ﬁo NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
- Pgc lap - Ty do - Hanh phiic

S§: 04 12011/ TT-BNV Ha Ngi, ngay A9 thang 04 niim 201 1

. THONG TU
Huéng dﬁn thé thirc va k¥ thuit trinh bay vin ban hanh chinh

~ Cin cr Nghj dinh s6 48/2008/ND-CP ngay 17 thang 4 nam 2008 cua
Chinh phu quy dinh chitc ning, nhiém vy, quyén han va co ciu té chic ciia
Bo Néi vu;

Can ctr Ngh] dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cia
Chinh phui vé cong tac vin thu;

Can ct Nghj dinh s& 09/2010/ND- CP ngay 08 thang 02 nam 2010 cia
Chinh phu sira déi, bd sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4
nam 2004 cua Chinh phu vé cong tic van thu,

B0 Noi vu hudng din thé thu'c va ky thuat trinh bay vin ban hanh chinh
nhu sau:

Chuong I
NHUNG QUY PINH CHUNG

Diéu 1. Pham vi va d6i twgng ap dung
Thong tu ndy huéng dan thé thuc va k¥ thudt trinh bay van ban hanh
chinh va ban sao van ban; dugc 4p dung d01 v6i cac co quan nha nuéc, to

chirc xa hdi, td chirc x3 hdi - nghé nghiép, td chirc kinh té va don vi lyrc luong
vii trang nhan dan (sau day goi chung la co quan, t6 chirc).

Di¢u 2. Thé thikc vin ban

Thé thirc van ban 1a tap hop céc thanh phdn ciu thanh vin ban, bao
gom nhitng thanh phén chung ap dung dbi v6i cac loai van ban va cac thanh
phan bé sung trong nhitng truimg hop cu the hoic d6i véi mqt sb loai van ban
nhét dinh theo quy dinh tai Khoan 3, Piéu 1 Nghi_dinh 50 09/2010/Nb-CP
ngay 08 thang 02 nim 2010 cta Chinh phu sira ddi, bd sung, Nghj dinh sb

110/2004/ND-CP ngay 08 thang 4 ndm 2004 cua Chinh phu vé cong tic vin
thu va hudng dan tai Thong tu nay.

Piéu 3. K¥ thuat trinh bay vin ban

Ky thudt trinh bay van ban quy dinh tai Thong tu nay bao gom khd
gidy, kiéu trinh bay, dinh 1& trang vin béan, vi tri trinh bay cac thanh phan thé
the, phong chit, c& chiv, kidu chir va cac chi tiét trinh béy khéc, duoc ap dung
d4i voi vin ban soan thao trén may vi tinh va in ra gidy; van ban duoc soan
thao bang céc phuorng phdp hay phuong tign k¥ thudt khac hogc vén ban duogc
1am trén gidy méu in sin; khong ap dung d6i véi vin ban dugc in thanh sach,

in trén bao, tap chi va c4c loai 4n phdm khac.



Diéu 4. Phong chit trinh bay vin bin

Phong chit str dung trinh bdy van ban trén mdy vi tinh la phong chir
tiéng Viét cha by mi ky ty Unicode theo Tiéu chudn Viét Nam TCVN
6909:2001.

Pitu 5. Khd gidy, ki¢u trinh biy, dinh 1& trang vin ban va vj tri
trinh biy

1. Khd gidy

V3n ban hanh chinh dwoc trinh bay trén gidy khé A4 (210 mm x 297
mm).

Céc vin ban nhu gidy glm thiéu, gidy bién nhan hd so, phiéu gin, phleu
chuyen duoc trinh bay trén gidy khd A5 (148 mm x 210 mm) ho¥c trén gidy
méu in s&n (khd A5).

2. Kiéu trinh bay

Véan ban hanh chinh du'qc trinh bay theo chidu dai cia trang gidy khé
- A4 (dinh huéng ban in theo chiéu dai).

Trudng hgp ndi dung vin ban c6 cac bang, biéu nhung khong dugc lam
thanh céc phu luc riéng thi viin ban c6 thé dugc trinh bay theo chiéu rong cua
. trang gidy (dinh hudng ban in theo chiéu rong)

3. Dinh 1& trang van ban (d6i vai khd gidy A4)
L2 trén: cich mép trén tir 20-25 mmy;

L& dudi: cach mép dudi tir 20-25 mm;

L& trai: cach mép trai tir 30-35 mm;

L& phai: c4ch mép phai tir 15-20 mm.

: 4. Vj tri trinh bdy céc thanh phﬁn thé thirc vin ban trcn mdt trang gidy

khé A4 dugc thyc hién theo so db bb tri cAc thanh phan thé thie vén ban kém
theo Thong tu nay (Phu lyc II). Vi tri trinh bay cic thanh phén thé thic vin
ban trén mot trang gidy khd A5 dugc 4p dung tuong ty theo so db tai Phu luc
trén.

_ ChwongIT .
THE THUC VA KY THUAT TRINH BAY VAN BAN
~ Pidu 6. Quic higu
1. Thé thirc

 Quéc higu ghi trén vin ban bao gém 2 dong chir: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Pgc lap - Ty do - Hanh phic”.

2. Ky thuét trinh bay



Qudc hidu dugc trinh béy tai 6 sb 1; chiém khoang 1/2 trang gidy theo
chiéu ngang, & phia trén, bén phai.

Dong thir nhit: “CONG HOA XA HQI CHU NGHIA VIET NAM” duoc
trinh by béng chit in hoa, c& chit tir 12 dén 13, kidu chit dimg, dim; ‘

Dong thir hai: “Dgc 13p - Tir do - Hanh phuc” dugc trinh bay bing chix
in thudng, cd chit tir 13 dén 14 (néu dong thir nhit c& chir 12, thi dong thir hai
c& chir 13; néu dong thir nhét ¢& chir 13, thi dong thu' hai c& chu 14), kiéu chit
dimg, ddm; dugc dit canh gifta du6i dong th nhat chit c4i diu cia cdc cum
tir dugc viét hoa, giifa cac cym tir c6 gach ndi, cb cach chir; phia dudi cb
dudng ké ngang, nét lién, c6 do dai bang d6 dai cia dong chir (sir dung 1énh
Draw, khong ding 1énh Underline), cu thé:

CONG HOA XA HQI CHU NGHIA VIET NAM
Djc lip - Twr do - Hanh phic

Hai dong chir trén dugc trinh bay cach nhau dong don.
Diéu 7. Tén co quan, th chirc ban hanh vin ban
1. Thé thirc
Péi véi cac B, co quan ngang B§, co quan thuoc Chinh phu; Van phong
Quéc hoi, Hoi déng dan toc, cac Uy ban cua Quoc ho6i hogc Hoi dong nhan
dan va Uy ban nhén dén c4c cép; Doén Pai biéu Quoc héi tinh, thanh phé truc

thudc Trung wong; Tap doan Kinh té nha nuéc, Téng cong ty 91 khong ghi co
quan chi quan.

Tén co quan, to chuc ban hanh vén ban bao gbm ten cua co quan, t6
chirc chii quan trye tiép (néu c6) (dbi véi cic td chire kinh té c6 thé 1a céng ty
me) v tén ctia co quan, t& chirc ban hanh vin béan.

a) Tén cua co quan, tb chirc ban hinh vin ban phai dugc ghi diy du hoae
dugc vnet tit theo quy, dmh tai van ban thanh 14p, quy dinh chic néng nhiém.
vy, quyén han va co ciu td chitc bd mdy, phé chuan cép glay phép hoat dong
hodc cong nhan tu cach phap nhan cia co quan, td chirc c6 thim quyén, vi du:

B GIAO THONG VAN TAI TAP POAN PIEN LUC VIET NAM
HOI PONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TiNH THAI NGUYEN

b) Tén cia co quan, to chuc chu quan truc tiép cb thé viét tit nhimg cum
tir théng dung nhu Uy ban nhan din (UBND), Hdi ddng nhan dan (HDND)
Viét Nam (VN), vi dy: '

UBND TI%IP;I 8%1ANG BINH VIEN KHOA HOC XA HOI VN
SUNOI VU VIEN DAN TQC HQC

2. K§ thuét trinh bay



Tén co quan, to chirc ban hanh vin ban dugc trinh bay tai 6 s 2; chiém
“khoang 1/2 trang gidy theo chiéu ngang, & phia trén, bén trai.

Tén co quan, t6 chirc chi quan tryc tiép duoc trinh bay béng chit in
hoa, cling ¢ chit nhu c& chir cia Quoc hiéu, kiéu chir dimg. Néu tén co quan,
td chirc chii quan dai, c6 thé trinh bay thanh nhiéu dong.

Tén co quan, td chirc ban hanh vin ban duge trinh biy bing chit in hoa,
cung c® chit nhu ¢ chir cua Quéc hidu, kiu chix dung, dam, dugc dit canh
'~ gilta dudi tén co quan, t6 chirc chii quan; phia dudi c6 dudng ké ngang, nét
lién, c6 d¢ dai bang tir 1/3 dén 1/2 d§ dai cia dong chir va dit can doi so véi
- dong chir. T ruéng hop tén co quan, t6 chirc ban hanh vin ban dai c6 thé trinh

" bay thanh nhiéu dong, vi du:
BONOQI VU
CUC VAN THU VA LUU TRU
- NHANUGC

—

Céc dong chit trén duge trinh bay cach nhau dong don.

Piéu 8. S6, ky hiéu ciia viin bin

1. Theé thirc

a) S6 ciia vin ban

So clia vin ban 1 sb thir ty dang ky van ban tai vén thu cua co quan, t6

chuc S6 cua vin ban duoc ghl bing chit s6 A-rp, bit diu tir s§ 01 vao. ng:ly
* du nam va két thiic vao ngay 31 thang 12 hang nim.

b) Ky hiéu ctia vin ban

.. =Ky hiéu cua vin ban cd tén loai bao gém chir viét tit tén loai vin ban
theo bang chit viét tat tén loai van ban vA ban sao kém theo Thong tir niy
(Phu luc I) va chir viét tit tén co quan, td chirc hodc chitc danh nha nuéc (ap
~ dung d6i véi chirc danh Chi tich nuéc va Thu tuéng Chinh phu) ban-hanh
van ban vi duy:

Nghi quyét ctia Chinh pht ban hanh dugc ghi nhu sau: Sé: .../NQ-CP
. Chi thi ctia Thi twéng Chinh phii ban hanh dugc ghi nhu sau: 86:.../CT-
TTg
Quyét dinh ciia Thudng truc Hi ddng nhin dan ban hanh dugc ghi nhu
sau: S6: .../QD-HPND

B4o céo clia cic ban cua Hoi ddng nhan din dugc ghi nhu sau: Sé:
.../ BC-HDND

- Ky hle;u cuia cong vin bao gdm chir viét tat tén co quan, t6. chuc hoac
chitc danh nha nréc ban hanh céng vin va chit viét tit tén don vi (vu, phong,
ban, b6 phin) soan thao hodc chi tri soan thio céng vin d6 (néu c6), vi dy:

Cong vin ciia Chinh phu do Vu Hanh chinh Vin phong Chinh phi soan

thao: Sé: ... /CP-HC
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Cdng vin cia Bo Noi vu do Vu Té chirc Can bd Bé Noi vu soan tho:
36: ../BNV-TCCB

Cong vin cia Héi déng nhan dén tinh do Ban Kinh té Ngan sach soan
thao Sé: .../HDND-KTNS

. Cong vin cia Uy ban nhan dan tinh do t6 chuyén vxen (hodic thu ky)
theo d6i linh virc van hod - x4 héi soan thio: Sé: ... /UBND-V

Cdng vin ctia S& Noi vy tinh do Van phong Sé& soan thao: Sé: ... /SNV-
VP

anong hop cac Héi dong, cic Ban tu vin cia co quan dugce sir dung
* con déu ciia co quan dé ban hanh van ban va Hoi dong, Ban duoc ghi 1a “co
quan” ban hanh van ban thi phai ldy s6 ciia Hoi dong, Ban, vi du Quyét dinh
s0 01 ctia Hoi ddng thi tuyén cdng chirc Bo Noi vu dugc trinh bay nhu sau:

BO NOI VU
HOI BONG THI TUYEN CONG CHUC

Sé: 01/QP-HPTTCC

Vigc ghi ky hiéu cong vin do UBND cip huyén, cip xa ban hanh bao
gbm chix viét tit tén co quan, td chic ban hanh cong vin va chir viét tht tén
linh vyc (céc linh vitc dugc quy dinh tai Muc 2, Muc 3, Chuong IV, Luét To
chirc HOi ddng nhén dan va Uy ban nhin din nam 2003) dugc giai quyét
. trong cdng van.

Chir viét tit tén co quan, td chuc va cac dom vi trong mdi co quan, to
chirc hodc linh vuc (d6i véi UBND cap huyén, c4p x3) do co quan, t§ chic
quy dinh cu thé, bao dam ngin gon, dé hiéu.

2. Ky thudt trinh bay
S8, ky hiéu ctia vin ban dugc trinh by tai 6 s§ 3, duoc dit canh giita
dudi tén co quan, td chirc ban hanh vin ban.

Tu “S"’ dugc trinh bay bing chir in thuong, ky hu;u bang chir i in hoa,
¢ chir 13, kidu chit dung; sau tir “S6” ¢6 dau hai chim; véi nhu'ng 36 nhé
hon 10 phal gh1 thém s6 0 phia trudc; giira s6 va ky hiéu vin ban c6 diu gach
chéo (/), gilta cac nhom chir V1et tat trong ky hiéu van ban c6 déu gach noi (-)
. khong cach chir, vi du:

$é: 15/QD-HPND (Quyet dinh ciia Thudng trirc H6i ddng nhan dan);

Sé: 19/HDND-KTNS (Cong vén cia Thudng truc Hoi ddng nhan dan do
Ban Kinh t& ngan sach soan thao);

Sé: 23/BC-BNV (Bao c4o cia B Ni vu);

$6: 234/SYT-VP (Cong vin cua S& Y té do Vin phong soan thio).
Pidu 9. Dja danh va ngay, thang, nAm ban hanh van bin

1. Thé thirc



a) Dja danh ghi trén vin ban 13 tén goi chinh thirc cia don vi hanh
chinh (tén riéng cla tinh, thanh phé truc thuoc Trung wong; huyén, quén, thj
x4, thanh pho thudc tinh; x3, phudmg, thj trdn) noi co quan, t6 chitc déng try
s&, d5i véi nhimg don vi hanh chinh dugc dit tén theo tén ngub'n bang chit sb
hoéc su kién lich st thi phai ghi tén goi diy di cia don vj hanh chinh 46, cu
thé nhu sau:

- Dia danh ghi trén van ban ciia cic co quan, td chirc Trung vong 12 tén
cua tinh, thanh phé tnrc thude Trung wong noi co quan, td chitc déng try sd,
vi du:

Vén ban ciia B§ Cong Thuong, clia Cong ty Dién lyc 1 thude Tép doan
Dién luc Viét Nam (c6 tru sé tai thanh phd Ha Nai): Ha Ngi,

Vén ban cia Trudng Cao ding Quéan trj kinh doanh thudc B) Tai chinh
(c6 tru s tai thi trAn Nhu Quynh, huyén My Vin, tinh Hung Yén): Humg Yén,

Vin ban cia Vién Hai duong hoc thudc Vién Khoa hoc va Cong nghé
Viét Nam (c6 tru s& tai thianh phé Nha Trang, tinh Khanh Hoa): Khdnh Hoa,

Vén ban cia Cuc Thué tinh Binh Duong thudc Téng Cuc thué (c6 tru
s& tai thj x& Tha Dau Mét, tinh Binh Duong): Bink Durong,

- Dia danh ghi trén van ban ciia cic co quan, td chirc cép tinh:

+ Pbi véi cac thanh phé truc thudc Trung wong: 14 tén ctia thanh phd
truc thugc Trung wong, vi du:

Vin ban cia Uy ban nhén dan thanh phé Ha Noi va cta céc s, ban,
nganh thudc thanh phd: Ha Ngi, cia Uy ban nhin dan thanh phé H Chi Minh
va clia c4c s, ban, nganh thudc thanh phé: Thank phdé H6 Chi Minh,

+ D6i véi céc tinh 12 tén clia tinh, vi du: .

