BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
~ Dgc Iap - Ty do - Hanh phiic

S§: 04 /2011/TT-BNV Ha Ngi, ngay A9 thang ™M nim 2011

, THONG TU |
- Huwdng dz’in thé thitc va k¥ thuit trinh bay vin ban hanh chinh

~ Cin ctr Nghi dinh s6 48/2008/ND-CP ngay 17 thang 4 nam 2008 cua
Chinh pht quy dinh chitc ning, nhiém vy, quyén han va co ciu t§ chire cia
B0 N6i vu;

Céan cir Nghj dinh s6 110/2004/ND-CP ngay 08 théng 4 nam 2004 cla
Chinh phit v& céng tac vin thu;

Can cir Nghj dinh s6 09/2010/ND- CP ngay 08 thang 02 nim 2010 cia
Chinh pht stra ddi, bd sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4
nam 2004 cta Chinh phi vé cdng tac van thur,

B6 Nb6i vu huéng dan thé thuc va k¥ thuat trinh bay vin ban hanh chinh
nhu sau:

Chuong I
NHUNG QUY PINH CHUNG

Pidu 1. Pham vi v3 d6i twgng dp dung

Théng tu ndy hudéng din thé thire va k§ thuat trinh bay vin ban hanh
chinh va ban sao van ban; dugc 4p dung ddi v6i céc co quan nha nudc, to
chirc x4 héi, td chirc x3 hdi - nghé nghiép, tb chirc kinh té va don vi lyc luong

vil trang nhén dan (sau day goi chung 1a co quan, t6 chirc).

Diéu 2. Thé thite vin bén

Thé thirc vin ban 13 tip hop céc thanh phdn cAu thanh vin ban, bao
gom nhitng thanh phén chung 4p dung dbi véi cac loai van ban va cc thanh
phan b sung trong nhimg truérng hop cu the hodc dbi véi mot s6 loai van ban
nhét dinh theo quy dinh tai Khoan 3, Piéu 1 Nghi dinh s6 09/2010/ND- Cp
ngay 08 thang 02 nim 2010 cta Chinh phu sira d6i, bd sung, Nghj dinh s

110/2004/ND-CP ngay 08 thang 4 ndm 2004 cta C‘hmh phii vé cdng tic vin
thur va huéng dan tai Thong tu nay.

Piéu 3. K§ thuit trinh bay vin ban

Ky thudt trinh bay van ban quy dinh tai Théng tu nay bao gom khé
gidy, kidu trinh bay, dinh 12 trang vin ban, vi tri trinh bay cac thanh phan thé
thirc, phong chit, ¢& chit, kiéu chif va cic chi tiét trinh bay khac, duoc ap dung
d&i voi van ban soan thao trén may vi tinh va in ra gidy; vin ban dugc soan
thao bang cac phu'rmg phap hay phuong tign k¥ thudt khac hodc vén ban dugc
1am trén gidy méu in san; khéng ap dung dbi v6i vin ban duge in thanh sach,
in trén bao, tap chi va c4c loai 4n phadm khac.



Diéu 4. Phong chir trinh bay vin bin

~ Phong chir sir dung trinh bay vén ban trén mdy vi tinh l1a phdng chir

tieng Viét cha by mé ky tu Unicode theo Tidu chuin Viét Nam TCVN
6909:2001.

Pidu 5. Kho gidy, ki¢u trinh biy, dinh 18 trang vin ban vi vj tri
trinh bay

1. Kho gidy

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

Céc van ban nhur gidy glm thiéu, gidy bién nhdn hd so, phiéu gid, phleu
chuyen dugc trinh bay trén gidy khd A5 (148 mm x 210 mm) hofic trén gidy
mau in sin (khé A5).

2. Kigu trinh bay

Van ban hanh chinh duge trinh bay theo chidu dai cua trang gidy khd
A4 (dinh huéng ban in theo chiéu dai).

Trudmg hep ndi dung van ban ¢ cic bang, biéu nhlr‘ng‘khong dugce lam
thanh cac phu luc riéng thi viin ban c6 thé dugc trinh bay theo chidu rong clia
trang gidy (dinh huéng ban in theo chiéu rong)

3. Dinh 1& trang vén ban (d6i vai khd gidy A4)
L& trén: cch mép trén tir 20-25 mm;

L& dudi: cach mép dudi tir 20-25 mm;

L& trai: cch mép trai tir 30-35 mm;

L& phai: cach mép phai tir 15-20 mm.

4, Vi trf trinh bay cAc thanh phan thé thic van ban trén mét trang gidy
khd A4 duge thyc hién theo so dd bd tri cic thanh phén thé thirc vin ban kém
theo Théng tu nay (Phu luc II). Vi tri trinh bay cAc thanh phin thé thirc vin
ban trén mot trang gidy khd A3 duge ap dung tuong tu theo so dd tai Phu luc
trén.

Chwong I1
THE THUC VA KY THUAT TRINH BAY VAN BAN

 Pidu 6. Quic hiéu
1. Thé thirc
 Quéc higu ghi trén viin ban bao gém 2 dong chir: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Dgc lap - Ty do - Hanh phiic”.
2. K¥ thuét trinh bay



Qudc hiéu dugc trinh béy tai 6 s6 1; chiém khoéng 1/2 trang gidy theo
chiéu ngang, & phia trén, bén phai.

Déng thir nhét: “CONG HOA XA HOI CHU NGHIA VIET NAM” duge
trinh bay bang chit in hoa, c& chit tir 12 dén 13, kidu chit dimg, dam;

Dong thir hai: “Péc 1ap - Tw do - Hanh phuc” duogc trinh bay bang chit
in thudng, c& chir tir 13 dén 14 (néu dong thir nhit c¢& chir 12, thi déng thir hai
c& chir 13; néu dong thir nhit ¢& chir 13, thi dong thir hai @ chir 14), kidu chit
dimg, dém; dugce dit canh gifta dudi dong thir nhat chit c4i ddu cia céc cum
tir dugc viét hoa, gifta cac cum tir c6 gach ndi, ¢6 cach chir; phia dudi c6
dudmg ké ngang, nét lién, ¢6 d6 dai bang dé dai cua dong chir (sit dung 1énh
Draw, khong dung 1énh Underline), cu thé:

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lip - Ty do - Hanh phiic

Hai dong chir trén dugec trinh bay cach nhau dong don.
Pitu 7. Tén cor quan, tb chirc ban hanh vin bén
1. Thé thic

Péi véi cac BY, co quan ngang B§, co quan thuoc Chinh phu; Vin phong
Quéc héi, Hbi dong dan toc, cac Uy ban cua Quoc ho6i hodc Hoi ddng nhan
dan va Uy ban nhén dén cic cép; Doan Pai biéu Quoc héi tinh, thanh phé truc
thugc Trung wong; T4p doan Kinh té nha nuéc, Téng cong ty 91 khéng ghi co
quan chu quéan.

Tén co quan, t6 chirc ban hanh vin ban bao gbm tén cita co quan, t6
chire chii quéan true tiép (neu c6) (461 véi cic td chire kinh té ¢6 thé 1a cong ty
me) Vi tén clia co quan, t& chirc ban hinh vin ban.

a) Tén cua co quan, tb chirc ban hanh van ban phai duoc ghi diy di hoac-
durge v1et tht theo quy dinh tai van béan thanh 14p, quy dinh chirc nang nhiém.
vi, guyén han va co clu t6 chitc bé mdy, phé chuan cp glay phép hoat dong
hodc cdng nhén tu cach phap nhén cta co quan, td chirc c6 thdm quyén; vi du:

BQ GIAO THONG VAN TAI TAP POAN PIEN LUC VII:IT NAM
HOI DONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TINH THAI NGUYEN

b) Tén cua co quan, tb chuc chu quén tru'c tiép c6 thé viét tit nhimg cym
tir théng dung nhu UY ban nhin din (UBND), Hoi dbng nhin dan (HDND)
Viét Nam (VN), vi du: !

UBND Tngig‘i’éNG BINH . VIEN KHOA HOC XA HOI VN
SONQT VU VIEN DAN TOC HQC

2. K§ thuét trinh bay



Tén co quan, td chirc ban hanh vin ban dugc trinh bay tai 6 s6 2; chiém
“khoang 1/2 trang giay theo chi€u ngang, & phia trén, bén trai.

Tén co quan, t§ chirc chu quan truc tiép dugc trinh bay béng chit in
~ hoa, cuing c& chit nhu ¢& chi cua Quoc hiéu, kiéu chir dimg. Neéu tén co quan,
t& chirc chi quan dai, c6 thé trinh bay thanh nhiéu dong.

Tén co quan, t6 chirc ban hanh viin ban dugc trinh bay béng chit in hoa,
- cung c@ chif nhu c& chif cua Quée hidu, kiu chit du'ng, dam, dugc dit canh

* gilfa dudi tén co quan, td chirc chii quan; phia dudi cé duong keé ngang, net
lién, c6 d¢ dai bing tir 1/3 dén 1/2 d¢ dai cia dong chit va dit can doi so vai
dong chtr. Truong hop tén co quan, t6 chirc ban hanh vin ban dai c6 thé trinh

" ‘bay thanh nhiéu dong, vi du:

BO NQI VU
CYC VAN THU VA LUU TRU
NHA NUGC

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

Pitu 8. S6, ky hiéu ciia viin bian

L. Thé thirc

a) S6 cua vin ban o

So clia van ban 13 s6 thir ty dang ky vin ban tai van thu cla co quan, tb

chire. $6 cia vin ban duge gh1 bing chir sb A—rap, bét dau tir 6 01 vao ngéy
* d4u nam va két thiic vao ngdy 31 thang 12 hang nim.

b) Ky hiéu ctia vin ban
- Ky hiéu Cl’:la vin ban c6 tén loai bao gdm chit viét tit tén loai vin b_a’m
theo bang chi viét tat tén loai vin ban va ban sao kém theo Thong tu niy

(Phy lyc 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 Tha tuéng Chinh phu) ban-hanh

vén ban vi du:
Nghi quyét ciia Chinh pht ban hanh dugc ghi nhu sau: 86: .../NQ-CP
 Chi thi ctia Thi tuéng Chinh phu ban hanh dugc ghi nhu sau: 8é:.../CT-
TTg
Quyet dinh ctia Thudng truc Hoi ddng nhan dén ban hanh dugce ghi nhr
sau: S4: .../QD-HDND

Bio cdo ciia cac ban cia Hoi dong nhan dan duge ghi nhu sau: Sé:
../BC-HDND |

- Ky h1eu clia cong vin bao gdm chir viét tat tén co quan, td. chuc hoac
chirc danh nha nuirdc ban hanh céng viin va chit viét tit tén don vi (vu, phong,
ban, bd phan) soan thdo hodc chi tri soan thao céng vin d6 (néu cb), vi dy:

Cong van ctia Chinh phu do Vu Hanh chinh Van phong Chinh phu soan

thao: Sé: ... /CP-HC
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Cong vin cia Bd Noi vu do Vy Tb chirc Can bd BO Nbi vu soan thio:
S6: ../BNV-TCCB

Cong vin cia Hoi dong nhan dén tinh do Ban Kinh t¢ Ngn sach soan
thao S6; .../HDND-KTNS

Cong vin ctia Uy ban nhan dén tinh do t6 chuyén vién (holc thir ky)
theo ddi linh virc vin hod - x4 hoi soan thao: S6: ... /UBND-VX |

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

Truong hop cic Hoi ddng, cac Ban tr vén ciia co quan duge sir dung
con déu clia co quan dé ban hanh van bé.n va Hoi dong, Ban duoc gh1 1a “c
quan” ban hanh van ban thi phai l4y s6 clia HOi ddng, Ban, vi du Quyét dmh
s6 01 ciia Hoi dong thi tuyén céng chirc B6 Noi vu dugc trinh bay nhu sau:

BONQIVY
HOI BONG THI TUYEN CONG CHUC

Sé: 01/QD-HDTTCC

Viéc ghl ky hi€u cong vin do UBND cap huyén, cAp x3 ban hanh bao
gbm chir viét tit tén co quan, td chirc ban hanh céng vin va chir viét tit tén
linh vyre (céc linh vye duge quy dinh tai Muc 2, Myc 3, Chuong IV, Luat To
chirc Hi ddng nhan dén va Uy ban nhin dan nim 2003) dugc giai quyét
frong cong van.

Chir viét tét tén co quan, td chie va cac dcm vi trong mdi co quan to
chtrc hodc linh virc (d6i v6i UBND cap huyén, cép x3) do co quan, t§ chirc
quy dinh cu thé, bao dam ngin gon, d& hiéu.

2. K¥ thudt trinh bay
S8, ky hiéu cua vin ban dugce trinh by tai 6 s6 3, duoc dat canh giita
dudi tén co quan, to chirc ban hanh vin ban.

