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- Can ct Nghi dinh s6 45/2003/ND-CP ngay 09 thang 5 nam 2003 cla Chinh

phti quy dinh chifc nang, nhi¢m vu, quyén han va co ciu (6 chife clia BO Noi vu;

Can cti Nghi dinh s0 18/2003/ND-CP ngay 20 thdng 02 nam 2003 cta
Chinh phli quy dinh chic ning, nhiém vu, quyén han va co cau 16 chiic cla Van
phong Chinh phu; '

Can cif Dicu 5 va Piéu 35 ctia Nghi dinh s6 110/2004/ND-CP ngay 08 thing
4 nam 2004 clia Chinh phi vé cong tic van thu, Piéu 3 cha Nghi dinh s6
135/2003/ND-CP ngay 14 thing 11 nam 2003 cta Chinh pht vé ki¢m tra va x{r 1y
viin ban quy pham phdap luét,

Bo Noi vu va Vin phong Chinh phti huéng dn vé the thic va k¥ thudt trinh
bay van han nhu sau:

I. HUGNG DAN CHUNG
1. Pham vi va doi tuong ap dung

~ Thong tu nay hudéng dan y& (hé thiie va k§ thuat trinh by van ban quy pham
pliap luat, vin ban hanh chinh va bdn sao van ban; duge dp dung doi voi cdc co
quan nha nudc, 18 chiic xa hoi, (6 chic xa hoi - ngh¢ nghiép, t6 chiic kinh & va
don vi vii trang nhan dan (sau day goi chung 1a co quan, t6 chic). '
2. Thé thirc van ban

Thé thite van ban 1a tap hop cdc thanh phdn cfu thanh vin bdn, bao pOm

‘nhitng thanh phin chung dp dung doi vdi cdc loai vin bdn va cdc thanh phin bo

sung, trong nhitng truomg hop cu (hé hoiie d6i vGi mot s¢ loai vin ban nhat dinh
theo quy dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08 thing 4 nam 2004 cta
Chinh pht vé cong tdc vin thu va hudng dan tai Thong (u nay.

3. K§ thuat trinh bay van ban

Ky thuat tinh bay van bin quy dinh tai Thong tu nay bao gom kho gidy,
kidu trinh biy, dinh I& trang van ban, vi tf tiinh bay cdc thanh phin thé thic,
phong chif, ¢@ chif, kicu chit va cdc chi ti¢t tinh bay khdc, duge dp dung doi voi
vin ban duge soan thao trén mdy vi tinh st dung chuong trinh soan th4o van ban
(nhu Microsoft Word for Windows) va in ra gidy; ¢6 thé dp dung doi voi van ban
duge soan thdo bang cdc phuong phap hay phuong ti¢n ky thudt khde hodc doi




v6i van ban duge 1am trén gidy méu in sin; khong 4p dung doi véi van bin duge
in thinh sdch, in trén bdo, tap chi vi cdc loai 4n pham khéc.

4. Phong chir trinh bay vin ban

Phong chit sit dung dé trinh by van ban phai Ia cdc phong chif tiéng Vit
v6i kidu chit chan phuong, bio ddm tinh trang trong, nghiém tic ctia van bdn.
D6i v6i nhiing van ban ding trong trao déi thong tin dién t gifta cdc co quan, 0
chitc ctia Nha nudc, phai st dung cdc phong chit ctia bo ma ky tr chit Viét
(phong chit tiéng Viét Unicode) theo Ticu chuin Viét Nam TCVN 6909:2001.

IL THE THUC VAN BAN
1. Quéc hiéu

Qudc hicu ghi trén viin bin bao gobm 2 dong chir: “Cong hoa xa hoi chu
nghia Viét Nam” va “Doc 1ap - Tu do - Hanh phuic”.

2. Tén co quan, t6 chic ban hanh van ban

Tén co quan, t8 chiic ban hanh van bén bao gom tén cta co quan, 6 chic
ban hanh van ban va tén clia co quan, (8 chitc cht quan cp tén trye tiép (néu co)
can cif quy dinh clia phdp luat hoiic ¢an ¢ van ban thanh lap, quy dinh (6 chic
bo may ctia co quan, (8 chie ¢d tham quyén, il trutng hop doi vai cac Bo, co.
quan ngang BO, co quan thuoc Chinh phi; Véan phong Quoc hoi, Hol dong dan
(Oc va cde Uy ban clia Qude hoi.

Tén ciia co quan, (8 chiic ban hanh van ban phéi duge ghi ddy du theo én 2oi
chinh thite ¢in ¢ van ban thanh 1ap, quy dinh 6 chic bd mdy, phe chudn, cip gidy
phép hoat dong hodc cong nhan tu céch phdp nhén clia ¢ quan, t8 chiic ¢6 tham
quyén; (¢n clia co quan, 16 chiic chii qudn cdp trén tryc ticp c6 thé viél it nhing
cum tir thong dung nhu Uy ban nhan dan (UBND), Hoi dong nhan dan (HDND).

Vi du:

- Tén co quan, 8 chic ban hanh van ban:

BO GIAO THONG VAN TAI BO NOI VU
TONG CONG TY UY BAN NHAN DAN
DIEN LUC VIET NAM TINH THAI NGUYEN

- Tén co quan, 16 chie ban hanh van ban (trudng hop c6 co quan, 1o chic
chli quan cép trén truc iép): '

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 TOC HOC CONG TY DIEN LUC 1




3. S6, k¥ hiéu cia van ban
a) SO, k¢ hiéu cta van ban quy pham phép luat

86, ky hi¢u clia van ban quy pham phdp ludt do Quéc hoi, Uy ban thutng vu
Quéc hoi va cde co quan nhit nude c6 thim quyén khdc ¢ Trung uong ban hanh
duge thuc hién theo quy dinh tai Diéu 3 clia Nghi dinh s6 101/CP ngay 23 thdng
9 nam 1997 cha Chinh phit quy dinh chi ti¢t thi hanh mot s6 diéu clia Luat Ban
hanh van ban quy pham phdp luat va hudng dén tai Thong tu nay, cu th¢ nhu sau:

- 86 clia van ban quy pham phdp luat bao gom s0 thi tr dang ky duge ddnh
theo timg loai viin ban do cu quan ban hanh trong mot ndm va nam ban hanh vin
bin d6. S dugc ghi bang chit s6 A-rap, bt ddu tir s6 01 vao ngay ddu nam va ket
thiic vdo ngay 31 thang 12 hang nam; nam ban hanh phai ghi ddy di cdc s0, vi
du: 2004, 2005;

_ Ky hi¢u chia van ban quy pham phép lugt bao gdm chif vicl tat (en loai van
ban theo Bang chif viét (it tén loai van ban va bén sao kém theo Thong tu nay
(Phu luc I) va chit vict tit tén co quan hodc chic danh nha nude (Chu tich nude,
Thi tréng Chinh phil) ban hanh van ban. |

S6, ky hiéu ctia van ban quy pham phép luat do Hoi dong nhéan dan, Uy ban
nhan dan ban hanh duge thue hién theo quy dinh tai Dicu 7 ctia Luat Ban hanh
van ban quy pham phdp luat cta Hoi dong nhan dan, Uy ban nhan din O
31/2004/QH11 ngay 03 thiang 12 nam 2004.

