
Can cie Luat Luru tru ngay 11 thdng 11 nam 2011;

Can cu Luat Giao dich dien tir ngay 29 thdng 11 nam 2005;

Can cie Nghi dinh sd 34/2017/ND-CP ngay 03 thdng 4 nam 2017 cua
Chinh phu quy dinh chuc nang, nhiem vu, quyen han vd ca cau to chuc cua Bo

Ndi vu;
Can cu Nghi dinh sd 64/2007/ND-CP ngay 10 thdng 4 nam 2007 cua

Chinh phu ve ung dy.ng cdng nghe thdng tin trong hoat dpng cua cac ca quan
nha nu&c;

Can cu Nghi dinh sd 01/2013/ND-CP ngay 03 thdng 01 nam 2013 cua
Chinh phu quy dinh chi tiet thi hanh mot sd dieu cua Luat Luu tru;

Can cu Nghi dinh so 130/2018/ND-CP ngay 27 thdng^ 9 nam 2018 cua
Chinh phu quy dinh chi tiet thi hanh Luat Giao dich dien tu ve chic ky sd vd dich
vu chung thuc chit ky sd;

Can cie Quyit dinh sd 28/2018/QB-TTg ngay 12 thdng 7 nam 2018 cua Thu
tudng Chinh phu ve viec gui, nhqn van ban dien tic giica cdc ca quan trong he
thdng hanh chinh nha nude;

Theo de nghi cua Cue trudng Cue Van thu vd Luu trie nhd nude;

Bq trudng Bq Ndi vu ban hanh Thdng tu quy dinh quy trinh trao ddi, luu
trie, xu ly-tdi lieu dien tic trong cdng tac van thu, cdc chicc nang ca ban cua He

thdng quan ly tai lieu dien tic trong qua trinh xu ly cdng viec cua cdc ca quan,
to chicc.

ChuangI

QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh

1. Thong tu nay quy djnh cac ngi dung sau:

a) Quy trinh trao doi, luu trQ, xu ly tai lieu dien tit trong cong tac van thu
bao gom: quan ly van ban dien tu den, quan ly van ban dien tu di, lap va nop luu

ho so dien tu vao Luu tru ca quan;

BO NQl VUC0NG HOA XA H0ICHU NGHlA VIET NAM
Doc lap - Tu do - Hanh phuc

S6:  01 /2019/TT-BNVHdNgi, ngdyty thdng 0/nam 2019

THONG TIT
Quy dinh quy trinh trao doi, luu tru, xu ly tai lif u dien tu- trong cong tac

van thu, cac chuc nang ca ban cua He thong quan ly tai lieu dien tir trong
qua trinh xu ly cong viec cua cac ca quan, to chuc



b) Chuc nang ca ban cua He thong quan ly tai lieu dien tu.

2. Thong tu nay khdng quy djnh quan ly van ban cd noi dung thuoc bf mat
nha nude theo quy djnh cua phap luat.

Dieu 2. Doi tugng ap dung

1.Thong tu nay ap dung doi vdi ca quan nha nude, doanh nghiep nha nude
theo quy dinh cua Luat Doanh nghiep nam 2014 (sau day ggi chung la ca quan,
to chuc).

2.Khuyen khich cac co quan, to chuc khong thuoc Khoan 1 Dieu nay va ca
nhan ap dung cac quy djnh tai Thong tu nay.

Dieu 3. Giai thich tir ngu

Trong Thong tu nay, cac tu ngft dudi day dugc hilu nhu sau:

1.He thing quan ly tai lieu dien tu la He thong quan ly van ban va dieu
hanh cd chuc nang quan ly ho so dien tu trong qua trinh xu ly cong viec cua cac
trco quan, to chuc (sau day ggi chung la He thong).

2.Chvt ky so cua ca quan, to chuc la chu ky so dugc tao lap bdi khda bi
mat tuorng ung vdi chung thu so cap cho co quan, to chuc theo quy dinh cua
phap luat ve giao djch dien tu.

3.Chu ky so cua ngudi co tham quyen la chu ky so dugc tao lap bdi khoa
bi m^t tuong ung vdi chung thu so cap cho ngudi cd tham quyen theo quy djnh
cua phap luat ve giao dich dien tir.

4.Quan ly van ban va hi so dien tu la viec kiem sodt mgi t^c dgng vao van
ban, hi so dien tu trong sudt vdng ddi cua van ban va hi so dien tu, bao gdm:

tao lap, chuyen giao, giai quyet, bao quan, luu tru, su dung, loai huy van ban va

ho so dien tu.

5.Du lieu dac ta cua van ban, ho so la thong tin md ta noi dung, djnh dang,
ngu canh, cau true, cac yeu to cau thanh van ban, ho so; mli lien he cua van ban,

ho so vdi cac van ban, hd so khac; thdng tin ve chu ky sd tren van ban; lich su
hinh thanh, su dung va cac dac tinh khac nham phuc vu qua trinh quan ly, tim
kiem va luu tru van ban, hd so.

