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BANG THEO DOI NHUNG THAY POI

STT

Ngay sira

Trang sira

Noi dung sira doi

1 | 01/04/2013

Toan bd céc trang

Sira doi toan bd thu tuc TT.HC.02, ban hanh lai
1an 02 ngay 01/04/2013.

2 | 01/04/2017

Toan bg céc trang

Sira d0i toan bd thu tuc TT.HC.02, ban hanh lai
1an 03 ngay 01/04/2017.

3 | 18/04/2023

Toan bg cac trang

Stra d6i toan bo thu tuc TT.HC.02, ban hanh lai
14n 04 ngay 05/05/2023.

4 | 01/05/2024

Biéu mau
BM.HC.02.03, stra
céc trang 0 2,21,

Stra doi biéu mau theo tén mdi cua Trung tam,
stra ndi dung céc trang 2, 21, 23, 24, 25/29 cia
thi tuc TT.HC.02. Ban hanh lai lin 05 ngay

23,24,25/29. | 02/05/2024.
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1. MUC PiCH

- Quy dinh cach thirc tiép nhan, phan loai, xir 1y, chuyén giao van ban di,
dén dam bao kip thoi, chinh xac, an toan va thuan loi.

- X4c dinh trach nhiém cua mdi bd phan, ca nhan trong viéc tiép nhan, xu
ly, chuyén giao van ban di, dén tai Trung tam Chat lwong, Ché bién va Phat trién
thi truong ving 2 (viét tat 1a Trung tim Chat lugng ving 2).

2. PHAM VI AP DUNG

Ap dung vao viéc tiép nhan, xir 1y, chuyén giao van ban di, dén (khong
bao gdm céc loai gidy diang ky chimg nhan chit lugng, bang ké chi tiét 16 hang,
Packing list, Phiéu két qua kiém nghiém, chimg tir goi di lién quan dén cong tac
tai chinh ké toan).

3. TAI LIEU LIEN QUAN
- Nghi dinh sé 30/2020/ND-CP, ngay 05/03/2020 ctia Chinh phu vé cong
tac van thu.

- Théng tu s6 10/2022/TT-BNV ngay 19/12/2022 cta Bo trudng Bo Noi
vu quy dinh thoi han bdo quan tai lidu.

- Thong tu s6 10/2012/TT-BNV ngay 14/12/2012 cta Bo N6i vu Quy dinh
dinh muc kinh té - k¥ thuat xir 1y tai liéu hét gia tri.

- Quyét dinh s6 458/QD-TTg ngay 03/4/2020 ctia Tha tuéng Chinh phu
phé duyét Pé an ‘Luu trir tai liéu dién tir cia cac co quan nha nudc giai doan
2020 — 2025°.

- Cong vin sb6 449/QLCL-KH ngay 26/3/2009 cua Cuc QLCL néng l1am

san va Thuy san vé viéc sur dung thu dién tir trong hoat dong cua Cuc.

- BO tiéu chuén I1SO 9001:2015.
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- S6 tay chat luong.
4. THUAT NGU - PINH NGHIA

- “Van ban” 1a thong tin thanh vin duoc truyén dat bang ngén ngit hoic
ky hiéu, hinh thanh trong hoat dong cila cac co quan, to chirc va duoc trinh bay
dung thé thirc, k¥ thuat theo quy dinh.

- “Van ban chuyén nganh” 1a van ban hinh thanh trong qué trinh thyc hién
hoat dong chuyén mon, nghi¢p vu cuia mdt nganh, linh vuc do nguodi dung dau
co quan quan ly nganh, linh vuc quy dinh.

- “Van ban hanh chinh” 1a van ban hinh thanh trong qua trinh chi dao,
diéu hanh, giai quyét cong viéc ctia cac co quan, to chic.

- “Van ban dién ti” 1a van ban dudi dang thong di¢p dir li¢u duge tao lap
hodic dugc sd hoa tir van ban gidy va trinh bay dung thé thirc, k¥ thuat, dinh
dang theo quy dinh.

- “Van ban di” 1a tat ca cac loai van ban do co quan, to6 chirc ban hanh.

- “Van ban dén” 14 tat ca cac loai van ban do co quan, t6 chirc nhan duogc

tr co quan, td chure, ca nhan khac gt dén.

- “Ban thao van ban” 1a ban dugc viét hodc danh may hoac tao 1ap bang
phuong tién dién tir hinh thanh trong qua trinh soan thdo mot van ban cua co
quan, t0 chtrc.

- “Ban gdc van ban” 1a ban hoan chinh v€ ndi dung, thé thirc van ban,
dugc nguodi cd tham quyén truc ti€p ky trén van ban gidy hoac ky so trén van
ban dién tu.

