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quin lf, sfr dgng chfr kf si5
ng hogt tlQng giao dich tli6n tfr cfra c6c co quan tlf,ng

- Cdn cri LuQt Giao dich <liQn tu sO S UZOOS/eH I l, ngdy 19_ I l _2005;

- Cdn cri LuAt C6ng nghQ th6ng tin s6 AIDOOeleHl t, ngiry 29_6_2006;

- Cdn cri Lu6t Co yiiu si5 OSIZO1 t/eHt3, ngiry 26_tt_2011;

. -:_C?n.* Quy6t djnh sO tSe-qOnW, ngdy tO-4-2013 cria BQ Chinh tri
kho6 XI v6 chric ndng, nhiQm vr,r, t6 chric bQ m6y cria vin phdng Trung uong Eing;

- crn cir quy6t ai*r s6 zoo-qorrw, ngdy or-ro-20r4 cria Ban Bi thu v6

_C-h"*q trinh rmg dpng c6ng nghQ th6ng tin hong ho4t dQng cria c6c co quan
tlang giai tlo4n 2015 - 2020;

- Cdn cri Quy rlinh s5 ZOe-qOZfW, ngdy 2S-tt-ZOt4 cta Ban Bi thu
kh6a XI v6 thgc hi6n giao dich tli6n tu trong ho4t dQng cria c6c co quan tiling;

- Cdn cri NChi dlnh s6 ZA1ZOOIXD-Cp, ngdy 15-02-2007 cria Chinh phri
quy tlinh chi tit5t v€ thi hdnh Lu4t Giao dich tli[n m v6 cht lqr s6 ; dich vir
chimg thgc cht kf si5;

_ - ^ 
-.ci cri rh6ng tu s6 bslzoto/TT-Bep, ngity 0r-02-2016 cria 86 trurng

Pl 9r9" 
phdng quy ainh yd cung c6p, quan iy, r,i aung dlch vr; chung thsc cht

ff.,sO gtryfel dirng tro.ng c6c co quan Eang, Nhd nu6c, t6 chric chinh tri _ xi h6i
(vi6t tet Ii Th6ng tu sO OAIZOtOlTT-Bep),

Ven phdng Trung uong Eang hucmg din quan lf, sri dung cht ky s6 trong
giao dich tliQn trl cta c6c co quan tlAng nhu sau:

I- HtICIYG DAN CHUNG

l- Mgc dich, ph4m vi diAu chinh vh tl5i tugng 6p dBng

1.1- Mgc tlich: Hu6ng d5n viQc quan $, sri dpng cht ky s5 trong ho4t
dglg g,lo.qich dic.n tu tren mang th6ng tin diQn rEng cria c6i co quan-ding,
nhdm b6o dam tinh x6c thr,rc cria co quan, t0 chric, ca nrran c6 th6m quy6n rcy J
a5i voi v6n ban di-6n tu, tinh toan vgn cria n6i dung v5n ban tliQn hr; tr6n co s6

{?.ba: qam tinh ph6p lf cria vdn b6n rti6n tu, thric ttAy viQc quin t!, xir t!, trao
d6i, sri dung vdn ban rti€n tu, g6p pnan aOi m6i phuong thric, 16 i6i Um viqc,
n:lC.:uo ch6tluqng c6ng t6c tanf, Aio, di€u hanh, c6ng tric nghiQp vg, girim chi
phi gidy td, cdi c6ch thri tqc hdnh chinh trong D6ng.
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1.2- Phqm vi tli6u chinh: Hu6ng d6n gdm: (1) Nguy6n tic, tr6ch nhiQm
qu6n l1i, sri dgng chimg thu sl5, dlch vp chimg thyc cht hI s6; (2) Sri dgng chtr
h-f sti trong mQt s6 ho4t dQng nehiQp vp vdn thu, luu trf; (3) Ei6u kiQn bio tl6m
cho viQc quan $, sir dqng chimg thu s6 vi dich vu chimg thgc cht ky si5.