; b) S, k¥ hi¢u ctia van ban hanh chinh

S6 ctia van ban hanh chinh 12 s thit tr dang ky vin ban do co quan, 10 chic
ban hanh trong mot nam. Tuy theo (Gng 6 van ban va s6 lugng moi loai van ban
hanh chinh duge ban hanh, cdc co quan, t6 chiic quy dinh cu the viée dang ky va
danh s6 vin ban. SG clia vin ban duge ghi bing chit s6 A-rap, bat dau tir s6 01
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vao ngay dau ndm va két thie vao ngay 31 thang 12 hang nam.

Ky hi¢u ctia van ban hanh chinh

- K¢ hiéu clia quyét dinh (¢4 bict), chi thi (cd bict) va ctia cac hinh thic vin
bin ¢4 tén loai khdc bao gdm chif vict tat tén loai van ban theo Bang chit Vi€l tat
(@n logi van ban va ban sao kém theo Thong tu nay (Phy luc I) va chit vicl tat tén
¢ quan, t6 chite hodce chite danh nha nude ban hanh van ban.

- Ky hicu clia cong van bao gom chif Vi€t tit ten ¢u quan, 10 chic hoac chiic
danh nhi nudce ban hanh cong van va chir viét tit tén don vi soan thao hodc chu
tri soan thao cong van d6 (nCu co), vi du:

Cong van cta Chinh phtt do Vu Hanh chinh Van phong Chinh pht soan
thao: So: ... /CP-HG;

Cong vin cla Thi tudng Chinh' phtt do Vu Van xa Van phong Chinh pht
soan thao: So: ... [TTg-VX; '

Cong van ctia Bo Xay dung do Cuc Quén Iy nha Bo Xay dung soan thao: SO:
../BXD-QLN;




Céng van clia Uy ban nhén dén tinh ... do t6 chuyén vién (hoidc thu ky) theo
ddi Iinh vuc van hod - xa hoi soan thao: So: ... [UBND-VX;

Cong van ctia S& Cong nghiép tinh ... do Viin phdng SO soan thao: So: ...
/SCN-VP. '

Chit viét tit tén co quan, 18 chiic ban hanh van bin va chit viét tit én céc
don vi trong mdi co quan, (6 chic phai duge quy dinh cu thé, bdo dam ngén gon,
dé hicu. ' :

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

a) Dia danh ghi trén vin ban 1a tén goi chinh thitc cia don vi hanh chinh
(tén riéng cua tinh, thanh phd truc thude Trung vong; huyén, quan, thi xa, thanh
pho thude tinj x&, phudng, thi trdn) noi co quan, t6 chic déng tru 86; dGi V6
nhitng don vi hinh chinh duge dit tén theo tén ngudi hodc bing chir s6 thi phai
ghi tén goi ddy db clia don vi hanh chinh d6, cu thé nhu sau:

- Dia danh ghi trén van ban clia cdc co quan, t6 chitc Trung vong 1 tén cla
tinh, thanh phd trire thude Trung uong hodc én clia thanh phd thudc tinh (néu ¢6)
noi ¢ quan, 8 chire déng tru sd, vi du:

Van ban clia BO Cong nghi¢p, clia Cuc Xuat ban thudéc Bo Van hod - Thong
tin, ctia Cong ty Dicn lue 1 thude Tdng cong ty Picn Tue Vict Nam (¢6 tru ¢ tai
thanh pho Ha Noi): 1/a Noi;

Vin ban clia Nhd mdy Thuy dién Hoa Binh (¢6 tru & tai thi x4 Hoa Binh,
tinh Hoa Binh): Hod Binh; ctia Phan xa Thong t4n xa Vict Nam tai tinh Quang
Tri thuoce Thong tan x Vict Nam (c6 tru sO tai thi xa Pong Ha, tinh Quang Tri):
Qudng Tri; clia Trudng Cao ding Quin tf kinh doanh thude Bo Tai chinh (¢6 tru
sG tai thi trfn Nhu Quynh, huyén M§ Van, tinh Hung Yén): Hung Yén;

Vin ban ctia Vién Hai duong hoc thuoe Vién Khoa hoce va Cong nghé Viét
Nam (¢6 tru s& tai thanh pho Nha Trang, tinh Khdanh Hoa): Nha Trang.

- Dja danh ghi trén vin ban clia cde co quan, 16 chide cdp tinh:

+ Doi vdi cée thanh pho true thuge Trung uong: [a tén cha thanh pho truc
thude Trung gong, vi du:

Vin ban cta Uy ban nhan dan thanh ph¢ Ha Noi va clia cdc sd, ban, nganh
thuoe thanh phd: [a Noi; cha Uy ban nhan dan thanh phé HO Chi Minh va cla
cdc s@, ban, nganh thudc thanh pho: Thdnh phd HO Chi Minh.

+ D61 vdi cdc tinh: 13 tén cha thi xa, thanh phd thudc tinh hodc ciia huyén
noi ¢o quan, 16 chitc déng tru sd, vi du:

Vin bin ¢ta Uy ban nhan dan tinh Ha Nam va cla cdc sd, ban, nganh thue
tinh (c6 tru s& tai thi x3 Phu Ly, tinh HA Nam): Phii Ly;

Vin ban clia Uy ban nhan déan tinh Hai Duong va cta cdc s0, ban, nganh
thuor tinh (c6 tru s tai thanh phd Hai Duong, tinh Hai Duong): Hdi Duong; clia
Uy ban nhan dan tinh Quéang Ninh va clia ¢dc sd, ban, nganh thugc tinh (¢6 try s6
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tai thanh phd Ha Long, tinh Quing Ninh): Ha Long; clia Uy ban nhén dan tinh
Lam Béng vi chia cic s&, ban, nganh thude tinh (¢6 try s¢ tai thanh pho Da Lat,
tinh Lam Péng): Pa Lat;

Van bin ctia Vudn Quoc gia Ba BE (c6 tru s& tai huyén Ba BE, tinh Bac
Kan): Ba B¢, clia Ban Quéan 1y Cira khdu qudc t& Bo Y (¢6 tru sd tai huyén Ngoc
Héi, tinh Kon Tum): Ngoc Hoi.

- Dia danh ghi trén vin ban clia cic co quan, t6 chifc cdp huyén 13 én cua
huyén, quan, thi x&, thanh pho thudc tinh, vi du:

Vin ban ctia Uy ban nhan dan huyén S6c Son (thanh ph6 Ha Noi) va cua
cdc phong, ban thude huyén: Soc Son;

Vin ban cta Uy ban nhan dan quan 1 (thanh phd H6 Chi Minh) va cla cac
phong, ban thuoc quan: Qudn I; ciia Uy ban nhan dan quan Go V&p (thanh pho
H6 Chi Minh), ctia cdc phong, ban thude quan: Go Vdp;

Viin bin ctia Uy ban nhan dan thi xd Ha Dong (tinh Ha Tay) va cla céc
phong, ban thudc thi xa: Ha Dong;

Vin ban clia Uy ban nhan dan thanh phé Di¢n Bién (tinh Dién Bién) va cta
cic phong, ban thudc thanh pho: Pién Bién.