6.Di chuyen hd so, tai lieu dien tu la qua trinh chuyen hd so, tai lieu dien
tu, du lieu dac ta cua hd so, tai lieu tu he thdng nay sang he thing khac, bao dam
tinh xdc thuc, tinh toan ven, do tin cay va kha nang su dung cua hd so, tai lieu.

7.Quan tri He thdng la viec giam sat, duy tri hoat ddng, bao dam an toan,
an ninh va kilm soat qua trinh van hanh He thing.

8.Cdp nhat du lieu la nhap mbi, bd sung, sua ddi, Man thien nhung trudng
thdng tin theo yeu cau cua He thdng.



9. Van ban si hoa tir van ban giay la van ban dien tir dugc tao lap tir viec sd
hoa day du, chinh xac ndi dung, the thuc van ban giay va co chu ky sd cua co
quan, to chuc thuc hien sd hoa.

Chirang II

QUAN LY VAN BAN DEN

Dieu 4. Nguyen tac va yeu cau quan ly van ban den

1.Tat ca van ban din co quan, to chuc phai dugc dSng ky vao He thdng.

2.Si den cua mot van ban din la duy nhat trong he thing quan ly van ban

den cua ca quan, to chuc.

3.Xac nhan van ban den dung dja chi.

4.Xac djnh dung chuc nang, nhiem vu va tham quyen giai quyet van ban
den cua co quan, to chuc tiep nhan van ban.

5.Giai quyet van ban den kip thoi, dung thdi han quy djnh.

Dieu 5. Tiep nhan van ban difn tu den

1.Kiem tra chu ky sd theo quy djnh sir dung chQ- k^ sd cho van ban dien tu
trong ca quan nha nude tai Thdng tu si 41/2017/TT-BTTTT ngay 19 thang 12

nam 2017 cua Bg trudng Bg Thdng tin va Truyen thdng.

2.Thdng bao da nhan van ban

Co quan, to chuc nhan duoe van ban co trach nhiem thdng bao ngay trong

ngay bng phuong tien dien tir cho co quan, to chuc giri ve viec da nhan van ban.

Dieu 6. Dang ky, si hoa van ban den

1. Dang ky van ban dien tir den

a)Trudng hop Ben giri hoac Ben nhan chua dap ung day du cac yeu cau ve
ket ndi, lien thdng trong viec giri, nhan van ban dien tir qua True lien thdng van
ban qudc gia, van thu ca quan kiem tra, cap nhat vao He thdng cac Trudng
thdng tin si 4, 5, 6, 7, 8, 9, 10, 12, 13, 14,15, 16 Phy luc IV Thdng tu nay;

b)Cau true va djnh dang cua cac trudng thdng tin theo quy chuan ky thuat
qudc gia ve cau true ma djnh danh va djnh dang du lieu gdi tin phuc vu ket ndi
cac he thing quan ly van ban va dieu hanh quy djnh tai Thdng tu si

10/2016/TT-BTTTT ngay 01 thang 4 nam 2016 cua Bo trudng Bd Thdng tin va
Truyln thdng va Quylt djnh si 28/2018/QD-TTg ngay 12 thang 7 nam 2018 cua
Thu tudng Chinh phu ve viec gui, nhan van ban dien tir giua cac co quan trong

he thdng Mnh chinh nha nude;



c) Sd din, thdi gian den dugc luu trong He thing.

2. Sd hoa van ban den tir van ban giay

a)Van thu co quan thuc hien sd hoa van ban den dinh dang giay, ky si cua
ca quan to chuc theo quy djnh tai Diem c Khoan nay; viec si hoa tai lieu gui
kem van ban cd djnh dang giay can cd vao Danh muc van ban phai si hoa va

yeu cau quan ly, thuc tien hoat ddng do ca quan, to chuc quy djnh;

b)Tieu chuan si hoa tai lieu:

-Dinh dang Portable Document Format (.pdf), phien ban 1.4 trd len;

-Anh mau;

-Do phan giii tli thilu: 200 dpi;

-Tyleslhda: 100%.

c)Hinh thuc chu ky sd cua co quan, to chuc thuc hien sd hoa tren van ban
sd hoa de xu ly cdng viec trong He thdng:

-Vj tri: Gdc tren, ben phai, trang dau van ban;

-Hinh anh: Dau cua co quan, td chuc si hoa van ban, mau do, kich thudc
blng kich thudc thuc tl cua dlu, djnh dang Portable Network Graphics (.png);

-Thdng tin: Ten ca quan, tl chuc, thdi gian ky (ngay, thdng, nam; gib,
phut, giay; mui gib Viet Nam theo Tieu chuin ISO 8601).

