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Thuc hi€n c6ng t6c b6o vd
bi m6t nhd nudc trong linh

vuc vin thu, luu trir

Qu/, 2, ngdyJt thdng6 ndm 2013

Kinh gui:

- Thir truoqg c5c co quan, don vi thu6c UBND quQn;
- Cht tfch Uy ban nhdn d6n 1l phuong.

Thuc hi6n chi dao ctra Chu tich Uy ban nhdn ddn quQn tai C6ng vdn so
4265ltJBND ngay 10/1212012 vd ndng cao ch6t luqng, hi6u qu6 c6ng t6c b6o vC

bi mdt nhd nu6c trong tinh hinh mdi vi c6ng v6n s6 42ltrBND-vp-M ngey
221412013 vA t6ng cudng cdng tdc b6o v6 bf mdt nhd nudc ndm 2013. D6 kh6c
phuc mOt s6 h?n ch6 vd cdng t6cb6o vQ bf mdt nhd nudc trong linh vgc vdn thu
luu trir theo Bi6n bin ghi nhQn k6t quA thanh tra vi6c ch6p henh c6c quy dinh
cua ph6p ludt vri b6o vd bf mdt nhd nudc tqiuy ban nhdn ddn quQn 2 citaDodn
Thanh tra BQ C6ng an.

Phdng NOi vu hu6ng ddn thgc hiQn c6ng t6cb6o v6 bf mpt nhd nu6c trong
c6ng tilc vdn thu, luu trfr nhu sau:

1. VA quy dinh chung:

Tdi liQu c6 nQi dung mang bf mpt nhd nu6c (sau ddy ggi tat ld vdn b6n
m6t) duoc ddng ky, quAn ly theo quy dinh cria ph6p luflt hiqn hdnh vd bao v6 bi
mdt nhd nu6c, duoc quy clinh trong mQt s6 vdn b6n quy phpm ph6p lu6t sau:

Ph6p lQnh sO 30/20001PL-UBTVQH10 ngey 28112/2000 vd bao v€ bf m6t
nhd nuoc;

'Nghi dinh s6 33/20021NE-CP ngdy 281312002 ctra Chfnh phri quy dinh chi
ti6t thi henh Ph6p lQnh b6o vQ bi mpt nhd nu6c;

Thong tu s5 t2l200z/TT-BCA(Alt) ngdy t3/gtz00z cira BQ c6ng an
hu6ng ddn thuc hi6n Nghi dinh sO ZZTZOO2AID-Cp;

Th6ng tu s6 07/2012/TT-BNV ngdy 22ltU20t2 crta Bq N9i vu hu6ng
d6n quin ly vdn ban, lfp hd so vd nQp hd so, tdi li6u viro ccr quan.

2.M.t s6 nQi dung vA c6ng t6cbho vQ bi m6t nhd nudc trong cdng rdc vin
thu, luu trir:



2.1. eu6n ly vbn bin mft d6n: viQc ti6p nhan, ddng ky, chuy6n giao vdn

bAn m4t d6n; vA quy trinh thUc hign tucrng tg nhu m6t vdn b6n th6ng thudng

nhrmg eOi vOi vdn bAn mQt cAn luu f :

- Vipc ti6p nhQn vdn bin m4t: t4i di6m b2 mpc 3 Th6ng tu sd l2l2002lTT'

BCA(AI1) ngdy 131912002 cua BQ C6ng an quy dinh:

*Moi tdi liQu, vdt mang bi mqt nhd nudc gwi dAn t* cdc ngr6, diu phdi

qua vdn tha vdo ,6 "Tdi ti€u mqt din" dd theo ddi vd chuy*n ddn ngrdi co trach
:.

nhtem gtat quyet.

