QUY TRINH Mi s6: QT.02/TH-CB

Lan ban hanh: 01

VAN PHONG UBND X é‘i an Con 4 .
TINH QUANG BINH uat b Co 8 bao Ngay: 30/10/2015

Trang:2/9

HE THONG QUAN LY CHAT LUONG THEO TIEU CHUAN TCVN ISO 9001:2008

I. MUC PiCH

Quy dinh 16 trinh ty, tradch nhiém thuc hién viéc tiép nhan, bién tap va phat hanh
Cong bao tai Trung tdm Tin hgc - Cong bao tinh Quang Binh.

II. PHAM VI

1. Hoat dong xuat ban Cong bdo tai Trung tim Tin hoc - Cong bdo tinh Quang Binh.

2. Cac co quan ban hanh van ban:

- Hoi ddng nhan dén tinh;

- Uy ban nhan dan tinh;

- HDND céc huyén, thi x4, thanh phd;

- UBND céc huyén, thi xa, thanh phd.

II1. TAI LIEU VIEN DAN

- Luat Ban hanh van ban quy pham phép luat cia HDND va UBND nam 2004;

- Nghi dinh s6 91/2006/ND-CP ngay 06/9/2006 quy dinh chi tiét thi hanh mot sd
di€u cua Luat Ban hanh van ban quy pham phdp luat cia HDND va UBND;

- Nghi dinh s6 100/2010/ND-CP ngay 28/9/2010 cua Chinh phii vé Cong béo;

- Thong tu s6 03/2011/TT-VPCP ngay 25/4/2011 cta Vian phong Chinh phu quy
dinh chi tiét thi hanh mot s di€u cua Nghi dinh s6 100/2010/ND-CP ngay 28/9/2010
cua Chinh phu vé Cong bdo;

- Thong tu s6 01/2011/TT-BNV ngay 19/01/2011 ctia B6 Noi vu hudng dan thé
thirc va k¥ thuat trinh bay van ban hanh chinh;

- Quyét dinh s6 952/QP-UBND ngay 26/4/2013 cua UBND tinh vé viéc hop
nhat Trung tdm Tin hoc v61 Trung tam Cong bdo thanh Trung tam Tin hoc - COng
bao truc thudc Van phong UBND tinh Quang Binh;

- Quyét dinh s6 2818/QP-UBND ngay 12/11/2013 caa Uy ban nhan dan tinh
Quang Binh vé viéc cap phit mién phi Cong bao tinh Quang Binh;

- Quyét dinh s6 2013/QD-UBND ngay 29/7/2014 ctia Uy ban nhan dan tinh Quang
Binh vé vi¢c bo sung doi tugng cap phat mién phi Cong béo tinh;

- Tiéu chuan Qudc gia TCVN ISO 9001:2008.
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IV. PINH NGHIA/VIET TAT
ND-CP: Nghi dinh Chinh phu.
TT-VPCP: Thong tu Van phong Chinh phu.
TT-BNV: Thong tu Bo Noi vu.
HDND: Hoi déng nhan dan.
UBND: Uy ban nhan dén.
VPUBND: Vin phong Uy ban nhan dan.
QD-UBND: Quyét dinh Uy ban nhan dén.
QD-VPUBND: Quyét dinh Vin phong Uy ban nhéin dan.
QD-THCB: Quyét dinh Trung tAm Tin hoc - Cong bdo.
GD: Gidm déc.
P.GD: Phé Gidm déc.
TH-NV: Tong hop - Nghiép vu.
BT: Bién tap.
V. NOI DUNG QUY TRINH
TT | Hoat dong | Trach nhiém M@ ta Bi¢u miu
1 Guvanban | Co quan ban | Cic co quan ban hanh van ban gui
dang Cong bdo | hanh van ban | van ban dang Cong ‘béo theo quy
dinh tai Khoan 2 biéu 10 va Diéu
11 Nghi dinh s6 IOO/ZOIO/ND-CI?
ngay 28/9/201Q cua Chinh phu ij:
Cong bdo; Diéu 3 Thong tu so
03/2011/TT-VPCP ngay 25/4/2011
cua B0 truong, Chu nhiém Van
phong Chinh phﬁ, huéng dan thi
hanh Nghi dinh s6 100/2010/ND-
CP ngay 28/9/2010 cua Chinh phu
ve Cong bio.
2 | Tiépnhan | C4nbd Tonghop | - Hang ngay, Can bo TH - NV tiép| BMOL.
van ban -Nghi¢pvu | nhan van ban gui dang Cong bdo; %};gﬁ

