BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
------- Doc lap - Tw do - Hanh phuc

Sé: 01/2011/TT-BNV Ha Noi, ngay 19 thang 01 nam 2011

THONG TU
HUONG DAN THE THU'C VA KY THUAT TRINH BAY VAN BAN HANH CHINH

Cén ctr Nghi dinh s6 48/2008/NP-CP ngay 17 thang 4 ndm 2008 cia Chinh phu quy dinh chirc
nédng, nhiém vu, quyén han va co céu té chirc ctia B6 Noi vu;

Cén ctr Nghi dinh s6 110/2004/ND-CP ngay 08 théng 4 ndm 2004 ctia Chinh phi vé cong tac vén
thu;

Cén ctr Nghi dinh s6 09/2010/NP-CP ngay 08 thang 02 ndm 2010 cda Chinh phu stra dbi, bé
sung Nghi dinh sé 110/2004/NP-CP ngay 08 thang 4 ndm 2004 cta Chinh phi vé céng téc van
thu,

B6 Néi vu huéng dan thé thire va ky thuét trinh bay van ban hanh chinh nhw sau:

Chuong 1.
NHPNG QUY PINH CHUNG
Diéu 1. Pham vi va déi twong ap dung

Théng tv nay hwg’yng dan thé thirc va ki thuat trinh bay van ban hanh chinh va ban sao van ban;
dwoc ap dung doi voi cac co' quan nha nuoc, t6 chire xa hdi, to chirc x& hoi - nghé nghiép, t6
chire kinh té va don vi lwc lwong vii trang nhan dan (sau day goi chung la co quan, té chirc).

Piéu 2. Thé thirc van ban

Thé thirc van ban 14 tap hop cac thanh phan ciu thanh van ban, bao gdm nhirng thanh phan
chung ap dung dbi v&i cac loai van ban va cac thanh phan bd sung trong nhirng trwérng hop cu
thé hodc ddi véi mot sb loai van ban nhéat dinh theo quy dinh tai Khoan 3, Biéu 1 Nghi dinh sé
09/2010/ND-CP ngay 08 thang 02 nam 2010 cGa Chinh pha stra ddi, bd sung Nghi dinh s
110/2004/ND-CP ngay 08 thang 4 nam 2004 ctia Chinh phi vé cdng tac van thw va hwéng dan
tai Thong tw nay.

Diéu 3. Ky thuat trinh bay van ban

Ky thuat trinh bay van ban quy dinh tai Thong tw nay bao gom kho gidy, kiéu trinh bay, dinh 1&
trang van ban, vi tri trinh bay cac thanh phan thé thirc, phong chir, c& chi, kiéu chir va céc chi
tiet trinh bay khac, dwoc ap dung doi véi van ban soan thao trén may vi tinh va in ra giay; van
ban duwoc soan thao bang cac phuong phap hay phuwong tién ky thuat khac hoac van ban dwoc
lam trén glay mau in san; khong &p dung dbi véi van ban dwoc in thanh sach, in trén béo, tap chi
va céc loai 4n pham khac.

Diéu 4. Phéng chir trinh bay vin ban

Phong chi¥ st dung trinh bay van ban trén may vi tinh 1a phéng chi tiéng Viét ctia bd ma ky tw
Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001.

Diéu 5. Kh gidy, kiéu trinh bay, dinh I& trang vian ban va vi tri trinh bay

1. Khé gidy

V&n ban hanh chinh dwoc trinh bay trén khé gidy khd A4 (210 mm x 297 mm).

Cac van ban nhw gidy gioi thiéu, gidy bién nhan ho so, phiéu givi, phiéu chuyén duoc trinh bay
trén kho gidy A5 (148 mm x 210 mm) hod&c trén gidy mau in s&n (khd A5).



2. Kiéu trinh bay

Van ban hanh chinh dwoc trinh bay theo chiéu dai cta trang gidy khd A4 (dinh hwéng ban in
theo chiéu dai).

Trwong hop ndi dyng van ban co6 cac béng‘, biéu nhwng khéng duoc lam thanh cac phu luc riéng
thi van ban co6 thé dwoc trinh bay theo chiéu réng cla trang gidy (dinh hwéng ban in theo chiéu
rong).

3. Dinh 1& trang van ban (dbi v&i khd gidy A4)
Lé& trén: cach mép trén tir 20 - 25 mm;
Lé dwai: cach mép dwdi tir 20 - 25 mm;
Lé trai: cach mép trai tiv 30 - 35 mm;
Lé phai: cach mép phai tir 15 - 20 mm.
4. Vi tri trinh bay céc thanh phén tt]é thirc van ban trén mét trang gidy khd A4 duoc thuc hién
theo so’ d6 bo tri cac thanh phan theé thire van ban kém theo Thong tw nay (Phu luc I1). Vi tri trinh
b@y cac thanh phan thé thirc van ban trén mét trang giay kho A5 dwoc ap dung twong ty theo so
do tai Phu luc trén.
Chwong 2.
THE THU’C VA KY THUAT TRINH BAY VAN BAN
Diéu 6. Quéc hiéu
1. Thé thirc

Quéc hiéu ghi trén van ban bao gdm 2 dong chir: “CONG HOA XA HOI CHU NGHIA VIET
NAM” va “Poc lap - Tw do - Hanh phtc”.

2. Ky thuét trinh bay

Quéc hiéu duoc trinh bay tai 6 sb 1; chiém khoang 1/2 trang gidy theo chiéu ngang, & phia trén,
bén phai.

Dong th& nhat: “CONG HOA XA HQI CHU NGHIA VIET NAM” dwoc trinh bay bang chi in hoa,
c& chiv tir 12 dén 13, kiéu chir dirng, dam;

Dong thv hai: “Déc lap - Tw do - Hanh phic” dwoc trinh bay bang chi in thwéng, ¢& chir tir 13
dén 14 (néu dong th nhéat c& chir 12, thi dong thir hai c& chi¥ 13; néu dong th&r nhat ¢& chir 13,
thi dong thr hai ¢& chir 14), kiéu chi¥ dirng, dam; dwoc d&t canh gitra dwdi dong thi nhét; chiv
cai dau clia cac cum tr dwoc viét hoa, gitra cac cum tlr c6 gach ndi, cé cach chi¥; phia dwéi co
duwong ké ngang, nét lién, cé do dai bang do dai ctia dong chiv (st dung Iénh Draw, khong ding
lénh Underline), cu thé:

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

Hai dong chi¥ trén duwoc trinh bay cach nhau dong don.
Diéu 7. Tén co quan, to chirc ban hanh vin ban
1. Thé thire

Déi v&i cac Bo, co quan ngang Bo, co quan thudc Chinh phd; Van phong Québc héi; Hoi déng
dan toc, cac Uy ban ctia Quéc hdi hodc Hoi ddng nhan dan va Uy ban nhan dan cac cap; Doan
Dai biéu Qudc hdi tinh, thanh phd trwc thudc Trung wong; Tap doan Kinh té nha nwéc, Tong
cong ty 91 khdng ghi co quan chl quan.



Tén co quan, t6 chirc ban hanh vén ban bao gom tén cia co quan, t6 chirc chll quan truc tiép
(néu co) (ddi voi cac to chirc kinh té cd thé la cong ty me) va tén clia co quan, td chirc ban hanh
van ban.

a) Tén cla co quan, td chirc ban hanh van ban phai dwoc ghi day dd hodc duoc viét tit theo quy
dinh tai van ban thanh 1ap, quy dinh chirc ndng nhiém vu, quyén han va co céu té chirc bd may,
phé chuan, cip gidy phép hoat dong hodc céng nhan tw cach phap nhan cta co quan, t6 chirc
c6 thdm quyén, vi du:

BO GIAO THONG VAN TAI TAP POAN DIEN LUC VIET NAM
HOI PONG NHAN DAN UY BAN NHAN DAN
TiNH NGHE AN TiNH THAI NGUYEN

b) Tén cla co quan, té chirc chi quan truc tiép co6 thé viét tit nhivng cum tir théng dung nhw Uy
ban nhan dan (UBND), Hoi dong nhan dan (HDND), Viét Nam (VN), vi du:
UBND TINH QUANG BINH VIEN KHOA HOC XA HOI VN
SO NOI VU VIEN DAN TOC HOC

2. Ky thuét trinh bay

Tén co quan, t chirc ban hanh van ban dwoc trinh bay tai 6 sb 2; chiém khoang 1/2 trang gidy
theo chiéu ngang, & phia trén, bén trai.

Tén co quan, t6 chirc chl quan truc tiép dwoc trinh bay bang chi¥ in hoa, cung c& chi nhw c&
chi clia Qudc hiéu, kiéu chir drng. Néu tén co quan, td chirc chi quan dai, c6 thé trinh bay
thanh nhiéu dong.
Tén co quan, t6 chirc ban hanh van ban trinh bay bang chi in hoa, cung ¢& chi¥ nhw c¢& chir clia
Quéc hiéu, kiéu chi¥ dirng, dam, dwoc dat canh gitra dudi tén co quan, té chirc chl quan; phia
duéi c6 dudng ké ngang, nét lién, co dd dai bang tir 1/3 dén 1/2 do dai cha dong chir va dat can
déi so véi dong chir. Trwdng hop tén co quan, té chirc ban hanh van ban dai c6 thé trinh bay
thanh nhiéu dong, vi du:

BO NOIVU

CUC VAN THV VA LUU TRU
NHA NUGC

Céc dong chir trén dworce trinh bay cadch nhau dong don.
Diéu 8. Sé, ky hiéu ctia van ban

1. Thé thire

a) Sb clia van ban

S0 clia van ban la s6 thi tw dang ky van ban tai van thu cda co' quan, t6 chirc. S clia vén béan
dwoc ghi bang chir s6 A-rap, bat dau tr s6 01 vao ngay dau nam va két thuc vao ngay 31 thang
12 hang nam.

b) Ky hiéu cla van ban
- Ky hiéu ctia van ban c6 tén loai bao gom ch viét tat tén loai van ban theo bang chl viét tat tén
loai van ban va ban sao kem theo Thong tw nay (Phu luc 1) va chir viét tat tén co quan, td chirc

ho&c chirc danh nha nwéc (ap dung déi véi chire danh Cha tich nwéc va Thi twéng Chinh phi)
ban hanh van ban, vi du:

Nghi quyét ctia Chinh pht ban hanh dwoc ghi nhw sau: Sé: .../NQ-CP



Chi thi cia Tha twéng Chinh pht ban hanh dwoc ghi nhw sau: Sé: .../CT-TTg.

Quyét dinh ciia Thwong trwe HOi ddng nhan dan ban hanh dwoc ghi nhw sau: Sé: .../QD-HDND
Bé&o cdo cla cac ban cla Hoi ddng nhan dan duoc ghi nhw sau: Sé .../BC-HDND

- Ky hiéu ctia cong van bao gom chi viét tat tén co' quan, to chirc hodc chirc danh nha nuéc ban
hanh céng van va chtr viét tat tén don vi (vu, phong, ban, bé phan) soan thao hoac chi tri soan
thao cong van do (néu co), vi du:

Cong van cta Chinh phi do Vu Hanh chinh Van phong Chinh pht soan thao: Sé: .../CP-HC.
Cong van ctia Bé Noi vu do Vu T chirc Can bd Bd Noi vu soan thdo: Sé: .../BNV-TCCB

C6ng van cta Hoi ddng nhan dan tinh do Ban Kinh té Ngan sach soan thao: Sé: ..../HDND-KTNS
Cong van cta Uy ban nhan dan tinh do t6 chuyén vién (hoac thw ky) theo di linh vc van héa -
xa hoi soan thao: Sé: .../UBND-VX

Coéng van cta S& Noi vu tinh do Van phong S& soan thdo: Sé: .../SNV-VP

Trwong hop céac Hoi dong, céc Ban tw vén clia co quan dwoc st dung con dau cla co quan dé
ban hanh van ban va Hoi déng, Ban duoc ghi la “co quan” ban hanh van ban thi phai lay sb cla

Hoi dbng, Ban, vi du Quyét dinh sb 01 cGa Héi déng thi tuyén céng chire Bo Noi vu dworc trinh
bay nhw sau:

BO NOI VU
HOI DONG THI TUYEN CONG CHUC

Sé: 01/Qb-HBTTCC

Viéc ghi ky hiéu cong van do UBND cép huyén, cdp xa ban hanh bao gém chi viét tat tén co
quan, t6 chirc ban hanh céng van va chi viét tat tén linh ve (cac linh vwe dwoc quy dinh tai Muc
2, Muc 3, Chuwong IV, Luat TS chirc Hoi ddng nhan dan va Uy ban nhan dan ndm 2003) duorc gidi
quyét trong cong van.

Chir viét tat tén co' quan, t6 chirc va cac don vi trong mbi co' quan, t6 chirc hodc Iinh vure (doi voi
UBND cép huyén, cép xa) do co quan, t6 chirc quy dinh cu thé, bao dam ngan gon, dé hiéu.

2. Ky thuét trinh bay

S, ky hiéu cha van ban dwoc trinh bay tai 6 sé 3, dwoc dat canh gitra dwéi tén co quan, t6 chirc
ban hanh van ban.

