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‘ﬁ C, KY THUAT TRINH BAY VAN BAN HANH CHINH
VA BAN SAO VAN BAN
(Kém theo Nghj dinh s6 ' 30/2020/ND-CP
ngay 05 thdng 3 ndm 2020 ciia Chinh phi)

Phién I
THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH

I. QUY PINH CHUNG
1. Khé gidy: Khd A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chidu dai cia khd A4. Truong hop ndi dung vin
ban c6 cac bang, biéu nhung khéong dugc lam thanh cac phu luc riéng thi vin
ban c6 thé duoc trinh bay theo chiéu réng.

3. Pinh 12 trang: Céch mép trén va mép duéi 20 - 25 mm, céch mép trai
30 - 35 mm, cach mép phai 15 - 20 mm.

4. Phong chit: Phong chir tiéng Viét Times New Roman, bd ma ky tu
Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001, mau den.

5. C& chi va kidu chir: Theo quy dinh cu thé cho timg yéu t6 thé thirc.

. 6. Vi tri trinh bay céc thanh phf;in thé thirc: Pugc thuc hién theo Muc IV
Phan I Phu luc nay.

7. 86 trang vén ban: Pugc danh tir s6 1, bing chir sé A Rap, c& chit 13
dén 14, kiéu chir dimg, duge dgt canh gitra theo chidu ngang trong phin 18
trén clia van ban, khong hién thi sb trang tht nhit.

II. CAC THANH PHAN THE THUC CHINH
1. Quéc hiéu va Tiéu ngit

a) Quoc hiéu “CONG HOA XA HQI CHU NGHIA VIET NAM”: Bugc
trinh bay bang chit in hoa, ¢& chit tir 12 dén 13, kidu chir dufng, dam va & phia
trén clng, bén phai trang dau tién clia vin ban.

b) Tiéu ngit “Péc l4p - Ty do - Hanh phiic”: Pugc trinh bay bang chit in
thudng, c& chit tir 13 dén 14, kiéu chir ding, dam va dugc canh gitta dudi
Quéc hiéu; chit cai dAu cta cac cum tir dugc viét hoa, giita cac cum tir c6
gach nbdi (-), c¢6 cach chit; phia duéi cé6 dudng ké ngang, nét lién, c6 d6 dai
bing d6 dai cta dong chit.



c) Quoc hiéu va Tiéu ngit duogc trinh bay tai 6 so 1 Muc IV Phén I Phy lyc
nay. Hai dong chit Qudc hiéu va Tiéu ngit dugc trinh bay cach nhau dong don.

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

a) Tén co quan, t& chirc ban hanh vin ban 12 tén chinh thire, diy du cta co
quan, td|chtrc hoidc chirc danh nha nudc clia ngudi co thim quyen ban hanh van
ban. Tén co quan, t6 chirc ban hanh vén ban bao gom tén ctia co quan, td chirc
ban hanh vin ban va tén ciia co quan, td chitc chi quéan tryc tiép (néu co).

Péi v6i tén co quan, tb chirc chi quan tryc tiép & dia phuong c6 thém tén
tinh, thanh phb truc thuéc trung uwong hodc huyén, quén, thi x&, thanh
phé thugic tinh, thanh phd thuge thanh phé truc thudc trung wong hodic x4,
phudng, thi tr4n noi co quan, to chirc ban hanh vén ban dong tru s&. Tén cua co
quan, t6 chirc chi quén truc tiép dugc viét tit nhitng cum tir thong dung.

b) Tén co quan, tb chire ban hanh viin ban dugc trinh by bang chit in
hoa, c& chit tir 12 dén 13, kleu chit ding, dam, dugc dat canh gifta dudi tén co
quan, tdichtc chu quan truc tlep, phia dudi co duong ké ngang, nét lién, ¢6 d6
dai bang tir 1/3 dén 1/2 d6 dai cia dong chit va dit can dbi so véi dong chit.

Tén co quan, td chirc chéi quan truc tiép duge trinh bay bang chit in hoa,
c& chir tir 12 dén 13, ki€u chir ding.

