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I1l. QUON LY VAN BON bl

1. KiO m tra thO thUc, hinh thi ¢ va ki thult trinh bay; ghi s0 va ngay, thang cla van bl n

a. Kilm tra thl thO ¢, hinh thi ¢ va ki thu( t trinh bay van bl n

Tri0c khi thO ¢ hil n cac céng vilc dl phat hanh van bin, can b0 van thD cOn kidm tra I0i vO thQ
thO ¢, hinh thi ¢ va ki thult trinh bay van bl n; n0u phat hidn c6 sai s6t, phii kO p thdi bao céo
ngl0i di0c giao trach nhil m xem .xét, gili quyOt.

00000000000 b) Ghi sU va ngay, thang van bl n

- Ghisll cDavan bin

TOtcl van bOn diclacl quan, ti chic, tr0 tri0ng hip phap lult ¢6 quy d0nh khac, diu dilc
danh sl theo h0 thOng sU chung cla cl quan, t0 chdc do van th0 thOng nhitquln ly.

Vil ¢ danh sl van bl n quy philm phap lult dd0c thC ¢ hil n theo quy dilnh t0i did m a khoOn 3
MOc Il cla Théng tl lién t ch s 55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nam 2005 cl a Bl
NOi vO va Van phong Chinh phl h00ng din vO thd thc va kU thult trinh bay van bl n.

Vil ¢ danh sl van b n hanh chinh dd0c thO ¢ hil n theo quy dinh t0i didm b khodn 3 MOc Il cla
Théng t0 lién t0ch sO 55/2005/TTLT-BNV-VPCP va hiling din t0i Céng van nay. Tul theo tlng
sU van bOnva sl I00ng mOilo0i van bl n hanh chinh di0c ¢l quan, t0 chOc ban hanh trong mOt
nam ma Il a chi n phi0ng phap danh si va dang ky van bl n cho phu hip, c0 th nhi sau:
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+ BUivlinhing cl quan, t0 chdc ban hanh di0i 500 van bl n mit ndm thi c6 tho danh s va
dang ky chung cho tiit ¢l cac loli van bl n hanh chinh;

+ Nhi ng cl quan, t0 chic ban hanh t0 500 din d00i 2000 van bdn mit nam, c6 thD I0a chin
phi0ng phap danh s va dang ky hin hip, vl a theo t0 ng lo0i van bl n hanh chinh (ap ding dOi
vimOtsO lodivan bln nhd quyltdinh ca bilt), chd thD (ca bilt), gily gili thilu, gil'y di d00ng,
v.v...); vla theo cdc nhdm van bl n nhit d0nh (nhém van b n c6 ghi tén lodi nhl ch00ng trinh,
kD hoOch, bao cao, v.v...,va nhdm cong van);

+ BUivlinhdng cl quan, t0 chdc ban hanh trén 2000 van bl n mOt nam thi nén danh s va
dang ky riéng, theo tling loi van bl n hanh chinh.

Van bin mOt di dd0c danh sO va dang ky riéng .

- Ghi ngay, thang van bl n

Vil ¢ ghi ngay, thang van b n di0c thi ¢ hil n theo quy dinh t0i dilm b khodn 4 Mic Il cDa
thong t0 lién t0ch sO 55/2005/TTLT-BNV-VPCP.

0000 ¢) Nhan bl n

Van bl n di d00c nhan bl n theo dung s 100ng va thii gian quy dinh. Vil c nhan van bln
mOt d00c thOc hiln theo quy dinh t0i khoOn 1 diDu 8 cDaNghO dinh sO 33/2002/ND-CP ngay
28 thang 3 nam 2002 cl a Chinh phl quy ddnh chi ti0't thi hanh Phap I0nh B o vO bi m0t nha
no0c.

2. béng dilu cl quan va diu mic d0 khin, mOt
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0000 a) Bong diu ¢l quan

Vilc déng dlu Ién chl ky va lén cac phU I0 ¢ kem theo van bl n chinh di0c thi ¢ hiend theo
quy dinh tdi kholln 2 va 3 Bilu 26 clu NghU dinh s0 110/2004/ND-Cp ngay 08 thang 4 nam
2004 cla Chinh phO v cbng tac van tho.