vao “So dang ky va doi chiéu van
ban dang cong bdo” va thu thap
ban ghi dién tu cdc van ban.
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3 Kiém tra, ra
soat van ban
dang Cong béo

Cén bd Tong
hop - Nghi¢p vu

3.1. Kiém tra vé hinh thirc, thé thi,
ky thudt trinh bay cua van ban

Hang ngay:

- Can b0 TH - NV c¢6 trach nhiém
kiém tra, ra sodt van ban tiép nhan.
- Trinh P.GD phu trich van ban
tiép nhan trong ngay va cc dé xut
trong truong hop phat hién van ban
c6 sai s6t vé thé thirc, tham quyén,
ndi dung van ban...

3.2. Tong hop van ban, dé xudt| BM 02.
phurong dn xue Iy nhitng van ban sai QT.02/
Téng hop vin ban du diéu kién d¢ | TH-CB
dang va nhitng van ban khong du
dicéu kién dé dé xuat phuong 4n xur
1y, trinh P.GD phu trach duyét.
Phuong thtic, quy trinh xr ly van
ban sai s6t trong qu4 trinh tiép nhan,
dang Cong bdo thuc hién theo Piéu
5, Thong tu sd 03/2011/TT-VPCP
ngay 25/4/2011 cua B0 truong, Chu
nhiém Van phong Chinh phu hu’O‘ng
din thi hanh Nghi dinh s6
100/2010/ND-CP ngay 28/9/2010
ctia Chinh phu vé Cong bio.

* Xip Iy sai sot doi véi vin bdn
dang Cong bdo:

+ V6i nhimg 16i don gian vé chinh
ta, in 4n, sO thir ty khong 1am thay
d6i ndi dung van ban, lién hé véi co
quan ban hanh (chuyén vién tham
muu van ban) dé sira truc tiép vao
van ban trude khi dang Cong bao;

+ Vi nhitng 16i thuoc 16i dinh
chinh khéac: Lién hé v61 co quan
ban hanh vin ban dé ra quyét dinh
dinh chinh theo quy dinh.
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Pho Giam doc
phu trdch

3.3. Kiém tra, ra sodt van ban
tiép nhdn, xu ly dé xudt cua Cdn
bo TH-NV

Cén bd Tong
hop - Nghiép vu

3.4. Xur Iy van ban (sau phé duyét| BM 03.
cua P.GD phu trdch): QT.02/
- Van ban du diéu kién dang| TH-CB
Cong bdo: Chuyén bién tap.

- Vin ban khong du diéu kién
dang Cong bdo thi du thdo van
ban trinh P.GD phu trach ky gt
tra lai vin ban d€ dinh chinh
hodc huy bo theo quy dinh cua
phap luat.

4 Lap danh
muc cua so
Cong bao

Cén bd Tong
hop - Nghiép vu

4.1. Pinh ky 05 ngay trudc cac| BM 04.
ngay 05, 15 va 25 hang thang, | QT.02/
tap hop cdc vin ban du diéu kién | TH-CB
ding Coéng bdo, sip xép thanh
mot sé Cong béo, 1ap Danh muc
s6 Cong bdo (chiét xudt tir phan
mém Coéng bdo dién tir) bdo céo
P.GD phu trach.