- Pia danh ghi trén vin bén ctia Hoi déng nhan dan, Uy ban nhan dén va clia
cdc 16 chire cdp x4 12 tén cua xa, phudng, thi tran do, vi du: :

Vin ban cia Uy ban nhan dan x& Kim Lién (huyén Nam DPan, tinh Nghé
An): Kim Lién;

Van ban cha Uy ban nhan dan phudng Nguyén Trai (thi x& Ha Dong, tinh
Ha Tay): Phuong Nguyén Trdi; ¢ta Uy ban nhan dan phudng Céng Vi (quan Ba
Dinh, thanh phd Ha Noi): Cong Vi;

Vin bdn ciia Uy ban nhan dan thi wdn Cb Chi (huyén Ct Chi, thanh pho HO
Chi Minh): Cu Chi.

Dia danh ghi trén vin bdn clia cdc co quan, t6 chttc va don vi vil trang nhén

dan thuodc pham vi quan 1§ clia Bo Quic phong duge thue hién theo quy dinh cua
- phép luat va quy dinh cu thé cta Bo Qudc phong.

b) Ngay, thdng, nam ban hanh van bdn

Ngay, thing, nam ban hanh van ban quy pham phédp luat do Quéc hot, U y
ban thuong vu Qudc hoi, Hoi déng nhan dan ban hanh 1a ngay, thing, ndm vin
ban dugc thong qua.

Ngiy, thing, nim ban hanh van ban quy pham phédp luat khac va van ban
hanh chinh 12 ngay, thdng, ndm van ban duge ky ban hanh.

Ngay, thang, ndm ban hanh vin ban phdi dugc viét ddy du ngay ... thang ...
nam ...: cdc s6 chi ngdy, thdng, nim ding chit s6 A-rap; d6i véi nhitng s6 chi
nedy nho hon 10 vi thang 1, 2 phai ghi thém s6 0 & trude.




5, Tén loai va trich yéu noi dung clia van ban

a) Tén loai van ban 1a (én cha timg loai van ban do co quan, 6 chic ban
hanh. Khi ban hinh van ban quy pham phédp luat va van ban hanh chinh, déu phai
ghi tén loai, trir cOng van, '

b) Trich y&u noi dung clia van ban la mot cau ngin gon hodc mot cum L,
phén dnh khii quat noi dung chii y&u ctia van ban.

6. Noi dung vin ban

a) Noi dung van ban

Noi dung véin ban Ia thanh phdn chii y€u clia mét van ban, trong do, cac quy
pham phap luat (d6i v6i van ban quy pham phdp Tuat), ciac quy dinh duge dat ra;
cdc vin dé, su vice duge trinh bay.

Noi dung viin ban phai bao ddm nhitng yéu cdu cd bdn sau:

- Phit hop vi hinh thic vin ban duge su dung;

- Phit hop véi dudng 16i, chir truong, chinh sdch cla Péng; pht hop v quy
dinh ctia phap ludt;

- Cic quy pham phép luat, cdc quy dinh hay cac vin dé, su viéc phai duoc
trinh biy ngén gon, 10 ring, chinh xdc;

- Sir dung ngon ngit viét, cdch dién dat don gidn, dé hidu;

- Dimg tir ngl phd thong; khong dung tir ngit dia phuong va tir nglt nude
ngodi néu khong thyc su can thi¢t. Doi voi thudt nglr chuyén mon can xdc dinh rd
noi dung thi phai duge giai thich trong van ban;

- Khong viét tit nhitng tir, cum it khong thong dung. Poi véi nhitng W, cum
(ir duge sir dung nhidu 14n trong van bin thi ¢6 the vict t4t nhung céc chir viét tat
lan ddu ciia 4y, cum tir phai duge dat trong ngodc don ngay sau (U, cum tir do;

- Viée viét hoa duge thue hién theo quy tic chinh ta tiéng Viéy;

- Khi vién dan ldn ddu van ban co lién quan, phai ghi ddy di tén loai, tich
y&u ndi dung van ban; s0, ky hiCu vin ban; ngay, thang, nam ban hanh vin ban
_ Vil (én co quan, t6 chic ban hanh van ban (trir truong hop d6i véi luat va phap
lenh); trong cdc 1an vién din ti€p theo, o thé ghi tén loai va s6, ky hi¢u cta van
ban do.

b) BO cuc clia van ban

Tuy theo thé loai v noi dung, vin ban c6 thé ¢6 phén cin ctt phéap 1y d€ ban
hanh, phan m& ddu va c6 thé duge bo cuc theo phan, chuong, muc, diéu, khodn,
diém hodc duge phan chia thanh cdc phan, muc (i 16n dén nho theo mot trinh tu
nhat dinh.

Bo cuc ciia luat, phdp Iénh duge thue hicn theo quy dinh tai Diéu 27 cla
Ludt Ban hanh van ban quy pham phép luat ngay 12 thdng 11 nam 1996 va Luat




stra d6i, b8 sung mot s¢ didu cGa Luat Ban hanh van ban quy pham phdp luat so
02/2002/QH11 ngay 16 thang 12 nam 2002.

Vin ban quy pham phdp luat khdc ¢6 thé duge bo cue nhu sau:
- Nghi quyét: theo diéu, khoan, diém hoic theo khoan, diém;
- Nghi dinh: theo chuong, mue, diéu, khoan, diém; cdc quy ché (dicu 1¢) ban
hanh kém theo nghi dinh: theo chuong, muc, diéu, khoén, diém;
_ - Quyét dinh: theo diéu, khoan, diém; cdc quy ché (quy dinh) ban hanh kém
theo quyét dinh: theo chuong, muyc, diéu, khodn, di¢m;
- Chi thi: theo khoan, diém;
- Thong tu: theo muc, khodn, diém.
Van ban hanh chinh ¢ thé dugc b6 cuc nhu sau:
- Quyét dinh (cd biét): theo diéu, khodan, diém; cic quy ché (quy dinh) ban
hanh kém theo quyét dinh: theo chuong, muc, di¢u, khodn, diém;
- Chi thi (c4 biét): theo khoan, diém;
- Céc hinh thite van ban hanh chinh khdc: theo phén, muc, khodn, di¢m.
7. Chirc vu, ho tén va chir ky clia nguoi ¢6 thim quyén
a) Viée ghi quyén han cta ngudi ky duge thuc hién nhu sau:
- Trudng hop ky thay mat tap thé thi phdi ghi chit viét tat “TM.” (thay mit)
vio trude tén tap thé linh dao hodc tén co quan, 6 chite;
- Trudng hop k¥ thay ngudi ding ddu co quan, t6 chiic thi phai ghi chit viet
KT (ky thay) vao trude chife vu cta ngudi ding dau;
- Trudng hop ky thira lénh thi phdi ghi chit vi€t it “TL.” (thira lénh) vao
trude chitc vu ctia ngudi ding dau co quan, 10 chic;
- Trudng hop ky thira uy quyén thi phai ghi chir vict it “TUQ.” (thira uy
quyén) vao trude chiic vu clia ngudi ding ddu cd quan, (6 chiic.

b) Chite vu cua nguoi ky

Chie vu ghi trén van ban la chidc danh lanh d‘lO chinh thie cta nglrm ky vin
ban trong co quan, t8 chiic; chi ghi chic danh nhu Bo truong (BO truéng, Chu
nhiém), Thit wudng, Ch tich, Phé Chu tich, Gidm doc, Pho Gidm dOe, ¥V,
khong ghi lai tén co quan, (& chie, ulr cdc viin ban lién tich, van ban do hai hay
nhiéu co quan t6 chific ban hanh; van ban ky thira Iénh, thra uy quyén va nhiing
trudng hop cdn thiét khic do cde co quan, t6 chitc quy dinh cu thé.

