
GIAM DOC HOC VIEN NONG NGHIEP VIET NAM

Nguyen T|hi Lan

1

Noinhan:
-Nhu dieu 3;
-HDHV, BU (deb/c)
-Ban Giam doc (de chi dao t/h) 
-Ltru: VTHC, VPHV.

CONG HOA XA HOI CHU NGHIA VIET NAM 
D oc lap - Tu do - Hanh phuc

Ha Noi, ngay/^ thdng /-f ncim 2026

BQ NONG NGHIEP VA MOI TRUONG
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Can cir Ouyh ctin/i so 441/QD-TTg ngdy 28 thdng 3 ndm 2014 cua Tlui tudng 
Chinh phii viec Ihanh lap Hoc vien Nong nghiep Viet Nam tren co-sd to chirc lai Tnrd'ng 
Dai hoc Nong nghiep Ha Noi; /

Can cir Quyet dinh so 5906/QD-BNNMT ngdy 31 thdng 12 ndm 2025' cua Bo 
tnrong Bo Nong nghiep vd Moi trudng ve quy dinh chirc ndng, nhiem vu. cpiyen han vd 
co- cdu to chirc cua Hoc vien Ndng nghiep Viet Nam;

Can cir Quy chd To chirc vd hoqt dong cua Hoc vien Ndng nghiep Viet Nam dupe han 
hanh kern theo Nghi quyet so 5813/NQ-HDHV ngdy 22 thdng 11 ndm 2021 ciia Hdi dong Hoc 
vien Ndng nghiep Viet Nam vd dupe sira ddi, bd sung theo Nghi quyet so 38/NQ-HDHV ngay 
05 thdng 3 ndm 2025 cua Hdi dong Hoc vien Ndng nghiep Viet Nam;

Can cir Nghi dinh so 30/2020/ND-CP ngdy 5 thdng 3 ndm 2020 cua Chinh phu ve 
edng tdc van thir;

Xet de nghi cua Chdnh van phdng Hoc vien,

QUYET DINH:

Di£u 1. Ban hanh kem theo Quyet dinh nay la “Quy dinh soan thao va ban hanh 
van ban quan ly cua Hoc vien Nong nghiep Viet Nam”.

Dieu 2. Quy dinh nay co hieu lire kc tir ngay ky.
Di£u 3. Chanh Van phdng, Trudng cac don vi thuoc, true thuoc Hoc vien Ndng 

nghiep Viet Nam va cac to chirc, ca nhan cd lien quan chiu trach nhiem thi hanh Quyet 
dinh nay./.

QUYET DINH
Ban hanh Quy dinh soan thao va ban hanh 

van ban quan ly ciia Hoc vien Ndng nghiep Viet Nani
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BQ NONG NGHIEP VA MOI TRUCJNG

HOC VIEN NONG NGHIEP VIET NAM
CONG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Tu do - Hanh phuc

QUY DINH

SOAN THAO VA BAN HANH VAN BAN QUAN LY

CUA HOC VIEN NONG NGHIEP VIET NAM

(Kem theo Quyet dmh so /QD-HVN ngay^g thdng » ndm 2026)

Ch iro ng I 
QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh va doi tuong ap dung
1. Van ban nay quy dinh vc nguyen tic soan thao, ban hanh van ban; the thuc, ky 

thuat trinh bay van ban; tham dinh dn thao van ban quan ly (san day goi tit la VBQL); 
ban hanh va theo doi, kiim tra viec thi hanh VBQL.

2. Quy dinh nay ap dung doi vdi Hoc vien Nong nghiep Viet Nam, cac don vi true 
thuoc va thuoc Hoc vien Nong nghiep Viet Nam.

Dieu 2. Xac dinh van ban quan ly

1. VBQL duoc soan thao va ban hanh theo Quy dinh nay bao gom cac van ban do 
ngirdi co tham quyin ky ban hanh, co diy du cac yin t6 sau:

a) Du-oc ban hanh duoi hinh thuc van ban co ten loai: Nghi quyet, Quyet dinh (la 
quy dinh gian tiep) thuc hien ban hanh hay phe duyet mot van ban khac nhir quy che, 
quy dinh, chuang trinh, ke hoach, de an, phuo’ng an....

Quyet dinh do Giam doc Hoc vien ban hanh.
b) Co tinh bat buoc chung, co hieu lire ap dung nhieu lan vdi mot ITnh virc hoac 

nhieu ITnh virc thuoc pham vi quan ly cua Hoc vien Nong nghiep Viet Nam, cac don vi 
true thuoc va thuoc Hoc vien Nong nghiep Viet Nam.

