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s6: 04 201VTT-BNV Ha Ngi, ngay A9 thang 0 nim 2011

. THONG TU
Hurémg din thé thite va k§ thuit trinh bay vin ban hinh chinh

Cin ctr Nghi dinh s 48/2008/ND-CP ngay 17 théng 4 nam 2008 cua
Chinh pht quy dinh chirc ning, nhiém vy, quyén han va co chu td chire cta
B6 Nbi vy;

Cén cir Nghj dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 clia
Chinh phi1 v& cong téc vin th;

Can cir Nghj dinh sb 09/2010/ND-CP ngay 08 thing 02 nam 2010 ciia
Chinh phu stra doi, b6 sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4
niam 2004 ctia Chinh phu vé cbng tic van thu,

B6 Néi vu huéng dan thé thuc vaky thuat trinh bay van ban hanh chinh
nhu sau:

. Chuong I
NHUNG QUY PINH CHUNG

Didu 1. Pham vi vA d6i twong ap dung
Théng tur nay hudng din thé thue va k¥ thudt trinh bay van ban hanh
chinh va ban sao van ban; dugc ép dung d01 v6i cdc co quan nha nudc, td

chite x3 héi, td chire x4 hdi - nghe nghiép, té chirc kinh té va don vi lye lugng
vii trang nhén dan (sau day goi chung 12 co quan, td chirc).

Diéu 2. Thé thirc vin bin

Thé thitc vén ban 13 tdp hop cdc thanh phén chu thanh vin béan, bao
gom nhitng thanh phén chung 4p dung ddi véi cc loai van ban va cic thanh
phan bé sung trong nhitng trudng hop cu the hoic dbi véi mot sb loai van ban
nhét dinh theo quy dinh tai Khoén 3, Pidu 1 Nghi dinh s6 09/2010/ND- Cp
ngay 08 thang 02 nim 2010 cta Chinh phu sira ddi, bd sung, Nghj dinh s&
110/2004/ND-CP ngay 08 thing 4 nim 2004 ctia Chinh phit v& cng téc vin
thur va huéng dén tai Thong tu nay.

Diéu 3. K¥ thujt trinh bay vin ban

Ky thuat trinh bay vin ban quy dinh tai Théng tu ndy bao gom khé
gidy, kiéu trinh bay, dinh 1& trang vin ban, vi tri trinh bay cac thanh phan thé
thiec, phong chit, c& chi¥, kidu chir va céc chi tiét trinh bay khéc, dugc ap dung
di v6i van ban soan thao trén may vi tinh va in ra gidy; vin ban duge soan
thao bing cac phu‘orng phép hay phuorng tién k¥ thuat khac hojic vin ban dugc
1am trén gidy miu in sin; khéng 4p dung @d6i v6i vin ban dugce in thanh sach,
in trén bao, tap chi va cac loai 4n phim khac.
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[image: image3.jpg]Didu 4. Phong chir trinh bay vin bin

Phong chir sir dung trinh bay van ban trén mdy vi tinh 14 phéng chir
tiéng Viét cia by mi k¥ ty Unicode theo Tidu chuén Viét Nam TCVN
6909:2001.

Didu 5. Khb gidy, ki¢n trinh biy, dinh 12 trang vin ban va vj tri
trinh bay

1. Khd gidy

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

Céc van ban nhur gidy glm thiéu, gidy bién nhan hd so, phiéu g, phleu
Chuyen du'oc trinh bay trén glay khd A5 (148 mm x 210 mm) hofc trén gidy
méu in sdn (khé A5).

2. Kiéu trinh bay
Van ban hanh chinh duge trinh bay theo chiéu dai ciia trang gidy khd
A4 (dinh hudng ban in theo chiéu dai).

Truong hep ndi dung van ban c6 cic bang, bidu nhung khong duoc 1am
thanh céc phuy lyc riéng thi vén ban c6 thé dugc trinh bay theo chiéu rqng clia
trang gidy (dinh huéng ban in theo chidu rong)

3. Dinh 13 trang van ban (d6i véi khd gidy A4)

L4 trén: cch mép trén tir 20-25 mm;

L2 dudi: cach mép dudi tir 20-25 mm;

L& trai: cach mép trai tir 30-35 mm;

L& phai: cAch mép phai tir 15-20 mm.

. 4. Vi tri trinh bay cac thanh phan thé thirc van ban trén mét trang gidy
khd A4 duge thuc hién theo so db bé tri cac thanh phén thé thirc vin ban kém

theo Théng tu nay (Phu 11_15: ID). Vi tri trinh bay cAc thanh phin t‘he thitc vin

ban trén mot trang gidy khd AS duge dp dung tuong tu theo so d6 tai Phu luc

trén.

Chuong I
THE THUC VA KY THUAT TRINH BAY VAN BAN

" Pitu 6. Quéc higu
1. Thé thirc
Quédc hiéu ghi trén viin ban bao gdm 2 dong chit: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Bjc 1ap - Ty do - Hanh phiic”.
2. Ky thujt trinh bay



[image: image4.jpg]Quéc hidu dugc trinh bay tai 6 s6 1; chiém khoang 1/2 trang gidy theo
chiéu ngang, & phia trén, bén phai.

Déng thit nhat: “CONG HOA XA HQI CHU NGHIA VIET NAM” duge
trinh bay bang chit in hoa, ¢& chit tir 12 dén 13, kidu chit démg, dam;

Dong thir hai: “Pdc 1ap - Ty do - Hanh phuc” dugc trinh bay bing chit
in thudng, ¢ chif tir 13 dén 14 (néu dong thir nhét c& chir 12, thi dong thr hai
c& chir 13; néu dong thir nhit ¢ chir 13, thi dong thu hai c& chir 14), kidu chir
dimg, dam; dugc dat canh gifta duédi dong thir nhat chit cai dau cia cdc cum
tir duge viét hoa, giffa cac cum tir c6 gach néi, c¢6 cach chir; phia dudi co
dudmg ké ngang, nét lién, c6 do dai bang d6 dai cia dong chir (sir dung 1énh
Draw, khéng ding 1énh Underline), cu thé:

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lip - Tw do - Hanh phic

Hai dong chif trén dugce trinh bay cach nhau dong don.

Pidu 7. Tén co quan, td chirc ban hinh viin bin

1. Thé thirc

Pbi véi cac Bo, co quan ngang B9, co quan thuc Chinh phu; Vin phong

Quéc hoi, Hoi dong dan tc, cac Uy ban clia Quoc hoi hodc Hai dong nhan
dan va Uy ban nhan dén cic cip; Poan Dai bidu Quoc héi tinh, thanh phd truc
thudc Trung wong; Tap doan Kinh té nha nuée, Tong cOng ty 91 khéng ghi co
quan chi quan.

Tén co quan, té chirc ban hanh vén ban bao gbm tén cua co quan, td
chirc chi quan truc tiép (neu ¢6) (dbi véi cac td chire kinh té ¢6 thé 13 cong ty
me) va tén clia co quan, t& chirc ban hinh vin ban.

a) Tén cua co quan, tb chirc ban hanh vin ban phai dugc ghi ddy da hotic
duge v1et tét theo quy, dinh tai van ban thanh 13p, quy dinh chic ning nhiém
vi, quyén han va co céu t chitc bd may, phé chuan cép glay phép hoat dong
hodc cong nhén tu cach phap nhén cta co quan, t6 chirc c6 thim quyén, vi du:

BO GIAO THONG VAN TAI TAP DOAN PIEN LUC VIET NAM
HOQI DONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TINH THAIL NGUYEN

b) Tén cla co quan, td chuc cht quan trurc tiép c6 thé viét tit nhitng cum
tir théng dung nhu Uy ban nhan dan (UBND), Hoi dong nhan dén (HDND)
Viét Nam (VN), vi du:

UBND TIg‘;gUéNG BINH VIEN KHOA HOC XA HOI Vﬁ
SONQI VU VIEN DAN TOC HOC

2. K§ thuét trinh bay
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[image: image5.jpg]Tén co quan, to chirc ban hanh viin ban duge trinh bay tai 6 s6 2; chiém
“khodng 1/2 trang giy theo chiéu ngang, & phia trén, bén trai.

Tén co quan, td chirc chi quan tryc tiép duoc trinh bay béng chit in
hoa, cling & chi nhu ¢& chi cia Quéc hiéu, kiéu chir dimg. Néu tén co quan,
t& chirc chi quan dai, c6 thé trinh bay thinh nhiéu dong.

Tén co quan, t chirc ban hanh vin ban dugc trinh by bing chit in hoa,
cung c@ chit nhu ¢ chir cua Quéc hidu, kiéu chit dimg, dam, dirge dat canh
gilta dudi tén co quan, t& chirc chii quéan; phia dudi cé duong ké ngang, nét
lién, c6 dd dai bing tir 1/3 dén 1/2 d§ dai cia dong chir va dat cin d6i so véi
dong chit. Trudng hop tén co quan, t6 chirc ban hinh vin ban dai c¢6 thé trinh

- by thanh nhiéu dong, vi du:
BO NOI VU
CUC VAN THU VA LUU TRU
NHA NUOGC

Céc dong chit trén dirge trinh bay cach nhau dong don.

Piéu 8. S6, ky hiéu cia viin ban

1. Thé thire

a) S6 ctia vin ban

So ctia viin ban 13 s6 thir tw dang ky vén ban tai van thu clia co quan, tb
chirc. 86 cia van ban duoc ghl bing chit sb A-rép, bit dau tir s§ 01 vao ngéy
dhu nam va két thiic vao ngiy 31 thang 12 hing nim.

b) Ky hiéu cua vin ban

- K¥ hiéu Cl:la vén bén c6 tén loai bao gf")m chit viét tit tén loai vin ban
theo bang chit viet 1at tén loai van ban va ban sao kém theo Thong ty nay
(Phu luc I) va chir viét tit tén co quan, tb chitc hodc chirc danh nha nuéc (4p
dung d6i véi chire danh Chi tich nuée va Thi tuéng Chinh phu) ban-hanh
vin ban vi dy;

Nghj quyét ciia Chinh phi ban hanh dugc ghi nhu sau: $é: ... /NQ-CP

Chi thi ctia Thii tuéng Chinh phii ban hanh dugc ghi nhu sau: $6:.../CT-
TTg

Quyet dinh ctia Thudng truc Héi ddng nhan din ban hanh dugc ghi nhur
sau: Sé: .../QP-HDND

B4o cdo clia cac ban cia Hai ddng nhan din dugc ghi nhyu sau: Sé:
.../BC-HPND

- Ky hleu ctia cong vin bao gdm chit viét tat t€n co quan, té chuc hodc
chirc danh nha mréc ban hanh céng vin va chit viét tt tén don vi (vu, phong,
ban, bd phén) soan thao hojc chu trl soan thao cong vin d6 (ndu co), vi dy:

Cong van ciia Chinh phtt do Vu Hanh chinh Vin phong Chinh phii soan

théo: Sé: ... /CP-HC
4



[image: image6.jpg]Cong vin cta B Noi vu do Vy T4 chirc Can bd Bo Noi vu soan théo:
sé: ./BNV-TCCB _

Cong vin cua Hoi ddng nhan dan tinh do Ban Kinh t& Ngn sach soan
thao $é: .../HDND-KTNS

Cong van ctia Uy ban nhan dén tinh do t& chuyén v1en (hodc thu ky)
theo ddi linh vue van ho4 - x4 hoi soan thao: Sé: ... UBND-V.

Céng van cta S& N§i vy tinh do Vin phong S& soan thao: $6: ... /SNV-
VP

Truo'ng hop céc Hoi dong, cic Ban tu vAn clia co quan duge sir dung
con déu ciia co quan d& ban hanh van ban va Hji dong, Ban duoc ghi 1a “c
quan” ban hanh vén ban thi phai 14y s clia Hoi dong, Ban, vi du Quyét dmh
56 01 cija Hoi ddng thi tuyén cdng chirc B6 Ndi vu dugce trinh bay nhu sau:

BONQIVY
HOI DONG THI TUYEN CONG CHUC

Sé: 01/QP-HPTTCC

Vige ghl ky hiéu cong vin do UBND cip huy¢n cép x4 ban hanh bao
gom chi viét tét tén co quan, td chirc ban hanh cong vin va chir viét tht tén
linh vire (cac linh vye dugce quy dinh tai Muc 2, Muc 3, Chuong IV, Luit To
chirc Hoi ddng nhan dén va Uy ban nhin dan nim 2003) dugc giai quyét
trong céng van.

Chir viét tét tén co quan, ) chirc va cac d(m vi trong mbi co quan, tb
chirc hodc Iinh vye (dbi v6i UBND cap huyén, chp x&) do co quan, tb chic
quy dinh cu thé, bao dam ngén gon, d& hidu.

2. K§ thudt trinh bay
S8, ky hiéu cla viin ban dugc trinh bay tai 6 s6 3, dugc dit canh giira
duéi tén co quan, to chirc ban hanh vin ban.

