim....) dugc ghi diy du dbi véi van ban gidy;
d6i véi van ban dién tir, khong phai dién thong tin tai cac vi tri nay.

+ S6 trang cua Phy luc duoc danh sé riéng theo timg Phu luc.

- Khi trinh ky van ban: d6i v6i van ban dién tir, ¢ nhan duoc giao nhiém vu
soan thao van ban ngoai viéc thyuc hién cic ndi dung néu trén phai gan ban thao
véan ban (van ban dinh dang tép tin phl hop (theo chuan .docx, .pdf, v.v.), tai liéu
kem theo (néu co) trén Hé théng quan 1y vin ban va dleu hanh tinh Thai Nguyén
(viét tat 1a Hé thong QLVB) va cap nhat cac thong tin can thiét, chuyén cho lanh dao
phong, 1anh dao don vi xir 1y (thyc hién thao tac xir 1y, giai quyét van ban theo
hudng dan tai diém c khoan 1 Muc IV Hudng dan s 55/HD-SNV ngay 07/8/2025
cua S& Noi vu tao 1ap Danh muc ho so, xir ly, giai quyét va lap ho so cong viéc
trén Hé thong quan 1y vin ban va diéu hanh cua tinh).

Truong hop can sira, b6 sung ban thao van ban, ngudi ¢ tham quyén cho y kién
vao ban thao vin ban hoic trén Hé théng QLVB, chuyén lai ban thao vin ban cho
Tha truong don vi chi tri soan thao van ban dé chuyén cho ca nhan dugc giao
nhiém vy truc tiép soan thao vin ban.

Ban thao van ban phai do nguoi co tham quyén ky van ban duyét. Truong hop
ban thao van ban da dugc phé duyét nhung can stra, b6 sung noi dung thi phai trinh
ngudi co tham quyén ky xem xét, quyét dinh.

- Vian ban dugc Kiém tra trudc khi ky ban hanh: van ban trude khi trinh nguoi
c6 tham quyén ky phai dugc ngudi ding dau don vi soan thao van ban kiém tra vé
ndi dung van ban va ngudi duoc giao trach nhiém kiém tra thé thuc, ki thuat trinh bay
vian ban cta co quan, to chirc kiém tra thé thtc, ki thuat trinh bay van ban.

b) Viét’hoa trong van ban hanh chinh thuc hién theo Phu luc 11, ban hanh kém theo
Nghi dinh s6 30/2020/ND-CP.

18§, ky hiéu, thoi gian ban hanh va tén co quan ban hanh vén ban (luu ¥: khong ghi chie danh cua Thu truéng
co quan nhu Chu tich UBND, Giam déc, Trudng ban...).
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¢) Bang chir viét tét tén loai, mau trinh bay vin ban hanh chinh va ban 520
van ban trinh bay theo mau quy dinh theo Phu luc III, ban hanh kém theo Nghi dinh s6
30/2020/ND-CP.

d) Mot sd luu v thudng gip khi soan thao vin ban
- Khéng str dung chir viét tat, trir ky hiéu di quy dinh (vi du: Qb, UBND...).
- Khong trinh bay bang 2 ngdn ngi trir truong hop dic biét duge quy dinh.

- Van ban dién tir phai dugc khoi tao trén moi truong dién tur thanh quy trinh
khép kin, c6 chit ky sd cua nguoi c6 thim quyén va ky sb cia co quan, td chirc
(tlr soan thao, trinh ky, xtr 1y, luu va 1ap ho so cong viéc trén Hé théng QLVB),
tuan tha quy dinh vé dinh dang file....

- L&i ngdn ngit va van phong: sai 16i chinh ta, thiéu muc dich, dung tir dia phuong,
¥ trudc mau thuan véi y sau, dung van néi khong phu hop trong van phong cua van ban
hanh chinh.

- L&i thiéu dau cau, sir dung ddu cau khong ding hodc khong dong bo gitra cac
doan van; lap lai tlr va cum tur nhiéu lan trong ciing mot cau, doan vin hodc van ban,
str dung cac tir viét tat ma khong giai thich 16 rang; cac diém trong mdi khoan cuia
ndi dung vin ban viét chua dang quy dinh sau diém dung dau cham (.), kiéu chir
dam va nghiéng...

3. Ky ban hanh van ban hanh chinh

a) Chit ky ctia nguoi ¢ thim quyén 1a chit ky cta ngudi co tham quyén trén
van ban gidy hodc chit ky s6 ciia nguoi ¢6 tham quyén trén van ban dién tir.

b) Chtrc vy, chirc danh va ho tén cua nguoi ky

- Chirc vu ghi trén van ban la chtrc vu lanh dao chinh thire ciia nguoi ky van ban
trong co quan, to chirc; khong ghi nhitng chirc vu ma Nha nude khong quy dinh.

