VAN PHONG CHINHPHU CONG HOA XA HOI CHU NGHIA VIET NAM
— Poc lap - Tw do - Hanh phic

S6: ¢1/2017/TT-VPCP Ha Néi, ngay 3 thang 3 nam 2017

THONG TU
Huwéng d5n thwe hién quy dinh vé Cong bao
tai Nghi dinh s6 34/2016/ND-CP ngay 14 thang S nam 2016
ciia Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luét ban hanh van ban quy pham phap luat

Can cu Ludt ban hanh van ban quy pham phadp ludt ngay 22 thang 6
nam 2015;

Can cit Nghi dinh s6 34/2016/ND-CP ngay 14 théng 5 nam 2016 cia
Chinh phu quy dinh chi tiét mot so diéu va bién phap thi hanh Ludt ban hanh
van ban quy pham phdp luat,

Cén cir Nghi dinh s6 150/2016/ND-CP ngay 11 thang 11 nam 2016 cua
Chinh phu quy dinh chirc nang, nhiém v, quyén han va co cdu t6 chire ciia
Van phong Chinh phu,

Theo dé nghi ciia Tong Gidm doc Céng Thong tin dién tir Chinh phi;

B¢ truong, Chu nhiém Van phong Chinh phu ban hanh Thong tw hucng
dén thuc hién quy dinh vé Céong bdo tai Nghi dinh s6 34/2016/NP-CP
ngay 14 thdng 5 nam 2016 cua Chinh phu quy dinh chi tiét mét s6 diéu va
bién phap thi hanh Ludt ban hanh van ban quy pham phap ludt,

Piéu 1. Pham vi diéu chinh

Théng tuw nay hudng dan chi tiét vé hinh thirc, thé thic, k¥ thuat trinh
bay an pham Cong bao; g, tiép nhan, dang van ban trén Cong bdo; phdi hop
xtr 1y van ban co sai sot trong qua trinh ti€p nhén van ban, ding Coéng bao;
quan ly, lvu gitt Cong bdo va van ban guri dang Cong bdo.

Diéu 2. Hinh thirc 4n phim Cong bio

1. An phdm Céng bdo dwoc xuit ban dudi hinh thire Cong bao in va Cong

bao dién tir. Cong bao in 1a Céng bio duoc in trén gidy; Cong bao dién tir 1
ban dién tu cia Cong béo in, dugce dang khi Cong bao in phat hanh.



2. Cong bao dién tir nudc Cong hoa xa hdi chi nghia Viét Nam duoc déng
trén Céng Théng tin dién tr Chinh phi, Céng bao dién tir ¢ap tinh dugc ding
trén Cong/Trang Théng tin dién tir ciia Uy ban nhan dan cap tinh.

Piéu 3. Thé thitrc 4n phim Cong bao

1. An phdm Céng bao ¢6 kich thude 29 cm (chiéu dai) x 20,5 cm (chiéu
rong); truong hop van ban gui dang Cong bao cd kich thudc khéng theo
chuén chung, 4n phdm Céng bao duoc trinh bay nhu van ban chinh.

Phong chit st dung trén 4n phdm Céng bdo in 14 phong chir tiéng Viét
ctia bd mi ky tu Unicode theo tiéu chuin Viét Nam TCVN 6909:2001.

2. Phan d4u 4n phdm Cong bdo gdm: Quéc huy, Qudc hiéu, Tiéu ngit cua
nude Cong hoa xi hdi chi nghia Viét Nam; chit CONG BAO (déi véi Cong
bdo cap tinh ghi tén tinh, thanh phd truc thudc trung wong noi xuét béan);
s6 Céng bao; ngay, thang, ndm; muc luc vin ban dang trong sé Cong bao.

3. Phin noi dung 4n phim Cong béo gém tiéu d& (header) va ndi dung
cac vin ban dang Cong béo.

4. Phan cudi an pham Cong bdo gém tén, dia chi, so dién thoai, so fax,
dia chi thu dién tir ciia co quan Cong bao, dia chi truy cdp Cong bdo dién tu
trén Internet, tén co s& in Cong bao va gid ban 4n pham Cong bao (néu co).

