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Chuong I
QUY EINH CI-IUNG

Didu 1. Ph4nr vi vir tl6i tu.o,ng tlidu chinh
l. Pham vi tlidu chinh

Qu) che nr) qLry dinh I c quy ldn]l ve tr6ch nhi€m cua cdc don vi, cd nhAn

lrong\'ec iep nlrdn. clrrren piao. ',. lii rar [;n. llrorg lir den: soet.rhao.3opr
ki6n, trinh k1;, kf, phat hdnh. qurin lyi vtu b6n cira Vi6u I{.roa hoc LAm nghi6p
Vi€t Nam (sau day goi chung 1d Vi€n) vir cira c6c clon vi rruc tl.iu6c Vi€n.

2. Diii tuong 5p dgng

Quy che lay dp duL,rg doi vo"i c6c Ban; Vi€n vi Trung tAm thu6c Vidn (sau

diygoichung1dc6cdonr'itrt-Lcthu6cVi€n);cinb6,c6ngchirc,rierlchitcla
ngudi lao cl6ng (sau dAy goi chung ld CBVC) cua c6c don vi t1.ru6c Vidn. :.

Diiu l. Ciii rhich rir ngi

llor.dVUy Cne .,r\. CdL l.t ttglrOUJ| Od) O[lfC t]e.. n ]lt s,lu:

l. "V6n bdn d€n" lii todn b6 I nn br,ln, bao gorn ca rij lieu, dor, thu, ... giri
den VreLr. linh dao vi chul6n I idn cric clo.n vi truc thu6c Vi6n lheo dudng buu
dren. lJ\- gut ltuc trep. grr. q . rhu d etr ru

2. "Vin bin di" ld c6c vdn bin, bao gdm ci tii 1i6u, thu ...do Vi€n, cric don
vi truc thu6c Vi0n ban hdrh.

3. "Vdn thu Vi€n" ld b6 phin hoic ci dr6n 1dm c6ng t6c vdn thu cia Vi6n
do Ban T6 chric, Hdni chinl.r qutir.r 11i.

4. "Vdn thu dor.r vi" ld b6 phAn hoirc cd nbAn liun c6ng t6c viin thu hodc
ki6nr lihi6nr c6ng t6c vdn tlru cira do.n vi.



6. "H6 scr c6ng vi6c" li rn6t tip vin biLn, tdi liOu c6 li€r quan roi r .rau r,e

ndt van dd, m6t su vi6c, n6r cl6i tu orrg cq the duo-c hrnh tLranh trong qud trinh
theo d6i, giai quy6t 

"6ng 
vj6c thu6c plram vi chirc nir.rg, nhi€n.r vu cua don vi l(c

tir khi sLr vi6c bit dAu d6n l<ii k€t thirc.

Didu 3. Nguy0n tic vi tiep nhin, chulirr giro, xri lj, ph:it hinh, qu6n

l;i viin bin

l. Tdt ca vdn ban di, r,iur bar clel crLr Vi.;n, don rihrrc thu6c Vldn, tr-i'

lruung lop plr;ip lurtcL, clr) ili r lJ.ic. derrphri clr.,c.1rrrrr l1 rr-p lrurrg. thong

nhat hr \ in ltru Vien, r an thu dur vi (sau rlAy goi rdt ld vin thu) theo quy rlinh vd

c6ng t6c vdn thu. Nhiir.ig vin bhl d[n ldrc,ng duoc dang Jq tai \:n thu, c6c c6

nli6n, don vi kh6ng c6 tlach nhi0m gidi quy6t.

2. Vin bin di, r'in bin d6n ru6c ngiry ndo phrii cluirc ding ir!, ph/it hirni
,:hoac chur'arl giao trorlg ng"r1, ehim nhdt ld trong ngdy ldtrl I'i€c ti6p theo. Vin

b6n d6n c6 d6ng tlAu c16 khin: "Hoh tilc" (1<i! ci "I-Ioi ti5c" hen gid), "Thuong
l(han \ a "l(l.ran ' (sau dcy goi chung ld vtu bdn khfu) phii cluo-c ddng k!, trinh
vir c1.ruyOn giao ngay sar-r khi nhin duoc. \ an bdn kJran gui di cln duoc hodn

thdfi thu tuc phit hd.nh vd chr-Ly€n ph6t ngay sau khi vin bin duo-c 1<y.

