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MUC LUC

PHAN I: QUAN LY POAN Pl NUGC NGOAI (POAN
RA) VA DON TIEP CAC POAN NUGC NGOAI VAO

TiNH (POAN VAO)
1. HO so, trinh ty, tha tuc cho phép doan ra
1.1. Doan di nudc ngoai vé viéc cong
1.2. Poan di nu6c ngoai vé viéc riéng (kham bénh,
du lich, tham quan, tham than nhan...):
1.3. Trinh tu, tha tuc:

2. Hé sg, trinh tu, thi tuc xin phép doan vao
2.1. H6 sG gém:
2.2. Trinh tu, thd tuc:

PHAN Il: THU TUC CAP HO CHIEU NGOAI GIAO,

HQ CHIEU CONG VU VA CAP CONG HAM PE
NGHI CAP THI THUC

1. Doi tugng dugc cap HO chiéu ngoai giao
(HCNG) va Hé chiéu cong vu (HCCV)
1.1. D6i tugng dudc xét cap hoé chiéu ngoai giao:
1.2. D&i tugng dudc xét cap ho chiéu cong vu:
1.3. H6 sG cép ho chiéu ngoai giao, hd chiéu
cong vu.
1.4. H6 so dé nghi cp cong ham xin thi thuc gém:

2. Trinh tu, tha tuc:

2.1. Trudng hgp ndp hd so tai Co quan Ngoai vu
dia phuadng

2.2. Trudng hgp hé so dugc ndp tryc ti€p tai co
quan cép ho chiéu G trong nudc.




PHAN n: CHUNG NHAN LANH Sy GIAY Td TAI
LIEU clA VIET NAM PE buUGC CONG NHAN VA

sU DUNG o] NUGC NGOAI HOP PHAP HOA LANH
Sy GIAY TG, TAI LIEU CUA NUGC NGOAI PE
PUGC SU DUNG TAI VIET NAM

1. H6 s gém:

2. Trinh tu thuc hién:

2.1. Trudng hgp ndp hod so tai Co quan Ngoai vu
dia phuong

2.2. Trudng hgp hé so dugc nop truc tiép tai Cuc
lanh sy - B6 Ngoai giao

1. Nguyén tac co ban:

1.1. Nguyén tac ton trong 1an nhau:

1.2. Nguyén tac binh dang, khdng phan biét déi x:

1.3. Nguyén tac c6 di ¢ lai:

2. Cach thic t8 chiic dén tiép cac doan khach
quéc té dén tham va lam viéc tai dia phuong:

2.1. Phuong cham don tiép:

2.2. Cach xay dung chuadng trinh dén tiép:

2.3. Cach xap xép xe va chd ngdi trén xe

2.4. Cach sap x&p chd ngoi tiép khach va hoi dam:

2.5. Vi tri ng6i ky két van ban:

2.6. Céach treo cG trong cac hoat dong doi ngoai:

2.7. Céc loai hinh tiéc:

2.8. Cach sap x&p ban tiéc, chd ngdi trong tiéc

chiéu dai:

PHAN IV: LE TAN NGOAI GIAO

3. M6t sé nguyén tac giao ti€p ung xU trong 1é
tan ngoai giao

3.1. Cach chao

3.2 Tu thé chao

3.3. Cach bat tay

3.4. Cach 6m hén

3.5. Cach gidi thiéu va tu gidi thiéu

PHAN V: CONG TAC BAO HO CONG DAN

VA QUAN HE LANH SU

1. Phéi hgp clia dia phuong trong cong tac bao ho
cong dan va phap nhan Viét Nam & nudc ngoai

2. Phéi hgp clia dia phuong trong viéc giai quyét
van dé 1anh su co lién quan dén ca nhan va phap
nhan nudc ngoai tai Viét Nam

MOT SO VAN BAN PHAP QuY

PHU LUC

|. Cac biéu mAau kém theo

[1l. Ban hudng dan dich Quéc hiéu, tén cac cd quan,
dan vi va chuc danh lanh dao, can bd cong chtic
trong hé théng hanh chinh nha nudc sang tiéng
Anh dé giao dich déi ngoai




S nagNeegiaia \7

L3I NOI PAU

toan qudc lan tha XIl vé cong tac doi ngoai

“chll dong va tich cuc hoi nhap qudc té dé
phat trién dat nudc, nang cao vi thé va uy tin cla Viét
Nam trong khu vuc va trén thé giéi”, tinh Phu Tho da
khong ngling md rong quan hé giao luu, ch déng va
tich cuc hdi nhap quéc té, trién khai déng bd cac hoat
déng déi ngoai trén ca ba tru cot: Ngoai giao chinh tri,
Ngoai giao kinh t€, Ngoai giao van héa.

Trong nhiing n&m qua, quan triét siu sac dudng
16i d6i ngoai clia BDang va Nha nudc, tinh Phi Tho da
t6 chic nhiéu hoat déng ddi ngoai cta tinh c6 hiéu
qud, van dung sang tao va phu hgp vdéi tinh hinh thuc
tién, gép phan tich cuc thic ddy su phat trién chung
toan tinh.

Pé dap ting nhiing doi hdi ngay cang cao cla hoat
déng doi ngoai trong tinh hinh méi, céng tac ngoai giao
ndi chung va céng tac ngoai vu dia phudng ndi riéng J
can phai thuc su chd déng, nhay bén, linh hoat va sang
tao; nang tam cong tac ngoai giao I1én Mot budc mdi
trén tat cd cac mat; hoan thién té chiic bé may, xay
dung doi ngli can bd lam doi ngoai c6 nang luc va dac N

ThL_Ic hién muc tiéu Nghi quyét Dai hoi Dai biéu



biét la nang cao nghiép vu déi ngoai.

Tuy nhién, thuc t& cho thdy, chudn muc ngoai giao
bao gébm nhiéu quy tac phtic tap can dudc hé théng
day dd va cap nhat, bé sung thudng xuyén dé Gng
dung lau dai trong cong viéc. Véi y nghia dé, S Ngoai
vu tinh Phu Tho bién soan cuén “Cam nang d6i ngoai
dia phuong” nhdm hé théng hoa, gidi thiéu va hudng
dan céac quy dinh cGa Nha nudc, quy trinh thd tuc vé
cong tac ngoai giao véi nhiing ndi dung nghiép vu doi PHAN |

ngoai ca ban. 5 y " . " 2
Kién thuic 1a vo tan trong dé co kién thiic vé cong tac u“AN I'Y BOAAN BI,NUUG‘ NG“A! (BGAN‘ RR)
VA BON TIEP CAC BOAN NUUC NGOAI

déi ngoai, ching téi hy vong cudn “C&m nang déi ngoai
dia phuong” nay sé la cdm nang nhd gitp cho nhiing i i i f
ngudi lam céng tac déi ngoai x{ ly cac tinh hudng déi VAO TINH (DOAN VAO).
ngoai cu thé va dap ting mét phan nang cao nghiép vu
cong tac doi ngoai.

Thuc té ludn ludn van dong va phat trién, hon niia
day la lan xuat ban dau tién, do vay tai liéu nay kho
tranh khoi nhiing han ché, khiém khuyét. Chung t6i rat
mong nhan dudc su gép y cla doc gia dé cé thé hoan
thién han trong cac lan tai ban sau.

BAN BIEN TAP




S& ngoai vu tinh Phi Tho

<1.1. Poan di nuéc ngoai vé viéc céng

Hb so gém:

- Van béan clia don vi cé can bd, cong chtic, vién
chuc, dang vién di nuéc ngoai, ndi dung van ban néu ro:

+ Ho tén, ngay sinh, chuic danh, dcn vi, loai, ma
ngach, bac clia ngudi dudc cl di nudc ngoai.

+ Muc dich chuyén di.

+ Nudc dén va thoi gian luu tri 8 nudc ngoai.

+ Kinh phi cho chuyén di: néu rd kinh phi ti nguén
nao; trudng hop do té chuic, ca nhan trong nudc hodc
nudéc ngoai dai tho thi phai cé van ban sao dinh keém.

- Céng van hoac Thu mai cla doi tac (néu co); néu
van ban bang ti€éng nudc ngoai phai dugc dich thuat ra
tiéng Viét Nam.

- Doi véi cac doan di cong tac cé nhiéu ngudi tham
gia tU nhiéu cc quan, dan vi khac nhau thi co quan dugc
giao chd tri ndi dung chuyén cong tac cé trach nhiém
t6ng hop, hoan thién hé so trinh duyét theo quy dinh.

* P6i voi dbi tugng thude dién Ban thudng vu Tinh
dy quan ly phai cé van ban dong y clia Thudng truc
Tinh Qy.

* POi v6i dang vién khong thubc dién Ban thudng
vu Tinh Gy quan ly phai c6 van ban déng y ctia cap GOy
dang quan ly.

* D6i véi doi tugng cong tac (hoc tap) dai han & nudc
ngoai (tU 03 thang trd 1én) phai c6 thu mdi, chuong
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trinh, k& hoach hoéc cac van ban khac lién quan (néu
thu moi hoac cac van ban khac dugc viét bang ngon
ngl nudc ngoai thi phai kém theo ban dich tiéng Viét
cong chuing) va van ban dong y clia SG NGi vu.

1.2. Poan di nudc ngoai vé viéc riéng (khdm bénh, du
lich, tham quan, tham thdn nhan...):

Ho so gom:

- Van ban cuta dan vi xin phép cho can bd, céng
chc, vién chic, dang vién di nuéc ngoai, néi dung van
ban néu ro:

+ Ho tén, ngay sinh, chiic danh, ddn vi, loai, ma
ngach, bac clia ngudi dugc cl di nudc ngoai.

+ Muc dich chuyén di.

+ Nuéc dén va thdi gian luu trd & nuéc ngoai.

+ Kinh phi cho chuyén di: néu r6 kinh phi ti nguén
nao; trudng hop do té chic, ca nhan trong nuéc hoac
nudéc ngoai dai tho thi phai cé van ban sao dinh keém.

- Bon xin nghi phép ra nudc ngoai cla can b,
cong chtic, vién chtic, dang vién da dugc chi Qy, cap Gy
dang nai sinh hoat va thi trudng co quan ngi cong tac
xac nhan truc tiép hoac déng y bang van ban.

* D6i vai doi tugng thudc dién Ban thudng vu Tinh Gy
quan ly phai cé van ban déng y clia Thudng truc Tinh Qy.

< 1.3.Trinh tu, tha tuc:

- Bon vi ¢l can b di nudc ngoai ndp truc tiép ho so
(02 bo) tai Bo phan mot clia cia SG Ngoai vu.



S& ngoai vu tinh Phi Tho

- Thai gian giai quyét (07 ngay lam viéc):

* Trong thai han 03 ngay lam viéc ké tii khi nhan di
hé so hop 1&, SG Ngoai vu thuc hién thdm dinh, trinh
Cha tich UBND tinh quyét dinh.

* Trong thGi han 04 ngay lam viéc ké tu khi nhan
dudc ho6 so cla SG Ngoai vu, Chi tich UBND tinh:

+ Ban hanh quyét dinh cho phép, hoac khéng cho
phép ra nudc ngoai vé viéc cong.

+ Ban hanh Coéng van hanh chinh cho phép, hoac
khong cho phép ra nudc ngoai vé viéc riéng.

2.1.Hé so gom:

- Van ban dé nghi xin phép doan vao, néu ro:

+ Muc dich lam viéc: Co quan tiép va lam viéc véi
doan trinh bay ndi dung lam viéc cu thé, kém chuong
trinh, ké hoach lam viéc (néu chuang trinh, k€ hoach
dudc viét bang ngdn ngl nudc ngoai thi phai kém theo
ban dich Tiéng Viét).

+ Thanh phan lam viéc, danh sach cu thé ghi rd cac
thong tin: Ho va tén, gidi tinh, ngay thang nam sinh,
quac tich, s6 ho chiéu, chic vu/ nghé nghiép, tén co
quan/ té chtic dang lam viéc cua tling thanh vién trong
doan (Photo hé chiéu kém theo).

+ Thdi gian lam viéc: ngay dén, ngay di

+ Dia diém lam viéc (ghi rd xa/phudng, huyén,
thanh, thi) va ngi tam tri clia doan trong thai gian tham,
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lam viéc & tinh.

