10

CONG BAO

SG16 - 21 -5 - 2005

CAC BO

LIEN BO

BO NOI VU - VAN PHONG CHINH PHU

BO NOI VU - VAN PHONG
CHINH PHU

S6: 55/2005/TTLT-BNV-VPCP

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phic

Ha Noi, ngay 06 thang 5 nam 2005

THONG TU LIEN TICH
Huéng dan vé thé thitc va ky thuat trinh bay vian ban

Cdan cit Nghi dinh 56 45/2003 /| ND-CP
ngay 09 thang 5§ nam 2003 cua Chinh
pht quy dinh chitc ndang, nhiém vu,
quyén han va co cdu té chite cia Bé Noi

vu,

Can cw Nghi dinh s6"18/2003 /| ND-CP
ngay 20 thang 02 nam 2003 cua Chinh
pht quy dinh chitc ndng, nhiém vu,
quyén han va co cdu té chic cia Vin
phong Chinh phu;

Cén ci Diéu 5 va Didu 35 ciia Nghi dinh
s6°110/2004/ND-CP ngay 08 thdng 4
nam 2004 cua Chinh phi vé cong tdc vdn
thi, Diéu 3 ciia Nahi dinh s6 1352008/
ND-CP ngay 14 thang 11 ndm 2003 cua
Chinh phii vé kiém tra va xi ly van bdn

quy pham phap ludt;

Bé Néi vu va Van phong Chinh phu

hudng dan vé thé thitc va ky thudt trinh

bay vdan ban nhu sau:

I. HUONG DAN CHUNG

1. Pham vi va déi tuong ap dung

Thong tu nay huéng din vé thé thiic
va ky thuat trinh bay van ban quy pham
phap luat, van ban hanh chinh va ban
sao van ban; dudc ap dung d6i véi cac co
quan nha nudc, té chiic xa héi, t8 chiic xa
hoi - nghé nghiép, t6 chiic kinh t& va don
vi vii trang nhin dén (sau day goi chung

la co quan, to chic).
2. Thé thiic van ban

Thé thiic vin ban 1a tap hgp cac thanh
phan cdu thanh van ban, bao gém

nhiing thanh phan chung 4p dung déi
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véi cac loai vén ban va cac thanh phan
b8 sung trong nhiing trudng hop cu thé
hoac ddi véi mot s8 loai van ban nhét
dinh theo quy dinh tai Nghi dinh sé
110/2004/ND-CP ngay 08 thang 4 nam
2004 ctia Chinh pht vé céng tac van thu
va hudng dan tai Thong tu nay.

3. Ky thuat trinh bay van ban

K# thuat trinh bay vin ban quy dinh
tai Thong tu nay bao gom khd gidy, kiéu
trinh bay, dinh 1€ trang vén ban, vi tri
trinh bay cac thanh phén thé thitc, phéng
chit, cd chit, kiéu chit va cac chi tiét trinh
bay khaec, duge 4p dung dé6i vdi van ban
dude soan thao trén may vi tinh st dung
chudng trinh soan thao vin ban (nhu
Microsoft Word for Windows) va in ra
gidy; c6 thé ap dung d61 véi van ban duge
soan thao bing cac phuong phap hay
phudng tién ky thuat khac hodc dai vdi
vén ban duge 1am trén gidy mau in sdn;
khong ap dung d6i véi van ban duge in
thanh sach, in trén bao, tap chi va cac
loai 4n phdm khac.

4, Phéong chit trinh bay vian ban

Phéng chit sit dung dé trinh bay van
ban phai 1a cic phéng chil tiéng Viét véi
kiéu chit chdn phuong, bao dam tinh
trang trong, nghiém tic cua vin ban. Déi
véi nhiing van ban diang trong trao ddi
théng tin dién t& gitta cac cd quan, t&
chic ciia Nha nudc, phai st dung céac
phéng chit cia bé ma ky tu chit Viét
(phong chil tiéng Viét Unicode) theo Tiéu
chudn Viét Nam TCVN 6909: 2001.

II. THE THUC VAN BAN

1. Quéc hiéu

Qudc hiéu ghi trén van ban bao gém 2
dong chit: “Cong hoa xa hoi chu nghia Viét
Nam” va “Déc lap - Tu do - Hanh phuc”.

2. Tén co quan, t6 chitc ban hanh

van ban
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ban bao gdm tén cua co quan, to chiic ban
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hanh vdn ban va tén cua co quan, t
chiic chu quan cap trén truc tiép (néu cb)
cidn c quy dinh caa phap luat hodc ci
¢t van ban thanh lap, quy dinh té chiic

Thu

WWWW,

b may clia co quan, t6 chic c6 théim:

68

quyén, tri trudng hgp d61 véi cac B@,_::;';:ci:
quan ngang Bd, co quan thudc Chiﬁl‘%
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téc va cac Uy ban ctia Quac hoi.

»
ﬂ? * Tel: +8?—

Tén cua cd quan, t6 chic ban hanh va
ban phai duge ghi ddy du theo tén go
chinh thic cdn cd van ban thanh lap:
quy dinh té chic bé may, phé chuén, cdp

awdo

gidy phép hoat dong hodc cong nhan tu
cach phap nhén cta co quan, t6 chiic cé
th&m quyén; tén cta cd quan, té chic chu
quan cip trén tryc tiép cb thé viét tét
nhiing cum ti thong dung nhu Uy ban
nhéan dan (UBND), Héi déng nhén dén
(HDND).

Vi du:

- Tén co quan, to chic ban hanh vin

ban:
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BO GIAO THONG VAN TAI

TONG CONG TY
DIEN LUC VIET NAM

BO NOI VU

UY BAN NHAN DAN
TINH THAI NGUYEN

- Tén co quan, té chiic ban hanh van ban (trudng hgp ¢ cd quan, té chiic chi quan

cap trén truc tiép):

BO GIAO THONG VAN TAI
CUC HANG HAI VIET NAM

VIEN KHOA HOC XA HOI
VIET NAM
VIEN DAN TOC HOC

3. S6, ky hiéu cua van ban

a) S0, ky hiéu cua van ban quy pham
phap luat

S6, ky hiéu ctia vin ban quy pham
phép luat do Quéc hdi, Uy ban Thudng
vu Qudc hdi va cac cd quan nha nude ¢
thAm quyén khac 6 Trung uong ban
hanh dudc thuc hién theo quy dinh tai
Diéu 3 ctia Nghi dinh s6 101/CP ngay 23
thang 9 ndm 1997 caa Chinh phu quy
dinh chi ti€t thi hanh mét s& diéu cua
Luat Ban hanh v&n ban quy pham phap
luat va hudng dan tai Théng tu nay, cu
thé nhu sau:

- 86 ctiia van ban quy pham phéap luat
bao gém s6 thd tu dang ky dugc danh
theo tiing loai vdn ban do cd quan ban
hanh trong mét ndm va nadm ban hanh
van ban d6. S& duge ghi bing chil s& A-
rap, bat dau tit s6 01 vao ngay ddu nim
va két thuc vao ngay 31 thang 12 hang

UBND TINH THAI NGUYEN
SO XAY DUNG

TONG CONG TY
DIEN LUC VIET NAM
CONG TY PIEN LUC 1

ThuVienPhapLuat.com

n&dm; ndm ban hanh phai ghi ddy du cac
s6, vi du: 2004, 2005;

4 * www,

- Ky hiéu ctia van ban quy pham ph&p 2
luat bao gbm chit viét tit tén loai vﬁmé
ban theo Bang chit viét tét tén loai van -
ban va ban sao kém theo Théng tu néy%
(Phu luc I) va chit viét tit tén cd quan =
hozc chitc danh nha nuée (Ché tich nuéc, -
Tha tuéng Chinh phu) ban hanh van
ban.

0

aw

S6, ky hidu ctia vin ban quy pham
phéap luat do H¢i déng nhan dan, Uy
ban nhan dédn ban hanh dude thuc hién
theo quy dinh tai Diéu 7 ctia Luat Ban
hanh vin ban quy pham phéap luat cua
Hbi déng nhéan din, Uy ban nhén dan
s6 31/2004/QH11 ngay 03 thang 12 nim
2004.

b) S6, ky hiéu ciia vin ban hanh chinh

S6 cua vian ban hanh chinh 13 s8 thu

tu dang ky vén ban do cd quan, t8 chiic
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ban hanh trong mét nam. Tiy theo tdng
s6 vén ban va sd lugng mbi loai vén ban
hanh chinh dugc ban hanh, cac cd quan,
t8 chiic quy dinh cu thé viéc dang ky va
dénh s8 vdn ban. S8 cua van ban dudc
ghi biing chit s6 A-rap, bat ddu tir s& 01
vao ngay dau nam va két thic vao ngay
31 thang 12 hang nam.

Ky hiéu cua vin ban hanh chinh

- K¢ hiéu cia quyét dinh (ca biét), chi
thi (c4 biét) va cta céac hinh thic van
ban c6 tén loai khac bao gdm chit viét tét
tén loai vén ban theo Bang chit viét tit
tén loai vidn ban va ban sao kém theo
Théng tu nay (Phu luc I) va chit viét tét
tén cd quan, td chitc hodc chitc danh nha
nudc ban hanh vin ban.

- K¢ hiéu ctia cong vén bao gom chit
viét tdt tén co quan, td chiic hodc chic
danh nha nudc ban hanh céng van va
chit viét t&t tén don vi soan thao hoic
chu tri soan thao céng van d6 (néu co),

vi du:

Cong vén cua Chinh pha do Vu Hanh
chinh V&n phong Chinh phu soan thao:
S6: .../CP-HC;

Céng van cua Thu tuéng Chinh phu
do Vu Van xa Van phong Chinh phu
soan thao: S6: ... /TTg-VX;

Céng van ctua Bd Xdy dung do Cuc
Quan 1y nha Bs Xay dung soan thao:
So: .../BXD-QLN;

CONG BAO
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Céng vin cua Uy ban nhan dén
tinh ... do td chuyén vién (ho#c thu ky)
theo doi linh vdc van héa - xa hdi soan
thao: S6: ../UBND-VX;

Céng van cua S6 Céng nghiép tinh ...
do Van phong S& soan thao: S&: .../SCN-
VP.

Chil viét tit tén cd quan, t& chiic ban
hanh vin ban va chit viét tit tén cac don
vi trong mdi cd quan, t& chitc phai dugc
quy dinh cu thé, bao dam ngén gon, dé
hiéu.

4, Pia danh va ngay, thang, nam
ban hanh van ban

a) Dia danh ghi trén van ban la tén goi
chinh thiic ciia don vi hanh chinh (tén
riéng cua tinh, thanh phd truc thude 2

45 6684 * www.ThuVienPhapLuat.com

Trung uong; huyén, quan, thi xa, thanh
phd thudc tinh; xa, phudng, thi trin) noi
¢d quan, td chitc déng tru sd; doi véi
nhing don vi hanh chinh dugc dat tén
theo tén nguoi hodc bing chil s& thi phai
ghi tén goi ddy du cua don vi hanh chinh =
d6, cu thé nhu sau:

+8

wSoft = Tel

- Dia danh ghi trén vin ban cua cac co
quan, t6 chitc Trung uong la tén cua tinh,
thanh phé truc thudc Trung uong hoac
tén cua thanh phd thudc tinh (néu co)

ndi cd quan, t6 chiic déng tru s8, vi du:

Van ban cua B6 Cong nghiép, cua Cuc
Xuét ban thudc Bé6 Van héa - Thong tin,
cua Cong ty Dién luc 1 thuje Téng cong
ty Dién luc Viét Nam (c6 tru sd tai thanh
phd Ha Noi): Ha NGi;
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Vin ban cia Nha may Thuay dién Hoa
Binh (c6 tru so tai thi xa Hoa Binh, tinh
Hoa Binh): Hdoa Binh; cua Phan xa
Thong tdn xa Viét Nam tai tinh Quang
Tri thudéec Théng tdn xa Viét Nam (c6 tru
sd tai thi xa Déng Ha, tinh Quang Tri):
Qudng Tri; cua Trudng Cao dédng Quan
tri kinh doanh thude Bo Tai chinh (c¢6 tru
s6 tal thi trdn Nhu Quynh, huyén My
Van, tinh Hung Yén): Hung Yén,

Vin ban cta Vién Hai duong hoc thudc
Vién Khoa hoc va Cong nghé Viét Nam
(c6 tru s6 tai thanh phé Nha Trang, tinh
Khanh Hoéa): Nha Trang.

