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Thurc hien Quy dinh s6 66-QD/TW, ngay 06/02/2017 dm Ban BI thu 
Trung ucmg Dang ve the loai, thAm quyen ban hanh va the that van ban cda 
Dang, Van phang Trung wing Dang hudmg din the tithe va ky thuat trinh bay 
van ban coa Deng nhu sau: 

I- HIYONG DAN CHUNG 

1. Phym vi dieu chinh 

Van ban nay Song din ve the tilde va ky thuat trinh bay van ban 
cua Dang. 

Van ban chuyen nganh, van ban kill in thanh sach va cac An phAm khac 
khOng thuOc pham vi dieu chinh cna Huang din nay. 

A . 2. DOi ttrqng ap dyng 

Van ban nay ap dung dai vei cac cAp uy, co quan, t6 chirc dang tü Trung 
ucmg an cor ser. 

thOng cac true:mg chinh tri, cac co quan, t6 chirc hoat dOng theo 
Luat Doanh nghiep khong thu(lc d6i tuorng ap dung van ban nay. 

3. Yen 

, 	Van ban chinh thUc cUa cap US',  co quan, t6 chirc dang phai thong nhAt 
the' tithe va kg thuat Unlit bay a bao dam gia tri phap 15T va gia tri thuc tien. 

4. Trach nhi§m cüa cac cá nhan 

- Ngtrei 14 van ban la nguai chlu trach nhiem ve the thirc va ky thuat 
trinh bay van ban. 

- Chanh van phong hoc ngtrei &rex giao phi trach c6ng the van phOng 
có trach nhiem tham dinh the thnrc va ky thuat trinh bay van ban. 
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- Can 130, nhan vien ducc giao son thao van ban c6 trach nhiem thgc 
hien dung hueng d.n ve the thfrc va Icy thuat trinh bay van ban. 

- Can b0, nhan vien lam nhiem vu van thu ccr quan cep trach nhiem kiem 
tra the thirc va ky thuat trinh bay van ban truerc Ichi trinh k, phat hank 

II- HICONG DAN CI; THE 

1. Cic thanh phin the that bit buc 

1.1. Tieu de "Bang COng sin Viet Nam" 

1.1.1. Tlij thzit 

Tieu de "Bang COng san Viet Nam' la thanh phan the thirc xac dinh 

van ban dm Bang. 

1.1.2. K9 thuat trinh bay 

Tieu de trinh bay trang dau, g6c phai, clang dau, phia duoi ce, duerng ke 
ngang ngan each \Teri dia danh va ngay, thang, nam ban hanh van ban; duerng 
Ice ngang net lien, c6 dO' dai bang dOdài tieu de (e) s6 1, Phu lye 1). 

Vi du: 
BANG ONG SAN VIET NAM 

   

1.2. Ten co' quan ban hank it btin 

1.2.1. The that 

Ten co quan ban hanh van ban la thanh phan the thirc xac dinh tac gia 
van ban. GM chinh xac, day cifi ten ccr quan ban hanh van ban theo quy dirth 
cUa Dieu l'e Bang hose van ban thanh lap ciia cap u9, co quan, ti; chirc clang 

c6 tham quyen. 

a) Van ban dm dai hOi dang cac cap ghi ten ccr quan ban hanh van ban 
la dai hOi dang cAp d6; ghi rO dai hi dai bieu hoc dai hi toan the dang vien 
lan thir may, twang hop kh8ng xac dinh &roc lan tit* may thi ghi tiled gian 
cna nhiem Ic9. Van bthi cila doan chu tich, doan thu 1(.9, ban tham tra tu each 
dai bieu, ban kifrem phieu ghi ten ccr quan ban hart van ban IA doan chit tich, 
doan thu k9, ban tham tra tu each dai bieu, ban kiern phieu va ten Oa quan 

cap tit la dai hi dang cap d6. 

- Van ban dia dai hi dang toan quac. 
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Vf du 1: Van ban cna dai hei 

Dig HQI DAI BIEU TOAN QUOC LAN mt.... 

VI du 2: Van ban cila doan chü tich 

DAI HOI DAI BIEU TOAN QUOC LAN THO'... 
DOAN CHU MICH 

- Van ban dm dai hei dang be cap tinh va Eng b'e truc thuec Trung uong. 

VI du 1: Van ban dm dai hei 

DAI HQI DAI BIEU 
PANG BO TiNH THAI BINH LAN THU- 

Vi du 2: Van ban cila doan thu 

DAI HOT  DAI BIEU 
DANG B0 ICHOI CAC CO QUAN TRUNG LTONG 

LAN TH11... 
DOAN THU' Kt 

- Van ban caa dai hei dang be cp huyen. 

Vi du 1: Van ban dm dai hei 

DAI 1101 DAI BLEU 
BANG BO HUYtN CHAU THANH LAN nit... 

Vi du 2: Van ban dm ban that'll tra tu each dcii  bieu 

DA1HOI DAI BIEU 
DANG BO HUYBN CON DA° LAN THU... 

BAN THAM TRA CACH Dig BIEU 

- Van ban caa dai heti dang be cap ca 

Vi du 1: Van ban oh dai hei 

04 11191041 BIEU 
BANG BO n THItU GIANG LAN me... 
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Vi dv 2: Van ban dm ban kiam phiau 

DAI HOI 
BANG BO CVC LISU TRU NHVM 

BAN KIEM PHIEU 

- Van ban dm dal h6i chi be. 

Vi dv 1: Van ban dm dai hOi 

B4I HQI 
CHI BO THON DAI BONG NHItM Kt... 

Vi dv 2: Van ban dm ban kiam phiu 

DAIHOI 
CHI BO PHONG TAI CHINHNHItM 

BAN ICIEM PHIEU 

b) Van ban dm cap uY the cap va chi 136 ghi tan co quan ban hanh van ban 
nhu sau: 

- Van ban caa Ban Chap hanh Trung ming, B6 Chinh tit Ban Bi thu 
ghi chung la Ban Chap hanh Trung wing. 

Vi dv: 
BAN CHAP HANH TRUNG U'ONG 

- Van ban dm ban chap hanh dang be tinh, thanh ph6, dang b6 truc 
thuoc Trung wing, van ban dm ban thuang vt,t tinh u9, thanh usr, dang u9 trvc 
thu6c Trung tic:mg ghi chung la tinh uy, thanh u9, dang u9. 

Vi dv 1: 	
TiNTI tit BONG TRAP 

Vi dv 2: 
BANG lit CONG AN TRUNG U'ONG 

- Van ban calla ban chap hanh dang b huyen, quan va dang bo tucmg 
throng, van ban cua ban thuang vv huyan u9, quan 	va &rig 	tuang 
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diremgr ghi chung la huyOn uSt, quan uSf, 'Tang uST va ten dm dang 1)0 cap ten 
true tiep. 

Vi dv 1: 
DANG BO TINH HA GIANG 

HUYtN ut BONG VAN 

Vi 

DANG BO TiNH CA MAU 
BANG ut ICHOI DOANH NGHItP 

- Van ban dm ban chap hanh &kg b0 ca sec van ban dm ban thuatg vv 
dang v5/ ca so ghi chung la dang uSi va ten cling b0 cap ten true tigp. 

Vi dv: 
BANG BO HUYtN THANH CHUONG 

BANG Ut xx THANH HA 

- Van bin dm (tang uST be) phan true thuOc dang uST co se ghi ten clang 
uST b0 phan va ten dang b0 ca so.  cap tren trgc 

Vi dv 1: 
DANG Bo xi, LOC Milt 

BANG ui( THON TUY LOC 

VI dv 2: 
BANG BO SO Y TA 

BANG US( BtNH VIEN DA KHOA TiNH 

- Van ban dm chi b0 ea so., chi b0 trvc thuec clang uS,  ca sO va chi b0 film 
thuOc dang uS,  b0 phan ghi chung la chi b0 va ten clang be) cap teen tArc tip. 

Vi dv 1: 

BANG BO X.A TIEN PRONG 
CHI BO XOM DINH THANH 

Vi du 2: 
BANG BO CIJC QUAN TRI T.78 

CHI BO PHONG HANH CHINH - TO CHIC 
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c) Van ban cüa cac ca quan, th chirc clang ducc ldp theo quyet dinh cüa 

cAp u9 cac cap (ca quan tham miru, giup viec, dang doan, ban can str clang, 
ban chtddo, tieu ban, hei d8ng...) ghi ten ca quan ban hanh van ban la ten ca 
quan, to chirc dang va ten cAp uY ma ccr quan do trkrc thueic. 

- Van ban ciia cac ccr quan tham mini, gilip viec. 

