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NHA NUOC TAI DOANH NGHIEP Poe 1ap — Tw do — Hanh phic
TONG CONG TY
PUONG SAT VIET NAM i
Sé-FA ¢/DS-VP Ha No, ngay3f thangs nim 2020

Vv thuc ién Nght dinh s6 30/2020/ND-CP
va hru y mét sé diém cta Nghi dinh

Kinh gin: Cac don vi truc thudc Tdng cong ty DSVN.

Cén cir Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cda Chinh pht ve
cong tac van thu luu trir (Nghi dinh 30/2020/ND-CP); dé hiéu rd va to chuc
thue hién 5t Nghi dinh 30/2020/ND-CP tai cic don vi, Tong cong ty tom tat
nhitng diém mai co ban ciia Nghi dinh 30/2020/ND-CP cu thé sau:

L. Nhirng diém mdi co bin ciia Nghi dinh 30/2020/ND-CP:

1. Vé pham vi didu chinh va déi twong ap dung

a) V& pham vi diéu chinh: Nghi dinh 30/2020/NP-CP bé sung né1 dung
quan ly va sir dung thiét bi hru khoa bi mit trong cong tac van thu, ddy la
thiét bj vat Iy chira khoa bi mat va ching thu so coa co quan t6 chire va ding
dé ky s6 trén vin ban dién tir cia co quan t3 chizc theo quy dinh ctia phap luat.

b) Vé dbi twong 4p dung: Nghi dinh nay 4p dung dbi véi co quan, td
chirc nha nudc va doanh nghi€p nha nwée (theo quy dmh tar Ludt Doanh
nghiép 2014). Khac v6i Nghi dinh 110/2004/ND-CP, céc t6 chirc chinh tri, th
chue chinh tri - X3 héi, t& chirc x3 hoy, td chirc xa hoi - nghé nghiép 6 chirc
kinh té néi chung.

2. Giai thich tir ngl"r

Diém méi va ndi bat trong Nghi dinh 30/2020/ND-CP I3 nhimg khai
mém co ban, quan trong dugc dinh nghia cu thé nhu: Ven bdn; Vin ban chuyén
nganh; Van bdn hanh chinh; Vin ban dién ti; Vin ban di; Vin ban dén; Ban
goc van ban; Ban chinh van bdn gidy; Danh muc hé so; Hé thong qudin I tn
léu dién te;

Trong do, dic biét quan trong 14 khai niém vé vin ban dién tir va gid tri
phap Iy ctia van ban dién tir trong qua trinh hoat dong va giao dlCh clla cac co
quan, to chire; van ban dién tir c6 gia tr1 phap Iy nhu van ban g1ay khi: van badn
diwge ky s6 bor nguo ¢é tham quyén va ky so cua co quan, 16 chirc; chir ky s6
trén van ban dzen tir phdn ddp 1img ddy du cde quy dinh cua phdp ludt.

3. Vésb Ihrgng van ban hanh chinh

Nghi dinh 30/2020/ND-CP, s6 lugng van ban hanh chinh c6 29 loai
gém- Nghi quyét (cd bigt), quyet dinh (cd biét), chi thy, quy ché, quy dinh,
théng cdo, théng bdo, hudng dén, chieong irinh, ké hoach, phwong dn, dé dn,
dw an, bdo cdo, bién bdn, 10 trinh, hop dong, cong vdn, cOng dién, ban ghi nhé,
ban thoa thugn, gzay uy quyén, gidy mon, gidy gidi thiéu, gidy nghi phép, phiéu
girt, phiéu chuyén, phiéu bdo, thir cong;

So v&i Nghi dinh 09/2010/ND-CP b sung thém 01 vin ban phleu bio
va b6 04 van ban 13: Bdn cam két; Gidy di duong; Gidy chiing nhdn; Gidy bién
nhén hé so.
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4, V& thé thire va ky thuit trinh bay viin ban