2. VBQL khong duoc soan thao va ban hanh theo Quy dinh nay thuoc cac trudng 
hop sau:

a) Van ban duoc ban hanh duoi hinh thuc co ten loai la Quyet dinh (quy dinh true tiep).
b) Cac van ban quan ly va dieu hanh khac khong thuoc khoan 1 Dieu nay
Dieu 3. Nguyen tile soan thao, ban hanh VBQL

1. Bao dam tinh hop phap, tinh thong nhh va tinh phu hop cua VBQL.
2. Tuan thu tham quyen, the thuc, ky thuat trinh bay, trinh tu, thu tuc soan thao va 

ban hanh van ban. Cac VBQL phai duoc tham dinh trudc khi ky ban hanh.
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3. Bao dam tinh cong khai trong qua trinh soan thao, ban hanh VBQL (trir trirbng 
hop VBQL co noi dung thuoc bi mat nha nuoc); bao dam tinh minh bach trong cac quy 
dinh cua VBQL. Trong mot so trirdng hop dac biet, VBQL dtroc ban hanh c4n co sir 
tham gia cua cac don vi true thuoc va thuoc Hoc vien Nong nghiep Viet Nam trong qua 
trinh soan thao dir thao VBQL.

4. Bao dam tinh kha thi ciia VBQL, phu hop vdi dieu kien, tinh hinh thirc tien ciia 
Hoc vien Nong nghiep Viet Nam, cac don vi true thuoc va thuoc Hoc vien Nong nghiep 
Viet Nam.

Chuang II
THE THUG, KY THUAT TRINH BAY VAN BAN QUAN LY

Muc 1
THE THlfC VAN BAN QUAN LY

Dieu 4. Trinh bay phan md’ dau van ban
1. Can cu ban hanh van ban
a) Can cir ban hanh van ban la co so de ban hanh VBQL, co vai tro quan trong 

trong viec xac lap tinh phap ly, tinh thirc lien ciia van ban ban hanh.
Khi vien dan van ban can cir phai dam bao ve trat tu phap ly va thbng nhat v<3 trinh 

tir thbi gian ban hanh nhir sau:
- Nhom cac can cu thu nhat trong VBQL bao gom cac van ban quy dinh ve tham 

quyen, chiic nang, nhiem vu, quyen han va co cau to chuc hoac sir phan cap quan ly cua 
co quan, don vi ban hanh van ban do.

- Nhom cac can cu thu hai trong VBQL bao gom cac van ban co hieu lire phap ly 
cao Iwn van ban ban hanh, quy dinh noi dung, co sb dd ban hanh van ban (cac van ban 
phap ly lien quan true tiep den van de giai quyet trong noi dung van ban) hoac cac van 
ban hanh chinh co lien quan den noi dung va dupe ap dung de ban hanh van ban. Cdn cd 
su ra soat va lua chon van ban dang cd hieu lire va cd quy dinh true tidp ddn noi dung van 
ban de dua vao lam can cu tranh trirbng hop vien dan nhidu van ban khdng edn thidt.

- Nhom cac can cu thirc tien (ndu co) va can cu la dd nghi ciia bo phan tham muu, 
phu trach.

b) Can cu ban hanh van ban dupe trinh bay bang chu in thubng, kidu chu nghidng, 
co chu tu 13 den 14, trinh bay dubi phan ten loai va trich yen npi dung van ban; sau 
mbi can cu phai xubng dong, cubi dong cd dau chain phay (;), dong cudi cung kdt thuc

r r

bang dau chain (.).



2. Thanh phan khac: cac thanh phan trong phan md dan van ban duac trinh bay 
lheo quy dinh tai Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh 
Phu ve cong lac van thu (san day goi tat la Nghi dinh so 30/2020/ND-CP), bao gom:

a) Qu6c hieu “CONG HOA XA HOI CHU NGH!a VIET NAM”;
b) Tien ngir “Doc lap - Tir do - Hanh phuc”;
c) Ten co quan, to chirc ban hanh van ban;

d) So, ky hieu van ban;
d) Dia danh va thdi gian ban hanh van ban;

e) Ten loai va trich yeu noi dung van ban.
3. Doi vdi van ban dirge ban hanh kem thco mot van ban, phan mb dau cua van 

ban dugc ban hanh kem theo gom Quoc hieu va Tieu ngir; Ten co quan/don vi ban hanh 
va ten co quan cap tren true tiep; Ten loai va trich y6u noi dung van ban; Dubi ten van 
ban dugc ban hanh kem theo phai ghi rd sb, ky hieu, thbi gian ban hanh va ngubi co 
tham quyen ban hanh cua van ban ban hanh kem theo.

