Bo NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
= Pgc ldp - Ty do - Hanh phiic

Sé: 04 R011/TT-BNV Ha Ngi, ngay A9 théing 0 nim 2011

] THONG TU
Huwéng din thé thire va k¥ thuét trinh bay vin bin hanh chinh

Cén cir Nghj dinh s6 48/2008/ND-CP ngay 17 théng 4 nam 2008 cia
Chinh phu quy dinh chitc ning, nhiém vy, quyén han va co ciu t6 chirc cia
Bo Noi vuy;

Cian cu' Ngh; dinh s 110/2004/ND-CP ngay 08 théng 4 niam 2004 clia
Chinh phu vé cong tac van thu;

Can cir Nghj dinh s6 09/2010/NP-CP ngay 08 thang 02 nim 2010 cla
Chinh phu sira d6i, bd sung Nghj dinh s6 110/2004/ND-CP ngay 08 thang 4
nam 2004 cia Chinh phu vé céng tac van thu,

B6 Noi vu huéng din thé thie va k¥ thuat trinh bdy van ban hanh chinh
nhu sau:

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va d6i twgng dp dung

Théng tu ndy hudéng din thé thirc va ky thudt trinh bay vin ban hanh
chinh va ban sao van ban; dugc ap dung d01 vGi cac co quan nha nuéc, t6
chirc xa hi, td chirc xa hdi - nghe nghiép, to chirc kmh té va don vi lyc luong
vil trang nhén déan (sau day goi chung la co quan, té chirc).

niéu 2. Thé thitc vin ban

Thé thitc vin ban 14 tdp hop céc thanh phan cAu thanh vin ban, bao
gom nhitng thanh phén chung 4p dung déi v6i cac loai vin ban va céc thanh
phm bé sung trong nhimng truimg hop cu thc hoiic dbi voi mQt sb loai vin ban
nhét dinh theo quy dinh tai Khoan 3, Piéu 1 Nghi dinh s6 09/2010/ND- CP
ngay 08 thang 02 nim 2010 cia Chinh phu sira d6i, bd sung, Nghj dinh 50
110/2004/ND-CP ngay 08 théang 4 nim 2004 ciia Chinh phu vé cdng tic van
thwr va huéng dan tai Thong tu nay.

Piéu 3. K§ thuat trinh bay viin ban

K¢ thuat trinh bay van bdn quy dinh tai Théng tu nay bao gém khd
gidy, kiéu trinh bay, dinh 1é trang vin ban, vi tri trinh bay cac thanh phan thé
thire, phong chir, c& chir, kiéu chir va cac chi tiét trinh bay khdac, dugce ap dung
d6i voi van ban soan thao trén may vi tinh va in ra gidy; van ban dugc soan
thao bang cac phuong Phép hay phucmg tign k¥ thudt khac hodc vén ban duogc
lam trén gidy mAu in sin; khong 4p dung dbi v6i vin ban duge in thanh sach,
in trén bdo, tap chi va céc loai 4n phém khac.



Diéu 4. Phong chir trinh bay viin bin

Phong chir sir dung trinh bay véan ban trén mdy vi tinh 1a phong chir
tleng Viét clia by mi ky tu Unicode theo Tiéu chudn Viét Nam TCVN
6909:2001.

Piéu 5. Khé gidy, ki¢u trinh bay, dinh 1& trang vin ban vi vj tri
trinh bay

1. Khd gidy

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

Céc vian ban nhur gidy g161 thn¢u gidy bién nhan hd so, phiéu gir, phleu
chuyen duoc trinh bay trén gidy khd A5 (148 mm x 210 mm) ho#c trén gidy
mau in san (kho AS5).

2. Kiéu trinh bay

Van ban hanh chinh duo'c trinh bay theo chidu dai cua trang gidy khd
A4 (dinh huémg ban in theo chiéu dai).

Trudmg hep ndi dung vin ban c6 cic bang, biéu nhung khong dugc 1am
thanh céc phu luc riéng thi viin ban c6 thé durge trinh bay theo chiéu rong cla
trang gidy (dinh hudng ban in theo chiéu rong)

3. Dinh 1& trang vin ban (d5i vdi kho gidy A4)
Lé trén: cdch mép trén tir 20-25 mm;

L& dudi: cach mép dudi tir 20-25 mmy;

L& trai: cdch mép tréi tir 30-35 mm;

L& phai: cach mép phai tir 15-20 mm.

4. Vi trf trinh bay céc thanh phin thé thirc vin ban trén mét trang gidy
khé A4 duge thye hién theo so d6 bé tri c4c thinh phén thé thirc vin ban kém
theo Théng tu ndy (Phu lyc II). Vi tri trinh bay c4c thanh phan thé thirc van
ban trén mét trang gidy khd A5 duge dp dung twong tir theo so d6 tai Phu luc
trén.

Chwrong I
THE THUC VA KY THUAT TRINH BAY VAN BAN
Diéu 6. Qudc hiu
1. Thé thire

Quéc hiéu ghi trén vin ban bao goém 2 dong chir: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Djc 13p - Ty do - Hanh phiic”.

2. Ky thuét trinh bay



Quéc hiéu duoc trinh by tai 6 s 1; chiém khoang 1/2 trang gidy theo
chiéu ngang, & phia trén, bén phai.

Dong thir nhét: “CONG HOA XA HOQI CHU NGHIA VIET NAM” dugc
trinh bay bang chir in hoa, ¢& chix tir 12 dén 13, kiéu chit ding, dam;

Dong thir hai: “Péc lap - Tw do - Hanh phuc” dugc trinh bay bing chir
in thudng, c& chir tir 13 dén 14 (ngu dong thir nhét c& chir 12, thi dong thu hai
c& chir 13; néu dong thir nhat ¢& chir 13, thi dong thu hai c& chu 14), kidu chit
dimg, ddm; dugc dit canh gifta duéi dong thr nhat chix céi diu cia céc cum
tir duge viét hoa, gifra cdc cum tlr c6 gach ndi, ¢ cach chir; phia dudi c6
dudmg ké ngang, nét lién, c6 4o dai bang dd dai cua dong chir (sir dung 1énh
Draw, khong ding lénh Underline), cu thé:

CONG HOA XA HOI CHU NGHIA VIET NAM
Pgc lip - Tu do - Hanh phic

Hai dong chir trén dugc trinh bay céch nhau dong don.
Diéu 7. Tén co quan, tb chirc ban hanh viin ban
1. Thé thirc
Péi véi céc Bg, co quan ngang B9, co quan thuéc Chinh phu; Van phong
Quéc héi, Hoi dong dan toc, cac Uy ban cua Quoc hoi hodc Hoi dong nhén
din va Uy ban nhén dén céc cép; Doé.n Pai biéu Quoc héi tinh, thanh phé tryc

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

Tén co quan, té chirc ban hanh van ban bao gom tén ciia co' quan, t6
chire chii quan trye tiép (neu c6) (d6i véi cac td chire kinh té c6 thé 1a céng ty
me) va tén ctia co quan, td chirc ban hanh vin ban.

a) Ten ctia co quan, td chirc ban hanh van ban phai dugc ghi day di hodc
dugc vxet tt theo quy dmh tai vin ban thanh lap, quy dinh chirc nang nhiém
Vi1, quyén han va co cau t chitc bd may, phé chuan, cép gnéy phep hoat djng
hodc cong nhan tu cach phap nhan cia co quan, t6 chirc cé thdm quyén, vi du:

BQ GIAO THONG VAN TAI TAP DOAN PIEN LUC VIET NAM
HOQI DONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TINH THAI NGUYEN

b) Tén clia co quan, td chirc chii quan truc tiép cd thé viét tit nhimg cym
tir théng dung nhu Uy ban nhin din (UBND), Héi déng nhan dan (HDND),
Viét Nam (VN), vi du: ‘

UBND Tslgl-; QlIJANG BINH VIEN KHOA HOC XA HOI VN
o1vy VIEN DAN TQC HQC

2. K¥ thuét trinh bay



Tén co quan, to chirc ban hanh vin ban dugc trinh bay tai 6 s6 2; chiém
khoang 1/2 trang gidy theo chiéu ngang, & phia trén, bén trai.

Tén co quan, td chirc chi quén truc tleg duoc trinh bay bing chir in
hoa, cuing c& chi nhu c& chu ctia Quéc hiéu, kiéu chir dimg. Néu tén co quan,
td chirc chi quan dai, c6 thé trinh bay thanh nhiéu dong.

Tén co quan, t6 chirc ban hanh vin ban dugc trinh bay bang chit in hoa,
cung c@ chif nhu c¢& chir cua Quodc hiéu, kiéu chit dung, dam, duoc dit canh
gn’ia dudi tén co quan, td chirc chii quéan; phia dudi cé dudng ké ngang, nét
lién, cé d6 dai bang tir 1/3 dén 1/2 d) dai cua dong chir va dat can doi so véi
dong chir. Truémg hop tén co quan, t chirc ban hanh vin ban dai c¢6 thé trinh
* bay thanh nhiéu dong, vi du:

BO NOQI VU
CUC VAN THU VA LUU TRU
NHA NUGC

Céc dong chir trén dugce trinh bay cach nhau dong don.
Piéu 8. S6, ky hiéu ciia viin bin

1. Thé thirc

a) S6 cua vin ban

So ctia vin ban 1 sb thir ty déng ky vén ban tai van thu cua co quan, to
chire. $6 ciia vin ban dugce gh1 bing chir s6 A-rép, bit dau tir s 01 vio ngéy
diu nam va két thiic vao ngay 31 thang 12 hang nim.

b) Ky hiéu ctia van ban

- K¥ hiéu cua van ban cé tén loai bao g6m chir viét t4t tén loai vin ban
theo bang chir viét tat tén loai van ban vé ban sao kém theo Thong tur nay
(Phu lyc I) va chir viét tit tén co quan, td chirc hodc chirc danh nha nuée (ap
dung d6i véi chire danh Chu tich nuéc va Thi tuéng Chinh phu) ban -hanh
van ban, vi du:

Nghi quyét cua Chinh phu ban hanh duge ghi nhu sau: 8&: .../NQ-CP

Chi thi ctia Th twémg Chinh phii ban hanh dugc ghi nhu sau: 8é:.../CT-
TTg

Quyét dinh ctia Thudng truc Hpi ddng nhin dan ban hanh duoc ghi nhu
sau: S8: .../QD-HPND

Béo cdo clia cdc ban cia Héi ‘ddng nhan din duge ghi nhu sau: Sé:
../BC-HPND

- Ky h1¢u clia cong vin bao gom chir viét tat tén co quan, td chuc hodc

chitc danh nha nuéc ban hanh cong vin va chir viét tit tén don vi (vu, phong,
ban, bd phan) soan thio hoic chi tri soan thao céng vin d6 (néu cb), vi dy:

Cong van cia Chinh phii do Vu Hanh chinh Van phong Chinh phii soan

thao: Sé: ... /CP-HC
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Cong vin cia Bd Noi vu do Vu Td chirc Can bd Bo Noi vu soan théo:
S6: ../BNV-TCCB ,

Cong vin cia Hoi ddng nhén dan tinh do Ban Kinh té Ngan sach soan
thao: Sé: .../HDND-KTNS
| Cong vin cia Uy ban nhan dan tinh do t6 chuyén vién (hodc thir ky)

theo doi linh vuc van ho4 - x hoi soan thao: S: ... UBND-VX

Cong vin cta S& Noi vu tinh do Van phdng Sé& soan thao: Sé: ... /SNV-
VP

Truérng hop cac Hoi dong, cic Ban tu van cia co quan duge sir dung
con diu clia co quan dé ban hanh v{m ban va Hoi dong, Ban duoc ghi 1a “c

quan” ban hanh van ban thi phai ldy s6 ciia HOi ddng, Ban, vi du Quyét dgnh
s6 01 ciia Hoi ddng thi tuyén cong chirc B Noi vu duge trinh bay nhu sau:

BO NOI VU
HOI DONG THI TUYEN CONG CHU'C

Sé: 01/QD-HPTTCC

Vige ghi ky hiéu céng vin do UBND cép huyén, cép xa ban hanh bao
gom chir viét tit tén co quan, t chirc ban hanh cong vin va chir viét tit tén
Iinh vyc (céc linh vyre dugce quy dinh tai Muc 2, Muc 3, Chuong IV, Luét Té
chirc H6i ddng nhin dan va Uy ban nhin dén ndm 2003) dugc giai quyét
trong cng van.

Chir viét tit tén co quan, td chirc va cac don vi trong mdi co quan, to
chirc hogc linh vyrc (d6i voéi UBND cﬁp huyén, cép x3) do co quan, t6 chic
quy dinh cu thé, bao dam ngin gon, dé hiéu.

2. Ky thudt trinh bay

S, ky hiéu ctia viin ban duge trinh bay tai 6 sb 3, duoc dit canh giita
dudi tén co quan, td chirc ban hanh vin ban.