Vil c déng diiu giap lai dUi vOi van b n, tai lio u chuyén nganh va phl 10c kém theo diUc thic
hil n quy dinh t0i khoOn 4 Bilu 26 cla NghU dinh sd 110/2004/ND-CP. DO u dic dong vao
kholl ng gilla mép phli cla van bln holc phd 10c van bin, trum |én mOt phln cac t0 gily.

b) bong diu di khi n, mit.

Vil ¢ déng dilu cac di khin ("hoO tOc" (kO cO0 "HoO t0c™ hin gil), "ThoOng khin" va "Khi n")
trén van bl n di0c thdc hiln theo quy dinh tdi dim a kholn 10 Mdc Il chaThoéng t lién tlch
sl 55/2005/TTLT-BNV-VPCP.

Vil c déng dlu cac 60 mOt ("tuy0t mOt", "TOi mOt" va "MOt"), d0u (Tai lilu thu hOi trén van b n
diOc thOc hiln theo quy dinh t0i khon 2 cla Thong t0 sO 12/2002/TT-BCA (A11).

VO tri dong diu d0 khiin, d0u d0 mOt va ddu tai lilu thu hOi trén van b n di0 ¢ thi ¢ hiln theo
quy dinh I0i di0m k kholln 2 MO ¢ lll cDa Thong t0 lién t0ch sO 55/2005/TTLT-BNV-VPCP.

3. bang ky van bl n di

Van bl n di d00c dang ky vao sil dang ky van blin di holc ¢l s di lilu van bl n di trén may vi
tinh.

a) Dang ky van bl n di bl ng sl
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- LOp sO dang ky van bl n di

Can cO ting s va sO I00ng miilodi van bl n di hang nam, cac cU quan, t0 chic quy dinh
cl thD vilc ID0p sO dang ky van bl n di cho phu hd p. Tuy nhién, khéng nén I0p nhilu sO ma cé hi
s ding miOt sO di0c chia ra thanh nhilu phiin d0 dang ky cac loli van bl n tul theo phi0ng
phap danh sl va dang ky van bl n di ma cl quan, t0 chOc ap ding theo hiOng dintlididmb
khon 1 cla MO c nay, cU thD nhD sau:

+ DPUivliinhing cl quan, t0 chic ban hanh di0i 500 van bl n mit nam thi chl nén I0p hai lo0
sl sau:

- S dang ky van b n di (lo0i thO D ng);

- SO dang ky van bl n mOt di.

+ NhOng cl quan, t0 chOc ban hanh t0 500 d0n d00i 2000 van bl n mOt nam cé thD I0p cac loUi
sl sau:

- SO dang ky van bl n quy phI m phap lult (ndu c6) va quydt ddnh (ca bil't), chd th0 (ca bilt)
(lo0i thDOng);

- S dang ky van bl n hanh chinh cé ghi tén lolli khac va cdng van (lo0i thI 0 ng);

- SO dang ky van bl n miOt di.

+ BUivlinhdng cl quan, t0 chdc ban hanh trén 2000 van bl n mOt nam thi cOn l0p it nhOt cac
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lo0i s sau:

- SO dang ky van bl n quy phI m phap lult (ndu c6) va quydt dinh (ca bil't), chd thO (ca bilt)
(lodi thDOng):

- S dang ky van b n hanh chinh c6 ghi tén loli khac (lo0i thi 0 ng);

- SO dang ky céng van (lolli thI0 ng);

- SO dang ky van bl n mOt di.

- Bang ky van bl n di

MO u sO va vil c dang ky van b n di, k0 c bl n sao van bln va van b0n mOt, d00c thdc hiln theo
hiOng din tdi Pho 10cVIl - SO dang ky van bl n di kem theo Cong van nay.

b) bang ky van bl n di bl ng may vi tinh s di ng chil ng trinh qui n ly van bl n

Yéu cllu chung dli vOivilc xay ding ¢l sO dO liDu van bl n di di0c thdc hi0n theo BOn hi0ng
din vD 0ng dO0ng céng nghl théng tin trong van thd - 10u tr0 ban hanh kém theo Cong van SO
608/LTNN-TTNC ngay 19 thang Il nam 1999 cla Clc LOu trd Nha ni0c (nay la Clc Van thD va
LOu trd nha nO0c).

Vil c dang ky (clp nhit) van bl n di vao cl sO di lilu van bl n di di0c thic hi0n theo hI0ng din
s ding ching trinh phin mOm quin ly van bOn c0a cl quan, t0 chic cung cOp chilng trinh
phn mOm do.
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4. Lam th0 t0c, chuyl n phat va theo doi vil ¢ chuyl n phat van bl n di.

a) Lam thl 0 c phat hanh van bl n.

