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BO NOI VU

BOQ NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

S6: 01/2011/TT-BNV Ha Noi, ngay 19 thang 01 nam 2011

THONG TU
Huwoéng din thé thirc va ki thuét trinh bay vin ban hanh chinh

Cian cir Nghi dinh s6 48/2008/ND-CP ngay 17 thang 4 nim 2008 ctia Chinh phi
quy dinh chirc nang, nhiém vu, quyén han va co céu to chirc cua B Noi vu;

Can cir Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cta Chinh
phi vé cong tac van thu;

Can ctr Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nim 2010 ctia Chinh
phi sira d6i, bd sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 niam 2004 clia
Chinh phii v& cong tac van thu,

Bd No&i vu huong dan thé thirc va k¥ thuat trinh bay van ban hanh chinh
nhu sau:

Chuwong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va doi twong ap dung

Thong tu nay hudng dén thé thirc va ki thuat trinh bay van ban hanh chinh va
bén sao vin ban; dugc ap dung d6i voi cac co quan nha nude, t6 chirc xa hoi, t6 chirc
x4 hoi - nghé nghiép, t6 chirc kinh té va don vi luc lugng vil trang nhan dan (sau day
goi chung 1a co quan, t6 chirc).

Diéu 2. Thé thirc viin bin

Thé thirc van ban 1a tap hop céc thanh phan cAu thanh vin ban, bao gdm nhimg
thanh phan chung ap dung déi véi cac loai vin ban va cac thanh phan bd sung trong
nhitng truong hop cu thé hodc déi véi mot s6 loai viin ban nhét dinh theo quy dinh
tai Khoan 3, Piéu 1 Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nim 2010 cua
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Chinh phu sira d6i, bo sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim
2004 cia Chinh phii vé cong tac van thu va huéng dan tai Thong tu nay.

Piéu 3. K¥ thudt trinh bay viin ban

K§ thuat trinh bay vin ban quy dinh tai Thong tr ndy bao gdm khé gidy, kiéu
trinh bay, dinh 18 trang van ban, vi tri trinh bay cac thanh phan thé thirc, phong
chit, ¢& chit, kiéu chif va céc chi tiét trinh bay khac, dugc ap dung dbi voi van ban
soan thao trén may vi tinh va in ra gidy; vin ban dugc soan thao bang cac phuong
phap hay phuong tién ki thuat khac hodc van ban dugc 1am trén gidy mau in sin;
khong ap dung ddi voi vian ban duoc in thanh sach, in trén béo, tap chi va cac loai
an pham khac.

Diéu 4. Phong chir trinh bay vin ban

Phong chif sir dung trinh bay vin ban trén may vi tinh 1 phong chir tiéng Viét
cua bd ma ky tu Unicode theo Tiéu chuan Viét Nam TCVN 6909: 2001.

Picu 5. Kho gidy, kiéu trinh bay, dinh 1¢ trang viin ban va vi tri trinh bay

1. Kho gidy

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

Cac van ban nhu glay glm thiéu, gidy bién nhan ho so, phiéu giri, phleu chuyén
duogc trinh bay trén gidy khdé A5 (148 mm x 210 mm) hodc trén gidy mau in san:

(khd AS5).

2. Kiéu trinh bay

Vin ban hanh chinh duoc trinh bay theo chiéu dai cua trang gidy khd A4 (dinh
huong ban in theo chi€u dai).

Truong hop ndi dung van ban gc’) cac bang, biéu nhung lfhﬁng dugc lam théu?h
cac phu luc riéng thi van bép co theé dugc trinh bay theo chiéu rong cla trang giay
(dinh hudng ban in theo chiéu rong).

3. Dinh 18 trang van ban (d6i voi khd gidy A4)

Lé trén: cach mép trén tir 20 - 25 mm;

Lé duéi: cach mép dudi tir 20 - 25 mm;

Lé trai: cach mép trai tir 30 - 35 mm;

L& phai: cach mép phai tir 15 - 20 mm.

4. Vi tri trinh bay cés: th’z'mh phan thé thL'{c VfiI} ban trén mét trang gidy kho A4
duoc thyc hién theo so d6 bo tri cac thanh phan thé thirc van ban kém theo Thong tu
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nay (Phu lyc II). Vi tri trinh bay cc thanh phan thé thirc viin ban trén mét trang gidy
kh6 AS dugc ap dung tuong tu theo so dd tal Phu luc trén.

Chuong 11
THE THUC VA KY THUAT TRINH BAY VAN BAN

Piéu 6. Qudc hi¢u

1. Thé thic

Quoc higu ghi trén vén bén bao gom 2 dong chit: “CONG HOA XA HQI CHU
NGHIA VIET NAM” va “Pic 1ap - Tu do - Hanh phiic”.

2. K¥ thuat trinh bay

Qudc hiéu duge trinh bay tai 6 s6 1; chiém khoang 1/2 trang gidy theo chiéu
ngang, & phia trén, bén phai.

Dong thir nhit: “CONG HOA XA HQI CHU NGHIA VIET NAM” dugc
trinh bay bang chir in hoa, ¢& chir tir 12 dén 13, ki€u chir dirng, dam,;

Dong thir hai: “Pgc 1ap - Tw do - Hanh phiic” dugc trinh bay bang chit in thuong,

cd chif tir 13 dén 14 (néu dong thir nhat ¢ chit 12, thi dong thir hai ¢& chit 13; néus
dong thir nhat c& chir 13, thi dong thir hai ¢& chir 14), kiéu chir dimg, dam; duoc dat -
canh gitra du6i dong thir nhat; chir cai dau cuia cac cum tir dugc vi€t hoa, gitra cac cum -

tir c6 gach ndi, c6 cach chir; phia dudi cod duong ké ngang, nét lién, c6 do dai bang do
dai ctia dong chir (sir dung 1énh Draw, khong dung 1énh Underline), cu thé:
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

Hai dong chit trén duogc trinh bay cach nhau dong don.

Piéu 7. Tén co quan, t6 chirc ban hanh viin ban

1. Thé thirc

Déi véi cac B, co quan ngang B, co quan thude Chinh phu; Van phong Quéc
hoi, Ho1 dong déan toc, cac Uy ban cua Qudc héi hoac Hoi dong nhan dan va Uy ban
nhan dan cac cap; Poan Pai biéu Qudc hoi tinh, thanh phd truc thuéc Trung wong;
Tap doan Kinh té nha nuéc, Tong cong ty 91 khdng ghi co quan chi quan.

Tén co quan, to chirc ban hanh vin ban bao gdom tén clia co quan, t chirc chu
quan tryc tiép (néu co) (d61 vai céac to chire kinh té€ ¢6 thé 1a cong ty me) va tén cua
co quan, to chirc ban hanh van ban.
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a) Tén clia co quan, to chirc ban hanh vin ban phai dugc ghi day du hodc dugc
viét tit theo quy dinh tai vin ban thanh lap, quy dinh chitc ning nhiém vu, quyén
han va co ciu t6 chiic bd may, phé chuan, cip gidy phép hoat dong hodc cong nhan
tu cach phap nhén ctia co quan, to chitc ¢o tham quyén, vi du:

BQ GIAO THONG VAN TAI TAP POAN PIEN LUC VIET NAM

HOI PONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TINH THAI NGUYEN

b) Tén ciia co quan, td chirc chil quan truc tiép c6 thé viét tit nhimg cum tir thong
dung nhu Uy ban nhan dan (UBND), Hoi dong nhan dan (HPND), Viét Nam (VN),
vi du:

UBND TINH QUANG BINH VIEN KHOA HOC XA HOI VN
SONQI VU VIEN DAN TQC HQC

2. Ky thuat trinh bay

Tén co quan, t6 chirc ban hanh vin ban dugc trinh bay tai 6 s6 2; chiém khodng
1/2 trang gidy theo chiéu ngang, & phia trén, bén trai.

Tén co quan, té chirc chi quan tryc tiép duoc trinh bay bang chit in hoa, cling ¢&
chir nhu ¢ chir cia Qudc hi€u, kiéu chir dimg. Néu tén co quan, t6 chirc chu quan
dai, ¢ thé trinh bay thanh nhiéu dong.

Tén co quan, to chirc ban hanh vin ban dugc trinh bay bang chit in hoa, cling
¢d chir nhu ¢& chir cia Quoéc hiéu, kiéu chir dimg, dam, duge dat canh gitra dudi tén
co quan, t0 chirc chu quan; phia dudi c6 duong ké ngang, nét 1ién, c6 do dai bang tir
1/3 dén 1/2 d6 dai cia dong chir va dat can déi so véi dong chir. Trudng hop tén co
quan, to chirc ban hanh vin ban dai c6 thé trinh bay thanh nhiéu dong, vi du:

BO NOI VU
CUC VAN THU VA LUU TRU
NHA NUOC

Cac dong chir trén dugce trinh bay cach nhau dong don.
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Piéu 8. S, ky hiéu ciia viin ban

1. Thé thirc

a) Sb ctia vin ban

S6 ctia vin ban 1a sc’"f thar tu déi'ngm ky Vfll’l(bfll’} tai Vﬁl:l thu cua co quan, td chirc. Sé
cua van ban dugc ghi bang chir s6 A-rap, bat dau tir s6 01 vao ngay dau nam va két
thiic vao ngay 31 thang 12 hang nam.

b) Ky hiéu cua van ban

- K')'r hiéu ctia vin ban c6 tén loai bao gdm chir viét tit tén loai vin ban theo bang
ch}'i' vjét tat tén loai vg'm ban va ban sao kém theo Thong tu nay (Bhu luc 1) va chir
viét tat tén co quan, to6 chirc hoac chirc danh nha nuéce (ap dung déi voi chirc danh
Chu tich nude va Thi tudng Chinh phit) ban hanh van ban, vi du:

Nghi quyét cta Chinh phit ban hanh dugc ghi nhu sau: So:.../NQ-CP

Chi thi ctia Thu tedng Chinh pht ban hanh duge ghi nhu sau: Sé:.../CT-TTg

’ Quyét dinh cua Thuong trye Hoi ddng nhan dan ban hanh duoc ghi nhu sau:

So:......./Qb-HDPND

Bo c4o cia cac ban clia Hoi dong nhan dan dugc ghi nhu sau: S6:.. /BC-HPND [

- Ky hiéu ctia cong vin bao gom chir viét tat tén co quan, t6 chirc hoac chirc danh
nha nudc ban hanh cong van va chir viét tat tén don vi (vu, phong, ban, by phan) -

soan thao hoac chu tri soan thao cong van do (néu c0), vi du:
’ Cong van cua Chinh phu do Vu Hanh chinh Van phong Chinh phu soan thao:
So......... /CP-HC
Cong van cia Bd Noi vu do Vu Té chitc Can bd Bé Noi vu soan thao: So:.../
BNV-TCCB
’ Cong van cua Hoi dong nhan déan tinh do Ban Kinh té Ngan sach soan thao:
So:........ /HDND-KTNS
Cong van ciia Uy ban nhan dan tinh do to chuyén vién (hodc thu ky) theo déi

Cong van ciia S& Noi vu tinh do Van phong S& soan thao: Sb:...../SNV-VP

Truong hop cac Hoi dong, cac Ban tu vén ciia co quan duoc sir dung con diu
ctia co quan dé ban hanh vin ban va Hoi déng, Ban duoc ghi 14 “co quan” ban hanh
vin ban thi phai 14y sé ctia Hi ddng, Ban, vi du Quyét dinh s6 01 cua Hoi dong thi
tuyén c6ng chirc B4 N6i vu dugce trinh bay nhu sau:
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BO NOI VU
HOI PONG THI TUYEN CONG CHUC

S6: 01/QP-HPTTCC

Viéc ghi ky hiéu cong van do UBND cap huyén, cap xi ban hanh bao gom chit
viét tit tén co quan, 6 chirc ban hanh cong van va chir viét tit tén linh vyc (cac linh
vire dugc quy dinh tai Muc 2, Muc 3, Chuong IV, Luat Té chirc Hoi dong nhan dan
va Uy ban nhan dan nam 2003) duoc giai quyét trong cong van.

Chir viét tit tén co quan, tb chirc va cac don vi trong mdi co quan, t chirc hodic
linh vuc (d6i vai UBND cap huyén, cap xa) do co quan, td chitc quy dinh cu thé, bao
dam ngén gon, d& hiéu.

2. K¥ thuat trinh bay

S, ky hiéu cta vin ban dugc trinh bay tai 6 s 3, dugc dit canh giita dudi tén
co quan, to chirc ban hanh vin ban.

,

Tir “S6” dugc trinh bay bang chir in thuong, ky hiéu bang chir in hoa, ¢& chir 13,

kiéu chir dimg; sau tir “S6” ¢6 dau hai cham; vo1 nhitng s6 nho hon 10 phai ghi thém
s6 0 phia trudc; giita so va ky hiéu vin ban c6 dau gach chéo (/), gitta cac nhom chit

viét tat trong ky hiéu vin ban c¢6 dau gach ndi (-) khong cach chir, vi du:

Sb: 15/QD-HPND (Quyét dinh cta Thuong tryc Hoi dong nhan dan);

S6: 19/HDND-KTNS (Cong vin cuia Thudng truc Hoi dong nhan dan do Ban
Kinh t€ ngan sach soan thao);

Sb: 23/BC-BNV (Béo céo ciia Bo Noi vu);

S6: 234/SYT-VP (Céng vin cia S Y € do Van phong soan théo).