* P6i v6i khach nudc ngoai nhiéu lan dén tinh lam
viéc theo cac chuang trinh, du an vién trg, co quan, t6
chtic c6 thé gui van ban xin phép cho ngudi nuéc ngoai
thudng xuyén dén lam viéc tai tinh trong thdi gian khéng
qua 06 thang. Bong thai c6 van ban bao cao véi UBND
tinh, S& Ngoai vy, Cong an tinh va cac cd quan lién quan
vé ké hoach, ndi dung lam viéc cla ngudi nuéc ngoai
tru6c mabi l1an dén cong tac 05 ngay lam viéc.

< 2.2, Trinh tu, tha tuc:

- Cd quan, don vi tiép va lam viéc vGi cac doan
khach quéc té guli cong van truc tiép hodc qua dudng
buu chinh dén S& Ngoai vu trudc khi khach dén céng
tac tu 07 ngay lam viéc.

* Trong thdi han 03 ngay lam viéc ké tii ngay nhan
d hd so hgp 1&, Sé Ngoai vu tham dinh hd so trinh Chi
tichn UBND tinh quyét dinh.

* Trong thdi han 04 ngay lam viéc ké tii ngay nhan
dugdc TG trinh cla S& Ngoai vy, Chl tich UBND tinh
xem xét ban hanh Van ban cho phép hoac khéng cho
phép doan vao tham va lam viéc vdi tinh.



PHAN II

THU TUC CAP HO cmft; NGOAI GIAO, HO
CHIEU CONG VU VA CAP CONG HAM DE

NGHI CAP THI THUC




1.1. Déi tuong duoc xét cdp hé chiéu ngoai giao:

- Bi thu, Phé Bi thu Tinh Gy, Thanh Gy céc tinh,
thanh phé tryc thudc Trung uong;

- Cha tich, Phé Chu tich H6i dong nhan dan tinh,
thanh phé truc thudc Trung uaong;

- Cha tich, Phé Cha tich Uy ban nhan dan finh,
thanh phé tryc thudc Trung uong;

- Dai biéu Quéc hoi;

- S§ quan c6 cdp ham tu Thiéu tuéng, Chuan do6
déc Hai quan tr l1én dang phuc vu trong Quan doi
nhan dan va Cong an nhan dan;

- Trong trudng hgp can thiét, can cl vao yéu cau
d6i ngoai hoac 1€ tan nha nudc va tinh chat chuyén di
cong tac, B trudng B Ngoai giao thuc hién viéc cap
ho chiéu ngoai giao theo chi dao cla Thi tuéng Chinh
phl hoadc xét quyét dinh cap hd chi€éu ngoai giao theo
dé nghi clia co quan cé thdm quyén cla Viét Nam theo
quy dinh clia phap luat.

1.2. Déi tuong du'oc xét cdp hé chiéu céng vu:

* Can bo, cong chic, vién chiic quan ly, hudng
luong tl ngan sach nha nudéc hoac dugc bdo dam tu
quy luang cla daon vi su nghiép céng lap theo quy dinh
clia phap luat, dang lam viéc tai ca quan, t& chtic, don
vi dudi day:
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- Tinh Gy, Thanh Oy thudc Trung uong; Huyén Qy,
Quan Uy, Thi Gy, Thanh Oy thudc tinh;

- Toda an nhan dan cap tinh, cap huyén;

- Vién Kiém sat nhan dan cép tinh, cap huyén;

- Van phong Poan dai biéu Quéc hoi;

- H6i dong nhan dan cép tinh, cap huyén;

- Uy ban nhan dan cép tinh, cdp huyén;

- Trong cac cd quan, dén vi Quan ddi nhan dan va
Cobng an nhén dan;

- Trong cac c¢G quan cla Uy ban Mat tran Té quéc
Viét Nam cép tinh, cap huyén;

- Lién doan lao dong cép tinh va Lién doan lao dong
cap huyén;

- H6i N6ng dan Viét Nam cap tinh, cap huyén;

- Doan Thanh nién Céng san H6 Chi Minh c&p tinh,
cép huyén;

- Hoi Lién hiép phu n{ Viét Nam cép cép tinh, cap
huyén;

- H6i Cuu chién binh Viét Nam c8p céap tinh, cap
huyén;

- Ngudi dugdc cdp cé thdm quyén clia Pang, Nha
nudc luan chuyén sang giti chtic vu chii chét tai cac hoi
ma van xac dinh l1a céng chtic;

- Can bd, cong chtic & xa, phudng, thj tran;

* Cong chtc, vién chuic quan ly clia don vi su nghiép
cong lap:

- Ngudi ding dau, cdp phé clia ngudi ding dau
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cla don vi sy nghiép cong lap; ngudi gili chic vu cap
tridng, cdp pho t6 chiic cdu thanh don vi su nghiép
cong lap thudc tinh Qy, thanh dy; Uy ban nhan dan cép
tinh; Uy ban Mat tran T8 quéc Viét Nam va té chic
chinh tri - xa héi cap tinh;

- Ngugi ding dau don vi su nghiép cong thudc
huyén Qy, quan ay, thi dy, thanh Gy thudc tinh Gy; co
quan chuyén moén thudc Uy ban nhan dan cép tinh, Oy
ban nhan dan cap huyén;

- Ngudi gil cac vi tri viéc 1am gan véi nhiém vu quan
ly nha nudc trong don vi su nghiép cbng lap dugc giao
thuc hién nhiém vu quan ly nha nuéc;

- STquan, quan nhan chuyén nghiép trong Quan doi
nhan dan va Céng an nhan dan;

- Trong trudng hgp can thiét, can cl vao yéu cau
va tinh chét cla chuyén di, Bo trudng Bo Ngoai giao
thuc hién viéc cap ho chiéu cong vu theo chi dao cla
Tha tudng Chinh phl ho&c xét quyét dinh cap ho chiéu
coéng vu theo dé nghi clia co quan cé thdm quyén cla
Viét Nam cho nhiing ngudi khong thuéc dién dudc cap
ho chiéu cong vu theo quy dinh clia phap luat.

1.3. H6 so cdp hé chiéu ngoai giao, hé chiéu céng vu.

- 01 ban chinh Quyét dinh c di céng tac nudc
ngoai clia cap c6 thdm quyén theo quy dinh. (theo mau
03/2016/XNC ban hanh keém theo Théng tu 03/2016/
TT-BNG).

- To khai dé nghi cap hé chiéu ngoai giao, hd chiéu
cong vu, cdéng ham xin thi thuc theo mau 01/2016/XNC
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(Thong tu 03/2016/TT-BNG).

- 03 &nh giéng nhau, c3 4 x 6 cm, chup trén nén
mau trdng, mat nhin thang, dau dé trn, khong deo
kinh mau, mac thudng phuc, chup khong quéa 01 nam,
trong dé 01 anh dan vao Td khai va 02 anh dinh kém.

- 01 ban chup Gidy chiing minh nhan dan hoac Thé
can cudc cong dan hoac gidy chiing minh cla cac luc
lugng v trang (d6i véi luc lugng vi trang) va xudt trinh
b&n chinh dé déi chigu.

- HO chiéu ngoai giao hodc ho chiéu céng vu hét gia
tri dugc cap trong vong 08 nam (néu cd). Trong trudng
hgp méat hé chiéu thi ndp 01 ban chinh van ban théng
bao viéc méat hd chi€u (theo mau 06/2016/XNC ban
hanh kém theo Théng tu 03/2016/TT-BNG).

- Ban chup Gidy mdi cla phia nudc ngoai dé lam
Cong ham xin thi thuc (néu cd).

1.4. Hé so dé nghi cdp cdng ham xin thi thuc gém:

- T khai dé nghi cdp ho chiéu ngoai giao, hé chiéu
cong vu, cdng ham xin thi thuc theo mau 01/2016/XNC
(Théng tu 03/2016/TT-BNG).

- H® chiéu con gia tri trén 06 thang ké ti ngay du
ki€én xuat canh.

- 01 ban chinh Quyét dinh ci di céng tac nudc
ngoai clia cap c6 thdm quyén theo quy dinh. (theo mau
03/2016/XNC ban hanh kém theo Théng tu 03/2016/
TT-BNG).

- 01 ban chup thu mai.



RAAAY

2.1. Truéng hop nép hé so tai Co quan Ngoai vu
dia phuong.

- Tiép nhan ho sa:

Co quan ngoai vu dia phuong ti€p nhan, kiém tra
ho sa:

+ Néu ho so chua day dd va chua dang qui dinh,
Cd quan ngoai vu dia phuong yéu cau bé sung, hoan
thién ho so.

+ Néu ho sc day dd, hgp 1é Co quan ngoai vu dia
phuong ghi phiéu bién nhan (theo mau 07/2016/XNC
Thong tu 03/2016/TT-BNG) trong d6 néu rd ngay tra
két qua.

- XU ly hé so:

Trong thdi gian s6m nhat va khong qua 02 ngay lam
viéc ké tu ngay nhan du hé sc hop 1&, Ca quan ngoai
vu dia phuong chuyén hé sa cho cho Co quan cédp hd
chiéu & trong nudc. Doi véi dé nghi cap hé chi€u ngoai
giao, ho chiéu cong vy, Ca quan cép ho chiéu & trong
nudc gidi quyét trong thdi han khéng qua 03 ngay lam
viéc ké tii ngay nhan di hd so hgp 1&; déi véi dé nghi
gia han, stia déi, bd sung ho chiéu hodc cdp cong ham
thi Co quan cép hé chiéu & trong nudc giai quyét trong
thdi han khéng qua 02 ngay lam viéc ké ti ngay nhan
dd hé sc hop 16.

- Tra két qua

+ Dé&n hen, ngudi nhan dem phiéu hen dén Ca quan
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ngoai vu dia phudng nhan két qua.

+ Thdi gian nhan ho sg, tra két qua: theo giG hanh
chinh, ti thi 2 dén thd 6 hang tuan tri ngay 18, Tét,
ngay nghi.

2.2. Trudng hop hé so duoc nép truc tiép tai co quan cdp
hé chiéu & trong nuéc.

Trudng hgp hdé sc dudc nop truc ti€p tai co quan
cap ho chiéu: D6i véi dé nghi cap ho chiéu ngoai giao,
ho chiéu céng vu, Ca quan cép hd chiéu & trong nudc
giai quyét trong thai han khéng qua 05 ngay lam viéc
ké tU ngay nhan dd hé sa hop 1&; déi véi dé nghi gia
han, stia déi, b6 sung ho chiu hodc cdp cong ham thi
Co quan cap ho chiéu & trong nudc gidi quyét trong thdi
han khéng quéa 02 ngay lam viéc ké tii ngay nhan dd
hé sa hap lé.



PHAN IlI

CHUNG NHAN LANH SU GIAY Td, TAI LIEU
CUA VIET NAM BE BUGC CONG NHAN VA SU
DUNG 0 NUGC NGOAI; HOP PHAP HOA LANH

SU GIAY T0, TAI LIEU CUA NUGC NGOAI BE
BUTC SU DUNG TAI VIET NAM.




S&ngogi vu tinh Pht Tho

- 01 T& khai ching nhan/hgp phap hoa lanh su theo
m&u s6 LS/HPH-2012/TK (C6 thé in tif Céng thong tin
dién t vé Coéng tac lanh su - BO Ngoai giao: http://
lanhsuvietnam.gov.vn/).

- Céc giay t0, tai liéu dé nghi hgp phap hoa lanh su
(da dugc co quan dai dién ngoai giao hoac co quan
khac dugc Oy quyén thuc hién chiic nang lanh sy clia
nudc ngoai chiing nhan) hoic cac Giay tg, tai lieu dé
nghi chiing nhén lanh su.

- 01 ban dich gidy td, tai liéu dé nghi hgp phap hoa
lanh sy sang tiéng Viét hoac ti€éng Anh (néu gidy t0, tai
liéu dé khong dudc lap bang céac thi tiéng nay). Ban
dich khong phai ching thuc. Ngudi ndp ho so phai chiu
trach nhiém vé tinh chinh xac cta ban dich.

- 01 ban photo gidy t0, tai liéu dé nghi chiing nhan
Ianh su hoac hgp phap héa lanh su.

- D6i vGi trudng hgp ndp ho sa truc tiép: Xuat trinh chiing
minh nhan dan, ho chiéu hoac gidy G co gia tri thay thé; doi
vGi trudng hgp ndp ho sa qua dudng buu dién ndp kem 01
ban chup chiing minh nhan dan, hod chiéu hoic gidy tG co
gia tri thay thé (Gidy t6 nay khéng can phai chiing thuc).

