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QUAN 12
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
QUAN 12 Doc 1ap - Tu do - Hanh phiic
S6: 07/2007/QD-UBND Qudn 12, ngay 25 thang 5 nam 2007
QUYET PINH

Ban hanh quy dinh vé cong tic vin thw tai Uy ban nhan din quén

UY BAN NHAN DAN QUAN 12

Cin ctr Luat T6 chirc Hoi dong nhan dan va Uy ban nhan dan ngay 26 thang 11
nam 2003;

Cian ct Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 niam 2004 cia Chinh
phu vé cong tac van thu;

Can ctr Nghi dinh sé 58/2001/ND-CP ngay 24 thang 8 nim 2001 ctia Chinh phu
vé quan 1y va st dung con dau;

Can cir Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nim
2005 cta BO Noi vu va Vin phong Chinh phit huéng dan vé thé thic va ky thuat trinh
bay van ban;

Can cr Quyét dinh s6 17/2007/QD-UBND ngay 05 thang 02 nam 2007 cua Uy
ban nhan dan thanh phé HO Chi Minh vé ban hanh quy dinh vé trinh ty, thu tuc ban
hanh van ban quy pham phap luat cia Uy ban nhan dan céc cap tai thanh phd Ho
Chi Minh;

Theo dé nghi ctia Chanh Vin phong Hoi dong nhan dan va Uy ban nhan dan quén,

QUYET PINH:

Piéu 1. Ban hanh Quy dinh vé cong tac van thu tai Uy ban nhan dan quén.

Picu 2. Quyét dinh ndy c6 hiéu luc sau 07 ngay ké tir ngay ky va thay thé cac
quy dinh ciia Uy ban nhan dan quén trudc ddy vé cong tac van thu.
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Piéu 3. Chanh Vian phong Hoi dong nhan dan va Uy ban nhan dan quan, Thu
trudng cac phong, ban, don vi thuoc quan va Chu tich Uy ban nhan dan cac phuong
chiu trach nhiém thi hanh Quyét dinh nay./.

™. UY BAN NHAN DAN
CHU TICH

DPang Vian Durc
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
QUAN 12 Doc 1ap - Tu do - Hanh phiic
QUY PINH

Vé cong tac vin thu tai Uy ban nhan din quén
(Ban hanh kém theo Quyét dinh s6 07/2007/0D-UBND
ngay 25 thang 5 nam 2007 ciia Uy ban nhén dén qudn)

Nhiam phuc vu cong tac quan ly, chi dao diéu hanh cua Thuong truc Ho1 d@)ng
nhan dan va Uy ban nhan dan quéan, Uy ban nhan dan quan quy dinh vé quan 1y van

ban dén, van ban di va cong tac soan thao, ban hanh van ban nhu sau:

Chwong I
QUAN LY VAN BAN DEN

Piéu 1. Trinh tw quan Iy viin ban dén

T4t ca cac van ban, ké ca don, thu do to chirc, ca nhan giri dén co quan Uy ban
nhan dan quan (sau day goi chung 1a vin ban dén) phai dugc quan 1y theo trinh ty sau:

1. Tiép nhén, dang ky vao sb van ban dén;

2. Trinh, chuyén giao vin ban dén;

3. Theo ddi, don ddc va kiém tra viéc giai quyét vin ban dén.

Picu 2. Tiép nhin, diing Ky vin ban dén

1. Vian ban dén bét clr tir ngudn nao déu phai dugc tip trung tai bo phan vin thu
thudc Vin phong Hoi dong nhan dan va Uy ban nhan dan quan (HPND-UBND) dé lam
thi tuc tiép nhén, dang ky. Truong hop thu giri bao dam hodc co quan, to chuc, don vi
guri ¢6 sO phat hanh van ban thi can bd, cong chiic bo phan hanh chinh - van thu ky vao
sO phat hanh van ban. Thoi gian tiép nhan va dang k¥ van ban dén khong qué 1/2 gio.

