
TAP DOAN 	CQNG HOA x A HQI CHU NGHIA VIET NAM 
DIEN LVC VIET NAM 	 DOc 14p -Tkr do- 11#nh phiic 

s6: 59g /QD-EVN 	 Ha Noi, ngay If- thong 5 nam 2018 

QUYET DINH 
Ban hanh Quy dinh ve cong tac Van pilling 

trong T4p doan Dien Ityc QuOc gia Vi'0 Nam 

TONG GIAM DOC TAP DOAN DIEN LIIC VIET NAM 

Can cir Nghi dinh s6 26/2018/ND-CP ngay 28 thong 02 nam 2018 dm 

Chinh phtl ve Dieu le to chirc va hog dOng cua T4p doan Dien Nrc Viet Nam; 

Can cir Nghi quyet s6 147/NQ-HDTV ngay 07 thong 5 nam 2018 dm HOi 

ang thanh vien EVN ve thong qua Quy dinh ve cong tac van phong trong T4p 

doan Dien lkrc Qu6c gia Viet Nam; 

Can cir Quyet dinh s6 145/QD-HDTV ngay 16 thong 5 nam 2018 dm HOi 

d6ng thanh vien EVN ve giao can bO thkrc hien chirc trach, nhiem vu T6ng giam 

d6c Tap doan Dien hrc Viet Nam; 

Theo de nghi cua Ong Chanh Van phong va Ong Truang Ban Phap cite 'Op 

doan Dien lkrc Viet Nam, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay "Quy dinh ve cong tac van phOng 

trong T4p doan Dien lkrc Qu6c gia Viet Nam". 

Dieu 2. Quyet dinh nay c6 hieu lkrc sau 15 ngay ke tir ngay ky, thay the 

Quyet dinh so 1199/QD-EVN ngay 30/12/2014 &la T6ng Giam d6c Tap doan 

Dien hrc Viet Nam quy dinh cong tac van thu, ltru tru cua T4p doan Dien lkrc Viet 

Nam; Quyet dinh s6 855/QD-EVN ngay 06/10/2014 dm T6ng Giam d6c T4p doan 

Dien hrc Viet Nam quy dinh tiled h4n boo quan h6 sa, tai lieu dm Tap doan Dien 

lkrc Qu6c gia Viet Nam, Quyet dinh s6 238/QD-EVN ngay 23/4/2014 ctia HDTV 

EVN ban hanh Quy the Bao ve bi mat trong 'Op doan Dien ltrc Qu6c gia Viet 



KT.TONG GIAM DOC 

Dinh Quang Tri 

Nam; cac quy dinh Ichac c6 lien quan do 'Op doan Dien luy Viet Nam ban hanh 

Mr& day trai v6i Quyet dinh nay deu bai 1)6. 

Dieu 3. Cac Pho T6ng Giam dac EVN, cac Tr&mg Ban thu6c H6i d6ng 

thanh vien EVN, Chanh Van phong, Tnrong cac Ban chirc nang Co quan EVN, 

Thu twang cac dcm vi trirc thu6c EVN, cac cong ty con do EVN nam giir 100% 

von di'eu 	cac Cong ty TNHH MTV cap III, don vi trgc thu'6c cua Cong ty 

TNHH MTV cap II; Nguoi dai dien phAn von ctia EVN, ding ty TNHH MTV 

cap II tai cac cong ty c6 phan, ding ty trach nhiem him han; cac to chirc, ca nhan 

c6 lien quan chin trach nhiem thi hanh Quyet dinh nay. 

Noi nhOn: 
- Nhu di8u 3; 
- HDTV (de b/c); 
- Cac PTGD; 
- KSV EVN; 
- VP Dang fly; 
- Cong down DLVN; 
- Doan TN EVN; 
- Cac Ban/Van phOng Ca quan EVN; 
- Cac don vi thanh vien va ttvc thui5c; 
- Cac dan vi cap III thui)c EVN; 
- Luu: VT, PC, VIty  

2 



TAP DOAN 	COG HOA XA HOI CHU NGHTA VIET NAM 
DOc lap -Tip do- Hunh ph& 

QUY DINH YE CONG TAC VAN PHONG 
TRONG TAP DOAN DIEN I.ATC QUOC GIA VIET NAM 

(Ban hanh kern theo Quye't dinh 	g3/QD-EVN ngay d thong 5 nam 2018 
cua Tong Giam doc Tcip doan Dien hcc PO Nam) 

DIEN LVC VIET NAM 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Pharr vi dieu chinh va dti tuvng ip dung 
1. Pham vi dieu chinh: 

Quy dinh nay quy dinh ve cong tac van thu,,  km till, quan 	sir dung con 
dau; quan l sir dung van phong dien tir, chir 	so; cong tac boo ve bi m'a't trong 
T4p doan Dien hrc Quoc gia Viet Nam. 

2. Doi Wang Ai) dung: 
Quy dinh nay ap dung doi v6i: 
a) Tap doan Dien krc Viet Nam (EVN); 
b) COng ty con do EVN nam gia 100% von dieu le (Cong ty TNHH MTV 

cap II); 
c) Cong ty con do Cong ty TNI-H-I MTV cap II nam gift 100% von dieu le 

(Cong ty TNHH MTV cap III); 
d) Ngtroi dai dien phan von cub. EVN, Ngtthi dai dien phAn Win cua Cong 

ty TNHH MTV cap II tai cac cong ty track nhiem huu han, cong ty c6 phan (sau 
day g9i tat la Ngureii dai dien). 

Dieu 2. Giai thich tir ngfr va cac chit vitt tat 
1. Lanh dao EVN/Dcrn vi, g6m: 
a) Tai EVN la: Chu tich HDTV, cac Thanh vien HDTV, T6ng giam d6c 

EVN, cac Pho Tong giam d6c EVN; 
b) Tai cac don vi cap II la: Chu tick HDTV, HDQT, T6ng giam d6c/Pho 

Giam d6c; 
c) Tai cac don vi cap III la: Chit tich Cong.  ty, Chu tick HDQT, T6ng giam 

d6c/Giam d6c, Ph6 T6ng giam d6c/Pho giam doe; 
d) Tai cac don vi trvc thuOc EVN, don vi cap II, cap III la: Giam do'c, Pho 

Giam d6c va cac chirc danh tuong duano. 
2. EVN: la Tap doan Dien hrc QuOc gia Viet Nam; 
3. HDTV: la HOi doing thank vien; HDQT: la HOi doing quan tri; 
4;  Ngtthi dirng dau EVN/Dan vi: la nosed durgc ciilbo nhiem gift chirc vu 

cao nhat trong viec quanl)Vdieu hanh ca quan/dam 14; 
, 5. Ban: du dang de chi Van phong, cac Ban dm Co quan EVN va Ban 

Tong h9p, Ban Kiem toan not bO va Giam sat tai chinh, Ban Chien ltrac phat trier' 
thuOc HOi &Ong thanh vien EVN; Cac Ban/Phong chirc nang tham mum cila cac 
Don vi thanh vien, trk.rc thuOc EVN theo quy dinh tai Khoan 6 dieu nay; 

3 



6. Dan vi: la cac don vi thanh vien, trvc thu6c EVN; cac cong ty con do 
EVN nam gi 100% von dieu le (dun vi cap II); cac don vi tivc thu6c dm don vi 
cap II; cac ding ty con do don vi cap II Warn Oa 100% von dieu le (don vi cap III) 
va cac don vi tivc thu6c dia don vi cap III; , 

7. Ca quan EVN: la bs5 may quan 15,  dieu hanh va b6 may giup viec tai tru 
so,  chinh cua EVN; 

8. CVP: Chanh Van phong; PCVP: Pho Chanh Van phong; CBCNV: la can 
b6, cong nhan vien lam viec tai EVN va cac don vi; 

9. EVN/CT: Cong ty vien thong Dien lgc va Cong nghe thong tin; 
10. Thong diep du 	la thong tin dugc tao ra, dugc giri di, dugc nhan va 

dugc luu tit bang phucmg tien dien tir; 
11. Chit kj,  so: la m6t clang chit k)",  dien tir dugc tao ra bang skr bien d6i mot 

thong diep du lieu sir dung mat ma khong d6i ximg, theo do ngu6i c6 dugc du 
lieu ban dau va khoa cong khai cua nguoi ky c6 the xac dinh dugc chinh xac: 

a) Vic bien doi neu ten dugc tao ra bang dung khoa bi mat tucmg img voi 
khoa ding khai trong ding mot clap kh6a; 

b) Sur toan ven not dung dia thong diep dir lieu ke2  tir khi thvc hien viec bien 
6i neu ten. 

9. Van ban dien tir: la van ban the hien du6i clang thong diep du lieu dien 
tit; 

12. Giri, then van ban dien tir la viec sir dung giai phap, thie't bi cong ngh'e 
thong tin de girl, nhPri van ban dien tir qua chuang trinh van phong dien tir; 

13. Ho so dien tir la tPp,h9p cac tai 	dien tir CO lien quan vai nhau ye 
mot van mot str viec, m6t doi tugng di the hoc co ciPc diem chung, hinh thanh 
trong qua trinh theo doi, giai quyet cong viec thu6c pham vi chirc nang, nhiem vu 
dm co quan, to chirc, ca nhan; 

14. Van phong dien tir: la img dung ding nghe thong tin de chi dao dieu 
hanh, quan ly van ban, tao lap h6 sa cong viec va tao ra ca sa at lieu dien tir trao 
doi va xir 15,  van ban qua moi tnr6ng mang bao gom: ti6p nhPn, quan ly van ban 
den, tier' trinh xir ly, phat hanh van ban di, quan VT, km tit ho so cong viec va bao 
cao thong ke; 

15. Lap h6 sa dien tir la viec ap dung ding nghe thong tin nham lien ke't cac 
tai lieu dien tir hinh thanh trong qua trinh theo doi, giai quy.e't ding viec dia ca 
quan, to chirc, ca nhan thanh ho so dien tir; 

16. Tai lieu luu trir dien tir la tai lieu dugc taolP'p dpng th6ng diep du lieu 
hinh thanh trong qua trinh boat dOng cua ca quan, to chirc, ca nhan dugc lva ch9n 
de km tra hoc dugc so hoa tir tai lieu km tit ten cac vat mang tin khac; 

17. Khoa: la mot chu8i cac so nhi phan (0 va 1) dung trong cac N thong 
mat ma; 

18. Khoa bi mat: la mot khoa trong cap khOa thu6c he thong mat ma khong 
d6i ximg, dugc dung de tao chit k51s6; 

19. Khoa ding khai: la mot khoa trong cap khoa thu6c he thong mat ma 
khOng d6i ximg, dugc sir dung de ki;e'rn tra chit 141 so dugc tao beri khoa bi mat 
tuong img trong cap khoa; 
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20. T8 chdc cung cap dich vv chimg thus chit k9 s8: la to chirc cung cap 
dich vv chimg thvc chit 14 din to thkrc h*i hoat d9ng cung cap dich vv chung 
dux chit k9 so; to chirc cung cap dich vv chimg thvc chit k9 so chuyen dung la to 
chirc cung cap dich vu chimg thkrc chit14 so cho cac ca quan, to chirc, 6 nhan co 
cung tinh chat boat dOng hoc mvc dich cong vi'c va dugc lien ket voi nhau thOng 
qua dieu W hoat dOng ho4c van ban quy pham phap luAt quy dinh ca cau to chirc 
chung hoc hinh thirc lien ket, hoat dOng chung;,  

21. Chimg thu s8 ca nhan: IA chimg thu so (Iliac cap cho ca nhan, dugc sir 
dung de k9 van ban din tir thay cho chit 14 tivc 4p, 	, 

22. Chimg thu so co quan (to chirc): la chimg thu so dugc cap cho co quan, 
dugc sir dung d'e' 14 van ban din to thay cho con &Au co quan; 

23. 1(9 so: la vi4 dua khoa bi mat vao mot chuong trinh phAn me' m de to 
ding tao NIA gan chit 14 s8 vac) thong dip dit lieu; 

24. Thong tin ten chit 14 so: la nhimg thong tin the hie.n tren mau (logo) 
chit 14 so, bao Om: h9 va ten nguai 14 (14 boi); dia chi thu d* tir cong vu 
(email); ten co quan chit quan; thoi gian k9; Well twang (logo) EVN hoc mau dau 
dm co quan, dan vi, mau chill4 tay dm thue bao; 

25. Thue bao: la to chirc, ca nhan duvc cap chimg thu so va giir khoa bi mat 
tuang img vOi khoa cong khai ghi tren chimg thu so dugc cap; 

26. Nguoi quan 19 thue bao: la ca nhan dugc ngu6i c6 tham quy& quyk 
dinh giao nhim vu thkrc hi0 trach nhi9m dm ngued quan 19 thue bao; 	, 

27. Nguati k9: la thue bao dung dung kh6a bi mat dm minh de 14 so vac) 
mot thong dip dit lieu dual ten cila minh; 

28. Nguori nhan: IA to chirc, ca nhan nhan dugc thong dip dit lieu dugc k9 
so bai nguai k9, sir dung chimg thu s8 dm nguOi 14 do de kiem tra chit 14 so 
trong thong dip dit lieu nhan dugc va tie'n hanh cac boat d9ng, giao dich co lien 
quan; 

29. Nguai c6 tham quye'n14 so: la ngtthi c6 tham guy& quan 19 va sir dung 
khoa bi mat dm co quan, to chirc d6' k9; 	, 

30. Van ban mat, tail* mat dugc hieu la cac van ban, tai lieu, giay tb, ho 
so dugc hinh thanh trong qua trinh hoat Ong cila co quan EVN/Don vi thu9c 
danh mvc bi mat theo quy dinh hin hanh dm Nha nuac, BO Cling Thuong va dm 
EVN; 

Nhitng tir ngit, chit vi& tat khac dugc hiehu va dugc giai nghia theo quy dinh 
trong BO Luat Dan sit, Luat Doanh nghiO, Luat Luu trit, Luat giao dich din tir, 
cac Nghi dinh, Thong tu, hWmg dAn va cac van ban phap luat khac dia nha mr6c 
ban hanh can hiti lkrc, trong DiL W to chirc va hoat dong cila EVN/Don vi cac 
Quy che quan 19 not 130. Trong quy dinh nay, moi dAn chieu lien quan den,bat k9 
mot van ban quy pham phap luat nao se bao g'om ca nhimg van ban sua doi hoc 
van ban thay the dm van ban do. 

Dieu 3. Quy dinh chung 
1. Tat ca cac CBCNV cim Co quan EVN/Don vi deu phai sir dung van 

phOng din tir trong toan b9 qua trinh xir 19 van ban di/den (tru van ban mat); 
, 2. Nguoi c6 thAm quyen tai Co quan EVN/Don vi cIL phai sir dkmg chit k9 

so de xir 19 van ban (trir van ban mat va cac van ban khong sir dung chit 14 so 
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(dirge quy dinh theo Quy dinh nay) trong ding tac chi dap dieu hank; 
3. Tnrang hop xay ra loi he thOng, mat dien, mat &rang truyen khong the 

truy cap de xir V/ van ban thi ngtrai dung phai thong bao kip thai voi EVN/CT/bO 
phO'n CNTT xir ly, khac phuc loi. N6u van ban thuOc loci khan, phai bao cao nguai 
c6 tham quyen de xin y kien chi dao trtrc tiep bang ban giAy; 

4. Tat ca van ban den (trir van ban mot) ngoai he thong van phong dien 
Van phong ca quan EVN/Dcm vi tiep nhOsn, scan, cap nhSt cac thong tin cua cac 
tnromg du lieu va chuyen vao he thong van phong dien tir; 

5. Van ban den va di ten he thong van phong dien to la tai lieu c6 gia tri 
phap 	hanh not 1)0 trong toan 	doan Dien luc QuOc gia Viet Nam. 

6. Thai gian giai quy6't hoan thanh cong viec: 
a) Thai gian giai quyet cong viec mac dinh la 15 ngay lam viec dirge tinh 

tir khi van ban &roc giao hoc &roc chuyen den tai khoan cua ca nhan chu tri xir 
Viec rot ngan hoc keo dai thai gian giai quy6t cong viec thtrc hien theo yeu 

cau cua Lanh ciao EVN/dan vi trong timg twang hop, trir tiled gian xin )", kien 
HDTV; 

b) Thai gian hoan thanh: &roc tinh khi van thu phat hanh van ban di, tnrang 
hop qua 15 ngay lam viec ma Ban/Phong khong giai quyet xong phai bao cao lanh 
dao EVN/dan vi &roc giao phu trach linh vtrc c6 lien quan de chi dap giai quyet 
hoc cap nhSt not dung xi' VT ten van phong dien (trir cac cong viec c6 tinh 
giai doan, vi du: de an, ke hooch...), trir thai gian xin y kien HDTV; 

c) Tat ca lanh dao va CBCNV chiu trach nhiem bao mat tai khoan sir dung 
van phong dien tir cua ca nhan &roc cung cap, chili trach nhiem doi voi cac tac 
nghiep bang tai khoan van phong dien tir cua ca nhan; 

Cac tac nghiep tren he thong van phong dien tir phai duvc luu vet qua trinh 

Chuang II 
QUY DINH VE CONG TAC VAN THU, 

CHU KY SO VA VAN PHONG DIEN TU.  TRONG EVN 

Muc I 
SOAN THAO VA BAN HANH VAN BAN 

Dieu 4. Hinh fink va the thirc kS,  thu4t trinh bay van ban 
1. Hinh thirc van ban: EVN/Dan vi c6 tham quyen ban hanh cac 14 van 

ban hanh chinh nhtr sau: Nghi quyet, quyet dinh, quy che, quy dinh, quy trinh, 
thong cao, chi thi (ca biet), ding van, cong dien, chucmg trinh, ke hoach, huomg 
dan, phuang an, de an, du an, ,bao cao, bien ban, to trinh, thong bao, hap &Ong, 
giay chung 	giay 115/ quyen, giay mei, giay giai thieu, *jay di &rang, giay 
nghi phep,,giay bien nhSn ho so, phieu 	phieu chuyen, phieu bao, ban ghi nhO, 
ban cam ket, ban thoa thuSn, thu cong; 

2. The thirc va ky thuSt trinh bay van ban thut hien theo quy dinh, huang 
dan the thirc valCy thuSt trinh bay van ban trong TSp doan Dien hit QuOc gia Viet 
Nam va quy dinh cua phap lust c6 lien quan. 
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Dieu 5. So4n than van ban 
1. Can cir tinh chat, not dung van ban can soan thao, lanh dao EVN/Dan vi 

giao cho mot Ban/Phong holac mot ca nhan chit tri sop thao, cac Ban/Phong/ca 
nhan lien quan phoi hgp (neu can); 

2. Ban/Phong/ca nhan dugc giao sop thao van ban có trach nhim thirc 
hien cac cong viec sau: 

a) Xac dinh hinh thirc, the loai, ni)i dung va di) mat, d'9 khan (n6u co) cUa 
van ban can sop thao du thao; 

b) Thu th4p va xir V/ thong tin có lien quan den not dung van ban can sop 
thao du thao; 

c) Trong tnrong hgp can thi ret, de xua't vai lath dao EVN/Dcm vi, to chirc 
tham khao y  kin cua cac ca quan, don vi ho4c ca nhan có lien quan de xin y kien 
chi dao/gop y va hoan chinh ban du thao. 

3. Lanh dao Ban/Phong có trach nhi@n chi dao CBCNV thvc hin dung 
cac quy dinh ve hinh thirc, the thirc va kS% thuat trinh bay van ban do don vi minh 
sop thao; 

4. Trong van ban phai ghi ri5 vao thanh phan tai mix ncri thin dm van ban 
la ban e-copy hay hard-copy de lam can cir phat hanh. 

Dieu 6. Duyet dv thao van ban, sira china, bO sung thy thao van ban da 
du3it. 

1. Sau khi hoan thanh chi thao, nguari dugc giao nh*n vv sop thao có trach 
nhirn trinh ban du thao cho lanh dao Ban/Phong de xem xet thong qua n91 dung 
dtx thao trinh nguori có than.' quyen xem xet phe duy8t; 

Van ban trinh qua N thong van phong dien tit, lanh dap Ban/Phong clang 
nhap 0' thong de xem xet thong qua not dung du thao, ky trinh nguiri co tham 
quyen xem xet phe duyk bang chit 14 so tr8n he thong van phong dien dr. 

2. Trong truong hop van ban da dugc lanh dao EVN/Dcm vi phe duyk, 
nhung thAy can thik phai sira doi, bo sung thi Ban/Phong hoac ca nhan dugc giao 
nhim vv sop thao van ban phai trinh ngueri da cluyk de xem xet, quyet dinh viec 
sira doi, bo sung. 

Dieu 7. Mein tra van ban truck khi trinh ky 
1. Lanh dao Ban/Phong chit tri soar' thao van ban phai ki8'm tra, chin trach 

nhitn toan bo ve not dung, ca se, phap cila van ban, &Ong thai phai 14 ,tat vao 
van ban va cac phv lvc lien quan den tai chinh (n6u co) ci6i vo,i van ban giay hoac 
sir' dung 14 so de 14 tat trinh qua he thiSng van phong dien to cho lanh dao 
EVN/Dcrn vi xem xet phe 	voi van ban trinh ky so); 

2. BO phan thu 14/gitap vi& va van thu ca quan EVN/Dcrn vi co trach nhi0i 
kiem tra sr phu hap ve the thirc dm van ban triton khi trinh ngt.r6i co tham quyen 
k* 4113*. Truing hgp phat hien có sai sot, b(5 phan thu ky ho4c van thu ca quan 
EVN/Dcm vi thong bao cho Ban/Phong/dan vi chit tri sop thao de stia doi, b9 
sung dung quy dinh. 
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Dieu 8. KS,  van ban 
1. Tham quyen kS,  van ban dugc thuc hien theo quy dinh, 	phap luet, dieu 

le chirc & hoat deng; quy the/quy dinh lam viec; quy che phan cap hoc uS,  
quyen cua ngtthi c6 them quy'en; 

2. Cac van ban sir dung chir 14/ so luan chuyen tren he thong van phong 
dien tir la tai lieu chinh thirc c6 gia tri phap ly luu hanh trong nei be town Tap doan 
Dien luc Quoc gia Viet Nam; 

3. Sau khi da phat hanh van ban sir dung chir ky dien tir thanh cong tren he 
thong van phong dien tir, Phong/Ban chit tri c6 the trinh ky them van ban giay de 
km tit tai van thu co quan hoac van thu in tivc tiep van ban c6 chit 14,  dien tit de 
&mg dau phat hanh va luu trir tai van thu co quan; 

4. Lanh dao EVN/Dan vi, L'anh dao Ban/Phong dugc cap chit 14,  so c6 trach 
nhiem 14 chit ks, meu de dua vao he thong van ph6ng dien tir; 

5. Tnrong hgp can bo sung, hieu chinh van ban da dugc ngu?:ri c6 them 
guy& ky, Ban/Phong chu tri c6 trach nhiem bao cao giai trinh lei ngutri c6 tharn 
quyen da 14,  van ban de xin y kien chi dao; 

6. Khong dung but chi, bin muc do de 141 van ban gilay. 
Dieu 9. Ban sao van ban 
1. Viec sao cac van ban do Ngtrari dimg dau EVN/Don vi guy& dinh (trir 

nhimg van ban co dOng dau met, t6i met, tuyet met thuc hien theo quy dinh cua 
Nha mac va EVN ve quan 1St cong van, tai lieu met); 

2. Lanh dap Van phong EVN/Dcm vi hoc Twang phong T6 chirc hanh 
chinh/tong hop tai cac Don vi chi dugc ky sao y ban chinh cac van ban do co 
quan/dcm vi minh soan thao hoc kS,  ket (met so trueyng hop dec biet de dap img 
kip thiyi cho giai quyet cong viec khan cap cua EVN/Dcrn vi, thi co the ky sao y 
ban chinh cac van ban do EVN/dan vi ban hanh). Ban/Phong/ca nhan khi trinh ky 
sao y ban chinh, phai xuat trinh ban gec hoc ban chinh c6 dau do de d'ei chieu; 

, 3. Hinh thuc sao van ban bao gom: sao y ban chinh, trich sao va sao luc. 
Th thurc 	ban sao gomten co quan; so, ky hieu,ban sao; dia danh va ngay, thang, 
nam sao; ho ten va chit lcS,  cfia ngutri 	sao; dau cila co quan; nei nhen; 

Viec sao cac van ban dien tit thuc hien theo quy dinh tai Ithoan 6, Khoan 7 
Dieu 27 Quy dinh nay. 

4. Cac ban sao y ban chinh, ban trich sao va ban sao luc dugc thirc hieu 
theo dung quy dinh phap luet co gia tri phap ly nhu ban chinh; 

5. Ban sao chup ca dau va chit 14 dm van ban (ban photocopy) chi c6 gia 
tri thong tin, tham khao. 

Nhimg y kien but phe ghi ben le van ban chi sir dung trong nei bo co quan 
EVN/Don vi (khong dugc sao chip, chuyen phat ra ngoai co quan EVN/Dan vi). 
Truting hop nhimg y kien ghi ben le van ban can thiet cho viec giao dich, trao doi 
cong tac hay phat bieu chinh thirc vai co quan, ca nhan ngoai co quan EVN/Dom 
vi cac Ban/Phong dau moi dugc giao xir ly c6 nhiem vu the che hoe bang van ban 
hanh chinh de giao dich. 
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Dieu 10. Van ban ni)i b0 
Van ban not bi) la van ban do la'nh ciao cac Ban/Phong cua EVN/Dcm vi k9 

mang tinh chat thong bao, trao doi, xin y kien, tra 16i 9 kien gitta cac Ban/Phong 
thvc hien cac cong viac lien quan t6i linh vvc ma Ban/Phong chit tri. Cac loci tai 
lieu nay chi giri qua he thong van phong dien tir, khong giri ban giay. Ngtrasri k9 
cac tai lieu nay chili trach nhie'm truac LAnh dao EVN/Dan vi va phap lust ye not 
dung oh van ban. 

Myc II 
QUAN LY VAN BAN 

Dieu 11. Quin 1ST van ban, 1#p hO so* va nOp 	hO sa, tai lieu vao lit u 
tril co* quan 

1. TAt ca van ban den co quan EVN/Don vi phai dugc quan 19 tap trung, 
thic,•ng nhAt tai Van thu co quan EVN/Dcm vi de lam thit tic tiep nhan, clang k9, 
trir nhfing loai van ban c6 dAu chi cac mirc de) Mat dirge dang k9 rieng theo quy 
dinh cua phap lust va Quy dinh nay. Nhirns van ban den khong dugc clang k9 tai 
Van thu co quan EVN/Dcm vi (khong c6 dau va so ding van den hoac khong xuat 
phat tir tai khoan van phong din tir &la Van thu co quan EVN/Dan vi), cac 
Ban/Phong, ca nhan lien quan khong c6 trach nhiam giai quy6t; 

2. Van ban den, van ban di ngay nao phai dugc dang ky hoac chuyen giao 
trong ngay, cham nhat la ngay lam viac tiep theo. Van ban den co dung dau chi 
cac mix del khan: "Hoa toe", "Thugng khan", "Khan" (sau day ggi chung la van 
ban khAn) phai dugc clang k9, trinh va chuyen giao ngay qua van phong dien tir 
sau khi nhan dugc. Cac loai van ban di khan phai dirge hoan thanh thit tic phat 
hanh va chuyen phat ngay sau khi van ban dugc ngu6i c6 thAm quyn k9; 

3. Van ban, tai lieu c6 not dung mang bi mat Nha nithenganh Gong 
Thirang, mat EVN/Dcm vi (sau day g9i tat la tai lieu mat) dugc dang k9, quan 19 
theo quy dinh cua phap lust hien hanh ye bao ve bi mat nha nuac va theo Quy 
dinh nay; 

4. Ngtreyi dugc giao giai quy6't, theo doi cong viec &la co quan EVN/Dcrn 
vi (g9i chung la Ca nhan) c6 trach nhiam lap h6 so ve ding viec dugc giao va nOp 
ltru ho so, tai lieu vao luu tar' co quan (ca he) so din tir va h6 so giay). Ho so dugc 
lap phai dam bao cac yeu cau sau: 

a) Phan anh dung chirc nang, nhiam vi cita co quan EVN/Dan vi, diing 
cong viac ma ca nhan dugc giao chit tri giai quyet; 

b) Van ban, tai lieu trong moi ho so phai day du, hoan chinh, co gig tri phap 
19, co moi lien he chat chd vai nhau va phan anh dung trinh to dien bien cUa van 
de, sr viac hoSc trinh to giai quyet cong vi&. 

5. HO so, tai lieu ni5p vao ltru tit ca quan EVN/Dcm vi phai du thanh phan, 
dung thoi han va thit tic quy dinh. De dam bao tinh toan ven, dAy du cac thanh 
phan tai lieu cua ho so ding viac, Tap down quy dinh trong qua trinh giai quyet 
cong viesc tat ca cac van ban, ho soy tai lieu, bien ban, 0 trinh, phi6u y kien, cac 
chimg tir,... co lien quan den qua trinh giai quyet cong viac deu phai dugc Ban/ca 
nhan dugc giao chit tri scan bo sung vao ho so din tir va cap nhat bo sung vao ho 
so giay (neu co) khi giao ne•p; 
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6. H6' sa tai lieu dm co quan EVN/Dcm vi phai dugc ltru gift, bao,ve, bao 
quan an town, nguyen,ven va sir dung dung myc dich trong qua trinh tiep nhan, 
chuyen giao, giai quyet cong vies; 	, 

7. Nguyen tac quan van ban den co quan EVN/Don vi 
Van ban den dugc phan loci so bo thanh 3 loai:,  
a) Loai can clang kji vao van phong dien tit: Gom cac van ban giri den,  co 

quan EVN/Dan vi ghi ten EVN/Dcm vi hoAc van ban 	trirc tiep cho cac &Ong 
chi lanh dao EVN/Dan vi/ca nhan nhung có ni)i dung lien quan den c,ong viec cua 
co quan EVN/Don vi deu phai dugc nguoi nhan/nai nhan chuyen ye Van thu co 
quan EVN/Don vi a dang14 quan V, tap trung theo dung quy dinh cua phap luat. 

b) Logi bi tint có kj) hieu ye clO mat hoac có ghi chi' "chi nguai có ten mai 
cluvrc boc bi": 

Tat ca tai lieu mat bat cu tit nguos  n nao gin den, deu phai qua Van thu co.  
quan EVN/Don vi vao so "Tai lieu mat den" de theo doi rieng, slang ky vao van 
phong dien tit nhung khong dinh kern file van ban. Van thu khong dugc boc bi 
ma phai ghi so chuyen,giao ngay cho ngueri dirge giao trach nhiem (CVP/PCVP 
EVN/Dan vi) giai quyet. 

Trutmg hcip bi thu co dau "chi ngueri ,co. ten mcji clupy boc bi" hoac ghi ten 
rieng, Van thu co quan EVN/Dan vi vao so va chuyen giao ngay den ten ngirei 
nhan hoAc Bo phan thir14/giup viec de 14 so giao than. 

c) Tiep nhan, chuyen giao, xir ly va hoan tra dien mat to Van phong Trung 
trang 	cac loci dien mat cua Van phong Trung trang Dang, sau khi trinh 
nguoi co tham quyen de chi dao giai quyet, phai Ten hanh thu hoi ban chinh de 
giao nOp tra lai cho Van phong Trung uong Dang theo quy dinh so 06/QD-VPTW 
ngay 01/6/2017 dm Van phong Ban chap hanh TW ve viec quy dinh the dO sir 
dyng va quan ly dien mat cila cac co quan TW. 

d) Logi vao so chuyen nhung khong boc bi: g'om cac bi thu ghi ten rieng 
cua lanh dao, bi thu ghi ten Ban/PhOng, thu ca nhan dugc giri den co quan 
EVN/Dan vi. 

Nhang van ban den do cac ca nhan va don vi nhan tryc tiep CO ni)i dung 
lien quan den ding viec deu phai chuyen lai van thu co quan EVN/Dan vi de dung 
dau den va (rang 14 van ban den vao van phong dien tir theo quy dinh. 

8. Nghiem cam cac hanh vi sau: 
a) Cho nguari khac sir dyng tai khoan va mat khau cua minh de chi dao, dien 

hanh, phan ding xir ly van ban hoAckST so phat hanh van ban. 
b) Thay doi, xoa, hity, sao chyp, tiet 10, hien thi, di chuyen trai phep mot 

phan hoAc toan b0 not dung van ban; can tra hoAc ngan chA.'n trai pile') qua trinh 
truyen, giri nhan van ban tren he thong van phong dien 

c) Phat tan thu rac va virus vao he thong phan mem van phong dien tir. 
Dieu 12. Giri, nh4n van ban 002 EVN va cac dun vi 
1. Doi veri danh myc van ban phai giri ban giay 
a) De dam bao cho viec xir ly van ban dugc chinh xac va khong bi ch6ng 

cheo, EVN quy dinh viec chuyen phat van ban gift EVN den cac don vi, giva cac 
don vi voi nhau va ngugc lai chi giri duy nhat 01 ban ve dung ten, dia chi oh don 
vi dugc nhan van ban. 

10 



b) De tit giam chi phi trong viec giri nhAn van ban di, Tap down quy dinh 
tat ca cac Ban/Don vi/ ca nhan,tiep nhan van ban/Si kien chi dao tren van phong 
dien tir nghien ciru giai quyet ding viec kip th6i. Van phong EVN/Dar! vi chi 
giri ban giAy (loai phai giri ban giay) den cac don vi 1 Fan/tuan (giri vao cuOi ngay 
thin Sau hang tuan-trir cac van khan) de luu ho so cong viec theo quy dinh. 

2. DM voi van ban dien tir 
Co quan EVN/Don vi sir citing triet de he tilting van phong dien tir trong 

viec tip nhAn, xir 1S, van ban di - den, lap ho so cong viec Ord cac loai van ban 
mat va van ban thu6c danh muc khong pho bien) nham dam bao viec chi dao dieu 
hanh gift EVN voi cac don vi luon kip th6i, nhanh chong, chinh xac, ti fet giam 
chi phi va nang cao rang suat lao d6ng. 

Dieu 13. Trinh ttr quin1S,, giii quyet van ban den 
Quy dinh ve trinh tir quan 1ST, giai quyet van ban den luu do 1 kern theo Quy 

dinh nay, cu the nhu sau: 
1. Van thu co quan EVN/Don vi chiu trach nhiem ti6p nhArilkiem tra, dong 

dau cong van an, cap so cong van an, nhAp may, scan day du not dung van ban, 
ky so van thu va dinh kern file van ban vao he th6ng van phong dien tir (nu la 
van ban den bang ban giAy); ti6p nhAnikiem tra cac van ban dien tir den qua he 
th6ng van phong dien tir truoc khi dua vao he th6ng van ph6ng dien tir de trinh 
ngueri có tham quyn (lanh dao EVN/Dan vi; Chanh Van phong/hoAc ngd6i dugc 
dy quyen) cho y kien chi dao hoc phan phoi van ban; 

2. CAn cir vao phan cong nhiem vu trong Lanh dao EVN/Don vi va chirc 
nang nhiem vu cda cac Ban/Pheng, CVP/PCVP EVN/ Dan vi (hoAc ngueri duac 
ay quyen) xem xet, phan phoi van ban tren he thong van phong dien tir de trinh 
ngueri có tham quyen hoc chuyen cac Ban/Pheng giai quyet theo chirc nang 
nhiem vu duac giao; 

3.,  Lanh dao EVN/Don vi; Lanh dao Ban/Van phong xem xet van ban va 
cho kien chi dao tren he thong van phong dien tir; 

4. Van thu co quan EVN/Dan vi có trach nhiem km town b6 van ban den 
trong mot nam tai Van thu co quan (trir van ban có &Mg dal' chi cac muc d6 mat). 
Cu6i nam, can cu vao ho so dien tir do cac Ban/Pheng/CBCNV lip, nguiyi &fix 
giao nhiem vu chiu trach nhiem thu,thAp va hoan thin ho so theo quy dinh (ho so
giay, giAy, ho so dien tir phai &mg b6 thong nhat va cep gia tri nhu nhau); 

5. Lanh dao Ban/Phong thuong xuyen truy cap nhAn van ban tir van phong 
dien tir phan cong CBCNV hoc nghien ciru, trien khai cong viec kip th6i; 

6. CBCNV thuimg xuyen kiem tra de nhan van ban tren van phong dien tir, 
nghien ciru, trien khai thtrc hien dam bao kip th6i, hieu qua; 

, 	7. Khi nhan chrac ban chinh 	ban Fax, van thu co quan lam thd tvc dOng 
dau "DEN" ghi so va ngay den (s6 den va ngay den la s6 thir tkr va ngay, thong, 
nam da dang kS,  a ban Fax) va bo sung vao ho so tap luu van ban den tai van thu. 

Dieu 14. Tiep nh4n, clang ksr van ban den 
1. Van thu co quan (hoAc bao ve co quan chiu trach nhiem tiep nhAn van 

ban n*oai gi6 hanh chinh, ngay nghi, ngay le) dupe giao nhiem vu tiep nhAn van 
ban an phai yem tra so be, ve so lugn,g, tinh tang bi, nai nhan,,dau niem phong, 
cac cap d6 khan, mat (neu co) v.v... Neu phat hien thieu hoc mat bi, tinh trang bi 
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khOng nguyen yen hoc chuyen den muon hors thai gian ghi tren bi phai bao ngay 
cho nguai co trach nhiem va kern theo ky xac nhan cua nguai chuyen giao van 
ban. 

