
BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VIVI' NAM 
DOc 14p - Tkr do - 114nh ph& 

s6: 38  /QD-BGDDT 
	

Ha N0i, ngay D20 thang nam 2019 

QUYET DINH 
Ban hanh Quy the Quail 1ST va xir 1ST tai lieu dien ttr 

tren He tilting Quail ly hanh chinh dien tir cua BO Giao due va Dao tao 

BO TRVONG BO GIAO DUC VA DAO TAO 

Can cir Nghi dinh s6 69/2017/ND-CP ngdy 25 thang 5 nam 2017 cila 
Chinh phU quy dinh chirc Wang, nhiem vu, quyen han ya co cau to chirc dm BO 
Gido due va Dao tao; 

Can dr Quyet dinh s6 28/2018/QD-TTg ngdy 12 thang 7 nam 2018 cUa 
ThU tu6ng Chinh phir ye gixi, nh'an van ban dien tir giira cac co quan trong he 
th6ng hanh chinh nha mr6c; 

Can cir Thong to s6 01/2019/TT-BNV ngay 24 thang 01 nam 2019 dm BO 
truong BO NOi vu quy dinh quy trinh trao d6i, h.ru trir, x6.1")./.  tai lieu dien tir trong 
cong tac van thu, cac chirc nang co ban dia. Hethong quan ly tai lieu dien tir
trong qua trinh xir VT cong IT*cua cac co quan, t chirc; 

Xet de nghi cua Chanh Van phong, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the Quan ly va xir ly 
tai lieu dien tirteen He th6ng Quan ly hanh chinh dien tir cua Bo Gido duc va 
Dao tao. 

Dieu 2. Quyet dinh nay c6 hieu lgc ke tix ngdy 10 thang 3 nam 2019 va 
thay the Quyet dinh s6 1224/QD-BGDDT ngdy 07 thang 4 nam 2017 dm BO 
truang BO Giao dgc va Dao tao ve NT* ban hanh Quy trinh Quan VT van ban 
trong moi truerng mang. 

Dieu 3. Chanh Van ph6ng, Thu truang cac don vi thuOc va trgc thuOc 13() 
Gido due \TA. Dao tao, Thu truang cac don vi c6 lien quan chiu trach nhiem thi 
hanh Quyet dinh nay./. 

Noi nhOn: 
-NhuDi6'u 3; 
- BO twang (de b/c); 
- Cac Thu tniong (c16 p/h chi dao); 
- Cac sae gido duc va dao -to; 
- Cac co so gido cktc; 
- Cong thong tin diOn tir BO GDDT; 
- Luu: VT, VP. 

Le Hai An 



BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VItT NAM 
DOc 14p - Tkr do - Hunh phtic 

QUY CHE 
Quan 157 va xii157 tai lieu dien ttr 

teen He tilting Quin 157 hanh chinh dien ttr cua Bo Giao duc va Dao tao 
(Ban hanh kern theo Quy& dinh so /Q-D-BGDDT ngay 010 thangZ nam 2019 

cita BC) Giao duc va Dao tao) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. . Dieu 1. Pham vi dieu chinh va dot tuvng ap dung 

1. Pham vi dieu chinh 

a) Quy the nay quy dinh Quy trinh trao dOi, luu trix, xir ly tai lieu dien tix 
trong cong tac van thu tai BO Gido duc va Dao tao (BO GDDT): Quan 13'T van ban 
dien tit den, quan VT van ban dien tir di, lap va nOp km hO so dien tir vao Luu tit 
co quan. 

b) Quy the nay khong quy dinh quail 13'T van ban c6 not dung thuOc bi mat 
nha nu& theo quy dinh cua phap luat. 

2. ID& Wong ap dung 

a) Quy 6.6 nay ap dt.ing dOi v6i cac vu, cuc, Thanh tra, Van phong (don vi). 

b) Khuyen khich cac s6 gido duc va dao tao, cac co s6 gido duc khOng 
thuOc diem a khoan 2 Dieu 1 ap dung cac quy dinh tai Quy ch6 nay. 

Dieu 2. Giai thich tir ngfr 

Trong Quy cite nay, cac tix ngi clued day dirge hieu nhu sau: 

1. He thong Quan 13'T hanh chinh dien tir cUa BO Gido duc va Dao tao tai 
dia chi https://eoffice.rnoet.gov.vn  la He th6ng quail 13-  van ban va dieu hanh c6 
chirc Wang quan 157 ho so dien tir trong qua trinh xtir 1T cong viec, phix vu cong 
tac quail 157, dieu hanh, trao d61 van ban, da lieu dien tir gift cac don vi (He 
th6ng E-Office). 

2. chit k3r/ so cda BO GDDT, don vi la chit Ic57 s6 dirge tao lap b6i khoa bi 
mat tuang Ung voi chimg thu s6 cap cho BO GDDT, don vi theo quy dinh cua 
phap luat ve giao dich dien tir. 

3. Chit 1(3'T so cua nguoi c6 th'am quyen la chit 1c3'7 s6 dugs tao lap bed kh6a 
bi mat tucmg *rig voi chang thu so cap cho ngtred c6 tharn quyen theo quy dinh 
ctia phap luat ve giao dich dien 



4. Quan 1T van ban va hO so dien tir la viec kieAm soat mgi tac d9ng vao 
van ban, ho so dien tir trong suot \Tong doi ciia van ban va he) so dien tir, bao 

tao lap, chuyen giao, giai quyet, bao quan, lixu -Ira, sir diing, loai hily van 
ban va hO so dien tir. 

