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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

TINH QUANG NGAI Poc 1ap - Tw do - Hanh phuc

S6: 25/2011/QD-UBND Quadng Ngai, ngay 19 thang 10 nam 2011
QUYET PINH

Ban hanh Quy dinh vé hinh thirc, thé thirc, Ky thuit trinh bay
va ban hanh van ban hanh chinh cua tinh Quang Ngai

UY BAN NHAN DAN TINH QUANG NGAI
Cin cr Luat T6 chire HDND va UBND ngay 26/11/2003;
Cin ctr Nghi dinh s6 110/2004/ND-CP ngay 08/4/2004 ctia Chinh phua vé cong
tac van thu;

Cin ctr Nghi dinh s6 09/2010/ND-CP ngay 08/02/2010 ctia Chinh phu vé bo
sung, sta doi mot so di€u cua Nghi dinh s6 110/2004/ND-CP ngay 08/4/2004 cua
Chinh phu vé cong tac van thu;

_ Can ctr Thong tu s6 01/2011/TT-BNV ngay 19/01/2011 ctia B6 Noi vu hudng
dan thé thtc va k¥ thuat trinh bay van ban hanh chinh;

Theo dé nghi cua Giam dbc So No6i vu tai To trinh sO 30/TTr-SNV ngay
29/8/2011 va y kién tham dinh ctia Giam doc S Tu phap tai Béo cado s6 115/BC-STP
ngay 18/8/2011,

QUYET DPINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé hinh thirc, thé thirc,
k¥ thuat trinh bay va ban hanh van ban hanh chinh cia tinh Quang Ngai.

Piéu 2. Giam déc S¢ Noi vu c6 trach nhiém thuong xuyén don dbc, kiém tra
cac s, ban nganh, dia phuong, cac co quan, don vi trong tinh thuc hi€n Quyét dinh
nay va tong hop bao cdo UBND tinh.

, Diéu 3. Ql}yé't dinh nay c6 hiéu luc thi hanh sau 10 ngay ké tir ngay ky va thay
thé Quyét dinh s6 3051/QD-UBND ngay 21/10/2005 cua Chu tich UBND tinh Quang
Ngai ban hanh Quy dinh v€ hinh thuc, thé thic, ky thuat trinh bay, ho so trinh ky va
ban hanh van ban cta tinh Quang Ngai.

Piéu 4. Chanh Vin phong UBND tinh; Giam ddc cac S&, Thu trudng ban
nganh thuoc UBND tinh; T,hfl trudng co quan, don vi trén ’dia ban tinh va Chu tich
UBND cac huyén, thanh pho chiu trach nhi€m thi hanh Quyét dinh nay./.

TM. UY BAN NHAN DAN
CHU TICH

Cao Khoa
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH QUANG NGAI Poc 1ap - Tw do - Hanh phuc
QUY PINH

V& hinh thirc, thé thirc, ky thuit trinh bay
va ban hanh van ban hanh chinh cua tinh Quéang Ngai
(Ban hanh kém theo Quyét dinh s6: 25/2011/QD-UBND
ngay 19/10/2011 cua Uy ban nhan dan tinh Quang Ngai)

Chwong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh va déi twong ap dung

Quy dinh nay gém cac quy dinh vé hinh thuc, thé thire, k§ thuét trinh bay van
ban hanh chinh va ban sao van ban; quy dinh vé ban hanh van ban hanh chinh; duoc
ap dung ddi vé6i cac co quan nha nudc, td chirc x4 hoi, to chirc x3 hoi - nghé nghiép,
t6 chure kinh té va don vi luc luong vii trang nhan dan trén dia ban tinh Quang Ngai
(sau ddy goi chung 13 co quan, to chirc).

Trong quy dinh nay thong nhat goi tat cac huyén, thanh phé (1a cap huyén); cac
xa, phuong, thi tran (1a cap xa).

Piéu 2. Nguyén tic khi ban hanh van ban

1. Van ban ban hanh phai ding tham quyén, ding phap luat.

2. Noi dung van ban phai phu hgp vdi hinh thirc va tén loai van ban.

3. Vin ban phai thé hién tinh nghiém tic.

4. Van ban phai ding quy dinh vé :[hé thire va ky thudt trinh bay van ban.
Truong hop khi trinh bay cac thanh phan thé thirc cua van ban phai ghi tat thi cac chr
viét tat phai duoc quy dinh cu thé.

5. B6 cuc van ban phai can ddi, hai hoa.

Diéu 3. Hinh thirc viin ban hanh chinh

Hinh thtrc vin ban hanh chinh gdm:

Nghi quyét (ca bigt), quyét dinh (ca biét), chi thi, quy ché, quy dinh, thong cdo,
thong bao, huéng dan, chuong trinh, ké hoach, phuong an, dé an, du an, bao céo, bién
ban, to trinh, hop dong, cong van, cong dién, ban ghi nho, ban cam ket ban thoa
thuan, gidy ching nhén, giay uy quyén, gidy moi, gidy gioi thicu, gidy nghi phép,
gidy di dudng, gidy bién nhan hd so, phiéu giri, phiéu chuyén, thu cong.

Ngoai cac hinh thirc van ban hanh chinh néu trén cac co quan, t6 chuc co thé

1ap ra mot sO mau: ph1eu trinh giai quyét cong viée, phiéu sao van ban, phiéu tham tra
van ban, phiéu phdi hop giai quyét cong viéc cua cac bd phan lién quan, phiéu trinh
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xin y kién (d61 v&i van ban mat, to1 mat, tuyét mat, khan, hoa toc), phicu xu ly van
ban khan trong ndi bg.

Pi¢u 4. Thanh phan thé thirc viin ban

1. Thé thtrc van ban hanh chinh gém tip hop cac thanh phan sau:

a) Quéc hiéu;

b) Tén co quan, t6 chirc ban hanh vin ban;

C) S9, ky hiéu cua van ban;

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

d) Tén loai va trich yéu ndi dung cua vin ban;

e) Noi dung van ban;

g) Chire vy, ho tén va chit ky ctia ngudi ¢ tham quyén;

h) DAu cua co quan, t chrc;

1) Noi nhan;

k) Dau chi mirc do khan, mat (d6i voi nhitng van ban loai khan, mat).

2. Dbi v6i cong vin, ngodi cac thanh phan duogc quy dinh tai khoan 1 cua Diéu
nay, co the bd sung dia chi co quan, t6 chutrc; dia chi thu dién tir (E- mail); s6 dién

thoai, s6 Telex, sb Fax; dia chi Trang thong tin di¢n tir (Website) va biéu tuong
(logo) ctia co quan, to chirc.

3. D01 voi cong dién, ban ghi nhg, ban cam két, ban thoa thuan, glay chimg nhan,
glay uy quyen giay moi, glay gidi thiéu, gidy nghi phép, gidy di duong, gidy bién nhén
hé so, phiéu giri, phiéu chuyen thu cong khong bat budc phai co tat ca cac thanh phan
thé thirc nhu khoan 1 cua Piéu nay va co thé bo sung dia chi co quan, t6 chtc; dia chi
thu dién tor (E-mail); sO dién thoai, s6 Telex, s6 Fax; dia chi Trang thong tin dién tu
(Website) va biéu tuong (logo) cia co quan, t6 chc.

Piéu 5. K¥ thuét trinh bay viin ban

K¥ thuat trinh bay vin ban quy dinh tai Quy dinh ndy bao gém kho gidy, kiéu
trinh bay, dinh 18 trang vin ban, vi tri trinh bay cac thanh phan thé thtrc, phong chi,
c& chit, kiéu chit va cac chi tiét trinh bay khac, dugc ap dung d6i voi van ban soan
thao trén may vi tinh va in ra gidy; vin ban dugc soan thao bang cac phuong phap
hay phuong tién ky thuat khac hodc van ban dugc lam trén gidy mau in san; khong ap

dung dbi voi van ban dugc in thanh sach, in trén bao, tap chi va cac loai 4n pham
khac.

Piéu 6. Phong chir trinh bay viin ban

Phong chir str dung trinh bay van ban trén may vi tinh la phong chir tiéng Viét
cua bo ma ky ty Unicode theo Ti€u chuan Viét Nam TCVN 6909:2001.

Piéu 7. Khé gidy, kiéu trinh bay, dinh 1& trang vin bén va vi tri trinh bay
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1. Kho gidy
Vin ban hanh chinh duoc trinh bay trén gidy kho A4 (210 mm x 297 mm).

Cac van ban nhu glay gidi thiéu, gidy bién nhan ho so, phleu gui, phleu chuyen
dugc trinh bay trén gidy khd A5 (148 mm x 210 mm) hodc trén gidy mau in sin (kho
AS).

2. Kiéu trinh bay

Vién ban hanh chinh dugc trinh bay theo chiéu dai cta trang gidy khd A4 (dinh
hudng ban in theo chi€u dai).

Truong hop ndi dung van ban cé cac bang, biéu nhung khong duge 1am thanh
cac phy luc riéng thi van ban co6 thé duoc trinh bay theo chiéu rong cia trang gidy
(dinh hudng ban in theo chiéu rong).

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

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

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

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

4. Vi tri trinh bay cac thanh phan thé thirc vin ban trén mot trang gidy kho A4
dugc thue hién theo so d6 bd tri cac thanh phan thé thtrc van ban kém theo Quy dinh
nay (Phu lyc II). Vi tri trinh bay cac thanh phan thé thirc vin ban trén mot trang gidy
kho A5 duoc 4 ap dung tuong tu theo so dd tai Phu lyc trén.

) N Chuong II 5 .
THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH

Dieu 8. Quoc hié¢u

1. Thé thurc

. Qu60~hiéu ghi trén vin ban bao gém 2 dong chir: “CONG HOA XA HOI
CHU NGHIA VIET NAM” v “Déc l4p - Tw do - Hanh phiic”.

2. Ky thuat trinh bay

Quéc hiéu dugce trinh bay tai 6 sd 1; chiém khoang 1/2 trang gidy theo chiéu
ngang, ¢ phia trén, bén phai.

Dong thtr nhat: “CONG HOA XA HQI CHU NGHIA VIET NAM” duoc trinh
bay bang chir in hoa, cd chir tir 12 dén 13, ki€u chir dung, dam;

Dong tht hai: “Pédc 14p - Tw do - Hanh phic” duoc trinh bay bang chir in
thuong, ¢ chir tir 13 dén 14 (néu dong thir nhét ¢ chir 12, thi dong thir hai ¢& chir
13; néu dong thtr nhat c& chit 13, thi dong thir hai c& chur 14), kiéu chir dung, dam;
dugc dat canh gitra dudi dong thur nhat; chir cai dau cua cac cum tir duoc viét hoa,
giita cac cum tir c6 gach ndi, c6 cach chir; phia dudi co6 duong ké ngang, nét lién, co
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do dai bang do dai cia dong chit va cach dong chit tir 2 dén 3 mm (st dung 1énh
Draw, khong dung 1énh Underline), cu thé:

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

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

Piéu 9. Tén co quan, to chirc ban hanh viin ban
1. Thé thirc

Tén co quan, t6 chirc ban hanh van ban bao géom tén ctia co quan, t6 chirc chu
quan tryuc ti€p (n€u co) va té€n cua co quan, td chirc ban hanh van ban.

D61 véi van ban Hi dong nhan dan va Uy ban nhan dan cac cap, Poan Dai
biéu Qudc hdi tinh khong ghi co quan chu quan.

~a) Tén cua co quan, t6 chirc ban hanh vin ban phai dugc ghi diy du hodc dugc
viét tat theo quy dinh tai van ban thanh lap, quy dinh chirc nang nhiém vy, quyén han
va co cdu td chic bo may, phé chuén, cap gidy phep hoat dong hodc cong nhén tu
cach phap nhan cia co quan, to chic ¢ thaim quyén.

b) Tén co quan, td chirc chu quan cap trén truc tiép géu 1a Hoi déng nhan dan
thi c6 thé ghi tat cum tir Ho1 dong nhan dén 1a (HDND), néu la Uy ban nhan dan thi
c6 thé ghi tat cum tr Uy ban nhan dan 1a (UBND).

2. Ky thuat trinh bay

Tén co quan, to chirc ban hanh vin ban duoc trinh bay tai 6 sd 2; chiém
khoang 1/2 trang giay theo chiéu ngang, & phia trén, bén trai.

Tén co quan, t6 chirc chu quan truc ti€p dugc trinh bay bang chit in hoa, cung
cd chit nhu ¢& chir ctia Quoc hiéu, ki€u chir ding. Néu tén co quan, td6 churc chu quan
dai, c6 thé trinh bay thanh nhiéu dong.

Tén co quan, t6 chirc ban hanh vin ban trinh bay bang chir in hoa, cing ¢& chi
nhu c6 chir cua Quéc hiéu, kiéu chir dimg, dam, duoc dat canh gitra dudi tén co quan,
t6 chuc chi quan; phia dudi c6 duong ké ngang, nét lién, co do dai bang tir 1/3 dén
1/2 @ dai ctia dong chit va dit can ddi so voi dong chir, cach dong chir tir 2 dén 3
mm. Trudng hop tén co quan, to chirc ban hanh vin ban dai ¢ thé trinh bay thanh
nhiéu dong.