Trudng hqp tdi li€u, vgt mang bi mqt nhd naoc d6n md bi trong c6 diiu
,'Chi ngudi c6 t1n m6i dagc b6c bi" thi vdn thu vdo ta tii tdi li€u ghi ngodi bi vd

chuy€n ngay ddn ngudi c6 tAn ffAn bi. Ndu ngudi c6 thn ghi tr\n bi di vdng thi

chuy,6n ddn ngadi c6 trdch nhi€m gidi quyiit. Vdn thu kh6ng dorqc b6c bi.

Trudng hqp thiiy tdi li€u, vQt mang bf mqt nhd nuoc gui den md noi g{ti

khdng thwc hi€n dting tht) tqtc bao mQt thi chuy*n ddn ngudi co trdch nhiQm gidi

quydt, d6ng thdi th6ng tin lsi noi ghi d€ rilt kinh nghilm. l{6u phdt hi€n tdi ti€u,

vQt mang b{ mqt nhd nadc ghi d)n co dtiu hi€u bl b6c, md bao bi, l0 lqt b{ mqt

nhd na6c hodc tdi li€u, vdt bi trdo ddi, mdt, hu hong... thi ngudi nhgn phai bdo

cdo ngay vdi thil truong co quan, don vi dO c6 biQn phdp xa ly kip thdi".

- viQc d6ng ky v5n b6n mQt: v5n b6n mflt dtin ph6i d6ng ky vdo co s6 dfr

liQu ri6ng (phii dugc in ra gi6y dC ky nhAn bin chinh vd d6ng tO ae qu6n ly)

ho{c 10p s6 ddng ky ri6ng.

- MAu s6 d6ng k1f vdn b6n mpt d6n thUc hiQn theo Phy tqtc sii I dinh kim.

Kh6ng su dgng m6y vi tinh n6i mang noi b0 vd mang diQn rQng dc eang

ky vin b6n mQt d6n.

- MAu s6 chuy6n giao vdn bin mft <l6n dugc thpc hiQn theo Phqtc tltc sd 2

tlfnh kim.

2.2. Quin ly vdn ban mPt di:

- Khi soAn th6o tiri liQu c6 nQi dung bi mQt nhir nu6c, ngudi sopn th6o tAi

liQu ph6i <lA xu6t dQ mit ctra tirng tii lipu; ngudi duyQt ky vdn b6n chiu tt6ch

nhiem q,;y6t dfnh viQc d6ng ddu d0 mat (TuyQt mflt, TOi m6t, Mat) vd phpm vi

luu hdnh tdi liQu mang bi mQt Nhir nu6c.



- Vipc dAnh m6y, in, sao, chUp tdi liQu c6 ndi dung bi mpt nhir nu6c vir x6c
dinh d6ng d6u mric itQ mflt dugc thuc hiqn theo quy dinh tai Di6u 7, 8 Nghi dinh
so lllzo02AIE-CP ngdy 281312002 cria Chinh phu vd mpc 2 Th6ng tu s5

I2|2002|TT-BCA(A11) ngdy 131912002 cria BQ C6ng an.

Kh6ng su dpng m6y tfnh da n6i mAng Intemet ddnh mfiy,in, sao tdi li6u mdt.

- Ddng ky van bin m4t cli:

+ Vin b6n m4t di dugc cho s6 bing mQt he thting s5 ri€ng.

+ Vdn bin mQt di ph6i dSng kj vdo co s0 dfr liQu ri6ng (phAi dC in ra gi6y

ct6 qu6n ly) hopc lAp sd ding ky ri6ng.

+ MAu sti dang ky vdn b61mAt di thuc hi€n theo Phy t4tc sA 3 dfnh kim.

- ChuyiSn ph6t vdnLAn mat: thuc hi6n theo Didu 10, Didu 16 Nghf dinh so

33120021ND-CP 281312002 cria Chfnh phu vd di6m bl mr,rc 3 Th6ng tu sO

l2l2002lTT-BCA(A11) ngdy 131912002 cria BQ Cdng an.

