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

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

o THONG TU
Hudng dan thé thie va ky thuit trinh bay van ban hanh chinh

Cin ctr Nghi dinh s6 48/2008/ND- CP ngay 17 thang 4 nam 2008 cua Chinh
phu quy dinh chirc ning, nhiém vu, quyén han va co cu t6 chirc ciia B4 Noi vu;

Can cir Nghi dinh s& 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua
Chinh phu vé cong tac van thu;

Can cua Nghi dinh sO 09/2010/ND-CP ngay 08 thang 02 nam 2010 cua
Chinh phu stra d61, b6 sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam
2004 cua Chinh phu vé cong tac van thu,

Bo Noi vu huéng dan thé thirc va ky thuat trinh bay van ban hanh chinh
nhu sau:

Chuong 1
NHUNG QUY PINH CHUNG
Piéu 1. Pham vi va doi twong ap dung

Thong tu nay hudng dan thé thirc va ky thuat trinh bay vin ban hanh chinh
va ban sao van ban; dugc ap dung ddi véi cac co quan nha nudc, td chirc x3 hoi,
t6 chirc xa hoi - nghé nghiép, t6 chirc kinh té va don vi luc lugng vii trang nhan
dan (sau day goi chung 1a co quan, to chirc).

Diéu 2. Thé thire vin ban

Thé thie van ban 13 tap hop cac thanh phan cau thanh vin ban, bao gém
nhimg thanh phan chung ap dung ddi véi cac loai van ban va cac thanh phan b
sung trong nhitng truong hop cu thé hodc doi voi mot sb loai vin ban nhat dinh
theo quy dinh tai Khoan 3, Diéu 1 Nghij dinh sé 09/2010/ND-CP ngay 08 thang
02 nim 2010 cta Chinh phu stra d6i, bd sung Nghi dinh sé 110/2004/ND-CP
ngay 08 thang 4 nam 2004 cta Chinh phil vé cong tac vin thu va huéng din tai
Thong tu nay.

Piéu 3. K¥ thuit trinh bay viin ban

K¥ thuat trinh bay van ban quy dinh tai Thong tu nay bao gom kho gidy,
kiéu trinh bay, dinh 1& trang vin ban, vi tri trinh bay cac thanh phan thé thic,
phéng chit, ¢& chit, kiéu chir va cac chi tiét trinh bay khac, duoc ap dung dbi voi
van ban soan thao trén may vi tinh va in ra gidy; van ban dugc soan thao bang
cac phuong phap hay phuong tién ky thuat khac hoac van ban dugc lam trén
gidy mau in sin; khong ap dung d6i voi vin ban dugc in thanh sach, in trén bao,
tap chi va cac loai an pham khac.

Piéu 4. Phong chir trinh bay viin ban



Phong chir st dung trinh bay van ban trén may vi tinh la phong chir tiéng
Viét cia bd ma ky tu Unicode theo Ti€u chuan Viét Nam TCVN 6909:2001.

Piéu 5. Kho gidy, kiéu trinh bay, dinh 1& trang vin ban va vi tri trinh
bay

1. Kho gidy

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

Céc van ban nhu gidy gioi thigu, gidy bién nhan hd so, phiéu gu’l phleu
chuyen dugc trinh bay trén kho gidy A5 (148 mm x 210 mm) hoic trén gidy miu
in san (kh6 A5).

2. Kiéu trinh bay

Vin ban hanh chinh dugc trinh bay theo chicu dai cua trang gidy kho A4
(dinh hudng ban in theo chiéu dai).

Truong hop nodi dung vin ban co cac bang, biéu nhung khong dugc lam
thanh cac phu luc riéng thi van ban c6 thé dugc trinh bay theo chiéu rong cua
trang gidy (dinh hudng ban in theo chi€u rong).

3. Pinh 1¢ trang van ban (d6i voi kho gidy A4)
Lé trén: cach mép trén tir 20 - 25 mm;

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

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

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

4. Vi tri trinh bay cac thanh phan thé thirc vin ban trén mot trang giay kho
A4 duoc thuc hién theo so d6 bd tri cac thanh phﬁn thé thirc van ban kém theo
Thong tu nay (Phu luc IT). Vi tri trinh bay cac thanh phan thé thirc vin ban trén
mot trang gidy khd A5 duoc ap dung tuong tu theo so dd tai Phy luc trén.

Chuong I1
THE THUC VA KY THUAT TRINH BAY VAN BAN
Picu 6. Quoc hiéu
1. Thé thirc
unéc hi¢u ghi trén van ban bao gdém 2 dong chir: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Pgc lap - Tw do - Hanh phiic”.
2. K¥ thuat trinh bay
‘ Qudc hiéu duoc trinh bay tai 6 sd 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”
dugc trinh bay bang chir in hoa, ¢ chir tir 12 dén 13, kiéu chir diing, dam;



Dong thir hai: “Péc 1ap - Tw do - Hanh phic” dugce trinh bay bang chit in
thuong, c¢& chit tir 13 dén 14 (néu dong thir nhat ¢& chir 12, thi dong th hai ¢&
chit 13; néu dong tht nhét c¢& chir 13, thi dong thtr hai c¢& chit 14), kiéu chir
dimg, dam; duogc dat canh gitra dudi dong thur nhét; chit cai diu cta cac cum tir
duoc viét hoa, gilra cac cum tur c6 gach ndi, co céach chit; phia duoi c6 duong ké
ngang, nét lién, c6 do dai bang do dai ctia dong chit (str dung 1énh Draw, khong
dung 1énh Underline), cu thé:

CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuic

Hai dong chir trén duogc trinh bay cach nhau dong don.
Piéu 7. Tén co quan, té chirc ban hanh viin ban
1. Thé thirc

Péi voi cac BY, co quan ngang B9, co quan thugc Chinh phu; Van phong
Quoc hoi; Hoi dong dan toc, cac Uy ban cua Quoc hoi hoac Hoi dong nhan dan
va Uy ban nhan dan cac cap; Doan Dai biéu Quoc hoi tinh, thanh phd truc thudce
Trung uong; Tap doan Kinh té nha nudc, Tong cong ty 91 khong ghi co quan
chu quan.

Tén co quan, t6 chirc ban hanh van ban bao gom tén cua co quan, t6 chuc
cha quan truc ti€p (n€u cd) (doi vai cac td chirc kinh té co6 thé 1a cong ty me) va
tén cua co quan, t0 chirc ban hanh van ban.

a) Tén cua co quan, t6 chirc ban hanh vin ban phai duoc ghi diy du hoic
dugc viét tat theo quy dinh tai van ban thanh 1ap, quy dinh chirc ndng nhiém vu,
quyén han va co ciu t6 chirc bo may, phé chuan cap glay phep hoat dong hodc
cong nhan tu cach phap nhan ctia co quan, to chic ¢ thAm quyén, vi du:

BO 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, t6 chirc chi quan truc tiép‘ c6 thé viét tit nhitng cum tir
thong dung nhu Uy ban nhan dan (UBND), Ho1 dong nhan dan (HPND), Viét
Nam (VN), vi du:

UBND TINH QUANG BINH VIEN KHOA HQC XA HOI VN
SO NQI VU VIEN DAN TQOC HQC

2. Ky thuat trinh bay

Tén co quan, td chirc ban hanh van ban duoc trinh bay tai 0 sb6 2; chiém
khoang 1/2 trang giay theo chi€u ngang, & phia trén, bén trai.



Tén co quan, to chtc chu quan tryc tlep dugc trinh bay bang chit in hoa,
cung ¢& chit nhu ¢& chit cua Qudc hiéu, kiéu chir dimg. Néu tén co quan, tO
chtrc cht quan dai, c6 thé trinh bay thanh nhiéu dong.

Tén co quan, td chirc ban hanh vin ban trinh bay bing chit in hoa, cing c&
chir nhu c& chir cua Quéc hiéu, kiéu chir dimg, dam, duoc dat canh gitta dudi
tén co quan, t6 chitc cht quan; phia dudi c6 dudng ké ngang, nét lién, c6 do dai
bang tir 1/3 dén 1/2 d6 dai ctia dong chit va dit can di so voi dong chit. Trudong
hop tén co quan, t6 chirc ban hanh vin ban dai c6 thé trinh bay thanh nhiéu
dong, vi du:

BO NOI VU
CUC VAN THU VA LUU TRU
NHA NUGC

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

Picu 8. S0, ky hiéu ciia viin ban

1. Thé thirc

a) SO cua van ban

S6 cuia vian ban 1a s thtr ty dang ky vin ban tai vin thu cia co quan, to
chtrc. SO ctia van ban dugc ghi bang chit s6 A-rdp, bat dau tu s6 01 vao ngay
dau nam va két thuc vao ngay 31 thang 12 hang nam.

b) Ky hi¢u cua van ban

- Ky hiéu cua véan ban co tén loai bao gdm chir viét tat tén loai van ban theo
bang chir Vlet tat tén loai van ban va ban sao kém theo Thong tu nay (Phy luc I)

va chir viét tat tén co quan, to chtc hoic chirc danh nha nude (ap dung ddi véi
chtrc danh Chu tich nude va Thu tudng Chinh phu) ban hanh van ban, vi du:

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

Chi thi cta Thu tuéng Chinh phii ban hanh dugc ghi nhu sau: So: .../CT-
TTg.

Quyét dinh cuia Thuong tryc Hi dong nhan dan ban hanh dugc ghi nhu
sau: So: .../Qb-HDBND

B4o c4o cua cac ban cua Hoi ddng nhan dan dugc ghi nhu sau: S6 .../BC-
HDND

- Ky hiéu cia cong vin bao gdm chir viét tit tén co quan, to chirc hodc
chtrc danh nha nuéc ban hanh cong van va chir viét tat tén don vi (vu, phong,
ban, b0 phéan) soan thao hoac chu tri soan thao cong van do (néu co), vi du:

Cong van cua Chinh phu do Vu Hanh chinh Van phong Chinh phu soan
thao: So: .../CP-HC.

Cong van cua B§ Noi1 vu do Vu T chitc Can bd B Noi vu soan théo: So:
.../.BNV-TCCB



~ Cong van cua Hoi d6ng nhan dan tinh do Ban Kinh t& Ngan sach soan thao:
So: ..../HDND-KTNS

Cong vin ctia Uy ban nhan dan tinh do t6 chuyén vién (hodc thu ky) theo
doi linh vuc van hoa - xa hoi soan thao: So: .../UBND-VX

Cong van cta SO Noi vy tinh do Vin phong S¢ soan thao: S6: .../SNV-VP

, Truong hop cﬁéc Hoi déng, cac Ban tu Vén‘ cua co quan dugc sir dung con
dau cua co quan dé€ ban hanh van ban va Hoi dong, Ban duogc ghi 1a “co quan”
ban hé}nh van bér} thi phai 1ay s6 ctia Ho1 dong, Ban, vi du Quyét dinh s6 01 cta
Hoi dong thi tuyén cong chue B& Noi vu duoc trinh bay nhu sau:
‘ BO NOI VU
HOQI PONG THI TUYEN CONG CHUC

S6: 01/QD-HPTTCC

Vigce ghi ky hi¢u cong van do UBND cap huyén, cap xa ban hanh bao gom
chir viét tat tén co quan, t6 chirc ban hanh cong vin va chir viét tat tén linh vuc
(cac linh vuc dugc quy dinh tai Muc 2, Muc 3, Chuong IV, Luat T6 chac Hoi
d6ng nhan dan va Uy ban nhan dan nam 2003) dugc giai quyét trong cong van.

Chir viét tat tén co quan, té chirc va cac don vi trong moi O quan, t6 chirc
hodc linh vuc (ddi voi UBND cap huyén, cap xa) do co quan, t6 chirc quy dinh
cu thé, bao dam ngan gon, dé hiéu.

2. K¥ thuat trinh bay

86, ky hiéu cua van ban dugc trinh bay tai 6 s6 3, duoc dat canh giita dudi
tén co quan, t0 chirc ban hanh van ban.

Tir “S6” duoc trinh bay bang chir in thuong, ky hiéu bang chir in hoa, c&
chir 13, kiéu chir ding; sau tur “S6” co dau hai cham; voi nhirng s6 nho hon 10
phai ghi thém s6 0 phia trudc; gitra s6 va ky hi¢u van ban co dau gach chéo (/),
gitra cac nhom chir viét tat ky hi¢u van ban c6 dau gach néi (-) khong cach chir,
vi du:

S6: 15/QD-HPND (Quyét dinh ctia Thuong truc Hoi dong nhan dan);

Sé: 19/HDND-KTNS (Cong van cua Thuong tryc Ho1 doéng nhan dan do
Ban Kinh t€ ngan sach soan thao);

S6: 23/BC-BNV (Béo cédo cua Bo Noi vu);

S6: 234/SYT-VP (Cong van ctia SO Y té do Vian phong soan thao).

