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BQ Qu6c PHONG

86: q,t, /2012/TT-BQP

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
D{)c l~p - TV do - H\lnh ph tic

Ha N(ji, ngaycM thang 7 nam 2012

THONGTU
Hu&ng din v~ th~ thu'c va kY thu~t trinh bay van ban hanh chinh

cua cac CO'q uan, dO'nvi trong Quan d9i

Can cu Lu~t Ban hanh van ban quy phliUllphap l~t ngay 03 thang 6 nam 2008;

Can cll Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua
ChiOOphu vS cong tac van thu; Nghi dinh s6 09/201 O/ND-CP ngay 08 thang 02
nam 2010 cua ChiOOphu sua dBi, bB sung Nghi diOOs6 110/2004/ND-CP ngay
08 thang 4 nam 2004 cua ChiOOphu vS cong tac van thu;

Can cu Nghi diOO s6 104/2008/ND-CP ~gay 16 thang,9 ~am 2008 cua
ChiOOphu Quy diOOchuc nang, OOi~mV\l, quyen h~n va ca diu to chuc cua BQ
Qu6c phong;

Xet dS nghi cua ChaOOVan phong BQQu6c phong,

BQ tfUemgBQ Qu6c phong ban hanh Thong tu hu6ng dful vS thS thuc va k:y
thu~t triOObay van ban hanh chinh cua cac ca quan, dan vi trong Qmln dQiOOusau:

ChuO'ng I
QUY DJNH CHUNG

Di~u 1. Ph~m vi va d8i tuqng ap d1}ng

1. Thong tu nay hu6ng d~n vS thS thuc va k:y thu~t triOObay van bfm haOO
chiOO,thS thuc va ky thu~t trinh bay ban sao van bfm.

2. Thong tu nay ap d\lllg d6i v6i cac ca quan, dan vi, cac doanh nghi~p, hi~p
hQi trong Quan dQi (sau day g9i chung 1aca quan, dan vi) va Cel nhan lien quan.

Di~u 2. Th~ loai va th~ thuc van ban.
1. Van ban haOO chinh trong cac ca quan, dan vi Quan dQi g6m: Quy~t

dinh, chi thi, quy ch~, quy dinh, thong bao, hu6ng d~n, chuang trinh, k~ ho~ch,
nghi quy~t, dg an, to' trinh, dS an, phuang an, hgp d6ng, bao cao, bien ban, cong
di~n, cong van haOO chiOO, ban ghi 006, ban cam k~t, ban thoa thu~n, giiy
chUng nJ1~, giiy uy qu~Sn, giiy cong t~c, giiy &i6i thi~u, g!iy nghi phep, giiy
mai, giay uy nhi~m, giay bien nh~n ho sa, phieu gui, phieu trinh, phieu giai
quy~t van ban, phi~u trinh van ban (d6i v6i vin dS dan gian), phi~u trinh giai
quy~t cong vi~c, phi~u chuySn, phi~u bao, thu congo

2. ThS thuc van ban hanh chinh trong cac ca quan, dan vi Quan dQi bao
g6m cac thanh phAn sau:

- Qu6c hi~u, tieu ngfr;
- Ten ca quan, dan vi ban haOOvan ban;
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- S6 va icy hi~u van bfu1;
- E>iadanh va ngay, thang, nam ban hanh van ban;
- Ten lo~i va trich YSunQi dung cua van ban;
- NQi dung van ban;
- ThAm quy~n, chuc V\l, hQten va chft kYcua nguai co thAmquy~n;
- Dau cua co quan, dan vi;
- Noi nh~n;
- Dau chi muc dQkhan, m~t (nSu co);
- Cac thanh ph~n th~ thuc khac cua van ban.

3. DBi vai cong di~n, ban ghi nha, ban cam kSt, ban th6athu~n, giay chUng
nh~, giay uy quy~n, giay, mai, giay,giai th~~u, gi~y nghi phep, gifty cong ta,c,
giay bien nh~n ho sa, phieu gui, phieu chuyen, phieu giai quyet van ban, phieu
triOOvan ban (dBi vai vftn d~ dan gian), phiSu trinh giai quySt cong vi~c, thu
cong khong bit bUQcphai co tftt ca cac thanh phftn th~ thuc tren.

I)i~u 3. Ky thuit trinh bay van ban

1. Ky thu~t trinh bay van ban quy diOOt~i Thong tu nay duQ'c ap d\illg dBi
vai van ban so~ thao tren may vi tinh va in ra gifty, bao g6m kh6 gifty, kiSu
triOObay, dinh l~ trang van ban, vi tri triOObay cac thanh ph~n thS thuc, phong
chfr, cO'chfr, ki~u chfr va cac chi tiSt trinh bay khac.

2. Ky thu~t trinh bay van ban quy dinh t~i Thong tu nay khong ap d\!ng dBi
vai van ban so~ thao b~ng cac phuang phap, phuong ti~n ky thu~t khac ho~c
van ban tren gifty m~u in s~n, van ban in thaOOsach, bao, t~p chi va cac lo~i ftn
phftmkhac.

I)i~u 4. Phong chfr trinh bay van ban

Phong chi! su d\!ng triOObay van ban tren may vi tiOOla pho?g chfr tiSng
Vi~t cua bQ ma kY tv Unicode/Times New Roman theo Tieu chuan Vi~t Nam
TCVN 6909 :200 1.

I)i~u 5. Kh6 giiy, ki~u trinh bay, dinh l~ trang van ban va vi tri trinh bay

1. Kh6 gifty

a) Van ban hanh chinh duQ'ctrinh bay tren kh6 giftyA4 (210 mIDx 297 mm).

b) Cac van ban OOugiay gim thi~u, gifiy bien oo~ h6 sa, phiSu gui, phiSu
chuYSn duQ'c trinh bay tren kh6 gifty A5 (148 mm x 210 mm) ho~c tren m~u in
s~ (kh6 gifty A5).

2. KiSu trinh bay
a) Van ban hanh chiOOduQ'c triOObay theo chiSu dai trang giay kh6 A4 va

diOOhuang ban in theo chiSu dai.
b) Truang hQ'PnQi dung van ban co cac bang, biSu OOungkhong duQ'c lam

thaOOcac ph\! l\!c rieng thi van bim co thS duQ'c triOObay theo chiSu rQng cua
trang giay kh6 A4 va diOOhuang ban in theo chiSu rQng.
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3. Dinh IS trang van bim (dBi v6i kh6 gi~y A4)

LS tren: Cach mep tren 25 mm;

LS du6i: Cach mep du6i 20 mm;

LS trai: Cach mep trM 35 mm;

LS phai: Cach mep phai 15mm.

4. Vi tri trinh bay cac thanh ph~n thS thuc van ban tren rne?t trang gi~y kh6
A4 duQ'c th\1'chi~n theo sa dB bB tri cac thanh ph~n thS thuc van ban 4li Ph\ll\lc II
ban hanh kern theo Thong tu nay. Vi tri trinh bay cac thanh ph~n thS thuc van ban
tren me?ttrang gi~y kh6 A5 duQ'c ap d\lllg tuang t\1'theo sa dB t~i Ph\ll\lc tren.

ChU'O'ngII
THE THUC vA KY THU~T TRINH BAY VAN BAN

Di~u 6. Quac hi~u, tieu ngii'

1. ThS thuc

a) QuBc hi~u ghi tren van ban: "CQNG HOA xA HQI CHiT NGHiA
VI~TNAM"

b) Tieu ngfr: "DQc lip - TV do - H~nh phuc".

2. Ky thu~t trinh bay

QuBc hi~u va tieu ngfr duQ'c trinh bay t~i 0 sB 1; chi@rn khoang 1/2 trang
gi~y theo chiSu ngang, a phi a tren, ben phai.

QuBc hi~u: "CQNG HOA xA HQI CHiT NGHiA VI~T NAM" duQ'c
trinh bay b~ng chfr in hoa, cO'chfr 13, kiSu chfr dUng, d~rn;

Tieu ngfr: "DQc lip - TV do - H~nh phuc" duQ'c trinh bay b~ng chfr in
thuemg, cO'chfr 13, kiSu chfr dUng, d~; duQ'c d~t canh gifra du6i quBc hi~u; chfr
cM d~u .cua cac c\lrn tir duQ'c vi@thoa, gifra cac c\lrn tir co g~ch nBi ngAn va co
cach chfr; phia du6i co duemg ke ngang, net liSn, co de?dai b~ng de?dai cua dong
chfr (su d\lng I~nh Draw/Line), C\l thS:

CQNG HOA xA HQI cHiJ NGHiA VI¥T NAM
DQc l~p - TV do - H~nh phuc

Hai dong chfr tren duQ'c trinh bay cach nhau dong dan.

Di~u 7. Ten CO'quan, dO'nvi ban himh van ban

1. ThS thuc

a) Ten ca quan, dan vi ban hanh van bim bao gBrn ten cua ca quan, dan vi
chu quan 1r\fc ti@p (dBi v6i cac doanh nghi~p co cong ty m~ thi ghi ten cong ty
rn~) va ten cua ca quan, dan vi ban hanh van ban.

b) DBi v6i cac van ban do Be?QuBc phong, t~p doim kinh t@,cac t6ng cong
ty khong ghi ca quan chu quan.
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c) Ten ella co quan, dan vi ban hanh van ban phai duQ'c ghi d~y du ho~c
duQ'cviSt t~t theo quy dinh t;;tivan ban thanh l~p; quy dinh chilc nang nhi~m V\l,
quySn h;;tnva co cfiu t6 chilc bl) may, phe chuan; cfip gifiy phep ho;;ttdl)ng ho~c
cong nh~n tu cach phap nhan cua co quan, dan vi co tham quySn, VId\l:

BQ Quac PHONG T~P DoAN vrEN THONG QUAN DQI

. 'r

TONG CONG TY
xAY DVNG TRUONG SON

TONG CONG TY 319
CONGTY296

d) Ten cua co quan, dan vi chu quan tf\fC tiSp co thS viSt t~t nhUng c\lm tir
thong d\lng nhu Bl) tu l~nh (BTL), Bl) (ban) Chi huy quan sv (BCHQS), vi d\l:

BCHQS TiNH HAl DUONG BTL THONG TIN LIEN LAC
BAN CHi HUY QUAN SV LU DoAN 205

HUYl:N THANH HA

2. Ky thu~t trinh bay

a) Ten co quan, dan vi ban hanh van ban duQ'c trinh bay t;;ti0 s6 2; chiSm
khoang 1/3 trang gifiy theo chiSu ngang, 6 phi a tren, ben trai.

b) Ten co quan, dan vi chu quan tf\fC tiSp duQ'c trinh bay bAng chfr in hoa,
cO'chfr 13, kiSu chfr dUng. NSu ten co quan, dan vi chu quan dai, co thS trinh
bay thanh nhiSu dong.

c) Ten co quan, dan vi ban hanh van ban trinh bay bAng chfr in hoa, cO'
chfr 13, kiSu chfr dUng, d~m, duQ'c d~t canh gifra du6i ten co quan, don vi chu
quan; phi a du6i co duong ke ngang, net liSn, co dl) dai bAng 1/2 dl) dai cua
dong chfr va d~t can d6i so v6i dong chfr. Truong hqp ten co quan, don vi ban
hanh van ban dai co thS trinh bay thanh nhiSu dong, VIdv:

BO QUaC PHONG
BQ TU Ll:NH THONG TIN LIEN L~C

BO QUaC PHONG
TRUNG TAM THONG TIN
KHOA HQC QUAN SV

Cac dong chfr tren duQ'ctrinh bay cach nhau dong dan.

J)i~u 8. S8, ky hi~u eua van ban

1. ThS thilc

a) S6 cua van ban

S6 cua van ban la s6 thil tv dang kY van ban t;;tiVan thu cua co quan, dan
vi. S6 cua van ban duQ'c ghi bAng chfr s6 A-r~p, b~t d~u tir s6 01 VaGngay 01
thang 01 va kSt thuc vao.ngay 31 thang 12 hang nam.

b) Ky hi~u cua van ban

- Ky hi~u cua van ban co ten lo;;tibao g6m chfr viSt t~t ten lo;;tivan ban theo
bang chfr viSt t~t ten lo;;tivan ban va ban sao kern theo Thong tu nay (Ph\l l\lc I)
va chfr viSt t~t ten co quan, dan vi ban hanh van ban, VId\l:
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Quy@tdinh coo Tu l~nhQufu1khu 3 ban hanh duQ'cghi nhu sau: 86: .. .IQD-BlL
Chi thi coo Giam d6c Nha may Z131ban hanh duQ'cghi nhu sau: 86: .. .ICT -BGD
Quy@tdinh cua HQidang quimtri ban hanh duQ'Cghi nhu sau: 86: .. .IQD-HDQT
Bao cao cua C\lCChinh tri duQ'cghi nhu sau: 86: ... /BC-CCT
- Ky hi~u cua cong van bao gam chrt viSt t~t ten co quan, don vi ban hanh va

chfr vi@tt~t ten dan vi so~ thao (C\lC,phong, ban, bQph~) ho~c chu tri s0litnthao;
truOng hgp cong van qua nhiSu d.p so~ thao de co quan ban hanh thi ldy kYhi~u
cua dan vi cdp du6i tn,rc ti@p,vi d\l:

Cong van cua BQQu6c phong do C\lCTai chinh so~ thao: 86: ., ./BQP-CTC
Cong van cua BTL Quan khu do Phong Tuyen hufuvC\lc Chinh tri so~

thao: 86: ... /BTL-CCT
Cong van CllaBTL Quan khu do Phong Tac chi@n!BQTham mUll so~ thao:

86: ... /BTL-BlM
- TruOng hqp cac HQi dang, Ban Chi dlitocua co quan duQ'CsIr d\lng con

ddu de ban hanh van ban va HQi dang, Ban duQ'c ghi la "co quan" ban hanh van
ban thi phai ldy s6 cua co quan, dan vi do, vi d\l: Quy~t dinh s6 505 cua HQi
dang quan nhan BTL Quan khu 3 ho~c Ban T6 chilc HQi thao nghi~p V\l van
thu, bao m~t, lUll tm toan quan Ian thu 3 duQ'ctrinh bay nhu sau:

BTL QUA.N KHU 3
_:L " A

HQI DONG QUAN NHAN
BO Quae PHONG

BAN TO CHUC HOI THAO

S6: 505/QD-HDQN sf>: 505/QD-BTC
2. Ky thu~t trinh bay

a) 86, kY hi~u cua van ban duQ'c trinh bay tliti 0 s6 3, duQ'c d~t canh gifra
du6i ten co quan, dan vi ban hanh van ban.

b) Tir "86" duQ'c trinh bay bAng chfr in thuang, ky hi~u b~ng chfr in hoa,
cO'chfr 13,' kieu chfr dUng; sau tir "86" co dAu hai chAm (:); v6i nhfrng s6 nho
han 10 phai ghi them s6 0 phia tru6c; gifra s6 va ky hi~u van ban co ddu glitch
cheo (I), giua cac nhom chfr vi@t t~t ky hi~u van bim co dAu glitch n6i (-)
khong cach chu, vi d\l:

86: 105/QD-BQP (Quy@tdinh cua B<)truang BQQu6c phong);
86: 190/BCH-PTM (Cong van cooBQChi huy do Phong Tham mUllso~ thao);
86: 123/BC-BTTM (Bao cao cua B<)T6ng Tham mUll);
86: 1234!ID-BTM (Cong van coo Trung doan do Ban Tham mUll so~ thao).