Tw “Sé” dwoec trinh bay bang chir in thwo’ng, ky hiéu bang chi in hoa, ccr ch 13, kiéu chiy dwng,
sau tir “S8” ¢4 dau hai chdm; v&i nhitng s6 nhd hon 10 phai ghl thém sb 0 phia trwéc; guya sb va
ky hiéu van ban c6 dau gach chéo (/), gitra cac nhédm chiy viét tat ky hiéu van ban c6 diu gach
ndi (-) khdng cach chiy, vi du:

S6: 15/QD-HBND (Quyét dinh ctia Thuéng trwc Hoi ddng nhan dan);

S6: 19/HDND-KTNS (Coéng van cla Thuong trwc Hoi ddng nhan dan do Ban Kinh té ngan sach
soan thao);

Sé: 23/BC-BNV (B4o céo clia Bo Noi vu);

S6: 234/SYT-VP (Céng van cta S& Y té do Van phong soan thao).
Diéu 9. Pia danh va ngay, thang, nam ban hanh van ban

1. Thé thirc

a) bia danh ghi trén van ban la tén goi chinh thirc cda don vi hanh chinh (tén riéng cua tinh,
thanh phd trwc thudc Trung wong; huyén, quan, thi x&, thanh phé thudc tinh; x&, phwong, thi tran)



noi co' quan, t chirc dong tru s&; doi voi nhikng don vi hanh chinh dwoc dat tén theo tén nguoi,
bang chir s& hodc sw kién lich st thi phai ghi tén goi day di cGa don vi hanh chinh dé, cu thé
nhw sau:

- Dia danh ghi trén vén ban clia cac co quan, td chirc Trung wong 1a tén cla tinh, thanh phé trwc
thuéc Trung wong noi co quan, to chirc déng tru sé, vi du:

Van ban ctia B Cong Thuong, cia Cong ty Dién lwc 1 thudc Tap doan Dién lwc Viét Nam (cé tru
s& tai thanh phd Ha Noi): Ha Noi,

Van ban clia Trwong Cao dédng Quan tri kinh doanh thudc Bé Tai chinh (cé tru sé tai thi trAn Nhuw
Quynh, huyén My Van, tinh Hwng Yén): Hung Yén,

Van ban ,cCJa Vién Hai dwong hoc thuéc Vién Khoa hoc va Coéng nghé Viét Nam (co tru s& tai
thanh pho Nha Trang, tinh Khanh Hoa): Khanh Hoa,

Van ban ctia Cuc Thué tinh Binh Duong thudc Tong cuc Thué (cé tru s& tai thi xa Tha Dau Mét,
tinh Binh Dwong): Binh Duwong,

- Bia danh ghi trén van ban cla cac co quan, té chirc cép tinh:

+ Dbi v&i cac thanh phd truc thudc Trung wong: la tén cda thanh phé trwc thudc Trung wong, vi
du:

Van ban clia Uy ban nhan dan thanh ph6 Ha Noi va clia cac s&, ban, nganh thudc thanh phd: Ha
Néi, ctia Uy ban nhan dan thanh phé H6 Chi Minh va ctia cac s&, ban, nganh thudc thanh phé:
Thanh phé H6 Chi Minh,

+ Dbi v&i cac tinh 1a tén cla tinh, vi du:

Van ban c;Cla Uy ban nhan dan tinh Hai Duwong va cla cac sé, ban, nganh thuéc tinh (c6 tru sé tai
thanh phé Hai Dwong, tinh Hai Dwong): Hai Duong, cia Uy ban nhan dan tinh Quang Ninh va
clia cac so, ban, nganh thudc tinh (co tru s& tai thanh phd Ha Long, tinh Quang Ninh): Quéng
Ninh, cf@ Uy ban nhan dan tinh Lam Dong va clia cac s&, ban, nganh thuéc tinh (cé tru sé tai
thanh phé Da Lat, tinh Lam Déng): L&dm Bdng,

Trwong hop dia danh ghi trén van ban clia co quan thanh phé thudc tinh ma tén thanh phd tring
véi tén tinh thi ghi thém hai ch thanh phé (TP.), vi du:

Van ban cta Uy ban nhan dan thanh phd Ha Tinh (tinh Ha Tinh) va cla cac phong, ban thudc
thanh phé: TP. Ha Tinh,

- Dia danh ghi trén van ban cla cac co quan, té chirc cAp huyén la tén cla huyén, quan, thi xa,
thanh pho thudc tinh, vi du:

Van ban cta Uy ban nhan dan huyén Séc Son (thanh phé Ha Nbéi) va clia cac phong, ban thudc
huyén: Séc Son,

Van ban ctia Uy ban nhan dan quan Go Vap (thanh pho Ho Chi Minh), clia cac phong, ban thudc
quan: Go Vap,

Van ban cta Uy ban nhan dan thj xa Ba Ria (tinh Ba Ria-Viing Tau) va cta cac phong, ban thudc
thi xa: Ba Ria,

- Dia danh ghi trén van ban ctia Hoi dong nhan dan, Uy ban nhan déan va cla céc t6 chirc cap xa
la tén cla xa, phwong, thi tran do, vi du:

Van ban cta Uy ban nhan dan x& Kim Lién (huyén Nam Dan, tinh Nghé An): Kim Lién,

Van ban cta Uy ban nhan dan phudng Dién Bién Phi (quan Ba Dinh, TP. Ha Néi): Phuong Dién
Bién Pha,

- Dia danh ghi trén van ban cla cac co quan, t6 chirc va don vi vii trang nhan dan thudc pham vi
quan ly cia B6 Cong an, B6 Quodc phong dwoc thwe hién theo quy dinh clda phap luat va quy



dinh cu thé ctia B6 Cong an, B6 Québc phong.
b) Ngay, thang, ndm ban hanh van ban
Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban dwgc ban hanh.

Ngay, thang, nam ban hanh van ban phai dwoc viét day du; cac s chi ngay, thang, nam dung
chir sé6 A-rap; déi véi nhirng sb chi ngay nhé hon 10 va thang 1, 2 phai ghi thém sb 0 & truérc, cu
thé:

Thanh phé H6 Chi Minh, ngay 05 thang 02 ndm 2009
Quén 1, ngay 10 thang 02 ndm 2010
2. Ky thuét trinh bay

bia danh va ngay, thang, nam ban hanh van ban dwoc trinh b?y trén cjtmg mot dong vai sb, ky
hiéu van ban, tai 6 s6 4, bang chl in thuong, c& chi tir 13 dén 14, kiéu chir nghiéng; cac chir
cai dau cla dia danh phai viet hoa; sau dia danh c6 dau phay; dia danh va ngay, thang, nam
dwoc dat canh gitra dwdi Quoc hiéu.

Diéu 10. Tén loai va trich yéu ndi dung ctia van ban

1. Thé thirc

Tén loai van ban |a tén cla tirng loai van ban do co quan, t6 chirc ban hanh. Khi ban hanh van
ban déu phai ghi tén loai, trir cong van.

Trich yéu ndi dung cla van ban 1a mot cau ngén gon hodc mét cum tlr phdn anh khai quat noi
dung chu yéu cuta van ban.

2. Ky thuéat trinh bay

Tén loai va trich yéu néi dung cta céc]oai van ban c6 ghi tén loai dwoc trinh bay tai 6 sé 5a; tén
loai van ban (nghi quyét, quyét dinh, ké hoach, bao céo, to trinh va cac loai van ban khac) dugc
dat canh gitra bang ch in hoa, c& chir 14, kiéu‘chCP ding, dam; trich yéu nédi QUng van ban
dwoc dat canh gilra, ngay dwéi tén loai van ban, bér)g chi in thu’c‘rn‘g, c® chiv 14,, kieu chir dirng,
dam; bén dwai trich yéu c6 dwong ké ngang, nét lien, cé do dai bang twr 1/3 dén 1/2 d6 dai cla
dong chir va dat can ddi so v&i dong chir, vi du:

QUYET PINH
Vé viéc diéu dong can bd

Trich yéu noi dung cong vén duoc trinh bay tai 6 s6 5b, sau chl “V/V” béng chi in thwong, c&
ch tir 12 dén 13, kiéu chir dirng; dwoc dat canh gitra dwdi sb va ky hiéu van ban, cach dong 6pt
v&i b va ky hiéu van ban, vi du:

S6: 72/VTLTNN-NVDP

V/v ké hoach kiém tra cong tac
van thw, lwu trir nam 2009

Diéu 11. Néi dung van ban

1. Thé thirc

a) N6i dung van ban |a thanh phan chi yéu cia van ban.

Noi dung van ban phéi bdo ddm nhirng yéu cau co ban sau:

- Phu hop véi hinh thire van ban dwoc st dung;

- Phu hop véi duweng 16i, chi trwong, chinh sach ctia Bang; phu hop véi quy dinh cla phap luat;

- Puwoc trinh bay ngén gon, ré rang, chinh xac;



- S dung ngdn ngir viét, cach dién dat don gian, dé hiéu;

- Dung tir nglr tiéng Viét Nam phd thong (khong diing tir nglr dia phurong va tlr nglr nwé'c ngoai
néu khéng thuc sw can thiét). Bbi véi thuat ngl chuyén mén can xac dinh rd ndi dung thi phai
dworc giai thich trong van ban;

- Chi dwoc viét tat nhirng t, cum tir thong dung, nhirng tr thudc ngon ngi tiéng Viét dé hiéu.
DP&i v&i nhirng tlr, cum t» dwoc st dung nhiéu 1an trong van ban thi co6 thé viét tat, nhung cac
chiv viét t&t 1an dau cda tlr, cum tlr phai dwoc dat trong ddu ngodc don ngay sau tir, cum tir do;

- Khi vién dan 14n dau van ban cd lién quan, phai ghi day da tén loai, sb, ky hiéu van ban, ngay,
thang, ndm ban hanh van ban, tén co quan, t6 chirc ban hanh van ban, trich yéu néi dung van
ban (d6i v&i luat va phap 1énh chi ghi tén loai va tén cla luat, phap 1énh), vi du: “... dwoc quy
dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cta Chinh phi vé codng tac van
thuw”; trong céac lan vién dan tiép theo, chi ghi tén loai va sé, ky hiéu cla van ban do;

- Viét hoa trong van ban hanh chinh dwoc thuc hién theo Phu luc VI - Quy dinh viét hoa trong van
ban hanh chinh.

b) Bb cuc cla van ban

Tuy theo thé loai va ndi dung, van ban cé thé c6 phan cén c phap Iy dé ban hanh, phan mé dau
va co thé duoc bd cuc theo phan, chuong, muc, diéu, khoan, diém hodc dwoc phan chia thanh
cac phan, muc tir I&n dén nhé theo moét trinh tw nhat dinh, cu thé:

- Nghi quyét (ca biét): theo diéu, khoan, diém hoéc theo khoan, diém;

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

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

- Céc hinh thirc van ban hanh chinh khac: theo phan, muc, khoan, diém hodc theo khoan, diém.
Déi v&i cac hinh thirc van ban duoc bd cuc theo phan, chwong, muc, diéu thi phan, chwong,
muc, diéu phai co tiéu de.

2. Ky thuét trinh bay

Noi dung van ban dwoc trinh bay tai 6 sb 6.

Phan noi dung (ban van) duoc trinh bay bang chi in thuéng (dwoc dan déu ca hai 18), kiéu chiv
ding; c& ch tr 13 dén 14 (phan 1&i van trong mét van ban phai dung cung mét c& chiv); khi
xubng dong, chir dau dong phai phai IUi vao tr 1cm dén 1,27cm (1 default tab); khoang cach
gitra cac doan van (paragraph) dat téi thiéu 1a 6pt; khoang cach gitra cac dong hay cach dong
(line spacing) chon téi thiéu tir cach dong don (single line spacing) hodc tir 15pt (exactly line
spacing) tré 1&n; khoang cach tbi da gitra cac dong la 1,5 dong (1,5 lines).

Boi voi nhirng van ban ¢ phan can ct phap ly dé ban hanh thi sau mdi can ¢ phai xudng dong,
cudi dong c6 dau “chadm phay”, riéng can cr cubi cung két thuc bang dau “phay’.

Trwong hop ndi dung van ban dwoc bd cuc theo phan, chuong, muc, diéu, khoan, diém thi trinh
bay nhw sau:

- Phan, chwong: T& “Phan”, “Chwong” va sbé thi tw ctia phan, chwong dwoc trinh bay trén mot
dong riéng, canh gitra, bang chi in thuweng, c& chiv tir 13 dén 14, kiéu chi ding, dam. Sé thir tw
cla phan, chwong dung chir sé La Ma. Tiéu dé (tén) cla phan, chuwong dwoc trinh bay ngay
dwéi, canh gitra, bang chi in hoa, c& chir tr 13 dén 14, kiéu chir dirng, dam;

- Muc: Tt “Muc” va sé thi tw cla muc dwoc trinh bay trép mét dong riéng, canh gilra, pépg chiv
in thwong, c& chiv tr 13 dén 14, kiéu chir ding, dam. 86‘ thr tw clia muc dung chi so A’- rap.
Tiéu dé cha muc dwoc trinh bay ngay dwéi, canh gilra, bang ch in hoa, c& chi t 12 dén 13,



kiéu chir dirng, dam;

- Diéu: Tl “Dieu”, s6 thi t va tiéu dé clia diéu dugc trinh bay bang chl in thuong, cach 1€ trai 1
default tab,‘sé tht tw cta diéu gUng chir sO A-rap, sau sO thi tw c6 dau cham; c& chir bang c&
chir ciia phan I&i van (13-14), kiéu chir dirng, dam;

- Khoan: Sé thir tw cac khoan trong mdi muc dung chir sb A-rap, sau sbé thir tw cé dau chdm, c&
chi¥ s6 bang c& chir clia phan 1i van (13-14), kiéu chir drng; néu khodn co tiéu dé, sé thi tu va
tiéu dé ctia khodn dwoc trinh bay trén mot dong riéng, bang chi in thwdng, ¢& chi¥ bang c& chiy
clia phan |oi van (13-14), kiéu chi dng;

- Biém: Thir tw cac diém trong mbi khodn ding cac chlr cai tiéng Viét theo th(r tw abc, sau co dau
déng ngodc don, bang chir in thwdng, c& chir bang c¢& chir cla phan 1o van (13-14), kiéu chiy
ding.