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

1. Thé thirc

a) Dia danh ghi trén van béan 1a tén goi chinh thirc ciia don vi hanh chinh

(tén riéng cua tinh, thanh phé truc thudc Trung wong; huyén, quan, thi x, thanh
phé thudc tinh; x4, phuong, thi trdn) noi co quan, to chirc dong tru so; d6i véi



nhitng don vi hanh chinh dugc dat tén theo tén nguoi, béng chit s6 hodc su kién
lich str thi phai ghi tén goi day du ctia don vi hanh chinh d6, cu thé nhu sau:

- Pia danh ghi trén vin ban cla cac co quan, to chitc Trung wong 14 tén cta
tinh, thanh pho truc thudoc Trung wong noi co quan, t6 chirc dong tru sd, vi du:

Vian ban cia B Cong Thuong, cﬁar Cong ty Bién luc 1 thudéc Tap doan
bién luc Viét Nam (c6 tru so tai thanh pho Ha Noi): Ha Noi,

Vién ban cua Truong Cao dang Quan tri kinh doanh thudc Bo Tai chinh (c6
tru s¢ tai thi tran Nhu Quynh, huyén My Van, tinh Hung Yén): Hung Yén,

Van ban cua Vién Hai ,du’O’ng hoc thudc Vién Khoa hoc va Cong nghé Viét
Nam (c6 tru so tai thanh pho Nha Trang, tinh Khanh Hoa): Khanh Hoa,

Van bér} ctia Cuc Thué tinh Binh Duong thude Téng cuc Thué (cé tru sé tai
thi xa Thu Dau Moét, tinh Binh Duong): Binh Duong,

- Bia danh ghi trén van ban cua cac co quan, t6 chirc cap tinh:

+ Pdi v6i cac thanh phd truc thudc Trung wong: 13 tén cua thanh phd truc
thudc Trung wong, vi du:

Vién ban cua Uy ban nhan dan thanh phd Ha Noi va cua cac s0, ban, nganh
thu¢c thanh pho: Ha Noi, cua Uy ban nhan dan thanh ph6é H6 Chi Minh va cua
cac sd, ban, nganh thudc thanh phd: Thanh pho Ho Chi Minh,

+ Ddi véi cac tinh 12 tén cua tinh, vi du:

Vin ban cua Uy ban nhan dan tinh Hai Duong va cua cac s, ban, nganh
thugc tinh (c6 tru so tai thanh pho Hai Duong, tinh Hai Duong): Hai Dwong, cua
Uy ban nhan déan tinh Quang Ninh va cta cac s, ban, nganh thudc tinh (6 tru
s0 tai thanh pho Ha Long, tinh Quang Ninh): Quang Ninh, cua Uy ban nhan dan
tinh Lam Dong ye‘l cua cac sé", ban, nganh thudc tinh (co6 tru s tai thanh pho Da
Lat, tinh Lam Dong): Lam Dong,

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

Vin ban cta Uy ban nhan dan thanh ph6 Ha Tinh (tinh Ha Tinh) va cta céc
phong, ban thudc thanh pho: TP. Ha Tinh,

- Dia danh ghi trén van ban cua cac co quan, t6 chirc cip huyén 1a tén cta
huyén, quan, thi xa, thanh phd thudc tinh, vi du:

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

Vin ban ciia Uy ban nhan dan quan Go Vép (thanh phd H6 Chi Minh), cua
cac phong, ban thudc quan: Go Vap,

Vin ban ctiia Uy ban nhan déan thi x4 Ba Ria (tinh Ba Rja-Viing Tau) va cta
cac phong, ban thudc thi xa: Ba Ria,

- Dia danh ghi trén van ban ctia Hoi dong nhan dan, Uy ban nhan dan va
cua cac to chuc cap xa la tén cua xa, phuong, thi tran do, vi du:



Vin ban cta Uy ban nhan dan x3 Kim Lién (huyén Nam Dan, tinh Nghé
An): Kim Lién,

Vin ban ctia Uy ban nhan dan phuong Dién Bién Phu (quan Ba Dinh, TP.
Ha No1): Phuong Pién Bién Phu,

- Dia danh ghi trén vin ban cia cic co quan, td chtrc va don vi vii trang
nhéan dan thugc pham vi quan ly cua B6 Cong an, B6 Quodc phong duge thyc
hién theo quy dinh cua phép luat va quy dinh cu thé cia B Cong an, Bo Quoc
phong.

b) Ngay, thang, nam ban hanh van ban

Ngay, thang, nam ban hanh van ban la ngay, thang, ndm van ban dugc ban
hanh.
Ngay, thang, ndm ban hanh van ban phai dugc viét day du; cac sb chi ngay,

thang, nam dung chir s6 A-rap; doi voi nhitng s6 chi ngay nhé hon 10 va thang
1, 2 phai ghi thém s6 0 & trudc, cu thé:

Thanh phé H6 Chi Minh, ngay 05 thang 02 ndm 2009
Qudn 1, ngay 10 thang 02 nam 2010
2. K¥ thuat trinh bay

Dia danh va ngay, thang, ndm ban hanh véan ban dugc trinh bay trén cung
mot dong vé6i s, ky hiéu vin ban, tai 6 so 4, bang chir in thuong, c& chir tur 13
dén 14, klgu chit nghiéng; cac chir cai dau cua dia danh phai viét hoa; sau dia
danh c6 dau phay; dia danh va ngay, thang, nam dugc dit canh gitra dudi Quoc
hiéu.

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

1. Thé thirc

Tén loai van ban 1a tén cua ting loai van ban do co quan, t6 chirc ban hanh.
Khi ban hanh van ban déu phai ghi tén loai, trir cong van.

Trich y€u ndi dung ctia van ban 1a mot cau ngan gon hoac mdt cum tir phan
anh khai quat ndi dung chu y€u cua van ban.

2. K¥ thuat trinh bay

Tén loai va trich yéu ndi dung cua cac loai van ban c6 ghi tén loai duogc
trinh bay tai 6 s6 5a; tén loai van ban (nghi quyét, quyét dinh, ké hoach, bao cdo,
to trinh va cac loai vin ban khac) dugc dit canh giita bang chit in hoa, ¢ chit
14, kiéu chit dimg, dam; trich yéu ndi dung van ban duoc dit canh giira, ngay
dudi tén loai van ban, bﬁng chir in thuong, ¢ chir 14, kiéu chir ding, dam; bén
dudi trich yéu c6 duong ké ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 do dai
cua dong chir va dat can ddi so véi dong chir, vi du:

QUYET PINH
Ve viéc dieu dong can bo




Trich yéu ndi dung cong van duoc trinh bay tai 6 s6 5b, sau chit “V/v”
bang chir in thudng, ¢& chir tur 12 dén 13, kiéu chir dung; dugc dat canh gitra
dudi s6 va ky hiéu van ban, cach dong 6pt v6i s6 va ky hiéu van ban, vi du:

So; 72/VTLTNN-NVDP
V/v ké hoach kiém tra cong tac
van thu, luu trir nam 2009

Piéu 11. Noi dung vin ban

1. Thé thirc

a) Noi dung van ban 13 thanh phan chu yéu cta vin ban.

Noi dung vin ban phai bao dam nhitng yéu cu co ban sau:

- Phu hop véi hinh thirc van ban dugc str dung;

- Phu hop vé6i duong 16i, chi truong, chinh sach cia Pang; phu hop véi
quy dinh cua phap luat;

- Puoc trinh bay ngan gon, 1d rang, chinh x4c;

- Str dung ngdn ngit viét, cach dién dat don gian, dé hiéu;

- Dung tir ngl tiéng Viét Nam phd thong (khong dung tir ngir dia phuong
va tir nglt nudc ngoai néu khong thuc su can thiét). D61 voi thuat ngir chuyén
mon can xac dinh 10 ndi dung thi phai dugc giai thich trong van ban;

- Chi dugc viét tat nhitng tlr, cum tir thong dung, nhiing tir thudc ngon ngir
tiéng Viét dé hleu Do1 vOi nhiing tir, cym tu duge s dung nhiéu lan trong vin
ban thi c6 ‘Ehe viét tat, nhung céac chit viét tit 1an dau cua tlr, cum tur phai duogc
dat trong dau ngoac don ngay sau tur, cum tur do;

- Khi vién dén lan dau van ban ¢4 lién quan, phai ghi day d tén loai, s6, ky
hi€u vén ban, ngay, thang, nam ban hanh van ban, tén co quan, t6 chtrc ban hanh
van ban, trich yéu ndi dung vin ban (ddi véi luat va phap 1énh chi ghi tén loai va
tén cua luat, phap Iénh), vi du: “... duoc quy dinh tai Ngh1 dinh sd
110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phu vé cong tac van
thu”; trong cac lan vién dan ti€p theo, chi ghi tén loai va sd, ky hi¢u cia van ban
do;

- Yiét hoa trong van ban hanh chinh duoc thuc hién theo Phu luc VI - Quy
dinh viét hoa trong van ban hanh chinh.

b) B6 cuc cua van ban

Tuy theo thé loai va noi dung, van ban c6 thé ¢ phan can ct phap ly dé
ban hanh, phin m¢& dau va c6 thé duoc bd cuc theo phan, chuong, muc, diéu,
khoan, diém hodc duoc phan chia thanh cac phan, muc tir 16n dén nho theo mot
trinh tu nhat dinh, cu thé:

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

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



- Chi thi (c4 biét): theo khoan, diém;

- Cac hinh thirc van ban hanh chinh khac: theo phﬁn, muc, khoan, diém
hoac theo khoan, dieém.

D61 véi cac hinh thirc van ban duge bo cuc theo phan, chuong, muc, diéu
thi phan, chuong, muc, diéu phai co tiéu de.

2. K¥ thuét trinh bay
No61 dung van ban dugc trinh bay tai 6 $6 6.

Phéan noi dung (ban vin) dugc trinh bay bang chir in thuong (dugce dan déu
ca hai 18), kiéu chir dimg; ¢& chir tir 13 dén 14 (phan 10i vin trong mot van ban
phai dung ciing mét ¢& chit); khi xudng dong, chit ddu dong phai phai lui vao tir
lem dén 1,27cm (1 default tab); khoang cach giita cac doan vin (paragraph) dat
tbi thiéu 1a 6pt; khoang cach gitta cac dong hay cach dong (line spacing) chon
t6i thiéu tir cach dong don (single line spacing) hodc tir 15pt (exactly line
spacing) tro 1én; khoang cach t6i da gitra cac dong 1a 1,5 dong (1,5 lines).

Pbi v01 nhiing van ban c6 phan can cir phap ly dé ban hanh thi sau moi cin
ctr phai xuong dong, cudi dong c6 dau “cham phay”, riéng cin ctr cudi cung két
thuc bang dau “phay”.

Truong hop ndi dung van ban duogc bd cuc theo ph?m, chuong, muc, diéu,
khoan, diém thi trinh bay nhu sau:

- Phan, chuong: Tir “Phan”, “Chuong” va s6 thi ty cta phan, chuong dugc
trinh bay trén mot dong riéng, canh gitra, bang chr in thuong, cd chir tur 13 dén
14, kiéu chit dung, dam. S6 thr tu cia phan, chuong dung chit sé La Ma. Tiéu
dé (tén) ctia phan, chuong duoc trinh bay ngay dudi, canh giita, bang chir in hoa,
c& chit tir 13 dén 14, kiéu chir ding, dam;

- Muc: Tir “Muc” va s tht tu ciia muc dugc trinh bay trén mdt dong riéng,
canh gitta, bang chit in thudng, ¢ chir tir 13 dén 14, kiéu chir ding, ddm. SO thir
tu cua muc dung chit sb A - rap. Tiéu dé cua muc duoc trinh bay ngay dudi,
canh gitra, béng chir in hoa, ¢& chix tir 12 dén 13, kiéu chix ding, dam;

- Piéu: T “Piéu”, s6 th tu va tiéu dé cua diéu duoc trinh bay béng chir in
thuong, cach 1& trai 1 default tab, sb thir tu cua diéu dung chir $6 A-rap, sau sb
tht tu c¢6 ddu chidm; c& chit bang c¢& chit cua phan 16i van (13-14), kiéu chir
dimg, dam;

- Khoan: S6 thir tu cac khoan trong mdi muc dung chir s A-rap, sau sb tht
tu ¢6 dau cham, c& chir s6 bang c& chit ctia phan 10i van (13-14), kiéu chir dimg;
néu khoan co tiéu d¢, sd thtr tu va tiéu dé cua khoan duoc trinh bay trén mot
dong riéng, bang chi in thudng, c& chit bang c¢& chit cua phan 101 vin (13-14),
kiéu chir ding;

- Piém: Thtr tu cac diém trong mdi khoan dung cac chir cai tiéng Viét theo
thir tu abe, sau c6 dau dong ngodc don, bang chit in thuong, ¢& chit bing c& chit
ctia phan 10i vin (13-14), kiéu chir dimg.



q Truong hop ndi1 dung van ban dugc phan chia thanh cac phﬁn, muc, khoan,
diém thi trinh bay nhu sau:

- Phan (néu c6): Tir “Phan” va sb thir ty ctia phan dugc trinh bay trén mot
dong riéng, canh gitra, bang chir in thudng, ¢& chir tur 13 dén 14, kiéu chir dimg,
dam; sO tha tu ctua phan dung chit s6 La Ma. Tiéu dé cua phan duogc trinh bay
ngay dudi, canh giita, bang chit in hoa, c¢& chit tir 13 dén 14, kiéu chir dimg,
dam;

- Muc: S6 t‘hI'I tu cac muc dung chir s6 La M3, sau c6 dau chidm va duoc
trinh bay Qéch I€ trdi 1 default tab; ti€u d€ cua myc duoc trinh bay cung mot
hang vo1 s6 thur tu, bang chit in hoa, c& chit tir 13 dén 14, ki€u chir diing, dam;

- Khoéq: Sb thir tu cac ]{hoén trong moi muc dung chir ) A—rép, sau s6 thi
tu 6 dau cham, c& chir s6 bang c& chir cua phan 161 van (13-14), kiéu chir ding;
néu khoan cc')‘ tiéu dé, so thu tu va tiéu dé cua khoan duoc ‘trinh bay trén mot
dong riéng, bang chir in thudng, ¢& chit bang ¢& chir cua phan 161 van (13-14),
kiéu chir ding, dam,;

- Piém trinh bay nhu truong hop ndi dung van ban dugc b cuc theo phan,
chuong, muc, diéu, khoan, diém.