- Dia danh ghi trén vin ban cua céac cd

quan, t6 chic c4p tinh:

+ D&1 véi cac thanh phé truc thudc
Trung udng: 1a tén cua thanh phé tryc
thudc Trung uong, vi du:

Vin ban cta Uy ban nhéin dén thanh
phé Ha Néi va ctia cac Sd, ban, nganh
thudc thanh phd: Ha Néi; caa Uy ban
nhén dan thanh phd H6 Chi Minh va cha
cac Sd, ban, nganh thuéc thanh phé:
Thanh phé H6 Chi Minh.

+ D61 véi cac tinh: 12 tén cua thi xa,
thanh phé thudc tinh hoac ciia huyén noi
cd quan, t8 chic déng tru sd, vi du:

Vin ban cta Uy ban nhén dan tinh
Ha Nam va cta cac Sd, ban, ngdnh thudc
tinh (c6 tru sd tai thi xa Pha Ly, tinh Ha
Nam): Phi; Ly:

S§16-21-5-2005

Van ban ctia Uy ban nhan déan tinh
Hai Duodng va cua cac Sd, ban, nganh
thudc tinh (c6 tru sd tai thanh phé Hai
Duong, tinh Hai Duong): Hai Duong; cua
Uy ban nhéan déan tinh Quéang Ninh va
cua cac Sd, ban, nganh thudc tinh (¢c6 tru
sG tai thanh pho Ha Long, tinh Quang
Ninh): Ha Long; caa Uy ban nhan dan
tinh Lam DPong va cta cac Sd, ban,
nganh thudc tinh (cé tru s6 tai thanh phés
Da Lat, tinh Lam Dong): Pa Lat;

Vian ban cia Vuon Quéc gia Ba Bé (c6
tru sd tai huyén Ba Bé, tinh Bic Kan):
Ba Bé: cia Ban Quan 1y Ctia khéu quéc
t&€ Bd Y (c6 tru sd tai huyén Ngoc Hoi,
tinh Kon Tum): Ngoc Hoi. '

45 6684 * www.ThuVienPhapLuat.co

- Dia danh ghi trén van ban cta cag ¢o>

quan, td chic cdp huyén la tén cuaz

+

huyén, quan, thi xa, thanh phd thudc

tinh, vi du:

* Tel

Vin ban cta Uy ban nhan dan huyé
Séc Son (thanh phd Ha Noi) va cua cac
phong, ban thudc huyén: Soc Son;

wSoft

a

Vin ban cta Uy ban nhan dan quén 1
(thanh ph& Hé Chi Minh) va cta céac
phong, ban thudc quan: Qudn I; cua ny
ban nhan ddn quan Go6 Vdp (thanh phd
H8 Chi Minh), cta cac phong, ban thuéc
quan: Go Vidp;

Vin ban ctia Uy ban nhan dan thi xa
Ha Déng (tinh Ha Tay) va cua cic phong,
ban thudc thi xa: Ha Pong,
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Vin ban cia Uy ban nhan dan thanh
pho Dién Bién (tinh Dién Bién) va cla céac

phong, ban thudc thanh phé: Dién Bién.

- Dia danh ghi trén van ban cua Héi
d6ng nhan dan, Uy ban nhan dan va
ctia cac to chitc cdp xa la tén cha xa,

phuong, thi tran dé, vi du:

Vin ban cia Uy ban nhan dan xa Kim
Lién (huyén Nam Dan, tinh Nghé An):
Kim Lién;

Vin ban cia Uy ban nhan dan phuong
Nguyén Trai (thi xad Ha Péng, tinh Ha
Tay): Phudng Nguyén Trdi; cia Uy ban
nhdn dan phudng Céng Vi (quan Ba
Dinh, thanh phé Ha Noéi): Céng Vi,

Vin ban cia Uy ban nhan dan thi
trdn Cu Chi (huyén Cu Chi, thanh phé
Hé Chi Minh): Cu Chi.

Dia danh ghi trén vian ban cua cac co
quan, t6 chic va don vi vii trang nhan
dan thudc pham vi quan 1y ctia B Quéc
phong duge thuc hién theo quy dinh caa
phép luat va quy dinh cu thé cia Bb
Quéc phong,

b) Ngay, thang, ndm ban hanh van
ban

Ngay, thang, ndm ban hanh v&n ban
quy pham phép luat do Quéc hsi, Uy ban
Thudng vu Quéc hoi, Hoi dong nhan dan
ban hanh 12 ngay, thang, nam van ban
duge thong qua.

Ngay, thang, nam ban hanh van ban
gquy pham phép luat khac va van ban
hanh chinh 14 ngay, thang, nam van ban
duge ky ban hanh.

Ngay, thang, ndm ban hanh van ban
phai duge viét day da ngay... thang...
nidm...; cac s6 chi ngay, thang, ndm dung
chit s& A-rap; d8i véi nhitng s8 chi ngay
nho hon 10 va thang 1, 2 phai ghi thém
s6 0 ¢ trudc.

5. Tén loai va trich yéu ndi dung
cua vian ban

a) Tén loai van ban 12 tén cua tiing loai
vin ban do co quan, td chic ban hanh.
Khi ban hanh van ban quy pham phéap
ludt va vdn ban hanh chinh, déu phé:l
ghi tén loai, trit cong vin.

b) Trich y&u néi dung ciia vén ban la
mot cdu ngén gon hodc mét cum tit, phan
a4nh khai quat néi dung cht yéu cta vin

ban.
6. Noi dung van ban
a) N6i dung vén ban

N6i dung vdn ban 1a thanh phén cha
y&u clla mét van ban, trong d6, cac quy
pham phéap luat (d61 véi véan ban quy
pham phéap luat), cac quy dinh duge dat
ra; cdc van dé, su viéc duge trinh bay.

N6i dung vén ban phai bao dam nhiing
yéu ciu cd ban sau:

- Phu hgp véi hinh thdc van ban duge
su dung;

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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- Phu hop véi dudng 161, chu truong,
chinh sach ctia Dang; phu hgp véi quy
dinh ctia phap luat;

- Cac quy pham phéap luat, cac quy
dinh hay cac vdn @€, sy viéc phai duge

trinh bay ngin gon, rd rang, chinh xic;

- St dung ngdn ngii viét, cach dién dat
don gian, dé hiéy;

- Dung tit ngit phd thong; khéng dung
tit ngit dia phuong va ti ngit nudc ngoai
néu khong thuc sy can thiét. Déi véi
thuat ngit chuyén mén cin xac dinh ro
ndi dung thi phai dugc giai thich trong

vin ban;

- Khéng viét tit nhiing td, cum tu
khéng théng dung. D481 véi nhiing ti,
cum ti dugc st dung nhiéu ldn trong
van ban thi c6 thé viét tit nhung cac chit
viét tét l1an dau cua tir, cum tu phai duge
dat trong ngodc don ngay sau tu, cum tu
do:

- Viéc viét hoa dugc thuc hién theo quy
tic chinh ta tiéng Viét;

- Khi vién dan lan diu vin ban c6 lién
quan, phai ghi ddy du tén loai, trich yéu
ndi dung vin ban; s6, ky hiéu van ban;
ngay, thang, nam ban hanh vin ban va
tén co quan, to chiic ban hanh van ban
(tri truong hgp d6i véi luat va phap
1énh); trong céc lan vién dan tiép theo, c6
thé ghi tén loai va s8, ky hiéu cua vén
ban do.

b) B6 cuc cua vén ban

Tuy theo thé loai va ndi dung, van ban
c6 thé c6 phan can ct phap 1y dé ban
hanh, phin md ddu va c6 thé dugc bé
cuc theo phén, chudng, muc, diéu, khoan,
diém ho#c dugc phén chia thanh cac
phan, muc tit 16n dén nho theo mét trinh

tu nhét dinh.

B& cuc cta luat, phap lénh dude thuc
hién theo quy dinh tai Diéu 27 caa Luat
Ban hanh vén ban quy pham phap luat
ngay 12 thang 11 ndm 1996 va Luéat
sta d6i, bd sung mdt sd diéu cta Luat
Ban hanh v#n ban quy pham phéap luét
s 02/2002/QH11 ngay 16 thang 12 ném
2002. 2

Van ban quy pham phéap luat khac cé
thé dudc bé cuc nhu sau:

- Nghi quyét: theo diéu, khoan, diém
ho#c theo khoan, diém;

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

- Nghi dinh: theo chudng, muc, diéu,
khoan, diém; cac quy ché& (diéu 1&) ban
hanh kém theo nghi dinh: theo chudng,

muc, diéu, khoan, diém;

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

khoan, diém;
- Chi thi: theo khoan, diém;

- Théng tu: theo muc, khoan, diém,
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Vin ban hanh chinh ¢6 thé duge bd cuc

nhu sau:

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

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

- Cac hinh thiic vin ban hanh chinh

khac: theo phan, muc, khoan, diém.

7. Chitc vu, ho tén va chit ky cua

ngudi c6 thim quyén

a) Viéc ghi quyén han caa nguoi ky
duge thuc hién nhu sau:

- Trudng hgp ky thay mat tap thé thi
phai ghi chit viét tdt “TM.” (thay mit)
vao trudc tén tap thé lanh dao ho#c tén

cd quan, t8 chic;

- Trudng hgp ky thay ngudi ding dau
¢d quan, t6 chitc thi phai ghi chit viét tit
“KT.” (ky thay) vao trudc chitc vu cua
nguoi ding diu; |

- Trudng hgp ky thita 1énh thi phai ghi
chit viét tdt “TL.” (thita 1énh) vao trudc
chiic vu cta ngudi ding dau cd quan, td

chugc;

- Truong hop ky thia uy quyén thi
phai ghi chit viét tdt “TUQ.” (thua uy
quyén) vao trudc chic vu cua ngudi ding

ddu cd quan, to chiic.

b) Chiic vu cua ngudi ky

Chitc vu ghi trén vin ban la chuc
danh lanh dao chinh thic cua nguoi ky
van ban trong cd quan, t& chic; chi ghi
chic danh nhu Bd trudng (Bo trudng,
Chu nhiém), Thi trudng, Chu tich, Phé
Chu tich, Giam déc, Phé Giam déc v.v..,
khong ghi lai tén cd quan, t6 chie, tru
cac vin ban lién tich, vén ban do hai hay -

S
=
.

nhiéu co quan, t& chtic ban hanh; van

apLua

ban ky thita 1énh, thita 4y quyén va
nhiing trudng hop cAn thiét khac do ca

ThuVienPh

¢d quan, t8 chitc quy dinh cu thé.

-
WWW.

Chic vu ghi trén vén ban do céc to
chic tu van nhu Ban, Hi dong cua Nhas

4 *®

nudc hogc ctia ¢o quan, t6 chic ban hanhs
l1a chiic danh lanh dao cta nguoi ky van;';
ban trong Ban ho#c Héi déng d6. Dbi vdif
nhitng Ban, Hoi déng khong duge phép.
stt dung con d&u cta co quan, t§ chic thE
chi ghi chiic danh cta nguoi ky vin bane
trong Ban hosc Héi déng. Truong h(;ip':=€
Ban hodc Ho6i dong duge phép st dung
con diu cta cd quan, td chiic thi cé thé
ghi thém chiic danh lanh dao trong co
quan, t8 chic cta ngudi ky & dudi, vi du:

- Chitc vu ctia ngudi ky vin ban do Héi
dong hodc Ban chi dao cia Nha nuédce
ban hanh ma lanh dao B6 Xiy dung lam
Trudng ban hoéc Phé Trudng ban, Chu
tich hoac Phé Chu tich Héi déng dugc
ghi nhu sau:
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TM. HOI PONG
CHU TICH

(Chi ky, ddu cua Bé Xday dung)

BO TRUONG BO XAY DUNG
Nguyén Van A

KT. TRUONG BAN
PHO TRUOGNG BAN

(Chiz ky, ddu ciia Bé Xay dung)

THU TRUONG BO XAY DUNG
Tran Van B

- Chiic vu cta ngudi ky van ban do Ban ho#c Héi déng ctia Bo Xdy dung ban hanh

ma Thi trudng B6 X4y dung lam Trudng ban hodc Chu tich Héi dong, lanh dao céc &

Cuc, Vu thudc Bs Xay dung lam Phé Trudng ban hoac Phé Chu tich Hoi déng dugc =

ghi nhu sau:

TM. HOI PONG
CHU TICH

(Chit ky, ddu cia Bé Xéy dung)

THU TRUONG
Tran Van B

¢) Ho tén bao gém ho, tén dém (néu cd)
va tén cuia ngudi k¥ vaén ban. Pl véi vian
ban quy pham phéap luat va vdn ban
hanh chinh, truéc ho tén cia nguoi ky,
khéng ghi hoc ham, hoc vi va céc danh
hiéu danh dy khéc, trit vén ban cua cac
t6 chitc sy nghiép gido duc, y t&, nghién
citu khoa hoc, trong nhiing trudng hgp
cdn thiét, c6 thé ghi thém hoc ham, hoc

8. Dau cuia cd quan, t6 chitc

Viéc déng dau trén vin ban dugc thuc

VU TRUGNG VU TO CHUC CAN BO

KT. TRUONG BAN
PHO TRUONG BAN

(Chit ky, ddu cua B¢ X4y dung)

Lé Van C

* Tel: +84-8-3845 6684 * www.ThuVienPhapLu:

oft

hién theo quy dinh tai Nghi dinh sé
110/2004/ND-CP ngay 08 thang 4 ném%
2004 cua Chinh phu vé cong tac van
thu va quy dinh cta phap luat c6 lién

quan.

