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BO NOI VU - VAN PHONG CHINH PHU  CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phic

S6: 55 2005/TTLT-BNV-VPCR Ha Ngi, ngay 06 thdng 5 nam 2005

' THONG TU LIEN TICH
Huéng din vé thé thic va k§ thuat trinh bay van ban

Céan ct Nghi dinh s 45/2003/ND-CP ngay 09 thang 5 nam 2003 ca Chinh
pht quy dinh chifc ning, nhi¢m vu, quyén han va ca cdu t8 chie cha Bo Noi vu;

Cén cf Nghi dinh s6 18/2003/ND-CP ngay 20 thang 02 nam 2003 cla
Chinh phl quy dinh chdc ning, nhiém vu, quyén han va co cdu t6 chitc clia Van
phong Chinh phu;

Can ¢ Dicu 5 va Diéu 35 clia Nghi dinh s6 110/2004/ND-CP ngiy 08 thing
4 nam 2004 cta Chinh phi vé cong téc van thu, Didu 3 cla Nghi dinh so
"135/2003/ND-CP ngay 14 thiang 11 nam 2003 cha Chinh pht v€ ki€m tra va xtr Iy
van ban quy pham phdp luat,

B Noi vu va Van phong Chinh pht hudng dén vé thé thie va k¥ thuat winh
bay vin ban nhu sau: :

I. HUONG DAN CHUNG
1. Pham vi va déi tuong dp dung

Thong te nay hudng din vé thé thic va k¥ thuat trinh bay van ban quy pham
phdp luat, van ban hanh chinh va ban sao vin ban; duge dp dung d6i véi cdc co
quan nhi nudc, 16 chic xa hoi, t6 chic xa hoi - nghé nghiép, t8 chiic kinh & va
don vi vil trang nhan dan (sau day goi chung 12 co quan, 6 chic).

2. Thé thirc vin ban

Th¢ thitc van béan 13 tap hop cdc thanh phén cdu thanh van ban, bao gém
nhitng thanh phan chung dp dung d6i véi cdc loal van ban va cdc thanh phin b6
sung trong nhitng trudng hop cu the hodc d6i v&i mot s6 loai van ban nhét dinh
theo quy dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08 thdng 4 nam 2004 cia
Chinh phil vé cOng tdc van thu va hudng din tai Thong tr nay.

3. Ky thuit trink bay vian ban

Ky thudt uinh bay van ban quy dinh tai Thong tr nay bao gém khé gidy,
kiu trinh bay, dinh 1& trang van ban, vi trf tinh bdy céc thanh phdn thé thic,
phong chil, cd chit, kidu chit va cdc chi tiét trinh bay khéc, duge dp dung 46t voi

“van ban duge soan thao trén méy vi tinh sir dung chuong trinh soan thao vin ban
(nhu Microsolt Word for Windows) va in ra gifly; c6 thé 4p dung d6i v4i vian ban
duoc soan thao bang cic phuong phdp hay phuong tién k¥ thudt khdc hodc doi
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v3i van ban duge 1am trén gidy méiu in siin; khong 4p dung doi vdi van ban duge
in thanh séch, in rén bdo, tap chi va cdc loai &n pham khic,

4. Phong chir trinh bity viin bin

Phong, chit slr dung d¢ trinh bay van ban phai 1a cdc phong chit ti€ng Viét
vai kidu chit chan phuong, bao dam tinh trang trong, nghlem tic cGa vin ban.
D061 vai nhitng van ban diing trong rao d68i thong tin dién (i giffa cdc co quan, 8
chitc clia Nha nude, phai st dung cdc phong chit clia bd ma k¢ tu chir Viét
(phong chif tiéng Viet Unicode) theo Ticu chuan Viet Nam TCVN 6909:2001.

II. THE THUC VAN BAN
1. Qudc hiéu

Quéc hidu ghi trén vin bin bao gdm 2 dong chir: “Cong hod x& hoi chi
nghia Viét Nam” va “Boc 1ap - Ty do - Hanh phuc”.

2. Tén co quan, té chirc ban hianh van bén

Tén co quan, 8 chitc ban hinh van bin bao gém tén cla cd quan, t§ chic
ban hanh van ban va tén clia cd quan, té chic chl quan cdp trén tryc ti€p (néu cg)
can ¢if quy dinh clia phap luat hodc can ctf viin ban thanh 1ap, quy dinh 6 chic
bo miy clia ¢ quan, 16 chic ¢6 thim quycn, tlr trudng hop doi vdi cde B, co
quan ngang Bo, co quan thudc Chinh phl; Van phong Qudc hoi, Hoi déng dén
toc va cde Uy ban clia Qudc hoi.

Tén clia co quan, 16 chiic ban hinh van ban phai dugc ghi day da theo tén 501
chinh thifc can cit viin ban thanh 1ap, quy dinh (8 chifc by mdy, phé chun, cip }Jlrly
phcp hoat dong hoac cong nhén tu cdch phdp nhan ctia co quan, (6 chiic ¢4 tham
quyén; tén clia ¢d quan, t§ chifc chl quéan cip trén tryc ti€p cb thé viét tit nhing
cum tir thong dung nhu Uy ban nhan dan (UBND), Hoi dong nhan dan (HDND).

Vidu:

- Tén co quan, t§ chic ban hanh van ban:

" BO GIAO THONG VAN TAl BO NOI VU
TONG CONG TY UY BAN NHAN DAN
PIEN LUC VIET NAM TINH THAI NGUYEN

- Tén co quan, 6 chic ban hinh vin ban (trudng hop c6 co quan, t6 chic
chti quan cdp tén truc ti€p): .

BO GIAO THONG VAN TAI ~ UBND TINH THAI NGUYEN
CUC HANG HAI VIET NAM SO XAY DUNG
VIEN KHOA HOC XA HOl : TONG CONG TY
VIET NAM DIEN LUC VIET NAM
VIEN DAN TOC HOC | CONG TY DIEN LUC 1



3. 86, ky hiéu cia vin bin
a) S6, ky hiéu cla van ban quy pham phdp luét

56, k¢ hi¢u clia van bin quy pham phdp luat do Qudc héi, Uy ban thudng vu
Qudc hodi va cdc co quan nha nudc ¢ thdm quyén khdc ¢ Trung vong ban hanh
duge thuc hién theo quy dinh tai Diéu 3 cla Nghi dinh s6 101/CP ngay 23 thang
9 nam 1997 cta Chinh phd quy dinh chi 1iét thi hanh mot s6 dicu cha Luat Ban
hinh vin ban quy pham phép luat vi huéng din i Thong w nay, cu thé nhu sau:

- S5 chia van ban quy pham phdp luat bao gbém s6 thi tv ddng ky duge ddnh
theo timg loai van ban do ¢d quan ban hanh trong mét nim va nam ban hanh van
bin d6. S6 dugc ghi bing chir s6 A-rap, bit ddu tir s& 01 vao ngdy ddu nam va két
thitc vdo ngdy 31 thang 12 hing nim; ndm ban hanh phai ghi ddy 40 cic sd, vi
du: 2004, 2005;

- Ky hiéu cla van ban quy pham phdp luédt bao gém chir viét tat tén loai vin
ban theo Bang chit viét tit tén loai vin ban vi ban sao kém theo Théng tu nay

(Phu luc 1) va chif viét 1at tén co quan hodc chifc danh nha nude (Chu tich nudc,
Thi tudng Chinh phl) ban hanh vin ban.

S3, k¢ hiéu clia vin bin quy pham phdp ludt do Hoi dong nhan dén, Uy ban
“nhén dan ban hinh duge thuc hién theo quy dinh tai Pi¢u 7 cta Luat Ban hanh
vin ban quy pham phdp luat cla Hoi d6ng nhin dan, Uy ban nhdn dan s6
31/2004/QH11 ngay 03 thiang 12 nam 2004.

b) S6, ky hi¢u cita van ban hanh chinh

S6 chia van ban hanh chinh 12 s6 tht tr dang k¥ van ban do cd quan, t8 chifc
ban hinh trong mét nam. Tuy theo téng s van ban va s6 lugng méi loai vin ban
hanh chinh dugc ban hinh, cdc co quan, t6 chiic quy dinh cu thé viéc dang ky va
ddnh s& van ban. S cta van ban dugc ghi bing chit s6 A-rap, bt ddu tit s6 01
vao ngay ddu nam va két thic vao ngay 31 thdng 12 hang ndm.

Ky hi¢u ctia van ban hanh chinh

- Ky hiéu clia quyét dinh (cd biét), chi thi (cd biét) va cla cdc hinh thitc vin
ban ¢6 tén loai khac bao gdm chil viét tt tén loai van ban theo Bdng chir viét tit

(én loai van ban va ban sao kém theo Thong tu nay (Phu luc I) va chif viet tit én
o quan, t§ chic holc chifc danh nha nudc ban hanh vin ban.

- Ky hiéu cha cong van bao gdm chir viél tiL tén co quan, 16 chitc hoidc chic
danh nha nudc ban hinh cong van va chif viét tit tén don vi soan thao hodc chu
trl soan thdo cong vin d6 (néu ¢d), vi du:

Cong vin cta Chinh phit do Vu Hanh chinh Van phong Chinh pht soan
thao: So: ... /CP-HC;

Cong van ctia Thu tudng Chinh phu do Vu Van xa Van phdng Chinh phl
soan thao: S6: ... [TTg-VX;

Cong vin cua B Xy dung do Cuc Quéan [y nha B6 Xay dung soan tho: So6:
/BXD-QLN;



Cong vian ctiia Uy ban nhan dan tinh ... do té chuyén vién (hodc thu ky) theo
d6t finh vuc van hod - xd hoi soan thao: S8: ... /UBND-VX;

Cong van ctia S& Cong nghiép tinh ... do Vian phong S soan thio: S8: ...
/SCN-VP.

Chit viét tat 1én co quan, 16 chifc ban hanh van ban va chir viét it tén cic
don vi trong mdi ca quan, t6 chic phai dugce quy dinh cu thé, bio ddm ngin gon,
dé hicu. .

4. Dia danh va ngiy, thing, nim ban hanh vin ban

a) Dia danh ghi trén vin ban 14 t&n goi chinh thic cla don vi hanh chinh
(1én riéng cua tinh, thanh phd truc thude Trung uong; huyén, qudn, thi x3, thanh
phd thudc tinh; x&, phudng, thi wrdn) noi co quan, & chic déng tru s&; d6i véi
nhitng don vi hanh chinh duge dat tén theo tén ngudi hodc biang chit s6 thi phai
ghi t&n goi ddy d clia don vi hanh chinh d6, cu thé nhu sau:

- Dia danh ghi trén vin ban cla cdc cd quan, t§ chitc Trung uong 13 tén clia
tinh, thanh phd truc thudc Trung uong hodc tén cta thanh phd thudc tinh (néu cb)
noi co quan, 8 chic déng try so, vi du:

Vin ban cha Bo Cong nghidp, cia Cuc Xuat ban thudc BO Vin hod - Thong
tin, clta Cong ty Dicn luc | thude Téng cong ty Dicn luc Viet Nam (¢6 tru s tai
thanh phd Ha Not): Ha Noi,

Vin ban clia Nha mdy Thuy dién Hoa Binh (c6 tru s& tai thi xa Hoa Binh,
~tinh Hoa Binh): Ffog Binh, cta Phan xa Thong tdn x& Viét Nam tai tinh Quang
Tri thudc Thong tdn x3 Viét Nam (c6 tru s& tai thi xd Dong Ha, tinh Quang Tri):
Qudng Tri; c¢lia Trudng Cao dang Quan tri kinh doanh thu¢c Bo Tai chinh (c6 tru
s tai thi &n Nhu Quynh, huyén My Vin, tinh Hung Yén): Hiumg Yén;

Van ban cuia Vién Hai duong hoc thude Vién Khoa hge va Cong nghé Viét
Nam (c6 tru s& tai thanh phd Nha Trang, tinh Khdnh Hoa): Nha Trang.

- Dia danh ghi trén vin ban cla cdc co quan, 1§ chife cdp tinh:

+ P6i v6i cdc thanh phd trye thude Trung wong: 14 tén cla thanh pho tuc
thudce Trung uong, vi du:

Vin ban ctia Uy ban nhan dan thanh pho Ha Noi va cua cdc sd, ban, nganh
thudce thanh phd: Ha Noi; clia Uy ban nhan dan thanh phé HG Chi Minh va cla
cac 5O, ban, nganh thudc thanh phé: Thank pho Ho Chi Minh.

