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PHUONG Xir Iy viin ban mat Lan ban hanh: | 01

HONG AN Ngay ban hanh: | 06/4/2026
1. MUC PiCH

Quy trinh ndy thdng nhat trinh tu, cac budc tién hanh xt 1y vin ban mat
thudc Dang ty phudng Hong An.

2. PHAM VI, POI TUQNG

Céac vin ban mat dén ciia Pang uy, chuyén vién nhan giao viéc tir lanh
dao ban, soan thdo van ban di, trinh lanh dao va lanh dao xin ¥ kién, trinh
Thuong truc Dang uy ban hanh.

3. TAI LIEU VIEN DAN

S6, Ky hiéu . .
STT Ngay ban hanh NOi dung tai li¢u
S5 693-QB/VPTW, | QW dinh cua Van phong Trung uong
l. . bang vé cong tac van thu trong cdc co quan,
ngay 15/12/2021 X 1or o2
to chuc dang
5 S6: 24/2020/TT-BCA, | Thong tu ctia B6 Cong an ban hanh biéu miu
' ngay 10/3/2020 st dung trong cong tac bao v€ bi mat nha nudc
3. S6 117/2025/QH15 | Luat bao vé bi mat nha nudc
L ssvmopmw, | Qo i Bt i i i
' ngay 27/6/2025 N ang thong Hn dieh 1ong &
va mang Internet
s S6 1630/QD-TTg, | Quyét dinh cua Tha tuéng Chinh phu vé viéc
' ngay 30/7/2025 ban hanh Danh myc bi mat nha nudc ciia Bang
S6399-QD/TW, | Quy dinh cia Ban Bi thu vé thé loai, tham
6. . A \ N LA et X T o TN
ngay 09/01/2026 | quyén ban hanh va thé thirc van ban cua Dang.
;| sé632026ND-CP, N;ggi. dinh CS N Chg’,h 111;‘?1 gflyhdi’ h N }]1; et fngf
. ngdy 28/02/2026 soA 1eu‘ va ’ i€n phap thi hanh Luat Bao v¢ bi
mat nha nudc.
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4. PINH NGHIA/ VIET TAT

Cl(ljf;’n\z éttl‘rt,{it Dién gidi nghia
TTbU Thudng truc Dang uy (Bi thu hodc Pho Bi thu)
VB Vién ban
Cac ban Cac co quan chuyén trach tham muu, gitp viéc Bang uy
Truong ban Trudng cac co quan tham muu, giup viéc Pang uy
Pho ban Pho céc co quan tham muu, gitp viéc Pang uy
VT Vin thu
BTbU Bi thu Dang uy phuong
PBTTTDU Ph¢ Bi thu Thudng tryc Dang uy
CVPbU

Chanh Van phong Bang uy
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PHUONG Xir Iy vin ban mat Lan ban hanh: | 01
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5. NQI DUNG QUY TRINH XU LY VAN BAN MAT BEN POI VOI
VAN BAN GIAY:
5.1. Luu do
TT Trinh ty Trach | Thot | Bieu mau/
j nhi¢ém gian Két qua
I £ X VT Tron
Tiép nhan van ban dén NS | BM.VP.03.01
ngay
v
2 Be xuat phan loai, CVPBU | Trong | gy vp.03.02
xur Iy van ban ngay
Trinh phiéu xin y kién
PBTTTDbU
L VT Trong
3 n , ngay
Trinh phi€u xin ¥ kién
BTbU
4 Trién khai vin ban VT Trong
theo chi dao ngay
5.2 Dién giai Luu do
T Trinh ty Trach ) Thoi | Bich mau/
j nhiém gian Két qua
Buée 1 | Van thu tiép nhan Vin ban dén 13|  vap thy Trong
ban gidy. Vao so dang ky van ban, ngiy
chuyén Chanh Vin phong xu 1y.
Luu y: Can bd hoac chuyén vién
tiép nhan va tham muu xir 1y vin
ban mat phai thuc hi¢n dung theo
Quy dinh cua Luat bao v¢ Bi mat
nha nudc
Budc 2 | Tham muu v6i Thuong truc Pang CVP Trong
uy xu 1y van ban (Bi thu hodac Pho ngay
Bi thu)
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PHUONG Xir Iy vin ban mat Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 06/4/2026
Budc 3 | Thuong tryc Pang uy cho ¥ kién, TTbu Trong
chi dao xur Iy van ban ngay
Budc4 | Vao s6 chuyén giao, chuyén vin VT Trong
ban dén don vi dugc giao thuc ngay
hién xur 1y van ban theo chi dao
cua TTbU

