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QUYETDINH
V~ vi~e ban hanh quy eh~ eo~g hie van thu, luu tru;
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GIAM DOC TRUNG TAM Y TE DV PHONG TiNH THUA THIEN HUE

Can cir thong tir 5112014/TT-BYT ngay 29112/2014 cua BQ Y t~ v~ viec quy
dinh chirc nang nhiern vu cua Trung tam Y t~ Du phong tinh /thanh ph6 true thuo,
Trung uong

Can cir Quyet dinh s6: 1130IQD-SYT ngay 07 thang 4 nam 2015 cua So Y l~
tinh Thua Thien Hue v~ viec quy dinh chirc nang, nhiern vu, quyen han va co ~IU

t6 chirc cua Trung Him Y t~ du phong;
Can cir cuoc hQP can bQ chu chot ngay 22 thang 02 nam 20 16 tai Trung Lam

Y t~ Du phong v~ viec xay dung quy che cong tac van thu, hru trCi'cua don vi;

Xet d~ ngh] cua ong Truong phong T6 chirc hanh chinh,

QUYETDJNH:

Di~u 1. Ban hanh kern theo Quyet dinh nay Qui che cong tac van thu, hru tru
cua Trung tam Y t~ Du phong tinh Thira Thien Hu~.

Di~u 2. Quyet dinh nay co hieu luc thi hanh k~ tir ngay ky. Va thay the qu) jt
dinh s6 47 ngay 08/8/2014 cua Giam d6c Trung tam Y t~ Du phong tinh lhua
Thien Hu~ v~ viec ban hanh Quy ch~ cong tac van thir, luu trir

Di~u 3. Cac Ong (ba) Ban Giarn doc, Truong Khoa/Phong va can be) \'iL'n
chirc cua don vi chiu trach nhiern thi hanh quyet dinh nay.',

Noi nhiin:
- Nhu Di~u 3;
- Luu: VT, TC.
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QUYCHE
V€ cong tac van thu, luu trfr

Trung Him Y t~ Du phong tinh Thira Thien Hu~
, 1

(Ban hanh kem theo Quyet dinh s6: 08 /QD-YTDP ngay 22 thong 02 nom 2016
cua Giam d6c Trung tam Y td Du phong)

Chuong I
QUY DlNH CHUNG

Di€u 1. Pharn vi va d5i tuoug di€u chinh
1. Pham vi ap dung: Quy ch~ nay ap dung cong tac quan Iy va hoat dong van

thu, luu tru tai Trung Him Y t~ DV phong tinh thuoc So Y t~.
2. 86i tuong diSu chinh:
Cong tac van thu bao gorn cac cong viec vS soan thao, ban hanh van ban;

quan Iy van ban den, van ban di, tai lieu khac hinh thanh trong qua trinh heat dong
cua don vi, l~p h6 sa hien hanh va luu trfr h6 sa; quan ly va sir dung con d~u.

Di€u 2. Trach nhiem quan Iy, thuc hi~n cong tac van thtr, luu trfr
1. Giarn d6c chiu trach nhiem chung vS quan Iy va heat dong cua cong t:'IC

van thu, luu tnr tai Trung tam.
2. Truong phong T6 chirc - Hanh chinh giup Giarn doc true tiep quan Iy,

ki~m tra va giam sat viec thuc hien cong tac van thu, hru trir tai don vi. 86ng tho'i
t6 chirc huang d§n nghiep V\1vS cong tac van thu, hru trir cho cac phong C!1U)'l'!l

mon thuoc Trung tam.
3. Truong cac phong chuyen mon thuoc Trung tam thuc hien cac qU) di: h

tai Quy che, dong thai tri~n khai cho can bo, vien chirc thuoc phong minh quan ly
4. Toan th~ vien chuc thuoc Trung tam co trach nhiern tuan thu dung thco

cac quy dinh tai Quy ch~.

