LIEN TICH BO NQI VU - VAN CONG HOA XA HOQI CHU NGHIA VIET NAM

PHONG CHINH PHU Poc 1ap - Tw do - Hanh phic
S6: 55/2005/TTLT-BNV-VPCP Ha Néi, ngay 06 thang 5 nam 2005
THONG TU LIEN TICH

HUONG DAN VE THE THUC VA KY THUAT TRiINH BAY VAN BAN

Can cir Nghi dinh sé 45/2003/ND-CP ngay 09 thang 5 nam 2003 cua Chinh phu
quy dinh chirc nang, nhiém vu, quyén han va co cdu toé chuc cua Bo Noi vu,

Can cit Nghi dinh s6 18/2003/ND-CP ngay 20 thang 02 nam 2003 cua Chinh phu
quy dinh chikc ndng, nhiém vu, quyén han va co' cau t6 chirc ciia Vin phong Chinh phi;

Can cir Piéu 5 va Dzeu 35 cua Nghi dinh Sp 110/2004/ND-CP ngay 08 thang 4 nam
2004 cua Chinh phi vé cong tdac van thu, Diéu 3 cua Nghi dinh so 135/2003/ND-CP
ngay 14 thang 11 nam 2003 cua Chinh phu vé kiéem tra va xuw ly van ban quy pham phap
luat,

Bé Noi vu va Van phong Chinh phii hwéng dan vé thé thirc va kj thudt trinh bay
van ban nhu sau:

I. HUONG DAN CHUNG
1. Pham vi va ddi twong ap dung

Thong tu nay hudng dan vé thé thirc va k¥ thuat trinh bay vin ban quy pham phap
luat, van ban hanh chinh va ban sao van ban; dugc ap dung ddi véi cac co quan nha
nude, t6 chire xa hoi, td chic xa hoi - nghé nghiép, td chuc kinh té va don vi vii trang
nhan dan (sau ddy goi chung 1a co quan, t6 chiic).

2. Thé thitc vin ban

Thé thirc van ban 1a tap hop cac thanh phan cdu thanh vin ban, bao gdm nhing
thanh phan chung ap dung d6i voi cac loai van ban va cac thanh phan b6 sung trong
nhiing trudng hop cu thé hodc ddi véi mot sb loai van ban nhat dinh theo quy dinh tai
Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 ctia Chinh phi vé cong tac
vin thu va huéng dan tai Thong tu nay.

3. Ky thuat trinh bay van ban

K§ thuat trinh bay van ban quy dinh tai Thong tu nay bao gom kho gidy, kiéu trinh
bay, dinh 1é trang van ban, vi tri trinh bay cac thanh phén thé thirc, phong chit, cd chir,
kiéu chit va cac chi tiét trinh bay khac, duogc ap dung ddi vai van ban dugc soan thao trén
may vi tinh sir dung chuong trinh soan thao van ban (nhu Microsoft Word for Windows)
va in ra gidy; c6 thé ap dung d6i voi vian ban duoc soan thao bang cac phuong phap hay
phuong tién ky thuat khac hoac dbi véi van ban duoc 1am trén gidy mau in san; khong ap
dung d6i véi van ban dugce in thanh sach, in trén béo, tap chi va cac loai 4n pham khéc.

4. Phong chir trinh bay van ban

Phong chit str dung dé trinh bay vian ban phai 1a cac phong chit tiéng Viét voi kiéu
chir chan phuong, bio dam tinh trang trong, nghiém tic cta van ban. Dbi véi nhitng van
ban ding trong trao doi théng tin dién tir gitta cic co quan, t6 chirc cia Nha nuéc, phai
str dung cac phong chit ciia bd ma ky tur chit Viét (phong chir tiéng Viét Unicode) theo
Tiéu chun Viét Nam TCVN 6909:2001.



II. THE THUC VAN BAN
1. Qudc hiéu

Qudc hiéu ghi trén vin ban bao gom 2 dong chir: “Cong hoa xi hoi chii nghia Viét
Nam” va “Dgc 1ap - Ty do - Hanh phuc”.

2. Tén co quan, td chirc ban hanh viin ban

Tén co quan, to chirc ban hanh van ban bao gdm tén cua co quan, t6 chtrc ban hanh
van ban va tén cua co quan, to chirc cha quan cip trén truc tiép (néu co) can cir quy dinh
cua phap luat hodc can ctr van ban thanh 1ap, quy dinh t6 chirc bd mdy ciia co quan, t6
chtrc ¢6 thdm quyén, trir truong hop dbi voi cac BY, co quan ngang B, co quan thudc
Chinh phu; Vin phong Qudc hoi, Hoi dong dan toc va cac Uy ban ctia Qudc hoi.

Tén ctia co quan, t6 chtrc ban hanh van ban phai dugc ghi day du theo tén goi chinh
thirc cin ctr van ban thanh lap, quy dinh t6 chirc bo may, phé chuan, cap glay phép hoat
dong hodc cong nhén tu cach phap nhan cua co quan, t6 chirc c6 tham quyén; tén cia co
quan, t6 chtrc chi quan cip trén truc tiép co thé viét tat nhing cym tir thong dung nhu Uy
ban nhan dan (UBND), Hoi dong nhan dan (HDND).

Vi du:
- Tén co quan, to chitc ban hanh vin ban:
BO GIAO THONG VAN TAI BO NOI VU
TONG CONG TY UY BAN NHAN DAN
PIEN LUC VIET NAM TINH THAI NGUYEN

- Tén co quan, to chitc ban hanh vin ban (truong hop c6 co quan, to chirc chi quan
cap trén tryc tiép):

BO GIAO THONG VAN TAI UBND TINH THAI NGUYEN
CUC HANG HAI VIET NAM SO XAY DUNG
VIEN KHOA HOC XA HOI TONG CONG TY
VIET NAM PIEN LUC VIET NAM
VIEN DAN TQOC HQC CONG TY PIEN LUC 1

3. S0, ky hiéu ciia vin ban
a) S6, ky hiéu cua vian ban quy pham phép luat

S4, ky hiéu cia vin ban quy pham phap luat do Qudc hodi, Uy ban thuong vu Qudc
hoi va cic co quan nha nude co thim quyén khac & Trung wong ban hanh dugc thuc hién
theo quy dinh tai Diéu 3 cua Nghi dinh s6 101/CP ngay 23 thang 9 ndm 1997 cta Chinh
phu quy dinh chi tiét thi hanh mot s6 diéu ctia Luat Ban hanh van ban quy pham phap
luat va huéng dan tai Thong tu nay, cu thé nhu sau:

- S6 cua vin ban quy pham phép luat bao gém s thir ty diang ky dugc danh theo
tirng loai vin ban do co quan ban hanh trong mét nim va nim ban hanh vin ban d6. S6
dugc ghi bang chir s6 4-rap, bat dau tir s6 01 vao ngay dau nam va két thic vao ngay 31
thang 12 hang nam; nim ban hanh phai ghi day du cac sd, vi du: 2004, 2005;

- K¥ hiéu cta vin ban quy pham phép luit bao gém chit viét tit tén loai van ban
theo Bang chir vict tat tén loai van ban va ban sao kém theo Thong tu nay (Phu luc I) va



chir viét tit tén co quan hodc chirc danh nha nude (Cha tich nude, Thu twdng Chinh phit)
ban hanh van ban.

S4, ky hiéu cua vin ban quy pham phap luit do Hoi dong nhan dan, Uy ban nhan
dan ban hanh dugc thuc hién theo quy dinh tai Piéu 7 cua Luat Ban hanh vian ban quy
pham phap luat ctia Hoi dong nhan dan, Uy ban nhan dan sé 31/2004/QH11 ngay 03
thang 12 nam 2004.

b) Sb, ky hiéu cia vin ban hanh chinh

S6 cta van ban hanh chinh 1a s thir tw dang ky van ban do co quan, t6 chic ban
hanh trong mdt ndm. Tuy theo tong s6 van ban va s luong moi loai van ban hanh chinh
dugc ban hanh, cac co quan, t6 chic quy dinh cu thé viéc dang ky va danh s6 van ban.
SO cua van ban dugc ghi bang chir so6 a-rap, bat dau tur s6 01 vao ngay dau nam va két
thic vao ngay 31 thang 12 hang ndm.

Ky hi¢u cia van ban hanh chinh

- Ky hiéu cua quyet dinh (ca bit), chi thi (ca biét) va cua cac hinh thirc van ban co
tén loai khac bao gom chir viét tat tén loai van ban theo Bang chur viét tit tén loai van

ban va ban sao kém theo Thong tu nay (Phu lyc I) va chir viét tit tén co quan, to chiic
hoac chirc danh nha nudc ban hanh van ban.

- Ky hi¢u cta cong van bao gom chir vi€t tit tén co quan, t6 chirc hodc chuc danh
nha nudc ban hanh cong van va chir viét tat tén don vi soan thao hodc chu tri soan thao
cong van do (n€u co), vi du:

Cong vin ciia Chinh phii do Vu Hanh chinh Vin phong Chinh phi soan thao: So: ...
/CP-HC,;

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

~ Cong van cua Bo Xy duyng do Cuc Quan ly nha B Xay dung soan thao:
S6:.../BXD-QLN;

Cong vén cua Uy ban nhan dan tinh... do t6 chuyén vién (hodc thu ky) theo déi linh
vuc van hoa - xa hdi soan thao: So:... /UBND-VX;

Cong vin ctia S¢ Cong nghiép tinh... do Vin phong Sé soan thao: Sé:... /SCN-VP.

Chir viét tit tén co quan, to chirc ban hanh van ban va chit viét tat tén cac don vi
trong moi co quan, t6 chtrc phai dugc quy dinh cuy the, bdo ddm ngan gon, dé hiéu.

4. Dia danh va ngay, thang, nam ban hanh van ban

a) Dia danh ghi trén van ban 1a tén goi chinh thirc cua don vi hanh chinh (tén riéng
cua tinh, thanh phé truc thudc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; xa,
phuong, thi trdn) noi co quan, to chitc dong tru s&; ddi voi nhitng don vi hanh chinh
duogc dit tén theo tén ngudi hodc bang chir sb thi phai ghi tén goi ddy du cua don vi hanh
chinh d6, cu thé nhu sau:

- Dia danh ghi trén van ban cia cac co quan, to chirc Trung wong 1a tén cua tinh,
thanh phé truc thudc Trung wong hodc tén cua thanh phd thudce tinh (néu c6) noi co
quan, td chuc dong tru so, vi du:



Vin ban cua Bo Cong nghiép, ciia Cuc Xuét ban thudc B Vin hoa - Théng tin, caa
Cong ty Dién luc 1 thude Téng cong ty DPién lyc Viét Nam (c6 tru so tai thanh phé Ha
No6i): Ha Noi;

Vian ban ctia Nha may Thuy dién Hoa Binh (c6 tru s¢ tai thi xa Hoa Binh, tinh Hoa
Binh): Hoa Binh; ctia Phan x3 Thong tan xd Viét Nam tai tinh Quang Tri thudc Thdng
tAn x3 Viét Nam (c6 try so tai thi x3 Dong Ha, tinh Quang Tri): Quang Tri; cua Trudng
Cao déng Quan tri kinh doanh thudc Bo Tai chinh (co6 tru sé tai thi trin Nhu Quynh,
huyén M¥ Van, tinh Hung Yén): Hung Yén;

Van ban cua Vi@n Hai duong hoc thudc Vién Khoa hoc va Cong nghé Viét Nam
(c6 tru so tai thanh pho Nha Trang, tinh Khanh Hoa): Nha Trang.