Tu “So” dugc trinh bay bing chit in thuong, ky h|¢u bang chir i in hoa,
¢ chir 13, kiéu chir ding; sau tir “S8” ¢6 dau hai chdm; véi nhﬂng s6 nho
hon 10 phm ghx thém s6 0 phia trudc; gifra s6 va ky hiéu van ban c6 déu gach
chéo (/), gitta cac nhém chir viét tit trong ky hiéu van ban c6 ddu gach ndi (-)
khong cach chir, vi du:

$é: 15/QD-HPND (Quyét dinh cuia Thudng truc Hoi ddng nhan dén);

$6: 19/HDND-KTNS (Cong van cua Thudmg truc Hoi dbng nhan dan do
Ban Kinh té ngén sach soan thao);

Sé: 23/BC-BNV (Béo c4o ctia B Noi vu);

Sé: 234/SYT-VP (Céng van cua S& Y té do Vin phong soan thao).
Diéu 9. Dja danh va ngay, thang, nim ban hanh vin bin

1. Thé thic



a) Pja danh ghi trén vin ban la tén goi chinh thirc cua don vi hanh
chinh (tén riéng cua tinh, thanh phé truc thuoc Trung wong; huyén, quén, thj
xd, thanh pho thudc tinh; x4, phudng, thi trdn) noi co quan, td chirc déng tru
s&, d5i v6i nhirng don vi hanh chinh dugc dit tén theo tén ngudi, bang chir s6
ho#ic sy kién lich sir thi phai ghi tén goi diy di cia don vj hanh chinh d6, cu
thé nhu sau:

- Dia danh ghi trén van ban cla cic co quan, td chire Trung wong 1a tén
clia tinh, thanh phé trire thuge Trung wong noi co quan, td chitc déng try so,
vi du:

Vén ban cia B§ Cong Thuong, clia Cong ty Dién lyc | thude Téap doan
Pién luc Viét Nam (c6 tru sé tai thinh phé Ha Noi): Ha Ngi,

Vén ban cia Truémg Cao ding Quan tri kinh doanh thudc B Tai chinh
(c6 tru s tai thi trin Nhu Quynh, huyén My Vin, tinh Hung Yén): Humng Yén,

Van ban cua Vi¢n Hai duong hoc thudc Vién Khoa hoc va Céng nghé
Viét Nam (c6 tru sé tai thanh phé Nha Trang, tinh Khanh Hod): Khdnh Hoa,

Van bén ctia Cyc Thué tinh Binh Duong thuge Téng Cuc thué (c6 try
s tai thj x& Thu Dau Mdt, tinh Binh Duong): Binh Duong,

- Dia danh ghi trén vin ban cla cdc =0 avar; 6 < nic cdp tinh:

+ Dbi véi cac thanh phé trae thuée 1iing wong: 12 tén cia thanh phd
truc thugc Trung wong, vi Ju:

Vin bitn ¢ua Uy ban nhén din thanh phd Ha Ngi va cia céc s6, ban,
nganh thudc thanh phd: Ha Ngi, ciia Uy ban nh4n dén thanh phé H Chi Minh
va clia c4c s&, ban, nganh thudc thanh phd: Thank phé H6 Chi Minh,

+ D6 véi céc tinh 14 tén clia tinh, vi du:

Vin ban cia Uy ban nhin dan tmh Hai Duong va cua cac so, ban,
nganh thugc tinh (c6 try s¢ tai thanh phd Hai Duong, tinh Hai Dwong): Hai
Duong, cua Uy ban nhén dén tinh Quéng Ninh va cia cic sd, ban, nganh
thude tinh (c6 tru so tai thanh pho Ha Long, tinh Quang Ninh): Qudng Ninh,
cua Uy ban nhan da.n tinh Lam Dong va cua cdc so, ban, nganh thude tinh (co6
tru so tai thanh phd Da Lat, tinh Lam Péng): Lam Péng,

Trudmg hop dja danh ghi trén vin ban clia co quan thanh phé thuoc tinh
ma tén thanh pho triing véi tén tinh thi ghi thém hai chit thanh phd (TP.), vi
duy:

Vin ban ciia Uy ban nhén dén thanh phé Ha Tinh (tinh Ha Tinh) v ciia
céc phong, ban thugc thanh phé: TP. Ha Tinh,

- Dia danh ghi trén vin ban cia cic co quan, td chirc cdp huyen 1a tén

~. cua huyén, quén, thi x4, thanh pho thudc tinh, vi duy:

_ Vin ban ciia Uy ban nhan dan huyén Séc Son (thanh phé Ha Ngi) va
cua cac phong, ban thugc huyén: Séc Son,



Vin béan cia Uy ban nhan dan quan Go Viép (thanh phé Hd Chi Minh),
cuia c4c phong, ban thudc quan: Go Vdp,
~ Van ban cua Uy ban nhan déan thi xa Ba Ria (tinh Ba Ria - Viing Tau)
va cia cac phong, ban thudc thj xa: Ba Rja,
- Pia danh gh1 trén van ban cia Hoi dong nhan dan, Uy ban nhén dén
va ciia c4c td chirc cép x3 12 tén cia x3, phudng, thi trén d6, vi du: ,
Vin ban cia Uy ban nhan din xa Kim Lién (huyén Nam Pan, tinh
Nghe An): Kim Lién,
- Vin ban cua Uy ban nhan dan phudng Pién Bién Phi (quin Ba Dinh,
TP. Ha Noi): Phuong Pién Bién Phu,
- Pia danh ghi trén van ban cia cic co quan, td chitc va don vi vil trang
nhan dan thugc pham vi quén Iy cia B6 Cong an, Bo Quéc phong duge thuc

hlen theo quy dinh cta phép luit va quy dinh cy thé ciia B6 Céng an, Bo
Quéc phong,

b) Ngay, thdng, ndm ban hanh vin ban

Ngay, thang, ndm ban hanh van ban 1a ngdy, thdng, nim vin ban duge
ban hanh.

Ngay, thang, ndm ban hanh van bén phai duoc viét diy du; cac sb chi
ngay, thang, ndm dung chir s6 A~rép, doi voi nhﬁ'ng s6 chi ngay nho hon 10
va thang 1, 2 phai ghi thém s6 0 & trudc, cu thé:

Thanh phé H6 Chi Minh, ngay 05 théng 02 ném 2009
Qudn 1, ngay 10 thang 02 nam 2010
2. K¥ thuét trinh bay

Dia danh va ngay, thang, nim ban hanh vén ban duoc trinh bay trén
cung mot dbng vai s0, ky hiéu vin ban, tai 6 sb 4, béng chir in thudng, c&
chir tir 13 dén 14, kleu chir nghlcng, cac chir cai dﬁu ctia dia danh phai viét
hoa; sau dia danh c6 dau phiy; dia danh va ngay, thang, ndm dugc dit canh
gitta dudi Quéc hiéu.

Diéu 10. Tén loai va trich yéu ndi dung ciia viin ban
1. Thé thirc

Tén loai vén ban 1a tén cua timg loai vin ban do co quan, td chirc ban
hanh. Khi ban hanh vin ban du phai ghi tén loai, trir cong van,

Trich yéu ndi dung ctia vin ban la mdt cau ngin gon hoic mQt cum fir
phan anh khai quat ndi dung chu yéu cia vin ban.

2. K¢ thuét trinh bay

Tén loai va trich yéu ndi dung ciia c4c loai vin bn c6 ghi tén loai duge
trinh bay tai 6 s& 5a; tén loai van ban (nghi quyét, quyet dinh, ké hoach, bao
céo, t& trinh va céc loai viin ban khéc) dugc dit canh gilra bang chir in hoa, c&
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chit 14, kiéu chir dimg, dam; trich yéu ndi dung vin ban dugc dt canh gitta,
ngay dudi tén loai van ban, bang chir in thudng, c& chir 14, kieu chir dimg,
dam; bén dudi trich yéu cé duémg ké ngang, nét lién, c6 do dai bang tir 1/3
dén 1/2 d6 dai clia dong chir va dit can doi so véi dong chi, vi dy:
QUYET DINH
Vé viéc diéu dgng cin b

Trich yéu ndi dung cong vin dugc trinh bay tai 6 s6 5b, sau chir “V/v*
bang chi in thudmg, c& chit tir 12 dén 13, kiéu chir dimg; dugc dit canh gifra
dudi s6 va ky hiéu van ban, cich dong 6pt vi s6 va ky higu van ban, vi dy:

S6: 72/VTLTNN-NVDP
V/v ké hoach kiém tra cong tic
vin thu, luu trlt nim 2009

Didu 11. Noi dung vin ban

1. Thé thirc |

a) Noi dung vin ban 14 thanh phan chi yéu cha vin ban.

Noi dung vin ban phai bao ddm nhimg yéu cu co ban sau:

- Phii hgp véi hinh thic van ban dugc sir dyung;

- Phu hop véi dudmg 16i, chit truong, chinh séch clia Dang; phi hop véi
quy dinh cta phap lugt;

- Dugc trinh bay ngén gon, rd rang, chinh x4c;

- St dung ngdn ngir viét, cach dién dat don gian, dé hiéu;

- Ding tir ngit tiéng Viét Nam phd théng (khong ding tir ngit dia
phuong va tir ngir nudc ngoai néu khong thuc sir can thiét). Péi véi thudt ngir
chuyén mdn can xic dinh 8 ndi dung thi phai dugc giai thich trong vin ban;

- Chi duge viét tit nhimg tir, cym tir thong dung, nhimg tir thudc ngdn
ngit tiéng Viét dé hiéu. Doi voi nhimg tir, cym tir duge sir dung nhiéu lan
trong vin ban thi c6 thé viét tit, nhimg céc chir viét tht 1an dau cua tir, cum tir
phai dugc dit trong dAu ngodc don ngay sau tir, cum tir d6;

- Khi vién déin }4n déu viin bén c6 lién quan, phai ghi day du tén loai,
s6, ky higu vén ban, ngay, thédng, nim ban hanh vin ban, tén co quan, t6 chic
ban hanh vin ban, trich yéu ndi dung vin ban (doi vdi luit va phéap 1énh chi
ghi tén loai va tén cia ludt, phap 1énh), vi du: “... dugc quy dinh tai Nghj dinh
s 110/2004/ND-CP ngay 08 théng 4 ndm 2004 cia Chinh phi vé cong tac
van thu”; trong cac lan vig¢n dan tiep theo, chi ghi tén loai va s0, ky hidu cia
van ban do;

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

b) BS cuc cia vin ban



Tuy theo th loan va ndi dung, viin ban c6 thé c6 phan can cir phap ly dé
ban hanh, phan mé dau va cé thé dugc bd cuc theo phan, chu'ong, muc, diéu,
khoan, diém hoac duoc phén chia thanh cic phén, muc tir I6n dén nho theo

mot trinh ty nhit dinh, cy thé:

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

- Quyét dinh (ca blét) theo diéu, khoan, dlém, céc quy ché (quy dinh)
~ ban hanh kém theo quyét dinh: theo chirong, myc, diéu, khoan, diém;

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

- Cac hinh thitc viin ban hanh chinh khéic: theo phan muc, khoan, diém
hoac theo khoan, diém.

Pdi v6i cac hinh thirc vin ban duoc bo cuc theo phan chuong, myc,
diéu thi phin, chuong, muc, didu phai c6 tiéu dé.

2. K¥ thuat trinh bay
N¢i dung viin ban dugc trinh bay tai 6 sb 6.

Phin ndi dung (ban vin) dugc trinh bay bang chir i in thudmg (duge dan
déu ca hai 18), kiéu chir dimg; c& chir tir 13 dén 14 (phan lén vén trong mét
van ban phai dung cling mét c¢& chir); khi xudng dong, chir diu dong phai lui
vao tir lcm dén 1,27cm (1 default tab); khoang cach giita cic doan vin
(paragraph) dit t6i thléu 1a 6pt; khoang céch giira cdc dong hay cdch dong
(line spacing) chon t6i thidu tir cach dong don (smgle line spacmg) hodc tir
15pt (exactly line spacing) tr& 1én; khoang cich t6i da giira cac dong 12 1,5
dong (1,5 lines).

Doi véi nhitng van bén c6 phan cin cir phap ly de ban hanh thi sau m01
- cén cur phai xudng dbng, cudi dong c6 dau “chadm phay”, riéng cin cir cubi
cung két thic bing ddu “phiy”.

Truomg hgp ndi dung van ban duge bd cyc theo phén, chuong, muc,
diéu, khoan, diém thi trinh bay nhu sau;

- Phan, chwong: Tir “Phén”, “Chucmg” va sé thit tur ctia phin, chuong
duqc trinh bay trén mét dong ncng, canh gifra, bing chir in thudmg, c& chir tur
13 dén 14, kxeu chir dlmg, dam. S6 thir tu ctia phén, chuong ding chit s6 La
Ma, Tiéu dé (tén) cta phan, chuong dugc trinh bay ngay duéi, canh giita,
bang chit in hoa, ¢ chit tir 13 dén 14, kiéu chiy dimg, dam;

- Muc: Tir “Muc” va sb thir tu cia myuc duge trinh bay trén mét dong
riéng, canh gitra, bang chir in thudng, c& chir tir 13 dén 14, kiéu chir dimg,
dam. S6 thir ty cia muyc dung chir s6 A-rép. Tiéu dé cua muyc dugc trinh bay
ngay dudi, canh gitra, bang chit in hoa, ¢& chir tir 12 dén 13, kiéu chir dimg,
dém,;

- Piéu: Tur “Dleu“ sb thir tu va tléu dé cua dleu dugc trinh bay bing
chir in thudng, cach 1é trai 1 default tab, sb thir ty cua diéu diung chir sO A-rép,



sau sb thit ty cé déu chim; c& chi bﬁhg c& chit cia phan 1i vin (13-14), kiéu
chir dimg, ddm;

- Khoan: So thir tyr cac khoan trong méi myc ding chit s6 A-rép, sau s6
thr ty c6 dhu chdm, c& chu so bang c& chir cla phan 16 vin (13-14), kiéu chir
dimg; néu khoan c6 tidu d&, s thir ty va tidu dé ctia khodn dugce trinh bay trén
mot dong riéng, bing chir in thuong, c& chir bang cao chtr ctia phén 1& vin
(13-14), kiéu chir dimg;

- Diém: Thir tu céc diém trong mdi khoan dung céc chir céi tiéng Vigt
theo thir ty abc, sau c6 déu déng ngoéc dom, bing chi in thudmg, c& chit bing
c& chit ctia phan 18 vin (13-14), kiéu chix dimg.

Trutmg hop ndi dung vén ban duge phén chia thanh céc phin, muc,
khoan, diém thi trinh bay nhu sau:

- Phin (néu cé): Tir “Phﬁn” va s thi tir cia phan du'qc trinh béy trén
mQt dong riéng, canh giira, béng chir in thudmg, c& chit fir 13 den 14, kiéu chit
dimg, dam; sb thir ty ctia phin diing chix s6 La Ma4. Tiéu dé cua phan duoc
trinh bay ngay dudi, canh gn'}a bing chir in hoa, c¢& chir tir 13 dén 14, kiéu
chir dimg, dam;

- Muc: So thir ty cac muc dung chir so La M4, sau c6 dau chim va duge
trinh béy céch 18 trai 1 default tab; tiéu dé cia muc duoc trinh béy cung mot
hang véi s6 thir tu, bing chir in hoa, ¢ chir tir 13 dén 14, kiéu chir dimg,
dam; :

- Khoan: Sb thir ty cac khoan trong moi muyc dung chir sb A-rap, sau sé
thir tir c6 diu cham, & chit s6 bc’mg ¢ chir cua phan loi vin (13-14), kiéu chir
dimg; néu khoan co tiéu dé, s6 thir ty va tiéu @& cia khoan dugc trinh bay trén
mét dong riéng, bing chit in thudng, c¢& chit bing ¢& chir cua phin 10i van
(13-14), kiéu chit dimg, dam;

- Piém trinh bdy nhu trudng hop ndi dung van ban dugc b cyc theo
phan, chuong, muc, diéu, khodn, diém.