5. Cap nhat dit lieu ,la nhap 	b6 sung, sira 	hoar). thin nh-Cmg 
truang thong tin theo yeu cau dm He thong E-Office. 

, 6. Van ban so hoa tir van ban giay la van ban dien tir dirge tao lap tir viec 
so h6a day du, chinh xac not dung, the thirc van ban giay va c6 chit 1(3"7 so cua B9 
GDDT, don vi thirc hien so h6a. 

Dieu 3. Nguyen tic sir dung He thong E-Office 

1. Cac chi dao cua lanh dao B9, lanh dao don vi phan ding xir ly cong 
viec qua He; thong E-Office dirge xem la menh l'enh hanh chinh. 

, 2. Can b9, cong chirc, vien chue,  (ea nhan) c6 trach nhiem sir dung He 
thong E-Office trong xir 13"7.  cong viec hang ngdy. Khong sir dicing He thong E-
Office de trao doi thong tin mat, cong viec khong thu9c chire nang, nhiesm vu 
dia. B9 GDDT, don vi va cac not dung khac trai voi quy dinh cua phap luat. 

3. Trong trirang hgp c6 sly di ky thuat khOng van hanh dirge He thong E-
Office, thi viec xir 13'T van ban di, den dirge thirc hi'en theo Quy the cong tac van 
thu, luu tru ciia B9 GDDT (Quyet dinh so 2125/QD-BGDDT ngdy 05 thang 6 
nam 2018 cila B9 truang B9 GDDT ban hanh Quy thecong tac van thu, luu trit 
dm B9 GDDT) cho den khi sir co k-y thuat dugc khac phvc. 

4. Cac so gido due va dao tao, the co so giaodvc sir dung phan mem 
quan b'T van ban dien tir rieng phai dam bao ket nOi dirge vai He thong E-Office 
de trao doi van ban dien tir. 

Chtro'ng II 
QUAN 11.4)'( VAN BAN DEN 

Dieu 4. Nguyen tic quan 157 van ban den 

1. Tat ca van ban den B9 GDDT phai dugc clang 1(3'i• vao He thong E-
Office va giai quyect kip then, dung then han quy dinh. 

2. SO den ciia mot van ban den la duy nhat trong He thOng E-Office. 

3. Xac nhan van ban den diing dia chi va eh& nang, nhiem vu, tham 
quyen giai quyet van ban den tha B9 GDDT, don vi tiep than van ban. 

4. Kiem tra chit ky so theo quy dinh sir dung chit IcST so cho van ban dien 
tir trong co quan nha nuac tai Thong to so 41/2017/TT-BTTTT ngdy 19 thang 
12 nam 2017 cila B9 truang B9 Thong tin va Truyen thong. 
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Di'eu 5. Bang 147 van ban dien tut an, so hoa van ban giAy 

1. Dang 14T van ban dien tit den 

a)Trueing hgp Ben giri hoac Ben nhan chua dap irng day du cac yeu cau 
ye ket noi, lien thong trong viec giri, nhan van ban dien to qua Trijc lien thong 
van ban quoc gia, van thu kiem tra, cap nhat vao He thong E-Office cac truong 
thong tin se) 4, 5, 6, 7, 8, 9, 10, 12, 13, 14,15, 16 Phu tgc IV Quy the nay; 

b)Cdu true va dinh clang cua cac truong thong tin theo quy chuan ky thuat 
quoc gia ve can true ma dinh danh va dinh clang dit lieu g6i tin phut vu '<et noi 
cac he thong quan 17 van ban va dieu hanh quy dinh tai Thong to so 
10/2016/TT-BTTTT ngay 01 thang 4 nam 2016 ciia BO truong BO Thong tin va 
Truyen thong va Quyet dinh so 28/2018/QD-TTg ngay 12 thang 7 nam 2018 cua 
Thu tuong Chinh phu ve viec giri, nhan van ban dien tir gifra cac co quan trong 
he thOng hanh chinh nha nuov; 

c) SO den, thad gian den dugc luu trong He thOng E-Office. 

2. SO hoa van ban giay 

a)Van thu thirc hien so Ma van ban gidy, ky so cila BO GDDT, don vi 
theo quy dinh tai diem c khoan nay; viec so h6a tai lieu giri kern van ban can cu 
vao Danh muc van ban phai so h6a do BO GDDT quy dinh. 

b) Tieu chuan se; h6a tai lieu: 

- Dinh clang Portable Document Format (.pdf), phien ban 1.4 trg len; 

- Anh mau; 

- Do phan giai tOi thieu: 200 dpi; 

- Ty le so h6a: 100 %. 

c) Hinh tithe chit ky so ciia Bo GDDT, don,  vi thgc hien se; h6a (neu co) 
tren van ban so h6a de 	cong viec trong 	thong E-Office: 

- Vi tri: G6c tren, ben phai, trang dau van ban; 

- Hinh anh: Dau dm BO GDDT, don vi se; hoa van ban (neu co), mau do, 
kith thuac bang kith thuov thirc to da dau, dinh clang Portable Network 
Graphics (.png); 

-Thong tin: Ten BO GDDT, don vi, theyi gian 1c57 (ngay, thang, nam; gier, 
phut, giay, mui gi6 Viet Nam theo Tieu chu'An ISO 8601). 