Di~u 9. Dia danh va ngay, thing, nam ban banb van ban

1. The thuc

a) Dia danh ghi tren van ban la ten gQi chinh thuc cua dan vi hanh chinh'
(tel} rieng cua tinh, thanh ph6 trvc ~huQcTrung uang; huy~n, qu~n~thi xii, ~hanh
pho thuQC tinh; xii, phuOng, thi tran) noi co quan, dan vi dong quan; doi v6i
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nhUng don vi hanh chinh duQ'cd~t ten theo ten nguai, bfulg chit s6 ho~c S\! ki~n
lich Slr thi phai ghi ten gQi dfty du cua don vi hanh chiOOdo, C\lth~ OOusau:

- £>ia daOOghi tren van ban cua cac co quan, don vi chiSn d~u, s~n sang
chiSn d~u, bao dam chiSn d~u va cac £>6nBien phong ghi ten cua tiOO,thaOO
ph6 trgc thuQc Trung uang noi co quan, dan vi dong quan, vi d\l:

+ Van ban cua Su doan 312 (Su doan bQ dong quan t~i huy~n Soc San,
thanh ph6 Ha NQi): HaN9i,

+Van ban cua Trung doan 50 (Ban Chi huy Trung doan dong quan t~i qu~n
D6 Son, thaOOph6 Hai Phong): Hai Phong,

+ Van ban cua BQ Tu l~nh Quan khu 4 (BQ Tu l~nh Quan khu dong quan
t~i thaOOph6 ViOO,tiOONgh~ An): Ngh? An,

- £>iadanh ghi tren van ban cua cac dan vi quan S\! dia phuong:

+D6i v6'i cac BQ Tu I~OO,BQChi huy quan S\! thanh ph6 tlVc thuQc Trung
uong ghi ten cua thaOOph6 tlVc thuQc Trung uong, vi d\l:

Van ban CllaBQTu l~nh Thu do Ha NQiva cua cac C\lC1:IVcthuQc:Ha N9i, Clla
BQChi huy quan S\! thanh ph6 Hai Phong va cua cac phong 1:IVcthuQc:Hoi Phong,

+ £>6iv6'i cac BQChi huy quan SlJ tinh ghi ten cua tinh, vi d\l:

Van ban cua BQ Chi huy quan SlJ tinh Hai Duong va cua cac phong trgc
thuQc (dong quan ~i thaOOph6 Hai Duong, tinh Hai Duong): Hai Duang, cua
BQ Chi huy quan S\f tiOOQuang NiOOva cua cac phong tlVc thuQc (dong quan
t~i thaOOph6 H~ Long, tiOOQuang Ninh): Quang Ninh,

Truang hQ'Pdia danh ghi tren van ban cua Ban Chi huy quan S\f thanh ph6
thuQc tinh rna ten thanh ph6 trimg vm ten tinh thi ghi them hai chit thanh ph6
(TP.), vi d\l:

Van ban cua Ban Chi huy quan S\f thanh ph6 Hai Duong (tinh Hai Duong):
TP. Hai Duang,

- Dia danh ghi tren van ban cua cac Ban Chi huy quan SlJ huy~n, qu~n la
ten cua huy~n, qu~n, thi xa, thanh ph6 thuQc tinh, vi d\l:

+ Van ban cua Ban Chi huy quan SlJ huy~n Thanh Ha (tinh Hai Duong):
ThanhHa,

+Van ban cua Ban Chi huy quan SlJ qu~n Thanh Xuan (thanh ph6 Ha NQi):
ThanhXuan,

+ Van ban cua Ban Chi huy quan SlJ thi xa Phuc Yen (tinh Vinh Phuc):
Phuc Yen,

- Dia danh ghi tren van ban cua cac doanh nghi~p ghi ten tiOO,thanh phi>
tf\lc thuQc Trung uang, vi d\l:

+ Van ban cua T~p doan ViSn thong Quan dQi (co tf\l sa dong t~i qu~ Ba
Dinh, thaOOphi>Ha NQi):Ha N9i,

+ Van ban cua Tfmg cong ty 319 (co tf\l sa dong t~i qu~n Long Bien, thaOO
ph6 Ha NQi): Ha N9i,
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QUYETDJNH
V~ vi~e thanh lip HQidAngxae dinh gia tri tai Ii~u

c) Trich ySu nQi dung cong van dugc trinh bay t~i 0 s6 5b, sau chii "V Iv"
b~ng chii in thuOng, cO'chit 12, kiSu chit dUng; dugc d~t canh giita duai s6 va kY
hi~u van ban, cach dong 6pt vai s6 va kYhi~u van ban, vi d\l:

S5: l72NP-BM
vIv bao cao tinh hinh cong tac

Van thu, bao m?t, luu till nam 2012

Di~u 11. NQidung van ban

1. ThS thuc

a) NQi dung van ban la thanh ph~n chu ySu cua van ban c~n dap Ung nhUng
yeu c~u co bim sau:

,'

b) Ngay, thang, nam ban h~mhvan bim
- Ngay, thang, nam ban hanh van bfm la ngay, thang, nam van ban dugc

dang kY,dong d~u ban hanh.
- Ngay, thang, nam ban hanh van ban phai dugc viSt d~y du; cac s6 chi

ngay, thang, nam dUng chit s6 A-r?p; d6i vai nhUng s6 chi ngay nhc>hon 10 va
thang 1, thang 2 phai ghi them s6 0 a truac, C\lthS:

Thanh phr3H6 Chi Minh, ngay 05 thfmg 02 nam 2009
Tan Binh, ngay 10 thang 02 nam 2010

2. Ky thu?t trinh bay

Dia danh va ngay, thang, nam ban hanh van ban dugc trinh bay tren cUngmQt
dong vai s6, kYhi~u van ban, ~i 0 s6 4, b~ng chit in thuemg, cO'chit 13, kiSu chit
nghieng; viSt hoa chit cai d~u cua cac fun tiSt ~o thanh dia danh; sau dia danh co
d~u phfty (,); dia danh va ngay, thang, nam dugc d~t canh giita duai tieu ngit.

Di~u 10. Ten lo~i va trieh y~u nQidung ella van ban

1. ThS thuc

a) Ten lo~i van ban la ten cua timg lo~i van ban do co quan, dan vi ban
hanh. Khi ban hanh van ban dSu phai ghi ten lo~i, trir cong van.

b) Trich ySu nQi dung cua van ban la mQt cau ng~n gQn ho~c mQt c\lm tu
phan anh khai quat nQi dung chu ySu cua van ban.

2. Ky thu?t trinh bay

a) Ten lo~i va trfch ySu nQi dung cua cac lo~i van ban co ghi ten lo~i dugc
trinh bay t~i 0 s6 5a; ten lo~i van ban dugc d~t canh giita (ph~n trinh bay nQi
dung) b~ng chit in hoa, cO'chit 14, kiSu chii dUng, d?m.

b) Trich ySu nQi dung van ban dugc d~t canh giita, ngay duai ten lo~i van
ban, b~ng chit in thuemg, cO'chii 14, kiSu chit dUng, d?m; ben du6i trich ySu co
duemg ke ngang, net liSn, co dQdai b~ng 1/3 dQdai cua dong chii va d~t can d6i
so vai dong chii, vi d\l:
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, (

- Phu hQ'Pvai hinh thuc van bim duQ'csir d\lng;

- Phu hQ'Pvai dUOng 16i, chil truang, chinh sach cua Dang; phu hQ'Pvai
quy dinh cua phap lu~t;

- DuQ'c trinh bay ngful g<;>n,ro rang, chinh xac;

- Sir d\lng ngon ngit viSt, cach diSn d~t dan gian, dS hi@u;

- Dung tir ngit tiSng Vi~t Nam ph6 thong (khong dUng tir ngit dia phuang
va tir ngit nuac ngoai nSu khong thl,fc Sl,fc~n thiSt). D6i vai thu~t ngit chuyen
mon c~n xac dinh ro nQi dung thi phai duQ'Cgiai thich trong van ban;

- Chi duQ'cviSt t~t nhUng tir, c\lm tir thong d\lllg, nhUng tir thuQc ngon ngit
tiSng Vi~t dS hi@u.D6i vai nhUng tir, c\lm tir duQ'c sir d\lng nhiSu l~n trong van
ban thi co th@viSt t~t, cac chit viSt t~t l~n d~u cua tir, c\lm tir phai duQ'cd~t trong
dau ngo~c dan ngay sau tir, c\lm tir do;

- TruOng hQ'Pvi~n dful van ban co lien quan thi vi~n dfull~n d~u phai ghi d~y
du ten lo~i van ban; s6, kYhi~u van ban, ngay, thang, nam ban haOO;ten co quan,
dan vi ban haOO,trich ySUnQi dung van ban (d6i vm lu~t va phap I~OOchi ghi ten
lo~i va ten cua lu~t, phap I~OO),vi d\l: "... duQ'c quy dinh ~i Nghi diOOs6
110/2004/NI)-CP ngay 08 thang 4 nam 2004 cua Chinh phu vS cong tac van thu";
trong cac l~ vi~n dful tiSp theo, chi ghi ten lo~i va s6, kYhi~u cua van ban, vi d\l
" ...duQ'cquy dinh t~i Nghi diOOs6 1l0/2004/NI)-CP";

- ViSt hoa trong van ban hanh chinh duQ'c thl,fc hi~n theo Ph\l l\lc VI - Quy
diOOviSt hoa trong van ban haOOchiOO.

b) B6 C\lCcua van ban

- Tuy th~o th@lo~i va nQi dupg, van ~an co th@co J?h~ncan cu phap IY,d@
ban hanh, phan ma dau va co the duQ'Cbo C\lCtheo phan, chuang, m\lc, dieu,
khoan, di@mho~c duQ'cphan chia thaOOcac ph~, m\lc tir Ian dSn 006 theo mQt
trinh tl,fooat dinh, C\lth@:

+ QuySt dinh: Theo diSu, khoan, di@m;cac quy chS (quy diOO)ban haOO
kem theo quySt diOO:Theo chuang, m\lc, diSu, khoan, di@m;

+ Chi thi: Theo khoan, di@m;

+ Nghi quySt: Theo diSu, khoan, di@mho~c theo khoan, di@m;

+ Cac hinh thuc van ban haOOchiOOkhac: Theo ph~, m\lc, khoan, di@m
ho~c theo khoan, di@m.

- D6i vai cac hinh thuc van ban duQ'cb6 C\lCtheo ph~n, chuang, m\lc, diSu
thi ph~n, chuang, m\lc, diSu phai co tieu dS.

2. Ky thu~t trinh bay

NQi dung van ban duQ'ctriOObay t~i 0 s6 6.

a) Ph~n nQi dung duQ'c triOObay b&ng chit in thuOng (duQ'c d~mdSu ca hai
IS), ki@uchit dUng; co chit 14; khi xu6ng dong, chit d~u dong phai lui vao tir
1,27cm (1 default tab); khoang cach giita cac do~n van (paragraph) d~t t6i thi@u
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hl 6pt; khoang cach giii'a cac dong hay cach dong (line spacing) chQn t6i thiSu til
cach dong dan (single line spacing) ho~c tir 15pt (exactly line spacing) tra len;
kho{mg cach t6i da giii'a cac dong la 1,5 dong (1,5 lines).

b) D6i v6i nhUng van ban co phfin can cu phap ly dS ban hanh thi sau m6i
can cu phai xu6ng dong, cu6i dong co d~u ch~m phAy (;), rieng can cu cu6i cung
kSt thuc bAng d~u phAy (,).

c) TruOng hgp nQi dung van ban duQ'c b6 C\lCtheo phfin, chuang, m\lc,
diSu, khoan, dit~mthi trinh bay nhu sau:

- Phfin, chuang: Tir "Phfin", "Chuang" va s6 thu tv clla phfin, chuang duQ'c
trinh bay tren mQt dong rieng, canh giii'a, bAng chii' in thuemg, cO'chfr 14, kiSu
chfr dUng, d~m. 86 thu tlJ Clla phfin, chuang dung chfr s6 La Mil. Tieu dS (ten)
clla phfin, chuang duQ'c trinh bay ngay du6i, canh gifra, b&ng chfr in hoa, cO'chfr
13, kiSu chfr dUng, d~m;

- M\lc: Tir "M\lC" va s6 thu tv clla m\lc duQ'ctrinh bay tren mQt dong rieng,
canh gifra, b&ng chfr in thuOng, cO'chfr 14, kiSu chfr dUng, d~. 86 thu t\1'Clla
m\lc dung chfr s6 A - r~p. Tieu dS Cllam\lc duQ'ctrinh bay ngay du6i, canh giua,
b&ngchfr in hoa, cO'chfr 13, kiSu chfr dUng, d~m;

- DiSu: Tir "DiSu", s6 thu tv va tieu dS cua diSu duQ'c trinh bay b&ngchfr in
thuOng, cach IS trai 1 default tab, s6 thu t\1'Clla diSu dung chfr s6 A-r~p, sau s6
thir t\1'co d~u ch~m (.); cO'chit 14, kiSu chfr dUng, d~m;

- Khoan: 86 thu t\1'cac khoan trong m6i m\lc dUng chii' s6 A-r~p, sau 86 thu
tv co d~u ch~m, cO'chit 14, kiSu chii' dUng; nSu khoan co tieu dS, 86 thu tv va
tieu dS cua khoan duQ'c trinh bay tren mQt dong rieng, b&ng chii' in thuOng, cO'
chii' 14, kiSu chii' dUng;