- “Ban chinh van ban gidy” l1a ban hoan chinh v€ ndi dung, thé thirc van

ban, dugc tao tir ban co6 chir ky truc ti€p cia nguoi c6 tham quyén.
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- “Hé théng quan 1y tai liéu dién tt” 13 Hé thong thong tin dugc xay dung
vo1 chire nang chinh dé thuc hién viéc tin hoc hoa cong tac soan thdo, ban hanh
van ban; quan ly van ban; lap ho so va ndp luu hd so, tai liéu vao Luu trit co
quan trén moi trudng mang (sau day goi chung 1a Hé thong).
5.NOI DUNG
5.1. TIEP NHAN VA XU LY VAN BAN DI

5.1.1. LUU PO

Trach nhiém

Nji 3
thue hi¢n 9i dung bé muc

Lanh dao ‘ 5.1.2.1
phong/ @nh yéu cau van @

chuyén vién

5.1.2.2
Chuyén vién [ Dy théo vin ban di ]

. 5.1.2.3.
Léinh dao [ Xem x¢ét va chuyén dén lanh dao Co Quan ]

phong
5.1.2.4.
Lanh dao Co
Quan
Van thw 5.1.2.5.
[ Ban hanh van ban di ]
5.1.2.6.

Van thw > N )
Tong hop luu trir van ban di
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5.1.2 MO TA CHI TIET
5.1.2.1. Xac dinh yéu cu vin ban di

- Do yéu cau hoat dong cua Trung tdm Chat luong ving 2, Giam ddc, pho
Giam déc, cac Truong phong chuyén mon, nghiép vu yéu cau phat hanh vin
ban hanh chinh dé phuc vu cong tac chi dao hoic quan ly.

Vin ban hanh chinh cta Trung tdm Chét luong ving 2 ¢6 2 hinh thic:

+ Vin ban di 1 van ban gidy.

+ Vin ban di 1 van ban dién tir, Van ban dién tir duoc ky so boi
nguoi ¢ thAim quyén va ky sb ctia co quan, to chirc theo quy dinh ctia phap luét
c6 gia tri phap 1y nhu ban gdc vin ban giay.

Tat ca van ban hanh chinh ban hanh cua Trung tim Chét lugng ving 2
bang cac hinh thic déu phai dugc theo ddi tai van thu (phong Hanh chinh-
Tong hop). Poi voi vian ban di 1 van ban dién tir phat hanh ra ngoai dugc luu
trén trang web (http://vpdtnew.mard.gov.vn/glvbdh/main) hé théng “Vin
phong dién ti— B Nong Nghiép va Phat trién Nong thon”; van ban di 1a van
ban gidy duoc luu tai van thu (phong Hanh chinh-Tong hop) cia Trung tam
Chét luong ving 2.
5.1.2.2. Dy thdo van ban di
5.1.2.2.1. Vén ban di la van ban gidy

Lanh dao phong/Chuyén vién c6 trach nhiém du thdo hodc tham gia du
thao van ban.
5.1.2.2.2. Van ban di la van ban dién tw

- Lanh dao phong/Chuyén vién c6 trach nhiém dy thdo van ban di trén

trang web (http://vpdtnew.mard.gov.vn/glvbdh/main) caa hé thong “Vin phong
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dién ta— BO Nong Nghiép va Phat trién Nong thon”. Nguoi dung click menu

[Tao van ban] trén man hinh trang chu nhu sau, va chon luéng van ban tuong

ung can tao:

f HE THONG QUAN LY VAN BAN VA DIFL BANH
N2 BO NONG NGHILP VA PHAT TRIEN NONG THON

- Khi @6 hé thong hién thi man hinh nhu sau:
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- Nguoi dung nhép cac thong tin van ban di:

+ Trich yéu (bat budc): trich yéu cta van ban
+ Hinh thtrc (bat budc): hinh thirc cta vin ban

+ Do khan (bét budc): do khén cta van ban
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+ Linh vuec: linh vuc cua van ban
+ Pon vi soan thdo: mac dinh la don vi cia nguoi khéi tao van ban
+ File dinh kém: file dinh kém c6 thé dugc tai 1én bang 2 hinh thirc:

= Queét tai li€u tir may scan: nguoi dung cai plugin cho may tinh, khi d6 nguoi
dung scan tai li¢u, click nat [Quét tai liu], hé théng s€ tu dong dinh kem file

scan.
= Tai tAp tin san c6 tir may tinh

- Luu van ban: Sau khi nhap cac thong tin van ban di, nguoi dung chua
mudn thyc hién chuyén vin ban, c6 thé luu van ban dé sau d6 xu 1y tiép, nguoi

dung click [Luu], hé théng s¢ luu van ban vao menu [Van ban di].