Tu “S"’ dugc trinh bay bing chir in thuong, ky higu bang chit i in hoa,
¢ chir 13, kidu chir dung; sau tir “58” ¢ dau hai chim; véi nhu'ng s6 nho
hon 10 phal ghi thém s6 0 phia truéc; gilta s6 va k¥ hiéu vin ban c6 ddu gach
chéo (/), giita cac nhém chir vidt tht trong ky hidu vin ban c6 déu gach néi (-)
khéng cach chit, vi dy:

$6: 15/QD-HDND (Quyét dinh cua Thuong truc Hoi déng nhan dén);

Sé: 19/HDND-KTNS (Céng vin ciia Thudmg truc Hpi ddng nhén dan do
Ban Kinh t& ngén sach soan thao);

Sé: 23/BC-BNV (B4o céo ciia B Noi vu); _
$6: 234/SYT-VP (Cong vin ctia S& Y t& do Vian phong soan thao).
Diéu 9. Dija danh va ngay, thang, nim ban hanh van bin

1. Thé thic
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[image: image7.jpg]a) Dia danh ghi trén vin ban 13 tén goi chinh thirc cia don vi hanh
chinh (tén riéng cla tinh, thanh phé truc thude Trung wong; huyén, quén, thi
x4, thanh phd thudc tinh; xa, phudmg, thi trdn) noi co quan, td chirc déng try
s&; 461 v6i nhirg don vi hanh chinh dugc dit tén theo tén ngudi, bing chir s6
hoac sy kién lich sir thi phai ghi tén goi ddy du ciia don vj hanh chinh 46, cu
thé nhu sau:

- Dia danh ghi trén vén ban clia céc co quan, tb chirc Trung wong 1 tén
clia tinh, thanh phé tryc thude Trung wong noi co quan, t§ chirc déng tru sd,
vidu:

Vin ban ciia B§ Cong Thuong, clia Céng ty Dién Iyc ! thudc Tap doan
Dién lyc Viét Nam (c6 tru sé tai thanh pho Ha Noi): Ha Ngi,

Vin ban ciia Trudng Cao ding Quén tri kinh doanh thuge B$ Tai chinh
(co tru sé tai thi trdn Nhu Quynh, huyén My Vin, tinh Hung Yén): Hung Yén,

Van ban cia Vién Hai duong hoc thude Vién Khoa hoc va Cong nghé
Viét Nam (6 tru s& tai thinh phé Nha Trang, tinh Khénh Hod): Khénh Hod,

Vin ban cia Cuc Thué tinh Binh Duong thudc Tdng Cuc thué (cé tru
s& tai th x3 Thi DAu Mét, tinh Binh Duong): Bink Duong,

- Pia danh ghi trén viin ban cla céc co quan, td chitc cap tinh:

+ Pbi véi cac thanh phd truc thude Trung wong: 14 tén cia thinh phd
tree thude Trung wong, vi dy:

Vin ban ctia Uy ban nhan dén thanh phé Ha Ngi va cta céc &, ban,
nganh thudc thanh phd: Ha Néi, ciia Uy ban nhan dan thinh phd H Chi Minh
va clia c4c &, ban, nganh thudc thanh phd: Thank phd Hé Chi Minh,

+ D&i véi céc tinh 13 tén cla tinh, vi du:

Vin ban ciia Uy ban nhan dan tinh Hai Duong va cta cac sd, ban,
nganh thudc tinh (cé tru sé tai thanh phd Hai Duong, tinh Hai Duong): Hai
Duong, cua Uy ban nhin dén tinh Quéng Ninh va cla céc s, ban, nganh
thude tinh (cé tru s6 tai thanh pho Ha Long, tinh Quang Ninh): Quang Ninh,
ciia Uy ban nhan dzm tinh Lam Dong va cha céc s, ban, nganh thudc tinh (co6
tru sé tai thanh phd D4 Lat, tinh Lam Ddng): Lém Péng,

Trudng hep dia danh ghi trén vin ban ciia co quan thanh phd thude tinh
ma tén thanh phd tring v4i tén tinh thi ghi thém hai chit thanh pho (TP.), vi
du:

Vin ban cia Uy ban nhin dén thanh phd Ha Tinh (tinh Ha Tinh) v cla
cac phong, ban thudc thanh pho: TP. Ha Tinh,

- Pia danh ghi trén van bé{l cda cic co quan, t8 chitc clp huyén 14 tén
- .cua huyén, quin, thi x&, thanh ph6 thudc tinh, vi du:

Vin ban cia Uy ban nhin din huyén So6c Son (thanh phé Ha Néi) va
cla cdc phong, ban thudc huyén: Sdc Son,



[image: image8.jpg]Vin ban ciia Uy ban nhan dan quin Go Vép (thanh phb Hb Chi Minh),

ciia céc phong, ban thude quan: Gé Vip,
. Vian ban ctia Uy ban nhan dén thi xd Ba Rja (tinh Ba Ria - Viing Tau) -

va cla cac phong, ban thude thi x8: Ba Rja,

- Dia danh ghi trén van ban cia Hoi ddng nhén dén, Uy ban nhan déan
va chia cic td chirc cap x& 1 tén ciia x3, phudng, thi tran d6, vi du:

Vian ban cua Uy ban nhén din x3 Kim Lién (huyén Nam Pan, tinh
Nghé An): Kim Lién,

- Vin ban cda Uy ban nhén din phu’(mg bién Bién Phd (qudn Ba Dinh,
TP. Ha Noi): Phuong Pién Bién Phi,

- Pia danh ghi trén van ban cita cic co quan, tb chirc va don vj vii trang
nhan dan thudc pham vi quén 1y ctia B6 Céng an, Bd Quéc phong duge thue
hién theo quy dinh ctia phap ludt va quy dinh cy thé coa B6 Coéng an, B
Quéc phong,

b) Ngay, thdng, ndm ban hanh vin ban

Ngay, thang, nim ban hanh vin ban 1a ngdy, thdng, nim vin ban du'(yc
ban hanh.

Ngdy, thang, ndm ban hanh vin bén phai dugc v1et dly du; chc sb chi
ngay, thing, ndm dung chix sé A-rap; d6i véi _nhitng s6 chi ngay nho hon 10
va thang 1, 2 phai ghi thém sb 0 & trude, cu thé:

Thanh phé H6 Chi Minh, ngay 05 thang 02 ndm 2009
Qudn 1, ngay 10 thang 02 ndm 2010
2. K§ thuét trinh bay
bia danh va ngay, thang, nim ban hanh vén ban dugce trinh bay trén

cing mét dong vai so ky hiu vin ban, tai 6 sb 4, bang chit in thudng, cor e

chir tir 13 dén 14, kidu chix nghleng, cc chit cdi dAu cua dia danh phai viét
hoa; sau dia danh c6 ddu phiy; dja danh va ngdy, thang, nim duoc dit canh
gifta dué; Qudc higu.

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

1. Thé thic

Tén loai vin ban 1 tén cla timg loai vin ban do co quan, t chirc ban
hanh. Khi ban hanh vin ban déu phai ghi tén loai, trir céng van,

Trich yéu néi dung clia vén ban la mdt cau ngin gon hojc mt cum tr

phén 4nh khai quit ndi dung chu yeu cla vin ban.
2. Ky thuét trinh bay

Tén loai va trich yéu ndi dung cia céc loai vén ban ¢6 ghi tén loai duge
trinh bay tai 6 s8 Sa; tén loai van ban (nghi quyét, quyet dinh, ké hoach, bio
c4o, t& trinh va céc loai van ban khac) duoc dit canh gifra bang chit in hoa, c&

7
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[image: image9.jpg]chir 14, kidu chir dimg, dam; trich yéu ndi dung van ban dugc d3t canh gifra,
ngay dudi tén loai van bén, béng chir in thudng, co chit 14, kidu cht’r ding,
dim; bén dudi trich yéu ¢ du'ong ké ngang, nét lidn, c6 o dai bing tir 1/3
dén 1/2 do dai cua dong chir va dit can dbi so v6i dong chit, vi dy:
QUYET PINH
V& viée didu dong cin bd

. Trich yéu noi dung cong vin duge trinh bay tai & 56 5b, sau chir “V/v”
bang chit in thudng, c& chir tir 12 dén 13, kifu chir dimg; dugc djt canh gira
dudi s6 va ky hiéu van ban, cich dong 6pt véi so va ky higu van ban, vi dy:

$6: 72/VILTNN-NVDP
Vv ké boach kiém tra céng thc
vin thu, luu tri ndm 2009
Pidu 11. Noi dung vin ban
1. Thé thic |
a) Nbi dung vén ban 13 thanh phén chi yéu cda vin béan.
Noi dung vin ban phéi bao dam nhimg yéu cAu co ban sau:
- Phi hep v6i hinh thitc vin ban dugc sir dung;
- Phi hop véi dudng 161, chit truong, chinh sich ciia Pang; phit hop véi
quy dinh cia phap ludt,
- Pugc trinh bay ngin gon, rd ring, chinh x4c;
- St dung ngdn ngit viét, cach didn dat don gian, d& hidy;
- Ding tir ngir tiéng Viét Nam pho théng (khoéng ding tir ngix dia

phuong va tir ngit nude ngoai néu khéng thuc s cin thlez) Dbi véi thuat ngir
chuyén mon can x4c dinh rd ndi dung thi phai dugc giai thich trong van bén;

- Chi dugc viét tht nhifng tir, cym tir thong dyng, nhimg tir thude ngon
ngit tiéng Viét d& hidu, £)01 voi nhing tlr, cym tir duge sir dung nhidu 14n
trong vin ban thi ¢6 thé viét tt, nhung cac chir viét tit Ian dau cia tir, cum tr
phai dugc dit trong déu ngodc don ngay sau tlr, cum tir d6;

- Khi vién déin Jan du vin ban ¢6 lién quan, phai ghi ddy du tén loai,
s6, ky hiéu vian ban, ngay, thang, ndm ban hanh vin ban, tén co quan, t chic
ban hanh vin ban, trich yéu ni dung vin bén (d6i véi luat va phap 1énh chi
ghi tén loai va tén cla ludt, phdp 1énh), vi du: “... dugc quy dinh tai Nghij dinh
50 110/2004/ND-CP ngay 08 thing 4 ndm 2004 cia Chinh pha vé cdng tic -

van thu”; trong cac 14n vién dén tiép theo, chi ghi tén loai va s6, ky hiéu cia = -

vin ban do;

- Viét’ hoa trong vin ban hanh chinh dugc thyc hién theo Phy Iuc VI -
Quy dinh viét hoa trong vin ban hant chinh,

b) B6 cuc ciia vin ban



[image: image10.jpg]Tuy theo the loai va ngi dung, van ban c6 thé c6 phan can cir phap ly dé
ban hanh, phan mé& dAu va c6 thé duge bd cuc theo phan, chuong, muyc, diéu,
khoan, diém hoac duac phan chia thanh cac phan, muc tir 16n dén nho theo
mét trinh ty nhét dinh, cu thé:

- Nghi quyét (c4 biét): theo didu, khoan, di#m hodc theo khoan, diém;

- Quyét dinh (ca bigt): theo diéu, khoan, dlem, cac quy che (quy dinh)
* ban hanh kém theo quyét dinh: theo chuong, muc, didu, khoan, diém;

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

- C4c hinh thirc vin ban hanh chinh khéc: theo phan muc, khoan, diém
hodc theo khoan, diém.

D&i v6i cac hinh thirc van ban duoc bo cuc theo phan chrong, myc,
didu thi phén, chuong, myc, didu phai c6 tidu dé.

2. K§ thuét trinh bay
Noi dung vin ban duqc trinh bay tai 6 sb 6.

Phin ndi dung (ban vin) dugc trinh bay bang chit in thudmg (duge dian
d8u ca hai 1), kidu chir dimg; c& chit tir 13 den 14 (phan 1&i vén trong mét
van ban phéi ding cing mét c& chit); khi xubng déng, chit ¢iu dong phai i
vio tir lem dén 1,27cm (1 default tab); khoang cach gitta céc doan vin
(paragraph) dt t5i thleu 13 6pt; khodng cdch gifta cdc dong hay cach dong
(line spacing) chon t8i thiéu tir cach dong don (single line spacing) hodc tir

" 15pt (exactly line spacing) tré 1én; khoang cach t6i da giita cic dong 14 1,5
dong (1,5 lines).

Déi véi nhiing van bén cé phin cin cu phap Iy dé ban hanh thi sau mo1
<~ cén clr phai xudng dong, cudi dong c6 déu “chAm phdy”, riéng cin cit cubi
cing ket thiic bing ddu “phiy”.

Truong hqp néi dung vin bén duge bd cyc theo phan, chuong, muc,
diéu, khoan, diém thi trinh bay nhu sau:

- Phin, chuong: Tir “Phin”, “Chucng” va sb thi tw cta phén, chuong
dugce trinh bay trén mdt dong riéng, canh gilfa, bang chit in thudng, c& chir tir
13 dén 14, kleu chir du'ng, dam. S6 thtt ty ciia phin, chuong dimg chir s6 La
Ma. Tiéu dé (tén) cia phan chuong dugc trinh bay ngay dudi, canh gitta,
bang chit in hoa, c& chit tir 13 dén 14, kidu chit dimg, dam;

- Muc: Tir “Muc” va s thir tur ctia muc duge trinh bay trén mét dong
riéng, canh giita, bang chif in thuéng, c& chit tir 13 dén 14, kidu chit dimg,
dam. 86 thir ty ctia myc  dung chit 6 A-rfp. Tidu d& ctia myc dugc trinh bay
ngay dudi, canh gitta, bing chit in hoa, ¢& chit tir 12 dén 13, kiéu chir démg,
dam;

- Pidu: Tu “Dléu” sb thir ty va neu d& cta didu dugce trinh bay béng
chit in thudng, céch 18 trai 1 default tab, sé thir ty cia didu ding chir sé A-rap,
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[image: image11.jpg]sau s thit tr cé ddu chém; c& chit bing c& chit cia phan 16 vin (13-14), kidu
chir dimg, d4m;

- Khoén: S6 thir tu cc khoan trong mi myc diing chit s§ A-rép, sau s6
thir ty co dAu chém, c& chir so bing c& chit cia phan 16i vin (13-14), kidu chir
dimg; néu khoén co tiéu d8, sé thir tu va tiéu &2 caa khoan duoc trlnh bay trén
mot dong riéng, bang chit in thuong, c& chit bang cG chit cua phin 1§ vin
(13-14), kidu chir ding; ;

- Piém: Thu ty cic diém trong mdi khoan dung céc chir céi tiéng Viét
theo thir tyr abc, sau cé déu déng ngodic don, bing chit in thudng, c& chit bing
¢& chit ctia phin 161 vin (13-14), kiéu chi dimg.

