UBND TINH LANG SON  CONG HOA XA HQI CHU NGHIA VIET NAM
SO NOI VU Pgc 1ap - Tw do - Hanh phic

Sé: 329 /SNV-CCVTLT Lang Son, ngay 24 thang 3 ndm 2020

VIV trién khai thyc hién Nghi dinh
s0 30/2020/ND-CP cua Chinh phu vé
cong tac van thu

Kinh gui: Céc co quan, td churc thudc ngu(‘A)n ndp luu ho so,
tai liéu vao Luu trit lich st tinh Lang Son

Ngay 05/3/2020, Chinh pht ban hanh Nghi dinh s6 30/2020/ND-CP vé
cong tac van thu dé thay thé Nghi dinh s6 110/2004/ND-CP ngay 08/4/2004
va Nghi dinh s6 09/2010/ND-CP ngay 08/02/2010 vé cong tac vin thu va co
hiéu luc ké tir ngay ky.

Pé viéc trién khai Nghi dinh s6 30/2020/ND-CP cua Chinh pht ding quy
dinh, kip thoi, hiéu qua, So Noi vu hudng din mot s6 ndi dung cu thé nhu sau:

1. Vé Nghi dinh s6 30/2020/ND-CP

S& Noi1 vu tinh Lang Son dé nghi cac co quan, td chirc thudc nguén nop
luu ho so, tai liéu vao Luu trit lich st tinh Lang Son trién khai thuc hién Nghi
dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phu vé cong tac vin thu.

(Noi dung Nghi dinh s6 30/2020/NP-CP duoc dang tai tai dia chi
Website: http://sonv.langson.qgov.vn/, muc Van thu, luu triz).

2. Mot s6 diém méi ciia Nghi dinh s6 30/2020/ND-CP

2.1. Poi twong ap dung

Nghi dinh s6 30/2020/ND-CP ap dung d6i v4i co quan, t6 chirc nha
nuéc (bao gom cd don vi vii trang nhdn dédn) va doanh nghiép nha nudc.

2.2. Vé gidi thich tir ngiv

Nghi dinh 30/2020/ND-CP b6 sung giai thich mot s tir ngit nhu sau:

- Vin ban: La thong tin thanh vin duoc truyén dat bang ngdn ngir hoic
ky hi¢u, hinh thanh trong hoat dong ctua cac co quan, t6 chirc va dugc trinh
bay dung thé thuc, k¥ thuat theo quy dinh.

- Van ban chuyén nganh: La van ban hinh thanh trong qua trinh thuc
hién hoat dong chuyén mon, nghi¢p vu cua mot nganh, linh vuc do nguoi
ding dau cua co quan quan ly nganh, linh vyc quy dinh.

- Van ban hanh chinh: La van ban hinh thanh trong qué trinh chi dao,
diéu hanh, giai quyét cong viéc cuia cac co quan, td chirc.

- Van ban dién tir: La van ban dudi dang thong diép dir liéu duogc tao
12p hodc so6 hoa tir van ban gidy va trinh bay dang thé thtrc, k¥ thuat trinh bay
theo quy dinh.
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2.3. Vé gid tri phdp Iy ciia vin ban dién tir

Diéu 5, Nghi dinh 30/2020/ND-CP néu 13 gia tri phap 1y cua van ban
dién tir nhu sau: Van ban dién tir duoc ky so6 bodi nguoi c6 tham quyén va ky
sO cua co quan, to chirc theo quy dinh cua phap luat cé gia tri phap Iy nhu ban
gdc cua van ban giay.

2.4. Bdt budc ding phong chit Times New Roman

Néu nhu truéc day phong chir str dung dé trinh bay vian ban trén may vi
tinh 1a phong chir tiéng Viét ctia bd ma ky tu Unicode theo Ti€u chuan Viét
Nam TCVN 6909:2001 thi hi¢én nay da quy dinh cu thé phong chit phai la
phong chir tiéng Viét Times New Roman, b ma ky tu Unicode theo Tiéu
chuan Viét Nam TCVN 6909:2001.