1.3- Dtii tuqng 6p dBng: T6 chirc vd c6 nhdn thuQc c6c co quan d6ng

dugc khai th6c, sri dpng m4ng m6y tinh nQi b0 cta co quan vi m4ng th6ng tin
diQn rQng cta Dang.

2- GiAi thich tir ngti

- Chthng thu s6: LA mQt d4ng chring thu <liQn tu chria c6c th6ng tin li6n
quan d6n chtr ky sri 1t6 chirc, c6 nhin c6 thAm quyAn ky s5, *rdi gian ky s5, thdi
hpn hiQu lFc cria cht lqy siS,...; do t6 chric crurg c6p dich vy chimg thgc cht lcf
s6 cira Ban Co y6u Chinh phri c6p.

- Ch{i W s,l' ta mQt dqng cht lcf tliQn ttr an toitr, bio tl6m tinh xic thgc
cira t6 chric, c6 nhdn c6 thAm quydn kf s5 A5i vOi vdn ban diQn tu vi tinh todn
ven cira nQi dung vdn bin tliQn tu tl6.

- Thi€t bi hru khod bi rnfut: Ld thi6t bi v$t lf chria chimg thu sri vd khoS bi
m{t cria thu6 bao do ti5 chric cung c6p dich vp chimg thlrc cht ky s6 cria Ban Co
yr5u Chinh phri c6p.

- Thu€ bao: Litt6 chric, c6 nh6n dugc c6p chimg thu sl5, ch6p nhfn chimg
thu s6 vd gifi kho6 bi m$t tuong img v6i kho6 c6ng khai ghi tr6n chimg thu sti
dugc c6p.

- Ch{mg thuc chii bj, sii: LdviQc ki6m tra, tl6i chi6u, b6o dim tinh chinh
x6c cta chimg thu sii fien quan diSn cht kf s5 lttrOng tin vd ngudi kf, chfc vg,
co quan, hiQu lgc cria cht ky rS).

-.HQ thiing chung thrrc chfr k!, sii: Ld hQ th5ng phdn cimg vd phdn mdm
cung, c6p cdc dich vy bio tl6m an toirn, chinh x6c cho viQc,ky s6, chimg thgc chii
6t s5 AOi v6i vdn b6n tliQn tt cta c6 nhan, t6 chric theo thAm quy6n.

- Vdn bdn di€n ttb: Ld tflp hqp th6ng tin duoi d4ng ky hiQu, cht vitit, chft
si5 dugc so4n th6o, trao tl6i, xri ly, luu trii beng phuong tiQn diQn tu.

- ThO ththc vdn bdn di€n tti: theo th.i thric vdn ban hiQn hanh cria cdc co
quan <I6,ng, trong d6 c6 x6c tlinh vi tri cht h-i s5 cria c6 nhdn vd t6 chric.

- Kj, sii vdn bdn di€n t*: Ld viQc sir dgng thiiSt bi luu kho6 bi mdt cria t6
chirc, c6 nhdn tao ra cht [f s6 tren vdn bAn tliQn tu.

3- Nguy6n tic chung

3.1- Ngudi ttimg dAu c6p uj', co quan c6 tr6ch nhiQm chi d4o viQc x6y
d1mg, dua vho sri dpng, quin lf, duy tri ho4t dQng cria hQ th6ng chimg thyc cht
kf s6 theo chric ndng, nhr€m vu, k6 hopch img dgng c6ng nghQ th6ng tin cria c6p
uj, co quan.



3.2- ViQc quan If, sri dgng chimg thu s6, cht lcf si5 phni tuen thri c6c quy
dinh hign hdnh cria E6ng, Nhi nu6c vd hudng d6n cria Vin phdng Trung
ucrng Dang.

3.3- Vi6c x6y d1mg, quan ly, vfn hdnh, duy hi ho4t dQng cria h6 th6ng
chimg thuc cht kj s5 b6o dim c6c ti6u chuAn, quy ctru.in tcy thu6t cua i.fte nu6c.

