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NGHI PINH
Vé cong tac Vian thu

CHINH PHU
Can cit Ludt T6 chirc Chinh phii ngay 19 thang 6 nam 2015;
Theo dé nghi cua Bo truong Bo Noi vu,
Chinh phii ban hanh Nghi dinh vé céng tac van thi.
Chuong I
QUY PINH CHUNG
Pi¢u 1. Pham vi diéu chinh

Nghi dinh nay quy dinh vé cong tic vin thu va quan Iy nha nudc vé cong tac
van thu. Cong tac van thu bao gobm: Soan thdo, ban hanh van ban; quan 1y van ban;
1ap ho so; quan 1y va st dung con dau, thi€t bi luu khoa bi mat trong cong tac van
thu.

Picu 2. Péi twong ap dung

1. Nghi dinh nay ap dung ddi véi cac co quan nha nuée, cac doanh nghiép nha
nudc.

2. Céc t6 chirc chinh tri, to chirc chinh tri - x4 hoi, t6 chtrc x3 hoi, to chuc xa
hoi - nghé€ nghiép co6 thé can cur cac quy dinh cua Nghi dinh nay dé ap dung cho phu
hop.

Piéu 3. Giai thich tir ngir

Trong Nghi dinh nay, nhimg tir ngr dudi ddy duoc hiéu nhu sau:

1. Van ban dién tur 1a van ban dudi dang thong di€p dir li¢u, duoc tao lap hoac
dugc so6 hoa tir van ban giay, trinh bay ding thé thuc, k¥ thuat, dinh dang theo quy
dinh. Van ban dién tr da ky so theo quy dinh ctuia phap luat c6 gia tri phap ly nhu
ban goc van ban giay.

2. Van ban di 1a tat ca cac loai van ban do co quan, to chirc phét hanh.

3. Vin ban dén 1a tat ca cac loai van ban gidy to do co quan, to chiic nhan
dugc tir co quan, to chirc, & nhan khac giri dén.

4. Ban thao van ban 1a ban viét tay hoac ban duoc tao ra béng phuong tién
dién t hinh thanh trong qua trinh soan thao mdt van ban ctia co quan, to chiec.
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5. Ban gé)c van ban 13 ban hoan chinh vé noi dung, thé thire van ban,duoc
nguoi c6 tham quyén ky truc ti€p.

6. Ban chinh van ban 1a ban hoan chinh v€ ndi dung, thé thirc van ban.

7. Ban sao y 1a ban sao day du, chinh x4c ndi dung cuia ban gdc hoic ban chinh
van ban, dugc trinh bay theo thé thuc va ky thuat quy dinh.

8. Ban sao luc 1a ban sao déy du, chinh xac ndi dung cua ban sao y, dugc trinh
bay theo thé thirc va k¥ thuat quy dinh.

9. Ban trich sao la ban sao chinh xac mot phan ndi dung ctia ban gdc hodc ban
chinh van ban, dugc trinh bay theo thé thurc va k¥ thuat quy dinh.

10. Danh muc ho so 14 ban ké c6 hé thong nhimg ho so du kién dugc 1ap trong
nam cua co quan, to chuec.

11. HO so 1a tap hop c4c vin ban, tai liéu c6 lién quan voi nhau vé mot van
dé, mot su viec, mot ddi tuong cu thé hodc c6 dic diém chung, hinh thanh trong qua
trinh theo ddi, giai quyét cong viéc thudc pham vi, chirc nang, nhiém vy ciia co quan,
t6 chirc, ca nhan.

12. Lap ho so 1a viéc tap hop, sap xép vin ban, tai liéu hinh thanh trong qua
trinh theo doi, giai quyét cong viéc clia co quan, to chirc, ca nhan thanh ho so theo
nhiing nguyén tic va phuong phap nhat dinh.

