BAN CO YEU CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM

CUC CO YEU PANG - CHINH QUYEN Doc 1ap - Tu do - Hanh phiic
S$6:366 [HD-CYDCQ Ha Ngi, ngay02 thang 12 ndam 2025
HUONG DAN

Cong tac bao dam va quan ly sir dung sin phAm mat mai tai cic co quan, to
chirc thudc hé thong t6 chirc dang, chinh quyén

Can ctr Nghi dinh s6 01/NB-CP ngay 01/4/2024 ctia Chinh phu quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Co yéu vé hoat dong mat ma dé
bao vé€ thong tin bi mat nha nudc;

Can ctt Thong tu s6 46/2014/TT-BQP ngay 12/6/2014 cua Bo truong Bo
Quéc phong quy dinh chtrc ning, nhiém vy, quyén han va mbi quan hé cong tac
ctia Cuc Co yéu Pang - Chinh quyén thudc Ban Co yéu Chinh phu;

Can ctr cac Quyét dinh ciia Truéng ban Ban Co yéu Chinh phu ban hanh
Quy dinh quén 1y, st dung san pham mat ma;

Can cit Huéng dan s6 39-HD/BTCTW ngay 08/10/2025 cua Ban To
chtic Trung wong hudng din chtic ning, nhiém vu phong Chuyén d6i sd thudc
cac ban, co quan dang & Trung wong; Phong chuyén ddi sé - Co yéu thudc van
phong tinh ty, thanh Gy va bd phan chuyén trach cong tac chuyén do6i sb va co
yéu tai vin phong dang uy xa, phuong, dic khu;

Pé to chire thyc hién théng nhit, déng bo trong viéc bao dam, quan ly
san pham mat ma tai cac co quan, to chirc thudc Hé thong to chirc Pang, chinh
quyén, Cuc Co yéu Péang - Chinh quyén huéng dan nhu sau:

|. Pham vi, d6i twong ap dung

1. Pham vi 4p dung: Hudng dan nay hudng dan vé viéc dang ky nhu cau
trién khai cic san pham mat ma do nganh Co yéu cung cdp, cong tac quan 1y sir
dung san pham mat ma trién khai tai cac co quan Pang, nha nudc & Trung wong
(gdm: C4c ban, co quan Pang ¢ Trung wong; Vian phong Trung wong Pang; Vin
phong Québc Hoi; Vian phong Chu tich nudc; cac bd, co quan ngang bd, co quan
thudc Chinh phu (trir B6 Quéc phong, Bo Cong an va Bd Ngoai giao); Mt tran to
qudc Viét Nam va cac to chirc chinh tri - x4 hoi; Toa an nhan déan tbi cao; Vién
Kiém sat nhan dan tdi cao; Kiém toan nha nudc); cac tinh ty, thanh ty, Hoi dong



2

nhan dan cac cip; Uy ban nhan dan cac cap; Mit tran t6 qudc Viét Nam va cac to
chtrc chinh tri - x3 hoi cac cap.

2. Bdi twong ap dung: Co yéu Vian phong Trung wong Pang; Co yéu Vién
kiém sat nhan dan tdi cao; Co yéu cdc tinh uy, thanh ty; bo phan phuy trach céng
tac chuyén d6i s6 va co yéu tai vin phong cac van phong dang ty xa, phuong, dic
khu; bo phan phu trach chuyén ddi sd tai cac bo, co quan ngang bd, co quan thudc
Chinh phii, hoi déng nhan dan, uy ban nhan dan, mit tran to quc Viét Nam va
cung céc to chirc chinh tri - xa hoi cac cap.

I1. Nguyén tic chung

1. Tuan tha theo quy dinh ciia Luat Co yéu va cac vin ban quy pham phap
luat lién quan.

2. Bao dam thong nhat, chit ché trong cong tac dang ky, bao dam va quan
ly, st dung cac san pham mat ma.

3. Pam bao nguyén tic viéc t6 chic bao dam, trién khai va quan 1y cac
san pham mat ma do céc t6 chirc co yéu (Cuc Co yéu Pang - Chinh quyén; Phong
Co yéu/Cuc Chuyén doi sd - Co yéu/VPTW: Phong Co yéu/Cuc Thong ké toi
pham va chuyén dbi s6/VKSNDTC; Phong Chuyén ddi sb - Co yéu/Vian phong
cac tinh ay, thanh Gy; bd phan chuyén trach cong tac chuyén doi sé va co yéu x4,
phuong, dac khu chiu trach nhi¢m.

