BQ NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

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

THONG TU
HUONG DAN THE THUC VA KY THUAT TRiNH BAY VAN BAN HANH CHINH

Can cit Nghi dinh 50 48/2008/ND-CP ngay 17 thang 4 nam 2008 cua Chinh phu quy dinh chirc
nang, nhiém vu, quyen han va co cdu té chire ciia B NGi vu; i
Can cir Nghi dinh 56 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phii vé cong tac van thu;
Can cir Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nam 2010 cua Chinh phu sira doi, bo sung
Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phi vé cong tdc van thu,
Bo Noi vu huwong dan thé thicc va ky thudt trinh bay van ban hanh chinh nhuw sau:

Chuwong 1.

NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va doi twong ap dung

Thong tu nay huéng dan thé thic va ky thudt trinh bay van ban hanh chinh va ban sao véan ban;
d}IQ’C ap dung doi véi cac co quan nha nudc, t6 chiic xa hoi, to chirc xa hQi - ngh€ nghiép, to chtic kinh
t€ va don vi lyc lugng vii trang nhan dan (sau day goi chung la co quan, t6 chirc).

Diu 2. Thé thirc viin ban

Thé thirc van ban 1a tp hop cdc thanh phan cérl‘u thanh vén ban, bao gdém nhiing thanh pl}ﬁn chung
ap dung doi voi cac loai van ban va cac thanh phan bo sung trong nhimng truong hop cu thé hoac doi
voi mot sO loai van ban nhat dinh theo quy dinh }ai Kﬁoén 3, biéu 1 Nghi dinh s6 09/2010/ND-CP
ngdy 08 thang 02 ndm 2010 cua Chinh phu stra d61, b6 sung Nghi dinh s6 110/2004/ND-CP ngay 08
thang 4 nam 2004 ctia Chinh pht vé cong tac van thu va hudng dan tai Thong tu nay.

Piéu 3. K¥ thuit trinh bay vin ban

K§ thuét trinh bay van ban quy dinh tai Thong tu nay bao gdm khé gidy, kiéu trinh bay, dinh le
trang van ban, vi tri trinh bay cac thanh phéan thé thiic, phong chit, ¢& chit, kiéu chir va cac chi tiét
trinh bay khac, duoc ap dung ddi véi vin ban soan thdo trén may vi tinh va in ra gidy; van ban dugc
soan thao bang cac phuong phap hay phuong tién k§ thuat khac hodc van ban duoc lam trén glay mau
in sin; khong ap dung d6i voi vin ban duoc in thanh sach, in trén bao, tap chi va cac loai an phdm
khéc.

Diéu 4. Phong chir trinh bay vin ban

Phong chir sr dung trinh bay van ban trén may vi tinh 1a phong chir tiéng Viét cia bd ma ky tu
Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001.

Piéu 5. Kho gidy, kiéu trinh bay, dinh I trang vin ban va vi tri trinh bay
1. Khé gidy
Vin ban hanh chinh dugc trinh bay trén kho gidy khd A4 (210 mm x 297 mm).

Céc van ban nhu gidy gi6i thiu, gidy bién nhan h so, phiéu giri, phiéu chuyén duoc trinh bay trén
kho giay AS (148 mm x 210 mm) hodc trén gidy mau in san (kho A5).

2. Kiéu trinh bay

Vin ban hanh chinh dugc trinh bay theo chiéu dai cua trang gidy khd A4 (dinh hudéng ban in theo
chiéu daj).



Trudng hop ndi dung vin ban c6 cic bang, biéu nhung khong duoc 1am thanh cac phu luc riéng thi
van ban cé thé dugc trinh bay theo chiéu rong ciia trang gidy (dinh hudng ban in theo chiéu rong).

3. Dinh 1& trang vin ban (d6i voi kho gidy A4)
Lé trén: cach mép trén tir 20 - 25 mm;

L& dudi: cach mép dudi tir 20 - 25 mm;

L& trai: cach mép trai tir 30 - 35 mm;

Lé phai: cach mép phai tir 15 - 20 mm.

4. Vi tri trinh bay cac thanh phan thé thtrc van ban trén mot trang gidy khé A4 dugc thyuc hién theo
s0' d6 bo tri cdc thanh phan thé thire van ban kém theo Thong tu ndy (Phu luc II). Vi tri trinh bay cac
thanh phan th€ thirc van ban trén mdt trang gidy kho AS dugc ap dung tuong ty theo so do tai Phu luc
trén.

Chuong 2.
THE THUC VA KY THUAT TRINH BAY VAN BAN

Diéu 6. Qudc hiéu

1. Thé thirc

Qudc hiéu ghi trén vin ban bao gom 2 dong chir: “CONG HOA XA HQI CHU NGHIA VIET
NAM” va “DPoc 1ap - Tw do - Hanh phic”.

2. K¥ thut trinh bay

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

Dong thir nhat: “CONG HOA XA HQI CHU NGHIA VIET NAM” duoc trinh bay bang chit in
hoa, c& chii tir 12 dén 13, kiéu chir dung, dam,;

Dong thtt hai: “Pdc 1ap - Tw do - Hanh phiic” duoc trinh by bang chit in thuong, c¢& chit tir 13
dén 14 (néu dong thir nhat c¢& chit 12, thi dong thir hai ¢& chir 13; néu dong thir nhit ¢& chir 13, thi
dong thtr hai ¢& chit 14), kiéu chit ding, dam; dugc dat canh giira dudi dong thi nhét; chit cai dau cua
cc cum tir duoc viét hoa, gilta cac cym tir c6 gach ndi, ¢6 cach chit; phia dudi c6 duong ké ngang, nét
lién, c6 do dai bang d6 dai cua dong chir (st dung 1énh Draw, khong dung 1énh Underline), cu thé:

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 14p - Tw do - Hanh phic

Hai dong chir trén dugc trinh bay cach nhau dong don.

Diéu 7. Tén co quan, té chirc ban hanh vin ban

1. Thé thirc

Pbi voi cac B9, co quan ngang B9, co quan thudc Chinh phu; Van phong Quéc hoi; Hoi dong dan
toc, cac Uy ban ctiia Quoc hdi hoac Hoi dong nhan dan va Uy ban nhan dan cac cap; Poan Pai bicu
Quoc hdi tinh, thanh pho tryc thuéc Trung wong; Tép doan Kinh té nha nudc, Tong cong ty 91 khong
ghi co quan chu quan.

Tén co quan, t6 chirc ban hanh vin ban bao gdm tén cua co quan, td chirc chu quan truc tiép (néu
c6) (doi voi cac to chure kinh t€ c6 thé 1a cong ty me) va tén cla co quan, to chirc ban hanh van ban.

a) Tén ciia co quan, to chirc ban hanh vin ban phai duoc ghi day du hoac dugc viét tat theo quy
dinh tai van ban thanh lap, quy dinh chirc nang nhiém vy, quyén han va co ciu t6 chie bo may, phé

chuan cap gidy phép hoat dong hodc cong nhan tu cach phap nhin cua co quan, td chirc c6 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 cua co quan, té‘ chtrc chul quan truc tiép c6 thé viét tit nhitng cum tir thong dung nhu Uy ban
nhan dan (UBND), Hoi dong nhan dan (HDND), Viét Nam (VN), vi du:

UBND TINH QUANG BiNH VIEN KHOA HQC XA HOQI VN
SONOI VU VIEN DAN TQC HQC
2. K¥ thuat trinh bay
Tén co quan, t6 chirc ban hanh vin ban duoc trinh bay tai 6 s6 2; chiém khoang 1/2 trang gidy theo
chi€u ngang, & phia trén, bén trai.

Tén co quan, to chirc cha quan tryc tiép duoc trinh bay bang chit in hoa, cung cd chir nhu ¢& chir
ctia Qudc hiéu, kiéu chir ding. Néu tén co quan, t6 chirc chii quan dai, co thé trinh bay thanh nhiéu
dong.

Tén co quan, td chtrc ban hanh vin ban trinh bay bang chit in hoa, cing ¢& chit nhu ¢ chit cua
Qudc hiéu, kiéu chit ding, dam, duoc dit canh gitra dudi tén co quan, t6 chire chii quan; phia dudi co
duong ké ngang, nét lién, c¢6 do dai bang tir 1/3 dén 1/2 d6 dai ctia dong chir va dit can d6i so véi dong
chit. Trudng hop tén co quan, to chirc ban hanh vin ban dai ¢6 thé trinh bay thanh nhiéu dong, vi du:

5 BO NOI‘VU 3
CUC VAN TI:IU VA LUU TRU
NHA NUOC

Céc dong chir trén dugc trinh bay cach nhau dong don.
Piéu 8. S6, ky hiéu cita vin ban

1. Thé thire

a) Sb cuia van ban

S6 cua van ban la s6 thir tu dang ky van ban tai van thu cta co quan, t6 chirc. S cuia van ban duge
ghi bang chit sO A-rap, bat dau tir s 01 vao ngay dau nam va két thiic vao ngay 31 thang 12 hang
nam.

b) Ky hi¢u cta van ban

- Ky hiéu ctia vn ban c6 tén loai bao gdm chit viét tt tén loai vén ban theo bang chir viét tit tén
loai van ban va ban sao kém theo Thong tu nay (Phu luc I) va chir viét tat tén co quan, td chic hoac
chuc danh nha nudce (ap dung doi véi chirc danh Chu tich nudce va Thi tuéng Chinh phil) ban hanh
van ban, vi du:

Nghi quyét ctia Chinh phii ban hanh duoc ghi nhu sau: S6: .../NQ-CP

Chi thi ctia Thi tuéng Chinh phi ban hanh duoc ghi nhu sau: Sb: .../CT-TTg.

Quyét dinh ctia Thudng truc Hoi dong nhan dan ban hanh dugc ghi nhu sau: Sé: .../QD-HPND
Béo cdo cia cac ban cua Hoi ddng nhan dan dugc ghi nhu sau: S6 .../BC-HDND

- Ky hiéu cua cong van bao gom chir vi€t tat tén co quan, td chirc hoac chitc danh nha nudc ban
hanh cong van va chit vi€t tat tén don vi (vy, phong, ban, bg phan) soan thao hodc chu tri soan thao
cong van do (n€u cd), vi du:

Cong vin cia Chinh phu do Vu Hanh chinh Vin phong Chinh phi soan thao: Sé: .../CP-HC.
Cong van cua Bo Noi vu do Vu T chitc Can bd BO Noi vu soan thao: Sb: .../BNV-TCCB



Cong van cua Hoi dong nhan déan tinh do Ban Kinh té Ngan sach soan thao: Sb: ..../HDND-KTNS

Cong van cua Uy ban nhén dén tinh do t6 chuyén vién (hodc thu k) theo d&i linh vyc vin héa - xd
hoi soan thao: So: .../UBND-VX

Cong van cua S Noi vu tinh do Van phong Sé soan thao: S6: .../SNV-VP
Truong hop cac Hoi ddng, cac Ban tu van cta co quan duoc sir dung con diu clia co quan dé ban
hanh vén ban va Hoi dong, Ban dugc ghi 1a “co quan” ban hanh van ban thi phai lay s6 ciia Hoi dong,
Ban, vi du Quyét dinh s6 01 ctia Hoi dong thi tuyén cong chitc B§ Noi vu dugc trinh bay nhu sau:
 BONOIVU
HOQI PONG THI TUYEN CONG CHUC

S6: 01/QP-HPTTCC

_Viéce ghi ky hiéu cong van do UBND ’cép huyén, cip xa ban hanh bao gdm chir viét tit tén co quan,
t0 chirc ban hanh cépg van va chl;r viét tat tén linh vue (cac linh vyc dugc quy dinh tai Muc 2, ,Muc 3,
Chuong IV, Luat To chire Hi dong nhan dan va Uy ban nhan dan nam 2003) dugc giai quyct trong
cong van.

Chit viét tit tén co quan, t6 chire va cac don vi trong mdi co quan, to chirc hodc linh vuc (déi voi
UBND cap huyén, cap xa) do co quan, to chirc quy dinh cu thé, bao dam ngan gon, dé hiéu.

2. K¥ thuét trinh bay

sS4, ky hiéu cta van ban dugc trinh bay tai 6 s6 3, duge dat canh giita dudi tén co quan, t6 chirc ban
hanh van ban.

I3

T “S6” dugc trinh bay bang chit in thuong, ky hiéu bang chit in hoa, c¢& chir 13, kiéu chir dimg;
sau tir “S0” c6 dau hai cham; voi nhiing s6 nho hon 10 phai ghi thém s6 0 phia trudc; gitra s6 va ky
hiéu van ban c6 dau gach chéo (/), gitra cdc nhom chir viét tat ky hiéu van ban c6 dau gach ndi (-)
khong cach chit, vi du:

S6: 15/QD-HDPND (Quyét dinh ciia Thuong truc Hoi ddng nhan dan);

S6: 19/HPDND-KTNS (Céng van ctia Thuong truc Hoi dong nhan dan do Ban Kinh té ngan sach
soan thao);

Sé: 23/BC-BNV (Bio céo cua Bo Noi vu);

S6: 234/SYT-VP (Céng vin cia S¢' Y té do Vin phong soan thao).