Dieu 5. Trinh bay phan noi dung van ban
1. Bo cue cua van ban
Tuy theo noi dung, van ban co the dugc bo cue nhu sau:
a) Phan, chuong, muc, tieu muc, dieu, khoan, diem;
b) Chuong, muc, tieu muc, dieu, khoan, didm;
c) Chuong, dieu, khoan, diem;

d) Dieu, khoan, diem;
d) Phan, muc, tieu muc, khoan, diem;
e) Muc, tieu muc/khoan, diem. Phan, chuong, muc, tieu muc, Didu trong VBQL phai 

co tieu de. Tieu de la cum tu chi noi dung chinh ciia phan, chuong, muc, tieu muc, didu.
2. Noi dung van ban dugc trinh bay bing chu in thubng, dugc canh deu ca hai Id, 

kidu chu dung; cd chu tu 13 ddn 14; khi xuong dong, chu diu dong lui vao 1 cm hoac 
1,27 cm; khoang each giua cac doan van tbi thieu la 6pt; khoang each giua cac dong tbi 
thieu la dong don, tbi da la 1,5 lines.

3. Truong hop nbi dung van ban dugc bb cue theo phin, chuong, muc, tidu muc, 
didu, khoan, diem hoac phan, muc, tidu muc, khoan, diem thi trinh bay theo quy dinh 
tai diem d khoan 6 Muc I Phin I Phu luc I Nghi dinh so 30/2020/ND-CP.

4. Cac quy dinh khac ve the thiic, ky thuat trinh bay VBQL dugc ap dung theo 
Nghi dinh sb 30/2020/ND-CP.

Dieu 6. Trinh bay phan ket thiic ciia van ban
1. Phan ket thuc ciia van ban gom: chuc vu, ho ten va chu ky ciia ngubi co tham quyen 

ky ban hanh van ban; dau cua co quan, don vi ban hanh van ban; noi nhan van ban.
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1. Doi voi van ban ban hanh kem theo van ban khac, thi phan ket thuc cua van 
ban dirge ban hanh kem theo gom chirc vu, ho ten va chir ky cua ngiroi co tham quyen 
ky ban hanh van ban; dan cua co1 quan ban hanh van ban.

• X rw-. X > r XDieu 7. Trinh bay clur ky van ban, dau va noi nhan cua co1 quan, don vi ban 
hanh van ban

Chir ky, dau, noi nhan cua co quan ban hanh van ban dupe trinh bay theo quy dinh tai 
khoan 7, khoan 8 va khoan 9 Muc I Phan I Phu luc I Nghi dinh so 30/2020/ND-CP.

Muc 2
KY THUAT TRINH BAY VAN BAN

Dieu 8. Sir dung ngon ngu’ trong van ban
1. Ngon ngu su dung trong van ban la tieng Viet, chinh xac, pho thong, han che 

viet tat trong van ban.
2. Khong dung tu ngu dia phuong, tu ngu co va tu ngu- thong tuc. Tu ngu nude 

ngoai chi duoc su dung khi khong co tu ngu tieng Viet tuong ung de thay the. Tu ngtr 
nude ngoai cd the su dung true tiep neu la tu ngu thong dung, pho bien hoac phai phicn 
am sang tieng Viet.

3. Van ban phai su dung ngon ngu viet, each dien dat phai rd rang, don gian, dd 
hieu. Trong van ban co thuat ngu chuyen mon can phai lam rd noi dung thi thuat ngu 
do phai dupe giai thich.

4. Tu ngu viet tat chi dupe su dung trong trudng hop can thiet va phai giai thich 
noi dung cua tu ngu do tai lan xuat hien dau tien trong van ban. Ddi vdi van ban su 
dung nhieu tu viet tat, can quy dinh rieng mot dieu giai thich toan bd cac tu vidt dt 
trong van ban hoac Phu luc bang chir viet tat kem theo.

5. Tu ngu’ dupe su dung trong van ban phai the hien chinh xac noi dung can truyen 
dat, khong lam phat sinh nhieu each hieu; trudng hop dung tu cd the hieu theo nhieu 
nghia thi phai giai thich theo nghia dupe sir dung trong van ban. Khong su dung tu nghi 
van, cac bien phap tu tu trong van ban.