Tir “S6” duge trinh bay bing chit in thuong, ky higu bing chit i in hoa,
¢& chir 13, kiéu chir dung, sau tir “S&” ¢ dau hai cham, voi nhu'ng sb6 nhé
hon 10 phsu ghi thém s6 0 phia trudc; giira s6 va ky hiéu viin ban c6 déu gach
chéo (/), giita cac nhoém chix Vlet tit trong ky hiéu van ban cé déu gach noi (-)
. _khong cach chir, vi du:

$6: 15/QD-HDND (Quyet dinh cua Thudmg trirc Hbi ddng nhéan dén);

Sé: 19/HDND-KTNS (Céng vén cia Thuomg tryc Hoi dbng nhan dan do
Ban Kinh té ngin sach soan thao);

Sé: 23/BC-BNV (Béo cdo cia B Noi vu);

S6: 234/SYT-VP (Cong vin ctia $& Y té do Vin phong soan thao).
Didu 9. Dja danh va ngay, thang, nim ban hanh viin bin

1. Thé thic



a) Dja danh ghi trén vin ban la tén goi chinh thitc cia don vi hanh
chinh (tén riéng cia tinh, thinh phé truc thuéc Trung wong; huyén, quén, thj
xi, thanh phé thudc tinh; x4, phudng, thi trin) noi co quan, t6 chirc déng tru
s&, @51 véi nhitng don vi hanh chinh dugc dit tén theo tén ngum, bang chit sb
hoac sy kién lich sit thi phai ghi tén goi day du cia don vi hanh chinh do, cu
thé nhu sau:

- Dia danh ghi trén vin ban ciia cic co quan, td chirc Trung wrong 1a tén
cta tinh, thanh phd tnre thude Trung wong noi co quan, t§ chitc déng tru sd,
vi du:

Vén ban ciia B§ Cong Thuong, clia Cong ty Dién lyc 1 thudce Tap doan
DPién luc Viét Nam (co tru sé tai thanh pho Ha Noi): Ha Néi,

Vin ban ciia Trdng Cao déng Quén tri kinh doanh thuge B Tai chinh
(co tru sd tai thi tran Nhu Quynh, huyén M¥ Vin, tinh Hung Yén): Humng Yén,

Vin ban cia Vién Hai duong hoc thude Vién Khoa hoc va Céng nghé
Viét Nam (c6 tru s& tai thanh phé Nha Trang, tinh Khénh Hoa): Kkdnh Hod,

Van ban cia Cuyc Thué tinh Binh Duong thudc Téng Cuc thué (c6 tru
s tai thj x3 Thi Diu Mdt, tinh Binh Duong): Binh Durong,

- Pia danh ghi trén viin ban cia céc co quan, t chirc cip tinh:

+ Pbi voi cac thanh phd truc thude Trung uwong: 1a tén cua thanh phé
trirc thudc Trung wong, vi du:

Vin ban ciia Uy ban nhén dan thanh phé Ha Noi va cta céc s, ban,
nganh thudc thanh phé: Ha Ngi, cia Uy ban nhan dan thanh phd Hd Chi Minh
va cla cac sd, ban, nganh thudc thanh phd: Thank phdé H6 Chi Minh,

+ Dm vorl cac tinh 12 tén cta tinh, vi du: |

Vin ban coa Uy ban nhan din tinh Hai Duong va clia cic s6, ban,
nganh thudc tinh (cé tru sé tai thanh phé Hai Duong, tinh Hai Dwong): Hadi
Duong, cia Uy ban nhin dan tinh Quang Ninh va clia céc sé, ban, nganh
thudc tinh (c6 tru sd tai thanh pho Ha Long, tinh Quang Ninh): Qudng Ninh,
cia Uy ban nhan dan tinh Lam Pong va cla céc s, ban, nganh thudc tinh (c6
tru s& tai thanh phd Da Lat, tinh Lam Ddng): Lém Pong,

Truémg hep dja danh ghi trén viin ban clia co quan thanh phé thudc tinh
ma tén thanh phd tring véi tén tinh thi ghi thém hai chit thanh phd (TP.), vi
du:

Vin ban ciia Uy ban nhén dan thanh phé Ha Tinh (tinh Ha Tinh) va ciia
céc phong, ban thudc thanh pho: TP. Ha Tinh,

- Pia danh ghi trén vén ban cia cic co quar, t6 chirc cdp huyen 12 tén

.. clia huyén, quan, thi x&, thinh phd thude tinh, vi du:

, Vin ban ciia Uy ban nhan dan huyén Séc Son (thanh phd Ha Noi) va
cia cdc phong, ban thudc huyén: Séc Son,



Vin ban ctia Uy ban nhan dan quin Go Vép (thanh ph6 Hb Chi Minh),
ctia cdc phong, ban thudc quan: Go Vdp, .
. Van ban cta Uy ban nhén déan thi xa Ba Ria (tinh Ba Ria - Viing Tau) -

va cua cac phong, ban thudc thi xa: Ba Rja,

- Dia danh ghi trén van ban ciia Hoi ddng nhan dan, Uy ban nhén dan
va cia cic to chitc cap xd 12 tén cia x3, phudng, thi tran d6, vi du: ‘

Vin ban cia Uy ban nhan din x3 Kim Lién (huyén Nam Dan, tinh
Nghe An): Kim Lién, |

- Vin ban cua Uy ban nhan dan phucrng bién Bién Phi (quin Ba Dinh,
TP. Ha'NGi): Phuong Pién Bién Phu,

- Dja danh ghi trén vin ban cia cic co quan, t& chitc va don vi vii trang
nhén dan thuéc pham vi quan Iy clia B6 Cong an, Bo Quoc phong duge thuc
hién theo quy dinh cia phéap luit va quy dinh cy thé clia B Cong an, Bo
Quéc phong.

b) Ngay, thdng, ndm ban hanh vin ban

Ngay, thang, nim ban hanh van ban 14 ngay, thdng, ndm vin ban du'orc
ban hanh.

Ngay, thang, ndm ban hanh vin bé.n phai duge v1et diy du; cac sb chi
ngay, thang, ndm dung chit so A-rép; d6i vé6i _nhiing s6 chi ngdy nho hon 10
va thang 1, 2 phai ghi thém s6 0 & trudre, cu thé:

Thanh phé Ho Chi Minh, ngéy 05 thang 02 ném 2009
Qudn 1, ngay 10 thdang 02 nédm 2010
2. K¥ thuat trinh bay
Dia danh va ngay, thang, nim ban hanh vén ban dugc trinh bay trén

cung mot dong vé6i 86, ky hiéu vin ban, tai 6 sb 4, bing chit in thudmg, &

chit tir 13 dén 14, kiéu chit nghleng, céc chit ci ddu cla dia danh phai viét
hoa; sau dia danh ¢6 diu phay, dla danh va ngdy, thang, nam dugc dit canh
gilta duén Qubc hiéu.

Pidu 10. Tén loai va trich yéu ni dung ciia viin bin
1. Thé thitc

Tén loai vén ban 13 tén cua timg loai vin ban do co quan, t§ chirc ban
hanh. Khi ban hanh vin ban ddu phai ghi tén loai, trir céng van.

Trich yéu ndi dung clia vén ban la mdt cau ngén gon hodic mot cum tr

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

Tén loai va trich yu ndi dung ciia cic loai viin ban ¢6 ghi tén loai duoc
trinh bay tai 6 sb 5a; tén loai vin ban (nghi quyét, quyét dinh, ké hoach, bao |
c40, to trinh va cdc loai vin ban khéc) duoc didt canh gilra bang chir in hoa, c&
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chit 14, kiéu chit dimg, dam; trich yéu ndi dung vin ban dugc dit canh gitta,
ngay dudi tén loai van ban, bing chit in thudng, c& chir 14, kiéu chir dimg,
dam; bén dudi trich yéu co dudmg ké ngang, nét lién, c6 do dai bang tir 1/3
dén 1/2 do dai cua dong chir va dit can dbi so véi dong chiy, vi du:

QUYET PINH
Ve vige diéu dong cin bd

Trich yeu ndi dung cong vin duoc trinh bay tai 6 s6 5b, sau chit “V/v”
bing chi¥ in thudmg, c& chir tir 12 dén 13, kiéu chir dimg; dugc dit canh gifra
dudi sb va ky hiéu van ban, cach dong 6pt voi s6 va ky hi¢u van ban, vi dy:

| Sé: 72/VTLTNN-NVDP

V/v ké hoach kiém tra cong tac
vin thu, lgu trit niim 2009

Pitu 11. Noi dung vin ban

1. Thé thirc )

a) Noi dung van ban 13 thanh phin chi yéu cia vin ban.
Nbi dung vin ban phai bio ddm nhitng yéu ciu co ban sau:
- Phii hgp vdi hinh thitc van ban dugc sir dung;

- Phi hop véi dudmg 16i, chit truong, chinh séch ctia Dang; phit hop véi
quy dinh ctia phap luat;

- Pugc trinh bay ngén gon, rd rang, chinh xé4c;
- St dung ngodn ngit viét, cach didn dat don gian, d& hibu;
- Dung tU ngit tleng Viét Nam pho théng (khong ding tir ngit dia

phuong va tir ngit nude ngodi néu khong thuc s cén thlet) Bbi véi thuat ngir
chuyén mén can xéac dinh 3 ndi dung thi phai dugc giai thich trong vin ban,;

- Chi dugc viét tit nhiing tir, cym tir thong dung, nhimg tir thude ngon
ngir tiéng Viét d& hidu. Dm voi nhiing tir, cym tir duqc su dung nhiéu lan
trong vin ban thi ¢6 thé viét tit, nhumg céc chir viét tit lan déu cda tir, cum tir
phai dugc dit trong dau ngodc don ngay sau tir, cum tir do;

- Khi vién dén J4n dau viin ban c6 lidn quan, phai ghi diy du tén loai,
86, ky hiéu vin ban, ngay, thang, ndm ban hanh vin ban, té€n co quan, to chuc

ban hanh van ban, trich yéu ndi dung vin bén (d6i véi lut va phap lénh chi e

ghi tén loai va tén cia luft, phap 1énh), vi du: “... dugc quy dinh tai Nghij dinh

s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cta Chinh phu vé cong tic

- vin thu”; trong cac l4n vién dan tiép theo, chi ghi tén loai va s6, ky hidu ciia
vén ban do;

- Viétr hoa trong vin ban hanh chinh dugc thuc hién theo Phy luc VI -
Quy dinh viet hoa trong vin ban hant chinh.

b) B6 cuc cla vin ban



Tuy theo the logi va ndi dung, viin ban c6 thé c6 phan can cir phap ly ¢é
ban hanh, phan m& ddu va c6 thé durge bd cuc theo phin, chuong, myc, dieu,
khoan, diém hoac dugc phén chia thanh cac phén, muc tir 16n dén nho theo
mét trinh ty nhét dinh, cy thé:

- Nghi quyét (ca biét): theo didu, khoén, diém hojc theo khoan, diem;

- Quyét dinh (ca bigt): theo diéu, khoén, dlem, céc quy che (quy dinh)

~ ban hanh kém theo quyét dinh: theo chwong, myc, diu, khoan, diém;

- Chi thi (c4 bit): theo khoan, diém;

- Cac hinh thife véin ban hanh chinh khac: theo phan muc, khoin, diém
~ hogc theo khoan, diém.

Pbi véi cac hinh thirc van ban dugc bo cuc theo phan chu'cmg, myc,
diéu thi phin, chuong, myc, diéu phai cé tiéu dé. ‘

2. K¥ thuét trinh bay
Noi dung vin ban dugc trinh bay tai 6 s6 6.

Phén néi dung (ban vin) dugc trinh bay bang chu' in thuong (du'trc dan
ddu ca hai le) kiéu chir dimg; c& chif tir 13 den 14 (pha.n 161 viin trong mét
van ban phai dung cung mét c¢& chir); khi xubng dong, chit ¢iu dong phai lui
vio tir lem dén 1,27cm (1 default tab); khoang cach giira cdc doan vin
(paragraph) dt t6i thleu 1a 6pt; khoang cach gifta cic dong hay cach dong
(line spacing) chon t8i thiéu tir cach dong don (single line spacing) hodc tir
" 15pt (exactly line spacing) tr& 16n; khoang cich t6i da giita cac dong 12 1,5
dong (1,5 lines).

Dbi voi nhing van bén c6 phan can cu phép 1y dé ban hanh thi sau m01
“- cdn cu phai xubng ddng, cubi dong c6 dbu “chdm phay”, riéng cin cir cubi
cung ket thiic bng ddu “phiy”. :

Truong hop ndi dung van béﬁ dugc bd cyc theo phén, chuong, muc,
diéu, khoan, diém thi trinh bay nhu sau:

- Phén, chuong: Tir “Phén”, “Chucmg” va sb tht tu cta phén, chuong
dugc trinh bay trén mot dong riéng, canh giira, bang chif in thudng, c& chif tir
13 dén 14, kleu chir du'ng, dam. S6 thtr tu cia phin, chuong ding chit s6 La
Ma, Tiéu dé (tén) cta phan, chuong dugc trinh bay ngay dudi, canh giita,
bang chit in hoa, c& chit tir 13 dén 14, kiéu chit dimg, d4m;

- Muc: Tir “Muc” va s§ thir tu ctia muc dugce trinh bay trén mét dong
riéng, canh giira, bing chir in thudng, c& chir tir 13 dén 14, kidu chit dimg,
‘dam. S6 thir tr cla muc dung chit s& A- -rdp. Tiéu dé cua myc du'orc trinh bay
ngay duédi, canh gitta, bang chit in hoa, ¢& chir tir 12 dén 13, kiéu chir ding,
dam;

- Pidu: T “Pidu”, sb thir ty va tiéu dé cia didu duqc trinh bay bing
chit in thudmg, cach 1& trai 1 default tab, s6 thi ty cia didu dung chit s6 A-rap,



sau s thit ty ¢6 ddu cham; c& Chl]' bang ¢ chit cua phén 161 vin (13-14), kiéu
chir dimg, ddm;

- Khoan: S4 thir ty céc khoan trong mdi myc dung chit s A-rap, sau sb
tha tu co dAu chim, c& chit so bang c& chir cia phan 1o vin (13-14), kiéu chit
dimg; néu khoan cé tigu 8, sb thir ty va tiéu dé cla khoan dugc trinh bay trén
mdt dong riéng, bang chir in thuong, c& chir bang co chu cta phin J&i vin
(13-14), kidu chir dimg; :

- Diém: Thir tu cac diém trong mdi khoan ding cac chit c4i tiéng Viét
theo thir tur abc, sau co déu déng ngodc dom, bing chit in thudmg, ¢ chit bing
c& chit ciia phan 18 viin (13-14), kiéu chir dimg.

Trudng hop ndi dung vin ban duge phén chia thanh céc phan, muyc,
khoén, diém thi trinh bay nhu sau:

- Phin (néu cé): Tir “Ph" ” va b thir tu cia phan dugce trinh ba‘ty trén
mot dong riéng, canh giira, béng chit in thuong, c& chit tir 13 dén 14, kleu chit
dimg, dam; so thir ty clia phan dung chir s6 La M3. Tiéu d8 cua phan duoc
trinh bay ngay dudi, canh gltra bing chit in hoa, c& chit tir 13 dén 14, kiéu
chir dimg, dam;

- Muc: So thir tyr cac muc dung chit so La M4, sau c6 ddu chdm va dugc
trinh bay cach 18 trai 1 default tab; tiéa d& cia muc dugc trinh bay cung mot
hiang véi sé thir tu, bing chir in hoa, c& chi tir 13 dén 14, kidu chir dimg,
dam;

- Khoan: So thir tur cac khoan trong mdi myc dung chix sé A-rap, sau sb
thir tu ¢6 diu chim, c& chir s6 bang cd chir cua phan 1&i vin (13-14), kiéu chit
dimg; néu khoan cé tidgu d8, sb thir tu va tiéu @& cia khoan dugce trinh bay trén

mét dong riéng, bing chir in thudng, c& chit bing ¢& chir ciia phan 101 vin
(13-14), kiéu chit dung, dam;

- Piém trinh bay nhu tnroﬁg hop ndi dung viin ban duge bd cuc theo
phan chuong, muc, diéu, khoan, diém.