+ D3i v6i céc tinh: 13 én cha thi xa, thanh phd thudc tinh hodc cta huyén
noi cg quan, t§ chitc déng try sd, vi du:

Vin ban cha Uy ban nhan dan tinh Ha Nam va clia cdc s&, ban, nginh thudc
tinh (c6 tru s& tai thi xa Phi Ly, tinh Ha Nam): Phiz Ly;

Vin ban cla Uy ban nhan dan tinh Hai Duong va cla cic s&, ban, nganh
thudc tinh (cé tru s& tai thanh phé Hai Duong, tinh Hai Duong): Hdi Dwong, cla
Uy ban nhén dan tinh Quing Ninh vi clia cdc &, ban, nganh thudc tinh (c6 tru s&
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tai thanh phd Ha Long, tinh Quang Ninh): Hg Long, ctta Uy ban nhan dén tinh
Lam Déng va cla cic s, ban, nganh thudc tinh (c6 tru s& tai thanh phd Da Lat,
tinh Lam Poéng): Da Lat;

Vin ban clia Vudn Quéc gia Ba BE (c6 tru s& tai huyén Ba Bé, tinh Bic
Kan): Ba B¢, ctia Ban Quan 1y Clra khdu qudc t€ BO Y (¢6 tru s& tai huyén Ngoc
Hai, tinh Kon Tum): Ngoc Héi.

- Dia danh ghi trén vin ban clia cdc cg quan, t6 chic cdp huyén 1a tén cha
huyén, quan, thi x4, thanh phd thudc tinh, vi du:

Van ban clia Uy ban nhan dan huyén Séc Son (thanh phd Ha Noi) va cua
cdc phong, ban thudc huyén: Séc Son;

Vin ban clia Uy ban nhan dan quan 1 (thanh phé H6 Chi Minh) va clla che
phong, ban thudc quan: Qudn 1; clia Uy ban nhan dan quan Gd Vdp (thanh phd
Ho Chi Minh), cha céc phong, ban thude quan: Go Vip;

Van ban clia Uy ban nhan dan thi x3 Ha DPéng (tinh Ha Tay) va clia céc
phong, ban thudc thi xa: Ha Pong;

Vin bén clia Uy ban nhéan dan thanh phd Pién Bién (tinh Pién Bién) va clia
~cde phong, ban thudc thanh phd: Dién Bién. -

- Dia danh ghi trén vin ban ctia Hoi ddng nhan dan, Uy ban nhén dén va cla
cic t8 chic ¢dp x4 la tén cia xd, phudng, thi trdn d6, vi du:

Vian bdn cha Uy ban nhan dan xa Kim Lién (huyén Nam Dan, tinh Nghé
An): Kim Lién;

Vian ban ctia Uy ban nhan dan phudng Nguyén Trai (thi xd Ha Dong, tinh
Ha Tay): Phuong Nguyén Trdi; ca Uy ban nhan dan phudng Cong Vi (quan Ba
Dinh, thanh phé Ha Noi): Cong Vi,

Vin ban ctia Uy ban nhan dan thi tran CG Chi (huyén Ci Chi, thanh phd Hé
Chi Minh): Cu Chi.

Dija danh ghi rén vin ban cla cdc co quan, (& chic va don vi vii trang nhéan
dan thudc pham vi quan 1§ ciia B6 Qudc phong dugc thuc hién theo quy dinh cua
phap lut va quy dinh cu thé cia Bo Quéc phong.

b) Ngiy, thing, ndam ban hanh van ban

Ngiy, thang, nam ban hanh van ban quy pham phdp luat do Qudc héi, Uy
ban thudng vu Qudc hdi, Hoi ddng nhan dan ban hanh Ia ngay, théng, ndm vin
ban duge thong qua.

Ngay, thdng, nam ban hanh van ban quy pham phép luat khdc va van ban
hanh chinh 13 ngay, thdng, ndm van ban dugc ky ban hanh.

Ngiy, thdng, nim ban hinh vin ban phai duge viét ddy di ngay ... théng ...
nam ...; cdc s6 chi ngdy, thdng, nam ding chir s A-rap; d6i v6i nhimg s6 chi
ngiy nhd hon 10 va thdng 1, 2 phai ghi thém s8 0 & trudc.



5. Tén loai va trich yéu néi dung ca viin bin

a) Tén loai van ban 13 1&n cla timg loai vin bin do cu quan, (5 chéc ban
hanh. Khi ban hanh van ban quy pham phap luat va vian ban hanh chinh, déu phai
ghi tén loai, trir cOng van.

b) Trich y&u noi dung cia van ban 1a mot cau ngén gon hodc mot cum ti,
phén dnh khdi qudt ndi dung chl y&u cla van ban.

6. Noi dung van ban

a) Noi dung van ban

Noi dung van ban 13 thanh phan chi yéu clia mot vin ban, trong d6, cdc quy
-pham phép luat (d6i véi van ban quy pham phdp luat), cdc quy dinh duge dit ra;
céc van dé, su viéc duge trinh bay. _

Noi dung van ban phai bdo ddm nhing yéu cdu co bén saw:

- Phit hop véi hinh thic van ban dugce st dung;

- Pht hop véi dudmng 16i, chi truong, chinh sich cla Déng; phu hop véi quy
dinh cta phédp luat;
| - Cdc quy pham phép luat, céc quy dinh hay cdc vén dé, su viéc phai dugc
trinh bdy ngin gon, rd rang, chinh xdc;

- Sit dung ngodn ngit viét, cich dién dat don gidn, dé hiéu;
| - Ding tir nglt phd thong; khéng dung tir nglt dia phuong va tir nglt nude
ngoai néu khong thuc sy cdn thiét. D6i v6i thudt ngit chuyén mon cén xdc dinh 1o
noi dung thi phai duge gidi thich trong van ban;

- Khong viét tat nhimg tir, cum tif khong thong dung. Pai véi nhitng wr, cum
tir dugc sir dung nhiéu 14n trong vin ban thi ¢6 thé vi€t tdt nhung cdc chir viet tat
I4n ddu clia tit, cum tir phai duge dat rong ngoic don ngay sau tir, cum tir d6;

- Viée viét hoa duge thuc hién theo quy tic chinh ta tiéng Viet;

- Khi vién din 1in dau van ban c6 lién quan, phai ghi ddy du tén loai, trich
y&u noi dung vén ban; s6, ky hiéu van ban; ngay, thing, nam ban hanh van bin
v tén co quan, t§ chitc ban hanh vdn ban (trir trudng hop d6i v6i luat va phdp
lénh); trong céc Idn vién dén ti€p theo, cé thé ghi tén loai va s6, ky hiéu cla van
ban dé. '

b) B6 cuc cna van ban

Tuy theo thé loai va ndi dung, van ban c6 th€ cé phén can cif phdp 1y dé ban
hanh, phdn m& ddu va c6 thé dugc b cuc theo phan, chuong, muc, diéu, khoan,
diém hodc duge phéan chia thanh cdc phdn, muc tir 16n dén nho theo mot trinh tu
nh4t dinh.

B6 cuc clia luat, phdp lénh duge thuc hién theo quy dinh tai Piéu 27 cua
Luat Ban hanh vin bin quy pham phdp luat ngy 12 théng 11 nam 1996 va Luat



sira d8i, b8 sung mot s6 didu cdia Luat Ban hanh van ban quy pham phdp luat s6
02/2002/QH11 ngay 16 thiang 12 nam 2002.

Van ban quy pham phdp luat khdc c6 thé dugc bs cuc nhur sau:

- Nghi quyét: theo diéu, khodn, diém hoic theo khoén, diém;

- Nghi dinh: theo chuong, muc, diéu, khodn, diém; cdc quy ché (diéu 1¢) ban
hanh k&m theo nghi dinh: theo chuong, muc, diéu, khoan, diém;

_ - Quyét dinh: theo dicu, khodn, diém; cac quy ché (ciuy dinh) ban hanh kém

theo quyét dinh: theo chuong, muc, diéu, khoan, diém;

- Chi thi: theo khoan, diém;

- Thong w: theo muc, khoan, diém.

Vin ban hanh chinh ¢é thé duge bé cuc nhu sau:

- Quyét dinh (cd biét): theo diéu, khodn, diém; cdc quy ché (quy dinh) ban
hanh k&m theo quyét dinh: theo chuong, muc, diéu, khoan, diém:;

- Chi thi (¢4 biél): theo khoan, diém;

- Céc hinh thtc van ban hanh chinh khédc: theo phén, muc, khoan, diém.

7. Chitc vu, ho tén va chir Ky ctia ngudi ¢6 thim quyén

a) Viéc ghi quyén han ciia ngudi k¥ duoc thuc hién nhu sau:

- Trudmng hop ky thay mat tap thé thi phai ghi chit viét tit “TM.” (thay mat)
vao trude tén tap thé lanh dao hodc tén co quan, 18 chiic;

- Trudng hop ky thay ngudi ding ddu co quan, t6 chite thi phai ghi chir viét

- tat “KT.” (ky thay) vao trudc chidc vu cla ngudi déng ddu;

- Trudng hop ky thira 1&énh thi phai ghi chit viét tdt “TL.” (thira 1énh) vao
tru6e chitc vu cla ngudi didng ddu cd quan, t6 chic; '

- Trudng hop ky thira uy quyén thi phdi ghi chit viét tit “TUQ.” (thira uy
quyén) vao trudc chic vu clia ngudi ding ddu cg quan, té chifc.

b) Chidc vu clia ngudi ky

Chitc vu ghi trén van ban 1a chirc danh 1anh dao chinh thic cta nguoi ky van
ban trong c¢d quan, 8 chic; chi ghi chifc danh nhu Bo trudng (Bo trudng, Cha
nhiém), Thit trudng, Chu tich, Phé Chu tich, Gidm d&c, Phé Gidm doc v.v..,
khong ghi lai tén co quan, 16 chie, tlr cdc vin ban lién tich, van ban do hai hay
nhiéu cg quan, 18 chitc ban hanh; vin ban ky thira Iénh, thira uy quyén va nhiing
trudng hop cén thiél khdc do cdc co quan, 8 chiic quy dinh cy thé.

Chiic vy ghi trén vin ban do cdc t6 chdc v vAn nhu Ban, Hoi déng cla Nha
nudc hodc clia ¢o quan, té chirc ban hanh 13 chic danh 13nh dao clia ngudi ky vin
ban trong Ban hodc Hoi ddng d6. D6i véi nhitng Ban, Hoi dong khong dugc phép
st dung con d4u ciia co quan, t6 chic thi chi ghi chiic danh clia ngudi ky vin ban
rong Ban hodc HOi déng. Trudng hop Ban hoidc Hoi doéng dugc phép st dung con



ddu cla co quan, t6 chic thi ¢6 thé ghi thém chic danh lanh dao trong ¢ quan,
10 chic cla ngudi ky & dudi, vi du:

- Chitc vu cla nguti ky vin ban do Hoi dong hofic Ban chi dao cua Nha
nudc ban hanh ma lanh dao Bo Xay dung 1am Trudng ban hodc Phd Trudng ban,
Chu tich hodc Phé Chu tich Hoi déng duge ghi nhu sau:

TM. HOI DONG KT. TRUONG BAN
CHU TICH PHO TRUGNG BAN
(Chit ky, ddu cita Bo Xdy dung) (Chit ky, ddu ciia Bo Xdy dung)
BO TRUGNG BO XAY DUNG THU TRUGNG BO XAY DUNG
Nguyén Vin A Tran Vin B

- Chic vu cla ngudi k¥ van ban do Ban hodc Hoi dong cla Bo Xay dung
ban hinh ma Thi tuéng B6 Xay dung 1am Trudng ban hoac Chi tich Hoi déng,
lanh dao cac Cuc, Vu thudc Bd Xay dung lam Phé Trudng ban hodc Phé Chu tich
Hoi dong duge ghi nhu sau:

TM. HOI PONG . KT. TRUGNG BAN -
CHU TICH PHO TRUGNG BAN
(Chit ky, ddu cria Bo Xdy dimg) (Chit ky, ddu ciia Bo Xdy ding)
THU TRUGNG VU TRUGNG VU TO CHUC CAN BO

Tran Vin B _ Lé Van C

¢) Ho tén bao gém ho, tén dém (néu cb) va tén cla ngudi ky van ban. DSi
v&i viin ban quy pham phdp luat va van ban hanh chinh, trudc ho tén cla ngudi
k¢, khong ghi hoc ham, hoc vi va cdc danh hi¢u danh du khdc, trir vin ban cta
cac 18 chirc su nghiép gido duc, y (€, nghién cttu khoa hoc, trong nhing trudng
hgp cdn thiél, ¢6 thé ghi thém hoc ham, hoc vi.