13. Hé théng quan 1y tai liéu dién ttr 1a viéc tng dung cong nghé thong tin dé
xdy dung co s¢ dir liéu phuc vu yéu cau quan 1y, giai quyét van ban di, dén ¢ vin
thu. Hé thong quéan 1y vin ban va diéu hanh co chirc nang quan 1y ho so dién tr trong
qua trinh xir 1y céng viée clia cac co quan, t6 chirc (sau day goi chung 1a Hé thong).

Piéu 4. Nguyén tic quan 1y cong tic vin thw

1. Viéc soan thao va ban hanh van ban quy pham phép luat dugc thyc hién
theo quy dinh ctia Luat ban hanh van ban quy pham phép luat; van ban chuyén nganh
do ngudi dung dau co quan quan 1y nganh, linh vuc quy dinh sau khi ¢ y kién cta
B0O No1 vu.

2. Vian ban ciia co quan, to chirc phai duoc soan thao va ban hanh dung tham
quyeén, trinh ty, thu tuc, thé thirc va k¥ thuat trinh bay van ban theo quy dinh.

3. Tt ca vin ban di, van ban dén cua co quan, to chirc phai dugc quan 1y tap
trung tai van thu co quan dé 1am thu tyc ti€p nhan, dang ky; tror nhitng loai van ban
dugc dang ky riéng theo quy dinh cua phap luat. Nhimg van ban dén khong duoc

dang ky tai van thu co quan, t6 chtrc cac don vi, c4 nhan khong c6 trach nhiém giai
quyet

4. Vian ban di, van ban dén thudc ngay nao phai duoc ding ky, phat hanh hodc
chuyén giao trong ngdy, cham nhat 1a trong ngay lam viéc tiép theo. Vian ban dén co
cac murc d6 khan: ““Hoéa toc” (ké ca “Hoa tdc” hen gio), “Thuong khan” va “Khan”
(sau day goi chung 1 van ban khan) phai duoc dang ky, trinh va chuyén giao ngay
sau khi nhan duoc.
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5. Nguoi dugc giao giai quyét, theo ddi cong viée clia co quan, to chic ¢o
trach nhiém 14p hd so vé cong viée duoc giao va ndp luu ho so, tai liéu vao Luu trit
CO quan.

6. Quan 1y, str dung con dAu, thiét bi luvu khoa bi mat cua co quan, td churc
theo quy dinh cua phap luat.

Diéu 5. Trach nhiém doi véi cong tac van thu

1. Nguoi ding dau co quan, to chirc, trong pham vi quyén han duogc giao, co
trach nhi¢m chi dao cong tac van thu, chi dao viéc nghién ctru, ing dung khoa hoc
va cong ngh¢ vao cong tac van thu.

2. Moi ca nhén trong qua trinh theo ddi, giai quyét cong viée c6 lién quan dén
cong tac van thu phai thuc hién nghiém chinh quy dinh tai Nghi dinh nay va quy
dinh khéc ctua phap luat vé cong tac van thu.

Picu 6. Nhiém vu ciia vin thw co quan, to chirc

Vin thu co quan cé nhiém vu:

1. Tiép nhan, dang ky van ban dén.

2. Trinh, chuyén giao van ban dén cho cac don vi, c4 nhan.

3. Pang ky, lam thu tuc phat hanh, chuyén phat va theo ddi viéc chuyén phat
van ban di.

4, Srflp Xép, bao quan va phuc vu viéc tra clru, st dung ban luu.

5. Quan 1y s6 sach va co so dit liéu quan 1y vin ban.

6. Bao quan, st dung con diu cua co quan, td chirc va céc loai con dau khac;
quan ly, st dung thiét bi luu khoa bi mat theo quy dinh.