Vi du 1: Van ban ctia cac ca quan tham mini, gifip viec Trung wing 

BAN CHAP HANH TRUNG YONG 
BAN TO CHtt 

Vi du 2: Van ban dm cac ca quan tham intru, gifip viec cap u9 cap tinh 

TINH ut KIEN GIANG 
VAN PHONG 

Vi du 3: Van ban dm cac ca quan tham mi.ru, gifip viec cap uy cdp huyen 

HUYEN UY TRUNG KHANH 
BAN DAN V :AN 

- Van ban oh cac dang doan, ban can str clang. 

+ Van ban dm cac clang doan, ban can str clang tn,rc thuOc Trung wing 

Vi du 1: 	
BAN CHAP HANH TRUNG YONG 

BANG DOAN QUOC 1101 

Vi du 2: 
BAN CHAP HANH TRUNG YONG 

BAN CAN ST/ BANG BO Kt HOSCH VA DAU TIY 

+ Van ban dm cac clang doan, ban can str clang trcrc thuec cAp uy cdp tinh. 

Vi dm 1: 	
TINH UY DIEN BIEN 

BANG DOAN HOI HONG NHAN DAN 

Vi du 2: 	
THANH UY CAN THO 

BAN CAN SI/ BANG UV BAN NHAN DAN 
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- Van ban dm cac ban chi dao, tieu ban, hi 

+.Van ban caa ode ban chi dao, tieu ban, heii d6rig... true thueic Trung uong. 

Vi du 1: 
BAN CHAP HANH TRUNG YONG 

BAN CHI 1)40 CAI CACH PHAP 

Vi du 2: 

BAN CHAP HANH TRUNG ISONG 
HOI BONG Lt LU4N 

+ Van ban dm cac ban chi So, tieu ban, heli ding... true thueic cap uST 
cap tinh. 

VI du 1: 

TINH UY DONG NAT 
BAN CHI 1)40 CAI CACH 	CH1NH 

Vi du 2: 
TENTH ut TUYEN QUANG 

TIEU BAN VAN KICN 041 HOI BANG Bic) LAN THI:i XV 

+ Van ban dm ck ban chi So, tieu ban, hOi 	ttvc thuoc cAp uSi 
cap huyen. 

Vi du 1: 
HUYE:N UY PHONG DIEN 

BAN CHI 11.30 THVC HI .SN QUY CITE DAN CHt 

Vi du 2: 
HUYEN HY DINH HOA 

1101 BONG XAC DINH GIA TRI TAI LItU 

d) Van ban dm cac don vl ducc lasp theo quy'elt dinh cUa ca quan, to 
chirc dang cac cAp ghi ten ca quan ban hanh van ban la ten don vi va ten ca 
quan cap tren true ti6p. 

Vi du 1: 

BAN TUYEN GIAO TRUNG !SONG 
VV.  Lt LUAN CHINH TRI 
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Vi dv 2: 	
VAN PHONG TINH LhLi 
PHONG TONG HOP 

d) Van ban dm lien ca quan ban hanh ghi day du ten cac ccr quan, t6 
chive ban hanh van ban. 

Vi du: 
BAN TO CHtt TiNH ut - SO NOI ITV 

1.2.2. Kji thuat trinh bay 

, Ten ccx quan ban hanh van ban dai ce, tha trinh bay thanh nhiau clang. 
Doi vOri van ban dm lien cct quan, ghi ten ca quan, to chirc chii tri tru6c, gitra 
cac ten ca quan, to chuc c6 dau gach ned (-). 

Ten ca quan ban,hanh van ban trinh bay g6c trai, dieing du, ngang vOl 
lieu de, phia duori c6 du sao (*) ngan each ved so va k9 hieu van ban co so 2, 
Phv lvc 1). 

1.3. So va 195 hieu van ban 

1.3.1. T14 that 

a) S6 van ban la s6 thir tv dm van ban ducc dang kY, quail ly tai van 
thu ca quan. Cv the: 

- S van ban cna dai hi (tang cac cap ghi lien tic tir s6 01 chung cho 
tat ca cac ten loai van bin cila dai,h0i, doan chit tich, doan thu 14, ban tham 
tra tu each dai 'Dieu, ban kiem phial Ice tir ngay khai mac dai hi (t1nh tic khi 
bat du phi'en tn b1) den het ngay be mac dai hOi. 

- S6 van ban,  cin cAp uST, co quan, t6 chirc dang ducc lap theo quyet 
dinh dm cap uy (Om: ca quan tham muu, ginp vice, dang doan, ban can sv 
dang, ban chi dao, lieu ban, hi ding...), the don vi,ducc lap theo quyet dinh 
cUa ca quan, to chirc dang cac cap ghi lien tvc tic so 01 cho meSi ten loai van 
ban trong met nhiem ky cap uy. 

,Nhiem kY cap uSt duce tinh tir ngay,lian ka sau ngay be mac 	dai hOi Ian 

na y  den ha ngay be mac dai hi lan ke tip. Truerng hap hi ngh1 cap uS,  lan 
thir nhat din ra trong then gian dai hOi thi nhiem ky cap uy mai dugc tinh tic 
ngly khai mac hOi ngh1 cap uy lan thir nhat. 

- S6 van ban dm lien cor quan ban hanh ghi lien tvc vói sa van ban clang 
ten loai ciia co quan, to chirc chi\ tn. 
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- Sa van ban mat ghi lien tuc vOri se) van ban khong mat cling ten loai 
van ban. 

b) KS,  hieu van ban g6in nhom chit viet tat dm ten loai van ban va ten 
co quan ban hanh van bin. 

- K hieu ten loai van ban la chi): cai du cac am tik cila ten loai van 
ban, nhu: NQ (nghi quyet), CT (chi thi), KL (ket luan), QC (quy che), 
BC (bao cao)... 

hieu met sa ten loai van ban thting nhat nhu sau: 

Quyat dinh: QD 

Quy dinh: QDi 

Chi thi: CT 

Chuang trinh: CTr 

Thong tri: TT 

Ter trinh: TTr 

- K hieu ten co quan ban hanh van ban la nhang chit cai dau cac am 
tiat dm ten CO quan ban hanh van ban. 

+ KY hieu ten co quan ban hanh van ban dm dai hei 'fang cac cap 
(Om: dai hai, doan chu. tich, doan thu kY, ban tham tra tu cach dai bieu, ban 
kiem phieu) ghi chung Chit viet tat la "DH". 

Vi cly 1: Bao cao ciaa dai hei 

S6 16-BC/DH 

Vi clu 2: Bien ban cna ban hem phieu 

S6 18-BB/DH 

+ KY hieu ten co quan ban hanh van ban dm cap uy, CO quan, to chuc 
clang cat cap ghi chic viet tat ten cap uy, CO quan, to cline Tang do. 

Vi di 1: Quyat dinh dm Ban Kinh te Trung uong 

Se) 246-QD/BKTTW 

Vi du 2: Huang clan elm tinh uY 

S6 15-HD/TU 
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Vi clit 3: Cong van cila ban t6 chirc tinh 

SO 357-CV/BTCTU 

Vi du 4: Bao cao cUa huyen 
SO 76-BC/HU 

+ K hieu ten ccr quan ban hanh van ban cna lien co quan ban hanh ghi 
chit vi& tit ten cac co quan, t6 chat ban hanh van ban. 

Vi 	Quy che &la lien co quan ban to chirc tinh u9 va ban d'a'n van 
tinh 

s6 05-QC/BICTU-BDVTU 

hieu mOt sa ten co quan ban hanh van ban th6ng nh.t nhlr sau: 

* Cac dang va chi b0 

Dang u9 quan sy: DUQS; rieng Quan u9 Trung trcmg: QUTW 

Bang u9 ding an: DUCA 

Bang bien ph6ng: DUBP 

Dang u9 khai: DUK 

Cac dang u9 khac: DU 

Chi b0: CB 

* Cac co quan tham untru, giUp vi'ec 

U9 ban Kiem tra Trung trang: UBKTTW 

Ban to chirc tinh u9: BTCTU 

Ban tuyen gido huyen u9: BTGHU 

* Dang doan: DD 

* Ban can skr clang: BCSD 

* Ban chi dao: BCD 

* Tieu ban: TB 

* HOi dOng: HD 

1.3.2. K9 thu4t trinh bay 

SO van ban viet bang chit s6 A-rap. S6 van,  ban nh6 han 10 phai ghi 
so 0 phia truot; Oita s8 vã k9 hieu Co dAu gach nen (-), giCra chit viet tat ten 
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loai van ban va chit viet tit ten co quan ban hanh van ban,c8 &Au gach cheo (/), 
gicn. chitvi& tit dm lien co quan ban hanh van ban c6 dau gach &di (-). 

Sa' va lcy hieu van ban trinh bay can dal dual ten ca quan ban hanh van 
ban (8 sa 3, Phu luc 1). 