Piéu 4. K§ thuit trinh bay phan diu 4n phim Céng bio

1. Quéc huy duogc trinh bay theo kich thudce 3,5 cm x 3,5 cm; in mau
theo quy dinh.

2. Qudc hiéu la: “CONG HOA XA HOI CHU NGHIA VIET NAM”
duoc trinh bay bé'lng chit in hoa, c& chit 14, kiéu chix dimg, ddm, mau muc dé
va & phia trén cung, bén phai.

3. Tiéu ngit 1a: “Poc lap - Tu do - Hanh phic” dugc trinh bay béang chit in
thuomg, ¢& chit 14, kiéu chir ding, dam, mau myc doé va & lién phia duéi
Qudc hiéu; chir cai dau clia cac cum tir viét hoa, gitra cac cum tir ¢6 gach nbi (=),
¢ céch chir; phia dudi cd dudong ké doi, ké ngang, nét lién, mau muc do, cd
d6 dai bang d6 dai cua dong chir.

4. Chit CONG BAO duoc trinh bay bang chit in hoa, c¢& chir 60, kiéu
chit dung, ddm, mau muc do, phia dudi cé duong ké doi, ké ngang, nét lién,
mau muc do, ¢6 do dai bang chiu rong phén ndi dung cia 4n phim Cong
béo (tr 1& trai dén 18 phai).



5. Pbi véi Coéng bao cdp tinh: Tén tinh, thanh phd noi xuit ban
duoc trinh bay bang chir in thudng, c¢& chir 18, kiéu chi nghiéng, ddm, mau
muc den.

6. Sb Cong béao dugc tinh theo ndm, theo sb tang dan bat diu tir 01 va
duoc trinh bay bang chit in thudng, ¢& chir 14, kiéu chir ding, dam.

7. Ngay, thang, nim cta sb Cong béo phai dugc viét day di, duoc trinh
bay bing chit in thuong, ¢& chir 14, kiéu chit dimg, dam; cac s chi ngay,
thang, nam ding chir sé A-rap; dbi véi nhimg sb chi ngay nhé hon 10 va thang
1, 2 phai ghi thém sb 0 & trudc.

8. Muc luc 14 danh sach vin ban dugc ding trén 4n pham Céng béo. Muc
luc duogc trinh bay bﬁng chit in hoa, ¢& chit 26, kiéu chix ding, ddm, mau muc
den, can gifta trang, phia dudi c6 dudong ké ngang, nét lién, c6 d6 dai bang 1/2
d6 dai ctiia dong chir va dit can dbi so véi dong chir

a) Muc luc gdm “VAN BAN QUY PHAM PHAP LUAT”, “VAN BAN
PHAP LUAT KHAC” va “DIEU UGC QUOC TE” (néu c¢6) duogc trinh bay
bang chir in hoa, ¢& chir 14, kiéu chit dimg, dim, cin giira trang;

b) Tén co quan ban hanh vin ban dugc trinh bay bang chir in hoa, ¢& chir
14, kiéu chir dimg, can giita trang; dbi voi diéu ude qudc té thi khong ghi tén
co quan ban hanh vén ban;

¢) Ngay, thang, nim ban hanh vin ban phai duoc viét day du, duoc trinh
bay bang chit in thudong, ¢& chir 14, kiéu chir dimg; cac sb chi ngay, thang,
nim dung chit sé A-rdp; dbi véi nhitng sé chi ngay nhé hon 10 va thang 1,
thang 2 phai ghi thém s6 0 & trude, giita ngdy, thang, nim dung diu gach
ngang (-);

d) Tén loai, s6, ky hiéu, trich yéu ndi dung, s trang duoc trinh bay bing
chit in thudng, c& chit 14, kiéu chir dimg;

d) Trudng hop vin ban dai, dugc ding trén nhiéu 4n phidm Céng béo thi
bd sung trong ngodc don cum tir “Dang tir Céng bao s6 ... dén sb ...”, duoc
trinh bay bang chir in thuong, ¢& chit 14, kiéu chit dimg, cin 1& phai. Vi du:

(Dang tir Cong bédo sb 08 + 09 dén s 38 + 39).