- L0a chin bi.

Tul theo sU I00Nng, dO day va khO gily cla kich thiOc bi cho phu hU'p. Bi van bl n cOn cé kich
thO0Oc I0n hOn kich thOOc c0a van bl n khi dic vao bi (0 ding dl nguyén khi gily holc dilc
glp I0i) A0 cé thD vao bi mit cach di dang (chitilt xem hI0ng dintdi PhO I0c VIII - Bi van b0 n
kém theo Céng van nay).

Bivan blncn dilc lam blOng lo0i gily dai, bl n, khé thi m n00c, khéng nhin thu qua di0c va
c6 dinh I00Ng it nhOt t0 80gram/m2 trd 1én. Bi van bin mOt d00c thi ¢ hil n theo quy dinh t0i
kholln 2 clla Théng t0 sO 12/2002/TT-BCA (A11).

- Trinh bay bi va vilt bi.

MO u trinh bay bi van bl n va cach vilt bi di0c thi ¢ hiln theo h00ng din t0i PhO D¢ VIII -Bi van
bl n kem theo Céng van nay.

- Vao bi va dan bi:

Tuy theo sU I00ng va di day cla van b0n ma I0a chin cach gip van bin di vao bi.. Khi gip
vanblncOnlluydl micgiy cé chl vao vao trong.

Khi vao bi, cn tranh lam nhau van b n. Khi dan bi, cin [0u y khéng dil h0 dan dinh vao van
bl n; hd phOidinh d0u; mép bi phli di0c dan kin va khéng bl nhan. HI dung di dan bi phli cé
dd kOt dinh cao, kho béc.
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- Boéng diiu d0 khin, d0u chd ky hilu d0 mOt va ddu kh&c 1én bi .

Trén bi van bl n khi n phUi déng dilu d0 khO n dung nh ddu d0 khO n dong trén van bl n trong bi.

Vil c déng dilu "ChO ngd0icd tén mii dilc boc bi" va cac dilu chl ky hilu d0 mOt trén bi van
bIn lultdi0c thdc hiln theo quy dinh t0i kholn 2 va 3 cla Théng t0 sO 12/2002/TT-BCA
(A11).

b) Chuyi n phat van b0 n di

- Chuyl n giao tri ¢ til p cho cac diin v ca nhan trong nli bl ¢l quan, t0 chic

Tul theo sU I00ng van bl n di di0c chuyln giao tric til p cho cac din vi, ca nhan trong nii bl
cl quan, t0 chOc va cach 0 chic chuyln giao (d00c thOc hi0n tdi van thd holc do can bl van
thD tr0c ti0p chuyln d0n cac din vO, c& nhan), cac cl quan, ti chic quyldtdinh IDp sO riéng
hoUc sl diing sU dang ky van bl n di dl ¢l quan, t0 chic quyldtdinh IDp sO riéng holc s ding
s dang ky van bl n di d0 chuyln giao van bl n theo hiOng din dili day:

+ NhOng ¢l quan, t0 chOc c6 sO 100ng van bl n di di0c chuyln giao trong ndi b0 nhidu va vilc
chuyln giao van bin dilc thic hiln t0p trung tli van thd cOn 10p sO chuyln giao riéng (mOu sO
va vilc vao sl dilc thic hilntheo hiOng din tdi Phd I0c IX — SOchuyd n giao van bl n di kém
theo Céng van nay).

+ BUivlinhing cl quan, t0 chdc cé sO I00ng van bln di di0c chuyln giao it va vil c chuyl n
giao van b n do can bl van thd tr0c til p thi ¢ hién thi nén sO d0ng sO dang ky van bl n di d0
chuyln giao van b n, chl cOn bl sung clt"Ky nhin" vao sau cOt (5) "NOi nhD'n van bl n".

Khi chuyl n giao van b n cho cac din v, c& nhan trong ndi b0, ngd0i nhIn Van b0 n phi ky
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nhOn vao sO.

- Chuyl n giao tri ¢ til p cho cac ¢ quan, 10 chi ¢ khac

TOt cd van bl n di do can bl van thd holl ¢ giao lién ¢ quan, t0 chic chuyln trlc ti0 p cho cac cl
quan, t0 chdc khac dlu phii di0c dang ky vao sl (mOu sl va vil'c vao sl dilc thic hién theo
hiOng din tdi PhO I0c IX - SO chuyln giao van b n di) Khi chuyd n giao van bl n, phliyéu clu
ng00i nhOn ky nhn vao sO.