1.4. Dia danh va ngay, theing, nihn ban hanh van ban 

1.4.1. Thgi thav 

a) [Ma danh ban hanh van ban la ten g8i chinh thirc dm don vi hanh 
chinh (ten rieng cüa tinh, thanh pha nye thucic Trung ucmg; ten rieng cüa 
huyen, qu'an, thi xä, thanh ph8 thuoc tinh; ten rieng cüa xä, phuang, thi tran) 
nai cap uy, ca quan, t6 chirc clang dat try se. 

- Van ban dm cap uy, ca quan, tei chile dang cap Trung ucmg ghi dia 
danh ban hanh van ban la ten tinh, thanh pho true thuOc Trung ucmg. 

VI du 1: Van ban ada. Ban Dai ngoai Trung ircmg (try ser tai thanh pha 
Ha NO0 

N0i, 

Vi di 2: Van ban cim Cyc Quail tri T.26 thuOc Van phong Trung uang 
Bang (try so tai thanh pha Da Nang) 

• Da Nang, 

- Van ban cña cip uy, ca quan, tA chirc dang Cap tinh ghi dia danh ban 
hanh van ban la ten tinh, thanh pho true thuOc Trung ucmg. 

Vi dy. 1: Van ban cüa Tinh uy Quang Tri 

Quang Tri, 

Vi dy 2: Van ban cUa Ban can sv dang US,  ban nhan clan tinh An Giang 

An Giang, 

- Van ban cim 	co quan, t chfic dang cap huyen ghi dia danh 
ban hanh van ban la ten huyen, quan, thi xä, thanh pho thuOc tinh. 

Vi dy 1: Van ban dm Huyen uY Lam Ha (tinh Lam Dang) 

Lam Ha, 

Vi dy 2: Van ban dm Ban Dan In Huyen uy Tun Gido (tinh Dien Bien) 

Tuan 

,- Van ban dm &AID uST, ca quan, to auk dang cip co sa xa, phreing, 
thi tran ghi dia danh ban hanh van ban la ten xa, phuong, thi tran. 
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Vi dv 1: Van ban dm Bang uy xà Nhan Thing (huyen Gia Binh, tinh 

Bac Ninh) 
Nhan ThOng, 

Vi dv 2: Van ban cna Chi b0 thon Trieu Kline (xä Tan Trieu, huyen 

Thanh Tri, thanh pile Ha N0i) 

Tan TriE'u, 

- Van ban dm cap uY, co quan, to chirc dang duet lap 6 cac ca quan 
ding tac, don vi hanh chinh, sir nghi'ep, to chat kinh few ghi dia danh ban 
hanh van ban theo dia danh ban hanh van ban dm co quan cOng tac, don vi 
hart chinh, sv nghiep, to chuc kinh t6... 

- Van ban dm lien co quan ban hanh ghi dia danh ban hanh van ban 
theo dia danh ban hanh van ban cin co quan, t chi:re chi) tn. 

- Ghi them cap hanh chinh fru& dia danh ban hanh van ban trong cac 

truang higp sau day: 

+ Dia danh mang ten ngueri, dia danh met am tit, dia danh theo se 

thir tv. 

Vi dv 1: Dia danh hanh chinh mang ten nguai 

Quan Hai Ba Truwg; Plueding Le Dai Hanh... 

Vi dv 2: Dia danh hanh chinh met am fi let 

Thanh ph a Hut Phtrang 

Vi dv 3: Dia danh hanh chinh theo s thic tv 

Phtrawg 7; Quan 1... 

+ Dia danh co:5 ten rieng cüa huyen, quan, thi )(A, thanh ,phe thuec tinh 

	

trang veri ten rieng cna tinh; ten rieng 	phuemg, thi tran thuec huyen 

thing veri ten rieng cna huyen... 

Vi dv 1: Van ban cna cap us', CO quan, t ido chirc clang thanh ph e Hoa 

Binh, tinh Hoa Binh 
Thanh ph a Hob Binh, 

Vi dv 2: Van ban cna cap uy, co quan, t6 chirc dang Thi tran Chg 

huyen Chg Mói, tinh Bac Kan 

Thi tran Chpr Mai, 
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b) Ngay, thong, nam ban hanh van ban la ngay, thong, nam van ban 
dugc ngtrai c6 tham quyen lcY ban hanh. 

1.4.2. K9 thuat trinh bay 

Ngay clued 10 va thang dual 3 phai them st) 0 er trirec va viat day do 
chit ngay, thang, nam; giCra dia danh va ngay, thang, nam ban hanh van ban 
c6 dau phay (,). 

Vi dy: 

Ha N0i, ngery 03 tiding 02 nom 2018 

Cap hanh chinh fru& dia danh ban hanh van ban c6 the ghi chit viat tat 
là TP (thanh phi), TX (thi xa), TT (thi 

Vi dy: 

TP. H Chi Minh; Q. Le Chan... 

Dia danh va ngay, thang, nam ban hanh van ban trinh bay dirgi tieu dé 
(6 sa 4, Phu lyc 1). 

1.5. Ten logi van bcin và trick yiu nOi dung van bein 

1.5.1. The' that 

- Ten loai van ban la ten cüa timg loai van ban. Cac van ban ban hanh 
deu ghi ten loai van ban, trir cong van. Trich yeu nOi dung van ban la mOt cau 
ngan g9n hoac mOt cym tir phan anh nOi dung chu you dm van ban. 

Vi du: 
BAO CAO 

ket qua di Wei chi be nhiem ItS,  2017 - 2020 

- Cling meit ten loai van ban ma cap uy hoac ban thuerng vy cap us/ ban 
hanh c6 the ghi ten the gia trong trich yeti nOi dung van ban. 

Vi dy: 
!CET LIfieiN 

Cf1A BAN THIAJNG VI) HUYBN 
ye &nig tic can be) 

- Rieng bao cao chinh tri do cap uy Ichod duang nhiem trinh dal hen 
dang cac cap ghi ten loai va trich yu nigi dung van ban nhu sau: 
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+ Truerng hop bao cao chinh tri có chu 

Vi dy: 
...(NOI DUNG CHU DE)... 

(bdo cao gag... khod... trinh clgi 	Ian thti...) 

1B.HOVP36 

+ Tnrerng hop bao cao chinh tri khong co cha de 

VI dy: 	
SAO CAO 

...(trich yecu ni:n dung)... 
(bdo ccio 	nhiem 	trinh clgi 	nhiOm 

1.5.2. Kfi thudt trinh bay 

Ten loai van ban trinh bay met dong rieng,,trich yeu nOi dung van ban 
trinh bay clued ten loai van ban; phia duei trich yeu nei dung van ban cc') nam 
(5) clan gach nei (-) ngan each voi noi dung van ban. 

Ten loai va trich yen nei dung van bin trinh bay chinh giaa trang dau 
van ban co se 5a, Phu lyc 1.). 

Rieng trich yeu nei dung van ban dm ten loai cong van trinh bay duel 
va 14/ hi'eu van ban (6 se 5b, Phy lye  1). 

Vi dy: 	
Se 268-CVNPTU 

Chwin bi hOi nghi trec tuyen 
quail triet Nght quyit Trung 'rang 6 khoci XII 

1.6. N'Oi dung van ban 

1.61. The' thiec 

Nei dung van ban la thanh phan the thirc chit yeu ena van ban. Nei 
dung van ban phai bao dam cac you cau sau day: 

- Ding chi\ truorng, duerng lei cfra Bang, phap luat cUa Nha nuorc. 

- Phü hop voi ten loai van ban; din dat phe thong, chinh xac, fa rang, 

de bleu. 

- Chi viet tat nhfIng th, cym tir thong dyng. Co the viet e tat nhfing 

cym 	sir dyng nhien 	trong van ban, nhung cac 	viet tat Ian dau cüa 

tir, cym tir phai dat trong dau ngoac dun ngay sau tilt, cym tit do. 
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- Khi vin dan can ghi day dil ten loai van ban, se, kSi hien van ban, 
ngay, thang, nam ban hanh van ban, ten ca quan ban hanh van ban va trich 
yeu nei dung van ban; cac lan vien clan tiep theo chi ghi ten loai va so, 14 
hieu dm van ban do. 

- Giai thich r6 cac thuat ngit chuyen mon stir dung trong-van ban. 

- TuST theo nOi dung, van ban ducc be cue theo phan, chtrcmg, muc, 
dieu, khoan, diem... cho phit hop. 

1.6.2. K9 thu at trinh bay 

Thong thuang nOi dung ban van duce dan au ca hai le; khi xueng 
dOng, chit dan thing liii vao khoang 10 mm; khoang cach gicra cac doan van 
ban (Spacing) t6i thieu la 6pt; khoang cach gicra cac dong (Line spacing) tOi 
thieu la 18pt (Exactly); ket thite nOi dung van ban c6 dau cham (.). 