Chuong 11
SOAN THAO VA BAN HANH VAN BAN
Muc 1
HINH THU'C, THE THUC, KY THUAT TRINH BAY
Picu 7. Hinh thic viin ban

1. Hinh thirc van ban bao gém: Vin ban quy pham phép luat; vin ban hanh
chinh; van ban chuyén nganh.

2. Vin ban hanh chinh gom céc loai van ban: Nghi quyét (ca biéy), quyét dinh
(ca bigt), chi thi, quy ché, quy dinh, théng céo, thong bao, hudng dan, chuong trinh,

ké hoach, bao cdo, bién ban, to trinh, cong van, cong dién, gidy uy quyen, gidy gioi
thiéu, gidy moi, gidy nghi phép, phiéu giri, phiéu chuyén, thu cong.

Diéu 8. Thé thirc viin ban



4

1. Thé thtrc van ban 1a tip hop cac thanh phan cau thanh vin ban, bao gdm
nhirng thanh phan chinh ap dung d6i vai cac loai van ban va cac thanh phan bo sung
trong nhiing trudong hop cu thé hodc doi vai mét s6 loai van ban nhat dinh.

Thé thie van ban hanh chinh bao gdm cac thanh phan chinh sau:

a) Qudc hiéu va Tiéu ngir.

b) Tén co quan, to chirc ban hanh vian ban.

¢) Sb, ky hiéu cua van ban.

d) Pia danh va thoi gian ban hanh van ban.

d) Tén loai va trich yéu ndi dung vin ban.

e) Noi dung van ban.

g) Quyén han, chtic vu, ho tén cia ngudi c6 tham quyén ky vin ban.

h) Chit ky ctia nguoi co tham quyén.

i) Dau, chit ky s6 ctia co quan, to chirc.

k) Noi nhan.

2. Ngoai cac thanh phﬁn chinh dugc quy dinh tai Khoan 1 Piéu ndy, vin ban
c6 thé bo sung cac thanh phan khac

a) Phu luc.

b) Pia chi co quan, td chtrc; dia chi Email; dia chi Website; s6 dién thoai, sd
Fax.

¢) Ky hiéu nguoi soan thao va s lugng ban phat hanh.

d) Déu chi mue do khan, mat, cic chi dan vé pham vi luu hanh, phd bién, sir
dung; do chi dan vé du thao.

3. Thé thirc van ban hanh chinh duge thuc hién theo Phu luc I Nghi dinh nay.

Picu 9. K¥ thuit trinh bay viin ban

1. K§ thut trinh bay van ban bao gdm kho gidy, kiéu trinh bay, dinh 1¢ trang
van bg"m, phong chit, cd chir, kiéu chit, vi tri trinh bay cac thanh phan thé thirc va cac
chi tiét khac.

@) Kho gidy: Kho A4 (210 mm x 297 mm). Céc van ban nhur gidy gidi thiéu,
phiéu gui, phi€u chuyén duoc trinh bay trén gidy kho AS (148 mm x 210 mm) hoéc
trén gidy mau in san (kho AS).

b) Kiéu trinh bay: Theo chiéu dai cua trang gidy kho A4. Trudng hop ndi dung
van ban co cac bang, biéu nhung khong duoc lam thanh cac phy luc riéng thi van
ban co6 thé dugc trinh bay theo chiéu rong.

¢) Pinh 1¢ trang: Cach mép trén va mép dudi 20-25 mm; cach mép trai 30-35
mm; cach mép phai 15-20 mm.
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d) Phong chir: Phong chir tiéng Viét (Times New Roman), bd mi ky tu
Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001.

d) C& chit va kiéu chit: Theo quy dinh cu thé cho timg yéu t thé thirc.

e) Vi tri trinh bay cac thanh phﬁn thé thirc duoc thuc hién theo Phu lyc 11 Nghi
dinh nay.

g) S6 trang van ban duoc danh tir 01, bang chit sé A-rap, c¢& chir 13 dén 14,
ki€u chir ding, tai vi tri can gitta 1€ trén, khong hién thi so trang thur nhat.