Trwong hop ndi dung van ban dwoc phan chia thanh cac phan, muc, khodn, diém thi trinh bay
nhw sau:

- Phan (néu co): Tl “Phan” va sb thlr tw clia phan dwoc trinh bay trén mét dong riéng, canh gitra,
bang chir in thuwdng, c& chiv tv 13 dén 14, kiéu chir dirng, dam; sbé thr tw ciia phan dung chi s
La M4. Tiéu dé clGa phan dwoc trinh bay ngay duwéi, canh gitra, bang chi in hoa, c& chi tir 13
dén 14, kiéu chir dirng, dam;

- Myc: S0 thtr tw cac muc diing chir s6 La M4, sau c6 dau cham va duoc trinh bay cach 18 trai 1
default tab; tiéu dé ctia muc duwoc trinh bay cung mét hang véi sb thr tw, béng chi in hoa, c&
ch tir 13 dén 14, kiéu chir ding, dam;

- Khoan: Sé thir tw cac khoan trong mdi muc dung chir sb A-rap, sau sbé thir tw cé dau chdm, c&
chi¥ s6 bang c& chir clia phan 1i van (13-14), kiéu chir dirng; néu khodn co tiéu dé, sé thi tu va
tiéu dé ctia khodn dwoc trinh bay trén mot dong riéng, bang chi in thwdng, ¢& chi¥ bang c& chir
clia phan 1i van (13-14), kiéu chir dirng, dam;

- Diém trinh bay nhu trwdng hop ndi dung van ban dwoc b cuc theo phan, chuwong, muc, diéu,
khoan, diém.

Diéu 12. Quyén han, chirc vy, ho tén va chir ky ctia ngwi cé thdm quyén
1. Thé thtrec
a) Viéc ghi quyén han clia nguoi ky dwoc thwe hién nhw sau:
- Trwdng hop ky thay mat tap thé thi phai ghi chiv viét tit “TM.” (thay mat) vao truwdc tén tap thé
lanh dao hoac tén co quan, td (A)hl:I’C,AVI' du: . . i
TM. HOI PONG NHAN DAN TM. DPOAN PAI BIEU QUOC HOI
- Trwdng hop ky thay nguoi dirng dau co quan, t6 chire thi phai ghi chir viét tat “KT.” (ky thay)
vao trwwéc chlrc vu cla nguwdi dirng dau, vi du:

KT. CHU TICH KT. BO TRUONG
PHO CHU TICH THU TRUONG

Trworng hop cip phoé dugc giao phu trach thi thwe hién nhw clp phé ky thay cép trwédng;
- Trwdng hop ky thu? lénh thi phai ghi chiy viét tat “TL.” (thira I&énh) vao trwéc chire vu clia ngudi
dirng dau co quan, té chire, vi du:

TL. BO TRUONG TL. CHU TICH
VU TRUONG VU TO CHU'C CAN BO CHANH VAN PHONG

- Trwong hop ky thira Gy quyén thi phai ghi chi viét tat “TUQ.” (thtra Gy quyén) vao tredc chire
vu clia ngwoi dirng dau co quan, to chirc, vi du:

TUuQ. GIAM bOC
TRUONG PHONG TO CHU'C CAN BO



b) Chirc vu clia ngudi ky

Churc vu ghi trén van ban 1a chirc vu 1anh dao chinh thirc clia ngwdi ky van ban trong co' quan, t6
chire; chi ghi chire vu nhw B trwdng (Bo trwdng, Chd nhiém), Thir trwedng, Cha tich, Phé Cha
tich, Giam déc, Pho Giam déc, Q. Giam dbc (Quyén Giam déc) v.v..., khéng ghi nhirng chirc vu
ma Nha nuéc khdng quy dinh nhu: cdp phé thwdng trwe, cip pho phu trach, v.v...; khéng ghi lai
tén co quan, t6 chirc, triy cac van ban lién tich, van ban do hai hay nhiéu co quan, té chirc ban
hanh; viéc ky thira 1énh, ky thira Gy quyén do cac co quan, t6 chirc quy dinh cu thé bang van
ban.

Chtc danh ghi trén van ban do céac td chirc tw van (khong thudc co clu td chirc clia co quan
dwoc quy dinh tai quyét dinh thanh 1ap; quyét dinh quy dinh chirc ndng, nhiém vu, co ciu tb chirc
clia co' quan) ban hanh la chirc danh Ianh dao cla ngudi ky van ban trong ban hodc hoi déng.
DPbi v&i nhivng ban, hdi ddng khéng dwoc phép sir dung con déu cla co quan, té chirc thi chi ghi
chirc danh ctia ngudi ky van ban trong ban hodc hoi dong, khéng duoc ghi chirc vu trong co
quan, té chirc.

Chtc vu (Chirc danh) cia ngwdi ky van ban do hodi ddng hodc ban chi dao cia Nha nuwéc ban
hanh ma lanh dao B¢ Xay dwng lam Trwdng ban hodc Phé Trwdng ban, Chu tich hodc Pho Chu
tich H6i dong dwoc ghi nhw sau, vi du:

TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, du cta Bo Xay dung) (Chir ky, du cua Bo Xay dung)
BO TRUONG BO XAY DUNG THU TRUONG BO XAY DUNG
Nguyén Van A Tran Van B

Chtre vu (Chirc danh) cda ngudi ky van ban do hoi dbng hodc ban cta B6 Xay dwng ban hanh
ma Th trwdng B6 Xay dwng lam Chu tigh Hoi dong hoac Trwdng ban, lanh dao cac Cuc, Vu
thuéc Bo Xay dwng lam Phoé Chd tich H6i dong hodc Pho Trwdng ban dwgc ghi nhw sau, vi du:

TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, du cta Bo Xay dung) (Chir ky, ddu cua Bo Xay dung)
THU TRUONG VU TRUONG VU TO CHU'C CAN BO
Tran Van B Lé Van C

c) Ho tén bao gdém ho, tén dém (néu cd) va tén clia ngudi ky van ban

Dbi v&i van ban hanh chinh, trwéc ho tén cla nguwdi ky, khéng ghi hoc ham, hoc vi va cac danh
hiéu danh dy khac. DGi v&i van ban giao dich; van ban cla cac to chirc sy nghiép gido duc, y té,
khoa hoc hodac Iwc lwgng vi trang dwoc ghi thém hoc ham, hoc vi, quan ham.

2. Ky thuét trinh bay

Quyén han, chL'Pg: vu clia nguoi I§y QUJQ’C t‘r‘lnh bay tai & sb 7a; chirc vu khac clia ngudi k)’( duoc
trinh bay tai 6 sO 7b; cac chir viét tat quyén han nhuw: “TM.”, “KT.”, TL “TL}Q.” hodac quyén han
va chirc vu clia nguoi ky dwere trinh bay chir in hoa, c& chiv tir 13 dén 14, kiéu chir dirng, dam.

Ho tén cta nguoi ky van ban dugc trinh bay tai 6 s6 7b; bang chi in thwong, c& chi tir 13 dén
14, kiéu chir dirng, dam, dwgc dat canh gilra so v&i quyén han, chire vu clia ngwoi ky.

Chi ky cGia ngudi cé thdm quyén dwoc trinh bay tai 6 s 7c.
Piéu 13. Dau cta co quan, td chirc

1. Viéc dong dau trén van ban duoc thuc hién theo quy dinh tai Khodn 2 va Khoan 3 Diéu 26



Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cla Chinh phi vé cong tac van thw va
quy dinh cla phap luat c6 lién quan; viéc déng d4u giap lai di véi van ban, tai liéu chuyén nganh
va phu luc kém theo dwoc thwc hién theo quy dinh tai Khoan 4 Diéu 26 Nghi dinh sbé
110/2004/ND-CP.

2. Dau clia co quan, t chirc dugc trinh bay tai 6 s0 8; dau giap lai duwgc dong vao khoang gita
mép phai clia van ban hodc phu luc van ban, trum Ién mét phan cac t& giay; moi dau déng t6i da
05 trang van ban.

Diéu 14. Noi nhan
1. Thé thire

Nei nhan xac dinh nhirng co' quan, tb Chl.’JiC, C’TO’n vi va ca nhan ’nhén van bép va cé,tréch nhiém
nhw dé& xem xét, gidi quyét; dé thi hanh; dé kiém tra, giam sat; dé bao céo; dé trao dbi cong viéc;
dé biét va dé lwu.

Noi nhan phai dwoc xac dinh cu thé trong van ban. Can ct quy dinh cla phap luat; c&n ct chirc
nang, nhiém vu, quyén han cla co quan, té chirc va quan hé cong tac; can clr yéu cau giai quyét
cong viéc, don vi hodc c& nhan soan thao hodc chi tri soan thdo cé trach nhiém dé xuét nhirng
co' quan, tb chire, don vi va ca nhan nhan van ban trinh ngwoi ky van ban quyét dinh.

D&i v&i van ban chi gvi cho moét sb déi twong cu thé thi phai ghi tén tirng co' quan, térchL'PC, ca
nhan nhan van ban; dbi v&i van ban dwoc glri cho mét hodc mét sé nhém déi twong nhét dinh thi
noi nhan dwoc ghi chung, vi du:

- Cac B9, co quan ngang B, co quan thuéc Chinh phu;

- Uy ban nhan dan céc tinh, thanh phd truc thudc Trung wong;

DP&i v&i nhivng van ban cé ghi tén loai, noi nhan bao gébm tir “Noi nhan” va phan liét ké cac co
quan, to chirc, don vi va ca nhan nhan van ban.

Déi v&i cong van hanh chinh, noi nhan bao gébm hai phan:

- Phan thir nhat bao gém tir “Kinh gii”, sau d6 la tén cac co quan, té chirc hodc don vi, ca nhan
trwe tiép gidi quyét cong viéc;

- Phan thi hai bao gém tir “Noi nhan”, phia duai la tir “Nhuw trén”, tiép theo | tén cac co quan, td
chirc, don vi va ca nhan co lién quan khac nhan van ban.

2. Ky thuét trinh bay
Noi nhan duoc trinh bay tai 6 sb 9a va 9b.
Phan noi nhan tai 6 s 9a duoc trinh bay nhw sau:

- Tt “Kinh gi” va tén céac co quan, t§) chirc hodc ca nhan nhan van ban duoc trinh bay bang
ch in thwdng, c& chir tr 13 dén 14, kiéu chir dirng;

- Sau t& “Kinh gi” c6 dau hai chdm; néu cong van givi cho mét co quan, td chirc hodc moét ca
nhan thi t& “Kinh g’ va tén co quan, td chirc hodc ca nhan duoc trinh bay trén cing mét dong;
trwdng hop céng van glri cho hai co quan, t& chirc hodc ca nhan tré 1&n thi xudng dong; t&n méi
co quan, t6 chirc, ca nhan hodc méi nhém co quan, té chirc, ca nhan dwoc trinh bay trén mot
dong riéng, dau dong c6 gach dau dong, cudi dong cé dau chadm phay, cubi dong cudi ciing c6
dau chdm; cac gach dau dong dwoc trinh bay thang hang véi nhau dwéi dau hai chadm.

Phan noi nhan tai 6 s6 9b (ap dung chung déi v&i cong van hanh chinh va céc loai van ban khac)
dwoc trinh bay nhuw sau:

- T “Noi nhan” dwoc trinh bay trén mét dong riéng (ngang hang véi dong chi “quyén han, chirc
vu cla ngudi ky” va sat 1é trai), sau c6 dau hai chdm, bang chi in thuwdng, c& chi 12, kiéu chiy
nghiéng, dam;



- Phan liét k& cac co quan, té chirc, don vi va ca nhan nhan van ban dwoc trinh bay bang chi in
thwdng, ¢& chiv 11, kiéu chi¥ ding; tén mdi co quan, tb chive, don vi va ca nhan hodc méi nhém
co quan, t6 chir, do’n vi nhan van ban dwgc trinh bay trén mot dong riéng, dau dong c6 gach
dau dong sat |é trai, cubi dong cé diu cham phau; riéng dong cudi cling bao gém chi “Lwu” sau
c6 dau hai chdm, tiép theo 1a chiy viét tat “VT” (Van thw co quan, té chirc), dau phay, chiy viét tat
tén don vi (hodc bd phan) soan thdo van ban va sb lwong ban lwu (chi trong trwéng hop can
thiét), cudi cung l1a d4u cham.

Piéu 15. Cac thanh phan khac
1. Thé thtrc
a) D4u chi mrc d6 mat

Viéc xac dinh va dong dau d6 mat (tuyét mat, tbi mat hoac mat), dau thu hoi dbi véi van ban cod
n6i dung bi mat nha nwéc dwoc thye hién theo quy dinh tai Diéu 5, 6, 7, 8 clia Phap 1énh Bao vé
bi mat nha nwéc nam 2000.

b) D4u chi mirc d6 khan

Tuy theo m&rc dd can dwoc chuyén phat nhanh, van ban dwoc xac dinh d6 khan th;ao b@’n murc
sau: khan, thwong khan, héa tbc, hda téc hen gio; khi soan thdo van ban co tinh chat khan, don
vi hodc ca nhan soan thdo van ban dé xuét mirc d6 khan trinh ngudi ky van ban quyét dinh.

c) Bbi v&i nhirng van ban cé pham vi, déi twong duwoc phd bién, st dung han ché, sv dung céac
chi dan vé pham vi lwu hanh nhw “TRA LAl SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LAI”,
“LLPU HANH NOI BO”.

d) Bbi v&i cong van, ngoai cac thanh phan dwoc quy dinh c6 thé bé sung dia chi co quan, tb
chire; dia chi thw dién t& (E-Mail); sb dién thoai, sé Telex, sb Fax; dia chi trang thong tin dién to
(Website).

d) Boi véi nhirng van ban can duoc quan Iy chat ché vé s6 lugng ban phét hanh phai cé ky higu
ngwoi danh may va so lwgng ban phat hanh.

e) Trwdng hop van ban cé phu luc kém theo thi trong van ban phai cé chi dan vé phu luc do. Phg
luc van ban phai cé tiéu dé&; van ban cé t hai phu luc tré 1&n thi cac phu luc phai dwoc danh sb
th& tw bang chir s6 La Ma.

g) Vé&n ban cé hai trang tré 1&n thi phai danh sb trang bang chir sé A-rap.