- Ky vian ban: Tai tab Thong tin vin ban, ngudi dung thuc hién nhan vao
nut Ky sb token, ky sd sim dé thuc hién ky s6, khi nhan nut Ky sb token, hé
théng tu dong md giao dién ky dé nguoi ky thuc hién ky van ban, hé thong s&
add hinh anh chit ky s6 vao ding truong thong tin Ho va tén cia ngudi ky trong
van ban can ky, nguoi str dung c6 thé tiiy chinh hinh anh chit ky bang cach kéo
gidn 6 ky mau do dé c6 hinh anh hop 1y sau d6 nhén 4p dung dé thuc hién ky sd.
Sau khi nhin ap dung, hé théng thoat giao dién ky s6 va tu dong cap nhat file
van ban da ky sb vao hé théng va ty dong mé lai van ban da ky sb trén hé théng

dé nguodi str dung quan sat lai van ban da ky so.
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5.1.2.3. Xem xét va chuyén dén Lanh dao Co quan

5.1.2.3.1. Van ban di la van ban gidy

Vin ban hanh chinh sau khi dy thao xong phai duoc chuyén dén cho
Truong phong phu trach truc tiép xem xét vé ndi dung vian ban, néu ndi dung
dap Gng yéu cau thi Trudong phong ky nhdy vao vi tri cudi ndi dung vin ban.
Vin ban da duoc ky kiém soat vé noi dung méi chuyén dén Trudong phong
HC-TH dé xem xét kiém tra vé thé thirc, k¥ thuat trinh bay vin ban, khi thé
thtre, k¥ thuét trinh bay vin ban dap tng yéu cau Truéng phong HC-TH ky
nhdy vao vi tri sau tr noi nhan cua van ban.

Néu vin ban chua dap ung noi dung hodc thé thuc thi duoc tra lai cho
nguoi soan thao sura chira hoan thién theo ding quy dinh.

Khi van ban di trinh 1én Lanh dao Trung tdm ky ban hanh phai dinh kém
Phiéu trinh vin ban di theo biéu mau BM.HC.02.03 c6 du céc chir ky kiém
soat theo yéu cau ctia biéu mau.
5.1.2.3.2. Van ban di la van ban dién tw

Lanh dao phong/Chuyén vién sau khi soan thdo van ban xong thuc hién

cac budc tiép theo:
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- Chuyén van ban: Sau khi nhap cac thong tin vin ban di, ngudi dung c6
thé thyc hién chuyén vin ban theo ludng quy trinh bang cach click vao n(t

[Chuyén], chon ddi tuong can chuyén ¢ budc tiép theo.
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Khi d6 hé thong hién thi danh sach ngudi dung theo dbi tugng duoc
chon:

Nguoi dung chon 1 ngudi xtr Iy chinh, c6 thé chon nhiéu nguoi dong xtr
1y va nhiéu ngudi dong giri.
= Néu chon ngudi xtr Iy chinh => ngudi dung dé s& tryc tiép xir Iy van ban
theo quy trinh.
= Néu chon nguoi xtr Iy 1a ddng xur Iy => ngudi dung d6 s& cho y kién vao qua

trinh xtr 1y.
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= Néu chon ddng giri => nguoi dung d6 s& nhan dugc van ban trong vin ban
thong bao va chi xem dé biét.

Click [Chuyén] dé hoan thanh viéc chuyén van ban cho 1anh dao Phong ¢
budce xir 1y tiép theo. Khi d6 vin ban s& dugc ty dong chuyén vao kho [Vin ban
da xir Iy]. Néu nguoi dung ¢ budce tiép theo chuwa mé van ban, ¢6 thé 13y lai vin

ban dé cap nhat thong tin hodc chuyén xir 1y cho ddi twong khac.

5.1.2.4. Kiém tra va phé duyét vin ban di
5.1.2.4.1. Van ban di la vin bdn gidy

Giam ddc hoic Phé Giam déc dugce phan cong va uy quyén (Ngudi cd
tham quyén) kiém tra va phé duyét vin ban di.

- Néu vin ban dap Gmg yéu cau nodi dung thi van thu ban hanh vin
ban di.

