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QUYET D:JNH 
Ban hanh Quy ch~ ti~p nhin, XU' ly, phat hanh va quan ly 

van ban difn tfr gifra cac co quan trong hf th6ng 
hanh chinh nha mrec tren dja ban huyen Duong Minh Chau 

UY BAN NHAN DAN HUY:E:N 
Can cu Luat T6 clnrc chinh quyen dia phuong ngay 19 thang 6 nam 2015; 

Can cu Lu?t Giao dich di~n tu n.g_ay_J9 thang 11 nam 2005; 
' - ------ 

Can cu LU?t Cong nghe thong tin ngay 29 thang~ nam 2006; 
. ---~--- 

Can cu Ludt An toan !hong tin mang ngay 19 thang 11 narn 2015; 
Can cu Nghi dinh s6 64/2007 /ND-CP ngay 10 thang 4 nam 2007 cua 

Chinh phu irng dung cong nghe thong tin trong heat d(mg cua ca quan nha mrcc; 

Can cu Nghi dinh s6 85/2016/ND-CP ngay 01 thang 7 nam 2016 cua 
Chinh phu vS bao dam an toan h~ thong thong tin theo c!p d9; 

Can cu Nghi dinh s6 130/2018/ND-CP ngay 27 thang 9 nam 2018 cua 
Chinh phu quy dinh chi tiSt thi hanh Lu?t Giao dich di~n tu vs chfr ky s6 va dich 
vu clnrng thuc chtr ky sfJ; 

Can cu Quyet dinh s6 28/2018/QD-TTg ngay 12 thang 7 nam 2018 cua 
Thu nrong Chinh phu vS viec giri, nhan van ban di~n tu giira cac ca quan trong 
h~ thong hanh chinh nha mroc; 

Can cu Thong tu s6 01/2019/TT-BNV ngay 24 thang 01 nam 2019 cua 
B9 N9i vu Quy dinh quy trinh trao d6i, luu trft, xir ly tai lieu di~n tu trong cong 
tac van thu, cac chirc nang ca ban cua H~ thong quan ly tai lieu dien tu trong 
qua trinh XU ly cong viec cua cac ca quan, t6 chirc; 

Can cu Quyet dinh s6 52/2019/QD-UBND ngay 16 thang 12 nam 2019 
cua Uy ban nhan dan tinh Tay Ninh ban hanh Quy ch8 tiep nhan, XU ly, phat 
hanh va quan ly van ban dien tu gitra cac ca quan trong h~ thong hanh chinh nha 
mroc tren dia ban tinh Tay Ninh; 

Xet dS nghi cua Chanh Van phong IIDND va UBND huyen, 



\ 

QUYET DJNH: 

Di~u 1. Ban hanh kem theo Quyet dinh nay Quy chS ti@p nhan, XU ly, phat 
hanh va quan ly van ban di~n tu giira cac ca quan trong h~ th6pg hanh chinh nha 
mroc tren dia ban huyen Duong Minh Chau. 

Di~u 2. Quyet dinh nay co hieu Ive kS tir ngay ky, 
Di~u 3. Chanh Van phong H9i dBng nhan dan va Uy ban nhan dan huyen; 

Thu tnrong cac phong, ban, nganh huyen; Chu tich Uy ban nhan dan cac xa, thi 
tr§.n va cac t6 chirc, ca nhan co lien quan chiu trach nhiem thi hanh Quyet dinh 
nay./. 

N<li nhiin: l . -· - UBND tinh; 
- SaIT&IT; 
- IT. HU, IT. lIDND huyen; .-------- 
- CT, cac PCT UBND huyen; 

- Nhu E>i~u 3; 
- Luu: VT. VP lIDND va UBND huyen, 

---- -----.'_T__;o,~1 .• ,. rt"'\ , - Lann o~o v r V:'! CY.NC; 
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UY BAN NHAN DAN 
HUY¥N DUONG MINH CHAU 

C<)NG HOA :xA H<)I CHU NGHiA VJ¥T NAM 

QUYCHE 
Ti~p nh~n, xir ly, phat hanh va quan ly van ban di~n tir 
gifra cac CO' quan trong h~ tb6ng hanh chinh nha ntrO'C 

tren dja ban huy~n Duong Minh Chau 

(Ban hanh kem theo QuyJt dinh s61~)/Qf)-UBND ngayfcthang OJ ndm 2020 
cua Uy ban nhan dan huyen) 

