KY THUAT
TRINH BAY VAN BAN

Bao cao vién: Cn. Le Van Mai
Phong T6 churc Can bo



THE THUC VAN BAN

I.A TAP HOP CAC THANH PHAN.
CAU THANH VAN BAN




1.QUOC HIEU
2.TEN CG QUAN BAN HANH

3.80 VA KY HIEU CUA VAN BAN

NHUNG 4.PTA DANH, NGAY, THANG, NAM

THANH A , o ] 9
PHAN 5.TEN LOAI, TRICH YEU NOI DUNG VAN BAN
CHINH

6. NOI DUNG VAN BAN

7.CHU KY VA THE THUC PE KY

8.CON DAU

9.NOI NHAN



CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

IN. HOA, kiéu chit dllrng, dam, cd chir 12—.13

\ Chir in thudng, ki€u chir ddng, dim, cd chir 13-14,
gilfa cac cum tr ¢c6 gach ngang nho, c6 dudng ké ngang
dai phia dudi




VIET NGANG HANG
QUOC HIEU

\

GOC TRAI PHIA
TREN TRANG PAU
CUA VAN BAN




CACH GHI TEN CO QUAN BAN HANH VAN BAN LA
CO QUAN PHU THUOQC:

+TEN CO QUAN CHU QUAN viét chr in hoa, ki€u chit
ding, ¢G chir 12-13

+ TEN CO QUAN BAN HANH VAN BAN: chit in hoa,
ki€u chif ddng dim, c& chir 12-13, c6 dudng ké ngang phia

dudi

SO Y TE TP.HO CHI MINH
BENH VIEN TU DU

BENH VIEN TU DU
KHOA XET NGHIEM




so LA SO THU TU DANG KY VAN
BAN DO CO QUAN, TO CHUC BAN
HANH TRONG MOT NAM.

so PUQC GHI BANG SO A RAP. BAT
DAU TU’ SO 01 VAO NGAY DAU NAM
VA KET THUC VAO NGAY 31/12
HANG NAM.



S6 dwéi 10 thém so 0 vao trwéc

Chii *S6°° trinh bay bang chii
in thuong

KY HIEU CHU IN HOA, CO CHU 13



, GHIDUOITEN CO
S0, QUAN BAN HANH VAN
KY BAN.

HIEU

CUA o _

VAN GHI I}ANG C,HU 3

BAN THIjGNG, PUNG, CO
CHU 13.




GHI SO, KY HIEU
POI VGI VAN BAN CO TEN GOI

So: ../ Tén tat cua van ban-Tén tat
cua co quan ban hanh vin ban

VIiDU 1: Sé:36/QP-BVTD
VIiDU 2: Sé: 06/BC-KHTH




SOYTETP.HO CHIMINH  CONG HOA XA HQI CHU NGHIA VIET NAM
BENH VIEN TU DU Poc 1ap - Tu do - Hanh phiic

S6: 06 /QD-BVTD



SO, KY HIEU
POI VGI CONG VAN

So: ../ Tén tit clia ¢ quan
ban hanh van ban

Vidu: S6: 58/BVTD




SO, KY HIEU
POI VGI CONG VAN

So: ../ Tén tit clia cd quan ban
hanh vin bdn- Tén tat cia don vi
soan thao hodc chu tri soan thao

( néu cb)

Vidu: S6:58 /BVTD-HCQT




GHI DUGI QUOC HIEU

PIA
DANH,
NGAY,

THANG,

NAM

BAN
HANH
VAN

BAN

VIET CHU in thuong, kiéu chit nghiéng, c&
chir 13-14

DIA DANH: PAT TRUOC
NGAY, THANG , NAM; SAU
PIA DANH CO DAU PHAY( ,)

NGAY, THANG, NAM: ngay viin ban dugc ban
hanh viét biang s6 A rap

Thanh phé H6 Chi Minh, ngay 05 thdng 3 ndm 2011




Dia danh, ngay thang

SOYTETP.HO CHIMINH  CONG HOA XA HQI CHU NGHIA VIET NAM
BENH VIEN TU DU Poc 1ap - Tu do - Hanh phiic

S6: 06 /QD-BVTD Thanh phé H6 Chi Minh, ngay — thing  ndm 2011



TRICH YEU:

LA CAU VAN NGAN GON
HOAC CUM TU PHAN
ANH KHAI QUAT N()I
DUNG CHU YEU CUA

VAN BAN.




