
Dinh Viet ThAng 

BO GIAO THONG VAN TAI CONG HOA XA HOI CHU NGHIA VIET NAM 
CLTC HANG KHONG VIET NAM 	Diic 14p - Tv do - 1-41th phtic 

s6: A OW  /QD-CHK 	 Ha Noi, ngay,e2 thong  6  nom 2020 

QUYET DINH 
Ban hanh Quy the lam viec ciia Cue Hang khong Viet Nam 

CVC TRUbNG CUC HANG KHONG VIET NAM 

Can cis Quyet clinh so 2606/QD-BGTVT ngay 07/9/2017 clic! Bo tru.ong Bo 
Giao thong van tai quy clinh chic nang, nhiem vu, quyen hgn va cau to chic cUa 
Ow Hang khong Viet Nam; Quyet clinh so 1055/QD-BGTVT ngay 31/5/2019 ctia Bo 
tru-ang BO Giao thong van tai ve sica cloi, ba sung Quyelt clinh 2606/Q-D-BGTVT ngay 
07/9/2017 clic' Bo tru.ang Bo Giao thong van tai quy clinh chic Wang, nhi "Om vu, quyen 
han va co.  cau to chav cUa Ow Hang khong Viet Nam; 

Can cu. Quyit clinh so 751/QD-BGTVT ngay 23/4/2020 cfta Bo trurrng B"0 Giao 
thong van tai v'‘e viec ban hanh Quy the lam viec cua 13:() Giao thong van tai; 

Theo cte nght cua Chanh Van phong Cuc Hang khong Viet Nam, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quy6t dinh nay Quy the lam v* cua Cuc Hang 
khong V* Nam. 

Dieu 2. Quyet dinh nay có hieu luc ke tir ngay ky va thay the Quy6t dinh so 
2721/QD-CHK ngay 08/7/2011 dm Cue tnrong Cuc Hang khong Viet Nam ban hanh 
Quy the lam viec cua Cuc Hang khong V* Nam. 

Dieu 3. Lanh ciao Cuc, Thu tnr&ng cac co quan, corn vi thu(ic Cuc Hang khong 
V* Nam va cac to chirc, ca nhan lien quan chiu trach nhim thi hanh Quy& dinh 
nay./. 

- NhU DiL 3; 
- Bo GTVT (c16 boo coo); 
- Dang uy Cuc HKVN; 
- Cong doan Cuc HKVN; 
- ang TTDT Cuc HKVN; 
- Ltru: VT, VP (A.10b)A.  
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BO GIAO THONG VAN TAI 	LONG HOA xA Ho CHU NGHIA VIET NAM 
CVC HANG KHONG VIET NAM 	 DOc lap - Tty do - I-14nh phtic 

QUY CHE LAM VIEC CUA CLIC HANG KHONG VIET NAM 
(Ban hanh kern theo Quyit clinh so  A00g  /QD-CHK ngay2Z/6/2020 

cila Cyc trwang Cyc Hang khong Vi0 Nam) 

Chuang I 

QUY DINH CHUNG 

Dieu 1. Ph4in vi dieu chinh, dOi ttryng ip dung 

1. Quy the nay quy dinh nguyen frac lam vi&, c111  dO trach nhim; quan N 
cong tac, cach thirc giai quyet cong vi& dm Cuc Hang khong V* Nam. 

2. Quy the nay dp dung d6i \Teri dog chirc, vien chuc, ngtroi lao dOng va cac 
co quan, don vi thuec Cuc Hang khong Viet Nam (sau day g9i tat la Cuc), cac to 
chirc, ca nhan c6 quan h" cong tac WA Cuc. 

Dieu 2. Giai thich tir ngir 

Trong Quy ch6 nay, cac tir ngir clued day duvc hi6u nhu.  sau: 

1. Lanh d4o Cuc la Cuc trtrong, Pho Cuc truOng. 

2. Co quan thue•c Cuc (co quan tham mtru giCip vi'& Cuc trtrong) la cac Phong, 
Thanh tra Cuc, Van phong Cuc, 

Don vi thui5c Cuc la Cang vu hang khOng mien [Vac, Cang vu hang khong mien 
Trung, Cang vu hang khong mien Nam, Trung tam Y to hang khong. 

3. Thu throng co quan la Truong phOng, Chanh Thanh tra Cuc, Chanh Van 
phong Cuc; 

Thu truong don vi la Giam d6c Cang vu hang khong mien 13'ac, Giam d6c 
Cang vu hang khong mien Trung, Giam doc Cang vu hang khong mien Nam, Giam 
doe Trung tam Y to hang khOng. 

4. Pho Thu truang co quan la Ph6 Twang phong, Pho Chanh Thanh tra Cuc, 
Pho Chanh Van phong Cuc, 

Pho Thu truang don vi la Ph6 Giam d6c Cang vu hang khong mien Wac, Pho 
Giam doc Cang vu hang khOng mien Trung, PhO Giam dOc Cang vu hang khong 
mien Nam, Pho Giam doc Trung tam Y to hang khong. 

5. Lanh dqo co quan, don vi la ThU truOng va Pho Thu truong co quan, don 
vi. 
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6. Ca quan, dan vi 	tri la ca quan, dan vi dugc giao chiu trach nhi@n chinh 
trong 	to chirc trien khai, tham muu giai quyet mot cong viec, mot van de. 

Dieu 3. Nguyen tac lam viec 

1. Cuc lam viec theo the dO Thu truang, de cao trach nhiem cua ngtreyi dung 
dau. Cuc truCmg chiu trach nhim ca nhan truOc BO truang BO Giao thong van tai ve 
toan b0 cong vi&thuOc chdc Wang, tham quyen cua Cuc truang, ke ca khi da phan 
cong ho4c uy quyen cho Pho Cuc truong. Moi hoat dOng cua Cuc, Lanh dao Cuc va 
Lanh dao ca quan, dan vi thuOc Cuc phai bao dam su lanh dao cua Dang, tuan thu 
cac quy dinh ciia. Hien phap, phap 1u4t va Quy the lam viec dm BO Giao thong van 

Cuc Hang khong V* Nam. 

2. De cao trach nhi01 ca nhan, m8i viec chi có mot ca quan, dan vi; mot ca 
nhan chu tri va chiu trach nhiem chinh. Thu truemg ca quan, dan vi dugs phan cong 
cong viecphai chiu trach nhiem chinh ye cong viec dugc 	

, 
c phan cong 	khi da 

phan cong cho cap pho cua minh. Ca quan, dan vi dugc giao chu tri xix ly, giai quyet 
cong viec phai phoi hop voi cac ca quan, dan vi có lien quan va chiu trach nhiem ve 
ket qua cuOi cong cua cong viec dugc giao truac hanh dap Cuc. 

3. Chu crcing giai guy& cong viec dung pham vi thAm quy&I dugc phan cong, 
bao dam tuan thu trinh tu, thu tuc va thei flan giai quyet cong viec theo dUng quy 
dinh cua phap 14t, chuang trinh, ke hoach dog tac va Quy the lam viec dia. BO 
Giao thong van tai, Cuc Hang khong V* Nam, trir truong hop có yeu cau dOt xuat 
hoc có yeti cau khac cua ca quan cap teen. 

4. Bao dam yeu cau phi hop cong tac, trao d6i thong tin trong giai quyk cong 
viec va trong moi hoat dOng theo chirc Wang, nhiem vu, quyen hon dugc phap 1u4t 
quy dinh; cap clued phuc tong su Fanh ciao, chi ciao cila cap tren. 

5. Cong khai, minh bach, dAy mph Ung dung cong nghe th8ng tin trong cac 
hoat dOng, chi ciao, dieu hanh va giai quyet cong viec cua Cuc va cac ca quan, dan 
vi thuOc Cuc. 

Churang II 

TRACH NHIEM, PHAM VI VA 

CACH 	GIAI QUYET CONG VIEC 

Dieu 4. Cach thtic giai quyet cong viec cua Lanh d#o Cue 

1. Lath dao Cuc xem xet, giai guy& cong viec tren ca so/ "Ho so trinh giai 
quyet cong v*"cua ca quan va cong van, ho sa, tai lieu trinh cua ca quan, to chirc, 
ca nhan lien quan dugc chuyen den theo quy dinh tai Quy the hie -1 hanh ve cong tac 
van thu va km trir cua Cuc Hang khong Vi't Nam. 
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D6i voi nhang van & quan trong, can thiet ma chua xir 1ST duvc ten co so ho 
so trinh, Lanh dao Cuc chil tri h9p, lam v*,veri lath ciao cac co quan, to chirc lien 
quan de tham khao ST kien truov khi giai quyet. 

D6i voi nhirng van & Lanh ciao Cuc da chi dao NT&' chil truong, each thirc giai 
quy6t nhung van ban, ho so trinh dm co quan khac vai chi ciao do thi Lath ciao Cuc 
xem xet lai, neu van gia ST kie'n chi dao nhu tnx6c thi vie't lai vao PhiL trinh giai 
quye't cong vie;c yeu cau co quan trinh lai va Lanh ciao Cuc chiu trach nhi'm ve v* 
yeu c'au co quan thuc hin theo )'T kien chi ciao dm minh. 

2. Tilly tiep lam vi& dinh kST hoc dot xuAt viii lanh dao co quan, don vi, t6 
chirc ho:dc ca nhan co lien quan de nghe bao cao tinh hinh, chi dao vi& thuc hin 
chucmg trinh, lci hoach cong the dm co quan, don vi va dm Cuc, tham khdo )'T ki6n 
truck khi quy& dinh. 

Thuc hin the do giao ban Cuc d'e' tri6n khai cong tac chi dao diL hanh dm 
Lanh dao Cuc. 

Thuc hin Ni ST tap th6 Lanh ciao Cuc hang thang ho:dc dOt xuAt a thao 1u4n 
cac chu truong, Ice hoach cong tac dm Cuc. 

3. tJ' y quy&I cho ThU truong co quan, dun vi chiu tri h9p lam vi& von lanh ciao 
co quan, don vi, to chuc, ca nhan co lien quan de xir lST cac van & thui)c tham quyen 
dm Lanh dao Cuc ma cac co quan, don vi con co 5/ kien khac nhau, trinh Lath dao 
Cuc quyet dinh. 

4. Chi ciao true tiep d6i vai cac van de thuseic thAm quy&I; to chirc di ding tac, 
xii.  VT cong vi& tai co so; lam vi& true tiep voi cac co quan, don vi thuc pham vi 
phu trach, tiep cong dan, tiep khach theo linh vuc ducic phan cong. 

, 	‘5. Thanh 14p cac to cong tac, ban chi ciao c/ .6' t.6 chi:re thuc hin d•fii voi mot so 
van de phirc tap, quan tong, lien quan d&I nhieu co quan, don vi va phai xir VT trong 
thai gian clai. 

6. Trong truamg hop )(et thy can thie't ho4c vi tinh chit quan trong,,cdp bach 
cila cong vi&, Cuc truong co th6 true tiep chi ciao xir VT cong vi& thu& tham quy&I 
dm Pho Cuc truong, Thu truong co quan, don vi th0c Cuc. 

7. DOI vai nhang cong vic Cuc truong thy can thi& phai thao lu'4n tap th6, 
Cuc truong quyet dinh h9p Lanh dap Cuc de thao 1u4n hoc giao co quan, don vi chi' 
tri lay ). kien cac Ph6 Cuc truong bang van ban, trinh Cuc truong quyet dinh. Sau khi 
cac Pho Cuc truong da co y kien, Cuc truong la ngueri dua ra quyet dinh cu8i cUng 
va chiu trach nhi'm v'e quyet dinh cUa minh. 

8. Kit linh vuc cong viec chi giao mot to chirc lam dau moi chil tri theo cloi, 
V.I. lT; truong hop van ban can xir lT lien quan den nhiem vu dm nhiL to eh& thi 
cac to chirc ding xir VT va giao mot to chirc lien quan den cong vies chuyen mon 
nhieu that lam dau moi tong h9p, trinh theo quy dinh. TO chirc duvc giao chi' tri xii. 
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ly, giai quy6t cong vi& phai,phoi hop \Teri cac chirc khac va co quan, don vi c6 
lien quan, chiu trach 	ve ket qua cuoi ding dm cong viec dugc giao truck lanh 
ciao Cuc. 

9. T6 chirc va chi tri cac cu()c h9p cua Cue d6 giai quye't cong v*. 

10. Cac each thirc khac cue giai guy& cong vi& do Cuc truong quy6t dinh. 

Dieu 5. Cach thtic phe van ban cila Lanh ciao Cue 

1. D6i vaii van ban chuy6'n d6n Lanh ciao Cuc qua N th6ng quan VT van ban 
ti PO: Ngay sau khi nh4n dugc van ban den tit Van thu Cuc, can cir not dung 

dm van ban den; quy the lam vi& cua Cuc HI(VN, chirc nang, nhirn vu va ke ho4ch 
cong tac cua cac co quan, don vi thuOc Cuc, bo ph4n Ring hop dg thao )'T kien tham 

mtru xir VT van ban va chuyen teen PO d'L Chanh Van phong Cuc va cac Pho Chanh 
Van phong Cue; Chanh Van phong Cuc ho:dc Pho Chanh Van phong Cuc dugc iuy 
quy'en xem xet du thao y kien tham mut.i xir VT van ban, cho 3'T kien bo sung, sira doi 
(neu co) va chuy6'n tren PO den Cue truong,ho4c cac Ph6 Cuc truong. Cuc twang 
va cac Pho Cuc truamg xem xet thao kien tham muu xur VT van ban, cho y kien 
chi ciao, phe du3* va chuy'e'n y kien chi ciao ten PO den cac co quan, don vi ducyc 
giao nhiem vu giai quyet. Twang hop Cuc truong, Ph6 Cuc truong coy kien chi d4o 
khac voi y kien tham mutt xir ly van ban cila Van phong thi b(5 ph4n Tong hop ra 
soat, cap that, phan phoi lqi theo kien chi ciao cUa Cuc truong, Pho Cuc truong. 

2. D6i 	bi van ban chuy6n den Cuc c6 gong ddu chi mire d mat; bi van 
ban, lien mat (van ban, tai lieu xem xong tra 14i, tai lieu thu 	Ngay sau khi nh4n 
bi den tis Van thu Cue; Chanh Van phong hoc Pho Chanh Van phong dugc uy quyen 
boc bi, phan loaf, giao bo ph4n Tong hop 14p phieu trinh xir b'T van ban d'e' trinh Cuc 
truong hoc Pho Cuc truong dugc Cuc truong uy quyen (neu Cuc truong di yang). 

