TONG CUC THIHANH ANDANSU  CONG HOA XA HOQI CHU NGHIA VIET NAM

CUC THI HANH AN DAN Sy DPoc 1ap - Tw do - Hanh phuc
TINH THAI NGUYEN
Sé: 352/CTHADS-VP Théai Nguyén, ngay 03 thang 4 ndam 2020

V/v trién khai Nghi dinh s
30/2020/ND-CP veé cong tac van thu

Kinh gui:
- Chi cuc truong cac Chi cuc THADS truc thudc;
- Chanh Van phong, Truéng cac Phong thuoc Cuc.

Thuc hién Cong van sb 1015/TCTHADS-VP ngay 30/3/2020 cua Tong cuc
Thi hanh an dan sy vé viéc trién khai Nghi dinh s6 30/2020/ND-CP vé cong tac
van thu; dé bao dam su quan ly thong nhat cong tac van thu tai cac co quan Thi
hanh an dan sy toan tinh, Cuc THADS tinh yéu cau Chanh Van phong, Truong cac
Phong thuoc Cuc, Chi cuc truong cac Chi cuc THADS truc thudc to chirc quan
triét viéc ap dung kip thoi, chinh xac va thong nhat cac quy dinh cta Nghi dinh so6
30/2020/NB-CP, trong do6 Iuu y mot so noi dung sau:

1. Vé thé thirc, ki thuat soan thao, trinh bay viin ban hanh chinh

- Can cu ban hanh van ban duoc trinh by bang chit in thuong, Kiéu chit in
nghiéng, c& chit 13, 14 trinh bay dudi phan tén loai va trich yén noi dung van ban;
sau moi can ctr phai xuong dong, cudi dong cd dau cham phay (;), dong cudi cling
ket thuc bang dau cham (.);

- Phong chit st dung dé trinh bay vian ban trén may vi tinh phai la phong chit
tiéng Viét Times New Roman, bo ma ky tu Unicode theo Tiéu chuan Viét Nam
TCVN 6909:2001;

- P4i voi cac van ban ¢d tir 2 trang trd 18n duoc danh tir s6 1, bang chir s6 A
Rap, ¢o chir 13 den 14, kiéu chir dung, dugc dat canh gitra theo chiéu ngang trong
phan I€ trén cia van ban, khong hién thi so trang thir nhat, duoc danh tir trang 2 tré di;

- Ky hiéu nguoi soan thao vin ban va sb lugng ban phét hanh (néu can);

- Pdi véi van ban giay, khi ky van ban ding bat c6 muc mau xanh, khéng
dung cac loai muc dé phai.

2. Vé quan 1y vin ban di, dén

- Vin ban dén: Thuong xuyén theo dbi, don déc viéc giai quyét vin ban dén
dac biét chu y van ban dén dién tir dé giai quyet kip thoi, dtng han;

- Vin béan di: Thyc hién theo dung quy dinh, ddm bao bi mat vé ndi dung
ctia ban ban, bi mat nha nude, dang s6 luong, thoi gian va noi nhan.

- Céc van ban dién tr dugc Ky sb boi nguoi ¢6 tham quyén va ky s6 cia co quan,
to chire theo quy dinh cta phap luat ¢ gid tri phap 1y nhu ban goc van ban giay.
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+ Chi# ky ciia nguoi c6 tham quyén

Hinh anh, vi tri chir ky s cua ngudi c6 tham quyén 1a hinh anh chit ky cua
ngudi €O tham quyén trén van ban giay, mau xanh, dinh dang Portable Netwwork
Graphics (.png) nén trong suot; dat canh gitra chic vu cua ngudi Ky va ho tén
nguoi ky.

+ Ddu, chi ky S6 Clia co quan, 16 charc

Hinh anh, vj tri chit ky sé cta co quan, t6 chirc 1a hinh anh dau caa co quan,
t6 chtrc ban hanh vin ban trén van ban, mau do, kich thuéc bang kich thudc thuc té
cua dau, dinh dang (png) nen trong suét, trum 1&n khoang 1/3 hinh anh chix ky s6
ctia ngudi 6 thim quyén vé bén trai.

Chir ky sb cua co quan, to chirc trén vin ban kém theo van ban chinh thuc
hién nhu sau:

- Van ban kém theo cung tép tin véi ndi dung van ban dién tir, chi thuc hién
Ky so van ban va khéng ky so 1én van ban kem theo;

- Vian ban khong cung tép tin véi ndi dung van ban dién tir phai thuc hién ky
SO Cua co quan, to chirc trén van ban kem theo. Vi tri: goc trén, bén phai, trang dau
cta van ban kém theo.

- Viéc sao van ban do Ngudi ding dau co quan quyét dinh, ban sao thuc
hién dung theo quy dinh c6 gié tri phap 1y nhu ban chinh.

3. Lap ho so va ndp luu ho so, tai liéu dién tir vao Luu trit co quan; quan ly
va str dung thiét bi luu khoa bi mat trong cong tac van thur.

4. Con dau va thiét bi luu khoa bi mat ciia co quan phai dugc giao cho Vin
thu co quan bao quan, s dung va cat gitr an toan tai tru s¢ co quan.

Pé nghi Chanh Vian phong, Trudng cac Phong thuéc Cuc, Chi cuc truong
cac Chi cuc THADS tryc thudc trién khai, thuc hién; cha dong trao d6i (qua Vin
phong Cuc) nhimg vudng mac, phét sinh trong qua trinh &p dung cac quy dinh vé
quan ly cong tac van thu./.
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