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

Vi du 1: Tén co quan, t6 chtic ban hanh vin béan:

U)”{ BAN NﬁAN DA~N UY BAN NHAN D§N
TINH QUANG NGAI HUYEN TU NGHiA
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Vi du 2: Tén co quan, t6 chirc ban hanh vin ban (trudng hop c6 co quan, t6
chtrc chu quan cap trén truc tiép):

UBND TINH QUANG NGAI UBND HUYEN BINH SON
SO TAI CHINH PHONG GIAO DUC VA PAO TAO
Piéu 10. S§, ky hiéu ciia vin béan
1. Thé thirc
a) SO cua van ban:

al) S6 cua vin ban la s6 ther tyr dang ky van ban do co quan, t6 chirc ban hanh
trong mot nam. Tuy theo téng s6 van ban va sb lugng mdi loai van ban dugc ban
hanh; cac co quan, to chic quy dinh cu thé viéc ding ky va danh sb van ban theo
timg loai vin ban, timg nhom hay tat ca. SO dugc ghi bang chit sb A-rap, bt dau tir
s6 01 vao ngay dau nim va két thiic vao ngay 31 thang 12 hang nam.

a2) Truong hop cac Hoi ddng, cac Ban tu van cua co quan dugc st dung con
ddu cta co quan dé ban hanh van ban va Hoi ddng, Ban duoc ghi 13 “co quan” ban
hanh vin ban thi phai 1y s cia Hoi dong, Ban.

b) Ky hi¢u cua van ban:

b1) Ky hiéu ctia vin ban c6 tén loai bao gdm chir viét tit tén loai vin ban theo
Béang chir viét tat tén loai van ban va ban sao kém theo Quy dinh nay (Phu luc I) va
chit viét tat tén co quan, to chirc ban hanh van ban.

Vi du:

’ Quyét dinh ctiia Thuong truc Hoi dong nhan dan ban hanh dugc ghi nhu sau:
So: ..../Qb-HDBND

, Quyét dinh (ca biét) cua Chu tich Uy ban nhan dan ban hanh dugc ghi nhu sau:
So: ..../Qb-UBND

Chi thi (c4 biét) ctia Chu tich Uy ban nhan dan ban hanh dugc ghi nhu sau: Sé:
.../CT-UBND

Bio c4o cua S& Cong Thuong ban hanh duoc ghi nhu sau: Sb: ..../BC-SCT

b2) Ky hi¢u ctia cong van bao gom chir viét tat tén co quan, td6 chirc ban hanh
cong van va tén don vi soan thao cong van do.

Chir viét tat tén co quan, to6 chirc ban hanh van ban va chir viét tat tén cac don
vi trong moi co quan, t6 chirc phai dugc quy dinh cu thé, bao dam ngan gon, dé hiéu.

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

Cong van cua Uy ban nhan dan tinh do chuyén vién (hodc thu ky) theo déi linh
vuc no1 chinh soan thao: So: ..../UBND-NC

Cong van cua S6 Noi1 vu do Van phong S¢ soan thao: Sé: ..../SNV-VP

b3) Ky hiéu cong vin do UBND cép huyén, cap xi ban hanh bao gdm chit viét
tit tén co quan, to chirc ban hanh cong van va chir viét tat tén linh vuc (cac linh vuc
dugc quy dinh tai Muc 2, Muc 3, Chuong 1V, Luat Td chirc Hoi déng nhan dan va
Uy ban nhan dan nam 2003) dugc giai quyét trong cong van.

Chir viét tit tén co quan, to chiic va cac don vi trong mdi co quan, t6 chirc hoic
linh vyc (d61 voi UBND cap huyén, cap xa) do co quan, to6 chiic quy dinh cu thé, bao
dam ngan gon, d¢ hiéu.

2. K¥ thuat trinh bay

S6, ky hi€u ctia van ban dugc trinh bay tai 6 so 3, dugc dat canh gitra dudi tén
co quan, t6 chirc ban hanh van ban.

7

Tir “S6” duoce trinh bay bang chir in thuong, ky hiéu bang chit in hoa, ¢ chi
13, kiéu chir dung; sau tir “S6” ¢6 ddu hai chim; v6i nhitng s6 nhoé hon 10 phai ghi
thém s 0 phia trudc; gitta sé va ky hiéu vin ban c6 du gach chéo (/), giita cic nhoém
chit viét tit ky hiéu vin ban c6 dau gach nbi (-) khong cach chir.

Diéu 11. Pia danh va ngay, thang, nim ban hanh vin béan
1. Thé thirc

a) Pia danh ghi trén van ban:

Dia danh ghi trén van ban 1a tén goi chinh thirc cua don vi hanh chinh (tén
riéng tinh, huyén, thanh phd, xa, phuong, thi trin) noi co quan, t6 chic dong tru so;
ddi vai nhirng don vi hanh chinh dugc dat theo té€n nguoi hodc su kién lich st thi phai
ghi tén goi dﬁy du ctia don vi hanh chinh d6, cu thé nhu sau:

al) Dia danh ghi trén vin ban ctia co quan, t6 chirc cip tinh 13 tén cua tinh.
Vi du 1: Van ban cua Uy ban nhan dan tinh va cac s, ban, nganh thudc tinh
(c6 tru s& tai thanh phd Quang Ngai): Quang Ngai.

Vi du 2: Van ban cua co quan, td chirc thude Uy ban nhan dan tinh hoac thudc
cac s, ban, nganh cua tinh (trong truong hop co6 tru sé tai cac huyén trén dia ban
tinh): Quang Ngai.

a2) Pia danh ghi trén vin ban cta co quan, t6 chirc cip huyén 1a tén ctia huyén
d6, riéng dia danh ghi trén vin ban cta co quan thudc thanh phd Quang Ngii thi ghi
thém cum tir TP. (viét tit cta chir thanh phd).
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Vi du 1: Van ban cta Uy ban nhan dan huyén Ba To va cac phong, ban thudc
huyén Ba To: Ba To.

Vi du 2: Vin ban cioa Uy ban nhéan dan thanh phé Quang Ngii (tinh Quang
Ngai) va cua cac phong, ban thudc thanh ph6 Quang Ngai: TP.Quadng Ngai.

a3) Dia danh ghi trén van ban cua Hoi d6ng nhan dan, Uy ban nhan déan va cac
to chuc cap xa la tén cua xa do.

Vi du 1: Van ban cua Uy ban nhan dan phuong Tran Hung Pao (thanh ph
Quang Ngai): Phuong Tran Hung Pao.

Vi du 2: Van ban cia Uy ban nhan dan xa Nghia Ky (huyén Tu Nghia): Nghia
Ky.

b) Ngay, thang, nam ban hanh van ban:

Ngay, thang, ndm ban hanh van ban la ngay, thang, nam van ban duogc ban
hanh.

Ngay, thang, ndm ban hanh vin ban phai dugc viét day du; cac sd chi ngay,
thang, nam dung chit s6 A-rap; doi voi nhitng s6 chi ngay nhé hon 10 va thang 1, 2
phai ghi thém s6 0 ¢ trudce, vi du:

Quang Ngai, ngay 12 thang 4 nam 2011

TP.Quang Ngai, ngay 05 thang 02 nam 2011

Phuong Tran Hung Pao, ngdy 10 thang 02 nam 2011

Nghia Diing, ngay 05 thang 02 nam 2011

2. Ky thuat trinh bay

Dia danh va ngay, thang, nam ban hanh van ban dugc trinh bay trén cung mdt
dong véi s0, ky hi€u van ban, tai 6 sO 4, bang chit in thuong, cd chir tir 13 dén 14,
kiéu chit nghiéng; cac chitr cai dau cua dia danh phai viét hoa; sau dia danh c6 dau
phay; dia danh va ngay, thang, nam dugc dat canh gitra dudi Quoc hiéu.

Piéu 12. Tén loai va trich yéu ndi dung ciia viin ban

1. Thé thtrc

Tén loai van ban la tén cua tung loai van ban do co quan, t6 chtrc ban hanh.
Khi ban hanh van ban déu phai ghi tén loai, trir cong van.

Trich yéu ndi dung cia van ban 1a mét cau ngén gon hodc mot cum tur phan
anh khai quat noi1 dung chu yéu cua van ban.

2. K¥ thuat trinh bay

Tén loai va trich yéu ndi dung cua cac loai van ban c6 ghi tén loai dugc trinh
bay tai 6 sO 5a; tén loai van ban dugc ddt canh gitra bang chit in hoa, c& chir 14, ki€u
chir dirmg, dam; trich y€u ndi dung van ban dugc dat canh gifta, ngay dudi tén loai
van ban, bang chir in thuong, c& chir 14, ki€u chit dung, dam; bén dudi trich yéu céd
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duong ké ngang, nét lién, c6 d§ dai bang tir 1/3 dén 1/2 do dai cua dong chir, dit can
do6i so voi dong chir va cach dong chir tir 2 dén 3 mm, vi du:
QUYET PINH
Ban hanh Quy ché lam viéc va moi quan h¢ cong tac
cia Uy ban nhan dan tinh Quang Ngai

Trich yéu ndi dung cong van duoc trinh bay tai 6 sd 5b, sau chit “V/v” bing
chir in thuong, ¢& chit tr 12 dén 13, ki€u chir dung; dugc dat canh gitta dudi s6 va ky
hi¢u van ban, cach dong 6pt v&i s6 va ky hi€u van ban, vi du:

Uj{ BAN NHAN DAN
TINH QUANG NGAI
S4: 135/UBND-KTTH

V/v bao cao thuc hién
ké hoach nam 2011

Piéu 13. Noi dung vin bén

1. Thé thirc

a) Noi dung van ban:

Noi dung vin ban 13 thanh phan chu yéu ctia van ban va phai bao dam nhiing
yéu cau co ban sau:

al) Phu hop vé1 hinh thirc van ban dugc st dung;

a2) Phu hop vé6i duong 16i, cha trwong, chinh sach ciia Pang; phu hop voi quy
dinh cua phap luat;

a3) Puoc trinh bay ngan gon, rd rang, chinh xac;

a4) St dung ngodn ngir viét, cach dién dat don gian, d& hiéu;

a5) Dung tir ngtr tiéng Viét Nam pho thong (khong dung tur ngir dia phuong va
tor ngt nudc ngoal néu khong thuc su can thiét). Dbi véi thudt ngir chuyén moén can
xac dinh r6 nd1 dung thi phai dugc gidi thich trong van ban;

a6) Chi duoc viét tit nhitng tir, cum tir thong dung, nhitng tir thudc ngdn ngi
tieng Viét dé hiéu. P61 voi nhitng tir, cum tr duge st dung nhi€u lan trong van ban
thi co6 thé viét tat, nhung céac chir viét tat 1an dau cua tir, cum tir phai duoc dat trong
dau ngodc don ngay sau tur, cum tur 4o;

a7) Khi vién din 14n dau vin ban c6 lién quan, phai ghi day du tén loai, sb, ky
hi¢u van ban, ngay, thang, nam ban hanh van ban, tén co quan, t6 chirc ban hanh van

ban, trich yéu ndi dung vin ban (d6i voi luat va phap I¢nh chi ghi tén loai va tén cua
luat, phap 1énh), vi du: “... duoc quy dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08
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thang 4 nam 2004 ctia Chinh pha vé cong tac van thu”; trong cac 1an vién dan tiép
theo, chi ghi tén loai va s, ky hi€u cua van ban do;

a,8) Viét hoa trong van ban hanh chinh dugc thuc hi¢n theo Phu luc VI - Quy
dinh viét hoa trong van ban hanh chinh.

b) B6 cuc cua van ban:

Tuy theo thé loai va noi dung, van ban co6 thé ¢ phan can cr phap ly dé ban
hanh, phan mo dau va c6 thé dugc bd cuc theo phan chuong, muc, diéu, khoan, diém
hoac fiugc phan chia thanh cac phan muc tir 16n dén nho theo mot trinh ty nhat dinh,
cu thé:

b1) Nghi quyét (c4 biét): theo diéu, khoan, diém hoic theo khoan, diém;

b2) Quyét dinh (ca biét): theo diéu, khoan, diém; cac quy ché (quy dinh) ban
hanh kém theo quyét dinh: theo chuong, muc, diéu, khoan, diém;

b3) Chi thi (c4 biét): theo khoan, diém;

b4) Cac qhinh thtirc van ban hanh chinh khac: theo phﬁn, muc, khoan, diém hoic
theo khoan, diém.

D61 véi cac hinh thic van ban dugc bo cuc theo phan, chuong, muc, di¢u thi
phan, chuong, muc, di€u phai cé ti€u dé.

2. Ky thuat trinh bay
a) Noi dung vian ban dugc trinh bay tai 6 s6 6.

b) Phan ndi dung (ban van) duoc trinh bay bang chit in thuong (dugc dan déu
ca hai 18), kiéu chir dtmg; c& chit tir 13 dén 14 (phan 15i van trong mot vin ban phai
dung cing mot ¢& chit); khi xuéng dong, chit dau dong phai phai lui vao tir 1cm dén
1,27cm (1 default tab); khoang cach gitta cdc doan vin (paragraph) dit toi thiéu l1a
6pt; khoang cach giita cac dong hay cach dong (line spacing) chon tbi thiéu tir cach
dong don (single line spacing) hodc tir 15pt (exactly line spacing) trd 1én; khoang
cach téi da gitra cac dong 1a 1,5 dong (1,5 lines).

C) D01 v0i nhiing van ban c6 phan can clr phap ly dé ban hanh thi sau moi cin
ctr phai xuong dong, cudi dong c6 dau “cham phay”, riéng cin clr cudi cung két thuc
bang dau “phay”.

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

d1) Phan, chuong: T “Phan”, “Chuong” va sb thtr tu cia phan, chuong dugc
trinh bay trén mot dong riéng, canh giira, bang chit in thudong, ¢ chir tir 13 dén 14,
kiéu chit ding, ddm. SO tht tu ctia phan, chuong dung chit s La Ma. Tiéu dé (tén)
ctia phan, chuong dugc trinh bay ngay dudi, canh giita, bang chit in hoa, ¢& chit tir 13
dén 14, kiéu chir dimg, dam;

d2) Muc: Tt “Muc” va sb thr tu ctia muc dugc trinh bay trén mot dong riéng,
canh gitra, bang chir in thuong, ¢d chit tr 13 dén 14, ki€u chir ding, dam. S6 tht tu
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cua muc dung chit sO A - rap. Ti€u dé cua muc dugc trinh bay ngay dudi, canh gitra,
bang chir in hoa, ¢& chir tir 12 dén 13, ki€u chir dung, dam,;

d3) Piéu: Tir “Pidu”, s thir tu va tiéu dé cia didu dugc trinh bay bang chit in
thuong, cach I¢€ trai 1 default tab, s6 thar tu cia di€u dung chit s6 A-rdp, sau so tha tu
c6 dau cham; cd chit bang cd chit cua phan 161 van (13-14), kiéu chir diing, dam;

d4) Khoan: S6 thu tu cac khoan trong mdi muc dung chit s6 A-rap, sau sd thur
tu ¢6 ddu cham, c& chir sd bang c& chit ciia phan 10 van (13-14), kiéu chir ding; néu
khoan c6 tiéu dé, s6 thir tu va tiéu dé cua khoan dugc trinh bay trén mot dong riéng,
bang chit in thudng, ¢& chir biang ¢& chit cua phan 16i vin (13-14), kiéu chit dimg;

d5) Piém: Thir ty cac diém trong mdi khoan dung cac chir cai tiéng Viét theo
thtr tu abc, sau c6 dau dong ngodc don, bang chit in thuong, cd chit bang c& chir cua
phan 101 van (13-14), ki€u chir dung.