Pié¢u 9. Pia danh va ngay, thing, nim ban hanh viin bin

1. Thé thirc

a) Pia danh ghi trén van ban la tén goi chinh thirc ciia don vi hanh chinh (tén
riéng cua tinh, thanh phd tn:rc thudc Trung uong; huyén, quan, ﬂ’li xa, thanh pho
thudc tinh; xa, phuong, thi tran) noi co quan,‘tﬁ churc df’mg tru s&; d61 voi nhitng don
vi hanh chinlr} duogc dat tén theo tén nguoi, bang ch}‘i sO hoac su kién lich sir thi phai
ghi tén goi day du cua don vi hanh chinh do, cu thé nhu sau:

- Dja’danh ghi trén van ban cua cac co quan,atf‘) chirc Trung wong la tén cua tinh,
thanh pho tryc thudc Trung wong noi co quan, t6 chirc dong tru sé, vi du:
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Van ban cua Bo Céng thuong, cua Cong ty Dién luc 1 thudc Tap doan DPién lyc
Viét Nam (co tru so tai thanh pho Ha Noi): Ha Noi,

Van ban cua Truong Cao déng Quan tri kinh doanh thugc B§ Tai chinh (c6 tru
s tai thi tran Nhu Quynh, huyén M§ Vin, tinh Hung Yén): Hung Yén,

Van ban cua Vién Hai duong hoc thude Vién Khoa hoc va Cong nghé Viét Nam
(c6 tru so tai thanh phé Nha Trang, tinh Khanh Hoa): Khdnh Hoa,

Vin ban ctia Cuc Thué tinh Binh Duong thudce Tong Cuc thué (cé tru so tai thi
xd Thu Dau Mét, tinh Binh Duong): Binh Duong,

- Bia danh ghi trén vin béan cta cac co quan, tb chirc cp tinh:

+ P6i vi cac thanh pho truc thude Trung wong: 13 tén ciia thanh phd truc thude
Trung wong, vi du:

Vin ban cua Uy ban nhan dan thanh phd Ha N@i va clia cac s&, ban, nganh thudc
thanh phé: Ha Néi, cia Uy ban nhan dan thanh phd Ho Chi Minh va cia cac s6, ban,
nganh thudc thanh phé: Thanh pho Ho Chi Minh,

+Déi voi cac tinh 1a tén ciia tinh, vi du:

Van ban cua Uy ban nhén dan tinh Hai Duong va cua cac so, ban, nganh thudc :
tinh (co tru s¢ tai thanh pho Hai Duong, tinh Hai Duong): Hai Duong, cia Uy
ban nhan dan tinh Quang Ninh va cua cac so, ban, nganh thugc tinh (c6 tru so tai -

thanh phd Ha Long, tinh Quang Ninh): Qudng Ninh, cia Uy ban nhan dén tinh
Lam Pong va cua cac s, ban, nganh thudc tinh (co tru sé tai thanh phd Pa Lat,
tinh Lam Ddng): Lam Pong,

Truong hop dia danh ghi trén van ban cta co quan thanh phd thudc tinh ma tén
thanh phé tring voi tén tinh thi ghi thém hai chir thanh phé (TP.), vi du:

Vin ban cua Uy ban nhan déan thanh phé Ha Tinh (tinh Ha Tinh) va cua cac
phong, ban thudc thanh phé: TP, Ha Tinh,

- Pia danh ghi trén vin ban ctia cac co quan, to chire cap huyén 14 tén cua huyén,
quén, thi x3, thanh phé thudc tinh, vi du:

Vin ban cta Uy ban nhan dan huyén Soc Son (thanh phé Ha Noi) va cua cac
phong, ban thugc huyén: Soc Son,

Vin ban cia Uy ban nhan dan quan Go Vap (thanh phd H6 Chi Minh), cta cac
phong, ban thudc quéin: Go Vip,

Vin ban cua Uy ban nhan dan thi xa Ba Ria (tinh Ba Ria - Viing Tau) va cuia cac
phong, ban thugc thi xa: Ba Ria,
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- bia fianh ghi trén van ban cua Hoi df:‘n}g nhan dan, Uy ban nhin dan va ctia cac
t0 chirc cap xa la tén cua xa, phuong, thi tran do, vi du:

Vin ban cua Uy ban nhén dén x3 Kim Lién (huyén Nam Pan, tinh Nghé An):
Kim Lieén,

Vin ban ciia Uy ban nhan dan phuong Dién Bién Phu (quan Ba DPinh, TP. Ha
No61): Phuong Dién Bién Phu,

- Dia danh ghi trén van ban cua cac co quan, tf:‘) chirc va don vi vil trang nhén dan
thudc pham vi quén ly cta Bo Céng an, BO Qudc phong dm_:rf: thuc hién theo quy
dinh cua phap luat va quy dinh cu thé cua Bo Cong an, B Qudc phong.

b) Ngay, thang, nam ban hanh van ban

Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban dugc ban hanh.

Ngdy, thing, nim ban hanh van ban phi duoc viét day du; cac sé chi ngay,
thang, nam dl‘mg chir s6 A-rép; df’ii vO1 nhimng so6 chi ngay nho hon 10 va thang 1, 2
phai ghi thém s6 0 & trudce, cu thé:

Thanh pho Ho Chi Minh, ngay 05 thang 02 ndm 2009

Quan 1, ngay 10 thang 02 nam 2010

2. K¥ thuét trinh bay

Dia darrlh va ngay, thang, nam bap he‘m‘h van ban dugc trinh bay trén cimg mot
d(‘)ung véi s0, ky hiéu van ban, tal 0 s0 4, bang chit in thl}'frng, cO chit tir 13 dén lfl,
kié}l chit nghiéng; cac chir cai dau cua dia danh phai viét hoa; sau dia danh c6 dau
phay; dia danh va ngay, thang, nam dugc dat canh gitra dudi Quoc higu.

Piéu 10. Tén loai va trich yéu ndi dung ciia viin ban

1. Thé thirc

Tén loai van ban 1a tén clia timg loai van ban do co quan, t6 chirc ban hanh. Khi
ban hanh van ban d€u phai ghi tén loai, trir cong van.

Trich yéu noi dung c@a van ban la mot cau ngz"ln gon hoac mdt cum tir phan anh
khai quat ndi dung chu yéu cua van bén.

2. K¥ thuat trinh bay

Tén lo?i va trich yéu noi dung cta céfz loai \fﬁn ban CES ghi tén loai dugc trinh
bay tai 6 s0 5a; tén loai van ban (nghi quyét, quyét dinh, ké hoach, bao c4o, tor trinh
va cac loai van bén’ khac) dugce dat canh gitra bang chir in hoa, ¢& chir 14, kiéu chir
ding, dﬁm, trich yéu ngi dung van ban d}rqc dat canh giira, ngay dudi tén lOE.l,i van
ban, bang chit in thuong, ¢& chir 14, kiéu chit ding, dam; bén dudi trich yéu co
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duong ké ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 do dai cua dong chir va dit
can doi so voi dong chir, vi du:

QUYET PINH
Vé viéc diéu dong can bd

Trich yéu ndi dung céng vin duoc trinh bay tai 6 s6 5b, sau chit “V/v” bang chi
in thuong, c& chir tir 12 dén 13, kiéu chir dung; dugc dat canh gitra dudi s6 va ky
hi€u van ban, cach dong 6pt véi sd va ky hi€u van ban, vi du:

S6: 72/VTLTNN-NVDP

V/v ké hoach kiém tra cong tac
van thu, luu trir nam 2009

Piéu 11. Ni dung vin ban

1. Thé thirc

a) Noi dung van ban la thanh phan cha yéu cta van ban.

N6i dung van ban phai bao dam nhiing yéu cau co ban sau:

- Phu hgp véi hinh thirc van ban dugc sir dung;

- Phu hop véi dudng 161, chi truong, chinh sach ctia Pang; phi hop véi quy dinh
cua phap luat;

- Puoc trinh bay ngin gon, rd rang, chinh xac;

- Sir dung ngdn ngir viét, cach dién dat don gian, d& hiéu;

- Dung tur ngi'z:’ tiéng Viét Nam p!lé th(’?ng (k'hﬁng dung tir ngir dia phumg va tir
ngit nudc ngoai néu khéng thuc sy can thiét). Doi voi thuat nglr chuyén mén can xac
dinh 16 ndi1 dung thi phai dugc giai thich trong van ban;

- Chi duorc viét tit nhimg tir, cum tir thong dung, nhitng tir thudc ngén ngir tiéng
\ﬁ?t dc:'% hi'éu. Péi véi nhimg tfl:, cum \ti.r d}r()'c str dung nhiéu lan trong van ban thi (;6
thé viét tat, nhung cac chir viét tat lan dau cua tir, cum tir phai dugce dat trong dau
ngoac don ngay sau tur, cum tur do;

- Khi vién dan lan dau van ban c6 lién quan, phéi ghi day du tén loai, s, ky hiéu
van bél}, ngay, thang, ndm ban’ hanh van ban, tén co quan, t6 chirc ban hanh van ban,
trich yéu ngi dung van ban (do1 voi luat va phéap lénh ch’i ghi tén loai va tén cua luat,
phap 1énh), vi du: “... dugc quy dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08
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thang 4 nim 2004 ctia Chinh phu vé cong tac van thu™; trong cac 1an vién dan tiép
theo, chi ghi tén loai va sd, ky hiéu ciia van ban do;

- Viét hoa trong vin ban hanh chinh dugc thuc hién theo Phu luc VI - Quy dinh
viét hoa trong viin ban hanh chinh.

b) B cuc cuia van ban

Tuy theo thé loai va ndi dung, vin ban c6 thé c6 phan cin ctr phap 1y dé ban
hanh, phé.n md& dau va co thé duogc bd cuc theo ph?:in, chuong, muc, diéu, khoan,
diém hodc dugc phén chia thanh cac phan, muc tir 16n dén nhé theo mét trinh ty nhét
dinh, cu thé:

- Nghi quyét (c4 biét): theo diéu, khodn, diém hoic theo khoan, diém;

- Quyét dinh (cé biét): theo didu, khoan, diém; cac quy ché (quy dinh) ban hanh
kém theo quyét dinh: theo chwong, muc, diéu, khoan, diém;

- Chi thi (ca biét): theo khoan, diém;

- Céc hinh thirc van ban hanh chinh khéc: theo phan, muc, khoan, diém hodc
theo khoan, diém.

Péi véi cac hinh thic vin ban duge bd cuc theo phan, chuong, muc, diéu thi
phf;in, chuong, myc, diéu phai c6 tiéu dé.

2. K¥ thuat trinh bay

No6i dung van ban dugc trinh bay tai 6 sb 6.

Phin ndi dung (ban vin) dugc trinh bay bang chit in thudng (duoc dan déu ca
hai 18), kiéu chit dtmg; c& chit tir 13 dén 14 (phan 16i vin trong mdt van ban phai
dung cung mot c& chir); khi xuong dong, chir dau dong phai lui vao tir lem dén
1,27cm (1 default tab); khoang cach gitta cac doan vin (paragraph) dit toi thiéu la
6pt; khoang cach giira cac dong hay cach dong (line spacing) chon t6i thiéu tir cach
dong don (single line spacing) hodc tir 15pt (exactly line spacing) trd 1én; khoang
cach toi da gitra cac dong 1a 1,5 dong (1,5 lines).

Déi véi nhimg vin ban ¢ phén cin cir phap 1y dé ban hanh thi sau mdi cin cir
phai xudng dong, cudi dong c6 dau “cham phay”, riéng cin cir cudi cing két thic
bang dau “phay”.

Truong hop ndi dung van ban dugc bd cuc theo phz}in, chuong, muc, diéu, khoan,
diém thi trinh bay nhu sau:

- Phan, chuong: Tir “Phan”, “Chuong” va sb thir tu cia phan, chuong duoc trinh
bay trén mot dong riéng, canh giita, bang chit in thudng, c& chir tir 13 dén 14, kiéu
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chir dimg, dam. S6 thir tir cia phan, chuong ding chit s6 La Ma. Tiéu d& (tén) cua
phan, chuong dugc trinh bay ngay dudi, canh giita, bang chit in hoa, c¢& chit tir 13
dén 14, kiéu chir dimg, dam;

- Muc: Ttir “Muc” va sO thir tu cia muc dugec trinh bay trén mét dong riéng, canh
giita, bang chir in thuong, c& chir tir 13 dén 14, kiéu chir dimg, ddm. S6 thir ty cia
muc ding chir s6 A-rap. Tiéu dé ctia muc duoc trinh bay ngay dudi, canh gitta, bang
chit in hoa, ¢& chit tir 12 dén 13, kiéu chit dimg, dam;

- Piéu: Tir “Piéu”, sb thir tr va tiéu dé cua diéu dugc trinh bay bang chit in
thuong, cach 16 trai 1 default tab, s6 thir tu ctia diéu dung chit s A-rap, sau s6 thir tur
c6 diu cham; ¢ chit bang ¢ chir ciia phan 16i van (13 - 14), kiéu chir dimg, dam;

- Khoan: Sé thir tur cac khoan trong mdi muc dung chir s6 A-rap, sau so thir tu
c6 dau cham, c& chir s6 bang c& chit cia phan 16i vin (13 - 14), kiéu chit dimg; néu
khoan c6 tiéu dé, s6 thir tyr va tiéu dé cia khoan duoc trinh bay trén mét dong riéng,
bang chir in thudng, ¢& chit bang c& chir ciia phan 161 van (13 - 14), kiéu chir dimg;

- Piém: Thir ty cac diém trong mdi khoan dung cac chif cai tiéng Viét theo thir tir
abc, sau c6 dau dong ngodc don, bang chit in thudng, ¢& chit bang ¢ chit cia phan
16i van (13 - 14), kiéu chix dimg.

