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UY BAN NHAN DAN 
HUYEN TAN UYEN

SS^/QD-UBND Tan Uyen, ngay/i6 thdng 10 nam 2020

QUYET DINH 
Ban hanh Quy dinh ve trinh ty scan thao, trinh ky, 

phat hanh van ban cua UBND huyen Tan Uyen

UY BAN NHAN DAN HUYEN TAN UYEN
Can cu Ludt To chuc chlnh quyen dia phuang nam 2015;

Can cu Nghi dinh so 30/2020/ND-CP ngdy 05/3/2020 cua Chlnh phu ve 
cong tdc van thu;

Can cu cdc Quyet dinh cua UBND huyen Tan Uyen: So 12/2016/QD-UBND 
ngdy 30/11/2016 ban hanh Quy che lam viec cua UBND huyen Tan Uyen, nhiem 
ky 2016-2021; so 673/QD-UBND ngdy 16/7/2020 ve viec phdn cong nhiem vu 
cong tdc doi vdi Chu tich, Pho Chu tich vd cdc Uy vien UBND huyen Tan Uyen, 
nhiem ky 2016-2021;

y r

Theo de nghi cua Chdnh Van phdng HDND-UBND huyen tai To trinh so 
130/TTr- VP ngdy 09/10/2020.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy dinh ve trinh tu soan thao, 
trinh ky, phat hanh van ban cua UBND huyen Tan Uyen.

(Co quy dinh kem theo)
Dieu 2. Quyet djnh nay co hieu lire ke tu ngay ky.

Chanh Van phong HDND-UBND huyen, Thu truong cac co quan, don vj 
true thuoc UBND huyen, Chu tich UBND cac xa, thi tran va cac co quan, don vj 
lien quan chiu trach nhiem thi hanh Quyet dinh nay./.
Noi nh an:
- Nlur Dieu 2;
- TT. Huyen liy; (B/c)
- TT. HDND huyen;
- Chu tich. cac PCT UBND huyen;
- Cong thong tin dien tu huyen (dang tai);
- Luu: VT, VP

TM. UY BAN NHAN DAN 
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QUY DINH
Ve trinh ty soan thao, trinh ky, 

anh van ban cua UBND huyen Tan Uyen
kem theo Quyet dinh so/ffiplQ /QD-UBND ngdy ylh /10/2020 

cua Uy ban nhdn dan huyen Tan Uyen)
(Ban

ChuongI

QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh

Cac van ban do UBND huyen ban hanh trong quy djnh nay la cac van ban 
quan ly Nha nirac, quan ly xa hoi, quan ly kinh te duqc xay dung trong qua trinh 
chi dao dieu hanh cua UBND huyen, Chu tich UBND huyen phu hop voi cac quy 
dinh cua phap luat va cac quy dinh cua cac co quan quan ly cap tren, thuqc tham 
quyen cua UBND, Chu tich UBND huyen bao gom:

1. Van ban quy pham phap luat: Quyet dinh cua UBND huyen.

2. Van ban hanh chinh

a. Van ban hanh chinh ca biet (Quyet djnh).

b. Van ban hanh chinh thong thuong, gom: Chi thi, quy che, quy dinh, thong 
bao; huong dan, chuong trinh, ke hoach, phuong an, de an, du an, bao cao, bien 
ban, to trinh, hop dong, cong van, cong dien, ban ghi nhd, ban thoa thuan, giay uy
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quyen, giay mdi, giay trieu tap, giay gioi thieu, giay nghi phep, phieu gui, phieu 
chuyen, phieu bao, thu cong ciia UBND huyen.

c. Van ban hanh chinh thong thuong khong co ten goi: Cong van

Dieu 2. Doi tuong thirc hien van ban

1. Viec soan thao van ban cua UBND huyen la trach nhiem cua cac co quan, 
don vi true thuoc UBND huyen va Van phong HDND-UBND huyen theo su phan 
cong hoac giao nhiem vu cua UBND huyen.