6. Tu ngu phai dupe su dung thong nhat trong van ban.
Dieu 9. Trinh bay phan bo cue van ban
1. Viec sap xep cac quy dinh ve cung mot van de trong phan, chuong, muc, tieu 

muc phai dam bao nguyen tac:
a) Quy dinh chung dupe trinh bay trudc quy dinh cu the;
b) Quy dinh ve noi dung dupe trinh bay trudc quy dinh ve thu tuc;
c) Quy dinh ve quyen va nghia vu dupe trinh bay trudc quy dinh ve che tai;
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d) Quy dinh pho bien diroc trinh bay trade guy dinh dac thu;
d) Quy dinh chung diroc trinh bay trade guy dinh ngoai le.
2. Vice trinh bay bo cue cua van ban phai bao dam nguyen tac sau day:
a) “Phan” la bo cue Ion nhat duoc trinh bay trong van ban, noi dung ciia cac phan 

trong van ban phai doc lap vdi nhau;
b) “Chuong” la bo cue Ion thu hai dupe trinh bay trong van ban, cac chirong trong 

van ban phai cd noi dung tuong ddi doc lap va cd tinh he thong, logic vdi nhau;
c) “Muc”, “Tieu muc” la bo cue Ion thu ba dupe trinh bay trong van ban, vice phan 

chia cac muc, tieu muc theo npi dung tuong ddi doc lap, cd tinh he thong va logic vdi
•> 9 \ X

nhau. Muc, tieu muc cd the dupe sir dung trong chuong co nhieu npi dung, dieu;
d) “Dieu” cd the dupe trinh bay theo khoan, diem. Npi dung cua tung Dieu phai 

the hien day du, trpn y va trpn cau, dung ngu phap;
d) “Khoan” dupe su dung trong trudng hop npi dung cua Dieu cd cac y tuong ddi 

doc lap vdi nhau, npi dung moi khoan phai dupe the hien day du mot y; mdi khoan phai 
viet day du thanh cau;

e) “Diem” dupe su dung trong trudng hop npi dung khoan cd nhieu y khac nhau.
Dieu 10. Trinh bay quy dinh ve hieu luc thi hanh
1. Hieu lire thi hanh cua van ban phai dupe xac dinh rd ke tu ngay ky ban hanh van ban.
2. Ten van ban, phan, chuong, muc, tieu muc, dieu, khoan, diem cua van ban bi thay 

the, bai bb phai dupe liet ke cu the tai dieu guy dinh ve hieu lire thi hanh cua van ban.
Dieu 11. Ky thuat vien dan van ban
1. Khi vien dan lan dau van ban cd lien guan, phai ghi day du ten loai, so, ky hieu 

cua van ban, thdi gian ban hanh van ban, ten co- guan, to chuc ban hanh van ban va trich 
yen npi dung van ban (ddi vdi Luat va Phap lenh chi ghi ten loai va ten cua Luat, Phap 
lenh); trong cac lan vien dan tiep theo, chi ghi ten loai va so, ky hieu cua van ban do.

2. Trudng hop vien dan phan, chirong, muc, tieu muc cua mot van ban guy pham 
phap luat thi phai xac dinh cu the phan, chuong, muc, tieu muc cua van ban do.

3. Trudng hop vien dan den Dieu, khoan, diem thi khdng phai xac dinh rd don vi 
bd cue phan, chuong, muc, tieu muc cd chua dieu, khoan, diem do.

4. Trudng hop vien dan den phan, chuong, muc, tieu muc, dieu, khoan, diem cua 
mot van ban thi phai vien dan theo thu tu tu nho den Ion va ten cua van ban; neu vien 
dan tu khoan, diem nay den khoan, diem khac trong cung mot dieu hoac tu muc, tieu 
muc, Dieu nay den muc, tieu muc, dieu khac trong cung mot chuong cua cung mot van 
ban thi khdng phai xac dinh ten cua van ban nhung phai vien dan cu the.
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Chuong III
SOAN THAO VA BAN HANH VAN BAN QUAN LY

Dieu 12. Lap ke hoach soan thao van ban quan ly
1. Truoc ngay 20/01 hang nam, cac don vi chuc nang can cti vao yen can thirc te 

cua ket qua ra soat van ban tai don vi, lap ke hoach soan thao va ban hanh VBQL do 
don vi tham muu giii ve Ban Dam bao chat luong va Phap che. Sau thbi gian nay, trnong 
hop can thiet phai cu the hoa van ban quan ly cap Hoc vien theo yen can cua cap co 
tham quyen de ap dung dung thbi diem quy dinh thi don vi lien quan true tiep lien hanh 
lap ke hoach bo sung.

2. Ban Dam bao chat luong va Phap che can cu vao ket qua ra soat van ban cua 
Hoc vien Nbng nghiep Viet Nam va ke hoach soan thao, ban hanh VBQL cua cac don 
vi, tien hanh bo sung, tong hop, lap ke hoach soan thao va trinh Giam dbc Hoc vien 
Nbng nghiep Viet Nam phe duyet de ban hanh. Kb hoach soan thao VBQL cua Hoc vien 
Nbng nghiep Viet Nam duoc ban hanh vao tuan dau tien cua thang 02 hang nam.