Dic¢u 9. Pia danh va ngay, thang, nim ban hanh vin ban

1. Thé thirc

’a) Dia danh ghi trén van ban la tén goi chinh thuc cua dq‘n vi hanh chinh (t€n riéng cua t’inh, thanh
phd tryc thude Trung wong; huyén, quan, thi xa, thanh phd thudc tinh; xa, phudng, thi tran) noi co

quan, td chire dong tru so; ddi voi nhitng don vi hanh chinh dugc dit tén theo tén nguoi, béng chit sb
hodc su kién lich sir thi phai ghi tén goi day da ctia don vi hanh chinh d6, cu thé nhu sau:

- Pia danh ghi trén vin ban cua cac co quan, to chirc Trung wong 13 tén cua tinh, thanh phd truc
thudc Trung wong noi co quan, to chirc dong tru sd, vi du:

Vin ban cia By Cong Thuong, cia Cong ty Pién lyc 1 thudc Tap doan Dién lyc Viét Nam (cé tru
s tai thanh phd Ha Noi): Ha Ngi,

Vin ban caa Truong Cao dang Quan tri kinh doanh thudc BO Tai chinh (c6 tru sé tai thi trAn Nhu
Quynh, huyén My Van, tinh Hung Yén): Hung Yén,

’Vén ban cua Vién Hai duong hoc thude Vién Khoa hoc va Céng ngh¢ Viét Nam (c6 try so tai thanh
phd Nha Trang, tinh Khanh Hoa): Khdnh Hoa,



Vin ban cta Cuc Thué tinh Binh Duong thudc Téng cuc Thué (c6 tru so tai thi xa Thu Dau Mot,
tinh Binh Duong): Binh Duwong,

- Pia danh ghi trén vin ban ciia cac co quan, to chtrc cip tinh:
+ Pdi v6i cac thanh phd truc thude Trung wong: 13 tén ciia thanh phé truc thudc Trung wong, vi du:

Van ban cua Uy ban nhan dan thanh phd Ha Noi va cta cac so, ban, nganh thudc thanh phd: Ha
Noi, cua Uy ban nhan dan thanh pho HO Chi Minh va cta cac sé, ban, nganh thudc thanh pho: Thanh
pho Ho Chi Minh,

+ Dbi voi cac tinh 1a tén cua tinh, vi du:

Van ban cua ﬁy ban nhan dan tinh Hai Duong va cia cac sd, ban, nganh thudc tinh (c6 tru so tai
thanh pho Hai Duong, tinh Hai Duong): Hdi Dwong, cia Uy ban nhan dan tinh Quang Ninh va cia
qéc s0, ban, nganh thudc tinh (co6 tru sé tai thanh pho Ha Long, tinh Quang Ninh): Qudng Ninh, cia
Uy ban nhan dan tinh Lam Pong va cia céc sé, ban, nganh thudc tinh (c6 tru so tai thanh pho Pa Lat,
tinh Lam Dong): Lam Pong,

Truong hop dia danh ghi trén van ban cua co quan thanh phd thude tinh ma tén thanh phd tring véi
tén tinh thi ghi thém hai chit thanh pho (TP.), vi du:

Vin ban ctua Uy ban nhin dén thanh phd Ha Tinh (tinh Ha Tinh) va cta cac phong, ban thudc thanh
pho: TP. Ha Tinh,

- Pia danh ghi trén van ban cda cac co quan, td chuc cép huyén Ia tén cua huyén, quan, thi xa,
thanh pho thudc tinh, vi du:

Van ban cua Uy ban nhan dan huyén S6c Son (thanh phé Ha No6i) va cua cac phong, ban thudc
huyén: Soc Somn,

Van ban cua ny ban nhan dan quan Go Vép (thanh phé Ho Chi Minh), ctia cac phong, ban thude
quan: Go Vap,

Vin ban ctia Uy ban nhan dan thi x Ba Ria (tinh Ba Ria-Viing Tau) va cua cic phong, ban thudc
thi xa: Ba Ria,

- Dia danh ghi trén van ban cua Hoi déng nhan dan, Uy ban nhan dan va cta cac td chirc cép xa la
tén cua xa, phuong, thi tran do, vi du:

Van ban cua Uy ban nhan dan xa Kim Lién (huyén Nam Dan, tinh Nghé An): Kim Lién,

Vin ban caa Uy ban nhan dan phuong Pién Bién Pha (quan Ba Dinh, TP. Ha Noi): Phuong Dién
Bién Phu,

- Dia danh ghi trén van ban cta cac co quan, td chirc va don vi vil trang nhan dan thugc pham vi

quan ly cia Bo Cong an, B6 Qudc phong dugc thyc hién theo quy dinh cua phap luat va quy dinh cu
thé cia B Cong an, Bo Québc phong.

b) Ngay, thang, ndm ban hanh van ban
Ngay, thang, ndm ban hanh van ban 1a ngay, thang, ndm van ban dugc ban hanh.

Ngay, thang, nam ban hanh van ban phai duoc viét day du; cac sb chi ngdy, thang, nam dung chi
s6 A-rap; dbi véi nhitng sb chi ngay nho hon 10 va thang 1, 2 phai ghi thém sb 0 & trudc, cy thé:

Thanh phé Ho Chi Minh, ngay 05 thang 02 nam 2009
Qudn 1, ngay 10 thang 02 nam 2010
2. K¥ thuat trinh bay

bia danh va ngay, thang, ndm ban hanh van ban duoc trinh bay trén cung moét dong voi s0, ky hi¢u
van ban, tai 6 s6 4, bang chir in thuong, ¢& chit tir 13 dén 14, kiéu chir nghiéng; cac chit cai dau cua
dia danh phai viét hoa; sau dia danh c6 dau phay, dia danh va ngay, thang, ndm dugc dat canh gitra
du6i Qudc hiéu.



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

1. Thé thire

Tén loai vin ban 14 tén cua timg loai van ban do co quan, t6 chirc ban hanh. Khi ban hanh vin ban
deu phai ghi tén loai, trir cong van.

Trich yéu ndi dung cua vian ban 1a mot cau ngian gon hodc mdt cum tir phan anh khai quat ndi dung
chu yéu cua van ban.

2. K¥ thuat trinh bay

Tén loai va trich yéu ndi dung cua cac loai van ban c6 ghi tén loai dugc trinh bay tai 6 sb 5a; tén
loai van ban (nghi quyét, quyét dinh, ké hoach, bao cdo, to trinh va cac loai van ban khac) duoc dat
canh gitra bang chir in hoa, ¢& chir 14, ki€u chir dimg, ddm; trich yéu ndi dung véan ban dugc dat canh
gilia, ngay dudi tén loai van ban, bang chit in thuong, ¢& chir 14, kiéu chir dimg, dam; bén dudi trich

yéu c6 duong ké ngang, nét lién, co d6 dai bang tir 1/3 dén 1/2 d6 dai ctua dong chit va dat can dbi so
véi dong chit, vi dy:

QUYET PINH
Ve viéc di€u dong can bo

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

S6: 72/VTLTNN-NVDP

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

Diéu 11. Noi dung viin ban

1. Thé thire

a) Noi dung van ban 1 thanh phan chu yéu cua vin ban.

Noi dung vin ban phai biao dam nhiing yéu cau co ban sau:

- Phu hop véi hinh thitc van ban dugc sir dung;

- Phu hop v6i dudng 16i, chi treong, chinh sach ciia Pang; phit hop véi quy dinh ciia phap luat;
- Puogc trinh bay ngén gon, rd rang, chinh x4c;

- Sir dung ngon ngit viét, cach dién dat don gian, dé hiéu;

- Dung tur ngir tleng Viét Nam pho thong (khong dung tir ngir dia phuong va tir nglr nudc ngoai néu
khong thuc su can thiét). P6i v6i thuat ngit chuyén mon can xac dinh 16 ndi dung thi phai dugc giai
thich trong van ban;

- Chi dugce viét tit nhitng tr, cum tr thong dung, nhiing tir thuéc ngdn ngir tiéng Viét d& hiéu. Bdi
v6i nhitng tir, cum tr dugc st dung nhiéu lan trong van ban thi c6 thé viét tat, nhung cac chir viét tat
lan dau cua tir, cum tir phai dugc dat trong dau ngodc don ngay sau tir, cum tir do;

- Khi vién dan 1an dau vin ban co lién quan, phai ghi day du tén loai, so ky hi€u van ban, ngay,
thang, ndm ban hanh vin bén, tén co quan, to chtrc ban hanh vian ban, trich yéu ngi dung vin ban (ddi
v6i luat va phap 1énh chi ghi tén loai va tén cta luat, phap 1€nh), vi du: “... dugc quy dinh tai Nghi
dinh s 110/2004/ND-CP ngay 08 thang 4 nam 2004 ctia Chinh phii vé cong tac vin thu”; trong cac
lan vién dén tiép theo, chi ghi tén loai va sb, ky hiéu ctia van ban do;

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

b) B cuc ctia van ban



Tuy theo thé loai va ndi dung, vin ban c6 thé c¢6 phan cin cir phap 1y dé ban hanh, phan mé dau va
c6 thé dugc bo cuc theo phan, chuong, muc, diéu, khoan, diém hodc dugc phan chia thanh cac phan,
muc tr 1én dén nhoé theo mat trinh tw nhat dinh, cu thé:

- Nghi quyét (ca biét): theo diéu, khoan, diém hodc theo khoan, diém;

- Quyét dinh (c4 biét): theo diu, khoan, diém; cic quy ché (quy dinh) ban hanh kém theo quyét
dinh: theo chuong, muc, di€u, khoan, di€m;

- Chi thi (c4 biét): theo khoan, diém;
- Céc hinh thire van ban hanh chinh khac: theo phan, muc, khoan, diém hodc theo khoan, diém.
‘Déi vOi cac hiqh thire van ban duoc bd cuc theo phén, chuong, muc, diéu thi phé‘m, chuong, muc,
di€u phai cé tiéu de.
2. K¥ thuat trinh bay
No6i dung van ban dugc trinh bay tai 6 36 6.

Phan noi dung (ban vin) dugc trinh bay bang chit in thuong (duoc dan déu ca hai 18), kiéu chit
ding; ¢ chir tir 13 dén 14 (phan 15i van trong mdt van ban phai ding cing mot ¢& chit); khi xudng
dong, chir diu dong phai phai Iui vao tir 1em dén 1,27cm (1 default tab); khoang cach giita cic doan
vin (paragraph) dat tdi thiéu 1a 6pt; khoang cach giita cac dong hay cach dong (line spacing) chon tdi
thiéu tir cach dong don (single line spacing) hodc tir 15pt (exactly line spacing) tré 1én; khoang cach
t6i da giita cac dong 1a 1,5 dong (1,5 lines).

f)01 v6i nhimg van ban c6 phén can cir phép 1y dé ban hanh thi sau mdi can cr phai xudng dong,
cubi dong c6 dau “cham phay”, riéng cin ctr cudi ciing két thic bang dau “phay”.

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

- Phan, chuwong: Tir “Phan”, “Chuong” va s tht ty cta phan, chuong duoc trinh bay trén mot dong
riéng, canh giita, bang chir in thuong, c¢& chit tir 13 dén 14, kiéu chir dimg, dam. S6 thir tu ciia phan,
chuong dung chit sé La Ma. Tiéu dé (tén) ciia phan, chuong dugc trinh bay ngay dudi, canh giita,
bang chit in hoa, ¢& chir tir 13 dén 14, kiéu chir dung, dam;

- Muc: Tir “Muc” va s thr ty ctia muc duge trinh bay trén mot dong riéng, canh gitra, bang chit in
thuong, c& chir tir 13 dén 14, kiéu chir dung, dam. S6 thir ty clia muc dung chir sO A - rap. Tiéu dé cua
muc dugce trinh bay ngay dudi, canh giira, bang chit in hoa, ¢ chir tir 12 dén 13, kiéu chit dimg, dam;

- Pidu: Tur “Diéu”, sb thu ty va tiéu dé cia didu duoc trinh bay bang chit in thuong, cach 18 trai 1
default tab, so thur ty cia dieu dung chit sO A-rap, sau so thir tu c6 dau cham; ¢& chit bang cd chir cua
phan 101 van (13-14), ki€u chir dung, dam;

- Khoan: Sé thtr tu cac khoan trong mdi muc dung chir sb A-rép, sau s thir tw c6 dau cham, c¢& chit
s6 bang ¢& chit cua phan 10i vin (13-14), kiéu chit dimg; néu khoan c6 tidu dé&, s6 tht ty va tiéu dé cua
khoan dugc trinh bay trén mot dong riéng, bang chit in thuong, ¢& chit bang c¢& chit ciia phan 101 vin
(13-14), kiéu chir dung;

- Piém: Thir tu cac diém trong mdi khoan dung céc chir cai tiéng Viét theo thr ty abe, sau co du
dong ngodc don, bang chit in thuong, cd chit bang c¢& chit ciia phan 16i van (13-14), kiéu chir dung.

Trudng hop ndi dung van ban duge phén chia thanh cic phan, muc, khoan, diém thi trinh bay nhu
sau:

- Phan (néu c6): Tir “Phan” va sd thtr ty ctia phan dugc trinh bay trén mot dong riéng, canh giira,
bang chit in thuong, cd chir tir 13 dén 14, kicéu chir ding, dam; so thir tu ctia phan dung chir s6 La Ma.
Tiéu dé cua phan dugc trinh bay ngay dudi, canh giita, bang chit in hoa, ¢& chit tir 13 dén 14, ki€u chir
dtng, dam;



- Muc: Sb tht tu cac muc dung chi s6 La M4, sau c¢6 ddu chdm va duoc trinh bay cach 18 trai 1
default tab; ti€u dé ciia muc dugc trinh bay cung mot hang vai so thir ty, bang chir in hoa, ¢& chir tir 13
den 14, kiéu chit ding, dam;

- Khoan: Sé thtr tu cac khoan trong mdi muc dung chir ) A—rép, sau s thir ty c6 dau chdm, ¢& chit
s6 bang c& chit cuia phan 10i van (13-14), kiéu chit ding; néu khoan c6 tiéu dé, sb thir t va tiéu dé cua
khoan duoc trinh bay trén mot dong riéng, bang chit in thuong, c& chit bang c¢& chit ciia phan 10i vin
(13-14), kiéu chir dung, dam;

- Piém trinh bay nhu truong hop ndi dung van ban duoc bd cuc theo phén, chuong, muc, diéu,
khoan, diém.