Dieu 7. Trinh, chuyen giao van ban den trong He thong

1.Van thu co quan cd trach nhiem trinh, chuyen giao van bdn den ngubi
dung dlu co quan, td chuc hoac ngudi dugc ca quan, td chuc giao trach nhiem
phan phli, chi dao giai quyet van ban (sau day ggi la ngubi co tham quyen).

2.Ngubi cd tham quyen cho y kien phan phdi, chi dao giai quyet van ban
din; cap nhat vao He thing cac Trudng thdng tin si 17, 18, 19 Phu luc IV
Thdng tu nay. Dli vdi van ban den lien quan den nhieu don vj, ca nhan, ngudi
co tham quyln phai xac dinh ro don vj hoac ca nhan chu tri, don vj hoac ca nhan
rrrfphdi hqp, thdi han giai quyet van ban va y kien chi dao ndi dung giai quyet.

Dieu 8. Giai quyet van ban den trong He thong

1.Khi nhan dugc van ban ddn trong He thdng, don vj, ca nhan dugc giao
7/chu tri co trach nhiem to chuc giai quydt.

2.Ca nhan dugc giao nhiem vu giai quyet van ban cd trach nhiem xac djnh
7-\ry9so va ky higu hd so cho van ban den theo Danh muc hd so ciia co quan, td chuc;

cap nhat vao He thdng Trubng thdng tin sd 2.3 Phu luc IV Thdng tu nay.

3.Luu dd quan ly van ban den quy djnh chi tiet tai Phu luc I Thdng tu nay.



Chirang III

QUAN LY VAN BAN DI

Dieu 9. Nguyen t^c va yeu cau quan ly van ban di

rir1.Tat ca van ban di cua ca quan, td chuc phai dugc dang ky vao He thdng.

2.Si cua mot van ban di la duy nhit trong he thdng quan ly van ban di cua

co quan, td chuc.

3.Xac nhn van ban di dugc gui den dung dja chi cua ca quan, td chuc, ca
nhan cd chuc nang va tham quyen giai quyet.

4.Bao dam van ban duge chuyen giao toan ven, an toan trong mdi trudng

mang.

5.Thi thuc va ky thuat trinh bay van ban dien tu thuc hien theo quy djnh
tai Nghj djnh si 34/2016/ND-CP ngay 14 thang 5 nam 2016 cua Chinh phu quy
djnh chi tilt mot si dilu va bien phap thi hanh Luat ban hanh van ban quy pham
phap luat va Thdng tu si 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua Bd
trudng Bg Ndi v\i ve hudng din the thuc va ky thuat trinh bay van ban hanh
chinh, tru yeu tl the thuc ve ky sd cua ngubi co tham quyen va ky sd cua co
quan, tl chuc quy dinh tai Dieu 12, Dieu 13 Thdng tu nay.

Dieu 10. Soan thao, kiem tra noi dung, the thirc, ky thuat trinh bay van
ban

1.Ca nhan dugc giao nhiem vu soan thao van ban:

a)Du thao van ban; dua du thao van ban vao He thing; du kien muc do

"khan" (neu cd); xin y kien ddng gdp; tiep thu va hoan thien du thao, trinh lanh
dao don vj xem xet;

b)Cap nh^t vao He thing cac Trudng thdng tin si 4, 9, 10, 12, 15, 17 Phu

luc V Thdng tu nay.

2.Lanh dao don vj chu tri soan thao van ban xem x^t, cho y kien va chiu
trach nhiem ve ndi dung du thao, chuyen du thao din ngudi dugc giao trach

77nhiem kiem tra the thuc va ky thuat trinh bay van ban.

3.Ngubi dugc giao trach nhiem kilm tra thi thuc va ky thuat trinh bay van

ban cho y kien va chju trach nhiem ve ndi dung kiem tra, chuyen du thao cho
7tyvan thu co quan de trinh ngubi cd tham quyen ky ban hanh van ban.

4.Van thu co quan tilp nhan ban du thao, kilm tra lai the thuc va ky thuat

trinh bay van ban; neu phat hien sai sot thi bao cao ngudi cd trach nhiem xem
xet, giai quylt; chuyln du thao vl dinh dang .pdf (phien ban 1.4 trd len) trudc
khi trinh ngubi cd tham quyen ky ban hanh van ban. Viec cap nhat sd cua van
ban; ngay, thang, n5m van ban; ten ca quan, td chuc ban hanh van ban; sd trang

van ban; ma djnh danh co quan, td chuc nhan van ban vao cac Trudng thdng tin



f^sd 5, 7, 8, 11, 14.1 Phu luc V Thdng tu nay dugc thgc hign bang chuc nang ciia
He thing.