Dal vai van ban den dugc chuyen Oat qua may Fax hoc qua van phong 
dien dr, Van thu co quan phai kiem tra ve so lugng van ban, so lugng trang cua 
moi van ban, cac phi lyc kem theo v.v... truang hop phat hien CO sai sot, phai kip 
tiled thong bao cho noi giri. Cac ho so du thau/don thu can ghi them thed gian tiep 
nhan ho so. 

2. Van thu khong dugc b6c bi cac loaf bi van ban den sau day: 
a) Cac bi van ban ghi ten cu the gdi cho ca nhan, cac Ban/Phong, to chirc 

Dang, Cong doan ...trong co quan EVN/Don vi. 
b) Doi vai bi van ban gui dich danh nguai nhan, neu not dung la van ban 

lien quan den cong viec chung dm co quan thi ca nhan nhin van ban c6 trach 
nhiem chuyen cho Van thu co quan de lam thil tic dang 14 van ban den. 

c) Cac bi van ban mat CO d'Ati"TUYT MAT"; "TO' MAT"; "MAT" hoac 
co kS,  hieu bang chit: A, B, C va dong Au "Chi nguai CO ten mai dugc b6c bi" thi 
van thu co quan clang ky so ngoai bi vao so dang 14 van ban den va chuyen den 
nguai dugc giao trach nhiem (Chanh Van phong/nguai dugc uy quyen) hoc 
nguai c6 ten tren bi. Viec boc bi van ban mat dugc thyc hien theo quy dinh tai 
Thong to so 33/2015/TT-BCA ngay 20/7/2015 oh BO C6ng an huang dan thyc 
hien Nghi dinh so 33/2002/ND-CP ngay 28/3/2002 dm Chinh phu va Quy dinh 
nay. 

DOi vai cac van ban c6 &mg diu chi cac cap dO: mat, khin, thugng khan, 
hoa tOc, hea tOc CO hen gia phai trinh rived c6 thim quyen ngay sau khi nhan 
dugc van ban. Neu cac van ban nay gui den co quan.EVN/Dcm vi ngoai 	hanh 
chinh, nhan vien bao ve co quan c6 trach nhiemkiern tra, kS,  nhin va bao quan 
can mat trong to sat co khoa d8ng thai phai g9i dien bao cao ngay cho nguai duce 
giao trach nhiem de giai quyet kip thai. Cac loaf van ban khac, nhan vien bao ve 
c6 trach nhiem tiep nhan va gat gin can thin de dau gia ngay lam viec horn sau 
ban giao lai cho van thu co quan. 

d) Cac h8 so du thau. 
3. Van thu co quan boc cac loci bi van ban girl den co quan EVN/Don vi 

(trir cac van ban dugc quy dinh Khoan 2 Dieu nay) va lam thii tic clang 14 van 
ban vao van phong dien tit. Khi boc bi phai thyc hien theo huang dan sau: 

a) Nhang bi c6 &rig cac dau dO khan, thugng khan... can dugc boc truck 
de giai quyet kip thai; 

b) Khong gay hu hai doi vai van ban trong bi; khong lam mat so, 14 hieu 
van ban; dia chi co quan gui va &Au buu dien; can kiem tra lai bi tranh de sot van 
ban; 

c) DOi chieu so, 14 hieu ghi ngoai bi vai so, ky hieu dia van ban trong bi. 
Truang h9p,  phat hien c6 sai sot, phai thong bao cho noi gui biet giai quyet; 

d) Neu van ban giri den c6 kern theo phial giri thi phai doi chieu bi vai 
phieu giri; khi nhan xong phai ky xac nhan vao phieu gui va giri tra lai cho not 
giri van ban; 
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e) D6i vai clan thu khieu nai, to cat) va nhimg van ban can dugc kiem tra, 
xac minh hoac doi chieu khi xir 1/ thi phai gift lai bi va dinh kern vai van ban de 
lam bang chimg. 

4. Dong dAu "DEN" (Mau dAu den dugc quy dinh tai 'Thong to 07/20,12/TT-
BNV ngay 22/11/2012 cita130 not vv) vao khoang tong duqi mvc trich yeu hoac 
khoang tong duai dia danh va ngay, thing, nam van ban ke ca van ban Fax (trir 
hod don, chung tut ke toan). 

5. Van thu có trach nhiem lam thit tic tiep nhan va chuyen cho kiem soat 
vien EVN/Dan vi cac tai lieu, ding van, gidy ter, thu tin theo quy dinh. 

Dieu 15. Trinh, chuyen giao, xir ly van ban den 
1. Viec luan chuyen van ban den trong ca quan EVN/Dan vi phai thtrc hien 

trong ngay, cham nhat la ngay lam viec tiep theo. Cdc Ban/Phong/cd nhan phai 
thuerng xuyen kiem tra he th6ng van phong dien to de kip then xir 1S,  van ban den 
va lap ho so dien to theo quy dinh; 

2. Cdc van ban giri den ca quan EVN/Dcm vi tir: Ban Bi thu, Ban Hang, 
Qu6c hOi, Chu tich nuoc, Chinh phu, Thu twang Chinh phu se trinh Chit tich 
HDTV/ Chu tich Cong ty; tit Van phong Chinh phu, Van phong Chit tich ntroc, 
Van phi:mg Qu6c hOi, BQ Cong an, BO Cong Thucmg, Thanh tra Chinh phu hoac 
twang cluing thi teen ca soy thAm quyen, phan cap hien hanh cua EVN/Dan vi, Van 
phong EVN/Dan vi se trinh Chit tich HDTV (co HDTV), Chit tich Cong ty hoac 
TGD EVN/TGD/Giam d6c Don vi qua van phong dien tit (trir van ban mat). Doi 
vai cac van ban quan trong lien quan den viec dieu hanh, Van phong EVN/Dan 
vi giri TGD va (long thai chuyen Ban TH-HDTV de bdo cat) Chit tich/Thanh vien 
HDTV (don vi co HDTV); 

3. Truing hgp van ban chuyen den nhAm dia chi, chirc nang, ngtreci nhan 
CO trach nhiem chuyen tra lai ngay cho van thu ca quan EVN/Dan vi de chuyen 
dimg dia chi; khong dugc chuyen trkrc tiep cho Ban/Phong khdc; 

4. Van ban den dugc giao cho cac Ban/Phong hoac ca nhan giai quyet can 
cir vao )", kien chi ciao ctia Nguai CO than' quyen va chirc nang nhiem vu dugc 
giao; 

5. Ban/Phong/cd nhan tiep nhan van ban va cac )", kien chi dao (tren van 
phong dien to hoac ban giAy d6i vai van ban theo danh mvc) de nghien cfru trien 
khai thkrc hien va lap ho sa cong viec theo quy dinh. Cac Ban/Phong/cd nhan ph6i 
h9p chi nhan van ban tren he thong van phong dien to (file pdf hoac ban chit 14r 
dien dr). 

6. Vic giao than van ban giAy trong ca quan EVN/don vi phai dugc the 
hien tren so giao nhan va co 14 nhan. 

Dieu 16. Giai quyet va theo doi, don dific vigc giai quyet van bin den 
1. Can cu not dung dm van ban den, lanh dao EVN/Dcm vi giao cho mot 

Ban/Phong hoac mot ca nhan giai quyet. Doi yen van de phirc tap co the giao nhieu 
Ban/Phong phoi hgp giai quyet nhung phai co Ban/Phong chit tri va giai quyet. 
Ban/Phong/cd nhan chit tri có trach nhiem lap ho so cong viec (dien tit va giay) 
theo dung quy dinh; cac Ban/Phong/cd nhan ph& hgp CO trach nhiem gui y kien 
dung thai gian quy dinh (trong truing hgp het thai han tra 16i ma Ban/Phong/cd 
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nhan ph6i hqp khong girl y kien thi coi nhu dong y va phai ding chiu trach nhiem 
ve not dung van ban ma Ban/Phong/ca nhan chit tri soan thao phat hanh). 

Hang thing he thong van phong dien to se tir d6ng thong ke tinh hinh giai 
quyet van ban den trong thing (da dugc giai quyet/chua dugc giai quyet), tinh 
tang lap h6 so ding viec bao cao ngtr6i c6 tham quyen danh gia muc d6 hoan 
thanh nhiem vu va la car s6 danh gia diem thanh tich ca nhan trong thing. 

2. Chanh Van phong EVN/Dan vi hoac Tnxong phong T6 chirc Hanh 
chinh/T6ng hop cua cac dan vi (hoac nguai dugc uy quyen) thkrc hien nhang cong 
viec sau: 

a) Xem xet toan b6 van ban den, can cu vao Quy the/Quy dinh lam viec, 
phan cong nhiem vu trong lanh dao don ,vi va chirc nang nhiem vu 	cac 
Ban/Phong de chuyen phan ph6i van ban den tren van phi:mg dien tir. 

b) Theo doi, don doc viec giai quyet van ban den dm cac Ban/Phong, ca 
nhan va cac darn vi theo th6i han quy dinh. 

3. Ban TH c6 nhiem vu theo doi, don doc cac Ban/Don vi trong thkrc hien 
chi dao cna HDTV, Chu tich HDTV, cac Thanh vien HDTV. 

4. 4. Lanh dao Ban/Phong co trach nhiem truy cap he thong van phong dien 
tir de tiep nhan va chi dao, phan ding, theo dOi, don doc giii quyet cong viec dam 
bao theo tien d6 dugc ngtroi co thAm quyen giao. 

5. Dinh kST hang nam Van phong EVN/Dan vi se in Danh muc h6 so da giai 
guy& xong cua CBCNV va yeu cau giao nap ho so ding viec vao km MI co quan 
theo quy dinh cita Lust km trit (quy trinh quan ly cong van va ho so cong viec 
dugc the hien teen ltru do 4). 

Dieu 17. Trinh tir phat hanh van ban di 
Trinh to quan 1/ van ban di dugc the hien teen km do 2, cu the nhu sau: 
1. Dang kS,  phat hanh van ban: ngu6i soan thao van ban thkrc hien clang 14,  

phat hanh van ban di ten N thong phan mem van phong dien tir: dienclay chi cac 
thong tin chzi yeu czia van ban nhu: ky hieu, logi van ban, ngtreei 19",, nguoi cluyet 
not dung, trich yeu van ban, not nhan, phzic dap cho so van ban den nao (neu co), 
chon luu vao ho so. cong viec dien to dang giai quyet...vao phan mem van phong 
dien tir (trir cac loci van ban mat khong cap nhat 1 'en N th6ng van phong dien tir); 

2. CAp so, phat hanh van ban: Van thu can cir vao ban goc van ban da dugc 
Ngtr6i c6 tham quyen ky (k)", so/kS,  trkrc tiep), ch9n dung van ban cac Ban/Phong 
&A clang 14 de kiem tra tilt& khi cap so va hoan tat thu tyc phat hanh theo quy 
dinh; 

3. EVN/Dan vi khong phat hanh van ban giAy den cac don vi/ca nhan dugc 
nhan van ban (ngosi frit van ban mat va cac loci van ban thu6c danh muc phai gin 
ban giay). Don vi/ca nhan truy cap van phong dien tir de tiep than van ban chi 
dao cua EVN/Dan vi va trien khai thirc hien. 

Dieu 18. Nhan ban, dung &Au co' quan va dAu chi mu'c dq khAn, mat 
1. Cac,van ban da dugc ngtr6i c6 tham quyen (doi voi danh myc van ban 

khong sO), cac Ban/Ph6ng c6 trach nhiem dang nhap cac thong tin vao van 
ph6n4 dien tir va chuyen ban *6c cho Van thu co quan. Van thu car quan c6 nhiem 
vu kiem tra, cap so va trtrc tiep nhan ban, thing dau phat hanh (theo s6 luting tai 
nai nhan va cac dien, lchoan dm van ban quy dinh). 
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2. Novi nhan phai dugc xac dinh cu the trong van ban tren,nguyen tac van 
ban chi gin den ca quan, to chirc, don vi c6 chlic nang tham guy& giai quyet, to 
chirc thkrc hien, ph6i hop thtrc hien, bao cao, khong gfri vucyt cap, khong gfri nhieu 
ban cho mOt cr6i tugng. 

3. Viec nhan ban van ban mat dugc thtrc hien theo quy dinh tai Khoan 1, 
Dieu 8 Nghi dinh so 33/2002/ND-CP ngay 28/3/2002 cua Chir,th pima quy dinh chi 
tik thi hanh Phap lenh Bao ve bi mat nha nu6c; Thong tu so 33/2015/TT-BCA 
ngay 20/7/2015 dm BO Cong an; cac van ban hien hanh khac c6 lien quan va cac 
sira doi, bo sung thay the sau nay. 

4. Dong dau ca quan 
a) D'Au dong len van ban giAy c6 chit 14, thi dau phai tram len khoang 1/3 

chir 14 ve phia ben trai. 
b) Dau dong phai ro rang, ngay ngin, dung chieu va dung mau mac &Au 

theo dung quy dinh. 
c) Dong dau vao phv lac kern theo (viec (tong dau len cac phv lac kern theo 

van ban chinh do ngtr6i 14 van ban quyet dinh va dau dugc &mg len trang dau, 
trim len mOt phan ten Tap doan/dcm vi hoac ten dm phv lac. 

d) Dong &Au giap lai (viec dong dau giap lai doi v6i van ban, tai lieu chuy8n 
nganh va phv lac kern theo: Dau dugc dong vao khoang gift mep phai oh van 
ban hoac phv lac van ban, trim len mOt phan cac t6 giay, moi dau khong qua 05 
trang). 

5. Dong dau dO khan, mat 
a) Viec dong dau cac dO khan (KHAN, THLJ'QNG KHAN, HOA TOC, 

HOA TOC ITN GIG) tren van ban hanh chinh dugc thirrc hien theo quy dinh tai 
Diem b, Khoan 2, Dieu 15 Thong tu so 01/2011/TT-BNV. 

b) Viec &rig dau cac dO mat (MAT, TOI MAT, TUYET MAT) va dau thu 
hOi dugc khac san theo quy dinh tai Mvc 2, Thong tu so 33/2015/TT-BCA ngay 
20/7/2015 dm BO Cong an huOng d'an thtrc hien Nghi dinh so 33/2002/ND-CP 
cfra Chinh phi' quy dinh chi ti6I thi hanh Phap lenh Bao ve bi mat Nha nuerc, Quy 
dinh nay va cac van ban hien hanh khac có lien quan. 

c) Vi tri dong dau do khan, &Au do mat va au pham vi kru hanh (TRA LAI 
SAU KHI HQP, XEM XONG TRA LAI, WU HANH NOI BQ) tren van ban 
dugc thtrc hien theo quy dinh tai Diem c, Khoan 2, Dieu 15 Thong tu so 
01/2011/TT-BNV. 

Dieu 19. Thii tyc Oat hanh, chuyen Oat va theo dill van ban di , 
, 1. Van thu co quan can,ltra chon bi thu, hoan thien dia chi, dong dau dO 

khn, dau 14 hieu dO mat va dau khac len bi thu (neu c6); 
2. Chuyen phat van ban di (loci van ban phai trinh 14 ban 0y) , 

, a) Nhang van ban da lam day du cac thutvc hanh chinh (cap so, dau, scan, 
14 so) phai dugc Oat hanh ngay qua van phong dien tu; 

b) Doi \Teri nhang van ban "HEN GId", "HOA TOG", "KHAN", 
"THONG KHAN" phai dugc phat hanh ngay sau khi lam day du cac thil tvc 
hanh chinh; 
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c) Van ban di dugc chuyen phat qua buu dien phai dugc dang14 vao s6 gin 
van ban di buu dien. Khi giao bi van ban, phai yeu ceu nhan vien buu dien kiem 
tra, 14 nhan vao so. 

3. Chuyen phat van ban trong not b9 ca quan EVN/Dom vi: khong giri ban 
giay trong not b9 co. quan EVN/Don vi, trir mot so loci van ban sau: Van ban met; 
van ban lien quan den nhan skr (dieu d'9ng, bo nhiem, nang lucmg, khen thuemg, 
kS7 Wet, ctr di nu8c ngoai, dau thau, clirr toan); cac chimg tir thanh quyet toan; bier' 
ban lam viec, h9p (long do EVN va cac dan vi 14 ket yen cac doi tac (Quy trinh 
quan 1Sr van ban not b9 tai ltru do 3). 

4. Viec giri chuyen phat nhanh van ban, tai lieu ra nu& ngoai phai c6 3% 
ki6n phe duyet bang van ban dm Thu tnrong co quan. 

5. Viec chuyen pilaf van ban Met dugc thkrc hien theo Nghi dinh so 
33/2002/ND-CP ngay 28 thang 3 nam 2002 dm Chinh phu va Thong to so 
33/2015/TT-BCA ngay 20/7/2015 dm B9 C8ng an va Quy dinh nay. Cac loci van 
ban met, Ban/Phong (hoec ngtrai) phat hanh phai trirc tiep cho vao bi, dan kin, 
ghi so ding van va ngay thang ban hanh van ban ra ngoai bi, ghi 1'8 dia chi ngtreri 
nhan van ban do va de nghi van thu co quan giri theo the d9 tai lieu mat. 	, 

, 6. Cac truerng h9p van ban, giay meri thu9c dien khan hoc theo yeu cat' can 
chuyen gap ciia ngueri co them quyesn, cac Ban/Phong/ca nhan soan thao van ban 
do phai chiu trach nhiem fax (d6i voi dan vi khong trong pham vi ket not van 
phong dien tir cila EVN/Don vi) va g9i dien thong bat) cho don vi/ngueri nhan de 
bie't truac not dung lam viec. 

7. Truemg hop dec biet, neu can nhan van ban trgc tiep, ngueri nhan van ban 
phai co giay gieri thieu va phai dugc ngueri c6 them quyen (CVP/PCVP) dOng 
tru.6c khi 14 nhan vao so chuyen giao van ban di dm van thu co quan. 

8. Van thu co quan c6 trach nhiem gui phat hanh tat ca cac loci van ban do 
co quan EVN/Dan vi ban hanh. De dam bao cho van ban giri di dugc chinh xac, 
day &I, kip tiled va dung dia chi, trong qua trinh giri,  di, ngtred dugc phan cong 
phai c6 nhiem vu kiem tra lai tong the van ban nhu: so, 14 hieu, ngay thang nam, 
deu, not nhan van ban va hoan thien dia chi giri not nhan. 

Nhang van ban buu dien tra lai (do khong c6 ngtroi nhan, thay doi dia 
chi,...) phai lien he ngay vai Ban/Phong deli m6i soan thao phat hanh van ban do 
de tra soat,hoan thien ngay dia chi va giri lai (de tranh bi muon can fax truck khi 
gui ban giay) va ghi chu vao so giri van ban di de kiem tra, xac minh khi can thiet. 
Truemg hop phat hien van ban bi that lac, phai kip thai bao cap lanh dao xem xet, 
giai quy6t. 

9. Quy dinh N4 viec giri file van ban trinh Chinh phU, Thu ttromg Chinh phU: 
a) Tat ca van ban EVN trinh, bao cao Chinh phu, Thu tuong Chinh phi' (trir 

cac van ban có not dung M4t), sau khi da' dugc Lanh dao EVN 14 duyet de phat 
hanh, ngoai b9 ho so giay deu phai dinh kern file dien tir dm toan b9 ho so trinh 
tren he thong van phong dien tir de Van phong EVN giri bang &rang truyen rieng 
toi Chinh phil. Trir cac linh vi,rc cong viec chuyen mon do cac Ban chuyen mon 
thu9c Co quan EVN (Ban KH, TC&NS, VT&CNTT) dugc giao gui bao cao thirc 
hien. 
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b) Ban/Don vi/ca nhan Oat hanh chiu trach nhiem ve tinh chinh xac gitta 
n8i dung dm file van ban va ho so kem theo ducic giri ve Van phong EVN so vai 
ban giay da &roc Lanh dao EVN 14 duyet de ban hanh; dOng theri phai chiu trach 
nhiem ye tien de ding viec cua EVN (neu xay ra ski cham tre do viec khong thtrc 
hien giri file hoc giri file ho so trinh khong day du theo dung quy dinh). 

Dieu 20. Liru van ban di 
1. D6i vai van ban giay: M6i van ban di phai luu hai ban: Ban g6c hru tai 

Van thu co quan EVN/Don vi co chit 14 trtrc tiep, chit 14 tat cua ngutri có tham 
quyen; 01 (met) ban chinh luu tai ho so cong viec cua ngueri &roc giao nhiem vu 
theo doi, giai quyet ding viec do. Truing hop phap luat sau nay có quy dinh khac 
thi thkrc hien theo quy dinh do. 

a) Cac loci hop dong/bien ban nghiem thu/thanh ly &roc co quan EVN/Don 
vi ky ket \Teri doi tac trong va ngoai ntrac deu phai duot van thu co quan cap so, 
&mg dau va luu tat 01 ban tai van thu co quan theo quy dinh cua phap 1114; 

b) Cac van ban, tai lieu phat sinh trong qua trinh giai quyet cong viec thtrc 
tien cua cac Ban/Phong (bien ban, to trinh, phieu trinh, phieu xin y kien, cac chUng 
tir, bien nhan...) CO lien quan deu phai thtrc hien luu trir ho so theo quy dinh tai 
Khoan 5 Dieu 11 quy dinh nay. 

2. Doi voi van ban dien Khi phat hanh ten he thong van phong dien tit, 
Van thu EVN/Don vi phai in 01 ban de (long dau luu trir tai van thu theo quy dinh. 

3. Ban chinh va ho so kern theo (neu CO) se ducYc van thu co quan giri tra 
lai cac Ban/Phong phat hanh van ban de giao nguai chit tri lap va luu ho so cong 
viec. 

4. Tap luu van ban tai van thu co quan EVN/Don vi phai &roc sap xep theo 
thir to clang 14 trong so dang 14 van ban di tren van phong dien dr; viet bia ho so, 
bien mtic hoan thin h6 so va dinh kS,  hang q4 phai giao nap cho luu trit co quan 
km theo quy dinh (co bien ban giao nhan). 

5. Viec cap so, nhan ban, giri ph& hanh, km tru, bao quan va sir dung ban 
luu có dOng dau d8 mat &roc thkrc hien theo quy dinh hien hanh cua phap luat. 

6. B6 phan Van thu - Luu tat co quan EVN/Don vi có trach nhiem lap so 
theo dOi va phuc vu kip thai yeu cau sir dung ban luu tai co quan theo quy dinh 
cua phap luat va EVN. 

Muc III  
QUY DINH YE TRiNH KIEM SOAT, Id' VA BAN HANH 

VAN BAN se DUNG CHU' KY SO TREN HE THONG VAN PHONG 
DIEN TU TRONG TAT DOAN DIEN LIX QUOC GIA VIET NAM 

Dieu 21. Quy dinh chung 
1. Tat ca CBCNV cua Co quan EVN/Don vi deu phai xir 15,  cong viec theo 

chirc nang, nhiem vu &roc giao hoan toan ten van phong dien tir (trir van ban co 
cac cap dO Mat); 

2. Lanh dao EVN/Don vi 14 so cac van ban cua EVN/Don vi phat hanh de 
chi dao dieu hanh, trir cac van ban &roc quy dinh chi tiet tai Phu luc 9 Quy dinh 
nay; 

17 



3. Truemg h9p he thong van phong dien tir bi loi, cac van ban dp dung chit 
14r so dugc trinh ky phat hanh bang hinh thirc ban giay theo quy dinh. 

4. Tat ca van ban den ngoai he thong van phong din tir, Van phong co quan 
EVN/don vi tiep nhan, scan day du not dung van ban, cap nhat thong tin vao cac 
trung du lieu va sir dung chit lqr so dm co quan dugc cap rieng cho Bo phan Van 
thu Co quan EVN/Don vi de 14r, sau do chuyen file scan len he thOng van phong 
dien tir; 

Ban giay van ban dn, Van thu co quan EVN/don vi se luu tap trung tai 
Van thu co quan. 

5. Van ban tren N thong van phong din tir la tai lieu c6 gia tri phap13% theo 
quy dinh cua phap luat va EVN, dugc luu hanh trong Tap doan Dien Ikrc Quoc gia 
V* Nam va cac don vi lien quan; 

6. Thai gian giai quyet ding vic: 
a) Mac dinh la 15 ngay lam v* va dugc tinh tir khi van ban dugc chuyen 

den tai khoan cita ca nhan chi tri xir ly (trir theri gian xin y kie'n dm HDTV). 
b) DOi \red cac van ban c6 thai han giai quyet cu the thi se dugc lanh dao 

Tap doan/dcm vi va lanh dao Ban/Phong xac dinh theri gian xir ly tuang 
c) vOi cac van ban c6 thai han giai quyet cham hem so \raj quy dinh, 

can c6 giai trinh cu the V/ do va phai dugc lanh dao don vi chap thuan 
7. Cong vi& hoan thanh: 
a) COng viec cua Ban/Phong hoac Chuyen vien/nhan vier' chi tri dugc coi 

la da hoan thanh khi dap Ung du diet' kin sau: 
- Van ban da dugc Ngueri c6 tham quyen14,  duy't va van,thu Co quan Tap 

doan/Dcm vi cap so, pith hanh theo quy dinh (doi voi van ban lay so). 
- Cac nh*n vu cong viec dugc giao hoan thanh dung tie'n dO, dam bao chat 

lugng hi'u qua, dung quy dinh va dugc ngued giao viec dOng y ve not dung d 
xuat (doi v6i nhiem vu cong viec dugc giao not b0); 

b) Ngtreri chi tri c6 trach nhi@n xac thk.rc v6' k6t qua hoan thanh cong vie;c 
dugc giao ten he thong van phono din 

8. Nguyen tac cong nhan ket qua hoan thanh cong v*: 
a) Lanh dao T4p doan/Don vi cong nhan ket qua hoan thanh cong vi& cua 

Ban/phong; 
b) Lanh dao Ban cong nhan k6t qua hoan thanh ding vi& cua CBCNV 

thuOc pham vi, linh vyy cong visc dugc phan cong phi trach. CO trach nh*n chi 
dao v* 14p hO so (din tir + giay), giao nOp vao 1uu tit co quan theo quy dinh. 

9. Cap nhat trich y6u not dung van ban vao truerng gift lieu teen giao din 
van phong din tir phai chinh xac so yen trich yeu dm van ban, dam bao day du 
n'Oi dung file va cac phi lye dia van ban; 

10. D6i voi cac van ban dugc scan dO phan giai thong nhAt trong khoang 
200-250dpi va the dO den tang; dat ten file theo dinh clang pdf va quy chuan 
nhu sau: so van ban va ky hi'Oviet tat ten don vi; 

11. Phuong thirc giri nhan cac van ban clang khan: to dOng dugc gui vao 
email va tin nhan (EVN/CT/130 phan CNTT se cau hinh teen van phong diet tir 
theo yeu cau cua ngueri sir dung) den ngueri dugc giao chit tri giai quyet; 

12. Ngueri sir dung tai khoan ca nhan tren van phong dien tit phai chiu trach 
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nhi@n hoan hoan ve cac tac nghi0 trong viOc sir dung va bao mat tai khoan ca 
nhan cua minh. Cac tac nghi0 teen 1*,' thong van phong dien tir phai dirge luu vet 
toan b0 lich sir qua trinh xir 19; 

13. Van phong EVN/Dan vi theo doi, don doc qua trinh giai quye't cong 
v* cua cac Ban/Phong, dinh k9 thOng ke tinh hinh giai quyet cong vi& trong 
tu'an/thang va to chirc danh gia nhiem vu hoan thanh cong vi&; 

14. Cac y kie'n chi dao hoc thong tin trao,doi qua horn thu dirt dr do co 
quan tao lap cho ca nhan, deu c6 	tri phap 19 de tuan thu thuc 

Dieu 22. Cac hanh vi bi cam 
1. Cho nguCri khac sir dpng tai khoan va mat khau cua minh. 
2. Phat tan thu rac va virus vao he thOng van phong din tir. 
3. Can tro hoc ngan ch4n trai phep qua trinh truyen, giri va nhan van ban 

tren N thong van phong dirt dr. 
4. Thay doi, x6a, huy, sao chpp, tiet 10, di chuyen trat phep mot phan hoc 

toan b0 not dung dm van ban teen he thOng van phong dirt tir. 
5. Cac hanh vi bi cam khac theo quy dinh cua phap luat va quy dinh cua 

EVN. 
Dieu 23. Trach nhiem cua CBCNV sir dung he thOng van phong dien 

tir 
1. Sir dyng N thong van phOng dien tir theo tai khoan dugc cap de thuc 

hien chirc nang, nhi@n vu dirge phan ding theo quy dinh. 
2. Thuc hien trinh to xir 19 cong viec theo dung quy trinh nghi0 vu; 
3. Lap ho so cong visc tren he thong van phong din tir dung quy dinh; 
4. Bao mat tai khoan dugc cap, truong hcip bi mat mat ma tai khoan phai 

bao ngay cho Lanh dao Ban/Phong va can b0 chuyen trach CNTT cua co quan de 
khac phpc kip thai. 

Dieu 24. Lap hO cong viec tren he thOng van phong dien tir 
1. Tat ca CBCNV dugc giao giai quyet ding viOc deu phai lap hO so.  cong 

v* ten van phong 	va giao nap ho so din tir da giai quyet xong vao luu 
trill co quan theo quy dinh (qua van phong diet tir). 

2. Van phong EVN/Dan vi c6 trach nhirrt chit tri phoi hop vai be phan 
CNTT to chirc huang dan lap ho so tren he thong van phong din dr. 

3. HO so dien tir va ho so giay (n6u co) phai trimg khop nhau ve ten ho so, 
tong thanh phan ho so tai lieu dugc dua,vao trong so, phai xac dinh ro thoi han 
bao quan ...theo dung huang dan lap ho so. 

Dieu 25. Gia tri phip157cim van ban sir dung chi-1.14 so 
1. Van ban sir dpng chirk9 so do EVN/Dan vi ban hanh co gia tri phap 19 

nhu van ban k9 true tiep ten giay. Van thu in, dong dau luu tit 01 ban va giri 
phat hanh cho cac don vi ngoai co quan EVN/Dcm vi theo thanh phAn dugc nhan 
van ban giay. 

‘2. Trong truemg hcip van ban can dugc dong clau dm co quan, don vi thi 
yeu cau do dOi vai mot thong dip du lieu dugc xem la dap img, n6u thong dip 
du lieu dugc k9 boi chit k9 s8 cua nguoi c6 tham quyen theo quy dinh cua phap 
luat ve quan 19, sir dung chit k9 so dugc dam bao an toan theo quy dinh tai Dieu 
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9 Nghi dinh 26/2007/ND-CP ngay 15/02/2007 cua Chinh phu va cac sira d6i b6 
sung, thay the va huOng dan sau nay. 

Dieu 26. Van ban sir dung chic 4 so va [(hong sir dung chit 14 so 
1. Van ban chrgc 4 bang chit 4 so va luu tirit ten he thong van phong dien 

tir la cac van ban do Lanh dao EVN/Dan vi, Lanh dao Van phong/Ban kST phat 
hanh. 

2.136i vai cac loai van ban quy dinh khting sir clking chit 4 s6 thkrc hien 4 
true tiep teen giay theo dung quy dinh hien hanh (chi tiet cac van ban duqc quy 
dinh tai Phu lac 9 Quy dinh nay). 

3. Thy vao n6i dung van ban can km trit hoac phat hanh ra ben ngoai, 
Ban/Phong trinh 4 c6 the trinh 4 van ban giay be) sung sau khi phat hanh van 
ban dien tit thanh ding teen he thong van phong dien tir. 

4. Can cu nguon goc hinh thanh, van ban dien tir dirgc chia thanh cac clang 

a) Dang 1: Van ban dien tir ducic tao ra truc tier) bang phan mem may,tinh, 
dirgc 	dtroi clang file phii hop, c6 the chinh sira not dung van ban (ban mem). 

b) Dang 2: Van ban dien tir ducyc tao ra tir van ban giay (ban cimg) bang 
cach quet (scan) va chuyen vao may tinh duai dang file PDF. 

Dieu 27. Hien thi chit 4 va con dAu tren van ban 4 so 
1. Chit 4 so teen van ban: He th6ng van phong dien tir to dOng chen anh 

chit 4 dm Ngithi IcST (chit 4 tat, chit ky chinh) teen van ban ky so twang ims vao 
dung vi tri nhu kST van ban giay khi Ngithi 4 hoan thanh cac thao tac 4 so theo 
dung quy trinh. 

a) Doi vai van ban dien tir khi giri, luu trit 6. clang 1 tai Diem a, Khoan 4 
Dieu 26 Quy dinh nay phai c6 chit 4 s6 cua nguoi c6 tham quyen, mau xanh, 
ding hinh anh con dau cua ca quan mau do the hien clued dang PDF. Vi tri chit 4 
so oh ngtthi c6 tham quyen, hinh anh con dau cua dan vi dat tai vi tri ky van ban 
dien tir nhu ky trong ban giay theo mau tai Phki lkic 10 quy dinh nay. 

b) DOi vai van ban dien tir giri, km trit a clang 2 tai Diem b, Khoan 4, Dieu 
26 Quy dinh nay phai c6 chu 4 so cua dan vi. Vi tri dat chir ky so cua ca quan 
tai goc teen ben trai trang dau dm van ban dien tir theo mau tai Phki lkic 11 quy 
dinh nay. 

2. Lanh Tap doan/Dcm vi, Lanh dao Van phong/Ban dirge cap chit 4 so va 
c6 trach nhiem kST chit 14 mau de dua vao he thong van phong dien tir.,  

3. Van phong EVN/Dan vi la dau m6i quan chit 4 mau, de xuat x6a 
hoac bO sung chit 14 mau vao he th6ng van phong dien tir theo dung trinh to quy 
dinh (viec thay doi chit lcST mau vao he thong van phong dien tir phai do ngued 4 
c6 yeu cau va phai dirgc ngidyi co chit ky duyet bang van ban). 

,4. Con dau 	EVN/Dan vi &rot hien thi dUng vi tri nhu tren van ban 
4 giay, neu van ban kST so dap img day du cac y'eu cau ye the thirc va dirge van 
thu cap so. Tham quyen 4 va sir dung con dau de &rig vao chit ky ten van ban 
dirgc quy dinh tai Dieu 39 Quy dinh nay). 

5. EVN/CT/b6 phan CNTT cua dan vi chit' trach nhiem quan tri he th6ng 
van phong dien tir, thkrc hien xoa hoac WO sung chit 4 mau theo de nghi bang van 
ban dm Van phong EVN/Dan vi. 

sau: 
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6. Ban sao dinh clang dien tir: 
a) Ban trich sao dinh dang dien tir dm van ban phai c6 thong tin chi ro ban 

nay dugc "Trich sao van ban dien ,tit" hoc Trich sao van ban giay". 
b) Chu so ten van ban so hoa va ban trich sao dinh clang dien tir dm van 

ban dugc the hien nhu sau: 
b 1) Chit ky so cua ngir6i c6 tham quyen: 
- Hinh thirc the hien: 1“,  to 
- Thong tin: ho ten, chirc vu nguai ky 
- Vi tri: Goc tren, ben trai, trang dau ban sao; 
b2) Chit V so dm don vi sao van ban 
- Hinh thirc the hien: KS,  ty.  
- Thong tin: ten don vi sao van ban vath6i gian 1c)',  
- Vi tri: Goc tren, ben phai, trang dau ban sao 
7. Ban sao dinh clang giay cila van ban dien tir: 
a) Ban sao y van ban dien tir dinh clang giay phai c6 thong tin chi ro van 

ban nay dugc "Sao y ban goc van ban dien tir". 
b) Ban trich sao van ban dien tit dinh clang giay phai c6 thong tin chi ro van 

ban nay dugc "Trich sao van ban goc van ban dien tir" 
c) Ban sao luc dinh clang giay tir van ban so hoa dal dugc xac flurry phai co 

thong tin chi ro van ban nay dugc "Sao luc van ban so hoa". 
Dieu 28. Bang 14, phut hanh va quail 1y van ban sir dung chit ky so 
1. Ban/Phong chu tri phut hanh van ban c6 trach nhiem kiem tra va hoan 

thien nai nhan theo dung thanh phan dugc nhan van ban khi clang ky vao he thOng 
van phong dien tit. Khi soan thao van ban phai xac dinh ro vao muc nai nhan cua 
van ban la ban e-copy hay hard-copy (theo dung danh muc quy dinh). 

2. Van thu Ca quan EVN/Dan vi c6 trach nhiem kiem tra the thirc, thanh 
phan nai nh4n teen van phong dien tir, chir ks/ cua ngu6i co tham quyen, neu dung 
quy dinh,thi cap so va truc tiep nhan ban, dung dau phut hanh van ban,  sir dung 
chit V so nhu van ban V ten giay. Dons thori in van ban 14 so, (tong dau de km 
tit 01 ban tai van thu Ca quan; dOng dau du so ban dugc xac dinh tai muc nai 
nhan la hard copy de giri phut hanh. 