Tén loai

CO QUAN CHU QUAN  CONG HOA XA HQI CHU NGHIA VIET NAM
CO QUAN BAN HANH Poc lap - Tw do - Hanh phic

: .../VTTL-VTC
50 Q Dia danh, ngay ...thang ... nam 2011

TEN LOAI

Trich yéu




Tén loai

SOYTETP.HO CHIMINH  CONG HOA XA HQI CHU NGHIA VIET NAM

BENH VIEN TU DU Poc 1ap - Tu do - Hanh phiic
S6: 06 /QD-BVTD Thanh phé H6 Chi Minh, ngay — thing  ndm 2011
TO TRINH




VAN BAN CO TEN LOAI

VI TRi CUA
TEN LOAI VA
TRICH YEU
NOI DUNG
VAN BAN

VAN BAN KHONG CO TEN LOAI




CACH
GHI TEN
LOAI VA

TRICH
YEU NOI

DUNG
CUA VAN

BAN

TEN LOAI VAN BAN GHI
BANG CHU IN HOA, KIEU
CHU PUNG,PAM, CO CHU
14

TRiCH YEU VAN BAN GHI
CHU THUONG, PUNG,
PAM, CO CHU 14, DUCI
CO PUONG KE NGANG

GHI TRICH YEU: BANG CHU
THUONG, PUNG, CG CHU 12-
13, SAU CHU VIET TAT V/v.

TRICH YEU: GHI 0 GOC |
TRAI PHIA TREN; DUGQI SO,
KY HIEU CUA VAN BAN.




Trich yéu

CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
CO QUAN BAN HANH Péc 1ap - Tu do - Hanh phiic

Sb: .../VTTL-VTCQ Thanh phé Ho Chi Minh, ngay.....thdng ... ndm 2009
A
TEN LOAI

Vé ViéCoooooooooooooooooo




Trich yéu

CO QUAN CHU QUAN  CONG HOA XA HOI CHU NGHIA VIET NAM
CO QUAN BAN HANH Péc 1ap - Tu do - Hanh phiic

S6: .../KH Ha Néi, ngay ...thdng ... nam 2009

V/v thanh todn ng qui han



Vi DU VE TEN LOAI VA TRICH YEU VAN BAN

VIDU1:
BAO CAO

Tong két cong tac nim 2011

Vi DU 2:

S6: 900/BVTD-HCQT
V/v thay doi lich dau thau



VIET DUGI TEN LOAI VA
TRiCH YEU CUA VAN BAN

CHU PUNG, c¢& chir 13-14.

KHI XUONG DONG: CHU
DAU DONG VIET HOA VA
CACH VAO tir 1-1,27cm
(1 default tab)




NOI DUNE VAN BAN
Phu hgp hinh thitc van ban dudc st dung;
Phu hgp dudng 161 chu truong, chinh sach cla
bang, phu hgp qui dinh cia phap luat;
Trinh bay 10 rang, ngin gon, chinh xéc;
St dyung ngdn ngif vi€t, cdch dien dat don gidn, de
hi€u;
Dung tir pho thong, luu ¥ viéc dung thuit ngit
chuyé€n mon;
Vién dan;
Viét tit; Vi€t hoa;
B6 cuc: phﬁn, chuong, muc, diéu, khodn, di€m.



CACH THUC KY

CHU KY
THE THUC
PE KY

CAC HINH THUC KY



Cach Thuc Ky

@iTHAM QUYEN KY
@CHUC VU NGU Ol KY

@WChir ky, ho va tén



PHAI GHI RO HO TEN, CHUC VU

THAM QUYEN KY: chif in hoa, ki€u chif
ding, dim, c¢¢ chit 13 -14

| HQ TEN NGUOT ky: chif in thutng, ki€u chit
] dirng-dam, c& chit 13- 14.