3.4- Cht ky s6 chi c6 gi6 triph6p g khi t6n tai & dang diQn tu d6 x6c thgc
vdn ban dign tu. Cric vdn ban diQn tr: can $; s6 phii dugc chuy6n sang tlinh dqng
PDF tru6c khi hj s6.

3.5- Ngudi c6 thAm quy6n cria co quan, ti5 chric uj'quy6n cho bQ phfn vEn
thu thgc hi6n viQc chuytin tir vdn ban tliQn tri c6 cht ky si5 cria cd nhAn hofc co
quan, t6 chric sang vdn ban giSy vd ngugc l4i. U! quyAn cho bQ ph6n Irru trfi
chimg thgc luu trii.

4- Nguy6n tic quin If, c6p ph6t, sfr dgng chrri.ng thu s5

4.1- Ngudi thmg dau c5p uj, cs quan quyet A6n ngudi dugc uj, quy6n
thUc hiQn tr6ch nhi6m cria ngudi qu6n ly thu6 bao cria cdp uy, ccr quan.

4.2- -fhud bao quin 11; thii5t bi luu kho6 bi mft theo ctri5 a6 b6o vQ bi mOt
nhir nu6c d0 'Mat".

43- EiAu kiQn, trinh Qr, thri tqc, bi6n ban, thdi gian thlrc hi€n vi€c tl6ng ky
c6p m6i, gia hpn, c5p Qi, thay tl6i th6ng tin, thu h6i chimg thu s5, bao quan thiist
bi luu kho6 bi mft tlugc thgc hiQn theo cdc quy dinh t4i Th6ng tu s5
OBl2OrcffT-BQP cria BQ Qu6c phdng.

4.4- Sri dung thitit bi luu LtroS bi mft de k), s6 vdn b6n diQn tri dugc ban
hirnh, x6c thgc v6n ban diQn tu c6 kf s5, x6c thuc ngudn g5c curg cAp tdi liQu
luu trii phyc vp khai th6c.

II- HrIoi{c tAN cg ru6
1- Th6 thrftc vln bin rliQn tri; nQi dung, hinh thrirc cria chfr kf sii

a) Th6 thrtc vIn b6n iliQn tri

- C6c thanh pnan tne thric bit bu6c vd b6 sung cia v5n ban diQn tu du-o. c
ky s6 thyc hi6n theo quy <linh hign hanh vd tne tflic ven ban gi6y theo quy dinh
cria BQ Chinh tri, Ban Bi thu vd Vdn phdng Trung uong Ding.

- Vi tri lcj si5 trong vin bin tliQn tu:

+ Vi tri lcf si5 cria co quan, t6 chfc: Trang diu, & gita trang, phia tr6n
cing (quy dinh tAi PhU lUc 1 kdm theo).

+ vi tri h-i si5 cria cd nh6n: Li vi tri kf tay tr6n vdn bin gidy (quy ilinh tai
Phg lgc I kdmtheo).



.. _ ,- 
vitri cht ky s5 oe chimg thgc ruu trfi a6i voi tdi liQu: G6c tr6n cung b6n

lfi khu vgc c6 khoang t iirg c,ia trang dau tai liQu tep pbr @uu f: ka6ng dd
l6n chii), (quy tlinh t4i Phg luc 2 kdm rheo).

b) NQi dung, hinh thr?c crta chit tcf sti

- tht \f si5 cria ngudi c6 thAm quy6n ky s6 bao gdm: T6n ngudi tq? s5, dla
chi thu tliQn tu, t6n co quan (quy tlinh t4i m6u 02, php lpc 3 kdm ttreo). 

'

- Chfi kf si5 cria co quan, t6 chric bao gdm: T6n co quan, t6 chric, dia chi
thu di6n tu, thdi gian ky (quy rlinh t4i miu 01, phg lpc 3 kdm theo).

