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Cang vu Hang hai Kien Giang.

2. PH~M VI Ap Dl)NG
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5.1.2 Di~n giai luu dB
BU'&c 1. Ti~p nhan van ban d~n

- D6i voi van ban gi~y
+ Van thu ca quan kiem tra s6 hrong, tinh trang bi, dau niem phong (neu

co), noi gui; d6i chieu s6, ky hieu ghi ngoai bi voi s6, ky hieu cua van ban trong bi.
Truong hop phat hien co sai sot hoac d~u hieu b~t thirong, Van thu co quan bao
ngay nguoi c6 trach nhi~m giai quy~t va thong bao cho nai gui van ban.

+ T~t ca van ban gi~y d~n (bao g6m ca van ban c6 d~u chi dQ m~t) gui ca
quan, t6 chuc thuQc di~n dang kY t~i Van thu ca quan phai duqc boc bi, d6ng d~u
"DEN". D6i vai van ban gui dich danh ca nhan ho?c t6 chuc doan th~ trong co
quan, t6 chuc thi Van thu ca quan chuy~n cho nai nh~n (khong b6c bi). NhUng bi
van ban gui dich danh ca nhan, n~u 1avan ban lien quan d~n cong vi~c chung cua
co quan, t6 chuc thi ca nhan nh~n van ban c6 trach nhi~m chuy~n l~i cho Van thu
co quan d~ dang kY·

+ M~u d~u "DEN" duqc thlJc hi~n thea quy dinh t~i Ph\l l\lc IV Nghi dinh
301ND-CP.

Buoc 2 Van thu

Buoc 3
Giam

d5c/Pho
Giam d6c

Buoc-l
Ca nhan,
phong va
dai dien

Buac 5
Van thtr,

Phong , dai
dicn
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- D6i voi van ban dien tir

+ Van thu co quan phai kiern tra tinh xac thirc va toan ven cua van ban dien
tu va thuc hien ti~p nhan tren H~ thong.

+ Truong hop van ban dien nr khong dap irng tinh xac thuc va toan ven cua
van ban dien tir hoac gui sai noi nhan thi co quan, t6 chirc nhan van ban phai tra lai
cho co quan, t6 clurc giri van ban tren H~ thong. Truong hop phat hien co sai sot
hoac d~u hieu b~t thuong thi Van thu co quan bao ngay ngiroi co trach nhiern giai
quyet va thong bao cho noi gui van ban.

+ Co quan, to chirc nhan van ban co trach nhiem thong bao ngay trong ngay
cho co quan, t6 chirc gui vS viec da nhan van ban bang chirc nang cua H~ thong.

BlfC1C2. Dang kY, phan loai van ban ,
- Vi~c dang ky van ban den phai bao dam day du, r6 rang, chinh xac cac

thong tin c~n thi~t thea m~u s6 dang kY van ban d~n ho~c theo thong tin d~u van
cua dfr li~u quan ly van ban d~n. Nhiing van ban d~n khong duQ'c dang kY t?i Van
thu co quan thi dan vi, ca nhan khong co trach nhi~m giai quy~t, tru nhiing lo?i
van ban d~n duQ'cdang ky rieng thea quy dinh cua phap lu~t.

- S6 d~n cua van ban duQ'c l~y lien ti~p thea thLrtl)' va trinh tl)' thai gian ti~p
nh~n van ban trong nam, th6ng nh~t gifra van ban gi~y va van ban di~n tU.

- Dang ky van ban: Van bim duQ'cdang kY b&ngs6 ho~c b&ngH~ th6ng.
+ Dang kY van ban d~n b&ng s6: Van thu co quan dang ky van ban vao s6

dang ky van ban d~n. M~u s6 dang ky van ban d~n theo quy dinh t?i Phl,l ll,lc IV
Nghi dinh 30IND-CP.

+ Dang kY van ban d~n b&ngH~ th6ng: Van thu co quan ti~p nh~n van ban
va dang kY vao H~ th6ng. TruOng hqp c~n thi~t, Van thu co quan thl,fc hi~n s6 hoa
van ban d~n theo quy dinh. Van thu co quan c~p nh~t vao H~ th6ng cac truOng
thong tin d~u van cua dfr li~u quan ly van ban d~n theo quy dinh. Van ban d~n
d~Q'c_dang kY vao h~ th6n_gphai duQ'c in ra gi~y,d~y du cac trucmg thong tin thea
so mau dang kY van ban den, ky nh~n va dong so de quan lY.

