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Chu'o ng I
NHU'NG QUY DINH CIIUNG

Diiu L Ph:rnr r idirlu chrnlt. tloi lu.orrg ip tlung

1. Pham vi cliiu chinh:

. a) Qrly ch€ ndy quy dinh vi6c quan ly sir dung; sip x6p, cliOu chul en, thu
nor; ca1 tao. bao tri. \ay dung rnoi khu nl.ri ldm vi6c tai tru so clia Vien l(roa hoc
Ldrl nghi6p Vi€t Nau (sau dil.goi ld Vi6n).

b) Tlu s6 cua Vi6n quy. dini trong euy ch6 riry ld nhd lirm vi6c vd c6c
cdng trinh ky thuat, vet kj6n trirc, phuc vu hoat d6ng cira co quan tai l(l.iu vuc
Vin phdr.rg Vi€n (xd D6ng Ngac, huy€n Tir Lj0n, Hd N6i) r,d c6c don vi lruc
thuoc \ . en.

2. Dui tuong ip d rr ng:

a) Ban T6 chirc, Hdnh chinh ld don r,l duo-c giao quan lj. co so vit chdt, k!
thudt, 1ii sin cldm bio diiu hi6n litr vi€c chung cua Vin phdng Vi6n.

b) Crlc dor vi duoc giao su dung di6l tich idm viec c6 tu c6ch ph6p nh6n
bao g6m: Cdc Vi6n nghi€n cri.Lr vi Trung tArr.

Di6u 2. YGu ciu chung

i. Su dung tnr so clirng c6ng ndrg thi6t k6, tlring muc dich; kh6ng sri. ilung
tru so vdo o6c muc dich cho tl.ru6, cho muo-n, lim nhi d... 1r6i vo.i chu.c nfurg,
nhi€n.r vu duoc giao.

-. uo tr. sap xep dierr lirlr va lr rng thiOt bi ldrn vi6o tieo c6c quy dinh hi€n
hdnh vd theo di6u hi6n thuc t€ cua Vi6r.r.

Diiu 3. Girii thfch tir ngii

Tr-ong Quy chd uir1,, cric ru ngi1.du6i dAy duo-c hidu nhu sau:
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1. "Vdn phdng Vi€n" bao gdn Ban Girim d6c Vi6n vd c6c Ban Chirc ndng;

2. "l{tu vuc Vdn phdng Vi6n' bao gonr toan b6 cac dorr r i thu6c Vi€n c6
, ^; ,- ; -lru co trr 5o 46. Lo I. x;Do rg\glc. Irr;enTirLierr.TTa\,.ri:

3. "cic dirn vi thudc ViCn" bao gom toirn bo cic d,m r i co tu c6ch ph6p

nIAn thuoc Vidn c6 tru s<r lam vi6c ngodi I{1iu vuc Vin phdng Vi6n;

*"u^" eti;";1"^1 c u rnn
Mgc I

QUAN Li Ho SO vA BAo CAo

Diiu 4. H6 so quin lf vi tr'6ch nhiirn bio c:io

1. Ho so quan ly corg so bao g6m: H6 so qudn l1i c6ng srr durrc thi6t lAp

bar diu hhi ilua viio st dung vd duoc ho sufg h ong qua t inh su dlng.

,'. lrrch nhiern lip. -ru g.ri ho so'.r biio cio

a) Ban T6 chirc, Hdnh chlnh c6 tr.6ch nhiem 16p, qu6n lii, luu gin ho so i a

bdo ctio theo quy dirfi doi r oi tru sd ldm vi6c cua cdc don vi du o-c giao sri dung

tru s6 ldrr vi6c t4i Vin phdng Vi€n;

b) Cdc don vi duo-c giao srt dung di6n tich lirm vi€c c6 tu c6ch ph6p nhdn

lieng co .ro. h'r1 iern lap. q ric i o so tFco qry dirh lrien lrarrh.

