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s6glf2 -CVNPTU

V/v sao gili Huang dan vJ thi thuc va
kji thUlJttrinh bay van ban cua Dang

gzii: - Cac Ban dang Tinh uy; Bao Quang tri,

- Cac BCS Bang, Dang doan,

- Cac huyen, thi, thanh uy, dang uy tnrc thuoc

Ngay 03 thang 4 nam 2018, Van phong Trung irong Bang ban hanh Hirong dfin

s636-HDNPTW "Huang dan thi thuc va kY thudt trinh bay van ban cua Dang".

Nhfun thuc hien thong nh~t trong toan Bang bQ, Van phong Tinh uy sao giri

dSn cac dan vi hu6ng dfin, d6ng thoi tren co sa hu6ng dfin yeu cdu cac dan vi trien

khai thuc hien,

Hu6ng dfin nay thay thS Hu6ng dfin s6 11- HDNTW, ngay 28/5/2004 cua

Van phong Trung uong Bang "huang dan vJ thi thirc van ban cua Dang".

Trong qua trinh thuc hien, nSu co vu6ng m~c, dS nghj cac d6ng chi trao d6i

tf\l'CtiSp vai Phong Luu trfr ,Van phong Tinh uy d~ duQ'chu6ng dfin .

Noi nhan:
- Nhu tren,
- Luu Van phong Tinh uy.

, ... "
KIT CHANH VAN PHONG
PH VANPHONG
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DANG CONG SAN VIET NAM. .
Hit Noi, ngay 03 thong 4 ndm 2018

_,fdlVG TI
!.N S6:.: ..,:.2.1j~......... HuONG nAN ----ro-t Ngay ..Q~:.~•.lo.1.g.. ?

- e tlnrc va ky thuft trinh bay van ban cua Dang

Thirc hien Quy dinh s6 66-QD/TW, ngay 06102/2017 cua Ban Bi thu
Trung irong Dang v~ thS Ioai, tham quyen ban hanh va thS thirc van ban cua
Dang, Van phong Trung uong Dang huang d~n thS thirc va Icy thuat trinh bay
van ban cua Dang nhir sau:

1-HUONG nAN CHUNG

1.Pham vi diSu chinh

Van ban nay huang d§n v~ thS thirc va ky thuat trinh bay van ban
cua Dang.

Van ban chuyen nganh, van ban khi in thanh sach va cac ~n pham khac
khong thuoc pham vi di~u chinh cua Hirong d§n nay.

2.D6i nrong ap dung

Van ban nay ap dung d6i voi cac clip uy, co quan, t6 chirc dang tir Trung
irong dSn co sa.

H~ thong cac tnrong chinh tri, cac co quan, t6 chirc hoat dQng thea
Luat Doanh nghiep khong thuoc d6i nrong ap d\lng van ban nay.

3. Yeu cAn

Van ban chinh thuc Clla cAp uy, co quan, t6 chuc dang phai th6ng nhAt
thS thuc va ky thu~t trinh bay dS bao dam gia trj phap ly va gia tf! th\lC ti~n.

4. Trach nhi~m clla cac ca nhan

- Nguai ky van ban la nguai chju trach nhi~m vS thS thuc va ky thu~t
trinh bay van ban.

- Chanh van phong ho~c nguai duQ'c giao ph\} trach cong tac van phong
co trach nhi~m thfim djnh thS thuc va ky thu~t trinh bay van ban.
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_ Can bQ, nhan vien diroc giao soan thao van ban co trach nhiem thuc. ,
fii~n dung huang dfin vS thS thirc va ky thuat trinh bay van ban. .

_Can bQ, nhan vien lam nhiem vu van thir co quan co trach nhiem kiem .
_ tra thS thirc va kY thuat trinh bay van ban tnroc khi trinh ky, phat hanh, I

.1

11- HUONG nAN cu THE
1.Cac thanh ph An th~ tlnrc bit bUQc

1.1. Tieu dJ "Dang C~ng san Vi?tNam"

1.1.1. ThJ thuc

Tieu dS "Dang Cong san Viet Nam" la thanh phan thS tlnrc xac dinh
van ban cua Dang.

1.1.2. Ky thudt trinh bay

Tieu dS trinh bay trang d~u, goc phai, dong d~u, phia diroi co duong ke
ngang ngan each voi dia danh va ngay, thang, nam ban hanh van ban; dirong
ke ngang net liSn, co dQdai bang dQdai tieu dS (6 s6 1, Phu luc 1).

Vi du:
DANG CONG SAN VIET NAM. .

1.2. Ten ca quan ban hanh van ban

1.2.1. ThJ thuc

Ten co quan ban hanh van ban la thanh ph~n thS thuc xac dinh tac gia
van ban. Ghi chinh xac, d~y du ten co quan ban hanh van ban thea quy dinh
cua DiSu 1~Dang ho~c van ban thanh l~p cua c~p uy, co quan, t6 chuc dang

co thAmquySn.

a) Van ban cua dl;lihQi dang cac c~p ghi ten co quan ban hanh van bim
la dl;lihQi dang c~p do; ghi r5 dl;lihQi dl;libiSu ho~c dl;lihQi toan thS dang vien
l~n thu m~y, truang hqp kh6ng xac dinh duqc l~n thu m~y thi ghi thai gian
cua nhi~m kY. Van ban cua doan chu tich, doan thu ky, ban thAm tra tu cach
dl;libiSu, ban kiSm phi~u ghi ten co quan ban hanh van ban la doan chu tich,
doan thu ky, ban thAm tra tu cach dl;libiSu, ban kiSm phi~u va ten co quan

c~p tren la dl;lihQi dang c~p do.

_Van ban cua dl;lihQi dang toan qu6c.
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Vi du 1: Van ban cua dai hQi

D~I HQI D~I BlED ToAN ouoc LAN THU ...
*

Vi du Z: Van ban cua doan chu tich

DAI HOI DAI BIEU ToAN ouoc LAN rmr ...
DoAN CHiT TJCH

*
- Van ban cua dai hQidang bQe§p tinh va dang bQtnrc thuoc Trung irong.

Vi du 1: Van ban cua dai hQi

D~I HQI D~I BlED
DANG BQ TiNH THAI BiNH LAN 'rmr ...

*
Vi du Z: Van ban cua doan thtr ky

DAI HOI DAI BIEU
DANG BO KHOI 'cAe CO QUAN TRUNG {fONG

LAN TmJ...
DoANTHUKY

*
- Van ban ella dai hQi dang bQ e§p huyen.

Vi du 1: Van ban cua dai hQi

D~I nor D~ BlED
DANG BO HDYEN CHAD THANH LAN THU .... .

*
Vi du Z: Van ban cua ban th~m tra tu each dai bieu

DAI HOI DAI BIEU
DANG BO HUY~N CON DAo LAN rmr ...
BAN THAM TRA TU CACH D~I BlED

*
- Van ban cua dai hQi dang bQc§p co sa.
Vi du 1: Van ban cua dai hoi. . .

D~I HQI D~I BlED
DANG BQ xA THI~D GIANG LAN THU ...

*
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Vi du 2: Van ban cua ban kiem phieu

D~IHOI
DANG BO CUC LUU TRU NHIEM KY...

•• ;t ,x,.

BAN KIEM PHIEU
*

- Van ban cua dai hQi chi bo.

Vi du 1: Van ban cua dai hQi

D~I nor
CHI BQ THON D4I DONG NHI:E:MKY...

*
Vi du 2: Van ban cua ban kiem phieu

D~HOl
CHI BO PHONG TAl CHiNHNHlEM KY...

. BAN KIEM PHIEU .
*

b) Van ban cua e~p uy cac c~p va chi bQghi ten co quan ban hanh van ban
nhir sau:

- Van ban cua Ban Chap hanh Trung liang, BQ Chinh tri, Ban Bi thu
ghi chung la Ban Chap hanh Trung uong.

Vi du:
BAN CHAp HA.NHTRUNG UONG

*
- Van ban cua ban ch~p hanh dang bQ tinh, thanh pho, dang bQ tnrc

thuoc Trung liang, van ban cua ban thirong vu tinh uy, thanh uy, dang uy tnrc
thuoc Trung liang ghi chung la tinh uy, thanh uy, dang uy.

Vi du l :
TiNH UY DONG THAp

*
Vi du Z:

DANG UY CONG AN TRUNG UONG
*

_ Van ban cua ban chap hanh dang bQ huyen, quan va dang bQ nrong
dirong, van ban cua ban thuong vu huyen uy, quan uy va dang uy nrong
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dirong ghi chung Ia huyen uy, quan uy, dang uy va ten cua dang bQ c~p tren
tnrc tiep,

Vi du l :
BANG BO TiNH HA GIANG
HUYtN UY DONG VAN

*
Vi du Z:

BANG BO TiNH cA MAU
DANG UY KHOI DOANH NGHItP

*
- Van ban cua ban ch~p hanh dang bQco sa, van ban cua ban thirong vu

dang uy cc sa ghi chung la dang uy va ten dang bQc~p tren tnrc tiep,

Vi du:
BANGBORUY~NTHANHCHVdNG

DANG UY xA THANH HA
*

- Van ban cua dang uy bQph?u true thuoc dang uy co sa ghi ten dang
uy bQphan va ten dang bQco sa c~p tren tnrc tiSp.