- DiSm: Thir tv cac diSm trong m6i khoan dUng cac chit cai tiSng Vi~t theo fut'r
1\1' abc, sau co ~u dong ngo~c dan, b&ngchfr in thuOng, cO'chfr 14, kiSu chfr dUng.

d) TruOng hqp nQi dung van ban duQ'c phan chia thanh cac phfin, m\lc,
khoan, diSm thi trinh bay nhu sau:

- Phfin (nSu co): Til "Phfin" va s6 tht'r t\1'clla phfin duQ'c trinh bay tren mQt
dong rieng, canh gifra, bAng chfr in thuang, cO'chit 14, kiSu chfr dUng, d~; s6
thu t\1'cua phfin dung chfr s6 La Ma. Tieu dS cua phfin duQ'ctrinh bay ngay du6i,
canh gifra, bAng chii' in hoa, cO'chii 14, kiSu chii dUng, d~m;

- M\lc: 86 thu t\1'cac m\lc dung chii s6 La Ma, sau co d~u chb va duQ'c
trinh bay cach IS trai 1 default tab; tieu dS Clla m\lc duQ'c trinh bay cung mQt
hang v6i s6 thu t\1',b&ngchii in hoa, cO'chii 14, kiSu chii dUng, d~m;

- Khoan: 86 thu tv cac khoan trong m6i m\lc dUng chii' s6 A-r~p, sau s6 thu
t\1'co d~u chb, cO'chii' 14, kiSu chii' dUng; nSu khoan co tieu dS, s6 diu tv va
tieu dS cua khoan duQ'c trinh bay tren mQt dong rieng, bAng chfr in thuemg, cO"
chii 14, kiSu chit dUng, d~m;

- DiSm trinh bay nhu truang hqp nQi dung van ban duQ'c b6 C\lCtheo phfin,
chuang, m\lc, diSu, khoan, diSm.
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A J)i~u ,,12. Quy~n h~n, eh..re VI}, eip b~e, hQ ten va ehfr kY eua ngU'ooco
tham quyen

1. ThS thuc

a) QuySn hlill1,chuc V\lcua nguai kY
- Chuc V\l ghi tren van bim la chuc danh chinh thuc cua nguai kY van bim

duQ'c cftp c6 thAm quySn b6 nhi~m. Chi ghi cac chuc V\l nhu: Tu l~nh, Ph6 Tu
l~nh, C\lc truang (Chu nhi~m Chinh trt), Ph6 C\lC truang, Giam d6c, Ph6 Giarn
d6c, khong ghi nhUng chuc V\l rna Nha nuac khong quy dinh nhu: Cftp ph6
thuOng tI1!c, ph6 quan sg, ph6 h~u cdn, V.V... ; khong ghi l~i ten co quan, dan
vi, trir cac van ban lien tich, van bim do hai hay nhiSu co quan, dan vi ban hanh;
vi~c kY thua l~nh, kY uy quy8n do cac co quan, dan vi quy dinh C\lthS b~ng van
ban, vi d\l:

TU L~NH CHiNH UY SU DoAN TRUONG

- Chuc danh ghi tren van ban do cac t6 chuc tu vftn (khong thuQc co cftu t6
chuc cua co quan duQ'c quy dinh t~i qUYlhdinh thanh l~p; quy8t dinh quy dinh
chuc nang, nhi~rn V\l, co cftu t6 chuc cua co quan) ban hanh la chuc danh lanh
d~o cua nguai kYvan ban trong ban ho?c hQi d6ng. D6i vai nhfrng ban, hQi d6ng
khong duQ'cphep sir d\lng con dftu cua co quan, dan vi thi chi ghi chuc danh cua
nguai ky van bim trong ban ho?c hQi d6ng, khong duQ'c ghi chuc V\l trong co
quan, dan vi.

b) Vi~c ghi quySn h~n cua nguai kYduQ'cthgc hi~n nhu sau:

- TruOng hgp kY thay cftp truang co quan, dan vi thi phai ghi chfr viSt t~t
"KT." (kY thay) VaGtruac chuc V\lcua cftp truang, vi d\l:

KT. CHU NHI~M KT. SU DoAN TRUONG
PHO CHU NHI~M PHO SU DoAN TRUONG

- TruOng hgp kY thay rn?t t~p thS thi phai ghi chu viSt t~t "TM." (thay m?t)
v~o truac ten t~p thS lanh d~o ho?c ten co quan, dan vi, vi d\l: Van ban cua HQi
dong quan nhan cac co quan, dan vi ghi nhu sau:

TM.HQIDONG TM.HQIDONG
CHU TICH PHO CHU TICH. .

- TruOng hgp kYthua uy quy8n thi phai ghi chfr viSt ~t "TUQ.", kYthila l~nh
ghi chfr viSt ~t "TL." VaGtruac chuc V\l cua ngum c6 thfun quy8n kY,vi d\l:

TL. TU L~NH TUQ. CHiNH UY
CHANH VAN PHONG CHU NHI~M CHINH TRJ

- Chuc V\l (chuc danh) nguai kY van ban do HQi d6ng ho?c Ban Chi d~o
cua Quan khu ban hanh rna Tham mUll truang, Ph6 Chinh uy lam Truang ban
ho?c Ph6 Truang ban, Chu tich ho?c Ph6 Chli tich HQi d6ng duQ'c ghi nhu sau,
vi d\l:
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TM.HQIDONG
CHUTICH

(Chit leY, con ddu cua QK)

THAM MUU TRUONG
Thi~u tlfcYngNguy~n Van A

TRUONG BAN

TM.HQIDONG
PHO CHU TICH

(Chit leY,con ddu cua QK)

PHO CHiNH UY
Thi~u tlfcYngNguy~n Van C

KT. TRUONG BAN
PHO TRUONG BAN
(Chit leY, con ddu cua QK)

THAM MUU TRUONG
Thi~u tUcYngNguy~n Van A

TRUONG BAN

TM.HQIDONG
CHUTICH

(Chit leY, con ddu cua QfJ)

TULENH
Thi~u tlfcYngTrAn Van B

(Chit leY, con ddu cua QK)

PHO CHiNH UY
Thi~u tlfcYngNguy~n Van C

Chilc V1) (chuc danh) nguai kY van ban do HQi d6ng ho~c Ban chi d~o cua
Quan doan ban hanh rna Tu l~nh lam Chu tich HQi d6ng ho~c TruOng ban, Chu
nhi~m H~u cfin lam Pho Chu tich HQi d6ng ho~c Pho TruOng ban dugc ghi nhu
sau, vi d\l:

TM.HQIDONG
PHO CHU TICH

(Chit leY,con ddu cua QfJ)