- Dia danh ghi trén van ban cua cac co quan, to chirc cap tinh:

+ Dbi vé6i cac thanh phé tryc thuoc Trung wong: 1a tén cua thanh phé truc thudc
Trung wong, vi du:

Vin ban ciia Uy ban nhan dan thanh phd Ha Noi va cia cac sd, ban, nganh thudc
thanh pho: Ha Noi; cua Uy ban nhan dan thanh pho H6 Chi Minh va cua cac s0, ban,
nganh thudc thanh phd: Thanh phd H6 Chi Minh.

+ D061 voi cac tinh: 1a tén cua thi xa, thanh phd thudc tinh hoac ctia huyén noi co
quan, t6 chirc dong tru so, vi du:

Vian ban cua Uy ban nhan dan tinh Ha Nam va cua cac so, ban, nganh thudc tinh
(c6 tru s¢ tai thi xa Phu Ly, tinh Ha Nam): Phu Ly;

Vian ban ctia Uy ban nhan dan tinh Hai Duong va cia cac sd, ban, nganh thudc tinh
(c6 tru sé tai thanh phd Hai Duong, tinh Hai Duong): Hai Duong; ciia Uy ban nhan dan
tinh Quang Ninh va cua céac sd, ban, nganh thudc tinh (c6 tru sé tai thanh phd Ha Long,
tinh Quang Ninh): Ha Long; ciia Uy ban nhan dan tinh Lam Dong va cia cac s, ban,
nganh thuQc tinh (c6 tru s¢ tai thanh pho Da Lat, tinh Lam Pong): Pa Lat;

Vin ban cta Vuon Qudc gia Ba Bé (c6 tru so tai huyén Ba Bé, tinh Bic Kan): Ba
Bé; ctia Ban Quan ly Ctra khau qudc t€ Bo Y (c6 tru so tai huyén Ngoc Hoi, tinh Kon
Tum): Ngoc Hoi.

- Pia danh ghi trén vin ban cua cac co quan, t6 chitrc cAp huyén 1a tén cta huyén,
quan, thi xa, thanh pho6 thude tinh, vi du:

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

Vin ban ctua Uy ban nhan dan quéan 1 (thanh phé H6 Chi Minh) va cta cac phong,
ban thudc quan: Quan 1; cua Uy ban nhén dan quan Go Vap (thanh pho H6 Chi Minh),
cua céac phong, ban thudc quan: Go Vap;

Van ban cua Uy ban nhan dan thi xa Ha DPong (tinh Ha Tay) va cua cac phong, ban
thugc thi xa: Ha Bong;

Vin ban ciia Uy ban nhan dan thanh phd Dién Bién (tinh Dién Bién) va cua cac
phong, ban thudc thanh phd: Dién Bién.

- Dia danh ghi trén van ban ctia Hoi dong nhan dan, Uy ban nhan dan va cia céc t6
chure cap xa la tén cua xa, phuong, thi tran do, vi du:



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

Vin ban ciia Uy ban nhan dan phuong Nguyén Trii (thi xd Ha Pong, tinh Ha Tay):
Phuong Nguyén Tréi; cua Uy ban nhan dan phuong Cong Vi (quan Ba Dinh, thanh ph6
Ha Noi1): Cong Vi;

Vin ban cta Uy ban nhan dan thi trdn Cu Chi (huyén Cu Chi, thanh phé H6 Chi
Minh): Cu Chi.

Pja danh ghi trén vin ban cia cac co quan, to chirc va don vi vii trang nhan dan

thugc pham vi quan ly ctia Bo Quéc phong duoc thuc hién theo quy dinh cta phap luat
va quy dinh cu thé ciia B4 Quéc phong.

b) Ngay, thang, nam ban hanh van ban

Ngay, thang, nam ban hanh van ban quy pham phap luat do Quéc hoi, Uy ban
thuong vu Quoc hdi, Hoi dong nhan dan ban hanh 1a ngay, thang, ndm véan ban dugc
théng qua.

Ngay, thdng, nam ban hanh vdn ban quy pham phéap luat khac va van ban hanh
chinh 1a ngay, thang, nam van ban dugc ky ban hanh.

Ngay, thang, ndm ban hanh vin ban phai duoc viét ddy du ngay... thang... nam...;
cac so chi ngay, thang, ndm dung chit s6 a-rap; do1 vdi nhitng s6 chi ngay nhé hon 10 va
thang 1, 2 phai ghi thém s6 0 & trudec.

5. Tén loai va trich yéu ngi dung ciia van ban

a) Tén loai van ban 14 tén cua ting loai van ban do co quan, to chitc ban hanh. Khi
ban hanh van ban quy pham phdp luat va van ban hanh chinh, déu phai ghi tén loai, trir
cong van.

b) Trich yéu ndi dung ctia van ban la mot cau ngan gon hoac mot cum tur, phan anh
khai quat né1 dung chu yéu cta van ban.

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

No6i dung van ban 13 thanh phan cha yéu cia mot vin ban, trong do, cac quy pham
phap luat (ddi v6i vin ban quy pham phap luat), cac quy dinh duoc dit ra; cac van dé, su
viéc duoc trinh bay.

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

- Phu hop v6i hinh thirc van ban dugc sir dung;

- Phu hop véi dudng 161, cha trwong, chinh sach ctia Pang; phu hop véi quy dinh
cua phap luat;

- Cac quy pham phap luat, cac quy dinh hay cc van dé, sy viéc phai duoc trinh bay
ngan gon, 1o rang, chinh xac;

- St dung ngdn ngl viét, cach dién dat don gian, dé hiéu;

- Dung tir ngit pho thong; khong dung tir ngit dia phwong va tir ngit nudc ngoai néu
khong thuc sy can thiét. D61 voi thuat ngtr chuyén mon can xac dinh rd ndi dung thi phai
duoc giai thich trong van ban;



- Khong viét tat nhimg tir, cum tir khong théng dung. P6i véi nhing tir, cum tir
dugc st dung nhi€u lan trong van ban thi c6 thé viét tat nhung cac chir viét tat 1an dau
cua tur, cum tur phai dugc dat trong ngodc don ngay sau tir, cum tur do;

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

- Khi vién dan lan dau vin ban c6 lién quan, phai ghi day du tén loai, trich yéu noi
dung vin ban; sd, ky hiéu vin ban; ngy, thang, ndm ban hanh vén ban va tén co quan, t6
chire ban hanh vén ban (trir truong hop dbi v6i luat va phap 1énh); trong cac lan vién dan
tiép theo, co thé ghi tén loai va sd, ky hiéu ctia van ban do.

b) B cuc cua vin ban

Tuy theo thé loai va noi dung, van ban co6 thé c6 phan cin cir ‘phap ly dé ban hanh,
phan m& dau va co thé duge bd cuc theo phan chuong, muc, diéu, khoan, diém hoic
dugc phan chia thanh cac phan, muc tr 16n dén nho theo mat trinh ty nhat dinh.

B6 cuc cua luat, phap 1énh duoc thuc hién theo quy dinh tai Piéu 27 cua Luat Ban
hanh van ban quy pham phap luat ngay 12 thang 11 nam 1996 va Luat stra doi, bo sung
mdt s6 didu ciia Luat Ban hanh vin ban quy pham phép luat s6 02/2002/QH11 ngay 16
thang 12 nam 2002.

Vin ban quy pham phap luat khac c¢6 thé duoc bd cuc nhu sau:
- Nghj quyét: theo diéu, khoan, diém hodc theo khoan, diém;

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

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

- Chi thi: theo khoan, diém;
- Thong tu: theo muc, khoan, diém.
Vin ban hanh chinh c6 thé duoc bd cuc nhu sau:

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

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

- Cac hinh thire van ban hanh chinh khac: theo phan, muc, khoan, diém.
7. Chirc vu, ho tén va chir ky ctia nguwoi c6 thAim quyén

a) Viéc ghi quyén han ciia nguoi ky duge thyc hién nhu sau:

- Truong hop ky thay mat tap thé thi phai ghi chir viét tit “TM.” (thay mit) vao
trude tén tap thé lanh dao hodc tén co quan, to chirc;

- Trudng hop ky thay nguoi ding dau co quan, to chic thi phai ghi chir viét tat
“KT.” (ky thay) vao trudc chirec vu ciia nguoi dung dau;

- Trudong hop ky thira 1énh thi phai ghi chir viét tat “TL.” (thira 1énh) vao trudc
churc vu cua nguoi dung dau co quan, to chuc;

- Truong hop ky thira uy quyen thi phai ghi chir viét tat “TUQ.” (thira uy quyén)
vao trudc chirc vu ctia nguoi ding dau co quan, to chic.

b) Chtrc vu cua nguoi ky



Chtrc vu ghi trén van ban 1a chttc danh 1anh dao chinh thirc cua nguoi ky van ban
trong co quan, td chirc; chi ghi chirc danh nhu Bo trudng (Bo truong, Chu nhiém), Thi
truong, Chu tich, Pho Chu tich, Giam dbc, Phé Giam dbc v.v.., khong ghi lai tén co
quan, to chirc, trir cac van ban lién tich, _van ban do hai hay nhleu co quan, t6 chirc ban
hanh; van ban ky thua Iénh, thira uy quyén va nhiing truong hop can thiét khac do cac co
quan, t6 chtrc quy dinh cu thé.

