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V/Vv thyc hién mot s6 noi dung theo
Nghi dinh s6 30/2020/ND-CP

Kinh gtri: Cac don vi chlrc nang va su nghiép thudc Cuc.

D¢ trien khai thyc hién Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3
ndm 2020 cua Chinh phu vé cong tac van thu, Cyc Van thu va Luu trir nha nudce
dé nghi cac don vi thuc hi¢n mot s6 ndéi dung nhu sau:

I. MOT SO QUY PINH MOI

1. 29 loai van ban hanh chinh

B6 ban cam két, gidy chirng nhén, gidy di duong, gidy bién nhan hd so va
thém phiéu bao.

2. SO trang vin ban

Pit canh giita theo chiéu ngang trong phan 18 trén ctia van ban.

3. Ciin ctr ban hanh vin ban (ap dung Nghi quyét, Quyét dinh)

Trinh bay béng chit in thuong, kiéu chir nghiéng; c& chir tur 13 dén 14,

trinh bay duoi phan tén loai va trich yeu ndi dung van ban; sau mdi cin cilr phai

xuong dong, cubi dong c6 dau cham phay (;), dong cubi cung két thuc bang dau
cham ().

4. Sir dung con dau (Cac vin ban ban hanh kém theo viin ban chinh
hoic phu luc)

DAau dugc dong 1én trang dau, trim mot phr:in tén co quan, t6 chuic hodc
tiéu dé phu luc.

5. Chir ky s6 ciia co’ quan, to chirc

Hinh anh, vi tri chit ky s6 cua co quan, t6 chuc 1a hinh anh du cua co
quan, t0 chirc ban hanh van ban trén van ban, mau do, kich thudc bang kich
thude thuc té cua dau, dinh dang (.png) nén trong sudt, tram 1én khoang 1/3 hinh

anh chir ky s6 cua ngudi co thim quyén vé bén trai (Chi hién thi hinh anh con
dau, khong hién thi thong tin).

6. Van bian ban hanh kém theo van ban chinh (Quy ché, Quy
dinh,...ban hanh kém theo Quyét dinh)

a) Bo quyf%n han, chtrc vu nguoi ky va dau, chir ky sé cta co quan, to
chuc tai vi tri cudi cung cua van ban kém theo.

b) Thong tin chi dan kém theo vin ban “Kém theo Quyét dinh sb
............ /QP-.....ngay ... thang ... ndm 20... cla ...........” dugc ghi day du doi voi
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van ban gidy; dbi voi van ban dién tir, khong phai dién thong tin tai cac vi tri
nay.

¢) Ky s6 van ban kém theo

- Van ban kém theo cung tép tin voi van ban chinh: Van thu co quan chi
thuc hién ky s6 van ban va khong thuc hién ky s6 1€n van ban kém theo

- Van ban kém theo khong cung tép tin voi ndi dung van ban chinh: Van
thu co quan thuc hién ky sb ctia co quan, t6 chtc trén vin ban kém theo

- Vi tri: G&c trén, bén phai, trang dau ctia van ban kém theo.

- Hinh anh chit ky s6 cta co quan, to chirc: Khong hién th.

- Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nim; gid
phat gidy; mii gio Viét Nam theo ti€u chuan ISO 8601) dugc trinh bay bang
phong chit Times New Roman, chit in thuong, ki€u chir diing, c¢& chit 10, mau
den.

7. Phu luc

a) Thong tin chi dan kém theo Van ban trén moi phu luc (Kem theo van
ban s6 .../...-... ngay .... thang .. ..) duoc ghi day du déi voi van ban
gidy; do1 vo1 van ban dién tu, kh()ng pha1 dlen thong tin tai cac vi tri nay.

b) Ky s6 Phu luc

- B6i véi Phu luc cung tép tin vo1 ndi dung van ban dién tur, Van thu co
quan chi thuc hién ky s6 van ban va khong thuc hién ky s6 1én Phu luc.