3. Van thu Ca quan EVN/Dan vi chin trach nhiem tnroc Lanh duo EVN/Dcm 
vi va phap luat ye tinh chinh xac, thOng nhat giita van ban dugc ngued c6 tham 
quy'en 14 so dugc in &mg dau phut hanh so vai van ban dien 

4. Van ban sir dung chit 14 so dugc quan ly thOng nhat tren he thOng ca 
du lieu chung cua Ca quan EVN/Dan vi. EVN/CT/bO phan CNTT cira don vi chin 
trach nhiem bao mat tuyet d'Oi he thong, tinh day du, toan yen, chinh xac cua cac 
van ban da dugc ky so. 

Dieu ,29. Trach nhiem ciia dun vi trinh van ban 
1. Doi vai ngu6i soar' thao, trinh 14 van ban 
a) Dam bao thuc hien dung cac not dung quy dinh the thirc va ky thuat trinh 

bay van ban trong EVN; nam ro nhitng loai van ban thuOc danh muc khong dugc 
sir dung chit ky so kern theo tai Phu luc Quy dinh nay. 
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b) Lua chon dung, du nhang ca nhan/don vi co 	quan k9 duyet doi 
vori van ban can trinh 	theo dung teat 	phan cap; lkra ch9n dung don vi ban 
hanh van ban (cap Ban/Phong). 

c) Khong trinh ky \Twit cap. 
d) Phai dinh kern cac van ban trong ho so trinh 14 (ke ca ho so giai trinh). 
e) Chiu trach nhiem ca nhan truoc l'anh dao Ban/Phong va phap luat ve cac 

not dung tham muu, de xuat. 
f) Lap ho so va giao nOp ho so dien tir day du va dimg quy dinh. 
2. DOI vai Ban/phong trinh 14 van ban: Lanh dao Ban/Phong trinh 14,  van 

ban chili trach nhiem tru6c la'nh dao Tap doan/Don vi va 	phap luat ve not 
dung, tinh hgp phap cua cac van ban do don vi minh trinh 

Dieu 30. Trach nhiem, quyen hqn ciia nguiYi 14 van ban 
1. Chit k9 so chi dugc sir dung de thuc hien cac giao dich theo dung chirc 

danh, than' quyen ma minh dirge phan conk phu trach. 
2. Ngirai 4 van ban phai ky dUng tham quyen, chin trach nhiem tnrac l'anh 

dao Tap doan/Dcm vi va phap luat ye nhang van ban do minh k9. 
3.,  Yeu cau lam di nhfing not dung trong van ban trinh 	hoac chi dao 1)0 

phan kiem duyet van ban truyen dat lai y kien ve cac nOi dung yeu cau doi vori 
Ban/Phong chir tri. 

4. K9 van ban dung thai han quy dinh. 
5.,  Co quyen 14 hoac tir chOi 14 van ban trong truang hop van ban khong 

dung tham,quyen phe duyet, chua dUng the thirc trinh bay van ban, 16i chinh to 
hoac yeu cau phai sira doi, hieu chinh not dung van ban. 

Dieu 31. Quy trinh ky duyet van ban 
1. Lip chgn chirc nang 14 so tren man hinh hien thi van ban can k9. 
2. Nhap mast khau ca nhan. 
3. Lva chgn loaf chit 4 (chit ky chinh, chit 4 tat). 
4. Ket thirc quy trinh ky duyet van ban. 
Dieu 32. Quy dinh thiri gian ky duyet van ban 
1. Thai gian xir 19 va 4 duyet van ban 
a) K,9 duyet ngay doi vai van ban c6 cac mirc dO khan. 

b) DOi \fed cac van ban thong thuang, trong yang 16 gia lam viec van ban 
phai &roc xem xet, giai quyet (tinh tir thoi diem van ban trinh ky &roc chuyen 
den account dm nguai c6 trach nhiem) trir truang hop khong the truy nhap vao 
van phong dien 

2. Lanh dao EVN/Don vi c6 trach nhiem tiep nhan, xem xet va 4 duyet 
nhimg van ban dugc trinh den thuOc tham quyen cua minh, dam bao dung tien 

Dieu 33. Quy dinh ve gtli phat hanh van ban di qua van phong dien tir 
Tat ca cac van ban dugc EVN/Dom vi ban hanh deu phai dugc giri phat 

hanh di qua van phong dien tir (trir cac van ban thuOc danh 'nue tai lieu bi mat va 
mot so van ban theo quy dinh cua EVN) theo quy dinh cua phap luat va quy dinh 
cua EVN. 

22 



Muc IV 
LAP HO SO VA GIAO NOP HO SO, TAI LIEU 

VAO LUIJ TRU' CO QUAN 
Dieu 34. Lb ho so.  
1. Lap ho so la viec tap hop, sap xep tai lieu hinh thanh trong qua trinh theo 

dOi, giai quyet ding viec dm co quan/tO chirc/ca nhan thanh hO so theo nhting 
nguyen tacva phuong phap nhat dinh. 

2. Ho so dugc lap phai bao dam cac yeu cau sau: 
a) Phan anh dung eh& nang, nhiem vki, dung cong viec dm co quan 

EVN/Don vi, Ban/Phong chit tri giai ciuye't; 
b) Van ban, tai lieu trong moi ho so phai day dil, hoan chinh, có gia tri p4p 

13",, c6 rn6i lien he chat the vai nhau va phan anh dung trinh to dien Bien dm van 
de, su viec hoac trinh to giai guy& cong viec. 

Dieu 35. Sir dung Danh muc ho so. 
1. Hang nam, Van phong EVN/Don vi phOi hop vai cac Ban/PI-long xay dung 

Danh 'nye ho so ding viec phii hop vai chirc Wang, nhiem vu hang nam oh cac 
Ban/Phong co quan EVN/Don vi. 

2. Truams hop trong thkrc to co nhang hO so, tai lieu chua dugc quy dinh 
tai Danh mkic hO so, hO so dugc du kien chua sat vai thkrc to hoac c6 cong viec 
giai quyet phat sinh thuOc trach nhiem lap ho so cila ca nhan thuOc cac Ban/Phong 
thi cac Ban/Phong do can kip thei de nghi Van phong EVN/Don vi tong hop, bO 
sung vao Danh mix ho so hang nam do co quan EVN/Don vi ban hanh. 

Dieu 36. Ni)i dung vi'014p he so ye yeu cau ai vol hO so.  dirge 14p 
1. DOi vai tai lieu giay: 
NOi dung, quy trinh lap ho so cong viec dugc thkrc hien theo cac quy dinh 

hien hanh dm phapluat, dm EVN ve lap hO so cong viec. 
2. Lap ho so cong viec tren he thong van phong dien dr: 
a) Tat ca CBCNV dugc giao giai quyet ding viec deu phai lap hO so cong 

viec ten he thong van phong dien dr va giao n6p ho so giay (neu co) da giai quyet 
xong vao luu tit co quan theo dung quy dinh hien hanh; 

b) Van phong EVN/Don vi CO trach nhiem chi' tri phoi hop vOi b0 phan 
CNTT huong dan lap ho so tren he thong van phony dien dr; thong bao den cac 
Ban/Phong lien quan co trach nhiem phai giao nOp ho so, tai lieu vao km tit theo 
dUng quy dinh cila phap luat ye luu tit ho so tai lieu; 

c) Tat ca cac van ban dien dr teen he thOng van phong dien dr, di)/ theo dac 
diem, tinh chat, cong viec deu phai phan loai de lap thanh ho so cong viec co 
quan/don vi, ho so cong viec Ban/Phong hoac ho so cong viec theo chirc trach, 
nhiem vu &roc giao va luu tat tren van phong dien dr; 

d) Thanh phan ho so., tai lieu nOp vao luu tr€ co quan EVN/Don vi phai toan 
vgn, day dii,cac thanh phan tai lieu dia. hO so cong viec (trong qua trinh giai quyet 
cong viec tat ca cac van ban,,hO so tai lieu, bien ban, ter trinh, phieu 3% kien, cac 
chUng dr,... c6 lien quan den qua trinh giai quyet cong viec deu phai dugc 
Bpn/chuyen vien chil tri scan bO sung vao ho so dien to va cap nhat bo sung vao 
ho so giay). 

3. Tao lap ho so dien tir 
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a) S6 thir to cua van ban, tai lieu trong so clugc t4o lap to dOng theo then 
gian.,CBCNV ducat giao nhiem vugiai quyet cong viec có trach nhiem hoan thin 
va ket thilc ho so, xac dinh nhimg ho so thuOc dien nOp luu vao ltru till co quan. 

b) Ho so luu dien tir duvc phan quyen khai tilde, sir &king theo quy dinh. 
Myc V 

QUAN LY VA Se DUNG 
CON DAU TRONG CONG TAC VAN THU.  

Dieu 37. Con dau 
1. Cac loci con ddu gOm 	dau trot, dau noi, cidu xi, ddu thu nho: 
a) Dau uert la con dau ten be mat có noi dung thong tin, hinh thirc, kich 

dm& theo quy dinh, khi sir eking con dau dung chat lieu mkrc de don len van 
ban, gidy ter se in noi dung th8ng tin ten be mat con dau; 

b) Dau noi la con dau ten be mat có noi dung thong tin gi8ng nhu dau uot, 
khi sir (king dong len van ban, giay ter se in noi noi dung thong tin tren be mat con 
dau. 

c) Ddu xi la con dau tren be mat có noi dung thong tin gi8ng nhu &du trot, 
khi sir eking con ddu dung chdt lieu xi de &mg niem phong se in noi dung thong 
tin ten be mat con ddu. 

d) Dau thu nho la loci dau trot hoac dau noi nhtmg có kich thuOc nho hon 
2. ML con du: Mdu con &du 	Hinh thirc, kich ca, noi dung va mdu 

mkrc dau. 
3. Hinh thirc con dau cua EVN/Don vi la dau tron. 
4. Kich ca con ddu: 

, 	a) Con dau 	EVN, 	cac don vi cap II va don vi cap III, cac ding ty 
co phAn trong EVN: có dtremg kinh 36 mm; có hai duong chi, duerng chi ngoai la 
2 clueing ton sat nhau, duong ton phia ngoai net dam, duerng tron phia trong net 
nho; &a:mg chi trong la 1 duong ton net nho. Khoang cach giira 2 duerng chi la 
5mm. 

b) Con dau cua cac don vi trvc thuOc cac don vi quy dinh tai Diem a Khoan 
nay: có kich thuac 34mm; có hai duong chi, duong chi ngoai la 2 duong tron sat 
nhau, duong ton phia ngoai net dam, duong ton phia trong net nho; duong chi 
trong la 1 duerng ,tron net nho. Khoang cach gicra 2 duerng chi la 4mm. 

c) Con dau cua cac dia diem kinh doanh va cac don vi khac trtyc thuOc cac 
don vi neu tai Diem a, Diem b Khoan nay, có kich thuerc 32mm; có hai duemg chi, 
duemg chi ngoai la 2 duong ton sat nhau, duemg tron phia ngoai net dam, dtremg 
trim phia trong net nho; duerng chi trong la 1 duong ton net nho. Khoang cach 
gifta 2 clueing chi la 4mm.,  

5. NOi dung con dau: theo Dieu 30, Khoan 1 Dieu 38, Dieu 41 Luat Doanh 
nghiep, Nghi dinh so 96/2015/ND-CP ngay 19/10/2015, Nghi dinh 78/2015/ND-
CP ngay 14/9/2015 cua Chinh phu, cac sua dof bo suns, thay the sau nay, cu the: 

a) Vanh ngoai yang ton: bao gom thong tin ye ma so doanh nghiep, chi 
nhanh, dia diem kinh doanh cua EVN/Don vi; ten viet tat loaf hinh doanh nghiep 
dm don vi hoac cila don vi cap tren trkrc tiep neu don vi la chi nhanh, van phong 
dai dien (C.T.T.N.H.H, C.T.C.P); dia danh noi dat trki ser cua EVN/Don vi, chi 
nhanh, dia diem kinh doanh. 
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b) Trong vOng trOn: Ten EVN/Dan vi, chi nhanh, dia dikn kinh doanh. 
6. Mau muc dAu: dau trot sir dung muc dAu mau do. 
7. Con dAu quy dinh tai Di'eu nay dugc sir dung khi don vi dugc thanh lap 

mai hoc có thay dOi ye nei dung con dau (ten, ma so, loai hinh doanh nghiep, dia 
chi try sa chinh dam vi,...). Cac don vi da dugc khac con dau tnrac ngay 01/7/2015 
tiep tpc sir dung con dau,hien hanh theo quy dinh 	phap luat. 

8. So luting con dau: 
a) EVN/Dcm vi sir dung 01 (met) con dau trot theo mau quy dinh tai cc 

Khoan 3, 4, 5, 6, 7 Diki nay; 01 (met) con dAu dia moi lo4i con dau noi, con dau 
xi, con dau,thu nho, 	theo yeu cau nhiem vu 	timg Don vi. Vic sir dung 
them con dau trot (dau thir 2), do ngu6i co thAm quyen tai Khoan 9 Dieu nay quyet 
dinh. 

b) Con dAu nOi, con dAu xi, con dAu thu nho chi sir dung tai EVN, Dan vi 
cap II va don vi cap III, trier truang hop phap luat va Quy che quan ly nei b'e cua 
EVN hoc co quan co tham quyen quy dinh cho pile]) cac don vi truc thuec cac 
don vi nay sir dung cac con dau tren va phai dugc sir chap thuan cua Nguai có 
thAm quyen theo quy dinh tai Khoan 9,Dieu nay. 

9. ThAm quyen quy6t dinh con dau: 
, a) Con dau EVN/Dan vi do HDTV EVN/Don cap 	tich ding ty 

cap II, cap III quyet dinh tren co so. tai Quy dinh nay. 
b) HDTV EVN quyet dinh mau, hinh thirc, kich co', nei dung con d'Au, mau 

muc con dau cua EVN theo quy dinh tai cac Khoan 3, 4, 5, 6, 7 Dieu nay. 
c) Chit tich HDTV EVN quy6t dinh mau, hinh thirc, kich cit, nei dung con 

dAu, mau muc con dau cua cac don vi truc thuec EVN, cac trung tam va don vi 
tuong duong khac cua cac don vi truc thuec nay theo quy clink* cac Khoan 3, 
4, 5, 6 Dieu nay. Quyk dinh so luting con d'Au cua tong loai (ke ca viec sir dung 
them con dau trot thir 2) dm EVN va cac don vi truc thuec EVN. Quyet dinh cac 
chirc danh dugc sir dung con dau cita EVN de dung len cho ky cua chirc danh dO, 
trir cac chirc danh quy dinh tai Dikt 39 Quy dinh nay. 

d) HDTV/Chit tich Cong ty cap II, cap III quyet dinh mau, hinh thirc, kich 
ca, nei dung con dau mau muc con dau dm don vi minh va cac don vi true thuec 
theo quy dinh tai cac Khoan 3, 4, 5, 6 Dikt nay, 

e) Chit tich HDTV/Chit tich Cong ty cap II, cap III quyk dinh mau, hinh 
thirc, kich co., nei dung con d'Au mau muc con dau cua cac don vi truc thuec theo 
quy dinh tai cac Khoan 3, 4, 5, 6 Dikt nay, cac trung tam va dun vi tuong dutmg 
khac 	cac don vi true thuec nay. Quyet dinh luting con dau cua tirng loai 
(ke ca viec sir dung them con dAu eat thir 2) dm don vi minh va cac don vi truc 
thuec. Quyet dinh cac chirc danh dugc sir dung con d'Au cita Dan vi de clang len 
chill4 cua chirc danh do. 

, Nguai dimg dau don vi truc thuec EVN, Don vi cap II, Dan vi cap III 
quyet dinh cac chirc danh sir dung con dAu cila don vi minh &mg len chit 14 cLia 
chirc danh do. 

g) Chu tich HDTV EVN/ Chit tich HDTV/Chit tich cong ty cap II, cOng ty 
cap III theo tham quyen quy'k dinh con dau va sir dung con dau cho cac don vi 
khac chua neu tai Dieu nay, co soy quy dinh tai cac Khoan 3, 4, 5, 6 Dieu nay. 
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Dieu 38. Quin 157 con dAu 
1. Thong bao mau con dau: viec thong bao cho co quan dang ky kinh doanh, 

co quan c6 lien quan va sir dung con dau thkrc hien theo quy dinh cua Luat doanh 
nghiep va Quy dinh nay. 

2. Chanh Van phong EVN/Dam vi/Truorng phong to chirc hanh chinh/T6ng 
hgp chiu trach nhiem truOc Lanh dao ve viec quan ly, sir dung con dau cua 
EVN/Dan 

3. Con dau phai dugc giao b.Ang van ban dm ngtrai c6 tham quyen cho can 
be, van thu van ly va sir dung. Can 1:00 van thu co quan dugc giao sir dung va bao 
quan con dau chiu trach nhiem truck lanh dao EVN/dan vi va phap lust ye bao 
quan, quan ly va sir dung con dau, c6 trach nhiem thkrc hien nhang quy dinh sau: 

a) Con dau phai dugc bao quan tai phong lam viec cua van thu co quan. 
Tru&ng hqp can dua con dau ra khoi co quan phai dugc sir dOng y bang van ban 
cua nguai c6 than quyen va phai chiu trach nhiem ye viec bao quan, sir dung con 
dau (con du phai dugc bao quan trong ket sat); 

b) KhOng giao con dau cho ngtrai khac khi chua dugc sir dOng y bang van 
ban dm ngueli c6 tham quyen. 

4. Khi net dau bi mon hoc bien clang, can b0 van thu phai bao cao ngu&i 
c6 than quyen de lam thit tuc d0i con dau. Truemg hgp con dau bi mat, ngtali 
dung cfau co quan phai bap cao ca quan cong an, noi xay ra mat con dau, 1Sp bien 
ban. 

5. Cac hanh vi cam: 
a) Lam gia con dau, sir dung con dau gia. 
b) Mua ban con dau, tieu huy trai phep con dau. 
c) Sir dung con dau het gia tri sir dung. 
d) Co 5,  lam bien clang, sira chira not dung mau con dau da thong bao. 
e) Mucm, cho mugn, thue, cho thue, cam c0, the chap con dau; sir dung con 

dau cila Co quan, to chirc, don vi khac de host dOng. 
f) Chiem giu trai,phep, chiem dot con dau. 
g) Sir dung con dau chua thong bao mau con dau dm Ca quan (tang 1c)"/ kinh 

doanh; 
h) Dong dau len chit.  14 dm nguari khong co than quyen. 
i) Cac hanh vi khac theo quy dinh cua phap luSt va cua EVN 

6. Khi co quyet dinh chia, tach hoc sap nhSp/hoSc thay ten/hoSc dia chi try 
s& chinh/hoSc chuyen &it loai hinh... phai huST 1)6 con dau cu theo dimg trinh to 
quy dinh va lam thii tuc khac dau,moi, trir truong NT don vi nhSn sap nhSp van 
sir dung dau (chi buy 136 con dau cua don vi bi sap nhSp). 

, 7. Mau con dau trong mot don vi phai c6 not dung, mau mtrc, hinh thirc 
thong nhat. 

Dieu 39. Sir dung con dlu 
, 	1. Nguai dugc giao quan V/ con dau dm co quan phai tivc tiep totay do 

dau vao cac van ban, ho so tai lieu ctia co quan ban hanh, khong mang con dau ra 
khoi phong van thu hoc cho nguiyi khac sir dung (ke ca ngtroi trong ding co 
quan). 
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2. Con dau chi dugc &rig len cac van ban sau khi cac van ban da dam bao 
cac yeu cau ve hinh thirc, the thirc, ky th4t,trinh bay va dung chit 14, 	nguai 
co tham quyen. Truac khi dong dau phai kiem tra van ban da ky duyet lien quan 
den sir dung con dau de dam bao dOng dau dimg quy dinh, dung ten nguoi 14, 
dung chirc danh. 

3. NM:mg nguai c6 tham quyen 14 van ban de thtrc hien quyen, trach nhiem 
theo quy dinh cua phap luat, Dieu le/Quy the to chirc va hoat d6ng hoc dugc 
phan cap hoc dugc giao nhiem vu hoc dugc uy quyen 14 van ban, tai lieu, h9p 
dong, th6a thu4n theo quy dinh cua EVN/Dan vi se dugc sir dung con dau cua 
EVN/Dan vi de dong vao chi!' 1c5,  teen van ban tai lieu, hgp d6ng, thoa thu4n minh 
da 14. 

a) Chu tich HDTV EVN/Dan vi 14 thay m4t. HDTV va sir dung con dau 
dOng vao chit ky doi vai cac van ban tai lieu theo quy dinh tai Khoan nay; ky va 
sir dung con dau &mg vao chit 1c5f d6i vori cac van ban tai lieu de thtrc hien cac 
nhiem vu voi chuc danh Chia tich HDTV theo quy dinh tai Dieu le EVN/Dan vi. 
Chu tich HDTV EVN/Dan vi ktrt.rc tiep theo chirc danh Chia tich HDTV (khong 
ky thay mat) va sir dung con dau vao cac van ban tai lieu nhan danh Chu tich 
HDTV theo quy clinh cua Lu:at Doanh nghiep, Dieu le EVN/Dom vi, phan cong 
nhiem vu dm HDTV. 

b) Thanh vien HDTV EVN/Dan vi sir dung con clAu de &mg vao chi).  14 dm 
minh trong tru6ng h9p dugc Chu tich HDTV uy quyen theo quy dinh trong Dieu 
le hoc dugc uy quyen/phan cong theo Quy the Quan 15/ not b6, hinh thdc 14 la 
thay mat HDTV, chirc danh ky la Thanh vien theo Dieu le cua EVN/Dcm vi. Thanh 
vien HDTV EVN/Dcm vi 	to cach ca nhan va sir dung con du trong cac 
loai van ban theo quy dinh cua LI* Doanh nghiep, Dieu le EVN/Don vi (khong 
1(5/ thay mat) doi voi cac loai van ban sau: i) van ban yeu cau Tong Om dOc, cac 
Ban/dam vi cung cap thong tin hoc thtic hien chi dao theo Nghi quyet, Quyet dinh 
dm HDTV; ii) van ban bao cao cap c6 tham quyen sau cac chuyen di cong tac or 
nuac ngoai; iii) van ban trinh/bao cao HDTV theo nhiem vu dugc phan cong. 

4. Ngoai nhang ngtthi c6 tham quyen quy dinh tai Khoin 3 Dieu nay, cac 
chirc danh sau cua Co quan T4p doan dugc sir dung con dau cua EVN de thtrc 
hien nhiem vu cua minh theo chirc nang nhiem vu dugc giao cho Ban/Van phong, 
cu the nhu sau: 

a) Chanh Van phong EVN ky thira lenh TGD cac van ban phuc vu cong 
tac chi dao, dieu hanh cua TGD, PTGD; cac van ban thong bao, truyen dat y kien 
chi dao cua TGD, PTGD; cac van ban huang dan, chi dao, don doc ye nghiep vu 
chuyen mon, cong tac hanh chinh van phong, van thu luu tit., van phong dien tir... 
va cac van ban do TGD uy quyen trtrc tiep. Pho Chanh Van phong 14,  thay Chanh 
Van phong cac van ban theo linh virc ding viec dugc Chanh Van phong phan 
cong phi] trach hoc ay quyen. 

b) Truang Ban Tong h9p thu6c H6i d6ng thanh vien EVN dugc 1(5,  thda 
lenh Chu tich HDTV (ho'ac theo yeu cau cua the Thanh vien HDTV) va &mg dau 
EVN,d6i 	cac 14 van ban sau: thong bao, giay 	chuong trinh, cong van 
(tniyen dat y kien chi dao), van ban yeu cau bao cao HDTV va the loai van ban 
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khac do CHI tich HDTV giao. PhO Trugng ban T6ng hgp ky thay Truemg Ban 
Tong hop cac van ban theo fly quyen cua Truang Ban Tong h9p. 

c) Tnremg Ban Thanh tra Bao ve,14 thira lenh TGD cac van ban sau: GiAy 
bao tin, Phieu chuyen don khong yeu cau 116i bao, Phial chuyen don c6 yeu cau 
116i bao, Phieu huong dan va mot so van ban mang tinh chat nghiep vu thuc linh 
vuc ding tac thanh tra, giai quyet don thu khieu nai, to cao. Pho Truemg Ban 
Thanh tra Bao vel4 thay Twang Ban Thanh tra Bao ve cac van ban theo link vut 
cong viec duvc phan ding phu,trach hoc fly quyen. 

5. Nghiem cam dOng dau trong cac trugrT hgp sau: DOngda"u vao giay 
khOng c6 not dung, gong dau truck khi 14, (long dau san tren giAy tang hoc dung 
dau len cac van ban c6 chit14 cua nguai khong co tham quyen; gong dau vao van 
ban dm ngued khong thuc co quan EVN/Dan vi phat hanh. 

6. Viec sir dung dAu not de dung vao van bang, chimg nhan, chi:mg chi do 
EVN/Don vi cap theo quy dinh cua phap luat va cua EVN. 

7. Doi \lei cac van ban 14 dien tit: Hinh anh con dau se dugc chen dung vi 
tri chit ky dien to cua ngued 14 (nhu tren van ban 14 giay), sau khi van thu 
EVN/Don vi hoan tat cac thu tuc kiem tra va cap so. 

, 	8. Chu tich cac don vi cap II, cap III quyet dinh cac chirc danh sir dung con 
dau dm don vi theo Quy dinh nay. 

Chiro'ng III 
QUY DINH VE CONG TAC 	TRU.  

Muc I 
CONG TAC THU THAP, BO SUNG TAI LIEU 

Dieu 40. Giao nh4n,he so, tai 	vao luu till co' quan 
1. Doi vai tai lieu giay 
a) Hang nam hru trit co quan EVN/Don vi c6 nhiem vu to chirc thu thaph6 

so, tai lieu cid den Ilan nOp luu tir cac Ban/Phong vao kho luu frit co quan; 
b) CBCNV c6 trach nhiem phan loci, chinhb%, sap xep ho so, tai lieu minh 

da giai guy& theo danh muc va thanh phan tai lieu can c6 trong moi ho so, lap 
danh muc de giao nOp vao hru tit co quan; 

c) Van phong EVN/Don vi c6 trach nhiem chu'An bi phong kho luu trir va 
cac phuong tien bao quan de tiep nhan ho so, tai lieu (tieu chuAn kho luu tea thuc 
hi'en theo Thong to 09/2007/TT-BNV ngay 26/11/2007 cila BO NOi vu huang clAn 
ve kho luu trir chuyen 

d) Luu tit co quan ph6i hgp voi cac Ban/Pheng va cac ca nhan ra soat danh 
mi,ic 116 so, tai lieu, lap bien ban giao, nhan ho so, tai lieu vao kho luu trit co quan; 

2. Doi vai tai lieu dien tin 
a) Tai lieu luu trir dien tir va tai lieu luu trir giay co not dung trang nhau thi 

thu thap ca hai loci. 
b) Khi giao nhan tai lieu hru trit dien tir, can,  bO luutrit phai kiem tra tinh 

xac thuc, tinh toan yen va kha Wang truy cap ciia ho so. Ho so phai bao dam not 
dung, cau true, bed canh hinh thanh va dugc bao ve de khong bi hu hong hoc bi 
hiiy hoai, sfra china hay bi mat din lieu. 
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c) Viec tieu hity WO so, tai lieu luu trir dien tir phai dugc thtrc hien theo dimg 
quy dinh oh phap luat va quy dinh nay. 

3. Trong truang h9p nhang NI so/tai lieu da den han nip vao luu tit' co 
quan ma cac ca nhan/phong/Ban chtra giao nip ngay, do gift lai de phyc vv cong 
viec thuang xuyen thi phai lap thanh danh mvc trinh lanh dao EVN/Dcm vi co ST 

kien d8ng ST va cac ca nhan/phong/Ban hoan town chiu trach nhiem ve nhfing loai 
ho so, tai lieu nay. Thai han gift lai nh&ng h8 so, tai lieu nay khong qua 02 nam, 
ke tir ngay den han nip ltru/hoac tir ngay coy kien dong ST dm lanh dao EVN/don 
vi 

4. "Mvc luc h8' so, tai lieu n6p luu" va "Bien ban giao nhan tai lieu" dtrac 
lap thanh 02 ban theo cac mau cua Cuc van thu va luu trir Nha nuac. 

Quy trinh cua viec thu thdp tai lieu luu frit dien to vao Luu frit co.  quan 
Apr thyv hiOn theo Khoan 3, Di'u 7 Nghi dinh so 01/2013/ND-CP ngay 
03/01/2013 cua Chinh phii quy clinh chi ilk thi hanh mot so di''eu cua Ludt Luu 
tree. 

5. Thai han n6p km h8 so, tai lieu 
a) Trong thai han 01 nam ke tir ngay cong viec ket thuc, trir tnrang hop quy 

dinh tai diem b khoan nay. 
b) Trong thiyi han 03 thang, ke tir ngay ding trinh dtroc quyet town d'8i vai 

h8 so, tai lieu xay Ong co ban. 
c) Trong twang hop 118 so, tai lieu da den han nip luu nhung can gift lai 

phai thtrc hien theo Khoan 3 Dieu nay. 
Dieu 41. Chinh 157 tai lifu 
1. Ho so, tai lieu dm co quan phai clu.gc chinh 1ST hoar' chinh va bao quan 

trong kho luu tat. 
2. Nguyen Vac chinh 1ST 

Thtrc hien theo quy dinh tai ding van so 283NTLLNN-NVTW ngay 
19/5/2004 dm Cvc Van thu va Luu till Nha ntroc ban hanh huang d'an chinh 1ST 

tai lieu hanh chinh; Quyet dinh s8 128/QD-VTLTNN ngdy 01/6/2009 ban hanh 
Quy trinh chinh 1ST tai lieu giay theo TCVN ISO 9001:2000; cac van ban hien hanh 
khac c6 lien quan va dam bao nguyen tac: 

a) Kh8ng phan tan phong km tit 
b) Khi phan loai, lap ho so (chinh sira hoan thien, phvc hoi hoac lap mai h8 

so), phai ton tr9ng syr hinh thanh tai lieu theo trinh to theo &Si, giai guy& cong 
viec (khong pha va ho so da lap); 

c) Tai lieu sau khi chinh 1ST phai phan anh &roc cac hog ding dm co quan 
EVN/Don vi. 

3. Tai lieu sau khi chinh1STxong phai dat clugc nhfing yeu cat' sau: 
a) Phan loai va lap thanh ho so hoan chinh; 
b) Xac dinh thai han bao quan cho ho so, tai lieu; 
c) Hoan thien va he thong hoa ho so, tai lieu; 
d) Lap cac cong cu tra ciru: myc lyc ho so, tai lieu; co so dit lieu va cong 

cu tra dru khac phyc vu cho viec guar-11ST, tra dru sir dung; 
e) Lap danh 'nye tai lieu het gia tri loai ra de tieu huST; 
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f) Dan gia chinh 1S,  tai lieu km tit can dr vao cac van ban hien hanh co lien 
quan cua Nha ntrac. 

Dieu 42. Mc dinh gia tri tai lieu 
Can cu vao cac quy dinh hien hanh cua phap luat va bang thed han bao quan 

cua EVN de xac dinh ,gia tri ho so, tai lieu c6 tiled han bao quan 	hop nhat. 
Vic xac dinh gia ho so, tai lieu phai dat dove yeu cau sau: 

‘1. Xac dinh tai lieu can bao quan vinh vien va tai lieu co thed han bao quan 
tinh bang so nam cu the theo quy dinh; 

2. Xac dinh tai lieu het gia tri de tieu huST. 
Dieu 43. HOi cling xac dinh gia tri tai lieu 
1. HOi &mg xac dinh gia tri tai lieu dugc thanh lap de tham muu cho ngued 

dung dau co quan trong viec xac dinh tiled han bao quan, lkra chon tai lieu de giao 
nOp vao ltru till co quan, lkra chgn tai lieu luu trit cua ltru trir co quan de giao nop 
vao luu trir lich sir va loai tai lieu het gia tri. 

2. HOi dOng xac dinh gia tri tai lieu do lanh dao EVN/Dan vi quyet dinh 
thanh lap. Thanh phan cua HOi dOng xac dinh gia tri tai lieu dm co quan EVN/Don 
vi bao 

a) Chit tich HOi dOng (dai dien lath dao EVN/Don vi); 
b) Lanh ciao Van phong/Phong to chirc hanh chinh/tOng hap la ity vien; 
c) Ngued lam km trir co quan EVN/Dcm vi la Thu 14 HOi 'Jong; 
d) Dai dien lanh dao Ban/Phong c6 tai lieu la fly vien; 
e) Ngtred am hieu ve linh vkrc co tai lieu can xac dinh gia tri la uy vien. 
3. Phucmg thirc lam viec cua HOi &rig xac dinh gia tri tai lieu ,  
a) Ting thanh vien 	dOng xem xet, doi chieu danh mvc ho so, tai lieu 

giir lai va kiem,tra thkrc to tai 	truck khi CO kien tieu huST (neu can); 
b) HOi dong thao luan tap the va bieu quyet theo da sO. NOi dung cuOc hgp 

dugc lap thanh bien ban c6 du chi). 14 cila cac thanh vier' trong HOi &Ong; cac 
kien khac nhau phai dugc ghi vao Nen ban cuOc hop de trinh lanh dao Tap 
doan/dcm vi. Bien ban dugc lap thanh 02 ban, mot ban ltru tai ho so hity tai lieu 
cua EVN/Don vi va mot ban dtra vao ho so trinh EVN/co quan c6 tham quyen 
tham tra tai lieu het gia tri; 

Dieu 44. Huy tai lieu het gia tri 
1. Doi vai tai lieu giay 
a) Tham quyen tham tra tai lieu truck khi tieu huSi: 
- Theo de nghi cua HOi &Mg xac dinh &ia tri tai lieu, L'anh dao EVN/Don 

vi thuOc danh mvc co quan, to chirc thuOc nguon nop km tai lieu vao Luu trix lich 
sir de nghi co quan thkrc hien nhi'em vu quan 1S,  nha nugc ve km trir ding cap than 
dinh tai lieu het gia tri can hits/. 

- Lath dao don vi khong thuOc danh mvc co quan, to chirc thuOc nguan nOp 
km tai lieu vao Ltru,trir lich sir de nghi Luu tilt co quan cap tren trkrc tiep co 
kien bang van ban doi vai tai lieu het gia tri can hily. 

- EVN/Don vi CO trach nhiem tham tra tai lieu va coy kien bang van ban 
ye danh mvc tai lieu de nghi lieu hay dm cac don vi. Rieng doi vai danh mvc tai 
lieu de nghi tieu hay cila tat ca cac don vi trkrc thuOc cac Ton$ cong ty Dien lkrc; 
cac Tong ding ty Phat dien, Tong ding ty Truyen tai dien Quoc gia, thi phai c6 
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kien chdp thuan bang van ban cua EVN truk khi thut hien tieu hity theo quy 
dinh. 

b) it ,Thdm quyen quy6t dinh tieu huy tai lieu het gia t 
TOng Giam dOc EVN/Dom vi (hoac ngtrai có tham quyen/nguari dugc fly 

quyen) quy6t dinh tieu hity tai lieu het gia tri tai co quan EVN/Dan vi sau khi có 
kien thdm tra bang van ban dm ca quan có tham quyen. 

c) Tieu huy tai lieu het gia 
- Viec tieu huy tai lieu het gia tri chi dugc thuc hien sau khi có quyet dinh 

bang van ban dila Tong giam doe EVN/Don vi (hoac ngtrai có tham quyeningtrai 
dugc ity quyen); 

- Khi tieu huy tai lieu phai huy het thong tin co trong tai lieu; 
- Viec tieu huy tai lieu het gia tri phai dugc lap thanh Wen ban có xac rth4n 

cua ngtroi dux hien tieu huy tai lieu; 	, 
- HO sa,ve viec tieu huy tai lieu het pia tri bao 	To. trinh 	viec tieu 

huy tai lieu het gia tri; danh myc tai lieu het gia tri kern theo ban thzpet minh tai 
lieu het gia tri;bien ban hop h6i dong xac clinh gia tri tai lieu;quyet dinh thanh 
lap h6i clang xac dinh gia tri tai li'eu;bien ban hop h6i gong xac dinh gia tri tai 
lieu;cong van de nghi tham tra tai lieu het gia tri;cong van thcim tra tai lieu het 
gia tri czia EVN/ca quan c6 tham quyen;quyet clinh cita nguai c6 tham quyen cho,  
phop tieu 	tai lieu het giatri;bien ban ban giao tai lieu het giatri;bien ban ye 
viec tieu huffy tai lieu het gia tri; 

2. Doi vai tai lieu dien tit 
a) Tai lieu luu trft dien tir het gia tri dugc huy theo trinh to va tham quyen, 

thu tuc nhu tai lieu luu trot gidy het gia tri; 
b) Viec huy tai lieu luu trft dien to phai dugc thuc hien doi vbi town 1)0 ho 

so thuOc danh muc tai,  lieu het gia tri da dugc phe duyet va phai bao dam thong 
tin da bi filly khOng the khoi phuc lai 

3. Ho so tieu huy tai lieu het gia tri phai dugc bao quail tai luu tift co quan 
trong thai gian it nhat 20 nam ke tir ngay tai lieu dugc tieu huy. 

4. Nghiem cam cac don vi thanh vien, tivc thuOc; cac Ban/Phong va ca 
nhan to tieu huy hO so, tai lieu (ca ho so dien tir) clued bdt kY hinh thdc nao. 

