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: Thir tnrong cdc phdng, clon vi thu6c vd truc thu6c Sd.

Ien \' I\ren tnr ai.ro crrn ( irirrll ddc Sd v€ vidc giao Vdn phdng

ung cho phir hqp ydi quy dinh vd linh hinh thuc t6,

CFIANH VAN PHONG

Sd rd

Nay Vdn phdng.sd dA du theo xong Quy6t dlnh ban hdnh Quy chd r d c6ng
t6o yin thu.luu trir nhim thay th6 Quydt dinh s6 56/QD-STNMT ngdy l8/6/2012
cira Gi6m d6c Sti Tdi nguv€n vd Mdi trudng.

Dd dim bdo khdclr qurn crlng nhu c6 co sd tru6c hhi trinh Giiim ddc Sd xem
xdt ban hdnh, Vin phdng Sd d€ nghi ThLi trudng cdc phdng, dr:rn vi cho j kii5n g6p

! d6i v6i dr thao Quy€t dlnh.vi giLi v€ Vdn phdng Sd chAm nh6t ld ngdy
08/6/2018; sau thui sif,n lar l kidn. n€u c6c phdng, don vj kh6ng c6 vdn b6n phdn
h6i, Vdn phdng So sE xem nhu don vi ddng i v6i du thdo QuyCt dinh.

/Keul thco du thAo QttyJt dinlt bnn h;alt Qtt, che vi cing rac vitn rhr lrnt trti)

Rdt mong duoc su quan tam, phdi ho.p cua crc phong, don vi de Vdn phdng
So hodn thdnh nhi€m vu ducrc giao./.
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Cin ciL Nghi dinh sii 5E/2001/ND_cp
qu) ornh \ e qltn l) \ ij str dunc uon .lirr;

S6c Trang. ngiy thingo nat 20/g

. QUYtr orNn
Vd b:rrr hinh Qrrl chd cring tic vin thrr, luu lril

coNG Ho-i. xA HOr cH0 NcHiA vrpr NAM
DOc li-p - Trl do - Hanh lhric

ngity 24/8/2001 cLia Chinh pht

GIAM D6C SO TAr i.\.CUYIN VA UOr TRUONC TiNH SOC TRANC

Cin cir LuAt Luu trir s6 O ZOT qUt:, ngdy l1 thdng 1t ndm 20n;
Cnn cir Nghi dinh s6 I 10i2004/ND_Cp ngiry 08 th6ng ,l nin 2004 cria

Chinh phir vd c6ng r6c vin thu vi.r Nghi dinh sd OllzOio-,wo_Cr, ,fy os,1":r,0:.lii1"r9]9 cttc Chinh phu siLa d6i, b6 sung m6t s6 aidu ci,i Ngrri
Llinh su I I0 200-t ND-Cp cu:r alrinh phu vi cong ric vin rhLr;

Cin cir Th6ng tu li€n tich sd 07/2002/TTLT_BCA_BTCCBCp ngdy 06

:f,:l I ::'r 2002 utn Bo Cons un vi Brn fo chLrc _ Cdn bd Chinh phLr rnay
ld 86 Nd' \'u ) v; \ j.;c hu6-ng din thuc hi€n m6t sii quy dinh tai Nghi di; sa
5E/200I/ND-CP ngdy 2.t thrlng 8 nin 2001 cira Chinh phn vd quin ly vd st
dung con ddu;

Cin cft Th6ng tu ii€n tich s,r S S,:O0S,tTLt_BNV_VpCp nedy 06
thing 5 nirrl 2005 crla 86 N6i vu v.i Vdn phdng Chinh phri htL6ng Oin"vd tnil
thfc vd ki thuat lrinh biy vin bin vri Th6ng nL s6 Ot/ZOt t/tinNV ngdy
19/0.1/2011 cira 86 n6i vqr huong din thd thLrc \n ki thrL6t trinh biy var b.ln
hdnh chinh; Th6ng tu s6 09/201I/TTBNV ngdy O:/OeiZ0t I "ia 86 NOr vu
qu5 dinl, ve lhni hrn b.o qu..rr ho.". r. i 'ier. hinlr rhinh pho bid|l tro|lg hort
cldng cria cdc co quan, t6 chiLc;

Cin cir qui,6t dinh sO :OlzO t slqO_UnUD, ngdy 2118/2015 crtra U} ban
nhin d.in rrnh Soc frans rd riec brn hjrrh qu1 dinh chL1.c ning. nf.,ietn,,,,
quydn han vd ocr cdu t6 chrirc Sc! Tdi ngry0n vd M6i trLL<rng tlntr Sic tLang;

I neo dJ n-qllt cUl ( hiltlr Vin plj,,Itr So.

QUYl:T DtNH:

. Didu 1. Ban hdnh kdm theo euvct dinh nay eu) chd cong tic van thtr,
luu trir cira Sd Tdi nguy€n vd M6itrLrdng tinh S6c Trring.

,. . Plgl^t: 
quy6t OjnU ndy c6 hieu lLLc k6 tiL ngriy kj vd thay rh6 qLrydr

drnh so 56 QD-STNMT ngal IE 06 2012 cira Sd.I.di nguy€n vi Mdi truLrirrg.
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Ei6u 3. Chdnh VIn phdng Sd; Tht trudng crlc phdng, don vi vd c6ng

chuc, vi6n chrlc, ngudi lao dQng thuQc Sd Tiri nguy€n vd Mdi tnLdng tinh S6c

Trang chiu tr6ch nii(rn thi hinh Qul ir dinh nAv. .

Noi hAn:
- Nhu didu 3;
- SdNOivq;
- Luu VP.

GIAM EOC
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QUY CH6
V6 c6rrg tdc \in thu.lrlu tril

rB,tq I'i'tlt t" ,,, rhci Q'D.it ,t'rh so: QD-51 vMf
,i'ia,," o,,,,, )0!B (t'; \Jilt dac 5d Ti ng lin vi lr'lii trtdag)

Chuong I
QUY DINH CHUNG

Didu 1. Ph.lm vi v:\ tl6i tugng tip dpng

l. Phrrn riiP drrrrg:

a) Quy chli niy quy dinh cric holt dQng v€ vdn thu' luu trft de thuc hien

chiLc ning, nhiem vu cira co quan'

b) Cong tic \ in lhu bao g6Lr cric c6ng viec 
"9.'9q.tlAo: f"," l*1 :i.i

ti,r: au.in ti,..,i lj \rn b:ln dirr' rlrrr br'r Lli rri lictr kJric h-inh thinh lrong qtrr

rL"r, r."ii ,li"g "ti. "o 
qu"n. Ii1' ho.:o hiqn hirrh li giro ndp hd 'o tio I'nr tri

hi6n hinh; quan lj vi siL dung con d6u'- 
;;a;;; '-,,,u,,,, o]o eo' c'ic ci'rrg ri€c ri rhu rhip' bio qtrin vi rd

chuc siidungiei lieu hi l thinh trong qu/i trinh hoqrt dQng ci" 
".o 

quu.t.

2. D6i tuo-ng ip dtrng: Quy chi nil dLroc ip dtrng thong nh'r[ cno cac

phnng. tlon ri rltttrc ra lrrrc thrrnc Su

Diiu 2. Trich nhiQm qutin li vir thqc hiQn c6ng tic vin thu' luu trfi

1. Giim al6c Sd ohiu trdch nhi€m chung vir qu6n ly vd holt dQng cira cong

t6c van thtL, ILLLI triL tli So Tdi nguyen vd M6i tNdng'

L Clrin'r Virr l rong clriLr rrrch rlti'nr 3i'.p.qiiT ddc Su (d;i \oi Ki;i
van Dlinp. So): lnronr Phon3 f'-' clriLc ll:rrrlr clrinh hoic nPll'il Ph!r.I.ncn cono

"". 
f,ri'rj",'iri"f' |.,i;it',Ji .,o ao,. \i trrIJ Llrrrrc Sjr tr1rc tidp cltrin.ly^' kidnr trr vit

Jir 'ir t,e. thrr. hierr cdrrg Iic \'rn lhti lrltr rni rri So Dong rhji^tdchii htt6nl

ii" 
"a"iCp'tt, 

t: 
"org 

tii r1n rnrt lLru lru cho cic Jon vi L4rc thude So'

3. Thir tnLong cdc phdng vii dcrn vi thuoc vd t4rc thuoc Sd cd trdch nli€m

tri€n kiai vi 16 chiLi thLLthien nhiem vu theo QtLy che niy'

4. Toin thO cin bQ, c6ng chitc, r'i0n chilc thuQc S0 Tii ngLry'0n vd M6i

rrLrons r'l.rng qrt.t tr'lnh thco ,-loi ;ili qllrt cong viic c6 Iien qtrln. 
'ldn 

conS tcc

,';';t,r'..,. i;,; ,,lt ij ir,i.l' Irlr'irn tri n rhii'lt'ng theo c ic qrry dinh liii orry chi n:1

vd c6c iuy dinir khic cira phip iulit vd c6ng tec vdn thu ltru L't'

Diiu 3. T6 chiLc, nltiQm vtr cita virn lhu' luu trli co quan

l. vi td chflc:



Cdng tdc vin thlr, lur h r-i co quan allroc bO tri nhin su lrinr chuyen trich
ting cdng viec hoSc ki6m nhi€m ciic c6ng vi6c tltu6c linh vuc viin thrr, luu tl'ir.
cu thd: phu tfich \'!n thu;phLr n.ich ILm tri; phu tr'.ich vill thlr. lLm 1n1; phu trtich
\'i theo dai riec tiep nhin rc ho:rn tri hd so; theo doi c6ns vin c10n; thco d6i
cdng vin dir nhin vi6n giito lien: phu h ich kho luu trir tdi li0u co c1uan...