3. Vin brin, tii li6u narg bi rnnr r ra nuoc isaLr da1 goi tat Ja vin bdn ndt)
duoc d6ng i<y, qudn l! tl.reo quv dinir cua ph6p luat hidn hinh vd bao v6 bi mat
nl.r.i nu6c vd hu6ng din cu th€ \,0 c6ng tdc vdn thu.

Chu o ng 1[

TIEP NI{AN, CII UYEN GIAO YA XtT Ii VAN I]AN OEN

Diiu a. Ti6p nhin. darrg Lj rin ban din
l. Ti6p nhin viu bin d6u

rtV, n thrr \ ierr (o tiac . rlrier r Liil'rrhartar ca crc var ban dirr cua \ ien,

thu, tdi li6u gili Ldnh dao Vi€n r,d ci nh6n thuirc Vdn phdng Vi€n.

Nhilng vin bdn d6n gui c/ic Ban, c6 nhAn lruc rudc Vi0n theo dia chi vin
phdng Vidn (xd Ddng Ngac - huy6n Til Li€m - IId N6i), vnn thu Vi€n r io so theo

ddi ri€rg (n6u th6y cdn thi6t).

b) Vdn thu don vi c6 trich nhj.;rn liLrr thu tuc tiep nhin tat cd c6c vdn ban
d6n cria dor vi.
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c) CBVC truc ti€p nhAn vin ban gui Vi€n, ldnh dao Vi6n hodc gui don vi,
c6 nh6n nhulg c6 li6n quan dOn cdng iiec cur Vien, dor vi, diu plrdi chr-rydn cho
v[n thu Vi0n ho{c vin thu dcrn vi d€ ldm thir tuc ti6p nhin, dnng kj'.

d) D6i vali c6c vdn ban d6n ngoAi gid trirnh chinh, Blio v6 co- quan c6 b.6ch

rhi6m lim thri tuc tiilp nhAn; I'in ban c6 ddu ,,hoa t6c,,, ,,thu<rng hhan', .'kliri.,
nhdn vi6n bAo v€ phii ghi lai sO vtu bAn tr0n bi, t€n co quan grli vd bdo c6o ngay
ldnh dao Ban T6 chric, I'{dnh chinh xu ly. C6c vEn brin cdn lai, bdn giao sho van
lfu \'.lo dJu gto al,g nga l_n. ' ec horn sau.

2. Phin logi so'b6, b6c bi vin bin tl6n

Vi6c ph6n loai so b6, b6c bi vin ban d6n duoc thuc hien theo quy dinh cria
Cuc Vin thu vd Luu trii nhd nrLoc v0 hu6ng dhn quan lyi vdn brin di, \ an ban den.

3. D6ng diu cl6n, ghi sii vn ngdy tl6n
n .,: ,tDorg dau den, ghi sd r a ngdy thring d€n cira vin bfu (bao adm ci vin brin

chrlcn bing iax. rhu cliin rur rlreoqrrl d irrlr.

4. Ding kj'vin biin tl0n

a) LAp sd vdn bain d6n

- C,in cu so luolrg \ dl b.rn cl€n hdng n6m, LEnh dao Ban T6 chrlc, I{dnl
chinh quy tlinh vi6c ldp cric loai sd dang hy vin bar rlen theo quy dinh ciia 86
Noi r u , e huong din quarr 11 rir ban di, rirrban den.

- MAu cric loai s6 ding hy vdn bdn d6n thuc hi6n theo mAu quy <linh cira
B6 NOi vu.

b) Dnng ky vin ban d5n

- Vdn ban d6n phii cluo.c r16ng kli ngay trong ngdy ti6p nhAn. Neu r ar ban
tlen rao c roi brroi clticrr. co rlr. lin thL lJc o;-g k1 rao.ang ngav larn riec r,cp
thco trrr rruong hop vrirr bdn den .o glri oo lthan.

- DAng Ly viin bdn d6n bang so A6i voi cdc loai van ban theo quy dinh
duo-c thuc hi6n theo hu6ng din cria Cuc Vin tl.ru vd Lnu tr.ii nhd r.ru6c.

Didu 5. Trinh xi lli vir chuy6n giao vin bin rl6n

l. Trinh Linh deo Vi6rr rd. li r:tn binddncua Viin

Sau ktri ddng ky, vin ban d6n phii duoc trinh Linl.r dao Vi€n rgay trong
ngdy ddng \i. Van bin d6n duo-c ding k1i vdo cu6i bu6i chiiu, c6 th6 rrinh vdo
sdng ngjl ljm r iec r.ep rhco tr r truotg \op r an ban cin co ghi do l<tran.



