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TONG CONG TY
UONG SAT VIET NAM

Kinh gin: Céc don vj tnuc thugc Tong cong ty DSVN.

.Cén cir Nghj dinh 30/2020/ND-CP ngay 05/3/2020 cla Chinh phi vé

congl tic van thu hru trir (Nghi dinh 30/2020/ND-CP); dé hiéu 15 va t6 chue
thyc hlen tot Ngh; dinh 30/2020/ND-CP tai cic don vi, Tong cong ty tom tit
nhimg diém m&i co ban cua Nghij dinh 30/2020/ND-CP cu thé sau:

L. Nhirng diém méi co bin ciia Nghi djnh 30/2020/ND-CP:

1. V& pham vi diéu chinh vi déi twong 4p dung

a) V¢ pham vi diéu chinh: Nghj dinh 30/2020/NB-CP bd sung né1 dung
quan ly va sir dung thiét bj liru khéa bi mit trong cong tac van thu, ddy 1a
thlet bi vat ly chira khoa bi mét va ching thu s6 clia co quan td chirc va ding
dé ky sb trén van ban dién tir cia co quan td chirc theo quy dinh ctia phap luat.

b) V& d6i twgng 4p dung: Nghi dinh nay 4p dung ddi véi co quan, td
chirc nha nudc va doanh nghiép nha nuwée (theo quy dinh tar Ludr Doanh
nghiép 2014). Khac véi Nghi dinh 110/2004/ND-CP, cac td chirc chinh tri, td
chirc chmh tri - x4 hdi, td chirc xa hé, td chic xa héi - nghe nghiép td chire
kinh té néi chung,

2. Giai thich tr ngfr

Diém méi va ndi bat trong Nghi dinh 30/2020/ND CP 1a nhimg khai
mém co ban, quan trong dugc dinh nghia cu thé nhu: Van bdn; Vin bin chuyén
nganh; Vin ban hanh chinh; Vian ban dign tie; Véan ban di; Vén ban dén; Ban
goc van ban; Bén chinh vin ban gidy; Danh muc hé so; Hé théng quan I ta
héu dién te;

Trong do, dic biét quan trong 1a khdi niém vé vin ban dién tr va gid tri
phap ly ctia vin ban dién tir trong qua trinh hoat djng va giao dlch cla cic ¢co
quan, tb chirc; van ban dién fir co gia trj phap ly nhur vin béan glay khi: van ban
dige ky 56 bor ngucn ¢6 thdm quyen va ky 56 ciia co quan, 10 chitc; chit ky s6
trén van ban d:en tir phar ddp vmg ddy di cdc quy dnh ciia phap lugt,

3. V& s6 lrgng viin bin hanh chmh

Nghi dinh 30/2020/ND-CP, s0 lugng vin ban hanh chinh cé 29 loai

gbm- Nghz quyét (cd bigy), quyef dinh (cd bigt), chi thy, quy ché, quy dmnh,
théng cdo, thong bdo, hudng dan, chuong Irinh. ké hoach, phuong dn, dé dn,

du an, bdo cdo, bren ban, (o trinh, hap dong, cong vdn, cong dién, ban gh nho,
ban thoa thugn, gzay uy quyen giday maou, g:ay gioi thiéu, gidy nghi phép, phiéu
g, phiéu chuyén, pkteu bao, thur cong;

So voi Nghi dinh 09/2010/ND-CP bé sung thém 01 vin ban phleu béo
va bé 04 vén ban 14: Ban cam két; Gidy di duomg; Gidy ching nhdn; Gidy bién
nhén hé so.
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4. V& thé thire va ky thuit trinh biy vin bin

V& co ban, thé thire va ky thudt trinh bay vin ban duoc thuc hién theo
cac quy dinh tai Nghy dinh 110/2004/ND-CP va Nghi dinh 09/2010/ND-CP,
trong do, ¢6 mét s6 diém mai. cu thé:

a) Pdi vén cac vén ban ¢6 phin cin cir ban hanh thi phén cin cir duge in
nghiéng; chir cud cung ciia phan can cir la ddu chdm (.); s6 trang cua vén ban
dugc dinh tir trang thir 2 tré di canh giira 1€ trén cia viin bén.