Diéu 12. Quyén han, chirc vy, ho tén va chir ky cita ngudi cb thim
quyén

1. Thé thirc

a) Viée ghi quyén han cia ngudi ky duge thye hign nhu suu:

- Trudng hgp ky thay mat tip thé thi phai ghi chit viét tht “TM.” (thay
mit) vao trude tén tip thé lanh dao hojc tén co quan, tb chirc, vi du:

TM. HQI PONG NHAN DAN TM. POAN PAI BIEU QUOC HOI

- Trudng hop ky thay ngudi dimg du co quan, tb chitc thi phai ghi chir

viét tit “KT.” (ky thay) vao trude chirc vu cita ngudi dimg dau, vi dy:

KT. CHU TICH KT. BO TRUONG
PHO CHU T[CH THU TRUONG
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Truong hgp ¢Ap ph6 duge giao phy trich thi thyc hién nhu cép pho ky
thay cap truong;

- Trudng hqp ky thira 1énh thi phai ghi chu viét tit “TL.” (thia l¢nh)
vao trrde chire vy clia ngudi ding du co quan, td chire, vi du:

TL.BQ TRUGONG TL. CHU TICH
VU TRUONG VU TO CHUC CAN BO CHANH VAN PHONG

- Tn:ong hgp ky thira uy quyen thi phai ghi chr th tit “TUQ.” (thira
uy quyén) vao trudce chirc vu clia ngudi dimg diu co quan, td chirc, vi du:

TUQ. GIAM POC
TRUONG PHONG TO CHUC CAN BO

b) Chirc vy ctia ngudi ky

Chic vy ghi trén vin ban 1a chic vy 1anh dao chinh thirc cia ngudi ky
viin ban trong co quan, td chirc; chi ghi chirc vu nhu Bo truéng (B9 trudng,
Chu nhiém), Thir truémg, Chu tich, Phé Chu tich, Giam dbc, Phé Giam débc,
Q. Giam ddc (Quyén Glém déc) v.v.., khéng gh1 nhitng chirc vy ma Nha nuéc
khéng quy dinh nhu: cap phé thuong trige, cap pho phu trach, v.v...; khong
ghi lax tén co quan, té chuc, trir cdc viin ban lién tich, vin bin do ha1 hay
nhiéu co quan, t& chirc ban hanh; viéc ky thira 1énh, ky thira uy quyén do céc
co quan, t6 chirc quy dinh cu thé bing vin ban.

Chirc danh ghi trén vin ban do céc td chire tur vén (khong thuoc co chu
tb chirc clia co quan duge quy dinh tai quyet dinh thanh 1ap; quyét dinh quy
dinh chirc néng, nhi¢m vy, co chu t6 chirc clia co quan) ban hanh I3 chire danh
lanh dao cia ngudi ky vin ban trong ban hojic hoi dong. Don v&i nhimg ban,
héi ddng khong duge phép sir dung con déu ciia co quan, t6 chic thi chi ghi
chirc danh ciia ngudi ky vin ban trong ban hoiic hdi dong, khong duoc ghi
chirc vy trong co quan, td chirc,

Chirc vy (Chitc danh) ctia ngudi ky vin ban do héi dong hodc ban chi
dao cia Nha nudc ban hanh ma l3nh dao By Xay du'ng lam Trudng ban hoac
Phé Trudng ban, Chi tich hodc Phé Chu tich Hoi ddng duoc ghi nhu sau, vi
du:

TM. HOI PONG KT, TRUGNG BAN
CHU TICH PHO TRUONG BAN
(Chiz ky, ddu cia B6 Xay dung) (Chi ky, ddu ciia B6 Xay dung)
BQ TRUONG BQ XAY DUNG THU TRUONG BQ XAY DUNG
Nguyén Viin A Trin Vin B

Chirc vu (Chirc danh) clia ngudi ky vin ban do hdi ddng hoic ban cua
B§ Xay dung ban hanh ma Thi truong B6 Xay dung 1am Chu tich Héi dong
hoéc Trudng ban, 1anh dao cac Cuc, Vu thuge B Xay dung lam Pho Chu tich
Hdi ddng hodc Phé Trudmg ban duoc ghi nhur sau, vi du:

11



TM. HQI PONG KT. TRUGNG BAN

CHU TICH PHO TRUOGNG BAN
(Chit ky, déu cia B6 Xdy dung) (Chiz ky, ddu ctia B6 Xdy dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BO
Trdn Vin B Lé Viin C

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

P6i véi vin ban hanh chinh, tnrée ho ten cua ngum ky, khdng ghi hoc
ham, hoc vi va cic danh hiéu danh dy khac. Don vai vidn ban giao dijch; vin
ban cua céc td chic su nghiép gléo duc, y té, khoa hoc hojic luc lugng vii
trang dugc ghi thém hoc ham, hoc vi, quan ham.

2. Ky thudt trinh bay

Quyén han, chitc vy ciia ngudi ky dugc trinh bay tai 6 s6 7a; chite vu
khac ctia nguoi ky duge trinh bay tai 6 s6 7b; céc chif viét tit quyén han nhu:
“TM.”, “KT.”, “TL.”, “TUQ.” hogc quyen han va chirc vy ctia ngudi ky duge
trinh bay béng chirin hoa c& chir tir 13 dén 14, kiéu chir dimg, dam.

Ho tén cia ngudi ky vin ban dugc trinh by tai 6 s6 7b; bang chfr in
thudmg, ¢& chit tir 13 dén 14, kiéu chir dimg, dém, dwgc dit canh gitta so véi
quyén han, chirc vu ctia ngudi ky.

Chir ky ctia ngudi cé thAm quyén duogc trinh bay tai 6 sb 7c.
Diéu 13. Diu ciia co quan, td chire

1. Viéc déng déu trén van ban duoc thyce hién theo quy dinh tai Khoan
2 va Khoan 3 Diéu 26 Nghi dinh sé 110/2004/ND-CP ngay 08 thang 4 ndm
2004 cua Chinh phu vé cong tdc van thu va quy dinh cia phap luat c6 lién
quan; viéc déng dau giap lai d6i véi vin ban, tai liéu chuyén nganh va phu luc
kém theo dugc thyc hién theo quy dinh tai Khoan 4 Diéu 26 Nghi dinh sb
110/2004/ND-CP.

2. Dau clia co quan, td chirc dugce trinh bay tai 6 s6 8; du gidp lai duge
déng vao khoang glﬁa mep Phal cua van ban hodc phu lyc vin ban, triim 1én
mét phén céc to gidy; mdi dau déng tdi da 05 trang vin ban.

Diéu 14. Noi nhan
1. Thé thire

Noi nhan xac dinh nhtmg co quan, t& chuc, don vi va cé nhan nhén van
ban va ¢ trach nhiém nhu dé xem xét, giai quyet &8 thi hanh; dé kiém tra,
gidm sat; dé bao céo; dé trao ddi cong viéc; dé biét va dé luvu.

Noi nhan phai duge xac dinh cu thé trong van ban. Can cr quy dinh coa
phép ludt; can cir chirc nang, nhxem vu, quyén han cua co quan, td chirc va
quan hé cdng tdc; cin cir yéu cau gnél quyét cong v1éc, don vj hodc cé nhan
soan thdo hojdc chu tri soan thao cé trach nhiém dé xuét nhimng co quan, to
chirc, don vi v c4 nhan nhén vin ban trinh ngudi ky van ban quyét dinh.

12



Déi véi vén ban chi gui cho mot s6 doi tugng cu thé thi phai ghi tén
timg co quan, to chiic, ¢ nhin nhin vin bén; ddi v6i van ban duge giri cho
mdt hodc mdt sé nhém d6i tuong nhét dinh thi noi nhan duge ghi chung, vi
du:

- Cac B9, co quan ngang B, co quan thuge Chinh phu;
- Uy ban nhin dan cic tinh, thanh phé trye thudc Trung wong;

Péi voi nhimg vian ban ¢ ghi tén loai, noi nhén bao goém tir “Noi
nhén” va phﬁn liét ké céc co quan, to chirc, don vi va c& nhan nhéan vin ban.

Déi véi cong vin hanh chinh, noi nhan bao gdm hai phén:

- Phin thir nhét bao gdm tir “Kinh gini”, sau d6 la tén céc co quan, to
chire holic dom vi, ca nhén tryc tiép giai quyet cong viéc;,

- Phén thir hai bao gdm tir “Noi nhan”, phia duéi 1a tir “Nhu trén”, tiép
theo 12 tén cdc co quan, td chic, don vj va ca nhén cé lién quan khéc nhén vin
ban.

2. K§ thuit trinh bay
Noi nhan duge trinh bay tai 6 s6 9a va 9b.
Phén noi nhén tai 8 s6 9a duoc trinh by nhu sau:

: - Tir “Kinh giri” va tén céc co quan, t6 chirc hogic c4 nhan nhan vin ban
dugec trinh by bang chir in thudng, ¢ chir tir 13 dén 14, kiéu chir dimg;

N,

- Sau tir “Kinh giri” ¢6 dau hai chim; néu c6ng vin giri cho mot co
quan, td chirc hojic mdt ca nhan thi tir “Kinh giri” va tén co quan, td chirc
ho#ic ca nhin dugc trinh bay trén cing mét dong; trudng hop cong vﬁn gui
cho hai co quan, t6 chirc hoac c4 nhén trd 1én thi xudng d(’)ng, tén mdi co
quan, to chirc, c4 nhan hoﬁc mdi nhém co quan, tb chire, ca nhén dugc trinh
bay trén mot dong riéng, dau dong ¢ gach ddu dong, cudi dong c6 déu chim
phay, cubi dong cudi cung ¢ dau cham; cdc gach ddu dong dugce trinh bay
théng hang véi nhau duéi déu hai cham.

“Phéin noi nhén tai 6 s6 9b (4p dung chung d6i véi céng vin hanh chinh
va cac loai vin ban khéc) dugc trinh bdy nhu sau:

= Tr “Noi nhén” duge trinh bay trén mot dong riéng (ngang hang véi
donig chi¥ “quydn han, chire vy cds ngudl ky” va st 18 trai), sau eb ddu hel

chim, bing chir in thudmg, c& chir 12, kiéu chir nghiéng, dim;

| - Phén liét k& céc co quan, td chirc, don vi va c4 nhan nhan van ban

dugc trinh bay bing chif in thudmg, ¢ chi’z 11, kiéu chir dimg; tén mbi co
quan, td chirc, don vi va c4 nhan hodc mdi nhom €0 quan, td chirc, don vj
nhan van ban duoc trinh by trén mot dong riéng, dAu dong c6 gach déu dong
sat 18 tréi, cudi dong cd dau cham phéy; riéng dbng cubi cling bao gbém chir
“Lau” sau ¢ dau hai cham tlep theo 1a chir viét tit “VT” (Van thu co quan,
t6 chirc), diu phiy, chir viét tit tén don vi (hodic bé phén) soan thio vin ban
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va sb luong ban luu (chi trong nhitg trudmg hop cén thiét), cudi cang 13 dau
chim.

Piéu 15. Cic thanh phan khac

1. Thé thirc

a) DAu chi mirc o mét

Vne;c xac dinh va dong dau do mat (tuyét mat, t6i mat hodic mat), dau

thu héi don v&i van ban ¢6 ndi dung bi méat nha nudc duge thuc hién theo quy
dinh tai Piéu 5, 6, 7, 8 cia Phap lénh Bao vé bi mat nha nuée nam 2000.

b) Déu chi mirc 43 khin

Tuy theo muc d6 cin dugc chuyén phét nhanh, vén ban duqc xéac dinh
46 khén theo bén mirc sau: khén, thugng khén, hoa t6c, hoa toc hen gidy; khi
soan thao vin ban c6 tinh chét khén, don vi hoéc ¢4 nhén soan thao vin ban
& xuit mirc d§ khan trinh ngudi ky vin ban quyét dinh.

¢) Péi véi nhimg van ban cé pham vi, dbi tugng dugce pho bién, sir
dung han ché, sir dyng céc chi din vé pham vi luu hanh nhu “TRA LAI SAU
KHI HQP (HQI NGH])", “XEM XONG TRA LAI”, “LUU HANH NOI BO”,

d) Pdi véi cong van, ngoai cic thanh phin duge quy dinh c6 thé bo
sung dia chi co quan, td chirc; dia chi thr dién tir (E-Mail); sd dién thoai, sb
Telex, sé Fax; dia chi trang théng tin dién tr (Website).

d) Dbi véi nhimg vin ban can dugc qué.n Iy chit ché& vé s lwong ban
phét hanh phai c6 ky hiéu ngudi ddnh méy va s6 lugng ban phét hanh.

e) Truong hop vin ban ¢6 phy lyc kém theo thi trong van ban phéi c6
chi d4n vé phu lyc d6. Phy lyc van ban phax co tiéu dé vin ban ¢0 tir hai phy
luc tré 1én thi cac phu lyc phéi dugce dénh so thir tu bﬂng chir s6 La M.

g) Viin ban ¢ hai trang tré 1én thi phai danh s trang bang chit sd A-

rép.
2. K§ thut trinh bay
a) Dau chi mirc d6 mat
Con déu céc d6 mat (TUYET MAT, TOI MAT hoé.c MAT) va diu thu

héi duge khiic sin theo quy dinh tai Myc 2 Thong tr s 12/2002/TT-BCA
ngdy 13 thang 9 ném 2002 huong didn thyre hign Nghl diali 56 33/2002/ND-CP
cia Chinh phu quy dinh chi tiét thi hanh Phép l«;nh Bao ve bi mét nha nudc
nZ.m 2000. Diu d6 mat duge déng vao 6 s6 10a, diu thu hdi duge déng vao 6
so11.

b) Dau chi mirc d6 khén
Con du céc 46 khan dugce khic sén hinh chir nhat c6 kich thuée 30mm
x 8mm, 40mm x 8mm va 20mm x 8mm, trén d6 céc tir “KHAN”, “THUONG

KHAN”, “HOA TOC” va “HOA TOC HEN GIO” trinh bdy béng "chit in hoa,
phong chit Times New Roman c& chir tir 13 dén 14, kidu chix dimg, ddm va
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d{lt can dbi trong khung hinh chu- nhét vién don. Dau 5 khan dugc déng vio
b s6 10b. Myc dé déng déu d6 khan dimg mau dé tuoi.