Chitc vu ghi trén viin ban do céc t6 chie te vAn nhu Ban, Hoi dong cta Nha
nudc hodc clia co quan, 6 chiic ban hanh 12 chite danh lanh dao cha ngudi ky van
ban trong Ban hodc Hoi ddng d6. BEi véi nhitng Ban, Hoi donb khong3 duge phép
str dung con ddu cla ca quan, (8 chite thi chi ghi chifc danh ctiangudi ky vin ban
trong Ban hodc Hoi dong. Trudng hgp Ban hodc Hoi dong duge phép sir dung con




dau cla co quan, t6 chitc thi ¢6 thé ghi thém chic danh lanh dao trong co quan,
t0 chite cha nguoi ky ¢ dudi, vi du:

- Chifc vu clia ngudi ky van ban do Hoi déng hodc Ban chi dao clia Nha
nuGe ban hinh ma lanh dao Bo Xay dung lam Trudng ban hodc Phé Truong ban,
Ch tich hodc Phé Ch tich Hoi dong duge ghi nhu sau:

TM. HOE PONG KT. TRUONG BAN-
CHU TICH PHO TRUGNG BAN
(Chit ky, ddu ciia Bo Xdy dung) (Chit ky, ddu cia Bé Xdy ding)
BO TRU(’BNQ BO XAY DUNG THU TRUONG BO XAY DUNG
Nguyén Van A Tran Van B

- Chiic vu ctia ngudi ky van ban do Ban hodc Hoi dong clia Bo Xay dung
ban hanh ma Tht trudng Bo Xay dung lam Trubng ban hodc Chu tich Hoi dong,
lanh dao cic Cuc, Vu thuoe Bo Xay dung lam Pho Trudng ban hoac Phé Chu tich
Hoi d6ng duge ghi nhu sau:

TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUGNG BAN
(Chit ky, ddau ciia Bo Xdy dung) (Chit ky, dau ciia Bo Xdy dung)
THU TRUONG VU TRUGNG VU TO CHUC CAN BO
Tran Vin B Lé Vian C

¢) Ho tén bao g6m ho, tén dém (néu c6) va tén clia ngudi ky vin ban. Dol
véi vian ban quy pham phap [uat vd van ban hanh chinh, trudc ho én clia ngum
ky, khong ghi hoc ham, hoc vi va céc danh hi¢u danh du khac, trtr van ban cla
cdc 16 chic sy n}:hmp gido duc, y (& nghién ctiu khoa hoc, trong nhiing trudng
hop cdn thiét, cé thé ghi thém hoc ham, hoc vi.

8. Diu ciia co quan, t6 chic

Vigc déng ddu trén van ban duge thue hién theo quy dinh tai Nghi dinh s6
[10/2004/ND-CP ngay 08 thing 4 nam 2004 ciia Chinh pht vé cong tde vin thu
va quy dinh ctia phap luat c6 lién quan.

9. Noi nhéan

Noi nhan xdc dinh nhing ¢o quan, 16 chie, don vi va cd nhannhén van ban
v6i muc dich vA trich nhiém cu thé nhu d€ kiém tra, gidm sdt; d€ xem xét, gidi
quyét; dé thi hanh; dé trao doi cong viée; dé biét va dé luu.

Noi nhan phéi duge xdc dinh cu thé trong van ban. Cin cit quy dinh cta
phdp luat; cin cf chiic ndng, nhiém vy, quycén han clia cd quan, té chitc va quan
hé cong tic véi cic co quan, 6 chire, don vi hodc cd nhan c6 lién quan; can ci
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ydu cdu gidi quy€t cong vitc, don vi hodic ¢4 nhéan soan thao hodc chl tri soan
thao ¢6 trach nhi¢m dé xuat nhiing co quan, t6 chiic, don vi va ca nhén nhén van
ban tinh ngudi ky van ban quyct dinh.

DEi v6i van ban chi glii cho mot s6 d6i tugng cu thé thi phai ghi tén timg co
quan, t§ chite, ¢4 nhan nhan van ban: d6i véi vian ban duge gt cho mot hodc mot
s6 nhém d6i tugng nhit dinh thi noi nhén duge ghi chung, vi du:

- Cic Bo, ¢o quan ngang Bo, cu quan thude Chinh phu;
- Uy ban nhan dan cic tinh, thanh phé truc thude Trung uong;
- Uy ban nhan dan cdc huyén, thi xa (thuoc tinh ...).

Déi v6i nhitng vin ban co ghi tén foai, noi nhan bao gém ti “noi nhan” va
phdn li¢t ké cdc co quan, (8 chitc, don vi vi ¢4 nhan nhan van ban.

D6i v6i comg van hanh chinh, noi nhén bao g6m hal phén:

- Phin tht nhat bao gdm (i “kinh gii”, sau d6 la ten cdc co quan, t6 chic
hodc don vi, ¢4 nhan truc tép gidi quyét cong vice;

- Phan thi hai bao gém tif “noi nhan”, phia dudi la tu “nhu trén”, tiép theo la
(en cdc co quan, t6 chiic, don vi va ¢4 nhan ¢6 lién quan khdc nhan cong van.

10. Dau chi mdc dé khan, mat

a) Ddu chi mic do khan:

Viée xdc dinh mic do khin ctia van ban duge thuc hién nhu sau:

- Tuy theo mie 4o cdn duge chuyén phél nhanh, van bén duge xdc dinh do
Khin theo ba mic sau: hod 8¢, thugng khén hogic khan;

- Khi soan thao vin ban cé tinh chél Kkhdn, don vi hodc cd nhan soan thao
vin ban dé xudt mic do khéan trinh nguoi ky van ban quyét dinh.

Déu ¢ khan phai duge khac san theo hudng dan tai diém k khodn 2 Muc 11
clia Thong tu nay. Myc ding dé déng ddu do khén ding muc mau do tuol.

b) D&u chi mtc do mat:

_ Viée xéc dinh va dong déu d6 mat (luy¢t mé, t6i mat hoac mat), dau thu hoi
d6i v6i van ban cé noi dung bi mat nha nude duge thue hién theo quy dinh cta
phép ludt vé bdo v¢ bi mat nha nude.