Vi du 1:
BANG BO xA LOC THUY

DANG UY THON TUY LOC.
*

Vi du Z:
BANG BO soY TE

DANG uY BENH VIEN DA KHOA TiNH.. ,

*
- Van ban cua chi bQco sa, chi bQtnrc thuoc dang uy co sa va chi bQtnrc

thuoc dang uy bQphan ghi chung la chi bQva ten dang bQc~p tren tnrc tiep,

Vi du l:

BANG BO xA TIEN PRONG
CHI BO XOM DJNH THANH

*
Vi du Z:

BANG BO cue QuAN TRJ T.78
CHI BO PHONG HANH CHiNH - TO CHUC

*
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C) Van ban cua cac co quan, t6 chirc dang diroc l~p thea quyet dinh cua
c~p uy cac c~p (co quan tham muu, giup viec, dang doan, ban can su dang,
ban chi dao, tieu ban, hQi d6ng ... ) ghi ten co quan ban hanh van ban la ten co
quan, t6 chirc dang va ten c~p uy rna co quan d6 true thuoc.

- Van ban cua cac ca quan tham muu, giup viec.

Vi du 1: Van ban cua cac co quan tham muu, giup viec Trung irong

BAN cHAp HANH TRUNG lJONG
BANTOCHUC

*
Vi du Z: Van ban cua cac co quan tham muu, giup viec c~p uy c~p tinh

TiNH trv KIEN GIANG
VANPHONG

*
Vi du 3: Van ban cua cac co quan tham muu, giup viec c~p uy c~p huyen

HUYEN uY TRlJNG KHANH
. BANDANV~N

*
- Van ban cua cac dang doan, ban can su dang.

+ Van ban cua cac dang doan, ban can su dang tnrc thuoc Trung irong

Vi du l :
BAN cHAp HANHTRUNGlJONG

DANG DoAN ouoc HOI
*

Vi du Z:
BANCHApHANHTRUNGlJONG

BAN CAN sV'DANG BO KEHO';_CH vA DAu TV'
*

+Van ban cua cac dang doan, ban can su dang true thuoc c~p uy c~p tinh.

Vi d\}l:
TlNH uY BIEN BIEN

DANG DoAN H(>I DONG NHAN DAN
*

Vi d\l2:
THANH uY cAN THO

BAN CAN sV' DANG UY BAN NHAN DAN
*
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- Van ban cua cac ban chi dao, ti~u ban, hoi dong ...

+Van ban cua cac ban chi dao, tiSu ban, hQid6ng ... tnrc thuoc Trung irong.

Vi du 1:
BAN cHAP HANH TRONG VONG

BAN CHi D~O cAl CACH TU PHAP
*

Vi du Z:
BAN cHAp HANH TRUNG lJONG

HQI DONG LY LU~N
*

+ Van ban cua cac ban chi dao, tiSu ban, hQi d6ng ... true thuoc c~p uy
c~p tinh.

Vi du l:
TiNH uY BONG NAI

BAN CHi DAO cAl CACH HANH CHiNH.
*

Vi du Z:
TiNH uv TVYEN QUANG

TUtU BAN vAN KI:¢N D~I HQI DANG BO LAN THU XV
*

+ Van ban cua cac ban chi dao, tiSu ban, hQi d6ng ... tnrc thuoc c~p uy
c~p huyen,

Vi du 1:
HUYJ;:Nuv PHONG BIEN

BAN CHi D';'O THl/C m:¢N QUY CHE DAN CHU
*

Vi du Z:
HUYJ;:Nuv BJNH HoA

HOI DONG tic DINH GM TRI TAl LIEU. . ..
*

d) Van ban cua cac dan vi diroc l~p theo quyet dinh cua co quan, t6
chtrc dang cac c~p ghi ten co quan ban hanh van ban la ten dan vi va ten co, ,
quan cap tren tnrc tiep.

Vi du l:

BAN TUYEN GrAo TRONG lJONG
VU LY LuAN CHiNH TRI.. .

*



1B.HDVP36 8
. '
• t.

Vi du Z:
VAN PHONG TiNH uY
PHONG TONG H<}P

*
d) Van ban cua lien co quan ban hanh ghi d~y du ten cac co quan, t6

chirc ban hanh van ban.

Vi du:
BAN TO CHUC TiNH UY - saNOI VU. .

*
1.2.2. KjJ thudt trinh bay

Ten co quan ban hanh van ban dai co thS trinh bay thanh nhieu dong.
D6i voi van ban cua lien co quan, ghi ten co quan, t6 chirc chu tri tnroc, gifra
cac ten co quan, t6 chirc co d&ugach n6i (-).

Ten co quan ban hanh van ban trinh bay goc trai, dong d~u, ngang voi
tieu dS, phia diroi co d&usao (*) ngan each voi s6 va ky hieu van ban (6 s6 2,
Phu luc 1).

1.3.Sa va kj hi?u van ban

1.3.1. Thd thtrc

a) S6 van ban la s6 thir tu cua van ban diroc dang ky, quan ly tai van
thir co quan. Cu the:

- S6 van ban cua dai hQi dang cac cap ghi lien tuc tir s6 01 chung cho
t~t ca cac ten loai van ban cua dai hoi, doan chu tich, dean thir ky, ban thAm
tra tu cach d?i biSu, ban ki6m phi~u kS tir ngay khai m?c d?i h9i (tinh tir khi
b~t d~u phien tru bi) d~n h~t ngay b~ m?c d?i hQi.

- S6 van ban cua c&p uy, cO'quan, t6 chuc dang dUQ'cl~p theo quy~t
dinh cua c&puy (g6m: cO'quan tham mUll, giup vi~c, dang doan, ban can Sl!
dang, ban chi d?o, tiSu ban, h9i d6ng ... ), cac dan vi duQ'cl~p thea quy~t dinh
cua cO'quan, t6 chuc dang cac c~p ghi lien t\lC tir s6 01 cho m6i ten lo?i van
ban trong m9t nhi~m ky c~p uY·

Nhi~m ky c&puy duQ'ctinh tir ngay liSn kS sau ngay bS m?c d?i hQi l~n
nay d~n hSt ngay bS m?c d?i hQi l~n k~ ti~p. TruOng hQ'phQi nghi c&puy l~n
thu nh~t diSn ra trong thai gian d?i hQi thi nhi~m ky c~p uy m6i dUQ'ctinh tir
ngay khai m?c h9i nghi c&puy l~n thu nh~t.

_ S6 van ban cua lien cO'quan ban hanh ghi lien t\lCv&i s6 van ban cung
ten lo?i cua cO'quan, t6 chuc chu tri.
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- se van ban mat ghi lien tuc voi s6 van ban khong m~t cung ten loai
van ban.

b) Ky hieu van ban gam nh6m chtr vi~t t~t cua ten loai van ban va ten
co quan ban hanh van ban.

- Ky hieu ten loai van ban lit chu cai dAu cac am ti~t cua ten loai van
ban, nhu: NQ (nghi quyet), CT (chi thi), KL (ket luan), QC (quy che),
BC (bao cao) ...

Ky hieu mot s6 ten loai van ban thong nh§t nhir sau:

Quyet dinh: QD

Quy dinh: QDi

Chi thi: CT

Chuang trinh: CTr

Thong tri: TI

TO' trinh: TIr

- Ky hieu ten co quan ban hanh van ban la nhirng chtr cai dAu cac am
ti~t cua ten co quan ban hanh van ban.

+ Ky hieu ten co quan ban hanh van ban cua dai hQi dang cac c§p
(gam: dai hQi, doan chu tich, doan thu ky, ban tham tra nr each dai bieu, ban
kiem phieu) ghi chung chtr viet t~t la "DR".

Vi du 1: Bao cao ella dai hQi

S6 16-BCIBH

Vi d\l2: Bien ban cua ban kiSm phi~u

S6 18-BBIBH

+Ky hi~u ten cO'quan ban hanh van ban Clla c§p uy, cO'quan, t6 chuc
dang cac e§p ghi ehii' vi~t t~t ten c§p uy, cO'quan, t6 ehuc dang do.

Vi d\l 1: Quy~t dinh ella Ban Kinh t~ Trung uO'ng

S6 246-QE>IBKTTW

Vi d\l2: Huang d~n clla tinh uy

S615-HD/TU
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Vi du 3: Cong van cua ban t6 chirc tinh uy
S6357-CVIBTCTU

Vi du d: Bao cao cua huyen uy
S676-BCIHU

+ Ky hieu ten co quan ban hanh van ban cua lien co quan ban hanh ghi
chir viSt tftt ten cac cc quan, t6 chirc ban hanh van ban,

Vi du: Quy chS cua lien co quan ban t6 chirc tinh uy va ban dan van
tinh uy

S605-QCIBTCTU-BDVTU

Ky hieu mot s6 ten co quan ban hanh van ban thong nhfit nhu sau:

* Cac dang uy va chi b9

Dang uy quan sir: DUQS; rieng Quan uy Trung uong: QUTW

Dang uy cong an: DUCA

Dang uy bien phong: DUBP

Dang uy khoi: DUK

Cac dang uy khac: HU

Chi bo: CB

* Cac co quan tham muu, giup viec

Uy ban Kiem tra Trung uong: UBKTTW

Ban t6 chirc tinh uy:BTCTU

Ban tuyen giao huyen uy: BTGHU

* Hang doan: HD

* Ban can S\I dang: BCSD

* Ban chi dao: BCD

* TiSu ban: TB

* H9i d6ng: HD
1.3.2. Ky thudt trinh bay

s6 van ban viSt bang chir s6 A-r~p. se van ban nho han 10 phai ghi
s6 0 phia tru6c; gifra s6 va ky hi~u co dfiu g~ch n6i (-), gifra chfr viSt t~t ten
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loai van ban va chtr viSt cit ten co quan ban hanh van ban co d~u gach cheo (/),
gifra chtr viSt tit cua lien co quan ban hanh van ban co d~u gach n6i (-).

s6 va ky hieu van ban trinh bay can d6i diroi ten ca quan ban hanh van
ban (6 s6 3, Phu luc 1).