9. Noi nhéan

Ndi nhan xac dinh nhiing cd quan, té
chitc, don vi va cA nhan nhan vin ban
v6i muc dich va trach nhiém cy thé nhu
@& kiém tra, giam sat; dé xem xét, giai
quyét; dé thi hanh; dé trao ddi cong viéc;
dé biét va dé luu.

Noi nhan phai dugde xéc dinh cu thé
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trong van ban. Can cit quy dinh cua phap
luat; can ci chic nang, nhiém vy, quyén
han ctia ¢d quan, t chiic va quan hé
cdng tac vdi cac cd quan, td chic, don vi
hodc ca nhin c¢6 lién quan; can cd yéu
cau giai quyét cong viée, don vi hodc ca
nhén soan thao hoéc chu tri soan thao co
trach nhiém dé xuit nhiing cd quan, to
chic, don vi va cA nhan nhan van ban

trinh ngudi ky van ban quyét dinh.

D61 véi van ban chi giii cho mét s dai
tugng cu thé thi phai ghi tén tung co
quan, td chic, cd nhan nhan vin ban; doi
véi van ban dude giti cho mot hodc mét s6
nhém d61 tuong nhit dinh thi noi nhan
duge ghi chung, vi du:

- Cac BO, ¢o quan ngang B9, ¢c6 quan
thuéc Chinh phu;

- Uy ban nhan dén céc tinh, thanh phg
truc thudc Trung udng;

- Uy ban nhan dan cac huyén, thi xa
(thudc tinh ...).

D61 véi nhiing van ban cé ghi tén loai,
ndi nhan bao gbm ti “noi nhan” va phan
liét ké cac co quan, té chic, don vi va ca

nhan nhan van ban.

P61 véi cong van hanh chinh, noi nhan
bao gém hai phén:

- Phan thu nhit bao gom tiu “kinh
giii”, sau d6 1a tén cac cd quan, t6 chuc
hodc don vi, ca nhan truc tiép giai quyét

cong viéc;

- Phan thi hai bao gom tit “ndi nhan”,

phia duéi la tu “nhu trén”, tiép theo la
tén cac cd quan, té chie, don vi va ca

nhan cé lién quan khac nhan cong van.
10. Dau chi mitc do khan, mat
a) Dau chi muc d6 khan:

Viéc xac dinh mic d9 khan cua van

ban dudc thuc hién nhu sau:

- Tay theo muc dd cAn dude chuyén
phat nhanh, van ban dudc xac dinh do
khan theo ba mic sau:; hoa toc, thugng
khén hosic khan;

- Khi soan thao van ban c6 tinh chat
khén, don vi hoéc ca nhan soan thao van
ban dé xuit mic d6 khan trinh nguoi ky

vin ban quyét dinh.
D&u db khan phai duge khic sin th'-eo
hudng dan tai diém k khoan 2 Muc III

cua Thong tu nay. Muc dung dé c’{ong
ddu @6 khan dung muc mau do6 tuoi.

b) Dau chi mic do mat:

WSOft * Tel: +84-5-3845 6684 * WwahuWenPhapLuat.com

Viéc xac dinh va déng dau d6 mat®
(tuyét mat, t61 mat hodc mat), dau thu hoi
d6i v6i van ban cé ndéi dung bi mat nha
nudc dude thuc hién theo quy dinh cua

phap luat vé bao vé bi mat nha nudc.
11. Cac thanh phan thé thitc khac

Cac thanh phéan thé thiic khac ctia vin

ban bao goém:

a) Dia chi ¢ quan, td chiie; dia chi
E-Mail; dia chi trén mang (Website); so

dién thoai, s Telex, sé Fax doi véi cong



20 CONG

BAO S§16-21-5-2005

van, cong dién, gidy gidi thiéu, gidy mai,
phiéu gui, phigu chuyén dé tao didu kién
thuan 101 cho viéc lién hé;

b) Cac chi dan vé pham vi luu hanh
nhu “tra lai sau khi hop (héi nghi)”, “xem
xong tra lai”, “luu hanh néi bd” déi véi
nhiing vdn ban ¢6 pham vi, d6i tugng
phé bién, st dung han ché& hoic chi din
vé du thao viin ban nhu “du thao” hay
“du thao 1an...”. Cac chi dan trén cé thé
duge danh may hoic diung con ddu khic
sdn dé déng lén van ban hoic du thao

van ban;

c¢) Ky hiéu nguoi danh may va s6 lugng
ban phat hanh d6i véi nhiing van ban
can duge quan ly chit ché vé s8 lugng
ban phat hanh;

d) Truong hgp vén ban cé phu luc kém
theo thi trong vian ban phai ¢6 chi dan vé
phu luc d6. Phu luc van ban phai c6 tiéu
dé; vén ban cé tit hai phu luc trd 1én thi
cdc phu luc phai duge danh s§ thit tu
bing chit s6 La M3;

d) S6 trang: vén ban va phu luc vén
ban gém nhiéu trang thi tit trang thi
hai trd di phai duge danh s6 thit ty béng
chit s8 A-rap; s6 trang ctia phu luc vin
ban duge danh riéng, theo ting phu luc.

12. Thé thic ban sao

Thé thitc ban sao dude thuc hién nhu

sau:

a) Hinh thic sao bao gdm mét trong
cac dong chit “sao y ban chinh”, “trich

sao” hodc “sao luc”. Viée xac dinh hinh
thic ban sao duge thuc hién theo quy
dinh tai cac khoan 4, 5 va 6 Diéu 2 cua
Nghi dinh s& 110/2004/ND-CP ngay 08
thang 4 nam 2004 caa Chinh phu vé
cbng tac van thu;

b) Tén co quan, td chic sao vin ban la
tén clia cd quan, té chic thuc hién viéc
sao van ban;

¢) S6, ky hiéu ban sao bao gom s6 thi g
tu ddng ky duge danh chung cho céac loai%

ban sao do ¢d quan, té chiic thuc hién vé%

h

chit viét tit tén loai ban sao theo Bangk

e

chit viét tat tén loai van ban va ban saoZ

=
kém theo Théng tu nay (Phu luc I). S67%
duge ghi bing chi s6 A-rap, bt dau tir
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ngay 31 thang 12 hang nam;

8-3845 6684 * www.

d) Cac thanh phén thé thic khac cua
bén sao vin ban géom dia danh va ngay,

el: +54

thang, ndm sao; chitc vu, ho tén va chi™
ky cia ngudi c6 thAm quyén; d&u cta cc;:
quan, t§ chitc sao vén ban va noi nhan>
dugc thuc hién theo huéng din tai céc%
khoan 4, 7, 8 va 9 Muc II ctia Théng tu
nay.

III. KY THUAT TRINH BAY

1. Khé gidy, ki€u trinh bay va dinh
1é trang vin ban
a) Khd gidy

Vin ban quy pham phap luat va van
ban hanh chinh dudc trinh bay trén gidy
kho A4 (210 mm x 297 mm).
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Cac loal vén ban nhu gify gidi thiéu,
4ifly bien nHin hé o, phifu g, phifu
chuyén c6 thé dudc tfinh bay trén gidy
khé A5 (148 mm x 210 mm) hodc trén
gidy mau in sén.

b) Kiéu trinh bay

Vin ban quy pham phap luat va van
ban hanh chinh dugc trinh bay theo
chiéu dai cta trang gidy khé A4 (dinh
huéng ban in theo chiéu dai).

Truong hdp ndi dung van ban c6 cac
bang, biéu nhung khéng dudc lam thanh
cac phu luc riéng thi van ban c6 thé duge
trinh bay theo chiéu réng cua trang gidy
(dinh hudng ban in theo chiéu rong).

¢) Dinh 18 trang van ban (d8i véi kho
gifly Ad)

- Trang mét trudc:

Lé trén: cach mép trén ti 20 - 25 mm;

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

Lé trai: cach mép trai ti 30 - 35 mm;

Lé phai: cich mép phai tit 15 - 20 mm.

- Trang m#t sau:

Lé trén: cach mép trén tit 20 - 256 mm,;

Lé dudi: cach mép duéi tix 20 - 256 mm;

Lé trai: cach mép trai tir 15 - 20 mm;

Lé phai: cach mép phai tit 30 - 35 mm.

2. Ky thuat trinh bay cac thanh
phan thé thic van ban

Vi tri trinh bay cac thanh phén thé
thitc van ban trén mot trang gidy khd A4
dugc thuc hién theo So @6 bd tri cac

thanh phan thé thic van ban kém theo
Théng tu nay (Phu luc II). Vi tri trinh
bay cac thanh phan thé thic van ban
trén mot trang gidy khé A5 dugc ap
dung tuong tu theo So d6 trén.

Cac thanh phéan thé thiic vin ban dugc
trinh bay nhu sau:

a) Qudc hiéu
Quéc hiéu dugce trinh bay tai 6 s6 1.

Dong chii trén: “Cong hoa xa hoi chu
nghia Viét Nam” duge trinh bay béng
chil in hoa, ¢& chit tir 12 dén 13, kiéu chit
ding, dam.

Dong chit dudi: “Déc lap - Tu do - Hanh
phic” duge trinh bay béng chit in thuong;
¢d chit tit 13 dén 14, kiéu chit ding, dam,
chil cai ddu clia cac cum tit duge viét hnéf,
gifia cAc cum ti c6 gach ngang nho; phia
duéi c6 dudng ké ngang, nét lién, c6 dd
dai bang d6 dai cia dong chil.

b) Tén c¢o quan, t8 chitc ban hanh vin
ban

Tén cd quan, t6 chitc ban hanh van
ban dudc trinh bay tai 6 sd 2.

Tén co quan, t6 chitc chii quan cép trén
tryc tiép duge trinh bay béng chi in hoa,
cd chit tit 12 dén 13, kiéu chit ding.

Tén ¢d quan, td chic ban hanh vian
ban dude trinh bay bing chit in hoa, ¢d
chit ti 12 dén 13, kiéu chit ditng, dam;
phia dudi c6 dudng ké ngang, nét lién, c6
d6 dai bing tu 1/3 dén 1/2 do dai cua
dong chit va dit cin d6i so véi dong chd.

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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c) S6, ky hiéu cua van ban

S6, ky hiéu cua vin ban duge trinh bay

tai 6 sé 3.

Tu “s6” duge trinh bay bang chit in
thuong, ky hiéu bang chit in hoa, ¢d chit
13, kiéu chit ding; sau tir “s6” ¢6 ddu hai
chdm; gitia s6, nim ban hanh va ky hiéu
van ban ¢6 ddu gach chéo (/); gitia cac
nhém chit viét tédt trong ky hiéu van ban
¢6 ddu gach néi khéng cach chit (-), vi du:

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

d) Dia danh va ngay, thang, niam ban

hanh van ban

Pia danh va ngay, thang, nam ban
hanh van ban dugc trinh bay tai 6 s 4,
bing chit in thudng, ¢d chit tit 13 dén 14,
kiéu chit nghiéng; sau dia danh c¢6 d&u
phéy.