Nhitng van ban c6 phan can dr ban hanh, m8i can cii,trinh bay mOt 
deng rieng, cuoi clang 06 Scham phay (;), rieng can dr cuoi ding co dau 

PhaY 

Nhiing van ban duqc be ctic theo phan, chucrng, nue, dieu, khoan, 
diem trinh bay nhu sau: 

+ Phan, chucrng: Cie tir "Phan", "Chucmg" va so this tv‘  cM phan, 
chuang trinh bay mot dong ri8ng, chinh giita; s8 thir tv cM pi, chuang 
dung chit se La Ma hoc ghi bang chit; ten phan, chuang (neu co) trinh bay 
ngay duei tir "Phan", "Chuang". 

. 	Tir "Muc" va so tit* tv,cita. muc trinh bay met dong rieng, chinh 
giita; s8 thir ticInge dung chit so. A-rap; ten muc (nu c6) trinh bay ngay 
du6i tir "Mix". 

+ Dieu: lir "Dieu", so thir tv va ten dieu (hoc nOi dung caa dieu) trinh 
bay cUng mot dong; s8 thir ttr ala diet' dung chit so A-rap, sau s6 thU tv c6 
du cham (.). 

+ Khoan: Se thir tic cilayhoan ghi bang chit se A-rap; sau se thir tr dm 
khoan co dau cham (.), tip d8n ten khoan (nu c6) va nOi  dung dm khoan. 

+ Diem: Thu tu cac diem &rot ghi bang chit cai tieng Viet theo thir tv 
a, b, c..., sau chit cai co dau ngoac don dong va nOi dung cita diem. 

Noi dung van ban trinh bay clued ten loai va trich yeu nOi dung van ban 
(8 se 6, Phu luc 1). 
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1. 7. Quyin hgn, chirc vy, h9 ten va chit kii ata ngtroi có tham quyin 

1.7.1. TI(J thav 

- Quyan han k9 van ban caa mm cap u9, ca quan, to chirc dang phai 
ducrc quy dinh bAng van ban. 

D i \lei van ban dm dai hOi dang (dai hOi, doan chit tich, doan thu k9, 
ban tharn tra tu each dai bleu, ban kiem phiau), cap u9, u9 ban kiam tra, dang 
doan, ban can sr dang, hOi d6ng cac cap: Da' 14 la thay mat (14 hieu la TIM). 

D i veri van ban dm cac co quan tham muu, giap viec, ban chi dao, tieu 
ban..., cac don vi &roc thanh lap theo guy& dinh cita co quan, t6 chirc clang 
cac cap: Cap truong 14 de 1(9 tmc nem khi cAp 016 k9 d& 14 la k thay (k9 

hieu la KIT). 

Dai vai van ban duce ban thuerng vu cap u9 hoac dux twang ca quan, 
to chirc dang cac cap u9 quyan: De le9 la thira lenh (k9 hieu la T/L). 

- Chat vv cUa ngueri 1(9 van ban la chirc vp chinh that caa ngueri có 
thArn quyan k9 van ban dm cap u9, ccx quan, t6 chirp•dang. 

Ghi &mg chirc vv ducc bAu, b6 nhiem hoac:phan ding cUa ngueri 
van ban; kh6ng ghi ten cap u9, ca quan, t6 chirc Ydang kern theo chat IT dm 
ngufri k9 van ban (nhtr pita bi thu tinh 119, twang. ban t6 chirc, chit nhiem usr 
ban kiam tra...), air van ban dm ban chi dao, tien ban, hi 	(true:mg 

hop ban chi dao, tiau ban, h6i 	khong có con &Au rieng) va van ban 

caa lien ca quan ban hanh. 

Van ban dm dai hi, doan chit tich do doan cha tich phan cong nguiri 
k9; van ban caa doan thu k9 do twang doan thu k9 k9; van ban caa ban tham 
tra tu cach dai biau do twang ban tham tra tu cach dai biau k9; van ban caa 
ban kiem phieu do truong ban kiem phial! k9. Vi'ec k9 van ban dm dal hOi, 
doan chit tich, doan thu k9, ban tham tra tu each dal bieu va ban kie'm phieu 

thvc hien theo quy cha dai hOi. 

Khi thay mat cap u9, u9 ban kiem tra, ban can sr dang, (tang doan, hi 
dOng cac cap Icy van ban, chi ghi chic vu ngueri 14 van ban dai voi cac dang 
chi la bi thu, pito bi thu, chit nhiem, pho chit nhiem, chit tich, pho cha tich; 

khong ghi chic vi ngueri k9 van ban la u9 vien. 
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- HQ ten dm nguari k9 van ban la h9 ten day &I cUa ngubi k9 van ban; 
khOng ghi h9c ham, h9c vi, quan ham, danh hieu... throe h9 ten ciia nguei 
van ban. 

- Chit k9 the hien tech nhi'em va tham quyen cüa ngtrai k9 d6i voi van 
ban dm cap u9, co quan, to chirc dang; kh8ng k9 nhay, Ic9 tat vao van bin 
ban hanh chinh thuc. 

Quyen han, chi:re vu, h9 ten va chit k9 cna ngtreYi c6 tharn quyen cu the 
tutu sau: 

a) Dti voi van ban dm dai hOi  dang cac cap 

- TruOng hop dai hOi c6 con dau rieng. 

Vi du 1: Van ban dm dai hOi, doan chit tich 

TIM DOAN CHIJ TECH 
(chit k9) 

H9 NIA ten 

Vi du 2: Van ban dm doan thu k9 

TIM DOAN THU Kt 
TRTIONG DOAN 

(chit k9) 
Hy vã ten 

Vi du 3: Van ban dm ban tham tra tu each dai bieu 

TIM BAN TRAM TRA Tir CACH DAI BLEU 
TRISONG BAN 

(chit k9) 
HQ va ten 

Vi du 4: Van ban dm ban kiem phieu 

T/M BAN MEM PHIEU 
TRUONG BAN 

(chit k9) 

HQ va ten 

- TruOng hop dai hOi khong c6 con clau tieng, sau dai hOi, lanh dao van 
phong cap u9 thira lenh ban thuang vu cap u9 nhiem mai xac nhan chit k9 
cüa nguai thay mat doan chn tich, trutng doan thu k9, truang ban tham tra tu 
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cach dai bleu, tn.remg ban kiem phieu 14 van ban hoac ngueri chju trach 
nhiem chinh. 

Vi du 1: Xac nhan chit k57 cita ngued thay mat doan chit tich 

TIM DOAN CHU TECH 
(chit 14) 

HQ va ten 
Mc nit chit IcST caa 

T/L BAN THUtING VI) 
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG) 

(chit 14) 
Hy vã ten 

Vi dp 2: Xac nhan chit 14 dm nguoi thay mat doan chit tich dOi veri 
bien ban din bin dai het 

TIM DOAN TH1B.  Kt 	 TIM DOAN CHiJ TICH 
TRUONG DOAN 

(chir14() 	 (chit kjr) 

HQ ve ten 

	

	 HQ va ten 

Xac nh'an chit k5, cüa dang chi... 
T/L BAN THIYONG VV 

CHANH VAN PHONG (hoac PHO CHANH VAN PHONG) 
(chit k/) 

Hy vã ten 

Vi di 3: Xac nhan chit 14/ cua demg chi truong doan thu 1(57 d'ei von Nen 
ban thao luan tai hei truong, bien ban thao luan tai doan 

NGUlt GM BIEN BAN 	 TIM DOAN THU Kt 
TRUONG DOAN 

(chit 4) 	 (cha kST) 

HQ vi ten 

	

	 Hy vi ten 

Xac nhan chit 4 dm d6ng chi... 

T/L BAN THU'ONG \RI 
CHANH VAN PHONG (hoac PH() CHANH VAN PHONG) 

(chit k)1T) 

HQ vã ten 
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Rieng nghi quyat dai heii do dicing chi bi thu holdc ph6 hi thu Cap uY 
(neu dOng chi bi thu dal thay mat doan chti tich ky) xac nhan. 

Vi du: 

T/M DOAN CHO TECH 
(chit ky) 

HQ vã ten 
Xác nhan chit ky dm clang chi... 

T/M 	(hoc THANH Ut, BANG Ut) 
Bi THU (hoc PRO BI THU) 

(chit lcy) 

Hy vã ten 

b) DOi veri van ban dm ca'p us', u9 ban kiem tra, clang doan, ban can sr 
(tang cac cap 

- Van ban dm Cap uy tir Trung uang den ca ser. 

+ Van ban mia Ban Chap hanh Trung ucmg, BO Chinh tri, Ban BI thu. 

