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HIIONG OAN
c6ng t6c v5n thu trong c6c co quan

cfra t6 chrfrc chinh tri - xi h6i

- Cdn cri Quy dinh s6 270-QD1TW, ngiry 06-12-2014 cta Ban Bf thu vO

Ph6ng Luu trfr Ding CQng sin ViQt Nam;

- Cdn cu Lupt Giao dich dien tu cfia Qudc hQi nudc CQng hoi xd hQi chri nghTa

Vi6t Nam sO Sllz}OslQHll, ngey 2g-ll-2005 vd Quy dinh sO ZO9-qD/TW,
ngdy 25-11-2014 ctra Ban Bf thu vC thgc hi6n giao dich dien tu trong ho4t ilQng

cira c6c c0 quan tl6ng;

- Cdn cri vdn b6n sd 0I/VBHN-BNV, ngey 25-02-2014 duaBQ Ngi vg x6c
thgc hsp nh6t Nghi dinh sO LLO1}OO4NE-CP, ngey 08-4-200 4 cua Chfnh phu vii
c6ng t6c vdn thu vd Nghi dinh sO O9IZOt0AID-CP, ngey 08-02-2010 cria Chinh
phu vd stra tl6i, b6 sung mQt s6 didu cua Nghi dinh s6 LLO12OO4ND-CP, ngey
08-4-200 4 ci;r- Chfnh phu vO c6ng t6c v6n thu,

D€ th6ng nh6t cric nQi dung nghiQp vp trong c6ng tiic vdn thu, phir hgp v6i
c6c quy dinh cua ph6p luft, nhim b6o tl6m th6ng tin cho c6c hopt tlQng lSnh dpo,

quin ly cua cric t6 chirc chfnh tr! - xd hQi, Vdn phong Trung uong Dang hu6ng
d6n vC cdng t6c vdn thu trong c6c co quan cua t6 chirc chinh tri - xd hQi nhu sau :

I- HIIONG DAN CHUNG

1- Ph4m vi vir a6i tugng 6p dBng

- Hucrng ddn quy trinh, thfi tpc, ndi dung nghiqp vg trong c6ng t6c vdn thu,
rl
bao g6m : vi6c soan th6o, ban henh, quan ly vdn bin CIi; ti6p nhan, qua'n ly vdn
bin d6n; lap h6 so hinh thenh trong qu6 trinh theo d6i, gi6i quytlt cdng viQc thuQc

chfc ndng, nhiQm vu cta co quan, c6 nhdn vd nQp luu h6 so, tdi liQu vdo luu trfi
c0 quan; quAn ly vd st dpng con d6u.

- Hu6ng d5n ndy ilugc v6n dpng il€ xay dUng vir ban henh c6c quy tlinh, quy
ch6 c6ng t6c vdn thu trong c5c ccv quan cta c6c td chtc chinh trf - xd hQi, g6m :

M[t trdn Td quoc viQt Nam, TOng Li6n rlodn Lao dQng viQt Nam, Hgi Li6n hiQp

Php nfr ViQt Nam, Hqi N6ng d6n ViQt Nam, HOi CUu chiiSn binh Vi0t Nam, Dodn
Thanh ni6n C6ng sin UO Ctri Minh.

af_
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2- Giai thich tri ngfr

Trong Hu&ng ddn nhy, .rhirng tu ngfr du6i tl6y rluqc hi6u nhu sau :

- C6ng tdc vdn thuld c6c c6ng viQc v6 so?n th6o, ban hdnh vdn bin; quan ly
vdn bin vd tdi li6u kh6c hinh thanh trong qu5 trinh hopt tt6ng cta co quan, t6
chric; lap ho so vd giao nQp h6 so vdo luu trfi co quan, td chfc; quan ly vi su
dUng con d6u trong vdn thu.

- Vdn thu co quan ld tlon v! hopc cri nhdn dugc giao thuc hiQn c5c nhiQm vu
cria c6ng t6c v6n thu co quan.

- Vdn thu don vi ld cd nh6n trong clon vf cta co guffi, t0 chric, dugc ngudi
dung ilAu dcrn vi giao thuc hi6n m6t s6 nhiQm vu cta c6ng t6c vdn thu nhu : titip
nhfn, dang ky, trinh ky, chuy6n giao vdn b6n, qu6n lli hO so, tdi li6u cua tlon v!
tru6c khi giao nQp vdo luu trfr co quan.

- Vdn bdn lit phuong ti6n ghi tin vd truy6n dpt th6ng tin hinh thanh trong quii
trinh hopt tlQng cta co quan bing ng6n ngt hodc \i hiQu, dugc trinh biy theo thiS
thirc nh6t dinh.

- Vdn bdn di ld tdt ch cdc lopi vdn b6n, bao g6m vdn b6n gi6ry, van bAn tlien
tu do c0 quan ph6t hdnh.

- Vdn bdn diin ldt6t ch cdc lo4i v6n bAn, bao g6* vdn bin gi6y,v6n bin tliQn
tri vd don, thu do co quan nhOn dugc tir co quan, c6 nh6n gui d6n.

- Bdn thdo vdn bdn ld b6n dugc vi6t hoSc clinh mby, hinh thenh trong qu6
trinh soan th6o m6t vdn bin.

- Bdn g6c vdn bdn ldb6n hodn chinh vC nQi dung, th6 thric v6n b6n duoc co
quan ban hirnh vd c6 cht ky truc ti6p ctra ngudi c6 thAm quydn.

- Bdn chinh vdn bdn le ban hodn chinh vC nQi d*g, th6 thfc vdn bin vd
dugc co quan ban hdnh.

- Bdn sao vdn bdn ld b6n chup hoflc d6nh mdy l4i chfnh x6c tu bin chfnh cria
v[n b6,n c6 x6c nhan sao cfia ccy quan, t6 chric c6 th6m quyAn.