. -_M5u chimg ghgc luu b:t bao g6m: Hinh 6nh d6u chimg thuc, t6n ngudi
ky s6, thoi gian k1i s6 (quy dinh t?i PhU lgc 4 kdm theo).

2- ThAm quy6n kf sii

. t - ThAm quydl kf s6 vdn ban ttiQn tu thpc hiQn theo thAm quyAn kf vdn ban
gray cua cs quan, t6 chftc.

- C5 nhAn c6 th6m quy6n st dqng chii h.i s6 cria minh d6 h-i s(i c6c vEn
ban di6n tu khi ban hnnh.

- cht ki s5 cria co quan, t6 chric dugc sir dgng d6 ki s6 vdn bin, tii liQu
do co quan, t6 chric ban hanh khi v5n ban, tei r-eu lh6nj c6 ngudi ( (hrong
tluong v6i.ban giSy tl6ng d6u treo) hopc vnn b*, tai fiQu"do 

"""q"*ltd-"t,,iEkh6c grii d6n.

3- c6c Iogi vrn bin tlign tti dugc t<y sii ld vdn ban rliQn tu c6 n6i dung
kh6ng mQt oia cdc co quan tl6ng.

. .L6r+ tlqo cdc co quan, t6 chric quy dinh cu th6 c6c thd loai vdn ban diQn tu
duqc k! s6 cria co quan, t5 chric minh.

4- Quy trinh xrl ty vin bin rliQn tr? tl6n c6 kf sii, thyc hi6n c6c bu6c sau:

- Bu6c l: Kirim tra tinh hqp 16 cta chtr lcy so uang viQc thgc hiQn chtrng
thgc cht ky s6. Truong hgrp cht ky so ktrong hqp rQ rhi b6o c6o ng"di "t;hr;quy6n cho f ki6n xri lf.

- Bu6c 2: CQp nhpt c6c th6ng tin clp 2 vd vdn ban di6n tu dugc h-f si5 vdo
co sd dti li6u quan lli c6ng v6n d6n.

- Bu6c 3: Chuy6n xfr lf vdn ban ttiQn hr diSn c6 ky s5 (qua mang m6y tinh).
5- Quy trinh xir lf vin b6n tliQn tfr ph6t hhnh c6 lcf s5, thyc hiQn c6c

bu6c sau:

- - Bu6c 1: Ki6m ffa tinh chinh x6c cta vdn ban tliQn nr ban hanh (thi5 thric,
thAm quy6n ban hdnh vdn ban); trinh nguoi c6 thAm quy6n f.i *y ila;;t6y ;Z
luu, d6ng thdi lci s5 v6n ban aien tt a6 pfrat hdnh qua m4ng may iintr.

- Bu6c 2: Cdp nhf,t c6c th6ng tin cdp 2 vd vdn ban tti6n tu duo. c hj s6 vdo
ccv sd dfr liQu quan ly vin ban di.
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- Bu6c 3: Thgc hiQn gti vdn ban diQn tu dugc hy' s6 theo dla chi noi nhgn
qua m?ng m6y tinh.

. 6- Quy trinh chuy6n
gi6y, thlrc hiQn c6c budc sau:

a6i vin bin rliQn tir c6 chfr ky sii sang vin bfrn

- Bu6c l: In tofur bQ vdn b6n <IiQn tu c6 cht h-i sti ra gi6y; ki6m tra, bAo
dam tinh tod,n ve.n cria v6n ban tliQn tri du-o. c tfrii trign ttdy dri tr6n v6n ban gi6y.

- Bu6c 2: 86 sung c6c_th6ng tin vA ban sao 6 cu5i v6n ban dugc in ra giSy
(c6c th6ng tin theo huong dAn hi-cn hanh v6 ttrc ttlic vrn ban cta c6c co quan
tlang d mqc Bdn sao vd cdc thdnh phdn th| th*c bdn sao).

