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QUYET DINH 
Ban hanh Quy trinh (lan 1S7 van ban den, van ban di 

tai Van phong UBND tinh Thira Thien Hue 

UY BAN NHAN DAN TINH 

Can dr Luat To chirc chinh quyen dia phuang ngdy 19 thang 6 nam 2015; 
Can dr Luat Luu tat so 01/2011/QH13 ngay 11 thang 11 nam 2011; 
Can dr Nghi dinh so 110/2004/ND-CP ngdy 08 thang 4 nam 2004 cUa Chinh 

phu ve cong tac van thu; 
Can dr Nghi dinh so 09/2010/ND-CP ngay 08 thang 02 nam 2010 cua Chinh 

phu sira doi, bO sung mot so dieu cua Nghi dinh so 110/2004/ND-CP ngay 08 thang 
4 nam 2004 cUa Chinh phU ye cong tac van thu; 

Can dr Thong to so 07/2012/TT-BNV ngay 22 thang 11 nam 2012 cUa BO 
NOi vu huong (Van quan 17 van ban, lap ho so va nOp lu-u ho so, tai lieu vao Luu trir 
co quan; 

Can dr Quyet dinh so 28/2018/QD-TTg ngdy 12 thang 7 nam 2018 dm Thu 
tuOng Chinh phu ye viec giri, nhan van ban dien tir glib cac co quan trong he thong 
hanh chinh nha nuefc; 

Can dr Quyet dinh so 40/2018/QD-UBND ngay 02 thang 7 nam 2018 dm Uy 
ban nhan ,dan tinh ban hanh Quy the ve cong the van thu tren dia ban tinh Thira 
Thien Hue; 

Xet de nghi cUa Giam dOc SO/ NOi vu, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay "Quy trinh quan lY van ban den, 
van ban di tai Van phong UBND tinh Thira Thien Hue". 

Dieu 2. Quyet dinh nay có hieu hrc thi hanh k'e tir ngdy ky. 

Dieu 3. Chanh Van phong UBND tinh, Giarn d'Oc Se( NOi vu, Thu truOng cac 
co quan, to chirc lien quan chiu trach nhiem thi hanh Quyet dinh nay./.L 

CONG THONG TIN DieN WI T.T.HUff 
Ai s6- 	Alai 	- 

DEN NgaY.  Chuyen• 214--°e  

Noi nhein: 
- Nhu Dieu 3; 
- Chu tich, cac PCT UBND tinh; 
- Chi cue Van thu - Luu till; 
- CVP, cac PCVP \TA cac CV; 
- ang TTDT, cac Tiling tam; 
- Luu: VT, CCHC. 



UY BAN NHAN DAN 	GONG HOA XA HQI CHU NGHIA VIET NAM 
TINH TlitrA THIEN HUE 	 D(ic 14p - Ttr do - H4nh phtic 

QUY TRINH 
Quin ly van ban den, van ban di 

tai Van phong UBND tinh Thira Thien Hue 
(Ban hanh kern theo Quy'At Binh s o'49331/QD-UBND ngay 78/10/2018 

cna UY ban nhan dan tinh) 

I. MUC RICH 

Quy dinh ro cach thirc ,quan 13'7 cac van ban den, van ban di tai Van phOng 
UBND tinh Thira Thien Hue theo mot phuong phap thong nhat, khoa hoc nham 
dam bao giai quyet kip died, day du, chinh xac, bao mat va an toan thong tin phgc 
vg cho lanh dao, chi dao, kiem tra, quan 1ST dieu hanh cong viec g6p phan nang cao 
hieu qua hog Ong cua co quan, to chirc. 

IL PHAM VI AP DUNG 

Quy trinh nay ap dung doi vOi viec quan Vi van ban den, van ban di tai Van 
ph6ng UBND tinh This Thien Hue 

III. NOI DUNG QUY TRiNH 

1. Quin 13'7 van ban den va di thuitic thAm quyen giai quyet cua UBND tinh 

Bulk Nguiri 
thtrc hien Trinh ttr thtrc hien Thei 

gian 

1 Van thu - Tip nhan van ban dien tir den trong N th9ng phan 
mem quan 1ST van ban va dial hanh. 

- Dang 1c7 van ban dien tir den. Khi nhan dugc van 
ban dien tir, Van thu phai xir 1ST ngay trong vong 2 
gi6 (theo gier hanh chinh). 

- D9i voi van ban den bang giay: Van thu thirchien 
kiem tra dia chi, phan loai so b6, dong 91au "Den" va 
doi chieu van ban dien tir den ten he thong: 

+ TruZYng hgp van ban dien tir den da dugc tiep nhan 
va xir y. Van ,thu ghi so den va ngay den tren van 
ban giay nhu, so den va ngay den dm van ban dien tir 
den va chuyen cho dan vi hoac cd nhan (chii tri) da 
nhan van ban chuyen qua mang. 

+ Trueng hop khong c6 van ban dien tir den tren he 
thong: Van thu ghi so den, ngay den, so h6a van ban 
den va thgc hien dang 1()',/ van ban dien tir den. 

- Chuyen van ban dien tir cho Chanh Van phong 
UBND tinh (g9i tat la Chanh Van phong). 