2. Céc co quan, don vi, ca nhan khong c6 trach nhiém giai quyét d6i v6i nhiing
van ban dén khong dugc dang ky dong dau vin ban dén tai bo phan vin thu thudc
Vian phong HDND-UBND quan, trur cac truong hop sau:

a) Trudong hop nhiing bi thu cia vin ban dén c6 ghi rd chie danh giri Chu tich,
Ph6 Chu tich Hoi déng nhan dan, ny ban nhan dan, bd phan van thu ¢6 trach nhiém
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tiép nhan, chuyén giao truc tiép dén tén nguoi nhan. Sau khi cé but phé vao vin ban
dén cua cac ca nhan néu trén, thi van ban dén duoc vao sd giao nhan va chuyén ngay
dén bo phan vin thu thuéc Vian phong HDND-UBND dé ding ky trude khi xir Iy cac
budre tiép theo.

b) Trudng hop nhitng bi thu vin ban dén c6 ky hiéu mat, khan cdp hodc c6 ghi
tén ngudi dugc mo bi thu, bd phan van thu khong dugce boc bi, chi ghi vao ) dang
ky quan 1y van ban mat, khan va chuyén ngay, truc tiép dén ngudi nhan hoic nguoi
co trach nhiém xur 1y.

3. Van ban dén duoc phan loai va ding ky nhu sau:

a) Loai van ban ghi vao sO: c4c van ban cd ky hi¢u mat, khan, thu moi hop, don
thu co6 ghi tén ngudi nhan.

b) Vian ban khong giai quyét va tra 101 noi guri d6i voi cac trudng hop sau:

- Khong ding thé thirc va k¥ thuat trinh bay vin ban theo hudng dan tai Thong
tu lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nam 2005 ctua Bo Noi vu
va Van phong Chinh pht huéng dan vé thé thuc va ky thuat trinh bay van ban; Van
ban s6 4897/VP-HC ngay 12 thang 9 nam 2006 cua Vin phong HDND-UBND thanh
phd vé thé thirc va ki thuat trinh bay van ban.

- N6i dung khong dung chirc ning va tham quyén giai quyét ctia Chu tich, cac
Ph6 Chu tich Hoi déng nhan dan va ij ban nhan dan quan hoac cac phong, ban truc
thudc Uy ban nhan dan quan.

c) Cac loai van ban con lai dugc dang ky vao so6 cong van dén, cap nhat vao
mang tin hoc d€ quan ly va theo doi qua trinh x1r 1y chung.

Diéu 3. Trinh, chuyén giao van ban den

Vin ban dén phai kip thoi trinh cho ngudi ¢6 trach nhiém va chuyén giao cho
cac don vi, ca nhan giai quyét. Viéc chuyén giao vin ban phai bao dam chinh xac va
giit gin bi mat ndi dung vin ban. Qua trinh chuyén giao vin ban dén phai duoc cip
nhat vao mang tin hoc kip thoi phuc vu viée quan 1y theo ddi, timg truong hop cu thé
thuc hién nhu sau:

1. B6i voi cac vin ban dén c6 cac ky hiéu mat, t6i mat, tuyét mat; ghi chirc danh
hodc ¢6 ndi dung yéu cau giai quyét c6 dau chi cac muc do khan, thuong khan, hoa
tdc phai duoc trinh, chuyén va ky giao nhan ngay sau khi tiép nhan vin ban.

2. Pbi véi cac loai van ban dén khac, b phan van thu trinh Chanh Vin phong
hodc Phé Chanh Vin phong HDND-UBND duoc phan cong cho y kién chuyén vin
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ban dén cac Thuong truc Hoi dong nhan dan quan, Uy ban nhan dan quén theo linh
vuc phu trach hodc cac don vi, cd nhan c6 trach nhi¢ém giai quyét.

3. Trudng hop don thu hanh chinh, don thu khiéu nai, to cao di c6 ¥ kién phan
cong giai quyét cua nguoi co thim quyén, bd phan van thu c6 trach nhiém chuyén
giao nhan van ban cho c4 nhan, phong, ban don vi giai quyét va ghi vao s6 theo ddi
riéng dé kiém tra theo diing thoi gian quy dinh.