Chuac vu ghi trén van ban do cac t6 chirc tw vin nhu Ban, Hoi dong ciia Nha nuée
hodc cua co quan, t6 chirc ban hanh 1a chirc danh lanh dao ctia nguoi ky van ban trong
Ban hoac Hoi dong d6. Béi voi nhitng Ban, Hoi dong khéng duge phép sir dung con diu
clia co quan, tO chirc thi chi ghi chitc danh cua ngudi ky vin ban trong Ban hogc Hoi
dong. Truong hop Ban hoac Hoi dong dugc phép sir dung con du cua co quan, to chirc
thi c6 thé ghi thém chirc danh lanh dao trong co quan, to chirc ciia nguoi ky & dudi, vi
du:

- Chure vu ctua nguoi ky van ban do Hoi déng hoac Ban chi dao ciia Nha nudc ban
hanh ma lanh dao By Xay dung lam Trudéng ban hodc Pho Trudng ban, Chu tich hodc
Pho Chu tich Hoi dff)ng dugc ghi nhu sau:

TM. HQOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit ky, dau cua Bo Xay dung) (Chit ky, dau ctia Bo Xay dung)
BO TRUONG BQ XAY DUNG  THU TRUONG BQ XAY DUNG
Nguyén Vin A Tran Vin B

- Churc vu ctia ngudi ky van ban do Ban hodc Hoi dong ciia Bo Xay dung ban hanh
ma Thu truéng Bo Xay dung l[am Truong ban hodc Chu tich Hoi dong, 1anh dao céac Cuc,
Vu thuoc B6 Xay dung lam Pho Trudéng ban hodac Phé Chu tich Hoi dong dugce ghi nhu
Sau:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit ky, dau ctia Bo Xay dung) (Chit ky, dau cua Bo Xay dung)
THU TRUONG VU TRUONG VU TO CHUC CAN
Tran Vin B BO
Lé Vin C

¢) Ho tén bao gdm ho, tén dém (néu cd) va tén ctia ngudi ky vin ban. Dbi voi van
ban quy pham phép luat va van ban hanh chinh, trudc ho tén cua nguoi ky, khong ghi
hoc ham, hoc vi va cac danh hiéu danh du khéc, trir vin ban caa céc t chic su nghi¢p
gido duc, y té, nghién ciru khoa hoc, trong nhing truong hop can thiét, c6 thé ghi thém
hoc ham, hoc vi.

8. Dau cua co quan, to chirc

Viéc dong diu trén van ban dugc thuc hién theo quy dinh tai Nghi dinh )
110/2004/ND-CP ngay 08 thang 4 nam 2004 cia Chinh phu vé cong tac van thu va quy
dinh cua phép luat c6 lién quan.

9. Noi nhan

Noi nhan xac dinh nhitng co quan, t0 chuc, don vi va ca nhan nhan van ban véi
muc dich va trach nhiém cu thé nhu dé ki€ém tra, giam sat; dé xem xét, giai quyét; de thi
hanh; dé trao d61 cong viéc; dé biét va dé luu.



Noi nhén phai dugc xac dinh cu thé trong van ban. Can cir quy dinh cua phap luat;
can cu chirc nang, nhiém vu, quyén han cia co quan, to chirc va quan h¢ cong tac voi cac
co quan, td chirc, don vi hodc c4 nhan c6 lién quan; cin cr yéu cau giai quyet cong viéc,
don vi hodc ca nhan soan thao hodc chu tri soan thao co trach nhiém dé xuat nhiing co
quan, to chirc, don vi va c nhan nhan van ban trinh ngudi ky vin ban quyét dinh.

D01 voi van ban chi giri cho mot s6 doi tuwgng cu thé thi phai ghi tén ting co quan,
to chirc, cd nhan nhan van ban; doi véi van ban dugc giri cho mot hodc mdt s6 nhom doi
tuong nhat dinh thi noi nhan duogc ghi chung, vi du:

- Céac B9, co quan ngang B9, co quan thuoc Chinh phu;

- Uy ban nhan dan cac tinh, thanh pho tryc thuoc Trung wong;

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

D01 voi nhitng van ban c6 ghi tén loai, noi nhan bao gdm tir “no1 nhan” va phan lit
ké cac co quan, t6 chirc, don vi va ca nhan nhan van ban.

D061 voi cong van hanh chinh, noi nhan bao gom hai phan:

- Phan thtr nhat bao gom tur “kinh g1, sau do 1a tén cac co quan, t6 chirc hodc don
vi, ca nhan truc ti€p giai quyét cong vi¢e;

- Phan thtr hai bao gom tir “noi nhan”, phia dudi 1a tor “nhu trén”, tiép theo 1a tén
cac co quan, to chire, don vi va ca nhan c6 lién quan khac nhan cong van.

10. Dau chi mirc d¢ khan, mat

a) Dau chi mtrc d¢ khan:

Viéc xac dinh mire @6 khan cta van ban dugc thuc hién nhu sau:

- Tuy theo mirc d6 can duoc chuyén phat nhanh, vin ban duoc xac dinh d6 khan
theo ba mirc sau: hoa toc, thuong khan hoac khan;

- Khi soan thao van ban co6 tinh chat khan, don vi hoac ca nhan soan thao van ban
de xuat muc do khan trinh nguoi ky van ban quyét dinh.

DA4u do khan phai du’gc khéc sin theoq huong dan tai diém k khoan 2 Muc III cta
Thong tu nay. Muc dung dé dong dau dé khan dung muc mau do tuoi.

b) D4u chi mtrc d6 mat:

Viéc xac dinh va dong ddu do mat (tuyét mat, t6i mat hodc mat), dau thu hodi ddi véi
van ban cé ndi dung bi mat nha nudc duge thyc hién theo quy dinh cua phap luét vé bao
v€ bi mat nha nudc.

11. Cac thanh phan thé thirc khac
Céc thanh phan thé thirc khac cta vin ban bao gom:

a) Dia chi co quan, t6 chuc; dia chi E-Mail; dia chi trén mang (Website); s6 dién
thoai, s6 Telex, s6 Fax ddi v6i cong van, cong dién, gidy gidi thiéu, gidy moi, phiéu gui,
phleu chuyen dé tao diéu kién thuén loi cho viéc lién hé;

29 ¢

b) Cac chi ddn vé pham vi luu hanh nhu “tra lai sau khi hop (ho1 nghi)”, “xem xong
tra lai”, “luu hanh noi bo” (101 v6i nhitng van ban c6 pham vi, ddi tuong pho bién, st
dung han ché hodc chi dn vé du thao vin ban nhu “du thao” hay “du thao lan ...”. Cac
chi dan trén c6 thé dugc danh may hodc dung con dau khic sin dé déng 1én vin ban hoic
du thao van ban;



¢) Ky higu nguoi danh may va s luong ban phat hanh doi voi nhimg van ban can
dugc quan 1y chat ché vé so lugng ban phat hanh;

d) Truong hop vin ban c6 phy luc kém theo thi trong vin ban phai c6 chi din vé
phu luc do. Phu luc v’én ban pl}éi co tiéu’ deé; van ban co tu hai phu luc tré 1€n thi cac phuy
luc phai dugc danh so thir ty bang chit s6 La Ma;

d) S6 trang: van ban va phy luc vin ban gdm nhiéu trang thi tir trang tht hai tré di
phai dugc danh sO thr ty bang chir s6 a-rap; so trang cua phu luc van ban dugc danh
riéng, theo tirng phu luc.

12. Thé thirc ban sao
Thé thirc ban sao duoc thuc hién nhu sau:

a) Hinh thirc sao bao gdbm mot trong cac dong chit “sao y ban chinh”, “trich sao”
hodc “sao luc”. Viéc xac dinh hinh thirc ban sao dugc thuc hién theo quy dinh tai céc
khoan 4, 5 va 6 Diéu 2 ciia Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004
ctia Chinh phu vé cong tac van thu;

b) Tén co quan, td chirc sao van ban 1 tén cta co quan, td chirc thuc hién viéc sao
van ban;

¢) S6, ky hiéu ban sao bao gom sb thi tu dang ky dugc danh chung cho cac loai
ban sao do co quan, td chirc thuc hién va chir viét tit tén loai ban sao theo Béang chir viét
tit tén loai vin ban va ban sao kém theo Théng tu nay (Phu luc I). S6 dugc ghi bang chir
sO a-rap, bat dau tir s6 01 vao ngay dau nam va két thiic vao ngay 31 thang 12 hang nim;

d) Cac thanh phéan thé thirc khic ciia ban sao vian ban gom dia danh va ngay, thang,
nim sao; chirc vu, ho tén va chit ky cta nguoi ¢6 tham quyén; dau cta co quan, to chirc
sao vin ban va noi nhan dugc thyc hién theo huéng dan tai cac khoan 4, 7, 8 va 9 Muc 11
cua Thong tu nay.

III. KY THUAT TRINH BAY
1. Kho gidy, ki¢u trinh bay va dinh I trang vin ban
a) Kho gidy

Vin ban quy pham phap luat va van ban hanh chinh duoc trinh bay trén gidy kho
A4 (210 mm x 297 mm).

Céc loai van ban nhu glay gioi thiu, gidy bién nhan ho so, phiéu gui, phleu Chuyen
c6 thé dugc trinh bay trén gidy kho A5 (148 mm x 210 mm) hodc trén gidy mau in sin.

b) Kiéu trinh bay

Van ban quy pham phap luat va van ban hanh chinh dugc trinh bay theo chiéu dai
cua trang giay kho A4 (dinh hudng ban in theo chiéu dai).

Trudng hop ndi dung vian ban cé cac bang, biéu nhung khong duoc lam thanh cac
phu luc riéng thi van ban ¢ thé dugc trinh bay theo chiéu rong cia trang gidy (dinh
huéng ban in theo chiéu rong).

¢) Pinh 1¢ trang van ban (ddi v6i kho gidy A4)
- Trang mat trudce:

L& trén: cach mép trén tir 20-25 mm;

Lé dudi: cach mép dudi tir 20-25 mm;
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L& trai: cach mép trai tir 30-35 mm;

L& phai: cach mép phai tir 15-20 mm.

- Trang mat sau:

Lé trén: cach mép trén tr 20-25 mm;

Lé dudi: cach mép dudi tir 20-25 mm;

L& trai: cach mép trai tir 15-20 mm;

L& phai: cach mép phai tir 30-35 mm.

2. K¥ thuét trinh bay cac thanh phin thé thirc viin ban

Vi tri trinh bay cac thanh phan thé thirc van ban trén mot trang gidy khé A4 duoc
thuc hién theo So dd bo tri cac thanh phan thé thire van ban kém theo Thong tu nay (Phu
luc II). Vi tri trinh bay céc thanh phan thé thirc vin ban trén mot trang gidy kho A5 duoc
ap dung tuong tu theo So dd trén.

Céc thanh phan thé thirc van ban duoc trinh bay nhu sau:
a) Qudc hiéu
Quéc hiéu dugc trinh bay tai 6 sb 1.

Dong chir trén: “Cong hoa xa hoi chu nghia Viét Nam” dugc trinh bay bang chit in
hoa, ¢& chir tir 12 dén 13, ki€u chit ding, dam.

Dong chir duoi: “Doc 1ap - Ty do - Hanh phic” dugc trinh bay bing chir in thuong,
cO chir tir 13 dén 14, ki€u chir dung, ddm; chir cai dau cua cac cum tu dugc viét hoa, gitra
cac cum tur c6 gach ngang nhd; phia dudi c6 duong ké ngang, nét lién, c6 dd dai bang do
dai ctia dong chir.

b) Tén co quan, to chirc ban hanh vin ban

Tén co quan, t6 chirc ban hanh van ban dugc trinh bay tai 0 s6 2.

Tén co quan, to chirc cht quan cip trén tryc tiép duoc trinh bay bang chit in hoa, ¢&
chir tir 12 dén 13, kiéu chir dung.