Vi dv 1: Van ban dm Ban ChAp hanh Trung uang 

T/M BAN CHAP HANH TRUNG !YONG 
TONG BI THU' 

(chit ky) 

HQ Va ten 

Vi du 2: Van ban dm BO Chinh tri 

T/M BO CHINH TR1 
(chit ky) 

HQ vã ten 

Vi du 3: Van ban cila Ban Bi thu 

T/M BAN BI THU" 

(chit ky) 

Hy va ten 

+ Van ban cna tinh us', thanh u, &rig uy trvc thuOc Trung uang va ban 
thuong vii  tinh u9, thanh u9, dang u9 truc thuOc Trung uang. 
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Vi dv 1: Van ban cUa tinh uY 

TIM TiNH ut 
Bi THIS (hoc PHO Bi THU) 

(chit 14) 
119 vi ten 

Vi dv 2: Van ban dm ban thueng vg tinh u9, thanh uY, ding uY 

T/M BAN THCONG VU 
Bi THIS (hoc PHO Bi THU') 

(chit 14) 

Hy va ten 

+ Van ban dm huyen uy, quin uY, (tang ttvc thuOc tinh uY, thanh 
va ban throng huyen uy, quin uY, clang trgc thuec tinh uY, thanh US'. 

Vi dv 1: Van ban oh huyen 

TIM HUYtN ut 
Bf THIS (hoc PHO THIS) 

(chit 14) 

HQ vã ten 

Vi d9 2: Van ban dm ban thueng vv huyen uy, quin uY, dang uY 

TIM BAN MANG VI) 
Bi THIS (hoac PHO Bi THU) 

(chit 14) 

119 vã ten 

+ Van ban cua (tang uY \fa ban thueng vv clang uy ca se. 

Vi dv 1: Van ban dm dang ca so.  

TIM BANG Ut 
Bi THU' (hoc PHO Bi THIS) 

(chit 14) 

H9 va ten 

Vi dv 2: Van ban dm ban thuang vv (tang uy ca sâ 

TIM BAN THUPONG VI) 
Bi THIS (hoic PHO Bi THU') 

(chit Ic5/) 

HQ va ten 
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+ Van ban dm clang us/ be phan true thy& (ling uS,  ca 

Vi dy: 
TIM BANG Ut 

Bi THU (hoar PHO Bi THU) 
(chit Ic51) 

Hy va ten 

+ Van ban dm chi be (chi be ca ser, chi be trijc thuec ding ITS/ ca sO va 
chi be Ulm thuec dang us,  be phan). 

VI du: 
TIM CHI BC1 

Bi THU (hoc PHO Bi THU) 
(chit k5r) 

Hy va ten 

+ Rieng cac van ban dm cap us/ khod ducmg nhiem trinh Si hei dang cac 
cap (gem: bao cao chinh trj, bao cao kiem dim dia ban chAp hanh, bao cao 
cling tac nhan sy ban chAp hanh nhiem Ic51 mei) do thing chi bi thu cEp uS,  kS7. 

- 	Van ban oUa uSt ban kiam tra cac cap. 

Vi 
TIM tit BAN KAM TRA 

CHU 	(hoac PHO CHO NHitM) 
(chit 4) 

HQ va ten 

- 	Van ban ciia. cling doan cac cap. 

Vi dy: 
TIM BANG DOAN 

Bi THU' (hoc PHO Bi THU) 
(chit IcSt) 

Hy vã tan 

- 	Van ban dm ban can sy.  (tang cac cap. 

Vi du: 
TIM BAN CAN Slci BANG 

Bi THU (ho4c PHO Bi THU) 
(chit 4) 

HQ vl ten 
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c) Doi \Tel van ban cUa cac ca quan tham mum gifip viec cdp &SI va cac 

dun vi duce lhp theo quyet dinh cUa ca quail, to chire clang cac cap 

- Cdp ft-15611g 1c$7 trrc tiap. 

Vi dp 1: Trutng ban Icy 

TRIYONG BAN 
(chit lcS7) 

Hy va ten 

Vi dp 2: Quyen (14 hieu lh Q) chanh van phang kY 

Q. CHANH VAN PHONG 
(chit lcy) 

HQ vA ten 

- Cdp pho 1(57 thay. 

Vi du: 

Kir TRICONG BAN 
PHO TRISONG BAN 

(chit Icy) 
Hy va ten 

- Khi chua bE nhiem cd‘p twang thi cdp phi:5 d IcY truc tier), khong de 
lcY thay cdp twang. 

Vi du: PIO twang ban phi) trach Icy 

PHO TRIIONG BAN 
(el-n.11(5) 

HQ vA ten 

d) DOi vai van ban uY quyen, nguai dugc uSi quyen truc tip 147, khong 
uST quyen cho ngtrai khac thay 

Vi dpi: Lanh dao van phi:mg dugc ban thirang vp chp uS,  ITY quyen 147 

T/L BAN THU'ONG VUJ 
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG) 

(chit kY) 
HQ vA ten 
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Vi du 2: Lanh dao van pheng dugc thu truong co quan, tA chile 'Tang u/ 
quyen k9 

T/L TRIXING BAN 
CHANT! VAN PHONG (ho4c PHO CHANT! VAN PHONG) 

(Chit k/) 
HQ va ten 

d) Doi vei van ban dm cac ban chi dao, tiau ban, hi dAng... the cap 

- Trueng hop ban chi dao, tiau ban, hOi dAng... co con dam riOng. 

Vi du 1: 
TItliONG BAN CHI 1)40 

(chit kyr) 
Hy va ten 

Vi du 2: 
IC/T TRIfONG TIEU BAN 
PHO TRLTONG TIEU BAN 

(chit k9) 
HQ va ten 

Vi dti 3: 
T/M HOI BONG 

CHO TICH 
(chit 14) 

Hy vit ten 

- TruOmg hop ban chi dao, ti8u ban, hOi dAng... lchong co con du 
ri8ng, phai co quy dinh sir dung con dau cita ban chi dao, tiou ban, hOi 

Quyen han k9 van ban va viOc sir dung con du dm ban chi dao,  tieu 
ban, hOi dOng... can phit hop yeti quy dinh sir dung con du ena cap ti/, CO 
quan, tO chirc, thuan lgi cho viOc ban hanh va quan 1/ van ban. Ghi rO chirc 
vu ctia ngubi k/ van ban gan vei viOc sir dung con du dm cap u/, CO quan, 
to chirc va chirc vu hem nhiem & ban chi do, tiOu ban, hOi 

Neu ngtrai k/ van ban dm ban chi dao, tieu ban, hi dong... la bi this, 
pho bi this, u/ viten ban thuang vu cap u/ sir dung con dau dm cap u9; nu 
khong la bi this, ph6 hi this, u/ viten ban thuang vu cap u/, nhung là lanh dao 
co quan thueng true ban chi dao, tieu ban, hOi dAng... sir dung con du cita 
ca quan thuang true; the trueng hop khac, sir dung con dau cUa CO quan, t6 
chirc, nai nguai k/ van ban la lanh dao ca quan, tO chire. 
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Vi du 1: Ngueri IcY van ban là bi this, pho bi this, u2 vier' ban thuong vu 
cap uY, sir dung con dau Gila cap uSr 

Br THU' (hoac PHO Br Till!, Ut VIEN BAN THUONG VU) 
kiem 

TRVONG BAN CHI 1)40 
(chit ky) 

HQ va ten 

Vi du 2: Nguai ky van ban la la'nh dao ccr quan thuimg trim ban chi 
dao, tieu ban, hOi d'6ng... sir dung con cldu cüa ca quan thutng ttvc 

TRU'oNG BAN TO cHtic 
ki8m 

CHU TICH HOI BONG 
(chit ky) 

Hy va ten 

Khi phO truth-1g ban chi dao, ph6 twang ti leu ban kY van ban, khong 
thay truing ban chi dap, truang ti'eu ban; pho chit tich hOi clang 14 van 

ban khOng de ky thay mat hOi 

Vi du 1: 
UY VIEN BAN THUONG VU 

kiem 
PII0 TRUONG TIEU BAN 

(chit ky) 
HQ va ten 

Vi du 2: 	
TRLYONG BAN TUYEN GIAO 

kiem 
PHO CHU TICH HOI BONG 

(chit kY) 

Hy va ten 

e) Di veri bien ban hOi nghi cdp u5r, ca quan, t6 chirc dang cac cdp 

- Truang hgp &ITN (long du len chit 14cUa ngutri chit tri hOi nghi theo 
quy dinh sir dung con du ciia cap uY, ca quan, to chat dang. 

Vi du: 
NGUOI GHI BIEN BAN 	 CHU TRi HOI NGHT 

(chit 14) 	 (chit ky) 

HQ vã ten 	 Hy vã ten 



18.HDVP36 	 25 

- Truerng hop kheing duce dong dAu len chit 14 dm ngtred chñ tri hOi 
nghi theo quy dinh sir dung con dAu oil a cap u9, ca quan, th chirc dang thi 
lanh dao van phemg thira lenh ban thuang vu cap u9, the.' tn.rerng ca quan, to 
chfic clang xac nhan chit k9 cUa nguoi chU tri hOi nghi. 