2. Nhi(m r r; criir r':rn lhu co qrrin cu the nhtr slr:
i) Tiip nhin. dirrg kj r in bin dir'.

, hr llrrrlt. ,htrrcrr piro rirr Lr.in.l.irr cr,o c.rc cl.rn ri. c.r r.lr..n sru kri co i
l<i0rr cirr ngrrdi cii ihinr quydn.

c) Giirp Chinh Virn phirng. frLirrng llrong Hinlr chinh Lronc nguJi dtLcrc

giao tr6ch nhicm thco cl,:ii, d6n d6c vi6c giei qu),et vin bin den.

d) Tiep nhan cic dU thiu vun birn trirdt ngLro'i cd thim quyen xenr xdt.
duy€t, ky ban hinh.

rlr Kiim tr:r tl.i tlrrlc. lrrr'l lhlJ \i lj tlrr:rl lf:nh bi1: 3lri ,o ri r;ir.
thdng; dcing diu rit.ic al6 khin, n1at.

l Dirr I.v. I.lr rl.u tr. pl. rr lrir r. c,rtryin plr.ir r., rheo rldi viir chrrlin
phrir v;i bdn dj.

g) Sip rep- I'ao qurn vi phuc rrr r i";c lr.r cirrr- srr drrrrg l'.in lu rr.

. I) Quin ly s6 sich vd co s<r dii lieu dang ki. qrrin lj vdn bin: lin1 thh ruc
c:ip giiy giLii tbi6u cho can b6. c6ng chilc, vi€n chiLc.

ir F.o 'lr.:ll. su rl r ,g .nrr ,1.. rci. r cu qrr.rrr ri ci- lo..,i con d.iu Uric.
ktlhL:-hidrr 1,.,o ci., rlr,'rr! ki,lir )rl,;f.dor ru.ir re cdne t.i. \in thrr.

I) Ap dung c6c thdnh tgu khoa hoc, c6ng nghO th6ng tin \,rio cdng tic van
thu, iuu trf co quan.

J. \hi6rn rr.r cti:r lrnr trirco qlttn cu tltii nhu.sttr:
I' Huorr: Jin crr b.,. .orc ch,\. \icn ih.Lc lr.rnc co qrrrn lip lrj so ri

churln bi h6 so, ldi li6u gino n6p vio luu t|ir hidn hinh.

b) fhu thap hO so, tdi lidu d5n han n6p Irru vio luu trir hi€n hdnh.

c) Ptrin loai, chinh li. xric alinh gii tri, rh6ng k6, siip x€p hd so, tii li€u.

d) Bio d?iln bi n1At. an toin hd so, tari li6u

cl) Phuc vu vi6c khai tlr:ic. siL dung hd so, t,\i lieu luu tr.iL.

e) Lua chon h6 scr, tii liQu thuQc di.;n ndp lLru cld giro nop r,ao llru htr lich
.ri tlrco quy Jinh ra rlrtrc hiirr c..c tl'ri rrc lieu llr) rii liqu lr.il gii rri.

l) l llqC hlen blo cco lhOnS ke dtrh k). LjQl \lti \c cd|q l.]c lrIU tru.

Diiu 4. C6ng chilc, vi6n chrtc lim r6ng t{c vin thrr, lu u trii
C6ng chLlc, vi6n chtuc allroc b6 rri. gion nhi.:nr ru lim cong tirc \in tltu.

hrLr trL-L phci bio dirrn tieLr ctt .in nglri6p vu cua ngach c6ng chiLc, viCn cllr'ic
luginh vdn thu, lLLu trti tlleo qrLy clinh cira phdp luit.

Di6u 5. Kinh phi cho ho4t tlQng vln th(, lrnr trir



1. Hdng niim. Giim ddc Sri c6 trriclr nhi€m chi dqo viQc ldp du trir kinh phi
trang bi cic rhiir hi chrrydn dr.rr: ri ro clluc cic hoAt J,rng nghiip \ rlreo y;u
ciu ctia cdng tilc \.in lh.r. luu tr'. Jllc cu qJrll nr nvrrdn kinh phi duoc cip lhuong
xuydn cia ctr cluan hodc tt phi l<hai thdc, sir dung tdi liou luu tr[. Trudrg ho!
cdn thidt, Gian ddc Sd chi cl.ro l;ip du rolin trinh co quan c6 th6m quydn duy€t
cip kinn phi cle thrrc hidn ldt nliirn \ u virn lhu. llrrt trir'cLir c<r qucn minh.

2. Chnnh Vnn phdng So; TrLrtrng phdng To chuc hinh chinh c6 tr6ch
nhi€_m xiir dtrng k6 hoach kinh phi, t5.tii iLang th;6t bi chuy6n dirng vi t6 chriLc
cdc hoat ddng nghiep vLr diip iurg }'€n ciu cira cOng tilc vin thLr luu tfi.

Didu 6. Bio vp bi rnit Nhi nu6.c tlong c6ng tic viin thu, tu.u tri.
L Moi hoat c16n-g nghi,ap vu vd vin thLr, luu tri! cira co quan thtLc hi€n theo

quy dinh cria phlp luit hien hinh vd bdo v€ bi mdt crla NhA nudc vd quy iinh tai
Qr.ry ch€ ndy.

2. Ch/rnh Vin phdng. 1'hLi tnronq citc .1orr uj t u. thudc c6 trich nhi6m
quin ly vin blin d6 mat: tuyet urat, tdi lnat, nlat. C6ng chirc, vi6n chiLc lim c6ng
tdc vau thu, hnL tlir c6 nhi€m r,u lrhii cani k6t bio v.a bi mdt ccr quan, bi mit Nhd
nucrc theo quy dinh ciLa phiip luit.

Chrro.ng 
_II

cONc r,4c tAN THU
Nltlc 1

SOAN THAO V,q. BAX HANIT VAN NAN

Didu 7. Hinh thric vln b:in
1. G6ru c6c loai hinh vdn bin sau:

- Vin bin qLrv pham phdp lLrAt;

- Vin b/in hhni chinh:

- Virn bir.r chuy€n nginh.

2. Ciic loai vin brin hinh chinh crira ccr quan ban hdnh duoc rA soit vd
ding theo quy clinh tai Th6ng ru li6n tich s6 55/2005/ifTLT-BNV-VpCp ngiy 06
thilng 5 niri 2005 .r,1 Bd N"i r rr ri Vtrrr plrorrg ChiDh pllll huoDg d:in rlre thirc
vdr ky thuiit trinh biy vdn bin vi Th6ng rlr lion tich s6 0U201I/TT-BNV ngdy
19/01/2011 cira Bd Ndi vu hLrring din thd thirc \a ki thurt rrinh bn; vjn bin
hdnh chinh.

DiGu 8. ThG thic vi kV thuit trinh biy vln bin
1. Ddi vdi vin ban hdnh chinh cira cr: quan d[o.c thuc hiOn dirng theo quy

dinlr tai Thdng tu li6n tich sd 0l/201I/TT-BNV ngiy l9/0Il20ll cira Lt6 N6i vu
hu6ng din the rhirc vii ky thrLaftrinh biy vin bin hinh chinh.

L Dai \ oi \:ur bdn qu) pirlnl phdp luAt dlrcrc thuc hi€n cl0ng theo quy dinh
tai Th6ng trL li6n tich s6 55/2005/TTLT-BNV-VPCP nq,r! 06 thriirs 5 narn 2005
cia 86 NOi vLr vri Vin phdng Chinh phiL huong ctln the tf,uc vi ij rhuir td r

bdy vdn brin.
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Di6u 9. Soirn thio v)in biin

l. Viec soan thiio v:in bin quy pham phdp iudt thuc hien theo quy djnh cira

LuAt s6 80/2015/QH l3 ngdy 2216/2015 r'd ban hdnh vin bdn quir pham phrip ludt
vn Nghi dinh sd 34/2016,ND-CP ngny l.t/5i2016 cira Chinh phri vd quy dinh chi
ti6t mot sd diCu vd bi€n ph6p thi hdnh luit brn hdnh vin bdLn cluy ph4m phlip luit.