- 01 phong bi ¢ ghi rd dia chi ngudi nhan (néu ho
SO gUi qua dudng buu dién va yéu cau tra két qua qua
dudng buu dién).

* Trudng hgp can kiém tra tinh xac thuc cla gidy to,
tai liéu dé nghi dudc chiing nhan lanh sy, hgp phap héa
lanh su can bd tiép nhan hé so ¢6 thé yéu cau ngudi dé
nghi chiing nhan Ianh sy xuét trinh bé sung ban chinh
gidy tg, tai liéu cé lién quan va nép 01 ban chup gidy
tg, tai liéu nay.

2.1. Trudng hop nép hé so tai Co quan Ngoai vu
¢ dia phuong.

Cd quan ngoai vu dia phudng ti€p nhan, kiém tra
ho sa:

H6 so day du, hgp 1é Ca quan ngoai vu dia phudng
ghi phi€u bién nhan trong dé néu rd ngay tra két qua.

- XG Iy hé so:

Trong thdi gian 02 ngay ké tii ngay nhan dd hé so
hop 1€, Co quan ngoai vu dia phudng chuyén hé sc cho
Cuc Lanh sy - Bé Ngoai giao. Cuc Lanh su tra két qua
trong thdi han 01 ngay lam viéc ké ti ngay nhan dd
hé sG hgp 1& (Trudng hop hd sa ¢o s6 lugng tir 10 gidy
t0, tai liéu trd 1&n thi thai han giai quyét cé thé dai hon
nhung khéng qué 07 ngay lam viéc).

- Tra két qua

Dén hen, ngudi nhan dem phiéu hen dén Ca quan
ngoai vu dia phudng nhan két qua.

+ Thdi gian nhan hé so, tra két qua: theo gid hanh
chinh, ti thi 2 dén thd 6 hang tuan tri ngay 18, Tét,
ngay nghi.

52.2. Trudng hop hé so duoc nép truc tiép tai Cuc ldnh su
- B6 Ngoai giao.

Cuc Lanh su tiép nhan, kiém tra hé so:

H6 so day dd, hgp 1é Cuc Lanh sy ti€p nhan va ghi



S& ngoaivu tinh Phi Tho

phiéu bién nhan ho so trong dé néu rd ngay tra két qua.

- XU ly hé so:

Cuc Lanh su tra két qua trong thdi han 01 ngay lam
viéc ké tii ngay nhan di hd so hgp 1& (Trudng hop hd
SO ¢6 sO lugng ti 10 gidy to, tai liéu trd I1én thi thai han
gidi quyét c6 thé dai hon nhung khéng qua 05 ngay

lam viéc).

* Trudng hgp can kiém tra tinh xac thuc clia con
dau, chi ky, chic danh trén gidy to, tai liéu dé nghi PHAN IV
dudc chiing nhan Ianh su thi ngay sau khi nhan hé sa,

Bo Ngoai giao c6 van ban dé nghi co quan, t6 chiic c6 E T

thdm quyén lap, cong chiing, chiing thuc, chiing nhan LE TAN NGOAI GIAO
gidy t&, tai lieu d6 ho&c cd quan, té chiic cap trén xac
minh. Trong thdi han 05 ngay lam viéc ké tii ngay nhan
dugc dé nghi, co quan, t8 chiic cé trach nhiém tra 15
bang van ban cho Bo Ngoai giao. Ngay sau khi nhan
dudgc tra 16i, B Ngoai giao giai quyét va thong bao két
qué cho ngudi dé nghi chiing nhan lanh su.

* Truong hgp chi ky, con ddu va chtic danh cla co
quan va ngudi c6 thdm quyén cla nudc ngoai (co quan
dai dién ngoai giao, cd quan lanh sy hodc co quan khac
dudc Gy quyén) trong hd s dé nghi dudc hgp phap héa
lanh su chua dugdc chinh thic théng bao hoic can kiém
tra tinh xac thuc, Bé Ngoai giao dé nghi cd quan dai
dién nay xac minh. Ngay sau khi nhan dugc két qua
xac minh, B6 Ngoai giao giai quyét ho so va tra két qua
cho duang su.
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< 1.1. Nguyén tdc tén trong lan nhau:

Nguyén tAc nay dugc hiéu 1a su ton trong nhiing
gi la biéu trung cho doc lap, chil quyén qudc gia cla
nhau, ton trong nhiing dai dién qudc gia clia nhau, tén
trong phong tuc tap quan clia nhau.

Nhiing biéu tugng quéc gia gém co:

- Quéc hiéu: tén goi chinh thiic clia mot nudc;

- Quéc ky: ¢0 tugng trung clia mot nudc;

- Quadc ca (nhac va 18i): bai hat chinh thic clia mét
nudc, dugc hat trong céc dip trong dai;

- Quéc thiéu: nhac cla qudc ca;

- Quéc huy: huy hiéu tugng trung cho mot nudc.

Cac biéu tuong quéc gia mang tinh chat thiéng
liéng, la vat tugng trung cho chl quyén quéc gia, tu hao
dan toc, can dudc xU ly hét suic tran trong va chu dao.

21.2. Nguyén tdc binh ddang, khéng phan biét déi xur:

Pay la mét nguyén tic réat co ban cla luat phap
qudc té. Trong |& tan ngoai giao, méi quéc gia khi thuc
hién cac nghi thiic, thd tuc 1€ tan va cac uu dai danh
cho khach quéc té ti cac nuée khac nhau khong co su
khac biét. DU la nudc 16n hay nudc nhd, nudc co vai
trd quan trong hay it quan trong trong quan hé quoc té
déu binh déng va dugc tén trong nhu nhau & mbi nuée
khi thuc hién cac nghi I& ngoai giao.
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1.3. Nguyén tdc c6 di c6 lai:

Nguyén tac nay la hé qua l6-gich cla hai nguyén
tac trén, ham y rang khi mét bén doi xi nhu thé nao thi
bén kia c6 quyén dap lai nhu vay. Nguyén tac nay dudc
ap dung trong nhiing truéng hgp muc dé hudng céac
quyén uu dai, mién tri ngoai giao réng hay hep.

2. Cach thic té chiic don tiép cac doan khach quoc te}‘

dén tham va lam viéc tai dia phuong:

Pé don tiép cac doan khach qudc t& mét cach trong
thi, chu déo, co quan ch( tri don tiép can xay dung ké
hoach, chuang trinh, kich ban chi tiét ti khi don khach
dén khi tién khach trinh cac cdp c6 thdm quyén phé
duyét. N6i dung clia ké hoach, chudng trinh, kich ban
don tiép phai can tap trung vao moét s6 diém sau day:
2.1. Phuong chém don tiép:

Trong dén ti€p khach néi chung, khach nuéc ngoai
noi riéng, can dap ting mot s6 yéu cau sau:

- Lich thiép, trong thi, chu dao va céi mé;

- Trung thuc, thdng than;

- Tao long tin, gil 16i hua;

- Bam bao thdi gian va chuong trinh lam viéc.

- Né&u c6 su thay déi vé noi dung, thdi gian don tiép
can théng bao sém cho phién dich hoac can bo giao
dich clia phia ban va théng nhat cu thé.

- Dé ra muc tiéu cong viéc cu thé clia budi tiép va
lam viéc vGi doan khach nudc ngoai. BDong thdi gidi
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thiéu, quang ba hinh anh, nét dep van hoa cua Viét
Nam néi chung va cua tinh Phd Tho noi riéng déi véi
khach nudc ngoai dén lam viéc tai tinh théng qua viéc
cu xU, lya chon trang phuc hay qua tang.

2.2, Cdch xdy dung chuong trinh don tiép:

Khi dugc tin c6 doan khach quéc té dén tham va
lam viéc tai dia phuong, don vi ch( tri ti€p don can lam
t6t cac cong tac chuén bi sau:

- Can ndm rd vé tiéu su, dac diém cla khach, yéu
cau muc dich chuyén di, tinh hinh déi noi, déi ngoai clia
nuéc ma ho dai dién, tinh hinh quan hé gita nuGc ho
V@i ta, nhiing yéu cau can chu y trong giao ti€p, nguyén
vong cua ho khi vé dia phuang.

- Xay dung K& hoach va chuadng trinh don tiép chi
tiét, trong dé chu y lam ré muc dich, yéu cau, ndi dung
trao ddi. L&én danh sach khach mai lam viéc va du cac
blia tiéc chiéu dai; phan céng nhiém vu phu trach cu
thé cho tiing can bo.

- Xay dung kich ban cho tling su kién/hoat dong:
Thanh phan dén doan, dia diém dén (san bay, bén
cang, dia gi6i); trang tri (c6 c&, khdu hiéu khéng? noi
dung thé nao) bé tri & dau, di dudng nao cho an toan
va dep mét, dua vé dau trude, & dé co ai, lam gi; an, &;
phuadng tién di lai, x€p xe, doi hinh xe; hoa, qua tang,
thai gian va dia diém tang, ngudi ting hoa, ngusi nhan
hoa; phuadng tién ti€p dén, sap xép xe, chuan bi phién
dich.. Cac cd quan don thudng ¢l ngudi thap hon mét,
hai cdp ra san bay don khach. Ngudi cung céap dén &
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tru s@, nha khach/khach san cla dia phuong ti€p dén.

- Phéi hgp véi cac don vi lién quan t6 chiic cong
tac don ti€p, phan céng cho tiing bd phan phu trach
cac ndi dung khac nhau dua trén dé an da dugc Lanh
dao duyét.

- Lién hé v6i Poan dé xac dinh ngay, gid khach dén
va thong bao cho cac daon vi va ca nhan cé lién quan &
dia phuong chuén bi dén khach.

- Lién hé trudc véi cac co quan chiic nang & san
bay, ga tau (Cang vu Hang khong, Céng an clia khau,
Hai quan..) dé giup d& giai quyét cac thi tuc xuét
nhap canh, hé chiéu, hanh ly nhanh chéng thuan Igi
cho khéach.

2.3. Cdch xdp xép xe va ché ngéi trén xe

Cach sap xép chd ngdi trong 6 t6 khi di don hoac
di chuyén doan khach dudc thuc hién theo nguyén tac
sau (nhin theo hudng nhin cla ngudi ngdi trong xe):

- Khach chinh/ngudi c6 chtic vu cao nhat: ngbi vao
chdé ngbi danh du bén phai ghé sau xe (chéch véi ghé
lai xe). Néu treo cG thi ¢ cla nudc khach treo bén
phai, cG nudc chl nha treo bén trai.

- Vi tri cGia chll nha la 3 sau ghé lai xe.

- Néu cé 3 ngudi cung ngdi chung ghé phia sau lai
xe thi ché gilia dudc coi la chd c6 tam quan trong thu
ba sau hai vij tri néu trén.

- Bao vé, phién dich hay can bo thap tung ngbi ghé
phia trudc, ngang hang vdi lai xe. Néu yéu cau phai co
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phién dich di cung thi ngugi bao vé sé di xe trudc.

- Néu xe 6t6 c6 ghé phu (ghé géap), thi xép ngudi thi
ba ngbi ghé phu, khong nén xép ba ngudi cung ngdi
ghé sau va6i khach chinh va chl nha.

- Néu trong doan khach c6 phu nhan/phu quéan cda
khach chinh di cung thi chl nha va khach chinh sé 1én
xe dau/sau xe bdo vé, xe ti€p theo sé la xe clia phu
nhan/phu quén khach chinh. Trudng hgp néu khach
chinh yéu cau dugc ngbi cung xe thi vi tri cia khach
chinh va phu nhan/phu quan la vi tri thi nhat va thi ba.

* Luu y:

- Ngudi lai xe bao gid cling phai dd xe phia ngudi
khach chinh ngéi, truéc clia nha khach, cla ga... dé
khach xuéng xe la truc dién vsi chd nha dén khéach va
la ngudi bat tay chd nha trudc tién.

- Ngudi thap tung khong bao giG xuéng xe trudc
khéach, trii ngudi phién dich hoac lai xe, bao vé phai
nhanh chéng xuéng xe dé mé clia cho khach.

- B6i v6i khach quy, thudng bé tri ngudi diing tai chd
dé md clia xe va déng clia xe cho khach.