¢) Cac chi din vé pham vi luu hanh

Cac chi din v& pham vi luu hanh trinh bay tai 6 sb 11; c4c cum tir
“TRA LAl SAU KHI HQP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU
HANH NOQI BQ” trinh bdy cin d6i trong mdt khung hinh chir nhét vién don,
bing chi¥ in hoa, phéng chit Times New Roman, c& chit tir 13 dén 14, kiéu
chir dimg, ddm.

d) Dga chi co quan, tb chirc; dia chi thu dién tir (E-Mail); s6 dién thoai,
s6 Telex, s6 Fax; dia chi Trang thong tin dién tr (Website)

Céc thanh phan ndy dugc trinh bay tai 6 s6 14 trang thir nhat cia vin
ban, bﬁng chir m thudmg, c¢& chir tir 11 dén 12, kiéu chir dimg, dudi mdt
duimg ké nét lien kéo dai hét chiéu ngang cta ving trinh bay vén ban.

d) Ky hiéu ngudi danh may va s6 lugng ban phét hanh

Duqc trinh bay tai 6 s6 13; ky hiéu bing chit in hoa, s6 lugng ban bing
chir s6 A-réip, c& chir 11, kiéu chir dtmg.

e) Phu luc vin ban

Phu luc van ban dugc trinh bay trén cac trang riéng; tir “Phy luc” va s6
thir ty cia phy Iuc dugce trinh bay thanh mét dong riéng, canh giira, bing chir
in thuomg, c& chir 14, kiéu chit dimg, dam; tén phuy luc duge trinh by canh
giira, bing chir in hoa, ¢ chir tir 13 dén 14, kiéu chir dimg, dam,

g) S6 trang vin ban

Sé trang dugc trinh bly tai goc phai & cubi trang gidy (phan footer)
bang chi s A-rap, c& chir 13-14, kléu chir dimg, khéng danh sb trang thir
nhét. S6 trang ctia phu luc duge dénh s6 riéng theo timg phu luc.

M3u chi¥ va chi tiét trinh bdy céac thanh phcm thé thirc vin ban dugc
minh hoa tai Phy luc IV kém theo Thong tir nay.

Mau trinh bay mét s loai vin ban hanh chinh dugce minh hoa tai Phu
lyc V kém theo Thong tu nay.

Chuwrong IIT
THE THU'C VA KV THUAT TRINH BAY BAN SAO

Diéu 16. Thé thirc bin sao

Thé thirc ban sao bao gdm:

1. Hinh thirc sao

“SAQ Y BAN CHINH” ho#ic “TRICH SAO” hoic “SAO LUC”.
2. Tén co quan, t6 chirc sao vin ban

3. S, ky hiéu ban sao bao gbm sb thir tu ding ky duoc d4nh chung cho
cac loai ban sao do co quan, td chirc thue hién va chix viét tit tén loai ban sao
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theo Bang chu viét tt tén logi vin ban va ban sao kém theo Thong tu nay
(Phuy luc I) S8 duogc ghi bing chir s6 A-rdp, bat du tir s6 01 vao ngay dau
nam va két thiic vao ngay 31 thang 12 hing nim.

4. Chc thanh phin the thirc khac ctia ban sao vin ban gdm dia danh va
ngay, thang, nam sa0; quyén han. chirc vy, ho tén va chir ky cta nguoi co
thdm quyén; dau clia co quan, td chirc sao viin ban va noi nhan duge thyc hién
theo huéng din tai Didu 9, 12, 13 va 14 ctia Théng tu nay.

Diéu 17. K¥ thuit trinh bay

1. Vi trf trinh bay céc thanh phén thé thitc ban sao (trén trang gidy kho
A4)

Thyc hién theo so d6 bd tri céc thanh phan thé thirc ban sao kém theo
Théng tu ndy (Phy lyc I10).

Céc thanh phin thé thirc ban sao duqc trinh bay trén cling mot tor gidy,
ngay sau phan cudi cing cia vin bén can sao dugc photocopy, dudi mét
dudng ké nét lién, kéo dai hét chidu ngang ciia ving trinh bay vin ban.

2. K¥ thuit trinh bay ban sao

a) Cym tir “SAO Y BAN CHINH”, “TRICH SAO” hojc “SAO Lyc”
duqc trinh bly tai 6 s6 1 (Phu luc III) bing chir in hoa, c& chir tir 13 dén 14,
kiéu chit dimg, dam

b) Tén co quan, té chirc sao vin ban (tai 6 so 2); s6, ky hiéu ban sao (tai
b sb 3) dia danh va ngay, thang, nam sao (tai 6 30 4); chirc vu, ho tén va chir
ky cua ngudi co tham quyen (tai 6 sb Sa, Sb va Sc); déu cua co quan, td chirc
sao van ban (tai 6 sb 6) noi nhén (tai 6 56 7) dugec trinh bay theo hudng dan
trinh bdy céc thanh phan thé thirc tai Phu luc III.

M3u chir va chi tiét trinh biy céc thinh phan thé thirc ban sao duoc
minh hoa tai Phy luc IV; miu trinh by ban sao dugc minh hoa tai Phu Juc V
kémn theo Théng tu nay.

Chuong 1V
TO CHUC THY'C HIEN

Piéu 18. Piéu khoin thi hinh

Théng tu nay c6 hiéu lyc sau 45 ngay ké tir ngay ky.

Nhitng quy dinh vé thé thirc va k§ thuét trinh bay vén ban hanh chinh
va ban sao vin ban dugc quy dinh tai Thong tu lién tich sé 55/2005/TTLT-
BNV-VPCP ngay 06 thang 5 ndm 2005 cia By Noi vy va Van phong Chinh

phit huéng din thé thirc va k§ thudt trinh bdy vin ban hanh chinh trdi véi
Thoéng tu nay bi bai bo.

Piéu 19. T6 chire thure hién

Bg, co quan ngang Bg, co quan thugc Chinh phu, Uy ban nhéan dén cac
tinh, thanh pho tryc thuge Trung wong, Tap doan kinh té nha nudc, Tong cong
ty nha nuéc (91) chiu trach nhiém té chirc trién khai thuc hién Théng tu nay.
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Céc B§, nganh clin cir quy djnh thé thitc va k¥ thujt trinh bay vin ban
tai Thong tu ndy dé quy dinh thé thirc va k¥ thudt trinh by vin ban chuyén

nganh cho phu hqp.//.d‘d/

Noi nhgn: ..BO TRUONG
- Thi tudmg, cic Phé Thi tuémg Chinh phi; ~ ‘

* - Vin phong Trung wong Dang;
- Viin phong Quéc héi;

- Van phdng Chi tich nuéc; .
- Céc B9, co quan ngang B, co quan thu$c Chinh phi;

- HDND, UBND céc tinh, thanh phd tryre thude TW;
- Vign Kiém st nhin dan t5i cao;

- To? én nhin dan tdi cao; 4
- Kiem todn Nha nude; , 2

- Co quan Trung wong ciia céc dodn thé; Tran Vin Tuin
- Céic Tip doan kinh t€, Téng cong ty nha nude (91);

- Cye Vin thu va Lanu trit Nha nuée (10b);

- Cuc Kiém tra vin ban QPPL (B§ Tu phép);

- Cong béo;

- BNV: B§ trudng, céc Thir tnrémg, cée don vj thudc va

tryc thudc B,

- VPCP: B tnrdmg CN, céc Phé CN;

- Website BNV;

- Lwu: VT, PC (BNV). 320b,

17
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Phu luc I

\ y ET TAT TEN LOAI VAN BAN VA BAN SAO
] zmngms 04/201 1/TT-BNV ngay A9théng Mndm 2011 cia B6 N6i vu)

| Stt_| Tén logvwflin himh chieh Chir viét tit
L. Ngln quyét (ca biéf) NQ
2. | Quyét dinh (ca biét) QP
3. ' Chi thi (cé biét) CT
4. | Quyche QC
5. | Quy dinh Qyb
| 6. | Thong céo TC
7. | Thong bao B
' 8. | Hudéng dan HD
. 9. | Chuong trinh. CTr
| 10. | Ké hoach KH
11, | Phuong 4n PA
12, | Péén PbA
13. | Dy én ' DA
| 14. | Béo cao ' BC
| 15. | Bién ban BB
16. | T trinh TTr
| 17. | Hop dong HD
18. | Cong vin
19, | Cong di¢n Cb
| 20. | Ban ghi nhé GN
21. | Bin cam ket |CK
22. | Ban thoa thudn TTh
23. | Gidly chung nhan CN
| 24 Gtay uy quyén UuQ
25. | Gidy moi 'GM
26. | Gidy gidi thiéu GT
27. | Gidy nghi phép NP
28. | Giay di dudmg bb
. 29. | Giay bién nhén hd so BN
. 30. | Phiéu gin PG
| 31. | Phiéu chuyén PC
22,  Thucong
Bén sao viin bdn
1. Bénsaoy ban chinh SY
2. | Bén trich sao T8
3. | Bén sao lyc | SL
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Phu luc 11

CAC THANH PHAN THE THUC VAN BAN

mét trang gidy khd A4: 210 mm x 297 mm)
ng/tu #6 01/2011/TT-BNV ngay A9 thang #{ ndm 2011 ciia B§ Ni vi)

20-2.’:[mm 1

I 2 1
15 '
3 4
|
5b S5a '
10a 9a
10b 12
30-35 mm 5
=
'. 6 7,
| ——
7a
9b
M 13 8 T Tc
7b
14
20—25]mm




Ghi chu:

0 sb

1
2
3
4

10b
11
12
13
14

15

Thanh phén thé thire viin bin

Qubc hiéu

Tén co quan, td chirc ban hanh viin ban

S8, ky hiéu cila vin bin

Dija danh va ngay, thang, nam ban hanh vin ban

Tén loai va trich yéu ndi dung vin ban

Trich yéu ndi dung c6ng vin

N§i dung vin bin

Quyén han, chitc vy, ho tén va chit ky ciia ngudi cé thdm quyén
Déu ciia co quan, td chirc

Noi nhén

Dau chi mirc 46 mét

Déu chi mirc 46 khan

Déu thu hdi va chi dén vé pham vi hru hanh

Chi din vé du thdo vin ban

Ky hiéu ngudri d4nh may va sb liwrgng bén phét hanh

Pia chi co quan, tb chitc; dia chi E-Mail; dja chi Website; s6 dién
thoai, s0 Telex, sb Fax

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

Ay



Md‘

Phu luc I

AC THANH PHAN THE THU'C BAN SAO VAN BAN
rén mot trang gifly khd A4: 210 mm x 297 mm) .

Mn tie s6 O /2011/TT-BNV ngéry 49 théng M nam 2011 ciia Bo Ni vy

2 | 1
30-35 mm | 9 4

! : o

Sa

6 5¢

5b

Ghi chi:
0 sé

L

Thanh phén thé thirc bin sao

Hinh thirc sao: “sao y bén chinh”, “trich sao™ ho#ic “sao luc”
Tén co quan, t6 chirc sao vin ban

S6, ky hiéu bén sao

Dia danh va ngay, théng, nim sao

Chirc vy, ho tén va chir ky cita ngudi c6 tham quyén

D#u ciia co quan, t§ chirc

Noi nhén
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Phu luc IV
HI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO

CHD“ f
PN (X mitheo Thing tw s6#/2011/TT-BNV ngéyA9thang{ ndm 2011 cia B¢ Noji vu)

\
Thanh phin thg thirc

Stt Loaichir | C& | Kiéuchir Vi du minh hog
Vi ol "ét b ey Ehi Phong chir Times New Roman cchgr
(1) (2) 3) 4 3 (6) @
1 | Quoc hiéu
- Dong trén Inhoa | 12-13 | Pimg, dim CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Dong dudi In thudng | 13-14 | Pimg, dim Pic ldp - Tir do - Hanh phic 13
- Dong ké bén dudi
2 | Tén co quan, t chirc
- Tén co quan, td chuc chu .
quan cap trén tryc tiép Inhoa | 12-13 Dimg BO TAI CHINH 12
- Tén co quan, td chirc Inhoa | 12-13 | Dimg dam CUC QUAN LY GIA 12 ]
- Dong ké bén dudi T
3 | 80, ky hiéu ctia van ban In thuéng | 13 Primg S6: 15/QD-BNV; So: 05/BKHCN-VP; So: 12/UBND-VX | 13
4 | bia danh va ngay, thing, nam | In thudmg | 13-14 | Nghiéng Ha Ngi, ngay 05 thang 02 ndm 2009 13
ban hinh vin ban Thanh pho H6 Chi Minh, ngay 29 thang 6 ndm 2009
5 | Tén loai va trich yéu ndi dung
a | Doi véi vin ban ¢ tén loai
- Tén loai van ban Inhoa | 14 | Dimg, dam CHIi THI 14
- Trich yéu ngi dung Inthuong | 14 | Dimg dam Vé cong tic phing, chong lut bio 14
- Dong ké bis dudi .
b | Poi véi cong viin - ,
Trich yéu ndi dung In thudng | 12-13 Ping V/v ning béc lwong nim 2009 13
6 Noz dung vin bin In thudmg | 13-14 Pimg | Trong eCng téc chi dao . 14
i | Gore phan, .hucng, mig,
Jieu, khoén diém, tiét, ticu
tiét




- Tir “phan”, “chuong” va s¢ v .
thit tu ciia phén, chuong Inthudng | 14 | Pimg, dim Phin I Chwrong 1 14
- Tiéu de cua phan, chuong Inhoa | 13-14 | Bimg, dim | QUY PINH CHUNG QUY PINH CHUNG | 14
- Tir “muc” va so thit ty Inthuomg | 14 | Pimg, dém Muc 1 14
- Tiéu dé clia muc Inhoa | 12-13 | Dimg, dim GIAI THICH LUAT, PHAP LENH 13
_Pitu In thuong | 13-14 | Pimg, dim | Piéu 1. Ban sao vin ban 14
- Khoan In thuong | 13-14 Pimg 1. Céc hinh thic ... 14
- Piém Inthuong | 13-14 | Pimg  [a) Ddi vdi ... 14
- Tiét In thuong | 13-14 Pimg |- 14
- Tiéu tiét In thudmg | 13-14 Pimg |+ 14
Gom phan, muc, khodn, diém,

| tiét, tiéu tiét
- Tir “phin” va s thir tyr In thuong | 14 | Pimg, dim Phin I 14
- Tiéu @& cia phin Inhoa |13-14| Pimg, dim TINH HINH THUC HIEN NHIEM VU ... 14
-'S6 thir tw va tiéu dé ciamuc | Inhoa | 13-14 | Dimg, dam | L. NHUNG KET QUA... 14
- Khoan:
Trudng hgp c6 tiéu dé In thuong | 13-14 | Pimg, dém | 1. Pham vi va doi twong ip dung 14
Trudong hop khéng c6 tiéu dé | In thuong | 13-14 Dimg 1. Thong tir ndy ¢6 hiéu hyc thi hanh sau 15 ngay ké... | 14
- Piém Inthuomg | 13-14 | Dumg | a) Doi véi ... " 14
- Tiét Dimg : 14
- Tiéu tiét Pimg |+ 14