I11. Piing ky nhu ciu bao dam sin pham mat mi

Trén co sd nhu cau trién khai cic san pham mat ma, giai phap bao mat co
yéu, cac co quan, t6 churc thuc hién nhu sau:

1. Déi véi cdc ban, co quan Ping ¢ Trung wong.

a) Phong chuyén doi so thudc vin phong cdc ban, co quan Ding &
Trung wong tham mwu Linh dao vin phong ldp nhu cdu trién khai cdc sin
pham mdt ma, gidi phdp bdo mdt co yéu giri vé Cuc chuyén d6i s6 - Co yéu/Vin
phong Trung wong Pang dé tong hop.

b) Phong Co yéu thuéc Cuc chuyén déi sé - Co yéu/Vin phong Trung
wong Dadng:

- Tong hop nhu ciu cia cac ban, co quan Pang ¢ Trung wong va Vin
phong Trung wong Pang guri vé Cuc Co yéu Pang - Chinh quyén dé bao dam.

- T6 chirc tiép nhéan cac san pham mat ma tai Cuc Co yéu Pang - Chinh quyén.
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- Ban giao, hudng dan st dung san pham mat mi cho céc to chire, ca nhan
lién quan.

- Lap hd so quan 1y theo dung quy dinh d6i véi timg chung loai san pham
mit mi ciia nganh co yéu.

2. Déi v6i Vin phong Quéc Hpi; Vin phong Chii tich nudc; cic bj, co
quan ngang bj, co quan thupc Chinh phii; Mt trdn t6 quoc Viét Nam va cdc to
chie chinh tri - xi héi; Toa dn nhén dan t6i cao;, Kiém todn nha nudc.

Bé phdn phu trach chuyén doi sé thuc Vin phong Quéc Hpi; Vin
phong Chu tich nudc; cdac by, co quan ngang b, co quan thuoc Chinh phu,
MGt trgn t6 quoc Vigt Nam va cdc t6 chike chinh tri - xa héi; Tda &n nhan dan
toi cao, Kiém todn nha nwéc:

a) Lap nhu cau trién khai cac san phdm mat ma, giai phap bao mat co yéu
gti vé Cuc Co yéu Pang - Chinh quyén (sé 60, Nguyén Chi Thanh, Phudng
Lang, TP. Ha Noi).

b) T6 chirc tiép nhan cac san pham mat ma tai Cuc Co yéu Pang - Chinh
quyén; ban giao, hudéng dan sir dung san phdm mat ma cho céac to chtc, c4 nhan
lién quan.

¢) Lap hd so quan 1y theo dung quy dinh ddi voi ting chung loai san
pham mat ma cta nganh co yéu.

3. Poi véi Vien Kiém sdt nhin dén t6i cao.

Phong Co yéu thudc Cuc Théong ké tdi pham va Chuyén doi so tham
muu, thyc hién viéc dang ky nhu cau, t6 chuc trién khai va quan 1y, st dung san
pham mat mé theo quy dinh ctia nganh co yéu.

4. Déi véi cdc tinh iy, thanh iy, Hi dong nhin dén, Uy ban nhin dén
cdc tinh, thanh phé, Mt trn té quéc cdc tinh, thanh phé.

a) Bé phdn chuyén trach vé cong tic chuyén doi sé VA co yéu tai vin
phong ding iy xd, phwong, dic khu tong hop nhu cau trién khai san pham mat
mé, giai phap bao mat co yéu cua Hoi dong nhan dan cép xa, Uy ban nhan dan
cép xd, Mt tran to quéc Viét Nam va cac to chtrc chinh tri - x3 hoi cép Xa trén dia
ban giri vé Van phong tinh/thanh ay dé tong hop; dong thoi theo hé thong giri vé
Hoi dong nhan dan cip tinh, Uy ban nhan dan cap tinh, Mt tran to qudc cing cac
td chire chinh tri - x4 hoi cép tinh dé béo clo.