2.3. Giao, nhQn; v6n chuy€n tdi li6u m6t:

- Giao, nhdn tdi li6u mflt: moi trudng h-o. p giao, nhfln tdi li6u, vat mang bi
m&t nhd nu6c gifra nhirng ngudi: Ngudi du th6o, vdn thu, giao th6ng vi6n, ngudi
c6 tr6ch nhiQm gi6i quy6t, ngudi luu git, b6o quin ... dou ph6i vdo sd, c6 ky
nhpn gifra b6n giao vd b€n nhfln.

Noi gui vir noi nhfn ph6i tO chirc kitim tra, d6i chiiSu nhim phdt hi6n
nhirng sai s6t, mdt mat <ttl xu ly kip thoi; viQc giao nh4n phii duoc ghi dAy dri
vdo s6 theo d6i ri6ng, ngudi nh?n ph6i kf nhfln.

- vfln chuy6n tdi liQu m6t: tdi liQu, vft mang bf mat nhd nu6c khi vpn
chuy6n ph6i duoc tltmg trong bao bi chic chln bing vat liQu phu hqp; khi cAn

thi6t ph6i ni6m phong theo quy dinh; c6 phuong ti6n van chuy6n b6o d6m an

todn.trong mgi tinh hu6ng; trudng hqp xdt thAy cdn thitit thi ph6i b6 tri ngudi
b6o vQ viQc vpn chuy6n c6c tiri li6u, vQt d6.

2.4.Luu trfr tei li6u m4t:

Mgi tdi liQu mang bf mft nhd nudc ph6i iluqc luu git, b6o qu6n chdt che

vd sir dung dirng mpc dich. ViQc luu trfr tdi li€u mang bi mat nhd nudc thr,rc hi6n
theo Di6u 1 I Nghi dinh sd 33120021ND-CP ngey 28/3/20A2 cua Chinh phu vd
mpc 4 Th6ng tu sO l2l2002lTT-BCA(A11) ngdy l3lg/2002 cria BQ C6ng an.

3. c6n bQ, cdng chric, vi6n chfc, nhdn vi€n ldm c6ng t6c lion quan tryc
tii5p d6n bi mft nhdr nu6c ph6i cam ktit bAo vQ bi mpt nhd nu6c bing vdn bin vd



d6p tmg ti€u chuAn c6n b0 ldm cdng t6c 1i6n quan trgc ti6p d6n bi mOt nhd nu6c

theo quy dinh tai DiAu 22 Nghi dinh sd 33120021ND-CP ngiy 281312002 cua

Chinh phir./.

KT. TRUoNG PHONG
PH6 TRUONG PIIONG

Noi nhQn:
- Nhu tr6n;
- Chi cr,rc Vdn thu - Luu trfr SoNQi vu;
- Chfi tich UBND quan (d€ b/c);
- Luu: NV. (H. 70b)

Fhutt Vin TuAn



PHIJ LUC I

so oAxc r.f vAN nAN MAr nnx
(tham khao theo Phu luc II Th6ng w s6 0T/2012/TT-BI{V

ngdy 22/l 1/2012 cila BQ I,{Qi vu)

1. MAu s6

56 dang ky vdn b6n mpt d6n phdi duoc in s8n, kfch thu6 c: 2l0mm x 297mm

a) Bia vd trang dAu

Bia vd trang dAu cua s6 dang ky vdn bAn m4t ct6n dugc trinh bdy theo minh hoa

tai hinh vE du6i ddy.

( 1).

(2)

2^

SO DANG KY VAN BAN MAT EEN

Ndm: 20... (3)...

Tir ngdy ....... d€n ngdy . (4)

: -: :Iu so den so .. (J)

Quy6n s6: ....(6)...