- H6 so ld mQt tap tdi liQu c6 li6n quan v6i nhau vA mQt v6n ild, mQt sg viQc,
mgt d6i tuQrlg cu this hopc c6 dic tli6m chung, hinh thenh trong qu6 trinh theo
r-. A.d6i, gi6i quy€t c6ng viQc thuQc ph4m vi chric ndng, nhiQm vg cria co quan, t6

chfc, cri nh6n.

- Ho so nguyon tdc ln tQp hgp cdc vdn ban quy pham phrlp ludt, vdn b6n
hucrng d6n vC .rh.i'ng mflt c6ng t6c nghiQp vp nh6t dinh dirng ldm cdn cf ph6p ly,
tra ciru Ltri gi6i quyet cong vi6c cria co quan, to chric, c6 nh6n.
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- Lqp hi so li viQc tflp hqp, sap xtip tdi liQu hinh thenh trong qu6 trinh theo

d6i, gi6i quy6t c6ng viQc cira co quan, t6 chric, c6 nh6n thenh h6 so theo nhimg
^ .!

nguy€n tdc vir phucrng ph6p nh6t dinh.

- Danh muc hi so ld bing k6 co hQ th6ng c6c h6 so dg ki6n lap trong ndm

v6n thu cua t6 chtic kdm theo ky hiQu, ilcrn vi ho6c ngudi lap vd thdi h4n b6o

qu6n cria mdi h6 so.

- Ltru trii co quan ld t6 chtic thyc hiQn hopt clQng luu trfi AOi vOi tdi liQu luu

trir ctra c0 quan, t6 chric.

- Thdi hqn nQp lmt h6 sa ld thoi gian quy dinh nQp luu h6 so tu vin thu viro

luu trir co quan hoflc tir luu trf co quan viro luu trfr lich su.

3- Nguy6n t6c vi y6u cAu chung

- Mqi hopt tlQng quin ly, chi d4o, giao dich cua cdc co quan d6u phii dugc

vdn bAn ho6 vd lap hO so dAy ctu.

- Van bin phii dugc sopn th6o clirng trinh tu, tht tpc, ban hinh tlirng thii

lopi, thAm quy6n vi th6 thric theo quy dfnh.

- ViQc ti6p nhan, ddng ky, qu6n lj, chuy€n giao vdn b6n tliSn; trinh ky, tl6ng

ky, ph6t henh v[n bin di phii dugc quin ly tflp trung d vdn thu co quan vd b6o

d6m c5c y6u cAu sau :

+ Theo ddi, d6n d6c gi6i qryiSt vdn bin klp thdi, chinh x6c, kh6ng tI6 chim

viQc, s6t viQc.

+ Quin lf chat chE, kh6ng dC m6t m6t, th6t l4c vdn birn.

+ Thuc hiQn tlung ch6 d0 b6o mflt; thu nOi aay du vir tlting h4n c6c v6n bin
c6 quy dlnh thu h6i.

- Quin lf chat ch6 vir su dgng con d6u cta co quan vir cdc tlcrn vi tryc thuQc

thing quy tlinh.

- CLc rlon vi vir cri nhin dugc ph6n c6ng theo d6i, gi6i quytit c6ng viQc c6

tr6ch nhiQm lap h6 so c6ng viQc ttugc giao vir giao nQp hii so vdo ltru trft co quan

dAy du, clfng y6u cAu nghiQp vg vlr dring thoi h4n quy dinh.

4- NhiQm vg cfra vin thu c0 quan

- Ti€p nhfln vi d6ng k;i vdn ban d6n.

- Trinh ngudi dung dAu co quan, ti5 chtic phan phOi vd chuyiSn giao vdn bin
diSn c5c don vi, c6 nhdn.

- Theo d6i thdi h4n gi6i qry6t vdn bin d6n.
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- Titip nhan c6c du th6o vdn b6n, ki6m tra th6 thfc v[n bin, ghi s5, ngdy
th6ng ndm vd b6 sung.,hirrrg th6ng tin cAn thi6t khSc cta vdn bin (n6u c6).

- Trinh nguoi c6 th6m quy6n duyQt vd ky ban hinh vdn b6ur.

- DEng Ly ud ldm thu tpc phSt henh vdn b6n.

- Theo ddi viQc chuy6n ph6t hdnh vdn b6n di.
n!A- Sap x6p, b6o quan vir phuc vq vi6c tra ciru, st dpng vdn ban luu t4i vhn thu.

- Quin l;i sO s6ch vd cpp nhpt co sd dfr liQu quin ly v6n ban.

- Lim thu tpc chp giey gi6i thieui, giey di duong cho c6n bO cua co quan.

- Brlo quin, sri dung con d6u cta co quan, cilc don v! vd c6c lopi d6u kh6c.

- LOp vir giao nQp viro luu trft co quan nhfrng h6 so thu6c pham vi tr6ch
nhi6m dugc giao.

5- NhiQm vp cria vIn thu tlon vi

, - Trinh ngudi d.me dAu co quan, t6 chric phdn ph6i vd chuyi$n giao v6n bAn
d6n can bQ cua don vi.

- Theo d6i thdi hpn gi6i quytlt vdn b6n d6n.

- Ti6p nh6n cric dg th6o vdn bin vd chuy6n dg th6o vdn bdn il6n vdn thu co
quan d6 trinh nguoi c5 thAm quy6n duygt ve ky vdn b6n.

- BAo quin vi phyc vu viQc tra cuu, su dgng vdn b6n luu tpi tlon vi.
- Quin ly s6 silch vd cap nhpt co sd dfr liQu qu6n ly v6n ban (ntiu c6).

- 86o quan vi su dpng con d6u cria don vi (n6u c6).

- Th6ng k6 vd giao nQp h6 so, tdi liQu cria don vi vdo luu trft co quan.

6- TrSch nhiQm Aiii vcri c6ng tric vIn thu
- Nguoi d.mg dAu c<v quan cria t6 chfc chfnh tri - xd hQi c6 tr6ch nhiQm chi

dao c6ng tilc vdn thu, vi6c nghiCn cuu img dung khoa hgc vd c6ng nghe viro c6ng
t5c vdn thu; b6o dim kinh phi cho ho4t dQne nghigp vp vdn thu theo quy dinh
hiQn hdnh.