2. Ky thuét trinh bay

a) D4u chi mérc d6 mat

Con dau cac dd mat (TUYET MAT, TOI MAT hoac MAT) va dau thu hdi dwoc khac sdn theo quy
dinh tai Muc 2 Thong tw sb 12/2002/TT-BCA ngay 13 théng 9 ndm 2002 hwéng dan thuwc hién
Nghi dinh s6 33/2002/ND-CP clGa Chinh pha quy din,h chi tié,t thi hér]h Phap Iénh Bao vé ,b|' mat
nha nwdc nam 2000. DAu d6 mat dwoc déng vao 6 sb 10a, d4u thu héi dworc dong vao 6 sb 11.
b) D4u chi mirc d6 khan

Con dau cac dd khan dwoc khac sén hinh chir nhat cé kich thwdc 30mm x 8mm, 40mm x 8mm
va 20mm x 8mm, trén d6 cac tr “KHAN”, “THUONG KHAN”, “HOA TOC” va “HOA TOC HEN
GIO” trinh bay bang ch in hoa, phéng chir Times New Roman c& chir tr 13 dén 14, kiéu chiv
dirng, dam va d&t can dbi trong khung hinh chi nhat vién don. Dau d6 khan dwoc déng vao 6 sb
10b. Muwc dé dong dau do khan dung mau dé twoi.

c) Céac chi dan vé pham vi lwu hanh

Céc chi dan vé pham vi lvu hanh trinh bay tai 6 s6 11; cac cum t& “TRA LAl SAU KHI HOP (HOI
NGHI)”, “XEM XONG TRA LAI", “LL’U HANH NOI BO” trinh bay can déi trong mét khung hinh



chi¥ nhat vién don, bang chir in hoa, phéng chir Times New Roman, ¢& chir 13 dén 14, kiéu chiy
ding, dam.

d) Dia chi co quan, td chirc; dia chi thw dién tir (E-Mail); sé dién thoai, sb Telex, sé Fax; dia chi
Trang thong tin dién t&r (Website).

Céac thanh phan nay dugc trinh bay tai 6 s0 14 trang th(r nhat clia vén ban, bang chir in thuong,
c& chir tr 11 dén 12, kieu chir dirng, dwdi mot dwong ké nét lien kéo dai hét chiéu ngang cua
vung trinh bay van ban.

d) Ky hiéu ngwei danh may va sé lwong ban phat hanh

Buoc trinh bay tai 6 s6 13; ky hiéu bang chi in hoa, s0 lvong ban bang ch s6 A-rap, c& chir 11,
kieu chir dirng.

e) Phu luc van ban

Phu luc van ban dwoc trinh bay trén cac trar]g riéng; t “Phu luc” va sé thir tuj cla phu luc dwoc
trinh bay thanh mét dong riéng, canh gilra, bang chi in thwong, ¢ chir 14, kieu chir dirng, dam;
tén phu luc dwoc trinh bay canh gilra, bang chi¥ in hoa, c& chir tir 13 dén 14, kiéu chir dirng,
dam.

g) Sé trang van ban

S6 trang duwoc trinh bay tai géc phéi & cudi trang gidy (phan footer) bang chir s6 A-rap, c& chir
13-14, kieu chir dirng, khéng danh so trang thr nhat. So trang clia phu luc dwgc danh so riéng
theo tirng phu luc.

MAu chi va chi tiét trinh bay cac thanh phan thé thirc van ban dwoc minh hoa tai Phu luc IV kém
theo Théng tw nay.

Mau trinh bay mot sb loai van ban hanh chinh dwoc minh hoa tai Phu luc V kém theo Théng tw
nay.

Chwong 3.
THE THU’C VA KY THUAT TRINH BAY BAN SAO
Diéu 16. Thé thirc ban sao
Thé thirc ban sao bao gébm:
1. Hinh th&c sao
“SAO Y BAN CHINH” hoac “TRICH SAQO” hoac “SAO LUC”.
2. Tén co quan, t6 chirc sao van ban

3. Sb, ky hiéu ban sao bao gdm sb thr tw dang ky dwoc danh chung cho céc loai ban sao do co
quan, t6 chirc thuc hién va chir viét tét tén loai ban sao theo Bang chir viét tit tén loai van ban va
ban sao kém theo Théng tw nay (Phu luc I). Sé dwoc ghi bang chir s6 A-rap, bat dau tir sb 01
vao ngay dau nam va két thic vao ngay 31 thang 12 hang nam.

4, Cac thanh phan thé thirc khac ciia ban sao van ban gom dla danh va ngay, thang, nam sao;
quyén han, chtrc vu, ho tén va chi ky clia ngudi cé thdm quyén; diu ctia co quan, td chirc sao
van ban va noi nhan dwoc thue hién theo hwéng dan tai Diéu 9, 12, 13 va 14 cta Thong tw nay.

Diéu 17. Ky thuat trinh bay
1. Vi tri trinh bay cac thanh phan thé thirc ban sao (trén trang gidy khé A4)

Thuc hién theo so dd bé tri cac thanh phan thé thirc ban sao kém theo Théng tw nay (Phu luc
Iy,

Cac thanh phan thé thirc ban sao dwoc trinh bay trén cling mét t& gidy, ngay sau phan cudi ciing



clia van ban can sao dwoc photocopy, dwdi mét dudng ké nét lién, kéo dai hét chidu ngang cla
vung trinh bay van ban.

2. Ky thuat trinh bay ban sao

a) Cum tlr “SAO Y BAN CHINH”, “TRi(;H SAQ” hodc “SAO LUC” duoc trinh bay tai & s6 1 (Phu
luc Ill) bang chi¥ in hoa, c& chir tir 13 dén 14, kiéu chir dirng, dam.

b) Tén co quan, t6 chirc sao van ban (tai 6 sb 2); sb, ky hiéu ban sao (tai 6 sé 3); dia danh va
ngay, thang, ndm sao (tai 6 sé 4); chirc vu, ho tén va chi ky cla nguwdi cé thAm quyén (tai 6 sb
5a, 5b va 5c¢); dau cla co quan, té chirc sao van ban (tai 6 sb 6); noi nhan (tai 6 sb 7) dwoc trinh
bay theo hwéng dan trinh bay cac thanh phan thé thic tai Phu luc |11

MAu chi va chi tiét trinh bay cac thanh phan thé thirc ban sao dwoc minh hoa tai Phu luc IV; mau
trinh bay ban sao dwoc minh hoa tai Phu luc V kém theo Théng tw nay.

Chwong 4.

TO CHUC THUC HIEN
Diéu 18. Piéu khoan thi hanh
Théng tw nay c6 hiéu lwc sau 45 ngay ké tir ngay ky.

Nhirng quy dinh vé thé thirc va ky thuat trinh bay van ban hanh chinh va ban sao van ban dugc
quy dinh tai Théng tw lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nam 2005 cua B
Noi vu va Van phong Chinh pht huwéng dan thé thire va ky thuat trinh bay van ban hanh chinh
trai véi Thong tw nay bi bai bé.

Diéu 19. T6 chirc thwe hién

Bd, co quan ngang B, co quan thuéc Chinh pha, Uy ban nhan dan céc tinh, thanh phé truc
thudc Trung wong, Tap doan kinh té nha nwéc, Toéng cong ty nha nwéc (91) chiu trach nhiém td
chirc trién khai thyc hién Thong tw nay.

Cac Bo, nganh can cv quy dinh thé thirc va ky thuat trinh bay van ban tai Théng tw nay dé quy
dinh thé thirc va k¥ thuat trinh bay van ban chuyén nganh cho phu hop.

BO TRUONG

Noi nhan:

- Tha twéng, cac Phd Tha twdng Chinh phu;

- Van phong Trung wong Bang;

- Van phong Quéc héi;

- Véan phong Chu tich nuérc;

- Céac Bo, co quan ngang B9, co quan thuéc Chinh phu;
- HBND, UBND c4c tinh, thanh phé trwc thudc TW;

- Vién kiém sat nhan dan téi cao;

- Tda an nhan dan ti cao;

- Kiém toan Nha nuéc;

- Co quan Trung wong clia cac doan thé;

- Cac Tap doan kinh t&, Téng cong ty nha nwéc (91);

- Cyc Van thuv va Lwu trir nha nwéc (10b);

- Cuc Kidm tra van ban QPPL (B6 Tw phéap);

- Cong bao;

- BNV: B trwdng, cac Thi trwdng, cac don vi thudc va
trwe thudc B6;

- VPCP: B trwdng CN, cac Pho CN;

- Website BNV;

- Lwu: VT, PC (BNV). 320b

Tran Van Tuan



PHU LUC |

BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
Kém theo Théng tw s6 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 cda Bé Néi vu)

Stt Tén loai vdn ban hanh chinh Chir viét tat
1| Nghi quyét (ca biét) NQ
2 | Quyét dinh (ca biét) Qb
3 Chi thi (ca biét) CT
4 | Quy ché QC
5 Quy dinh Qyb
6 Théng cao TC
7 Théng bao TB
8 | Hwéng dan HD
9 Chuwong trinh CTr
10 | Ké hoach KH
11 Phwong an PA
12 | bé an DA
13 | Dv an DA
14 | Bao cao BC
15 | Bién ban BB
16 | T trinh TTr
17 | Hop déng HD
18 | Cébng van
19 | Cbéng dién Cb
20 | Ban ghi nh¢ GN
21 | Ban cam két CK
22 | Ban théa thuan TTh
23 | Gidy chirng nhan CN
24 | Gidy ty quyén uQ
25 | Giay moi GM
26 | Gidy gioi thiéu GT
27 | Gidy nghi phép NP
28 | Giay di dwong Pb
29 [ Gidy bién nhan hé so BN
30 | Phiéu gt PG
31 | Phiéu chuyén PC
32 | Thw cbng

Ban sao van ban
1 Ban sao y ban chinh SY
2 Ban trich sao TS
3 Ban sao luc SL
PHU LUC II

SO DO BO TRi CAC THANH PHAN THE THU'C VAN BAN
(Trén mot trang gidy khd A4: 210 mm x 297 mm)
(Kem theo Théng tw s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cta B Néi vu)
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Ghi cha: .
0sd Thanh phan thé thirc van ban
1 Quoc hiéu
2 T@;n co quan, té chirc ban hanh van ban
3 S0, ky hiéu cla van ban
4 Pia danh va ngay, ,théng, nam ban hanh van ban
5a Tén Ioa,i va trich yéu ndi dung van ban
5b Trich yéu néi dung céng van
6 NOi qung van ban )
7a,7b,7c Quyen han, chirc vy, ho tén va chir ky ctia ngudi co thdm quyén
8 D4u cta co quan, tb chirc
9a, 9b Noi nhan



10a : DAu chi mtrc dd mat

10b . D&u chi mic d6 khan

1 : DAu thu hdi va chi dan vé pham vi lwu hanh

12 : Chi dan vé du thao van ban

13 : Ky hiéu ngwoi danh may va sé lwong ban phat hanh

14 : Dia chi co quan, td chirc; dia chi E-Mail: dia chi Website; sé dién thoai, s6
Telex, s6 Fax

15 : Logo (in chim dwéi tén co quan, té chirc ban hanh van ban)

PHU LUC Il

SO PO BO TRi CAC THANH PHAN THE THU'C BAN SAO VAN BAN
(Trén mot trang gidy khé A4: 210 mm x 297 mm)
(Kém theo Théng tw sé 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 ctia BS N6i vu)
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Ghi chii:
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Thanh phan thé thirc ban sao
Hinh thirc sao: “sao y ban chinh”, “trich sao” hoac “sao luc”
Tén co quan, td chirc sao van ban
Sé, ky hiéu ban sao
. Dia danh va ngay, thang, nam sao
,5¢  : Chirc vu, ho tén va chir ky clia nguoi cé thdm quyén
: DAu cla co quan, té chirc
Noi nhan



PHU LUC IV

MAU CHU VA CHI TIET TRINH BAY THE THU'C VAN BAN VA THE THU'C BAN SAO
Kém theo Théng tw s6 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 cda Bé Néi vu)