A 	 A 	 A Dieu 6. Quy trinh chuye'n giao va giai quyet van ban den trong He 
thiing E-Office 

Quy trinh chuyen giao va giai guy& van ban den tai co quan BO GDDT 
dugc mO to chi tiet tai Phu lvc I kern theo Quy the nay. 
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Chuang III 
QUAN LY VAN BAN DI 

A 	 • Dieu 7. Nguyen Vac quart 13"7 van ban di 

1. Tat ca van ban di dm BO GDDT, don vi phai &roc clang ky vao He 
thOng E-Office. 

2. SO dm mot van ban di la duy nhat trong he thOng quan ly van ban di cila 
BO GDDT, dcm vi. 

3. Xac nhan van ban di &roc giri den dung dia chi cila co quan, to chic, ca 
nhan c6 ch*c nang va tham quyen giai quyet. 

4. Bao dam van ban &roc chuyen giao toan ven, an toan trong moi truang 
mang. 

5. The thitc va ky thuat trinh bay van ban dien tit thgc hien theo quy dinh 
tai Nghi dinh s6 34/2016/ND-CP ngay 14 thang 5 nam 2016 cila Chinh phu quy 
dinh chi tiet mot s6 dieu va bien phap thi hanh Luat ban hanh van ban quy pham 
phap luat va Thong to so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 dm BO 
trirong BO NOi vu ve huong d'an the thi va ky thuat trinh bay van ban hanh 
chinh, trir yeu to the thirc ve ky so cua ngued co tham quyen va ky s6 dm BO 
GDDT, don vi quy dinh tai Dieu 13, Dieu 14 Quy the nay. 

Dieu 8. So#n thao, kiem tra n(ii dung, the thtic, kST thtlit trinh bay 
van ban 

Lim do soan thao, kiem tra the thirc, ky thuat trinh bay van ban quy dinh 
chi tiet tai Ph-kJ lvc II Quy the nay. 

Dieu 9. Ban hanh van ban 

Luu do V ban hanh, dang 1(7 va phat hanh van ban quy dinh chi tiet tai 
Phu lvc III Quy the nay. 

Dieu 10. Hinh thtrc chit 147 s6 cua ngtriyi có tham quyen 147 ban hanh 
van ban 

1. Vi,  tri: tai vi tri 	dm ngirod c6 tham quyen k 'y ban hanh van ban tren 
van ban giay. 

2. Hinh anh: chit V cua ngued c6 tham quyen tren van ban giay, mau 
xanh, dinh clang (.png). 

Dieu 11. Hinh thirc chic 147 so cua Bo GDDT, dun vi ban hanh van ban 

1. Vi tri: trum len khoang 1/3 chit ky dia ngued c6 tham quyen ve phia 
ben trai; 

2. Hinh anh: dau cila BO GDDT, don vi ban hanh van ban (neu c6), mau 
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do, kich thuoc bang kich thuefc thgc to cua dau, dinh clang (.png); 

3. Thong tin: Ten BO GDDT, don vi, thOi gian ky (ngay, thang, nam; gRY, 
phirt, giay; mui gief Viet Nam theo Tieu chudn ISO 8601). 

Dieu 12. Quan ly va sir dung thiet bi ltru khoa bi mat va chirng thu• so 
ciia Bo GDDT, don vi trong cong tat van this 

1. Viec quan l'y va sir dung thiet bi ltm kh6a bi mat va chirng thu se) dm 
Bo GDDT, don vi trong cong tac van thu dugc thgc hien theo quy dinh tai 
Thong to so 41/2017/TT-BTTTT ngay 19 thang 12 nam 2017 dm BO truong BO 
Thong tin va Truyen thong quy dinh sir diing chit ky so cho van ban dien tir 
trong co quan nha nuo.c. 

2. Thi& bi km khoa bi mat va chirng thu so dm BO GDDT, dun vi phai 
dugc giao bang van ban cho van thu quan VT va trirc ti6p sir dung. 

3. Trach nhiem cua van thu 

a) Khong giao thi& bi luu khOa bi mat va chirng thu se) dm Bo GDDT, 
don vi cho ngued khac khi chua dugc phep bang van ban cila ngued có tham 
quyen. 

b) Phai trgc tier) ky so dm BO GDDT, don vi vao van ban do BO GDDT, 
don vi ban hanh; 

c) Chi dugc ky so dm BO GDDT, don vi vao van ban do BO GDDT, don 
vi ban hanh sau khi da có chit ky se") cua ngue,i co thdm quyen va van ban do BO 
GDDT, don vi trirc tiep so hoa. 

Chuang IV 

LAP VA NOP LU'U 
HO SO MOT TU VAO LIAT TRU' CO QUAN 

Dieu 13. Yeti c'au tao 14p ho so' din tit 

1. Bdo dam y'eu cdu chung cua viec lap va quan lY ho so.. 

2. Bao dam tinh xac awe dm van ban, tai lieu trong ho so. 

3. Dugc bao dam an toan trong He thOng E-Office. 

Dieu 14. Tao 14p ho so.  din tit 

1. CAn cir Danh invc h",) so., ca nhan dugc giao nhiem v1;1 giai guy& cong 
viec xac dinh so va ky hieu ho so cho van ban di, van ban den va cac tai lieu lien 
quan khac nhu: y kien chi dao, y kien dOng, 	bao cao giai trinh va cac not 
dung khac lien quan trong qua trinh giai quyet cong viec; cap nhat vao He thong 
E-Office truang thong tin so 2.3 Phi;i1pc IV va twang thong tin so 2.3 Phu lvc V 
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Quy the nay. Truong hgp pilaf sinh hO so khong cc') trong Danh mvc 	al ,h6 so d 
ban hanh, ca nhan dugc giao nhiem vu 	quyet cong viec cap nhat be) sung he) 
so vao Danh mvc ho so trong thong E-Office sau khi dugc phe duyet. 