2. Viec soan thao, tham dinh, trinh ky, phat hanh van ban cua UBND huyen 
phai tuan theo trinh tu quy djnh cua Luat Ban hanh van ban quy pham phap luat 
nam 2015; cac Nghi dinh cua Chinh phu: So 34/2016/ND-CP ngay 14/5/2016 quy 
djnh chi tiet mot so dieu va bien phap thi hanh Luat Ban hanh van ban quy pham 
phap luat; so 30/2020/ND-CP ngay 05/3/2020 ve cong tac van thu; Quy che lam 
viec cua UBND huyen va cac quy dinh tai Quy dinh nay.

Chiro ng II

QUY DINH CU THE
• ADieu 3. Soan thao van ban

Thuc hien nghiem tuc theo Quy che lam viec cua UBND huyen ban hanh 
kem theo Quyet dinh so 12/2016/QD-UBND ngay 30/11/2016. Cac co quan
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chuyen mon, cac dan vi true thuoc UBND huyen, cac dan vi nganh doc dong tren 
dia ban huyen can cu chuc nang, nhiem vu va su phan cong cua UBND, Chu tich 
UBND huyen tham muu scan thao van ban cua UBND huyen dam bao chat luong, 
dung theo quy dinh hien hanh. Co quan duoc giao scan thao van ban can can cu 
vao noi dung de xac dinh hinh thuc van ban va do khan, do mat cua van ban; thu 
thap, xu ly thong tin lien quan va tien hanh scan thao van ban.

1. Doi voi van ban khong phai la van ban quy pham phap luat: Duoc UBND, 
Chu tich UBND huyen giao Thu trudng co quan tham muu de xuat, sau khi soan 
thao hoan chinh chuyen den Van phong HDND-UBND huyen tham dinh trinh 
UBND, Chu tich UBND huyen ky ban hanh.

2. Doi voi van ban quy pham phap luat: Thuc hien dung theo quy dinh cua 
Luat Ban hanh van ban quy pham phap luat nam 2015; Nghi dinh cua Chinh phu 
so 34/2016/ND-CP ngay 14/5/2016 quy dinh chi tiet mot so dieu va bien phap thi 
hanh Luat Ban hanh van ban quy pham phap luat nam 2015. Co quan soan thao 
xay dung van ban du thao; to chuc lay y kien cua doi tuong chiu su tac dong true 
tiep cua van ban; gui ho so den Phong Tu phap de tham dinh cham nhat 10 ngay 
truoc ngay UBND huyen hop (ho sa tham dinh thuc hien theo quy dinh tai Luat 
Ban hanh van ban quy pham phap luat nam 2015 va hudng dan tai Nghi dinh so 
34/2016/ND-CP cua Chinh phii). Cham nhat 05 ngay trude ngay UBND huyen 
hop, Phong Tu phap gui bao cao tham dinh den ca den ca quan soan thao. Cham 
nhat 03 ngay truac ngay UBND huyen hop ca quan scan thao van ban gui van ban 
du thao den UBND huyen de chuyen den cac thanh vien UBND huyen nghien cuu 
cho y kien vao noi dung du thao.

3. Van phong HDND-UBND huyen la nai tiep nhan, tham dinh van ban cua 
cac ca quan chuc nang trinh UBND huyen ky ban hanh. Ca quan scan thao van 
ban chuyen du thao van ban, ho so tdi Van phong HDND-UBND huyen (theo quy 
djnh tai Dieu 4 cua Quy dinh nay).

4. Thai gian de hoan chinh van ban duoc ghi trong quyet dinh hoac van ban 
giao nhiem vu cua UBND, Chu tich UBND huyen hoac theo quy dinh tai khoan 2 
Dieu 5 cua Quy dinh nay.

Dieu 4. Tham djnh van ban

Thuc hien theo Quy che lam viec cua UBND huyen ban hanh kern theo 
Quyet dinh so 12/2016/QD-UBND ngay 30/11/2016.

L Cac van ban hoa toe, khan, cac van ban can ban hanh ngay, Van phong 
HDND-UBND huyen tham dinh, trinh lanh dao UBND huyen ky va phat hanh 
theo thdi gian quy dinh.

Ho so trinh van ban gom:

a. Doi voi cac van ban quy pham phap luat

- Du thao van ban.

- To trinh de nghi ban hanh van ban (do Thu trudng ca quan, don vi ky).