- chSnh vdn phdng hopc trudng phong hdnh chfnh, truong phdng vdn
thu - luu trt dugc phan cong php trdch c6ng t6c vdn phdng, hoflc ngudi phg
trSch cdng t6c vdn phdng co quan (du6i d6y ggi tet ld ngudi phg trdch c6ng tric
van phdng) c6 trrich nhiQm girip nguoi tlimg dAu co quan t6 chric tri6n khai, ti6-
tra, d6n d6c vi6c thgc hiQn cric n6i dung nghiep vp cria c6ng t6c vdn thu t4i ccr
quan minh.
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- Nguoi dung ilAu don vi tryc thu6c co quan cua t6 chtc chfnh tri - xE hQi

(du6i ddy ggi tat ld nguoi tlung dAu ctcrn vi) c6 triich nhiQm quin ly c6ng tilc vdn
thu tqi tlon v! minh theo tlfng quy d!nh.

- C6n b6 van thu co quan, luu trfr co quan c6 tr6ch nhi6m tham mrru, il6 xu6t
v6i ngudi phU tr5ch c6ng t6c vdn phdng c6c nQi dung nghipp vg dO t6 chric tri6n
khai vir thgc hi6n ti5t c6ng tfuc vdnthu t4i co quan.

- Mqi c6 nh6n trong qu6 trinh theo ddi, gi6i quyiit c6ng viQc c5 li6n quan t6i
c6ng t6c vdn thu ph6i thuc hi6n theo dring Huong d6n ndy vd c6c vdn b6n c6 li€n
quan kh6c ctra D6ng, ph6p luflt Nhd nudc vir quy dinh cua t6 chirc chinh trf - xI
hQi vA c6ng t6c vdn thu.

II- SOAN THAO, BAN HANH VAN BAN

1- Xrlc ilinh vin bin cAn so4, th6o

Cdn cri vio chric nfog, nhiem vU ve muc dfch gi6i quytit c6ng viQc, ngudi
d.mg clAu co quan quy6t clinh van bin cAn soan th6o.

2- Phffn cdng so?n thio vin bin

- Tuy vdo tinh ch6t, nQi dung vdn b6n cAn ban hdnh, ngudi dtmg dAu co

quan phdn c6ng clon vf ho4c c5 nh6n soan th6o vdn b6n.

- C6n bQ cluqc ph6n c6ng chtr tri soAn th6o vdn ban chlu tr6ch nhiem tru6c

ngudi tlung iliu co quan v6 titin ilQ, nQi dung, ch6t lugng vdn bfur sopn thio.

3- Quy trinh so?n thio vin bin

Tuj,thu6c vdo nQi dung, tfnh ch6t vd muc dQ quan trgng cira vdn b6n cdn

soan th6o dC x6c tlinh c5c bu6c trong quy trinh so?n th6o van ban.

- D6i v6i c6c vdn b6n mang tinh chi d4o, hudng d6n toan hQ thdng ct:r- cic
td chric chinh tr! - xE hQi, quy trinh soAn th6o thulng bao giim c6c budc sau ddy :

+ X6c cllnh kti ho?ch sopn th6o vdn bin, trong tl6 gdm : muc dich, y6u cAu,

dOi tuqng,phAm vi 5p dUng; t6n ggi, n6i dung vdn birn; thoi gian, ti6n dQ hoan

thenh vdn bin.

+ Thu thQp, t6ng hgp, xti ly th6ng tin c6 li6n quan d6n vdn bAn so4n th6o.

+ So?n thAo vin bin vir td chfc l6,y ! kitin gop y vio du thio v[n bin.

+ Chinh sria, hod,n thiQn vdn bin vi trinh duyQt dg th6o vdn bin (kdm tdi
liQu c6 li€n quan).

pOi vOi cdc lo4i vdn b6n henh chinh th6ng thudrng, c6ng vdn trao ddi sg vp

kh6ng cAn thi6t ph6i 6p dyng quy trinh soan thio tr6n.



8,HDVP48

4- ThO thrfrc vIn bin

Th6 thric vd k! thu4t trinh biry vdn b6n cua m5i tO chric chfnh tri - xE hgi
thgc hiQn theo quy dinh cua nguoi dung dAu co quan Trung ucrng cria t6 chric
chinh tri - xd hQi d6.

5- Drinh m6y, nhffn vIn bin

Vdn thu co quan (hoac ngudi dugc giao) chlu tr6ch nhiem d6nh m6y nguyOn
vdn bin th6o vdn bAn theo dfng thO thtc ve ky thu4t trinh bdy vdn bin. N6u ph6t
hiQn co sg sai s6t hofc kh6ng 16 rdng hong bin th6o vdn bin thi phii hoi lpi
ngudi chtr tri so?n th6o vin b6n hopc ngudi drmg clAu dcrn v! duyQt b6,n th6o v5n
b6n tt6. ViQc nh6n vdn bin phii ihing sO luqrrg dugc quy dinh.

ViQc d6nh 
^6y, 

nh6n vdn bin phii b6o tl6m git gin bf m4t nQi dung vdn bin
vir tlfng thdi gian quy d!nh.

6- Ki6m tra vln bin trufc khi trinh ky

- Ngudi chti tri soAn th6o vdn b6n vd ngudi dong dAu dcm vi chiu trrich
nhi6m ki6m tra nQi dung vdn b6n vd x6c dinh dO m6t v[n bin tru6c khi trinh lcf.

. - Cdn b0 phU tr6ch bQ phan vdn thu co quan chiu trrich nhi6m ki6m tra l4i
th6 thric ve ky thuat trinh bdy vdn bin tru6c khi trinh kf chfnh thric.

7- Trinh kf vn kf vIn bin
- Vdn thu ccv quan chlu trSch nhiQm trinh ky circ vdn bAn ctra co quan.

