BQ NONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
VA PHAT TRIEN NONG THON Poc 1ap - Tw do - Hanh phuc

QUY CHE QUAN LY VAN BAN POI NGOAI
(Ban hanh kém theo Quyét dinh sé6 484 /OD-BNN-VP ngay 12 thing 3 ndm 2012
ciia Bé trieong Bé Néng nghiép va Phdt trién néng thon)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh thong nhét viéc quan 1y cac vin ban ddi ngoai
ciia B6 Nong nghiép va Phat trién ndng thon (sau ddy goi chung 1a Bo) soan
thao bang tiéng nudc ngodi giri cic to chirc, ca nhan trong nudc va nudce
ngodi va cac van ban bang tiéng Viét gui cac ddi tac qudc té (goi tat 1a vin
ban ddi ngoai).

Quy ché nay ap dung ddi v6i cac t chirc, ca nhan thuéc Bo Nong
nghiép va Phat trién nong thon.

Piéu 2. Nguyén tic théng nhit quan 1y vin ban ddi ngoai

1. Bao dam dung duodng 16i, chinh sich ddi ngoai ciia Pang va Nha
nude, gitr gin bi mat va an ninh quéc gia theo quy dinh cua phép luat;

2. bam bao tinh phu hgp voi cac thong 1€ ngoai giao qudc té, thé hién
van hoa Viét Nam trong bdi canh hoi nhap quoc té.

3. Tuan thu cac quy dinh hién hanh cia Nha nudc va cua Bo vé quan 1y
van ban dbi ngoai, bao vé va thong tin tuyén truyén d6i ngoai;

4. Tuan tha Quy ché Théng nhat quan 1y hoat dong ddi ngoai va cac
Quy ché cong vu khéc cta Bo.

Chu’o’ng 11
VAN BAN POI NGOAI

Piéu 3. Cac hinh thirc vin ban d6i ngoai

Vin ban d6i ngoai ctia Bo gdm céc loai vin ban sau dy:

- Cong ham;

- Thu chinh thirc, cong thu;

- Bién ban ghi nhd;

- Van ban giao dich d6i ngoai khac soan thao bang tiéng nudc ngoai va
cac van ban tleng Viét guri cac dbi tac quoc té.

Diéu 4. Pham vi giao dich

- Cac co quan, van phong, t6 chirc, dai dién cla cac nudc, cac ving lanh
tho, cac t6 chirc qudc té va cac to chirc phi chinh phu nudc ngoai tai Viét Nam;



- Cac cd nhan nguoi nudce ngoai, ngudi Viét Nam dinh cu ¢ nudc ngoai
lam viéc tai Viét Nam;

- Céc co quan, don vi, to chirc ca nhan cua cac nudc, cac vung lanh tho,
cac to chirc quoc t€ va cac té chuc phi chinh phil nudc ngoai c6 quan h¢ lam
viéc va1 B Nong nghiép va Phat trién ndng thon.

Dicu 5. Tham quyén ban hanh van ban doi ngoai

- BO truong, Thir truong ky cac van ban giao dich chinh thirc cua B6 va
cac thod thuan qudc t€ nhan danh B hodc van ban duoc uy quyén nhan danh
Chinh phi Nuéc CHXHCN Vi¢t Nam;

- Vu trudong Vu Hop tac qubc té ky thira 1énh Bo trudong cac vin ban
d6i ngoai gui cac Pai st va Truong dai dién ngoai giao, van ban c6 ndi dung
thong tin chinh thirc cia BO gtri cdc nudc, cac dai sir quan, cadc co quan dai
dién ngoai giao;

- Pho Vu truong Vu Hop tac qudc té ky thira 1énh B trudng cac van
ban giao dich voi cac Dai Sir quan, Dai dién ngoai giao va d6i tac qubc té
trong khu6n khé nhitng chuwong trinh, du an hop tac qudc té ma Bo dang xay
dung va trién khai;

- Thu trudng cac don vi thugc Bo thay mat don vi ky cac van ban giao
dich véi cac co quan, td6 chirc nude ngoai va cac doi tac cung cap;

- Tham quyén ky tat (d6i véi cong ham), ky day dua (d6i v6i cong thu,
thoa thuén); thaAm quyén ky vin ban ddi ngoai gui di tuwong ty nhu thim
quyén ky cong van trong nudc. Lanh dao don vi chu tri soan thao van ban dbi
ngoai (Lanh dao cap Tong cuc, Cuc, Vu va tuong duong) duoc ky theo thAm
quyén. Trudng hop ndi dung vin ban d6i ngoai vuot qua tham quyén, don vi
chu tri ¢6 trach nhiém trinh Lanh dao Bo k¥ vin ban hodc xin uy quyén ky
thong qua Vu Hop tac quéc té.