Pho Giam ddc
phu trach

4.2. P.GD phu trich kiém tra, ra
soat cac van ban c6 trong danh
muc sd Cong bdo:

- Néu tat ca cdc van ban trong
Danh muc déu du diéu kién dang
trén Cong bdo thi ky duyét,
chuyén tra lai cho Can by TH-
NV; dong thoi duyét trén Cong
bao dién tur.

- Néu c6 vin ban khong du diéu
kién thi loai bé hodc chuyén tra
lai cho Can by TH-NV quay lai
thyc hién tu budce 4.1 (Ldp danh
muc sé cong bdo).
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5 | Bién tap so
Cong bdo

Cén bg bién tap

5.1. Bién tap

- C4n bd BT tiép nhan vin ban du
diéu kién diang Cong bio do Cén
bd TH-NV chuyén dén, thiét ké
ky thuat tao ban di¢n tir cua tung
van ban.

- Can b0 BT chiu trich nhiém
bién tap ndi dung, thiét ké ky
thuat cho tung van ban vo6i yéu
cau chinh xdc vé nodi dung, ton
trong ban gdc; dam bao hinh thirc
va ky thuat trinh bay theo Thong
tu s6 01/2011/TT-BNV  ngay
19/01/2011 cua B Noi vu hudng
dan thé thirc va k¥ thuat trinh bay
van ban hanh chinh.

- Viéc tao ban in mau trng van
ban tudn thu cic quy dinh nhu
trinh bay mét cudn Cong bdo hoan
chinh (khong cai tit va sd trang).

Can b bién tap,
can bo doc do

5.2. Poc do

Sau khi Can bo BT thiét ké hoan
chinh ban in mau, tién hanh doc do
d6i chiéu gitta ban gbc va ban in
mAu, tudn thi nguyén tic “Cong
bdo phai chinh x4ac v61 ban chinh”.
Cén bo BT Cong béo phdi hop véi
can bo doc do truong hop trong qua
trinh doc do néu phét hién ban gbc
c6 sai s6t thi @& nghi Can bo TH-
NV bo sung ban doc sodt.
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Pho Giam ddc
phu trach

5.3. Duyét ban in (tung van ban)
Vian ban sau khi duoc bién tap va
doc do, duoc chuyén cho P.Gb
phu trach duyét.

Can b0 bién tap

5.4. Tao muc luc va dan trang Cong
bdo

Sau khi c4c van ban dugc duyét
va chinh stra hoan chinh, Can bd
BT tién hanh tao muc luc va dan
trang Cong bdo thanh mot cudn
Cong bdo hoan chinh va trinh
P.GD phu trach duyét.

Ky duyét
chuyén nha

in an

Giam ddc
Trung tam va
Phé Gidm déc

phu trach

Dinh ky 02 ngay trudc céc ngay 02, 1(32M (())25/-
. . ) L T.

12 va 22 h~ang thdng, can bo BT TH-CB

trinh ban mau Cong bdo hoan chinh

cho GD:

- P.GD phu trach duyét ndi dung
Ban in miu Cong bdo. Néu dam
bao theo yéu cau, P.GD phu trach
ky duyét.

- Chuyén toan bd cac tai liéu lién
quan dén qu4 trinh xuat ban Céng
bdo (Ban mau, Ban doc sodt, danh
muc...) trinh GD Trung tam duyét

chuyén in.
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7 | In cOng bédo
va dua div
liéu 1én
Website
Cong bdo
dién to

Nha in

- Cong bao sau khi GD ky duyét
chuyén in, duoc chuyén cho nha
in dé tién hanh in an (bao gdm:
Ban in mau va Ban dién tr) va
chuyén 1én website Cong bdo.

- PBinh ky vao cac ngay 02, 12 va
22 hang thang: Nha in tién hanh
in cdc s6 Cong bio theo hop
ddng duoc ky hang niam giira
Trung tdm Tin hoc - Cong bio
vo1 Nha in (Trung tdm Tin hoc -
Cong bao c6 trach nhi€ém lua
chon co s& in 4n c6 uy tin, ddp
tmg dugc cdc yéu cau dé ra vé
chét lugng, thoi gian...)