Trudng hop ndi dung vin ban duogc phan chia thanh cac phan, muyc, khoan, diém

thi trinh bay nhu sau:

- Phan (néu co6): Tir “Phan” va so6 thir ty ciia phan dugc trinh bay trén mot dong
riéng, canh giita, bang chir in thudng, ¢& chir tir 13 dén 14, kiéu chir dimg, dam; s6
thir ti cia phan dung chit sé La Ma. Tiéu dé cua phan duoc trinh bay ngay dudi,
canh gitta, bang chit in hoa, ¢ chix tir 13 dén 14, kiéu chit dimg, dam;

- Mugc: S6 thir tu cdc muc dung chir so La Ma, sau co dau cham va duoc trinh
bay cach 1é trai 1 default tab; tiéu dé ctia muc duoc trinh by cling mét hang véi s6
thir ty, bang chir in hoa, ¢& chit tir 13 dén 14, kiéu chir dimg, dam;

- Khoan: S6 thit tu cac khoan trong mdi muc dung chtr ) A-rf;,ip, sau sb thir
tw c6 dau cham, ¢ chir s6 bang c¢& chit ciia phan 16i van (13 - 14), kiéu chit dimg;
néu khoan c6 tiéu dé, s thi tu va tiéu dé cia khoan dugc trinh bay trén mot dong
riéng, bang chir in thuong, ¢& chit bang ¢& chit cua phan 1i van (13 - 14), kiéu
chir dirng, dam;

- Piém trinh bay nhu truong hop ndi dung vin ban dugc bd cuc theo phan,
chuong, muc, diéu, khoan, diém.
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Piéu 12. Quyén han, chirc vu, ho tén va chir ky ciia ngudi c6 thim quyén

1. Thé thirc

a) Viéc ghi quyén han ctia nguoi ky dugc thyc hién nhu sau:

- Trudng hop ky thay mit tip thé thi phai ghi chir viét tat “TM.” (thay mit) vio
trude tén tap thé 1anh dao hodc tén co quan, té chire, vi du:

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

- Truomg hop ky thay ngudi dimg dau co quan, to chirc thi phai ghi chir viét it
“KT.” (ky thay) véo trude chirc vu cia nguoi dimg dau, vi du:

KT. CHU TICH KT. BQ TRUONG
PHO CHU TICH THU TRUONG

Truong hop cap phd duoc giao phu trach thi thuc hién nhu cap pho ky thay
cap trudng;

- Truong hop ky thira 1énh thi phai ghi chit viét tat “TL.” (thira 1énh) vao trudc
chire vu cta ngudi dimg dau co quan, to chire, vi du:

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

- Truomg hop ky thira ity quyén thi phai ghi chir viét tit “TUQ.” (thira Gy quyén)
vao trudc chire vu cua ngudi ding dau co quan, to chire, vi du:

TUQ. GIAM pPOC
TRUONG PHONG TO CHUC CAN BO

b) Chitc vy ctia nguot ky

Chirc vu ghi trén van ban 1a chirc vu 1anh dao chinh thirc cua ngudi ky van ban
trong co quan, t6 chirc; chi ghi chitc vu nhu Bo truéng (B6 trudng, Chi nhiém),
Thir truéng, Chi tich, Phé Chu tich, Giam déc, Pho Giam doc, Q. Giam déc (Quyén
Giam dbc) v.v.., khong ghi nhimg chirc vu ma Nha nude khéng quy dinh nhu: cip
phé thudng truc, cap pho phu trach, v.v...; khong ghi lai tén co quan, td chie, trir cac
van ban lién tich, van ban do hai hay nhiéu co quan, td chirc ban hanh; viéc ky thura
1énh, ky thira ity quyén do cac co quan, t6 chitc quy dinh cu thé bang van ban.

Churc danh ghi trén van ban do céc t6 chue tu van (khong thudc co cau to chic
cuia co quan duogc quy dinh tai quyét dinh thanh lap; quyét dinh quy dinh chirc ning,
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nhiém vy, co ciu td chirc ciia co quan) ban hanh 1a chirc danh lanh dao cta ngudi ky
vin ban trong ban hoic hoi déng. Ddi véi nhimg ban, hoi déng khong duogc phép st
dung con déu ctia co quan, t6 chirc thi chi ghi chirc danh ctia ngudi ky van ban trong
ban hoic hoi dong, khong duoc ghi chirc vu trong co quan, td chirc.

Chirc vu (Chirc danh) cta ngudi ky vin ban do hdi dong hodc ban chi dao cia
Nha nudc ban hanh ma lanh dao B Xay dung lam Trudng ban hodc Pho Trudng
ban, Chu tich hodac Phé Chu tich Héi déng dugc ghi nhu sau, vi du:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit ky, dau ciia Bé Xdy dung) (Chit ky, ddu ciia Bé Xdy dung)
BO TRUONG BQ XAYDUNG THU TRUONG BQ XAY DUNG
Nguyén Vin A Trin Vin B

Chtrc vu (Chirc danh) ctia ngudi ky van ban do hdi dong hoac ban cia B Xay
dung ban hanh ma Thr truong B Xay dung lam Chu tich Hoi dong hodc Trudng
ban, 1anh dao cac Cuc, Vu thudc B Xay dung lam Phé Chu tich Hoi dc“ing hoac Pho
Trudéng ban duge ghi nhu sau, vi du:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, dédu ciia B¢ Xay dung) (Chir ky, ddu ciia Bé Xay dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BO
Tran Vin B Lé Viin C

¢) Ho tén bao gom ho, tén dém (néu c6) va tén ctia nguoi ky van ban

Ddi v6i van ban hanh chinh, trude ho tén cta nguoi ky, khong ghi hoc ham, hoc
vi va cac danh hiéu danh du khac. Déi voi vin ban giao dich; van ban cia cac to
chire su nghiép giao duc, y té, khoa hoc hodc luc luong vii trang dugc ghi thém hoc
ham, hoc vi, quan ham.

2. Ky thuat trinh bay

Quyén han, chirc vu ctia nguoi ky duoc trinh bay tai 6 s6 7a; chirc vu khac cua
nguoi ky dugc trinh bay tai 6 s6 7b; céc chir viét tat quyén han nhu: “TM.”, “KT.”,
“TL.”, “TUQ.” hodc quyén han va chirc vu ctia ngudi ky dugc trinh bay bang chit in
hoa, c¢& chit tir 13 dén 14, kiéu chir ding, dam.
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Ho tén ctia ngudi ky vin ban duoc trinh bay tai 6 sé 7b; bang chir in thudng, c&
chit tir 13 dén 14, kiéu chir dimg, dam, dugc dat canh giira so vdi quyén han, chirc
vu cua nguoi ky.

Chit ky ctia nguoi 6 tham quyén dugc trinh bay tai 6 s6 7c.

Diéu 13. Diu ciia co’ quan, té chirc

1. Viéc dong dAu trén van ban dugc thuc hién theo quy dinh tai Khoan 2 va
Khoan 3 Diéu 26 Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cuia
Chinh phu vé cong tac van thu va quy dinh cua phap luat ¢o6 lién quan; viéc dong dau
giap lai o1 vo1 van ban, tai liéu chuyén nganh va phu luc kém theo dugc thyc hién
theo quy dinh tai Khoan 4 Piéu 26 Nghj dinh s5 110/2004/ND-CP.

2. Déu cia co quan, t& chirc dugc trinh bay tai 6 s6 8; dau giap lai duge dong vao
khoang giita mép phai ctia vin ban hoidc phu luc van ban, trim 1én mét phan céc to
giay; méi dau dong toi da 05 trang vin ban.

Diéu 14. Noi nhéin

1. Thé thirc

Noi nhén xac dinh nhitng co quan, to chire, don vi va ca nhan nhan van ban va

c6 trach nhiém nhu d€ xem xét, gidi quyet; dé thi hanh; dé kiém tra, giam sat; dé bao -

cao; dé trao dd1 cdng viéc; dé biét va dé luu.

Noi nhan phai duge xac dinh cu thé trong van ban. Can ¢t quy dinh cta phap

luat; can cr chirc nang, nhiém vu, quyén han cuia co quan, td chirc va quan hé cong
tac; can cir yéu cau giai quyét cong viéc, don vi hodc ca nhan soan thao hodc chu tri
soan thao co trach nhiém dé xuit nhimg co quan, td chirc, don vi va ca nhan nhan
van ban trinh ngudi ky vin ban quyét dinh.

Déi voi vin ban chi giri cho mot sé dbi tuong cu thé thi phai ghi tén timg co
quan, tb chirc, ca nhan nhan van ban; dbi voi van ban dugc gui cho mét hoac mét sb
nhém dbi tuong nhat dinh thi noi nhin dwoc ghi chung, vi du:

- Cac B9, co quan ngang B9, co quan thu¢c Chinh phu;

- Uy ban nhén dén cac tinh, thanh phd truc thudc Trung wong;

Péi voi nhitng van ban c6 ghi tén loai, noi nhian bao gdm tir “Noi nhan” va phan
liét ké cac co quan, t6 chire, don vi va ca nhan nhan van ban.

Déi voi cong van hanh chinh, noi nhin bao gdm hai phan:

- Phan th{r nhat bao gom tir “Kinh giri”, sau do la tén cac co quan, t6 chirc hosc
don vi, ca nhan tryc tiép giai quyét cong viéc;
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- Phén thir hai bao gdm tir “Noi nhan”, phia dudi 1 tir “Nhu trén”, tiép theo 1a
tén cac co quan, to chirc, don vi va ca nhan c6 lién quan khac nhan van ban.

2. Ky thuat trinh bay

Noi nhan dugc trinh bay tai 6 s6 9a va 9b.

Phén noi nhén tai 6 s6 9a dugc trinh bay nhu sau:

- Tur “Kinh giri” va tén cac co quan, t chirc hoac ca nhan nhan van ban duoc
trinh bay bang chit in thudng, ¢& chit tir 13 dén 14, kiéu chir dimg;

- Sau tir “Kinh giri” c6 ddu hai chim; néu cong van giri cho mdt co quan, t6 chirc
hodc mdt ca nhan thi tir “Kinh gtri” va tén co quan, t6 chirc hodc ca nhan dugc trinh
bay trén cung mot dong; truong hop cong van giri cho hai co quan, to chirc hodc ca
nhén tr¢ 1€n thi xuéng dong; tén méi co quan, td chic, ¢4 nhan hodc mdi nhdém co
quan, t6 chire, ca nhan duogc trinh bay trén mét dong riéng, dau dong c6 gach dau
dong, cudi dong c6 dau cham phay, cudi dong cudi cung cé dau cham,; cac gach dau
dong dugc trinh bay thang hang v&i nhau dudi dau hai cham.

Phan noi nhan tai 6 s6 9b (4p dung chung ddi véi cong van hanh chinh va cac
loai vdn ban khac) dugc trinh bay nhu sau:

- Tir “Noi nhan” dugc trinh bay trén mét dong riéng (ngang hang véi dong chit
“quyén han, chitc vu cua nguoi ky” va sat 1é trai), sau co dau hai cham, bﬁng chirin"

thuong, ¢ chir 12, kiéu chit nghiéng, dam;

- Phan liét ké cac co quan, t6 chirc, don vi va ca nhan nhan vin ban dugc trinh
bay bang chir in thuong, ¢& chir 11, kiéu chir dimg; tén mdi co quan, t6 chirc, don
vi va ca nhan hodc mdi nhém co quan, t6 chirc, don vi nhan vin ban dugc trinh bay
trén mot dong riéng, dau dong co gach ddu dong sat 1& trai, cudi dong co dau chdm
phay; riéng dong cudi cung bao gom chir “Luu” sau ¢6 dau hai cham, tiép theo la
chir viét tat “VT” (Vin thu co quan, to chirc), dau phay, chit viét tat tén don vi (hoic
bd phén) soan thao van ban va s6 lugng ban luu (chi trong nhitng trudng hop can
thiét), cudi cung la dau cham.

Piéu 15. Cac thanh phin khac

1. Theé thirc

a) Dau chi mirc d6 mat

Viéc xac dinh va déng dau do mat (tuyét mat, t6i mat hodc mat), dau thu hoi doi
vO1 van ban ¢6 ndi dung bi mét nha nudc dugce thuc hién theo quy dinh tai Diéu 5, 6,
7, 8 cua Phap 1énh Bao vé bi mat nha nude nam 2000.
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b) Déu chi mirc d6 khan

Tuy theo murc do can duoc chuyén phat nhanh, van ban dugc xac dinh do khan
theo bon mirc sau: khan, thuong khéan, hoa téc, hoa téc hen gio; khi soan thao van
ban c¢o tinh chat khan, don vi hoac ca nhan soan thao van ban dé xuat mirc dj khan
trinh nguoi ky van ban quyét dinh.

) Péi voi nhirng van ban cé pham vi, dbi tuong dugc phé bién, sir dung han
ché, st dung céc chi dan vé pham vi luu hanh nhu “TRA LAI SAU KHI HOP (HOI
NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOI BO”.

d) Bdi véi cong van, ngoai cac thanh phan duge quy dinh cd thé bo sung dia chi
co quan, to chirc; dia chi thu dién tir (E-Mail); s6 dién thoai, so Telex, s0 Fax; dia chi
trang thong tin dién tir (Website).

d) Péi voi nhitng vin ban can dugc quan 1y chit ché vé s6 lugng ban phat hanh
phai ¢6 ky hiéu ngudi danh may va s6 lugng ban phat hanh.

e) Trudong hop vin ban ¢6 phu luc kém theo thi trong vin ban phai c6 chi dan vé
phu luc d@6. Phu luc van ban phai c6 ti€u dé; van ban c¢6 tir hai phu luc trd 1én thi cac
phu luc phai dugc danh sb thir tu bang chir s6 La Ma.

g) Van ban c¢6 hai trang trd 1én thi phai danh s6 trang bang chir s6 A-rap.

2. Ky thuat trinh bay

a) Dau chi mirc d6 mét

Con du cac do mat (TUYET MAT, TOI MAT hodc MAT) va du thu hdi duogc
khic san theo quy dinh tai Muc 2 Thong tu s6 12/2002/TT-BCA ngay 13 thang 9
nim 2002 hudng dan thue hién Nghi dinh s6 33/2002/ND-CP ciia Chinh phi quy
dinh chi tiét thi hanh Phap 1énh Béo vé bi mat nha nudc ndm 2000. Dau dd mat duoc
dong vao 6 so 10a, dau thu hoi duge dong vao 650 11.

b) Dau chi murc do khan

Con dau cac do khan dugc khac sdn hinh chi¥ nhat c6 kich thuéc 30mm x 8mm,
40mm x 8mm va 20mm x 8mm, trén d6 cac tir “KHAN”, “THUONG KHAN”,
“HOA TOC” va “HOA TOC HEN GIO” trinh bay bang chit in hoa, phong chit
Times New Roman ¢& chir tir 13 dén 14, ki€u chir dimg, dam va dat can doi trong
khung hinh chit nhat vién don. Dau d¢ khan dugc dong vao 6 s6 10b. Muc dé dong
diu d6 khan ding mau do tuoi.

¢) Cac chi dan vé& pham vi Iuu hanh

Céc chi dan vé pham vi luu hanh trinh bay tai 6 s6 11; cac cum tir “TRA LAI
SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOI BQ”
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trinh bay can d6i trong mot khung hinh chir nhat vién don, bang chit in hoa, phong
chir Times New Roman, ¢ chir tir 13 dén 14, kiéu chit dimg, dam.

d) Pia chi co quan, t6 chirc; dia chi thu dién tir (E-Mail); s dién thoai, s Telex,
s6 Fax; dia chi Trang thong tin dién tir (Website)

Cac thanh phan nay dugc trinh bay tai 6 s6 14 trang thir nhit cua van ban, bang
chir in thuong, ¢& chit tir 11 d&én 12, kiéu chit dimg, dudi mot duong ké nét lién kéo
dai hét chiéu ngang ciia ving trinh bay van ban.