Tén co quan, t6 chirc ban hanh vin ban duoc trinh bay bang chit in hoa, c¢& chit tir
12 dén 13, kiéu chir ding, dam; phia dudi co ‘duong ké ngang, nét lién, c6 do dai bang tir
1/3 d¢én 1/2 d6 dai cua dong chir va dit can d6i so voi dong chir.

¢) Sb, ky hiéu cua vin ban

S, ky hiéu ctia vian ban dugc trinh bay tai 6 s6 3.

T “s6” dugc trlnh bay bang chir in thuong, ky hi¢u bang chit in hoa, ¢& chir 13,
kiéu chir dung, sau tir “s§” c6 déu hai cham’ gitra s0, nam ban hanh va ky hi¢u van ban
c6 ddu gach chéo (/); glu’a cac nhom chir viét tat trong ky hi¢u van ban c6 dau gach néi
khong cach chir (-), vi du:

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

d) bia danh va ngay, thang, nam ban hanh van ban

Dia danh va ngay, théng, nam ban hanh van ban dugc trinh ba‘ly tai 67 s6 4, bﬁng chir
in thuong, cd chir tr 13 dén 14, kiéu chit nghiéng; sau dia danh c6 dau phay.

Vi du: Ha Noi, ngay 05 thang 02 nam 2004
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d) Tén loai va trich yéu nd1 dung van ban

Tén loai va trich yéu ndi dung cua céc loai van ban c6 ghi tén loai dugc trinh bay
tai 6 sb 5a; tén loai vin ban (nghi dinh, quyét dinh, ké hoach, bao cdo, t& trinh va cac loai
van ban khac) dugc dat canh gitra (can dbi ¢ gitta dong) bang chit in hoa, ¢& chir tir 14
dén 15, kiéu chir dung, dam; trich yéu ndi dung van ban dugc dat canh gitra, ngay dudi
tén loai vin ban, bang chit in thuong, c& chit 14, kiéu chir dimg, ddm; bén duéi trich yéu
c6 duong ké ngang, nét lién, co do dai bang tir 1/3 dén 1/2 d6 dai cua dong chir va dat
can ddi so v4i dong chit.

Trich yéu noi dung cong vin duoc trinh bay tai 6 sb 5b, sau chir viét tit “V/v> (vé
viéc) bang chit in thudng, ¢& chit tir 12 dén 13, kiéu chir dtng.

e) Noi dung van ban
Noi dung van ban dugc trinh bay tai 6 $6 6.

Phéan noi dung (ban vin) dugc trinh bay bang chit in thuong, ¢& chit tir 13 dén 14;
khi xudng dong, chir diu dong c6 thé lui vao tir lem dén 1,27cm (1 default tab); khoang
cach gitra cic doan vin (paragraph) dat tdi thiéu 1a 6pt; khoang cach giita cac dong hay
cach dong (line spacing) chon tdi thiéu tir cach dong don (single line spacing) hodc tir
15pt (exactly line spacing) trd 1€n.

Péi v6i nhitng van ban quy pham phap ludt va van ban hanh chinh c6 phan can clr
phap 1y dé ban hanh thi sau moi can cr phai xubng dong, cudi dong c6 ddu chidm phay,
riéng can ctr cudi cuing két thuc bang dau phay.

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

99 ¢

- Phan, chuong: tir “phan”, chuong” va s6 thit tu cta phan, chuong duoc trinh bay
trén mot dong riéng, canh giita, bang chit in thuong, c¢& chit 14, kiéu chir dung, dam. S6
thtr tw ca phan, chuong dung chit sé La M4. Tiéu dé (tén) cta phan, chuong duoc dit
ngay dudi, canh giita, bang chit in hoa, ¢& chir tir 13 dén 14, kiéu chit dung, dam;

- Muyc: tir “muc” va s6 thir tu ciia muc duoc trinh bay trén mot dong riéng, canh
gilta, bang chir in thudng, c¢& chir 14, kiéu chir ding, dam. S6 tht tu cia muc dung chit
s0 a-rap. Tiéu dé ctia muc duogc trinh bay canh giita, bang chit in hoa, ¢& chit tir 12 dén
13, kiéu chir dimg, dam;

- Pidu: tir “diéu”, s thir ty va tiéu dé cua diéu dugc trinh bay bﬁng chir in thuong,
cO chir bang cd chir cua phan 101 vin (13-14), kiéu chir ding, dam. Sé thtr ty cua diéu
dung chit s6 a-rap, sau sd thir tu ¢ ddu cham;

- Khoan: s6 thir tr cac khoan trong mdi diéu dung chit sb a-rap, tiép theo 1a dau
cham, cd chir bang cd chir cua phan 101 van (13-14), kiéu chir dirng;

- Piém: thtr t cac diém trong mdi khoan dung céc chit cai tiéng Viét theo thtr tu
abc, sau c6 dau dong ngoac don, bang chir in thuong, c& chit bang c¢& chir cua phan 161
van (13-14), ki€u chir dung.

Trudng hop ndi dung vin ban duoc phan chia thanh cac phan, muc tir 16n dén nho
thi trinh bay nhu sau:

- Phan (néu co): tir “phan” va s6 thir tu ciia phan dugc trinh bay trén mot dong
riéng, canh gitta, bang chit in thuong, cd chir 14, kiéu chir diing, ddm. S6 thir ty cua phan
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dung chir sb La Ma. Tiéu dé ctia phan dugc dit ngay dudi, canh giita, bang chit in hoa,
cO chit tir 13 dén 14, kiéu chir dung, dam;

- Muc: s6 thur ty cac muc dung chir s6 La Ma, sau c6 dau cham; ti€u dé cua muc
dugc trinh bay bang chit in hoa, ¢& chit tir 13 dén 14, ki€u chir diing, dam;

- Khoan: s6 thtr ty cac khoan trong moi muc dung chir s6 a-rap, sau dé co6 dau
cham; so0 thtr tu va tiéu dé cua khoan (n€u cd) duogc trinh bay bang chir in thuong, cd chir
bang c& chit cua phan 101 van (13-14), kiéu chit ding, dam;

- Piém: thtr tu cac diém trong mdi khoan dung céc chit cai tiéng Viét theo thir tu
abc, sau d6 c6 dau dong ngodc don, bang chir in thuong, cd chit bang ¢ chir cia phan
161 van (13-14), kiéu chit dung.

g) Chirc vy, ho tén va chit ky cia ngudi c6 tham quyén

Quyén han, chirc vu ctia nguoi ky dugc trinh bay tai 6 s6 7a; chirc vu khac cta nguoi
ky dugc trinh bay tai 6 sO 7b; cac chit viét tat “TM.”, “KT.”, “TL.”, “TUQ.” hoic “Q.”
(quyen) quyen han va chtrc vu ctia nguoi ky dugc trlnh bay bang chir in hoa, ¢& chir tir 13
dén 14, kiéu chir dimg, dam.

Ho tén cua nguodi ky van ban va hoc ham, hoc vi (néu c6) dugc trinh bay tai 6 )
7b; bang chit in thuong, cd chir tir 13 dén 14, ki€u chir dung, dam.

Chir ky cta ngudi c6 tham quyén duoc trinh bay tai 6 sé 7c.
h) D4u cta co quan, to chirc

Déu ciia co quan, t6 chtrc dugce trinh bay tai 6 s6 8.

1) Noi nhan

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

Phén noi nhén tai 6 s6 9a (chi 4p dung dbi v6i cong van hanh chinh) duoc trinh bay
nhu sau:

- Tu “kinh gtri” va tén céac co quan, td6 chirc hodc cd nhan nhan van ban dugc trinh
bay bang chir in thuong, ¢& chit 14, kiéu chir ding;

- Sau tir “kinh gui” ¢6 ddu hai chdm; néu cong vin giri cho mot co quan, to chirc
hodc mdt ca nhan thi tir “kinh giri” va tén co quan, to chirc hodc c4 nhan dugc trinh bay
trén cung mot dong; truong hop cong van gui cho hai co quan, t6 chtrc hodc ca nhan tro
1én thi tén mdi co quan, to chirc, ca nhan hodc mdi nhom co quan, t6 chirc, ca nhan dugc
trinh bay trén mot dong riéng, dau dong cé gach ngang, cudi dong c6 dau cham phay,
cudi dong cudi cing c6 ddu chim.

Phén noi nhén tai 6 s 9b (ap dung chung di véi cong van hanh chinh va céc loai
van ban khac) dugc trinh bay nhu sau:

- T “noi nhan” dugc trinh bay trén mot dong riéng, sau d6 cé dau hai cham, bang
chir in thuong, ¢& chir 12, kiéu chit nghiéng, dam,;

- Phan liét ké cac co quan, t6 chure, don vi va c4 nhan nhan vin ban duoc trinh bay
bang chit in thudng, ¢& chir 11, kiéu chir dimg; tén mdi co quan, to chirc, don vi va ca
nhan hoic mdi nhém co quan, to chue, don vi nhan van ban dugc trinh bay trén mot
dong riéng, dau dong co gach ngang, cudi dong co dau chim phay, riéng dong cudi cing
bao goém chir “luu” sau d6 co dau hai cham, tiép theo 1a chit viét tit “VT” (van thu co
quan, to chtrc), chir viét tat tén don vi (hoac bd phan) soan thdo van ban va so lugng ban
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Iwu (chi trong nhiing truong hop can thiét) dugc dat trong ngodc don, cudi cung 1a diu
cham.

k) DAu chi mutrc dd khan, mat

Mau dau d6 mat (tuyét mat, t6i mat hodc mat) va dau thu hoi ddi véi van ban c6 noi
dung bi mat nha nudc dugce thyc hién theo quy dinh cua phap luat vé bao v¢ bi mat nha
nudc. Dau do mat dugc dong vao 6 s6 10a, dau thu hoéi dugce dong vao 6 s6 11.

Déu d6 khan duoc dong vao 6 sd 10b. Con diu cac do khan co hinh chir nhat, trén
d6, cac tir “hoa tdc”, “thugng khan” hodc “khan” duoc trinh bay bang chir in hoa, c& chir
tir 13 dén 14, kiéu chir ding, dam va dugc dat can dbi trong khung hinh chir nhat vién
don, co kich thudc tuong trng 1a 30mm x 8mm, 40mm x 8mm va 20mm x 8mm.