‘Dleu 12. Quyén han, chitrc vu, ho tén va chir ky ciia nguoi cé thaim
quyen

1. Thé thire

a) Viéc ghi quyén han ctia ngudi ky duoc thuc hién nhu sau:

- Truong hop ky thay mit tap thé thi phai ghi chit viét tat “TM.” (thay mit)
vao trudc tén tap thé 1anh dao hodc tén co quan, t6 chuc, vi du:

TM. HQI PONG NHAN DAN TM. POAN PAI BIEU QUOC HOI
- Truong hop ky thay nguoi ding dau co quan, to chure thi phai ghi chir viét
tat “KT.” (ky thay) vao trudc chirc vu cia nguoi ding dau, vi du:

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

~ Truong hop cap phé dugc giao phu trach thi thyc hién nhu cap pho ky thay
cap truong;
- Truong hop ky thira 1énh thi phai ghi chit viét tat “TL.” (thira 1énh) vao
trude chure vu cia nguoi dung dau co quan, t6 chire, vi du:

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

- Trudng hop ky thira uy quyén thi phai ghi chir V1et tat “TUQ.” (thira uy
quyén) vao trudc chiic vu ctia nguoi ding dau co quan, to chirc, vi dy:

TUQ. GIAM POC
TRUONG PHONG TO CHUC CAN BQ

b) Chuc vu ctiia nguoi ky



Churc vu ghi trén van ban la chic vu 1anh dao chinh thirc cua nguoi ky van
ban trong co quan, to chirc; chi ghi chirc vu nhu B truong (Bo trudng, Chu
nhiém), Thir truong, Chu tich, Pho Cha tich, Giam doc, Pho Giam dbc, Q. Giam
dbc (Quyeén Giam dbc) v.v..., khong ghi nhimg chirc vu ma Nha nudc khong
quy dinh nhu: cap pho thu’orng trye, cap pho phu trach, v.v.. ; khong ghi lai tén
co quan, to chire, trir cac van ban lién tich, vin ban do hai hay nhiéu co quan, to
chtrc ban hanh; viéc ky thira 1énh, ky thira Gy quyén do cac co quan, to chic quy
dinh cuy thé bang van ban.

Chtic danh ghi trén van ban do céc to chuc tu van (khong thude co cau to
chtrc cua co quan duge quy dinh tai quyét dinh thanh 1ap; quyét dinh quy dinh
chtrc nang, nhiém vy, co cau t6 chirc cla co quan) ban hanh 1a chtrc danh lanh
dao clia nguoi ky van ban trong ban hodc hdi dong. Pdi v6i nhiing ban, hoi dong
khong duoc phép sir dung con diu cua co quan, to chire thi chi ghi chirc danh
ctia ngudi kY vin ban trong ban hoic hdi dong, khong duoc ghi chirc vy trong co
quan, t6 chic.

Chirc vu (Chtrc danh) cta nguoi ky van ban do hdi dong hodc ban chi dao
cua Nha nudc ban hanh ma 1anh dao Bo Xay dung lam Trudng ban hoac Phé
Truong ban, Chu tich hodac Pho Chu tich Hoi déng dugc ghi nhu sau, vi du:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, ddu cua Bo Xay dung) (Chir ky, ddu cua Bo Xay dung)
BO TRUONG BQ XAY DUNG THU TRUONG BO XAY DUNG
Nguyén Van A Tran Van B

Chtrc vu (Chirc danh) cta ngudi ky van ban do hdi dong hodc ban cta B
X4y dyng ban hanh ma Thu truong Bo Xay dung 1am Cha tich Hoi dong hodc
Truong ban, lanh dao cac Cuc, Vu thudoc Bo Xay dung lam Pho Chu tich Ho1
d6ng hoic Pho Trudng ban dugc ghi nhu sau, vi du:

TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, dau cua Bo Xdy dung) (Chir ky, dau cua Bo Xay dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BQ
Tran Van B Lé Van C

¢) Ho tén bao gdm ho, tén dém (néu co) va tén cua ngudi ky vin ban

Pbi véi van ban hanh chinh, truéc ho tén cua ngudi ky, khong ghi hoc
ham, hoc vi va cac danh hi€u danh du khéc. P61 voi van ban giao dich; van ban
cua cac to chtrc su nghi¢p gido duc, y té, khoa hoc hodc luc lugng vii trang dugc
ghi thém hoc ham, hoc vi, quan ham.

2. Ky thuat trinh bay

Quyén han, chuc vu cta ngudi ky dugc trinh bay tai 6 s6 7a; chuc vu khac
cta nguoi ky dugc trinh bay tai 6 sO 7b; cac chir viét tat quyén han nhu: “TM.”,



“KT.”, “TL.”, “TUQ.” hoac quyén han va chuc vu cua nguoi ky dugc trinh bay
chir in hoa, c& chir tir 13 dén 14, ki€u chir dung, dam.

Ho tén cta nguoi ky vin ban duoc trinh bay tai 6 s6 7b; bang chit in
thuong, cd chir tir 13 dén 14, ki€u chir dung, dam, dugc dat canh gifra so voi
quyén han, chlrc vu cua nguoi ky.

Chir ky cta nguoi c6 thim quyén duge trinh bay tai 6 sd 7c.

Piéu 13. Diu ciia co’ quan, t chic

1. Viéc dong du trén van ban duge thuc hién theo quy dinh tai Khoan 2 va
Khoan 3 Piéu 26 Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cia
Chinh phu vé cong tac van thu va quy dinh ctia phép luat c¢6 lién quan; viéc dong
ddu giap lai d6i v6i vin ban, tai liéu chuyén nganh va phu luc kém theo dugc
thuc hién theo quy dinh tai Khoan 4 Piéu 26 Nghi dinh s6 110/2004/ND-CP.

2. Dau cua co quan, to chirc duoc trinh bay tai 6 s6 8; dau giap lai duoc
dong vao khoang gitta mép phai cua van ban hodc phu luc van ban, trum 1én mot
phan cac to gidy; mdi ddu dong t6i da 05 trang van ban.

Pi¢u 14. Noi nhan
1. Thé thic

Noi nhan xac dinh nhiing co quan, t6 chtrc, don vi va c4 nhan nhan vin ban
va c6 trach nhiém nhu dé xem xét, giai quyét; dé thi hanh; dé kiém tra, giam sat;
dé bao céo; dé trao doi cong viéc; dé biét va dé luu.

Noi nhan phai dugc xac dinh cu thé trong van ban. Can cu quy dinh cua
phap luat; can cir chirc nang, nhiém vy, quyén han ctia co quan, to chtic va quan
hé cong tac; cin ctr yéu cau giai quyét cong viéc, don vi hodc ca nhan soan thao
hodc chu tri soan thao ¢ trach nhiém dé xuat nhitng co quan, t6 chirc, don vi va
c4 nhan nhan vin ban trinh ngudi ky van ban quyét dinh.

Pbi v0i van ban chi gui cho mot s6 ddi tuong cu thé thi phai ghi tén ting
co quan, t6 chirc, c4 nhan nhan vin ban; d6i voi van ban dugc giri cho mot hoic
mot s6 nhom ddi twong nhét dinh thi noi nhan duogc ghi chung, vi du:

- Cac B9, co quan ngang B9, co quan thugc Chinh phu;
- Uy ban nhan dan cic tinh, thanh phd tryc thudc Trung wong;

D61 vo1 nhitng van ban ¢6 ghi tén loai, noi nhan bao gom tir “Noi nhan” va
phan liét ké cac co quan, to churc, don vi va ca nhan nhan van ban.

D061 vai cong van hanh chinh, noi nhan bao géom hai phan:

- Phan thir nhat bao gom tir “Kinh gui”, sau d6 1a tén cac co quan, to6 chuc
hodc don vi, cd nhan tryc ti€p gidi quyét cong viée;

- Phan thur hai bao gom tir “Noi nhan”, phia dudi 1a tir “Nhu trén”, ti€p theo
la tén cac co quan, t6 chirc, don vi va ca nhan c6 lién quan khac nhan van ban.

2. K¥ thuat trinh bay



Noi nhan dugc trinh bay tai 6 s6 9a va 9b.
Phan noi nhén tai 6 s6 9a dugc trinh bay nhu sau:

- Tu “Kinh gui” va tén cac co quan, t6 chic hodc ca nhan nhan van ban
dugc trinh bay bang chit in thuong, ¢ chir tir 13 dén 14, kiéu chir dung;

- Sau tir “Kinh giri” ¢6 dau hai chdm; néu cong vin giri cho mot co quan, to
chirc hodc mot ca nhan thi tir “Kinh giri” va tén co quan, to chiic hodc ca nhén
dugc trinh bay trén cung mét dong; truong hop cong van gui cho hai co quan, t6
chirc hodc ca nhén tr¢ 1én thi xudng dong; tén moi co quan, t6 chtrc, c& nhan
hodc mdi nhém co quan, to chirc, cd nhan dugc trinh bay trén mot dong riéng,
dau dong c6 gach dau dong, cudi dong c6 dau chidm phay, cudi dong cudi cing
co déq cham; cac gach dau dong duoc trinh bay thang hang v6i nhau dudi dau
hai cham.

Phéan noi nhén tai 6 s6 9b (ap dung chung d6i v6i cong van hanh chinh va
cac loai van ban khac) dugc trinh bay nhu sau:

- Tu “Noti nhan” dugce trinh bay trén mot dong riéng (ngang hang voi dong
chit “quyén han, chirc vu cta nguoi ky” va sat 1& trai), sau c6 ddu hai chim,
bang chir in thuong, cd chir 12, kiéu chir nghiéng, dam,;

- Phén liét ké céc co quan, td chirc, don vi va c4 nhan nhan vin ban duoc
trinh bay bang chit in thudng, ¢& chir 11, kiéu chir ding; tén mdi co quan, to
chtrc, don vi va ca nhan hodc méi nhom co quan, t6 chirc, don vi nhan vin ban
duoc trinh bay trén mot dong riéng, dau dong ¢ gach dau dong sat 18 trai, cudi
dong co dau cham phau; riéng dong cubi cung bao gom chit “Luu” sau c6 dau
hai cham tlep theo 1a chir viét tit “VT” (Vian thu co quan, t6 chtre), dau phay,
chit viét tat tén don vi (hodc b phan) soan thdo van ban va so lugng ban luu
(chi trong trudng hop can thiét), cudi cung 1a dau cham.

Piéu 15. Cac thanh phan khac

1. Thé thirc

a) Déu chi mtrc d6 mat

Viéc xac dinh va dong dau d6 mat (tuyét mat, t6i mat hodc mat), dau thu
hoi d61 véi van ban c6 ndi dung bi mat nha nudc duogc thyc hién theo quy dinh
tai Diéu 5, 6, 7, 8 ciia Phap Iénh Bao v€ bi mat nha nudc nam 2000.

b) D4u chi mtrc d6 khan

Tuy theo mirc 6 can dugce chuyén phat nhanh, van ban dugc xac dinh do
khan theo bén mirc sau: khan, thuong khan, hoa toc, hoa téc hen gio; khi soan

thao van bgn c6 tinh chat khan, don vi hpac ca nhan soan thao vin ban dé xuat
murc do khan trinh nguoi ky van ban quyét dinh.