@) Truong hop ndi dung van ban duge phan chia thanh cac phan, muc, khoan,
di€m thi trinh bay nhu sau:

d1) Phan (néu c0): Tu “Phan” va sb thir ty cta phﬁn duoc trinh bay trén mot
dong riéng, canh gitra, bang chir in thuong, ¢ chir tur 13 dén 14, kiéu chir dimg, dam;
s6 thtr tu ctia phan dung chit s6 La Ma. Tiéu dé cua phan duoc trinh bay ngay dudi,
canh gifra, bang chit in hoa, ¢& chix tir 13 dén 14, kiéu chix ding, dam;

d2) Muc: S6 thir tw cic muc dung chir s6 La M3, sau c6 ddu chdm va duoc
trinh bay cach 1€ trai 1 default tab; ti€u dé ciia muc duogc trinh bay cung mot hang voi
sO thir tu, bang chir in hoa, ¢& chir tir 13 dén 14, ki€u chir dirng, dam;

d3) Khoan: Sb thtr tu cac khoan trong mdi muc dung chit sé A-rap, sau sd thir
tu ¢6 ddu cham, c& chir sd bang ¢ chit cia phan 10i van (13-14), kiéu chir dimg; néu
khoan c6 tidu d¢, s6 tha ty va tiéu dé cua khoan duoc trinh bay trén mot dong riéng,
bang chit in thudng, c¢& chir bang ¢& chir ciia phan 15i van (13-14), kiéu chir dung,
dam;

d4) Piém trinh bay nhu truong hop ndi dung vin ban dugc bd cuc theo phan,
chuong, muyc, diéu, khoan, diém.

Piéu 14. Quyén han, chirc vu, ho tén va chir ky ciia nguoi c6 thim quyén
1. Thé thirc

a) Quyén han cua ngudi ky:

Céc co quan, to chirc phai quy dinh cu thé bang vin ban quyén han ky van ban
ctia co quan, tO chirc minh. Thé thic vé quyén han ky mot s vin ban nhu sau:

al) Vin ban thudc thAm quyén tap thé caa Uy ban nhan dan, do Chu tich Uy
ban nhan dan thay mit tap thé Uy ban nhan dan ky ban hanh. Khi Chu tich Uy ban
nhan dan ky thay mit tap thé thi phai ghi chir viét tat "TM." (thay mit) vao trudc cum
tor Uy ban nhéan dan. Vi du:
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TM. UY BAN NHAN DAN
CHU TICH

(Chit ky, diu cia UBND)

Nguyén Vin A

a2) Van ban thudc quyén han cua Chu tich Hoi déng nhan dan, Chu tich Uy
ban nhan dan ban hanh thi ghi nhu sau, vi du:

CHU TICH
(Chit ky, dau cia HDND hoic UBND)

Nguyén Vin A

a3) Vian ban ctia Hoi dong nhan dan thudc thim quyén phé duyét, thong qua
ctia Thuong truc Hoi ddng nhan dan do Chu tich Hoi d6ng nhan dan hodc nguoi dugc
Chu tich Hoi dong nhan dan uy quyen thay mat Thuong truc Hoi dong nhan dan ky
ban hanh. Khi ngudi c6 thim quyén ky thay mat phai ghi chir viét tit “TM.” (thay
mit) vao trudc cum tir Thuong truc Hoi dong nhan dan. Cum tir Thuong truc Hoi
d6ng nhan dan c6 thé ghi tat 1a Thuong truc HDND, vi duy:

TM. THUONG TRU'C HDND TM. THUONG TRU'C HDND
CHU TICH KT. CHU TICH
PHO CHU TICH
(Chit ky, ddu cuia HDND) (Chit ky, ddu cuia HDND)
Nguyén Vin A Nguyén Vin B

a4) Khi cip pho ctia nguoi dimg dau co quan, t6 chirc ky thay ngudi ding dau
co quan, t6 chuc thi phai ghi chir viét tat "KT." (ky thay) vao trudc chuc vu cia
nguoi dung dau co quan, to chuc, vi du:

KT. CHU TICH KT. GIAM POC
PHO CHU TICH PHO GIAM POC

(Chit ky, ddu cia UBND) (Chit ky, ddu cua co quan, t chirc)
Nguyén Vin B Tran Vin B

a5) Nguoi dimg dau co quan, to churc ¢6 thé giao cho Chanh Van phong,
Trudéng phong Hanh chinh hodc Trudng mét s6 don vi ky thira 1énh mdt s6 loai van
ban. Khi Chanh Van phong, Trudéng phong Hanh chinh hodc Truong cac don vi ky
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thira 1énh thi phai ghi chit viét tat "TL." (thtra 1énh) vao trudc chirc vu cta ngudi
ding dau co quan, t6 chtc, vi du:

TL. CHU TICH TL. GIAM POC
KT.CHANH VAN PHONG CHANH VAN PHONG
PHO VAN PHONG , 7
(Chir ky, dau ctia UBND) (Chtr ky, dau ctia co quan, to churc)
Nguyén Vin C Tran Vin A

a6) Khi nguoi ding dau co quan, t6 churc uy quyén cho mot can bo phu trach
dudi minh mot cap ky thira uy quyén mot sd van ban ma minh phai ky thi phai ghi
chir viét tat "TUQ." (thira uy quyén) vao trudc chirc vu ciia ngudi ding dau co quan,
t6 chtre, vi du:

_ TUQ. CHANH VAN PHONG , TUQ. GIAM bOC
TRUONG PHONG TO CHUC - HANH CHINH CHANH VAN PHONG
(Chit ky, diu cua VP.UBND tinh) (Chit ky, ddu cua co quan, t chirc)
Nguyén Vin D Tran Vin A

b) Churc vu ctia nguoi ky:

b1) Chirc vu ghi trén van ban la chirc vu chinh thirc ctia nguoi ky van ban trong
co quan, to chirc; chi ghi chitc vu nhu Chu tich, Pho Chu tich, Giam ddc, Q. Giam
déc (Quyén Giam dbc), Pho Giam dbc, Chanh Vian phong v.v..., khong ghi lai tén co
quan, t6 chtrc. Trudng hop vin ban lién tich, van ban do hai hay nhiéu co quan, to
churc ban hanh thi phai ghi 1o chirc vu chinh thic cua nguoi ky van ban va tén co
quan, to chirc.

Vi duy 1: Vin ban do co quan, t6 chirc ban hanh:

KT. GIAM POC
PHO GIAM POC

(Chit ky, ddu cua co quan, t6 chrc)
Tran Van B
Vi du 2: Van ban lién tich, vin ban do hai hay nhiéu co quan, to chirc ban hanh
(vi du: van ban lién tich cua S¢ Tai chinh va S& Noi vu):
GIAM POC SO TAI CHINH GIAM POC SO NOQI VU
(Chit ky, ddu cua So Tai chinh) (Chit ky, ddu caa So Noi vu)
Nguyén Vin T Tran Vin T
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b2) Chtrc danh ghi trén van ban do cac t6 chirc tu van (khong thudc co ciu to
chtic ctia co quan dugc quy dinh tai quyét dinh thanh lap; quyét dinh quy dinh chirc
nang, nhiém vu, co cau td chirc ctia co quan) ban hanh 1a chirc danh lanh dao cua
ngudi ky van ban trong ban hodc hoi dong. Pdi v6i nhitng ban, hoi dong khong duoc
phép sir dung con déu cia co quan, t6 chirc thi chi ghi chirc danh cua nguoi ky vin
ban trong ban hoic hoi dong, khong duge ghi chitic vu trong co quan, to chirc. Trudng
hop ban, hoi déng duoc phép sir dung con diu cua co quan, to chire thi ghi thém chirc
danh lanh dao trong co quan, t6 chtic cia ngudi ky van ban & dudi.

Vi du 1: Chirc vu ctia nguoi ky van ban do ban, hoi dong tu van ciia Van phong
Uy ban nhan dan tinh ban hanh ma Lanh dao Van phong Uy ban nhan dan tinh lam
Truéng ban hodc Pho Truong ban, Chu tich hoac Pho Chu tich Hoi déng trong
truong hop ban, hoi dong khong dugc phép str dung ddu cia co quan thi ghi nhu sau:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit ky) (Chit ky)
Tran Vin A V6 Vin D

Vi du 2: Chirc vu ctia ngudi ky van ban do ban, hdi dong tu van cua tinh ban
hanh ma Lanh dao S¢ Xay dung lam Trudng ban hodc Pho Truong ban, Chu tich
hodc Phé Chu tich Hoi ddng trong truong hop ban, hoi ddng duoc phép sir dung dau
ctia co quan, tO chire thi ghi nhu sau:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit ky, ddu cua So Xay dung ) (Chit ky, ddu cua So Xay dung )
GIAM POC SO XAY DUNG PHO GIAM POC SO XAY DUNG
Tran Van C Vo6 Van D

c¢) Ho tén ctia nguoi ky van ban:

Ho tén bao gém ho, tén dém (néu cO) va tén cua nguodi ky van ban. Pdi véi van
ban hanh chinh, trudc ho tén cua nguoi ky, khong ghi hoc ham, hoc vi va cac danh
hiéu danh dyu khac. D6i véi van ban giao dich; van ban cua cac td chirc su nghiép
gido duc, y té, khoa hoc hodc luc lugng vii trang dugc ghi thém hoc ham, hoc vi,
quan ham.

2. Ky thuat trinh bay

Quyén han, chtrc vu ctia ngudi ky dugc trinh bay tai 6 s6 7a; chic vu khéc cta
nguoi ky dugc trinh bay tai 6 s6 7b; cac chit viét tat quyén han nhu: “TM.”, “KT.”,
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“TL.”, “TUQ.” hodc qqyén han va chtrc vu cia nguoi ky dugce trinh bay chit in hoa,
co chir tir 13 dén 14, kiéu chir ding, dam.

Ho tén cta ngudi ky vin ban duoc trinh bay tai 6 sb 7b; bang chit in thudng,
cO chir tir 13 dén 14, kiéu chir ding, dam, dugc dat canh gitra so vdi quyén han, chic
vu cua nguoi ky.

Chir ky ctia ngudi c6 tham quyén duoc trinh bay tai 6 s6 7c.

Pieu 15. Dau ciaa co quan, to chire

1. Chi déng dau khi van ban di dung thé thirc va c6 chit ky ctia ngudi c6 thém
quyén, khong duoc dong dau khéng chi. Pong dau trén van ban phai ngay ngan 10
rang, ding chiéu, trum 1én khoang 1/3 chit ky vé bén trai va dung dung muyc dau quy
dinh (mau dé tuoi). Néu vin ban co phu luc kém theo thi dau dugc dong 1én trang
dau, tram 1én mot phan tén co quan, t6 chirc hodc tén cua phu luc. Déi voi viéc dong
dau giap lai, dong dau n01 trén van ban, tai liéu chuyén nganh thuc hién theo quy dinh
clia co quan c6 thim quyén chuyén nganh.

2. D4u cta co quan, to chtrc duoc trinh bay tai 6 s6 8; ddu giap lai dugc dong
vao khoang gitra meép phai cua van ban hodc phuy lyc van ban trum 1én mot phan céc
to gidy; moi ddu dong t6i da 05 trang van ban.

Piéu 16. Noi nhian
1. Thé thic

a) Noi nhan xac dinh nhiing co quan, t6 chtrc, don vi va ca nhan nhan vin ban
va ¢6 trach nhiém nhu dé xem xét, giai quyét; dé thi hanh; dé kiém tra, giam sat; dé
bao céo; dé trao doi cong viéc; dé biét va dé .

b) Noi nhan phai dugc xac dinh cu thé trong van ban. Can ct quy dinh cua
phap luat; can ctr chuc na“mg, nhiém vy, quyén han ctia co quan, t6 chirc va quan hé
cong tac; can cu yéu cau giai quyet cong viéc, don vi hodc ca nhan soan thao hoac
chu tri soan thao ¢ trach nhiém dé xuét nhimg co quan, t6 chirc, don vi va ca nhan
nhan vin ban trinh nguoi ky van ban quyét dinh:

b1) Pbi véi van ban chi giri cho mot sé ddi twong cu thé thi phai ghi tén ting
co quan, to chtrc, ¢4 nhan nhan van ban; d6i véi van ban dugc giri cho mot hoac mot
s0 nhom doi tuong nhat dinh thi no1 nhan dugc ghi chung, vi du:

- Uy ban nhan dan cac huyén, thanh ph; -
Céc s0, ban, nganh.

b2) D61 véi van ban co ghi tén loai, noi nhan bao gom tr “Noi nhan” va phan
li¢t ké cac co quan, t6 chirc, don vi va ca nhan nhan van ban, vi du:
Noi nhan:
- Nhu trén;

- Chu tgch, cac Pho Chu tich UBND tinh;
- S Ké hoach va Pau tu;
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- S& Tai chinh;
- VPUB: C, PVP, KTTH, CNXD;
- Luu: VT, NC;.

b3) Pbi voi cong van hanh chinh, noi nhan bao gdm hai phan:

Phan thtr nhat bao gom tur “Kinh gtri”, sau do 1a tén cac co quan, t6 chirc hoac
don vi, ca nhan tryc tiép giai quyet cong viéc.