1) Céc thanh phan thé thirc khac
Céc thanh phan thé thirc khac duoc trinh bay nhu sau:

- Céc chi dan vé pham vi luu hanh duogc trinh bay tai 6 s6 11; cAc cum tur “tra lai
sau khi hop (hoi nghi)”, “xem xong tra lai”, “luu hanh ndi bo” dugc trinh bay can dbi
trong mot khung hinh chit nhat vién don, bang chir in hoa, ¢ chir tir 13 dén 14, kiéu chir
dting, dam,;

- Chi din vé du thao vin ban duoc trinh bay tai 0 s6 12; tir “du thao” hodc cum tur
“du thao lan ...” dugc trinh bay trong mot khung hinh chit nhat vién don, bang chit in
hoa, c¢& chit tr 13 dén 14, ki€u chit ding, dam;

- Ky hiéu nguoi danh may va sé lugng ban phat hanh duoc trinh bay tai 6 s6 13; ky
hi€u bang chir in hoa, s6 lugng ban bang chir s6 a-rap, cd chir 11, kiéu chir diing;

- Dia chi co quan, td chitrc; dia chi E-Mail; dia chi trén mang (Website); sb6 dién
thoai, s Telex, sb Fax dugc trinh bay trén trang dau ctia van ban, tai 6 sb 14, bﬁng chir in
thuong, ¢& chir tir 11 dén 12, kiéu chit dimg, dudi mot dudng ké nét lién kéo dai hét bé
ngang cua vung trinh bay van ban;

- Phu luc van ban: phu luc kém theo van ban duogc trinh bay trén cac trang giéy
riéng; tir “phu luc” va s thr tu cta phu luc (trudng hop co tir hai phu luc tré 1én) duoc
trinh bay trén mot dong riéng, canh giita, bang chit in thuong, ¢& chir 14, kiéu chit ding,
dam; tiéu dé (tén) cua phu luc dugc trinh bay canh gitra, béng chir in hoa, ¢ chir tir 13
dén 14, kiéu chit dung, dam;

- SO trang ciia van ban dugc trinh bay tai chinh giira, trén dau trang gidy (phan
header) hodc tai goc phai, ¢ cudi trang giay (phan footer), bang chit sé a-rap, c& chir
bang ¢ chir ctia phan 161 vin (13-14), kiéu chit dung;

Mau chit va chi tiét trinh bay cac thanh phﬁn thé thirc van ban dugc minh hoa tai
Phu luc IV - MAu chit va chi tiét trinh bay thé thirc van ban va thé thirc ban sao kém theo
Thong tu nay (trong d6, sa dung phong chit .VnTime ddi véi chir in thuong va
.VnTimeH d6i vdi chit in hoa).

Mau trinh bay mdt s6 loai vin ban quy pham phép luat va van ban hanh chinh dugc
minh hoa tai Phu luc V - MAu trinh bay vin ban va ban sao vin ban kém theo Thong tu
nay (trong do, str dung phong chir .VnTime ddi voi chir in thudng va .VnTimeH d6i voi
chit in hoa).

3. Ky thuat trinh bay cic thanh phin thé thirc ban sao
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Céc thanh phan thé thirc ban sao duoc trinh bay trén cing mot trang gidy, ngay sau
phan cudi cung cua van ban dugc sao, dudi mdt duong ké nét lién, kéo dai hét chiéu
ngang cua vung trinh bay van ban.

Vi tri trinh bay cac thanh phél} thé thirc ban sao trén trang gidy khé A4 duoc thuc
hién theo So dd bo tri cac thanh phan thé thuc ban sao kem theo Thong tu nay (Phu luc

).

Céc thanh phan thé thirc ban sao duoc trinh bay nhu sau:

a) Hinh thirc sao: cum tur “sao y ban chinh”, cac tur “trich sao” va “sao luc” dugc
trinh bay tai 6 s0 1 (Phu luc III) bang chit in hoa, c& chir tir 13 dén 14, kiéu chir ding,
dam,;

b) Cac thanh phan thé thtc khac cua ban sao gdm: tén co quan, td chirc sao vin ban
(tai 6 56 2); sb, ky hiéu ban sao (tai 6 s6 3); dja danh va ngay, thang, nam sao (tai 6 s6 4);
chire vy, ho tén va chir ky cua ngudi co tham quyén (tai 6 0 5a, 5b va 5c¢); dau cua co
quan, t6 chitc sao van ban (tai 6 s6 6); noi nhan (tai 6 s6 7) dugc trinh bay theo hudng
dan trinh bay cac thanh phan thé thic twong tng cta vin ban tai khoan 2 Myc nay.

Mau chir va chi tiét trinh bay cac thanh phﬁn thé thirc ban sao dugc minh hoa tai

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

1. Thong tu nay c6 hiéu lyc thi hanh sau 15 ngay, ké tir ngay diang Cong bao. Cac
quy dinh va hudng dan trudc day trai véi quy dinh va hudng dan tai Thong tu nay déu bi
bai bo.

2. Trongqqué trinh thuc hi@n, néu c6 van dé phat sinh hodc kho khan, vudng mc,
cac co quan, to chie phan anh vé B Noi vu (Cuc Van thu va Luu trit nha nude) va Van
phong Chinh phu dé kip thoi giai quyét.

KT. BO TRUONG-CHU NHIEM KT. BO TRUONG
VAN PHONG CHINH PHU BO NOI VU
PHO CHU NHIEM THU TRUONG
(D ky) (Di ky)

Nguyén Van Lam Ping Quoc Tién



BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO

PHU LUC I

(Kém theo Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP
ngay 06 thang 5 nam 2005 cuia B6 Noi vu va Van phong Chinh phu)

STT Tén loai vin ban Chir viét tat
Van ban quy pham phap luat
1 | Luat Lt
2 | Phap lénh PL
3 | Lénh L
4 | Nghi quyét NQ
5 | Nghi quyét lién tich NQLT
6 | Nghi dinh ND
7 | Quyét dinh Qb
8 | Chi thi CT
9 | Thong tu TT
10 | Thong tu lién tich TTLT
Van ban hanh chinh
1 | Quyét dinh (c4 biét) Qb
2 | Chi thi (c4 biét) CT
3 | Théng cao TC
4 | Théng bao B
5 | Chuong trinh CTr
6 | Kéhoach KH
7 | Phuong an PA
8 |Déan DA
9 | Baocao BC
10 | Bién ban BB
11 | To trinh TTr
12 | Hop dong HD
13 | Cong dién Cb
14 | Giay chiing nhan CN
15 | Gidy uy nhiém UN
16 | Gidy moi GM
17 | Giay gi6i thiéu GT
18 | Giay nghi phép NP
19 | Giay di duong bb
20 | Giay bién nhan ho so BN
21 | Phiéu gui PG
22 | Phiéu chuyén PC
Ban sao van ban
1 | Ban sao y ban chinh SY
2 | Ban trich sao TS
3 | Bansao luc SL
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SO PO BO TRI CAC THANH PHAN THE THU'C 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

PHU LUC 1I

ngay 06 thang 5 nam 2005 cua BO Noi vu va Van phong Chinh phu)

30-35 mm

20-25 mm 11
2 1
3 4
5b 5a
10a 9a
10b 12
6
e
. E
B
!
7a
9b
) 7c
b
14
20-25|mm
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Ghi chu:

O so0

TN

g1 o1

a
b
6
7a, 7b, 7c
8
9a, 9b
10a
10b
11
12
13
14

Thanh phan thé thirc vin ban
Quédc hiéu
Tén co quan, to chtrc ban hanh vian ban
S, ky hiéu cta vin ban
bia danh va ngay, thang, nam ban hanh van ban
Tén loai va trich yéu noi dung van ban
Trich yéu ndi dung cong van hanh chinh
Noi dung van ban
Chure vy, ho tén va chir ky cua nguoi co tham quyén
D4u ctia co quan, t6 chtic
Noi nhan
DAu chi mtrc do mat
Déu chi muc d¢ khan
Dau thu hoi va chi dan vé pham vi luu hanh
Chi dan vé dy thao vin ban
Ky hiéu ngudi danh may va sb luong ban phat hanh
bia chi co quan, td chirc; dia chi E-Mail; dia chi Website;
s6 dién thoai, sb Telex, s6 Fax
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PHU LUC III
SO PO BO TRI CAC THANH PHAN THE THU'C
BAN SAO 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 cua Bo Noi vu va Vian phong Chinh phu)

20-25 mm

v

PHAN CUOI CUNG CUA VAN BAN PUQC SAO

2 1
30-35 mm 3 4 E
> —
o
(Q\
o
5a -~
7
) oC
5b
20-25|mm
Ghi chu:
O sb Thanh phin thé thirc bin sao

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

Tén co quan, t6 chirc sao van ban

SO, ky hi¢u ban sao

Dia danh va ngay, thang, nam sao

Chure vy, ho tén va chir ky cua nguoi ¢6 tham quyén

Dau cua co quan, to chuc

Noi nhan




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 nim 2005 cta Bo Noi vu va Van phong Chinh phu)

\ A L S \ N Co .2 ~ Vi du minh hoa
STT Thanh phan thé thue va chi tiét trinh bay Loai chir chit Kiéu chir Phong chir VnTime: chit thuong, .VnTimeH: chit in hoa |C& chir
@ ) @) (4) (©) (6) ()
1 |Quodc hiéu
- Dong trén Inhoa |12-13|Ping, ddm| CONG HOA XA HOQI CHU NGHIA VIET NAM 13
- Dong duéi In thuong | 13-14 | Dung, dam Doc 1ap - Tw do - Hanh phic 13
- Dong ké bén dudi
2 |Tén co quan, t6 chirc
- Tén co quan, to chirc cht quan cip trén truc tiép| Inhoa |[12-13| Ding BO TAI CHINH 12
- Tén co quan, to chiic Inhoa |12-13|Dtng, dam CUC QUAN LY GIA 13
- Dong ké bén dudi e
3 |S6, ky hiéu ciia vin ban In thuong | 13 Dimg S6: 32/2002/ND-CP; Sé: 15/QD-BCN; Sé: 13
12/UBND-VX
4 |bia danh va ngay, thang, nam ban hanh van ban | In thuwong | 13-14 | Nghiéng Ha Noi, ngay 05 thang 02 nam 2004 13
Go Vip, ngay 29 thang 6 nam 2004
5 |Tén loai va trich yéu ndi dung
a_[Ddi véi viin ban c6 tén loai
- Tén loai van ban Inhoa |14-15|Dtng, dam CHI THI 14
- Trich yéu ndi dung In thuong | 14 |Pung, dam Vé cong tac phong, ch(”')ng lut bao 14
- Dong ké bén dudi
b |Pbi véi cong vin
Trich yéu ndi dung In thuong | 12-13| Ding V/v Nang bac lvong nam 2004 13
Noi dung van ban In thuong | 13-14| Dung |Trong cong tac chi dao ... 14