Diéeu 4. Theo doi, don doc va ki€ém tra viéc gidi quyet van ban den

1. Phong, ban, don vi, ¢4 nhan dugc phan cong cé trach nhi€ém nghién ctru, giai
quyét van ban dén theo thoi han luat dinh, quy dinh cua cép trén hoac theo y kién
phé duyét ciia Chu tich, Phé Chu tich Hoi déng nhan dan, Uy ban nhan dan quan
trén van ban; trir trudng hop van ban c6 dong dau muac d6 khan phai giai quyét ngay
theo quy dinh.

2. DBéi véi cac van ban c6 ndi dung khong quy dinh thoi han hodc khong dugc
Chu tich, Pho Chu tich Hoi dong nhan dan, Uy ban nhan dan quén ghi rd thoi han giai
quyét thi tlly thudc vao tinh chat va dic diém cua tiung loai van d¢, thoi gian xur ly
dugc phan dinh nhu sau:

a) Cac van dé thong thuong khong qua 03 ngay lam viéc.

b) Cac trudong hop phuc tap, ¢6 lién quan dén don vi khac can trao doi, thAm tra
khong qua 05 ngay lam viéc.

Thoi gian phan dinh giai quyét duoc tinh tir ngay, gid c4 nhan, don vi nhan duoc
van ban chuyén giao dén hét ngay ban hanh vin ban giai quyét; thoi diém giao nhan
vian ban phai thé hién trong s6 phat hanh vin ban.

3. Két qua giai quyét van ban dén phai dugc thé hién bang vin ban do Chu tich,
Pho Chu tich Hoi déng nhan dan, Uy ban nhan dan quan ban hanh hodc do Trudéng
cac phong, ban chuyén moén ban hanh theo Quy ché “Thira ty quyén ciia Chu tich Uy
ban nhan dan quan”.

Truong hop gap kho khan trong qué trinh giai quyét, Thu trudng don vi, c4 nhan
duoc phan cong giai quyét phai bao cdo ngay voi Chu tich, cac Pho Chu tich hodc
ngudi co but phé chi dao thuc hién dé kip thoi chi dao thuc hién.

4. BO phan van thu, Thu truong cac don vi li€n quan c6 trach nhiém theo doi
viée xir 1y giai quyét cac van ban dén nhu sau:

a) Bo phan van thu thugc Van phong HDND-UBND hang ngay co6 trach nhiém
in biéu bao cio théng ké cac van ban dén di dugc chuyén giao giai quyét. Truong
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hop dén thoi diém 1ap biéu bao cdo chua nhan duoc két qua giai quyét cua don vi
hodc ¢4 nhan duoc phan cong, bao cao Chanh Vin phong HDND-UBND cho ¥ kién
xt 1y tiép theo.

b) Thu trudng cac co quan, don vi chiu trach nhiém trudc Chu tich, cac Phé Chu
tich Uy ban nhan dan quan viéc giai quyét noi dung van ban dén hoic thudc linh vuc
phu trach da dugc phan cong.

Chwong 11
QUAN LY VAN BAN DI

Piéu 5. Trinh tw quan Iy viin ban di

Tét ca cac van ban do Chu tich, Phé Chu tich Hoi déng nhan dan, ij ban nhan
dan quan ky ban hanh va do Truong cac phong, ban chuyén moén thudc quan ban
hanh theo Quy ché Thira Gy quyén (sau ddy goi chung 13 vin ban di) phai duoc quan
1y theo trinh tu sau:

1. Kiém tra thé thirc va k¥ thudt trinh bay vin ban gdm: Qudc hiéu, tén don vi
ban hanh, sb ky hi€u, dia danh va ngay, thang, ndm ban hanh van ban; tén loai va
trich yéu noi dung; ndi dung van ban; chirc vu, ho tén va chit ky ctia ngudi cé thim
quyén; diu cua co quan ban hanh, noi nhan va d4u chi mirc 6 khan, mat (néu co).