- Khach chinh ¢ phu nhan di cuing, cé thé xép phu
nhan ngéi bén phai va khi xe dé, phu nhan xuéng trudc
chéng va bat tay chli nha trudc tién.

- S0 d6 chd ngdi trong xe 6 t6 (nhin theo hudng clia
ngudi ngdi trong xe):

+ Trudng hgp 3 ngudi:
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Vi tri 3.

Bao vé/Phién dich
Vitri 1.
Khach chinh

+ Trudng hgp 4 ngudi: (xép 3 ngudi cung ngdi ghé
sau, tuy nhién nén han ché trudng hgp nay)

Vi tri 13i xe

Vi tri 1ai xe Vi tri 4. Phién dich
Vi tri 3. o
Vitri2. | Khéch (6 cip bac thip Kh;’éﬁrL;}nh
Chanha | hon khach chinh hoac phu
nhan/ phu quan)

2.4. Cdch sdp xép ché ngéi tiép khdch va héi dam:

- Ch, khach ng6i déi dién nhau (cht ngoi bén phai,
khach ngbi bén trai) theo hudng nhin ti ngoai vao,
phién dich ngdi sau hoac bén canh trudng doan.

@ =1 =

K1 C Giai thich ky hiéu:
- CC: Chu chinh
(Trudng doan)

k2 c Khéch chinh
(Trudng doan)

K3 C

Ctra ra vao |
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Luu y: Cha chinh thudng la Bi thu/ Pho Bi thu tinh,
Chu tich/ Pho Chu tich UBND tinh, lanh dao céac sg,
nganh, doan thé... trong tinh. So dé nhu sau:

* Luu y: Trudng hgp ngdi ban tron thi phai bo tri
phién dich ngai gitia khach chinh va phu nhan chi nha,
gitta chd chinh va phu nhan khach tham.

2.4.2. Cdch sdp xép ch6 ngoi héi dam:

- Pa phan cac qudc gia xép chd ngdi hdi dam theo
ban dai hodc ban 6 van; méi doan ngdi mét bén, trudng
doan ngbi gitia, phién dich ngbi bén trai cla trudng
doan (vi tri ctia phién dich khéng dugc coi la thanh vién
clia doan); céac vi tri ti€p theo xép theo thi tu ngoi thir
tU phdi sang trai. So dé nhu sau:

K7 K5 K3 Ki KC PDK K2 K4 K6

* * * * * * * * *
Cd khéach
* * * * * * * * *

C6 C4 C2 PDC CC C1 C3 C5 C7
$2.5. Vi tri ngéi ky két van ban:

Vi tri ngoi ky két van ban gilia hai dai dién, ba dai
dién tré Ién dudc sap xép khac nhau, cu thé nhu sau:
2.5.1 Hai dai dién ky:

Sd db nhu sau (nhin ti phia dudi 1én):
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Khach Chi

* Luu y: Phong treo tai I ky két song phuong dugc
quy dinh nhu sau:

- Quéc ky Viét Nam va chi tiéng Viét & phia bén
phai, Quéc ky nudc ngoai va tiéng nudc ngoai & phia
bén trai, hoac;

- In tiéng Viét & trén, tiéng nudc ngoai & dudi.

2.5.2. Ba dai dién tré lén ky két vdin ban:

Sa dé nhu sau (nhin ti dudi lén):

Chu
nha

2.6. Cdch treo co' trong cdc hoat déng déi ngoai:

2.6.1. Treo Quéc ky hai nuéc:

Néu treo Qudc ky hai nudc thi Quéc ky nuée chi
nha treo bén phai, Quéc ky nudc ngoai treo bén trai
(theo hudng nhin ti ngoai vao), theo so do sau:

co
Kch *
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C6 hai cach théng thudng:

- Cach 1: Treo Quéc ky thi tu ti trai sang phai (theo
hudng nhin ti ngoai vao) theo chii dau tén nudc tiéng
Anh. Bay la cach theo quy dinh ciia ASEAN, dugc ap
dung & nhiéu hoi nghi quéc té. Mot sé nudc xép theo
chii céi tén nuéc chd nha. So dé nhu sau (theo hudng
nhin tU ngoai vao):

- Céach 2: Treo Quéc ky nuéc chl nha & gida, tiép
theo thi tu bén trai roi dén bén phai theo chii cai tén
nudc ti€ng Anh/tiéng chld nha. So dbé nhu sau (theo
hudng nhin tU ngoai vao):
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- Tranh treo nham Quéc ky

- Tranh treo ngudc Quéc ky

- Khi treo Quéc ky Viét Nam nén chu y treo dau ngoi
sao lén trén, néu khong sé treo ngudc Quéc ky (dau
ngdi sao nam canh 16n xudng dudi).

Treo dung Treo sai

2.7. Cdc loai hinh tiéc:

Tiéc chiéu dai la mét loai hinh hoat déng ngoai giao
quan trong va phé bién. Tiéc ngoai giao khéng nhiing
mang tinh chat chinh tri ma con thé hién tinh van hoa.
T4 chiic mét biia tiéc chién dai khach 1a mot dip dé bay
td su trong thi, mén khach nham tang cudng méi quan
hé va gidi thiéu van hoa &m thuc dén khach. Mot s6
loai hinh tiéc hay dugc t8 chc tai dia phuong nhu Tiéc
chiéu dai, tiéc trua, tiéc t6i, tiéc buyp-phé. Ngoai ra con
co Tiéc tiép khach, Tiéc lam viéc, Tiéc rugu, Tiéc tra, ..
Tuy nhién, & cép tinh it khi s&r dung loai hinh tiéc nay.

Tiéc chiéu dai cla lanh dao tinh: Bay la hinh thic
tiéc chiéu dai trong thé nhat. Tiéc nay do lanh dao tinh
chiéu dai trong cac dip cac doan lanh dao cép cao cla
Nha nudc, chinh quyén dia phudng cac nudc dén tham
va lam viéc tai tinh. Tiéc chiéu dai thudng la tiéc ngoi;
thuc don dudc lya chon ky Iudng thudng géom mon khai
vi, mén sup, moén chinh, mén trang miéng; dé uéng
thudng la rugu vang hodc san pham cla tinh; phong
tiéc, ban tiéc dudc sdp x&p trang trong; thdi gian t6
chtic thudng vao budi t6i.

Tiéc trua hodc Tiéc t6i: Day la tiéc ngdi dugc té chiic
vao budi trua hoac t6i. Thuc don khong can cau ky; dé
uéng thudng la rugu vang (tiéc t6i), nudc khoang. Hai
bén viia &n via trao déi. Thong thudng xép ché ngbi
xen ké gitia chi va khéach.

Tiéc diing (buyp-phé): Budc sl dung cho cé bia toi
va bia trua. Day la loai tiéc ding, nhiéu moén &n, phan
I6n dugc dé trong I6ng hap néng, khach ty 14y thic an.
C6 thé ké ban ghé dé khach l4y thiic &n dén ngbi tai
ban, khéng cén xép ché.
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2.8. Cdch sdp xép ban tiéc, ché ngéi trong tiéc chiéu dai:

Sap xép ché ngdi trong chiéu dai tiéc ngdi phai that
chu trong vé ngoi thi; Sap xép xen ké khach va chu;
khong nén xép hai nit ngdi véi nhau tri khi s6 lugng nir
I6n hon nam; tranh xép phu ni ngdi cudi ban.

Da6i véi tiéc chiéu dai, trén ban tiéc truéc mat tliing
ngudi phai cé danh thiép/bang tén. Néu khéng chuén
bi dugc so db chd ngdi dat trude clia phong tiéc thi phai
sap x&p ngudi gitip khach tim ché ngdi, tranh dé khach
di lai tim ché ngdi trong phong tiéc.

Co6 nhiéu cach bo tri sdp xép chd ngdi cho khach
du tiéc nhung thong thudng bé tri ban 6 ngudi hinh chi
nhat hoac ban tron cho 8 -10 ngudi. Sau day la mot s6
cach sap xép ban tiéc théng dung:

So do 1: Ban chit nhat hay con goi la ban chit

*C5 *K3 *Cl *KC *C2 *K4 *Co6

So do. Ban chir U:

*C4 *K2 *PDC *CC *KI1 *C3 *KS5

c* *K *C *K
K* *C *K *C
c* *K *C *K
K* *C *K (6
C* *K
K* *C
c* *K

*K3 *C2 *K1 *CC *KC *Cl *K2 *C3
*PD

Ghi chu: C6 thé x&p phién dich ngdi & phia trudc,
bén trai chi chinh hodc ké ghé ngdi sau chl chinh.
Sa do 3. Ban tron; Chii chinh, khach chinh ngoi doi dién (khéng c6 phu

nhan/phu quan):
*CC
*K1 *PD
*K3 * K2
*C2 *Cl
* KC

Sa dd 4. Ban tron; khdng ¢6 phu quan/phu nhén; chi chinh, khach chinh
ngdi bén nhau (Khéng cé phién dich).

*KC *CC
*Cl *K1
* K2 *C2
*C3 *K3
S dd 5. Ban tron; c6 phu nhan/phu quan, hai vg chdng chii chinh ngoi
d6i dién.
* Ong CC
*BaKC * PDC
*C2 *Cl
* K1 * Ong KC

*Ba CC
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Sa dd 6. Ban tron; C6 phu nhan/phu quan, ng chi chinh va 6ng khach
chinh ngaéi d6i dién:

* Ong CC
* Ba KC *PDC
* K2 * K1
*Cl1 *Ba CC
*Ong KC

3. Mot so nguyén tac giao ti€p ing xu trong lé ta:

3.1. Cdch chao
| - Nam chao nii trudc;
- Ngudi cé chtic vu thap chao ngudi cé chtic vu cao
trudc;
- Ngudi it tudi chao ngudi 16n tudi han;
- Ngudi dugc chao cé nghia vu tra IGi.
13.2 Twthé chao
- Nam dting Ién chao, ni dugc phép ngdi chao;
- Khi chao nam bd m, ni dugc phép déi mi nén;
- Khong nhai keo, an uéng, ngam thudce 1a khi chao;
- Khéng dut tay vao tdi quan khi chao;
- Tu thé hgi cli dau, mat nhin ngudi can chao;
- Thai do vui vé, kinh trong, |1€ do, lich thiép.
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:3.3. Cdch bét tay

- D& chao khi gap hoac tam biét;
- Bé bay td thai do kinh trong, than tinh hay lanh
nhat, x& giao.

- Ban tay phai siét viia di do chat ban tay phai
nguadi kia;

- Khong dung tay trai dé bét tay;

- Khéng dung tay chup b8 vao nhau;

- Khong siét qua chat khi bat tay phu nd;

- Khong nam tay ha hiing t6 vé lanh nhat;

- Khong nam tay lau hoac rung lac manh, 1au;

- Nam diing day dé bt tay, nii c6 thé ngdi;

- Phu nii, ngudi c6 chuc vu cao, ngudi cao tudi dua
tay ra truéc ban méi dugc bat

- Khong dut mét tay vao tui khi tay kia bat tay;

- Khéng vira an uéng, nhai keo via bat tay;

- Thai dé niém nd, vui v&, lich thiép;

- DAu hai cui, mét nhin vao ngudi do;

- Khoéng bat tay chéo nhau;

- Khéng dung 2 tay bat tay 2 ngudi cung lic;

- Khi bat tay nam bé gang tay, ni khong céan;

- Khong diing trén bac thang bat tay ngudi 6 dudi;



S& ngoai vu tinh Phi Tho

- Khéng diing trong ngudng clia bat tay ngudi
ngoai cla;

- ChG nha chl dong bat tay khach;

- Khi chd nha it tudi, khach 16n tudi hodc chic vy
cao thi ca hai ngudi bat tay déng thai.

- Khi gap doi vg chong thi bat tay vg trudc;

- Néu khéng quen biét nhau ma chua gidi thiéu thi
chua bét tay.

Chuy:

- Tai mét s6 nudc nhu Thai Lan, Lao, Campuchia,
Mién Dién khong bat tay ma chap hai tay truéc nguc,
dau hai cui va néi cau chao;

- Tai cac nu6c Hai giao khong bét tay phu ni va tré
em gai.