Chuong I 

NllUNG QUY ll!Nff CHUNG 

lli~u 1. Pham vi di~u chinh 

I. Quy ch@ nay quy dinh viec tiSp nhan, XU ly, phat hanh va quan ly van 
ban di~n tu thong qua H~ thong quan ly van ban va diSu hanh (eGov) giira cac 
ca quan trong h~ thong hanh chinh nha mroc tren dia ban huyen. 

2. Quy ch@ nay khong ap dung d6i voi viec giri, nhan van ban dien tu c6 
rn)i dung thuoc bi m~t nha mroc theo quy dinh cua phap lu~t. 

l>i~u 2.1>6i tuqng ap dung 

I. Quy ch@ nay ap dung d6i voi cac phong, ban, nganh huyen; Uy ban 
nhan dan cac xa, thi trdn. 

2. Cac ca quan, tf> chirc khong thuoc khoan 1 DiSu nay lien quan dSn hoat 
d(>ng gm, nhan van ban voi ca quan, don vi, n@u dap irng ha tfulg 1cy thuat, cong 
nghe dS ap dung, duce thuc hien theo quy dinh tai Quy ch@ nay. 

l>i~u 3. Giai thich tir ngfr 

I. H~ thong quan ly van ban va diSu hanh cua tinh (sau day goi la phan 
mem van phong di~n tu eGov) la ph§n mem tin hoc irng dung thuc hien cac quy 
trinh, cac hinh thirc tiSp nhan, luu tnt, trao df>i, tim kiem, XU ly thong tin, giai 
quyet cong viec trong cac ca quan thuoc h~ thong hanh chinh nha mroc dS nang 
cao chdt hrong va hieu qua cua cong tac di@u hanh cua lanh dao, cac hoat dong 
lien quan d@n giri, nhan van ban di~n tu tren moi tnrong mang. 
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2. T11:1c lien thong van ban la giai phap ky thuat, cong nghe duce xay 
dung dung d@ thuc hien k@t n6i va giri nhan van ban di~n tu giira cac ca quan 
hanh chlnh nha nu6c voi nhau. 

3. Tai khoan dang nhap: Can b9, cong chirc, vien clnrc cua cac ca quan, 
don vi duoc cftp tai khoan (User name) va m?t khau (password) dS c6 quyen truy 
C?P va SU dung cac chirc nang cua ph§.n mem van phong di~n tu eGov. 

Di~u 4. Gia tr] phap ly ciia van ban dien tir 
1. Van ban di~n tu da ky s6 theo quy dinh cua phap luat duce giri, nhan 

qua phan mem van phong di~n tu eGov quy dinh tai Quy chS nay co gia tri phap 
ly nrong duong van ban gifty va thay cho viec giri, nhan van ban gifty. 

2. Van ban di~n tu khong thuoc khoan 1 DiSu nay duce giri, nhan qua 
phftn mem van phong di~n tu eGov co gia tri d@ biet, tham khao, khong thay cho 
viec giri, nhan van ban gifty. 

Di~u 5. Nguyen tic va yeu ciu phat hanh, ti~p nhin van ban di~n tfr 

1. Nguyen t~c phat hanh, tiSp nhan van ban di?n tu: 

a) Viec phat hanh, tiSp nhan van ban di~n tu phai thuc hien theo nguyen 
tic quy dinh tai Di@u 5 cua Luat giao dich dien tu va tuan theo cac quy dinh 
khac cua phap lU?t v@ bao V~ bi ID?t nha nUO'C, an ninh, an toan thong tin va van 
thu, luu trfr; 

b) T§.t ca cac van ban di~n tu thuoc thAm quyen ban hanh va giai quyet 
cua cac ca quan, don vi phai diroc phat hanh, ti@p nhan qua ph!n mem van 
phong di~n tu eGov, tnr tnrong hop quy dinh tai di Sm a khoan 1 Di Su 6 Quy ch@ 
nay va cac tnrong hop ben gui hoac ben nhan chua xay dung phan mem quan ly 
van ban; 