Trudng hop ndi dung vin bin dugc phén chia thanh céc phén, myc,
khoan, diém thi trinh bay nhu sau:

.~ Phan (néu c6): Tir “Phan” va s th tu ctia phn dugc trinh bay trén
mdt dong riéng, canh gifta, béng chir in thuong, c& chi tir 13 dén 14, kleu chit
dtmg, dam; sb thiy tyr clia phan diing chir s6 La M3. Tidu d& cia phan duge
trinh bay ngay dudi, canh gufra bang chir in hoa, c& chit tir 13 dén 14, kiéu
chir dimg, ddm;

- Muc: 86 thir ty c4c muc dimg chi sé La M3, sau ¢6 ddu chim va dugc
trinh bay cach 18 trai 1 default tab; tiéa d& cia muc dugc trinh bay ciing mot
hang véi sb thir ty, bing chif in hoa, c& chit tir 13 dén 14, kidu chir dimg,
dam;

- Khoan: So thiT ty cc khoan trong mdi muyc dung chir s& A-rap, sau sb
thir tw 6 ddu chim, c& chir sb bang c& chir ctia phan 16 vin (13-14), kiéu chit
dimg; néu khoan ¢ tidu @8, s6 thir tu va tiéu @2 cia khoan dugc trinh biy trén
mét dong riéng, bing chit in thudng, c& chit bing c& chit cia phin 101 van
(13-14), kidu chit ding, dam;

_ - Diém trinh bdy nhu truéng hop néi dung vin bén duge bb cyc theo
phén, chwrong, muc, digu, khodn, diém.

Diéu 12. Quyén han, chirc vy, ho tén va chir ky cita ngudi 6 thdm
quyén

1. Thé thtre

&) Viée ghl quyén han coa ngudl ky duee thyo hign nhu sau:

‘ - Trucmg hop ky thay mit tAp thé thi phai ghi chit viét tht “TM.” (thay
mét) vao trwde tén tip thé 13nh dao hoc tén co quan, 6 chirc, vi du:

T™. HQI PONG NHAN DAN TM. BOAN BAI BIEU QUOC HOI
- Truong hop ky thay ngudi dimg dAu co quan, t4 chirc thi phai ghi chit

. ‘ viét tht “KT.” (ky thay) vao trirée chirc vu cita ngudi dimg dau, vi dw:

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

10



[image: image12.jpg]Trudmg hop cép phé duge giao phy tréch thi thuc hién nhu cdp phé ky
thay cp trudng;

- Trudong hop ky thira 1énh thi phai ghi chu' viét tht “TL.” (thira ]enh)
vao trude chiic vy cia ngudi ding dhu co quan, td chire, vi du:

_TL.BQ TRUONG TL. CHU T|CH
VU TRUGNG VU TO CHU'C CAN BO CHANH VAN PHONG

- Tru'ong hop ky thira uy quyén thi phai ghi chit v1et tht “TUQ.” (thira
uy quyen) vao trude chirc vy cla nguot ding dhu co quan, t6 chirc, vi dy:

TUQ. GIAM POC
TRUONG PHONG TO CHUC CAN BO

b) Chirc vu ctia nguai ky

Chirc vy ghi trén van ban 1a chirc vy 1anh dao chinh thirc ciia ngudi ky
vin béan trong co quan, t& chirc; chi ghi chirc vu nhir B trudmg (B9 trudng,
Chu nhxem) Thir trudng, Chu tich, Phé Chi tich, Gidm déc, Phé Giam dbc,
Q. Giam dbc (Quyén Glém déc) v.v.., khong ghi nhitng chirc vy ma Nha nuéc
khéng quy dinh nhu: cap phé thuong trire, cdp phé phu trach, v.v...; khéng
ghi lai tén co quan, t6 churc, trir cac van bén lién tich, vdn ban do ha1 hay
nhidu co quan, t6 chirc ban hanh; viéc ky thira 1énh, ky thira uy quyén do cac
¢o quan, t6 chirc quy dinh cu thé bing vin ban.

Chirc danh ghi trén vin ban do céc t§ chire tur vén (khong thuoc co chu
t8 chire cva co quan duge quy dinh tai quyet dinh thanh lap; quyét dinh quy
dinh chirc ning, nhiém vy, co chu td chic cla co quan) ban hanh 13 chirc danh
1anh dao cia ngudi ky vin béan trong ban hojic hdi déng. Bm véi nhitng ban,
héi déng khong dugc phép sit dung con déu ciia co quan, tb chirc thi chi ghi
chire danh cia ngudi ky vin ban trong ban hoic hoi ddng, khong duoc ghi
chirc vy trong co quan, tb chirc,

Chirc vy (Chitc danh) ctia ngudi ky vin ban do hoi ddng hodc ban chi
dao ctia Nha nuéc ban hanh ma 13nh dao B Xay dung lam Trudng ban hodc
Phé Trudng ban, Chu tich hodic Phé Chi tich Hoi dong durge ghi nhu sau, vi
du:

TM. HOI PONG KT, TRUONG BAN
CHU TICH PHO TRUGNG BAN
(Chit ky, ddu cia Bé Xay dung) (Chii ky, ddu ciia Bé Xéy dung)
BOQ TRUOGNG BQ XAY DUNG THU TRUGNG BOQ XAY DUNG
Nguyén Viin A Tréin Vin B

Chirc vu (Chirc danh) ctia ngudi ky vin ban do hoi déng hodc ban cia
B® Xay dung ban hinh ma Thit triréng B6 Xay dung 1am Chu tich Hoi dong
ho#c Trudng ban, lnh dao céc Cuc, Vu thugc B$ Xay dung lam Phé Chi tich
Hoi ddng hoic Phé Trudng ban duge ghi nhu sau, vi du:

11
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[image: image13.jpg]TM. HQI PONG KT. TRUONG BAN

CHU TICH PHO TRUGNG BAN
(Chit ky, ddu cta Bg Xay dung) .. (Chit ky, déu ciia B¢ Xdy dung)
THU TRUONG VU TRUONG VU TO CHUC CAN B
Trdn Vin B L& Vin C

¢) Ho tén bao gbm ho, tén dém (néu c6) va tén clia ngudi ky vin ban

Pbi véi vin ban hanh chinh, trude ho tén chia ngudi ky, khong ghi hoc
ham, hoc vi vg’i céc danh hiéu danh dy khac. D6i véi van ban giao djch; vén
ban cia céc to chirc sy nghiép gido duc, y t&, khoa hoc hodc lue hrgng vil
trang dugce ghi thém hoc ham, hoc vi, quin ham.

2. Ky thuat trinh bay

Quyen han, chirc vy cta ngudi ky duge trinh bay tai 6 s6 7a; chire vu
khéc ctia nguoi ky dugc trinh bay tai & so 7b; che chir viét tit quyén han nhu:
“TM.”, “KT.”, “TL.”, “TUQ.” hoic quyen han va chtc vy cla nguoi ky duge
trinh bay bang chit in hoa c& chit tir 13 dén 14, kidu chir dimg, dam,

Ho tén cta ngum ky vén ban dugce trinh bay tai 6 s6 7b; bng chit in
thuong, ¢& chir tir 13 dén 14, kidu chit dimg, dam, dugce dit canh gilta so voi
quyén han, chirc vu ctia ngudi ky,

Chir ky ctia ngudi cé thdm quyén dugc trinh bay tai 6 s6 7c.
Didu 13. Diu ciia co' quan, t§ chirc

1. Vigc déng dAu trén vin ban duoc thyc hién theo quy dinh tai Khoan
2 va Khoan 3 Diéu 26 Nghi dinh 56 110/2004/ND-CP ngay 08 thang 4 nim
2004 cta Chinh phi vé cong tic van thu va quy dinh cia phap luat c6 lién
quan; viéc déng dAu gidp lai d6i véi vin ban, tai liéu chuyén nganh va phy luc
kém theo dugc thyc hién theo quy dinh tai Khodn 4 Didu 26 Nghi dinh )
110/2004/ND-CP.

2. D4u cta co quan, t& chirc duqc trinh bay tai 6 s6 8; dau gisp lai dugc
dong vao khoang glua mep Phal cia vén ban hodc phy lyc van béan, tram 1én
mdt phin céc to gidy; mbi dau déng tdi da 05 trang vin ban.

Pidu 14, Noi nhin
1. Thé thirc
Noi nhén xéc dinh nhing co quan, td chirc, don vj va cé nhan nhin van

ban va ¢6 trach nhiém nhuw dé xem xét, giai quyet d8 thi hanh; & kiém tra,
gidm sat; dé bao céo; d8 trao ddi cong viéc; dé biét va dé hwu.

Noi nhan phai dugc x4c dinh cu thé trong vén ban. Cin cir quy dinh cia
phéap Iuét; can cir chic nang, nhiém vy, quyén han cla co quan, tb chire va
quan hé cdng tac; ciin cr yéu cau gidi quyét cdng viée, don vi hodic c4 nhan
soan thio hodc chil tri soan thao c6 trach nhiém d& xuit nhiing co quan, t6
chirc, dom vi va ¢4 nhén nhén vin béan trinh ngudi ky van ban quyét dinh.



[image: image14.jpg]Dbi voi vén bén chi gl cho mjt 56 doi tugng cu thé thi phai gh1 tén
timg co quan, to chirc, ca nhan nhén vin ban; ddi v6i viin ban dugc giri cho .
mot hodc mdt s6 nhém dbi tuong nhét dinh thi noi nhan duge ghi chung, vi
du:

- Céc B0, co quan ngang B, co quan thudc Chinh phi;

- Uy ban nhén dén cdc tinh, thanh ph6 tric thudc Trung uong;

Déi voi nhitng vin ban c6 ghi tén loai, noi nhin bao gdm tir “Noi
nhén” va phan liét ké cac co quan, to chirc, don vi va ¢ci nhan nhin van ban.

Déi véi cong vin hanh chinh, noi nhan bao gdm hai phén:

- Phin thir nhét bao gdm tir “Kinh giri”, sau 46 1a tén cac co quan, t6
chirc hogic dom vi, ca nhan truc tiép giai quyét cong vide;

- Phin tht hai bao_gom tir “Noi nhdn”, phia dudi 1a tir “Nhu trén”, tiép
theo 1a tén cac co quan, to chitc, don vj va ca nhan ¢6 1ién quan khéc nhin vin
ban.

2. K§ thuét trinh bay
Noi nhin dugc trinh bay tai 6 s6 9a v 9b.
Phén noi nhan tai 6 s8 9a dugc trinh bay nhur sau:

: - Tir “Kinh giri” va tén céc co quan, td chirc hoic c4 nhéan nhan vén ban
dugc trinh biy bing chit in thudng, c& chir tir 13 dén 14, kidu chir dimg;

- Sau tir “Kinh gii” c6 diu haj chim; néu céng vin giri cho mét co
quan, t§ chirc hofic mét c4 nhén thi tir “Kinh giri” va tén co quan, t chirc
lio#c ca nhén duge trinh bay trén clng mt dong; tru'cmg hgp cong van gui
cho hai co quan, 16 chirc hodc ca nhén tr& 1én thi xubng déng, tén mdi co
quan, t§ chirc, c4 nhén hoac mdi nhém co quan, td chire, ca nhén dugc trinh
bay trén mot dong neng, dau dong co gach du dong, cudi dong c6 déu chdm
phay, cudi dong cudi cung c6 diu cham, cac gach dau dong duoc trinh bay

: théng hang véi nhau dudi ddu hai chém.

~ Phin noi nhin tai 6 s6 9b (4p dung chung d6i véi cong vin hanh chinh
va cac loai vin ban khéc) duge trinh bay nhur sau:

= T “Noi nhan” duge trinh bay trén mgt dong riéng (ngang hang véi
dog chit "quydn hus, chiro vy et ngudl ky” va sat 18 wai), sau eb ddu hal
chim, bang chit in thudng, co chir 12, kidu chit nghiéng, dim;

_ - Phén ligt ke céc co quan, tb chirc, don vi va ¢4 nhan nhén vin ban

dugc trinh by bing chir in thudmg, c& chir 11, kiéu chir dung, tén médi co
quan, tb chirc, don vi va c4 nhan hoic mdi nhém €0 quan, td chirc, don vi
nhén van béan dugc trinh bay trén mot dong riéng, dau dong ¢6 gach dﬁu dong
sat 18 trai, cudi dong c6 déu cham phéy; riéng dbng cudi ciing bao gdm chir
“Luu” sau ¢ déu hai cham, tlep theo 13 chir viét tit “VT” (Van thu co quan,
tb chire), du phay, chir viét tit tén don vi (hodc bd phén) soan thao vin ban

13




www.LuatVietnam.vn

[image: image15.jpg]va ,sé lugng ban hru (chi trong nhimg trixomg hop cin thiét), cudi cing 14 ddu
cham.

