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II. QUINLY VAN BON DON

1. Ti0 p nhin, dang ky van bin din

a)Tilpnhinvanbindin

Khi til p nhO n van bn d00c chuydn ddn t0 mdi ngudn, ngd0ilam van thd cla cl quan, t0 chic
(sau day gii chung la.can bl van thi) holc ngli dd0c giao nhilm v0 tidp nhin van bln din
trong trd0ng hip van b n di0c chuydn din ngoai gil lam vil ¢ hoU ¢ vao ngay nghl, phii kil m
tra sO b0 vO sO 100nNg, tinh trdng bi, n0i nhO n, d0u niém phong (N0 u c6), v.v...; di vlivan bl n
mOt don, phOikiOm tra, d0i chiDu vOinOi gdi trd0c khi nhd n va ky nhi n.

NO u phat hil n thilu hol ¢ mOt bi, tinh trl ng bi khéng con nguyén viin holc van bin dilc
chuyln d'n mul n hd n thOi gian ghi trén bi (dCi vOi bi van b0 n cé dong ddiu "Hol t0c" hin gil),
phiibao cdo ngay cho ngiili di0c giao trach nhidm giup ngl Ui ding dlu cO quan, t0 chlc quln
ly cbng tac van thi (sau day giit0tla nglli di0c giao trach nhil m); trong trd0ng hO p cOn thilt,
phiil0p bién bl n vlinglOidla van bin.

Poivlivan bln din dilc chuyln phat qua may Fax hollc qua ming, can b0 van thD clng phOi
kiom tra v0 sU I00ng van bln, sO I00ng trang c0a mOivan bin, v.v...; tr00ng hlp phat hidn co
sai sét, phii kO p thdi thong bao cho ni gli holc bao cdo nglili di0c giao trach nhil m xem xét,

gili quyOt.

b) Phan lol i si bl, boc bi van bl n din

Sau khi ti p nhO n, cac bi van b0n din dd0c phan lodi sO bl va x0 ly nh0 sau:

- Loli khéng boc bi: bao gilm cac bi van b n gli cho t0 chic Bl ng, cac doan thd trong cU quan,
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t0 chic va cac bi van bl n gii dich danh ngl0i nhin, d00c chuyln ti0p cho ninhOn. BOi vOi
nhO ng bi van bl n gdi dich danh ng00i nhOn, ndu la van bdn lién quan d n céng vil c chung cla
cac cl quan, t0 chOc thi cad nhan nhin van bl n cé trach nhil m chuyl n cho van thl di dang ky.

- Loli do can bl van thd béc bi: bao gim tdt cl cac lodi bi con I0i, trl nhing bi van bl n trén c6
dong diu chl ky hillu cac d0 mit (bi van b0 n mOt);

- D0i vOi bi van bl n mOt, vilc béc bi dilc thic hil n theo quy diinh tdi Théng t0 s
12/2002/TT-BCA(A11) ngay 13 thang 9 nam 2002 clla B0 Céng an hilIng di n thi ¢ hi0 n Ngho
dinh sO 33/2002/ND-CP

ngay 28 thang 3 nam 2002 cla Chinh ph0 quy dl nh chi ti0t thi hanh Php I0nh Bl o vO bi mOt
nha nd0c va quy dinh ¢l thd c0a cl quan, t0 chic.

Khi béc bi van blncn lDuy:

- Nh ng bi cé dong cac diu d0 khn cn ddlc boc trilc di gili quylt kO p thii;

- Khéng gay hi hiidiivOdivan bln trong bi; khdng lam mit sO, ky hilu van bl n, dla ch cl
quan gili vadiu bOu diln; cOn soat I0i bi, tranh d0 s6t van bl n;

- B0i chilu s, ky hillu ghi ngoai bi vii s, ky hilu ca van bl n trong bi; tr00ng hi p phét hiln cé
sai sot, cln théng bao cho ni gli bilt dl gili quylt;

- NOu van ban dll n cé kém theo philu gdi thi phdi dli chilu van bl n trong bi v i phidu gUi; khi
nhOn xong, phii ky xac nhi n, déng diu vao philu gii va gdi tr0 I0i cho n0i gli van bln;

-D0ivOidin, thD khiDu ndi, t0 cao va nhiing van bl n cOn diCc kil m tra, xac minh mOt dilm gi
do hoUc nhng van bl n ma ngay nh n cach qua xa ngay thang cla van bl n thi cOn gil I0i bi va
dinh kém vOivan bl n di lam bl ng chi ng.
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c) bong diu "D0n", ghi sU va ngay din

Van bln dinclacl quan, t0 chic phlidilc dang ky t0p trung t0i van tho, trl nhOng lo0i van
bl n di0c dang ky riéng theo quy dinh cla phap lult va quy dinh ¢l thd cla cl quan, t0 chic
nhO cac hod diin, chOng t0 kO todn v.v...