- Néu vin ban thiy chua dap ung yéu ciu vé ndi dung thi nguoi cé
tham quyén ghi y kién chi dao yéu cau chinh stra vin ban vao Phiéu trinh vin
ban di hoac stra truc tiép trén van ban dy thao. Phiéu trinh van ban di va van
ban dy thao nay phai duoc dinh kém khi trinh ky vin ban 1an tiép theo va
chuyén cho Truong phong HC-TH luu theo ddi. Vian ban sau khi dugc chinh
stra dap ung yéu cau, di dugc ky ban hanh thi chuyén cho Vin thu thuc hién
cac budc tiép theo.
5.1.2.4.2. Van ban di la van ban dién tw

Lanh dao phong/Chuyén vién soan thdo van ban xong thuc hién budc
chuyén van ban cho nguoi xir 1y chinh/Giam ddc hodc Phé Giam déc dugc
phan cong. Tir trén man hinh danh sach, nguoi xtr Iy chinh thyc hién nhan chudt

phai vao van ban:
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Nhan chudt vao van ban -> H¢ thong hién thi cac chtirc nang xtr 1y van
ban nhu sau:

THONG T AN DA o -]

I 3 e I ) s

Céc nat chirc ndng nhu : [Luu], [Tao viéc], [Luu ho so], [Panh d4u van
ban] la cac chirc ning c¢b dinh
Cac nat chtrc ning nhu: [Tra lai], [Luan chuyén], [Ban hanh] 1a cac chirc
nang duoc hién thi dong theo quy trinh da cau hinh.
» Chuyén vé ngudi soan thao: Cho phép NSD tra lai vin ban cho ngudi du
thdo van ban.
» Luan chuyén: Cho phép NSD luan chuyén vin ban cho cac user cung
cap, vi dy: luan chuyén vin ban giita cic van thu voi nhau, hodc luan

chuyén vin ban gitta cac 1anh dao v6i nhau.
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» Ban hanh véan ban: Cho phép NSD ban hanh van ban, khi van ban & budc

cho ban hanh trong quy trinh xtr Iy nhu sau:

= (R RIS B | B3 [ 4

5.1.2.5. Ban hanh van ban di
5.1.2.5.1. Van ban di la van ban gidy

Viéc quan 1y vin ban di duoc thyc hién qua cac budc tiép theo nhu sau:

- Cap s, thoi gian ban hanh vin ban:

+ Sb va thoi gian ban hanh van ban dugc 1ay theo thir ty va trinh ty thoi
gian ban hanh vin ban cta co quan, to chtc trong nim (bat dau lién tiép tir s6 01
vao ngay 01 thang 01 va két thic vao ngdy 31 thang 12 hang nam). S6 va ky
hiéu van ban ctia co quan, t6 chirc 1a duy nhat trong mot nam, thong nhat gitia
van ban gidy va vin ban dién tir. Vin ban mat duoc cp hé théng sb riéng.

+ P6i voi vin ban gidy, viée cap s, thoi gian ban hanh dugc thuc hién
sau khi co chit ky cia ngudi co tham quyén, cham nhat 13 trong ngay lam viéc
tiép theo.

+ Van thu vao s6 theo ddi vin ban di theo BM.HC.02.01 (tat ca cac van
ban di ban hanh ra ngoai hodc luu hanh trong ndi bd phai ghi sb, thoi diém ban

hanh ngay, thang, ndm).
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- Pang ky van ban di vao so:

+ Viéc dang ky vin ban bao dam day du, chinh x4c cac thong tin can thiét
ctia van ban di.

+ Van thu ding ky van ban vao S6 ding ky vin ban di. Mau s6 diang ky
van ban di theo quy dinh tai Phu luc IV Nghi dinh 30/2020/ND-CP vé cong tac
van thu.

+ Vin ban mat duoc dang Ky theo quy dinh cua phap luat vé bao vé bi
mat nha nudec.

- Nhan sao, déng diu co quan, to chtrc, dau chi do mat, mac d6 khan, (doi
v6i van ban gidy); ky sd cta co quan, t6 chirc (d6i voi van ban dién tir).

- Phat hanh va theo ddi viéc chuyén phat van ban di:

+ Vin ban luu hanh ndi bo: Vin thu luu trit ban gdc va luu 01 ban sao
cho c4 nhan/truéng phong c6 lién quan theo yéu cau noi nhan cta cong vin
di.

+ Viéc phat hanh van ban mat di phai bao dam bi mat ndi dung ctia van
ban theo quy dinh cua phap luat vé bao vé bi mat nha nudc, ding sb luong,
thot gian va noi nhéan.

+ Chuyén phat van ban qua dudng buu dién: Ddi v6i cac van ban quan
trong, phai giri ban sao c6 dong dau cua Co quan va can chuyén gip thi gui
phat chuyén nhanh (EMS) dong thoi 1dy bao phat d6i vdi cac van ban quan
trong. Cac van ban con lai, khong can gip, khéng quan trong thi giri phat
chuyén thuong.

+ Trudc khi giri van ban di qua dudng buu dién thi ngudi gui van ban

phai ghi day du thong tin vao sb theo ddi guri van ban/chimg tir qua buu dién.
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Khi nhan vién buu dién (Buu ta) dén nhan thu yéu ciu Buu ta phai ky xac
nhan vao s6 theo doi.