Pidu 15, Céc thanh phén khic

1. Thé thirc

a) DAu chi mirc 46 mét

Viée xic dinh va déng dau d6 mat (tuyét mat, t5i mat hoic mét), diu

thu hdi d01 véi viin ban ¢6 ndi dung bi mat nha nude duge thye hién theo quy
dinh tai Diéu 5, 6, 7, 8 ctia Phép 1énh Bao v& bi mat nha nuéce ndm 2000.

b) Déu chi mirc 46 khén

Tuy theo mirc 46 can duge chuyén phat nhanh, vin ban duge xac dinh
6 khén theo bdn mirc sau: khén, thuong khén, hoa tdc, hoa tdc hen gid, khi
soan rhao van ban c6 tinh chit khin, don vi hoac c4 nhéan soan thio vin ban
& xudt mitc d6 khan trinh ngudi ky vin ban quyét dinh.

¢) P6i v6i nhitng van ban cé _pham vi, dbi tuong duge phd bién, sit
dung han ché, sir dung céc chi din v& pham vi luu hanh nhu “TRA LAI SAU
KHI HQP (HO1 NGHI)”, “XEM XONG TRA LAT”, “LUU HANH NOI BO”.

d) Pbi véi cong van, ngoai cac thanh phén duge quy dinh c6 thé bo
sung dia chi co quan, td chirc; dia chi thy dién tir (E-Mail); sé dién thoai, sb
Telex, s Pax; dia chi trang thong tin dién tir (Website).

d) Déi voi nhimg vin ban cin duoc quan 1y chat che vé sé lwong ban
phét hanh phai ¢6 ky hiéu ngudi ddnh may va sé lugng bén phat hanh.

e) Trudng hop viin bin c6 phy luc kém theo thi trong vén ban phéi cé
chi d&n vé phu lyc d6. Phu lyc van ban phai ¢6 tiéu dé&; van ban ¢§ tir hai phu
luc tré 18n thi cac phu luc phéi duge danh s6 thi ty bang chit s6 La MA.

g) Vin ban c6 hai trang trd 1én thi phéi ddnh sd trang bang chit s8 A-
rap.

2. K§ thudt trinh bay

a) Déu chi mirc d¢6 mat

Con déu cdc do mat (TUYET MAT, TOl MAT hoac MAT) va diu thu
hdi duge khic sin theo quy dinh tai Mys 2 Thong tu 50 12/2002/TT-BCA
ngty 13 thang 9 nfim 2002 hudng din thyre hien Wghl diali 86 33/2002/ND-CP
cta Chinh pht quy dinh chi tiét thi hanh Phap 1énh Béo vé bi mét nha nu6c
ném 2000. Dau d mit dugc doéng vio 6 56 10a, ddu thu héi dugc déng vao &
s011.

b) Déu chi mirc do khin

Con d4u cdc dd khin dugc khéc sin hinh chit nhat c6 kich thude 30mm
x 8mm, 40mm x 8mm va 20mm x 8mm, trén d6 cic tir “KH/%N”, “THUQNG
KHAN", “HOA TOC” v “HOA TOC HEN GIG” trinh bdy bang chit in hoa,
phong chit Times New Roman ¢& chir tir 13 dén 14, kiéu chir ding, ddm va
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[image: image16.jpg]dit can dbi trong khung hinh chir nhat vién don. DAu d khin dugc déng vao
6 s 10b. Myc dé dong ddu @8 khin ding mau d6 tuoi.

¢) Cac chi din v& pham vi luu hanh

Céc chi din v& pham vi luu hanh trinh bay tai 6 s6 11; cac cum tir
“TRA LAl SAU KHI HOP (HOI NGHI)", “XEM XONG TRA LAI”, “LUU
HANH NOI BO” trinh biy cin d6i trong mdt khung hinh chit nht vién dom,
bing chi¥ in hoa, phéng chit Times New Roman, c& chir tir 13 dén 14, kidu
chir dimg, ddm.

. d)Diachi co quan, tb chic; dja chi thu dién tir (B-Mail); sé dién thoai,

80 Telex, so Fax; dia chi Trang thong tin dién tr (Website)

Céc thanh phan nay dugc trinh bay tai & s& 14 trang thit nhét cia vin

bén, bing chif in thudng, ¢& chir tir 11 dén 12, kiéu chit dimg, dudi mét
dudmg ké nét lién kéo dai hét chidu ngang cta ving trinh bay vin ban.

d) Ky hiéu ngudi danh may va sb lugng ban phét hinh

Pugc trinh bay tai 6 s6 13; ky hiéu bing chit in hoa, sb lugng ban bing
chir s8 A-réip, c& chit 11, kidu chit dimg.

e) Phy Juc vin ban

Phu luc viin ban dugc trinh bay trén cac trang riéng; tir “Phy luc” va sb
thir tir ciia phy lyc dugce trinh bay thanh mét dong riéng, canh giira, béng chit
in thudng, c& chir 14, kidu chit d&ng, dém; tén phy lyc dugc trinh biy canh
gilta, bang chir in hoa, ¢& chir tir 13 dén 14, kiéu chir dimg, dam.

g) 86 trang vin ban

sé trang duge trinh. by tai géc phéi & cubi trang gidy (phan footer)
béng chit s0 A-rap, c& chir 13-14, kleu chir dimg, khong danh s6 trang thi
nhét. $6 trang ctia phu lyc dugc danh 6 riéng theo fimg phu luc.

M3u chit va chi tiét trinh bdy c4c thanh phin thé thirc vin ban dugc
minh hea tai Phu luc IV kém theo Théng tir nay.

M3u trinh bay mét s6 loai viin ban hanh chinh dugc minh hoa tai Phu
luc V kém theo Thong tu nay.

Chuong 111
THE THUC VA K¥ THUAT TRINH BAY BAN SAO

Pitu 16. Thé thire bin sao

Thé thirc ban sao bao gdm:

1. Hinh thtrc sao

“SAO Y BAN CHINH” ho#c “TRICH SAQ” hodc “SAO LUC”.
2. Tén co quan, td chérc sao van ban

3. 86, ky hiéu ban sao bao gbm sé thir tu dang ky duoc danh chung cho
céc loai ban sao do co quan, t6 chitc thuc hién va chit viét tit tén loai ban sao
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[image: image17.jpg]theo Bang chit viét tit tén logi van bén v ban sao kém theo Théng tr nay
(Phy tuc I). S8 dugc ghi bing chir s6 A-rap, bét dAu tir s6 01 vao ngay diu
nim va két thic vao ngay 31 thing 12 hing nam.

4, Céc thanh phén the thirc khéc clia ban sao vin ban gdm dia danh va
ngay, thang, nim sao; quyen ha.n chire vy, ho tén va chit ky ciia ngudi co
thdm quyén; du cta Co quan, tb chirc sao viin ban va noi nhan dwoc thye hién
theo huéng din tai Pidu 9, 12, 13 v 14 ciia Théng tu nay.

Didu 17. K§ thuit trinh bay

1. Vi trf trinh biy céc thénh phin th thirc ban sao (trén trang gidy khd
A4)

Thue hién theo so dd bd tri cac thinh phz‘i.n thé thitc ban sao kém theo
Théng tir nay (Phu luc TIT).

Céc thanh phan thé thirc ban sao duqc trinh bay trén cling mét t gidy,
ngay sau phan cudi cing ctia vin ban cin sao dugc photocopy, dudi mét
dudmg ké nét lién, kéo dai hét chidu ngang ciia vimg trinh bay vin ban.

2. K§ thuét trinh bay ban sao

a) Cum tr “SAO Y BAN CHINH”, “TRICH SAO” hojc “SAO LUC”
duoce trinh bay tai 6 s6 1 (Phy luc IIT) bing chir in hoa, ¢& chit tir 13 dén 14,
kidu chit dimg, dam.

b) Tén co quan, t5 chirc sao vin ban {tai & so 2); 6, ky hidu ban sao (tai
6sb 3) dia danh va ngay, thang, nim sao (tai 6 s6 4y; chirc vy, ho tén va chit
ky cia ngudi co tham quyén (tai 6 sb 5a, 5b va 5c); dAu ctia co quan, td chirc
sao van ban (tai 6 sb 6); noi nhan (ta1 6 56 7) dugc trinh bay theo huéng din
trinh bay c4c thinh phan thé thirc tai Phu Iyc IIL.

Miu chit va chi tiét trinh bay céc thanh phin thé thirc ban sao duge
minh hoa tai Phy luc IV; mau trinh bay ban sao dirge minh hoa tai Phu luc V
kém theo Thong tur nay.
Chwong IV
TO CHUC THYC HIEN

Pidu 18. Pidu khoin thi hinh

Théng tu nay cé hidu lic sau 45 ngay k& tir ngay ky.

Nhitng quy dinh v& thd thirc va k§ thudt trinh bay vin ban hinh chinh
v ban sao van ban duge quy dinh tai Thong tir 1ién tich sb 55/2005/TTLT-
BNV-VPCP ngay 96 thang 5 nam 2005 cta B6 N6i vu va Van phong Chinh
phit huéng din thé thirc va k¥ thuat trinh bdy vin ban hanh chinh trdi véi
Thong tir nay bi bai bo.

Diéu 19. Té chirc thye hién

B4, co quan ngang B9, co quan thuge Chinh phu, Uy ban nhan dan cac
tinh, thanh pho tryc thudc Trung wong, Tap doan kinh té nha nwdc, Tong cong
ty nha nudc (91) chiu trach nhiém t8 chirc trién khai thyc hién Théng tu nay.

16



[image: image18.jpg]Céc B§, nganh ciin ot quy dinh thé thire va k¥ thut trinh bay vin béan
tai Thong tu ndy dé quy dinh thé thirc va k§ thuét trinh bay vin ban chuyén

nganh cho phit hqp.//.ﬂ,d/

Noi nhin:

- Tha tudng, cic Phé Thi tudmg Chinh phi;
" - Van phong Trung wong Déng;

- Viin phong Quéc hoi; 4

- Viin phong Chi tich nuée; f

- Céc B§, co quan ngang BS, co quan thuge Chinh phu; |

- HDND, UBND céc tinh, thinh phé truc thudc TW;

- Vign Kiém sét nhan dén ti cao;

- Toa &n nhén dan t5i cao; )

- Kiém toan Nha nudc; B A z

- Co quan Trung wong ciia cic dodn thé; Tran Vin Tuan

- Céic Tép doén kinh t&, Téng cong ty nha mrée (91);

- Cyc Vin thir va Liru trif Nha nude (10b);

- Cuc Kiém tra v3n ban QPPL (B$ Tu phép);

- Coéng bao;

- BNV: B§ trudmg, céc Thir trrdng, céc don vj thude va

trye thude BE;

- VPCP: B§ trudmg CN, céc Phé CN;

- Website BNV;

- Lwu: VT, PC (BNV). 320b.
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[image: image19.jpg]Phy luc I

117 VIET TAT TEN LOAI VAN BAN VA BANSAO
S04 7201 1/TT-BNV ngdy A9thing Mndm 2011 cia B6 Néi vu)

Stt | Tén onp_‘_ 4n hanh chinh Chir viét tit ]
| 1. | Nghiquyet(cabigf) NQ
2. | Quyét dinh (c4 biét) o
3. | Chi thi (c4 biét) CT E
4. [ Quyché QC
5. | Quy dinh D
| 6. | Théng céo TC
7. | Théng béo TB
8. | Hudng dan HD i
9. | Chuong trinh CTr
10. | Kéhoach KH
11. | Phuong an PA j
12. [DB&an _ PA B
13. | Dy én DA
14. | Béo cdo BC ]
15. | Bién ban BB
16, | To trinh TTr
17. | Hop dong __|HD
18. | Céngvan s
19, | Cong dién b |
20. | Ban ghi nh& GN
| 21, | Ban cam két CK J
22. | Ban thoa thudn TTh
23. | Giy chimg nhan CN |
24, | Gidy uy quyéen UuQ
25. | Gidy mén GM _
26. | Gidy gidi thiéu GT
27. | Gidy nghi phép NP
28. | Gidy di duon, b
29. | Gidy bién nhan hé so BN B
30. | Phicugh PG
31. | Phiéu chuyén PC y
132, |Thuebng
Bin sao viin ban
1. | Bénsaoy ban chinh SY
2. | Ban trich sao T8
3. Ban sao luc SL §
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[image: image21.jpg]Ghi chii;

o
@
(=228

:  Thanh phin thé thirc vin ban

Quéc hitu

Tén co quan, t8 chirc ban hinh vin ban

S6, ky hiéu ciia van ban

Dia danh va ngdy, thang, nim ban hanh vin ban
Tén loai va trich yéu ni dung vin ban

Trich yéu ndi dung cong vin

N1 dung vin ban

Quyén han, chitc vy, ho tén va chit ky cia ngudi c6 thim quyén
Déu ciia co quan, tb chitc

Noi nhén

Déu chi mirc 40 mét

Diu chi mirc d6 khin

Déu thu hdi vi chi déin v& pham vi huu hanh

Chi d4n v& dir thio viin ban

Ky hiéu ngudi ddnh miy va sb lirgng béan phét hanh

Pia chi co quan, td chitc; dia chi E-Mail; dja chi Website; sé dién
thoai, sb Telex, s6 Fax

