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I. MUC BICH VA PHAM VI AP DUNG

1. Muc dich:

Quy trinh ndy nham quy dinh thdng nhét vé trinh ty tiép nhan, xt ly, luan chuyén
van ban, don gidn hoéa thi tuc hanh chinh, cung cép thong tin nhanh chéng, chinh xac,
bado mat, dap ng kip thoi nhiém vu quan ly vatd chirc cac hoat dong clia Trudong Cao
dang y té Ha Béng.

2. Pham vi ap dung:

Quy trinh nay &p dung cho tat ca cac don vi trong toan tredng.

Il. DINH NGHIA VA TU VIET TAT:

1. Binh nghta:
Van ban di: Latat ca cac van ban do Trudng Cao dang Y té Ha Bong ban hanh.
2. Tl viét tat:

BM Bi€u mau
Qb Quyét dinh
CcVv Cong van
VB Van ban
HCTH Hanh chinh téng hop
LBT Lanh dao trvong

1. LUUBO (Xemtrang 2)
IV. PAC TA (Xemtrang 3-6)
V. CACBIEU MAU/ HUONG DAN KEM THEO (Xemtrang 7-8)

STT Tén biéu mau/ hudng dan Ma hoa
1 | Mau s ding ky cong van di BMO01/QT02/HCTH
2 Phiéu chuyén van ban di BMO02/QT02/HCTH
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DAC TA QUY TRINH

BO PHAN/ BCN)GPSQ:\I/ KET HAN
. . . . . NGUOI N QUA " BIEU MAU/
STT | TEN BUOC NOI DUNG CONG VIEC PHOI HOP HOAN ,
THUC THUC bAT THANH HO SO
HIEN N D)
' HIEN voc
- Céc don vi, canhan soan thdo van ban theo
dun dinh vé thé thirc, k¥ thuat trinh ba
gquy_ !. v e, 1 u_‘ ! 4 , , Theo HD tai
) theo Nghi dinh 30/2020/ND-CP ngay 05 bam bao .
Soan thao, , y s A n A . Nghi dinh
o thang 3 nam 2020 cua B Noi vu van ban .
Kiémtra, , s e a4 \ LA , N Doyéu | 30/2020/ND-
R . - Truéc khi trinh ky van ban di, Trudng don | Canhan \ dung ndi . R
trinh ky VB e, . . e , Trwéng don R cau cua | CPngay 05
1 a . | Vi hodc ca nhan soan thao van ban phai kiém | soan thao ) ] dung va ) Ny
Kiém trathé o . L o . vi soan thao ., LDBT thang 3 nam
. e A, | trathé thire, hinh thic va ky thuat trinh bay thé thtrc, o
thiee, ky thuat | . 7, , L . . 2020 ciaBo
R R van ban va ky “nhay” vao bén canh dong ky thuat N
trinh bay VB . s o ) . N R No&i vu
cudi cung cua van ban. Viéc ky “nhay” vao trinh bay
van ban nham dam bao tinh chinh x&c vé noi
dung va hinh thtrc van ban.
- Hiéu trvang ky vao van ban theo tham
quyén dé ban hanh van ban. Truwdng hop van
3 .. .| ban cd sai sot, cac don vi, canhan phai soan . Canhan, Van ban
Ky duyétvan | . _ Lanh dao ) R
2 ban lai van ban. . don vi soan duoc 1 ngay
- Néu lanh dao trvong dong y tiép tuc thuc g thao duyét
hién budc 3, néu khong quay lai budc 1 dé
trd vé don vi soan thao.
3 Phénloai, |- Phanloai van ban, ghi sb, ngay, thang, nam | Van thu Vanban | 1lngay, | BMOLQT25