V& co ban, thé thirc va ky thudt trinh bay vin ban duogc thue hién theo
cac quy dinh tai Nghy dinh 110/2004/ND-CP va Nghi dinh 09/2010/ND-CP,
trong dé, c6 mét sé diém mdi. cu thé:

a) B6i vai cac van ban ¢o phan cdn cir ban hanh thi phﬁn cin ¢ duoc in
nghiéng; chit cud1 cing cua phan can cir 1a dau chim (.); sb trang cua van ban
dugc danh tir trang thir 2 tré di canh giira 18 trén cia viin ban.

b) Vé chir ky sb ciia ngudri co thim quyén va chir ky s6 ciia co quan, 6 chire
trén vin ban dién tir duoc thuc hién co ban nhu Thong tr 01/2019/TT-BNV:

- Hinh anh, v trf chit ky s0 cua nguot ¢o thdm quyén 1a hinh anh chir ky
clia ngudt ¢ thdm quyen trén van ban gidy, mau xanh, dinh dang Portable
Network Graphics ( png) nén trong sudt, dit canh giita chirc vu cta nguoi ky va
ho tén ngudt ky,

- Hinh anh, vi tri chir ky s6 ctia co quan, t6 chirc 1a hinh anh d4u cua co
quan, t6 chirc ban hanh van ban, mau do, kich thudce biang kich thude thuc té
cua du, dmh dang (.png) nén trong sudt, triim 1én khoang 1/3 hinh &nh chir ky
sO cua nguot co tham quyén vé bén trai.

c) V& thé thirc, k¥ thuat trinh bay chi¥ ky sé cua co quan, td chirc trén
van ban dién tir kém theo vin ban chinh duoc thé hién nhu sau:

- Van bén kem theo (phu luc) cung t€p tin vo1 nd1 dung van ban dién tu,
Van thu co quan chi thue hién ky sb van ban va khéng thue hién ky sb 1én vin
ban kém theo,

- Van ban (phu luc) khong cung t&p tin vdi van ban chinh, Vin thu co
quan thuc hién ky s0 ciia co quan, t0 chirc trén van ban kém theo:

+ Vitri Goc trén, bén phai, trang dau cua vin ban kem theo;

+ Hinh anh chir ky s6 cua co quan, t chirc: Khong hién thr;

+ Théong tin' s va ky hiéu van ban; thoi gian ky (ngay thang nam; gity phit
gidy; mii gio Viét Nam theo tiéu chuidn ISO 8601) duwoc trinh bay bing phdng
chir Times New Roman, chit in thudng, kiéu chir dirng, ¢& chir 10, mau den.

5. V& soan thao va ky ban hanh vin bin

Nghi dinh quy dinh cu thé, r& rang vé trach nhiém cia ca nhan duoc
giao nhiém vu soan thdo vdn ban nhim ndng cao y thic, trich nhiém, chét
lugng van ban khi tham muu, cu thé:

a) V& soan thao vin ban Nghi dmh 30/2020/ND-CP quy dinh “Cd nhdn
duoc grao nhiém vy soan thao vdn ban chyu trdch nhiém triece nguor dimg ddu
don vi va trude phap Iudt vé ban thdo vin ban trong pham vi chirc trach,
nhiém vu dugc giao”.

b) Vé ky ban hanh vin ban déi vé6i co quan, t6 chirc lam viéc theo ché do
thu truong.

“Trucng hop cap phd duoe giao phu trdch, diéu hanh thi thuc hién ky
nhie cdp pho ky thay cdp truong ":

“Trong b zrcrng hop ddc biét, ngueor diing ddu co quan, 16 chikc c6 thé
uy quvén cho ngudon diing ddu co quan, 16 chitc, don vi thuéc co cdu t6 chirc
cia minh ky thita iy quyén mot sé van ban ma minh phar ky .