5. Luu do soan thao, kiem tra the thuc, ky thuat trinh bay van ban quy djnh
chi tilt tai Phu luc II Thdng tu nay.

Dieu 11. Ban hanh va phat hanh van ban

1. Ban hanh van ban dien tu

a)Ngudi cd tham quyen ky ban hanh van ban ky si tren van ban dien tu
theo quy dinh tai Dieu 12 Thdng tu nay, chuyen van thu co quan de lam thu tyc
phat hinh van ban.

b)Van thu co quan: cap si, ngay, thang, nam vao du thao van ban bdng
chuc nang cua He thdng; in va ddng dau cua co quan, td chuc de luu tai van thu
01 ban va sd lugng ban giay phai phat hanh den cac dli tugng quy dinh tai
Khoan 3 Dieu nay; ky- sd cua co quan, td chuc theo quy dinh ted Dieu 13 Thdng
tu nay va phdt hanh van ban dien tir.

c)Vin thu co quan cap nhat vao He thdng cdc Trudng thdng tin sd 6, 13,
14.2, 16 Phu luc V Thdng tu nay.

2.Phat hanh van ban sd hoa tir van ban giay

7/Trubng hqp co quan, td chuc ban hanh van ban giay, van thu co quan thuc
hien sd hda van ban giay theo quy djnh tai Diem b Khoan 2 Dieu 6 Thdng tu
nay, ky si cua co quan, td chuc theo quy djnh tai Diem c Khodn 2 Dieu 6 Thdng

tu nay va phat hanh van ban sd hda.

3.Ddi tugng nhan van ban giay

a)Co quan, td chuc, ca nhan khdng dap ung dieu kign h^ ting ky thuat
cdng nghe de nhdn van ban dien tu;

b)Co quan, td chuc, ca nhan phai su dung van ban gily de thuc hien cdc
giao djch khac theo quy djnh cua phap luat.

4.Luu van ban dien tir trong He thdng.

5.Luu do ky ban hanh, dang ky va phat hanh van ban quy djnh chi tiet tai
Phu luc III Thdng tu nay.

>f21Dieu 12. Hinh thuc chu ky so cua ngudi co tham quyen ky ban hdnh
van ban

1.Vj tri: tai vj tri ky cua ngudi cd tham quyen ky ban hanh van ban tren
vdn ban giay.

2.Hinh anh: chu ky cua ngudi cd tham quyen tren vdn ban gily, mau xanh,
djnh dang (.png).
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Dieu 13. Hinh thuc ehu ky si cua ca quan, to chuc ban hdnh van ban

1.Vj tri: triim len khoang 1/3 chu ky cua ngudi co tham quyen vl phia

ben trdi;

2.Hinh anh: dau cua co quan, td chdc ban hanh van ban, mau do, kich

thudc bang kich thudc thuc te cua dau, dinh dang (.png);

3.Thdng tin: Ten co quan, td chuc, thdi gian ky (ngay, thdng, ndm; gid,
phut, giay; mui gid Viet Nam theo Tieu chuln ISO 8601).

Dieu 14. Quan ly va su dung thiet bi luu khoa bi m|t va chung thu sd

cua ca quan, to chuc trong cdng tac van thu

1.Viec quan ly va su dyng thiet bi luu khoa bi mat va chung thu sd cua co
7quan, td chirc trong cdng tac van thu dugc thuc hien theo quy djnh tai Thdng tu

si 41/2017/TT-BTTTT ngay 19 thang 12 nam 2017 cua Bd trudng Bd Thdng tin
va Truyen thdng quy djnh su dung chu ky sd cho van ban dien tu trong co quan

nha nude.

2.Thiet bj luu khoa bi mat va chung thu sd cua co quan, td chuc phai dugc

giao bang van ban cho van thu co quan quan ly va true tiep su dung.

3.Van thu co quan co trach nhiem

a)Khdng giao thidt bi luu khoa bi mat va chung thu sd cua co quan, td chuc
cho ngudi khac khi chua dugc phep blng van ban cua ngudi cd tham quyen;

b)Phai true tiep ky sd cua co quan, td chuc vao van ban do co quan, td chuc

ban hanh;

c)Chi dugc ky sd cua co quan, td chuc vao van ban do co quan, td chuc
ban hanh sau khi da co chu ky sd cua ngudi co tham quyen va van ban do co

quan, td chuc trirc tiep sd hoa.

Chirong IV

LAP VA NOP LLTU
H0 SO DIEN TIT VAO LI/U TRtf CO QUAN

Dieu 15. Yeu cau tao lap ho sa dien tir

1.Bao dam yeu cau chung cua viec lap va quan ly hd so.

2.Bao dam tinh xac thuc cua van ban, tai lieu trong hd so.

3.Dugc bao dam an toan trong He thing.