Vin ban cta Uy ban nhén dén tmh Hai Duong va cia céc sd, ban,
nganh thudc tinh (cé tru s tai thanh phé Hai Duong, tinh Hai Duong): Hai
Duong, cua Uy ban nhén déan tinh Quang Ninh va cuia céc sd, ban, nganh
thudc tinh (cd tru s tai thanh pho Ha Long, tinh Quang Ninh): Qudng Ninh,

cia Uy ban nhén dan tinh Lam Ddng va cia cac 50, ban, nganh thugc tinh (c6
tru so tai thanh phd Da Lat, tinh Lam Ddng): Lam Dong,

Trudmg hep dia danh ghi trén viin ban clia co quan thanh phb thudc tinh
ma tén thanh phd tring v6i tén tinh thi ghi thém hai chir thanh phd (TP.), vi
du:

Vin ban cua Uy ban nhan dan thanh phd Ha Tinh (tinh Ha Tinh) va cha
cac phong, ban thuc thanh pho TPR. Ha Tinh,

- Dia danh ghi trén vin ban cua cic co quan, tb chic cip huyen 12 tén
ctia huyén, quén, thi x4, thanh phd thudc tinh, vi du:

Vin ban ciia Uy ban nhan dan huyén Séc Son (thanh phé Ha Ngi) va
cia cdc phong, ban thudc buyén: Sée Son,



Vin ban ciia Uy ban nhan dn quin Go Vép (thanh phé Hd Chi Minh),
ctia cdc phong, ban thudc quan: Go Vdp, .
. Vin ban ctia Uy ban nhin dan thi xa Ba Rja (tinh Ba Ria - Viing Tau) -

va clia cic phong, ban thude thi xa: Ba Rja,

- Pja danh ghi trén van ban ciia Hoi dong nhan dén, Uy ban nhén dén
v cua céc tb chirc cip x3 12 tén clia x4, phudng, thi trén d6, vi du: _

Vin ban ciia Uy ban nhan din x3 Kim Lién (huyén Nam Dan, tinh
Ngh@ An): Kim Lién,

- Vin ban cua Uy ban nhan dan phuo*ng Dién Bién Pha (quin Ba Dinh,
TP. Ha Noi): Phuong Di¢n Bién Phu,

- Dja danh ghi trén vén ban cia cic co quan, td chuc va don vi vil trang
nhin dan thuéc pham vi quan ly ciia B6 Cong an, Bé Quoc phong dugc thuc
hién theo quy dinh cia phép ludt va quy dinh cy thé cia Bd Céng an, Bo
Quéc phong,

b) Ngay, thang, n3m ban hanh van ban

Ngay, thang, ndm ban hanh vin ban la ngay, thang, ndm vin ban du'qc
ban hanh.

Ngay, thang, ndm ban hanh vén bén phai dugc vxet diy du; cac sb chi
ngay, thing, ndm ding chfr so A-rép; 46i véi nhﬁ‘ng s6 chi ngdy nhé hon 10
va thang 1, 2 phai ghi thém s6 0 & trude, cu thé:

Thanh phé H6 Chi Minh, ngdy 05 théng 02 ndm 2009
Qudn 1, ngay 10 thang 02 nim 2010
2, Ky thuat trinh bay
Dia danh va ng,ay, thing, niim ban hanh vén ban duoc trinh bay trén

cing mét dbng véi 6, ky hiéu vin ban, tai 6 s6 4, bing chit in thuomg, o

chix tir 13 dén 14, kleu chir nghleng, c4c chit ci diu ctia dja danh phai viét
hoa; sau dia danh ¢6 dau phay, dla danh va ngdy, thang, nam dugc dit canh
gitra dudi Quoc hiéu.

Diéu 10, Tén loai va trich yéu ndi dung ciia vin bén
1. Thé thic

Tén loai vidn ban 13 tén cua timg loai vin ban do co quan, td chic ban
hanh. Khi ban hanh vin ban d8u phai ghi tén loai, trir cong van.

Trich yéu ndi dung ctia vén ban la mét céu ngin gon hojc mot cum tir

phan anh khai quat ndi dung chu yeu cua van ban.
2. K¢ thut trinh bay

Tén loai vé trich yéu néi dung ciia cac loa1 vin bén ¢6 ghi tén loai duroc
trinh bay tai 6 sb 5a; tén loai vin ban (nghj quyét, quyet dinh, ké hoach, bao
c4o, to trinh va c4c loai viin ban khéc) dugc dit canh giira bang chir in hoa, ¢& -
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chir 14, kiéu chit &img, d3m; trich yéu ndi dung vin ban dugc dit canh gifra,
ngay dudi tén loai van ban, bing chir in thudmg, cg chir 14, kiéu chir dimg,
dam; bén dudi trich yéu ¢6 duorng ké ngang, nét lién, c6 49 dai blng tir 173
dén 1/2 49 dai cia dong chir va d3t can ddi so véi dong chit, vi dy:
QUYET PINH
Vé viée diéu dgng cin b

Trich yeu ndi dung cong vin dugc trinh bay tai 6 s6 5b, sau chit “V/v”
bang chit'in thudmg, c& chir tir 12 dén 13, kiéu chu dimg; dugc dit canh gifra
dudi sb va ky hiéu vin ban, cAch dong 6pt vi s6 va ky hidu van ban, vi dy:

Sé: 72/VTLTNN-NVDP

V/v ké hoach kiém tra cong tic
vin thu, luu trlf niim 2009

Pidu 11. N§i dung viin ban

1. Thé thic )

a) Ndi dung vin ban 1a thanh phan chi yéu cia vin ban.

N6i dung vin ban phai bao dam nhimg yéu cu co ban sau:

- Phit hgp vd&i hinh thirc védn ban dugc sir dung;

- Phit hop véi dudmg 18i, chit trwong, chinh séch ctia Pang; phit hop véi
quy dinh ctia phap luit;

- Pugc trinh bay ngin gon, rd rang, chinh x4c;

- Str dung ngdn ngir viét, cich dién dat don gian, dé hiéu;

- Dung tU ngir tleng Viét Nam ph6 théng (khéng ding tir ngir dia

phuong va tir ngu nuéc ngoai néu khdng thuc sir can thiét). D6i véi thuat ngir
chuyén mén can xéc dinh r3 ndi dung thi phai dugc giii thich trong vin ban;

- Chi duqc vxet tht nhing tir, cym tir thong dung, nhurng tr thuoc ngon
ngir tiéng Viét dé hiéu. Do: voi nhiing tir, cym tir dugc su dung nhiéu 1an
trong vin ban thi c6 thé viét tit, nhung cac chit viét tit 1an du cda tix, cum tir
phai dugc dit trong ddu ngodc don ngay sau tir, cum tir d6;

« Khi vién dén Jan dau vin ban c6 lién quan, phai ghi day du tén loai,
s8, ky hiéu vin ban, ngay, théng, ndm ban hanh vin ban, tén co quan, t6 chic
ban hanh vin ban, trich yéu ndi dung vin ban (dbi véi luat va phap 1énh chi
ghx tén loai va tén cia luat, phap 1énh), vi dy: “... dugc quy dinh tai Ngh; dinh

6 110/2004/ND-CP ngéy 08 thang 4 nim 2004 cia Chinh ph\’) vé cong tac -

vin thu”; trong cic lan vién din tiep theo, chi ghi tén loai va s6, ky hidu cia
vin ban d6;

- Viét hoa trong vin ban hanh chinh dugc thyc hién theo Phy luc VI -
Quy dinh viét hoa trong vin ban hant chinh.

b) B cyc clia viin ban



Tuy theo the logi va ndi dung, viin ban c6 thé c6 phan can cir phéap ly dé
ban hanh, phan mé diu va cb thé dwoc bd cuc theo phan, chu'ong, myc, diéy,
khoén, diém hoac duoc phan chia thanh cac phan, muc tir 16n dén nho theo

mdt trinh ty nhit dinh, cy thé:

- Nghi quyét (c4 biét): theo didu, khoan, diém hoac theo khoén, diém;

- Quyét dinh (ca blet) theo didu, khoén, dlem, cac quy che (quy dinh)

~ ban hanh kém theo quyét dinh: theo chuong, myc, didu, khoan, diém;

- Chi thj (c4 biét): theo khoan, diém;

- Céc hinh thu'c véin ban hanh chinh khéc: theo phan muc, khodn, diém
* hodc theo khoén, diém.

Péi véi cac hinh thire vﬁn ban duoc bo cuc theo phan chu'cmg, muyc,
diéu thi phin, chuong, myc, diéu phai cé tiéu de, '

2. K¥ thuét trinh bay
N¢i dung vin ban dugc trinh bay tai 6 s 6.

Phin ndi dung (ban vin) dugc trinh bay bang chu in thuong (duoc dén
ddu ca hai le), kidu chir dimg; c& chit tir 13 den 14 (phan lon vén trong mét
van ban phéi dung cing mét c& chir); khi xudng dong, chir diu dong phai i
vio tr lcm dén l ,27cm (1 default tab); khoang cach gilta cac doan vin
(paragraph) dit téi thleu 13 6pt; khoang cach gifra cic dong hay cach dong
(line spacing) chon t6i thidu tir cach dong don (smgle line spacmg) hodc tir
" 15pt (exactly line spacing) tr&r 1én; khoang cach t6i da giita cac dong 1a 1,5
dong (1,5 lines).

Déi véi nhimmg vin bén cé phan cin cu' phz}p Iy ¢& ban hanh thi sau m01
< clin clr phén xu6ng dbng, cudi dong c6 dbu “chdm phiy”, riéng cin cit cubi
cung ket thiic bing dau “phéy”.

: Truong hep néi dung vian ban dugc bd cyc theo phén, chuong, muc,
diéu, khon, diém thi trinh bay nhu sau

- Phin, chuong: Tu “Phan®, “Chuong” vé sb thit ty cia phan, chuong
duqc trinh bay trén mét dong neng, canh gitra, bang chit in thudmg, c& chir tur
13 dén 14, kxeu chir dung, dam. S6 thtr tu cta phin, chuong ding chit sé La
Ma, Tiéu dé (tén) cta phan, chuong duqc trinh bay ngay dudi, canh giita,
béng chit in hoa, ¢ chir tir 13 dén 14, kiéu chit dimg, dam;

- Muc: Tir “Muc” va sb thir ty ciia muc duoc trinh bay trén mét dong
riéng, canh giita, bang chi in thudng, cd chit tir 13 dén 14, kidu chit dvmg,
dam. S6 th ty cla muc dung chir s6 A-rép. Tiéu dé clia myc duogc trinh bay
ngay dudi, canh giita, bing chit in hoa, ¢& chit tir 12 dén 13, kiéu chir ding,
dam;

- Piéu: T “Dleu sb thir ty va tleu dé caa dleu du'qc trinh bay béng
chir in thudng, cach 18 trai 1 default tab, sb thir ty cia diéu dung chir s6 A-rép,



sau sb thit tw c6 déu cham; c& chit bang c& chit cia phin 1di vin (13-14), kidu
chir dimg, d4m;

- Khoan: S6 thir tyr cac khoan trong mbi myc ding chit s6 A-rp, sau s6
thir tu 06 déu chim, c& chu s6 béng ¢& chir cia phan 1o vin (13-14), kiéu chit
dimg; néu khoan c6 tidu dé, sb thir ty va tidu dé cia khoan duge trinh bay trén
mdt dong riéng, bing chir in thuong, c@ chix bang cd chu cta phin 1o vin
(13-14), kiéu chir dimg;

- Diém: Thir tr cic diém trong mdi khoén dung céc chit ci tiéng Vigt
theo thi tu abc, sau c6 du déng ngoéc dom, bing chit in thudng, c& chit bang
c& chit ciia phén 1&i vin (13-14), kiéu chit dimg.

Trudmg hop ndi dung vin ban duge phén chia thanh céc phéin, muc,
khoan, diém thi trinh bay nhu sau:

- Phén (néu c6): Tir “Phén” va s6 thir tw ciia phén duoc trinh béy trén
mot dong riéng, canh giira, béng chir in thudmg, c& chit tir 13 den 14, kleu chir
dimg, dam; sé th ty clia phan dung chit s6 La Ma. Tiéu dé cua Phan duoc
trinh bdy ngay dudi, canh glifa bang chit in hoa, ¢& chir tir 13 dén 14, kiéu
chir dimg, dam;

- Muc: So thir ty c4c muc dung chir so La M4, sau c6 dau chim va dugc
trinh béy cach 18 trai 1 default tab; tiéu d& cvia muc duoc trinh béy cung mot
hang véi sb thir tu, bing chir in hoa, c& chit tir 13 dén 14, kidu chit dimg,
dam;

- Khoan: 86 thir ty céc khoan trong mdi myc dung chi s6 A-rap, sau sb
thir tu c6 déu chim, c& chir s6 béng ¢& chit ciia phén 18i vin (13-14), kiéu chit
dimng; néu khoan co tiéu dé, sb thir tr va tiéu d& cia khoan duge trinh bay trén
mét dong riéng, bing chir in thudng, c& chit bing c& chit cia phén 101 van
(13-14), kidu chir ding, dam;

- Diém trinh bay nhu trudng hop néi dung vin ban dugc bd cyc theo
phan, chuong, muc, di€y, khodn, diém.