Piéu 6. Quy dinh vé tén don vi va chirc danh trong cac vin ban doi ngoai

- Tén cua cac don vi thudc Bo trong cac van ban bﬁng tiéng Anh st
dung théng nhét theo quy dinh cua Bo.

- Chire danh bang tiéng Anh theo quy dinh tai Thong tu s6 03/2009/TT-
BNG ngay 9/7/2009 ciua Bo Ngoai giao vé viéc huéng dan dich Quéc hiéu, tén
cac co quan, don vi va chic danh lanh dao, can bd cong chic trong hé thong
hanh chinh nha nuéc sang tiéng Anh dé giao dich d6i ngoai.

Chuong III
THE THUC VA QUY TRINH XU LY VAN BAN POI NGOAI

Piéu 7. Thé thirc viin bin
Thé thirc, hinh thirc van ban tuan tha cac quy dinh hién hanh ctia Nha
nuoc, huong dan ctia BO Ngoai giao va dugc quy dinh cu thé nhu sau:



- Co tiéu de va 16 go cua B9, véi van ban c6 tir 02 trang trd 1€n chi co
trang dau gan ti€u dé va 16 go;

- Cac van ban dinh kém van ban do61 ngoai phai c6 chit ky tat cia lanh
dao don vi. Trén dau van ban dinh kém ghi r6 (Keém theo van béan so .......... ,
ngay ......... thang ......... nam........... ).

- L6 gb c6 thé in mau hodc in den tring. Tiéu dé ghi bang tiéng Viét va
mot ngoén nglr khac thich hop véi do1 tdc nhan van ban; Tiéng Viét ghi phia
trén, 16m hon tiéng nudc ngoai 01 ¢d.

- C6 sb hiéu van ban do Vu Hop tac qudc té cip va vao so theo doi;

- Loi van chinh thdng, ngdn tir trong sang don nghia; st dung ngdi thi
ba trong cong ham;

- Dung gidy tét, gidy trang hoic mau nhat, kho gidy A4;

- Cé4c don vi soan thao ap dung mau vin ban chung cua B6 do Vu Hop
tac quoc t€ hudng dan.

- Vian thu B vao s, dong dau treo céc van ban, thoa thuan bang tleng
nudc ngoai d6i v6i cac van ban chinh thirc c6 sb vin ban do Vu Hop tac quoc
té cap, do Lanh dao B0 ky hodc Lanh dao Vu Hop téac quoc té ky thtra 1énh,
thtra uy quyén .

- Van thu Bo cép sb vian ban, dong d4u chtrc danh 1anh dao ddi véi cac
van ban tiéng nudc ngoai co6 tinh quy pham, quy dinh dé cac co quan, don vi
trong nudc ap dung.

- Céc don vi ¢6 con diu riéng duoc st dung diu treo hodc dau chuc
danh trong cac van ban giao dich bang tiéng nudc ngoai nhan danh don vi
gl cac co quan, to chure va cac dbi tac cung cép theo phan cap ctia Bo trudng
va dong giri 01 ban vé Vu Hop tac qudc té dé tong hop, theo di.

- Vin ban tiéng Viét giri cac doi tac nudc ngoai thuc hién theo Quy ché
tiép nhan, xu Iy va quan 1y van ban, thong tin cia Bo.

Piéu 8. To6 chirc va quan 1y vin ban déi ngoai

1. Vin ban ciia déi tac nwéc ngoai giri dén Bo:

- Vin phong Bo tiép nhan cac van ban cua dbi tic nude ngoai gui dén
co quan Bo va chuyén dén Vu Hop tac quoc € xu ly; truong hop dac biét, bao
c4o Lanh dao Bo dé phan cong don vi c6 lién quan phoi hop xtr 1y. Quy trinh

xtr Iy d6i voi cac van ban cta d6i tac nude ngoai guri dén twong ty nhu quy
trinh xtr Iy d6i voi van ban trong nudc;

- Cac don vi tiép nhén van ban cia déi tac nuée ngoai do B9, Van
phong B, Vu Hop tac qubc té chuyén dén hodc nhén tryc tiép tir d6i tac nudc
ngoai ¢d trach nhi¢m xur Iy theo churc nang, nhiém vu chuyén mon cia don vi
minh va chit dong phdi hop véi cac don vi lién quan dé xir Iy theo Quy ché
1am viéc va Quy ché tiép nhén, xt Iy va quan 1y vin ban, thong tin ctia Bo.