2. Ca nhan dugc giao nhiem vv lap hO so co trach nhiem cap nhat vao He 
thOng E-Office cac truoeng thong tin so 1.3,2,3,4, 5,6, 7 Phu lvc VI Quy the nay. 

3. Ma ha so gOm: 

a) MA dinh danh cila BO GDDT, don vi lap danh mvc hO so 

MA dinh danh cua BO GDDT dugc quy dinh tai Thong to so 10/2016/TT-
BTTTT ngdy 01 thang 4 nam 2016 dm BO tnxang BO Thong tin va Truy'en 
thong ban hanh quy chuan ky thuat quOc gia ve eau trlic ma dinh dank va dinh 
Bang du lieu goi tin phvc vv ket not cac he thOng quail 	

, 
van ban va 	hanh. 

Ma dinh danh cua BO GDDT dugc mac dinh trong He thOng E-Office. 

b) Nam hinh thanh ho so 

c) SO va ky hieu hO so 

Nam hinh thanh hO so, so va ky hieu hO so dugc xac,dinh theo Danh mvc 
he) so. Cac thanh phan 	hO so dugc phan dinh bang du cham. 

Vi du 1: 000.00.10.G03.2019.01.TH, la HO so so 01 nhom TOng hgp, nam 
2019 dm Vv TO chirc can be), BO Gido dvc va Dao tao. 

Trong do: 000.00.10.G03 la ma dinh danh cua Vv TO chirc can bO, BO 
Gido duc va Dao tao; 2019 la nam hinh thanh hO so; 01.TH la so ky hieuh6 so. 

4. Khi cong viec hoan thanh, ca nhan dugc giao nhiem vv giai guy& cong 
viec có trach nhiem ra soat lai toan bO van ban, tai lieu co trong ho so, hoan 
thien, ket thuc hO so va cap nhat vao He thong E-Office cac throng thong tin so 
8, 11 Phu lvc VI Quy the nay. 

5. Viec cap nhat ma dinh danh cua BO GDDT, don vi lap hO so, nam hinh 
thanh ho so, tang so van ban trong ho so, tong so trang cua hO so vao cac truOng 
thong tin so 1.1, 1.2, 9, 10 Phu lvc VI Quy the nay dixgc thirc hien bang chirc 
nang dm He thOng E-Office. 

Dieu 15. Nip luru va plan 1ST ho s r di0 tir tai Ltru tar co' quan 

1. Viec nOp hru, quan 11T hO so dien tir tai Luu tril co quan va hu'y tai lieu 
dien tir het gia tri dugc thgc hien theo quy dinh tai Chuang II Nghi dinh so 
01/2013/ND-CP ngay 03 thang 01 nam 2013 dm Chinh phu quy dinh chi ti6t thi 
hanh mot so dieu cua Luat Luu trir. 

2. Ca nhan dugc giao nhiem vv giai guy& cong viec can cur vao Danh mvc 
ho so dm Bo GDDT, co trach nhiem nOp hxu tai lieu dien tur va cac tai lieu dinh 
dang khac neu có vao Luu till co quan. 

6 



3. Luu tat co quan co trach nhiem kiem tra, tiep nhan hO so, dim ho so ve 
the dO quan 1Y "H45 so luu tar dien tir" trong He thOng E-Office. 

Chuang V 

TRACH NHICNI TRONG QUAN LY, VAN HANH 
VA SU' DUNG HE THONG E-OFFICE 

Dieu 16. Trach nhiem dm dun vi 

1. Trach nhiem cua thu truong don vi 

a) Chiu trach nhilem truck BO truong ve viec sir dung He thOng E-Office; 
chi dao, kiem tra, giam sat, don dOc don vi sir dung He thOng E-Office trong xir 
1Y cong viec hang ngay. 

b) Chi dao va phan cong xir1y van ban trgc tier, qua He th6ng E-Office. 

c) Phan quyen hoac ity quyen xir 1Y cac van ban den don vi qua He thOng 
E-Office. 

d) Cap nhat danh sach ngtroi sir dung cila don vi, giri Van phong de cap 
tai khoan sir dung He the'mg E-Office. 

d) Cir ca nhan tham dir cac khoa tap hudn, huOng don quan 1Y va sir dung 
He thOng E-Office. 

2. Trach nhiem cila van thu don vi 

a) Van thu don vi có trach nhiem nhan, trinh, chuyen giao kip then van 
ban den thil truong don 

b) Thirc hien s6 hoa van ban gidy den tivc tier,  don vi va van ban do don 
vi phat hanh, nhap cac thong tin quan ly vao He thOng E-Office. 

c) Kip thei bao coo thu truong don vi thOng bao cho Van phong biet de 
huy tai khoan cua ngtreyi sir dung vi pham quy dinh va chu &Ong )(ix ly theo 
tham quyen. 

3. Trach nhiem cua ca nhan 

a) Kiem tra, xir 1Y kip thoi cac van ban dien tir &roc phan cong xir 1Y hang 
ngay trong He thOng E-Office, dam bao dung tien dO, ket thlic WO so cong viec 
sau khi hoan thanh trong He thOng E-Office. 

b) Khong truy cap vao tai khoan cUa ngtrei khac (trir truong hop fly quyen 
xir 1y bang van ban hoac uy quyen tren He thong E-Office) va khong cung cap 
tai khoan cua minh cho ngued khac. 



c) Trirac khi chuyen cong tac hoac nghi the dO, phai dux hien ban giao 
tai khoan sir dung He thOng E-Office cho thit truang don 

d) Chiu trach nhiem ve nhang su cc') gay ra do quan 1ST. , sir dung khong 
dung theo quy dinh. 