- Bu6c 3: V6i v6n bin c6 nhi6u trang, tl6ng d6u gi6p lai vdo c6c trang cria
vdn ban dugc in ra gi6y.

7- Quy trinh chuy6n A6i vin bin gi6y c6 chit kf tay vi con d6u sang
vin bin tliQn tft c6 chi? kf s5, thgc hiQn c6c bu6c sau:

- Bu6c 1: 56 hod v6n bin gi6y dugc thUc hiQn cho t6t ci tdi liQu kdm theo
vdn ban gi6y c6 cht kf tay vd diu 

",iu 
.o qu*, td chric; a6o t 

"o 
t o6" dil fi;

lai thanh v5n bin tliQn tu.

- Bu6c 2: Sri dUrlg thii5t bi luu kho6 bi mQt cria co quan, t6 chirc d6 ky s6
vdn ban diQn tu tluo. c s6 hoi tir vdn ban gi6y.

8- Sri dgng chft ky si6 tI6 chfng thgc luu trii d5i vt6,i tii liQu luu tril
- Hinh thric chimg thgc.luu trt bao g6m: Chimg thgc ban sao nguy€n vdn

vi chimg thgc ban sao mQt ph6n cria tdi liQu luu trt.
- Vi6c chimg thyc luu trft thyc hiQn theo quy trinh sau ddy:

+ Bu6c I : 56 ho6 van ban gi6y dugc thlrc hiQn cho t6t cefiihCu kdm theo
tdi liQu gi6y c6 cht ky tay vd d6u cta co quan, t6 chilc thdnh vdn ban tti6n tu.

+ Bu6c 2: Sir dung chtr kj s5 cria luu trfr tt6 chung thgc Irru trE d5i v6i tei
liQu luu trii.

9- YOu c6u kf thuflt bio tl6m quin lf, srfr dBng chit ky sii

- OC Uao tl6m quan lf, sri dgng cht ky s5, mdy tinh cria l6nh dpo, chuy6n
vi6n, c6n. bQ phii d6p {ng .6" y6u ciu nhu: (i) Cei d?t ph6n mdm chimg thyc
chu ky s6 theo huong dan cria Ban Co ytiu Ctrinfr pnri; 1i1 f6t niii trong m4ng
miif qinh n6i b9 cria tinh uj', thanh uy, co quan theo dfng hucmg d6n vd ti5 chric
t6t n5i mpng m6y tinh crla Vdn phdng Trung ucrng Danl; (iii) [6t 

"5i 
v6i m6y

chfi x6c thgc CA d6t tai Trung t6m mi6n cfia m4ng th6ng rin diQn rQng cria Dang
qua tlla chi HTTP://CA.DCS.\fN.

- Trudng hgp xiy ra sy_ c6 k! thuflt, tii chric chuy6n tr6ch c6ng nghQ th6ng
tin phii th6ng b6o kip thdi di5n ngudi str dpng d6 tam thoi kn6c phpc sr,r cO Uang
viQc sri dgng cht ky tay vitcon d6u cia co quan, t6 chric; aOng tfrOl khAn truong



khic phlrc qr ct5, kh6i phpc lpi hopt d6ng binh thudng cira h6 th6ng chimg thyc
cnu Ky so.

rrr- T6 cHtrc Trilr. c HrEN

l- Trich nhiQm cria tr5 chri,c

- C,ac tinh u!, thinh uy, co -quan, t6 chric dang d Trung ucrng c6 tr6ch
nhi6m tri6n khai thuc hiQn Huong d6n.

- Tr6n co sd Hu6ng ddn, cdctinh ui, thdnh uj,, co quan, t6 chric dang ban
hanh quy tlinh cp th6 vA quin ly, sir dpng cht ky s5 ap dung trong pham vi co
quan, t6 chric minh.