Dieu 16. Tao lap ho so dien tir

1.Can cu vao Danh muc hd so, ca nhan dugc giao nhiem vu giai quyet

cdng viec xac dinh sd va ky hieu hd so cho van ban di, van ban din va cac tai
rrlieu lien quan khac nhu: y kien chi dao, y kien dong gop, bao cao giai trinh va

cac ndi dung khac lien quan trong qua trinh giai quyet cdng viec; cap nhat vao

He thdng Trudng thdng tin sd 2.3 Phu luc IV va Trudng thdng tin so 2.3 Phu luc
\^V Thdng tu nay. Trudng hop phat sinh hd so khdng co trong Danh muc hd so da

ban hanh, ca nhan dugc giao nhiem vu giai quyet cdng viec c^p nhat bd sung hd

so vao Danh muc hd so trong He thdng sau khi dugc phe duydt.

2.Ca nhan dugc giao nhiem vu lap hi so co trach nhiem c|p nhat vao He
thing cac Trudng thdng tin si 1.3, 2, 3,4, 5, 6, 7 Phu luc VI Thdng tu nay.

3.Mahd so gdm:

a)Ma dinh danh ciia co quan, td chuc lap danh muc hd so

Ma djnh danh cua co quan, td chuc quy djnh tai Thdng tu si 10/2016/TT-
BTTTT ngay 01 thang 4 nam 2016 cua Bd trudng Bd Thdng tin va Truyen
thdng ban hanh quy chu^n ky thuat qudc gia ve cau true ma dinh danh va djnh
dang du lieu goi tin phuc vu ket nli cac he thdng quan ly van ban va dieu hanh.

Ma djnh danh cua co quan, td chuc dugc mac djnh trong He thdng.

b)Nam hinh thanh hd so

c)Si va ky hieu hd so

Nam hinh thanh hd so, sd va ky hieu hd so dugc xac dinh theo Danh muc
hd so. Cac thanh phan cua ma hd so dugc phan djnh bang dau cham.

Vi du 1: 000.06.16.G09.2010.01.TH, la Ho so si 01 nhdm Tdng hop, nam
2010 cua Trung tarn Tin hoc, Cue Van thu va Luu tru nha nude, Bd Ndi vu.

Trong do: 000.06.16G09 la ma dinh danh cua Trung tam Tin hoc, Cue Van
thu va Luu tru nha nude, Bd Ndi vu; 2010 la nam hinh thanh ho so; 01 .TH la si
ky hieu hd so.

4.Khi cdng viec hoan thanh, ca nhan dugc giao nhiem v\i giai quyet cdng
viec cd trach nhiem ra soat lai toan bd van ban, tai lieu cd trong hd so, hoan
thien, ket thuc hd so va cap nhat vao He thong cac Trudng thong tin sd 8, 11

Phu luc VI Thdng tu nay.

5.Viec cap nhat ma dinh danh cua ca quan, to chuc lap hi so, nam hinh
thanh hd so, tdng sd van ban trong hd so, ting si trang cua hi so vao cac Trudng
thdng tin si 1.1, 1.2, 9, 10 Phu luc VI Thdng tu nay dugc thuc hien blng chuc
nang cua He thing.



Dieu 17. Ndp liru va quan ly ho so dien tu tai Luu tru ca quan

1.Viec ndp luu, quan ly hd so dien tu tai Luu tru co quan va My tai lieu

dien tu hit gia trj dugc thuc hien theo quy djnh tai Chuong II Nghj dinh sd
01/2013/ND-CP ngay 03 thang 01 nam 2013 cua Chinh phu quy djnh chi tilt thi

hanh mot sd dieu cua Luat Luu tru.

2.Ca nhan dugc giao nhiem vu giai quyet cdng viec can cd vao Danh muc
hd so cua ca quan, cd trach nhiem ndp luu tai ligu dien td vd cac tai lieu djnh

dang khac neu co vao Luu tru co quan.

7fy^^3.Luu tru co quan co trach nhiem kiem tra, tiep nhan hd so, dua hd so ve

che do quan ly "Hd so luu tru dien tu" trong He thdng.

Chuong V

CHITC NANG CO BAN CUA H^ TH0NG

Dieu 18. Nguyen tic xay dung He thong

1.Bao dam quan ly van ban va hd so dien tu cua ca quan, td chdc dung

quy dinh.

2.Bao dam an toan, an ninh thdng tin mang theo quy dinh cua phap luat

hien hanh.

3.Bao dam phan quyen cho cac ca nhan truy cap vao He thdng.

4.Bao dam tinh xac thuc, do tin cay cua tai lieu, du lieu luu hanh trong

He thdng.

Dieu 19. Yeu cau chung khi thilt ke He thing

1.Dap ung day du cac quy trinh va ky thuat ve quan ly van ban, hd so dien

tu va du lieu dac ta.

2.Co kha nang tich hop, lien thdng, chia se thdng tin, du lieu vdi cac he

thdng khac.

3.Co kha nang he thdng hda van ban, hd so, thdng ke si lugt truy cap van

ban, hd so, hg thing.

4.Bao dam de tiep can va su dung.