Piéu 12. Quyén han, chirc vu, ho tén va chir ky ciia nguoi cé6 thim quyén
1. Thé thirc
a) Viéc ghi quyén han cta nguoi ky duge thyc hién nhu sau:

- Trudng hop ky thay mit tap thé thi phai ghi chit viét tit “TM.” (thay mit) vao trude tén tap thé
lanh dao hodc tén co quan, t6 chirc, vi du:

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

- Truong hop ky thay nguoi dimg du co quan, t6 chirc thi phai ghi chir viét tit “KT.” (ky thay) vao
trudce chirc vy ciia nguoi dung dau, vi du:

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

Trudng hop cip pho duge giao phuy trach thi thyc hién nhu cap pho ky thay cip truong;

- Truong hop ky thira 1énh thi phai ghi chir viét tat “TL.” (thira 1énh) vao trudc chirc vu clia nguoi
dung dau co quan, t6 chire, vi du:

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

- Trudng hop ky thira iy quyén thi phai ghi chit viét tat “TUQ.” (thira try quyén) vao trude chirc vu
cua nguoi dung dau co quan, to chirc, vi du:

] TUQ. GIAM POC
TRUONG PHONG TO CHUC CAN BQ

b) Chirc vu cua nguoi ky

Chtre vu ghi trén vin ban 13 chirc vu 1anh dao chinh thirc ciia ngudi ky vin ban trong co quan, t6
chure; chi ghi chire vu nhu B truéng (B truong, Chu nhiém), Thir trudng, Chu tich, Pho Chu tich,
Giam doc, Pho Giam dbc, Q. Giam ddc (Quyén Giam ddc) v.v..., khong ghi nhing chirc vu ma Nha
nu6e khong quy dinh nhu: cap pho thuong truc, cip pho phu trach v.v...; khong ghi lai tén co quan,
t6 chuc, trir cac vin ban lién tich, van ban do hai hay nhiéu co quan, t6 chuc ban hanh; viéc ky thira
1énh, ky thira iy quyén do cac co quan, t6 chirc quy dinh cu thé bang van ban.

Chuc danh ghi trén vin ban do céc to chire tu van (khong thude co ciu td chic cia co quan duoc
quy dinh tai quyét dinh thanh lap; quyét dinh quy dinh chtic ning, nhiém vu, co cdu t chirc ciia co
quan) ban hanh 1a chirc danh lanh dao ciia nguoi ky vin ban trong ban hodc hoi dong. Dbi voi nhitng
ban, hoi dong khong duoc phép sir dung con déu cia co quan, to chire thi chi ghi chirc danh ctia ngudi
ky vin ban trong ban hodc hoi dong, khong duge ghi chirc vy trong co quan, to chirc.

Chtrc vu (Chue danh) cia nguoi ky van ban do héi d(‘A)ng hoac ban chi dao cua Nha nudc ban hanh
ma lanh dao B6 Xay dung lam Truong ban hodc Pho Trudng ban, Chu tich hoac Phé Chu tich Hoi
déng dugc ghi nhu sau, vi du:

TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN



(Chit ky, ddu ciia B¢ Xay dung) (Chir ky, ddu ciia Bé Xay dung)

BO TRUONG BQ XAY DUNG THU TRUONG BO XAY DUNG
Nguyen Van A Tran Van B

Chte vu (Chuce danh) ctia nguoi ky van ban do hoi dong hodc ban cia B6 Xay dung ban hanh ma
Tht truéng B6 Xay dung lam Ch}i tich Hoi dong hoac Truong ban, lanh dao cac Cuc, Vu thudéc Bo
Xay dung lam Pho Chu tich Hoi dong hodc Pho Trudng ban dugc ghi nhu sau, vi du:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit k¥, dau ciia Bé Xdy dung) (Chit ky, déu ciia Bé Xdy dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BO
Tran Vian B Lé Van C

¢) Ho tén bao gom ho, tén dém (néu cd) va tén cuia ngudi ky van ban

D6i voi van ban hanh chinh, trudc ho tén ctia nguoi ky, khong ghi hoc ham, hoc vi va cc danh
hiéu danh dy khéc. D6i voi van ban giao dich; van ban cta cac to chirc sy nghiép gido duc, y te, khoa
hoc hoac lyc lugng vii trang dugc ghi thém hoc ham, hoc vi, quan ham.

2. K¥ thuét trinh bay

Quyén han, chirc vu cua nguc‘yi ky duogc trinh bay tai 6 s6 7a; chirc vu khac cua ngu(‘)i ky duoc trinh
bay tai 6 s0 7b; cac chir viét tait quyen han nhu: “TM.”, “KT.”, “TL;”, “TUQ.” hoac quyén han va churc
vu cua nguoi ky dugc trinh bay chir in hoa, ¢& chir tir 13 dén 14, kiéu chir dirng, dam.

“Ho tén cua ngudi ky van ban dugc trinh bay tai 6 s6 7b; bang chir in thudng, ¢ chit tir 13 dén 14,
ki€u chir dang, dam, duoc dat canh gilia so voi quyén han, chirc vu cia nguoi ky.

Chit ky cua ngudi c6 thim quyén dugc trinh bay tai 6 s6 7c.

Piéu 13. Diu ciia co’ quan, té chirc

1. Viéc dong diu trén vin ban duge 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 cua Chinh phu vé cong tac van thu va quy dinh
cua phap luat cé lién quan; viéc dong dau giap lai doi véi van ban, tai li€u chuyén nganh va phu luc
kém theo dugc thuc hién theo quy dinh tai Khoan 4 Dicu 26 Nghi dinh so 110/2004/ND-CP.

2. D4u cua co quan, t6 chirc duge trinh bay tai 6 s6 8; ddu giap lai dugc dong vao khoang gitra mép
phai ciia vin ban hodc phu luc vin ban, tram 18n mot phin céc to gidy; mdi dau déng t6i da 05 trang
van ban.

Diéu 14. Noi nhin

1. Thé thirc

Noi nhén xdc dinh nhitng co quan, t6 chure, don vi va ca nhan nhén van ban va 6 trach nhiém nhu
d€ xem x¢&t, giai quyet; dé thi hanh; d€ kiém tra, giam sat; d€ bao cao; d€ trao doi cong viée; dé bict va
de luu.

Noi nhén phai duogc xac dinh cu thé trong van ban. Can ctr quy dinh cta phap ludt; can cir chirc
nang, nhiém vu, quyén han ciia co quan, to chirc va quan hé cong tic; cin cr yéu cau giai quyét cong

viéc, don vi hodc ca nhén soan thao hodc chu tri soan thdo c6 trach nhiém dé xuat nhiing co quan, to
chtrc, don vi va c4 nhan nhan vian ban trinh ngudi ky van ban quyét dinh.

D6i v6i van ban chi giri cho mot s6 ddi twong cu thé thi phai ghi tén timg co quan, t6 chirc, ca nhan
nhan vin ban; dbi voi van ban duge giri cho mot hodc mot s nhom ddi twgng nhét dinh thi noi nhan
dugc ghi chung, vi du:

- Cac B9, co quan ngang B9, co quan thugc Chinh phu;

- Uy ban nhén dén céc tinh, thanh phé tryc thudc Trung wong;



Doi voi nhitng van ban cé ghi tén loai, noi nhan bao gom tir “Noi nhan” va phan li¢t ké cac co
quan, t0 chirc, don vi va ca nhan nhan van ban.

D061 véi cong van hanh chinh, noi nhan bao gébm hai phan:

- Phan tht nhat bao gom tir “Kinh gui”, sau do6 1a t€n cac co quan, to chuc hoac don vi, ca nhan
truc tiép giai quyéet cong viée;

- Phan tht hai bao gom tir “Noi nhan”, phia dudi 1a tor “Nhu trén”, tiép theo 1a té€n cac co quan, to
chure, don vi va ca nhan c6 li€n quan khac nhan van ban.

2. K¥ thuét trinh bay
Noi nhan duoc trinh bay tai 6 s6 9a va 9b.
Phan noi nhén tai 6 s6 9a dugc trinh bay nhu sau:

- Tir “Kinh giri” va tén cac co quan, to chirc hodc c nhan nhan van ban duge trinh bay bang chit in
thuong, c¢& chit tir 13 dén 14, kiéu chit dirng;

- Sau tir “Kinh gui” ¢6 déu hai chz‘im néu cong van giri cho mdt co quan, td chirc hodc mot ca nhan
thi tir “Kinh gui” va tén co quan, t6 chirc hodc ca nhan dugc trinh bay trén cung mot dong; truong hop
cong van gui cho hai co quan, to chire hodc ca nhén tré 1én thi xuéng dong; tén mdi co quan, t6 chuc,
c4 nhan hodc mdi nhoém co quan, t6 chirc, ca nhan dugc trinh bay trén mot dong riéng, dau dong ¢
gach dau dong, cudi dong c6 dau chim phay, cubi dong cubi cing c6 déu cham; cac gach dau dong
dugc trinh bay thang hang voi nhau duéi du hai chdm.

Phan noi nhén tai 6 s6 9b (4p dung chung dbi v6i cong van hanh chinh va cac loai vin ban khéc)
dugc trinh bay nhu sau:

- Ttr “Noi nhén” dugce trinh bay trén mdt dong riéng (ngang hang voi dong chir © ‘quyén han, chirc
vu cia ngudi ky” va sat 18 trai), sau c6 ddu hai chdm, bang chit in thuong, ¢& chir 12, kiéu chir
nghiéng, dam;

- Phan liét ké cac co quan, t6 chue, don vi va c4 nhan nhin van ban dugce trinh bay b@ing chit in
thuong, c¢& chir 11, kiéu chit dang; tén mdi co quan, td chie, don vi va ¢4 nhan hodc mdi nhém co
quan, td chirc, don vi nhén vin ban duoc trinh bay trén mot dong riéng, dau dong c6 gach dau dong sat
16 trai, cudi dong c6 déu chidm phéu; riéng dong cudi cung bao gém chit “Luu” sau c¢6 ddu hai chim,
tiép theo 1a chit viét tat “VT” (Van thu co quan, td chtre), dau phéy, chit viét tit tén don vi (hoac bd
phan) soan thao van ban va sb lugng ban luu (chi trong truong hop can thiét), cudi cung 1a dau cham.

Piéu 15. Cac thanh phan khac
1. Thé thirc
a) DAu chi mtrc dd mat

Viéc x4c dinh va dong du do mat (tuyét mat, toi mat hoac mat), ddu thu hdi ddi véi van ban co nodi
dung bi mat nha nudc dugc thuc hién theo quy dinh tai Picu 5, 6, 7, 8 ciia Phap 1énh Bao vé bi mat
nha nudc nam 2000.

b) Dau chi mtrc 46 khan

Tuy theo mirc do can C}uo’c chuyén phat nhanh, van ban dugc xac dinh do lghéln gheo bdn murc sau:
khéan, thugng khan, hoa t(f)c, héa toc hen g@(‘y; khi soan thao van ban c6 tinh chat khan, don vi hoac ca
nhén soan thdo van ban dé xuat muc do khan trinh nguoi ky van ban quyeét dinh.

_©) f)éi v6i nhitng van ban c6 pham vi, dbi twong dugc phd bién, sir dung han ché, sir dung céc chi
din vé pham vi luu hanh nhu “TRA LAI SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LAI”,
“LUU HANH NOI BO”.

d) Béi voi cong vin, ngoai cac thanh phe‘fm dugc quy dinh co thé bo sung dia chi co quan, t chirc;
dia chi thu dién tir (E-Mail); s6 dién thoai, so Telex, sO Fax; dia chi trang thong tin dién tir (Website).



d) Péi vai nhimg van ban can dugc quan 1y chat ché vé s6 luong ban phat hanh phai c¢6 ky hiéu
nguoi danh may va so lugng ban phat hanh.

e) Truong hop van ban c6 phu luc kém theo thi trong van ban phai c6 chi dan vé phy luc do. Phu
1qc van béq phai co ti€u de€; van ban co tir hai phu luc tré 1én thi cac phu luc phai dugc danh so thur tyr
bang chit s6 La Ma.

) Vin ban c6 hai trang trd 1én thi phai danh s trang bang chit s6 A-rap.

2. K¥ thuat trinh bay

a) DAu chi mtrc dd mat

Con diu cac o mat (TUYET MAT, TOI MAT hozc MAT) va du thu hoi dugc khéc san theo quy
dinh tai Muc 2 Thong tu s6 12/2002/TT-BCA ngay 13 thang 9 ndm 2002 huéng dan thuc hién Nghi
dinh so 33/2Q02/ND—CP cua Chinh phu quy dinh’chi tiét ‘thi hanh Phap 1énh Béo vé bi mat nha nudc
nam 2000. Dau d6 mat dugc dong vao 6 so 10a, dau thu hoi dugce dong vao 6 s6 11.

b) D4u chi murc d6 khin

Con diu cac do khan duoc khic s;:ln hinh chit nhét c6 kich thuéc 30mm x 8mm, 40mm x 8mm va
20mm x 8mm, trén d6 cac tr “KHAN”, “THUQONG KHAN”, “HOA TOC” va “HOA TOC HEN
GIO” trinh bay bang chit in hoa, phong chit Times New Roman c& chir tir 13 dén 14, kiéu chit ding,
dam va dat can d6i trong khung hinh chir nhat vién don. Dau do khan duge dong vao 6 s6 10b. Muyc dé
dong dau d6 khan ding mau do twoi.