b) Bé phdn chuyén trach vé chuyén déi sé ciia Hpi dong nhén dan, Uy
ban nhén din, Mt trin té quéc Viét Nam VA Cdc té chikc chinh tri xa héi cdp
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tinh, thanh phé tong hop nhu cau trién khai san phAm mat ma, giai phap bao mat
co yéu ctia Hoi ddng nhan dan cép tinh, Uy ban nhan dan cép tinh, Mit tran to
qudc Viét Nam Vva cic to chtic chinh tri - x3 hoi cip tinh gui vé Van phong
tinh/thanh uy dé tong hop.

c) Phong Chuyén déi sé - Co yéu thugc Vin phong tinh iy, thanh iiy:

- Téng hop nhu cAu cla cua cac x4, phuong, dac khu, Hoi déng nhan dan
cép tinh, Uy ban nhan dan cép tinh, Mt tran to quéc Viét Nam va céc td chic
chinh tri - xd hoi cap tinh, bao cao Lanh dao Vin phong tinh ty, thanh ty giri vé
Cuc Co yéu Pang - Chinh quyén dé bao dam.

- T6 chirc tiép nhan cac san pham mat mi tai Cuc Co yéu Pang - Chinh
quyén; ban giao, huéng dan sir dung san pham mat ma cho cac t6 chuc, ca nhan
lién quan.

- Lap hd so quan 1y theo dung quy dinh d6i véi timg chung loai san pham
mat mi ctia nganh co yéu.

IV. Bio dam san pham mat ma, giii phap biao mat co yéu

1. Cuc Co yéu Pang - Chinh quyén ra soat yéu cau, diéu kién trién khai,
xdy dung mo hinh giai phap dé nghi Ban Co yéu Chinh phu phé duyét, bao dam
san pham mat ma. T6 churc tiép nhan, cai dat chuong trinh phan mém (néu co)

C4c san pham mat ma.

2. Giao nhan san pham mat ma dam bao nguyén tac to6 chic co yéu giao
tryc ti€p cho co quan, t6 churc sir dung san pham mat ma dé giao cho co quan, to
churc, ca nhan truc ti€p st dung thuoc pham vi quan 1y; c6 phi€u xuat kho hoac

bién ban giao nhan dugc xac nhan cia nguoi c6 tham quyén.

a) Cuc Co yéu Pang - Chinh quyén thuc hién ban giao, trién khai, hudng
dan st dung san pham mat mi cho to chic co yéu tai Van phong Trung uong
Pang, Vién Kiém sat nhan dan tdi cao Va cac tinh, thanh ty; ban giao cho bd phan
phu trach chuyén doi s6 thuéc Vin phong Qudc Hoi, Van phong Chu tich nudc,
cac bo, co quan ngang bd, co quan thuéc Chinh phu, Mit tran t6 quoc Viét Nam va
cac to chire chinh tri - x4 hoi, Toa 4n nhan dan tdi cao, Kiém toan nha nudc béng
hinh thtc truc tiép tai Cuc Co yéu Pang - Chinh quyén hodc chuyén phat qua KT1
(461 v6i chung loai thiét bi dugc phép van chuyén qua hinh thire KT1).

b) Cac t6 chitc co yéu tai Vin phong Trung wong Pang, Vién Kiém sat
nhan dan tdi cao va cac tinh, thanh uy; bd phan phu trach chuyén ddi s thuodce
Vin phong Qudc Hoi, Van phong Chu tich nudc, cac bd, co quan ngang bd, co
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quan thudoc Chinh phu, Mat tran t6 quoc Viét Nam va cac to chic chinh tri - X
hoi, Toa an nhan dan t61 cao, Kiém toan nha nudc chiu trach nhi€ém ban giao,

trién khai dén céac co quan, t6 chirc, cd nhan thudc pham vi quan 1y.

V. Quan ly, sir dung san pham mat ma

1. Cuc Co yéu Pang - Chinh quyén chiu trach nhiém trudc Ban Co yéu
Chinh phu vé quan 1y cdc san pham mat ma trién khai tai cic co quan, to chiic
thudc hé théng Pang, chinh quyén.

2. Cuc Chuyén doi s6 - Co yéu/Vin phong Trung wong Pang c6 trach
nhiém quan 1y san pham mat ma trién khai tai cic co quan Pang Trung uong;
thuc hién ché do bao céo dinh ky hoac dot xuét theo dé nghi cua Cuc Co yéu
Pang - Chinh quyén.