8. D4u cla co quan, té chirc

Viéc déng d4u trén van ban duge thuc hién theo quy dinh tai Nghi dinh s
110/2004/ND-CP ngay 08 thang 4 nam 2004 ca Chinh phl vé& cong tic van thu
va quy dinh ca phap luét 6 lién quan.

9. Noi nhén

Noi nhan x4c dinh nhitng co quan, t chic, don vi va ¢ nhan nhén vin ban
v6i muc dich vi trich nhiém cu thé nhu d€ kiém tra, gidm sit; d€ xem xét, gidi
quyét; dé thi hanh; dé trao d8i cong viéc; dé biét va dé luu.

Noi nhan phdi dugc xdc dinh cu thé trong van bin. Can ci quy dinh cta
phép ludt; cin ctf chic nang, nhiém vy, quyén han clia co quan, t6 chifc va quan
hé céng tic v6i cdc co quan, t6 chidc, don vi hodc cd nhan c6 lién quan; can ct
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you cu giai quydt cong vite, don vi hodc ¢d nhan soan thao hode chu Ui soan
thdo co trdch nhiém d¢ xudt nhitng co quan, 0 chie, don vi va ¢d nhan nhan vin
ban inh ngudi ky van ban quyct dinh.

D6i vdi vin ban chi gl cho mot s6 d6i twgng cu the thi phai ghi en timg cd
quan, 18 chite, cd nhan nhan vin ban; d6i véi vian ban duye giti cho mot hodc mot
s0 nhém 43t tuong nhdt dinh thi noi nhan duoe ghi chung, vi du:

- Céc B0, co quan ngang BY, co quan thude Chinh phd;
- Uy ban nhan dan céc tinh, thanh pho tryc thu¢e Trung uong;
- Uy ban nhan dan cdc huyén, thi xa (thude tinh ...).

D&i voi nhitng van ban ¢6 ghi tén loai, nvi nhén bao gém LI “noi nhdn” va
phan li¢t ké cdc e quan, 16 chie, don vi vd ¢d nhin nhan vin ban.

Pdi vdi cong van hanh chinh, noi nhin bao gém hai phén:

- Phén th¢ nhat bao gém tir “kinh gii”, sau d6 13 en cdc co quan, 16 chic
hoac don vi, ¢d nhan true tiép gidi quydt cong vice;

- Phdn thir hai bao gém ti “noi nhan”, phia duéi 13 tir “nhu uén”, tGép theo la
tén céc ¢o quan, 1 chic, don vi va ¢é nhan ¢6 licn quan khidc nhdn cong vén.

10. Ddu chi mirc dé khan, mat

a) D4u chi mirc do khan:

Viée xdce dinh mic d) khén ctia van ban duge thuc hién nhu sau:

- Tuy theco mifc do cén dugc chuyén phit nhanh, van ban duge xdc dinh do
khin theo ba mic sau: hoa tdc, thugng khidn hoac khan;

- Khi soan thao van bin ¢d tinh chét khédn, don vi hogc ¢d nhan soan thao
van ban dé xufl mtc do khdn trinh ngudi ky van ban quyét dinh.

Dau do khdn phai duge khic sdn theo hudng dan tai diém k khoan 2 Muc [II
cta Thong tr nay. Muc dung dé déng ddu do khan ding myc mau do tuoi.

b) Dau chi midc d¢ mat:

Viée xde dinh va donb dau 46 mat (luyét mat, i mat hodc mat), dau thu hoi
d6i vGi van ban ¢6 nodi dung bi mat nhd nude duge thuc hi¢n theo quy dinh cla
phdp Tuat v& bao v¢ bi mat nha nude.

11. Céc thanh phén thé thitrc khic

Cdc thanh phin thé thic khdc cta vin ban bao gbm:

a) Dia chi co quan, t6 chiic; dia chi E- Mdll dia chi trén mdng (Website); s

di¢n thoai, s& Telex, sG Fax d&i v&i cong vin, cong dién, gidy gidi thi¢u, gidy
mdi, phidu giii, phicu chuyén dé tao didu kién thuan Igi cho viée lién hé;

b) Céc chi ddn v& pham vi luu hanh nhu “d fai sau khi hop (héi I'l}:,hl)
“xem xong tra lai”, “luu hanh ndi bo” doi vii nhu‘ng van ban ¢6 pham vi, d01
tuong phd bién, skt dung:, han ché hodc chi ddn vé du thdo van ban nhu “dy thao”
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hay “du thao 14n ...”. Cic chi dén trén 6 thé duge dédnh mdy hodc ding con ddu
khac sdn dé€ déng [én van ban hodc dy thao van ban;

¢) Ky hicu ngudi ddnh mdy va s lugng ban phdt hanh dér v6i nhimg vin
ban cdn dugc quan 1y chat ché vé s lugng bdn phdt hanh;

d) Trudng hop van ban c6 phu luc kém theo thi trong van ban phéi c6 chi
din vé phu luc d6. Phu luc van ban phai ¢6 ticu d&; van ban c6 tlr hai phu luc trd
lén thi céc phu luc phai duge ddnh s§ thi s bang chir s6 La M3;

d) S6 trang: van ban va phu luc van ban gdm nhicu trang thi tir trang thi hai
(rés di phai duoc dénh s§ thi wr bing chit s6 A-rap; s6 trang cla phu luc van ban
duge danh riéng, theo timg phu luc.

12. Thé thikc ban sao

Thé thic ban sao duge thuc hién nhu sau:

a) Hinh thitc sao bao gdm mot trong cdc dong chif “sao y ban chinh”, “trich
sa0” hodc “sao luc”. Viéc xac dinh hinh-thific ban sao duge thuc hién theo quy
dinh tai cic khodn 4, 5 va 6 Di¢u 2 cla Nght dinh s& 110/2004/ND-CP ngay 08
thang 4 nam 2004 cta Chinh phl vé cong tic van thu;
| b) Tén co quan, 1§ chifc sao van ban 12 1¢n clia co quan, 6 chife thyc hién

vi¢e sao van ban;

c) S6, k¢ hiéu ban sao bao gbém s& thit tr dang k¥ duge danh chung cho cic
foal ban sao do co quan, 18 chic thuc hién va chit vi€t tit tén loai ban sao theo
* Bang chif viét tit tn loai van ban va ban sao k&m theo Théng tu nay (Phu luc I).
S5 duge ghi bing chit s6 A-rap, bit ddu tir s 01 vao ngay ddu nam va két thic
vao ngly 31 thdng 12 hang ndm;

d) Cic thanh phén thé thic khdc cha ban sao van ban goém dia danh va ngay,
thdng, nam sao; chiic vy, ho (&n vi chir ky clia ngudi ¢6 thim quyén; déu cla co
quan, 1§ chic sao van ban va noi nhan dugc thuc hién theo hudng dan tai cédc
khoan 4, 7, 8 va 9 Muc II cia Thong w nay.

[II. KY THUAT TRINH BAY

1. Khd gidy, kiéu trinh bay va dinh 1€ trang van ban

a) Khd gidy

Van ban quy pham phép Iuat v vin ban hanh chinh duge trinh bay wén gidy
khé A4 (210 mm x 297 mm).

Céc loai vin ban nhu gidy gi6i thi¢u, gidy.bién nhan hé so, phidu gir, phi€u
chuyén cé (hé duge trinh bay trén gidy khd AS (148 mm x 210 mm) hodc trén
gidy miu in san.

b) Kiéu trinh bay

Van ban quy pham phédp lugt va van ban hanh chinh dugc trinh bay theo
chiéu dai cha trang gigy khé A4 (dinh huéng ban in theo chitu dai).
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Trudng hgp nodi dung van ban cd céc bang, biéu nhung khong duge lam
thinh cdc phu lyc riéng thi vin ban c6 thé duge trinh by theo chiéu rong cla
trang gidy (dinh hudng ban in theo chiéu rong).

c¢) Pinh 1¢ trang van ban (d6i v6i khd gidy A4)
- Trang mat trudc:
L& trén: cich mép weén tr 20-25 mm;
Lé dudi: cdch mép duéi tir 20-25 mm;
L& trdi: cdch mép réi tir 30-35 mm;
L& phai: cdch mép phai tir 15-20 mm.
- Trang mat sau:
Lé trén: cdch mép trén tir 20-25 mm;
L& dudi: cich mép dudi tir 20-25 mm;
L& trdi: cdch mép trdi tr 15-20 mm;
L& phai: cdch mép phai tir 30-35 mm.
2. K¢ thuat trinh bay cic thanh phén thé thirc vin ban -

Vi i trinh bay cac thanh phﬁn thé thitc vin bén trén mot trang gidy khé A4
duge thuc hién theo So d6 bg tri cdc thanh phdn thé thitc van ban k&m theo Thong
W nay (Phu luc II). Vi trf trinh bay cdc thanh phdn thé thic vin bén trén mot
trang gidy khé A5 dugc 4p dung tuong ty theo So d6 trén.

Céc thanh phin thé thite van ban dugc trinh bay nhu sau:
a) Qudc hiéu
Qudc hiéu dugc trinh bay tai ¢ s6 1.

Dong chit trén: “Cong hod xd hoi chd nghia Viét Nam” duge trinh biy bing |
chif in hoa, c& chit tir 12 dén 13, kiéu chif ding, dam.

Dong chit dudi: “Doc lap - Ty do - Hanh phic” duge trinh bay bing chi in
thudmg, <& chit tir 13 dén 14, kiéu chit ding, dam; chit cdi ddu cla cdc cum tif

duge viét hoa, gilta cdc cum tir ¢é gach ngang nhd; phia dudi cé duamg ké ngang,
nét lién, c6 d6 dai bang do dai cha dong chit.

b) Tén co quan, té chifc ban hanh van ban
Tén co quan, t§ chic ban hanh van ban dugc trinh bay tai 6 s6 2.

Tén co quan, t8 chiic chi quén cdp trén tive tiép dugc trinh bay bing chit in
hoa, ¢& chir tir 12 d&n 13, kiéu chit ding.
Tén co quan, & chitc ban hanh van ban duge trinh bay bing chif in hoa, c&

chit tir 12 dén 13, ki€u chit ding, dam; phia dudi c6 dudng ké ngang, nét lién, c6
do dai bing tir 1/3 d&n 1/2 4o dai cha dong chit va dit can d6i so vdi dong chi.
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¢) 86, k¥ hi¢u cta van ban

SG, k¢ higu cua viin bén duge trinh bay tai 6 s0 3.

Tir “s6™ duge trinh biy bing chif in thudng, k¥ hidu bang chif in hoa, ¢ chix
13, kiéu chif diing; sau tir “s6” ¢é ddu hai chidm; gitta s6, nam ban hinh va ky
hi¢u van ban c6 ddu gach chéo (/); gilta cic nhém chif viet tat trong ky hiéu van
ban ¢6 ddu gach ndi khong cach chir (-), vi du:

S6: 33/2002/ND-CP; S6: 15/QD-UBND; S8: 23/BC-BNV; S6: 234/SCN-VP.

d) Dia danh va ngdy, thiang, nim ban hinh van ban

Pia danh va ngay, thing, nam ban hanh van ban dugc trinh bay tai 6 s& 4,
bing chit in thudng, c¥ chi tr 13 dén 14, kiéu chif nghiéng; sau dia danh cé dau
phiy.

Vi du: Ha Noi, ngay 05 thdng 02 ndm 2004

d) Tén loai va trich y&u ndi dung vén ban

Tén loai va trich y&u ndi dung cia cic loai vin ban ¢ ghi tén loai duge trinh
bay tai 6 s0 Sa; tén loai van ban (nghi dinh, quyét dinh, k& hoach, bdo cdo,
trinh va cdc loai van ban khic) duge dat canh gifta (can d6i & gifta dong) bing
chit in hoa, o chif tir 14 dén 15, kiéu chit ddng, dam; tich y&u ndi dung van ban
duoc dat canh giita, ngay du6i én loai vin ban, bang chit in thudng, ¢ chit 14,
kiéu chir ding, dam; bén dudi trich y&u c6 dudng ké ngang, nét lién, c6 do dai
bang tir 1/3 dén 1/2 4o dai cha dong chit va dat can d6i so vdi dong chi.