Vi du: Ha Néi, ngay 05 thang 02 nam
2004

d) Tén loai va trich yéu ndi dung van

ban

Tén loai va trich yéu néi dung ctia cac
loai v&n ban cé ghi tén loail dude trinh
bay tai 6 s6 5a; tén loai vin ban (nghi
dinh, quyét dinh, ké& hoach, bao cao, td
trinh va cac loai van ban khac) dugc dat
canh gitia (cdn déi 6 gitia dong) bing chi
in hoa, ¢d chit ti 14 dén 15, kiéu chi
ding, dam; trich yéu néi dung van ban
dugc dat canh gilia, ngay dudi tén loai
vén ban, bang chii in thudng, ¢d chit 14,

kiéu chit dung, dam; bén duéi trich yé&u
c6 duong ké ngang, nét lién, cé do dai
bang ti 1/3 d&én 1/2 d6 dai cua dong chi
va dit can d61 so véi dong chil.

Trich yéu noi dung cong van dudc
trinh bay tai 6 sd 5b, sau chit viét tit
“VIV’ (vé viéc) bing chil in thuong, ¢§ chit
tit 12 dén 13, kiéu chit ding.

e) Néi dung vin ban

Néi dung van ban dudc trinh bay tai
sb 6.

hapLué&:com

nP

1e

Phan ndi dung (ban vin) duge trinhs
bay bang chit in thuong, ¢d chi tit 13 (Ié'ré
14; khi xudng dong, chit dau dong c6 thé
Iti vao tu lem dén 1,27cm (1 defaiil

tab); khoang cach giita cac doan Vé

WWWW,

T

(paragraph) dit t6i thiéu 1a 6pt; khodng®

8- 845:’668

cach gifta cac dong hay cach dong (1ine;§
spacing) chon t6i thiéu tit cach dong dong
(single line spacing) hodc tir 15pt (exactly

]

line spacing) trd lén. =

D61 véi nhiing vian ban quy pham phé[g
luat va van ban hanh chinh c¢6 phan cén
ct phép ly dé ban hanh thi sau mdi cin
ctt phai xuéng dong, cudi dong c6 dau
chdm phdy, riéng cin cd cudi cung két

thic bing ddu phay.

Truong hdp ndi dung van ban dudc bo
cuc theo phan, chuong, muc, diéu, khoan,
diém thi trinh bay nhu sau:

- Phan, chuong: tit “phan”, “chucng” va
s6 thi tu ctia phan, chuong dude trinh
bay trén mot dong riéng, canh giiia, bing
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chii in thuong, ¢d chit 14, kiéu chii ding,
dam. S6 thu tu cia phan, chuong dung
chit s6 La Ma. Tiéu dé (tén) ctiia phan,
chuong dude didt ngay dudi, canh gita,
bang chit in hoa, ¢d chii ti 13 dén 14,
kiéu chit ding, dam;

- Muc: ti “muc” va sé thi ty cua muc
duge trinh bay trén mét dong riéng,
canh gita, bang chil in thudng, ¢d chit
14, kiéu chit ding, dam. S6 thi tu cua
muc ding chit s6 A-rap. Tiéu dé ctia muc
duge trinh bay canh giita, bédng chit in
hoa, ¢d chit tit 12 dén 13, kiéu chit ding,

dam;

- Diéu: tu “diéu”, so thi tu va tiéu dé
cua diéu dudc trinh bay bing chit in
thuong, cd chit bang ¢d chit ciia phéan 1di
van (13 - 14), kiéu chit ding, dam. S&
thit tu ctia didu diing chit s& A-rap, sau sd
thi tu ¢6 ddu chdm;

- Khoan: s6 thi tu cac khoan trong méi
diéu dimng chit s§ A-rap, tiép theo 1a dau
chdm, ¢d chit bdng ¢d chit cia phan 1di
van (13 - 14), kiéu chit ding;

- Diém: tha tu cac diém trong mdi
khoan dung cac chit cai tiéng Viét theo
thit tu abe, sau ¢6 ddu déng ngodc don,
bang chit in thuong, c¢d chit bang ¢d chi
ctia phén 16i van (13 - 14), kiéu chit ditng.

Truong hop no1 dung van ban duge
phan chia thanh cac phan, muc ti 16n
dén nho thi trinh bay nhu sau:

- Phan (néu c6): tit “phan” va sé thii tu
ctia phan dudc trinh bay trén mot dong

riéng, canh gitta, bang chii in thudng, cd
chit 14, kiéu chit ding, dam. S6 thi tu
cua phin dung chii s6 La Ma. Tiéu dé
cua phan duge dit ngay dudi, canh gita,
bang chit in hoa, ¢d chit tit 13 dén 14,
kiéu chit ding, dam;

- Muc: sb thid tu cAc muc dung chil so
La Ma, sau ¢6 ddu cham; tiéu dé cua
muc duge trinh bay bang chii in hoa, cd
chit tit 13 dén 14, kiéu chit dang, dam;

- Khoan: s6 thi tu cac khoan trong moéi
muc dung chit s6 A-rap, sau dé c6 dau
chédm; s6 thd tu va tiéu dé cua khoan
(néu c6) duge trinh bay bang chi in
thuong, ¢d chit bing ¢d chit cia phan 16
van (13 - 14), kiéu chit ding, dam;

- Piém: thd tu cac diém trong méi
khoan dung cac chit cai tiéng Viét theo
thi tu abe, sau d6 ¢6 dau déng ngoic don,
badng chil in thudng, ¢d chit bang ¢ chi
cua phén 16i van (13 - 14), kiéu chit ding.

g) Chiic vu, ho tén va chit ky cta nguoi

c6 tham quyén

Quyén han, chiic vu cua ngusi ky dudc
trinh bay tai 6 s6 7a; chdc vu khac cua
ngudi ky dude trinh bay tai 6 sé 7b; cac
chi viét tat “TM.”, “KT.”, “TL.”, “TUQ.”
ho#c “Q.” (quyén), quyén han va chiic vu
cia nguoi ky duge trinh bay bing chit in
hoa, ¢d chit tit 13 dén 14, kiéu chit ding,

dam.

Ho tén cua ngudi ky van ban va hoc

ham, hoc vi (néu ¢6) duge trinh bay tai 6

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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sd 7b; bing chii in thuong, cd chii tu 13
dén 14, kiéu chit ding, dam.

Chit ky ctia ngudi ¢6 thdm quyén dude
trinh bay tai 6 sd 7c.

h) D&u ctia cd quan, td chic

D#u cua cd quan, té chic duge trinh
bay tai 6 s6 8.

i) Noi nhan

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

Phan noi nhéan tai 6 s 9a (chi 4p dung
d61 véi cong van hanh chinh) duge trinh
bay nhu sau:

- T “kinh gii” va tén céc cd quan, t0
chiic hodc cA nhan nhan vin ban dugc
trinh bay bang chii in thudng, ¢3 chit 14,
kiéu chit ding;

- Sau tur “kinh gui” ¢6 ddu hai chim,;
néu cong van gui cho mdt cd quan, to
chiic hoc mét c4 nhan thi tu “kinh gui”
va tén cd quan, td chitc hodc ca nhan
dudgce trinh bay trén cung méot dong;
truong hdp céng vin gui cho hai co quan,
té chiic hoac cd nhan trd lén thi tén moi
cd quan, té chic, cad nhan hodc méi nhéom
cd quan, td chic, ca nhan dude trinh bay
trén mot dong riéng, ddu dong cé gach
ngang, cudi dong c6 ddu cham phay, cudi

dong cudl cung ¢6 ddu cham.

Phain noi nhan tai 6 s6 9b (4p dung
chung d6i véi cong van hanh chinh va cac
loai v&n ban khéac) duge trinh bay nhu
sau:

- Tu “noi nhan” dudc trinh bay trén
mot dong riéng, sau dé c¢é6 ddu hai cham,
bang chit in thudng, ¢d chi 12, kiéu chi
nghiéng, dam,;

- Phén liét ké céc co quan, té chiic, don
vi va ¢4 nhan nhan vdn ban dudc trinh
bay bing chit in thudng, cd chi 11, kiéu
chii dung; tén mdi cd quan, td chic, don
vi va ca nhan hoac mdi nhém co quan, to
chitc, don vi nhan v&n ban dudgc trinh bay -
trén mot dong riéng, ddu dong cé gach 2
ngang, cudi dong c¢6 ddu chdm phéy;
riéng dong cudi cung bao gom chit “luu”
sau d6 c6 dau hai chdm, tiép theo la chii
viét tit “VT” (van thu cd quan, td chic),
chit viét tdt tén don vi (hoic bd phan)
soan thao vin ban va s6 lugng ban litu
(chi trong nhiing trudng hop can thigt)
duge dat trong ngodc don, cubi cung 1a”
dau cham.

3845 6684 * www.ThuVienPhapLua

* Tel: +84-8

k) D&u chi mic d6 khédn, mat

t

Mau ddu d6 mat (tuyét mat, t6i mats
hodc mat) va dau thu hoi d6i véi vian bé’m%
¢6 ndi dung bi mat nha nuée duge thue
hién theo quy dinh cta phap luat vé bao
vé bi mat nha nudc. Dadu d6 mat dudgc
déng vao 6 s6 10a, ddu thu héi duge déng
vao 6 s6 11.

D#u dd khan duge déng vao 6 sd 10b.
Con diu cac dd khan c6 hinh chi nhat,
trén d6, cic ti “hda toc”, “thuong khin”
hosc “khan” dude trinh bay bang chit in
hoa, ¢d chit ti 13 dén 14, kiéu chi ding,
dam va duge dat can déi trong khung
hinh chit nhat vién don, cé kich thudc
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tuong dng la 30mm x 8mm, 40mm x

8mm va 20mm x 8mm.
1) Cac thanh phén thé thic khéac

Cac thanh phéan thé thic khac dudc
trinh bay nhu sau:

- Cac chi dan vé pham vi luu hanh
duge trinh bay tai 6 sé 11; cac cum tu
“tra lai sau khi hop (hé1 nghi)”, “xem
“luu hanh ndéi bd” dugc
trinh bay can déi trong mdt khung hinh
chit nhat vién don, bang chit in hoa, ¢d
chit tit 13 dén 14, kiéu chit ding, dam;

xong tra lai”,

- Chi dan vé du thao vén ban dudgc
trinh bay tal 6 s6 12; tit “du thao” hoac
cum tit “du thao lan...” dude trinh bay
trong mot khung hinh chit nhat vién don,
bang chit in hoa, c¢d chit tit 13 dén 14,
kiéu chit ding, dam:;

- Ky hiéu nguoi danh may va sé lugng
ban phat hanh duge trinh bay tai 6 sd 13;
ky hiéu béng chit in hoa, s6 ludng ban
bang chil s& A-rap, ¢d chit 11, kiéu chit
ding;

- Pia chi co quan, té chiic; dia chi

E-Mail; dia chi trén mang (Website); s6

dién thoai, sé Telex, s Fax dude trinh

bay trén trang dau cua van ban, tai 6 s6

14, bing chii in thudng, ¢d chii tir 11 dén
12, kidu chit ding, dudi mot dudng ké nét
lién kéo dai hét bé ngang cua vung trinh

bay van ban;

- Phu luc védn ban: phu luc kém theo
vdn ban dudc trinh bay trén céc trang

gidy riéng; tu “phu luc” va so thu tu cua
phu luc (trucéng hop ¢o6 tit hai phu luc trd
1én) dudc trinh bay trén moét dong riéng,
canh gitia, bang chit in thudng, c¢d chit
14, kiéu chii diang, dam; tiéu dé (tén) cha
phu luc duge trinh bay canh giiia, bang
chit in hoa, ¢d chit tiz 13 dén 14, kiéu chii
ding, dam,;

- 88 trang cua van ban dugc trinh bay
tai chinh gitta, trén dau trang gidy :

w
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ﬁ
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trang gidy (phan footer), bing chi s& A-
rap, ¢d chit bang ¢d chii cia phan loi
van (13 - 14), kiéu chit ding;

Mau chii va chi tiét trinh bay cac
thanh phéan thé thic van ban dude mmh"‘
hoa tai Phu luc IV - Mau chit va chi tletw
trinh bay thé thic van ban va thé thu'cm
ban sao kém theo Théng tu nay (trong;

WWW. ThuVienPhapLuat.c

o A - F A e +
do, su dung phong chi .VnTime do1 véi =
chii in thuong va .VnTimeH dé1 véi chii.
=

=]
2

T

1n hoa).