Didu-12. Quyen hgn, chirc vy, ho tén va chix ky cita ngudi ¢6 thim
quyén

1. Thé thic

4) Viée ghl quyén hun coa ngudl ky duge thyo hién nhu sau:
- - Trucmg hgp ky thay mit tap thé thi phai ghi chir vibt tht “TM ”? (thay
mit) vao trudc tén tap thé Enh dao hojic tén co quan, t chirc, vi dy:

TM. HQOI DONG NHAN DAN TM. POAN PAI BIEU QUOC HQI

: - Truéng hop ky thay ngudi dimg dau co quan, t6 chuc thi phéi ghi chit
. viét tit “KT.” (ky thay) vao trudc chirc vu cita ngudi ding dau, vi dy:

KT.CHU TICH | KT. BQ TRUONG
PHO CHU TICH THU TRUONG
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Trudmg hop cAp phé duzge giao phy trich thi thuc hién nhu cip phé k)'/
thay cap truong;

- Trudng hcrp ky thira 1énh thi phai ghi chu viét tit “TL.” (thira lenh)
vao truéc chirc vy clia ngudi dimg dAu co quan, td chie, vi du:

TL.BOTRUONG TL. CHU TJCH
VU TRUGNG VU TO CHUC CAN BO CHANH VAN PHONG

- Truorng hgp ky thira uy quyén thi phai ghi chir v1et tit “TUQ.” (thira
uy quyén) vao trude chirc vu ctia ngudi dimg dhu co quan, td chuc, vi dy:

TUQ. GIAM POC
TRUGNG PHONG TO CHUC CAN BO

b) Chirc vu ciia ngudi ky

Chirc vy ghi trén vén ban 1a chirc vy 1anh dao chinh thic cia nguoi ky
vin ban trong co quan, td chirc; chi ghi chirc vu nhur B trudmg (B§ trudmg,
Chu nh1¢m) Th trudng, Chu tich, Phé Chu tich, Giam déc, Pho Giam dbc,
Q. Giém ddc (Quyén Glé.m déc) v.v.., khéng ghi nhitng chic vy ma Nha nuge
khong quy djnh nhu: cap phé thuong tryc, cap pho phy trach, v.v...; khong
ghi lax tén co quan, td chuc, trir cic vin ban lién tich, vin ban do ha1 hay
nhiéu co quan, td chirc ban hanh viée ky thira 1énh, ky thira uy quyén do céc
¢o quan, t6 chirc quy dinh cu thé béng van ban.

Chirc danh ghi trén viin ban do céc td chie tr vén (khong thuoc co chu
td chirc ciia co quan duge quy dinh tai quyet dinh thanh lap; quyét dinh quy
dinh chirc niing, nh1¢m vy, co céu td chic cia co quan) ban hanh 13 chirc danh
lanh dao ciia ngudi ky viin ban trong ban hojic héi dong. Don v6i nhimg ban,
hoi dong khong duge phép sir dung con diu cia co quan, td chirc thi chi ghi
chitc danh cia nguoi ky vin ban trong ban ho#c hoi dong, khong dugc ghi
chirc vy trong co quan, td chirc,

Chirc vy (Chuc danh) cta ngudi ky vin ban do hoi ddng hodc ban chi
dao ctia Nha nudc ban hanh ma 13nh dao B§ Xay dung lam Trudng ban hodc
Phé Trudng ban, Chu tich hodc Phé Chu tich Hoi dong duogc ghi nhu sau, vi
du:

TM. HO1 PONG KT, TRUONG BAN
CHU TICH PHO TRUGNG BAN
(Chiz ky, ddu cia Bé Xay dung) (Chit ky, ddu cia B6 Xdy dung)
BO TRUONG BQ XAY DUNG THU TRUONG BQ XAY DUNG
Nguyén Vin A Trin Vin B

Chirc vu (Chire danh) ctia ngudi ky vin ban do hoi dong hoic ban cua
B$ Xay dung ban hanh ma Thir truéng B6 Xay dung 1am Chu tich Hbi dong
hodc Trudng ban, 13nh dao cac Cuc, Vu thudc B$ Xay dung lam Pho Chil tich
Hoi ddng hoiic Phé Truéng ban dugc ghi nhu sau, vi du:
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TM. HQI PONG KT. TRUONG BAN

CHU TICH PHO TRUONG BAN
(Chit ky, ddu ciia B§ Xdy dung) - (Chit ky, ddu ciia B6 Xdy dung)
THU TRUONG VU TRUGNG VU TO CHUC CAN BO
Trdn Vin B LévVanC

¢) Ho tén bao gdm ho, tén dém (néu c6) va tén clia ngudi ky vin ban

Poi v6i vin ban hanh chinh, trée ho ten cua nguoi ky, khong ghi hoc
ham, hoc vi va cic danh hi¢u danh dy khac. Don véi vin ban giao dich; van
ban cha cic td chirc su nghiép gnao duc, y té, khoa hoc hoic Iuc lugng vii
trang duge ghi thém hoc ham, hoc vi, quan ham.

2. K thujt trinh bay

Quyen han, chirc vy ctia ngudi ky duge trinh bay tal b sb 7a, chic vu
khéc cta nguoi ky dugc trinh bay tai 6 so 7b; cac chir viét tit quyén han nhu:
“TM.”, “KT.”, “TL.”, “TUQ.” hoidc quyen han va chirc vy cia nguoi ky dugc
trinh bay bé.ng chirin hoa, c& chir tir 13 dén 14, kiéu chir dimg, dam.

Ho tén clia ngu'bl ky van ban duge trinh by tai 6 s6 7b; bang chir in
thudng, ¢& chit tir 13 dén 14, kiéu chit dimg, dam, duoc dit canh gitra so voi
quyén han, chirc vu ctia ngudi ky. .

Chir ky ctia ngudi c6 thdm quyén duoc trinh bay tai 6 s6 7c.
Piéu 13. Diu cia co quan, td chire

1. Viéc déng diu trén vin ban duoc thyc hién theo quy dinh tai Khoan
2 va Khoan 3 Diéu 26 Ngh1 dinh s6 110/2004/ND-CP ngay 08 thang 4 nim
2004 cta Chinh phi vé cdng tic vin thw va quy dinh cda phép lut c6 lién
quan; viéc dong diu giap lai d6i véi vin ban, tii lidu chuyén nganh va phuy luc
kém theo dugc thyc hién theo quy dinh tai Khoan 4 Piéu 26 Nghi dinh sb
110/2004/ND-CP.

2. Déu ctia co quan, td chirc duqc trinh bay tai 6 s 8; dAu gidp lai dugc
déng vao khoang gura mep Phal cla van ban hoic phy lyc vin ban, trim 1én
mot phin céc to gidy; mbi dau dong tdi da 05 trang vin ban.

Piéu 14. Noi nhén
1. Thé thue
Noi nhin xac dinh nhung €O quan, td chuc, don vj va ci nhan nhan van

ban va ¢6 trach nhiém nhu dé xem xét, g1a1 quyet &é thi hanh; @& kiém tra,
gi4dm sat; dé béo cao; dé trao ddi cong viéc; dé biét va dé luvu.

Noi nhén pha1 duogc xac dinh cu thé trong vin ban. Can cir quy dinh cia
phép luat; cdn clr chirc nang, nhiém vy, quyen han cia co quan, td chirc va
quan hé cong tac; cdn cir yéu cau glél quyét cong vige, don vj hoiic c& nhin
soan théo hoac chii tri soan thao cé trach nhiém dé xuét nhing co quan, t6
chirc, don vi va ca nhin nhén van ban trinh ngudi ky van ban quyét dinh.
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béi véi vén ban chi giri cho mét s6 d6i tugng cu thé thi phai ghi tén

timg co quan, td chir, ca nhin nhin vin ban; d8i voi vin ban duge giri cho

mdt hojc mot s6 nhém a6i twong nhit dinh thi noi nhan duge ghi chung, vi
du:

- Cic B0, co quan ngang BJ, co quan thudc Chinh phu;
- Uy ban nhén dan cdc tinh, thanh ph6 trirc thudc Trung uong;

Péi v6i nhitng vdn ban ¢6 ghi tén loai, noi nhén bao gdm tir “Noi
nhéan” va phﬁn liét ké cac co quan, to chirc, don vj va ca nhan nhan van ban.

Péi v6i cong vin hanh chinh, noi nhin bao gdm hai phén:

- Phin thir nhét bao gbm tir “Kinh gini”, sau d6 1a tén céc co quan, t6
chirc hoic don vi, c4 nhan tryc tiép giai quyét cong viéc;

- Phin thit hai bao gom tir “Noi nhan”, phia duéi 13 tir “Nhu trén”, tiép-
theo 14 tén cac co quan, t§ chirc, don vj va c4 nhan c6 lién quan khac nhan van -
ban. .

2. K¥ thuét trinh bay
Noi nhin dugc trinh bay tai 6 sé 9a va 9b.
Phén noi nhén tai 6 s6 9a dugc trinh by nhu sau:

: - Tir “Kinh giri” va tén c4c co quan, t6 chirc hoéc ca nhén nh4n vén ban
dugc trinh bay bing chir in thudmg, c& chif tir 13 dén 14, kiéu chir dimg;

- Sau tir “Kinh gii” c6 dau hai chiam; néu céng vin gifi cho mét co
quan, tb chirc hoic mét c4 nhan thi tir “Kinh gui” va tén co quan, té chirc
ho#ic ca nhén dugc trinh by trén cing mdt dong; trucmg hop cong van gui
cho hai co quan, 6 chirc hoac ca nhén trd 1€n thi xubng dbng, tén mdi co
quan, t6 chirc, c4 nhan hofc mdi nhém co quan, td chirc, ca nhén dugc trinh
bay trén mjt dong riéng, dau dong c6 gach dau dong, cudi dong c6 déu cham
, phay, cudi dong cudi cling ¢ déau cham, cic gach dau dong dugc trinh bay
~ thing hang véi nhau duéi déu hai chdm.

*'Phén noi nh4n tai 6 s6 9b (4p dung chung déi véi cong vin hanh chinh
va cac loai van ban khac) dugc trinh bdy nhu sau:

-~ TU “Noi nhéan” duge trinh bay trén mot dong riéng (ngang hang voi
dong chit “quydn han, chivo vy cha ngudl ky” va sht 18 tréi), sau eé ddu hal
chim, bang chir in thudmg, c& chir 12, kiéu chix nghiéng, dam;

4 - Phén ligt kc cdc co quan, td chirc, don vi vé ¢4 nhin nhan van ban

duogc trinh bay bing chir in thuomg, c& chu 11, kiéu chir dung, tén modi co
quan, té chirc, don vi va c4 nhin hojc mdi nhom €0 quan, td chirc, don vi
nhan vin ban duoc trinh béy trén mot dong riéng, dhu dong co gach dﬁu dong
sat 18 trai, cudi dong co dau cham phdy; riéng dbng cudi ciing bao gbm chir
“Luu” sau ¢ déu hai cham, nep theo 14 chir viét tit “VT” (Vin thu co quan,
t6 chirc), ddu phiy, chir viét tit tén don vi (hodc bd phén) soan thio vin béan
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va sb luong bén luu (chi trong nhiing trudng hop can thiét), cudi cing 14 du
cham,

Pidu 15. C4c thanh phin khic

1. Thé thirc

a) D4u chi mirc 4 mat

Viée xdc dinh va dong diu do mdt (tuyét mét, t5i mat hosic mat), dau

thu hbi d01 véi van ban ¢6 ngi dung bi mat nha nudc dugc thyc hién theo quy
dinh tai Pidu 5, 6, 7, 8 ciia Phap 1énh Bao vé bi mét nha nude nam 2000.

b) Diu chi mirc d6 khin

Tuy theo muc d6 cin dugc chuyén phét nhanh, vin ban duqc xac dinh
d6 khin theo bén mirc sau: khin, thugng khin, hoa tdc, hoa tdc hen gid; khi
soan thao vén ban c6 tinh chit khén don vj hogc c4 nhan soan thao vin ban
& xudt mirc 49 khén trinh ngudi ky vén ban quyét dinh.

c) Bon véi nhitng van ban cé pham vi, dbi tugng dugce pho bién, st
dung han ché, sir dyng cic chi din v& pham vi luu hanh nhu “TRA LAI SAU
KHI HQP (HQ1 NGHY)”, “XEM XONG TRA LAI”, “LUU HANH NOI BO”.

d) Péi véi cong van, ngoai cac thanh phin dugc quy dinh c6 thé bo
sung dia chi co quan, t chirc; dia chi thu dién tir (B-Mail); s dién thoai, s&
Telex, s Fax; dia chi trang thong tin dién tir (Website).

d) Déi véi nhitng vin ban cin dugc quéan 1y chit chd v& sé luong ban
phét hanh phai c6 ky hiéu ngudi ddnh may va s6 lugng ban phat hinh.

e) Trudng hop vin bén ¢ phy lyc kém theo thi trong van ban phai c6
chi d4n vé phu lyc d6. Phu lyc van ban phai c6 tiéu de van ban ¢0 tir hai phu
luc tré 1én thi cac phy lyc phai duge danh so thir ty bang chit s6 La M.

g) Vin ban c6 hai trang trd 1én thi phai danh sb trang bang chir s6 A-
rap.

2. K¢ thuit trinh bay

a) DAu chi mirc 45 mat

Con dau cdc d6 mat (TUYET MAT, TOl MAT hoac MAT) va diu thu

hoi dugc khiic sin theo quy dinh tai Mye 2 Thong tw s& 12/2002/TT-BCA
ngdy 13 thang 9 nam 2002 hu'dng din thire hién Nghi dial 56 33/2002/ND-CP
ciia Chinh phu quy dinh chi tiét thi hanh Phép lenh Bao ve bi méat nha nuéc
nam 2000. Déu d6 mat dugc dong vio 6 sé 10a, ddu thu hdi dugc déng vio 6
sd11.

b) Déu chi mirc d6 khén

Con d4u cic d6 khén dugce khic sn hinh chit nhat c6 kich thuéc 30mm
x 8mm, 40mm x 8mm va 20mm x 8mm, trén d6 céc tr “KHAN”, “THUONG
KHAN”, “HOA TOC” va “HOA TOC HEN GIU” trinh bdy bang chit in hoa,
phdng chit Times New Roman c& chir tir 13 dén 14, kiéu chir dimg, ddm va
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dét cin d6i trong khung hmh chu' nhat vién don. Du 5 khin dugc déng vao
6 s 10b. Myc dé dong ddu d6 khin dung mau doé tuoi.

¢) C4c chi din v& pham vi hru hanh

Céc chi din v& pham vi luu hanh trinh bay tai & s6 11; cic cum tir
“TRA LAI SAU KHI HOQP (HOI NGHI)?, “XEM XONG TRA LAI” “LUU
HANH NOI BO” trinh bay cin ddi trong mot khung hinh chi nhat vién don,
bing chir in hoa, phong chit Times New Roman, c& chit tir 13 dén 14, kidu
chir dimg, dam.

d) Dla chi co quan, td chirc; dia chi thu dién tir (E-Mail); s6 dién thoaa
sb Telex, s6 Fax; dia chi Trang thong tin dién tir (Webs1te)

Céc thanh phan niy dugc trinh bay tal b s6 14 trang thit nhét cia vin
ban, béng chit m thudng, c& chit tir 11 dén 12, kiéu chir dimg, dudi mét
dudmg ké nét lién kéo dai hét chiéu ngang cia ving trinh bay van ban.

d) Ky hiéu ngudi danh may va sb lugng ban phat hanh

Duoc trinh bay tai 6 so 13; ky hiéu bing chit in hoa, s6 lugng ban bing
chu' 6 A-rap, c¢& chit 11, kiéu chir dimg.

e) Phy luc vin ban

Phuy luc vidn ban dugc trinh bay trén cac trang riéng, “Phy luc” va s6
thit trr cia phu lyc dugc trinh bay thanh mot dong riéng, canh giita, bing chir
in thuong, c& chir 14, kiéu chit dimg, d4m; tén phy lyc dugc trinh bdy canh
giita, bing chir in hoa, ¢& chir tir 13 dén 14, kiéu chir dng, dam.

g) S6 trang vin ban

Sé trang dugc trinh. bly tai goc phai & cudi trang gidy (phan footer)
bc’mg chu' sb A-rap, ¢& chir 13-14, kléu chir dimg, khong danh so trang thir
nhit. S6 trang ciia phu luc dugce dénh 86 rigng theo ting phu luc.