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

Puoc trinh bay tai 6 s6 13; ky hiéu bang chit in hoa, s6 luong ban bang chir sb
A-rap, c& chir 11, kiéu chir dimg.

e) Phu luc van ban

Phu lyc van ban dugc trinh bay trén cac trang riéng; tr “Phu luc” va s6 thir tu
ctia phu luc dugc trinh bay thanh mot dong riéng, canh giita, bang chir in thuong, &
chit 14, kiéu chir ding, dam,; tén phu luc duoc trinh bay canh giira, bﬁng chir in hoa,
c& chir tir 13 dén 14, kiéu chir dimg, dam.

g) S6 trang vén ban

S6 trang duoc trinh bay tai goc phai & cudi trang gidy (phan footer) bang chir s¢-
A-rp, ¢ chit 13 - 14, kiéu chir ding, khong danh sb trang thir nhét. S trang cua

phu luc duge danh sé riéng theo timg phu luc.

Mau chit va chi tiét trinh bay cac thanh phéan thé thirc van ban duge minh hoa tai
Phu luc IV kem theo Thong tu nay.

Mau trinh bay mét s loai vn ban hanh chinh dugc minh hoa tai Phu luc V kém
theo Thong tu nay.

Chuong 111
THE THUC VA KY THUAT TRINH BAY BAN SAO

Diéu 16. Thé thirc bin sao

Thé thirc ban sao bao gom:

1. Hinh thirc sao

“SAO 'Y BAN CHINH” hogc “TRICH SAO” hoic “SAO LUC”.

2. Tén co quan, t0 chirc sao van ban
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3. S6, ky hiéu ban sao bao gém s thir tr ding ky duoc danh chung cho cac loai
ban sao do co quan, to chirc thuc hién va chix viét tat tén loai ban sao theo Bang chit
viét tat tén loai van ban va ban sao kém theo Théng tu nay (Phu luc I). S§ duoc ghi
bang chir s6 A-rap, bat dau tir s6 01 vao ngdy dau nam va két thic vao ngay 31 thang
12 hang nam.

4. Chc thanh phan thé thic khéc cta ban sao van ban gom dia danh va ngay,
thang, nam sao; quyen han, chtic vy, ho tén va chir ky clia ngudi c6 tham quyen
dau ctia co quan, t6 chirc sao vin ban va noi nhan dugc thuc hién theo hudéng dan tai
Piéu 9, 12, 13 va 14 cia Thong tu nay.

Piéu 17. K§ thuat trinh bay

1. Vi tri trinh bay cac thanh phan thé thirc ban sao (trén trang gidy kho A4)

Thuc hién theo so d6 b tri cac thanh phan thé thirc ban sao kém theo Thong tu
nay (Phu luc III).

_Céc thanh phan thé thirc ban sao duoc trinh bay trén cing mot to gidy, ngay sau
phan cué-ir cﬁng cta van ban can sao dugc photocopy, dudi mot duong ké nét lién,
kéo dai hét chiéu ngang ctia vung trinh bay van ban.

2. K¥ thuit trinh bay ban sao

a) Cum tir “SAO Y BAN CHINH”, “TRICH SAO” hoic “SAO LUC” dugc. -
trinh bay tai 6 s0 1 (Phy luc II) bang chir in hoa, ¢& chit tir 13 dén 14, kiéu chir| -

dimng, dam.

b) Tén co quan, t6 chirc sao van ban (tai 6 s6 2); s, ky hiéu ban sao (tai 6 sb
3); dia danh va ngay, thang, nim sao (tai 6 s6 4); chirc vu, ho tén va chir ky cla
ngudi cd tham quyén (tai 6 sé 5a, 5b va 5¢); dau ciia co quan, to chirc sao vin ban
(tai 6 s0 6); noi nhan (tai 6 s6 7) dugc trinh bay theo hudng dan trinh bay cac thanh
phan thé thirc tai Phu luc II1.

Mau chir va chi tiét trinh bay cac thanh phan thé thirc ban sao duge minh hoa
tai Phu luc IV; mau trinh bay ban sao dugc minh hoa tai Phu luc V kém theo Thong
tu nay.

Chuong IV
TO CHUC THU'C HIEN

Dicu 18. Piéu khoan thi hanh
Thong tur nay ¢ hidu luc sau 45 ngay, ké tir ngay ky.
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Nhitng quy dinh vé thé thirc va k¥ thuat trinh by vin ban hanh chinh va ban sao
vin ban duoc quy dinh tai Thong tur lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06
thang 5 nim 2005 ctia Bo Noi vu va Vian phong Chinh pht huéng dan thé thirc va ky
thuat trinh bay van ban hanh chinh trai véi Thong tu nay bi bai bo.

Piéu 19. T6 chirc thuc hién

B6, co quan ngang BJ, co quan thudc Chinh phu, Uy ban nhéan dan céc tinh,
thanh phé truc thudc Trung wong, Tap doan kinh té nha nudc, Toéng cong ty nha
nudce (91) chiu trach nhiém t6 chirc trién khai thuc hién Théng tur nay.

Cac B, nganh cin cir quy dinh thé thirc va kj thuat trinh bay van ban tai
Théng tu nay dé quy dinh thé thirc va k¥ thuét trinh bay vin ban chuyén nganh
cho phu hop./.

BQ TRUONG

A - A
Tran Van Tuan
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CONG BAO/S6 93 + 94 ngay 11-02-

2011 27

Phu luc 1

BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kém theo Thong tw s6 01/2011/TT-BNV ngay 19 thing 01 nam 2011

cua Bo Noi vu)

STT Tén loai vin bin hanh chinh Chir viét tit
1 | Nghi quyét (ca biét) NQ
""" 2 |Quyétdinh(cabien | Qb
""" 3 |Chithi(cabiey | ¢t
T Quyehe e
5 | Quydinh Qyb
""" 6 |Thongcéo |  T1C
""" 7 |Théngbae | 1B
8 |Hwmgda | HD
""" 9 |Chwongtih | ¢
""" 10 |Kéhoach | KH
""" 11 |Phwongan | pA
""" 2 |pé&n | pA
""" 3 |pggn | pA
""" 14 |Baocdo | BC
""" 15 |Biénban | BB
""" 16 |Totwich | T
""" 17 |Hopdong | w
""" 18 |cengvan |
""" 19 |Céngden | oo
20 |Banghinh¢ | GN
- 21 |Bamcamké& | cK
22 |Banthéathuan | TTh
23 |Gidychimgnhan | cN
- 24 |Gidyayquyen | uvQ
25 |Giaymei | GM
26 |Gidygisithiew | &r
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STT Tén loai viin ban hanh chinh Chix viét tit
27 |Gidgynghiphep | NP
28 |Gidydidwong | PP
29 |Gidybiénnhanhése | BN
30 |phibugi | PG
31 |Phiuchuyen | pc
32 |Thweong
""""""" Bansaovinban |
L |Bansaoybanchih | sy
2 Ban trich sao TS
""" 3 |Bansaolyge | s
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Phu luc II __
SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN

(Trén mot trang gidy khd A4: 210 mm x 297 mm)

(Kem theo Thong tw s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011

cua Bo Noi vu)

1 5-201mm

20-25[mm 11
2 1
| 15 |
| M|
3 4
5b Sa
10a 9a
10b 12
30-35 mm
—
6
Ta
9b
13 8 ) Tc
Tb
14

20-2SImm
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7a, 7b, T¢c
8

9a, 9b
10a

10b

11

12

13

14

15

Thanh phan thé thic viin ban

Quéc hiéu

Tén co quan, to chirc ban hanh van ban

S, ky hiéu cua vin ban

Dia danh va ngay, thang, nam ban hanh van ban
Tén loai va trich yéu ndi dung vin ban

Trich yéu noi dung cong van

Né1 dung van ban

Quyén han, chirc vu, ho tén va chit ky cta nguoi c6 thim quyén
DAu clia co quan, o chirc

Noi nhan

Déu chi mirc d6 mat

Dau chi murc d6 khan

Dau thu héi va chi din vé pham vi luu hanh
Chi dan vé du thao vin ban

Ky hiéu nguoi danh may va sb lugng ban phat hanh

Dia chi co quan, td chirc; dia chi E-Mail; dia chi Website; s6 dién

thoai, s6 Telex, sb Fax
Logo (in chim duéi tén co quan, to chirc ban hanh van ban)

D957 2773
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Phu luc IIT
SO PO BO TRi CAC THANH PHAN THE THUC BAN SAO VAN BAN
(Trén mot trang gidy kho A4: 210 mm x 297 mm)
(Kém theo Théong tur s6 01/2011/TT-BNV ngay 19 thang 01 niam 2011
cua Bo Noi vu)

Fy

20-25|mm

v

PHAN CUOI CUNG CUA VAN BAN PUQC SAO

2 1
30-35 mm 3 4 &
‘ » —
N
Sa -
7
6 ) Sc
Sb
20-ZSInnn
Ghi chii:
O sb Thanh phén thé thirc bin sao

Hinh thirc sao: “sao y ban chinh”, “trich sao” hoac “sao luc”
Tén co quan, t6 chirc sao vin ban
S6, ky hiéu ban sao
. Dia danh va ngay, thang, nam sao
a, 5b,5¢ :  Chuc vy, ho tén va chir ky cua nguoi cd thim quyén
. Dau cua co quan, to chirc
Noi nhan

I B W=
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Phu lyc IV
MAU CHU' VA CHI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAQ
(Kém theo Théng tie 56 01/2011/TT-BNV ngay 19 thang 01 nim 2011 ciia B4 Noi vu)

gy | Thnh phn th hic | Logi | o | o Vi du minh hoa
va chi tiet trinh bay | chir | chir
‘ Co
Phong chit Times New Roman
chit
(1) () @@ 06 (6) (7)
I | Qudc hiéu
 |-Dingten | Inhoa | 12-13 | Ding, dim | CONGHOAXAHQICHUNGHIAVIETNAM | 12
|-Dongdwi | In | 1314 |Ding,tim | Djclip-Tydo-Hanhphic | | I3
thudng
.......... Dongkebendum
. Teanuan,tOChuc .........................................................................................................................
""""" Tonwoquantochee| || | |
chi quan cdp trén tre | Inhoa| 1213 | Dimg BO TAI CHINH 12
tiép
S Teanuan’m(:huc AW Dung,dam CUCQUANLYGIA ................. -
........... Dongkebendum
3 |8 kyhituciavin| I | 13 | Dimg | S ISQDBNV:S6:0SBKHON-VP, | I3
bén thudng S6: 12/UBND-VX

(43

[10T-TO-11 A83U $6 + £6 90S/OYH DNQD
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Thanh phan thé thie | Loai | C& | . . o
ST\ i chitét rinh bay | chit | chip | oeu chi Vidy mink hga
, Cs
Phong chit Times New Roman
chir
(1) (2) Al@| O (6) (7)
4 | Diadanhvangay,thing,| In | 13-14| Nghiéng | Ha Noi, ngay 05 thang 02 nam 2009 Thanh pho | 13
__________ nam ban hanh vénban |thuong| | | HO ChiMinh ngdy 29 thang 6 nam 2009 |
5 | Tén loai va trich yéu
__________ n0idung e e
a | Doi véi vin bin cd tén
.......... O I U AU S S
__________ Ténlogivinbin _ |Inhoa| 14 |Big,dim| —— CHITH] 14
- Trich yéu njiding | In | 14 | Dimg dim Ve cong tic phong, chfmglutbao ------------- 14
T S 1. IO AU RO N
.......... g L N N U S N
JboBoivdicngvin || L
Trichyéunéi dung In | 12-13| Ding V/v ndng bic lwong nim 2009 13
S U L. NN S N
6 | Noi dung van ban In |13-14| Ding Trong cong tac chi do ... 14
S U L. HN S N
a | Gom phﬁn, chuong,
muyc, diéu, khoan,
__________ L I A R A
-Tir“phan”, “churong”
visothitrciaphdn,| In | 14 | Dimg,dim Phan I Chwongl | 14
chuong thuong

DNOD

€e

110Z-TO0-11 AeSuU +6 + £6 9S/0OVH
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Thanh phén thé thic | Loai | C& PR L
ST\ i chitiét rinh by | chie | chip | oeu chi Vidy minh hoa
, Cd
Phong chir Times New Roman
chir
(1) (2) Q| @] 6 (6) (7)
-Tiéude ctaphan, chuong | Inhoa | 13-14 | Ding, dam | QUY PINH CHUNG QUYDINH | 14
SN IS NS NS WSS WO S oL V¢S -
Tu“myc”vasothitw | In | 14 | Ding, dam Muc1 14
............................................ LG4 A N
oz TiCudCciamue  (Inhoa| 12-13 | Dimg ddm | GIAITHICH LUAT, PHAPLENH | 13
“bidu In | 13-14 | Dimg, dim Diu 1. Ban sao vin ban i4
e ONG
Khodn In [ 13-14] Dimg |1.Cachinhthic.. 14
SO U 1.4 S A NSO
Diém In | 13-14| Dung |a)boiva 14
........................................... L S S A
Tuét In | 13-14] Dung 14
S A 1. 4 N A N
Tiéu tiét In |13-14] Dimg |+ 14
SO W L., 4 S A WO
b | Gomphan, muyc, khodn,
__________ diem et teutiet | L ]
-Tu“phin"vasothity| In | 14 | Dimg, dam Phan] 14
S AU 1.4 N WO N S
. |-Tieudecuaphan _|Inhoa| 13-14 | Dimg,dim | TINHHINH THUC HIENNHIEM VU .. | 14
- S thr tur va tiéu dé | Inhoa | 13-14 | Pimg, dam | L. NHUNG KET QUA... 14
clia muyc

143

+ €6 9S/0vVd DNOD

I1102-20-11 Ae3u 6
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Thanh phén thé thire

Loai

C

A ~ ' f
ML\ i chitiée tinh bay | chir | chip | eu ehe Vidy minh hoa
Co
Phong chit Times New Roman
chir
() 2) ® | @ () (6) ()
Khodn: e e
Truong hop co tiéu @ I | 1314 Ding, dam | 1. Pham vi va doi twgng ap dung 14
R L. A N
Truémg hop khong ¢6| In | 13-14| Dimg |1 Thongtunay ¢6 higu lye thi hanh sau 15 14
LTS L. I N R
Diém In |13-14] Dimg |a)Doivéi 14
R L. S A A A
LS NN B LS R — 4
et Ll LS A 1 4,
7 | Chic vy, ho tn cla
L N AU MU NN N N
- Quyén han ciia nguoi | Inhoa | 13-14 | Dimg, dam | TM. UY BAN NHAN DAN KTBOTRUONG 14
Ky
- Chirc vy cia nguoi | Inhoa | 13-14 | Dimg, dam CHU TICH THUTRUONG | 14
ky
‘Hoténcianguoiky | In | 13-14| Dimg,dam |  NguyénVinA  |TednVinB | 14
R ... S N N U
O L AU RO SR SO
a |Tu“kinhgni"vaténco| In | 14 Pimg 14
quan, 0 i, cAnhin [0omg| |
- Giri mot noi Kinh guri: B Cong thuong 14