Dieu 17. Trach nhi'On ciia Cvc Ging ng4 thong tin 

Ngodi trach nhiem dtrgc quy dinh tai Dieu 16, Cuc COng ngh'e thong tin 
con có trach nhiem thuc hien: 

1. Xay dung He thOng E-Office dam bao cac chirc nang ca ban theo quy 
dinh tai Thong to so 01/2019/TT-BNV ngdy 24 thang 01 nam 2019 cUa BO 
throng BO NOi vu quy dinh quy trinh trao dOi, luu trir, xir 1ST tai lieu dien tir trong 
cong tac van thu, cac chirc Wang co ban cila Hethong quan ly tai lieu dien tir 
trong qua trinh xir ly cong viec cua cac ca quan, t chirc. 

2. Duy tri He th6ng E-Office hoat dOng thidyng xuyen, thong snot; thong 
bao kip theii cac don vi Net khi He thOng E-Office gip sly co va ket qua khac 
phuc sly co. 

3. Dam bao an toan co so du lieu, an ninh cho He thOng E-Office. 

4. Huang dan, 118 trg sir dung He thong E-Office theo yeu ciu cua cac 
don 

Dieu 18. Trach nhiim ciia Van phong 

Ngodi trach nhiem dugc quy dinh tai Dieu 16, Van phong con có trach 
nhiem thuc hien cung cap tai khodn, phan quyen cho ngireii sir dung He thong E-
Office; huOng dan, ho trg, kiem tra, giam sat, don d6c viec quail VT, sir dung He 
th6ng E-Office. 

Chuang VI 

KHEN THRONG, KY LIL:iiT 

Dieu 19. Khen thuieng 

1. Chit luting va hieu qua sir dung He thOng E-Office la mot trong cac 
fiat chi danh gia xep loci can bO, cong chirc, vien chirc va binh xet thi dua khen 
thuong hang nam. 

2. Dan vi, ca nhan có thanh tich xuit sic trong viec thgc hien quy the se 
dirge BO truong xem xet khen thuang theo quy dinh. 
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Dieu 20. KST It* 

1. Don vi, ca nhan thgc hien sai hoac khong thirc hien quy the thi tuy 
theo mirc dg vi pham se xem xet, danh gia mirc dg hoan thanh nhiem vu va phai 
chiu cac hinh thirc kST luat. 

2. Cac hanh vi trai phep, vi pham nghiern trgng den lgi ich cua Bg 
GDDT,I3C• GDDT se ph& hgp voi cac co quan chirc nang de xac dinh d6i tugng 
vi pham va xir 17 theo quy dinh cua phap 1*. 

Dieu 21. Dieu chinh, sum c of va 136 sung 

Trong qua trinh thirc hien neu có van de phat sinh, vuang mac, thu twang 
don vi kip thoi bao cao lanh dag 13(). GDDT (qua Van phong) xem xet sira d&, 
b'g sung cho phiT hgp./. 
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T6 chk 
giai quy6t 

Tiep nhan, long kj: van 
He thting E-Office 

Van thtr 
BO 

TitSp nhtin, r3ang IN van 
He thong 	so 
haa, trinh va chiryen 

giao van ban den 

(2) 

kin phan 
h6i gidi quye 

Thtr ky 

LAnh dao Biy 

Trinh xin 
luen cna 
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Phy inc I 

QUY TRINH CHUYEN GIAO VA GIAI QUYET VAN BAN DEN 

(Kern theo Quyt clinh so 388 /Q-D-BGDDT ngeiy10 thangOL nam 2019) 

1. Urn do van ban dtn 

Chu 
	♦ Duemg di cila van ban giay 

Duemg di cila van ban din tir 
(1) Van ban loai 
(2) Van ban loai II 
(3) Van ban loai III 

2. MO to chi tiet 

Nguiri th yc 
hi0 

NOi dung ding viO 

Van thy 
BO 

a) DOi voi van ban giay: 

- Kiem tra tinh xac dux ve ngu6n g6c nai giri va six toan yen 
dm van ban; nen phat hien c6 sai sot, phai kip tiled thong bao cho 
not giri hoc bao cao ngueri c6 trach nhiem xem xet, giai quytt. 

- Phan loai so' ix): 

+ Loai khong boc bi: la loai girl Bich danh cho ca nhan va cac 
to chdc 'Eng, doan the trong co quan Bic') GDDT; 



Ngtroi dive 
hie:n  

NOi dung cong viec 

+ Loai duoc b6c bi: Tat ca cac van ban con lai. 

- Doi vth van ban khong boc bi: Dang ky van ban den trong 
He thOng E-Office va chuyen nguyen bi den dich danh ca nhan, to 
chirc gang, doan theo Nth nhan. 

- Doi vai van ban duoc boc bi: 

Chanh Van 
phong 

+ B6c bi van ban; 

+ So hoa van ban, kY se; cila BO GDDT. 

+ Chuyen file van ban teen He; the -1g E-Office d6n cac don vi 
giai quyet (van ban loai I), hoac thu ky lanh dao Bo (van ban loai 
II), hoac Chanh Van phong (van ban loci III). 