M3u chit va chi tiét trinh bay céc thinh phin thé thitc vin ban dugc
minh hoea tai Phy luc I'V kém theo Thong tur nay.

Maiu trinh bay mdt s6 loai van ban hanh chinh diroc minh hea tai Phu
Iyc V kém theo Thong tur nay.

Chwong 111
THE THUC VA KV THUAT TRINH BAY BAN SAQ

Piéu 16. Thé thirc bin sao

Thé thirc ban sao bao gdm:

1. Hinh thi¢ sao

“SAO Y BAN CHINH” hoac “TRICH SAO” hodc “SAO LUC”.
2. Tén co quan, t6 chirc sao vin ban

3. 86, ky hiéu ban sao bao gbm s thir tu ding ky duorc danh chung cho
c4c loai ban sao do co quan, td chirc thuc hién va chit viét t4t tén loai ban sao
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theo Bang chiy viét tit tén logi vin bén va ban sao kém theo Thong tu ndy
(Phy Iyc I) S5 duoc gh1 bang chir s6 A-rap, bt dAu tir s8 01 vao ngay dau
nam va két thic vao ngay 31 thang 12 hang nim.

4. Chc thanh phin the thirc khac clia ban sao vin ban gdm dia danh va
ngay, thang, nam 520; quyén han, chirc vy, ho tén va chir ky cua nguai co
thim quyen, diu cia co quan, td chirc sao vin ban va noi nhan duoc thyce hién
theo hudng din tai Pidu 9, 12, 13 va 14 ciia Thong tu ndy.

Piéu 17. K§ thujt trinh bay

1. Vi trf trinh by cédc thanh phin thé thirc ban sao (trén trang gidy khd
A4)

Thuye hién theo so dd b tri c4c thanh phdn thé thirc ban sao kém theo
Théng tu ndy (Phu lyc ITI).

Céc thanh phan thé thirc ban sao du'qc trinh bay trén ciing mét t& gidy,
ngay sau phan cudi cung cua vin ban cin sao dugc photocopy, dudi mot
dudng ké nét lién, kéo dai hét chidu ngang clia viing trinh bay vin ban.

2. Ky thuat trinh bay ban sao

a) Cum tr “SAO Y BAN CHINH”, “TRICH SAO” hojc “SAO LUC”
dugc trinh bay tai 6 s& 1 (Phu luc III) bing chir in hoa, ¢& chir tir 13 dén 14,
kiéu chi dimg, dam.

b) Tén co quan, t chirc sao vin ban (tai 6 so 2); s6, ky hidu ban sao (tai
6 sb 3) dia danh va ngay, thang, nim sao (tai 6 sb 4); chirc vy, ho tén vé chir
ky ctia nguoi c6 tham quyen (tai 6 sb Sa, Sb va 5c); ddu cia co quan, td chirc
sao van ban (tai 6 sb 6), nm nhin (tal 6 s6 7) dugce trinh bay theo hudng dan
trinh bdy cic thanh phan thé thic tai Phy luc II1.

Miu chir va chi tiét trinh biy céc thanh phin thé thirc ban sao duge
minh hoa tai Phyu luc IV; méu trinh by ban sao dugc minh hoa tai Phu lyc V
keém theo Théng tur nay.

Chuong IV
TO CHOC 'muc HIEN

Piéu 18. Dieu khoin thi hanh

Théng tu ndy c6 hiéu hyc sau 45 ngay ké tir ngay ky.

Nhing quy dinh vé& thé thirc va k§ thuét trinh bay vin ban hanh chinh
v& ban sao van ban dugc quy dinh tai Thong tu lién tich sé 55/2005/TTLT-
BNV-VPCP ngay 06 thang 5 nam 2005 cia B N6i vu va Vén phong Chinh
phit huémg dan thé thirc va k§ thuit trinh bdy vin ban hanh chinh trdi véi
Théng tr ndy bi bai bo.

Diéu 19. Tb chirc thwe hién

Bg, co quan ngang B§, co quan thugc Chinh pha, Uy ban nhén dn céc

tinh, thanh pho tryc thuge Trung vong, Tap doan kinh té nha nudc, Tong cong
ty nha nuéc (91) chiu trach nhiém té chitc trién khai thyc hién Théng tu nay.
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Céc B, nganh clin cir quy dinh thé thitc va k§ thujt trinh bay vin ban
tai Thong tr ndy dé quy dinh thé thirc va k¥ thuét trinh by vin ban chuyén

nganh cho phu hqp.//.%/

Noi nhdn: _BO TRUGNG
- Thé tuéng, cic Phé Thi tuémg Chinh pha; P N,

" - Van phong Trung wong Dang;
- Van phong Quéc hdi;

- Vian phong Chu tich nudéc; :
- Céc B§, co quan ngang B, co quan thudc Chinh phu; |}
- HOND, UBND céc tinh, thanh phd tryc thudc TW;
- Vién Kiém sét nhin dén t5i cao;

- Tod &n nhin din t6i cao; )
- Kiem toén Nhd nuéc; - gl £

- Co quan Trung wong ciia c4c doan thé; Tran Vin Tuan
- Céc T4p doén kinh t€, Téng cong ty nha nudc (91);

- Cyc Vin thu va Lvu trt Nha nude (10b);

- Cuc Kiém tra van ban QPPL (B$ Tu phép);

- Cong bio;

- BNV: B§ trudng, cac Thir tnrdmg, céc don vj thude va

tryc thuge B§;

- VPCP: B§ trudmg CN, cic Phé CN;

- Website BNV,

- Laru: VT, PC (BNV). 320b.
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Phl} lucl

Stt | Tén logr Vi Tan hanh chinh Chir viét tht
1. | Nghi quyet (c& biét) NQ
2. | Quyét dinh (ca biét) QP
3. | Chi thi (c4 biét) CT
4. | Quyche QC
5. | Quy dioh Qb
6. | Thong cdo TC
7. | Thong bao TB
8. | Hudng din HD
9. | Chuong trinh CTr
10. | Ke hoach KH
11. | Phuong an PA
12. | Dé4n DA
13. |Duén DA
14. | Bao cdo BC
15. | Bién ban BB
16. | To trinh TTr
17. | Hop dong HD
18. | Coug vin
19. | Cong dién Cb
20. | Ban ghi nhé GN
21, | Ban cam ket CK
22. | Ban thoa thuén TTh
23. | Gidy chtmg nhéin CN
| 24, Gnay uy quyen UQ
25. | Giay méi CM
26. | Gidy gidi thiéu GT
27. | Gidy nghi phép NP
28. | Giay di dudmg bb
29. | Giay bién nhén ho so BN
30. | Phiéu gii PG
31. | Phicu chuyén PC
3%, | Theetng
Bin sao vin bdn
1. | Ban sao y bin chinh SY
2. | Ban trich sao TS
3. | Bénsao luc SL




,ﬁ%

Phu lyc 11

CAC THANH PHAN THE THU'C VAN BAN
ot trang gidy khd A4: 210 mm x 297 mm)

emsn wtw #6 01 /201 1/TT-BNV ngay A48 thdng 8/ ndm 2011 ciia B¢ Noi vi)

20-25 | mm 11
R 1
15 .
3 4
5b Sa
10a 9a
10b 12
30-35 mm E
—>
[
6 &
v
B
Ta
9b
13 8 7 Tc
7b
14
| 20-251111111




Ghi chu:

7a, b, 7c

9a, 9b
10a
10b
11
12
13
14

15

Thanh phin thé thirc vin ban

Quéc hidu |

Tén co quan, td chvrc ban hanh vin ban

S5, ky hidu ciia van bin

Dija danh va ngay, thang, nAm ban hanh viin ban
Tén loai va trich yéu ndi dung vin béan

Trich yéu ndi dung cong vin

Ngi dung vin bin

Quyén han, chirc vy, ho tén va chit ky ciia ngudi c6 thim quyén
DAu ciia co quan, t chirc

Noi nhan

Déu chi mirc 43 mét

Diéu chi miic 45 khin

Déu thu hdi va chi dén v& pham vi hru hanh

Chi dn vé dy thio viin ban

Ky hiéu nguri d4nh may va s6 lugng bén phét hanh

Dia chi co quan, t chitc; dja chi E-Mail; dja chi Website; s dién
thoai, s6 Telex, sb Fax

Logo (in chim dudi tén co quan, t chirc ban hanh vin bin)



. Phu luc 111 .
AC THANH PHAN THE THUC BAN SAO VAN BAN
rén mot trang gidy khé A4: 210 mm x 297 mm)

y d

Thong tie s6 M /201 1/TT-BNV ngay A9 thang ¥ néim 2011 ciia B Néi vu)

479 1 S
Fa¥Ry DERY x: ;’: o :
RATABLEN 008 GF
.sg%»;»w”ag:

2 ‘ 1
3 4 .
30- = -
Lﬁ‘ﬂ, —t
1 (o]
| 2
: Sa
6 [15¢
. . 5b '
20-25;mm
Ghi cha:
Osd :  Thanh phiin thé thirc ban sao
1 : Hinh thirc sa0: “sao y bén chinh”, “trich sao” ho#c “sao huc”
2 :  Tén co quan, t chirc sa0 viin ban
3 : S8, ky hi¢u bén sao
4 © Diadanh va ngiy, thang, nim sao
5a, 5b, 5¢ :  Chirc vy, ho tén va chit ky cita ngudi c6 thim quyén
6 :  Déu ciia co quan, 3 chirc
7 : Noi nhan




Phu luc IV

j\ HI TIET TRINH BAY Tm': THUC VAN BAN VA THE THU'C BAN SAO
wtheo Thong te s6M/2011/TT-BNV ngiyd9thémg ndm 2011 ciia Bo Nji vy)

dmu, khodn, didm, tiét, tiéu |

tiét

Stt Thanh phén tmmc Logichir[| C& | Kiéuchir Vi du minh hog
va cbi tlét trinh by chir Phong chir Times New Roman ci?,
| (D) ) 3 “ S) (6) @
"1 1 | Quéc hita
- Dong trén Inhoa | 12-13 | Pimg, ddm COQNG HOA XA HOI CHU NGHIA VIET NAM 12
- Dong duét In thudmg | 13-14'| Dung, déim Pic Iip - Ty do - Hanh phic 13
- Dong ké bén dudi
2 | Tén co quan, t6 chuc
~Tén Co quan, 1 chu'c cha , . L
| | quincap trén tryg tiép Inhoa | 12-13 Ding BQ TAI CHINH 12
- Tén co quan, t6 chitc Inhoa | 12-13 | Pimg, dim CUC QUAN LY GIA 12
- Dong k¢ bén duéi ' -
3 | 89, ky hiéu cia van ban Inthudng | 13 Bimg S6: 15/QD-BNV; 84: 05/BKHCN-VP,; $6: 12/UBND-VX | 13
4 | Dia danh va ngdy, thing, nim | In thudng | 13-14 | Nghiéng Ha Néi, ngay 05 thang 02 ndm 2009 13
ban hinh vin ban Thanh pho Hé Chi Minh, ngdy 29 thdng 6 nim 2009
5 | Tén loai va trich yéu ndi dung
a_| Doi véi vin ban ¢o tén loai
- Tén logi viin bén In hoa 14 | Dimg, dim CHI TH) 14
- Trich yéu ndi dung Inthwdng | 14 | Dimg, dim Vé cong tic phéng, chong lut bio 14
- Dbng ké bin dudn . —
b | Ddi véi cong van. j
Trich yéu ndi dung Inthudng | 12-13 |  Pimg Vv néng bfic luong nim 2009 13
6 INoi dung vin ban In thudng | 13-14 Dimg Trong cdng téc chi dao ... 14
s | Gom nh.m chmmo mys,




v “phan”, “chuong” va sb ' . S
this tw cia phin, chuong Inthudng| 14 | Pimg, dim Phin I Chwong 1 14
- Tiéu & cia phan, chuong Inhoa |13-14| Dimg dim | QUY BINH CHUNG QUY PINHCHUNG | 14
T “muc” vA 55 thiz ty Tn thudng | 14| Dimg, dim Myc 1 14
- Tiéu 8¢ ciia my¢ Inhoa | 12-13 | Primg, dim GIAI THICH LUAT, PHAP LENH 13
- Pitu In thuong | 13-14 | Dimg, ¢im | Dicu 1. Ban sao vin ban 14
- Khoan In thudmg | 13-14 Pimg 1. Céc hinh thic ... 14
~Ditm Inthudmg | 13-14| Dimg [2)Doivéi.... 14
- Tiét In thuong | 13-14 Dimg - 14
- Ticu tiét . In thudng | 13-14 Dimg + 14
Gom phan, muc, khoan, diém,
| tiét, ticu nét

- Tis “phan” va s thir ty Inthuomg | 14 | Dimg, ¢im Phin I 14
- Tiéu 8¢ ctia phin Inhoa | 13-14| Dimg, dim TINH HINH THU'C HIEN NHIEM VU ... 14
-SSthirtu vatieudé ciammyc | Inhoa | 13-14 | Dimg, dim | L. NHUNG KET QUA... 14
- Khodn:
Trudmg hop c6 tiéu de In thuomg | 13-14 | Dimg, djm | 1. Pham vi va 30i tirgng 4p dung 14
Trudmg hop khong c6 ticu d¢ | In thudmg | 13-14 Dimg 1. Th(‘)ng tu nay c6 hi¢u lyc thi hinh sau 15 ngay ké... | 14
- Piém In thudng | 13-14 Dimg | a) Ddi vai .. 14
- Tiét Pimg - 14
- Ticu tiet Dimg |+ 14

Chirc vy, ho tén cia ngudi ky .
- Quyén han cia ngudi ky Inhoa {13-14: Dimg dim | TM. UY BANNHANDAN | KT.BO TRUONG | 14
- Chirc vu ciia ngudi ky Inhoa |13-14! Pimg, dim CHU TICH THU TRUONG 14
- Ho tén cda ngudi ky Ir thuomg | 13-14 | Dimg, dam Nguyen Vin A Tran Vin B 14
Noi nhiin
Tu “kinh gm va tén co quan, | Inthuomg | 14 Pimg 14
10 chirc, ca nhin )
- Giri mét not Kinh giri: B4 Cong Thuong 14