2. Viec soan thiio viin bin kidc dLrilc thqLc iriQn nhrL sau:

a) Cin cu r io trnh chrt, rroi dung cira vin bin cdn soan thdo, linh dao Sd
giao cho cic phdng, don v! horic c6ng chiLc, vi0n chiLc chrh tri soan th6o vin bin.

b) Cric phdng, clon vi hoilc cdng chirc. vi6n chiLc clLroc giao soan thio !5n
b,rn co trdch nlriim tlrric lri.:n cic ci,ng r i c '-rrr:

-.Nghi6n criu cric th6ng tin. tii li6Lr vi cric quy clinh cta phip luit c6 lidn
quan, d6 xuit bi6n phip xiL ly.

- Xic dinh lrir' rl'ii. r' i.lrrrre: 'l' rr:lt. do kh.ln tni'r cdrvi noi nl in crrc

vin biin cin so4n thio.

- Thrr thip. \i l( thone lin co li.rr ,lui.r. clit thjo rrln Lrrn. truong h.p iirr
thiet dC xuet vdi linh rlao liy.y ki6n d6ng gdp c[ra cilc t6 ch{rc. cd n]rin c6 li€u
quan; nghi€n cix tiep thu i kier d6ng g6p cld liodn chinh dLL thio vin bdn.

- Vnn bin phii dinr bio cic ydLr c.,u ri trnh ph.ip ir. noJ clung. hinh thiLc.

thdi gian ban hinh.

- Trinh duyQt du thio van bir.
3. C6ng chirc, vi6n cllfc duo. c eir. thrL Li. gixi qrL) ct hd so trrlc ti.lp soan

thAo vin bin hdnh chinh th6ng thudng tlu6c ph4m vi chiLc niing, nhiQm vrr c Lin

ccr quan chiu trdch nhi6m vd n6i dung, the tllirc r-in bin. Ngudi diLng ddu cic co
quan. clon vi tfr,rc thtric Sd slLt khi xenr .lct. elicu chir r. duvct noi dunv vir kj
nhriy ngay, cudi tldng n6i dun-r cira vin bin, ddi voi vin bin quan trong phii ki
nhhy o ctLdi m6i trang.

Di6u 10. DuyQt tlg th:io vln brirr, sria chi:r, bd sung d r.r thio vin ben
dn duy€t

1. Du thAo van bAn alrroc phin cr)ne duydt theo quy trinh sau: khi trinlr
duyet du thao, don vi ho;rc cdng chirc, viSn chirc chir tri soan thio phii t{inhtdnl
theo ciic vin ban, tdi liQu c6 iiOn cpan; d6i voi nhung vdn bin vA cic vAn dd cluan
trong, phfc tap phii giai trinh ho+c 1i6n qurn ddn nhiiLr d,-in \ i. ci nharr. \ cn bin
gti ra cric co quan khdc phii kdn.r theo Phi0u trinh.

2. I-16 so trinh drLyit phii chuy6n cldn cho Van phdng SLi hoic Phdng TO

clrrrc lranh clrinlr rJui roi r.ic r',rr rilrrrc trric S.) de lrirh n.rh'i cd lhim qrtr cn

ki duyet vdn bin. Truoc l<hi h lnh ugudi c6 tham qu)'6n kj duyQt, Chrinh Vnn
phons. lruone Phone I'l:rr L chinlr h \i., rrgrroi Lllroc phirr cong ri soit Li Iin
cudi vC the thric vi ndi dung van bin (n6n phftt hi6n sai s6t. thi d0 nghi bd ph6n
soan thAo sira chfa lai).

3. Dg th6o vdn bin phii do ngrroi co thiru quril k\ du)et vin bin.
lruon3 hgp dLr rhno d.l dudc plrc Llu)et r'lIrn: r\n' c,in thi.iL plr.ii bd srrng. siril

chira vio dLr thio thi don vi ho4c cajng chirc. vien chiLc duoc giao nhiem vu chri



tri soAn. tharo phii trinh nguoi di duyet du thio xem x6t, quyet dinh viec sua
chia, b6 sung.

Didu 11. Dinh mny, nhiin bin
l. ViCc so.u thao vin bin hdnh chinh th6ng thudrg do chuydn vi€n duoc

giao gidi quy€t c6ng viec thuc hien. Truong ho. p vin bin cira liinh dao cluoc du
theo bdng brin viet tay vd drLoc giao cho bd phen vin thu d6nh mriy, thi vi€c d,nl
m6y vin bin phii dirng nguy€n vdn brin thio, c1lrng thd thiLc vd ky rhulr trinh bdy
vin bin. TrLLdng ho-p phit hien c6 sai s6t ho;rc khdng rO dng trong bin thio thi
nglroi dinh miy phii h6i lai ci nhin soar thAo hoic ngudi duy€t bdn thio dd.

L Nhin brn dtins 'o Iuorrr clul dinh ph6r hinh:

t) So lrLmr v.in b.tn nll.... bJn {ld pltjl hinh rluoc ric dinlr trcn io so sd

luong tai noi nhiin virn biin; n6u gti di'n LrhiiLr nqi rni trong \,in bif ldong li€t
k€ clit danh siich thl bd phan sorn thio phii cti phu luc noi nhin kdm theo dC luu
d vin thu.

br \oi,nlrirr p\ri drro. x.r. dinh irr rhE trong \ar) bdn.lrdn nguiin ric van
bdn chi grii din co qurrr co chrrc rrrng. thirn q rlin oidi quyer. ro chirc rhrrc hi€rr.
phdi hct. p thuc hiQn, girlm s6! kiem tra li€n quan c10n ndi dung vin br'in; ldrdng
giri vugt cip, khdng gtii nhi6u bin cho ndt cldi tunng, kh6ng giLi d6n cLic doi
tuong khic kh6ng thu6c phant vi di€u chinh vi li€n quan cl€n ndi dung cira I an
bin.

3. Ciir gin bi n{t nQi dung vin bAn vi thuc hi€n ddnh rn6y, nhdD bin theo
ding thoi gian qu"v dinh.

4. Vi.ac nhin,bin vin bin n.rdt do linLr tlat, quldt .linlr r a cluoe thrLc hi6n
theo cric quy clinh v0 brio v.^ bi nrdt NllaL nu6c.

Didu 12. Ki6m tra vitn bin tru6c khi kf ban hirnh

L fhrr tnrung eic phrrn-. don riclrrl tri 'crn thlo vin ban phii liimtrr
vd chiu tr'6ch nhi6n v0 c16 clinh xric cira ndi dung vin bdn, dd xudt miLc d6 khAn,
cldi chiiu qu1' dinh cLrr phiip lu.it ve bio vd bi m{t Nhi nuoc xic dinh vi6c d6ng
diu nAt, cloi trLgng nh4D vixr biin vd phii lij nhiririt lio vi tri ket tlrirc noi dung
vin bdn (saLr ddu ./.) trLroc khi trinh linh diro Sd ky b;rn hdnh.

2. Chrinh Virn phdng, TrLLring Phdng Hdnh. cbinh ho{c ngLrdi dugc phAn

cdng giirp GiriIr ddc So 16 chiLc ki6m tra lin cu6i vd chiu tdch nhiem ve. thC

thfc, ky thuet trinh bliy, thiL tqc ban hinh r'an bin riri S(] r,n ky nhr,r,tit vio vi
1ri cu6i cirng s "Nqi nhin" trLLoc khi 1[inh linh dao Scr kj bal1 hini.

Diiu 13. Kf vln brin

1- Thrim clLrlin Lj vrLn [..rn dr.Loc tl]rLc hien theo quy dinh cira phlLp ludt,

Quy ch€ Lirn viQc cita Sri.

2. llinh rhi.. k1 r arr bin ,lrrac siL drrnj con Jiu cir co c1urn. gdnr cd:

- NgLrol dung dilrL c(] quiln.



-

- Cip drLoi tlqc ti6p cira ngudi dilne diu drro-c ngrroi clirng cliu cn quan
theo phAn c6ng, uy ciLry0n cu thO bdng vim bin ri6ng. hhi dti thdm quydn k! s6

ghi ki thay (KT.).
- Chinh Vin phdng. Tuing Phdng IIdnh chinh cluoc ngLLCri rlirng dru clt

quan giao ki m6t sd van bin cu the bing viin bdn ri0ng, khi cl6 thim quyCn ki sC

ghi tlrta l€nh (TL.).
- Truoog hop rrguoi dring diu tlorr vi trong co quan c[Lo-c ngudi diLng diu

co Lluan tly qrryjn k1 nr,it .o rin bdn .rr tre bin r;n brrr lieng. khi d" rh..r r

quy6n ky sd ghi thita ny quydn (TUQ.).

J. Klr,-rng drrng br I chi. LJ rl rrqre .l. ,li kr rlr lrr.
Di6rr 14. Biin r:ro rin bin
L Cic hrnh ll rc br.n.io jnr r: s.., y L.lrr clrirrlt. s.ro lrrc r- llrcl sro.