5.Bao dam tinh xac thuc, tin cay, toan ven va kha nang truy cap, su dung

van ban, tai lieu.

6.Bao dam luu tru hd so theo thdi han bao quan.

7.Bao dam phu hop vdi Khung kien true Chinh pM dien tu Viet Nam.
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8.Cho phep ky sd, kiem tra chu ky s6 theo quy dinh tai Thdng tu si
41/2017/TT-BTTTT ngay 19 thang 12 nam 2017 cua Bq trudng Bd Thdng tin va
Truyen thdng quy dinh su dung chu ky sd cho van ban dien tu trong co quan nha
nude.

r\9.Trudng hop He thdng quan ly van ban va dieu hanh hien dang su dung
chua dap umg day dii yeu cau nghiep vu quan ly hd so dien tu, cac co quan, tl
chuc cd trach nhiem nang cap, bd sung cac chuc nang theo quy djnh tai Thdng
tu nay.

Dieu 20. Ydu cau chuc nang cua He thing

1. Dli vdi viec tao lap va theo doi van ban

a)Cho phep dinh kem cac tep tin;

b)Cho phep tao ma djnh danh van ban di;

c)Cho phep tao ma cho hd so va sd thu tu van ban trong hd so;

d)Hien thj muc do khan cua van ban;

d)Cho phep tu ddng cap sd, ngay, thang, nam cho van ban di sau khi van
^\fftfban da dugc ngudi cd tham quyen ky sd va sd den, ngay, thdng, nam den cho

van ban den theo thu tu vd trinh tu thdi gian trong nam;

e)Cho phep ben nhan tir ddng thdng bao cho ben gui da nhan van ban;  '

g) Cho phep tu ddng cap nhat cac Trudng thdng tin si 1, 2.1, 2.2, 3, 11, 13,
14 Phu luc IV, Trudng thdng tin so 1, 2.1, 2.2, 3, 5, 7, 11, 14.1 Phu luc V,
Trudng thdng tin si 1.1, 1.2, 9, 10 Phu luc VI Thdng tu nay;

h) Thdng bao cho van thu co quan khi cd su trung lap ma djnh danh vdn ban;

i) Cho phep thing ke, theo ddi, ddn ddc viec giai quylt van ban din;

7yrfk) Cho phep ngudi cd tham quyen phan phdi van ban den, theo ddi, ddn
ddc don vj, ca nhan giai quyet van ban dung thdi han;

1) Cho phep ngudi cd tham quyen truy cap, chinh sua, chuyln lai dy thao
van ban, tai lieu;

m) Cho phep thdng bao khi co van ban mdi;

n) Cho phep co quan, to chuc gui van ban biet dugc tinh trang nh^n van
ban tai ca quan, td chuc nhan van ban.

2. Dli vdi viec kit nli, lien thdng

a) Bao dam ket ndi, lien thdng giua cac He thdng quan ly tai li$u dien tir va
He thing quan ly tai lieu luu tru dien tu cua Luu tru lich sir ma co quan, tl chuc

la ngudn ndp luu;
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b)Co kha nang hoat ddng tren cac thiet bi di dpng thdng minh trong dieu
kien bao dam an toan thdng tin;

c)Cd kha nang kit nli, lien thdng va tich hop vdi cac he thing chuyen

dung khac dang dugc su dung tai co quan, td chuc.

3.Ddi vdi an ninh thdng tin

a)Phan quyen truy cap ddi vdi tung hd so, van ban;

b)Canh bao su thay dli ve quyen truy cap dli vdi tung ho so, van ban
fr^ytrong Hg thdng cho den khi cd xac nhan cua ngudi cd tham quyen.

4.Ddi vdi viec bao quan va luu tru van ban, hd so

a)Luu van ban va cac thdng tin ve qua trinh giai quyet cdng vigc gdm: y

kien chi d^o, phan phdi van ban den cua ngudi co tham quyen; cac du thao van

ban cua cdng chuc, vien chuc dugc phan cdng soan thao; f kien gdp y cua ca
nhan, don vi cd lien quan; y kiln chi dao cua lanh dao; y kien phe duyet, chju

rtrach nhigm ndi dung cua lanh dao don vj chu tri soan thao; y kien phe duyet

chju trach nhiem ve the thuc, ky thuat trinh bay van ban cua ngudi cd tham

quyen; ljch su truy cap va xem van ban; cac tac ddng khac vao van ban;

b)Lien ket cac van ban, tai lieu cd cimg ma hd so trong He thdng de tao

thanh hd so;

c)Cho phep tu ddng thdng bao ho so din han ndp luu vao Luu trd co quan

trudc 30 ngay ke tir ngay Luu tru co quan thdng bao danh myc ho so ndp luu

cho don vi giao nip tai ligu;

d)Bao dam thuc hien ndp luu hd so vao Luu tru co quan;

d)Bao dam chuyen giao hd so vao He thdng quan ly tai lieu luu tru dien tir
cua Luu trQ lich su;

e)Cho phep gan mot van ban, tai lieu cho nhieu hd so ma khdng can

nhan ban;

g) Bao dam sir toan ven, tin cay, khdng thay ddi cua van ban, hd so;

h) Bao dam kha nang truy cap va sir dung hd so, van ban theo thai han

bao quan;

i) Bao dam kha nang di chuyln hd so, tai lieu, du lieu dac ta va thay dli
dinh dang van ban khi co sir thay ddi ve cdng nghe;

k) Co kha nang sao luu djnh ky, dot xuat va phuc hoi du lieu khi gap sir cl.