Van ban den c6 dau chi cac mirc (10 khan phai dugc trinh, cap 
nhat, clang ky va chuyen giao ngay sau khi nhan, doi veri nhang van 
ban den khac, Van thu ca quan BO cap nhat, clang ky va chuyen 
giao trong ngdy lam vi'ec, cham nhat la trong buth sang cila ngay 
lam vi'ec tie') theo. 

b) Doi veri van ban din 

- Kiem tra,tinh xac thtrc ve nguOn gOc not 	va toan yen 
dia. van ban; neu phat hie'rt c6 sai sot, phai kip thoi thong bao cho 
not giri hoac bao cao ngueri c6 trach nhie:m xem xet, giai quy&t. 

- Dang kY van ban den trong He thOng E-Office; 

- Chuyen file van ban dinh kem den trong He thOng E-Office 
den cac don vi giai quyet theo quy trinh nhu doi voi van ban giay 
(theo cac loai I, II, III). 

Can c* ch*c nang, nhi'em vu cua cac don vi va not dung, mirc 
dO quan trong cua van ban, Chanh Van phong cho y kien phan phoi 
van ban, cap nhat vao He thong E-Office cac Twang thong tin so 
17, 18, 19 Ph1,1111c IV Quy a-16 nay. 

Doi vai van ban den lien quan den nhieu don vi, ca nhan, 
Chanh Van phong xac dinh don vi hoac ca nhan chu tri, don vi 
hoac ca nhan phoi hop, thOi han giai quyet van ban va y kien chi 
dao not dung giai quyet. 



Ngtrei thlye 
hi?n  

LAnh dao 
BO/Thu. ky 
lanh dao 

BO 

Lanh dao 
don vi/Van 
thy dun vi 

Ca nhan 

Nii dung cong viec 

- Sau khi nhan duoc van ban den tren He th6ng E-Office, thu 
ky lanh dap 13() trinh l'anh dao BO xin y kien chi dao x* 1--;T van ban. 

- Sau khi nhan duoc 3'T kien chi dao cilia lanh dao B(5, thu ky 
lanh dao 13"0:) cap nhat ten he th6ng va chuyen cho dan vi VT VT. 

Can c* not dung van ban, y kien chi dao cua lanh dao BO va vi 
tri viec lam dm ding chic, vien chirc trong dan vi, thu truing dan 
vi cho y kien xix VT van ban trong He thong E-Office va chuyen cho: 

- Pho truing don vi (thuOc linh vgc phi trach) de to chirc thirc 
hien (neu can); 

- Cong chirc, vier' chic trong don vi chili tri giai guy& (truing 
hop don vi duoc giao chu tri giai quyet) hoac phoi hop giai quyet 
(truing hop don vi duoc giao ph6i hop giai quyet); 

- Lanh dao don viph6i hop giai....quyet (neu can). 

- Thiremg xuyen cap nhat He th6ng E-Office de nhan va xir 1y 
van ban kip tiled, chdt luting, dung tin dO, 

- D6i vgi nhung van ban dixerc gui dich danh da qua dang ky 
tai Van thu ca quan 

+ Neu not dung mang tinh chdt ca nhan, bao lai Van thu don 
vi de cap nhat tren He th6ng E-Office (phdn Ghi chn: NOi dung ca. 
nhan); 

+ Neu not dung c6 lien quan den cong viec co quan BO, bao 
cao lanh ciao don vi de phe xix VT van ban; chuyen van ban lai Van 
thu ca quan BO de s6 hoa tai lieu va cap nhat tren He that-1g E-
Office. 

Ca nhin chii tri giii quyet: 

- Ca nhan dirge giao nhiem vu giai guy& van ,ban c6 trach 
nhiem xac Binh so va 	hieu 116 so cho van ban den theo Danh 
muc h6 so cilia BO GDDT, don vi; cap nhat vao He th6ng twang 
thong tin s6 2.3 Phu luc IV Quy the nay. 

- Can dr not dung van ban, y kien chi dao cua lanh dao 11), 
lanh dao don vi, tiep nhan va cap nhat trang thai x* VT cho van ban 
trong He th6ng E-Office; 

- Nghien ciru not dung van ban de giai quyet. Truing hop van 



Nguifi thuv 
hi0 

NOi dung cong vi0 

ban yeu c'au phai tra Uri thi soan van ban tra leri va trinh l'anh dao 
don vi guy& dinh; 

- Tap hop van ban lien quan den cong vi'ec dugc giao chil tri 
giai guy& Lap thank hO so,  a clang dir lieu dien tir. 

Ca nhan pi-16i hqp giai quyet: 

Nhan van ban trong He thOng E-Office, nghien dru not dung 
van ban de phi hgp giai guy& va giri ket qua xir 15/ cho: 

- Lanh dao don vi (de bao cap); 

- COng chirc, vien chirc chili tri giai quyet. 

3. Phan lo4i van ban den (loci I, II va III) 

, a) Van ban loci I: Van thu ca quan BO clang nhiap va chuyen ngay trong He 
thong E-Office den van thu cac don vi. 

b) Van ban loci II: Van thu ca quan BO clang nh4p vao He thOng E-Office va 
chuyen den Thu 1(3'7 lanh dao B. 

c) Van ban 14 III: Van thu ca quan BO clang nhap vao He thOng E-Office 
va chuyen den Chanh Van phOng. 

Danh mix phan loci van ban den do BC? GDDT quy dinh. 