3. Cach thirc phe van ban dm lanh dqo Cuc: 

a) Cuc truang cho y kien chuy6n van ban nhu sau: 

- Cuc truong cho y kien chuye'n van ban cho mot Ph6 Cuc truong phu trach va 
mot co quan, don vi chiu trach nhi"01 xir VT; 

- Cuc truong cho y ki6n chuy6n van ban cho nhiL Pho Cuc truong va nhi&I 
co quan, don vi ding xir 13'T (khong giao co quan, don vi nao xir ly chinh; co quan, 
don vi nao phoi hop xir VT) thi cac Pho Cuc truamg va cac co quan, don vi can cir not 
dung dugc giao de giai quyet va bao cao Cuc truong qua co quan dugc giao nhiem 
vu tong hop (neu c6); truong hop Cuc truemg khong giao co quan tong hop thi cac 
co quan, don vi can cir not dung dugc giao de giai quyet va bao cao Cuc truong qua 
Van phong Cuc de tong hgp, theo 

- Cuc truong cho y kien chuye'n van ban cho mot Pho Cuc truong phu trach va 
nhieu co quan, don vi cUng Kir 13'T (giao cu the co quan, don vi xir ly chinh; co quan, 
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don vi ph6i hop xir 1Si) thi ca quan, don vi dugc giao xi ly chinh chit' trach nhirn 
chU tri giai quyet; cac co quan, don vi khac chiu trach nhiem phoi hop giai quyet; 

- Cuc twang cho y ki6n chuy6n van ban cho mot co quan, don vi chiu trach 
nhiem xir VT; 

- Cuc truang cho y ki6n chuy6'n van ban cho nhi&T co quan, don vi ding xir ly 
(khong giao co quan, don vi nao xix 1y chinh; co quan, don vi nao phoi hop xir VT) thi 
cac co quan, don vi can cir not dung dugc giao de giai quyet va bao cao Cuc truang 
qua co quan dugc giao nhi01 vu tong hop (neu c6); trueing hop Cuc truemg khong 
giao co quan tong hop thi cac co quan, don vi can cir n"iz)i dung dugc giao de giai 
quyet va bao cao Cuc tru&ng qua Van phong Cuc de tong hop, theo dal. 

- Cuc truang cho y kiL chuy.e'n van ban cho nhreu co quan, dun vi cimg xir ly 
(giao cu the co quan, don vi xir 1y chinh; co quan, don vi phoi hop xir VT) thi co quan, 
don vi dugc giao xir ly chinh chiu trach nhiem chu tri giai quyet, cac co quan, dun vi 
khac chiu trach nhirn phoi hop giai quyet; 

b) PhO Cuc twang cho y kien chuy&I van ban nhu sau: 

- Ph6 Cuc truemg cho 3'7 kien chuy'e'n van ban cho mot co quan, dun vi chiu 
trach nhim xir ly chinh; 

- Ph6 Cuc truang cho y kien chuyL van ban cho nhiu co quan, don vi ding 
xir ly (khong giao co quan, don vi nao xir ly chinh; phOi hop xir VT) thi cac co quan, 
don vi can cu not dung dugc giao de giai quyet va bao cao PhO Cuc truang qua co 
quan dugc giao nhiem vu tong hop (neu c6); truemg hop Pho Cuc truemg khong giao 
co quan tong hop thi cac co quan, don vi can cir n(ii dung dugc giao de giai quyet va 
bao cao Cuc tnxOng qua Van phong Cuc de tong hop, theo dOi. 

- Pho Cuc truang cho 3"/ kien chuy6n van ban cho nhiki co quan, don vi ding 
xir ly (giao cu the co quan, don vi xir ly chinh; co quan, dun vi phoi hop xir VT) thi 
co quan, don vi dugc giao xir ly chinh chiu trach nhim chu tri giai quyet; cac co 
quan, don vi khac chiu trach nhiem phoi hop giai quyet. 

c) Twang hop nhreu Lanh dge. Cuc ding cho y ki&I chi ciao d6i 	mot cong 
vi& thi ca nhari, co quan, don vi nh4n chi d4o thuc hien timg y kien, neu y kien 
khong thong nhat thi bao cao 14i Pho Cuc truang phu trach hoc Cuc tru&ng. 

Truang hop Cuc truang va PHI Cuc truemg phu trach coy ki6n chuyen van 
ban cho 02 co quan, don vi khac nhau chu tri giai quyet thi co quan, don vi chit tri 
giai quyet ding vi& la co quan, don vi dugc Cuc tru&ng giao. 

Dieu 6. Trach nhiem, ph4m vi N/A quan he  iai quyet cling viec ciia Thii 
truirng cac co' quan, thin vi thuc Cuc 

1. Chu dOng to chirc thuc hie.n cong vi& thuc chic nang, nhirn vu, quyen 
h4n dia co quan, don vi; chiu trach nhiem truck Cuc truang ye ket qua thuc hi'en 
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cong viec dugc giao; thuc hie;n day du the (lc) thong tin, bao cao theo quy dinh cua 
phap 1u4t, 13() Giao thong van tai va Cuc HKVN. 

2.16i viii nhang vi& phat sinh, nhang van de vugt qua tham quyen 	quyet 

ho4c khong du dien kien thuc hie -1; cac kie'n nghi sita dOi, bo sung chuong trinh, ke 
hoach ding tac; Thu truang co quan, don vi chit tri phai kip thai bao cao Lanh ciao 
Cuc xem xet, quyet dinh; khong chuy6n cong viec thuc thAm quyen cua ca quan, 
don vi minh sang co quan, don vi khac hoc chuy6n Lanh dao Cuc, khong giai quyet 
ding vi'c thuc thAm quy&'n cUa co quan, don vi khac, trir truing hop dugc Lath dao 
Cue giao truc 

D6i 	nhung van de Lanh ciao Cuc da chi dao ve chit truing, cach thitc giai 
quye't nhung co quan, don vi thy c6 wrong mac v'e tinh phap ly, tinh kha thi ho4c 
nhung van de phat sinh teen thuc to dan den khong the thuc hien dugc theo dung chi 
dao dm Lath dao Cuc thi dugc tham mttu trinh theo y kien cua minh va phai giai 
thich ro VT do. N6u Lath dao Cuc van gift 3'T kie'n chi ciao nhu truck thi co quan, don 
vi chap hanh, thuc hi10 theo dungy kien chi dap cUa Lanh dao Cuc, d6ng tiled dugc 
bao luu y kien cua minh (Y kien bao luu dugc ghi \Tao Phieu trinh van ban hoc luu 
trong ho so trinh van ban). 

, 	3. ChudCmg ph6i hop voi Thu truing cac co quan, don vi khac 	nhang 
van de c6 lien quan d6n nhang cong vie;c thuc chirc nang, nhim vu cua co quan, 
don vi va thuc hien nhim vu chung cua Cue. 

4. Thu truing co quan, don vi dugc hOi y kie'n c6 trach nhim tra lei bang van 
ban theo dung then han yeu c'au cua co quan, don vi chit tri. Truing hop van ban 
khong yeu cau thai hp tra loci thi trong thai hp khong qua 07 ngay lam vi& (neu 
ho so, tai lieu chua ri3 ho4c do van de phirc tap can c6 them thai gian nghien dru, 
hay phai hoi 3'T kien cua don vi ben duai thi khong qua 15 ngay lam v*), 1(6 tit ngdy 
nh4n dugc de nghi v ii &Ay du ho so, tai lieu phai c6 van ban tra loci va chiu trach 
nhim v'e not dung tra loci. Truing hop sau theri hp quy dinh neu ten ma co quan, 
don vi dugc hoi 3",  kien van khong c6 van ban tra led thi coi nhu d6ng y vai not dung 
van ban hoi y kien. 

Truing hop ca quan chit tri khong thuc hien viec lay 3",  ki6n bang van ban ma 
Cocoy ki6n d6i 	co quan ph6i hop tai ph'an y kien xir VT van ban tren h" thong xir ly 
van ban din tit dm Cuc thi co quan phoi hop c6 the cho y kien phan h6i lai tai phan 

T‘ki6ti mil. VT van ban ten N thong xir 1T van ban din tit dm Cuc hoc cho )'T kien 
bang van ban va chiu trach nhim ve ni)i dung cong viec thuc chirc Wang, nhim vu 
cua co quan minh. 

Truing hop co quan 	tri khong thuc 	 ki6n bang van ban va 
khong c6 kien doi vOi co quan phoi hop tai phan y kien xir ly van ban tren h thong 
xir 1Si van ban din tit dm Cuc thi co quan phoi hop can cu chirc nang, nhi'em vu cua 
minh chit deog cho y ki6n tai phan y kien xix 1y van ban tren he thOng xir VT van ban 
din tit dm Cuc hoc cho y kien bang van ban hoc co the khong cho 3'T kien nhung 
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van phai chin trach nhiem ve not dung cong vi& th0c chirc Wang, nhim vu cila co 
quan minh. 

5. Thuc h*i
,1c  
nhitng nhiOivu do Cuc true'mg ho4c PhO Cuc truemg giao; dugc 

Cuc truong quyen giai quyet ho4c T this lenh mot so van ban thuc tham quyen 
dia Cuc tnxang va phai chiu trach nhiem ca nhan truOc phap 1u4t va tnrov Cuc trueng 
ve not dung dugc fly quy&l. 

6. Doi vc'Yi cac co quan tham mtni giup vi& Cuc truong: to chirc thuc hien Quy 
c111  lam vi& cua Cuc tai co quan minh quan 1T; phan ding cong tac cho cap pho va 
cong chirc, ngued lao dOng thuc quy&I quan 

D6i viii cac don vi thuc Cuc: Xay dung, to chirc thuc hien va ki6m tra vi& 
thuc hien Quy ch6 lam vi& dia don vi minh phu hgp vii Quy the lam vi& cua Cuc; 
phan cong cong tac cho cap pho va vien chirc, ngued lao dOng thuc quyen quan ly. 

7. Khi yang mat khoi co quan tir 01 ngay trer len phai có van ban bao cap Cuc 
twang va uy quyen cho cap pho quan ly, di&i hanh co quan, don vi, (twang hgp 
tham gia doan cong tac ding Cuc twang thi bao cao Pho Cuc truing phu trach). 
Nguoi dugc uy quyen chiu trach nhie. m truck Thil truing co quan, don vi, truck Lath 
dao Cuc va truac phap 1u4t ye moi hoat Ong cua co quan, don vi trong thZli gian 
dugc uy quyen. 

8. Di&I hanh co quan, don vi minh chdp hanh chit truing, quy dinh cua Dang, 
chinh sach, phap 1u4t cua Nha nuac, Quy ch6 lam v* cua Cuc; cac chit truing, 
chinh sach dia chinh quyLl dia phuong not co quan, don vi d4t tru s&. 

, 	9. T6' chirc cong tac tip nil:an van ban d6n dm co quan, don vi, bao dam n'am 
bat dugc toan be, thong tin ve van ban den co quan, don vi, tinh hinh xir I '3T va có bien 
phap don doe, chi dao chung trong Lath dao co quan,,  don vi va cong chirc, vien 
chirc, nguOi lao dOng hoan thanh cong vi& theo dung tien dO, bao dam chat *mg. 

10. Quail 13'T d(5i ngisi cong chirc, vien chirc, nguoi lao Ong dia co quan, don 
vi nham thuc hien tot nhiem vu chinh tri dugc giao, thuc h*1 nghiem tuc ch6 d() 
cong vu, not quy, Quy the lam v* cua Cuc va don vi. 

11. To chirc va chit tri cac c0c h9p cua co quan, don vi de xi r cong 
so k&, tong k6t, ki6m die'm cong tac, trao doi kinh nghi@n, nham nang cao trinh do 
ye moi mat cho cong chirc, vien chirc, nguoi lao Ong trong co quan, don vi. 

12. Khi dugc Lath dao Cuc uy quy&I dai dien cho Cuc tham du cac cui:)c hop, 
hed nghi cua BO, nganh, dia phuong ho4c cung cap thong tin, tra led phong van dia 
cac co quan thong tin bao chi, phai chuan bi 	lieu, lay kien cac co quan, don vi 
CO lien quan (trong truemg h9p can thi6t) va tham gia phat bi6u, tra led phong van 
theo dung Quy the hien hanh ve Oat ngon va cung cap thong tin cho bao chi dia 
Cuc. 
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Dieu 7. Trach nhiem va ph4m vi giai quyet &Ong viec ciia Chanh Van 
phOng Cue 

Ngodi trach nhiem va pham vi giai quye't cong viec quy dinh tai Dieu 6 dm 
Quy ch6' nay, Chanh Van phong Cvc con c6 trach nhiem cu the sau: 

1. Chanh Van phong Cvc la chi' tai khoan dm co quan Cvc. Trkrc tiep 
cac hop dong thuong rn4i do Van phong Cvc va cac Phong, Thanh tra Cvc thkrc 

2. Giai guy& mot so cong viec cu the theo uy quyLl cua Cvc truong. 

3. Giiip Cvc truang kiem tra, don d6c thuemg xuyen d6' duy tri viec thuc hien 
Quy the nay. 

Dieu 8. Trach nhiem, ph4m vi giai quyet cong viec ciia Pho Thii tru'o'ng 
co.  quan, 	vi 

1. Ph6 Thu truang co quan, dan vi dugc Thu truemg co quan, dan vi phan cong 
va fly quy'en truc tiep chi dgo, dieu hanh mot so linh vuc cong 

2. Pho Thu twang co quan, don vi chiu trach nhim truck Thu truang co quan, 
don vi, tnrac Lath d4o Cvc va truac phap 1u4t ve cong viec dugc phan cong. Pho 
Thu twang co quan, dun vi di cong tac phai bao cao Thu truong co quan, dan vi. 

3. Thuc hi10 nhi0i vu dieu hanh cong tac, giai quye't cong viec dm co quan, 
don vi khi dugc Thu truOng co quan, don vi uy quyen bang van ban. 

4. Nhang viec lien quan den tir hai Pho Thu truang co quan, dun vi ter len ma 
cac PHI Thu tru&ng co quan, don vi khong thong nhL y kien, thi Ph6 Thu trueng 
chu tri phai bao cao Thu truang co quan, don vi xem xet, quyet dinh. 