- Ky vdn bin ban hdnh phii thing th6m quy6n, chftc tr5ch, nhiQm vg ducr. c
giao; thAm quydn ky van bin cria m6i tO chric chinh tr! - xd h6i do ngudi dtmg
dAu co quan Trung uong cua td chric chinh tri - xd hOi d6 quy tllnh.

- Ngudi ky phai chiu tr5ch nhiQm v6 nQi dung vdn b6n minh ky vd phii rtdng
ky chft hi miu tpi v6n thu co quan. Ngucri ky kh6ng dugc dtrng brit chi, brit muc
do ho4c c6c loqi mgc dE phai dC kj van bin.

III. QUAN LV VAN NAN DEN

l- Ti6p nhfn vIn bin tl6n

- fat ch vdn ban, tdi liQu cua c6c co quan ho{c don, thu cria c6c c6 nhdn gui
dtin co quan, don vi, c6 nhdn qua buu diQn, qua mang, fax, chuytin tryc ti6p...,1c
cd nhirng bi c6 ghi t6n ri6ng c6c cl6ng chf lSnh dpo, c6n bQ cua co quan cl6u do
v[n thu co quan tiiSp nhpn. Nhirng vdn b6n ct6n kh6ng dugc <ldng W tai v6n thu
co quan, c5c dcm vi, cd nhan kh6ng c6 trrich nhiQm giii quy6t.

OOi vOi nhirng vdn b6n gui tltin ngoii gio hdnh chinh : Circ vdn bin ho6 t6c
gui d6n, c5n bQ dugc giao tr6ch nhiQm ti6p nhan, ghi lai s5 v6n b6n, t6n co quan



gtii vi b6o c5o ngay ngudi d,?ng dAu co quan dC xu ly.Cic lo4i v6n bin kh6c,

c6n bQ dugc giao trrich nhipm titip nhpn vh c5t vdo tu c6 khori ae Uan giao cho

vdn thu co quan vdo dAu gio ngiy ldm viQc tiiSp theo.

- Khi nhpn vdn b6n d6n, vdn thu co quan ho{c ngudi dugc giao nhiQm vU

ti6p nhin phii ki6m ra s5 lugng, tinh tr4ng bi, m6i dan, d6u ni6m phong (ni5u co)

AOi ctritiu v6i noi gui tru6c khi nhan ve ky nhfln. Truong hgrp bi kh6ng cdn

nguy6n vgn hoflc vdn b6n dugc chuy6n tl6n muQn hon thoi gian ghi tr6n bi (d6i
voi bi v6n bin c6 dong d6u "hoir t6c" hgn gi<r) ph6i b6o c6o ngay v6i nguoi c6

tr6ch nhiQm; truong h-o,p cAn thi6t phni l6p bi6n bAn vdi nguoi chuy6n vdn bin.

- Vdn thu co quan dugc md c6c bi v6n bin gui d6n cho co quan, tru nhirng

bi vdn b6n dr5n sau ddy :

+ Bi vdn b6n iliSn c6 tl6ng d6u : "t5i mft", "tuyQt mat" ho{c d5u "ri6ng ngudi

c6 tdn md bi".

+ Bi thu ri6ng cira c6 nh6n.

+ Nhfrng lopi bi khSc do ngudi dung dAu co quan quy tlfnh.

- Khi mo bi vdn b6n, khdng d6 s6t hoflc l]rm rSch v[n bin. C5c bi vdn bAn c6

d6u chi mric dO khAn (kharr, thuqng khAn, hoi t6c hgn gid) phii mo nBaY, cl6ng

lqf tru6c vdr chuy6n d6n ngudi c6 trrich nhiQm gi6i quy6t. Nhirng v6n bfur gui dt5n

kh6ng dring noi nh4n, kh6ng dring th6 thfc vdn bin ho{c thiiSu trang, chfr md,

nhiu n6t... vdn thu dugc ph6p tri l4i noi gui.

- Cdcvdn b6n di5n diQn tu (chi gui tgp tin diQn tu vi kh6ng gui vdn bin giSy)

qua mang (ma.rg th6ng tin, thu dien tu.. .) ph, hgp vdi quy dinh cua ph6p luflt vA

giao dich diQn ttl, vdn thu co quan ki6m tra tinh hqrp thirc ctra vdn bin, in ra gi6y

vd ldm c6c thu tpc il6ng ky, chuyi5n giao xu ly theo quy dinh.

2- Ddngkf vIn bin tl6n

- M6i vdn bin (giay) gui d6n, v6n thu co quan d6ng d6u c6ng vdn d6n vho

goc trii, trang dAu, du6i sd vd ky hiQu v6n b6n. Nhirng bi vdn ban diSn khdng

dugc ph6p mo thi dong d6u iltin tr€n bi. Vdn thu ph6i ghi dAy dir c6c th6ng tin
trong khung d6u dtin.

+ Eing ky van ban d6n bing s6 : Tuj, theo s6 lugmg vdn ban gui d6n trong

mQt ndm nhi€u hay ft dC su dung si5 lucr,ng s6 ddng ky vdn bin di5n cho phu hqp.

SO van b6n d€n dugc ghi theo ndm vd tl6ng (f theo timg s6. VEn bin il6n m4t mo

sO Aarrg ky ri6ng; dcrn, thu khitiu n4i, t6 ciio md sd tlSng ky ri6ng.

Vdn b6n cl6n dugc tl6ng ky ching, dAy dri c6c cQt mpc trong s6. SO ddng lcj
v6n b6n ct6n cAn in s5n, theo m6u thdng ntr6t ctra Cpc Luu trt Vdn phdng Trung

uong E6ng; tru6c khi su dUng dugc ch6nh vin phdng hoflc tru&ng phdng hdnh
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chfnh (phdng vdn thu - luu tr[), nguoi php tr6ch c6ng t6c vdn phdng ky vi dong
d6u vdo trang dAu.