- Luu van ban di.
5.1.2.5.2. Van ban di la van ban dién tw

Sau khi 1dnh dao kiém tra va phé duy¢t, van thu thyc hién ban hanh van
ban di, ngudi str dung chon chirc nang thém méi vin ban di trén hé théng dién

tur.

L TIE THONG QUAN LY VAN BAN VA NTTT TTANT
HO NONG NGHIEP VA PHAT TRIEN NONG THON
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Pé thyc hién ban hanh van ban, vin thu can chon thong tin nhan van
ban bang céach click vao tab [Thong tin nhan vin ban] trén man hinh nhu sau:
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Thong tin nhén van ban gom c6 3 loai:

Pon vi/ca nhan nhén truc tiép van ban: gdm cac don vi/ ca nhan trong ciing
mot don vi chita don vi ban hanh vin ban (khéng gém céac don vi 1a don vi
doc 1ap).

Pon vi lién thong ndi bo: gém cac don vi trong cung mdt don vi chtra don vi
ban hanh van ban l1a nhitng don vi doc 1ap.

Pon vi lién thong ngoai: gdm cac don vi khong cing don vi trong cling hé
thong.

Chon don vi nhan theo nhom: 1a cac nhom don vi nhan van ban da duoc

NSD dinh nghia tir trude, click vao [Chon don vi nhan theo nhom].
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Van thu kiém tra vao cac don vi/ca nhan nhan van ban, khi d6 cac don

vi/ca nhan nhan van ban s€ dugc chuyén sang danh sach nhan van ban nhu sau:

Vin thu c6 thé x6a cac don vi hodc ca nhan nhan vin ban dé thay thé bang
don vi, ca nhan khac.
Sau khi chon don vi, c4 nhan nhan van ban, NSD can nhap céc thong tin luu
s6 cho van ban nhu sau:

NSD chon tab [Théng tin luu s6] trén man hinh nhu sau:

\
(1004 b i L m COLIG LI WU Ay

Ty e LTS 4 !

N v un hgtorg
Wb ds "
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Van thu thyc hi¢n nhap/chon cac truong thong tin sau (cac truong thong tin
c6 dau * 1a cac trudng thong tin bat budc):
= S vin ban: NSD chon s6 van ban cho van ban can ban hanh, s6 van ban
da duoc dinh nghia tir trudc
= SH ky hi€u: dugc sinh tu dong theo s6 van ban duogc chon, tuy nhién

NSD c6 thé thuc hién chinh sta sb ky hiéu bﬁng cach click vao icon
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chinh stra trén man hinh. Khi d6 NSD thuc hién chinh sira sd ky hi¢u.

= Ngay ban hanh: mic dinh 13 ngay hién tai cta hé thong, tuy nhién NSD
cling c6 thé chinh stra dugc trudng ngdy ban hanh theo mong mudn

= Nguoi ky: chon nguoi ky tir danh sach nguoi ky da dugc dinh nghia tur
trudce

» Tu khoa: chon tir khoa tir danh séch tir khoa da duge dinh nghia tur trude.

= S0 trang: Pién s6 trang ciia vin ban.

= S6 ban: Dién sb trang ctia vin ban.

* Don vi ngoai: 1a cac don vi ngoai nhan van ban, khong li€n quan té1 co
cAu to chirc ciia don vi ban hanh van ban, don vi nay co thé duoc chon tir
danh sach cac don vi d3 dinh nghia tir trudc hodc NSD c¢6 thé dién don vi
vao 0 text box.

Sau khi thuc hién cdp nhat cac thong tin cip sd tai tab Thong tin luu s,
nguoi st dung thuc hién tré lai tab Thong tin van ban va thyc hién ky sb van
ban. Tai vai trd van thu, khi nhan nat Ky sd, giao dién ky s6 mé 18n, cc truong
thong tin: So ky hi¢u, ngay thang nam va dau don vi sé duoc tu dong dién vao
giao dién ky, nguoi sir dung kiém tra va nhan Ap dung dé thyc hién ky s6 vao

van ban nhu hinh dudi day:
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Sau khi chon théng tin nhan van ban va nhap théng tin luu s6 va thuc hién
ky s6 trén hé théng, NSD click [Ban hanh] dé thuc hién ban hanh vin ban. Khi

d6 van ban s& duogc chuyén vao menu [Vin ban di ban hanh].

5.1.2.6. Tong hop luu trit vin ban di
5.1.2.6.1. Luru van bdn gidy

- Ban gbc vin ban duoc luu tai van thu va phai duge dong dau ngay sau
khi phéat hanh, sap xép theo thu tu ding ky.

- Ban chinh van ban luu tai h6 so cong viéc.