Stt | Thanh phan thé thiec va chi | Loaichir | C& chiv Kiéu chiv Vi du minh hoa
tiet trinh bay
Phong chir Times New
Roman
(1) (2) (3) (4) (5) (6)
1 | Quéc higu
- Dong trén In hoa 12-13 Drng, dam CONG HOA XA HOI CHU
NGHIA VIET NAM
- Dong duéi In thwdng 13-14 bng, dam DPoc lap — Tw do — Hanh
phuc
- Dong ké bén dwéi
2 | Tén co quan, t6 chirc
- Tén co quan, té chirc chi In hoa 12-13 DPing BO TAI CHINH
quan cap trén truc tiép
- Tén co quan, td chirc In hoa 12-13 DPng, dam CUC QUAN LY GIA
-Dong ké béndwei | ] e
3 | S6, ky hiéu cla van ban In thuwdng 13 Birng Sb: 15/Qb-BNV; Sé:
05/BKHCN-VP; Sé:
12/UBND-VX
4 | Dia danh va ngay, thang, nam In thwdng 13-14 Nghiéng Ha Nbi, ngay 05 thang 02 nam
ban hanh van ban 2009
Thanh phé H6 Chi Minh, ngay
29 thang 6 nam 2009
5 | Tén loai va trich yéu ndi dung
a | Dbi v&ivan ban co tén loai
- Tén loai van ban In hoa 14 bng, ddm CHI THI
- Trich yéu néi dung In thwerng 14 Blrng, dam Vé céng tac phong, chéng
lut bao
-Dongkébéndwsi (| | ] e
b | Bbi véi cong van
Trich yéu ndi dung In thwdng 12-13 Bbwng V/v nang bac lwong nam 2009
6 | NOi dung van ban In thuwdng 13-14 bung Trong cong tac chi dao...
a | Goém phan, chwong muc, diéu,
khoan, diém, tiét, tiéu tiét
- Tt “phan”, “chwong” va sb In thwdng 14 Pirng, dam Phan|
thir tw cGia phan, chuwong
- Tiéu dé cta phan, chuong In hoa 13-14 DPirng, dam QUY DINH CHUNG
- T “muc” va sb thr tw In thwdng 14 bng, ddm Muc 1
- Tiéu dé ctia muc In hoa 12-13 DPng, dam GIAI THICH LUAT, PHAP
LENH
- biéu In thwerng 13-14 Ping, ddam | Diéu 1. Ban sao vin ban




- Khoan In thuwdng 13-14 bung 1. Céc hinh thuec...
- Diém In thwdng 13-14 bwng a) béi voi ...
- Tiét In thwerng 13-14 Plng -
- Tiéu tiét Inthwong | 13-14 Ping +
b | Gém phan, muc, khoan, diém,
tiét, tiéu tiét
- Tt “phan” va sé thr tw In thwerng 14 Blrng, dam Phan|
- Tiéu dé clia phan In hoa 13-14 Blrng, dam TINH HINH THYC HIEN
NHIEM VU...
- S6 they tw va tiéu dé ctia muc In hoa 13-14 Ping, dam | I. NH’NG KET QUA...
- Khoan:
Trwéong hop co tiéu dé In thwerng 13-14 Ping, dam | 1. Pham vi va déi twong ap
dung
Trwong hop khong co tiéu dé In thwdng 13-14 bung 1. Théng tw nay cé hiéu Iwc thi
hanh sau 15 ngay ké...
- Diém In thwdng 13-14 bwng a) Béi vai ...
- Tiét Plng -
- Tiéu tiét Plng +
7 Chtrc vy, ho tén cua nguwoi ky
- Quyén han cla nguoi ky In hoa 13-14 DPng, dam TM. UY BAN NHAN DAN
- Chlrc vu clia nguwoi ky In hoa 13-14 Bbwng, dam CHU TICH
- Ho tén cua ngudi ky In thuwdng 13-14 blng, dadm Nguyén Van A
8 Noi nhan
a | Tw “kinh gi” va tén co quan, In thwdng 14 bwng
td chirc, ca nhan
- Glri mét noii Kinh gti: B6 Cong thwong
- GWi nhiéu noi
Kinh gtri:
- B6 Noi vu;
- B6 K& hoach va £
- B Tai chinh.
b -|:l‘,l’ “noi nhan” va tén co quan,
t0 chlrc, ca nhéan
- T “noi nhan” In thuwdng 12 Nghiéng, ddm | Noi nhén:
- Tén co quan, té chirc, ca In thwdng 11 Bbwng - Cac B_O, co quan ngang B9, .. ;
nhan nhan van ban, ban sao ) |._.L.J’-L-J-:“\’/T, TCCB.
9 | D4u chi mirc d6 khan In hoa 13-14 DPing, dam
HOA TOC THUONG
10 | Chidan vé& pham vi lwu hanh In thwdng 13-14 bwng, ddm

XEM XONG TRA LAI




11 | Chi dan vé dw thao van ban In hoa 13-14 bwng, dam
DV THAO DV T
12 | Ky hiéu qu’o’i danh may, nhan | Inthwong 1" Pung PL.(300)
ban va so6 lwong ban
13 | Bia chi co quan, tb chirc; dia In thworng 11-12 Ping S XX phé Trang Tién, quan
chi E-Mail, Website; sb dién Hoan kiém, Ha Noi
thoai, sb Telex, s6 Fax
DT: (04) XXXXXXX, Fax: (04)
XXXXXXX
E-Mail: Website:
14 | Phu luc van ban
- Tt “phu luc” va sb thir tw cia | In thwong 14 BPwng, dam Phu luc |
phu luc
- Tiéu dé cua phu luc In hoa 13-14 DPng, dam BANG CHU VIET TAT
15 | Sé trang In thwerng 13-14 Ping 2,7, 13
16 | Hinh thiéc sao In hoa 13-14 Drng, dam SAO Y BAN CHINH, TRICH
SAOQ, SAO LUC

Ghi chii: C& chii trong cung mot van ban téng, gidm phai thong nhat, vi du: Quéc hiéu, dong
trén c& chir 13, dong dwéi cd chir 14; nhwng Quoc hiéu, dong trén ¢ chir 12, thi dong dudi c&
chir 13; dia danh va ngay, thang, nam van ban c& chir 13.

MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1
MAau 1

PHU LUC V

MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN
(Kém theo Théng tw sé 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 ctia BS N6i vu)
1. Mau trinh
bay van ban
hanh chinh

A - Nghi quyét (c4 biét)

11 - Nghi quyét (c4 biét) ctia Thwdng trwec HDND
1.2 - Nghi quyét ctia H6i déng quan tri

2 - Quyét dinh (ca biét) (quy dinh truc tiép)

3 - Quyét dinh (ca biét) (quy dinh gian tiép)

4 - Van ban co tén loai khac

5 - Céng van

6 - Quyét dinh (ca biét) (quy dinh trwc tiép) ctia Thwong trwc HDND
7 - Van ban c¢o6 tén loai ciia cac Ban HDND

8 - Van ban co tén loai ciia Doan Pai biéu Quéc hdi
9 - Coéng dién

10 - Gidy moi

1 _ Giy gioi thidu

12 - Bién ban

13 - Gidy bién nhan hd so

14 - Gidy chirng nhan

15 - Gidy di duong

16 - Giay nghi phép

A7 - Phiéu chuyén



Mau 1.18 - Phiéu gwi

Mau 1.19 - Thw cong

2. MAu trinh

bay ban sao

van ban

Mau 2.1 Ban sao van ban

Mau 1.1 — Nghi quyét (ca biét)

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 phtc
Sé: INQ-....(3)... oo (4)...., ngay ..... théng ..... ném 20...
NGH| QUYET
....................... (5) ceeeeeeeeeeeeeenns

THAM QUYEN BAN HANH
Can cu

Cancw

QUYET NGHI:
Diéu 1. (6)

Piéu ...

Piéu ...

QUYEN HAN, CHUC VU CUA NGU Ol KY

Noi nhan:
-Nhu Didu ...; (Chir ky, déu)

.........

- Lwu: VT, ... (7) Axx (8) Ho va tén

Ghi cha:

(1) Tén co quan, té chirc chi quan truc tiép (néu co).
(2) Tén co quan, té chirc ban hanh nghi quyét.

(3) Chir viét tat tén co quan, td chirc ban hanh nghi quyét.
(4)

4) Dia danh



5
6

(5) Trich yéu ndi dung nghi quyét.

(6)

(7) Chir viét tat tén don vi soan thdo van ban va sé lwong ban lwu (néu can).
(8)

N&i dung nghi quyét.
8) Ky hiéu nguwdi danh may, nhan ban va sé lwong ban phat hanh (néu can).

Mau 1.1.1 — Nghi quyét (ca biét) cua Thwong trwc HDND

HOI PONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
(1) Poc lap — Tw do — Hanh phuc
Sé: /NQ-HDBND oo (2)...., ngay ..... théng ..... ném 20...
NGH| QUYET
....................... () [

THUONG TRYC HOI DPONG NHAN DAN .... (1)..............
Can ct Luat Td chirc Hoi ddng nhan dan va Uy ban nhan dan ngay 26 thang 11 nam 2003;

Can clr (4)
QUYET NGHI:
Diéu 1. (5)
Piéu ...
TM. THUONG TRUYC HDND
Noi nhén: CHU TICH (6)
-Nhw Biéu ...; (Chir ky, dau)

.........

- Lwu: VT, ... (7). Axx (8) Ho va tén

Ghi cha:

1) Tén tinh, thanh phd tryc thudc Trung wong (tén thi xa, thanh phd thudc tinh; tén xa, thi tran).
2) Bja danh

3) Trich yéu noi dung nghi quyét.

5) Noi dung nghi quyét.

6) Chlrc vu clia nguoi ky, trwdng hop Phé Cha tich dwoc giao ky thay Chu tich thi ghi chiy viét

(

(

(

(4) Céc can ct khac dé ban hanh nghj quyét.

(

(€

tat “KT.” vao trwdc chire vu Cha tich, bén dwéi ghi chire vu clia ngwdi ky (Phd Cha tich).



(7) Chir viét tat tén don vi soan thdo va sb lwong ban lwu (néu can).

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

Mau 1.1.2 — Nghi quyét ctua Hoi dong quan tri

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 phtc
Sé:  INQ-....(3) .. (4)...., Ngay ..... théng ..... ndm 20...
NGH| QUYET
....................... (5) ceeeeeeeeeeeeeena
HOI DPONG QUAN TR ....... (2)......
Can cw
Can cw
QUYET NGHI:
Diéu 1. (6)
Piéu ...
1.
TM. HOI DPONG QUAN TR
Noi nhén: CHU TICH (7)
- Nhw Diéu ...; (Chir ky, dau)

.........

- Lwu: VT, .... (8). Axx (9) Ho va tén

Ghi cha:

(1) Tén co quan, t6 chirc chl quan truc tiép (néu c6) hodc Cong ty me (néu can).
(2) Tén co quan, té chirc ban hanh nghi quyét.

(3) Churc viét tét tén co quan, té chirc ban hanh nghj quyét.

(4) Dia danh.

(5) Trich yéu néi dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chirc vu cta ngudi ky, trudng hop Phé Cha tich duwgc giao ky thay Chu tich thi ghi chi viét



tat “KT.” vao trwde chivre vu Cha tich, bén dwéi ghi chire vu clia ngwdi ky (Phé Cha tich).
(8) Chir viét tat tén don vi soan thao van ban va sbé lwong ban lwu (néu can).

(9) Ky hiéu nguei danh may, nhan ban va sé lweng ban phat hanh (néu can).

Mau 1.2 — Quyét dinh (quy dinh truc tiép)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phuc
Sé: (3) /Qb-....(4)... oo (5)...., NQay ..... théng ..... ndm 20...
QUYET PINH
V& ViBC .covvrrrrrrrnnnnnnnnnn () TP

THAM QUYEN BAN HANH (7)......
Céan cw (8)
Céan cw (9)

Xét dé nghi cla

QUYET DINH:
Diéu 1. (10)
Diéu ...
1.
QUYEN HAN, CHUC VU CUA NGUOI KY (11)
Noi nhﬁn:
- Nhw i?iéu (Chir ky, dau)

.........

- Lwu: VT, ... (12) Axx (13) Ho va tén

Ghi cha:
1) Tén co quan, t6 chirc chl quan trye tiép (néu co).
2) Tén co quan, tb chirc hodc chirc danh nha nwéc ban hanh quyét dinh.

3) B6i v&i quyét dinh ca biét, khédng ghi ndm ban hanh gira s6 va ky hiéu cta van ban.

5) Dia danh

(
(
(
(
(
(6) Trich yéu noi dung quyét dinh.

)
)
4) Chir viét tit tén co quan, t6 chirc hodc chirc danh nha nwéc ban hanh quyét dinh.
)
)



(7) Néu thdm quyén ban hanh quyét dinh thudc vé ngudi dirng dau co quan, té chirc thi ghi chire
vu clia ngudi dieng dau (vi du: Bd trwdng Bo...., Cuc trwdng Cuc...., Giam dbc..., Vién trwdng
Vién ...., Cha tich...); néu thdm quyén ban hanh quyét dinh thudc vé tap thé lanh dao hodc co
quan, t& chic thi ghi tén tap thé hodc tén co quan, tb chirc do (vi du: Ban thwdng vu...., Hoi
déng...., Uy ban nhan dan....).

(8) Néu cac cén cl tryc tiép dé ban hanh quyét dinh (van ban thanh Iap, quy dinh chirc néng,
nhiém vu, quyén han cla co quan, t6 chirc).

(9) C4c van ban phap ly lién quan truc tiép dén van dé giai quyét trong ndi dung quyét dinh.
(10) N&i dung quyét dinh.

(11) Quyén han, chirc vu cla ngwdi ky nhw Bo trudng, Cuc trwéng, Giam dbc, Vién trwdng v.v...;
trwdng hop ky thay mat tap thé 1anh dao thi ghi chiy viét tat “TM.” vao trwdc tén co quan, té chirc
ho&c tén tap thé lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thwdng vu, TM. Héi dong...);
trwong hop cap phé dugc giao ky thay nguwdi dirng dau co quan thi ghi chiv viét tat “KT.” vao
trwdc chire vu clia ngwoi dirng dau, bén duéi ghi chire vu clia nguwdi ky van ban; cac trudng hop
khac thye hién theo hwéng dan tai Khoan 1, Biéu 12 ctia Théng tw nay.

(12) Chiy viét tét tén don vi soan thdo va sb lwong ban lwu (néu can).

(13) Ky hiéu ngwoi danh may, nhan ban va sé lwong ban phat hanh (néu can).