Diiru 5. eulin lf h6 so. l

l. Bm To chric, HAnh lhrnl: Quan ly chung h6 sir ban ddu v6 tru sn ld nhd

ldm vi€c, c6c cdng trinh khdc h€n toar bo dien rrch dat tai tru so ri Ddng Ngac,

I u Lrein, Ha Not b;lo gotn:

J r I lo so cluo-c rltiet lip l,rrl da.r:

- IiJ -o do clru d-tr ttr brr gir.o lrong iruong hop ray drng rno i.

- Ho so nhan ojrrgi..o q,r:u'11- su du.rg t.r dorr r ilJ.ic do dieu ilruldr..

L) I lo .,r L,o sung . rong q l tr'nlr :Lr d..rrg:

- H0 so do cii tao ndng cAp, sua chtia drLoc b6 sung lrong quii trinh sri

dung.

, ,,;. , ;
HO sO bJlrgrao Clro don rl('',racqudn l).su dJngdo dreu clrJ)en.

2. C6c don vi duo-c Vi6n giao quAn ly, sri dung mdt phin di€n tich liLm tru
so {ri x, Dorg Ngac- flr I ienr. lla \oi qrran 15; cac ho -o bao gom:



.rr Ho su clloc tlr:et lap oa ' dir:

- llo so do Viar gido qrrrrly.'l d'.rng lan darr.

' ';- llo su do Vien giao b6 sung tir don vi lrh6c do di6u chuy6n trong qu6

lri r sil dung.

r-. r,l --.r l
D I I lo so Do srtng ttong qul tr rn -u d.tng:

If6 so do don vi tu c6i tao latrg cip, slra chitd trong quii trmh sir dung;

- lla co bar giao cho durr ' i Lhac qua. lj..u dJrg do Vien d cu cl-rr1en.

3. C6c clon vi c6 tru so ri6ng biet quan ly cdc loai ho so bro gom:
,,;.

.r) Ho "o duoc tlr.er l"p bat da rr:

Ho.o- do chu da . tu b rr oido tiollp rr'-olp rrol ra.r orrr g rnu,.

- llo 'o -' iur bdn g ao (1J., l\.\rLlJngludotrvi khac do.lieu chu;en.

b) llo so bo sLtng riong (lua rrinh , r drrn3:

- H6 so- do cdLi tao r.ring c6p, sLia chiia duoc b6 sung trong qu6 tdnh sli
dung.

- Ho so ban giao cho doir r i \lic cluarr 11. su dung do dieu cLul en.

Di6u 6. N6i dung hd so'

. ..';L Cir) ro lierr qrrrr derr dau r, ra1 durc. rroi t-u ..r lim i iec.

2. Gi6y td li6n quan d6n c6ng t6c bdo rd, cai tao c6ng so.

r. (rl:i) lo liin c ran der r'cc r-ch. nlnp cong so crra don r i.

I. Lrn) lo li,:rr qurrr dCrr \ i. c \Jp ),ep. dieu chulcrr cor g..r.

i. Ho o tr.ch ngano iorrg 'o rheo rhco h:ong din rai lhor'g tu ,o:
0l 200 Il.B\Dnga1 ll0l . 007 cra Bo Xal drrng re riec nuor,gdarr rror .o
lor dung cua Quy che quan lj c6rg sd c6c co quan hiini chinh rhai nu6c ban

hdnh kin theo Quy6t dinh s6 213/2006/QD-TTg ngdy 25 rhirng 9 nim 2006 cua

Thir tu6r.rg Chinh phu.

6. Bao cdo luu tri corr r i lra-g niun.

Mgc 2
QUAN Li v,A. SLT DUNG TRU So LAM VIEC

Di6u 7. Trdch nhi6nr cria Ban f ii chric. Hirnh chinh



1. Trich nhiGrn Quin lj: Quan ly quy hoach t6ng th6, ki6n trirc vd cinh
quan lG6ng gian chung:

- Sap xiip vi b5 tri lip dilL so do rnat bilg tong the tnr so l:rrn vi€c cira Vdn
phdng Vi€n, trong d6 phlii th€ hi6n r O cac khoi nhA lanr r, iec, phong hop churg,
phdng 1dm vi6c, ldru vuc su dung chung (sAn, vudn, dudng di, kl.ru r uc t1e xc o
t6, xe mdy, phdng ky rhuet, phdng phuc r.u). So dd phei duo-c ddt d r itLi di quan

sd1 niet trong c0 quan.