Diéu 12. Quyen han, chirc vy, ho tén va chir ky ciia ngudi ¢6 thim
quyén
1. Thé thire
&) Viée ghi quyén han cos ngudl ky duwee thyo hién ahu sau:
- Truéng hop ky thay mit tap thé thi phai ghi chi¥ viét tht “TM.” (thay
mit) vao trudc tén tap thé lnh dao hodc tén co quan, t6 chire, vi du:
TM. HQI DONG NHAN DAN TM. POAN BAI BIEU QUOC HOI
- Trudng hop ky thay ngudi dimg du co quan, t6 chirc thi phai ghi chit

- viét tht “KT » (ky thay) vao truée chirc vu cita ngudi dimg dau, vi du:

KT. CHU T[CH | KT. BQ TRUGNG
PHO CHU TICH THU TRUONG
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Tru’ong hop cp pho dirge giao phy trich thi thuc hién nhu cép pho k)'/
thay cap truréng;

- Trudong hcrp ky thira 1énh thi phai ghi chu viét tht “TL.” (thira ]enh)
vao tI'lI()’C chuc vy cia ngudi dirng dAu co quan, td chie, vi du:

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

- Truomg hop ky thira uy quyén thi phéai ghi chir v1et tat “TUQ.” (thira
uy quyén) vao trude chirc vu chia ngudi dimg d4u co quan, tb chirc, vi du:

TUQ.GIAMDPOC
TRUOGNG PHONG TO CHUC CAN BO

b) Chirc vy clia ngudi ky

Chac vy ghi trén vin ban 1a chirc vy 1anh dao chinh thirc ctia nguoi ky
vin ban trong co quan, t& chirc; chi ghi chitc vu nhur Bo trudmg (B§ trudng,
Chu nhlem) Thu trudéng, Chu tich, Phé Chu tich, Gidam dbc, Phé Giam dbc,
Q. Gidm déc (Quyén Glém déc) v.v.., khong ghi nhitng chirc vu ma Nha nuée
khéng quy djnh nhu: cap phé thuong tric, cap pho phu trach, v.v...; khong
ghi lai tn co quan, td chirc, trir cic vén béan lién tich, vin ban do hal hay
nhiéu co quan, t6 chirc ban hanh; viéc ky thira 1énh, ky thira uy quyén do cac
co quan, t6 chirc quy dinh cu thé bing vin ban.

Chirc danh ghi trén vin ban do cdc tb chic tr vén (khong thuoc co chu
tb chirc ctia co quan duge quy dinh tai quyet dinh thanh 1ap; quyét dinh quy
dinh chirc niing, nhiém vu, co cdu té chirc clia co quan) ban hanh 13 chirc danh
lanh dao ctia ngudn ky vin ban trong ban hojc hoi dong. Bm v&i nhitng ban,
hdi dong khong dwgce phép sir dung con diu ciia co quan, t6 chic thi chi ghi
chitc danh cua ngudi ky vin ban trong ban hoic h¢i déng, khong duoc ghi
chirc vy trong co quan, té chirc.

Chtrc vy (Chirc danh) ctia ngudi ky viin ban do hdi ddng hodic ban chi
dao ctia Nha nudéce ban hanh ma 13nh dao Bé XAy dung lam Trudng ban hoic
Phé Truéng ban, Chu tich hodc Phé Chu tich Hoi dong duoc ghi nhu sau, vi
du:

TM. HOI DPONG KT, TRUONG BAN
CHU TICH PHO TRUGNG BAN
(ChiF ky, ddu ctia B6 Xay dung) (Chit ky, ddu ciia B6 Xéy dung)
BQ TRUONG BO XAY DUNG THU TRUONG BO XAY DUNG
Nguyén Viin A Trin Vin B

Chirc vu (Chirc danh) clia ngudi ky vin ban do hoi ddng hoic ban cua
B§ Xay dung ban hanh ma Thit treéng B6 Xay dung 1am Chu tich Héi ddng
hodc Trudng ban, 1&nh dao cac Cuc, Vu thude B Xay dung lam Pho Cha tich
Hbi ddng hoic Phé Trudng ban duoc ghi nhr sau, vi du:
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TM. HQI PONG KT. TRUONG BAN

CHU TICH PHO TRUONG BAN
(Chi* ky, ddu ciia Bg Xdy dung) - (Chit ky, ddu ciia B§ Xdy dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BO
Tran Vin B L& Vin C

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

Péi voi vin ban hanh chinh, trrde ho tén ctia nguoi ky, khong ghi hoe
ham, hoc vi va c4c danh hiéu danh dy khéc. P6i véi vin ban giao dich; vin
ban cua cic tb chirc sw nghiép gido duc, y t&, khoa hoc hodc Iwc lugng vii
trang dugce ghi thém hoc ham, hoe vi, quan ham.

2. Ky thuét trinh bay

- Quyén han, chitc vu ciia ngudi ky duge trinh bay tai 6 s6 7a; chirc vu
khac cua nguoi ky duoc trinh bay tai 6 sé 7b; céc chit viét tit quyén han nhu:
“TM.”, “KT.”, “TL.”, “TUQ.” hodc quyen han va chirc vy clia ngudi ky dugc
trinh bay bang chir in hoa c& chir tir 13 dén 14, kiéu chit dimg, dam.

Ho tén cha ngucn ky vin ban duge trinh bay tai 6 s6 7b; bang chir in
thudng, ¢& chir tir 13 dén 14, kiéu chir dimg, dam duoc dit canh gitra so vai
quyén han, chitc vu cta nguoi ky, -

Chir ky clia nguai c6 thdm quyén duoc trinh bay tai 6 sb 7c.
Piéu 13. Diu ciia co quan, tb chirc

1. Viéc déng dau trén van ban duge thyc hién theo quy dinh tai Khoan
2 va Khoan 3 Biéu 26 Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim
2004 cua Chinh pha vé cong tac vin thu va quy dinh cua phap luat c¢6 lién
quan; viéc dong diu gidp lai ddi voi viin ban, tai lidu chuyén nganh va phu luc
kém theo dugc thyc hién theo quy dinh tai Khoin 4 Piéu 26 Nghi dinh s6
110/2004/ND-CP.,

2. Déu clia co quan, t chirc duge trinh bay tai 6 s6 8; dAu gidp lai dugc
déng vao khoang glua mep Phal cla vin ban hodc phu lyc vin ban, trim 1én
mét phan céc t gidy; mdi dau dong tdi da 05 trang vin ban.

Pidu 14. Noi nhin
1. Thé thirc

Noi nhén xac dinh nhiing co quan, t4 chirc, don vi va ci nhan nhén van
ban va ¢6 trach nhiém nhu dé xem xét, giai quyet dé thi hanh; d& kiém tra,
gidm sat; dé bdo céo; dé trao dbi cong vide; dé biét va dé Ivu.

Noi nhan phai dugc x4c dinh cu thé trong van ban. Can clr quy dinh coa
phap luét; can cir chire nang, nhiém vy, quyen han cia co quan, td chirc va
quan hé céng tac; cin cir yéu cau g1a1 quyét cong viéc, don vj hotic c4 nhén
soan thio hodc chi tri soan thao c6 trach nhiém & xuét nhimg co quan, t6
chirc, don vi va ¢4 nhan nhin vin ban trinh ngudi ky vin ban quyét dinh.
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P61 voi van ban chi giri cho mdt s6 doi tugng cu thé thi phai gh1 tén
ting co quan, to chirc, ca nhan nhén van ban; ddi v6i van ban duge guri cho
mdt hodic mdt s6 nhém dbi tuong nhat dinh thi noi nhan duge ghi chung, vi
du:

- Céac B9, co quan ngang B§, co quan thudc Chinh phu;
- Uy ban nhén dén cdc tinh, thanh pho trire thude Trung wong;

bbi v0i nhifng van ban ¢6 ghi tén loai, noi nhén bao gdm tir “Noi
nhan” va phén liét ké cic co quan, t6 chirc, don vi va ca nhén nhan van ban.

Péi véi cong vin hanh chinh, noi nhén bao gbm hai phin:

- Phin thir nhit bao gbm tir “Kinh gui”, sau d6 la tén céc co quan, t&
chirc hojic don vi, ca nhan tryc tiép giai quyét cong viée;

- Phin thy hai bao‘gorn tir “Noi nhan”, phia duéi 13 tir “Nhu trén”, tiép-
theo 1a tén cac co quan, to chire, don vi va ¢4 nhén ¢ lién quan khac nhén van -
 ban..

2. K¥ thuét trinh bay
Noi nhén dugc trinh bay tai 6 sb 9a va 9b.
Phén noi nhén tai 6 6 9a duge trinh bay nhu sau:

- T “Kinh giri” va tén céc co quan, t5 chirc hodc c4 nhan nhén vin ban
dugce trinh bay bang chir in thudng, c& chit tir 13 dén 14, kidu chir ding;

A

- Sau tir “Kinh giri” ¢6 d4u hai chdm; néu cong vdn giri cho mét co
quan, td chirc hosic mdt ca nhan thi tir “Kinh giri” va tén co quan, t& chirc
ho#c ca nhén dugce trinh bay trén cing mét dong; trlm‘ng hop cong Van gui
cho hai co quan, t6 chirc hodc ¢4 nhén tr¢ 1én thi xubng dong, tén mdi co
quan, td chirc, ca nhan hojic mdi nhom co quan, tb chire, ca nhén dugc trinh
bay trén mot dong rlcng, dau dong cod gach dau dong, cudi dong co diu chim
, phay, cuoi dong cudi cung c6 déu cha.m, cac gach ddu dong dugc trinh bay

“thing hang véi nhau dudi diu hai chém.

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

» TUr “Noi nhén” duge trinh bay trén mot dong riéng (ngang hang voi
dotig chit "quydn han, ehire vyt clu ngudl ky” va sét 18 tral), sau €6 dau ha
chim, bang chir in thudmg, c& chit 12, kidu chit nghiéng, dam;

- Phén liét k& céc co quan, td churc, don vi va cd nhén nhin van ban
dugc trinh bay bing chir in thudng, ¢ chir 11, kiéu chir dung, tén mobi co
quan, t6 chirc, don vi va ¢4 nhan hojc mdi nhom €0 quan, té chuc, don vi
nhén vin ban duoc trinh bay trén mét dong riéng, dau dong co gach dﬁu dong
sat 18 trai, cubi dong c6 ddu cham phiy; riéng dong cudi ciing bao gdm chir
“Liru” sau ¢ dau hai cham t1ep theo 14 chit viét tit “VT” (Vin thu co quan,
td chirc), ddu phdy, chir viét tit tén don vi (hodc bd phén) soan thao vin ban
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va s luogng ban luu (chi trong nhitng trudng hop cén thiét), cudi cing 14 ddu
chém.

Piéu 15, Céc thanh phin khac
1. Thé thie
a) DAu chi mirc 46 mét

Vige xac dinh va dong déu dd mat (tuy8t mat, t5i mat holic mat), diu
thu héi dm véi van ban c6 ndi dung bi mét nha nudc dugce thue hién theo quy
dinh tai Didu 5, 6, 7, 8 ciia Phap 1énh Bao vé bi mat pha nuéc nam 2000.

b) Déu chi mirc d6 khin

Tuy theo mirc do cin duoc chuyén phat nhanh, vén ban duge xac dinh
d6 khén theo bdn mirc sau: khin, thuong khén, hoa téc, hoa téc hen gid; khi
soan thao van ban c6 tinh chét khén, don vi hoac cad nhan soan thio van ban
dé xudt mirc 4o khin trinh ngudi ky vin ban quyét dinh.

¢) Béi véi nhitng van ban cé pham vi, dbi tugng duge pho bién, su
dung han ché, sir dung céc chi ddn v& pham vi hru hanh nhr “TRA LAI SAU
KHI HQP (HQI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOQI BO”.

d) Péi véi cong van, ngoai cac thanh phin dugc quy dinh c6 thé b6
sung dia chi co quan, t6 chirc; dia chi thu dién tir (E-Mail); sb dién thoai, sb
Telex, s6 Fax; dia chi trang thong tin dién tir (Website).

d) Dbi véi nhimg vin ban cin duge quéan 1y chit chéd vé& sb lwong ban
phat hanh phai ¢ k¥ hiéu nguoi dédnh may va sé lugng ban phat hanh.

e) Trudmg hop vin bén ¢4 phu lyc kem theo thi trong vin ban phai co
chi dan vé phu lyc d6. Phy lyc van ban phéu ¢ tidu dé&; van ba:n ¢0 tir hai phu
luc tré [€n thi cac phu lyc phai dugc danh so6 thi tu bang chit s6 La Ma.

g) Vin ban co hai trang trd 18n thi phai dénh sd trang bang chir sé A-
rép.
2. K§ thuat trinh bay
a) Déu chi mirc 6 mat
Con déu cac dd mét (TUYET MAT, TOl MAT hoc MAT) va diu thu

hoi duge khéc sin theo quy dinh tai Mye 2 Théng tw s¢ 12/2002/TT-BCA
ngay 13 thdng 9 nfim 2002 huedng din thire hién Nghi dinh 86 33/2002/ND-CP

cta Chinh phu quy dinh chi tiét thi hanh Phép 1énh Béo vé bi mft nha nudc
nim 2000. Ddu d6 mét dugc déng vao 6 s6 10a, dau thu héi dugc ddng vao 6
50 11.

b) Dau chi mic d6 khan

Con diu cac d5 khin dugc khic sin hinh chit nhat cé kich thudce 30mm
x §mm, 40mm x 8mm va 20mm x 8mm, trén d6 cic tr “KHAN”, “THUONG

KHAN", “HOA TOC” va “HOA TOC HEN GIU” trinh bay bang chir in hoa,
phong chit Times New Roman c& chir tir 13 dén 14, kiéu chir ding, ddm va

14



dat can dbi trong khung hmh chu: nhat vién don. Diu d6 khan dugc déng vio
6 s6 10b. Myc dé dong déu @5 khéan ding mau do tuoi.