Tén co quan, t4 chirc ban hanh vin ban va tén co quan, td chirc chii quan
truc tlep dugc trinh bay cich nhau dong don. Trudng hop tén co quan, tb
chirc ban hanh vin ban, tén co quan, td chirc chi quan truc tiép dai c6 thé
trinh bay thanh nhidu dong.

c) Té én co quan, td chirc ban hanh vin ban duoc trinh bay tai 6 s 2
Muc IV Phéan I Phu luc nay.

: ‘;‘6 ky hiéu cta vin ban
a) 86 cta vin ban 13 sé thir ty vin ban do co quan, td chirc ban hanh

trong mdt nim dugc ding ky tai Van thu co quan theo quy dinh. S6 cta vin
ban dugc ghi bing chir s5 A Rép.

Trudng hop céc Hoi ddng, Ban, Tb ciia co quan, td chirc (sau diy goi
chung 13 t6 chire tu van) dugc ghi 1 “co quan ban hanh van ban” va duoc su
dung con déu, chit ky sb cia co quan, td chirc dé ban hanh van ban thi phai
14y hé théng sb riéng.

b) Ky hiéu cua vén ban

Ky hi¢u ctia vdn ban bao gdm chir viét tit tén loai vin ban va chi viét tht
tén co quan, t6 chic hodic chirc danh nha nuéc co thdm quyén ban hanh vén
ban. Béi véi cong vin, ky hiéu bao gom chit viét tat tén co quan, t chirc hoic
chic danh nha nuée ban hanh cong vén va chit viét tit tén don vi soan thao
hodc Iinh vue duoc giai quyét.
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Chir viét tit tén co quan, t8 chirc va cac don vi trong mbi co quan, td
chirc hogc linh vue do nguoi ding diu co quan, t6 chirc quy dinh cu thé, bao
d4m ngén gon, d& hiéu.

¢) $6, ky hiéu cla van ban dugc d3t canh gitta dudi tén co quan, tb chire

ban hanh vin ban. Tir “S6 §” duge trinh bay bang chif in thuong, c& chit 13, kidu

chit dimg; sau tir “S&” ¢4 dAu hai chim (:); v6i nhiing s6 nhé hon 10 pha1 ghi

thém so 0 phia trudc. Ky higu cta van ban duoc trinh bay bang chit in hoa, c&

chir 13, kiéu chit dimg. Giira s6 va ky hiéu vin ban co déu gach chéo ",

gifta cac nhém chit viét tét trong ky hidu vin ban cé d4u gach néi (-), khéng
céch chir.

d) S8, ky hiéu ciia van ban dugc trinh by tai 8 sb 3 Muc IV Phan I Phy
luc nay.

4. Pia danh va thdi gian ban hanh vén ban

a) Dia danh ghi trén van bdn do co quan nha nugc & trung wong ban hanh
14 tén goi chinh thirc cda tinh, thanh phé truc thudc trung wong noi co quan
ban hanh vin ban déng tru sé. Pia danh ghi trén van ban do co quan nha nude
& dia phuong ban hanh 13 tén goi chinh thirc ctia don vi hanh chinh noi co
quan ban hanh van ban dong tru so.

Péi voi nhimg don vi hanh chinh dugc dit theo tén nguoi, bang chir s6
hodc su kién lich sir thi phai ghi tén goi ddy da ctia don vi hanh chinh dé.

Dia danh ghi trén van ban cia cac co quan, td churc, don vi luc lugng vii
trang nhan dan thudc pham vi quan ly cia B Cong an, B3 Qubc phong duge
thyc hién theo quy dinh ctia phap luat va quy dinh cu thé cia B6 Céng an, B3
Quéc phong.

b) Thoi gian ban hanh vin ban

Thoi gian ban hanh vin ban la ngay, thang, nam van ban duge ban hanh.
Thoi gian ban hanh van béan phai dugc viét day du; cac s6 thé hién ngay,
thang, ndm dung chir s6 A Rép; dbi véi nhitng s6 thé hién ngay nhé hon 10 va
thang 1, 2 phai ghi thém sb 0 phia truéc.