- Chirc danh ghi trén van ban do cac t6 chtrc tu van ban hanh 1a chitc danh
lanh dao cua nguoi ky van ban trong to6 chuce tu van.

Péi voi nhitng t6 chic tu van dugc phép sir dung con dau cua co quan, to chirc
thi ghi chirc danh cua nguoi ky van ban trong t6 chirc tur van va chirc vu trong €O quan,
t6 chtrc. Pbi véi nhitng t chire tu van khong duoc phép sir dung con déu ctia co quan,
t6 chtrc thi chi ghi chirc danh ctia ngudi ky van ban trong to chire tu van.

- Ho va tén ngudi ky van ban bao gom ho, tén dém (néu co) va tén cia ngudi ky
van ban. Trudc ho tén cia nguoi ky, khong ghi hoc ham, hoc vi va cac danh hi€éu danh
du khac. Vi¢c ghi thém quan ham, hoc vi trude ho tén nguoi ky dbi voi van ban cla
c4c don vi vii trang nhan dén, cac to chuc sy nghiép gido duc, y té, khoa hoc do
nguoi dung dau co quan quan 1y nganh, linh vuc quy dinh.

¢) V& ky ban hanh vin ban d6i v6i co quan, to chirc lam viée theo ché do
tha trudng
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- Ngudi ding dau co quan, té chtrc c6 tham quyén ky tit ca vin ban do co quan,
t6 chirc ban hanh; ¢ thé giao cap pho ky thay cac van ban thudc linh vyc dugc
phén cong phu trach va mot s6 van ban thudc tham quyén cia nguoi ding dau.

Truong hop cap phé dugc giao phu trach, diéu hanh thi thyc hién ky nhu cap phod
ky thay cap trudng.

Truong hop ky thay nguoi ding dﬁu co quan, to chirc thi phai ghi chit viét tit “KT.”
vao trudc chirc vy ciia nguoi dung dau.

Truong hop duoc giao quyén cap trudng thi phai ghi chit viét tat “Q.” vao trudc
chtrc vu cua ngudi ding dau co quan, td chire.

Luu y: khong ghi cac nhiém vy duge giao phu trach, diéu hanh cong viéc sau
chirc vu 1anh dao chinh thirc nhu Pho Giam déc phu trach, Phé Giam ddc diéu hanh
hodc Pho Trudng phong phu trach ma chi ghi chirc vu duoc bd nhiém 1a Pho Giam déc,
Pho6 Truong phong, vi du:

KT. GIAM POC KT. TRUONG PHONG
PHO GIAM POC PHO TRUONG PHONG
Nguyén Vin A Nguyén Vin B

- Trong truong hop déc biét, nguoi ding dau co quan, té) chire ¢o thé iy quyén
cho nguo1 ding dau co quan, t6 chirc, don vi thudc co cdu td chirc ctia minh ky
thira Gy quyén mét sé vin ban ma minh phai ky. Viéc giao ky thira uy quyén
phai duoc thuc hién bang van ban, gioi han thoi gian va néi dung dugc uy quyén.
Nguoi duge ky thura uy quyén khong duoc ty quyén lai cho nguoi khac ky. Van ban
ky thtra try quyen dugc thyc hién theo thé thirc va dong dau hodc ky sd cia co quan,
t6 chtrc iy quyén.

Truong hop ky thura uy ql}yén thi phai ghi chit viét tit “TUQ.” vao trudc chirc vy
ctia nguoi dung dau co quan, to chuce, vi du:
TUQ.GIAMDPOC
TRUONG PHONG TO CHUC CAN BO

d) Vé ky ban hanh vin ban d6i v6i co quan, t6 chirc 1am viéc theo ché d tap thé

Ngudi dimg dau co quan, té chire thay mat tap thé 1anh dao ky cac van ban
cua co quan, to chirc. Cap pho ctiia nguoi ding dau co quan, to6 chic dugc thay mat
tap thé, ky thay nguoi dirng dau co quan, t6 chirc nhitng van ban theo uy quyén cua
nguoi dung dau va nhirng van ban thudc linh vuc dugc phan cong phu trach.

Truong hop ky thay mat tap the thi phai ghi chit viét tit “TM.” vao trudc tén
tap thé lanh dao hodc tén co quan, t chic.