Dieu 45. Thai han nOp Itru ho so', tai Rti vac) Itru frit lich sir 
1. D6i vai tai lieu giay 
a) Trach nhiem dm co quan EVN/Dan vi. 
- To chirc chinh ly ho so, tai lieu hoan chinh truck khi giao nOp va thuc hien 

cac thu tuc giao nOp ho so, tai lieu có gia tri lick sir vao Luu trft lich sir theo dung 
th6i han quy dinh; huong dan va quy dinh cua EVN; 

- Muc luc ho so, tai lieu Op luu va bien ban giao nhan hO so, tai lieu dugc 
lap thanh 03 ban; Luu trir lich sill. gift 02 ban va co quan EVN/Don vi gift 01 ban; 

b) Thai han giao nop ho so, tai lieu vao luu tit lich sir: 
Ca quan EVN/Dan vi co trach nhitn nOp luu tai lieu có gia tri bao quan 

vinh vign vao Luu trot lich sir cac cap theo quy dinh hien hanh, trir nhang tai lieu 
thuOc danh mix h6 so tai lieu chuyen mon nghiep vu can thiet phvc vu cho con 
viec hang ngay dia co quan EVN/Dan vi thi dux hien theo Dieu 15 Nghi dinh so 
01/2013/ND-CP ngay 03/01/2013 cila Chinh phu va quy dinh cua EVN tai Quyet 
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dinh s6 1032/QD-EVN ngay 31/8/2017 ve viec ban hanh Danh muc tai lieu 
chuyen mon nghiep vu c6 gia tri bao quan vinh vien cua nganh Dien can thiet cho 
hoat &Ong nghiep vu hang ngay cua EVN. 

c) Thu tuc giao n6p tai lieu vao hru trur lich sir thvc hien theo Thong to 
16/2014/TT-BNV ngay 20/11/2014 dm BO N6i vu huong dan giao, nh4n tai lieu 
luu tru vao luu tra 	cac cap va cac guy dinh hien hanh 	EVN. 

d) Tat ca cac don vi tai Khoan 2 Dieu 1 quy dinh nay deu phai bao cao ve 
EVN (qua Van phong) de xem xet cho y kien bang van ban ye danh muc truOc 
khi giao n6p vao luu trir lich sir cac cap. 

2. Doi vOi tai lieu dien tir 
a) Quy trinh ve viec thu th4p,tai 	km trir dien tir vao Luu trir lich sir 

duoc thtrc hien theo Khoan 4 Dieu 8 Nghi dinh so 01/2013/ND-CP ngay 
03/01/2013 dm Chinh phu quy dinh chi tik thi hanh m'Ot so diet' cua Lu4t luu trir 
va cac van ban phap 1y hien hanh c6 lien quan. 

b) Tieu chuan k'S'T tht4t trong qua trinh n6p luu va thu th'a'p tai lieu luu trix 
dien 	quan EVN/Dom vi v6i Luu tra lich sir phai dugc thvc hien theo 
tieu chuan ye trao doi du lieu theo quy dinh cua phap 

3. Trong qua trinh thgc hien viec giao n6p hO so tai lieu c6 thoi han bao 
quan vinh vien vao Luu tru lich sir, cac don vi phai bao cao EVN tn.roc khi trien 
khai thvc hien. 

4. Nhang ho so, tai lieu dm cac don vi tivc thu6c EVN khOng thu6c dien 
n6p km vao luu trix lich sir phai dtroc to chirc chinh ly hoan chinh, bao quan tai 
don vi cho t6i khi het gia tri bao quan thi lam thii tuc de tieu huST theo quy dinh 
cua phaplu4t va quy dinh nay. 

Muc II 
BAO QUAN VA TO CHU'C SU' DUNG TAI LIEU MX TRU' 

Dieu 46. Bao quan tai 	lum tar 
1. Doi vai tai lieu giay 
a) Ho so, tai lieu chua den han nap luu vac) luu trir co quan do cac CBCNV 

cua cac Ban/Phong to bao quan va phai dam bao an toan cho h6 so, tai lieu. 
b) HO so, tai lieu luu trir oh co quan den han n6p luu phai &roc giao n6p 

vao kho luu tra co quan. 
c) Van phong EVN/Don vi chit' trach nhiem tham muu giup ngtrai c6 tha'm 

quyen thut hien nhung cong viec sau: 
- Chi dao thvc hien cac quy dinh ye bao quan tai lieu km trir: b6 tri kho luu 

tri theo dung tieu chuan quy dinh; thkrc hien cac bien phap phong chong chay no, 
phong chong thien tai, phong gian, bao mat doi vai kho luu trir va tai lieu Km trir, 
trang bi day du cac thiet bi ky thulat, phucmg tin bao quan tai lieu luu trir, duy tri 
cac the dO bao quan phil hop yen timg loci tai lieu luu 

- 14p va quan ly cac s6 sach de theo clOi, quan ly tai lieu luu tru dm co 
quan/don vi; 

- Thtrc hien the d6 bao quan thuemg xuyen d6i vai tai lieu trong kho nhu: 
kiem tra, ye sinh dinh Icy, khir tri mg va xir ly moi truemg kho luu tru va tai lieu 
km tit.... 
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Kip tiled bao cao, de xuAt vai nguai c6 thAm quyen cac bien phap xir 1)",  
cac van de lien quan den bao quail tai lieu km tit thu6c pham vi quan ly cua minh. 

2. D6i vai tai lieu dien tir tuan thu theo cac quy dinh hien hanh cua phap 
11* va theo mot so yeu cau sau: 

a) Tai lieu km tra dien tir phai dugc bao quail an toan va dugc chuyen d6i 
theo ding nghe phu h9p. 

b) Phai thuang xuyen kiem tra, sao luu de bao dam an town, tinh than yen, 
kha nang truy cap cila tai lieu km tra dien tir va sir dpng cac bien phap k5f ,thu'at 
de viec phan loci, luu trir dugc thuan lgi nhung phai bao dam khong thay doi not 
dung tai lieu. 

c) Phucmg tien luu tnCt tai lieu luu trir dien tir phai dugc bao quan trong moi 
truang luu tit thich hgp. 

Dieu 47. Doi tuvng va thii tuc khai thic, sir dung tai lieu 
HO so, tai lieu luu tit cila co quan dugc sir dpng de phpc vu nhu cau cong 

tac dm co 9uan. 
1. Doi tugng dugc phep khai thac, sir dung tai lieu luu tar: 	, 
a) Cac Ban/Pheng va nhan trong co quan can khai thac de giai quyet 

cong viec dm co quan. 
b) Cac co quan nha nuerc c6 tham quyen; to chirc, ca nhan ben ngoai can 

khai thac, sir dung tai lieu phpc vu cho cong viec, nghien cuu khoa h9c. 
2. ThU tpc khai thac, sir dung tai lieu: 
a) Cac Ban/Phong va cac ca nhan trong co quan can khai thac tai lieu phai 

co van ban de nghi (trong van ban de nghi phai ghi ro,timg van ban, ngay thang 
nam van ban hoac ten ho so, 11 do can mugn tai lieu de phpc vu viec gi) giri Van 
phOng xem xet cung cap. Trong mot so truiyng h9p, Van phong EVN co quyen de 
nghi cac Ban/Dan vi phai co van ban trinh Thu truang co quan xem xet phe duyet 
truck khi chuyen Van phong cung cap. 

b) Cac co quan, to chirc, ca nhan ben ngoai co nhu cau khai thac tai lieu 
phai do van ban de nghi ho4c c6 gi'Ay giai thieu cua co quan, to chirc va phai dugc 
sir &mg y bang van ban dm nguoi co tham quyen; 

c) Can b6 km tril hoac luu lilt kiem nhiem co quan c6 trach nhiem,huang 
clan cac 	tic va cung cap tai 	km trtr theo diem a, b Khoan 2 dm Dieu nay, 
sau khi coy kien bang van ban dm Thu tnrong co quan hoac y kien chi dao cua 
Lanh dap Van phong. Tat ca cac van ban ho so de nghi mugn tai lieu phai dugc 
hru 	theo dung quy dinh hien hanh; quy dinh 	kho luu ft*, k 'y , sach day 

d) Tat Ca d6c gia khai thac, sir dung tai lieu phai tuan thu not quy kho km 
trir va cac quy dinh ye bao ve bi mat tai lieu cua EVN va phap luat hien hanh. 

Dieu 48. Cac hinh thtic to chat sir dung tai 	hru trir 
TuS,  theo mpc dich, yeu cau, tinh chat cong viec, ngu&i c6 tham quyen cho 

phep d'6c gia sir dung tai lieu kru tra theo cac hinh thirc sau: nghien ciru tai cho; 
cho mugn tai lieu ra khoi kho 	cho mugn tai lieu ra khoi co quan EVN/Don 
vi. 
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1. True:mg hop CBCNV cua cac Ban/Phong co quan EVN/Don vi can mugn 
tai lieu luu tit ra khoi kho luu tiu de sir dung trong co quan thi phai dugc sir dOng 

bang van ban dm ngtroi c6 them quyen. 
2. Truang hop mang tai lieu luu tru dugc sir dung rang rai dm co quan 

EVN/Don vi ra nu& ngoai do nguai dimg dau EVN/Don vi quyet dinh. 
3. Truom hqp mang tai lieu dec biet quy hiem ra nuac ngoai do Thu Wang 

Chinh phu quyet dinh. 

Dieu 49. ThAm quyen cho phi') khai thic, sir dung tai ligu hru trir 
1. Lanh ciao EVN/Dcm vi guy& dinh cho phep khai tilde, sir dung tai lieu 

dm co quan EVN/Don vi thu6c d6 mat bao quan tai co quan EVN/Don vi theo 
quy dinh hien hanh va quy dinh nay. 

2. Chanh Van phong hoc Pho Chanh Van phong phu tech guy& dinh cho 
phep khai tilde, sir dung tai lieu luu tit loci thuang tai co quan EVN/Don vi 
(khong c6 dau d6 mat,hoec da giai met). 

3. Ngtroi c6 tham quyen cho phep khai thee, sir dung tai lieu luu trix loci 
nao thi cho phep sao, chup tai lieu luu trir loai do. Viec ,sao, chup tai lieu luutrir 
dm co quan EVN/Don vi phai do can b6 km tril trtrc tiep thtrc hien va CO ghi so 
14/ nhan. 

Dieu 50. Quin ly viec sir dyng tai ligu ltru fru. 
1. Van phong chiu trach nhiem tham mtru cho lanh dao: 
a) Ban hanh not quy sir dung tai lieu, phong d9c, bao gam cac not dung can 

quy dinh sau: (thai gian phuc vu d6c gia; cac giey to d6c gia can xuet trinh khi 
den khai thac tai lieu; nhang vat dung dugc va khong dugc mang vao phong d9c; 
quy dinh d6c gia phai thtrc hien cac thu tuc nghien ciru va khai thac tai lieu theo 
huang dan cua nhan vier' luu tat.; dOc gia khong toy sao, churl anh tai lieu, dill 
lieu teen may tinh va thOng tin trong cong cu tra ciru; tuan thu quy dinh ye phong 
chong chay 

b) Phpc vu kip thoi, dung doi tugng va theo dung yeu cau khai thac, sir dung 
tai lieu luu tit del dugc cap co them quyen duyet; 

c) Huang den, kiem tra giam sat viec thkrc hien not quy khai tilde, sir dung 
tai lieu luu trit co quan; 

d) Lap va quan 1S,  cac loaf so sach, ho so de theo doi viec khai thac, sir dung 
tai lieu luu 

2. Ngu&i sir dung tai lieu cua co quan phai chap hanh nghiem chinh not quy 
khai thac, sir dung tai lieu luu tra, quy dinh cua phep luat c6 lien quan va cac quy 
dinh tai quy dinh nay ve khai thac, sir dung tai lieu luu tar, bao quan, gift gin tai 
lieu, khong dugc viet, tay xoa, lam that lac, rach nat, hu hong hay xao tr6n tat to 
tai lieu trong hO so. 

Chuang IV 
QUY DINH VE BAO VE BI MAT TRONG EVN 

Muc I 
QUY DINH CHUNG 

Dieu 51. Danh muc bi mat Nha ntrerc va EVN 
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1. Nhang tai lieu bi mat Nha nu&c do Tuyet met, T6i mat hoac Mat la nhung 
tai lieu co &mg dau "TUITT MAT", "TO! MAT" hoac "MAT" do cac co quan 
khac gui d6n EVN. 

2. Cac tai lieu bi mat Nha ntrac dO Tuyet mat, T6i mat la nhung tin, tai lieu 
duqc quy dinh tai Quyet dinh so 106/2008/QD-TTg ngay 21/7/2008 dm Thu 
ttrang Chinh phi ve Danh mvc bi mat Nha nuoc dO "Tuyet mat", "Toi met" trong 
nganh COng Thucmg do EVN quan 13'/. 

3. Cac tai lieu Met trong nganh Cong thuang la nhung tai lieu duqc quy 
dinh tai Quyet dinh so 1534/2008/QD-BCA(A11) ngay 18/9/2008 cila BO twang 
Bo Cong an ye Danh mvc bi mat Nha nu& dO Mat trong nganh Cong Thuang do 
EVN quan 

4. Cac tai lieu thuOc EVN va cac Dan vi quart ly nhung chua duqc xep hoac 
khong duce xep vao Danh mvc bi mat Nha nuoc duqc nett tai cac Khoan 1, 2, 3 
cim Dieu nay do yeu cau cua EVN doi h6i phai,  bao mat, chua ding bo, khong 
dtrqc cong bo hoac ding be) han the cling dugc xep vao danh mvc tai lieu dO Mat, 
Om co: 

a) Chien lugc, quy hoach va cac du an phat trien san xuat kinh doanh da 
duqc cap c6 than' quy&I ph'e duyet (Chinh phu, Thu tuangChinh phu, BO nganh 
lien quan) va cac giai phap bao dam thuc hien chua cong bo.  

b) Tin, ho so, tai lieu ye dau thau, xet thau cac du an dau to dang trong qua 
trinh xem xet, chua cong b6:  

c) Tai 	ye thiet ke, xay dtmg cac cong trinh trong diem da duqc phe 
duyet chua cong b6. 

d) Phuong an bao ve an ninh, an toan cac try se, lam viec, cac cong trinh 
dien, kho vat tu; phtrang an, xay dung va cap dien cho huyen dao Tnrong Sa 

d) Cac phucrng thUc van hanh he thong dien. 
e) Cac so do ltrai dien cao 
g) Cac Ca soy du lieu he thong dien phvc vu cho cac 	dung he tho'ng 

SCADA/EMS va phan tich tinh toan the dO he thOng dien. 
h) Cac Co soy al' lieu qua khir thu thap bai he thOng SCADA. 
i) Cac ling dung phan mem chuyen nganh. 
k) H6 so kiem sok cUa Ban Kiem toan not Ix) va giarn sat tai chinh thuOc 

HDTV EVN hoac cua Kiem sok vien EVN tai cac Don vi la Cong ty TNI-11-1mOt 
thanh vier' do EVN nam gill 100% von dieu le chua duqc cap c6 tham quyen 
thong qua va cac Nghi quyet ctia HDTV chua cong bo. 

1) Ho so, tai lieu, ket qua thanh tra va giai guy& don, thu khieu nai, to cao 
dang trong giai (loan kiem tra, xac dinh hoac da ket luan nhung chua con bO; 

m) Cac ding trinh npien ciru khoa h9c, ky thuet cap Nha ntrac, cap EVN 
va cac Dan vi, cac sang kien cai tien ky thuat c6 gia tri chua cong bo. 

n) Chien luqc san xuat kinh doanh, de an dO1 mai, sap xep, kien toan, to 
chirc san xuat, bO,may, dieu le, chirc nang nhiem vu cac Don vi chua ban hanh. 

o) HO sa de bat, bo nhiem, mien nhiem, khen thuong, kSr luat, dieu dOng, 
lua'n chuy'en can bO chua cong bo. 
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o) NOi dung kiem tra va ket qua tuyen dung nhan str, tuyen ch9n dao tao, 
not dung kiem tra va ket qua thi nang ngach vien chirc chuyen mon, nghiep vu 
chua cong 130. 

p) Ho so ca nhan cila can 130 cong nhan vien, h6 so ly lich gang vien (ke ca 
ho so dugc ltru trU bang du lieu dien tir); 

q) Tai lieu lien quan den cong tac bao ve chinh tri not b0.,  
r) an co che, chinh sach d'ac thu cua EVN chua dugc cap cc') tham quyen 

phe duyet, cong b6. 
s) Cac phuong an tinh toan tai chinh chua cong bo. 
t) Cac bap cao guy& toan tai chinh chua cong b6. 
u) Cac bao cao sir co tai nan lao Ong chua cong bo.,  
v) Cac phuong an ve gia mua, ban dien chua cong bo. 
x) Tong quyet toan cac cong trinh dien chua cong 136. 
y) Bao cao tinh hinh thtrc hien ke hoach san xuat va thtrc hien von dau to 

XDCB hang nam chua cong ba. 
Dieu 52. Nhirng hanh vi sau day bi nghiem cam 
1. Thu thap, lam 10, lam mat, chiem doat, mua ban, tieu huS,  trai phep tai 

lieu mat trong Tap doan Dien lirc Qu6c gia Viet Nam. , 
2. Ttr nghien ciru, san xuat, sir dung mat ma de tien hanh cac hoat dOng xam 

pham an ninh cua Tap doan Dien ltrc Qu6c gia Viet Nam va cac hanh vi khac vi 
pham Quay dinh nay. 

Dieu 53. Soul' thao, in An, sao chup tai lieu mat 
Khi soan thao, danh may, in cac van ban; sao chup ho so, tai lieu co lien 

quan den bi mat trong Tap doan Dien ltrc Quoc gia Viet Nam phai thtrc hien theo 
dung Quyet dinh so 50/QD-BCT ngay 09/01/2017 cila BO Cong Thuang ve viec 
ban hanh Quy che bao ve bi mat nha ntrac trong nganh Cong Thucmg va nhang 
quy dinh sau: 

1. TO chirc thtrc hien viec soan thao, in an, sao &up tai lieu mat nai bao 
dam an toan do thu tnrang don vi trtrc tiep quan ly tai lieu mat quy dinh, vai sir 
giant sat cita cac can b0 quan 1)",  tai lieu mat. Khong dugc sir dung may tinh da not 
mang Internet de danh may, in sao tai lieu mat. Cac don vi phai cir can 130 lam 
cong tac bao mat nham theo doi, quan ly cac tin tirc, tai lieu mat do don vi quan 

2. Khi soan thao van ban có nOi dung bi mat trong Tap doan Dien ltrc Qu6c 
gia Viet Nam, ngueri soan thao van ban phai de xuat mirc dO mat cua tong tai lieu 
va nguai duy'et 14 van ban có trach nhiem xac dinh dO mat va chiu trach nhiem 
ve quyet dinh dO mat cong pham vi ban hanh tai lieu. Khong dugc danh may hoc 
in an thira s6 ban da quy dinh. Sau khi danh may, in an xong, nguai soan than phai 
kiem tra lai va huy ngay ban thao, ban in thir, hong (neu khong can luu). 

3. Viec sao, chup cac tai lieu mat a clang anh, bang, dia, 0 cong di Ong 
(USB) vv... phai niem phong va &mg dau dO mat, ghi ro h9 ten ngtrai sao, chup 
o bi niem phong. 

4. Khi to chirc lay )% kien tham gia xay dung du thao van ban, co quan chU 
tri soan thao phai xac dinh cu the pham vi, doi tirong cac co quan, chirc, ca nhan 
có lien quan, can xin kien hoac tham khao y kien, phai &mg dau xac dinh mirc 
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c16 mat an thi6t vao du thao Mr& khi giri xin )", kie'n. Ca quan, don vi, ca nhan 
nhan dugc du thao phai thuc hien vi'ec quan 1)'/, sir dung theo diing di) mat da ghi 
ten du thao. 

5. DOi voi cac tai lieu thuc danh muc tai lieu mang d6 mat trong Tap doan 
Dien luc Quoc gia Viet Nam ducic xay dung, luu 	dugi clang du tir dien t 
hoc dugc so hod tryc tiep tren he thong mang ding nghe thOng tin, dugc luu hanh 
thOng qua giao dich dien tir sir dung chit ky so thi viec bao ve bi mat, luu trir va 
tieu huSi tai lieu &roc thuc hien theo cac quy dinh cua phap luat hien hanh ye giao 
dich dien tir. 

Dieu 54. Quy dinh ve mAu &Au mat, mau &Au giam mat, mAu dAu tang 
mat, mAu bien cam va sir dung &Au mat 

1. Thuc hien theo Quy che Bao ve bi mat Nha nags trong nganh Cong 
Thuang ban hanh kem theo Quy'et dinh so 50/QD-BCT ngay 09/01/2017 dm B6 
Cong Thuang. 

2. BO phan van thu xir ly tai lieu mat dm Dan vi c6 trach nhiem quan1SIva 
&mg cac dau di) mat,,dau thu hoi vao van ban theo su chi dao 	truang 
Dan vi hoc cap c6 tham quyen xac nhan c/6 mat theo quy dinh. 

3. Viec xac dinh de dung dau mirc d6 mat vao tai lieu phai thuc hien theo 
Quy dinh nay. Dau chi mirc di) mat thich hgp phai &roc clung vao phia tren ben 
trai trang dau cua tai lieu mat dugc quy dinh tai Phap lenh Bao ve bi mat nha 
nugc. 

Dieu 55. V4n chuyen, giao nh4n, thu hOi, luru trir va bao ve tai lieu mat 
Thuc hien theo Quy the bao ve bi mat Nha nugc trong nganh Cong Thuang 

ban hanh kem theo Quye't dinh so 50/QD-BCT ngay 09/01/2017 dm Bo Cong 
Thuang, Thong tir so 33/2015/TT-BCA ngay 20/7/2015 dm B6 C6ng an, cac sira 
dui, bo sung sau nay va cac quy dinh hien hanh khac c6 lien quan. 

Muc II 
KHAI THAC, Sir DUNG, BAO QUAN, BAO CAO THONG KE 
TIEU HUY TAI LIEU MAT VA CAM KET BAO VE BI MAT 

Dieu 56. Khai thic, sir dung, bao coin tai lieu mat 
Thuc hien theo quy che bao ve bi mat Nha nuoc trong nganh C6ng Thuang 

ban hanh kern theo Quyet dinh s6 50/QD-BCT ngay 09/01/2017 dm Bo Cong 
Thuang. 

Dieu 57. Thu tuc xet duyet cung cap cac tai lieu mat 
1. Cac ca nhan, to chirc muon dugc tim hieu, thu thap tin tirc, cung cap tai 

lieu thuc pham vi bi mat phai c6 chirng minh thu nhan dan, cong van hoc giay 
thieu do thii truang don vi do k$,, dong,dau (ghi r5 not dung, yeu cciu can tim 

hieu, thai ,gian, h9 ten, chirc danh ngoai den lien N cong viec),  phai dugc cap c6 
tham quyen phe duyet theo trinh to quy dinh tai Dieu 18 Quyet dinh so 50/QD-
BCT ngay 09/01/2017 dm BO Cong Thuang. 

2. Khi can phai cung cap cac tai lieu bi mat trong Tap doan Dien luc QuOc 
gia Viet Nam cho cac to chirc qu6c te, nu& ngoai hoc mang ra nugc ngoai phai 
tuan thu cac quy dinh sau: 
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a) Loai "Tuyet mat" phai duce Thu Wong Chinh phii duyet; 
b) Loai "TOi mat" phai ducyc BO truang BO COng an phe duyet; 
c) Loai "Mat" trong Nganh Cong Thucmg phai dugc BO twang BO Cling 

Thuang phe duyet; 
d) Loai "Mot" neu trong Khoan 4, Dieu 51 dm Quy dinh nay phai dugc 

TOng Giam dOc EVN phe duyet (hoac PTGD php trach linh vuc); rieng Diem k 
phai dugc Chu tich HDTV EVN chap thuan tnrac khi cap. 

3. Dan vi va nguai thuc hien chi dugc phep cung cap dUng cac not dung da 
ducc phe duyet va yeu cau ben nhan tin sir dung dimg muc dich thoa thuan va 
khong dugc tiet 10 cho ben thir ba. 

a) Khi mang tai lieu ra nuac ngoai, phai c6 van ban trinh fa' not dung bi mat 
mang ra nuac ngoai nhu the nao, xin y kien dm ca quan cap tren theo he thong 
dgc va nhang not c6 lien quan de xem xet quyet dinh. 

b) Can b0, nhan vien ciia Tap doan Dien luc Qu8c gia Viet Nam khi tiep 
xUc vii nguai nuac ngoai khong dugc phep tiet 10 bi mat trong Tap doan Dien 
luc QuOc gia Viet Nam. 

c) Khong dugc lam cong viec c6 sir dung den tai lieu mat trong luc c6 mat 
nguai khong c6 trach nhiem lien quan den cong viec do. Khi mat tai lieu mat phai 
bao cao ngay voi thil twang dan vi dung tiled thit truing don vi phai bao cao ngay 
vii thu tnrang truc tiep quan V/ va co quan Cong an de xirl)',  kip thai. , 

d) Cac don vi: vi yeu cau dm cong viec chuyen mon, can cung cap tai lieu 
mat do EVN quan V/ cho cac ca quan ben ngoai deu phai qua Van phong EVN de 
Bang I4 va lam cac thu tuc theo quy dinh. 

4. Tham quyen cung cap tai lieu mat cho cac to chirc, ca nhan trong nuac 
khi co yeu cau: 

a) Chu tich HDTV, T8ng giam &lie c6 tham quyen cho phep in, sao chup 
tai lieu, vat mang bi mat nha nuac dO Toi mat, Mat theo Diem c, Khoan 2, Dieu 
7 Quyet dinh so 50/QD-BCT ngay 09/01/2017 dm BO Cong Thuang. 

b) Chu tich HDTV EVN, Tong giam d0c EVN c6 quyen phe duyet viec 
cung cap cac tai lieu dO "Mat" neu trong Khoan 4, Dieu 51 cila Quy dinh nay va 
theo quy dinh dm Dieu le EVN va chirc nang nhiem vu. 

c) Chu tich HDTV, Chit tich Cong,ty, Tong giam dOc/Giam cac dan vi cap 
II c6 tham quyen phe duyet viec cung cap tai lieu dO "Mat" neu trong Khoan 4, 
Dieu 51 dm Quy dinh nay teen co se,  chirc nang nhiem vu theo Dieu le dm don 
vi, bao Om: 

- Phuang an bao ve an town cac don vi va cac he thong truyen tai, phan phOi 
dien thuOc don vi quan Vi. 

- Ho so de bat, bo nhiem, mien nhiem, khen thuang, kS1 luat, dieu dOng, 
luan chuyen can b0 dm don vi chua cong bo. 

- NOi dung kiem tra va ket qua tuyen dung nhan su, tuyen chgn dao tao, not 
dung kiem tra va ket qua thi nang ngach vien chirc chuyen mon, nghiep w dm 
don vi chua cong 130. 

, 	- HO so ca nhan dm can 1)0 cong nhan vier', h0 so 1/ lich ding vien (ke ca. 
ho sa dugc km frit bang du lieu dien dr) do don vi quan b%. 

- Tai lieu lien quan den ding tic bao ve chinh tri *100 dm don vi. 
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c) Thil twang cac don vi la cong ty con cua EVN con co tham quyen phe 
duyet viec cung,cap mot so tai lieu d6 "Mat" neu trong Khoan 4, Dieu 51 cua Quy 
dinh nay, bao Om: 

- Phucmg thirc van hanh he th6ng dien thu6c dan vi quan 15T. 
- So do luai dien cao ap thu6c don vi quan 15f. 
- HO so kiem soat thu6c don vi quail 15r. 
- Cac phtrang an tinh toan tai chinh cua don vi chua ding b6. 
- Cac bao cao quyet toan tai chinh dia don vi chua ding be). , 
- Cac bao cao sg CO tai rip lao d6ng cua don vi chua ding bo. 
- Cac phuong an ve gia mua, ban dien thu6c tham quyen dm don vi chua 

cong be). 
- Tong quyet toan cac ding trinh dien do don vi quail 15,  chua cong 1)6. 
- Bao cao tinh hinh thgc hien ke hoach san xuat va thijc hien von dau to 

XDCB hang nam dm don vi chua cong b6. 
5. Khi cap tai lieu mat phai lap bien ban gift ben giao va ben nhan; bien 

ban phai ghi chat the va ghi day du cac tai lieu giao nhan. 
Dieu 58. Che di) bao cao, thong ke ve cong tac bao mat 
Co quan EVN va cac don vi trong EVN phai thvc hien the d6 bao cao th6ng 

Ice ve cong tac bao mat theo dung quy the bao ve bi met Nha nu& trong nganh 
COng Thuong ban hanh kern theo Quyet dinh s6 50/QD-BCT ngay 09/01/2017 
cua B6 Cong Thuong, cu the: 

1. Cac don vi km gill bi met nha rank, EVN phai thong Ice tai lieu, vet mang 
bi met nha nuoc, bi met EVN dm don vi minh theo trinh to thoi gian va timg d6 
met. 

2. Bao cao d6t xuat: Thu truong don vi phai bao cao kip th6i ye Van phong 
Tap doan/dan vi nh'im& vu viec 1'6, 19t, mat bi met nha nuoc xay ra hoac cac hanh 
vi vi pham phap luat ve bao ve bi met nha ntrac. Trong bao cao can neu ro 13"/ do, 
nguyen nhan, cac bien phap da tier) hanh xir 15/, ket qua va )',. kien de xuat. 

3.Bao cao dinh kSI: 
- Bao cao cong tac hang nam giri truck ngay 15/12 hang nam; 
- Bao cao 5 nam. 
Bao cao dinh kST la bao cao toan dien N4 cong tac bao ve bi met hang nam 

hoac 5 nam cua Don vi, bao cao can ngan g9n, chinh xac, phan anh day du tinh 
hinh cong tac bao ve bi mat trong nam hoac 5 nam. 

4. Cac loci bao cao cua co quan EVN gin ve: B6 Cong Thuong theo quy 
dinh. 

5.Cac loci bao cao ve bao ve bi met cua cac don vi trong EVN giri ve: 
a) Van phOng Tap doan Dien Ikrc Viet Nam truck 15/12 hang nam. 
b) Uy ban nhan dan, ca quan cong an cap tinh, thanh pith trkrc thu6c Trung 

uong not don vi gong tru se. 
Dieu 59. Tieu hur',cfic tai lieu mat 
Trinh tkr, nguyen tac, tham quyen, thit tuc, cach thirc tieu htly tai lieu mat 

tuan thil theo dung quy the bao ve bi met Nha nuoc trong nganh Cling Thuong 
ban hanh kern theo Quyet dinh se) 50/QD-BCT ngay 09/01/2017 dm B6 Cong 
Thuong. 
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1. Tha'm quyen guy& dinh tieu huSr tai lieu mat dugc quy dinh nhu sau: 
a) Tai Ca quan EVN do Tong Giam doc quyet dinh. , 
b) Tai cac Dan vi dm EVN do Thu tru&ng don vi quyet dinh. 
c) DOi v6i mat ma thtrc hien quy dinh dm Ban Ca yeu Chinh phi'. 
2. TO chirc tieu hug' tai lieu mat phai dugc thirc hien theo quy dinh sau: 
a) H6i d6ng tieu hug' tai lieu mat dia. Ca quan EVN g6m: 	, 
- Thu tnri3mg Ca quan EVN 	 Chit tich H6i dOng 
- Chanh hoc Pho Chanh Van phong EVN Pho Chit tich HOi d6ng 
- Dai dien b6 phan bao mat &la ca quan 	Uy vien 
- Dai dien dan vi c6 tai lieu hug' 	Uy vien 
- NguiYi trtrc tiep quan 1Si tai lieu mat 	Uy vien, thu 14 hOi diing 
b) HOi (long tieu huS,  tai lieu mat cua cac dan vi Om: 
- Dai dien lanh dao dan vi 	 Chit tich H6i dong 
- CVP hoc PCVP, Truang ho4c Pho Pho ChU tich FI6i d6ng 

phong Hanh chinh. 
- Dai dien b0 phan bao mat cita ca quan 	Uy vien 
- Dai dien dm b0 phan c6 tai lieu hug' 	Uy vien 
- Nguiri trtrc tiep quan 1S,  tai lieu mat 	Uy vien, thu 14,  H6i d6ng 
c) Lap bien ban thong ke day,  du danh mvc timg tai lieu mat can tieu huSI, 

trong do phai ghi rei so cong van, so ban, trich yeu tai lieu. NOi dung bien ban phai 
phan anh phuang thirc, trinh to tier' hanh va ngtred thirc hien tieu hug' tai lieu mat 
theo dung quy dinh cila phap luat. Bien ban phai co day di' chil lo',  cila cac thanh 
vien tham gia lieu hug. 

d) Khong tiet 16 thoi gian, dia diem tieu hily tai lieu mat va khong de lot ra 
ngoai cac tai lieu mat can tieu huy. 

3. Cach thirc tieu huS,  tai lieu mat: 
a) Doi vai tai lieu mat la van ban in ten giay phai dugc d6t hoc xe, nghien 

nho toi mirc khong the chAp ghep lai ducic. 
b) D6i vOi tai lieu mat la bang, dia, phim, phai lam thay d6i toan b6 hinh 

dang va tinh nang tac dung dam bao khong the khai thac, sir dung dirge. 
c) Trong truang hop d'ac biet, khong co diet' kien to chirc tieu hit)/ tai lieu 

mat theo quy dinh ten, neu tai lieu mat khong dirge tieu hily ngay se gay hau qua 
nghiem tong cho an ninh, quoc phong hoc loi‘  ich khac cita Nha nu& va EVN 
thi ngu6i dang,quan 1S,  tai lieu mat do dirge 9uyen tkr tieu hily nhung ngay sau do 
phai bao cao bang Van ban voi ngtrei dimg dau ca quan, to chirc va ca quan Cong 
an. Neu vice to tieu hity tai lieu mat khong c6 VT do chinh clang thi ngtroi tieu hity 
tai lieu do phai chit' trach nhiem tnrov phap luat. 

d) Bien ban tieu hilly tai lieu mat km tai b6 phan bao mat cita don vi. 
Dieu 60. Cie quy dinh do lien quan khac ve cong tac bao mat, cam ket 

bao ye bi mat trong T4p doan Dien lire QuOc gia Viet Nam,  
1. Cac don vi phai bo tri, boi huan, giao nhiem vv cu the cho CBCNV lam 

cong tac bao ve bi mat. 
2. CBCNV ca quan EVN/Dan vi lam cong tac lien quan trkrc tiep den bi 

mat trong Tap doan Dien lire Quoc gia Viet Nam phai c6 VI lich rO rang, c6 pham 
chat dao due tot, can than, kin dao, CO tinh than trach nhiem, y thirc to chirc kg' 
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luet, y thirc canh gide gill gin bi met, c6 trinh d6 chuyen mon, nghiep vu va nang 
luc cong tic hoan thanh nhiem vu dugc giao. 

3. CBCNV cac don vi lam dog tic lien quan trvc tip an bi met trong Tap 
doom Dien luc Qu6c gia Viet Nam phai cam ket bao ve bi met bang van ban (theo 
m'au tai phu luc,  kern theo) 	throng don vi. Van ban cam ket n6p cho b6 
phen bao met, to chirc cila don vi ltru gift. Khi nhen ding tic hoc thoi lam cong 
tic bao met phai c6 su thou thuen dm co quan an ninh ding cap va lam cam ket 
bao ye bi met trong Tap ,doan Dien luc Qu6c gia Viet Nam. Khi ra nu& ngoai 
phai dugc co quan c6 tham quyen cho phep. Nhimg ngtri:ri dirge giao lam cong 
viec lien quan den bi met trong rep doan Dien luc Quoc gia Viet Nam phai thuc 
hien nghiem tuc cac n6i dung tai Quy dinh nay va cac quy dinh phap luet c6 lien 
quan. 

4. Cac don vi phai tuan thu viec giai met, giam met, tang met tai lieu, vet 
mang tin bi met va,trang bi co ser vet chat, ky thuet phuc vu cong tic bao ve bi 
met va thanh tra, kiem tra trong link vuc bao ye bi met nha nu& theo quy the bao 
ve bi met Nha ntrac trong nganh Cong Thuong ban hanh kem theo Quyet dinh s6 
50/QD-BCT ngay 09/01/2017 dm B6 Cong Thuong. 

5. Trach nhiem cua cac don vi/ca nhan trong viec sir dung, quart ly dien met: 
a) Viec sir dung dien met phai dugc the hien theo the d6 tai lieu met va theo 

dung quy dinh so 06/QD-VPTW ngay 01/6/2017 dm Van phong Ban chap hanh 
TW, cac sira d6i 1)6 sung sau nay va cac quy dinh hien hanh cua EVN. N6i dung 
dien met chi ph6 bien den ngu6i c6 trach nhiem, khong dugc toy sao chep, ltru 
trir pho Wen nguyen van hoc chuyen cho nhieu ngtrori xem. 

b) Co quan/ca nhan khi giai quye't xong dien met phai tra lai cho co yeu cua 
Van phong TW bao quan. Dien "Tuyet met" phai tra lai sau mgt titan; dien "Met", 
"T6i met" phai tra lai sau mot thing. Khi can giu dien met lai de nghien ciru, phai 
trao doi voi co yeu ve thiyi gian giu lai. 

c) Ca quan hoc can b6 lam thAt lac dien met phai nhanh thong lap Wen ban 
xac nhen rO: ngithi lam mat, mat trong truimg h9p nao, n6i dung dien de cep ve 
van de 	dozing thori phai bao ngay cho Thu tnrang don vi va phu trach co ye'u 
cua VPTW Dang biet de c6 Wen phap xir ly kip the:ri. 