Linl.r dao Vi6n xen x6l viL cho j ki6n chuy6n vbn bAn d0 xir 1y.

2, Chrrlcn giro r:in barr tlin cho cic do rr vi

a) Vin thu don vi c6 tr-6ch nhi.;rn thqn varn ban den cua tlor vi tai vAn thu
Vran mor ngay ir nhat I ldn vao dau gid bu6i s6ng vd d6u gid bu6i chi6u; D6i vo'i

vin bin cAn xir lf gdp, vdn thu \ idu co trach nhiem thong bio dc CBVC hoic
val) tnu don vt den nhaD nga\.

b) Vi6c chuy6n giao vdn bdn phai duoc tl.ruc hi6n dring quy dinh nghidp
vu; grao nhiur truc tiep giir van thr-r Vi€n vir vdn thu dor.r vi. Ngudi nhin vdn bdn

phar krerD tra \ in ban, doi cbicu gita s0 ghi vd vin bhn, k1i nhin valo 56 chuydn
giao vir.r bdn.

3. \ri ly r in brrr r1i dtr'rr r i

d) \ in ban derr cua Vier ;-i dor. r i

- Trinh Linh ciao don vi d6 ghi )i kiiin xu ly. Sau hhi Ldnh dao do,n vi xu
ly, van lhu don r J chuyen giro uho cdc dol vi truc thu6c hoic cd nli6n duoc giao
giii quyilt.

- Nhilng \ in ban gieo r :ram dia chi hoEc kh6ng thu6c trdch nhi€n gi6i
qu)el .Lr don \i phai duoc cl,r\er lai nga, cho v.irrrlru \ ie.de kip tho cl-ulen
dung dra chi, khong chul en truc ti0p tiL don vi, c6 nhdn niry qua don vi, c6 nhAn

l<hdc

,; ,b) Vdn brn den do clon I i nhAn truc ti€p: sau ldri dd dang bi, van thu don
vr trulr l;nh dao ghi j lden xu lj, chuydn giao cho cd.c do.n vi truc thu6c ho6c cii
nnan oLroc gtao gtat qu) et.

Di0u 6. Thdi han tri ldi vin bin il6n

1 D6i v6i c:ic vin bin tr.inh Linh clao Vi6n kj
Cric don vi chi t c6 trach nii€m trinh LAnh dao Vi€n ky vin bar:

- t(hong qui 4 ngai lim vi6c d6i r,6i nh0lg vin bdn th6ng thudng, hd tt
khi nhlln duo'c van bin d€n;

,^ -;. ,. , -- Kiongqua E ngay l r. \ ec doi \oi r ring rin brn gopj kiirr re chrrong

trr1h, dLr an, de an, qu) hoacb cu.r cic don vi, k€ tir lchi nhar] duoc v6n biin d6n;

- Tru6c it nhdt 3 ngdy ldrl: vi€c theo quy alinh clia phlip luat r,e thoj han
urdrn d.r'h alo,vol c:tc du ar dtu Iu \a) dJng co ban va n.ua sarn tai ,an ltru
trudng hop dic bi6t).



2. D5i y6i vin birn do linh diro tlor vi kj thila lQnh, thila uf quydn;

cic vrin britr tbuQc thirn quyin ciia don v!

Cic don vi chir tri co tt'ich nhiOm trd liri: l(h6ng qu6 5 ngiv lAm vi6c d6i

den;v6i nhir.rg virn bhn th6ng thudrrg k0 tir lihi nh. n dLroc vdn bin

Chuo ng lll
QUAN L-i VAN BAN DI

Diiu 7. Hinh thilc, thO thilc vir tr"i' tlruit trinh biy vin bril

1. Hinh thilc, th6 {tlfc vir k! thu:it trinh br\y vin bin

a) Ijinh thirc, rhd thuc Vd E thuet trlnh bdy vi:ln ba1] quy pham ph6p luat

aluo.c thuc hi6n theo quy dinh cria phip luat vd ban hdnh vin b6n quy pham ph6p

ludt viL hu6ng dir.r cta 86 Tu ph6P.

b) Llitl]l thilc, th6 thuc \i ki thuat lrinh bdy vdn bin hirnh chinh dr:nc thuc

hi6n theo quy dinh cita ph6p JuAt r'€ rdn biiLn hiLnh chinh vd hu6ng din cua Bd

NOi vu.