Mau trinh bay mét sé loai van ban quy
pham phap luat va van ban hanh chinh
dugc minh hoa tai Phu luc V - Mau trinh
bay van ban va ban sao vdn ban kém
theo Thong tu nay (trong dé, st dung
phéng chit .VnTime d61 véi chi in
thuong va .VnTimeH déi véi chit in hoa).

3. Ky thuat trinh bay cac thanh
phan thé thic ban sao

Cac thanh phan thé thic ban sao dude
trinh bay trén cung mot trang gidy,

-~ o . 3 w
ngay sau phan cudl cung cua vdn ban
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dudc sao, dudi mot dudng ké nét lién, kéo
dai hét chiéu ngang cua vung trinh bay

van ban.

Vi tri trinh bay cac thanh phin thé
thiic ban sao trén trang gidy khd A4
dudce thuc hién theo So d6 b tri céc
thanh phin thé thic ban sao kém theo
Théng tu nay (Phu luc III).

Cac thanh phan thé thiic ban sao dudec
trinh bay nhu sau:

a) Hinh thtc sao: cum tu “sao y ban
chinh”,
dudge trinh bay tai 6 s6 1 (Phu luc III)
bang chil in hoa, ¢d chil tit 13 dén 14,
kiéu chit ding, dam;

cac tu “trich sao” va “sao luc”

b) Cac thanh phan thé thic khac caa
ban sao gdm: tén cd quan, t6 chiic sao
véan ban (tai 6 s6 2); sd, ky hiéu ban sao
(tai 6 s6 3); dia danh va ngay, thang,
nam sao (tai 6 s6 4); chic vu, ho tén va
chit ky ctia ngudi c6 thaim quyén (tai 6 s6
5a, 5b va 5¢); ddu caa cd quan, td chic
sao vdn ban (tai 6 sd 6); noi nhéan (tai 6 s6
7) dudc trinh bay theo huéng dan trinh
bay cac thanh phan thé thic tucng \ing

cua vin ban tai khoan 2 Muc nay.

MAau chit va chi ti€t trinh bay cac
thanh phan thé thitc ban sao dudc minh

hoa tai Phu luc IV, mau trinh bay ban
sao dugc minh hoa tai Phu luc V kém
theo Thong tu nay.

IV. TO CHUC THUC HIEN

1. Thong tu nay c6 hiéu lyc thi hanh
sau 15 ngay, ké ti ngay dang Cong bao.
Cac quy dinh va huéng din truéc day

-+
[
jay)
-
<
=t
[
o}
=
<
jo
=
o
=
<
el
=
=
=]
=
(4]
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Thoéng tu nay déu bi bai bo.

-

2. Trong qué trinh thuc hién, néu ¢
van dé phat sinh hoidc khé khan, vudn
méc, cac cd quan, té chiic phan 4nh vé Bo
Né1 vu (Cuc Van thu va Luu tri nha
nude) va Vin phong Chinh phu dé Ei
thoi giai quyét./.

W‘chrhll len%hapLuat. m

UuJ

awSoft = Tel: +84-8-3845 6&?4 ®
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KT. BO TRUONG BO NOI VU
Thit truong

Pang Quoc Tién

KT. BO TRUONG, CHU NHIEM VAN
PHONG CHINH PHU

Phé Chu nhiém

Nguyén Van Lam
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Phu luc I
BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(kém theo Théng tu lién tich s6'55/2005 | TTLT-BNV-VPCP ngay 06 thang 5
ndm 2005 cua Bo Noi vu va Van phong Chinh phu)

S&

thi Tén loai van ban Chi viét tét

tu
________ Van ban quy pham phapluat |
L Lwat e e
2. |Phaplenh PL :
3. |Lenh Lo E
4 |Nehigquet L NQ_
5. |Nghiquyétlhéntich | NQLT E
6 | Nghidioh | ND :
7. |Quyétdinh Qb g
8 | Chithi CT . =l
9. |Thomgta | T It
10. | Thongtulientich | LT HE
________ Vanban hanh chinh | 8
1. | Quytdinh(abiety | Q@
2. |Chithi@abiey L cr -
3. | Théngedo e rc L
4. |Thongbao | ™ Z
5. | Chuomgenh crr 2
| 6. |K&hoach KH
7. |Phuongén PA
8 |béan bA
9. | Baocao BC
10. |Biénban BB
A1 | Teteinh e
12, |Hgpdong b
138. | Cong dién b
14, | Gidy chtngnhan CN
15. | Gidy gy nhiem | UN
16 |Gidymoi b GM

17. | Giay giéi thiéu GT
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S6 )
thi Tén loai van ban Chit viét tat &
tu %
18, | Gidynghiphép NP %
| 19. | Gidydiduong bb .,,E
20, | Gifybiennhanhéss | BN 3
21 |Phidugsd PG|
| 22 | Phiéuchuyén PC__...° -
_________ Binsaovénban |
1. |Bansaoybanchinh | SY . c
| 2. |Bantrichsao | ™S -
3. | Bansaoluc SL I:g
=

{1
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Phu luc II
SO O BO TRi CAC THANH PHAN THE THUC VAN BAN
(Trén mot trang gidy kho A4: 210 mm x 297 mm)
(kém theo Thong tu lién tich s6°55/2005 | TTLT-BNV-VPCP ngay 06
thang 5 nam 2005 ctia Bé N6i vu va Van phong Chinh phtt)

20—251mm 11
2 SR |
3 4
5b 5a
10a 9a
10b 12
30-35 mm E >
6 "
7a
9b
13 70
7b
14
20-25/mm

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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Thanh phan thé thitc van ban

Quéc hiéu

Tén cd quan, t3 chic ban hanh van ban

S8, ky hiéu cua vin ban

Dia danh va ngay, thang, ndm ban hanh vin ban
Tén loai va trich yéu noi dung vén ban

Trich yéu noi dung céng véin hanh chinh

Né&i dung vin ban

Chiic vy, ho tén va chit ky cia ngudi c6 tham quyén
D4u ctia ¢d quan, t6 chic

Noi nhéan

Dau chi mic d6 mat

D&u chi miic d6 khin

D4u thu hoi va chi dan vé pham vi luu hanh

Chi din vé du thao van ban

Ky hiéu nguoi danh may va sd lugng ban phat hanh

Dia chi co quan, t6 chiic; dia chi E-Mail; dia chi Webs1te s dlen

thoai, s6 Telex, s6 Fax

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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Phu }uc III !
SG PO BO TRi CAC THANH PHAN THE THUC BAN SAO VAN BAN
(Trén mot trang gidy kho A4: 210 mm x 297 mm)
(kem theo Théng tu lién tich s6'55/2005 /| TTLT-BNV-VPCP
ngay 06 thdng 5 nam 2005 cua Bé Néi vu va Van phong Chinh phi).
20—25]mm
~ PHAN CUOI CUNG CUA VAN BAN PUGC SAO
2 1
30-35 mm ? b E
—» «—= =
™
a
Sa
7
Sc
5b
20—251mm
Ghi chu:
0 s6 Thanh phéan thé thic ban sao

1 Hinh thiic sao: “sao y ban chinh”, “trich sao” hodc “sao luc”

2 Tén cd quan, t8 chic sao van ban

3 S6, ky hiéu ban sao

4 Dia danh va ngay, thang, ndm sao

ba, 5b, 5c Chiic vy, ho tén va chit ky ciia ngudi c6 thAm quyén
6 DA&u ctia ¢d quan, t6 chic

7

Noi nhéan



Phu luc IV
MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO
(kém theo Thong tu lién tich s6°55/2005/ TTLT-BNV-VPCP ngay 06
thang 5 ndm 2005 cua B Néi vu va Vin phong Chinh phil)

S6 il ; Vi du minh hoa
i Thanh phan thé thiic | Loai | Cd | Kiéu e g : . -
va chi tiét trinh bay | chit | chi chit Phéng chil .VnTime: chii thuong, Ca
W VnTimeH: chit in hoa chi
(1) (2) 3 | @ (5) (6) (7
L |Quc hiéu : - _— |
Dingtrtn Inhoa |12-13| Ding, dim | CONG HOA XA HOI CHUNGHIA VIETNAM _ | 13
- Dong dudi In [13-14| Diing, dim Poc 1ap - Tu do - Hanh phic 13
_____________________________ | thuong| |
-Dongkébéndusi | | |
2 |Tencoquantochte | | | |
-Tén cd quan, t0 chéic chi | In hoa |12-13|  Diing BO TAI CHINH 12
_|quénciptrtntryetiép | | S e
................. Tenco quan, tfchie | Inhoa |12.13| Bing, dim _ CUCQUANLY GIA 13
____________ ~Dong ke ben dui T B U, o
3 |S6, ky hiéu cua van ban In | 13 | Ding |So:32/2002/ND-CP; $6: 15/QD-BCN; S6: 12/UBND-VX | 13
4 |Dia danh va ngay, théng, | In |13-14| Nghiéng Ha Noi, ngay 05 thang 02 nam 2004 13
ndm ban hanh vanban | thuong Go Vép, ngay 29 thang 6 nam 2004

Tén loai va trich y&u noi
dung

GEe

1d - 91 28

¢00g - € -

Gotino s Neie

awSoft = Tel: +84-8 3845 6684 = www. ThuVienPhapluat.com
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(6)

|- Donglébendusi

 |thid ty cda phan, chuong

Dii véi vin ban cd tén loai

-Ténlogivinbdn

- Trich yéu ndi dung

Doivdicongvan |

Trich yéu nfi dung
Noi dung vin ban

G:om phén, chuong, muc,
diéu, khodn, diém

- Tt “phan”, “chuong” va s6

- T “muc” va so thit tu

- Didu

- Tiéu d@ cia muc

Phan

Piéu 1. Ban sao vin ban

1.Cichinh thic ..

a) D61 vai ...

| Trongcong ticchideo..

_ QUYDINHCHUNG | QUYBI
Mucl

Vecongtac phong, chong l-ut bﬁo- Rt

ViNingbiclongmim 2004 |

H CHUNG

 GUITHICHLUAT PRAPLENH |12

- 1% - 91 9S

c00a

15354

OYHd DNQO
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(2)

3)

(6)

(Gom phan, mue, khoan,

dlem

- T “phan” VA 80 thu tu

Tleu de cua phan

- S0 thi tu va tiéu de cua

Khoan

Truong hdp c0 tleu de

Truong hop khdng co tiéu

dé

Chiic vu, ho tén cua nguoi
ky

Quyen han cia ngtfdl ky

Hl_) ten cua nguoi ky

Ndl nhan

Tt “kinh gul" va ten co

quan, to chite, ci nhan | th

- Gl mot noi

Ding, dam

Dlmg, dam

Diing, dam

Dﬁng

14| Ding, dim | -
Diing, ddm |

Ding, dam

e

~ TINH HINH THUC HIEN NHIEM VU .
I NHONG KET QUA... ‘

I Phamviva ddi tuong dpdung

1. Thong tu nay cd hléu 1UC thi hanh sau uls ngay

ke

a) Doi vdi ...

