B(O NONG NGHIEP CONG HOA XA HOI CHU NGHIA VIET NaM
VA PHAT TRIEN NONG THON Bgc ldp - Ty do - Hanh phiic

sé: 115 /0p-BNN-HTOT
Ha Ngi, ng:iy1 4 thing 01 nam 2010

QUYET PINH
V/v: Ban hanh Quy ché quan Iy vin ban ddi ngoai
cia B Nong nghiép va Phat trién ndng thdn

BO TRUONG BQ NONG NGHIEP YA PHAT TRIEN NONG THON

Can cir Nghi dinh s 01/2008'ND-CP ngay 03/01/2008 cta Chinh phu
quy dinh chirc ndng, nhiém vy, quyén han va co clu td chirc cua B6 Nong
nghiép va Phat trién ndng thén;

Theo dé nghj ctia Vu truémg Vu Hop tac qude t& va Chénh Vin phong
B¢,

QUYET PINH:

Didu 1. Ban hianh Quyét dinh kém theo Quy ché quan Iy van ban dbi
ngoai cia Bo Nong nghiép va Phat trién ndng thon,

Pidu 2. Quyét dinh nay c6 hiéu luc ké tr ngay ky; Chanh Van phong,
Bd, Vu truéng Vu Hop tac quéc té v Thi trudng cac don vi thude Bo chiu
trach nhiém thi hanh Quyét dinh nav./.

Neoinhdn :
- Nhu Bién 2;
- Luu VT, HTQT (Hoan-200)




BO NONG NGHIEP CONG HOA XA HOI CHU NGHIA VIET NAM
VA PHAT TRIEN NONG THON Péc lap - Tr do - Hanh phuc

QUY CHE
Quan I¥ van ban déi ngoui
ciia B4 Néng nghidp va Phét trién ndéng than,
tBan hénk kém theo Qwvét dinh s6.11 8 /0D-BNN- HTOT ngayv 1 41’;354"!?? 0/
ndm 2010 ciia Bé treong Bé Nong nghiép va Phédt trién néng thon,

Chuong [
QUY DINH CHUNG

Pi¢u 1. Pham vi didu chinh
Quy ché nay quy dinh thuna nhar viéc quan 1y e vin ban dd1 ngoal soan
thao | Da.ng tidng nurdre ngodl cua B¢ Néng nghiép va Phat tricn nong thon gui cac (&

chire, ¢4 nhin trong nude v nude ngodl va cde vin ban bing tidng Viél gifi cdc
d31 tdc qudc té (go1 tat |4 van ban doi ngoat).

Quy ché nay 4p dung déi vdi céc td chuc. cd nhdn va cac dom v) thude B
Nong nghiep va Phat tnién nong thén.

Piéu 2. Nguyén tic thong nhat quan Iy vin ban ddi ngoai

I. Bao dam thuc hién hiéu qua duémg 16i. chinh sach ¢di ngoai cua Dang va
Nha nuoe, gilf gin bi mat va an ninh qudc gia theo quy dinh cta phap uat

2. Tuin thi cdc quy dinh hién hanh ciia Nha nude va cla Bé vé quan Iy van
ban déi ngoai, bao v€ va thong tin tuvén truvén déi ngoai,

3. Tuan thu Quy ché Théng nhat quan Iv hoat dong doi nc-uai cua Bo Nong
nghiép va Phat trién nong thon ban hanh kém theo Quyét dinh sd: 2116 QD-BNN-
HTQT ngav 1472008 cia Bo rrudng Bd Nong nghiép va Phat trién ndng thon:

<. bam bio tinh phi hop vdi cac thdng 1¢ ngoai giao quéc té. thi kién van
hoad Viét Nam trong béi canh héi nhap qu-:h.. e,

Chuong (I
VAN BAN DOI NGOAI

Biéu 3. Cic hinh thic vin ban déi ngoai

Cac van ban doi ngoai cua B Nong nghiép va Phat trién néng thén gom céc
lozr van ban sau ddy:

- Cong ham (Note):
- Thu chinh thue, ¢céng thu (Orficial Lenter):

i



- Ban ghi nho {Memorandum);