- Giri nhiéu noi Kinh gisi: 14
- B3 Ndi vy,
- B6 K& hoach va Bau tu;
- B9 Tai chinh.
b | Tir“poi nhgn” vi tén co quan,
b chirc, c4 nhin
- Tix “noi nhzm” Inthudmg { 12 | Nphifng, 88m | Noi nhin: Noi nhgn: (40i véi cong van) | 12
- Tén co quan, 10 chixc, ca Inthuomg | 11 Ping - Cac BY, co quan ngang By, ...; | - Nhur trén; 11
nhén nho vén bin, bén sa0 - Lvu: VT, TCCB - Liu: VT, NVDP
9 | Déu chi mirc 46 khin Inhoa |13-14 | Pimg, dim HOA T6C THUONG KHAN | [xmAN || B
e Y
10 | Chi d4n v& pham vi lvu hinh | In thudmg | 13-14 | Dimg, dim XEM XONG TRA Lal | [LUUHANE NOEBD! ’ ..13\
11 | Chi dfin v& dye thdo vin ban Inhoa |13-14| Pimg, dim DU THAO DU THAO 10
h_Z_ Ky hiéu ngub'x d4ah may, Inthuémg| 11 Pimg PL.(300)
nhin béan va sb 0 hugng bén
13 | Dia chi co quan, chiic; dja | In thudmg | 11-12 Pimg S6 XX pbd Tring Tifn, quin Hoan Kiém, Ha Nji
chi E-Mail, Websnte 56 dién BT: (04) XXXXXXX, Fax: (04) XXXXXXX
thoai, 56 Telex, so Fax E-Mail: Website:
14 | Phu lyc vin bin
- Tir “phu luc™ vi s6 thir ty
cia phu luc In thudm, 14 | Dimg, dim Phuluc I 14
- Tiéu d¢ cia phy luc Inhoa | 13-14| Pimg, &im BANG CHU VIET TAT 14
15 [ SO trang Inthuimg | 13-14|  Pimg 2,7,13 14
16 | Hinh thvic sao Inhoa |13-14| Pimg, d4im | SAO Y BAN CHINH, TRICH SAO, SAOLUC | 14

Ghi chvi: C& chif trong cing mdt viin ban Uing, gidm phai théng nhis, vi
Qubc higu, diog wén o chit 12, 1h! dug diedi eF chir 13; dja dash va ngly, théng, nam van Hia ¢ chif 12, /&%

i du: Qudc hidy, dong wén ¢ chit 13, déng dudi ¢d chit 14; nhung




R Phy lnc V
141 TRINH BAY VAN BAN VA BAN SAO VAN BAN

Miul.l - Nghi quyét (ca biét)

Miu 1.1.1 - Nghij quyét (ca biét) ciia Thudng tryc HDND
M2u 1.1.2 - Nghj quyét cia Hoi @dng quan tri

Miu12 - Quyét dinh (c4 biét) (quy dinh tryc tiép)
Miul3 - Quyét dinh (ca biét) (quy dinh gidn tiép)
Miul.4 - Vinban cé tén loai khic

MiulsS -Congvin

Miu16 - Quyét dinh (ca biét) (quy dinh tryc tiép) ciia Thudmg tryc HDND*
Miu 1.7 - Vin ban c6 tén logi ciia cic Ban HDND
Miul8 - Vin ban cb tén loai cia Poan Pai bidu Qudc héi
Miul9 -Congdién

Miu 1.10 - Gidy mdi

Miu 1.11 - Gidy giéi thiéu

M3u 1.12 - Bién ban

Miu 1.13 - Gidy bién nhén hd so

Miu 1.14 - Gidy chimg nhin

Miu1.15 - Gidy di dudng

M3u 1.16 - Gidy nghi phép

Miu 1.17 - Phiéu chuyén

M3u 1.18 - Phiu gwi

Miu1.19 - Thurcong

2. Méu trinh bay ban sao vin bin

Méiu2.1  Ban sao vin ban

Aoy



Miu 1.1 --‘Nghi quyét (ca bigt)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM -

TEN CO QUAN, TO CHUC (2) Dic lap - T do'- Hanh phiic
Sé: /NQ-...(3)... w(4)...mgdy  thing  ndm20...
NGH] QUYET

THAM QUYEN BAN HANH
Cin cir 4
I O oeeieieeee e eseeeeeeeeesesseesasssssnansssaeaseasssansnnasssstssasssnnnnsesansesessssasseons
................................ )
...................................................................... ,
QUYET NGHI:

3 T P (6)enveereeeeeeeeeeeeeeesessessess e s esneneneesteseas s

D U e oo —————————— i,

Rt o oo i,
..................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu Diéu..... ;
L VT, ...(7). Axx(8). (Chit ky, ddu)

Ho vi tén

Ghi chii:

(1) Tén co quan, t6 chirc chit quan trre tiép (néu cd).

(2) Tén co quan, t6 chirc ban hanh nghi quyét.’ '

(3) Chir viét tht tén co quan, td chirc ban hanh nghi quyét.

(4) Pia danh.

(5) Trich yéu ndi dung nghj quyét.

(6) Néi dung nghj quyét.

(7) Chir viét tit tén don vi soan thdo viin ban va 56 lugng ban twu (néu cin).
(8) Ky hiéu ngudi dinh may, nhin ban va s6 hwong ban phat hanh (néu cin).



M#u 1.1.1 - Nghj quyét (cé biét) ciia Thwdmg tryc HDND

HOI BPONG NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
eoe(1)eee Pic I§p - Ty do - Hanh phic
Sé: /NQ-HDND w(2)...,ngdy  thdng ndm20....
NGH] QUYET

cscesessesescsssasancansss (3)

THUONG TRYC HQI PONG NHAN DAN ... (1) ...

Cin ctt Luét T6 chirc Hi dong nhin d4n va Uy ban nhén din ngay 26 théng
11 nam 2003;

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Noi nhgn: TM. THUONG TRY'C HDND
Nhuméu ..... ; ‘ CHU TICH (6)
- Lina: VT, ..(7). Axx(8). (Chit ky, ddu)

Hg va tén

Ghi ché:
ggge:mthmphémcdmoc Tmnguong(ténﬂu?ti.thﬁnhphédmécﬁnh,ténxi,th;uﬂn)

(3) Trich yéu ndi duzngh; quyét.

(4) Céc cin cir khic d€ ban hanh nghi quyét.

(5) N6i dung nghij quyét.

(6) Chire vu cda ngudi ky, trudmg hop Pho Cha tich duchlaokythay Cha tich thi ghi chif viét tis
“KT. ”véntruécchucvu Chu tich, bén dudi ghnclmcvucﬁanmrbnk?(?hb Chu uch)

(7) Chir viét tit tén don vi soan thio va s lugng ban lvu (néu
(S)Kyhxéungumdénhméy,nhmbénvéséluengbénphéthﬁnh(ncucﬁn)



Miu 1.1.2 - Nghi quyét cia Hi ddng quan tri

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM*

TEN CO QUAN, TO CHUC (2) Djc lip - Ty do - Hanh phiic
S6:  /NQ-...(3).. wA#)...ngdy  thdng  ndm 20....
NGHI QUYET

0208800000 000002080000000 (5) sovsaas

HOI DPONG QUAN TR] ... 2) ...

CANLCW oot ire e s eeeeeesbs e e e e esasnnaaseeeseaeersnnabans ;
[0 1 1 v1 | PP REP RO
N
............................................................................................................. .
’
QUYET NGHI:

Ditu L. oo (6).nvrivereeeeeeeee et seees ettt

DHBU cue oottt et eat et eesse et e e een e eeema s eresesseeeeneraes et
..................................................................................................................... /.
Nei nhgn: TM. HQI PONG QUAN TRI
- Nhu Dicu... CHU TICH (7)
: Luu: VT, ...(8). A.xx(9). (Chiz ky, ddu)

Ho va tén

Ghi chi:

1) Tén co quan, 16 chirc chit quan tryc tiép (néu c6) hoic Céng ty me (néu cin).

(2) Tén co quan, t chirc ban hanh nghi quyét. -

(3) Chir viét tit tén co quan, t3 chirc ban hanh nghj quyét.

(4) Pja danh.

(5) Trich yéu ndi dung nghi quyét.

(6) N§i dung nghi quyét.

(7) Chirc vy ciia ngudi ky, trudong hop Phé Cha tich dugc giao ky thay Chi tich thi ghi chir viét tit
“KT.” vao trude chic vy Chi tich, bén duéi ghi chirc vu cia ngudi ky (Phé Chu tich).

(8) Chir viét tit tén dom vi soan thio vin ban va s6 luong ban luu (néu cin).

(9) Ky hiéu ngusi danh may, nhin ban v s lugng ban phat hanh (néu cin).



Miu 1.2 - Quyét dinh (quy djnh truc tiép)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHYf NGHIA VIET NAM

TEN CO QUAN, 10 CHUC (2) Bic lip - Ty do - Hgnh phéac
S§: (3) /QP-..(4). e, (5) «ecoee , hgay thang  ndm 20...
QUYET DINH
Vé vige ©)
THAM QUYEN BAN HANH (7)
L0F:11 1 1 | SRR (8) wereeeecrraeeeeereerieee e se st s e eaeeseaaeres ;
CANCW ..veeeeeeeeeeecrrccneecsrnecenerassnaneas () ceeeeeereeecctrccene e sene e nee e ;
XEt B8 MBI CUA ..ot s sess e sesssse s sbesssbes e ses s saenes ,
QUYET DINH:
PIRU L. oo eseeseeneseeens Q10) .. i aetseaseeseses st sees s e rassssases
DU ee cvoveeeerreeeresceereeseseiireeeesenesesesessessassasesesasasssssssss e e sssa e s s seesantenesasaseenneaes
..................................................................................................................... /.

CUA NGUOIKY (1)

- Nhu Ditu....; i “ :
- Lins: VT, ..(12). Axx(13). (C’»f? K, ddu)
' Ho va tén

Ghi chit: .
(1) Tén co quan, td chirc chit quan tryc tiép (néu cb):: o

(2) Tén co qumzttb chizc hoic chitc danh nha nudc ban hinh quyé& dinh.

(3) Déi véi quy dinhcébietikhang,ghinambanhéhhgiﬁasévikﬁshi&l ciia viin ban,

(4) Chi viét tit tén co quan, t6 chirc hofic chirc danh nha nuéc ban hinh quyét dinh.

(5) Dia danh. .

(6) Trich yéu ndi dung quyét dinh. s o

(7) Néu thim quyén ban hanh quyét dinh thube v& ngudi diing dhu co quan, t8 chirc thi ghi chirc v ciia
ngudi dimg ddu (vi dw: BY trudmg BS..., Cuc trudmg Cyc..., Gidm dbc..., Vién trudng Vién..., Chi
tich...); néu thim quyén ban hinh quyét dinh thu6c vé thp thé Iinh dao hodc co quan, t8 chirc thi ghi tén
tap thé hojic t2n co quan, td chirc 86 (vi du: Ban thudmg wy..., Hbi 88ng..., Uy ban nhiin dén...).

(8) Néu cic clin o tryc tiép dé ban hinh quyét dinh (vin ban thinh lp, quy dinh chirc ning, nhiém vy,

quyén han cda co quan, td chirc). .
(9) Céc vin ban phép Iy lién quan tryrc ticp dén vin 82 gidi quyét trong ndi dung quyét dinh.
(10) N6t dung quyét dinh. | |

(11)- Quyén han, chirc vu cda ngudi ky nhu B) trudmg, Cuc, trudmg, Giam déc, Vién truomg v.v...;
trwong hop ky thay mit tip thé linh dao thi ghi chit viét tit “TM.” vao trudc tén co quan, t6 chirc bofic
tén tap the Unh dao (vi dy: TM. Uy ban nhén déin, TM. Ban Thuémg vy, TM. Hi dbng...); trudmg hop
cip phd dirge giao ky thay ngudi dimg dAn co quan thi ghi chir viét tht “KT.” vao trudc chirc vu ciia
ngubid&ngdﬁmb&lduéighichﬁcvucﬁangu&i ky viin bin; céc truémg hop khac thyc hién theo budng
dan tai Khodn 1, Diéu 12 ciia Thong tr niy.

(12) Chix viét tit tén don vi soga thdo va s& lugng ban hrz (néu chn).

(13) Ky hiéu ngudi d¢inh may, nhin ban vA s8 lwyng ban phat hinh (néu cin).



MAu 1.3 - Quyét dinh (quy dinh gidn tiép)

TEN CQ, TC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Djc 1ap - Tir do - Hanhb phiic
sé: /QD-..(3)e.. e (4o mgdy  thing  ndim 20...
QUYET PINH
Ban hﬁnh (Phé duyét) 0060888400 (5) S0 AQOVPCNCO0AE0RPOO R R ECOERECSNNAGRGGIE
THAM QUYEN BAN HANH (6)
CARCIW ..ot () oot vreveens
Cin cr ... s
XEE A NN CUA ..ot eeeesteee s ee st sesevessecassenies ,
QUYET PINH:
Dbiéu 1. Ban hanh (Phé duyét) kém theo Quyet dinh nay ...... (5) cverereererrnennan
DHCU cau .ot as sttt e st s et rinen
..................................................................................................................... /.
NS:, ngép: QUYEN HAN, CHUC VU CUA NGUOI KY (8)
- Nhu Dieu....;
T Ciirererectanas . Chﬁ' r, dd’
- Lwru: VT, . (9) A.xx(10). f k)., a ¥
Ho va tén

Ghi cha:

™ Mau nay 4p dung 86i véi cac qu yét dinh (ca blét) ban hinh hay phé duyét m6t vin bin khac nhu
quy ché, quy dinh, , chuong trinh, ke boach, aé 4n, phwong an...

(1) Tén co quan, to chitc chi quan trre tiép (néu cb).

(2) Tén co quan, t8 chirc hoéc chirc danh nha muéc ban hanh quyét dinh.

(3) Chix viét tit tén co quan, td chitc hojic chirc danh nhi mrdc ban hanh quyét dinh,

(4) Dia danh

(5) Trich yéu néi dung quyét dinh.

(6) Néu thim quyen ban hanh quyét dinh thudc v& ngudi ding diu co quan, t8 chirc thi ghi chitc v
clia nguoi dung diu (v: du: B trudng Bo , Cuc tru(mg Cuc..., Giam dbc..., Vién trudmg Vién..., Cha
tich...); néu tham quyén ban hﬁnh quyet dlnh thude vé tap thé linh dao hoac co quan, 10 chic thl ghi
tén tap thé hoic tén co quan, to chitc 46 (vi du Ban thudmg wy..., Hji dong , Uy ban nhin dan...).
(7) Néu cdc cin cir tryuc tiép dé ban hanh quyét dinh (nhv ghi chu & miu 1.2).