¢) Cac chi din vé& pham vi luu hanh

Céc chi din v& pham vi luu hanh trinh biy tai 6 s8 11; c4c cum tir
“TRA LAI SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU
HANH NOI BQ” trinh bay can d6i trong mot khung hinh chir nhét vién domn,
bang chit in hoa, phong chir Times New Roman, c& chif tir 13 dén 14, kidu
chir dimg, ddm.

d) Dia chi co quan, tb chirc; dia chi thu dién tir (E-Mail); s dién thoa1
50 Telex, s6 Fax; dia chi Trang thong tin dién tir (Website) :

Cac thanh phin ndy dugc trinh bay tai 6 s6 14 trang thir nhét cia vin
ban, bdng chit in thudng, c& chit tir 11 dén 12, kidu chir dimg, dudi mét
dudmg ké nét 1ién kéo dai hét chibu ngang cta viing trinh bdy van ban.

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

Bu’orc trinh bay tai 6 sé 13; ky hidu bing chit in hoa, s6 lugng ban bang
chu' s6 A- -rap, c& chir 11, kiéu chu dimg.

e) Phy luc vin ban

Phy luc vin ban duge trinh bay trén cac trang riéng; tir “Phy luc” va s6
thir t ciia phu luc duge trinh by thanh mét dong riéng, canh gitra, bing chir
in thudng, c& chit 14, kiéu chit dimg, dam; tén phu luc dugc trinh by canh
giita, bang chir in hoa, c¢& chir tir 13 dén 14, kidu chir dimg, dam.

g) $6 trang van ban

86 trang dugc trinh bay tai géc phai & cubi trang glay (phan footer)
béng chir s0 A-rép, ¢& chir 13-14, kleu chit dimg, khong danh s6 trang thi
nhit. S6 trang ctia phu luc dwgc danh 6 riéng theo tirng phu luc.

Mau chit va chi tiét trinh bay cac thanh phin thé thic vin ban duge
minh hea tai Phy luc IV kém theo Thong tir nay.

M4u trinh bay mét s6 loai vin ban hanh chinh diroc minh hoa tai Phy
Iyc V kém theo Thong tu nay.

Chwong 11
THE THUC VA KY THUAT TRINH BAY BAN SAO

Diéu 16. Thé thirc ban sao

Thé thirc ban sao bao gdm:

1. Hinh thirc sao

“SAO Y BAN CHINH” hodc “TRICH SAO” hoic “SAO LUC”.
2. Tén co quan, td chitc sao vin ban

3. 88, k¥ hiéu ban sao bao gbm sb thir tu dang ky duoc danh chung cho
c4c loai ban sao do co quan, t§ chire thuc hién va chit viét tit tén loai ban sao
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theo Bang chir viét tt tén Jlogi vén ban va ban sao kém theo Thong tu nay
(Phy tyc I). $6 duoc gh1 bang chir sb A-rip, bat diu tir sé 01 vao ngay dau
nam va két thic vao ngay 31 thang 12 hang nam.

4. Céc thanh phén thé thirc khac ctia ban sao vin ban gdm dia danh va
ngay, tha:ng, nim sao; quyén han chire vy, ho tén va chir ky cha ngudi ¢
thdm quyén; diu clia co quan, t3 chitc sao viin ban va noi nhan dugc thyc hién
theo huéng din tai Pidu 9, 12, 13 va 14 cta Thong tu ndy.

Diéu 17. K§ thuit trinh bay

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

Thuc hién theo so d6 bb tri cic thanh phén thé thirc ban sao kém theo
Théng tur nay (Phu lyc I1I).

Céc thanh phan thé thirc ban sao du'qc trinh biy trén clng mdt to gidy,
ngay sau phan cudi clng ctia vin ban cin sao duge photocopy, dudi mét
duong ké nét lién, kéo dai hét chidu ngang ciia viing trinh bay vin ban.

2. K¥ thuat trinh bay ban sao

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

b) Tén co quan, t chirc sao vin ban (tai & so 2); b, k¥ hiéu ban sao (tai
b 36 3) dia danh va ngay, thang, nim sao (tai 6 36 4); <chuac vy, ho tén va chir
ky cia nguoi co tham quyen (tai 6 s6 5a, 5b va 5c); déu cla co quan, t5 chirc
sao vin ban (tai 6 sb 6); noi nhén (tai 6 s6 7) dugec trinh bay theo hudng din
trinh bdy céc thanh phén thé thrc tai Phuy lyc III.

MAu chit va chi tiét trinh bay céc thanh phan thé thirc ban sao dugc
minh hoa tai Phu luc IV; mAu trinh bay ban sao dugc minh hoa tai Phu luc V
ke theo Thong tu nay.

Cheong IV
TO CHU'C THY'C HIEN

Piéu 18. Picu khoin thi hinh

Théng tu nay c6 hidu lirc sau 45 ngay ké tir ngdy ky.

Nhitng quy dinh vé thé thirc va ki thuit trinh bay vin ban hinh chinh
va ban sao vin ban dugc quy dinh tai Thong tur lién tich sé 55/2005/TTLT-
BNV-VPCP ngay 06 thang 5 ndm 2005 cta B§ Noi vu va Van phong Chinh
phi huéng dan thé thirc va k¥ thuat trinh bdy vin ban hanh chinh trai véi
Thoéng tir nay bi bai bo.

Piéu 19. T4 chirc thyre hién

B¢, co quan ngang B9, co quan thudc Chinh phu, Uy ban nhén dan cac
tinh, thanh phd tryc thudc Trung uong, Tép doan kinh té nha nude, Tong céng
ty nha nudc (91) chiu trach nhiém t chic trién khai thye hién Thong tu nay.

16



Céc Bd, nganh ciin ¢ quy dinh thé thitc va k¥ thuit trinh bay vin ban
tai Thong tr nidy dé quy dinh thé thirc va k¥ thuét trinh by vin ban chuyén

nganh cho ph hqp.//.&/(‘d/

Noi nhin: B0 TRUONG
- Tha tudmg, cac Phé Thi trdmg Chinh phil; 2 e

" - Vin phong Trung wong Dang;
- Van phong Quéc hdi;
- Vin phéng Chi tjch nuée; .
- Céc B4, co quan ngang B§, co quan thude Chinh phit; § |
- HDND, UBND céc tinh, thanh phd truc thuge TW:

- Vién Kiém sét nhan dén ti cao,
- To? 4n nhin din t5i cao; g
- Kiém toAn MNha nurde; - T £

- Co quan Trung wong cia c4c doan thé; Trén Viin Tuin
- Céc Tép doan kinh té, Téng céng ty nha nuée (91);

- Cyc Vin thu va Laru trif Nha nude (10b);

- Cuc Kidm tra van ban QPPL (B¢ T phép);

- Céng bao;

- BNV: B§ trong, cac Thir tnrdng, cdc don vj thude va

trye thude B,

- VPCP: B§ trudmg CN, cac Phé CN;

- Website BNV,

- Lwu: VT, PC (BNV). 320b.
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NG Phu luc I
AU VIET TAT TEN LOAI VAN BAN VA BAN SAQ

drig 14 56§04 /201 L/TT-BNV ngéy A9 thang Mnam 2011 cua B6 Noi v)

Stt | Tén loar Vi ban hanh chinh Chir viét tit
1. | Nghi quyet (c biéf) NQ
2. | Quyét dinh (ca biét) QP
3. | Chi thi (ca biét) CT
4. | Quyché QC
5. | Quy dinh Qvb
6. | Thong céo TC
7. | Thong bao TB
8. | Huéng dan HD
9. | Chuong trinh CTr
10. | K€ hoach KH
11. | Phuong an PA
12. [ Béan PA
13. |Dyén DA
14. | Bao cao BC
15. | Bién ban BB
16. | To trinh TTr
17. | Hop dong HD
18. | Cong viin
19. | Cong dién Cb
20. | Ban ghi nhé GN
21. | Ban cam ket CK
22. | Ban thoa thuin TTh
23. | Gidy chimg nhan CN
| 24. | Gidy uy quyén uQ
25. | Giay mén GM
26. | Gidy gidi thiéu GT
27. | Gidy nghi phép NP
28. | Giay di duong bb
29. | Giay bién nhén b so BN
30. | Phiéy giri PG
31. | Phiéu chuyén PC
32 | Thuetng =~
Bin sao viin bin
1. | Bén saoy bdn chinh SY
. | Ban trich sao TS
3. | Bansao luc SL




) Phu luc II
[ 1 CAC THANH PHAN THE THUC VAN BAN
én/mdt trang gidy khd A4: 210 mm x 297 mm)

d 04 /201 1/TT-BNV ngéyA9thdng 8/ niim 2011 ciia B Nji vu)

20-25 | mm 11
2 1
15
3 4
Sb Sa
10a 9a
10b 12
30-35 mm : S
| =
6 N
W
7a
9b
13 8 T 70
7b
14 B
| 20-25}11111




: Thanh phin thé thirc vin ban

Québc hiéu ,

Tén co quan, td chivc ban hanh viin ban

S6, k¢ hiéu cia van ban

Dia danh va ngdy, thang, nim ban hanh viin ban
Tén loai va trich yéu ndi dung vin ban

Trich yéu ni dung cOng vin

N¢t dung viin bin

Quyén han, chirc vy, ho tén va chit ky cia ngudt c6 thdm quyén
Déu ciia co quan, tb chirc

Noi nhgn

Déu chi mirc d) mét

Diu chi mitc 46 khin

DAu thu hdi vi chi dén vé pham vi hru hanh

Chi dfn vé du thio viin ban

Ky higu ngudi danh méy va s6 lugng ban phét hinh

Dia chi ¢ quan, tb chirc; dia chi E-Mail; dja chi Website; s6 dién
thoai, sb Telex, s6 Fax

Logo (in chim dudi tén co quan, tb chirc ban hanh van ban)

Ay

r3



Phu luc I11

\CAC THANH PHAN THE THU'C BAN SAO VAN BAN
“(Xrén mit trang gidy khd A4: 210 mm x 297 mm)

tie s6 M /2011/TT-BNV ngay A9 thang M niim 2011 ciia B¢ Ngi vu)

20-25]mm

2 1
30-35mm 3 A E
"“——""—“"““‘""i ""_é'—"
! ol
S5a
7
] 5¢
5b
20-25{mm
Ghi cha:
O s Thanh phén thé thirc bin sao

LA
P.
-.Jc\g.hwm.—-
A
a

Hinh thirc sao: “sao y ban chinh”, “trich sao” hofic “sao Iuc”

Tén co quan, t5 chirc sao vin ban
Sé, ky hi¢u ban sao
Dia danh va ngay, thing, niim sao

Chrc vy, ho tén va chit ky cita ngudi cb tham quyén

Diu ctia co quan, t§ chirc
Noi nhin

.




Phu luc IV

A “HI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO

Thanh phan thethu’c

Stt Logi chir | Co Kiéu chir Vi du minh hoa
va chi tlet trinh bay chiv Phéng chit Times New Roman c(}:l?}
(D) @) @ | @ B © a
1 | Quéc hitu _
- Dong trén Inhoa | 12-13 | Pimg, dam CONG HOA XA HOI CHU NGHIA VIET NAM 12
- Doéng dudi In thuténg | 13-14'] Ding, dim Pic 1dp - Tw do - Hanh phic 13
- Dong ké bén dudi
2_| Tén co quan, t6 chirc
~Tén co quan, to chlrc chu ,. o N
‘quén cép trén tryc tiép Inhoa | 12-13 Dimg BO TAI CHINH 12
- Tén co quan, to chitc Inhoa | 12-13 | Ding, dam CUC QUANLY GIA 12
- Dong ké bén dudi L T
3 | S8, ky hiéu cia vin ban In thuong | 13 Dimng So0: 15/QD-BNV; $6: 05/BKHCN-VP; 86: 12/UBND-VX | 13
4 | Pia danh va ngay, thang, nam | In thudng | 13-14 | Nghiéng Ha Ngi, ngay 05 thang 02 nam 2009 13
ban hanh vin ban Thanh phé Ho Chi Minh, ngay 29 tkang 6 nam 2009
5 | Tén loai va trich yéu ndi dung
a_| Dot véi vin ban c6 tén loai
- Tén loai viin ban In hoa 14 | Pimg, dim CHI THI 14
- Trich yéu ndi dung ' In thudng | 14 | Déng, dim Ve cong tic phong, chong lut bio 14
- Dong ké bin dudi- .
b | Dbivéi cdng vin. -
Trich yéu ndi d];mg In thudng | 12-13 Pung V/v ning bic luong ndm 2009 13
6 | Nai dJung vin ban In thadmg | 13-14 Birng Trong edug tic chi dao ... 14
..... T P i | el .