5. Truemg hop Cvc twang, Ph6 Cvc truang lam viec va phan cong cong viec 
truc tiep cho Ph6 Thu truang co quan, don vi thi Pho Thu truang phai chiu trach 
nhiem thi hanh )"[ kien chi dgo cua Cvc tru&ng, Pho Cvc truang va sau d6 bao cao kip 
thai vOri Thu truang co quan, dun vi minh. 

Dieu 9. Trach nhiem va ph4m vi giai quyet cong viec ciia cong chfrc, vien 
chfrc 

1. Chi' dOng nghien ciru, tham rntru ve linh vuc chuyen mon dugc phan cong 
theo clod, cac cong viec dugc Lanh dqo co quan, don vi ho:dc Lath 40 Cvc giao truc 
tiep theo chirc Wang, nhirri vu chuyen mon dm co quan, don vi. 

2. Chiu trach nhiem ca nhan truck Lath 443 co quan, don vi, tnrac Lanh d4o 
Cuc va truck phap 1u4t ye y kien de xuat, tien di:), chat luting, hien qua cua tong cong 
viec dugc giao. 

3. Thkrc hie;r1 cac quy dinh cua phap 1u4t NT' can 13.0, cong chirc, vien chirc, cac 
quy dinh ctia Cvc va don vi. 

4. Thuemg xuyen clap nh4t, Warn bat tinh hinh thuc tin trong linh vuc minh 
dam nhiem, barn sat )'T kien chi dqo cua Lath d4o Cvc, Lath ciao co quan, don vi de 
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xir 1)'T cong vi& dugc giao, bao dam khach quan, dung ctan, kip thafi. Dugc quyen bao 
luu y kien tham muu va kien bap luu dugc ghi vao Phieu trinh van ban ho4c luu 
trong ho so trinh van ban. 

5. Chu deong phi hop cong tac, trao d6i y kien ve cac van de cal lien quan, 
cung,cap th8ng tin hoac tien hanh thao 1u4n trong co quan, don vi, nhom cong tac 
khi can thiet trong qua trinh xix ly cong vi& cu the. 

Chuang III 

QUAN HE CONG TAC VOI CAC CO QUAN, TO CIWC 

Dieu 10. Quan he girra Cuc Hang khOng Viet Nam va Uy ban An ninh 
hang khOng dan dung quOc gia. 

Cuc Hang khOng V* Nam dam nhiril vai trO la Van phong Uy ban An ninh 
hang khong. 

Dieu 11. Quan he giira Cuc Hang killing Viet Nam va BO Giao thong In 
tai 

Cuc Hang khong V* Nam la co quan truc thuc BC? Giao thong van tai, thuc 
hien chirc nang tham muu giup Bo tru&ng 13,;) Giao thong van tai quan ly nha nuac 
ye hang khong dan dung trong ph4m vi ca nueic; truc tiep thuc thi nhim vu, quyen 
114n cua Nha chirc trach hang khong theo quy dinh cua phap 1u4t va Dieu ix& quoc 
to ma nuac C(mg floa xa hOi chU nghia vi@ Nam la thanh vien. 

1. Quan he gicra Cuc Hang khong Vi't Nam vii 13() Giao thong van tai thuc 
hien theo Quy the lam vi'& cua Bo Giao thong van 

2. Cuc lien N chat the 	13"() Giao thOng van tai (cac co quan tham muu giup 
viec Cuc tru&ng chu d(ing lien N chat the viii cac co quan tham muu, giup vi& Bo 
tru&ng), thueng xuyen trao doi thong tin, ra soat vi& thuc hien chucmg trinh cong 
tac, bao dam hoan thanh có chat luting, dung tien c10 cac de an, cong viec dugc giao 
theo su chi 4o, dieu hanh cua Bo Giao thong van tai. 

3. Quan h" phi hop trong vi& gui, trinh van ban: 

a) Moi van ban dm Cuc giri Bo phai thong qua N thing Van thu cua Cuc; 

b) Vic trinh Cuc truong 14 van ban giri Bo dugc thuc hien theo quy dinh tai 
Dieu 20 Quy the nay; 

c) Van ban do Cuc du thao trinh BO truang 1c7 se do cac co quan du thao va 
trinh Cuc truing hoac Pho Cuc truemg dugc phan cong de xem xet va ky nhay thong 
qua. 

d) Cuc tru&ng có the uST quy'en cho ThU truamg co quan thuc Cuc ky thira 
lenh hoac thira usT quyen mot so van ban giri len Be), trir nhung van ban giri truc tiep 
cho Bo truomg va cac Thu truamg, 
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d) Van phong c6 trach nhi@TT dinh kST lam vi& voi Van phong Biz) Giao thong 
van tai de ki'm diem cong tac nh4n, giai, trinh van ban; thiet 14p va duy tri duemg 
truyn van ban sir dung m4ng cong ngh" thong tin (van ban lien thOng) hoc fax gifra 
hai Van phOng. 

4. Trong qua trinh giai quyet cong viec, neu gap nhang van de c6 lien quan 
den tham quy'en ho4c linh vuc phu trach cua cac co quan, don vi thueic BO Giao thong 
van tai, Thu truOng co quan phai trinh Cuc twang de xin 3r7 ki6'n cac co quan d6. 

5. Thit truOng co quan khi dugc Cuc truemg phan cong, co trach nhiem phi 
hop xir 17 cac van de c6 lien quan den nganh Hang khong dan dung thueic thAm quyen 
cua cac co quan, don vi thu& Bo Giao thong van 

Dieu 12. Quan he 	hqp giai quyet cong viec gifra cac co' quan thui)c 
Cuc Hang killing Viet Nam 

1. Quan he gift cac co quan thuOc Cuc vori nhau la quan he hanh chinh ding 
cap. Trong qua trinh xir 17 cong viec, not dung thuOc linh vuc chuyen mon cim co 
quan nao thi co quan d6 phai chiu trach nhi."01 chu tri giai quye't. Khi giai quyet van 
de thu0c tham quyen cua minh co lien quan den nhim vu dm co quan khac, nhat 
thiet phai tham khao y kien dm co quan d6. Co quan dugc hoi 3'7 kien co nghia vu tra 
loci va phai chiu trach nhiem ve cac 3'T kiL cua minh. 

2. D6i 	nhang van de vugt thAm quyen va kha Wang giai quye't cua minh, 
Thu truemg co quan phai chu Ong lam vi& vori cac co quan c6 lien quan va bao cap 
Pho Cuc truemg dugc phan cong phu trach ho4c Cuc truong xem xet quyet dinh. 

3. Do'i vori mot so van de quan trong lien quan den linh vuc quan ly cua nhreu 
co quan thi Cuc tru&ng c6 the thanh lap cac T6, Nhom cong tac kiem nh*n de tham 
muu giai quyet cong viec. TuST tinh hinh, tinh chat m6i cong v*, Cuc truong quy 
dinh nh*n vu, phuong thirc hoat dong, thanh phan va then gian ton tai cua cac TO, 
nh6m cong tac d6 trong van ban thanh 

Dieu 13. Quan he trong giai guy& con g viec gifra Cue Hang khong Viet 
Nam va cac clan vi trtyc thuOc 

1. Cac don vi truc th0c Cuc khi main clang 1c3"/ lam vie;c vOi Cuc phai chuAn 
bi 1(57 ve niz)ii dung va thOng bao truc voi Van phong de bao cao Cuc truong truc tiep 
lam vi& hoc uS7 quyen cho Pho Cuc truong hoc Thu trirong co quan lien quan lam 
viec; twang hop c6 nhang cong vi& gAp can xin 3'7 kien chi d4o xir 13'T sem thi dugc 
phep bao cao truc tiep Lath d4o Cuc va trao doi xin y kien cac co quan. 

2. Khi 	vic 	cac co quan,  ben ngoai, n&I cac don vi true th0c gap 
viremg mac phai bao cao Cuc xin kien chi dao. Khi nh4n dugc bao cao hoc van 
ban xin y kien cua cac don vi truc thueic, cac co quan cua Cuc trong ph4m vi linh 
vuc cong tac di a minh phai chu Ong pho'i hop xem xet, nghien ciru kST lung cac 
not dung, hoan chinh ho so trinh Lanh d4o Cue quye't dinh. 
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3. Trong truong hgp Cuc truong giao cho mot co quan thira 1"nh Cuc truong 
giai quyet cac van de don vi truc,thuOc trinh len thi Thu truong co quan do c6 trach 
nhiem giai quyet theo tham quyen va phai tra loi don vi theo trinh to va thei gian 
quy dinh tai Dieu 20 Quy che nay. 

4. Cac co quan phai tich cuc theo doi, kie'm tra, giam sat va huomg dan nghi0 
vu cho cac don vi truc thuc trong qua trinh thuc hien nhie;rn vu dugc giao cua minh; 
khi phat h*i vi pham phai kip thoi bao cao Lanh dao Cuc chi dao chan chinh, xir 

5. Cac don vi truc thuc va. cac co quan phai 	demg phi  hgp ho x  trg 
nhau trong vi& kiern tra, giam sat, don dick, fluxing dan cac don vi, doanh nghip 
trong nganh thuc hien cac nghi0 vu chuyen mon; ap dung cac quy dinh cua phap 
1u4t, cua nganh. 

Dieu 14. Quan he gifra Cuc Hang khong Viet Nam voi cac to chfrc, ca 
nhan ho#t Ong trong linh vtrc hang khong dan dung tui Viet Nam hoc có lien 
quan toi Viet Nam 

1. Cuc Hang khOng V* Nam to chIrc thuc 	cac van ban quy pham phap 
1u4t, chien lucre, quy hoach, ke hoach, tieu chuan, quy trinh, quy pham va dinh mire 
kinh to - k-y thOt chuyen nganh Hang khong dan dung do cac co quan nha nuac co 
tham quyen ban hanh. 

, 2. Cuc Hang khong V* Nam quy dinh va to chirc thuc 	theo thdm quyLl 
mot so tieu chuan co sOf, quy trinh kST thu4t - nghi0 vu cu the doi \Teri cac to chirc, ca 
nhan hog d'cing trong linh vuc Hang khong dan dung tai Vi't Nam hoc co lien quan 
den V* Nam phii h9pvai quy dinh cua phap it* ve Hang khong tai Viit Nam va 
cac Dieu trafc quoc to v

i 
Hang khong dan dung ma V* Nam 1(3'T ket ho4c gia nh4p. 

CHUONG IV. CHU'ONG TRiNH CONG TAC CUA CUC 

Dieu 15. Chtro'ng trinh cong tic ciia Cuc 

Chuang trinh cong tac cua Cuc theo not dung cong vi& gom: 

1. Cac dinh huong, nhiem vu va giai phap lem teen tat ca cac linh vise cong tac 
cua Cuc, cu the: 

, a) Cong tac xay dung, trinh va chIrc thuc hin van ban quy pham phap 14t, 
chien lugc, quy hoach, ke hoach, chuong trinh, du an, de an, co che, chinh sach, tieu 
chuan, quy chuan 1c5f thu4t, dinh mire kinh to - 1(.5/ thu4t chuyen nganh hang khong 
dan dung; to chirc thisc hien cacNghi quyet cua Dang va Chinh phil; cong tac tiep 
cong dan, giai quyet khieu nai, to cao; 

b) Cong tac Quan ly cang hang khong, san bay; 

c) Cong tac quail 17 van chuy6n hang khong va hang khong chung; 

d) Cong tac quan 1)• tau bay va khai thac tau bay; cong tac an toan hang khong, 

d) Cong tac guar' ly hoat Ong bay; 
12 



c) Chi dao, quyk dinh ctia Lanh dqo Cuc tren co sat nhang van de phat sinh tir 
thuc te. 

d) Rieng lich ding tac tuan dugc xay dung can cu vao chuong trinh ding tac 
thang va yeu cau thgc tien chi d4o, dieu hanh, cac hog d(5ng doi noi, doi ngo?.i cua 
Lanh dao Cuc. 

6. Trinh to xay dung chuong trinh cong tac 

a) Chuong trinh cong tac nam: 

- Hang nam, tren co so' nhtrng yeti cAu, nhiem vu d4t ra va huong dan cua Bo 
GTVT, Cuc HKVN, cac co quan, dorn vi chu dOng xay dung chuong trinh cong tac 
cua Cuc theo timg rinh vuc quy dinh tai Dieu 15 cua Quy che nay trong nam tiep 
theo giri ve Van phong Cuc truck ngdy 15 thang 11 de Van phong Cuc tong hgp xay 
dung chuong trinh cong tac chung cua Cuc (trong do xac dinh ro cac chi tieu, nhiem 
vu, giai phap chu yeu thuc hie -1 ke hoNh ctla nam) va clang tren Trang Thong tin 
din dr cua Cuc de cac co quan, don vi nghien cdu, trien khai thuc hien. Rieng cac 
van ban quy ph4m phap 1u4t, chien lugc, quy hoach, ke ho4ch, de an, du an khac 
clang 14/ vao chuong trinh cong tac nam sau cua Cuc HKVN,thi cac co quan, don vi 
phai 	ve Cuc truorc ngay 25 thang 10 de Phong Phap che, Van phong Cuc tong 
hop, trinh Cuc truanglc)"Tbdo cdoB4) Giao thong van tai truck ngay 05 thang 11 hang 
nam. 

- Trinh to lip, du kin chuong trinh xay dung cac van ban quy phgn phaplu4t 
thuc hien theo quy dinh cua Lu4t Ban hanh van ban quy phgn phaplu4t, cac van ban 
huemg clan có lien quan va quy dinh cua BO GTVT, Cuc HKVN. 

- Sau khi B(3 GTVT ban hanh chuong trinh xay dung van ban quy phgm phap 
11* hang nam, Phong Phap che tham muu trinh Cuc truang ban hanh chuong trinh 
xay dung van ban quy phgn phaplu4t hang nam cfla Cuc. 

b) Chuong trinh cong tac 6 thang cuoi nam: Tren co se, chuong trinh cong tac 
nam va ket qua trien khai thuc h*i,,cac don vi chn dOng xay dung ke hogch cong 
the dm Cue 6 thang cuoi nam 	ve Van phOng Cuc truefc ngdy 30 thang 5 hang 
nam de Van phong Cue tong hop, xay dung chuong trinh cong tac 6 thang cuoi nam 
cua Cuc, bao cao BO truck ngdy 10 thang 6 hang nam. Chuong trinh cong tac 6 thang 
cuoi nam cua Cuc dugc dang teen Trang Thong tin din to cua Cuc de cac co quan, 
don vi nghien dru, trien khai thgc 

c) Lich cong tac tuan: 

- Cac co quan, don vi va Van phOng Cuc kip tiled trao d6i thong tin, th6ng nhAt 
ve ke hoach lam vi'& cua Lanh dao Cuc, Van phOng Cuc chiu trach nhiem thuemg 
xuyen cap nh4t lich cong tac tuan cua Lanh dao Cuc. Van phong Cuc co trach nhirn 
dua lich cong tac tuan ke tiep 	Lanh d4o Cue len N thong phan mem quan l van 
ban dm Cuc truck ngay Thu 2 hang tuan. 
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- Khi có su thay d6i lich cong tac tun dm Lanh 4.o Cuc, Van phong Cuc phai 
cap nh4t dua ngay len he thong phan mem quan l van ban dm Cuc va thong bao cho 
cac co quan, don vi lien quan biet. 