2. Th6 thirc ban sao duoc thuc hiin thr.n Thong tu sd 0l/201 L/TT-BNV.

3. Vi0c sao y bin chirlh, sro hrc. tricli sao viin bin do linh clao Sq Chrlnh
Vin phdng S0 quyel dinh.

Hinh thirc sao: Sao y bin chinh horic hich sao, hodc sao luc; t€n co quan
sao vin bin; s6, ky hi6u bin sao; clia.cianh vi ngi),. thing. ninr sao; chirc vu, ho
tdn vd chiL kyi cia ngudj c6 tltinr quyer: cliu cira co qrran sao virn bin; noi nhin.

3. Bdn sao y b6n chinh, bin tiicir sao Yi bin slro iuc duoc thrrc hi6n theo
.lirng quy dinh tai Quy che naiy 06 gi6 h i phip l)t nhu bin chinh.

4. BiD sao chfp $hotocopy ci cl.ru ri chu l(i crlil \an brn chirrh) Lih6ng
clLro-c thtLc hidn tlreo dirng thd thiLc qu1. clinh t4i kho6n 2 cria Di6u niry thi chi c6
gii tri th6ng tin, tham lchao.

. 5. Kidng duqc sro. (lrpp. clru1err plr.it r'.r nLoii cn qurrr nlrring; kiirr ehi
bir li rarr ban. Tnrong hqp nhrinc j (irrr c.r.r l,.nlr dro_glri .l'in Ii rrln b. rr c.,r,

thi6t cho viec giao dich, trao ddi cdng trc phii dL ue thi chi lror bing rin bin
hirnh chinh.

Mqrc 2

QUAN Li \ \\ BAN

Didrr 15. Nguy6n tic chung

L ViI brn di. r:-r'''. -,1.1r plr.ii Ir.ic qrr..n li rip trrrrg rlrono rl).it t..ri \an
thu cq quan. Nh ng viin bin d6n kh6ng ducrc diing ki tai vin thu. cric phdng.
don vi hoac c6 nhan khdng c6 tfich nii€rn gidi quy6t.

2. Vin bAn di. vitn bin d6n thudc rgil niophii dLrcrc d.lng kJ. p},rt hinh
hoalc chuy€n giao trong ngi1. chAur nlit lri cliiu gio cira ngi) lim vidc ti6p theo.

J Van b.ln derr c" lir : ,lj Jo . lr' ',. i J r.,. (|.-rng J.r. rr'nh ri .ll.i.
giao nga) sau.khi nhdn duoc. Van bin lihiu di phii cltLoc horin thdnh tht tLrc phrt
hirnh vd chuydn phit ngay sau khi vdn barr duoc ky.



,1. Vin bdn. tdi li0u bi m6t nhd ntrdc duoc ding ky quin li theo phdp luat
hiQn hirnh v€ bdo vQ bi mdt nhd nuoc.

Diriu 16. Trinlr ll qu:in lv v:irr b:in drirr

Tit ci lan bin, ki ci don. thrr do c6 nhdn gfti den cq quan (sau diy gqi
chung li vrin bin cl6n) phai duo. c cludn li theo trinh tg sau:

l. Tidp nhdn. dang L1 r an bin din.

2. TLinh. chrryin giao vir'brn den.
j. Cir i qrtyct r r theo ddi. don ,loc r irc gi:ri qrrl it r an bin ddn.

Diirr I r. I i6l nh.f n. rl:ing L j r in bin tl6n

l. I(hi tiip rri:irr v.in bin d.rn tLr nr,'i llgulin. !lrn rhLr hoac ngroi dlroc giao

nhiQm vlr ti6p nhin vin bin d6l phii kidrn hr s6 luong. tinh trirng bi..diu ni6n
pholg (n€u c6) dic bict lLm j d6i voi nhimg bi thu cri dQ khAn, mat, kiom h", d6i
chiOu vdi nu-i gid luoc khi nhin vir h:i nl{n. Vin bin d0n bi thi6u, rhch, bi bric,
hoirc v[n bin ben trorg ldr6n-r al.lng v6i sO ghi ngoaii bi, noi nllin, v'!n brin h6a
t6c hgn gid mi chuyen d€n murin hon thoi gian ghi d ngoii bi hoic trudng hqp
phit hi€n sai s6t, vin thu phii kip thoi th0ng.bio.cho noi giri hoic bdo cdo ngLLoi

dugc giao tr6ch niiem \em xdt giAi quyet, neu can thiet phai ldp bi€n b6n c6 chii'
k1i xic nlrin crra ngrrii dr.l van bln din.

2. V.rn brn ddll chul en phlit qua lniy Fax hoBc qra mang thi in ra vd lim thi
tuc dring d6u tl6n.

J. \ in bir lilrirr din n--rrl gio lirrr virc. ngil li. ngal nghr. bio vi co
quan hoic ngudi tnrc c6 trrich nhiQm ky nhin vd b6o c6o ngay v6i ngudi dfng
ddu hodc ngtLdi dLLgc phin c6ng.d€ xir l:i. Nhirng vin bin do c6ng chr?c, vidn
chirc, chul,Cn vien aji hop mang v6 hoic nhin truc ti6p phii duoc ding ki tai vln
thu trudc kii xiL l)' theo qLry d!nh.

4. ( ic bi \.'n b:L,r (len vi r rlru lhuns J,',c: bro gdm cic bi vrn brn g ri cho Ld

chuc Ding, criu doir the hong co qucn yi cic bi vdn bin gLii tlich danh ngtLoi nhin,
duoc chu-v€n ti6p cho noi nhan. Di5i voi nhiLng bi vin bin grii dich danh nguoi
nh6n, n€u liL vin bin Ii€n quan clen c6ng vi0c chung ciLa co quan thi cd nhan nhan

vin ban cij trlich nhienl chuyen cho vin thLL d0 cling ky.

5. Eoi r oi nhin3. bi thLr gtii dich danh nguoi tlLing tliu, vin thrr gtii truc
ti6p d5n t€n ngLLtri nhdn hole ngLLoi dugc phdn c6ng b6c gd cic bi thu cira.ngudi
t[ing diu; sau khi c6 y ki0n cira ngLtoi rlilng dirL thr vlrn bdn phii drroc chuy6n

d€n vln thu d€ dLLgc ding ki vi xu li tiCp.

o. Doi r oi lhing bi thLr cn kli hiQ! lnAt, toi lnAt, tuyCt mat. hoic c6 ghi
"chi ngudi c6 t0n nldi duqc b6c bi", vin thu chi cling ky vd chuy€n d€n ngLroi

nh|n1rogc nguoi c6 tr6ch ririen xu l. . Sau lihi xu li xong,,cdc vin bdn trdn phii
chuy€n cho ngudi clLrcrc giao tllch nhiQrt quin li theo ch6 clo bio quan tii li6u
nldt.

7. Vnn bin d6n dugc ding lqi rio so diLrg ltli ran ban din hoic co so dir
liQu vdn bin d6n tr6n m6y vi tinh.



a

8. Vin bin mit alCn aluoc dang k_ riCng hoic n€u siL dnng phin nt6m tr6u
rni)' vi tinh thi kh6ng dLLnc n6i mrng LAN (n1ng n6i b6) hoic mang Intemet.

Di€ll 18. Trinh. clrrr5en giln rin birr rl6rr

L Virr brn ddrr s,rLr ll i thtnc drrr ky. plrri trirrlr lrirrlr Jro So di xirr i' liidn
phin phoi vln bin. Van bin Llen e6 ddu chi chc miLc c16 khin phii aluo. c trinh vd
chtLy6n giao ngay sau hhi nhiu dLloc.

2. Cin ct lro j kiin clri clno giii (lu)'6t, vin thu vio sd hoilc co sd dii lidrl
rjl brndin lel lr-1 \': rialr.,rr.lcrrtiL:p treo1Liilr).r dro.

L Viic.l rrrirr -iro rirr Lrirr ph.r'.'.rnr bio clrrrrlr r.rc. dllntiloi trruns. eirl
gin bi mit nQi dung viin bin, phiii clLto. c ghi nhin vio s6 qurin l1r vin bin vi h6 so
cdng viCc cira cq quan.

Diirr I 9. Gini qrryit r i tlreo tloi.,ldrr rltic r iic gi:ii qrryct r in bin rlirr
L Sru lJri nhqrrr ,ln,'c rrn l'rn,l:r .I lrir tlr.one.ric pl'.,rrg.,lon riltor, c.r

nhin c6 trich nhienl chi dao, giii quyet kip thdi theo thdi han quy dinh. TrLrinrg
hop vin bAn c10n kh6ng c6.y6tL ciu ve thdi han tri ldi thi thdi han gi6i quyit
dlrqc thlrc hien theo Quy cho lim viec cLra SL.'.