Vidul. Kinh gui: Uy ban nhan dan huyén Mg Dirc

Vidu2. Kinh gui:
- Uy ban nhén dan huyén Ba To;
- Uy ban nhan dan huyén Tra Bong;
- S& Cong Thuong.

Phan thtr hai bao gobm tir “Noi nhan”, phia dudi 1a tr “Nhu trén”, tiép theo la

tén cac co quan, to churc, don vi va ¢4 nhan c6 lién quan khéc nhéan van ban, vi du:

Noi nhgn:

- Nhu trén;

- Cha tich, cac Pho Chu tich UBND tinh;

- S& Ké hoach va Pau tu;

- So Tai chinh;

- VPUB: C, PVP, KTTH, CNXD;

-Luu: VT, NCs.

2. Ky thuat trinh bay
a) Noi nhan duoc trinh bay tai 6 s6 9a va 9b.
b) Phan noi nhan tai 6 s6 9a dugc trinh bay nhu sau:

bl) Tu “Kinh gri” va tén cac co quan, td chirc hodc c4 nhan nhan vin ban
duoc trinh bay bang chir in thuong, cd chir tr 13 dén 14, kiéu chir ding;

b2) Sau tir “Kinh giri” c6 dau hai chdm; néu cong van giri cho mot co quan, t6
chtrc hodc mot ca nhan thi tir “Kinh gai” va tén co quan, t6 chirc hoic ca nhan dugc
trinh bay trén cung mot dong; truong hop cong van guri cho hai co quan, to chuc hoac
ca nhan tr¢ 1én thi xubng dong; tén mdi co quan, to chirc, ca nhan hodc mdi nhém co
quan, to chure, ca nhan dugc trinh bay trén mot dong riéng, dau dong c6 gach dau
dong, cudi dong c6 ddu chdm phay, cudi dong cubi cung co dau cham; cac gach dau
dong duoc trinh bay thang hang véi nhau dudi ddu hai cham.

¢) Phan noi nhén tai 6 s6 9b (ap dung chung d6i véi cong vin hanh chinh va
cac loai van ban khac) duogc trinh bay nhu sau:

cl) Tur “Not nhén” duoc trinh bay trén mét dong riéng (ngang hang voi dong
chit “quyén han, chic vu ctia ngudi ky” va sat 18 trai), sau ¢6 dau hai cham, bang chix
in thuong, ¢& chir 12, kiéu chit nghiéng, dam,;

c2) Phan liét ké cac co quan, td chirc, don vi va c4 nhan nhan vin ban dugc
trinh bay bang chir in thuong, c¢& chir 11, kiéu chir dimg; tén mdi co quan, to chic,
don vi va c4 nhan hoic mdi nhém co quan, to chirc, don vi nhan vin ban dugc trinh
bay trén mot dong riéng, dau dong co gach dau dong sat 1¢ trai, cudi dong c6 dau
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cham phay; riéng dong cudi cuing bao gdm chir “Luu” sau ¢6 d4u hai cham, tiép theo
1a chir viét tat “VT” (Van thu co quan, to chtic), diu phay, chit viét tit tén don vi
(hoac bo phan) soan thdo van ban va sb lugng ban luu (chi trong trudng hop can
thiét), cudi cung 12 ddu cham.

Piéu 17. Cac thanh phin thé thirc khac va cach trinh bay
1. D4u chi murc do mat
a) Thé thuc:

Viéc xac dinh va dong dau do mat (tuyét mat, tdi mat hodc mat), d4u thu hdi
doi véi van ban ¢d ndi dung bi mat nha nudce dugce thuc hién theo quy dinh tai Biéu 5,
6, 7, 8 ciia Phéap 1€nh Bao vé bi mat nha nudc nam 2000.

b) K¥ thuat trinh bay:
DAu do mat duogc dong vao 6 s6 10a, dau thu hdi dugc doéng vao 6 sb 11.

Con diu cac d6 mat dugc khic sin hinh chir nhat co kich thudc 40 mm X 8
mm, 30 mm X 8 mm va 20 mm X 8 mm, trén d6 cac tt “TUYET MAT”, “TOI
MAT” va “MAT” trinh bay bang chit in hoa, phong chit Times New Roman c& chir
tr 13 dén 14, kiéu chit ding, dam va dat can doi trong khung hinh chir nhat vién don
xung quanh, cach déu duong vién 2 mm. Dau d6 mat duoc dong vao 6 s6 10a. Muc
dé déng dau d6 mat dung mau do tuoi.

Con diu thu hoi duge khic sdn hinh chit nhat ¢6 kich thude 80 mm X 15 mm,
trén d6 ¢6 hai hang chir phong chir Times New Roman ¢& chir tur 13 dén 14; hang trén
1a hang chit “TAI LIEU THU HOI” trinh bay bang chir in hoa, kiéu chit ding, dam;
hang duéi 13 chit “Thoi han” bang chit in thuong & dau hang va cac ddu chidm cho
dén hét; ca hai hang chir dit can d6i trong khung hinh chit nhat vién don xung quanh,
cach déu duong vién 2 mm. Dau thu hdi dugc déng vao 6 s6 11. Muc dé dong dau do
thu h6i dung mau do tuoi.

2. D4u chi muc d6 khan
a) Thé thuc:

Tuy theo mirc ¢ can dugc chuyén phat nhanh, vin ban duoc xac dinh d6 khan
theo bdn muc sau: khan, thuong khan, hoa tdc, hoa toc hen gi0; khi soan thao van ban
c6 tinh chit khan, don vi hodc ¢4 nhin soan thao vin ban dé xuit mac d6 khan trinh
ngudi ky van ban quyét dinh.

b) K¥ thuat trinh bay:

Con déu cac d6 khan dugc khic sin hinh chit nhat co kich thuéc 30mm x
8mm, 40mm x 8mm va 20mm x 8mm, trén d6 cac tir “KHAN”, “THUGNG KHAN”,
“HOA TOC” va “HOA TOC HEN GIO” trinh bay bang chit in hoa, phong chit Times
New Roman c& chir tir 13 dén 14, kiéu chir dimg, dam va dat can ddi trong khung
hinh chit nhat vién don. Dau d6 khan duoc dong vao 6 s 10b. Muc dé dong dau do
khan dung mau do tuoi.
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3. Chi dan vé pham vi luu hanh

a) Thé thic:

Pdi véi nh&Qg Vép ban c6 pham vi, ddi tuong dugc phé bién, sir dung han ché,
st dung cac chi dan vé phgtm vi luu hanh nhu “TRA LAI SAU KHI HOP (HOI
NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOI BO”.

b) K¥ thuét trinh bay:

Céc chi dan vé pham vi luu hanh trinh bay tz,}i 6 s6 11; cac cum tir “TRA LAI
SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LATI”, “L‘U'U HANH NOI BO”
trinh bay can doi trong mét khung hinh chir nhat vién don, bang chir in hoa, phong
chit Times New Roman, c& chit 13 dén 14, kiéu chir ding, dam.

4.,Dia chi co quan, td chirc; dia chi thu dién tu (E-Mail); s6 dién thoai, sd
Telex, s6 Fax; dia chi Trang thong tin di¢n tir (Website).

a) Thé thic:

Déiqvé’i cong van, ngoai cac thanh phan dugc quy dinh co thé b(x)’ sung dia chi
co quan, to chuc; dia chi thu dién tir (E-Mail); s6 dién thoai, s6 Telex, so Fax; dia chi
trang thong tin dién tor (Website).

b) K¥ thuét trinh bay:

Céc thanh phan nay dugc trinh bay tai 6 sO 14 trang thr nhat cta vin ban, bang
chir ip thu’g‘)'ng, cO chir tr 11 dén 12, ki€u chir dung, dudi mot duong ké nét lién kéo
dai hét chi€éu ngang cua vung trinh bay van ban.

5. Ky hiéu nguoi danh may va sé luong ban phat hanh

a) Thé thic:

Pbi voi nhimg van ban can dugc quan ly chat ché vé sb6 luong ban phat hanh
phai c6 ky hiéu nguodi ddnh may va s6 lugng ban phat hanh.

b) K¥ thuat trinh bay:

7 Puoc trinh béy tai 6 sb 13; ky hi¢u bﬁng chit in hoa, s6 lugng ban béng chir s6
A-rdp, cd chir 11, kiéu chir diing.

6. Phu luc van ban

a) Thé thic:

Truong hop vén ban c6 phu luc kem theo thi trong van ban phai c6 chi dan vé
phu luc d6. Phu luc van ban phai c6 tiéu d€; van ban c6 tir hai phy luc tr¢ 1én thi cac
phu luc phai dugc danh s6 thr tu bang chir s6 La Ma.

b) K¥ thuat trinh bay:

Phu luc van ban dugc trinh bay trén cac trang riéng; tu ‘iPhu luc” va sb tha tu
cua phu luc dugce trinh bay thanh mot dong riéng, canh gitra, bang chir in thuong, ¢
chtr 14, ki€u ch,ﬁ: ding, giém; tén phu luc dugc trinh bay canh gitra, bang chir il} hoa,
cd chir tr 13 dén 14, kiéu chit ding, dam; phia duodi c6 duong ké ngang, nét lién, cod
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do dai bang tir 1/3 dén 1/2 d¢ dai ctia dong chi¥ va dit can ddi so voi dong chil, cach
dong chir tir 2 dén 3 mm.

7. S trang vian ban

a) Thé thuc:

Vin ban ¢6 hai trang tré 1én thi phai dénh sb trang bang chit s6 A-rap.

b) K¥ thuét trinh bay:

S6 trang dugc trinh bay tai goc phai ¢ cudi trang gidy (phan footer) bang chir

s6 A-rap, c& chir 13-14, kiéu chir dimg, khong danh s trang thir nhat. SO trang cua
phu luc dugc danh sb riéng theo tirng phu luc.

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

Mau trinh bay mot sb loai van ban hanh chinh dugc minh hoa tai Phu luc V
kém theo Quy dinh nay.

) Chuong 111
THE THUC VA KY THUAT TRINH BAY BAN SAO

Piéu 18. Thé thic ban sao
Thé thic ban sao bao gdm:
1. Hinh thtrc sao

Cac hinh thtrc sao gém cd: “SAO Y BAN CHINH” hodc “TRICH SAO” hoic
“SAO LUC”.

a) “SAO Y BAN CHINH” 1a ban sao diy du, chinh x4c noi dung ciia van ban
va dugc trinh bay theo thé thirc quy dinh. Ban sao y ban chinh phai duoc thuc hién tir
ban chinh.

b) “TRICH SAO” 14 ban sao mdt phan ndi dung cta vin ban va dugc trinh bay
theo thé thurc quy dinh. Ban trich sao phai dugc thyc hién tir ban chinh.

¢) “SAO LUC” 1a ban sao dﬁy dua, chinh xac ndi dung ctia van ban, dugc thuc
hién tir ban sao y ban chinh va trinh bay theo thé thirc quy dinh.

2. Tén co quan, t6 chiic sao van ban

3. S, ky hiéu ban 520 bao gdm sb thir tu déqg ky dugc danh chung cho cac
loai ban sao do co quan, t6 chire thuc hién va chir viet tat tén loai ban sao theo Bang
chir viét tat tén loai van ban va ban sao kem theo Quy dinh nay (Phuy luc I). S6 dugce

ghi bing chit s A-rap, bat dau tir s6 01 vao ngay dau nim va két thuc vao ngay 31
thang 12 hang nam.

4. Cac thanh phan thé thirc khac cua ban sao vin ban gdm dia danh va ngay,
thang, nam sao; quyén han, chirc vy, ho tén va chir ky ctia ngudi c6 tham quyén; dau
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cua co quan, td chirc sao van ban va noi nhan duoc thuc hién theo hudéng dan tai Piéu
11, 14, 15 va 16 cia Quy dinh nay.

Piéu 19. K¥ thuit trinh bay
1. Vi tri trinh bay cac thanh phan thé thirc ban sao (trén trang gidy kho A4)

Thuc hién theo so dd bd tri cac thanh phﬁn thé thic ban sao kém theo Quy dinh
nay (Phu luc III).

Cac thanh phan thé thirc ban sao dugc trinh bay trén cung mét to gidy, ngay
sau phan cudi cung cua van ban can sao dugc photocopy, dudi mot dudng ké nét lién,
kéo dai hét chiéu ngang cta ving trinh bay vin ban.

2. K¥ thuat trinh bay ban sao

a) Cum tir “SAO Y BAN CHINH”, “TRICH SAO” hogc “SAO LUC” duogc
trinh bay tai 6 s6 1 (Phu luc IIT) bang chir in hoa, c& chit tir 13 dén 14, ki€u chir ding,
dam.

b) Tén co quan, td chirc sao vin ban (tai 6 ) 2); $0, ky hi€u ban sao (tai 6 )
3); dia danh va ngay, thang, nam sao (tai 6 s6 4); churc vy, ho tén va chir ky cua nguoi
c6 tham quyén (tai 6 s6 5a, 5b va 5¢); dau cua co quan, td chirc sao vin ban (tai 6 $6
6); noi nhan (tai 6 s6 7) duogc trinh bay theo huéng dan trinh bay cac thanh phan thé
thirc tai Phu luc II1.

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

. Chuong IV ]
BAN HANH VAN BAN HANH CHINH

Piéu 20. Ho so trinh ky viin ban

1. Khi trinh ky van ban phai kem theo day du cac van ban, gidy to co lién quan
dén véan dé trinh ky dé lam co s& cho nguoi co tham quyén ky xem xét quyét dinh va
ban thao vin ban phai duoc nguoi cé thim quyén ky duyét (ky tat). Truong hop sua
chira, b6 sung ban thao vin ban da duoc duyét phai trinh nguoi duyét xem xét, quyét
dinh.

2. H6 so trinh Uy ban nhén dan cac cép ky phai dung quy trinh quy dinh tai
Vién phong Uy ban nhan dan va phai dugc Chanh Van phong (hodc Pho Van phong
dugc Chanh Vin phong uy quyén) ky tham dinh (ky tit) vao van ban trude khi trinh
Chu tich hodc Phé Chu tich ky ban hanh.