2. Vin ban ddi ngoai ciia B giri di:

- Céc hinh thtc vin ban trao d6i chinh thirc ctia B véi ddi tac nude
ngoai dugc thé hién dudi dang cong van gom: cong ham, cong thu tiéng nude
ngoai hoac bién ban ghi nh¢ trir nhiing hinh thirc cu thé dugc quy dinh riéng
cho mot s6 nghiép vu dic thu;

- Cong van bang tiéng Viét tuan theo quy dinh vé thé thirc van ban
trong nudc hién hanh.

3. Quy dinh vé ndi dung, thim quyén ky, ché @ luu trir viin ban:

- Pon vi chu tri soan thao chju trach nhiém vé ndi dung van ban ddi
ngoai theo chirc ndng, nhi¢ém vu dugc phan cong. Néu ndi dung van ban doéi
ngoai lién quan dén cac don vi khéac, don vi chu tri soan thao c6 trach nhi¢m
lay y kién cua cac don vi ¢0 lién quan trude khi g di;

- Vu Hop tac quéc té chiu trach nhiém kiém tra noi dung, thé thuc va
ngdn ngit cadc van ban bang tiéng nudc ngoai trude khi trinh Lanh dao B ky
hodc phat hanh cham nhat 3 ngay lam viéc sau khi nhan dugc dy thdo cua cac
don vi;

- Ché 6 luu trir:

Vién ban do Lanh dao B¢ ky: Van thu Bo: Ban dy thao, ban géc va l
ban chinh; don vi chu tri soan thdo: 01 ban chinh; Vu Hop tac quoc té: 01 ban
chinh.

Vian ban cua tha truong don vi ky: Pon vi chu tri soan thdo: Luu toan
bo ho so; Vu Hop tac quoc té: 01 ban chinh.

Diéu 9. Piéu khoan thi hanh

Vu truéng Vu Hop tac quéc té ¢c6 trach nhiém huong dan, chi dao,
kiém tra viéc thuc hién Quy ché va dinh ky bdo cdo B0 truong./.

BOQ TRUONG

(da ky)

Cao Duc Phat



Phu luc 1
SO PO BO TRi THE THU'C CONG HAM
(Kém theo Quy ché Quan 1y vin ban doi ngoai ciia Quyét dinh sé /OP-BNN VP
ngay  thang  nam 2011 cua B¢ truong Bo Nong nghiép & PTNT)

Ghi chu:

Tiéu dé va 16 go
: S6 cong ham do Vu Hop tac quéc té cap
3;5 : Cong thtre lich thiép
: Noi dung cong ham
Dia diém, ngay thang nim
DAu cla Bo
Ngudi nhan cung chirc vu ciia nguoi nhan
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- Ky tit cua nguoi duyét noi dung 6 thé dit & cudi cong thire lich sy hodc
cudi cung cong ham

- Noi nhéan ngoai phong bi ghi tuong ty nhu noi nhan trong cong ham,
c6 thém dia chi cu thé néu guri qua buu dién.

- Str dung ngoi thur ba trong cong ham.



Phu luc 2
SO PO BO TRi THE THU'C BAN GHI NHO
(Kém theo Quy ché Quan Iy van ban doi ngoai ciia Quyét dinh sé /OD-BNN-VP
ngay  thang  nam 2011 cua Bo truong Bo Nong nghiép & PTNT)

1
BAN GHI NHO
2
3
4
5
Ghi chau:
O so
1 Tiéu dé (co thé c6 hodc khong co tidu de)
2 No6i dung
3 Dia diém, ngdy thang nam
4 Tén va churc danh cac bén
5 Chir ky céc bén lién quan




Phu luc 3
SO PO BO TRi THE THUC CONG THU
(Kém theo Quy ché Quan Iy van ban doi ngoai ciia Quyét dinh sé /OD-BNN-VP
ngay  thang  nam 2011 cua Bo truong Bo Nong nghiép & PTNT)

1
2
3
4
5
6
7
8
9
10
Ghi chu
O s6
1 L6 go tiéu dé thu va va dau treo cua Bo
2 bia diém, ngay thang nam
3 Tiéu dé tom tit
4 S6 cong thu do Vu Hop tac quoc té cap
5 Ho va tén nguoi nhan cung chirc vu va dia chi cua nguoi1 nhan
6 Thua gur
7 Noi dung
8 Loi chao
9 Chir ky
10 Tén va chuc danh cua nguoi ky




Phu luc 4
CAC MAU TRINH BAY VAN BAN POI NGOAI
(Kém theo Quy ché Quan Iy van ban doi ngoai ciia Quyét dinh sé /OD-BNN-VP
ngay  thang nam 2011 cua B¢ truong Bo Nong nghiép & PTNT)

Maiu 1: Miu cong thw tiéng Anh do Linh dao B§ ky

BQ NONG NGHIEP VA PHAT TRIEN NONG THON
NUOGC CONG HOA XA HQI CHU NGHIA VIET NAM

MINISTRY OF AGRICULTURE AND RURAL DEVELOPMENT
OF THE SOCIALIST REPUBLIC OF VIETNAM

Address: #2 Ngoc Ha Street, Tel: (84-4) 38468161/38459670
Ba Dinh District, Fax: (84-4) 38454319/37330752
Hanoi — Vietnam. http://www.mard.gov.vn

Hanoi, dd Month year

Ms./Mr. ....