Chirc vy, ho tén cia ngudi ky

- Quyen han cia ngudi ky Inhoa |13-14 Dimg, dam | TM. UY BAN NHAN DAN | KT. BQO TRUONG | 14
- Chirc vu ciia ngudi ky Inhoa |13-14] Pimg,dém | CHU TICH THU TRUONG 14
- Ho tén ca ngudi ky In thuomg | i3-14 | Dimg, ddim  Nguyén Vian A Tran Viin B 14
Noi nhin
Tir “kinh gin” va tén co quan, | In thuomg | 14 Pimg 14
t6 chirc, ca nhin |
- Giri mét not Kinh giri: B§ Céng Thuong 14




- Gxi nhicu noi Kinh gui: 14
- B& Néi vu;
- B6 K& hoach va Dau tir;
- B§ Tai chinh.
b | Tir “noi nhin” va tén co quan,
td chirc, ca nhin
- Tir “noi nhéin” Inthudng | 12 | Nghiéng, dim | Noi nhin: Noi nhgn: (451 v6i cong van) | 12
- Tén co quan, to chirc, ci Inthuomg [ 11 Dimg [ -CécBj coquanngang BS,..; |- Nhutrén; 11
ohin nizgn vin bis, bin st - Luu: VT, TCCB - Luu: VT, NVDP
9 | Déu chi mirc 3 khan Inhoa | 13-14| Bimg, ddm HOA TGC THUGNG KHAN KEAN 13
10 | Chi din v& pham vi hru hanh | In thuong | 13-14 | Bimg, dam XEM XONG TRA LAI LUU HANH NOiBQ 'i&\‘
11 | Chiddnvé dyethdovinban | Inhoa |13-14 | Dimg, dim DU THAO DUTHAO 10 | 1743
12 | Ky hiéu ngudi danh may, Inthuomg [ 11 Pimg PL.(300) ~—"1 7
nhan ban va sd luong ban e
13 | Dia chi co quan, 3 chirc; dia | Inthuong | 11-12|  Pimg | S6 XX pho Tring Tién, quin Hoan Kiém, Ha Noi 11
chi E-Mail, Website; sb dién DT: (04) XXXXXXX, Fax: (04) XXXXXXX
thoai, s Telex, s6 Fax E-Mail: Website:
14 | Phu lyc vidn ban
- Tir “phu tuc” va so thir tw
cua phy luc Inthuong | 14 | Dimg, ddm Phu luc I 14
- Tiéu dé cia phy luc Inhoa | 13-14| Pimg, dim BANG CHU VIET TAT 14
15 | So trang In thuomg | 13-14 | Pimg 2.7.:13 14
16 | Hinh thirc sao Inhoa |[13-14| Pimg, dam | SAO Y BAN CHINH, TRICH SAO, SAOLUC | 14

Ghi chri: Ciy chir trong cling mdt viin ban ting, gidm phai thdng nhit, vi dy: Qubc hidu, dong trén ¢ chir 13, dong duéi ¢d chiz 14; nhung

i - A . S -~ T2~ - A% NS .. -~ ~ -~ . . . . 3 - y ~ oo
Quoc kg, dlag wén ¢l chir 12, 1 dong divdn o char 13; djo danh va ngly, thing, ndm van din ¢ chit 12.

-



\ Phuy luc V
AY VAN BAN VA BAN SAO VAN BAN

1. Miu trinh Dhssaés ﬁn hanh chinh

Méu 1.1 - Nghi quyét (ca biét)

Miu 1.1.1 - Nghij quyét (c4 biét) ciia Thudng trygc HDND
Miu 1.1.2 - Nghij quyét cua Hoi ddng quén tri

Miu12 - Quyét dinh (c4 biét) (quy dinh truc tiép)
Miu13 - Quyét dinh (ca biét) (quy dinh gi4n tiép)
Miu 1.4 - Vin ban c6 tén loai khac

Miul.5 -Congvin

Miul.6 - Quyét dinh (ca biét) (quy dinh tryc tiép) cia Thudng tryc HDND
Miu 1.7 - Vin ban c6 tén logi cia cic Ban HDND
Méiu 18 - Vinban c6 tén loai cia Poan Pai biéu Qudc héi
Miu 19 -Céng dién

Miu 1.10 - Gidy moi

Méu 1.11 - Gidy gidi thidu

Miau 1.12 - Bién ban

Miu 1.13 - Gidy bién nhén hd so

M3iu 1.14 - Gidy chimg nhén

Miu 1.15 - Gidy di dudng

Miu 1.16 - Gidy nghi phép

Miu 1.17 - Phiéu chuyén

M3u 1.18 - Phiéu g

Mau 1.19 - Thr cong

2. Miu trinh bay ban sao viin bin

Miu2.1 Ban sao vin ban

May.



M3u 1.1 - Nghi quyét (cé bigt)

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 phic
Sé: /NQ-...(3)... .(4)..,ngay  thang ndm 20....
NGHI QUYET
LR LR R R R R R Y R PR Y (5) SERARRAAARRRRARARRRIRE RIS
THAM QUYEN BAN HANH
Can cir ,
B | e e e o P P R Y Gt o B GO U IO P S ot s D8
QUYET NGHI:
1T TR BB scciosssovswimsmissv e R R
IR s v R S s e N s esmssden
T T
..................................................................................................................... /.
N{;",;:’{,‘-’g,‘ QUYEN HAN, CHUC VU CUA NGUOI KY
- l =
L VT, (7). Axx(®). (Chiz ky, ddu)
Ho va tén
Ghi chi:

(1) Tén co quan, td chirc chii quan tryuc tiép (néu cd).

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

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

(4) Dia danh.

(5) Trich yéu ndi dung nghj quyét.

(6) Noi dung oghi quyét.

(7) Chir viét tat tén don vi soan thao vin ban va s6 lugng ban luu (néu cin).
(8) Ky hiéu ngudi danh may, nhin ban vi s8 hrong ban phit hanh (néu cin).



Miu 1.1.1 - Nghi quyét (ca bigt) ciia Thudmg tryece HDND

HOQI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM_
R ¢ ) Pic I§p - Ty do - Hgnh phac
S6: /NQ-HPND w(2)..,ngdy  thdng  ndm 20....
NGHI QUYET
i (3)

THUONG TRUC HQOI PONG NHAN DAN ... (1) ...

Ciin it Ludt T4 chirc Hoi ddng nhén dén va Uy ban nhan dan ngay 26 thang
11 nam 2003;

OO0 i n it itinaaass )
QUYET NGH]

D I eI O i R o B e s

5T O TSRO
..................................................................................................................... /.
Noi nhin: TM. THUONG TRUC HDND
- Nhu' B)éu.....; , C}[U TICH 6)

L VT, (7). Axx(8). (Chit ky, déu)
Hg vi tén

Ghi chit:

g;;’;&:mmmhphém&uéchnguong(ténth;xi,tb&nhphéthuécﬁnh,ténxl,ﬂnuﬁn)

(3) Trich yéu ndi dut:,gnghx quyét,

(4) Chc can cir khac dé ban hanh nghj quyét.

(5) N6i dung nghij quyét.

(6) Chirc vy cilia ngudi ky, trudmg hop Phé Chi tich duge giao ky thay Chi tich thi ghi chir viét tit
G 1 vaomrécdn’rcquhllnch.bénduéxghldwcvuoﬁanguhIc)'r(PhéChﬁuch)

(7) Chir viét tt tén dom vi soan thio va s8 lugng ban lvu (néu cdn).
(S)Kylueunguacanhmy.nhmmnvassmgbmpmmh(neucén)



Miu 1.1.2 - Nghi quyét ciia Hi ddng quan tri

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

TEN CG QUAN, TO CHUC (2) Dic ldp - Ty do - Hanh phiic
S6: /NQ-...(3)... A%)... ngay  thang  ndm 20....
NGHI QUYET
PPN 1. JRBEI A sk

HOQI PONG QUAN TR] ... (2)

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

Noi nhin: TM. HQI PONG QUAN TRI
:fﬁg.ﬁfﬁy-; CHU TICH (7)
: Luu: VT, ...(8). A.xx(9). (Chiz ky, ddu)

Ho va tén

Ghi chu:

1) Tén co quan, to chirc chi quan tryc tiép (néu ¢6) hodic Cong ty me (néu cin).

(2) Tén co quan, td chirc ban hanh nghi quyét,

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

(4) Pja danh.

(5) Trich yéu ndi dung nghi quyét.

(6) N$i dung nghi quyét.

(7) Chirc vy cba ngudi ky, treéng hop Pho Cha tich dugce giao ky thay Chi tich thi ghi chir viét tit
“KT.” vao tn.rdc chirc vu Chi tich, bén duéi ghi chirc vu cba nguri ky (Phé Chui tich).

(8) Chix viét tit tén dom vi soan thao vin bénvaso hrong ban luu (néu cin).

(9) Ky hiéu nguéi danh may, nhin ban va s6 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 CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pic ldp - Ty do - Hgnh phiic
S&: (3) /QP-..(d)... e (5)......, ngay  thdng  ndm 20...
QUYET PINH
Ve vic ... (6)
THAM QUYEN BAN HANH (7)
e | B R B e P oA ) o PR R L :
Ol OFF ...cocsimisimmmvaionussesidiomivavinasnss {0 i coussunassvmsnssioss s isssts tasp Ry :
KEt B8 NI CUA ...t sese s e sens e s s s s s e s sanes ,
QUYET DINH:
31T U (10) couiunienreneinaesesssaseasssnssassassessensansessansannsess
Diéu T R T I P TR R PR R ST S S T S L R AR DA e S PR K S PO O B P 3 o~ PP PSS LTy 3
..................................................................................................................... £,
Noi nhin: UYEN HAN, CHUCMU CUA NGUOTKY (11
- Nbu Diu...; Q HoN Cl&(&ﬁu NGUOILKY (1)
& aessnaassiansen 5 (Ck} 63. ddu)

= Lwu: VT, ..(12). A.xx(13). _
' Ho va tén

L

/

Ghi chi:
(1) Tén co quan, t chirc chi quan tryc tiép (néu cb):

(2) Tén co td chirc hogic chirc danh nhd nuéc ban hanh quyét dinh.

(3) Dé6i voi quyét dinh c4 biét, khong ghi nim ban hanh giira s6 va kyshi¢a ciia vin ban,

(4) Chir viét tit tén co quan, o chirc holic chirc danh nha nudc ban hinh quyét djah.

(5) Dia danh. :

(6) Trich yéu ndi dung quyét dinh. ;
(DN&;ﬂ\ﬂmdgyénbanh&nhquy&dinhtbubcvéngubidt’mgdﬁuoaquan,t&chﬁcthigbich&cvucﬁa
ngudi dimg dau (vi du: B{ trudmg B§..., Cuc truémg Cuc..., Gidm dbc..., Vién trudng Vién..., Chi
tich...); néu thim quyén ban hanh quyét dinh thudc vé tip thé linh dao hojc co quan, t8 chirc thi ghi tén
tip thé hoic tén co quan, 18 chirc 46 (vi dy: Ban thudmg wy..., H6i ddng..., Uy ban nhéin dan...).

(8) Néu cic clin ¢ tryc tiép dé ban hinh quyét dinh (viin bin thanh I8p, quy dinh chic ning, nhifm vy,
quyén han cda co quan, t6 chirc). : ' |

(9) Céc vin ban phap Iy lién quan tryc tiép dén vin 88 gidi quyét trong ndi dung quyét dinh.

(10) Néi dung quyét dinh.

(11) Quyén han, chirc vy cla ngudi ky nhu Bj trudmg, Cuc trudmg, Giam dbc, Vién trudng v.v...;
truomg hop ky thay mit tip thé Inh dao thi ghi chi¥ viét tit “TM.” vao trudc tén co quan, tb chirc hofic
tén tip thé linh dao (vi dy: TM. Uy ban nhin déin, TM. Ban Thudng vu, TM. Hji dng...); trudmg hop
cip phé drge giao ky thay ngudi dimg dAu co quan thi ghi chir viét tit “KT.” vao truéc chirc vy cia
ngudi dimg dau, bén dudi ghi chirc vy ciia ngudi ky viin ban; céc trudng hop khac thye hién theo huéng
déin tai Khodn 1, Didu 12 ciia Thing tr ndy.
(lZ)Chﬁviéttitténdonvisountldov&szluqngbénlw(néuc&n).

(13) Ky hiéu ngudi dinh may, nhén ban vA sb lrong ban phat hanh (néu cin).



Miu 1.3 - Quyét dinh (quy dinh gidn tiép) ©

TENCQ, TCCHUQUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc 1ip - Tir do - Hanh phic
Sé: 10> T (4).oongdty  thang  niim 20...
QUYET PINH
Ban hanh (Phé duyét) ... (5) cennermamimimninsessancnsinssnisesesens
THAM QUYEN BAN HANH (6)
CaRClr ..o T oo sacmesmentnnssansnosnemaonaniansasompane s b b REoA LA :
Cancir.... )
XEt A8 NENT CUA .....ooooceeeee e sens st ,
~ QUYET PINH:
Diéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ...... (5) c.ovvvverrvrenrens
R s o G e i nsane G RS e s stan sl ssnie b ener AT
..................................................................................................................... /.
N;;;; n;x)eg;- QUYEN HAN, CHUC VU CUA NGUOI KY (1)
- g iaeun,, ..,
- Luw: VT, .(9), Axx(10) Uil e
Hg va tén

Ghi chi:

(*) Mau nay ap dung d6i v&i cac quyét dinh (ca biét) ban hinh hay phé duyét mét vin ban khic nhu
quy ché, quy dinh, chuong trinh, ké hoach, d& én, phwong an. ..

(1) Tén co quan, o chirc chii quan trre tiép (néu cb).

(2) Tén co quan, td chirc hedc chirc danh nha mude ban hanh quyét dinh.