1.4. Dia danh va ngay, thdng, niim ban hanh van ban
1.4.1. Thd thtrc

a) Dia danh ban hanh van ban la ten goi chinh thirc cua dan vi hanh
chinh (ten rieng cua tinh, thanh ph6 tnrc thuoc Trung irong; ten rieng cua
huyen, quan, thi xa, thanh ph6 thuoc tinh; ten rieng cua xa, phirong, thi tran)
noi c~p uy, co quan, t6 chirc dang d~t tru sa.

- Van ban cua cap uy, co quan, t6 chirc dang c~p Trung irong ghi dia
danh ban hanh van ban la ten tinh, thanh pho true thuoc Trung uong.

Vi du 1: Van ban cua Ban D6i ngoai Trung irong (tr\! sa ~i thanh ph6
HaNQi)

HaNQi,

Vi dv2: Van ban cua evc Quan tri T.26 thuQc Van phong Trung uang
Dang (tf\}sa t~i thanh ph6 Da Nfu1g)

DaNdng,

- Van ban cua c~p uy, cO'quan, t6 chuc dang c~p tinh ghi dja danh ban
hanh van ban la ten tinh, thanh ph6 tIVc thuQc Trung uang.

Vi d\! 1: Van ban cua Tinh uy Quang Tri

Quang Trj,

Vi dv 2: Van ban cua Ban can S1)' dang Uy ban nhan dan tinh An Giang

An Giang,

- Van ban cua c~p uy, cO'quan, t6 chuc dang c~p huy~n ghi dia danh
ban hfLnhvan ban la ten huy~n, qu~, thi xa, thanh ph6 thuQc tinh.

Vi dv 1: Van ban cua Huy~n uy Lam Ha (tinh Lam D6ng)

LdmHa,

Vi d\! 2: Van ban cua Ban Dan v~ Huy~n uy Tu§n Ghio (tinh Di~n Bien)

Twin Giao,

- Van ban cua c~p uy, cO'quan, t6 chuc dang c~p cO'sa a xa, phuong,
thi tr~n ghi dia danh ban hanh van ban la ten xa, phuong, thi tr~n.
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Vi du 1: Van ban cua Dang uy xa Nhan Thang (huyen Gia Binh, tinh
B~c Ninh)

Nhdn Thcing,

Vi du 2: Van ban cua Chi bQ than TriSu Khuc (xa Tan TriSu, huyen
Thanh Tri, thanh pho Ha NQi)

rs» Tri~u,

_ Van ban cua cgp uy, co quan, t6 chirc dang diroc l~p a cac co quan
cong tac, dan vi hanh chinh, S\1nghiep, t6 clnrc kinh tS... ghi dia danh ban
hanh van ban thea dia danh ban hanh van ban cua co quan cong tac, dan vi
hanh chinh, S\1nghiep, t6 chirc kinh tS...

_ Van ban cua lien co quan ban hanh ghi dia danh ban hanh van ban
thea dia danh ban hanh van ban cua co quan, t6 chirc chu tri.

_ Ghi them cgp hanh chinh tnroc dia danh ban hanh van ban trong cac
tnrong hop sau day:

+ Dia danh mang ten nguoi, dia danh mot am tiet, dia danh thea s6
thir tir.

Vi du 1: Dia danh hanh chinh mang ten nguoi

Qudn Hai BG Trung; Phuong Le Dai Hanh. ..

Vi du Z: Dia danh hanh chinh mQt am tiSt

Thanh phd Hui; Phuong Buili...

Vi d\l3: Dia danh hanh chinh thea s6 thu t\1

Phuang 7; QU{jn1...

+ Dia danh c6 ten rieng cua huy~n, qu~n, thi xa, thanh ph6 thuQc tinh
trung v6'i ten rieng cua tinh; ten rieng cua xa, phuang, thi trfin thuQc huy~n
trung v6'i ten rieng cua huy~n ...

Vi d\l 1: Van ban cua cgp uy, CO' quan, t6 chuc dang thanh ph6 Hoa
Binh, tinh Hoa Binh

Thanh phd HOG Binh,

Vi d\l 2: Van ban cua cgp uy, CO' quan, t6 chuc dang Thi trfin Chq M6'i,
huy~n Chq M6'i, tinh B~c K~n

Thj trein Ch(1Mai,
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b) Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban
diroc nguoi co tham quyen ky ban hanh,

1.4.2. Ky thudt trinh bay

Ngay diroi 10 va thang diroi 3 phai them s6 0 a truce va viSt d~y du
chtr ngay, thang, nam; gifra dia danh va ngay, thang, nam ban hanh van ban
co d~u phay (,).

Vi du:
HaN9i, ngay 03 thang 02 ndm 2018

C§.phanh chinh tnroc dia danh ban hanh van ban co thS ghi chtr viet t~t
Ia TP (thanh pho), TX (thi xa), IT (thi tran) ...

Vi du:
TP. H6 Chi Minh; Q. is Chan. ..

Dia danh va ngay, thang, nam ban hanh van ban trinh bay diroi tieu dS
(0 s6 4, Phu luc 1).

1.5. Ten loai van ban va trich yiu nvi dung van ban

1.5.1. Th§ thuc

- Ten loai van ban la ten cua tirng loai van ban. Cac van ban ban hanh
dSu ghi ten loai van ban, tnr cong van. Trich y~u nQi dung van ban la mot cau
ngan gQn ho~c mQt C\lmtu phan anh nQi dung chu ySu cua van ban.

Vi d\l:
BAocAo

k~t qua d~dhQichi bQnhi~m kY 2017 - 2020

- Cung mQt ten Io~i van ban rna c~p uy ho~c ban thubng V\l c~p uy ban
hanh co thS ghi ten tac gia trong trich y~u nQi dung van ban.

Vi d\l:
KETLuAN

eVA BAN TRUONG Vu HUYEN uY
v~ cBng hlc ca~ bQ .

- Rieng bao cao chinh tri do c~p uy khoa duO'ng nhi~m trinh d~i hQi
dang cac c~p ghi ten lo~i va trfch ySu nQi dung van ban nhu ~au:
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+ Truong hop bao cao chinh tri co chu dS

Vi du:
... (N(n DUNG CHU DE) .

(bdo eao cua... khoa ... trinh dai hoi idn thu....)

+ Truong h9'P bao cao chinh tri khong co chu dS

Vi du:
BAocAo

...(trich y~u nQi dung) ...
(baa cdo cua ... nhiem kY... trinh dai hoi... nhiem kY.. ')

1.5.2. Ky thudt trinh bay

Ten loai van ban trinh bay mot dong rieng, trich ySu n9i dung van ban
trinh bay diroi ten loai van ban; phia dtroi trich ySu n9i dung van ban co nam
(5) d~u gach n6i (-) ngan each voi n9i dung van ban.

Ten loai va trich ySu n9i dung van ban trinh bay chinh gifra trang d~u
van ban (0 s6 5a, Phu luc 1).

Rieng trich ySu noi dung van ban cua ten loai cong van trinh bay diroi
sf>va ky hieu van ban (0 sf>5b, Phu luc 1).

Vi du:
s6 268-CV /VPTU

Chudn hi h{5inghi true tuy€n
quem triet Nghi quy€t Trung uong 6 khod XII

1.6. N{Ji dung van ban

1.6.1. ThJ thuc

N9i dung van ban la thanh phan thS tlnrc chu ySu cua van bfm. N9i
dung van ban phai bao dam cac yeu c~u sau day:

- flung chu truong, duong 16i cua Dang, phap lu~t cua Nha nuac.

- Phil hQ'pvai ten lo~i van ban; diSn d~t ph6 thong, chinh xac, r5 rang,
dS hiSu.

- Chi viSt tit nhfrng tiT, c\lm tiTthong dVng. Co thS viSt tit nhfrng tu,
C\lm t11Slr d\lng nhiSu l~n trong van ban, nhung cac chfr viSt tit l~n d~u cua
t11,cvm tu- phai d~t trong d~u ngo~c don ngay sau tiI, cvm tiI do.
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- Khi vien dfut cAn ghi dAy du ten loai van ban, sd, ky hieu van ban,
ngay, thang, nam ban hanh van ban, ten co quan ban hanh van ban va trich
y~u n9i dung van ban; cac IAnvien dfut tiep thea chi ghi ten loai va sd, ky
hieu cua van ban do.

- Giai thich ro cac thuat ngtt chuyen mon sir dung trong van ban.

- Tuy thea n9i dung, van ban diroc bd cue thea phan, chuang, muc,
diSu, khoan, di~m... cho phu hop.

1.6.2. Ky thudt trinh bay

Thong thuong n9i dung ban van duoc dan dSu ca hai IS; khi xuong
dong, chit dAu dong lui VaGkhoang 10 mm; khoang each gitra cac doan van
ban (Spacing) t6i thieu la 6pt; khoang each gifra cac dong (Line spacing) t6i
thieu Ia 18pt (Exactly); k~t thuc nQi dung van ban co d~u cham (.).

Nhtrng van ban co phan can ctr ban hanh, m6i can err trinh bay mot
dong rieng, cuoi dong co dftu cham phay (;), rieng can ctr cu6i cung co d~u
phdy (,).