OoOvd DNOQD

S/

=33

Y6 + €69

110C-2O-1T Ae3u
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Thanh phan thé thie | Loai | C& P S
ST i i fiét trinhbiy | chir | chip | eu chi Vi dy minkh hoa
‘ Co
Phong chit Times New Roman
chir
(1) (2) G | @ () 6) (7)
- Giri nhiéu noi Kinh gir: 14
- B Noi vy
- B Ké hoach va Déau i,
- B) Tai chinh,
b | Tlr“noinhdn” va ténco
quan, t6 chitc, c4 nhin
- Tir “not nhn” In | 12 | Nghiéng, |Noinhdn: Noi nhin: (d6i voi | 12
S PO L. T I | congvam) |
-Téncoquan,tochic,| In | 11 Pimg |- Cac By, co quan ngang | - Nhu trén; 1
c4 nhan nhin vén bén, | thuong Bo, ...; e,
ban sao e, Luu: VT, NVDP,
- Luu: VT, TCCB.
9 | Diu chimic do khin | Inhoa | 13-14 | Dimg, dam HOATOC | [THUONG KHAN| [ KEAN 13
10 |Chidanvéphamvilwu| In | 13-14 | Dimg, ddm XEM XONGTRA LAI LUUH}\NHN()IBO 13
hanh thuong
11 E;:i din vé duthao van | Inhoa | 13-14 | Dimg, dim DU THAO DU THAO 10 13

9t

6:9S/0vVd DONOD

1102-TO-11 ABSU 6.4 &
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Thanh phén thé thire

Loai

Co

‘A - ’ .
STEY v chi it trinh bay | chir | chip | oeu chi Vidy miah hoa
, Cs
Phong chir Times New Roman .
chir
(1) (2) G | @ (5) (6) (7)
12 Ky hiéu nguoi danh| In | 1I Dimg PL.(300) 1
mdy, nhan ban va s0 | thuong
__________ s S SN NSS! NN AR A N
13 |Dia chi co quan, to| In | 11-12| Bimg | SXX pho Trang Tién, quin Hoan Kiém, HaNGi | 11
chic; dia chi E-Mail, | thuong DT: (04) XXXXXXX, Fax; (04) XXXXXXX
Website; so dién thoai, E-Mail; Website:
__________ e o S N N A A
4 Phwhevanban e
- Tir “phu lue” va 50 Phu luc I
thir ty cta phy lye In | 14 | Ding dam 14
____________________________________________ twong |
_|;Teudeciaphuluc |inboa| 13-14| Ding,¢im |  BANGCHUVIETTAT | 14
15 |80 trang In |13-14| Ding 2,713 14
____________________________________________ i I N N
16 | Hinh thitc sao Inhoa| 13-14 | Dimg, dim SAQY BAN CHINH, TRICH SAO, | 14

SAOLUC

Ghi chi: C chi trong cling mot vin bén ting, giam phai thing nhét, vi du: Qudc hiéu, dong trén ¢ chir 13, dong
dui cd chir 14; nhung Quoc hiéu, dong trén o chit 12, thi dong duoi cd chit 13; dia danh va ngay, théng, nim vin ban

¢d chir

13,

LE

110Z2-20-1[ A83U +6 + £6 9S/0VH DNOD
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Phu luc V
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN

(Kem theo Thong ti s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011

cua Bo Noi vu)

1. Miu trinh bay vin bin hanh chinh

Mau 1.1

- Nghi quyét (ca biét)

Mau 1.1.1 - Nghi quyét (ca biét) cia Thudng truc HDND
Mau 1.1.2 - Nghi quyét ciia Hoi dong quan tri

Mau 1.2
Maiu 1.3
Mau 1.4
Mau 1.5
Maiu 1.6
Mau 1.7
Mau 1.8
Mau 1.9
Mau 1.10
Mau 1.11
Mau 1.12
Mau 1.13
Mau 1.14
Mau 1.15
Mau 1.16
Mau 1.17
Mau 1.18
Mau 1.19

- Quyét dinh (ca biét) (quy dinh tryuc tiép)

- Quyét dinh (ca biét) (quy dinh gian tiép)

- Vian ban ¢o tén loai khac

- Cong van

- Quyét dinh (c4 biét) (quy dinh truc tiép) cua Thuong truc HDND
- Van ban co tén loai cua cac Ban HDND

- Vin ban c6 tén loai ctia Doan Dai biéu Quéc hoi
- Cong dién

- Gidy moi

- Gidy gioi thiéu

- Bién ban

- Gidy bién nhan hd so

- Gidy chimg nhin

- Gidy di duong

- Gidy nghi phép

- Phiéu chuyén

- Phiéu giri

- Thu cong

2. Miu trinh bay ban sao viin bin

Mau 2.1

Ban sao van ban
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Miu 1.1 - Nghi quyét (c4 biét)

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

TEN CO QUAN, TO CHUC (2) Pic lap - Tu do - Hanh phiic
Sb:...... INQ-...(3)... w(4)..., ngay.... thang...... ndm 20....
NGHI QUYET
THAM QUYEN BAN HANH
L1 1oL | O
L0 1 ] | T
QUYET NGHI:
Pitu 1. [(2) YOS
Pitu
Piéu
.
Noi nhn: QUYEN HAN, CHUC VU CUA NGUOI KY
- Niur igy. (Chit ky, diu)

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

- Luu: VT, ..(7). Axx(8). Ho va tén

Ghi chu:

(1) Tén co quan, td chirc chii quan truc tiép (néu c).

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

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

(4) Dia danh. )

(5) Trich yéu nd1 dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chir viét tat tén don vi soan thao van ban va sb lugng ban luu (néu can).
(8) Ky hiéu nguoi danh may, nhan ban va sd lwgng ban phat hanh (néu can).

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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Mau 1.1.1 - Nghi quyét (ca biét) ciia Thuwong true HDND

HOI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

eee(D)aee Poc 1dp - Tu do - Hanh phic
So....../NQ-HPND wo(2)..., ngay.... thang..... nam 20....
NGHI QUYET

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

Cén cur Luat To chirc Hoi dong nhan dan va Uy ban nhan dan ngay 26 thang 11
nam 2003;
CaAN CI e viiieciiecninecnieenies (B e

QUYET NGHI:
DHEU Le e eeeeeeees (D)oo s et see e seeeed

Noi nhin: TM. THUONG TRUC HDND
- Nhu Bleu ..... ; CHU TICH (6)
e (Chit ky, dau)

- Luu: VT, . (7) A.xx(8). Ho v tén

Ghi chu:

(1) Tén tinh, thanh phé truc thude Trung uong (tén thi xa, thanh phd thudc tinh; tén x4, thi trén).

(2) bia danh.

(3) Trich yéu ndi dung nghi quyét.

(4) Cac can cuir khac d€ ban hanh nghi quyét.

(5) NG1 dung ngh1 quyét.

(6) Chirc vu cua nguoi ky, trudng hgp Pho Chu tich duge glao ky thay Cha tich thi ghi chir viét
tit “KT.” vao trude chirc vu Chu tich, bén dudi ghi chirc vu cua ngudi ky (Pho Chu tich).

(7) Chir viét tit tén don vi soan thao va sb luqng ban luu (néu cén),

(8) Ky hiéu ngudi danh may, nhan ban va sb lugng ban phat hanh (néu can).
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MAu 1.1.2 - Nghi quyét ciia Hoi dong quan tri

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

TEN CO QUAN, TO CHUC () Pic lap - Tu do - Hanh phiic
S6......... NQ-...(3)... o(4)..., ngay... thang... nam 20....
NGHI QUYET

HOI PONG QUAN TRI ... (2) ...

g

CAIL Ol vt e e e e e e s eeeeseseessemeseenereeseeeeseseeseenesseesneseseennnnnsy B
(=1 1 o1 1 R %

i

. E

. Z

=

QUYET NGHI: E

37T POTTRS () W 33
Piéu ... 2
. i

=

Noi nhdn: TM. HOI BONG QUAN TRI j;
- Nhu Bleu CHU TICH (7) =
(Chu‘ky ddu) e

=

- Luu: VT, ...(8). A.xx(9).
Ho va tén

Ghi chu:

1) Tén co quan, td chirc chu quan truc tiép (néu ¢6) hodc Cong ty me (néu can).

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

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

(4) bia danh.

(5) Trich yéu néi dung nghi quyét.

(6) Noi dung nghi quyet.

(7) Chirc vu ctia ngum ky, truong hop Pho Chu tich duoc glao ky thay Chu tich thi ghi chir viét
tat “KT.” vao trudce chirc vu Chu tich, bén dudi ghi chuc vu cua nguoi ky (Pho Chu tich).
(8) Chir viét tit tén don vi soan thao vin ban va s0 lugng ban luu (néu can).

(9) Ky hiéu ngudi danh may, nhin ban va sé luong ban phat hanh (néu can).
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Mau 1.2 - Quyét dinh (quy dinh truec tiép)

TEN CQ, TCCHUQUAN(1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Péc l4p - Tu do - Hanh phiic

ST ) — Qb-...4)... ... (3) ......., ngay... thang... nam 20...

QUYET PINH

THAM QUYEN BAN HANH (7)

(72101 o1 | SO URRTRURSUUSRRRSRURY (. ) [OOSR U VUSROS SUPRE.
CAN CU .evvveeeeeeccreeenreeenneceenneeseinreesnnees (D) teviierrreeisieeeiisneesseseeesseeerssseesssseesns]
X6t A8 NENT CUA .ot eee s s saseessssessesesessesseny

.

-

QUYET PINH:

DICU Le oo, (10) e eeeeeeeee e ese e eee e

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (11)
- Nhu biéu....; (Chﬁ' kJ}, dcfu)

- Luu: VT, ...(12). Axx(13). Hova tén
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Ghi chi:

(1) Tén co quan, to chirc chu quan truc tiép (néu cb).

(2) Tén co quan, to chirc hodc chirc danh nha nudce ban hanh quyct dinh.

(3) boi voi quyet dinh cé biét, khong ghi nam ban hanh gitra s0 va ky hi¢u clia van ban.

(4) Chir viét tat tén co quan, td chirc hodc chiic danh nha nude ban hanh quyét dinh,

(5) bia danh. ’

(6) Trich yéu ndi dung quyet dinh.

(7) Néu tham quyc%n ban hanh quyét dinh thudc vé nguoi dimg dau co quan, t6 chire thi ghi chire vu
cua nguoi dung dau (vi du: Bo truong B4..., Cuc truong Cuc..., Gidm doc..., Vién trudng Vién...,
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Chu tich...); néu tham quyén ban hanh quyét dinh thudc vé tap thé lanh dao hodc co quan, t chirc
thi ghi tén tap thé hodc tén co quan, to chirc d6 (vi du: Ban thuong vu..., Hoi dong.. ., Uy ban nhan
dan...).

(8) Néu cac cin cir truc tiép dé ban hanh quyét dinh (vin ban thanh lap, quy dinh chirc ning, nhiém
vu, quyén han ctia co quan, t6 chirc).

(9) Cac vin ban phap 1y lién quan truc tiép dén van dé giai quyét trong ndi dung quyét dinh.

(10) Noi dung quyét dinh.

(11) Quyén han, chiic vu cia nguoi ky nhu Bo truong, Cuc truong, Giam ddc, Vién truong v.v..
truong hop ky thay mat tap thé lanh dao thi ghi chir viét tit “TM.” vao trudc tén co quan, to chuc
hodc tén tap the lanh dao (vi du: TM. Uy ban nhén dén, TM. Ban Thuong vu, TM. Hoi dong...);
truong hO‘p cip pho duoc giao ky thay ngudi dimng dau co quan thi ghi chir viét tit “KT.” vao trude
chirc vu cua nguoi dimg dau, bén dudi ghi chire vu cua ngudi ky van ban; cac truong hop khac
thuc hién theo huéng dan tai Khoan 1, Diéu 12 ctia Thong tur nay.

(12) Chir viét tit tén don vi soan thao va sb lugng ban luu (néu can).

(13) Ky hiéu nguoi danh may, nhan ban va s lugng ban phat hanh (néu cén).
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Mau 1.3 - Quyét dinh (quy dinh gi4n tiép) @

TEN CQ, TC CHU QUAN (1)  CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Doc 1ap - Tu do - Hanh phic

S6: ......./QD-...(3)... vvereei(4)........., ngay.... thang..... nam 20...

QUYET PINH
Ban hanh (Phé duyét) .......... (5] R
THAM QUYEN BAN HANH (6)

sl L4
Can cur (7 ;
cevereeereeenseesnenseessaeessnesnnesssass (1) tereeeireeseeeieeeeiseenseeaeeeseesaeeaesenseeenneneeereens :
Can cu
:

\
Xét deé hi cu
£
UYET DINH:
:
[]

Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ........ (5) cooevveverrcennes

Biéu s
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.
Noi nhén: QUYEN HAN, CHUC VU CUANGUOIKY (8)
- Nhu Diéu....; ,
] (Chit ky, dau)
- Luu: VT, . (9) Axx(10). Ho va tén
Ghi chu:

(*) Mau nay ap dung dbi véi cac quyet dinh (ca bi€t) ban hanh hay phé duyét mdt van ban khac
nhur quy ché, quy dinh, chuong trinh, ké hoach, dé an, phuong an. .

(1) Tén co quan, to chtrc chu quan trye t1ep (néu co)

(2) Tén co quan, to chirc hogc chirc danh nha nude ban hanh quyét dinh.

(3) Chir viét tit tén co quan, td chitc hodc chirc danh nha nuéc ban hanh quyét dinh.

(4) Dia danh. '

(5) Trich yéu ndi dung quyet dinh.
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(6) Néu tham quyén ban hanh quyét dinh thudc vé nguoi dimg dau co quan, to chire thi ghi chirc
vu cua nguoi dung dau (vi du: B truong BS..., Cuc truong Cyc..., Giam doc..., Vién truong
Vién..., Chu tich...); néu tham quyén ban hanh quyet dinh thudc vé tap thé lanh dao hoac co
quan, to chirc thi ghi tén tap thé hodc tén co quan, to chirc d6 (vi du: Ban thuong vu..., Hoi
ddng..., Uy ban nhén dan...).