c) Cac ca quan, don vi khong phat hanh van ban gifty khi da gui van ban 
di~n tu diroc ky s6, trir cac tnrong hop quy dinh phai giri kem van ban gifty theo 
quy dinh tai Khoan 2 Di@u 6 Quy chs nay; 

d) Ben nhan co quyen tu ch6i nhan van ban di~n tu nSu van ban dien tu d6 
khong bao dam cac nguyen t~c, yeu c§.u vs giri, nhan va phai chiu trach nhiem 
vs viec tu ch5i do, d6ng thoi ben nh?n phan hf>i cho ben gm duoc biSt thong qua 
phan mem quan ly van ban eGov hoac thong qua True lien thong van ban dS XU 
ly theo quy dinh. 

2. Yeu c§.u giri, nhfin van ban di~n tu: 
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a) Vi~c giri, nhan van ban dien tu dam bao theo yeu cclu tai Bi@u 6 Quyet 
dinh s6 28/2018/QB-TTg; 

b) Khi nhan diroc van ban di~n tu dSn, van thu hen nh~n phai XU ly ngay, 
khong cha van ban gifiy va chuyen XU ly theo quy trinh sau khi nhan, cham nhat 
la trong ngay lam viec tisp theo. 

Di~u 6. Cac loai van ban di~n tir va dftu m8i ti~p nhin, phat hanh van 
ban di~n tir 

1. Cac loai van ban di?n tu 

a) Tfit ca cac van ban dien tu thuoc tham quyen ban hanh va giai quyet cua 
ca quan trong h~ thong hanh chinh nha mroc phai duce ti@p nhan, phat hanh qua 
phan mem van phong di?n tu eGov, trir van ban c6 tinh chftt m~t, trir tnrong hop 
Ben giri hO?C Ben nhan chira dap irng cac yeu cclu vs ha tclng ky thuat, cong 
nghe, an toan thong tin, giai phap k@t n6i, lien thong d@ ti@p nhan, phat hanh van 
ban di~n tu; 

b) Ngoai danh muc cac loai van ban ap dung chft ky s6 tai di@m a khoan 1 
Bi Su nay' tuy theo yeu cclu, cac ca quan, don vi xem xet quy dinh them cac loai 
van ban khac diroc ti@p nhan, phat hanh qua phan mem van phong dien tu ma 
khong giri van ban gifiy trong n9i b9 cua ca quan, don vi minh. 

2. Cac loai van ban di?n tu gui kem van ban gifty 

a) Van ban, h6 so trinh ca quan Bang, HBND va UBND cac cftp theo quy 
dinh tai Quy ch@ lam viec cua ca quan Bang cftp tren, HBND va UBND cac cftp; 
van ban kem tai lieu chuyen nganh, ban d6 ... 

b) Van ban, h6 so yeu cclu nganh Tu phap thb dinh d6i voi cac du thao 
Nghi quyet, Quyet dinh quy pham phap lu~t theo quy dinh cua Luat Ban hanh 
van ban QPPL nam 2015. 

3. Bclu m6i ca quan, don vi tiSp nhan, phat hanh van ban di~n tu 

a) Van phong HBND va UBND huyen tiSp nhan, phat hanh thuoc pham 
vi, thb quyen quan ly cua UBND; Chu tich UBND huyen; 

b) Cac phong, ban, nganh huyen tiSp nhan, phat hanh thuoc pham vi, th§.m 
quyen quan ly cua ca quan, don vi minh; Thu tnrong cac phong, ban, nganh do; 

d) Van phong UBND cac xa, thi trfin tiep nhan, phat hanh thuoc pham vi, 
tham quyen quan ly cua UBND; Chu tich UBND cac xa, thi tran. 
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Chuong II 