TOtcO van bl n din thul c di0n dang ky t0i van thd ph0idi0c déng diu "BOn"; ghi sl din va
ngay din (k0 cl gil din trong nhing tri0ng hOp cOn thilt).

Poivlibln FaxthicOnchlp I0itri0c khi dong ddu "BOn"; dlivlivan bln din dilc chuyln
phat qua ming, trong trd0ng hip cn thilt, cé thl in ra va lam th0 t0c déng dilu "BOn".

B0i vii nhd ng van bl n d0n khéng thul ¢ dil n dang ky t0i van thi thi khéng phi déong diu "BOn"
ma di0c chuyln cho dln vD holc ca nhan cé trach nhid m theo ddi, gili quylt.

DOu "BOn" di0c déng rd rang, ngay ngll n vao khollng gilly tring, di0i sO, ky hilu (d0i vOi nhO ng
van bl n c6 ghi tén lodi), di0i trich yOu nli dung (d0i vOi cong van) hol ¢ vao khollng gily tr0 ng
phia d00i ngay, thang, nam ban hanh van bl n.

MO u d0u "BOn" va vil ¢ ghi cac thong tin trén diu "BO0n" d00c thi ¢ hiln theo hiOng din t0i PhO
I0c | - DOu "B0n" kém theo Cong van nay.

d) Dang ky van bl n din

Van bln din dilc dang ky vao sl dang ky van blin holc ¢l si dO lilu van bl n dln trén may vi
tinh.
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- Bang ky van b n din bl ng sl

+ LOp sO dang ky van bl n diin

Tul theo sU I00Nng van bl n din hang:nam, cac cU quan, t0 chic quy dinh ¢l thO vilc I0p cac
lo0i s dang ky cho phu hip..

P0ivlinhOng cl quan, t0 chic tilp nhin dodi 2000 van DJan d0n mOt nam thi cOn I0p it nhOt hai
lo0i sU sau:

- SO dang ky van bln din (dung d0 dang ky tt cO cac loli van bl n, trd van bl n mOt);

- S dang ky van b0n mit din.

NhOng cl quan, t0 chic tilp nhin t0 2000 d0n d00i 5000 van bl n din mit nam, nén I0p cac
lodi sO sau:

-.S0 dang ky van blln din cla cac B, nganh,. c0 quan trung 00ng;

- SO dang ky van blln din cla céc cl quan, t0 chlc khac;

- SO dang ky van b0n mit doin.

PiivlinhOng cl quan, t0 chic tilp nhdn trén 5000 van ban din mOt nam thi cOn I0p cac sl
dang ky chi tilt hon, theo mit s0 nhém ¢l quan giao dich nhit dinh va sU dang ky van bl n
mOt din.
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NhOng cl quan, t0 chic hang nam tidp nhOn nhidu d0n, thO khilu ni, t0 cdo cé thD 10p sO dang
Ky d0n, thO riéng; tri0ng hOp sO 100ng dln, thO khong nhil u thi nén sO d0ng sU dang ky van
bln din d0 dang ky. B0i vii nhlng cU quan, t0 chic hang nang tidp nhin, gidi quydt sO I00ng
din yéu clu dich vl hanh chinh cong hoUc cac yéu cUu, d0 nghl khac cla cl quan, t0 chlc va
cbng dan thi cln I0p thém cac sU dang ky yéu clu dii ch vO theo quy dl nh cla phap lult.

+ DBang ky van blln diin

MOu sO va vilc dang ky van bin din, kI va van blln m0t dn, di0c thi ¢ hiln theo hOOng din
t0i Ph [0c Il - SO dang ky van ban dil n kem theo Cong van nay..

MOu sO va vilc dang ky din, thd di0c thOc hiln theo hOOng din tdi PhO 10c Il - SO dang ky
din, thO kem theo Céng van nay.