(7) Néu cac can cir tryc tiép dé ban hanh quyét dinh (nhu ghi chii & mau 1.2).

(8) Quyén han, chirc vu cua ngudi ky nhu Bo truong, Cuc truong, Giam ddc, Vién truong V.V..
trueong hop ky thay mat tap thé lanh dao thi ghi chir viét tit “TM.” vao trudc tén co quan, to chu'c
hodc tén tap thé lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thuong vu, TM. Hoi dong...);
truong hop cap pho dugc giao k thay nguoi dimg déu co quan thi ghi chir viét tit “KT.” vao trude
chirc vy cua nguoi dimg dau, bén dudi ghi chirc vu cua nguoi ky van ban; cac truong hgp khac
thuc hién theo huéng dan tai Khoan 1, Diéu 12 ciia Thong tur nay.

(9) Chir viét tat tén don vi soan thao va sd luong ban hwu (néu can).
(10) Ky hi¢u ngudi danh may, nhan ban va s6 lugng ban phat hanh (néu can).
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M3u viin ban (ban hanh kém theo quyét dinh)

TENCQ, TCCHUQUAN ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc lip - Tw do - Hanh phiic

TEN LOAI VAN BAN
(Ban hanh kem theo Quyet dmh SO cooereeean, /OP-.....
ngay ... thang ... nam 20... cua ...........)

Chuong I
QUY PINH CHUNG

DHCU L oo e e et ee e
Diéu 2

Chuong .
Piéu

Chuong
DHEU cvv oot e een st
31T OO

..................................................................................................................... /.
QUYEN HAN, CHUC VU CUANGUOI KY
(Chit ky, ddu)
Nguyén Vin A
Ghi chu

(*) Mau nay ‘ap dung d6i vi cac van ban duoc ban hanh kém theo quyét dinh (c4 biét), b cuc
c6 thé bao gom chucmg, muc, diéu, khoan, diém.
(1) Trich yéu ndi dung ctia van ban
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MAu 1.4 - Vin bén cé tén loai khac ©

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

TEN CO QUAN, TO CHUC (2) Poc lap - Tu do - Hanh phiic
) B O (5) ......., ngay..... thang....... nam 20...
TEN LOAI VAN BAN (6)
............................ ) N
........................................................... (8) v eeeeeeeeeeeeeeeereereseee s e ree e e e

................................................................................................. /.

Noi nhén: QUYEN HAN, CHUC VU CUANGUOI KY (9)
) (Chit ky, diw)

- Lwu: VT, . (10} Axx(11). Ho va tén
Ghi chu:

(*) Mau nay ap dung chung ddi véi da s6 cac hinh thic van ban hanh chinh c6 ghl tén loai cu thé

nhur: chi thi (ca biét), to trinh, théng bao, chuong trinh, ké hoach, dé an, béo cao, quy dinh v.v..

Riéng ddi voi to trinh co thé them thanh phan “kinh gin” ¢ vi tri 9a.

(1) Tén co quan, to chirc chu quan truc tiep (néu co).

(2) Tén co quan, t6 chitc hodc chitc danh nha nudc ban hanh vin ban.

(3) Chir vict tat tén loai van ban.

(4) Chir viét tat tén co quan, t0 chirc hodc chirc danh nha nudc ban hanh van ban.

(5) bia danh.

(6) Tén loai van ban: chi thi (ca biét), to trinh, thong bao, chuong trinh, ké hoach, dé an, phuong

an, bao cao v.v..

(7) Trich yéu ndi dung van ban.

(8) No1 dung van ban.

(9) Ghi quyén han, chirc vu cia nguoi ky nhu B truong, Cuc truong, Giam dbe, Vién truong
; truong ho’p ky thay mat tép thé 1anh dao th1 ghi chir viét tit “TM” vao trudc tén co quan,

to chu'c hogc tén tap thé lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban thuong vy, TM. Hoi

dong .); néu nguoi ky vin ban la cap phé cua nguoi dimg dau co quan thi ghi chir viét tat “KT”

vao trude chire vu cua nguoi dimg dau, bén dudi ghi chirc vy cua ngum ky van ban; cac truong

hop khac thyc hién theo hwdng dan tai Khoan 1, Piéu 12 ciia ‘Théng tur nay.

(10) Chir viét tit tén don vi soan thao va sb lu'cmg ban Iuu (néu can).

(11) Ky hiéu ngudi danh may, nhan béan va sb lugng ban phat hanh (néu can).
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Miu 1.5 - Céng vin

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

TEN CO QUAN, TO CHUC (2) Poc 1ap - Tu do - Hanh phiic
[(3)eemn(D)... ) ... , ngay..... thang.... nam 20...
..(6)....
Kinh giri:

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

.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY(8)
- Nhwr tren’, (Chit ky,, dd)
- LLru VT, . (9) A.xx(10). Ho va tén

S6 XX phd Trang Tién, quin Hoan Kiém, Ha Noi
PT: (043) XXXXXXX, Fax: (043) XXXXXXX
E-Mail: ...coooovveereiirreee, Website: ..o, (11)

Ghi chu:

(1) Tén co quan, to chirc chu quan tryc t1ep (neu co)

(2) Tén co quan, to chirc hodc chirc danh nha nudce ban hanh oong van.

(3) Chur viet tat tén co quan, t6 chirc hodc chirc danh nha nudce ban hanh cong van.

(4) Chir viét tat tén don vi (Vu, phong, ban t6, bd phéan chirc ning) soan thao cong van.

(5) Dia danh.

(6) Trich yéu né}i dung cong van.

(7) Noi dung cOng van.

(8) Ghi quyén han, chirc vu ciia nguoi ky nhu B trudng, Cuc tnmng, Giam dbc, Vién truong

.; truong hop ky thay mét tip thé lanh dao thi ghi chir viét tit “TM” trudc tén co quan, t6 ChlIC

hDac ten tap thé lanh dao, vi du: TM. Uy ban nhan din, TM. Ban thuong vu, TM. Hoi dong

nguoi ky cong van la cap pho cia ngudi dimg du co quan, 6 chic thi ghl chir viét tat ‘KT” vao

trude chirc vy ciia nguoi dimg dau, bén dudi ghi chirc vu ctia ngudi ky cong van; cac truong hop

khac thue hlen theo huréng dan tai Khoan 1, Diéu 12 ciia Thong tu nay.

(9) Chir viét tat tén don vi soan thao va sb llrcmg ban Iuu (néu can).

(10) Ky hiéu ngudi danh may, nhin ban va s lw:mg ban phat hanh (néu can).

(11) Pia chi co quan, to chirc; s6 dién thoai, so Telex, sb Fax; dia chi E-Mail; Website (néu can)
* Néu noi nhan (kinh gl.n) 1a nhimg ¢ chitc danh, chirc vu cao cap cua Nhi nudc, thi phan noi

nhén khong ghi “nhu trén” ma ghi tryc tiép nhimg chirc danh, chirc vu dy vao.
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Mau 1.6 - Quyét dinh (c4 biét) ctia Thwong truc Hi dong nhan dan

HOQI PONG NHANDAN CONG HOA XA HQI CHU NGHIA VIET NAM

we (1) aas Ddéc lap - Tu do - Hanh phic
S6: ....(2).../QD-HPND we(3)....., ngay... thang..... nam 20...
QUYET PINH
V@ vreeennnns (4) eeeeeeennnneenen

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

Can ctr Luat T6 chirc Hoi dong nhan déan va Uy ban nhan dan ngay 26 thang 11
nam 2003;

QUYLT PINH:
DHEU Le cooeoeeeeeeeeeeeeeeeeenerees (6) oo ees e s e eeeeeseseneeeen et
DU « e oo e et evee e e e e et s e s e e s e e e s e s e e e e s s e s e eeaen e e
.
Noi nhén: TM. THUONG TRUC HDND (7)
- Nhu Didu....: CHU TICH (8)
et (Chit ky va ddu HPND)

- Lwu: VT,. .(9)....Axx(10). Ho va tén

Ghi chu:
(1) Tén tinh, thanh ph tryc thuge Trung uong; huyén, quan, thi xa, thanh phd thudce tinh; X3, thi tran,
(2) Sb thir ty ding ky quyét dinh ciia Hoi ddng nhén dén.
(3) bia danh.
(4) Trich yéu noi dung quyét dinh.
(5) Cac can cur khac ap dung dé ban hanh quyét dinh.
(6) Noi dung quyet dinh.
(7 Tham quyén ky van ban.
(8) Néu Phé Chu tich ky thi ghi: KT, CHU TICH
PHO CHU TICH

Néu ty vién Thuong truc ky thi ghi: KT. CHU TICH

UY VIEN THUONG TRUC
(9) Chir viét tit tén don vi soan thao va sb luong ban luu (néu cén).
(10) Ky hiéu ngudi danh may, nhan ban va so luong ban phat hanh (néu can).
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MaAu 1.7 - Van béan ¢6 tén loai cia cac Ban Hji dong nhin dan

HQI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

e (1) oee Doc 1ap - Tu do - Hanh phic
S6: ...(2).../...(3)...-HDND i(4)..., ngay... thang...... nam 20...
TEN LOAI VAN BAN
) I
......................................... (6) .. z
.................................................................................................. E
.................................... E
............................................................................................. e
.................................................................................................. F
=~
....................................................... / E
Noi nhgn: TM. BAN KINH TE NGAN SACH :
e et eeeeseanenees) TRUONG BAN (7) %
- Luu: VT.. ..(8)...A.xx(9). A 3
Ho va tén =
2
o
Ghi chii: z

(1) Tén tinh, thémh phé true thude Trung wong; huyén, quén, thi xa, thanh phé thudc tinh; xa,
phudng, thi trén.
(2) Sé thir tu dang ky van ban cua Hoi ddng nhan dan.
(3) Chir viét tat tén loai van ban.
(4) Pia danh.
(5) Trich yéu nd1 dung van ban.
(6) No1 dung van ban.
(7) Néu Phé Truong ban ky thi ghi: KT. TRUONG BAN
PHO TRUONG BAN
(8) Chir viét tt tén Ban soan thao va sb lugng ban luu (néu can).
(9) Ky hiéu ngudi danh may, nhan ban va s lugng ban phat hanh (néu can).
(Mau nay ding chung cho tit ca cac loai van ban c6 tén loai do cic Ban ciia Hoi dong nhén dan
ban hanh).
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Mau 1.8 - Van ban c6 tén loai ctia Doan Dai biéu Quoéc hoi

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

w (1) ... Doc 1ap - Tw do - Hanh phic
Sé: ........./...(2)...-DPBQH ceri(3)......, ngay... thang.... nam 20...
TEN LOAI VAN BAN

() e

........................................... 5) - :
.................................................................................................... E
.................................................................................................... E
.............. Z

.............................................................................................. z

=
...................................... f. E
Noi nhén: TM. POAN PAI BIEU QUOC HOI (6) | =
AT ; TRUONG POAN (7) %
T (Chit ky, ddu PPBOH) $
T iesaserssseaa ey ﬁ
- Luu: VT, ...(8)...Axx(9). Ho va tén .
=
=)

Ghi chu:
(1) Tén tinh, thanh phd trure thude Trung wong. E

(2) Chir viét tit tén loai vin ban
(3) Dia danh.
(4) Trich yéu ndi dung vin ban.
(5) Noi dung véan ban. )
(6) ThAm quyén ky van ban. Néu Truong Doan ky véi thAm quyén riéng thi khong c6 dong
quyen han.
(7) Néu Ph6 Trwong doan ky thi ghi: KT. TRUONG BOAN
PHO TRUONG BOAN
(8) Chir viét tét tén don vi soan thao va s6 luong ban luu (neu can).
(9) Ky hiéu nguoi danh may, 56 lucmg ban phat hanh (néu cén).
(Mau nay ding chung cho tat ca cac loai vin ban c6 tén loai ciia Poan Pai biéu Qudc hoi).
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MAu 1.9 - Céng dién

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

TEN CO QUAN, TO CHUC (2) Doc lap - Ty do - Hanh phiic
../CD-..(3)... veeei(4)......., ngay.... thang..... nam 20....
CONG PIEN

) P

oooooooooooooooooooooooooooooooooooooooooooooo

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

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

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

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

...................................................................................... /.

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
T : (Chi ky, déu)

- Luu: VT, ...09)....A.xx(10). Ho va tén

Ghi chii:

(1) Tén co quan, t0 chirc chu quan tryc tiép (néu co)

(2) Tén co quan, t6 chirc hodc chirc danh nha nudce ban hanh cong dién.

(3) Chir viét tit tén co quan, to chirc hodic chirc danh nha nuéc ban hanh cong dién.
(4) Dia danh.

(5 Trich yéu ni dung dién.

(6) Tén co quan, t6 chitc hodc chirc danh cia ngudi dimg dau.

(7) Tén co quan, td chirc nhan dién.

(8) Noi dung dién.

(9) Chir viét tat tén don vi soan thao va sb lucmg ban luu (néu can).

(10) Ky hiéu ngudi danh may, nhan ban va sé lugng ban phat hanh (néu can).
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Mau 1.10 - Giay moi

TEN COQUAN, TC CHU QUAN (1)  CONG HOA XA HOI CHUNGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Pgc 14p - Tw do - Hanh phiic

Sé: .../.GM-...(3)... (4)....., ngay.... thang...... nam 20.....

e (2) e esveeeenn AN trong kinh moi:

.
ba 6

ONE (DA) ..oveeeeiiiieieerieeeseeieeesieneenees (0) e e

T’. d

1 I W6 15 1 4 OSSPSR

Noi nhén: QUYEN HAN, CHUC VU CUANGUOI KY

s ; (Chir ky, dau)

- Luu: VT .(8)...A.xx(9).
Ho va tén

Ghi chu: . o

(1) Tén co quan, t0 chire chu quan tryc tiép (néu co).

(2) Tén co quan, t6 chirc ban hanh gidy mo1.

(3) Chir viét tat tén co quan, to chirc ban hanh giay mo.

(4) bia danh.

(5) Trich yéu ndi dung cuoc hop.

(6) Tén co quan, to chirc hogc ho va tén, chirc vu, don vi cong tac cua nguoi duge moi.
(7) Tén (nm dung) cua cudc hop, héi thao hoi ngh1 V.V..

(8) Chir viét tit tén don vi soan thao va sd luorng ban lll'U. (néu can).