Di€u 3. Nhiern vu ciia van thu, liru trfr co quan

a) Ti~p nhan, dang ky van ban den;
b) Trinh, chuyen giao van ban d~n cho cac don vi, ca nhan sau khi co )' k icn

cua nguoi co th~m quyen;
c) Giup Truong phong TC-HC theo doi, don doc viec giai quyet van ban den;
d) Ti~p nhan cac du thao van ban trinh nguoi co th~m quyen xem xet; du) ('t,

ky ban hanh;
d) KiSm tra thS thirc, hinh thirc va k9 thuat trinh bay; ghi s6 va ngay, thnng:

dong d~u mire dQ khan, mat;
e) Dang ky, lam thu t\1Cphat hanh, chuyen phat va then doi viec chuyen ph.it

van ban di;
g) S~p xep, bao quan va phuc V\1viec tra ciru, suodung ban hru;



h) Quan ly s6 sach va co so dir lieu dang ky, quan ly van ban; lam thu t~IC

cap gi§y gioi thieu, giay di duong ... cho can bo, vien chirc;
i) Bao quan, SLr dung con d§u cua Trung Him va cac 10<;1icon d§u khac ells

don vi.
Di~u 4. Can b{) van thu
Can bQ van thu la nguoi duoc dao t<;10v~ van thir, luu trir, duoc phan cong

thirc hien o§y OUchirc nang nhiern vu cua minh. B6 tri mot can be van thu chuyen
trach va mot can bQ phu trach van thir kiem nhiem.

Di~u 5. Kinh phi cho hoat d{)ng van thu, hru trir
Kinh phi cho heat dong van thu, luu trir duoc du tru trong du toan ngan sach

hang narn cua Trung tam.

Di~u 6. Bao v~ bi m~t Nha mnrc trong cong tac van thir, hru tru'
1. M9i hoat dong nghiep vu v~ van thu, luu trfi' cua Trung tam thuc hi¢n thco

quy dinh cua phap luat hien hanh v~ bao v¢ bi mat cua Nha nuoc, cua BQ Cong an.
BQ NQi vu va quy dinh tai Quy chS nay.

2. Truong phong T6 chirc - hanh chinh c6 trach nhiern quan ly van ban
"M~t". Cong chirc, vien chirc thuc hien cong tac van thu, luu trfr c6 nhiem vu baa
v¢ bi m?t ca quan, bi m?t ha nuoc theo lu?t dinh.

Chuong II
CONG TAc vA THU

Muc 1
SO~N THAO, BAN HANH VAN BAN

Di~u 7. Hinh thirc van ban va ky thu~t trinh bay van ban
Cac 10<;1ivan ban hanh chinh cua Trung tam ban hanh duoc thuc hien dung

theo quy dinh tai Thong tu lien tich s6 01120 111TT-BNV ngay 19 thang 01 11[1111

2011 cua BQ NQi vu huang d~n thS thirc va ky thuat trinh bay van ban hanh chinh.

Di~u 8. Soan thao van ban
Can bQ duoc giao thu ly, giai quyet h6 sa true tiep soan thao van ban hanh

chinh thong thuong thuoc pham vi chirc nang, nhiem vu cua khoa/phong; chiu trach
nhiern v~ noi dung, thS thirc van ban. Truong cac khoa/phong sau khi xem xet. dicu
chinh, duyet nQi dung va ky nhay ngay cuoi dong noi dung cua van ban, d6i \ t)'i
van ban quan trong phai ky nhay a cu6i m6i trang.

Di~u 9. Duyet ban thao, sira chira, b6 sung ban thao da duyet
1. Ban thao van ban duoc phan cong duyet theo quy trinh:
Sau khi ca nhan soan thao, trinh Truong khoa/phong co y kiSn sua chuu, l '

sung va thong nh~t thi Truong phong trinh ky Giam doc (hoac Ph6 giam o6c troug
truong hop Giarn d6c di cong tac). Truce khi ban hanh van ban, Truong phong OJ 6
chirc - Hanh chinh hoac can bQ phu trach van thu ra scat lai l§n cuoi v~ thS thuc \ '-1
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nQi dung van ban, neu phat hien sai sot thi as nghi khoa/phong co ca nhan soan
thao sua chfra va trinh ky lai),

Di~u 10. Danh may, nhan ban
1. Viec soan thao van ban thong thuong do can bQ ducc giao giai quyet cong

viec thuc hien. Truong hop van ban cua lanh dao duoc du thao bang ban viSt tay \'3
ducc giao cho bQ phan van thu danh may, thi viec danh may van ban phai dung
nguyen van ban thao, dung thS thirc va k5' thuat trinh bay van ban. Truong hop ph at
hien co sai sot hoac khong r5 rang trong ban thao thi nguoi danh may phai hoi lai
ca nhan soan thao hoac nguoi duyet ban thao do.