¢) Déi voi nhiing van ban c6 pham vi, doi twong dugc pho bién, s dung
han ché, sir dung cac chi dan v€ pham vi luu hanh nhu “TRA LAI SAU KHI
HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOI BO”.



d) Pbi voi cong van, ngoai cac thanh phan duoc quy dinh ¢co the bd sung
dia chi co quan, t6 chuic; dia chi thu dién tir (E-Mail); s6 dién thoai, s Telex, s6
Fax; dia chi trang thong tin dién tir (Website).

d) Dbi v6i nhitng van ban can duoc quan ly chat ché vé s6 luong ban phat
hanh phai c6 ky hi€u nguoi ddnh may va s6 luong ban phat hanh.

_©) Truong hop van ban c6 phu luc kem theo thi trong van ban phai c6 chi
dan vé phu luc d6. Phu luc van ban phéi co tiéu de; Vén,bén co tu hai phu luc tré
1€n thi cac phu luc phai dugc danh so6 thir ty bang chit s6 La Ma.

g) Van ban c6 hai trang trd 1én thi phai dénh sb trang bang chit s6 A-rap.

2. Ky thuat trinh bay

a) DAu chi mirc dd mat

Con dau cac d6 mat (TUYET MAT, TOI MAT hogc MAT) va dau thu hoi
dugc khéc san theo quy dinh tai Muc 2 Thong tu s6 12/2002/TT-BCA ngay 13
thang 9 nam 2002 huong dan thyc hién Nghi dinh s6 33/2002/ND-CP cua Chinh
phu quy dinh chi tiét thi hanh Phap Iénh Bao v¢ bi mat nha nudc nam 2000. Dau
do mat dugc dong vao 6 s6 10a, dau thu hoi duge dong vao 6 s6 11.

b) D4u chi mtrc d6 khan

Con dau cac do khan duogc khic san hinh chit nhat c6 kich thude 30mm x
8mm, 40mm x 8mm va 20mm x 8mm, trén d6 cac tur “KHAN”, “THUONG
KHAN”, “HOA TOC” va “HOA TOC HEN GIO” trinh bay bang chit in hoa,
phéng chir Times New Roman co ch& tr 13 déq 14, kiél{ chir ding, dam va dé:[
can doi trong khung hinh chir nhét vién don. Dau d¢ khan duoc dong vao 6 so
10b. Muc dé dong dau do khan dung mau do tuoi.

¢) Céc chi dan vé pham vi luu hanh

Céac chi dan vé pham vi luu hanh trinh bay tai 6 séq 11; cac cum tr “TRA
LAI SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LU’U‘HANH
NOI BO” trinh bay can doi trong mét khung hinh phﬁ: nhé‘g vién don, bang chir
in hoa, phong chir Times New Roman, c& chit 13 dén 14, ki¢u chit dirng, dam.

d) ]:)ia chi co quan, t6 chirc; dia chi thu dién tur (E-Mail); s6 dién thoai, sd
Telex, s0 Fax; dia chi Trang thong tin dién tir (Website).

_ Cac thanh phan nay duoc trinh bay tai 0 s6 14 trang thtr nhat cia vin ban,
bang chit in thuong, ¢& chir tir 11 dén 12, ki€u chir ding, dudi mot duong ke nét
lién kéo dai hét chiéu ngang ctia vung trinh bay van ban.

d) Ky hiéu nguoi ddnh may va sd luong ban phat hanh

_ DBuogc trinh bay tai 6 s6 13; ky hiéu bang chit in hoa, s6 lugng ban bang chir
sO A-rap, cd chit 11, ki€u chir dimg.

¢) Phu luc van ban

Phu lyc vin ban dugc trinh bay trén céc trang riéng; tir “Phu luc” va sb tha
tu cua phu luc dugc trinh bay thanh mdt dong riéng, canh gitra, bang chir in



thu’b’ng, ¢& chit 14, kiéu chir dI’I,Ilg, démq; tén phu luc dugc trinh bay canh gitra,
bang chir in hoa, ¢& chir tir 13 dén 14, ki€u chit dirng, dam.

g) S6 trang vin ban

So trang dugc trinh bay tai goc phai ¢ cudi trang glay (phan footer) bang

chit s A-rap, ¢& chir 13-14, kleu chir ding, khong danh sé trang thir nhat. S6
trang cua phu luc dugc danh s6 riéng theo tirng phu luc.

Mau chir va chi tiét trinh bay cac thanh phan thé thirc van ban dugc 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.

Chuong 111
THE THUC VA KY THUAT TRINH BAY BAN SAO
Pi¢u 16. Thé thirc bin sao
Thé thirc ban sao bao gdm:
1. Hinh thtc sao
“SAO Y BAN CHINH” hoic “TRICH SAO” hodc “SAO LUC”.
2. Tén co quan, to chiic sao van ban

3. S, ky hiéu ban sao bao gdm sb thir tu ding ky dugc danh chung cho céac
loai ban sao do co quan, t6 chtrc thuc hién va chir viét tat tén loai ban sao theo
Bang chir viét tat tén loai van ban va ban sao kem theo Thong tu nay (Phu luc I).
Sb dugc ghi bang chit s6 A-rap, bat dau tir s6 01 vao ngdy ddu nim va két thic
vao ngay 31 thang 12 hang ndm.

4. Cac thanh phan thé thirc khac cia ban sao van ban gom dia danh va
ngay, thang, nam sao; quyen han, chirc vy, ho tén va chit ky cta ngudi c6 tham
quyén; dau ciia co quan, to chtic sao van ban va noi nhan duoc thuc hién theo
huéng dan tai Piéu 9, 12, 13 va 14 ctiia Thong tu nay.

Piéu 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 do bd tri cac thanh ph?m thé thirc ban sao kém theo
Thong tu nay (Phu luc III).

Cac thanh phan thé thuc ban sao duogc trinh bay trén cung mot to gidy, ngay
sau phan cudi cung cua van ban can sao dugc photocopy, dudi mot duong ke nét
lién, kéo dai hét chiéu ngang ctia vung trinh bay van ban.

2. K¥ thuat trinh bay ban sao

a) Cum tir “SAO Y BAN CHINH”, “TRICH SAO” hoic “SAO LUC” dugc
trinh bay tai 6 s6 1 (Phu luc III) bang chit in hoa, c¢& chir tir 13 dén 14, kiéu chir
ding, dam.



~ b) Tén co quan, t6 chirc sao vin ban (tai 6 §6 2); 86, ky hiéu ban sao (tai 6
s0 3); dia danh va ngay, thang, nam sao (tai 6 s0 4); chue vu, ho tén va chir ky
ctiia nguoi ¢6 tham quyén (tai 6 80 5a, 5b va 5¢); dau cua co quan, to chirc sao
van ban (tai 6 s6 6); noi nhén (tai 6 s6 7) dugc trinh bay theo hudng dan trinh
bay cac thanh phan thé thure tai Phu luc III.

Mau chir va chi ~‘[ié't trinh bay cac thanh phan thé thic ban sao duoc minh
hoa tai Phu luc IV; mau trinh bay ban sao dugc minh hoa tai Phu luc V kém theo
Thong tu nay.

Chwong 1V
TO CHUC THUC HIEN
Diéu 18. Diéu khoan thi hanh
Thong tu ndy c6 hiéu luc sau 45 ngay ké tir ngay ky.

Nhitng quy dinh vé thé thirc va k¥ thuét trinh bay van ban hanh chinh va
ban sao van ban dugc quy dinh tai Thong tu lién tich s6 55/2005/TTLT-BNV-
VPCP ngay 06 thang 5 nam 2005 cia B Noi vu va Van phong Chinh phu
hudng dan thé thic va k¥ thuat trinh bay van ban hanh chinh trai véi Thong tu
nay bi bai bo.

Piéu 19. T6 chirc thue hién

B0, co quan ngang BJ, co quan thudc Chinh phu, Uy ban nhan dan cac
tinh, thanh pho tryc thugc Trung wong, Tap doan kinh t€ nha nude, Tong cong ty
nha nudc (91) chiu trach nhiém t6 chure trién khai thyc hién Thong tu nay.

Cac B, nganh can cir quy dinh thé thirc va k¥ thuat trinh bay vin ban tai
Thong tu nay d€ quy dinh thé thirc va k¥ thudt trinh bay van ban chuyén nganh
cho phu hop./.

BO TRUONG
(D ky)

Tran Van Tuan



, ) ~ PHU LUCI 5 ) )
BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kém theo Théng tw sé6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 ciia B Noi vu)

Stt Tén loai vin ban hanh chinh Chir viét tit
1 | Nghi quyét (ca biét) NQ
2 | Quyét dinh (c4 biét) Qb
3 | Chi thi (ca biét) CT
4 | Quy ché QC
5 | Quydinh Qyb
6 | Thong céo TC
7 | Théng bao B
8 | Hudéng dan HD
9 | Chuong trinh CTr
10 | Ké hoach KH
11 | Phuong 4n PA
12 | Dé 4n DA
13 | Du an DA
14 | B&o cao BC
15 | Bién ban BB
16 | To trinh TTr
17 | Hop dong HD
18 | Cong van
19 | Cong dién Cb
20 | Ban ghi nh¢ GN
21 | Ban cam két CK
22 | Ban théa thuan TTh
23 | Gidy ching nhan CN
24 | Giay uy quyén uQ
25 | Gidy moi GM
26 | Giay gi6i thiéu GT
27 | Giay nghi phép NP
28 | Gidy di duong bb
29 | Gidy bién nhan ho so BN
30 | Phiéu guri PG
31 | Phiéu chuyén PC
32 | Thu cong

Ban sao van ban
1 | Ban sao y ban chinh SY
2 | Ban trich sao TS
3 | Bansao luc SL




o PHULUCHI
SO PO BO TRf CAC THANH PHAN THE THUC VAN BAN
(Trén mot trang gidy khd A4: 210 mm x 297 mm)
(Kém theo Théng tw s6 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 ciia Bé Ngi
Vi)

2 '
l> 20-25 mm [ 1 J

]N
1

L 30-35 mm
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15-201mm

o

20—2SImm




Thanh phin thé thirc vin ban

Québc hiéu

Tén co quan, to chirc ban hanh vin ban

S9, ky hi¢u cua van ban

Dbia danh va ngay, thang, ndm ban hanh van ban

Tén loai va trich yéu noi dung vin ban

Trich yéu ndi dung cong van

Noi dung van ban

Quyén han, chtric vy, ho tén va chit ky cua nguoi co tham
quyén

Déu cua co quan, to chiic

Noi1 nhan

DAu chi mtrc do mat

DAu chi mtrc d6 khan

Déu thu hoi va chi dan vé pham vi luu hanh

Chi dan vé dy thao vin ban

Ky hiéu nguoi danh may va so luong ban phéat hanh

bia chi co quan, t6 churc; dia chi E-Mail: dja chi Website;
s6 dién thoai, sb Telex, sb Fax

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



PHU LUC I1I
SO PO BO TRi CAC THANH PHAN THE THU'C BAN SAO VAN BAN
(Trén mot trang gidy khd A4: 210 mm x 297 mm)
(Kem theo Thong tw so 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua Bé Noi vu)
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Ghi cha:
O so : Thanh phan thé thirc ban sao
1 . Hinh thirc sao: “sao y ban chinh”, “trich sao” hodc “sao luc”

Tén co quan, t6 chirc sao vin ban

S, ky hiéu ban sao

Dia danh va ngay, thang, ndm sao

Chtic vy, ho tén va chir ky clia nguoi cé tham quyén
Déu ctia co quan, t6 chirc

Noi nhan

Ul
tad
Ul

No gk wN
Ul
(@}



) ) PHU LUC IV )
MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO
(Kem theo Thong tw so 01/12011/TT-BNV ngay 19 thang 01 nam 2011 cua Bé Noi vu)