- Trung t6m Cdng nghQ th6ng tin, Vdn phdng Trung uong DAng girip l6nh
dqo Vdn phdn_g Trung ucrng Dang hu6mg din, ki6m tra, h5 tro, Uao cao 

"ie. 
tf,Uc

hiQn Huong d6n vd ti6p thu, ki6n nghi nhtrng v6n Ad can U6 sung, sria <16i.

2- Tr{ch nhiQm cf,a c6 nh6n

- Trdch nhiQm cfia ngudi qudn lit thu| bao:

* Xem x6t, ph6 duyQt danh s6ch t6 chric, c6 nhen dA nghi c6p, mu ndi ttri6t
bi luu kho6 bi mft.

+ Bdn giao, thu hdi ftiist bi luu kho6 bi mft cho t6 chric, c6 nh6n duo. c sir
dpng huong din, ki,5m tra viQc quan lf, sri dung thi6t bi luu kho6 bf mQt tl5i voi
t6 chric, c6 nh6n duo. c cdp, sri dpng.

. + Th6ng b69 kip thdi cho t6 chric cung c6p dich vp chrlmg thgc cht ky s5
vC viQc thu h6i thi6t bi luu kho6 bi mft.

+ Lfp h6 so bdn giao, thu nOi ttri6t bl luu k*rod bi mft cria c6 nhdn, t6 chric
thugc thdm quy6n quan lf.

. + Quan lj,lrru hd so li6n quan diSn dA ngg c6p, gia h4n, thu h6i chimg thu
s6, kh6i phgc thi€t bi ltru kho6 bf mgt cria thu6 bao; c6c bi6n ban giao, nh4n gita
ngudi quan f thu6 bao vd c6c b6n li6n quan.

- Trdch nhiQm cfia crin bQ cd thdm quyin b!,s6, ry pn6n itwqc giao qudn
$,, sft d4rng chic lc! sd crta co quan, iton vi -

+ Cung _c6p th6ng tin dAy tfti, chinh 46c A6 dang hy duso c6p thi6t bf luu kho6
bi mflt theo mdu quy ttinh tai Th6ng tu s6 08/20t6lff-Sep cria SO eu6c phdng.

+ Thi6t bi luu kho6 bf mflt cia co quan, t6 chtc dugc giao cho b6 phfn
ldm c6ng tdc vdn thu quan l1i vd sri dtrng. ViQc bio quAn, luu git vd sri dgng
thict bi luu kho5 bi mQt iluo, c thyc hi6n nhu v6i con dfu cria co quan, don vi.
Ngu<ri cluoc giao quin lf thiist bi luu kho6 bi mft cria cs quan, acrril ciriu tractr
nhi6m trong viQc quin lf vd sri dr,rng thii5t bi lrru khod bim6t d6 t4o chtr ky sr5

cta co quan, don ui rnint. Khi thay d6i ngudi qu6n ti thiist bi luu kho6 bi mft
phai lOp Bi6n ban ban giao. Bi6n bdn ban giao thi6t bi luu kho6 bf mft dugc l$p
theo MAu 03 kdm theo Hunng d5n.



+ Thii5t bi luu kho6 bi m4t cria ci nhdn do c6 nh6n briro quan, luu giii vi sti
dsng. C6 nhdn i<h6ng duo. c ti6t lQ mpt khAu ho[c dC ngu<ri kh6c r,i asni thi6t bi
Itnr khod bi mflt cria minh.

.+ Th6ng b6o cho nguoi quan l1i thu6 bao mQt thrlng tru6c khi: (i) thung
thu s6 h6t hpn, chuy6n v! tri cdng tic, qu€n m4t khAu d6 dugc gia h4n, c6p m6i
chimg thu s6, kh6i phpc. m{t khAu; (ii) Khi v6 huu, nghi viQc, chuyrSn co quan
c6ng t6c... tl6 <luo. c thu h6i thiCt bi luu kho6 bi m{t.

. + Chi ttugc phdp sri dpng thiiSt bi luu kho6 bi mAt <16 kf s5, x6c thyc cht
kf s6 theo chftc n6ng, nhi6m vg tlugc giao.