). VilI] Ilrrr cd t.ric I rrhienr lon- l,fp co lie'r ran.b.rn.d n. r-n bln LJirr rl.

drLoc giii quy6t. dA ddn han nhrus chua clLrirc giii qLr1,Ot dd bio crio Chdnh Van
phdng. Chiinh, Virn phdng cir,tL/Lch nhi0nr clirrr tliic, bio ciro linh clao S<i vc truli
hinh giii quydt, tier al6 \.i\ ket qui girii qlryet vin berl cl€n de th6ng bdo cho cac

dtrn vj li€n quan.

Didu 20. Trinh hr quin lf vin b:in c1i

Vin bin cli rlLLo-c quin li theo trinh tlr sau:

1.I(i6n tr-a thd thirc vi lilr tlruil trrnh hit vun h.in; ghi sd \a lgiy, thing,
nan1 cira vin bio.

2. Eing kj vin bdl di.

3. \hin bjn. dong diu co qurn v.' dir nrrl. Jo klr"rr. nrir lrreu to.1.

4. L,im thir tuc phalt hrinh. chuyir phit vir ttre. ddi \ icc clrul dn phil viin
bin di.

5. Lllu vain bin di.

Didu 21. Chuy6n phrit vin biin tli

1. Vnn bin di phAi dLroc hodn thanh thir tLic \.rn.thu \i chu\en phit ngay
trong ng,ry vdn bin c16 drLoc ky. chdn nhit li lr'ong bu6i s6ng cira ngdy liin r iic
tidp theo. Van bin khAn phii clLroc ldm thiL tuc ph6t hinh ngav sau khi drroc ki.

2. Van bin di (1fu lJrin) ro lhe drroc clruydn cho ncri nhAn bing Fax hoiic
chuy0n qua mang c16 th6ng tin nhanh; tlong ngiv la\m vidc phdi giLi bdn chinh doi
voi nhiing vdn bin c6 gi6 tr: lrru trtr.

3. Chuyen phiit 1an brin m4t thlLc hiell theo qlrv clinh tqri Ei6u 10 vd Di6u
16 Nghi dinh s6 ::/ZOOZ,AID-CP ngi-v 28 thing 3 niim 2002 cira Chinh phLr vii



quy dinh tai Khoin 3 Tliong tu s6 12i2002/ IT-BCA (Al l) ngdy 13 thting 9 nlm
2002 cira BQ Cdng an.

Didu 22. Luu vin bin di

1 M6i vdn bin di dLroc [ru hli brn: Bin eoc jLru tai \an thu ccr (]uan,
dunc d6n3 dirr. rip rcp llreu tlIr lu dino 1.1: rndr brin chinh luu r|one hu .;o giii
qu)'6t c6ng viec vii duoc chuy6n giao cho bO phan imr tril theo thcri han quy dinh.

2. Vin bin di c6 ch6 dO rnAt duoc lrru rai viul thu theo chi: d6 b.lo ve bi
mat Nhi nuoc. du(rc sap xip theo sd thir tlr vd bdo quin trong cip, hdp. Tuyet
ddi kh6ng ducrc mang ra kh6i co qutn trrrcrrg hop cin khai thdc srt d;ng phdi
tluqc srr al6ng i cLra linh dao.

i. Vrn rlrrr co rr.,Jlt nlliirr I,ip.d rlr,.',r,ii ri phrri rri kip tlroi .e. ca,r ,ti
.ir.rn: L,r,rr Lrrr rri Vrlr llrrr theo. rr) ,.itnlr i..:r phjp luir vi quj dinll .u llri cuit co
qlrln.

Muc 3

LAP HO SO VA GIAO NOP HO SO" TAI I,IITII
VAO LU'U TRU,CO QUAN

Didu 23. NQi dung viQc lip h6 so ri y6u ciu tl6ivoi h6 so tlugc lip
1. Nguy6n t:jrc: t6t cd c6ng chirc, vien ch[Lc.khi ldm vi6c c6 li6n quan ddn

cdng viln. gidy to cl€u phii c6 trilch lrhidm liip h6 so c6ng vi6c minh lim, d€n
thdi hrn cluy dinh ndp lio lur triL hi€n hinh.

l. l\or rlUng vrec l:rp llo so cu g \ tcc:

a) Md hd sr.r: cin ciL vio clirnh mur: ho so cLi.r co quan va thrrc t0 cdng vi€c
duoc 3iro. coLrg chirc, r idn ch[Lu ehuin bi or'rc bia hd so, ghi ti6u dC h6 so lCn bia
di qrr. rli rr,.bir' Iien qurn.t.tn cdn: vi(c giii qu\ir. lrongqu.i rri..r' . riqtryer
c6ng vidc, sC l6n lLrot dua cic vin ban hinh thinh c6 li€n quan vtio h6 so clii.

or lhrr tl...p \Jn r.rn (.rn '.:rn lro so.

- Cong chiLc, vierl chuc c6 triich nhiem lip ho so cin thu thqp da) di cnc
vin bin. giey td v,r ciic tu lieu c6 lien quan den su vi€c vdo h6 so.

Cic \'an bin t|ung hd str phii drLcrc sdp xep theo m6ttrinh trr hop l)i, tiry
theo dic di€m khic nhau cira viLr bin cld chon nr0t ericJr sip xep cho thich hop.

cll(eTll rc vil br-.n nrlc lio \o:

l(hi c6ng vi0c giii quyel xong lhi hd so cing kCt.thr'ic, cdng chuc, \ien
chiro c6 lrich nhien lip h6 so phrii ki6m tla xem xdt, bd sung nltiillg vin biin,
giey td cdn thieLr vd loqi ra vin bin triug, thix, bin nh?ip, cric tu li6u, srlch b6o
kh6ng cin d€ trong h6 so.

D5i vcij c,rc h6 so cd thiri han bio quirr linh viin, c6ng chiru, \ i.:n chirc
pLtJt Lrtc I mue nu s0 lil\ du.

l. Y6u ciiu tl6i v6i mdi hd so rlugc lip:

1l



, , 
-. f,I", r.o duoc Lin phai phdn hnh dirng cltirc nang, nhi6m vu cfn co quan

ninll tnxnh ho so.

- Vdn bin, tiii li6u dr.Loc thu thip vdo h6 so cd su liCn quan chit che \,oi
nhau vii phin rinh diins trlnh tu di6n bidn cira str vi€c hay trinh ru gjdi qi,yii.",,g
vi€c.

- Vin bdn trong hd so c6 gii tr.i bio quirl tLLong dtii d6ng ddu.

. " 96nS chrc, viOn chLr.c phdi.thlLc hi6n :rghi€m tirc clc quy dinh vd cring
tic qudn li^tii lieu tri co c1u;rn: tii li€u lur tr.ii pituc vu cho y6u ciu c6ng t6c cila
tung cd nhin.phdJ du,rc y5O r.O gon ging, lihoa hoc. ti€n cho c6ng tdc tfa ciLlr.
khai thiic sir dung theo quy dinh vi c6 hi.u qui.

Diirr 24. Gi:rn rrdl Iir s,r'. riiliirr rio lrlrr tril co.qrr:rn
1. Trrich nhigrn cii:r ciic tlo.n v! vri c6ng chric, vi6n clri,c trong co quan:

. ,a.) 
Cd:don vi lruc thufc vi con- ..hric. \ ien chLlc l|onj co qrnn plrri gi:ru

n9p l)hiing ho so. tii lidU cn pid Iri I, t rr.rl rio lt|1r rrLi lridrr hirrh c jt c,. ,l.rit,l
theo thdi hat dlro-c qLrv aliDh tai l<ho6n 2 Di,iu ni-r,-,.

. l]"TT",l: hqp .rc ,lor \ i lrc. c co.rs .lrLri. r irrr clr rc c:rrr giil lrj nlrrlrc hd
so. fir lieu cli rlcn han nop lLrLr thi pbii l|p danh nruc giri cho lui, t.i.hien f,,,,nl]
cira co quan dtung tho.i han eiiL lai kh6ng drLoc quri hai-nim.

, "l 9i,i bri. .d,.," .nn.. u'an chrl. llrj clrrrvdn con3 ric. rhoi vitrc. n_hi
I)tlolr3 ch( dd bao lricnr ri hAi ph.ri b,l. siro Lri ru.lrr bul'l srr. r.ri liduclr.r co
qu"n. dorr ri hortc n- r.ii ki ,lrcrrr. l1 d r,r Ju.,c riri lro ..,. r,.i lid,, .;;:;. ;,,.,,lim cira rieng hoic ntang sang co quan khiic.

2. Thdi h?n nQp lu.u h6 so., rrii ti6u:

- ^a) 
lc.i-lidrr lr,r'rll clr nl . t, i li,r.r cllr\dl rr.rrr nriti,:lr rrr:,tu nrir lral L. lir

nxm conq vt..c ket th[Lc.

, _h,,T-ri.l;i: nrIicrr crlu lhor h^r. Lins drrne klr.,irroc vi coni nglr..: rrr
mol n,1m t(e llt n.rr]t C,,n" trir'\ ,Jrroc n._lt:...rn rlrLr chtrrh tLirc.