11. Cic thanh phén thé thic khic

Cic thanh phan thé thie khdc ctia van ban bao gOm:

a) Pia chi co quan, (6 chiic; dia chi E-Mail; dia chi trén mang (Website); 80
dicn thoai, s6 Telex, s0 Fax doi v6i cong van, cong dicn, gidy gidi thiéu, gidy
mdi, phidu glii, phicu chuyén dé tao diéu kién thuan lgi cho viée lién hé;

b) Céc chi dén v¢ pham vi luu hanh nhu “td Jai sau khi hop (hoi nghi)”,
“xemn xong tra lai”, “luu hanh nodi bo” d6i v6i nhitng van ban ¢6 pham vi, doi

3

tvong phé bicn, sit dung han ché hodc chi dan vé du thao van ban nhu “du thao”
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hay “du’thdo 14n ...”. Cdc chi din trén ¢6 thé duge ddnh mdy hodc ding con dau
khéc sdn dé dong 1én van ban hodc dy thdo van ban;

¢) K¥ hi¢u ngudsi danh mdy va s¢ lugng ban phdt hanh do6i v6i nhiing van
ban cén duge quan 1y chit ché vé s6 tugng ban phdt hanh;

d) Trutmg hop van ban ¢6 phu luc kém theo thi trong van ban phai c6 chi
dan vé& phu luc d6. Phu luc vin bén phdi ¢6 ti¢u d&; vin béan ¢6 tir hai phu luc trd
[én thi cde phu luc phai duge ddnh so th wr bang chit s6 La Ma;

d) SO trang: van ban va phu luc van ban gom nhi€u trang thi 1 trang tht hai
tr&y di phai duoe danh s thit tr bing chit s6 A-rap; s6 trang clia phu luc van ban
duge ddnh riéng, theo timg phu luc.

12. Thé thirc bén sao

Thé thiic ban sao duge thue hién nhu sau:

a) Hinh thiic sao bao gém mot trong céce dong chif “sao y ban chinh”, “trich
sa0” hodc “sao luc”. Viée xde dinh hinh thie ban sao duge thyce hi¢n theo quy
dinh tai cdc khoan 4, 5 va 6 Diéu 2 clia Nghi dinh s¢ 110/2004/ND-CP ngay 08
thdng 4 ndm 2004 cta Chinh pht vé cong tdc van thu;

b) Tén co quan, 8 chiic sao van ban 12 (¢n cha cg quan, (6 chite thyc hién
viéc sao van ban; -

¢) S6, ky hi¢u ban sao bao gém s0 thit tu dang ky duge danh chung cho cic
loai bin sao do co quan, (& chic thuc hién va chit viét tat tén loai ban sao theo
Béang chit viél tit tén loai van bdn va ban sao kém theo Thong tr nay (Phu luc D).

S6 duge ghi bang chir s0 A-ra ap, bt ddu tir s6 01 vdo ngly dau nam va ket thac
vao ngay 31 thang 12 hang nam;

d) C4c thanh phan thé thic khde clia bin sao vin ban gom dia danh va ngdy,
thang, nam sao; chic vy, ho tén va chit ky cta ngudi co thim quyén; ddu cua co
quan, 16 chiic sao vin ban va noi nhén duoc thue hi¢n theo hudng dan tai céc
khodn 4, 7, 8 va 9 Muc II cua Thong tur nay.

11 K¥ THUAT TRINH BAY

1. Kho gidy, kiéu trinh bay va dinh ¢ trang van ban

a) Kho giay

Viin ban quy pham phdp luat va van ban hanh chinh duge trinh bay trén gidy
khé A4 (210 mm x 297 mm).

Cic loai vin ban nhu gidy gi6i thi¢u, gidy bién nhan hé so, phi€u ghi, phicu
L,huyn n ¢6 (hé duge trinh bay trén Eldy kho AS (148 mm x 210 mm) hodc trén
g1y méu in Sar.

b) Kicu trinh bay

Van ban quy pham phdp luat va van ban hanh chinh dugc trinh bay theo
chidu dai ctia trang gidy khé A4 (dinh huéng bin in thco chiéu dai).
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Truting hop nodi dung van ban ¢6 cdc bang, biu nhung khong duge lam
thanh cdc phu luc riéng thi van ban c6 thé duge trinh bay theo chiéu rong ctia
trang gidy (dinh hudng ban in theo chiéu rong).

¢) Pinh 18 trang van ban (d6i vGi kho gidy Ad)
- Trang mat trudc:
L& rén: cdch mép wen tir 20-25 mm;
L& dudi: cach mép dudi tir 20-25 mm;
L& trai: cdch mép trdi tir 30-35 mm;
L& phai: cdch mép phai tir 15-20 mm.
- Trang mat sau:
L& trén: cich mép tén tir 20-25 mmy;
L& dudi: cich mép dudi tir 20-25 mm;
L@ trai: cach mép i tir 15-20 mm;
L& phéi: cdch mép phai i 30-35 mm.
2. K§ thuat trinh bay cic thanh phan thé thirc van bin

Vi tf trinh bay cdc thanh phin thé thie vin ban trén mOL trang pidy khé Ad
dugc thue hién theo S0 46 b6 i céc thanh phan thé thirc van ban keém theo Thong
w nay (Phy lue 11). Vi tri trinh bay cdc thanh phén thé thdc vin ban trén mot
(rang gidy khé A5 duge dp dyng tuong tf theo So do trén.

C4c (hanh phan thé thie van ban duge trinh bay nhu sau:
a) Qudc hitu
Qudc hicu duge trinh bay tai 0 $0 1.

Dong chif trén: “Cong hoa x& hoi chii nghia Viét Nam” dugc trinh bay bang
chit in hoa, ¢& chir tir 12 dén 13, kiéu chit ding, dam.

Dong chit dudi: “Doc 1ap - Ty do - Hanh phiic” dugc trinh bay bang chil in
thuong, ¢o chi tr 13 dén 14, kidu chit ding, dam; chit cdi dau clia cdc cym (U
duoe viét hoa, gifia cdc cum it ¢6 gach ngang nho; phia dudi c6 dudng ke ngang,

nét lién, c6 do dai bing do dai cla dong chii.

b) Tén co quan, 16 chitc ban hanh van ban

A

Tén co quan, 6 chiic ban hanh van ban duge trinh bay tal 0 0 2.

~

Tén oo quan, t6 chitc chl quan cép trén tryc tiép duge trinh bay bang chit in
hoa, & chit tir 12 dén 13, kiCu chit dimg.

Tén co quan, t6 chiic ban hanh van ban duge trinh bay bing chit in hoa, cO
chit (i 12 dén 13, kiéu chit ding, dam; phia dudi co dudng ké ngang, nét lién, ¢o
do dai bang tir 1/3 dén 1/2 46 dai cha dong chir va dat can d6i so vai dong chi.
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¢) S¢, ky hiéu clia van ban

S6, k¥ hiéu clia van ban duge trinh bay tai 6 s0 3.

Tir “s6” dugce trinh biy bing chit in thudmng, ky hiéu bang chit in hoa, ¢& chit
13, kiéu chit ding; sau t “s6” ¢6 ddu hai chadm; giffa s6, ndm ban hanh va ky
hicu van ban cé ddu gach chéo (/); gilta cdc nhom chit viét tit trong ky hiéu vin
ban c¢6 ddu gach ndi khong céach chir (-), vi du:

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

d) Pia danh va ngy, thdng, nim ban hanh vin ban

Dia danh va ngy, thing, nam ban hanh vin bén dugc trinh bay tai 0 s6 4,
bing chit in thudng, ci chif (i 13 dén 14, kiéu chif nghiéng; sau dia danh c6 déu
phiy.