QUY TRINH TIEP N~, XU LY, PHA.T HANH v A 
QUAN LY VAN BA.N BI¥N TU 

Bi~u 7. N<}i dung va yeu ciu thong tin ctia van ban difn ti'r 

1. N9i dung thong tin cua van ban di~n tu thuc hien theo Khoan 1 DiSu 1 O 
Quyet dinh s6 28/2018/QD-TTg. 

2. Ph~n mem van phong di~n tu eGov phai thS hien cac thong tin sau day 
cua van ban di~n tu: 

a) Ma dinh danh cua co quan, don vi: thirc hien theo quy dinh tai Quyet 
dinh s6 2133/QD-UBND ngay 27 thang 8 nam 2018 cua Uy ban nhan dan tinh 
Tay Ninh ban hanh danh sach ma dinh danh cac don vi hanh chinh va su nghiep 
tren dia ban tinh Tay Ninh; 

b) Ma dinh danh van ban 

C~u true Ma dinh danh van ban g6m: 

- Ma dinh danh cua ca quan, tf> chirc theo quy dinh cua phap luat; 
- Nam ban hanh van ban, s6 thir tu van ban duce ban hanh trong nam; 

c) SB va ky hieu van ban; 
d) Ngay, thang, nam van ban; 

d) Loai van ban; 

e) Trich ySu rn;,i dung van ban; 

g) H6 so, tai lieu gm kem; 

h) Trang thai XU ly (da dSn, da tiSp nhan, da chuyen XU ly, dang XU ly, da 
hoan thanh, tir ch6i nhan (tra lai), thu h6i, xoa ... ); 

i) Chuc vu, ho ten ngiroi ky; 

k) Mire de) khful (khan/thuong khan/hoa t6c); 

1) Ben giri; 
m) Ben nhan; 

n) Thai gian gm, nhan; 

0) Thai han XU ly; 
p) Lich SU giri, nhan van ban; 
q) Thong tin khac (nSu co). 

Bi~u 8. Ti~p nhin, xi'r ly van ban d~n 
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a) Truce khi ti@p nhan, Ben nhan phai kiem tra tinh d§.y du, toan ven, tinh 
xac thirc cua van ban dien tu va ti@n hanh ti@p nhan tren phan mem van phong 
dien tu eGov. 

Truong hop khong bao dam cac nguyen tic, yeu c§.u quy dinh tai DiSu 5 
Quy chS nay' Ben nhan phai kip thoi phan hf>i thong qua phan mem van phong 
di~n tu eGov dS Ben giri biet, XU ly theo quy dinh; 

b) Ki@m tra chfr ky s6 va thong bao da nhan van ban theo quy dinh tai 
DiSu 5 Thong tu s6 01/2019/TT-BNV ngay 24 thang 01 nam 2019 cua B9 N9i 
vu quy dinh quy trinh trao d6i, hru tru, XU ly tai lieu dien tu trong cong tac van 
thu, cac chirc nang co ban cua H~ thong quan ly tai li~u dien tu trong qua trinh 
XU ly cong viec cua cac co quan, t6 chirc ( sau day goi tit la Thong tu s6 
01/2019/TT-BNV). 

2. Xu ly van ban dSn: 

a) Van ban dSn duce dang ky, s6 h6a theo quy dinh tai Di@u 6, Thong tu 
s6 01/2019/TT-BNV. 

b) Trinh, chuyen giao van ban dSn phan mem di~n tu van phong eGov 
thuc hien theo quy dinh tai DiSu 7 Thong tu s6 01/2019/TT-BNV; 

c) Giai quyet van ban dSn: 

- Quy dinh d6i voi van thu cac co quan, don vi: Su dung phftn mem Van 
phong dien tu eGov d@ tiSp nhan, s6 h6a, khai bao cac thong s6 van ban dSn 
nhan duce tu cac nguon: Van ban gi~y (nhan qua dirong biru dien hoac nhan 
true tiSp ), van ban di~n tu nhap qua true lien thong van ban di~n tu nhan qua h~ 
thong thu di~n tu, van ban nhan duce qua cac nguon khac, 

- Quy dinh d6i voi cac can b9, cong chirc, vien chirc khi XU ly van ban: 
Can b9, cong chirc, vien chirc thuc hien ti@p nh~ van ban tren phftn mSm Van 
phong di~n tu eGov. Trong qua trinh XU ly phai C?P nhat cac thong tin, bao cao 
tiSn de) XU ly van ban va hf> so cong viec do minh thu ly vao phftn mem Van 
phong di~n tu eGov d@ diroc quan ly dfty du trong ca sa du lieu. 