Trich y&u ndi dung cong vin duge tinh bay tai 6 sG 5b, sau chiF viet tat
“Y/v* (vé viec) bing chif in thudng, ¢& chi tir 12 dén 13, kiéu chit ding.

e) Noi dung van ban
Noi dung van ban duge trinh bay tai 6 s0 6.

Phdn noi dung (ban van) duge trinh bdy bang chit in thudng, c& chif tir 13
dén 14; khi xufng dong, chit ddu dong c6 thé 1 vao tir lecm dén 1,27cm (1
dcfault tab); khodng cdch gilta cdc.doan vin (paragraph) dat t6i thiéu 1a 6pt;
khoang céch gifta cdc dong hay cdch dong (line spacing) chon t6i thiéu tir cdch
"dong don (single line spacing) hodc tir 15pt (exactly line spacing) tré lén.

D6i véi nhitng vin ban quy pham phdp luat v vin ban hanh chinh ¢6 phan
can cit phap ly d€ ban hanh thi sau mdi can ci phai xubng dong, cudi dong ¢6
ddu cham phéy, riéng can ci cudi ciing két thiic bang d4u phdy.

Trudng hop noi dung van ban dugc b8 cuc theo phdn, chuong, muyc, dieu,
khoan, diém thi trinh bay nhu sau: o

- Phén, chuong: tir “phdn”, “chuong” va s6 th tu clia phdn, chuong dugc
(rinh bay trén mot dong riéng, canh giita, bang chif in thudng, c& chir 14, kiéu
chif ding, dam. S6 thit ty clia phdn, chuong dung chif s6 La Mi. Tiéu dé (tén) cha
phdn, chuong duge dat ngay dudi, canh gifia, bang chif in hoa, ¢& chi tir 13 dén
14, kiéu chif ding, dam; _ .
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- Muc: tir “muc” va s th tu clia muc duge trinh bay trén mot dong riéng,
canh gitta, bing chir in thudng, cd chit 14, kiéu chir dimg, dam. S6 thd tu clia muc
diing chi s8 A-Irap. Tiéu dé cha muc dugc trinh bay canh gilta, bang chif in hoa,
cd chit tit 12 dé&n 13, kiéu chit ding, dam; |

 _ Didu: tir “diéu”, 6 thit ty vi tiéu dé cla diéu dugc tinh bay bing chif in
thudng, c& chit bing c& chif clia phén 13i van (13-14), kiéu chit diing, dam. S6 thi
tu ctia diéu ding chi s6 A-rap, sau s§ thit tu c6 ddu chdm;
- Khoan: s6 thit ty cdc khoan trong mbi diéu ding chi s6 A-rap, ti€p theo 13
d4u ch&m, c& chil bing c& chif clia phéin 1&i van (13-14), ki€u chir ding;
| - Diém: thit tu cic diém trong mbi khodn dung céc chit céi ti€ng Viét theo
thtt ur abe, sau c6 ddu déng ngodc don, bing chif in thudng, cd chit bing cd chif

ctia phdn 10i van (13-14), kiéu chit ding. -

Trudmg hop noi dung vin ban dugc phan chia thanh cdc phén, muc tir I6n
dén nho thi trinh bay nhu sau: _ .

- Phdn (néu c6): tir “phdn” va s¢ thit tr cla phdn dugc trinh bay wén mot
dong riéng, canh gifta, bing chit in thudng, c3 chir 14, kiéu chit dimg, dam. S6
thit ti cla phén ding chit s& La Ma. Ti¢u dé cha phin dugc dat ngay dudi, canh
' giita, bing chit in hoa, c& chif ar 13 dén 14, kiéu chiy dting, dam; -

- Muc: s6 thit tu cdc myc ding chit s6 La M3, sau ¢6é ddu chdm; tiéu dé cha
muc dugc trinh bay bang chif in hoa, & chit tir 13 dén 14, kidu chif ding, dam;

- Khoan: s6 thit tu cdc khoan trong mbi muc ding chif s6 A-rap, sau d6 ¢
d4u chdm; s6 thi tu va tidu dé cha khodn (n€u c6) duge trinh bay bang chif in
thudmg, ¢ chit bing c& chit ctia phdn 16i van (13-14), kidu chit dng, dam;

- Diém: thé ty cac diém trong mbi khodn ding cdc chir céi tiéng Viét theo
thit tu abe, sau d6 c6 ddu déng ngogc don, bang chi in thudmg, c& chif bing cd
chir ctia phén 10i van (13-14), kiéu chif diing. :
| g) Chitc vy, ho tén va chit k§ clia nguoi c6 thdm quyén
. Quyeén han, chic vy clia ngudi ky dugc trinh bay tai 0 s 7a; chiic vu khic

clia ngudi ky duge tinh bay tai 6 s6 7b; cac chit viét tit “TM.”, “KT.”, “TL.”,
“TUQ.” hodc “Q.” (quyén), quyén han va chic vu cta ngudi ky duge trinh bay
bang chif in hoa, ¢ chit tir 13 dén 14, ki€u chir dimg, dam.

~ Ho tén clia ngudi ky van ban va hoc ham, hoc vi (néu ¢6) duge uinh bay tai
& s6 7b; bing chit in thudng, ¢3 chif tir 13 dén 14, ki€u chif ddng, dam.

Chit k§ chia ngudi c6 thdm quyén dugc trinh bay tai 0 86 7c.
h) Ddu clia co quan, t8 chic

D4u cia cd quan, t8 chitc duge trinh bay tai 6 s6 8.

i) Noi nhan |

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

13




| Phan noi nhén tai 0 s& 9a (chi 4p dung d6i véi cong van hanh chinh) duge
trinh bay nhu sau:

- Tir “kinh g va 1én cic co quan, 16 chic hodc cd nhan nhan van ban duge
trinh bay bang chit in thudng, ¢& chir 14, kiéu chir ding;

- Sau tir “kinh gii” c6 ddu hai chdm; néu cong vin gl cho mot ¢o quan, t6
chie hodc mot cd nhan thi wr “kinh gli” viu tén ¢d quan, 6 chiic hodc ¢4 nhan
duge trinh bay tén cling mot dong; tudng hgp cong van gl cho hai ¢o quan, 19
chie hodc cd nhan trd 16n thi €n mdi ¢o quan, 16 chiie, ¢4 nhan hodc mdi nhém
¢ quan, t6 chdc, cd nhan duge tinh bay trén mot dong riéng, ddu dong ¢ gach
ngang, cudi ddng ¢d ddu chdm phdy, cudi dong cudi cling c6 ddu cham.

Phan noi nhén tai 0 $6 9b (4p dung chung d&i vdi cOng van hanh chinh va
cdc loai van ban khdc) duoc trinh bay nhu sau:
- Tir “noi nhan” duge tinh bay wrén mot dong riéng, sau dé cé ddu hai
chdm, bing chif in thudng, ¢d chit 12, kiéu chit nghiéng, dam;

- Phdn liét ké cdc co quan, t& chite, don vi va c4 nhan nhén van ban duge
trinh biy bing chit in thudng, cd chir 11, kiéu chir ding; tén méi cg quan, 8
chifc, don vi va c¢d nhan hoic mdi nhém co quan, 18 chirc, don vi nhan vin ban
durgre trinh hdy trén mot dnn&, riéng, dau d()nb ¢6 gach ngang, cudi dong ¢b dau
chdm phdy; riéng dong cudi cling bao gom chit “luu” sau dé ¢b dau hai chim,
tiép theo 13 chit viét tit “VT” (van thu co quan, t§ chirc), chit viét tat tén don vi
(hoic bd phan) soan thdo van ban va s§ lugng ban luu (chi trong nhitng trudng
hop cin thiét) duge dat trong ngoac don, cudi cung 14 ddu chdm.

k) D4u chi mitc d¢ khén, mat

Miu ddu do mat (tuyét mat, t6i mat hodic mat) va ddu thu héi d6i voi van
ban ¢6 ndi dung bi mat nha nude duge thue hién thco quy dinh clia phép luat vé
bao v& bf mat nha nudc. DAu d6 mal duge déng vao 0 s§ 10a, ddu thu hoi duge
déng vao 6 6 11.

Dau d6 khdn duoc déng vao 6 s6 10b. Con dfu cdc 46 khdn c6 hinh chit
nhat, trén d6, cdc tir “hod 16¢”, “thugng khén” hodc “khdn” duge trinh bay bing
chit in hoa, c@ chit tir 13 d¢n 14, kiéu chit déng, dam va duge dat can ddi trong
khung hinh chit nhat vién don, <6 kich thude wwong dng 12 30mm x 8mm, 40mm
x 8mm va 20mm x 8mm. '

1) C4c thanh phén thé thic khic
Céc thanh phén thé thite khic duge trinh by nhu sau:

- Céc chi din vé pham vi luvu hanh duge trinh bay tai 6 s6 11; cdc cum tur

“Urd lai sau khi hop (hoi nghi)”, “xem xong tra lai”, “luu hanh ndi b§” dugc trinh

bay cin d6i trong moOt khung hinh chif nhét vién don, bing chit in hoa, ¢& chit tir
13 dcn 14, kiéu chit ding, dam;

- Chi din v& du thio van ban dugc trinh biy tai 6's§ 12; tir “du thao” hoic
cum tir “du thao ldn ...” dugce trinh bay trong moét khung hinh chit nhat vién don,
biing chit in hoa, ¢d chi tir 13 dén 14, kiéu chir ding, dém;
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- Ky hiéu ngudi ddnh mdy va s6 lugng ban phdt hanh dugce trinh bay tai 6 s§

' 13; ky hiéu bing chit in hoa, s(.‘) lugng ban bing chit s6 A-rap, c& chir 11, kiéu
chit ding;

- Dia chi co quan, t8 chic; dia chi E-Mail; dia chi trén mang (Website); s&
dién thoai, s6 Telex, s6 Fax dugc trinh biy trén trang ddu cla vin ban, tai 6 s&
14, bang chit in thudng, ¢ chit tr 11 dén 12, kiéu chit ding, dusi mot dudng ké
nét lién kéo dai hét bé ngang cha ving trinh bay vin ban;

- Phu luc van ban: phu luc kém theo van ban duge trinh bay trén cdc trang
gi&y riéng; tr “phu luc” va s thi tr cia phu luc (tru'bng hop ¢6 tir hai phu luc trd
1én) duge trinh by trén mét dong uéng, canh giita, bang chir in thucmg, ¢ chir
14, kiéu chit déng, dam; tidu dé (tén) ctia phu luc duge trinh bay canh giita, bing
chit in hoa, c¢& chit tir 13 dén 14, kiéu chir dimg, dam;

- 86 trang cta van ban dugc trinh bay tai chinh gilta, trén ddu trang gidy
(phdn header) hodc tai g6c phéi, & cudi trang gidy (phdn footer), bing chit s6 A-
1ap, @ chit bdng c& chif clia phan 1&1 van (13-14), kiéu chitr dimg;

M4u chit va chi tiét trinh bay cdc thanh phén thé thic van ban duge minh
hoa tai Phu luc IV - Miu chif va chi tiét trinh bdy thé thitc van ban vi thé thitc
ban sao kém theo Théng tur nay (trong d6, st dung phong chit VnTlme déi_véi
~chif in thudng va .VnTimeH d6i véi chir in hoa).

Miu trinh bay mot sO loai van ban quy pham phédp Iuit va van ban hanh
chinh dugc minh hoa tai Phu luc V - Mu trinh by van ban v3 ban sao van bédn
kém theo Thong tu ndy (trong dd, st dung phong chit .VnTime d6i v4i chit in
 thudng va .VnTimeH déi vdi chit in hoa).

3. K§ thuét trinh bay cac thanh phan thé thirc ban sao

Céc thanh phdn thé thifc ban sao dugc trinh by trén cdng mot trang gidy,
ngay sau phdn cuéi ciing clia van ban dugc sao, dudi mét dudng ké nét lién, kéo
dai hét chiu ngang cla ving trinh biy vin ban.

Vi trf trinh bay céc thanh phén thé thic ban sao trén trang gify khé A4 dugc
thuc hién theo So d6 b6 tri cic thanh phdn thé thic ban sao kém theo Thong tu

ndy (Phu luc III).