Péi voi UBND cac cap can ct Luat T chirc chinh quyél} dia phuong ngay
16/6/2025, quy ché lam viéc cia UBND... va phan cong nhiém vu d¢€ xac dinh chinh xac
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tham quyé,n ky van ban (tham quyén caa UBND hodc thdm quyén ctia Chu tich
UBND) d6i véi tirng ndi dung cong viéc.

Vi du:
TM. UY BAN NHAN DAN CHU TICH
CHU TICH
Nguyén Vin A Nguyén Vin B

d) Nguoi dimg dau co quan, to chiic ¢ thé giao ngudi dimg dau don vi thudc
CO quan, t6 chire ky thtra 1€énh mot s6 loai van ban. Nguoi dugce ky thira 1énh dugc giao
lai cho cap pho ky thay. Viéc giao ky thira 1énh phai dugc quy dinh cu thé trong quy ché
1am viéc hodc quy ché cong tac vin thu clia co quan, to chirc.

Truong hop ky thira 1énh thi phai ghi chir viét tat “TL.” vao trudc chiic vu cia
nguoi dimg dau co quan, to chuc, vi du:

TL. GIAM POC TL. CHU TICH
CHANH VAN PHONG CHANH VAN PHONG

e) Theo quy dinh tai Nghi dinh s6 30/2020/NB-CP khong quy dinh viéc ky nhay
va vi tri ky nhay (ky tat) vao van ban hanh chinh. Déi véi van ban dién tir thuc hién
quy trinh tir khoi tao, xt 1y, trinh ky van ban dugc thé hién tir ngudi soan thao,
nguoi trinh, ngudi ky, thoi gian ky déu dugc luu tinh trang cua van ban dién tir trén
Hé thong QLVB. Do d6, néu cac co quan, to chiic thuc hién ky nhay (Ky tat) van ban
di c6 thé quy dinh trong quy ché lam viéc hoic quy ché cong tac van thu luu trir cia
co quan, to chirc. Viéc ky nhay (ky tat) vao vian ban c6 thé tham khao dé quy dinh cho
phu hop va khoa hoc trong vin ban hanh chinh; vé vi tri ky nhay (ky tat) vao van ban
tai cubi phan noi dung va tai phan Noi nhan cta vin ban nhu sau:

- Tai khoan 1 Diéu 12 Nghi dinh sé 30/2020/ND-CP quy dinh “Ngudi dimg dau
don vi soan thao phai kiém tra va chiu trach nhiém... vé ndi dung vin ban”. Do vay,
néu ky nhay (ky tat) thi vi tri ky cudi ndi dung van ban, (Truéng phong chuyén mdn
thudc co quan, to chic cap tinh); Truéng phong chuyén mén thuoc UBND cap xa
khi trinh Chu tich hodc Phé Chu tich UBND cép x3 ky ban hanh; c4 nhan dugc giao
soan thao vin ban cd thé ghi ky hiéu nguoi soan thao van ban cudi vi tri dong Luu:
VT, (chit viét tat don vi soan thao), ky hiéu nguoi soan thao (néu can), thuc hién
tai 6 56 12 Muc IV Phan | Phu luc I, ban hanh kém theo Nghi dinh s 30/2020/ND-CP.

- Tai khoan 2 Piéu 12 Nghi dinh s6 30/2020/NB-CP quy dinh “Nguoi duoc giao
trach nhiém kiém tra thé thiic, k¥ thuat trinh bay van ban phai kiém tra va chiu trach
nhiém... vé thé thirc, ky thuat trinh bay van ban”. Do vay, néu ky nhay (Ky tat) thi vi tri
ky tai phan noi nhan caa van ban.
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g) Déi v0i van ban giéy, khi ky van ban dung bat c6 myc mau xanh, khong dung
cac loai muc dé phai. B61 vdi van ban dién tir, nguoi c6 tham qqyén thuc hién ky so.
Vi tri, hinh anh chir ky s6 theo quy dinh tai Phu luc I Nghi dinh s6 30/2020/ND-CP.

h) Mot s6 luu y khi ky van ban hanh chinh

- Loi khi ky van ban gidy: ky khong dtng vi tri (ky sai 6 ky hoic khong dung
noi quy dinh); vi€c ky thira Iénh chwa dugc quy dinh tai quy ché 1am viéc hodc quy che
cong tac van thu cua co quan, td chirc; ky khong dung nguoi ¢ tham quyén
(nguoi khong du tham quyén ky thay hodc ky vuot qué chirc trach); ky nham tén,
nham chtc vu (Vlet sai tén hodc chirc vy trong phan ky tén); dung muc khong diung
quy dinh; ky bang but chi hodc but c6 muyc dé tay x6a (quy dinh muc xanh); chit ky
khong nhét quan (ky khac mau chit ky da dang ky véi ngan hang, co quan...).