Di&i[ 17. Trach nhi0i cua cac co quan, dun vi 

1. Thuc hin chuong trinh cong tac 

a) Can cu chuong trinh cong tac dm Cue, cac co quan, don vi dugc giao nhim 
vu chu dOng 10 k6 ho4ch chi tiet va tri6'n khai thuc hin bao dam chA.t luting, ti6n 
4. 

b) D6i voi chuong trinh xay dung cac van ban quy pliwi phap 10t, v*0 1 
Ice hogeh thuc hin theo quy dinh cua Lu4t Ban hanh van ban quy pham phap 1u4t, 
cac van ban huong dan có lien quan va quy dinh cua Bo GTVT, Cuc HKVN. 

, 	c) Trong truemg hop can thik, cac co quan, don vi thuc Cuc bao cao cu th6 
bang van ban, trinh Lath dao Cuc cho 3'T kien chi dao ye vi& thay doi ten goi, yeti 
cau, pliqm vi giai quyet van de ho4c dinh huong not dung dm van de; thay doi ni)i 
dung, then gian hoan thanh nhim vu duov giao. 

d) V* b6 sung, di&I chinh chuong trinh cong tac duov thuc hin teen co so 
chi dao cua Lanh d4o Cuc hoc de nghi bang van ban cua co quan, don vi thuc Cuc. 
Rieng vi& be) sung, dial chinh chuong trinh xay dung cac van ban quy ph4m phap 
1u4t thuc hin theo quy dinh cua phaplu4t ye ban hanh van ban quy ph4m phap 141 
va cac van ban huang clan có lien quan dm BO GTVT, Cuc HKVN. 

d) Thu twang cac co quan, don vi thuc Cuc thuamg xuyen nam bit, cap nh;at 
lich cong tac tuan cua Lanh 4.0 Cuc de chil d'()ng 1)6 tri cong vi&, hoat dit)ng cua co 
quan, don vi phi' hop veld cong tac cua Lath dao Cuc. 

2. Theo doi va danh gia vi& thuc hin chuong trinh cong tac 

a) Hang thang, quy, sau thang, mot nam, cac co quan, don vi thuc Cuc chu 
dOng ra soat, danh gia vi& thuc hin the de an, nh*n vu trong chuong trinh cong 
tac dm co quan, don vi minh, gui bao cao den Van phong Cuc truck ngay 18 hang 
thang doi \Ted bao cao thang; truck ngay ,10 thang cuOi ding dm q4 doi voi bao cao 
quy; truot ngdy 30 thang 5 hang nam doi \Teri bac) cao 6 thang; truck ngay 15 thang 
11 hang nam doi voi bao cao nam; de Van phong tong hop trinh Cuc tru&ng, bao cao 
BC) Giao thong van tai theo quy dinh. 

b) Van phOng Cuc có trach nhi@ri gilip Cuc truOng thuang xuyen theo dal, 
kiem tra, don doe vi& thuc hien cac nhirn vu trong chuong trinh cong tac; dinh kS7 
hang thang hoc d(it xuat, chil tri, phoi hop vai cac co quan, don vi có lien quan ra 
soat, danh gia vi& thuc hin chuong trinh cong tac dm Cuc, Lanh dao Cuc, kip tined 
tham muu, de xuat cac giai phap, hung xu b'T cac kilo khan, vtrong mac, gong thei 
de nghi diet.' chinh, bo sung cac de an, nhirn vu trong throng hop can thiet. 
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Chtrung V 

TRINH TV, THU TUC GIAI QUYET CONG VIEC CUA CVC 

Dieu 18. Chu'An bi dtr thao van ban giai quyet eking viec 

1. Thu truong ca quan chit tri phai chu dOng 14p ke ho4ch xay dung du thao 
va bao cao La'nh dao Cuc phu trach, tien hanh day du cac thu tuc lay y kien va tiep 
thu 3"/ kien cua cac co quan, don vi lien quan, ke ca 3"/ kien cua co quan dugc phan 
cong tham dinh; chin trach nhim giai trinh, tiep thu y kien cua co quan tham dinh 
de hoar' chinh du thao tru6c khi trinh. 

2. 1\16u co quan chn tri mu6n thay d6i thoi gian trinh ho;dc not dung cong viec 
phai bao cao Cuc truong, Pho Cuc truong phu trach va thong bao cho Van ph6ng 
Cuc sau khi dugc su chap thu4n cua Cuc twang. 

3. D6i vii viec chuAn bi cac du thao van ban quy ph4m phap 14t, ngoai viec 
tuan thu theo cac quy dinh cua Quy the nay con phai thuc hien theo quy dinh cua 
phap lu'Ot ye ban hanh van ban quy ph4rn phap 1u4t, cac van ban hu6ng dan c6 lien 
quan va quy dinh cua Bo GTVT. 

Dieu 19. Quan he phi hqp trong chuAn bi thy thao van ban giai quyet 
cong viec 	 3_ 

1. Ca quan chu tri xay dung du thao de nghi Thu truong cac co quan, don vi • 

lien quan curcan b0 tham gia chuan bi du thao. Ca quan, don vi dugc mei c6 trach 	c,\ 

nhi'm cu ngu6i tham gia theo de nghi,cua CO quan 	tri. Nguoi dugc tham gia 
phai throng xuyen bao cao va xin 3'7 kien Thu truong co quan, don vi minh trong qua 
trinh tham gia xay dung du thao. Cac hot dOng phOi hop xay dung du thao quy dinh 
tai khoan nay khong thay the thu tuc lay y kien chinh thirc quy dinh tai khoan 2 Dieu 
nay. 

2. Sau khi du thao da dugc chuan bi xong, co quan chU tri phai ldy y ki6n chinh 
thirc cua cac ca quan, don vi lien quan bang mot trong cac hinh thirc sau day: 

a) T6 chirc hop: Ca quan chu tri thu th4p 3'T kien g6p y tai cuOc hop de' 1)6 sung 
hoar' chinh du thao. 

b) Gui cong van la'y 3"/ ki6n: Ca quan chu tri gi ri ban du iliac) cu6i ding va h13 
sa kern theo den co quan, don vi c6 lien quan de lay 3'7 kien. Thu truong co quan, don 
vi dugc hoi y kie'n c6 trach nhiem tra loci theo quy dinh tai khoan 4 Di'eu 6 cua Quy 
ch6 nay. 

Dieu 20. Trinh giai quyet cong viec 

1. Thu tuc gui van ban, trinh giai quy6t cong viec thuc hien theo Quy ch6 hie.n 
hanh ye cong tac van thu va hru tru cua Cuc Hang khong Vi't Nam. 

2. Cuc truong va cac PhO Cuc truong giai quy6t cong viec tren ca s6 cac ho 
so cong viec do Van phong trinh; cac co quan c6 the truc tiep trinh va bao cat), giai 
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trinh tru6c Lanh dap Cuc d6i voi cac van de dac b* quan trong va cap thie't ho4c 
khi Lanh ciao Cuc do yeu au nhung phai phoi hop yin Van phong Cuc d6' ki6m tra, 
kiem soat thanh phan, the thIrc cac ho so cong vi& nay truck khi ban hanh. 

3. Cong van, to trinh Lanh dao Cuc & nghi giai quye't cong v* phai c6 not 
dung rO rang, dung thAm quyan giai guy& dm Lanh dao Cuc va phai dugc Icy, dong 
&Au diing tham quyen hoac ,dugc xac thuc thong qua H" thOng quan 1T van ban dm 
Cuc HKVN. Cong van, phieu trinh, ter trinh Cuc twang giai quyet cong vi& phai do 
Thu tru&ng hoac Pho Thu truemg co quan Icy. Thii truOng co quan chiutrach nhie:m 
NT' mat not dung h6 so do co quan minh phu trach. Trong truemg hop ho so trinh c6 
lien quan den nhiLl linh vuc chuyen mon khac nhau thi ThU truemg cac co quan lien 
quan ding 1c/ nhay vao ho so tru6c khi trinh. 

4. Ho so trinh Lanh dao Cuc giai quye't cong vi& thuc hin theo Quy che hin 
hanh ve 	tac van thu va luu till Cuc Hang khong V* Nam. Van phong Cuc ti6p 
nh4n tio,  so trinh, ki"e'm tra thanh ph'an, the thirc Ho so, va chi trinh Lath dap Cuc 
nil-  Ng van de thuc pham vi giai guy& dm Lanh dao Cuc khi co du thu tuc va ho so 
theo quy dinh. Trong truemg hop ho so khong dap Ung cac yeu cau theo quy dinh thi 
Van phong Cuc tra lai co quan trinh de sUa dOi, b o sung. 

5. Trach nhim cilia cac co quan trong qua trinh giai quyk cong vi&: 

a) Tnreyng hgp ht) so cong vi& thuc danh muc cac thil tuc hanh chinh chuyen 
nganh hang 'thong da c6 quy dinh NT' thoi gian xii VT thi co quan lien quan xir VT theo 
dUng thoi gian da dugc quy dinh, 

b) Truemg hop 116 so cong vi& dm don vi true thui5c, co quan, to chirc va ca 
nhan c6 neu then Ilan xixb'T hoac co but phe thoi flan )(UV/ dm Lath dao Cuc thi cac 
co quan lien quan nghiem chinh chap hanh theo then han )(UV/ do, neu có wen mac 
phai bao cao Lath dao Cuc xin y kien chi dao, 

c) Cac truong hop khac, khi nh4n dugc h6 so cong vi& dm cac don vi truc 
thue•c, co quan, to chirc hoac ca nhan, cac co quan lien quan co nhi'm vu: 

- ThAm tra NT' mat thil tuc, th6 thirc: tnremg hop h6 so cong vi& gin d6'n Cuc 
khong dung thil tuc va the thirc theo quy dinh, trong thoi gian 'thong qua hai (02) ngay 
lam vi& ke dr ngay nh4n dugc ho so, cac co quan giri lai don vi, ca nhan, Co chirc gui 
ho so den va neu ri5 VT do tra lai yeu c'au d6 thuc hin clung quy dinh. 

- ThAm tra v'e,n0i dung: truemg hop trong not dung h6 so cong vi& gui d'&1 
Cuc con cc') nhung van & chua re') hoac co nhung thi6u,sot, not dung chua hgp VT, 

dAy du theo yeu cau, con c6 kien khac nhau ve quan diem xix VT giira cac don vi co 
lien quan, trong thoi gian khong qua ba (03) ngdy lam vi& ke tir ngdy nh4n dugc h6 
so, cac co quan phai CO van ban thong bao lai y kien va de nghi dieu chinh, bo sung 
nhung not dung can thik. 

Dieu 21. Xir 1ST hO so' trinh 

17 

Ad/ 



1. Lath dao Cuc xi!.  1T 116 so trinh bang cach 4 van ban ho4c ghi )'T kin chi 

ciao vao Phieu trinh 

a) Truemg hop n6 dung chtra dat yeu c'au, Lanh dao Cuc yeu c'au co quan chil 
tri chuan bi them tai lieu de giai trinh. 

b) Truemg hop khi thAy can thik, Lanh dap Cuc yeu cAu co quan trinh va co 
quan, don vi lien quan giai trinh truac khi quyet dinh. 

2. Trong truong hop can thik, Lanh ciao Cuc có the ily quy&I cho Thu truong 
cac co quan, don vi thuc Cuc chil tri cac cu•Ic hop va bao cao bang van ban ved 
Lanh dap Cuc Ni. ' ke't qua cui:AN hop. 

3. Can cu y  kin chi dao dm Cuc truong ho4c Pho Cuc truong NT' not dung 
du thao, cong v*, Thu truong co quan chu tri hoar' chinh du thao van ban de Lath 
dao Cuc 14 ban hanh. 

4. H6 so cong vi& la tai san dm Cuc Hang khOng V* Nam, m6i can b0, 
cong chirc, vien chirc theo phan cong nhi'm vu dugc giao phai ltru gift, bao quan va 
Op lai ho so dinh kST theo quy dinh ho4c dot xuat theo yeu cau dm Lanh dap Cuc 
holac Thu truong co quan, don vi. 

Chuang VI 

THAM QUYEN KY VAN BAN 

Dieu 22. ThAm quyen k57 van ban 

1. Cuc truong 4 ban hanh cac van ban hanh chinh theo thAm quy&I de thuc 
hin chirc nang quan 1)"/ nha nuot doi voi nganh, linh vuc phu trach; 4 cong van, 
giAy rn6i thira 11-1h Chu tich Uy ban An ninh hang) 	kh8ng dan dung qu8c gia (dong 
dAu Cuc fliKVN),,14 cong van dm Van phong Uy ban An ninh hang khong dan dung 
qu6c gia (dong dau Cuc HKVN). 

2. D6i voi Quye't dinh cu can 130, cong chirc, vier' chirc, ngueri lao dOng cac co 
quan, don vi thuc Cuc di nuOc ngodi, chi có,  Cuc truong va cac Pho Cuc truong 
dugc BC) truong BO Giao thong van tai uST quyen 4 va phai gang 4 chit 1c/ voi co 
quan Nha nuelc có lien quan. 

3. Pho Cuc truong 4 thay Cuc truong cac van ban chi dao, dreu hanh, thuc 
hi'n nhi'm vu thuc linh vtrc theo phan cong hoc ily quyen bang van ban cila Cuc 
truong. 

4. Truong phong, Chanh Thanh tra Cuc, Chanh Van phong Cuc dugc kST thira 
le:nh Cuc truong cac loci van ban quy dinh tai Dieu 23 dm Quy the nay va 1c)r/ thira 
fly quyen mot so van ban khac khi dugc Cuc truong fly quyen (ily quyen bang van 
ban, giai Ilan thed gian va ni5i dung dugc fly quyen). Chanh Thanh tra Cuc dugc 4 
cac van ban thuc chirc Wang, nhi'm vu chuyen nganh dugc phan cong, phan cap 
quan VT. 