KT BO TRUONG

~ TM.CHINHPHU
THUTUONG |

Nguyen Vin A Tran Van B

Diing

| Kinh gi: Bo Cong nghiép

THUTRUONG e

"wkgl.m"mm"m.mmum_wm.m“HM_M‘MWMMM —

454

O¥E BNOO
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(1) (2) @ | @4 (5) (6) (7)
- Giti nhiéu noi Kinh i i
- Bo Noi vu;
- B0 K& hoach va Déu tu,
__________________________________________________________________________________________________________________________________________________________________________ cBoTaichinh. |
b Tu“ndlnhan va tén co
_|ouan, tochie chmban |\ N )
Tt “noi nhén” In | 12 | Nghiéng, |Noinhdn Nm uhau (dm véi cong van) 12
___________________________________________________ |thuong) | dam )b
- Tén ¢d quan, t chtic cd | In | 11 | Ding [-Ci Bo co quan ngang B9, ., | - Nhu trén 11
nhinnhinvinban, ban [thudng| | | R
... S e Lew VI,GST.  |-LewVITOB. )
9 [Déu chi mic 46 khin In hoa |13-14(Dling, dm — - 13
HOATOC | | THUONG KHAN | | KHAN
10 {Chi dén vé pham v1 luu In |13-14|Diing, d4m 13
hanh thudng XEM XONG TRA LAI | | LUU HANH NQI BO
11 Chldanveduthaovan In hoa |13-14| Ding, d4m 13
ban DU THAO DU THAO LAN 10
12 |Ky hleu ngudi dinhmay, | In | 11 | Ding PL.300 11
nhén ban va s6 lugng ban | thutng

900G -9 -1c - 91 28

SE

oved DNOD
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(2)

(6)

13

14

Dia chi cd quan, to chic;

s0 Fax

Phu Iyc vin ban

16

cia phulue

86 XX phd Trang Tién, quan Hoan Kiém, Ha Noi
DT: (04) XXXXXXX, Fax: (04) XXXXXXX

E-Mail: Website:

S0 trang

In |11-12| Ding
dia chi E-Mail, Website; | thudng
50 dién thoal, so Telex,
-Tu“phuluc’vasothity| In | 14 |Ding dam
thuong 1B :
Tieudectaphulye | Inhoa |13-14|itng, djm
In |13-14] Ding
thuong|
In hoa (13-14| Ding, ddm

Hinh thic sao

11

14

14

98

12 - 91 23

S00% - g -

Oy DNOD
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} Phu luc V
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN
(kém theo Thong tu lién tich s6'55/2005 | TTLT-BNV-VPCP ngay 06
thang 5 nam 20056 cua Bé Néi vu va Van phong Chinh phu)

1. Mau trinh bay van ban quy pham phap luat

Mau 1.1 - Nghi quyét cia Chinh phu

MAu 1.2 - Nghi quyét cia Hbi déng nhan dan

MAiu 1.3 - Nghi dinh ctia Chinh pht (quy dinh truc ti€p)

Mau 1.4 - Nghi dinh ciia Chinh pha (ban hanh diéu 1¢, quy ché)

MAiu 1.5 - Quyét dinh (quy dinh truc tiép)

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

Miu 1.7 - Chi thi

MAau 1.8 - Théng tu ctia Bé trudng

Mau 1.9 - Théng tu lién tich

2. Mau trinh bay van ban hanh chinh

Mau 2.1 - Quyét dinh (ca biét) (quy dinh truc tiép)

MAiu 2.2 - Quyét dinh (ca biét) (ban hanh hoéc phé duyét mot van ban khac)

Mau 2.3 - Cong van hanh chinh

MAiu 2.4 - Cac hinh thidc van ban hanh chinh khac nhu chi thi hanh chinh (ca
biét), thong bao, chudng trinh, ké hoach, dé an, phudng an, bao cao, tJ «~

* Tel: +84-8-3845 6684 * www.ThuVienPhapLuat.com

of

trinh v.v...

aw

3. Mau trinh bay ban sao van ban

Mau 3.1 Ban sao van ban
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Miu 1.1. Nghi quyét ciia Chinh phu

So:

Cin ci Luat T6 chic Chinh phti ngay 25 thang 12 nam 2001;

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

CHINH PHU

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

/20..(1)./NQ-CP Ha Néi, ngay..... thdng..... ndm 20..(1)..
NGH] QUYET
........................... 0 O

CHINH PHU

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

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

---------

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

TM. CHINH PHU
THU TUGNG

- Luu: VT, ...(5). A.XX(6). (Chi ky, ddw)

Ho va tén

Ghi chii:

(1) Nam ban hanh.
(2) Trich y&u néi dung nghi quyét.

(3) Céc can ¢ khac dé ban hanh nghi quyét.

(4) Noi dung ctia nghi quyét.

(5) Chit viét tit tén don vi hodc chii tri soan thao va s6 luong ban luu (néu can).
(6) Ky hiéu nguoi danh may, nhan ban va s6 lugng ban phat hanh (néu can).

6684 * www.ThuVienPhapLuat.com

+84-8-3845
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Mau 1.2. Nghi quyét cia Héi dong nhén dan

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

..... 1 - Doc lap - Tu do - Hanh phuc
So: /20..(2)./NQ-HDND ... 5] L , ngay.... thang..... nam 20...(2)..

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

Cén ctt Luat T8 chitc Hoi déng nhan dan va Uy ban nhan din ngay 26 thang 11
nam 2003;

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

QUYET NGHI:
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--------------------------------------------------------------------------------------------------------------------------------------

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

--------------------------------------------------------------------------------------------------------------------------------------
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Nghi quyét nay da dugec Hoi dong nhén dan ............. @y S Khoéa.... ky hop

Noi nhén: CHU TICH
- Luu: VT, ...(7). AXX(8). (Chit ky, ddu)
Nguyén Vin A
Ghi chi:

(1) Tén tinh, thanh phd truc thude Trung uong; huyén, quin, thi xa, thanh phé thudc
tinh; xa, phuong, thi tran.

(2) Nam ban hanh.

(3) Dia danh.

(4) Trich y&u ndi dung nghi quyét.

(5) Cac cén cit khac dé ban hanh nghi quyét.

(6) No6i dung caa nghi quyét.

(7) Chit viét tét tén don vi soan thao hodc chi tri soan thio va s& luong ban luu

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

(néu can).

(8) Ky hiéu ngusi danh may, nhan ban va so lugng ban phat hanh (néu cén).
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Mau 1.8. Nghi dinh ctia Chinh phu (quy dinh truc tiép)”

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

S6:  /20..(1)./ND-CP Ha N6i, ngay..... thang...... ndm 20..(1)..
NGHI PINH
.............................. 2 Y

CHINH PHU

C#n ¢ Luat T§ chic Chinh pht ngay 25 thang 12 nam 2001;

NGHI DINH:

Chuong I
QUY DINH CHUNG

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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......................................................................................................................................
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R s snwsassns o e S e B S S S e S e R s
........................................................................................................................................ /.
Noi nhén: TM. CHINH PHU

............... : THU TUGNG
e} (Chit ky, ddu)

- Luu: VT, ...(5). A.XX (6). Ho va tén

Ghi chu:

(*) Mau nay ap dung do6i véi nghi dinh ciia Chinh phu hudéng dan thi hanh luélt,s
phap lénh, v.v... hay truc tiép quy dinh vé nhiing vin dé can thiét, dudc bé cue
theo chuong, muc, diéu, khoan, diém.
(1) Nam ban hanh.

(2) Trich yéu néi dung nghi dinh.

(8) Tén van ban quy pham phap luat duge dung lam cén ci truc tiép dé ban hanh
nghi dinh.

(4) Bd trudng, Thu trudng cd quan ngang Bo soan thao nghi dinh.

(5) Chit viét tat tén don vi cia Van phong Chinh pht chu tri trinh du thao nghi
dinh va s6 lugng ban luu (néu can).

(6) Ky hiéu ngudi danh may, nhan ban va s6 lugng ban phat hanh (néu cin).

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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Miu 1.4. Nghi dinh ctia Chinh phu (ban hanh diéu lé, quy ché)

CHINH PHU CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc
S6:  /20..(1)../ND-CP Ha Néi, ngay.... thdang..... ndm 20..(1)..
NGHI PINH
Ban hanh ..................... () wissosumsansessys

CHINH PHU

Céan ci Luat T4 chitc Chinh pht ngay 25 thang 12 nam 2001;

:

E

—

CAN CU vvveeeeeeeeeie e eevaeeeeeiesesssaneeeesennnes (B)eseeesusssnrossnsnnnsssrsriressssssssersnssasssssssrensesssssssenees , &

Theo dé nghi A ..evveeeveeeeeeieeeeiereeiinens (4) oot , '8

£

NGHI DINH: E

Piéu 1. Ban hanh kém theo Nghi dinh nay................. cereanrennsisanasiiitivcrcsiil -

......................................................................... 01 SRR - I

DU Zu oo eee e seeess s sese s st es s et s eesssesss et s st et esetsesesresessassseasessnsansraeesees R 2

DB Ueres 1oveveoeeeeeeeeeaeeeeeess e eees s b

.................................................................................................................................... /. &

L

Noi nhan: TM. CHINH PHU 2

............... : THU TUONG z
- Luu: VT, ...(5). A.XX(6). (Chit ky, dau)

Ho va tén

Ghi chu:

(1) Nam ban hanh.

(2) Tén ctia ban quy ché (diéu 1&) duge ban hanh.

(3) Tén vin ban quy pham phap luat duge dung lam can cd truc ti€p dé ban hanh
nghi dinh.

(4) B trudng, Thu trudng cd quan ngang Bo soan thao nghi dinh.

(5) Chit viét tit tén don vi cia Vin phong Chinh pht chu tri trinh du thao nghi
dinh va s6 lugng ban luu (néu can).

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



44 CONG BAO S 16 - 21 - 5 - 2005

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

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phic

QUY CHE (PIEU LE)

(ban hanh kém theo Nghi dinh s6 ............ /20... | ND-CP
ngay... thang.... nadm 20... cua Chinh phu).

g
=
S
"
3
Chuong I =
|
QUY DPINH CHUNG %
DB Lt oottt e et e ettt ettt et et e et et et e et et e e et et e e et e s e ea e et et ereeeeeete et et erente st e e eeens =
—
=
3 T3 TSSOSO *E
-+
...................................................................................................................................... = =]
=
Chlfdng v
-
= =]
[ar]
o s nnnane “%
T O R s i s o 5 R B S S N N e S BN S A A T R 3
+
..... £
R T I T T #
=
-------------------------------------------------------------------------------------------------------------------------------------- c
Z
Chuong
U B s s R S T O e e A PR B B T AR Tt S e E e
ettt eeeeaeaeeeen et eneaaeteeneneaen e anentenaneanenn et ta et a e ettt e te e en eyt a e, —n.aaans /..
- <>
TM. CHINH PHU
” »
THU TUONG
(Chiz ky, ddu)
Ho va tén
Ghi chu:

(1) Trich yéu ndi dung ctia ban quy ché (diéu 1¢).
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Mau 1.5. Quyét dinh (quy dinh truc tiép)

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

S6:  /20.2)/QD-.....(3)eccc.. . 4) ....... , ngay.... thang.... nam 20..(2)..
QUYET DINH
VE VIC oo, (D) ‘asaserersepiviisorsens

E
=]
S
g
]
)
-]
e
<
(071 s 101§ SRR [ TR ;E
, =
..................................................................................................................................... ,E'
Theo B8 NENT CULA ...vviiiiiiiii ettt et eets e ettt e e s et e s eeteeeeeteeeeeeaneesenteeeeeeeesennaeenns ,
*
-+
= =]
-~ g
QUYET DINH: :
>
Lol
. %
Dieu 1. .o, L) comiiesmeres A AR MR S A S A %
...................................................................................................................................... E
DHBU 2 oottt ettt et e e et e e e e e ree e, .
o
..... NS =
IV VO b s sass s s TS Tos R S A e s e T O S ST o TS T i e aa e g
.................................................................................................................................... 1=
~ - k] ~ -
Noi nhdn: QUYEN HAN, CHUC VU CUA NGUOI KY (9)
 rrrreeeaaes :
St mmm st : (Chi ky, ddu)

- Luu: VT, ...(10). A.XX(11).
Nguyén Van A

Ghi chu:
(1) Tén co quan ho#c chitic danh Nha nuéc ban hanh quyét dinh.
(2) Nam ban hanh.
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(3) Chil viét tét tén co quan hoic chitc danh Nha nuée ban hanh quyét dinh.

(4) Dia danh.

(5) Trich yéu noi dung quyét dinh.

(6) N&u thaim quyén ban hanh quyét dinh thudc vé ngusi ding ddu co quan (Bo
trudng, Tha tudng cd quan ngang Bo, Vién trudng Vién Ki€m sat nhan dan téi cao,
Chanh an Toa an nhan dan téi cao) hoidc chiic danh nha nude (Chu tich nude, Thu
tudng Chinh phu) thi ghi chic vu cha ngudi diing dau co quan hoic chiic danh nha
nude; néu thim quyén ban hanh quyét dinh thudc vé Uy ban nhan dan céc cap thi
ghi Uy ban nhan dan...

(7) Cac cén cu truc tiép dé ban hanh quyét dinh.

(8) Noi dung cta quyét dinh.