. c) Tdi lieu xay drng co bin: sau ba thiing k6 tiL klii c6ng trinh duoc qu,r dttoin.

. ... 9,!"::!fr lier-. rii liirr.rnh. plrinr diin rnh: rrri_cr.u_phin-: rri ,i€r rl i ,lrr.
gnr rrnrl \ r Iitr trcu krr,rc: sru b,t Irtang l,e lu kf ; conl \ iic kel thrlc.

3. Thir tqc giao nh{n:
Khi,giao rrlrp hoso. r, ili.r. dor r.. c,.nr chiL-.. rier chircplrji lip lrri brrr

rvruc llrc lrJ qn. ltr Lc |op lur.- vi h. bj I ..Brcrr brn qir,, han Irj lidu.. I uu
trir co quan v.i ben giao tii lieu m6i bdn giiL n6i loai nrdt-b6n.

. . Didu 25. Trrch nhiQm d5i viii viec t{p h6 so.vir giao nQp h6 so., t:ii ti6uvio luu lrt_r'co qu:tn

1. Tr.rich nhifm cira linh d4o Sii.:

Chr d.ro r.i1 dt, rl D:rnlr rlrtc ho sd: chl Jio ior13 ljc lip ho co \i gi.ro nop
hA so- rii lidu \ io lrr r rrir di)i v.,,. crc p,rorg. dori , i ,1,,i;" .. ,r,,. ,f,ra.-si.

2. Trrich nhi6m cira Chrinh Vin phdng:



a) Tham mLm liip ki! hoach hdng nirn cld bio dim ti6n kiai rhuc hidn tot
cdng tic quin li vi ltoit dong vin thu, lmr tlir cira co quan.

I ' llrrrrrr rr.rru cho lnrrh dlo Si uulg \idc chi d,lo. kietn trl. h.ri,rrg din
vi€c lip hil so vd giLro nQp h6 scr. tdi lidu vdo luu trir hi6n hAnh di5i voi crlc don vi
tr{c thlroc Sc}.

.. '. .;. ) lo clruJ tlluj l ill rtgc lap llo s0 !.1 p|to op ho so, tal lteu vro Irllt tri
hiQn hinh tiri cric phdng thu6c So.

3. Tr:ich nhiQnr cirt Thii tru6lg cric phdng, don vi thuQc vi tryc
thu6c 56:

.Chju trhch nhiem trudc linh clao S0 vd vi6c ldp hit so, bio quin vi giao
nQp h6 so, tii IiCu cira co quan vAo luu trir hi6n hdnh.

,1, Trich nhiQm ciia c6ng chitc, vi6n chilc:
1) L:lr) ho.u edng r iic ,lrtoc fr rrn cong tlrco doi. giti qrrJir.

b) Giao n6p hd scr, tii liCu clirng thoi han vi d[rng thir tuc c1u1 dinh.

5. Trrich nhiQm cir:r c6ng chric, vi6n chric vin thu,luu trar:

- Cdng chiLc, vi6n chuc chuy€n tr6ch vin thu, lm trir c6 trdch nhi€m huong
ddn cho cic phdng, clon vi vA c6ng chilc. vi€n chirc 15p hd so cdng viQc. Ddn
cldc, nhic nhd v2r thLLc hi0n vi6c giao ndp hd so, tzii li6u vio luu triL hi0n hdr r
h-ong phan vi co quan theo theo d[ng quv dinh cila phlrp luat.

Muc ,l

QUAN Li VA SU DUNC CO\ DAU

Diiu 2o. Qrrin lj vi sri rlrrng con tt:iu

l Chfurh Viur phdrg, TlLrrrng Phdng I-Linh chinh ho{c nguiri cluoc phdn
cdng gitp linh dao So quAn lj i,d siL duDg con daLL cin co'quan theo diurg quy
dlnh hi6n hdnh.

2. Cdng. chiLc, vi€n chiLc Lirn c6ng tdc vin thu duoc giao nhi€m vLr giiL vd
su,dqng con diiu cria ccr quan: Eing iry; COng dorln co quan vir c6c loai diu khiic
(n6u c6) theo dirng quy dinh sau:

r) -tsxo qu.Ln dn toin con diu tli phdng Lim vi6c cia vdn thLL, kh6ng dua
con diu la lihoi phdng Lim viic; kh6ng tLl y giao con diu cho ngLroi J.hic khi
chua cluoc stL c16ng 1i hoiic dtLoc ph6p bing vltn bdn cia nguoi cd thdm quyjn.

b) Phii tLL tc) don8 diu \io cdc vin bin, gidy td cia co quan, khi d6ng
d6ng driu.xong phii 

"it r'rg"y 
",,n 

diu vdo tir, khi ra ngodi phdng ldm vi6c phii
kh6a tir cet dau.

J. I(hi con d5u bi mdn ho4c bi5n dang, virl thu co quan phii bio cdo
ngLroi c6 tftich nhi.Am kim thir tuc d6i coLr diu. TLLrong hop con dc, Ui rit, Ianh
d.ro \.l plrri b.1., i.i., corg rrr nrli xry rir mJt con Llirr- lip bidn brn.

'. l(lri ca qrrrl co 9u;er Ji.ri clrir r.rch hoic sil nirip phii nup cor rla.r cr)

vd lhnr thir trLc khdc con diu mtii theo quy dinh cira phdp luit.
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Di6u 27. Dtlng cliu
l. Kholl d.roj donq,l.tU lf\n_ rc 1r(rLll-j l.np sit.l: (l.,nl dirr v.r.r r_i.jr

kh6ng cd nQi dung, c16ng diu tnLoc Lhr kr'- d6ng diu srin tr.dn gij.v trin3 hodc
Jtrrrs diu ldn crc r ln Lrlrr cn clrir k) crr.. rrcu,,i k}ring co thirn quydn.

/. Dau dong lren vJn b,rn chinh tllrrc. ph:li rd l.,tng. nlill neiin, drinq chie I

\i ding mtrc diu nriu cld trroi rheo qrr .linh. Kl "ne,tng.fi', aOi roi .ii. r.rr.
bin ki vrrqt tham quyen, thieu chir ki nhdy cria phdng. clo.n vi cJruydn n6n soan
thao vin bin, cic bin sro c6 chiL kli kh6ng lii riine. lcn lLrric.

L IJ;u,llloc d,:rg rnlr lirr I .l .lr.r kr re berr tr.li.

L Dong diu tr'. 0 r i d irr piip l"i.
a) D6ng ddu treo: D6ng ddu ldn cric phu lqc kdm rheo vin bin chinh do

nrrroi l<1i vin bin qrr.ir tJinl- ri d.i r d .rc ciorrg lin rr':rng clirr. rrirm ldn rndr p'rin
ten co quaD. td chirc ho{c ten cira phu 1uc.

. 5. E5i voi cric tii liQu bi mit Nhri mrdc, riry rheo lnLrc d6 mdt phii d6ng
alrlr r1l, nrirt: lu\cf rnat lor mrt vlai

Ch org lll
COr\CTACiuurntT

N{uc 1

CONG TAC THU TI.IAP, Bo SUNG TAI LIEU

Eidu 28. Thu thip hii so, tiri lifu viro luu trri co quan

HAng nim, luu tdi co quan c6 triich nhi€m:

L L:rp ke hn.clr thrt tlnl' lr.r so. ti i lii.r.

. 2. Ph6i hqp vo'i cric don vi, cdng chiLc, vi€n chuc xlic clinh hd so, tdi lieu
cin n6p vio ltru trft co quan.

3. Hudng dan cric don vi, c6ng chiLc. vi€n chuc chudn bi h6 scr, tii li€u
giao n6p vi lip "Muc luc h6 so. tdi li€u r16p luu".

,.,.-,.,'4. Lhuairbr t(tto vi ca. lllUO s tten bto qltrn dc tiap n t.it lto so- lii ljeU.

5. T6 chirc ti6p nhin h6 scr, trii lidu, ki€n tra diii chi6u gitia Muc luc hj so,
tii lieu n6p lu'u vdi thLLc td vd ldp "Bi€n bin giao nl.uin tdi li6u',.

Di6u 29. Chinh lf trii lifu
lld 5,J. lai lidu cut c^ q rrn ph. i ,firoc clr.r'r li lroir. c\rrrlr r. bio .l.r,rr

trong l{ho luu tl-fr.

l. r\guven tic:
r) Khong phirr tdn pl)ong lurr rni.

b) Khi phdn loai, lip h6 so phii tdn trong srr hinh thdnh tAi li6u theo rrlnh
tu theo ddi, giii quy6t c6ne vi0c.

c) Tii iiOu sau khi chinh li phii phin dnh <lucrc iroar ridng cira co quan.