CHU NHI:E:MH~U cAN
f)~i ta Le Van T

KT. TRUONG BAN
PHO TRUONG BAN

~~~~~OO ~~~~~OO
TU LENH CHU NHI:E:MH~U cAN

Thi~u tlfcYngTrAn Van B f)~i ta Le Van T

c) cfip b~c, hQten bao g6m hQ,ten d~m (nSu co) va ten cua nguai kY van ban
D6i vai van ban hanh chinh, truac hQ ten cua nguai kY, chi ghi cfip b~c

quan ham, khong ghi hQc ham, hQc vi va cac danh hi~u vinh dt! nha nuac.
2. Ky thu~t trinh bay
a) QuySn h~n, chilc V\l cua nguai kY duQ'c trinh bay t~i 0 s6 7a; chilc V\l

khac cua nguai kY duQ'c trinh bay t~i 0 s6 7b; cac chi! viSt t~t quySn h~n nhu:
"TM.", "KT.", "TUQ.", "TL.". QuySn h~n va chuc V\l cua nguai ky duQ'c trinh
bay chi! in hoa, co chi! 13, kiSu chi! dUng, d~m.

b) cfip b~c, hQ ten cua nguai kY van ban duQ'c trinh bay t~i 0 s6 7b; b~ng
chi! in thuang, co chi! 14, kiSu chi! dUng, d~m, dugc d~t canh gii!a so vai quySn
h~, chilc V1) cua nguai kY.

c) Chi! kY cua nguai co thfun quySn dugc trinh bay t~i 0 s6 7c.
Di~u 13. Diu eDa CO'quan, (fO'nvi
1. Vi~c dong dfiu tren van ban thgc hi~n theo quy djnh t~i Quy chS vS cong

tac Van thu, lUll tri! va bao m~t tai li~u trong Quan dQi.
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2. DAu cua ca quan, dan vi dugc trinh bay t~i 0 s5 8; dAu giap lai dugc
dong vao khoang giua mep phai cua van ban ho~c ph\l l\lc van ban, trum len mQt
phdn cac to' giAy;m6i Idn dong dAut5i da 05 trang van ban.

Di~u 14. NO'i nhan.
1. ThB thuc
a) Nai OO~ndugc xac dinh la nhUng Ca quan, dan vi nh~n van ban va co

trach nhi~m OOudB xem xet, giai quy8t; dB thi hanh; dB kiBm tra, giam sat; dB
bao cao; dBtrao d6i cong vi~c; dBbi8t va dBluu.

b) Nai OO~nphai dugc xac dinh C\lthB trong van ban. Can cu quy dinh cua
phap lu~t; can ClI chuc nang, nhi~m V\l, quy~n h~ cua co quan, dan vi va quan
h~ cong tac; can cu yeu cdu giai quy8t cong vi~c, dan vi ho~c ca nhan so~ thao
ho~c chu tri so~ thao co trach nhi~m d~ xuAt nhUng ca quan, dan vi nh~n van
ban triOOnguO'i kY van ban quy8t dinh.

c) D5i v&i van ban chi giri c~o mQt 85 d5i tugng C\lthB thi phai ghi ten tUn~
ca quan, dan vi OO~nvan ban; doi v&i van ban dugc giri cho mQt ho~c mQt so
OOomd5i tugng ooAt dinh thi nm nh~n dugc ghi chung, vi d\l:

- Cac co quan, dan vi tI¥c thuQc BQ;
- Cac bQchi huy quan sg tinh, thanh ph5; cac su doan thuQc Quan khu;

d) D5i v&i nhUng van ban co ten lo~i, noi nh~n bao gam tiI "Nai nh~" va .
phdn li~t ke cac Ca quan, dan vi nh~n van ban.

d) D5i v&i cong van hanh chinh, nm nh~n bao gam hai phdn:

- Phdn thu nhAt bao gam tir "Kinh giri", sau do la ten cac co quan, dan vi, ,
tI¥c tiep giai quyet cong vi~c;

- Phdn thu hai bao gam tir "Noi nh~", phia dum la tir "Nhu tren", ti8p theo
la ten cac ca quan, dan vi co lien quan khac nh~n van ban.

2. Ky thu~t trinh bay
. a) Phdn nai nh~n t~i 0 s5 9a dugc trinh bay nhu sau:

- Tir "KiOO giri" va ten cac co quan, dan vi nh~n van ban dugc trinh bay
bfutg chu in thuang, cO'chu 14, kiBu chu dUng;

- Sau ill "Kinh giri" co dAu hai chAm; n8u cong van giri cho mQt co quan,
dan vi thi tir "Kinh gifi" va ten co quan, dan vi dugc trinh bay tren cimg mQt
dong; truang hgp cong van gm cho hai ca quan, dan vi tra len thi xu6ng dong;
ten m6i Ca quan, dan vi ho~c m6i nhom ca quan, dan vi dugc trinh bay tren mQt
dong rieng, ddu dong co g~ch ngang (-), cu6i dong co dAuchAmphdy, cu6i dong
cu5i cimg co dAu chAm; cac g~ch ddu dong dugc triOObay thfulg hang v&i.nhau
du&i dAuhai chAm.

b) Phdn nai nh~n t~i 0 86 9b (ap d\lng chung d6i v6i cong van va cac lo~i
van ban khac) dugc trinh bay nhu sau:

12



. , .

- Til ,"NO'inh~" dugc trinh bay tren mQtdon~ rieng (ngang h~g v6i d9ng
chil' "quyen h~n, chuc V\l cua nguai kY" va sat Ie tnti), sau co dau hai cham,
bAngchit in thuemg, cO'chil' 12, kiSu chil'nghieng, d~m;

- Phful li~t ke cac cO'quan, dan,vi OO~,van ban dugc trinh bay thfulg ha1!g
vm OOau,phia du6i, sau dau hai cham (:) bang chil' in thuang, cO'chil' 11, kieu
chil'dUng;ten m6i cO'quan, dan vi ho~c m6i nhom cO'quan, dan vi nh~n van ban
dugc trinh bay tren mQt dong rieng, dfiu dong co g~ch ngang sat IS trai, cu6i
dong co d~u ch~m ph~y; rieng dong cu6i cimg bao g6m chil' "LUll" sau co d~u
hai ch~m, tiSp theo la chil'viSt t~t "VT" (van thu), d~u ph~y, chil'viSt t~t ten dan
vi so~n thao van ban va d~u ch~m ph~y, sau do la chit viSt t~t ten nguai so~n
thao va s61uqng ban phat hanh, cu6i cung la d~u ch~m.

Di~u 15. Cae thanh phAn khac

1. ThS thuc
a) D~u chi rnuc dQrn~t: Vi~c xac djnh va dong d~u dQm~t (Tuy~t m~t, T6i

m~t ho~c M~t), d~u thu h6i d6i v6i van ban co nQi dung bi m~t th\lc hi~n theo
quy dinh cua phap lu~t v@bao v~ bi m~tnha nu6c.

b) D~u chi rnuc dQkh~n: Tuy theo muc dQ cfin dugc chuy8n phat nhanh,
van ban dugc xac dinh d9 kh~ theo b6n muc sau: kh~n, thuqng kh~, hoa t6c,
hoa t6c h~n gia; khi so~ thao van ban co tinh ch~t kh~, dan vi ho~c ca nhan
so~nthao van ban dS xuc1tmuc d9 kh~ trinh nguai kYvan ban quySt dinh.

c) D6i v6i nhUng van ban co phlpll vi, d6i tuqng dugc ph6 biSn, sir d\lng
h~ chS, sir d\lng cae chi d~n v@ph~m vi lUllhanh nhu "TRA.L~ SAD Kill
HQP (HOI NGHD", "XEM XONG TRA.L~I", "LUU HANH NOI BO".

d) D6i v6i van ban Tuy~t m~t phai co kYhi~u rieng va danh s6 rieng cho
tUngban phat hanh.

d) Truang hgp van ban co ph\l I\lCkern theo thi trong van ban phtHco chi
d~ v@ph\ll\lc do. Ph\ll\lc van ban phai co tieu dS; van ban co til hai ph\ll\lc tra
len thi cac ph\ll\lc phai dugc danh s6 thll t\l bAngchit s6 La Ma.

e) Van ban co hai trang tra len thi phai danh s6 trang bAngchit s6 A-r~p.
2. Ky thu~t trinh bay
a) D~u chi muc dQm~t
Con d~u cac dQm~t (T~T MAT, TOr MAT ho~c MAT) va d~u thu h6i

dugc kh~c sful theo quy dinh ~i M\lc 2, Thong tu s6 I2/2002/TT-BCA(AII)
ngay 13 thang 9 narn 2002 cua BQCong an huang d~ th\lc hi~n Nghi dinh s6
33/2002/ND-CP cua Chinh phu quy djnh chi tiSt thi hanh Phap I~nh Bao v~ bi
m~t nha nuac nam 2000. D~u dQm~t dugc dong vao 0 s6 1Oa,d~u thu h6i dugc
dong vao 0 s6 11.

b) D~u chi rnuc dQkh~n
Con dc1ucac dQkh~ dugc kh~c s~n hiOOchit nh~t co kich thu6c 30mm x

8mm, 40mrn x 8mm va 20mm x 8mm, tren do cac til "KHAN", "THVONG
KHAN", "HOA TOC" va "HOA TOC HeN Grd" trinh bay bAngchil' in hoa,
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phong chii Times New Roman co chii 14, kiSu chii dUng, d~m va d~t can d6i
trong khung hinh chii nh~t viSn don. DAudQkh~n duQ'cdong vao 0 s6 lOb. Mvc
dS dong dAu dQkh~n dimg mau do tuoi.

c) Cac chi dan vS ph~m vi luu hanh: Trinh bay t~i 0 s6 11; cac c\!m
til "TRA LAI SAU KHI HOP (HOI NGHD", "XEM XONG TRA LAI",
"LUU HANH NOI BO" trinh bay can d6i trong mQt khung hinh chii nh~t
viSn don, bAng chii in hoa, phong chii Times New Roman, cO'chii 14, kiSu
chii dung, d~m.

d) Danh s6 cho van ban Tuy~tm~t; Ban s6: ; trinh bay t~i 0 s6 15.

d) Ch~ viSt t~t ten n&uai danh may va ,s6 lugng ban phat hanh, d~gc trinh
bay t~i 0 so 13; Icy hi~u bang chfr in hoa, so IUQ'ngban bang chfr so A-r~p, co
chii 11, kiSu chfr dUng.

e) Ph\! l\!c van ban duQ'c trinh bay tren cac trang rieng; til "Ph\! l\!c" va s6
thu tv cua ph\! l\!c duQ'c trinh bay thanh mQt dong rieng, canh gifra, bAng chfr in
thuang, co chii 14, kiSu chii dUng, d~m; ten ph\! l\!c duQ'c trinh bay canh gifra,
bAng chii in hoa, co chii 13, kiSu chii dUng, d~.

g) S,6 trang v~n ~an duQ'c trinh bay tfi goc phai phi a cu6i trang ~iAy (phAn
footer) bang chii so A-r~p, cO'chii 13, kieu chii dUng, khong danh so trang thu
nhAt. S6 trang cua ph\!l\!c duQ'cdanh s6 rieng theo tUng ph\!l\!c.

Mau chfr va chi tiSt.trinh bay cac thanh phAn thS thuc van ban duQ'cminh
hQa t~i Ph\!l\!c IV kern theo Thong tu nay.

Mau trinh bay mQt s6 lo~i van ban hanh chinh duQ'cminh hQa t~i Ph\! l\!c V
kern theo Thong tu nay.

ChuO'ng In
THE THUC vA KY THUAT TRINH BAy BAN SAO VAN BAN.
J)i~u 16. Th~ thtfc ban sao
1. Hinh thuc sao
"SAO Y BAN CHlNH" "SAO LUC" hoac "TRICH SAD"., . .
2. Ten co quan, don vi sao van ban
3. S6, ky hi~u ban sao bao g6m s6 thu tv dang kYduQ'cdanh chung cho cac

lo~i ban sao do co quan, don vi thvc hi~n va chii viSt t~t ten lo~i ban sao theo
Bang chfr viSt t~t ten lo~i van ban va ban sao kern theo Thong tu nay (Ph\!l\lc I).
S6 duQ'c ghi b&ng chfr s6 A-r~p, b~t dAu til s6 01 vao ngay 01 thang 01 va kSt
thuc vao ngay 31 thang 12 hang nam.

4. Cac thanh phk thS thuc khac clla ban sao van ban g6m dia danh va
ngay, thang, nam sao; quySn h~n, chuc V\!,cApb~c, hQ ten va chii kYClla nguai
co thAm quySn; dAuCllaco quan, don vi sao van ban va noi nh~n duQ'cthvc hi~n
theo huang dan t~i DiSu 9, DiSu 12, DiSu 13 va DiSu 14 CllaThong tu nay.

J)i~u 17.Ky thuit trinh bay

1. Vi tri trinh bay cac thanh phAnthS thuc ban sao (tren trang giAykh6 A4)
14
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Thvc hi~n theo sO' d6 b6 trf cac thaOO phfin thS thuc bfm sao kern theo
Thong tu nay (Ph\ll\lc III).

a) Cac thanh phfin thS thuc bfm sao dugc triOObay tren cimg rnQt to' gidy,
ngay sau phfin cu6i cling cua van ban cfin sao, duai mQt duang ke net lien, keo
dai h~t chieu ngang cua vling triOObay van bfm.

b) Truang hgp phfin cu6i van ban khong du dS triOObay thS thuc ban sao
thi co thS chuySn sang m~t sau cua van ban cfin sao.

2. Ky thu~t triOObay ban sao

a) C\lrn ill "SAO Y BAN CHlNH", "OOCH SAO" ho~c "SAO Ll)C" dugc
trinh bay t?i 0 s8 1 (ph\lI\lC III) bfutg chfr in hoa, cO'chfr 14, kiSu chfr dUng, d~.

b) Ten cO'quan, dan vi sao van ban (t~i 0 s8 2); s8, ky hi~u ban sao (~i 0 s8
3); dia danh va ngay, thang, narn sao (t~i 0 s6 4); chuc V\l, hQ ten va chfr kY cua
nguO'i co thfrrn quyen (t~i 0 s8 5a, 5b va 5c); ddu cua cO'quan, dan vi sao van
ban (t~i 0 s6 6); nm nh~n (t~i 0 s6 7) dugc triOObay theo huang dful triOObay
cac thanh phfin thS thuc t~i Ph\ll\lc III.

Mdu chfr va chi ti~t triOObay cac thanh phfin thS thuc ban sao dugc rniOO
hQa t~i Ph\ll\lc IV; mdu triOObay ban sao dugc rniOOhQa t~i Ph\ll\lc V kern theo
Thong tu nay.

Chuang IV
TO CHUC THUC HIEN. .

f)i~u 18. f)i~u khoan thi hanh

1.Thong tu nay co hi~u Ivc sau 45 ngay kS ill ngay kY.

2. Thong tu nay thay th~ Chuang IT, ChuO'IlgIII Quy djnh ban hanh va quan Iy
van ban hanh chinh ban hanh kern theo Quy~t djnh s6 206/2005/QI)-BQP ngay 20
thang 12nam 2005 cua BQwOng BQQu8c phong.

f)i~u 19.TB chuc thl}'chi~n

1. Chi huy cac cO'quan, dan vi trong QUID dQi chiu trach nhi~rn t6 chuc
triSn khai thvc hi~n Thong tu nay.

2. Van phong BQ Qu6c phong co trach OOi~mhuang dful, kiSrn tra vi~c
th\fc hi~n Thong tu nay#v
Noinhpn:
- Cac co quan, don vi tf\fC thuQc BQP;
- V\l Phap ch8!BQP;
- LtrU: VT, BMLT; H80.
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8ft Ten loai van ban himh chinh Chfr vi~t tit
1 QuySt djOO QD
2 Chi thj CT
3 Quy che QC
4 Quy djOO QyD
5 Nghj quyet NQ
6 Thong cao TC
7 Thongbao TB
8 Hu6'ng d~n HD
9 Chuong trinh CTr10 KShol;lch KH11 Phuong an PA12 De an DA13 D\f an DA14 Bao cao BC15 Bien ban BB16 TO'triOO TTr17 Hgp d6ng HD18 Cong van
19 Cong di~n CD20 Ban ghi 006' GN21 Ban cam kSt CK22 Ban thoa thu~n TTh23 Giay chUngOO~n CN24 Gi~y uy quyen UQ25 Gi~y mO'i GM26 Giay gi6'i thi~u GT27 Gi~y nghi phep NP28 Giay di duang DD29 Gi~y bien OOanh6 SCI BN30 PhiSu giri PG31 PhiSu chuyen PC32 Thucong

Ban sao van ban
1 Ban sao y ban chinh 8Y2 Ban trich sao TS3 Ban sao h}c SL



--

25 mm
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I I I 4 I3