Logo (in chim duéi tén co quan, t chirc ban hanh van ban)

|39
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AC THANH PHAN THE THUC BAN SAO VAN BAN
7 /C¥rén mot trang gidy khé A4: 210 mm x 297 mm)
gt s & /2011/TT-BNV ngdy A9 thang M nitm 2011 ctia By Néi vu)

Ghi cha:
0sb :  Thanh phén thé thirc bin sao
1 Hinh thirc sao: “sao y bén chinh”, “trich sao” holc “sao luc”
2 Tén co quan, t§ chirc sao vin ban
3 86, ky hidu ban sao
4 : Dia danh va ngay, thing, nim sao
54, 5b, 5¢ : Chirc vy, ho tén va chit ky ciia ngudi c6 thim quyén
6 : Dhu ca co quan, t§ chirc
7 Noi nhin

-
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?HI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO
heo Thong ti s6M/2011/TT-BNV ngay/ﬂthangﬂ/ ndm 2011 cia By Nji vu)

Thanh phan the thu’c Loai chir Vi du minh hog '
va chi net trinh bay chu' Phéng chit Times New Ro CCh(lzr

) cc quan, , 10 chlrc chi
quén cép trén gmc Inhoa | 12-13

Jng N Y
Bla danh va ngay, thing, nam hang 02 ndm 2009

I »1_)3{1_ nlyp_]h vin ban __Thanh pho Ho Chi Minh, ngay 29 thdng 6 ndm 2009
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_QUY PINH CHUNG
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- Bo Néi vi;
- BO K¢ hoach va Péu ti;

b Tu T “noi nhin” va tén co quan,
td chirc, car

- Ten c0 quan, 10 chirc, c4
nhin nhén viin ban, ban sao

_______ alzae.ké_n_xafseﬂma lz.@g,._m - N :
13 | Pia chi co quan, t6 chu'c dia g & & Tring Tia i Kidm, T N&; 11
chi E-Maﬂ Websﬂ;e so dién DT: (04) XXXXXXX, Fax: (04) XXXXXXX

E-Mail: Website:

16 | Hinh thirc 5a0 Inhoa |13-14 | Dimg, dim SAO Y BAN CHINH, TRICH SAO,

Ghi chi: Civ chik trong cting mdt viin §

3 bin ting, gidm phéi thdng nhidt, vi dy: Quée hi Su, dong trén ¢ chit 13, dong dudi ¢d chiz 14; nhung
Quide hide, déng rén of chit 12

g izt e chit 13; dja danh v ngdy, thang, ndm van bia off chit 13,

A
G ;
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[image: image27.jpg]PhylucV
AY VAN BAN VA BAN SAO VAN BAN

Miu1.l - Nghi quyét (ca biét)

Miu1.1.1 - Nghi quyét (c4 bigt) cha Thudmg trye HDND
M3u1.1.2 - Nghj quyét cia Hoi ddng quan tri

Miul2 - Quyét dinh (c4 biét) (quy dinh truc tiép)
Miu13 - Quyét dinh (c4 biét) (quy dinh gidn tiép)
Mau 14 - Vin ban c6 tén loai khic

Miu 1.5 -Céngvin

Miul.6 - Quyt dinh (ca biét) (quy dinh tric tiép) ciia Thwdng trzc HDND
Miu 1.7 - Vanban cé tén loai cila cic Ban HDND
Miu18 - Vin ban cé tén loai cia Doan Daibiéu Quéc hoi
Miul9 -Congdién

Miu 1.10 - Gify mai

Mau 1.11 - Gidy gidi thiéu

Miu1.12 - Bién ban

Miu 1.13 - Gidy bién nhén hd so

Miu1.14 - Gidy chimg nhin

Miu1.15 - Gidy di dudng

M&u 1.16 - Gidy nghi phép

M3u 1.17 - Phiéu chuyén

M3u 1.18 - Phiéu giri

Miu1.19 - Thir cong

2. Miu trinh bay ban sao viin bin

Miu2.1  Ban sao vin ban

Ay



[image: image28.jpg]Miu 1.1.1 - Nghi quyét (ca biét) cia Thwdmg trec HDND

HOI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
wee(Deee Djc Ijp - Ty do - Hanh phic
Sé: /NQ-HDND (2., ngdy  thang nidm 20....
NGHI QUYET
SR | ) DRI ———

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

Cin cit Ludt TS chirc H6i ddng nhan dén va Uy ban nhén d4n ngay 26 thang
11 ndm 2003,

[0F: 1/ 1« | RO UO N UU RO “@
QUYET NGHI

DI Le o (5)ereeererreseeeresseresseseee v seensess e es s

DI cee oottt ettt e on st
..................................................................................................................... /.
Noi nhn: TM. THUONG TRU'C HDND
; N *’*f‘f}_ ~~~~~ ; ‘ CHU TICH (6)
- L VT, ..(7). Axx(8). (Chit ky, ddu)

Hg va tén

Ghi chi:

(1) Tén tinh, thinh phé tryc thude. Trung wong (tén thi x&, thanh phé thudc tinh tén x4, thi trén).

(2) Pia danh.

(3) Trich y&u ndi dung nghi quyét.

(4) Céc ciin cir khac d% ban hanh nghj quyet

(5) Néi dung nghj quyét

(6) Chirc vy cia nguoi ky, treomg hop Phé Chit tich duoc giao ky thay Cha tich thi ghi chir viét tit
“KT.” vao tn.réc chirc vip Chu tich, bén duéi ghi chirc vu cia nguén ky (Phé Chi t;ch)

(7) Chit viét tit tén dom vi soan thio va s8 lugng ban luu (néu

(8) Ky hiéu ngudi danh may, nhin ban va s6 luc/ng ban phit hanh (neu cin),
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[image: image29.jpg]M3u 1.1.2 - Nghi quyét ciia Hdi ddng quan tri

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

TEN CO QUAN, TO CHUC (2) Djc lip - Ty do - Hanh phic
Sé: NQ-...(3)... w(4)... ngdy  thdng  ndm20....
NGHI QUYET
isitinnmaenn [(§)innnsiiiianmmenisi R

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

L7 (1 11 S OO U SO U UUPO RS ;
GO, .vvnnstinss nsonnssssnnanmsssossinssnnnnmnns sns i nnsanast i naiEodiE v snnn S hnof NNV EEEERTNEEES
QUYET NGH]
311 1 PR LG YOS
BHBU cev oottt et s e ee e s et et ee et er et e st eeeneee e
..................................................................................................................... /.
Noi nhin: TM. HQI PONG QUAN TRI
* N Bidy, . CHU TICH 1 (7)
LV (8), Axx(®). (Chit k, ddu)
Ho va tén
Ghi chit:

1) Tén co quan, to chirc chit quan tryc tiép (neu ¢6) hodc Céng ty me (nbu cin).

(2) Ténco quan, 5 chirc ban hénh nghi quyét.

(3) Chir viét tit t8n co quan, td chirc ban hanh nghi quyét.

(49) Pia danh

(5) Trich yéu ndi dung nghl quyét.

(6) N6i dung nghi quyet .
(7) Chirc vu cia ngudi ky, trudng hop Phé Cha tich duge giao ky thay Chy tich thi ghi chiy viét tat
“KT.” vao tru'o'c chirc vu Chi tich, bén dudi ghi chuc vu cha ngudi ky (Pho Cha tich).

(8) Chit viét tit tén don vi soan thdo vin bén va 58 huong ban luu (néu can)

(9) Ky higu nguéi danh may, nhan ban vi s6 hrong ban phat hanh (néu cin).



[image: image30.jpg]Miu 1.2 - Quyét dinh (quy djnh tryc tiép)

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

TEN CO QUAN, TO CHUC (2) Pic lap - Ty do - Hanh phic
$6: (3) /QP-..(@).. e (5) s , hgay thang  ndm 20...
QUYET BINH
V& VIBE weurererersees (B) eonserossovsisssasnsivsssnces
THAM QUYEN BAN HANH (7)

ey (jcbl} Ify ddu)

-Ling VT, . (12) Axx(13). _
Ho va tén

‘

Ghi chu:
(1) Tén co quan, 15 chirc chit quén tryc tiép (néu cb):

(2) Tén co quan, tb chitc hojc chitc danh nhi nwéc ban hanh quyet dinh.

(3) Dbi véi quyét dinh c4 biét, khng ghi nim ban hanh giita s6 va kyshiéu ciia vén ban.
(4) Chix viét tit tén co quan, to chirc hojic chirc danh nha nudc ban h@nh quyét dinh.

(5) Dia danh.

(6) Trich yéu 06i dung quyét dinh.
(7)Néu t dg\:‘yén ban hanh quyét dinh thubc vé ngudi dimg dau o quan, td chirc thi ghi chic vu cia
nguoi du'ng (vi du B0 trwéng B§..., Cuc trudng Cuc Giém dbc..., Vién truéng Vién..., Chit

tich...); néu thim quyén ban hanh quyét dinh thubc vé thp the linh dao hoac o quan, t& chirc thi ghl tén
tap th holic tén co quan, td chirc 46 (vi dy; Ban thudmg vu..., H6i ddng. .., Uy ban nhin dan...).

(8) Néu cic ciin ol trye tiép dé ban hanh quyét dinh (vin ban thanh [4p, quy dinh chitc ning, nhiém vy,
quyén han ciia co quan, 14 chirc).

(9) Céc vin ban phip 1y lién quan trwee tiép dén vin d8 gidi quyét trong ndi dung quyét dinh.

(10) N6t dung quyét dinh.

(11)-Quyén han, chirc vu cila ngudi ky nhu B trudmg, Cuc ‘trudmg, Giam déc, Vién trudng v.v..
truimg hop ky thay miit tip thé linh dao thi ghi chit viét tAt "IM”vaotnxéctencoquan,té chirc hoac
tén tap thi ?lﬁnhdao (vi dy: TM. Uy ban nhén déin, TM. Ban Thutmg vy, TM. Héi dbng...); mmnghqp
cép phé duqc giao ky thay ngudi dimg du co quan thi ghi chiy viét tit “KT.” vao trude chiic vy clia
ngubl dimg diu, ben dudi ghi chirc vu clia ngudi ky viin ban; cac trudmg hop khac thyc hién theo hudng
danta.lKhoén 1, Didu 12 cuaThungnrnAy

(12) Chir thtéx tén don vi soan thao va s& lugng ban hr (neu cin).

(13) Ky hiéu nguwdi danh may, nhin ban va sb lugng ban phat hanh (néu cin).
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[image: image31.jpg]Miu 1.3 - Quyét dinh (quy dinh giin tiép) ©

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc 13p - Tw do - Hanh phic

sé: /QD-...(3)... thang  ném 20...

~ QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh ndy ...... (5) cooovevvervrerreen

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOIKY (8)

................ ; Chir ky, ddi
- Lau: VT, ..(9). Axx(10). (Chit kg, )

Hgo va tén

Ghi cha: :

(*) MAu nay ap dung d6i v6i cac quyét dinh (ca biét) ban hinh hay phé duyét mét vin ban khac nhu
quy ché, quy dinh, chuong trinh, k& hoach, dé &n, phuong 4n...

(1) Tén co quan, t6 chirc chi quan trrc tiép (néu co).

(2) Tén co quan, t& chirc hodic chirc danh nha nuéce ban hanh quyét dinh,

(3) Chir viét tit tén co quan, b chitc hojic chitc danh nha mrdc ban hinh quyét dinh.

(4) Dia danh.

(5) Trich yéu ndi dung quyét dinh. .

(6) Néu thAm quyén ban hanh quyét dinh thudc vé ngudi ditng dau co quan, t6 chirc thi ghi chire vu
cha ngudi dl'mg dhu (vi du: B trudng B9..., Cuc trudng Cuc..., Giam dbc..., Vién trrdng Vién..., Cha
tich...); néu tham quyén.ban hanh quyét dinh thudc vé tip thé lanh dao hoic cor quan, t6 chirc thi ghi
tén tap thé hoic tén co quan, 5 chitc &6 (vi du: Ban thudng vu..., Hdi dbng..., Uy ban nhén din...).
(7) Néu cdc cin cif tryc tiép dé ban hanh quyét dinh (nhw ghi chi & m3u 1.2).

_(8) Quyén han, chirc vy cla ngudi ky nhur BS trxéng, Cyc trudng, Gidm dbc, Vién trudng v.v..;
trudng hop ky thay mit tip thé lnh dao thi ghi chir viét tht “TM.” vao truzdc tén co quan, tb ehirc
hoc tén tap thé lnh dao (vi dy: TM. Uy ban nhin dan, TM. Ban Thudng vy, TM. Hoi ddng...);
trwomg hop cdp pho duge giao ky thay ngudi dimg d4u co quan thi ghi chir viét tit “KT.” vio trude
chitc vu ciia ngudi dimg dau, bén dudi ghi chirc vu chia ngudi ky vin ban; cic truémg hop khac thue
hién theo hudng din tai Khoan 1, Bidu 12 ciia Théng tir ny.

{9) Chix viét tit tén don vi soan thao va sé Iuong ban hru (néu cin).
(10) Ky hiéu nigudi danh mdy, nhén ban va sé luong ban phat hanh (néu cin).