- Loi khi ky van ban dién tur (ky s0): chung thu s hét han (thiét bi token hodc
chtng thu s6 hét hiéu luc nhung chua gia han); khong nhén dién chir ky sO (Hé thong
khong nhan dién dugc chir ky vi 101 phan mém, driver hoic dinh dang file); ky sai
vi tri hodc ky nham file; chir ky s6 khong dat dang vi tri, hodc ky nham file; khong
kiém tra tinh toan ven van ban dién tr (ky khi noi dung chwa dugce khoa/dong dau
bao mat, dan dén nguy co bi stra sau khi ky); khong kiém tra nguoi ky (ky thay
ma khong duoc uy quyén hop phap, dan dén van ban khong c6 hi¢u lyc phap 1y)...

4. Ban hanh va quan ly vin ban di

a) Truge khi phat hanh van ban Van thu co quan phai kiém tra thé thac, ky thuat
trinh bay va thu tyc ban hanh vén ban, néu phat hién sai sot phai kip thoi bao cao
nguoi cO trdch nhiém xem xét, giai quyeét.

b) Van ban du diéu kién ban hanh Vin thu co quan thyc hién nhu sau:

- Cap s, thoi gian ban hanh van ban:

S6 va thoi gian ban hanh vian ban duoc lay theo thr tu va trinh ty thoi gian
ban hanh van ban cua don vi trong nam (bat dau lién tiep tir s6 01 vao ngay 01 thang
01 va két thic vao ngay 31 thang 12 hang nam). S6 va ky hiéu van ban la duy nhat
trong mot nam, thong nhat gitra van ban giay va van ban dién tu.

+D4i Vi van ban glay, viéc cap so, thoi gian ban hanh dugc thuc hién sau khi c6
chix ky cua nguoi c6 tham quyén, cham nhét 1a trong ngay lam viéc tiép theo. Vin ban
mat duoc cap hé thdng sé riéng.

ot DPoi véi vin ban dién tu, viéc cap sd, thoi gian ban hanh dugc thuc hién
bang chtc nang cia Hé thong QLVB.

- Bang ky van ban di:

+ Vigéc dang ky van ban bao dam day du, chinh xé4c cac thong tin can thiét cua
van ban di. Van ban duoc dang ky bang so6 hoac bang Hé thong QLVB:

bang ky van ban bang s6: Vin thu co quan dang ky vin ban vao S6 dang ky
van ban di. Mau s6 dang ky van ban di theo quy dinh tai Phu luc IV Nghi dinh s6
30/2020/ND-CP.
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bang ky van ban bang Hé théng: vin ban duoc dang ky bang Hé théng QLVB
phai duoc in ra gidy day du cac truong thong tin theo mau S6 ding ky vian ban di,
dong so dé quan ly.

+ Van ban mat dugc dang ky theo Noi quy (quy Che) bao vé bi mat nha nudc
ctia co quan, to chirc va theo quy dinh cia phap luat vé bao vé bi mat nha nudc.

- I\[han ban, dong dau, Ky sb cua co quan, to chuc va dau chi d6 mat, mac do
khan (néu co):

+ Nhan ban, d6ng diu ciia co quan, to chtc va dau chi do mat, mic do khan
dbi v&i van ban gidy: van ban di dugc nhan ban theo dung sé lwong duoc xac dinh
& phan noi nhan cua van ban (néu co). Viéc dong dau co quan va dau chi o6 mat,
mac d6 khin, duoc thyc hién theo quy dinh tai Phu luc | Nghi dinh sé
30/2020/ND-CP.

+ Ky s6 ciia co quan, to chic doi Vi van ban dién tir; vi tri, hinh anh, thang tin
chir ky so cua co quan, to chic dugc thuc; hién theo quy dinh khoan 8 Muc Il Phan |
Phu luc I, ban hanh kem theo Nghi dinh s6 30/2020/ND-CP.

Luuy:
+ Vin ban kém theo (Phu luc, Quy ché...) cing tép tin véi ndi dung vin ban

dién tt, Van thu co quan chi thuc hién ky s van ban va khdng thuc hién ky sé
1én van ban kém theo.

+ Van ban kém theo (Phu luc, Quy ché....) khong cuing tép tin véi noi dung
van ban dién tt, Van thu co quan thuc hién ky s trén van ban kém theo.

- Phat hanh va theo ddi viéc chuyén phét vin ban di:

+ Van ban di phai hoan thanh thu tuc tai Van thu co quan va phat hanh trong ngay
van ban d6 dugc ky, cham nhat la trong ngay lam viéc tiep theo. Van ban khan
phai dugc phat hanh va guri ngay sau khi ky van ban.