Dv than, tiep 
	 thu, hoan thien 

dtr than van ban Co 

Kiem tra 
nni dung, 
the thirc, 
ky" thuat, 
yeu cau 
ho sung, 
sira d6i 

C6 

KhOna 

Kie'm tra 
the thirc, 
ky thuat 

trinh 
hay, yeu 
cat' ho 
sung, 

sira d6i 

KhOg 
Cho y 
kien 

vao ban 
than 
cutii 

Luu do, ky ban hanh, 
Bang ky, phat hanh 

vi-In  ban 
(Phy lyc III) 

KhOng 

ki& 
gong gop 

Phu lye II 

LIAT DO SOAN THAO, KIEM TRA THE THU'C, 

KY THU;NT TRiNH BAY VAN BAN 

(Kern theo Quyet clinh saga /Q-D-BGDDT ngiry c47 thangOnarn 2019) 

1. Ltru do sown than, kiem tra the thtic, ky thulat trinh bay van ban 

Van thir/Thir kv 
Lanh dyo Bt) 

(3) 

Ca nhan 
(1) 

Lanh dyo 
dun vi 

(2) 

Chit thich: 
Dtrarng di cila van ban dien tir 

2. Mil  to chi tiet 

Ng wild thtrc 
MO 

NOi dung cong vi0 

Ca nhan a) Du thao van ban; dua dg did° van ban vao H. th6ng E-
Office; du kien mix d6 "khan" (neu c6); xin 3'T kien &rig g6p; tie') 
thu va hoar' thien dkr than, trinh lanh dao don vi xem xet; 

b) Cap nhat vao He th6ng E-Office cac trtreyng thong tin s6 4, 



Nguiri thirc 
hien 

NOi dung cong viec 

9, 10, 12, 15, 17 Phu lvc V Quy the nay. 

Lanh d#o 
dun vi Xem xet, cho y kien va chiu trach nhiem ye not dung du thao, 

chuyen dg thao den Van thu Be/Thu ky Lanh dao Bo; 
Van dui' 

BO/Thu.14 
lanh d#o 

BO 

Tiep nhan ban du thao, kiem tra lai the thirc \fa ky thuat trinh 
bay  van ban; neu phat hien sai sot thi bao ca.() ngtreti có trach nhiem 
xem xet, giai quyet, chuyen dv thao ve dinh clang .pdf (phien ban 
1.4 trg len) truck khi trinh ngued có tham quyen 1c/ ban hanh van 
ban. Viec cap nhat so dm van ban; ngay, thang, ram van ban; ten 
BO GDDT, don vi ban hanh van ban; se; trang van ban; ma dinh 
danh co quan, to chirc nh'an van ban vao cac tnrong thong tin so 5, 
7, 8, 11, 14.1 Phu lvc V Quy the nay dugc thirc hien bang chirc 
nang cua He thong E-Office. 



In, nhan ban, dong 
dau., phat hanh va ltru 

van ban giay 

Ca nhan 

(1) 

Hoan thien van ban, 
in, trinh ky 

Chi dao hoan thien 
van ban 

Yin tinr/Thw ky 
L'Anh dao 13# 

(3) 

Truing hap k' van ban giay 

Lanh (p 
13§ 
(4) 

Cho y kien 
vao ban than 

cu6i 

Kji chiu trach nhiem 
MN dung 

Cho se, ngay, thing van 
" ban, nhan ban dOng dAu 

So hOa, kY so ciia BO 
Ciao duc va )ac, tao 

Kjf ban hanh 
van ban 

Phat hanh van ban gitty 
den noi khong ca du 
then kien nhan hoac sir 
dung van ban dien tir 

Phat hanh van ban 
s6 hoa 

Hoan thien van ban, 
chuyen Van thu/Thu ky 
Lanh don Be kiem tra 
the fink, ky thuAt de 

trinh kV 

Chi dao hoan thien 
van ban 

Kiem tra, chiu trach 
nhiem not dung 

Truing hop kV van ban dien 

Kiem tra lAi the fink, 
ky thuat, chuyen djnh 
Bang, trinh ky van ban 

Cap so, ngay, 
thing, nam 

1("/ so ciia BO Ciao 
duc va Dao tao sau 

khi in 

KY so van .ban 

Phat hanh van ban giay 
den nai khong có du 
dieu kien nhan hoac sir 
dung van ban dien M 

Phat hanh van ban 
dien ti r" 

Chet thich : 

  

Dyeing di dm van ban giay 
Duemg di cna van ban di@-1 tix 

  

   

Lanh dao 
don vi 

(2) 

Phu luc III 

LIAT DO KY BAN HANH, BANG KY, PHAT HANH VAN BAN 

(Kern theo Quyjt dinh so, eg /Q-D-BGDDT ngayV thing/, narn 2019) 

1. Ltru ti 14,  ban hanh, dfing 147, phat hanh van ban 



2. MO to chi tiet 

NOi dung eking viec Ng troi/ 
Don vi 

thwc hien 
DOi voi van ban giay DOi voi van ban dien tir 

Lanh d#o 
BO 

1. D6i voi h6 so trinh c6 not 
dung bao cao, xin y kien chi dao: 
dung hoan toan van ban dien tir, 
khong dung van ban giay. 

2. DOi voi ho so trinh xin uy 
quyen lo'T van ban hoac trinh lanh 
dao Bo 1c3"7 van ban: tat ca cac khau 
dung van ban dien tir, trir khan cuoi 
ding in van ban giay trinh lainh dao 
B6 song song voi van ban dien  

I“T ban hanh van ban lc .7 s6 
tren van ban dien tir theo quy dinh 
tai Dieu 11 Quy the nay, chuyen 
van thu B6 de lam thit tpc phat 
hanh van ban. 