Dieu 13. Trinh tu soan thao va ban hanh van ban quan ly cua Hoc vien Nbng 
nghiep Viet Nam

VBQL cua Hoc vien Nbng nghiep Viet Nam theo quy dinh tai Dieu 2 cua Quy 
dinh nay la cac van ban do Giam dbc Hoc vien Nbng nghiep Viet Nam ky ban hanh. 
VBQL cua Hoc vien Nbng nghiep Viet Nam duoc soan thao va ban hanh theo trinh tu 
nhu sau:

1. Soan thao Du thao VBQL.
2. Trinh Giam dbc Hoc vien Nbng nghiep Viet Nam duyet nbi dung va cho phep 

lay y kien dbi vdi Du thao VBQL.
3. Lay y kien, tiep thu, giai trinh y kien tham gia gbp y dbi vdi Du thao, chinh ly 

Du thao VBQL.
4. Tham dinh Du thao VBQL.
5. Trinh ky ban hanh VBQL.
6. Ban hanh VBQL.
Dieu 14. Soan thao Dy thao van ban quan ly
Don vi chu tri soan thao VBQL tham muu Giam dbc Hoc vien Nbng nghiep Viet Nam 

thanh lap Ban soan thao VBQL, tien hanh thu thap, nghien cuu thong tin, tu lieu co lien quan 
den Du thao VBQL; chuan bi de cuong, ban soan va chinh ly Du thao VBQL.

Dieu 15. Lay y kien gbp y cho Dy thao van ban quan ly
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1. Sau khi hoan thanh Dir thao VBQL, don vi chu tri soan thao giri ho so- dir thao van 
ban va de xuat viec to chuc lay y kien, hinh thuc lay y kien, pham vi doi tirong lay y kien 
(gom cac don vi, to chuc, ca nhan co lien quan va doi tuong chju str tac dong true tiep cua 
VBQL) ve Ban Dam bao chat lupng va Phap che de to chuc lay y kien gop y.

2. Ban Ban Dam bao chat lupng va Phap che lap ho so de to chuc viec lay y kien 
gop y cho Du thao VBQL.

3. Cac hinh thuc lay y kien
Sir dung mot hoac ket hop cac hinh thuc lay y kien sau:
a) Gui Du thao VBQL de lay y kien cac don vi, to chuc, ca nhan co lien quan va 

doi tuong chiu sir tac dong true tiep cua VBQL;
b) To chuc hop gop y true tiep, to chuc hoi thao;
c) Lay y kien thong qua He thong thong tin quan ly cua Hoc vien hoac qua thu dien tir..
Thdi han lay y kien Du thao VBQL la 15 (mudi lam) ngay ke tu ngay don vi gui 

cong van yen can gop y Du thao de doi tuong dupe lay y kien co du thdi gian nghien 
cuu, tham gia y kien doi vdi Du thao VBQL. Tuy nhien doi vdi cac trudng hop dac biet 
khac cd the dieu chinh thdi gian lay y kien cho phu hop vdi tinh hinh thuc te. Viec dieu 
chinh thdi gian lay y kien du thao phai dupe su dong y cua Ban Giam doc Hoc vien.

Dieu 16. Tong hop y kien, tiep thu, giai trinh y kien tham gia gop y, chinh ly 
Dir thao van ban quan ly

1. Trong thdi han tdi da 15 (mudi lam) ngay lam viec ke tu ngay h6t han tham gia 
y kien dupe ghi tai cong van gui lay y kien, Ban Dam bao chat lupng va Phap che co 
trach nhiem tong hop cac y kien gop y va gui ve don vi chu tri soan thao de tong hop 
tiep thu, giai trinh (neu cd).

2. Don vi chu tri soan thao nghien cuu, giai trinh, tiep thu y kidn, chinh ly Du thao 
VBQL. Viec tong hop, tiep thu, giai trinh y kien tham gia gop y phai day du, chi tiet va 
phai tren co- so danh gia toan dien cac van de co lien quan de bao dam tinh kha thi, sir 
phu hop cua VBQL.

Doi vdi nhirng van de phuc tap cd y kien khac nhau, don vi chu tri soan thao bao cao 
Giam doc Hoc vien Ndng nghiep Viet Nam de xin y kien chi dao.

Dieu 17. Tham dinh Dy thao van ban quan ly
1. Sau khi chinh ly Du thao VBQL theo y kien tham gia gop y cua cac don vi, to 

chuc, ca nhan cd lien quan, don vi chu tri soan thao hoan chinh Du thao VBQL va gui 
01 (mot) bp ho so tham dinh den Ban Dam bao chat lupng va Phap che de tien hanh 
tham dinh.
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Ho so- tham dinh, bao gom:
a) Phieu de nghi tham dinh (Mau 1 Phu luc kem theo Quy dinh nay);
b) To trinh ve vice ban hanh VBQL (Mau 2 Phu luc kem theo Quy dinh nay);
c) Dir thao VBQL sau khi tiep thu y kien gop y va hoan chinh noi dung;
d) Ban so sanh va thuyet minh nhirng diem khac nhau giira Dir thao VBQL vdi 

VBQL duo’c sira doi, bo sung, thay the (doi vdi trirdng hop soan thao van ban d£ sua
*» 7 r r

doi, bo sung, thay the) (neu cd);

d) Ban tong hop y kien, giai trinh ve Du thao VBQL (Mau 3 Phu luc kem theo 
Quy dinh nay) (neu cd).