Nhfrng van ban duqc b6 cvc thea ph§.n, chuang, mvc, diSu, khoan,
di~m trinh bay nhu sau:

+ Phlln, chuang: Cae til "Ph§.n", "Chuang" va s6 thu tv cua phlln,
chuang trinh bay mQt dong rieng, chinh giita; s6 thu tv cua ph§n, chuang
dung chit s6 La Mff ho~c ghi b~ng chit; ten phlln, chuang (n~u co) trinh' bay
ngay du6i tir "Phlln", "Chuang".

+Mvc: Tir "Mvc" va s6 thu tv cua mvc trinh bay mQt dong rieng, chinh
gifra; s6 thu tv cua mvc dUng chfr s6 A-r~p; ten mvc (n~u co) trinh bay ngay
du6i tir "Mvc".

+ DiSu: Til "DiSu", s6 thu tv va ten diSu (ho~c nQi dung cua diSu) trinh
bay cung mQt dong; s6 thu tv cua diSu dung chfr sd A-r~p, sau s6 thu tv co
dftu chftm (.).

+ Khoan: S6 thu tv cua khoan ghi b~ng chit s6 A-r~p; sau s6 thu t\1 cua
khoan co dftu ch~m (.), ti~p d~n ten khoan (n~u co) va nQi dung cua khoan.

+ Di~m: Thu t\1 cac di~m duqc ghi b~g chfr ccii ti~ng Vi~t thea thu t\1
a, b, c..., sau chfr cai co d~u ngo~c dan dong va n9i dung cua di~m.

NQi dung van bim trinh bay du6i ten lo:;tiva trich y~u nQi dung van ban
(0 s6 6, PhV1vc 1).
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1.7. Quyin h{ln, chuc V{l,h(Jten va chii: kj cua nguoi co tham quyin

1.7.1. Thi thtrc

- Quyen han ky van ban cua m6i c§.p uy, cc quan, t6 chirc dang phai
ducc quy dinh bang van ban.

D8i voi van ban cua dai h9i dang (dai hoi, doan chu tich, doan thir ky,
ban tham tra tir each dai bien, ban kiSm phieu), c§.puy, uy ban kiem tra, dang
doan, ban can sir dang, hoi d6ng cac c§.p:DS ky la thay mat (ky hieu la TIM).

D8i voi van ban cua cac co quan tham rmru, giup viec, ban chi dao, tieu
ban ..., cac dan vi diroc thanh lap thea quyet dinh cua co quan, t6 chirc dang
cac c§.p: C§.p tnrong ky dS ky tnrc tiSp, khi c§.pph6 ky dS ky la ky thay (ky

hieu la KIT).

D6i v6i van ban duqc ban thuang Vl) c§.puy ho~c thu truang cO'quan,
t6 chuc dang cac c§.puy quySn: DS ky la thira l~nh (ky hi~u la TIL).

- Chuc Vl) cua nguai ky van ban la ch(rc Vl) chinh thuc cua nguai co
th~m quySn ky van ban cua c§.puy, cO'quan, t6 chuc dang.

Ghi dung chuc Vl) duqc bAu, b6 nhi~m ho~c 'phan c6ng cua nguai ky
van ban; kh6ng ghi ten c§.puy, cO'quan, t6 chuc :dang kem thea ehuc Vl) cua
nguai ky van ban (nhu ph6 bi thu tinh uy, truang ban t6 chuc, ehu nhi~m uy
ban ki~m tra ... ), trir van ban cua ban chi d~o, ti~li ban, hOi d6ng ... (truang
hqp ban chi d~o, tiSu ban, hOi d6ng ... kh6ng c6 con d§.u rieng) va van ban
cua lien cO'quan ban hanh.

Van ban cua d~i hoi, doan chu tich do doan chu tich phan c6ng nguai
ky; van ban cua doan thu leY do truOng doan thu ky ky; van ban eua ban thAm
tra tu cach d~i bi~u do truOng ban th~m tra tu cach d~i bi~u ky; van ban cua
ban ki~m phiSu do truang ban ki~m phiSu kyo Vi~c ky van ban cua d~i hoi,
doan chu tich, doan thu ky, ban th~m tra tu cach d~i biSu va ban kiSm phiSu
th\fc hi~n thea quy chS d~i hOi.

Khi thay m~t c§.puy, uy ban kiSm tra, ban can S\fdang, dang doan, hoi
d6ng cac c§.pky van ban, chi ghi chuc Vl) nguai ky van ban d6i vai cac d6ng
chi la bi thu, pho bi thu, chu nhi~m, ph6 chu nhi~m, chu tich, ph6 chu tich;
kh6ng ghi chuc Vl) nguai ky van ban 1auy vien.
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- H9 ten cua ngiroi Icy van ban la ho ten d~y du cua ngiroi ky van ban;
khong ghi h9C ham, h9C vi, quan ham, danh hieu ... tnroc ho ten cua ngtroi ky
van ban.

- Chit Icy thS hien trach nhiem va tham quyen cua ngiroi ky ddi voi van
ban cua e~p uy, co quan, t6 chirc dang; khong Icy nhay, ky t~t vao van ban
ban hanh chinh thirc.

Quyen han, chirc vu, ho ten va chit ky cua nguoi co tham quyen cu thS
nhir sau:

a) Ddi voi van ban cua dai hQi dang cac c~p

- Truong hop dai hQi co con d§u rieng.

Vi du 1: Van ban cua dai hQi, doan chu tich

TIMDoAN CHUTJCH
(chtr ky)
Ho va ten.

Vi du 2: Van ban cua doan thu Icy

TIMDOA.NTHUKY
TRtfONG DoAN

(chfr Icy)
Hq'va ten

Vi du 3: Van ban cua ban tham tra tir each dai bieu

TIM BAN THAM TRA TU cxcn DAI BIEU.
TRVONGBAN

(chii' Icy)
HQ va ten

Vi d\l4: Van ban cua ban kiSm phiSu

TIMBAN KIEM PHIEU
TRtfONGBAN

(chii'ky)
HQ va ten

- Truong hgp d~i hQi khong co con d§u rieng, sau d~i hQi, Hinhd~o van
phong c§p uy thira I~nh ban thuang V\l c§p uy nhi~m ky mai xac nh?n chii' ky
cua nguai thay m~t doan chu tich, truemg doan thu ky, truemg ban thAm tra tu
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each dai bieu, twang ban kiem phieu Icy van ban hoac ngiroi chiu trach
nhiem chinh.

Vi du 1: Xac nhan chtr ky cua ngiroi thay mat doan chu tich

TIM DoAN CHU TICH
(chfr ky)
HQ va ten

Xac nhan chtr ky cua dang chi...
TIL BAN THUONG Vl)

CHANH VAN PHONG (hoac PHO cHANH VAN PHONG)
(chir ky)
HQ va ten

Vi du 2: Xac nhan chfr ky cua ngiroi thay mat doan chu tich d6i voi
bien ban diSn bien dai h<)i

TIM DoAN THU KY
TRVdNGDOAN

(chir ky)
HQ va ten

TIM DoAN CHU TICH

(chir ky)
HQ va ten

Xac nhan chfr ky cua dang chi...
TIL BAN THUONG Vl)

CHANH VAN PHONG (hoac PHO cHANH VAN PHONG)
(chir ky)

HQ va ten

Vi du S: Xac nhan chfr ky cua d6ng chi tnrong doan thir ky d6i voi bien
ban thao luan tai h<)itnrong, bien ban thao luan tai doan

(chir ky)
HQ va ten

TIM DoAN THU KY
TRVdNGDOAN

(chir ky)
HQ va ten

NGUClI GHI BIEN BAN

Xac nhan chfr ky cua dang chi...
TIL BAN THUONG Vl)

CHANH vAN PHONG (hoac PHO CHANH VAN PHONG)
(chfr ky)
HQ va ten
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Rieng nghi quyet dai hl)i do dang chi hi thu hoac pho hi thir cip uy
(neu dang chi hi thir da thaymat doan chu tich ky) xac nhan,

Vi du:
TIM DoAN cnu TICH

(chir ky)
HQ va ten

Xac nhan chtr kYo cua dang chi. ..

TIM TiNH uY (hoac THANH UY, DANG UY)
BI THU (hoac PHD BI THU)

(chtr ky)

HQ va ten

h) Ddi voi van han cua cip uy, uy han kiSm tra, dang doan, han can sir
dang cac cip

- Van ban cua cip uy tir Trung UO'Ilg dSn co sa.
+Van ban cua Ban chip hanh Trung uong, Bl) Chinh tri, Ban Bi thtr,

Vi du 1: Van han cua Ban chip hanh Trung uong

TIM BAN cHAp HANH TRUNG U'ONG
TONG Bi THU

(chir ky)

Ho va ten.
Vi du 2: Van han cua Bl) Chinh tri

TIM BO CHiNH TRI
(chfr ky)

Ho va ten.
Vi du 3: Van han cua Ban Bi thir

TIM BAN nt THU'
(chu ky)

HQ va ten

+ Van han cua tinh uy, thanh uy, dang uy tnrc thuoc Trung irong va han
thuong vu tinh uy, thanh uy, dang uy trvc thul)c Trung ucyng.



" , .:
18.HDVP36 20

Vi du 1: Van ban cua tinh uy
TIM TiNHUy

BI THU (hoac PHO BI THU)
(chfr ky)
HQ va ten

Vi du Z: Van ban cua ban thirong V\} tinh uy, thanh uy, dang uy

TIM BAN THUONG VV
BI THU (hoac PHO BI THU)

(chir ky)

HQ va ten

+ Van ban cua huyen uy, quan uy, dang uy tnrc thuoc tinh uy, thanh uy
va ban thuong vu huyen uy, quan uy, dang uy tnrc thuoc tinh uy, thanh uy.