¢) Céc chi dan vé pham vi luu hanh

Céc chi dan vé pham vi lyu hanh trinh bay tai 6 s6 11; c4c cum tir “TRA LAI SAU KHI HOP (HOI
NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOI BO” trinh bay cén doi trong mét khung hinh
chit nhat vién don, bang chit in hoa, phong chit Times New Roman, c& chit 13 dén 14, ki€u chir dung,
dam.

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

Céc thanh phan nay duoc trinh bay tai 6 s6 14 trang thir nhit cia vin ban, bang chit in thuong, c&
chit tr 11 dén 12, kiéu chit dung, dudi mot duong ké nét lién kéo dai hét chiéu ngang cua vung trinh
bay van ban.

d) Ky hiéu ngudi danh may va sd luong ban phat hanh

Dugc trinh bay tai 6 s6 13; ky hi¢u bﬁng chit in hoa, sb luong ban béng chit sb A-rép, cd chir 11,
ki€u chir dang.

¢) Phu luc van ban

Phy luc van ban duoc trinh bay trén cac trang riéng; ttr “Phu luc” va sb thlq'J: tu cua phu luc dugc
trinh bay thanh mot dong riéng, canh gitra, bang chir in thuong, ¢& chir 14, kiéu chir ding, ddm; tén
phu luc dugc trinh bay canh giira, bang chit in hoa, ¢& chit tir 13 dén 14, ki€u chit dtng, dam.

g) S6 trang van ban

Sb trang dugc trinh bay tai goc phai ¢ cubi trang glay (phan footer) bang chit s6 A-rap, co chir 13-
14, kiéu chir ding, khong danh sé trang thir nhit. SO trang cta phu luc dwoc dénh sb riéng theo ting
phu luc.

Mau chir va chi tiét trinh bay cac thanh phan thé thirc vin ban dwgc minh hoa tai Phu luc IV kém
theo Thong tu nay.

Mau trinh bay mot s6 loai van ban hanh chinh dugc minh hoa tai Phu luc V kém theo Thong tu
nay.

Chuwong 3.
THE THUC VA KY THUAT TRINH BAY BAN SAO



Piéu 16. Thé thirc ban sao

Thé thirc ban sao bao gém:

1. Hinh thirc sao

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

3. S4, ky hiéu ban sao bao gom sé thtr tw ding ky dwoc danh chung cho cac loai ban sao do co
quan, t6 chirc thuc hién va chir viét tit tén loai ban sao theo Bang chit viét tat tén loai vin ban va ban
sao kém theo Thong tu nay (Phu luc I). S6 dugc ghi bang chir sé A-rap, bit dau tir s6 01 vao ngay dau
nam va két thuc vao ngay 31 thang 12 hang nam.

4. Cac thanh phan thé thirc khac cta ban sao vin ban gom dia danh va ngay, thang, ndm sao; quyén
han, chirc vu, ho tén va chir ky ciia ngudi c6 thim quyén; dau cia co quan, t6 chirc sao vin ban va noi
nhan dugc thyc hién theo hudng din tai Piéu 9, 12, 13 va 14 cua Thoéng tu nay.

Diéu 17. K¥ thuit trinh bay
1. Vi tri trinh bay cac thanh phan thé thirc ban sao (trén trang gidy kho A4)
Thuc hién theo so d6 bd tri cac thanh phan thé thirc ban sao kém theo Thong tu nay (Phu luc III).

Céc thanh phan thé thirc ban sao dugc trinh bay trén cing mét t& gidy, ngay sau phan cudi cing cia
van ban can sao dugc photocopy, dudi mot duong ké nét lién, kéo dai hét chiéu ngang cia vung trinh
bay van ban.

2. K¥ thuat trinh bay ban sao

a) Cum tr “SAO Y BAN CHINH”, “TRjCH SAO” hodc “SAO LUC” duogc trinh bay tai 6 s0 1
(Phu luc III) bang chit in hoa, c¢d chit tu 13 dén 14, ki€u chir diing, dam.

b) Tén co quan, to chure sao van ban (tai 6 s6 2); s6, ky hiéu ban sao (tai 0 s6 3); dia danh va ngay,
thang, nam sao (tai 0 s6 4); chuc vy, ho tén va chir ky cua nguoi co tham quyén (tai 6 s6 5a, 5b va 5¢);
déu ciia co quan, t6 chic sao vin ban (tai 6 sé 6); noi nhan (tai 6 s6 7) dugc trinh bay theo huéng dan
trinh bay cac thanh phan thé thirc tai Phu luc III.

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

Chuong 4.

TO CHUC THUC HIEN
Diéu 18. Di¢u khoan thi hanh
Théng tu ndy ¢ hiéu luc sau 45 ngay ké tir ngay ky.

Nhiing quy dinh vé thé thirc va ky thuét trinh bay véan ban hanh chinh va ban sao van ban duoc quy
dinh tai Thong tu lién tich so 55/2~005/:[TLT—BNV—VPCP ngay 06 thang 5 nam 2005 cua B6 Noi vu
va Van phong Chinh phu huéng dan thé thic va k¥ thuét trinh bay van ban hanh chinh trai véi Thong
tu nay bi bai bé.

Diéu 19. Té chirc thwe hién

B&, co quan ngang BO, co quan thudc Chinh phu, Uy ban nhan dan cac tinh, thanh phé truc thu(:)c
Trung wong, Tép doan kinh t& nha nudc, Tong cong ty nha nudc (91) chiu trach nhiém td churc trién
khai thyc hién Thong tu nay.

_Cac B0, nganh can cir quy dinh thé thirc va k¥ thuat trinh bay vin ban tai Thong tu nay dé quy dinh
thé thuc va k¥ thuédt trinh bay van ban chuyén nganh cho phu hop.

BO TRUONG



Noi nhdn:
- Thu tudng, cac Pho Thu tuéng Chinh phu;
- Van phong Trung uvong Pang;
- Vin phong Quéc hoi;
- Van phong Chu tich nudc;
- Cac B9, co quan ngang B9, co quan thugc Chinh phu;
- HDND, UBND céc tinh, thanh phd truc thuéc TW;
- Vién kiém sat nhan dan tdi cao;
- Toda 4n nhan dan t6i cao;
- Kiém toan Nha nuéc;
- Co quan Trung wong cia cac doan thé;
- Céc Tép doan kinh té, Téng céng ty nha nude (91);
- Cuyc Van thu va Luu trit nha nude (10b);
- Cuc Kiém tra vin ban QPPL (B6 Tu phap);
- Cong bao;
- BNV: B¢ truong, cac Thir trudng, cac don vi thudc va
truc thude Bo;
- VPCP: B¢ trudng CN, cac Pho CN;
- Website BNV;
- Luu: VT, PC (BNV). 320b

Tran Vian Tuan



PHU LUC I

BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kém theo Thong tw 56 01/2011/TT-BNV ngay 19 thang 01 nam 2011 ciua Bé Noi vu)

S Tén loai viin bin hanh chinh Chir viét tat
tt

1 Nghi quyét (ca biét) NQ

2 Quyét dinh (c4 biét) Qb

3 Chi thi (ca biét) CT

4 Quy ché QC

5 Quy dinh Qyb

6 Thong cdo TC

7 Thong bao TB

8 Hudng dan HD

9 Chuong trinh CTr

1 K& hoach KH
0

1 Phuong an PA
1

1 Dé 4n PA
2

1 Du an DA
3

1 Béo céo BC
4

1 Bién ban BB
5

1 To trinh TTr
6

1 Hop ddng HD
7

1 Cong van
8

1 Cong dién Cb
9

2 Ban ghi nhé GN
0

2 Ban cam két CK
1

2 Ban thoa thuan TTh
2

2 Gidy ching nhan CN




Gidy uy quyén uQ
Gidy moi GM
Gidy gidi thiéu GT
Gidy nghi phép NP
Gidy di dudng bb
Gidy bién nhan hd so BN
Phiéu guri PG
Phiéu chuyén PC
Thu cong

Ban sao van ban

Ban sao y ban chinh SY
Ban trich sao TS
Ban sao luc SL




PHU LUC II

SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN
(Trén mot trang gidy kho A4: 210 mm x 297 mm)
(Kem theo Thong tw so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua B6 Noi vu)

_ C oumsie T
! s ] i !
e | 15 _l [ i

3 | 1 |

e —————————

Ghi chu:

(@3

10a I
|
Lo |z |
|{ ]
E
30-35 mm / =
— e e I‘TF
| 6 “1
- . I
— —— —— T-l J i
1 b
i I . ]
' ! 13 3 Te |
| | T | |
| i
Il —_——r = =g _l4 T T — —_——"]I
20-25 | mum
s0 Thanh phin thé thirc vin ban
1 Quéc hiéu
2 Tén co quan, t6 chirc ban hanh vin ban
3 S, ky hiéu ctia vin ban
4 bia danh va ngay, thang, ndm ban hanh van ban

Sa Tén loai va trich yéu ndi dung van ban




5b

7a, 7b, Tc

9a, 9b
10a
10b
11
12
13
14

15

Trich yéu ndi dung cong vin

Noi dung van ban

Quyén han, chirc vy, ho t€n va chit ky clia nguoi co tham quyén
Déu ciia co quan, to chirc

Noi nhén

Dau chi mirc 46 mat

Déu chi mirc do khan

Déu thu héi va chi dan vé pham vi luu hanh

Chi dan vé dy thao vén ban

Ky hiéu ngudi danh méy va sb luong ban phat hanh

bia chi co quan, t6 chuc; dja chi E-Mail: dia chi Website; s6 dién thoa,

sO Telex, so Fax

Logo (in chim dudi tén co quan, t6 chirc ban hanh vin ban)

PHU LUC III

SO DO BO TRI CAC THANH PHAN THE THUC BAN SAO VAN BAN

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

(Kém theo Théng tur s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 ciia B6 Ngi vu)

30-35 mm _ oy | 4

E
i
B Ll
| 5 |7
7
5b |

ZBhEE'I.mm

X ST CTPRTERITP T TIT P - T R g P i S B e AL S, )
i S H S ]

|. 5 LY e ih oy N LRRL s

|' = i t sl M it i S

| PHANCUOI CUNG CUA VAN BAN BUGC 540

Ghi chu:



(@3
@
(=)

Thanh phin thé thirc ban sao

Hinh thtric sao: “sao y ban chinh”, “trich sao” hoac “sao luc”
Tén co quan, td chire sao van ban

Sé, ky hiéu ban sao

bia danh va ngay, thang, ndm sao

Chtrc vu, ho tén va chit ky ctia ngudi c6 tham quyén

Diu ctia co quan, td chirc

No1i nhén



PHU LUC IV

MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO
(Kem theo Thong tu so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua Bo Noi vu)

R . Vi du minh hoa
S Thanh phan thé thirc va Loai Co Kiu chit i
tt chi tiét trinh bay chir chir Phéng chir Times New Roman h(fff
chir
1)( 2 3 “) 6)) (6) Q)
1 Québc hiéu
\ R 12- bung, - . PR B = -
- Dong trén In hoa 13 dam CONG HOA XA HOI CHU NGHIA VIET NAM 12
. - In 13- Pung, A ,
- Dong dudi thudmg 14 dam Doc 1ap — Tu do — Hanh phic 13
- Dong ké bén dudi
2 Tén co quan, t6 chirc
- Tén co quan, 6 chire chu In hoa 12- Pimg BO TAI CHINH 12
quan cap trén tryc tiép 13
- Tén co quan, t chirc In hoa ! ;2_ Cging, CUC QUAN LY GIA 12
-Dongkébéndwéi | | | | eememmemmeemeeeee
3 Sé, k¢ hiéu cita van ban ‘In 13 Pimg So6: 15/Qb-BNV; S6: 05/BKHCN-VP; S6: 12/UBND- 13
thudng VX
4 bia danh va ngay, thang, In 13- Nehién Hd ]Yéi, ngay 05 thang 02 nam 2009 13
nim ban hanh van ban thuong 14 ghieng Thanh phé H6 Chi Minh, ngay 29 thang 6 nim 2009
5 Tén loai va trich yéu ndi




dung

Do6i véi van ban ¢ tén loai

Dung,

- Tén loai van ban In hoa 14 A CHI THI 14
dam
- Trich yéu néi dun In 14 Dmg, V& cong tac phong, chéng lut bio 14
yéu ndi dung g dam g tic phong, chong Iy

-Dongkébéndwei | | | 1 e

Dbi véi cong vin

Trich yéu néi dun In 12- Bim V/v nng bic luong nam 2009 13

yéu ndi dung husng 3 g g bc luong
Noi dung vin ban In 13- DPim Trong cong tac chi dao 14
o Gung thudng 14 £ g cong A0
i Gom phan, chuong muc,
diéu, khoan, di€ém, ti€t, ti€u tict
- Tir “phan”, “chwong” va In Dung, A
sO thir tu ciia phan, chuong thuong 14 dam Phan 1 Chuong 1 14
A ax A 13- bung,

- Tiéu dé cua phan, chuong In hoa 14 dam QUY DPINH CHUNG QUY PINH CHUNG 14

- Tir “muc” va sb thit ty In 14 bung, Muc 1 14
thudng dam :