- Bao cao tham dinh cua Phong Tu phap.
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- Ban tong hop y kien gop y voi dp thao van ban (qua hoi thao, cong van xin 
y kien hoac phieu trung cau y kien).

- Cac tai lieu co lien quan den noi dung van ban dp thao.

b. Doi voi cac van ban khong phai la van ban quy pham phap luat

- To trinh de nghi ban hanh van ban (do Thu tmdng co quan, don vi ky).

- Van ban dir thao.

- Van ban tong hop cac y kien tham gia (neu co).

- Cac tai lieu co lien quan den noi dung van ban dp thao (neu co).

Trong trubng hop theo quy dinh phai co y kien tham dinh cua co quan chuc 
nang chuyen nganh thi phai gui ca van ban tham dinh.

2. Chanh Van phong HDND-UBND huyen giao nhiem vu cho Pho Chanh 
Van phong HDND-UBND huyen kiem tra the thuc van ban, ky trinh vao phieu 
trinh ban hanh van ban khi minh di vang hoac kiem tra va ky trinh cac van ban 
thuoc ITnh vpc duoc Chanh Van phong HDND-UBND huyen phan cong phu trach 
theo ITnh vuc.

3. Van phong HDND-UBND huyen khong tiep nhan cac van ban do cac co 
quan khong duoc giao nhiem vu scan thao van ban chuyen true tiep van ban den 
trinh ky.

Dieu 5. Cac buoc trinh, tham djnh va trinh ky van ban

1. Thu truong co quan, don vj true tiep chuyen van ban (ban giay) ve bq 
phan chuyen vien Van phong HDND-UBND huyen. Trong thoi gian hai (02) ngay 
lam viec, sau khi nhan duoc van ban cua co quan scan thao gui den, Chuyen vien 
Van phong HDND-UBND huyen phai tien hanh kiem tra tham quyen ban hanh, 
cac thu tuc trinh van ban va the thuc van ban.

2. Trong thoi gian mot (01) ngay lam viec, cac co quan, don vj trinh van ban 
hoan thien noi dung theo yeu cau ciia Chuyen vien Van phong HDND-UBND
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huyen (van ban chua hoan thien ve noi dung hoac the thuc,...).
m f y r

3. Co quan, don vi chuyen van ban da chinh sua lan 1 (ban giay) va file 
mem qua USB hoac gui qua hop thu dien tu, phan mem quan ly van ban ve bo 
phan Chuyen vien Van phong HDND-UBND huyen.

4. Chuyen vien Van phong HDND-UBND huyen lap phieu trinh, ky vao 
phieu trinh ban hanh van ban trinh Chanh Van phong (hoac Pho Chanh Van 
phong) tham duyet van ban va ky vao phieu trinh truoc khi trinh lanh dao UBND 
huyen ky ban hanh (doi vdi ede ban do lanh dgo Van phong HDND-UBND 
huyen chinh sua: Lan 01 thi ca quan, dan vi trinh ky van ban co trach nhiem 
chinh, sua theo yeu cau; lan 02 thi do Chuyen vien Van phong HDND-UBND 
huyen chinh, sua theo yeu cau).

5. Lanh dao UBND huyen xem xet, ky duyet vao phieu trinh, ky chinh 
thuc vao ban chinh van ban va ky so tren phan mem He thong quan ly van ban 
va dieu hanh.

van
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6. Van ban sau khi lanh dao UBND huyen ky duyet du'gc chuyen ve bo phan 
chuyen vien Van phong HDND-UBND huyen. Cac ca quan, dan vi nhan van ban 
da dugc lanh dao UBND huyen ky duyet tai bo phan Chuyen vien Van phong 
HDND-UBND huyen.

7. Trinh ky so

Cac van ban da dugc tham duyet dam bao cac yeu cau theo quy dinh se 
dugc bg phan Chuyen vien Van phong HDND-UBND huyen chuyen lanh dao Van 
phong HDND-UBND huyen ky xac nhan, chuyen trinh lanh dao UBND huyen ky 
theo tham quyen va quy trinh cua he thong quan ly van ban dieu hanh.