5.Ddi vdi tai ligu het gia trj

a)Cho phep tu dpng thdng bao ho so hit thai han bao quan trudc 30 ngay;

b)Cho phep danh gia lai gia trj cua ho so dugc thdng b&o hit thoi han bao
quan; xac djnh lai thoi han bao quan hoac huy tai lieu hit gia trj;

c)Khi thuc hien lenh huy tai lieu hit gia trj: He thing yeu clu nhap ly do
huy tai lieu; thdng bao nhung tai ligu du kiln huy dang dugc gdn vdi nhung hd so
khac chua het thoi han bao quan (neu cd) va cho phep giu lai van ban da dugc gan
vao ho so lien quan chua het thoi han bao quan; xac nhan lai lenh huy; huy tai lieu
sau khi x&c nhan;

d)Luu du lieu dac ta cua qua trinh huy tai lieu;

d) Thdng b&o thdng tin ve tai lieu co dinh dang khac thugc hd so dugc My.
rrr\6.Ddi vdi thdng ke, tim kiem va su dung van ban, hd so

a)Cho phep thdng ke sd lugng hd so, van ban, tai lieu; si lugt truy cap vao
tung hd so, van ban, tai lieu;

b)Cho phep thdng ke sd lugt truy cap vao He thdng theo yeu cau cua ngudi
quan ly, quan tri;

c)Cap quyln, kiem soat quyen truy cap vao hd so luu trO dign tu va du lieu

dac ta cua hd so luu triJ;

d)Cho phep tim kiem van ban, hd so ddi vdi tat ca cac trudng thdng tin dau
vao cua van ban, hd so va ndi dung cua van ban, tai lieu;

d)Cho phep lira chon hien thj cac trudng thdng tin cua van ban, hd so trong
ket qua tim kiem;

e)Cho phep luu va su dung lai cac yeu cau tim kiem;

7/'g) Cho phep hien thj thu tu ket qua tim kiem;

h) Cho phep kit xult kit qua tim' kilm ra cac dinh dang t^p van ban phi
bien: (.doc), (.docx), (.pdf);

i) Cho phep tai hoac in van ban, t^i lieu, du lieu dac ta;

k) Cho phep danh dlu vao van ban, tai lieu, du lieu dSc ta dugc in ra tir He

thdng;

1) Luu lich sir truy cap va sir dung van ban, tai lieu.

r7.Ddi vdi viec quan ly du lieu dac ta

a) Luu cac yeu td du lieu dac ta lien quan den mot van ban, hd so cu the
theo thdi han bao quan;

12



13

b)Hiln thi toan bd du lieu dac ta cua mot van ban, hd so khi co yeu cau

cua ngudi sd dung dugc cap quyen;

c)Cho phep nhap du lieu dac ta bd sung cho van ban, hd so;

d)Luu dQ- ligu dac ta cua qua trinh kiim soat an ninh van ban, ho so, he thdng;

/r\frrd) Luu va co djnh sir lien ket cua mot van ban, hd so vdi tat ca cac yeu td

du lieu dac ta lien quan.

Dieu 21. Yeu cau ve quan tri He thong

1. He thdng cho phep ngudi dugc giao quan trj He thdng thuc hien nhung

nhiem vy sau:

a)Tgo lip nhdm tai lieu, hd so theo cap do thdng tin khac nhau;
b)Phin quyln cho ngudi su dung theo quy djnh cua co quan, td chuc;

c)Truy cap vao hd so va du lieu dac ta cua hd so theo quy djnh cua ca
quan, tl chdc;

7\/\7d)Thay ddi quyen truy cap ddi vdi hd so, van ban khi cd sir thay ddi quy
djnh cua ca quanf td ^nuc; "H^

d)Thay .ddi quyen truy cap cua cac tai khoan ca nhan khi cd nhftng thay ddi

ve vj tri cdngtac-eua ca nhan dp;

e)Phuc hp^tiiQng tin, du lieu dac ta trong trudng hgp Idi he thdng va thdng

bao ket qua plm^hdi;
g) Khoa hoac ddng bang cac tap hop (van ban, hd so, nhom tai lieu) de

ngan chan kha nang di chuyen, xoa hoac sua ddi khi cd yeu cau cua ngudi cd
tham quyen.