Vi du: Ha Noi, ngay 05 thdng 02 ndm 2004

d) Tén loai va trich yéu ndi dung van ban

Téen Joai va trich y&u ndi dung clia cée loai vian bdn ¢6 ghi ten loai duge trinh
biy tai 6 s6 5a; tén loai vin ban (nghi dinh, quyét dinb, k& hoach, bdo cdo, 10
tinh vA cic loai van bén khéc) duge dat canh gitta (can d6i G gilia dong) bing
chit in hoa, ¢ chit tir 14 dén 15, kidu chir ding, dam; trich yéu noi dung vén ban
duge dat canh gitta, ngay dudi (én loai van bén, bing chit in thudng, cd chir 14,
ki€u chit ding, dam; bén dudi trich y&u ¢ dudng ké ngang, nét lién, ¢6 do dai
bing tir 1/3 dén 1/2 do dai clia dong chit va dat can doi so vdi dong chit.

Trich y&u noi dung cong van duge tinh bay tai 6 s0 5b, sau chif viét (t
“V/y” (vé vice) bang chit in thudng, ¢ chit tir 12 dén 13, kiu chif ding.

¢) Noi dung van ban
Noi dung van ban dugc trinh bay tai 0 s0 6.

Phéan noi dung (bén vin) duge tinh bay bing chit in thutng, cd chif tir 13
dén 14; khi xuéng dong, chir ddu dong c6 thé 1ui vao tir lem dén 1,27cm (1
default tab); khodng céch giita cdc doan vin (paragraph) dat t6i thicu la 6pt;
khodng céch giita cdc dong hay cdch dong (line spacing) chon t6i thiéu tir cdch
dong don (single line spacing) hodc tir 15pt (exactly line spacing) trd 1én.

P6i v6i nhitng van ban quy pham phdp luat va van ban hanh chinh c¢6 phan
can ctt phip 1y d& ban hanh thi sau mdi cin ¢ phii xuong dong, cudi dong co
ddu cham phdy, riéng can ¢t cudi cling k&t thiic bang déu phay.

Trudng hop noi dung van bin duge bo cuc theo phén, chuong, muc, diéu,
khoan, diém thi trinh bay nhu sau: -

- Phin, chuong: i “phidn”, “chuong” va s& thit tw ctia phan, chuong dugc
trinh by trén mot dong riéng, caph giifa, bang chit in thudng, ¢t chit 14, ki€u
chit diing, dam. S thi tu ctia phdn, chuong diing chit s6 La Ma. Ticu dé (1en) cha
phin, chuong duge dat ngay dudi, canh gilta, bang chil in hoa, ¢& chif tr 13 dén
14, kiéu chit ddng, dam;
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- Muc: tir “muc” va s6 thid tu cha muc duge trinh bay trén mot dong riéng,
canh giffa, bing chif in thudng, c& chit 14, kiéu chit diing, dam. SO thit ty clia muc
“ddng chit s6 A-rap. Tieu dé clia muc dugc trinh bay canh gilta, bang chit in hoa,
¢ chit tir 12 dén 13, kiéu chit ddng, dam;
- Pidu: tir “didu”, s6 th tu va tiéu dé cha didu duge trinh bay bing chit in
thudng, ¢& chit bing ¢ chit clia phdn 10i van (13-14), kiéu chit ding, dam. S6 thit
tr clia diéu diing chit s6 A-rip, sau s& thit ty c6 ddu chim;

- Khoan: s6 thit tu cdc khoan trong mdi di¢u diing chit s6 A-rap, ti€p theo Ji
d&u chém, ¢ chit bang ¢& chif clia phdn 16i van (13-14), kiéu chit ding;

- Piém: thit ty cdc diém trong mbi khoan ding cdc chit cii tieng Viét theo
thit t abe, sau ¢6 ddu déng ngodc don, bing chif in thudng, ¢d chit bing c& chir
clia phdn 161 vin (13-14), kiéu chit ding.

Trudng hgp nodi dung viin ban duge phan chia thanh cdc phan, muc tir 16n
dén nho thi trinh bay nhu sau:

- Phin (n€u c6): tr “phan” va s6 thit tv cha phan duge trinh bay tén mdt
dong riéng, canh giita, bing chi in thudng, ¢& chii 14, kiéu chit ding, dam. S6
thit tr cfia phan dung chit s6 La Mé. Tiéu d¢€ ctia phin dugc dat ngay dudi, canh
pifta, bang chif in hoa, c@ chit tr 13 dén 14, ki¢u chir ding, dam;

- Muc: s6 thit tu cic muc diing chit s6 La M4, sau ¢6 ddu chdm; tiéu dé clia
muc dugc trinh bay bing chit in hoa, ¢ chit tir 13 dén 14, ki€u chit ding, dam;

- Khoan: s& thit tr cdc khodn trong mbi muc ding chit s6 A-rap, sau dé c6
dfu chéim; s§ thit tu va tiéu dé clia khodn (néu c¢6) duge trinh bay bang chil in
thudng, i chit bing c& chit cha phén 10i van (13-14), kiu chit ddng, dam;

- Diém: thit tr cdc diém trong mbi khoan dung cic chit cdi tiéng Viét theo
thit tu abe, sau d6 ¢6 dfu déng ngodc don, bing chiY in thudng, ¢& chit bang cd
chit ctia phdn 10 van (13-14), ki¢u chit diing.

g) Chite vu, ho tén va chit ky clia ngudi ¢6 thdm quyén

Quyén han, chic vu clia ngudi ky duge trinh bay tai 6 s6 7a; chic vu khac
* clia ngudi kg duge trinh bay tai 6 s6 7b; cde chir viet tat “TM.”, “KT.”, “TL.”,
“TUQ.” hodc “Q.” (quyén), quyén hdn va chitc vu clia ngudi ky duge trinh bay
bing chif in hoa, ¢ chit tir 13 dén 14, kicu chit ding, dam.

Ho tén clia ngudi ky van ban va hoc ham, hoc vi (n€u ¢6) duge trinh bay tai
0 s6 7b; bing chit in thudng, cd chit tir 13 dén 14, kifu chit diing, dam.

Chit k¢ clia ngudi c6 thdm quyén duge trinh bay tai 6 s0 Te.
h) D4u ctia co quan, t§ chiic

D4u ctia ca quan, t6 chitc duge trinh bay tai 6 s6 8.

i) Noi nhan

Noi nhin duge trinh bay tai 6 s6 9a va 9b.
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Phén noi nhén tai 6 s& 9a (chi 4p dung d6i véi cong van hanh chinh) duge
trinh bay nhu sau:

- Tir “kinh giri” va tén cdc co quan, 16 chic hodc cd nhan nhan van ban duge
trinh bay béng chitf in thudng, c& chit 14, ki€u chir ding;

- Sau tit “kinh gii” ¢6 dau hai chdm; néu cong van glii cho mot co quan, t6
chitc hoac mot c4 nhan thi tir “kinh gli” va 1én co quan, t6 chiic hodc ¢4 nhén
dugc trinh bay trén cliing mot dong; trudng hop cong van gl cho hai ¢ quan, 8
chitc hodc ¢4 nhan trd 1én thi tén mdi co quan, (6 chic, ¢4 nhan hodc mbi nhém
co quan, 6 chic, c4 nhan duoc trinh biy trén mot dong riéng, ddu dong c6 gach
ngang, cudi dong ¢6 déu cham phay, cudi dong cudi cling ¢6 ddu cham.