18 



5. Giam d6c cac don vi truc thuc Cuc dugc ky cac van ban thuc chirc Wang, 
nhie;mvu chuyen nganh dugc phan cong, phan cap quan 15T va dirge kST thin. uy quyen 
Cue truong mot so van ban dugc Cuc truong ity quyen (ity quyen bang van ban, gieri 
han theri gian va n(ii dung dugc ity quyen). 

6. Pho Tru&ng ph6ng, Pho Chanh Thanh tra Cuc dugc l(ST thay Truong phong, 
Chanh Thanh tra Cuc ti* so van ban luu hanh not b".) do co quan phat hanh. 

7. Pho Chanh Van phong dugc ky thay Chanh Van phong mot so van ban dugc 
Chanh Van phong phan cong phu trach va mot so van ban quy dinh tai Dieu 23 Quy 
che nay. 

8. Chanh Van phOng, Pho Chanh Van phong IcST sao y ban chinh, sao luc, trich 
luc, trich sao theo quy dinh cua phap 14t cac van ban thuc tham quyen ban hanh 
cua Cuc va cac van ban khac giri den Cuc. 

9. ,Thanh tra Cuc dugc pile') sir dung con dAu rieng khi 	quyet cong cong vi 
thuc tham quyen. Tham quyen kST, dong dal Thanh tra Cuc dugc quy dinh trong 
Quy the lam vi& dm co quan nay. 

10. DiSi yeti van ban d*Itir, ngu6i có thAm quy&I thuc hink3'7 so. Vi tri, hinh 
anh chit kST so thuc hien theo quy dinh cua phap 

Dieu 23. Tham quyen ky thira lenh Ctic trtr&ng 

1. Twang phong, Chanh Thanh tra Cuc, Chanh Van phong Cuc dugc ky thira 
1@-th Cue truetng cac loci van ban sau: 

a) Cong van hirong clan v'e ch" do chinh sach, chuyen mon nghi0 vu cho cac 
co quan, to chirc, ca nhan trong va ngoai nganh thuc chirc Wang, nhi@t1 vu dm co 
quan; 

b) Cong van gin cac co quan, to chirc, ca nhan thuc nganh hang khong dan 
dung va,cac,co quan, to chirc, ca nhan ngoai nganh lien quan de xin3"/ kien hoc tham 
gia 3'7 kien ye linh vue hang khong dan dung; de giai quyet cong vi& theo chirc nang, 
nh*n vu, quyen han doge Cuc truOng giao; de thong bao y kien chi dao va giai quyet 
cua Lanh dao Cue; 

c) Van ban giai quye't thit tuc hanh chinh cho ca nhan, to chirc d61 viii nhang 
thu tuc hanh chinh doge giao tai Quyet dinh phan cong nhie:m vu giai quyet thu tuc 
hanh chinh tai Co quan Cuc khi dugc Cuc triremg uy quyen; 

d) GiAy m6i h9p do cac co quan truc tip chit tri 416 giai quy6t cong vi& theo 
tham quyen; 

e) Thong bao ke't qua hoc phuang an giai quy6t cong vi& chuyen mon thuc 
tham quyen trong cac cuOc h9p do co. quan minh chit tri \Teri cac co quan, to chirc va 
ca nhan có lien quan; 
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g) Cac van ban do Cue truemg uy quy&I trong "PhiL trinh giai guy& cong 
vi"&". 

2. Ngodi cac van ban quy dinh tai khoan 1 DiL nay, Thu truang cac co quan 
tham muu, giUp vi& Cue truang sau day dugc 1c)", thiralnh Cuc truang cac van ban 
sau: 

a) Truemg phong T6 chirc can biz): 

1“/ xac nh4n ho so can b(), cong chirc, vien chirc thuc thAm quy&I quan 1)"/ 
dm Cuc theo quy dinh. 

b) Chanh Thanh tra Cue: 

- Chanh Thanh tra Cuc 1c)'T quy6t dinh thanh tra, kiem tra va thanh 14p Doan 
Thanh tra, kiem tra de thuc hin nhi01 vu thanh tra, kiem tra theo ke ho4ch da duge 
phe duy't, 

- D6i vai vu vi& phirc tap, lien quan d6n trach nhi@'n quan V/ dm nhi'eu cap, 
nganh, co quan, don vi, Chanh Thanh tra Cuc trinh,Lanh dap Cuc 1c5T quyet dinh 
thanh tra, kiem tra va thanh 10 Doan Thanh tra, kiem tra de thuc hin nhim vu 
thanh tra, kiem tra; 

- Chanh thanh tra Cuc 14 thira lr.ih Quyet dinh dr nguai thuc hin nhi'01 vu 
ki6m tra, giam sat kST sat hach nhan vier' hang kh8ng. 

c) Chanh Van phong Cue: 

- 1()"/ cong van phuc vu cong tac chi ciao, dieu hanh dm Lanh ciao Cue; 

- 1Ky giAy mai hop, hed nghi, hOi thao va thong bao k&lu4n cuOc hop do Lanh 
dao Cue chiu tri; 

- 1“T giAy giai thiu lien N cong tac, gia'y di duemg. 

Dieu 24. Nguyen tac 147 van bin 

,l. Ngtrai 1c/ van ban phai chiu trach nhim truac Cuc truang va truerc phap 
1u4t ve van ban do minhk)"/ ban hanh. Cuc truang chiu trach nhi01 truck phap lu:at 
ye toan be• van ban do Cue ban hanh. 

2. Ngued lcf thin uy quyen khong duoc uy quy'en lai cho ngued khac Icy. 

3. Tnzeing phong, Chanh Thanh tra Cuc khong duoc giao cho cap pho IcT thay 
cac van ban quy dinh tai Dieu 23 Quy the nay. Pho Chanh Van phong IcT thay Chanh 
Van phong mot so van ban quy dinh tai Dieu 23 Quy the nay nhung Chanh Van 
phong va Pilo Chanh Van phorigk)"/ thay phai chiu trach nhirn truck Cue truang va 
truck phaplu4t ve toan Ix) not dung van ban. 

4. Van bank)'T thay (KT.) Cue twang phai duoc giri tai Cue truang d6 bao cao 
va &roc the hin a phan "Noi nh4n" cua van ban; van ban 1c/ thira l'nh (TL.) Cuc 
tnremg, 14 thira uy quyen (TUQ.) Cuc truang phai dtroc giri tai Cuc truang va Pho 
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Cuc throng phu trach linh vuc do d6 bao cao va dugc th6 hien o phAn "Noi nh4n" 
dm van ban; van ban 1c3"/ thira 1@th Cuc truong do Pho Chanh Van phong Cuc ky phal 
dugc gui toi Cuc truong, PhO Cuc truong phu trach linh vuc do, Chanh Van phong 
Cuc de' bao cao va dugc the hien 45.  phAn "Nth nhlan" dm van ban. 

Chuang VII 

TO CHIC CAC WO NGHI VA CUOC HOP 

Dieu 25. Tham quyen quyet dinh hOi nghi, hop 

Vic to chirc cac cu()c hop, hoi nghi, h(5i thao cua Cuc Hang khong Viet Nam 
thuc hien theo Quy the hien hanh ye cong tac giao ban Cuc HKVN, to chirc hop 
trong ho4t dOng dm co quan Cuc HKVN, cac quy the co lien quan cua Cuc Hang 
khong V* Nam va nhang quy dinh cu the duth day: 

1. Quye't dinh to chirc h9p, hOi nghi: 

a) Cuc truong quye't dinh to chirc cac hed nghi, cui5c hop sau: 

- HOi nghi chuyen de, tap huAn (thui)c link vuc Cuc truong chid tri); 

- Hop tap the Lanh dao Cuc dinh kST, cac cuOc hop khac de giai quy6t cong 
v* do Cuc truong chu tri; 

- Giao ban tuAn; Giao ban thang,,Giao ban cong tac an ninh hang khong, Giao 
ban cong tac an toan hang khong; So ket, tong ket cong tac bao darn chat luting dich 
vu hang khong, So ket 6 thang; hoi nghi can b'O' cong chirc; tong ket nam; 

- HOi nghi lien nganh; 

- Hop \Teri Lanh dao cac co quan, don vi trong va ngoai nganh; 

- Cac c0c hop rnefi Lath d4o Tinh Uy, Thanh uy, fli)i dtmg nhan dan, Uy ban 
nhan dan cac dia phuong du hop (sau khi dugc Lanh dao 13(i phe du)*); 

- Cac cu'ck hop m6i Lanh d4o cac So chuyen mon du hop (sau khi dugc Lanh 
dao Bo cho phep), trir cac cue.c h9p de giai quyet nhirn vu dugc quy dinh tai cac 
van ban quy ph4m phap 

b) Pho Cuc truong quye't dinh to chirc cac cui5c h9p thuOc linh vuc Ph6 Cuc 
truong dugc phan cong phu trach g8m: 

- Hop, lam v* voi cac co quan, don vi; 

- Hed nghi chuyen de, tap huAn; 

- Cac cu()c h9p khac d6 giai guy& cong v* do Pho Cuc truong chU tri. 

c) ThU truong cac co quan, don vi quyet dinh to chirc cac cuOc hop do Lath 
dao co quan, don vi chu tri de giai quyet cac cong viec chuyen mon va cac cong NT* 
khac theo chirc nang, nhiem vu ctia co quan, don vi. 

Dieu 26. Quy trinh to chtrc hOi nghi, hop 
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1. Nguyen tac to chuc cuOc h9p, hinh thirc to chdc h9p va nhirng yeti cAu ve 
tin hanh ctkic h9p dugc thuc hien theo quy dinh tai Quy&t,dinh 45/2018/QD-TTg 
ngay 09/11/2018 cila Thu tu&ng Chinh 	quy dinh the (10 h9p trong hoat,dOng 
quan di&I hanh cUa quan thuOc thOng hanh chinh nha nuerc va Quy che hien 
hanh ve to chi:re h9p trong hoat dOng cua coi quan Cuc HKVN. 

2. Thanh phAn h9p 

a) Thanh phAn du h9p Giao ban tu'an, Giao ban thang bao g6m: Lanh dap Cuc, 
Ph6 Bi thu thuemg tivc Dang Uy; Chanh Van phong Cuc; Chanh Thanh tra Cuc; 
Tnreing phong cac PhOng thuOc Cuc; Chanh Van phong Dang Chanh yan phong 
Cong doan; Truang,ban Thanh tra nhan clan Khoi co quan Cue; Giam doe Cang vu 
hang khong mien Bac; Giam doe Cang vu hang khong mien Trung; Giam doc Cang 
vu hang khong mien Nam; Giam d6c Trung tam Y to hang khong; Cac thanh phan 
khac dugc triu -CO du h9p (neu can thiet). 

b) Giao ban cong tac an ninh hang khong va tong 1(6t nam cong tac an ninh 
hang khong bao 

- Ph6 Cuc tnremg phu trach link vuc an ninh; Truemg phong cac Phong: An 
ninh Hang khong, Quan ly Cang hang khong, san bay, Khoa hoc COng ngh" va Moi 
truemg, Quan Hoat dOng bay, V4n tai Hang khong, Phap ch6, 119p tac quoc 

fi;;411  
Tieu chuan an toan bay; Chanh Thanh tra Cue, Chanh Van phong Cuc; 

- 1)41 dien lanh dao: Cang vu hang khong; T6ng cong ty Hang khong Viet 
Nam, Tong con  tYQuan 13'T bay V* Nam, Tong con  ty Can hang khongViet 
Nam, Hoc v*) Hang khong Vi't Nam, cac hang hang khong V*. Nam; cac don vi 
phuc vu mat dat, hang hoa, sudt an, xang clan, an ninh tai cang hang khong, san bay; 
Cac thanh phan khac dugc tri@.it4p du h9p (nett can thiet). 

c) Giao ban thang cong tac an toan hang khong bao 

- Truong phong Tieu chuan an toan bay chil tri giao ban vai dai dien dugc fly 
quy&'n cua Ttmg cong ty HKVN, cac hang hang khong V* Nam, to chirc bao duang, 

huan luy'n bay, Phong Giam sat an toan hang khOng - Cang vu hang khong. 

- Trui:Mg phong Quan ly hoat dcing bay chi' tri giao ban \Ted dai dien dugc uy 
quyen dm Tong cong ty Quan VT bay Viet Nam; cac Cong ty Quan 13'T bay: mien Bac, 
mien Trung, mien Nam; COng ty TNHH K5T thOt Quan VT bay, PhOng Giam sat an 
toann hang khong - Cang vu hang khOng. 