- Trtich nhiQm cfia cdn bQ co ydu:

. * C\b$ co y6u Vdn phdng Trung uong Dang vd c6c vdn phdng cdp u!,
ph6i hqp ki6m. tra h6 so d6ng ky, thu h6i thiet b! luu kho6 bi m4t; b6o tl6m quan
ly., chuytin thiiSt b.i luu kho6 bi mQt tu t6 chric c6p ph6t chimg thu s5 cria Ban Co
yi5u Chinh phi diSn ngudi quan l), thu€ bao; b6o tl6m quAn lj, chuy6n thi6t bi ltru
kho6 bi mft tlugc thu hOi di5n t5 chric c6p ph6t chimg thu s6 cria Ban Co y6u
Chinh phir.

_ + Ph6i hgp v6i 
"u9 

b9 chuy6n tr6ch c6ng nghQ th6ng tin tgp hu6n, hunng
ddn sri dqng chimg thu s6.

- Trdch nhipm cfia cdn bQ chuyAn fidch cdng nghQ th6ng tin:

+ Quan l/, sri dr,mg thiiSt bi luu kho6 bi m{t cua dich vq, thiiit b!, phdn mdm
cta co quan, t6 chric theo dring c6c quy dinh cria Eang vd Nhd nu6c. Khi thay
di5i nguoi quan ly thi6t bi luu khod bf mdt phAi lfp Bi6n ban ban giao. Bi6n ban
bin giao thi6t bi luu kho6 bi mpt tlu-o. c lip theo M6u 03 kdm theo Huong dhn.

+ Tdp hu6n, hucmg din, cdi tlgt phen mdm, hd trq ky thuft sri dpng thi6t bi
luu kho6 bi mft tl6i v6i t6 chric, c6 nhdn duo. c giao nhiQm vr,r sri dpng cht kf sii
phgc vq c6ng t6c.

+ Ph6i hqp v6i Trung tdm C6ng nghQ th6ng tin, Vdn phdng Trung uong
DAng bAo dam ky thu{t quan ly, ,?tr hirnh, bio vQ hQ thi5ng chimg thgc cht lcf si5

h6n m4ng m6y tinh ngi bQ cria co quan vd m4ng th6ng tin diQn rQng cria Dang.

3- Vhn ban ndy c6 higu lgc kt5 tir nCdy {ry. Trong qu6 trinh thgc hiQn n6u
c6 vudng mac <16 ngh! c6c co quan phan 6nh vC Van phdng Trung uong Dang tt,3

b6 sung, sria d6i cho phir hqp.

Noi nhin :

- C6c tinh uj, thinh uj,
- C6c co quan, td chtc clang d Trung uong,
- Cric don vi truc thu6c

Vdn phdng Trung uong Dang,
- Luu VIn phdng Trung ucrng Ddng.
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PHU LUC 1

Vi tri kf sd trong vIn bin tliQn tfr cf,a c6c co quan Ding

Ghi chri :

za.Thd thrlc a,i ry, ctuic vp nguoi kj.
7b. Chu ki sii cf nhin (tuoni,rfng vsi vi hi kf tay) 7d. Cht k)t si5 co quan, ti5 chrtc'
7c, H9 t€n nguoi kf

e-35 -->
tN 7d 15^
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PHU LUC 2
V! tri chfr ty s5 A6 chung thrSc luu trfr

Ghi chri :

7a. ThO thtic eA t1i, ciuic vg nguoi k!. 13. Chii lcj s5 d6 chrimg thpc luu trii
7b. Ch[ ky s6 ho{c ch$ kf tay, con ddu co quan
7c. Hq tOn ngudi kf
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PHV LVC 3

1. MAu chir kf cfra co quan, t6 chric (Miu 01)

Co quan: Vin phdng Trung UOng O6ng
Email: vptwqtbl @vptw
Thdi gian kyt 17.10.2016 10:04:3
+07:00

NQi dung th6ng tin bao g6m:

- Co quan: T6n co quan, t6 chric h-i s5 (tdn chimg tfru s5 tcj).