c) Dia danh va thoi gian ban hanh vén ban dugc trinh bay trén cung mét
dong véi s6, ky hidu vin ban, tai 6 so 4 Muc IV Phan I Phy luc nay, béng chit
in thudng, cd chit tir 13 dén 14, kidu chir nghiéng; céc chir ci dau cia dia
danh phai viét hoa; sau dia danh c6 dau phdy (,); dia danh va ngdy, thang,
nam dugce dit dudi, canh gitra so voi Qudc hiéu va Tiéu ngfr.

5. Tén loai va trich yéu ndi dung vin ban

a) Tén loai van ban la tén clia timg logi vén ban do co quan, t chirc ban
hanh. Trich yéu ndi dung vén ban la mét cdu ngén gon hodic mdt cum tlr phan
anh khai quat ndi dung chu yéu ciia vin ban.



b) ']lfen loai va trich yéu ndi dung vin ban dugc trinh bay tai 6 s6 5a
Muc IV Phan I Phu luc nay, dat canh gifta theo chiéu ngang van ban. Tén loai
van ban duge trinh bay béng chit in hoa, & chit tir 13 dén 14, kidu chir ding,
dam. Trich yéu ndi dung vin ban duge dit, ingay dudi tén loai vin ban, trinh
bay bang chit in thuong, c& chit tir 13 dén 14 kiéu chit dung, dam. Bén dudi
trich yéu ndi dung vin béan cé dudng ké ngang, nét lidn, c6 46 dai bang tir 1/3

dén 1/2 6 dai cua dong chit va dit can d6i so v&i dong chi.

Péi véi cong van, trich yéu ndi dung vin ban duge trinh bay tai 6 s6 5b
Muc IV ;th“m I Phu luc nay, sau chit “V/v” bing chit in thuong, c& chit tir 12
dén 13, kidu chit dimg; dit canh gitra dudi 56 va ky hiéu van ban, cach dong
6pt voi s6 va ky hiéu vin ban,

6. Noi dung van ban |
a) (Cdn ¢ ban hanh vén ban

Cir ¢t ban hanh vin ban bao gém vin ban quy dinh thdm quyén, chirc
nang, nhi€ém vu cla co quan, td chitc ban hanh vin ban va cac van ban quy
dinh ndiidung, co sé& dé ban hanh vin ban. Cin c ban hanh vin ban dugc ghi
diy du tfén loai van ban, sd, ky hiéu, co quan ban hanh, ngay thdng nim ban
hanh vin ban va trich yéu ndi dung van ban (riéng Luét, Phép 1énh khéng ghi
s, ky hiéu, co quan ban hanh).

Can c ban hanh vin ban dugc trinh bay bang chit in thuong, kiéu
chir nghleng, cd chir tu 13 dén 14, trinh bay dudi phan tén loai va trich yeu
ndi dung vin ban sau mdi cin clr pha1 xuong dong, cubi dong cb ddu chdm
phiy (), dong cudi cing két thic bing déu cham (.).

b) Kh1 vién din 14n d4u vin ban c6 lién quan, phai ghi day du tén loai,
s6, ky h1 éu cua van ban thoi gian ban hanh van ban, tén co quan, t6 chirc ban
hanh van ban va trich yéu ndi dung vin ban (d6i véi Luat va Phap 1énh chi ghi
tén loai va ten cua Luét, Phap 1énh); trong cac 14n vién din tiép theo, chi ghi
tén loai va sd, ky hiéu cuia vin ban do.