C& chit va kiéu chir khong c6 quy dinh chung ma phu thudc vao ting
yeu to thé thuec.

2.5. Chi sir dung khé gidy A4 cho tdt ca cdc loai vin bdn

Thay vi duoc phép trinh bay van ban hanh chinh trén kho gidy A4 hoic
A5 (d6i véi gidy gidi thiéu, gidy bién nhan ho so, phiéu giri, phiéu chuyén) thi
hién nay, tit ca cac loai vin ban hanh chinh déu chi sir dung chung kho gidy
A4 (210mm x 297mm).

Vin ban duoc trinh bay theo chiéu dai ctia kho A4, truong hop vin ban
cO cac bang, biéu nhung khong duogc lam thanh phu luc rié€ng thi c¢6 thé duoc
trinh bay theo chiéu rong.

2.6. Thay doi cach ddnh so trang van ban

Trudc day sd trang vin ban dugc trinh bay tai goc phai ¢ cudi trang
gidy (phan footer) thi nay so trang van ban dugc dat canh gitra theo chiéu
ngang trong phan 1€ trén cua van ban, dugc danh tir s6 1, bang chitr s6 A-rap,
cd chir 13 dén 14, ki€u chir diing va cling khong hién thi so trang thir nhat.

2.7. Tén logi va sé lwong cac loai van ban hanh chinh

- Nghi dinh s6 30/2020/ND-CP quy dinh cac loai van ban hanh chinh
gom 29 loai, cu thé: Nghi quyét (cé biét), quyét dinh (céa biét), chi thi, quy
ché, quy dinh, thong cdo, thong bao, hudéng dan, chwong trinh, ké hoach,
phuong an, dé an, du 4n, bao cio, bién ban to trlnh hO’p dong, cong van,
cong dlen ban ghi nhd, ban thoa thuan, glay uy quyen gidy moi, gidy gioi
thiéu, gidy nghi phép, phiéu giri, phiéu chuyén, phiéu bao, thu cong.

2.8. B6 sung yéu cau trinh bay cdn cir ban hanh van ban

- Can ctr ban hanh van ban ghi dﬁy du tén, loai van ban, sd, ky hi€u, co
quan ban hanh, ngay thang ndm ban hanh va trich yéu ndi dung van ban (Luat
va Phap 1énh khong ghi so, ky hi¢u va co quan ban hanh).

- Cin clr ban hanh vin ban trinh bay bang chit in thuong, kiéu chir
nghiéng, cd chir tir 13 dén 14, trinh bay dudi phan tén loai va trich yéu noi
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dung van ban; sau d6 mdi cin ct phai xuéng dong c6 dau chdm phay, dong
cuoi cung két thiic bang dau cham.

2.9. Chit ky ciia nguoi ¢é tham quyén

Nghi dinh méi di bo sung chit ky sd cua ngudi c6 tham quyén. Theo
do, hinh anh, vi tri chit ky s6 ctia nguoi c6 tham quyén 1a hinh anh chir ky ctua
nguoi ¢6 tham quyén trén van ban giay, mau xanh, dinh dang Portable
Netwwork Graphics (.png) nén trong suot; dat canh gifta chirc vu cia nguoi
ky va ho tén nguoi ky.

2.10. Ddu, chit ky s6 ciia co quan, t6 chirc

Hinh anh, vi tri chit ky s6 ciia co quan, to chuc 13 hinh dnh diu cia co
quan, t0 chic ban hanh van ban trén van ban, mau dd, kich thudc bang kich
thude thuc t€ cuia dau, dinh dang (.png) nén trong suot, trum 1én khoang 1/3
hinh anh chit ky s6 cua ngudi c6 tham quyén veé bén trai.