Vi du l: Van ban cua huyen uy
TIMHUY~NUY

BI THU (hoac PHO BI THU)
(chir ky)
HQ va ten

Vi du 2: Van ban cua ban thuong vu huyen uy, quan uy, dang uy
TIM BAN THUONG VV

BI THU (hoac PHO BI rmr:
(chtr ky)

HQ va ten

+ Van ban cua dang uy va ban thuong vu dang uy co sa.
Vi du 1: Van ban cua dang uy cc sa

TIM DANG UY
BI THU (hoac PHO Bi THU)

(chfr ky)

Ho va ten

Vi du Z: Van ban cua ban thirong vu dang uy CO' sa
TIM BAN THUONG VV

Bi THU (hoac PHO BI THU)
(chu ky)

Ho va ten
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+Van ban cua dang uy bQphan tnrc thuoc dang uy co sa.
Vi du:

TIMBANGuY
BI THV (hoac PHO BI THU)

(chtr Icy)
He}va ten

+ Van ban cua chi bQ (chi bQ ca sa, chi hQ tnrc thuoc dang uy co sa va
chi hQtnrc thuoc dang uy hQphan),

Vi du:
TIMCHIBO

BI THV (hoac PHO SI THU)
(chtr Icy)
He}va ten

+Rieng cac van han cua c~p uy khoa duong nhiem trinh dai hoi dang cac
c~p (g6m: baa cao chinh tri, baa cao kiem diSm cua han ch~p hanh, baa cao
cong tac nhan sir han ch~p hanh nhiem ky moi) do d6ng chi hi thu c~p uy kyo

- Van ban cua uy han kiSm tra cac c~p.

Vi du:
TIM UY BANKIEM TRA

COO NHIEM (ho~c PHO COO NHIEM)
(chtr ky)
He}va ten

- Van ban cua dang doan cac cap.

Vi du:
TIM BANG BOA.N

BI THV (hoac PHO BI THO)
(chir ky)
He}va ten

- Van han cua han can sir dang cac c~p.

Vi du:
TIM BAN CAN SUBANG
BI THV (hoac PHO·BI THU)

(chit Icy)
He}va ten
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c) D6i voi van ban cua cac co quan tham muu, giup viec c~p uy va cac
dan vi diroc l~p thea quyet dinh cua co quan, t6 chirc dang cac c~p

- Cftp tnrong ky tnrc tiep.

Vi du 1: Truong ban ky

TRUONG BAN
(chir ky)
HQ va ten

Vi du Z: Quyen (ky hieu la Q) chanh van phong ky

Q. CHANH VAN PHONG
(chfr ky)

HQ va ten

- Cftp pho ky thay.

Vi du:

KIT TRUONG BAN
PHD TRUONG BAN

(chfr ky)
Ho va ten.

- Khi chua b6 nhiem c~p tnrong thi c~p pho dS kY tI1!Ctiep, khong dS
ky thay cfip tnrong,

Vi du: Pho tnrong ban phu trach ky

PHO TRUONG BAN
(chit ky)
HQ va ten

d) D6i voi van ban uy quyen, ngiroi diroc uy quyen tnrc tiep ky, khong
uy quyen cho ngiroi khac ky thay

Vi du 1: Lanh dao van phong diroc ban thirong vu cfip uy uy quySn ky
TIL BAN THUONG VV

CHANH VAN PHONG (ho~c PHD CHANH VAN PHONG)
(chfr ky)
HQ va ten
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Vi du 2: Lanh dao van phong duoc thu tnrong co quan, t6 chirc dang uy
quyen ky

TIL TRlfONG BAN
cHANH VAN PHONG (hoac PHO cHANH VAN PHONG)

(chfr Icy)
HQ va ten

d) DBi voi van ban cua cac ban chi dao, tieu ban, h<)id6ng ... cac cfip

- Truong hop ban chi dao, tieu ban, h<)id6ng ... c6 can dfiurieng.

Vi du I:
TRlfONG BAN CHi f)~O

(chfr ky)
HQ va ten

Vi du Z:
Kff TRlfONG TIEU BAN
PHO TRUONG TIED BAN

(chfr Icy)
HQ va ten

Vi du J:
TIM HQI DONG

CHUTICH
(chtr Icy)
HQ va ten

- Truong hop ban chi dao, ti~u ban, h<)i d6ng... khong c6 can d§.u
rieng, phai c6 quy dinh sir dung con dfiu cua ban chi dao, ti~u ban, hQi
d6ng ... Quyen han ky van ban va viec sir dung can dfiu cua ban chi dao, ti~u
ban, h<)id6ng ... c~n phu hop voi quy dinh sir dung can dfiu cua c§.p uy, co
quan, t6 chirc, thuan Ioi cho viec ban hanh va quan ly van han. Ghi ra chirc
vu cua ngiroi kY van ban gfu1v&i vi~c sir d\lng can dfiu cua c§.puy, cO'quan,
t6 chuc vft chuc V\lkiem nhi~m a han chi d~o, ti~u han, h<)id6ng .

N~u nguoi kY van him cua ban chi d~o, ti~u ban, h<)id6ng 1ftbi thu,
ph6 hi thu, uy vien ban thuOng V\l cfip uy sir d\lng can dAu cua cfip uy; nSu
khong 1ftbi thu, ph6 bi thu, uy vien ban thuOng V\l cfip uy, nhung 1ft1anh d~o
cO'quan thuOng tqlc ban chi d~o, ti€u ban, h<)id6ng ... sir d\lng can d§.u cua
cO'quan thuOng tqrc; cac truong hqp khac, sir d\lng can dAu cua cO'quan, t6
chuc, nO'inguai ky van ban 1ft1anh d~o cO'quan, t6 chuc.
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Vi du 1: Ngiroi ky van ban la bi thu, pho bi thu, uy vien ban thirong VI,!

c~p uy, sir dung con d~u cua c~p uy
nt THU (hoac PHO nt THU, UY VIEN BAN THUONG Vl))

kiem
TRUONG BAN CHi D~O

(chtr ky)
HQ va ten

Vi du 2: Ngiroi ky van ban la lanh dao co quan thuong tnrc ban chi
dao, tieu ban, hQi d6ng ... sir dung con d~u cua co quan thirong tnrc

TRUONG BAN TO CHUC
kiem

CHiT TICH HOI DONG
(chfr ky)
HQ va ten

Khi pho tnrong ban chi dao, pho tnrong tiSu ban ky van ban, khong dB
ky thay tnrong ban chi dao, tnrong tiSu ban; pho chu tich hoi d6ng ky van
ban khong dBky thay m~t hQid6ng ...

Vi du l :
UY VIEN BAN THUONG Vl)

kiem
PHO TRUONG TIEU BAN

(chir ky)
HQ va ten

Vi du Z:
TRUONG BAN TUYEN GIAO

kiem
PHO CHU TICH HOI DONG

(chtr ky)

HQ va ten

e) D6i voi bien ban hQinghi c~p uy, co quan, t6 chirc dang cac c~p

- Truong hop diroc dong d~u len chit ky cua nguai chu tri hQi'nghi thea
quy dinh su d\lng con d~u cua c~p uy, co quan, t6 chuc dang.

Vi d\l:
NGUClI GHI BIEN BAN eHU TRI HOI NGHJ

(chii'ky)
HQ va ten

(chii' ky)
HQ va ten
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- Truong hop khong duoc dong dftu len chtt ky cua nguoi chu tri hQi
nghi thea quy dinh sir dung con dftu cua cftp uy, co quan, t6 chirc dang thi
Ianh dao van phong thira lenh ban thirong vu cftp uy, thu tnrong co quan, t6
chirc dang xac nhan chft ky cua nguoi chu tri h9i nghi,

Vi du:
NGUm GHI BIEN BAN

(chi! ky)
HC}va ten

CHiJ TRI H(H NGHI
(chi! ky)
Hova ten.

Xac nhan chi! IcY cua d6ng chi ...
TIL BAN THUONG vu (hoac TRUONG BAN ... )

cHANH VAN PHONG (hoac PHO cHANH VAN PHONG)
(chi! IcY)
HC}va ten

g) D5i voi van ban cua lien co quan ban hanh, ghi d~y du chirc vu cua
nguoi ky van ban va ten co quan, t6 chirc ban hanh van ban.

Vi du: Van ban cua lien co quan Van phong Tinh uy va Van phong Uy
ban nhan dan tinh

CHANH vAN PHONG
? "A?

UY BAN NHAN DAN TINH
(chi! IcY)

CHANH VAN PHONG
TiNHUY
(chi! ky)

HC}va ten

1.7.2. Ky thudt trinli bay

Quyen han, chirc vu cua ngiroi ky van ban trinh bay goc phai, duoi noi
dung van ban (0 s5 7a, Phu luc 1).

HQ va ten eua nguai ky van ban trinh bay du&i chii' kY cua nguai ky
van ban (0 s5 7b, Ph\ll\lc 1).

Chil kY cuanguai co thAm quy~n kyvan ban trinh bay du&i quy~n h~,
ehue V\l eua nguai ky van ban (0 s5 7e, Ph\ll\le 1). Khong dung but chi, mlJc
mau do ho~e mau nh~t, mgc dS phai dS ky van ban.