2. Ton vict tit vir lif hiou cirr cic tlon vi trong vin brin

T€n viOr tit vi h1y1 hi6u cua c6c dtrr li trong vdn bdn cira ViOn nhu sau;

+ Vien lihoa hoc Lin ng1.ri0p Vi€t Nanr: Id{LN

'l Ban T6 chirc, Hdnh chinh: TCIJC

+ Ban 1(€ hoach, I(hoa hoc: KHI{I

+ Ban Tdi chid], I{6 todr: TCI(1

B.rrr Dio t.r,,. Hop trl, 9. oc ri: D llll
+ \ii€n llhoa hoc Lin nghiOp Nam Bd: \NB

+ Vi€n Nghi0n cLiu Gi6ng vi {-l6ng nghd Sinh hgc Lin nghi€p: \rN(i(i

' Vi6n Ngl.ii6n ciru C6rg nghi€p ring: CNI{

+ Vi€n Nghi6n ciLu Sinb th6i vi M6i trudng rimg: STMTII

+ ViQn Ngl.ri0n ciru Lim sinh: NCLS

' lrurg larr \glriin crr. l(ir'lr rc LirIrgh ep: t( ll N

+ Tr-ung t6n.r Nglii€n ciru Blio r'€ rirng: BVR

t\
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+ Trung til.r I(J ILN Ddng Bdc BQ: DBB

T rrrtrg litrr Nglri. rt cu r Li r a r ngoii go: I SNt'

Itutt5 tatrt KHI \ ru ftt t p ll r' lJac Bo: I IBB

+ ViCn l(roa hoc L6m nghi6p Nam Trurg 86 vd Tdy Ngul'6n: NTBTN

+ l'nmg ten-r KIILN l3ic Trung 86: BTB

+ Tlung ti.m I(HLN T51 Bic: TTTLI

- 't €n vi6L tit vd hi' hi€rr cira c6c b6 phin truc thu6c don vi do Thii truong

don vi quy dinh.

Di0u 8. Soan ttrio rin brin

L Yin bin do urQt tlon vi sogn thio

a) 1r6ch nhi6n.r cira thu tnrrrng don vi so4n thiLo

- Giao nhi€m vu cu the cho m61 CBVC, hodc m61 nhon.r CBVC (trong d6

c6 m61 ngudi chiu tr6ch nhj6n chinh'1 soan thao theo dung ki hoach. n6i dung vd

thdi gian.

- lo chuc th;o 't. 'r lro r- lJp thc ldnh dao don r' doi roi rLu tg rar ban

cdn thi6t;

- Td chiLc iay j Licn cue c6c don vi c6 li0n quan tl6i vdi nhling loai vdn

b:ur q-' cl rr\ rai khoan I DiiL- o Qui clri nil:
. '^ .;

lol.g lrdp. la ll .lh \1 .llcl\1lLc.r\ ) \ ell Illaln 9ll:

- D0 nghi milc dg lrrat, khAn, phan.i vi luu hdnh cita vin biu;

- Chi dao hoin chinh clu thrio, ho so trrnh lq. ky ttinh Liinh dco Vi6n;

- Chiu triich nhi.am tr-rL6c Gidrn doc \ !L truoc phdp hrat vi.noi dung cua vdn

britr.

b) TrlLch lhi6m cira ngudi soan th6o

\uan lhro rjt hrrr tlt. , qulr! \crr caLl lrui dunc Ll ,ri lrarr. Llre rhrrc ri Ij
thuet trlnh bdy cua vin bAr;

Di iu. t rucdo ttrr, L rott cua ritt b.u':

- L6y y kion cita cdc do-r vi 1i6n quan theo qui' dinh hodc theo yeu ciLr cila

thir tnlong don vi;

,i,
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- Chiu tr6ch nhi6m tru6c thi U uong don r i vd noi dung chuydn nOn dunc
grau. lil.h I'lrlp l). lhe ll uc'i\) thult trr rl' bay cLrr tirr brr:

- lrong tr-Lrolg hop i an dcr pbirc tap, quan trong, c6 nh6n duoc phAn c6ng
':soan thxo can chu Llorg dc xuat, xir 1' hi€n thu truong don vj hoAc dC nghi thir

truong clon vi chu c16ng xin yi ki€n Linl dao Vi6n trLL6c khi iiu thio vtu bin.