2. Pinh dang van ban di¢n tr: Dinh dang Portable Document Format (.pdf)
phién ban 1.4 tr¢ 1én.

3. K§ thuat trinh bay cac thanh phan thé thirc van ban hanh chinh dugc thyc
hién theo Phu luc I Nghi dinh nay.

4. Chir viét tit tén loai vin ban trong van ban hanh chinh duoc thuc hién theo
Phu luc 11l Nghi dinh nay.

Muc 2
SOAN THAO VA BAN HANH VAN BAN
Pi¢u 10. Soan thio vin bin

1. Can ctr chirc nang, nhiém vy, quyén han va muc dich, noi dung cua van ban
can soan thao, nguoi dirng dau co quan, to chirc hoac nguoi ¢6 tham quyén giao cho
don vi hodc ca nhan chu tri soan thao van ban.

2. Pbon vi hodc ca nhan dugc giao chu tri soan thao van ban thuc hién cac cong
viéc: Xac dinh hinh thire, ndi dung va d6 mat, d6 khan cua van ban can soan thao;
Thu thép, xur ly thong tin c6 lién quan; Soan thao van ban; Trong truong hop can
thiét, don vi hodc ca nhan chu tri soan thao dé xuét voi ngudi dung dau co quan, t6
chtrc hoiic ngudi c6 tham quyén vige xin y kién cua cc co quan, to chirc, don vi, ca
nhan c6 lién quan dé nghién ctru tiép thu trudc khi hoan chinh dy thao van ban; Trinh
duyét ban thao van ban va céc tai liéu c6 lién quan.

3. B6i voi van ban dién tir, ca nhan dugc giao nhi€ém vu soan thido van ban
dua du thao van ban vao Hé théng va cap nhat cac thong tin: tén loai van ban, trich
yéu nodi dung vin ban, ngdn ngit vin ban, ghi chi (néu c6), mirc d6 khan (néu cb),
han tra 161 van ban (néu c6). Lanh dao don vi chu tri soan thdo van ban xem xét van
ban trén H¢ théng, choy kién d6i voi du thao van ban, chuyén du thao dén nguoi
dugc giao 6 trach nhiém kiém tra thé thirc va k¥ thuat trinh bay vin ban.

4. Trudng hop can stra ddi, bd sung du thao van ban, ngudi c6 thAm quyén
cho ¥ kién vao du thdo van ban hoac trén H¢ thong, chuyén lai du thdo van ban dén
lanh dao don vi chu tri soan thdo van ban dé chuyén cho ca nhan dugc giao nhiém
vu du thao van ban.

Pi¢u 11. Duyét ban thio

1. Ban thao vin ban phai do nguoi c6 tham quyén ky vin ban duyét.
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2. Truong hop sura chira, bd sung ban thao van ban dé dugc duyét phai trinh
nguoi c6 tham quyén ky xem xét, quyét dinh.

Piéu 12. Kiém tra viin ban truée khi ky ban hanh

1. Thu trudng don vi hodc ca nhan chu tri soan thao van ban phai kiém tra va
chiu trach nhi€ém trudc nguodi ding dau co quan, to6 chic va trude phap luat vé noi
dung van ban.

2. Nguoi dugc giao trach nhiém kiém tra thé thic va k¥ thuat trinh bay vin
ban phai kiém tra va chiu trach nhi¢m trudc nguoi dung dau co quan, to chuc va
trudc phap luat vé hinh thic, thé thirc, k¥ thuat trinh bay van ban.

Piéu 13. Ky ban hanh vin ban

1.0 ‘nhig co quan, t6 chure lam viée theo ché d6 thu truong, nguoi dung dau
co quan, t6 chic ¢6 thim quyen ky tat ca vian ban do co quan, t6 chtrc ban hanh.
Nguoi ding dau co quan, to chirc c¢6 thé giao cho cip phod cua minh ky thay (KT.)
cac van ban thugc linh vie dugc phan cong phu trach va mét s6 van ban thudc tham
quyén ctia nguoi dimg dau.