- &n ban giao dich dfi ngoai khac soan thao bing tiéng nudc ngoal va cic
van ban tiéng Viét gii cac doi tac quic te.

biéu 4, Pham vi giao dich

- Céc co quan, vén phong, 16 16 chite, dai dién cla cée nude, cac ving ]aﬂ.n thé,
cac 16 chire qudc 1€ vi céc td chire phi chinh phll nude ngodl tai Viét Na

- Céc ca nhén ngudi nude ngoal, ngud Viét Nam dinh cur 0 nuog ngoai lam
vige tal Viét Nam;

- Cac co quan, don vi, 16 chire ¢4 nhén cia cae nude, cae ving lanh thd. cac
16 chire quéc té va cac to chire phi chinh phi nude ngodi ¢b quan hé lam vige vai
B3¢ Nong nghiép va Phat trién nong thon,

Diéu 5. Thidm quyén ban hanh vin ban dbi ngoai

- B trudng, Thir trudmg ky cdc viln ban giao dich chinh thite cua Bo va cac
thod thufin qude t& nhan danh Bé Nong nghigp vi Phir trifn néng thén hodc van
ban duge uy quyén nhén danh Chinh phi Nude CHXHCN Viét Nam:

- Vuy trwdng Vu Hop tic quoc t€ ky thua Iénh B tnirdng cac vin ban doi
ngoai gini cac Pai e vi Trirong dai dién ngoal giao, vin ban ¢ ndi dung thdng tin
chinh thirc cta BS gl cdc nudc, cac dai sir quén, cac co quan dai dign ngogl giao;

- Pho Vu truéng Vu Hop tac quoc té ky thira lénh B trdmg cic vin ban
giao dich v&1 cac Pai Sir quan, Pai dién ngom gm:} va doi tac qudc té trong Khutn

kho nhimg chuong trinh. du én hop téc q_ucn: té ma B8 dang xdy dung va trién
Khai;

- Thii trudng, céc dom vi thuGe Bg thay mat don vi ky cac viin ban giao dich
v&i ddi tac eling cap;

- Tham quyén ky tal (ddi vai cong ham), ky dﬁ}' a0 (51 v cong thu, thoa
thuan): tham quvén Ky vin ban d6i ngoai gini di tueng tr nhu thim quyén ki cbng
van trong nude. Link dao don vi chu i soan thao vin ban ddi ngoat gui di (cdn bo
cip Tone eye, Cue, Vu vl trong dueng) duge ky theo thim qu}-'én. Trudme hop
ndl dung vin ban déi ngogi g di vuol qua thim quyén, don vi chl tri <6 trach
nhi¢m wrinh Lanh dao B ky van ban hode xin uy quyén ky théng qua Vu Hop tac
qude 1é.

Di¢u 6. Quy dinh vé tén don vi va chire danh trong cac van bin débi
ngoai. _

- Tén don vi thudc Bé trong ¢éc van ban bancr uuw Anh theo quyv dinh 1ai
Quvét dink cda B& trudng Bo Nong nghidp va PTNT 56 2744/QD-BNN-HTQT
ngav 0892009 quy dinh 1én dm du va viet tit b.:m;:, Llr:mT Anh cua BS Néng



nghiép va PTNT vi cdc co quan thude B theo Nghi dinh sé 01/2008/ND-CP ngay
03/01/2008,

- Chitre danh kv cde vin ban biing tiéng Anh theo quy dinh tal Théng tur sé
03/2009/TT-BNG ngay 9/7/2009 huémg dan dich Qudc hicu, tén cdc co quan. don
vi vi chitc danh lanh dao, cin b céng chic trong hé théng hinh ChlIlll nhi nudc
sang tiéng Anh dé giac dich d46i ngoai.