- Van ban m~t duQ'c dang ky theo quy dinh cua phap lu~t vS bao v~ bi m~t
nha nuac.
BlfC1C3. Chi d~o giai quy~t ,

- Van ban phai duQ'cVan thu co quan trinh trong ngay, ch~m nhat la trong
ngay lam vi~c ti~p theo d~n Giam d6c/Pho Giam d6c chi d?o giai quy~t va chuySn
giao cho don vi ho~c ca nhan duQ'c giao xu lY.Truang hqp da xac dinh r5 dan vi
ho~c ca nhan duQ'c giao xu ly, Van thu co quan chuySn van ban d~n dan vi, ca
nhan xu ly thea quy ch~ cong tac van thu cua co quan, t6 chLrc.Van ban d~n co
d~u chi cac muc dQkhAn phai duQ'c trinh va chuy~n giao ngay sau khi nh~n duQ'c.
Vi~c chuySn giao van ban phai bao dam chinh xac va gifr bi m~t nQi dung van ban.
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- Can cir nQi dung cua van ban den; quy chS lam viec cua co quan; chirc
nang, nhiem vu va kS hoach cong tac duoc giao cho dan vi, ca nhan, Giam d6c/Pho
Giam d6c ghi '1 kiSn chi dao giai quyet. D6i voi van ban lien quan dSn nhieu dan vi
ho~~ ca nhan thi xac dinh ro dan vi hoac ca nhan chu tri, phoi hop va thai han giai
quyet.

- Trinh, chuyen giao van ban giay: Y kiSn chi dao giai quyet duoc ghi vao
ml,lc "Chuyen" trong d~u "DEN". Sau khi co '1 kien chi dao giai quyet cua Giam
d6c/Pho Giam d6c van ban den duoc chuyen lai cho Van thu co quan dS dang ky
b6 sung thong tin, chuyen cho dan vi hoac ca nhan duoc giao giai quyet. Khi
chuyen giao van ban gi~y dSn cho dan vi, ca nhan phai kY nhan van ban.

- Trinh, chuyen giao van ban di~n tir tren H~ thong: Van thu ca quan trinh
van ban di~n tu dSn Giam d6c/Pho Giam d6c chi d<;logiai quySt tren H~ th6ng.

Giarn d6c/Pho Giam d6c ghi '1 kiSn chi d<;logiai quySt van ban dSn tren H~
th6ng va c~p nh~t vao H~ th6ng cac thong tin: Dan vi ho~c nguai nh~n; '1 kiSn chi
d<;lo,tr<;lngthai xu 1'1van ban; thai h<;lngiai quySt; chuySn van ban cho dan vi ho~c
ca nhan duQ'c giao giai quyst. Truang hqp van ban di~n tu gui kern van ban gi~y
thi Van thu ca quan thl,fc hi~n trinh van ban di~n tu tren H~ th6ng va chuySn van
ban ,gi~y dSn dan vi ho~c ca nhan duQ'cGiam d6cIPho Giam d6c giao chu tri giai
quyet.

Blf(YC4. Giai qlly~t, xii' Iy van ban
- Giam d6c/Pho Giarn d6c Cang V\l co trach nhi~m chi d<;logiai quySt kip

thai van ban dSn va giao nguai co trach nhi~rn theo doi, don d6c vi~c giai quySt
van ban dSn.

- Khi nh~n duQ'c van ban dSn, dan vi ho~c ca nhan co trach nhi~rn nghien
Clru, giai quySt van ban dSn thea thai h<;lnquy dinh t<;liquy chS lam vi~c cua ca
quan. NhUng van ban dSn co d~u chi cac muc dQkh~n phai duQ'cgiai quySt ngay.

Blf(YC5. LU'll hB SO'

Van ban dSn duQ'cchuySn cho ca nhan, dan vi nao xu 1'1thi ca nhan, dan vi
co trach nhi~rn l~p h6 sa lUlltrfr thea qui dinh.
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5.2 Quy trinh xii' Iy van ban di

5.2.1 Liru d8
Binrc
cong
vi~c

Tnich
nhiem

Ban dtr thao

Bmrc 1
Ca nhan, cac
phong, dai

dien

Trinh tl! cong vi~c
Bi~u m§u, Tili
Ii~u lien quan

Soan thao van
ban di Ban dtr thao
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Btnrc 2

Burrc 3

Bmrc 4

Ca nhan, cac
phong, dai

dien

Giam d6c/
Giam

d6cIPh6
Giam d6c

Van thu

BtrO'c 5
Van thir

Cac phong
chuyen mon

Kh6ng
dat

"-----l--------------------

Ban chinh
thirc

Ti~pnhan, kiern tra va
Phat hanh van ban
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C L~ lD
5.2.2 Di~n giai hru d8

Burrc 1. Soan thao cong van di
- Can cir tinh chat, noi dung nhiern vu, yeu d.u cua van ban, Lanh dao co

quan giao eho dan vi hoac ca nhan soan thao hoac chu tri soan thao van ban.