¢) B cuc ciia ndi dung vin ban: Tuy theo tén loai va noi dung, van ban
¢b thé co phan cin ctr phap 1y & ban hanh, phin mé diu va c6 thé dugc bd
cuc theo phan, chuong, muc, tiéu muc, diéu, khoan, diém hodic duoc phan
chia thanh c4c phan, muc tir 161 dén nhé theo mét trinh tur nhét dinh.

d) Pbi véi cac hinh thie vin ban dugc b cuc theo phén, chuorng, muc,
tidu mue, diéu thi phin, chwong, muc, tidu muc, -diéu pha1 c6 tiéu dé. Tiéu d8
1a cum tu chi ndi dung chinh ctia phan, chuong, muc, tidu muc, diéu.
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d) Céch trinh bay phén, chuong, myc, tidu muc, didu, khoan, diém

Tir “Phén”, “Chuong” va sb thir ty cia phan, chuong dugc trinh bay trén
mdt dong riéng, canh gura bang chit in thudng, ¢& chir tir 13 dén 14, k1eu chit
dimg, dém. Sé thu tw cua phan, chuong ding chif s6 La M. Tiéu dé cla
phin, chuong dugc trinh bay ngay dudi, canh gii¥a, bang chit in hoa, ¢& chit
tir 13 dén 14, kiéu chit ding, dam.

Tir “Muc”, “Tiéu muc” va sb thi tu cia muyc, tiéu muc dugc trinh bay
trén mdt dong riéng, canh gifta, bing chir in thuong, c& chir tir 13 dén 14, kiéu
chit dimg, dam. Sé thit ty clia muc, tiéu muc dung chir s§ A Rap Tiéu dé cua
muc, tiéu muc duge trinh bay ngay dudi, canh giita, béng chit in hoa, ¢& chix
tir 13 dén 14, kiéu chir ding, ddm.

Tir “Pidu”, sb thi tu va tiéu dé cua dleu dugc trinh bay bing chit i in
thuong, lui dau dong 1 cm hodc 1,27 cm. Sé thir ty cia didu dung chir sb
A Rép, sau s6 thir tu ¢6 ddu chdm (.); c¢& chi bing c& chit clia phan 16i van,
kidu chir dimg, ddm.

S6 thi tu cac khoan trong mbi muc dung chir s6 A Rép, sau s6 thit tw ¢
d4u chdm (), c& chit s6 bing c& chit cla phén 151 vin, kidu chit dimg. Néu
khoan c¢ tiéu d&, sb thi ty va tiéu dé cua khoan duge trinh bay trén mét dong
riéng, bang chir in thudng, c& chit bing c& chit cla phén 10i vin, kiéu chir
dimg, dam.

Thir ty cac diém trong mdi khoan dung céc chir cai t1eng Viét theo thir tu
bang chit c4i tiéng Viét, sau ¢o dau dong ngodc don, bang chit in thudng, c&
chit bang ¢& chif cia phén 16i vin, kiéu chir dung.

e) Noi dung van ban dugc trinh bay bing chit in thuong, dugce canh déu
ca hai 18, kidu chir ding; ¢ chit tir 13 dén 14; khi xubng dong, chir d4u dong
Iui vao 1 cm hodc 1,27 cm; khoang cach gifta cac doan van t6i thidu 1a 6pt;
khoang cach giita cac dong t6i thiéu 12 dong don, t6i da 13 1,5 lines.

g) Noi dung vin ban dugc trinh bay tai & sb 6 Muc IV Phén I Phu luc nay.

7. Chitc vy, ho tén va chit ky ctia nguoi cd thim quyén

a) Chir ky cua ngudi co tham quyén 13 chit ky cla ngudi co thAm quyén
trén van ban gidy hodc chit ky s6 ctia ngudi c6 thim quyén trén vin ban dién t.

b) Viéc ghi quyén han cta ngudi ky dugc thyc hién nhu sau:

Trudng hop ky thay mat tap thé thi phai ghi chit viét tit “TM.” vao trudc
tén tap thé lanh dao hodc tén co quan, t6 chirc.

Truong hop dugc g1ao quyén cap trudng thi phai ghi chu: viét tit “Q.”
vao trude chirc vy clia ngudi dimg diu co quan, tb chue.