- Bang ky van bl n bl ng may vi tmh s ding chiOng trmh qudn ly van bln

+ Yéu clu chung dili vii vilc xay diing cl s di lilu van bln din di0c thOc hi0ntheo BOn
hiOng din vl 0ng ding cong ngh théng tin trong van thi - 10u trd ban hanh kem theo Céng
van s 608/LTNN -TTNC ngay 19 thang 1 1 nam 1999 clla Clic LOu trl Nha nic (nay a Clc
Van thi va LOu trd nha niOc).

+ Vil c dang ky (cOp nhOt) van bOn din vao cl sO dU lifu van bln din diCc thdc hin theo
hiOng din sO dilng chi0ng trinh phdln mOm qudn ly..van bl n cla cl quan, t0 chOc cung clp
ch00ng trinh ph0 n mO m doé.

- Khi dang ky van b n, cn bdo dlm rd rang, chinh xac; khéng vilt bl ng but chi, but mic di;
khoéng villt t0t nhi ng 10, cOm t0 khéng thdng di ng..
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2. Trinh va chuyln giao van bin diin

a) Trinhvanbindin

Sau khi dang ky, van bOn din phii dd0c kO p thoi trinh cho ngd0i ding dlu ¢l quan, t0 chic
holc ngdidblc nglliding ddiu cl quan, t0 chdc giao trach nhid m (sau day gli chung la ngd0i
c6 thO m quyl n) xem xét va cho y kil n phan phii, chd dlo gili quyOt.

NgOOi c6 thi m quydn, can cl vao ni dung cla van bln din; quy chi lam vilc cla cl quan, t0
chOc; chlc nang, nhidm v0 va kO hoUch cdng tac diIc giao cho cac diln vO, ca nhan, cho y kiln
phan phiivan blin, y kiln chlO dlo giliquydt (ndu cd) va thlihin giliquyltvan bln (trong
tr00ng hip cOn thidt). BOivdivan bln din lién quan dln nhidu d0n vO holc nhil u cd nhén thi
cOn xac dinh rd din vO holc c& nhan chl tri, nh0ng din v hol ¢ ca nhan tham gia va thii hin
giliquydtclamiidinvl, canhan (ndu cln).

Y ki n phan phii van bl n dl0 ¢ ghi vao milc ("chuyl n" trong diu "BOn". Y kil n chl dlo gili
quydt (nDu cd) va thdi hOn giliquyltvan blndin (nDu cd6) cOn dilc ghivao philu riéng. MO u
philu gili quydt van bdn dn do cac cl quan, t0 chic quy dinh cO thD (c6 thd tham khD o mOu
"Philu gi0i quydtvan bln din"t0i PhU I0c IV kem theo Cong van nay).

Sau khi c6 y kil n phan phii, y kiln chD dio gili quylt (nDu c6) cla ngdlicd thim quyln, van
bIn din ddlc chuydn trD 10i van thD d0 dang ky bl sung vao si dang ky van bl n din, s dang
ky dOn, thO (trong tri0ng hOp d0n thD d00c vao sO dang ky riéng) hol ¢ vao cac trl 0 ng t00ng
Ong trong cl s di liDu van bdn ddn.

b) Chuyl n giao van bin din

Van blln din di0c chuyln giao cho cac diin vl hollc ca nhan gili quylt can cl vaoy kiln cla
ngl0i cé thO m quydn. Vil ¢ chuyln giao van bin din cin blo dl m nhing yéu clu sau:
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- Nhanh chéng van bl n cin'ddilc chuyln cho din v holc ca nhan c6 trach nhilm gilli quyOt
trong ngay, ch m nhit |la trong ngay lam vil ¢ til p theo;

- Bang dli t00ng: van bl n phli di0c chuyln cho dang nglCi' nhi n;

- Chit chO: khi chuyl n giao van bl n phCi ti0 n hanh kil m tra, dli chilu va ngl0i nhIn van bl n
phii Ky nhi'n; dlivlivan b0n dincé dong diu "ThiOng khOn" va "Hol t0c" (kO ¢0 "HoO tOc"
hOn gil) thi cOn ghi rd thOi gian chuyOn..

Can bl van thd cladin vl holc ngllidilc thD trd0ng din vD giao tradch nhidm, sau khi til p
nhOn van bl n din, phiivao sO dang ky cla din v, trinh thD tri0ng din vO xem xét va choy
kiD n phan phdi, y kil n chl dio giliquydt (ndu cd). Can cl vao y kiln cla thd tri0ng din vO,
van blln din di0c chuyln cho ca nhan trl ¢ til p theo di, gili quylt.