9. K§ thuat trinh bay phan dau 4n phdm Céng bao theo Méu s6 01 va
M3u s6 02 kém theo Phu luc ctiia Thong tu nay.



Piéu 5. K§ thuit trinh bay phin ndi dung 4n phim Céng bio

1. Noi dung an phém Cong bao dugc trinh bay mot cot, bdo dam chinh
xé4c ndi dung ctia van ban chinh; sir dung c& chir 13 dén 14, khoang cach giira
cac dong (line spacing) tir dong don (single) dén 1,5 dong (1.5lines). Phan noi
nhén, d4u, chit ky, d6 khén trong thé thirc vin ban dugc phép lugce bd.

Bang biéu, cong thic, so do, ban d6, mau don va DPiéu udc quoc té duoc
trinh bay dung kich thudc, c& chit, phong chit, hinh vé ctia ban chinh.

2. Phén tiéu dé (header) gdm chit CONG BAO, sb Céng bao, ngay dang
Cong bao va sb trang (MAu sé 03 va 04 kém theo Phu luc ctia Théng tu nay).

a) Chit CONG BAO, sé Cong bao, ngay ding Cong bao duoc trinh bay
cdn gitta bing chit in hoa, ¢& chit 14, kiéu chir dimg, giita cic cum tir cé gach
chéo (/). Vi du: CONG BAO/S6 01+02/Ngay 01-01-2011

Pbi voi Cong bao cip tinh, bd sung tén tinh, thanh phd noi xuit ban.
Vi du: CONG BAO DA NANG/S6 22+23/Ngay 20-02-2015;

b) S6 trang duoc trinh bay bang chit in thuong, c& chit 14, kiéu chir dimg.
Téng sb trang 4n phim Cong bao duoc tinh tir trang ddu dén trang cudi 4n
phdm Cong bao, s trang hién thi tai vi tri cudi dong déi véi trang 1é, dau dong
d6i véi trang chin, khong hién thj sé trang clia trang d4u va trang cudi 4n phm
Cong bao;

c) Phia dudi phan tiéu dé c6 duong ké doi, ké ngang, nét lién, c6 d6 dai
biang phin ndi dung cuia 4n phdm Cdng béo (tir 18 trai dén 1& phai).

Piéu 6. K¥ thuit trinh bay phan cu6i an phdm Céng bao

1. Tén co quan Cong bao duoc trinh bay bang chir in hoa, cin giita, c&
chir 14, kiéu chir dimg, dam, phia trén cé dudng ké dbi, ké ngang, nét lién, c6
d6 dai bang d6 dai cua dong chir

a) P6i vdi Cong bao nudc Cong hoa xi hdi chi nghia Viét Nam ghi:
VAN PHONG CHINH PHU XUAT BAN

b) Pbi véi Cong bao cip tinh ghi tén Vin phong Uy ban nhan dén cép
tinh xuét ban Céng bao. Vi du:

VAN PHONG UBND TINH BAC GIANG XUAT BAN



2. Pia chi, dién thoai lién hé, sé fax, dia chi thu dién t& cta co quan
Cong bao, dia chi truy cap Cdng bdo trén Internet, tén co s& in Cong bao va gia
ban 4n phdm Céng béo (néu c¢b) duoc trinh bay bang chit in thudng, c& chit 14,
kiéu chit dimg.

3. K§ thuit trinh bay phan cubi 4n phdm Céng bao theo Mau s 05 kem
theo Phu luc ctia Théng tir nay.

Diéu 7. Cong bao dién tir

1. Cong bao dién tr 1a ban dién tir cua Cong bao in, duge luu vao tap tin
dién t& c6 dinh dang PDF, .DOC ¢6 ky $6. Cong bao dién tu dugc dang khi
Cong bao in phat hanh.

2. Vin phong Chinh phu giit ban quyén dbi véi Cong bdo dién tir nude
Cong hoa x3 héi chi nghia Viét Nam; Van phong Uy ban nhan dan cép tinh
giit ban quyén déi véi Cong béo dién tir cap tinh.