Truomg hop ky thay ngudi dimg diu co quan, tb chuc thi pha1 gh1 chir viét
tht “KT.” vao trude chirc vu ciia nguoi dimg dau. Trudng hop cap pho dugc
giao phu trach hodc didu hanh thi thyc hién ky nhw cap pho ky thay cap truéng.
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Tru|r0ng hop ky thura 1énh thi phai ghi chir viét tit “TL.” vao trude chie
vu clua i gudi dimg dau co quan t6 chire.
Truorng hop ky thura uy quyen thi phal ghi chir viét tit “TUQ.” vao trude
chitc vu cuia ngudi dimg du co quan, t6 chirc.

c) Chl’rc vy, chitc danh va ho tén ciia ngudi ky

Chuc vu ghi trén van ban 1a chirc vu lanh dao chinh thirc ciia nguoi ky
van ban trong co quan, ) chirc; khong ghi nhing chirc vu ma Nha nudc
khong quy dinh. :

Churc danh gh1 trén van ban do cac t chirc tur van ban hanh 13 chirc danh
13nh dao ciia nguoi ky van ban trong td chirc tu van.

Dm v6i nhitng t6 chirc tu vén dugc phép st dung con déu cla co quan,
td chuc thi ghi chuc danh cia ngudi ky van ban trong to chirc tu van va chirc
vu trong co quan, tb chitc. Dm vé6i nhitng td chire tu véin khong dugc phép st
dung con dau cua co quan, t8 churc thi chi ghi chitc danh ctia ngudi ky vin
ban trong t6 chirc tu van.

Clitre vy (chirc danh) ctia ngudi ky vén ban do Hoi dbng hoic Ban Chi
dao cia Nha nuéc ban hanh ma lanh dao BY lam Trudéng ban hodc Phd
Truéng ban, Chu tich hoac Ph6 Chu tich Hoi ddng thi phai ghi & chic vu
(chac d\anh) va tén co quan, t chirc noi linh dao B céng tic & phia trén ho
tén ngudi ky.

Ho va tén ngudi ky vén ban bao gém ho, tén dém (néu c0) va tén cua
ngudi k¥ vin ban. Trudc ho tén cia ngudi ky, khong ghi hoc ham, hoc vi va
cac dan'h hiéu danh dy khac. Viéc ghi thém quén ham, hoc ham, hoc vi trude
ho tén ngudi ky dbi v0i vén ban clia cac don vi vii trang nhan dan, céc t§ chic
su nghliep gido duc, y té, khoa hoc do ngudi ding d4u co quan quan 1y nganh,

linh vut quy dinh.

d) Hinh anh, vi tri chir ky sd cla nguoi co thdm quyén 13 hinh anh chit
ky cua ngudi co thim quyen trén van ban gidy, mau xanh, dinh dang Portable
Network Graphics (.png) nén trong sut; dit canh gifta chirc vy cia ngudi ky
va ho tén nguai ky.

d)' Quyén han, chic vu cia ngudi ky duoc trmh bay tai 6 sb 7a Muc IV
Phan I Phu luc nay; chirc vu khéc cia ngudi ky duge trinh bay tai 6 s6 7b
Muc IV Phan I Phu luc nay, phia trén ho tén ciia ngudi ky van ban; cdc chir
viét tit quyén han nhu: “TM.”, “Q.”, “KT.”, “TL.”, “TUQ.” va quyen han
chirc vu clia ngudi ky duge trmh bay bang chu in hoa & chit tir 13 dén 14,
kiéu chit dhing, dam.

_ Chir ky cia ngudi c6 thdm quyén dugc trinh bay tai 6 s6 7c¢ Muc IV
Phan I Phu luc nay.
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Ho va tén cua ngutorl ky vin ban dugc trinh bay tai 0 s6 7b Muc TV
Phan I Phu luc ndy, béng chu in thudng, c& chit tir 13 dén 14, kiéu chit dung,
dam, duogc dit canh giita quyén han, chic vu cta nguoi ky.