, Ltru Don vi xac dinh Mat 
quyet dinh.  

cila van ban, trinh Lanh dao don vi 

Van thy 
BO 

, 1. Thkrc hien so h6a van ban 
giay theo quy dinh tai diem b khoan 
2 Dieu 5 Quy,che nay 

2. KST so cila B6,  GDDT, don 
vi theo quy dinh tai diem c khoan 2 
Dieu 5 Quy the nay va phat hanh 
van ban so hoa. 

1. Cdp so, ngay, thang, nam 
vao dux thao van ban bang chirc 
Wang cila He thong E-Office; in va 
dongdau de luu tai van thu 01 ban 
va so 

den 
ban gidy phdi phat 

hanh den cac doi tixgng: 
a) Co quan,,  to 	ca. nhan 

khong dap ung dieu kien ha tang ky 
thuat cOng nghe de nhan van ban 
dien dr; 

b) Co quan, to chirc, ca nhan 
phai sir dung van ban gidy de thirc 
hien cac giao dich khac theo quy 
dinh ctla phap luat. 

2. 1(3'r so dm B6 GDDT, don vi 
theo quy dinh tai Dieu 11 Quy the 
nay va phat hanh van ban dien 

3. Cap nhat vao He th6ng cac 
tnxeng thong tin so 6, 13, 14.2, 16 
Phplpc V Quy the nay. 

4. Luu van ban dien tir trong 
He th6ng E-Office.  

Ltru Van ban khan, h6a t6c phai &roc phat hanh ngay sau khi 
nhan &roc tren He th6ng E-Office; d6i voi nhang van ban khac, Van thu 
136 lam thu tpc phat hanh trong theyi,han 01 ngay lam viec, cham nhdt la 
trong buoi sang cila ngay lam viec tip theo.  



Phu luc IV 

THONG TIN DAU VAO CUA DIY LIEU QUAN LY VAN BAN DEN 

(Kern theo Quye't clinh sa 3gg /Q-D-BGDDT ngay.20 thcingAiam 2019) 

STT TruiYng thong tin 
Ten 

(viet tit tieng Anh) 
Kieu de liOu DO clai 

1 Ma dinh danh van ban DocCode String 25 

2 Ma hO so FileCode String 40 

2.1 
Ma dinh danh cila co quan, to 

chirc 11ap danh mix ho so 

Organld String 13 

2.2 Nam hinh thanh 116 so FileCatalog Number 4 

2.3 SO vak3'Thieu hO so FileNotation String 20 

3  SO thin tiy van ban trong hO so DocOrdinal Number 3 

4 Ten loci van ban TypeName String 100 

5 SO dm van ban CodeNumber String 11 

6 K 'y hi'eu dm van ban CodeNotation String 30 

7 Ngay, thang, nam van ban IssuedDate Date 10 

8 
Ten co quan, to chirc ban hanh 

van ban 

OrganName String 
200 

9 Trich yeu not dung Subject String 500 

10 Ng& ngir Language String 30 

11 So trang dm van ban PageAmount Number 3 

12 Ghi chii Description String 500 

13 Ngdy, thang, nam d'L ArrivalDate Date 10 

14 SO den ArrivalNumber Number 10 

15 Chirc vu, ho ten nguarik3'T Signerinfo 

15.1  Chirc vu cila nguOik)'T van ban Position String 100 

15.2 Ho va ten ngired 1(7 van ban FullName String 50 

16 Mirc di) khan Priority Number 1 

17 Don vi ho-ac nguai nhan ToPlaces String 1000 

18 
)"r kin phan phOi, chi dao, trang 

thai xir 1y van ban 

TraceHeaderList LongText 

19 Thei han giai quye't DueDate Date 10 



Phu luc V 

THONG TIN DAU VAO CUA LIEU QUAN LY VAN BAN DI 

(Kern theo Quye'l dinh so 38g /QD-BGDDT ngay0,10 thangWineini 2019) 

STT Truimg thong tin , 	, 	, 
Ten 

(viet tat tieng Anh) 
Klett chi lieu DO dli 

1 Ma Binh danh van ban DocCode String 25 

2 Ma ho so FileCode 

2.1 
Ma. dinh danh dm co quan, to chucOrganld 
lap danh muc 116 so 

String 13 

2.2 Nam hinh thanh 116 so FileCatalog Number 4 
2.3 SO \fa lcS hieu h6 so FileNotation String 20 
3 SO thir tiy van ban trong 116 so DocOrdinal Number 3 

4 Ten loci van ban TypeName String 100 

5 SO dm van ban CodeNumber String 11 

6 KS hieu caa van ban CodeNotation String 30 

7 Ngay, thang, nam van ban IssuedDate Date 10 

8 
Ten co quan, to chirc ban hanh vanOrganName 
ban 

String 
200 

9 Trich yeti not dung Subject String 500 

10 Ngon ngir Language String 30 

11 So trang dia van ban PageAmount Number 3 

12 Ghi &a Description String 500 

13 Chirc vv, h9 ten nguari IcS Signerinfo 
13.1 Chirc vv dm ngtroi l(ST van ban Position String 100 
13.2 HQ va ten nguoi l(ST van ban FullName String 50 

14 Noi nhan To 

14.1 MA dinh danh cua co quan, to chircOrganld 
nhan van ban 

String 13 

14.2 Ten co quan, to chdc nhan van ban OrganName String 200 

15 Mire dO khan Priority Number 1 

16 SO luting ban Oat hanh IssuedAmount Number 3 

17 Han tra 16i van ban DueDate Date 10 
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