- Qubn lf th6ng nhAt \'iec bei tri chung theo quy dinh: Vi tr ldp ilat co,
biin ter .oq t,rr: sodo rrit b..ro. cic chr dan cr u.g.

- C6 y kiiin th6ng ni6t tlong vi6c rhiOt hii cdc du an nang c6p, cai tao rm so-

ldn vi6c vd bdi tri d c6c ilol vi l:rl.uh ho-p thi5t k€ t6ng th6 vi cdrh quan chung.

- Iii€m tla, nhic nhd vd y6u cau cac dor r i duo-c giro qLrin lj vd sir dung
tlu s<r lim vi6c thuc hi€n nghiGn cec qui dinh vi ve silh noi tr-uong vriL phdng
chdng chiy, n6.

2. Tr'6ch nhi6n sii dr.1ng:

- Thuc hi6n theo dirng 1'OLL cAu chung nOu tai Di0u 2.

Hucng din vd y6u cAu cdc cr r quan, don vi chap hanh duLrg c6c quy dinh
cira Quy ch6 ndy.

3. T6 chric m6t s6 hoat cl6ng dich vu phuc vu:

a) C6c hoat d6ng dich vu phuc vu chung:

- T6 chirc thuc hi€n c6ng tdc bdo ve co quan24121gid; c6ng tdc dim brio
v6 sinh m6i trudng (ki6m tla, c16n d6c vi6c gi& gin v6 sinh m6i trudng chung cua
cac co quan, dor vi; hdng ndm. t6 clrric phun thui5c dj6t mu6i, c6n tring, ddt b6
di6t chu6t); c6ng t6c v€ sinh (sil, I'unn, dudlg di, hdnh lang); vAn hrinh c6c c6ng
triDll k! thuat, p}ruc vu sir dung chung (thang may, mdy birm nu6c, m6y ph6t
di6n, han bi6n 6p, ...); qudn lj cli€n, nud.c sir dung chung; quan 1yi cric phdng hop
su dung cl.iung tai c6c nhd: 2 ting, 4 tAng vd 7 ting; qu6n l1i v;i t6 chilc thuc hi€n
vi6c chdn s6c vd duy tri vudn hoa ciiv cAnh; quan ly, b6 t hnp ly vd quy dinh
ncri d6 xe dap, xe n6y, noi d6 xe 6 t6.

- Quy clinh vd hu6ng dAn cdc d{rn vi thuc hi€n vi6c d6m bao ciinh quan
chung vd an todn thiijt bi khi tri€n khai lip dat c6c thitjt bi di6n, nudc va thi6r bi
fi6r.rg rin li€n 1ac.
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- Quy dinh vi6c d6rg gop hinl phi cho cic hoat c16ng dich vu phuc vu
,ltrrrg clr,-r cdc do-'n vi. plrrr ho.p o rrrng rho,Llien, cr.r rl.e.

- Quy dinh vi6c dong g6p kinh phi cta cdc dor.r vi cho vi€c xdy dulg rroi,
ciii tao ning c6p, bao tri, bdo dudng. vin hdr.rh c6c c6ng trinh k! thuat, phuc vu
siL dung chung.

b) Tri6n khai hu6ng din cdng tdc d6m biLo v€ sinh tai ctic nhir lim vi6c,
rrha ri sir-h: tr.ur3 bi hirhong hong cl ong ch;i1- no: darr, blo rhu cru srr dung
di6n, nuoc vri m6t s6 dich vu chung khiic cho c6c don vi.

Diiu 8. Trich nhiorn cira cic tlon vi thu6c ViCn c6 tru s0 ricng biot

1. Thuc hi6n dirng ytu ciu chung neu tai didu 2 Quy ch€ ndy.

2. XAy dung vd barr hdnh Quy dinh n6i bd vd quAn 11i, sir dung c6lg sd ldm

vi€c cua dol vi bao g6m nhfrng l6i clung chinh sau:

Nhirng quy dinJl bdt bLr0c rr:oi td chirc, c6 nhAn (bao g6m c6n b6, cdng

chirc, r'i6n chuc vd ngudi lao d6ng cua co quan vd kh6ch t6.i lan vi€c) phAi chdp

hirnh.