Thuemg' 
xuyen 



2 Chanh 
Van 

phong 

- Choy kien chi dao xir 13'T van ball tren phan mem. 
Doi vai van ban den lien quan den nhieu bet phan 
hoac nhieu ca nhan thi can ghi Hi bi) phan ho4c ca 
nhan chit tri,, b'() phan ho4c ca nhan phot hop va thad 
hart giai quyet cita moi bO phan, ca nhan. 

- Chuyen van ban cho cong chirc, vien chirc chuyen mon 

Sang: 
8h; 
10h 

Chieu: 
14h; 
16h 

3 COng 
chirc, 
vien 
chirc 

chuyen 
mon 

- Nghien dru, thu thap thong tin de giai quyet van 
ban. 

- Cap nhat 3'T kik' de xu'at giai quyet van ban de nghi 
Lanh dao UBND tinh xem xet, guy& dinh; dif)ng thod 
giri Lanh dao Van phOng phi,' trach de bik, theo diii. 

Tnreeng boy can xin 3"/ kien cua lanh dao tren Phieu xir 17 
van ban den: Cong chirc, vien chirc chuyen mon in Phieu 
xir lr van ban den kern theo van ban den bang giay. 

- Sau khi coy kien dm, Lanh dao UBND tinh, du thao 
not dung van ban, trao doi, lay 	kien dong O 	tt Op (ne 
can), tiep thu va hoan thanh du thao van ban. 

- Mc thuc bang chit V so chiu trach nhiem ve not dung. 

- chuyen Lanh dao Van phong xem xet ve not dung, 
kiem tra ve the thirc va k9 thuat trinh bay van ban 
truoc khi trinh V. 

Theo 
tiled 
gian 

cluY 
dinh 

4 Lanh 
dao Van 
phong 

- DOI \fed van ban trinh Lanh ciao UBND tinh V ban, 
hanh,: Lanti dr  Van phong xem xet ye not dung, kiern 
tra lan cuOi ye the ,thirc, k9 thuat trinh bay van ban 
dien tit.  (xac thuc bang chit V so) va chuyen lai cho 
cong chirc, vien chirc lam thit tic trinh V van ban. 

- D'Oi voi van ban V thira lenh CIO tich UBNID,tinh: 
Lanh ciao Van phong xac thuc bang chit V so ban 
hanh van ban; chuyen lai cho cong chirc, vien chirc 
va chuyen cho bats  phan Van thu. 

Hang 
ngdy 

5 COng chirc, 
vien chirc 
chuyen 

mon 

- Sau khi van ban dien tit da duvc xac thuc chic V so 
day du, cong chirc, vien chirc chuyen mon in van ban 
giay. 

- Thuc hien V nhay va trinh van ban giay cho Lanh dao 
UBND tinh V ho4c Lanh dao Van phong V thira lenh. 

Hang 
ngay 

6 Lanh ciao 
UBND 

tinh/Lanh 
dao Van 
phong 

- Xem xet V ban giAy de phat hanh; 

- Doi viii Lanh dao UBND tinh thuc hien xac thuc V 
so tren van ban dien tit.  (truc tiep thuc hien hoac ily 
quyen). 

Hang 
ngay 

7 Cong chirc, 
vien chtrc 
chuyen 

mon 

- Chuyen ban giay van ban di cho Van thu de lam thu 
tic phat hanh. 

Hang 
ngay 
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8 Van thu - Tie') nhan van ban di bang giay. 

- Vao soS, van ban di: Ghi sO, ngay, thang va xac thgc 
chit V so dm co quan vao van ban dien td. 

Hang 
ngay 

- Ghi so va ngay, thang vao van ban giay, nhan, ban 
theo quy dinh va gong dau co quan vao van ban giay. 

- Luu 01 ban goc van ban di bang giay theo quy dinh, 
chuy'en, 01 ban chinh cho cong chirc, vien chirc lu-u 
trong ho so theo dOi, giai quyet cong viec. 

- Phat hanh van ban di: 

+ Doi vii cac loai van ban phat hanh hoan toan theo 
hinh thdc van ban dien tir: Van thu plat hanh van ban 
dien dr. 

+ DM vai cac lc* van ban phat hanh theo hinh thirc 
van ban dien tir va dOng tiled gdi kern van ban giay: 
Van thu phat hanh van ban dien tir &Ong thoi 	thu,am  
tpc phat hanh, chuyen phat van ban di bang giay. 

Ghi chu: 

- Doi vai van ban an tip nhan sau 15 gig hang ngay (clai voq ngay lam 
vik), se dugc tinh theri gian nhan la 07 gig 30 phdt ngay horn sau (ngogi trir van 
ban hoc! roc). 

- Doi vai van ban chuyen phat hanh sau 16 gig hang ngay (da i vai ngaX\1:a 
vi&), se dugc tinh thOi gian nhan la 07 gig 30,  phut cua ngay ham sau va dOI91 
sang thin Bay, chi phat hanh van ban hOa toc. Van ban chuyen phat hanh tbl' 
thugng vao ngay thd Bay se dugc tinh vao ngay thin Hai cda tuan ke tiep. 

2. Quin IS,  van ban den va di thui)c thAin quyen giai quyet ciia Van ong 
UBND tinh 

Thvc hien theo Quy trinh ban hanh kern theo Quy& dinh so 2261/QD-UBND 
ngay 12/10/2018 cda UBND tinh ye vi'ec ban hanh Quy trinh quan VT van ban an, 
van ban di tai cac sa, ban, nganh teen dia ban tinh./.t 

TM. UY BAN NHAN DAN 

Phan Ng9c Th9 
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