- Quy dinh d6i voi lanh dao ca quan, don vi; lanh dao phong, ban, nganh, 
don vi tnrc thuoc 

+ Lanh dao co quan, don vi va lanh dao cac phong, ban, nganh, don vi 
tnrc thuoc phai thirong xuyen theo doi ph§.n mem Van phong dien tu eGov dS 
nhan biet thong tin vs tiSn d9 XU ly van ban, kip thoi don d6c XU ly, khong dS 
tf>n dong cac van ban dSn. 
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+ Lanh dao ca quan, don vi su dung phan mem Van phong di~n tu eGov 
dS chuyen van ban dSn cac ca nhan hay phong, ban, nganh, don vi tnrc thuoc XU 
ly; cho phep phat hanh van ban di va quyet dinh viec phat hanh hoan toan bfulg 
van . ban dien tu hay k@t hop phat hanh ca van ban di~n tu va van ban gi~y. 
Truong hop phat hien van ban, h6 so XU ly qua han, lanh dao ca quan, don *vi 
phai kip thoi chi dao, don d6c cac b9 phan lien quan XU ly khic phuc, 

+ Lanh dao cac phong, ban, nganh, don vi tnrc thuoc thuong xuyen giao 
vi~c va don df>c nhac nho can b9 thuc hien XU ly van ban dung tiSn d9, c~p nh~t 
h6 so cong viec dung quy dinh trong phan mem Van phong di~n tu eGov. 

+ NSu lanh dao cac phong, ban, nganh, don vi tnrc thuoc tnrc tiSp xir ly 
van ban d@n, soan thao van ban di thi phai thirc hien theo Quy dinh d6i voi cac 
can b9, cong chirc, vien chirc khi xir ly van ban. 

3. Truong hop sau khi tiSp nhan ma c6 thong bao thu h6i van ban dien tu, 
Ben nhan c6 trach nhiem huy bo vap. ban di~n tu duce thu h6i d6 tren phan mem 
van phong dien tu eGov, d6ng thoi thong bao viec da XU ly van ban di~n tu diroc 
thu h6i thong qua ph§.n mem van phong di~n tu eGov dS Ben giri bi@t. 

Di~u 9. Soan thao, ki~m tra n<}i dung, th~ thtrc, ky thu~t trinh bay van 
ban; ban hanh, phat hanh van ban di 

1. Soan thao, kiem tra n9i dung, thS thirc, ky thuat trinh bay van ban 

Van ban di duce soan thao, kiSm tra n9i dung, th@ thirc, ky thuat trinh bay 
theo quy dinh tai DiSu 10 Thong tu sf> 01/2019/TT-BNV. 

2. Ban hanh, phat hanh van ban di: 

a) Ban hanh, phat hanh van ban di thirc hien theo quy dinh tai Di Su 11 
Thong tu s6 01/2019/TT-BNV. 

b) Truong hop van ban di c6 dS nghi van ban phan h6i, phai c~p nh~t d~y 
du thong tin yeu c§.u phan h6i, thoi han xir ly; 

c) Truong hop van ban di dS XU ly hoac phan h6i cho van ban d~n, phai c6 
k@t n6i, lien thong voi nhau; 

d) KiSm tra, theo doi viec chuyen phat van ban di: 

- Van thu ca quan, don vi giri van ban c6 trach nhiem theo doi viec tiSp 
nhan van ban cua ca quan, don vi thuoc df>i tuong nhan. 

- Ngiroi chu tri soan thao van ban di c6 trach nhiem theo doi viec tiSp 
nhan, XU ly van ban do ca quan, don vi minh giri. f)f>i voi cac van ban c6 n9i 
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dung yeu ciu giao nhiem vu, chuyen vien phai c~p nhat thong tin tren h~ thong 
van ban, theo doi, don d6c thuong xuyen; d6ng thoi d@ xu!t, t6ng hop bao cao 
df>i voi cac tnrong hop cham trs (neu co). . 

l>i~u 10. Thiri di~m gfri, nh,n van ban di~n tir 

1. Thai diSm giri m9t van ban dien tu dSn cac co quan, don vi la thoi diem 
van ban di~n tu do duce van thu ben gui phat hanh tren phan mem quan ly van 
ban va co h6i bao van ban gui thanh cong. 