l. Virr bin do mot dul \ i cltd tri ptrui trt p I oi nrut hoirc nhieu tlon r I

so4n tlrio

a) Trirch nhi€m c[ra thir trlrong don vi chu t :

I rarr.jng.raclrrtr'e.r soan .hao,.l-o cic dor riphoi lto-p:

l ruc hien cdc qu1 ,lin r r,ri LLoan i Diir nr1.

b) frich niri€n.r cria thit rrudng don vi ph6i hor:

- Cu ngudi c6 drir ndlig luc than gia soan th6o;

- Chiu tr6ch nhi€nr vd n6i cLLug chuydn m6n do alon vi tham gia.

cr lricl' nh.ert. ct,r -g to' ch. .r.. tong ltol rj ngrro rharr ;ia phoi ho-p

"oa,r tha., r irr oar ; rlrrc \ic rl ru crr. cli rr tai dic rr b \l orr ' Didr ni1.

Diiu 9. Li1 j ki,in rharn gir

l. Cic lo4i viu bin phii l5y f ki6n tham gi:r;

rt \ arr brn Lirrh dro \ ilrr.reu cru:

b) Vin bali don vi soan thao thdy cAn thi€t.

2. C:lch thfc liy y ki6n:

.r) LJan.q Vrn b3n,

b) T6 chric hop.

3. Trrich nhiGm ciia tlrr'r tru.dng tlon vi soan thio:

a) Grii du thio vin bin vi nOu rd n6i dung cdn ldy yi ki6n, thdi har phai trd
lor (ner l, ) ) krcr b:ug vdr b r) hojc p.ri rruo,.Lhi h.rp ir rtar I rrgjy rrrr r iic
(n6u t6 ch irc hop);

' -;bl long hop dal du va tiep thu cac y ki€n tham gia; gidi trinh c6c ]i ki€n
Lrong lrep thu (bdnt \ iD ban).

4. Trrich nhi6m cia thi trudng don v! alu.gc liy f ki6n tham gia:

t



a) l'ham gia i ld6n theo 1,€u ciu cua don vi soan th6o. D6i voi vin b6n c6
y€u ciu gdp, thir tru6ng don vi c6 tr dch nhi€nr tra loi theo y6u cAu ghi trong vdn
bdn;

b) Chiu h 6ch nhi€m trr_L6c Gidn d6c, ph6p luAr vd y Uen tham gia thu6c
ndi dung chuydn ndn do dor vi phu tr6ch;

c) Duo-c cluydn l chOi tham gia nl.iing v6n ban c6 n6i dung kh6ng liOn
quan d6n chuc ndng, nhi6n vu hodc cl.ruy€n m6n cta alon vi nhung phrii fh6ng
b6o cho dcrn vi chu h-i biet.

Di6u 10. Trinh kl1" vrin blin

l. 'frich nhi6m trintr hf

Vdn bin tr-inh Llinh dao Vi6n kf phii tluo-c trill.r qua viin thu.Vi€n d6 kiOm
soa. \:r.( i lt r,i thc tlrLtc. l.j tlrl,at lr r- bJ5. khong.r,nJ,rrrc .icp I ;.ri dao \ ict
tril tnrdng hol vdn ban c6r.i ban hdnh gdp theo y6u ci.u cta L6ri dao Vi€n.

2. Thim quydn kli vin bin ciia Ldnh rlao Vi6n

Thim quy€n kli vin bin ciLa Gi6m d6c, c6c ph6 Gi6m d6c duo-c quy dinh
tai Quy ch6 idm vi6c crln Vi€n.

3. Ky ban hinh vin bin

a) Vin ban c6 dir didu ki6r, L6nh clao Vi€n hf ban hiinh.

b' rrrong l-o-pral brn .l ua du,diiu lierr. L.nh dao Vien gl-i ro!l,icrrio
"bdn Du tiulo" cl€ tr.a lai rton vi soan thAo hodn chlnh vd trinh hy lai; tr-udng hop
Thi truong don vi soan thdo, clon vi tham gia c6 y hi6n kh6c voi 1i hien cria Ldnh
dao Vi6n thi dugc tham gia y ki6n nhung phii ch6p hdnh 1i. ki6n cua Ldnh dao
Vi6n.