Rieng bien ban h9i nghi cftp uy, co quan, t6 chuc dang cac c§p va van
ban eua lien co quan ban hanh trinh bay quy~n h~n, chue V\l, hQ ten va chii'
ky eua nguai co th~m quy~n ky van ban co quan chu tri, nguai chiu trach
nhi~m ehinh a phia phai, cac co quan, nguai tham gia khac trinh bay a phia
trai, n~u nhi~u co quan, nguai tham gia thi trinh bay xu5ng dong duai.
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1.8.Dau ca quan, ta chuc ban hanh van ban

1.8.1. Thd thtec

Diu co quan, t6 chirc ban hanh van ban xac nhan phap nhan, tham
quyen cua co quan, t6 chirc ban hanh van ban.

Van ban ban hanh phai dong diu d~ bao dam gia tri phap ly va hieu lire
thi hanh.

1.8.2. Ky thudt trinh bay

Diu co quan, t6 clnrc ban hanh van ban trinh bay duoi quyen han, chirc
vu cua ngiroi ky van ban (0 s6 8, Phu luc 1).

Diu dong phai r5 rang, ngay ngan, dung chien, trum len khoang 1/3
chir ky vS phia ben trai. Mire diu mau do tuoi.

Bien ban hoi nghi cip uy, co quan, t6 chirc dang cac cip co tir 2 trang
trolen phai dong diu giap lai. Diu giap lai diroc dong van khoang gitra rnep
phai cua van ban, phu luc van ban, trum len mot phan cac ta giiy, m6i khuon
diu dong t6i da 5 ta giiy. Vi~c dong diu giap lai d6i v&i cac van ban khac,
dong diu van ph\l l\lc van ban do nguai ky van ban quy~t djnh. Diu dong VaG

ph\ll\lc van ban t?i trang d~u, trum len m9t ph~n ten cua ph\ll\lc.

Vi~c dong diu n6i, diu um, diu thu nho ... tren van ban thlJc hi~n thea
quy djnh cua cip uy, thu truang cO'quan, t6 chilc dang.

1.9.Noi nh~n van ban

1.9.1. Thd thue

NO'inh~n van ban xac dinh nhfi'ng cO'quan, t6 chilc, ca nhan nh~n van
ban dS baa caa, dS thvc hi~n, dS giai quyS1, dS traa d6i, dS biSt, dS luu ... ; nO'i
nh~n van ban dUQ'cxac djnh C\lthS trang van ban.

Van ban chi gui m9t s6 cO'quan, 16 chuc, ca nhan thi ghi ten tirng C(J
quan, 16 chilc, ca nhan nh~ van ban; van ban gui nhiSu cO'quan, 16 chilc, ca
nhan thi ghi chung thea nhom cO'quan, t6 chilc, ca nhan.

Vi d\l:

- Cac tinh uy, thanh uy,

- Cac d6ng chi Uy vien Ban chip hanh Trung uang,

- Luu Van phong Trung uang Dang.
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1.9.2. KfJ thudt trinh bay

NO'i nhan van ban trinh bay goc phai, diroi nci dung van ban (0 s6 9a,
Phu luc 1). Tit "NO'inhan'' trinh bay mot dong rieng, phan liet ke cac co quan,
t6 chirc, ca nhan nhan van ban trinh bay diroi tit "NO'inhan".

D6i voi ten loai cong van, trinh bay tit "Kinh giri" va ten co quan, t6
chirc, ca nhan true tiSp nhan giai quyet cong viec cling dong voi tir "Kinh
giri" a chinh gitra, trang d§:uvan ban (0 s6 5a, Phu luc 1). 0 dong d~u phan
noi nhan cuoi van ban co them tit "Nhir tren''.

D6i voi ten loai to trinh, trinh bay them tit "Kinh giri'' va ten co quan,
t6 chirc, ca nhan tnrc tiSp nhan giai quyet cong viec cling dong voi tit "Kinh
giri" diroi ten loai va trich ySu nQi dung van ban (0 s6 9b, Phu luc 1). a dong
d~u phan noi nhan cuoi van ban co them tit "Nhtr tren".

Sau cac tir "NO'i nhan'', "Kinh giri" co d~u hai cham (:), sau m6i cO'
quan, t6 chuc, ca nhan ho~c nhom cO'quan, t6 cht'rc, ca nhan nh~ van ban co
d~u phAy (,), kSt thuc nO'inh~n van ban co d~u ch~m (.).

2. Cae thanh phin th~ thue b8 sung
..Ngoai cac thanh ph~ th~ thuc b~t bUQc,tuy nQi dung va tinh ch~t tung

van ban C\lth8, nguoi Icy van ban quySt dinh b6 sung cac thanh ph~n th~ tht'rc
sau day:

2.1.Diu chi muc up milt, muc Up khan
- Dftu chi muc dQm~t g6m: M~t, t6i m~t, tuy~t m~t. Vi~c xac dinh muc

dQ m~t th\lC hi~n thea quy dinh Clla phap lu~t vS bao v~ bi m~t nha nuac va
quy dinh Clla c~p uy, cO'quan, t6 chuc dang. Con d~u chi muc dQ m~t duqc
kh~c thea huang dfin CllaBQCong an. M\lc d~u mau do tuO'i.D~u chi muc dQ
m~t trinh bay duai s6 va ky hi~u van ban (0 s6 lOa, Ph\l l\lc 1).

- Dftu chi muc dQ khAn g6m: KhAn, thuqng khAn, hoa t6c. Tuy muc dQ
c~ chuy~n nhanh van ban d~ xac dinh dQ khAn. M\lc dftu mau do tuO'i. D~u
chi muc dQkhAn trinh bay duai dftu chi muc dQm~t (0 s6 lOb, Ph\ll\lc 1).

2.2. Chi dan ph{lm vi luu hiinh, dl!'thao van ban

- D6i vai nhfrng van ban co ph~m vi, d6i tuqng ph6 biSn, sir d\lng hl;ln
chS, ghi chi dftn phl;lm vi luu hanh nhu: Tai li~u thu h6i; Xong hQi nghi tra
l~i; Xem xong tra l~i; LUll hanh nQi bQ; Tai li~u hQi nghj; Khong ph6 biSn
tren cac phuO'ng ti~n thong tin d~i chung ...
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Cac chi d~n vS pham vi hru hanh trinh bay trang dftu, g6c phai, each
mep tren trang gi~y 10 mm (0 sd IIa, Phu luc 1). Rieng chi d~ "Khong ph6
bien tren cac phirong tien thong tin dai chung'' trinh bay chinh giira, phia
diroi quyen han, chirc vu, ho ten va chtr ky cua ngiroi c6 tham quyen.

- f)di voi van ban du thao nhieu lftn, str dung chi d~n lftn du thao.
Chi dfin vS du thao van ban trinh bay diroi sd va ky hieu van ban (0 sd 11b,
Phu luc 1).

2.3. Ky hi~u ngtrai ilanh may va sa lusmg ban phat hanh

f)di voi nhtrng van ban cftn quan ly chat che vS sd hrong ban phat hanh,
ghi ky hieu ngiroi danh may va so hrong ban phat hanh.

Ky hieu nguoi danh may va sd luqng ban phit hanh trinh bay cu6i nO'i
luu van ban (0 s6 12, Ph\ll\lc 1).

2.4. Thong tin lien h~ cua cO'quan ban hanh van ban

NSu cfin thiSt, trong cac van ban, gi~y to' hfmh chinh cua c~p uy, cO'
quan, t6 chuc dang cac c~p ghi them dja chi cO'quan, t6 chuc, dja chi thu di~n
tu (email), s6 di~n tho:;ti,s6 fax, dja chi trang thong tin di~n tir (website).

Thong tin lien h~ cua cO'quan ban hanh van ban trinh bay trang cudi
cung cua van bt?m,du&i m9t duang ke net liSn keo dai hSt chiSu ngang cua
vung trinh bay van ban (0 s6 13, Ph\ll\lc 1).

3. Ban sao va cac thanh phin th~ thuc ban sao

3.1. Cac IO{liban sao

C6 3 lo:;tiban sao:

- Ban sao y ban chinh: La ban sao nguyen van til' ban chinh do cO'quan
ban hanh bim chinh nhan sao va phit hanh.

- Ban sao l\lc: La ban sao l:;titoan van van ban cua cO'quan khac do co
quan nh~n van ban duqc phep nhan sao va phit hanh.

- Ban trich sao: La ban sao l:;tim9t phftn n9i dung tir ban chinh do cO'quan
ban hanh ban chinh ho~c cO'quan lUlltm dang quan ly ban chinh th\l'c hi~n.

3.2. Cac hinh thuc sao

- Sao thong thuang: La hinh thuc sao bftng cach trinh bay l:;tin9i dung
van ban cin sao.
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- Sao photocopy: La hinh thirc sao bang each chup lai van ban bang
may photocopy, may fax hoac cac thiet bi chup anh khac.

3.3. Thi th,rc va kj thu{it trinh bay cdc thanh phan thi thu-cban sao
- DS bao dam gia tri phap ly va hieu hrc thi hanh, cac loai ban sao phai

co du cac thanh phan thS thirc ban sao. Cac thanh phan thS thirc ban sao trinh
bay cuoi van ban e~n sao, ngan each voi van ban e~n sao bing mot dirong ke
net lien, co dQ dai h~t chieu ngang cua vung trinh bay van ban.

V~ dung thS tlnrc va ky thuat trinh bay cac thanh phan bitt buoc d~
trinh bay cac thanh phan th~ thirc ban sao nrong irng, d6ng thai hru y mot s6
diSm nhu sau:

+ Ten co quan sao van ban xac dinh c~p uy, co quan, t6 chirc dang sao
van ban.