2. Ban Dam bao chat luong va Phap che phoi hop don vi chu tri soan thao td chuc 
hop tham dinh Dir thao VBQL sau khi nhan day du ho so- theo quy dinh tai khoan 1 
Dieu nay. Trirdng hop can lam rd noi dung Du thao VBQL, Ban Dam bao chit luong 
va Phap che de nghi don vi chu tri soan thao cung c4p thong tin, tai lieu cd lien quan 
den Dir thao VBQL hoac de nghi gia trinh rd cac quy dinh ciia Du thao VBQL.

3. Noi dung hop tham dinh theo cac noi dung sau day:
a) Sir can thiet ban hanh VBQL;
b) Cac can cu phap ly ban hanh VBQL;
c) Tham quyen ban hanh VBQL;

d) Don vi soan thao chin trach nhiem ve ndi dung Du thao VBQL.
4. Ban Dam bao chat luong va Phap chd hoan thien hd so lien quan ddn td chuc 

hop tham dinh va gui cho cac thanh vien tham gia thdm dinh.
5. Sau khi nhan dirge cac y kien tham dinh, don vi chu tri soan thao nghien cuu, 

tiep thu, chinh ly Du thao VBQL.

6. Du thao quy dinh do Ban Dam bao chat luong va Phap che chu tri soan thao 
khdng thuc hien theo quy trinh tham dinh tai Dieu nay.

Dieu 18. Thu tuc, hd so’ trinh ky ban hanh van ban quan ly
1. Sau khi hoan tat vide tham dinh Dir thao VBQL theo quy dinh tai Dieu 17 cua 

Quy dinh nay, don vi chu tri soan thao hoan chinh Dir thao VBQL va ho so trinh Giam 
doc Hoc vien Ndng nghiep Viet Nam ky ban hanh.

2. Hd so trinh ky gdm:
a) Td trinh ve vide ban hanh VBQL;

b) Quydt dinh ban hanh VBQL (doi vdi trirdng hop VBQL dirge ban hanh kem 
theo Quydt dinh);

c) Ndi dung VBQL;
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d)Cac tai lieu, ho so- lien quan den tham dinh VBQL.
Dieu 19. Phat hanh van ban quan ly
Sau khi VBQL diroc Giam doc Hoc vien Nong nghiep Viet Nam ky ban hanh, Van 

phong Hoc vien co trach nhiem kiem tra, in sao, lay so, dong dau, liru trir va phat hanh 
theo quy dinh hien hanh.

Dieu 20. Dinh chinh sai sot cua van ban quan ly da phat hanh
1. VBQL da phat hanh neu phat hien co sai sot ve the thiic, ky thuat trinh bay hoac 

so- suat do khan danh may, in an thi don vi chu tri soan thao phoi hop vdi Van phong 
Hoc vien de thuc hien viec dinh chinh (Mau 4 Phu luc kem theo Quy dinh nay).

2. Van ban dinh chinh sau khi duoc ky ban hanh phai dirpc chuyen ngay tdi cac 
noi nhan van ban nhir doi vdi VBQL da ban hanh.

3. Doi vdi VBQL da phat hanh nhung cd sai sot ve noi dung phai duoc sua doi, 
thay the bang van ban khac va thuc hien theo quy trinh tu Dieu 14 den Dieu 19 cua Quy 
dinh nay.

Truong hop VBQL dupe chinh sua va phat hanh nhung khdng dupe tham dinh lai thi 
don vi soan thao va phat hanh VBQL phai chiu trach nhiem ve npi dung da chinh sua.

Dieu 21. Sira doi, bo sung van ban quan ly
1. Khi ban hanh VBQL phai thuc hien sua doi, bo sung, bai bb, buy bb hoac thay 

the dieu, khoan, diem cua VBQL da ban hanh trai vdi quy dinh cua van ban moi ngay 
trong VBQL moi do.

2. Ten VBQL, phan, chuong, muc, dieu, khoan, diem dupe sua doi, bb sung, bai 
bb, buy bo hoac thay the phai dupe liet ke cu the tai Dieu quy dinh ve hieu lire thi hanh 
cua VBQL. Truong hop cac VBQL, dieu, khoan, diem dupe sua doi, bb sung, bai bb, 
buy bb hoac thay the qua nhieu thi phai dupe lap thanh danh muc ban hanh kem theo.

