
CONG HOA xA HOI CHiT NGHiA VIET NAM. . .
DQc I~p - Tl}' do - H~nh phuc

THONGTU
Quy djnh v~ cong tac van tlnr trong Cong an nhfin dan

Thong tu s6 26/2019/TT-BCA ngay 16 thang 8 nam 2019 cua BQ tnrong
BQCong an quy dinh vS cong tac van thir trong Cong an nhan dan, co hieu hrc kS
illngay 30 thang 9 nam 2019, duoc sua d6i, b6 sung boi:

Thong nr s6 35/20211TT-BCA ngay 31 thang 3 nam 2021 cua BQ tnrong
BQ Cong an sua d6i, b6 sung mot s6 dieu cua Thong tu s6 26/2019/TT-BCA
ngay 16 thang 8 nam 2019 cua BQtnrong BQ Cong an quy dinh vS cong tac van
thu trong Cong an nhan dan, co hieu hrc kS til ngay 15 thang 5 nam 2021.

Can cu Nght dinh s6 01120181ND-CP ngay 06 thdng 8 ndm 2018 cua
Chinh phu quy dinh chtrc nang, nhiem v¥, quyen han va co cdu t6 chuc cua B9
Cong an;

Can cu Nghi dinh s6 110120041ND-CP ngay 08 thang 4 ndm 2004 cua
Chinh phu vJ cong tac van thu va Nght tltnh s6 09120101ND-CP ngay 08 thang
02 nam 2010 cila Chinh phu sua tl6i, b6 sung m9t s6 tliJu cua Nght tltnh 86
110120041ND-CP cua Chinh phu vJ cong tac van thu;

Can cu Nght tltnh s6 33120021ND-CP ngay 28 thang 3 nam 2002 cua
Chinh phu quy tltnh chi tiit thi hanh Phap l¢nh Baa v¢ bi m(lt nha nuac;

Can cu Nght tltnh s6 99120161ND-CP ngay 01 thang 7 nam 2016 cua
Chinh phu quy tltnh vJ quan ly va su d¥ng can ddu;

Thea tlJ nght cua Chcinh Vanphong B9 Cong an;

B9 truirng B9 Cong an ban hanh Thong tu quy tltnh vJ cong tac van thu
trang Cong an nhan dan. 1

1 Thong tu s6 35/2021 ITT -BCA ngay 31 thang 3 nam 2021 cua Be>truang Be>Cong an
sua d6i, b6 sung me>ts6 di~u cua Thong tu s6 26/2019/TT-BCA ngay 16 thang 8 nam 2019
cua Be>truang Be>Cong an quy dinh v~ cong tac van thu trong Cong an nhan dan co can Clr
ban hanh nhu sau:

"Can cu Nghi dinh s6 01120181ND-CPngay 06 thang 8 nam 2018 cila Chinhphil quy
ajnh chuc nang, nhi?m v~, quy€n hg,nva ca cdu 16chuc cilaBl) C6ng an;

Can cu Nghi dinh s6 30120201ND-CPngay 05 thang 3 nam 2020 cila Chinh phil v€
cong tac van thu;

Thea d€ nghi cila Chanh Vanphong B(JCong an;
Bl) truimg Bl) C6ng an ban hanh Thong tu sua d6i, b6 sung ml)t s6 di€u cila Thong tu

s6 26120191TT-BCAngay 16 thang 8 nam 2019 cila B(Jtruimg B(JCong an quy dinh v€ cong
tac van thu trang C6ng an nhan dan. "
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Chirong I

QUY DINU CHUNG

Di~u 1. Pham vi di~u chinh•
, Thong tu nay quy djnh vS nguyen t~c cong tac van thu; quan ly van ban

den" van ban di; soan thao, ban hanh van ban; quan ly va sir dung con d~u; quan
ly ve cong tac van thu trong Cong an nhan dan.

Di@u 2. Giai thich til ngil
Trong Thong tu nay, cac til ngu dum day ducc hi~u nhu sau:

1. Cong tdc van thu la hoat dong nham bao dam thong tin, tai lieu phuc vu
lanh dao, chi huy quan ly, di~u hanh cac heat dQng cua don vi bao g6m cac cong
viec: Ti~p nhan, xu ly, chuyen giao, ban hanh van ban, l~p danh muc h6 sa tai
lieu di, d~n va quan ly, sir dung con d~u ella don vi.

2. Ban thao van han la van ban dU'<?,C viet hoac danh may, hinh thanh
trong qua trinh soan thao van ban, chua duoc lanh dao c6 tham quyen
duyet, kyo

3. Ban g6c van ban la ban hoan chinh vS nQi dung, thS thuc va co chfr kY
trvc ti~p Cllanguai co th~m quySn.

4. Ban chinh van ban la ban hoan chinh vS nQi dung va thS thuc, duqc
dong dftu cua ca quan, dan vi ban hanh. Ban chinh van ban co thS co nhiSu ban
duQ'c nhan ban til' ban g6c va dong dftu thea quy dinh, co gia tri phap ly tuang
duang ban g6c.

5. Bcm sao y hem chinh la ban sao d§.y du, chinh xac nQi dung thea ban
chinh va duQ'c nguai co th~m quySn duy~t ky, co gia tri phap ly nhu ban
chinh. Ban sao y ban chinh phai duQ'cthvc hi~n til' ban chinh.

6. Bim trich sao la ban sao mQt phftn nQi dung tiI van ban chinh va duQ'c
trinh bay thea thS thuc quy dinh.

7. Ban sao hw la ban sao d§.ydu, chinh xac nQi dung cua van ban, duQ'c
th\Ic hi~n til' ban sao y bim chinh va trinh bay thea thS thuc quy dinh.

8. Van him din IiI tftt ca cac lo~i van bim, bao g6m: Van ban quy ph~m
phap lu~t, van bim hanh chinh, van ban chuyen nganh (kS ca ban fax, van ban
duQ'cchuySn qua m~ng, van ban m~t) va dan, thu gui dSn BQCong an, Cong an
cac don vi, dia phuang.

9. Van bim tli leivan ban do BQC6ng an, C6ng an cae don vi, dia phuong
phathanh.

10. Thu IcY liinh dgo B<5 la SI quan Cong an nhan dan giup vi~c tn.fCtiSp
d6ng chi BQ truang ho~c Thu truang BQCong an.

11. Can h<5giup vi¢c la SI quan, h~ SI quan Cong an nhan dan duQ'cgiao
nhi~m V\l giup vi~c tf\ICti~p Hinhd~o C6ng an cac don vi, dia phuong.
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12. Dang kY van ban din, dang kY van ban di la cap nhat nhimg thong tin
cua van ban (8B, ngay, thang, trich ySu, dQmat, nguoi ky, ngay ban hanh, don vi
phat hanh van ban, ngay dSn) thea quy dinh vao h~ thong s6 sach hoac phan
mem quan ly van ban.

Di~u 3. Nguyen t~c cong tac van thtr trong Cdng an nhan dan

1. Tuan thu quy dinh vS cong tac van thu cua Dang, Nha mroc va cua BQ
Cong an.

2. Bao dam chinh xac, bi mat, kip thai.

3. T&tca cac van ban di, van ban dSn BQCong an va Cong an don vi, dja
phuong dSu phai lam thu tuc tiep nhan, dang ky, quan ly tai Van thu BQva Van
thu Cong an dan vi, dia phuong.

4. Van ban di, van ban dSn phai duoc tiSp nhan, xu ly, phat hanh, chuyen
giao nhanh chong, kip thai, dung dia chi va an toan tuyet dBi; duoc bao quan
nguyen ven; sir dung, khai thac dung m\1cdich, dung quy dinh.

5. Khong cung e~p, trao d6i thong tin van ban di, van ban dSn vai cac cO'
quan, t6 chuc, ca nhan khong co trach nhi~m trong qua trinh th\l'c hi~n cong tac
van thu.

6. Van ban co nQi dung bi m~t nha nuac duQ'c dang kY, quan ly thea quy
dinh cua phap lu~t vS bao v~ bi m~t cua nha nuac va cua BQ truang BQCong an.

ChO'<YngII
QUAN LY VAN BAN DEN

Di~u 4. Trinh tt}' giai quy~t van ban d~n

T&tea van ban dSn phai dUQ'equan ly thea trinh tlJ sau:

Buae 1: TiSp nh~n van ban ho~e bi chua van ban;

Buac 2: Phan lo~i;

Buae 3: Boc bi;

Buac 4: Dang kY van ban dSn;

Buac 5: DS xu&txu ly;

Buac 6: Trinh Hinh d~o cO'quan, don vi xu ly;

Buac 7: B6 sung y kiSn xu ly eua Hinhd~o cO'quan, dan vi vao phfin mSm
quan ly van ban ho~c s6 dang kY van ban dSn;

Buac 8: ChuySn van ban cho don vi ho~c ca nhan co trach nhi~m giai quySt;
Buae 9: Theo d6i, don dBe vi~e giai quySt van ban.

Di~u 5. Ti~p nh~n, dang ky van ban d~n

1. TiSp nh~n van ban dSn
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a) Can bQ van thir duoc giao nhiem vu ti~p nhan van ban d~n phai kiem

tra s6 bi van ban, noi nhan van ban, dQ m~t (n~u co), dAu niem phong (n~u co),
tinh trang bi. Truong hop chuyen nham dia chi, khong dung ten co quan, don vi
thi tra lai ngay nguoi giao bi, tai lieu. Sau khi kiem tra, ky nhan, ghi ro ho ten,
don vi cong tac, thai gian, t6ng s6 lUQ11g van ban va s6 bi da nhan;

b) Neu phat hien thi~u hoac mAt bi, tinh trang bi khong con nguyen ven
hoac van ban chuyen d~n muon han thai gian ghi tren bl (d8i voi cac bi hoa t6c
hen gic), can bQvan thu ky nhan, ghi ra tinh trang bl d6n~ thai bao C{lO ngay lanh
dao tnrc tiep phu trach bQ phsn van thu, Truong hQ'Pcan thi~t can bQ van thu
phai cung voi ngiroi chuy~n giao bi van bim l~p bien ban S\l' vi~c;

e) BBi v6i van ban d~n duqc chuySn phat qua may fax ho~c qua m~ng,
can bQ van thu phai kiSm tra s6 lUQ11gtrang, tinh tr?ng eua van b~m,truCmg hQ'p
phat hi~n eo sai sot phai thong bao ngay nO'i gui ho~c bao cao lanh d?o tr\Ic
tiSp phl,l trach bQ ph?n van thu xem xet, giai quySt. Van ban duQ'c chuySn qua
may fax, qua m?ng trong truong hqp cfin thiSt phai sao chVP, in ra gifty dS th\Ic
hi~n thu tvc dang ky van ban dSn. Khi bfm chinh d~n thi lam thu tl,lc tiSp nh?n
van ban dSn, lfty s6 cua ban da duQ'c nh~n qua may fax ho~c qua m~mg.Truong
hqp cac van ban duQ'c chuySn phat qua may fax ho~c qua m~ng la van han co
dQm?t, nSu khong dam hflOcac diSu ki~n bao m~t thea quy dinh cua phap lu~t
thi can bQ van thu phai bao cao ngay lanh dC;lOtrl,l'ctiSp ph\! trach hQ ph~n van
thu dS xem xet, giai quySt.