3. Ho so cua cac nganh, cac dia phuong trinh Uy ban nhan dan tinh lién quan
dén linh vyc nao thi dugc Gidm doc Sé, Thu truong co quan Ban, nganh c6 lién quan
chiu trach nhi¢m tham dinh, 14p to trinh bdo cdo Uy ban nhan dan tinh xem xét giai
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quyét theo ding quy trinh tai Quy ché 1am viéc va mdi quan hé cong tac cua Uy ban
nhan dan tinh Quang Ngai.

Pi¢u 21. Quy dinh ban hanh viin ban
1. Kiém tra vin ban truéc khi ky ban hanh

a) Thu truéng don vi hodc ca nhan chu tri soan thao chiu trach nhiém vé ndi
dung van ban trudc nguoi dung dau co quan, to6 chure va trude phap luat.

b) Chanh Vian phong Uy ban nhan déan cac cdp, Chanh Vian phong cac co quan,
t6 chirc (sau day goi tat 1a Chanh Vian phong), Truong phong Hanh chinh ¢ nhing co
quan, t6 chirc khong c6 Vin phong (sau day goi tat 1a Trudng phong hanh chinh)
hodc nguoi duoc giao trach nhiém giiip ngudi dung dau co quan, t6 chirc quan ly
cong tac van thu kiém tra va chju trich nhiém vé hinh thic, thé thuc, ky thuat trinh
bay va tha tuc ban hanh vian ban truéc ngudi ding dau co quan, té chuc va trude
phép luat.

2. Chuyén phat vin ban di

a) Van ban phat hanh di phai dugc hoan thanh thu tyc van thu va phat hanh
ngay trong ngay van ban dé dugc ky (chdm nhat 13 trong ngay 1am viéc tiép theo), co
thé chuyén bang fax/qua mang dé thong tin nhanh.

b) Vin ban ban hanh di phai dang sé luong ban, dung thoi gian, dung dia chi,
ding ngudi co trach nhiém thi hanh, dang ngudi cé tham quyén giai quyeét.

3. Sao van ban di

a) Ngoai sd lugng ban duoc nhan, trong trudng hop can thiét, néu co quan, to
chic, ¢4 nhan lién quan mubn sao y ban chinh thi Vin phong (hoic Phong Hanh
chinh) cta co quan, t6 chirc c6 van ban ban hanh 1am thu tuc trinh nguoi co tham
quyén ky va dong dau ctia co quan, to chuc.

b) Néu cac co quan, t6 chirc, ca nhan mudn sao y ban chinh ctia Uy ban nhan
dan, Chu tich Uy ban nhén dén thi Van phong Uy ban nhén dan lam thu tyc va Chanh
Vién phong ky thtra Iénh dong dau Uy ban nhan dan.

4. Pinh chinh van ban di

a) Vian ban di phat hanh nhung c6 sai sot vé ndi dung phai duoc stra ddi, thay
thé bang van ban c6 hinh thurc trong duong cta co quan, té6 chirc ban hanh van ban.

b) Vian ban dd phat hanh nhung c6 sai s6t vé thé thuc, k§ thuat trinh bay, tha
tuc ban hanh phai dugc dinh chinh bang van ban hanh chinh cta co quan, t6 churc ban
hanh van ban”.

4. Luu van ban



CONG BAO/S6 22/Ngay 01-11-2011 23

a) Khi phat hanh van ban di phai luu lai it nhat 02 ban, ban gbc (12 ban hoan
chinh vé noi dung va thé thirc van ban va co chit ky truc tiép ctua ngudi c6 tham
quyén) luu tai Vin thu co quan va ban chinh (1a ban hoan chinh vé ndi dung va hinh
thirc) kém theo hd so trinh ky vin ban (1a ban thao dugc nguoi co tham quyén duyét
va day du cac van ban, gidy to c6 lién quan dén van dé trinh ky) phai luu vao hd so
hién hanh.

b) Ban gbc luu tai bd phan van thu co quan phai dugc dong dau va sap xép
theo thr ty dang ky. Ban chinh luu trong hd so hién hanh phai dugc sip xép va bién
muc theo dung quy dinh.

Dieu 22. Hi€u lyc ctia van ban

Thoi diém c6 hiéu lyc cia van ban thuong 1a thoi diém ky vin ban, trir trudng
hop van ban quy dinh ngay khac. Cach ghi nhu sau: "Van ban nay co6 hi¢u luc thi
hanh ké tir ngay ky."; truong hop vin ban quy dinh ngay khac ghi 1a: "Van ban nay
c6 hiéu lyc thi hanh ké tir ngdy ... thang ... nam ...".

” Chuong V
TO CHUC THUC HIEN

Piéu 23. Piéu khoan thi hanh

Thu trudéng cac S&, Ban nganh; Chu tich Uy ban nhan cac huyén, thanh phé;
Thu trudng cac co quan, don vi trén dia ban tinh cdn cir Quy dinh nay chi dao thuc
hién tai co quan, t6 chirc minh. Trong qué trinh thyc hi¢én néu c6 vudéng mac, phat
sinh bdo cao Uy ban nhan dan tinh (qua S& N1 vu).

Diéu 24. T chire thuce hién

Giam dbc S& Noi vu ¢6 trach nhiém to chirc trién khai thyc hién Quy dinh nay;
tong hop, bao cao két qua thuc hién dén Uy ban nhan dan tinh; tong hop nhiing
vuéng mic, phat sinh trinh Uy ban nhan déan tinh xem xét stra doi, bd sung cho phu

hop./.

TM. UY BAN NHAN DAN
CHU TICH

Cao Khoa
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PHU LUCI
BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kém theo Quy dinh vé hinh thirc, thé thirc, ky thudt trinh bay va ban hanh vin bdn
hanh chinh cia tinh Qudang Ngdi ban hanh kém theo Quyét dinh s6 25/2011/0P-
UBND ngay 19/10/2011 cua UBND tinh Quang Ngai )

Stt Tén loai van ban hanh chinh Chir viét tit
1 | Nghi quyét (cé biét) NQ
2 | Quyét dinh (ca biét) Qb
3 | Chi thi (ca biét) CT
4 | Quy ché QC
5 | Quy dinh Qyb
6 | Thong céo TC
7 | Thong bao TB
8 | Huéng dan HD
9 | Chuong trinh CTr
10 | Ké hoach KH
11 | Phuong én PA
12 | Dé én DA
13 | Dy an DA
14 | Bao cao BC
15 | Bién ban BB
16 | TO trinh TTr
17 | Hop dong HD
18 | Cong van
19 | Cong dién Cb

20 | Ban ghi nhé GN

21 | Ban cam két CK

22 | Ban thoa thuan TTh

23 | Gidy ching nhan CN

24 | Gidy uy quyén UQ

25 | Gidy moi GM

26 | Gidy gidi thidu GT

27 | Gidy nghi phép NP

28 | Gidy di duong bb

29 | Gidy bién nhan ho so BN
30 | Phiéu giri PG
31 | Phiéu chuyén PC
32 | Thu cong

Ban sao van ban
1 | Ban sao y ban chinh SY
2 | Ban trich sao TS
3 | Bansao luc SL
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PHU LUC II
SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN
(Trén mot trang gidy kho A4: 210 mm x 297 mm)
(Kém theo Quy dinh vé hinh thirc, thé thirc, ky thudt trinh bay va ban hanh van bdn
hanh chinh cia tinh Qudang Ngdi ban hanh kém theo Quyét dinh s6 25/2011/0D-
UBND ngay 19/10/2011 cua UBND tinh Quang Ngai )

D S

| !'

’ — ] 1 .
L - I

PR ] 15 | |

|

!

L]

T[]
- - ]
|f ]
E
| 30-35 mm / =
L A T S ek
| [ \ ‘E
- - I
- | . Ta ||
9
] izl
| | T | |
! R T
IO-ESImm
Ghi chu: . .
[ i : Thanh phéan thé thirc van ban
1 : Quodc hiéu
2 :  Tén co quan, t6 chirc ban hanh van ban

3 : S0, ky hi¢u ctia van ban
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4 : Dia danh va ngay, thang, ndm ban hanh van ban
Sa . Tén loai va trich yéu noi dung vin ban
5b . Trich yéu ndi dung cong vin
6 : Noi1 dung van ban
7a,7b, 7c Quyén han, churc vy, ho tén va chir ky cua ngudi cé tham
quyén
8 : DAau ctia co quan, t chic
9a, 9b : Noi nhan
10a - Déu chi mtrc 36 mat
10b  : Déau chi mirc d6 khan
11 : Dau thu hdi va chi dan vé pham vi luu hanh
12 : Chi dan vé dy thdo vin ban
13 . Ky hiéu nguoi danh may va s6 luong ban phéat hanh
14 : Dia chi co quan, td churc; dia chi E-Mail: dia chi Website;

s0 dién thoai, so Telex, so Fax
15 :  Logo (in chim du¢i tén co quan, to chirc ban hanh van ban)
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PHU LUC III
SO PO BO TRi CAC THANH PHAN THE THUC BAN SAO VAN BAN
(Trén mot trang gidy kho A4: 210 mm x 297 mm)
(Kém theo Quy dinh vé hinh thirc, thé thirc, ky thudt trinh bay va ban hanh van bdn
hanh chinh cia tinh Qudang Ngdi ban hanh kém theo Quyét dinh s6 25/2011/0P-
UBND ngay 19/10/2011 cua UBND tinh Quang Ngai )

2025 1

I-— T T PHLL I B

| PHANCUOICUNG COAVANBANDUGCSAO. | |

3035mm L3 | | 4 E
A—t

b

ED-ZSImm

Ghi chu: . .
O so : Thanh phan thé thirc ban sao

1 Hinh thure sao: “sao y ban chinh”, “trich sao” hodc “sao luc”
2 . Tén co quan, t chiic sao vin ban
3 - Sb, ky hi¢u ban sao
4 :  Dia danh va ngay, thang, nam sao
5a, 5b,5¢ : Chitrc vy, ho tén va chir ky cua nguoi co tham quyén

6 : Dau cua co quan, t6 chuce
7 : Noinhan
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PHU LUCV
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN
(Kém theo Quy dinh vé hinh thirc, thé thirc, ky thudt trinh bay va ban hanh van ban
hanh chinh cia tinh Qudang Ngdi ban hanh kém theo Quyét dinh s6 25/2011/0P-
UBND ngay 19/10/2011 cua UBND tinh Quang Ngai )
1. Miu trinh bay viin ban hanh chinh
Mau 1.1 - Nghi quyét (ca biét)
Mau 1.1.1 - Nghi quyét (c4 biét) ciia Thuong truc HDND
Maul.1.2 - Nghi quyét cua Hoi ddng quan tri
Mau 1.2 Quyet dinh (ca bi¢t) (quy dinh truc tlep)
Mau 1.3 - Quyét dinh (c4 biét) (quy dinh gian tiép)
Mau 1.4 - Van ban co6 tén loai khac
Mau 1.5 - Congvin
Mau 1.6 - Quyét dinh (c4 biét) (quy dinh truc tiép) ciia Thudng truc

HDND
Meftu 1.7 - Van ban co6 tén loai cua cac Ban HDND ,
Mau 1.8 - Van ban co6 tén loai cia Poan DPai biéu Qudc hoi

Mau 1.9 - Cong dién

Miu 1.10 - Gidy moi

Mau 1.11 - Gidy gi6i thiéu

Mau 1.12 - Bién ban

Mau 1.13 - Gidy bién nhan hd so
Maiu 1.14 - Gidy chimg nhan
Mau 1.15 - Gidy di duong

Mau 1.16 - Gidy nghi phép

Mau 1.17 - Phiéu chuyén

Mau 1.18 - Phiéu gui

Mau 1.19 - Thu cong

2. MAu trinh bay bén sao viin ban
Mau 2.1 Ban sao van ban
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MAiu 1.1 — Nghi quyét (ca biét)

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

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phiic
S6:  /NQ-....(3)... i (4)...., ngay ..... thang ..... nam 20...
NGHI QUYET

....................... (5) veeeeeeeeeeeeeernnens

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
- Nhu D.iéu e (Chit ky, déu )
~Luw: VT, ... (7) Axx (8).
- () Axx ) Ho va tén

Ghi chu:

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

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

(3) Chir viét tat tén co quan, to chirc ban hanh nghi quyét.

(4) bia danh

(5) Trich yéu ndi dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chit viét tit tén don vi soan thao vin ban va s lugng ban luu (néu can).
(8) Ky hiéu ngudi danh may, nhan ban va sb luong ban phat hanh (néu can).
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MAu 1.1.1 — Nghi quyét (ca biét) cia Thuwong truc HDND

HOQI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

(D). Déc 13p — Tw do — Hanh phuc
S6:  /NQ-HPND i (2)...., ngay ..... thang ..... nam 20...
NGHI QUYET
....................... ) T
THUONG TRUC HQI PONG NHAN DAN .... (D..ccvvunnennn

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

Can CU oo (4) e
QUYET NGHI
Pieul. ..., (5) oo
DU cov oottt e e e s s s s e erenas
......................................................................... /.
i TM. THUONG TRU'C HDND
ol nhan: %
“NhuDiéu . CHU TICH (6)
R (Chit ky, dau)

Luw: VT, ... (7). Axx (8).
Ho va tén

Ghi chu:

(1) Tén tinh (tén thanh phd thudc tinh; tén x3, thi trin).

(2) bia danh

(3) Trich yéu ndi dung nghi quyét.

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

(5) Noi dung nghi quyét.

(6) Chirc vu ciia nguoi ky, truong hop Pho Chu tich dugc giao ky thay Chu tich thi ghi chir viét tat “KT.”
vao truge chire vy Chu tich, bén dudi ghi chirc vu cua nguoi ky (Phé Chu tich).