Céc thanh phan thé thiic bén sao duoc trinh bay nhu sau:

a) Hinh thitc sao: cum tir “sao y ban chinh”, cdc tir “trich sao” va “sao luc”
dugc trinh bay tai 6 s6 1 (Phu luc IIT) béng chit in hoa, c& chit tir 13 dén 14, kiéu
chir ding, dam;

b) Cic thanh phén thé thitc khdc cha ban sao gém: tén cd quan, t8 chiic sao
van ban (tai 6 s§ 2); s6, k¥ hiéu ban sao (tai 6 s6 3); dia danh v ngay, thing,
nam sao (tai 6 s6 4); chitc vu, ho tén va chif ky cta ngudi ¢6 thim quyén (tai & s6
5a, 5b va 5¢); ddu cla co quan, té chifc sao vin ban (tai 6 s§ 6); noi nhén (tai 6 s6
7) dugc trinh bay theo huéng dén trinh bay cdc thanh phﬁn thé thic twong ing -
cua van ban tai khoan 2 Muc nay.
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MAu chit vi chi 1iél trinh bdy cdc thanh phan thé thiic bin sao duge minh
hoa tai Phu luc IV, miu trinh biy ban sao duge minh hoa tai Phu lue V k&m theo
Thong tu ndy.

1v. TO CHUC THUC HIEN

1. Thong tu ndy ¢é hiéu lyc thi hanh sau 15 ngay, ké tir ngay dang Cong
bdo. Cac quy dinh va hudng din trude day trai voi quy dinh va hudng dan tai
Thong tu nay déu bi bii bo.

2. Trong qué trinh thuc hién, n€u ¢ van dé phat sinh hodc khé khan, vudng
mic, cic ¢o quan, té chic phin dnh vé Bo Noi vu (Cuc Van thu va Luu trit nha
nudc) va Van phong Chinh pht dé kip thoi gidi quyét./. '

'KT.BO TRUONG, CHU NHIEM KT. BO TRUGNG
VAN PHONG CHINH PHU BO NOI VU
PHO CHU NHIEM U(')NG

)

Ping Quoc Tién

Noi nhdn:

- Thit twéng, cdc PTT Chinh phi;

- Cdic B9, co quan ngang Ba, co quan thugc Chinh phiy

- FIDND, UBND ciic tinh, tdnh phd trye thude T

- Van phéng Qudc hoi;

- Van phong Chii tich nudc;

- Vién Kiém sét nhan dan t8i cao;

- Fo& d4n nhan dan 161 cao;

- Vin phong Trung uong Piéng;

- Co quan Trung uong cla cic doan thé;

- Cfic Tong cong ty nha nudrc;

- Cyc Van thu va Luu trif nha nude (L0b);

- Cuc Kiém tra van ban QPPL (B6 Tu phéap);

- Cong bio;

- BNV: BT, cic TT, cac don vi thude vit truc thude Bo;.

- VPCP: BTCN, TBNC, cic PCN, BNC, Ban Diéu
hanh 112, Ngudi phit ngén cla Thi tuéng Chinh
phd, cdc Vu, Cue, cic don vi truc thuge;

- L VT, CLF (BNV): HC(VICP 5). €.320.
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Phu luc |

'HU VIET TAT TEN LOAI VAN BAN VA BAN SAO
Fliong nelién tich s6° S5 12005/TTLT-BNV-VPCP ngay @é..
ndm 2005 ciia Bo Noi v va Vin phong Chinh plit)

oai vin ban Chir viét tat
Vin ban quy pham phap luat
| Luil Lt
2. | Phip l¢nh PL
3. | Lenh . L
4. | Nghi quydt N
5. | Nghi quyét lién tich NQLT
6. | Nehi dinh ND
7. | Quy& dinh Qb
8. | Chi thi CT
9. | Thong TT
10. | Thong tr lién tich TTLT
Vin ban hanh chinh
L. | Quyltdinh (cabicy QD ]
2. | Chi thi (cid liét) Cr
3. | Thong cdo TC
4. | Thong bio TB
| 5. | Chuong trinh Clr
6. | K& hoach ' KH
7. | Phuong én PA
8. | Déédn DA
9. | Bdo cio BC
10. | Bi¢én ban BB
[l. | Ty rinh TTr
2. | Hop déng HD
13. | Cong dién Cb
‘14. | Gidly chimg nhin CN
15. | Gidly uy nhi¢m UN
16. | Gidly moi GM
17, | Gidy gidi thicu GT
[8. | Giay nghi phép NP
19. | Gidy di dudng bb
20. | Gily bién nhan ho so BN
21. | Phiéu gui PG
22. | Phi€u chuyén | PC
Ban sao vin ban
[. { Ban sao y ban chinh SY
2. | Ban trich sao TS
3. | Ban sao luc SL




L)
T
o

e

G DOBO TRI CAC TH

: \.1‘\) E W Y )
\\ S hdn

Phu luc I1

S DO ANH PHAN THE THUC VAN BAN

/ fo}y VA (Trén mot trang gidy khd A4: 210 mm x 297 mm)

[ nriho Thong e lién tich 50 S5 12005/TTLT-BNV-VPCP ngay .04.
/5 ndm 2005 ciia B Noi vi va Ven phong Chinh phi)

2()—ZSImm 11
2 1
3 4
5b Sa
10a 9a
10b 12
3(0-35 mm E
=
6 q
=
7a
1)
13 7C
b
14

ZO-ZSImm




Ghi chii:

A

O so . Thanh phan thé thic vin ban

1 Quéc hiéu

2 . Teén co quan, 6 chifc ban hanh van ban
3 : S8, ky hiéu cha van ban
4

Dia danh vA ngay, thing, ndm ban hanh van bén

Sa . Tén loai va trich yé€u noi dung van ban
5b © Trich yéu noi dung céng van hanh chinh
6 : Noi dung van ban
7a,7b,7c  : Chiic vu, ho tén va chit ky clia ngudi c6 thim quyén
8 . Ddu clia co quan, t6 chic
92,95  : Noinhn |
10a . Diu chi mic do mat
10b - Ddu chi mitc do khén | -
11 :  Ddu thu hoi va chi dén vé pham vi luu hanh
12 . Chi din vé du thao van ban
13 : Ky hiéu ngudi ddnh méy va s6 luong ban phét hinh
14 . Dia chi co quan, t8 chic; dia chi E-Mail; dia chi Website; sO

dién thoai, s Telex, sO Fax



‘

N \"‘. \;--..'.',");é'_-_.

[ j
!@}heo Thong tw lién tich s0°..557. 12005/TTLT-BNV-VPCP ngay .7%.
thir iging S ndm 2005 ciia B3 Noi vu va Vn phong Chinht phii)

S
gt

Phu lll(. IH

| (Tiun mot trang ”ldy kho A4: 21() mm X 297 mm)

20-251mm

2 1 -
30-35 mm 3 4 E
|
]
Q&
W
N S5a ~
7
Sc
Sb
20-25/mm
h 4
Ghi cha:
Oso Thanh phan thé thirc ban sao _
1 Hinh thitc sao: “sao y ban chinh”, “trich sao” hodc “sao lyc”
2 Tén cu quan, 18 chifc sao van ban
3 S3, ky hiéu ban sao
4 Pia danh va ngay, thdng, nam sao
5a, 5b, 5¢c Chttc vu, ho én va chit k¥ cla ngudi c6 thdm quyén
6 DAu clia co quan, (0 chite
7 Noi nhén




uwwv,w

wTheo Thong tw lién tich so’.

Phu _cn v

>G?OE~%<V CHI TYET TRINH BAY THE THUC VAN BAN <> THE THUC BAN SAO
-_ - m &8 12005/TTLT-BNV-VPCP ngay @@ thdng 5

ndm 2005 cia Bé Noivu va Vin phong Chinh phi)

Stt Thanh phan Loai chir | Co Kiéu chir Vi du minh hoa
va chi tiét trinh bay chi Phong chit . VnTime: chit thudng, .VnTimeH: chitin hoa | Co chir
(1) (2) (3) (4 (5) | (6) ()
1 | Qudc hieu
- Dong trén Inhoa |12-13 | Dimg, ddm CONG HOA XA HOI CHU NGHIA VIET NAM 13
- Dong du6i In thuomg | 13-14 } Ding, dam Pac lap - Tu do - Hanh phic 13
- Dong ké bén dudi
2 | Tén co quan, to chic
- Tén ¢o quan, t§ chiic chi
quan cap trén true 1iép Inhoa | 12-13 Primg BO TAI CHINH 12
- Tén co quan, t6 chiic Inhoa | 12-13| Bxing, dam CUC QUAN LY GIA 13
_________________ - Dong ké bén dudi —
3 | So, ky hiéu cua van ban In thuong 13 Ding Sa: 32/2002/ND-CP; S6. 15/QD-BCN; §6: 12/UBND-VX 13
4 | DBia danh va ngay, thang, nam | In thudng | 13-14 | Nghiéng Ha Noi, ngay 05 thang 02 ndm 2004 13
ban hanh vin béan Go Vdp, ngay 29 thang 6 ndm 2004
5 | Tén Joai va trich y&u ndi dung
a | Ddi vdi van ban c6 @en loai
- Tén loai vin ban Inhoa | 14-15% Ding, dam CHI THI 14
- Trich y&u ngi dung [nthudng | 14 | Ding, dam Vé cong tac phong, chéng lut bao 14
- Dong k& bén dudi
b | D61 v&i cong van _ _ : o
Trich yéu ndi dung In thudng | 12-13 Piing V/v Nang bac luong nam 2004 13
6 | Noi dung van ban In thuomg | 13-14 Ditng Trong cOng tac chi dao ... 14




(1) 2) (3) “) %) (6) N
a { GOm phan, chuong, muc, .
diéu, khoan, diém
- Tr “phan”, “chuong” vi s0 _
thi wr ciia phéan, chuong Inthudng | 14 Diing, ddm Phan I Chuong I 14
- Tigu dé cia phén, chuong Inhoa | 13-14{ Pung, dam QUY PINH CHUNG QUY PINH CHUNG 14
- Tir “muyc” va s6 thit o Inthudng | 14 | Didng, dam Muc 1 14
- Tiéu dé clta muc Inhoa | 12-13 | Ping, dam GIAI THICH LUAT, PHAP LENH 12
- Diéu In thudng | 13-14 | Ding, ddm | Diéu 1. Ban sao van ban | 14
- Khoan In thudng | 13-14 Dimng 1. C4c hinh thifc ... 14
- biém In thudmg | 13-14 Ding a) D61 véi ... 14
b | G6m phan, muc, khoan, diém
- Tir “phan” va s@ thit tu In thudng | 14 Ping, dam Phan 1 14
- Tiéu d€ cira phin Inhoa. | 13-14 | Bing, dam ~ TINH HINH THUC HIEN NHIEM VU ... 14
- SO thityvatieu déchamue | Inhoa | 13-14 | Dimg, dam || NHUNG KET QUA... 14
- Khoan: _ ,
Trudmg hap c6 ticu dé Inthuong | 13-14 | Ding, dam | 1. Pham vi v& déi tuong 4p dung 14
Truong hop khong cé tieu dé | In thudng | 13-14 Ping 1. Thong tu nay cé hiéu luc thi hanh sauv 15 ngay ké... 14
- Diém In thudong | 13-14 Ding a) D61 vdi ... 14
7 | Chiic vu, ho tén cla ngudi ky
- Quyén han ciia ngudi ky Inhoa | 13-14 | Pimng, dam TM. CHINH PHU KT. BO TRUONG 14
- Chitc vu cia ngudi ky Inhoa | 13-14 | Ding, dam THU TUGNG THU TRUONG 14
- Ho tén cha ngudi ky In thudng | 13-14 | Diing, dam Nguyén Van A Tran Van B 14
8 | Noi nhan | i
a { T “kinh giri” v t¢n co quan, | Inthuong ! 14 Diing 14
t6 chitc, c4 nhan
- Gtti mot noi Kinh m_m:_ Bo Cong nghiép 14




(1) (2) (3) 4) (3) (6) (7)
- Giri nhiéu noi Kinh giri: 14
_ - Bo Néi vy,
- Bo K& hoach va Dau ar;
- B6 Tai chinh.
b | Tir “noi nhan” va tén co quan, _
t4 chic, c4 nhan
- T “n6i nhan” Inthudng | 12 | Nghiéng, dam | Noi nhdn: : Noi nhdn: (d6i véi cong van) 12 -
- Tén co quan, t6 chiic, cd Inthuong | 11 Ping - Céc B, co quan ngang B9, ...; - Nhu trén; 11
nhan nhan van ban, ban sao _ ) Héﬁnmq. ) ?Eﬁ.ﬂonm
e 1 - g _ -, o z P
9 | D&u chi mic do khéin Inhoa | 13-14} Pung, dim HOA TOC THUGNG KHAN KHAN 13
10 | Chi dan vé pham vi luu hanh | In thudng | 13-14 | Dimng, ddm XEM XONG TRA LAI LUU HANH NOI BO 13
i1 | Chi ddn v& dy thao van ban Inhoa |13-14| Déng, dam DU THAO DU THAO LAN 10 13
12 | Ky hiéu ngudi danh mdy, Inthudmg | 11 Pimg PL.300 11
nhén ban va s6 lugng ban
13 | Dia chi co quan, t5 chic; dia | Inthudmg | 11-12 Diung 6 XX ph6 Trang Tién, quan Hodn Kiém, Ha Noi 11
chi E-Mail, Website; s6 dién DT: (04) XXXXXXX, Fax: (04) XXXXXXX
thoai, s6 Telex, s6 Fax E-Mail: _ Website:
14 | Phu lyc van ban
- Tir “phu luc” va s@ thit tr
cua phu luc Inthudng | 14 | Ding, dam Phu luc I 14
- Tiéu dé cta phu luc Inhoa | 13-14 | Ding, dam BANG CHU VIET TAT 14
15 | S8 trang Inthuong | 13-14 |  Dimg 2.7,13 14
16 | Hinh thic sao Inhoa |13-14] Ding,dam | $AO Y BAN CHINH, TRICH SAO, SAO LUC 14




o7
ékﬂﬁ I.f?fit'({_‘ 'M!}w nelién tich s6... 857 12005/TTLT-BNV-VPCP ngay .86.