_ Tiéu d cia muc In hoa | ;2' Cging’ GIAI THICH LUAT, PHAP LENH 13

- Didu In 13- bung, Didu 1. Bin sao vin ban 14
thudong 14 dam

- Khoan In 13- im 1. Céc hinh thirc 14
thuong 14 & )




In

13-

- biém thuong 14 bing a) boi voi ... 14
£ In 13- ,
- Tiét thudng 14 Dung - 14
<R e In 13- ,
- Tiéu tiét thudng 14 bung + 14
ﬂGém’phﬁp, muc, khoan,
diém, tiet, tiéu tict
VL A9y A , In Dl'mg, A
- Tu “phan” va so thir ty X 14 ~ Phan I 14
thuong dam
P A 13- bung, . \ _ _
- Tiéu d¢ cua phan In hoa 14 dam TINH HINH THU'C HIEN NHIEM VU... 14
- 56 thir tr va tiéu 4 cla In hoa 13- bung, I. NHUNG KET QUA... 14
muc 14 dam
- Khoan:
. y en ah In 13- bung, .\ aZ. .
Truong hop co tiéu de thuong 14 dam 1. Pham vi va doi twong ap dung 14
Truong hop khong co tiéu In 13- , R NP - v 1R
48 thuong 14 bung 1. Thong tu ndy cé hiu lyc thi hanh sau 15 ngay ke... 14
. R In 13- ’ Ke __rs
- biém thudng 14 bung a) boi voi ... 14
- Tiét Ding - 14
- Tiéu tiét Pung + 14
Chure vy, ho tén cia nguoi
ky
- Quyén han cia ngudi ky In hoa 13- Ding, TM. UY BAN NHAN KT. BQ TRUONG 14




14 dam DAN
- Chtrc vu cua nguoi ky In hoa 14113_ dDéﬁqng’ CHU TICH THU TRUONG 14
L 1 In 13- bimg, X s PR

- Ho tén cta nguoi ky thudng 14 dam Nguyén Vian A Tran Van B 14

Noi nhan

Tu “kinh gui” va tén co In ,
quan, t6 chirc, c4 nhan thudong 14 bung 14

- Gtri mot noi Kinh gui: B§ Cong thuong 14

Kinh
(vin b . gui: -Bo N(:)i vu; .
Gl nhiéu noi - B6 Ké hoach va Péu tu; 14
- B6 Tai chinh.

Tu ‘:noi nhan” va tén co
quan, t0 chirc, cad nhan

- Tir “noi nhan” ‘In 12 NgAhleng, Noi nhin: ) Noi nhdn: (461 vdi cong 12

thuong dam : van)
3 - Cac B9, co quan ngang B9, AL

- Tén co quan, to chire, ca In , - Nhu trén;

nhan nhin van ban, ban sao thuong 1 bung SRTEPPRS Cr ; 1
' ' - Luu: VT, TCCB. - Liru: VT, NVDP.
A e 13- Dung, HOA THUQNG KHA

Dau chi mirc d6 khan In hoa 14 dam TOC KHAN N 13

Chi din vé pham vi luu In 13- Dung, XEM XONG TRA LUU HANH NOQI BQ 13
hanh thuong 14 dam LAI

Chi d&n v& du thao van bn In hoa 14113_ (gglng, DU THAO DU THAO 10 13




Ky hiéu nguoi danh may,

In

2 | nhan ban va s6 lugng ban thuong 1 bung PL.(300) 11
| Dia chi co quan, A Chﬁ'f); " o S6 XX pho Trang Tién, quan Hoan kiem, Ha Noi
dia chi E-Mail, Website; sO \ bung DT: (04) XXXXXXX, Fax: (04) XXXXXXX 11
3 T . Z % thuong 12
dién thoai, sO Telex, soO Fax E-Mail: Website:
4| Phulycvanban
T Tt “phu luc” va so thir tu ‘In 14 1?u:ng, Phu luc 1 14
cua phu luc thuong dam © o
- Tiéu d? ctia phu luc In hoa 14113' oung, BANG CHU VIET TAT 14
1 £ In 13- ,
5 SO trang thudng 14 Ding 2,7,13 14
1 X , 13- Duing, . , .
6 Hinh thuce sao In hoa 14 dam SAO Y BAN CHINH, TRICH SAO, SAO LUC 14

Ghi chii: C& chit trong cing mot vin ban ting, giam phai thdng nhét, vi du: Qudc hiéu, dong trén ¢ chir 13, dong dudi c¢& chit 14; nhung

Qudc hiéu, dong trén c& chir 12, thi dong dudi cd chir 13; dia danh va ngay, thang, ndm van ban ¢& chir 13.




PHU LUC V

MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN
(Kem theo Thong tu so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua Bo Noi vu)

1. Miu trinh bay vin ban hanh chinh

Mau 1.1 - Nghi quyét (ca biét)

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

Mau 1.2 - Quyét dinh (ca biét) (quy dinh truc tiép)
Mau 1.3 - Quyét dinh (ca biét) (quy dinh gian tiép)
Mau 1.4 - Van ban co tén loai khac

Mau 1.5 - Cong van

Mau 1.6 - Quyét dinh (ca biét) (quy dinh truc tiép) ciia Thuong truc HDPND
Mau 1.7 - Van ban c¢6 tén loai cua cac Ban HDND

Mau 1.8 - Van ban c¢6 tén loai cua Doan Dai biéu Quéc hoi
Mau 1.9 - Cong dién

Mau 1.10 - Gidy moi

Mau 1.11 - Gidy gidi thiéu

Mau 1.12 - Bién ban

Mau 1.13 - Gidy bién nhan ho so

Mau 1.14 - Gidy chtrng nhan

Mau 1.15 - Gidy di duong

Mau 1.16 - Gidy nghi phép

Mau 1.17 - Phiéu chuyén

Mau 1.18 - Phiéu gri

Mau 1.19 - Thu cong

2. Miu trinh bay ban sao vin bin

Mau 2.1 Ban sao van ban



MAu 1.1 — Nghi quyét (ca biét)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phic
Sé: /NQ-....(3)... v (4)....,ngay ..... thang ..... nam 20...
NGHI QUYET
....................... (6 I

QUYEN HAN, CHUC VU CUA NGUOI
Noi nhdn: KY
-Nhu Diéu ...

L VT, ... (7) Axx (8) (Chit ky, ddu)

Ho va tén

Ghi chu:

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

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

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

(4) bia danh

(5) Trich yéu ndi dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chir viét tit tén don vi soan thao vin ban va sé luong ban luu (néu can).

(8) Ky hiéu ngudi danh may, nhin ban va sb luong ban phat hanh (néu can).



MAu 1.1.1 — Nghi quyét (ca biét) cia Thuong truc HDND

HOQI PONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
cen(D).ns Poc lap — Tw do — Hanh phic
S6:  /NQ-HPND i (2)...., ngay ..... thang ... nam 20...
NGHI QUYET
....................... () I
THUONG TRUC HQI PONG NHAN DAN .... (1)..............

Can ctr Luat T6 chtrc Hoi ddng nhan dan va Uy ban nhan dan ngay 26 thang 11 nam 2003;
L1 o I o1 | S (A) e
QUYET NGHI:

DHCU Lu oo (5) oo
DHBU 1t oottt ettt et ettt e e e et e ettt e et e ee e et ene e enenees

TM. THUONG TRU'C HDND
Noi nhin: CHU TICH (6)
- Nhu Dicu .. .; (Chir ky, dau)

- Luu: VT, .... (7). Axx (8) Ho va tén

Ghi chu:

) (1) Tén tinh, thanh phé truc thudc Trung wong (tén thi xa, thanh phé thudc tinh; tén xa, thi
tran).

(2) bia danh

(3) Trich yéu ndi dung nghi quyét.

(4) Cac can cir khac dé ban hanh nghi quyét.
(5) Noi dung nghi quyét.

(6) Chirc vu cua nguoi ky, truong hop Pho Chu tich duge giao ky thay Chu tich thi ghi chir
viet tat “KT.” vao trude chire vu Chu tich, bén dudi ghi chiic vu ciia nguoi ky (Phé Chu tich).

(7) Chir viét tit tén don vi soan thao va sé luong ban luu (néu can).

(8) Ky hiéu ngudi ddnh méy, nhan ban va s6 luong ban phat hanh (néu cin).



MAu 1.1.2 — Nghi quyét ciia Hoi dong quan tri

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phic
S6:  /NQ-....(3) i (4)...., ngay ..... thang ..... nam 20...
NGHI QUYET
....................... (6 T
HQI PONG QUAN TRI ....... Q2)......

[ 1 o1 | SRR
(O3 o1 | RSP ;
QUYET NGHI:

Dieu 1. oo (0) oo
DHBU 1v oottt ettt ettt e ettt e et et en e e e eeneeen

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

TM. HQI PONG QUAN TRI

Noi nhgn: CHU TICH (7)
- Nhu Diéu .. ; (Chit ky, dau)

- Luu: VT, .... (8). Axx (9) Ho va tén

Ghi chu:

(1) Tén co quan, t6 chtrc chu quan truc tiép (néu c6) hodc Cong ty me (néu can).
(2) Tén co quan, t6 chirc ban hanh nghi quyét.

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

(4) bia danh.

(5) Trich yéu ndi dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chirc vu cua nguoi ky, truong hop Pho Chu tich duge giao ky thay Chu tich thi ghi chir
viet tat “KT.” vao trude chire vu Chu tich, bén dudi ghi chiic vu ciia nguoi ky (Phé Chu tich).

(8) Chir viét tit tén don vi soan thao vin ban va sé luong ban luu (néu can).

(9) Ky hiéu ngudi ddnh méy, nhan ban va sé luong ban phat hanh (néu cin).



MAiu 1.2 — Quyét dinh (quy dinh truc tiép)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phic
S6: (3) /QD-....(4)... v (3)....,ngay ... thang ..... nam 20...
QUYET PINH
VE VI€C tvvvivneiinncinrennnnn () I
THAM QUYEN BAN HANH (7)......
L1 s I 01§ SO STS (B) et ;
L0 I 01§ S (9) et ;
Xét dé 1074 01 1 0 RO ,
QUYET PINH:
Dieu 1. oo (10) e
DHBU 1v oottt et ettt e e e e ettt e et e et e e e eeeeeeen

QUYEN HAN, CHUC VU CUA NGUOI

Noi nhin: KY (11)
- Nhu Piéu ...
R ; (Chir ky, ddu)

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

Ho va tén

Ghi chu:

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

(2) Tén co quan, t chirc hodc chire danh nha nudc ban hanh quyét dinh.

(3) Dbi véi quyét dinh cé biét, khong ghi nam ban hanh gitra sé va ky hiéu ctia vin ban.
(4) Chit viét tit tén co quan, t6 chirc hodc chirc danh nha nudce ban hanh quyét dinh.

(5) bia danh

(6) Trich yéu ndi dung quyét dinh.

(7) Néu tham quyén ban hanh quyét dinh thudc vé nguoi dimg dau co quan, to chic thi ghi
chtic vu cua nguodi dung dau (vi du: B6 truong B9...., Cuc truong Cuc...., Giam dbc..., Vién
trudng Vién ...., Chu tich...); néu thim quyén ban hanh quyét dinh thuoc vé tap thé lanh dao
hoac co quan, td churc thi ghi tén tdp thé hoac tén co quan, td chirc d6 (vi du: Ban thuong vu....,
Hoi dong. ..., Uy ban nhan dan....).



(8) Néu céc can ctr tryc tiép dé ban hanh quyét dinh (van ban thanh 13p, quy dinh chirc ning,
nhiém vy, quyén han cua co quan, t6 churc).

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

(10) N6i dung quyét dinh.

(11) Quyén han, chic vu cia ngudi ky nhu B truong, Cuc trudng, Gidm dbc, Vién truong
v.v...; truong hop ky thay mat tap thé lanh dao thi ghi chir viét tat “TM.” vao trude tén co quan,
to chure hodc tén tap th@7 lanh dao (vi du: TM. Uy ban nhén dan, ‘TM. Ban Thuong vu, TM.’ H(:)i
dong...); trudong hop cap pho duge giao ky thay ngudi dimg déu co quan thi ghi chir viét tat
“KT.” vao trudc chirc vu cua nguoi dimg dau, bén dudi ghi chire vu clia nguoi ky van ban; cac
truong hop khac thuc hién theo hudng dan tai Khodn 1, Pi€u 12 cia Thong tu nay.

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

(13) Ky hiéu nguoi danh méay, nhan ban va s6 lugng ban phat hanh (néu can).



MAu 1.3 — Quyét dinh (quy dinh gian tiép)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phic
Sb: /Qb-....(3)... v (4)....,ngay ..... thang ..... nam 20...
QUYET PINH
Ban hanh (Phé duy@t) .........ccevueeeennnes (6 T

THAM QUYEN BAN HANH (6)

CAN CI vttt (7) et ;
(0814 o1 | SRR ;
Xét dé 1074 01 1 0 U ;
QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ........ () T
DU cve oottt e et e e et et e et e s e e e rerneenns
........................................................................................................................................................ /.
QUYEN HAN, CHUC VU CUA NGUOI
Noi nhin: KY (8)
- Nhu Piéu ...
e (Chir ky, déu)

-Luu: VT, ... (9) Axx (10)

Ho va tén

Ghi chu:

(*) Mau nay ap dung dbi véi cac quyét dinh (ca bi¢t) ban hanh hay phé duyét mot van ban
khac nhu quy ché, quy dinh, chuong trinh, ké hoach, d& an, phuong an..