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I I9a I
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35mm 6
15mm
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I
7a

I9b

13 I CD 7c
I0

I 7b I

20 mm



Ghi chit:

" .

" I..Oso

1

2

3

4

5a

5b

6

7a, 7b, 7c

8

9a,9b

lOa
lOb
11

12

13

14

15

Th~.~hl?hft~ th~ thrrc van ban

Qu6c hi~u, tieu ngfr

Ten cO'quan, dan vi ban hanh van ban

S6, kYhi~u clla van ban

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

Ten lo~i va tfich y@unQi dung van ban

Trich y@unQi dung c6ng van

NQi dung van ban

Qu~Sn h~n, chilc Vl,l, h9 ten va chfr kYCllanguai co th~m
quyen

D~u CllacO'quan, dan vi

NO'inh~n

D~u chi milc dQm~t

D~u chi milc dQkh~n

D~u thu h6i va chi dan vS ph~m vi luu hanh

Chi dan vS dlJ thao van ban

Ky hi~u nguai danh may va 86 IUQ'Ilgban phat hanh
Vi tri dS dlJ ki@ndQm~t Cllavan ban

Vi tri trinh bay "Ban 86: " clla van ban

2
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25 mm
,

~ 35mm 15mm •.., - PHAN eVOI eONG eVA v AN BAN SAO

I (1) I

I I 2 I3

I 5 I
4 I

I 6a I

D a 6c I
I 6b I

20 mm

Ghi ehu: * TruOng hgp phful cu5i cua van ban sao dii h~t gi~y tW trinh bay th~ thuc ban sao
sang mf,itsau trang cu6i cling cua van ban sao.

" ~Oso
1
2
3
4
5

6a,6b,6c
7
8

Thanh phin th~ thuc ban sao
DuOng phan cach giita van ban sao va th~ thuc ban sao
Hinh thuc sao: "Sao y ban chinh", "Trich sao" hof,ic"Sao l\lc"
Ten co quan, dan vi sao van ban
S5, ky hi~u ban sao
Bia danh va ngay, thang, nam. sao
Chuc V\l, hQten va chit ky cua nguai co thfun quy~n
D~u Clla co quan, dan vi
Nainh~
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MAu CHU vA CHI TIET ~RiNH H~ ",/ JI~~r~~~5~;ANBAN vA THE TJlUC BAN SAO
(Kern thea Thong ttl s61.t/2012/~r-~ '~1if.i~g~Y.,,1fJ;II1(Jjifeua B(j trtlirng B(j Quoe phong)
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Thanh phan the thrrc va chI L . h - CO' Kih -"',/:/:' ..

ti~t trinh bay O~ll c U' chii' en -If,:;;c :>.' Phong chfr Times New Roman

~

12
14

14
14

13

13

13
13

CO-
chii'

CHiTHI
V~con!!tac sin sim~chi~ndau

BO Quae PHONG I 13

BQ TU L~NH THONG TIN LIE-N--L-~-C..~~:==-~~3

CQNG HOA xA HQI cHiJ NGIDA VI~T NAM
.. DQc l.~p- T1f do - H~nh phuc

s6: 155/QD-BQP; s6: 128/BTL-VP
Ha N(ji, ngay 05 thang 7 narn 2012

Thanh ph6 H6 Chi Minh, ngay 15 thang 6 narn 2012

---
VIv nang b~c luong nam 2012

Tr<?!!gcong tacchi d~o...

DUng

DUng

Nghieng

DUng, d~m

DUng, d~m
DUng, d~m

14
14

13

13

13

1-----

Inhoa

In hoa-1- ..._-
In thuOng

3

4

5

S8
TT
1 I Qu6c hi~u, tieu ngfr

-._-_-~._i_~_:c_:_:fr_~u ,_-.'~.~_'-_-'--~-=-==In=I~-il-~_~_';_-g_[l-~~_I_:_-:_-~"'"-"':'-:_~=::=~

- Dong ke ben du6i
-------.--.-.-~ ....~-~ ..-t--- ..---t----,

2 I Ten cO'quan, dan vi
- T€n cO'quan, dan vi ~ftP'tren-"['-I--h"
tn.rc ti~p n oa
- Ten cO'quan, dan vi
- Dong ke ben du6i
86, kY hi~u van bim In thuOng
Dia danh va ngay, thang, nam I th' I 13
b h'nh ~ b' n uangan a van an
Ten lo~i va trich y~u nQi dung _.

a I Van ban co ten lo~i
- Ten lo~i van ban
- Trich YSunQi dung
- Dong ke ben dum

b1¥~~~;ru-n-Q-idung ~_- ~-._'-=.1};; thuimg _~ Dimg
_6_l N?i d~ van bim ,,_,_.--IiI! thu~~L-.!.:!._ DUng

Gom phan, chuang, mvc, dieu,
a I khoan, di6m, ti~t, ti6u ti~t

.__ _-------_ _ .1._ .._---
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In thuOng ~ 14 DUng, d~m Phan I

In hoa' "13 DUng, d~m z !iNH HiNH THVC HI~N ..•
In hoa 13 DUng, d~m I. IQ3:TQUAD~T Dl[gC

In hoa 13 _.DUng, d~ KT. TlfL~NH TM. HQI DONG
In hoa 13 DUng, d~m PH6TlfL~NH CHUTICH

In thuOn~. 14 DUng, d~m f)ai ta BiIi Van A Trin Van B
_ ...

In thuOng I 14 I DUng

14-13-13 ,
~
~............. 114

-14-14-14
-14
-

-13-13-14-
-

~I
.

2 '.

14

13
14
13
14
14
14
14
14

1. Cong tac van thlf
1. Cong tac so~ thao va ban hanh van ban dfi ...--,..._.... ... -,
a) B?i v6i ....
- Phan li~t kS ...
+ Cac cO'quan, dan vi ...

+

In thuOng 14. DUng, d~m
In thl!Ong 14_... DUng
In thuOng 14 DUn~

DUng
.t..---- ...

DUng

-Til "phfuI","chuong" vA so thil I ""th' ._...."14 D' d" Ph" I ""J Ch ill
tu. h~ h n U<YIlg ung, am an lf011g.~p~cuong _.
- Tieu d~cua p~, chuong In hoa 13 DUng, d~m QUYDINH CHUNG CONG TAc LUU TRU
- Til "m\lc" va s6 thil t\l In thuOng 14 DUn~, d~m My.c 3
- Tieu d~ cua ml)c In hoa 13 DUng, d~m CH:lNHLY TAl LI~U
- Di~u In thuOng 14.... DUng, d~m f)i~u 2. Giiii thich tir ngfr
- Khoim In thuOng 14 DUng 1. Van bim hanh chinh la ...
- Di€m . In thuOng 14'" DUng - a) Bill vm ... ....
- Ti~t - . In thuOng 14 DUng .."... _.
- Ti6u ti~t ... _.- In thuO;;:g 14 DUng

"-,,,--- ., _...... .... .....

b I ':l?m .~h~l m\lc, khmin, diem,
tIet, tIeu tIet
- Til "phful" va s6 thil tg
- Tieu 'd~ cua phful
- s6 thil tg va tieu d~ cua m\lC
- Khoan:
TruOng hQ'Pco tieu d~
TruOng hQ'Pkhong co tieu d~
- Di€~'" ..
- Ti~t --
- Ti€u ti~t

7 I Chilc Vl),hQten ngum kY
- Quy~n h~n ngu~i kY

I---''f--~---.--
._-:Chilc Vl)n~ai kY
- HQten cua nguai kY

8 I-Noi nh~n
Til "kinh gfri" va ten co quan,

a I d .<YIlVl
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- Gui rnQtnO'i _.___________._.______ ._____J~!~-&.ui: BQ tu J~nh Quan khu 2_~_ ..__. 14

. -
Kinh gui:

- Gui nhi~u nm - Van phong BQ Qu6c phong;
14

- C\lC Tai ehinh;

-- - C\lC KS ho~ch va f)~u tu.

b Til "nO'inh~" va ten cO'quan,
dan vi-- -

- Til "nO'inh~n" In thuOng 12 Nghieng, NO'i nh~n: NO'i nh~n:(d6i vm cong van) 12d~rn_. ----- -
- Clic 00 quaD,don vi trvc - Nhutren;- Ten cO' quan, dan vi nh~ In thuOng 11 Dung tllUQc B9 Qu& phOng; - 11van ban, ban sao ........,- ........, - Luu: VT, BMLT; H05.- Luu: VT, BMLT; H80.

9 DAuchi rnuc dQkhAn Inhoa 14 DUng, d~rn HOATOC 1 r THUQNG KHAN I I KHAN I 14

10 Chi d~n v~ ph~rn vi lUllhanh In thuOng 14 DUng, d~ XEM XONG TRA.L~ I I LUiJ lIANH NQI BQ I 14
--_.

r DVTHAO I I DVTHA06111 Chi d~ v~ d\f thao van ban In hoa 14 BUng, d~rn 14_. -- -- 1----------- 1---

12 sb van ban Tuy~t rn~t InthuOng 14 DUng B? :.. 14an so: .......
._- ----

13 Phu luc van ban
1-- .,---- _ .._--- --- ------ - -- ----

- Til "ph\l I\lC" va so thu tv In thuOng 14 BUng, d~rn Phyl1]c I 14
cua J?h\ll\lc
- Tieu d~ cua ph\ll\lc Inhoa 13 DUng, d~rn BANG CHUVIET TAT 13-_.

14 sb trang In thuOng 13 BUng 2, 7, 13 13
1----- . _ ..

SAO Y BAN cHiNH TRiCHSAO15 Hinh thuc sao In hoa 13 DUng, d~rn SAOLVC 13
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05. Mfiu KS ho~ch (co phe duy~t cua c~p tren)

06. Mfiu Tatrinh

07. Mfiu Bao cao

08. Mfiu Cong van

09. Mfiu Nghj quySt cua H9i d6ng qmin trj

10. Mfiu Cong di~n

11. Mfiu Gi~y ffiai

12. Mfiu Gi~y gi6i thi~u

13. Mfiu PhiSu trinh van bim dSn

14. Mfiu PhiSu chuy@nvan bim dSn

15. Mfiu PhiSu giai quySt van ban dSn (d6i v6i v~n dS don gian)

16. Mfiu PhiSu trinh giai quySt cong vi~c (d6i v6i v~ dS phuc t~p)

17. Mfiu Gifiy bien nh~n h6 sO'

18. Mfiu Bien ban (dung trong cu9c h<;>p,h9i nghj, h9i thao)

19. Gi~y ChUng nh~n (chUng nh~n thai gian cong tac ho~c s\f vi~c)

20. Mfiu Gi~y cong tac

21. Mfiu Gi~y nghi phep

22. Mfiu PhiSu gui

II.MAu TRiNH BAy BAN SAO

23. Mfiu sao van ban
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M~u s6 01. Quy~t dinh (quy dinh tl1!c ti~p)

BO Quae PHONG(1) .
BO TU LENH THONG TIN. "LIENL~C (2)

86: (3) /QD-BTL(4)

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc l~p - Tl}" do - H~nh phuc

Ha NQi(5), ngay ..... thang ..... nam 20 ...

QUYETDJNH
V~ vi~c (6) ......•..•..........

TU L~NH BINH CHUNG(7)
Can cu (8) ;
Can cu (9) ;
X6t dS nghi cua ,

QUYET DINH:

Di~u1 (10) .
...........................................................................................................................
D')..leu •.•......................................................................................................

........................................................................................................................... ./.

TUL~NH(ll)
Nui nh/in:
- Nhu Di€u ... ;
........,

- Luu: VT, ... (12); H40.

(13)

(Chu leY, ddu)

Thi~u tmyng Nguy~n Van A
Ghi chit:
(1) Ten C(Jquan, dcrn vi chu quan trgc tiSp (trir van ban cua BQ Qu6c phong, ~p doan kiOOtS, cac t6ng
cong ty, cong ty khong co cong ty m~).
(2) Ten C(Jquan, dcrn vi ban haOOquySt dinh.
(3) s6 van ban (c(J quan, dcrnvi ban haOOtren 2000 VB/nam thi lfiy s6 rieng theo ten lo~i van ban).
(4) Chii' viSt tAt ten C(J quan, dcrn vi ban haOOquySt diOO.
(5) Dia danh (dcrn vi chiSn dfiu, sfu1sang chiSn dfiu, cac doanh nghi~p ghi ten tinh, thanh ph6 trgc thuQc
Trung ucrng).
(6) Trich ySu nQi dung quySt diOO.
(7) NSu thfun quy€n ban haOOquySt djnh thuQc v€ chi huy cO'quan, dcrnvi thi ghi chuc V\l cua chi huy (vi
d1,1:Tu I~OOquan doan, T6ng Gilim d6c, Chi huy truOng, CM OOi~mt6ng C1,1C;nSu thfun quy€n ban hanh
quySt djnh thuQc v€ t?p thS thi ghi ten ~p thS do (vi d1,1:HQi d6ng quan OOan,HQi d6ng quan trj, ...).
(8) Neu cac din Cll'trgc tiSp dS ban haOOquySt diOO(van ban thanh I~p, quy diOOchuc nang, nhi~m
V1,1,quySn h~n cua C(J quan, dcrn vi).
(9) Cac van ban phap Iy lien quan tnrc tiSp dSn vfin d€ giai quySt trong nQi dung quySt dinh.
(10) NQi dung quySt diOO.
(11) Chuc V\l nguCrikYOOu:Tu I~OO,C1,1CtruOng, Giam d6c, Vi~n truOng v.v ... ; truang h9P cfip pho duqc
giao kY thay thi ghi chfr viSt cit "KT." vao truac chuc V\l dp truOng, ben dum ghi chuc V\l cua nguai kY
van ban; truang h9P kY thay m~t ~p thS thi ghi chfr viSt cit "TM." vao truac ten t?p thS (vi d1,1:TM. HQi
d6ng ... ).
(12) Chfr viSt tAt ten dcrn vi so~n thao, ten nguai daOOmay (so~n thao) va s6 luqng ban phat hanh.
(13) Vi tri dl,l'kiSn dQm~t cua van ban (nSu co).
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Mfiu s6 02. QuySt dinh (quy dinh gian tiSp) (*)

B<) Quae PHONG(1)
BQ TIT L~NH QUAN KHU 3(2)

86: (3) /QD-BTL(4)

CQNG HOA xA HQI CHiT NGHIA VI~T NAM
DQc l~p - T\f do - H~nh phuc

Hid Phong(5), ngay ..... thang ..... nam 20 ...

QUYETDINH
Ban baRh (Phe duy~t) ••...................•. (6) .

TU L~NH QUAN KHU(7)

Can cu (8) ;
Can cu (9) ;
Xet dS nghi cua .

QUYETDINH:

Di~u 1. Ban hanh (PhS duy~t) kern theo QuySt dinh nay (10) .

Di~u . .
........................................................................................................................... ./.

TU L~NH( 11)
Noi nlt~n,:
- Nhu Dieu ... ;
........,

- Luu: VT, .... (12); RIO.

(13)

(Chit kj, ddu)

Trung trro-ngNguy~n Van B

Glti eltu:
(*) Mftu mly ap d\ll1g d6i v6'i cac quy€t dinh ban hanh hay phS duy~t rnQt van ban khac nhu
quy ch€, quy dinh, nQi quy, chuong trinh, k€ hOI;lCh,dS an, phuong an, ...

3
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M~u 86 03. Van bim ban hanh kern theo quySt dinh (gian tiSp) (*)

BO Quae PRONG
BQ TUL~NH QUAN KHU 3

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc l~p - TV do - H~nh phuc

QUYDJNH
V~ Chrrc nang, nhi~m vI} clla Van phong BQ ttr I~nh Quan khu
(Ban himh kern theo Quyit ainh s6 .../QD-BTL ngay ... thang ... narn 20 ...

ella Tu l?nh Quem khu 3)

ChtrO'ng I
QUY DJNH CHUNG

Di ~u 1............................................... .. .

Di~u 2 .
.................................................................. ,

ChtrO'ng II
•..•....••.•.....•................•..•....•..

Di~u .
.................................................................. ,

ChtrO'ng ...