b) V& chir ky sb cita ngudi co thim quyén va chir ky sb cia co quan, t chirc
trén vin ban di¢n tir duoc thyuc hién co ban nhu Théng tr 01/2019/TT-BNV:

- Hinh anh, vi tri chit ky s0 cta nguén ¢o thim quyén 12 hinh anh chir ky
clia ngudt ¢6 thdm quyén trén van ban gidy, mau xanh, dinh dang Portable
Network Graphics ( png) nén trong sudt, dit canh gifia chirc vu ctia ngudi ky va
ho tén ngudn ky,

- Hinh anh, vi tri chir ky s6 cia co quan, t§ chire 12 hinh anh du cua co
quan, 0 chirc ban hanh vin ban, mau do, kich thudc bing kich thude thuc té
cta déu, dinh dang (.png) nén trong sudt, trim Ién khodang 1/3 hinh dnh chir ky
s cia ngudn c6 tham quyén vé bén trai.

¢) V& thé thic, ky thuat trinh bay chir ky sb cua co quan, td chirc trén
van ban di§n tir kém theo viin bin chinh duoc thé hién nhu sau:

- Vén ban kem theo (phu luc) cing tép tin vor néi dung van ban dién tu,
Vin thu co' quan chi thue hign ky s vin ban va khéng thuc hién ky s 1én van
ban kém theo,

- Vén béan (phu lyc) khdng ciing tép tin v&i viin ban chinh, Vin thr co
quan thye hién ky sé clia co quan, td chirc trén van bin kém theo:

+ Vitri Goc trén, bén phai, trang du cia vin ban kém theo:

+ Hinh anh chix ky s cua co quan, t§ chirc: Khong hién thy;

+ Thong tin* s6 va ky hiéu viin ban; thi gian ky (ngay thang nam; giv phat
gidy; mii gio Viét Nam theo tiéu chudn ISO 8601) duoc trinh bay bang phdng
chir Times New Roman, chir in thuomg, kiéu chir dimg, c& chit 10, mau den.

5. V& soan thdo va ky ban hanh viin ban

Nghi dinh quy dinh cu thé, 15 rang vé trich nhigm cia ca nhan duoc
giao nhiém vy soan thdo vin ban nhdm néng cao y thirc, traich nhiém, chét
lugng viin ban khi tham muru, cu thé:

a) V& soan thao vin ban Nght dinh 30/2020/ND-CP quy dinh “Cd nkdin
dioc giao nhiém vy soan thdo vin ban chyu trdch nhiém triece ngudn dimg ddu
don vi va trieoe phdp ludt vé ban thdo vin bdn trong pham vi chire tréch,
nhigm vu duge giao”,

b) V& ky ban hanh van ban déi véi co quan, td chire lam viée theo ché do
tha trudng.

- “Truong hop c:d}; phé duge giao phu trich, diéu hanh thi thuce hién ky
nhte cdp phé ky thay cdp triong

- "“Trong truong hop ddc bigt, nguc dimg ddu co quan, (6 chite c6 thé
uy quyén cho ngudr ding dau co quan, 16 chirc, dom vi thuge co cdu 16 chiie
cla minh ky thita wy quyén mot so vin ban ma minh phar ky”.
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6. V& vit hoa trong viin bin:

Theo Nghi dinh 30/2020/ND-CP viét hoa trong vin ban c6 nhimg diém
m¢i nhu sau:

a) Viét hoa chir cai ddu am tiét mu nhét ctia mdt ciu hoan chmh Sau déu
cham cau (.), sau ddu chdm ho (?); sau ddu chdm than (1) va khi xudng dong.

Vidu: . Thu vién; ? Phap lujt.