GoOm phan, chuong, muc, di€u, khoan, diém




20

- Tu “phe‘in”, “chuong” va s6 thir tu cua phén, In thuong | 14 |DPung, dam Phin I Chwong I 14
chuong
- Tiéu dé cuia phan, chuong Inhoa |13-14 |Ping,ddm| QUY PINH CHUNG | QUY PINH CHUNG 13
- Tir “muc” va s6 thir ty In thuong | 14 |DPung, dam Muc 1 14
- Tiéu dé ciia muc Inhoa |12-13 |Pimg, dam GIAI THICH LUAT, PHAP LENH 12
- Didu In thuong | 13-14 | Dtng, ddm |Djéu 1. Bin sao vin ban 13
- Khoan In thuong | 13-14 bung |1. Céc hinh thuc ... 13
- Piém In thuong [13-14| Dung  |a) Dbi voi ... 13
Gom phan, muc, khoan, diém
- Tlr “phan” va 6 th ty In thuong | 14 |Dung, dam Phan I 14
- Tiéu dé cta phan Inhoa |13-14 |Plng, ddm TINH HINH THU'C HIEN NHIEM VU ... 13
- S6 thir ty va tiéu dé cia muc Inhoa |13-14 |Pung, dam |I. NHUNG KET QUA... 13
- Khoan:
Truong hop co tiu dé In thuong | 13-14 | Ding, ddm |1. Pham vi va doi twong ap dung 13
Truong hop khong c6 tiéu dé In thuong | 13-14|  Ding |1. Thong tu nay c6 hi¢u lyc thi hanh sau 15 ngay| 13
ke...
- Piém In thuong | 13-14| Dimg  |a) Dbi voi ... 13
Chtrc vy, ho tén cua nguoi ky
- Quyén han ctia ngudi ky Inhoa |13-14|Pung, dam| TM. CHINH PHU KT. BO TRUONG 13
- Chtrc vu ctia nguoi ky Inhoa |13-14 |Pung, dam THU TUONG THU TRUONG 13
- Ho tén cua nguoi ky In thuong | 13-14 | Ping, dam Nguyén Vin A Tran Vin B 13
Noi nhan
Tir “kinh giri” va tén co quan, td chirc, ca nhan In thuong | 14 bung 14
- G mot noi Kinh gui: B Cong nghiép 14
- Giri nhiéu noi Kinh giri: 14
- BO Noi vu;

- Bo K& hoach va Pau tu;

- B6 Tai chinh.
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b |Tu “noi nhan” va tén co quan, td chure, ¢4 nhan
- TUr “noi nhan” In thuong | 12 Nghiéng, |Noi nhdn: Noi nhan: (d6i véi cong| 12
dam van)
- Tén co quan, td chuc, ca nhan nhan van ban,| In thuong | 11 bung |- Cac B0, co quan ngang B9,|- Nhu trén; 11
ban sao ; e :
e - Luu: VT, TCCB.
- Luu: VT, CST.

9 [Dau chi muc d6 khan Inhoa |13-14|Dtng, dam HOA TOC THUQN G KHAN KHAN 13
10 |Chi dan vé ph i [uu hanh In thu 13-14 | bing, da > < - 13
+ A Ve pham VI e nons e S XEM XONG TRA LAI || LUU HANH NOI
11 |Chi dan vé du thao vin ban Inhoa |13-14 |Pung, dam DU THAO DU THAO LAN 10 13
12 [Ky hiéu ngudi danh mdy, nhan ban va sb luong| In thuong | 11 Dung 11

ban PL.300
13 |Pia chi co quan, td ’chl'rc; dig chi E-Mail,| In thuong | 11-12| Dung S6 XX phd Trang Tién, quan Hoan Kiém, Ha Noi 11
Website; s6 dién thoai, so Telex, s6 Fax DT: (04) XXXXXXX, Fax: (04) XXXXXXX
E-Mail: Website:
14 |Phu luc van ban
- T “phu luc” va s6 thur tu cua phu luc In thuong | 14 |Dung, ddm Phu luc I 14
- Tiéu dé cua phu luc Inhoa |13-14 |Ping, dam BANG CHU VIET TAT 14
15 |S6 trang In thuong | 13-14| Dung 2,7,13 14
16 |Hinh thirc sao Inhoa |13-14 |Pung,ddm| SAO Y BAN CHIiNH, TRICH SAO, SAOLUC | 13







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 thadng 5 ndm 2005 cta B N§i vu va Van phong Chinh phu)

1. Miu trinh bay viin bian quy pham phap luit

Mau 1.1 | - Nghi quyét ctia Chinh phii

Mau 1.2 | - Nghi quyét cia Hoi dong nhan dan

Mau 1.3 | - Nghi dinh cia Chinh phu (quy dinh truc tiép)

Mau 1.4 | - Nghi dinh cta Chinh phu (ban hanh diéu 18, quy ché)

Mau 1.5 | - Quyét dinh (quy dinh truc tiép)

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

Mau 1.7 | - Chi thi

Mau 1.8 | - Thong tu ctia Bo trudng

Mau 1.9 | - Thong tu lién tich

2. Méu trinh bay vin ban hanh chinh

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

Mau 2.2 |- Quyét dinh (ca biét) (ban hanh hodc phé duyét mot van ban khéc)

Mau 2.3 | - Cong vin hanh chinh

Mau 2.4 |- Céac hinh thirc van ban hanh chinh khac nhu chi thi hanh chinh (cé biét),
thong bao, chuong trinh, ké hoach, dé an, phuong an, bao cdo, to trinh
V.V...

3. Miu trinh bay ban sao viin bin

Mau 3.1 Ban sao van ban




Mau 1.1. Nghi quyét ciia Chinh phi

CHINH PHU CONG HOA XA HQI CHU NGHIA VIET NAM
) E— Déc lap - Tw do - Hanh phic
Sé:.... /20..(1)../NQ-CP

Ha Noi, ngay thang  nam 20..(1)..

NGHI QUYET

CHINH PHU
Can ctr Luat T6 chtre Chinh phii ngay 25 thang 12 ndm 2001;

Picu 1. oo, [ TR
DACU 2t oottt
D Ut oo e,
........................................................................................................................... /.
Noi nhin: TM. CHINH PHU
T P , THﬁ TU(’)’NG
T iy (Chflf ky, dﬁu)

- Luu: VT, ...(5). A.XX(6). Ho vh tén

Ghi chu:

(1) Nam ban hanh.

(2) Trich yéu ndi dung nghi quyét.

(3) Cac cin ctr khac dé ban hanh nghi quyét.

(4) Noi dung cua nghi quyét.

(5) Chtr viét tit tén don vi hodc chu tri soan thao va sd luong ban luu (néu cén).

(6) Ky hiéu ngudi danh may, nhan ban va sd lugng ban phat hanh (néu can)
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M3u 1.2. Nghi quyét cia Hi dong nhan dan

HQI PONG NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM
...... @) ...... Déc lap - Tw do - Hanh phuc

S6:  /20..(2)./NQ-HBND . (3)....ngay  thang  nam 20..(2)..

NGHI QUYET

HQI PONG NHAN DAN ..(1)..
KHOA... KY HQOP THU...

Cin ctr Luat T6 chirc Hoi dong nhan dan va Uy ban nhan dan ngay 26 thang 11
nam 2003;

Dt 1. oo, (3 YR
DHGU 2t oottt
DB U e oottt
Nghi quyét nay da duoc Hoi dong nhan déan ............. ) Khoa .... ky hop
th ..... thong qua.
Noi nhén: CHU TICH
e, ; (Chir ky, du)
e, ; Nguyén Vin A

- Luu: VT, ...(7). A.XX(8).
Ghi chu:

) (1) Tén tinh, thanh phd truc thudc Trung wong; huyén, quan, thi x3, thanh phé thudc tinh; xa, phuong, thi
tran.

(2) Nam ban hanh.

(3) bia danh.

(4) Trich yéu ndi dung nghi quyét.

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

(6) Noi dung cua nghi quyét.

(7) Chir viét tat tén don vi oan thao hodc chu tri soan thao va sd lugng ban Iuu (néu cﬁn).

(8) Ky hiéu nguoi danh may, nhan ban va sb luong ban phat hanh (néu can).
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MAiul.3 - Nghi dinh ciia Chinh phii (quy dinh true tiép)(*)

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
— Poc 1ap - Tu do - Hanh phic

Sb:  /20..(1)./ND-CP
Ha Noi, ngay thang  nam 20..(1)..
NGHI PINH

CHINH PHU
Can cir Luat To chirc Chinh phu ngay 25 thang 12 nam 2001;

NGHI DINH:

Chuong I
QUY DINH CHUNG

DHCU Tt oo et e et e st s e e s s e s e s e s et et ee e een s
3 5 2 T | LR
Chuong
3 5 2 T | LSRR
D AU wee oottt et e et r e

) Chuong ... .
PIEU KHOAN THI HANH
Pieu

Noi nhén: TM. CHINH PHU

e ; THU TUONG
................ ; (Chit ky, déu)

- Luu: VT, ...(6). A.XX(7). Ho va tén

Ghi chu:

‘ (*) MAu nay 4p dung ddi v6i nghi dinh ctia Chinh phu huéng dan thi hanh luat, phap I¢nh, v.v... hay tryc tiép quy dinh
ve nhiing van d¢ can thict, duoc bo cuc theo chuong, muc, di€u, khoan, diém.

(1) Nam ban hanh.

(2) Trich yéu ndi dung nghi dinh.

(3) Tén van ban quy pham phap ludt dugce ding 1am cin ¢t truc tiép dé ban hanh nghi dinh.

(4) B9 truong, Thu trudng co quan ngang B soan thao nghi dinh.

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

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



M4u 1.4 - Nghi dinh ctia Chinh phii (ban hanh diéu 1¢, quy ché)

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

Sbé:  /20..(1)./ND-CP

Ha Noi, ngay thang  nam 20..(1)..
NGHI DINH

CHINH PHU
Can ct Luét T6 chirc Chinh pht ngay 25 thang 12 nim 2001;

.................................................... ) T
DHGU 2t oottt
DHGU teue oottt
.............................................................................................................................. /.
Noi nhin: TM. CHINH PHU
SRR ; THU TUONG
TR ; (Chit ky, dau)

- Luu: VT, ...(5). A.XX(6). Ho va tén
Ghi chu:
(1) Nam ban hanh.

(2) Tén cua ban quy ché (diéu 18) dugc ban hanh.

dinh.

(4) B0 trudng, Thu trudng co quan ngang B soan thdo nghi dinh.

(5) Chir viét tit tén don vi cia Van phong Chinh phu chi tri trinh du thao nghi dinh va sb

luong ban luu (néu can).

(6) Ky hiéu ngudi danh may, nhan ban va sb lugng ban phat hanh (néu can).
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(3) Tén vin ban quy pham phap luat dugc dung lam cin cr tryc tiép dé ban hanh nghi



M4iu quy ché, diéu 1¢ (ban hanh kém theo Nghi dinh ctia Chinh ph)

CHINH PHU CONG HOA XA HQI CHU NGHIA VIET NAM
e Déc 1ap - Tw do - Hanh phic

QUY CHE (PIEU LE)

(Ban hanh kém theo Nghj dinh sb............ /20../ND-CP
ngay... thang... nam 20... ctia Chinh phu)

Chuong I
QUY PINH CHUNG
DHCU Lu oo e e e e e ee e e s e s e s et s e e en e s s en e en
D U oo oo,
Chuong
D U o ee oo
D U ot oo,
Chuong
D U wee oo e
............................................................................................................................... /
TM. CHINH PHU
THU TUONG
(Chir ky, dau)

Ho va tén

Ghi chu:
(1) Trich yéu ndi dung cua ban quy ché (diéu 18).
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Mau 1.5 - Quyét dinh (quy dinh truc tiép)
TEN CO QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

) Poc 1ap - Tu do - Hanh phic
Sé: /20..(2)/QP-.....(3)...