8. DAu, chit ky so ctia co quan, to chirc

a) Hinh anh, vi tri chit ky s6 ctia co quan, t4 chire 13 hinh anh déu cia co
quan, to chirc ban hanh vin ban trén van ban, mau do, kich thudc bing kich
thuéc thuc té cia dau dinh dang (.png) nen trong suét, tram 1én khoang 1/3
hinh anh chir ky s ciia ngudi 6 thdm quyén vé bén trai.

b) Chir ky sb clia co quan, t6 chirc trén vin ban kém theo vin ban chinh
duoc thé hién nhu sau: Vin ban kém theo cung tép tin véi ndi dung vén ban
dién tr, Van thu co quan chi thuc hién ky so vin ban va khéng thyc hién ky
s6 1&n vin ban kém theo; vin ban khéng cung tép tin vm ndi dung vin ban
dién tir, Vin thu co quan thyc hién ky so cua co quan, td chirc trén vin ban
kém theo.

Vi tri: Goc trén, bén phai, trang diu ctia viin ban kém theo.
Hinh anh chit ky sé ctia co quan, t chirc: Khong hién thi.

Théng tin: S6 va ky hiéu vin ban; thoi glan ky (ngdy thang nam;
gio phit gidy, mai gi¢ Viét Nam theo tiéu chudn ISO 8601) dugc trinh
bay bing phong chit Times New Roman, chi¥ in thudng, kiéu chit dimng, c&
chit 10, mau den.

. ©) D#u, chit ky s cta co quan, td chitc dugc trinh bay tai 6 s6 8 Muc IV
Phan I Phu luc nay.

9. Noi nhén

a) Noi nhan van ban gom Noi nhin @ thuc hién; noi nhan d kiém tra,
giam sat, bao cdo, trao dbi cong viée, dé biét; noi nhan d& Iuu vin ban.

b) Péi véi Té trinh, Béo céo (co quan, t chirc cdp dudi gl co quan, tb
chirc cdp trén) va Cong vén, noi nhén bao gom

Phan tht nhét bao gdm tir “Kinh gii”, sau d6 1a tén cdc co quan, t6 chirc
hoidc don vi, ca nhin tryc tiép giai quyet cong viéc. ‘

Phén tht hai bao gom tir “Noi nhan”, phia dudi 1a tir “Nhu trén”, tiep theo
13 tén c4c co quan, t6 chirc, don vi va ¢4 nhén c6 lién quan khdc nhén van ban.

c) Péi v6i nhimg van ban khac, noi nhan bao gém tir “Noi nhin” va
phdn liét ké cic co quan, t§ chirc, don vi va ¢4 nhan nhin vin ban.



4) Noi nhan duge trinh bay tai 6 s6 92 va 9b Muc IV Phén I Phy lyc nay
bao gbém:

Phan noi nhan tai 6 s6 9a (ap dung ddi v6i To trinh, Béo cdo cia co quan
t8 chuc ¢ap dudi gui co quan, t6 chirc cap trén va Céng vén): Tur “Kinh gii” va
tén cac ¢o quan, té chitc hodc ca nhan nhan vin ban dugc trinh bay bang chif in
thuong, |c& chir tir 13 dén 14, kiéu chit dimg; sau tir “Kinh giri” ¢6 ddu hai
chim (:). Néu vin ban giti cho mét co quan, t6 chirc hosic mot ¢4 nhén thi tix
“Kinh giri” va tén co quan, td chirc hodc ca nhan dugc trinh bay trén cing mot
dong; trudng hop van ban giti cho hai co quan, td chirc hodc ¢4 nhén trd 1én thi
xuong dong, tén mdi co quan, t6 chirc, c4 nhan hoic mdi nhém co quan,

—to chire, ca nhan dugc trinh bay trén mét dong riéng, d4u dong c6 gach dau
cu01 dong c6 ddu chim phay (;), cudi dong cubi cung co déu chim ();
cac gach dAu dong duoc trinh bay thing hang véi nhau dudi déu hai chim (1)