KHONG KY BANG BUT CHi, BUT PO,
HAY CAC THU MUC PHAI MAU




KY THAY MAT

KY THAY

KY THUA UY QUYEN

KY THUA LENH

KY QUYEN



NGHI DINH 110/2004/ND-CP

Tham quyen ky
Piéu 10. Ky vin ban

% O cd quan, t8 chirc lam viéc theo ché do
tha trwdng, ngudi di’ng dau co quan, t6
chitc c6 tham quyén ky tat ca van ban cla
cd quan, t6 chirc. Ngudi dirng dau co
quan, t6 chirc co thé giao cho cap pho clia
minh ky thay (KT.) cac van ban thudc cac
linh vu'c dudc phan céng phu trach.



NGHI DINH 110/2004/ND-CP

Tham quyen ky
Piéu 10. Ky vin ban

% 2. O cd quan, t8 chirc lam viéc theo ché d6
tap thé
a) D4i vdi nhitng van dé quan trong clia co
quan, t6 chirc theo quy dinh clia phap luat
hoéc theo diéu |é clia to chirc, phai dudc thao
luan tap thé va quyét dinh theo da s6, viéc ky
van ban dudc quy dinh nhu sau:



NGHI DINH 110/2004/ND-CP

Tham quyén ky

Piéu 10. Ky vin ban

Ngudi dirng dau co quan, to chirc thay mat (TM.) tap
thé lanh dao ky cac van ban cla cd quan, t6 chirc;
Cap pho clia ngudi dirng dau va cac thanh vién gilr
chirc vu lanh dao khac dudc thay mat tap thé, ky thay
ngudi dirng dau co quan, t6 chirc nhitrng van ban
theo uy quyén clia ngudi dirng dau va nhirng van
ban thudc cac linh vuc dugc phan céng phu trach.



NGHI DINH 110/2004/ND-CP

Tham quyen ky
Piéu 10. Ky vin ban

€@ Trong trudng hop dac biét, ngudi dirng dau
cd quan, td chirc c6 thé uy quyén cho mot
can bo phu trach dudi minh moét cap ky thira
uy quyén (TUQ.) mé6t s6 van ban ma minh
phai ky. Viéc giao ky thira uy quyén phai
duoc quy dinh bang van ban va gidi han
trong moét thdi gian nhat dinh. Ngudi dugc uy
quyén khong dudc uy quyén lai cho ngudi
khac ky.



NGHI DINH 110/2004/ND-CP

Tham quyen ky

Piéu 10. Ky vin ban

@i Ngudi dirng dau co quan, to chirc co thé

giao cho chanh van phong, trudng phong
hanh chinh hoac truéng mot s6 don vi ky
thira Iénh (TL.) mo6t sd loai van ban. Viéc giao
ky thira Iénh phai dudc quy dinh cu thé trong
quy ché hoat dong hodc quy ché cong tac
van thu ctia co quan, t6 chirc.



NGHI DINH 110/2004/ND-CP

Tham quyen ky
Piéu 10. Ky vin ban
a Khi ky van ban khong dung but
chi; khéng dung muc mau dé
hodc cac thir muc dé phai.



Chir ky, ho va tén

* Trwwé'c ho va tén khong ghi danh hieu cao

quy, hoc ham, hoc vi
(AHLD. NGND.PBQH.GS.TS.VS)
Riéng don vi y té thi cé thé ghi chirc

danh trwéc ho tén.




Vi du Ky truc ti€p

GIAM POC

Bs CK2. Pham Viét Thanh



Vi DU VE KY THAY

KT. GIAM POC
PHO GIAM POC

Ds CK1. Huynh Thi Thanh Thuy



Vi DU VE KY THUA UY QUYEN

TUQ. GIAM POC
TRUONG PHONG

Bs CK2. Huynh Thanh Hwong



Vi DU VE KY THUA LENH

VibDUu

TL. GIAM POC
TRUGNG PHONG

P6 Hong Dan



Vi DU VE KY QUYEN

viou: Q.GIAMPOC




DAU TRON CO HINH
QUOC HUY

DAU TRON KHONG
CO HINH QUOC HUY

MUC DAU: MAU PO

CACH PONG DAU: 1/3 VE BEN
TRAI CHU KY.