Dieu 6. Tham quyen ky van ban ciia UBND huyen
Thuc hien theo Dieu 19 Quy che lam viec cua UBND huyen ban hanh kem 

theo Quyet dinh so 12/2016/QD-UBND ngay 30/11/2016 va Quyet dinh so 
673/QD-UBND ngay 16/7/2020 ciia UBND huyen ve vice phan cong nhiem vu 
cong tac doi vai Chu tich, Pho Chu tich va cac Uy vien UBND huyen Tan Uyen, 
nhiem k)' 2016-2021.

1. Chu tich UBND huyen thay mat UBND huyen ky cac van ban quy pham
7 'phap luat cua UBND huyen (thuoc tham quyen chung cua UBND huyen), Chu tich 

UBND huyen uy quyen cho Pho Chu tich UBND huyen ky khi di cong tac.

2. Cac van ban khac do Chu tich UBND huyen ky hoac uy quyen cho cac 
Pho Chu tich UBND huyen phu trach cac ITnh vuc ky thay Chu tich UBND huyen 
(theo quy che lam viec cua UBND huyen).

3. Chanh Van phong HDND-UBND huyen ky thua lenh cac van ban thong 
thudng nhu: Thong bao, giay moi hpp, sao luc, sao y ban chinh va cac van ban 
khac khi dugc Chu tich UBND huyen giao.

4. Nguai ky thay, ky thua lenh phai chiu trach nhiem truac Chu tich UBND 
huyen ve cac van ban dugc giao ky thay, ky thua lenh, dong thai phai bao cao Chu 
tich UBND huyen nhung van ban da ky thay, ky thua lenh khi Chu tich UBND 
huyen di cong tac.

5. Chu tich UBND, Pho Chii tjch UBND huyen va nguai dugc uy quyen ky 
van ban cua UBND huyen thuc hien ky true tiep vao van ban (bang chu ky da 
dugc dang ky va gidi thieu tai cac ca quan). Doi vdi van ban giay, khi ky van ban 
phai dung but muc mau xanh, khong dung cac loai muc de phai. Doi vdi van ban
•/\9\» 7 ' r * * ^ r

dien tu, ngudi cd tham quyen thuc hien ky so, vi tri, hinh anh chu ky so thuc hien 
theo quy dinh tai Nghj dinh so 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phii.

Dieu 7. In va phat hanh van ban

Thuc hien theo Quy che lam viec cua UBND huyen ban hanh kem theo 
Quyet dinh so 12/2016/QD-UBND ngay 30/11/2016. Van ban sau khi dugc ngudi 
co tham quyen ky chinh thuc dugc chuyen ve bo phan Chuyen vien Van phong 
HDND-UBND huyen. Ca quan scan thao van ban nhan van ban tai bo phan 
Chuyen vien sau do chuyen den Van thu Van phong HDND-UBND huyen ghi so, 
ki hieu, ngay, thang, nam cua van ban va dong dau theo quy dinh tai Nghj djnh so 
30/2020/ND-CP ngay 05/3/2020 ciia Chinh phii ve cong tac van thu. Viec in va 
phat hanh van ban dugc thuc hien nhu sau:
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1. Van ban ciia ca quan nao tham mim scan thao hoac chii tri scan thao thi 
do co quan do nhan ban va chuyen ve bq phan Van thu Van phong HDND-UBND 
huyen ngay trong ngay nhan van ban, cham nhat la trong ngay lam vice tiep theo 
dd vao s6, dong ddu va phat hanh van ban. Co quan tham mim soan thao phai giao 
ban g6c (co chir ky cua ngiroi co tham quyen) sau khi dong dau van ban cho Van 
thir Van phong HDND-UBND huyen de luu tru theo quy dinh, dong thoi phat 
hanh, gni van ban (dau do) den cac co quan tai phan nai nhan theo yeu cau dam
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bao kip thoi. Doi vai van ban hoa toe, khan, cac van ban can ban hanh ngay phai 
duqc phat hanh va gui ngay sau khi lanh dao UBND huyen ky ban hanh.

2. Doi vai van ban mat di phai dam bao bi mat nqi dung cua van ban theo quy 
dinh cua phap luat ve bao ve bi mat nha nuac, dung so lirang, thai gian, nai nhan.