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

(2) Tén co quan, t6 chirc hodc chirc danh nha nuéc ban hanh quyét dinh.

(3) Chir viét tit tén co quan, t6 chirc hodc chirc danh nha nudce ban hanh quyét dinh.
(4) bia danh

(5) Trich yéu ndi dung quyét dinh.

(6) Néu tham quyén ban hanh quyét dinh thudc vé nguoi dimg dau co quan, t6 chirc thi ghi
chirc vu ctia nguoi ding dau (vi du: Bo truong B9...., Cyc truong Cuc...., Qiém dég...., Vién
truong Vién ...., Cha tich...); néu thdm quyén ban hanh quyét dinh thudc vé tdp thé lanh dao



hodc co quan, td chure thi ghi tén tap thé hodc tén co quan, td chuc do (vi du: Ban thuong vu....,
Hoi dong. ..., Uy ban nhan dan....).

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

®) Quyén han, chtc vu cta nguoi ky nhu B truong, Cuc truong, Giam dbe, Vién truong
v.v...; truong hop ky thay mat tap thé lanh dao thi ghi chir viét tat “TM.” vao trudc tén co quan,
to chic hodc tén tép thé lanh dao (vi du: TM. Uy ban nhéan dan, TM. Ban Thuong vy, TM. Hoi
dong...); trudong hop cap phd dugc giao ky thay nguoi diing dau co quan thi ghi chit vict tat
“KT.” vao trudc chire vu cua nguoi ding dau, bén dudi ghi chirc vu cliia nguoi ky van ban; cac
truong hop khac thuc hién theo hudng dan tai Khoan 1, Biéu 12 ctia Thong tu nay.

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

(10) Ky hiéu nguoi danh may, nhan ban va sé lugng ban phat hanh (néu can).



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

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc 1ap — Ty do — Hanh phuc
TEN LOAI VAN BAN
e [0 ) I TT
(Ban hanh kem theo Quyéet dinh so ... ... /OP- ngay ..... thang ..... nam 20... ... cua ....... )
Chuong I
QUY PINH CHUNG
DHCU Lot eee et
DRBU 2o ettt
Chuong
DHBU 1ottt ee 2eeee et ettt e ettt et et e et e e eneaees
Chuwong
DHCU ev oot et
5 T3 PO

QUYEN HAN, CHUC VU CUA NGUOI
KY

(Chir ky, déu)

Nguyén Vin A

Ghi chu:

(*) Mau nay ap dung ddi voi cac van ban duge ban hanh kém theo quyét dinh (ca biét), bd cuc
¢6 thé bao gobm chuong, muc, di€u, khoan, diém.

(1) Trich yéu ndi dung ciia van ban.



MAu 1.4 — Vin ban c6 tén loai khac

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phic
Sé: /oein(3) -o(B).... wee (3)...., ngay ... thang ..... nam 20...
TEN LOAI VAN BAN (6)
.............. () FUTTTTI
............................................................................ (8) oo
............................................................................. /.

QUYEN HAN, CHUC VU CUA NGU Ol
KY (9)

(Chir ky, ddu)

- Luu: VT, .... (10) Axx (11)
Ho va tén

Ghi chu:

* MAu nay ap dung chung ddi véi da s6 cac hinh thirc van ban hanh chinh ¢ ghi tén loai cu
theé nhu: chi thi (ca bi€t), to trinh, thong bao, chuong trinh, ké hoach, dé an, bao cdo, quy dinh
v.v... Riéng d6i v6i to trinh cé thé thém thanh phan “kinh gti” & vi tri 9a.

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

(2) Tén co quan, t6 chirc hodc chirc danh nha nuéc ban hanh vin ban.

(3) Chir viét tat tén loai vin ban.

(4) Chit viét tit tén co quan, td 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 vin ban.
(8) Noi dung van ban.

(9) Ghi quyén han, chirc vu cua nguoi ky nhu Bo truong, Cuc truong, Giam dbc, Vién truong
v.v...; truong hop ky thay mat tap thé 1anh dao thi ghi chir viét tat “TM.” vao trudc tén co quan,



t6 chirc hogc tén tap thé lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thuong vu, TM. Hoi
dong...); néu nguoi ky van ban 1a cap pho cua nguoi ding dau co quan thi ghi chit viet tat “KT.”
vao trudc chiic vu cua nguoi ding dau, bén dudi ghi chirc vu cia nguoi ky van ban; cac truong
hop khéc thuc hién theo hudng dan tai Khoan 1, Bi€u 12 cua Thong tu nay.

(10) Chir viét tit tén don vi soan thao va sé lugng ban luu (néu cin).

(11) Ky hiéu nguoi danh may, nhan ban va s lugng ban phat hanh (néu céan).



Miu 1.5 — Cong vin

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phuc
Sb: /oo (3) -o(B).... v (3)....,ngay ... thang ..... nam 20...
VIV .o 6) ...
Kinh giri
................................................................... (7) oo
............................................................................. /.

QUYEN HAN, CHUC VU CUA NGUO1
Noi nhin: KY (8)
- Nhu trén;

i ) Axe (10) (Chit ky' daw)

Ho va tén

S6 XX phd Trang Tién, quan Hoan Kiém, Ha Noi
DT: (043) XXXXXXX, Fax: (043) XXXXXXX

Ghi chu:

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

(2) Tén co quan, t6 chirc hodc chirc danh nha nuéc ban hanh coéng van.

(3) Chit viét tat tén co quan, to chirc hodc chirc danh nha nudc ban hanh cong van.

(4) Chir viét tit tén don vi (Vu, phong, ban, t6, bd phan chirc ning) soan thao cong vin.
(5) bia danh

(6) Trich yéu ndi dung cong van.

(7) No6i dung cong van.

(8) Ghi quyén han, chirc vu cua nguoi ky nhu B truong, Cyc trudng, Giam dbc, Vién truong

.; trudng hop ky thay mat tap thé lanh dao thi ghi chir viét tit “TM” trudc tén co quan, to

chuc hoac tén tap thé lanh dao, vi du: TM. Uy ban nhan dan, TM. Ban ‘Thuong vy, TM. Hoi
ddng...; néu nguoi ky cong van 1a cap pho ciia nguoi ding dau co quan, t6 chuc thi ghi chir viét



tat “KT” vao trudc chirc vu clia nguoi ding dau, bén dudi ghi chic vu clia ngudi ky cong vian;
cac truong hop khac thuc hién theo hudng dan tai Khoan 1, Biéu 12 cua Thong tu nay

(9) Chir viét tat tén don vi soan thao va s6 lwong ban luu (néu can).
(10) Ky hiéu ngudi danh may, nhan ban va sé lugng ban phat hanh (néu cin)

(11) Pia chi co quan, t6 chirc; sb dién thoai, s Telex, s Fax; dia chi E-Mail; Website (néu
can).

* Néu noi nhan (kinh guri) 1a nhitng chic danh, chtrc vu cao cdp ctia Nha nuée, thi phan noi
nhan khong ghi “nhu trén” ma ghi truc ti€p nhitng chirc danh, chiic vu ay vao.



MAu 1.6 — Quyét dinh (ca biét) cia Thuwong trwe Hoi dong nhan dan

HOI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
e (D). Poc lap — Tw do — Hanh phic
Sb: ....(2) ..../QD-HPDND v (3)...., ngay ... thang ..... nam 20...
QUYET PINH
A TN () I
THUONG TRUC HQI PONG NHAN DAN .... (1)..ccvueenn...

Can ctr Luat T6 chirc Hoi dong nhan dan va Uy ban nhan dan ngay 26 thang 11 ndm 2003;
............................................................................ (5) e
QUYET PINH:

Dieu 1. oo (0) oo
Piéu

TM. THUONG TRUC HDND (7)

Noi nhn: CHU TICH (8)
-Nhu Diéu ...; (Chir ky va dau HDND)

Ho va tén

Ghi chu:

(1) Tén tinh, thanh phé truc thude Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; x4,
thi tran.

(2) S thtr ty dang ky quyét dinh ctia Hoi dong nhan dan.
(3) bia danh

(4) Trich yéu noi dung quyét dinh.

(5) Céc cin cir khac ap dung dé ban hanh quyét dinh.

(6) Noi dung quyét dinh.

(7) Tham quyén ky van ban.

(8) Néu Pho Chu tich ky thi ghi:

KT. CHU TICH
PHO CHU TICH



Néu Uy vién Thuong truc ky thi ghi:

] KT. CHU TICH
UY VIEN THUONG TRUC

(9) Chit viét tit tén don vi soan thao va s6 lwong ban luu (néu cin).

(10) Ky hiéu nguoi danh méay, nhan ban va s6 lugng ban phat hanh (néu can).



Mau 1.7 — Van ban cé tén loai ctia cac Ban Hi dong nhan dan

HOI PONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
cen(D)ens Poc lap — Tw do — Hanh phic
S6: ... 2)..d . (B).... - wee (4)....,ngay ..... thang ..... nam 20...
HDND
TEN LOAI VAN BAN
....................... ) J T
............................................................................ () TR

TM. BAN KINH TE NGAN SACH

Noi nhin: TRUONG BAN (7)
L VT (8). Axx (9) (Chit ky va dau HDND)

Ho va tén

Ghi chu:

(1) Tén tinh, thanh phé truc thudc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; x4,
phuong, thi tran.

(2) S6 thr tir dang ky van ban cua Hoi dong nhan dan.
(3) Chir viét tat tén loai vin ban.

(4) bia danh

(5) Trich yéu ndi dung vin ban.

(6) Noi dung van ban.

(7) Néu Pho Trudng ban ky thi ghi:

KT. TRUf)NG BAN
PHO TRUONG BAN

(8) Chir viét tit tén Ban soan thao va sb luong ban luu (néu can).



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

(Méu nay ding chung cho tit ca cac loai van ban c6 tén loai do cac Ban cua Hoi dong nhan
dan ban hanh).



Mau 1.8 — Vin ban cé tén loai ciia Poan Dai biéu Quoc hi

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

HOI Poc 1ap — Ty do — Hanh phuc

S S—
Sb: ... /...(Q2)....-PPBQH e (3)...., ngay ..... thang ..... nam 20...

TEN LOAI VAN BAN
....................... (4) ceeeeeeeereeneneeene

............................................................................ (5) oo
............................................................................. /.

TM. DOAN PAI BIEU QUOC HOI (6)
TRUONG POAN (7)

e (Chit ky, ddu DPPBOH)
V8 A ) Ho va ton
Ghi chu:

(1) Tén tinh, thanh phd tryc thudc Trung wong;

(2) Chir viét tit tén loai vin ban.

(3) bia danh

(4) Trich yéu ndi dung van ban.

(5) Noi dung van ban.

(6) Tham quyén ky vin ban. Néu Truéng Poan ky véi thim quyén riéng thi khong co dong
quyén han.

(7) Néu Pho Truong doan ky thi ghi:

KT. TRU’QNG DqAN
PHO TRUONG DOAN



(8) Chit viét tit tén don vi soan thao va sb lwong ban luu (néu cin).
(9) Ky hiéu ngudi danh may, s6 lugng ban phat hanh (néu can).

(Mau nay dung chung cho tat ca cac loai van ban co tén loai ciia Poan Pai bi€u Quodc hoi).



Miu 1.9 — Céng dién

TEN CO QUAN, TC CHU

QUAN (1)

TEN CO QUAN, TO CHUC (2)

Sé:  /CD- ...

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap — Tw do — Hanh phuc

. (4)...., ngay ..... thang ..... nam 20...
CONG PIEN
............. () T
.............. (6) dién
e ; (7)
........................................................................ ()t ee ettt

Noi nhdn:
-Luu: VT, ... (9) Axx (10)
Ghi chu:

QUYEN HAN, CHUC VU CUA NGUO1
KY

(Chir ky, ddu)

Ho va tén

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

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

(3) Chix viét tit tén co quan, td chirc hodc chirc danh nha nude ban hanh cong dién.

(4) Dia danh

(5) Trich yéu ndi dung dién.

(6) Tén co quan, t6 chirc hodc chirc danh cta ngudi dung dau.

(7) Tén co quan, t6 chtrc nhan dién



(8) Noi dung dién.
(9) Chir viét tit tén don vi soan thao va sb lwong ban luu (néu cin).

(10) Ky hiéu ngudi danh may, nhan ban va sé lugng ban phat hanh (néu can).



MAiu 1.9 — Gidy moi

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

A QUAN (1) . Poc lap — Tw do — Hanh phic
TEN COQUAN, TOCHUC(®2) = e
S6:  /GM- ... (3).... wer (4)...., ngay ..... thang ..... nam 20...
GIAY MOI
.............. () T

..................................................... (2) coeeereeeeecieeiieeneenne tran trong kinh moi:
ONG (DA) oo (0) et
TOT AU o (7) e
TROT AN .ottt et et e s —etbeeaseesseesaessaessseasseasseassaessaessesssessseassensseessensenns
DIA GIEM ..ottt eeees cest s
............................................................................. /.

QUYEN HAN, CHUC VU CUA NGUOI

Noi nhdn: KY

Ghi chu:

(Chir ky, ddu)

Ho va tén

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

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

(3) Chit viét tat tén co quan, t6 chirc ban hanh gidy moi.

(4) bia danh
(5) Trich yéu ndi dung cudc hop.

(6) Tén co quan, t6 chirc hodc ho va tén, chiic vy, don vi cong tac cua nguoi dugc moi.

(7) Tén (ndi dung) cua cude hop, hdi thao, hdi nghi v.v...