Dieu 22. Soan thao va ban hanh van han sua doi, bo sung van ban quan ly
1. Van ban sua doi, bb sung mot sb Dieu cua VBQL la van ban sua doi, bb sung, 

bai bo, buy bb hoac thay the mot hoac mot sb quy dinh cua VBQL hien hanh. Van ban 
sua doi. bb sung mot so dieu cua VBQL phai xac dinh rd phan, chuong, muc, dieu, 
khoan, diem dupe sua doi, bb sung, bai bb, buy bo hoac thay the.

2. Ten cua van ban sua doi, bb sung mot sb Dieu cua VBQL, ten loai van ban co 
kem theo cum tu “sua doi, bb sung mot sb dieu cua” va ten day du cua VBQL dupe sua 
doi, bb sung mot sb Dieu.

3. Trinh tu soan thao va ban hanh van ban sua doi, bb sung VBQL dupe thuc hien 
nhu doi vdi trinh tu soan thao va ban hanh VBQL.



ChuongV

TO CHUG THUG HIEN • •
Dieu 26. Trach nliiem thi hanh

1. Ban Bam bao chat lirong va Phap che co trach nhiem giup Giam doc Hoc vien

Nong nghiep Viet Nam kiem tra, giam sat viec thuc hien Quy dinh nay.
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Chuong IV

THEO DOI, KIEM TRA VIEC THI HANH VAN BAN QUAN LY
Dieu 23. Theo doi, kiem tra viec thi hanh van ban quan ly

1. Theo doi, kiem tra viec thi hanh VBQL duoc tien hanh ngay san khi to chirc 

trien khai thi hanh VBQL nham xem xet, danh gia thuc trang thi hanh VBQL, kien nghi 

thuc hien cac giai phap nang cao hieu qua thi hanh VBQL va hoan thien he thong VBQL 

ciia Hoc vien Ndng nghiep Viet Nam.

2. Theo doi, kiem tra viec thi hanh VBQL phai dupe thuc hien thudng xuyen, toan 

dien, co trong tarn, trong diem; ket hop theo doi, kiem tra viec thi hanh VBQL theo ITnh 

vuc; bao dam su phoi hop chat che giua cac don vi, to chiic co lien quan trong qua trinh 

theo doi, kiem tra viec thi hanh VBQL.

Dieu 24. Noi dung theo doi, kiem tra viec thi hanh van ban quan ly

Theo doi, kiem tra viec thi hanh VBQL theo cac noi dung sau:

1. Tinh kip thdi, day du, phu hop va hieu qua cua boat dong tap huan, tuyen truyen, 

pho bien ve VBQL.

2. Tac dong cua VBQL trong thuc tien de xac dinh tinh hop ly, tinh kha thi cua VBQL.

3. Muc do man thu VBQL cua cac don vi true thuoc, don vi thuoc Hoc vien Ndng 

nghiep Viet Nam, ca nhan cd lien quan va ly do vice tuan thu, khdng tuan thu VBQL.

4. Muc do dap ting ve co so vat chat, kinh phi, nhan luc va tinh phu hop cua id 

chiic bd may de thi hanh VBQL.

Dieu 25. Trach nhiem theo doi, kiem tra viec thi hanh van ban quan ly

1. Ban Dam bao chat lupng va Phap che chii tri, phdi hop vdi Van phdng Hoc vien, 

Van phdng Dang tiy va Doan the, cac Ban chirc nang va don vi thuoc Hoc vien Ndng 

nghiep Viet Nam cd lien quan thuc hien theo doi, kiem tra viec thi hanh VBQL thuoc 

pham vi quan ly cua Hoc vien Ndng nghiep Viet Nam.

2. Cac trudng don vi thuoc, true thuoc Hoc vien Ndng nghiep Viet Nam cd trach 

nhiem theo doi, kiem tra viec thi hanh VBQL thuoc pham vi quan ly ciia don vi minh.
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2. Cac dan vj true thuoc, thuoc Hoc vien Nong nghiep Viet Nam co trach nhiem 
to chuc trien khai thyc hien Quy dinh nay.

Dieu 27. Hieu luc thi hanh 
•> r

Quy dinh nay co hieu luc ke th ngay ky Quyet dinh ban hanh.
Trong qua trinh trien khai thuc hien, neu co van de phat sinh hoac kho khan, vudng 

r y \

mac, de nghi kip thbi phan anh ve Hoc vien Nong nghiep Viet Nam (qua Ban Dam bao 
r r 1 •> r

chat lupng va Phap che) de tong hop trinh Giam doc Hoc vien Nong nghiep Viet Nam 
f r

xem xet, quyet dinh./.