E6i v6i nhfrng bi v6n bAn diSn kh6ng duoc b6c bi, vdn thu ddng lcf theo bi.
Nhirng bi v6n bdn tl6n c6 d6u "t6i m6t", "tuy6t mat" do ngudi dugc ngudi tlurg
r). , t ,
d6u co quan uy quy6n m0 bi vi tlang ky, qu6n lj theo ch6 rlQ mpt.

+ pOi v6i cric co quan dd su dUng ph6n mdm qu6n ly vdn bin di5n : Thgc
hiOn ttdng ky vdn b6n d6n vdo co so dfi liQu quin lf vdn bin tl6n tr6n mpn g mily
tinh cria co quan. 56 van bin d6n dugc ghi li6n tuc cho tung ndm (m5i vdn ban
d6n mQt s6).

Dir liQu tl6ng loj vdn bin di5n ltru ft nh6t m6t nhi6m k1i t4i v6n thu co quan
cL5 qu6n lf vd phUc vu viQc tra tim vdn b6.,n bing m6y vi tfnh.

3- Phin pniii vir chuy6n giao vin bin tl6n

- Sau khi dang ky, vdn ban d6n dugc sti hoa (n6u c6), sau d6, v6n thu co
quan trinh xin y kii5n ngudi c6 th6m quy6n phdn ptrOi lttreo ph6n c6ng cria nguoi
d.mg dAu co quan). Vdn bin d6n sau khi c6 f ki6n ph6n phOi cria ldnh d4o, vdn
thu chuy6n d6n dcrn vf, cri nh6n c6 triich nhi6m xir ly.

- Ntiu tlang ky vdn b6n d6n bang s6, vdn thu tldng ky vdo c6t "ngudi nhfn"
trong sO dang ky van b6n d6n, ddng t y dAV dri vio s6 chuy6n vdn ban d6n, ki
nhpn vd chuyiSn giao vdn bin dtin. Ntiu clSng ky vd xri ly vdn bin bdng phAn mdm
xu ly vdn bin, ngudi c5 thAm quy6r, ph6n ph6i chuy6n cho ngudi chri tri xu ly
vdn b6n qua m?ng m6y tinh hoflc chuyi5n v[n thu co quan dC chuyGn giao cho
nguoi c6 tr6ch nhiQm xu ly.

Van bin d6n cAn lu6n chuy6n tu dcrn vi, cd nh6n ndry sang dcrn vi, c5 nhdn
kh6c ho4c chuy6n ra ngodi co quan d6u dugc lim thu tgc chuyCn ti6p d vdn thu
co quan. Nhirng vdn bin d6n phii lpp hO so c6ng viQc, vdn thu co quan chuy6n
tQp s6 hod (n6u c6) vd v6n bin gi6y cho ngudi tr.uc ti6p xu lf dC luu h6 so.

4- Giei quy6t, theo ddi viQc gifli quy6t vin bin tl6n

- Nguoi dung dAu co quan c6 tr6ch nhiQm chi dao, ki6m tra girii quy6t tip
thdi v5n bin diSn. Thu trucrng don vi c6 trrich nhiQm theo ddi, tl6n tl6c viQc xu ly
c6c vdn btn d6n cta dcrn v! minh. C6n bQ, c6ng chric dugc giao gi6i quyiSt van
ban il6n c6 trrich nhiQm xri l;i, giai quy6t chinh xdc cdc y€u cAu vir theo ihing thdi
han quy dinh.

- Vdn thu co quan c6 tr6ch nhi6m theo ddi viQc giao nt 0n v[n ban, gi6i
quyiSt vdn b6n ihing thdi han; lap sO theo ddi gi6i quy6t nhirng v6n bin oiua cilc
noi gui d6n xin f ki6n ho{c c6 y6u cA,r 16 thdi h4n gi6i quytit vd b6o crio ngudi
phq tr6ch c6ng tfuc vdnphong cta co quan aC qp thoi gi6i quy6t.



- Uing ngdy, c6n bQ, c6ng chric ph6i truy cpp vdo co sd dt liQu qua,rl lj v6n
bin d6n dC ti6p nhQn y€u cAu xri ly, giAi quy6t v6n b6n d6n (ntiu tlSn gki, xt lf
vdn bin d6n bing m5y tfnh). Vdn ban d6n c6 d6u chi mric tIQ khdn phfri tlugc uu
ti€n gi6i quytit tru6c.

Ktit qui gi6i quytit v[n bin tl6n hoflc nhirng v6n dC cAn b6o c6o, xin y kitin
l6nh d4o td chric chinh tri - xd hQi dugc cap nhAt vdo phi6u xu ly tlti chuy6n cirng

vdn bin (ntiu tlang ky van bin d6n bing s6;, hoec cap nhat vio ph6n -d- xt lf
vdn bin dtin (n6u clSng ky vdn b6n cl6n bing m6y tinh); kh6ng ghi y kitin cd nh6n

ho[c d6nh d6u, gpch xo6 l6n vdn b6n d6n.

5- Sao gfri v5n bin tl6n

Nhirng vdn birn iltin cdn sao grii phii c6 y kien ph6 duyQt cria ngudi tlung
ddu co quan ho{c ngudi dugc uj, quyAn. Vdn thu co quan c6 tr6ch nhiQm sao

ilfng s6 ben dd tlugc duyQt vi lim cric tht tpc gui ttirng quy tlfnh; chi sao grii cdc

vin bin d6n d5 dong d6u c6ng vdn il6n vd tldng ky tai v6n thu co quan.

6- Lflp b6o c6o th6ng kG vIn bin tl6n

- Dinh lcj, hang tuan (ho4c thting, quy) van thu ccv quan thdng kC danh mpc

vdn birn d6n d€ bfo c6o ngudi iltmg dAu co guffi, phUc vp viQc qu6n ly, tra tim.

H6t nAm, vdn thu co quan dong c5c danh muc v6n bin il6n trong n6m thdnh s6 vi
giao nQp viro luu trfr co quan.