3.4. Cdch 6m hén

- Om hoén vao ma hoac hén tay la mét cach chao;

- Chi 8m hén ma hoéac hén tay phu ni khi da quen
bi€t hoac than quen véi nhau;

- Ngudi Phap: Hon 4 Ian, lan lugt vao 2 bén ma;

- Ngudi Nga, Bi, Thuy sT: Hon 3 1an vao 2 ma;

- Ngudi Hungary, Bungary, Ba lan, Hy Lap: H6n ma
1 1an;

- Ngugi My-la-tinh vira hén ma viia v lung;

- Néu khach than quen tién gan t6i, dang tay té y
muon 6m hoén thi ban mai nén é6m hon;

- Hon tay: Khi ngudi phu ni quen biét gic tay phai ra

camlnangNgeqilgiae

hoi thong xudng, Up ban tay thi nam cam nhe cac ngon
tay dua Ién hén nhe vao mu ban tay;

- Ngudi Phap chi hon tay phu ni da c6 chong va
khong hon & ngoai dudng;

- Ngudi Buc cé thé hon tay phu nii c6 chéng hodc
chua va bat ky 6 dau.

- Ngudi Tay- Ban- Nha hon tay phu ni ngay trén
dudng phé;

- Nguai Hy Lap chi hon tay cac vi tu s.

- Khéng viia an, uéng, nhai keo viia hon tay;

- Khéng vira dut tay tdi quan, viia hon tay.

3.5. Cdch gidi thiéu va tu gioi thiéu

Pé lam quen hoac thiét Iap quan hé;

- Théng thudng: Gidi thiéu ho tén rbi dén chiic vuy;

- Chi gidi thiéu ho tén, chiic vu ma khéng gidi thiéu
ruém ra nhu khai ly lich;

- Nguoi dudc gidi thiéu can diing day cui chao;

- NG c<'2 thé ngdi khi gidi thiéu tris tridng hop ngudi
kia cao tudi, tu hanh hoac chic vu cao thi ni cling can
ding day;

- Néu thay hai ngusi khong muén lam quen véi
nhau thi khéng nén gidi thiéu véi nhau;
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- Thai do cla ngudi dugc gidi thiéu can lich sy, vui
vé, tudi cudi, than thién, mat nhin vao ngudi kia;

- Sau khi dugc giGi thiéu 2 bén lam quen, bat tay,
mim cudi chao va néi: “Réat han hanh dugdc lam quen
véi anh (chi)”.

3.5.3. Béi tugng gidi thiéu:

\ansas

- Gi6i thiéu nam cho nii, ngudi it tudi cho ngusi cao
tudi, ngudi cé chiic vu thap cho ngudi cé chiic vu cao,
anh em than quyén cho khach la, ban bé cho cha me;

- Néu hai ngudi cung tudi, cing chic vu, cung la PHAN \Y}
nam hoac cung la nd thi gidi ngudi dén sau cho ngudi - : P ~ A "
dén trudc; CONG TAC BAO HO CONG DAN

- N&u ngudi it tudi cé chiic vu cao, ngudi cao tudi co VA QUAN HE LANH SU
chtic vu thép thi ap dung nguyén tac “kinh ldo dac tho”. . ’

- Tu gi6i thiéu: Tién gan dén ngudi mudn lam quen,
chao héi hoac bat tay réi néi: “Xin ty gidi thiéu: Toi la
Nguyén Van A - Truéng phong Hop tac qudc té, Sé
Ngoai vu. Rat han hanh dugc lam quen véi anh (chi)”,
sau d6 c6 thé trao déi danh thiép.
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1. Phéi hop ctia dia phuong trong céng tac bao hé

"
-

Mot s6 truGng hgp céan cd su phdi hgp clia dia
phuadng trong cong tac bao ho céng dan gém:

- Phéi hgp, xU ly cac van dé lién quan dén céng dan
dia phuong ra nudc ngoai gap su cd, vi pham phap luat
sd tai bi bat gid, cu thé: Xac minh, théng bao, phéi hgp
vdi gia dinh nan nhan va cac cd quan lién quan dé dua
cong dan vé nudc.

- Ph6i hgp xac minh cac déi tugng la nan nhan cla
t6i pham mua ban ngudi, dua ngudi di cu trai phép.

- Phaéi hgp st dung Quy Ba&o ho cong dan va phap
nhan Viét Nam & nudc ngoai mot cach hiéu qua.

& oo —ipog Al gporeseieossen e seuo et e st B s teegetsesteueihiestatstsuistasetauiesassotgs ¢ ppoocacocooms oo e

2. Phoi hgp cua dia phiioig trong viéc giai quyeét van;
dé lanh sy c6 lién quan dén ca nhan va phap nhan

.nudc.ngoai-taiViét.Nam

Khi dugc tin ngudi nuéc ngoai (ké ca ngudi Viét
Nam mang ho chi€u nudc ngoai) bi chét hoac bi tai
nan, cd quan chtic nang & dia phuong can thong bao
ngay cho Ca quan ngoai vu, Cong an tinh, Vién kiém
Séat nhan dan tinh cac théng tin can thiét dé c6 phuang
an xu ly, giai quyét.

€aminangNgogilgiao

MOT SO VAN BAN PHAP QUY

- Hién phap nuéc Cong hoa xa hoi chli nghia Viét
Nam nam 2013.

- Luat s6 47/2014/QH2013 ngay 16 thang 6 nam
2014 cta Qudc hoi vé nhap canh, xuat canh, qua canh,
cu tri clia ngudi nudc ngoai tai Viét Nam.

- Nghi dinh 136/2007/ND-CP ctia Chinh phl ngay
17/8/2007 vé xuat canh, nhap canh cla cong dan
Viét Nam.

- Nghij dinh 94/2015/ND-CP cua Chinh phl ngay
16/10/2015 Slia di, b6 sung mot s6 diéu cta Nghi
dinh 136/2007/ND-CP ngay 17/8/2007 vé xuét canh,
nhap canh clia cong dan Viét Nam.

- Théng tu s6 03/2016/TT-BNG ngay 30 thang 6
nam 2016 clia B6 Ngoai giao vé viéc hudng dan céap,
gia han, slia déi, b6 sung ho chiéu ngoai giao, ho chiéu
cong vu va cap céng ham dé nghi cap thi thuc.

- Nghi dinh s6 111/2011/NB-CP ngay 05/12/2011
clia Chinh phd vé chiing nhan Ianh sy, hgp phap héa
lanh su.

- Thong tu s6 01/2012/ND-CP ngay 20/3/2012 cla
B6 Ngoai giao hudng dan thuc hién mot s6 quy dinh
clia Nghi dinh s6 111/2011/ND-CP.

- Chi thi s6 38-CT/TW ngay 21 thang 7 nam 2014



clia B6 Chinh tri vé tang cudng quan ly cac doan di
cbdng tac nudc ngoai.
2.Van ban do tinh ban ha .

- Quyét dinh s6 2742-QD/TU ctia Tinh Gy Phua Tho,
ngay 29/9/2015 vé viéc ban hanh Quy ché Quan ly
théng nhat cac hoat déng doi ngoai trén dia ban tinh
Pha Tho.

- Quyét dinh s6 01-QB/TU cla Tinh Gy Pha Tho,
ngay 04 thang 10 nam 2016 vé viéc xét duyét, quan ly
dang vién ra nudc ngoai.

1. B6 Ngoai giao, Sé tay cong tac ngoai vu, Ha
Noi.

2. B6 Ngoai giao - Cuc Lé tan nha nuéc, Hoi va
dap Nghi I& va th( tuc L& tan ngoai giao, Ha Noi.

3. Trung tam dao tao can bo déi ngoai, Tai liéu tap
huén L& tan ngoai giao, Ha Noi.

4. Website clla Cuc Lanh su - B6 Ngoai giao:http://
lanhsuvietnam.gov.vn/

m S&ngoagi vu tinh Pha Tho Cam nang Ngoai giao

PHU LUC

1. T khai dé nghi cap ho chiéu ngoai giao, hd chiéu
céng vu, cdng ham xin thi thuc (méau 01/2016/XNC);

2. Van ban vé viéc cli can b, cong chic, vién chuc
quan ly, sy quan, quan nhan chuyén nghiép di céng tac
nudc ngoai (mau 03/2016/XNC);

3. Van ban gigi thieu mau con dau, chi ky clia co
quan va ngudi c6 thdm quyén cli can bd, céng chic,
vién chtic quén ly, sy quan, quan nhan chuyén nghiép
di céng tac nudc ngoai (mau 04/2016/XNC);

4.Van ban thong bao mat hé chiéu ngoai giao, ho
chiéu céng vu (mau 06/2016/XNC);

5. Phiéu bién nhan hé sao cép, gia han, stia déi, bé
sung hé chiéu ngoai giao, hd chi€u cong vu va cap
cong ham xin thi thuc (mau 07/2016/XNC);

6. TG khai chiing nhan lanh sy, hgp phap héa lanh
su (mau LS/HPH-2012/TK);
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Mau 01/2016/XNC Vo/chéng
CONG HOA XA HQI CHU NGHIA VIET NAM BO NGOAI GIAO
Poc 1 Tud Hanh ohi - Nop 03 anh, cd 4x6cm, phong COn
oc lap - Tu do - Hanh phuc nén mau sing, mét nhin thing,
diu dé tré.n,gkha:lg deo kingh Con
"""""""""" mau, méc thuong phuc.
- Anh chup céch day khong qua Con
" 1 nam.
TO KHAI BE NGHI D Linh viokhng sy, o .
CAP HQ CHIEU NGOAI GIAO 0 HQ  a6ivo1 i tutng b i i LR ahugtnalt
CHIEU CONG VU o nhan Térkhai. 1. Didén:eevee, du d;@ xuat cimh flgay ............. -
CONG HAM XIN THI THUC o /232?1: Iilgg;i cap cong hatr:i Eué gl/thElSch 1/1(}%) Dclz;nh ........... ?;a canh.........
B 0mg dan 0 mat sau mck e g 3. Chitc danh (biing tiéng Anh) cita nguoi xin thi thuc cin ghi trong
(01728 RN bR R R R OO O .
T6i xin cam doan nhirng 101 khai trén 1a ding sy thét va xin chiu hoan
L. Thong tin ca nhan: toan trach nhiém trudc phap luat.
1. Ho va tén:

XAC NHAN
Ong/ba PR ngay ..... thang .... nam 20.....
- La cdn by, cong chirc, vién chirc quan ly, sy Nguwoi khai
quan, qudn nhan chuyén nghiép va n}fﬁ'ng loi khai (Ky va ghi ré ho tén)
6. G1ay chimg minh nhan dan/Thé can cudc cong dan sb.................... trén phii hop voi thong tin trong ho so' quan Iy
cap Y. T . oeereenennennenees tai:. . cdn bo o;
7. CO QUAN CONG TAC ....verrveeeeeeeeeeeeeeee e seee s seesassee s - Dugc phép di tham, di theo thanh vién Co quan

i dai dién Viét Nam ¢ nudc ngoai hodc di theo hanh

8. ChUIC VU:...cveieeecece
. trinh cong tdc cua can bg, cong chirc, vién chirc

a. Cong churc/vién chuic quan ly: loai quén Iy, sy quan, qudn nhan chuyén nghiép o;
b. Can by (bau cu, phé chuén, bd NNIEM): oo, ngay.......thang... ....nam 20....
¢. Cép bac, ham (lyc lugng vii trang) ................................................... (Nguoi c6 thim quyén ky, ghi r6 ho tén,
9. ba duoc cap ho chiéu ngoai giao $O.....cAp ngdy .../../... tai oo chire vu va déng ddu)
hodc/va ho chiéu cong vu s......cAp ngay ....... YA S {7:1 [
10. Thong tin gia dinh:

Giadinh | Hovatén | Namsinh | Nghénghiép | Dia chi
Cha
Me




HUONG DAN CACH DPIEN TO KHAI

Huwéng din chung:

To khai phai dwgc dién chinh xdc va day du. Truong hop chi de nghl
gia han hé chiéu ngoai giao, ho chiéu cong vu thi khong can c6 To
khai. Truong hop chi dé nghi qap cong ham xin thi thyc thi khong can
dién Diém 10 phan I, khong can dan anh trong To khai.

Huéng din cu thé:

Phan tiéu dé: Panh dau x vao 6 vuéng thich hop.

Phan I Thong tin cd nhin:

- Piém 1: Viét chir in hoa theo diing ho va tén ghi trong Gidy chimg
minh nhdn dan;

- Diém 7: Ghi ré don vi cong tdc tir cap Phong, Ban trc lén;

- Diém 8: Ghi 16 chirc vu hién nay: (vi du: Pho Vu truong, Truong
phong...).