Cén bd Tong
hop - Nghiép vu

Pua co s dir liu cia timg sb
Cong bao 1én Website Cong bao
dién tu.

8 Phét hanh

Buu dién

binh ky vao cdc ngay 05, 15, 25
hang thang, Buu dién tinh Quang
Binh chuyén phit cdc s Cong bdo
dén céc t6 chirc va cd nhan theo
hop dong phat hanh Céng bio
dugc ky hang ndm gitra Trung tam
Tin hoc - Cong bdo véi Buu dién
tinh Quang Binh.

Céan bo
phét hanh

CB phét hanh theo dai tién do in
an, tién hanh nghiém thu vé ca
chét luong va sb luong ding quy
dinh, chuyén Buu dién dé cip phat
theo cic diéu khoan dugc ky véi
cdc don vi hang nim, mé so sich
theo doi viéc phat hanh Cong béo.

BM 06.
QT.02/
TH-CB
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VI. BIEU MAU
TT Ma hiéu Tén Biéu méu
1 | BM 01.QT.02/TH-CB | S6 ddng ky va déi chiéu van ban ding Céng bdo
2 | BM 02.QT.02/TH-CB | Ban doc sodt
3 | BM 03.QT.02/TH-CB | Phiéu giti tra lai van ban
4 | BM 04.0T.02/TH-CB | Danh muc van ban timg sé Cong bdo
5 | BM 05.QT.02/TH-CB | Phiéu trinh gidi quyét cong viéc
6 | BM 06.QT.02/TH-CB | S0 theo doi phdt hanh Cong bdo

VIL. HO SO CAN LUU TRU

STT

Tén van ban

Chiu trach nhiém luu

1

HO SO BIEN TAP CONG BAO:
- S6 dang ky va ddi chiéu van ban ding Cong bdo
- Van ban géc va van ban sao (vb phuc vu viéc doc sodt)

- Danh myc van ban dang Cong bdo, ban doc soat

Céan bo TH-NV

- Ban duyét tirng van ban va Ban duyét Cong bao

Céan b0 BT

- Phiéu trinh duyét giai quyét cong viéc va Ban mau
Cong béo (Ban cudi)

- Hai cubn Cong bdo in hoan chinh cua s6 Cong
bdo da phat hanh

- Bi€n ban nghiém thu (v6i nha in)

- S6 theo ddi phat hanh Céng bdo

Cén b0 phat hanh




L o ) 5 . 5 . ) BM 01.QT.02/TH-CB
SO PANG KY VA POI C,HIEU VAN BAN DANG CONG BAO
THANG....... NAM...

Sé/ngay thang
dang Cong
bao

Co quan
ban hanh

Ngay
ban hanh

Ngay
tiép nhan

Ngay cé

STT hiéu lyc

S6, ky hiéu Trich yéu ndi dung viin ban Ghi chd




BM 02.QT.02/TH-CB

VAN PHONG UBND TINH QB

TT TIN HQC - CONG BAO
BAN DPOC SOAT
Vin ban ding Cong bio s ...... nam ........
I. Tong s6 vin ban doc soat:
Tong s6 van ban di tiép nhan va 1am thu tuc cong bd 1a: ... van ban
Trong do: -Vanban.................. - SO luong: (QP: ..... ; khac: ......).
T KB QUA BOC SOAL: ..o
Két qua doc soat Phé duyét Ghi
STT Van ba x bi dé i ia P.GD .
an ban L3i da xir Iy (D4 sira) Loi d¢ nghi xem | cua chii

xét xir 1y PT




BM 03.QT.02/TH-CB

VAN PHONG UBND TINHQB ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TT TIN HQC - CONG BAO Poc 1ap - Tw do - Hanh phiic

) Quang Binh, ngay thang  nam 20....
So: /PG-TT TH-CB

V/v gui tra lai van ban

PHIEU GUI TRA LAI VAN BAN
Kinhgui: ...,

Trung tdm Tin hoc — Cong béo tinh Quang Binh da nhan dugc..........5.......... cua
quy co quan gui dang Cong bio.