- Pbi voi van ban luu hanh ndi bo trong Trung tdm Chat lugng ving 2
trudc khi dugc ban hanh phai luu tai van thu ban géc va luu 01 ban sao tai
Phong/Bd phan chu tri soan thdo van ban.
5.1.2.6.2. Lwu van ban dién tw

- Ban géc van ban dién to dugc luu trén web Hé théng “Van phong
dién tir - Bo Nong Nghiép va Phat trién Nong thon” ciia co quan, to chiic ban

hanh vin ban thay cho vin ban giay.

Cudi mdi nim van thu téng hop va luu trit vin ban di theo quy dinh. Thoi

gian luu trir cac van ban géc thuc hién theo Nghi dinh s6 30/2020/ND-CP, ngay
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05/03/2020 cua Chinh phii vé cong tac van thu va thong tu s6 10/2022/TT-BNV
ngay 19/12/2022 ctua Bo truong Bo Noi vu quy dinh tho1 han bao quan tai lidu.

Vin ban di dugc théng ké theo mau Danh muc vin ban di (S6 theo ddi

van ban di) theo mau BM.HC.02.01.

5.2. TIEP NHAN VA XU LY VAN BAN PEN
5.2.1.LUU PO

Trach nhiém
thue hién

< . . 5221
Van thu Qp nhan van ban D

A 4

§ P . - - 5.2.2.2
Van thu Pang ky van ban dén vao so va hé thong ]

Noi dung Pé muc

dién tt (HTDT)
.
. r 5.2.2.3.
Van thu Trinh, chuyén giao vin ban dén ]
\
\4
5.2.2.4.
Lanh dao Co ~ )
quan Lanh‘ Eigo c0 quan cIﬁn
dao giai quyet van ban
dén
B6 phan/ca 5.2.2.5.

nhén co trach
nhiém giai
quyét

B9 phan/ca nhan trién khai
giai quyet
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5.2.2. MO TA CHI TIET
5.2.2.1. Tiép nhén vin ban dén

Tat ca vin ban gui dén Trung tim Chat luong ving 2 bang céc hinh thirc
déu phai qua Van thu (phong HC-TH) tiép nhén.

Vin ban dén cua Trung tim Chat lugng ving 2 ¢6 2 hinh thtc:

- Vin ban dén 13 van ban giay.

+ Van thu kiém tra s6 luong, tinh trang bi, ddu niém phong (néu co),
noi guri; d6i chiéu sd, ky hiéu ghi ngoai bi voi s, ky hiéu cta vin ban trong
bi. Truong hop phét hién co sai sot hodc ddu hiéu bat thuong, vin thu bao
ngay nguoi co trach nhiém giai quyét va thong bao cho noi giri van ban.

+ Tt ca van ban gidy dén (bao gdm ca vin ban c6 dau chi d6 mat) guri
co quan, to chuc thudc dién ding ky tai van thu phai duge boc bi, dong dau
“DEN”. Pbi v6i vian ban gui dich danh c4 nhan hoic to chitc doan thé trong
co quan, to chtrc thi van thu chuyén cho noi nhan (khong boc bi). Nhitng bi
van ban gui dich danh c4 nhan, néu 1a vin ban lién quan dén cong viéc chung
cua co quan, td chuc thi ca nhan nhin van ban co trach nhiém chuyén lai cho
van thu dé dang ky van ban dén.

- Véan ban hanh chinh duoc 1anh dao, cac phong chuyén mon nhan dugc
va chuyén dén van thu tiép nhan 13 vin ban dién tir (ngoai Hé théng) thi quy
trinh tiép nhan tuong ty nhu déi v4i vin ban gidy.

- Vin ban dén 1a vin ban dién tir trén hé thong dién tu.

+ Van thu phai kiém tra tinh xac thuc va toan ven cua vin ban dién tir
va thuc hién tiép nhan trén Hé thong.

+ Truong hop vin ban dién tir khong dap ung quy dinh tai diéu trén

hoac gui sai noi nhan thi co quan, t6 chitc nhan van ban phai tra lai cho co
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quan, tO chitc gui vin ban trén Hé thong. Truong hop phat hién cé sai sot
hodc ddu hiéu bat thudng thi van thu bao ngay cho ngudi cé trach nhiém giai
quyét va thong bao cho noi giri vin ban.

+ Co quan, t6 chtrc nhan vin ban c6 trach nhiém thong bao ngay trong
ngay cho co quan, to chic gui vé viéc da nhan vin ban bang chtic ning cia
Hé théng.