+ Muc a: Ghi ré cong chire, vién chire quan ly logi (vi du: A1, A2), bdc
(vi du: 1/9, 3/8) ngach (vi du: chuyén vién, chuyén vién chinh,).

+ Muc b: Ghi ro chirc danh cua can bg va nhiém ky cong tac (vi du.: Uy
vién BCH Tong lién doan lao déng Viét Nam nhiém ky 2011 - 2016...).

+ Muc c: Ghi ré cap bdc, ham (vi du: Thiéu twéng, Pai td..).

Phan II Théng tin chuyén di:

- Piém 1: Ghi ré tén nuée hodc vimg linh thé noi dén hodc qud canh.
- Diém 2: Ghi ré tén nudc xin thi thuc nhdp canh, xin thi thuc qud
canh. Truong hop xin thi thuc Schengen thi ghi r6 tén nuoc nhdp canh
dau tién. Ghi ré tén Pai sir quan, Tong Lanh sy quan hoac Co quan
dai dién nwée ngoai noi nép ho so xin thi thue.

Phan xdc nhdn:

-Co quan, 16 chirc noi ngum de nghi cap h¢ chiéu dang cong tac, lam
vigc xdc nhdn To khai va dong ddu gidp lai anh. Tmo’ng hop ngwo‘z deé
nghi cap hé chiéu cé hj chiéu ngoaz giao, hé chiéu cong vu cii con gid

tri va khéng c6 sw thay doi vé chirc danh, chire vu hoac Co quan, 16
chitc noi cong tdc, lam viéc so véi thoi Piém cap hé chiéu truée day

S& ngoai vu tinh Phi Tho Cdm nang Ngoai giao

ciing nhue khong thay doi co quan cdp ho chiéu thi To: khai khong can
co xdc nhan.

- Truong hop nguoi dé nghi ’cd’p cong ham xin thi thue da dwoc cdp
ho chiéu ngoai giao, hg chiéu cong vu con gia tri thi To khai khong
can co xdc nhan.

- Truong hqp vo, chong di theo hanh trinh cong tdc; vo, chong va con
dudi 18 tuoi di tham, di theo thanh vién Co quan dai dién, co quan
théng tan, bdo chi nha nuoc ciia Viét Nam thu’ong trii 6 hudc ngoai ma
khong thugc bién ché ciia co quan, 16 chire nao thi Co quan, té chirc
triee tiép quan Iy nhdn sw cia nguoi dwoc cir di cong tac nude ngodi
xdc nhan To khai./.



Mau 03/2016/XNC

Co quan ¢6 thim quyén! CONG HOA XA HOI CHU NGHIA VIET NAM
---------- Doc 1ap - Tu do - Hanh phuc

S6: /QP-.......

QUYET PINH

V& viée cir can bd, cong chire, vién chire quan 1y, sy quan, quin
nhan chuyén nghiép di cong tac nuwdc ngoai
Co quan ¢6 thim quyén
Can ct (quy dinh vé chikc ning, nhiém vu, quyén han ciia co quan cé
tham quyén ra quyet dinh);
Can cu (van ban uy quyén cut, cho phép can bg, cong chirc, vién chirc
quan ly, sy quan, qudn nhdan chuyén nghiép di nudc ngodi cua Bo
truong/Thi truong co quan SO .... ngay... ....... );
Xét nhu cau cong tic va kha ning can bg;
Xét dé nghi cua (Thii trudng don vi ¢é cdn bé di cong tdc),

QUYET PINH:

Pidu 1. Cir 6ng / ba:

VD 1. Nguyén Vin A, VD ddi voi cong chire: Phd Vu truong Vu
T6 churc can bg; cong chure loai A2, bac 2/8,
ngach chuyén vién chinh, ma ngach 01.0022,
huong luong....

VD2. Nguyén Vin B, VD d6i v6i vién chirc quan 1y: Truong khoa
Bénh vién Bach Mai, Ha N¢i; vién chic quan
Iy loai A3.1, bac 2/6, ngach bac sy cao cap,
ma ngach 16.1164, huéng luong...... 3

VD3. Nguyén Vin C, VD dbi véi sy quan: Trung ta, Trudng phong,
Cuc quan ly xuat nhap canh6, huong luong....”

VD4. Nguyén Thi D, VD déi véi can bo dugc bau cir: Pho Chu tich
Hoéi dong nhan dan huyén Hi¢p Hoa, nhiém
ky 2016-20218, huong luong....°

S& ngoai vu tinh Phi Tho Cdm nang Ngoai giao

Pl BUGCVING TGN RO ..o

TROT EAN: ...ttt
MUC GICR: ...

Chi PRE CRUYER i ...
Co quan moi hodc thu Xép Chuyen di.............ooo.oeeeeeeeereeeeeeerereseeeseen.

Piéu 2. Thi trudng cac don vi: ........... va (cac) ca nhan c6 tén & Piéu
1 chiu trach nhi€m thi hanh Quyét dinh nay./.!?

Noi nhan: THU TRUONG CO QUAN

- Nhu biéu 2; (hodc KT. Thu trudng co quan,

- Bo Ngoai giao; hoéc,ngu’(‘yi dugc uy quyen) ]

- Tu: (Ky truc tiép va ghi ré ho tén, dong dau)

"' Co quan theo quy dinh tai Khoan 1 Diéu 32 Nghi dinh 136, duoc sira
doi, bo sung theo Khodn 9 Piéu 1 Nghi dinh 94.

2 Ap dung @oi véi cong chike.

3 Ghi ré huong luong tir ngdn sach Nha nudc hodc quy luong cua don
vi sw nghiép cong lap theo quy dinh phap luat.

* Ap dung doi véi vién chire quan 1y,

5 Ghi ré nhuw hudng dan tai Muc 3 ¢ trén.

5 Ap dung déi véi sy quan, quén nhdn chuyén nghiép.

7 Ghi r6 nhu huong dén tai Muc 3 & trén.

9 Ap dung déi véi can b dwoc bau cir nhiém ky.

9 Ghi r6 nhw hwéng dan tai Muc 3 6 trén.

10 Chir ky tat ciia ldnh dao co quan, don vi chii tri soan thao van ban.
Van ban c6 nhiéu trang thi phai danh sé thir tw va doéng dau gidp lai
giita cac trang.
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Mau 04/2016/XNC
Co quan c6 tham quyén' CONG HOA XA HOI CHU NGHIA VIET NAM
—————————— Doc 1ap - Tu do - Hanh phuc
Sb6:  /CV-..

Vé viée gioi thleu mau Ha No¢i, ngay ... thang ... nam 20..

con dau, chir ky

Kinh giri: B0§ Ngoai giao
(Cuc Lanh su va Sé Ngoai vu TP. H6 Chi Minh)

Can ctt vao Nghi dinh 136/2007/ND-CP ngay 17/8/2007 ciia Chinh
phu vé xuat canh, nhdp canh cua cong dan Viét Nam dugc sua d6i bd
sung mot sb Diéu tai Nghi dinh 94/2015/ND-CP ngay 16/10/2015 cia
Chinh phu va trén co s& quyét dinh iy quyén s6 ...ngdy...cua....(gli
kém theo)?,

(Co quan cé tham quyén) gioi thiéu méu con diu ctia co quan va
chir ky cua ngudi co6 tham quyén ctr can bd/ cong chire/vién chire quan
1y/ sy quan/ quén nhan chuyén nghiép di cong tac nudc ngoai:

BEIS/DAI...............oeooeeveoeeeesersesssssserssose s saesssose e ses ot e sere Ao e sosa R teras

Mau chu ky (ky tryc tiép 3 mau),

Mau con dau cua co quan:

Noi nhén: TL. THU TRUONG CO QUAN4
] ]LVL’Z trén; CHANH VAN PHONG

(Ky truc tiép va ghi 1o ho tén, dong dau)

! Co quan theo quy dinh tai Khodn 1 Piéu 32 Nghi dinh 136 duoc sita
doi, b6 sung theo Khodan 9 Diéu 1 Nghi dinh 94.

2 Ap dung doi véi trong hop duwoc 1y quyén cir cdn b di nieée ngodi.
3 Thoi han dwoe giao tham quyén cir can b di nude ngodi (theo nhiém
ky hodc co thoi han).

? Nguoi ky van ban gidi thiéu khong phdi la nguoi dwoc gidi thiéu
mau chiv ky.



Mau 06/2016/XNC
Co quan ¢6 thim quyén! CONG HOA XA HOI CHU NGHIA VIET NAM

.......... DBoc 1ap - Ty do - Hanh phuc
S6: /CV-...
V/v thong bdo mat ho Ha Noi, ngay ... thang ... nam 20..

chiéu ngoai giao, ho
chiéu cong vu (cap trong
vong chua qua 8 nam)

Kinh gri: - Cuc Lanh sw By Ngoai giao
- S&' Ngoai vu Thanh phé H6 Chi Minh

(Co quan quan 1y hé chiéu) thong bao ho chiéu bi mét nhu sau:

TR N0 3 1Yo AT
4. CRUIC VL ittt ettt ettt ettt et se e eseeseeseeseeseeseesaeseeseesaessesas

02 RN ci00000000000000000000000000000000000000003
- Noi c?ip: (Cuc Lanh sy, So Ngoai vu TP, Hé6 Chi Minh, Co
quan dai dién Viet Nam tqi...)

6. Ly do mat:
(Co quan quan Iy ho ghiéu) thong bao viéc métr(céc) ho chiéu trén dé Cac
co quan c6 tham quyén lam thu tuc hiy ho chiéu nay theo quy dinh./.
Noi nhén: THU TRUONG
- Nhu trén;
- Luu

(Ky truec tiép va ghi ré ho tén, déng ddu)

ICo quan quéan 1y ho chiéu theo Quyét dinh 58/2012/QD-TTg ngay 24/12/2012 cta Thu
tudng Chinh phu vé viée sir dung va quéan Iy ho chiéu ngoai giao, ho chiéu cong vu.

S& ngoai vu tinh Phi Tho Cdm nang Ngoai giao

Mau 07/2016/XNC

(Co quan tiép nhan hé so)!

PHIEU BIEN NHAN HO SO
S62: (Ma chirng thuc: )

1. Phén danh cho nguoi ndp ho so:
Dién thoai HENHE: ........coooviiiiieeeeeeeeeeeeeeeeeeee s

Tén co quan ctr nguoi di NUGC NZOAL: ....vevveveieniieieieieeeee e
SO nguroi 1AM thil tUC: ....oveeieviieiieeeeeeee e

1 D10 21 00 e RN

Hen tra két qua ngay:.................. (sang tir 8h30-11h, chiéu tir 14h-16h)

G CINLS .uvveieieieieneensenuesuensensensensensersonsorsorsorsorsorsorsorsossonsonsonsonsod HNNID
Ngudi ndp hd so , ngay ...thang....nam... ... ...

(ky tén) Cin bd nhin hd so
(Ky va ghi 13 ho tén)

Chi y: Gidy ndy sir dung dé nhén két qua, néu mét phai thong bao
ngay cho co quan nhan ho so.

] Néq 1a co quan ngoai vu dia phuong thi dé nghi danh s6 tht ty ho so dé phuc vu viéc
tra ket qua.

2 84 va ma chimg thyc do co quan cép/gia han/sira d6i/bd sung ho chiéu ngoai giao, ho
chiéu cong vu, cap cong ham ghi.



MAu LS/HPH-2012/TK
Form LS/HPH-2012/TK

TO KHAI CHUNG NHAN/ HOP PHAP HOA LANH SU'

Application for consular authentication

1.Ho v t8n NGUOT NOP NO SO .vvvoeeeeeeeeeeeeeeeeeeee e
Full name of the QPPIICANL .............ocueeeeeeeeeeieesieeeieeereeeeeessseeseseeenes

2.86 CMND/H9 chiéu/Gidy t& thay thé hd chiéu: ........o..coovvevvveeeeeennne.

NEAY CAP: ovvoveeeeeeeeeeee s ses s seses s
Date of issue (Ad/MmM/VYYY) .ccooeoeveoriniiineieeeeeeeeeeeeee e

CONIACE AAIESS .....veveveeeieieiecieiecieciectesiestessestesesesessesessessessenseneens
SO GBI tROBL: veveee e s s s e eeeeen
TEIEPRONE NO. ...t ene s
THU GIEN UL .ottt ene e eneeneenas
EMQLL QAAVESS ...ttt ese s esa s nes

4.Gidy to can chimg nhan/hop phéap hoa [anh sw: .......ooooovvveeeveeeenenn.
Document(s) requiring consular authentication ....................cccoevevenn..