DUGC TRINH BAY O PHIA TRAI CUOI
VAN BAN, NGANG VOI THAM QUYEN KY

pOI VGI VAN BAN CO
TEN GOI

CACH
GHI

PpOI VOI VAN BAN
KHONG CO TEN GOI




DOI VOI VAN BAN KHONG CO

TEN GOl

a~ ~? a~
Kinh gui: tén co quan, don vi, to chic, ca nhan
A - ~? N 4 a7 - ”
nhan van ban deé truc tiép giai quyét van ban

Kinh gii: Tong Cong ty Buu chinh — Vién thong

Kinh gui:

-Tong Cong ty Buu chinh — Vién thong;
-Bo Noi vu;
-Bo Tai chinh.




Noi nhan: nhu trén, tén cd quan, to
chuc, don vi, ca nhan ¢6 li€én quan
khac nhian vian ban

Noi nhdn:
-Nhu trén;

....,

-Luu: VT, KHTH.



001 VGI VAN BAN CO TEN 6OI

Noi nhan:

-UBND TP.HCM;
-SO NO1 vu;

-Luu: VI, KHTH.




Hinh thirc trinh bay

@ Kho gidy: A4( vin ban qui pham va viin ban hanh chinh), A5
(gidy gi6i thiéu, bién nhan hé s, phi€u giti, phicu chuyén)
@ Dat le:
@ Trén 20-25mm, chon 20mm.
@ Dudi 20-25mm. chon 20mm.
@ Trai 30-35mm, chon 32mm.
% Phai 15-20mm, chon 18mm.

@i Phéng chir, c& chir, kiéu chiv

@ Phu luc, so do, bang biéu



PHONG CHU

Phong chit ti€ng Viét, ki€u chif chdn phuong, bdo
dam tinh trang trong, nghi€m tic cua vin ban;
Vin ban dung trong trao d6i thong tin dién ti giita
cO quan, to chifc Nha nuéc phdi st dung phong
chit ctia BO ma ky tu chit Viét theo tiéu chuin
TCVN-6909-2001 (phong chit ti€ng Viét Unicode)

( Times New Roman)



Céach thire chuyén tir VNI Times
sang Times New Roman

Panh dau toan bd van ban; Chon Cut.

Cligh chudt phai vao biéu twong V phia
cudi man hinh bén phai, chon Céng cu.

Chon nguon: VNI Windows, dich:
Unicode.

Chon chuyén ma.
Chon: OK.
bong.



STT THANH PHAN LOAI CHU cO KIEU
1. | QUOCHIEU IN HOA 12-13 | Ping dam
In thuong 13-14
2. TEN CO QUAN IN HOA 12-13 | Piing
IN HOA 12-13 Ping-dam
3. So: In thudng 13 Diing
KY HIEU IN HOA
4. DPia danh, ngay In thuong 13-14 Nghiéng
5. TEN LOAI IN HOA 14-15 Piing dam
6. Trich yé&u: In thudng 14 Ping dam
Dol véi cong vin 12-13 Diing
7. No§i dung In thuong 13-14 Ping
8 THE THUC PE KY-CHUC VU | IN HOA 13-14 Ping dam
Ho tén In thuong 13-14 Ping- dam
9. Kinh gui In thuong 14 Ping
Noi nhan In thuong 12 Pam, nghiéng
-(trén co quan.....) In thuong 11 ding




STT THANH PHAN LOAI CHU cO KIEU
1. D&u chi mic @6 khan IN HOA 13-14 Ping dam
2. Pham vi luu hanh In thudong 13-14 Ping-dam
3. DU THAO IN HOA 13-14 | Ddng-dam
4. Ky hiéu nguoi dinh may, nhan In thudong 11 Pumg
ban, so lugng ban
5. TEN LOAI IN HOA 14-15 Ping ddm
6. Dia chi ¢ quan, dién thoai, email | In thudng 11-12 Ding
7. Phu luc In thud'ng 14 Ping- dam
TIEU PE CUA PHU LUC IN HOA 13-14 | Ping-dam
8 SO trang In thudng 13-14 Diing
9. HINH THUC SAO IN HOA 13-14 | Diing -dam




e QUOCHIEU

S6: /KY HIEU Dia danh, ngay thdng ndm

TEN LOAI

Trich yéu ndi dung vin ban

NOIDUNG VAN BAN

Noi nhdn: CHU KY-
CON DAU



QUOC HIEU

S6: /KY HIEU

Trich yéu noi dung
van ban

PIA CHI . PIEN THOAI EMAIL



,
I