(3) Chit viét tit tén co quan, td chirc hojic chirc danh nha mrdc ban hanh quyét dinh.

(4) Dia danh.

(5) Trich yéu ndi dung quyét dinh. .

(6) Néu thAm quyén ban hanh quyét dinh thudc vé ngudi dirng dau co quan, td chirc thi ghi chire v
ctia ngudi dirg ddu (vi du: BS trrdmg BS..., Cuc trudng Cuc..., Gidm déc..., Vién trudng Vién..., Chu
tich ..); néu t quyén ban hanh quyét dinh thudc vé tap thé Ianh dao hoic co quan, tg chure thi gy
tén tap thé hoic tén co quan, td chirc 46 (vi du: Ban thuéng vu..., H3i ddng..., Uy ban nhin din...).
(7) Néu cac cin cir tryee tiép d€ ban hanh quyét dinh (nhw ghi chi & miu 1.2).

(8) Quyén han, chirc vy cia ngudi ky nhu BY tnréng, Cyc truéng, Gidm doc, Vién tnrdng v.v...;
treomg hop ky thay mit tip thé linh dao thi ghi chir viét tht “TM.” vao trude tén co quan, th chirc
hoéc tén tip thé lnh dao (vi dy: TM. Uy ban nhin dan, TM. Ban Thuémg vy, TM. Hji ddng...);
truong hop cdp pho duqczgiao ky thay ngudi dimg d4u co quan thi ghi chir viét tit “KT.” vao trudc
chirc vu ciia ngudn dimg dau, bén dudi ghi chirc vu ciia ngudi ky vdn ban; cac truémg hop khac thuc
hién theo huéng din tai Khoan 1, Ditu 12 ciia Théng fur niy.

(9) Chix viét tat tén don vi soan thio va s8 Juong ban hru (néu cin),
(10) Ky hiéu nguéi danh may, nhin ban va so lugng ban phat hanh (néu cin).



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

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Dic ldp - Tw do - Hanh phiic
TEN LOAI VAN BAN
.............................. L ——
(Ban hémh kém theo Quyét dinh s6 .........../QP-....
ngay ... thang ... ndm 20... cia ........... )
Chuong 1
QUY PINH CHUNG
DB L. oottt s ettt eene et ees e
ORI D s s Y R A G
Chuong ....
DHBU cvn oot e et e e ee et et e e st et eneeene
Chuong ....
B ERU war oottt ettt ettt ettt ee e s rer s en e
T .
..................................................................................................................... A

QUYEN HAN, CHUC VU CUA NGUUIKY.
(Chiz ky, déu)

Nguyén Vin A

Ghi chi:

(*) Mau ndy 4p dung dbi vdi cac viin ban duoc ban hanh kém theo quyét dinh (ca biét), bb cuc ¢ thé
bao gbm chuong, muc, dién, khoan, diém.

(1) Trich yéu ndi dung ciia vin ban.



Miu 1.4 - Viin bin cé tén logi khac

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

TEN CO QUAN, TO CHUC (2) Pic lip - Ty do - Hanh phic
Sé: FAU ) YN ) YO (5) ..., ngay  thing ndm20..
TEN LOAI VAN BAN (6)
............................ ) PSR ol
...................................................... ;) R
5 RS S ARt /
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (9)
] Luu: VT, ...(10). Axx(11). (Chiz ky, ddu)
Ho va tén

Ghi chi:

(*) Miu ndy ap dung chung déi véi da sb cac hinh thirc vin ban hanh chinh c6 ghi tén loai cu thé nhur:
chi thi (ca biét), to trinh, thong béo, chwong trinh, ké hoach, dé an, bao céo, quy dinh v.v... Riéng doi
vdi O trinh ¢ thé thém thanh phin “kinh giri” & vj tri 9a.

(1) Tén co quan, td chirc chi quan trwe tiép (néu cb),

(2) Tén co quan, td chirc holic chirc danh nha nude ban hanh vin bén.

(3) Chir viét tit tén loai vin ban,

(4) Chix viét tit tén co quan, t chirc hojic chirc danh nha nuée ban hanh vin ban,

(5) Pia danh,

(6) Tén loai vin ban: chi thj (ca biét), t& trinh, théng bio, chiong trinh, ké hoach, d¢ 4n, phirong 4n,
baocaov.v...

(7) Trich yéu ndi dung vin ban.

(8) N§i dung van ban.. . E

(9) Ghi quyén han, chirc vy ciia ngudi ky nhu B truéng, Cyc trudng, Giam déc, Vién truomg v.v...;
trudmg 1::59 ky thay mit tip thé lanh dgo thi ghi chir viét tit “TM"” vao truéc tén co quan, td chirc hodc
tén tap the linh dao (vi du: TM. Uy ban nhin din, TM. Ban thudng vu, TM. Hoi dong...); nén ngudi
ky vin ban 1a cdp pho cia ngudi dirng diu co quan thi ghi chi¥ viét tit “KT” vao trude chirc vu ciia
ngudi dimg diu, bén dudi ghi chirc vy cla ngudi ky viin ban; cic tnrémg hop khéc thirc hién theo
hudémg dan tai Khoan |, Diéu 12 ciia Théng tu nay.

(10) Chir viét tit tén dom vi soan thdo va sb hrong ban hru (néu cdn),

(11) Ky hi¢u ngudi danh may, nhén ban va s6 lwgng ban phat hanh (nén cin).



Miu 1.5 - Cong viin

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

TEN CO QUAN, TO CHUC (2) Pic ldp - Ty do - Hanh phic
S6: ) SR (| ST (5) ooy ngay  théng  ndm20...
VIV GsiiaiO)svisssis
Kinh gii
................................................ CT) . easromnomonsasnongaltrsms tpanssamsssnsansesnsrasnss nssasnserrss
AT WAy Tl
Noi nhin: QUYEN HAN, CHU'C VU CUA NGUOI KY(8)
- Nhu trén ;
itk : (Chﬁ k};, daiu)

- Luu: VT, ..(9). A.xx(10).
Hpo va tén

86 XX phd Trang Tién, quiin Hoan Kiém, Ha Néi
PT: (043) XXXXXXX, Fax: (043) XXXXXXX
E-Mail: .........ciccoien. Website: o (1D

Ghi chi: )

(1) Tén co quan, td chitc chii quan tryc tiép (néu cd).

(2) Tén co quan, t6 chirc hoéic chirc danh nha nu6e ban hanh cong vin.

(3) Chir viét tit tén co quan, tb chirc hodic chirc danh nha nude ban hanh céng vin.

(4) Chit viét tit tén don vi (Vu, phong, ban, t3, b phin chirc ning) soan thao cdng vin.

(5) Dia danh.

(6) Trich yéu ndi dung cdng vin.

(7) Néi dung cdng van.

(8) Ghi quyén han, chirc vp clia ngudi ky nhu B trudng, Cuc trudmg, Gidm ddc, Vién trudmg v.v...;
um%hqpky':haymmapmé linh dao thi ghi chir viét tit “TM” trude tén co quan, td chirc hodc tén
tap thé I&nh dao, vi dy: TM. Uy ban nhén dén, TM. Ban thudng vy, TM. Hoi ddng...; néu ngudi ky
cong van la cip pho clia ngudi dimg diu co quan, td chire thi ghi chir viét tit “KT” vao trude chitc vu
coa ngudi ding dau, bén dudi ghi chirc vy clia ngudi ky cong vin; cic trudmg hop khic thye hién theo
huéng din tai Khodn 1, Diéu 12 cua Théng tr nay.

(9) Chir viét tit tén don vj soan thio vA s lugng ban hru (néu cin). :

(10) Ky hiéu ngwdi danh may, nhin ban va s6 lugng ban phét hanh (néu cin).

(11) Dia chi co quan, t8 chirc; s6 dién thoai, s6 Telex, s Fax; dja chi E-Mail; Website (néu cin).

* Néu noi nhén (kinh giri) 1a nhimg chirc danh, chirc vp cao cip ciia Nha nudc, thi phin noi nhén
khong ghi “nbir trén” ma ghi trye tiép nhimg chire danh, chirc vy 4y vio.



Miu 1.6 - Quyét dinh (c4 biét) ciia Thudng trwc Hji ddng nhén din

HQI DPONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM"
G L - Djc Iip - Ty do - Hgnh phiic
S6: ....(2).../QBD-HDND wei(3)...., ngay  thdng ndm 20..
~ QUYET PINH
vé ....... AR L (4) lllllllllllll LR L

THUONG TRYC HOI DPONG NHAN DAN ...(1) ...

Can cir Luit td chirc Hi dong nhan din va Uy ban nhén dédn ngay 26 thang 11
nam 2003;

QUYET DINH:
Piéu 1. (6) + e e e e et s
Diéu
il
Noi nhén: TM. THUONG TRY'C HBND (7)
- Nhu Dicu... CHU TICH (8)
] LWW(Q)A - (Chiz ky va ddu HPND) |
Ho va tén

Ghi cha:
(1) Tén tinh, thinh phd trzc thude Trung wong; huyén, quén, thi x4, thanh pho thude tinh; x4, thj trin.
(2) S6 thir tu ding ky quyét dinh cia Hji ddng nhin din.
(3) bia danh
- (4) Trich yéu néi dung quyét dinh.
(5) Céc can o khac ap dung dé ban hanh quyét dinh,
(6) N1 dung quyét djnh,
(7) Thidm quyén ky vin ban.
(8) Néu Phé Chu tich ky thi ghi: KT, Cl:lU TICH
- PHO CHU TICH
Néu Uy vién Thuémg truc ky thi ghi: KT. CHU TJCH
UY VIEN THUONG TRYC
(9) Chir viét tit tén dom vi soan thio va 8¢ lugng ban hru (néu cén).
(10) Ky higu ngudi danh méy, nhin ban v sé lugng ban phat hanh (néu cin).

10



Miu 1.7 - Viin bin cé tén loai ciia cic Ban Hoi ddng nhin din

HOI DPONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
s s Pic lip - Ty do - Hanh phiic
S6: ...(2).../...(3)...-HDND (4)..., ngay  théng  ndim 20...
TEN LOAI VAN BAN
SRSt s st inann (S) LA R R R R R R RN R Q) Ll
o O s S S T e
Noi nhin TM. BAN KINH TE NGAN SACH
o s : TRUONG BAN (7)
- Lwu; VT,. (8.)“"A (9). '
" ’°‘ (Chit ky va ddu HDND)
Ho va tén

Ghi chi:

(l)denh.thanhpbonvcﬂm&chngumg;huy&xqu&Lﬂn)d,t}wilphédmﬁcﬂm,xﬁ.phwng,ﬂum
(2) S6 thir ty déing ky viin ban ctia Hoi déng nhan dén.

(3) Chit viét tit tén loai vin ban.
(4) bia danh.

(5) Trich yéu ndi dung vin ban.
(6) Noi dung viin ban.

(7) Néu Phé Truémg ban ky thi ghi: KT. TRUONG BAN

0 TRUONG BAN

(8) Chi viét tit tén Ban soan thdo va sb luong ban hwu (néu cin).
(9) Ky hiéu ngudi dénh mdy, nhén ban va 56 hrong ban phét hanh (néu cin),
(M2u nay diing chung cho tat ¢a céc loat vin ban c6 tén loai do céc Ban ciia Hoi ddng nhin din ban

hanh).

3x



Miu 1.8 - Viin bin c6 tén logi cha Doin Pai biéu Quéc hdi

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

o (1) oo DPic ldp - Tw do - Hanh phiic
86 ..vein..(2)...-PPBQH vr(3)....., ngay  thdng  ndm 20...
TEN LOAI VAN BAN
.......... RSN | ) [T ——
........................................... o) ..
S
Noi nhin: TM. POAN PAI BIEU QUOC HOI (6)
oA b TRUONG POAN (7)
- Luu: VT, .. (8)...A.xx(9). (Chiz ky, ddu DPBQH)
Ho va tén
Ghi chia:
(1) Tén tinh, thanh pho trre thude Trung vong.
(2) Chix viét tit tén loai van ban
(3) Pia danh
(4) Trich yéu ni dung véan ban.
(5) N§i dung van bén.

(6) Tham quyén ky vin ban. Néu Truéng Poan ky vdi thim quyén riéng thi khéng cé dbng quyén han.
(7) Néu Phé Truémg doan ky thi ghi: KT. TRUONG POAN
PHO TRUONG POAN

(8)Chuvnéttéttmdcnv;soanthiovaséluongbénluu(n&ncan)
) Ky hi¢u ngudi danh méy sb lugng ban phit hanh (néu cin), . .
(M3u niy ding chung cho tAt i cac loai vin ban c6 tén loai cia Doan Dai bidu Qnéc héi).
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Miu 1.9 - Cong di¢n

TEN CO QUAN, TC CHUQUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAiﬁ

TEN CO QUAN, TO CHUC (2) Bjc 1ip - Ty do - Hanh phiic
86: /CD-(3) ...... (4) ....... , ng&y thdng ndm 20....
CONG DIEN
......... S () [TI——

svisenen(0) diln:

ke
{Vo’i nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Lire: vr 9)... Axx(10). (Chit ky, ddiu)
Ho va tén
Ghi chi:

(1) Tén co quan, 8 chirc chi quan tryc tiép (néu co).

(2) Tén co quan, tb chirc hodc chirc danh nha niréc ban hanh cong dién.

(3) Chir viét tit tén co quan, 16 chirc hodc chirc danh nha nuéc ban hanh céng dién.
(4) Dia danh.

(5) Trich yéu ndi dung dién.

(6) Tén co quan, td chirc hoic chirc danh ciia ngudi dimg diu.

(7) Tén co quan, td chirc nhan dién.

(8) Néi dung dién.

(9) Chir viét tit tén don vi soan thio va s6 lugng ban hru (néu cin).

(10) Ky higu ngudi danh may, nhin bin va s6 luong ban phat hanh (néu cin).
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Miu 1.10 - Gidy mai

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

TEN CO QUAN, TO CHUC (2) Dic lip - T do - Hgnh phiic
S6: /GM-...(3)... e (4)...., ngay  thang  ndm 20.....
GIAY MO
---------- FARERNRNGIR PR ARt Rns bR e (S) LT T T R T LR R R R R P LR R L R L L)
(2) tran trong kinh moi
Ong (ba) (6)
RN 5 v s s s i A SRRV 15 (TR ERU R
Thoi gian
Pia diém
.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- L\ru VT. ..(8).. Axx(9). (Chﬁkf, déu)
Ho va tén
Ghi chii:

(1) Tén co quan, t6 chirc chil quan true tiép (néu cb).