Mau 1.3 — Quyét dinh (quy dinh gian 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 phtc
Sé:  /QP-....(3)... .. (4)...., Ngay ..... théng ..... ndm 20...
QUYET PINH
Ban hanh (Phé duyét) ............ccc.uu..e. (5) ceeeeeeeeeeeeenas

THAM QUYEN BAN HANH (6)
Can clr (7)
Cancw ;
Xét dé nghi cla

QUYET DINH:
Diéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ........ (5)
Diéu ...
A.

QUYEN HAN, CHU'C VU CUA NGUO'I KY (8)



Noi nhan:
-Nhu Diéu ... (Chir ky, déu)

.........

- Lwu: VT, ... (9) Axx (10) Ho va tén

Ghi chua:

(*) Mau nay ap dung doi voi cac quyét dinh (ca biét) ban hanh hay phé duyét mét van ban khac
nhw quy ché, quy dinh, chwong trinh, ké hoach, dé an, phuong an...

(1) Tén co quan, té chirc chi quan truc tiép (néu co).

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

(3) Chir viét tt tén co quan, tb chirc hodc chirc danh nha nwéc ban hanh quyét dinh.
(4) Bia danh

(5) Trich yéu noi dung quyét dinh.

)

(6) Néu thdm quyén ban hanh quyét dinh thudc vé ngudi dirng dau co quan, té chirc thi ghi chire
vu cla nguwdi dieng dau (vi du: Bo trwdng B6...., Cuc trudng Cuc...., Giam dbc...., Vién trwdng
Vién ...., Cha tich...); néu thdm quyén ban hanh quyét dinh thudc vé tap thé lanh dao hodc co
quan, t& chic thi ghi tén tap thé hodc tén co quan, tb chirc d6 (vi du: Ban thwdng vu...., Hoi
déng...., Uy ban nhan dan....).

(7) Néu céac can cl trye tiép dé ban hanh quyét dinh (nhw ghi chi & mau 1.2).

(8) Quyén han, chirc vu clia ngwoi ky nhw Bd trwdng, Cuc trudng, Giam déc, Vién trudng v.v...;
trwdng hop ky thay mat tap thé 1anh dao thi ghi chiy viét tat “TM.” vao trwdce tén co quan, té chirc
ho&c tén tap thé lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thwdng vu, TM. Héi dong...);
trudng hop cap phé duoc giao ky thay nguwoi dirng dau co quan thi ghi chiv viét tit “KT.” vao
trwdc chire vu clia ngwoi dirng dau, bén dwéi ghi chire vu clia nguwdi ky van ban; cac trudng hop
khac thwe hién theo hwdng dan tai Khoan 1, Diéu 12 clia Thong tw nay.

(9) Chir viét tat tén don vi soan thao va sb lwgng ban lwu (néu can).

(10) Ky hiéu ngwoi danh may, nhan ban va sé lwong ban phat hanh (néu can).

Mau van 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 lap — Tw do — Hanh phuc

TEN LOAI VAN BAN
....................... (1) oo

Chwong |
QUY DBINH CHUNG
Diéu 1.

Diéu 2.



Piéu ...
Chwong
Piéu ...
Piéu ...
QUYEN HAN, CHUC VU CUA NGU Ol KY

(Chir ky, déu)

Nguyén Van A
Ghi cha:

(*) M&u nay ap dung doi véi cc van ban duoc ban hanh kém theo quyét dinh (ca biét), bd cuc co
thé bao gdm chwong, muc, diéu, khoan, diém.

(1) Trich yéu néi dung cla van ban.

MAau 1.4 — Van ban c6 tén loai khac ©

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 phtc
Sé: lo...(3) -....(4).... e (8)...., ngay ..... théng ..... ném 20...

TEN LOAI VAN BAN (6)



QUYEN HAN, CHU'C VU CUA NGUOI KY (9)

Noi nhan: (Chir ky, dau)

TR, ; Ho va tén
- Lwu: VT, .... (10) A.xx (11)

Ghi chu:

* Mau nay ap dung chung doi v&i da s6 cac hinh thirc van ban hanh chinh co ghi tén loai cu thé
nhw: chi thi (ca biét), t& trinh, thong bao, chwong trinh, ké hoach, dé an, bao cao, quy dinh v.v...
Riéng dbi v&i to trinh c6 thé thém thanh phan “kinh gvi” & vi tri 9a.

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

(6) Tén loai van ban: chi thi (ca biét), to trinh, théng bao, chwong trinh, ké hoach, dé an, phuong
an, bao cao .v.v...

(7) Trich yéu néi dung van ban.
(8) NGi dung van ban.

(9) Ghi quyén han, chirc vu ctia nguoi ky nhu B trwdng, Cuc trudng, Giam dbc, Vién trudng
v.v...; treong hop ky thay mat tap thé 1anh dao thi ghi chiy viét tat “TM.” vao trwdc tén co quan, t6
chirc hodc tén tap thé Ianh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thudng vu, TM. Hoi
ddng...); néu ngudi ky van ban Ia cip pho clia ngudi dirng dau co quan thi ghi chiv viét tit “KT.”
vao trwdc chirc vu clia ngudi ding dau, bén dwéi ghi chire vu cla ngwdi ky van ban; cac truong
hop khac thwe hién theo hwéng dan tai Khoan 1, Diéu 12 ctia Théng tw nay.

(10) Chir viét t4t tén don vi soan thdo va sb lwong ban lwu (néu can).

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

MA&u 1.5 — Céng van

TENCQ, TC CHU’QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) DPoc lap — Tw do — Hanh phitc
Sé: lo...(3) -....(4).... oo (8)...., Ngay ..... théang ..... ném 20...
VIV ........ 6).........



(7)

QUYEN HAN, CHU’C VU CUA NGUO'I KY (8)
Noi nhan:
- Nhu trén; (ChiF ky, déu)

Lwu: VT, ... (9) Axx (10) Ho va tén

S XX phd Trang Tién, quan Hoan Kiém, Ha Nai

DT: (043) XXXXXXX, Fax: (043) XXXXXXX

Ghi cha:

(1) Tén co quan, t& chirc chi quan truc tiép (néu co).
(2) Tén co quan, td chirc hodc chirc danh nha nwéc ban hanh cong van.

(3) Chir viét tét tén co quan, t6 chirc hodc chirc danh nha nuwéc ban hanh cong véan.

(4) Chir viét tat tén don vi (Vu, phong, ban, t6, bd phan chirc ndng) soan thao céng van.
(5) Bia danh

(6) Trich yéu néi dung cong van.

(7) NGi dung cbng van.

(8) Ghi quyén han, chirc vu clia nguoi ky nhu B trudng, Cuc trwdng, Giam doc, Vién trudng
v.v...; trudng hop ky thay mét tap thé lanh dao thi ghi chiv viét tat “TM” trwéc tén co quan, t6
chire hodc tén tap thé I1anh dao, vi du: TM. Uy ban nhan dan, TM. Ban Thudng vy, TM. Hoi
dg‘mg...; néu nguoi ky cong van la cap phé cﬂq ngudi dirng dau co quan, té chirc thi ghi chiv viét
tat “KT” vao trwdc chirc vu clia nguoi dirng dau, bén dwdi ghi chire vu ctia ngudi ky cong van;
céac trwdng hop khac thwe hién theo hwéng dan tai Khoan 1, Diéu 12 clia Thong tw nay

(9) Chir viét tat tén don vi soan thdo va sb lwong ban lwu (néu can).

(10) Ky hiéu ngudi danh may, nhan ban va sb lwgng ban phat hanh (néu can)

(11) Dia chi co quan, tb chirc; sb dién thoai, sb Telex, sé Fax; dia chi E-Mail; Website (néu can).

* Néu noi nhan (kinh gii) 1a nhirng chirc danh, chirc vu cao cap clia Nha nuoc, thi phan noi
nhan khdng ghi “nhw trén” ma ghi triec tiép nhirng chirc danh, chirc vu ay vao.

Mau 1.6 — Quyét dinh (ca biét) cia Thwong trwc Hoi dong nhan dan

HOI PONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
R ) DPoc lap — Tw do — Hanh phitc

Sé: ....(2) .....QD-HDND ... (3)...., N8y ..... théng ..... ném 20...



QUYET PINH

THUONG TRYC HOI DONG NHAN DAN .... (1).......ec.....

Can ctv Luat T chire Hoi ddng nhan dan va Uy ban nhan dan ngay 26 thang 11 nam 2003;

(5)
QUYET DINH:
Diéu 1. (6)
Diéu ...
1.
TM. THUONG TRYC HDND (7)
Noi nhan: CHU TICH (8)
- Nhu Bigu ...; (Chi ky va déu HDND)

- Lwu: VT, .... (9) Axx (10) Ho va tén

Ghi chua:

(1) Tén tinh, thanh phd truc thudc Trung wong; huyén, quan, thi x&, thanh phé thudc tinh; x4, thi
tran.

(2) Sé thir tw dang ky quyét dinh cGa Hoi déng nhan dan.
3) Dia danh
4) Trich yéu ndi dung quyét dinh.
) Céc c&n ct khac ap dung dé ban hanh quyét dinh.
) N6i dung quyét dinh.
7) Thdm quyén ky van ban.
8) Néu Phé Chu tich ky thi ghi:

KT. CHU TICH
PHO CHU TICH

Néu Uy vién Thudng trwe ky thi ghi:

KT. CHU TICH
UY VIEN THUONG TRUC

(9) Chir viét tat tén don vi soan thao va sb lwgng ban lwu (néu can).

(10) Ky hiéu ngwoi danh may, nhan ban va sé lwong ban phat hanh (néu can).



MA&u 1.7 — Vin ban c6 tén loai cia cac Ban Hoi dong nhan dan

HOI BONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
N D Poc lap — Tw do — Hanh phuc
Sé:....(2) .../ ... (3).... -HBND (4)...., ngay ..... thang ..... ndm 20.

....................... ()
(6)
TM. BAN KINH TE NGAN SACH
Noi nhan: TRUONG BAN (7)
T ; (Chir ky va ddu HDND)
Lwu: VT, .... (8)..... Axx (9)
Ho va tén

Ghi chua:

(1) Tén tinh, thanh phd trwc thudc Trung wong; huyén, quén, thi x&, thanh phé thuéc tinh; xa,
phwong, thi trén.

(2) Sé thir tw dang ky van ban ctia Hoi ddng nhan dan.
(3) Chir viét tat tén loai van ban.

(4) Bia danh

(5) Trich yéu néi dung v&n ban.

(6) N6i dung van ban.

(7) Néu Phé Truwéng ban ky thi ghi:

KT. TRUONG BAN
PHO TRUONG BAN

(8) Chir viét tat tén Ban soan thao va sb lwong ban lwu (néu can).
(9) Ky hiéu nguei danh may, nhan ban va sé lweng ban phat hanh (néu can).

(MAu nay dung chung cho tat ca céc loai van ban cé tén loai do cac Ban clia Hoi ddng nhan dan



ban hanh).

Mau 1.8 — Vin ban c6 tén loai cia Doan Pai biéu Quéc hoi

DOAN DPAI BIEU QUOC HOI CONG HOA XA HOI CHU NGHIA VIET NAM
N D Poc lap — Tw do — Hanh phuc
Sé: ... /...(2).... -bbBQH vere (3)...., ngay ..... théng ..... ném 20...

TEN LOAI VAN BAN

TM. DOAN PAI BIEU QUOC HOI (6)
TRUONG DOAN (7)
Noi nhan:
e, ; (Chi ky, ddu BPBQH)

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

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

Ho va tén

(1) Tén tinh, thanh phé trwc thudc Trung wong;
(2) Chir viét tat tén loai van ban.
(3) BPia danh
(4) Trich yéu noi dung van ban.
(5) N6i dung van ban.
)

(6) Thadm quyén ky van ban. Néu Truwdng Doan ky v&i thAm quyén riéng thi khong cé dong quyén
han.

(7) Néu Pho Trwéng doan ky thi ghi:

KT. TRUONG DOAN
PHO TRUONG DOAN

(8) Chir viét tat tén don vi soan thdo va sb lwong ban lwu (néu can).



(9) Ky hiéu nguoi danh may, s lwong ban phat hanh (néu can).

(MAu nay dung chung cho tat ca cac loai vén ban cé tén loai clia Doan Dai biéu Québc hoi).

Mau 1.9 — Céng dién

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) DPoc lap — Tw do — Hanh phtc
Sé: /CD- ... (3).... oo (4)...., ngay ..... théng ..... ném 20...
CONG DIEN
.............. (1) VR
.............. (6) dién
e, :(7)
(8)
1.

QUYEN HAN, CHUC VU CUA NGU Ol KY

Noi nhan: (Chir ky, dau)

TR ; Ho va tén
- Lwu: VT, .... (9) Axx (10)

Ghi cha:

(1) Tén co quan, té chirc chi quan truc tiép (néu co).
(2) Tén co quan, td chirc hodc chirc danh nha nwéc ban hanh cong dién.

(3) Chi¥ viét tét tén co quan, t6 chirc hodc chirc danh nha nwéc ban hanh cong dién.
(4) bia danh

(5) Trich yéu néi dung dién.

)

(6) Tén co quan, td chirc hodc chirc danh clia ngwdi dirng dau.



7) Tén co quan, td chirc nhan dién
8) NGi dung dién.

)
)

9) Chi viét tét tén don vi soan thdo va sb lwong ban lwu (néu can).
0

(
(
(
(10) Ky hiéu ngudi danh may, nhan ban va sé lwgng ban phat hanh (néu can).

Mau 1.9 — Gidy moi

TEN CO' QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phuc
Sé: /GM- ... (3).... e (4)...., ngay .....thang ..... nédm 20...
GIAY MO
.............. (5)ceeeeeeeeeennnnnns
(2) tran trong kinh mai:
Ong (ba) (6)
T6i dw (7)
Thoi gian:
Dia diém
1.