ChLro'ng V 
QUY DINH VE THOU HAN BAO QUAN HO SO, TAI LIEU 

Dieu 61. Ciu too ctia Bang thoi han bao quail 
Bang thiyi hart bio quan tai lieu dm rep doan Dien luc Queic gia Viet Nam 

dugc cau tao a clang bang g6m 04 cot chinh: 
,1. C.6t 1: Ghi s6 thir to 	ho so, tai lieu. S6 thir ttr dugc dinh lien tvc tix 

dau den cuoi bang. 
2. COt 2: Ghi ten nhOrn ho sa va ten ho so, tai lieu. 
Cac nh6m116 so, tai lieu dugc xac dinh tren co sor chirc nang, nhiem vu cua 

co quan EVN/Don vi bao Om 21 nhom dugc sap x'e'p co ban theo tret to tir chung 
den rieng. Cu the nhu sau: 

a) Tai lieu tong h9p, hanh chinh. 
b) Tai lieu quy hoach, ke hoach, thong k'd. 
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c) Tai lieu to chirc, nhan skr. 
d) Tai lieu dao tao, bOi,duang. 
e) Tai lieu lao dOng, tier' Krung. 
f) Tai lieu tai chinh, ke Wan. 
g) Tai lieu quan 1y du tu xay dung va du thAu. 
h) Tai lieu khoa h9c ding nghe va mai tithing. 
i) Tai lieu vien thong va cong nghe thong tin. 
j) Tai lieu h9p tic quOc te. 
k) Tai lieu thanh tra, bao ve. 
1) Tai lieu phi]) ch& 
m) Tai lieu thi dua, khen thuang. 
n) Tai lieu quan h4 cong gong. 
o) Tai lieu k'S; thuat san xuat dien. 
p) Tai lieu dieu,d0. 
q) Tai lieu truyen tai. 
r) Tai lieu kinh doanh va kiem tra, giam sat mua ban diem 
s) Tai lieu N4 cong tic dien !long thon. 
t) Tai lieu an toan va bao hi) lao dOng. 
u) Tai lieu vat tu, xuAt nhap khau. 
v) Tai lieu dm to chirc Hang. 
w) Tai lieu cila to chirc Cong doan. 
x) Tai lieu dm to chirc Doan thanh nien co quan. 
y) Ili lieu dm to chirc HOi cuu chitin binh co quan. 

Trong m8i nhOm, cac lib sa, tai lieu dirge sip xep theo tat tu sau: 
- Tap van ban quy pham phap luat va cac van ban hithing dan chung (ho so 

nguyen tac). 
- HO so xay dung van ban quan li, chi dao, dieu hanh, huang dan . 
- HO so hOi nghi. 
- Chuang trinh, Ice hoach, bao cao. 
- Ho so to chirc thkrc hien chuang trinh, a an, du an. 
- Ho so giai quyet cac viec. 
- Ho so kiern tra, thanh tra. 
- Bio cao chuyen de. 
- So skh. 
- Cong van trao dOi. 
3. COt 3: Ghi th&i han bao quan tai lieu theo hai mirc: vinh viL hoac co 

thin hp tinh bang narn. 
4. COt 4: Ghi chu nhi-mg van de can chi clan hoac luu 51 khi thkrc hien. 
Dieu 62. Sir dung Bing thai hun ban gain tai 1411 
1. Mirc bio quan vinh vign: Tai lieu thuOc mirc nay dugc dua vao bao quan 

tai Lim trii co quan va sau dO dirge lua chon nOp vao Lim nil lich sir khi den hp 
theo quy dinh cua phi', luat hien hanh ye km tit va theo Dieu 15 Nghi dinh so 
01/2013/ND-CP ngay 03/01/2013 dm Chinh phil. 
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2. Mirc bio quan co thai han: Tai lieu thuc mirc nay chi dua vao bao quan 
tai Luu tit' co quan, khong nOp luu vao Ltru try lich sir. Het thai hart bio quan, tai 
lieu dtrac thong ke trinh HOi dong xic dinh gia tri tai lieu cita co quan xem xet de 
quyet dinh tiep tuc giir lai bao quan hay loai ra tieu hu5,  theo trinh to quy dinh cua 
phap luat. 

3. Bang thai han bao quan tai lieu nay duac sir dung de xic dinh theri han 
bao quan tai lieu hinh thanh ph6 bien trong hoat dOng dm co quan EVN/Dan vi 
trong toan Tap doan Dien luc Qu6c gia Viet Nam. , 

4. Doi vii nhimg ho so, tai lieu lien quan den su kien, vu viec hoac giai 
doan lich sir khong con giu dtrac day du thi can nfing mire thai han bao quan len 
cao hon so vii quy dinh tai Bang nay. 

5. Truing hop thuc to phat sinh nhirng h6 so, tai lieu ma chtra co trong 
Bang thai han bao quan nay thi cac don vi co the van dung cac mirc thai han bao 
quin WO so, tai lieu tuang Ung dugc quy dinh trong Bang va tuyet d6i tuan thu cac 
van ban phap luat hien hanh khac co lien quan de xac dinh thi han bao quan cho 
tai 

6. D6i vaih6 so, tai lieu di het thai han bao quan, HOi d6ng xic dinh gia 
tri tai lieu cita co quan xem xet, dinh gia lai; n'L can thit co the gia han thOi han 
bao quan. 

Dieu 60. Thai h9n bio quan ho so, tai lieu 
1. Thai han bao quan h6 so, tai lieu ctia Tap doan Dien luc Quoc gia Viet 

Nam ducic the hien a clang bang tai php luc kern theo. 
2. Th&i han bao quan ho so tai lieu dien tir ducc thuc hien theo quy dinh 

hien hanh cua phap luat va quy dinh nay. 

Chtrcrng VI 
DIEU KHOAN THI HANH 

Dieu 63. Track nhiem quail ly, kiem tra, !mon drill 
1. VAn phong Tap doan/Dan vi co trach nhiem: 
a) Chu tri quan 1Y, kie'm tra, htrang dan va don d6c thuc hien Quy dinh nay 

doi vori cac Ban/dcm vi thuc d6i tuang ap dung quy dinh tai Dieu 2 dm Quy dinh 
nay. 

b) Dinh lcS/ ph6i hgp yeti cac Ban lien quan to chuc kie'rn tra, dinh gia, tong 
hap bao cao hieu qua sir dung dm he th6ng van phong dien tir va tham mutt viec 
chinh sira, nang cap nham dap frng nhu cau ding viec dm co quan EVN/Dart vi. 

c) Ph6i hap EVN/CT/BO phan CNTT cua don vi dam bao he th6ng van 
phong dien tir hoat dOng thong suot On dinh, dap img yeu cau giai quyet cong viec 
dm co quan Tap doan/don vi. Dinh kSf hang thing bao cao lanh dao Tap doan tinh 
hinh quan VT, sir dung N thong van phong dien tir trong hoat dOng dieu hanh va 
san xuat dm Tap doan. 

• I 

d) Dau moi chiu trach nhiem quan ly, sir dung he thong van phong dien tir 
de quan ly van ban di/den, trao d6i thong tin, quan ly ho so, tai lieu trong EVN 
dam bao tuan thit dung quy dinh cua phap luat. 
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e) De xudt viec hieu chinh nghiep vu phAn mem nham dap irng nhu cAu 
cong viec tht;rc to tai EVN/Dan vi dam bao phit hop voi cac quy dinh hien hanh 
cita Nha mac. 

f) Theo doi, don doc, kiem tra viec giai quyet cong viec, lap h6 so ten van 
phong dien tir dm cac Ban/Don vi. Thu6ng xuyen don doc cac Ban/Don vi khong 
dugc de ton dung hoac qua th&i hart giai quyet. 

g) Tong h9p, bao cao tinh hinh giai quyet cong viec, lap h6 so ding viec va 
tien dO trien khai y kien chi dao cita lanh dao Tap down tai cuOc hop giao ban hang 
Wan hoac theo chi dap dm lanh dao Tap doan. 

h) Van phong EVN/Don vi có trach nhiem tiep nhan/xir 1y/tra ciru tim kiem 
toan b6 van ban di/den EVN/Don vi theo dUn4 trinh tir, chirc nang nhiem vu va 
that'll quyen; la &Au m6i tiep nhan cac y kien de xuAt dm cac Ban/Phong ye viec 
hieu chinh/phan quyen cho CBCNV de tong h9p trinh lanh dao EVN/Don vi xem 
xet phe duyet truac khi giao EVN/CT/b0 phan CNTT thvc hi'en hieu chinh. 

k) Chu tri trien khai van phong dien tir trong toan EVN/Dom vi. 
2. Trach nhiem &la cac Ban/Phong: 
a) Tren co so.  van ban den do CVP hoac PCVP co quan EVN/Dom vi chuyen 

den hoac lanh dao Tap doan/Don vi chi dao, chuyen thanh cong viec, giao va chi 
dap CBCNV chuyen mon giai quyet hoac trirc tiep giai quyet. 

b) Theo dOi not dung va qua trinh giai quyet,cita CBCNV, chi dao don d6c 
CBCNV giai quyet cong viec dung,  thoi han yeu cau tai Dieu 3 Quy dinh nay. 

c) 'Throng hop van ban chuyen nhAm, lanh dao Ban/Phong nhan dugc van 
ban dO khong tir y chuyen cho Ban/Phong khac ma giai lai cho van thu co quan/don 
vi (hoac vao chirc nang chuyen nham) dm he thong van phong dien tir de th6ng 
bao lai ngay cho van phong co quan/don vi cap nhat phan ph6i lai kip thoi). 

d) Cac Ban/Phong/ca nhan chi dirge quyen tra ciru, d9c xem cac van ban do 
Lanh dao EVN/Don vi phan cong giai guy& theo chirc nang nhiem vu. 

3. EVN/CTva b0 phan CNTT dm cac don vi co trach nhiem: 	, 
a) Quin lS't toan b0 co soy ha tang kSi thuat, cai dat, van hanh he thong van 

phong dien tir; ph6i hgp vai Van phong EVN/Don vi dao tax) va huang dan sir 
dung, van hanh he thong. 

b) Quan 1 ,  va cap, thu hoi tai khoan dang nhap he th6ng van phong dien tir 
cho cac CBCNV ten co so' de nghi bang van ban dm Van phong EVN/Don vi. 

c) Chiu trach nhiem trong cong tac trien khai, van hanh, huang dan, h6 tro 
sir dung; dam bao tuyet doi an toan bao mat, tinh day du toan yen ye cac van ban 
di/den, cac y kien chi dao dieu hanh; quan tri he thong van phong dien tir cho co 
quan EVN/Don vi; 

d) Chu dOng de xuAt yeti Van phong EVN/Dan vi cac giai phap hieu chinh, 
nang cap de dam bao he thong lam dap img tot theo yeu cau quan li dm co quan 
EVN/Dan vi. 

e) EVN/CT chi dugc pile]) hieu chinh, b6 sung ve quyen tra ciru/dang 
nhap/xem van ban va cac tien ich khac cho tai khoan dm cac ca nhan/Ban/dan vi 
khi CO dungy bang van ban dm Van phong EVN trinh Thu throng Co quan phe 
duyet hoac van ban chap thuan ve nghiep vu cua Van phong EVN. 
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Dieu 64. Khen thuirng, lcST 104 
Dinh kST hang tuan/thang, Van phong EVN/Dan vi can Cu vac) ket qua giai 

quyet cong viec tren he th6ng van phong dien tir, th6ng ke bieu (16 tS,  le hoan thanh 
giai quyet cong viec trong tuan/thang de bao cao Ngu6i có tha.'m quyen tai cuOc 
hop giao ban tuan/thang. 

Dieu 65. Dieu khoin thi hanh 
1. Cac Pho T6ng Giam d6c EVN, Truang cac Ban thuOc HDTV EVN, Chanh 

Van phong, Twang cac Ban chirc nang dm EVN, Thu truung cac Dan vi thuOc 
Doi tu9ng ap dung tai Khoan 2, Dieu 1 Quy dinh nay va cac to chirc, ca nhan lien 
quan chiu trach nhiem thi hanh Quy dinh nay. 

2. Cac Dan vi dp dung truc tiep Quy dinh nay va dupc ban hanh huang dan 
thuc hien nhang nOi dung dac thii dm dan vi chua dugc quy dinh tai Quy dinh 
nay. Huang dan dm Dan vi khong dugc trai quy dinh phap lust, quy dinh dm 
EVN Nth Quy dinh nay. 

3. Quy dinh nay la ca so. de Ngueri dai dien van dung, coy Cokien khi xay dung 
va bleu quyet ban hanh quy dinh c6 not dung lien quan den Quy dinh nay tai dan 
vi minh. 

4. Trong qua trinh thvc hien Quy dinh nay, neu phat hien nhang vuong mac, 
khO khan, can bo sung, sua d6i, cac Ban/Dan vi bao cao ve Tap doan Dien lkrc 
Viet Nam (qua Van phong EVN) de nghien dm, sua doi bo sung cho phi' h9p./.1i 

KT.TONG GIAM DOC 

Dinh Quang Tri 
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Luv coo 1: Quy trinh quail 1S7 van ban den 

Van phong Lanh dao Tap doan/Dcfn vi Ban/Pheng/CBCNV Lu'u trit co' quan Van ban den 

Lanh dao Tap doan/Do'n vi 
CV chi' tri (nghien 

ccru clv thao vb 

tra Itii, LHS cong 

co' quan 

.. 

CVP/PCVP 
Ban chU tri 

vic...) 

Van thLr 

Luu trCr  hoac ngu'ai duvc Uy quyen 

. 
' 
, , , , , , 
, 

, , 

. 
t 

L 	  

.. CV ph6i 

holo 

I 
• 

,  

, 

'  
Ban  

a 
i 

1. 
ph6i ho'p 4- _.,  

Chuyen 

vier' 

	►  Duffing di dm van ban din tix (khang dp van ban a cac cap da mat) 

Duang di cda van ban giAy 
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Di6n gi6i quy trinh qu5n IY v5n 135n den 

            

 

Ngtriri thu'c hien 

     

NOi dung ding viec 

  

Van tht.r co* quan 

  

1. Van ban den tUcac B6, nganh ngoai EVN 

- Van thu' co' quan tiep nhan, phan loai, bac bi, dOng dau "Den" len van ban den. 

- Nhap may day dU cac th6ng tin van ban den (so, kY hieu, ngay thong nam van ban, trich yeu not dung van ban, 

nal gCri van ban...), scan d5y di van ban va cac phu luc, kY so va dinh kern file van ban vao Van phong dien ti' de 

CVP/PCVP (hoac ngudi duvc iy quyen) xem xet phan ph6i van ban den tren van ph6ng dien tit 

2. Van ban den trong not b6 Tap down Dien lyc Qu6c gia Viet Nam 

Van thu' co' quan kiem tra tinh xac thu'c, town yen va &ay di cita van ban den qua Van phong dien tir va cap nhat vao 

he th6ng ph5n mem de CVP/PCVP (hoac ngu'di duro'c iy quyen) dpc phan ph6i van ban den. 

3. Tat ca cac loai van ban den (ban giay) cteu 'Yu tai van thu' co quan. 

4. Cac van ban chi cac mCrc d6 mat, do'n thu' khieu nai to cao - khang ap dung theo chu trinh nay. Van thu' ca quan 

chuyen giao cho Ban/Pheng chit tri thu'c hien l5p ho 	giay dung quy dinh. 

1. Tiep nhan van ban den tren van phong dien tir 

2. Can cu 'vao tharn quyen/phan tong trong Lanh dao EVN/Do'n vi, chCrc nang nhiem vu cUa cac Ban/Ph6ng va cac quy 

dinh khac có lien quan de phan ph6i, chuyen giao van ban den cho phu ho'p vdi chirc nang, nhiem vu. 

 

CVP/PCVP (hoac ngt.ral 

dcro'c Uy quyen) 

  

 

L5nh dao 

Tap down/do'n vi 

L5nh dao Ban/Phang 

(ChU tri) 

 

1. Nhan van ban den tren v5n phong dien 

2. Cho y kien chi dao giai quyet tren van phOng dien 

3. Theo dal, kiem tra, don d6c giai quyet va chi dao giai quyOt van ban tren van ph6ng dien ti.r. 

1. Tiep nhan y kien chi dao van ban den tren van ph6ng dien tir de trign khai thyc hien. 

2. Tryc tiep x r ly ho5c cho y kien chi dao, phan tong Chuyen vien trong Ban chi tri ho5c ph6i ho'p de thy IY gi6i quyet 

tren van ph6ng dien 

3. Theo cloi, kiem tra, don d6c, giam sat giai quyet va chi dao giai quyet cong viec, lap 116 so' dien tir; chinh sin du' 

thao van ban do chuyen vien trinh qua van phOng dien tir. 

4. Xac nhan tinh trang hoan thanh cong viec, lap ho so' cong viec tren van phong dien tir va giao n6p 116 so' vao lu'u trir 

co' quan theo quy dinh. 

1. Tiep nhan y kien chi dao van ban den tren van phOng dien tir de trign khai thcrc hien. 

2. Tryc tiep 	IY hoac cho y kien chi dao, phan cong Chuyen vien ph6i hap giai quy6t. 

3. Theo doi, kiem tra, d6n d6c, giam sat giai quyet va chi dao giai quyet cong viec, chinh sin du' thao van ban do 

chuyen vien trinh qua van phong dien tu'. 

 

L5nh dao Ban/Phong 

(Pheii ho'p) 
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Ngirol thkrc hiOn NOi dung ding viec 

1. Tiep nhan Y Vein chi ciao cUa L5nh dao tren van phang dien t& de nghien dru, de xuat giai quyet cong viec theo 

dung thai han quy dinh. 

Chuyen vien 2. Nhap not dung giai guy& cong viec. 

(ChU tri, thu6c 3. TO nhan, tong ho Y kign cUa Ban/Phang phOi hqp, chuyen vien phOi ho (neu co). 

Ban/Phang chU tri) 4. Soan thao Dkr thao van ban. 

5. Trinh dkr thao qua van phang dien t& den Ianh dao Ban/Phang. 

6. Hoan thien dui thao theo NI kign chi dao cUa Ianh dao va trinh kY qua van phang Men tit. 

7. Trong qua trinh giai quyet cong viec, phai co trach nhiem 15p hO so' dien tt:r tren van phang dien tit theo quy dinh. 

8. DOi voi cac clang tai lieu khong phat hanh Igy s6 qua van thir: To' trinh not bO, Bien ban thanh IY Ho &Ong, Bien ban 

thiroing than hop &Ong, ... thi chuyen vien chU tri c6 trach nhiem s6 h6a (Iva vao h6 so' dien tir tren e-office. D6ng thoi 

tap ho tai lieu nay theo so" thir hi, kY hieu, tieu de hO so' da 15p tren e-office, de den thad han ban giao cho lu'u tr.& co' 

quan ding hO so' dien tit. 

9. Lap ho so' gray doi voi nhirng h6 so' c6 van ban chi cac mitt dO mat, do'n thu' khigu nal to cao ... va giao nOp vao lu'u 

trCr co' quan theo quy dinh. 

Chuyen vien (Ph6i hop, 
thu6c Ban/Phong ph6i 

1. Tip nhan cac Y kign chi dao tit ranh dao Ban/Phong de nghien dru Y kien tra 16'i Ban/Phong chU tri. 

2. Nhap not dung giai guy& van ban, soan thao van ban hoac Y kien gop y trinh I5nh ciao do'n vi xem xet thong qua de 
hop) girl cho Ban/Phang chU tri. 

Lull triii co' quan 1. Kiem tra, tip nhan h6 so' dien tit va tai lieu gray (loci phai co ban giay) cUa cac CBCNV co' quan . 

2. Thu thap 116 so' co thol han bao va cac tap lu'u van ban den tai van thir co' quan 

3. Cac h6 so' rap kh6ng dung (h6 so' dien t& + ho so' gray) kru trCr co' quan khong thrgic tiep nhan, &Ong thai c6 trach 

nhiem tong ho trinh CVP/PCVP de bao cao I5nh dao Tap down/Don vi. 
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Van phong EVN/Dun vi L5nh dao EVN/Dcm vi Ban/Phong chi] tri 

Chuyen vien L5nh dao Ban 

Lap [16 so dien tCr 
& ho so. giay theo 

quy dinh 

Xem xet 

duOt der thao 4- 4-- _ 	_ _ 

Thu kY 

Van thu' co' quan 

phat hanh van ban qua van pheng 

dien t& den cac do'n vi trong EVN 

No'i nhan ben 

ngoai EVN/Dom vi 

Soan thao van 

ban 

Ban chi) tri va 

cac Ban lien 

quan trong not  
13(i 

Trinh 

LD EVN/Dom vi 

Ltru coo 2: Quy trinh quail ly van ban di 

Dixamg di dm van ban di'n tir (khong ap dking van ban a cac cap 01 mat) 

► Duang di dm van ban giAy 
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Di6n gi6i quy trinh qu6n IY van b6n di 

Ngtthi tht,rc hiOn 
Ne;ii dung cong vies 

1. Can cix vao y kien chi dao cita L5nh dao Ban, nghien ct:ru cac quy dinh lien quan de soon thao not dung 

van ban va trinh lanh dao xem xet chinh st:ra qua van phang dien 

2. Hieu chinh hoan thien not dung van ban theo yeu cau ct:ta cac cap I5nh dao trinh 15nh dao Ban/ph6ng 

kY tat (net' la van ban phat hanh van ban giay). 

3. Hang kY phat hanh van ban di tren van phang dien 

4. Lap ho so' cong viec va giao nap h6 so' vao 	trCr co' quan theo quy 

5. 06i vai cac clang tai lieu khong phat hanh lay s6 qua van thu' 	quan: To' trinh nal ba, Bien ban thanh 

IY Hdp d6ng, Bien ban thi.rung thao hcip d6ng, 	thi chuyen vier) chit tri CO trach nhiem s6 h6a dira vao 

h6 so' dien tix. Wong thdi tap hcip tai lieu nay theo s6 thCr tcr, kY hieu, tieu de h6 so' d5 lap trelo van phang 

dien 	de den thdi han phai ban giao cho Iu'u trir co' quan cung ho so' dien 

1. Tiep nhan xem xet du' th5o van ban, cho y kien not dung can hieu chinh hoac y kien phe duyet tren 

van phang dien tit 

2. In va kY tat not dung (d6i \Jai nhCrng van ban phat hanh van ban giay). 

3. Duyet cicr thao, kY s6 de trinh Ngu'di c6 thgm quyen theo quy dinh. 
4. Neu la Ban ph6i hcip thi deu phai thu'c hien du 3 bu'O'c tren cho der thao, ky s6 chuyen tai do'n vi ch6 

tri de trinh. 

1. Tiep nhan van ban, kiem tra, ra soat toan b6 not dung, h6 so' trinh va the tht.Y.cvan ban truck khi trinh 

Lanh dao EVN/do'n vi (ca ban giay va van ban trinh qua van phang dien 

2. Chuyen van thu' co' quan/do'n vi phat hanh vdi nhang van ban phat hanh ban giay da duc.ic Lanh dao 

Tap doan/do'n vi ky ban hanh. Chuy6n lai Ban/Phang de hoan thien lai vai nhCrng van ban phat hanh van 

ban giay ma L5nh dao EVN/do'n vi yeu cau dieu chinh, b6 sung. 

1. Tiep nhan van ban, kie'm tra not dung van ban, cho y kien chi dao hoac phe duyet. 

2. KY van ban (d6i vai van ban phat hanh van ban giay) hoac kY s6 (d6i vO'i van ban phat hanh dien tir). 

Chuyen vien 

Lanh dao Ban 

Thu' kY Lanh dao Tap doan/dan vi 

Lanh dao Tap dogn/do'n vi 

1. Van ban di giri cac Bainganh hoac do'n vi ngoai EVN 

- 06i vdi van ban phat hanh co chi/ kY tru'c ti6p, van thu' co' quan cap so, nhan ban, thing dau gill den cac 

Bainganh/dun vi du'dc nhan van ban. 

- 06i vdi van ban phat hanh c6 chCr kY s6, van thin co' quan cap s6, in van ban d6 nhan ban, dOng dal.] gill 

den cac Bainganh/dun vi. 
- Dang dau, It.ru van ban goc (neu IA van ban kY giay) va in clang dau lu'u van ban co ch& ky s6 (neu la van 

ban ky s6) tai b6 phan van thin co' quan. 

Van thin 	quan 
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Ngugal thkrc hi'On 
Noi dung ding viec 

2. 	Van ban di giri trong Tap doan Di0 hrc Quoc gia V* Nam: Van thu co quan cap so, giri 
phat hanh van ban qua van phong din tir. 

3. Hoan 0-Wen WO so' tap Iu'u van ban di de giao nOp Iu'u UT/ co' quan theo quy Binh. 
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Lull do 3: Quy trinh quail 1S,  van ban not bo 

Ban/Phong giri van ban Ban/Phong nhan van ban 

Chuyen vien Lanh dao Lanh dao Chuyen vien 

Nghien dru, soan 
thao vb xin ct kien 

ru ho so' (lap va k Xem Nghien c&u, 
soan thao vb tra lai 

xet, Tip nh'an, 
dien tCr) phe du et chi dao xii IN,r (lap va lu'u ho so' 

cong viec dien tir) • _______A 

Khong 

duyet 
uyet 

 
D 

Dithng di caa van ban di4. tir 
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Dien giai 	van ban ni)i 1345: 

Diu do nay ap dung cho tat ca cac lo4i van ban not b41?' trong co quan Tap doan/Don vi: duvc soan thao, xin y kien, g6p 

giri - nhlan van ban ... hoan toan teen moi trtaing din dr. 

Ngtroi thkrc hien N(ii dung cling vice 

Chuyen vien Ban gfri van ban 1. Nghien cfru, sop thao van ban gfri cac Ban lien quan. 

2. Giri Lanh dao Ban xin Y kin xem xet, hieu chinh, phe duyet 

3. Tie') tuc nghien cfru, hieu chinh hoan thien not dung van ban theo yeu cau cua Lanh dao Ban 
(neu van ban khong dtrgc duyet) va trinh Lanh dao Ban xem xet cho Y kien chi dao tiep theo. 

Lanh (Tao Ban giii van ban 1. Tip nh'an van ban, cho y kin phe duyet hoac chi dao, hieu chinh sira doi bo sung. 

2. KY so phat hanh van ban. 

Lanh dao Ban nh4n van ban Tip nhan van ban den ten van phang dien tu, cho Y kin phan pheii, chi dao giai quyet Vr ly 
van ban 

Chuyen vien Ban nh:lin van ban Tiep nh4n, nghien cuu, soan thao van ban tra leti, quy trinh thgc hin cac buoy theo mkic 
"Chuyen vien Ban giri van ban" neu tren. 
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Chuyen vien chU tri chiu trach nhiern 

Igo hO 	dien ttr va ho so' gigy (neu 

co) theo quy dinh 

Lanh dao 

Tap down/Dorn vi 

(giao viec hoac tao cong 
viec rneYi) 

Lanh dao Ban/Phong 

(tigp nhan, chi dao thu'c 

hien) 

TOng hqv WI qua, tin d6 giai 

quye't cong viec, ho sa cong viec 

cua cac Ban/Ph6ng de bao cao 

lanh ciao Van phong EVN/Do'n vi 

DixOng, di dm van ban din 61.  

♦ Dixong di cua van ban giay 

Chuyen vien phoi hqp 

Lu'u trCr 	quan 
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Chuyen vien chu tri 

Ltru coo 4: quy trinh quan 1S,  cong viec va ho sa ding viec 



Dien giai guy trinh quail 1y cong viec vã ho so cong viec 

NOi dung cong viec Ngu'al thcrc 
hien 

Lanh dao Tap doan/Dcen vi 

Lanh dao cac Ban/Phang 

Lanh dao Van phang 

Chuyen vien cac Ban/Phong chu tri 

1. Tao cong viec 	hoac phan ph6i giai quyet cong viec cho cac Ban/Pheng. 

2. Theo doi, don d6c, kiem tra, chi dao, yeu cau bao cao trong qua trinh giai quyet cong viec 	cac Ban/Pheng 

then quy dinh. 

3. Danh gia viec hoan thanh/khong hoan thanh/qua han cong viec cua cac Ban/Van phang/PhOng. 

1. Tao cong viec mai hoac phan ph6i giai quyet cong viec cho cac CBCNV tai Ban/Phang. 

2. Theo do', don d6c, kiem tra, chi dao, yeu eau bao ciao trong qua trinh giai quyet cong viec cYa CBCNV tai 

Ban/Phang 

3. De xuat, kien nghi, bao cao cong viec 	L5nh dao T5p doan/dan vi. 

4. Xac nhan hoar) thanh/khang hoan thanh/qua han cong viec cCia CBCNV tai Ban/PhOng then quy dinh. 

1. Tren co' s& ‘"/ kien chi dao dia I5nh dao hoac cac ket luan cu6c hop cila lanh dao chi dao 136 ph5n Thu' kji cap 

nhat titng dau MIX nhiem vu ding viec 15nh dao giao vao van phOng dien 

2. Theo cloi, don d6c trong qua trinh giai quyet cong viec cua Ban/Ph6ng 

3. T6ng hop bao cao tien d6, ket qua hoan thanh cong viec va 15p hO so' cong viec (h6 so' gray va h6 so' dien 

ciJa cac Ban/Phong de bao cao L5nh dao Tap doan/Dan vi tai cac cu6c hgp giao ban. 

1. Thep nh5n va giai quyet cong viec then chCrc nang, nhiem vu cluvc giao; 

2. De xuat, kien nghi, bao cao cong viec 	L5nh dao Ban; 

3. Trong qua trinh giai quyet cong viec, Chuyen vien chY tri 15p h6 so' cong viec day di] tren van phong dien 

(Rieng d6i va'i cac clang tai lieu khong Oat hanh lay s6 phat hanh qua van thu' co' quan: To' trinh not b6, van ban 

trao d6i not b6, 	thi Chuyen vien chi] tri c6 trach nhiem kip tiled so hoa du'a vao 116 so' dien 	Wong thai tap 

hop tai lieu nay then s6 thCr 	hieu, tieu de 116 so' d5 15p van phang dien tir de den thai han ban giao cho lu'u 

trir co' quan dung h6 so' dien tCr. 
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NgulYi thkrc 
hi0 

N6i dung cong viec 

4. 061 vai nhirng cong viec kh6ng xir lc, tren van ph6ng dien tit, chuyen vier) Ban/Van phang lap h6 so gigy va giao 

n6p vao Iu'u tar' co quan theo quy dinh. 
...---.. 

Chuyen vien cac Ban/Phang phdi hqp 1. Tip nhan va giai quygt cong viec theo chirc nang, nhiem vu thro'c giao; 

2. De xugt, kign nghi, bao cao cong viec vai Lanh dao Ban/Phang; 

Van thu' Ban/Phong - 	Tong hop 116 so din tit sau khi duvc Lanh ciao Ban xac nhan da hoar' thanh va giao nOp vac) kru trir co 
quan theo quy dinh. 

- 	Lam dau m6i trong Ban/Phong tap hop h6 so, danh muc tai lieu da giai guy& xong de giao n6p vao kru 
tat co quan theo quy dinh. 

. 

Lu'u trir cc( quan Dan d6c, hu'ang an, kigm tra, theo dal, th6ng ke bao cao tinh trang lap 116 so' cong viec cUa CBCNV cac Ban/Phang 

theo quy dinh (h6 so' gigy va ho so dign til). Can car vao h6 so ding viec dien tit do CBCNV cac Ban/Phong lap, co 

trach nhiem kigm tra, thu thap, hoan thien h6 so' ding viec (h6 so' gigy va h6 so dien till dg phut vu cong tac Iu'u 
tr.& va cong tac chi dao dieu hanh theo dung quy dinh. Tra lai Ban/Van phong/Phong voi nhCrng h6 so' ding viec 

lap khong dung theo quy dinh. D6ng th6i chiu trach nhiem th6ng ke tinh trang giao n6p h6 so cUa cac Ban/Van 
phang/Phang vao kru trCr co quan bao cao L5nh dao Van phang de tong hop bao cao 15nh dao Tap doan/Don vi. 

S5p xgp h6 so' gigy cUa cac Ban/Phang giao n6p (hi5 so d5 du'oc chinh h'i hoan chinh) theo nghiep vu lu'u trCr, du'a 

len gia bao guar) va phyc vu khai that tai Tap doan/Oo'n vi theo quy dinh hien hanh. 
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Phu Inc 1 

TAP DOAN 
DIEN LVC VIET NAM 

TEN BAN/VP (1) 

CONG HOA x -A HOI CHU NGHIA VIET NAM 
DOc 14p - Tu. do - 14nh phtic 

Ha Ni, ngay tilting neon (2) 

   

PIHEU TIINH 
Ve viO 	 (3). 

Kinh giri• 	 (4). 

1. NOi dung trinh bay: (5) 

a. D:at Van & (6): 
b. Ni5i dung cong vieF (7): 
c. T6ng h9p cac y kien gOp y dm cac don vi lien quan (n6u co) (8): 

2. Y Ian de xuAt: (9) 

a. D' xuAt phumg an giai quy6't vAn & (10): 
b. Ki6'n nghi (n6'11 co) (11) 

[Ten VP/Ban trinh] (12) kinh trinh/bao coo (13) d6'ng chi [chirc danh liinh ciao] (14) 
xem xet, phe duyet/co y Ici'n chi ciao (15)./. 

CAN BO THV LY (16) 	LANH DA° BAN/VP TRINH (17) 

"it7  MEN CHI DAO/PHE DUYET CUA LAN! DAO (18) 
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liONG DAN TRINH BAY PHIEU TRINH 

1. Margins: 2 x 2 x 3 x 2 cm; Co chit 14. Spacing: 6pts; Line spacing: single. XuOng 
dung liu 1,25 cm. 

2. Cac de mix neu trong Mau Phiau trinh chi la 03',  va bO ckic va ckh thirc trinh bay 
Phiau trinh. Ngueri sown thao ludic b6 cac ggi y (mkic 1, 2, tiau mix a, b, c) khi trinh bay van 
ban. 

3. Huong dan chi tit trong trinh bay Phiau trinh: 

(1): Ghi ten Van phOng hok Ban/Phong trinh van ban, bang chit in hoa. 

Vi du: Ban Chian lugc trinh: 

TAP DOAN 
DIE: N LI C VIET NAM 

BAN CHIEN LOX 

(2): Ghi dia danh va ngay thang trinh van ban. 

(3): Trich yau neii dung trinh lath dao: Can ghi ngan g9n, khai quat, dal y chinh cua su 
viac hoac cua van ban. 

(4): Kinh 	Ghi DOng chi + [Ten lath dao] + [,] + chirc danh lath dao. 

Vi du: Kinh 	DOng chi Ducmg Quang Thanh, Chu tich H9i dOng thanh vien. 

(5): NOi dung trinh bay: trinh bay toan bo not dung can bao cao v6i lath dao, trong do 
nen bo ckic thanh 3 tieu 	Dat van de; N9i dung ding viac; va Tong hop cac y kien g6pS,  
cua cac don vi lien quan (neu c6). 

(6): Dal van da: Neu ly do hoac inkic dich trinh giai quyat ho so/cong viac. Trong not 
dung nay can trich cfan the van ban, cac y  kin chi dao dm cap ten; van ban, yeu cau cua cac 
ca quan, to chirc, ca nhan co lien quan. 

(7): N9i dung cong viac: Trinh bay nOi dung sir viac tit cac van ban da nghi cua cac co 
quan, to chirc, ca than hok y  kin chi dao cua cac cap lath dao hoac nhu eau dm don vi 
trinh. 

(8): TOng h9p cac y  kin g6p y cua cac don vi lien quan (neu co). 

(9): Y kin de xuat: ten co sa cac not dung da neu, don vi trinh neu y  kin de xuat vOi 
lath dao, trong do nen b6' ciric thanh 2 tiau mvc: de xuat phuang an giai quyat van da va kia'n 
nghi (neu co). 

(10): Da xuat phuang an giai quyat van da: Neu ro phuong an don vi de xuat yen lath 
dao de giai quyet van de la gi. 

(11): Kin nghi (neu c6): Neu nhimg kin nghi voi lath dao de ho trg, b9 sung cho cac 
kian de xuat da neu. 

(12): Ghi ten Van phong hok Ban trinh van ban, bang chit in throng. 
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(12): Ghi ten Van phOng hoc Ban trinh van ban, bang chill in thuong. 

(13): Tay thu9c not dung Ban trinh mutm trinh hoc bao cao lanh dao ma ghi tucmg 
ung yen not dung trinh bay. 

(14): Ghi ro chirc danh cua lath dao nhan van ban. 

Vi 	Chi! tich H9i d'9ng thanh vien. 

(15) Thy thu9c not dung Ban trinh mu6n trinh lath dao phe duyet hoc bao cao de 
lath dao cho y kien chi dao ma ghi tucmg Ung vori not dung trinh bay. 