- Ban vi hoac ea nhan co traeh nhi~m th\Ie hi~n cae e6ng vi~e sau:

+ Xae dinh hinh thuc, nQi dung va dQ "kh§n" , yeu e~u thai h~n tra lai eua
van ban e~n s0iitnthao;

+ So"mthao van ban;
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+ Trong truong hQ'Pcan thiet, dS xuat voi Lanh dao co quan, dan vi viec
tham khao y kien cua cac Co quan hoac cac dan vi co lien quan; nghien ciru tiep
thu y kien d~ hoan chinh ban thao.

BU'cYc2 Ki~m tra va trinh ky van ban
_Van ban du thao phai th~ hien dung yeu c~u vS noi dung va y kien chi dao

cua Lanh dao co quan.
_ Thu tnrong dan vi (Truong, pho phong chuyen man, Dai dien) kiem tra

ban du thao vS nQi dung, th~ thirc, hinh thirc thea mftu van ban da quy dinh va chiu
trach nhiern vS dQ chinh xac cua n<)idung van ban do vien chirc don vi soan thao,
ky t~t va trinh ky van ban. Truong hQ'Pc~n sua chua, b6 sung van ban ghi y ki@n
vao phan chinh sua va giri vS bQph~n so?ll thao thvc hi~n.

_H6 so trinh ky bao g6m: Van ban g6c phat sinh cong vi~c; Cac y kiSn b&ng
van ban Clla cac dan vi lien quan ho~c cac dan vi ph6i hQ'P;Ban thao co chu ky t~t
cua Thu trucmg don vi (TruOng, pho phong chuyen man, D?i di~n) dUQ'cgiao so?n
thao van ban, d~ trinh Lanh d?o co quan duy~t, kY·

BU'cYc3 Duy~t, ky van ban

a) Thdm quy~n kf;:
_ Giam d6c: Co th~m quySn ky t~t ca van ban do co quan ban hanh thea

chuc nang, nhi~m V\l,quySn h?n clla Cang V\lHang hai Kien Giang
_ Pho Giam d6c: Ky thay Giam d6c (KT.) cac van ban thu<)c cac lInh VI,l'C

duQ'cphan cong phl,1trach, ho~c duQ'cuy quySn.
_ Truong cac phong chuyen man: Ky thua l~nh Giam d6c (TL.) mQt s6 lo?i

van ban.
_ Ky thtra uy quySn: Trong trucmg hQ'Pd~c bi~t, Giam d6c co th~ uy quySn

cho mQt can bQphl,1trach duai minh mQt c~p ky thua uy quySn (TUQ.) mQt s6 van
ban rna minh phai kyo Vi~c giao ky thua uy quySn phai duQ'c quy dinh b&ng van
ban va giai h?n trong m<)tthai gian nh~t dinh. Nguai duQ'c uy quYSn khong duQ'c
uy quySn l?i cho nguai khac kY·

_ Giam d6c, Pho Giam d6c xem xet k)r van ban. Truemg hQ'Pc~n sua chua,
b6 sung van ban ghi y ki@nvan ph~n chinh sua va gui vS bQ ph~n so?n thao thvc
hi~n.

b) s6 lu:png bem kf; tr1!e tiip: Van ban da duQ'cduy~t, ngum co th~m quySn k)r
van ban ky 01 ban.

e) s6 IU(Jngban phat hanh: Nguai so?n thao van ban dS xu~t s6 luqng van
ban phat hanh, nguai ky van ban quySt dinh va duQ'c ghi r5 t?i ph~n noi gui, noi
nh~n cua van ban.
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d) Loai but, muc dung ad leY win ban: But dung d~ ky la but bi, khong dung
but da, but chi. Mire but mau xanh, khong dung mire do hoac cac thir mire dS phai.

BU'O'c4. Ti~p nh~n va ki~m tra va ph it hanh van ban
- S6 va thai gian ban hanh van ban duoc lfty thea thir nr va trinh tu thai gian ban

hanh van ban cua co quan, t6 chirc trong nam (b~t dfiu lien tiep nr s6 01 van ngay 01
thang 01 va k~t thuc van ngay 31 thang 12 hang nam), s6 va ky hieu van ban cua co quan,
t6 chirc la duy nhat trong mot nam, thong nhftt gitra van ban giay va van ban dien ill.