2. Béng diu Uy ban nhan dan quan va d4u chi mirc 36 khan hodc mat (néu co).

3. bang ky vao s6 vin ban di.

4. Lam thu tuc chuyén guri ky giao nhan va theo doi, don ddc, kiém tra viée thuc
hién.

5. Luu van ban.

Piéu 6. Kiém tra thé thirc va kj thuit trinh bay

1. Cac vin ban trudce khi phat hanh phai dugc kiém tra thé thirc va k¥ thuét trinh
bay theo huéng dan tai Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06
thang 5 nim 2005 cta B Noi vu va Vin phong Chinh phu va Vin ban sb 4897/VP-
HC ngay 12 thang 9 nam 2006 ctia Vin phong HDND-UBND thanh phd vé thé thirc
va k¥ thuat trinh by van ban. Phan cong kiém tra nhu sau:

- Vin thu c4c phong, ban, don vi chiu trach nhiém kiém tra thé thirc va k¥ thuat
trinh bay cc van ban do Trudng phong ky truc tiép hoic ky dudi hinh thirc “Thira ty
quyén Chu tich Uy ban nhan dan quan”.
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- Vian phong HDND-UBND quén c6 trach nhiém kiém tra thé thirc va k¥ thuat
trinh bay, thAm quyén ky va thi tuc ban hanh van ban do Chu tich, Pho Chu tich Hoi
d6ng nhan dan, Uy ban nhan dan quan ky ban hanh; vin ban c¢é hinh thtc ky “Thira
iy quyén Chu tich Uy ban nhan dan quin” ctia Trudng cac phong chuyén mon dugc
iy quyén.

- Thoi gian kiém tra va trinh ky khong quéa 01 ngay lam viéc.

2. B6 phan van thu Van phong HDND-UBND chiu trach nhiém déng dau Uy
ban nhan dan va dau chi mirc d6 khan, mat (néu cd). Viéc dong d4u vin ban duoc quy
dinh nhu sau:

- D4u déng phai 16 rang, ngay ngén, ding chiéu va ding dung muc dau quy dinh.

- Khi déng déu 1én chir ky thi ddu dong phai trum 1én khoang 1/3 chir ky vé phia
bén trai.

- Cac phu luc kém theo dugc dong diu treo trén trang dau, trum 1én mot phﬁn
tén co quan hodc tén ctia phu luc. Trudng hop c6 nhiéu biéu (phu luc) thi dong dau
giap lai cho cac biéu phu luc.

- Viéc doéng d4u van ban di chi duogc tap trung dong dau dﬁy du, mot 1an sau khi
nhan ban, lam thu tuc phat hanh.

- Bdi véi cac van ban Trudng cac phong, ban ky dudi hinh thire “Thira Gy quyén
Chu tich Uy ban nhan dan quan” chi dugc dong dau Uy ban nhan dan quén khi ding
v6i thAm quyén oy quyén ctia Chu tich Uy ban nhan dan quan.

Pi¢u 7. Ping ky va chuyén phat vin ban di

1. Vin ban di phai duoc ding ky vao s6 vin ban di va lam thu tuc phat hanh
ngay trong ngdy vin ban dé duoc ky, cham nhat 14 trong ngay lam viéc tiép theo:

a) Vin ban c6 ndi dung thudc thim quyén Chu tich, Phé Chu tich Hoi dong nhan
dan, Uy ban nhan dan quin ky ban hanh do phong, ban, don vi chi tri soan thao chiu
trach nhiém nhéan ban dung sé lugng can thiét, bo phan vin thu Vin phong HDND-
UBND chiu trach nhiém déng dau Uy ban nhin dan quan va phat hanh dén dung d6i
tuong tai yéu té noi nhan.

b) Vin ban c6 ndi dung thudc tham quyén cia Truong phong, ban chuyén mon
ky ban hanh do van thu phong, ban chiu trach nhiém phat hanh. Truéng cac phong,
ban ky van ban v&i hinh thire “Truéng phong” chi c6 gia tri luu hanh trong ndi bo
quan; khi Trudng cac phong, ban ky van ban giri cac s&, nganh thanh phé phai ding
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danh nghia Uy ban nhan dan quén vé6i hinh thic “Thira Gy quyén Chu tich Uy ban
nhan dan quin” va dong dau Uy ban nhan dan quan.