2. Thai diem nhan mot-van-ban oi~n tu t~iooqUalr,d~-OOQ'~ 
la thoi dism van ban di~n tu do nhap vao phan m@m quan ly van ban cua ben 
nhan, neu thoi diSm van ban nhap vao h~ thong ngoai gio hmm chinh thi thoi 
diSm tiSp nhdn van ban di~n tu dSn duoc tinh la thoi diSm b~t diu gio hanh 
chinh ks tiep, 

3. Thai gian giri, nhan van ban di~n tu giira cac phan mem quan ly van 
ban bao dam thong nh!t, d6ng b9 theo mui gio Vi~t Nam (Tieu chuan ISO 8601) 
va d6ng b9 theo True k~Ln6i lien thong cua tinh. . . 

l>i~u 11. L~p vi;a hru trfr hB SO' di~n tir vao IU'u trfr ctia CO' quan, don vi 

Vi~c L~p va hru 'trfr h6 so di~n tu vao luu trtr cua co quan, don vi duce 
thuc hien theo quy dinh tai Chuong IV Thong tu sf> 01/2019ffT-BNV. 

Chuong ill 

TO CHUC TllVC HitN 

l>i~u 12. Trach nhi~m ciia phong, ban, nganh huyen, UBND cac xa, 
thi trio . 

1. Thirong xuyen theo doi kiem tra, giam sat tinh hinh tiSp nhan, XU ly, 
phat hanh va quan ly van ban di~n tu tai dia phirong, don vi ds kip thoi phat hien 
va giai quyet cac v!n d@ virong mac, tbn tai. 

2. Bf> tri nhan sir phu trach cong nghe thong tin, kip thoi phoi hop voi 
nhan su phu trach cong nghe thong tin cua huyen giai quyet cac v!n dS xay ra 
trong qua trinh ti Sp nhan, XU ly, phat hanh va quan ly van ban di~n tu tai dia 
phuong, don vi va dam bao an toan, an ninh thong tin. 

3. Dinh ky bao cao v@ kSt qua irng dung, kh6 khan, virong mac, y kien 
g6p y nang d.p phan mem va cac y kien g6p y cdn hieu chinh d6i voi quy chS 
nay. 
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4. Th\IC hien quan ly va sir dung thiSt bi luu kh6a bi ID?t va chirng thir s6 
chuyen dung cua C(J quan, t6 chirc trong cong tac van thir theo quy dinh tai Di@u 
14 Thong tu 01/2019/TT-BNV. 

f)i~u 13. \f)i~u khoan thi hanh 

1. Cac n9i dung lien quan dSn viec ti Sp nhan, xir ly, phat hanh va quan ly 
van ban di~n tu tren dia ban huyen khong diroc quy dinh tai Quy chs nay thi 
thirc hien theo Quyet dinh s6 28/2018/QD-TTg va Thong tu s6 01/2019/TT- 
RNV -- ~ 

2. Trong qua trinh thirc hien, nSu c6 nhtmg v§.n d@ virong mile phat sinh 
c~n sira d6i, b6 sung, cac CCJ quan, don vi phan anh v@ Van phong IIDND va 
UBND huy~~ dS t6ng hop, b~o cao Uy ban nhan dan huyen xem xet, sira d6i, b6 
sung Quy che cho phu hep.', ~ 

CHUTJCH 
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DANH 

STT 

I 

1 

Ten van ban 

v AN BAN QUY p~ PHAP LU4T 

Quyet dinh 

II v AN BAN II.ANH CHINH 

1 Quyet dinh 

2 Chi thi 

3 Quy chS 

4 Quy dinh 

5 Thong bao 

6 Huang dfin 
7 KS hoach 
8 DS an 
9 Chuongtrinh 

10 Bao cao 

11 Ta trinh (trir cac van ban chuyen nganh dinh kem tai lieu, 
band& ... ) 

12 Cong van 

13 Cong di~n 

14 Gifiy moi 

15 Lich lam viec/Lich cong tac 

16 Phieu chuyen 
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