Ghi ihil:

(1): TOn co quan (tO chfc) chtr qu6n cAp tr6n trpc ti6p (n6u c6);

(2): TOn co quan (td chirc) ho{c don vi lOOi vOi s5 ctra don vi);

(3): NAm *o s6 cldng ky vin b6n ili5n;

(a): Ngdy, th6ng bit dAu vd ki5t thric ddng ky vdn b6n trong quy6tr s6;

(5): SO thri tg ddng kf van b6n d6n dAu ti6n vd cu6i cirng trong quy6n s6;

(6): SO thir tg cua quy6n s6.



TrCn trang dAu cira c6c lo4i s6 phAi c6 chfr ky cua ngudi c6 thAm quy6n vdr d6ng

d6u tru6c khi su dUng. ViQc ky vd d6ng d6u dugc thgc hi6n cr khoing gi6y tr6ng

gifra Tri s0... etin s6.. vd Quy6n s6.

b) PhAn ddng ky vdn bin mpt <fiin

PhAn ddng ky vdn b6n mpt cl6n dugc trinh bdy tr6n tranggiay kh6 ,{3 (420mm x

297mm), bao g6m 10 cQt theo m6u du6i <t6y:

2. Hufng d6n ilIng ky

Cgt 1: Ghi theo nghy, thdng dugc ghi tr6n d6u "D6n", vi du: 03/01 ,2717,31112.

Cdt2: Ghi theo rO dugc ghi tr6n ddu "E6n".

COt 3: Ghi t6n co quan, t6 chilc ban hdnh vdn bin ho{c h9 t6n, illa chi cria ngudi

gui don, thu.

CQt 4: Ghi s6 vd ky hiQu cria vdn bAn d6n.

COt 5: Ghi ngey, thing,ndm cria vdn b6n d6n hoac don, thu. pOi vOi nhirng ngey

du6i 10 vir th6ng 1,2 thi phAi th6m sO 0 o trudc; ndm dugc ghi bang hai chfr s6

t. v t 1

cu6i ndm, vi du: 03l0IlII,3lll2lll.

C6t 6: Ghi t€n lopi cira vdn bin dtin (trir c6ng vdn; t6n lo4i vdn bin c6 th6 vi6t

tat) vd trich y6u nQi dung. Trudng h-o. p vdn bAn d6n ho{c don, thu kh6ng c6 trich

y6u thi ngudi <fdng k;f phai tomthtnOi dung cria vdn bin ho{c don, thu d6.

CQtT: "Mric dQ mflt": ph6i ghi rd dQ mpt ("Mflt", "TOi mat" hoflc "TuyQt mat")

ciravdn bAn d6n; eOi vOi vdn b6n d6n d0 "TuyQt mdt", thi chi dugc ghi vdo cQt

trich y6u n$i dung sau khi dugc ph6p ngudi c6 thAm q,rydtt

CQt 8: Ghi t€n don vi hopc c6 nhAn nh$n vin bin d6n cdn cri f kitin phdn pnOi, y

ki6n chi ct4o gi6i q.ry6t ctra ngudi c6 thAm quyAtt.

Cqt 9: Chit bi ctra ngudi trr,rc titip nhfn vdn bAn.

Cgt t0: Ghi nhirng di6m cAn thi6t vA vdn b6n d6n (vdn b6n kh6ng c6 s6, ky hiQu,

ngey thilng,trich y6u, b6n sao v.v...).
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PHU LUC II
sO cuuvnN GrAo vAN nAu MAr onirt

(Tham khdo theo Phu luc V Th6ng tw s6 0Z/2012/TT-BNV

ngdy 22/I I/2012 cila B0 N)i vw)

1. Mfru sd

56 chuy6n giao v6n b6n mQt d6n phii duoc in s8n, kfch thudc:2l0mm x297mm
hopc 148mm x 210mm.

a) Bia vd trang dAu

Bia vd trang dAu cua sO dug. trinh briy tuong tg nhu bia vd trangdAu cia s6 dang

k1i vin b6n mdt d6n, chi kh6c t6n goi le "SO chuy6n giao vdn b6n m6t d6n" vdr

khdng c6 ddng chir "Tir sti ... d€n s6 ..."