2. Vian ban di c¢6 thé duogc chuyén cho noi nhan bang Fax hodc chuyén qua mang
dé thong tin nhanh. Viéc chuyén vin ban di qua mang phai theo dung quy dinh vé thoi
gian, ndi dung cta Uy ban nhan dan thanh phb va dam bao tinh bao mat thong tin.

Piéu 8. Lwru viin ban di

1. Mbi van ban di phai luu it nhat hai ban chinh: mét ban luu tai bo phan van thu
va mot ban luu trong ho so giai quyét hodc co quan chu tri soan thao van ban.

2. Ban luu tai vian thu Van phong HDND-UBND phai duoc sap xép thu tu ting
tap theo tén loai, s6 ding ky, thoi gian ban hanh theo quy dinh ctia Nha nudc.

3. Ban luu van ban ¢6 ndi dung quan trong ctuia co quan, don vi phai dugc thuc
hién bang loai gidy c6 d6 pH trung tinh va duoc in bang loai myc bén lau.

Chuwong 111
SOAN THAO, BAN HANH VAN BAN

Pi¢u 9. Viéc soan thao va ban hanh viin ban

Vi¢c soan thao va ban hanh van ban trong Quy dinh nay duogc hiéu 1a cac vian
ban hanh chinh khong phai van ban quy pham phap luat, cu thé: Quyét dinh (ca biét),
chi thi (ca biét), chuong trinh, ké hoach, phuong an, dé an, bao céo, bién ban, to trinh,
hop dong, cong van, théng bao, cong dién, gidy ching nhan, gidy Gy nhiém, gidy
moi, gidy gidi thiéu, gidy nghi phép, gidy di duong, phiéu gtri, phiéu chuyén.

Pi¢u 10. Soan thio vin ban

1. Can c tinh chat, noi dung cua van ban can soan thao, Thuong truc HO1 déng
nhan dan, Chu tich, cac Pho Chu tich Uy ban nhan dan quéan giao cho don vi, cd nhan
soan thao hodac chu tri soan thao.

2. Phong, ban hodc ca nhan duoc giao soan thao hodc chu tri soan thdo c6 trach
nhiém thyc hién cac cong viéc sau:

a) Xac dinh hinh thtc, ndi dung va do mat, do khan (néu cO) cua van ban can
soan thao;

b) Thu thap va xur ly tai licu, thong tin c6 lién quan;

c¢) Soan thao van ban;
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d) Thé hién dung co quan, t6 chirc co quyén kiém tra, giam sat; ca nhén, to chirc
chiu trach nhiém thyc hién va phdi hop thuc hién tai yéu to noi nhan cia van ban.
Pay 1a co s dé Vin phong HDND-UBND quan phat hanh va kiém tra viéc phat hanh
ban chinh van ban.

d) Trong truong hop can thiét, don vi hoac ca nhan chu tri soan thao van ban dé
xuat véi nguoi ky van ban tién hanh viéc tham khao y kién ctia cac don vi, cd nhan co

lién quan; nghién ctru tiép thu y kién dé hoan chinh ban du thao.

3. Truong hop can diéu chinh, bd sung nodi dung ban thao vin ban phai trao ddi
v6i 1anh dao don vi chu tri soan thao van ban; truong hop khong thong nhat noi dung
g6p y, don vi chl tri soan thao phai xin y kién nguoi ky van ban.

4. Thu truong don vi hodc ca nhan dugc giao soan thdo van ban hoac chu tri
soan thdo van ban chiu trach nhiém truéc Thuong truc [i]y ban nhan dan quan vé do
chinh xac cua ndi dung van ban.