Address:.

Tel:

Fax:

Email:

Our Ref. AA/BB Your Ref. (co hoac khong)
Reply (hodac Subject):
Attention: (c6 hoac khong)

Dear Ms/Mr. ABC,

(No1 dung thu)

Yours Sincerely,

Nguyen Van A
Vice Minister

CC.  Nguoi nhdn, dia chi, tel, fax, email.....(néu c6)

Ghi cha:
- Déng dau treo & mép trén 18 trai vin ban, dong dau giap lai v6i vin ban co nhiéu
hon mét trang.
- AA, S6 van ban ldy theo s6 cong van luu tai Vu Hop tac qudc té
- BB, Ky hiéu tén don vi soan thao va ky hi¢u tén viét tit cua chuyén vién soan thao.
Vidu: Our Ref. 15/HTQT-SPyyg - Van ban do 6ng Nguyén Vién B, chuyén vién
phong Hop tac Song phuong - Vu Hop tac qudc té soan thao



MAu 2: MAu cong thw tiéng Anh do Lanh dao Vu Hop tic qudc té ky

Address: #2 Ngoc Ha Street,
Ba Dinh District,
Hanoi — Vietnam.

BQ NONG NGHIEP VA PHAT TRIEN NONG THON
NUOC CONG HOA XA HQI CHU NGHIA VIET NAM

MINISTRY OF AGRICULTURE AND RURAL DEVELOPMENT
OF THE SOCIALIST REPUBLIC OF VIETNAM

Tel: (84-4) 38468161/38459670
Fax: (84-4) 38454319/37330752
http://www.mard.gov.vn

Ms./Mr. ....
Address:.
Tel:

Fax:

Email:

Our Ref. AA/BB

Reply hodc Subject:

Attention: (c6 hoac khong)

Dear Ms/Ms ABC,

(No1 dung thu)

Yours Sincerely,

Nguyen Van A
Director General,

Hanoi, dd Month year

Your Ref. (c6 hoac khong)

International Cooperation Department (ICD-MARD).

cc. Nguwoi nhan, dia chi, tel, fax, email.....

Ghi chu:

(néu c6)

- Bong dau treo & mép trén 1€ trai van ban, dong dau giap lai vdi van ban c6 nhicu

hon mot trang.

- AA, S6 van ban 1y theo s6 cong van luu tai Vu Hop tac qudc té

- BB, Ky hiéu tén don vi soan thao va ky hiéu tén viét tat ciia chuyén vién soan thao.

Vidu: Our Ref. 15/HTQT-SPnyg - Van ban do 6ng Nguyén Vin B, chuyén vién
phong Hop tac Song phuong - Vu Hop tac qudc té soan thao



Mau 3: MAu cong thu tiéng Anh do Linh dao don vi ky giri ddi tac cling cap

BQ NONG NGHIEP VA PHAT TRIEN NONG THON
NUOC CONG HOA XA HQI CHU NGHIA VIET NAM

LOGO
Cﬁa’don vi MINISTRY OF AGRICULTURE AND RURAL DEVELOPMENT
(néu co) OF THE SOCIALIST REPUBLIC OF VIETNAM
TEN DON VI
Address: Tel:
Fax:
http:

Hanoi, dd Month year

Ms./Mr. ....

Address:.

Tel:

Fax:

Email:

Our Ref. AA/BB Your Ref. (c6 hodac khong)
Reply hoac Subject:
Attention: (c6 hoac khong)

Dear Ms/Ms ABC,

(N61 dung thu)

Yours Sincerely,

Nguyen Van A
Director General

CC.
- International Cooperation Department (ICD-MARD);
- Ngudi nhan khac, dia chi, tel, fax, email.....(néu cd);

Ghi cha:
- Péng dau treo cia don vi & mép trén 18 trai vin ban, dong dau giap lai v6i van ban
c6 nhiéu hon mot trang.
- AA, S6 van ban 1y theo s6 cong van luu tai don vi
- BB, Ky hiéu tén don vi soan thao va ky hiéu tén viét tat ciia chuyén vién soan thao.
Vi du: Our Ref. 23/CTY-PCyyg - Van ban do 6ng Nguyén Vin B, chuyén vién
phong Phép ché - Cuc Thi Y soan théo.
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