{Leuﬁ khoan, diém, tiét, téu |

tiét




- Tir “phan”, “chuong” va 56 . 7 AR ——
thit tw caa phan, chuong Inthudng | 14 | Pung, dim ~ Phinl Chwong 1 14
- Tiéu d¢ cua phan, chuong Inhoa | 13-14| Dimg, dim | QUY PINH CHUNG QUY PINH CHUNG | 14
T “muc va sb this Inthudng | 14| Dimg, dim Myc 1 : 4
- Tiéu d€ cla myc Inhoa | 12-13 | Pimg, dim GIAI THICH LUAT, PHAP LENH 13
- Pidu In thuong | 13-14 | Bvmg, dim | Picu 1. Bén sao vin ban 14
- Khoan In thuong | 13-14 Primg 1. Cac hinh thirc ... 14
" Didm Inthuomg | 13-14 | Ding |a)Ddivéi.... 14
- Tiét In thuong | 13-14 Pimg - 14
- Tiéu tiet In thudmg | 13-14 Pimg + 14
_ Gg‘)m Ehz‘“an,' muc, khoan, diém,
tiét, tidu tiét
- "Tir “phin” va so thir tyr Inthudng | 14 | Pimg, dim Phin I 14
- Tiéu dé cia phin Inhoa | 13-14 | DPing, dim TINH HINH THUC HIEN NHIEM VU ... 14
S8 thirtwva ibu dé ciamuyc | Inhoa | 13-14 | Dimg, dam | L. NHUNG KET QUA... 14
- Khoan:" ) :
Truong hop co tiéu @2 In thuomg | 13-14 | Dimg, d4m | 1. Pham vi va d5i twong 4p dung 14
Trudng hop khong c6 tiéu d8 | In thuong | 13-14 Pimg 1. Thong tu nay c6 hidu lyc thi hanh sau 15 ngay ké... | 14
- Piém In thudng | 13-14 Bimg a) DOI vdi ... 14
- Tiét Dimg - 14
- Tiéu tiét Pimg |+ 14
Chizc vy, ho t€n cila ngudi ky _
- Quyén han cua ngudi ky Inhoa |13-14: Dimg, ddm | TM. UY BAN NHAN DAN | KT.BO TRUONG | 14
- Chirc vu ca ngudi ky Inhoa | 13-14 ! Pimg, dam CHU TICH THU TRUONG 14
- Ho tén cuia ngudi ky In thuomg | 13-14 | Dimg, dim Nguyén Vin A Trin Vin B 14
Noi nhin |
Tir “kinh gini” va tén co quan, | In thudmg | 14 Bimg 14
10 chirc, canhian '
- Giri mét not Kinh giri: B§ Cong Thuong 14




- Gtri nhiéu noi Kinh giri: 14
- B6 NGt vy,
- B6 K& hoach va Diu tu;
- B6 Tai chinh.
b | Tir “noi nhdn” va tén co quan,
td chirc, ca nhan
- Tir “ngi nhin” Inthuomg | 12 | Nghiéng, d3m | Nei nhan: Noi nhin: (46i véi cong vin) | 12
- Tén co quan, t6 chiic, ca In thuomg | 11 Pimg - Cac BY, co quan ngang B§, ..; | - Nhu trén; 11
nhén agn vén bin, ban sao - Liru: VT, TCCB. - Luru: VT, NVDP
9 | Déu chi mitc 45 khén Inhoa | 13-14| Dang, dGm HOA TGC THUGNG KHAN KEAN l 13
s 9% A . ; N - " Ll
10 | Chi dan vé pham vi lvu hanh | In thuomg | 13-14 | Pimg, dém XEM XONG TRA L Al LUU HANH NflIfBQJ 1‘3\\\
11 | Chi déin vé du thio vin ban Inhoa |13-14| Dimg, dim DUTHAO DUTHAO 10 | 1743
12 | Ky hiéu ngudi danh may, Inthudmg | 11 Pimg PL.(300) '
nhén bén vi s6 lugng ban
13 | Bia chi co quan, t6 chirc; dia | In thudng | 11-12 Pimg S6 XX pho Tring Tién, quin Hoan Kiém, Ha Noi
chi E-Mail, Website; s6 dién DT: (04) XXXXXXX, Fax: (04) XXXXXXX
thoai, s6 Telex, s6 Fax E-Mail: Website:
14 | Phy Ipc vin ban
- Tir “phu luc” va s6 thir tr
cua phy luc In thuong | 14 Pimg, dim Phgkll_xc I 14
- Tiéu dé cia phu 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 thic sao Inhoa |13-14| Pimg, ddm | SAO Y BAN CHINH, TRICH SAQ, SAO LUC 14

Ghi chi: Cir chif trong cting radt viin ban ting, g1dm phiy thong nhat, vi du: Qudc hidy, déng wén ¢F chit 13, dong dudi ¢d chiz 14; nhung
Qibe kidu, diag wén o chit 12, 1 Jéng ded of chilt 13: dia danh va ngdv, thang, ndm vin blo o6 chit 12,

/5%%,



Phuluc V
AY VAN BAN VA BAN SAO VAN BAN
/201 1/TT-BNV ngay#9thdng ¢ ndim 2011 ctia B¢ Ngi vy

1. Miu v an hanh chinh

Méiul.l - Nghi quyét (ca biét)

Miu 1.1.1 - Nghi quyét (c4 bi€f) cia Thudng tryc HDND
Miu 1.1.2 - Nghj quyét cia Hji ddng quan tri

Miul2 - Quyét dinh (c4 biét) (quy dinh truc tiép)
Miu13 - Quyét dinh (ca biét) (quy dinh gidn ticp)
Miu 1.4 - Vin ban c6 tén loai khac

Miul.5 -Congvin

Miu 1.6 - Quyét dinh (ca biét) (quy dinh tryc tiép) cia Thudmg tryc HDND' '
Miu 1.7 - Van ban c6 tén loai cita cic Ban HDND
Miu1l8 - Vinban co tén loai cia Poan Pai biéu Qudc hbi
Miu 1.9 -Congdién

Miu 1.10 - Gidy mdi

Miu 1.11 - Gidy gidi thiéu

M3u 1.12 - Bién ban

Miu 1.13 - Gifly bién nh4n hd so

Miu 1.14 - Gidy chimg nhin

Miu1.15 - Gidy di dudmg

Miu 1.16 - Gidy nghi phép

Miu1.17 - Phiéu chuyén

M3iu 1.18 - Phidu gvi

Miu1.19 - Thyr cong

2. Miu trinh bay ban sao vin bin

Miu2.1  Bén sao viin ban

Aoy



Miu 1.1 Q_INghi quyét (cd bigt)

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 phic
Sé: /NQ-...(3)... (4)...ngdy  thang  ndm 20...
NGHI QUYET

THAM QUYEN BAN HANH
Can cir ;
Can lel' .........................................................................................................
QUYET NGHI
Pitu 1 .o, L) YT
D U e o i
DU cee oo i
..................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu Bleu ..... :
L VT, ..(7). Axx(8). (Chit ky, ddu)
Ho va tén
Ghi chi:

(1) Tén co quan, to chirc chil quan truc tiép (m:u co).

(2) Ténco quan, td chire ban hanh nghi quyét.

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

(4) Dia danh

(5) Trich yéu ndi dung nghj quyét,

(6) Noi dung aghj quyét.

(7) Chir viét tt tén don vi soan thao vin ban va sd lrgng ban lvu (neu can)
(8) Ky hiéu ngudi dinh may, nhin ban va sb hrgng ban phat hanh (néu cin).



M#u 1.1.1 - Nghi quyét (c4 biét) ciia Thwdmg trec HDND

HOQI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
-e+(1)... Djc 13p - Ty do - Hanh phiic
Sé: /NQ-HPND w(2)..,ngdy  thdng  nim 20....
NGHI QUYET

R & )

THUGNG TRUC HQI PONG NHAN DAN ... (1) ...

Ciin cir Ludt T3 chirc Hpi ddng nhan dén va Uy ban nhén dén ngay 26 thang
11 ndm 2003;

CAN CIT oo reiereeesir e e ereaas 4
QUYET NGHI
DISU L oo, s T R 7 N2 1 WA V0. SOOI
PHEU vrs vttt ee e ee e et semea et s tes s e bt r ettt en sttt senes
..................................................................................................................... /.
Noi nhin: | TM. THU( ONG TRYC HDND
:Nhu' Dleu ..... ; , - CI_I‘U TICH 6)
LV ). Axx(®). (Chit ky, ddw)

Hg va tén

Ghi cha:

(1) Tén tinh, thanh phd tnrc thude. Trung rong (t8n thi x4, thinh phé thude tinh tén x4, thj trén),

(2) Dia danh.

(3) Trich yéu ndi dung nghj quyét,

(4) Chc ciin cir khic d% ban hanh nghj quyét.

(5) Néi dung nghj quyét

(6) Chirc vy cia nguoi ky, tradmg hop Phé Chit tich duge giao ky thay Cha tich thi ghi chir viét tit
“KT.” vao tmdc chirc vy Chu tich, bén dudi ghi chirc vu cia ngubl ky (Phé Chi t1ch)

(7) Chit viét tit tén don vi soan thio va sb lugng ban luu (néu

(8) Ky hiéu ngudi danh méy nhin ban va 56 ]uemg bén phit hanh (neu cin).



M3u 1.1.2 - Nghij quyét ciia Hdi déng quén trj

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

TEN CO QUAN, TO CHUC (2) Déc lip - Ty do - Hanh phic
S6: /NQ-...(3)... A4, ngdy  thing  nim 20....
NGHI QUYET
[ RN E RN LRI YT YT (5) lllllll REBREEERSRS LT IITITTITELINT Y]

HOQI PONG QUAN TRI ... (2) ...

Can Gl et et e et erraea ;
[0 1 1+ 3 SRR OUPIPOTOPO
QUYET NGHI
Pitu L. oo, ().t oeeer e ee e
DU ce oo ettt
..................................................................................................................... /.
Noi nhin: TM. HQI PONG QUAN TRI
- N Diéu..; CHU TICH (7)
- Luu: VT, ..(8). A.xx(9). (Chi ky, dd)
Ho va tén
Ghi chii:

1) Tén co quan, to chirc chil quan trygc uep (neu ¢6) hodc Cong ty me (néu can)

(2) Tén co quan, t5 chirc ban hénh nghi quyét.

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

(4) Pja danh

(5) Trich yéu n6i dung ngh1 quyét.

(6) Noi dung nghi quyet i
(7) Chirc vy ciia ngudi ky, trzdng hop Phé Chi tich duge giao ky thay Chi tich thi ghi chir viét tit
“KT.” vao truorc chirc vu Chui tich, bén dudi ghi chuc vu cha ngudi ky (Pho Chu tich).

(8) Chir viét tit tén don vi soan théo vin bén va s6 luong ban luu (néu can)

(9) Ky hiéu ngudi danh may, nhin ban v s6 luong ban phat hanh (néu chn).



M#u 1.2 - Quyét dinh (quy djnh trirc tiép)

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

TEN CO QUAN, TO CHUC (2) P{c lip - Ty do - Hanh phfic
S6: (3) /QP-.(®).. s (5)......, ngdy  thdng  ndm 20...
QUYET PINH
V& ViE wurvererersnnee (6) « SR
THAM QUYEN BAN HANH (7)

- Lunu: VT, . (12) Axx(13).

Hq vé tén

L

Ghi chu: . '

(1) Tén co quan, td chirc chit quan tryc tigp (néu c6):

(2) Tén co quan, th chirc hojc chirc danh nha nudc ban hinh quyct dinh.

(3) Pbi véi quy&t dinh c4 bigt, khong ghi ndm ban hanh gitra 50 va kyzhiéu cli van bén,

(4) Chit viét tit tén co quan, t0 chirc hojic chirc danh nha nudc ban h?nh quyét dinh.

(5) Dia danh.

(6) Trich yéu néi dung quyét dinh.

(7) Néu thim quyén ban hanh quyét dinh thuéc vé ngudi dirng d4u co quan, t§ chirc thi ghi chirc vy ciia
nguoi dimg dz:l (vi du: B§ treomg BS.., Cuc trwémg Cuc..., Gidm dbc..., Vién trudng Vién..., Chu
tich...); néu thAim quyén ban hanh quyét dinh thuéc vé tap thé tinh dao hoac co quan, t8 chirc thi ghl tén
tap thé holie tén co quan, tb chirc d6 (vi du; Ban thudmg wu..., Hbi dbng..., Uy ban nhén dan...).

(8) Neu cdc clin ¢ tryc tiép dé ban hanh quyét dinh (vin bén thénh lﬁp, quy dinh chic ning, nhmm vu,
quyén han ciia co quan, t5 chirc).

(9) Céc vin ban phap Iy lién quan tryee tiép dén vén d& gidi quyét trong ndi dung quyét dinh.

(10) N6i dung quyét dinh.

(11). Quyén han, chirc vu ciia ngudi ky nhu B u-uang, Cuc u'uémg, Giam dbc, Vién trudng v.v..
truimg hop ky thay mit tap thé linh dao thi ghi chit viét tit TM“vaotméctencuquan,té chirc hoac
tén tip th ?lﬂnhd‘ao(‘rl dy: TM. Uy ban nhiin dén, TM. Ban Thuémg vy, TM. Héi dbng...); tmcmghop
cAp phd dirgo giao ky thay ngu&i dimg diu co quan thi ghi chir viét tit “KT.” vio trude chirc vy cia
ngudn &mg dAu, ben dudi ghi chirc vu ciia ngudi ky viin ban; cac tnrimg hop khic thyc hién theo hudng
danta.lKhoén 1, bidu 12 cuaThongtunAy

(12) Chir viét téx tén don vi soan thdo v sé luc,mg ban hru (néu chn).

(13) Ky hiéu ngudi dinh may, nhin ban v4 s lrgng ban phat hanh (néu cin).



Mi3u 1.3 - Quyét dinh (quy dinh gidn tiép)

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

TEN CO QUAN, TO CHUC (2) Déc 13p - Tur do - Hanh phiic
$é: Qb-...(3)... ... (4)...c..... , hgay thang  ndm 20...
QUYET PINH
Ban hanh (Phe duy@t} .cccuuee. (5) coevvrmirinmmniiessnnresncsnnineises
THAM QUYEN BAN HANH (6)
CARCW ..o (7) oot ;
Cinectr .... :
XEt A8 NI €A ..ot eee e nearae e ,
- QUYKET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh ndy ...... (5) cooveverevrenennn.
DU coe oot een
..................................................................................................................... /.
Ngw}; nl};@;z: QUYEN HAN, CHUC VU CUA NGUOIKY 8)
- Nhr theu,,..;
e : Chiv ky, dd
- Luu: VT, ...(9). A.xx(10). (Chir by, . ¥
Ho va tén

Ghi chi: -

(*) MAu nay ap dung ddi v&i cac quyét dinh (c4 biét) ban hinh hay phé duyét mat vin ban khac nhu
quy ché, quy dinh, chirong trinh, k& hoach, d& an, phuong 4n...

(1) Tén co quan, tb chirc chi quan trire tiép (néu cd). ,

(2) Tén co quan, td chirc helc chirc danh nhi mrdc ban hanh quyét dinh.