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

(8) Ky hiéu ngudi danh may, nhan ban va s6 luong ban phat hanh (néu can).
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Mau 1.1.2 — Nghi quyét ciia Hi ddng quan tri

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

TEN CO QUAN, TO CHUC (2) DPoc 1ap — Tw do — Hanh phic
S6:  /NQ-....(3) i (4)...., ngay ..... thang ..... nam 20...
NGHI QUYET

....................... (5) veeeeeeeeeeeeeeaenens

HOQI PONG QUAN TRI ....... Q2)......
CAN CU ettt e e e e e et e e e e e e e e e eeaaaaeeeeeeeeeeeeeatsrereeeeeas
L1 s o | SRR RPTRPRPPPRN
Xt AE NENT CUA. ..ot ,
QUYET NGHI
Pieul. ..., (0 USSR
DHBU cev oottt et et e e et e s e e s s s nerereneeas
............................................................................................................................. /.
o TM. HQI PONG QUAN TRI
Nl‘g’h"’“‘.’?’ ' CHU TICH (7)
- Nhu Dleu ~ 7 4
S (Chit ky, dau)

“Luu: VT, ... (8). Axx (9).
Ho va tén

Ghi chu:

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

(3) Chre viét tit tén co quan, t6 chirc ban hanh nghi quyét.

(4) bia danh.

(5) Trich yéu ndi dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chirc vu ciia nguoi ky, truong hop Phé Chu tich dugc giao ky thay Chu tich thi ghi chir viét tat “KT.”
vao trude chirc vu Chu tich, bén dudi ghi chirc vu cua nguoi ky (Pho Chu tich).
(8) Chit viét tit tén don vi soan thao van ban va s lugng ban luu (néu can).

(9) Ky hiéu ngudi danh may, nhan ban va s6 luong ban phat hanh (néu can).
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Mau 1.2 — Quyét dinh (quy dinh truec tiép)

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

TEN CO QUAN, TO CHUC 2) DPoc lap — Tw do — Hanh phuc
S6: (3) /QP-....(4)... e (5)...., ngay ..... thang ..... nam 20...
QUYET PINH

V@ VIEC cvvveernee (6) covevnnrrnnnennnn.

THAM QUYEN BAN HANH (7)

Can Cl e (8) et ;
Can Cl..eeiiieiieeeieeee e (D) e ;
X6t d8 nghi CUA ..o s ,
QUYET PINH
Pieul. ..., (10) e
DHCU trt oot
............................................................................................................................. /.

QUYEN HAN, CHUC VU CUA NGUOI KY a1
Noi nhan:
- Nhu Diéu o

“Luw: VT, ... (12) Axx (13).

(Chit ky, ddu)

Ho va tén
Ghi chu:
(1) Tén co quan, t& chirc chi quan truc tiép (nu co).
(2) Tén co quan, t6 chirc hodic chtrc danh nha nuée ban hanh quyét dinh.
(3) Béi voi quyét dinh ca biét, khong ghi nam ban hanh giita s6 va ky hiéu ciia vin ban.
(4) Chir viét tt tén co quan, t6 chuc hodc chirc danh nha nude ban hanh quyét dinh.
(5) bia danh
(6) Trich yéu noi dung quyét dinh.
(7) Néu thim quyén ban hanh quyét dinh thudc vé nguoi ding dau co quan, t6 chirc thi ghi chirc vu ciia ngudi dimg dau
(vi du: B9 truong BO...., Cuc truong Cuc...., Gidm dbc..., Vién trwdng Vién ...., Chu tich...); néu thaim quyén ban
hanh quyét dinh thudc vé tap thé 1anh dao hodc co quan, to chic thi ghi tén tap thé hodc tén co quan, td chirc d6 (vi du:
Ban thuong vu...., Hoi déng. ey Uy ban nhan dan....).
(8) Néu cac can cir truc tiép dé ban hanh quyét dinh (vin ban thanh lap, quy dinh chirc ning, nhiém vu, quyén han cua
co quan, t6 chirc).
(9) Cac van ban phap 1y lién quan truc tiép dén van dé giai quyét trong ndi dung quyét dinh.
(10) N6i dung quyét dinh.
(11) Quyén han, chtre vy ciia ngudi ky nhu B trudng, Cyc truong, Gidm dbc, Vién truong v.v...; truong hop ky thay
mit tap thé lanh dao thi ghi chir viét tit “TM.” vao trudc tén co quan, t6 chirc hodc tén tap thé lanh dao (vi du: TM. Uy
ban nhén dan, TM. Ban Thuong vu, TM. Hoi ddng...); truong hop cap pho duoc giao ky thay nguoi dimg dau co quan
thi ghi chit viét tit “KT.” vao trudc chirc vu ciia ngudi dung dau, bén dudi ghi chirc vu cua nguoi ky van ban; cac
truong hop khéc thuc hién theo huéng dan tai Khoan 1, Piéu 12 ctia Thong tu nay.
(12) Chir viét tat tén don vi soan thao va s6 lugng ban luu (néu can).
(13) Ky hiéu ngudi danh may, nhan ban va sé luong ban phat hanh (néu can).
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MAu 1.3 — Quyét dinh (quy dinh gian tiép)

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

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phic
S6:  /QD-....(3)... i (4)...., ngay ..... thang ..... nam 20...
QUYET PINH

Ban hanh (Phé duyét) ......ccoevvviiiiieiec (5) vevinniininnicinnncnnn

THAM QUYEN BAN HANH (6)

Can C..ccccvveeeeeeeeee e, (7)) e ;

1 s o | OO SRRRRRRRRRRRRRRRRRRN ;

X6t A8 NEZNT CTA oo e ,
QUYET PINH:

Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ........ ) I

QUYEN HAN, CHUC VU CUA NGUOI KY (8)
Noi nhin:
- Nhu Diéu o

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

(Chit ky, ddu)

Ho va tén

Ghi chu:
(*) Mau nay ap dung dbi voi cac quyét dinh (c4 biét) ban hanh hay phé duyét mot vin ban khac nhu quy ché, quy dinh,
chuong trinh, ké hoach, dé an, phuong 4 an..
(1) Tén co quan, to chuc chu quan tryc tlep (néu co).
(2) Tén co quan, té chirc hodc chirc danh nha nudce ban hanh quyét dinh.
(3) Chir viét tit tén co quan, t6 chtrc hodc chirc danh nha nude ban hanh quyét dinh.
(4) bia danh
(5) Trich yéu noi dung quyét dinh.
(6) Néu thim quyén ban hanh quyét dinh thudc vé nguoi dimg dau co quan, t6 chirc thi ghi chirc vu ciia ngudi dimg dau
(vi du: Bo truong BO...., Cuc trudéng Cuc...., Giam déc...., Vién trudéng Vién ...., Chu tich...); néu thim quyén ban
hanh quyét dinh thudc vé tap thé 1anh dao hodc co quan, t& chic thi ghi tén tip thé hodc tén co quan, td chirc d6 (vi du:
Ban thuong vu...., Hoi dong...., Uy ban nhan dan....).
(7) Néu céc can ct tryc tiép dé ban hanh quyét dinh (nhu ghi cha & mu 1.2).
®) Quyén han, chirc vu ctia nguoi ky nhu B6 truong, Cuc truong, Giam dbc, Vién truong v.v...; trudng hop ky thay
mit tap thé 1anh dao thi ghi chir viét tit “TM.” vao trude tén co quan, t6 chirc hodc tén tap thé lanh dao (vi du: TM. Uy
ban nhan dan, TM. Ban Thudng vu, TM. Hoi dong...); trudng hop cép pho duoc giao ky thay nguoi ding dau co quan
thi ghi chir viét tat “KT.” vao trudc chirc vu cua nguoi ding dau, bén dudi ghi chirc vu cua nguoi ky van ban; cac
truong hop khéc thyc hién theo huéng dan tai Khoan 1, Diéu 12 cta Thong tu nay.
(9) Chir viét tit tén don vi soan thao va sb lwong ban luu (néu can).
(10) Ky hi¢u nguoi danh may, nhan ban va s lugng ban phat hanh (néu can).
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MAu vin ban (ban hanh kém theo quyét dinh) ©

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

TEN CO QUAN, TO CHUC Poc 1ap — Tu do — Hanh phiic
TEN LOAI VAN BAN
....................... (1) ceeeenniiinniiinnnen
(Ban hanh kem theo Quyét dinh so ...... /OD-...
ngay ..... thang ..... nam 20... ... cua ....... )
Chuong I
. QUY DINH CHUNG
5 ) 1011 USRS UUPURURP
DIBU 2. oo et
Chuwong
DHCU cve oo e
Chuong
DHEU cav oot ettt
DHCU v s e e e e e aaae e
.................................................................... /.

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

(*) Mau nay ap dung ddi voi cac vin ban duoc ban hanh kém theo quyét dinh (ca biét), bd cuc c6 thé bao
gom chuong, myc, di€u, khoan, diém.

(1) Trich yéu ndi dung ctia vin ban.
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MAu 1.4 — Viin bén ¢é tén loai khac )
TEN CQ, TC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tuw do — Hanh phuc
S6:  /iin () -..().... i (5)...., ngay ..... thang ..... nam 20...
TEN LOAI VAN BAN (6)

QUYEN HAN, CHUC VU CUA NGUOI KY (9)

T 5 . (Chﬁ’k_);, dd'u)

“Luu: VT, ... (10) Axx (11).

Ho va tén
Ghi chu:
* Mau nay ap dung chung ddi voi da sb cac hinh thirc van ban hanh chinh ¢ ghi tén loai cu thé nhu: chi thi
(ca biét), to trinh, thong bao, chuong trinh, ké hoach, dé 4n, bao cdo, quy dinh v.v... Riéng ddi voi to trinh
c6 thé thém thanh phan “kinh gii” ¢ vi tri 9a.
(1) Tén co quan, t6 chirc chi quan tryc tiép (néu co).
(2) Tén co quan, tb chirc hodc chirc danh nha nuéc ban hanh vin ban.
(3) Chir viét tat tén loai vin ban.
(4) Chit viét tit tén co quan, td chirc hodc chirc danh nha nudc ban hanh vin ban.
(5) bia danh
(6) Tén loai van ban: chi thi (ca biét), to trinh, thong bao, chuong trinh, ké hoach, dé an, phuong an, bao cao
V.V...
(7) Trich yéu ndi dung vin ban.
® Noi dung van ban.
(9) Ghi quyén han, chirc vy cta ngudi ky nhu B truong, Cuc truong, Giam dbc, Vién truéng v.v...; trudng
hop ky thay mat tap thé lanh dao thi ghi chit viét tit “TM.” vao trudc tén co quan, t6 chirc hodc ten tap the
lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thudng vu, TM. Hoi dong...); néu ngudi ky vin ban 1a cap
pho ctia ngudi dimg dau co quan thi ghi chit viét tit “KT.” vao trude chirc vu ciia nguoi ding dau, bén dudi
ghi chitc vu ctia nguoi ky van ban; cac truong hop khac thuc hién theo hudng dan tai Khoan 1, Piéu 12 cua
Thong tu nay.
(10) Chir viét tit tén don vi soan thao va sé lugng ban luu (néu can).
(11) Ky hiéu nguoi danh méay, nhan ban va s6 lugng ban phat hanh (néu can).
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Miu 1.5 — Cong viin
TEN CQ, TC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phic
S6: /i) -....(D).... i (5)...., ngay ..... thang ..... nam 20...
Viv....... ©).........
Kinh guri

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

- Nhu trén; . (Chir ky, dd,u)

- Luu: VT, .. (9) Axx (10). Ho va tén

S6 52 duong Hing Vuong, thanh phd Quang Ngii, tinh Quang Ngii

DT: (055) XXXXXXX, Fax: (055) XXXXXXX

E-Mail:................... Website:............ceeuvenn (11)

Ghi chu:

(1) Tén co quan, to chtre chi quan truc tiép (néu co).

(2) Tén co quan, t6 chuc hodc chic 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 tat tén don vi (Vuy, phong, ban, 6, bd phan chirc ning) soan thio cong van.

(5) bia danh

(6) Trich yéu ndi dung cong van.

(7) No1 dung cong van.

(8) Ghi quyén han, chirc vu cua ngudi ky nhu B truong, Cuc truong, Giam doc Vién truéng v.v...; truong

hop ky thay mat tap thé 1anh dao thi ghi chit viét tit “TM” trudc tén co quan, t6 chuc hodc tén tap the lanh

dao, vi du: TM. Uy ban nhan dan, TM. Ban Thuong vu, TM. Hoi ddng...; néu ngudi ky cong van 1a cip pho

clia nguoi dimg déu co quan, t6 chire thi ghi chit viét tat “KT” vao trudc chtic vu clia nguoi dimg dau, bén

duéi ghi chire vu cta ngudi ky cong van; cac truong hop khac thyuc hién theo hudng din tai Khoan 1, Diéu

12 ctia Thong tu nay

(9) Chir viét tat tén don vi soan thao va sd lugng ban Iuu (néu can).

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

(11) Bia chi co quan, t6 chirc; s6 dién thoai, s6 Telex, sé Fax; dia chi E-Mail; Website (néu can).

* Néu noi nhan (kinh gui) 1a nhimg chire danh, chirc vu cao cAp cua Nha nuéc, thi phan noi nhan khéng ghi
“nhu trén” ma ghi tryc tiép nhimg chirc danh, chirc vy 4y vio.
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MAu 1.6 — Quyét dinh (ca biét) cia Thuwong truwc Hoi dong nhan dén

HOQI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

e (1) Déc 13p — Tw do — Hanh phuc
Sb: ....(2) ..../.QD-HDND e (3)...., ngay ..... thang ..... nam 20...
QUYET PINH
Veiuiuieierieneeennenn (4) cevnenenienenennnnn

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

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

....................................................... (5) et
QUYET PINH:
Picul. ... (0 PSSR
DU e ettt et r e et et et et rr e rer et et e s s,
............................................................................................................................. /.
o TM. THUONG TRUC HDND (7)
Noi nhn: CHU TICH (8)

(Chit ky va ddu HPND)

Ho va tén

Ghi chu:
(1) Tén tinh; huyén, thanh phd thudc tinh; x4, thi tran.
(2) S6 tht tw dang ky quyét dinh cuia Hoi dong nhén dan.
(3) bia danh
(4) Trich yéu noi dung quyét dinh.
(5) Céc can cir khac ap dung dé ban hanh quyét dinh.
(6) Noi dung quyét dinh.
(7) Tham quyén ky vin ban.
(8) Néu Ph6 Chu tich ky thi ghi:

KT. CHU TICH

PHO CHU TICH
Néu Uy vién Thuong tryc ky thi ghi:

KT. CHU TICH

UY VIEN THUONG TRUC

(9) Chir viét tat tén don vi soan thao va sd lugng ban Iuu (néu can).
(10) Ky hiéu nguoi danh may, nhan ban va sé lugng ban phat hanh (néu can).
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Mau 1.7 — Van ban c6 tén loai cia cac Ban Hoi dong nhan dan

HOQI PONG NHAN DAN
(D).