(9) Quyén han, chtc vu ciia nguoi ky nhu Bo trudng, Vién trudng, Chanh an... hoic
chiic danh nha nudc (Chu tich nude, Thi tudng (Chinh phit)); d6i véi quyét dinh ca
Uy ban nhan dan phai ghi chii viét tit “TM” vao trudc tén Uy ban nhan déan; tru:dng

# W‘W.ThuﬂenPhapLuat.com

ﬂ'

hop cdp phé dude giao ky thay ngudi diing ddu co quan thi ghi chii viét tit “KT” vﬁow
trudc chic vu cia ngudi ding dau, bén dudi ghi chic vu cia ngudi ky. :

(10) Chi viét tat tén don vi soan thao hoidc chd tri soan thao va sé lugng ban h:m

(néu can).

* Tel: +84-8-3845

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

awSoft



S616-21-5 - 2005 CONG BAO 47

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

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

So: /120.2)/QD-....(3) ... . 4)....... , ngay.... thdang.... nam 20.. (2)..
QUYET PINH
Ban hanh...cnsmunms T
\ . g
THAM QUYEN BAN HANH (6) :
=
=
LRI BN svcvivmssissiinisiossrsmsii CT Jisuonensipicssspissnsn o i S A SRR TR R é
.......................................................................................................................................... s
THE0 Q8 TIEHL BB sovrvinvussssisssmias coiiss sy s s s e E
QUYET DINH: "
Diéu 1. Ban hanh kém theo QUYSEt NI DAY ...v.eeeveeeeeeereeeeeeeee oo eeeeseeeeeeeee e, Z
................................................................... () wovneeessenesssesssssesssssesssseeesse st
DB 21 oottt ettt ettt e e et e et e et ettt e ettt ene s e renene -
5 T DSOS RR SR SRRPRRY =
........................................................................................................................................ /
Noi nhadn: QUYEN HAN, CHUC VU CUA NGUOI KY (8)

- (Chiz ky, ddu)
- Luu: VT, ...(9). A.XX(10).
Nguyén Van A

Ghi chu:
(1) Tén co quan hoic chic danh nha nude ban hanh quyét dinh.
(2) Nam ban hanh.

(3) Chit viét tit tén co quan hoic chiic danh nha nude ban hanh quyét dinh.
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(4) Dia danh.
(5) Tén cua ban quy ché (quy dinh) dudc ban hanh.

(6) Néu thim quyén ban hanh quyét dinh thudc vé ngudi ding dau cd quan (Bd
trudng, Thu tudng cd quan ngang B, Vién trudng Vién Kiém sat nhéan dan t6i cao,
Chanh an Tda an nhéan déan t61 cao) hodc chic danh nha nudc (Cha tich nude, Tha
tuéng Chinh phu) thi ghi chiic vu ciia ngudi ding dau hoéc chiic danh nha nudc; néu
thdm quyén ban hanh quyét dinh thudc vé Uy ban nhéan dan cac c&p thi ghi Uy ban
nhéan dan...

(7) Cac cén ci truc tiép dé ban hanh quyét dinh.

(8) Quyén han, chic vu cua ngudi ky nhu Bé trudng, Vién trudng, Chanh an... hoic
chic danh nha nude (Chu tich nude, Thu tudng (Chinh phu)); déi vdi quyét dinh cua
Uy ban nhan dan phai ghi chii viét tt “TM” vao trude tén Uy ban nhan dan; trudng
hop cép phé dudc giao ky thay ngudi ditng diu cd quan thi ghi chit viét tdt “KT” vao
trude chiic vu ctia nguoi ding dau, bén dudi ghi chic vu cua ngudi ky.

(9) Chil viét tit tén don vi soan thao hodc chu tri soan thao va s& lugng ban luu (né'il
can).

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

awSoft = Tel: +84-58-3845 6684 * www. ThuVienPhapLuat.com
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Mau quy ché, quy dinh (ban hanh kém theo quyét dinh)

TEN CO QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phiic

QUY CHE (QUY DINH)
.............................. (1) eoeeeeeeeeeeeee e,
(ban hanh kém theo Quyét dinh s6 ............ /20.../QD-....
ngay ... thang ... nam 20... ClQ.......cccevveene... )
g
Chuong I é_
QUY PINH CHUNG £
L ] =
£
...................................................................................................................................... =
DEBUere .vovors oo ssessee s :
Chuong Z
D8 Uee 1ovvvvveeeseeessee e s s sses e e s s s e s et i
<
DEBUer. 1vvvvveversssesssesssssessssssssssssssssssssssesessessssssssssssessesssmssssessseett et sesase et oo =
=]
E
Chuong ...
BV B U i cvnii i S T S o VLR on i e an oo s e s e n a4 it R R R i
S T Y R T o N R s T S RS b o R T e S SO R 4 /..
QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, ddu)
Nguyén Van A
Ghi chu:

(1) Trich yéu ndi dung ctia ban quy ché& (quy dinh).
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Mau 1.7. Chi thi

TEN CO QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

S6:  /20..(2)/CT-....(3) e e (4) ....... , ngay.... thang.... nam 200..(2)..
CHI THI
......................... ) T
............................................................. () v i cnminnin sommivi soimbreminiio mmrid st i s i
Y A
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY (7)
: LUuVT,’(B) A.XX(9). (Chiz ky, ddu)

Nguyén Van A

Ghi chu:
(1) Tén co quan hoéc chiic danh nha nudc (Thu tudéng Chinh phu) ban hanh chi thi.
(2) Nam ban hanh.

(3) Chii viét tat tén co quan hodc chiic danh nha nuéc (Thu tudéng Chinh phi) ban
hanh chi thi.

(4) Dia danh.

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

(5) Trich yé&u néi dung chi thi.

(6) Noi dung van ban.

(7) Quyen han, ¢hiic vu cha ngudsi k¢ nhu Bé trudng, Vién tru'o‘ng, Chanh an hoic
chiic danh nha nuéc (Tha tuéng (Chinh' pht)); d6i véi chi thi cha Uy ban nhan dan
phai ghi chit viét tt “TM” vao trudc tén Uy ban nhan dan; trudng hdp cap phé dude =
giao ky thay nguoi diing dau cd quan thi ghi chi viét tat “KT” vao trude chic vu cua
ngudi ding dau, bén duéi ghi chic vu clia ngusi ky vin ban. g

* www. ThuVienPhapLuat.com

+84-8-3845 668

(8) Chit viét tat tén don vi soan thao hodc chi tri soan thao va sé lugng ban luu (néu
cin).
(9) Ky hiéu ngudi danh may, nhan ban va sd lugng ban phat hanh (néu cén).

awSoft = Tel:
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Mau 1.8. Théng tw cia Bj trudng

845 6684 * www.ThuVienPhapLuat.com

BO cverseenecnrsnssssnsennnens(l)  CONG HOA XA HOI CHU NGHIA VIET NAM
- Doc lap - Tu do - Hanh phiic
S6:  /20..(2)../TT-..(3).. Ha Noi, ngay..... thdng...... ném 20..(2)..
THONG TU
........................... ¢ —
AN soiconsisma s aisasissms (B )i vunmnssiiimins o S R SR B '
.............................................................. () TR
........................................................................................................................... /.
Noi nhén: BO TRUONG (7)
................ ; (Chiz ky, ddu)

- Luu: VT, ...(8). A.XX(9).
Nguyén Van A

Ghi chu:
(*) Mau nay ap dung d6i véi ca Théng tu cia Thu trudng co quan ngang B, Vién
trudng Vién Kiém sat nhin dén t6i cao va Chanh 4n Tda 4n nhan dén t6i cao.

(1) Tén Bd, co quan ngang Bo, Vién Kiém sat nhan déan téi cao hodc Toa an nhéan

dan té1 cao.
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(2) Ndm ban hanh. g
(3) Chit viét tit tén B, co quan ngang Bo, Vién Kiém sat nhan dan téi cao hoic ToaZ

4n nhan dén toi cao.

(4) Trich y&u néi dung Théng tu.

ThuVienPhapL.

(5) Cn ct phap 1y dé ban hanh; muc dich (néu cé) va pham vi diéu chinh ctia Thén
tu.

og
WWW,

45 6684 *

(6) Néi dung cua Thong tu.

(7) Ho#c chitc danh cta Thi trudng co quan ngang Bo, Vién trudng (Vién Kiém saﬁ
nhan dan toi cao) hofic Chanh an (Tda 4n nhan dain tdi cao); truong hgp cidp ph&i
dugc giao ky thay ngusi ding ddu co quan thi ghi chit viét tdt “KT” vao trudc chi&
vu clia ngudi ding ddu, bén dudi ghi chic vu cua ngudi ky.

(8) Chit viét tit tén don vi soan thdo hoic chu tri soan thao vin ban va sd lugng ba

awBoft -

Iuu (néu can).
(9) Ky hiéu ngudi ¢ddnh mAy, nhan ban va s lugng ban phat hanh (néu cén).
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Mau 1.9. Théng tu lién tich

BQ..... - CO QUAN (TO CHUC) (1) CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

So:  /20..(2)./TTLT-.....(3)...... Ha N¢i, ngay.... thdng..... nim 20..(2)..
THONG TU LIEN TICH
............................ )

Can el ..ovvvviviviiiiieieee e ) s S s e s nmesns A
S
T

CHUC VU CUA NGUOI KY (7b) BQ TRUONG BO......... (7a)
(Chit ky, déu) (Chit ky, déu)
Nguyén Vian B Nguyén Van A

Noi nhén:

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

- Luu: VT (....), ...(8). A.XX(9).

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

Ghi chi:

(1) Tén Bo chu tri va tén (cac) cd quan (t0 chiic) khac tham gia ban hanh Théng tu
lién tich.

(*) Thong tu lién tich dude dang ky va ghi sd thi tu tai van thu cia cd quan chu
tri soan thao.

(2) Nam ban hanh.

(8) Chit viét tat tén Bo va tén (cac) cd quan (8 chiic).

(4) Trich yéu ndi dung Thong tu.

(5) Can cd phap ly dé ban hanh; muc dich (néu c¢é) va pham vi didu chinh cua
Thong tu lién tich.

(6) No1 dung cua Théng tu.

(7a) B§ trucéng Bo chu tri soan thao Théng tu lién tich; (7b) Chtc vu cha ngubl
ding d4u co quan (t6 chiic) tham gia soan thao Thong tu lién tich; chic vu cla
ngudi ky Théong tu lién tich phai ghi ddy d, bao gébm chic danh va tén co quan, té
chic, vi du: Bo trudng B..., Bo trudng, Cha nhiém Vin phong Chinh phu; tru‘dng %
hgp céc cdp phé dude giao ky thay ngudi ding diu co quan (td chiic) thi ghi chu m
viét tdt “KT” vao trude chic vu cia ngudi ding dau, bén duéi ghi chie vu cua
ngudi ky.

* WWw. ThuVienPhapLuat.com

Tel: +84-8-384

(8) Chit viét tét tén cac don vi soan thao ctia Bb chu tri va c¢d quan (t8 chic) tham
gia va s8 lugng ban luu (néu cdn). Thong tu lién tich dude luu tai vén thu caa B(.)g:'
chtl tri soan théao; luu hé so tai don vi soan thao ciia B va cd quan (t6 chiic) tham
gia ban hanh, vi du: Luu: VT (BNV), CLT (BNV), HC (VPCP).

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

0

aw
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MAu 2.1. Quyét dinh (ca biét) (quy dinh truc tiép)

TEN CQ, TC CAP TREN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Doc lap - Tu do - Hanh phic
S6: O /QD-()ers e, @)........, ngay.... thdng... ném 20....
QUYET DPINH
V& VIBC vovvverrrririenien, ) N
7 ~ % E
THAM QUYEN BAN HANH (6) g
1
3
=]
CAN CU oo rrr e e aeeas () eetiieeiiis teriiernnserernresssesernssrrrssrraesenannnsererans  E
2
.......... o
X6t A8 NENT CTA .ovvivveeries creeeiiesie et e e a e bbb bbb b e s b eb s bt bbb , -
QUYET PINH %
DU L oveeerrseeeeeeeseeseeeeesseee s s sneens (8) overeeree eeeeeeseeeeeete s e e e ten s ess o :
DABU 2o oooooooeeeoe oo es e ettt z
.................................................................................................................................. 3
PIHB i v e aas s v L b vumie s A b S o e SRR A B A O R B O RO S ;:,
................................................................................................................................ /, 9
2
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY (9)
................ : (Chiz ky, déw)

Nguyén Van A

Ghi chu:

(1) Tén co quan, t6 chiic cap trén (néu cb).