'

Phy luc V
'1‘1§1NH BAY VAN BAN VA BAN SAO VAN BAN

- \:ﬁgf “Thetng ia cim 2005 ciia Bo Noi v va Vdn phong Chinh phii )y
QN Yy :
L , |

1. Mau temli“bay van ban quy pham phap Juat
Miu [.1 - Nghi quy¢t caa Chinh pha |
Miu 1.2 - Nghi quy&t cda Hoi dong nbﬁn dan ..
Miu 1.3 - Nghi dinh cGa Chinh pht (quy dinh truc Uép)
Miu 1.4 - Nghi dinh cGa Chinh phtt (ban hinh dicu 1¢, quy chd)
Maiu 1.5 - Quyét dinh (quy dinh tryc tiép)
Mau 1.6 - QuyCt dinh (ban hanh quy ch&, quy dinh)
Miu 1.7 - Chi thi o
Miu 1.8 - Thong tr clia Bé trudng
Mau 1.9 - Thoéng arlién tich -
2. Mau trinh bay van ban hanh chinh
Mau2.1 - Quyctdinh (cd bi¢t) (quy dinh truc tLicp)
Miu22 - Quy& dinh (cd bict) (ban hinh hodc phe duyét mot vin ban khéc) |
Mau2.3 - Cong vian hanh chinh
Miu2.4 - Céc hinh thitc viin ban hanh chinh khdc nhe chi thi hanh chinh (cd

bi¢t), thong bdo, chuong trinhi, k& hoach, d¢ dn, phuong 4n, bdo céo,
to trinh v.v...

3. Miu trinh bay ban sao vin ban

Mau 3.1

Ban sao van ban



MaAu 1.1. Nghi quyét caa Chinh phd

CHINH PHU CONG HOA XA HQI CHU NGHIA VIET NAM
Pac lap - Tu do - Hanh phtic -
Sé: /20..(1)../NQ-CP Ha Ngi, ngay thang  ndm 20..(1)..
NGHI QUYET
........................... (2) eeeeeenrreenreeenaenr e
CHINH PHU

Can ctt Luat T8 chic Chinh pht ngay 25 thdng 12 ndm 2001,

CAR CI eevveeeeereeerecereneecsiceneneneeae e e ) T O UUSO NP ;

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

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

Not nhan: TM. CHINH PHU
e THU TUONG
- L VT, ..{5). AXX(6).
(Chit ky, ddu)

Ho va tén

Ghi chii:

(1) Nam ban hanh. !
(2) Trich y€u ndi dung nghi quyét.

(3) Céc cin cit khdc d€ ban hanh nghi quyét.

(4) Noi dung cla nghi quyét.

(5) Chit viét tit tén don vi hoac chi tr soan thio v s6 lugng bén luu (néu cdn).
(6) Ky hiéu ngudi dinh my, nhan bin vi s¢ fugng ban phét hanh (néu cdn).



Mau 1.2. Nghi quyét cia Hoi dong nhan dan

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

...... (1) ceenas Poc tap - Tu do - Hanh phiic
S§:  /20.(2)./NQ-HDND ... (3) ., ngdy  thdng  ndm 20.(2)..
NGHI QUYET
........................ T

HOI PONG NHAN DAN ..(1).
KHOA ... KY HOP THU ...

Can cua Luét T8 chitc Hoi ddng nhan dan va Uy ban nhédn dan ngay 26 thiang
11 ndm 2003; . '

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

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

Nghi quyét nay da dugc Hoi dong nhan dan ............. (1)eeeeenecne Khod ... ky
hop thi ..... thong qua./. .
 Noi nhgn: , CHU TICH

i VE L) a9 (Chit k5, dai)

Nguyén Vin A

Ghi cha:
(1) Ten tinh, thanh phé tree thude Trung wong; huyén, quin, thy x4, thanh phé thudc tinh; x4, phudng, thi trén.
(2) Nim ban hanh. -
. {3) Pia danh.
(4) Trich y&u néi dung nghi quyét.
(5) Cac can cit khidc dé ban hanh nghj quyét.
(6) N6i dung ctia nghi quyét.
(7) Chi viét tht tén don vi ogn thio hogc chl tri soan thio va s§ luong bén luu (aéu cdn).
(8) Ky hiéu ngudi dénh m4y, nhan ban va s6 hwong ban phét hanh (néu cdn).



Maul.3 - Nghi dinh clia Chinh phi (quy dinh truc tiép)”

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phic
S6:  [20..(1)../ND-CP Ha Noi, ngay  thdng  ndm 20.(1)..
NGHI BINH
.............................. (2) ceeerreeermeniereneeerenns
CHINH PHU
Can ctt Luat T8 chitc Chinh phi ngay 25 thadng 12 nam 2001;
Cin cif ....... et e v s b et et ra e eneeanaaraan ) TR e er et ane :
Theo dé nghi cla ..covrricriveieriiiecrees (A weeeeeeeeeeeveraeraeeaeneeneaaeaeiaea ,
NGHI PINH:
Chuong 1
QUY DINH CHUNG ]
DU Lu oo eev e e e emeeeaesaressassasensaenesabe st e aa s e ene e s be e et aasenaenne s sraearen
7T | SRTTTTUT S OU OSSO U UUUU OO RURSTOR U UU PO
Chuong
DI RBU oo oot e ereeeea e ea e e eeeaaneaeaaeneessasennrenaanntrasereeans nne e enbasansetranns e b et s eans
DHL s e eer e et eereie
. Chuong ...
PIEU KHOAN THI HANH
YU T R USSRy OSSO VU SU O TEUOUORRR PP
..................................................................................................................... /.
Noi nhdn: TM. CHINH PHU
I THU TUGNG
- Luu: VT, ..(5). AXX(6). . (Chit ky, ddu}
Ho va tén
- Ghi chii:

(*) Miu nay 4p.dung d6i véi nghi dinh cda Chinh phd huéng din thi hanh luat, phdp lénh, v.v... hay
tryc ti€p quy dinh vé nhing vin d€ cdn thiét, duge b6 cyc theo chuong, myc, diéu, khoan, diém.

(1) Nam-ban hanh. (2) Trich yéu ndi dung nghi dinh.

(3) Ten van ban quy pham phép luat dugc ding 1am can ¢ truc ti€p dé ban hanh nghi dinh.
(4) B4 trudng, Thil trudmg co quan ngang BY soan thio nghi dinh.
(5) Chit vi#t tit tén don vi cha Van phdng Chinh phé chi ui trinh dy thio nghi dinh va s6 hrong ban luu

(néu cn).
(6) Ky hiéu ngudi ddnh m4y, nhan ban va sC lugng bin phat hanh (n&u cdn).



Maiu 1.4 - Nghi dinh cia Chinh phu (ban hanh diéu Ié, quy ché)

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
—_— Doc lap - Tu do - Hanh phic
S6: /20..(1)../ND-CP Ha Néi, ngay thang  ndm 20..(1)..
NGHI bPINH
Ban hanh .................... ') NTUTUR
CHINH PHU

Can ¢t Luat T8 chic Chinh phu ngay 25 thing 12 nam 2001;

07y [ o) | QOO OOPS ORI ) I OURUUSUO RSP ;
Theo d€ nghi €A .oeeeevveviiccieice (8) v ea e e ,
NGHI PINH -
Piéu 1. Ban hanh kém theo Nghi dinh nay ...
.................................................... (2)eee e eeeeeeer e s e s s
I EBIL 2 oo et ea e ee e ettt et taeteeenneersnne et e tstneeense e nee et
IHHBUL e oo e et e et e st aat e e n e et e antae e beeesaa e e e ane e ne st e re et raenraens
..................................................................................................................... /.
Not nhdn: TM. CHINH PHU
PP TTTTTORN ,. ) | THI':] TUONG

L VT, .(5). AXX(6).
(Chit ky, ddu)

Ho va tén

Ghi chi:

(1) Nam ban hanh.

(2) Tén clia ban quy ch€ (diéu 1&) dugc ban hanh. -

(3) Tén vin ban quy pham phép luat duge diing [Am can cif trre ti€p dé ban hanh nghi dinh.

(4) Bo trudng, Thi trudng co quan ngang Bo soan thdo nghi dinh.

(5) Chir viét tét ien do‘n vi clia Van phong Chinh phi chit tri trinh dy thdo nghj dinh va 56 lugng ban fuu

{néu cin). -
(6) Ky hi¢u ngudi ddnh méy, nhin bén v s§ lugng bdn phét hinh (néu can)



Mdu quy ché, diéu 1é (ban hanh kém theo Nghi dinh ctia Chinh phi)

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

QUY CHE (BIEU LE)

.............................. & PR
(Ban hanh kém theo Nghi dinh s6 ............ /20../IND-CP

ngay ... thang ... ndm 20... ciia Chinh phit)

Chuong I
QuUY DINH CHUNG

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

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

------------------------------------------------------------
.....................................................................................................................

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

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

TM. CHINH PHU
THU TUONG

(Chit ky, ddi)

Ho va tén

Ghi chii:
(1) Trich y&u noi dung cha ban quy ch& (diéu 18).



Miu 1.5 - Quyét dinh (quy dinh truc tiép)

TEN CO QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
— boc lap - Tu do - Hanh philc
S6: 20.20QD-...(B)eiees C , gy thang  ndm 20..(2)..
QUYLET PINH
Ve viée .o, ) T

CaAN C e e e e e e ) TP UPOUOUPRPP ;
Theo d& NEHL COA co.vuceevericiie e )
QUYET PINH:
DIEU 1. oot e € S O OOUOU IO RO R
Piéu 2. oo eeeeaeueaatetiater et et eentessanearenestesaretee et e eaeas
DHGU e oot ev e st et e e ee et ra s e et s e cenaenen s sananas
..................................................................................................................... /.
Noi nhdn: QUYEN HAN, CHUC VU CUA NGUUIKY (9)
et ; Chit ky, ddu |
- Luu: VT, ...(10). AXX(11). z ( y, ddu)
Nguyén Vin A
Ghi chit:
(1)Tén co quan hodc chifc danh nha nude ban hanh quyét dinb.
(2) Nam ban hanh. . :
(3) Chit viét 14t tén co quan hoac chie danh nha nu¢e ban hanh quyét dinh.
(4) Dia danh. |

(5) Trich yéu noi dung quyét dinh.

(6) Néu thdm quyén ban hinh quyét dinh thudc vé ngudi ding ddu co quan (Bo trudng, Thi tudng co
quan ngang Bo, Vién trudng Vién Kiém sdt nhan dan t6i cao, Chidnh 4n Toa 4n nhan dan 16i cao) hodc
chitc danh nha nutée (Chi tich nude, Thi tuéng Chinh phl) thl ghi chidc vu cla ngudi ding ddu co quan
hogc chitc danh nhd nudc; néu thim quydn ban hinh quyet dinh thu¢c vé Uy ban nhan dan cdc cdp thi
ghi Uy ban nhin dan...