2. Phan lOC;li,hoc hi van han dSn
a) Phan lOC;li,xu ly hi van han
LOC;lihi vao s6 thea d5i nhung khong duQ'c phep boc: D6i v6i cac bi ghi

ten rieng, ghi Thu tru&ng cO'quan, ghi ten cac dan vi chuc nang tr\Ic thuQc, cac
t6 Chll'CDang, Doan cua dan vi, can bQ van thu vao s6 thea d5i (Mdu s6 01 cua
Ph'f!,l'f!,cban hcmh kern thea Thong tu nay) va chuySn tr\Ic tiSp ca nhan ho~c dan
vi ghi tren hi. B6i v6i cac hi co dQm~t "Tuy~t m~t ", can hQ van thu vao s6 thea
d5i va chuySn th~ng Thu tru&ng dan vi·

LOC;libi duQ'cphep boc: Ngoai bi ghi ten cO'quan, dan vi·
Lo~i bi khong vao s6: Sach bao, cac ban tin, thu rieng.
Lo~i bi cftn gift l~i vo bi sau khi hoc: Dan, thu khiSu nC;li,t6 cao, kiSn

nghi, phan anh, dan, thu n~c danh; ngay nh~n cach xa ngay gui; ngay nh~n cach
xa ngay phat hanh van han;

b) B6c bi van ban
Nhfrng bi dong dftu chi rnuc dQkhAn hoc tru6c dS xu ly kip thai
Khong gay hu h~i dSn van ban, khong ho sot van ban trong bi, khong lam

mftt s6, kY hi~u van b~m,dia chi cO'quan gui dSn va dftu huu di~n dong tren hi.
D6i chiSu s6, ky hi~u, dQ rn~t ghi ngoai bi v6i s6, kY hi~u cua van han

trong bi; n~u van ban dSn co kern theo phiSu gui, sau khi ki~m tra thAy dung thi
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can bQvan thir ky xac nhan, dong dau van phieu giri va tra lai ~ai giri van ban;
tnrong hop phat hien co sai sot bao ~ao ngay I,anh dao true tiep phu trach bQ
phan van thu hoac thong bao noi gui de giai quyet.

3. Dong dfiu "DEN", ghi s6 va ngay dSn

Tfit ca cac van han dSn thuoc loai duoc phep hoc hi phai diroc dong dfru
"DEN", dang kY ghi s6 va ngay dSn tai van thu don vi.

Dfiu "DEN" duoc dong ra rang, ngay ngan van khoang gifry trong diroi s6,
ky hieu (voi nhtrng van ban co ten loai), duoi trich ySu noi dung (d6i voi cong
van) hoac duoi ngay, thang, nam ban hanh van ban (Mdu s6 02 cua Phu luc ban
hanh kern thea Thong tu nay).

4. Dang ky van han dSn

a) Tfrt ca van ban dSn cua Cong an cac dan vi, dia phuong dugc dang ky
thea h~ th6ng s6 chung trong h~ th6ng s6 dang ky van ban dSn ho~c phfrn mSm
quan ly van ban dSn tren may tinh. S6 dang ky van ban dSn chia lam 02 lo~i "SO
DANG KY VAN BAN DEN KHONG co DO M~ T" va "SO DANG KY VAN
BAN MAT DEN"(Mdu s6 03 cua Ph¥- i¥-cban hanh kern thea Thong tu nay).
D6i v6i don, thu khiSu n~i, t6 ca~, kiSn nghi, phim anh dugc dang kY, quan ly
b~ng s6 dang ky don thu ho~c phfrn mSm quan ly don thu;

b) TruOng hqp nhfrng hi gui dich dauh ca nhan, nSu la van han lien quan
dSn cong vi~c chung cua ca quan, don vi thi ca nhan nh~n van han co trach
nhi~m chuy~n I~i van thu dan vi d~ th\l'c hi~n cac thu t\lC dang ky van han dSn
thea quy dinh;

c) Dang ky van bim van phfrn mSm quim Iy van han dSn

PhfrnmSm qWln ly van ban dSn phai co dfrydu cac yeu cfruvS truemg thong
tin cua van ban: s6, ngay, thang, nam, trich ySu, dQm~t cua van ban, ngay dSn,
h~n tra Iai, don vi giai quySt, y kiSn chi d~o cua Ianh d~o don vi.

Van han dSn dugc dang kY van ph§.n mSm quan Iy van han dSn dinh Icy
phai dugc trich xuat ra t~p tin van ban co dinh d~ng ".doc" ho~c ".xIs" d~ luu tm.

f)i~u 6. f)~ xu~t xu Iy van ban d~n

1. Van han dSn sau khi hoan thanh thu t\lC tiSp nh~n va dang ky, van thu
dS xuat Hinh d~o tr\l'c tiSp ph\l trach hQph~n van thu d~ trinh Thu truOng don vi
(ho~c cap Pho dugc phan COJ1.g)cho y kiSn giai quySt thea huang:

a) Cac van him chi d~o cua cap tren rna ca quan, dan vi phai th\l'c hi~n;
cac van ban co noi dung, tinh chftt quan trQng, phuc t~p; cac V\!, vi~c, vfin dS
nghiem trQng, nh~y cam dQt xufrt xay ra thi dS xuftt giao cap Pho ph\! trach
lInh vvc, chuyen dS ho~c TruOng don vi nghi~p V\l, chuyen mon trvc thuQc gicii
quySt. NSu noi dung van ban lien quan dSn nhiSu dan vi thvc hi~n thi dS xuftt
giao bo ph~n tham mUll, t6ng hgp ho~c mQt dan vi chu tri ph6i hgp cac don vi
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co lien quan giai quyet theo quy ch~ lam viec cua don vi (MJu sci 04 cua Phu
luc ban l1i11111 kern theo Thong tu nay);

b) 86i veri van ban c~p tren giri d~ thong bao, d~ bi~t thi d~ xuat giao bQ
phan chirc nang theo doi, nghien ciru;

c) D6i veri van ban cua cac don vi cung cAptrao d6i, d~ nghi ph6i hop, dS
nghi tra loi; cac don vi cApduoi hoac cac ca nhan, t6 chirc bao cao, d~ xu~t kien
nghi veri d'!fl vi thi d~ xu~t giao don vi chirc nID1gchit tri, ph8i hQP cac don vi
lien quan de xuAtgiai quyet.

2. D8i veri van ban cua cac dan vi cung cApgiri don vi d~ thea doi, tra loi
thi sau khi hoan thanh thu we tiep nhan va dang ky, van thir dS xu~t lanh dao
phu trach be>phan van thu chuyen thang cac don vi lien quan d~ biet, thea doi.
Ten dan vi nhan van ban diroc ghi tai "Chuy~n" trong 0 ~u "DEN".

3. D5i vericac van ban co d~u chi de>khfu1,thuqng khfu1,hoa t6c, hoa t6c hyn
gia, van thu phai xu ly ngay thea quy trinh va chuy~n Hinhd~o co thftm quySn d~
chi d~o th\l'c hi~n.

Do'" 7 Ch A 0 'wi b? AAleu. uyen glao van an uen
1. Sau khi co y kiSn chi d~o cua Hinhd~o don vi, van thu C?Pnh?t y kiSn

chi d~o cua lanh d~o van phftn mSm quan ly van ban ho?c s6 dang ky van b~mdSn
r6i chuy~n van ban dSn dan vi ho?c ca nhan co trach nhi~m giai quySt bao dam
kip thai, dung dia chi, an toc:m,bao m?t.

2. D6i v6i cac van ban dS nghi thlJc hi~n g~p, van thu chuy~n fax, chuy~n
qua m~mgmay tinh (khi dam bao cac yeu cftu vS bao v~ bi m?t nha nu6c), gui
di~n, gui hoa t6c hyll gia, thong bao ho?c trao d6i v6i cac dan vi lien quan d~
chuy~n, nh?n kip thai, bao dam thai gian, dung quy dinh.

3. D6i v6i cac van ban co nhiSu dan vi cling ph6i hQ'PthlJc hi~n, van thu
ehuySn ban ehinh d8n don vi eM trl; d6ng thai sao gui cae don vi lien quan dS
phBi hqp th\l'c hi~n.

Di~u 8. Giai quy~t va theo doi, don dAc vi~c giai quy~t van ban d~n

1. Can clI nQi dung van ban dSn, Thu truemg Cong an cac dan vi, dia
phuong ho~e nguai co traeh nhi~m giao don vi, ea nhan gilii quy8t kip thai van
ban dSn. Don vi, ca llhan co trach nhi~m nghien clfU, giai quySt van ban dSn bao
dam thai h~n thea quy dinh cua phap lu?t ho?c quy chS him vi~c cua dan vi·

2. Can bQ lam cong tac van thu co trach nhi~m t6ng hqp s6 li~u van ban
dSn, van ban dSn da duqc giai quySt, da dSn h;~mnhung chua duQ'cgiai quySt dS
bao cao lanh d~o tl1!c tiSp ph\! trach bQ ph?ll van thu thea doi, don d6c va bao
cao lanh d~o dan vi; d6ng thai thong bao cac dan vi lien quan th\l'c hi~n (MJu sci
05 cua Ph¥ l¥c ban himh kern thea Thong tu nay).

3. DBi v6i van ban dSn co d~u "TAl LIBu THU HOI" van thu co trach
nhi~m theo d5i, thu h8i tni l~i nai gui theo dung h~n quy dinh.
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Chuong III

SO~N THAo, BAN HANH VAN BAN

J)i~u 9. Th~ thirc, ky thu~t trinh bay van ban hanh chinlr'
1. Th8 thirc, ky thuat trinh bay van ban hanh chinh tlnrc hien thea quy dinh

tai cac diSu 8 va 9 Nghi dinh sB 30/2020/NI)-CP ngay 05 thang 3 nam 2020 cua
Chinh phu vS cong tac van thu. DBi voi m~u Quyet dinh thirc hien thea cac mau
sB 01 va 02 cua Phu luc II ban hanh kern thea Thong tu nay.

2. Th8 thirc, k51thuat trinh bay van ban trao d6i voi cac co quan, t6 chirc,
ca nhan mroc ngoai thuc hien thea thong l~ quoc t~.