+ Viec cftp s6 van ban quy pham phap luat: M6i loai van ban quy pham phap lu~t
ducc cftp h~ thong s6 rieng.

+ Viec cftp s6 van ban chuyen ngimh do nguai dung dfiu cO'quan quan ly nganh,
lInh Vl,IC quy dinh.

+ Vi~c cftp s6 van ban hanh chinh do nguai dung dfiu cO'quem, t6 ehuc quy dinh.

- D6i vai van ban gifty, vi~c cftp s6, thai gian ban himh dugc th\Xchi~n sau khi c6
chu ky clla Giam d6c/Ph6 Giam d6c, ch~m nhftt la trong ngay lam vi~c ti~p theo. Van ban
m~t dugc cftp h~ th6ng s6 rieng.

- D6i vai van ban di~n tu, vi~c cftp s6, thai gian ban hanh dugc thl,Ic hi~n b~ng
chuc nang clla H~ th6ng.

- Vi~c dang ky van ban bao dam dfiy dll, chinh xac cae thong tin cfin thi~t clla van
ban di.

- Dang ky van ban: van ban dugc dang kY b~ng s6 ho~c b~ng H~ th6ng.

+ Dang ky van ban b~ng s6: Van thu cO'quan dang ky van ban van s6 dang ky van
ban di. M~u s6 dang ky van ban di thea quy dinh t~i Phl,lll,lc IV Nghi dinh nay.

+ Dang ky van ban b~ng H~ th6ng: Van ban dugc dang ky bing H~ th6ng phai
dugc in ra gifty dfiy dll cac truang thong tin thea m~u s6 dang ky van ban di, d6ng s6 d~
quan lY.

_ Van ban m~t dugc dang ky thea quy dinh clla phap lu~t v6 bao v~ bi m~t nha
nuac.

_ Nhan ban, d6ng dftu clla cO'quan, t6 chuc va dftu chi dO m~t, muc dO khftn d6i
vai van bfm gifty

+ Van ban di dugc nhfm bim thea dung s6 lugng dugc xac dinh a phfin nO'inh~n
clla van bim.

+ Vi~c d6ng dftu cO'quan, t6 chuc va dftu chi d<)m~t, muc dOkhftn, dugc thl,Ichi~n
theo quy dinh t~i Phl,lll,lc I Nghi dinh nay.

- Ky s6 clla cO'quan, t6 chuc d6i vai van bim di~n tu
_Van bfm di phai hoan thimh thll tl,lCt~i Van thu cO'quan va phat hanh trong ngay

van ban d6 dugc ky, ch~m nhftt la trong ngay lam vi~c ti~p theo. Van ban khftn phai dugc
phlit hanh va gui ngay sau khi ky van ban.
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_Viec phat hanh van ban mat di phai bao dam bi mat noi dung cua van ban thea
quy dinh cua phap luat v~ bao v~ bl m~t nha mroc, dung s6 luong, thai gian va noi nhan,

_ Van ban da phat hanh nhung c6 sai s6t v~ noi dung phai diroc sua d6i, thay th€
bang van ban c6 hinh thirc nrong duong. Van ban dll phat hanh nhung c6 sai s6t v~ the
thirc, kg thuat trinh bay, thu tuc ban hanh phai diroc dinh chinh bang cong van cua co
quan, t6 chirc ban hanh van ban.

- Thu h6i van ban
+ 86i voi van ban giay, tnrong hop nhan duoc van ban thong bao thu h6i, ben

nhan c6 trach nhicrn giri lai van ban dll nhan,
+ 86i voi van ban dien nr, tnrong hop nhan duoc van ban thong bao thu h6i, ben

nhan huy bo van ban dien nr bi thu h6i tren H~ th6ng, d6ng thai thong bao qua H~ th6ng
d€ ben gui bi~t.

_Phat hanh van ban gi§.yillvan ban duqc ky s6 clla Giam d6cIPh6 Giam d6c: Van
thu ca quan thl,fc hi¢n in van ban da duqc ky s6 clla Giam d6c/Ph6 Giam d6c ra gi§.y,
d6ng d§.ueua cO"quan, t6 chuc d€ tl,lOban ehinh van bim gi§.yva phit hanh van ban.

_ Truang hqp d.n phit hanh van ban di¢n tu til van ban gi§.y: Van thu ea quan
thvc hi~n thea quy dinh.

BU'O'c6. Luu van ban
1. Luu van ban gi§.y
a) Ban g6e van ban duqc luu tl,liVan thu ea quan va phai duqe d6ng d§.ungay sau

khi phit hanh, s~p x~p thea thu tv dang kY·
b) Ban ehfnh van ban luu tl,lih6 sa eong vi~e.