[image: image32.jpg]MAu viin ban (ban hanh kém theo quyét dink)

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

TEN CO QUAN, TO CHU'C Péc idp - Tir do - Hanh phiic
TEN LOAI VAN BAN
.............................. (1 J———
(Ban hink kém theo Quyét dinh 56 ........... /OP-.....
ngay ... thang ... ndm 20... clla ........... )
Chuong 1
QUY PINH CHUNG

QUYEN HAN, CHU'C ViJ CUA NGUOILKY

(Chir ky, ddu)

Nguyén Vin A
Ghi chia:
* Mau ndy 4p dung d6i voi cac vin ban duge ban hanh kém theo quyét dinh (c4 biét), bé cuc cé the

bao gbm chutmg muc, dién, khoan, didm.
(1) Trich yéu ndi dung clia vin ban.
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[image: image33.jpg]Miu 1.4 - Vin ban c6 tén logi khac ©

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

TEN CO QUAN, TO CHUC (2) Pjc lap - Ty do - Hanh phic
56: P ) T C) WU (5 ..., ngay  thang ndm20..

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (9)

« Lu: VT, .(10). Axx(11). (Chit ky, ddu)

Heo va tén

Ghi chii:

(*) MAu ndy ap dung chung di voi da sé cac hinh thirc viin ban hanh chinh c6 ghi tén loai cy thé nhur:
chi thi (ca biét), tos trinh, théng béo, chuong trinh, ké hoach, d& 4n, bao cdo, quy dinh v.v... Riéng ddi
Vi t trinh ¢6 thé them thanh phan “kinh gin” & vitri%a.

(1) Tén co quan, to chirc ch quan tnrc tiép (néu cd).

(2) Ténco quan, t8 chirc hogc chirc danh nha nréc ban hanh vin ban.

(3) Chir viét tit tén loai van ban.

(4) Cif viét tit tén co quan, t& chirc hodic chirc danh nhi nudc ban harh vin ban.

(5) Pia danh.

(6) Tén loai van ban: chi thi (ca biét), t& trinh, thong bao, chuong trinh, ké hoach, dé an, phuong an,
bao cao v.v...

(7) Trich yéu ndi dung v{m ban.

(8) N6i dung vin ban..

(9) Ghi quyen han, chuc vu cua nguo‘l ky nhur B§ truéng, Cuc trudng, Giam dbc, Vién truong LA
trrdmg hop ky thay mit tip thé lanh dgo thi ghi chi viét tit “TM” vao trudc tén co quan, td chuc hoac
tén tap thé lanh dao (vi du: TM. Uy ban nhan dén, TM. Ban thuong vu, TM. Héi d6ng...); nén ngeri
ky vin ban la cap phé cia ngwdi ding ddu co quan thi ghi chit viét tit “KT” vio trude chirc vu ciia
ngudi dung dau, bén dm’n ghi chic v cia ngum ky vin ban; cac truomg hep khic thuc hién theo
huéng din tax Khozn 1, Dién 12 cia Thong tir nay.

(10) Chi viét tit tén don vi soan thio va sb hrgng ban hru (néu cin).

(11) Ky hiéu ngudi danh may, nhin ban va sb lugng ban phat hanh (néu cin).



[image: image34.jpg]M3u 1.5 - Cong vin oy s

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

TEN CO QUAN, TO CHUC (2) Dic ldp - Ty do - Hanh phic
Sé: A ) W () WY (5) e, ngdy  théng  ndm 20...
V75 A () —
Kinh giri

Noi nhin; QUYEN HAN, CHUC VU CUA NGUOI KY(8)
- Nhu trén i ’

Blmrivaonaas, ~ » 4
D VI (9), Asx(10), ‘ (Chit k), dav)

Ho va tén

$6 XX phé Trang Tién, quén Hoan Kiém, Ha Ngi
DT (043) XXXXXXX, Fax: (043) XXXXXXX
E-Mail: .......... et tenen Website: ................c.eeeen. (11)

Ghi chi:

(1) Tén co quan, to chitc chir' quan trrc tiép (néu c6).

(2) Tén co quan, th chirc hoa.c chirc danh nha nudc ban hanh cbng viin.

(3) Chir vxét tat tén co quan, td chirc hodic chuc danh nha riude ban hanh cong vin.

(4) Chit viét tit tén don vi (Vu, phong, ban, tb, b§ phan chirc niing) soan thio cong van,

(5) Dja danh, :

(6) Trich yéu néi dung cong vin.

(7) Nb6i dung cdng vin.

(8) Ghi quyén han, chirc vu cia ngudi ky nhr Bb trudng, Cuc trudng, Gidm dbc, Vign trudmg v.v..
t.rucmg hop ky thay mit tip thé 1anh dao thi ghi chir viét tit “TM” truge tén co qua.n, ) chuc hodc ten
tap thé [4nh dao vi dyg: T™M. Uy ban nhin din, 'IM Ban thudng vy, TM Héi dbng...; néu ngudj ky
cbng vin 1a cip pho clia ngudi dimg diu co quan, tb chirc thi gh1 chit viét tit “KT” véo trude chic vu
cha ngum ditng déu, bén dudi ghi chirc vy cia ngucu ky cOng van; cdc trudng hop khdc thue hién theo
huéng din ta.l Khoin 1, Diéu 12 ciia Thong tr ndy.

(9) Chit viét tit tén don vj sogn thio v s& luo'ng ban hru (néu cin).

(10) Ky hi¢u nguéi danh méy, nhan ban va 56 lugng ban phat hanh (néu cén)

! l) Dia chi co quan, td chirc; s6 dién thoai, s6 Telex, sb Fax; dia c!n E-Mail; Website (neu can). .

* Néu noi nhin (kinh gm) la nhung chirc danh, chitc vy cao cap clia Nha nudc, thi phin noi nhé.rx
khéng ghi “nhu trén” ma ghi tryc tiép nhitng chitc danh, chirc vu 4y vio.
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[image: image35.jpg]Miu 1.6 - Quyét dinh (c4 biét) cha Thudng truc Hdi ddng nhin din

HOQI DPONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM*
sl (Wi Pjc l4p - Ty do - Hanh phiic
84: ....(2)..../QD-HPND (), ngay  thdng niim 20..
_ QUYET PINH
7/ —— [ TO—_

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

Can ¢t Lut td chire Hoi ddng nhin dan va Uy ban nhin din ngay 26 thang 11
nim 2003,

B) e, ;
QUYET DINH
Piéu 1. 6 e e e
Didu
....................... /.

Noi nkin: ™. THUO’NG TRU'C HBND (7)
-Nhu Didu....; CHU TICH (8)
T, (Chﬂ'ky va dtfu HBND)

- L VT,. .(9)....A. xx(lO)

Ho va tén

Ghi chu:
) Tentmh, thanhphomxcﬂmocTnmgumg huyén, quin, thi x4, thanh phé thudc tink; x4, thi trén.
(2) S6 thir ty ding ky quyét dinh cia Hbi dong nhén dén.
(3) Dia danh.
. (4) Trich yéu n6i dung quyét dinh.
(5) Céc cin ci khic ap dung dé ban hanh quyét dinh.
- (6) N6i dung quyét dinh,
(7) Thim quyén ky vin ban.
" (8) Néu Pho Chi tich ky thi ghi: KT, CHU TICH
: PHO CHU TICH
Néu Uy vién Thuéng tryc ky thi ghi: KT. CHU TICH
UY YIEN THUONG TRUC
(9) Chir viét tét tén don vi soan thao va sé. luqng béan hru (néu can)
(10) Ky higu nguoi danh may, nhin ban v} 58 lrong ban phat hanh (néu cin).
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[image: image36.jpg]Miu 1.7 - Viin ban c6 tén loai ciia cic Ban Hpi ddng nhan din

HOI PONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
(). Pic Idp - Ty do - Hanh phiic
S6: ..(2).../...(3)..-HDND wA4)..., ngay  thdng ndm20..
TEN LOAI VAN BAN
............ S - | Jr———
(6] e e
e

Noi nhgn: TM. BAN KINH T NGAN SACH
- : TRUONG BAN (7)

(Chit ky vé déu HDND)

Ho va tén

Ghi cha:
(1) Tén tinh, thanh phd tryc thude Trung uong; huyen, quin, thi x4, thanh phd thudc tinh; x4, phudmg, thi trn,
(2) 86 thar tl,r dang ky vin ban cta Hoi dbng nhén dan.
(3) Chit viét tit tén loai véin bin.
{4) Pia danh,
(5) Trich yéu n6i dung van ban.
(6) Noi dung vin ban.
(7) Néu Pho6 Trudng ban ky thi ghi: KT. TRUONG BAN
PHO TRUOGNG BAN
(8) Chit viét tét t3n Ban soan thdo vi sb luong ban heu (néu cin).
©9) Ky hiéu ngudi danh méy, nhén ban va s6 luong ban phat hanh (néu cin).
(MAu niy ding chung cho tit ¢4 cic loat viin ban c6 tén loai do cic Ban cita Hoi déng nhin dan ban
hanh).
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[image: image37.jpg]M4u 1.8 - Vin ban ¢6 tén loai cia Poan Pai biu Quéc hdi

POAN PAI BIEU QUOC HOX CONG HOA XA HQI CHU NGHIA VIET NAM
e (1) .. Dége 1§p - Ty do - Hanh phiic

86: .....cc..t...2).. -PPBQH cooi(3)n, ngdy  thdng  ndim 20...

TEN LOAI VAN BAN
............ vernenne (4) veeervernrenrenenns

Noi nhin: TM. POAN PAI BIEU QUOC HOI (5)
; TRUONG POAN (7)

(Chit ky, ddu PDBOH)

Hg va tén

Ghi chu:
(1) Tén tmh thanh pho trye thuje Trung vong.
(2) Chit viét tit tén loai vin ban
(3) bia danh
(4) Trich yeu n6i dung viin ban.
(6))] NOl dung van ban.
(6) Thim quy2n ky vin ban. Néu Trudng Poan ky véi thim quyen riéng thi khong c6 dong quyén han,
(7) Néu Phé Truéng doan ky thi ghi:- KT, TRUONG DOAN .
PHO TRUONG POAN
(8) Chir viét tit tén don vi soan thao va s6 luong ban hru (neu can).
) Ky hidu ngudi danh may, 56 lugng ban phét hanh (néu cin). .
{M3u nay diing chung cho tit ci cac loai vin ban cb tén loai cda Doan Dai bléu Quéc héi).
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[image: image38.jpg]M#iu 1.9 - Cong di¢n

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

TEN CO QUAN, TO CHUC (2) Pic 1ap - Ty do - Hanh phic
s CP-.(3).. (4)......., ngay thang  ndm 20....
CONG PIEN
............... (5) vernronnrones
veerierenn...(6) dién:
5% A LA §5 DN TR TN 5 DDA (D
8.
.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
-Luu VT . 9)... Axx(10). (Chit ky, dd'u)

Ho va tén

Ghi chi:

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

(2) Tén co quan, 1 chirc hodic chirc danh nhi nwée ban hanh cong dién.

(3) Chit viét t5t tén co quan, 4 chirc hoiic chirc danh nha nuéc ban hanh cong dién,
(4) Dia danh.

(5) Trich yéu n6i dung dién.

(6) Tén co quan, td chirc hoic chirc danh ciia ngirdi ding diu.

(7) Tén co quan, t3 chitc nhin didn.

(8) Néi dung dién.

(9) Chit viét tit tén don vi soan thio vi sb lugng ban hru (néu cin).

(10) Ky hiéu ngudi danh may, nhén ban va s8 luong ban phat hanh (néu cAn).

13
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[image: image39.jpg]Miu 1.10 - Gify mai

TEN COQUAN, TC CHUQUAN (1)  CONG HOA XA HOT CHU NGHIA VIET NAM

TEN CO QUAN TO CHUC (2) Dic lap - Ty do - Hanh phiic
S6: JGM-..(3)... o (4)....,ngdy  thang  ndm20.....
GIAY MOI
ShSoR e SRR sesesesssnnarsessassesses () coraassssennansiacirarasssariesessanas

.............................. @) ooiiiininnnnns ... trin trong kinh méi:

Ong (ba) 6) e
TH AW (P enrensesetosnsssmansnennnne e BREESRLERRRHERAERTE

ThOL GIaN: ..o e e e e

Dia didm
........................................................................ e
, Skl QUYEN HAN, CHUC VU CUA NGUOI KY
- Luu: VT . (8).. Axx(O). (Chi k, ddhu)
Ho va tén
Ghi chi:

(1) Tén co quan, to chirc chi quén tmc tiép (néu c6).

(2) Tén co quan, td chirc ban himh gidy mai,

(3) Chit viét tit tén co quan, t8 chitc ban hanh gidy moi.

(4) bia danh

(5) Trich yeu néi dung cude hop.

(6) Tén co quan, t3 chiic hoiic ho va tén, chic vy, dcrn vi cdng thc clia ngudi dugc moi.
(7) Tén (nol dung) cda cudc hop, héi théo héi nghi v.v..

(8) Chir viét tit tén don vi soan thio va sb luq‘ng ban hru (nén cin).

(9) Ky hi¢u ngudi danh may, nhin ban vi 6 luong ban phét hanh (néu cin).
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[image: image40.jpg]Miu 1.12 - Bién bin

TEN CO QUAN, TC CHUQUAN (1)  CQNG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Pic lip - Tw do - Hanh phiic

§6: /BB-...(3)...

BIEN BAN
SUURRUY () S,

Then gian bt du: ...

Diadiém: ...
Thanh phan tham d: ...............oooooiiiiiiiiieie e,

Chil trl (CRU L0@): ...eoviiieiiei ettt ettt sbess s ene s cnenss
THrky(ngirol ghi bIEHbANYE ooonmmmmmssamm s n oy oo
Nbi dung (theo dién bién cudc hop/hdi nghi/hgi thao):

Cudc hop (hoi nghi, hdi thio) két thic vao .... gi&r ..., ngdy ... thang ...
THU KY ' : CHU TOA.
(Chit ky) (Chit ky, ddu (néu.c6)).
Q)
Hg va tén Ho va tén
Noi nhin:

Lim: VT, hd so.