- P6i voi Phu luc khong cung tép tin véi ndi dung vin ban dién tir, Vin
thu co quan thuc hién ky s ctia co quan, to6 chire trén tung té€p tin kém theo, cu
thé:

- Vi tri: G&c trén, bén phai, trang dau ctia mdi tép tin.
- Hinh anh chit ky s6 cta co quan, to chirc: Khong hién th.

- Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nim; gio
phut gidy; mai gio Viét Nam theo tiéu chuan ISO 8601) dugc trinh bay bang
phong chir Times New Roman, chit in thuong, kiéu chit dimg, ¢& chir 10, mau
den.

8. Ban sao
- Sao tir gidy sang dinh dang gidy: duoc thyc hién nhu cii

- Sao tir dién tir sang gidy: duoc thuc hién bang viéc in tir ban gdc van ban
dién tir ra gidy va dugc trinh bay thé thé thirc va k¥ thuat nhu cti

- Sao tir dinh dang giéy sang dién tu: dugc thuc hi¢n béng viéc s6 héa van
ban gidy (dinh dang pdf, phién ban 1.4 tr¢ I€n, &nh mau, do phan giai to1 thieu
200dpi, ty 1€ s6 hoa 100%) va ky so cua co quan, to chirc.

- Thé thirc va k¥ thuat trinh bay ban sao dién tu:
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+ Vi tri: Géc trén, bén phai, trang dau cta van ban, trinh bay tai 6 s6 14
Muc IV Phan I Phu luc nay.

+ Hinh anh chit ky s6 ctia co quan, t6 chirc: Khong hién th.

+ Thong tin: Hinh thirc sao, tén co quan, t6 chirc sao vin ban, thoi gian ky
(ngay thang nam; gio phat gidy; mui gio Viét Nam theo ti€u chuan ISO 8601)
dugc trinh bay bang phong chit Times New Roman, chitr in thuong, kiéu chir
dimg, ¢& chir 10, mau den.
9. Miu déu dén

Thay noi dung “Luu ho so s6” thanh “Sé va ky hiéu HS”.

TEN CO QUAN, TO CHUC

. SO

S6 va ky hiéu HS:..........

10. MAu s6 ding Ky vin ban di, viin ban dén

~a) Tich hop So dang ky van ban di va S0 chuyén giao van ban di thanh 01
s0, to1 thi€u gom 10 ndi dung:

S6, ky | Ngay Tén loai Noi | Donvi, |
hiéu | thang va trich Ngwoi | nhan | nguoi | Ngay | Ky | Ghi
< < X A P < A wong X A ,
van van | yéungidung | Ky van nhan A chuyén | nhan | chu
. . < . . ban
ban ban van ban ban | ban luu
1) (2) 3) @4 | (6) () (8) 9) |(10)
~ b) Tich hop S6 dang ky van ban dén va S6 chuyén giao van ban dén thanh
01 s0, toi thiéu gom 10 ndi dung:
, S0, | Ngay |Tén loaiva | Pon vi
Ngay | So | Tac | ky hi¢u | thang | trich yéu hoac Ngay | Ky | Ghi
deén | dén | gia van van ndi dung | ngwoi | chuyén | nhan | chu
ban ban van ban nhan
OREGEEORENC ©) (6) () (8) ©) | (10)
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I1. SUA POI QUY CHE CONG TAC VAN THU, LUU TRU

Can cu cac quy dinh‘tai Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3
nam 2020 cua Chinh phu vé€ cong tac van thu cac don vi su nghiép thudc Cuc
stra doi Quy ché cong tac van thu, luu trit ciia co quan, don vi cho phu hop./.

Noi nhin: CUC TRUONG

- Nhu trén;

- Cuc trudng;

- Céc Pho Cuyc trudng;
- Luu: VT, VP.

Cuc Van thu Luu trir Nha nude
Bo Noi vu -
#4)3/2000-10:48:02

Dang Thanh Tung
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