Nguyen yhj Lan

nOngnshiIp 
vi£r NAlO

/ / hqcvi^
Z I.-



(Kem theo Ouyet dinh so Afyty) /QD-HVN ngay^ff thdng ndm 2026)
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Mau 1. Phieu de nghi tham dinh van ban quan ly
Mau 2. Td trinh ve viec ban hanh van ban quan ly
Mau 3. Tong hop y kien, giai trinh ve Du thao van ban quan ly
Mau 4. Dinh chinh van ban quan ly

PHU LUC
MAU TRINH BAY VAN BAN



Mau 1. Phieu de nghi tham dinh van ban quan ly

Dy than

Kinh gui: Ban Dani bao chat luong va Pliap die
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Ghi chu:
(1) Ten dan vi chii tri scan thao
(2) Ten van ban quan ly

HOC VIEN NONG NGHIEP VIET NAM

.....................(1)........................

CONG HOA XA HOI CHU NGIHA VIET NAM
Doc lap - Ty do - Hanh phuc

LANH DAO DON VI 
(Ky, ghi ro ho ten)

(1) de nghi Ban Dam bao chat luong va Phap che nghien ciru va to chi'rc 
hop tham dinh doi vdi Dy thao (2) Ho so thSm dinh gom:
1. Phieu de nghi tham dinh

2. To trinh ve viec ban hanh VBQL

3. Dy thao sau khi ticp thu y kicn gop y va hoan chinh noi dung

4. Ban so sanh va thuyet minh nhung diem khac nhau gitra Dy thao vdi VBQL dupe sua 
doi, bo sung, thay the (neu co).

5. Ban tong hop y kien gop y ve Dy thao (trong ban tong hop y kien gop y phai co noi 
dung giai trinh ve viec tiep thu hoac khong tiep thu gop y).

Ha Noi, ngety thang ncim

PHIEU DE NGHI THAM DINH

(2)



Mau 2. To’ trinh ve viec ban hanh van ban quan ly

Ve viec ban hanh

Kinh gui:
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Ghi chu:
(1) Ten don vi chu tri soan thao
(2) Ten van ban quan ly

HOC VIEN NONG NGHIEP VIET NAM

.................... (1)......................

TO TRINH
...............(2)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu* do - Hanh phuc

LANH DAO DON VI 
(Ky, ghi rb ho ten)

' z1. Sir can thiet ban hanh van ban quan ly
2. Can cu de soan thao, ban hanh van ban quan ly
3. Cac van ban quan ly se dirge thay the, huy bo (neu co)
- Thay the, huy bo toan bo
- Thay the, huy bd tung phan (neu cu the).

Hci Noi. ngay thdng ndm



Mau 3. Tong hop y kien, giai trinh ve Dy thao van ban quan ly

STT Noi dung dy thao Don vi gdp y Noi dung gop y

1

2

3
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Ghi chu:
(1) Ten don vi chu tri soan thao
(2) Ten van ban quan ly
(*) Ghi ro tiep thu hay khong tiep thu, ly do khong tiep thu

HOC VIEN NONG NGHIEP VIET NAM

........................ (1)........................

TONG HOP Y KIEN, GIAI TRINH
Ve Dy thao.............................(2)

LANH DAO DON VI 
(Ky, ghi rb ho ten)

Y kien do n vi 
chu tri soan 

thao *

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc 

Ha Noi, ngay thang ncini



Kinh gui: - (2) 

tai

viei

Nay sira lai la:
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Notnhdn:
- Nhir tren;
- Liru: VT.

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu- do - Hanh phuc

TL.GIAM DOC
CHUC VU, QUYEN HAN CUA NGl/OI KY 

(Ky, ghi ro ho ten)

Thira lenh Giam doc Hoc vien Nong nghiep Viet Nam, ....(3).... dinh chinh sai sot
(4) nhir sau:

Tai trang , dong thii 

Ghi chu:
(*) Mau nay ap dung doi voi truong hop van ban quan ly da ban hanh nhir co sai sot ve mat the 
thirc, ky thuat trinh bay hoac do so suat khau danh may, in an.
(1) Chu viet tat ten don vi soan thao VB dinh chinh
(2) Noi can gui VB dinh chinh
(3) Ten don vi dupe Thua lenh GD Hoc vien dinh chinh van ban
(4) Ten van ban quan ly can dinh chinh.

S6: /HVN-....(1)...
V/v dinh chinh van ban

Mau 4. Dinh chinh van ban *
BQ NONG NGHIEP VA MOI TRUONG

HOC VIEN NONG NGHIEP VIET NAM

X Z •

tu tren xuong (hoac tu dudi len)

Het Noi. ngay lhang ncim


