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QUY TRINH M4 hiéu: QT-VPB-31
Trinh, ky s6 vin ban di | Lanbanhanh: 01 |
cia By Ngay ban hanh: /12/2022

1. MUC PIiCH

Xac dinh 3 cac budce cn thuc hién dé trinh, k¥ s6 van ban di ctia Bo.

2. PHAM VI AP DUNG

Quy trinh nay dugc 4p dung cho céc hoat dong vé cong tac vin thur, luu trit
cua Bo Tu phap.

3. TAI LIEU VIEN DAN

- Luat Luu trit ngay 11 thang 11 ndm 2011;

- Nghi dinh s6 96/2017/ND-CP ngay 16 thang 08 nam 2017 cta Chinh phu
quy dinh chitc ning, nhiém vu, quyén han va co ciu tb chirc ctia B6 Tu phap;

- Can it Nghi dinh s6 01/2013/ND-CP ngay 03 thang 01 nam 2013 ctia Chinh
phti quy dinh chi tiét thi hanh mot s& diéu ctia Luat Luu tri;

- Can o Nghi dinh sb 99/2016/ND-CP ngay 01 thang 7 nam 2016 ciia Chinh
phu vé quan 1y va st dung con déu;

- Can ci Nghi dinh sb 30/2020/ND-CP ngay 05 thang 3 nim 2020 cua
Chinh pht vé céng tac vin thu;

- Cn cir Quyét dinh sé 28/2018/QDP-TTg ngay 12 thang 07 nim 2018 cua

Thu twéng Chinh phu vé viée giri, nhan vin ban dién tir gifta cic co quan trong
hé théng hanh chinh nha nudc;

- Tiéu chuan Quéc gia TCVN ISO 9001:2015.
4. THUAT NGU VA TU VIET TAT
4.1. Thuat ngir: khong co

4.2. Tir viét tit

STT | Tir viét tit Pinh nghia
1 | BTP B6 Tu phap
2 LD Lanh dao -
3 VB Van bin
4 QPPL Quy pham phap luat
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QUY TRINH | Ma higu: QT-VPB-31
N Trinh, ky s vin ban di | Lanban hanh: 01
1SO 9001:2015 ciia B§ Ngay ban hanh: /12/2022
5 VT Vin thw
6 LT Luu triv
7 HS | HO so
5. NOI DUNG
Trach Thoi Van ban,
TT Trinh tw nhiém thwe ian bieu mau
hién & sir dung
Chuén bi va du thao
- Pon vi, ca nhan dugc giao chi tri
soan thdo vin ban phai chuan bi,
nghién ctru, VB lién quan, dé xuat
td chirc nhém soan thao, chuan bi | Cénbo, Theo
co s&, vat chit (néu co), du thao | congchirc, | thoi han
B1 VB; vién C.hl’I‘C, giéi’
- Trudng hop céan thiét thi c,huyén dgfug;ulla%n cg:}\,/e;n
VB xin ¥ kién déng gép tiép thu | " %n o Y ol
va hoan thién du théo;
- Chuyén du thao VB da hoan
thién cho LD don vi xem xét;
- Chinh stra du thao VB;
Trinh ky s6 vin ban
- Can bd, cong chirc, vién chic,
ngudi lao ddng chuyén moén dugce
giao soan thdo trinh trén h¢ thong Cén bo
ban du thao hoan chinh; con Chi:l:C
- Lanh dao don vi kidm tra ngi| o ¢1IO
dung VB:; vién chirc,
AP ~ ~ 1 | nguoilao
B2 SéK{f] gay, trinh Lanh dao B6 ky dong chuyén
_ Lanh dao Bo phé duyét, ky | Tom Lanh
S [ ~ | dao don vi;
VB sau do6 chuyén lai Vin thu Bo I snh dao
lam tha tuc phat hanh. B
- Doi véi vdn ban ky thira Iénh: '
Can bd, cong chic, vién chiec,
nguoi lao dong chuyén moén dugce
giao soan thao trinh trén hé thong
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| QUY TRINH M3 hiéu: QT-VPB-31

N Trinh, ky s6 vin ban di | Lanbanhanh: 01
ISO 9001:2015 cia Bo Ngiy ban hinh: /12/2022

ban du thao hoan chinh;

Léanh dao don vi kiém tra ndi dung
VB, ky s6 VB va chuyén lai Van
thu B0 1am thi tuc phat hanh.

Cap sb vin ban di
- ,VB sau khi du’qc’Lﬁnl,l dao B0 ky | 5 i .
B3 |56 lam thu tuc cap s6, thoi glan | Van thu B | 01 ngay

ban hanh dugc thuc hién bang
chtrc ning ctia Hé théng.

Piing ky Viin ban di

B4 |- Viéc dang ky vén ban di phai | v, thy Bo
| dam bao déy du, chinh xdc cac
| thong tin can thiét trén HE thong

01 ngay

Pong diu chir ky s6, 1am thi tuc
phat hanh

- Viéc Ky s6 cua co quan, don vi
thudc Bo duogc thuc hién theo quy
dinh tai Phu luc I Nghi dinh sb
30/2

BS | . Hinh 4nh, vi tf chit ky sb thuc| Yon B BO | Ol ngdy

hién theo quy dinh tai Phu lyc I,
Nghi dinh s6 30/2020/ND-CP.

2020/ND-CP
- Phat hanh vin ban di ky sb trén
hé thong quan ly van ban.

Lwu Van ban dién ti Theo

Ban obc vin ban dien i oha; thot han
- ban goc van ban dieh T Phal| v iy B§ | bao quan

du?rc luwu trén HE thong cua Bo Tu clia ti
phép ligu

B6

6. PHU LUC/BIEU MAU PiNH KEM:
Tuén tha Phu luc I, Nghi dinh s6 30/2020/ND-CP v& Céng tic vin thu