6. V@ viét hoa trong van bin:

Theo Nghi dinh 30/2020/ND-CP viét hoa trong vin ban ¢é nhimg diém
mai nhir sau:

a) Viét hoa chir cai diu am tiét thar nhdt cia mdt cdu hoan qhinh: Sau diu
cham cau (.), sau ddu cham ho1 (?); sau ddu cham than (1 va khi xubng dong.

Vidu: . Thu vién; ? Phap luat.

Truée day Thong tir 01/2011/TT-BNV phai viét hoa: sau ddu cham limg
(. .); sau du hai chim (:); sau ddu hai chim trong ngodc kép (: . ").

b} Truong hqp) viét hoa dic biét VO'lt ter! dia ty: Tha dé6 Ha N§1, Thanh
phd Ho Chi Minh (b6 sung thém Thanh phé H6 Chi Minh);

¢) Trudong hop vién dan phén chuong, muc, tiéu muc, didu, khoan, d}ém
clia mdt van ban cu thé thi viét hoa chir c&1 ddu cia phéan, chuong, muc, tiéu
muc, didu

Vi du. ciin cir diém a, khoan 2 Piéu 103 Muc 5 Chuong XII Phan I cia
B6 luit Hinh su.

Truge day Thong tw 01201 1/TT-BNV tnr(mg hop vién dén cac diéu, khoan,
diém ciia mot vin ban cu thé thi viét hoa chif cai dau cia diéu, khoan, diém.

d) Tén cac ndm am lich, ngay tét, ngay va thang trong nim (bo “ngay
tiét” so vér Thong tr 01/2011/TT-BN V)

7. Vé quan ly vin ban di

a) Cép sb van ban:

- Vin ban chuyén nganh: do ngudi dimg dau co quan quan Iy nganh,
linh vic quy dinh;

- Vén ban hanh chinh: do ngu’di ding ddu co quan, 5 chie quy dinh;

- Van ban dién tir. viéc cdp sé, thot gian ban hanh duge thuc hién bang
chirc ning cla Hé thong,

b) V& lwru vin ban di dién tir;

Béan gdc van ban dién tir phar duoc lvu trén Hé théng cia co quan, to
chirc ban hanh van ban; co quan, t6 chirc c6 Hé théng dap ng theo quy dinh
tai Nghi dinh 30/2020/ND-CP va cac quy dinh cta phap ludt ¢6 lién quan thi sur
dyng va lwu ban gdc vin ban dién tir trén Hé thdng thay cho van ban g1dy; co
quan, td chirc c6 Hé théng chua dap irng theo quy dinh Nghi dinh 30/2020/ND-
CP va cac quy dinh cta phap lut c6 lién quan thi vin thr co quan tao ban
chinh vin ban gidy dé hru tai Van thu co quan va hd so cong viéc.

8. Pinh chinh vin ban di

Nghi dinh 30/2020/ND-CP quy dinh. Vin ban di phat hanh nhung ¢6 sai
sot vé thé thirc, ky thuat trinh bay, thu tuc ban hanh phai dwoc dinh chinh bing
céng vin cua co quan, t6 chirc ban hanh van ban. Nghi dinh 09/2010/ND-CP
quy dinh dinh chinh bang van ban hanh chinh dén dén mdi co quan dinh chinh
bang cic hinh thitc van ban khac nhau, nhu thong bao, cong vin...dan dén
khong thong nhat trong ban hanh vin ban,




9. V& thu hdi vin bén

Nghi dinh 30/2020/ND-CP quy dinh: Di vdi van ban giay, truong hop
nhan dugc thong béo thu hdi, bén nhan co trach nhiém gui lat van ban dd nhén.
DGi voi van ban dién tir, truong hop nhan duoc théng bao thu héi, bén nhén
huy b6 van ban by thu hoi trén Hé théng, dong thoi théng béo qua hé thong dé
bén giri biét