2. O co quan, t6 chtic lam viéc theo ché do tap thé

a) P6i voi nhitng van dé quan trong cua co quan, t6 chitc ma theo quy dinh
cua phap luat hodc quy dinh cua co quan, t6 chtrc phai duoc thao luan tap thé va
quyét dinh theo da s, viéc ky van ban dugc quy dinh nhu sau: Nguoi dung dau co
quan, t6 chtrc thay mat (TM.) tap thé lanh dao ky cac van ban cua co quan, t6 chc;
Cép pho cua nguoi dimg dau co quan, t6 chirc dugc thay mat tap thé, ky thay nguoi
dung dau co quan, to chirc nhitng vin ban theo ty quyén ctia ngudi dimg dau va
nhirng van ban thudc linh vuc dugc phan cong phu trach.

b) Viéc ky vin ban vé nhitng van dé khac dugc thyc hién nhu quy dinh tai
Khoan 1 Diéu nay.

3. Trong truong hop ddc biét, nguoi dimg dau co quan, t0 chtic ¢6 thé uy
quyen cho nguoi dung dau mot don vi chirc ning trong co quan, t6 chirc ky thtra try
quyén (TUQ.) mét sé van ban ma minh phai ky. Viéc giao ky thira tty quyén phai
dugc ban hanh dudi hinh thire van ban, giéi han thoi gian va ndi dung dugc uy
quyén. Ngudi duoc ky thira ty quyén khong duoc oy quyén lai cho nguoi khac ky.
Van ban ky thira ury quyén duoc thuc hién theo thé thirc va dong diu cua co quan, to
chtc uy quyén.

4. Nguoi ky van ban phai chiu trach nhiém trudc nguoi ding dau co quan, t6
chtrc va trude phap luat vé ndi dung van ban.

5. Khi ky van ban dung muc mau xanh, khong dung céac loai muc dé phai.
6. Chir ky s ciia ngudi c6 tham quyén

Hinh anh: 12 hinh anh chit ky ciia nguoi c6 tham quyén trén vin ban gidy, mau
xanh, dinh dang Portable Network Graphics (.png) nén trong suot; dat can giira chirc
vu cua nguoi ky va ho tén nguoi ky.



Diéu 14. Ban sao vin ban
1. Cac hinh thirc ban sao

a) Sao y gdm: sao y tir vin ban gidy ra vin ban gidy, sao y tir vin ban dién tir
ra vin ban gidy, sao y tir vin ban gidy ra vin ban dién tu.

Sao y tu van ban gidy ra van ban glay duoc thuc hién bang viéc sao chup tir
ban gdc hoic ban chinh vin ban gidy ra gidy va duoc trinh bay theo thé thirc va k¥
thuat quy dinh.

Sao y tir van ban dién tir ra van ban giéy duoc thuc hién bﬁng viéc in tur ban
gbc van ban dién tir ra gidy va duoc trinh bay theo thé thuc va ky thuat quy dinh.

Sao y tir van ban giay ra van ban dién tir duoc thyc hién bang viéc s6 hda van
ban va ky s0 ctia co quan, to chuec.

b) Sao luc: sao luc dugc thuc hién bﬁng viéc sao chup ban sa0 y tur van ban
gidy ra van ban gidy va dugc trinh bay theo thé thurc va k¥ thuat quy dinh.

c) Trich sao gom: trich sao tir van ban giay ra van ban giay, trich sao tir van
ban dién tir ra van ban dién ttr, trich sao tir van ban dién tir ra van ban giay.

Ban trich sao duoc thuc hién béng viéc danh may lai déy du thé thire va mét
phan ndi dung van ban can trich sao va dugc trinh bay theo thé thurc va k¥ thuat quy
dinh.

2. Co quan, td chuc duge phép sao y, sao luc, trich sao cac van ban do co
quan, t6 chirc minh ban hanh va van ban do cac co quan, to6 chirc khac guri dén. Vige
Ky cac ban sao van ban do nguoi dimg dau co quan, to chirc quy dinh.