J)i~u 1o. Soan thao van ban
1. Soan thao van ban quy pham phap lu~t thuc hien thea quy dinh cua

Luat ban hanh van ban quy pham phap lu~t nam 2015 va cac van ban quy dinh
chi tiet thi hanh,

2. Viec soan thao van ban hanh chinh thuc hien thea quy dinh cua Chinh
phu vS cong tac van thu, cac van ban quy dinh chi tiSt, huang dan thi hanh va cac
quy dinh sau day:

a) Thu truOng Cong an dan vi, dia phuang va can bQ, chiSn Sl duQ'c giao
chu tri so~n thao van ban phai chiu trach nhi~m truac phap lu~t va c~p tren tr\}'c
ti~p vS vi~c so~n thao van ban hanh chinh trong Cong an dan vi, dia phuang;

b) Can ell' tinh ch~t, nQi dung van ban c~n so~n thao, Thu truOng C6ng an
dan vi, dia phuang giao dan vi ho~c ca nhan chu tri so~n thao. Dan vi, ca nhan
duQ'cgiao co trach nhi~rn xac dinh hinh thuc, nQi dung, thu th~p xu ly thong tin
co lien quan; trong trucmg hqp cfin thi~t, dS xu~t vai Thu truOng dan vi tham
khao y ki~n cua ca quan, t6 chuc ho~c dan vi, ca nhan co lien quan; nghien CUu
ti~p thu y kiSn d8 hoan chinh d\}'thao. Khi trinh duy~t ban thao van ban phai
kern thea y kiSn tham gia va tai li~u co lien quan;

c) Cong an dan vi, dia phuang nh~n duQ'c dS nghi phBi hqp nghien CUu
xay d\l'llg van ban ho~c tham gia y kiSn cac v~n dS thuQc llnh VlJCminh quan ly
phai co trach nhi~rn t6 chuc nghien cUu, tra lai dan vi dS nghi. Truang hqp v~n
dS ho~c linh V\ICduQ'c dS nghi phBi hqp, tham gia y kiSn khong thuQc ph~m vi
dan vi, dia phuang quan ly thea d5i phai co van ban bao cao giai trinh len c~p
tren tr\}'ctiSp va tra lai dan vi chu tri xay d\Ing van ban biSt;

d) Dan vi chu tri so~n thao van ban co trach nhi~m dS xu~t lanh d~o ky
van ban vS dQm?t, dQkhAn, nai nh~n, sB IUQ'ngban phat hanh.

J)i~u 11. Duy~t ban thao, sua chua, b8 sung ban thao dii duy~t

1. Ban thao van ban phai do nguai co thAm quySn ky van ban duy~t.

2 f)i~u nay dugc sua d6i, b6 sung thee quy dinh t?i khoan 1 Di~ 1 eua Thong tu s6
35/20211TT-BCA ngay 31 thang 3 nam 2021 eua Be>truemg Be>Cong an sua d6i, b6 sung me>t
s6 di~u eua T~ong tu s6 26/2019/TT-BCA ngay 16 thang 8 nam 2019 eu~ Be>truemg Be>Cong
an quy dinh ve eong tae van thu trong Cong an nhan dan, co hi~u l\!,eke til ngay 15 thang 5
nam 2021.
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2. Truong hop can sua .chua, b6 sung ban thao van ban da duoc duyet don vi,

ca nhan soan thao sua chua, bo sung va trinh ngiroi dd duyet xem xet, quyet dinh,
Di~u 12. Trach nhiem ki~m tra, ky nhay/t~t truce khi trinh ky ban hanh

van ban
1. Trach nhiem ki~m tra, kY nhay/t~t truce khi trinh ky ban hanh van ban

a) Thu tnrong Cong an dan vi, dia phirong chu tri soan thao van ban
quy pham phap 1u~t phai kiem tra va chiu trach nhiem vS dQ chinh xac noi
dun~ van ban va ky nhay/tAt vao cac van ban truce khi trinh lanh dao co tham
quyen ky ban hanh, D6i voi nhtrng van ban hanh chinh, Thu tnrong Cong an
cac dan vi, dia phuong co thS giao cap pho phu trach chuyen dS d6 kiem tra,
ky nhay /t~t;

b) Chanh Van phong giup B<)truOng, Truong don vi tham muu giup Thu
truong Cong an don vi, dia phuong ki@mtra, chiu tnich nhi~m vS hinh thuc, thS
thuc, ky thu?t trinh bay van ban.

2. Vi tri, cach ky nhay/t~t tru6c khi trinh ban hanh van ban

Ky vao phia ben phai liSn kS v6i chfr cu6i cling cua dong cu6i cling ph~n
nQi dung van ban sau dfiu ".1.", cO'chfr ky nhay/t~t khong duQ'c 16n han 1,5 l~n
cO'chfr cua nQi dung van ban.

Di~u 13. ThAm quy~n, trach nhi~m, th~ thu:c, ghi cAp b~c ham, chrrc
danh khoa hQc, danh hi~u danh dlf khi ky van ban3

1. Th~m quySn ky cua BQtruang, Thu twang Cong an don vi, dia phuang

a) BQ truong, Thu truong Cong an dan vi, dia phuong co th~m quySn ky
cac van ban cua cO' quan, dan vi, dia phuang minh;

b) BQ truang, Thu twang Cong an dan vi, dia phuong co thS giao cfip pho
ky thay (KT.) cac van ban thuQc lInh VlJCduQ'cph§n c6ng phv trach va mQt s6
van ban thuQc th~m quySn cua BQ truong, Thu truang C6ng an don vi, dia
phuang. Truong hqp cfip pho duQ'c giao phV trach, diSu hanh thlJc hi~n ky nhu
cfip ph6 kY thay cfip truang. Vi dV:

KT. eve TRuONG
PHOeve TRuONG

KT.GIAMDOe
PHOGIAMDOe

c) B<)truong, Thu truang Cong an dan vi, dia phuong co thS uy quy@n
nguoi dung dAu cO' quan, t6 chuc, don vi thuQc cO' cftu t6 chuc cua minh ky thua
uy quySn (TUQ.) mQt s6 van ban thuQc th~m quySn cua BQ truong, Thu truang
C6ng an don vi, dia phuong. Vi~c giao ky thua uy quySn phai duQ'c thlJc hi~n

3 Di~u nay duQ'c sua d6i, b6 sung thee quy dinh t~i khmin 2 Di~u 1 cua Thong tu s6
35/2021/TT-BCA ngay 31 thang 3 nam 2021 cua Be>truemg Be>Cong an sua d6i, b6 sung me>t
s6 di~u cua Thong tu s6 26/2019/TT-BCA ngay 16 thang 8 nam 2019 eua Be>truemg Be>Cong
an quy dinh vS eong tac van thu trong Cong an nhan dan, eo hi~u hIe kS tit ngay 15 thang 5
nam 2021.
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bang van ban, gioi han thai gian va noi dung duoc uy quyen, Nguoi duoc ky
thira uy qUYSnkhong duoc uy qUYSnlai cho nguoi khac ky. Van ban ky thira uy
quyen duoc thuc hien thea thS thirc va dong d§.ucua co quan, t6 chirc uy quyen.
Vi du:

TUQ. BQ TRUONG
CHANH VAN PHONG BQ

TUQ. BQ TRUONG
GIAM DOC CONG AN TiNH A

d) BQ tnrong, Thu tnrong Cong an dan vi, dia phirong co thS giao
nguoi dung dfiu dan vi thuoc co quan, t6 chirc ky thira lenh (TL.) mot s5 Ioai
van ban. Ngiroi ducc ky thira lenh duoc giao lai c§.p pho ky thay. Viec ky
thira lenh phai dtroc quy dinh cu thS trong quy che lam viec hoac quy chS
cong tac van thir cua dan vi. Van ban ky thira lenh duoc thuc hien thea thS
thirc va dong d§.u cua co quan, t6 chirc giao ky thua l~nh. Vi d\l:

TL. BQ TRUONG
CHANH VAN PHONG BQ

TL. CHANH VAN PHONG BQ
KT. TRUONG PHONG
PHO TRUONG PHONG

2. Lanh d~o ky van ban chiu trach nhi~m vS s5 lUQ'ngban ky tf\Ic tiSp, s5
1uQ'ngban phat hanh, dQm~t van ban.

3. Khi ky van bim dung but cO m\le mau xanh; kh6ng dung cac lo~i m\lc
dS phai.

4. Chuc V\l, chuc danh, c§.pb~c ham va hQten nguai ky
a) D5i vai cac dan vi tr\lc tiSp chiSn d§.u, tham muu chi ghi c§.pb~c ham

truac hQten nguai ky;
b) Truang h9'P cac HQi d6ng, Ban, T6 (t6 chuc tu v§.n) duQ'cphep su d\lng

con d§.u cua cO'quan, t6 chuc thi ghi chuc danh cua nguai kY van ban trong t6
chilc tu v§.nva chilc V\l trong cO'quan t6 chilc, c§.pb~c ham cua nguai ky van ban.

Vi d\l 1: Cac t6 chuc tu v§.n cua nha nuac rna lanh d~o BQ C6ng an lam
Truang ban ho~c Pho Truong Ban, Chu tich ho~c Pho Chti tich HQi d6ng ghi
nhu sau:

TM. HQI DONG
CHUTJCH

(chii ey, ddu)

BQ TRUONG BQ CONG AN
D~i tU'o'ng Nguy~n Van A

KT. TRUONG BAN
PHG TRUONG BAN

(chii ey, ddu)

THUTRUONGBQCONGAN
ThU'(~)'ngtU'o'ng Nguy~n Van B
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Vi du 2: Cac t6 chirc tu van cua BQ Cong an do lanh dao BQ Cong an lam

Chu tich Hoi d6ng hoac Truong ban, lanh dao cac don vi tnrc thuoc BQ lam Pho
Chu tich Hoi d6ng hoac Pho Truong ban diroc ghi nhu sau:

TM. HQIDONG
CHU TICH

KT. TRU'ONG BAN
PH6 TRU'ONG BAN

(chii IcY, ddu) (chii IcY, ddu)

THtJ TRUONG BO C6NG AN
ThuQ'ng nrong Nguy~n Van A

eve TRUONG eve DAo T~O
Thi~u nrong Nguy~n Van B

c) Truong hQP cac t6 chirc tu v~n khong diroc phep sir dung con dfiu cua
co quan, t6 chirc thi chi ghi chirc danh cua nguoi ky van ban trong t6 chirc nr
v~n, c~p b~c ham cua ngiroi ky van ban. Vi du:

TM. HQIDONG
CHU TICH

KT. TRUONG BAN
PHO TRUONG BAN

(chii ky) (chii ky)

Thi~u tmmg Nguy~n Van B

d) D6i voi Cong an dan vi sir nghiep giao due, nghien ciru khoa hoc, y tS,
kinh doanh, van hoa, nghe thuat, thS thao co thS ghi chirc danh khoa hoc, danh
hieu danh du truce c~p bac ham va ho ten nguai ky nhung khong duQ'cqua 02
danh hi~u, chuc danh khoa hQc.