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap — Tu do — Hanh phuc

Sb: ... (2) .../ ... (3)... -HDND . (4)...., ngay ..... thang ..... nam 20...
TEN LOAI VAN BAN
....................... (5) vevennrennrenneenneenns

....................................................... (6) e,

................................................................. /.
TM. BAN KINH TE NGAN SACH

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

Ghi chu:

Ho va tén

(1) Tén tinh; huyén, thanh phé thudc til’ll"l; x4, thi tran.
(2) SO tht tu dang ky van ban cua Hi dong nhan déan.

(3) Chit viét tit tén loai vin ban.
(4) bia danh

(5) Trich yéu ndi dung vin ban.

(6) Noi dung van ban.

(7) Néu Pho Trudng ban ky thi ghi:

KT, TRUONG BAN
PHO TRUONG BAN

(8) Chit viét tit tén Ban soan thao va sb lugng ban luu (néu can). o
(9) Ky hi¢u nguoi danh may, nhan ban va so lugng ban phat hanh (néu can).

(Mau nay dung chung cho tat ca cac loai vin ban c6 tén loai do cac Ban cuia Hoi dong nhan dan ban hanh).
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Mau 1.8 — Van ban cé tén loai ciia Poan Dai biéu Quoc hoi

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

(D). DPoc lap — Tw do — Hanh phic
S6: ... /...(2)....-bPBQH cere (3)...., ngay ..... thang ..... nam 20...
TEN LOAI VAN BAN

Noi nhin: TM. POAN DAI BIEU QUOC HOI (6)
e ; TRUO’NG POAN (7)

“Luw: VT, ... (8)..... Axx (9). )
(Chit ky, déu DPBOH)

Ho va tén

Ghi chu:
(1) Tén tinh; huyén, thanh phd thudc tinh; xa, thi tran.
(2) Chir viét tat tén loai vin ban.
(3) bia danh
(4) Trich yéu ndi dung vin ban.
(5) Noi dung van ban.
(6) Tham quyén ky van ban. Néu Truong Poan ky voi thim quyén riéng thi khong c6 dong quyén
han.
(7) Néu Pho Trudng doan ky thi ghi:
KT. TRUONG DOAN
PHO TRUONG DOAN
(8) Chir viét tat tén don vi soan thao va s6 luong ban luu (néu can).
(9) Ky hi¢u nguoi danh may, s6 luong ban phat hanh (néu can).
(Mau nay dung chung cho tat ca cac loai van ban c6 tén loai ctia Doan Dai biéu Qudc hoi).
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Maiu 1.9 — Cong dién

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

TEN CO QUAN, TO CHUC (2) Péc 1ap — Tw do — Hanh phiic
S6:  /CP-...(3).... wii(4)...., ngay ..... thang ..... nam 20...
CONG PIEN
.............. () FOT T
.............. (6) dién
e, ; (7)

QUYEN HAN, CHUC VU CUA NGUOI KY

] . (Chit ky, ddu)

Ho va tén

Ghi chu:

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

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

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

(5) Trich yéu noi dung dién.

(6) Tén co quan, tb chirc hodc chuc danh cta ngudi ding dau.

(7) Tén co quan, t6 chirc nhan dién

(8) Noi dung dién.

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

(10) Ky hiéu nguoi danh may, nhan ban va sé lugng ban phat hanh (néu can).
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MAiu 1.10 — Gidy moi
TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phic
S6:  /GM- ... (3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY MOI
.............. () FOT T
..................................... (2) .ceeeveeeereeennnnn tran trong kinh moi:
ONg (DA) wooveeeieeeiieeieeeeeee e, (6) tereee e
TEH AU oo, (7) oo,
TROT GIANI ..ot e
DA GIEIMN .o e
................................................................. /.
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhan:
I (Chit ky, dau)

Ho va tén

Ghi chu:

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

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

(3) Chit viét tit tén co quan, tb chirc ban hanh gidy moi.

(4) bia danh

(5) Trich yéu ndi dung cudc hop.

(6) Tén co quan, td chitc hodc ho va tén, chirc vu, don vi cong tac ctia nguoi dugc moi.
(7) Tén (ndi dung) cua cudc hop, hoi thao, hdi nghi v.v...

(8) Chir viét tat tén don vi soan thao va sd lugng ban Iuu (néu can).

(9) Ky hiéu ngudi danh may, nhan ban va s6 luong ban phat hanh (néu can).
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MAu 1.11 — Gidy giéi thiéu

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

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phic
S6:  /GGT- ... (3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY GIOI THIEU

..................................... (2) .eeeeeeeveeennnn tran trong gidi thiu:

ONng (bA) wooveeiieeiieeeeeeeee e, (5) toee e
CIUIC VUit eee eeeeeee e e e e e e e e e e e et e e e e e ee e e ee e e e eseeeeeseeseeeseaeaeeeeseeseeeeees
Puoc ¢t dén: oo, (6) treee et
N VEBC: oot ettt ettt e et es e eerennaees

......

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

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

vu.
Gidy nay co gia tri dén hét ngay ... /.
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhdn:
e (Chi ks, di
Ho va tén
Ghi chu:

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

(2) Tén co quan, t6 chirc ban hanh vin ban (cip gidy gi6i thidu).

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

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

(6) Tén co quan, tb chirc duge gidi thidu t6i lam viéc.
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Miu 1.12 — Bién bén

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Doc 1ap — Tu do — Hanh phuc

Sé:  /BB-...(3)....

BIEN BAN
............ () IO
Thoi gian bat dAu.......ccooooerrrvveeeeecesseeeeeeeeeccsseeeee
bPia diém.‘. ............................................................................
Thanh phan tham du.........cccceeeiiiiiiiiee e
Chu trl (CHT t0) . it ettt et e et e e
Thu ky (nguoi ghi bi€n DAN):.......c. coveeiieciieciieceee e e

Cudc hop (hoi nghi, hoi thao) két thic vao ..... gior ....., ngdy .... thang nam
A
THU KY CHU TOA
(Chir ky) (Chir ky, dau (néu cd))
(5)
Ho va tén Ho va tén
Noi nhdn:

...........

-Luu: VT, hd so.

Ghi chu:

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

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

(5) Ghi chirc vu chinh quyén (néu can).
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Maiu 1.13 — Gidy bién nhin

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

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phiic
S6:  /GBN-...(3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY BIEN NHAN
Ho so....
Ho vatén:........ccoo....... (5]t
Chl'l’C,Vl,l, don \{i COME TAC 1o iutiieiiiies eeeieeerieeerreesteesreesteeeteeeteeesaaeessseesnsaesnneeas
ba ti€p nhan ho so cua:
ONng (DA): coveeeieeeieeeeeeee e (0) worrieiiiii s
....................................................... bao gom
L et e e e et —eeteeeaeeetbeea—e e e bee e bee e baeetae e aeeenaeesaeensreennres
2 e (7)) et
B ettt et et e e e ——eas teeteeestteeateeateeaaeeabte e baeabeeeteeetaeesaeennseennees
................................................................. /.
NGUOI TIEP NHAN
Noi nhdn:
- (8)... ;A , A A ,
_ Luu(; 1){(‘3 S0, (Ky tén, dong dau (néu cd))
Ho va tén
Ghi chu:

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

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

(3) Chit viét tit tén co quan, td chirc cAp gidy bién nhan ho so.

(4) bia danh

(5) Ho va tén, chirc vu va don vi cong tac ctia ngudi tiép nhan ho so.
(6) Ho va tén, noi cong tac hodc gidy to tity than ctia ngudi ndp ho so.
(7) Liét ké ddy du, cu thé cc vin ban, gidy to, tai lidu ¢ trong hd so.

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



50 CONG BAO/S6 22/Ngay 01-11-2011

M4iu 1.14 — Gidy ching nhin

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

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phiic
S6:  /GCN-... (3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY CHUNG NHAN
..................................................... (2) cooeeeeeeeeeeeeeeee et eeieennnnn. Chng nhén:

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhdn:
S (Chit ky, déu)
-Luu: VT, .... (6) Axx (7).

Ho va tén
Ghi chu:

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

(2) Tén co quan, t6 chirc cip gidy chimng nhan.

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

(4) bia danh

(5) No6i dung chiing nhan: xac dinh cu thé nguoi, sy viéc, van dé dugc ching nhén.
(6) Chir viét tat tén don vi soan thao va sd lugng ban Iuu (néu can).

(7) Ky hiéu ngudi danh may, nhan ban va s6 luong ban phat hanh (néu can).
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Maiu 1.15 — Gidy di duwong

TEN CQ, TC CHU QUAN (1)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

TEN CO QUAN, TO CHUC (2)

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

., ngay ... thang ..... nam 20...

Gidy nay co gid tri hét ngay: .......oooovvveeveenen,

(Chit ky, ddu)

Ho va tén

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi di va dén

Ngay
thang

Phwong
tién

Do dai
chang
duong
(Km)

Thoi
gian ¢
noi dén

Xac nhan
cua co quan
(t6 chirc) noi

di, dén
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- Vénguoi: ... vé X ...... d= . d

-Vécude: ... véX ....... d= ..ol d

- Phu phi liy vé bang dién thoai: ..... vé x ...... d=
- Phong nghi: ........ ... VEX ...... d=...cooiiil.
1. Phu cAp G QUONE: ...,
2. Phu CAP TUU 10 e
TONE CONE: e

NGUOI PI CONGTAC ~ KE TOAN TRUONG
(Chit ky) (Chik ky, ddu)

Ho va tén Ho va tén

Ghi chu:

(1) Tén co quan, td chirc chu quan truc tiép (néu cb).
(2) Tén co quan, t6 chirc cép gidy di duong.

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

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

................ d
d
................................ d
................................ d
................................ d

THU TRUONG PON VI

(Chiz ky)

Ho va tén
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MAiu 1.16 — Gidy nghi phép

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

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phic

S6:  /GNP-...(3).... i (4)...., ngay ..... thang ..... nam 20...

GIAY NGHI PHEP

Xét Pon Xin nghi phép NZAY.....coovviiiiiiiieeie e cua Ong
(7 S ,

..................................... (2).eeeiiiiiiiiiiiiea cap cho

Ong (ba):..cccvveeeeiiannne (5) oot

CRUIC V..ot ettt ettt sttt saee e

Nghi phép nam .......... trong thoi gian: ............. ké tr ngay .......... dén hét
DAY c.vveeeirreeeenreeeeereeeenreeessreeensseeeennneens
1 PSRRI (6) oot

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhin:

- (D ~ 7 74
-Luuw: VT, .... (8).... (Chit ky, dau)

Ho va tén
Xdc nhdn cia co quan (t6
chirc) hodc chinh quyén dia
phuong noi nghi phép

(Chi ky, ddu)
Ho va tén

Ghi chu:

(1) Tén co quan, to chure chi quan tryc tiép (néu co).

(2) Tén co quan, t6 chirc cip gidy nghi phép.

(3) Chir viét tat tén co quan, to chirc cap gidy nghi phép.

(4) bia danh

(5) Ho va tén, chire vu va don vi cong tac clia ngudi duoc cap gidy phép.
(6) Noi nghi phép.

(7) Nguoi dugc cap gidy nghi phép.

(8) Chit viét tit tén don vi soan thao va sb lwong ban luu (néu cin).
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Maiu 1.17 — Phiéu chuyén

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

TEN CO QUAN, TO CHUC (2) Péc 1ap — Tw do — Hanh phiic
S6:  /PC-...(3).... i (4)...., ngay ..... thang ..... nam 20...
PHIEU CHUYEN
..................................................... (2)..........c6 nhan duoc ......... (5).........

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhan:
e (8) ..o o X
(Chit ky, dau)
Ho va tén
Ghi chu:

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

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

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

(5) Néu cu thé: don, thu ctia c4 nhan, tap thé hoac van ban, tai li€u cia co quan, t6 chirc nao, v€ van dé hay
ndi dung gi.

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

(8) Thong thuong, phiéu chuyén khéng can luu nhung phai duoc vao sb dang ky tai van thu co quan, to chirc
dé theo doi, kiém tra.
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MAu 1.18 — Phiéu giri
TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phic
S6:  /PG- ... (3).... vii(4)...., ngay ..... thang ..... nam 20...
PHIEU GUI
..................................... (2) ooeiiiieeiieeennn ... glti kém theo phiéu ndy cac vin

ettt ettt e e e bt e e attes eeestteeateesteeebteateeeataeeaateenateeaateeenteesbeesseeenns
Sau khi nhan duoc, dé nghi .......... ((O) . gui lai phiéu nay cho..............
................................................................ () OSSR RRRTRSY |
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhdn:
- (6)... 1
- ....((7))....; (Chirt ky, dau)

Ho va tén
...(8)...,ngay ... thang ... nam ...
Ngwoi nhan

(Chiz ky)
Ho va tén

Ghi chu: )

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

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

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

(4) bia danh

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

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

(7) Phiéu giri khong can luu nhung phai duge giri vao sé ding ky tai VT co quan, t6 chirc dé theo dai.
® Pia danh noi co quan, to chirc nhan phiéu giri va van ban, tai liéu dong try so.
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Maiu 1.19 — Thu céng

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

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

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

CHUC VU CUA NGUOI GUI THU
(Chit ky)

Ho va tén

Ghi chu:

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

(2) bia danh

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

(5) Noi dung Thu cong.