Pi¢u 11. Duyét ban thio, kiém tra vin ban trwée khi trinh ky

1. Trudce khi trinh nd1 dung ban thdo cho nguoi ky chinh thitc van ban, Thu
truéng hodc cap phé ciia don vi duge phan cong soan thao ky tat kiém tra ndi dung
vao dong cubi cing cua ndi dung van ban. Ngoai ldnh dao don vi soan thao van ban,
cac to6, bo phan cua don vi khong ky tit vao van ban thudc thdm quyén ky cua
Thuong tryc Uy ban nhan dan quan néu khong duoc phan cong.

2. Lanh dao Van phong HDND-UBND quén chiu trach nhiém ky tat kiém tra vé
thé thuc, k¥ thuét trinh bay va thu tuc ban hanh van ban bén canh thim quyén cia
nguoi ky chinh thire.

3. Trinh duyét ban thao phai kém theo cac tai liéu ¢ lién quan dén noi dung cta
ban thao van ban; trudng hop can thiét Tha truong don vi ¢o t trinh vé tinh can thiét,
tinh pht hop ctia van ban va dé xuat cac giai phap thuc hién néu co.

Piéu 12. Trinh ky vin ban

1. Cac don vi, ca nhan chu tri soan thao van ban, khi trinh ky van ban du thao
van ban phai kém theo cac tai lidu, van ban c6 lién quan va dia mém co chtra noi
dung ctia vin ban dé bo phan vin thu Van phong HDND-UBND quén luu trit ciing
v6i ban gbe cua vin ban néu duge lanh dao ky.

2. Cac phong, ban don vi thudc quan trinh Thuong truc Uy ban nhan dan quan
ky van ban phai théng qua Van phong HDND-UBND quén dé ra soét vé thé thirc, ki
thuat trinh bay va thu tuc ban hanh van ban.
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Piéu 13. Nhan ban, phat hanh viin ban

1. Nhan ban va phat hanh ban chinh vin ban ding thanh phan ghi tai yéu t6 noi
nhan. Cac don vi, b phan c6 lién quan chi dung ban photo dé lam tai liéu tham khao
phuc vu cho cong tac.

2. Viéc phéat hanh van ban phai dugc dang ky vao so van ban di, c6 tong hop
theo ddi hang ngay, hang tuan. P6i voi nhitng vian ban quan trong, phai c6 s6 ky nhan
khi chuyén giao van ban.

Chuong IV
QUAN LY, SUDUNG CON DAU

Piéu 14. Dau Qudc huy cua Uy ban nhan dan quan phai duoc sir dung ding theo
quy dinh ctia phap luat vé quan 1y va sir dung con dau.

Piéu 15. Chanh Vin phong HDND-UBND chiu trach nhiém quén 1y con déu va
T6 truong TO van thu thudc Vin phong HDND-UBND quén cé trach nhiém béao
quan, str dung con dau Qudc huy cua Uy ban nhan dan quéan.

Chuong V
PIEU KHOAN THI HANH

Pi¢u 16. Trach nhiém thi hanh

1. Chanh Van phong HDND-UBND quéan c¢6 trach nhi€ém chi dao thuc hién
nghiém cac quy dinh vé cong tac vin thu tai Van phong HDND-UBND quén; trién
khai, huéng dan cac phong, ban, don vi, ij ban nhan dan phuong thuc hién dang cac
quy dinh trén.

2. Trudng cac phong, ban, don vi truc thudc quin, Chu tich Uy ban nhan dan 11
phudng chiu trach nhiém thi hanh Quy dinh nay. Quy dinh nay duogc xem xét, stra doi,
bd sung hodc thay thé khi co diéu, khoan trai voi quy dinh cta phap ludt hoac khong
phtt hop véi yéu cau thyc té cong tac quan 1y van thu cia Uy ban nhan dan quan./.

™. UY BAN NHAN DAN
CHU TICH

Dang Van Durc