(9) Ky hiéu ngudi danh méay, nhan ban va so lugng ban phét hanh (néu can).
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MAau 1.11 - Gidy gi6i thiéu

TEN COQUAN, TC CHU QUAN (1) CQNG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Péc 1ap - Tu do - Hanh phiic

Sé....../GGT-...(3)... ce(4)....., ngay.... théng...... nam 20....

GIAY GIOI THIEU

il 2) e, tr@n trong 2101 thi€u:

~
Ong (bé 5
NZ (DA) oo D)
Ch’
uc vy:
L ettt et et bbb bbb et ekt eaa st e bbb e an bt ese e et et seeneas
r
Y
Pugc ctr dén: 6
: D vveesreneeesenneessenseressenren{ 0t

N VIEC e aeeiittie et et tee et e cea bt e e s e e sasaee e s ae e s saeessssaeessaneenssseesnssaesassaeensbreennsnans

Pé nghi Quy co quan tao diéu kién dé ong (ba) c6 tén & trén hoan thanh
nhiém vu.
Gidy nay 6 @id tri d€n hEt NAY ....vveevrveereeeeeee e

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu trén;
- Luu: VT. (Chit ky, dau)
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Ho va tén

Ghi chu:

(1) Tén co quan, to chire chi quan tryuc tiép (neu co)

(2) Tén co quan, t6 chirc ban hanh van ban (cap gidy gidi thiéu).

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

(4) bia danh.

(5) Ho va tén, chirc vu va don vi cong tac ctia nguoi dugc gioi thi¢u.
(6) Tén co quan, to chic dugc gidi thiéu toi lam viée.
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Maiu 1.12 - Bién ban

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap - Tu do - Hanh phiic

BIEN BAN
o () cerie s

Thoi gian bat GAU: ... eeeeeeeeeeeee e

Dia diém: .
Thanh phan tham clu: e eee et e sttt e aen e saeens
Chu tri (chu toa)

Thu ky (ngudi th bién ban) vassnsasasesans
N6i dung (theo dién bién cudc hopfhm nghl/'hm thao)

Cudc hop (héi nghi, hoi thao) két thiuc vao .... gio ...., ngay .... thang ... nam .../

THU KY CHU TQA
(Chit ky) (Chit ky, dau (néu ¢6))
Ho va tén Ho Efsz‘a) tén

Noi nhégn:

: Ll'l::li VT, ho so.

Ghi chii: ) o

(1) Tén co quan, t0 chirc chu quan truc tiép (néu co).
(2) Tén co quan, to chirc ban hanh vin ban.

(3) Chir viét tit tén co quan, to chirc ban hanh vin ban.
(4) Tén cude hop hodc hdi nghi, hdi thao.

(5) Ghi chitc vu chinh quyén (néu cz’in).
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Mau 1.13 - Gidy bién nhén

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

TEN CO QUAN, TO CHUC (2) Poc 1ap - Ty do - Hanh phic
Sé: ..... /GBN-(?S) (4) ..... , ngdy thang nam 20....
GIAY BIEN NHAN
Hb so ...

HO VA EN: oo (5) e
Chirc v, dOn VI CONZ tAC: ...t e et e e e e
D3 tiép nhén hd so cia:

ONG (DAY rrreeeereeeeeseeeeeeeeeeeeneeresreresd(B) s s eeeeseeseeees e eeseeeseseesreseesseeeeenaoe

..... bao gom:

2. ouuooo.o-uoooooaoooooauooo-uncoouuoooouncoou(;)oo-u T sessnsnsns

Noi nhn: NGUOI TIEP NHAN
-..(8); (Ky tén, dong ddu (néu c6))

- Luu: Ho6 so. s on
Ho va tén

Ghi chu:

(1) Tén co quan, to chirc chu quan truc tiép (neu co).

(2) Tén co quan, to chirc cép gidy bién nhan ho so.

(3) Chir viét tit tén co quan, o chirc cap gidy bién nhan hé so.

(4) Dia danh.

(5) Ho va tén, chirc vu va don vi cong tac cua ngum tiép nhan hd SO.
(6) Ho va tén, noi cong tac hodc giay to my than ctia ngudi ndp hé so.
(7) Ligt ke day du, cu thé cac vin ban, gidy t0, tai li¢u c6 trong h so.
(8) Tén nguoi hodc co quan giri hd so.
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Mau 1.14 - Giay chimg nhén

TEN CO QUAN, TC CHU QUAN (1) CQNG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Doc lap - Ty do - Hanh phic

Sé:..../GCN-..(3)... = (4)....., ngay.... thang.... nam 20 .....

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
---------------------------------------------------------------------------------------------

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

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

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

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY

- : (Chit ky, déu)
- Luu: VT, ...(6)....Axx(7).
Ho va tén

Ghi chu: . o

(1) Tén co quan, tO chirc chu quén tryc tiép (neu co).

(2) Tén co quan, t6 chirc cap giay chimg nhén.

(3) Chit viét tat tén co quan, to churc cap giay chimg nhén.

(4) Dia danh.

(5) Noi dung chimg nhan: xéac dinh cu the ngudi, su viée, van dé duge ching nhan.
(6) Chir viét tit tén don vi soan thao va sb llr(mg ban luu (néu can).

(7) Ky hiéu ngudi danh may, nhan ban va sé lugng ban phat hanh (néu can).
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Miu 1.15 - Giay di dwong

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap - Tu do - Hanh phic

S6:..../.GPP-...(3)... wi(4)....., ngay..... thang...... nam 20...

GIAY PI PUONG

r

~ P S
Cap cho ong (ba):
Cht

uc vu:

.

Noi d r dén cong ta

o1 dugc cuir dén cong tac:

Gidy nay ¢ gia tri hét NgaY........coveeeveeeererenns
QUYEN HAN, CHUC VU CUANGUOI KY
(Chir ky, diu)

Ho va tén

Thoi
gian ¢
noi dén

D¢ dai
ching
duing (Km)

Xdc nhan cua co
quan (to chirc)
noi di, den

Phuong
tién

Ngay

Noi di va den théng

ooooooooooooooooo

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

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

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

ooooooooooooooooooo

qqqqqqqqqq

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

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

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

----------------------------
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Neav | Phuon D dai Thoi | Xdc nhén cia co
Noi di va dén thgny o S| ching | giané | quan (t6 chirc)
g ¢ duong (Km)| noi den noi di, dén
Pén ...,
3
Pén...oooviiinn,
Di...ooooii
Pén..ooeiiinn,
Bi.o.ooo
Pén...oooviiinn,
- Vé nguoi: ... véX...... d=............ d
-Vécude: ...... Ve X...... d=......... d
- Phu phi lay vé bﬁng dién thoai: ..... v€ X...... d=............ d
- Phong nghi ............... V€ X.urnnnn. d= d
1. Phu cap ALAUONG: ..o d
2. Phu CAP TUU 005 .o e d
TONZ CONE: ..ot d
NGUOI PI CONG TAC PHU TRACH BQ PHAN KE TOAN TRUONG
(Chit ky) (Chir ky, ddu) (Chir ky)
Ho va tén Ho va tén Ho va tén
Ghi chii:

(1) Tén co quan, to chire chu quan truc tiép (néu co).

(2) Tén co quan, t6 chirc cap glay di duong

(3) Chir viét tit tén co quan, to chirc cap giay di duong.

(4) bia danh.

(5) Ho va tén, chirc vu va don vi cong tac clia ngudi dugc cap gidy.
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Mau 1.16 - Giay nghi phép

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

TEN CO QUAN, TO CHUC (2) Pic 1ap - Ty do - Hanh phiic
Sé:......./GNP-...(3)... veeer(4)....., ngay.... thang.... nam 20....
GIAY NGHI PHEP

Xét Bon xin nghi phép ngay ..........ccccee.. CUAONZ (DA) wevvivevrerieieiiee e

.............................................. (2)eeeceeeeeeeeeeee e, cép cho:
ONE (DA):eerveeereeereeeeserereeereriess e D)oot seeeereesesseeeessesss st ss s esessas s seseenas
Nghi phép nam................... trong thoi gian: ................., ké tr ngAY....cooveeeee...
dén hét ngay .......cccoeevvevennenee. 17:1 FOUSSUORUURURR (6)criarerirmrinissrsssinninsssnininsioins
Noi nhén: QUYEN HAN, CHUC VU CUANGUOI KY
e (7) ...... . (Chﬁ‘ kj:', dc’fu)

Ho va tén

Xdc nhan cua co quan (t6 chiic)
hoac chinh quyén dia phwong noi

nghi phép
(Chit ky, diu)
Ho va tén
Ghi chu:

(1) Tén co quan, to chue chu quan truc tiép (néu co).
(2) Tén co quan, t6 chirc cap gidy nghi phep
(3) Chir viét tat tén co quan, t6 chirc cap giay nghi phép.

(4) Pia danh. ' ,
(5) Ho va tén, chirc vu va don vi cong tac cua nguoi dugc cap giay phép.
(6) No1 nghi phep

(7) Nguoi dugc cap gidy nghl phép.
(8) Chir viét tit tén don vi soan thao va sé luong ban luu (néu cén).
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Miu 1.17 - Phiéu chuyén

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Déc lap - Tw do - Hanh phiic

e PC-...(3).... veree(4)....., ngay..... thang...... nam 20....

PHIEU CHUYEN

SERERR RN RRRRRRFR RN

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

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Noi nhin: QUYEN HAN, CHUC VU CUANGUOI KY

-...(8)....; L
(Chit ky, dau)

Ho va tén

Ghi chu:

(1) Tén co quan, to chirc chii quan truc tiép (neu co).

(2) Tén co quan, t6 chirc ban hanh phiéu chuyén.

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

(4) Dia danh.

(5) Néu cu thé: don, thw cila ca nhan, tap thé hodc vin ban, tai lidu ciia co quan, t6 chirc nao, vé
van d¢ hay ndi dung gi.

(6) Ly do chuyén.

(7) Tén co quan, t& chirc nhan phleu chuyen van ban, tai ligu.

(8) Thong thuong, phiéu chuyén khong cén luu nhung phai duge vao s6 ding ky tai vin thu co
quan, t6 chirc dé theo doi, kiém tra.
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Mau 1.18 - Phiéu giri

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

TEN CO QUAN, TO CHUC (2) Djc lap - Tu do - Hanh phic
Sb:...../PG-...(3)... eee(@)....., ngay.... thang..... nam 20...
PHIEU GUI
......................................... (2).eeeeerieeeeeeeeeeneene... gl kém theo phi€u nay cac van
ban, tai liéu sau
1 )
s ettt e etete—eere—e tereeeheare e bea e e b e s aes e teRe s be s e neerseaerte s aena sheneereennanrens
Sau khi nhan dugc, dénghi.................... (6).cceraennne. gui lai phiéunaycho ............
Noi nhdn: QUYEN HAN, CHUC VU CUA NGUOI KY
- (6)......; '
- (7). (Chi ky, dau)

...(8).., ngay... thang ..
Nguwoi nhin
(Chit ky)
Ho va tén

Ho va tén

Ghi chu: ) o

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

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

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

(4) bia danh.

(5) Liét ké cu thé cac van ban, tai li¢u dugc gui kém theo phiéu gur.

(6) Tén co quan to chirc nhén phiéu giri va vin ban, tai ligu. ) )

(7) Phl*eu giri khong can lwu nhung phai duge vao so diang ky tai VT co quan, t6 chirc dé theo
doi, kiém tra. , )

(8) bia danh noi co quan, to chirc nhan phiu giri va van ban, tai liéu dong tru so.
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MAiu 1.19 - Thir c¢ong

TEN CO QUAN, TO CHUC (1) CONG HOA XA HQI CHU NGHIA VIET NAM
- Doc 1ap - Tu do - Hanh phuc

(6)
.......... (2) ......., ngay..... thang...... nam 20...

TEN LOAI THU CONG (3)
() !

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

CHUC VU CUANGUOI GUI THU
(Chit ky)

Ho va tén

Ghi chu:

(1) Tén co quan, td chirc noi cong tac ctia ngudi ban hanh Thu cong.

(2) bia danh.

(3) Tén loai thu cong (Thu chuc mimg, Thu khen, Thu tham hoi, Thur chia budn).
(4) Trich yéu ndi dung Thu cong.

(5) Noi dung Thur cong..

(6) Logo cua co quan, to chirc. ..

Chu y: Thu cong khéng dong dau cua co quan, to chirc.
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Mau 2.1 - Ban sao vin ban

170 O CONG HOA XA HQI CHU NGHIA VIET NAM
Dgc lap - Tu do - Hanh phic

Sé: ..... /20.../TT-B..... Ha Noi, ngay ...... thang ..... nam 20...
THONG TU
.
Noi nhén: BQ TRUONG
: ............... ;’ (Chit k), déu)
- Luu: VT, .... A.300. Nguyén Viin A
TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)

S6: ..(3)../SY(4)- ...(5)... cvveerees (0) weeeee, mgQY... thang.... nam 20...
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY (7)
: ............... ; (Chﬁ’ kj:’, da:u)
-Luu: VT. Nguyén Viin A
Ghi chii:

(1) Hinh thirc sao: sao y ban chinh, trich sao hodc sao lyc.
(2) Tén co quan, t6 chirc thyc hién sao véan ban.

(3) So ban sao.

(4) Ky hi¢u ban sao. )

(5) Chir viét tat tén co quan, to chirc sao van ban.

(6) Dia danh.

(7) Ghi quyén han, chirc vu cua nguoi ky ban sao.
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Phu luc VI
VIET HOA TRONG VAN BAN HANH CHINH

(Kém theo Théng tuw s6 01/2011/TT-BNV ngay 19 thdang 01 ndm 2011 ciia B6 Néi vu)

L VIET HOA VI PHEP PAT CAU

1. Viét hoa chir c4i dau am tiét thir nhat ctia mot cau hoan chinh: Sau dau chim
cau (.); sau dau cham hoi (?); sau dau cham than (!); sau dau cham Itimg (... .); sau dau
hai cham (:); sau dau hai cham trong ngoac kép (: *“...”) va khi xuéng dong.

2. Viét hoa chir cai dau am tiét thir nht ciia ménh dé sau ddu chdm phay (;) va
dau phay (,) khi xuéng dong. Vi du:

Cin cir Luat T6 chtrc Chinh phil ngy 25 thang 12 nam 2001;

Theo d& nghi cia Bo trudng B Noi vu va B truong Bo Khoa hoc va Cong nghé,

I1. VIET HOA DANH TU RIENG CHI TEN NGUOI
1. Tén nguoi Viét Nam

a) Tén thong thuong: Viét hoa chit cai dau tit ca cac 4m tiét cia danh tir riéng

chi tén nguoi. Vi du:

- Nguyén Ai Qudc, Tran Phu, Giang A Pao, Ko Pa Ko Long. ..

b) Tén hiéu, tén goi nhan vat lich str: Viét hoa chir cai dau tat ca cac am tiét.