Vi du: 
NGUtiI GM BIEN BAN 	 CHIJ TRI IIQI NGIII 

(chit 14) 	 (chit 1c5r) 

	

Hy vi ten 	 Hy irk ten 

Xác nhan chit 1c$T dm 'fang chi... 
T/L BAN THIMING VI; (hoc TRU'ONG BAN...) 

CHANH VAN PHONG (hoc PHO CHANH VAN PHONG) 
(chit.  14) 

Hy vi ten 

g) Dai voi van ban dm lien ccx quan ban bath, ghi day au chirc vu cUa 
ngued 14 van ban va ten ea quan, to chic ban hanh van ban. 

Vi du: Van ban dm lien ca quan Van phong Tinh va Van phOng 1.19 
ban nhan dan tinh 

CHANH VAN PHONG 	 CHANH VAN PHONG 
Irk BAN NHAN DAN TINH 	 TIM! Ut 

	

(chit 14) 	 (chit 1(9) 
Hy VA ten 	 Hy vi ten 

1.7.2. Icy thuat trinh bay 

Quyen ban, chfrc vg cUa ngued 14 van ban trinh bay goc phai, duOi nOi 
dung van ban (8 s6 7a, Phu We 1). 

H9 va ten cua ngueri 14 van ban trinh bay duei chit 14cUa ngued 
van ban (8 so 7b, Phu luc 1). 

Chit 14 dm ngued co tham quyen van ban trinh bay dual. quyen han, 
chirc vv cUa ngueri k/ van ban (8 s6 7c, Phu lye 1). Khong dung birt chi, imp 
mau do hoac mau nhat, muc d@ phai d k9 van ban. 

ien ban hoi nghi cap u9, ca quan, t6 chat  dang the 	Ri eng b cap ya van 
ban dm lien ccr quan ban hanh trinh bay quyen han, chirc vu, h9 ten va chit 
14 dm ngued có tham quyen k9 van ban ca quan thU tri, ngued chiu trach 
nhiem,  chinh a phia phai, cac ca quan, nguoi tham gia kho.c trinh bay & phia 
trai, neu nhieu ca quan, ngued tham gia thi trinh bay xuong clang dizeri. 
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1.8. Delia ca quan, tJ chew ban hanh van ba'n 

1.8.1. Th" that 

Dau ccc quan, t6 chirc ban hanh van ban xac nhan phap nhan, tham 
quyen cUa ca quan, t6 chirc ban hanh van ban. 

Van ban ban hanh phai &Ong day d bao dam gia tri phap 19 va hieu hie 

thi hanh. 

1.8.2. K9 thuat trinh bay 

Dau co quan, t6 chi:re ban hanh van ban trinh bay &raj quyan han, chirc 
vii cüa ngueri 1(9 van ban (6 s6 8, Phy lvc 1). 

Dan &mg phai r6 rang, ngay ngan, dung chiau, triim len khoang 1/3 
chft Ic9 ve phia ben trai. Mgc du mau do tuai. 

Bien ban hi nghi cap u9, ca quan, t6 chfrc cling cac cap c6 tir 2.  trang 

tit len phai 'long dau giap lai. Dau giap lai &roc &Ong vao khoang gifra map 
phai dm van ban, phi lye van ban, triunplen met phan cac tO giay, mei khuon 

dau thing ti da 5 ta giay. Vic 

 

dó 	dau giap lai di voi cac van ban Ichac, 
(long dau vao phv lye van ban do ngueri Ic.9 van .ban quyet dinh. Dau dOng vao 
phv lye van ban tai trang du, trum len met phan ten cilia phy lye. 

Vic &mg day n6i, clAu uert, dAu thu 	tren van ban thuc hien theo 
quy dinh cüa cap u9, thu trueng ca quan, t6 chirc dang. 

1.9. Nai nisi:1n van ban 

1.9.1. Th'd that 

Ncri nhan van ban xac dinh nhang co quan, te chic, ca nhan nhan van 
ban de bao cao, de thuc hien, de giai quyet, d trao di, de biet, de luu...; nai 
nh'an van ban dirge xac dinh cv the trong van ban. 

Van ban chi ph met se co quan, t6 chirc, cá nhan thi ghi ten tirng co 
quan, to chat, cá nhan nhan van ban; van ban giri nhieu co quan, to chat, ad 
nhan thi ghi chung theo nh6m co quan, t6 chirc, cá nhan. 

Vi dy: 

- Cac tinh u9, thanh u9, 

- Cac deng chi U9 vier) Ban Chap hanh Trung trang, 

- Ltru Van pheing Trung uong Dang. 
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1.9.2. ics, thuat trinh bay 

Nai nhan van ban trinh bay goc phai, &gni noi dung van ban (6 slid 9a, 
Phu luc 1). Tir "Nai nhan" trinh bay mOt dang rieng, phan het ke cac ca quan, 
ta chirc, cá nhan nhan van ban trinh bay clued tin "Nai nhan". 

voi ten loai ding van, trinh bay tin "Kinh giri" va ten ca quan, tO 
chat, cà than trvc tip nhan giái quyet c6ng viec ding d6ng vc9i tin "Kinh 
giri" a chinh gicra, trang dau van ban (6 sa 5a, Php hie 1). O dong dau pan 
nai nhan cuoi van ban có them fir "Nhu tren". 

vai ten loai ter trinh, trinh bay them fir "Kinh gini" va ten ca quan, 
to chat, ca. than trve ti8p nhan giai quyet cang viec cling clang 	tir,"Kinh 
gin" duoi ten loai va trich yeu nOi dung van ban (6 sO 9b, Phu lye 1). 0 dOng 
dau phan nai nhan cuoi van ban c6 them tin "Nhu tren". 

Sau cac tin "Nai nazi", "Kinh gin" c6 du hai cham (:), sau môi co 
quan, tO chirc, ca nhan hoac nhOm ca quan, tO chitm, cá nhan nhan van ban có 
dau phay (,), leet thuc nai nhan van ban có clau chdm (.). 

2. Cfic thanh phin the thtic b6 sung 

. Ngoai cac thanh pan the' thuc  bat buOc, tuSi nOi dung va tinh chat timg 
van ban cu th8, nguei kST van ban quyet dinh a sung cat thanh pan th8 thirc 
sau day: 

2.1. Du chi mtiv dg mgt, mete di) khan 

- Dau chi mire dO mat gam: Mat, tot i mat, tuyet mat. Vic xac dinh mire 
dO mat thvc hien theo quy dinh cüa phap luat va bao v bi mat nha nuoc va 
quy dinh dm cap uST, ca quan, t6 chuc dang. Con du chi mix,  di) mat dugc 
khac theo hirong darn dm BO Cong an. Mvc eau mau do tuai. Dau chi mire dO 
mat trinh bay duei sa valc5,  hieu van ban (6 so 10a, Phu. luc 1). 

- Dau chi mire dQ khan gam: Khan, thuong khan, boa Mc. TuST minc do 
can chuyen nhanh van ban d8 xac dinh dO khan. Mvc dap mau dO tuoi. Dau 
chi mire dO khan trinh bay dined dau chi mix dO mat (0 sa 10b, Php luc 1). 

2.2. Chi dein phgm vi btu hanh, dw thew vein Wm 

Dai voi nhang van ban có pham vi, Mi tugng phO hi/8n, sin dung han 
che, ghi chi clan pham vi km hanh nhu: Tai lieu thu hi, Xong hOi nghi tra 

Xem xong tra lai; Luu hanh no! bo; Tai lieu hOi nghi; Khong pha bi6n 
ten cac phuang tin thong tin dal chUng... 
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Cac chi clan v pham vi km hanh trinh bay trang du, goo phai, each 
mep tren trang giay 10 mm se 11a, Phy lyc 1). Rieng chi d'an "Khong phO 

hen tren‘  cac phucmg lien thong tin dal chUng" trinh bay chinh 	phia 

quyen han, chirc vi, h9 ten va chit k9 cüa nguai c6 tham quyen. 

- D6i \Teri van ban dy thao nhieu Lan, sir ding chi an ran dy thao. 
Chi dan v dy thao van ban trinh bay dtrei se va k9 hieu van ban (O se lib, 
Phy lyc 1). 

2.3. 10 hieu ngubi dtinh may va s6 luvng ban phdt hanh 

Wei vei nhimg van ban can ,quan ly chat the ye s6 lugng ban phat hanh, 
ghi k9 hi'eu ngueri &till may va so lugng ban phat hanh. 