6. NOI DUNG QUY TRINH XU LY VAN BAN MAT BPEN POI VOI
VAN BAN TREN MANG MAY TiNH MAT:

6.1. Luu do
TT Trinh ty Trach | Thot | Biu mau/
: nhi¢m gian Két qua
| ] ;i VT Trong
Ti€p nhan van ban dén ngay
Trén May tinh mat
2 T ) CVPDU | Trong
Dé xuat phan loai, ngdy
Xt Iy van ban
3 , Y . A
b/c Bi t)l(llLIr 1c,hl Eia(]):), 7g1ao viéc TTPU Trong
y van ban ngiy
v
b/c PBT Céc ban
TTBU chi dao thuc hién
4 Céc ban thuc hién Céc ban | Trong
ngay
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PHUONG Xir Iy vin ban mat Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 06/4/2026
6.2. Dién giai Luu d6
TT Trinh ty Trach | Thoi | Biéu mau/
: nhiém | gian Két qua
Bugc 1 | - Va0 Van ban den tai My tinh mdt, | van thy | Trong
Van thu ti€ép nhan chon S6 van ban (so6 ngdy
van ban nhéy ty dong), Vao muc “Cho
xtr ly” tai phan danh sach c4 nhan chon
Chanh Van phong.
Luuy: Déi véi viée tiép nhan van ban dén
¢ May tinh mat khi chon (S6 van ban)
phai chon ding (S6 Van ban dén mat).
Buoc 2 | Tham muu véi Thuong truc Pang uy xir | CVPDU Trong
1y van ban (Bi thu hoac Pho Bi thu) ngdy
, Thuong tryc Pang uy cho y kién, chi| TTPU Trong
Buoc 3 | dao giao viéc xir 1y vian ban ngdy
’ Thuc hién xtr 1y van ban theo chi dao ’ Trong
Bud6c 4 | cia TTPU Céc ban ngiy
7.NOI DUNG QUY TRINH XU LY VAN BAN MAT PI:
7.1 Luu db
TT Trinh ty Trach | Thoi | Bieu mau/
j nhiém gian Két qua
| Soan thao véan ban va «— Chuyén | Theo BM.VP.03.03
dé xuat do mat — vién | tién do
|
* 01 ngay/
Duyét lan 1 > Pho ban | theo tién
— A
2 I dO
. . |01 ngay/
. d — Truong 4
Duyét lan 2 ) ban theo tién
. do
v 01 ngay/
PBT TTbU BTbU > theo tién
3 1 TtPU | 90
BTbU
|
J - . 7" Trong
4 Ban hanh van ban — > VT ngdy
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HONG AN Ngay ban hanh: | 06/4/2026
7.2 Dién giai Luu do
T Trinh tu Trich T.hO’l Ble:l ma::/
) nhi¢ém | gian Két qua
Bude 1 | Soan thao vian ban di va dé xuat miic | Chuyén | Theo | BM.VP.03.03
Bude 2 Chuyén vién chuyén Dy thao xin ¥ kién Lanh 01 v/
OC = 1 1anh dao ban (1an 1, 14n 2) anh - ngay
| dao ban theo
Truong hop van ban khong dat chuyén 2
lai chuyén vién dy thao van ban tien 49
. T . . A 01
- Pho Bi thu Th truc D h
Buged | o S e SO RSP 1Tpy | ngay/
uyét van ban.
Truong hop vin ban khéng dat chuyén tEeo A
tién do

lai Truong cac co quan chuyén trach
tham muu, giup viéc Pang uy

Néu thuéc tham quyén Phé Bi thu
Thuong truc ky ban hanh, néu khong
thi chuyén Bi thu Pang uy phuong

- Bi thu DPang ty phé duy¢t van ban

Truong hop vin ban khéng dat chuyén
lai Truong cac co quan chuyén trach
tham muu, giup viéc Pang uy

Trieong hop dat ky duyét vin ban bang
chit ky so, chuyén phat hanh

Ban hanh van ban:
Budc 4

Chuyén vién tham muu van })ém phéj Vin thu | Trong
hop véi bo phan van thu dé vao so va ngay/
dang ky ban hanh van ban di, pho t6, | Chuyén | Theo
dong dau, vao so chuyén giao VB som | vién tiéndo
theo noi nhan, dam bao theo quy dinh | tham '
cua Luat bao vé BMNN muu

c ... x| VB
Truong hop van ban sai thé thirc, o1

trinh bay van bdn, van thw tir chéi phdt
hanh va thong tin lai chuyén vién trinh
van ban thuc hién lai quy trinh