Nhting quy dilh mi c6c t6 chtc, c6 nhan kb6ng duoc phdp ldm trong

- Tr'6ch nhi€m cua Thir tludlg co quan, don vi; cAn b6, c6ng chric, vi6n
chiLc vd rgudi lao dOng cua co cluar.r vd kh6ch t6i ldnr vj€c trong viOc quan ly, sri

dung nhd liLm vi€c.

) , ,:.- Qu1 dinh r e xu Jj Lldi I di c6c td chirc, cd nli6r.r vi pham quy dinh n6i b6
cira don vi.

- ( dc not dung i,h: c (rre.t co).

lli6u 9. Sip x6p lai, tliiu chLrl€n, thu trdi tru sri

t. Ban Tii chric, Hinh chinh:

I hro ) eu cau qLran 11;, Bal T6 chric, HdnI chinh lAp phuong 6n sip x€p lai
di€n tich nhd ldm vi€c tai ICtu vuc Vdn phdng ViCn d6 trinh Ldnh dao Vi€n xem
xet qu) et d tn h.

^ : ,. ,lr jnh Vien ra QLrlet dinh di€u chuy6n vd thu h6i tru sd ldm vj6c cria c6c

don vi c6 tru sd tai I{hu vuc V6n phdng Vi6n, xd Ddng Ngac, huy€n TiL Li€m,
FId Noi.

c6ng so.
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Chir tli, ph6i hop vo.i cdc d<n vi li€n quan t6 chLlc thuc hi€n iiec ,lieu
cliuy€n, thu hdi tru s6 lirm vi6c theo phuong 6n slp x6p lai 1ru so. ldm vi6c theo
quyCt dinh cira ViCn.

2. Cf c tlon v! tlu.oc giao sri dr;ng trg s6.:

uo tn ho.p l) vr ph:.1 bo dj0n tich ldm vi6c tr.org n6i b6 dcm vi dan b6o
dirng quy di hiOn hdnl.r vd di6u hi6n thuc t6 cta cl:n vi.

Ri so6t dO didu chlnh cho phir ho-p tai cdc thdi di6m cu th6 b-ong c6c
trudng ho-p c6 su thay d6i tAng, gian di€n tich ldm vi€c vd bi6n ch6 cua don vi.

D6 nghi Vi6n di€u chifi tdng hoic gi6n di€n tich ldm vi€c theo y€u cdu
quein l1i, s[r dung tru s6.' cira clon vi. Qudn ly sir dung tru sd ldn vj€c sai muc dich,
ki6ng rliurg cdng ning, di€r'r rich duo-c giao thira so voi ti€u chuAn hoic dd ling
phr sE bi di6u chuy€lr, thu h6i.

X{uc 3
BAO TRi IRU SOLANT VIiC

Di0u 10. Bio tri tru s6

1. Brio tli tru s6 thuc hi6n theo quy dinh hi6n hdnh vir theo didu ki0n thuc
t6 cira rn5i don vi vi cLia Vi6n.

,. BJn lo chrLc, llanh chrnl.] c6 trich n1.ri6n t6 chirc bao tri c6c h6 th6ng
nhd, thi6t bj vdn hdr.rh sir dung chLrng d khu vuc V6n phdng Vi6n:

a) I(iu nhd ldm vi6c cua Vin pl.rdng, nhd thud-rg truc, bdo v6, nhdL khich;
,^,the thorrg tuong rao; he tLong cap di6n, nu6c, pCCC vd h6 th6ng ddn di€r chirSu

s]ng bao \ a c"ung: ha rhor g s . . duong di churE.

b) Lap ttret ke, du lodn dd nghi cAp kinh phi thuc hi6n b6o tri c6c c6ng
Trirlll neu lat d e t a tnuc 2 ljle I 0d).

c) Chri tri, ph6i hqp vdj ciic dol vi duo-c giao quiLr.r lf, su riung ru so liLm

vrec lall. phan bo l(]Dh phr bao rrl vd t6 chirc thLrc hi6n bao tri c6c c6ng trinh tru
so nhd ldLn vi€c vd cdc c6ng tr)nh ddng chung cho I(hu vdn phdng Vi6n.