(16): Can b9 sop thao, thv 15/ van ban (kY va ghi ro h9 ten, s9 dien thoai lien he). 

(17): Lath dao Ban trinh: ky va ghi ro h9 ten. 

(18): Noi ghi y  kin chi d4o/phe duyet cua lath dao nh:an van ban. 
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Phu Luc 2 

MAU MIX LUC HO SO, TAI LIEU NOP Luti 

TEN BAN/DON VI (giao n¢p tai lieu) 

MK LUC HO SO, TAI LIEU NOP LUt 
Nam 20... 

Hop/ 
cap 
so 

SO, 14 
hien 
HS 

Tien a hO so 
Tho i 

gian TL 

Thiri 
han bao 
' 	, 
quan 

, 
So 
to. 	di 
 Gill 

6 

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

Mpc lyc nay Om. 	hO so (don vi bao quan). 

Vi6't bang chfr: 	 h6 so (DVBQ). 

Trong do c6: 	 ht) so (DVBQ) bao quan vinh vien; 

	  116 so (DVBQ) bao quan c6 thoi 

	, ngay 	 thcing 	nom 200.... 
Nguiri 'Op 

(Kfi va ghi ra hp ten, chirc vy/chiec danh) 

Hirthig can each ghi cac cot: 

COt 1: Ghi so thir tur cua h6p hoac cap tai lieu giao n6p. 
C6t 2: Ghi so va ky hieu cua ht) so nhu tren bia ho so. 
C6t 3: Ghi tieu cue hO so nhu tren bia ho so. 
C6t 4: Ghi thoi gian sam nhat va muon nhat dm van ban, tai lieu trong ho so. 
C6t 5: Ghi thoi han bao quan cua hO so nhu teen bia ht) so. 
C6t 6: Ghi tong so to,  tai lieu c6 trong ho so. 
C6t 7: Ghi nhang thong tin can chia y ve not dung Nth hinh thirc oh van ban co trong 

hO so./. 
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Phu lye 3 
MAU BIEN BAN GIAO NHAN TAI LIEU VA0 LUV TRY COj QUAN 

TEN CQ, TC CAP TREN CQNG HOA XA HQI CHU NGHIA VIET NAM 
TEN CO QUAN, TO CHUC 	D'Oc lap - Tv do - Hp!) phut!. 

	, ngay 	thong 	nom 20... 

BIEN BAN 
Ve viec giao nh4n tai lieu 

- Can cir Thong to se; 07/TT-BNV ngay 22 thong 11 nom 2012 ciia B6 N6i vu 
hugng clan quan b% van ban, lap h8 so va giao n6p ho so, tai lieu vao luu tit co quan; 

- Can cir Quy the van thu, km tat dm co quan ban hanh kern theo quyet dinh... 
- Can cir 	(Dank mac ho so.  nom 	hooch thu thOp tai lieu...), 
ChtIng toi g6m: 
BEN GIAO: (ten dun vi giao nop tai lieu), dai dien la: 
- Ong (ba): 	  
Chirc vu cong tac/chirc danh: 	  
BEN NHAN: (luu tra hien hanh cua co. quan, to char), dai dien la: 
- Ong (ba): 	 
Chirc vu cong tac/chirc danh: 	  
Thong nhat lap bien ban giao nhan tai lieu I/6i nhC ng not dung nhu sau: 
1. Ten Ich6i tai lieu giao n6p: 	  
2. Thai gian cua tai lieu: 	  
3. S6 lugng Lai lieu: 
- Tong hop (cap): 	  
- Tong so h8 so (don vi boo quan): 	Quy ra met gia: 	 met 
3. Tinh trang tai lieu giao n6p: 	  
4. Myc lac h6 so, tai lieu n6p km kern theo. 
Bien ban nay dugc lap thanh hai ban; ben giao (don vi/ca nhan) gift mot ban, ben 

nhan (kru tit co quan) gift mot ban./. 

DAI DIN BEN GIAO 	DAI DIN BEN NHAN 
(Ig ten va ghi r5 ho ten) 	 (I(ji ten va ghi r5 ho ten) 
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Phy lye 4 
MIX LUC VAN BAN 

Vi d • 
so 
TT 

SO, 
14 hifu VB 

Thin 	• Thin pan F 	••, 	Ioai 	, 	• 	A' , 	Ten lo#1 va trich yeu 
On dung van ban 

The gia To.  
so 

Ghi 
chi' 

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

01 123/EVN- 
VP 

02/12/201 
4 

13do cao thong ke cong the 
van thu, ltru trir nam 2016 

EVN 01 

02 254/EVNN 
PC — TCKT 

03/12/201 
4 

Bao cao quyet toan !tarn 
2016 

EVN NPC 05 

, ngay ... thang ... nam ... 
Nguiri Iiip 
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Pith lkic 5 

MAU DANH MUC HO SO 

TEN CQ, TC CAP TREN 	CONG HOA XA HOI CHU NGHIA VIET NAM 

TEN CO QUAN, TO CHU'C 	 DO 14p - Tv.  do - Thnh pluic 

DANH MUC HO SO CUA ... (ten co. quan, td chirc) 

Nam ... 

(Ban hanh kern theo Quyit clinh s 	/QD-EVN ngay thcing nam 	ctia 

14 hi0 
SO vi t 

% 	N 

Ten & tnyc va ti'eti de ho 
bao quan

HS 

i han 
 

Than 
Do'n vi/ 

guiii lap 

ho so' 

Ghi chi' 

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

I. TEN DE MUC LON 

1. Tend 	inv. nil() 

Tieu d 116 so 

Ban Danh muc h6 so nay có 	(1)116 so, bao 

	  (2)  116 so bao quan vinh vi6n, 

	  (2)  1115 so bao quan có thoi han. 

QUYEN HAN, CHU'C VU CUA NGU'ifIl 10? 

(chic 19'), cau) 

Ho va ten 

Htromg dan sir dung: 

(1) Ghi tong so h6 so có trong Danh rnvc. 

(2) Ghi s6 luting h6 so bao guar' vinh vign, s6 krong h6 sa bao quan c6 theYi han trong 
Danh 
C6t 1: Ghi s6 va ky hi .eu cua h6 so (theo hating dan tai Quy dinh nay) 
C6t 2: Ghi s6 thir to va ten de rnuc lon, d6' mtic nho; tieu de 116 so (theo huang dan tai 
Quy dinh nay). 
C6t 3: Ghi thoi han bao quan cua h6 so: vinh vin hoc th&i han bang s6 nam cu th6; 

alit 4: Ghi ten don vi hoc ca nhan chiu trach nhiem 14p h6 sa; 

C6t 5: Ghi nhimg th6ng tin 4:14c biet v'e thoi han bao quan, v'e nguai 14p h6 so, h6 sa 
chuyen tir nam tnrOc sang, ho so loci mat v.v..../. 
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Illy lye 6 

CQNG HOA X ji HQI CHU NGIIIA VIET NAM 
floc 14p - Ty' do - 11#nh phtic 

BAN CAM KET BAO VE BI MAT 
TRONG TAP DOAN DIEN LU'C QUOC GIA VIET NAM 

H9 va ten: 	Bi danh: 

Chuc vu: 

Dan vi cong tac: 

Dugc phan cong cong tac: 	to ngay thong nam 

Toi hi6u rang,,vi& gill gin bi mat T4p doan 	Luc Qu6c gia V* Nam la c16 
bao N/s 	ich 	To quoc V* Nam; t6i da dugc,huong clan nghien cal cac van ban 
cua Nha 	cua T4p doan Dienlkrc V* Nam ve bao ve bi mat. 	Toi xin cam ket 
nhu sau: 

1. Thkrc hieu nghiem tuc "Quy clinh cong tac Van phong trong Tap clown Dien 
lyv Quoc gia Viet Nam ban hanh kern theo quyet clinh so: 	QD/EVN ngay thong 
nam 2017 cua Tdng Gicim (lac EVN". 

2. Khong d6 mat, 19t ra ngoai, gay that thoat, lam 18 nhimg bi mat ma toi dugc 
giao flop xiac va xir 

Toi xin chiu trach nhi"0-1 truac phap luat va kY lulat cua Don vi ve nhang sai 
p4m 1&i cam 1(6t cua minh./. 

CHUNG NHAN 	, ngay thong nam 
CUA THU TRU'ONG DON VI 	 Ngtroti cam ket 

(1(3",  ten va (long clAu) 	 (14 ten) 
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Phu lye 7 
TAP DOAN 	 SC). 	/PG 

DIEN LV'C VIET NAM 
(Dan vi....) 

PHIEU GUi TAI LIEU MAT 

Kinh girl: 	  

Tai lieu 

rOng Ong la. 	 Van ban, ding van. 

ngity thing 	nam 	, ngay 	thing 'tam 
(KY thin va clang du) 	 Ngtriri giri 

Xin girl phieu nay cho Van phong/Phong hanh chinh (holac b'(5 ph Ian Van thu km trir cua 
don vi girl tai Ru). 
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Phu luc S 

BANG THOI HAN BAO QUAN HO SCi TAI LIEU 
STT TEN NHOM VA TEN HO SCI, TAI LIEU THBQ GHI 

CHU 
1. Tai lifu dons hqp-hanh chinh 
1.1. nil lieu tong hop 

I Tap van bin giri chung den cac ca quan 
- 	Chit truong, duang 16i cila Ding va phip luat cila Nha nu&c 

- 	Gin de biet (d6i ten ca quan, thay d6i try sa, thong bao mlu 
dau, chit.  14/...) 

Den khi van 
ban het hin 
itit thi  hanh 

05 aim 
2 Ho sa xay dung, tham dinh the d'O/quy dinh/huang din chung v''' 

dien km , 
- 	Doi yeti ca quan xay dtmg, ban hanh van ban 
- 	Doi von don vi trien khai thuc hien 

Vinh vien 
Theo hiOu lkrc 
dm van ban 

3 H6 so kSi niem cac ngay 1'6' lan hoac cac su kien quan trong do 
ca quan chi' tri to chirc , 

Vinh vin 

4 HO sa hOi nghi so k&, tong ket cong tic dm ca quan 
- 	Dai han, hang nam 
- 	QuSi, 06 thang, 9 thang 

Vinh vi76n 
20 nam 

5 Chuang trinh, ke hoach va bao cao cong tic dai han, hang nam 
- 	Dan vi ban hanh 
- 	Don vi khac 

Vinh vi'L 
10 nam 

6 Chuang trinh, ke hoach va bao cao cong tic 6 thing. 9 thing 
- 	Dan vi ban hanh 
- 	Dan vi khac 

20 nam 
05 nam 

7 Chuang trinh, ice hoach va bao cao cong tic Qu)",, thang, tuan 
- 	Dan vi ban hanh 
- 	Dan vi khac 

05 nam 
03 nam 

8 Lich Ong tic tuan 01 nam 
9 Chuang trinh va bao cao cong tic dOt xuAt 10 nam 
10 Ho so to chirc thuc hien chn truing, duang 16i cua Ding va phap 

luAt ciia Nha mac 
Vinh vin 

11 H6 sa to chin thuc hien the d6/quy dinh/huang clan chung v6' 
dien luc 

Vinh vin 

12 HO so Ung dung ISO trong hoat dOng cita ca quan Vinh vie'n 
13 Tap thongsbao 5/ kien, ket luan" 	cuoTh hop 10 nam 
14 Tai lieu ye hoat dOng dm Linh dap (bao cao, thuyet trinh, Oil 

trinh, tra loci chat van, phat bieu...) 
Vinh vin 

15 S6 ghi bien ban cu6c hop 10 ram 
16 Tap cong van trao d6i chung ve cong tic dien km 10 nam 

1.2. Tai lieu Huth chinh, van thu, lwu trtt 
17 Tap van ban quy pham phap luat va van ban htrang dart chung 

ve citing tic hanh chinh, van thu, luu trii 
Den khi van 

ban het 
hieu We thi 

hanh 
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18 HO so xay dung quy dinh/huang clan ve cong tic hanh chinh, 
van thu, luu tr& (quy dinh trang bi may tinh xich tay; mua hang; 
tiep nhan, xir 1S,, ban hanh van ban; the thirc quan li van ban...) 

- 	D6i vai co quan xay dung, ban hanh van ban 
- 	D61 yeti don vi trien khai thuc hien Vinh vien 

Theo hi'e'u Itrc 
cua van ban 

19 H6 so H6i nghi tong ket cong tac hanh chinh van phong, van 
thu, km trei 

10 nam 

20 H6 so H6i nghi tap huan cong tac hanh chinh van phong, van 
thu, luu tit 

10 nam 

21 Chuang trinh, ke ho4ch, bio cao ding tic hanh chinh, van thu, 
Lim trir hang nam, nhieu nam 

- 	Don vi ban hanh 
- 	Cac don vi khac 

Vinh vien 
10 nam 

22 Chuang trinh, ke ho4ch, bio cao cong tic hanh chinh, van thu, 
km trir quy, thang 

- 	Don vi ban hanh 
- 	Cac don vi khac 

10 nam 
05 nam 

23 Ho so thuc hien Du in/Chuang trinh ve cai each hanh chinh 20 nam 
24 Ho so to chic thirc hien cac hot dOng nghiep vu van thu, luu 

trir 
20 nam 

25 Ho so kiem tra, hung dan cong tac hanh chinh, van thu, km ter 20 nam 
26 H6 so img dung Van phong dien ter 20 nam sau 

khi phan 
mem duos 

thay the 
27 Bao cao th6ng ke van thu, luu trir va tai lieu km tr* 20 nam 
28 Bio cao dOt xuat ve hanh chinh, van thu, km trir 10 nam 
29 H6 so ve hot dOng cua Ban chi d4o Cai each hanh chinh 20 nam 
30 H6 so ve hot dOng cua Ban chi d4o thuc hien Quy che dan chi' 20 nam 
31 S6 dang k57 van ban di Vinh vien 
32 S6 dang 4 van ban den 20 nam 
33 Tap km van ban dm H6i don* Thanh vien, guy& dinh, quy dinh, 

quy the not b0, quy trinh, ke ho4ch, bao cao, hop thing, cong 
van, huOng dln 

Vinh vien 

34 Tap luu van ban khac: giAy mOi, thong bao ... 50 nam 
35 C6ng van trao d61 ve cong tic hanh chinh, van thu, luu tr.* 10 nam 

1.3. Till lieu ve quan 1j co se vat chit 
36 H6 so ve quan l nha, dat Vinh vien 
37 Ho so mua sam may mac thiet bi 20 nam 
38 H6 so bao tri, bao duong, sira chira may mac thiet bi 20 nam 
39 H6 so kiem ke, thu h6i, thanh 1S,  may mac thiet bi 20 nam 
40 HO so s* dung, van hanh 6 to, may mew, thiet bi oh co quan Theo tu6i 

th9 thiet bi 
4 1 H6 so ve dieu hanh xe 6 to 05 nam 
42 Bio cao tinh hinh tang, giam tai san c6 dinh 10 nam 
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43 S6 sich theo dOi c4p phit nhien lieu ,  05 nam 
44 S6 sich theo dal cap phit van phong pham 05 nam 
45 Cong van trao doi 10 nam 

1.4. Till lieu 4 cong tac y ti 
46 Chuang trinh, Ice hooch va bio cio ding tic y to 

- Nam 
- Qty, 06 than , 

Vinh vien 
20 nam 

47 Ho so ve phong chong dich benh 10 nam 
48 H6 so ve van V/ benh nghe nghiep 20 nam 
49 Ho so ve to chirc khim, chira benh, clam sew sire khoe 10 nam 
50 H6 so ve capyhit the bio hiem y te ,  10 nam 
51 H6 so mua sam thuoc va cic dung cu y to 10 nam 
52 S6 cap Oat thu6c 05 nam 
53 Ho so ye hoot dOng ciia Ban chi doo Dan so va Ke hooch hoi gia 

dinh 
20 nam 
10 nam 

54 Ong van trao d6i ve con tac y te ,  10 nam 
2. Tai lieu quy hooch-ke hooch-thong ke 
2.1. Tai lieu quy hogch 

55 Tap van ban quy phom phap lust ye cong tic quy hooch Den khi van 
ban het 

hieu km thi 
hanh 

56 H6 so xay dung van ban quan 13"/, chi doo, dieu hanh, hue:mg din 
cong tic quy hooch 

- 	Doi vai co quan xay dkmg, ban hanh van ban 
- 	Doi vai don vi trien khai that hien 

Vinh vien 
Theo hieu lire 
cua van ban 

57 H6 so xay dkmg, tharn dinh de in/du an quy hooch va chin lucre 
phit trien dien lac 

- 	Duoc duyet 
- 	Khong duac duyet 

Vinh van 
05 nam 

58 HO so HOi nghi chuyen a ,,‘ quy hooch nganh dien Vinh  vien 
59 H6 so HOi nghi so ket/tong ket vi'ec thuc hien de an, du an quy 

hoach vi chitn ltroc phat trien dien lac 
Vinh vien 

60 HO so thuc hien a an, du an quy hooch va chin lucre phit trien 
dien lac 

Vinh vien 

61 HO so kiem tra yiec thuc hien de an, du an quy hooch va chin 
luvc phit trien dien lac 

Vinh vien 

62 Ho so ye hoot dOng cua Ban chi doo Thuc hien phit trien dien 
lac qu6c gia 

20 nam 

63 H6 so ve hoot dOng dia Ban chi doo Quy hoach dien 20 nam 

64 Ong van trao d6i ve cong tic quy hooch 10 nam 
2.2. Tai lieu Id hogch 

65 Tap van ban quy phom phap WO ve ding tic ke hooch Den khi van 
ban het 

hieu lac thi 
hanh 
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66 Ho so xay dtmg van bin quin Vi, chi dao, dieu hanh, htrong clan 
cong tic ke hoach (quy the phan cap thtrc hien cong tic ke 
hoach; quy trinh lap va duyet ke no4ch...) 

- 	Doi vii co quan xay dung, ban hanh van ban 
- 	Doi ved don vi trien khai thuc hien 

Vinh vi6n 
Theo hi'6.1 Ikrc 
ciia van ban 

67 Kt hoach (chi tieu ke hoach dirgc giao, ke hoach chinh thirc, ke 
hoach dieu chinh, bo sung) va bio cio thuc hien ke no4ch town 
dien 

	

- 	Dai han, trung han va hang nam 

	

- 	QuS7, 06 thing, 9 thing 

	

- 	Tuan, thing 

Vinh van 
20 nam 
05 nam 

68 Ke hoach (chi tieu ke hoach duqc giao, ke hoach chinh thirc, ke 
hoach bo sung) va bio cio thuc hien ke hoach tong linh vuc (sin 
xuat kinh doanh, lao &Ong tien lucmg, xay,  dung co bin, sira chila 
kin, mua sam vat to thiet bi, tai chinh, von...) 

- 	Dai han, trung hart va hang nam 
- 	QuS/, 06 thing, 9 thing 
- 	Tuan, thing 

Vinh van 
20 nam 
05 nam 

69 Ho so kiem tra viec dive hien ke hoach 20 nam 
70 Ho so xet duy'e't ding nhan hoin,thanh ke hoach Vinh vin 
71 Cong van trao doi ve cong tic keho4ch 10 nam 

2.3. Till lifu thong ke 
72 Tap van ban quy pham phap luat ve cong tic thiing ke Dtm khi van 

ban het 
hieu luc thi 

hanh 
73 Ho so xay dung van bin quin1S7, chi dao, huang dan ve cong tic 

th6ng ke 
- 	Doi vai co quan xay dung, ban hanh van ban 
- 	Doi veri don vi trien khai thtrc hien 

Vinh van 
Theo hi''u Itrc 
oh van ban 

74 Bio cio dieu tra co bin Vinh vin 
75 Bio cio thking ke tong h9p, tilting ke chuyen a dai han, hang 

nam 
- 	Dan vi ban hanh 
- 	Don vi khac 

Vinh van 
10 nam 

76 Bio cio tho'ng ke tong h9p, thiSng ke chuyen a quy, 6 thing. 9 
thing 

- 	Don vi ban hanh 
- 	Dom vi khac ‘ 

20 nam 
05 nam 

77 Ho so xay dtmg nien giim thong ke 10 nam 
78 So themg ke 20 nam 
79 Cong van trao d6i v6' ding tic tilling ke 10 nam 

3. Thi Wu to chirc-nhan str 
3.1. Tel lifu to chav 

80 Tap van ban quy pham phap luat ve cong tic to chirc Den khi van 
ban het 
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hieu lkrc thi 
hanh 

81 H6 so xay dkrng/b6 sung, sira d6i Dieu Fe to chirc va hoat dOng; 
Quy the lam viec va cac van ban quan lt, chi dao, hvorng dan 
khic ye ding tac to chirc 

- 	D6i vai co quan xay dung, ban hanh van ban 

- 	D6i yeti don vi trien khai thkrc hien 
VTnh vi'en 

Theo hieu lye 
cda vAn ban 

82 H6 so h'6i nghi chuyen de ve to chirc nhan sir do co quan chii tri Vinh vin 
83 Ke hoach va bdo cao ding tac to chirc dai han, hang nam 

- 	Don vi ban hanh 
- 	Don vi khdc 

Vinh vin 
05 nam 

84 Ke hoach va bdo cdo ding tic t6 chirc quy, 6 thang, 9 thang 
- 	Don vi ban hanh 
- 	Don vi khaz 

20 nam 
05 nam 

85 Ho so xay thing de an to chirc, sap xep, thanh lap, hocip nhat, sap 
nhap, chia tdch, gidi the, d6i ten, thay dal chirc nang, nhiem vi, 
qu7en hail ciia co quan va cac don vi 

VTnh vfen 

86 Ho so ve co phan boa, chuyen dOi, sap xep cac doanh nghiep Vinh vien 
87 Ho so ve third hien phan cap cho cac don vi trirc thuOc va hach 

toin phi thuOc 
Vinh vin 

88 Ho so ve thinh lap Ban/H6i dong/To chuyen gia/T6 ding tac 20 nam 
89 H6 so xay dung tieu chuan chirc danh vien chirc chuyen mon 

n4hiep vu 
Vinh vin 

90 H6 so xay dung tieu chuan cap bac ding nhan k'" thuat Vinh viZn 
91 H6 so ve xay dung va thkrc hien chi tieu bien che, dinh bien lao 

dOng 
Vinh vin 

92 H6 so ve hoat dOng ciia Ban chi dao D6i maxi va Phat trien doanh 
n4hiep 

20 nam 

93 H6 so ve hoat dOng ciia H6i dor!g xep hang doanh nghiep 20 nam 
94 Cong van trao d6i ve ding tic to chirc 10 nam 

3.2. Tai lieu nhan stecon be 
95 Tap van ban quy pham phip luat ve ding tic can b0 Den Mit vAn 

ban het hieu 
hie thi hanh 

96 H6 so xay dung van ban quan l, chi dao, huang dan ve ding tic 
nhan sv 

- 	Doi vai co quan xay dkmg, ban hanh van ban 
- 	Doi yeti don vi trien khai thkrc hien 

Vinh vfen 
Theo hieu km 
dm vAn ban 

97 H6 so ye xay dkrn& ke hoach, quy hoach can b6 20 nam 
98 H6 so ve de bat/b6 nhiem, mien nhiem, dieu d6ng, luan chuyen 

can b0 
70 nam 

99 H6 so ye viec thi tuyen, thi nang ngach, kiem tra chuyen ngach 
hang nam 

- Bdo cdo ket qua, danh skh trimg tuyen 
- H6 so du thi, bdi thi, tai lieu to chirc thi 

20 nam 
05 nam 

100 H6 so1571ich ciia CBCNVC Vinh vfen 
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101 Danh sich can b0, cong nhan vien Vinh vien 
102 Bao cao thting ke s6 lugng, chat luting can b0, ding 'than vien Vinh vien 
103 S6 thong ke 'than su 70 nam 
104 H6 so ki, lust can b0 70 nam 
105 Ho so ye hog dOng cita HOi d6ng 14 lust 20 nam 
106 H6 so giai quyet the di) (huu tri, tir tuat, tai nan lao dOng, benh 

nghe nghiep, Bao hiem xa hOi . . .) 
70 nam 

107 Cong van trao do'i ve ding tic nhan su 10 nam 
4. Tai li0 dio tao, boi duirng 

108 Tap van bin quy pham phip lust ve cong tic dao tao, boi citra'ng Den lchi van 
ban het 

hieu luc thi 
hanh 

109 Hs so xay dung de an, chitin lugc va cac van bin quirt 17, chi 
dao, dieu,hanh cong tic dao tao, b6i cluZing 

- 	Doi yeti co quan xay dung, ban hanh van ban 
- 	Doi vai don vi trien khai thuc hien 

Vinh vien 
Theo hie'u Ivc 
cua van ban 

1 10 Ke hoach va bio cao thuc hien ke hoach dao tao, dao tao 10, b6i 
duang nang cao trinh dO quan VI, trinh dO chuyen mon nghiep vu 
va tay nghe dai han, hang nam 

- 	Don vi ban hanh 
- 	Don v.! khac , 

Vinh vien 
10 nam 

111 Ke hoach va bio cao thuc hien ke hoach dio tao, dao tao lai, 136i 
&Zing Wang cao trinh dO quin 1ST, trinh dO chuyen mon nghiep vu 
va tay nghe 6 thang, 9 thang 

- 	Don vi ban hanh 
- 	Don vi khac 

20 nam 
05 nam 

112 Ke hoach va bio cao thuc hien ke hoach dao tao, dao tao lai, b6i 
&fang Wang cao trinh dO quan 1St, trinh di) chuyen mon nghiep vu 
va tay nghe quy, thang 

- 	Dom vi ban hanh 
- 	Don vi khac 

05 nam 
03 nam 

113 H6 so xay dung Khung chucmg trinh dao tao, b6i du'ang 
- 	Dugc duyet 
- 	Khong dugc duyet 

Vinh vien 
05 nam 

114 H6 so xay dung gido trinh dao tao, 136i dtrang 
- 	Dugc duyet 
- 	Khong dugc duyet , 

Vinh vien 
05 nam 

115 HO so tv'en sinh cac khoi dao tao tai co sa dao tao va day nghe 10 nam 
116 HO so ve cac khoi dao tao tai co sa dao tao va day nghe 

- 	Chinh quy 
- 	Ti chirc , 

Vinh vier' 

117 HO so hoc sinh/sinh vien 20 'tam 
118 H6 so quin ljf ki tile xi 10 nam 
119 Ho so cac lap boi (Wen n'ang cao trinh dO nghiep vti, tay nghe a 

trong va ngoai nuac 
10 nam 
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120 H6 sa ve ding tac bao ve chinh tri nOi b0 co quan 20 nam 
121 Cong van trao doi ve cong tac ciao tao, bei duCmg 10 nam 

5. Tai lieu lao dOng, tien hrong 
5.1. Tai Wu lao dOng 

122 T4p van ban quy phpi phap luat ye lao dOng Den khi van 
ban het 

hieu luc thi 
hanh 

123 H6 sa xay dkmg cac the dU/quy dinh ve lao dung (nOi quy lao 
dOng, hop deng lao Ong, bao h0 lao dOng, an town lao dOng, ve 
sinh lao 	, dong dinh mire lao dOng...) ,. 	. 

- 	Doi vai ca quan xay dung, ban hanh van ban 
- 	Dei vai dan vi trien khai thuc hien 

Vinh viZn 
Theo hi'0 Itrc 
dm van bin 

124 Ke hoach va bao cao dux hien ke ho4ch Lao Ong, tien luom2, dai 
han, hang nam 

- 	Dan vi ban hanh 
- 	Han vi khac 

Vinh vien 
10 nam 

125 K6 hoach va bao cao thuc hien ke hoach lao dOng, tien lucmg 6 
thang, 9 thang 

- 	Don vi ban hanh 
- Dan vi khk 

20 nam 
05 nam 

126 K6 hoach va bao cao thuc hien ke ho4ch lao dOng, tien lucmg q4, 
thang 

- 	Dan vi ban hanh 
- 	Dan vi khac 

05 nam 
03 nam 

127 H6 sa to chfrc thcrc hien ck the dO/quy dinh ye lao dOng Vinh vin 
128 Bao cao thong ke lao dOng 20 nam 
129 Hop deng lao dOng 5 nam ke tir 

khi chAm dirt 
hcfp dOng 

130 Ho sa giai quy6t tranh chip lao dOng 10 nam 
131 Cong van trao d6i ve ding tac lao dOng 10 nam 

5.2. Tiii qu teen Iwong 
132 TO van ban quy ph4m phap luat ve tien Luang, tien cong Den khi van 

bin het 
hieu luc thi 

hanh 
133 He sa xay dung the dO/quy dinh/huemg dan ye tien luong, quy 

lien luan$, dan gia tien lucmg, phu cap, thfr lao, tien thuang 
- 	Doi yeti ca quan xay dung, ban hanh van ban 
- 	D6i yeti don vi trien khai thuc hien 

Vinh vi6n 
Theo hiO km 
cua van ban 

134 Ho sa ye to chfrc thuc hien the dO/quy dinh/hu&ng din ire tien 
lucmg, quy tien Luang, dan gia tien lucmg, phu cap, thii lao, den 
thuong 

Vinh vigil 

135 Bao cao thong ke tien hang va thu nhip 20 nam 
136 H6 sa ve quyet town tien lucmg Vinh van 
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137 H6 sa ve* nang Wang, nang bac, nang ngach, chuyehn d6i bang 
hrang , 

20 nam 

138 HO sa ve kiem tra vi6c nang Krung, nang bac, nang ngach, 
chuyen doi bang krong 20 nam 

139 HO sa ve hoat dOng cila HEN dung hrong ,  20 nam 
140 Cong van trao doi ve cong tac tien Luang, tin cong 10 nam 

5.3. Tai lieu boo Nam 
141 Tap van bin quy pham phip luat ve bio hiem xi h6i, bio hiem 

y te, bio hiem that nghi'e'p 
D6n khi van 

ban ht.t hi'OL 
luc thi hanh 

142 H6 save bio hi6m xi h6i,bio hi6m y t6, bio hi6m that TIghi'e'p,  70 nam 
143 Cong van trao dOi ve cong tic bio hi6m xa h6i, bio hiem y te, 

bio hiem that nghi"e`p 
10 nam 

6. Tai liOu tai chinh-ke toin 
144 Tap van ban quy pham phap luat v6 cong tdc tai chinh, ke toan D6nichi van 

ban het hi&J 
luc thi hanh 

145 H6 sa xay dung ch6 dg/quy dinh v6 tai chinh, 1(6 toan (Quy dinh 
v6 quan 15,  tai chinh; quan 15 chi tieu va hach toin ke toin; quan 
15 cong ncl; nhan, quan 15,, sir dung, bio Wan va phit trien von; 
quin 15,, phan phi va sir dung ck quy....) 

- 	Doi viii ca quan xay dung, ban hanh van ban 
- 	Doi veil don vi tri6n khai thuc hin 

VTnh vi8n 
Theo hi&I hrc 
dm van ban 

146 1-16 so NI nghi tai chinh-k6 toan do ca quan chi' tri VTnh vin 
147 K6 hoach va bao cao thuc hin k6 hoach tai chinh, k6 toin dal han, 

trung han va hang nam 
- 	Don vi ban hanh 
- 	Don vi khk 

VTnh vien 
10 nam 

148 K6 hoach va bao cao thuc hin k6 hoach tai chinh, k6 toin 6 thang, 
9 thang 

- 	Don vi ban hanh 
Dan vi khac .- 

20 nam 
05 nam 

149 Ke hoach va bao cao thuc hin k6 hoach tai chinh, 1(6 toin quy, 
thang 

- 	Dan vi ban hanh 
- 	Dan vi khac , 

05 nam 
03 nam 

150 HO so,  thuc hin ch6,d6/quy dinh ves tai chinh, ke toan (quin 157 
von, tai sin, gii, thue, phi, le. phi, chi tieu...) 

Vinh vi6n 

151 H6 so kiem tra tai chinh 
- 	Vu nghiem tong 
- 	Vu vi'c khic , 

Vinh vin 
10 nam 

152 HO so kiem toin tai chinh 
- 	Vu nghiem tong 
- 	Vu vic khic 

Vinh vin 
10 nam 

153 HO sa huy dOn von dui han, trung han va ngan han 50 nam 
154 HO so dau to von To ben n§oai 50 nam 
155 HO so phan b6, cap phit von 20 nam 
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156 H6 so chuyen nhtrong, cho thud, ban giao tai san co dinh Vinh vin 
157 Ho so thank 1S,  tai san co dinh 20 nam 
158 Ho so duye't quyet town tai chinh nam Vinh vien 
159 Ho so duyet quyet town von dau Ur du an hoan thinh Vinh vin 
160 Bao cao tai chinh hang nam 

- Don vi ban hanh 
- Don vi khdc 

Vinh vie'n 
10 nam 

161 Bdo cao tai chinh thang, quy, 6 thdng, 9 than 
- 	Hon vi ban hanh 
- 	Don vi khdc 

20 nam 
05 nam 

162 Bdo cao kie'm ke tai san co dinh 20 nam 
163 S6 ke toan 

- 	So tong hop 
- 	So chi tiet 

20 nam 
10 nam 

164 Chimg dr ke toan, 
- 	Sir dung true tiep de ghi so kt toanva lap ba'o cao tai 

chinh, so ke toan va bdo cao tai chinh nam 
- 	Khong sir dung tivc tie') de ghi so kt toan va bao cao tai 
chinh 

10 nam 

05 nam 

Quy dinh 
tai 	Dieu 
41 	LOt 
Ke 	toan 

4 

88/2015/ 
QH13 
ngay 
20/11/201 
5 

165 COng van trao d6i ye cong tac tai chinh, ke toan 10 nam 
7. Tii lieu quin IS,  din ttr xay dung co ban va dAu thin 
7.1. Tai lieu quan 1.)5 dau to Ay dieng 

166 Tap van ban quy pham phap luat ye cong tac dAu to xay dung co 
ban 

Den khi van 
ban het hiu 
ltrc thi hanh 

167 Ho so xay dung quy Binh, quy trinh va cac van ban guilt 17, chi 
dao, dieu hanh, htrong dAn ding tac dau ttr xay dung (Quy dinh 
ye guar-11S/ chat lucmg xay dung ding trinh thug dien; Quy dinh 
ve cong tac dO tim, xir 1S, bom, min, vat no va chat dOc hoi h9c 
khi xay dung cong trinh nguon dien...) 

- 	Doi vOi co quan xay dung, ban hanh van ban 
- 	D6i yeti don vi trien khai thuc hien 

Vinh vin 
Theo hieu 

1trc van ban 
168 Ke hoach va bdo cao tinh hinh thuc hien kt hoach von dAu to 

xay dung co ban dai han, hang nam 
- 	Don vi ban hanh 
- 	Dan vi khdc 

Vinh vin 
10 nam 

169 Ke hoach va bao cao tinh hinh thuc hien ke hoach von dAu iii 
xay dung co ban 6 thang, 9 thang 

- 	Don vi ban hanh 
- 	Don vi khdc 

20 nam 
05 nam 

170 K6 hoach va bdo cao tinh hinh thuc hien ke hoach von dau to 
xay dung co ban q4, thang 

- 	Don vi ban hanh 
- 	Don vi khdc 

05 nam 
03 n5111 
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171 Ho so xay dkmg cong trinh thug din, nhit diO, din khi, din 
hat nhan va nang luong tai tao, cong trinh luoi din 

- 	Cling trinh tr9ng diem quoc gia; D lif an nhOm A 

- 	Du an nhom B; Dkr an nhOm C va Du an cai tao, sira 
ch&a lOn, mor rOng quy mo cong trinh 

Vinh vien 

Theo tuOi 
th9 cong 

trinh 

CAp cang 
trinh &gm 
quy dinh 

ttati:g:Isi  
59/2015/N 

D18-  7/2110g1 al 
ctiph?,r 
quAn Ij,  du 
an diu to 
Ay dung 

172 Ho so sira chi-fa nhe cac cong trinh nha, xtrang 15 nam 
173 Ho so xin chi' tnrang dau to xay dung ding trinh Theo thCri 

han bao 
quan cong 
trinh tai so 
thin to 171 

174 Ho sa lua chQn nha thAu (vai nha thau trung thau) Theo thai 
han bao 

quan cong 
trinh tai so 
till/.  to 171 

175 H6 so v6 lap va phe duyt Bao cao kinh to ky thuat/Du an au 
to xay ch,mg cong trinh 

- 	Ta trinh; , 
- Bao cao kinh to ky thuat/Duan &Au to bao g6m: Thuyet 

minh du an, ban ve thiet ke co so. (t6ng the mat bAng, ban ve 
kien tritc, ban ye ket cAu,,ban ye N th6ng ky thuat va ha tang ky 
thuat, ban ye sa do he thong phong chong chay no) va du toan; 

- Van ban thAm dinh; 
- 	Quyet dinh phe duy't/Quyet dinh dAu to xay dung cong 

trinh. 

Theo th&i 
han bao 

quan cong 
trinh tai so 
thir to 171 

176 H6 so khao sat xay dung cong trinh (dia chAt, dia hinh, khi 
tuang, thug van...) 

- 	De ctrcmg khao sat 
- 	Hop d6ng khao sat 
- 	Nhim vu va phuung an ky thuat khao sat 
- 	Bao cao ket qua khao sat,  
- 	Van ban phe duyt va chap thuan nghim thu 
- 	Bao cao khao sat dia. Chit dau ttr. 