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

- Van ban kém theo cung tép tin véi ndi dung van ban dién ti, chi thuc
hién ky s6 van ban va khong ky s6 1én van ban kem theo;

- Van ban khong cung tép tin v&i ndi dung van ban dién tir phai thuc
hién ky s0 cua co quan, to churc trén van ban kém theo. Vi tri: goc trén, bén
phai, trang dau cia van ban kém theo.

2.11. Vé luu van ban di dién tir

Ban géc van ban dién tir phai dugc luu trén HE théng cua co quan, to
chtrc ban hanh van ban.

Dbi v6i cac co quan c6 Hé théng dap tmg theo quy dinh thi sir dung va
luu ban goc van ban dién tur trén H¢ thong thay cho van ban giay.

Péi véi cac co quan chua c6 Hé thong dap Gmg theo quy dinh thi van
thu tao ban chinh van ban giay dé luu tai Van thu co quan va ho so cong viéc.

2.12. Dinh chinh van ban di

Nghi dinh 30/2020/ND-CP quy dinh: Véan ban da phat hanh nhung cé
sai sot vé thé thuc, k¥ thuat trinh bay, thu tuc ban hanh phéai dugc dinh chinh
bang cong van cua co quan, to chirc ban hanh van ban.

Trude day, Nghi dinh 09/2010/ND-CP quy dinh dinh chinh bang vin
ban hanh chinh dan dén moi co quan dinh chinh bang c4c hinh thirc van ban
khac nhau, c6 noi ban hanh quyét dinh, ¢6 noi ban hanh thong béo, c6 noi ban
hanh cong van...dan dén khong thong nhat trong ban hanh van ban.

2.13. Kinh phi cho cong tac van thuw

Céc co quan, to chirc c6 trach nhiém b tri kinh phi cho cong tac vin
thu trong dy toan ngan sdch nha nudc hang nam. P61 véi doanh nghi€p nha
nudc, vi¢e bo tri kinh phi dugce thuc hién theo quy dinh hi¢n hanh.
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Kinh phi cho cong tac van thu dugc st dung vao cac cong viéc: Mua
sam, nang cap hé thong, ha tang k¥ thuat, trang thiét bi, vat tu ti€u hao phuc
vu cong tac van thu; bao dam thong tin lién lac, chuyén phat van ban, s6 hoa
van ban; nghién ctru, ing dung khoa hoc va chuyén giao cong nghé trong
cong tac van thu; cac hoat dong khac phuc vu cong tac van thu.

3. Cong tac chi dao, trién khai thuc hién

S& Noi vu dé nghi Thu truéng cac co quan, td churc thude nguén nop
luu, chi dao trién khai Nghi dinh 30/2020/ND-CP t6i toan thé can bd, cong
chure, vién chttc gop phan nang cao nhan thtc, trach nhiém trong viéc thuc
hién Nghi dinh, dong thoi quén triét sau sac nhitng diém mdi ciia Nghi dinh
s0 30/2020/ND-CP.

Ra soat, stra d6i, bo sung Quy ché cong tac van thu, luu trir cho phu hop
v6i chire nang, nhiém vu cua co quan, don vi.

Thu’c hién cic quy trinh nghi€p vu cong tac van thu theo quy dlnh

nang cap, hién dal hoa Hé thong quan 1y tai lidu dién tir dap ung cac yéu cau
ctia Nghi dinh s6 30/2020/ND-CP.

Cir cong chuic, vién chirc tham gia cac 16p tap huan, huéng dan trién
khai Nghi dinh s6 30/2020/ND-CP d¢ kip thoi tham muu, dé xuat véi cap co
tham quyén theo quy dinh.

Thuong xuyén kiém tra, giam sat, danh giad viéc thuc hién Nghi dinh s6
30/2020/ND-CP tai co quan, don vi.

S& Noi vu dé nghi cac co quan, t6 chirc quan tam trién khai thuc hién./.
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