D.Aleu .................................................................... ,
D.Aleu .

.................................................................. ,

TUL~NH

(Chit kj, ddu)

Trung tmyng Nguy~n Van B

Glti eltu:

(*) Mfiu mly ap d\lllg d6i v6i cac van ban duQ'c ban hanh kern thea quy~t dinh gian ti~p, b6
Cl,lCco th~ baa g6rn chuang, rnl,lc,di~u, khaan, di~rn.

4



r
I

" ,

Mftu s6 04. Chi thi va cac van him co ten lo~i khac (*)

B(> Quac PHONG(1)
BQ TU L~NH CONG BINH(2)

S5: (3) /CT-BTL(4)

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
Bl}cl~p - TV do - H~nh phuc

Ha NQi(5), ngay ..... thimg ..... niim 20 ...

, CHi TH! (6)
Ve vi~c .•... (7) .

........................................................ (8) .

................................................................ ./.
NO'i nhpn:
............ ,
............... ,

- LUll: VT, .... (10); H30.(1l)
(12)

TUL~NH(9)

(Chii leY, ddu)

Thi~u tmyng BiIi Van T

Ghi ehu:
* M~u nay ap d\lIlg chung cho van ban hanh chinh co ten lo~i C\l thS nhu: chi tm, to' trinh,
thong bao, huang dk, chuang trinh, kS ho~ch, d~ an, d\I an, bao cao, v.v ... Rieng d8i vm to'
trinh co them thanh phful "Kinh giri" trinh bay a dum ten lo~i va trich ySu nQi dung van ban
(vi tri trinh bay t~i 0 s8 9a, Ph\l h)c II).
(1), (2), (3), (4), (5) nhu M~u s8 01, Ph\ll\lc V.
(6) Ten lo~i van ban: chi thi, to'trinh, thong bao, huang dk, chuang trinh, kS ho~ch, d~ an,
phuang an, d\I an, bao cao .v.v ...
(7) Trich ySu nQi dung van ban.
(8) NQi dung van ban.
(9) Quy~n h~, chilc V\l cua ngum ky nhu: Tu l~nh, Su doan truang, Trung doan truang, C\lC
truang, Gicim d8c, Vi~n truang, V.V ••. ; truang hgp ky thay thi ghi chfr viSt t~t "KT." vao truac
chilc V\l dp truang; truang hgp ky thay m~t t~p thS thi ghi chfr viSt t~t "TM." vao truac ten
t~p thS (vi d\l: TM. hQi d6ng); ben dum ghi chilc V\lcua ngum kyvan ban.
(10) Chfr viSt t~t ten dan vi so~ thao.
(11) Chfr viSt t~t ten nguO'i danh may (so~ thao) va s8luQ11gban phat hanh.
(12) Vi tri d\I kiSn dQm~t cua van ban (nSu co).
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M~u 8605. KS ho~eh (co phS duy~t eua e~p trSn)

BO TULBNH QuAN KHU 3(1)
BO cHi HUY QUAN SU
TiNH HAl DUONG(2)'

85: (3) /KH-BCH(4)

CONG HoA xA HOI cHiJ NGHiA VIET NAM. . .
DQcl~p -Til do - H~nh phuc

Hid Duang(5), ngay thang nam 20...

*PHEDUY~T
Ngay thang nam 20...

TU L~NH QUAN KHU(7)
(Chit 10/, con dtiu)

Trung tll6ng Nguy~nVan B

KEHOACH.
..... ... .. ... ... ... ... . (6) .

I. MVC DicH, YEU cA U: .
..........................................................................................................................................

II. NQI DUNG: .
..........................................................................................................................................

III. THANH PHAN: .
..........................................................................................................................................

IV. THOI GIAN: .
..........................................................................................................................................

V. CONG TAc BAo DAM .
.........................................................................................................................................

(Chit 10/, con dtiu)- Luu: VT, (9) ...; H20.(10)
(11)

- ,
NO'i nh~n:

VI. TO CHUC THVC HI~N: .
.......................................................................................................................... ./.

CHi HUY TRUONG(8)

f)~i ta Bui Cong T

Ghi ehu:
* Nguyen t~c phe duy~t k~ hOI;lCh:C~p tren phe duy~t k~ hOI;lChclla co quan, dan vi c~p du6i
(1), (2), (3), (4), (5), (6) nhu Mdu s5 01, Ph\ll\lc V.
(7) Quy~n h<;Ul,chuc V\lnguOi phe duy~t k~ hOl;lch.
(8) Quy~n h<;Ul,chuc V\l cua nguOi ky k~ hOl;lch;trubng hQ'Pky thay ghi chii' vi~t t~t "KT."vao
tru6e ehuc V\l dp tru6ng; trubng hQ'Pthay m~t t?P thB ghi ehii' vi~t t~t "TM." vao tru6e ten
t?P thB (vi d\l: TM. h9i d6ng); ben du6i ghi ehue V\lCllanguOi ky k~ hOI;lCh.
(9) Chii' vi~t t~t ten dan vi sO<;Ulthao.
(10) Chii' vi~t t~t ten nguai danh may (SO<;Ulthao) va s5 IUQTIgban phat hanh.
(11) Vi tri d\I ki~n d9 m?t ella k~ hOl;lch(n~u c6).
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Mfru s6 06. TO'trinh

BO TULBNH HOA HQC(l)
VAN PHONG(2)

86: (3) /TTr-VP(4)

CQNG HoA xA HQI CHU NGHiA VItT NAM
DQc l~p - Tn"do - H\lnh phuc

Ha NQi(5), ngay ..... thang ..... nam 20...

TO TRINH
V~ vi~c (6) .

Kinh gui: Thil truang (7)

Ly do trinh (8)

NQi dung trinh

KiSnnghi

NoinhQn:
- Nhutren;
- LUll: VT, (10)...; H30.(II)
(12)

Ghi ehu:

CHANH VAN PHONG(9)

(Chit 10/, con ddu)

(1), (2), (3), (4), (5), (6) nhu M~u s6 01, Ph\ll\lc V.
(7) Co quan, don vi ho?c ngum c6 thfun quy~n giai quy€t (vi tri trinh bay 4ri 0 s6 9a, Ph\ll\lc II).
(8) Ly do, nQi dung, vfut d~ d€ xu~t va ki€n nghi (neu c6); tnrang hQP triOOnhfmg vfut d€
phuc 4lp thi chia thanh cac m\lc nhu: I. S\l' cAn thiet; II. Quan di~m chi dl;lO;III. Phl;lffivi, d6i
tuQ'llg; IV. Qua triOOnghien CUll;V. Noi dung; VI. Giai triOOy ki€n cua cac co quan, don vi
lien quan.
(9) Quy€n hl;lll,chuc V\lCllangum ky ban hanh to trinh; tnrang hQP c~p ph6 ky thay dp tnrOng
ghi chii' vi€t cit "KT." vao tnrac chuc V\l cAptnr6ng; tnrang hQPky thay m?t ~p th~ thi ghi chii'
vi€t t~t "TM." vao tmac ten ~p th~ (vi d\l: TM. hQid6ng); ben dum ghi chuc V\lCllangum ky to
trinh.
(l0) Chii' viet cit ten don vi sOl;lllthao.
(11) Chu viet t~t ten ngum danh may (SOl;lllthao) va s61uQTIgban phat hanh.
(12) Vi tri d\l' kien dQm~t cua to triOO(neu c6).
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M~u s6 07. Bao cao

BO TI1L$NH QuAN KHU 5(1)
BAN CHi D~O PHONG,
CHONG THAM NHUNG(2)

86: (3) /BC-BCD(4)

CQNG HoA xA HQI CHU NGHiA VI~T NAM
Dqc I,p - Tlf do - H~nh phuc

Da N8ng(5), ngay ... thang ... nam 20...

" .

BAocAo
........................ (6) .

(Phful nQi dung bao cao )(7)

Noi nh{in:
.......................,
- LUll: VT, (10) ...; R03.(11)
(12)

TRUONG BAN(8)

(Chit 10/,con ddu)

PHO TU L~NH(9)
Thi~u tu6'ng Nguy~n Cong D

Ghi ehu:
(1), (2), (3), (4), (5), (6) nhu M~u s5 01, Ph\ll\lc V.
(7) NQi dung bao cao (my theo nQi dung co th~ chia thanh phfuI, m\lc, khofm, di~m).
(8) Quy~n h~, chuc V\lella nguCriky bao cao (theo chue V\leua Ban lfun thai); truang hgp ky
thay ghi chfr viSt t~t "KT." vao truae chuc V\l d.p truang; tTuang hgp ky thay m~t t~p th~ thi
ghi chfr viSt t~t "TM." vao truac ten t6 chue Iron thCri(vi d\l: TM. hQi d6ng); ben dum ghi
chuc V\llfun thai eua nguai ky.
(9) Chuc V\lduQ'c b6 nhi~m cua nguCriky bao cao.
(10) Chfr vi~t ~t ten dan vi so~ thao.
(11) Chfr vi~t t~t ten nguCridanh may (so~ thao) va s6 lugng ban phat hanh.
(12) Vi tri d\I ki6n dQm~t cua bao cao (nSu eo).
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M~u 8608. Cong van

BO TTJL$NH CONG BINH (1) CQNG HOA xA HQI cHiT NGHiA VI~T NAM
VAN PHONG (2) DQc l~p - Tl! do - H~nh phuc

S6: (3) NP(4)-BM(5)

V/v kh~e con d~u eho Lfr doan 239 (7)

Ha NQi(6), ngay .... thang ..... niim 20 ...

Kfnh gui:
- C\lCQuan h,rc/BTTM;
- Van phong BQQu6c phong.(8)

................................................................ (9) .

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

................................................................ ./.

Noinhlj.n:
- Nhu tren;
............... ,
- Luu: VT, .... (11); Q04. (12)
(13)

CHANH VAN PHONG(lO)

(Chic leY,ddu)

D~i fa Nguy~n Van B

Ghichu:
(1), (2), (3), (6) nhu Mfru s6 01, Ph\ll\le V.
(4) Chfr vi€t t~t ten co quan, dan vi ban hanh eong van.
(5) Chfr vi€t t~t ten dan vi (V\l, phong, ban, t6, b<)ph~ eh(ce nang) so~n thao ho~e trinh ban
hanh eong van.
(7) Trieh y€u n<)idung eong van.
(8) N€u chi gfri eho m<)tco quan thi sau ehfr "Kinh gui:" la co quan nh~n (khong co d~u g~ch
ngang, sau co quan nh~ la d~u eh~ ".".
(9) N<)idung eong van.
(10) Quy~n h~, eh(ce V\l eua ngum ky nhu: Tu l~nh, Chanh Van phong, Su doan truOng,
Trung doan truOng, C\le truOng, Giam d6e, Vi~n truOng, V.v... ; tru<'>nghgp ky thay thi ghi
ehfr vi€t t~t "KT."vao truae eh(ce V\l dp truOng; tru<'>nghgp ky thay m~t t~p th~ thi ghi ehfr
vi€t t~t "TM." truae ten t~p th~ (vi d\l: TM. H<)id6ng); ben dum ghi ch(ce Y\l eua ngum ky
cong van.
(11) Chfr vi€t t~t ten dan vi so~ thao.
(12) Chfr vi€t t~t ten ngum danh may (so~ thao) va s61ugng ban phat hanh.
(13) Vi tri d\I ki€n d<)m~t eua eong van (n€u co).
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Mau s6 09. Nghi quySt eua HQi d6ng qmln tri

(1)
HQI DONG QUAN TR!

CONG TY ..... (2)

S6: (3) /NQ-HDQT(4)

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc l~p - TV do - H~nh phuc

Ha N9i(5), ngay ..... thlmg ..... nam 20 ...

NGHIQUYET
....................... (6) .

HQI DONG QuAN TRJ TONG CONG TY (7)

Can ell ;

C~ ,an cu ;

QUYETNGHI:

Di~u 1 (8) .

Di~u . .

........................................................................................................................... ./.

Noi nhtin:
- Nhu D'iSu ... ;
........,

- LUll: VT, . (10) ..; TIS. (11)
(12)

TM.~QIDONG
CHUTJCH(9)

(Chit kj, ddu)

D~i hi Nguy~n Van T

Glti cllU:
(1) Ten T6ng cong ty ho~c cong ty my (n~u co).
(2) Ten HQi d6ng quan tri ban himh nghi quy~t.
(3) S6 nghi quy~t.
(4) Chii' vi~t tAt ten nghi quy~t va vi~t tAt ten cO'quan ban hanh nghi quy~t.
(5) Dia danh.
(6) Trich y~u nQi dung nghi quy~t.
(7) Ten HQi d6ng quan tri cua cong ty ho~c t6ng cong ty ban hanh nghi quy~t.
(8) NQi dung nghi quy~t.
(9) Chuc V\l cua ngm'ri kY, tcuemg hqp Pho CM tich kYthay thi ghi chuc VI) ngm'ri ky Ia PM CM tich.
(10) Chii' vi~t tAt ten dan vi so~n thao van ban.
(11) Chii' vi~t tAt ten ngm'ri danh may (so~n thao) va s6IuQ11gban phat hanh.
(12) Vi tri dl)' ki~n dQm?t cua van ban (n~u co).

10



Mftu s6 10. C6ng di~n

B<)Quac PHONG (1)
BQ TU L~NH QUAN KHU 4(2)

86: (3) ICD-BTL(4)

J)

CONG HOA xA HOI CHiT NGHiA VIET NAM. . .
Bi}cl~p - T,! do - H~nh phiic

Ngh? An(5), ngay ... thang ... nam 20 ...

CONGDIEN
V~ vi~c phong chAng ll}t, bao (6)

B9 tu l~nh Quan khu di~n gui(7):
- B9 chi huy quan SlJ tinh Thanh Rna;
- B9 chi huy quan SlJ tinh Ngh~ An.(8)

..................................................... (9) .
..............................................................................................................................

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

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

........................................................ .
................................................................ ./.

NO'i nhljn:
- Nhu tren;
............... ,
- Luu: VT, .. (10) ..; P05.(11)
(12)

KT. TULENH
PH6TUL~NH

(Chft IcY,ddu)

Thi~u tuO'ng Nguy~n Van A

Ghi ehu:
(1), (2), (3), (4), (5), (6) nhu M~u s6 01, Ph\ll\lc V.
(7) Ten ca quan, dan vi giri di~n.
(8) Ten ca quan, dan vi nh~ di~n.
(9) N9i dung di~n.
(10) Chit vi~t ilit ten dan vi so<.rnthao.
(11) Chit vi~t ilit ten ngum danh may (so<.rnthao) va s61uQTIgban phat hanh.
(12) Vi tri dv ki~n d9 m~t (n~u co).
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Mftu s6 11. Gi~y rnai

BO TV LJ;NH BAC CONG (1)
VAN PHONG(2)

S6: (3) /GM-VP(4)

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
BQc l~p - TI}' do - H~nh phuc