3. Bo phan phu trach chuyén ddi s6 thudc Vian phong Qubc Hoi, Vin
phong Chu tich nuédc, cac bd, co quan ngang bd, co quan thugc Chinh phu, Mat
tran to quéc Viét Nam va céc to chtrc chinh trj - x4 hoi, Toa 4n nhan dan tbi cao,
Kiém toan nha nudc co trach nhiém quan 1y san pham mét ma trién khai tai co
quan; thyc hién ché do bao céo dinh ky hoac dot xuét theo dé nghi cua Cuc Co
yéu Pang - Chinh quyén.

4. Cuc Théng ké td61 pham va Chuyén doi sb/Vién Kiém sat nhan dan tdi
cao c6 trach nhiém quan 1y san phadm mat ma trién khai tai nganh Kiém sat; thuc
hién ché d6 bao cdo dinh ky hodc dot xuét theo dé nghi cua Cuc Co yéu Pang -
Chinh quyén.

5. Vian phong cac tinh, thanh ty c6 trach quan 1y san pham mat ma trién
khai tai co quan Pang, Hoi déng nhan dan, ny ban nhan dan, Mit tran to quéc
cling céc to chire chinh tri - x3 hoi cac cp trén dia ban; thuc hién ché d6 béo cao
dinh ky hodc dot xuat theo dé nghi cia Cuc Co yéu DPang - Chinh quyén.

Van phong dang uy xa, phuong, dac khu chiu trach nhiém quan 1y san
phém méat ma trién khai tai co quan Pang, Ho1 déng nhan dan, Uy ban nhan dan,
Mt tran to quéc cung cac to chirc chinh tri - xa hoi cép xa trén dia ban; thuc
hién ché do bao cao dinh ky hodc dot xuat theo yéu cau cua Van phong tinh ay.

6. Trach nhiém cua co quan, t6 chitc, ca nhan sir dung san pham mat ma

a) Ra soat ding dbi tuong sir dung, tong hop diy di nhu cau san pham
mat ma ciia don theo ké hoach nam (thang 4 hang nam c6 thong bao va hudng
dan cu thé) hodc dot xuit.
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b) B tri can bd c6 pham chat chinh tri, trinh d6 chuyén mén phu hop dé

truc tiép quan 1y, khai thac st dung san phAm mét ma.

¢) bap tng diéu kién trién khai san pham mat md, bao dam an toan, an
ninh cho san pham méat ma duoc trién khai

d) T6 chirc quan 1y, str dung san phdm mat ma theo quy dinh.

VI. Hi¢u luc thi hanh

Hudng dan nay khong ap dung ddi voi ching loai san pham mat ma cac
co quan, t6 chiic ¢6 thé dang ky qua cong dich vu cong cia cac co quan thudc
Ban Co yéu Chinh phi.

Hudéng dan nay c6 hiéu luc tir ngdy ky. Trong qua trinh thuc hién c6 khé
khian vuéng miac, dé nghi phan anh kip thoi vé Phong Quén 1y nghiép vu/Cuc
Co yéu Pang - Chinh quyén (dong chi Trin Vin Cuodng, s6 dién thoai
0906.886.389) dé phdi hop xtr 19/

Noi nhdn:

- Lanh dao Ban (dé bao c4o);

- Cuc Chuyén dbi sb - Co yéu/VPTWD;

- Vin phong céc ban, co quan Dang ¢ Trung uong®;

- Cuc Kiém soat thi tuc hanh chinh/VPCP;

- Vu Chuyén dbi s6/VPQH;

- Vu T6 chire - Hanh chinh/VPCTN;

- Vin phong céc tinh ty, thanh ty©®?;

- Cuc Théng ké toi pham va chuyén ddi s6/VKSNDTC;

- Cuc Cong nghé thong tin/Kiém toan nha nudc;

- Trung tAm théng tin va chuyén ddi s6/VPCQ

UBTWMTTQVN;

- Co quan phu trach chuyén d6i s6 cac bd, co quan ngang bd
va co quan truc thudc chinh phu®;

- Co quan phu trach chuyén déi s6 tai HDND, UBND, MTTQ
cac tinh, thanh phé(loz);

- Vu Tong hop/Toa an nhan dén t6i cao;

- Céc phong, trung tdm thudc Cuc®;

- Phong Co yéu/Cuc CDS-CY/VPTWD;

- Phong Co yéu/Cuc TKTP va CDS/VKSNDTC;

- Co yéu céc tinhuy, thanh ty®?;

- Luu: VT, QLNV.TC215. ¢~
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