(3) Chit viét tit tén co quan, t5 chirc hojic chitc danh nhi mrdc ban hanh quyét dinh,

(4) Dia danh.

(5) Trich yéu néi dung quyét dinh. ,

(6) Néu thAm quyén ban hanh quyét dinh thudc v& ngudi dirng diu co quan, td chirc thi ghi chite vu
cia ngudi ditng dAu (vi dy: BS trudng B..., Cuc trwdng Cyc..., Giam dbc..., Vién trémg Vién..., Chi
tich...); néu tham quyén ban hanh quyét dinh thudc vé tap thé Ianh dao holic co quan, td chirc thi ghi
tén tap thé hodc tén co quan, 13 chirc 6 (vi du; Ban thudmg vu..., Hai ddng..., Uy ban nhén din...).
(7) Néu cde cin cir trye tidp dé ban hanh quyét dinh (nhw ghi chi & miu 1.2).

(8) Quyén han, chirc vy clia ngudi ky nhu BY trudng, Cuc trwdng, Gism dbc, Vién trudng v.v...;
truedng hop ky thay mit tip thé lanh dao thi ghi chit viét tit “TM.” vao trudc tén co quan, th chic
hoic tén tap thé linh dao (vi dy: TM. Uy ban nhén din, TM. Ban Thuong vy, TM. Hoi ddng...);
trwémg hop cap pho dwoe giao ky thay ngudi dimg du co quan thi ghi chir viét tit “KT.” vao trude
chirc vu cita ngudri dimg dAu, bén dudi ghi chirc vu cha ngudi ky vin ban; cac truémg hop khac thuc
hién theo huéng din tai Khoan 1, Diéu 12 ciia Thong tu niy.

- (9) Chit viét tit tén don vi soan thao va s& luong ban hru (néu cin).

- (10) Ky hiéu ngudi danh mdy, nhin ban va s leong ban phat hanh (néu cén).



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 CHOC Pic Iap - Tr do - Hanh phiic
TEN LOAI VAN BAN
.............................. €) JER
(Ban himh kém theo Quyét dinh 56 ......... /OP-....
ngay ... thang ... ndm 20... cia ........... y
Chuong 1
QUY PINH CHUNG
Dieu L .o OO OOUUPOVOTO
PHBU 2. ..o
Chuong
DB cvv oo e et e e e e ee b e e e tr st eeereeneeena
Chwong ....
DHBU coe oot
DHBU 1eu oot v v en ettt arerre e e
..................................................................................................................... /.

QUYEN HAN, CHU'C VU CUA NGUOUILKY.

(Chir ky, ddu)

Nguyén Vin A

Ghi chi:

* Mau ndy ap dung dbi v&i cac viin ban droc ban hanh kém theo quyét dinh (ca biét), bd cue co the‘
bao gdm chucmg, muc, diéu, khoan, diém.

(1) Trich yéu ndi dung ciia vin ban.



M3iu 1.4 - Viin ban cé tén loai khac ©

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM --
TEN CO QUAN, TO CHUC (2) Dijc ldp - Ty do - Hanh phic

Sé: foo3)en (D). . (5) . , hgay thang  ndm 20...

............................ [¢) IR

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

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

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

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

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (9)

- Luu: VT, ...(10). Axx(11). (Chiz ky, ddu)

Hgo va tén

Ghi chii:

(*) MAu niy 4p dung chung d6i voi da sé cac hinh thitc viin ban hanh chinh c6 ghi tén loai cu thé ninr:

chi thi (ca biét), t& trinh, théng béo, chuong trinh, ké hoach, dé 4n, bao co, quy dinh v.v... Riéng d6i

Vi 1 trinh ¢6 thé them thanh phﬁn “kinh gnh" & vi tri 9a.

(1) Tén ¢o quan, to chirc chit quan tore tiép (néu co).

(2) Ténco quan, t6 chirc hoiic chirc danh nha nuée ban hanh vin ban.

(3) Chir viét tit tén loai vin ban,

(4) Chiir viét tét tén co quan, td chirc hojc chirc danh nha nuée ban harih vin ban,

(5) Dia danh.

(6) Tén loai van ban: chi thi (ca biét), t& trinh, thdng bao, chrong trinh, ké hoach, dé an, phurong an,

bao cao v.v...

(7) Trich yéu ndi dung vﬁn ban.

(8) No6i dung vin bin . .

(9) Ghi quyén ban, chuc vu ciia ngucn ky nhur B tn:fmg, Cuc truéng, Giam dbc, Vién truorng v.V..

trromg hop ky thay mat tip thé lanh dao thi ghi chit viét tit “TM” vao trudc t8n co quan, td chuc hoﬁc

tén tip thé linh dao (vi du: TM. Uy ban nhan din, TM, Ban thuung vu, TM. Hbi dong...); néu ngudi

- ky van ban la cap phé cia ngudi ding dau co quan thi ghi chét viét tit “KT” vao truge chirc vu ciia
nguot dung dAu, bén dudi ghi chirc v cia ngum ky vin ban; cac truomg hop khac thuc hién theo

huéng dan ta: Khozan |, Diéu 12 cia Thong tir nay.

(10) Chir viét tat tén don vi soan thio va s6 hrong ban hru (nu cin).

(11) Ky hidu ngudi danh may, nhin bén va s6 lugng ban phat hanh (néu cin).



Miu L5 - Cong vin S e

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

TEN coqwo CHUC (2) Pic 1gp - Tir do - Hanh phic

A C) N O W (5) oy nglty  thing  niim 20..

VIV oo (6)eee

Kinh gii

................................................ ) YOO OO ECIOOON
Y A
N;: nhin; -~ QUYEN HAN, CHfm VU CUA NGUOI KY(®)
- Nhu tren i

S eiirveserraaay ~ > ry
- Lau: VT, . (9) Asx(10), | (Chit ky, daw)

Ho va tén

S8 XX phé Trang Tién, quin Hoan Kiém, Ha Noi
PT: (043) XXXXXXX, Fax: (043) XXXXXXX
E-Mail: .......... e Website: .......................... (1D

Ghi chi:

(1) Tén co quan, to chirc cha qufm tryc tigp (néu co).

(2) Tén co quan, td chirc hoac chic danh nha nudc ban hanh cbng vin.

(3) Chir vlét tat tén cor quan, td chire hodc chuc danh nha nude ban hanh cong vin.

(4) Chir viét tit tén don vi (Vu, phong, ba.n, t5, b phin chirc niing) soan thz’zo cOng vin,

(5)bia danh ‘ ‘

(6) Trich yéu néi dung cdng vin.

(7) N6i dung cOng vin.

(8) Ghi quyén han, chirc v ciia ngudi ky nhu B trudmg, Cuc trudng, Gidm dbc, Vién torémg v.v..
trucmg hop ky thay miit tap thé linh dao thi ghi chit viét tit “TM™ trudc tén co quan, th chuc hoéc tcn
tap thé Ianh d‘ao vi dy; T™M. Uy ban nhin dan, TM Ban thudmg vy, TM Héi déng...; néu ngudj ky
cong vin 12 cip pho ctia ngudi dimg din co quan, td chirc thi ghi chir viét tit “KT” vao trede chire vo
cua nguorl ditng du, bén dudi ghi chirc vy cla ngum ky cong van; cac trudmg hop khéc thue hién theo
buéng din tau Khoan 1, Diéu 12 cia Thong tr nay.

(9) Chir viét tit tén don vi soan thio va s6 luo'ng ban hru (néun can) ‘

(10) Ky hi¢u ngudi danh méy, nhén ban va 30 lugng ban phat hanh (néu cﬁn)

(1 l) Dia chi co quan, td chire; sd dién thoai, s6 Telex, sb Fax; d;a chi E-Mail, Website (neu chn).

* Néu noi nhén (kinh gm) la nhung chirc danh, chic v cao cap ciiz Nha nudc, thi phin noi nhé.n
Kkhéng ghi “nhur trén™ ma ghi trrc tiép nhitng chirc danh, chirc vu 4y vio.



Mau 1.6 - Quyét dinh (ca biét) ciia Thwdng truc Hoi ddng nhéin dén

HQI DPONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM"-
we (1) oee Dic Igp - Ty do - Hanh phic
Sé: ....(2).../QD-HDND wn(3).., ngdy  thdng ndm 20..
QUYET DINH

Vé ierrrinnn (4) ceerenncncnsorenn

THUONG TRU'C HQI PONG NHAN DAN ...(1) ...

Cén cir Luit t6 chirc Hoi ddng nhan din va Uy ban nhin din ngay 26 thang 11
nim 2003;

) N U :
QUYET PINH
Piéu 1. (6) v e e et e e e,
Pidu ... .........
....................... /.
Noi nhin: | TM. THUONG TRU'C HBND (7)
- Nhu Didu.. CHU TICH ®

e 1),  (Chitk vix déu HOND)

Ho va tén

Ghi chu:
(§)) Te.ntmh, ﬂmlhphotmcthuocTrunguong huyén, quiin, thi x4, ﬂ)a:ﬂlphomuocﬂnh x4, thi trén.
(2) S6 thit ti ddng ky quyét dinh cha Hoi ddng nhan din.
(3) Pia danh
. (8) Trich yéu ni dung quyét dmh
(5) Cac can cir lchac 4p dung dé ban hanh quyét dinh.
- (6) Nox dung quyet dinh.
© (7) ThAm quyén ky vin ban.
{8) Néu Pho Chu tich ky thi ghi: KT, CHU TICH
s PHO CHU TICH
Néu Uy vién Thuémg tryrc ky thi ghi: KT. CHU TICH ‘
UY VIEN THUONG TRY'C
(9) Chir viét tit tén don vi soan thao va sé lucmg ban hr (néu can)
(10) Ky hi¢u nguoi danh may, nhén ban v 56 hrong ban phat hanh (néu cdn).
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MAu 1.7 - Vin ban cé tén loai ciia cic Ban Hgi ddng nhén din

HOI DPONG NHAN DAN CONG BOA XA HOI CHU NGHIA VIET NAM

(D ... Pijc lip - Ty do - Hanh phiic
S6: ...(2).../...(3)...-HDND (4).., ngay théng  ndm20..
TEN LOAI VAN BAN
o B) e e
A
Noinhgn: TM. BAN KINH TE NGAN SACH
e TRUONG BAN (7)

L VL@ A .
(Chiz ky va ddu HPND)

Hgo va tén

Ghi chi:

(1) Tén tinh, thanh phd tre thudc Trung uong; huyen, quén, thi x4, thanh pho thudc tinh; x3, phuromg, thi trén.

(2) S6 thir ti,r ding ky viin ban ctia Hoi dong nhén din.
(3) Chit viét tit tén loai vin ban.
(4) Dia danh.
(5) Trich yéu n6i dung vin ban.
(6) Noi dung vin ban.
(7) Néu Phé Tnréng ban ky thi ghi: KT. TRUONG BAN
PHO TRUGNG BAN
(8) Chit viét tit tén Ban soan thdo va sé luong ban hru (néu cin).
(9) Ky hiéu ngutni dénh may, nhin ban va s6 hrgng ban phat hanh (neu cén).

(M2u nay ding chung cho tit ¢4 cic loat viin ban ¢6 tén loai do cic Ban cia Hoi ddng nhin din ban

hanh).
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Miu 1.8 - Viin bin c6 tén loai cha Poin Pai biéu Quéc hdi

POAN PAI BIEU QUOC HOI CONG HOA XA HQI CHU NGHIA VIET NAM
w (1) ... Dic lip - Tu do - Hanh phiic

86: ........./..(2)...-PPBQH ce(3), ngdy  thdng  niim 20...

TEN LOAI VAN BAN

R C.) I TTT ST TP PR .

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

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

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

Noi nhin: TM. POAN PAI BIEU QUOC HOI (6)
SR ; TRUONG POAN ()

- Lenu: VT, (8) A3x(9). (Chit ky, ddu DPBQOH)

Hg va tén

Ghi chil:
(1) Tén tmh thanh pho tryre thude Trung uong.
(2) Chit viét tit tén loai vin ban
(3) Dia da.nh
(4) Trich yéu n$i dung vin ban.
()] Nol dung van ban.
(6) Thiam quyén ky vin ban. Nén Truéng Poan ky vdi thim quyen riéng thi khong co dong quyén han.
(7) Néu Phé Trudng dodn ky thi ghi: KT. TRUONG DPOAN
PHO TRUONG POAN
(8) Chir viét tit tén don vi soan thao va so lugng ban hun (neu c4n).
9 Ky hiéu ngudi danh may, s6 luqng ban phat hanh (néu cén). -
{Mau nay diing chung cho tit ca cac loai viin ban ¢6 tén loai cda Doé.n Dal bléu Qu(‘)c héi).
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Miu 1.9 - Cong dién

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

TEN CO QUAN, TO CHUC (2) Bic 1ip - Ty do - Hanh phic
S4: CP-.(3)... (4)......., ngay thang  ndm 20....
CONG DPIEN
vererreennere (5) sreenvrnrronne
(6) dién
e (D
(8)...
X .
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
-Luu V'i' o A9)... Axx(10). (Chir k, dd':u)

Ho va tén

Ghi chi:

(1) Tén co quan, té chirc chii quan true tiép (nfu c6).

(2) Tén cor quan, 16 chirc hoac chirc danh nhi nudc ban hanh cong dién.

(3) Chir viét tit tén co quan, 18 chuc hodc chirc danh nha nudc ban hanh cong dién,
(4) bia danh

(5) Trich yéu néi dung dién.

(6) Tén co quan, to chic hoic chirc danh civa ngurdi ding diu.

(7) Tén co quan, t3 chirc nhan dién.

(8) N61 dung dién.

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

(10) Ky hiéu ngu&i dinh may, nhin ban va sb luong ban phat hanh (néu cin).
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Miu 1.10 - Gidy mdi

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

TEN CO QUAN TO CHUC (2) Pic lap - Ty do - Hanh phiic
Sé: /GM-...(3)... J— (4)...., ngdy  thdng  ndm 20....
GIAY MOI

.............................. () .....covcennnsn. ... trén trong kinh mot:

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

Piadiém: ................
v
Not nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
L VT, . (®)... Axx(9). (Chit ky, ddu)
Ho va tén
Ghi chii:

(1) Tén co quan, to chirc chil qudn tru'c tiép (néu co).