..... (4)....., ngay.... thang..... nam

CanCl .o (7) oo ;
Theo A8 NENT CUA w..vvoooveeveeeeeeeeeeee e :
‘ QUYET PINH
Picu 1. oo, C) T
PHCU 2. e
51 L1 RO
.............................................................................................................................. /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY (9)
S ; (Chit ky, diu)

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

Ghi chu:

(1) Tén co quan hodc chirc danh nha nudc ban hanh quyét dinh.

(2) Nam ban hanh.
(3) Chir viét tt tén co quan hoic chirc danh nha nudc ban hanh quyét dinh.
(4) bia danh.

(5) Trich yéu noi dung quyét dinh.

(6) Néu tham quyén ban hanh quyét dinh thudc vé nguoi dimg dau co quan (B truong, Thu tuong co quan
ngang B, Vién trudng Vién Kiém sat nhan dan t6i cao, Chanh an Toa an nhén dan t0i cao) hodc chirc danh nha
nudce (Chu tich nudce, Thu twdéng Chinh phu) thi ghi chire vu cia nguoi dimg dau co quan hoac chirc danh nha nudec;
néu tham quyén ban hanh quyét dinh thugc vé Uy ban nhan dén céc cap thi ghi Uy ban nhéan dan...

(7) Céc can ctr tryc tiép dé ban hanh quyét dinh.

(8) Noi dung ctia quyét dinh.

(9) Quyén han, chtc vu ciia ngudi ky nhu Bo truong, Vién trudng, Chanh an... hodc chirc danh nha nudce
(Chu tich nudgc, Thu tudng (Chinh phu)); d6i véi quyét dinh cia Uy ban nhan dan pha1 ghi chir viét tat “TM” vao
truge tén Uy ban nhan dén; trudng hop cip pho dugc giao ky thay ngudi dimg du co quan thi ghi chir viét tit “KT”
vao trude chire vy clia nguoi dimg dau, bén dudi ghi chirc vu cta ngudi ky.

(10) Chix viét tit tén don vi soan thao hodc chu tri soan thao va ) luong ban luu (néu cén).

(11) Ky hiéu ngudi danh may, nhan ban va sb lugng ban phat hanh (néu can).
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M3u 1.6 - Quyét dinh (ban hanh quy ché, quy dinh)
TEN CO QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

Sb: /20..(2)/QD-.....(3)...
..... (4)....., ngay.... thang..... nam 20..(2)..

CaAN CU .o (7) oo ;
ThEO A8 NENT CUA w..vvvooveeeeeeseee e :
QUYET PINH
Piéu 1. Ban hanh kém theo Quyét dinh NAY ......coovvvvveevveereeeeiceeesriens
.................................................... ()1 OO
DHBU 2. oo
5] -3 OO
............................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (9)
e, : (Chir ky, dau)
- ; Nguyén Vin A

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

Ghi chu:

(1)Tén co quan hodc chirc danh nha nudc ban hanh quyét dinh.

(2) Nam ban hanh.

(3) Chir viét tt tén co quan hoic chirc danh nha nudc ban hanh quyét dinh.

(4) Dia danh. (5) Tén cua ban quy ché (quy dinh) dugc ban hanh.

(6) Néu tham quyén ban hanh quyét dinh thudc vé ngudi ding du co quan (B truong, Thu tuong co quan
ngang B9, Vién truong Vién Kiém sat nhan dan tSi cao, Chanh 4n Toa 4n nhan dan tbi cao) hodc chirc danh nha
nu6e (Chu tich nuée, Thu tuéng Chinh phu) thi ghi chirc vu cua nguoi ding d4u hodc chtrc danh nha nudc; néu
tham quyén ban hanh quyét dinh thudc vé Uy ban nhan dan céc cap thi ghi Uy ban nhan dan...

(7) Céc can ctr tryc tiép dé ban hanh quyét dinh.

(8) Noi dung ctia quyét dinh.

(9) Quyén han, chtrc vu cia ngudi ky nhu Bo truong, Vién truong, Chanh an... hodc chirc danh nha nudce
(Chu tich nu6ce, Thu tuéng (Chinh phu)); d6i véi quyét dinh ciia Uy ban nhan dan pha1 ghi chir viét tat “TM” vao
truge tén Uy ban nhan dén; trudng hop cép pho duoc giao ky thay nguoi dimg dau co quan thi ghi chit viét tat “KT”
vao trude chirc vy clia ngudi dimg dau, bén dudi ghi chiic vu ciia ngudi ky.

(10) Chix viét tit tén don vi soan thao hodc chu tri soan thao va ) luong ban luu (néu cén).

(11) Ky hi¢u ngudi danh méay, nhan ban va s lugng ban phat hanh (néu can).



Miu quy ché, quy dinh (ban hanh kém theo quyét dinh)
TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phuc

QUY CHE (QUY PINH)

.............................. [
(Ban hanh kém theo Quyét dinh s6 ............ /20.../QD-....
ngay ... thang ... ndm 20...cua .................. )
Chuong I
QUY PINH CHUNG
5 L-11 N PSS OOOOOOY
5 T -1 RS
Chuong
5 T -1 U
51T SO
Chuong
51 L1 RO
............................................................................................................................. /.
QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, dau)
Nguyén Vin A

Ghi cha:
(1) Trich yéu ndi dung cua ban quy ché (quy dinh).
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MAiu 1.7 - Chi thi
TEN CO QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap - Tu do - Hanh phic

Sbé: /20..(2)/CT-.....(3)......
..... (4) ...., ngay thang nam 200..(2)..
CHI THI
......................... ()

...................................... () I
........................................................................................................................ /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY (7)
e, : (Chit ky, dau)
- ; Nguyén Vin A

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

Ghi chu:

(1) Tén co quan hodc chtrc danh nha nudc (Thu tudng Chinh phtl) ban hanh chi thi.

(2) Nam ban hanh.

(3) Chir viét tat tén co quan hodc chirc danh nha nudc (Thi tuéng Chinh pht) ban hanh chi
thi.

(4) bia danh.

(5) Trich yéu ndi dung chi thi.

(6) Noi dung van ban.

(7) Quyén han, chtic vu ctia ngudi ky nhu B truong, Vién truong, Chanh an hoac ch1’rp
danh nha nudc (Thu tuéng (Chinh phu)); do1 voi chi thi ciia Uy ban nhan déan phai ghi chir viét
tat “TM” vao trudc tén Uy ban nhan dén; truong hop cap phé duoc giao ky thay nguoi dimg dau

co quan thi ghi chir viét tit “KT” vao trudc chirc vu ciia ngudi dimg dau, bén dudi ghi chirc vu
ctiia nguoi ky van ban.

(8) Chtr viét tit tén don vi soan thao hodc chu tri soan thao va s lugng ban luu (néu cén).
(9) Ky hiéu ngudi danh may, nhan ban va sb lugng ban phat hanh (néu can).
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MAu 1.8 - Théng tu ciia B§ truéng )
BO .................. (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Sb6:  /20..(2)./TT-..(3).. Poc 1ap - Ty do - Hanh phiic

Ha Noi, ngay thang  nam 20..(2)..

THONG TU
........................... (4) teeereeeieeieieeieeeeeenas

CANC oo (5) o, X

.............................................. () N
............................................................................................. /.
Noi nhdn: BO TRUONG (7)
e, ; (Chir ky, dau)
- ; Nguyén Vin A

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

Ghi cha:

(*) Mau nay ap dung d6i voi ca thong tu caa Tha truong co quan ngang Bg, Vién truong
Vién Kié€m sat nhan dan t6i cao va Chanh an Toa an nhan dan tdi cao.

(1) Tén Bo, co quan ngang B0, Vién Kiém sat nhan dan t6i cao hodc Toa an nhan dan t6i
Ccao.

(2) Nam ban hanh.

3) Qhﬁ: viét tit tén Bo, co quan ngang B9, Vién Kiém sat nhan dan t6i cao hodc Toa an
nhan dan toi cao.

(4) Trich yéu ndi dung théng tu.

(5) Can ctr phap 1y dé ban hanh; muc dich (néu c6) va pham vi diéu chinh cta thong tu.

(6) Noi dung cua thong tu.

(7) Hodc chirc danh cta Thu truong co quan ngang B9, Vién truong (Vién Kiém sé&t nhan
dan t6i cao) hodc Chanh an (Toa an nhan dan t6i cao); truong hop cdp pho duge giao ky thay
ngudi dimg dau co quan thi ghi chir viét tit “KT” vao trude chirc vu ciia nguoi ding dau, bén
dudi ghi chic vu cua nguoi ky.

’ (8) Chit viét tat tén don vi soan thao hodc chu tri soan thao vin ban va sb lugng ban luu
(néu can).
(9) Ky hiéu ngudi danh may, nhan ban va sb lugng ban phat hanh (néu can).
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MAiu 1.9 - Théng tw lién tich
BQ... - CO QUAN (TO CHUC) (1) CONG HOA XA HOI CHU NGHIA VIET NAM

o Déc lap - Tw do - Hanh phuc
S6: )/20..2)./TTLT-.....(3)......

Ha Noi, ngay thang  nam 20..(2)..

THONG TU LIEN TICH

............................ (4) et
CANCl oo (5) o ;
................................................ (B) oo

......................................................................................................... /.
CHUC VU CUA NGUOI KY (7b) BQ TRUONG BO... (7a)
(Chir ky, dau) (Chit ky, dau)
Nguyén Vin B Nguyén Vin A

Noi nhdn:

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

Ghi chu

(1) Tén B¢ chu tri va tén (cac) co quan (t6 chirc) khac tham gia ban hanh thong tu lién tich.

(*) Thong tu lién tich duoc ding ky va ghi s thir ty tai van thu ciia co quan chu tri soan thao.

(2) Nam ban hanh. (3) Chir viét tat tén Bo va tén (cac) co quan (t6 chirc).

(4) Trich yéu ngi dung thong tu.

(5) Can clr phap 1y dé ban hanh; myc dich (néu ¢6) va pham vi diéu chinh cua thong tu lién tich.

(6) No6i dung cua thong tu.

(7a) BO truong BO chu tri soan thao thong tu lién tich; (7b) Chirc vu cta nguoi ding déu co quan (t6 chrc)
tham gia soan thao thong tu lién tich; chirc vu cua nguoi ky thong tu lién tich phai ghi day du, bao gom chirc danh
va tén co quan, to chuc, vi du: B trudng Bo..., B truong, Chu nhiém Vin phong Chinh phu; truong hop céac cap
pho duogc giao ky thay nguoi ding dau co quan (t6 chuc) thi ghi chir viét tat “KT” vao trude chirc vu clia nguoi
ding dau, bén dudi ghi chire vu ciia nguoi ky.