c)'trudng hop Gidm at0c Vi6n hoic ph6 Gj6m d6c Vi€n phu tr.rich (c6
thim quyin ky vin bin) di i,6ng:

- D6i v6-i nhfrrg v5n bfur chua c6 y6u cAu ky ban hdnl gdp: chd Gilim d6c
Vi6n hoic Ph6 Giriu d6c Vi6n phu rrrich vd xiL lli;

- D6i v6i nhirng vdn brin c6 y€u cdu $, ban hdnh g6p: vtur thu Vi€r.i l.ro6c
thri truolg clol vi soan thao l,dn biin co tr6ch nii6n li€n h6 xin y kidn Giarn d6c
Vi6n hoic Pho Gitim d6c Vi€n phu trdch gidi quy6t.

Diiu ll. Kj'rhur l€nh. thuu rrr quytln cii:r thd truu.ng cic do.n ri



'Iliin quydn, trich nhi6n cua 1ru6r.rg ban mdt s6 dor vi truc thudc Vi6n
duirc giao k1i thiia lenh (TL), thiLa ujr quy€n (TUQ) ur6t si5 loai vdn brin tl.ruc hi6n

ureo Vu) clre iarn \tec cua Vren.

Diiu 12. Xii lf vnn bin c6 sai s6t

I . Doi voi nJrirg r in ban Ldnh dao Vi6n di ld hodc dd phit hanh, don vi
hoic cd nhdn phat hien c6 sai s6t ., i the thuc. noi dung, phai Lip rhdi th6ng bio
ngay cl.ro thir lrudng don vi soan theo d6 b6o c6o Larfi dao Vi€n xern \et qu) dt

dinh.

^ ^,i, ,. ,,2. Doi \ oi lhr-rng r dn ban do thir trucrng cdc don vi ili k1i thira l6nh, thua
uj; qu1,dn hoic dd phiit hdnh, dorr vi hodc c6 nhdn phd,t hi€n co sai s6t vd thd thirc,
n6i dur.rg, phdi hip thdi thdng b6o ngay cho tliir trudng don vi ky vdn b6n xen x6t
qu) et drnlr.

3. Eirrh chini vdn bir.i

Vin bAn dA phrit hdnh nhr-nrg co s.ri sot \i noJ dunq, phai dtroc sua d6i,
thay iha bdng vin ban co hinh lhuc tuong duong. Thir tluong don vi soan thio c6

tldch nhi6m du thAo vin bin sLia d6i, b6 sung trinh liinh clao Vi0n ldoi voi van

brin do Lfrnh dao Vi6n ky), tr.inh ldnh dao clon r.i ldoi r oi van ban do linh dao

dox vr l(,\ thin lenh, thirr uj qL I en) d6 ky ban hinh theo dtng uinh tu, thu tuc.

Di€u 13. D6ng d6u yin bin I ii phit hinh vin brin

1. D6ng d6u vd.n bin

a) Vin tbu phdi Lien tra lai r,6n brin ldn cudi v6, tinh chuAn mr-tc v0 tl.r€

thric, ky thuet trinh bdy, chii hy. Trud.ng hop d{rng thi c6p s6 r'dn brin, ngdy,

thdng, r.rdrn ban hirrh tl6 nhAn bin va dong ii:tr Truong ho-p ldrong dilng thl tra lai
don \ r. )eL carr lroan chrnh tlreo qr1 dinl.

o)Lac nitm tnur dong dau:

- D6ng dAu l€n chn k;i cua ngudi c6 thAm quydn: phrii trirr 1€n 1/3 chii hy
vc ph.a bcn r-dl. rpay rgin- ro rrrg..lung ch,err:

- D6ng ddu ciic pl.iu luc hdm theo vin bin (n6u co); d6ng l€n trang ddu,
lrJr. len rot pharr tFn co quarr l.orc tetrplru llri:

- Dong dau grap lai doi I oi c6c vin ban ban hanh tt 2 trang 1ri'- l6n. Ddu
girip lai duo-c d6ng d khoAng giia ndp ph6i cria trang vd.n bin, hoic phq luc, tiii
lreu, 1r urn len rnor phan cac to giay, m6i dAu d6ng t6i da 5 td vdn bdn, tdi li6u.



- D6ng dAu treo d du6i t€n co quan d6i r,6i c6c tdi li6u, b:io clio cira Vi€n
plr.lc \ u lrop: cdc ta' lieu lJr"c rl,eo rerrcarrcua Lanh dao Vicn.