10. Sao vin ban

Nghi dinh 30/2020/ND-CP quy dinh cac loai ban sao tur g1y sang dién tir
va tir dién tir sang glay, cach thirc sao vin ban va tham quyén sao van ban gom:

a) Hinh thire va cac ban sao
- Sao tir gidy sang dinh dang giay’ Puoc thue hién nhu cii

- Sao tir dién nr sang giay: Pugc thuc hién bing viéc in tir ban gdc van
ban dién tir ra gidy va dugc trinh bay thé thirc va k¥ thut nhu cii

- Sao tir dinh dang gidy sang dién tu' duoc thuc hién bing viéc sb hoa
van ban gidy ( dinh dang pdf, phién ban 1.4 tr¢ Ién, anh mau, d6 phan giai t6i
thiéu 200dpi, ty 1& s6 hoa 100%) va ky sd cua co quan, t6 chire

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

+ V1 tri: Goc trén bén phay, trang diu cia vin ban, trinh bay tai 6 s6 14
Muc IV phan Phuy luc cua Nghl dinh

+ Hinh anh chir ky s6 ca co quan, 6 chirc: Khong hién thi.

b) Tham quyén sao vin ban: Ngudi dimg dau co quan, td chirc quyet
dinh viéc sao vin ban do co quan, to chiee ban hanh, van ban do cac co quan, t©
chirc khac giri dén va quy dinh thim quyén ky cac ban sao vin ban.

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

Thay nd1 dung’ “Luu hd so s6” thanh “Sé va ky hiéu hd so”
TEN CO QUAN, TO CHUC

b) Mau s6 diang ky vin ban d1 viin ban dén

- Tich hop S6 dang ky van ban di va s0 chuyén giao van ban di thanh 01
50, tdi thidu gdm 10 noi dung mau sau’

S6,ky | Ngay | Tén loai Nguoi | Noi | Don vi, S6 Ngay Ky | Ghi

hi€u | thang va trich ky nhdn | ngudr | lwong | chuyén | nhan | cha
van van yéu ndi van nhin van
ban ban | dung van ban | ban hru | ban
ban
(1 2) (3) (4) (5) (6) (7) (8) (9) | (10)







- Tich hop S& dang ky vin ban dén va $6 chuyén giao vin ban dén thanh
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01 s0, toi thiéu 10 ndi dung mau sau:

Ngay | S6 | Tac | S6, Ngdy | Ténloaiva | Ponvi | Ngay | Ky | Ghi
dén | dén | gid | ky higu | thang | trich yeu ndi hodc chuyén | nhan | cha
vin ban | vAn bdn {  dung van ngudi
ban nhén
1 1@ 6] ¢4 (5 (6) (7 (8) (9) | (10)

¢) Vin ban den duoc bd sung “Phidu glal quyet vin ban dén” dé ghiy
kién chi dao giai quyét ctia ngudi co thdm quyen v kién cia don vi chi trivay
kién clia c4 nhan dwoc giao true tiép gidi quyét vin ban dén.

I T6 chire thire hién:

1. Thu truémg cac don vi khin trwong trién khai thyc hién Nghy dinh
30/2020/ND-CP, trong qua trinh thuc hién ¢ gi vudng méac xin hén hé vé
Tdng cong ty Duong sit Viét Nam qua Van phong, DT: 024.39425972 dé dwoc
gidi dap.

2. Giao Vin phong Téng cong ty.

a) Tham muu viéc sira doi, bd sung Quy ché cong téc Vin thu lru trix
cta Téng cong ty phi hop véi quy dinh méi cia Nghi dinh 30/2020/ND-CP;

b) Phéi hop véi cac don vi c¢6 lién quan, khén truong tham muru trién
khai ing dung phdn mém vin ban dién tir, chit ky sé phi hop véi quy dinh
hién hanh;

¢) Kiém tra chit ch& vé thé thire va k¢ thudt trinh bay vin ban cia cdc
dom v1 trude khi trinh Lanh dao Téng cong ty ky va phat hanh.%_
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