BO PHAN/

BO PH'\AN/ NGUOI KET HAN . -
. . A N N NGUOI x QUA N BIEU MAU/
STT | TEN BUOC NOI DUNG CONG VIEC PHOI HOP HOAN A
THYC THUC PAT 1 THANH HOSO
HIEN HIEN buQC
dang ky s6 | ban hanh van ban. duwoc cham /HCTH
VB di - Van ban di duoc dang ky s0 vao sb cong dang ky nhat
van di. s ding trong
- Viéc ghi s, ngay, thang, ndm ban hanh van theondi | ngay lam
ban do van thu quan ly thuc hién theo Nghi dung dé | viéctiép
dinh sb 30/2020/NB-CP ngay 05 thang 3 nam quan ly theo
2020 clia B6 Noi Vu huéng dan vé thé thic van ban
vaky thuat trinh bay van ban hanh chinh.
- Van ban di duvoc nhan ban theo ding so
lvgng duoc ghi & phan “Noi nhan”. Viéc
nhan ban dugc thyc hién theo Nghi dinh sb
30/2020/NB-CP cuta Chinh phi quy dinh vé
. codng tac van thuw. bam bao
Nhan ban, a s K UA e A . .
4 dong diu co V\lec déng (zlau [en ch,u ky valén cac.E)hu luc Vin the tln,h phap 1 ngdy
quan kem theo van ban chinh dwoc thuc hién theo ly cho
Nghi dinh s6 99/2016/NDB-CP ngay van ban

01/7/2016 cha Chinh phi va Nghi dinh
30/2020/ND- CP ngay 05 thang 3 nam 2020
cta Chinh phu.

- Viéc déng dau cac do khan “hoa toc” (ké ca




BO PHAN/

BO PH'\AN/ NGUOI KET HAN " ~
. . " A N NGUOI x QUA N BIEU MAU/
STT | TEN BUOC NOI DUNG CONG VIEC PHOI HOP HOAN A
THUC THUC DAT THANH HO SO
HIEN HIEN buQC
“hod toc” hen gio), “thuvgng khan” va “khan”
trén van ban dugc thwc hién theo quy dinh
hién hanh.
- Viéc dong dau cac dd mat “tuyét mat”, “toi
mat” va “mat” trén van ban duogc thuwc hién
theo quy dinh tai khodn 2 va khodn 3 cla
Thong tw 12/2002/TT-BCA (Al1l).
- Viét bi van ban, cho van ban vao bi, dan bi
van ban va chuyén van ban dén noi nhan (cé
thé qua duwong buu dién hodc chuyén truc
tiép). 1 ngay,
Phét hanh va | - VTro,ng t_rucr,ng t\cyp can chuzlen phét r_1hanAh, o chaﬂm
~ van ban di co thé dwgc chuyén cho noi nhan Canhan, nhat
theo dai, . 3 y . y . BM02/QT25
5 Kidm tra VB bang may fax hodc chuyén qua mang, nhung | Van thw don vi soan trong HCTH
i sau d6 phai gri ban chinh dbi véi nhiing van thado ngay lam
ban co giatri lwu tri. viéc tiép
- Viéc chuyén phat van ban mat duoc thuc theo

hién theo quy dinh ctia phap luat vé bdo vé bi
mat Nha nuéec.
- Van ban di chuyén cho cac don vi truc




BO PHAN/

BO PH'\AN/ NGUOI KET HAN - ~
. . " N N NGUOI x QUA N BIEU MAU/
STT | TEN BUOC NOI DUNG CONG VIEC PHOI HOP HOAN ~
THUC THUC DAT THANH HO SO
HIEN HIEN buUQC
thudc trwvdng phai dwgc cho ky nhan vao sd
chuyén giao van ban va theo ding noi nhan
trén van ban.
- Khi ¢6 sai sot viéc thu hoi, dinh chinh van
ban di duoc thic hién theo quy dinh Nghi
dinh s6 01/20134/NB-CP va Nghi dinh
30/2020/ND-CP.
- Viéc lwu van ban di dwoc thwc hién theo
quy dinh Nghi dinh s6 01/20134/NB-CP va
Nghi dinh 30/2020/ND-CP. Ban luvu tai van
thu 1a ban co6 chir ky tryc tiép cla ngudi c6| Céanhan, f A
U P . o 2 e a e . Cac canhan,
Luu trir van | tham quyén (ban gbc). Ban lwu van ban di tai | don vi soan . .
6 X < S Ry . X don vi co 1 ngay
ban van thu duvgc sap xép theo sO thir ty dang ky. thao lién quan
- Viéc lwu gitr, bdo vé, bao quan va sir dung Van thw a

ban Iwu van ban di c6 dong dau cac do mat
duoc thie hién theo quy dinh cliia phép luat
vé bao vé bi mat Nha nuéc.