2. Tdi li€u sau khi chinh l1i phrli dat yOu ciu:
'^'. ' ..^ ';r) l'hlln Io.rr \r Iip ho sq hnio chrnh.

br Xic dinlr rh.ri h:rn b;o qrrin cl.o lrj sa rii lidu cin bio <1rirr vinh vien
vd bAo qlAn c6 thdi han.

c) FI€ thdng h6a h6 scr, trii lidu.

d) Lip cdne clL tra cirur Lnuc lLrc ho qo. co sd di lidu vi cdc cons cu tra
ciru khic phuc vu cho vi6c quin ly vd tm ci'u, srl dung tdi li6u.

er I .ip,hnh nrrrc xic dinl t:ri liiu hdr gii lri di lAm rhrl tuc lieu hrl).

Diiu 30. Xric tllnh gi{ tri trii li6u

L Vi.le s.i. ,linlr rii tri rii lieu plr:ii d,rr duoc cic yiu ciu s-u:

r, \.ic Llirlr t.r' IiiLr cin bio qurr vinlr riin ri rii Ii..u ein bju qu.rn co
tlrdi lrrr tirh b:in.: si rr:rnr crr thc.

b) X.lc d.rrh .ii lieu hct ci:i tli cin lori ril de rieu hu).

2. Thcri han bio qudn tdi lielr ihuc hien theo Quy clinh thdi han bio qudn
tdi li€u do Bd N6i vLr ban hinh.

Diau 31. HOi il6ng xic tlinh gii tri trii li6u cira co quan

L Klri t.er. lrinhx:ic.lirrl : ii tri rii li";u. co qurn plrii lhinh Iap Hoi .lons
xric rlinh gii tri tdi lieu. H6i cldrig c6 nhierD vu tu van cho hnh d1o'So vd viei
quyet ciinh:

l) Muc luc lto so. r.ri li;lt e:ir lri bio.llliln.
br Drrrl- rnrrc tii licu hdr ji.l hi.

2. Thinh phir cin Hdi dong.ric dinh giri tri tdi lieu thuc hi0n theo cluy
dinh tai Di6u 18 Luiit Luu trn 2011 vi Cdng vln s6 879^/TLTNN-NVDP ngny
Iq rlri.rr I ' n.lr)r 2006 c rir ( l. Van llrrr \i Lrrr, lrir Nhi nrrdc rd huone din ro
chiLc lieu hiry tii li6u het gii tri.

3. IIoi ,ljr , l.lrrr r iic tlre ' I lrrone rlriic srrr Jiy:
a) fiLng thinh vicn I-I6i tl6ng xem xet. (l6i chieu dcnh rnuc tii IieLr h6t giri

tri vdi rrruc luc hO so, tr\i licu giiL lai. I(i€n tra thrLc t€ tdi li6u (n€u cin).

b) Hii dong thio ludn tip thd vd biCu quyet theo da sO vC tdi liQu dU hi6n
tiiu h-1. Bien b:rn (rii l,op c6,lrr chr'r Iy rira c:ic rhr'rnh riin rrone Hoi Jong ri
Juoc i.rp thinlr h.r birr. nrit hr. lrru t.ti ho "u h r1 tri l.€rr. nr6t brn c1u:r vio lio so
trinlr cip c6 thlim quyeo tham tr:r tii li6u hdt gii tr:i.

c) Thdng qua bi€n bin, lrinh ngudi diLng diu co quan quyet clinh.

Didu 32. Ti6u hiry tii liou h6t gii tri
l. Nghiirn cenl cic don r i, ci nhdn c6ng chiLc, vi6n chric tu tiCu hiry h6

so, tii li€u dLrdi bit kj hinh thirc nAo vi b.1n tii li€u ti0u hiry ra thi tludng tLL do.

L l lram qll\an quvet dinlr rre'r hrr) r..i lierr her gil rri
L:irlr d:,.r Si q.r).il J.rrlr ,ier lrrrr ti. I eu heL gi; tri b:lo quin 1...i lrru tni co

quan sau hhi c6 i kiCn thanr cJiuh d€ xudl blng vin bdn cLia HQi tl6ng xdc dinh
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gii h'i tni lieu vd i kiiln bing vin biin cira ccr quan c6 thdm quydn. Khi ti€u hiry
phni hny het th6ng tin tr'6n tdi li6u.

3. Hd sr: tiirr lrrry lri liiu hdl gi.i t i. bro gom:

r,1 fo rlinh r i r iic ticLr lrrry t.'i lii r hdt rid rr i.

b7 Drnlr rrr r. I.ri liqu lil l'.i tri l:cr t tl-co I'..n tlrttrit rttirlr.
c) Quy5t alinh thinh Iip fl6i cldng ric dinh gi.i tri tii liQu.

tl) Bidn I'rn lrft' Hvi .long r:lc dinlr gii tr i.

dJ Vdrr brn cth cip cc tl-inr c1u-',ln 'i r..c llr.irrr trir tii li,lrr Irer gii rri.

e)Q ) it dinh (,,r n:rr,-ri co th.inr qrrrin clr,' lhdp tiirr hrrl tii lidu hdl li.: tii.
g) Bi6n bin vi viic tieu hiry tni liiu hct !ijr tri \i crrr tai Iieu lierr cpan

khiic.

4. Viec ti6u hiry tii lieu hdt gi6 tr i cluoc thL|c hidn theo hrLdng din cira Cuc
tnrdng ClLc Vin thu vir Luu triL Nhd nrtoc vd cic quy clifi phip luit hi€n hinh
c6 li6n quan.

Didu 33. N6p lrlu h6 so, tii liQu viro Luu trii lich sir (trudng h9p co

quan thuQc diQn nQp Iurr vio luu tri lich sir)

1. Trich nhi€nr cira co quan nQp trii li6u viro Lur hr-L lich sir:

a) Giao nop tari lieu vr'ro Luu tlir llch su theo diurg thdi han qu]'dinh.

Truorrg hgp niuon giLl liri ho so, t2ti li€u di dOn thoi han giao n6p phiri
cluoc su d6ng y bing vin bin cira lanh aho S&.

b) Giao nQp tii li6lr t$n co sd h6 so hoic don vi bio quin dr,Loc thdng li€
thinh "Muc luc 116 so, tdi li6u n6p lLtu''.

c, Cixo n,ip J.i1 .lti hip. cip \i,ior,gelr lrir.ilr Lern ll.eo.

d) Vin chuy6n tii li€u cliin ncri giao ntrp vi liip"Bidn biin giao nhiin tzii

liQu".

2. Thoi hln nQp luu ho scr, t.ri lidLr vdo I-uLr tru'lich sir thuc hi6n theo qu]
rlinh tai Eidu 21 LuAl LLru triL 2011 r'r hLLong ctrn cur Cuc trudng Cuc Van tllrr
vi Luu tIir Nhii n[6c.

NIuc 2
BAO Qr A\. ro cHyC SrI DU\G rir L rir. Lr i rRU

Didu 34. Brio qurin tii li6u lu'u lrrl'

l. Ho :o. t-i liiu tlr.r.r J:r, h1n rr.,1' ltnr t|rr .o qulI d^ dorr r i ho.ic .:jng
chuc, vien chfc tU bio quin vi phii dim bio an toin cho clic hd scr, tdi li6Lr c16.

2. Hd so, tii liiu IurL tri etdn h.1n nQp luu phdi drLoc giao nOp vdo Luu trir
co qurn vi tip Iuns bio quin tronq kho lull t ] cila co quan. Kho lLru trir aluoc
trang bi dAy clir cdc trang thiet b!, phuong tiOn cin $i€t theo quy dinh <lani biio
an todrr cho tdi liQu.



" ] th-"dl V,irr phdng, 1'nrong p,hong Huli chinh ho.ic nguui dLLo.c phdncdng c6.tr.dch nhienr rhonl muu cho ianh .l.rc-, S., ctri dxo v;;;;;;;. ,l,,," nien 
"u"qur rrinrr r i bto qr.rn lij lidu lrrrr rrri:

a) Xdv dung honc bii tri kho luu tl.ir rheo dirng ti6u chudn quy dinh.

.", -,.lllll: l'.ri "i: fj:, l,llo phdng. ch6ng chriy, n6; phdng, chilng ni€nril: pnotn ptJl. bio nlil Jni r oj llro lurr tr.ir va rij Iidrr lLr,r trri.
c) Trang bi cliv rjri cdc thiOr bi k)- rhuar, phLrong ti.an bAo qrLin 1!ii tieu luutln.

d) Du), rri cnc ch,i dd bio quiu phir hoo v6i tung loai tdi lieu lrru trir.
4. C6ng chiLc, r,ien chfc phu trich vin thu luu trir c6 triich nhi€m:
nr Bo rri. sip rep khor h, c rai li;u luu trir.

.. ., O,"d:.u: rrl tieu l.org k ., di.rrorr-s lrjp rc..pr. din lhin ehidi) itrr thJngI'n lheu q'r1 di rlr,le ridrr rlrdn3..i. ki.irrr r,.. ,i rm ci.,i

, c,)-l Irrrorrg ru,vin Liirn tu.r rinh hinh tii li€u c6 trong kho d€ nirn ducrc s6ruqrr9. cn.tt tuOng l.rj ljJLt.