Vi du minh hoa

Thanh phin thé thirc U B o 2 P .
Stt va chi tiét trinh bay Loai chw chir Kieu chir Phong chir Times New Roman CCh(::l’
Q] (2) 3) (4) () (6) ()
1 | Qudc hiéu
- Dong trén In hoa 1123 Ping, dam CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Dong dudi In thuong 11:1_ bung, dam Poc 1ap — Tw do — Hanh phic 13
- Dong ké bén dudi
2 | Tén co quan, t6 chuc
- Tén co quan, t6 chue 19-
chu quan cap trén tryc In hoa 13 Duing BO TAI CHINH 12
tiep
- Tén co quan, to chirc In hoa 1123- bing, dam CUC QUAN LY GIA 12
- Dong ké bén dudi
3 E;’n kyhiuciavan |1 yvong | 13 | Dimg | S6: 15/QD-BNV; S: 05/BKHCN-VP; Sé: 1/UBND-VX | 13
Dia danh va ngay
i < : . 13- = Ha N¢i, ngay 05 thang 02 nam 2009
4 thvangi nam ban hanh In thuong 14 Nghiéng Thanh phé Hé Chi Minh, ngay 29 thang 6 nam 2009 13
van ban
5 Tén loai va trich yéu
ndi dung
3 D61 voi van ban co tén
loai
- Tén loai van ban In hoa 14 | bung, dam CHI THI 14
- Trich yéu ndi dung In thuong | 14 | Bung, dam Vé cong tiac phong, chong lut bio 14

- Dong ké bén dudi




D61 voi cong van

Trich yéu noi dung In thuong ]:'é_ Dung V/v nang bac luong nam 2009 13
Noi dung van ban In thuong 11‘?;: bing Trong c6ng tac chi dao... 14
Gom phﬁn, chuong
muyc, di@u, khoéq,
diem, ti€t, ticu tict
- Tur “phan”, “chuong”
va sO thu ty cua phan, | In thuong | 14 | DPing, dam Phan I Chuong 1 14
chuong
) ’ n hoa | Ping, dam

Ticu d¢ cua phan In h 13- bimg, dam | QUY PINH CHUNG | QUY DINH CHUNG | 14
chuong 14 : :
;UTU muc” va so thir In thuong | 14 | Bung, dam Muc 1 14
- Tiéu dé ctia muc In hoa 1123 Pung, dam GIAI THiCH LUAT, PHAP LENH 13
- Diéu In thuong :ﬁ- Pung, dam | Piéu 1. Ban sao viin ban 14
- Khoan In thuong 11‘1 Pung | 1. Céc hinh thic. .. 14
- biém In thuong 11:1_ bung a) Dbi vai ... 14
- Tiét In thuong 113; Dung 14
- Tiéu tiét In thuong ]Z-I.:Z- Dung + 14
Gom phﬁl}, muc,
khoén, diém, tiét, ti€u
tiét
- Tir “phan™ va s6 thir In thuong | 14 | Bung, dam Phan I 14

tu




13-

- Tiéu dé cua phan Inhoa | ", | Ping, dam TINH HINH THU'C HIEN NHIEM VU... 14

“Sothutyvatitude |y | 13 ping dam | 1. NHONG KET QUA... 14

cla muc 14

- Khoan:

Truong hop o tiéu dé& | In thuong 11?;: Pung, dam | 1. Pham vi va déi twong ap dung 14

TIA'lIO‘IlAg hop khong co In thuong 13- Pimg 1.; Thong tu nay c6 hiéu luc thi hanh sau 15 ngay 14

ticu dé 14 ké...

- Piém In thuong 11:1 Pung | a) D6i voi ... 14

- Tiét Ping | - 14

- Tiéu tiét Ping |+ 14

Churc vu, ho tén cua

nguoi ky

- Quyen han ctia nguoi In hoa 13- Dimg, dam TM. UY BAN NHAN KT. BO TRUONG 14

Ky 14 DAN i

[(ghuc vy cua hguol In hoa 11‘1 Dung, dam CHU TICH THU TRUONG 14

- Ho tén cta nguoi ky | In thuong 11:1- Dung, dam Nguyén Vin A Tran Vin B 14

Noi nhan

Tu “kinh gui” va tén

co quan, t0 chtrc, ca In thuong | 14 bung 14

nhan

- Gui mdt noi Kinh gtri: Bo Cong thuong 14
Kinh

- Giri nhiéu noi gui: - BoNoi vu; 14

- Bo K& hoach va Pau tu;
- B Tai chinh.

T “noi nhan” va tén
co quan, t0 chtrc, ca




nhan

- Ttr “noi nhan” In thuong | 12 Ng;;fr:]g’ Noi nhén: Noi nhén: (d6i voi cong vin) 12
- Tén co quan, t6 chirc, -CécBo, coquanngang |\ e
cd nhan nhan van ban, | In thuong | 11 Dung BO ST ; 11
ban sao -IlmzéT,TCCB. - Luu: VT, NVDP.
A .z 13- | o, . HOA THUQNG KHAN
9 | Dau chi mtc do khan In hoa 14 bung, dam TOC KHAN 13
Chi dan vé pham vi luu . 13- | .. . XEM XONG LUU HANH NOI BO
10 hanh In thuong 14 Dung, dam TRA LAI 13
11 E:; dan ve dy thaovan | 5 1134’1 Ping, ddm || DUTHAO | | DU THAO 10 13
Ky hiéu nguoi danh
12 | may, nhan ban va s6 In thuong | 11 Dung PL.(300) 11
luong ban
bia chi co quan, t6 ) . . » .
chtre: dia chi E-Mail 11- S0 XX pho Trang Tién, quan Hoan kiém, Ha Noi
oA " C ' DT: (04) XXXXXXX, Fax: (04) XXXXXXX
13 Website; s0 dién thoai, In thuong 12 bung E-Mgilz) Web:i)t(e:( ) 1
s0 Telex, s6 Fax
14 | Phu luc van ban
- Tt “phu luc” va $O . , n
thr tur cia phu luc In thuong | 14 | Bung, dam Phu luc I 14
- Tiéu dé cta phuy lyc In hoa 11‘1 Pung, dam BANG CHU VIET TAT 14
15 | S6 trang In thuong 11:1 Dung 2,7,13 14
16 | Hinh thirc sao In hoa 113;1 Pung, dam | SAO Y BAN CHINH, TRiCH SAO, SAOLUC | 14

Ghi chl: C& chir trong cung mdt van ban tang, giam phai théng nhat, vi du: Qudc hiéu, dong trén c& chit 13, dong dudi ¢& chir 14;
nhung Quoc hi¢u, dong trén cd chir 12, thi dong dudi cd chir 13; dia danh va ngay, thang, ndm van ban cd chir 13.




.. PHULUCY _ o
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN
(Kém theo Théng tw sé6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 ciia B Noi vu)

1. Miu trinh bay viin 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 caa Hoi ddng 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 c6 tén loai khac

Mau 1.5 - Cong vin

Mau 1.6 - Quyét dinh (ca biét) (quy dinh truc tiép) ctia Thudng truc
HDND

Mau 1.7 - Van ban c¢6 tén loai cua cac Ban HDND

Mau 1.8 - Vin ban ¢6 tén loai ctia Poan Pai biéu Quéc ho1

Mau 1.9 - Cong dién

Mau 1.10 - Gidy moi

Mau 1.11 - Gidy gi6i thiéu
Mau 1.12 - Bién ban

Mau 1.13 - Giay bién nhan ho so
Mau 1.14 - Gidy ching nhan
Mau 1.15 - Gidy di dudng

M3au 1.16 - Gidy nghi phép
Mau 1.17 - Phiéu chuyén

Mau 1.18 - Phiéu gt

Mau 1.19 - Thu cong

2. Mau trinh bay ban sao vin ban

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 1ap — Tu do — Hanh phiic
S6:  /NQ-....(3)... i (4)...., ngay ..... thang ..... nam 20...
NGHI QUYET
....................... (5) vevenrenreneenneenns
THAM QUYEN BAN HANH
[ 1§ SR
L2 0 U o] 1 X
QUYET NGHI
Picul. ..o, () SRR
DHBU v vttt ettt ettt ettt ettt ettt ettt
DHBU v vttt ettt ettt ettt ettt ettt ettt

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
- Nhu biéu .. ; (ChZ/Nt’ k)ﬁ, ddu)

e VT, (1) Axx (8) Ho va tén

Ghi chu:

(1) Tén co quan, to chte chi quan truc tiép (neu o).

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

(3) Chit viét tit tén co quan, td chtrc ban hanh nghi quyét.

(4) bia danh )
(5) Trich yéu ndi dung nghi quyet.
(6) Noi dung nghi quyét.

(7) Chir viét tat tén don vi soan thao vin ban va s6 lugng ban luu (neu can)
(8) Ky hi¢u nguoi danh may, nhan ban va sb lwong ban phat hanh (néu can).



MAu 1.1.1 — Nghi quyét (c4 biét) ciia Thwong truee HDPND

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

....................... () eeeeereeeeeeeeaene

THUONG TRUC HQOI PONG NHAN DAN .... (D)...ceunenen...

Cin clr Luat TO chirc Hoi dong nhan dan va Uy ban nhan dan ngay 26 thang
11 nam 2003;

(OF: 11 <) | SRR RSRRRS (4) oo
QUYET NGHI:
Picul. ..o, (5) coeie
5T OO
o TM. THUONG TRUC HDND
th"haﬁ-' ‘ CHU TICH (6)
-N uf).leu..‘, (Chﬁ’ky ddu)

........ s

- Luu: VT, .... (7). Axx (8) H a té
0 va ten

Ghi chu:

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

(2) bia danh

(3) Trich yéu ndi dung nghi quyét.

(4) Céc can cir khac dé ban hanh nghi quyét.

(5) Noi dung nghi quyét.

(6) Chirc vu ctia ngudi ky, truong hop Pho Chu tich duoc giao ky thay Chu tich thi ghi chit viét tit “KT.”
vao trudce chire vu Chu tich, bén dudi ghi chirc vu ctia nguoi ky (Pho Chu tich).

(7) Chit viét tat tén don vi soan thao va sb luong ban luu (néu can).

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



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) Péc lap — Tu do — Hanh phiic
Sé:  /NQ-....(3) i (4)...., ngay ..... thang ..... nam 20...
NGHI QUYET

HOQI PONG QUAN TRI ....... (2)......
(2 o | SRR
L2 s U o] 1 X
QUYET NGHI
Picu 1. ..o, () USSR
DHBU 1v oottt ettt ettt
............................................................................................................................ /.
o TM. HQI PONG QUAN TRI
{Vg'hﬁ"g;g; | CHU TICH (7)
] (Chi ky, ddu)

“Luu: VT, ... (8). Axx (9)
Ho va tén

Ghi chu:

(1) Tén co quan, to chue chi quan truc tiép (neu ¢6) hodc Cong ty me (néu cén).
(2) Tén co quan, t6 chirc ban hanh nghi quyét.

(3) Churc viét tat 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) Chire vu ctia ngudi ky, truong hop Phé Chu tich duge giao ky thay Chu tich thi ghi chir viét tat “KT.”
vao trude chirc vu Chu tich, bén dudi ghi chirc vu cia nguoi ky (Pho Chu tich).
(8) Chit viét tit tén don vi soan thao vin ban va s6 luong ban luu (neu can)

(9) Ky hi¢u nguoi danh may, nhan ban va sb lwong ban phat hanh (néu can).



Miu 1.2 - Quyet dinh (quy dinh truec tlep)

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
Sé: (3) /Qb-....(4)... i (5).., ngay ... thang ..... nam 20...
QUYET PINH

V@ VIEC cvveeereeee (6) covevnnerrnnnennnn.

THAM QUYEN BAN HANH (7)......

(OF: 11 1<) | QOSSR (=) ISR ;

(OF: 11 1<) | QOSSR (9) e ;

DI (i 1YoV OO TU TP :
QUYET PINH

57 T11 I DT 10 N

5 T OO

............................................................................................................................ /.
QUYEN HAN, CHUC VU CUA

Noi nhan: . ¢
- Nhu Pidu ...; NGUOIKY (11)
; ﬂ{ﬁj”i/T . (12) Axx (13) (Chi ky, ddu)

Ho va tén
Ghi chu:
(1) Tén co quan, té chirc chii quan truc tiép (néu co).
(2) Tén co quan, to chtrc hodc chirc danh nha nude ban hanh quyét dinh.
(3) Dbi v6i quyét dinh c4 biét, khong ghi nim ban hanh giita sé va ky hiéu cta vin ban.
(4) Chir viét tit tén co quan, to chirc hodc chirc danh nha nuée ban hanh quyét dinh.
(5) bia danh
(6) Trich yeu ni dung quyét dinh.
(7 Néu thim quyén ban hanh quyét dinh thudc vé nguoi dung d4u co quan, t6 chirc thi ghi chirc vu cua nguoi ding
dau (vi du: B9 truong B4...., Cuc truong Cuc...., Gidm dbe.. , Vién truéng Vién ...., Cha tich...); néu thAm quyén
ban hanh quyét dinh thudc Vé tap thé 1anh dao hoaflc co quan, té chure thi ghi tén tép thé hodc tén co quan, t6 chuc do
(vi du: Ban thuong vu...., Hoi dé)ng. - Uy ban nhan dan....).
(8) Néu cac can cir tryc tiép dé ban hanh quyét dinh (van ban thanh lap, quy dinh chirc ning, nhiém vy, quyén han
clia co quan, t6 chtrc).
(9) Céc van ban phap 1y lién quan tryc tiép dén van dé giai quyét trong noi dung quyét dinh.
(10) Noi dung quyét dinh.
(11) Quyén han, chtrc vu cua ngudi ky nhu Bo truong, Cuc trudng, Giam ddc, Vién trudng v.v...; truong hop ky
thay mit tap thé 1anh dao thi ghi chit viét tit “TM.” vao trudc tén co quan, td chire hodc tén tap thé 1anh dao (vi du:
TM. Uy ban nhan dan, TM. Ban Thucmg vu, TM. Hoi ddng...); trudng hop cap phé dugc giao ky thay ngudi ding
déu co quan thi ghi chir viét tit “KT.” vao trudc chirc vu ciia ngudi dimg dau, bén dudi ghi chirc vu cua ngudi ky
van ban; cac trudng hop khac thyuc hién theo hudng dan tai Khoan 1, Biéu 12 cua Thong tu nay.
(12) Chir viét tit tén don vi soan thao va sé lugng ban luu (nu can).
(13) Ky hi¢u ngudi danh may, nhan ban va s luong ban phat hanh (néu can).