- Chuyl n phéat van bl n di qua bl u dil n

TOtcO van bl n di di0c chuyln phat qua hi thOng b0 u diln diu phiidl0c dang ky vao si (mdu
sU vavillc vao sl dilc thic hiintheo hilng dintli Phl I0c X sO gdivan bln di blu diln kem
theo CAng van nay). Khi giao bi van bl n, phli yéu clu nhan vién bl u diln kil m tra, ky nhIn va
dong diu vao sl (nOu cd).

- Chuyl n phét van bl n di bl ng may Fax, quan m ng.

Trong trl0ng hd p cOn chuyl n phat nhanh, van b n di cé thD d00c¢ chuydn cho nii nhi n bl ng
may Fax hol c chuyln qua ming, nhi ng sau d6 phdi gli b0n chinh dli vOi nh0 ng van bl n co
giatrd IDu tr0.

- Chuyl n phéat van b0 n mOt

Vil ¢ chuyl n phat van b0 n mOt di0c thO ¢ hiln theo quy dinh t0i Bidu 10 va Bilu 16 cl aNghl
dinh s 33/2002/ND-CP
va quy dilnh t0i kholn 3 cla Théng t0 sO 12/2002/TT-BCA(A11).
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¢)Theo déi vil c chuyi n phat van bl n di

Can bl van thd c6 trach nhid m theo ddi vil ¢ chuyl n phat van bl n di, c0 thd nh0 sau:

- LOp phiCu gOi d0 theo d6i vil ¢ chuyl n phat van bl n di theo yéu clu cla ngili ky van bl n.
Vil ¢ xac dinh nhIng van bOn di cOn I0p phidu glido ddn vl holc c& nhan solln thlo van bin
dl xuCt, trinh ngO0i ky van bl n quylt d0nh;

- B0i vli nh ng van bl n di c6 dong diiu "Tai liDu thu hOi", phUi theo déi, thu hii dung thii hin;
khi nhi n I0i, phOi kidm tra, di chilu d0 b0 o d0m van b0 n khéng bl thidu hollc thit IDc;

- B0ivlibi van bIn gdi di nhi ng vi ly do nao dé (do khéng c6 ngl i nhO n, do thay dli dla chO,
v.v...) ma blu didn tr0 10i thi phdi chuyOn cho d0n v holc ca nhan soln thdo van bl n do; ding
thOi, ghi cha vao sl glivan bln di blu diln dl kil m tra, xac minh khi ¢l n thi0t;

- Tri0ng hOp phat hiln van b0 n b0 thOtI0c, phOi kO p thdibao cao nglli dilc giao trach nhidm
xem xét, gili quyOt.

5.L0uvan bin di

Vilc lI0u van bl n di di0c thi ¢ hil ntheo quy dinh t0i Bilu 19 cdaNghl dinh sO
110/2004/ND-CP .BOnl0u
t0ivan thD labln co chi ky tric tilp cla nglOi c6 thim quydn.

BOn IDu van bln ditlivanthD di0c SOp xOp theo thd t0 dang ky. NhO ng van bl n di d00c danh
sO va dang ky chung thi dd0c sOp x0p chung; di0c danh sO va dang ky riéng theo tong lol i van
bl n hol ¢ theo t0 ng nhém van b0 n thi dl0c¢ sOp xUp riéng, theo dung s th0 t0 c0a van bOn.
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Céac cl quan, tl chicclntrang bl dly dil cac phing tiln cOn thiltdl blo vd, b0 quln an toan
bln IDu tdivan thi.

Can bl van thd co trach nhidm I0p sO theo doi va phic vO kO p thdiyéu cOu s ding bin I0utDi
van thl theo quy dilnh cla phap lult va quy dinh cl thO cla cl quan, t0 chic. MOu sl va villc
ghi s d0c thOc hidntheo hiOng dintli Phi I0c XI- SO sO ding bOn I0u kem theo Céng van

nay.

VilcIOu gid, b0o v, blo quin va sl ding bln I0uvan blndicd dong diu cac di mitdilc
thO ¢ hiln theo quy dnh cla phap lult vl blo vl bi mOtnhanilc
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