- Dfi liQu dbng ky vdn bin d6n lrru it ntr6t mQt nhipm k! tpi vdn thu tl6 quin

lf vd phpc vp viQc tra tim vdn b6n bing m6y vi tinh.

Iv- euAN t Y vAN nAN or

1- DIng kf vin b6n di

- C6c vdn bin do co quan ban hirnh tl6u do v6n thu co quan t4p trung th6ng

nnat gni s6 vd tlang ky. SO vdn b6n di dugc ddnh bing cht s6 e Rflp vir theo quy

dlnh cta ngudi dtmg dAu co quan.

- Hinh thric tlang ky v6n b6n di :

+ Ddng ky vdn bin tli bang s6 : Cdn cri viro s5 luorrg vdn b6n di cira co quan

trong mQt nhiem k, dC str dpng sti luqng s6 dang ky vdn bin di phu hqp. pOi vOi

nhirng th6 lo4i v6n b6n co s6 luqng ban hdnh nhi€u nhu quyiSt dinh, c6ng vdn...

co thi5 mo s6 tldng ky ri6ng; c5c thi5 lo4i vdn b6n c5 si5 luqng ban hanh it c6 thti

cl6ng ky chung vho mQt s6, tro.rg sO chia nhi6u phAn, m5i pnAn ddng lcf mQt th6

lopi vdn bin.

VEn bin tli mdt c6 sO tl6ng ky ri€ng; cric lopi gi6y gi6i thiQu, gi6y di duong

cl6ng h-i ri€ng.

8,HDVP48
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+ DIng ky vdn bin di bing m6y tfnh : N6u co quan dd sir dUng phan md-
tl6 quin lf van b6n tli thi cAn d6m b6o cAp nhAt dAy dir c6c th6ng tin vir gan tQp

vdn bin. C6c vdn bin chinh thric phdt hanh co tlQ "t6i m4t", "tuyet mat" chi ildng
kf vio co sd dfr liQu quin ly vdn bin di, kh6ng dinh kdm tQp tin vdn b6n.

2-Ph6t hhnh vIn bin tli

- Vdn bin sau khi tlugc ky, v[n thu co quan ldm c6c thir tpc phAt henh kip
thdi, chfnh x6c theo tlting noi nhQn ghi trOn vdn b6n hoflc theo danh s6ch thgc t6
nhan do ngudi ttung dAu co quan hoflc ngudi dugc uj'quy6n ph6 duyQt.

- D6i v6i vdn btn cAn chi din vA phpm vi ph6 bi6n, sri dpng, thu h6i, vdn
thu co quan ghi hoflc tl6ng d5u chi d6n cho ttmg trudmg hqp cU the.

- Ni5u vdn bin gui di c6 dQ mf,t, ngoiri bi ph6i tl6ng d6u chi lcy hiQu ilQ mat;
vdn bin "m0t" kf hiQu chfi C, vdn bfur "t6i mft" $i hiQu cht B. Ri6ng vdn b6n
"tuyQt mat" gui tli kdm theo phitiu gui vd gui bing hai bi, bi trong d6ng d5u

"tuyQt mat" vi ni6m phong, bi ngodi dong dau kf hiQu chfi A. N6u gui trong nQi

bQ co quan thi gui bing mQt bi vh c6 tl6ng d6u chi ky hiQu tlg mat.

- Vdn bAn ild ph6t hdnh nh.mg c6 sai s6t vd ndi dung, th6 thfc, k! thuat trinh
biy phni kip thoi gui b6n chinh thay th6 hoqc c6 vdn bin tlinh chinh ctra co quan
ban hinh vdn bin.

3- Luu vln bin di

- M6i vdn b6n ph6t hanh chinh thfrc cira co quan luu bin g6c vi mQt ban
chinh. Bdn g6c duo. c tl6ng d6u, sfp x6p theo sO ttrt t.u vdn b6n vd luu t4i v6n thu
co quan; bin chfnh luu trong hO so c6ng viQc cria tlon vi hodc c6 nhdn dugc giao
chu hi soAn thio.

- Trudng hgp van b6n di dugc dlch ra ti6ng nu6c ngoii ho{c ti6ng d6n tQc

thi€u s6, vdn thu co quan lm b6n dich ra ti6ng nu6c ngodi ho{c b6n tiiSng ddn tQc

thi6u s6 do kdm v6i b6n g6c titing Vigt.

- Circ f ki6n chi tl4o cria lSnh dpo (ghi trOn c6c phiiSu xu ly kdm dg thio vdn
ban hoflc ghi tryc titip vio dg thAo) vd c6c tdi liQu ili kdm du th6o ddu chuy6n lAi
cho don v! ho[c crl nh6n chir tri so4n th6o ltru kdm v6i bin chinh ae tpp hd so

c6ng viQc vir nQp luu tlAy dt vlro luu trfr co quan. C6c v[n bin c6 d0 mflt "tuyQt
mat" dugc cho vdo bi ni6m phong ae Uu.

4- Khai th5c, sfr dgng vIn bin & vIn thu

- Trong thdi gian luu gifr vdn bin d v5n thu, vdn thu co quan c6 trrich nhiQm
phUc vU kip thdi c6c y6u cAu khai th6c, sri dgng vdn b6n, tdi liQu cria don vi, cd

nh6n theo quy dinh.
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- LAp s6 mugn tdi lipu d0 Oang hy vd c6 k;f nhAn dAy dtr khi muo,n tdi ti€u.

OOi vOi tdi liQu t6i m4t, tuyet mpt chi phUc vp khai th6c khi dugc ngudi dtmg dAu

co quan d6ng f.
- Don vi, cil nhAn muqn vdn bin, tdi liQu c6 tr6ch nhipm tr6 dAy dri, tlfng

thoi hpn quy dinh.