Maiu 1.3 — Quyét dinh (quy dinh gian tiép) )

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Péc l1ap — Tu do — Hanh phiic
Sé: /Qb-....(3)... e (4)...., ngay ..... thang ..... nam 20...
QUYET PINH

Ban hanh (Phé duyét) ....cccoovvviiiiiieeac (5) cevvnniininnicnnnncnnns

THAM QUYEN BAN HANH (6)

(OF: 11 o) | QOSSR (7) e ;

L@F: 11 11 | X

DI (i 1YoV OO PO ;
QUYET PINH:

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

P U cee i e —————

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

QUYEN HAN, CHUC VU CUA NGUOI KY (8)
Noi nhdn:

- Nhu Didu . ; (Chit ky, déu)
o VT, - (9) Axx (10) .
Ho va tén

Ghi chu:

(*) Mau nay ap dung d6i voi cac quyét dinh (ca biét) ban hanh hay phé duyét mot vian ban khac nhu quy ché, quy
dinh, chuong trinh, ké hoach, dé an, phuong an...

(1) Tén co quan, té chire chu quan truc tiép (néu c6).

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

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

(4) Dia danh

(5) Trich yeu ndi dung quyét dinh.

(6) Néu thdm quyén ban hanh quyét dinh thugc vé ngudi dung dau co quan, to chic thi ghi chirc vu cua nguoi ding
dau (vi du: B9 truéng B9...., Cuc truong Cuc...., Giam dbc.. , Vién truéng Vién ...., Chu tich...); néu thim quyén
ban hanh quyét dinh thudc Vé tap thé 1anh dao hoaflc co quan, té chuc thi ghi tén tap thé hoéc tén co quan, t6 chuc do
(vi du: Ban thuong vu...., Hoi dé)ng. - Uy ban nhan dan....).

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

8) Quyén han, chtc vu ctia nguoi ky nhu Bo trudng, Cuyc trudng, Giam déc, Vién trudng v.v...; truong hop ky thay
mit tap thé lanh dao thi ghi chir viét tit “TM.” vao trude tén co quan, t6 chirc hodc tén tap thé lanh dao (vi du: TM.

Uy ban nhén dan, TM. Ban Thuong vu, TM. Hoi ddng...); trudong hop cap pho duoc giao ky thay ngudi ding du co
quan thi ghi chit viét tit “KT.” vao trude chirc vu cia ngudi dimg dau, bén dudi ghi chirc vu ciia ngudi ky van ban;

cac trudng hop khac thyuc hién theo huéng dan tai Khoan 1, Diéu 12 cua Thong tu nay.

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

(10) Ky hi¢u ngudi danh may, nhan ban va s lwong ban phat hanh (néu can).



Mau vin ban (ban hanh kém theo quyét dinh) ©)
TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Péc 1ap — Tu do — Hanh phic
TEN LOAI VAN BAN
....................... [ )
(Ban hanh kém theo Quyét dinh so ... /OP- ngay ..... thang ..... nam 20....... cua ....... )
Chuong I
. QUY DINH CHUNG
DICU L. .. e ———————————
DU 2u..ooioi e ettt
Chuong
DU cev oo st
Chuong
DHBU cve vttt e et e e ettt e ettt ettt
DHBU ..ottt ee ettt ettt ettt

QUYEN HAN, CHUC VU CUA NGUOI KY
(Chi ky, ddu)
Nguyén Vin A
Ghi cha:

(*) Méu nay ap dung dbi véi cac van ban dugc ban hanh kem theo quyét dinh (ca biét), b6 cuc co thé bao
gom chuong, muc, di€u, khoan, diém.

(1) Trich yéu ndi dung ciia vin ban.



Mau 1.4 — Vin ban cé tén loai khac ©)
TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Déc 1ap — Tw do — Hanh phic
Sb: /... -....(4).... i (5)...., ngay ..... thang ..... nam 20...
TEN LOAI VAN BAN (6)

QUYEN HAN, CHUC VU CUA NGUOI KY (9)

R ; . (Chﬁ’k)?,dd’u)

Ho va tén
Ghi cha:
* MAu nay 4p dung chung ddi v6i da sé cac hinh thirc vin ban hanh chinh ¢ ghi tén loai cu thé nhu: chi
thi (ca biét), to trinh, thong bao, chuong trinh, ké hoach, dé 4n, bao céo, quy dinh v.v... Riéng ddi voi to
trinh ¢6 thé thém thanh phan “kinh giri” ¢ vi tri 9a.
(1) Tén co quan, t chirc chu quan truc tiép (néu co).
(2) Tén co quan, t6 chirc hodc chirc danh nha nudc ban hanh vin ban.
(3) Chir viét tat tén loai vin ban.
(4) Chir viét tat tén co quan, td chirc hodc chtrc danh nha nudc ban hanh vin 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
cdo .v.v...
(7) Trich yéu ndi dung vin ban.
(8) No6i dung van ban.
(9) Ghi quyén han, chtc vu cua ngudi ky nhu Bo truong, Cuc trudong, Giam dbc, Vién truong v.v...;
truong hop ky thay mit tap thé lanh dao thi ghi chit viét tit “TM.” vao trudc tén co quan, to chic hodc tén
tap thé ldnh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thuong vy, TM. Hoi ddng...); néu ngudi ky van
ban 1a cip ph6 ciia ngudi dimg dau co quan thi ghi chir viét tat “KT.” vao trudc chic vu ciia nguoi ding
dau, bén dudi ghi chirc vu ciia ngudi ky van ban; cac truong hop khac thyc hién theo huéng din tai Khoan
1, Biéu 12 cua Thong tu nay.
(10) Chir viét tit tén don vi soan thao va sé lugng ban luu (néu can).
(11) Ky hiéu nguoi danh méay, nhan ban va s6 lugng ban phat hanh (néu can).



MAiu 1.5 — Cong viin
TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Doc 1ap — Tu do — Hanh phiic
S6:  /....(3) -...(4).... i (5).e., ngay ... thang ..... nam 20...
VIV e ©).........
Kinh gtri

................................................................. /.
o QUYEN HAN, CHUC VU CUA
Not nhan: NGUOI KY (8)
- Nhu trén;
“Luu: VT, ... (9) Axx (10) (Chit ky, ddu)

Ho va tén

S6 XX phé Trang Tién, quéan Hoan Kiém, Ha Noi
PT: (043) XXXXXXX, Fax: (043) XXXXXXX

Ghi cha:

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

(2) Tén co quan, t chirc hodc chirc danh nha nudc ban hanh cong van.

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

(4) Chit viét tit tén don vi (Vu, phong, ban, td, bd phan chirc ning) soan thao cong van.

(5) bia danh

(6) Trich yéu ndi dung cong van.

(7) Noi dung cong van.

(8) Ghi quyén han, chtrc vu ctia nguoi ky nhu Bo truong, Cuc trudng, Giam dbc, Vién trudng v.v...;
truong hop ky thay mit tap thé lanh dao thi ghi chit viét tit “TM” trudc tén co quan, to chirc hoic tén tap
thé lanh dao, vi du: TM. Uy ban nhan dan, TM. Ban Thuong vu, TM. Hoi dong...; néu nguoi ky cong vin
1a cAp phé cua nguoi ding dau co quan, td chirc thi ghi chit viét tit “KT” vao trude chirc vu cua ngudi
dung dau, bén dudi ghi chire vu ctia ngudi ky cong vin; cac truong hop khac thuc hién theo hudng dan tai
Khoan 1, Diéu 12 cta Thong tu nay

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

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

(11) bia chi co quan, t chure; sb dién thoai, sd Telex, s6 Fax; dia chi E-Mail; Website (néu can).

* Néu noi nhén (kinh giri) 1a nhitng chirc danh, chirc vy cao cip cua Nha nude, thi phan noi nhan khong
ghi “nhu trén” ma ghi truc tiép nhitng chirc danh, chirc vu iy vao.



MAu 1.6 — Quyét dinh (ca biét) ciia Thwong trwe Hoi dong nhan dén
HOI PONG NHAN DAN CONG HOA XA HQI CHU NGHIiA VIET NAM

e (D). Déc 1ap — Tu do — Hanh phuc
Sb: ....(2) ..../.QD-HDPND vere (3)...., ngay ..... thang ..... nam 20...
‘ QUYET PINH
Veieueietirreennnenns (4) cevreerernerneens
THUONG TRUC HQI PONG NHAN DAN .... ()....cceeuneen

Can ctr Luat T6 chirc HO1 dong nhan dan va Uy ban nhan dan ngay 26 thang 11
nam 2003;
................................................................ () NS

‘ QUYET PINH:
DU 1o oo () NS
DHBU 1v oottt ettt ee et ee et en et enees
............................................................................................................................ /.

o TM. THUONG TRUC HDND (7)
Now nbdn: CHU TICH (8)
- Nhu biéu ...; Y (
e ; (Chit ky va dau HDND)
- Luu: VT, .... (9) Axx
(10) Ho va tén

Ghi cha:
(1) Tén tinh, thanh phé truc thudc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; x4, thi tran.
(2) SO thir tu dang ky quyét dinh ctia Hoi dong nhan dan.
(3) bia danh
(4) Trich yéu ndi dung quyét dinh.
(5) Céc can cir khac ap dung dé ban hanh quyét dinh.
(6) Noi dung quyét dinh.
(7) ThAm quyén ky vin 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 sb luong ban luu (néu can).
(10) Ky hiéu nguoi danh méay, nhan ban va s6 lugng ban phét hanh (néu can).



MAu 1.7 — Viin ban c6 tén loai ciia cac Ban Hoi dong nhan dan
HOQI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

cn(D)e Doc 1ap — Tw do — Hanh phuc
S6: ....(2) o .. (B).... - i (4)...., ngay ..... thang ..... nam 20...
HDND
TEN LOAI VAN BAN

....................... (5) eeeeeeeeeeeeeeeenene

TM. BAN KINH TE NGAN SACH

Noi nhéin: TRUONG BAN (7)
e, (Chit ky va ddu HPND)

Ho va tén

Ghi cha:
(1) Tén tinh, thanh phé truc thudc Trung wong; huyén, quén, thi xa, thanh phé thugc tinh; xa, phuong, thi
tran.
(2) SO thir ty dang ky vin ban cia 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 Phé Trudng ban ky thi ghi:
KT. TRUONG BAN
PHO TRUONG BAN
(8) Chir viét tit tén Ban soan thdo va s lugng ban luu (néu can).
(9) Ky hiéu ngudi danh may, nhan ban va sb luong ban phat hanh (néu can).
(Mau nay dung chung cho tat ca cac loai van ban co tén loai do cic Ban ctia Hoi df”)ng nhan dan ban hanh).



MAu 1.8 — Viin ban c6 tén loai ciia Poan Pai biéu Quoc hoi
POAN PAI BIEU QUOC HQI CONG HOA XA HQI CHU NGHIA VIET NAM

(D). Déc 1ap — Tuw do — Hanh phic
Sb: ... /...(2)....-bPBQH e (3)...., ngay ..... thang ..... nam 20...
TEN LOAI VAN BAN

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

Noi nhin: TM. POAN DAI BIEU QUOC HOI (6)
:ZIIZIIZIIZIIZIZf- TRUONG DOAN (7)

L VT, (8. Axx (9) (Chit ky, ddu PPBOH)

Ho va tén

Ghi chu:
(1) Tén tinh, thanh phd truc thudc Trung wong;
(2) Chir viét tat tén loai van ban.
(3) bia danh
(4) Trich yéu ndi dung vin ban.
(5) Noi dung van ban.
(6) Thim quyén ky vin ban. Néu Truong Poan ky v6i thim quyén riéng thi khong c6 dong quyén
han.
(7) Néu Pho Trudng doan ky thi ghi:
KT. TRUONG DPOAN
PHO TRUONG DOAN
(8) Chir viét tat tén don vi soan thao va s6 lwong ban luu (néu can).
(9) Ky hiéu nguoi danh may, s6 luong ban phat hanh (néu can).
(Mau nay dung chung cho tat ca cac loai vin ban c6 tén loai ctia Doan Dai biéu Qudc hoi).