Chwrong II1
THE THUC YA QUY TRINO XU LY VAN BAN DOLNGOAL

Piéu 7. The thire viin bin

Thé thire, hinh thire vin ban tén thi cac quy dinh hién hanh coa Nha nudce,
hudng dan coa Bd Ngoal giao va duge quy dinh cu thé nhu saw:

- Co tidu d& va 1§ gb cla B, vai vin ban 6t 02 trang wd [én chi ¢d trang
ddu gan tigu 42 va 16 g6;

- L& g6 ¢é thé in mau hode in den tring. Titu dé ghi biing iéng Viet va mdt
nadn ngtr kKhdc thich hop vét d61 tugng nhdn vin ban;

- Cé 30 hidu viin ban do Vu Hop tic quéc té cfip va vio 36 theo dai;

- L& vEn chinh thdng, ngdn tir trong sdng don nghia;

- Dang glay tot, gidy tring hofic mau nhat, kho gidy Ad;

- Céc don vi soan thao ip dung miu vin ban chung cia B do Vu Hop tic
qude t& soan thao,

- Vin thir BO vao s&, déng diu treo c.f’u:, vin ban, thoa thuén bfmg tiéng m_rc?c
ngoai b1 v cdc van ban chinh thire cé sb van ban do Vu Hop tac qum. té an do
Lanh ¢ao B3 kv hogc Lanh dao Vu Hop tée qube & ky thira 1nk, thira uy quyén .

- Van thu Bb cap 0 vin ban, dong dau chitc danh lanh dao ddi voi cde vin
bin tiéng nuwdc ngoai cd tinh quy pham, quy dinh dé cdc co quan, don vi trong
aude ap dung.

- Chc don vi o con ddu riéng duoe st dung diu treo hodc dau chie danh
trong cde van ban giao dich bing tiéng nude ngoal nhin danh don vi gui cace doi
tae clng cip va déng gl 01 ban vE Vu Hep tdc qudc L& dé luu trix.

- Van bidn tiéng Vidt giri cae 48 tde nude ngoai thue hién theo Quy ché tidp
nhin, x ¥ va quan 1y van ban, théng tin c¢tia B& Ndong nghiép vi PTNT ban hanh
kém theo Quyét dinh cha BS trwdmg & 372/QB-BNN-VP ngay 28/01/2008.

Diéu 8. Ta chire va quin 1¥ ¥an bian ddi ngoai
1. Vian ban cia doi tic nwdce ngodi giri dén B
- Win phong BS tiép nhin cdc vin ban coa dd1 tdc nudc ngoai gui den oo

e



quan B¢ va chuvén dén Vu Hop tdc quéc té xir I¥: trémg hop dac biél, bio cio
Linh dao Bd dé phin cong don vi ¢6 lién quan phai hop xit Iy, Quy trinh xir Iy di
vl cAC VAN ban cua dé6i 1ac nuoc ngoai gini dén twong tr nhu quy trinh xu v déi
V{1 van ban trong nuac:

- Cac dom vi tiép nhén van ban cila d6i 1ac nurdc ngoai do Vian phong Bé, Vu
Hop tic quﬁc 1¢ chuy{":n dén hodc nhan true tiép wr doi tac nudc ngoal co trach
nhiém xir |y theo chire nang. nhiém vu chuyén mén cia don vi minh va chi ding
phéi hop véi cac don vi lién quan dé xir [¥ theo Quyét dinh sé 374/QPD-BNN-VP
ngdy 28/01/2008 cia BO truonp B6 Noéng nghigp va Phat trién néng thén ban hanh
Quy ché lam vige cua Bg Néng nghiép va Phat trién nong thdn va Quyét dinh s6
372/QD-BNN-VP ngay 28/01/2008 ctia Bo trudng Bé Nong nghiép va Phat trién
nong thon ban hanh Quy ché tiép nhin. x(r Iv va quan I¥ van ban. théng tin cua Bo
Nong nghiép va Phat trién nong thon.

2. Viin ban doi ngoai cua Bo giri di

- Cac hinh thirc van ban trao dai chinh thire ciia B6 véi doi tac nuée ngoai
duoc thé hién dudi dang cong vin gdm: cong ham, cong thur liéng nuoc ngoal hoic
bién ban ghi nhé, trir nhirng hinh thirc cu thé duoc quy dinh rigng cho mét sé
nghiép vy dac thu;

- Cong vin bing tiéng Viét, ruan theo quy dinh vé thé thirc vin ban trong
nudc hién hanh.