TONG CONG: w.vveoeevee van ban
Total document(s)
5. Trong trudng hop gidy to khong du diéu kién dé dugc ching nhén/
hop phap hoa lanh sy theo quy dinh phép luat, toi d€ nghi ching nhén
gidy to da dugc xuat trinh tai B§ Ngoai giao

m S& ngoai vu tinh Phi Tho Cdm nang Ngoai giao

(Pdnh dau X vao 6 vuéng néu dong ) ]
If the document(s) fail(s) to meet conditions for consular authentica-
tion under the law, I apply for certification that the document(s) has/
have been seen at the Vietnam's Ministry of Foreign Affairs

(Mark X in the box if you agree)

6.Gidy tO trén s& sir dung tai NUGC: .........vvereeeeeeeeeeeeeree e
Country where the document(s) has/have to be used

Téi xin cam doan nhimg 16i khai trén 1a ding sy that va hoan toan chiu
trach nhi€m trudce phap luat ve tinh xac thuc cua ho so nay.

1 hereby certify that, to the best of my knowledge and belief; the state-
ments provided here are true and correct. I am fully liable for the au-
thenticity of this dossier.

Ghi chu: danh cho co quan ... , Ngay ....... thang......nam.......
tiép nhan ho so Place and date (dd/mm/yyyy)
For authorized officers only Ngudi np hd so
.............................................. (K}’, Vé ghl r6 hO tén)
.............................................. AppllCLl}’lt:S' signature andfull name
Mau LS/HPH-2012/CN
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I. MAU MOT SO VAN BAN DOI NGOAI :
CUA PIA PHUONG Tir 15 - 25 mm

Ban dich khong chinh thirc

Mau 1: Thu ca nhan chinh thiic (goi tit 1a Céng thu).
M&u 1.1: Céng thu Lanh dao tinh. ‘ (MAu 1: Thu cd nhan chinh thiic)

Quéc huy (néu c6)

Tiéu dé co quan
+“—>

M&u 1.2: Céng thu Lanh dao sé.

M&u 1.3: Céng thu soan bang tiéng Anh.
M&u 1.4: Ban dich cong thu.
Mau 2: Gidy mdi chiéu dai déi ngoai.

Mau 2.1: Gidy mdi clia Lanh dao tinh cung Phu nhan/
Phu quén.

M&u 2.2: Gidy mdi soan bang tiéng Anh.

MA&u 2.3: Gidy mdi cGa Lanh dao sé.

Tir 10-25mm

| Dia danh, ngay....thang .....ndm.......

Ho tén nguoi nhan va chirc vu

Thua Ngai/ Ong/ B/ Ddng chi

Mau 3: Phong bi dung cho van ban déi ngoai. Noi dung
- Chit ky day du,
- Ho va tén chirc danh
ngudi ky,
- Dau co quan.
Tir 20 - 30mm



S& ngoai vu tinh Phi Tho

(MAu 1.1: Céng thr Lanh dao tinh)

UY BAN NHAN DAN
TINH NAM DINH
S6:  /CT-VP Nam Dinh, ngay ... thang ... nam ...

Kinh giri : Ngai/ Ong/ Ba/ Pong chi... (ho va tén)

(ChTrC VU) ..o
(PIA DANH)
Thua Ngai/ Ong/ B/ DONG Chi: .......vveeeeeeeeeeeeeeeeeeeeeee e
(NOL AUNE): et
- DAU UY
(Chirky) /' BAN NHAN
DAN TINH
NAM DINH
NGUYEN VAN....

Chu tich Uy ban Nhén dan

Cam nang Ngoai giao

(MAu 1.2: Cong thu Lanh dao s&)

UY BAN NHAN DAN
TINH HA GIANG
SO NGOAI VU
S6: /CT-NV Ha Giang, ngay ... thang ... nam ...

Kinh giri : Ngai/ Ong/ Ba/ Pong chi... ( ho va tén)
(Chfre VU) ..o

(PIA DANH)
Thua Ngai/ Ong/ Ba/ DONG Chi: ........oveovveeeeeeeeeeeeeeeeeeeeeeseeeeseeseeieens

(NOT dUNE): et

~ DAU
SO NGOAI VU

(Chit k)

NGUYEN THI
Phé Giam déc Sé Ngoai vu
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(MAu 1.3: Cong thw soan bing tiéng Anh)

OF HO CHI MINH CITY
Sé: /CT-NV

Ho Chi Minh City, ... 2016

HE. Mr./ Mrs/ Ms or Mr./ Mrs/ Ms/ Comrade... ( hg va tén)

(ChIrC VU) ..o

(DIA DANH)

Your Excellency.... hodc Dear Mr./ Mrs/ Ms/ Comrade. .. (t€n)

(NOL AUNE): et

Yours sincerely,

DAU
UBND TP.
HO CHI MINH

(Chit ky)

NGUYEN VAN.. ..
Chairman of the People’s Committee

(Miu 1.4: Ban dich cong thw)

Cam nang Ngoai giao

PEOPLE’S COMMITTEE (UNOFFICIAL TRANSLATION)

OF HO CHI MINH CITY

Sé:  /CT-NV
Ho Chi Minh City, .......... 2016

HE. Mr./ Mrs/ Ms or Mr./ Mrs/ Ms/ Comrade... ( ho va tén)
(ChTC VU) ..o

(DIA DANH)

Your Excellency.... hodc Dear Mr./ Mrs/ Ms/ Comrade. .. (tén)

(CNOLAUNG): e eteeeseeeeeneansnnensneenenseneoseseenenseenion i

Yours sincerely,

DAU
UBND TP.
HO CHI MINH

(Chit k)

NGUYEN VAN..\..

Chairman of the People’s Committee
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(Mau 2: Gidy moi chiéu di ddi ngoai)

(Mau 2.2: Gidy moi soan bang tiéng Anh)

Quéc huy

( néu c6)

‘ Chure danh ngudi moi ‘

‘ Ho tén nguoi moi ‘

‘ Ho tén n uwoi duge moi ‘

Loai tiéc

Ly do moi
Thoi gian
Dia diém

Théng tin ( Pé nghi khang dinh)...

Chairman of Nam Dinh People’s Committee
Pham Van.... and Spouse

request the pleasure of
...(tén) and Spouse (néu c6)*
at a Reception
in honour of H.E...., California Governor
on the occasion of his visit to Nam Dinh Province

at 06.30 pm, on Sunday, 15 May, 2016
at Vi Hoang Hotel, 11 Le Hong Phong Str.

R.S.V.P. Tel: 3799.2524

Attire: - Lounge Suite
- National Dress Please bring this invitation with you

‘ Thong tin ( Trang phuc)...

(Mau 2.1: Gidy moi Lanh dao tinh ciing Phu nhan/ Phu quén)

Chii tich Uy ban Nhén dén thanh phé Cin Tho
Lé Vin ...... va Phu nhan

Kinh moi
Ngéi Michael ........ vd Phu nhin

dw chiéu dai chao mirn
Dodn Dgi biéu Hpi dong Nghi vién thanh phé....
, Chii tich Hpi dong Nghj vi¢n sang tham thanh phé Can Tho
tgi Phong ....... Khdch sqn Muwong Thanh
lic....gio ....phut, thir...., ngay.....thdng .....nam....

do Ngii......

Trang phuc: Chinh thirc .
Khach san: S6 5 pho Lé Loi, TP. Can Tho

Khdng dinh tham dy: Tel. 04 3...
Fax 043..

* Néu khong ghi cu thé ho tén nguoi diroc moi trong gidy moi, néu moi chung ghi:
your company. Trong trirong hop ndy, ngodi phong bi gidy moi phai ghi day i ho tén

va chirc danh nguoi dwoc moi.

(Mau 2.3: Gidy moi ctiia Lanh dao so)

Gidm déc S¢ Ngoai vu
tinh Ngh¢ An

Nguyén Van ..........
Kinh moi
Dong chi Phomma Sidsena. I

dén duw chiéu ddi nhan dip
Doan cdn by S6 Ngogi vu tinh Huaphan Cong hoa Dén chii Nhin din Lao
, Gidm déc S¢ Ngogi vu sang tham tinh Nghé An
tai Phong ....... Khach san ........
lic....gio ....phut, thir...., ngay.....thang .....ndm....

do déng chi......

Trang phuc: Thuong phuc lich su
Khach san: S6 5ph5 Lé Loi, TP. Vinh U
.



S& ngoai vu tinh Phd Tho

(Mau 3: Phong bi dbi ngoai)

Qudc huy

Tiéu dé co quan (bang
tiéng Viét hay bang
ngoai ngir)

Co quan nhan hoac

Ho va tén ngudi nhan va tén co quan

(bang tiéng Viét Nam hay bing ngoai ngi)

SO NGOAI VU

TINH PHU THQ

Cam nang Ngoai giao

'm;"Bfm‘HUGN'G"D'fm"DI,C‘H'GUC‘S’C"HlEU,"TéN'CZ\‘C"C'q
QUAN, BON V| VA CHUC DANH LANH PAO, CAN BQ

CONG CHUC TRONG HE THONG HANH CHIiNH NHA
NUGC SANG. TIENG. ANH.DE. GIAQ DIGH. DOI NGOAI

( Ban hanh kém theo Théng ti s6 03/2009/TT-BNG, ngay 09/7/2009)

1. Quéc hiéu, chiic danh Chu tich nudc, Phé Chu tich nuéc

Viét tat

Tén tiéng Viét Tén tiéng Anh (néu c6)

LaCpoieelay Socialist Republic of Viet Nam SRV

nghia Viét Nam
Ch tich nu6c Cong hoa xd hoi | President of the Socialist
chd nghia Viét Nam Republic of Viet Nam

Phé Ch tich nuéc Cong hoaxa | Vice President of the Socialist
hoi cht nghia Viét Nam Republic of Viet Nam

2. Tén clia Chinh phu, cac B9, co quan ngang Bo

Chinh phi nuéc Cong hoa Government of the Socialist

Kinh giri: S¢ Ngoai vu

Tinh Bolikhamxay

Cong hoa Dan chii Nhian dian Lao

xa hdi chl nghia Viét Nam Republic of Viet Nam Gov
B0 Qudc phong Ministry of National Defence MND
Bo Cong an Ministry of Public Security MPS
B Ngoai giao Ministry of Foreign Affairs MOFA
B Tu phép Ministry of Justice MOJ
B0 Tai chinh Ministry of Finance MOF
Bo Cong Thuang Ministry of Industry and Trade MoIT