Phan noi nhén tai 6 s6 9b (dp dung chung doi véi cong van hanh chinh va
cdc loai vin ban khédc) duge trinh bay nhu sau:

- T “noi nhan” duge trinh bay trén mot dong riéng, sau do c6 diu hai
cham, bang chit in thudng, c@f chit 12, kicu chit nghiéng, dam;

- Phin liét ké cic co quan, t6 chifc, don vi va c4 nhan nhin vin ban dugc
trinh by bing chit in thudng, & chit 11, ki€u chir ding; tén mbi co quan, t6
chife, don vi va ¢4 nhan hodc mdi nhém co quan, t6 chice, don vi nhén vin ban
dugce trinh bay wén mot dong riéng, daa dong ¢d gach ngang, cudi dong c¢b ddu
cham phdy; ricng dong cudi cing bao gém chit “luu” sau dé c¢6 ddu hai cham,
ticp theo la chif viét tat “VT” (vin thu co quan, t6 chic), chir viét tit tén don vi
(hodc bod phén) soan thdo van ban vi s6 lugng ban luu (chi trong nhitng trudng
hop can thiét) duoe dat trong ngoac don, cudi cung la ddu cham.

k) Ddu chi mitc do khin, mat

MAu ddu d6 mat (tuyét mét, t6i mat hodc mat) va déu thu héi doi véi van
ban ¢6 nodi dung bi mat nha nude duge thuc hién theo quy dinh cla phdp luat vé
bao v& bi mat nha nude. Dau do mat duge déng vao 6 s6 10a, ddu thu hoi duge
déng vio 6 86 11.

Dau do khdn duge dong vio 6 s6 10b. Con ddu cdc do khan c6 hinh chit
nhat, trén do, cdc tir “hod t6c”, “thuong khén” hodc “khdn” duoc trinh bay bing
chit in hoa, c& chit tir 13 dén 14, ki€u chir ding, dam va duoc dit can doi trong
khung hinh chit nhat vién don, c6 kich thudce trong tng 1a 30mm x 8mm, 40mm
x 8mm va 20mm x 8mm. '

1) C4c thanh phan thé thic khac
Céc thanh phan thé thic khac duge trinh bay nhu sau:

- C4c chi dén v¢ pham vi llru hanh dugc trinh bay tai 6 s0 11; cac cum L
“tra lai sau khi hop (hoi nghi)”, “xem xong tra lai”, “luu hanh noi bo” dugce trinh
bay can doi trong mot khung hmh chit nhat vién dofn bang (,hu’ in hoa, cG chif tir
13 dén 14, kiéu chir ding, dam;
- Chi din vé du thdo vin ban duge trinh bay tai 6's6 12; tir “du thdo” hodc
cum tir “du thao 14n ...” dugc trinh bay trong mot khung hinh chit nhat vién don,
bing chif in hoa, ¢ chit tir 13 dén 14, kiéu chit ding, dam;
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- Ky higu ngudi ddnh mdy va s6 lugng ban phdt hanh dugc trinh bay tai 6 s6
13; k¢ hiéu bing chit in hoa, s6 luong bén bing chir s§ A-rap, c& chit 11, kiéu
chit diing;

- Dia chi ©0 quan, t6 chitc; dia chi E-Mail; dia chi trén mang (Website); sG
dién thoai, s6 Telex, s6 Fax dugc trinh bdy trén trang ddu-cla van bén, tai 6 sO
14, bing chif in thudng, c& chir tir 11 dén 12, ki€u chit diing, du6i mot dudng ké
nét lién kéo dai hét bé ngang clia ving trinh bay van ban; -

- Phu luc yan ban: phu luc kém theo van ban duge trinh bay rén cdc trang
gidy riéng; tir “phu luc” va s6 th tu ctia phu luc (trudng hop ¢6 tir hai phy luc oG
lén) dugce trinh bay trén mot dong 1 lcng, canh gitta, bing chif in thufong, cG chir
14, kidu chit diimg, dam; ticu dé (tén) clia phu luc duge trinh bay canh gifta, bang
chit in hoa, c¢& chil tir 13 dén 14, kiéu chit ditng, dam;

- S8 tmng ctia van ban dugc trinh bay tai chinh gitta, trén d4u trang gidy

(phéan header) hodc tai goc phai, & cudi trang gidy (phcm footer), bing chit s6 A-
rap, cif chit bing c& chit clia phan [ van (13-14), kiéu chit ding;

M4u chit va chi tiét trinh bay cdc thanh phén thé thic van bén duge minh
hoa tai Phu luc IV - MAu chit va chi tiét tinh bay thé thifc van ban va thé thic
ban sao kém theo Thong tu ndy (tong d6, st dung phong chit .VnTime do6i véi
chit in thuong va . VnTimcH d6i véi chit in hoa).

M4iu trinh biy mot s6 loai van ban quy pham phdp luit va van ban hanh
chinh duge minh hoa tai Phu luc V - MAu trinh bay vin ban va bén sao van ban
kém theo Théng tu nay (trong d6, st dung phong chit .VaTime d6i véi chit in
thudng va .VnTimeH d6i véi chir in hoa).

3. K¢ thuat trinh bay cac thinh phan thé thiic ban sao

Céc thanh phdn thé thic ban sao dugc trinh bay trén cing mot trang gidy,
" ngay sau phén cudi cing clia van ban duge sao, dudi mot dudng ké nét lién, kéo
dai hét chiéu ngang clia vung trinh bay van ban.

Vi trf tiinh by cdc thinh phén thé thic bin sao trén trang gidy khé A4 duge
thue hién theo So d6 bo trf cdc thanh phén thé thic bin sao kém theo Thong tu
nay (Phu luc III).

C4c thanh phén thé thic ban sao dugc trinh bay nhu sau:

a) Hinh thifc sao: cum (it “sao y ban chinh”, cdc tir “trich sao” va “sao luc”
duoe trinh bay tai 6 s& 1 (Phu luc 1II) bing chif in hoa, ¢& chif tir 13 dén 14, kiéu
chir diing, dam;

b) Céc thanh phén thé thitc khéc cia ban sao gom tén co quan, td chifc sao
vin ban (tai 6 s6 2); s6, k§ hiéu ban sao (tai 0 s6 3); dia danh va ngay, thing,
nim sao (tai 6 so 4); chiic yu, ho tén'va chit k¥ clia ngudi ¢6 thdm quyén (tai 6 sO
Sa, 5b va 5¢); dfu clia cd quan; t6 chifc sao van ban (tai 6 s0 6); noi nhan (tai 6 s6
7) duoe trinh bity theo huéng din trinh biy cdc thinh phén thé thic twong ting
clia van ban tai khoan %ML}C nay. '
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Mau chit va chi tiét trinh bay cdc thanh phan thé thic ban sao dugc minh
hoa tai Phu luc IV, méu trinh bay ban sao dugc minh hoa tai Phu luc V kém theo
Thong tu nay.