3. Quy dinh vé& nji dung, thim quyén ky, ché d§ lru trir vin bin.

- Pon vi chil tri soan thao chiu trach nhiém vé ndi dung vin ban dbi ngoa
etri di theo chire ning, nhiém vy duge phan cong. Néu néi dung van ban déi ngoa
eui di lién quan dén cac don vi khac. don vi chu tri soan thio ¢o trach nhiém lay v
kién cia cac don vi €o lién quan trude khi gii di;

- VU Hop tac quic té chiu trach nhidm kiém tra ndi dung. thé thive v& ngon
nglr ciac viin bin bing tiéng nude ngoai trirdse khi trinh Lanh dao B ky hode phit
hinh trong vong 3 ngdy sau khi nhan duoc dir thao cta céc don vi;

- Ché do Iy i

Van ban do Lanh dao B kv lau rir 01 ban tar Van thu Bd: 01 ban tai don
vi chi tri soan thao va 01 ban ta1 Ve Hop tic quﬁc té;

Vin ban cua tha trudng dom vi kyv: luu trir 01 ban i don vi chi i soan
thao: 01 ban tai Vu Hap tac quic 1€,



Chuwong BV
TO CHUC THU'C HIEN

Piéu 9. Diéu khoan thi hanh

1. Vu trudmg Vu Hom tic qubce té ¢ trach nhiém hudng dan, chi dao. kiém
tra viée thue hi¢n Quv ché vi dinh ky bao cio B trurdmg;

2. Tha trisdng cde don vi ¢ trach nhiém phé bign, ddn déc, kiém tra va bio
cao vice thue hién Quv ché nay tat don viz chiv trich nhig¢m hén doi ndu o chure,
cd nhidn trong don vi ¥1 pham Quy ché;

3. Trong qua trinh thire hién Quy ché, néu ¢o virong mic. kho khan va cin
thiét diéu chinh dé pho hop vot tinh hinh thuc t& thi Lrwdmg cae don vi phan inh

kip thoi v& Vu Hep tac qude té dé tdng hop hio cio 3§ trrong xem xét, quytt
dinh./.

BO TRUONG




PHU LUC 1: MAL THE THUC CONG HAM
‘Ban hanh kém theo Quyvér Sinn :QI 1 5 QD-BNN- HTOT "'_-:1.1.1 i o O 1
ném 2040 cua Bo trivong 50 Néng ngivep va Phar trien nong gz

4

bed

Ghi cha:

D)

<u dé va 16 g
ong ham do Vu Hep tac guéc té cip
ong thure lich thiep
01 dung ¢dng ham
ia diém. ngay thang nam
i':lu cua Bo
Nguoi nhdn cang chlte vy cua ngud nhin

m-j{r\J'nLu'JlJF"
;"C’Eﬂ/‘*"m-—i
{-}I"}

-Kv tit cua ngudi duvél ndi dung ¢d thé dat & cudi cong thue lich sy hodc cudi
cung cong ham

- No1 nhan ngoai phong bi ghi rwong tr nhu not nhdn trong ¢ong ham. <o them
dia chi cu thé néu aurt qua buu didn.



PHU LUC 2: MAU THE THUC BAN GHI NHG
¢Ban hénh kém theo Quyét dinh 61 150D-BNN- H TQTngaj'y1 Aﬂ?dng 01
ngm 2040 ciia Bo trucng Bé Néng nghiép va Phdt trién ning thén)

BAN GHI NHO

Gl cha:

Tiéu dé (cé thé co holic khdng ¢ tiéu dé)
. N§1 dung

. Dia diém, ngav thdng ndm

. Tén va chie danh cdc bén

. Chir ky cac bén hién quan

Fd —

L Lad

A



_ PHU LUC 3: MAU THE THUC CONG THU
(Ban hanh kem theo Ouvét dink 561 1 BOD-BNN- HTQT ngdy 1 dnangl
wdm 200 cua Bé trudng Bo Nong nghiép va Phdr rién ndng thin)

[

10

Ghi chit:

1. Lo 26 tidu dé thur va va ddu treo cua B
- Bia diém, ngay thing nam

 Tiéu dé tom tit

. 56 cong ham do Vu Hop tac qubc té cip
5. Ho va tén ngudi nhan cing chirc vu va dia chi cia ngudi nhin
f. Thua gui

7. NO1 dung
8
5

EC FE R L)