Phan noi nhan tai 6 s6 9b (4p dung chung d6i véi cac loai vin ban): Tl
“Nou nhan” duge trinh bay trén mét dong riéng (ngang hang véi dong chir
quyen han chirc vu ciia ngudi ky” va sat 18 trai), sau c6 dau hai chém (o),
béng chi¥ in thudng, c& chit 12, kiéu chir nghiéng, dam; phén liét ké céc co
quan, to| chire, don vi va cé nhén nhén van ban duge trinh bay bing chit in
thuorng, & chir 11, kiéu chir dung; tén mdi co quan, t6 chirc, don vi va c nhan
hodc mdi nhém co quan, td chirc, don vi nhan van ban dugc trinh bay trén mot
dong riéng, ddu dong cd gach dau dong (-) sat 12 trai, cubi dong c6 dau chim
phiy (; ) dong cuoi cung bao gom chir “Luu” sau ¢6 d4u hai chim (:), tiép theo
1a chir v|1<=t tit “VT7, déu phiy (,), chir viét tat tén don vi (hodc bd phén) soan

thao van ban va sb lugng ban luwu, cudi ciing 13 dAu chim ().
IIL. CAC THANH PHAN THE THU'C KHAC
1. Phu luc

a) Trudng hop vén ban cd Phu luc kém theo thi trong vin ban phai c6 chi
dén vé Phu luc d6. Vin ban c6 tir hai Phy luc tr¢ 1én thi cac Phu luc phai dugce
danh sbithir ty bang chir s6 La M.

b) i Tir “Phu luc” va sb thit tu ctia Phu luc duge trinh bay thanh mdt dong
riéng, canh gitta, bang chit in thudng, ¢ chir 14, kidu chir dimg, dim; tén
Phu lucI (néu c6) duge trinh bay canh giita, bang chit in hoa, ¢ chit tir 13
dén 14, [kiéu chir démg, dam.

¢) Thong tin chi din kém theo van ban trén mdi Phu fuc dugc ban hanh
bao gom: $6, ky hiéu vin ban, thoi gian ban hanh van ban va tén co quan, tb
chirc ban hanh vin ban. Théng tin chi ddn kém theo vin ban duge canh gitra
phia dudi tén cia Phu lyuc, chit in thuong, c¢& chit tir 13 dén 14, kidu chir
nghiéng, cling phdng chit vdi ndi dung vin ban, mau den.
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Théng tin chi d4n kém theo van ban trén mdi phu lyc (Kém theo van ban
sé .../...-... ngay .... thang .. ..) dugc ghi ddy du dbi véi vin ban

------

gidy; ddi véi van ban dlen tu, khong phai dién thong tin tai cdc vi tri nay.

d) bbi véi Phy luc cung tep tin véi ndi dung vén ban dién ti, Van thu co
quan chi thyc hién ky sb van ban va khong thuc hién ky s6 1én Phu luc.

Péi véi Phu luc khoéng cung tép tin véi ndi dung vin ban dién t&, Vin
thir co quan thyc hién ky s6 cua co quan, td chitc trén ting tép tin kém theo,
cu thé:

Vi tri: Géc trén, bén phai, trang dau ctia mdi tép tin.
Hinh anh chir ky s6 ctia co quan, t6 chirc: Khong hién thi.

Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngdy thing nim; gi¢r phut
gidy; mui gio Viét Nam theo tiéu chuin ISO 8601) dugc trinh bay bing phéng
chit Times New Roman, chit in thuong, kiéu chit dtmg, c¢& chir 10, mau den.

d) S6 trang ctia Phu luc dugc danh sb riéng theo timg Phu luc.

e) MAu trinh bay phu luc vin ban thuc hién theo quy dinh tai Phu luc III
Nghi dinh nay.