Ten co quan sao van ban trinh bay goc trai, dong dftu, ngay diroi duong
ngan cach v6i nQi dung van ban cfuJ sao (6 s6 14, Ph\ll\lc 2).

+ S6 va kY hi~u ban sao: S6 ban sao ghi lien t\}c tir s6 01 trong ffiQt
nhi~m ky c~p uy; ky hi~u ban sao ghi chung chfr vi~t titt la "BS".

S6 va ky hi~u ban sao trinh bay can d6i du6i ten co quan sao van ban
(6 s6 15, Ph\ll\1c 2).

+ Chi ddn lo:;tiban sao giup cho vi~c quan ly va sir d\1ng ban sao. Tu)'
thuQc vao lo:;ti ban sao dS ghi chi dfu1 lo:;tiban sao la: Sao y ban chinh, sao
l\lc, ho~c trich sao.

Chi dfu1 lo:;ti ban sao trinh bay goc phai, dong dftu, ngang v6i ten co
quan sao van ban (6 s6 16, Ph\1l\1c 2).

+ Dja danh va ngay, thang, nam sao van ban trinh bay du6i chi dfu11o:;ti
ban sao (6 s6 17, Ph\1l\lc 2). .

+ Chuc V\l, chfr ky, hQ ten cua nguai kY sao trinh bay dum dia danh va
ngay, thang, nam sao van ban (6 s6 18a, 18b, 18c, Ph\11\1c2).

I

+ D~u co quan sao trinh bay du6i chuc V\1nguai kY sao (6 s6 19, Ph\1
l\lc 2).

+Noi nh~ ban sao trinh bay du6i s6 va ky hi~u ban sao (6 s6 20, Ph\l
l\lc 2).

- f)6i v6i van ban sao l\1c nhi~u lfuJ chi trinh bay mQt lftn th~ tht'rc sao
l\1c. TruOng hqp van ban cftn sao h~t trang thi trinh bay cac thilnh phftn thS
thuc ban sao vao trang m6i va danh s6 trang ti~p theo s6 trang cua van ban
cftn sao, gifra trang cU6i van ban cftn sao va trang trinh bay cac thanh phftn thS
thuc ban sao dong d~u giap lai.
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- D6i voi ban sao bang hinh thirc photocopy

+ NSu photocopy van ban c~n sao va co trinh bay cac thanh phan thS
thirc ban sao thi ban sao do co gia tri phap ly nhu ban chinh.

+ NSu photocopy van ban c~n sao nhung khong trinh bay cac thanh
phan thS thirc ban sao thi ban sao do chi co gia tri thong tin, tham khao.

4. Phfing chtr, khB giiy, djnh l~trang van ban, sa trang va phu luc

4.1. Phong chii'

Phong chfr trinh bay tren van ban cua Dang la B9 rna cac ky nr chtr
Viet theo Tieu chuan TCVN 6909:2001 (m~u trinh bay cac thanh phan thS
thirc van ban va ban sao van ban tai Phu luc 3).

4.2. KhJ giliy

Van ban cua Dang trinh bay tren kh6 gi~y A4 (210 mm x 297 mm).
Cac loai van ban, giay to hanh chinh trinh bay tren kh6 giay A4 hoac AS
(148 mm x 210 mm) hoac S11 dung m~u in s£n.

4.3. Dinh lJ trang van ban

- Van ban cua Dang trinh bay theo chieu doc cua trang gi~y (dinh
huang ban in theo chieu doc), vung trinh bay nhir sau:

+ L~ tren: Cach mep tren trang giay 20 mm.

+ LS diroi: Cach mep diroi trang gi~y 20 mm.

+ L~ trai: Cach mep trai trang gi~y 30 mm.

+ LS phai: Cach mep phai trang gi~y 15 mm.

Truang hQ'Pvan ban in hai m~t, m~t sau vimg trinh bay nhu sau:

+ LS tren: Cach mep tren trang gi~y 20 mm.

+ LS duai: Cach mep duai trang gi~y 20 mm.

+ LS trai: Cach mep trai trang gi~y 15 mm.

+ LS phai: Cach mep phai trang gi~y 30 mm.

- Truong hQ'Pn9i dung van ban co cac bang biSu thi co thS trinh bay
theo chi~u ngang cua trang gi~y (dinh huang ban in theo chiSu ngang). Can
cll' vung trinh bay van ban theo chiSu dQc dS trinh bay van ban theo chiSu
ngang cho phil hQ'P.
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4.4. sa trang van ban

Van ban co hai trang tro len phai ghi s6 trang bang chtr s6 A-r~p.

S6 trang trinh bay tai diSm gitra, each rnep tren trang gifiy 10 mm va
each dell hai mep phai, trai cua phan co chtr; khong danh s6 trang d6i voi
trang thir nhat.

4.5. PhlJ./lJ.c van ban

Truong hop van ban co phu luc kern thee phai co chi dfuJ.ve phu luc.
Phu luc van ban phai co tieu de; van ban co tu hai phu luc tro len phai ghi s6
tlnr nr phu luc bang chtr s6 A-r~p.

Phu luc van ban trinh bay trang gifiy rieng; nr "Phu luc'' va s6 thir nr
cua phu luc trinh bay thanh mot dong rieng, chinh giira van ban. Tieu de cua
phu luc trinh bay diroi nr "Phu luc" va s6 thir nr cua phu Iuc,

111-TO CHUC THUC mEN. .
1. Huang d~n nay co hieu hrc t11ngay ky, thay th€ Huang d~n s6

Il-HDIVPTW, ngay 28/5/2004 cua Van phong Trung uong Dang huang dfuJ.
vS thS thuc van ban cua Dimg va Cong van s6 2587-CVNPTW/nb, ngay
25/5/2010 cua Van ·phong Trung uong Dang huang d~ them mQt s6 diSm vS
thS thu~ van bim cua d~i hQi va cac tiSu ban giup vi~c d~i hQi.

2. Cac cfip uy, thu tru&ng co quan, t6 chuc dimg co trach nhi~m th\1'c
hi~n Huang d~n nay.

Co quan Uy ban KiSm tra Trung uang, Quan uy Trung uang, Dang uy
Cong an Trung uang va Dang uy Ngoai nuac C\lthS hoa mQt s6 diSm trong
Huang dful nay cho phil hgp vai d~c diSm t6 chuc va ho~t dQng cua cO"quan
uy ban kiSm tra, t6 chuc dang trong quan dQi, cong an va a nuac ngoai.

3. Giao C\lCLUll trfr Van phong Trung uong Dang huang d~, kiSm tra,
thee d5i vi~c th\l'c hi~n Huang d~ nay; dS xufit sua d6i, b6 sung ho~c thay
th€ khi cAnthi€t.

Nai nhan: KIT CHANH VAN PHONG
PHD cHANH vAN PHONG- Oic tinh uy, thanh uy,

- Cac ban dang, ban can S\l'dang, dang doan,
dang uy, ban chi d~o, ti€u ban,
hQi d6ng tn,rc thuQc Trung uong,

- Bao, t~p chi, nha xu§.t ban tr\l'c thuQc Trung uong,
- Cl,lCLuu trfr Van phong Trung uong Bang,
- Luu Van phong Trung uong Bang.



/. '
" ''.,.-r



· .\ t , 18.HDVP36 32

Phn luc 1
so dB b8 tri cac thanh phAonih~ thuc van ban ella Bang
(Kern thea Huong ddn sci36-HDIVPTW, ngay 031412018

cua Vanphong Trung uong Dang)

r
20mm
,!.

1---__ 2__ __J1 --------------------------------------

3

I
iI lOa

I lOb

~30mmJ
I

5b

llb

Ila

I

4

5a

9b

6

90 [!ij I 7a

\1.---.----1
8)IL-I _7_c----l

r 7b
!

(Duong ke net liJn) I

Ghi chu:
1. Tieu d6 "Dang Cong san Vi~t Nam";
2. Ten co quan ban hanh van ban;
3. 86 va ky hieu van ban;
4. Dia danh va ngay, thang, nam ban hanh van ban;
5a Ten loai van ban va trich yeu nQidung van ban;
5b. Trich yeu nQi dung cong van;
6. NQi dung van ban (co th~nhieu trang);
7a, 7b, 7e. Quyen han, chirc V\!, ho ten va chtr ky
cua ngiroi eo thfun quy€n;

,
L .L..I __,.._1_3 ~--------------------J

t
20mm
J..

8. n~u co quan, t6 chirc ban hanh van ban;
9a, 9b. NO"inhan van ban;
lOa, IOb. nAu chi rmrc dQ~t, mire d<)khan;
l l a. Chi dful v€ pham vi luu hanh,
II b. Chi dful v€ du thao van ban;
12. Ky hieu nguoi drum may va 86 hrong
ban phat hanh;
13. Thong tin lien h~ cua eo quan ban hanh
van ban.
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Phu luc 2
SO' etA b8 tri cac thanh phin thS thuc ban sao

(Kern thea Huang dan s6 36-HDIVPTW, ngay 031412018
cua Vanphong Trung uong Dang)

18b

(Duong ngan each voi n9i dung van him can sao)

14 16

15 I L 17

20 I
f~
I 15111111.---:-18=-a-----;

I
I'--------------------------------------------------------------------_ .._--------_._.__----__.

t
20mm

-I-

18c

Ghi chu:

14_Ten CCI quan sao van ban;
15. S6 va ky hi~u ban sao;
16. Chi dfuJ loai ban sao;
17. Dia danh va ngay, thang, nam sao van ban;
18a, 18b, 18c. Chirc vu, chtr ky, ho ten nguoi ky sao;
19. D§u co quan sao;
20. Noi nh~ ban sao.
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Phu luc 3
miu trinh bay th~ thirc ~a~ ban va ban sao van ban

(Kem theaHuang dan s636-HDIVPTW, ngay 031412018cua Van phong Trung uong Dang)

Thanh ph§n th~ thtrc Loai chir CO'chif Ki~u chir. Minh hog
(phong chii Times New Roman)

TT

1. Tieu dS "Bang Cong san Vi~t Nam" DANG CQNG SANVI~T NAMInhoa 15 BUng, d~m
-- -- - - - - -- ---.- ..••.................-..-.- -.--_-.-------.-.------.---------.-.-.--.--.----.-..-..-.--- ----- -- --.-.--.----.-----t---- -.-.-.---.--.---.----.---.- -.-.-.-- - -- ..-.-..--- - --.-.-.-.--.-.-.-- - - - - - __
2. Ten co quan ban hanh van ban, co

quan sao van ban
-- -.-.------.-.---.--.-.-..--.--.---.----.-.-.------.-----.--------.--.--- ---.------.---.c--------t--------------.--+------ .----. . . .._.____.