Trudc day Thong tr 01/2011/TT- BNV phai viét hoa: sau ddu chim limg
(. .); sau déu hai chdm (:); sau ddu hai chdm trong ngodc kép (: ". ").

b) Truong hop viét hoa dic biét v6i tén dia ly: Thi d6 Ha N§1, Thanh
phé HO Chi Minh (56 sung thém Thanh pho H6 Chi Minh);

¢) Trudmg hop vign dan phan chuong, mug, tiéu muc, diéu, khoan, dlem
cua mot vin ban cu thé thi viét hoa chir ca1 ddu ciia phan chuong, muc, tiéu
muc, diéu

Vi du. cin cir diém a, khoan 2 Diéu 103 Muc 5 Chuong XI1 Phan I cia
B4 ludt Hinh sy,

Trude day Thong tr 01/20! I/TT-BNV tru(mg hop v1¢n din Cac diéu, khoan,
diém clia mét van ban cu thé thi viét hoa chit cai dau ciia diéu, khoan, diém.

d) Tén cic nim dm lich, ngay tét, ngay va thing trong ndm (bo “ngay
tiér” so vén Thong twe 01/2011/TT-BN V)

7. V& quén Iy viin ban di

a) Cap sb viin bin:

- Vin béan chuyén nganh: do nguoi dimg ddu co quan quan ly nganh,
linh vire quy dinh;

- Vin ban hanh chinh: do ngurdi dimg dau co quan, td chirc quy dinh;

- Van ban dién tir. viéc cdp s6, tho1 gian ban hanh duge thyc hién bang
chirc ning ciia Hé théng.

b) V& lwu vin ban di dién tir:

Ban géc van ban dién ur phai duoc luu trén He thong cia ¢o quan, to
chirc ban hanh van ban; co quan, td chire ¢6 Hé thong dap ung theo quy dinh
tai Nghl dinh 30/2020/ND-CP va cac quy dinh cua phap luat c6 lién quan thi sur
dung va luru ban gdc van ban dién tir trén Hé théng thay cho vin ban gidy; co
quan, td chirc co Hé théng chua dap tng theo quy dinh Nghi dinh 30/2020/ND-
CP va cac quy dinh cua phap luat c6 lién quan thi vdn thr co quan tao ban
chinh vin ban gidy dé lwu tai Van the co quan va hd so cong viéc.

8. Dinh chinh viin ban di

Nghi dinh 30/2020/ND-CP quy dinh. Vin ban da phat hanh nhung ¢6 sai
sot vé thé thirc, ky thuat trinh bay, thii tuc ban hanh phai dwoc dinh chinh bing
cdng vin cua cu quan, to chirc ban hanh van ban. Nghi dinh 09/2010/ND-CP
quy dinh dinh chinh bing van ban hanh chinh din dén m3i co quan dinh chinh
bing cac hinh thire van ban khac nhau, nhu thong bédo, cong vin...dan dén
khong thong nhat trong ban hanh vin ban
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9. V& thu hdi vin bén

Nghi dinh 30/2020/ND-CP quy dinh: Ddi véi van ban gidy, truimg hop
nhan dugc thong bao thu hdi, bén nhdn cé trach nhiém guri la1 viin ban da nhan.
Ddi v6i van ban dién tir, truémg hgp nhdn duoc thong bao thu héi, bén nhan
hiy b6 vin ban by thu hdi trén Hé théng, ddng thoi thong bao qua hé thong dé
bén gui biét

10, Sao vdn ban

Nghi dinh 30/2020/ND-CP quy dinh céc loat ban sa0 tir g1dy sang dién tir
va tir dién tr sang glay, cach thirc sao van ban va thim quyen sao van ban gom:

a) Hinh thirc va cac ban sao

- Sao tir gidy sang dinh dang gidy' Puge thuc hién nhir cii

- Sao tir dién ur sang gidy: Dugc thuc hign bi’mg viéc in tir ban gbc vin
ban dién tir ra giay va dugc trmh bay thé thirc va ky thuat nhu cii