Theo thai 
han bao 

quan cong 
trinh tai so 
thin by 171 

177 H6 so thiet ke 167 thuat xay dung ding trinh 
- 	H9p d6ng thiet ke ban ye qthuat 
- 	Thiet ke ky thuat gom: thuyet minh, ban ve thiet ke ky 

thuat, du toan va tong du toan cong trinh 
- 	Quyet dinh thinh lap HOi dong nghim thu va Bien bin 

nghim thu H9p ding thiet ke ban ye thiet ke ky thuat 
- 	Ti trinh TKKT 
- 	Cac van ban/bao cao thAm dinh lien quan TKKT 
- 	Quyet dinh phe duyt TKKT. , 

Theo thoi 
han bao 

quan cong 
trinh tai so 
thin to 171 

178 Ho so tham dinh thiet ke co sa: 
- Van ban de nghi thArn dinh thiet ke co sa 
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- Ho so thiet ke co sa (thuyet minh va ban ve) 
- HO so khao sat cong trinh 
- Hqp dong tham tra TKCS 
- Tai lieu chimg minh nang luc hanh nghe dm don vi/ca nhan 

lap thiet ke co sa 
- Cac van ban tham gia gop )', dm co quan co tham quyen lien 

quan 
- Bao cao thAm tra ctla don vi tham tra 
- Bao cao tham dinh dm Co quan quan lt nha mac co tham 

quyen. 

Theo thai 
ban bao 

quan cong 
trinh tai so 
thir tu 171 

179 HO so thiet ke ban ye thi cong cong trinh 
- 	Hop dOng thiet ke ban' 	ye thi cong 
- 	Thiet ke bin ye thi ding gOm: thuyet minh, ban ye thiet 

ke thi cong, du town thi cong 
- 	Quyet dinh thanh lap HOi dong nghiem thu va Bien ban 

nghiem thu Hqp dong thiet ke ban' 	ye thi cong 
- 	Quyet dinh phe duyet TKBVTC (tnrorng hop thiet ke 2 

buck), Bao cao danh gia tac dOng moi truang (tnrang hop 
thiet ke 2 buck) 

- 	Tor trinh phe duyet TKBVTC (twang hop thiet ke 2 
buac). 

Theo thai 
han bao 

quan ding 
trinh tai so 
thir tu 171 

180 1-16 so thm dinh thiet ke ban ye thi cong: 
- Van ban de nghi thAm dinh thiet ke bin ye thi cong 
- HO so thiet ke bin ve thi cong (thuyet minh va ban ye) 
- HO so khao sat cong trinh 
- Tai lieu chimg minh nang luc hanh nghe dm don vi/ca nhan 

lap thiet ke ban ye thi ding 
- Cac van ban tham gia gap y oh co quan c6 thAm quyen lien 

quan 
- Hop ding thAm tra TKBVTC (twang hop thiet ke 2 buck) 
- Bdo cao thArn tra cua don vi tham tra (trutmg hop thiet ke 2 

buac) 
- Bao cao thAm dinh dm Co quan quan lrnha ntrac c6 thAm 

quyen (trtrang hop thiet ke 2 btrac). 

Theo thai 
han bao 

quan cong 
trinh tai so 
thir tu 171 

181 HO so cap giay phep xay dung cong trinh 
- 	Van ban de nghi cap giay phdp xay dung 
- 	Tai lieu chimg minh quyen sir dung dat 
- 	Ban ye thiet ke dtroc duyet 
- 	Van ban tham dinh 
- 	Giay phdp xay dung 

Theo thai 
han bao 

quan cong 
trinh tai so 
thir tu 171 

182 HO sa thi ding ding trinh 
- 	Hop dOng thi cong 
- 	Tai lieu sir dung lam can cu thi cong (Thiet ke ban ye thi 

cong duqc duyet); Ban ye hoan cong 
- 	Phuon* an, bien phip thi cong 
- 	Bleu do thi ding 
- 	Bien ban kiem tra, thi nghiem vat lieu, cAu kien, vat tu, 

thiet bi sir dung 

Theo thai 
han bao 

quan cong 
trinh tai so 
thir tu 171 
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- 	NhAt kS,  thi cong va nhAt 14 giam sat thi cong 
- 	Bao cao firth hinh thi cong (khoi luqng/chat luqng va tien 

dO) 
183 HO so skr co cong trinh 

- 	Bao cao nhanh sir co 
- 	Bien bin kiem tra hien twang 
- 	Bao cao danh gia xac dinh mirc dO va nguyen nhan gay 

sv co 
- Tai lieu thiet ke", thi cong có lien quan den sir co 
- 

	

	 kr 
co.

ao cao ve bin phap khic phuc va ket qua khic phvc s 
. 

Theo thai 
han bio 

quin cong 
trinh tai so 
thin to 171 

184 Bin ye hoan ding (bin ye phi' hop vai thvc te, dung de bao tri, 
bao tri ding trinh, duot lAp tren cor sq bin ye thi cong) 

Theo thOi 
han bao 

quan citing 
trinh tai so 
thir to 171 

185 H6 so nghiem thu 
- 	Quyet dinh thanh lap HOi d6ng nghiem thu 
- 	Phieu yeu cau nghiem thu 
- 	Bien bin kiem tra, thir nghiem thiet bi, van hanh 
- 	Bien bin nghiem thu (timg vi'c/timg giai doariltimg hang 

mvc/toin b0 cong trinh) 
- 	Cac van ban lien quan den viec kiem tra cong tac nghiem 

thu cong trinh xay dkmg do cac co quan quanlr nha nuac 
co tham quyen thvc hien 

- 	Van ban nghiem thu ye PCCC cila canh sat PCCC 
- 	GiAy xac nhAn hoan thanh cong trinh bao ve moi twang 

dm ca quan chic nang 
- 	H6 so ban giao cong trinh: H6 so hoan thanh cong trinh, 

tai lieu huang din sit dung, van hanh, bao tri ding trinh. 

Theo thOi 
han bio 

quin ding 
trinh tai so 
thin to 171 

186 H6 sor quyet toan von &Au to dy an hoan thanh Theo thai 
han bio 

quin cong 
trinh tai so 
thir tv 171 

187 HO so ve hoat dOng dm Ban Quin 1St dy an: 
- 	Nhiet dien 
- 	Thuy dien ,  
- 	Dien lvc dau khi 
- 	Dien hat nhan va nang luting tai tao 
- 	Luai dien 
- 	Xay dung dan dung , 

Theo thai 
han bio 

quin cling 
trinh tai so 
thir to 171 

188 HO so ve hoat &Ong cua HOi d6ng : 
- 	Dental, giii phOng mat bang cong trinh 
- 	Kiem tra chat luqng, tien dO cac cong trinh „ 	, 
- 	Nghiem thu cong trinh (tong hang mvc va tong the) 

Theo thOfi 
han bio 

quan cong 
trinh tai so 
thir to 171 

189 Cong van trao do i ve ding tic &Au to xay dung 10 nam 
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7.2. Till lifu dim thliu 
190 TO van ban quy pharn phap luat ve cong tdc du than Den khi van 

bin het hieu 
luc thi hinh 

191 H6 so xay dung quy cht, quy trinh, quy dinh, qtin VI, chi dao, 
dieu hinh, Wang dan thuc hien cong tic dau thau (Quy che ye 
cong tic du thau...) 

- 	Doi vai co quan xay dung, ban hanh van ban 
- 	D6i vai don vi trien khai thuc hien 

Vinh vien 
Theo hiOu Int 
dm van ban 

192 H6 so dau than cic gai than: 
- 	Tu van xay dung 
- 	Thiet ke 
- 	Thi cong 
- 	Cung img vat to 
- 	Mua sam vi lap dat thiet bi... 

20 nam 

193 Ice hoach dau thau 20 nam 

194 H6 so ve' so tuyen nhi than 
- 	H6 so mai so tuyen 
- 	Th6ng bao mai so tuyen 
- 	Bien bin giao nhan,h6 so du so tuyen 
- 	Bio cio danh gia ho so du so tuyen,  
- 	Tar trinh va Quyet dinh phe duyet ket qua so tuyen 
- Th6ng bao ket qua so tuyen 

20 nam 

195 H6 so mai thAu 
- 	H6 so mai thau (Thong tin ye pi than, cau hoi ye nang 

km, kinh nghiem d6i vai nha thau vi cic chi dan can thiet 
cho nha thau) 

- 	Th6ng bao/Thusmai thau/Van bin lim rO hoc tri lai lim 
fo h6 so mai,thau 

- 	H6 so du thau (Dan du thau, bao lanh du thau, tai lieu 
chimg minh nang luc vi kinh n*hiern cita nha that') 

- 	Bien bin giao nhan ho so du thau 
- 	Bien bin ma that' , 
- 	Bio cio danh giallo so du thau 
- 	Bio cio ket qui lua ch9n nhi tilt 

20 nam 

196 H6 so tham dinh vi phe duyet ket qui du that" 
- 	Ke no4ch du thau 
- 	H6 so mai that' 
- 	Bic) cio IC& qua lua ch9n nha that' 
- 	Bio cio ket qui tham dinh 
- 	Quyet dinh phe duyet ket qua trUng thau 

20 nam 

197 Hop ding kinh te ,  
- 	Th6ng bio ket qui trimg thau 
- 	Bien bin thuang,thio 
- 	Hop (long kinh to 

20 nam 

198 Ho so du thau nhtmg khong trUng 05 nam 
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199 HO sa giai quy& khitu noi, kin nghi tron$ dau thau du an 20 nam 

200 Bdo cao dai han, hang nam N4 ding tac dau than 
Thanh ph'An tai li0 gom: 
- Van ban dm EVN lien quan 
- Van ban dm cap ldnh doo, b0 nganh lien quan den bdo cao 
- Van ban, bao cao cila cac don vi (neu co) 

Vinh vin 

201 H6 sa kiem tra/thanh tra ve dau thau 
Thanh phAn tai HO g6m: 
- Chuang trinh, ke hoach kiem tra, thanh tra hang nam (nL co) 
- De cuang ki6'm tra, thanh tra toi don vi 
- BOo cao dm don vi dugc kiem tra, thanh tra ve nOi dung kiem 
tra (n'eu co) 	, 
- Bien ban, ket qua thanh/ kiem tra dm Doan thanh/ kiem tra 
tai don vi 
- COng vAn dm EVN yeu cau dam vi thuc hi0 kien nghi sau 
thanh/ ki&n tra. 
- COng van dm don vi N/'' v* thuc hiO cac kie'n nghi sau kiem 
tra, thanh tra. 

20 nam 

202 Cong van trao deii ye cong tic dAu thAu 10 nam 
8. Tai IFiu khoa hQc cong ng14-mili truirog 
8.1. Tai WU khoa hoc cong nghe 

203 Tap van ban quy pham phap luat ye hoat dung khoa hQc cong 
nghU (KHCN) 

D6n khi vAn 
ban h& 

hi:du luc thi 
hanh 

204 H6 sa xay dung de an, du an, chin lucre phat tri&I KHCN va 
van ban quan VI, chi dao, diL hanh, huang dan ve hoat dOng 
KHCN (Quy the quan1S,  hoot dOng nghien ciru khoa hoc va phat 
trien cong nghU...) 

- 	Doi veri ca quan xay dung, ban hanh van ban 
- 	D6i v&i don vi trien khai thuc hi4n 

Vinh vien 
Theo hie.1 hrc 
dm van ban 

205 HU sa hOi nghi tong k& cong tic KHCN Vinh vien 
206 Ho sa hOi nghi/hOi thao khoa hQc Vinh vien 
207 K6 hoach va bao cao tinh hinh hoat dOng KHCN dai hon, hang 

nAm 
- 	Don vi ban hanh 
- 	Dom vi khac 

Vinh vien 
10 nam 

208 K6 hoach va bao cao tinh hinh hoot dOng KHCN 6 thang, 9 thang 
- 	Dam vi ban hanh 
- Dan vi khac 20 nam 

05 nam 
209 Ke" hoach va bao cao tinh hinh hoot dOng KHCN quy, thang 

- 

	

	Dan vi ban hanh 
Dan vi khdc ,- 	 . 

05 nAm 
03 nam 

210 HO sa chuong trinh, de tai nghien ciru KHCN 
- 	CAp Nha nusic 
- 	CAp BO, nganh 

Vinh vien 
Vinh vien 
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- 	Cap co sa 20 nam 
211 Ho so xay dung cac tieu chuan  , quy trinh cong nghe 

- 	Dugc ban hanh 
- 	Khong ducfc ban hanh 

Vinh viZn 
05 nam 

212 Hi) so tri6n khai irng dung ket qua nghien ciru KHCN Vinh vin 
213 Ho so ve hoat dOng cila HOi don4 KHCN 20 nam 
214 Ho so ve hoat dOng dm HOi dong tham tra xet duyet de tai 

nghien ciru khoa h9c 20 nam 
215 Cong van trao dOi ve hoat dOng KHCN 10 nam 

8.2. Tai lifu 14 se hii u tri tue 
216 Tap van ban quy pham phap luat ve sa him tri tue Den khi van 

bin het 
hieu luc thi 

hanh 
217 1-16 so xay dung van ban quan 15/, chi dao, diet' hanh, huang din 

hoat dOng,sa him tri tue (Quy dinh ye quan 1/ hoat dOng sang 
kien cai tien kSi thuat va h9p15,  hoa sin xuat...) 

- 	DiSi voi co quan xay dung, ban hanh van ban 
- 	Doi WA don vi trien khai thuc hien 

Vinh v ie'n 
Theo hie'u lkrc 
dm van ban 

218 H6 so sang kien, cai lien ky thuat, giii phap hilu ich duoc 
ding nhan: 

- 	Cap Nha nuac 
- 	Cap BO, nganh 
- 	Cap co sa 

Vinh vin 
Vinh viZn 
20 nam 

219 Ho so sang kien, cai tien ky thuat, giai phap ht u ich khong 
duce cong nhan 

05 nam 

220 HO so ve cac dsSi Wong cua guy& sa hitu tri tue: 
- Quyen tic gia: cac tic pham van hoc, nghe thuat; cac cong 

trinh nghien ciru khoa h9c;doi Wong quyen lien quan den quyen 
the gia bao Om cuOc bieu dien, ban ghi am, ghi hinh, chuong 
trinh phat song, tin hieu ve tinh mang chuong trinh ducic ma hod, 
ban quyen cac phan mem dm EVN, cac chuong trinh may tinh, 
co sa du lieu da &roc ma hOa. 

- 	Quyen sa him cong nghiep: thiet ke kieu ding cong 
nOiep, nhan hieu ... 

Vinh vin 

221 Ho so giai guy& vi pham quyen sa huu tri tue 
- 	Vu nghiem tr9ng 
- 	Vu viec khic .- 	. 	. 

Vinh vien 
20 nam 

222 Ho so ve hoat dOng cia HOi dong sang kien 20 nam 
223 SO Bang ki sa hilu tri tue 50 nam 
224 COng van trao doi ve sa hilu tri tue 10 nam 

8.3. Tai lifu 4 Uri nguyen, mei truing 
225 Tap van ban quy pham phap luat ve tai nguyen, moi truOng Den khi 

van ban het 
hieu luc thi 

hanh 
226 Hi) so xay dung van bin quan1S,  mall truing cac cong trinh dien 
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- 	D6i vii co quan xay dung, ban hanh van ban 
- 	D6i voi don vi trien khai thtrc hien 

Vinh vien 
Theo hi4 Inc 
cuff van ban 

227 Ho so kiem tra moi trirang cac cong trinh dien 20 nam 
H6 so cac vu gay 6 nhiem ve sinh moi tnreeng 

- 	Nghiem tr9ng 
- 	Vu viec khac 

Vinh vein 
20 nam 

228 Cong van trao d6i ve moi truing 10 nam 
9. Tai lieu van thong va cong nght thong tin 

229 Tap van ban quy pham phap 141 ve vien thong va cong nghe thong 
tin 

DM khi 
van ban het 
hieu hic thi 

hanh 
9.1. Till lieu quan 0, van hank h? tang vien thong va cong nghe 
thong tin 

230 H6 so xay dung tieu chuan lcS1-  thuat, quy dinh va van ban quin1St, chi 
dao, dieu hanh khac ye quan1S,  van hanh he thong vien thong va ding 
nghe thong tin (Quy the quin1S,  va khai thac he thong vien thong dien 
luc; quy dinh cong tic dieu hanh he thong vien thong ding cong...) 

- 	D6i veri co quan xay dung, ban hanh van ban 
- 	D6i veil don vi trien khai thuc hien Vinh vien 

Theo hi0 Inc 
can van ban 

231 HO so xay dtmg du an, chitin lime, quy hoach phat trien vien thong 
va cong nghe thong tin 

- 	Dugc duyet 
- 	Ithong dircfc duyet 

Vinh vien 
05 nam 

232 la hoach va bao cio thisc hien Ice hoach vien thong va ding nghe 
thong tin dai han, hang nam 

- 	Hon vi ban hanh 
- 	Hon vi khac , 

Vinh van 
10 nam 

233 Ke hoach va bio cio thisc hien ke hoach vien thong va cong nghe 
thong tin 6 thing, 9 thing 

- 	Hon vi ban hanh 
- 	Dan vi khac 

20 nam 
05 nam 

234 Ke hoach va bio cao thuc hien ke hoach vien thong va cong nghe 
thong tin quy, thing 

- 	Don vi ban hanh 
- 	Don vi khac 

05 natl.' 
03 nam 

235 H6 so to chirc thuc hien du an, chitin lugc, quy hoach phat trien co 
s& h4 tang kSi thuat vien thong va ding nghe thong tin 

Vihh van 

236 HO so theo dOi quan1S,  chat lir9ng the cong truth chuyen nganh vien 
thong va eking nghe thong tin 

20 nam 

237 Ho so theo d5i quin1S,  ma s6, ten mien va dia chi dimg trong dich vu 
vien thong 

20 nam 

238 HO so theo doi wan 1S,  tieu chuan, chat lucmg sin phanri va dich vu 
vien thong, cong nghe thong tin 

20 nam 
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239 H6 sa theo d5i cong tic du to co so' ha tAng m4ng vien thong chin en 
dung cho khkh hang 

20 nam 

240 H6 so theo dial quan 1S,  ket n 6i, hoa mang vien thong cong cong, 
chuyen diing va cac mpg dUng rieng trong hoat Ong vain thong 

20 nam 

241 Ho sa theo d5i quan 1S,  an ninh mpg vien thong va cong nghe thong 
tin 

20 nam 

242 H6 sa quan, he thting SCADA/EMS 20 nam 
243 HS sa quan V,  thiet bi d'Au cuOi (RTU) 20 nam 
244 Ho sa quin V/ mang,  LAN, WAN 20 nam 
245 Ho sa quan V,  N thong thong tin lien lac 20 nam 
246 H6 so quan 1S,  cac thiet bi vien thong va cong nghe thong tin 

khac 
20 nam 

247 H6 so sira china cac thiet bi vien thong va cong nghe thong tin 20 nam 
248 Ho so ve quan1S,  day thong tin treo tren tru din 20 nam 
249 Ho so Tian V,, phat trien chtrang trinh pham mem 10 nam 

Lenh dieu hinh ming van thong 10 nam 
250 Ho so ve hog dOng dia: 

- 	Ban chi dao cong nghe thong tin 
- 	Ban chi dao thuc hien du an xay dung he thong thong tin 

20 nam 

251 Cong van trao &Si ve vien thong va cong nghe thong tin 10 nam 
9.2. Tai lieu kink doanh van thong va con& nghe thong tin 

252 H6 so xay dung van ban quan1S,, chi dao, dieu hinh, huOng clan kinh 
doanh vien thong va cong nghe thong tin 

- 	Doi vai ca quan xay dung, ban hinh van ban 
- 	DIM vii don vi trien khai thtrc hien 

Vinh vien 
Theo hiti hrc 
cila van ban 

253 Ke hoach va bao cao tinh hinh kinh doanh vien thong va cong nghe 
thong tin dai hun, hang nam 

- 	Don vi ban hinh 
- 	Dan vi khac 

Vinh vien 
10 nam 

254 la hoach va bao cao tinh hinh kinh doanh vien thong va ding nghe 
thong tin 6 thang, 9 thang 

- 	Dan vi ban hinh 
- 	Dan vi khac , 

20 nam 
05 nam 

255 Ke hoach va bao cao tinh hinh kinh doanh vien thong va cong nghe 
thong tin quS/, eking 

- 	Dan vi ban hinh 
- 	Don vi khac ‘ 

05 nam 
03 nam 

256 HO so ye kinh doanh vien thong 
- 	Quang cao, tiep thi 
- 	Phat trien khkh hang 
- 	Chain soc va giai quy& khieu nai thu mac 
- 	Phat trien dai IS,  phan phoi 
- 	Thue bao da'u cuoi 
- 	Quan15,  kho s6 

20 nam 

257 HT dong cung cap filch vu vien thong, cong nghe thong tin 20 nam 
258 HO so mua ban thiet bi vien thong va cong nghe thong tin 20 nam 
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259 H8 so lci'm tra viec thuc hien hop dong cung cap dich vu vien thong 20 nam 

260 H8 so hoat dOng cila 
- 	Ban trien khai dich vu vien thong cong cong 
- 	Ban chi dao nghien ciru xay dung chitin lucre va gia dich vu 

vien thong cong cong 

20 nam 

261 Cong van trao dOi ve kinh doanh vien thong va cong nghe thong tin 10 nam 
10. Thi li'iu hqp tic quOc to 

262 Tap van ban quy pham phap luat ve hop tic quo'c to Den khi van 
bin het 

hieu lkit thi 
hanh 

263 H8 so xay dkmg van ban quan 15f, chi dao, dieu hanh ve hop tic 
qu6c to (Quy dinh ye dOn tiep va lam viec vii khich quoc te; 
quy dinh ye trinh Ar lam thii tuc di cong tic ntrarc ngoai...) 

- 	D6i yeti co quan xay dung, ban hanh van ban 
- 	Doi vori don vi trien khai thuc hien 

Vinh vien 
Theo hi'0 Ivo 
dm vAn ban 

264 H6 so xay dkmg chucmg trinh dao tao va du an vay, cho vay von 
vOri ntrac ngoai 

- 	Duac duyet 
- 	Khong dugc duyet 

VTnh vien 
05 nam 

265 K'e hoach va bao cao tinh hinh hqp tic vii cac nuac 
- 	Dai han va hang nam 
- 	Quy, 6 thing, 9 thing 
- 	Thing 

VTnh vien 
20 nam 
05 nam 

266 H6 so doan ra 
- K/ ket hop tic 
- HQC tip, khao sat, tham quan, trien lam, du hOi nghi, hOi 
thao , 

VTnh vien 
20 nam 

267 Ho sa doan vao 
- KS, ket hap tic 
- HQC tap, khao sat, tham quan, trien lam, du hOi nghi, hOi 
thio 

Vinh vien 
20 nam 

268 Ho so to chirc hOi nghi, hOi thao qu6c to tai Viet Nam Vinh vien 
269 HO so quan 1/ cac Du an ODA va cac Du an sir dung von nuerc 

ngoai khic 
Vinh vien 

270 Ho so theo dOi viec thuc hien cac cam ktt, thoa thuan vii cac 
doi tic nuoc ngoai 

50 nam 

271 Ho so bien sop an pham ngoai nga 
- 	Bio cao thuang nien 
- 	Giai thieu ve hoat dOng dia co quan 

10 nam 

272 Thu, dien, thiep chfic mimg 
- 	Quan tong 
- 	Thong thtran 

Vinh vien 
20 nam 

273 Cong van trao d6i ve ding tic hop tic cluck to 10 nam 
11. Tii lieu thanh tra , bio vie 
11.1. Tai lifu vi thanh tra, giai quyit khilu ngi, to cao 
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274 TOp van ban quy pham phap lu;at ye thanh tra va giai quyet khieu 
nai, to cao 

Den khi van 
bin htt 

hiEu luc thi 
hanh 

275 H6 so xay dung quy chE, quy dinh va cac van ban (pan Vi, chi 
dao, dieu hanh ve thanh tra, giai quyet khieu nai, to cao (Quy 
chE to chirc va hoat dOng thanh tra; Quy trinh giai quyet khieu 
nai t6 do—) 

- 	Doi yeti co quan xay dung, ban hanh van ban 
- 	D6i veri don vi triEn khai thuc hiEn 

, 

With vien 
Theo hi4 Itrc 
cila van ban 

276 KE hoach va bao cao thuc hiEn kE hooch thanh tra, giai quyet 
khieu nai, to cao dai han, hang nam 

- 	Dan vi ban hanh 
- 	Han vi khac 

Vinh vien 
10 nam 

277 ICE hoach va bdo cao thuc hiEn ke hoach thanh tra, giai quyEt 
khiEu nai, to cao 6 thing, 9 thing 

- 	Don vi ban hanh 
- 	Dan vi khac 

20 nam 
05 nam 

278 Ke" hoach va bao cao thuc hiEn ice hoach thanh tra, giai quyet 
khieu nai, to cao quy, thing 

- 	Don vi ban hanh 
- 	Don vi khdc 

05 nam 
03 nam 

279 H6 so h6i nghi thanh tra, giai quyEt khiEu nai, to cao Vinh vien 
280 H6 so to cluk ,thuc hiEn van ban quy pham phi') luOt vE thanh 

tra va giai quyet khieu nai to cao 
20 nam 

281 Bao cao cong tic phong chong tham nhiing 
- 	Hang nam 
- Than4, q4, 6 thing , 

20 nam 
05 ram 

282 Ho so ve kiem tra cong tic phong ch6ng tham railing 20 nam 
283 H6 so vE hoat dOng cua Ban chi dao phOng ch6ng tham nhiing 20 nam 
284 Ho so thanh tra cac vu viEc 

- 	Nghiem tr9ng 
- 	Vu viEc khac 

Vinh vien 
20 nam 

285 HO so thuc hiEn IC& luOn thanh tra 20 nam 
286 H6 so giai quyEt cac vu khiEu nai, to cao 

- 	Nghiem tr9ng 
- 	Vu viEc khac 

Vinh vien 
20 nam 

287 S6 theo diii tip dan 20 nam 
288 S6' theo &I don thu ,  20 nam 
289 Cong van trao d6i vE cong tic thanh tra, giii quy6t khieu nai, to 

cao 
10 nam 

11.2. Till Wen brio vv, quac phong, an ninh 
290 Top van ban quy pham phap luat ve bao vE, qutic phOng, an ninh DEn khi 

van ban het 
hiEu luc thi 

hanh 
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291 116 so xay dung quy che, quy dint!, not quy N4 bao ve, qu6c 
phOng, an ninh trot ttr (Quy che ve to chuc va host &Ong dm luc 
lucmg bao ve7phOng chay, chila chay/phOng chong bao lvt; quy 
che bao N/' bi mat nha nuO.c...) 

- 	Doi von co quan xay dung, ban hanh van ban 
- 	DM veri don vi trien khai thuc hiell 

Vinh vien 
Theo Wu Iirc 
eaa van ban 

292 Lich trIrc bao v0 05 Mill 
293 Phucmg an bao N/' ngay 1Z, str kin 10 nam 
294 S6 theo &I ca true 10 nam 
295 H6 so N4 ck IN chay, n6/11.1 lvt 

- Vv vie'c nghiem tr9ng 
- 	Vv vie‘c khic 

VTnh vien 
15 nam 

296 H6 so v' cac IN phi hoei lam mat an ninh test to 
- Vu vie‘c nghiem tr9ng 
- 	Vv vie'c khac 

Vinh vien 
15 nam 

297 HO so to chirc cac 14 huan luye'n ltrc lucmg ttr ye 10 nam 
298 H6 so ve host &Ong dm Ban chi huy quan su, ttr ‘," 20 nam 
299 H6 so v6 host &Ong cila Ban chi deo phong chong AIDS, to nan 

ma tu5,  va mai dam 
20 nam 

300 S6 clang 14 CBCNV trong dO tuoi thuc hiO nghia vv quan str 20 nam 
301 S6 theo d6i quan nhan phvc vien, xuat nkii, chuyen nganh 20 nam 
302 Cong van trao d6i vt con tac bao ye, quoc phOng, an ninh 10 nam 

12. Tii lieu ve phi!) che 
303 Top vAn ban quy phem phap lust v6' cong tac phap che Dt.n khi van 

ban htt 
hi:du luc thi 

hanh 
304 H6 so xay dung van ban quail 15f, chi dao, busing an cong tac 

phap che (Quy che v6 to chirc va host dOng phi', che; quy che 
xay dung va quail 151 nhan hie'u doanh nghie'p, H6 so Nhdn 
hie'u...) 

- 	D6i von ca quan xay dtmg, ban hanh vAn ban 
- 	Doi von don vi trien khai thuc hie'n 

VTnh vien 
Theo hi0 Itrc 
dia van bin 

305 HO so hOi nghi tong ket vie‘c thuc hien cac van ban quy phem 
phap luOt 

VTnh vien 

306 Ke ho4ch va bao cao cong tac phap che dai hen, hang nam 
- 	Don vi ban hanh 
- 	Dam vi khac 

Vinh vien 
10 nam 

307 Ke hoach va bao cao cong tac phap ch6 6 thang, 9 thang 
- 	Dan vi ban hanh 
- Don vi khac 

20 nam 
05 nam 

308 Ke hoach va bao cao cong tac phap che quy, thang 
- 	Dan vi ban hanh 
- Don vi khac 

05 nam 
03 nam 

309 Ho HO so v'' ra soat van ban phip luOt 10 nam 
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310 Ha so cap nhat, he thang hoi van ban phap luat Den khi 
van ban het 
hieu hrc thi 

hanh 
311 Ha so tham dinh phip 15,  cac van ban ban hanh Vinh vi6n 
312 H6 so kiem tra viec tuan thil phap luat, cac quy the quan 15/ 

n6i hi) dm EVN 
20 nam 

313 Van bin gOp y cac dur thao van ban do co quan Nha nuac co 
tham quyen 4iri lay y kien 

05 nam 

314 Ho so ph6 bien cac van ban quy pham phip luat va cac quy dinh 
cua ca quan , 

10 Pam 

315 H6 so tham gia to tnng tai tr9ng tai hoac toa an de bao ve quyen 
va 19i ich hap phip cua doanh nghiep 

20 nam 

316 Ho so to van phap ly 20 nam 
317 Cong van trao doi ve cong tic phip the 10 nam 

13. Tai lifu thi dua, khen thuirng 
318 Tap van ban quy pham phap luat ve cong tac thi dua, khen 

thuang 
Den khi van 

ban het 
hieu ltrc thi 

hanh 
319 Ho so xay dkrng van ban quanit, chi doo, huang dan N/' cong tac 

thi dua, khen thikmg 
- 	Doi vai ca quan xay dtmg, ban hanh van ban 
- 	D6i von don vi trien khai thkrc hien 

Vinh vie'n 
Theo hi'eu hrc 
cua van ban 

320 Ho so h6i nghi/ dai hOi thi dua Vinh vigil 
321 Ke hoach, bao cao cong tac thi dua, khen thuang dai han, hang 

nam 
- 	Don vi ban hanh 
- 	Dan vi khac 

Vinh vin 
10 nam 

322 Ke hoach, bao cao cong tac thi dua, khen thiremg 6 thang, 9 
thang, nhan cac sir kien 

- 	Dan vi ban hanh 
- Don vi khac 

20 nam 
05 nam 

323 Ke hoach, bao cao ding tac thi dua, khen thuang quy, thang 
- 	Dan vi ban hanh 
- Dan vi khac 

05 nam 
03 nam 

324 Ho so to eh& thirc hien phong trao thi dua 20 nam 
325 H6 so khen thuang duac cong Lilian 

- 	Cap Chii tich nulk/Thil tuCmg Chinh phi' 
- 	Cap BO va TO doin 
- 	Cap cases 

Vinh vin 
20 nam 
10 nam 

326 Ha sa de nghi khen thuang khong ducrc cong nhan 10 nam 
327 Ho so tang KS,  niem chtrang Vi slr nghiep phat trien dien ltrc Viet 

Nam 
20 nam 

328 So/bao cao thong ke cac danh lieu thi dua khen thirang 70 nam 
329 • x H6 so ve hoat deng cua H6i clang thi dua 20 nam 
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330 Hi so ve hoat dOng cila HOi ding Thuong titt kiem nhien lieu va 
dien tir dung , 

20 nam 

331 Cong van trao dii ve cong tic thi dua, khen thui3'mg 10 nam 
14. Tai Wu quan 114 cong dong 

332 Tap van ban quy pham phap luat ye quan he cong ding Dtn khi van 
ban htt 

hieu lkrc thi 
hanh 

333 Hi so xay dung chin ludic, kt hoach, phucmg an va cac van 
ban quin V,, chi dao, dieu hanh ding tic quan he cong ding, 
thong tin tuyen truyen, xay clking va phat trien thuong hieu, van 
hoa doanh nghiep 

- 	Doi vori co quan xay dkmg, ban hanh van ban 
- 	D6i vii dim vi trien khai thkrc hien 

Vinh vien 
Theo hieu km 
cua van ban 

334 Kt hoach va bao cao cong tic quan he cong ding dai hart, hang 
nam 

- 	Don vi ban hanh 
- 	Han vi khac 

Vinh vit'n 
10 nam 

335 Kt hoach va bao cao cong tic quan he cong ding 6 thang, 9 
thang 

- 	Dan vi ban hanh 
- Han vi khac 

20 nam 
05 nam 

336 Kt hoach va bao cao ding tic quan he cong ding quy, thing 
- 	Dan vi ban hanh 
- Don vi khac 05 nam 

03 nam 
337 Hi so tuyen truyen thIrc hien cac cuOc van dOng do Ding va cac 

to chirc doan the phat dOng 
20 nam 

338 Tap bai vitt thong tin tren Tap chi Dien luc, Trang thong tin dien 
tir dien ltyc va tren cac phucmg tien thong tin dai chUng 

10 nam 

339 Ho so bien soar' an pham thong tin 20 nam 
340 Ho so to chUc su kien truytn thOng ,  , 20 nam 
341 H6 so quin V,  va khai thac Nha truyen thong Vinh vin 
342 Ho so ve xay dkrng va phat trien thuong hieu 20 nam 
343 H6 so ve hoat dOng cUa Ban/To Xay dung va phat trien thuong 

hieu 
20 nam 

344 H6 so ye xay dung va phat trien van hoa doanh nghiep 20 nam 
345 Hi so ye hoat dOng cna Ban/T6 Xay dkmg va phat trien van hoi 

doanh nghiep 
20 nam 

346 Cong van trao dii ve cong tic quan he cong ding 10 nam 
15. Tai lieu vi kS7  thu(it sin /mat MO nang 

347 Tap van bin quy pham phip luat ve sin xuat dien nang Den khi 
van bin htt 
hieu lye thi 

hanh 
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348 116 so xay dung quy trinh, quy pham k9 thuat van hanh thie't bi, 
quy trinh chirc danh van hanh va cac van ban quail 15/, chi dao, 
dieu hanh, huerng dan sin xuat din nang (Quy dinh quan 1S,  kS7 
thuat cac don vi phat di4n; quy dinh ,k9 thuat cac don vi quill 1S,  
luoi di4n; quy dinh each xic dinh ton that din nang; quy trinh 
k.57 thuat an town din trong ding tic van hanh, sira china, xay 
dung &rang day va tram; quy dinh xay dung. quan 1 ,  va van 
hanh thitt bi...) 