5- Theo d6i, ki6m tra grii vIn bin vir tfp b5o c6o thiing kG vIn bin di

- Sau khi gtri v[n b6n di, vdn thu co quan ki6m tra, theo d6i chflt ch6 k6t qu6

giao nhpn v6n b6n, kip thdi ph6t hiQn vh xir lj nhirng trudng hgp ch4m tr6, th6t

lac; hinh thfc ki6m tra qua m?ng, diQn thopi, thgc t6... vd qua phiiSu gui (d6i v6i

vdn bin tuyQt maQ.

- Einh kj,hing tu6n hopc th6ng, quy vdn thu co quan th6ng kd danh mpc

vdn b6n ph5t hnnh ae Uao c6o nguoi thing dAu co guffi, phUc vu viQc quin l;i,
khai th6c. UCt ndm, v6n thu co quan dong c6c danh mpc vdn b6n ph6t hanh di

trong ndm thdnh s6 vd giao nQp vdo luu trfr co quan.

Dt liQu rlang ky vdn bAn tli luu it nh6t mQt nhiQm kj, tai vdn thu dC qu6n ly

vir phqc vp viQc tra tim v6n bin b[ng m6y vi tinh.

6- Thu ndi va hui,vrn bin

- Vdn thu co quan c6 tr6ch nhiQm thu hOi dAy dri, <hing h4n nhirng vdn bin
co quy dinh thu h6i. C6n bQ, c6ng chftc, trong co quan c6 trSch nhiQm hi lai dAy

dir, dirng thdi h4n c6c vdn b6n co quy dinh thu h6i.

- Ven thu co quan c6 trSch nhigm huy c6c v6n ban thu h6i, vdn ban trirng thtra,

c6c b6n in, d6nh m6y hong vi c6c vft mang tin (tlia m6m, dia cimg, fra quang...)

sau khi dugc ngudi dung clAu co quan ho{c ngudi dugc uj'quy6n ph0 duyQt.

ViQc huy van bAn trung thtra, vft mang tin bdro t16m kh6ng th6 phuc hdi,

khai th5c dugc th6ng tin chira trong d6. Khi huy van b6n phii lap bi6n ban huy,

c6 dAy du chfr ky cua c6n bQ c6 thAm quyen vir ngudi tr.uc ti6p huf.

v- Lap Ho so vA GIAO NQP HO So VAO Lw TRII Co QUAN

1- Trr{ch nhiQm lap h6 scr vi giao nQp hii scr vio luu trit co quan

- Ch6nh vdn phdng ho{c truong phdng hdnh chinh (phdng vdn thu - luu trfr),

nguoi phg tr6ch c6ng t6c vin phong cta co quan c6 trrlch nhiem gitip ngudi tltmg

dAu ccr quan chi dpo, ki6m tra, hu6ng d6n viQc lQp hd so vd nQp luu hO so viro luu

trfr co quan.

- Ngudi dung dAu c6c tlcrn vi chiu tr6ch nhiem tru6c nguli tlung dAu co

quan vir c5 tr6ch nnie- t6 chfc thgc hiQn viQc lap hd so, b6o quin vd nQp luu hd

so tiri liQu cua don v! minh viro luu trft co quan.
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- Cdn b6 duoc giao xt ly, gi6i quy6t, theo d6i cdng viQc c6 trrich nhiQm lAp
r.L .\ ^ . 7

hO so vC c6ng viQc tlugc giao, ki6m tra lai crlc hd so de l6p trong ndm (ki6m tra
sy thi6u, dt tei liQu, cdch sap x6p, bi6n mqc tdi liQu trong hd so, hoirn chinh ti6u
d6, thdi han b6o quin...), th6ng kC h6 so cAn nQp luu vd nQp luu hO scy vdo luu
trfi co quan.

C6n bQ tru6c khi nghi huu, th6i viQc hopc chuy6n cdng tdc kh5c, ph6i ban
giao clAy dt hO so, tiri li€u vio luu trfr co quan.

- Van thu don vl : Cu6i ndm ki6m tra tinh hinh lpp h6 so cta c6n bQ trong
tlcrn vi; x6c tllnh h6 so tla kiSt thfc, th6ng kC h6 so, tdi li6u giao nQp vdo danh
mqc h6 so, tii liQu nQp luu.

- Luu trfi co quan c6 tr6ch nhi6m girip ngu<ri phq tr6ch c6ng tilc vdn phdng
hucrng din viQc lap h6 so vd nQp luu h6 so vdo lrru trfi co quan; chuAn bi c6c ccr

sd v4t ch6t vd ti6p nhan h6 so, tdi liQu vio luu tr& co quan.

2- Xfrry dWng danh mBc hii scr

Luu trft co quan phOi hgp v6i vdn thu dg kii5n danh mpc h6 so cho trrng tlon
vi trong mQt ndm, giri xin f ki6n cdn bQ phu tr5ch, c6n b6, chuy6n vi6n c tla cdc
tlon v!. Sau d6, t6ng hqp y ki6n g6p y, bo sung, hodn thi6n thenh danh mpc hd so
cria ccv quan trinh nguoi tturg dAu co quan hi ban hdnh vdo clAu nrm.

3- YGu cAu vh nQi dung lap hd scr

- Ydu cAu :

+ H6 so dugc lap phii phin 6nh rhing, dAy du chfc ,tog, nhiQm vp, c6ng
viQc tlugc giao cria c6 nhdn, don vi vir cria co quan.

+ Vdn bin, tdi liQu tlugc tap hqp vdo hd so phii co m6i li6n hQ chat che voi
nhau vO mQt v6n dd, mQt sy viQc, phin 6nh dring di6n bi6n hay hinh t.u gi6i quy6t
c6ng vi6c.

+ Vdn bin, tdi liQu ilugc dua vdo h6 so phii ld ban chinh ho{c bin sao c5
gi5 trf nhu bin chinh vd c6 thoi hpn b6o quin tuong rloi tl6ng d6u.

- NQi dung l6p ho so :

+ M& h6 so.

+ Thu th6p vdn b6n, tdi liQu tlua vdo h6 so vd sap xep vdn b6,n, tdi liQu trong
h6 so.