2. Nhan ban dung s6 luong quy dinh phat hanh:
a) S6 hrong van ban nhan ban dS phat hanh duoc xac dinh tren co sa s6

luorig tai nai nhan van ban; neu gui den nhiSu noi ma trong van ban khong Ii~t l.e
du danh sach thi bQ phan soan thao phai co phu luc noi nhan kern theo dS luu a v.,n
thir:,

b) Nai nhan phai duoc xac dinh cu thS trong van ban tren nguyen t~c van b.,n
chi giri dSn ca quan, don vi co chtrc nang, th~m quyen giai quyet, t6 chirc thuc
hien, pho! hop thuc hien, giarn sat, kiSm tra lien quan den noi dung van ban; khong
giri vuot cap, khong giri nhiSu ban cho mot d6i tuong, khong gui dSn cac 06i tuong
khac khong thuoc pharn vi dieu chinh va lien quan den noi dung cua van ban.

3. Giir gin bi mat noi dung van ban va thuc hien danh may, nhan ban thco
dung thai gian quy dinh.

4. Viec nhan ban van ban mat do lanh dao Trung tam quyet dinh va duoc
thuc hien theo cac quy dinh vS bao v~ bi mat Nha nuoc.

Di~u 11. Ki~m tra van ban trtnrc khi ky ban hanh
1. Ca nhan soan thao van ban phai kiSm tra va chiu trach nhiem vS do chmh

xac cua noi dung van ban, dS xuat mire dQ khan, d6i chieu quy dinh cua phap luat
vS bao ve bi mat Nha mroc xac dinh vice dong d~u mat, d6i tuong nhan van ban.
trinh nguoi kY van ban quyet dinh.

2. Truong phong T6 chirc-hanh chinh hoac can bQ phu trach van thu duoc u.
quyen la nguoi duoc giao trach nhiem giup lanh dao Trung tam quan Iy cong tac
van thu, co trach nhiern kiSm tra va chiu trach nhiern vS hinh thirc, thS thirc, ky
thuat trinh bay va thu tuc ban hanh van ban.

Di~u 12. Ky van ban
Th~m quyen ky van ban duoc sir dung con d~u cua Trung tam gom co:
- Giam d6c;
- Pho Giam d6c duoc giarn doc phan cong ky thay, se ghi ky thay (KT.

GIAMDOC);
- Truong phong T6 chirc-hanh chinh duoc Giam d6c giao ky mot s6 van ball.

khi do th~m quyen ky se ghi thira lenh (TL. GIAM DOC);

.;
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- Truong cac khoa/phong ducc Giarn doc giao ky mot s6 van ban, khi 10
thc1mquyen ky se ghi thira uy quyen (TUQ. clAM DOC);

Cac truong hop ky thay, ky thira lenh va kythua uy quyen, se duoc Giam do
quy dinh bang van ban cu th~ rieng.

Di~u 13. Ban sao van ban
1. Cac hinh thirc ban san diroc quy dinh tai Quy ch~ nay gem ban san y ban

chinh, ban trich san va ban san luc.
2. Th~ thirc ban san duoc quy dinh nhu sau:
Hinh thirc san: Sao y ban chinh hoac trich sao, hoac san I\.lC;ten co quan, l<.~

chirc san van ban; s6, ky hieu ban sao; dia danh va ngay, thang, nam sao; chuc \ ~I.

ho ten va chir ky cua nguoi co th~m quyen; dau cua co quan, t6 ChLl'Csan van ban;
noi nhan.

3. Ban san y ban chinh, ban trich san va ban san Iuc duoc thuc hien thco
dung quy djnh tai Quy che nay co gia tri phap Iy nhu ban chinh.

4. Ban san chup (photocopy ca d~u va chir ky cua van ban chinh) k hC)l.g
duoc thuc hien theo dung th~ thirc quy dinh tai khoan 2 cua 8iSu nay, chi co gi{l ll'!
thong tin, tham khao.

