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QUYET DINH
• A X * rDieu chinh bo sung Quy trinh xii’ ly van ban di tren He thong quan ly van ban 

dien tii- trong qua trinh xir ly cong viec cua Ban Dan toe ban hanh kem theo 
Quyet djnh so 30/QD-BDT ngay 09/7/2019 ciia Truong Ban Dan toe

TRUONG BAN DAN T0C
Can cu Thong tu so 01/2019/TT-BNV ngay 24/01/2019 cua Bo Noi vu ve viec 

quy djnh quy trinh trao doi, luu trie, xir ly tdi lieu dien tu trong cong tdc van thu, ede 
chuc ndng co ban cua He thong quan ly tdi lieu dien tu trong qua trinh xu ly cong 
viec cua ede co quan, to chuc;

Can cu Quyet dinh so 31/2015/QD-UBND ngay 07/9/2015 cua UBND tinh ve 
viec ban hanh Quy dinh chuc ndng, nhiem vu, quyen han vd co can to chuc ciia Ba 
Dan toe tinh Binh Phuoc;

Theo de nghi ciia Chdnh Van phong.

QUYET DINH:

Dieu 1. Dieu chinh bo sung Quy trinh xii ly van ban di tren He thong quan ly 
van ban dien tu trong qua trinh xu ly cong viec cua Ban Dan toe ban hanh kem theo 
Quyet dinh so 30/QD-BDT ngay 09/7/2019 cua Truong Ban Dan toe ve viec ban 
hanh Quy trinh xu ly van ban di, den tren He thong quan ly van ban dien tu trong 
qua trinh xu ly cong viec cua Ban Dan toe. (Kem theo Phu luc quy dinh chi tiet)

Dieu 2. Chanh Van phong, cac tap the phong, cong chuc thuoc Ban Dan toe 
va cac to chuc, ca nhan co lien quan chiu trach nhiem thi hanh quy4t dinh nay, k<§ tu 
ngay ky./.

RUO’NG BAN
Noi nhan:
- LD ban, cac phong;
- Nhir di6u 2;
- Website BDT;
- Liru: VT, TC.
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PHU LUC
Dieu chinh bo sung Quy trinh xii- ly van ban di tren He thong quan ly 

van ban dien tir trong qua trinh xii- ly cong viec ciia Ban Dan toe
(Ban hanh Kem theo Quyet djnh so: 33 /QD-BDT 

ngdy ZS /9/2022 cua Truong Ban Dan toe)

1. Chuyen vien, khi trinh van ban di can phai thuc hien cac buoc sau:
- Phan trich yeu van ban: phai ro rang, phan anh ngan gon dirge noi dung van 

ban tham miru, khong viet tat cac cum tir it pho bien, gay kho khan cho ngirai doc.
- Loai van ban: phai chon dung ten loai van ban tham mini de tao thuan loi 

cho cong tac thong ke, luu trir va tim kiem ve sau.
- Noi nhan van ban: ghi rd noi nhan van ban; luu y phai co website Ban Dan 

toe (doi voi cac van ban thuoc ITnh virc chuyen nganh c4n \ky y kiln gop y hoac c§n 
pho bien thong tin rong rai); cac don vi phdi hop, lien quan trong va ngoai don vi.

- Cap do khan ciia van ban: chon dung c4p do kh§n cua van ban khi cln thiet.
- Dinh kem van ban: luu y, phkn mbm ky s6 VGCA chi thuc hien ky s6 dugci^V 

cac file van ban co dang: Word, PDF; cac file: Exel, file nen kem theo khong thuc 
hien ky so dugc, chi mang tinh chat tham khao.

■QC U- Ngudi ky van ban: chgn dung ten lanh dao ky duyet van ban.
- Y kien ciia ngudi soan van ban: Chuyen vien tham muu phai neu y kidn tom^ 

tat ve ket qua tham muu van ban. VD: Can cu nhu cau dang ky ciia cap huyen, tdi 
da tong hgp hoan chinh van ban, trinh lanh dao xem xet, ky duyet van ban; can cu 
yeu cau ciia Uy ban Dan tgc, tdi da tham muu du thao van ban, trinh lanh dao xem 
xet, gui lay y kien gop y cac don vi lien quan;...

2. Lanh dao phdng, khi nhan duoc van ban di ciia chuyen vien trinh, kiem 
tra noi dung, the thirc, ky thuat trinh bay van ban va thuc hien cac buoc sau:

- Neu van ban dat yeu cau: thuc hien ky so va chuyen lanh dao khac (Chanh 
Van phdng). Trong do, Lanh dao phdng phai ghi rd noi dung yeu cau trinh ky. VD: 
Van ban da chinh sua, hoan chinh theo y kien gop y ciia Pho Trudng ban phu trach, 
trinh Trudng ban xem xet, ky duyet van ban; van ban tham muu da dam bao noi 
dung theo quy djnh, trinh Pho Trudng ban phu trach ky duyet van ban; van da lay y 
kien gop y ciia don vi lien quan (cac sd nganh, UBND cap huyen, cac phdng thuoc 
ban), da tiep thu hoan chinh; Trinh Lanh dao ban xem xet, ky duyet van ban;....

Luu y: chgn them tinh nang yeu cau ky sd va chgn che do bao qua tin nhan 
dien thoai de lanh dao nam bat kip thdi thong tin co van ban di trinh den.

- Neu van ban chua dat yeu cau: chuyen tra lai chuyen vien va ghi ro noi dung
AA «A*A99 9 ^ • f\yeu cau thuc hien viec chinh sua van ban; chgn che do bao qua tin nhan dien thoai 

de chuyen vien nam bat kip thdi thong tin van ban di da dugc tra lai.
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3. Chanh Van phong, khi nhan van ban cli ciia cac phong trinh, thuc hien 
kiem tra the thuc, ky thuat trinh bay van ban va thuc hien cac buoc sau:

- Neu van ban dap ling yen can: thyc hien ky so va chuyen cho dung Lanh dao 
thuoc tham quyen ky duyet van ban. Trong do, phai ghi ro noi dung yeu c4u; VD: 
thong nhat noi dung van ban tham muu, trinh Truong ban xem xet, ky duyet van 
ban; van ban da co y kien thong nhat ciia Pho Truong ban phu trach, trinh Truong 
ban xem xet, ky duyet van ban;.... Luu y: chon them tinh nang yeu cau ky so va 
chon che do bao qua tin nhan dien thoai de lanh dao nam bat kip thdi thong tin co 
van ban di trinh den.

- Neu van ban chua dat yeu cau: chuyen tra lai phong va ghi ro noi dung yeu 
cau thuc hien viec chinh sua van ban; chon che do bao qua tin nhdn dien thoai d4 
phong nam bat kip thdi thong tin van ban di da dupe tra lai.

4. Lanh dao ban, khi nhan van ban trinh di cac phong trinh, thuc hien 
xem xet noi dung van ban, quyet djnh thuc hien cac buoc sau:

- Neu van ban dap ling yeu can: thuc hien ky so, duyet chuyen van thu. Trong 
do, phan noi dung yeu cAu co tM chi dao van thu thuc hien viec phat hanh; VLK van 

ban phat hanh gap; dinh kern them Cong van A vao van ban phat hanh di;....
- Neu van ban chua dat yeu cau: chuyen tra lai phong va ghi ro noi dung yeu 

cau thuc hien viec chinh sua van ban; chon che dp bao qua tin nhdn dien thoai d£ 
phong nam bat kip thdi thong tin van ban di da dupe tra lai./.
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