3. Céng bao dién tir dwroc khai thac mién phi.
Diéu 8. Giri, tiép nhin va diing vin ban trén Cong bao
1. Gri véan ban dang Cong bao

a) Co quan ban hanh vén ban c¢6 trach nhiém gtri ban chinh vén ban dang
Cong bdo cling ban dién tir ¢6 ndi dung chinh xac vdi ban chinh, tai phan
"Noi nhan" cta van ban phai c6 tén "Cong b4o", & phan trén trang diu cua
van ban phai ghi dong chit “Van ban gtri dang Cong bao”;

b) Phéng chit ctia ban dién tir 1 phong chit tiéng Viét ctia bd ma ky tur
Unicode theo tiéu chuidn Viét Nam TCVN 6909:2001, trén dinh dang c6 kha
nang chinh stra, bién tap duogc;

¢) Pbi v6i van ban diéu udc quc té ding Cong bao, Bo Ngoai giao cb
trach nhiém gui Van phong Chinh phu kém ban dién tir 1a ban Scan tir ban
chinh cta didu udc qudc té hai bén, ban sao cua didu uéc qudc té nhidu bén cd
chimg thuc do co quan luu chiéu chuyén cho Viét Nam.

2. Tiép nhén vin ban ding Cong bao

Co quan Céng bao ¢6 trach nhiém tiép nhin van ban chinh giri ding
Cong bao va ban dién tu; nhép danh muc théng tin, thudc tinh van ban gt
dang Cong bo: Tén loai, s6, ky hiéu, trich yéu van ban, co quan ban hanh,
ngay ban hanh, ngdy nhin vin ban, sb trang cia van ban; ra soat, ddi chiéu



van ban chinh va ban dién tr, truong hop ban dién tir khong chinh xac so vdi
ban chinh, co quan Céng béo thdng bao cho co quan ban hanh vin ban biét,
co quan ban hanh van ban giri ban dién tir chinh xac trong ngay dé dam bao
viéc dang Cong bao dung thoi han quy dinh.

3. Béng vian ban trén Cong bao

a) Vin ban dugc dang Cong béo theo thur tu thoi gian nhan van ban, van
ban dén trudc dang trude va do khan cua van ban;

b) Trong 4n phdm Cong béo, van ban dugc sip xép theo ba phin: Vin
ban quy pham phap luat, van ban phap luat khac, Diéu uéc quéc té (néu co);
van ban xep theo thir bac co quan ban hanh, theo gia tri phap ly tir cao xudng
thap va s0 van ban theo thur tu téang dan; neu co quan ban hanh cing cip duoc
sap xép theo bang chit céi a, b, ¢ hodc chit s tir nhéd dén 1on;

c) M6t van ban duoc ding trén cung mot an pham Cong bdo, doi véi van
ban dai phai dugc dang trén cac an pham Cong béo lién nhau lién tiép.

Piéu 9. Phoi hop xit Iy vin ban c6 sai s6t trong qua trinh tiép nhan
van ban, dang Cong bao

1. Trong qué trinh tiép nhan vin ban, néu phat hién van ban co sai sét,
Vin phong Chinh pht, Van phong Uy ban nhan dan cip tinh phai thong béo
ngay cho co quan ban hanh van ban biét dé kip thoi xur Iy va co quan ban
hanh vin ban phai glri ngay ban chinh thirc trong ngay dé bao dam viéc ding
Cong bao dung thoi han quy dinh.

2. Trong trudong hop van ban cd sai s6t nhung chua ding Cong bao, co
quan ban hanh van ban c¢6 van ban dinh chinh nhiing sai sét, co quan Céng
bao dang van ban co sai st va van ban dinh chinh trén cing mét an phim
Céng bao; Van ban sau khi ding Céng bdo, néu co quan ban hanh vin ban
phat hién c6 sai sot thi ban hanh van ban dinh chinh theo quy dinh cia phép
ludt, co quan Cong bao déng van ban dinh chinh trén s Coéng béo tiép theo
gén nhét.