KY hieu nguai danh may va s6 lugng ban phat hanh trinh bay cu6i nai 
luu van ban (i5 s6 12, Phy lyc 1). 

2.4. Thbng tin lien he ilia cc quan ban hank van ban 

Nu c'an thiet, trong cac van ban, giAy ta• hanh chinh coa cap uy, co 
quan, to chirc dang cac cap ghi them dia chi co quan, th chüc, dia chi thu dien 

tit' (email), so din thoai, so fax, dia chi trang thong tin din tfr (website). 

ThOng tin lien he cilia ca quan ban hanh van 'ban trinh bay trang cu6i 
ding dm van ban, duoi mOt dui:mg Ice net lien keo dai het chieu ngang cüa 
\fling trinh bay van ban (0 sO 13, Phy lyc 1). 

3. Ban sao vã cac thanh phan the thitc ban sao 

3.1. Cac loqi btin sao 

C6 3 loai ban sao: 

- Ban sao y ban chinh: La ban sao nguyen van tir ban chinh do co quan 
ban hanh ban chinh nhan sao Ira phat hanh. 

- Ban sao lyc: La ban sao lai toan van van ban dm co quan Ichac do co 
quan nhan van ban dirge phep nhan sao va phat hanh. 

- Ban trich sao: LA ban sao lai mOt ph'An nOi dung dr ban chinh do co quan 
ban hanh ban chinh hoac co quan kru trit dang quan ly ban chinh thyc hien. 

3.2. Ctic hinh Mar sao 

- Sao thong thuang: La hinh thirc sao bang each trinh bay lai nOi dung 

van ban can sao. 
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- Sao photocopy: La hinh thirc sao bang each chtip lai van ban bing 
may photocopy, may fax hoc the thiet bi &pp anh khan. 

3.3. Thg thirc va Icy thuot trinh bay ctic thanh phiin thã that ban sao 

- De bao dam gia tri phap 1/ \fa hien lye thi hanh, the loai ban sao phai 
e6 du the thanh phan the tit& ban sao. Cac thanh phan the thire ban sao trinh 
bay cuoi van ban can sao, ngan each vai van ban can sao bang met duerng ke 
net lien, có de dai ha chieu ngang cüa vAng trinh bay van ban. 

Van dyng the' thirc va ky thuat  trinh bay cac thanh ph.Ari bat buOc de 
trinh bay cac thanh phan the that ban sao tucmg img, dng tiled ltru / met so A diem nhu sau: 

+ Ten ca quan sao van ban xac dinh thp u/', ccx quan, tó chire clang sao 
van ban. 

Ten ca quan sao van ban trinh bay gee trai, clang du, ngay duai dtremg 
ngan cach vai nOi dung van ban can sao (8 so 14, Phy lye 2). 

+ SO va k hieu ban sao: SO ban sao ghi lien Ale tir se 01 trong met 
nhiem k57 cap u5r; k32 hieu ban sao ghi chung chit via tat la "BS". 

SO va k/ hieu ban sao trinh bay can dot i duoi ten ca quan sao van ban 
(e so 15, Phy lye 2). 

+ Chi an loai ban sao giüp cho viec quan 1/ va sir dyng ban sao. Tu/ 
thuOc vao loai ban sao âé ghi chi dan loai ban sao la: Sao y ban chinh, sao 

hoc trich sao. 

Chi dan loai ban sao trinh bay g6c phai, eking du, ngang vai ten ca 
quan sao van ban (8 s8 16, Pity lye 2). 

+ Dia danh va ngay, thang, nam sao van ban trinh bay dtrai chi an loai 
ban sao se 17, Phy lye 2). 

+ Chirc vu, chi/ k/, Ito ten dm ngtrai k/ sao trinh bay duai dia danh va 
ngay, thang, nam sao van ban (0 sO 18a, 18b, 18c, Phy lye 2). 

+ Du ca quan sao trinh bay dual chile vg nguai 	sao (8 s8 19, Phy 
lye 2). 

+ Nai nhan ban sao trinh bay duai se va k/ hieu ban sao (0 se 20, Phy 
lye 2). 

- DM yeti van ban sao lye nhieu ran chi trinh bay met ran the thirc sao 
lye. Truang hap van ban can sao het trang thi trinh bay eac thanh phan the 
tithe ban sao vao trang mai va danh se trang tip theo , trang tha van ban 
can sao, giita trang cu8i van ban can sao va trang trinh bay the thanh phan the 
that ban sao dong dau giap lai. 
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- D6i yeti ban sao bang hinh thac photocopy 

+ Neu photocopy van ban can sao va có trinh bay cac thanh phan the 
thIrc ban sao thi ban sao do cep gia tri phap 15r nhu ban chinh. 

+ :Neu photocopy van ban can sao nhung khong trinh bay cac thanh 
phan the thirc ban sao thi ban sao do chi có gia tri thong tin, tham khao. 

4. Thong chit, WA Oh, (Val a trang van bin, so trang vi phy Inc 

4.1. Phong chits 

Phong chit trinh bay tren van ban dm Bang la BO ma cac k51 tu• cha 
Viet theo Tieu chuan TCVN 6909:2001 (mau trinh bay cac thanh phan the 
thac van ban va ban sao van ban tai Phu luc 3). 

4.2. Kho gassy 

Van ban dm Dang trinh bay teen lch6 gib A4 (210 mm x 297 mm). 
Cac loai van ban, giay ter hanh chinh trinh bay teen kh6 giay A4 hoac AS 
(148 mm x 210 mm) hoac sCr dung mu in san. 

4.3. Dinh It trang van ban 

- Van ban dm .Dang trinh bay theo chieu doc caa trang giay (dinh 
huong ban in theo chieu d9c), yang trinh bay nhu sau: 

+ La tren: Cach mop tren trang giay 20 mm. 

+ Le durfri: Cach mep dueli trang giay 20 mm. 

+ Le trai: Cach mep trai trang giay 30 mm. 

+ Le phai: Cach mop phai trang giay 15 mm. 

Tnrang Imp van ban in hai mat, mat sau vang trinh bay nhu sau: 

+ Le teen: Cach mep tren trang giay 20 mm. 

+ Le du&i: Cach mep clued trang giAy 20 mm. 

+ U trai: Cach mep trai trang giay 15 mm. 

+ Le phai: Cach mep phli trang giAy 30 mm. 

- Truerng hyp nOi dung van ban có cac bang bieu thi co the trinh bay 
theo chieu ngang caa trang giay (dinh hueng,ban in theo chieu ngang). Can 

cit vang trinh bay van ban theo chieu d9c a trinh bay van ban theo chieu 

ngang cho pha hcrp. 

18.HDVP36 
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4.4. SO trang van ban 

Van ban c6 hai trang fro' len phai ghi s6 trang bang chit se A-fdp. 

S6 trang trinh bay tai diem gala, cach mep teen trang gidy 10 mm va 
cach au hai mop phai, tral cüa phan c6 chit; Ichong danh trang doi voi 
trang tit* nhAt. 

4.5. Phi/ lyc van him 

Truemg hop van ban c6 phy lye kern theo phai c6 chi dAn v phy lyc. 
Phy lyc van ban phai c6 tieu de; van ban c6 tir hai phy lyc ter len phai ghi so 
thir ty ph u lye hang chit s6 A-rap. 

Phu lye van ban trinh bay trang gidy rieng; tit "Phy lye" va s6 thir ty 
cUa phy lyc trinh bay thanh mOt clang rieng, chinh gift van ban. Tiou a dm 
phi lye trinh bay duth tr "Phy lyc" va so thirty cüa phy lye. 

III- TO CHtiC THIIC HIEN 

1. Huang dan nay c6 hieu lye tir ngay k9, thay thee Huang cik s6 
11-HDTVPTW, ngay 28/5/2004 dm Van phOng Trung uang Dang huong dan 
ve the that van ban eira Bang va. Cong van s6 2587-CVNPTW/nb,,ngay 
25/5/2010 dm Van phOng Trung ucmg Bang Song dan them mot so diem ye 
the that van ban cila dai hOi va cac lieu ban ginp viec dai hi. 

2. Clic cap uSi, thir truang ca quan, t6 chfrc dang c6 tech nhiem thyc 
hien Huang dan nay. 

Ca quan UST ban Kim tra Trung ucmg, Quan uSi Trung uang, Bang uST 
°Ong an Trung uang va Bang uS,  Ngoai nu& cy the hod mOt so diem trong 
Huang dan nay cho phit hop vai dc diem to chirp va haat ging cna ca quan 
ut ban kiem tra, to chat dang trong quan dOi, &Ong an va 0 nu& ngoai. 

3. Giao Cyc Luu tnt Van phong Trung ucmg Bang huang dk, kiem tra, 
theo dOi viec thyc hien Huang clan nay; de xuat sUa doi, bo sung hoc thay 
the 'chi ckri thiet. 