- Thanh tra Cue. 

d) Sor ke't quy cling tac an toan hang khOng bao gi3m: 

- Truang phong cac Phong: Tieu chuan An toan bay, An ninh Hang khong, 
Quan ly cang hang khong, san bay, Khoa h9c COng nghe va Moi truong, Quan ly 
Hoat dOng bay, V4n tai Hang khong, Chanh Thanh tra Cuc Hang khong, Chanh Van 
phong Cuc; Dai dien lath dao Cang vu hang khong, 
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- Dai din lanh dao cac don vi: T6ng cong ty HKVN; Ttmg cong ty quang 1T 
bay VN; Tong cong ty Cang HKVN; 1-19C vien HKVN va cac hang hang khong V* 
Nam; to chirc bao &rang, Co s& huan luy0 bay, co s& huan luy0 dao tap nhan vien 
hang khOng; cac Cang hang khong; cac Cong ty Quan 17 bay mien Bac, mien Trung, 
mien Nam 

- Cac thanh phAn khac dugc triu tap du h9p (ne'u can thi&). 

e) Ttmg k6t nam cong tac an toan hang khong bao gam: 

- Lanh ciao Cue; Truong phong cac Phong: Tieu chuAn An toan bay, An ninh 
Hang khong, Quan 1T cang hang khong, san bay, Khoa hoc Cong nghe va MOi truemg, 
Quan 13'T Hoat dOng bay, V4n tai Hang khong; Chanh Thanh tra Cuc HKVN, Chanh 
Van phong Cuc, Giam d6c Cang vu hang khong; 

- Dai din lanh ciao cac don vi: to'ng cong ty HKVN; T6ng cong ty Quan 1T 
bay VN; T8ng cong ty Cang HKVN; Hoc vien 1-1KVN, cac hang hang khong V* 
Nam; to chirc bao duong, co.  s& huan luy@l bay, co so huan luy0 dap tax) nhan vien 
hang khong; cac Cang hang khong; cac COng ty Quan VT bay mien Bac, mien Trung, 
mien Nam 

, - Mari dai din cac CO quan: Vu An toan giao thOng, Vu V4n tai, VuK6t CA11 
ha tang giao th8ng; Van phong Uy ban An toan giao thong quoc gia; 

- Cac thanh phAn khac dugc tri@.1 tap du hop (n6u can thi6t). 

g) So k6t 6 thang bao Om: 

- Lath dao Cuc, Pho Bi thu thuorng truc Dang uy Cuc; Chanh Van phong, Pho 
Chanh Van phong Cue; Chanh Thanh tra, cac Pho Chanh Thanh tra Cuc, Tru&ng 
phong, Pho True:mg phong cac Phong th0c Cuc; Chanh Van phong Dang ily; Chanh 
Van phong Cong doan; 

, - ,Giam d6c, Chu tich Cong doan, Truong ban Nu cong Cang vu hang khong 
mien Bac, Cang vu hang khong mien Trung, Cang vu hang khong mien Nam, Trung 
tam y to hang khong; 

(Truong hop Hi5i nghi giao ban truc tuy6n: Giam d6c, cac Pilo Giam d6c, Chir 
tich Cong doan, Truong ban Nu cong, Tnkmg dai din cac Cang vu Hang khong) 

- Truong ban Thanh tra nhan dan kh6i co quan Cuc HKVN; 

- Cac thanh phAn khac dugc mei du hop theo chi dao cua Cuc truong. 

h) T6ng k6t nam: 

- Mori lanh dap BO. GTVT du va chi dao H(30i nghi tong ket nam; 

- Dai din lath dap cac don vi: Ring cOng ty HKVN, T6ng cOng ty Cang 
HKVN, tong cong ty Quan VT bay Vi't Nam, H9C vin HKVN, cac hang hang 'thong 
Viet Nam; 

23 



- Cac thanh ph'an quy dinh tai diem g khoan 2 Di&I nay. 

3. Xay dung ke hoach to chirc cuOc hop, hOi nghi: 

a) Thu twang cac co* quan, don vi chu tri v" mat ni5i dung có trach nhim xay 
Ong ke hoach to chirc cac hOi nghi, cui5c h9p lon, quan trong trong nam, quy, thang 
va bao cao xin y kien Lanh dao Cuc phu trach linh vtrc, gui ye Van phong Cuc de 
tong hop, xay dung ke hoach chung cua Cuc, phoi hop trien khai thgc hien thuc hien 
cac cong tac chuan bi, to ch*c cuOc h9p, hOi nghi. 

b) D6i voi cac cui5c h9p de xu 17 cong viec thuamg xuyen, dam vi chu tri bao 
cao xin y kien Lanh dao Cue phu trach linh vvc, trix cac cuOc hop do Lanh dao Cuc 
yeu cau. 

4. Tai lieu h9p 

a) Tai lieu, van ban lien quan den not dung h9p va nhfing yeu cau can trao 
tham khao y kien tai cuOc hop phai dugc chuan bi truac bang van ban. 

b) Doi vii cueic h9p do Lanh dao Cuc chu tri thi ca quan, don vi dugc giao 
chuan bi not dung phai chuan bi bao cap va tai lieu lien quan, bao cao phai co chit 

lanh ciao ca quan, don vi. Toan bo tai lieu, bao cao phai trinh Lanh ciao Cuc 
truac cuOc hop. 

c) Thy tinh hinh cu th& Lanh ciao Cuc co the yeu cau to chirc hop dOt xuAt de 
xu 1T cac van de phat sinh lien quan den cong tac cua Cuc Hang khong Viet Nam; 
can cu theo not dung dm van de, cac ca quan chuyen mon phu trach not dung do 
phai tham mtru cho Lanh dao Cuc ve thed gian, thanh phan va dia diem hop, phai du 
thao thong bao ke't1u4n dm Lath dao Cuc tai cueic hop va phOi hop voi Van phong 
trong cong tac chuan bi. 

d) Ve cac hOi nghi, hOi thao co ye'u to nu cc ngoai: vie;c phan cap to chirc, 
trach nhie;rn trong trien khai cac hed nghi, hOi thao quoc te se tuan theo quy dinh cua 
Dang, Chinh phu, Bo Giao thong van tai ve to eh& va quan ly hOi nghi, hOi thao 
quoc te tai Viet Nam va Quy the hien hanh ve quan 13"/ cac hog d'cing del ngoai cua 
Cuc Hang khong V* Nam. 

5. GiAy mei 

Van phong Cuc ph6i hop voi ca quan chu tri not dung, chuAn bi giAy mei 
hop (doi \Tod cac cuOc hop do Lanh dao Cuc chit tri) va gui giay mei dung danh sach 
thanh phan mei hop. Giay mod h9p phai &roc gui truck ngay hop it nhat la 02 (hai) 
ngay lam vi&, trir tnxemg hop Lanh ciao Cuc quyet dinh dOt xuat. 

- D6i voi cuOc h9p do lath dap cac co quan thu& Cuc chu tri, thanh ph'an tham 
gia la cac dun vi thu(5c Cuc thi Thu truang co quan giay 	h9p va phoi hop vai 
Van phong Cuc 	

, 	
h9p. Truemg hop Thii truang ca quan di yang, lanh dao 

Van phong Cuc co the 1(3'T giay mai hop. 
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- Deii vai cu(ic h9p do lanh dao cac co quan thuc Cue chili tri, thanh ph'an tham 
gia la cac co quan thuc Cuc thi Thil twang hoac Pilo Thu truong co quan 1cT giay 
med h9p va co quan d6 giri giay mei h9p . 

6. Bien ban va Thong bao ket 1u4n dm Lanh ciao Cuc tai cu'cic h9p 

- D6i ved cac cue•c h9p dugc Lanh ciao Cuc chi dao ban hanh thong bao ke't 
1u4n, can dr theo su phan cong dm Lanh dao Cuc chil tri; 3 ngdy lam v* sau khi 
ket thuc cu()c h9p, co quan du tildn van ban thong bao ket 1u4n cui5c h9p phai trinh 
Lanh dao Cuc du thao thong bao ket 1u4n c0c h9p. Sau khi Lanh dao Cuc du3* not 
dung, thong bao k6t 1u4n dugc chuyen cho Van phOng Cuc IcT ban hanh. Lanh dao 
Van phong chiu trach nhirn 14 ban hanh tat ca cac thong bao ket 1u4n cac cuOc h9p 
dm Lanh dao Cuc trong hog dOng quan 13"T, chi ciao, dieu hanh cong vi'c dm Cuc. 

- Vic ghi Bien ban, ghi am cu& h9p de" phuc vu du thao thong bao ke't 1u4n 
do ngued chi.' tri cuOc h9p quyet dinh. 

- Cac truong hgp khac thuc hin theo su phan cong cua lanh dgn Cue. 

Chuang VIII 

KIEM TRA VIEC THVC HIEN VAN BAN, NHIEM VU BOX GIAO 

Dieu 27. Muc dich kiem tra 

1. Don d6c, huong dan vi& thuc hin cac van ban quy pham phap 101, van 
ban chi dao dial hanh dm Cuc, BO GTVT ve cac cong vic dugc giao; 

2. Kip tiled phat hin, xtt 1ST nhfmg,vdn & nay sinh trong thuc tquyet, giai quy 
kip thed cac de xuat, kien nghi dm cac to chirc, nguei dan \Ta doanh nghi4) doi voi 
cong tac quan 13",  nha nuerc dm Cuc. 

3. Bao dam cho hog dOng chi dao di&I hanh dugc thong su6t, gift nghiem IcTi 
cuung,,kST 1u4t trong N thong hanh chinh nha nu&c, cluing tham nhfing, lang phi va 
moi bieu hin tieu cut trong quail 13'T nha nuoc. 

4. D' cao y thirc kST 1u4t va trach nhi01 ca nhan dm. Thil truong co quan, don 
vi va cong chirc, vien chuc, ngued lao Qng Cuc HKVN. 

5. Tang cuong sau sat co so., tong ke't rut kinh nghi'm trong chi dap diki hanh, 
bao dam cho cac chil truong, chinh sach di vao cu'cic song va phat huy hi@J qua tren 
cac linh vuc dm dad song kinh to - xa hOi. 

Dieu 28. Nguyen tac kiem tra 

1. Ki&-n tra la cong tac phai tin hanh thuong xuyen \Ta có k" hoach, 6ng tiled 
phai c8 su phoi hgp de tranh chong cheo. Thu twang co quan, don vi có tham quyen 
kiem tra quyet dinh ke hcwh va hinh thirc kiem tra. 

2. Kim tra phai bao damdan chil, cong khai, dung phap 10t, khong gay phi 'en 
ha va khong lam can trer den hog dOng binh thuemg cila doi tugng kiem tra. 
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3. Ke't thlic kiem tra phai c6 ket 1u4n rO rang, n6'11 phat hien c6 sai pham phai 
xir ly th6a 

4. Qua kiem tra phai tao dugc nhang ket qua tich cuc trong quan 1T nha nuac, 
chi dao, dreu hanh, kST cuong, 1(57 1u4t hanh chinh. 

Dieu 29. Ph4m vi va d i ttrqng kiem tra 

1. Pham vi kiem tra: kiem tra viec thi hanh cac van ban dm cap tren va cua 
Cuc ban hanh c6 quy dinh nhang nhiem vu, cong v* ma Cuc va cac co quan, don 
vi thuc Cuc, nganh, linh vuc do Cuc quan ly c6 trach nhiem thuc 

2. D6i tucmg ki"e'm tra: cac co quan, don vi thuec Cuc; nganh, linh vuc do Cue 
quan ly chiu su kiem tra cua Cuc. 

Dieu 30. Tham quyen kiem tra 

1. Cuc truang ki6'm tra m9i hog 4ng cua cac co quan, don vi thuc Cuc, 
nganh, linh vuc trong pham vi chirc Wang, nhie:m vu va quyen han cua Cuc va cua ca 
nhan Cuc twang theo quy dinh cua phap 1u4t. 

2. Pho Cuc truang ki&n tra boat d(ing cua cac co quan, don vi, 11 h vuc chuyen 
mon dugc phan cong phu trach va thuc hien cac nhiem vu ki6'm tra do Cuc tru6mg 
giao. 

3. Thu twang cac co quan, don vi c6 trach nhiem kiem tra trong pham vi chirc 
Wang, nhiem vu, quy&I han quy dinh va ki'&11 tra viec tri6'n khai thuc hien cac cong 
viec do Lath ciao Cuc uy quyen hoac giao chu tri. 

Dieu 31. Hinh thtrc kiem tra 

1. Thu twang cac co quan, don vi thuc Cuc throng xuyen to chirc to kiem 
tra viec thi hanh cac van ban va nhim vu dugc giao tai co quan, don vi; phat hien 
cac vuemg mac va de xuat bien phap xir 13'T kip thai. 

2. Hinh thirc tin hanh ki6m tra: 

a) Lath dao Cuc, Lath dao cac co quan,thuOc Cuc va cac cong chirc dugc giao 
nhiem vu kiem tra tien hanh lam v* truc tiep tai don vi can kiem tra de nam tinh 
hinh; 

b) Lath dao Cuc yeu c'au cac don vi bao cao bang van ban ve tinh hinh va ket 
qua thuc hien cac van ban, cong viec dugc giao; 

c) Cuc twang fly quy&'n cho mot lath dao co quan chu tri vi& ki6'm tra hoac 
quyet dinh thanh lap cac doan kiem tra viec thi hanh cac van ban trong ti mg linh vuc 
hoac tirng cong v* can tap trung chi dao trong timg thai k3T. Co quan chu tri, phoi 
hop vai cac co quan, don vi c6 lien quan xay dung de cuong kiem tra, trinh Lath dao 
Cuc phe duy't va trien khai thuc h*i; 

d) Kim tra thong qua to chuc hoi nghi so ket, tong ke't vi& trien khai thuc 
ved nhimg chuong trinh, du an lam; 
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d) Phuong thirc khac do Cuc truong quy6t dinh. 

Dieu 32. Bao cao ket qua kiem tra 

, 1. Thu truong co quan kiem tra c6 van ban bao cao Lanh ciao Cuc ket qua ki6m 
tra, 

 
go tho4 thong bao cho don vi dugc kiem tra va cac ca quan, dan vi c6 lien quan 

trong Cuc. Neu phat hi'n c6 sai pham thi xir 1T theo tham quyen hoc kien nghi cap 
c6 tham quyen xir VT. 

2. Thu tru&ng ca quan ki6'm tra c6 trach nhirn theo dOi vi& xix 13"/ sau khi 
kiem tra, yeu,cau don vi dugc kiem tra khac phuc nhang sai pham theo guy& dinh 
&la cap c6 tham quy'en, bao cao ket qua khac phuc sau kiem tra viii Lanh dao Cuc. 

3. Dinh kST cuoi moi thang, quy, Thil tru&ng cac co quan, don vi bao cao Cuc 
tinh hinh thuc hi'n cac van ban, cac cong vie;c dugc Lanh ciao Cuc giao theo tham 
quy&I a co quan, don vi minh. 

Chuang IX 

TO CHt.0 TIEP CONG DAN 

Dieu 33. Trach nhiem dm Cuc &min 

1. Cuc truang,truc tiep thuc hi'0 vi& tiep cong dan it nhAt 01 ngdy trong 01 
thang tai dia diem tiep cong dan dm ca quan minh. 

2. Chi ciao Chanh Thanh tra Cuc, Chanh Van phong Cuc va Thu truong cac ca 
quan, don vi thuOc Cue phoi hgp thgc h*i nghiem tiic nhiem vu tiep dan den,khieu 
nai, to cao, phan anh, kien nghi; kip thin giai quyet theo tham quyen cac khieu nai, 
to cap; tran trong Fang nghe kien dm cong dan de cai tien, nang cao hi'u qua cong 
tac. 

Dieu 34. Trach nhiem ciia Van phong Cuc 

1. B6 tri phong tiep cong dan va cac di'eu kien, trang thi& bi can thie't phuc vu 
cong tac tiep cong dan tai tru so* co quan Cue; chi dan, tiep don cong dan theo dung 
quy dinh. 