3. Cric don vi duo-c giao qLrdn ly vd sir clung tnr so lirm vi€c:

- C6 tr.ich nlii6rn bdo tli nlitur du1 tr chat luong, kien truc, c6ng ning sri
dung tru so lam \iec va cic rong trinh lq thuat, phitc vu su dung chung duoc
giao qurin ly, sr! dung litr tru so ldnr vi€c hdng nim theo quy dinh.
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- D6ng g6p ki phi bio tri, bio duiirg, r,6n hdnh c6c c6ng rdni ki thuat,
phuc vu su dung chung tai 1ru so Vin phdng Vi6n.

N{u c ,l
C4I I AO VA \AY bU\C MOI fRU 5(]

Didu 11. Sfla chiia, cii tiro ning cip tru s6

l l3an 1o chuc, llinh chinh thuc hi6n cai tao, sta chila cac cdng trinh cho
cdc don vi duo-c giao sir dung tru s6 lim vi€c vd cdc cdng irinh h! druat, vat Lien
tr-ric, phuc vu su dung churg tai tru str ldm vi6c cira Vin phdug Vi€n.

2. C6c don vi duoc giao quar li vd su dung tru sd 1dm vi6c khi sira chiLa,

cai tro .. rrg cop rrr -o arr iiecl'l-ai ro g nltar voi Ban lo cl uc, jlanlt cl^rnh re
qu r ly qu) horch tong the trlr so ldn vi€c cira Vi6n; thuc hi€n dirng y6u c6u v0
thii tuc diu tu xAy drmg theo Lu6t X.r1 dung; lap ho so cldnh gii hi,;n trang, klhdo

dl lnrel l(c \r lan dL lodn cotrL tIrr.h ray dt g rir,lr cap co r1-irn qulen ;he
duy€t.

Di0u 12. Diu tu xiy du.ng md.i tru sd

L Vlec dau tLr xa) dung nrdi vd cdi tao tru sd ldur vi€c do lnnh dao Vi€n
quyet dinh chi h'uong vd thuc hi€n rheo qr-ri dinl.r hi€n hdnh cria nhd nu6c.

2. Di6u ki6n d6 duo-c ddu tu xAy dung moi tru s6- tbuc hi€n theo quy dinb
hren ha-lr \e daL ru xa) dt rrgcobiin cr-a Nl a nuoc.

DiAu 13. Thuc hi0n cdi tao, xiy durg mdi vi bin giao dua viro sii tlung

l. Vi6c tri€n khai c6c clu 6r.r cii tao, xay dung m6i tr.u so thuc hidn theo
ql) \lllrlr(.t.J phal' lLr. rcdiurrrraral d-rrg.

2. Vi6c nghidm thu, bdn giao drLa tru sd vdo su dung iluo-c thuc hi6n theo
q I) drnh .u,r phdp luat \ a .liu L Vd xJ) dung co bar.

3. Don vi duo-c giao quar lii sir dung tru su. phai than gia vdo vi6c nghiCm
llrJ. bar giao rlreo qrrl di. r ta U.o,r r2 D.eu rrai ia phai rrr,c t:i1, rhain gia kiirrr
tra, vAl hrlLnh thrl cic tlang tl.ri€t bi phuc vu l.roat i16ng chung cira tru so.

C}uorrg III
XULf VI PHAM

Didu 14. Xri lf vi phan trong quin l1i, sir dqng trg s6
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T6 chiLc, cri nh6n vi pham ho6c loi dung chLic uu, quyen han ldm tr.6i c6c
quy dinh trong Quy ch6 ndy vd cdc quy dirih c6 1i6n quan d6n quAn ly c6ng s6- tuj,
theo tinh ch6t, milc dd vi phanr sE bi xu phat hanh chinh, xu:ly kj lu6t hoic truy
cuu tr.rch nlriern hrnh su rheo qtry dinh cLra plrdp nrdr. . f=-
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