(6) Logo ciia co quan, td chirc.

Chu y: Thu cong khong dong dau ciia co quan, to chic.



CONG BAO/S6 22/Ngay 01-11-2011 57
MAiu 2.1 — Ban sao vin ban
170 T CONG HOA XA HQI CHU NGHIA VIET NAM
— Doc 1ap — Tw do — Hanh phic
Sb:..../20.../TT-B ....... Ha Néi, ngay ..... thing ..... ndm 20...
THONG TU
........................................................................................ /.
BO TRUONG
Noi nhdn:
S (Chit ky, daw)
- Luu: VT, ... A.300.
Nguyén Viin A
TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
So:....(3).....SY4)-....(5).... i (6)..., ngay ..... thang ..... nam 20......
o QUYEN HAN, CHUC VU CUA
Noi nhgn: NGUOI KY (7)
L VT. (Chit ky, déw)
Nguyén Viin A
Ghi chu:

(1) Hinh thtrc sao: sao y ban chinh, trich sao hodc sao luc.
(2) Tén co quan, t6 chirc thuc hién sao vin ban.

(3) S6 ban sao.

(4) Ky hiéu ban sao.

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

(6) bia danh.

(7) Ghi quyén han, chirc vu cia ngudi ky ban sao.
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PHU LUC VI

VIET HOA TRONG VAN BAN HANH CHINH
(Kém theo Quy dinh vé hinh thirc, thé thirc, ky thudt trinh bay va ban hanh van ban
hanh chinh cia tinh Qudang Ngdi ban hanh kém theo Quyét dinh s6 25/2011/0P-
UBND ngay 19/10/2011 cua UBND tinh Quang Ngai )

I. VIET HOA Vi PHEP PAT CAU

1. Viét hoa chit cai dau am tiét thir nhat ciia mot cau hoan chinh: Sau ddu chdm
cau (.); sau ddu chdm hoi (?); sau dau chdm than (') sau dau cham ltmg (...); sau ddu
hai chdm (:); sau ddu hai cham trong ngodc kép (: “...”) va khi xudng dong.

2. Viét hoa chir cai ddu 4m tiét thir nhit ciia ménh dé sau ddu cham phay (;) va
dau phau (,) khi xuéng dong. Vi du:

Cin cir Luat T6 chie Chinh phii ngay 25 thang 12 nam 2001;

Theo dé nghi cua B truéong Bo Noi1 vu va Bo truong B Khoa hoc va Cong
nghg,

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

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

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

Yi du: Vua Hung, Ba Triéu, Ong Giong, Pinh Tién Hoang, Ly Thai T, Bac H),
Cu Ho....

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

a) Truong hop phién am qua 4m Han — Viét: Viét theo quy tic viét tén ngudi
Viét Nam.

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

b) Truong hop phién am khong qua am Han — Vi€t (phién am truc tiép sat cach
doc ctia nguyén ngit): Viét hoa chi cai dau am tiét thir nhat trong mdi thanh td.

Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-r0...
III. VIET HOA TEN PJIA LY
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1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duoc cdu tao giita danh tir chung (tinh, huyén, xa...)
v0i tén riéng cua don vi hanh chinh do: Viét hoa chir cai dau ctia cic 4m tiét tao thanh
tén riéng va khong dung gach ndi.

Vi dy: thanh phd Thai Nguyén, tinh Nam Binh, tinh Dak Lak...; quin Hai Chau,
huyén~ Gia Lam, huyén Ea H’leo, thi xa Song Cong, thi tran Cau Giat...; phuong
Nguyén Trai, xa la Yeng...

b) Truong hop tén don vi hanh chinh dugc cdu tao giita danh tir chung két hop
v6i chir s6, tén nguoi, tén su kién lich stz Viét hoa ca danh tir chung chi don vi hanh
chinh do.

Vi du: Quan 1, Thanh phé H6 Chi Minh, Phudng Pién Bién Phu. ..
¢) Trudng hop viét hoa dic biét: Thu d6 Ha Noi.

d) Tén dia ly duoc ciu tao gitta danh tir chung chi dia hinh (s6ng, nui, hd, bién,
ctra, bén, cau, viing, lach, vam v. v...) voi danh tr riéng (c6 mot 4m tiét) tré thanh tén
riéng cua dia danh do: Viét hoa tat ca cac chit cai tao nén dija danh.

Vi du: Ctra Lo, Viing Tau, Lach Truong, Vam Co, Cau Giéy. ...

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

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

d) Tén dia ly chi mot vung, mién, khu vuc nhat dinh dugc cdu tao bang tu chi
phuong huong két hop véi tir chi phuong thirc khac: Viét hoa chir cai dau cua tat ca
cac 4m tiét tao thanh tén g0l Dbi v6i tén dia 1y chi ving mién riéng dugc ciu tao
bang tir chi phuong hudng két hop voi danh tir chi dia hinh thi phai viét hoa cac chir
cai dau moi am tiét.

Vi du: Tay Béc, Dong Béc, Bic B9, Nam Ky, Nam Trung B9...
2. Tén dia 1y nudc ngoai dugc phién chuyén sang tiéng Viét

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

Vi du: Biéc Kinh, Binh Nhudng, Phép, Anh, My, Thuy Si, Tay Ban Nha...

b) Tén dia ly phién &m khong qua am Han Viét (phién am tryuc tiép sat cach doc
ctia nguyén ngit): Viét hoa theo quy tic viét hoa tén ngudi nudc ngoai quy dinh tai
Piém b, Khoan 2, Muyc II.
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Vi du: Mat-xco-va, Men-bon, Sing-ga-po, Co-pen-ha-ghen, Béc-lin...
IV. VIET HOA TEN CO QUAN, TO CHUC
1. Tén co quan, td churc cua Viét Nam

Viét hoa chit cai dau cua cac tir, cum tur chi loai hinh co quan, t6 chuc; chirc
nang, linh vuc hoat dong cua co quan, to chuec.

Vi du:

- Ban Chi dao trung uong vé Phong chéng tham nhiing; Ban Quan 1y du an Pé
dicu...

- Uy ban Thuong vu Quéc hoi; Uy ban D01 ngoai cua Quéc hoi; Uy ban Trung
vong Mat tran To qudc Viét Nam; Uy ban vé Cac van dé xa hoi ciia Qudc hoi; Uy
ban Nha nuéc vé Nguoi Viét Nam & nudc ngoai;

- Vin phong Chu tich nudc; Van phong Qudc hoi; Vian phong Uy ban nhan dan
tinh Nam Dinh...

- Bo T:éli nguyén va Moi truong; Bo Khoa hoc va Cong r}ghé; Bd Nong nghiép
va Phat trién néng thon; Bo Cong thuong; B Van hoa, Thé thao va Du lich; Bo
Thong tin va Truyén thong. ..

- Tong cuc Thué; Iéng cuc Hai quan; Cuc Kiém tra van ban quy pham phap
luat; Cuc Khao thi va Kiém dinh chat lugng gido duc...

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

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

- Hoi dong nhan dan tinh Quang Ngai; Uy ban nhan dan huyén Mo Puc; Uy ban
nhan dan Phuong Nguyén Nghi€ém; Uy ban nhan dan xa Nghia Phuong;

- Hoc vién Chinh tri - Hanh chinh quéc gia Ho Chi Minh; Truong Pai hoc Khoa
hoc xa hoi va Nhan van Ha Noi; Truong Cao drfmg N6i vu Ha Noi; Truong Pai hoc
dan lap Vian Lang; Truong Trung hoc phd thong Chu Vin An; Trudng Trung hoc co
s Lé Quy Pon; Truong Tiéu hoc Thanh Cong;. ..

—,Vién Khoa hoc xa hoi Viét Nam; Vién Khoa hoc va Cong nghé Viét Nam;
Vién Ung dung cong nghé;...
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- Trung tdm Nghién ctru Gido duc dan tdc; Trung tdm Khoa hoc va Cong nghé
van thu, luu trir; Trung tdm Trién 1am van hoa ngh¢ thuat Viét Nam; Trung tam Tu
van Giam sat chat lugng cong trinh;...

- Bao :Thanh nién; Bao Dién dan doanh nghiép; Tap chi Tb chirc nha nudc; Tap
chi Phat trién giao duc; Tap chi Dan chu va Phép luat;. ..

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

- Nha may Poéng tau Song Cam; Nha may San xuat phu ting va Lap rap xe may;
Xi nghiép Ché bién thuy san dong lanh; Xi nghiép Pam bao an toan giao thong
duong song Ha No6i; Xi nghiép Tric dia Ban dd 305:...

- Cong ty Cb phan Pau tu Tu van va Thiét ké xdy dung; Cong ty Nhya Tién
Phong; Cong ty Trach nhiém hitu han Du lich va Van tai BPong Nam A; Cong ty Bo
dac Dia chinh va Cong trinh;...

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

- Vu Hop tég quéc té; Phong Nghién cuu k,hoa hoc; Phbng Chinh sach xa hoi;
Hoi dong Thi tuyén vién chirc; Hoi dong Sang kién va Cai tién ky thuat;. ..

- Truong hop viét hoa dic biét:

Ban Chip hanh Trung wong DPang Cong san Viét Nam; Vin phong Trung uong
Dang.

2. Tén co quan, to6 chlrc nudc ngoai

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

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

b) Tén co quan, t6 chirc nudc ngoai duoc st dung trong van ban ¢ dang viét tat:
Viét bang chit in hoa nhu nguyén ngit hoic chuyén tu La — tinh néu nguyén ngir
khong thudc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG....
V. VIET HOA CAC TRUONG HQP KHAC

1. Tén cac huan chuong, huy chuong, cac danh hi¢u vinh du
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Viét hoa chir cai dau cia cac am ti€t cia cic thanh t6 tao thanh tén riéng va cac
tur chi thu, hang.

Vi du: Huan chuong Ddc 1ap hang Nhét; Huin chuong Sao vang; Huén chuong
Lé-nin; Huin chuong H6 Chi Minh; Huan chuong Chién cong; Huan chuong Khang
chién hang Nhi; Huy chuong Chién si vé vang; Bang T6 quoc ghi cong; Giai thuong
Nha nudc; Nghé si Nhan dan; Nha gido Uu tu; Thay thudc Nhéan dan; Anh hung Lao
dong; Anh hung Lyc lugng vii trang nhan dan;.

2. Tén chirc vu, hoc vi, danh hiéu
Viét hoa tén chirc vy, hoc vi néu di lién véi tén nguoi cu thé.
Vi du:

- Chu tich Ho6 Chi Minh, Téng théng V.V. Pu-tin, Pai tuéng V5 Nguyén
Giap,...

- Pho Thl:l tudng, Tépg Cuc truong, Ph() Téng Cuc truéong, Pho Cuc trudng,
Tong Giam doc, Gidm doc, Ph6é Gidm dég, Chanh Van phong, Pho Chéanh Van
phong, Truong phong, Pho Trudng phong, Tong thu ky ...

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

Viét hoa chit cai ddu cta tir, cum tir chi tén goi d6 trong trudng hop ding trong
mot nhan xung, ding doc 1ap va thé hi¢n su tran trong.

Vi du: Béc, Nguoi (chi Chu tich HO Chi Minh), Pang (chi Bang Cong san Viét
Nam),...

4. Tén cac ngay 1€, ngay ky niém
Viét hoa chit cai dau ctia Am tiét tao thanh tén goi ngay 1&, ngay ky niém.

Vi dy: ngay Qudc khanh 2-9; ngay Qu(‘)c, té Lao dong 1-5; ngay Phu nir Viét
Nam 20-10; ngay Luu trir Viét Nam lan thir Nhat,...

5. Tén cac su kién lich sir va cac triéu dai
Tén cac su kién lich sir: Viét hoa chir cai dau cua cac am tiét tao thanh su kién
va tén sy kién, trong trudong hop co cac con s6 chi moc thoi gian thi ghi bang chir va

viét hoa chir do.

Vi du: Phong trao Can vuong; Phong trao X6 viét Nghé Tinh; Cach mang thang
Tam; Phong trao Phu nir Ba dam dang;...
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Tén cdc triéu dai: Tri€u Ly, Triéu Tran,...
6. Tén cac loai van ban

Viét hoa chir cai dau cua tén loai van ban va chir cai dau ctia am tiét thir nhat tao
thanh tén riéng ctia van ban trong truong hop noéi dén mot van ban cu the.

Vi du: Nghi quyét Pai hoi dai biéu toan quéc lan tht X cua bang; Bo luat Dan
su; Luat Giao dich dién tu;...

Trudng hop vién dan cac di€u, khoan, di€ém cua mdt van ban cu thé thi viét hoa
chir cai dau cua di€u, khoan, diém

Vi du:

- Can ctt Diéu 10 B6 luat Lao dong...

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

7. Tén céc tac pham, sach bao, tap chi

Viét hoa chit cai diu ctia Am tiét thir nhét tao thanh tén tac phém, sach bao

Vi du: tic pham Pudng kich ménh; tir dién Bach khoa toan thu; tap chi Cong
san;...

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

a) Tén cac nam am lich: Viét hoa chir cai dau cuia tat ca cac am ti€t tao thanh tén
gol.

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

b) Tén cac ngay tiét va ngay tét: Viét hoa chir cai dau ciia am tiét thir nhét tao
thanh tén goi.

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

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

¢) Tén cac ngdy trong tudn va thang trong nim: Viét hoa chit cai dau ctia m tiét
chi ngay va thang trong truong hop khong dung chir so:

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

9. Tén goi cac ton gido, gido phdai, ngay l€ ton gido
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- Tén goi céc ton gido, gido phai: Viét hoa chit cai dau ciia cac m tiét tao thanh
tén goi.

Vi du: dao Co Pédc; dao Tin Lanh; dao Thién Chua; dao Hoa Hao; dao Cao
bai... hodc chir cai dau cua am ti€t tao thanh tén goi nhu: Nho gido; Thién Chua
gido; HO1 gido;. ..

- Tén goi ngay 1& ton gido: Viét hoa chir cai dau cua am tiét thir nhat tao thanh

tén goi.

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