QUYEN HAN, CHUC VU CUA NGU Ol KY
Noi nhan:
ST ; (Chir ky, déu)

- Lwu: VT, .... (8) Axx (9) Ho va tén

Ghi cha:

1) Tén co quan, t6 chirc chl quan trye tiép (néu co).

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

3) Chir viét tét tén co quan, t& chirc ban hanh gidy moi.

4) Dia danh

5) Trich yéu néi dung cudc hop.

6) Tén co quan, tb chirc hodc ho va tén, chivc vy, don vi cong tac cla ngudi dwoc moi.
)
)

7) Tén (n6i dung) clia cudc hop, hoi thao, hoi nghi v.v...

~ o~ o~ o~ o~ o~ o~ o~

8) Chir viét tét tén don vi soan thao va sb lwong ban lwu (néu can).



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

M4u 1.11 — Gidy giéi thiéu

TEN CO' QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phuc
Sé: IGGT- ... (3).... e (4)...., ngay .....thang ..... nédm 20...

GIAY GIOI THIEU

(2) tran trong gidi thiéu:
Ong (ba) ®)
Chure vu:
Puoc clr dén: (6)
Vé viéc:

Dé nghi Quy co quan tao diéu kién dé 6ng (ba) co tén & trén hoan thanh nhiém vu.

Gi4y nay c6 gia tri dén hét ngay 1.

QUYEN HAN, CHUC VU CUA NGU Ol KY

Noi nhén: )
- [13: t\r/eTn (Chir ky, dau)
Ho va tén
Ghi cha:
(1) Tén co quan, té chirc chi quan truc tiép (néu co).
(2) Tén co quan, té chirc ban hanh van ban (cép gidy gidi thiéu).
(3) Chir viét tt tén co quan, tb chirc ban hanh van ban.
(4) Bia danh
(5) Ho va tén, chirc vu va don vj cong tac clia nguwoi dwoc gidi thiéu.
(6) Tén co quan, tb chirc dwoc gidi thiéu téi lam viéc.
Mau 1.12 - Bién ban
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phuc

Sé6:  /BB-... (3)....



BIEN BAN

Thoi gian bat dau
Dia diém

Thanh phan tham dw

Chd tri (cha toa):
Thw ky (ngwoi ghi bién ban):

Noi dung (theo di&n bién cudc hop/hdi nghi/hdi thdo):

Cudc hop (héi nghi, hoi thao) két thuc vao ..... gi® .....,ngay .... thang ..... nam /
THU KY CHU TOA
(Chir ky) (Chir ky, dau (néu c6))
()
Ho va tén Ho va tén
Noi nhan:
- LuuVT hd so.
Ghi chu:
(1) Tén co quan, té chirc chi quan tryc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh van ban.
(3) Chir viét tt tén co quan, td chirc ban hanh van ban.
(4) Tén cudc hop hoac héi nghi, héi thao.
(5) Ghi chirc vu chinh quyén (néu can).
Mau 1.13 — Gidy bién nhan
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) DPéc lap — Tw do — Hanh phic

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

GIAY BIEN NHAN

Ho so....

..(4)....,ngay .....thang ..... nam 20...



Ho va tén: (5)
Chtrc vy, don vi cdng tac:

D4 tiép nhan hé so cla:

Ong (ba): (6)
bao gébm:
1.
2. (7)
J.
NGUOI TIEP NHAN
Noi nhén: ) )
- (8)--s (Ky tén, déng dau (néu co))
- Lwu: HO so.
Ho va tén
Ghi cha:
(1) Tén co quan, té chirc chi quan truc tiép (néu co).
(2) Tén co quan, tb chirc cAp gidy bién nhan hod so.
(3) Chir viét tat tén co quan, td chirc cap gidy bién nhan hd so.
(4) Bia danh
(5) Ho va tén, chirc vu va don vi cdng tac clia ngudi tiép nhan hd so.
(6) Ho va tén, noi cong tac hodc gidy to tuy than cla ngudi ndp hd so.
(7) Liét ké day du, cu thé cac van ban, gidy to, tai liéu cé trong hd so.
(8) Tén nguoi hodc co quan givi hd so.

Ma&u 1.14 — Gidy chirng nhan

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phuc
Sé: /GCN- ... (3).... oo (4)...., ngay ..... théng ..... ném 20...

GIAY CHUNG NHAN



(2) ching nhan:
()

QUYEN HAN, CHUC VU CUA NGU Ol KY
Noi nhan: ]
ST ; (Chir ky, déu)

- Lwu: VT, .... (6) Axx (7) Ho va tén

Ghi cha:

(1) Tén co quan, té chirc chi quan truc tiép (néu co).
(2) Tén co quan, té chirc cip gidy chirng nhan.

(3) Chir viét tat tén co quan, td chirc clp gidy chirng nhan.

(4) Bia danh

(5) Noi dung chirng nhan: xac dinh cu thé ngudi, sw viéc, van dé dwoc chirng nhan.
(6) Chir viét tat tén don vi soan thao va sb lwgng ban lwu (néu can).

(7)

7) Ky hiéu nguwdi danh may, nhan ban va sé lwong ban phat hanh (néu can).

Mau 1.15 — Gidy di dwéng

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) DPoc lap — Tw do — Hanh phuc
Sé: /IGBDb- ... (3).... e (4)...., ngay ..... thang ..... nédm 20...

GIAY Bl BPUONG

Cép cho éng (ba): (5)

Chure vu:



Noi dwoc clr dén c

ong tac:

Gi4y nay c6 gia tri hét ngay:

QUYEN HAN, CHUC VU CUA NGU Ol KY

(Chir ky, dau)

Ho va tén

Noi di va dén

Ngay
thang

Phwong tién

Do dai chang
dwong (Km)

Theoi gian &
noi dén

Xac nhan
clia co quan
(té chirc) noi

di, dén

- Vé ngudi: ... vé x

-Vé cuoc: ... vé X

- Phu phi 14y vé bang dién thoai: ..... vé x ...... d

- Phong nghi: .......

1. Phu cép di duwon
d

2. Phu cép lwu tra:
d

Téng cong:
d

... Ve X......

g:

NGUO'l bl CONG TAC
(Chir ky)

Hovat

Ghi cha:

én

PHU TRACH BO PHAN
(Chir ky, dau)

Ho va tén

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

(2) Tén co quan, t6 chirc cap gidy di dwong.

KE TOAN TRUONG
(Chir ky)

Ho va tén




(3) Chir viét tat tén co quan, td chirc clp gidy di duwong.
(4) Bia danh

(5) Ho va tén, chirc vu va don vi cdng tac clia ngudi dwoc cép gidy.

Mau 1.16 — Gidy nghi phép

TEN CO' QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phuc
Sé: IGNP- ... (3).... e (4)...., ngay .....thang ..... nédm 20...
GIAY NGHI PHEP
Xét Pon xin nghi phép ngay clia 6ng (ba)
(7] I cép cho
Ong (ba): (5)
Chure vu:
Nghi phép nam .......... trong thoi gian: ............. ,kétlrngay .......... dén hét ngay
tai (6)

QUYEN HAN, CHUC VU CUA NGU Ol KY
Noi nhan:
(7)o (ChiF ky, déu)

Ho va tén
Xac ‘nhén cla co quan (t6 chirc) hodc chinh
quyén dia phwong noi nghi phép

(Chir ky, dau)

Ho va tén

Ghi cha:

(1) Tén co quan, té chirc chi quan truc tiép (néu co).
(2) Tén co quan, té chirc cap gidy nghi phép.

(3) Chir viét tt tén co quan, té chirc cAp gidy nghi phép.

(4) Bia danh

(5) Ho va tén, chirc vu va don vi cdng tac clia ngudi dwoc cap gidy phép.
(6) Noi nghi phép.

(7) Nguoi dwoc cap gidy nghi phép.



(8) Chir viét tat tén don vi soan thdo va sb lwong ban lwu (néu can).

Mau 1.17 — Phiéu chuyén

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) DPoc lap — Tw do — Hanh phtc
Sé: IPC- ... (3).... oo (4)...., ngay ..... théng ..... ném 20...

PHIEU CHUYEN

Kinh chuyén €4 I xem xét, gidi quyét./.

QUYEN HAN, CHUC VU CUA NGU Ol KY

Noi nhéan: )
e, (8)..... (Chir ky, dau)
Ho va tén
Ghi cha:

(1) Tén co quan, té chirc chi quan truc tiép (néu co).

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

(3) Chir viét tat tén co quan, td chirc ban hanh phiéu chuyén.
(4) Dia danh.

(5) Néu cu thé: don, thw clia ca nhan, tap thé hodc van ban, tai liéu clia co quan, té chirc ndo, vé

van dé hay ndi dung gi.

)
)
)
)

(6) Ly do chuyén.
(7) Tén co quan, t6 chirc nhan phiéu chuyén van ban, tai liéu.
(8)

8) Thong thuong, phiéu chuyén khong céan Iuu nhung phai dwoc vao s6 dang ky tai van thw co
quan, td chirc dé theo ddi, kiém tra.



Mau 1.18 — Phiéu guvi

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phuc
Sé: IPG- ... (3).... e (4)...., ngay ..... thang ..... nam 20...

PHIEU GUI

7] R glri kém theo phiéu nay cac van ban,
tai liéu sau:
1. ()
2.
Sau khi nhan duoc, dé nghi () IO gWi lai phiéu nay cho
(2)
A
QUYEN HAN, CHU'C VU CUA NGUO'I KY
Noi nhan:
. (6)... (ChiF ky, déu)
(7).
Ho va tén
... (8)...,ngay .....thang ..... nam ......
Ngw®i nhan
(Chtr ky)
Ho va tén

Ghi cha:
(1) Tén co quan, té chirc chi quan truc tiép (néu co).

(2) Tén co quan, té chirc ban hanh phiéu gui.

(3) Chir viét tt tén co quan, td chirc ban hanh phiéu guvi.

(4) Bia danh

(5) Liét ké cu thé cac van ban, tai liéu dwoc glri kém theo phiéu gui.
(6) Tén co quan té chirc nhan phiéu gtvi va van ban, tai liéu.

(

7) Phiéu gri khéng can lwu nhung phai dwoc glivi vao sb dang ky tai VT co quan, té chirc dé
theo doi.

(8) Bia danh noi co quan, t6 chirc nhan phiéu glvi va van ban, tai liéu déng tru sé.



Mau 1.19 — Thw céng

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

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

TEN LOAI THU CONG (3)

CHUC VU CUA NGU Ol GUI THU
(Chir ky)

Ho va tén

Ghi cha:

1) Tén co quan, t6 chirc noi cdng tac cla ngwdi ban hanh Thw cong.
2) Dia danh

3
4
5) NOi dung Thw cbéng.

Tén loai thw céng (Thw chic mirng, Thu khen, Thw thdm héi, Thw chia budn).

(
(2)
3)
(4) Trich yéu noi dung Thw cong.
()

(6) Logo cuia co quan, t6 chirc.

Chu y: Thw cong khéng déng dau clia co quan, t6 chire.

MAu 2.1 — Ban sao van ban

BO .oooooeeeeee CONG HOA XA HOI CHU NGHIA VIET NAM
------- Poc lap — Tw do — Hanh phuc

S6:..../20.../TT-B ....... Ha Néi, ngay ..... théng ..... ndm 20...

THONG TU



BO TRUONG
Ndi nhén: )
......... (Chir ky, dau)

Luu VT, ... A.300.

Nguyén Van A

TEN CO QUAN, TO CHUC (2) SAO Y BAN CHINH (1)
Sé: ... (3)....ISY(@4)-.... (B).... ... . (6)..., ngéy,..... thénq ... NAM 20..’....
QUYEN HAN, CHUC VU CUA NGU Ol KY (7)
Noi nhan: )
BT ; (Chir ky, dau)
Luu: VT Nguyén Vian A
Ghi chu
1) Hinh thirc sao: sao y ban chinh, trich sao hodc sao luc
2) Tén co quan, t0 chirc thye hién sao van ban
3) SO ban sao

Ky hiéu ban sao.
Chr viét tat tén co quan, t6 chirc sao van ban.
Dia danh.

Ghi quyén han, chirc vu clia ngudi ky ban sao.

PHU LUC VI

VIET HOA TRONG VAN BAN HANH CHINH
(Kém theo Théng tw s6 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 cda Bé Néi vu)

I. VIET HOA Vi PHEP DAT CAU

1. Viét hoa chi cai dau am tiét thir nhat ciia mot cau hoan chinh: Sau ddu chdm cau (.); sau déu
cham hai (?); sau d4u chdm than (!); sau dau cham Itrng (...); sau dau hai chdm (:); sau d4u hai
cham trong ngoéc kép (: “...”) va khi xubng dong.

2. Viét hoa chl cai dau am tiét thir nhat cia ménh dé sau dau cham phay (;) va dau phau (,) khi
xudng dong. Vi du:

Can cr Luat T chirc Chinh phi ngay 25 thang 12 nam 2001;



Theo dé nghj clia Bo trwdng Bd Noi vu va Bd trwdng Bé Khoa hoc va Céng nghé,
Il. VIET HOA DANH TU RIENG CHi TEN NGU Ol
1. Tén nguwdi Viét Nam

a) Tén thong thudng: Viét hoa chiv cai dau tat ca cac am tiét ciia danh tir riéng chi tén nguoi. Vi
du:

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

b) Tén hiéu, tén goi nhan vat lich st: Viét hoa chi¥ cai dau tat ca cac am tiét.