3. Doi vai van ban quy pham phap luat cua UBND huyen ban hanh, phai 
dirge niem yet chain nhat 03 ngay lam viec ke tir ngay Chu tich UBND ky ban 
hanh; thai gian niem yet it nhat la 30 ngay lien tuc ke tu ngay niem yet. Ca quan 
tham mim soan thao hoac chu tri soan thao chi dirge sao in cho ca quan co chirc 
nang tham quyen to chuc thirc hien, giam sat, kiem tra lien quan den noi dung 
van ban; khong sao gui cho cac ca quan, to chuc khong lien quan de biet hoac de 
tham khao.

4. Doi vai van ban khong phai la van ban quy pham phap luat: Ca quan 
tham muu scan thao hoac chu tri soan thao chi sao va gui cho ca quan, ca nhan co 
trach nhiem giai quyet va thuc hien cong viec, khong gui cho cac dan vi khac de 
biet hoac tham khao.

5. Viec dang tai tren Cong thong tin dien tu huyen: Doi vai cac van ban can 
dang tai tren Cong thong tin dien tu huyen thi cac co quan, don vj tham muu scan 
thao hoac chu tri soan thao sau khi nhan van ban da dugc lanh dao UBND huyen 
ky duyet (ngoai viec sao gui nhu da neu a khoan 1, 2, 3, 4 Dieu nay) co trach 
nhiem gui van ban da dugc so hoa den Dai truyen thanh - Truyen hinh huyen de 
dang tai len Cong thong tin dien tu huyen theo quy dinh.

Dieu 8. Don doc thuc hien van ban• •

Cac co quan, don vj thuc hien nghiem tuc theo Quy che lam viec cua UBND 
huyen ban hanh kem theo Quyet dinh so 12/2016/QD-UBND ngay 30/11/2016.

1. Ngay khi nhan dugc van ban chinh thuc, cac ca quan, ca nhan chm sir tac 
dong cua van ban co trach nhiem trien khai thuc hien dam bao chat luong va tien 
do theo dung yeu cau cua van ban.

2. Van phong HDND-UBND huyen va cac co quan chuyen mon (ITnh vuc 
dugc phan cong) co trach nhiem giup UBND, Chu tjch UBND huyen don doc kip 
thai va theo doi thuang xuyen viec thuc hien cua cac ca quan, dan vj, cac xa, thi 
tran da dugc giao nhiem vu.

3. Van phong HDND-UBND huyen co trach nhiem giup UBND huyen 
thong bao viec thuc hien nhiem vu cua cac ca quan, dan vj trong thuc thi cac 
nhiem vu dugc UBND, Chu tjch UBND huyen giao tai cac phien hgp UBND 
huyen sau khi da don doc bang van ban.
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Dieu 9. Ra soat, bo sung, sua doi van ban ciia UBND huyen

Hang nam, theo dinh ky Van phong HDND-UBND huyen co trach nhiem 
phoi hop vai Phong Tu phap va cac co quan co lien quan to chuc kiem tra, ra soat 
cac van ban da ban hanh cua UBND huyen da ban hanh, doi chieu voi cac quy dinh 
hien hanh de bao cao UBND huyen ve cac van ban het hieu lire thi hanh; nhung 
van ban con hieu lire nhung can sua doi, bo sung hoac hiiy bo cho phu hop voi cac 
quy dinh ciia phap luat de kjp thdi dua ra cac bien phap xu ly (cac van ban quy 
pham phap luat do Phong Tu phap chu tri ra soat theo quy dinh). Viec sua doi, bo 
sung hoac thay the van ban cua UBND huyen thuc hien theo quy trinh soan thao 
quy dinh.

Chirong III

TO CHlTC THUC HIEN • •
•A A • rDieu 10. Quy trinh soan thao, tham dinh, trinh ky, in an, phat hanh, luu tru 

van ban ciia UBND huyen tuan thu theo cac quy dinh cua phap luat va cac quy 
dinh tai Quy djnh nay.

Dieu 11. Chanh Van phong HDND-UBND huyen, Truong phong Tu phap 
huyen chju trach nhiem don doc cac co quan, don vj true thuoc UBND huyen, cac 
co quan, don vi nganh doc dong tren dia ban huyen (neu chiu tac dong cua quy 
dinh nay) thuc hien cac quy dinh tai Quy dinh nay./,

TM. UY BAN NHAN DAN 
CHU TICH
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