Khi nhin d00c bl n chinh cla bl n Fax hol ¢ van bl n chuyl n qua ming, can bl van thd cing
phlidong diu "BOn", ghi s va ngay diin (s dinvangay dinlasO thD t0 va ngay, thang, nam
dang ky b n Fax, van bl n chuylln qua mi ng) va chuylln cho din v holc cd nhan da nhi'n bn
Fax, van b n chuyl n qua mC ng.

Tul theo sU I00ng van bl n dl n hang nam, cac cl quan, t0 chic quydt dinh vilc I0p sO chuydn
giao van bn din theo hiUng din nhl sau:

- P0ivlinhOng cl quan, t0 chic tilp nhin dddi 2000 van bin ddn mOt nam thi nén sO ding
ngay sl dang ky van b0 n din di.chuyln giao van bl n;

- Nhing c quan, t0 chOc tidp nhO n trén 2000 van bdn ddn mOt nam cOn I0p s chuydn giao van
bin din (mOu sO va cach ghi di0c thi ¢ hilntheo hDOng din t0i Phd 10c V - SO chuyln giao van
bl n ddn kém theo Cbng van nay).

3. Gili quylt va theo doi, don dic vil c gili quydt van bin din
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a)Giliquyitvanbindin

Khi nhin di0c van bl n din, cac diin vO, ca nhén co trach nhiom gili quydt kO p thOi theo thOi
hin do0c phap lult quy dinh hoUc theo quy dilnh cl thD cla cl quan, t0 chlc; dli vlinhOng
van blln din c6 dong cac diu di khin, phii giliquydt khO n trl0ng, khong di0c chim tr0..

Khi trinh ngd0i ding dlu cU quan, t0 chic cho y kil n chd dlo gili quydt, din v, ca nhan cn
dinh kém phifu gili quyltvan bln dincoy kiln dl xultcla din vl, ca nhan (m0u philu tham
khOo Phi I0c IV kém theo Céng van nay).

P0oi viivan bln din cé lién quan din cac din v va ca nhan khac, din vl holc ca nhan chi tri
giliquydtclngdivanbin hollc bln sao van bln dé (kem theo philu gili quylt van bln dlin co
y kiln chl d0o giliquyltclangdlicdthim quyln)dl [0y y kidn cla cac diinvd, ca nhan. Khi
trinh ng00i ding ddu cO quan, t0 chic xem xét, quydt dl nh, dIn vO holc c& nhan chl tri phOi
trinh kém van bl n tham gia y kil n c0a cac din vi, ca nhan cé lién quan.

b) Theo déi, dén dic vilc giliquylitvanbindin

TOtcl van bln diin cé 0n dinh thdihOn giliquydttheo quy dinh cla phap lul't hollc quy dl nh
cla cl quan, t0 chic dlu phdidiCc theo ddi, don dic vO thli hdn giliquyOt.

Trach nhil m theo doic, dén diic vil c gili quyOt van bl n dln:

- Ngi i di0c giao trach nhil m c¢é nhidm vO theo doéi, dén dlc cac din vl, ca nhan gili quyldt
van bl n din theo thli hIn da di0c quy dinh;

- Can cl quy diinh cl thO cla cl quan, t0 chic, can bl van thl ¢é nhilm vO t0ng hOp sO liDu vO
van bn din, bao gim:t0ng s van bln din;van bln dindadilcgiliquylt; vanblindin da
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din hinnhing chia dilc giliquyOtv.v... d0 bao cao cho ngili dilc giao trach nhidm. Tr00ng
hip cl quan, t0 chic chla 0ng dl ng may vi tinh d0 theo dai. Vilc gili quylt van bl n dln thi
can bl van thi cOn l0p s d0 theo ddivilc giliquyldtvan blindin (mOu sl va cach ghisé dilc
thO ¢ hiln theo h0Ong din t0i Pho I0c VI - SO theo doi gilli quylt van bl n d0 n kém theo Cong
van nay);

+D0ivlivanblndinco dong dlu “Tai liou thu hdi”, can bl van tho cé trach nhid m theo déi,
thu hi hoOc gUi tr0 10i nOi gdi theo dung thdi h0 n quy dl nh.
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