3. Ban sao y, ban sao luc va ban trich sao dugc thuc hién theo ding quy dinh
tai Nghi dinh nay c6 gia tri phap 1y nhu ban chinh vin ban. Ban sao chup ca dau va
chir ky van ban khong thuc hién theo dung thé thirc quy dinh tai Phu luc Il cua Nghi
dinh nay chi c6 gia tri thong tin, tham khao.

4. Thé thirc va k¥ thuat trinh by ban sao van ban dugce trinh bay theo quy
dinh tai Phu luc | Nghi dinh nay.

CHUONG III
QUAN LY VAN BAN
Muc 1
QUAN LY VAN BAN DPEN
Piéu 15. Trinh tw quén Iy vin ban dén

Tat ca vin ban, ké ca don, thu do ca nhan giri dén co quan, t6 chire phai duoc
quan ly theo trinh ty:

1. Tiép nhan van ban dén.



2. bang ky vin ban dén.

3. Trinh, chuyén giao van ban dén.

4. Giai quyét va theo ddi, dén ddc viée giai quyét van ban dén.
Piéu 16. Tiép nhén viin ban dén

1. TAt ca van ban dén duoc tiép nhan tai van thu co quan (trir truong hop phap
ludt c6 quy dinh khac).

2. Béi véi vin ban dén gidy

a) Khi tiép nhan phai kiém tra sé luong, tinh trang bi, diu niém phong (néu
c6), noi gui; doi chiéu so ky hi¢u ghi ngoai bi véi so ki hi€u ctia van ban trong bi.
Truong hop phat hién c6 sai sot, van thu co quan bdo ngay ngudi co trach nhiém
giai quyét va thong bao cho noi giri van ban.

b) Vi don, thu khiéu nai t cao va nhiing van ban can phai kiém tra, x4c minh
thot diém guri hodc nhitng van ban dén ma ngay nhan cach qué xa ngay thang ndm
ban hanh van ban thi van thu co quan giir lai bi, dinh kém véi van ban dé lam bang
chung.

c) Tt ca van ban gidy dén giri co quan, t6 chire thudc dién diang ky tai van
thu co quan phai dugc boc bi, dong dau “DEN”. D61 véi van ban gui dich danh cé
nhan va céc to chirc doan thé trong co quan, to chire thi vin thu co quan chuyén tiép
cho noi nhan ma khong phai boc bi va dong dau “DEN”.

d) Mau déu “PEN” duoc thuc hién theo Phuy lyc IV Nghi dinh nay.

3. Dbi v6i vin ban dén dién tir

a) Khi tiép nhan, van thu co quan phai kiém tra chit ky s theo quy dinh cta
phap luat vé viéc str dung chit ky s6 cho van ban di¢n tir va tién hanh ti€p nhan trén
H¢ thong quan ly van ban va di€u hanh.

b) Co quan, to chitc nhan duoc van ban cé trach nhiém thong bao ngay trong
ngay bang phuong tién dién tor cho co quan, to chirc gui vé viéc da nhan van ban.
Viéc thdng bao da nhan van ban dugc thuc hién bang cac chirc nang ciia Hé thong.

¢) Trong trudng hop vin ban dén dién tir khong dép tng cac quy dinh tai Diém
a Khoan 3 Diéu nay, co quan, t6 chttc nhan van ban phai tra lai cho co quan t6 chirc
guri van ban trén H¢ thong.

Piéu 17. Ping ky viin ban dén

1. Viéc dang ky van ban dén phai dam bao day du, rd rang, chinh xdc cac
thong tin can thiét vé vin ban dén; khong viét tit nhimg tr, cum tir khong thong
dung. Nhitng van ban dén khéng duoc ding ky tai van thu co quan thi cac don vi,
ca nhan khong c6 trach nhiém giai quyét.