Mt.Ic2
QUA. LYVA.NBA.

Di~u 14. Trinh tt}' quan Iy van ban d~n
T~t ca van ban, k~ ca don, thir do ca nhan giri d~n co quan (sau da) go:

chung la van ban den) phai duoc quan Iy theo trinh tv sau:
1. Ti~p nhan, dang ky van ban den;
2. Trinh, chuyen giao van ban den;
3. Giai quyet va then doi, don doc viec giai quyet van ban den.

Di~u 15. Ti~p nhan, dang ky van ban d~n
1. T~t ca van ban d~n tai Trung Him dSu phai duoc quan Iy tap trung, thong nh~1t

tai van thu cua ca quan (tnr truong hop co quy dinh khac). T~t ca cac loai van ban (I 0
ca ban Fax, van ban duoc chuyen qua mang va van ban mat), don, thu gui den co quun
duoc goi chung la van ban den.

2. Van ban den chuyen phat qua may Fax hoac qua mang, can bQ van thu CLIl,g
phai ki~m tra vS s6 luong van ban, s6 IUQ'ngtrang cua m6i van ban ...; tnrong hop ph.u
hien co sai sot, phai kip thai thong bao cho noi gU'i hoac bao cao nguoi duoc gi~,o
trach nhiem xem xet, giai quyet, d6i voi ban chuyen phat qua may Fax (Ioai gi~)
nhiet) thi can chup lai truce khi dong d~u "8~n"; van ban d~n chuyen phat qua mSlllS.
trong twang hop c~n thi~t co th~ in ra va lam thu tuc dong d~u "8~n". 8@n khi nhan
duoc ban chinh cua ban Fax hoac van ban chuyen qua mang, can bo van thu ciing ph,u
dong dau "8~n", ghi s6 va ngay den (s6 den va ngay d~n la s6 tlur tv va ngay, than r.

nam dang ky ban Fax, van ban chuyen qua mang) va chuyen cho don vi hoac ca nh..n
da nhan ban Fax, van ban chuyen qua mang.



3. Nhirng van ban do cac vien chirc di h9P mang v~ hoac nhan true tiep ph.u
duoc dang ky tai van thu tnroc khi xir ly theo guy dinh. Nhirng van ban d~n kho: .g
duoc dang ky tai van thu, cac phong, ca nhan khong co trach nhiern giai quyet.

4. Van ban d~n thuoc ngay nao phai duoc dang ky, phat hanh hoac chuyen gi"o
trong ngay, cham nhat la trong ngay lam viec tiep theo.

5. Cac bi van ban d@ncan bQ van thu khong boc: bao gorn cac bi Vall ban gLri
dich danh nguoi nhan, duoc chuyen tiep cho noi nhan. 86i voi nhirng bi van ban gU'j

dich danh nguoi nhan, neu la van ban lien quan d~n cong viec chung cua co quan, l6
clnrc thi ca nhan nhan van ban co trach nhiem chuyen cho van thu d~ dang ky. 86i voi
bi thu gui cac t6 chirc: Cong dean, Dean Thanh nien ...phai qua van thu dang k)' \ a
trinh lanh dao phe duyet.

6. 86i voi nhirng bi thu co ky hi~u m~t, t&i m~t, tuy~t m~t hoac co ghi "c l I
nguoi co ten mo'i duo'c boc bi", van thu chi dang ky va chuyen d~n nguoi nhan
hoac nguoi co trach nhiem xu IY. Sau khi xir Iy xong, cac van ban tren phai chuycn
cho Truo-ng phong T6 chirc - Hanh chinh, hoac nguoi duoc giao trach nhiem quan
ly theo che dQ bao quan tai lieu mat.

7. Van ban kh~n den ngoai gio lam viec, ngay l~, ngay nghi, bao v~ cO' qur.n
co trach nhiern ky nhan va bao cao ngay voi lanh dao don vi hoac Truong pho: g
T6 chirc - Hanh chinh d~ XLI' ly.