2. Thong bao kip thoi cho Thanh tra Cuc khi c6 cong dan d&I yeu c.0 giai 
guy& khiL nai, to cao. 

3. 136 tri d6' Lanh dap Cuc t* cong dan theo quy dinh cila phap lulat va de 
nghi cila Chanh Thanh tra Cue. 

Dieu 35. Trach nhiem ciia Thanh tra Cue 

1. B6,tri can b0 thuong truc tiep cong dan tai phOng tiep clan dm Cuc. Trinh 
to thu tuc tiep dan, giai quyet khieu nai, to cao thgc h*1 theo cac quy dinh dm Lu4t 
khieu nai, to cao, cac van ban hu6ng dan thi hanh va quy the tiep cong dan dm Cuc 
Hang khong Vi't Nam. 
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2. Yeti ca' u Thu twang cac co quan, don vi c6 lien quan cif can b() co tham 
quy&I ding tham gia ti6p cong dan tai phOng ti6p dan khi can thik. 

3. Tip nh4n va xix 1T ban dA.0 cac khi6u nai, to cao, tivc tip thu ly giai quye't 
cac don thu khieu nqi, to cao thu()c thAm quyen giai quyet cua Cuc truong Cuc Hang 
khong V* Nam. 

4. Chu cloing ph6i,hop 	cac co quan, don vi CO lien quan chuAn bi h'6 so, tai 
lieu de Lath d4o Cuc tiep ding dan. 

5. Thuc hien ch6 d() bao cao viii Lanh 4o Cue va Thanh tra Bo v'e cong tac 
tiep ding dan dm Cue theo quy dinh. 

Dieu 36. Trach nhiem cua Thii trucrng cac co.  quan, don vi thuOc Cuc 

1. Thu truong cac co quan, don vi thu& Cue c6 trach nhiem ph6i hop voi 
Chanh Thanh tra Cue trong viec ti6p cong dan de giai quyet cac khi6u nqi, to cao, 
phan anh, kien nghi cua cong dan c6 lien quan d6n chic Wang, nhim vu dm co quan, 
don vi. 

2. Cu can b() ce, chuyen mon theo dung yeti c'au cua Thanh tra Cuc de ding 
ph6i hop ti6p cong dan tai phong ti6p dan cua Cuc; dr can b0 tham gia doan thanh 
tra, kiem tra, giai quy& khieu nai, to cao theo chi dqo cua lanh dqo Cue va de xuAt 
cua Thanh tra Cue. 

Chuang X 

DI CONG TAC, THAM GIA CAC KHOA DAO TAO, BOI DirCiNG 
VA TO CHtt TIEP KHACH 

Dieu 37. Di cong tic, 'lac) t4o, boi derng 

1. Theo yeti cAu cua Cuc truong, Pho Cuc truong, Van phong ph6i hop yen cac 
co quan, don vi 14p chuong trinh cua Cuc truong, Pho Cuc truong di cong tac den 
cac co quan, don vi trong va ngoai nganh de giai quyet cac van de thue,c chuyen 
nganh Hang khong dan dung. 

2. Thu truong co quan, don vi khi to chirc cac doan cong tac phai c6 chuong 
trinh, thanh phan nif)i dung cong tac cu the. Thu truong co quan, don vi di cong tac 
phai bo tri nguoi thay the giai quyet cong vi& thuemg xuyen. 

3. Viec di cong tac phai dugc tinh ky v" hanh trinh, so luting ngu6i di, so 
luting ye may bay, so luting xe can dUng de dam bao hop 1)",  va tiet ki@vi nhat. 

4. Doan dugc cir di cong tac tai co so,  phai chuAn bi ke hcwh, chuong trinh, 
not dung, bao cao lanh d4o phu trach va thong bao cho co so tru6c khi den it nhat 03 
(ba) ngdy lam vi&. 

- Nghiem cam 136 tri, k6t hop ding v* cila ca nhan trong the gian cong tac. 

28 



- Doan ding tac tai co so chi lam vi& va giai quye't nhang van de dung not 
dung, chuong trinh da thong bao va dung tham quyen cua doan, trong qua trinh cong 
tac c6 not dung phat sinh thi Truong doan phai kip thoi bao cao Lanh dao Cuc phu 
trach. 

- Trong the han 03 (ba) ngay lam v*, sau khi kat thlic dot cong the, Truang 
doan cong tac phai c6 bao cao bang van ban vai Lanh dao Cuc ye ket qua, nh&ng 
kien nghi dm co s6 c6 lien quan den nganh hang khong dan dung V* Nam, de xuat 
giai phap to chic thuc hien nhang kie'n nghi do. 

5. ThAm quy'en cu can bo di ding tac trong nu6c: 

, a) Cuc truong holac Pho Cuc truong phu trach dugc quyen cu cong chirc thuc 
tham quyen quan ly cua Cuc di cong tac trong 

b) Pho Thu truong co quan, don vi di cong tac trong nu6c phai coy Cokien cua 
Thu truong co quan, don vi. 

c) Cac Phong, Thanh tra Cuc, Van phong Cuc khi to chirc cac doan cong tac 
trong nu6c phai c6 van ban bao cao ro muc dich, not dung, thanh phan, thOri gian, dia 
diem, chuong trinh... trinh Ph6 Cuc truong phu trach du3*. 

6. Di cong tac nu6c ngodi, di nuoic ngoai ve viec rieng va di dao tao, boi 
duang or nuoc ngoai thuc hien theo Quy the hie -1 hanh ve quan l3"/ vi& di nu6c ngodi 
dm can b0, cong chirc, vien chirc va nguoi lao dOng Cuc HKVN. 

7. Di dao tao, boi clueing o trong nu6c thuc hien theo Quy the hien hanh ve 
quail ly dao tao, boi throng can N, cong chirc, vien chirc cua Cuc HKVN. 

8. Van ban bao cao ve 1c6t qua cong tac, k6t qua dao tao, Woi duong (kern theo 
ban sao van bang, chung chi) va cac hem don, chung tir phai gui kern theo ho so thanh 
toan ve Van phong Cuc de lam thu tuc thanh toan theo quy dinh. 

Dieu 38. Tiep khach trong ntrifre 

1. Cac cue.c tiep va lam viec chinh thirc theo chuong trinh cua Lanh dao Cuc: 

a) Lanh dao Cuc chiu trach nhiem to chirc tiep va lam vi& v6i Lanh dao 
Lanh dao cac co quan, don vi cung cap ve cac not dung thuc thAm quyen giai quye't 
cua Cuc, hoc theo yeu cAu cUa Lath dao B. Trong qua trinh giai quyet cong v*, 
neu not dung CO lien quan dri co quan, don vi khac thi co the mei du hoc truc tiep 
xin y kien cUa co quan, don vi c6 lien quan; nhang not dung vuo:t qua thAm quyen 
giai quye't cua Cuc, Cuc truong phai truc tiep bao cat) va xin y kien Lanh ciao B. 

b) Chanh Van phong Cuc c6 trach nhim bo tri chuong trinh, chifan bi de Lanh 
dao Cuc tiep tai co quan Cuc: 

- Khi c6 k" hoach lam vi&, Van phong Cuc chiu trach nhiem th6ng nhAt v6i 
cac co quan cua khach hoc co' quan de nghi tiep (g9i chung co quan khach) de 
bao cao Lath dao Cuc xin kien ve trien khai cong tac chuan bi, c6 phan cong cu 
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N(ii dung chuong trinh lam 	thanh phAntham du, chuAn bi cac bao cao, 
phucmg an don tiep d4i Neu, bao 1,/' an ninh (neu can), phong lam vi&; 

- Sau khi k" hogch dugc phe duyt, Van phong Cuc thong bao cac co quan, 
don vi dugc phan cong chuan bi tai lieu, bao cao (cac bao cao phai giri Van phong 
Cuc de trinh Lanh dao Cuc duyt it nhat hai ngay, truorc khi tiep khach); mad cac co 
quan, don vi lien quan tham du; kiem tra don dOc va chiu trach nhiem ye cong tac 
chuan bi. Tnxemg hop dot xuat do yeu cau cua co quan khach, cac co quan, don vi 
tham gia chuan bi bao cao tom tat; ThU truong co quan, don vi chiu trach nhim tnx6c 
Cuc truong ve not dung bao cao. 

- Van phong Cuc to chirc vic don, tiep khach; ghi dank sach dai 	phat tai 
lieu, ghi bien ban buoi lam vi&. 

2. 136i yen cac cuoc tiep xa giao, tham va lam vi& cua Lanh dao Cue: 

Van phong Cuc c6 trach nhim be') tri chuong trinh, phong tiep khach va cong 
tac phuc vu theo yeu cau cua Lanh dao Cuc, nhung khong ngoai the quy dinh cua 
phap 14t va cua Cuc. 

3. D6i voi Khach d6n lam vi& voi cac co quan tham muu giup vi& Cuc 
truong: Khach den lam vi& voi co quan nao thi co quan do c6 trach nhim to chirc 
don, tien va chuan bi cac not dung lam vi&. Cac Phong, Thanh tra Cuc phai clang 1(3"/ 
voi Van phong chuong trinh tiep khach trong mac de dam bao 114u can (neu co nhu 
cau) va dam bao an ninh cong so (trong moi truong hop). 

Dieu 39. Tiep khach gm& to 

1. Van phong Cuc clAu rn6i tiep nh4n cac cong van, thu tir cua cac d6i tac 
nu& ngoai de nghi gap va lam vi& voi dai die -1 Cuc Hang khong Vi* Nam va xu 
l3'T cong van, thu tir d6 theo quy the h*i hanh cua Cuc HKVN ve xay dung va quan 
ly van ban hanh chinh. Cac phong, Thanh tra Cuc khi truc tiep nh4n dugc cong van, 
thu tir xin gap va lam vi'& cua cac doi tac nu& ngoai giri cho Cuc Hang khong Viet 
Nam phai chuyen cho Van phong Cuc de xir 

2. Cac Phong va cac don vi thu0cCuc, cac co quan don vi trong nganh co lien 
quan phai bo tri ngueyi co du tham quyen, Wang luc chuyen mon tham du khi Lanh 
dao Cuc ho:dc don vi dugc Lanh dao Cuc uy quyen chu tri tiep va lam vi& viii doi 
tac nuOc ngodi. Ngueyi dugc cir tham du buoi lam vi&, can cu vao not dung lam vi'& 
dugc phia ban de xuat, co trach nhim bao cao ngued chu tri ye not dung co lien quan 
toi linh vuc don vi minh phu trach. 

3. Truemg hop d6i tac nu& ngoai truc tiep de nghi gap va lam v* voi cac 
Phong, cac don vi de xir ly cong vi& chuyen mon thui5c pham vi, eh& nang nhim 
vu cua PhOng, don vi do thi Phong, don vi do chi' dOng truc tiep bao cao Cuc truong 
hoc Lanh dao Cuc phu trach chuyen mon xin phep tiep va lam vi& va thong bao 
cho Phong H9p tac quoc to de phoi hop. Co quan, don vi chu tri tiep khach cir can 
Ix) don, ti& khach. 
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thL N'sz5i dung chuong trinh lam viec, thanh phAntham du, chuan bi cac bao cao, 
phucmg an don tip cai bieu, bao v" an ninh (neu can), phong lam vi'&; 

- Sau khi ke ho4ch dugc phe du)*, Van phong Cuc thong bao cac ca quan, 

don vi dugc phan cong chuan bi tai 	bao cao (cac bao cao phai ph Van phong 
Cuc trinh Lath ciao Cue du)* it nhA.t hai gay, truOv khi tiep khach); mei cac ca 
quan, con vi lien quan tham du, kiem tra don dOc va chiu trach nhi@.fl v&' cong tac 

chuan bi. Truemg hop dOt xuat ,do yeu cau ciia co quan khach, cac ca quan, don vi 
tham gia chuan bi bao cao tom tat; Thu truOng co quan, don vi chiu trach nhim truefc 
Cuc twang ye not dung bao cap. 

- Van phong Cuc to chirc vi'c don, tip khach, ghi dank sach dqi 	phat tai 

lieu, ghi Bien ban bu6i lam v*. 

2. D6i viii cac cw)c tip )(a giao, tham va lam v* dm Lath ciao Cuc: 

Van phong Cuc c6 trach nhim 136' tri chuong trinh, phong tiep khach va cong 
tac plauc vu theo yeu cau cua Lanh d4o Cuc, nhung khong ngoai cac quy dinh cua 

phap 1u4t va cua Cuc. 

3. 1)6i \Teri Khach d6n lam vi& vefi cac co quan tham muu gtup viec Cuc 
truang: Khach den lam v* vai co quan nao thi co quan do c6 trach nhim to chirc 
don, tien va chuAn bi cac not dung lam v*. Cac PhOng, Thanh tra Cuc phai clang 14/ 
voi Van phOng chuong trinh tiep khach trong nuac de dam bao 114u can (neu c6 nhu 
cau) va dam bao an ninh cong so (trong moi truemg hop). 

Dieu 39. Tiep khach claw to 

1. Van phong Cuc la cau 	tiep nh4n cac cong van, thu tir 	cac d6i tac 

nu& ngoai de nghi gap va lam vi& 	Cuc Hang khong V* Nam va xir 
ly cong van, thu tix do theo quy che hten hanh cua Cuc HKVN ve xay dung va quan 
1Si van ban hanh chinh. Cac phong, Thanh tra Cuc khi truc tiep nhan duck cong van, 

thu ti' xin 	va lam vi& cua cac d6i tac nuck ngoai giri cho Cuc Hang khOng Viet 

Nam phai chuyen cho Van ph6ng Cue de xir 

2. Cac Phong va cac con vi thu0c,Cuc, cac co quan don vi trong nganh co lien 
quan phai bo tri nguoi co du' tham quyen, nang lye chuyen mon tham du khi Lath 
ciao Cuc hoac don vi dugc Lanh ciao Cuc uy quyen chu tri tiep va lam vi& vefi d6i 
tac nuefc ngoai. Nguoi dugc cu tham du buoi lam vic, can cu vao ntii dung lam vi'c 
dugc phia ban cue xuat, co trach nhiem bao cao nguefi chu tri ve not dung co lien quan 
tefi linh vuc don vi minh phu trach. 