Di~u 14. Ban sao van ban

1. Cac hinh thuc b~msao duQ'cquy dinh t?i Thong tu nay g6m: sao y bim

chinh, ban trich sao, ban sao 1\lc.

2. ThS thuc sao y ban chinh, trich sao ho~c sao 1\lc: Ten Cong an dan vi,
dia phuong sao van ban; s6, ky hi~u ban sao; dia danh, ngay, thang, nam sao van
b~m;chuc V\l, hQ ten va chfr ky Cllanguai co thAm quySn; d~u Clla Cong an dan
vi, dia phuang sao van ban; nai nh~n, s6 luqng.

3, Ban sao y ban chinh, ban trich sao va bim sao 1\lc duQ'c thvc hi~n thea
dung quy dinh Cllaphap 1u~tco gia tri phap 1ynhu ban chinh.

4. Ban sao chVPca dfiu va chfr ky cua van ban khong duQ'c thvc hi~n theo
dung thS thuc quy dinh chi co gia tri thong tin, tham khao.
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Chuong IV

QUAN LY VAN BAN DI

Di~u 15. Ki~m tra, dang ky van ban

1. Van thu co trach nhiem kiem tra thS tlnrc, ky thuat trinh bay va tham
quyen ban hanh van ban tnroc khi thirc hien cac thu tuc phat hanh, chi phat hanh
van ban khi da dung vS thS thirc va tham quyen ban hanh; neu phat hien sai sot
van thir tra lai don vi soan thao dS sua chua, hoan chinh.

2. Dang ky van ban di

a) Telt ca van ban di cua Cong an cac don vi, dia phuong diroc ghi s6 thea
he thong s6 chung cua tung loai van ban trong phan mem quan ly van ban di
hoac h~ thong s6 dang ky van ban di do Van thu cong an cac celp quan ly; tnr
tnrong hop phap luat co quy dinh khac (Mdu s6 06 cua Phu luc ban hanh kern
thea Thong tu nay). S6 dang ky van ban di chia lam 02 loai -so DANG KY
VAN BAN DI KHONG CO DO MA-T" va "s6 DANG KY VAN BAN MAT
DI". S6 van ban duQ'cghi bing chu s6 A-r~p, bit dAutu s6 01 vao ngay dAunam
va kSt thuc vao ngay 31 thang 12 hang nam;

b) Ghi ngay, thang, nam ban hanh van ban: Ngay, thang, nam ban hanh
van ban la ngay, thang, nam van ban duQ'cvan thu dang ky s6; cac s6 chi ngay,
thang, nam dung chu s6 A-r~p; d6i vai cac s6 chi ngay nh6 hon 10, cac thang 1
va 2 phai ghi them s6 0 a truac.

Di~u 16. Nhan ban va dong d§u chi dQ khan, dQ m~t
1. Nhan ban

a) S6 luqng van ban duQ'c nhan ban dS phat hanh thea dung s6 IUQ'ngca
quan, t6 chuc, ca nhan ghi t~i nai nh~n van ban da duQ'c nguoi co thAm quySn
duy~t, ky; nSu gui dSn nhiSu nai rna trong van ban khong li~t kS du danh sach
thi dan vi so~n thao phai co ph\l l\lc nai nh~n co xac nh~n cua lanh d~o kY van
ban va kern thea ban g6c van ban dS luu a van thu;

b) Truong hqp nhan ban ph\lc V\l cac cUQchQP, hQi nghi nhiSu hon s6
IUQ'ngthea quy dinh do lanh d~o ca quan, don vi quySt dinh;

c) Vi~c nhan ban van ban m~t phai co y kiSn cua lanh d~o co thAm quySn
va duQ'c thvc hi~n thea quy dinh t~i DiSu 5 Thong tu s6 59/2010/TT-BCA-A81
ngay 14 thang 12 nam 2010 cua BQ truang BQ Cong an vS cong tac bao v~ bi
m~t nha nuac trong Ivc IUQ'ngCong an nhan dan.

2. Dong dc1udQkh~n, dQm~t

a) Mau dc1uva vi tri dong dc1udQ khAn "KHAN", "THlfQNG KHAN",
"HOA TOC", "HOA TOC ~N GIO" thvc hi~n thea quy dinh t~i diSm b Khoan 2
DiSu 15 Thong tu sfJ 01/2011/TT",BNV ngay 19 thang 01 nam 2011 cua BQ
truang BQN<)iV\lhuang dan thS thuc va ky thu~t trinh bay van ban hanh chinh;

b) Mau delu va vi tri dong delu dQ m~t "MAT", "TOI MA-T", "TUY:$T
MA-T", "GIN MA-T", "GIAM XUONG MA-T", "TANG LEN MA-T"; deluph~m
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vi luu hanh "TAl LII;U THU HOI", HCHi NOU'en CO TEN MOl DU'QC BOC
BI" thirc hien thee quy djnh tai f)i~u 16 Thong nr s6 33/20 15fTT-BeA ngay 20
thang 7 nam 2015 cua BQ tnrong B9 C6ng an huang d~n thuc hien mot s6 diSu
cua Nghi dinh s6 33/2002IND-CP ngay 28 thang 3 nam 2002 cua Chinh phu quy
dinh chi ti~t thi hanh Phap l~nh Bao v~ bi m~t nha mroc.

Di~u 17. Thu t\lC phat hanh, theo doi va quan ly vi~c ph at hanh van
ban di

1. Thu t\1C phat hanh van ban
a) Xac dinh cu thS cac co quan, t6 chirc, ca nhan lien quan tai noi nhan

van ban tnroc khi phat hanh; khong gui nhieu ban cho mot d6i nrong; khong gui
cho cac d6i tirong kh6ng thuoc thanh phan tai noi nhan cua van ban;

b) L\Tachon bi gui van ban: Bi phai co kich thuoc phu hQ'Pvoi kieh thu6c
cua van ban; duQ'c lam b~ng IOC;li gi~y dai, b~n, khO th~m nuoc, kh6ng nhin th~u
qua duQ'c;

c) Vi~t bi: Ghi s6, ky hi~u cua van ban phM hanh va ten cua co quan, t6
chuc, ca nhan nh~ van ban;

d) Vao bi va dan bi: Tuy thea s6 luQ'llgva dQ day cua van b~mrna Iva
chQn each g~p van ban d~ van bi; khi g~p van ban e~n ehu y d~ m~t co chfr van
trong, kh6ng lam nhau, nieh van ban; h6 dan phai co dQ k~t dinh cao, kho boc,
dinh dSu; mep bi duQ'c dan kin kh6ng bi nhan; kh6ng d~ h6 dinh van van ban.
D6i v6i tai li~u, V?t mang bi m~t nha nuae thuQc dQ "TlJYBT MAT" duQ'cgui
b~ng hai lap phong bi: Bi trong ghi ra s6, ky hi~u cua tai li~u, ten nguai nh~n,
dong d~u "TUYBT MAT" a ngoai bi; n~u la tai li~u, v~t mang bi m~t nha nuae
gui dieh danh nguai co tdeh nhi~m giai quy~t thi dong dAu "cHi NGUC)l CO
TEN MOl DlfOC BOC BI"; bi ngoai ghi ra s6, ky hi~u cua tai li~u, ten nguai
nh~n, dong d~u "A" a ngoai bi. D6i vai Tai li~u, v~t mang bi m~t nha nuac dQ
"TOl MAT" va "MAT" duQ'cgui b&ngme)t lap phong bi, ben ngoai bi co dong
dAu"B" va "C'",

d) Dong dAudQm~t, dQkh~n len bi phai tuong Ung vai de)m~t, dQkh~n eua
van ban.

2. Chuy~n phat van ban di
a) Cac van ban sau khi thve hi~n d~y du cac thu t\lC dang ky phai phat

hanh ngay trong ngay, ch~m nhAt la ngay lam vi~c ti~ptheo;

b) D6i v6i cac van ban hoa t6c, hoa t6c ht;n gia, kh~n, thuQ'ng kh~n phai
phat hanh ngay sau khi thvc hi~n d~y du cac thu t\lCdang kY van ban;

c) Van ban di phai duQ'cghi van s6 chuy~n giao van ban di va can bQnh~n
van b~mphai kY nh~n van s6;

d) D6i v6i cac van ban chuySn di b~ng may fax, qua m?ng thi sau do chi
phai gui ban chinh thea duang cong van nhfrng van bim co gia tri luu tm ho~c
thea yeu c§.ucua cO'quan chuyen mon cAptren;
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d) Viec phat hanh van ban mat thuc hien theo quy dinh tai Khoan 3 DiSu
7 Thong tu s6 33/2015/TT-BCA ngay 20 thang 7 nam 2015 cua BQ tnrong BQ
C6ng an.

3. Theo doi viec phat hanh van ban di
a) Truong hop str dung phan mem dS dang ky van ban di, van thu co

trach nhiem theo doi viec phat hanh van ban di qua phieu yeu cftu dang ky van
ban di (Mdu s6 07 cua Phu luc ban hanh kern thea Thong tu nay);

b) D6i voi van ban di co dong dfiu "TAl LIBu THU HOI", bQ phan chirc
nang phai theo doi, thu h6i dung thai han; khi thu h6i phai kiem tra, d6i chieu dS
bao dam van ban khong bi thieu hoac thfit lac;

c) Truong hQ'Pvan ban phat hanh bi thfit lac hoac khong co ngiroi nhan
phai bao ngay voi nguoi co th~m quyen dS xu lY.

4. Luu van ban di
a) M6i van ban di phai duoc 1uu hai ban: MQt ban g6c luu tai van thu co

quan, dan vi (nO'idang ky s6, dong dfiu) va phai duQ'cdong dfiu, t6 chilc luu tr11',
khai thac theo quy dinh cua Lu~t Luu tm nam 2011 va Nghi dinh s6 01/2013/ND­
CP ngay 03 thang 01 nam 2013 cua Chinh phu quy dinh chi tiSt thi hanh Lu?t
Luu tr11';mQt ban chinh luu trong h6 sa cong vi~c cua dan vi chu tri so~n thao.
Truang hQ'Pvan ban di duQ'c dich ra tiSng nuac ngoai ho~c tiSng dan tQc thiSu
s6, ngoai ban luu b~ng tiSng vi~t phai luu kern theo ban dich chinh xac nQi dung
bing tiSng nuac ngm\i ho~c tiSng dan t9c thiSu s6;

b) Khong thlJc hi~n vi~c luu ban g6c t~i van thu cO' quan, dan vi khi co y
kiSn b~ng van ban cua nguai ky van ban. Thu truang dan vi chu tri so~n thao
van ban chiu tnich nhi~m vS vi~c quan 1y, bao m?t, khai thac d6i vai lo~i van
ban nay;

c) Van thu co trach nhi~m l?p s6 theo d5i va ph\lc V\lkip thai cac yeu cftu
su d\lng van ban luu t~i van thu theo quy dinh cua BQ Cong an va quy dinh C\l
thS cua tUng dan vi.