(8) Chir viét tit tén don vi soan thao va sd luong ban luu (néu can).

(9) Ky hiéu ngudi danh méy, nhan ban va s6 luong ban phat hanh (néu cin).



MAu 1.11 — Gidy gi6i thiéu

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

A QUAN (1) . Poc lap — Tw do — Hanh phic
TEN COQUAN, TOCHUC(®2) = e
Sb: /GGT- ... (3).... wer (4)...., ngay ..... thang ..... nam 20...
GIAY GIOI THIEU

..................................................... (2) ceveeeeeeeeeeeeieeenenea tran trong gidi thiéu:
ONG (DA) oo (5) oot
(] 411 (o7 RSO URR
PUQC U GEN: e (6) oot
N U B0, ettt e et e ettt e ettt e et erer e

Dé nghi Quy co quan tao diéu kién dé 6ng (ba) c6 tén & trén hoan thanh nhiém vuy.

Gidy nay co gia tri &én hét ngay.........cocoocooee..... /.

QUYEN HAN, CHUC VU CUA NGUOI

Noi nhin: KY
- Nhu trén;
- Luu: VT. (Chir ky, dd’u)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc cht quan truc tiép (néu co).

(2) Tén co quan, tb chirc ban hanh vin ban (cip gidy gi6i thiéu).

(3) Chit viét tit tén co quan, td chirc ban hanh vin ban.

(4) bia danh

(5) Ho va tén, chtrc vu va don vi cdng tac cua nguoi dugce gioi thiéu.

(6) Tén co quan, t chirc duge gidi thidu ti 1am viéc.



MAu 1.12 — Bién ban

TEN CO QUAN, TC CHU CONG HOA XA HOI CHU NGHIA VIET NAM
A QUAN (1) . Péc 1ap — Tu do — Hanh phuc
TEN COQUAN, TOCHUC(Q2) = e

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

BIEN BAN
............ ()
Thoi gian bt QAU ........oeeeeeeeeeeeeeeeeeee e
Dia €M ...
Thanh phan tham du..........cocooeeiieiiieeeen
(O] 01113 6 I (] 011 o ) TSP RUSRURURRIN
Thu ky (nguroi ghi Di€n DAN): ....eeeiiiiiieee et

No6i dung (theo dién bién cudc hop/hdi nghi/hoi thao):

Cudc hop (hdi nghi, hoi thao) két thuc vao ..... gid ....., ngdy .... thang ..... nim /
THU KY CHU TQA
(Chir ky) (Chit ky, dau (néu co))
(%)
Ho va tén Ho va tén
Noi nhdn:

.......... N

- Luu: VT, hd so.

Ghi chu:

(1) Tén co quan, t6 chirc chi quan truc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh vin ban.

(3) Chit viét tit tén co quan, t6 chirc ban hanh vin ban.
(4) Tén cudc hop hodc hoi nghi, hoi thao.

(5) Ghi chtrc vu chinh quyén (néu can).



Mau 1.13 — Gidy bién nhan

TEN CO QUAN, TC CHU CONG HOA XA HOI CHU NGHIA VIET NAM
QUAN (1) ] Poc 1ap — Tw do — Hanh phic
TEN COQUAN, TOCHUC(Q2) = e
S6:  /GBN-...(3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY BIEN NHAN
HO so

Hovatén:......cooooeiiiiiiiiiiieen, (5) et e e
ChlIc VU, AOMN VI CONE TAC ...ccuuieiieiietieeieeieeiees ceiteiteteesteesteesaeeteesbeebe e seesseesseesnseenseenseenseeseens

ONG (DA): e (6) v,
............................................................................ bao gom
Lo e
e e (7) oo
B e Saeete et
............................................................................. /.
NGUOI TIEP NHAN
Noi nhin: ) )
S (8)enns (Ky tén, dong dau (néu co))

- Luu: Hd so.
Ho va tén
Ghi chu:
(1) Tén co quan, t6 chirc chu quén tryc tiép (néu co).
(2) Tén co quan, t6 chirc cip gidy bién nhan hd so.
(3) Chir viét tit tén co quan, td chirc cip gidy bién nhan ho so.
(4) bia danh
(5) Ho va tén, chtrc vu va don vi cong tac ctia ngudi tiép nhan ho so.
(6) Ho va tén, noi cong tac hodc gidy to tiy than ciia ngudi ndp hd so.
(7) Liét ké day du, cu thé cac van ban, gidy to, tai liéu c6 trong ho so.

(8) Tén ngudi hodc co quan giri ho so.



Miu 1.14 — Gidy chirng nhin

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

. QUAN (1) ] Poc 1ap — Tw do — Hanh phic
TEN COQUAN, TOCHUC(Q2) = e
Sé:  /GCN- ... (3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY CHUNG NHAN

........................................................................ (2) coveeeereerere s CHUNE NHAN:
............................................................................ (5) e
............................................................................. /.

QUYEN HAN, CHUC VU CUA NGUOI

Noi nhin: KY
e 6 A () (Chit by, diw)

Ho va tén

Ghi chu:

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

(2) Tén co quan, to chiic cap gidy chting nhan.

(3) Chit viét tit tén co quan, t chirc cAp gidy ching nhan.
(4) bia danh

(5) Noi dung chirng nhan: xac dinh cu thé nguoi, su vi¢e, van dé duoc chirng nhan.



(6) Chit viét tit tén don vi soan thao va sb lwong ban luu (néu cin).

(7) Ky hiéu nguoi danh may, nhan ban va s luong ban phat hanh (néu cén).



MAu 1.15 — Gidy di duong

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

A QUAN (1) . Poc lap — Tw do — Hanh phic
TEN COQUAN, TOCHUC(®2) = e
Sé:  /GPP- ... (3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY PI PUONG

CAp cho 6ng (bA): ...veeeeeeeen. (5) et
(] 411 (o721 E TSROSO
NOT QUOC CU FEN CONE TAC: ..o oo
Gidy nay co gia tri hét ngay: ........cccccccovvrernne

QUYEN HAN, CHUC VU CUA NGUOI
KY

(Chir ky, ddu)

Ho va tén

Xac nhén
Thoi gian | cuta co quan

énoidén | (t6 chirc) noi

di, dén

D¢ dai
ching duong
(Km)

Noi di va Ngay Phwong
dén thang tién




2. PRU CAP TUU T oo se s eeee e d
TONE CONE: oo e e e e s e n e d

NGUOI PI CONG TAC PHU TRACH BQ PHAN KE TOAN TRUONG
(Chir ky) (Chit ky, ddu) (Chir ky)

Ho va tén Ho va tén Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc chi quéan tryc tiép (néu co).
(2) Tén co quan, t6 chirc cip gidy di duong.

(3) Chir viét tat tén co quan, t chirc cip gidy di duong.
(4) bia danh

(5) Ho va tén, chirc vu va don vi cong tac ciia nguoi dugc cap giay.



MAu 1.16 — Gidy nghi phép

TEN CO QUAN, TC CHU CONG HOA XA HOI CHU NGHIA VIET NAM
A QUAN (1) . Poc lap — Tw do — Hanh phic
TEN COQUAN, TOCHUC(®2) = e
S6:  /GNP-...(3).... wei (4)...., ngay ..... thang ..... nam 20...
GIAY NGHI PHEP
Xét Bon xin nghi phép ngay ....... CUA ONE (DA) 1t
..................................................... (2) oeeeeeiiiieeeee..... CAp cho
ONg (DA): .o, (5) e
CRIEC VUL et eeete eee et e e e e et eeeeeaeeeeeeaaeeeeetaeeeeeareeeeeareeeeeseeeeennnes
Nghi phép nam .......... trong thoi gian: ............. ,kétirngay .......... dén hét ngay...............
12 USRI (0) et

QUYEN HAN, CHUC VU CUA NGUOI

Noi nhdn: KY
- (D)oo ’
- Luu: VT, .... (8).... (Chit ky, déu)

Ho va tén

Xdc nhdn ciia co quan (16 chirc) hodc chinh
quyén dia phuwong noi nghi phép

(Chir ky, ddu)

Ho va tén
Ghi chu:
(1) Tén co quan, t6 chirc chu quan tryc tiép (néu co).
(2) Tén co quan, t6 chirc cip gidy nghi phép.
(3) Chit viét tat tén co quan, to chirc cap gidy nghi phép.
(4) bia danh
(5) Ho va tén, chtrc vu va don vi cong tac cta ngudi dugc cip gidy phép.
(6) Noi nghi phép.
(7) Nguoi duoc cap gidy nghi phép.

(8) Chir viét tit tén don vi soan thao va sd luong ban luu (néu can).



Méu 1.17 — Phiéu chuyén

TEN CO QUAN, TC CHU CONG HOA XA HOI CHU NGHIA VIET NAM
QUAN (1) ] Poc 1ap — Tw do — Hanh phic
TEN COQUAN, TOCHUC(®2) = e
S6:  /PC-...(3).... i (4)...., ngay ..... thang ..... nam 20...
PHIEU CHUYEN
........................................................................ (2)..........conhan duoc ......... (5) ceeeercverrennen.
............................................................................ ) OO
KAnh Chuy@n .......oooveveeeeeeeeeeeeeeeeeeeeeesen () xem xét, giai quyét./.

QUYEN HAN, CHUC VU CUA NGUOI

Noi nhdn: KY
e 8) ..o

(Chir ky, ddu)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chtrc cht quan truc tiép (néu co).

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

(3) Chit viét tit tén co quan, t6 chirc ban hanh phiéu chuyén.
(4) bia danh.

(5) Néu cu thé: don, thu cta ca nhan, tap thé hodc van ban, tai liéu ctia co quan, to chirc nao,
ve van de hay ndi dung gi.

(6) Ly do chuyén.
(7) Tén co quan, t6 chirc nhan phiéu chuyén vin ban, tai lidu.

(8) Thong thuong, phiéu chgyén khéng can luu nhung phai duoc vao s dang ky tai van thu
co quan, to chuc dé theo doi, ki€ém tra.



MAu 1.18 — Phiéu giri

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

) QUAN(I)
TEN CO QUAN, TO CHUC (2)

Péc 1ap — Tu do — Hanh phuc

S6:  /PG-...(3).... (4)...., ngay ..... thang ..... nam 20...
PHIEU GUI

..................................................... (2) cooeeeiiiieeeeeee...... gl kém theo phiéu ndy cac vin ban,
tai liéu sau:

Lo (5) ettt sre e ne s

ettt te et e teateeteteaa e e te st et eteettete st enten Sekeesteseenteseestenteteesteseaseenteseantenteaseentenseeteensensens

Sau khi nhan duoc, dé nghi .....oo.ovvvvveveeeeeenen. (O N gtri lai phiéu nay cho ....................

............................................................................ (2) ettt

QUYEN HAN, CHUC VU CUA NGUOI
Noi nhin: KY
- (6)...
- (D (Chit ky, dau)
Ho va tén
e.. (8)...,ngay .....thang ..... ndm ......

Nguwoi nhian
(Chir ky)

Ho va tén

Ghi chii:

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

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

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

(4) bia danh

(5) Liét ké cu thé cac van ban, tai liéu duoc gui kém theo phiéu gri.

(6) Tén co quan t0 chirc nhan phi€u gui va van ban, tai li€u.



(7) Phiéu giri khong can luu nhung phai dugc giri vao sé ding ky tai VT co quan, t6 chuc dé
theo doi.

(8) bia danh noi co quan, td chire nhan phiéu gli va van ban, tai li¢u dong tru sé.



Miu 1.19 — Thu cong

TEN CO QUAN, TO CHUC (1) CONG HOA XA HOI CHU NGHIA VIET NAM
------- Péc 1ap — Tw do — Hanh phuc
(6) vee (2)...., ngay ..... thang ..... nam 20...
TEN LOAI THU CONG (3)
............... “) ..
..................................................... (5) cooeeeee e
............................................................................. /.

CHUC VU CUA NGUOI GUI THU
(Chit ky)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc noi cong tac cua ngudi ban hanh Thu cong.

(2) bia danh

(3) Tén loai thu cong (Thu chic mimg, Thu khen, Thu tham héi, Thu chia budn).
(4) Trich yéu noi dung Thu cong.

(5) Noi dung Thu cong.

(6) Logo cuia co quan, t chc.

Chu y: Thu cong khong dong dau clia co quan, to chirc.



Mau 2.1 — Ban sao vian ban

170 SO CONG HOA XA HOI CHU NGHIA VIET NAM
——————— Péc 1dp — Tw do — Hanh phuc
S6:..../20.../TT-B ....... Ha Ngi, ngay ..... thang ..... nam 20...
THONG TU
.......................................................................................................... /.
BQ TRUONG
Noi nhin: )
(Chir ky, diu)

- Luu: VT, ... A.300.

Nguyén Vin A
TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
S6:....(3).../SY#)-....(5).... ... (6)..., ngay ..... thang ..... ndm
20......
QUYEN HAN, CHUC VU CUA NGUOI
Noi nhin: KY (7)
) Lo (Chit ky, dau)
Nguyén Viin A

Ghi chi:

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

(3) S6 ban sao.

(4) Ky hi¢u ban sao.

(5) Chit viét tat tén co quan, td chirc sao vin ban.

(6) Dia danh.

(7) Ghi quyén han, chirc vu cta ngudi ky ban sao.