(2) Tén co quan, td chirc ban hanh gidy mdi.

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

(4) Dia danh.

(5) Trich yéu ndi dung cude hop.

(6) Tén co quan, t& chifc hodic ho va tén, chire vy, don vi cdng tc clia ngudi dugc mai,
(7)Tén(nol dung)cﬁawéchop hoxthéo,hémgh;vv

(8) Chir viét tit tén dom vi soan thio va s hrgng ban lvu (néu cin),

(9) Ky hi¢u ngudi danh may, nhin ban va s6 lugng ban phét hanh (néu cn).

i4



Miu 1.11 - Gidy giéi thiéu

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

TEN CO QUAN, TO CHUC (2) Djc lip - Tu do - Hanh phic
S6:  /GGT-..(3)... vorei(®)..o, ng@y  thdng  ndm 20....
GIAY GIOI THIEU

ek R s R i< TR SN S pao1 hil:

Ong (a) .5

TG VA i s o L T R e S e e s e

Pugcerdén: ..............coeeennn. T emnesnissmanesmsnymais

) T I N

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

Gidy nay c6 giatri dén hét ngdy ..........oovvevmiinice e, /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu trén;
- Lun: VT.
(Chit ky, ddu)
Ho va tén
Ghi chi:

(1) Tén co quan, t& chire chii quan tryuc tiép (néu cb).

(2) Tén co quan, t chirc ban hanh vin ban (cip gidy gidi thidu).

(3) Chir viét tit tén co quan, t6 chirc ban hanh vin ban.

(4) Pia danh.

(5) Ho va tén, chitc vu va don vj cong tac cua ngudi duoc gioi thiu.
(6) Tén co quan, td chirc duoc gidi thiéu téi lam viéc.
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M3iu 1.12 - Bién ban

TEN CO QUAN, TC CHUQUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Pic lap - Ty do - Hgnh phiic

S6: /BB-...(3)...

BIEN BAN

SR ¢ | E——————e—

Tt gian BAE AR < ovves i sssvminmmies
Pia diem: ..o
Thanh phin tham dw; .....................

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

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

Ch At (CRT 08 it e i s T e e ey
Thi Ky (ot Sh DIBH DEIY:. .. cvussirsuvmssassnsssvasasossssonvsniismsssusmsaniasissmsasssesonesy
Noi dung (theo dién bién cude hop/hdi nghi/hdi thao):

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

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

Cudc hop (hdi nghi, hdi thao) két thic vao .... gir ..., ngdy .... thang .......
nim .../
THU KY « " CHU TOA.
(Chir ky) (Chiz ky, ddu (néu c6))
&)

Hg va tén Ho va tén
Noi nhin:
- Lm’l VT, hd so.
Ghi chi:

(1) Tén co quan, té chirc chii quan tryc tiép (néu cd).
(2) Tén co quan, t& chire ban hanh vin ban.

(3) Chix viét tit tén co quan, t§ chirc ban hanh vin ban,
(4) Tén cude hop hodc hdi nghi, hi thio.

(5) Ghi chirc vu chinh quyén (néu cin).
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Mau 1.13 - Gidy bién nhin

TEN COQUAN, TCCHUQUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pic lap - Tir do - Hanh phiic
S6: /GBN-..(3).. ... (4)....., ngay thang  nam 20....
GIAY BIEN NHAN
Hob so ...

HO VBRI s cvvconsninmsvmsiinpanpvapvsinvvia (O srssssinaasss o

Chire viz, dom Vi COMEZ AC: ....c.vveiieecieei e eie e ceia e easeesseeeaneeesannesanns

Di tiép nhén hd so cia:
Ong (bA): .vvoeevee e €)oo

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

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

Noi nhin: NGUOI TIEP NHAN

(K téngdong diu (néu c6))

Ho va tén

.........

---------

Ghi chii:

(1) Tén co quan, té chirc chi quan tryc tiép (néu cb).

(2) Tén co quan, t6 chirc cdp gidy bién nhin hé so.

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

(4) Dia danh.

(5) Ho va tén, chitc v va don vi cng tic cia ngudi tiép nhin hé so.
(6) Ho va tén, noi cong tac hojc giay & tuy thin cda ngudi ndp hd sa.
(7) Liét ké dAy &, cp thé cac vin ban, gidy 1o, tai li¢u cd trong hd so.
(8) Tén ngudi hodc co quan gii hé so.
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MAiu 1.14 - Gifly chimg nhén

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

TEN CO QUAN, TO CHUC (2) Djc 1ap - Ty do - Hanh phiic
85: /GCN-(3) (4) ..... , hgay thdng ném 20 ...
GIAY CHUNG NHAN

i kDY s awnnsvisans o CHONIE QN

.................... v
Noi nhgn: A QUYEN HAN, CHUC VU CUA NGUOI KY
. Luu: VT, ...(6)... Axx(7). (Chiz ky, ddu)

Ho va tén

Ghi chi:

(1) Tén co quan, td chirc chil quén tryc tiép (néu co).

(2) Tén co quan, t8 chirc cip gidy chirng nhin.

(3) Chir viét tit tén co quan, to chirc cip gidy chimg nhén. ;

(4) Dja danh.

(5) N&i dung chimg nhin: xac dinh cu thé ngudi, sy vide, vin dé duoc chimg nhén.
(6) Chir viét tit tén don vi soan thio va sb hrgng ban hru (néu cin).

(7) Ky hiéu ngudi dinh may, nhin bin 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_Cﬂ(rc 2
sé:  /GPP-.(3).. werses($)neey MGAY
GIAY DI PUONG

Cép cho dng (ba): ..........covveen....

CONG HOA XA HQI CHU NGHIA VIET NAM
Pic 1ip - Ty do - Hanh phiic

thang

o ) T

nam 20...

CIAC WAL aicouousitishsoon oo R NG RS S A T RIS e o SR
Noi duge cir dén cong tie: .................

Gidy nay c6 gia tri hét ngay

---------

QUYEN HAN, CHUC VU CUA NGUUI1 KY

(Chir ky, ddu)
Ho va tén
: I P Thoi Xdc nhén ciia co
NOI PI VA DEN ::Eiy ‘ Pht;lg.ng f;?’;::' c(;?mnf gian & quan (tb chire)
s | S0 Bt noi dén noi di, dén
m — ]
> IO |
BB vssoanansinss
s | RIS P
Pén . ..o,
—— ” I
2
Pi.oiiiinn |
n
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...................

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

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

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

......

 -Vécuoc: ......

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

- Phong nghi: ...............
1.Phucapdiduomg:............ccoovnn.

---------

2, PhU AP W IFE: ... oo e

TOUL OBNQ: iiviinnivic v minuissds

PHU TRACH BQ PHAN
(Chiz ky, ddu)

NGUOI Pl CONG TAC
(Chir ’97)

Visanld
d

KE TOAN TRUONG
(Chit ky)

Hog va tén Ho va tén Ho va tén
Ghi chii:
(1) Tén co quan, t& chirc chii quan tryc tiép (néu cé).
(2) Tén co quan, td chirc cdp gidly di duomg.
(3) Chir viét tit tén co quan, zﬁ chitc cép gidy di duwdmg.
(4) Dia danh.

(5) Ho va tén, chirc vu va don vj cong tic ciia ngudi dugc cip gidy.
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Miu 1.16 - Gidy nghi phép

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

TEN CO QUAN, TO CHUC (2) Péc I3p - Ty do - Hanh phiic
86:  /GNP-.(3).. .. (4)...,ngay  thdng  ndm 20....
GIAY NGHi PHEP

Xét Don xin nghi phépngay ................. cua Ong (bd) ..o uenvvsss
e, s ey oliprchos
Ong(ba): ..oovvveviveier e (5) e

CRECIVIE ..oeorounsmrassrnansnnsasonanessrssansonssasmssssiosssonsansnasunesssensasessuans snasasssnavinsssssassres
Nghi phép ném ............. trong thoi gian: ........., ké tirngdy ........... dén
hét ngady ..o | DXRENROPNPUDUI RO, 0 | ) (SNPGRS
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
RN ) SO

- Luu: VT, (8)....
(Chit ky, ddu)

Ho va tén
Xdc nhdn cia co quan (16 chirc)
hodc chinh quyén dia phwong noi
nghi phép

(Chit ky, déu)

Ho va tén

Ghi chi:

(1) Tén co quan, td chirc chi quén truc tifp (néu cd).

(2) Tén co quan, tb chirc cdp giéy nghi phép.

(3) Chir viét tit tén co quan, t0 chirc cap giay nghi phép.

(4) Dia danh,

(5) Ho va tén, chirc vu va don vi cong tic ciia ngudi duge cip gidy phép.
(6) Nasi nghi phép.

(7) Ngudi duoc cap giay nghi phép.

(8) Chit viét tit tén don vi soan thio va s6 lwong ban hru (néu cin).
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MAu 1.17 - Phiéu chuyén

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

TEN CO QUAN, TO CHUC (2) Pic Idp - Ty do - Hanh phic
8: PC.B 0000w (4)....,ngay  thing  ndm 20....
PHIEU CHUYEN

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

@B
Kinhchuyén ..........coocoovvveeic (D) e xem xét, giai quyét./.
Nm‘(g)ha{u QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, ddu)
Ho va tén

e

Ghi chi:
(1) Tén co quan, t chirc chi quan truc tiép (néu cb).

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

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

(5) Néu cy thé: dom, thir ciia c4 nhin, tip thé hodc van ban, tai lidu cia co quan, 18 chirc nio, vé vin dé

hay ndi dung gi.
(6) Ly do chuyén.
(7) Tén co quan, td chirc nhan phiéu chuyén vin ban, tai ligu.

(8) Théng thudmg, phiéu chuyén khong cin hru nhung phii digc vao sé ding ky tai viin thu co quan,

td chirc dé theo ddi, kiém tra.
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Miu 1.18 - Phiéu giri

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

TEN CO QUAN, TO CHUC (2) Djc Iip - Ty do - Hanh phic
S6: PG-..(3)... we{d)....,ngay  thang  ndm 20..
PHIEU GUI

ceeeereiieieiineiieeeeei@)eei e eee e e giri kém theo phiéu ndy cac
van ban, tai liéu sau:

1., NG Y
2. LcesnesasassnssonnuesnnssanshrsuSsarerTe AR C SRR SRR LAPSA NSRS SRS WO ST ARS A ARSI B R4S SRR
Sau khi nhan duoc, & nghi ............(6)............. giri lai phiéu nay cho

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- nihies (6)......;
- (7.
(Chit ky, ddu)
...(8).., ngay...thang ....nam....
Ngudi nhin Ho va tén
(Chit ky) -
Ho va tén
Ghi chi;

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

(2) Tén co quan, td chirc ban hinh phiéu giri.

(3) Chi¥ viét tit tén co quan, td chirc ban hanh phiéu giri.

(4) Pia danh.

(5) Liét ké cy thé c4c viin ban, tai lidu droc giri kém theo phidu giri.

(6) Tén co quan td chirc nhin phiéu giri v van ban, tai liu.

() Phiéu gri khong cin liu nhung phai duoc vao sb ding ky tai VT co quan, td chirc 4 theo ddi,
kiem tra.

(8) Pia danh noi co quan, td chirc nhin phiéu giri va vin ban, tai liéu dong tru sé.
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Miu 1.19 - Thr cdng

TEN COQUAN, TOCHUC(1)  CONG HOA XA HQI CHU NGHIA VIET NAM
(6) Pic Igp - Tyr do - Hanh phiic

.......... (2) ......., ngay thdng  nam 20...

TEN LOAI THU CONG (3)

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

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

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

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

CHUC VU CUA NGUOI GUI THU
(Chiz ky)

Hg va tén

Ghi chi:

(1) Tén co quan, t6 chirc noi céng tac ciia ngudi ban hanh Thir céng,

(2) Dha danh.

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

(5) N$i dung Thur cong.

(6) Logo ciia co quan, 8 chirc.

Chii y: Thu cdng khéng déng diu cia co quan, t4 chirc.
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Miu 2.1 - Ban sao vidn ban

BO CONG HOA XA HQI CHU NGHIA VIET NAM
saou Dic ldp - Ty do - Hanh phic
S6: ..... /20.../TT-B..... Ha Ngi, ngay ...... thang ..... ndm 20..
THONG TU
s’ S
Noi ni@- BQ TRUONG
- Lirw: VT, .. A.300. (Chiz ky, ddu)
Nguyén Viin A
TEN CO QUAN, TO CHUC (2) SAQO Y BAN CHINH (1)
§6: .(3)./SY(4)...(5)...  eoriens ©)......, ngay  thang  ndm 20..
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOIKY (7)
Ve (Chit ky, déu)
Nguyén Vin A
Ghi chi:

(1) Hinh thirc sao: sao y ban chinh, trich sao hoic sao luc.
(2) Tén co quan, tb chirc thye hién sao vin ban,

(3) S6 ban sao.

(4) Ky hi¢u ban sao.

(5) Chil viét tit tén co quan, td chirc 520 vin bén,

(6) Dia danh.

(7) Ghi quyén han, chirc vu cia ngudi ky bén sao.
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.\ Phulyc VI
TRONG VAN BAN HANH CHINH
Ur-BNV ngayA9thdngdf ndm 2011 cta B Noi vu)

A RUES DAT CAU

1. Viét hoa chir cai dAu m tiét thir nhét clia mt cAu hoan chinh: Sau ddu cham
chu (.); sau ddu chim héi (?); sau d4u chim than (!); sau ddu chim kimg (...); sau
dau hai cham (:); sau d4u hai chim trong ngofic kép (: “...”) va khi xuong dong.