(®) Quyén han, chirc vu cia ngudi ky nhu B trudng, Cuc trudmg, Gidm dbc, Vién tnréng v.v..
treomg hop ky thay mét tdp the Iinh dao thi ghi chir viét tit “TM.” vio traéce tén co quan, ts chire
hoic tén tap the lanh dao (vi dy: TM. Uy ban nhin dian, TM. Ban Thuong , TM Hoi dong...);
trudng hqp cap pho dugc giao ky thay ngudi dimg ddu co quan thi ghi chir viét tit “KT vao trudc
chic vu cia ngucn dimg diu, bén dum ghi chirc vu ca ngudi ky vin ban; cac truémg hop khac thuc
hién theo hudng din tai Khoan 1, Piéu 12 cia Théng tu néy
(9) Chix viét tit tén don vi soan thao va sb lugng ban hru (néu cén).

{10) Ky hiéu ngudi danh may, nhin ban va s5 lugng ban phat hanh (néu cin).



Min viin ban (ban hanh kém theo quyét dinh) ©

TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM-
TEN CO QUAN, TO CHUC Pic Iip - Ty do - Hanh phic
TEN LOAI VAN BAN
.............................. ) YT
(Ban hanh kém theo Quyét dinh s6 ............ /OD-.....
ngay ... thang ... ndm 20... cua ........... )
Chuong 1
QUY PINH CHUNG
DHBU L. ..ottt et et st senn e tn
DRBU 2. oot en s ee ettt see s rat
Chuong ....
DU v et r e ee s esesear e et s vt ee s eer s se e s et ennsseseaness
Chlrdng o000
BIBU cee oo ettt et es e et e et st et se s sen s nne e e s nrntanane
Diéu COOR 1000 ettt Pe0 0o 00 Rl I I rIeNIterersasetttnees PPt Ristsesontsiatnsriesesredvinisiestoansatbtdntscotsvavorse
..................................................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOIKY.
(Chit ky, déu)
Nguyén Vin A
Ghi chi:

(*) Mau ndy 4p dung dbi vdi cic viin ban duoc ban hanh kém theo quyet dinh (ca biét), bd cuc ¢o the
bao gbm chuong, muc, dicu, khoan, diém.
(1) Trich yéu ndi dung ciia vin ban.



Miu 1.4 - Viin bin cé tén loai khac ©

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM --

TEN CO QUAN, TO CHUC (2) Pjc 1ip - Ty do - Hanh phiic
Sé: l...3).m.(4)... - (5) ..., ngdy  thang  ndm 20..
TEN LOAI VAN BAN (6)
............................ (7) oo renennieen
...................................................... (B) coneeerereveeaeeaesesteesser s st anssansnsaneenes
................................................................................................. /.
Noi nhan: QUYEN HAN, CHUC VU CUA NGUUI KY (9)
« Luu: VT, ..(10). Axx(11). (Chit ky, ddu)
Ho va tén

Ghi chii:

(*) MAu ndy 4p dung chung di vdi da s6 cac hinh thirc vin ban hanh chinh c6 ghi tén loai cy thé ninr:
chi thi (ca bigt), to trinh, thong béo, chwong trinh, ké hoach, dé 4n, bdo céo, quy dinh v.v... Riéng d6i
vdi & trinh ¢6 thé thém thanh phin “kinh gii” & vi tri 9a.

(1) Tén co quan, td chirc e quan trye tiép (néu cd).

(2) Tén co quan, t5 chirc hoic chirc danh nha nudc ban hanh vén ban.

(3) Chir viét tit tén loai vin ban.

(4) Chix viét tit tén co quan, td chirc hoic chirc danh nha nuéc ban hanh vin ban.

(5) Pia danh,

(6) Tén loai vin ban: chi thi (ca biét), t¥ trinh, thong bio, chuong trinh, ké hoach, d¢ an, phuong an,
bao cdo v.v...

(7) Trich yéu ndi dung vin ban.

(8) NGi dung vanban., .- . .,

(9) Ghi quyén han, chirc vy ciia ngudi ky nhir B truémg, Cuc trudng, Giam ddc, Vién truomg v.v...;
trudmg hop ky thay mét tip thé 1anh dao thi ghi chix viét tit “TM” vio trude tén co quan, t5 chirc hojc
tén tip thé lanh dao (vi du: TM. Uy ban nhin dén, TM. Ban thudng vu, TM. H6i ddng...); néu ngudi
ky vin ban \& cdp pho cua ngudi dimg diu co quan thi ghi ch¥ viét tit “KT” vio tnrge chic vu ciia
ngudi dimg d3u, bén dudi ghi chirc vu cia ngudi ky vin ban; cic truomg hop khic thyc hién theo
huémg din tai Khoan 1, Didu 12 cia Thong tu nay.

(10) Chir viét tat t&n dom vi soan thao va s6 hrgng ban hru (néu cin).

(11) Ky hiéu ngudi danh may, nhén ban va sb lugng ban phat hanh (néu cin).



Miu 1.5 - Cong vin

TEN 'CQ, TCCHUQUAN(1)  CONG HOA XA H(_)I CHU NGHIA VIET NAM

TEN CO wa) CHUC (2) Pic lip - Ty do - Hanh phic
S6: LB @), ) ... , hgay théng‘ ndm 20...
VIV oeea e (6
Kinh giri
................................................ (T) ceoretrreceseersssissss e s sas s sasnsaesassesaasasseens
Y A
Noi nhin; - QUYEN HAN, CHU’ CVU CUA NCU‘ OIKY(8)

oo . 3£
- Lanz: VT, ..(9). A.5x(10). (Chtz ky, daw)

Ho va tén

" $6 XX phd Trang Tién, qun Hoan Kiém, Ha Néi
BT (043) XXXXXXX, Fax: (043) XXX
E-Maxl .......... i ieeereerenneseens Webstite: . NPT ¢ § )

Ghi chit:

(1) Tén co quan, to chirc chir'quan trye tiép (néu cd).

(2) Tén co quan, td chirc hoac chirc danh nha nudc ban hanh cong viin.

(3) Chit viét tt tén co quan, td chirc hoic chiic danh nha nudc ban hinh cong vin.

(4) Chit viét tit tén don vi (Vu, phong, ban, t5, b phin chirc niing) soan thio cng vin.

(5) Pja danh. :

(6) Trich yéu ndi dung cong vin.

(7) Ni dung cong vian.

(8) Ghi quyén han, chirc vy clia ngudi ky nhu B9 traéng, Cuc trudng, Gidm dbc, Vién trudmg v.v..
trutmg hop ky thay mit tip thé lanh dao thi ghi chif viét tit “TM™ trude tén co quan, td chirc hoge tén
tp thé 14nh dao, vi dy: TM. Uy ban nhin din, TM. Ban thudmg vy, TM. Hoi ddng_..; néu ngudi ky
cong van k& cAp pho ciia ngudi dimg diu co quan, to chirc thi ghi chif vidt tit “KT” vio trudc chic vu
ciia ngudi dirng dau, bén dudi ghi chirc vy cia ngudi ky cong vén; cic trudmg hop khic thue hién theo
budng din  tai Khoan 1, Pidu 12 ciia Théng tr ndy.

(9) Chit viét tit tén dom vj soan thio va s6 luong bén hru (néu m)

(10) Ky hi¢u ngudi danh may, nhén bin va 30 lugng ban phét hanh (néu cén)

(11) Pia chi co quan, td chirc; s6 dién thoai, 36 Telex, 6 Fax; dja chi E-Mail; Website (néu cén). .

* Néu noi nhan (kinh g¥i) 14 nhimg chirc danh, chucvucaocapcﬁaNhanuoc thiphﬁnnmnhﬁn
khéng ghi “nhy trén™ ma ghi tryc tiép nhimg chixc danh, chirc vu ay vio.



M3u 1.6 - Quyét dinh (ca biét) ciia Thudng trwc Hoi ddng nhén dan

HOI DPONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM*
we (1) oee Dje lip - Ty do - Hanh phiic
S6: ....(2)..../QP-HDND vwl(3)....., ngdy  thdng ndm 20..
QUYET PINH
Ve s8s080000000 (4) tsecscacasen so00e

THUONG TRUC HOI DONG NHAN DAN ...(1)...

Cin cir Luit td chirc Hoi ddng nhin din va Uy ban nhin dén ngay 26 thang 11
nim 2003;

.
S ,

QUYET DINH:
PIBU L oo e e (B) e e e e
Pidu ... ..........
.
Noi nhan: TM. THU’O’NG TRUC HPND (7)
-Nhu Didu...; CHU TICH (8)
wa """ .(.9")“"Axx(10) (Ch&kyvadéuHDND) |
Ho va tén

Ghi cha:
(1) Tentln}g thanhphomxctimocTnmguong huyén, quin, ﬂnxithanhphoﬁmocﬂnh,xﬁ,ﬂuuan
(2) 6 thir tr déing ky quyét dinh ciia Hoi dong nhan din.
(3) bia danh
. (8) Trich yéu néi dung quyét dinh.
®) Céccénoukhacapdungdebanhénhquyétd;nh.
.- {6) N§i dung quyet dinh.
© (7) Thim quyen ky vin ban.
" (8) Néu Pho Chu tich ky thi ghi: KT, CHU TICH
= PHO CHU TICH
Néu Uy vién Thudmg tryc ky thi ghi: KT. CHU TICH
UY VIEN THUONG TRYC
(9) Chir viét tit tén don vj soan thio va s¢. lugng ban hru (néu cin).
(10) Ky higu ngudi danh may, nhin ban v s6 lwong ban phat hanh (néu cén).
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Miu 1.7 - Vin ban cé tén loai cia cic Ban Hdi dong nhén din

HOI PONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
e (1) oo Pic ldp - Ty do - Hanh phiic
$6: ...(2).../...(3)...-HDND (4)..,ngay  thing  ndm 20...
TEN LOAI VAN BAN
s8N0 00000RROILSE (5) (I3 XN XA RSN AR Y]]
e (6) .

e
Noi nhgn: TM. BAN KINH TE NGAN SACH
- i) TRUONG BAN (7)
- Luu: VT, .(8). A x(9). .

(Chix ky va ddu HPND)

Ho va tén

Ghi chu:

) denb,tlmnhpbouvcthuoc’l‘nmg uong; huyémquﬁn,ﬂnxﬁ,ﬂwﬂxphéﬂmocdnh,m,phubng,ﬂntxan

(2) S6 that ty ding ky viin ban cia Hoi dong nhén dén.
(3) Chit viét tit tén loai vin ban.
{4) Dia danh. :
(5) Trich yéu ndi dung vin ban.
(6) Nol dung vin ban.
(7) Néu Phé Trudng ban ky thi ghi: KT. TRUONG BAN
PHO TRUONG BAN
(8) Ch& viét tit tén Ban soan thdo v sé luong ban luu (néu cin).
(9) Ky hiéu nguoi danh méy, nhin ban va s6 luong ban phat hanh (ncu cin).

(M3u nay ding chung cho tat ¢a céc loat vin ban ¢6 tén loai do cic Ban ciia Hoi ddog nhin din ban

hanh).
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Miu 1.8 - Viin bin c6 tén loai cia Poan Pai biéu Qudc hdi

POAN PAI BIEU QUOC HOI CONG HOA XA HQI CHU NGHIA VIET NAM

w (1) ... Dic 1dp - Ty do - Hanh phiic
86: ....ceod...2)...-DPBQH wl(3), ngdy  thdng  ndim 20...
TEN LOAI VAN BAN
®eascgssvcsssserprese (4) e€e80tcsnctessccane (13
........................................... o) ..
.
Noi nhan: TM. POAN PAI BIEU QUOC HOI (6)
s b TRUONG POAN (7)
- Lurw: VT, ..(8)... Axx(9). (Chit ky, ddu PDBOH)
Ho va tén
Ghi chi:
{1) Tén: tlnh, thanh phé tryre thude Trung uong.
(2) Chix viét tit tén loai vin bin
(3) Dia danh.
(4) Trich yéu ndi dung vin bin.

%) Nél dung van ban.
(6) ThAm quyén ky vin ban. Néu Truéng Poan ky vdi thim quyén riéng thi khong c6 dbng quyén han.
(7) Néu Phé Truéng doan kythl ghi: KT. TRUONG POAN .
PHO TRUONG POAN
(8) Chir viét tit tén don vi soan thio va 50 lugng ban lre (néu cin).
) Ky hiéu ngudi danh may, s6 lugng ban phat hinh (néu cén). . .
(Mau niy ding chung cho tit ca cc loai vin ban c6 tén loai cia Doan Dai bidu Qu6c héi).
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Miu 1.9 - Cong di¢n

TEN COQUAN, TCCHUQUAN (1)  CONG HOA XA HQI CHU NGHFA VIET NAM

Ho va tén

TEN CO QUAN, TO CHUC (2) Dic Igp - Ty do - Hanh phic
Sé: /CD‘...(3)... ...... (4) ....... . ng&y thdng ndam 20....
CONG PIEN
cevevensesorens (5) serenerereenes
(6) dién
- (D
U (-3 TV
: d.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Lu: VT, ...9)... Axx(10). (Chit ky, dd)

Ghi cha:

(1) Tén co quan, 1 chirc chit quan tryc tiép (néu co).

(2) Tén co quas, 1d chirc ho:ac chirc danh nha nuéc ban hanh cong dién.

(3) Chit viét tit tén co quan, b chirc hodc chirc danh nha nuéc ban hanh cong dién.
(4) Dija danh.

(5) Trich yéu ndi dung dign.

(6) Tén co quan, to chiic hoic chirc danh cia ngudi ding diu.

(7) Tén co quan, td chirc nhén dién.

(8) N6i dung dxen

(9) Chir viét tit tén don vj soan thio va sb luong bén hry (néu cin).

(10) Ky higu ngu&i danh may, nhin ban va s6 lugng ban phat hanh (néu c4n).

13



M3u 1.10 - Gify méi

TEN COQUAN, TCCHUQUAN (1)  CQNG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Djc lap - Ty do - Hanh phiic
S6: /GM-..(3).. J— (4)...., ngdy  théng  ndm 20.....
. GIAY MOI
494000000040 040000000000000000000800000000 (S) (YITTT1Y]

o (@ eiiiiiiieiiinn. ... trin trong kinh moi:

Ong (ba) (6)
To AU (T) coreereeeireeerere e e sersrr e seesaaeesearae st

Thoi gian: ..........

Pia diém :
v
Noi nhdn: QUYEN HAN, CHUC VU CUA NGUOI KY
L VT, .9, Axx(®) (Chit ky, ddu)
Ho va tén
Ghi chu:

(1) Tén co quan, t chirc chd quén trye tiép (néu c6).

(2) Tén co quan, td chirc ban hanh g:ay mdi.

(3) Chir viét tit tén co quan, t3 chirc ban hanh gidy mai,

(4) Dia danh

(5) Trich véu ndi dung cude hop. ‘

{6) Tén co quan, t6 chifc hoic ho va tén, chic vy, don vi cong tc cia ngudi duge mot,
(7)) Tén (nol dung) cia cudec hop, hoi théo héi nghj v.v..

(8) Chir viét tit tén dom vi soan thio va s6 lyong bin fru (néu cin).

(9) Ky hi¢u ngudi danh may, nhin ban va s6 lrong ban phit hanh (néu cin).