Miu 1.9 — Cong dién
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Péc 1ap — Tw do — Hanh phiic
Sb: /Ch- ... (3).... e (4)...., ngay ..... thang ..... nam 20...
CONG PIEN

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

QUYEN HAN, CHUC VU CUA
Noi nhén: NGUOI KY

............... s (Chl/’z, k)}, déu)

Ho va tén

Ghi cha:

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

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

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

(5) Trich yéu ndi dung dién.

(6) Tén co quan, t6 chirc hodc chuc danh ctua ngudi ding dau.

(7) Tén co quan, tb chirc nhan dién

(8) No6i dung dién.

(9) Chit viét tit tén don vi soan thao va sb luong ban luu (néu can).

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



MAu 1.9 — Gidy moi

TEN CO QUAN, TC CHU QUAN (1)
TEN CO QUAN, TO CHUC (2)

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

Thot glan: ......ccoeevvceee e,
bia diém ...........ooovii

Ghi chu:

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap — Tu do — Hanh phic

w(4)...., ngay ..... thang .....
GIAY MOI
...... (5]
................. tran trong kinh moi:

QUYEN HAN, CHUC VU CUA
NGUOI KY

(Chir ky, dédu)

Ho va tén

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

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

(3) Chit viét tat tén co quan, to 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, chitc vy, don vi cong tac cia nguoi dugc moi.

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

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

(9) Ky hiéu nguoi danh may, nhan ban va sb luong ban phat hanh (néu can).



Mau 1.11 — Gidy gi6i thiéu
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phuc
Sé:  /GGT- ... (3).... wei(4)...., ngay ..... thang ..... nam 20...
GIAY GIOI THIEU
...................................... (2) .coeoirieeeenn tran trong gidi thidu:
(@] o [l (o] ) IS (5) v
ChUlC VU: oo
Puoc et dn: ..., () IS
V8 VIBC: rteeeeeeeeeeeeeeeeee et ettt ettt ee etet e et et et et et et ettt ettt ettt ettt er e

Pé nghi Quy co quan tao diéu kién dé ong (ba) c6 tén & trén hoan thanh nhiém vu.

Gidy nay c6 gia tri dén hét ngay.............. /.

QUYEN HAN, CHUC VU CUA

Noi nhgn: NGUOI KY
- Nhu trén;

- Luu: VI (ChiF Iy, ddu)

Ho va tén

Ghi cha:

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

(2) Tén co quan, t6 chirc ban hanh vin ban (cap gidy gi6i thiéu).

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

(4) bia danh

(5) Ho va tén, chirc vu va don vi cong tac cua nguoi dugc gidi thicu.

(6) Tén co quan, td chirc dugc gidi thidu t6i 1am viéc.



MaAu 1.12 — Bién ban

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Péc l1ap — Tu do — Hanh phiic

Sé:  /BB-...(3)....

BIEN BAN
............ () IR
Thoi gian bt dau.......cooeereervvvveeeeeen
Dia diém TP ITTY
Thanh phan tham dy.......................
Ch tri (ChlL t0@): weeivviiiiie et e
Thu ky (nguoi ghi bi€n ban): ......... coceeiiiiiee e

No1 dung (theo dién bién cudc hop/hoi nghi/hdi thdo):
Cudc hop (hdi nghi, hoi thao) két thiic vao ..... gio ....., ngady .... thang ...
nam...... ./

THU KY CHU TQA
(Chir ky) (Chir ky, dau (néu co))
()
Ho va tén Ho va tén
Noi nhdn

- Luu: VT, hd so.

Ghi cha:

(1) Tén co quan, t chirc chu 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 chirc vu chinh quyén (néu can).



Maiu 1.13 — Gidy bién nhén
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc 1ap — Tu do — Hanh phiic
S6:  /GBN-...(3).... wei(4)...., ngay ..... thang ..... nam 20...
GIAY BIEN NHAN
Ho so....
Ho vatén: .......cccoeevnennne. (5) tieie e
Chl’rcrvu, don \{i [o70) 4 Vol TSR
Da tiép nhén ho so cua:
(@] a[o [ (oF: ) RS (6) v,
........................................................ bao gdbm
A P TTRTR
2. e (7) o
TS
................................................................. /.
NGUOI TIEP NHAN
Noi nhdn:
- (8)...; ;A , £ £ ,
_ Lu,u(: 1){(‘3 SO, (Ky tén, dong dau (néu co))

Ho va tén

Ghi cha:

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

(2) Tén co quan, t6 chirc cap gidy bién nhan ho so.

(3) Chir viét tat tén co quan, to chirc cap gidy bién nhan hd so.

(4) bia danh

(5) Ho va tén, chirc vu va don vi cong tac cua nguoi tiép nhén hd so.
(6) Ho va tén, noi cong tac hodc gidy to tity than ctia ngudi ndp ho so.
(7) Liét ké day du, cu thé cac van ban, gidy to, tai liéu c6 trong h so.

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



Maiu 1.14 — Gidy chirng nhan

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

TEN CO QUAN, TO CHUC (2) Péc 1ap — Tw do — Hanh phiic
S6:  /GCN- ... (3).... i (4)...., ngay ..... thang ....
GIAY CHUNG NHAN
..................................................... (2) weooviii i ching nhan:

QUYEN HAN, CHUC VU CUA

Not nhdn: NGUOI KY
L VT, o (6) Acx (7) (Chir ky, déu)

Ho va tén

Ghi cha:

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

(2) Tén co quan, t chirc cAp gidy ching nhan.

(3) Chit viét tat tén co quan, to chirc cap gidy ching nhan.

(4) bia danh

(5) No6i dung chirng nhan: xac dinh cu thé nguoi, su viéc, vén dé duoc chirng nhan.
(6) Chir viét tat tén don vi soan thao va sb luong ban luu (néu can).

(7) Ky hi¢u nguoi danh may, nhan ban va sb luong ban phat hanh (néu can).



Maiu 1.15 — Giay di dwong

TEN CO QUAN, TC CHU QUAN (1)

TEN CO QUAN, TO CHUC (2)

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phuc

Sé: /GBbb- ... (3).... wo(4)...., ngay ..... thang ..... nam 20
GIAY DI PUONG

Cap cho 6ng (ba): ......... (5) tieie e

Churc vu: ......... e G e

Nqi duoc cur dén céng LG, 1rriiiiiieees crrrrrrrr e e e as

Giay nay c6 gid tri hét ngay: .........

QUYEN HAN, CHUC VU CUA
NGUOI KY
(Chi ky, ddu)
Ho va tén
Do dai Xac nhan
Noi di va dén Ngay thl;(mg chz:mg ThO’l.gli’lIl (ig CllaRCO’ quan
thang tién duong noi dén (to chirc)
(Km) noi di, dén

bi............
Pén...........
bi............
Pén...........
bi............
Pén...........
bi............
Pén...........
bi............
Pén...........
bi.............
Pén...........

- Vénguoi: ... véX ...... d= . d

- Vécude: ... veéX ....... d=..ii d

- Phu phi lay vé bang di¢n thoai: ..... vé x ...... d= .. d




- Phong nghi: ........ ... VEX ...... d=.....n d

1. Phu cé:lp A1 AUONE: oo d
2. Phy clp Iuu tril: oo, d
TONE COMNE: oot iitie ettt e e b e e e st e e e e snbeee e e d

NGUOI BI CONG TAC PHU TRACH BQ PHAN  KE TOAN TRUONG
(Chir ky) (Chir ky, dau) (Chir ky)

Ho va tén Ho va tén Ho va tén

Ghi chu:

(1) Tén co quan, t chirc chu quan truc tiép (néu co).
(2) Tén co quan, to chirc cp gidy di duong.

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

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



MAiu 1.16 — Gidy nghi phép

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Péc 1ap — Tu do — Hanh phiic
S6:  /GNP- ... (3).... wei(4)...., ngay ..... thang ..... nam 20
GIAY NGHI PHEP
Xét Pon Xin nghi phép NZAY ..vvvvvviiiiiiii e cua
Ong (ba).....cccvevevieieieeiee, ,
...................................... (2).eeeiiiiiiiiiiiiieeaa cap cho
(O]3 1ol (F:) U (5) oo s
ChUC VUL oo
Nghi phép nam .......... trong thoi gian: ............. ké tor ngay .......... dén
het NEAY ..evveiiee
;) TSP RPRRTR (G SR

— QUYEN HAN, CHUC VU CUA
ot NGUOI KY
-Luuw: VT, ... (8).... ,
(Chit ky, déu)

Ho va tén

Xdc nhdn ciia co quan (6 chirc) hodc
chinh quyén dia phuwong noi nghi phép

(Chiz ky, ddu)
Ho va tén

Ghi cha:

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

(2) Tén co quan, t6 chirc cAp 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 ciia ngudi duoc cap gidy phép.
(6) Noi nghi phep.

(7) Nguoi duge cap gidy nghi phép.

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



Maiu 1.17 — Phiéu chuyén

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Péc 1ap — Tu do — Hanh phiic
Sé: /PC- ... (3).... wee (4)...., ngay ..... thang ..... nam 20...
PHIEU CHUYEN
..................................................... (2) ...........co nhan duogc ......... (5)

QUYEN HAN, CHUC VU CUA
Noi nhin: NGUOI KY

(Chi ky, ddu)

Ho va tén

Ghi cha:

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

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

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

(5) Néu cu thé: don, thu cua ca nhan, tap thé hoac van ban, tai li€u clia co quan, to chirc nao, veé van dé
hay ndi dung gi.

(6) Ly do chuyén.
(7) Tén co quan, t6 chirc nhan phiéu chuyén van bén, tai liéu.

(8) Thong thuong, Rhiéu chuyén khong can luu nhung phai dugc vao sé dang ky tai van thu co quan, to
chirc dé theo doi, kiém tra.



M4u 1.18 — Phiéu giri

TEN CO QUAN, TC CHU QUAN (1)
TEN CO QUAN, TO CHUC (2)

Sé:  /PG-...(3)....

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap — Tw do — Hanh phuc

().,

PHIEU GUI

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

ngay

Noi nhan:

o (6)...;

... thang ....
Nguwoi nhan
(Chiz ky)

Ho va tén

Ghi chu:

QUYEN HAN, CHUC VU CUA

NGUOI KY

(Chit ky, dédu)

Ho va tén

. ham

(1) Tén co quan, to chirc chii quan tryc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh phiéu giri. )
(3) Chit viét tit tén co quan, td chirc ban hanh phiéu gii.

(4) bia danh

(5) Liét ké cu thé cac vin ban, tai liéu dugc giri kém theo phiéu giri.
(6) Tén co quan t6 chirc nhan phiéu giri va van ban, tai liéu.

(7) Phiéu giri khong can luu nhung phai duoc giri vao s6 diang ky tai VT co quan, t chirc dé theo dai.
(8) Pia danh noi co quan, t chirc nhan phiéu giri va vin ban, tai liéu dong try so.

nam 20...

2 Y /.



Maiu 1.19 — Thu cong

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

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

TEN LOAI THU CONG (3)
............... (4) reeennneerieceeenenees

CHU'C VU CUA NGUOI GUI
THU

(Chir ky)

Ho va tén

Ghi cha:

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

(2) bia danh

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

(5) Noi dung Thu cbng.

(6) Logo cua co quan, t6 chic.

Chu ¥: Thu cong khong dong dau cia co quan, t chuc.



MA4u 2.1 — Bin sao vin ban

170 I CONG HOA XA HQI CHU NGHIA VIET NAM
BE— DPoc lap — Tu do — Hanh phic
S6:..../20.../TT-B ....... Ha Néi, ngay ... thang ..... ndm 20...
THONG TU
........................................................................................ /.
BO TRUONG
Noi nhdn:
S (Chit ky, déu)
- Luu: VT, ... A.300.
Nguyén Vin A
TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
S4: ... 3)..../SY4)-....(5).... (6)...,ngay ..... thang ..... nam 20......
o QUYEN HAN, CHUC VU CUA
Noi nhgn: NGUOI KY (7)
Luu: VT. (Chit ky, ddu)
Nguyén Vin A

Ghi cha:

(1) Hinh thirc sao: sao y ban chinh, trich sao hoac sao luc.
(2) Tén co quan, t chirc thure hién sao van ban.