(2) Tén cor ‘quan, td chirc ban hénh gidy mi.

(3) Chir viét tit tén cor quan, 3 chitc ban hinh gidy mri,

(4) Dia danh

(5) Trich yéu ndi dung cude hop. '

(6) Tén co quan, t5 chifc hoic ho va tén, chirc vy, dcrn vi cOng tac ciia ngudi duge moi.
(7) Tén (nol dung) cla cude hop, héi thé,o héi nghi v.v..

(8) Chir viét tit tn don vi soan thio va sb luqng ban hru (néu chn).

(9) Ky hi¢u ngudi danh mdy, nhan ban va s6 hrong ban phit hanh (néu cin).
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Miu 1.11 - Gidy gidi thiéu

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

TEN COQUAN, TOCHUC(2) Pjc lip - Ty do - Hanh phic
S6: /GGT-..(3)... .. (4)...., ngay  thdng  ncdm 20...
GIAY GIOI THIEU

e 2. tTén trong gidi thigu:
Ong(ba) ..o 5

CRIIC VI et
Pugccirdén: ..o 6) el

Vé viée: ..

Pé nghi Quy co quan tao didu kién d& éng (ba) ¢ tén & trén hoan thanh
nhiém vu.

Gidy nay c6 gia tri #n hét ngdy ...

Noi nhin: ~ QUYEN HAN, CHUC VU CUA NGUOILKY
- Nhur trén,
- Lim: VT.

(Chi¥ ky, ddu)

Hg va tén

‘Ghi chii:
(1) Tén co quan, t5 chire ¢hii quan truc tiép (néu cé).
(2) Tén co quan, t5 chirc ban hanh viin ban (cip gidy gidi thiu).
(3) Chir viét tht tén co quan, td chirc ban hanh vin ban.
(4) Dia danh.
*(5) Ho va tén, chirc vu va don vj cdng tac cua npudi duoc gidi thiéu,
(6) Tén co quan, tb chirc dugc gidi thiéu téi lam viée.
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Miu 1.12 - Bién ban

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

Sé6:  /BB-...(3)...

BIEN BAN

TR ¢:) W

Thoi gian bat du: ... ..
Piadim: ..o
Thanh phin tham dir: ..........cooooviviein e,

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

Ch tri (CRRL0A): (oo b sere s st e sraecaneens
Thu ky (ngudi ghi bi€n ban): ........cooeiiiiiiieee e
Noi dung (theo dién bién cude hop/hdi nghi/hdi thao):

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

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

Cudc hop (hdi nghi, héi thio) két thic vao .... gi& ..., ngdy .... thang ...
THU KY SRR CHU TOA.
(Chit ky) (Chit ky, ddu (néu c6))
(%)

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

(1) Tén co quan, t6 chirc chit quan tryc tiép (néu c6).

(2) Tén co quan, tb chire ban hanh vin ban. .

(3) Chit viét tit t&n co quan, t5 chirc ban hanh vin ban,
(4) Tén cudc hop hoiic hai nghi, hdi thio.

(5) Ghi chirc vu chinh quyén (néu cin).
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M3u 1.13 - Gidy bién nhén

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

TEN CO QUAN, TO CHUC (2) Pie 14p - Tw do - Hanh phiic
86: /GBN-...(3)... e (4)....., ngay thdng  ndm 20....
GIAY BIEN NHAN
Hb so ...

Hovatén: ................ocoviiiiiiic . (8)eee il

Chire v, Aom VI COMZ LAC: ..eeiiiiieieeeeeee e ee et eeeeabe e e emnre e

P4 tiép nhan hd so cua: _
Ong (bA): ..o 6) s

bao gébm
OO U TSROV UPPRPPI
2 o) e
K JUOTOUPRRRORRRR Wt S W o 1 18 T Tt UR O
....................................... /.
- Noi nhin: . NGUOI TIEP NHAN
~(8)
- Lwu: Ho so
(KY tenydéng ddu (néu c6))
Ho va tén
Ghi chi:
(1) Tén co quan, td chirc chii quan trirc tiép (néu cd).
(2) Tén co quan, t6 chirc cAp gidy bién nhén hé so.
(3) Chir viét tit tén co quan, t chirc cip gidy bién nhin hé so.
(4) Dia danh.

(5) Ho va t€n, cinic vy va don vi cong tic cia ngudi tiép nhin hé so.
(6) Ho va tén, noi cong tic hojic gidy t& tuy thin ciia ngudi ndp hé so.
(7) Liét ké day dit, cu thé cic vin ban, gidy 1o, tai liéu cb trong hd so.
(8) Tén ngudi hodc co quan giri ho so.
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M3u 1.14 - Gidy chirng nhén

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

TEN CO QUAN TO CHUC (2) ~ Piec lgp - Ty do - Hanh phiic
Sé: fGCN-...(B)... ...... (4) ..... , ngc'zy théng ndm 20 .....
GIAY CHUNG NHAN
(2)..................... chimg nhin:
.(5).....
A |
Noi nhin: . QUYENHAN, CHUC VU CUA NGUOI KY
- Luu Vi‘, ...{6).... Axx(7). (Chit ky, dd’u)

Ho va tén

Ghi chii:

(1) Tén co quan, to chirc chu quan trurc tiép (nén o).

(2) Tén co quan, td chirc cap gxay chung nhan

(3) Chir viét tit tén co quan, t6 chirc cp gidy chimg nhén.

(4) Dia danh,

{5) N&1 dung chimg nhan: xac dinh cn the ngudi, sy vide, van dé duoc chu'ng nhin.
(6) Chir viét tit t3n dom vi soan thio va s6 luqmg ban hru (néu cin). .

(7) Ky hiéu ngudi ddnh may, nhin ban va sé lugng ban phat hanh (néu cén).
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Mau 1.15 - Gidy di dwong

TEN CO QUAN, TC CHU QqAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Pée 1ip - Ty do - Hanh phiic
Sé: /GDB-(3).. (4) ..... . ng&.y thdng ndam 20...
GIAY DI DUONG
Cépchodng (ba): ...........cooeeeveiii o (5).
CHIIC VI oottt et et

Noi duge ctr dén congtac: ............

Gidy ndy co gia tri hét ngay .........

QUYEN HAN, CHUC VU CUA NGUOI KY

(Chit ky, ddu)

o va tén
X A ars pw Thoi Xdc nhén ciia co
NOI DI VA DEN i:%iy Pht;l;o:g 23_:1?] ‘E;l?r::)g gian & quan (té chire)
: : €| Hen i duwongl noi dén noi di, dén
Bi............ T
Dén ...
Bi.......
Pén ...
Di..o
L
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-Véngudi: ...vé x...... d=............d
- -Vécuoc: . vé X...... d=......... d

- Phu phi lay vé bang dién thoai: .....vé X...... d=........

- Phong nghi: . e VE XL d=......
1. Phucap di du'orng

. Tongcong.

NGUOI DI CONG TAC  PHU TRACH B PHAN

(Chit ky) (Chix ky, ddu)
Ho va tén Hg va tén

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

2. Phu c8p MU TG .o et

KE TOAN TRUONG
(Chit ky)

Ho va tén

Ghi chu:
(1) Tén co quan, to chirc chu quén trye tiép (néu cd).
© (2) Tén co guan, td chirc cdp gidy di duorng
~ (3) Chit viét tit tén co quan, t6 chirc cép gidy di duong.

(4) Dia danh.

(5) Ho va tén, chirc vu va don vj cong tic chia ngudi duoc cip gidy.




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) Pie Ilip - Ty do - Hanh phic
S6: /GNP-...(3)... oorer(#)-veves MGAY thang  ndm 20....
GIAY NGHI PHEP
Xeét Pon xin nghi phép ngay ................. cua 6ng (bad) ...........

e D). cp cho:
Ong (ba): ...oovvveeeiieereeed(B) e

ChITC VI oo et ereae—beaeteea s et etos s naaenrraraeedireren s
Nghi phép ndm ............. trong thoi gian: ........., ké tungdy ........... dén

hétngay ... @i (6

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- (Do !
-Luu: VT,...(8)

(Chit ky, ddu)

, Ho va tén
Xéc nhdn cia co quan (16 chikc)
hodc chinh quyén dia phiong noi
nghi phép

(Chit ky, ddu)

Ho va tén

Ghi chi:

(1) Tén co quan, t3 chirc chit quan true tifp (néu c6).

(2) Tén co quan, tb chirc cip gidy nghi phép.

(3) Chit viét tit tén co quan, t0 chirc cip gidy nghi phép.

(4) Dia danh.

(5) Ho va t2n, chirc vy va don vi cong tic clia ngurdi dugce cdp gidy phép.
(6) Noi nghi phép.

(7) Ngudi duge cAp gidy nghi phép.

(8) Chir viét tit tén don vi soan thao va sb hegng ban liru (néu cin).
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MAu 1.17 - Phiéu chuyén

TEN CO QUAN, TC CHU QUAN (1)

CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pjc lip - Ty do - Hanh phic
S6: /PC-..(3)... ()., ngay thang  ndm 20....
PHIEU CHUYEN
(D) cd nhén duge ........ ) I
(6 .
Kinh chuyén ... (D xem xét, giai quyét./.
Noi(g)hﬁn: QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, ddu)
Ho va tén
Ghi chii:

(1) Tén co quan, to chirc chii quan trzc tiép (néu cd).
(2) Ténco ‘quan, t8 chirc ban hanh phiéu chuyén,
(3) ChiY viét tit tén co quan, tb chirc ban hinh phidu chuyén,

{4) Dia danh.

(5) Néu cu thé: dom, thi cia ¢4 nhén, tip the hoac van bém tai lmu clia co quan, tb chirc nio, vé vin dé

hay néi dung gi.
(6) Ly do chuyén.

(7) Tén co quan, td chuc nhin phiéu chuyen viin ban, tai liéu,
(8) Théng thuimg, phleu chuyén khéng cAn hru nhung phii dwoc vao &b ding ky tai van thr co quan,

td chirc dé theo ddi, kifm tra.
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Miu 1.18 - Phidu giri

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

TEN CO QUAN, TO CHUC (2) Pic Iap - Ty do - Hanh phiic
Sé: - /PG-.(3).. wu4)....., NGV thang  ndam 20...
PHIEU GUI
(2)eeei i guri kém theo phicu ndy cac
véan ban, tai liéu sau:
1 (5 e
O U ST U T RSOOSR P U UOTURSPURPRPN
Sau khi nhén dugc, dé nghi ............(6)............. giri lai phiéu nay cho
.............................. @)l
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
s (6)...... :
-(7D. ]
(Chir ky, dau)
...(8).., ngay...thiang ... .ndm
Nguwdi nhz_'in ‘Hg va tén

(Chirky)

Ho va tén

Ghi chi:

(1) Tén co quan, to chirc chil quin truc tiép (néu co).

(2) Tén co quan, td chirc ban ha.nh phicu giri.

(3) Chit viét tit tén co quan, t6 chirc ban hanh phiéu giri.

(4) bia danh.

(5) Liét ké cu thé o vin ban, thi ligu dirge giri kém theo phiéu giri.

(6) Tén co quan td chifc nhén phxéu giri va van ban, tai liu.

(7) Phiéu giri khéng cin ru nhung phai duoc vao sb ding ky tai VT co quan, tb chitc dé theo dai,
kiém tra.

(8) Dia danh noi co quan, td chirc nhin phiéu giri va vin ban, tat liéu dong trp s&.
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Miu 1,19 - Thr cong

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

6) Pic 1dp - Ty do - Hanh phic
.......... (2) ......., ngay thang  ndm 20...
TEN LOAI THU CONG (3)

..................................................... (8 e
................................................................................................. /.
CHUC VU CUA NGUOI GUI THU
(Chit ky)
Ho va tén
Ghi chi:
(1) Tén co quan, tb chirc noi céag tic ciia ngudi ban hanh Thir cong.
(2) Bha danh. :

(3) Tén loai thr c6ng (Thur chic mimg, Thir khen, Thir thim héi, Thu chia budn).
(4) Trich yéu ndi dung Thu céng,

(5) N6i dung Thir cong, '

(6) Logo ciia co quan, tb chirc.

Chi y: Thu cong khéng dong diu ciia co quan, t5 chic.



Miu 2.1 - Ban sao vin ban

;0 CQNG HOA XA HQI CHU NGHIA VIET NAM
—— Dégc Idp - Ty do - Hanh phiic
S6: ..... /20../TT-B..... Ha Noi, ngay ...... thang ..... nim 20...
THONG TU
Y A
Noi n}aan:- BQ TRUONG
- L VT, . A.300. | (Chit ky, déu)
‘Nguyén Vin A
TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
S6: .(3)./SY(4)- ...(5)... e 6)......, ngdy  thiang  ndm 20...
Noi nhdn: QUYEN HAN, CHUC VU CUA NGUOIKY (7)
LV (Chiz ky, dd)
Nguyén Vin A
Ghi chi:

(1) Hinh thirc sao; sao y ban chinh, trich sao hoic sao luc.
(2) Tén co quan, 5 chirc thyre hién sao vin ban.

(3) S6 ban sac.

(4) Ky higu ban sac.

(5) Chit viét tit tén co quan, t6 chic sao vin ban.

(6) Dia danh.

(7) Ghi quyén han, chitc vu ciia ngudi ky ban sao.



1. Viét hoa chir cai dan m tiét thir nhat clia mdt cAu hoan chinh: Sau d4u chim
" cdu (); sau d4u chdm hoi (?); sau diu chim than (1); sau ddu chim lmg (...); sau
ddu hai chim (:); sau d4u hai chim trong ngo#ic kép (: “...”) va khi xudng dong.