Miu 1.11 - Gidy giéi thidu

TEN COQUAN, TC CHUQUAN()  CONG HOA XA HOI CHU NGHIA VIET NAM
TEN COQUAN, TOCHUC(2) Pjc lip - Tu do - Hanh phac

S6:  /GGT-..(3)... v(d)..,ngay  thdng  ndm20...

GIAY GIOI THIEU

eveinenieneerinerie e e en{2) i e eee L. trdn trong gidi thiéu:

Ong(ba) ..o D)oo

CRUC VI ottt ettt sassae e sae e an s e s s eban

Pugccr dén: ...........cveeee (6)... ...

V& VIBC: oo iiiiie e,

Dé nghi Quy co quan tao didu kién dé ong (ba) c6 tén & trén hoan thanh
nhiém vu.

Gidy nay co giati dén hétngdy ..........ooovvmvineeeeenrenneened.

Noi nhin: ~ QUYEN HAN, CHUC VU CUA NGUOI KY

- Nhur trén,
- L VT.
(Chir ky, ddu)
Hg va tén
‘Ghi chiu:

(1} Tén co quan, 5 chirc chi quan tryc tiép (néu cb).
(2) Tén co quan, t chirc ban hanh viin ban (cAp gidy gidi thigu).
(3) Chir viét tht tén co quan, t6 chirc ban hanh viin ban.
(4) Dia danh.
- (5) Ho va tén, chirc vu va don vj cong tac cia ngudi dugce gidi thi¢u.
(6) Tén co quan, td chirc dugc gidi thiéu téi lam vie.
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Maiu 1.12 - Bién ban

TEN CO QUAN, TC CHUQUAN (1)  CQNG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC(2) DPéc 1dp - Ty do - Hanh phiic

sé:  /BB-...(3)...

BIEN BAN

vecsssmsersnssasss () corersenomesassasseses

Thoi gian bit dau: .
Dia diém: . e eeaees
Thanh phan tham du

.......................................................................................................................

.................................................................................................................................

Ch tri (Ch t0@): ..ot ar st eae s bets et snnes
Thu ky (ngudri ghl bi€n bAn): ......cccoevieiiiiiienee e
Noi dung (theo dién bién cude hop/hdi nghi/hoi thao):

---------------------------------------------------------------------------------------------------------------------------------

Cudc hop (hoi nghi, hdi thao) két thiic vao .... gid ...., ngdy .... thang .......
nim ...../.
THU KY R CHU TOA
(Chiz ky) (Chtt ky, ddu (néu c6)).
&)

Hg va tén Ho va tén
Noi nhidn:
- Lm,l VT, bd so.
Ghi chi:

(1) Tén co quan, to chirc chi quan trgc tu:p (néu c6).

2) Tencoqua.n, th chie:ban hanh vin ban. .

(3) Chir viét tht tén co quan, td chirc ban hanh vin ban. -
{4) Tén cudc hop hodc hdi nghi, hdi thio.

(5) Ghi chirc vu chinh quyén (néu cin).
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Miu 1.13 - Gidy bién nhén

TEN CO QUAN, TCCHUQUAN(1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pic I§p - Ty do - Hanh phiic
S8:  /GBN-..(3).. R (4)....,ngdy  thing  ndm20...
GIAY BIEN NHAN
Ho so ...

Hovatén: ............cooovivviiiiinvevnn . (8)enn el

Chire vit, dom Vi CONGLAC: ....couviiieveiniicrree e e sree e e ees s arenanessee
P4 tiép nhén hd so cia:
Ong (0A): v vvve e il6) e SERR
et e tee e eh et et en et vasenaan e betaaaarans bao gom
L et et e e bae e arae s astes st baeraeentreenesaseareeree
2 o0 e
B e e et e e a e ba e e sennneean reeerrieane e raen et ntanrae
....................................... /.
 Noi nhin: . NGUOI TIEP NHAN
-...(8);
- Lwu: Hb so
(KY ténydong didu (néu c6))
Ho va tén
Ghi chu:

(1) Tén co quan, to chic chu quén tryc tiép (neu cd).

(2) Tén co guan, td chirc cdp qzay bién nhan hé so.

(3) Chir viét tit tén co quan, 16 chitc cip gidy bién nhén hé so.

(4) Dja danh.

(5) Ho va tén, chic vu va don vi cdng tic cha nguoi tiép nhjn hd so.
(6) Ho va tén, noi céng tac hoje gidy tuy thn cita ngudi ndp hd so.
(7) Liét ké dly da, cu thé cac vin ban, gidy t&, tai liéu cb trong hd so.
(8) Tén ngudi hoiic co quan gii ho so.
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Mau 1.14 - Gifly chimg nhin

TEN COQUAN, TCCHUQUAN(1)  CQNG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Djc lip - Ty do - Hanh phic

Sé: /GCN-...(3)... verees (4) ..... P ng&y thdng nim 20 ...

GIAY CHUNG NHAN
vevienn (i iiveiee e ... chimg nhan:
A N
Noi nhgn: o QUYEN HAN, CHUC VU CUA NGUOI KY
- Luu: VT, ..(6).... Axx(7). (Chit by, ddw)
Ho va tén

Ghi chi:

(1) Tén co quan, tb chirc chib quin tryrc tiép (nén co).

(2) Tén co quan, td chirc cAp §1a y chirng nhén.

(3) Chit viét tit tén co quan, t6 chirc cap gidy chimg nhin.

(4) Pija danh.

(5) Néi dung chimg nhin: xac dinh cu the ngudi, sir viéc, van dé dugc ch\mg nhin.
(6) Chir viét tit tén dom vi soan thio va s6 lwong ban hru (néu cin). _

(7) Ky higu ngudri dinh may, nhin ban va s6 lugng ban phat hanh (néu cin).
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Miu 1.15 - Gidy di dwing

TEN CO QUAN, TC CHU QUAN( (1)
TEN CO QUAN, TO CHUC (2)
$&:  /GDD-.(3).. o (B)eees nEAY
GIAY PI PUONG

Cép cho 6ng (bA): .....oooveeeeeeeeiieeaennn .

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Ty do - Hanh phiic

thang

ndm 20...

() RO

CIUC VY oottt stee et st s e e e e e e e eesnssstesanesbsastsanseas
. Y A ’
Noi dugc cir dén cong tac: ............

Gidy nay c6 gia tri hét ngay .........

QUYEN HAN, CHUC VYU CUA NGU'0U1 KY

(Chit ky, ddu)
Ho va tén
. A aas b Thoi Xdc nhédn ciia co
NOIDI VA DEN | 83 | Phuomg | D aii 3‘3:1‘)3 giand | quan (t chic)
' ,- €| ue g noi dén noi di, dén
Bieioiioeeaan,
Pén....ocoen..
Dicoveeeeeeerennns
Pén................
Dioeooeieinnn,
|
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- Vé ngudi: ...vé x...... = e d
. -Vécuoc: ...... vé x...... = d

- Phu phi 14y vé bing dién thoai: .....vé Xx......d=............

- Phong nghi: ...............vé x......... =i,

1.Phuclp diduong:..........coveeiniieiiii e

2. Phu cAp lwu trit:..... ..
~ Tbng cong: ....

NGUOIPI CONG TAC  PHU TRACH BQ PHAN
(Chiz ky) (Chit ky, ddu)

Ho va tén Hog va tén

o e

ceeeeennd
R
d

KE TOAN TkU()NG
(Chit ky)

Ho va tén

Ghi chit:

(1) Tén co quan, to chizc chii quén tryc tiép (néu co).
(2) Tén co quan, td chirc cip t%lay di duc‘mg

(3) Chir viét tit tén co quan, td chirc cip gidy di duomg.
(4) Dia danh, '

(5) Ho va tén, chirc vu va dom vj cong tac cha ngudi duoc cip gidy.
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Miu 1.16 - Gidy nghi phép

TEN COQUAN, TCCHUQUAN(1)  CQNG HOA XA HQI CHU NGHIA VIET NAM |

TEN CO QUAN, TO CHUC (2) Pic Iip - Ty do - Hanh phic
S6:  /GNP-.(3).. (4)....., ngay thang  ndam 20....
GIAY NGHI PHEP
Xét Don xin nghi phép ngay ................. cia ong (ba) ...........
UUSRUURURURRRRRRETORNRRNTR ¢.) JOUOROR . ¢ip cho
Ong(a): ..ovoeeeeeveieeieeeccec (5
CRUC VI .o teevessraresestasarenssreseresneserasensentseneraseraes
Nghi phép nam ... .......... trong thoi gian: . Lkétungdy ........... dén
hetngay ............... 1 1) T (6) ...................................
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
EINUURN ¢ § ORI :
- Luu: VT,...(8)
(Chit kp, ddu)
Ho va tén

Xéc nhan cia co quan (16 chirc)
hodc chinh quyén dia phwong noi

nghi phép
(Chit ky, ddu)
Ho va tén
Ghi chi:

(1) Tén co quan, t3 chirc chi quan truc tiép (néu o).

(2) Tén co quan, t5 chirc cip t%my nghi phé

(3) Chix viét tit tén co quan, 0 chirc cip glay nghi phép.

(4) Dia danh.

(5) Ho va tén, chirc vu va don vj cong tac cia ngwdi duge cip gidy phép.
(6) Noi nghi phep

) Ngubl d\roc cip gidy nghi phép.

(8) Chir viét tit tén don vi soan thio va sb lugmng ban huu (néu cin).
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M3u 1.17 - Phiéu chuyén

TEN CO QUAN, TCCHUQUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO TO CHUC (2) Djc ldp - Ty do - Hanh phiic
S6:  /PC-.(3)... ce(®)ory ngdy  thing  nam 20....
PHIEU CHUYEN

ce@)eiiiieiiie.o.cOnhln duge ........(5) oo e el

()

Kinh chuyén ..........ccocoeveevevneccc (1) e ... Xem xét, giai quyét./.
Noi i QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, ddu)
Ho va tén
Ghi chis:

(1) Tén co quan, to chirc chi quan truc uep (néu cb).

(2) Tén co quan, t4 chirc ban hinh phiéu chuyén.

(3) Chir viét tit tén co quan, t chirc ban hanh phiéu chuyén.
(4) Dia danh.

(5) Néu cy thé: don, thir ciia c4 nhén, tip thé hoéc van ban, ti lidu cia co quan, 14 chirc ndo, vé vén dé

hay nGi dung gi.
(6) Ly do chuyén
(7) Tén co quan, td chuc nhén phiéu chuyen vin ban, tai lidu.
¢)) Thon% thudmg, phleu chuys

td chirc 48 theo ddi, kiém tra.

n khong cin hru nhung phai dwoc vao sd diing ky tai vin thy oo quan,
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Mi3u 1.18 - Phiéu giri

TEN CO QUAN, TCCHUQUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM.

TEN CO QUAN, TO CHUTC (2) Pjc 1ip - Ty do - Hanh phic
S6: - /PG-.(3).. ve(d)os ngdy  thang  nam20..
PHIEU GUI

cerieerieieeiiinieennee @i gt kém theo phifu ndy céac
van ban, tai liéu sau:

D ettt At e ba st en e en e bt et
Sau khi nhén dugc, d& nghi ............(6)ee.ee.n..... giri lai phidu nay cho
Noi nhin: QUYEN HAN, CHUC Vy CUA NGUOUI KY
- e 6)......
-(7). ]
(Chit ky, dau)
..(8).., ngay...thang ....nim....
Ngudi nhin ‘He va tén
(Chir ky)
Ho vi tén

Ghi chiis
(1) Tén co quan, t5 chirc chd quan tryc tiép (néu co).

(2) Tén co quan, to chirc ban hinh phicu gi.

(3) Chix viét tit tén co quan, 5 chirc ban hinh phiéu gii.

(4) Pia danh.

(5) Liét ké cy thé cac viin bin, tai liéu durge giri kém theo phidu piri.

(6) Tén co quan t8 chirc nhin phiéu giri v van ban, tii ligu.

(7) Phiéu giri khong cin hru nbung phai dugc vio sb ding ky tai VT co quan, t chitc dé theo ddi,
kiem tra.

(8) Pia danh noi co quan, t5 chirc nhin phiéu giri va vin ban, tai liéu dong tp so.
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Méu 1.19 - Thr cong

TEN CO QUAN, TO CRUC (1) CONG HOA XA HOI CHU NGHIA VIET NAM

(6) Pic lip - Ty do - Hanh phie
.......... (2) ......., ngay thdng  nam 20...
TEN LOAI THU CONG (3)

..................................................... (5) ceverereineineeeeessersse s sr e s nsareeseans
................................................................................................. /.
o »
CHUC VU CUA NGUOI GUI THU
(Cht ky)
Ho va tén
Ghi chi:
(1) Tén co quan, 4 chirc noi cdng tic ciia ngudi ban hanh Thu cdng.
(2) Bi1a danh. :

(3) Tén loai thu cng (Thu chic mimg, Thir khen, Thu thim héi, Thu chia budn).
(4) Trich yéu ndi dung Thu cing.

(5) N§i dung Thu cong. '

(6) Logo ciia co quan, 15 chirc.

Chi y: Thu cdng khéng dong diu cia co quan, t5 chirc.



M3u 2.1 - Bin sao vin ban

BO CONG HOA XA HQI CHU NGHIA VIET NAM
_ Dic lip - Ty do - Hanh phiic
S6: ..... /20../TT-B..... Ha Ngi, ngay ...... thang ..... nim 20...
THONG TU
et
Noi n.h(in:' BQ TRUONG
L VE . A300. ' (Chix ky, ddu)
Nguyén Vin A
TEN CO QUAN, TO CHUC (2) SAQ Y BAN CHINH (1)
$6: ..(3)./SY(#)- ...(5)... s (6) ..., Ny thing  nim 20..
Noi nhgn: QUYEN HAN, CHUC Vi) CUA NGUOIKY (7)
L VT (Chit ky, ddu)
Nguyén Vin A
Ghi chii:

(1) Hinh thiic sa0: sao y ban chinh, trich sao ho¥ic sao luc.
(2) Tén co quan, t5 chirc thire hién sao vin ban.

(3) S6 ban sao.

(4) Ky hi¢u ban sao.

(5) Chit viét tit tén co quan, tb chirc sao van ban.

(6) Dia danh.

(7) Ghi quyén han, chitc vy ciia ngudi ky bin sao.
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“ \ Phulgc VI

s

QNG VAN BAN HANH CHINH

1. Viét hoa chir c4i dz’iu Am tiét thir nhat cla mﬁt cau hoan chinh: Sau dfn chim
- cdn (); sau diu chim hoi (?); sau ddu chim than (1); sau d4u chim limg (...); sau
déu hai chim (:); sau d4n hai chim trong ngoic kép (: “...”) va khi xubng dong.