- torlg dau do hhin, rnal r a dAu vdn thu kh6c theo quy clinh cua phdp ludt.

2. Ph6t hdnh vdn ban

Vin thu c6 tr6ch nhi€n gLii ran ban din cac co quan. t6 chric, cri n1.rAn

duoc lrclr Lrong r irn ban trLLorr nhat sang ngdy laur vi6c ti6p theo; Vdn thu thuc

hiOn vi6c luu vfu.r bdn tai don vi soan th6o vd I'in thu theo quy dinh.

Didu 14. Phit hirnh vin brin trOn milng th6ng tin di6n tii
L C6c loai viur bar.r c[a Vi€l phit hilh bal giil dong lhoi drurg tr€n tralig

lrn drer ttL u,r'r\ .vati.got .t D, 1ru drfrng vin brin theo quy dinh ve bao r'6 bi mdt

cua NTtra nu6c.

2. MOt s6 loai vin briri. tdi li6u chi phdt hdnh bdn gi6y d6 luu hodc gui
nhung aion vi, ca nhdn Jien qLran truc ti6p, d6ng thdi duoc ding tdi tren mang

di€n tri, c6 gi6 td nhu vin brin, tdi iieu gia), cic don r i, ca nhan duoc quydn truy
cap K]lar ultc I a sLt dung. gort:

- Bro cdo;iao brl crra \ ien.

- I lrong bao j Lien keL lurn giao brn cua Cjirn doc V.er:

- Ci6y mdi hop, tdi 1i€u hop: giri theo dia chi thu dien ti ciia don vi da

ddng 1q .

- Th6ng b6o, gi6i thi6u chii lq al6i vJi mot s6 chuc danh c6n b6 ldnh dao

khr duoc bo nlierr, duo-c cling tren trang tin di6n tu wwrv.vati.gov.vn.

Chuong IV
QUAN L.i v,\ LIJTT YAN BAN

Di0u 15. Quin tf vin b:,in

l. Tdt ca CBVC c6 tr6ch nhiem cl-ran lf, giff gin vdn b6.n, tdi lieu vi lip ho
so cong \ iec. Het gio lam vicc, r in bin, tdi li€u, hd so c6ng vidc phaj duoc cat

giff vio t[ c6 kh6a; nhirng do-t nghr le, ld1 dei rgai, phdi li6rn phong tu drmg vdn
,, .,.b .l)o.!t. tri liCr rapltong Iarr riec.

2. l(]rong cutlg cap cho co quan, c6 nhdn khong c6 trdch nhi€m bi6t nhfrr.rg

th6ng tin, tdi li6u, hd so- c6ng vi€c d6, dang xLi lll cria Vjdn vd c6c vdn ban c6 biit
tich cria Ldnh dao Vi6n.
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3. Tet ci cac vin bdn, Ldi li6u crla cdc co qllan, t6 chric hoic c6 nh6n giri

truc tiep L.arh dao Vi6n r a co j lj0n cua Ldnh dao Vi€n d€u phdi chuyOn cho vbn

lr u Vien. luyct doi lJrong duoc r rc ricp ch iyeir iai noi gui.

,+. CBVC kh6ng cluo.c tu i nang tdi li€u cria Co quan, dcm li yi rrha;

Urong uuo-c giu lirn ru ..err ri. r g. i-horg tu 1 c.-rng cap cho cric co quar. to chuc

Llrflc (hi .lrr)en cond t;cl-o;c lghi (l.ddo.

5. D6j v6i c6c loai hd so, tiij li€u ma1 phii duo-c quan li chnt ch6 theo ch6

dd bao nrit cua Nhd nu6c. Vir lhu llp So theo d0i r i.:c chul en gido tari ljOu mAt

va thue hjirr che do kieur h-a eiinh k! viOc quAn ly hd so, tdi li€u n6t hi€n hdnh vri

b6o c6o hdt quri cho Ldnh dao Bar.r T6 chirc, Hdnh chinh.

Didu 16. Luu vin bin

1. Vbn thu Vj6n liun nhi€n.r r u dong diu phai lul ho so phat hdnh vdn bdn
-i.doi vor tat ca cdc loai val bal c6 ldv s6 r'd m6t s6 loai r'[n ban ldr6ne c6 s6 ]fti
thAy c6n thidt do Vi€n ban hanh.