- 	D6i vori co quan xay dung, ban hanh van ban 
- 	136i vai don vi trie'n khai thuc hi'n 

Vinh viZn 
Theo MO 1irc 
dm van ban 

349 1(' hooch va bao coo tinh hinh san xuAt din nang dai han, hang 
nom 

- 	Don vi ban hanh 
- 	Hon vi khac 

Vinh viZn 
10 nom 

350 K6' hooch va bao coo tinh hinh sin xuAt din nang 6 thang, 9 
thang 

- 	Dan vi ban hanh 
- Dan vi khac 

20 nom 
05 nom 

351 K'' hooch va bap coo tinh hinh sin xuAt din nang q4, thang 
- 	Dan vi ban hanh 
- Don vi khac 

05 nom 
03 nom 

352 Phucmg an bio dam din nang 20 nom 
353 S6 ghi cac thong s6 k9 thuat 20 nom 
354 S6 nhat14 van hanh 20 nom 
355 H6 so vt skr c6 trong sin xat din nang (bao coo nhanh sty co, 

bien ban dieu tra, bao coo phan tich sv.  co) 
- 	Su co h4 thong 
- 	Su co cap 1 
- 	Su co cap 2 
- 	Su co cap 3 , 
- 	Hi4n tognis bat thuorng 

20 nom 

356 S6 theo &el sir co 20 nom 
357 SO theo dOi hi0 arc:mg bat thuOng 20 nom 

16. Tai li'4u diu (10 din 
358 Tap van ban quy pham phip luat N4 ding tic dieu dO din Den khi 

van ban htt 
hi4u luc thi 

hanh 
359 H6 so xay dung van ban quail VI, chi dao, di6u hanh ding tic 

dieu dO din 
- 	Doi veil co quan xay dung, ban hanh Van ban 
- 	Doi vori don vi trien khai thuc hi4n 

Vinh vin 
Theo hie'u bye 
cua vAn ban 

16.1. MI lieu 4 viin hanh hg thing dien 
360 Bao coo van hanh sin xuAt 

- Nam 
- 	Thing 

Vinh vien 
10 nom 
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- 	TuAn, ngay 05 nam 
361 H6 so ve trrc ban chi huy dieu di), bao g6m: 

- 	Chi huy dieu dO he thEing 
- 	Chi huy dieu chinh tan so he thOng dien 
- 	Chi huy van hanh cac nha may dien 
- 	Chi huy dieu chinh dien ap mot so diem nut chinh 
- 	Chi huy thao tic va xirlY,sv co h4 thong 
- 	Chi huy khai thac, dieu tiet ho chira dm cac nha may thug 

dien 
- 	Chi huy van hanh thiet bi 

20 nam 

362 Phuong thirc ngin han 
- 	Bieu cat dien s  
- 	So d6 cac phan tir he thong dien, nha may din va tram 

bien ap 	, 
- 	Bieu Ilan the cong suat phu tai 
- 	Danh sach phu tai uu tien 
- 	Phu tai ngan han 
- 	Phieu thao tac tren he thong dien 500KV 

20 nam 

363 H6 so tinh toan kinh to he th6ng dien 
- 	Tinh toan chi phi san xuat cim cac nha may dien 
- 	Thu tuc An dinh va du bio 

Vinh vien 

364 H6 so phan tich va xirl ,  s6 lieu van hanh 114 theing dien 
- 	Bao cao san xuAt dinh kSi va dOt xuAt 
- 	Bao cao sr co 

Vinh vien 

365 H6 sof ve he th6n,,g SCADA cac tram Vinh vien 
366 Cling van trao doi ve van hanh he th6ng dien 10 nam 

16.2. Trii lifu vent himh kink ti 
367 H6 so ve xay dimg van ban quan lt, chi dao van hanh kinh to h4 

th6ng dien 
- 	DOi vai co quan xay dkmg, ban hanh van ban 
- 	Doi vai don vi trien khai thvc hien 

Vinh vien 
Theo hi0 Ikre 
caa van ban 

368 Ke hoach va bio cao tinh hinh van hanh thi tnthmg dien 
- 	Nam 
- 	Thing 
- 	TuAn, ngay 

Vinh vien 
10 nam 
05 nam 

369 H6 so ve quan V/ van hanh thi truing dien 20 nam 
370 H6 so giai quyet tranh chAp khieu nai lien quan den thi truing 

dien 
20 nam 

371 Cong van trao d6i ve van hanh kinh to 10 nam 
16.3. rid lieu tinh town hf Mang dien 

372 H6 so xay dung van ban quan 1y, chi dao, dieu hanh, huimg dAn 
ye tinh Wan he thong dien 

- 	Doi vai co quan xay dkmg, ban hanh van ban 
- 	Doi voi don vi trien khai thvc hien 

Vinh vien 
Theo hie'u Itrc 
cua van ban 

373 H6 so tinh toan the dO van hanh he thOng dien Vinh vien 
374 HO so tinh toan ror le bao ve va to dOng he thong dien Vinh vien 
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375 Bao cao tinh hinh hoot dOng dm thiet bi ra le bao ve va tv dung 
hoa 

- 	NAm 
- 	Qu51 
- 	Thing 

Vinh vien 
20 nam 
05 nAm 

376 Phuong thirc van hanh trung, dai hart Vinh van 
377 HO so tinh toil.' dieu tiet 116 chira cac nha may thug dien Vinh van 
378 Cong van trao d6i ve tinh town he; thong dien 10 nam 

17. Tai lieu truyen tai dien 
379 TAp van bin quy pham phi') luAt ve truyen tai dien Den khi 

van ban het 
hieu lkrc thi 

hanh 
380 H6 so xay dkmg chit trucmg, ca the, chinh sich va cac van ban 

quart 15,, chi dao, dieu hanh ye truyen tai 
- 	Doi veri ca quan xay citing, ban hanh van ban 
- 	D6i vai don vi trien khai thirc hien 

Vinh van 
Theo hieu Inv 
dm yin ban 

381 H6 so hOi nghi ye cong tic truyen tai Wirth van 
382 Kt hoach va bao cao cong tic truyen tai dai han, hang nam 

- 	Dan vi ban hanh 
- 	Hon vi khac 

Vinh van 
10 nam 

383 Ke hoach va bao cao cong tic truyen tai 6 thang, 9 thang 
- 	Don vi ban hanh 
- Dan vi khac 

20 !lam 
05 nam 

384 Ke hoach va bao cao cong tic truyen tai quy, thang 
- 	Hon vi ban hanh 
- Dan vi khac 

05 nam 
03 nam 

385 H6 so ve vAri,hanh mpg luoi dien 20 nAm 
386 Phuang. 	an cap dien va bao dam dien hop 15,  trong cac ngay le', 

to chirc sv kien va trong thai k5,  dOc biet 
10 nAm 

387 Bao cao tilting ke,s6 lieu k5",  thuAt tren ltro5i dien 20 nam 
388 Hop (long cung cap dich vv truyen tai 10 nAm 
389 H6 so ye hoot Ong dm Ban chi dao Giam ton thAt dien nang 20 nam 
390 Ong van trao d6i ye cong tic truyen tai 10 nAm 

18. Tai Ii0 kinh doanh va giam sat mua ban diO fling 
18.1. Tai lifu kink doanh difn nang 

391 TAp van ban quy pham phap luAt ye kinh doanh dien Den khi 
van ban het 
hieu loc thi 

hanh 
392 H6 so xay dung chitin itIVC kinh doanh, phuong thirc kinh doanh, 

quy trinh, quy dinh va cac van ban quart 15,, chi dap, dieu hanh 
kinh doanh dien nang (Quy trinh kinh doanh dien nang; quy che 
ve to chirc va hoot dOng ban le dien rang; quy dinh trinh tkr, thii 
tvc dam phan cac hop (tong mua ban dien; quy che tham gia thi 
throng dien cila cac nha may dien hach toin phv thu0c....) 
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- 	DM voi co quan xay dtrng, ban hanh van ban 
- 	DM yen don vi trien khai th%rc hien Vinh vien 

Theo hi0 Ivo 
dm van ban 

393 Kt hoach va bio cao thvc hien kinh doanh dien nang dai hp. 
hang nam 

- 	Don vi ban hanh 
- Don vi khac 

Vinh vie'n 
10 nam 

394 Kt hoach va bio cao thkrc hien kinh doanh dien nang 6 thang, 9 
thang 

- 	Dorn vi ban hanh 
- Don vi khac 

20 nam 
05 nam 

395 Kt hoach va bao cao thiic hien kinh doanh dien flan qq, than 
- 	Dan vi ban hanh 
- 	Dan vj khac 05 Liam 

03 nam 
396 Dkr bio nhu call dien nang dai han 20 nam 
397 Ho so kiem tra kinh doanh dien nang 

- 	Doanh thu 
- 	T6n that 
- 	Gia ban binh quan 
- 	Thu ngan 
- 	Tiet kiem dien 

20 nam 

398 Bio cao danh gia sly thoa man cita khach hang dai han, hang nam 
- 	Dan vi ban hanh 
- 	Dan vj khac Vinh vit'n 

10 nam 
399 Bio cao danh gia sir thoa man dm khach hang 6 than, 9 thang 

- 	Dan vi ban hanh 
- Don vi khac 20 nam 

05 nam 
400 Bac) cao danh gia sir thoa man cim khach hang qu57, thang 

- 	Dan vi ban hanh 
- Dan vj khac 

05 nam 
03 ram 

401 Bio cao thong ke nq tien dien Oh ngay 01/01 va Oh ngay 01/7 10 nam 
402 Bio cao truy thu-thoii hoan .  10 nam 
403 H6 so k5; thudt cong to dau nguon tram 110KV 20 nam 
404 H6 so k5",  thudt Ong to dau nguon ranh giai giiia cac ding ty 

dien km va giiia cac tram le 
20 nam 

405 Ho so kiem tra Ong tic quan 15, treo thao va ghi chi s6 cong to 20 nam 
406 H6 sof kitm tra cong tic quan 15, sira china kim niem phong h6p 

du day Ong to 
20 nam 

407 H6 so quan 15,  giao, nhdn dien nang 05 nAm 
408 H6 so pan 15,  thitt bi do dtm dien nang 20 nam 
409 H9p dong san xuat, gia Ong mat kim niem phong hOp &Au day 

ding to 10 nam 
410 Danh sach khach hang sir dung dien 10 Warn 
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411 Hcfp doting mua bin dien 10 nam 
412 Hoi don lien dien 05 nam 
413 Bang ke hoi don tien dien phit sinh han4 thing 05 nam 
414 H6 so ve hoat dOng ciia Ban chi ciao Trien khai thi tnrang dien 

not b0 20 nam 
415 Ho so ve hoat dOng ciia Ban chi dao thtrc hien chtrang trinh tier 

kiem dien 20 nam 
416 Cong van trao d6i ve kinh doanh dien nang 10 nam 

18.2. Tai li'eu kiem tra, giam sat mua ban difn 
417 Tap van ban quy pham phip luat ve kiem tra, giim sat mua bin 

di en 
Den khi 

van bin het 
hieu hrc thi 

hanh 
418 H6 so xay dung van bin quan 15r, chi dao, dieu hanh viec kiem 

tra, giim sat mua bin dien nang 
- 	DOi vai co quan xay citing, ban hanh van ban 
- 	Doi von don vi trien khai thtrc hien 

Vinh vien 
Theo hiOu Itrc 
dm van ban 

419 Ice hoach va bio cio thtrc hien ke hoach kiem tra giam sat mua 
bin dien dai han, hang nam 

- 	Don vi ban hanh 
- Dom vi khac 

Vinh vin 
10 nam 

420 Ke hoach va bio cio thtrc hien ke hoach kiem tra giim sat mua 
bin dien 6 thang, 9 thing 

- 	Dan vi ban hanh 
Dom vi khac ,- 

20 nam 
05 nam 

421 Ke hoach va bio cio thtrc hien ke hoach kiem tra giim sat mua 
bin dien q4, thing 

- 	Dan vi ban hanh 
- Dan vi khac ‘ 

05 nam 
03 nam 

422 HO so kiem tra, giam sat viec thtrc hien cic h9p d6ng mua bin 
dien, sir citing dien 

20 nam 

423 116 so kiem tra ding tic quin 15/ khich hang 20 nam 
424 HO so kiem tra he thOng do dem dien nang 20 !lam 
425 H6 so kiem tra va xir 15/ hanh vi trOm cap dien 20 nam 
426 Ong van trao dOi v6 kiem tra, giim sat mua bin dien 10 nam 

19. Tii lieu ye cong tic MO nong then 
427 Tap van bin quy pham phip luat ye cong tic dien nong them Den khi 

van bin het 
hieu ltrc thi 

hanh 
428 H6 so xay dtmg van bin quin 15,, chi dao, dieu hanh dien nong 

them 
- 	Doi vai co quan xay dtmg, ban hanh van ban 
- 	Doi vai don vi trien khai thtrc hien 

Vinh viZn 
Theo hiOu Itrc 
dm van ban 

429 Ke hoach va bio cio thtrc hien 1(6' hoach di0 nong than dai hp, 
hang nam 

92 



- 	Dan vi ban hanh 
- 	Dan vi khac 

Vinh viin 
10 nam 

430 Ke hoach va bao cao thgc hien Ice hoach dien nong thon 6 thang, 
9 thang 

- 	Dan vi ban hanh 
- 	Dan vi khac 

20 nam 
05 nam 

431 Ke hoach va bao cao thgc hien ke hoach dien nong thon quy, 
thang 

- 	Dan vi ban hanh 
- 	Dan vi khac 

05 nam 
03 nam 

432 Ho sa kiem tra cong tic dien nong thon 20 nam 
433 HO sa tiep nhan luoi dien nong thon (trung ip, ha ip) 20 ram 
434 HO sa hoan tra luoi dien nong thon (trung ip, ha ap) 20 nam 
435 HO sa theo diii cong trinh luCri dien nong thon 20 nam 
436 H6 sa theo deii dich vu ban le dien nong thon 20 nam 
437 H6 sa giai guy& tranh chap trong cong tic tiep nhan, quin 1/ 

Kral dien nong thon 
20 nam 

438 Cong van trao d6i ve tiep nhan, quail Vi Wen dien nong thon 10 nam 
20. Tai lieu y'' an tam va bio ho lao deng 

439 Tap van ban quy pham phip luat ve an toan va bao 110 lao Ong Den khi 
van ban het 
hieu lgc thi 

hanh 
440 H6 sa xay dung tieu chuan/quy trinh/quy pham 14 thuat an toan 

lao dOng, bao 110 lao dOng, bao ve cong trinh dien, phong chong 
chay no, !thong chong hit bao va tim kiem ciru nan 

- 	Doi vo:!ri ca quan xay dgng, ban hanh van ban 
- 	D6i von don vi trien khai thgc hien 

Vinh van 
Theo hie'u Ikrc 
ctia van ban 

441 H6 sa HOi nghi tong ket v6 an than va bao hO lao dOng 
Vinh van 

442 HO sa HOi nghi tap huan ve an toan va bao he, lao dOng 20 nam 
443 Chuang trinh, ke hoach va bao cao thuc hien Ice hoach an toan 

va bao hO lao Ong dai han, hang nam 
- 	Dan vi ban hanh 
- 	Dan vi khac 

Vinh vien 
10 nam 

444 Chuang trinh, ke hoach va bao cao thgc hien Ice hoach an toan 
va bao hO lao dOng 6 thang, 9 thang 

- 	Dan vi ban hanh 
- 	Dan vi khac 

20 nam 
05 nam 

445 Chuang trinh, ke hoach va bao cao thgc hien ke hoach an toan 
va bao hO lao dOng quy, thang 

- 	Dan vi ban hanh 
- 	Dan vi khac , 

05 nam 
03 nam 

446 Ho sa kiem traq thuat an toan lao dOng 20 nam 
447 Bao cao tai nan lao dOng dai han, hang nam 

- 	Dan vi ban hanh Vinh van 
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- 	Dcm vi khac 10 nam 

448 Bao cao tai nan lao dOng 6 thang, 9 thang 
- 	Dan vi ban hanh 
- 	Dan vi khac 

20 nam 
05 nam 

449 Bao cao tai nail lao dOng quy, thang 
- 	Don vi ban hanh 
- 	Don vi khac , 

05 nam 
03 nam 

450 HO so cac vu tai nan lao &Ong 
- 	Nghiem trang 
- 	Vu khk 

Vinh vien 
20 nam 

451 Ho so ve trang bi bio 110 lao dOng 20 ram 
452 H6 so ve hoat dOng dm HOi dong bio hO lao dOng ,  20 nam 
453 Phuang an dien tap phOng chong chiy no, phOng chong bao 1 il 

vi tim kiem ciru nan 
20 nam 

454 HO so kiem tra ding tic phOng chting chiy no 20 nam 
455 H6 sa cic vu chi),  no 

- 	Nghiem trang 
- 	Vu viec khic 

Vinh vien 
20 nam 

456 HO so kiem tra phOng chong lvt bao 20 'lam 
457 Bio cao thiet hal do bao, la gay ra 

- 	Nghiem tr9ng 
- 	Vu viec khic 

Vinh vien 
20 nam 

458 H6 so ve hoat dOng dm Ban chi dao PhOng chOng lut bao 20 'lam 
459 H6 so kiem tra bio ve hinh lang bio ve an toin luOi dien 20 nam 
460 H6 so cic vv vi pham hang lang an town Wad dien 

- 	Nghiem tr9ng 
- Vv viec khic 

Vinh vien 
20 nam 

461 H6 so cong tac huan luyen, sat hach kien tilt:re an toan (quyet 
dinh cong nhan ket qua kiem tra, Cap the an town) 

10 nam 

462 Cling van trao d6i ye an town vi bioh0 lao Ong 10 nam 
21. Vat tu. - xuat nlib khan 

463 Tap van bin quy pham phip luat ve vat tu, xuat nhap khau Den khi van 
bin het 

hieu km thi 
hinh 

464 His) so xay dkmg van todn quin 15, chi dao, diet' hinh vat tu, thiet 
bi 

- 	DtSi yen co quan xay dung, ban hanh van ban 
- 	D6i vai don vi trie'n khai thuc hien 

Vinh vien 
Theo hi4u brc 
cua An ban 

465 Ke' ho4ch va bio cao tinh hinh mua sam, tiep nhan, quin 15,, cap 
phit vi sir dicing vat tu, thiet bi dai han, hang nam 

- 	Don vi ban hanh 
- 	Don vi khac , 

Vinh vier' 
20 nam 

466 Ke hoach vi bio cao tinh hinh mua sam, tiep nhan, quan 1Y, cap 
phit NIA sir dung vat tu, thiet bi 6 thang, 9 thang 
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- 	Dan vi ban hanh 
- 	Dan vi khdc 

20 nam 
05 nam 

467 Ke hoach vi bio cio tinh hinh mua sam, tip nhan, quinl, cap 
phit vi sir dung vat tu, thi6t bi qu, than 

- 	Don vi ban hanh 
- Dan vi khdc 

05 nam 
03 nam 

468 HO so cap phit vat ttr, thi6't bi ,  20 nam 
469 HO so tiep 'than, quin 15, vat tu, thiet bi 20 nam 
470 H6 so thi nghi'en thi6t bi din 20 nam 
471 Ho so N,' tro bay (bien bin nghie'm thu kh6i lugng, phitu thi 

nghim, bien bin lay mau hin tnrang, bang tong hop khoi lug/1g 
tro bay, bien bin giao nhan vat tu, phieu xuAt, gidy chimg nhan 
kiem dinh can) 

20 nam 

472 HO so dieu dOng vat tu thi6t bi 20 nam 
473 Ho so chuyen nhugng vat tu thie't bi 20 nam 
474 Ho so thanh 157 vat tu thie't bi 20 nam 
475 

, 	 , 

HO so sap xep, bao quan vat to thitt bi trong kho • sap 	xep, 20 nam 
476 Ho so kiem tra ton kho vat tu thiet bi 20 nam 
477 Bio cio th6ng ke xuAt, nhap, ton kho vat tu, thi'e't bi 20 nam 
478 S6 theo diii vat tu thitt bi 

- 	Xuat, nhap vat tu 
- 	Ton kho vat tu 

20 nam 

479 Cong van trao d6'i v' Vat tu, xudt nhap khdu 10 nam 
22. Tai lieu ciia to chic Ding co' quan Co con 

dau 
rieng 

480 Tap van ban chi dao, huang din dm to chuc Ding cap tren DM khi van 
bin het 

hie'tt luc thi 
hanh 

481 H6 sor dai hOi ding bo co quan Vinh vien 
482 Chuang trinh, ke',hoach va bdo cdo ding tic ding 

- 	Nam vi het nhi'e'm 14 
- 	QuSt, 06 thing 
- 	Thing 

Vinh vien 
10 nam 
05 nam 

483 H6 so N/s thinh lap/s4onhap to chirc ding Vinh vien 
484 Ht) so v6 cong nhan cap u5,  Vinh vien 
485 H6 so ve ti6p nhan vi bin giao cong tic ding 10 nam 
486 H6 so to chirc that hin chi) truong, dtrOmg 16i, chi thi, nghi 

qu7et vi cdc cuOc van dOng oh to chirc ding 
Vinh vien 

487 Ho so ve hoat dOno kiem tra, giim sat 20 nam 
488 Ho so danh gia, xep loai to chirc co so ding vi ding vien hang 

nam 
70 nam 

489 Ho so ding vien 70 nam 
490 S6 sack 

- 	SO clang k ,  ding vien 
- 	SO thu, chi ding phi 

20 nam 
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- 	S6 ghi bien ban... 
491 Cong van trao d6i v6 cong tic ding 10 nam 

23. Tail lqu dui to chirc Cling dohn co quan CO con 
dau 

rieng 
492 Tap van ban chi d4o, huang din dm to chirc COng doan cap tren D6n khi van 

ban 1161 
hi4i luc thi 

hanh 
493 Ho so d4i hOi cong doan co quan Vinh vien 
494 Chuang trinh, k6 ho4ch va bao cao cong tic cong doan 

- 	Nam va h6t nhi'm kSi 
- 	Quf, 06 thing 
- 	Thing 

Vinh vien 
10 nam 
05 nam 

495 H6 so ve thanh lap/sip nhap/giii the to chic ding doan Vinh vien 
496 H6 so ye cong nhan BCH cong doan Vinh vien 
497 H6 so v6 tip nhan va ban giao ding tic Cong doan 10 nam 
498 H6 so to chirc thuc hi'n chn truong, duimg 16i, chi thi, nghi 

quyet va cac cuOc van dOng cila to chirc cong doan 
Vinh vien 

499 HO so v6 hot dOng ki6m tra, giim sat 20 nam 
500 Ho sa hOi nghi cong chirc, vien chirc hang nam 20 nAm 
501 H6 so v6 to chirc va hot dOng cUa Thanh tra nhan dan 20 nam 
502 S6 sich 

- 	S6 clang 14 doan vien 
- 	SO thu chi cong doan phi 
- 	S6 ghi bien ban... 

20 nam 

503 Cong van trao d6i v6 cong tic cong doan 10 nam 
24. Thi Nu cda Doan Thanh nien co. quan CO con 

dau 
rieng 

504 Tap van ban chi d4o, Inrang din" dm t6 chirc Doan cap tren D6n khi van 
ban If6t 

h*luc thi 
Wanh 

505 H6 so dai hOi Doan thanh nien co quan Vinh vien 
506 Chuang trinh, ke ho4ch va bao cao cong tic doan thanh nien 

- 	Nam va het nh*n kS,  
- 	Qu, 06 thing 
- 	Thing 

Vinh vien 
10 nam 
05 nam 

507 HO so ye thanh lap Doan thanh nien Vinh vien 
508 H6 so v6 cong nhan BCH Doan Vinh vien 
509 H6 so v6 ti6p nhan va ban giao cong tic Doan 10 nam 
510 Ho so to chirc thuc hi@i chi' truong, &rang 161, chi thi, nghi 

qu764 va cac cuOc van dOng lan cila Doan thanh nien 
Vinh vier' 

511 H6 so ye hot dOng kiem tra, Om sat 20 nAm 
512 H6 so doan vien 70 nAm 
513 H6 so ye ding tic phat tri6n Dang 20 nam 
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514 S6 sack 
- 	S6 dang ki doin vien 
- 	S6 thu chi down phi 
- 	S6 ghi bien ban... 

20 nam 

515 Cong van trao doi v" cong tic doin thanh nien 10 nam 
25. Tai lieu cfia H6i cwu chien binh co' quan Co con 

dau 
rieng 

516 Tap van ban chi dao, huOng dAn cua HOi Ckru chi& binh D.& khi van 
bin ht-t 

hi:du hrc thi 
hanh 

517 H6 so dui hOi H6i Cuu chien binh Vinh vien 
518 Chuang trinh, kez  hoach va bdo cdo cong tic ciru chi& binh 

- 	Nam vi htt nhi'Om 14/ 
- 	Qu)",, 06 thing 
- 	Thing 

VTnh vien 
10 nam 
05 nam 

519 H6 so v'e thanh lap H6i VTnh vien 
520 H6 so ve cong nhan BCH H6i VTnh vien 
521 H6 so ve tip nhan vi bin giao cong tic H6i 10 nam 
522 H6 so to chirc thwc hin chn truong, duOng 16i, chi thi, nghi 

quy6t vi cdc cuOc van dOng lan dm HOi Op chien birth 
VTnh vien 

523 So such 
- 	S6 dang 14 hOi vien 
- 	SO thu chi hOi phi 
- 	S6 ghi bien ban... 

20 nam 

524 Cong van trao d6i v6' cong tic ciia HOi Cu chitn binh 10 nam 
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Phu lyc 9 
DANH MUC VAN BAN 

KHONG THIIC HIEN TREN MOI TRUONG MANG VA KHONG Se DUNG CHO KY SO 

TT Linh vtec Ten lo#i van ban va nhom n(ii dung van ban de cap Ghi chn 

1. Van ban mat cac cap dO 
Van ban mat do Tap doan va cac don vi ban hanh theo quy dinh 
dm EVN va Van ban mat theo quy dinh dm phap luat 

Theo quy dinh caa EVN va quy 
dinh dm phap luat. 

2  

Tai lieu giao dich vai ben 
ngoai (trix tru9ng hop co 
quan, to chirc, ca nhan ngoai 
Tap doan Dien 19c Qu6c gia 
Viet Nam chap nhan va c6 co 
soy ha thang Icy thuat de tiep 
nhan van ban dien dr, chit 14 
so) 

- Van ban giao dich vgi co quan, to chirc, ca nhan ngoai Tap 
doan Dien 19c Quoc gia Viet Nam; 

- Bao cao oh EVN, Don vi den cac co quan nha nu& co tham 
quyen theo quy dinh dm phap luat 

- Bien ban 14 ket giita EVN, Don vi vgi cac to chirc, ca nhan 
ngoai Tap doan Dien 19c Quoc gia Viet Nam.... 

De thuc hien giao dich bang van 
ban 14 so (giao dich dien tit) cac 
ben tham gia giao dich phai c6 ha 
tang ky thuat ttrang irng de tiep 
nhan van ban dien tit, chit k5r so va 
ltru tit van ban dien tir. 

3 

K5r ket, quan 1r, th9c hien 
Hop (long (Trig trugng hop co 
quan, to chirc, ca nhan ngoai 
Tap doan Dien 19c Qu6c gia 
Viet Nam chap nhan va c6 co 
sa ha tang ky thuat a tiep 
nhan van ban dien tir, chit 14 
so) 

- Cac Hop dong Kinh t6, thuong mai, tin dung, dich v9, lien 
doanh, lien ket 4 ket giita EVN, Don vi \Teri cac to chirc, ca nhan 
ngoai Tap doan Dien 19c Quoc gia Viet Nam 

- Bien ban thanh 157, Bien ban giao nhan va cac loai Bien ban 
khac k51 ket giita EVN, Don vi vai cac to chirc, ca nhan ngoai Tap 
doan Dien 19c Qu6c gia Viet Nam nham thuc hien Hop d6ng. 

Phap luat quy dinh: Cac ben tham 
gia c6 quyen th6a thuan sir citing 
phuong tien dien tir trong giao ket va 
thisc hien hop dOng. De sir dung 
cha.  Icf,  so trong viec 10 hpp db'ng 
phai duvc scr chap !hap  cua cac 
ben tham gia. 

4. Tai chinh ke town 

- H6i phieu, giay t6,  c6 gia: Co phieu, trai phieti,,k 	phieu, h6i 
phieu doi nor, hoi phieu nhan no, sec, quyen mua co phan, chimg ,• 
quyen, quyen chgn mua, quyen chon ban, hop dons tuong lai, 

von nhom chirng khoan hoc chi so chi:mg khoan, hop (tong g6p von 
dau ttr. 

- Cac chirng tir thanh, quyet town 

Teen co soy quy dinh dm phap luat 
;, 	,; 	, 	. 	giao dich dien 	, ve ke town, Lug 	dich 	tir 
, va hucm' g clan"' 	cilia cap c6 tham 

., 	, quyen, twig Were ap dung hinh 
thirc dien tit cho pha hgp 
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TT Linh vtrc Ten loaf van ban va nhom not dung van ban de cap Ghi chit 

5.  To chIrc, nhan sit Quyet dinh cir can)* nhan vien di cong tdc nuerc ngodi. Theo yeu cau dm cac ca quan cO 
thAm quyen khi lam cac thir tuc 
hanh chinh theo quy dinh dm phap 
luat. 

6.  Dau tit, xay dung, dau thau 
Cdc quyet dinh, Van ban phe duyet, chi dao lien quan den quart 1ST 

viec thuc hien Tau tu xay dung (lap du an dau tu, quail 1S,  thvc 
hien hopdong, thank quyet Wan...). 

Tren co so quy dinh dm phap luat 
„ 	7, n cu , 	Aa cap co , tham.; 

va hucmg dart 
 

quyen, tirng bulk ap dung hinh 
thirc dien tir cho phir hop. 

7.  An town Bien ban dieu tra, phan tich nguyen nhan cac sr co lem, nghiem 
trong ten he thong dien 

8.  K6 hoach 

Quyet dinh lien quan den giao ke hoach cho cac dcm vi; chit 
tnrang, Ice hoach lien ket lueri dien va mua ban dien veri cac nu& 

. A trong khu vvc; ke hoach san xuAt kinh doanh va dau tu phat tnen 
cilia EVN 

Tren co soy quy dinh dm phdp luat 
va huerng dan cita cap có tham 
quyen, tirng btrac dp dung hinh 
thirc dien tir cho phit hop. 

9.  Phdp the )"( kien phap 1Sr dOc lap; Hop deg tu van phdp IS,  

10.  
Khoa hoc Cong nghe va Moi Chuang trinh nghien dm khoa hoc, phat tnen, im g dung va 

chuyen giao cong nghe, bdo ve moi truarng, tieu chun hod, quart rt
tnrmg 

IS,  chat luting oh EVN 

. Tren co so quy dinh cila phap luat 
 7. 	, 
	cap co 	A 

v, 	 a hitting dan cua cap co tham 
quyen, tirng buov ap dung hinh 
thirc dien tir cho pha hop. 

11.  Quan 1Si dau tu vein HO so.  XDGTDN, phucmg an CPH va cac tai lieu lien quan 

Tren ca se quy dinh dm phap luat 
va hitting an dm cap co tham 
quyen, timg bit& ap citing hinh 
thirc dien tir cho phi' hop 

12.  Tai lieu khdc 
Cdc van ban thuOc dien ham the ding bO theo y kien dm Lath 
dao Tap dodn 
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Phu luc s6 10 
Vi du Au van ban din tif CY clang 1 (theo Diem a Khoan 4 Dieu 26). 

TAP DOAN 	CONG HOA XA HOI CHU NGHIA VIET NAM 
DIEN LliC VIET NAM 	 D(ic lap — Tv. do — Hvih pink 

97/QD-EVN 	 Ha N0i, ngay 25 tiding 01 nom 2017 

QUYET DINH 
Ve viec phe duyet Ke hoach cai each hanh chinh 

tai Ca quan Tap doan Dien luc Viet Nam nom 2017 

TONG GIAM DOC TAP DOAN DIN LVC VIET NAM 

Can cu Nghi dinh so 205/2013/ND-CP ngay 06 thong 12 nom 2013 cfia Chinh 
Dieu le to chfrc va hog dOng dm Tap doan Dien lkrc Viet Nam; 

Can cu Chuang trinh cai each hanh chinh cua Tap doan Dien lkrc QuOc gia Viet Nam 
giai doan 2016-2020 ban hanh kern theo Quyet dinh so 216/QD-EVN ngay 15/3/2016 cfia 
Tong Giam doc Tap doan Dien luc Viet Nam; 

Theo de nghi cfia Truth-1g ban Phap ch6 Tap doan Dien luc Viet Nam, 

QUYET DINH: 
Di&I 1. Phe duyet Ke hoach cai each hanh chinh caa Ca quan Tap doan Dien luc Viet 

Nam nom 2017(Phitt luc kern theo). 
Di&I 2. Giao Ban chi dao CCHC cua EVN gifip Ring Giam dOc EVN chi ciao, theo 

doi, don doe huang don va kFem tra viec thkrc hien cong,tac cai each hanh chinh tai Co quan 
EVN va cac don vi. Dinh ky boo coo rOng Giam do'c ket qua thkrc hien. 

Di&I 3. Thil tnrang cac don vi true thuOc, cac Cong ty con do EVN nom gift 100% 
von dieu,le, Nguoi dai dien theo fly quyen doi vai phan von cua EVN tai Cong ty con, Cong 
ty lien ket can cur Chuang trinh,cai each hanh chinh 	Tap doan Dien Luc Quoc gia Viet 
Nam giai doan 2016-2020 va Ke hoach cai each hanh chinh tai Ca quan EVN nom 2017 de 
xay dung va thkrc hien Ke hoach cai each hanh chinh dm don vi minh phu hop veri tinh hinh 
thkrc to cua don vi. 

Di&I 4. Quyet dinh nay có hieu luc ke tfr ngay ky. Cac Pho rOng Gam doc, Chanh 
Van phOng, Tnrang cac Ban cila Tap doan, Thu twang cac don vi truc thuOc, cac cong con 
do EVN nom gift 100% von dieu le,,NguCri dai dien theo fly quyen doi 	phan von cfla 
EVN tai Cong ty con, Cong ty 	ket va cac thanh vien Ban chi ciao CCHC cua EVN can 
cu Quyet dinh thi hanh./. 

Nal nh(in: 
- Nhu DiL 4 (de thkrc hien); 
- HDTV EVN (de boo coo); 
- Luu VT, VP, PC. 

TONG GIAM DOC 

 

D'Ong Hohng An 
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Phu luc s6 11 
Vi du mau van ban din tix ef d4ng 2 (theo Di&n b Khoan 4 DiL 26) 

KN'i b&i: Van thu'-Van phong 
Tap doan Din luc Vit Nam 
Email: Vanphongevn@evn.com.vn  
Thai gian {cc: 13/7/2017 13:06 

 

TAP ROAN 
DI$N LVC VIET NAM 

CONG HOA XA HQI CHU NGHIA VITT NAM 
134)c Kip - Tkr do - Hanh phtic 

 

S6: 3./WEVN-VT&CNTT+KH 

V/v giao nhiem vu xay dung he 
thong char Icjf so chuyen dung cua 
EVN. 

Ha Noi, ngay /15 thang 7 nam 2017 

Kinh 	- Trung tam Vign thong va C•5ng nghe thong tin. 

De thuc hien chucmg trinh ap dung char ky s6 vao cac img dung CNTT 
cua EVN cling nhu tiet kiem chi phi, nang cao hieu qua cong tact  Tap doan giao 
EVNICT thuc hien m6t s6 ding viec sau: 

1. Lap va trinh Tap doan ke hoach xay dung he th6ng cha ky s6 chuyen 
dung cua EVN (EVN CA): 

a/ De cung cap chit ky s6 n6i b6 trong EVN cho cac boat Ong ling 
dung CNTT phpc vu cac linh vuc dieu hanh san xuat, kinh doanh, 
quan tri doanh nghiep EVN nhu phan mem CMISS, kho do dem 
dien rang, E-office, phan mem quan 1y ky-  thuat, phan mem quan ly 
dau tu, xay dt.mg ca ban.... 

✓ D6i Wang sir dung: m9i CB-CNV trong toan EVN co phat sink nhu 
cau sir dung theo yeu cau cong viec. 

2. Lap va trinh Tap doan phuang an NIA du toan xay dung he th6ng EVN 
CA truck 15/08/2017) Trong do neu ro cac cong viec can thuc hien cua 
tat ca cac dan vj trong EVN. 

3. Hoan thanh xay dung he thOng EVN CA va dua vao van hanh truac 
01/01/2018. 
Yeu cau Trung tam Vin thong va C6ng nghe thong tin khan truang trien 

khai thuc hien ngay cac cong viec tren. 

Nai nhfin: 
- Nhu tren; 
- TGD Ding Hoang An (d4 b/c); 
- PTGD NO Son Hai (de p/h); 
- Luu: VT, VT&CNTT, KH. 

)J1 4v 

KT. TONG GIAM DOC 
GIAM HOC 
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Phu lttc so 12 

Vi du mau van ban an sir dung chit 14 din tir 	dira len VPDT) 

K,;,  bet Van thin-Van phong 
Tap doin Ditn IticVr0 Nam 
Email: Vanphongevn@evn.com.vn  
Thdi gian 	13/7/2017 13:06 

CONG DitN 

So: r 	/CD-TW hOi 12 giiY 00 ngay 11/7/2017 

BAN CHI DAO TRUING U'ONG VE PHONG CHONG TH1EN TAI 

'rip V..,:,11EN LUG kip' NAM 

au:.26.13 	 
aEN 

DIEN: 

Ong ty Thiiy din Tuyin Quang 

Chuye'rr 
gm' 00 ngay 11/7/2017, nit rc flack ho Tuyen Quang a cao trinh 

+107,26m, Itru Itrcrng c en ho 2.064 in3/s, luu lir4mg xa 1.234 m3/s. 

Thcrc hi4n quy trinh van hanh lien ho china tren ltru vt..rc sang H6ng, Ban 

Chi d4o Trung ;Jung ye phong, chemg thien tai lenh Giam d6c COng ty Thuy lien 

Tuyen 

- Ma 01 cira xa day vaoli 15 gia 00 ngay 11/7/2017. 

To ch(rc then doi chat che ltru krcmg, invc ntrac 6'n ho, kip thoi bao cao 

ye Ban Chi ciao Trung uang ve .Phong, ch&ig thien tai ya cac ca quail lien quan./. 

Nol nh(in: 
• rou- On: 
- B trur:mg Irtrang ban (d4 bk); 
- Thir truang Phti truong ban TT (de bit): 
- BO Cong Thtrong (de ph/`h chi duo); 
- Tap &an Evw 	ph/ti chi dao)): 

Trung tarn Dieu (10 din (Mc gia (de thong bao): 
- Ban Chi huy PCLB&TKCN cac tinh Tuyen Quang, Phii 
Tho, VIM Phuc (de thong bao): 

Trung tarn D%r bOo KTTVTW (&I thong bao): 
Ctic dcn vi to vOn tinh twin lieu hanh h6: 

- Luu VP. 
gEti Chinh 
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