Ghi chii:

(1) Tén co quan, t6 chirc chi qun tryc tiép (néu c6).

(2) Tén co quan, td chire:ban hinh vin ban.

(3) Chit viét tit tén co quan, t6 chirc ban hanh vin ban, '
(4) Tén cudc hop hoic hi nghi, hdi thio.

(5) Ghi chirc vu chinh quyén (néu cdn).

16
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[image: image41.jpg]Miu 1.13 - Gidy bién nhin

TEN CO QUAN, TCCHUQUAN (1)  CONG HOA XA HOI CHU NGBIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pic 1ap - Ty do - Hanh phic
S6: /GBN-..(3)... ... (4)....., ngdy thdng  ndm 20....
GIAY BIEN NHAN
Hobso ...

Hovatén: ... o ()
Chitc i, dom Vi COME TAC: ..o et em s r e s
P4 tiép nhan hd so cia:

Ong (02): oo veveveee e e 6D e,
bao gdm

Nei nhin: . NGUOI TIEP NHAN
- (8);

- Luru: Hb so.

(KY ténydong ddu (néu cd))

Ho va tén

Ghi chi:

(1) Tén co quan, t chirc chi quan tryc tidp (néu c6).

(2) Tén co quan, th chic cip §iéy bién nhin hd so.

(3) Chii viét tit tén co quan, 15 chirc cfp gidy bién nhén hé so.

(4) Dia danh.

(5) Ho va tén, chirc vu va don vi cdng tic cha ngudi tiép nhan b so.
(6) Ho va tén, noi cOng tac hojic gidy t& tuf thin clia ngudi ndp hd so.
(7) Liét k& day &, cu thé cac viin ban, giy 1o, tai liéu c6 trong hd so.
(8) Tén ngudri hoiic co quan giri ho so.
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[image: image42.jpg]MAu 1.14 - Gidy chirng nhin

TEN COQUAN, TC CHUQUAN (1)  CQNG HOA XA HQI CHU NGHiA VIET NAM

TEN CO QUAN, TO CHUC (2) Djc lip - Ty do - Hanh phiic
S8 /GCN-(3) ...... (4), ngc‘zy thdng ndm 20 ...
GIAY CHUNG NHAN
v @it ... chimg nhan:
Noi nhin: o QUYEN HAN, CHUC VU CUA NGUOI KY
- Luu: VT, ...(6).... Axx(7). (Chit ky, ddu)

Ho va tén

Ghi chii:

(1) Tén co quan, t6 chirc chi quan tryc tidp (néu o).

(2) Tén co quan, t6 chirc cdp giéy chirng nhin.

(3) Chir viét tit tén co quan, t6 chirc cAp gidy chimg nhan.

(4) Pia dash, :

(5) Néi dung chimg nhan: x4c dinh cu thé ngudi, sy viée, van d& dge chimg nhén.
(6) Chir viét tit tén don vi soan thio vi s6 hrong ban hru (néu cin).

(7) Ky higu ngudi dinh may, nhin ban va s luong ban phat hanh (néu cin).

18
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[image: image43.jpg]MAu 1.15 - Gidy di dwong

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

TEN CO QUAN, TO CHUC (2) Bic ljp - Tu do - Hanh phiic
<6 /GDP-..(3)... el ®)....., ngay thang  ndam 20...

GIAY DI PUONG

Cép cho Ong (BA): ..o () e

ChITC VI .ttt b e et ettt et s e s ebes et s e e
NOi AUQC Gl B8R CONE TAC: .. v v oo e oo ee oo

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

QUYEN HAN, CHUC VU CUA NGU'OI KY

(Chit ky, ddu)

Ho va tén
— .
- A aas a Thoi Xde nhin ciia co
NOIT DI VA DEN | NE | Phuong i c(??::)g gian¢ | quan (¢t chirc)
: : e U e noi dén noi di,dén |
Di oo, '
.
Pén .o,
N | |
Bi i,
Pén. ...
|
Bi oo,
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[image: image44.jpg]-
Pén....cooooooon
__’ e
Dl |
Pén...oooeernnnnn
— 1
B 5 55850 20w v oo
S I 1 |
Dén...ccooooen
1
o T
— 1 T __S
bén.................
T |
- Véngudi: ...vé x...... =... d
. -Vécude: ... vé x...... Swes susme d
- Phu phi 13y vé bang dién thoai: ... vé x...... d=............ d
-Phongnghi: ..............vé x........ lo TN |
1LLPhucAp didudmg:.........cooove i e e e
2. PR CAD TU TTS .ot e e d

CTBRE COME: .. ve e et e e e

NGUOI DI CONG TAC  PHU TRACH BQ PHAN KE TOAN TRUONG

(Chit ky) (Chit ky, ddu) (Chit k)
Hg va tén Hg va tén Ho va tén
Ghi chi:

(1) Tén co quan, td chirc chii quan tryc tidp (néu c6).

(2) Tén co quan, td chirc cp gidy di duomg,

(3) Chir viét-tit tén co quan, 16 chirc cdp gidy di duomg,.

(4) bia danh.

(5) Ho va tén, chirc vu va don vi cong tac ciia nguéi duoc cdp gidy.



[image: image45.jpg]Miu 1.16 - Gidy nghi phép

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

TENCO'QUAN TO CHUC (2) Pic 13p - Ty do - Hanh phiic
S6: /GNP-..(3)... ... (4)....., ngay thang  ndm 20....
GIAY NGHi PHEP
Xét Pon xin nghi phép ngdy ................. cua 6ng (bad) ...............
ceeeeeeeeieeiee e @) e . clp cho
Ong (D8): ..ol e e
CREC VI oottt vt ea e st st a st et enes s s ersnaen st s s ebersanesaren s
Nghi phép ndim ............. trong thosi gian: ........., kétirngay ........... dén
Bétmgay ... 13 (B e
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- M...... i
- L VT,...(8)

(Chix ky, ddu)

Ho va tén
Xdc nhan cia co quan {16 chikc)
hodc chinh quyén dia phwong noi
nghi phép

(Chit ky, ddu)

Ho va tén

Ghi chii:

(1) Tén co quan, t chirc chﬁ quan trc tiép (néu cb).

(2) Tén co quan, tb chirc cip gidy nght pheg

(3) Chit viét tht tén co quan, to chirc cAp gidy nghi phép.

(4) Dia danh.

(5) Ho v t8n, chirc vyt va don vi cdng thc ciia ngudi duge cip gidy phép.
(6) Noi nghi phep

(7) Ngudi ducc cap gidy nghi phép.

(8) Chit viét tit tén don vi soan thio va s lugmg ban luu (néu ca.n)
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[image: image46.jpg]MAu 1.17 - Phiéu chuyén

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

TEN CO QUAN, TO CHUC (2) Dic lip - Ty do - Hanh phiic
S6: PC-.(3).. (4)....., ngay thing  ndm 20....
PHIEU CHUYEN
2 ¢6 nhin duoe ... ... (] I —
.(6) .
Kinh chuyén ............cooooooveee e (7) oo xem xét, giai quyét./.
Noi(;)hé"u QUYEN HAN, CHUC VU CUA NGUOI KY

(Chix ky, ddu)

Ho va tén

Ghi chi:

(1) Tén co quan, to chirc chu quan tnre tlep (néu cb).

(2) Tén co quan, 1 chirc ban hanh phiéu chuyén,

(3) Chir viét tit tén co quan, t4 chirc ban hinh phiéu chuyén,

(4) bia danh.

(5) Néu cu thé: don, thy ciha ca nhin, t3p the hoéic van ban, tai lidu cha co quan, 14 chirc nao, vé van dé
hay néi dung gi.

(6) Ly do chuyén.

(7) Tén co quan, t5 chuc phén phiéu chuyen viin ban, tai liéu.

(8) Théng thudng, phleu chuyen khéng cin fwu nhung phi dwgc vao sb ding ky tai vin thu co quan,
td chirc & theo doi, kiém tra.
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[image: image47.jpg]M3u 1.18 - Phiéu giri

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

TEN CO QUAN, TO CHUC (2) Pic 1ip - Ty do - Hanh phiic
s6: /PG-..(3).. —l4)....., ngiy théng  ndm 20...
PHIEU GUI
B o B 8 e e giri kém theo phidu ndy cde

e e r e
Sau khi nhan dwoc, d& nghi ............(6)............. giri lai phiéu nay cho
.............................. () Y UUTT RO A
Noi nhin: QUYEN HAN, CHUC VU CUA NGUUI KY
- nf6)...
-(7. .
(Chit ky, ddu)

...(8).., ngay...thang ... .nim....
Ngwoi nhan ‘Hg va tén

(Chirky) .

Heg va tén

Ghi chii:

(1) Tén co quan, t8 chirc chii quan tryc tiép (néu o).

(2) Tén co quan, tb chirc ban hinh phiéu gii.

(3) Chit viét tit tén co quan, t chirc ban hanh phiéu giri.

(4) Bia danh.

(5) Liét k& cy thé céc viin ban, tai lidu dugc giri kém theo phiéu giri.

(6) Tén co quan td chirc nhin phiéu giri va vin ban, ti liéu.

) Phiéu piri khdng cAn lwu nhung phai diroc vao sb ding ky tzi VT co quan, tb chirc dé theo ddi,
kiém tra.

(8) Pia danh noi co quan, t5 chire nhén phiéu giri va vin ban, tai liéu dong tru sd.
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[image: image48.jpg]Mé&u 1.19 - Thir cong

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

®) Pic lip - Ty do - Hanh phiic
.......... (2) .o, NEAY théng  nam 20...
TEN LOAI THU CONG (3)
nsasssvSeEnmeiTieiienen (A 55darnivisnsisiiunsoiininaiis

et /
CHUC VU CUA NGUOI GUI THU
(Chit k)

Ho va tén

Ghi chi:

(1) Tén co quan, t chirc noi céng tic cita ngudi ban hinh Th céng.

(2) Bia danh.

(3) Tén logi thu cong (Thu chic mimg, Thir khen, Thir thim héi, Thu chia budn).
(4) Trich yéu n6i dung Thu cong,

(5) N§i dung Thu cong.

(6) Logo ciia co quan, t5 chirc.

Chir y: Thu cdng khong déng du clia co quan, th chirc.
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[image: image49.jpg]M3u 2.1 - Bin sao vin ban

(1) Hinh thirc sao: sao y ban chinh, trich sao hodc sao luc.
(2) Tén co quan, t5 chirc thye hién sao vin ban.

(3) S6 ban sao.

(4) Ky hiéu ban sao.

(5) Chit viét tit tn co quan, t5 chirc sao vin ban.

(6) Dia danh.

(7) Ghi quyén han, chitc vu eiia ngudi ky ban sao.

BOQ ciciiivinrsisissiomsmanesnnnes CONG HOA XA HOI CHU NGHIA VIET NAM
—_— Dic lip - Ty do - Hanh phic
S6: ... 20../TT-B..... Ha N§i, ngay ...... thang ..... nam 20...
THONG TU
Y
Noi uAh(in: BO TRUONG
A, (Chit Iy, ddu)
‘Nguyén Vin A
_TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
$6: .(3)./SY®)-..(5)... 6) .o, ngay  thing  ndm 20...
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOIKY (7)
Lo VT (Chit ky, db)
Nguyén Vin A
Ghi chi: B



[image: image50.jpg]Phu luc VI
NG VAN BAN HANH CHINH
~BNV ngéy9thdng ! nam 2011 ctia B¢ Noi vu)

1. Viét hoa chit cai dAu 4m tiét thir nhit ciia mdt cAu hoan chinh: Sau ddu cham
" céu (); sau d4u chim hoi (2); sau du chim than (1); sau ddu chdm limg (...); sau
dau hai chém (:); sau d4u hai chdm trong ngodic kép (: “...”) va khi xubng dong.

2. Viét hoa chit c4i diu 4m tit thir nht cdia ménh d8 sau ddu chim phdy () va
déu phéy () khi xudng dong. Vi du:
Cin citr Lut Té chirc Chinh phi ngdy 25 thang 12 nim 2001;

e Theo 42 nghj ctia B trudmg B6 N6i vu va Bo tredng B Khoa hoc va Cong
nghé, .
IL VIET HOA DANH TU RIENG CHI TEN NGUOI
1. Tén ngudi Viét Nam

a) Tén thong thudmg: Viét hoa chit cai dAu tht ca cac &m tiét cia danh tir
riéng chi tén ngudi. Vi du:

- Nguyén Ai Quéc, Trin Phu, Giang A Pao, Ko Pa Ko Long. ..

b) Tén hiéu, tén goi nhan vat lich sir: Viét hoa chir c4i din tt ca c4c am tiét.

Vi du Vua Hing, Ba Triéu, Ong Giéng, Dinh Tién Hoang, Ly Thai T4, Bic

/i
a) Trudmg hop phién 4m qua 4m Han - Viét: Viét theo quy tic viét tén ngudi k
Viét Nam. .

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

b) Trudmg hop phién &4m khong qua 4m Hén - Viét (phién 4m truc ti€p sét
c‘éch doc cila nguyén ngi¥): Viét hoa chit cai dAu 4m tiét thir nhét trong mdi thanh
to.