2. D4au chi d6 méat, mirc d6 khén, céac chi dan vé pham vi luu hanh
a) Dau chi do mét

Viéc xac dinh va dong du chi do mat (tuyét mat, t6i mat hodc mat), dau
tai liéu thu hdi d6i vai vin ban c6 ndi dung bi mit nha nudc duge thuc hién
theo quy dinh hién hanh. Con déu céc do mat (TUYET MAT, TOI MAT hodc
MAT) va ddu tai lidu thu h01 duge khéc sin theo quy dinh cua phap luat vé
béo vé bi mét nha nude. DAu chi d6 mat dugc dong vao 6 s6 10a Muc IV
Phén I Phy luc nay; d4u tai lidu thu hdi dugc déng vao & s6 11 Myc IV Phan1
Phu luc nay.

b) DAu chi mirc d6 khin

Khi soan théo van ban cé tinh chat khén, don vi hodc cé nhén soan thao
van ban de xult mic do khén trinh ngudi ky vin ban quyét dinh. Tuy theo
mirc d6 cén duge chuyén phét nhanh, van ban duoc xac dinh 46 khan theo céc
mirc sau: hoa tdc, thuong khén, khin.

Con du cdc mic @6 khén dugc khéc sin hinh chit nhat c6 kich thucrc
30 mm x 8 mm, 40 mm x 8 mm va 20 mm x 8 mm, trén d6 céc tir “HOA
TOC”, “THUCONG KHAN” va “KHAN”, trinh bay bing chit in hoa, phéng
chit Times New Roman, ¢& chir tir 13 dén 14, kiéu chir dung, dam va dat can
d6i trong khung hinh chit nhét vién don. DAu chi mirc d6 khin duoc dong vao
6 s6 10b Muc IV Phin I Phu luc ndy. Muc dé déng d4u chi muc d6 khin ding
mau do tuoi.
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c) Cac chi dan vé& pham vi luu hanh

Dm v6i nhimg véan ban c6 pham vi, d8i twgng, st dung han ché, str dung
cac chi din vé pham vi luu hanh nhu “XEM XONG TRA LAI”,
“LUU HANH NOI BO”. Céc chi din v& pham vi luu hanh trinh bay tai 6
sb 11 Muc 1A% Phan I Phu luc nay, trinh bay cén ddi trong mot khung hinh chit
nhat V1en don, bing chit in hoa, phong chit Times New Roman, ¢& chif tir 13
dén 14, kneu chit dimg, dam.

3. I&y hiéu ngudi soan thdo van ban va s6 luong ban phat hanh

Pugpec trinh bay tai 6 s6 12 Muc IV Phén I Phu luc ndy, ky hiéu béng chit
in hoa, sb lugng ban bing chit s A Rap, ¢ chit 11, kiéu chir dimg.

4. Dla chi co quan, td chirc; thu dién tir; trang thong tin dién tir; sb dién
thoai; so Fax

Ca( thanh phan nay dugc trinh bay tai 6 s6 13 Muc IV Phéin I Phu luc
nay & trang thi nhét cta vin ban, bing chit in thudng, c& chit tir 11 dén 12,
kiéu chir dimg, dudi mot duong ké nét 1ién kéo dai hét chidu ngang ciia viing
trinh ba)!r van ban.
_ IV: SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN
HANH CHINH
1. Vi trf trinh bay céc thanh phan thé thire

036 :  Thanh phin thé thirc vin ban
1 Quéc hiéu va Tiéu ngit
2 Tén co quan, tb chirc ban hanh vin bén
3 S, ky hiéu ¢tia vin ban
4 Dia danh va thoi gian ban hanh van ban
5a Tén loai va trich yéu ngi dung vin ban
5b . Trich yéu ndi dung cong vin
6 :  N6i dung vin ban
7a,7b,7c  : Chirc vy, ho tén va chit ky ciia ngudi co thidm quyén
8 . DAu, Chit ky sb clia co quan, tb chirc
9a, 9b . Noinhén
10a : Déuchidomit
10b :  Dau chi mac d6 khan
11 : Chi dan v& pham vi luu hanh
2’ : Ky hiéu ngudi soan thédo vin ban va s6 luong ban phat hanh
| _ Pia chi co quan, td chirc; thur dién tir; trang thong tin dién tiy;

13 £ arn . X
: sO dién thoai; sO Fax.

14 50
dang dién ti

Chir ky s6 clia co quan, 0 chirc cho ban sao vin ban sang dinh

i
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