S& ngoai vu tinh Phi Tho Cdm nang Ngoai giao

3. Tén clia cac Cao quan thudc Chinh pht

B0 Lao dong, Thuang binhva | Ministry of Labour, War MOLISA
Xa hoi invalids and Social Affairs
B Giao thong van i Ministry of Transport MoT Ban Quén Iy Lang Cha tich Ho | Ho Chi Minh Mausoleum HCMM
<A - . Chi Minh Management
B6 Xy dung Ministry of Construction MoC -
- . Bao hiém Xa hoi Viét Nam Viet Nam Social Security VSS
B3 Thong tinvaTruyénthong | Mmisty of nformationand -y e o tin xa Vi :
: g y Y e Thong tan xa Viét Nam Viet Nam News Agency VNA
VPR Ministry of Education and MOET Dai Tiéng néi Viét Nam Voice of Viet Nam VoV
0 blao ducvatiaotao Training Dai Truyén hinh Viét Nam Viet Nam Television VTV
B6 Nong nghiép va Phat trién | Ministry of Agriculture and MARD Hoc vién Chinh tri - Hanh chinh Ho Chi Minh National Acad-
Nong thon Rural Development Qﬁ()’( dia H6 Chi Minh emy of Politics and Public HCMA
B K hoach va Dau tu Ministry of Planning and WP Administration
PSRN Investment Vién Khoa hoc va (6ng nghé Viet Nam Academy of Science VAST
Bo Noi vu Ministry of Home Affairs MOHA Vigt Nam and Technology
BOY € Ministry of Health MOH Vien Khoa hoc Xa hoiVietNam | Vet ham Academy of Sodal -, o
Ministry of Science and Rueic
B Khoa hoc va Cong nghé Technolo MOST
Minist g;l( Hre) Soort 4. Chuic danh Thu tuéng, Phé Thi tuéng Chinh phu, cac
Bo Vin héa, Thé thao va Du lich INISLry oTELTEure, Sports MOCST Bo trudng, Thi truéng co quan ngang Bo
and Tourism
B6 Tai nguyén va Moi trudng gﬂr:glét:vyi:;fn':z:tal Resources MONRE Tha tuéng Chinh phd nudc Prime Minister of the Socialist Republic of Viet
(ong hoa xa hdi chl nghia Nam
Thanh tra Chinh phu Government Inspectorate Gl Viét Nam
Ngan hang Nha nudc Viét Nam | The State Bank of Viet Nam S8V Phé Thii tudng Thudng trdc | Permanent Deputy Prime Minister
Uy ban Dan toc ;ZT:#:?: for Ethnic Minori- | .\ Ph Thii tudng Deputy Prime Minister
S e = BG truéng Bo Quéc phong Minister of National Defence
ar'l : o'ng e u : c.e:) the overnme:t S Bd trudng Bo Cong an Minister of Public Security
ey -\/Ei):tzgr;”es e\{’/et Nam™ tiéng Anh chuyen sang tinh tu la Bd truéng Bo Ngoai giao Minister of Foreign Affairs
- “Ngudi Viét Nam” dich sang tiéng Anh la “Vietnamese” Bo tru‘éng Bo Tu phap Minister of Justice

- S& hiu céach cua danh tu “ Viet Nam” 1a “ Viet Nam’s”
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Bo truéng Bo Tai chinh

Minister of Finance

B6 truéng Bo Cong thuong

Minister of Industry and Trade

Bd truéng B Lao dong, Minister of Labour, War Invalids and Social
Thuang binh va Xa hoi Affairs

Bd trudng Bo Giao thong van tai | Minister of Transport

Bd truéng B Xdy dung Minister of Construction

TBr(.:J;ré‘l:]dtnhgéﬁg LT Minister of Information and Communications

Bd truéng Bo Gido duc Dao tao

Minister of Education and Training

B0 trudng Bo Nong nghiép va

Phét trién Nong thon Minister of Agriculture and Rural Development
B? trudng BY K hoach va Minister of Planning and Investment

Dau tu

Bd truéng Bo Noi vu Minister of Home Affairs

Bo trudng Bo Y té Minister of Health

B? truangABo Khoa hocva Minister of Science and Technology

(6ng nghé

B trudng Bo Van hoa, Thé
thao va Du lich

Minister of Culture, Sports and Tourism

B6 truéng Bo Tai nguyén va

Minister of Natural Resources and Environment

Moi trudng

Tong Thanh tra Chinh pha Inspector-General

mg:%gc,\l’:?m Ll Governor of the State Bank of Viet Nam

Bd truéng, Chti nhiém Uy ban | Minister, Chairman/Chairwoman of the Com-
Dén tdc mittee for Ethnic Minorities Affairs

B6 truéng, Chi nhiém Van
phong Chinh phu

Minister, Chairman/Chairwoman of the Office
of the Government

5. Van phong Chu tich nuéc va chiic danh Lanh dao

Van phong
Van phong Chd tich nudc Office of the President
Chd nhiém Van phong Chi Chairman/Chairwoman of the Office of the
tich nudc President
Phé Chd nhiém Van phong Vice Chairman/Chairwoman of the Office of
Cha tich nudc the President

Trg Iy Ch tich nudc

Assistant to the President

6. Tén chung clia cac don vi thudc B, co quan ngang Bd

Van phong Bo Ministry Office

Thanh tra Bd Ministry Inspectorate

Tong cuc Directorate

Uy ban Committee/Commission

Cuc Department/Authority/Agency

Vu Department

Hoc vién Academy

Vién Institute

Trung tam (Centre

Ban Board

Phong Division

VuT6 chic cdn bd Department of Personnel and Organisation
Vu Phép ché Department of Legal Affairs

Vu Hop téc qudc té Department of International Cooperation
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7. Chiic danh tu cdp Thd truéng va tuong duong dén

Chuyén vién cac B9, cd quan ngang Bo.

Thi truéng Thudng truc Permanent Deputy Minister

Tht trudng Deputy Minister

Tong Cuc trung Director General

Ph6 Tong Cuc trudng Deputy Director General

Phé Chi nhiém Thuong truc | Permanent Vice Chairman/Chairwoman
Phé Chd nhiém Vice Chairman/Chairwoman

Trg Iy B trudng

Assistant Minister

Chuyén vién chinh

Principal Official

Chuyén vién

Official

Thanh tra vién cao cap

Senior Inspector

Thanh tra vién chinh

Principal Inspector

Thanh tra vién

Inspector

8. Chtic danh clia Lanh dao cac Co quan thudc Chinh phu

Trudng ban Quan ly Lang
Cha tich Ho Chi Minh

Director of Ho Chi Minh Mausoleum Manage-
ment

Phé Trudng ban Quan ly Lang
Ch tich Ho Chi Minh

Deputy Director of Ho Chi Minh Mausoleum
Management

Tong Gidm ddc Bao hiém Xa
hoi Viét Nam

General Director of Viet Nam Social Security

Ph6 Tong Giam d6c Bao hiém
Xa hoi Viét Nam

Deputy General Director of Viet Nam Social
Security

Tong Gidm ddc Thong tén xa
Viét Nam

General Director of Viet Nam News Agency

Chi nhiém Uy ban Chairman/Chairwoman of Committee

Phé Chii nhiém Uy ban Vice Chairman/Chairwoman of Committee
Chdnh Van phong Bo Chief of the Ministry Office

Phd Chanh Van phong Bo Deputy Chief of the Ministry Office
Cuctruéng Director General

Phé Cuc truéng Deputy Director General

Vu truéng Director General

Phé Vu truéng Deputy Director General

Giam ddc Hoc vién President of Academy

Phé Giam d6c Hoc vién Vice President of Academy

Ph6 Tong Giam ddc Thong
tan xa Viét Nam

Deputy General Director of Viet Nam News
Agency

Vién trudng

Director of Institute

Tong Gidm ddc Dai Tiéng néi
Viét Nam

General Director of Voice of Viet Nam

Phé Vién trudng

Deputy Director of Institute

Giam doc Trung tam

Director of Centre

Ph6 Tong Giam dc Dai Tiéng
néi Viét Nam

Deputy General Director of Voice of Viet Nam

Phd giam ddc Trung tém

Deputy Director of Centre

Tong Giam ddc Dai Truyén
hinh Viét Nam

General Director of Viet Nam Television

Ph6 Tong Giam doc Dai

Trudng phong Head of Division
Phé truéng phong Deputy Head of Division
Chuyén vién cao cap Senior Official

Truyén hinh Viét Nam

Deputy General Director of Viet Nam Television
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G{am f‘]’oc Ho,c het Ehm.h . | President of Ho Chi Minh National Academy of
tri - Hanh chinh Qudc gia Ho " . s

- Politics and Public Administration
Chi Minh
Pho G!am doF Hoc VA!en.c hmn‘h Vice President of Ho Chi Minh National Acad-
tri - Hanh chinh Qudc gia Ho o . N

. emy of Politics and Public Administration
Chi Minh
Cha tich Vién Khoa hoc va President of Viet Nam Academy of Science and
(6ng nghé Viét Nam Technology
Phé Chi tich Vién Khoa hoc | Vice President of Viet Nam Academy of Science
va (dng nghé Viét Nam and Technology
Cha tich Vién Khoa hoc Xa President of Viet Nam Academy of Social
hdi Viét Nam Sciences
Phé Chi tich Vién Khoa hoc | Vice President of Viet Nam Academy of Social
Xa hoi Viét Nam Sciences

9. Tén cua céac don vi va chiic danh Lanh dao cla cac don
vi cdp tdng cuc (Téng cuc, Uy ban..)

Phé Vu trudng Deputy Director

Ban Board

Truéng ban Head

Phé Truéng ban Deputy Head

Chi cuc Branch

Chi cuc truéng Manager

Chi cuc phé Deputy Manager
Phong Division

Trudng phong Head of Division

Phé Trudng phong Deputy Head of Division

10. Tén tha d6, thanh phé, tinh, quan, huyén, xa va cac

don vi truc thuéc

Thi do Ha Noi

Ha Noi Capital

Thanh pho

City

Vi du: Thanh phd Ho Chi Minh

Vi du : Ho Chi Minh City

Tinh
Vi du: Tinh Ha Nam

Province
Vi du : Ha Nam Province

Quan, Huyén
Vi du: Quan Ba Dinh

District
Vidu : Ba Dinh District

Van phong Office

Chénh Van phong Chief of Office

Phé Chanh Van phong Deputy Chief of Office
Cuc Department

Cuc truéng Director

Phé Cuc trudng Deputy Director

Vu Department

Vu truéng Director
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Xa
Vidu: Xa Quang Trung

Commune
Vi du : Quang Trung Commune

Phutng
Vi du: Phudng Trang Tién

Ward
Vidu : Trang Tien Ward

11. Chiic danh lanh dao, céng chiic chinh quyén dia
phuong cac cap

Vi du: S6 Ngoai vu Ha Noi

Thon/Ap/Ban/Phum Hamlet, Village

Uy ban Nhan dan (cac cap

tUr thanh pho truc thudc People’s Committee

Trung uong, tinh dén xa,

phudng) Vidu:

Vi du: - People’s Committee of Ho Chi Minh City
- UBND Thanh phd Ho Chi | - People’s Committee of Lang Son Province
Minh - People’s Committee of Dong Anh District
- UBND tinh Lang Son - People’s Committee of Me Tri Commune
- UBND huyénDong Anh | - People’s Committee of Trang Tien Ward

- UBND xa MéTri

- UBND phutng Trang Tién

Van phong Office

56 Department

Vi du: Ha Noi External Relations Department

Chd tich Uy ban Nhan dan
Vidu:

- Ch tich Uy ban Nhan dan
thanh phd Ha Noi

- Ch tich Uy ban Nhan dan
thanh phd Ho Chi Minh

- Ch tich Uy ban Nhan dan
tinh Ha Nam

- Cha tich Uy ban Nhan dan
thanh ph6 Hué

- Ch tich Uy ban Nhan dan
huyénDéng Anh

- Ch tich Uy ban Nhan dan
xa Dinh Bang

- Ch tich Uy ban Nhan dan
phudng Trang Tién

Chairman/Chairwoman of the People’s Com-
mittee

Vidu:

- Chairman/Chairwoman of Ha Noi People’s
Committee

- Chairman/Chairwoman of Ho Chi Minh City
People’s Committee

- Chairman/Chairwoman of Ha Nam People’s
Committee

- Chairman/Chairwoman of Hue People’s
Committee

- Chairman/Chairwoman of Dong Anh District
People’s Committee

- Chairman/Chairwoman of Dinh Bang Com-
mune People’s Committee

- Chairman/Chairwoman of Trang Tien Ward
People’s Committee

Phé Chd tich Thudng tryc Uy
ban Nhan dan

Permanent Vice Chairman/Chairwoman of the
People’s Committee

Phd Cha tich Uy ban Nhan dén

Vice Chairman/Chairwoman of the People’s
Committee

Vi du: Thi xa Sam Son

Ban Board
Phong (truc thugc UBND) | Committee Division
Thi xd, Thi trdn Town

Vi du: Sam Son Town

Uy vién Uy ban Nhan dén

Member of the People’s Committee

Giam doc So

Director of Department

Phé Gidm doc S&

Deputy Director of Department
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Chanh Van phong Chief of Office N ]
Phé Chanh Van phong Deputy Chief of Office e E U THAMKHAO
ChanhThanh tra Chief Inspector ;

Phé Chanh Thanh tra Deputy Chief Inspector 3

Truéng phong Head of Division 4.

Phd Truéng phong Deputy Head of Division 5.

Chuyén vién cao cp Senior Official

Chuyén vién chinh Principal Official

Chuyeén vién Official




CAM NANG

NGOAI GIAO

Chiu trach nhiém xuat ban:

I i e S e S N g e e S i e g S A

In ... cuén khé 13x19cm tai.......... Gidy phép xuat ban sé.............