Ha NQi(5), ngay ... thang ... nam 20 ...

GIAYMOI
.............. (6) .

..................................... (7) tran trQng kinh rnai:
Dang chi: (8) .
T6i d\l" (9) .
........................................................ .
Th" .0'1 g!an: . .
n' d' "-LIla lern .

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

................................................................. /.

Noi nh{in:
............ ,
............... ,
- Luu: VT, .. (10)..; BI5.(1l)

KT. cHANH VAN PHONG
PHOVANPHONG

(Chfi 10/,ddu)

ThuQ"ng ta Nguy~n Van D

Ghi chit:

(1), (2), (3), (4), (5), (6) nhu Mftu 85 01, Phl,l h)c V.
(7) Ten C(J quan, d@ vi moi

(8) Ten C(J quan, d@ vi ho~c hQva ten, chilc V\!, d@ vi cong tac cua nguOi duQ'cmoi

(9) Ten (nQi dung) cua cUQchQp, hQi thlio, hQi nghi, v.v ...

(10) Chii vi~t t~t ten d@ vi SO{lnthlio.

(11) Chii vi~t t~t ten ngu(yi danh may (so{ln thlio) va s61uQ11gban phat hanh.
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M~u s6 12. Giay giai thi~u *
B<) Quac PHONG(l) CQNG HOA xA HOI cHir NGHiA VI¥T NAM
CVC TAl CHiNH(2) DQcl,p - Tl}' do - H~nh phuc

M~u s6 13. PhiSu trinh van bim dSn *
BTL QuANKHU 5 CQNG HOA xA HQI cHir NGHiA VI¥T NAM
VAN PHONG DQcl,p - TV do - H~nh phuc

86: (3) /GGT-CTC(4) Hil NQi(5), ngay ..... thang ..... nam 20 ...

GIAY GIOI Tm~u

Hil NQi(5), ngay ..... thang ..... nam 20 ...

PRIEU TRiNH VAN BAN DEN
Kinh giri: .

.............................................................. trftn trQng gi6i thi~u:

D6ng chi: .

cAp b{ic: .

Chicc V\l: .

Don vi: .

DuQ'c cir d€n: .

Co nhi~m V\l: .

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

). h' ~ , "' d- ~ h'De ng I: het sue glUp (J dong e 1•••.••••••••••.•••••.••••••••

holm thanh nhi~m V\l.

GiAy nay eo gia tri d€n ngay thang nam 20 ...

Kinh giri: Thli tru6ng .

, Van phOng.B9 tu l~nh kinh trinh Thli tru6ng van ban s6; :: .
ngay ./ ./20 eua ve Vl~C: .

VB vAndBnay, Van phOng B9 tu l~nh xin dBxuAt nhu sau: .

Kinh trinh ThU tru6ng eho y ki€n: .
. ./.

~

Nhrjn dc,mg: CaD 1m ...
Ddu vit iJijc bi~t:...

CVCTRUONG

(Chu 10/, ddu)

D~i ta Nguy~n Van T

CHANHVANPHONG

(Chu 10/, ddu)

D~i ta Nguy~n Van T
Ghiehu:
* GiAy giai thi~u co thS in s~n tren gidy kh6 A5 (148 mm x 21Omm).
(1), (2), (4), (5) nhu Mftu s6 01, Ph\ll\lc V; (3) 86 gidy giai thi~u dang kY rieng.

Ghi ehu:
* Phi€u trinh van ban d€n (d6i vm nhfrng vAndBdon gian) co thS in s~ tren
gidy kh6 A5 (148 mm x 210mm).
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Mau s6 14. PhiSu chuyBn van ban dSn * Mau s6 15. PhiSu giai quySt van ban dSn *

BO Quae PRONG
CVCKINHTE

CQNG HOA xA HQI cHiJ NGHiA VIE:TNAM
DQcI,p - T,! do - H\lnh phuc

HiJNQi, ngay ..... thang ..... nam 20 ...

BTL QUAN KHU S
VANPHONG

CQNG HOA xA HQI cHiJ NGHiA ~T NAM
DQcI,p - T,! do - H\lnh phuc

HiJNQi, ngay ..... thang ..... nam 20 ...

PmEU CHUYEN VAN BAN DEN

Kinh gt'ri: Phong .

y ki~n: ( 1) .
...................................................................... ./.

CVCTRl10NG

(Chit leY, ddu)

Thi~u ttr6ng Nguy~n Van T

Ghichu:
* Phi~u ehuy€n van ban d~n eo th€ in s~n tren giAykh6 AS (148 mm x 210mm).
(1) Ghi Y ki~n eua nguOi phan van ban.

PmEUGUUQUYETVANBANDEN

Kinh gt'ri:PhOng .

y ki~n: (1) .
...................................................................... ./.

clIANH VAN PHONG

(Chit leY, ddu)

D\li fa Nguy~n Van T

Ghichu:
* Phi~u gifli quy~t van ban d~n (d6i vo; nhilng vAndS don gian) eo th€ in s~
tren giAykh6 AS (148 mm x 210mm).
(1) Ghi Y ki~n eua nguOi philn ph6i.
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Mdu s6 16. Phi@utrioo ghii quy@teong vi~e *

BO Quae PRONG
VAN-PHONG

YKIEN
Cua ngU'Oigiii quy~t

1. Tom t~t noi dung:

CQNG HoAxA HQICHiJ NGHiA vq:TNAM
DQcI~p - Tv do -14nh phuc

Ha NQi, ngay. .. (hang ... niim 20...

PHIEU TRINH GIAI QUYET CONG VI¥C

KiOOgui: Thu truOng .
- CO"qUaIl trioo: .
- Vc1nd8 triOO: .
- Cae van ban kern theo .
.......................................................................

3. Y ki@nd8 xuc1teua ean bo theo d5i
giili quy@teong viee

2. Y ki@neua eae eO"quan, dan vi lien
quan:

4. Y ki@neua ehi huy Phong .

5. Y ki8n eua Thu truOng Van phong

Ghi ehu:
* Mdu Phi~u trinh ghH quy~t cong vi~c dilng d~ giai quy~t nhfrng cong vi~c (van ban) phuc
tlilPc6 lien quan d~n nhi~u ccyquan, drm vi. Nhfrng vAn d~ dil th6ng nhAt 66 van ban kern
theo.!.
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M~u s6 17. Gi~ybien nh~ h6 sO'*

TONG Cl)C CHINE TRl
cvc cHiNH SACH

CQNG HOA xX HQI cHiT NGHiA VJ¥T NAM
DC)cl~p - Tl}' do - H,nh phuc

Hil NQi(5), ngay ..... thimg ..... nam 20 ...

GIA.VBIEN NIlAN
A •

Ho SO' •••••••••••••••••••••••••••••

He;> va ten: (6) .
Chue V\l, dOll vi eong tae: .
Dff ti8p nh~ h6 So' eua:
Ong (ba): (7) .
................................................................ bao g6m:
1 .
2. .. (8) .
3 .

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

.......................................................................................................................
~~

Noi nlt{in:
- .... (9) .... ;
- Luu: He, sa.

NGUm TIEP NHAN
Ky ten, dong ddu (ni~ co)
D,i ta Nguy~nVan T

GIti dzu:
* M~u nay co thS in s~n tren giAyA5 (l48mm x210mm).
(1), (2), (3), (4), (5) nhu M~u s6 01, Phl,lll,le V.
(6) HQ va ten, ehue Vl,lva dan vi eua nguO'i ti~p nh~ he, sa.
(7) HQ va ten, nai eong tae ho(le giAy to' tuy than eua nguO'i nQp he, sa.
(8) Li~t ke d~y du, el,lthS cae van ban, giAyto', tai li~u co trong he, sa.
(9) Ten nguO'i ho(le CO" quan giri he, sa.
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Mau sd 18. Bien bim *

BO Quac PHONG(1)
eve KEHo~eH vA BAu TIJ(2)

86: (3) /BB-CKHDT(4)

eONG HOA xA HOI cHiT NGHiA VIET NAM. . .
BQc l~p - TV do - Htlnh phtic

BIEN BAN
............ (5) .

Th'. . b':'t d"01 glan a au .
I:'\' d';:'LIla lem .

Thilnh IJhiin tham cl\l .

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

............................................................... .
Chu tfi (chu tQa): .

Thu kY (nguai ghi bien bim): .

NQi clung (theo cliSn biSn cUQchQIJ/hQinghj/hQi thao):

""""""""""""" .."""""""" ..""""""""""""",, ..,, ....."""" ..,, ..,,"""""" """"""""""""""" ...,,""""""""""""""""""""""""""""""""""""""""
..........................................................................................................................

CUQChQIJ (hQi nghi, hQi thao) kSt thuc vao ..... gia ..... , ngily .... thang .....
nam ./.

THUKY

(Chit 10/)

Noi nh{in:
.......... ,

- LUll: VT, h6 sa.

Ghichu:
(1), (2), (3), (4) nhu Mftu s6 01, Ph1,1l\lc V.
(5) Ten cUQc hQp (hQi nghj, hQi thao).
(6) Ghi chuc V\l duQ'c b6 nhi~m.

eHUTQA

(Chii 10/,ddu (n€u co))
(6)

Thi~u hr6'ng Bili Quang V
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Mftu sf, 19. Gi~y chUng nh~n

TONG evc HAD cAN(1)
eve eHiNH TR!(2)

S6: (3) /GCN-CCT(4)

CQNG HOA xA HQI eHiJ NGIDA VI~T NAM
DQc l~p - TV do - H~nh phuc

Ha N6i (5), ngay ..... thcmg ..... nam 20 ...

GIA.YCHirNG~
.............. (6) .

...... (7) chUng nh~:

....................................................... (8) .

............................................................... ./.

Noi nh~n:
............ ,
............... ,
- LUll: VT, .... (10); H03.(1l)

eve TRUONG(9)

(Chi1 leY,ddu)

Ghi ehu::
(1), (2), (3), (4), (5), (6) nhu Mftu s6 01, Ph\ll\lc V.
(7) Co quan, dan vi (ho~c nguai d~i di~n) chUngnMn.
(8) NQidung chUngnh~n: xac dinh C\lth~ nguai, SlJ vi~c, vAnd~ duQ'cchUngnh~.
(9) Quy~n h~, chile V\l eua nguOi ky nhu: Tu l~nh, C\le tru6ng, Su doan tru6ng, Trung doan
tru6ng, Giam d6e, Vi~n tru6ng, V.v... ; truOnghqp dp ph6 ky thay e~p tru6ng thi ghi ehfrviSt
t~t "KT." vao truae chile V\l dp tru6ng; truOng hqp ky thay m~t t~p th~ thi ghi ehfr viSt t~t
"TM." truae ten t~p th~ (vi d\l: TM. HQid6ng); ben duai ghi chile V\l eua nguOi kyo
(10) Chii'vi8t t~t ten dan vi so~n tMo.
(11) Chii'vi8t t~t ten nguai danh may (so~ntMo) va s6luQ'llgban phat hanh.
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M~u s6 20. Gicly cong tac

TONG Cl)C HAD cAN(1)
VAN PHONG(2)

sb: (3) /GCT-VP(4)

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQc I~p - TV do - H~nh phuc

Ha NQi(5), ngay ..... thimg ..... nam 20 ...

GIA.V CONG TA.C

CHA.NH VAN PHONG (6)

D6ng chi: (5) .
cAp b~c: Chtrc V\l: .
DuQ'c cit di: .
C6 mang theo: .
GiAy nay c6 gia trj h~t ngay: .

(Chfi kY, ddu)

D~i fa Bid Van H

CHUNG THVC LUC DI - DEN KE KHAI HANH TRINH
Kh6'i hanh ngay ......... thang ...... nam 20 .... DOl;lIlduang: .................................. Jan
D~n dan vi ngay ......... thang ....... nam 20 ... Phuang ti~n su d\ll1g: ...........................
D' kh" d ., h' ~ 20 :.. "d. " "1 01 an.Vl ngay ......... t aug ....... nam ... So ngay 1duang: ......................... ngay

(Ky, dong ddu) ;. "1 ' "So ngay uu tm: ............................. ngay
(Ky, dong ddu)

KlJ.6'ihanh ngay ......... thang ...... nam 20 .... DOl;lIlduang: .................................... Jan
Den dan vi ngay ......... thang ....... nam 20 ... Phuang ti~n su d\ll1g: .............................
Di kh6i dan vi ngay ......... thang ....... nam 20 ... S6 ngay di duang: ............................. ngay

(Ky, dong ddu) S6 ngay luu tru: ................................. ngay
(Ky, dong ddu)

Duyet thanh tmin
TAo t. "d:'" "ong so ngay 1 cong tac: ngay
Trong d6: + Luu trU: ngay

+ Di duang: ngay

Phan thanh tmin
S6 ngay di duang duQ'chuang:
............... ngay x d = d
S6 ngay lUll trU duQ'c huang:
............... ngay x d = d
Ti~n tau, xe (may bay): d
L~ phi khac (neu c6): d

CQng: d

NGU(JI DI CONG TA.C

(Chfi kY)

TAICHiNH

(Chfi kY)

CHA.NH VAN PHONG

(Chfi kY, dong ddu)

D\li fa Bid Van H
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M~u 21. Gifiy nghi phep

BQ TU LSNH QuAN KHU 5(1)
BO CHi HUY QUAN sV TiNH

NINH THU~N(2)

86: (3) /GNP-BCH(4)

CONG HOA xA HOI CHU NGHiA VIE:T NAM
Dl}c l~p - Tl}" do - H~nh phuc

Ninh Thu(jn(5), ngay ..... thang ..... nam 20 ...

GIA.Y NGHi PHEP

D6ng chi: .

cfip b~c: .

Chuc V\l: .

Dan vi: .
DUQ"cnghi phep tir gia ngay thang nam 20 .

DSn: .. gia ngay thang nam 20 .

T~i: .

xACNH~N ,
Cfta cO"quan ho~c chinh quyen dja

phU"O"Dgnol nghi phep

(Chu kf, ddu)

HQ va ten

CHi HUY TRUONG(6)

(Chit kj, ddu)

J)~i ta Nguy~n Van B

Ghi chit:
(1), (2), (4), (5) nhu Miu s6 01, Ph\! hlc V.
(3) s6 GiAy nghi phep duQ'c dang kY rieng.
(6) Quy€n h~, chuc V\l cua nguai ky nhu: Tu l~nh, C\lCtruang, Su doan truang, Chi huy
truang, Giam d6c, Vi~n truang, v.v... ; truang hgp dp ph6 ky thay dp truang thi ghi chfr viSt
t~t "KT." vao tru6c chuc V\ldp truang; truang hgp ky thay m~t t~p the thi ghi chfr viSt t~t
"TM." tru6c ten t~p the (vi d\l: TM. H<)id5ng); ben dum ghi chuc V\lcua ngum kyo
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Mfru s6 22. PhiSu gui

Ngay .... thang ... nam 20.. ! BO Qu6e PHONG
VANPHONG PHIEUGll Ngay ... thang nam 20...

s6: /PG-VP

PHIEUGll
S6: /PG- VP

Kinh gm: .

Kinh gtri.: .

,
Tong cQng: van ban

NGU01GUI

S6 S6 S6 S6 DQ DQIUQ'Ilg Trich
,

TT van to' m~t khAn yeu
bim ban

........ _ ..._-... .... ..._ .._ ...... __ .--_ ......_ ...__ .. .._.__ ...... --_ ............ -_ ............. _-- .-...._._ ........................ _ ........__ .......... _ ..._ ....... _ .......