(3) S6 ban sao.

(4) Ky hiéu ban sao.

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

(6) bia danh.

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



PHU LUC VI

VIET HOA TRONG VAN BAN HANH CHINH
(Kém theo Théng tw sé6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 ciia B Noi vu)

I. VIET HOA Vi PHEP PAT CAU

1. Viét hoa chit cai diu am tiét thir nhat ciia mot ciu hoan chinh: Sau dau
cham cau (.); sau dau cham hoi (?); sau dau cham than (!); sau dau cham ling (...);
sau dau hai cham (:); sau dau hai cham trong ngoac kép (: “...””) va khi xuong dong.

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

Can ctr Luat T6 chire Chinh pha ngay 25 thang 12 nam 2001;

Theo dé nghi cua Bg truéong BO Noi vu va Bo trudng Bo Khoa hoc va Cong
nghg,

II. VIET HOA DANH TU RIENG CHI TEN NGUOI
1. Tén nguoi Viet Nam

a) Tén thong thudng: Viét hoa chir cai dau tat ca cac am tiét cia danh tir riéng
chi tén nguoi. Vi du:

- Nguyén Ai Quéc, Tran Phi, Giang A Pao, Ko Pa Ko Long...
b) Tén hi¢u, t€n goi nhan vat lich su: Viét hoa chit cai dau tat ca cac am tiét.

_ Vidu: Vua Hung, Ba Tri¢u, Ong Giong, Pinh Tién Hoang, Ly Thai To, Bac
Ho6, Cu Ho6....

2. Tén nguoi nude ngoai dugce phién chuyén sang tiéng Viét

a) Truong hop phién am 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) Truong hop phién am khong qua &m Han — Viét (phién am tru:c}iép sat
cach doc cua nguyén ngir): Viet hoa chir cai dau am tiet thir nhat trong moi thanh
to.

Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-10...

III. VIET HOA TEN PIA LY

1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duoc ciu tao gitta danh tir chung (tinh, huyén, xa...)

Vol tén rleng cua don vi hanh chinh do: Viét hoa chit cai dau cua cac 4m tiét tao
thanh tén riéng va khong dung gach nbi.



Vi du: thanh phé Thai Nguyén, tinh Nam Dinh, tinh Pk Lé}k...;‘ quan Hai
Chau, huyén ~Gia Lam, huyén Ea H’leo, thi xa Song Cong, thi tran Cau Giat...;
phuong Nguyen Trai, xa la Yeng...

b) Truong hop tén don vi hanh chinh duoc ciu tao giita danh tir chung két hop

v6i chit s6, tén nguoi, tén su kién lich str: Viét hoa ca danh tir chung chi don vi
hanh chinh dé.

Vi du: Quén 1, Thanh phd H6 Chi Minh, Phuong Dién Bién Phu...
¢) Trudng hop viét hoa dic biét: Tha d6 Ha Noi.
d) Tén dia ly dugc ciu tao gitra danh tir chung chi dia hinh (séng, nii, ho,

bién, cira, bén, cau, viing, lach, vam v.v.. .) voO1 danh tu riéng (c6 mot am tiét) tro
thanh tén riéng cua dia danh do: Viét hoa tat ca cac chir cai tao nén dia danh.

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

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

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

d) Tén dia ly chi mét vung, mién, khu vyc nhat dinh dugc cau tao bang tur chi
phuong hudng két hop véi tir chi phuong thire khac: Viét hoa chir cai dau cua tat ca
cac am tiét tao thanh tén goi. P4i véi tén dia 1y chi ving mién riéng duoc ciu tao
bang tir chi phuong hudng két hop voi danh tir chi dia hinh thi phai viét hoa céc
chir cai dau moi am tiét.

Vi du: Tay Bic, Pong Bic, Bic By, Nam Ky, Nam Trung Bj...
2. Tén dia 1y nudc ngoai duoc phién chuyén sang tiéng Viét

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

Vi dy: Bic Kinh, Binh Nhudng, Phap, Anh, My, Thuy Si, Tay Ban Nha..

b) Tén dia ly phién am khong qua &m Han Viét (phién am tryc tiép sat cach
doc ctia nguyén ngir): Viét hoa theo quy tic viét hoa tén ngudi nudc ngoai quy dinh
tai Piém b, Khoan 2, Muc II.

Vi du: Mét-xco-va, Men-bon, Sing-ga-po, Co-pen-ha-ghen, Béc-lin...
IV. VIET HOA TEN CO QUAN, TO CHUC
1. Tén co quan, to chtrc ctia Viét Nam

Viét hoa chir cai dau cua céc tur, cum tir chi loai hinh co quan, t6 chirc; chic
nang, linh vuc hoat dong cua co quan, t6 chirc.

Vi du:



- Ban Chi dao trung vong vé Phong chéng tham nhiing; Ban Quan 1y du an Bé
dicu..
- Uy ban Thuong vu Quéc hoi; Uy ban D01 ngoai cua Qudc hoi; Uy ban Trung

vong Mat tran To qudc Viét Nam; Uy ban vé Cac van dé xa hoi ciia Qudc hoi; Uy
ban Nha nuéc vé Ngudi Viét Nam ¢ nudc ngoai;

- Van phong Chu tich nuéc; Van phong Qubc hoi; Van phong Uy ban nhan
dan tinh Nam Dinh...

- Bo Tai nguyén va Moi truong; Bo Khoa hoc va Cong ngh¢; Bo6 Nong nghiép
va Phat trién néng thon; B6 Cong thuong; BO Van hoa, Thé thao va Du lich; Bo
Thong tin va Truyén thong. ..

- Tong cuc Thué; Tfmg cuc Hai quan; Cuc Kiém tra van ban quy pham phap
luat; Cuc Khéo thi va Kiém dinh chat luong gido duc...

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

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

- Hoi dong nhan dan tinh Son La; Uy ban nhan dan tinh Bic Ninh; Uy ban
nhan dan quan Ba Dinh; Uy ban nhan dan huyén Vu Ban;...

oo S¢ Tai chinh; S& Tai nguyén va Moi truong; S¢ Xay dung; S& K& hoach va
bau tu; S6 Giao duc va Dao tao;...

- Hoc vién Chinh tri - Hanh chinh quéc gia Ho VChi Minh; Trudong Pai hoc
Khoa hoc xa hoi va Nhan van Ha No6i; Truong Caoﬁ dang NoO1 vu Ha Noi; Truong
Dai hoc dan lap Van Lang; Truong Trung hoc phd thong Chu Van An; Truong
Trung hoc co s& L& Quy Pon; Truong Ti€u hoc Thanh Cong;...

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

- Trung tam Nghién ctru Gido duc dan tdc; Trung tim Khoa hoc va Cong nghé
van thu, luu trir; Trung tam Trién 1am van hdéa nghé thuat Viét Nam; Trung tam Tu
van Gidm sat chat lugng cong trinh;. ..

- Bao ThaI}h nién; Bao Dién dan doanh nghi¢p; Tap chi Tb chtrc nha nudc;
Tap chi Phat trién gido duc; Tap chi Dan chu va Phap luat;. ..

- Nha Vin héa huyén Gia Lam; Nha Xuit ban Ha No6i; Cong Théng tin dién tir
Chinh phu;...

- Nha may Dong tau Song Cam; Nha may San xuat phu tung va Lap rap xe
may; Xi nghiép Che bién thuy san dong lanh; Xi nghi¢p Dam bao an toan giao
thong duong song Ha No6i; Xi nghiép Trac dia Ban do 305;...



- Cong ty C6 phan Pau tu Tu van va Thiét ké xdy dung; Cong ty Nhua Tién
Phong; Cong ty Trach nhi¢m hiru han Du lich va Van tai Bong Nam A; Cong ty Do
dac Dia chinh va Cong trinh;...

- Hoi Nhac si Viét Nam, Hoi Nguoi cao tudi Ha Noi, Hoi Chir thap do Viét
Nam, H61 Nong dan Viét Nam...

- Vu Hop tac qudc té; Phong Nghién ctru khoa hoc; Phong Chinh sach xa hoi;
Ho1 dong Thi tuyén vién churc; Ho1 dong Sang kién va Cai tién k¥ thuat;. ..

- Trudng hop viét hoa dic biét:

Ban Chap hanh Trung wong Pang Cong san Viét Nam; Vin phong Trung
uvong Dang.

2. Tén co quan, t6 chlic nudc ngoai

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

Vi du: Lién hop quéc (UN); T6 chitc Y té thé gigi (WHO); Hiép hoi Cac qubc
gia Dong Nam A (ASEAN)...

b) Tén co quan, t6 chirc nudc ngoai dugc s dung trong van ban ¢ dang viét
tat: Viét bang chir in hoa nhu nguyén ngit hodc chuyén ty La — tinh néu nguyén ngi
khong thudc hé La-tinh.

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

V. VIET HOA CAC TRUONG HQP KHAC

1. Tén cac huan chuong, huy chuong, cac danh hi¢u vinh du

Viét hoa chir cai dau cta cic am tiét cta cac thanh td tao thanh tén riéng va
cac tu chi thir, hang.

Vi du: Huan chuong Doc lgftp hang Nhit; Huan chuong Se}o vang; Huan
chuong Lé-nin; Huan chuong H6 Chi Minh; Huan chuong Chién cong; Huén
chuong Khang chién hang Nhi; Huy chuong Chién si vé vang; Bang T6 qudc ghi
cong; Giai thudng Nha nude; Nghé si Nhan dan; Nha gido Uu ti; Thay thuoc Nhan
dan; Anh hung Lao dong; Anh hung Lyc lugng vii trang nhén dan;...

2. Tén chirc vu, hoc vi, danh hiéu

Viét hoa tén chtrc vy, hoc vi néu di lién véi tén nguoi cu thé.

Vi du:

- Chu tich H56 Chi Minh, Tong thdng V.V. Pu-tin, Pai tuéng V5 Nguyén
Giap,...



- Pho Thl:l tudng, Tépg Cuc trudéng, Ph(’) Té)ng Cuc truéng, Pho Cuc truong,
Toéng Giam doc, Giam doc, Pho Giam doc, Chanh Van phong, Pho Chanh Van
phong, Truong phong, Phé Trudng phong, Tong thu ky...

- Gido su Vién si Nguyén Van H., Tién si khoa hoc Pham Vian 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 ddc lap va thé hién su tran trong.

Vi du: Bac, Nguoi (chi Chu tich H5 Chi Minh), Pang (chi Pang Cong san
Viét Nam),...

4. Tén cac ngady 1&, ngay ky niém
Viét hoa chir cai dau ctia 4m tiét tao thanh tén goi ngay 18, ngay ky niém.

Vi du: ngay Quéc khanh 2-9; nga‘ly Quéc :cé Lao dong 1-5; ngay Phu nit Viét
Nam 20-10; ngay Luu trir Viét Nam lan th(r Nhat,...

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

Tén cac su kién lich str: Viét hoa chir cai dau cua cac am tiét tao thanh su kién
va tén sy kién, trong truong hop c6 cac con sd6 chi moc thoi gian thi ghi bang chit
va viét hoa chir do.

Vi du: Phong trao Can vuong; Phong trao X6 viét Ngh¢ Tinh; Cach mang
thang Tam; Phong trao Phu 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 ctia am tiét thir nhat
tao thanh tén riéng cua van ban trong truong hop ndi dén mot van ban cu the.

Vi du: Nghi quyét Dai hoi dai biéu toan quéc 1an thir X ctua Pang; Bo luat Dan
su; Luat Giao dich dién tu;. ..

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

Vi du:

- Can ct Piéu 10 Bo luat Lao dong. ..

- Can ¢t Piém a, Khoan 1, Piéu 5 Luat Giao dich dién tir. ..

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

Viét hoa chit cai dau ctia am tiét thir nhat tao thanh tén tac pham, sach bao

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



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

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

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

b) Tén cac ngdy tiét va ngay tét: Viét hoa chir cai dau cia 4m tiét thir nhat tao
thanh tén goi.

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

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

c) Tén cac ngay trong tuan va thang trong nam: Viét hoa chit cai dau ciia Am
ti€t chi ngay va thang trong truong hop khong dung chir so:

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

9. Tén goi c4c ton gido, gido phai, ngdy 1& ton gido

- Tén goi cac ton gido, gido phai: Viét hoa chir cai dau ciia cac am tiét tao
thanh tén goi.

Vi du: dao Co Péc; dao Tin Lanh; dao Thién Chua; dao Hoa Hao; dao Cao
Dai... hodc chir cai dau ctia am ti€t tao thanh tén goi nhu: Nho gido; Thién Chua
gido; Hoi gido;. ..

- Tén goi ngay 18 ton gido: Viét hoa chir cai dau cua Am tiét thir nhat tao thanh
tén goi.

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