2.Canh bao xung dot xay ra trong he thdng.

3.Thilt lap kit nli lien thdng.

Dieu 22. Thdng tin dau ra cua He thing

Bieu mdu thdng tin dau ra cua He thdng quy dinh tai Phu luc VII Thdng tu

nay, gdm:

1.Sd dang ky van ban den.

2.Bao cao tinh hinh giai quyet van ban den.

3.Si dang ky van ban di.

4.B4o cdo tinh hinh van ban di.

5.Muc luc van ban trong hd so.

6.Muc luc ho so.



guyen Duy Thang

KT. B0 TRETCKNG
Noi nhan:
-Ban Bf thir trung irong Dang;

-Van phdng QuOc h^i;
-Van phdng Chu tjch nude;
-C&c BO, ca quan ngang BO, ca quan thuOc CP;
-ViSn Kiem sat nhan din t6i cao;
-Tda an nhan dan t6i cao;
-Kiem toan Nha nude;
-Cdc Tp dokn kinh t, T6ng cOng ty nha nude;
-Co quan TW cua cdc dokn the;

-HDND, UBND cie tinh, thdnh pho true thuOc TW;
-Sd NOi vp cic tinh, th^nh ph6 trpc thuOc TW;
-BO NOi vp: BO trudng, cie Thur trudng;
-Cyc Van thu vk Luu trtt nhi nude (20b);
-Cue Kiem tra vkn ban QPPL (BO Tu phap);
-Cong bao;

-Cong Thong tin difn td By NOi vu:
-Cong ThOng tin dipn td Cue Van thu
va Luu tru nha nude;
-Luu:VT,PC. ^

Chuong VI

DEEU KHOAN THI HANH
Dieu 23. Hieu luc thi hanh

Thong tu nay co hieu luc thi hanh ke tir ngay 10 thang 3 nam 2019.

Dieu 24. To chuc thuc hien

1.Bd trudng, TM trudng co quan ngang Bd, TM trudng co quan thudc
Chinh phu, CM tjch Uy ban nhan dan tinh, thanh phd true thugc Trung uong va
cac co quan, td chuc cd lien quan chju trach nhiem thuc hien Thdng tu nay.

2.Trong qua trinh trien khai thuc hien, neu cd vudng mlc dk nghi cac co
quan, tl chuc, ca nhan phan anh ve Bd Ndi vu de nghien cuu, sua dli, bi sung
cho phu hop./f\
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Ph4t hanh vSn ban
tuKy sd cua ca quan,

t6 chuc sau khi in

Phat hanh vfin b^n giay
<J6n noi khSng c6 du

dieu kien nh$n ho^c sir
d^ng van ban din tirIn, nhan ban, ddng dau,

phat hanh va luu van
ban gily

Ky sO van ban

Clp sd, ngay,
thang,

Kiem tra lai thd thuc.ky
. thuat, chuyln dinh dang,

trinh ky van ban

Trutmg hgp ky vfa bto di ^n tu

;Phdt hanh vto bin s6 hba

So hda, ky so cda ca
quan, to chuc

Pji^t hanh van b^n gidy dn
tici kh6ng c6 <lu dieu ki^n
nhn hoac su dyng vSn ban
jdi^ntirCho sO, ngay, th^ng van

ban, nhan ban, ddng dau

V

Ky ban hanh
van ban

Ky chju trach nhiem
the thuc, ky thuat

Trufrng hpp ky vto b^n gi^y

Lanh dao co' quan/

Ngudi cd tham
quyen ky ban hanh

(4)i I

Van thu ca quan/

Ngudi dugc giao
nhifm vu ki^m tra
thi thuc, ky thuat
trinh bay vSn ban

(3)

Chu thlch:'

^ Dudng di cda v5n ban din td
—•> Dudng di cda van ban gily

i

Kiem tra, chiu trach

nhiem noi dung

Chi dao hoan thien
van ban

Hoan thiOn van ban,
chuydn bO ph^n kidm
tra thd thdc, ky thuSt

de trinh ky

Luu hi:

Chi d^o hoan
vSn ban

HoanthiOn vSn
ban, in, trinh ky

Lanh dao

Dan vj
(2)

ccvc
Chuyen mon

(1)

hut luc III
ANG KY, PHAT HANH VAN BAN
tu sd 01/2019/TT-BNV

019 cua Bd trudng Bd Ndi vu)



Tuy theo dac thd cua tung ca quan, td chitc cd thd bd sung thdng tin ddu vao, nhung phii bao dam sd luqng, thu
tu va noi dung cua cac trucmg thdng tin quy dinh t^i Phy luc nay.
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*Tuy theo dac th^ cda tfrng ca quan, td chuc cd thd bd sung thdng tin dau vao, nhung phai bao dam sd lugng, thu
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