(2) Tén co quan, t& chitc hodc chitc danh nha nuéc ban hanh quyét dinh.

(*) D31 v6i quyét dinh (ca biét), khong ghi ndm ban hanh gita s& va ky hiéu cuaa
van ban.

(3) Chii viét tdt tén cd quan, td chiic hodc chiic danh nha nudc ban hanh quyét
dinh.
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(4) Dia danh.

(5) Trich y&u ndi dung quyét dinh.
(6) Néu thdm quyén ban hanh quyét dinh thudc vé ngudi ding ddu cd quan, td chic =
thi ghi chitc vu ctia ngudi ditng ddu (vi du: B trudng Bé..., Cuc trudng Cuc..., Giam &
ddc..., Vién trudng Vién..., Chu tich...); néu th&m quyén ban hanh quyét dinh thudc
vé& tap thé lanh dao hoic cd quan, t8 chitc thi ghi tén tap thé ho#c tén co quan, t
chitc d6 (vi du: Ban thudng vu..., Hsi déng..., Uy ban nhén dan...).

(7) Néu céc cin ci truc tiép dé ban hanh quyét dinh.

C

O3
* www. ThuVienPhapLuat.

(8) No1 dung vén ban.
(9) Quyén han, chtic vu cia ngudi ky nhu Bj trudng, Cuc trudng, Gidm doc, Vién 3
trudng v.v...; truong hgp ky thay mit tap thé lanh dao thi ghi chit viét tat “TM” VEOE
trude tén co quan, td chic hodc tén tap thé lanh dao (vi du: TM. I?Iy ban nhén dﬁn,ﬁ
TM. Ban thudng vu, TM. Héi ddng...); trudng hop cép phé duge giao ky thay nguéié
dting d4u co quan thi ghi chit viét tdt “KT” vao trudc chic vu ciia ngudi ding déu, £
bén duéi ghi chic vu cia ngudi ky vin ban; cac trudng hop khéac thuc hién theo -
hudéng din tai khoan 7 Muc II cia Théng tu nay.
(10) Chit viét tét tén don vi soan théo ho#ic chi tri soan thao va s6 lugng ban luu
(néu cén). =
(11) Ky hiéu ngudi danh may, nhan ban va s6 lugng ban phat hanh (néu can).

oft
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Mau 2.2. Quyét dinh (ca biét) (ban hanh, phé duyét mét van bdn khdc)”

TEN CQ, TC CAPTREN ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Doc 1ap - Tu do - Hanh phuc
Sé: QD-........ , ngay..... thdng......... nam 20...
QUYET PINH
Ban hanh (Phé duyét) .......... (D) it e
. . g
‘ THAM QUYEN BAN HANH :
3
A
(5 o1 s R SO OV SL . ORI AP AR SRS ATy L SULAI i NN eI 1 4 ;é
..................................................................................................................................... ;g
D G s (0 474 0 1 1 R SO SR PRRRRRTOO ) E
QUYET DINH: "
Piéu 1. Ban hanh kém theo Quyét dinh nay (Phé duyét) ...... (5 | (T—— 5.3
DHEU 2. oooooerieovivesieeessssssee s st o
=1
Diéu... ‘E
..................................................................................................................... /.
2
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Luu: VT, .... AXX. (Chit ky, déw)
Nguyén Van A

Ghi chu:

(*) Mau nay ap dung d6i véi cac quyét dinh (ca biét) ban hanh hay phé duyét mét
vin ban khéc nhu quy ché, quy dinh, chudng trinh, k& hoach, dé an, phuong an...
(1) Tén cua van ban dugc ban hanh kém theo quyét dinh hoéc dudc phé duyét.
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Mau quy ché, quy dinh (ban hanh kém theo quyét dinh)”

TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Déc lap - Tu do - Hanh phuc

QUY CHE (QUY PINH)

(ban hanh kém theo Quyét dinh sb ............ /Q@D-.....
ngay ... thang ... nam 20... cua ........... )

Chuong 1
QUY DINH CHUNG

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

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

+84-8-3845 6684 * www.ThuVienPhapLuat.com

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

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

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

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

-------------------------------------------------------------------------------------------------------------------------------
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EVEBNL s cooromsmesrenmmensessmsmrassassrsssesepasoniamvasmssiinn ipnanspesibent brans SHLOHNIIRER MOV AR S z
............................................................................................................................. i 3
=

-

~ » ] > = » %

QUYEN HAN, CHUC VU CUANGUOIKY =

=

=

(Chiz ky, déw) -

Nguyén Van A ;

+

=

Ghi chu: =

(*) MAu nay ap dung d6i véi quy ché, quy dinh duge ban hanh kém theo quyét dinh
(ca bidt), b8 cuc ¢6 thé bao gdm chuong, muc, diéu, khoan, diém.

awsHo

(1) Trich yéu ngi dung ctia ban quy ché (quy dinh).
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Méu vdn bdn khdc (duge ban hanh hodc phé duyét kém theo quyét dinh)"”

TEN CQ, TC CAP TREN CONG HOA XA HQOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Déc lap - Tu do - Hanh phic

TEN LOAI VAN BAN (1)

(ban hanh (phé duyét) kem theo Quyét dinh sé ............ /@D-.....
ngay ... thang ... nam 20... cua .......... )

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

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

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

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

S T R T T e

T L I I O T R I

QUYEN HAN, CHUC VU CUA NGUOI KY (4)

(Chit ky, ddu)

Nguyén Van A

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

Ghi chu:

(*) Mau nay ap dung d6i véi cic van ban duge ban hanh ho#c phé duyét kém theo
quyét dinh nhu chuong trinh, k& hoach, dé an, phuong an...

(1) Ghi tén loai vin ban dudc ban hanh nhu chuong trinh, k& hoach, dé an, phuong
an...

(2) Trich yéu néi dung vén ban.

(3) N6i dung van ban.

(4) Ghi quyén han, chiic vu ciia ngudi ky nhu tai quyét dinh.
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Mau 2.3. Céng van hanh chinh

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

TEN CO QUAN, TO CHUC (2) Doc lap - Ty do - Hanh phc
Se: L@@, (5) ....... , ngay..... thang..... nam 20...
Vi s (6)........
Kinh gui
i E
...................................................... ;
i
£
................................................ (7) e e
.......................................................................................................................................... E
................................................................................................................................ E
............................................................................................................................... i 3
£
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOIKY (8)
- Nhu trén; =
. =]
- Luu: VT, ...(9). A.XX(10). (Chw ky, ddu) E

Nguyén Van A
S6 XX phd Trang Tién, quan Hoan Kiém, Ha Noi
DT: (04) XXXXXXX, Fax: (04) XXXXXXX
E-Mail: .........ooovvvvviieen, Website: .....coooevvvviiviiiieiinenns (11)

Ghi chu:

(1) Tén co quan, t& chiic cdp trén (néu cé).

(2) Tén cd quan, té chic hosc chitc danh nha nuéc ban hanh céng vin.

(3) Chit viét tat tén cd quan, t8 chitc hodc chic danh nha nuéc ban hanh cong vin.
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(4) Chit viét tét tén don vi ho#c bd phan soan thao hodc chu tri soan thao céng van.
(5) Pia danh.

(6) Trich yéu ndi dung cong van.

(7) No1 dung cong van.

(8) Ghi quyén han, chitc vu ctia ngudi ky nhu Bo trudng, Cuc trudng, Giam déc, Vién
trudng v.v...; trudng hop ky thay mit tap thé lanh dao thi ghi chi viét tat “TM”
trude tén co quan, to chiic hodc tén tap thé lanh dao, vi du: Uy ban nhan dan, Ban ;
thudng vu, Hoi dong...; néu ngudi ky céng vin 1a cap phé clia ngudi ding dau cd 5
quan, to chic thi ghi chii viét tit “KT” vao trude chiic vu cia ngudi ding dau, ben «
dudi ghi chic vu cia ngudsi ky cong van; cac trudng hop khac thyc hién theo hucng &
dan tai khoan 7 Muc II cua Thong tu nay.

(9) Chit viét tit tén ddn vi soan thao hodc chu tri soan thao va sb ' luong ban luu (néu =

www. ThuVienPhapLuat.com

can).
(10) Ky hiéu ngudi danh may, nhan ban va s6 lugng ban phat hanh (néu can),
(11) Dia chi co quan, t& chiic; s6 dién thoai, s6 Telex, sd Fax; dia chi E-Mail; Website

ft = Tel: +84-

aAwWono

(néu can).
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MAu 2.4. Cac hinh thic van ban hanh chinh khae"

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

TEN CO QUAN, TO CHUC (2) Péc 1ap - Tu do - Hanh phuc
So: [...(d)-(b)... (5) ....... , ngay.... thang.... nam 200...

............................ s
................................................ 3 S A A,
e R T L R AR L LA AR R i -;_l_-l-lll
...................................................................................................................... /. ¢
~ - ” " .
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY (9)
............... .
¥ womsnaesmanent :
- Luu: VT, ...(10). A.XX(11). (Chiz ky, ddu)

Nguyén Van A

at.com

-8-3845 6684 * www.ThuVienPhapLu

awSoft = Tel: +s84

Ghi chu:

(*) MAu nay ap dung chung ddi véi da s8 cac hinh thitc van ban hanh chinh ¢6 ghi
tén loai cu thé nhu chi thi (ca biét), thong bao, chudng trinh, k& hoach, dé an, bao
cao, td trinh v.v...

(1) Tén co quan, t6 chic cap trén (néu cd).

(2) Tén co quan, t6 chic hoic chiic danh nha nuéc ban hanh vin ban.

(3) Chii viét tat tén loai van ban.

(4) Chil viét tit tén co quan, t8 chic hodc chiic danh nha nude ban hanh van ban.
(5) Dia danh.
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=
(6) Tén loai vin ban: chi thi (ca biét), théng cao, thong bao, chuong trinh, ké& hoach, g
dé an, phuong an, bao cao, to trinh v.v... j:;_
(7) Trich yéu néi dung vin ban. &
(8) No1 dung vian ban. %
(9) Ghi quyén han, chic vu cia ngudi ky nhu B trudng, Cuc trudng, Giam déc, Viénﬁ.
trudng v.v...; trudng hop ky thay mat tap thé lanh dao thi ghi chi viét tit “TM” vao E

trude tén cd quan, to chic hoic tén tap thé lanh dao (vi du: TM. ﬁy ban nhan dan, >
TM. Ban thudng vu, TM. Héi dong...); néu ngudi ky van ban la cadp phé cia ngu'ﬁlf
diing dau cd quan thi ghi chi viét tit “KT” vao trude chiic vu cia ngudi ding dﬁfﬁ,%
bén duéi ghi chiic vu cua ngudi ky vén ban; cac truong hgp khac thuc hién theoz
hudng dan tai khoan 7 Muc II cia Thong tu nay.

(10) Chi viét tit tén don vi soan thao hodc chi tri soan thao va s lugng ban luu (néu

* Tel: +84-8

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

awSoft
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MAu 3.1. Ban sao van ban
370 J CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic
86 ..... 120../TT-B..... Ha Néi, ngay ...... thdng ..... nam 20...
THONG TU
....................................................................................................................................... 2
........................................................................................................................................... 5
=2
................................................................................................................................ E
....................................................................................................................................... 2
=
.......................................................................................................................................... £
...................................................................................................................... /. q &
Noi nhgn: BO TRUONG @
............... : 32
2 ormsessanet : (Chit ky, ddu) =
- Luu: VT, .... A.300. ;:,
Nguyén Vian A <
z
TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
S6:....(3)../SYd) 5)....... , ngay.... thang.... nam 20...
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY (6)
- Luu: VT. (Chit ky, ddu)

Nguyén Van A
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[=2]
-]

-8-3845 6684 * www.ThuVienPhapLuat.con

Ghi chu:

(1) Hinh thic sao: sao y ban chinh, trich sao hoic sao luc.
(2) Tén co quan, t6 chdc thuc hién sao vin ban.

(3) So ban sao.

(4) Ky hiéu ban sao.

(6) Dia danh.

(6) Ghi quyén han, chiic vu ctia ngudi ky ban sao.

awSoft = Tel: +s4