3. Twang hop d6i tac nu6fc ngoai truc tiep cue nghi gap va lam v* vCri cac 
Phong, cac don vi de xir 1)",  cong vi& chuyen mon thui5c pham vi, chirc nang nhi'01 
vu cua Phong, don vi do thi Phong, don vi do chU Ong true tiep bao cao Cuc truong 
hoac Lath ciao Cuc phu trach chuyen mon xin phep tiep va lam viec va thong bao 
cho Phong Hop tac qu6c to de phoi hop. Co quan, don vi 	tri tiep khach cu can 

N5 don, ti6n khach. 
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Chuang XI 

CHE DO THONG TIN BAO CAO 

Dieu 40. Pilo Cue tru.O.ng bao cal) Cuc truii.ng 
1. Tinh hinh thuc h*1 nhimg cong vi& thuc linh vuc ducic phan cong phu 

trach, nhang viec vuot qua tham quyen giai quyet va nhang v* can xin 3'T kien Cuc 
tnrorng. 

2. NOi dung va ket qua cac hoi nghi, cu"(5c hop khi duov Cuc truong uy quy&I 
tham du ho:dc chi dgo cac hOi nghi do. 

3. Ke't qua lam vi& va nhang kin nghi d6i 	Cuc cua cac co. quan, don vi 
trong va ngoai nganh khi ducic cu tham gia cac doan cong tac trong nu6c ding nhu 
nuarc ngoai. 

Dieu 41. Cac co.  quan, &rn vi thuloc Ctic bao cao Lanh ciao Cue 

1. Thu truong cac co quan, don vi thuc Cuc phai thuc hien day du ch6 
thong tin, bao cao Lanh dao Cuc theo quy dinh va cac bao cao chuyen de, dot xuat 
theo yeu cau cua Cuc. 

a) Khi co van de phat sinh vuot qua thAm quy&I quan 13"/ dia co. quan, don vi; 
Thu truong co quan, don vi phai bao cao Lanh d4o Cuc de xir Vi kip thoi. 

b) Vic bao cao di'eu chinh chuang trinh cong tac 6 thang, nam cua cac co 
quan, don vi thuc hien theo quy dinh tai cac die'm c, d khoan 1 Di&I 17 dm Quy ch6 
nay. 	 • no/  

c) Cac bac, cap chuyen de khac (nhu bao cao cai cach bath chinh, thuc hien 
Lu4t phong chOng tham nhung, Lu4t thtrc hanh tiet kiem, chong lang phi) ducyc thuc 
hien theo quy dinh rieng dua tren yeu cau cua BO, nganh lien quan. 

2. Ngoai vi& thuc hien cac quy dinh tai khoan 1 Di'eu nay, Chanh Van phong 
Cuc con phai thuc hien nhiem vu sau day: 

, a) T6 chirc cung cap thong tin hang ngay cho Cuc truong, Pho Cuc truong v'e 
cac van de da duvc giai quyet; 

b) T6ng hop va xay dung bao cao giao ban, bao cao cong tac dinh kST (thang, 
quy, 6 thang, nam) ctia Cuc gui BO; 

c) Huerng clan, theo dOi, don d6c cac co quan, don vi thuc hien nghiem tuc ch6 
d0 thong tin, bao cao va to chirc khai thac thong tin phuc vu su chi d4o dieu hanh cua 
Cuc truong; 

d) De xuAt va bao cao Lanh dge) Cuc nhang van de xir 1)",  qua phan anh cua bao 
chi, du 1u4n xa h'cii lien quan den nganh. 
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3. Van phong chiu trach nhi"01 la &Au m6i nhian, xir ly, va chuyL tip cac loaf 
bao cao giri ve Cuc Hang khong Vi't Nam; cac ca quan va cac don vi truc thuc Cuc 
cir can b'sci phu trach ve cong tac bdo cdo tong hop dm co.  quan, dan vi minh. 

Dieu 42. COng tac quail 1ST va cung cap thong tin 

1. Van phong chiu trach nhiem cap nh:at thong tin thuang xuyen, v:an,hanh 
khai thdc Trang thong tin din til. 	Cuc Hang khong Viet Nam theo Quy che hien 
hanh ye quan VT, sir dung va cung cap thong tin du lieu cho trang thong tin dien to 
cua Cuc Hang khong Viet Nam. 

2. Van phong chiu trach nhitn giup Cuc twang duy tri moi quan he thueyng 
xuyen va cung cap thong tin chinh xdc, kip that ve cac su kien xay ra trong nganh 
Hang khong dan dung cho cac ca quan thong tin dai 	thuc hien vi& tra lei co 
quan ngOn lu4n hoc phirang tin thong tin dai chung khi c6 su vi& lien quan den 
nganh Hang khong dan dung theo Quy che hien hanh ve phat nig& va cung cap thong 
tin cho bao chi dm Cue Hang khong V*. Nam. 

Chuang XII 

VAN HOA CONG 

Dieu 43. Trang phtic ciia can Hi, cong chtic, vien chfrc 

1. Khi thuc hien nhi@n vu, can be), cong chirc, vien chirc phai an mac gon 
gang, lich su, di giay hoc dep CO quai hau. Trang phuc phai phii hop vii tinh chAt 
cong viec, d4c thu trang phuc,cila nganh va thuan phong, my tuc 	dan,teic. Can 

nhan vien dugc trang bi gong phuc de thuc 	vu phai mac&mg phuc 
trong thai gian lam vi&. 

2. Lg phuc dm can be), cong chirc la trang phuc chinh thirc trong nhirng bu6i 
cuex hop trong the, cac cui* tiep khach ntrac ngoai. 

a) Le phuc cua nam can 130, cong chirc: bo comple, do so mi, cravat. 

b) Le phuc cua nit can b0, cong chirc: do dal truy&I th6rig holac 11.0 comple 

Dieu 44. Quin 1ST cong sa 

1. Van phong Cuc chiu trach nhim ve cong tac dam bao an ninh 	to tai 
cong so., bai tri cong se( dam bao sach se, gon gang va phoi hop vai cac co quan trong 
viec khai tilde, sir dung cac trang thiet bi, nguon luc tai tru so. Cuc Hang khong Viet 
Nam dam bao an toan, tiet 

2. Cdn be), cong chirc cac co quan c6 trach nhi0i gift gin an ninh trat to tai co 
quan, gifr gin ve sinh co quan, dam bao moi trueing lam viec sach se, gon gang, ngan 
nap; sir dung cac trang thiet bi, nguon luc tai co quan dam bao an toan, tiet 
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3. Hang nam, cac co quan tham muu giiip viec Cuc truerng to chirc kiem tra, 
giao n"ocip tai lieu da xir 17 xong theo Quy che hien hanh ye cong tac Van thu — Um 
tra cua Cuc. 

4. WM \Teri cac vat tu, thik bi van phong cua co quan Cuc khong con sir dung 
duvc, cac co quan c6 trach nhi@ri giao tra Van phOng Cuc de to chirc thanh 1)'7, buy 
b6 theo quy dinh. 

5. Cac co quan tham muu giiip viec Cuc tn.rong c6 trach nhim sap x6p phong 
lam v* dam bao v" sinh, kiem tra an toan dien va cac diet' kien khac; trung hod 
c6 hu hong, mat an toan thi bao ngay cho Van phOng Cuc de kiem tra, sira 

Dieu 45. Thai gian lam viec 

1. Can bei, cong chirc, vien chirc c6 trach nhim tuan thu quy dinh ve tiled gian 
lam viec. 

2. Ngoai then gian lam viec theo quy dinh cua Nha 'link, can bi), cong chirc, 
nguoi lao dCing khoi co quan Cuc c6 nhu cau lam viec ngoai 	hoc phai lam viec 
vao ngay thin bay, chii nh4t phai thong bao cho Van phOng Cuc (qua NI phan Bao 
ve). 

3. Khi lam viec ngoai 	hanh chinh, can b0, cong chirc, 	lao d"(mg kh6i 
co quan Cuc phai chap hanh cac quy dinh ve tr4t tu, ve sinh, sir dung tai san cong 
dung quy dinh. Van phong Cuc c6 trach nhim bap dam an toan co quan, kh8ng cho 
phep nhang nguii khong c6 phean su vao tru so.  lam viec dm co.  quan Cuc. 

Dieu 46. Tinh thAn, thai do lam viec cila can hi), cong chfrc, vien chti.c 

Can b0, cong chirc, vien chirc phai trung thanh 	Nha nuo.c Cting hoa xa hOi 
chu nghia V* Nam; bao v" danh du To quoc va loii ich quoc gia; ton tong va tan 
tuy phuc vu Nhan dan. Khi thuc hien nhim vu, cong vu, can b0, cong chirc, vien 
chirc phai )r7 tithe ro ve chirc trach, bon ph4n cila ban than, bao 

1. Phai san sang nhlan va no luc hoan thanh tot m9i nhim vudugc phan cong; 
khong ken chon vi tri cong tac, ch9n viec de, 1)6 vi* kilo. Tam huyet, tan tuy, guong 
mau lam ton chirc trach, nh*m vu duvc giao; khong wrong vao "tu duy nhiem kST". 

2. Phai coy thirc to chirc ky lust; sir dung c6 hiti qua tiled gier lam viec; tranh 
hi'n Wong trung binh chu nghia, lam viec qua loa, dai khai, kem hiti qua; nghiem 
chinh chap hanh not quy, quy the cua co quan, to chirc; chu d(ing phoi hop trong 
thuc hien nhiem vu, cong vu. 

3. Khong dugc gay kilo khan, phren ha, voi vinh, keo dai thai gian xir ly cong 
viec dm co quan, to chirc va nguoi dan; khOng the. a, vo cam, thieu trach nhim truck 
nhang kilo khan, birc xuc cua nguOi dan. 

4. Can b(i, cong chirc, vien chirc lanh dao phai cong tam, khach quan trong sir 
dung, danh gia can Wiz) thuc quyen quan 17; khong loci dung vi tri cong tac de bo 
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nhim nguoi than quen; chil dOng xin thoi giu chirc vu khi nh4n thy ban than con 
han the ye Wang luc va uy tin. 

Dieu 47. ChuAn mtyc giao tiep, ting xir dm can bO, cong chin, vien civic 

1. Trong giao tiep voi ngued dan, can be), cong chirc, vien chirc phai ton trong, 
lang nghe, tan tinh huaing dan ve quy trinh xir 13'T cong vi& va giai thich can ke nhang 
thac mac dm nguoi dan. Thvc hiri "4 xin, 4 luOn": xin chao, xin loi, xin cam on, xin 
phep, luon mim cued, luon nhc nhang, lam Fang nghe, luon giup da. 

2. DC;i 	dtmg nghi'0, can bC), cong chirc, vien chirc phai co tinh thin hop 
tac, tuong trg trong thvc hien nhiem vv, cong vv; khOng be phai gay mat doan ket 
ni:15i be) dia co quan, to chirc. 

3. 136i vOi lanh ciao cap ten, can 1)0,, cong chirc, vien chirc phai tuan thil thir 
b4c hanhchinh, phvc bung su chi ciao, dieu hanh, phan ding cong vi& ciia cap ten; 
khong ton tranh, thodi thac nhiem vv; khong ninh bg lay long vi gong co khong 
trong sang. 

4. Can be5, cong chirc, vien chirc gift chirc vu lanh ciao, quail ly khong &roc 
duy y chi, dpdat, bao thil; phai ton tong, Fang nghe y kien oh cap dual; guang mau  <IN* 

trong giao tiep, img xir. 	 ,04, 

Dieu 48. Chuan nitreve ciao dtic, lOi sOng dmc, 	can hi), cong chirc, vien ch 	
; 

 

1. Can be?', cong ,chirc, vien chirc,  phai khong ngimg hoc tip, tu duang, r .4 2, 
luy'n ye dao dirc, loi song. Thuc hin can, kirri, liem, chinh, chi cong vo tu; trun 
thvc, gian di, thang than, chan thanh; khong có Neu hien co he5i, song ich ky, ganh 
ghet, do ky. 

2. Can be5, cong chirc, vien chirckhong dirge danh b4c, sa vao cac to nan xa 
hOi; khong duo c sir dung do tiong c() con trong then gian lam vi& va giey nghi trua 
cac ngay lam vi&; khong hut thuoc la tai not lam vi&; phai tuan thu ky lulat phat 
ngon, khong sir dung mang xa hOi de khai thac, tuyen truyen cac thong tin chua dugc 
kiem chimg, phien dien, mot chieu anh huong den hot dOng cong vv. 

3. Can b0, cong chirc, vien chirc phai tuan thu chuAn mvc d4o dire gia dinh va 
xa hoi, thuan phong my tvc, truyen thong van hoa tot dcp cua dan tiz)c; khong me tin 
di doan va co nhirng hanh vi phan cam khi tham gia le hoi. 

Chuang XIII 

TO CHIC THirC HIEN 

Dieu 49. Trach nhiem than hien 

1. Thu truong cac co quan, don vi thig5c Cvc có trach nhi'01 ph6 bi6n va to 
chirc thuc hien Quy ch6 nay. 
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2. Can b0, cong chirc, nguoi lao dOng cac co quan, don vi thu(ic Cuc Hang 
khong V* Nam; cac to chirc, ca nhan có quan N cong tac voi Cuc có trach nhirn 
thgc hie -1 Quy the nay. 

3. Thu truang cac don vi thuOc Cuc can cir Quy the nay d'e sira d6i, 1)6 sung 
ho4c xay dung mai Quy the lam vi& dm dcm vi minh cho phii hop. 

4. Van phong Cuc theo dOi, don d6c cac co quan, don vi trong vi& thgc hin 
Quy the lam vi& cila Cuc. Kiern tra, so ket, rill kinh nghirri va kip thed sira doi, be) 
sung nhang quy dinh chua pha hop cho hoan chinh Quy the lam vi& cila Cuc. 

Dieu 50. Khen thuikng va liST lulat 

, 1. Co quan, don vi, ca nhan co thanh tich xuAt sac trong vi& thuc hin Quy 
the lam vi& dm Cuc dugc xem xet khen thuetng theo quy dinh dm phap 14t va dm 
Cuc. 

2. Can b0, cong chirc, nguai lao dOng Cuc HKVN vi plwm Quy the lam vi& 
dm Cuc, tuy theo tinh chdt, mirc cho vi pligm se bi xir 1Si theo quy dinh dm phap 1u4t. 

Dieu 51. Sira diii, bto sung Quy the 

Trong qua trinh thgc hie -1, neu có vuang mac, cac co quan, don vi kip en , th 
phat hin va de xuat, bao cao Cuc twang Cuc HKVN (qua Van phong Cuc) de sira 
d6i, b6 sung, hoan thin quy ch6 kip theil

W  
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