+ t<i5t thirc vd bi6n muc hd ss.
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4- Thcri h4n giao nQp hd so, thi li6u viro luu trir co quan

- H6 so tiri liQu tlai h6i : Trong thoi han I thring kC tt ngey li6n kA sau ngiy
b6 mac vi k6t thirc ilai hdi.

- HO so, tdi li6u hdnh chfnh : Trong thoi hpn I ndm kE tu ngAy c6ng vi6c ki5t

thric.

- Ho so, tii lieu xdy dung co bin : Trong thdi h4n 3 th6ng tc tu ngey c6ng
trinh dugc nghiQm thu quyr5t toan.

- H6 so, tdi liQu phim, 6fr, ghi 6m, ghi hinh, tdi liQu diQn tu : NQp luu ctrng
tdi liQu henh chinh.

Trucrng hgp tlon vi, cdnhdn c6 nhu cAu git lai h6 so, tdi liQu cI€ phUc vp cho
c6ng viQc thi phii dugc ngudi dung dAu co quan tl6ng y vd lap danh mpc h6 so,

tdi liQu git lpi gui cho luu trfi co quan.

5- Thfi tgc giao, nhfn hd scr, tiri liQu vio luu trfr co quan

- Luu trft co quan th6ng b5o lfch ti6p nhan h6 so, tdi liQu il6 crlc don v!, c6

nhdn chuAn bi h6 so, tdi li€u n6p luu.

- Khi ti6p nhpn h6 so, tdi li€u, b6n giao vir b6n nhan ki6m tra, d6i chiiSu thgc
t6 hO scr, tii liQu v6i muc luc h6 so giao n6p.

- Luu trfr co quan lpp bi6n b6n giao nhfln hd so, tii liQu thenh zben, dcm vi
ho4c c6 nhdn giao nQp gifr mQt bin, ltru trir co quan gifr mgt b6n. Bi6n bin phii
c6 dAy dir chfr ky cua ngudi giao, ngudi nhfln vh x6c nhfln cira ngudi phU trrich
c6ng t6c vdn phong.

vr- QUAN LV VA Srr DUNG CON OAU

1- Quin lf vir sfr dgng con d6u

- Ngudi dtrrrg dAu co quan c6 trrlch nhiQm qu6n ly, kii5m tra viOc b6o quan

vd su dpng con dAu cta co quan minh. Nguoi tlung dAu c6c don vi c6 t6ch nhiQm

qu6n l;i, ki6m tra vi6c biro quan vd su dung con d6u cria don vi minh (n€u c6).

- Con d6u cua co quan, clcrn vi phii duqc b6o quin d trp sd co quan vd giao
trt^cho c6n b0 van thu git vir tl6ng d6u. C5n bQ tlugc giao quAn ly con ddu kh6ngv9

giao con ddu cho ngudi kh6c khi chua dugc ph6p bang vdn bin cria ngudi c6
thAm qrydrr; tp tay dong d6u vdo c6c vdn bhn, gi6y td cira co quan, dcrn vi; chi
duoc dong d6u vdo nhtng vdn bin, gi6y to sau khi dd co chf ky cua ngudi c6

tnam quyen.

- Nhirng v5n bAn do co quan ban hinh luu d vdn thu co quan phii cl6ng d6u

d6y du.
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2- E6ng dAu

- Chi ngudi dugc giao tr6ch nhiQm giir con d6u moi dugc quy6n tlong d6u;

tru6c khi clong d6u, phii ki€m tra lpi th€ thirc vdn bin, thAm quy6n ky, chfi Ly ,i
s6 barr; AOi cniiiu chfr kj trong vdn bAn voi chfr loi mdu de d6ng ky.

- D6u dong ph6i ngay ngin, 16 rdng, dtng chi6u vd trum l6n khoing 1/3 chfr

ky cua ngudi lcy van ban ve phia b€n tr6i. Truong hAp cAn thitit, co thiS dong d6u

gi6p lai viro kho6ng gifra m6p tr6i ctra vdn ban fi:Um l6n mQt phan c6c td gi6y, m5i

d6u dong t6i tla 5 to gi6y, ho4c dong d6u 6 gifta 2 trang aai voi vdn bi.,n c6 2 trang

li€n nhau. ViQc tl6ng d6u l6n c6c php lpc kdm theo vin bAn chinh do nguoi h-i

vdn b6n quytit tllnh vA d6u dugc dong 16n trang dAu, trum l6n mQt phAn t6n t6

chric ho4c t6n cua php lpc.

- Kh6ng dugc dong d6u c6c vdn bin, giSy to chua c6 n6i dung ho4c chir [i
cira ngudi c6 thAm quydn; cdc tiri liQu, thu c6 nh6n a6 gui cho c5c co quan, t6

chfc hay cit nhen kh6c.

VII. TO CHITC THTIC HIEN

- Ngu<ri dung dAu co quan cua t6 chric chfnh tri - xE hQi c5 tr6ch nhiem tri6n

khai, thyq hiQn Hudng d6n ndy.

- Tr'€n co sd Huong d6n ndy, ngudi php tr6ch c6ng t6c vin phdng tham mtru

cho ngudi iltmg dAu co quan ban hdnh quy dinh vA c6ng t5c vdn thu ri6ng 6p

dUng trong ph?m vi co quan minh.

- CUc Luu trft Vdn phdng Trung uoxg Darg girip l6nh tlpo Vdn phdng Trung

ucrng DAng theo d6i, huong d6n, kii5m tra vi6c thyc hign Huong den ndy vd tl6

xu6t nhirng vAn d6 cAn b6 sung, sua d6i r,6, cAn thi6t.

Noi nh6n :

- C6c t6 chric chinh tri - xd hQi,

- C6c vdn phong tinh uj', thd.mh uj',
- Cuc Luu trfr Vln phdng Trung uong Dfurg,
- Luu Vdn phdng Trung uong Dang.

K/T CHANH VAN PHONG
PHO CHANH VAN PHONG

Quang Vinh