(7) Céc can cit true tiép dé€ ban hinh quyét dinh.

(8) Noi dung cta quyét dinh. _

(9) Quyén han, chitc vu clia ngudi ky nhu B trudng, Vién truéng, Chénh 4n... hodc chic danh nha nude
(Cht: tich nuéc, This wéng (Chinh phi)); d6i v6i quyét dinh clia Uy ban nhan dan phdi ghi chir viet wat
“TM” vio trtée tén Uy ban nhan dan; trudmg hop cdp phé duge giao ky thay ngudi dimg ddu co quan thi
ghi chit viét tit “KT” vo trude chic vy cla ngudi ding ddu, ben dudi ghi chie vu clha npudi ky.

(10) Chi viét 1ét t&n don vi soan thic hoac chi trl soan thdo va s6 lugng bin luu (néu cin).

(11) Ky hiéu ngudi ddnh m4y, nhan bin va s6 lugng ban phét hanh (néu cin).



Mau 1.6 - Quyét dinh (ban hanh quy ché, quy dinh)

TEN CO QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
I Péc lap - Tu do - Hanh phic
Sa: R0.2)/QD- .3 i (4) e , ngay thang  ndm 20.. (2)..
QUYET PINH
Ban hanh ......occoovveeveeannees 6 [N

THAM QUYEN BAN HANH (5)

CHIL CU oeonoeoeeoeeeeeeesonarcnn v mencreaseressanns (T) oereeeees e seaesienseee e ncnenss e ,
Theo d8 REHE CHA ..vvueeearernrssreemscssiamssss s :
QUYET DINH:
Piéu 1. Ban hanh k&m theo Quyét dinh DAY ..ovvmeeeeimrmmmnrsinrseinenees S
.................................................... ) R
DIEU 2o oo veeeeeemese e ras e R
3T SRR SRR
...................................................................................................................... /
Not mhdn: | QUYEN HAN, CHUC VU CUA NGUOIKY ®
- Lwu: VT, ..(9). AXX(10). (Chit ky, ddu)
Nguyén Vin A
Ghi chii: ' .
(1)Tén co quan hoac chic danh nha nudc ban hinh quyét dinh.
(2) Nam ban hanh. -

(3) Chit viét tét tén co quan hodc chéic danh nha nudc ban hanh quyét dioh.

(4) Dia danh. (5) Tén cia ban quy ché (quy dinh) duoc ban hanh.

(6) Néu thdm quyén ban hanh quyét dinh thuge vé ngudi dimg ddu co quan (Bo trudng, Thi tudng co

quan ngang Bo, Vién trudng Vién Kiém sdt nhan dan t6i cao, Chénh 4n Toa 4n nhan dan t8i cao) hodc

chite danh nhd nude (Chi tich nube, Thit tuéng Chinh pht) thi ghi chic vy clia ngudi ding ddu hoac

chitc danh nhi nuc; néu thdm quyén ban hanh quyét dinh thuoc vé Uy ban nhin dan cAc c4p thi ghi Uy

ban nhan dén... Yo

(7) Céc can ct trye ti€p d€ ban hanh quyét dinh.

(8) Quyén han, chic vi clia ngudi ki nhu BY trudng, Vién trudng, Chénh 4n... hodc chic danh nha nuéc
" (Ch tich nu6c, Thi wéng (Chinh phti)); d6i véi quyét dinh cia Uy ban nhan dan phéi ghi chit vigt 1dt

“TM” vao trude tén Uy ban nhan dén; trudmg hop cdp phé duge giao ky thay ngudi ding d4u co quan thi

ghi chit viét tit “KT” vao trude chitc vu clia ngudi ding ddu, bén du6i ghi chic vu cia ngudi ky.

(9) Chit viét tdt tén don vi soan thao hodc chil trl soan thio va 56 luong ban fuu (néu cdn).

(10) Ky hiéu ngudi ddnh mdy, nhan bin v s6 luong ban phét hanh (néu cdn). :



Méu quy ché, quy dinh (ban hanh kém theo quyét dinh)

TEN CO QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

QUY CHE (QUY PINH)

.............................. (1) weeereeeeeseeesnrnsesnns
(Ban hanh kem theo Quyét dinli S e 120..10D-....

ngdy ... thdng ... nam 20... CU veeevivrevireierns)

Chuong 1
QUY DPINH CHUNG
AU Le oo eeeeeeeeeesassanessee st e mesa R RS
BDIEU e oo s e eeee e as e s b sE e R R R eSS R s
Chuong
DRBU e oo s eeeraeeaenessansa et R TS S
IEU oo oo eee e ese e na e et bR RS
Chuong
AU e ooooeoeeeeseeeeeeeseasm s s e oA RS
..................................................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOIKY
(Chit ky, ddu)
Nguyén Vian A
Ghi chii.;

(1) Trich y&u ndi dung cta ban quy ché {quy dinh).



Mau 1.7 - Chi thi

TEN CO QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

SG: 202 CT- o i(3)erves e (4) oo , ngay thang  ndm 200..(2)..
CHI THI
......................... 6) JVT
................................................ (6) werveeerevasisnesrassanssnssae et e
Not nhdn: QUYEN HAN, CHUC VU CUA NGUOUIKY (7
- Luw: VT, ...(8). AXX() |
- (Chit ky, ddiu)
Nguyén Van A

Ghi chii:

(1) Ten co quan hoac chic danh nha nuée (Thi tuéng Chinh phit) ban hanh chi thi.

(2) Nam ban hanh. '

(3) Chit viét tit tén co quan hodc chic danh nha nuGe (Thi tuéng Chinh phi) ban hanh chi thi.

(4) Dia danh.

(5) Trich y€u noi dung chi thi.

(6) Noi dung van ban.

(7) Quyén han, chic vy clia ngudi k¥ nhu Bo trudmg, Vién trudng, Chinh dn hoic chite danh nha nuéce
(Thi tuéng (Chinh phit)); d6i v6i chi thi cla Uy ban nhan dan phéi ghi chit viét tét “TM” vio trude én
Uy ban nhan dan; trrdmg hop cfp phd duge giao ky thay ngudi dimg ddu co quan thi ghi chif viét 1t
%R vao trude chife vu cla ngudi dimg ddu, bén dusi ghi chite vy cla ngudi k¢ van bin,

(8) Cht viét tit tén don vi soan thdo hodc chi trl soan thio va s6 luong ban luu (néu cén).

(9) Ky hiéu ngudi ddnh mdy, nhan bin vA sé luong bin ph4t hanh (néu cén).
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Mau 1.8 - Thong tu ctia Bo trudng ™

BO oo, (1) CONG HOA XA HOI CHU NGHIA VIET NAM
—_— DPaoc lap - Tu do - Hanh phuc
S6: 20..2)./TT-..(3).. Ha Noi, ngay  thdng  ndm 20.(2)..
THONG TU
........................... O W
CAN CU oot e i ee e e e e cemnaeee (S) crieeeeeiieieeeieeseaeeeeessreaneresesanaranra e :
................................................ (6) +oueeeresereereeenesseesessssseresnase s reeseanssnsanssersaan
................................................................................................. /.
Noinhdn: BO TRUGNG (7)
Luu: VT, -(8). AXX(9). - ,
wu: VT, ..(8). AXX(E) | (Chit ky, ddu)
Nguyén Van A
Ghi chii: N

(*y MAu ndy dp dung d6i véi c thong tr cha Thi trudng cd quan ngang Bo, Vién trudng Vien Kiém sdt
ahan dan t6i cao v Chanh 4n Tod 4n nhan dan t6i cao.

(1) Tén B, co quan ngang B6, Vién Kiém sdt nhan 84n 18i cao hodc Tod 4n nhan dén t6i cao.

(2) Nam ban hanh. :

(3) Chit vi€t tat tén Bo, co quan ngang B9, Vién Kidm sdt nhén dan t6i cao hodc Toa 4n nhan dén ti cao.

(4) Trich y&u noi dung théng .

(5) Can ctt phép 1y dé ban hanh; muc dich (n€u c6} v pham vi diéu chinh cla thong tu.

{(6) Noi dung cla thong . :

(7) Hodc chic danh clia Thil trudng co guan ngang B, Vién trudng (Vién Kiém st nhan dan 6 cao)
hoac Chénh 4n (Tod 4n nhan dan t8i cao); trudng hgp cip phé duge giao ky thay ngudi dimg ddu co quan
thi ghi chit viét tit “KT” vao trudc chifc vu cha ngudi ding ddu, ben duéi ghi chirc vu clia ngudi ky.

(8) Chi viét tit tén don vi soan thdo hogc chi tri soan thdo van bin va s6 luong ban luu (néu cin).

(9) K¢ hiéu ngudi ddnh m4y, nhan ban vi s6 lugng bin phat hanh (néu cdn).
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Miu 1.9 - Théng tu lién tich

BO... - CO QUAN (T6 CHUC) (1) CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Ty do - Hanh phiic

86 © £20..2)./TTLT-....(3)...... Ha Nogi, ngay  thdng  ndm 20.(2)..
THONG TU LIEN TICH
e (B cevrererrereeeeeiennennes
CAD C eeeeeeeeeeeeerreeverererisnesnaranssnasosnaas ) T USOUUUPIU RO PUPRRPIPORSSPOSRNS ;
................................................ (6) wvererssereeensinereseeccsmparannansses s as st
TSSO S A
CHUC VU CUA NGUGIKY (7b) - BO TRUONG BO... (7
(Chit ky, ddu) (Chit ky, ddu)
Nguyén Van B | Nguyén Van A

N nhan:

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

Ghi ehii:

(1) Ten B6 chi tri va tén {cic) co quan (t8 chirc) khdc tham gia ban hanh thong tu lién tich.

(*) Thong w lien tich duge dang kg vA ghi s6 thi ty tad van thu clia co quan chil tr soqn thilo,

(2) Nim ban hdnh. (3) Chir vi€t tit ten Bo vi t8a (cdc) cor quan (18 chic).

(4) Trich yéu n¢i dung thong tu.

(5) Can c phép 1y € ban hanh; myc dich (n€u c6) va pham vi diéu chinh cia thong tu lién tich.

(6) Noi dung cta thong tu. :

(7a) Bo trudng Bo chi tri soan thdo thong e lien tich; (7b) Chic vu clia ngudi ding ddu co quan (18
chic) tham gia soan thdo thong tu lién tich; chicvu clia ngudi ky thong t lien tich phdi ghi ddy d, bao
gém chie danl vi t8n cd quan, 18 chic, vi du: Bo truémg B36..., Bo trudmg, Cha nhi¢m Van phong Chinh
phil; (nrdng hgp cdc cip phé duge giao k¥ thay ngudi dimg ddu co quan (16 clre) thi ghi chit vi€l (it
“KT" vio triée chifc vu clia ngudi ding diu, bén dudi ghi chitc vu cita ngudi ky.

(8) Chi vi€t tit tén céc don vi soan thdo cla Bo chi 1 V2 co quan (18 chirc) tham gia vA s6 lugng ban luu
(néu cdn). Thong tu lien tich dugc luu tai vin thu ciia Bo chi tri soan thdo; luu hé so tai don vi soan thdo
clia BO va co quan (18 chéc) tham gia ban hanh, vi du; Luu: VT (BNV), CLT (BNV), HC (VPCP).