8. Khi tiep nhan van ban den van thu phai kiem tra v~ s6 luong, tinh trang bi.
noi nhan, d~u niern phong (neu co) dac biet luu Y d6i voi nhirng bi thu co dQ kh811,
mat, Van ban d~n bi thieu, rach, bi boc, hoac van ban ben trong khong dung \'ai <:--6

ghi ngoai bi, noi nhan, van ban hoa t6c hen gio rna chuyen den muon hon thai gian
ghi 0- ngoai bi hoac truong hop phat hien sai sot, van thu phai kip thoi thong bao
cho noi giri hoac bac cao nguoi duoc giao trach nhiern xem xet giai quyet, neu can
thiSt phai I~p bien ban co chfr ky xac nhan cua nguoi dua van ban den.

9. Van ban dSn duoc dang ky VaG s6 dang ky van ban dSn hoac co so du lieu
van ban den tren may vi tinh (neu co).

Di~u 16. Trinh, chuyen giao van ban d~n
1. T~t ca cac loai van ban den sau khi dang ky vao s6 van ban den, V811thu

phai trinh lanh dao xem xet, duyet va chuyen d~n nguoi gia: quyet.
2. 86i voi loai van ban d~n co yeu cau giai quyet cong viec khan, duoc

chuyen ngay den Giam d6c hoac nguoi phu trach linh Vl!C d~ xu ly (neu Giam clue
vang mat), sau do chuyen lai van thu d~ duoc dang ky.

3. Can cu vao y kien chi dao giai quyet, van thu vao s6 hoac co so dir Iicu
van ban dSn tren may vi tinh, chuyen tiep theo y ki~n chi dao hoac luu tai van thu.

4. Viec chuyen giao van ban phai dam bao cac yeu c~u v~ tinh chinh xac. g;Cr
gin bi m~t noi dung van ban va phai duoc ghi nhan VaG chuong trinh qU311Iy van
ban va h6 so cong viec cua don vi (hoac VaG s6 chuyen giao van ban).

Di~u 17. Giai quyet va theo d6i, don d&c vi~c giai quy~t van ban d~n
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1. Giam d6c co trach nhiem chi dao giai quyet kip thai van ban den. Pho
giam d6c duoc Giam doc phan cong true tiep chi dao giai quyet cac van ban dt'n
thuoc cac Iinh VlJC duoc phan cong phu trach,

2. Can cir noi dung van ban dSn, Giam doc, Pho Giam doc giao cho cac
phong chuyen men hoac ca nhan giai quyet, Truong cac phong chuyen mon phan
cong cho can be?, cong chirc cua phong minh nghien ciru, giai quyet van ban cI{n
theo thai han duoc phap luat quy dinh hoac theo quy dinh cua co quan.

3. Trang cong tac xu Iy van ban den, Giam d6c giao cho Truong phong T( '.
HC chju trach nhiern thuc hien nhirng cong viec sau:

a) Xem xet toan be?van ban dSn va chuyen dSn Giarn d6c d~ xem xet va phan
cong thuc hien.

b) Phan van ban den cho cac phong chuyen men, ca nhan giai quyet theo y
ki~n cua Giam d6c hoac Pho giarn d6c;

c) Theo doi, don d6c viec giai quyet van ban dSn.
4. Truong hop van ban dSn khong co yeu c~u vS thai han tra loi thi thai han

giai quyet khong qua 15 ngay lam vice.

Di~u 18. Trinh t\l' quan Iy van ban di
Tit ca van ban di cua Trung tam phat hanh phai duoc quan Iy tap trung, lh611g

nh~t tai van thu cua co quan theo trinh tv sau:
1. Ki~m tra th~ thuc, hinh thirc va ky thuat trinh bay; ghi s6, ky hieu va ngav,

thang, nam cua van ban;
2. Dong diu co quan va diu rmrc de?khan, mat (neu co);
3. Dang ky van ban di;
4. Lam thu tuc, chuyen phat va theo doi viec chuyen phat van ban di;
5. Luu van ban di.

Di~u 19. Chuyen phat van ban di
1. Van ban di phai duoc hoan thanh thu tuc van thu va chuyen phat ngay

trong ngay van ban do duoc ky, cham nhit 121 trong ngay lam viec tiep theo.
2. Van ban di co th~ duoc chuyen cho noi nhan bang Fax hoac chuyen qua

mang d~ thong tin nhanh. Sau do, chuyen ban chinh thirc dSn noi nhan.