IV. TO CHUC THUC HIEN

1. Thong tr niy cé hiéu luc thi hanh sau 15 ngdy, ké tir ngay dang Cong
bdo. Cac quy dinh va huéng din trude day trdi v6i quy dinh va huéng dan tai
Thong tw nay déu bi bai bo.

2. Trong qud trinh thuc hién, néu ¢6 vin dé phét sinh hodc kho khin, vudag
miic, cdc co quan, 6 chite phin dnh vé B Noi vu (Cuc Van thu va Luu trii nha
nude) va Van phong Chinh pht dé kip thoi giai quyét./.

KT.BO) TRUONG, CHU NHIEM KT. BO TRUONG
VAN PHONG LHIVH PHU BO NOI VU

T
S AMIERE

Nguyén Van Lam Pang Quoc Tién

Not nhdn:
- Thi tudng, cic PIT Chinh phty
- Céc B, co quan ngang Bo, co quan thude Chinh phi;
- HDND, UBND e tinh, thanh ph6 truce thude TU;
- Vin phong Quoc hoi;
- Van phong Chi tich nudc;
- Vién Kiém st nhin dan 16i cao;
-"Tod dn nhan dan (i cao;
- Vi phong Trung uong Dang;
- Co quan Trung uong chia céc doan thé;
- Cic Tong cong ty nha nudc;
- Cue Vian thu va Lu trit nha nude (10b);
- Cuc Kiém tra van ban QPPL (Bo Tu phap);
- Cong béo;
-BNV: BT, efic T, ede don vi thude v trge thude 136,
- VICP: BTCN, TBNC, c4c PCN, BNC, Ban Diéu
hanh 112, Npudi phat ngon cha Thi tudng Chinh
phii, cie Vu, Cuc, cic don vi true thude;
L VL, CLT QBN V), TC (VPCP 5). €320,

UY BAN NHAN DAN Sao y ban chinh
TINH HOA BiNH Hod Binhynetynd7 fhane 5 nam 2005

S6: 144-UB/SL

Noi nhdn:

- Ch tich, cdc Phé Chil tich
UBND tinh.

- Cdc 56, ban, nganh.

- UBND cac huyén, thi xa.
~ Chénh, Phé VF/UB.

- Che Phong + TT/VPUB. e £

" Lu VT3 CV/VPUE, Nguyén Van Toan




’ Phu Juc 1
CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
Trﬁng telién tich s6° .55 12005/ TLT-BNV-VPCP ngay Gb..
g 5 nam 2005 ciia Bo Noi vuva Van phong Chinh phi)

foai viin ban Chir viét tat
Van ban quy pham phap luat
1. | Ludt B
2. | Phdp lénh B Bl
3. | Lénh L
4. | Nghi quyct NQ
5. | Nghi quyét lién tich NOLT
6. | Nghi dinb ND
7. | Quyét dinh ] Qb
8. | Chi thi cr
9. | Thong tu Tr
10. | Thong tu lica tich TTLT
Van ban hanh chinh -
|. |Quyctdiph(abico QD )
2. | Chi thi (¢4 bicy) ¢l
3. | Thong céo e
4. | Thong bao ) 1B
5. | Chuong (rinh CIr
6. | K& hoach KH
7. | Phuong én ' PA
8. | D¢én : DA
9. | Bédo cdo N ) BC
10. | Bi¢n ban - BB
L PTomh 0 . [ iy
{2. | Hop dong HD
13. | Cong dién ) &3
| 14. | Gidy ching nhén .. CN
15. | Gidy uy nhiém ~_IUN
16. | Gily moi GM
17, | Gidy gi6i thicu _ |LGT
I8. | Gidy nghi phép | NP
19. | Gidy di dudng bb
20. | Gidy bi¢n nhan ho s BN
21. | Phiu gti PG
~22. | Phicu chuyén ' PC
Ban sao van ban
1. | Bdn sao y ban chinh 5Y
2. | Ban trich sao TS
3. | Ban sao luc SL




S Phu lue 1T )
BO,TRI CAC THANH PHAN THE THUC VAN BAN
Iren mot trang gidy khé A4: 210 mm x 297 mm)

K ?gam lien tich ¢ &5 12005/UTLL-BNV-V PCP ngay B8,
- Mﬁy&xﬁ&m 2005 ciia Bo Noi vu va Ven phong Chinh phil)
s
20-25 |mm 0
2 1
= T
5b l S5a
10a 9a
10b 12 |
]
: | =
30-35 mm | =
— b _ : -
§ .
Ta j
1))
3 7e |
. L
14 5

20—25}1’1111




Ghi chii:

R by BB

i, T e

9a, 9b
10a
10b
11
12
13
14

Thanh phéan thé thic van ban

Quoc hi¢u

Tén co quan, 6 chic ban hanh vén ban

SO, ky hiéu cta van ban

Dia danh va ngay, thdng, ndm ban hanh van ban
Ten loai va trich yéu ndi dung véin ban

Trich yéu ndi dung cong van hanh chinh

Noi dung van ban

Chiic vu, ho (én va chit ky ctia ngudi ¢é thdm quyén
Didu clia co quan, 6 chic

Noi nhin

Dau chi mac do mat

Dau chi mic do khan

Dau thu hoi va chi dan vé pham vi luu hanh

Chi ddn vé du thao van ban

K¢ hicu ngudi ddnh mdy va s6 luong ban phét hanh
Pia chi co quan, t6 chic; dia chi E-Mail; dia chi Website; s0
dicn thoat, s6 Telex, s0 Fax

o




5 1 oS Phu luc 1108y

TG _\B\(Nl‘ki CAC THANH PHAN THE THUC BAN SAO VAN BAN
L W\ ) (Trén mot trang gidy kho Ad: 210 mm x 297 mm)

ﬂ-tn)b"hcm,e i lion tich s6 55 12005/TTLT-BNV-V PCP ngay 0%,
hj/ ig S nam 2005 ciia Bo Noi vu va Vdn phong Chinlt phi)

‘w&\ﬁﬂ/

?,(LZSFﬂm

20-25/mm

7 1
30-358 mni = ,_3“____"__ 4 ' g
{..n.____a.._..._ i \-’ 4_5 o
o
Y
Sa :
T
5¢
S5h

b4
Ghi chi:
O s0 :  Thanh phén thé thic bin sao
1 Hinh thic sao: “sao y ban chinh”, “trich sao” hoac “sao luc”
2 Tén co quan, t6 chiic sao van ban
3 S6, k¢ hi¢u ban sao |
- Dia danh va ngay, thang, nam sao

A
Lo
LAy
=
;I\

Chuc vu, ho tén va chit ky cta ngudi ¢6 tham quyén
Dau clia co quan, 6 chic

~1 Oy

Noi nhan