(9) Ky hicu ngudi ddnh méy, nhin bin va s0 luong ban phét hanh (néu cin). _
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Miu 2.1 - Quyét dinh (cd biét) (quy dinh tric tiép)

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

TEN CO QUAN, TG CHUC (2) Péc lap - Tu do - Hanh phie
86 O JQD- (B e (4) ..., ngdy  thdng ndm20..
| QUYET DINH
V& VIEC coeevreeeecrcrininees (5) cveoreeereeinaneeeeeeanens

CAIL CU veeveeeeeeererssrnnseseessessaanaasannonnrans (7) weverierermeemerrneanansmansssnnaen s ssae e :
Xét @€ nghi Cla ..covveuirinerieneccrnens SO POV RO PIRRRoP ,
QUYET PINH:
PIEU 1. cvioreeeeeeieeieeeeeeraeveneereseesrnsnaees (8) wervrneeeeveranesnsenrrereces s s anes e r s
DHBIL e oo ee et eaca e a e et eR AR Ran RS
IR o oo e eb e AR eR R
..................................................................................................................... /.
Not nhgn: QUYEN HAN, CHUC VU CUA NGUOIKY ©)
................ : (Chff k}"', dd}-l)

- L VT, .(10). AXX(D).
Nguyén Van A

Ghi chil:
(1) Tén co quan, t6 chitc c4p trén (néu co).
-(2) Tén co quan, t8 chic hodc chifc danh nha nudc ban hinh quyét dinh.
(*) D6i v6i quyét dinh (c4 bigt), khong ghi ndm ban hanh giita s va ky higu clia van ban.
(3) Chit viét tit tén co quan, t§ chitc hoac chirc danh nha nuéc ban hanh quyé€t dmh.
(4) Dia danh. (5) Trich y&u noi dung quyét dinh.
(6) Néu thim quyén ban hanh quyét dinh thugc vé ngudi ditmg ddu co quan, 6 chifc thi ghi chitc vu cla
ngudi dimg ddu (vi du: Bo trudng B6..., Cuc trudng Cuc..., Gidm déec..., Vién trudng Vien..., Chi tich...);
néu thim quyén ban hanh quyét dinh thuoc vé tap thé lznh dao hoac co quan, 18 chic thi ghi tén tp thé
hodc tén co quan, 18 chic d6 (vi du: Ban thudng vu..., Hoi déng..., Uy ban nhan din...).
(7) Neu céc can ct tryc tiép € ban hanh quy€t dinh.
(8) Néi dung van ban.

'(9) Quyén han, chéc vu cla ngudi ky nhu Bo trudmg, Cuc trudng, Gidm ddc, Vien trudmg v.v...; truong
hop k¢ thay mat tip;thé lanh dao thi ghi chit viét 1At “TM” vio truéc tén co quan, té chic hojc 1&n tap
thé 13nh dao (vi du: TM. UY ban nhan dan, TM. Ban thutng v, TM. Hoi déng...); trudng hop cdp phé
duoc giao ky thay ngudi ding ddu co quan thi ghi chi viét it “KT” vao trube chifc vu clia ngudi ding
ddu, bén dudi ghi chide vu clia ngudi k¥ van bin; cic trudmg hgp khic thuc hién theo huéng din tai
khodn 7 Muc II clia Thong tur nay.

(10) Chit vi&t tit tén don vi soan thio hoac chii tri soan thio va s6 luong bin luu (n€u cn).
(11) Ky hiéu ngudi ddnh méy, nhan bin va 56 lwgng ban phat hanh (néu cin).
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Mau 2.2 - Quyét dinh (cd biét) (ban hanh, phé duyét mét vdn bdn khac)t”

TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc lap - Tu do - Hanh phic
Nisk fQD- . iy ngay thang  ndm 20..
QUYET PINH
Ban hanh (Phé duyét) .......... 63 FUTTTUTUI
THAM QUYEN BAN HANH
AL CUF oo e eees s seeteeemaaaeaaeaeanasrasa s s n s esaasnaneaennnsssssnnsaenntsesnsianssaneanitsasasreren :
XEL A NENE CUA .oeoeeececeenrnrmsennren s sremsas s st ,
QUYET DINH: -
biéu 1. Ban hanh kém theo Quyét dinh nay (Phé duyét) ...... 6} U
P IBU 2 oo e e ee e eeeeraataataaeannaa e tan e ereetin s enen e s s saan e aae e
YT I TTTUTTT T OO OO USROS UUUUTPUUPSRRPPOYPR SRS
..................................................................................................................... /.
Noinhgn: ' QUYEN HAN, CHUC VU CUA NGUOIKY

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

(Chit ky, ddu)

Nguyén Vin A

Ghi chii: . , '
(*) MAu ndty 4p dung d6i v6i cdc quyet dinh (c4 bigt) ban hanh hay phé duyét mot van bin khdc nhu quy
ché, quy dinh, chuong trinh, k& hoach, d€ 4n, phuong 4n...

(1) Tén chia vin ban duge ban hanh k&m theo quyét dinh hogc duge phe duyét.
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Mdu quy ché, quy dinh (ban hanh kém theo quyét dinh)”

TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN TG CHUC Poc lap - Ty do - Hanh phiic
QUY CHE (QUY PINH)
.............................. 16 JOTU
(Ban hanh kém theo Quyét dinh 56 ............ 10D-.....
ngdy ... thang ... ndm 20... cia ........... )
Chuong I
QUY DINH CHUNG
PHEU L oo ee et et st ae et e s esesasesee e s aeaeamteaesan e pn R R R et s
03T 1 17 TR ST U UU OO U PO OROUEOT O PPN IS
BN o oo ettt et et ame e e bes e e ae s e e eme b e s bR et S
Chuomg
0T T3 IO T OO OO U OO OO U PO POPOPTO SRR
1T TR OO U OO OO SRRSO P PP TP SRS
Chuong
1T VTV U SO OU e SOy O T UOO PO TOO OO PP SRR
O 3 ST O UV ORI O PS PO SOPS
..................................................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOIKY
(Chit ky, ddu)
Nguyén Vin A
Ghi chii;

(*) Miu ndy 4p dung d6i véi quy ch€, quy dinh duge ban hénh k&m theo quyét dinh (c4 bi¢t), b6 cyc c6
thé bao gém chuong, muc, diéu, khodn, diém.
' (1) Trich y€u noi dung clia bin quy ché (quy dinh).



Mdu vin bdn khdc (duoc ban hanh hodc phé duyét kém theo quyét dinh)"”

TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Déc lap - Tu do - Hanh phic
TEN LOAI VAN BAN (1)
............................ (2) coveerererraneressesenerennes
(Ban hanh (phé duyét) kém theo Quyét dinh 6 ........... 10D-.....
ngay ... thang ... ndm 20... cia .............)
................................................ (3) 1ernveeceemrne et et s et se e
................................................................................................. /.

QUYEN HAN, CHUC VU CUA NGUOTKY(®)
(Chit ky, ddu)

Nguyén Van A

Ghi chit:

(*) Miu nay 4p dung d6i véi cic van ban duge ban hanh hodc phe duy§t kem theo quyét dinh nhw
chuong trinh, k& hoach, dé 4n, phuong 4n... _

(1) Ghi 1¢n logi vin bdn duge ban hanh nhu chuong trinh, k& hoach, dé 4n, phuong an...

(2) 'I'rich y&u noi dung van bin.

(3) Noi dung van ban.

(4) Ghi quyén han, chic vu clia ngudi ky nhu tai quy€t dinh.
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MaAu 2.3 - Cong viin hanh chinh

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

TEN CO QUAN, TO CHUC (2) Poc lap - Ty do - Hanh phic

S56: ) WUCTN C:S YOS (5) .o , ngay thang  ndm 20...

VIV e (B) e

Kinh gui
................................................ (7) woreeeeemseneessansasssss st seneasaes s sr et
.............. /
Noi nhan: QUYEN HAN, CHUC VU CUA NGUOIKY(8)
- e ; .
- Law: VT, -.(9). AXX(10). (Chit ky, dau)
' Nguyén Van A

$6 XX phd Trang Tién, quin Hoan Ki€m, Ha Noi
DT: (04) XXXXXXX, Fax: (04) XXXXXXX
E-Mail: oo Website: oo an

" Ghi cha:
(1) Tén co quan, 16 chitc cdp trén (néu c6}.
(2) Tén cuf quan, t6 chie hoiic chde danh nha nuGe ban hanh cong vin.
(3) Chiz viét tit 1en co quan, 16 chie hode che danh nha nudc ban hanh cOng van.
(4) Chit viét tit ten don vj hodc bo phan soan thic hodc chd trl soan thio cOng vin.
(5) Dia danh. :
(6) Trich yéu noi dung cong van.
(7) Noi dung cobng van. ' '
(8) Ghi quyén han, chifc vu cba ngudi ky nhu Bo trudng, Cuc trudng, Gid dfc, Vien trubng v.v..;
trudng hop ky thay mit tdp th lanh dao thi ghi ch viét tit “TM” tru6e ten ¢d quan, té chite hodc tén
tap thé linh dao, vi du: U ban nhén dan, Ban thutmg vu, Hoi déng...; néu ngudi ky cong vin la cdp
phé clia ngudi ding ddu co quan, t8 chuc thi ghi chit viét tit “KT” vao trude chic vu clia ngudi ding
ddu, ben dudi ghi.chic vu clia ngudi ky cOng vin; cic trudng hop khéc thue hién theo huéng din tai
~ khodn 7 Muc II cia Thong tu nay,
(9) Chi viét tat tén don vi soan thdo hogc chi tri soan thio va s6 luong ban luu (néu cin).
(10) Ky hiéu ngudi ddnh mdy, nhan bin va s& lugng ban phat hanh (néu cin).
(11) Bia chi co quan, 1§ chic; s6 dién thoai, s6 Telex, s6 Fax; dia chi E-Mail; Website (néu cfn).
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Maiu 2.4 - Céc hinh thirc van bén hanh chinh khac™

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

TEN CO QUAN, TO CHUC ) Déoc lap - Ty do - Hanh phiic
. S6: foodDeem)s ) , ngay thang  ndm 200...
TEN LOAI VAN BAN (6)
............................ (T) eoreoeereeeeennnssee e

................................................ (B) woveemereemmmsmmnssseeseesesnnaaas e
............................................................................................... i )
Noinhan: ' QUYEN HAN, CHUC VU CUA NGUOI KY©)
- Luus VT, ‘(10) AXX(L1). (Chﬁ" ky, ddu)

Nguyén Van A

Ghi chii.

(*) Miu n2y dp dung chung d6i v6i da s6 céc hinh thirc vin ban hanh chinh ¢6 ghi tén loai cu thé nhu
chi thi (c4 bi€t), thong bio, chrong trinh, k& hoach, dé 4n, bdo c4o, & trinh v.v...

(1) Tén co quan, 1 chic cip trén (néu c6).

(2) Tén co quan, 18 chitc hodc chic danh nhi nudce ban hanh van ban.

(3) Chi viét tit tén loai van ban.

(4) Chit viét tit tén co quan, 18 chic hodc chie danh nh3 nuéc ban hanh van ban.

(5) Dia danh,

(6) Tén loai van ban: chi thi (c4 biét), thong cdo, thong bdo, chuong trinh, k€ hoach, d8 4n, phuong in,
bio cdo, ty trinh v.v... _ ' \

(7) Trich y&u noi dung vin bin.

(8) Noi dung van bin. . _

(9) Ghi quyén han, chitc vy cia ngudi ky nhi B uudng, Cuc rudng, Gidm dde, Vién trudmg v.v...;
trudng hop ky thay mat tap thé tanh dao thi ghi chit viét tat “TM” vao trude tén co quan, t§ chic hodc
tén tap thé inh dao (vi du: TM. Uy ban nhan dan, TM. Ban thudng vy, TM. Hoi déng...); n€u ngudi ky
viin bin 13 cfp phé cha ngudi ding ddu ¢o quan thi ghi chir viét it “KT” vao trude chide vu clia ngudi
dimg ddu, bén dudi ghi chic vu clta ngudi k§ van ban; cic rudng hop khéc thue hien theo hudng din
tai khodn 7 Muc II clia Thong tu nay. . -

(10) Chir viét tat ten don vi soan théo hodc chil trl soan thio va s8 lugng ban lwu (néu cdn).

(11) Ky hiéu ngudi dénh mdy, nhan ban va s6 luong bin phdt hanh (néu cén).
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Miu 3.1 - Ban sao van ban

570 JOe— CONG HOA XA HOI CHU NGHIA VIET NAM
- Poc lap - Tu do - Hanh phic
8o ... )20../TT-B..... Ha Noi, ngay ... théng ..... ndm 20...
THONG TU
B o
| f‘ff..’.’f?i‘.‘-’ | | BO TRUONG
- Lz VT, .. A300 (Chit ky, ddi)
_Nguyén Van A
TEN CO QUAN, TG CHUC (2) ~ SAO Y BAN CHINH (1)
S§: ..(3)..18Y(4) e ) I , gAY | thdng .ném 20...
Noi nhdn: QUYSN HAN, CHUC VU CUA NGUOIKY(6)
Lo VT | . (Chit ky, ddi)
Nguyén Van A

Ghi chit:

(1) Hinh thic sao: sao y bin chinh, trich sao hoac sao luc.
(2) Tén cd quan, t8 chic thyc hi¢n sao van ban. '
(3) S6 bén sao.

(4) K¢ hiéu bin sao.

(5) Djadanh. |

(6) Ghi quyén han, chic vy clia ngudi k¥ bin sao.
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