ChuO'ng V
QUAN LY vA sir DVNG CON DAu

Di~u 18. Qmin Iy con ddu
1. Chanh Van phong BQ C6ng an chiu trach nhi~m truac BQ truang BQ

C6ng an vS vi~c quan 1y va su d\lng con dfiu cua BQ Cong an. Truang phong
Phong Hanh chinh thuQc Van phong; Truang phong Phong Tham muu C6ng
an cac dan vi tn;rc thuQc BQ C6ng an; Chanh Van phong cac HQc vi~n, Truang
phong Phong Himh chinh - T6ng hQ'Pcac truang Cong an nhan dan; Truang
phong Phong Tham muu C6ng an cac tinh, thanh ph6 tr\fc thuQc Trung uang;
DQi truang DQi T6ng hQ'pC6ng an qu?n, huy~n, thi xa, thanh ph6 trlJc thuQc
tinh (sau day gQi t~t la c6ng an cfip huy~n) chiu trach nhi~m vS quan 1y va su
d\lng con dfiu cua cO'quan dan vi minh.
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2. Can bQvan thu ducc giao tnrc tiSp quan ly va sir dung con dau phai hi
Dang vien Dang Cong san Vi~t Nam, 1a can bQ co phAm chAt dao due t6t, ban
linh chinh tri virng vang va phai dap irng nhirng tieu chuan can bQ van thir
trong Cong an nhan dan duoc quy dinh t?i Khoan 1 Di~u 22 Thong tu nay.

3. Can bQ duoc giao true ti~p quan 1y va su dung con ddu khong duoc
giao con dAu cho nguoi khac khi chua duoc S\f d6ng y bang van ban cua nguoi
co thAm quyen; tnrong hop can bQ duoc giao giCi con dAu vfu1g m~t do nghi
phep, nghi che dQ thi con dAuduoc ban giao cho can bQ khac thea chi dao cua
Thu tnrong co quan, don vi; tnrong hQ'Pth~t cAnthiSt phai dua con ddu ra khoi
tru sa co quan, don vi phai diroc sir d6ng y b~ng van bEmcua Thu truang ca
quan, dan vi; khi khong su d\lng, con dAuphai duQ'cbao quan an to~mtrong tu
s~t nghi~p v~ ca trong va ngoai gia hanh chfnh.

4. Quan ly con dAu ngoai gia hanh chfnh giao trvc ban dan vi; truang
hQ'pkhac do Thu trucmg dan vi quy~t dinh va chiu tnich nhi~m.

5. Vi~c ban giao con dAu trong va ngoai gia hanh chinh phai co s6 giao
nh~n, co chfr ky cua can bQgiao va can bQnh~n.

6. V~ sinh con dAu tranh lam biSn d~ng, hu hong dftu. Khi con dftu bi hu
hong (m~itdAubi mon, net dftu rna, nhoe) can bQ duQ'cgiao tn,rc tiSp quan ly va
su d\lng con dAuphai co trach nhi~m bao cao b&ngvan b~mv6i nguai co thfim
quySn dS l~un thu t\lc cftp d6i con dAum6i thea quy dinh.

7. Truang hQ'p con dftu bi mftt, phai bao cao ngay Thu tru6ng ca quan,
dan vi; d6ng thai trong vong 24 gia, kS tu khi con dAu bi mAt phai thong bao
b&ng van ban cho dan vi dff cAp gifty chung nh~n dang ky mfiu con dAu va ca
quan cong an dia phuang nai xay ra mftt con dAudS l~p bien ban va xu ly thea
quy dinh.

Di~n 19. Su' dt}ng con dAn
1.DAuphai do can bQduQ'cgiao quan ly va su d\lllg con ddu tr\}'ctiSp dong.
2. Chi dan vi tf\rc tiSp chu tri, so~n thao van ban duQ'cdS nghi dong ddu.
3. Chi dong dAucac van ban dung thS thuc, ky thu~t trinh bay, co chfr ky

cua nguo'i co thfim quySn; s6 1uqng ban duQ'c dong ddu thea dung s6 1uqng ca
quan, t6 chuc, ca nhan lien quan ghi t~i nai nh~n cua van ban dff duQ'cnguai co
thfun quy~n duy~t, ky; wOng hqp dn dong dAu s6 IUQ'Ilgban nhi€u han s6
lUQ'ngt~i nai nh~n cua van ban phai co phe duy~t cua lanh d~o dan vi· Ddu dong
phai ngay ng~n, dung chiSu, ro net va trum len 1/3 chu kY vS phia ben trai.

4. Chi dong dAutreo ho~c dAugiap lai khi dffco chu ky nhay cua lanh d~o
dan vi chu tri so~n thilOvan ban len tftt ca cac trang ph\l l\lc kern thea van ban
chinh; ddu treo phai dong len dftu trang va trum len mQt phftn ten ca quan, t6
chuc ho~c ten cua ph\ll\lc kern thea van ban chinh; dAugiap lai phai dong len IS
phai cua cac trang van ban, m6i l~n dong dAugiap lai t6i da khong qua 05 trang.

5. Chi dong dAulen cac van ban kY thira l~nh, thira uy quySn khi co y kiSn
b&ngvan ban cua nguai co thAmquySn ho~c thea quy dinh trong quy chS lam vi~c
cua ca quan, dan vi.
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6. Khong dong d§.u khong chi (dong d§.u vao van ban tnroc khi kY hoac
dong d§.u s~n len gi§.y trang); khong dong d§.u len van ban co chtr ky cua nguoi
khong dung thfim quyen.

7. D6i voi nhfrng van ban da dong dau, phat hanh nlurng phat sinh l6i do
sai s6t trong qua trinh soan thao hoac co SlJdiSu chinh, thay d<3ivS nQi dung cAn
phai dong lai d§.u thi don vi chu tri soan thao van ban phai co cong van bao cao
nguoi co tham quyen duyet, ky van ban. Sau khi duoc SlJ d6ng y bang van ban
cua nguoi co tham quyen, don vi chu tri soan thao van ban phai co trach nhiem
thu h6i lai toan bo cac van ban da dong d§.u truce do giao lai van thir don vi dS
tieu huy thea quy dinh, D§.u chi duoc dong van ban moi khi cac buoc neu tren
da duoc thirc hien dAy duo

ChuongVI
QUAN LY VE CONG TAc VAN THU

TRONG CONG AN NHAN DAN

Di~u 20. Trach nhi~m quan ly, thuc hi~n cong tac van thlf trong Cong an
nhan dan.

1. Chanh Van phong BQ Cong an giup BQ trucmg BQ Cong an th6ng nh§.t
quan ly, chi d~o, huang dfin thlJC hi~n cong tac van thu trong Cong an nhan dan
thea dung quy dinh cua phap lu?t; tham muu, dS xu§.t giai quySt van ban dSn,
van ban di cua BQ Cong an; nghien diu, ung dl)ng khoa hQc, cong ngh~ vao
cong tac van thu trong Cong an nhan dan. T<3chuc t?P hu§.n, b6i duang nghi~p
V\l cong tac van thu cho C6ng an cac don vi, dia phuang va thucmg xuyen kiSm
tra, don d6c vi~c thlJc hi~n. Dinh ky 6 thang, h~ng nam t<3ng hqp tinh hinh vS
cong tac van thu trong Cong an nhan dan, bao cao Hlnh d~o BQ.

BQ truemg BQ Cong an uy quySn Chanh Van phong ky bao cao dinh ky,
bao cao chuyen dS vS cong tac van thu trong C6ng an nhan dan gui BQ NQi V\l
thea quy dinh.

2. Cac Thu truemg Cong an don vi trlJc thuQc BQ Cong an, Giam d6c
Cong an tinh, thanh ph6 trlJc thuQc Trung uong, Giam d6c hQc vi~n, Hi~u
truemg truang Cong an nhan dan chiu trach nhi~m truac BQ truemg BQ Cong an
vS cong tac van thu cua dan vi. Dinh ky 6 thang va h~ng nam, t6ng hqp tinh
hinh vS cong tac van thu cua don vi bao cao lanh d~o BQ Cong an qua Van
phong thea quy dinh.

3. Thu ky lanh d~o BQ, can bQ giup vi~c Thu truemg Cong an dan vi, dia
phuang co trach nhi~m giup lanh d~o BQ Cong an, Thu truang Cong an don vi,
dia phuang tiSp nh?n, xu ly, chuySn giao cac van ban gui dich danh d6ng chi
lanh d~o BQ, Thu truang C6ng an don vi, dia phuong; sau khi lanh d~o BQ Cong
an, Thu truang Cong an dan vi, dia phuang co y kiSn chi d~o chuySn l~i van thu
don vi xu ly thea quy dinh (tru cac van ban lanh d~o BQ Cong an, Thu truang
Cong an cac dan vi, dia phuang giao Thu ky, can bQ giup vi~c trlJc tiSp xu Iy va
qmin ly, luu gift).
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4. Truong phong Phong Hanh chinh thuoc Van phong; Truong phong
Phong Tham rmru cac don vi tnrc thuoc BQ Cong an, C6ng an cac tinh, thanh
ph6 true thuoc Trung uong; DQi tnrong DQi T6ng hop Cong an cftp huyen giup
Thu tnrong don vi t6 chirc thuc hien cong tac van thu cua don vi,

5. Can bQ, chien S1 Cong an nhan dan duoc giao nhiem vu lam cong tac
van thu phai thuc hi~n dung cac quy dinh tai Thong tu nay.

Di~u 21. H~ thAng tA chirc Van thir trong Cong an nhsn dan.
1.0 BQ C6ng an
a) Phong Hanh chinh thuoc Van phong thirc hien chirc nang, nhiem vu

cong tac van thu cua BQCong an va Van phong;
b) Cac don vi true thuoc BQCong an: Phong Tham rmru (hoac Van phong

hoc vien, Phong Hanh chinh - Tfmg hop tnrong Cong an nhan dan) thl,l'Chi~n
cong tac van thu cua don vi, tuy quy rno cua don vi dS b6 tri can bQchuyen trach
cong tac van thu cho phu hqp.

2. Cong an cac tinh, thanh ph6 tr\]'c thuQc Trung uang: Phong Tham muu
thl,l'Chi~n chuc nang, nhi~m V\l ccng tac van thu; b6 tri can bQ chuyen trach thl,IC
hi~n cong tac van thu.