........•_ ........... ......_ ......._ ..... ----_ ........_ .... ...._--_ .. ......._-_ ........... ......._ ................. _ .. ............._---_ ..._ ............ _ ...... .......... _ ..............

...........__ ..- ......._ ....._._ .... --..._ .....__ ... .............. _ ... ......._ ......... __ ... ._- ................... _- _ ........... _ ................... __ ...... __ ... .................. --.._ .....-

.- ........ _ .._ .. ....•.••.._-._.- ......... .._-_ .._- .._ ......._- ........__ ._- .... •...._-_ .._._.- -_ ....... _ ..._-_ ...... _.__ ....__ .-...._-_ ...__ ...__ ...

....- ....._ ..._- .. ...... ............ __ ... -_ .._-_._._ ...._- _._ ......._. _ ........__ ._. ........._--- ......... --_ ............. _--_ ....._- ..._.- .........__ ......._-_ ...

._......._--- .- .....__ .._- ...__ .._.- ._ ...__.- _ ....._- ......_._- ..... -----_ .._._-_ ...- ........__ ._-_ ..._.

S6
TT

S6
van
ban

S6 DQ DQ
IUQ'Ilg "t khan~
ban m~

Nh~ giO' phut, ngay .

NGU01N~N
(Ky, dong ddu)

C~p b~c, hQ ten

NGUOIGUI
(Ky, dong ddu)

C~p b~c, hQ ten

* f)~nghi tra ll;}iphi€u nay
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M~u s6 23. Sao van bim

pRAN evoI eVA v AN BAN SAO

BTL QUA.N KHU 3
VAN-PHONG

S6:...(1)..../Sy-VP

Nui nlz~n:
- Cac co quan, dan vi thuQc QK;
- LUll: VT, VP; H30.

SAO Y BAN CHINH

Hid Phong, ngay ... thimg ... nam 20..

CHANHVAN-PHONG

(kj, dong ddu)

D~i fa Nguy~n Van H
Glzi cluj:

* TruOng hqp phfuI cu6i cimg van ban sao dff hSt gi&ythi trinh bay thS thuc sao sang m~t sau
trang cu6i cimg cua van ban sao.

(1) S6 sao van ban dang ky rieng.
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VIETHOA
(Kern thea Thong tu s

cua

r-;"~,
0 ...' "w,~ ----I.......:u:.. c .

Q' 'I' ..•:},-l;~}.AT' ,
" '~~~~" HANH CHINH
-,..J)l ',i~ Qf? ngay-tb thang 7 narn 2012

~ ;to.""'l "
~ ••..~. I !U, c phimg). ", ..' ,

~ '" ," ;/7':'"
~

..._._~ /j
~ ..,,'.•~ ~..-:',..---..•--:;. ....c '" _ ,•••••.A:

I. VIET HOA VI PHEP Il~T CAU
1. ViSt hoa chii cai dau am tiSt thu nh~t cua mQt cau hoan chinh: Sau d~u

ch~m cau (.); sau d~u ch~m hoi (?); sau d~u ch~m than (!); sau d~u ch~m lUng
( .. ); sau d~u hai chAm (:); sau d~u hai ch~m trong ngo~c kep (: " ... ") va khi
xuong dong.

2. ViSt hoa chii c~Hdau am tiSt thu nh~t cua m~nh dS sau d~u ch~m ph~y (;)
va d~u ph~u (,) khi xu6ng dong. Vi d\l:

Can cu Lu~t LUll tm nam 2011;

Theo dS nghi cua BQ truemg BQQuBc phong,

II. VIET HOA DANH TU RIENG CHi TEN NGU<n

1. Ten nguai Vi~t Nam

a) Ten thong thuang: ViSt hoa chii mHdau t~t ca cac am tiSt cua danh til
rieng chi ten nguai. Vi d\l:

- Nguy@nAi Qu6c, Tran Phu, Giang A Pao, Ka Pa Ka Lang ...

b) Ten hi~u, ten gQinhan v~t lich sir: ViSt hoa chii cMdau t~t ca cac am tiSt.

Vi dw Vua Hung, Ba Tri~u, Gng Giong, Dinh Tien Hoang, Ly Thai T6,
Bac H6, C\l H6 ....

2. Ten nguai nuac ngoai duQ'cphien chuySn sang tiSng Vi~t

a) Truang hgp phien am qua am Han - Vi~t: ViSt theo quy t~c viSt ten
nguai Vi~t Nam.

Vi d\l: Kim Nh~t Thanh, Mao Tqtch Dong, Thanh Cat Tu Han ...

b) Truang hgp phien am 100ng qua am Hal} - Vi~t (phi en am ,tIVc tiSp s~t
cach dQc cua nguyen ngii): Viet hoa chii cai dau am tiSt thu nhat trong moi
thanh t6.

Vi d\l: Vla-di-mia I-lich Le-nin, Phri-drich A.ng-ghen, Phi-den Cat-xta-ro ...

III. VIET HOA TEN IlJA LY
1. Ten dia ly Vi~t Nam

a) Ten dan vi hanh chinh duQ'c c~u t~o giiia danh til chung (tinh, huy~n,
xa ... ) vai ten rieng cua dan vi hanh chinh do: ViSt hoa chii cai dau cua cac am
tiSt t~o thanh ten rieng va khong dung g~ch nBi.



. ,

Vi d\l: thanh ph6 Thai Nguyen, tinh Nam Dinh, tinh D~k L~ ... ~qu~n Hili
Chau, huy~n Gia Lam;huy~n Ea H'leo, thi xa Song Cong, thi tran Cau Giat ... ;
phuOng Nguyen Trai, x~ Ia'Yeng ... "

b) TruOng hqp ten don vi hanh chinh duQ'c cau t~o giua danh ill chung k@t
hqp v6i chfr s6, ten nguO'i, tensgki~n fich su: Vi@thoa ca danh ill chung chi don
vi hanh chinh do.

Vi d\l: Qu~ 1, Thanh ph5H6 Chi Minh, PhuOng Di~n Bien Phil. ..

c) TruOng hqp vi8t hoa d~c bi~t: Thu do Ha NQi.

d) Ten dia ly duQ'c cau t~o giua danh tu chung chi dia hinh (song, nui, h6,
biSn, cua, b@n,c~u, viing, l~ch, vam v.v ... ) v6i danh tu rieng (co mQt am ti@t)tra
thanh ten rieng cua dia danh do: Vi@thoa tat ca cac chu cai t~o nen dia danh.

Vi d\l: Cua Lo, Viing Tau, L~ch TruOng, Vam Co, C~u Giay ....

TruOng hqp' danh tu chung chi dia hinh di liSn v6i danh ill rieng: Khong
vi@thoa danh ill chung rna chi vi@thoa danh tu rieng.

Vi d\l: biSn Cua Lo, chQ'B@nThanh, song Vam Co, vinh H~ Long ...

d) Ten dia ly chi mQt vimg, miSn, khu vgc nhat dinh duQ'c cau t~o b~ng tu
chi phuong huang kSt hqp v6i ill chi phuong thilc khac: Vi@thoa chu cai d~u
cua tat ca cac am ti@tt~o thanh ten gQi. D6i v6i ten dia ly chi vimg miSn rieng
duQ'c cau t~o b~ng tu chi phuong huang k@thqp v6i danh ill chi dia hinh thi phai
vi@thoa cac chu cai d~u m6i am tiSt.

Vi d\l: Tay B~c, Dong B~c, B~c BQ,Nam Ky, Nam Trung BQ...

2. Ten dia ly nu6c ngoai duQ'cphien chuySn sang ti@ngVi~t

a) Ten dia ly da duQ'c phien am sang am Han Vi~t: ViSt theo quy t~c viSt
hoa ten dia ly Vi~t Nam.

Vi d\l: B~c Kinh, Binh NhuOng, Phap, Anh, My, Th\lY SI, Tay Ban Nha ...

b) Ten dia ly phi en am khong qua am Han Vi~t (phien am trgc tiSp sat cach
dQc cua nguyen ngu): Vi@thoa theo quy t~c vi@thoa ten nguO'i nu6c ngoai quy
dinh t~i DiSm b, Khoan 2, M\lc II.

Vi d\l: Mat-xco-va, Men-bon, Sing-ga-po, Co-pen-ha-ghen, Bec-lin ...

IV. VIET BOA TEN co QUAN, DON VJ

1. Ten co quan, don vi Quan dQi

ViSt hoa chu cai d~u cua cac tu, c\lm tu chi lo~i hinh co quan, don vi; chilc
nang, lInh vgc ho~t dQng cua co quan, don vi.

Vi d\l:

- Ban Chi d~o Phong ch6ng tham nhiing; Ban Quan ly dg an Kho Luu tm
Quan khu 2, ...

- Van phong BQQu6c phong; Van phong BQ tu l~nh Quan dOM 3, ...
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- BQ T6ng Tham mUll, T6ng C\ICH~u c:in; C\lC H~u cAn Quan khu 9, C\lC
Quan hu~n BQ T6ng Tham mUll, Vi~n Y hQc c6 truySn Quan dQi,...

- T~p doan Vi~n thong Quan dQi, T6ng cong ty Xay d\ffig TruOng San,
T6ng cong ty Dong B~c,...

- HQc vi~n Qu6c phong, HQc vi~n L\lc quan; TruOng D~i hQCTrAn Qu6c
Tu~n, TruOng Trung c~p Quan khi, ...

- Vi~n Khoa hQCva Cong ngh~ quan S\f;Vi~n Lich sir quan S\fVi~t Nam ...

- Phong Nghien CUut6ng hgp; Phong Chinh sach; HQi d6ng Xac dinh gia
tri tai li~u, HQi d6ng Sang kiSn va Cai tiSn kY thu~t; Ban T6 chuc HQi thao
nghi~p V\l van thu, bao m~t, lUlltm toan quan IAnthu Ba, ...

- TruOng hgp viSt hoa d~c bi~t:

Ban Ch~p hanh Trung uang Dang CQng san Vi~t Nam; Van phong Trung
uang Dang.

2. Ten co quan, t6 chuc nuac ngoai

a) Ten co quan, t6 chuc nuac ngoai da: dich nghia: ViSt hoa theo quy t~c
viSt ten co quan, t6 chuc cua Vi~t Nam.

Vi d\l: Lien hqp qu6c (UN); T6 chuc Y tS thS giai (WHO); Hi~p hQi Cac
qu6c gia Dong Nam A (ASEAN) ....

b) Ten co quan, t6 chuc nuac ngoai duqc sir d\lfig trong van ban a d~ng
viSt t~t: ViSt b~ng chfr in hoa nhu nguyen ngfr ho~c chuySn t\f La-tinh nSu
nguyen ngfr khong thuQc h~ La-tinh.

Vi d\l: WTO; UNDP; UNESCO; SARBICA; SNG ....

V. VIET HOA cAe TRUONG H<}P KHAc

1. Ten cac huan chuang, huy chuang, cac danh hi~u vinh d\f

ViSt hoa chfr cai dAucua cac am tiSt cua cac thanh t6 t~o thanh ten rieng va
cac til chi thu, h~ng.

Vi d\l: Huan chuang DQc I~p h~ng Nh~t; Huan chuang Sao yang; Huan
chuang Le-nin; Huan chuang H6 Chi Minh; Huan chuang ChiSn cong; Huan
chuang Khang chiSn h~ng Nhi; Huy chuang ChiSn si ve yang; B~ng T6 qu6c
ghi cong; Giai thuang Nha nuac; Ngh~ si Nhan dan; Nha giao Uu ill; Th&y
thu6c Nhan dan; Anh hung Lao dQng; Anh hung L\fc Iuqng vil trang nhan
dan; ...

2. Ten chuc V\l, hQc vi, danh hi~u

ViSt hoa ten chuc V\l, c~p b~c nSu di liSn vai ten nguai C\lthS.

Vi d\l:

- Chu tich H6 Chi Minh, T6ng th6ng V.V. Pu-tin, D~i tu6ng Vo Nguyen
Giap, ...
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- BQ truOng, Thu truOng, T6ng Tham mUll truOng, Ph6 Chu nhi~m T6ng

el)e Chinh tri, Tu l~nh, Ph6 Tu: l~nh, Cl)e ~ruOng, Ph? Cl)e truOng, ~hinh uy,
Ph6 Chinh uy, Chinh tri vien, Tong Giam doc, Giam doc, Ph6 Giam doc, Chanh
Van phong, Ph6 Chanh Van phong, TruOng phong, Ph6 TruOng phong Hanh
ehinh, Trung doan truOng, TiSu doan truOng, Ph6 TiSu doan truOng, ...

- D~i ta NguySn Van H; ThiSu tuOOg,TiSn S1 !sh0a hQePh~m Van M, ...

3. Danh tiI chung dil rieng h6a

ViSt hoa ehfr eM d~u eua tu, el)m tu chi ten gQi d6 trong truang hgp dung
trong mQt nhan xung, dUng dQe l~p va thS hi~n S\f tran trQng.

Vi dl): Bae, Nguai (chi Chu tieh H6 Chi Minh), Dang (chi Dang CQng san
Vi~t Nam), Quan dQi (chi Quan dQinhan dan Vi~t Nam), ...

4. Ten cae ngay IS, ngay ky ni~m

ViSt hoa ehfr eai d~u eua am tiSt t~o thanh ten gQingay IS, ngay kYni~m.

Vi dl): ngay Qu6e khanh 2-9; ngay QU6e tS Lao dQng 1-5; ngay 22-12-1944
la ngay TruySn th6ng eua Quan dQi,...

5. Ten cae S\f ki~n lieh su va cae triSu d~i

Ten cae S\f ki~n lieh su: ViSt hoa ehii eM d~u eua cae am tiSt t~o thanh S\f

ki~n va ten S\f ki~n, trong truang hgp e6 cae con s6 chi m6e thai gian thi ghi
b~ng ehfr va viSt hoa ehfr d6.

Vi dl): Phong trao C~n vuong; Phong trao Xo viSt Ngh~ TInh; Caeh m~ng
thang Tam; Phong trao Phl) nfr Ba dam dang; .

Ten cae triSu d~i: TriSu Ly, TriSu Tr~n, .

6. Ten cae lo~i van bim

ViSt hoa ehii eai d~u eua ten lo~i van ban va ehfr eai d~u eua am tiSt thu
nh~t t~o thanh ten rieng eua van ban trong truang hgp n6i dSn mQt van ban el)
thS.

Vi dl): Nghi quySt D~i hQi g~i biSu toan qu6e l~n thu X eua Dang; BQ lu?t
Dan S\f; Lu~t LUll trii; ...

Truang hgp vi~n d~n cae diSu, khoan, diSm eua mQt van ban el) thS thi viSt
hoa ehii eai d~u eua diSu, khoan, diSm

Vi dl):

- Can ell DiSu 10 BQ lu~t Lao dQng...

- Can eu DiSm a, Khoan 1, DiSu 5 Lu~t Giao dieh di~n tu ...

7. Ten cae tae phAm, saeh bao, t~p chi

ViSt hoa ehfr eai d~u eua am tiSt thu nh~t t~o thanh ten tae phAm, saeh bao
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Vi d\l: UtCphfun DuOng kaeh m~nh; til di8n Bach khoa quan sv; ~p chi
Qu3c phong tom dan; Van ngh~ Quan dQi,...

8. Ten cae nam am lich, ngay ti8t, ngay t8t, ngay va thang trong nam

a) Ten cae nam am lich: Vi8t hoa ehft cai dftu ella tftt ca cac am tich t~o
thanh ten gQi.

Vi d\l: Ky Ty, Tan Hqi, M~u Twit, M~u Than ....

b) Ten eae ngay ti8t va ngay t8t: Vi8t hoa chft cai dftu Clla am ti8t thu nhftt
~o thanh ten gQi.

Vi d\l: ti8t L~p xuan; tiSt fl~i han; tSt floan ngQ; tSt Trung thu; tSt Nguyen
dan; ...

ViSt hoa chfr TSt trong truOng hQ'Pdung d8 thay cho mQt t8t C\lth8 (nhu TSt
thay cho tSt Nguyen dan).

c) Ten cae ngay trong tuftn va thang trong nam: Vi8t hoa chft cai dftu ella
am ti8t chi ngay va thang trong truOng hQ'Pkhong dung chft s3:

Vi d\l: thu Hai; thu Tu; thang Nam; thang Tam; ...

9. Ten gQi cac ton giao, giao phai, ngay Ie ton giao

- Ten gQi eac ton giao, giao phai: ViSt hoa chft eai dftu clla cac am ti8t t~o
thanh ten gQi.

Vi d\l: d~o Co D6c; d~o Tin Lanh; d~o Thien Chua; d~o Hoa Hao; d~o Cao
Dai. .. ho~c chi! cai dAu ella am ti8t t~o thanh ten gQi nhu: Nho giao; Thien Chua
giao; H6i giao; ...

- Ten gQi ngay Ie ton giao: Vi8t hoa ehft eM dftu Clla am tiSt thu nhftt t~o
thanh ten gQi.

Vi d\l: Ie Ph\le sinh; Ie Ph~t dan; ....
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