Trong qud trinh thyc hién nhiém vu ra soat, kiém tra 1an cudi van ban trude
khi cong bd trén Cong bdo, Trung tdm Tin hoc — Coéng bdo tinh Quang Binh phat
hién vin ban niy c6 sai s6t v&.........0..............

Trung tim Tin hoc — Cong bdo tinh Quang Binh xin guri tra lai vin ban dé quy
co quan nghién ctru, xr 1y va gtri dang Cong bdo theo quy dinh phép luat./.

Noi nhén: GIAM DQC
- Nhu trén; (Ky, dong dau)
- Luu: VT. Ho va tén

1. Tén co quan ban hanh van ban.

2. Tén, s, ky hiéu, ngay ban hanh va trich yéu vin ban gii tra lai.

3. Ldi ctia vin ban: Sai sét vé can cr phép 1y dé ban hanh, thAm quyén, ndi dung, thé
thirc, k¥ thuat trinh bay van ban theo quy dinh cua phép luat...
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DANH MUC VAN BAN PANG CONG BAO SO .................
STT| Sékyhigu | [\gayban Trich yéu Higu luc Linh vuc
hanh
Phé duyét ciia Giam déc Quang Binh, ngay  thdng  nam

(ky, ghi ro ho tén)

Nguwoi lap danh muc

(ky, ghi ro ho tén)



BM 05.QT.02/TH-CB

VAN PHONG UBND TINH QB CONG HOA XA HQI CHU NGHIA VIET NAM
TT TIN HQC - CONG BAO Poc lap - Tw do - Hanh phiic

Quang Binh, ngay thang  nam 20....

PHIEU TRINH GIAI QUYET CONG VIEC

Kinh giri: Lanh dao Trung tam Tin hoc - Cong bao

Phong Xuit ban - Cong bdo di tiép nhan, doc sodt, bién tdp Cong bdo sb ..."... (du
kién xuat ban ngay... thang... nam.....):

1. Tong s6 viin ban ding Cong bio: ...... viin ban.

Trong d6: - Co quan ban hanh: ..... van ban (QP: ..... ; khac: ...... )

2. Tong s6 trang Cong béo: ....... trang

3. Chuyén vién thyuc hién

Can b bién tap Can bj doc do
(K¥, ho va tén) (Ky, ho va tén)

Kinh dé nghi Lanh dao Trung tim xét duyét dé chuyén in an, phat hanh theo quy dinh./.
Ngay.....thdng.....nam ......
Truéng phong Xuit ban - Cong bao
(Ky, ho va tén)

Giai quyét ciia Phé Giam déc phu trach:

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

(Ky, ho va tén)



Xét duyét ciia Giam doc Trung tam chuyén in 4n

(Ky, ho va tén)

(1) Sé cong bédo duoc dé nghi xét duyét Chuyén in
(2) Y kién cua Phé Gidm dbc phu trach (dong y hodc khong dong ¥)
(3) Xét duyét ctia Giam ddc Trung tim chuyén in 4n



BM 06.QT.02/TH-CB

SO THEO DOI PHAT HANH CONG BAO
NAM:...ccoeieeneeeee

Ngay giao ban thao CB Ngay nhin CB chinh thirc Ngay phat hanh CB

Chét lwong
Cong bao

Cong
béo s6 £ 6
Nedk S‘ﬁ lwgng |Ky nhin cia Noa Széﬁgﬁg
gay | g2 nghiin| Cong ty in sy thwe nhin

S6 lwong Ghi chii
CB phat | Ky nhin cia
hanh qua Buwu dién

Buu dién

Ky nhén ciaa

TT TH-CB Ngay