2. LUll van ban di~n tu
Ban g6e van ban di~n tu phai duqc luu tren H~ th6ng ella van thu.

5.3 con d~u

5.3.1. Ti~p nh~n con diu:

Con d~u clla Cang Vl,l duQ'c giao cho nhan vien van thu gifr va dong d~u ti,li
co quan. Khi nhan vien van thu v~ng m?t phai giao con d~u cho nguai khac gifr
thay thea chi dinh clla TruOng phong TCHC

5.3.2. Quan If va sir dl)ng con diu:

Con d~u phai d@ti,li tfl,l sa co quan va phai duQ'c quan ly ch?t che. Vi~c mang
d~u ra ngoai co quan d@su d\mg giai quySt cong vi~c c~n thiSt phai do Giam d6c
Cang V\l quySt dinh.

Nhan vH~nvan thu chi duQ'c dong d~u vao van ban khi:
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_Van ban da co chir ky cua Lanh dao Cang vu hoac nguoi duoc uy quyen hay
thira lenh theo quyet dinh cua Giam doc.

_Van ban diroc trinh bay dung hinh thirc, th~ thirc theo quy dinh ..

_Khong diroc dong d§.uvao van ban, gi§.y to' khong co noi dung, khong co chfr
ky cua nguoi co tham quyen,

_ D§.u dong phai ro rang, ngay ngan, dung chieu va dung dung mire d§.u quy
dinh.
_ Khi dong d§.u len chfr ky thi d§.u dong phai trum len khoang 1/3 chtr ky vS
phia ben trai,
_Viec dong d§.u len cac phu luc kern theo van ban chinh do nguoi ky van ban

quyet dinh va d§.uduoc dong len trang d~u, trum len mot phan ten ca quan, t6 chirc
hoac ten cua phu luc,
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7. HO sa LUU

TT H& SO' luu

1 S6 cong van dSn._.._ ......- .....

2 S6 cong van di
................ _..........

3 Ban g6c cong van di
H6 sa duQ'clUll t~i phong TCHC trong thai gian 3 nam. Sau khi hSt h~n, chuy~n
t6i kho luu tru clla Cang V\l Hang hai Kien Giang va luu tru theo quy dinh hi~n
hanh.



CANG VV HANG HAl
KIENGIANG

Ngay ban hanh: 31/10/2024VINAMARINI!

Ma hieu: QT.TCHC.01

QUYTRINH
QUAN LY VAN BAN DI - DEN

L~n ban hanh 02

BM.TCHC.OI-M~u s6 1

Nam: .

eve HANG HArvrsr NAM
CANG VV HANG HAl KIEN GIANG

VINAMARINE

SO DANG KY VAN BAN DEN
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1U ngay aen ngay .
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Q ~ ;.,uyen so: ....
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Mll hieu: QT.TCHC.01
QUYTRINH

QUAN LY VAN BAN DI - DEN L~n ban hanh 02

VINAMARINE

CANG VV HANG HAl
KIENGIANG

Ngay ban hanh: 31/10/2024

Ngay thang Ten Ioai va Don vi Ngay Ky nh~n Ghi chu
Ngay d~n sa d~n Tac ghl sa, ky hi~u van ban trich y~u nQi hoac nguiri chuyenvan ban dung VB nhan

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)
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@) Ma hieu: QT.TCHC.01

QUYTRINH Lk ban harm 02
QuAN LY VAN BAN DI - DEN

VINAMARINI! Ngay ban harm: 31110/2024
CANG vu HANG HAl

"KIENGIANG

BM.TCHC.OI-M~u s8 2

Nam: .

cue HANG HAl VIET NAM
CANG vu HANG HAl KIEN GIANG

VINAMARINE

so DANG KY VAN BAN DI

T:" ;;:J_:'u ngay uen ngay , .
T: ' .: ;;:J': .:
U so uen so , ..

Q ~ Auyen so: ....



Ma hieu: QT.TCHC.01

QUYTRINH
QUAN LY VAN BAN DI - DEN

Lftn ban hanh 02

3111012024Ngay ban hanh:VINAMARINI!!

CANG VU HANG HAl
KfENGIANG

S8,ky Ngay Ten loai va trich
hi~u van thang van y~u nQi·dung van NgU'Oi ky Noi nh~n Don vi, ngLriYi S81U'Q'ng Ngay Ky nhan Ghi chu

ban ban ban van ban nh~n ban IU'u ban chuy~n

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