PHU LUC VI

VIET HOA TRONG VAN BAN HANH CHINH
(Kem theo Thong tw so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua Bo Noi vu)

L. VIET HOA Vi PHEP PAT CAU

1. Viét hoa chir cai diu am tiét thir nhit cia mot cdu hoan chinh: Sau ddu chdm céu (.); sau
dau cham hoi (?); sau dau cham than (!); sau dau cham ltng (...); sau dau hai cham (:); sau dau
hai cham trong ngodc kép (: “...”) va khi xuong dong.

2. Viét hoa chit cai dau am tiét thir nhat cia ménh dé sau ddu cham phay (;) va dau phau (,) khi
xuong dong. Vi du:

Can cir Luat T6 chie Chinh pha ngay 25 thang 12 ndm 2001;

Theo dé nghi cua Bo truéng Bé Noi vu va Bo truong Bo Khoa hoc va Cong nghé,
II. VIET HOA DANH TU RIENG CHI TEN NGUOI

1. Tén nguoi Viét Nam

a) Tén thong thuong: Viét hoa chit cai dau tat ca cic am tiét cua danh tir riéng chi tén ngudi.
Vi du:

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

b) Tén hi€u, tén goi nhan vét lich su: Viét hoa chir ci dau tat ca cac am tiét.

Vi du: Vua Hung, Ba Triéu, Ong Giong, Dinh Tién Hoang, Ly Thai T6, Bac H6, Cu Hb. ...
2. Tén ngudi nudc ngoai duoc phién chuyén sang tiéng Viét

a) Truong hop phién 4m qua 4m Han — Viét: Viét theo quy tic viét tén ngudi Viét Nam.
Vi du: Kim Nhat Thanh, Mao Trach Pong, Thanh Cat Tu Han...

b) Trudng hop phién am khong qua 4m Han — Viét (phién am tryc tiép sat cach doc cua
nguyén ngir): Viét hoa chit cai dau am tiét thir nhat trong moi thanh to.

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

a) Tén don vi hanh chinh duoc ciu tao gitra danh tir chung (tinh, huyén, x4...) voi tén riéng
cta don vi hanh chinh do: Viét hoa chir cai dau ctia cac m tiét tao thanh tén riéng va khong ding
gach ndi.

Vi dy: thanh phé Thai Nguyén, tinh Nam Dinh, tinh Pék Lak...; quan Hai Chau, huyén Gia
Lam, huyén Ea H’leo, thi x3 Song Cong, thi tran Cau Gi4t...; phuong Nguyén Trii, x3 Ia Yeng...

b) Trudng hop tén don vi hanh chinh dugc cdu tao gitra danh tir chung két hop véi chir sd, tén
nguoi, tén sy kién lich sir: Vi€t hoa ca danh tir chung chi don vi hanh chinh do.

Vi du: Quan 1, Thanh phd Hd Chi Minh, Phuong Dién Bién Phu. ..
¢) Trudng hop viét hoa dic biét: Thu d6 Ha Noi.



d) Tén dia ly dugc céu tao giita danh tir chung chi dia hinh (song, nui, hd, bién, cira, bén, cau,
ving, lach, vam v.v...) v6i danh tir riéng (c6 mdt 4m tiét) tro thanh tén riéng cua dia danh do:
Viét hoa tat ca cac chif cai tao nén dja danh.

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

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

Vi du: bién Cira Lo, chg Bén Thanh, song Vam Co, vinh Ha Long...

d) Tén dia ly chi mdt ving, mién, khu vuc nhat dinh duge ciu tao bf?lng tir chi phuong hudng
ket hgp véi tir chi phuong thiic khac: Viét hoa chir cai dau cua tat ca cac am tiét tao thanh tén goi.
Daoi voi tén dia Iy chi ving mién riéng dugc cau tao bang tir chi phwong hudng két hop voi danh
tur chi dia hinh thi phai viét hoa céac chir cai dau moi am tiét.

Vi du: Tay Ba“ic, bong Béc, Bic B§, Nam Ky, Nam Trung B9...

2. Tén dia 1y nuéc ngoai duoc phién chuyén sang tiéng Viét

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

Vi du: Bic Kinh, Binh Nhuong, Phap, Anh, My, Thuy Si, Tay Ban Nha...

b) Tén dia 1y phién am khong qua 4am Han Viét (phién am tryuc tiép sat cach doc cua nguyén
ngtt): Viét hoa theo quy tac viét hoa tén ngudi nudc ngoai quy dinh tai Pi€m b, Khoan 2, Muc II.

Vi du: Mat-xco-va, Men-bon, Sing-ga-po, C6-pen-ha-ghen, Béc-lin...
IV. VIET HOA TEN CO QUAN, TO CHUC
1. Tén co quan, td chirc ciia Viét Nam

Viét hoa chir cai dau cua cac tur, cum tur chi loai hinh co quan, t6 chirc; chitc nang, linh vyc
hoat dong cla co quan, to chtc.

Vidu:
- Ban Chi dao trung wong vé Phong chong tham nhiing; Ban Quan 1y dy 4n Dé diéu...

- Uy ban Thudng vu Quoc hoi; Uy ban Dbi ngoai cuia Quoc hoi; Uy ban Trung wong Mat trén
T6 qudc Viét Nam; Uy ban vé Céc van dé xa hoi ciia Qudc hoi; Uy ban Nha nudc vé Nguoi Viét
Nam & nude ngoai;

- Vian phong Chu tich nude; Van phong Qudc hdi; Vin phong Uy ban nhan dan tinh Nam
DPinh..

- Bo Tai nguyén va Moéi truong; Bé Khoa hoc va Cong nghé; Bo Nong nghiép va Phat trién
néng thén; Bo Cong thuong; Bo Vin hoa, Thé thao va Du lich; Bo Thong tin va Truyén thong. ..

- Tong cuc Thue; Téng cuc Hai quan; Cuc Kiém tra vin ban quy pham phap luat; Cuc Khao
thi va Kiém dinh chat lugng giao duc...

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

- Télp doan Dau khiVViét Nam; Tép doan Céng nghi€p Than — Khoang san Viét Nam; Ngan
hang Pau tu va Phat trién Viét Nam; Ngan hang Ngoai thuong Viét Nam;...

- Hoi ddng nhan déan tinh Son La; Uy ban nhan dan tinh Béc Ninh; Uy ban nhan dan quin Ba
bPinh; Uy ban nhan dan huyén Vu Ban;...



- S& Tai chinh; S¢ Tai nguyén va Mbi trudng; S¢ Xy dung; S& Ké hoach va Piu tu; So Gido
duc va Pao tao;...

- Hoc vién Chinh trj - Hanh chinh quc gia H6 Chi Minh; Truong DPai hoc Khoa hoc xa hoi va
Nhan van Ha Noi; Truong Cao déng Noi vu Ha Noi; Truong Dai hoc dan 1ap Vian Lang; Truong

Trung hoc phd théng Chu Vin An; Trudng Trung hoc co sé Lé Quy Poén; 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;...

- Trung tdm Nghién ctru Gido duc dan tdc; Trung tdm Khoa hoc va Cong ngh¢ van thu, luu
trir; Trung tdm Trién 1am van hoéa nghé¢ thuat Viét Nam; Trung tdm Tu van Giam sat chat lugng
coOng trinh;. ..

- Bao Thanh nién; Bao Dién dan doanh nghiép; Tap chi T6 chirc nha nudc; Tap chi Phét trién
giao duc; Tap chi Dan chu va Phap luat;...

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

- Nha may Dong tau Song Cém; Nha may San xuat phu tung va Lap rap xe may; Xi nghiép
Ché bién thiy san dong lanh; Xi nghiép Dam bao an toan giao thong duong séng Ha Noi; Xi
nghi¢p Trac dia Ban do6 305;...

- Cong ty C6 phan Pau tu Tu van va Thiét ké xay dung; Cong ty Nhua Tién Phong; Cong ty
Trach nhiém hitu han Du lich va Van tai BDong Nam A; Cong ty Po dac Pia chinh va Cong
trinh;. ..

- Hoi Nhac st Viét Nam, Hoi Nguoi cao tudi Ha No6i, Hoi Chir thap d6 Viét Nam, Hoi Nong
dan Viét Nam...

- Vu Hop tac qudc :cé; Phong Nghién ctru khoa hoc; Phong Chinh sach xa hoi; Hoi ddng Thi
tuyén vién chtrc; Hoi dong Sang kién va Cai tién k¥ thuat;. ..

- Truong hop viét hoa dic biét:

Ban Chép hanh Trung wvong Pang Cong san Viét Nam; Vin phong Trung uwong Dang.

2. Tén co quan, to chirc nudc ngoai

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

 Vidu: Lién hop qudc (UN); To chirc Y té thé gigi (WHO); Hiép hoi Cac qudc gia Pong Nam
A (ASEAN)...

b) Tén co quan, to chtrc nudc ngoai dugc str dung trong van ban ¢ dang viét tit: Viét bang chir
in hoa nhur nguyén ngir hodc chuyén tyr La — tinh néu nguyén ngit khong thudc hé La-tinh.

Vi dy: WTO; UNDP; UNESCO; SARBICA; SNG....
V. VIET HOA CAC TRUONG HQP KHAC
1. Tén cac huan chuong, huy chuong, cac danh hi€u vinh dyu

Viét hoa chit ci dau cua cac 4m tiét cia cdc thanh to tao thanh tén riéng va cac tu chi thu,
hang.

Vi du: Huan chuong Ddc 1ap hang Nhét; Huan chuong Sao vang; Huan chuong Lé-nin; Huan
chuong H6 Chi Minh; Hudn chuong Chién cong; Huan chuong Khang chién hang Nhi; Huy
chuong Chién si vé vang; Bang T quoc ghi cong; Giai thuong Nha nudc; Nghé s7 Nhan dan;



Nha giso Uu ta; Thay thuéc Nhan dén; Anh hung Lao dong; Anh hing Luc lugng vii trang nhan
dan;...

2. Tén churc vu, hoc vi, danh hiéu

Viét hoa tén chirc vu, hoc vi néu di lién véi tén nguoi cyu thé.

Vi du:

- Chu tich HO Chi Minh, Tong thong V.V. Pu-tin, Dai tuéng V6 Nguyén Giap,...

- Ph(§ Thu tudng, Tf}ng Cuc trudng, Pho Téng Cuc trudng, Phé Cuc truong, Téng Giam déc,
Giam doc, Pho Giam doc, Chanh Van phong, Phé Chanh Van phong, Truong phong, Pho Truong
phong, Tong thu ky...

- Gido su Vién si Nguyén Van H., Tién si khoa hoc Pham Vin M....
3. Danh tir chung da riéng hoa

Viét hoa chit cai dau cua tir, cum tir chi tén goi d6 trong trudng hop dung trong mot nhan
xung, ding doc 1ap va thé hién su tran trong.

Vi du: Béac, Nguoi (chi Chu tich HO Chi Minh), Pang (chi Pang Cong san Viét Nam),...
4. Tén cic ngdy 1¢, ngay ky niém
Viét hoa chir cai dau ctia 4m tiét tao thanh tén goi ngay 1&, ngay ky niém.

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

5. Tén cac su kién lich sir va cac tri€u dai

Tén cac su kién lich sur: Viét hoa chir cai dau ctia cac am tict tao thanh su kién va tén su kién,
trong trudng hop cd cac con s6 chi moc thoi gian thi ghi bang chir va viét hoa chir do.

Vi du: Phong trao Can vuong; Phong trao X6 viét Nghé Tinh; Cach mang thang Tam; Phong
trao Phy nit Ba dam dang;. ..

Tén cac triéu dai: Tri€u Ly, Triéu Tran,...
6. Tén cac loai van ban

Viét hoa chir cai dau cua tén loai van ban va chir cai dau ciia dm ti€t thr nhat tao thanh tén
riéng cua van ban trong truong hop noéi dén mot van ban cu the.

Vi du: Nghi quyét Pai hoi dai biéu toan qudc lan tht X ciia Pang; Bo luat Déan sy; Luat Giao
dich dién tt;...

Truong hop vién dan cac di€u, khoan, di€ém cia mot van ban cu thé thi vieét hoa chir cai dau
cua diéu, khoan, diém

Vi du:

- Can ct Diéu 10 B6 luat Lao dong...

- Can ct Piém a, Khoan 1, Diéu 5 Luat Giao dich dién tu. ..

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

Viét hoa chir cai dau ctia am tiét thir nht tao thanh tén tic pham, sach bao

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

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



a) Tén cac nam am lich: Viét hoa chit cai dau cua tat ca cac 4m tiét tao thanh tén gOl.

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

b) Tén cic ngay tiét va ngay tét: Viét hoa chit cai dau cta 4m tiét thir nhat tao thanh tén goi.
Vi du: tiét Lap xuén; tiét Dai han; tét Poan ngo; tét Trung thu; tét Nguyén dan;...

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

¢) Tén cac ngay trong tudn va thang trong nim: Viét hoa chir cai ddu cua am tiét chi ngay va
thang trong truong hop khong dung chir so:

Vi duy: thtr Hai; th Tu; thang Nam; thang Tam;...
9. Tén goi cac ton gi4o, gido phai, ngay 1& ton gido
- Tén goi cac ton gido, gido phai: Viét hoa chit cai dau cua cac am tiét tao thanh tén goi.

Vi du: dao Co Pdc; dao Tin Lanh; dao Thién Chta; dao Hoa Hao; dao Cao Dai... hodc chit
cai dau cua am tiét tao thanh tén goi nhu: Nho gido; Thién Chta gido; Hoi gio;...

- Tén goi ngay 18 ton gido: Viét hoa chit cai diu cuia 4m tiét thir nhat tao thanh tén goi.

Vi du: 18 Phuc sinh; 1& Phat dan;....