2. Viét hoa chir c4i d4u 4m tiét thir nhit coa ménh dé sau d4u chdm phéy (;) va
déu phdy (,) khi xubng dong, Vi du:

Cin cir Luft TS chirc Chinh phd ngdy 25 thang 12 nim 2001;

Theo d& nghi ciia Bo trrdmg B Noi vu va Bo trudng B Khoa hoc va Cong
nghé,

II. VIET HOA DANH TU RIENG CHI TEN NGUOI

1. Tén nguoi Viét Nam

a) Tén thong thudng: Viét hoa chir c4i d4u tit ca cac fm tiét cia danh tir
riéng chi tén ngudi. Vi du:

- Nguyén Ai Quéc, Trin Phii, Giang A Pao, Ko Pa Ko Long. ..
b) Tén hiéu, tén goi nhén vét lich sir; Viét hoa chir ci diu tit ca cic m tiét.
Vi du: Vua Hing, Ba Triéu, Ong Giéng, Dinh Tién Hoang, Ly Théi T6, Bac 5

H8, CuHb... | <
2. Tén ngudi nude ngodi duge phién chuyén sang tiéng Viét 'fl’
a) Trudng hop phién 4m qua 4m Han - Viét: Viét theo quy téc viét tén ngudi Lol %
Viét Nam, | ‘\‘
Vi dy: Kim Nh4t Thanh, Mao Trach Déng, Thanh Cét Tw Han. .. .

b) Trurdomg hop phién 4m khéng qua 4m Hén - Viét (phién 4m truc tiép sét
chh doc clia nguyén ngi¥): Viét hoa chit c4i ddu 4m tiét thir nhat trong mdi thanh
t6.

Vi dy: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-13. ..

IIL VIET HOA TEN DIA LY

1. Tén dja Iy Viét Nam

a) Tén don vj hanh chinh dugce ciu tao giita danh tir chung (tinh, huyén,
Xa...) voi tén riéng ciia don vi hanh chinh d6: Viét hoa chir c4i dAu cia cac 4m tiét
tao thanh tén riéng va khong dung gach nbi.

Vi dy: thanh phé Thai Nguyén, tinh Nam Djnh, tinh Dk Lik...; quin Hai
Chau, huyén Gia Lam, huyén Ea H’leo, thi x4 Song Céng, thj trin Ciu Gidt...;
phuomg Nguyén Trii, x4 Ia Yeng...



b) Trudmg hop tén don vi hanh chinh drgc céu tao gitra danh tir chung két
hop véi chir sb, tén ngudi, tén sy kién lich sir: Viét hoa ca danh tir chung chi don vi
hanh chinh do.

Vi du: Quéan 1, Thanh phé Hé Chi Minh, Phudng Dién Bién Phu...
¢) Trudng hop viét hoa dic biét: Thu d6 Ha Ngi.
d) Tén dia ly duge cau tao giira danh tir chung chi dia hinh (séng, nux, hé,

bién, cira, bén, cau, viing, lach, vam v. v...) véi danh tir riéng (co mdt Am tiét) tro
thanh tén riéng ciia dja danh d6: Viét hoa tét ca cac chir c4i tao nén dia danh.

Vi du: Cira Lo, Viing Tau, Lach Trudmg, Vam Co, Cau Gidy. ..

Truémg hop danh tir chung chi dija hinh di lién véi danh tir riéng: Khéng viét
hoa danh tir chung ma chi viét hoa danh tir riéng.
Vi dy: bién Cira Lb, chg Bén Thanh, séng Vam Cé, vinh Ha Long...

d) Tén dja 1y chi mdt viing, mién, khu vire nhat dinh duoc cu tao bing fir
chi phwong huémg | két hop véi tir chi phuong huéng khéc: Viét hoa chir cai dau
ciia tAt ca cac Am tiét tao thanh tén goi. D6i véi tén dja Iy chi viing mién riéng duge
cau tao bing tir chi phwong huéng két hep véi danh tir chi dja hinh thi phai viét
hoa céc chir cai diu mdi 4m tiét.

Vi du: Ty Béc, Dong Béc, Bic By, Nam Ky, Nam Trung BJ...

2. Tén dia ly nuée ngoai durge phién chuyén sang tiéng Viét

a) Tén dja ly dd dugc phién 4m sang 4m Han Viét: Viét theo quy tic viét hoa
tén dia ly Viét Nam,

Vi du: Bic Kinh, Binh Nhudmg, Phap, Anh, My, ‘rhuy Si, Tay Ban Nha...

b) Tén dia ly phién &m khéng qua 4m Han Viét (phién dm tryc tiép st cach
doc cua nguyen ngir): Viét hoa theo quy tic viét hoa tén ngucn nudc ngoai quy
dinh tai Piém b, Khoan 2, Muc II.

Vi du: Mat-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, t6 chirc ciia Viét Nam

Viét hoa chir cai d4u ciia c4c tir, cum tir chi loai hinh co quan, té chirc; chirc
ning, linh vire hoat ddng cuia co quan, td chire.

Vi du:

é. Ban Chi dao trung vong vé Phong chéng tham nhiing; Ban Quan ly dy an

Dé diéu..

- Uy ban Thubmg B Quéc hdi; Uy ban Dé6i ngoai cta Qudc hoi; Uy ban
Trung wong Mt trdn t6 qudc Viét Nam; Uy ban vé Céc vdn dé xa hdi cia Quoc
héi; Uy ban Nha nuéc vé Ngudi Viét Nam & nude ngoai,

- Vin phong Chu tich nuéce; Vin phong Quéc hdi; Vin phong Uy ban nhan
dén tinh Nam Dinh. ..



- B Tai nguyén va M6i truomg; B Khoa hoc va Cong nghe, B Nong
nghiép va Phat trién néng thén; B Cong Thuong; B Vin hod, Thé thao va Du
lich; B4 Thong tin va Truyén thong. ..

- Téng cuc Thué; Téng cuc Hai quan; Cuc Kiém tra vin ban quy pham phép
ludt, Cuc Khao thi va Kiém dinh chat lwgng gido duc...

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

- Tap doan Dau khi Viét Nam, Tap doan Céng nghiép Than - Khoéng san Viét
Nam; Ngin hang Pau tr va Phét trién Viét Nam; Ngan hang Ngoai thuong Viét
Nam;...

- Hji ddng nhan dan tinh Son La; Uy ban nhan dén tinh Bic Ninh; Uy ban
nhan dan quan Ba Dinh; Uy ban nhan dan huyén Vu Bén;...

- S& Tai chinh; S& Tai nguyén va Moi trudomng; S& Xay dung; S& Ké hoach
va Péu tir; S& Gido duc va Pao tao;..

- Hoc vién Chinh trj - Hanh chinh qudc gia H5 Chi Minh; Truomg Dai hoc
Khoa hoc x3 hdi va Nhdn van Ha Néi, Trudmg Cao dang Noi vit Ha Ngi;, Trudng
Pai hoc déin lap Vin Lang; Truong Trung hoc phd théng Chu Vin An; Trubng
Trung hoc co s& Lé Quy Pén; Trudmg Tiéu hoc Thanh Céng;...

, - Vién Khoa hoc x3 hdi Viét Nam; Vién Khoa hoc va Cong nghé Viét Nam; e
Vién Ung dung cong nghé;... i?, i

-

- Trung tdm Nghién ciru Gido duc dan tdc; Trung tdm Khoa hoc va Cong ", =
nghé van thu, luu trir; Trung tdm Trién lim vin hoa nghé thuit Viét Nam; Trung -
tam Tir van Gidm sat chat lugng cong trinh;.

- Bao Thanh nién; Bao Dién dian doanh ngh:ép, Tap chi Té chirc nha nuée; ©
Tap chi Phét trién gido duc; Tap chi Dan chii va Phap luét;.. » ;...;

- Nha Vin hoa huyén Gia Lam; Nha Xuat ban Ha Nbi; Céng Théng tin dlcn
tir Chinh phu; ..

- Nha méy Déng tau S6ng Cam; Nha may San xuit phu ting va Lap rap xe
may; Xi nghiép Ché bién thuy san dong lanh; Xi nghncp Pam bao an toan giao
thong dudmg song Ha N6i; Xi nghiép Tric dja Ban do6 305;.

- Cong ty Cd phan Péu tu Tu van va Thiét ké x4y dung; Céng ty Nhya Tién
Phong; Cong ty Trach nhi¢m hiru han Du lich va Vén tai Déng Nam A; Cong ty
Do dac Dja chinh va Cong trinh;. ..

- H6i Nhac si Viét Nam, Héi Ngudri cao tudi Ha Noi, Hoi Chir thap do Viét
Nam, Ho1 N6ng din Viét Nam..

-V Hop tac quéc té; Phbng Nghién ciru khoa hoc; Phbng Chinh sach xa
héi; Hoi ddng Thi tuyén vién chirc; Hoi ddng Sang kién va Cai tién k¥ thudt; .

- Truang hop viét hoa dic biét: :

Ban Chip hanh Trung wong Pang Cong san Viét Nam; Van phong Trung
vong Pang.
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2. Tén co quan, t& chirc nude ngoai

a) Tén ¢o quan, t6 chirc mrde ngoai da dich nghia: Viét hoa theo quy tic viét
tén co quan, té chirc ciia Viét Nam.

Vi du: Lién hop quéc (UN); T chirc Y té thé giéi (WHO); Hiép h61 Céc
qudc gia Péng Nam A (ASEAN)...

b) Tén co quan, 15 chirc mréc ngodi duge sir dung trong vin ban & dang viét
tit: Viét bing chir in hoa nhu nguyén ngir hodc chuyén tw La-tinh néu nguyén ngir
khong thudc hé La-tinh.

Vidu: WTO; UNDP; UNESCO; SARBICA; SNG...
V. VIET HOA CAC TRUONG HQP KHAC
1. Tén céc huan chuong, huy chirong, ciac danh hi¢u vinh dy

Viét hoa chir ci dAu ciia cac 4m tiét ciia c4c thanh t5 tao thanh tén neng va
céac tir chi thir, hang.

Vi du: Hudn chuong Pdc 1ap hang Nhat, Huén chuong Sao vang; Huén
chuong Lé-nin; Huin chuong HS Chi Minh; Hufin chuong Chién cong; Huin
chuong Khang chlén hang Nhi; Huy chuong Chién si vé vang; Bang Té uoc ghi
cong; Giai thuéng Nha nudc; Nghé si Nhin din; Nha gido U ti; Thay thuoc Nhan
dan; Anh hung Lao dong; Anh hung Luc lugng vii trang nhan dan;.. ¢

2. Tén chirc vu, hoc vi, danh hiéu
Viét hoa tén chirc vu, hoc vi néu di lidn véi tén ngudi cy thé.
Vi du:
i - Chit tich H6 Chi Minh, Téng théng V.V. Pu-tin, Pai tuéng V& Nguyen
1ap,..

- Ph6é Tha tucmg, Téng Cye truérng, Ph6 Téng Cuyc trudng, Phé Cuc truimg,
Téng Gidm déc, Giam ddc, Phé Giam dbc, Chanh Vin phong, Phé Chanh Vin phong,
Truéng phong, Phé Trrdmg phong, Téng thu ky...

- Gido sur Vién si Nguyén Vin H., Tién si khoa hoc Pham Van M...
3. Danh tir chung d4 ri€éng hoa

Viét hoa chir c4i dau ctia tir, cum tir chi tén goi d6 trong trudmg hop dung
trong m$t nhan xung, dirng djc 1ap va thé hién sy trén trong.

Vi dy: Bac, Ngudi (chi Chu tich H6 Chi Minh), Pang (chi Pang Cong san
Viét Nam), ...

4. Tén cac ngay &, ngay ky niém
Viét hoa chir cai d4u ctia Am tiét tao thanh tén goi ngay 1&, ngay ky niém.

Vi du: ngay Quéc khénh 2-9; ngly Qudc té Lao dong 1-5; ngay Phu nir Viét
Nam 20 -10; ngay Lru trit Viét Nam lan thir 1¥hat, .

5. Tén céc su kién lich st va cac tridu dai



Tén cac sir kién lich sir: Viét hoa chit cai dAu cua cic 4m tiét tao thanh sy
kién va tén su kién, trong trrdmg hop c6 c4c con sb chi méc thoi gian thi ghi bang
chit va viét hoa chir dé6.

Vi du: Phong trao Cin vwong; Phong trao X6 viét Nghé Tinh; C4ch mang
thang Tam; Phong trao Phy nir Ba dam dang;...

Tén cac triéu dai; Tridu Ly, Tridu Trin, ...
6. Tén cac loai van ban

Viét hoa chir c4i ddu cua tén loai vin ban va chir cdi dAu cua Am tiét thir nhat
tao thanh tén riéng cua vin ban trong trudmg hop noi dén mot vin ban cu thé.

Vi du: Nghi quyét Dai hdi dai biéu toan quéc lan thir X cia Pang; B luit
Dan sy; Luét Giao dich dién tir; ...

Trudng hop vién din cic didu, khoan, diém ciia mot viin ban cu thé thi viét
hoa chir cai ddu cua diéu, khoan, diém.

Vi du:
- Can cr Diéu 10 B§ luat Lao déng...
- Can cir Diém a, Khoan 1, Diéu 5 Luét Giao dich dién tir...
7. Tén céc tac pham, sach béo, tap chi
Viét hoa chir c4i dAu ciia 4m tiét thir nhét tao thanh tén tac phAm, sach béi
Vi du: tdc phdm Puomg kich ménh; tir dién Bach khoa toan thu, taR c
Cong san; P
8. Tén cac nim 4m lich, ngay tiét, ngay tét, ngdy va thang trong nim
a) Tén cac ndm am lich: Viét hoa chi¥ cai ddu cla tat ca cac 4m tiét tao
tén goi.
Vi du: Ky Ty, Tan Hoi, Mau Tuat, Mau Thén,. ..
b) Tén cac ngay tiét va ngay tét: Viét hoa chir cai du cua 4m tiét thir nhit
tao thanh tén goi.
Vi du: tiét Lap xuan; tiét Pai han; tét Poan ngo; tét Trung thu; tét Nguyén
dan;...
Viét hoa chir Tét trong tnrdmg hop ding dé thay cho mdt tét cu thé (nhu Tét
thay cho tét Nguyén d4n).
~ ©) Tén cac ngay trong tudn va thang trong nim: Viét hoa chir c4i d4u ciia 4m
tiét chi ngay va thang trong truomg hop khéng dung chir sé:
Vi dy: thir Hai; thit Tur; thang Nam; thang Tam; ..
9. Tén goi cac ton gido, gido phai, ngdy 1& tén gido
- Tén goi céc tén gido, gido phai: Viét hoa chir cai dAu cua céc am tiét tao
thanh tén goi.




Vi du: dao Co Déc; dao Tin Lanh; dao Thién Chua; dao Hoa Hao; dao Cao
Pai...hodc chit ci ddu cia 4m tiét tao thanh tén goi nhw: Nho gido; Thién Chia
gido; Hoi gido;. .. ‘

- Tén goi ngay 1& ton gido: Viét hoa chir cai diu cua am tiét thir nhat tao
~ thanh tén goi.

Vi du: 1& Phyc sinh; 1& Phit dan;...
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