3. Cong an c~p huy~n b6 tri can bQ thuQc DQi T6ng hqp thl,IChi~n chuyen
trach cong tac van thu.

Di~u 22. Tieu chufin can bQvan thU' trong Cong an nhan dan

1. Can bQ, chi~n Sl lam ccng tac van thu trong Cong an nhan dan phai
duQ'c dao t?O nghi~p V\l van thu, nghi~p V\l cong an; co tinh th~n trach nhi~m;
n~m vung, thl,l'chi~n nghiern cac quy dinh vS cong tac van thu, cong tac bao v~
bi m~t nha nuac; co kha nang t6ng hqp, n~m ch~c chuc nang, nhi~m V\l cua cac
don vi trl,l'cthuQc.

2. Khong b6 tri can be>dang bi xu 1yky 1u~tho~c 02 nam liSn khong ho~m
thanh nhi~m v\llam cong tac van thu.

Di~u 23. Bao v~ hi m~t Nha nU'()'ctrong cong tac van thU' Cong an
nhan dan

1. Cong tac van thu trong Cong an nhan dan 1a khau cong tac trQng y~u,
cO'm~t. MQi ho?t dQng trong cong tac van thu phai chAp hanh nghiem cac quy
dinh cua phap 1u~tvS bao v~ bi m~t nha nuac.

2. D8i vai cae van ban mang nQi dung bi m~t nha nuac, tiI khau so?n
thiw, danh may, trinh duy~t, dang ky s6, dong d~u, dong bi, chuySn giao, phat
hanh, lUll tru, tieu huy dSu phai th\Ic hi~n dung chS dQbao m~t thea quy dinh.

3. May tinh dung dang ky van ban dSn, van ban di khong duQ'c kSt n6i
m?ng ho~c cac thiSt bi lUll trfr khong dam b{lOan toan bao m~t thea quy dinh cua
BQ Cong an. D6i vai van ban "TUYBT MAT" chi dang ky s6, khong dang ky
nQi dung van b~m.
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Di~u 24. Trang hi plnrong ti~n

Dan vi thirc hien cong UtCvan thir duoc trang bi cac phuong tien cong
nghe thong tin, may sao chup van ban, may fax, thiet bi van phong va cac
phuong tien thiet y~u khac dS phuc vu cong tac van thu,

Ch uong VII
TO CHUC THVC HI¥N4

Di~u 25. Hi~u l,!c thi hanh

Thong tu nay co hieu hrc thi hanh kS tir ngay 30 thang 9 nam 2019, thay
th~ cac quy dinh vS cong tac van thir tai Thong tir s6 71/2009/TT-BCA-Vl1,
ngay 15 thang 12 nam 2009 cua BQ tnrong BQ Cong an quy dinh vS cong tac
van thtr hanh chinh, h6 sa hru tru van ban quan ly nha mroc trong Cong an nhan
dan va Thong tu s6 52/2013/TT-BCA ngay 05 thang 11 nam 2013 cua BQ
tnrong BQ Cong an quy dinh vS quy trinh ti~p nhan, chuyen giao, xu ly, phat
hanh, quan ly van ban, l~p danh m\lc h6 sa trong l\Ic luqng Cong an nhan dan.
Truong hqp cac van ban quy ph~m phap lu~t duQ'cvi~n d§n trong Thong tu nay
duQ'cthay th~ thi ap d\lng thea van ban quy ph~m phap lu~t thay th~ do.

f)i~u 26. Tnich nhi~m thi hanh

1. Cac Thu tru6ng Cong an dan vi tr\Ic thuQc BQ Cong an, Giam d6c
Cong an tinh, thanh ph6 tr\Ic thuQc Trung uang, Giam d6c hQc vi~n, Hi~u
tru6ng truong Cong an nhan dan chiu trach nhi~m thi hanh Thong tu nay.

2. Van phong BQCong an chiu trach nhi~m huang d~n, thea d5i, kiSm tra,
don d6c Cong an cac dan vi, dia phuang th\IChi~n. Dinh ky h~ng nam ho~c dQt
xufit khi co yeu cfiu, Van phong bao cao k~t qua th\Ic hi~n Thong tu vai lanh d~o
BQ,Van phong Chinh phu va C\lCVan thu - LUll tm Nha nuac BQNQiV\l.

4 Di~u 2 va Di~u 3 cua Thong tu sf>35/2021/TT-BCA ngay 31 thang 3 nam 2021 cua
Be>truemg Be>Cong an sua d6i, b6 sung me>tsf>di~u cua Thong tu sf>26/2019/TT-BCA ngay
16 thang 8 nfun 2019 cua Be>truemg B9 Cong an quy dinh v~ cong tac van thu trong Cong an
nhan dan quy dinh nhu sau:

"Biiu 2. Traclt nlriim tlti Itimlt
1. Chanh Van phong B6 Cong an chiu trach nhi?m hu6ng ddn, kiim tra vi?c thvc hi?n

Thong tu nay.
2. Cac Thil truemg dan vi trvc thu9c B9 C6ng an, Giam d6c Cong an tinh, thimh ph6

tr1!Cthu9c Trung uong, Giam ddc h9C vi?n, Hi?u truemg truemg C6ng an nhan dan chiu trach
nhi?m thi himh Thong tu nay.

3. Trong qua trinh th¥c hi?n cO kho khan, vu6'ng mdc, C6ng an cae aon vi, aja
phuong kip thai bao cao vJ B6 (qua Van phong B9 Cong an) dJ du9'c huang ddn.

Biiu 3. Hiiu l,!,ctlti Itimlt
Thong tu nay co hi?u Ivc thi hanh kJ tit ngay 15 thang 5 nam 2021.1 "
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3. C\lC T6 chirc can be;,phoi hQP Van phong va Cong an cac don vi, dia

phuong b6 tri du bien chS can be;,lam cong tac van thir 6 cong an cac e~p, d6ng
thai nghien ciru, d~ xu~t lanh dao BQ quy dinh cu th~ v~ chS de;" chinh sach d6i
voi can bQ lam cong tac van thu trong Cong an nhan dan.

4. Trong qua trinh thuc hien co k.h6 khan, virong mAc, Cong an cac don
vi, dia phuong kip thai bao cao v~ BQ(qua Van phong) de dUQC huang d~

BOCONGAN

S6: O~ NBHN-BCA

xAc THVC VAN BAN HQP NHAT

Ha N9i, ngay 2Sthcmg f? nam 2021

Nai nhiin:
- Cong Thong tin di~n tir cua BO Cong an;
- Luu: YT, YOl, Y03(P4).



Phu Iuc
cAc BIEU MAu PHUC vu CONG TAc VANTHU

(Kern thea Th6~g tu s6 26 120191TT-BCA
ngay 16 thdng S ndm 2019 cua B(J truong B(JCong an)

M~u sa 01: M~u s6 chuyen giao van ban

M~u sa 02: M~u dftu "DSn,,5

M~u sa 03: M~u s6 dang ky van ban dSn

M~u sa 04: M~u phieu trinh giai quyet van ban dSn

M~u sa 05: M~u s6 thea doi giai quyet van ban dSn

M~u sa 06: M~u s6 dang ky van ban di"

M~u sa 07: M~u phieu yeu cfiu dang ky van ban di

5 Mdu nay duoc thay thS thea quy dinh tai khoan 3 DiSu 1 cua Thong tu s6
35/2021/TT-BCA ngay 31 thang 3 narn 2021 cua B(>tnrong B(>Cong an sua d6i, b6 sung mot
s6 dieu cua Thong tu s6 26/2019/TT-BCA ngay l othang 8 nam 2019 cua B(>tnrong B9 Cong
an quy dinh v€ congtac van thir trong Cong an nhan dan, eo hieu hrc k€ nr ngay 15 thang 5
nam 2021.

6 Mdu nay duoc thay thS theo quy dinh tai khoan 3 DiSu 1 cua Thong tu s6
35/2021/TT-BCA ngay 31 thang 3 nam 2021 eua B9 truemg B9 Cong an sua d6i, b6 sung m9t
s6 diSu eua Thong tu s6 26/2019/TT-BCA ngay 16 thang 8 nam 2019 eua B9 tru6ng B9 Cong
an quy dinh vS eong tae van thu trong Cong an nhan dan, eo hi~u 1ge kS tu ngay 15 thang 5
nam 2021.



"')....
Miu sa 01

ucfu s6 chuyen giao van him kem thea Thong tu s6
2612019fIT-BCA ngiIy 16 thang 8 nam 2019 cua

B(> trutmg B(>Cong an

1. Min bla

Mdu bia s5 chuyen giao van ban duoc trinh bay theo hinh minh hoa dum day:

Nam: .....(2) ....

BQCONGAN

...........(1) ..

s6CHUYEN GlAD VAN BAN

Til' nqay ......den ngay ....{3J...

Ghi chu:

(1). Ten don vi;
(2). Nam mo s6 chuyen giao van ban d~n;
(3). Ngay, thang h~t d~u va k~t thuc viec chuyen giao van ban trong s6.

2. Ph§n nQidung

Ngay chuyen S8 van ban Noi nh~n Ky nh~n Ghi chu
van ban

(1) (2) (3) (4) (5)

Ghi chu:

(1). Ghi ngay, thang chuyen van ban;
(2). D5i voi van han d~n ghi theo s5 duoc ghi tren dAu "D~n" (Truong hop d5i voi cac hi van ban
khong duoc phep hoc hi thi ghi s5, ky hieu van ban ghi tren hi). D5i voi van him di ghi theo s5, ky
hieu cua van him di;
(3). Ghi ten don vi, ca nhan nhan van ban;
(4). Chit ky, ten dAydu cua ngiroi tnrc ti~p nhdn van ban;
(5). Ghi chu them nhfrng diBu e~n thi~t vBvan ban.
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Mau sa 027

MJu ddu "Din" kern thea Thong tu s6
35120211IT-BCA ngay 31 thdng 3 ndm 2021 cua

B9 tnamg B9 Cong an

50mm

.....................(1) .
DEN SB: (2) .

Ngay: (3) .
Chuyen: (4) .
~B va ky hi~u HS: (5) .

Ghi clui:

(1) Ten Cong an don vi, dia phuong (chtr in hoa);
(2) S6 ghi thea tlur tu thea h~ thong s6 chung cua phan mern quan ly van ban dSn hoac s6 dang ky
van ban dSn;
(3) Ngay nhan van ban;
(4) Ten don vi nhan van ban;
(5) S6 va ky hieu h6 sa.