2. Viéthoa chu' c4i dAn 4m tiét thir nhat cda menh dé san d4u chim phﬁy ;) va
déu phay (,) khi xudng dong. Vi dy:

Cin cfr Ludt T chirc Chinh phai ngdy 25 thang 12 nam 2001
e Theo aé nghj ctia B§ trudng B N§i vu va Bo trudng B Khoa hoc va Cong
nghé, .
| IL. VIET HOA DANH TU RIENG CHI TEN NGUOI
: 1. Tén ngudn Viét Nam |
~ a) Tén théng thuong: Viét hoa chit c4i dAu tit ca cac &m tiét cia danh ti
riéng chi tén ngudn. 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 chir cai diu tit ca c4c m tiét.
Vi du Vua Hing, Ba Triéu, Ong Giéng, Dinh Tién Hoang, Ly Thai T4, Bac
Hd, CuHb..
2. Tén ngubi nudre ngodi dirge phién chuyén sang tiéng Viét |
a) Trudmg hop phién 4m qua 4m Han - Viét: Viét theo quy tic viét tén ngudi <
Viéi Nam, -
Vi du: Kim Nhit Thanh, Mao Trach Dong, Thanh C4t Tu Hian...

b) Trudmg hop phién ﬁm khéng qua 4m Hén - Vlet (phién &m truc t1ep sét
céch doc ciia nguyén ngit): Viét hoa chit cdi dAu 4m tiét thir nhat trong mbi thanh
to.

Vi dy: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-19. ..
IIL. VIET HOA TEN DIA LY
1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duge ciu tao gitta danh tir chung (tinh, huyén,
X3.. ) vai tén neng cua don vi hanh chinh d6: Viét hoa chir c4i d4u cia cac 4m tiét
tao thanh tén riéng va khéng dung gach ndi.

Vi du: thanh phé Thai Nguyén, tinh Nam Djnh, tinh Dk Lak .; quén Hal
Chéu, huyén Gia Lam, huyén Ea H’leo, thj x4 Séng Céng, thj tran Cﬁu Git...
phuong Nguyén Trii, x4 Ia Yeng



b) Trudmg hop tén don vi hanh chinh dwoc cdu tao gitta danh tir chung két
hop véi chit s6, tén ngudi, tén sy kién lich sir: Viét hoa ca danh tir chung chi don vi
hanh chinh dé. |

Vi du:-Quén 1, Thanh phé H6 Chi Minh, Phuong Dién Bién Phu...

¢) Trudng hop viét hoa dic biét: Thu d6 Ha N6i.

d) Tén dia ly dugc c4u tao giira danh tir chung chi dia hinh (song, ni, hé,

bién, cira, bén, cdu, viing, fach, vim v. v.. .) voi danh tir riéng (co mot Am tiét) tro
thanh tén riéng cia dia danh d6: Viét hoa tAt ca cac chir ci tao nén dia danh.

Vi du: Cira Lo, Viing Tau, Lach Trudmg, Vam Cé, Ciu Gidy...

Truomg hop danh tir chung chi dja hinh di lién v6i danh tir riéng: Khong viét
hoa danh tir chung ma chi viét hoa danh tir riéng.

Vi dy: bién Cira Lo, cho Bén Thanh, séng Vam Co, vinh Ha Long. ..
| d) Tén dia 1y chi mdt ving, midn, khu vgc nhit dinh dugc cAu tao bz"mg tir
chi phucmg hu'orng két hop véi tir chi phuong huémg khac: Viét hoa chir cai dau
cua tAt ca cac 4m tiét tao thanh tén gol Dbi v6i tén dia Iy chi viing mién riéng duuc

chu tao bing tir chi phuong hucmg két hgp vdi danh tir chi dja hinh thi phai viét
hoa céc chir cai dAu m&i Am tiét.

Vi du: T4y Béc, Déng Béc, Bic Bo, Nam Ky, Nam Trung B...
2. Tén dia ly nuéce ngoai duge phién chuyén sang tiéng Vit

.a) Tén dia ly da dugc phlen im sang am Han V1¢t Viét theo quy tic vidt hoa
tén dla Iy Viét Nam,

Vi du: Béc Kinh, Binh Nhudng, Phap, Anh, My, ‘rhuy Si, T4y Ban Nha. ..

b) Tén dia ly phi€n &m khodng qua 4m Han Viét (phién 4 am 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, Muyc IL . -

Vi du: Mat-xco-va, Men-bon, Sing-ga-po, C3-pep-ha-ghen, Béc-lin. ..
“IV. VIET HOA TEN CO QUAN, TO CHUC |
1. Tén co quan, to chirc ciia Vigt Nam

- Viét hoa chir cai ddu ciia c4c tir, cum tir chi loai hinh co quan, t& chirc; chirc
ning, lmh vire hoat dong cila co quan t5 chirc.

Vi du:

- Ban Chi dao trung wong vé Phbng chong tham nhung, Ban Quan ly dy an
Pé diéu...

- - Uy ban Thu:ong vit Qudc hoi; Uy ban Dm ngoai cua Qudc hoi; Uy ban
Trung wong Mit trdn to quéc Viét Nam; Uy ban vé Céc vin d& x4 hoi cta Qudc
hdi; Uy ban Nha nuéc vé Ngudi Viét Nam & nwde ngoai;

- Vin phbng Chu tich nuée; Vin phong Quoc hOl Van phong Uy ban nhan
din tinh Nam Dinh..



- B§ Tai nguyen va Méi truong;, B Khoa hoc va Coéng nghe, B& Nong
nghiép va Phat trién néng thon; B6 Cong Thuong; B6 Vin hos, Thé thao va Du
lich; B4 Thong tin va Truyén thong. .. -

- Téng cuc Thué; Tong cuc Hai quan; Cuc Xiém tra vin ban quy pham phap
luat, Cuc Khao thi va Kiém dinh chét lugng gido duc...

- Tong cong ty Bao hiém Viét Nam; Tdng cong ty Hang hai Viét Nam; Téng
cng ty Hang khong Viét Nam;.

- Tap doan Dau khi Viét Nam; Tap doan Céng nghiép Than - Khoang san V1¢t
Nam; Ngan hang Piu tr va Phat trién Viét Nam; Ngin hang Ngoai thuong Vigt
Nam;..

- Hoi dbng nhéin dan tinh Son La; Uy ban nhén d4n tinh Béc th Uy ban
nhin dan quin Ba Pinh; Uy ban nhén dan huyén Vu Ban;..

-~ S& Tai chinh; S& Tai nguyén va Modi trucmg, S& Xay dung; S& Ké hoach
va Du fir; S& Gido duc va Pio tao;.

- Hoc vién Chinh trj - Hanh chinh quc gia H5 Chi Minh; Truomg Dai hoe
Khoa hoc x4 hdi va Nhin vin Ha N6i; Trudmg Cao dang Noi vyt Ha Noi; Trucng
Dai hoc dan 13p Vin Lang; Trudong Trung hoc phb théng Chu Vin An; Truorng
Trung hoc co s& Lé Quy P6én; Trudng Tiéu hoe Thanh Céng;...

, - Vién Khoa hoc xi hdi Viét Nam; Vién Khoa hoc va Cong nghc; Vlet Nam e
Vién Ung dung cong nghé;... i’}__ __{

Loy

- Trung tdm Nghién ctru Gido duc dan toc; Trung tdm Khoa hoc va Cong b
nghé vin thu lwu trir, Trung tam Trién 1dm vin hoa nghé thuit Viét Nam; Trung
tam Tu van Giadm sat chat lugng cong trinh;.

- Bio Thanh nién; B4o Dién dian doanh nghlep, Tap chf T4 chirc nha nué‘c
Tap ch1 Phat trién gido duc; Tap chi Dan chii va Phép luft;. 1_.#

- Nha Vin hoa huyén Gia Lam; Nha Xuét ban Ha N6i; Coéng Thong tin dlcn
tir Chinh phu; ..

- Nha may Déng tau Song CAm; Nha may San xuit phu ting va Lip rap xe
may; Xi nghiép Che bién thuy sin dong lanh; Xi nghi¢p Pam bao an toan giao
thong dudmg song Ha Noi; Xi nghiép Tric dia Ban db 305;..

- Cong ty C phén Déu tw T van va Thiét ké xay dyng; Cong ty Nhya Tién
Phong; Cong ty Trach nhi€ém hitu han Du lich v Vin tai Déng Nam A; Cong ty
Po dac Dia chinh va Cong trinh;. ..

- H6i Nhac s Viét Nam, Hoi Ngudi cao tudi Ha Noi, Hoi Chir thap d6 Viét
Nam, Hoi Nong din Viét Nam..

- Vu Hop tac quoc té; Phong Nghién ciru khoa hoc; Phbng Chinh sach xa
hdi; Hoi ddng Thi tuyén vién chirc; Hé1 dbng Sang kién va Cai tién k¥ thuat; .

- Trwdng hop viét hoa dic biét:

Ban Chip hanh Trung wong Pang Cong sin Viét Nam; Vin phong Trung
vong Pang,.
; 3



2. Tén co quan, t& chirc nudc ngoai
a) Tén co quan, to chitc ndc ngodi da dich nghia: Viét hoa theo quy tic viét
tén co quan, t6 chirc ciia Viét Nam.

Vi du: Lién hop quéc (UN); T4 chirc Y té thé gioi (WHO); Hiép hOl Cée
qudc gia Péng Nam A (ASEAN)...

b) Tén co quan, td chirc mréc ngodi duge sir dung trong vin bén i g dang viét
- tét: Viét bang chir in hoa nhur nguyén ngit hodc chuyén ty La-tinh néu nguyén ngir
khong thudc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG...
V. VIET HOA CAC TRUONG HQP KHAC
1. Tén cac hudn chirong, huy chuorng, cac danh hiéu vinh dy

Viét hoa chir cai diu cta cac 4m tiét cia cac thanh 6 tao thanh tén rleng va
cac tir chi thir, hang.

Vi dp: Hudn chuong Poc lap hang Nhit; Huin chuong Sao vang; Huin
chuong Lé-nin, Huin chuong HS Chi Minh; Huin chuong Chién cong; Hué‘m
chuong Khing chién hang Nhi; Huy chuong Chién sf vé vang; Béng T4 qudc ghi
cong; Giai thudéng Nha nuac; Ngh¢ si Nhin din; Nha gido U ti; Thay thubc Nhan
dan; Anh hung Lao déng; Anh hing Luc lwong vii trang nhén din;.. .

2. Tén chirc vy, hoc vi, danh hiéu

Viét hoa tén chirc v, hoc vi néu di lién véi tén ngudi cy thé.

Vi du:

- Chit tich H6 Chi Minh, Téng théng V.V. Pu-tin, Pai tu'(mg Vo Nguyen
Giap, ...

- Phé Thu tuong, Téng Cuc tnmng, Ph6 Téng Cyc truémg, Phé Cuc trudmg,
Téng Giam ddc, Giam dbc, Phé Giam dbc, Chanh Van phong, Phé Chanh Vin phong,
Trudng phong, Pho Trudmg phong, Téng thr ky...

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

Viét hoa chir cai dau cia tir, cum. tir chi ten goi 36 trong trudmg hop dun;.,
trong mét nhan xung, ding d6c 14p va thé hién sy trin trong.

Vi du: Bac, Ngudi (chi Cha tich H6 Chi Minh), Péang (chi Pang Cong sdn
Viét Nam), .

4. Tén cac ngay 1&, ngay ky niém
'Viét hoa chir cai dAu cua am tiét tao thaoh tén goi ngay 18, ngay ky nigm.

Vi du: ngdy Quéc khanh 2-9; ngay Quéc té Lao dong 1-5; ngay Phu nir Viét
Nam 20 -10; ngay Lwu trit Viét Nam 1an thir INhat, ..

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



" Tén céc su kién lich sir: Viét hoa chit cai d4u cua cac am tiét tao thanh sy
kién va ten su kién, trong tredmg hop c6 c4c con sb chi méc thai gian thi ghi bang
chit va viét hoa chir d6.

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

Tén céc triéu dai: Tridu Ly, Tridu Trin,..

6. Tén cac loal van ban

Viét hoa chit c4i ddu ciia tén loai vin ban va chit cdi dau cia Am tiét thir nhat
tao thanh tén riéng cua vin ban trong trudmg hop ndi dén mot vin ban cy thé.

Vi du: Nghi quyét Dai hoi dai biéu toan quéc an thir X cia Pang; B ludt
Dién sy; Ludt Giao dich dién tir; ...
| Truong hop vién dan cc diéu, khoan, diém clia mot vin ban cy thé thi viét

hoa chi cai diu cia diéu, khoan, diém.

Vi du:

- Cin ctr Diéu 10 B§ luat Lao dong. ..

- Can cir Diém a, Khoan 1, Pidu 5 Luat Giao dich dién tir...

7. Tén céc tac pham, sach béo, tap chi

Viét hoa chir cai d4u ciia 4m tiét thir nhét tao thanh tén tac phém, sach bai

Vi du: tac pham Puong kach ménh; tir dién Béch khoa toan thur, tagi cly
Cong san; '

8. Tén c4c nim 4m lich, ngay tiét, ngay tét, ngdy va thang trong nim

a) Tén cac niim 4m lich: Viét hoa chir cai dau cua tit ca cac Am tiét tao
tén goi.

Vi dy: Ky Ty, Tan Hei, M4u Tuét, Mau Thén,. ..
| b) Tén cac ngay tiét va ngay tét: Viét hoa chir cai d4u ciia Am tiét thir nhat

tao thanh tén goi.

Vi du: tiét Lap xuan; tiét Pai han; tét Poan ngo; tét Trung thu; t&t Nguyén

dan;...

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

~ ©) Tén cac ngay trong tudn va thang trong nim: Viét hoa chir cai ddu ciia Am
tiét chi ngay va thang trong truémg hop khéng dung chir sé:

Vi dy: thir Hai; thir Tir; thang Nam; thang Tam;. ..

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

- Tén goi c4c ton gido, gido phai: Viét hoa chit cai diu cua cac 4m tiét tao
thanh tén goi.



Vi du: dao Co Péc; dao Tin Lanh; dao Thién Chia; dao Hoa Hao; dao Cao
Bz‘li,...hc‘)ac chit cai dAu cua 4m tiét tao thanh tén goi nhu: Nho gido; Thién Chua
gido, Hoi giao;. .. _\

- Tén goi ngay 1& ton gido: Viét hoa chit cai diu cia am tiét thir nhét tao
~ thanh tén goi.

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

Sy