. L chao
. Chit ky
10. Tén va chirc danh cia ngudn ky

-8-



Miu 1: Mau céng thu ting Anh do Lanh dao B ky

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

Address: #2 Nooc Fa Street, Tel: {Bd-4} 3846816 175845967(0
La Db Listrict, Fax: {844} 38454319/37320752
AMARD Hanai - Vietnam, hitpzifwewramard pov.vn

Hanci, dd Month year

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

Fix:

Eomail:

Chur Rel, AA/RB Your Rel {e6 hode khing)

Rephy hode Sabject:

Attention: {co hodc khng)

Dear Ms/Mr. ABC,

(NG dung thr)

¥ours Sincerely,

Npuven Van A
Viee Minisier

(. Nouod nhan, dia chi, tel, fax, email. .. (nda <)

Celti chi: )

- Dong diu trea & mep trén IE trad van ban, dong daw giap lai vai van ban o nhidu hon
miH trang,
- AA Ho vin ban 1Ay theo s6 clng viin fuu tai Vu Hoerp tie qubc 1é
-BB. K\r higu tén df.m vi soan thae va kv higo @én vidt tat cta chuyén vién soan thio,
Vi duw Our Rel. 15/HT QT-SPrye - Viin ban do dng Nguwn Vin B, chuyén vién phong
Ferp tae Song phueng - Vu Hop tac quic 1€ s0an thao



Miu 2: MAu cong thw tiéng Anh do Linh dao Vu Hop tic qubc € k¥

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

Address: 2 Npoce Ha Street, Tel: (844 3848510 135430670
Ba Dinh District. Fam: {hd-4) 5855 1937530751
MARD Hanoi - Vietmam. http A amard. gov.vn

Hered, o Mol vear

Ms./Mr. ...

Address:,

Tel:

IFax: .
Email:

Our Ref, AA/BE Your Ref. {co hoiic khong)

Reply hode Subject:

Attention: (c6 hode khing)

Dear Ms/Ms ABC,

(NG dung thu}
Yours Sincerely,
Nguven Van A

Deputy Director General,
International Cooperation Department (1CD-MARD).

CC Nguoi nhin, dia chi, tel. fax, email....(nfu c6)

Ghi chie: ) )

- Dang déu treo & mép tén L& tral vin ban, déng diu giap lal voi viin ban co nhicu hem
maét trang.

- AA, 84 vin ban lay theo s céng van luu tai Vu Hor]] téc qum, i

- BB, Ky hiéu tén don vi soan thao va ky hidu tén vict tit cua chuyén vién soan thao.
Vidu: Our Ref. 15/HTQT-SPyyp - Vén ban do dng Nguyén Vin B, chuyén vién phong
Hem tac Song phuong - Vu Hop tic qunc té soan thac

_i0 -



M3u 3: Miu céng thw tiéng Anh do Linh dac don vi k¥ gui ddi tic cing cfp

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

LOGO -
eita don vi TEN BON VI
(néu o)  Address: Tel:
Fax:
_— e ...
Honai, dd Month vear
Ms./Mr. ...
Address:,
Tel:
FFax:
Email:
Qur Refl. AABD | Your Ref. {co hodc khong)

Reply fode Subject:

Atfention: (ca hodc khong)

Dear Ms/Ms ABC,

(NG dung thu})

Yours Sincerely,

Neuyen Van A
Deputy Directlor General

CC,

- Tén v ehire danh cua Linh dao B phu trach don vi, phu trich linh vire;
- International Cooperation Department {1CD-MARID):

- Nowdi nhiin khde. dia chi. e, fax, email . (néu cd);

Ghi ol

- Déanp déu trco cha don vi & mép tén 12 trdt vin ban, déng didu pidp fai vél van ban o6
nhitu han mat trang. )

- AA, 5O vin ban fay theo st cdng vin luu tal don vi

- BB, Ky hiéu tén don vi soan thio va ky hidu tén viét @it cla chuyén vién soan thao.
Vidu: Our Ref, 23/KL-BTyp; - Vin bin do Sng Nouyén Vin B, chuyén vién phong Bao
tén1 thién nhidn - Cue Kidm ldm soan thao.
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