- Email: tlla chi thu tlign tu tr6n mqng th6ng tin diQn rQng cfia co quan,

t6 chrlc.

- Thdi gian ky: Hi6n thithdi gian ky theo x6c thyc tu m6y chir cdp d6u

thdi gian cta hQ th6ng chimg thgc.

2. Miu chit kf c6 nhAn (Miu 02)

Nguoi
Email:

ki:

Co quan:

NQi dung thdng tin bao gdm:

- Nguoi hj: t6n ngudi kf s5 ltheo t6n chimg thu s5 lqi).

- Email: dfa ohi hdm thu tr6n mgng th6ng tin diQn rQng co quan Eang

cira nguoi ky s5.

- Co quan: Co quan, tr5 chrlc ctra nguoi kf s6.
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PHU LUC 4

MAu chr?ng thr;c Irru trir

- Mdu sd 0l: Sri dyng cho hinh thrlc tri0n l6m, tnmg bdy tdi li-Ou luu trt,
gi6i thiQu tdi li$u tr6n c6c phuong tiQn th6ng tin d4i chung.

- Mdu s5 02: Str dpng cho hinh thr?c c6p bdn sao tai liQu luu tii, chimg
thyc luu tr(i; Trich dAn tdi liQu luu tr(i trong c6c c6ng trinh nghiEn cr?u.

Mdu 01:

Hinh anh d6u chfug thyc

MAu 02:

- Hinh anh d6u chimg
thgc,

..., I- Ien nguol Ky so,

, ,, '- lhol qlan Ky so,

12.HDVm8
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Miu 03

coNG HoA XA HQr CH0 NcHrA VrET NAM
DQc l$p - Ty do - Hpnh phric

BItN BAN BAN GrAo eUAN LV cuirNc rHr, so
. . :..H6m nay, vio h6i ,,. gid.., ngdy .., ft6ng ... ndm ....., tei ,.,......,.........

chtng t6i g6m:

I. B0n giao:

56 CMND/CEn cudc cong d6n:.
Ngdy cAp:................ Noi c6p: .................

Co quan, t6 chric c6ng t6c: ....,............

II. B0n nhfln:

Ong (bA): Ngdy sinh:
56 CMND/CIn cudc c6ngdin:.
Ngdy cdp:................ Nsi cAp: .................
Chrlc vu: .,,,...,....,....,..,,,,,
^ 2, ..
uo quan, to cnuc cong mc:

Hai b6n t6 chric bdn giao h6oh nhiQm quan lf cdc chfngthu s6 cria <co quan,t6
chire trong danh s6ch dudi d6y:

TT
TOn chimg

thu sO

si5 nteu
chfng thu

!
so

56 hi€u thi6t
bi luu kh6a

bi mflt
(n6u c6)

Lo4i chring
thu sO

Ngdy h6t h4n
st dgng chimg

thu s6
(NSdy/thdng/n

dm)

chi
ohri

I
2

BCn nhfln x6c nh{n chrlng thu s6, ttri6t bi luu kh6a bi mOt (ni5u o6) dang ho4t
dQng binh thudng vd <16 rtugc ki6m diim rtiy tltt theo danh s6ch. Kd
ttr...........gid....... n&dy..... th6n9...... ndm,......., t6ch nhiQm quan lf c6c

chung thu s6 n6u trOn thuQc v6 BOn nhfln.

Bi€n b6n giao nhfln dugc lim thanh 02 bdn, B€n giao gifi 0l ban, B€n nhfln gif
01 ban.

D3i diQn b6n giao Dpi diQn b6n nhfn X6c nh$n cfia co quan,

(Ki ten) (Ky ten) 
'Iotr 

v! trgc ti6p qunn If
(Kj, tt6ng d6u)