b) PhAn chuy6n giao vdn bin mpt d6n

Phdn chuy6n giao vdn b6n mpt d6n c6 th6 duqc trinh bdy tr6n tranggidy kh6 Aa
theo chidu r6ng (2l0mm x297mm) ho{c theo chidu ddi (297mmx 210mm) bao

g6m 06 c6t theo m6u sau:

2. Huong ddn ghi

cOt l: Ghi ngay, th6ng, ndm chuy6n giao vdn ban d6n cho c6c don vi, c6nhdn;

ooi voi nhirng ngey du6i 10 vd th6ng 1,2 thi phAi th6m so 0 cr tru6c, vi du:

05102, 2717 ,31112.

CQt2: Ghi theo 16 dug" ghi tr6n d6u "D6n".

Cot 3: "Mtic dQ mft" phii ghi 16 rlQ mflt ("Mflt", "T6i mAf ho{c ..TuyQt mat,,)

cira vin b6n cl6n.

CQt 4: Ghi t€n don vi ho{c c6 nhdn nhan vdn b6n cdn cri theo y ki6n phdn pnOl, y

ki6n chi dpo gi6i quytit cria ngudi c6 thAm quy6n.

Cgt 5: Chtr ky ctra nguoi trpc ti6p nhpn vin b6n.

CQt 6: Ghi nhirng ditim c6n thii5t (b6n sao, sO lugng b6n...).

Nsey
chuy6n

SO d6n Mfc tl6 mdt
Don vi ho{c ngudi

nhdn
Ky nhQn chi

chri
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PHV LVC ilI
so oAxc r.f vAN sAN mdr ul

(Tham khdo theo Phy twc VII Th6ng tw s6 07/2012/TT-BNV

ngdy 22 thdng I I ndm 2012 cila BQ NQi vu)

1. MAu s6:

Sd dang ky vdn b6n mpt di ph6i dugc in sin, kich thu6 c: 270mm x 297mm.

a) Bia vd trang dAu

Bia vd trangdAu cua sO dugc trinh bdy tucrng tg nhu bia vir trang dAu cua t6 dattg

ky vdn b6n mQt d6n, chi kh6c t6n ggi ld "SO ddng ky vdn bAn mft di".

b) PhAn d6ng ky van b6n mpt di

PhAn ddng ky vdn biLn mQt di dugc trinh bdy tr6n trang gi6y kho ,{3 (420mm x

297mm), bao g6m 09 cgt theo m6u sau:

2. Hudng d6n ddng ky

Cgt 1: Ghi s6 vd ky hieu ctra vdn b6n.

C6t2: Ghi ngdy, th6ng, ndm cua vdn bAn; AOi vOi nhfing ngey du6i 10 vdr thSng

l,2thiph6i th6m s5 0 o trudc, vf dp: 05102,31112.

Cgt 3: Ghi t€n lopi vd trich y6u nQi dung ctra vin bin.

CQt 4: "Mric dd mflt" phAi ghi 16 ctQ m4t ("Mpt", "Tdi mat" ho{c "Tuy€t mat")

cira vdn b6n; ddi vdi vbn b6n ili dQ "TuyQt mft" thi chi dugc ghi vdo cQt trfch y6u

nQi dung sau khi dugc ph6p ctra ngudi c6 thAm qrrydn.

CQt 5: Ghi t6n cira ngudi ky vdn bAn.

CQt 6: Ghi t6n cdc ccy quan, tO chric hoflc don vf, c6 nhdn nhfln vdn bin nhu duoc

ghi tai phAn noi nh4n cua vdn bin.

CQtT: Ghi t6n don vi ho{c c6 nh6n nh?n b6n luu.

CQt 8: Ghi s6 lugng b6n ph6t hanh.

CQt 9: Ghi nhirng diCm cAn thi6t l&5c.1.

so, t<y 6n lopi vd

trich y6u
n6i dung
vdn b6n