7 M~u nay duoc thay the theo quy dinh tai khoan 3 DiSu 1 cua Thong nr s6
35/2021/TT-BCA ngay 31 thang 3 nam 2021 cua BQtnrong BQCong an sua d6i, b6 sung mot
s6 dieu cua Thong nr s6 26/20 19/TT-BCA ngay 16 thang 8 nam 2019 cua BQtnrong BQCong
an quy dinh vS cong tac van thu trong Cong an nhan dan, co hieu luc k~ tir ngay 15 thang 5
nam 2021.
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Miu s6 03

AJdu sr]dang kY van ban dJn kem theo Thong nr s6
2612019ilT-BCA ngay lti thang 8nam 2019 cua

B(J trutmg B(JCong an

I. sA dAng ky van ban d~n khdng c6 dQ mit

1.Miu bla
Mdu bia s5 dang ky van ban den khong c6 do m~t dircc trlnh bay thea hinh minh

hoa dum day:

Nam: .....(2) ....

SOc6NGAN

...........(1) ..

so DANG KY VAN BAN DEN
KHONG CODQ M~ T

Til' ngay......den ngay....(3) ...

Glli chu:

(1). Ten don vi;
(2). Nam mo s6 dang ky van ban dSn khong co do mat;
(3). Ngay, thang b~t d§u va kSt thuc viec dang ky van ban dSn khong co dQm~t trong s6.

2. Ph§n nQi dung

Ngay SB SB,ky Ngay Noigtii Ten loai va NgU'O'i Y ki~n chi I>o'n vi Ghi
thang d~n hi~u van tMng van ban nQidung ky d~o ciia tlnjc clnid~n ban van ban trich y~u Linh d~o hi~n

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)

Ghi clui:

(l). Ghi ngay nhan van ban;
(2). Ghi s6 theo thir tu, IAnluot;
(3). Ghi theo 56, ky hieu cua van ban;
(4). Ghi theo ngay, thang cua van ban;
(5). Ten co quan, don vi gui van ban;
(6). Ghi ten lo~i va noi dung trich ySu cua van bim;
(7), Ghi ten nguai kY van bim;
(8), Ghi noi dung y kiSn chi d~o cua lanh d~o co'quan don vi lien quan dSnvi~c giai quyStvan ban;
(9), Ten do'n vi thv'c hi~n theo y kiSn chi d~o cua lanh d~o don vi;
(10), Ghi chu them nhfrng di~u dn thi~t v~ van bim d~n.
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M§u sa 03

MJu s6 dang kY van ban din kem thea Thong tu s6
26120191IT-BCA ngay 16thong 8 nam2019

cua B9 truong B9 Cong an

II. S8 dang ky van ban m~t d~n

1.M§u bia

Mfru bia s6 dang Icy van ban m~t d6n duoc trinh bay thea hinh minh hoa dum day:

BO CONG AN

...........(1) .

soDANG KYVAN BAN
M~TDEN

Narn: .....(2) ....

Tir ngay den ngay (3) ...

Glti c/l":
(1). Ten dan vi;
(2). Nam rna s6 dang ky van ban m~t d~n;
(3). Ngay, thang b~t dftu va k~t thuc viec dang ky van ban rn~t d~n trong s6.

2. Ph§n nQi dung

Ngay Sa,ky Ngay Ten lo~i va BQ m~t
y ki~n

Boonvisa Noi gfri NgU'Oi chi dao Ghi

I
thang d~n hi~u van thang van ban nQi dung van

ky I ciia lanh thuc chud~n ban van ban trich y~u ban hi~n
i dao

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11)

Glti chii:

(1). Ghi ngay nhan van ban;
(2). Ghi s6 thea thir nr, Iftn IUQt;
(3). Ghi thea s6, ky hieu cua van ban;
(4). Ghi thea ngay, thing cua van ban;
(5). Ten co quan, don vi giri van ban;
(6). Ghi ten loai va nQi dung trieh ySu cua van ban;
(7). Ghi dQmat cua van ban dSn ("M~t", "T5i mat", "Tuyet mat");
(8). Ohi ten nguo'i ky van ban;
(9). Ohi nQidung y ki~n ehi d~o eua tanh d~o eo' quan doo vi lien quan d~n vi~c giai quy~t van ban;
(10). Ten don vi th\Je hi~n thea y ki~n ehi d~o eua lanh d~o don vi;
(11). Ghi chu them nhU'ng diSu cAnthi~t vS van ban d~n.
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Mlu s6 04

Mdu phiJu trinh giai quyJr win ban tlJn kern theo 1716ngtU's6
26 120191TT-BCA ngay lti thang 8 nam 2019

ella BtJ trutmg B() Cong an

......... ( 1) . CQNG HoA xA HQI CHU NGHtA V1~T NAM
DQc lip - Tv do - H,ob pbuc............ (2) .•..........

86: !PT- .... .......... , ngay ..... thang .... nom .....

PHIEU TRINH GIAI QUVET VAN BAN DEN
........................... (3) .

........ (4) .

y ki~n chi d~o ella tanh d~o don vi:

y ki~n d~ xuAt cua don v]:

Kinh giri: ...... (5) .........

B. Y kien dS xust cua dan vi

A. T6m tfit yeu e~u va n(>idung van ban d~n

THU TRUONG DONVI

(10/)

He va ten

Gil; cllu:

1. Ten co' quan chu quan tnrc tiep;
2. Ten don vi tham rmru, d8 xuat;
3. Ghi ten loai, s6, ky hieu, ngay, thang, nam cua van ban dSn;
4. Ghi ten co' quan ban hanh van ban;
5, Ghi ro chirc danh, ho va ten cua d6ng chi Lanh dao don vi trinh xin y kiSn chi dao.
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Miu sa 05

MJu s6 thea dOigiai quyet vdn ban din kern thea
Thong tus6 26120191TT-BCA ngay 16 thang S nam 2019

cua B(; tnamg B(; Cong an

1.M§u bia

Mfiu bia s6 thee d5i giai quyet van ban dSn duoc trinh bay thee hinh minh hoa
duoi day:

BQCONGAN

........... (1) ..

so THEO DOl GIA.I QUYET
VANBA.NDEN

Nam: ..... (2) ....

Ticngay ...... din ngay ....(3) ...

Gil; chti:

(1). Ten don vi;
(2). Nam mo s6 thea d5i giai quyet van ban d~n;
(3). Ngay, thing b~t dAuva ket thuc viec thea d5i giai quyet van ban d~n trong s6.

2. Ph~n nQi dung

Sa,ky Ngay I Tenlo~va Boonvi ThOi han Ti~n dQ Van ban
sa d~n hi~u van thang van I nQi dung trich thuc giai giai tra Uri Ghi

ban ban' yeu hi~n quy~t quy~t chu

(1) (2) (3) (4) (5) (6) (7) (8) (9)

Gil; cluu

(1). Ghi thea s6 tren d~u d~n;
(2). Ghi s6, ky hieu van ban den;
(3). Ghi ngay, thing cua van ban d~n;
(4). Ghi ten loai va trich y~u nQi dung van ban; n~u van ban khong co trich y~u ghi tom t~t nQi dung van
ban;
(5). Ghi ten dan vi hoac ca nhan duoc giao giai quyet van ban thea y kien chi dao cua lanh d~a ca
quan, dan vi;
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(6). Ghi thai han giai quyet van ban theo quy djnh ella phap lu~t, quy dinh ella don vi, Y ki~n chi dao
cua nguoi c6 thAm quyen hoac theo y ki~n cua don vj chu tri soan thao van ban;
(7). Ghi ti~n do giai quyet van ban d~n cua co quan don vi so voi thai han diroc quy dinh, vi du: dang
thirc hien, dA hoan thanh v.v ... ;
(8). Ghi s6 va ky hi~u cua van ban tra loi van ban d~n d6i voi nhtrng van ban dA hoan thanh.
(9). Ghi chu them nhtmg di~u cAn thi~t v~ VW1 ban d~n.
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- , 8Mao so 06

Mdu s6 dang ky van ban di kern thea Thong tu s6
35120211TT-BCA ngay 31 thang 3 nam 2021 cua B9

truongB9 Cong an

I. Sa dang ky van ban di khong co dQm~t

1.M§u bia

M~u bia s6 dang ky van ban di khong co d(>m~t duoc trinh bay thea hinh
minh hoa duoi day:

BQCONGAN
........... (1) .

soDANG KY VAN BAN DI
KHONG CO D(> M~T

Nam: ..... (2) ....

Ticngay din ngay (3) .
Tics6 din s6 (4) ..

Q " "uyen so: ....

Ghi clue
(1) Ten don vi;

(2) Nam rna s6 dang ky van ban di khong co dQmat;

(3) Ngay, thang b~t dfiu va k~t thuc viec dang ky van ban di khong c6 dQmat.

(4) s6 b~t dfiu va k~t thuc van ban di.

2. Phin nQi dung

SB,ky Ngay NQi NgU'Oi Noi Don vi SB ban Ngay Ky Ghi
hi~uvan thing dung ky nh~n chu tri dong chuy~n nh~n chu

ban van trich van soan d§u
ban y~u ban thao

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)

8 M~u nay duoc thay the theo quy dinh tai khoan 3 BiSu 1 cia Thong nr s6
35/20211TT-BCA ngay 31 thang 3 nam 2021 cua BQtnrong BQ Cong an sua d6i, b6 sung mot
s6 dieu cua Thong tu s6 26/2019/TT-BCA ngay 16 th{mg 8 nam 2019 eua BQtruemg BQCong
an quy dinh vS eong tae van thu trong Cong an nhan dan, co hi~u l\fc k~ tu ngay 15 thang 5
nam 2021.
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Glti chu:
(1) Ghi s6 IAn hrot theo ten loai van ban;

(2) Ghi ngay, thang dAng ky van ball di;
(3) Ghi trich y!u n¢i dung van ban;
(4) Ghi ten ngiroi ky vAn ban;
(5) Ghi ten CO' quan, don vi, ca nhan nh~n vAn ban nhu dircc ghi tei phdn noi giri, noi nh~ cua van ban;
(6) Ghi ten dan vi chu tri soan thao van ban;
(7) Ghi s5 hrong ban dong dAu;
(8) Ngay chuyen vln ban di;
(9) Chit kY cua ngiroi dAng ky van ban di;
(10) Ghi chu them nhitng di~u cAn thi~t v~ van ban di.



1 1
Mdn s6 069

MJu s6 dang leY van ban di kern thea Thong tus6
35120211IT-BCA ngay 31 thang 3 ndm 2021 cua

B6 tnamg B6 Cong an

II. sa dang ky van ban m~t <Ii
1.Miu bla
Mfiu bia s6 dang ky van ban m~t di diroc trinh bay thea hinh minh hoa diroi day:

BQCONGAN
........... (1) .

SODANGKyvAN BAN
M~TDI

Nam: ..... (2) ....

Tit ngay din ngay (3) .
Tit s6 din s6 (4) .

Q A ~uyen so: ....

Ghi chil:
(1) Ten dan vi;
(2) Nam rna s6 dang ky van ban m~t di;
(3) Ngay, thang bAtd~u va kSt thuc viec dang ky van ban mat di;
(4) S6 bAtd~u va kSt thuc van ban mat di.