2. C6c don vi soan thlLo vfu.r bal lun 01 bau chinh kdrn ho so cdng vi6c cira

CBVC c rr t-'"o4n LhJo \an bln de l-rr rr.i tl-eo qrrl dillr.

L Yin thn sdp xep he thorg c6c bin luu vhn bin ph6t hdth mdt cdch khoa

hoc, dE tra criu d6 phuc vu cho vi€c khai thric, su dung vd nOp luar tfr theo quy

clinh.

,tr. HAng nini, c6c dor:r vj, c6lhan co tlich nhi,-rn lap hd so, nop tdi li€u vdn

thu vdo luu trii hi6r.r hdnh theo quy dinh.

5. \ri6c luu trfl vin bdn thuc hi€n theo qui dirh hi€n hanh cira Nhir nu6c.

Chrong V
N IITJNG QUY EINIT K]IAC

Di6u 17. Quin ly con ddu trong nhi ng ngil nghi, ngiry li, t6t

Ngrroi duo-c giao gii d.Lu crla don vi chiu tr6ch nhi€m b6o quan, sir dung

con diu theo quy dinh cua ph6p lu6t. Ngodi gid ldm vi€c hoic trong nhirng ngdy

ngLri, nga) le, Tet, don r i phai tr uc d€ cl6ng ddu vdn bin tlieo y€u cAu cria Thir
truolig do-n vi.

Didu 18. Sao y bAn chinb, b:in trich sao vi bin sao lgc vin bin
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1. ThE thr-lc, hinh thirc, l(i thuat trinh biy b6n sao duo-c thuc hi€lr theo quy

dinh hi€n hanh.

-. 1n3Ln qu) ell sao:

Ban T6 chiLc, I'Idnir chlnh thuc hi0n viOc sao ciic loai vdn bdn do Vi0n ban

hanlr. \ i r brrr do cac co quar. u chui l-hdc gui clro \ ie.r.

Di6u 19. Gi6'i thi6u chii,k-f, xic nh{n ctrfi.liy, th6ng tin

l. Gi6i thi6u chil kli ciia CB\ C linh dlo Lhicluoc bo nhi.im:

a) Linh dru Ban To chrLc, Ildrh chinh c6 tr6ch lhiCm kyi thira 16fi Gi6m
d6c th6ng b6o vir gi6i thi6u chiL ky cur CBVC lilh dao lGi duoc bo nli6m ld:

- I'lro (i arrr doc Vidn; T .rnl- d:u c"c Barr rhu,-'c !i.tr,
- CBVC duo-c bd nhi€n git chuc vu cap huong cac Vien, Trung tan fuc

thu6c Vi6n.

b) Eotr vi c6 trdch rfiien th6ng b6o vd gi6i thi€u chii k1i cira CBVC khi
cluo.c b6 rhi6m chiic vu ldnh aao d6i vdi c6c chirc daDh ngoari quy dinl tai khoen

I didu nd1.

2. X{c nh{n ch{l kf: Yi6c 
^cc 

riral chit I.1 doi roi cd.c chuc danh dr-roc

dor'rg dcu lLa Vien theo qnl dinh, Ldnh dao Ban T6 chirc, Hdnh chinh thira l6nh

Gi6m t16c Vi6n klf xic nhAn vi d6ng diu Vi€n.

3. Xlic nhin th6ng tin: Vi6c xdc lhdn th6ng tin cho cac don vi, c6 nh6n

duo-c thuc hi6n theo quy clinh hi€n hdnh cria Vi€n, crla phap luAt.

Didu 20. Ti6p nhin thdng tin rl6n

L)or voi cac thong fin do c6 nhin nh/in duo-c qua chuydn tif bdng Fax, E-mail.
tru) en qua urng, dier thori. lr'Lrr ir mi€ng c6 li€n quan ddn c6ng t6c chi dao, didu

hanh cLia Vi€n hoic cua dol vi, r'rguoi tiep r ran thong tin phdi in. ghi lai rdi dung,
thor gran liep nhin, nguo| thong rin, ho t€n ngudi tmyen dat vd trinh rgay cap c6

thAm quy€n hoic tbit trudLrg dor vi xu l1i.

Diitu 21. Diiu hhoin thi hinh

Ban T6 chuc, Flinh chinh buolg din, don doc, kidnr 1ra, chr dao vi6c thuc
hrer eny che r13y .t. ./-_

1)