Vi du: Vua Hung, Ba Triéu, Ong Giéng, Pinh Tién Hoang, Ly Thai T4, Bac Hb, Cu Hé....
2. Tén ngudi nuwdc ngoai dwoc phién chuyén sang tiéng Viét

a) Trwong hop phién am qua am Han — Viét: Viét theo quy tac viét tén ngudi Viét Nam.
Vi du: Kim Nhat Thanh, Mao Trach Bong, Thanh Cat Tw Han...

b) Trwdng hop phién am khéng qua &m Han — Viét (phién é[n truc tiép sat cach doc ciia nguyén
ng®): Viét hoa chi¥ cai dau am tiét thir nhat trong méi thanh té.

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

a) Tén don vi hanh chinh dwoc clu tao gitra danh tw chung (tinh, huyén, xa...) v&i tén riéng cla
don vi hanh chinh d6: Viét hoa chi¥ cai dau cla cac am tiét tao thanh tén riéng va khong dung
gach noi.

Vi du: thanh phé Thai Nguyén, tinh Nam Dinh, tinh Dak Lak...; quan Hai Chau, huyén Gia Lam,
huyén Ea H’leo, thi x& Séng Céng, thi trAn Cau Giat...; phwérng Nguyén Tréi, xa la Yeng...

b) Trwong hop tén don vi hanh chinh dwoc ciu tao gitra danh tir chung két hop véi chiv sb, tén
ngudi, tén sy kién lich str: Viét hoa ca danh t» chung chi don vi hanh chinh do.

Vi du: Quan 1, Thanh phb H6 Chi Minh, Phuéng Dién Bién Pha...
c) Trwdng hop viét hoa d&c biét: Tha d6 Ha Noi.

d) Tén dia ly dwoc cau tao gitra danh tir chung chi dia hinh (song, nui, hd, bién, cla, bén, cau,
viing, lach, vam v.v...) v&i danh ti riéng (c6 mét am tiét) tré thanh tén riéng clia dia danh dé: Viét
hoa tat ca cac chi¥ cai tao nén dia danh.

Vi dy: Clra Lo, Viing Tau, Lach Trwong, Vam Cé, Cau Gidy....

Trwdng hop danh tiv chung chi dia hinh di lién v&i danh ti riéng: Khong viét hoa danh ti chung
ma chi viét hoa danh ti riéng.

Vi du: bién Clra Lo, cho Bén Thanh, séng Vam C9, vinh Ha Long...

d) Tén dia ly chi mét vung, mién, khu vwe nhét dinh dwoc cau tao bang t chi phuong huéng két
hop véi tir chi phwong thire khac: Viét hoa chCP cai Qéu cula tat ca cac am tiét tap thanh tén goi.
Déi vai tén dia ly chi ving mién riéng dwoc ciu tao béng,tl‘,r chi phwong hwéng két hop véi danh
ti chi dia hinh thi phai viét hoa cac chiv cai ddu méi am tiét.

Vi du: Tay Béc, Déng Béc, Béc B, Nam Ky, Nam Trung B6...

2. Tén dia ly nwéc ngoai duwoc phién chuyén sang tiéng Viét

a) Tén dia ly da dwoc phién am sang am Han Viét: Viét theo quy tac viét hoa tén dia ly Viét Nam.

Vi du: Bac Kinh, Binh Nhwéng, Phap, Anh, My, Thuy Si, Tay Ban Nha...



b) Tén Qia ly phién am I§h6ng qua am Han Viét (phién am truc tiép sélt cach doc clia nguyén
nglr): Viét hoa theo quy tac viét hoa tén nguwoi nwée ngoai quy dinh tai Biém b, Khoan 2, Muc II.
Vi du: Mat-xco-va, Men-bon, Sing-ga-po, Cé-pen-ha-ghen, Béc-lin...

IV. VIET HOA TEN CO QUAN, TO CHU'C

1. Tén co quan, t6 chirc ctia Viét Nam

Viét hoa ch cai dég clia cac tlr, cum tr chi loai hinh co’ quan, t6 chirc; chive néng, linh vie hoat
dong clia co quan, to chirc.

Vi du:

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

- Uy ban Thuong vu Quoc héi; Uy ban Boi ngoai clia Quoc héi; Uy ban Trung wong Mat tran To
quéc Viéet Nam; Uy ban vé Cac van dé xa hoi cia Quéc hoi; Uy ban Nha nuwéc vé Nguoi Viét
Nam & nwéc ngoai;

- V&n phong Chu tich nwéc; Van phong Quéc hdi; Van phong Uy ban nhan dan tinh Nam Binh...
- B6 Tai nguyén va Méi truong; Bo6 Khoa hoc va Céng nghé; Bd Nong nghiép va Phat trién nong
thén; Bd Cong thuwong; B6 Van hoa, Thé thao va Du lich; B6 Théng tin va Truyén théng. ..

- 'I:éng cuc Thué; Téng cuc Hai quan; Cuc Kiém tra van ban quy pham phap luat; Cuc Khao thi va
Kiém dinh chat lwong gido duc...

- Téng cong ty Bao hiém Viét Nam; Téng cong ty Hang hai Viét Nam; Tdng céng ty Hang khéng
Viét Nam...

- Tép doan Dau khl' Viét Nam; Tap doan Cong nghiép Than — Khoang san Viét Nam; Ngan hang
Dau tw va Phat trién Viét Nam; Ngan hang Ngoai thuwong Viét Nam;...

- Héi ddng nhan dan tinh Son La; Uy ban nhan dan tinh Béc Ninh; Uy ban nhan dan quéan Ba
Pinh; Uy ban nhan dan huyén Vu Ban;...

- S& Tai chinh; S& Tai nguyén va Méi trudng; S& Xay dung; S& K& hoach va Pau tw; S& Gido
duc va Dao tao;...

- Hoc vién Chinh tri - Hanh chl’np quéc gia H6 Chi Minh; Trweng Pai hoc Khoa hoc xa hoi va
Nhan van Hé’NC)i; Trwong Cao dang Noi vu Ha Noi; Trwdng Dai hoc dan l1ap Van Lang; Truwdng
Trung hoc phd théng Chu Van An; Truwdng Trung hoc co s& Lé Quy Dén; Trwong Tiéu hoc Thanh
Céng;...

- Vién Khoa hoc x& hdi Viét Nam; Vién Khoa hgc va Coéng nghé Viét Nam; Vién U’ng dung cong
nghé;...

- Trung tdm N’ghién cru Giao duc dan téc; Trung tdm Khoa hoc va Céng nghé van thw, lwu tri;
Trung tdm Trién lam van héa nghé thuat Viét Nam; Trung tdm Tw van Giam sat chat lwong céng
trinh;...

- Bao Thanh nién; B&ao Dién dan doanh nghiép; Tap chi Té chirc nha nwéc; Tap chi Phat trién
gido duc; Tap chi Dan chd va Phap luat;...

- Nha Van héa huyén Gia Lam; Nha Xuét ban Ha Noi; Céng Théng tin dién tr Chinh phu;...

- Nha may Dong tau Séng Cam; Nha may San xuét phu ting va Lap rap xe may; Xi nghiép Ché
bién thdy sdn déng lanh; Xi nghiép Bam bao an toan giao thong dwong séng Ha Nbi; Xi nghiép
Trac dia Ban do 305;...

- Cong ty C6 phan Bau tw Tw van va Thiét ké xay dung; Cong ty Nhya Tién Phong; Cong ty
Trach nhiém hiru han Du lich va Van tai Pong Nam A; Coéng ty Do dac Dia chinh va Céng trinh;...



- HOi Nhac si Viét Nam, H6i Nguwdi cao tudi Ha Noi, Hoi Chir thap dé Viét Nam, Hoi Néng dan
Viét Nam...

- Vu Hop tac qu6:c té; Phong Nghién ctru khoa hoc; Phong Chinh sach xa hoi; Hoi déng Thi tuyén
vién chtrc; HOi dong Sang kién va Cai tién k¥ thuat;...

- Trwdng hop viét hoa dac biét:

Ban Chép hanh Trung wong Bang Cong san Viét Nam; Van phong Trung wong Dang.

2. Tén co quan, té chirc nwédc ngoai

a) Tén co quan, t6 chirc nwéc ngoai da dich nghia: Viét hoa theo quy téc viét tén co quan, td
chirc cua Viét Nam.

Vi du: Lién hop qudc (UN); T chirc Y té thé gidi (WHO); Hiép hodi Cac qubc gia Déng Nam A
(ASEAN)....

b) Tén co quan, t6 chirc nwéc ngodi dugc st dung trong van ban & dang viét tét: Viét bang chi
in hoa nhw nguyén ngl* hodc chuyén tw La — tinh néu nguyén ng» khong thudc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG....

V. VIET HOA CAC TRUONG HQP KHAC

1. Tén cac huan chwong, huy chwong, cac danh hiéu vinh dw

Viét hoa chi¥ cai dau cla cac am tiét clia cac thanh té tao thanh tén riéng va céc ti chi thi, hang.

Vi du: Huan chuwong Boc 1ap hang Nhét; Huan chwong Sao vang; Huan chuwong Lé-nin; Huén
chwong H6 Chi Minh; Huan chwong Chién coéng; Huan chuwong Khang chién hang Nhi; Huy
chwong Chién si vé vang; Bang T quéc ghi cong; Gidi thwéng Nha nwéc; Nghé si Nhan dan;
Nha gido Uu tu; Thay thuéc Nhan dan; Anh hing Lao ddng; Anh hung Lwc lwgng vii trang nhan
dan;...

2. Tén chirc vu, hoc vi, danh hiéu

Viét hoa tén chirc vu, hoc vi néu di lién véi tén ngudi cu thé.

Vi du:

- Cha tich H6 Chi Minh, Téng théng V.V. Pu-tin, Dai twéng V6 Nguyén Giap, ...

- Pho Tha twéng, Tong Cuc trwdng, Phé Tong Cuc trudng, Phé Cuc truwdng, Tong Giam doc,
Giam doc, Ph6é Giam doc, Chanh Van phong, Phé Chanh Van phong, Trwdng phong, Pho
Truwdng phong, Téng thw ky...

- Gigo sw Vién si Nguyén Van H., Tién si khoa hoc Pham Van M....
3. Danh tr chung da riéng hda

Viét hoa chir cai dé?lu cla tlr, cum tr chi tén goi do trong trwdng hop dung trong mét nhan xwng,
dirng dodc lap va thé hién s tran trong.

Vi du: Bac, Nguwoi (chi Cha tich HS Chi Minh), Bang (chi Dang Cong san Viét Nam), ...
4. Tén cac ngay |&, ngay ky niém
Viét hoa chi¥ cai dau clia am tiét tao thanh tén goi ngay &, ngay ky niém.

Vi du: ngay Quédc khanh 2-9; ngay Quéc té Lao déng 1-5; ngay Phu niv Viét Nam 20-10; ngay
Lwu trir Viét Nam 1an the Nhat, ...

5. Tén cac sw kién lich st va cac triéu dai

Tén cac sw kién lich str: Viét hoa chi¥ cai dau clia cac am tiét tao thanh sw kién va tén sy kién,



trong trworng hop ¢6 cac con sb chi mébe théi gian thi ghi bang chir va viét hoa chir do.

Vi du: Phong trao Can vwong; Phong trao X6 viét Nghé Tinh; Cach mang thang Tam; Phong trao
Phu nr Ba dam dang;...

Tén cac triéu dai: Triéu Ly, Triéu Tran,...
6. Tén cac loai van ban

Viét hoa ch cai diu cla tén loai van ban va chi cai dau cta am tiét thir nhét tao thanh tén riéng
clia van ban trong trirdng hgp noi dén mot van ban cu the.

Vi du: Nghi quyét Dai hdi dai biéu toan qubc 1an thir X clia Dang; Bo luat Dan sy; Luat Giao dich
dién tw;...

Trwong hop vién dan cac diéu, khodn, diém clia mot van ban cu thé thi viét hoa chi cai dau cia
diéu, khoan, diém

Vi du:

- Can cw biéu 10 B6 luat Lao dong...

- Can ct Biém a, Khoan 1, Biéu 5 Luat Giao dich dién ter...

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

Viét hoa chi¥ cai diu clia am tiét thir nhat tao thanh tén tadc phdm, sach bao

Vi du: tdc phdm Puwong kach ménh:; tir dién Bach khoa toan thuw; tap chi Cong san:;. ..
8. Tén cac nam am lich, ngay tiét, ngay tét, ngay va thang trong nam

a) Tén cac nam am lich: Viét hoa chi cai dau clia tat ca cac am tiét tao thanh tén goi.
Vi du: Ky Ty, Tan Hé6i, Mau Tuét, Mau Than....

b) Tén cac ngay tiét va ngay tét: Viét hoa chiv cai dau ciia am tiét thi» nhét tao thanh tén goi.
Vi du: tiét Lap xuan; tiét Dai han; tét Doan ngo; tét Trung thu; tét Nguyén dan;. ..

Viét hoa chi¥ Tét trong trwérng hop dung dé thay cho mét tét cu thé (nhw Tét thay cho tét Nguyén
dan).

c) Tén cac ngay trong tuan va thang trong nam: Viét hoa chir cai dau cla am tiét chi ngay va
thang trong trwdng hop khdng dung chir so:

Vi du: ther Hai; th& Tw; thang Nam; thang Tam;...
9. Tén goi cac ton gido, gido phai, ngay | tén gido
- Tén goi cac tén gido, gido phai: Viét hoa chir cai dau cla cac am tiét tao thanh tén goi.

Vj du: dao Cq DPéc; dao Tin Lanh; dao Thién Chula; dao Hoa Hao; dao Cao Dai... hodc chi cai
dau cha am tiét tao thanh tén goi nhu: Nho gido; Thién Chua gido; Hoi gido;...

- Tén goi ngay |& ton gido: Viét hoa chi¥ cai diu clia am tiét thi nhét tao thanh tén goi.
Vi du: 18 Phuc sinh; I& Phat dan;....