- Sao tir dinh dang gidy sang di¢n tir dugc thuc hién bing viéc s6 hoa
van ban gidy ( dinh dang pdf, phlen ban 1.4 tr¢ Ién, anh mau, d6 phén gidi toi
thiéu 200dp1 ty 1€ s6 héa 100%) va ky s cua co quan, t6 chirc

- Thé thirc va ky thuat trinh bay ban sao dién tir:

=+ V; tri: G6c trén bén phai, trang ddu ciia van ban, trinh bay tai 6 s6 14
Muc IV phan Phy luc cia Ngh; dinh

+ Hinh anh chﬂ' ky s6 ciia co quan, té chirc: Khong hién thu.

b) Tham quyén sao vin ban: Ngudi dimg dau co quan, td chirc quyet
dinh viéc sao van ban do co quan, t chu'c ban hanh, vdn ban do cac co quan, t6
chirc khéc giri dén va quy dinh thim quyén ky c4c ban sao vin ban.

11. V& quan Iy vin bin dén
a) Mau dau dén

Thay né1 dung' “Luu hd so s6” thanh “S4 va ky hiéu hé so”
TEN CO QUAN, TO CHU'C

S6 va ky hi¢u HS..........

b) Miu sé dang ky van ban di, vin ban dén

- Tich hop Sé ding ky vén ban di va s6 chuyén giao van ban dt thanh 01
56, 16i thiéu gdbm 10 noi dung miu sau’

S6,ky | Ngay | Ténloai | Ngwoi| Noi | Donvi,| Sb Ngdy | Ky | Ghi

hméu | thang | va trich ky nhin | nguotr | lvong | chuyén | nhin | cha
van vin yéu ndi van nhan vén
ban ban | dung vin ban | banluu | ban

ban

(1 (2) (3) 4) (3) (6) (7) (8) (9 | (10)
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- Tich hop S6  déng ky vén ban dén va S& chuyén giao vin ban dén thinh
01 sd, téi thiéu 10 ndi dung mau sau:

Ngay | S0 | Tac | S6, Ngdy | Ténloaiva | Ponvi | Ngdy | Ky | Ghi
dén | dén | gid | kyhigu | théng | trichyéundi| hodc | chuyén | nhdn | chi

vin ban | vdn ban | dung vin nguai
ban nhin
M 1A G| @& () (6) (7) @ | 9 |10

¢) Vin ban dcn duge bd sung “Phleu g1a| quyet vin ban dén” dé ghi y
kién chi dao gidi quyét ciia ngudi cé thim quyen y kién cta don vichi trivay
kién clia c4 nhan dugc giao tryc tiép gidi quyét vian ban dén.

IL T chire thyre hi¢n:

1. Thi truéng céc don vj khin truong trién khai thuc h1¢n Nghi dmh
30/2020/ND-CP, trong qué trinh thyc hign c6 gi vuéng mic xin lén hé vé
Tdng cong ty Pudng sit Viét Nam qua Van phong, DT: 024.39425972 dé dugc
giai dap.

2. Giao Van phong Téng cong ty.

a) Tham muu viéc sira d6i, bd sung Quy ché cong tic Van thu hru trix
cta Tong cdng ty phi hep vai quy dinh mdi cta Nghj dinh 30/2020/ND-CP;

b) Phéi hqp vai cac don vi c6 lién quan, khin tru'cmg tham muru trién
khai tng dung phin mém vin ban dién tir, chir ky sb pha hop voi quy dinh
hién hanh;

c) Kiém tra chit ch v& thé thire va k¥ thudt trinh bay vin ban cia cic
dom vy trude khi trinh Lanh dao Tong cong ty ky va phat hanh. Lé_’

Lmrs JONG GIAM POC
Noi nhin: Fn RS
- Nhur trén; ( v Ve
- HBTV TCT(b!c) [l 1mscdac
- Ban Diéu hanh TCT (de thye hién) “" CUDNG CA
- VP va céc Ban TCT (dé thuc hign), U\ VIET NAM
-Luu VT, VP 4 )
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