3. Co quan Céng bao c6 vin ban dinh chinh dbi véi nhitng sai sét trong
qua trinh xuat ban Céng bdo trén co s& doi chiéu vdi van ban gui dang Cong
bao tai s6 Cong bao ti€p theo gan nhat (Mau s6 06 cua Phu luc kem theo
Thoéng tu nay).

Diéu 10. Quan 1y Cong bio va viin ban diing Cong bio

1. Co quan Cdng bao ¢6 trach nhiém



a) Luu giir 01 4n phadm/sé Céng béo in di xudt ban, phat hanh va dugc
déng quyén theo timg nam. Thoi han luu giit 1a vinh vién; ~

b) Luu giit van ban gui dang Cong bao (van ban chinh va ban dién tr)
theo ting ndm, dam bao khoa hoc, thuin tién cho viéc tim kiém, déi chiéu.
Thoi han lau gi [a 05 nam;

¢) Quan ly co sé& dit li€u Cong bao dién t bao gém ban dién tr cua cac
s6 Cong bao da xuét ban va thong tin, thudc tinh vin ban dang Céng bao.

2. Uy ban nhan dan x3, phudng, thi trdn duoc cdp phat Cong bdo co
trach nhiém quan ly, luu giir va td chire viée str dung 4n phdm Céng bdo. Thoi
han luu gitt do Uy ban nhén dén c4p tinh quyét dinh.

Dieu 11. Trach nhi€ém cia cac co quan
1. Co quan ban hanh van ban
a) Chiu trach nhiém vé tinh chinh xac ctia ban dién t&r véi van ban chinh;

b) Thong béo tén, sb dién thoai, sb fax, dia chi thu dién tu cua cong
chire, vién chirc hodc bd phéan chiu trach nhiém giri ban chinh va ban dién t
van ban diang Cdng bao tdi co quan Cong bao.

2. Vin phong Chinh pht, Van phong Uy ban nhan déan cip tinh

a) Chiu trach nhiém vé tinh chinh xdc cta 4n phdm Céng béo véi van
ban gti dang Cong bao;

b) Cé trach nhiém kiém tra tinh chinh x4c cta ban dién tir véi van
ban chinh;

¢) Thong bao s6 dién thoai, sb fax, dia chi thu dién tr cta bd phan nhan

van ban ddng Cong bao tdi co quan ban hanh vén ban;

d) Van phong Chinh pht hudng din, kiém tra viéc thuc hién cac
ndi dung dugce quy dinh tai Théng tu nay ddi véi Vin phong Uy ban nhan dén
cép tinh;

d) Hang niam, Vin phong Uy ban nhén dan cp tinh c6 trach nhiém gui
bao c4o vé Vin phong Chinh phii dé phuc vu viéc tdng két tinh hinh 6 chirc
thuc hién cac quy dinh ctia phap luat vé Cong bao.



Piéu 12. Hiéu lyc thi hanh
1. Thong tu nay c6 hiéu luc thi hanh ké tir ngdy 15 thang 5 nim 2017.

2. B, co quan ngang b9, co quan thugc Chinh phu, Uy ban nhan dan cép
tinh chiu trach nhiém t6 chure trién khai thyc hién Thong tu nay./

Noi nhan:

- Ban Bi thu Trung vong Dang;

- Thu tuéng, cac Pho Thu tuéng Chinh phu;
- Céc bg, co quan ngang bo, co quan thudc Chmh phu; §

- Van phong Trung uong va cac Ban cia Dang,

- Vin phong Téng Bi thu;

- Vian phong Chu tich nudc;

- Hoi déng dén toc va cac Uy ban ctia Qudc hoi;

- Van phong Quéc hoi;

- Toa 4n nhén dan t4i cao;

- Vién kiém sat nhan dan t5i cao;

- Kiém toan nha nudc;

- Uy ban giam sat tai chinh Quéc gia;

- Ngan hang Chinh sach x& hoi;

- Ngén hang Phat trién Viét Nam;

- Uy ban trung uvong Mat trdn T quoc Viét Nam;

- Cuc Kiém tra vin ban QPPL (B6 Tu phap);

- Co quan trung uong clia cac doan thé;

- VPCP: BTCN, cac PCN, Trg ly TTg, TGD Céng TTDT,
cac Vu, Cuc, don vi truc thudc, Cong bao;

- Lwu: VT, TTDT (3). £L05

Mai Tién Diing



Phu luc
MAU TRINH BAY CONG BAO

Mau 58 01: Trang dau 4n phdm Coéng bio nudc Cong hoa x4 hoi chu
nghia Viét Nam.