Tat ca van ban dén Trung tam Chat ving 2 bang cac hinh thirc déu phai
duoc theo ddi tai van thu (phong Hanh chinh-Téng hop). Péi véi vin ban dén
1a van ban dién tir dugc luu trén hé théng “Vin phong dién ti— Bo Nong
Nghiép va Phat trién Nong thon”, vin ban dén 1a vin ban gidy dugc luu ban
gbc tai Trung tAm Chat luong ving 2 va duoc dua 1én hé thdng “Vin phong
dién tr - B Nong Nghiép va Phat trién Nong thon” dé 1anh dao xur 1y va luu

truc tiép trén hé théng van phong dién ti.
5.2.2.2. Ping Ky vin ban dén vao s6 va hé thong dién tir
5.2.2.2.1. Péng ky vin ban dén vao sé

Vin thu ding ky vin ban dén vao S6 diang ky van ban dén hodc vin thu
c6 thé dang ky va theo ddi vin ban dén trén file dién tir Excel (cu thé tén file
S6 nam_Phieu xu ly DATA) duoc luu tai duong din VAN BAN\SH
nim CONG VAN DEN\S6 nim_PHIEU XU LY VAN BAN DEN bao gdém
vin ban gidy, vin ban dén 1a vin ban dién tir (ngoai Hé thong) va van ban dén
1a van ban dién tir trén hé thdng “Vin phong dién tr - B Nong Nghiép va
Phét trién Nong thon”.

Vin ban mat dugc dang ky theo quy dinh ctia phap luat vé bao vé bi
mat nha nudec.
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5.2.2.2.2. Péng ky véin ban dén vao hé thong dién tir
a) Vian ban dén 1a vin ban gidy:
- Vin thu tiép nhan van ban va dang ky vao Hé thong.

u HE THONG QUAN LY VAN BAN VA DIEU HANH
N7 80 NONG NGHIEP VA PHAT TRIEN NONG THON

- Vin ban dén 13 van ban gidy, khi d6 van thu phai scan van ban gidy
va nhap cac thong tin tir van ban gidy vao hé thdng dién tir. Nguoi dung st
dung chirc ning “Khoi tao vian ban dén”.

Sau khi nguoi dung chon menu [Khoi tao vin ban dén], khi d6 hé thong

hién thi man hinh dé nhap cac thong tin trén van ban dén:

+ S6 ky hiéu (bat budc): S6 ky hiéu cua vin ban
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+ Pon vi ban hanh (bét budc): Pon vi ban hanh van ban
+ Trich yéu (bt budc): Trich yéu cia van ban

+ S6 trang vin ban

+ Ngay dén: mic dinh 1a ngay hién tai, c¢6 thé chinh sira

+ Ngay van ban
+ Han xtr 1y ctia van ban
+ Hinh thtrc van ban

+ D6 khan van ban
+ Hinh thitc chuyén

- Quy trinh dang ky vin ban dén 1a vin ban dién tr (ngoai Hé thong)
twong tu nhu dbi véi van ban dén 1a van ban gidy.

b) Vin ban dén la vin ban dién tir

- Vin ban dén dién tir 1a van ban duoc gui lién thong tir cac don vi khac
trong hé thong, nguoi ding sir dung chirc nang “Vin ban vao s6”.

- H¢ théng hién thi toan bo cac danh sach vidn ban dén dugc gui lién
thong trong hé thong. Ngudi ding chon 1 van ban trong danh sach dé xu 1y.
Toan bd cac thong tin cua van ban dén, duoc tu dong fill san, nguoi dung cé
thé stra lai thong tin mong mudn.

Sau khi van thu dang ky van ban dén, tat ca van ban dén da duogc sé hoa
s& duoc van thu luu tai duong din VAN BAN\S6 nim CONG VAN DEN\SH
nim_CONG VAN CHO XU LY dé lanh dao co quan xu 1y, tén file ctia vin
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ban s& dugc luu theo S6 Nam Thang Ngiay Noi dung trich yéu cia vin
ban_S4 ky hiéu vin ban.
5.2.2.3. Trinh, chuyén giao vin ban dén

Vién thu trinh van ban dién tor dén nguoi cd tham quyén chi dao giai

quyét trén Hé thong.

= o= —

Sau khi thyc hién xong cac budc trén, clik nit [Luu], khi d6 van ban sé&

duoc luu vao kho trén hé théng dién tir.
5.2.2.4. Linh dao co quan chi dao giii quyét viin ban dén

Ngudi co tham quyén ghi ¥ kién chi dao giai quyét vin ban dén trén Hé
théng va cap nhat vao H¢ théng cac thong tin: Pon vi hodc ngudi nhan; y
kién chi dao, trang thai xtr 1y vin ban; thoi han giai quyét; chuyén vin ban
cho don vi hodc ¢4 nhan duogc giao giai quyét. Truong hop van ban dién tur
gti kém vin ban gidy thi Vian thu co quan thuc hién trinh vin ban dién tr trén
Hé théng va chuyén vin ban gidy dén don vi hodc ca nhin duoc ngudi cé

tham quyén giao chu tri giai quyét.
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Trong trudng hop van ban can chuyén dén cac ddi tuwong xur 1y khac
nhau ngudi dung c6 thé thuc hién chuyén vin ban theo ludng quy trinh bing

cach click vao nut [Chuyén], chon ddi twong can chuyén & budc tiép theo.