Vi du: Vua Hung, Ba Triéu, Ong Gidng, Dinh Tién Hoang, Ly Thai T6, Bac Hd,
Cu Hob...

2. Tén ngudi nudc ngodi duge phién chuyén sang tiéng Viét

a) Truong hop phién am qua am Han - Viét: Viét theo quy tac viét tén nguoi
Viét Nam.

Vi du: Kim Nhat Thanh, Mao Trach Péng, Thanh Cat Tu Han...

b) Truong hop phién 4m khong qua 4m Han - Viét (phién am truc tiép sat cach
doc cua nguyén ngir): Viét hoa chir cai dau am ti€t thir nhat trong moi thanh t6.

Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-16. ..

III. VIET HOA TEN PIA LY
1. Tén dia ly Viét Nam
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a) Tén don vi hanh chinh duoc cau tao giira danh tir chung (tinh, huyén, x3...)
v6i tén riéng cta don vi hanh chinh d6: Viét hoa chif cai dau cia cac 4m tiét tao
thanh tén riéng va khong ding gach néi.

Vi dy: thanh phé Thai Nguyén, tinh Nam Pinh, tinh Dk Lak. ..; quan Hai Chau,
huyén Gia Lam, huyén Ea H’leo, thi xa Song Cong, thj trin Cau Giat...; phuong
Nguyén Trdi, xa Ia Yeng. ..

b) Truong hop tén don vi hanh chinh duoc ciu tao giita danh tir chung két hop
vo1 chir sé, tén nguol, tén su kién lich su: Viét hoa ca danh tir chung chi don vi hanh
chinh do6.

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

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

d) Tén dia 1y duoc cau tao giira danh tir chung chi dia hinh (séng, nui, ho, bién,
ctra, bén, cau, viing, lach, vam v.v...) véi danh tir riéng (c6 mot am tiét) trd thanh tén
riéng cta dia danh do: Viét hoa tat ca cac chif cai tao nén dia danh.

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

Truomg hop danh tir chung chi dia hinh di lién véi danh tir riéng: Khong viét hoa,.

danh tir chung ma chi viét hoa danh tir riéng.

Vi du: bién Cira Lo, cho Bén Thanh, séng Vam Co, vinh Ha Long. ..

d) Tén dia 1y chi mot ving, mién, khu vire nhit dinh dugc céu tao bang tir chi
phuong hudng két hop voi tir chi phuong hudng khac: Viét hoa chit cai dau cua tat
ca cac am ti€t tao thanh tén goi. P61 vai tén dia ly chi ving mién riéng duoc cau tao
bang ‘tL‘l’ chj phuon!g huong két hop voi danh tir chi dia hinh thi phai viét hoa cac chir
cai dau moi am tiét.

Vi dy: Tay Bic, Pong Bic, Bic Bo, Nam Ky, Nam Trung Bj...

2. Tén dia Iy nudc ngoai duge phién chuyén sang tiéng Viét

a) Tén dia ly da duoc phién 4m sang 4am Han Viét: Viét theo quy tic viét hoa tén
dia ly Viét Nam.

Vi du: Bic Kinh, Binh Nhudng, Phap, Anh, My, Thuy Si, Ty Ban Nha...

b) Tén dia 1y phién 4m khong qua 4m Hén Viét (phién am truc tiép sat cach doc
cila: nguyén ngit): Viét hoa theo quy tic viét hoa tén nguoi nudc ngoai quy dinh tai
Diém b, Khoan 2, Muyc 1L

Vi du: Mat-xco-va, Men-bon, Sing-ga-po, Cé-pen-ha-ghen, Béc-lin. ..

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com



CONG BAO/S6 93 + 94 ngay 11-02-2011 67

IV. VIET HOA TEN CO QUAN, TO CHUC

1. Tén co quan, t6 chirc cia Viét Nam

Viét hoa chit cai dau cua cac tir, cum tir chi loai hinh co quan, td chirc; chic
nang, linh vuc hoat dong cuia co quan, t6 chirc.

Vi du:

- ]?an Chi dao trung wong vé Phong chéng tham nhiing; Ban Quan 1y dy an
bé dieu...

- Uy ban Thuong vu Quéc hdi; Uy ban Déi ngoai cuia Quéc hdi; Uy ban Trung
wong Mat tran to qudc Viét Nam; Uy ban vé Cac van dé xa hdi ciia Quoc hdi; Uy ban
Nha nudc vé Nguoi Viét Nam ¢ nudce ngoai;

- Vin phong Chu tich nuéc; Van phong Quéce hoi; Van phong Uy ban nhéin dan
tinh Nam Pinh. ..

- B6 Tai nguyén va Mdi truong; Bo Khoa hoc va Cong ngh¢; B Nong nghiép va
Phat trién n‘fjng thon; Bo Cong thuong; B Van hoa, Thé thao va Du lich; B Thong
tin va Truyén théng. ..

- Téng cuc Thué; Tong cuc Hai quan; Cuc Kiém tra vin ban quy pham phap luét;

Cuc Khao thi va Kiém dinh chat lugng giao duc...

- Tong cong ty Bao hiém Viét Nam; Téng cong ty Hang hai Viét Nam; Tong “

cong ty Hang khong Viét Nam;...

- Tap doan Dau khi Viét Nam; Tap doan Cong nghiép Than - Khoang san
Viét Nam; Ngan hang Dau tu va Phat trién Viét Nam; Ngan hang Ngoai thuong
Viét Nam;...

- Hoi dong nhan dan tinh Son La; Uy ban nhan dén tinh Bac Ninh; Uy ban nhan
dan quan Ba Pinh; Uy ban nhan dan huyén Vu Ban;...

- S& Tai chinh; S¢ Tai nguyén va Méi truong; So Xay dung; Sé Ké hoach va
Pau tu; S Gigo duc va Pao tao;...

- Hoc vién Chinh tri - Hanh chinh quéc gia Hd Chi Minh; Truong Pai hoc Khoa
hoc xd hoi va Nhan van Ha Noi; Truong Cao dang Noi vu Ha Noi; Truong Pai hoc
dan 1ap Van Lang; Truong Trung hoc phd thong Chu Vian An; Truong Trung hoc co
s& Lé Quy Pon; Truong Tiéu hoc Thanh Cong;...

- Vién Khoa hoc xa hoi Viét Nam; Vién Khoa hoc va Cong ngh¢ Viét Nam; Vién
Ung dung cong nghé;. ..

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com



68 CONG BAO/S6 93 + 94 ngay 11-02-2011

- Trung tdm Nghién ctru Gido duc dan tdc; Trung tam Khoa hoc va Cong nghé
van thu, luu trit; Trung tdm Trién 1dm van hoa nghé thuat Viét Nam; Trung tdm Tu
van Giam sat chat lugng cong trinh;. ..

- B4o Thanh nién; Bao Dién dan doanh nghiép; Tap chi T6 chirc nha nuéc; Tap
chi Phat trién gido duc; Tap chi Dan chu va Phép luat;. ..

- Nha Vin hoa huyén Gia Lam; Nha Xuat ban Ha Noi; Céng Thong tin dién tir
Chinh phu;...

- Nha may Bong tau Song Cam; Nha may San xuat phu ting va Lap rap xe may;
Xi nghiép Ché bién thay san dong lanh; Xi nghlep bPam bao an toan giao thong
duong song Ha Noi; Xi nghiép Tric dia Ban dd 305:...

- Cong ty C6 phan Pau tr Tu van va Thiét ké xay dung; Cong ty Nhua Tién
Phong; Céng ty Trach nhiém hiru han Du lich va Van tai Péng Nam A; Cong ty Po
dac Dia chinh va Cong trinh;...

- Ho1 Nhac si Viét Nam, Ho1 Nguoi cao tudi Ha Noi, Hoi Chit thap dé Viét Nam,
HGi Nong dan Vigt Nam. ..

- Vu Hop tac quéc té; Phong Nghién ctru khoa hoc; Phong Chinh sach xa hoi;
Hoi dong Thi tuyén vién chirc; Hoi dong Sang kién va Cai tién k¥ thuat;. ..

- Truong hop viét hoa dic biét:

Ban Chép hanh Trung wong Pang Céng san Viét Nam; Van phong Trung:

uong Dang.

2. Tén co quan, td chirc nudc ngoai

a) Tén co quan, t6 chirc nudc ngoai da dich nghia: Viét hoa theo quy tic viét tén
co quan, to chirc cua Viét Nam.

Vi dy: Lién hop quoc (UN); T6 chire Y t€ thé gi6i (WHO); Hiép hoi Cac quoc
gia Pong Nam A (ASEAN)...

~b) Tén co quan, t6 chirc nudc ngoai duoc str dung trong van ban ¢ dang viét tat:

Viét bang chir in hoa nhu nguyén ngir hodc chuyén tur La-tinh néu nguyén ngit khong
thudc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG...

V. VIET HOA CAC TRUONG HQP KHAC

1. Tén cac huan chuong, huy chuong, cac danh hi€u vinh dy
Viét hoa chix cai dau cta cac am tiét ciia cac thanh t6 tao thanh tén riéng va cac
tir chi thir, hang.
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Vi dy: Huan chuong Doc 1ap hang Nhat; Huan chuong Sao vang; Hun chuong
Lé-pin; Huéan chuong H6 Chi Miqh; Huan ChlIO’Ilg Chié}l céyg; Huéan chuong Khang
chién hang Nhi; Huy chuong Chién si vé vang; Bang T6 quoc ghi cong; Giai thudng
Nha nudc; Nghé st Nhan dan; Nha giao Uu td; Thay thuc Nhan dén; Anh hung Lao
dong; Anh hung Lyc luong vii trang nhan dan;. ..

2. Tén chirc vu, hoc vi, danh hiéu

Viét hoa tén chirc vu, hoc vi néu di lién voi tén ngudi cu thé,

Vi du:

- Chu tich H6 Chi Minh, Tong thong V.V. Pu-tin, Pai tuéng V5 Nguyén Giap,...

~ - Ph6 Thu tuéng, Téqg Cuc truéng, Phé Téng Cuc trudng, Phé Cuc trudng,
Tong Giam doc, Giam doc, Pho Giam dﬁci Chéanh Van phong, Pho Chanh Vian
phong, Trudng phong, Pho Trudng phong, Tong thu ky...

- Gi4o su Vién si Nguyén Van H., Tién si khoa hoc Pham Van M. ..

3. Danh tir chung da riéng hoa

Viét hoa chir cai dau cua tir, cum tir chi tén go1 do trong trudng hop dung trong
mdt nhan xung, dimg doc 1ap va thé hién su trén trong.

Vi du: Béac, Nguoi (chi Chua tich H6 Chi Minh), Pang (chi Pang Cong san

Viét Nam), ...

4. Tén cac ngay I&, ngay ky niém

Viét hoa chir cai dau clia 4m tiét tao thanh tén goi ngay 1€, ngay ky niém.

Vi du: ngay Qudc khanh 2 - 9; ngét‘y Quéc té,Lao dong 1 - 5; ngay Phu nir Viét
Nam 20 - 10; ngay Luu trir Viét Nam lan thir Nhat, ...

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

Tén céc su kién lich sir: Viét hoa chit céi’ dau Cﬁfl cac am tiét tao th&‘lflh su kién
vé'tén su kién, trong trudng hop cd cac con s6 chi méce thon gian thi ghi bang chir va
viét hoa chir do.

Vi du: Phong trao Can virong; Phong trao X6 viét Nghé Tinh; Cach mang thang
Tam; Phong trao Phu nir Ba dam dang;. ..

Tén céc triéu dai: Triéu Ly, Triéu Tran,...

6. Tén cac loai van ban

Viét hoa chi c4i dau cta tén loai van ban va chi cai dau cia am tiét thir nhat tao
thanh tén riéng cua van ban trong trrong hgp nod1 dén mot van ban cu thé.
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Vi du: Nghi quyét Dai hoi dai biéu toan quéc lan thir X cua Pang; Bo luat Dan
sur; Luat Giao dich dién t1r; . ..

Trudng hop vién dan cac diéu, khoan, diém ctia mot van ban cu thé thi viét hoa
chir cai dau cua diéu, khoan, diém.

Vi du:

- Cén ctr Diéu 10 B6 luat Lao dong. ..

- Can ctr Piém a, Khoan 1, Piéu 5 Luat Giao dich dién tu. ..

7. Tén cac tac phﬁm, sach bao, tap chi

Viét hoa chir cai du ctia 4m tiét thir nhét tao thanh tén tac pham, sach bao.

Vi du: tac pham Puong kach ménh; tir dién Bach khoa toan thu; tap chi
Cong san; ...

8. Tén cac nam am lich, ngay tiét, ngay tét, ngiy va thang trong nam

a) Tén cac nam am lich: Viét hoa chit cai diu cua tit ca cac am tiét tao thanh
tén goi.

Vi du: Ky Ty, Tan Hoi, Mau Tuat, Mau Than, ...

b) Tén cac ngdy tiét va ngay tét: Viét hoa chit cai dau ciia 4m tiét thir nhét tao _

thanh tén goi.

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

dan;...
Viét hoa chir Tét trong truong hop dung dé thay cho mot tét cu thé (nhu Tét thay
cho tét Nguyén dan).

¢) Tén cac ngay trong tuan va thang trong nam: Viét hoa chir cai dau ctia am tiét
chi ngay va thang trong truong hop khong dung chir s6:

Vi du: thir Hai; thi Tu; thang Nam; thang Tam;. ..

9. Tén goi cac ton gido, giao phai, ngay I¢ tén gido

- Tén goi cac ton gi4o, giao phai: Viét hoa chit cai dau ciia cac am tiét tao thanh
tén goi.

Vi du: dao Co E)éc; dao Tin Lanh; dao Thién Chua; dao Hoa Hao; dao Cao
Dai... hoac chit cai dau cua am ti€t tao thanh tén goi nhu: Nho gido; Thién Chia
giao; Ho1 gido;. ..

- Tén goi ngay 1€ ton gido: Viét hoa chit cai dau clia 4m tiét thir nhat tao thanh
tén goi.

Vi dy: 1€ Phyc sinh; 1€ Phat dan;...
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