2. Ph in nQi dung

SB,Icy Ngay NQi DQ Nguiri Noi Don vi SB Ngay Ky Ghi
hi~u thang dung m~t ky nh~n chii tri ban chuy~n nh~n chu

van ban van trich van van soan dong
ban y~u ban baD thao d~u

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11)

9 M~u nay diroc thay thS thea quy dinh tai khoan 3 £)i~u 1 cua Thong tu s6
35/2021/TT-BCA ngay 31 thang 3 nam 2021 cua B9 tnrong B<)Cong an sua d6i, b6 sung mot
s6 dieu cua Thong nr s6 26/20 19/TT -BCA ngay 16 thang 8 nam 2019 cua B<)tnrong B<)Cong
an quy dinh v~ cong tae van thu trong Cong an nhan dan, co hi~u l\fe kS tu ngay 15 thang 5
nam 2021.
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Ghi chu:
(l) Ghi s6 IAn hrot thee ten loai van ban;
(2) Ghi ngay, thang dang ky van ban di;
(3) Ghi trich y~u n¢i dung van ban;
(4) Ghi r~ dQm~t cua van ban d6 ("M~t", "T6i m~t", "Tuyet mat");
(5) Ghi ten nguoi ky van ban;
(6) Ghi ten co quan, dan vi, ca nhan nh~ van ban nhu duoc ghi ~i phdn noi girl, noi nhan
cua van ban;
(7) Ghi ten dan vi chu tri soan thao van ban;
(8) Ghi 56 hrong ban dong ddu;
(9) Ngay chuyen van ban di;
(10) Chfr ky cua ngiroi dang ky van ban di;
(11) Ghi chu them nhfrng di~u dn thiet v~ van ban di.
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Miu sB 07

MJu Phiiu yeu cdu dang kY van him di kem thea Thong tu
s6 26120191TF-BCAngay 16thang 8 ndm 2019

cua B9 truong B9 Cong an

......... (1) . CONG HoA xA HOI CHUNGHiA VIET NAM. . .
DQc l~p - TV do - H~nh phuc

............ (2) .
, h ' V.......... , ngay ..... tang .... nam .....

PHIEU YEU cAu DANG KY VAN BAN DI

Kinh giri: (3) .

D~ nghi cac d6ng chi xu ly tai lieu theo noi dung yen c~u nhu sau:

1. cAp so D DONG DAuD PHAT HANH D DONG DAu BO SUNGD
2. S6 van ban diroc d.p tai Van thu (4) .
3. Trich yeu: (5) .
............ .
4. Dan vi dang ky s6, dong d~u (6) S6 DT: (7) .
5. Lanh dao ky nhay Lanh dao duyet, ky (8) .
6. S6 ban dong d~u: (9) £)9 khan: (10) .

7. DQm~t ella van ban: M~T D TOI M~T D TUY:E:TM~T D
8. Noi giri (Chi khai niu phdt hiinh qua Van thtr):

+N . u?·kha c:A or gin .

..B .

..c .
.(11) .

. (12) .

9. Tfmg s6 ban phat hanh qua Van thu: (l3) .

*Chu y: Van tlur chi cap sa, dong dau vii ptuu hanl: van him theo phiiu yeu cftu.
Nhiing muc khimg ilu(J'c tich trong phiiu, Van thu se t{T hiiu lil DUn vi khimg co
yeu cau vii khimg thlj'c hi?n.

CANBOXULY
(Ky, ghi ro h9 ten)

CAN BO YEU cAu
(kY, ghi ro h9 ten)
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MAu sA 07

Mdu PhiJuyeu cdu dang frY van him dt kem theo Thong tir
s6 2612019flT-BCA ngay lti thang 8 nam 2019 cua

Bo tnrong B(j Cong an

Ghi clI":

(1). Ten co quan chu quan tnrc ti~p;
(2). Ten don vj dang ky van ban di;
(3). Ten don vi vAn tlnr;
(4), S6 vAnban dlIQ'Cvan thir dan vi cAptheo h~ thong s6 van ban di;
(5), Trich y~u noi dung van ban dang ky 56;
(6), Ten dan vi true ti~p dang ky s6;
(7) S6 dien thoai cua dan vi hoac ca nhan true ti~p dang ky s6;
(8), Ten lanh dao ky ban hanh van ban;
(9), T6ng s6 ban dlIQ'Cdong dAu;
(10), DO khAn cua Van ban (KhAn, Thirong KhAn, Hoa t6c, Hoa t6c hen gio);

(11). Ten lanh dao dan vi, ten cac don vi true thuoc, cac don vi thirong xuyen phat hanh van ban
(Can bo yeu du dang ky van ban di danh dAu (X) vao cac 0 tuang (rng vO'i ten dan vi, ca nhan
nh~n van ban);
(12). Ghi ten cac don vi, t6 ch(rc, ca nhan nh~n khac khong dO'Q'cIi~t ke t~i (11) thv'c hi~n phM hanh
qua Van tIm (Can bo yeu cAu dang ky van bim di ghi ten cac do'n vi, t6 ch(l'c, ca nhan nh~n van ban
khong dlIQ'Cli~t ke t~i (11));
(13), Ghi t6ng s6 ban t1wc hi~n phap hilnh qua Van thO',



Phl} Il}c II
MAuQUYET DJNH

(Kem thea Thong tu s6 35120211TT-BCA ngay 31 thang 3 ndm 2021
cua B9 truimg B9 Cong an)

M~u sa 01: M~u Quyet dinh (ca biet) quy dinh tnrc tiep.
M~u sa 02: M~u Quyet dinh quy dinh gian tiep.



Mlu sA 01
Mlu Quyet dinh (ca biit) quy dinh true /idp
kern theo Thong tu s6 3512021fiT·BeA ngay
31 thong 3 110m2021 cua B6 tnrong BO C6ng an

TEN CQ, TC CHU QUAN1

TEN CO QUAN, TO CHirC2

S6: IQD- ..} ....

CONG HOA xA H(H CHU NGHIA VI~T NAM
DQc I,p - TV do- ",nb phuc
4 , h ' x... ..., ngay ...... tang ...... num.....

QUV£TDTNH
V ). ..... 5e VI~C ••••••••••••••••••••••••••••••••••••••••••••••••••

THAM QUYEN BAN HANH6

Can cu. 7.......•....•.....••......•...•.......................... ;

C
.., ,an cu ;

T'h ;J~ hi ~ 8 . 9
1 j eo ae ng I cua tat .

QUYET DINH:

Di~u 1 10 .••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Di~u ..
....................................................................................................................... 1.

QUYEN H~N, eHUC vu eVA xcuor KY
(Chii kf cua nguoi co thdm quyen,

ddu cua co'quan, to chuc)

cfip b~c ham, HQ va ten

Nu; Ilh{lI1:
- Nlur DiSu .... ;

Gil; clue
(1) Ten co quan, t&chirc chu quan;
(2) Ten co quan, t&chirc ban hanh quyet dinh;
(3) Chfr vi~t t~t ten co quan, t&chirc;
(4) Uia danh;
(5) Trich ySu nQi dung quyet dinh
(6) Th~m quyen ban hanh quyet dinh;
(7) Can cir ban hanh quyet dinh;
(8) Thu tnrong co quan, dan vi d~ nghi ban hanh quyet dinh;
(9) Ten loai van ban, s6 ky hieu, ngay ban hanh van ban d~ ngh! ban hanh quySt dinh (Vi dl:/:
Theo d~ nghi cua C1:lCtruimg C¥c Dao tgo tgi Til trinh s6 J89/TTr-X02 ngay 20 thang 2 niim
2021);
(10) NQi dung quySt dinh;
(11) Chfr viSt t~t ten dan vi so~ thao va s6 IUQ11gban luu (n~u c§n);
(12) Ky hi~u nguai so~n thao van ban va s61uQ11gban phcit hanh (nSu dn).
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M§u sB 02
Mdu Quyet dinh quy dinh gian tiip kern theo
Thong tus6 35120211TT-BCA ngay 31 thdng 3

ndm 2021 cua B6 trutmg B6 Cong an

I. M~u Quy~t djnh quy djnh gian ti~p

TEN CQ, TC CHU QUAN1

TEN CO QUAN, TO CHUC2

S6: /QD_ .... 3 ••••

CONG HOA xA HOI cnu NGHiA VI~T NAM
DQc I~p - Tl}'do - H~nh phuc
4 ' h r ""...... , ngay tang name .

QUYETDINH
Ban hanh (Phe duyet) 5••••••••••••••••••••••••••••••

THAM QUYEN BAN HANH6

Can cu: 7
;

C "" ,an cu: ;
Th a~ hi cu 8 . 9eo eng 1 cua tat .

QUYETDINH:

Di~u 1.Ban hanh (PhS duyet) kern thea Quyet dinh nay 5 ••••••••••.••.••

,
Dieu .

......................................................................................................................... /.

QUYEN H~N, entre vu eVA NGUOI KY
(Chit IcY cua nguoi co tham quyen,

ddu cua co quan, t6 chuc)
eip b~c ham, HQ va ten

Nui nlt~n:
- Nhu £)i~u .... ;

Ghi cltu:
(1) Ten co quan, t6 chirc chu quan;
(2) Ten co quan, t6 clnrc ban hanh quyet dinh;
(3) Chir viet t~t ten co quan, t6 chirc;
(4) Dia danh;
(5) Trich ySu noi dung quyet dinh;
(6) Thim quyen ban hanh quyet dinh;
(7) Can cir ban hanh quyet dinh;
(8) Thu tnrong co quan, dan vi dS nghi ban hanh quyet dinh;
(9) Ten l~i van ban, s6 ky hi~u, ngay ban hanh van bim dS nghi ban hanh quy~t dinh (nhu
mftu s6 01);
(10) Chtr vi~t t~t ten dan vi so~n thao va s6 lUQ'llgbim luu (n~u cful);
(11) Ky hi~u nguai so~ thito van ban va s6luQ'llg ban phat hanh (n~u dn)
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II. M~u van ban du'lc ban hanh, phf duy~t kern theo quy~t djnh

CQNG n()A XA HQI cnu NGHiA VIeT NAM
DQcI,p - Tv do - H~lDh phuc

TEN CQ, TC CHU QUAN
TEN CO QUAN, T6 CHirC

TEN LOAI VAN BAN
• 1

(Kern theo Quyii dinh s6....lQD- ....ngay .... thdng....nam ....cua ....2)

3

Di~u 1 .
Di~u .

.................................................................................................................................

Di~u .
............................................................................................................................... 1.

Glli clue
(1) Trich y~u nQi dung van ban;
(2) S6, ky hieu thai gian ban hanh va ten co quan ban hanh cua Quyet dinh;
(3) NQi dung cua van ban kern theo.