R 4 oelt

D ranl Ol

Céc van ban dén 1a vin ban gidy, van ban dén la van ban dién tir (ngoai
Hé théng) va trén hé thong dién tir sau khi lanh dao co quan xir Iy xong thi
file gbc s& duoc nguoi xur 1y luu thém chir ‘da xu ly’ vao phia sau (cu thé 1a
S6 Nam Thang Ngay Noi dung trich yéu cua van ban S6 ky hiéu vin
ban_da xu ly) va dugc vin thu luu tai VAN BAN\S6 nim CONG VAN
DEN\SS nim_CONG VAN DEN_BAN GOC\S6 naim_VAN THU.
5.2.2.5. Bo phan/ca nhan trién khai gidi quyét

Nguoi ding dau co quan, to chiic ¢ trach nhiém chi dao giai quyét kip
thoi van ban dén va giao ngudi co trach nhiém theo ddi, don dbc viée giai
quyét van ban dén.

Khi nhan dugc van ban dén, don vi hodc c4 nhan ¢6 trach nhiém nghién

ctru, giai quyét van ban dén theo thoi han quy dinh tai quy ché lam viéc cua
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co quan, td chtrc. Nhitng van ban dén c6 ddu chi cac mirc do khan phai duoc
giai quyét ngay.
Nhiing van ban dén thudc loai quy pham phap luat, van ban chi dao cua
B0, Cuc thi van thu luu ban chinh, cac phong/bd phan/ ca nhan luu ban sao.
Thoi gian luu trit cic van ban dén thuc hién theo nghi dinh s
30/2020/ND-CP, ngay 05/03/2020 cua Chinh pha vé cong tac van thu va thong
tu s6 10/2022/TT-BNV ngay 19/12/2022 cua Bo truong Bo Noi vu quy dinh

tho1 han bao quan tai lidu.

6. PHU LUC
STT Tén tai liéu M3 hiéu
PHU LUC 01 |S6 dang kY van ban di BM.HC.02.01
PHU LUC 02 [S6 ding ky van ban dén BM.HC.02.02
PHU LUC 03 |Phiéu trinh vén ban di BM.HC.02.03
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PHU LUC 01
MAU SO DANG KY VAN BAN DI

1. Bia va trang dau

SO
CONG VAN DI

TU NGAY..... DEN NGAY.......
TU SO PEN SO...........

2. Noi dung diang ky van ban di gom cac noi dung:

Tén loai

. vatrich Noi bonvi, |-«
S6, ky hiéu Ngay thang A At R nguoi Ghi
s TS An ba Yeunol | i kv nhén = . |luong !
van ban van ban d < guol Ky . .. | nhanban| ° ha
ung van vin ban ban | Chu
ban luu

1) () ) (4) (5) (6) 7)) | 8
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PHU LUC 02

MAU SO DANG KY VAN BAN DEN

1. Bia va trang dau

CONG VAN DEN

TUNGAY..... DENNGAY.......
o TN PEN SO............

SO

2. Noi dung ding ky vin ban dén gém cac ndi dung:

Ngay phat | Nguwoi nhin

Trich yéu

S6 vin | Ngaynhian | Co quan |[S§ phibu xir hanh vin | cbne vin
A \% A% ns
bingbc | vianban | phat hanh Iy ) ® ndi dung
ban dén
1) (2) ©) (4) ®) (6) (7)
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PHU LUC 03
NAFIQPM- CENTER 2 ’
PHIEU TRINH VAN BAN DI
Thyc hién theo chi dao cua Lanh dao Trung tam tai phi€u xir ly cong van:
Cong van dén s6: ngay / /20... ‘ Vin ban gc s6: ngay / /20...
Yéu cau khac:
Mtc d6: [1Khan [1Quan trong Thoi han yéu cau hoan thanh:  Ngay /  /20...
L Thuong
1 Phan soan thio
Chuyén vién soan thao: Trudng phong chu tri soan thao:
Negay / /20... Negay / /20...
Y kién cua cac phong phdi hop(néu co): Phong HC-TH:
Ngay / /20... Ngay [/ /20..
2. Trinh ky
Trinh lin: | Q. Giam déc¢ O Phé Giam déc [

Y kién ciia Lanh dao Trung tim

Ngay / /20...

BM.HC.02.03
02/05/2024