DPANG UY QUY TRINH M3 hiéu: QT-VP.03
PHUONG Xir Iy viin ban mat Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 06/4/2026
8. BIEU MAU:
TT | Ma hi¢u Tén biéu miu

01 |BM.VP.03.01 | Phiéu trinh xin y kién d/c Bi thu Dang uy

02 |BM.VP.03.02 | Phiéu trinh xin ¥ kién d/c Ph6 Bi thu TTPU

03 | BM.VP.03.03 | Mau Vin ban x4c dinh d6 mat

04 |BM.VP.03.04 | Mau Vin ban ghi nhan viéc chup tai lidu

9. HO SO LUU

TT Ho6 so lwu Noi luu

1

Hoé so dwoc luu tai: Van phong Dang uy
Thoi gian lwu: Vinh vién, 70 nam hodac 20 nam, ...
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HONG AN Ngay ban hanh: | 06/4/2026
BM.VP 03.01
PANG UY PANG CONG SAN VIET NAM
PHUONG HONG AN
%

Hong An, ngay....thang....ndm 2026
PHIEU TRINH

Kinh gtri d/c Bi thu Dang uy

- Vian phong dé xuat:

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

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

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




DPANG UY QUY TRINH M3 hiéu: QT-VP.03
PHUONG Xir Iy viin ban mat Lan ban hanh: | 01

HONG AN Ngay ban hanh: | 06/4/2026
BM.VP 03.02

DPANG UY PANG CONG SAN VIET NAM

PHUONG HONG AN ‘
* Hong An, ngay....thang....nam 2026
PHIEU TRINH

Kinh gtri d/c Phé Bi thu Thuwong truc Pang uy

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

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

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




DPANG UY QUY TRINH M3 hiéu: QT-VP.03
PHUONG Xir Iy viin ban mat Lan ban hanh: | 01
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BM.VP.03.03
DANG BO THANH PHO HAI PHONG (1) PANG CONG SAN VIET NAM

PANG UY PHUONG HONG AN (2)
*k

VAN BAN XAC PINH PO MAT

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

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

Linh dao co quan, té chirc xac dinh
bi mat nha nwée
(Ky, ghi ro ho tén, chirc vu)

Ghi chu:
(1) Tén co quan chu quan.
(2) Tén co quan, t6 chitc xac dinh bi mat nha nudc.

(3) Ghi theo d§ mat cua vat, dia diém, hoat dong, ndi1 dung 161 nd1 hodc hinh
thure khac chira bi mat nha nudc. Truong hop trong vat, dia diém, hoat dong, ndi
dung 161 né1 chira nhiéu thong tin c6 do mat khac nhau thi xac dinh theo d§ mat
cao nhét

(4) Ghi 0 viéc xac dinh d0 mat can clt vao quy trinh tai di€u, khoan, diém nao
cua danh muc bi mat nha nudc cu thé./.
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BM.VP.03.04
DANG BO THANH PHO HAI PHONG (1) PANG CONG SAN VIET NAM

PANG UY PHUONG HONG AN (2)
%k

VAN BAN GHI NHAN VIEC CHUP TAI LIEU,
VAT CHUA Bi MAT NHA NUGC

Linh dao co quan, to chirc cho phép Nguwoi thuce hién chup tai liéu,
chup tai li€u, vat chira bi mat nha nuéc bi mat nha nwéc
(Ky, ghi ro ho tén, churc vu) (Ky, ghi ro ho tén, churc vu)

Ghi chii: Mau nay ap dung ddi vé6i ban chup tai li€u, vat chira bi mat nha nudc
khong thé dong dau ban sao, chup; mau nay dugc giri kém theo ban chup tai
li¢u, vat chira bi mat nha nudce cho co quan, td chtrc nhan ban chup.

(1) Tén co quan chu quan.
(2) Tén co quan, td chirc quan ly, st dung tai li€u, vat chira bi mat nha nudc.
(3) Ghi 13 tén co quan, to chirc nhan ban chup.

(4) Ghi r6 do mat cua tai li¢u, vat chirad bi mat nha nudc duge chup (Tuyét mat,
Tbi mat, Mat hodc ghi ky hiéu A, B, C)./.