2. Vit hoa chit c4i dAu 4m tiét thir nhét cia ménh @2 sau d4n chim phiy () va
déu phay (,) khi xudng déng. Vi du:

Cin cir Lujt T chirc Chinh phi ngdy 25 thang 12 nim 2001;
he Theo d& nghj cua B6 truong Bo Noi vu va Bo trudng Bo Khoa hoc va Cong
nghe, .
IL. VIET HOA DANH TU RIENG CHI TEN NGUOI
, 1. Tén ngudn Viét Nam '
_ + a) Tén théng thudmg: Viét hoa chit cai ddu tht ca cac &m tiét cia danh tir
riéng chi tén ngudi. Vi dy:
- Nguyén Ai Quéc, Trin Phv, Giang A Pao, Ko Pa Ko Long...
b) Tén hiéu, tén goi nhan vt lich sir: Viét hoa chi¥ c4i du tit c4 cic Am tiét.

Vi du Vua Hing, Ba Triéu, Ong Giéng, Dinh Tién Hoang, Ly Théi T4, Bac
Ho, Cu Hb..

2. Tén ngudi mrdre ngodi dugc phién chuyén sang tiéng Vnet

a) Trudmg hop phién 4m qua 4m Han - Viét: Viét theo quy tic viét tén nguén |
Viét Nam,

Vi du: Kim Nhit Thanh, Mao Trach Dong, Thanh C4t Tu Hin...

b) Trudmg hqp phién ﬁm khong qua 4m Hén - Vlet (phién am trec tlep sat
cach doc ciia nguyén ngt): Viét hoa chir céi ddu 4m tiét thir nhit trong mdi thanh
t6.

Vi dy: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-15...

III. VIET HOA TEN DPIA LY

1. Tén dja ly Viét Nam

a) Tén don vi hanh chinh duogc ciu tao giita danh tir chung (tinh, huyén,
-..) véi tén riéng ciia don vi hanh chinh d6: Viét hoa chir cai ddu cia cac im tiét
tao thénh tén riéng va khong dung gach ndi.

Vi du: thanh phé Thai Nguyén, tinh Nam Djnh, tinh Dék Lak .; quin Hal
Chau, huyén Gia Lam, huyén Ea H’leo, thi xi Séng Céng, thj trin Céu Giat...
phudmg Nguyén Trii, xA [a Yeng



b) Tru'émg hop tén don vi hanh chinh dwoc cu tao gifta danh tir chung két
hop véi chit s6, tén ngudi, tén sy kién lich sir: Viét hoa ca danh tir chung chi don v
hanh chinh d6.

Vi du::Quén 1, Thanh phé H Chi Minh, Phudng Di¢n Bién Phu..
c) Trudng hop viét hoa dic biét: Thu d6 Ha Néi.
d) Tén dia Iy dwgc cau tao giira danh tir chung chi dia hinh (song, nii, hd,

bién, cira, bén, ciu, viing, lach, vam v. v.. ) voi danh ti riéng (co mot am tiét) trey
thanh tén riéng cia dia danh d6: Viét hoa tit ca cdc chir c4i tao nén dja danh.

Vi du: Cira Ld, Viing Tau, Lach Trudmg, Vam Co, Ciu Gidy...

Truong hop danh tir chung chi dja hinh di lién voi danh tir riéng: Khong viét
hoa danh tir chung ma chi viét hoa danh tir riéng.

Vi dy: bién Cira Ld, chy Bén Thanh, song Vam Cé, vinh Ha Long...

d) Tén dija ly chi mot ving, mién, khu virc nhit dinh duge cAu tao béng fir
‘chi phuong hué'ng két hop véi tir chi phu(mg huéng khac: Viét hoa chir cai dau
cua tit ¢ cac 4m tiét tao thanh tén goi. Dbi v6i tén dia Iy chi viing mién riéng d‘uoc
cau tao bing tir chi phuong huéng két hop véi danh tir chi dja hinh thi phai viét
hoa cic chir cai diu mdi am tiét.

Vi du: Ty Bic, Dong Béc, Bic B, Nam Ky, Nam Trung B6...

2. Tén dia ly nu6e ngoai duoc phién chuyén sang ticng Viét

.a) Tén dja ly da dugc phlen 4m sang &m Han Vlet Viét theo quy tic viét hoa
tén dia ly Viét Nam.

Vi du: Béc Kinh, Binh Nhudng, Phap, Anh, My, ’rhuy Si, Tay Ban Nha...

b) Tén dja ly phién 4m khéng qua 4m Han Viét (phién dm tryc tiép sat cach
doc cia nguyen ngit): Viét hoa theo quy tic viét hoa tén ngum nudc ngoai quy
dinh tai Piém b, Khoan 2, Muc II.

Vi du: Méat-xco-va, Men-bon, Sing-ga-po, Cé-pep—ha—ghen, Béc-lin...
“IV. VIET HOA TEN CO QUAN, TO CHUC
1. Tén co quan, td chirc ciia Viét Nam

- Viét hoa chir cai ddu ciia c4c tir, cum tir chi loai hinh co quan, t§ chirc; chirc
ning, linh vyc hoat ddng cia co quan th chitc.

Vi du:

- Ban Chi dao trung uong vé& Phong chéng tham nhung, Ban Quan ly dy an
Pé didu...

- Uy ban Thuong vu Qudc hdi; Uy ban Bbi ngoai ctia Qudc hoi; Uy ban
Trung wong Mit trdn to quéc Viét Nam; Uy ban vé Céc vin d& xa hdi cia Qudc
hdi; Uy ban Nha nuéc vé Ngudi Viét Nam & nude ngoai;

- Viin phong Chu tich-nuée; Vin phbng Quéc hol Vén ph(’mg Uy ban nhan
dén tinh Nam Dinh...



- B$ Tai nguyen va Méi truomg;, B Khoa hoc va Cong ngh¢, B¢ Nong
nghiép va Phat trién néng thén; Bo Cong Thuong; Bé Vin hoa, Thé thao va Du
lich; B4 Théng tin va Truyén thong. .. :

- Tong cuc Thué; Téng cuc Hai quan; Cuc Kiém tra vin ban quy pham phap
ludt; Cuc Khao thi va Kiém dinh chit luong gido duc...

- Téng cong ty Bao hiém Viét Nam; Téng cong ty Hang hai Viét Nam; Tong
cdong ty Hang khong Viét Nam,;. . v

- Tap doan Dau khi Viét Nam, Ta [3p doan Cong nghiép Than - Khoang ‘shn Viét
Nam; Ngin hang Pau tr va Phat trién Viét Nam; Ngan hiang Ngoai thuong Vit
Nam;. ..

- Hoi dbng nhén dén tinh Son La; Uy ban nhén din tinh Béc th Uy ban
nhin din quin Ba Pinh; Uy ban nhén din huyén Vu Bin;..

- S& Tai chinh; S& Tai nguyén va Moi truong, S& Xay dung; S& Ké hoach
va Dau tu; S& Gido duc va Pio tgo0;..

- Hoc vién Chinh trj - Hanh chinh quéc gia H Chi Minh; Trudng Dai hoc
Khoa hoc x4 hdi va Nhin vin Ha Néi; Trudmg Cao ding Noi v Ha Ni; Truong
Dai hoc ddn 13p Van Lang; Trudng Trung hoc phd thong Chu Vin An; Tru(mg
Trung hoc co s& Lé Quy Pén; Trudng Tiéu hoc Thanh Céng;...

- Vién Khoa hoc xd hdi Viét Nam; Vién Khoa hoc va Cong nghé Viét Nam
Vién Ung dung cong nghé;... b

- Trung tim Nghién ctru Gido duc dén tc; Trung tim Khoa hoc va Cong
nghé van thu, luu trir; Trung tam Trién ldm van hoa nghé thuat Viét Nam; Trung
tdm Tu vin Gidm sat chit lugng cong trinh;..

- Béo 'I‘hanh nién; Bdo Dién dan doanh nglnep, Tap chi T6 chirc nha nudc ¢
Tap chi Phat trién gido duc; Tap chi Déan chi va Phép ludt;.. -

- Nha Vin hoa huyén Gia Lam; Nha Xuét ban Ha NOl Cong Thong tin dlcn
tir Chinh phu;..

- Nha may Dong tau Song Cim; Nha may San xuét phu ting va Lap rép xe
may; X{ nghiép Ché bién thiy san dong lanh; Xi nghlep Pam bao an toan giao
thong dudmg séng Ha Noi; Xi nghiép Tric dia Ban db 305;.

- Cong ty C6 phén Péu tu Tu vin va Thiét ké xiy du'ng, ong ty Nhva Tién
Phong; Cong ty Trach nhiém hiru han Du lich va Vian tai Dong Nam A; Cong ty
Po dac Dia chinh va Cong trinh;..

- H6i Nhac sf Viét Nam, Héi Ngudi cao tudi Ha Noi, Hoi Chir thap do Viét
Nam, Hj1i N6ng dan Viét Nam..

- Vu Hop tac quoc té; Phbng Nghién ctru khoa hoc; Phbng Chinh sich x3
hoi; Hoi ddng Thi tuyén vién chic; Héi dbng Sang kién va Cai tién ky thut; ..

- Trudng hop viét hoa dic biét:

Ban Chip hanh Trung wong Dang Cong sin Viét Nam; Vin phong Trung
vong Dang.
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2. Tén co quan, t5 chirc nwdc ngodi

a) Tén ¢o quan, t chirc mréc ngoai d3 dich nghia: Viét hoa theo quy tic viét
tén co quan, t5 chirc cua Viét Nam.

Vi du: Lién hop quéc (UN); Tb chirc Y té thé giéi (WHO); Hiép héi Céc
quéc gia Péng Nam A (ASEAN)...

b) Tén co quan, td chirc mrdc ngoai duge sir dung trong vin bén i g dang viét
- tit: Viét bang chit in hoa nhu nguyén ngit hodc chuyén ti La-tinh néu nguyén ngfr
khéng thudc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG...
V. VIET HOA CAC TRUONG HQOP KHAC
1. Tén cé4c huin chrong, huy cheong, cic danh hiéu vinh dy

Viét hoa chit cai dAu ciia cac 4m tiét cia céc thanh t6 tao thanh tén rneng va
cac tir chi thir, hang.

Vi du: Hudn chuvong Pc 1ap hang Nhit; Huén chuong Sao vang; Huén
chuong Lé-nin; Huin chuong H6 Chi Minh; Huan chuong Chién cong; Huéin
chuomg Khang chién hang Nhi; Huy chuong Chién si vé vang; Ban T quoc ghi
cong; Giai thuéng Nha nudc; Nghe si Nhin din; Nha gido Uu td; Thay thudc Nhan
dan; Anh hing Lao dong; Anh hing Luc hrong vii trang nhén dan;.. -

2. Tén chirc vy, hoc vij, danh hiéu

Viét hoa tén chirc vu, hoc vj néu di 1idn véi tén ngudri cu thé.

Vi du:

- Chit tich H6 Chi Minh, Téng théng V.V. Pu-tin, Pai tuémg Vé Nguyen
Giap,...

- Phé Thu tuémg, Téng Cuc tmémg, Ph6 Téng Cuc trudng, Phé Cuc truémg,
Téng Giam dbc, Giam déc, Phé Giam dbc, Chanh Van phong, Phé Chanh Vin phong,
Trudng phong, Phé Trrémg phong, Téng thu ky ...

- Gido su Vién si Nguyén Van H., Tién si khoa hoc Pham Van M...
3. Danh tir chung d4 riéng hoa

Viét hoa chir cai diu cta tir, cum tir chi tén goi d6 trong trudong hep ding
trong mdt nhin xung, dimg dc 14p va thé hién sy trin trong.

Vi du: Béc, Ngudi (chi Chu tich H5 Chi Minh), Pang (chi Pang Cong san
Viét Nam), ...

4. Tén cac ngay 1€, ngay ky niém
'Viét hoa chir cai diu cua am tiét tao thanh tén goi ngay 18, ngay ky niém.
Vi du: ngdy Quéc khanh 2-9; ngdy Qudic té Lao dong 1-5; ngay Phu nir Viét
Nam 20 -10; ngay Luu trit Viét Nam lan thir IWhat, ...
. 5. Tén cac su kién lich sir va céc tridu dai



 Tén c4c su kién lich sir: Viét hoa chir cai dau cia céc am tiét tao thanh sy
kién va ten sw kién, trong trudmg hop c6 cic con s& chi méc thi gian thi ghi bang
chit va viét hoa chir d6.

Vi du: Phong trao Cin virong; Phong trao X6 viét Nghé Tinh; C4ach mang
thang Tam; Phong trdo Phy nit Ba dam dang;...

Tén céc triéu dai: Tridu Ly, Triéu Trin, ...
6. Tén céc loai van ban
Viét hoa chir c4i diu cua tén loai vin ban va chif cai d4u cia Am tiét thir nhét
tao thanh tén riéng cuia vin ban trong trudmg hop noi dén mét vin ban cu thé.
Vi du: Nghi quyét Pai hdi dai biéu toan quc lan thir X cua Dang; B luit
Dién sy; Luat Giao dich dién tiy; ...
| Trudmg hop vién dan cac diéu, khoan, diém ciia mét vin ban cy thé thi viét
hoa chir cai d4u cua diéu, khoan, diém.
Vi du:
- Cin cir Didu 10 B§ luat Lao dong...
- Can ctr Diém a, Khoan 1, Piéu 5 Luat Giao dich dién tir...
7. Tén c4c tac pham, séch béo, tap chi

Viét hoa chir cai dAu ciia 4m tiét thir nhét tao thanh tén tac phim, sach bai

Vi du: tdc phim Puomg kich ménh; tir didn Béch khoa toan thu, taR C
Cong san; '

8. Tén cac ndm am lich, ngay tiét, ngay tét, ngdy va thing frong ndm

a) Tén cac nam 4m lich: Viét hoa chit cai ddu cua tit ca cac m tiét tao,
tén goi.

Vi du: Ky Ty, Tan Hoi, Méu Tuét, Mau Thé,...

b) Tén cic ngay tiét va ngay tét: Viét hoa chir cai diu cia 4m tiét thir nhét
tao thanh tén goi.

Vi du: tiét Lap xuén; tiét Pai han; tét Doan ngo; tét Trung thu; tét Nguyén
dan;...

Vlet hoa chir Tét trong trudmg hop ding dé thay cho mot tét cu thé (nhu Tét
thay cho tét Nguyén dan).

¢) Tén c4c ngdy trong tuin va théng trong nim: Vxet hoa chir cai ddu cia 4m
tiét chi ngay va thang trong trudmg hop khéng dung chit sé:

Vi dy: thir Hai; thir Tu; thang Nam; thing Tam:;..

9. Tén goi cdc ton gido, gido phai, ngay 1& tén gido

- Tén goi cic tdn gido, gido phai: Viét hoa chir cai diu cua cac am tiét tao
thanh tén goi.



Vi du: dao Co Pdc; dao Tin Lanh; dao Thién Chia; dao Hoa Hao; dao Cao
Dai...hodc chit c4i diu cua 4m tiét tao thanh tén goi nhu: Nho gido; Thién Chua
gido; Hoi gido;. ., ,

- Tén goi ngay 1€ ton gido: Viét hoa chir c4i diu cia Am tiét thir nhét tao
- thanh tén goi.

Vi du: 18 Phyc sinh; 1& Phat dan;...

Ay