Nai nhan: 

- Cac tinh uSt, thanh u$7, 
- Cac ban clang, ban can sr (tang, clang (loan, 

dang us', ban chi dao, tikt ban, 
hQi deng two thuQc Trung ucmg, 

- Bao, tap chi, nha xuAt ban true thuQc Trung ucmg, 
- 0cm Ltru tit Van phong Trung wing Dang, 
- Ltru Van phong Trung trong Bang. 

K/T CH NH VAN PHONG 
NH VAN PHONG 

ui Van Thach 



Ncri nhan: 	 T BAN THU'UNG Vc 
VAN PHONG - Nhu tren; 

- Ph6 Chanh Van phOng Tinh tly; 
- Luu Van pheng Tinh uSi. 

cv 

TiNH Ut NGHE AN 	 BANG ONG SAN VIET NAM  
Thanh pha Vinh, ngay 09 thong 4 nam 2018 

S65-93 -BS/TU 

BAN SAO LUC 

Kinh 	- Ban can sij dang, dang doan; 
- Ban Thubng vv Tinh Doan; 
- Cac ban, UY ban Kiem tra va Van phong Tinh uY; 
- Cac huyen, thanh, thi uy, clang uST truc thuOc; 
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Phy Its 1 
sr 	136 tri cac thanh 	thin van ban cita Bang 

(Kern theo Hiding  dim so 36-HD/VPTW, ngay 03/4/2018 
cita Vein phang Trung yang Dcing) 

<-30" —> 

T 
20" 

4,  

<—> 

ha 

2 1 

3 4 

5b 

1 lb 

10a 

10b 

5a 

9b 
15" 

6 

9a 7a 
12 

(8 ) 7c 

7b 

(Mthng ke net lie') 

13 
T 

20" 
.1, 

Ghi chit: 
1. Tieu d "Dang COng san Viet Nam"; 
2. Ten ca quan ban hanh van ban; 
3. So va kY hiLeii van ban; 
4. Dia danh va ngay, tháng, nam ban hanh van ban; 
5a. Ten loai van ban va trich yeti nei dung van ban; 
5b. Trich yeu nei dung cong van; 
6. Nei dung van ban (co the nhieu trang); 
7a, 7b, 7c. Quyen han, chile vj, h9 ten va chit kY 
càa ngtrei có tham quyen; 

8. Dail ca quan, t6 chi:it ban hanh van ban; 
9a, 9b. Nai titian van ban; 
10a, 10b. Du chi mut dO mat, mire de lchL; 
ha. CM dan ye pham vi urn hanh, 
1 lb. Chi dan v dg thao van ban; 
12. KY hieu ngtrai danh may va so Mang 
ban phat hark 
13. Thong tin lien he dm ca quan ban hanh 
van ban. 
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(Duerng ngan coch vol nth dung van ban can sao 

15 

20 

20" 

17 
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Phial Inc 2 
sr d b tri the thanh phen the that ban sao 

(Kern theo Hwang clan so 36-HD/VPTW, ngby 03/4/2018 
cua Van phang Trung Leung Dcing) 

Ghi chit: 

14. Ten ccr quan sao van ban; 
15. S6 va IcY hieu ban sao; 
16. Chi dA'n logi ban sao; 
17. Dia danh vangay, thang, nam sao van ban; 
18a, 18b, 18c. Chit vu, chi-tiger, hp ten nguti k sao; 
19. DAu co quan sao; 
20. NM nhan ban sao. 
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Phy lye 3 
mau trmh bay the thuc yin ban vi ban sao yin bin 

(Kern theo Throng &In so' 36-HD/VPTW, nggy 03/4/2018 clic: Vain phong Trung Tsang Doing) 

TT Thanh phAn the thfrc Lo#i chit C&chit Kieu chit Minh ho# 
(phong chit' Times New Roman) 

1.  Tieu de "Dang COng san Viet Nam" In hoa 15 Dimg, d4m BANG CONG SAN VIETNAM 

2.  Ten ca quan ban hanh van ban, ca 
quan sao van ban 

- Ten ccr quan cap tren tray tip In hoa 14 Dung DANG BO TINH THAI NGUYEN 

- Ten ca quan ban hanh, sao van ban In hoa 14 thing, dam HUIIN Ut DINH HOA 

3.  Sa va lcY hieu van ban, ban sao In thuerng 14 Dung Sa 127-QD/TW; Sa 24-BS/UBKTTU 

4.  Dia danh va ngay, thang, narn ban 
hanh van ban, sao vAn ban 

In thuang  14 Nghieng Hg Long, nggy 20 thcing 02 thin 2018 

5.  Ten loai van ban va trich yeti n(ii dung 
van ban 

- Ten loai van ban In hoa 15-16 Dung, dam THONG BAO 

- Trich yeti nOi dung van ban In thuerng 14-15 Dung, dam ve quy ho3ch can bo lanh do, quan 13? 

- Trich yeti noi dung ten loai cong van In thtremg 12 Nghieng CM cla hai nglzi viz ding tow phi 

6.  Noi dung van ban In thuong 14-15 Dthig Trong cong Mc chi dao... 

- Tir "Plan", "Chucmg" va sa tit* tv 
cila phan, chuang 

In thuemg 14-15 Dung, dam Phan I; Chuang H 
(hoac: Phan thti nhat; Chtrung dui hai) 
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TT Thanh phAn the that Lo3i chit Co' chit Kieu chit Minh hoq 
(phong chic Times New Roman) 

- Ten phin, chucmg In hoa 14-15 Dung, dam QUY DINH CHUNG 

- Tir "Mlle" va s6 thir tkr dm nine In thuang 14-15 Dung, dam Mete 1 

- Ten ante In hoa 14-15 Dung, dam GIkE THICH Ti)' NGIT 

- Tir "Dieu", s6 thir tu va ten dieu In thuang 14-15 Dung, dem 
A 	 . A Dieu 1. Phvn vi dreu chinh 

7.  

- Khoan In thuang 14-15 Ding 1. Quy dinh ve... 

-Diem In thuorng 14-15 Ding a) NOi dung van ban... 

Quyen han, chile ye, he ten va chit k9 
cua ngueri c8 tham quyen k5r van ban, 
sao van ban 

- Quyen han lc v'an ban In hoa 14 Dimg, dam T/M BAN THUPONG 'YU 

- Chire vu dm ngueri 4 van ban In hoa 14 Dfrng PH6 BI THU' 

8.  

- Hg ten dm ngueri k5r van ban In thuang 14 DUng, dam Nguyen Bile Nam 

Du ea quan, tie chirc ban hart van 
ban, sao van ban 

Thue hien theo quy dinh et Ban BI thu, 
hag den eira Ban TO chile Trung ucmg va 
Be C8ng an. 

9.  Nai nhan van ban, ban sao 

- Tir "Kinh giri" deli yeti ten loai cong 
van, ter trinh 

In thuerng 14 Nghieng Kinh gui: 

- Ten ca quan, te chire, ea than sau tix 
inh or  

In thuang 14 -  
Dimg 

Ban BI thu Trung ucmg, 
- Van phOng Trung ucmg Dang, 
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TT Thinh phAn the that Loai chit CO chit Kieu chi? Minh ho# 
(phong chic Times New Roman) 

- Tir "Ncri nhan" In thuang 14 Dung, ce, 
gach chin 

Ncri nhan: 

- Ten co quan, th chirc, cá nhan sau tir 
"Nai nhan" 

In thuang 12 Thing  - Cac huyenuy, thi uy, dang uS,  truc thu0c, 
- Cac ding chi Tinh uSi vien, 
- Luu Van ph6ng Tinh uji. 

10.  Dau chi mac de mat, mire dO khan 

- Dau chi mire do mat Thuc hien theo huang an dm BO Cong an 

- Dau chi mirc dO khan In hoa 14 Dung, dam HOA TOC 

11.  Chi clan pham vi km hanh va du thao 
van ban 

- Chi dln pham vi hru hanh In hoa 12 Dung, dam XONG HOT NGBI TRA LAI 

- Chi can du thao van ban In thuerng 14 Nghieng The thdo lan 2 

12.  KS,  hileu ngued danh may va so luang 
ban phat hanh 

In hoa 8 Dung Auc-268 

13.  Thong tin lien he cila ca quan ban hanh 
van ban 

In thuerng 10 Dung SO 9A, NguyZn Cant' Chan, Ba Dinh, Ha Neil; 
din thoni: 080.45774; fax: 080.43472; email: 

Cucluutru@VPTW. 

14.  Chi clan loai ban sao In hoa 14 Dung, dam SAO Y BAN ClliNli 

15.  SO trang van ban In thuang 14 Dung 2; 16;28... 

• 
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