Di~u 20. Luu van ban di
1. M6i van ban di duoc luu hai ban: Ban goc luu tai van thu co quan, duo

sap xep theo thir t1,Jdang ky, mot ban chinh luu trong h6 so giai quyet cong viec \ a
duoc chuyen giao cho be?phan luu trir theo thai han quy dinh.

2. Van ban di co che de?mat duoc luu tai van thu theo chS de?bao v~ bi mat
Nha nuoc, duoc sap xep theo s6 thir tv va bao quan trong cap, hop. TUY¢l dl\i
khong duoc mang ra khoi co quan, truong hop c~n khai thac sir dung phai duoc su
dong y cua Lanh dao.

3. Ban luu nhung van ban quan trong cua Trung tam phai duoc in bang giflY
t6t, co de?pH trung tinh va duoc in bang muc bSn mau.



Ml,lc 3
QUAN LYVA sir Dl)NG CON DAu TRONG CONG TAC VAN THU'

Di~u 22. Quan Iy va Sll' dung con dfiu
1. Truong phong TC-HC giup Giam d6c quan Iy va sir dung con diu cua

Trung Him theo dung quy dinh hien hanh.
2. Can bQ van thu duoc giao nhiern vu giu' va SLl' dung con diu CL13 don \'i \ a

cac loai diu khac (neu co) theo dung quy dinh.
3. Can bQ van thu duoc phan cong dong diu, khong duoc mang diu ra khoi

khu V\TC dong diu khi khong co sir chi dao cua Giam d6c.
4. Khong duoc tv y giao con diu cho nguoi khac sir dung khi khong co chi

dao cua Giam doc bang van ban.

Di~u 23. Dong dfiu
1. Tuyet d6i khong duoc dong diu khong chi.
2. Khong dong diu d6i voi cac van ban ky vuot tham quyen, thi~u chir KY

nhay cua phong chuyen mon soan thao van ban, cac ban sao co chir ky khong 1'0
rang, lern lu6c.

3. DAu duoc dong trurn len 1/3 chir ky v~ ben trai.
4. Dong dau giap lai len cac ban hop dong, bien bin, du toan co nhieu trang
5. D6i v6i cac tai lieu bi mat Nha nuoc, tuy theo mire dQ mat phai dong dau

dQ mat: Tuyet mat, T6i mat, Mat.

Chuo'ng IV
TO CHUC THVC HI~N

Di~u 24. Khen thuong va Xli' ly vi pharn
1. Viec thuc hien cac noi dung cua Quy ch~ nay 121 mot trong nhirng ticu cui

d~ binh xet thi dua, khen thuong d6i v6i tap th~ cac phong chuyen men va ca nhf n
cong chirc, vien chuc; 121 co so danh gia, nhan xet, phan loai cong chuc, vier: chu
va xem xet nang bac 1uong , nang ngach cong chuc, vien chirc.

2. Vien chirc vi pharn cac quy dinh tai Quy che nay thi tuy theo tinh chat.
rmrc dQ vi pham phai chiu cac hinh thirc ky luat theo quy dinh cua phap luat.

3. Truong hop cong chirc, vien chirc vi pham cac quy dinh tai Quy che nit)
ma gay thiet hai vat chat cho co quan phai b6i thuong thiet hai theo quy dinh CL.a

phap luat hien hanh.

Di~u 25. Tc3 clurc thuc hien
1. Truong phong T6 'chuc' - hanh chinh, Truong cac phong chuyen man c6

trach nhiern pho bien, tri~n khai thuc hien Quy ch~ nay den toan th~ can bo, \ ien
chirc trong pham vi quan IY.
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2. Phong T6 chirc - hanh chinh co trach nhiern don d6c, theo do: viec thuc
hien.

3. Trang qua trinh thirc hien, n~u phat sinh vuong mac, c~n di~u chinh, b6
sung, Truong phong TC-HC kip thai d~ xuat lanh dao Trung tam dieu chmh, sia
d6i, b6 sung Quy ch~ nay cho phu hop tinh hinh thirc t~./.

GIA.M DOC