Di6u 35. Diii tuolg vi thri tuc lihri thic, sii dgng tii liQu

. ^ -i 1_i, ci cin b6, c6ng clraLc, r iin uhr'Lu rrong vi ngoii co cludn va moi c6niirr.d..r,l-r'.rc jJrri tlr'c. su dr.. r r.li li.:. jurr rlu ri-rrlrc tlra.f, 
"on*l:,, 

,..i",,l],"
ciu li0ng ohinh cling.

.. . 2. Cin b6, c6ng cliLc, viCn chLi.c ngoii co quan nghien cfu tdi li6u vr mucj]:l .:lt ll, r.ll, .o giiy gioi rnieu ghiio rrl"" 0,"r, ngj;ie;.i,, ,ar'rii, ,'j pi;l
ou0c t.nh ctito 5(] LTbng y.

:.. 9"i rrhin lihrri rhrc .rl ,r ,rlg t..i lidrr ri rnrrc dich lielg phri co.lorr.r,rn su
oung ri.t treU. chl.nq rrl.nh rlru.nlrirr,lrll ho:ti ho clrieu vi plrii dr_roi Ii h d.to So
ddrrg l

Didu 36. Cric hinh thric 16 chirc sil dung tili IiOu luu trii

._..r, ..] ,,"C",rS,.]r_,1". .vidn 
chuc ptru trrich ccing tlic luu tfr phii ldp cic s6 nhip,

XUJt t-l trir,. so dillg l\) rrrc jrr; ,.o s- v.r so dr.rrg ki d,lc ei:i rheo dirn3 q.r1 dinh
cira Cuc Vin thu vi l_uu rr.ir Nlri:r ru6c de qLrin J1:tr1 lieu fiu, trJ , Jffri,"'u u r,f.,ui
thdc tii lieu.

2. Muo-n tdi lidu nghiCn ciLu tai ch5: sau khi nghi€n ciru vin bin xong,
nglLdi khai thic phii rrd day dn rai li€u mtro-n vd k1, tr.ri iid ,o, iai fieu ujo-rO ,f.,"o
ddi nilLon tdi li6u. C6ng chiLc, r,idn ch&c phu tjch cdng tic lLru tJofrii nii", ,A,
lrong qui rrinh munn \r kierr rr., tii iiiLr irrik|i h,,:r, ri;

^ 
3..Muo,r tii li6u v0 ncri lim vi6c: rrLrung hop dic bidt do nhu ciu cong tdc

::]l: :llll:l I l;l ch.tc rhuoc cu q...rn cin .u ,]!,, gh;." rii ri.uonso,ri [ropnri
:1t:: :,,:l,l Iii" phJn-r. TrLrr.rng phc,ng Hdnh chinh hodc ngudi duic phan i6ngoong.\. NgLIor mrron tai lidLr phii chiu triich nhiem bio quin an todnidi lieu vdtl.i dirng han.

. .1 S;,i.ch1ptii lieu trru. Lr u : n3u oi cl€n lihai thiic cdn sao chup rrii Ii0Lrphii
I[rLc h en dl\ [[r thu t[c ],.hfli tlrjc !ar c6 gid].xil-I sno chup tdi lieu, d6ng thqithAi
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duc.'c sr'r clong n crla niudi c6 rh,im q,rrcn mni d.roi plttjp sco clrlrp. Vjec..ro
chup ta-i li€u ltru tl-ir phrii do c6ng chric. \ iiu chLrc phu triicl] cdne tic juu t[L thrrc
lrirln. Ddi roi lii Iijlr ..lr drrnc rlrrrc lricn theo q,|\ .hi b.io ve bi r]]ir \ho .rni.

5. l)on vi. c6ng chirc,. viin chirc khi sir dung tii li€u lur tuir phii chip hinh
nehi6n chinlr cric quy clinh vd biio nAl tha)ng tin vi phri gift gnr bio clirr an toin tdi
li0u.

Eidu 37. Thim quydn cho ph6p lihai thic, sir.(lqng tii lieu lrru trft.
Thim quy€n quyet tlinh vi0c cho phip khai thic sir dung tdi li€u luu trir tai

ccr quan nhu sau:

I. I inh dro S,r cl,o pli.1f, r iic ".i dr.rng .bin clrirrlt cic tri Iiiu ILru rrrr doi
voi cdc t6 chirc, cd nh6u nLLdc ngoiii ho.ic co yiu ro nuoc ngoii: cho phip stL
drrrrg tii lidu lur tru loai Ir.;r.

2. Chdnh Vnn phdng, Ph6 Chrinh Viin phdng,'InLiing phdne. phti TlLLdng
phdng Fldnh chinh hoic ngrrdi c6 rrich nhienr cho phdp vidc siL clung bin sao.
biin c1i6n tiL cric tdi li0Lr lul triL i16i idi c6ng chirc, uie,., 

"1,u" 
tl,u6. 

"cr"quarr, 
aon

vi vd cri nhAn c6 nhu cdLr chinh clling.

.3. Cring clruc..ri.n clrrlc plrrr rrr.lr llu tli (o lLran ..lli cho plrcp sll.cl n.
tii lieu khi tluo-c su ddng 1 cur nsrroi cn Llrinr qul in.

4. Vi€c sao chup tii li€u ILrLr tii ph.ri dLr,rc r krin phe rlul,dt eirr linh dao.

Diiu 38. Quin lj.r'i$c sir.rtgng trii li|u I .u tru
C6ng chtc, viOrr chiLc duo;c giao llriem w qLrin ly ho so, tai lidu khi thuc

hid.r viic khni tlr..ic ni lii r lrru rlr'i phri n." .o di qrrnn 11. rheo cloi rhsigian Ei.jo.
nhdn, t)nh trang h6 so, tdi li€u kli giao. nhdn..

Chrorrg IV
TO CHLIC TTIUC HIEN

Didu 39. Khen thuting vir xir.l;i vi phrrn

. . ., 1 .Yi€".,h!rg hi€n cric n6i dung cLr.r eu1 chi nil tr nror hong nhring titu
chi de binh xdt thi dLra- ldren tlrudng d6i vni tip th6 ciic dcm vi vi c6n-q chirc.
vi€n chiLc, li co sd alinh gii, nhiin xit. phdn loai c6ne chiLc, r,i6n chuc: ierr xct
rr. re Lr .c lu"rrg. .lrrq rrqr -.Jr ..r p clrirc. ,. ien clrrii.

. .1 9d,rg chiLc,.vi6n chiLc vi phaIll cic qu1, dinh rqi euy ch6 niy thi tuy
theo tinh chdt. nic dd vi phrm phii chiu crlc hinh thuc ki luAt rip ctngiheu.luy
dinh cLia phiip luat \e x[r li kj luit cj6i v6i clin b6, cdng chirc,'vidn ihirc holc
truy criu tnich nhiCn hlnh su theo quy clinh cira phrip ludt.

3. Trudng hcrp c6ng chilc, vi€n chuc vi phan cic qut,dinh tai eul che
nn) mi gi), thier hAi r ar cLrit cho crr quarr phal bOi thrLo.ng tdi6t hai theo qiry dinl
crr,r phip Iuit hiin hrnh re tr.rcll ntien. r lr ch.it dni ro. crrr h^..d,rg chric, r,en
chuc.

Diiu 40. Khi6u nai, t6 crio



1. Cdc clon vi. c6ng ch[ic. vien chiLc c6 quy6n khiiiu nai, t5 cdo d6i vdi c6c
hinh vi vi pham phip hr6r vd c6ng tdc vin thu,luu trir diii v6i co quan minh.

2. Viec giAi qLrlet Lhi€u nai, t,i c,ru trong rdng ric vin ihrr. llru rrar dlro. c
thrrc hien theo qu),dinh cira phi'rp luAt \'a khi€u nai. t6 crio.

Didu 41. T6 chirc thuc hi0n

.1-. 
lhi rlrLor.g ci- plrune. J.lr rirJ rru. \i lrLrc lltud..Socu tr:ich nhidnl pho

bien.uiinkl-ri lh cl-ienQu) chi :r) dcn roin rhi con g chuc. viin clrrjc lrong ph]ln \ i
qudn l1i.

- L Chinh Vin phdng. TrrLnng phdng Hinh cirinh.hoic ngLrdi dLrtrc ph6n
cdrrg co trich nhiurn,l'rr J.lc. rlrc, doi r rie.l. r. hit:rr err) clre ni1. -

3. Trong qiri tlini thLLc hi€r1 n6u phlit sinh r,.Lr6ng mic, cdn didu chinh, b6 sung,
Chjnh Vrl plron-,. llrung Phor; Hinlr clrinlr hoic neuoi drLdc phir cong di nghi
l:lni C1o S,'i5r'n ,1,,i. bj sung Qrry clr< niy phu hon rinl hhh rhuc rd. .

- Sd N0i vu:
- GD& cic PGD;
- Cic phong. do-]l vi thrLoc vr lrur thu6c Sd;
- Lrru VT

CIiM DoC
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