- Ten co quan cdp tren tnrc ti~p In hoa 14 BUng BANG BQ TiNH rnAI NGUYEN
-_._ _ _.._-_ _.__ _-_._.._._----_ __ ._---._-_. __ ._._ _ _._._ _-..------_._---_ _ _ _._ _.- -_._ ..---------- ------- ----_._-------_._._-- ---------------_._-_ __._----_._-------._._._._.__ _.-

- Ten co quan ban hanh, sao van ban In hoa 14 BUng, d~m HUY:E:NuY BINH HoA
..---- -.-- - -.---.--- -.-..----.----.-..-----.-.---.-.--.-----.-.--.--- -.-- -..--.----.-.-.-.-.----.------.------- r-----.----.---t---- ---.-.---.-.-----.-- -- -.-.--.--.---.----.------..- -.-.----.-.-_.__..
3. S6 va ky hieu van ban, ban sao In thirong 14 BUng S6 127-QDITW; S6 24-BSIUBKTTU

4. Dia danh va ngay, thang, nam ban
hanh van ban, sao van ban In thuong 14 Nghieng Ha Long, ngay 20 thang 02 ndm 2018

----r--.-.---.-.---.-.-.-------------------------.-----r--------.---.- -.--I---.-.------r--.----.-----t-----.---.---..-------._ _._. .._._._.__ __._. ._._.

5. Ten Ioai van ban va trich y~u nQi dung
van ban

..................................... _._._._._--_. __ _ _._-_._-_ - _.__ _ _ __ .._ _._._._._---_._. __ ._.__ ._.__ _ _._.._-......... .. _ _._._._ _._ _._.__ _----- .__ .- _ _ _.__ ._.__ ._._.- ._ _._.- _ __ _.__ .._ __ ._.__ _ _._._._-_._ _--_._._._._._._._ __ ._ _- _ _ _.__._._._- - ..
" ,- Ten loaivan ban In hoa 15-16 DUng, d~m THONG BAO

.........--..------.-------.- ..--------..- --..-..- ------.-------.--.-----.-----..---.--..,,-.----.--~--------.-----.-- ------------ 1-"---.---.----------.---------.--.---.--- -..- ------.--.-- - - -..-.-..
- Trich y~u nQi dung van ban In thuong 14-15 DUng, d~m v~ quy hoach can bQlinh d~o, quan Iy

..~ --- _.-._----_ __.__._---------_._---_._--_ .._-_._- - --. --_. ---_ __ _ _ .._-...•_._--_._----
- Trich y~u nQi dung ten loai cong van In tlnrong 12 Nghieng chi t16h6i nghi va cong tac phi

-..-......-.-.-.-.-.-.-.--....-.-.-.---.-.--.-------------.-.....--- -.-.---.....--..-...-.-.--.-.--.---.---..-.---.-..----.-----[------------1------ ---------------- . ._.....__.__.__._._._.__.__

6. NQi dung van ban In thirong 14-15 DUng
--_.._._ _- --.--..- -.---------..----.-..-------- ..-..-.~--------.-.--.-..-~.----.-.--.-~.~.-.---.----.-_.

- Tir "Phc1n", "Chuang" va s6 thir tu In thuong
cua phfuI, chuang

Trong cong tac chi dao ...
---f-------.-------------.---.-----------.-- -.-.- ___..

BUng, d~m Phin I; Ch tr011g II
(ho~c: Phin tbu nbit; ChuO'Dgtbn- hai)

14-15

'----_._ _--_._ _ _._--- .._---_ _--_.- ..-..__ _ _.__.-._._--_._------ .------------'-----.-- ..-~.-----.------.-.-----~---.-- __._--------_._---_. __ ._._._-_._._- __ ._._._.-.- - ..



18.HDVP36 35

TT Thanh phin th~ thuc Lo~i chii' CO'chii' Ki~u chii' Minh hog
(phong chii Times New Roman)

- Ten phan, chuong

- Til "Muc" va s6 thir tu cua muc

- Ten muc

- Til "DiSu", s6 tlnr tu va ten diSu

- Khoan

- DiSm

7. Quyen han, chirc vu, ho ten va chtr ky
cua nguoi co tham quyen ky van ban,
sao van ban

- Quyen han ky van ban

- Chtrc vu cua ngtroi ky van ban

- HQ ten cua ngiroi ky van ban

8. D~u co quan, t6 chirc ban hanh van
ban, sao van ban

9. Noi nhan van ban, ban sao

Inhoa

In thuong

In hoa

In thtrong

In thirong

In thirong

Inhoa

Inhoa

In thirong

- Til "Kinh giri" d6i voi ten loai cong In thtrong
van, to trinh

- Ten co quan, t6 chirc, ca nhfuJ. sau til In thuang
"Kinh gui"

14-15 DUng, d~m

14-15 DUng, d~m

14-15 DUng, d~m

14-15 DUng, d~m

14-15

14-15

14

14

14

14

......- --..-.-.- - --.- ---.-..-.---------.-.-.--.-.---.-.-----.--- ..---.-.- - ._._._-_._._---_ .._ _- -.-..--------- .--.-.-.---.- --.----- ..-.-.-.-- -.-.- -...•---.-.----.--.-.--..-..--- --.-.-.- _ _ _ "."'"'"."'--_._"."'"'"-"'"'._"."' _"'_ "".""'"''

14 DUng, d~m TIM BAN THUONG VV

DUng

DUng

Dung

DUng, d~m

Nghieng

DUng

QUY DINH CHUNG

Myc1

GIA.I THicH TU NGU

Di~u 1. Pham vi di~u chinh

1. Quy dinh vS...

a) NQi dung van ban ...

PHOBiTHU
Nguy~n Ric Nam

Thuc hien thea quy dinh cua Ban Bi thu,
huang dfin cua Ban T6 chirc Trung uong va
BQCong an.

Kinh gin:

- Ban Bi thu Trung uang,
- Van phong Trung uong Dimg,
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Thanh phAn th~ thuc Loai chit Co- chit Ki~u chit Minh hoa.
(phong chii Times New Roman)
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- Tir "Noi nhan'' In thirong 14 Dung, co
gach chan Nai nhan:
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- Ten co quan, t6 chirc, ca nhan sau tir In thuong 12 DUng - C~ch~y~nu~, ~i uY: d~g uy tnrc thuoc,
"N . nha " - Cac dong chi Tinh uy VIen,

oi an _LUllVan hon Tinh u' ........................................................- - - - - --- ---- --- --.- -.- ..-- - - -- - - _ _ _ __ _ _. __ E:_ __ g X................. . .

10. Deluchi rmrc dQmat, mire dQkhan
...............................................................- -- ---- - - ~ - :..--- -..-- ..- - -r-- - - - -.-- ---- - ~- - .

- Deluchi rmrc dQm~t Thtrc hien theo huang dful cua BQCong an

- Deluchi rmrc dQkhk In hoa 14 Dung, d~m
............................. _ _--_ _ _ _ _ _-_ -"'--.-"'-." "-.-.--."'''' - .- - ------- -.-- -..- - - - -- ----_ _--_ __----_ _-_ _ _ __ ..

11. Chi d~n pham vi luu hanh va du thao
van ban
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- Chi d~n pham vi luu hanh In hoa 12 DUng, d~ XONG HQI NGHJ TRA L.;.I
...........- --..- ---.--- - - --- - -..-..---- - --..- -- - ----- - -..----f-- - - -..- -.-- --- --- - - -.-..- - -- - - -..---.-- -------- __

- Chi dful du thao van ban In thuong 14 Nghieng Du thao ldn 2
............... ---..- -- -..-..----..- -- -.._ ..__ .._ _--_ ..__ __ . -_ _ _ _ _ _._-_ _. .. - _- ---_ _ _ _._ _-_._ ..- _.•.__ _ _ __ _ _ _ _----_ ..__ ._ _._--_ ...

12. Ky hieu ngiroi danh may va s6 hrong In hoa
ban phat hanh

8 DUng
ABC-268

13. Thong tin lien h~ cua co quan ban hanh In thuong
van ban
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10 DUng se 9A, Nguy€n Canh Chan, Ba Dinh, HANQi;
di~n thoai: 080.45774; fax: 080.43472; email:

Cuc!uutru@VPTW .

. 14. Chi ddn loai ban sao DUng, d~m SAO Y BAN CHiNHInhoa 14
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14 DUng 2; 16; 28 ...15. S6 trang van ban In thuOng