+ Viéc phat hanh van ban mét di phai bao dam bi mat ngi dung cua van ban,
dung s6 lugng, thoi gian va noi nhan theo Noi quy (quy ché) bao vé bi mat nha nudc
cua co quan, to churc, theo quy dinh cua phap luat vé bao vé bi mat nha nudc va
Huéng dan s6 87/HD-SNV ngay 06/5/2025 cua S Noi vu thuc hién bao vé bi mat
nha nuéc trong cong tac van thu, luu trit tai cac co quan, td chirc trén dia ban tinh
Théai Nguyén.

+ Vin ban phat hanh nhung c6 sai s6t vé noi dung phai duoc stra d6i, thay thé
bang vin ban c6 hinh thic trong duong; vin ban da phat hanh nhung c6 sai sot vé
thé thac, ky thuat trinh bay, tha tuc ban hanh phai duoc dinh chinh bang cong van
ctia co quan, to chic ban hanh van ban.

+ Thu hoi van ban: d6i véi van ban gidy, truong hop nhan dugc vin ban
théng béo thu hoi, bén nhan co trach nhiém gui lai van ban da nhan. D6i véi van ban
dién tir, trudng hop nhan duoc théng béo thu hoi van ban, Vin thu co quan khong
thuc hién tiép nhan trén Hé thong QLVB.
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+ Phat hanh vin ban gidy tir vin ban duoc ky sb cua ngu’O’I co tham quyen
Van thu co quan thuc hi¢n in van ban da duoc ky s6 cua nguoi c6 tham quyén ra gidy,
dong dau caa co quan, to chie dé tao ban chinh vin ban gidy va phat hanh van ban.

+ Truong hop can phat hanh vin ban dién tir tir vin ban giéy (1anh dao co quan
ky van ban gidy): Van thu co quan thyuc hién sao y tir van ban gidy sang van ban dién tur
duogc thuc hién bang viéc s6 hoa vin ban gidy va ky sé cta co quan, to chic.

- Luu van ban di:

+ Luu van ban gidy: vin ban sau khi ban hanh, ban gbc vin ban duoc luu tai
Vin thu co quan va phai duoc dong ddu ngay sau khi phat hanh, sip xép theo thi tu
dang ky. Ban chinh van ban luu tai ho so cong viéc ctia ca nhan thudce don vi duoc giao
xu 1y, giai quyét cong viéc.

+ Luu van ban dién tir: ban géc van ban dién tir phai duoc luu trén Hé thong
QLVB ciia co quan, t6 chirc ban hanh van ban va luu tai ho so cong viéc cua ca nhan
thude don vi duge giao xur ly, giai quyét cong viée. Truong hop can phai ban hanh
van ban giay theo quy dinh hoic co quan, to chic nhan véan ban co Hé thong QLVB
chua dap tmg quy dinh tai Phu luc VI Nghi dinh s6 30/2020/ND-CP va quy dinh cia
phép luat co lién quan. Vin thu co quan tao ban chinh van ban gidy theo quy dinh tai
khoan 5 Piéu 18 Nghi dinh sé 30/2020/ND-CP.

~+ Van thu co quan thyce hién lap hé so cong viée 1a tap luu van ban cua co quan,

td chtre (ho so, tai ligu gidy va ho so dién tir trén HE thong QLVB), giao ndp vao
luu trir hién hanh theo quy dinh.

Trén day 1a Huéng dan thuc hién nghiép vu soan thao, ky ban hanh van ban

hanh chinh, S6 No6i vu dé nghi Thu trudng cac co quan, t6 chirc quan tam chi dao,
trién khai thuc hién theo quy dinh././

Noi nhén: KT. GIAM POC
- UBND tinh (b/c); 3 A o
- Véan phong Doan PBQH&HDND tinh; PHO GIAM DOC

- Van phong UBND tinh;

- Cac s, ban, nganh;

- Cac don vi su nghiép cong 1ap thuoc UBND tinh;

- Cac co quan, t6 chirc Trung wong déng trén dia ban tinh;
- Cac Chi cyc va tuong duong thudc cac sd, nganh;

- Cac doanh nghiép nha nudc thudc tinh;

- Uy ban nhan dén céc x4, phuong;

- Phong Vian hoa - Xa hoi thugoc UBND cac xa, phuong;
- Lanh dao S& Noi vu;

- Céac co quan, don vi thuc S& Noi vy;

- Van phong S& No6i vy,

- Luu: VT, QLVTLT. Oaiht.

rinh Tién Long
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