- (8) Chu viét tit tén cac don vi soan thao cua Bo chu tri va co quan (td chie) tham gia va s6 luong ban luu
(n€u can). Théng tu lién tich dugc luu tai van thu ctia BO chu tri soan thao; Iuu ho so tai don vi soan thao cua B va
co quan (t6 chuc) tham gia ban hanh, vi du: Luu: VT (BNV), CLT (BNV), HC (VPCP).

(8) Ky hiéu nguoi ddnh may, nhan ban va sé lugng ban phat hanh (néu can).
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Mau 2.1 - Quyét dinh (ca biét) (quy dinh tryc tiép)
TEN CQ, TC CAP TREN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Djc 1ap - Tw do - Hanh phic
sé: @ /QP-..(3). (4) ......, ngay  thing  nam 20...

Vé viée () Y

THAM QUYEN BAN HANH (6)

Picu 1. oo, C) N
DHGU 2t oottt
D AU wue oottt ettt ettt r e
Noi nhéin: QUYEN HAN, CHUC VU CUA NGUOI KY (9)
e, : (Chir ky, dau)
e, ; Nguyén Vin A

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

Ghi chu:

(1) Tén co quan, t& chtre cip trén (néu co).

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

(*) Bbi v6i quyét dinh (ca biét), khong ghi nim ban hanh giita s§ va ky hiéu ctia vin ban.

(3) Chir viét tt tén co quan, to chirc hodc chirc danh nha nudc ban hanh quyét dinh.

(4) Dia danh. (5) Trich yéu ndi dung quyét dinh.

(6) Né}l thim quyén ban hanh quyét dinh thugc vé nguoi dung dau co quan, to chirc thi ghi chie vu cia
ngug‘Ji ding dau (vi d}_l: B truong Bé..., Cuﬂc truong Cuc..., Giam déc;.., Vién trudng Vién..., Chﬁ tich...); néu thérr}
quyén ban hanh quyét dinh thudc vé tép thé lanh dao hodc co quan, t6 chirc thi ghi tén tdp thé hoac tén co quan, t6
chic d6 (vi du: Ban thuong vu..., Hoi dong..., Uy ban nhan dan...).

(7) Néu céc can cir truc tiép dé ban hanh quyét dinh.

(8) N6i dung van ban.

9) Quyén han, chirc vu cua nguoi ky nl}u’ B0 trudng, Cuc truong, Gidam géc, Vién truéng v.v...; truong hop
ky thay mat tap thé lanh dao thi ghi chir viét tat “TM” vao trude tén co quan, t6 chirc hodc tén tap the lanh dao (vi
du: TM. Uy ban nhan déan, TM. Ban thudng vy, TM. Héi dong...); truong hop cap pho dugc giao ky thay nguoi
dang dau co quan thi ghi chir viét tat “KT” vao trude chire vu cia nguoi ding dau, bén dudi ghi chirc vu cta nguoi
ky van ban; cac truong hop khac thuc hién theo hudéng dan tai khoan 7 Muc II cia Thong tu nay.

(10) Chix viét tit tén don vi soan thao hodc chu tri soan thao va sb lugng ban luu (néu can).

(11) Ky hiéu ngudi danh may, nhan ban va sb lugng ban phat hanh (néu can).
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Mau 2.2 - Quyét dinh (ca biét) (ban hanh, phé duyét mét viin ban khac)"?
TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Djc 1ap - Tw do - Hanh phic
S6: /QP-win L , ngay thang  nam 20...

QUYET PINH
Ban hanh (Phé duyét) .......... 6 YT

THAM QUYEN BAN HANH

[ 1o I o2 | SRR ;
XEt A& NGNT CUA .vooovveoeeeeeeeeeeeeeess e :
QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay (Phé duyét) ...... (1) e,
DHEU 2. oo
DHRU 1vv oo
............................................................................................................................. /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
e, : (Chir ky, dau)
- ; Nguyén Vin A

Ghi cha:

(*) Mau nay ap dung dbi véi cac quyet dinh (ca bi¢t) ban hanh hay phé duyét mot van ban
khac nhu quy ché, quy dinh, chuong trinh, ké hoach, dé 4n, phuong 4n..

(1) Tén cua van ban duoc ban hanh kém theo quyét dinh hodc dugc 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 HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC DPéc lap - Tw do - Hanh phiic

QUY CHE (QUY DPINH)

.............................. (D) o
(Ban hanh kém theo Quyét dinh s6 ............ /QDb-.....
ngay ... thang ... nam 20... cua ........... )
Chuwong I

QUY PINH CHUNG

5 1 LTI OO

5 T -1 OO
Chuong

DHGU tvv oottt
Chwong

5 T -1 TSSO

............................................................................................................................ /.
QUYEN HAN, CHUC VU CUA NGUOIKY
(Chir ky, dau)
Nguyén Viin A
Ghi cha:

(*) Mau nay ap dung d6i v6i quy ché, [quy dinh dugc ban hanh kém theo quyét dinh (ca
biét), bd cuc c6 thé bao gdm chuong, muc, diéu, khoan, diém.

(1) Trich yéu ndi dung ctia ban quy ché (quy dinh).
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Mau vin bin khac (dwgc ban hanh hodc phé duyét kém theo quyét dinh)(*)
TEN CQ, TC CAP TREN  CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC DPoc lap - Tw do - Hanh phic

TEN LOAI VAN BAN (1)

(Ban hanh (phé duyét) kém theo Quyét dinh s6 ............ /QP-.....
ngay ... thang ... nam 20... cva .............)

....................................................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOI KY(4)
(Chit ky, dau)
Nguyén Viin A

Ghi chu:
(*) Mau nay ap dung d6i Vo1 cac van ban dugc ban hanh hoac phé duyét kém theo quyét
dinh nhu chuong trinh, ké hoach, dé¢ an, phuong an...

(1) Ghi tén loai vin ban duoc ban hanh nhu chuong trinh, ké hoach, dé an, phwong én...
(2) Trich yéu ndi dung vin ban.

(3) No6i dung van ban.

(4) Ghi quyén han, chtrc vu ctia nguoi ky nhu tai quyét dinh.
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MAiu 2.3 - Céng viin hanh chinh
TEN CQ, TC CAP TREN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc 1ap - Tw do - Hanh phuc
S6: [(3)emn(B)e. (5).....,ngay  thang  nam 20...
VIV e d(6) e,
Kinh gui:

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

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY(8)
- Nhur trén; (Chit ky, dau)

T e X Nguyén Van A

- Luu: VT, ...(9). A.XX(10).

S6 XX phé Trang Tién, quan Hoan Kiém, Ha Noi
DT: (04) XXXXXXX, Fax: (04) XXXXXXX
E-Mail: ..o Website: .....coovviiiiiiiiiin (11)

Ghi chu:

(1) Tén co quan, t6 chirc cip trén (néu co).

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

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

(4) Chir viét tit tén don vi hodc bd phén soan thao hodc cht tri soan thao cong van.

(5) bia danh.

(6) Trich yéu ndi dung cong van.

(7) Noi dung cong van.

(8) Ghi quyén han, chirc vu cua nguoi ky nhu B truong, Cuc trudng, Giam dbe, Vién truong
v.v...; truong hop ky thay mat tép the 1anh dao thi ghi chir viét tat “TM” trude tén co quan, to chirc hodc
tén tap thé lanh dao, vi du: Uy ban nhén dén, Ban thuong vy, Hoi dong...; néu nguoi ky cong van la cap
pho cia nguoi ding dau co quan, to chirc thi ghi chir viét tat “KT” vao trude chire vu cia nguoi dimg
dau, bén dudi ghi chirc vu cia nguoi ky cong van; cac truong hgp khac thuc hién theo hudng dan tai
khoan 7 Muc II ciia Thong tu nay.

(9) Chir viét tit tén don vi soan thao hodc chu tri soan thao va sé luong ban luu (néu can).
(10) Ky hiéu nguoi danh may, nhan ban va sé lugng ban phat hanh (néu can).
(11) bia chi co quan, t chirc; s6 dién thoai, sb Telex, s6 Fax; dia chi E-Mail; Website (néu cﬁn).



MAu 2.4 - C4c hinh thitc vin ban hanh chinh khac"”

TEN CQ, TC CAP TREN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Déc 1ap - Tw do - Hanh phuc

S0: [(3)em(@)e (5) ....... , hgay thang  nam 20...

............................ (7) e
................................................ <) T

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

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

e ; (Chit ky, dau)

T X Nguyén Van A

- Luu: VT, ...(10). A.XX(11).
Ghi chu:
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(*) Mau nay 4p dung chung dbi véi da sb cac hinh thirc van ban hanh chinh c6 ghi tén loai

cu thé nhu chi thi (c4 biét), thong bao, chuong trinh, ké hoach, dé an, bao cdo, to trinh v.v...

(1) Tén co quan, td chirc cap trén (néu co).

(2) Tén co quan, to chirc hoic chitc danh nha nuéc ban hanh vin ban.

(3) Chir viét tat tén loai vin ban.

(4) Chir viét tat tén co quan, to chirc hoic chitc danh nha nuéc ban hanh vin ban.
(5) bia danh.

(6) Tén loai vin ban: chi thi (ca biét), théng céo, thong bao, chuong trinh, ké hoach, dé an,

phuong an, bao céo, to trinh v.v...

(7) Trich yéu ndi dung van ban.
(8) No6i dung van ban.

(9) Ghi quyén han, chttc vy cta nguoi ky nhu Bo truéng, Cuc truong, Gidm dbe, Vién

(10) Chir viét tit tén don vi soan thao hodc chu tri soan thao va s6 lwong ban luu (néu can).

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

truong v.v...; trudng hop ky thay mit tap thé 1anh dao thi ghi chir viét tat “TM” vao trudc tén co
quan, t6 chirc hodc tén tap thé 1anh dao (vi du: TM. Uy ban nhan dan, TM. Ban thuong vy, TM.
Hoi ddng...); néu ngudi ky van ban 1 cip pho cua nguoi ding dau co quan thi ghi chir viét tat
“KT” vao trude chirc vu cliia ngudi ding dau, bén dudi ghi chirc vu ctia ngudi ky vin ban; cac
truong hop khac thuc hién theo huéng dan tai khoan 7 Muc II ctia Thong tu nay.



Mau 3.1 - Ban sao van ban

170 T CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic
So: ..... /20.../TT-B.....
Ha Noi, ngay ...... thang ..... nam 20...
THONG TU
................................................................................................................... /.
Noi nhin: BO TRUONG
e ; (Chir ky, dau)
T X Nguyén Van A
- Luu: VT, .... A.300.
TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
e (5) ....... , ngay thang  nam 20...
S6: ..(3)../SY(4)
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY(6)
e : (Chir ky, dau)
T X Nguyén Van A

- Luu: VT.

Ghi cha:

(1) Hinh thure sao: sao y ban chinh, trich sao hodc sao luc.
(2) Tén co quan, to chic thuc hién sao vin ban.

(3) Sé ban sao.

(4) Ky hi¢u ban sao.

(5) bia danh.

(6) Ghi quyén han, chtrc vu ctia nguoi ky ban sao.
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