H, Cu HS.. .
2. Tén ngubi nuéc ngodi dugce phién chuyén sang tiéng Viét g
$

Vi dy: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-16...
IIL VIET HOA TEN DPIA LY
1. Tén dja ly Viét Nam

a) Tén don vj hanh chinh dwegc chu tao glu'a danh tir chung (tinh, huyén,
xa...) vdi tén neng cia don vi hanh chinh d6: Viét hoa chit cai diu cua cac Am tidt
tao thanh tén riéng va khéng ding gach nbi.

Vi du: thanh phé Thai Nguyén, tinh Nam Djnh, tinh Dik Lak ., quAn Ha1
Chau, huyén Gia Lam, huyén Ea H’leo, thi x4 Séng Céng, thj trdn Cﬁu Gidt...
phudmg Nguyén Trii, x3 Ia Yeng



[image: image51.jpg]b) Trudmg hop tén don vi hanh chinh droc chu tao gifta danh tir chung Két
hop véi chir sb, tén ngudi, tén su kién lich sir: Viét hoa ca danh tir chung chi don vi
hanh chinh d6. _
Vi du: Quén 1, Thinh phd Hd Chi Minh, Phudng Dién Bién Phi. ..
¢) Trrdng hop viét hoa diic bist: Thu d6 Ha Nbi.
d) Tén dia ly duoc cAu tao giira danh tir chung chi dja hinh (song, ni, hd,
bién, cira, bén, clu, viing, lach, vam v. v.. .) v6i danh tir rieng (co mot am tiét) tréy
thanh tén riéng cia dia danh 36: Viét hoa tAt ca cac chir cai tao nén dia danh.
Vi du: Cira Lo, Viing Tau, Lach Trudng, Vam C6, Ciu 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 Ld, cho Bén Thanh, séng Vam Cé, vinh Ha Long...
’ d) Tén dia 1y chi mt ving, midn, khu vyc nhét dinh dugc cAu tao bﬁng fr
chi phuong hu'cmg két hop véi tir chi phu'ong huéng khac: Viét hoa chir cai dau
cua tAt ca cac 4m tiét tao thanh tén gol Dbi véi tén dia Iy chi ving mién riéng duuc
c4u tao bing tir chi phuong hucmg két hop vdi danh tir chi dja hinh thi phai viét
hoa céc chir cai dAu mBi am tiét.

‘Vidu: Tay Bic, Dong Béc, Bic B, Nam Ky, Nam Trung BJ...

2. Tén dia Iy nu6c ngoai durge phién chuyén sang tiéng Vist

.a) Tén dia ly d4 duoc phién Am sang Am Han Viét: Viét theo quy tic viét hoa
tén dia ly Viét Nam.

Vi du: Béc Kinh, Binh Nhuomg, Phap, Anh, My, tl‘huy Si, Ty Ban Nha...

b) Tén dia ly phién &m khdng qua dm Han Viét (phién 4m tryc tiép sat cach
doc cia nguyen ngir): Viét hoa theo quy thc viét hoa tén nguoi nude ngodi quy
dinh tai Diém b, Khoan 2, Myc IL .

Vi du: Mét-xco-va, Men-bon, Sing-ga-po, Cd-pep-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 du ciia cdc tir, cum tir chi loai hinh co quan, t5 chirc; chire
ning, lmh vic hoat ddng cia co quan, t6 chire.

Vi du:

- Ban Chi dao trung wvong vé Phong chéng tham nhiing; Ban Quan ly dy an
Dé diéu...

- Uy ban Thu'ong vu Quéc hoi; Uy ban Dm ngoai cua Quéc hoi; Uy ban
Trung wong Mit trin to quoc Viét Nam; Uy ban v& Céc vin d& xa hoi cia Qude
hoi; Uy ban Nha nuwée vé& Ngudi Viét Nam & nwde ngoai;

.~ Vin phbng Cht tich nuéc; Vin phong Quéc h01 Vin phong Uy ban nhan
dén tinh Nam Dinh..





[image: image52.jpg]- B¢ Tai nguyen va M6i truong; BO Khoa hoc va Cong nghe, B& Nong
nghiép va Phat trién nong thén; B Cong Thuong; Bs Vin hod, Thé thao va Du
lich; B Thong tin va Truyén thong. ..

- Téng cuc Thué; Tong cuc Hai quan; Cuc Xiém tra vin ban quy pham phap
luat; Cuc Khio thi va Kiém dijnh chét lwong gido duc...

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

- Tap doan Diu khi Vidt Nam; Tap doan Cong nghiép Than - Khoang 'san Vlet
Nam; Ngin hang P4u tir va Phat trién Viét Nam; Ngan hang Ngoai thuong Viét
Nam;...

- Hoi ddng nhin d@n tinh Son La; Uy ban nhan dén tinh Bic Ninh; Uy ban
nhén ddn quin Ba Pinh; Uy ban nhan din huyén Vu Ban;...

- S& Tai chinh; S& Tai nguyén va Mdi trudng; S& Xay dung; S& Ké hoach
va Pu tir; S& Gido duc va Dao tao;..

- Hoc vién Chinh trj - Hanh chinh quéc gia H& Chi Minh; Trudmg Dai hoc
Khoa hoc xd hdi va Nhin vin Ha N6i; Trudng Cao dang Noi v Ha Noi; Truong
Dai hoc din 13p Vin Lang; Trudng Trung hoc phd théng Chu Vin An; Truong
Trung hoc co s& Lé Quy Pén; Trudng Tidu hoc Thanh Cong;...

- Vién Khoa hoc xd h¢i Viét Nam; Vién Khoa hoc va Céng ngh¢ Viét Nam e
Vién Ung dung cong nghé;... {}A i
- Trung tim Nghién ctru Gido duc dan tdc; Trung tim Khoa hoc va Céng - i
nghé vin thu Iwru trit; Trung tdm Trién 13m vin hoa nghé thut Viét Nam; Trung .
tdm Tu vAn Gidm st chit lugng cong trinh;.

- Bao Thanh nién; Béo Dién dan doanh nghlep, Tap chi T chirc nha nuéc; © .
Tap ch1 Phit trién gido duc; Tap chi Dan chii va Phap luat;. .

- Nha Van hoa huyén Gia Lam; Nha Xuét ban Ha Nbi; Cdng Théng tin dlen
tir Chinh phu; ..

- Nha may D(’)ng tau Séng Cam; Nha méy San xuét phy timg va Lap rép xe
mdy; Xi nghiép Ché bién thiy san dong lanh; Xi nghiép Dam bao an toan giao
thong dudng séng Ha Nbi; Xi nghiép Tric dia Ban db 305;...

- Cong ty C4 phén Diu tu Tu vén va Thiét ké xay dymg; Cong ty Nhya Tién
Phong; Céng ty Trach nhiém hitu han Du lich va Van tai Dong Nam A; Cong ty
Po dac Dia chinh va Céng trinh;...

- Hoi Nhac sf Viét Nam, Hoi Ngudi cao tudi Ha Noi, Hoi Chir thap do Viét
Nam, Ho1 N6ng din Viét Nam..

- Vu Hop tac quoc té; Phong Nghlen ciru khoa hoc; Phéng Chinh sach x3
hoi; Hoi ddng Thi tuyén vién chirc; Hoi ddng Séng kién va Cai tién ky thuit; ..

- Trudng hop viét hoa dic biét:
Ban Chip hanh Trung wong Pang Cong san Viét Nam; Van phong Trung
uvong Pang.
' 3



[image: image53.jpg]2. Tén co quan, t& chirc nudc ngoai

a) Tén co quan, t8 chirc nwde ngoai dd dich nghia: Viét hoa theo quy tic viét
tén co quan, t& chirc ciia Viét Nam.

Vi du: Lién hop qubc (UN); T chirc Y té thé gisi (WHO); Hiép hOl Cée
qubc gia Déng Nam A (ASEAN)...

b) Tén co quan, t6 chirc nwée ngoai dugc sir dung trong vin bén & dang viét
- tht: Viét bang chit in hoa nhur nguyén ngit hodc chuyén ty La-tinh néu nguyén ngit
khéng thudc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG...
V. VIET HOA CAC TRUONG HQP KHAC
1. Tén cé4c huin chrong, huy chiwong, cac danh hiéu vinh dy

Viét hoa chit cai dAu cta cac 4m tiét ciia cac thanh t8 tao thanh tén neng va
céc tir chi thir, hang.

Vi du: Hudn chuong Déc 1dp hang Nhét; Huin chuong Sao vang; Hudn
chuong Lé-nin; Huin chwong HS Chi Minh; Hnﬁn chuong Ch‘ién cﬁng; Huz‘m
chuong Khang chién hang Nhi; Huy chuong Chién si vé vang; Bang Té quoc ghi
cbng; Giai thuéng Nha nudc; Nghe si Nhin dan; Nha gido Uu ti; Thay thude Nhan
dan; Anh hing Lao déng; Anh hing Luc lrgng vil trang nhin dan;.. ¥

2. Tén chirc vy, hoc vi, danh hién

Viét hoa tén chirc vu, hoc vi néu di lidn véi tén ngudi cy thé.

Vi dy:

- Chit tich H8 Chi Minh, Téng théng V.V. Pu-tin, Dai tuéng Vo Nguyen
Giap,...

- Phé Thu tuérng, Téng Cuc truo‘ng, Phé Téng Cuc tredmg, Phd Cuc trudmg,
Téng Giam dbc, Giam dbc, Phé Giam déc, Chanh Vin phong, Phé Chanh Vin phong,
Trudng phong, Pho Trudmg phong, Téng thu ky ...

- Gio su Vién sT Nguyén Vin H., Tién st khoa hoc Pham Van M.

3. Danh tir chung d4 riéng hoa

Viét hoa chir cai d3u ctia tir, cum tir chi tén goi d6 trong trudmg hop ding
trong mot nhin xung, dimg ddc 14p va thé hién sy trin trong.

Vi du: Bac, Ngudi (chi Chu tich H6 Chi Minh), Pang (chi Pang Cong sin
Viét Nam), ...

4. Tén cac ngay 1, ngay ky niém

Viét hoa chir cai diu cia 4m tiét tao thanh tén goi ngay 1, ngay ky niém.

Vi du: ngay Quéc khanh 2-9; ngay Qudc té Lao dong 1-5; ngay Phu nir Viét
Nam 20 -10; ngay Luwu trit Viét Nam 1an thir Whit, ...

_ 5. Tén céc su kién Hch sir va céc tridu dai
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[image: image54.jpg]Tén céc sir kién lich sir: Viét hoa chit cai diu cua céc 4m tiét tao thanh su
kién va ten su kién, trong truedmg hop cé cac con sé chi mbc thei gian thi ghi bang
chit va viét hoa chir d6.

Vi du: Phong trao Cin vu'ong; Phong trao X6 viét Nghé Tinh; C4ch mang
thang Tam; Phong trao Phy nit Ba dam dang;...
Tén céc tridu dai: Triéu Ly, Tridu Trin,...
6. Tén céc loai van ban
Viét hoa chit cai ddu cia tén loai vin ban va chit c4i diu cia Am tiét thir nhit
tao thanh tén riéng cua vin ban trong trirdmg hop néi dén mét vin ban cu thé.
Vi du: Nghi quyét Dai hoi dai biéu toan quéc 1an thir X ciia Dang; B lujt
Dan su; Ludt Giao dich dién tr; ...
Trudng hop vién din cac diéu, khoan, diém cia mot vin ban cu thé thi viét
hoa chir cai diu cua didu, khoan, diém.
Vi du:
- Cian cir Biu 10 B6 luat Lao doéng...
- Can ctr Diém a, Khoan 1, Didu 5 Luét Giao dich dién tir...
7. Tén cac tac phim, sach béo, tap chi
Viét hoa chit c4i diu ciia 4m tiét thir nhét tao thanh tén tac phAm, séch b
Vi du: tac pham Puong kich ménh; tir dién Bach khoa toan thur; tag \chi
Cong san; ’
8. Tén c4c nam Am lich, ngay tiét, ngay tét, ngay va thang trong nim
a) Tén cac nim 4m lich: Viét hoa chi¥ cai d4u ca tAt ca cac 4m tiét tao
tén goi. ,
Vi du: Ky Ty, Tan Hei, Mau Tuét, M4u Than,...
, b) Tén cac ngay tiét va ngay tét: Viét hoa chit cai diu ciia 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 chir Tét trong tnrong hop ding 32 thay cho mot tét cy thé (nhur Tét
thay cho tét Nguyén d4n).
_ ©) Tén céc ngay trong tuin va théng trong nim: Viét hoa chit c4i diu cia dm
tiét chi ngay va thang trong trudng hop khéng ding chir sé:
Vi du: thir Hai; thir Tur; thang Nim; thang Tam,;. ..
9. Tén goi cac ton gi4o, gido phai, ngay 1€ tén gido
- Tén goi cdc tén gido, gido phai: Viét hoa chit cai diu cua cac am tiét tao
thanh tén goi.




[image: image55.jpg]Vi du: dao Co Déc; dao Tin Lanh; dao Thién Chtia; dao Hoa Hao; dao Cac
Be‘li...hc_)ac chit cai ddu cua 4m tiét tao thanh tén goi nhu: Nho gido; Thién Chia
gido; Hoi gido;... .

- Tén goi ngay 18 t6n gido: Viét hoa chir c4i dAu cvia 4m tiét thir nhat tao
- thanh tén goi.

Vi du: 18 Phyc sinh; 18 Phit dan;...

My
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