Mau s 02: Trang dau 4n phdm Céng béo cip tinh.

Miu sé 03: Phan tiéu dé (header) tir trang thir 02 4n phdm Céng bdo
nudc Cong hoa x4 hdi chu nghia Viét Nam.

, Mau sé 04: Phan tiéu dé (header) tir trang thir 02 4n phdm Céng béo
cap tinh.

Mau s6 05: Phan cudi an pham Cong bao.

Mau s6 06: Vin ban dinh chinh ctia co quan Céng bio.



Mau s 01

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

CONG BAO

Ngay....thang.....nam......

MUC LUC

VAN BAN QUY PHAM PHAP LUAT
CO QUAN BAN HANH VAN BAN

Trang
.(1)...  Ténloai, s§, ky hiéy, trich yéu ndi dung vanban ...
VAN BAN PHAP LUAT KHAC
CO QUAN BAN HANH VAN BAN
.(1)... Tén loai, sb, ky hiéu, trich yéu ndi dung vinban ...
PIEU UGC QUOC TE
..(1)...  Ténloai, sb, ky hiéu, trich yéu ndéi dung vin ban ...

(1) Ngay thang nam ban hanh véan ban.



M3u sé 02

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

CONG BAO

Tinh (thanh pho).............

SO veveene Ngay....thang.....nam......

MUC LUC

VAN BAN QUY PHAM PHAP LUAT
CO QUAN BAN HANH VAN BAN

w(1)... Tén loai, sd, ky hiéu, trich yéu ndi dung vinban ...
VAN BAN PHAP LUAT KHAC

CO QUAN BAN HANH VAN BAN

..(1)... Tén loai, sd, ky hiéu, trich yéu ndidung vinban = ...

(1) Ngay thang ndm ban hanh van ban.



MaAu sb 03

Trang 1é
CONG BAO/S6 ...../Ngdy...... . .




Mau sb 04

Trang 1é
CONGBAO ...../Sb ..../Ngay....... el

......... CONGBAO ...../S6 ...../Ngay.......




M3u sé 05
TEN CO QUAN CONG BAO XUAT BAN
DPiachi: e :
Dién thoai liénhé: ... ;Faxiooo ;
Email: e ;
Website: e ;
In tai: tén co s¢ in Cong bao

Gid: oo dong



Mau s 06

TEN CO QUAN...(1)  CONG HOA XA HQI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

Sbte ] . (2) woe(3)...., ngay  thdng  ndam
V/v dinh chinh Cong bao

Kinh giri: Doc gia ...(4)...

Vin phong Chinh ph/Vin phong Uy ban nhén dan tinh/thanh phd ...
xin dinh chinh tai trang ... dong th(r ... Cong bédo s6 ... ngay ... thang ...
nam... dang ...(5)..., nay xin stra lai la:

2.
Noi nhén: CHUC VU CUA NGUOI KY.....(8)
- Co quan giri vin ban dang Cong bao; (Chik kg, ddu)
-...(6)
- Cong béo;

- Luvu: VT, ...(7).

Hog va tén

(1) Tén co quan xuit ban Céng bao;

(2) S6, ky hiéu;

(3) Dia danh ban hanh vin ban;

(4) Poc gia Cong béo nude Cong hoa x4 hdi chil nghia Viét Nam hodc Cong béo cAp tinh;
(5) NG6i dung dang sai;

(6) Cac dom vi lién quan;

(7) Chit viét tit tén don vi soan thao vin ban va tén nguoi soan thao van ban;

(8) Viéc d& ky theo quy dinh. '