2. Truong hop van ban gtii dich danh ¢4 nhan, néu 13 van ban lién quan dén
cong viéc chung cua co quan, to chic thi ca nhan nhan vin ban cé trach nhiém
chuyén cho vin thu co quan dé dang ky.
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3. Van ban mat duoc ding ky riéng theo quy dinh cua phép ludt vé bao vé bi
mat Nha nudc.

4. Cac co quan, t6 chirc tiép nhan nhiéu don, thu thi ding ky riéng don, thu
theo Phu luc IV Nghi dinh nay.

5. S0 dén cua van ban dén dugc lay theo thir ty va trinh tu thoi gian tiép nhan
van ban trong nam, thong nhat gitra van ban gidy va van ban dién tu.

6. Can ctr s6 lugng vin ban dén hang nam, céc co quan, to chirc quy dinh viéc
dang ky van ban cho phu hop. Cu thé nhu sau:

“a) Trudng hop du6i 5000 van ban dén, nén 13p chia thanh 02 hé thong so: 01
h¢ thong s6 dung d€ dang ky tat ca cac loai van ban dén va 01 h¢ thong s6 dang ky
van ban mat dén.

b) Trudng hop trén 5000 van bén,dén, nén 1ap hé thng so chi t,iét theo nhom
co quan giao dich nhat dinh va 01 hé thong s6 dang ky van ban mat dén.

¢) Céc co quan, to chtrc hang ndm tiép nhan nhiéu don, thu khiéu nai, t6 cdo
thi 1ap riéng 01 h¢ thong s6 dang ky don, thu riéng.

d) D01 v6i nhitng co quan, to chirc hang nam tlep nhan, giai quyét so luong
16n yéu cau dich vu hanh chinh cong hoic cac yéu cau, dé nghi khac cua co quan, t6
chtrc va cong dan thi 1ap thém 01 hé thong sé ding ky yéu cau dich vu theo quy dinh
cua phap luat.

7. Bang ky van ban dén bang s6 hodc bang Hé théng

a) Pang ky vin ban dén bang so.

Mau S6 dang ky van ban dén dugc thuc hién theo Phu luc IV Nghi dinh nay.
b) Pang ky van ban dén vao Hé théng.

Trong trudng hop co quan, to chire thuc hién s6 hoa vin ban dén, viéc s6 hoa
van ban dén duoc quy dinh nhu sau: Tiéu chuin sd hoéa: Pinh dang Portable
Document Format (.pdf) phién ban 1.4 trd 1én; Anh mau; Po phan giai tbi thiéu: 200
dpi; Ty 1é s6 hoa: 100%.

Vian thu cap nhat vao Hé théng cac thong tin: Tén loai van ban, s6 van ban,
ky hiéu van ban, ngdy thang nim vin ban, tén co quan té chic ban hanh vin ban,
trich yéu ndi dung van ban, ngdn ngit, so trang, ghi chii (néu c6), ngay thang nim
dén, s6 dén, chic vu ho tén nguoi ky, mire do khan (néu co).

Piéu 18. Trinh, chuyén giao viin ban dén

1. Van ban dén phai duoc trinh trong ngay, cham nhét 13 trong ngay 1am viéc
tiép theo cho nguoi co trach nhiém va chuyen giao cho cac don vi, ¢4 nhan giai
quyét. Van ban dén c6 dau chi cac mirc d6 khan phai duoc trinh va chuyén giao ngay
sau khi nhan dugc. Viée chuyén giao vin ban phai bao dam chinh xac va giit bi mat
ndi dung van ban.
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2. Can ctr ndi dung ctua van ban dén; Quy ché lam viéc cua co quan, td chiic;
chtrc nang, nhiém vu va ké hoach cong tac dugc giao cho cac don vi, ca nhan, nguoi
c6 thAm quyen phan phéi vin ban cho y klen chi dao giai quyét. Déi véi vin ban lién
quan dén nhiéu don vi hoidc ca nhan thi cin xdc dinh rd don vi hodc ca nhan chu tri,
don vi hodc ca nhan phdi hop va thoi han giai quyét.

3. Béi voi van ban glay dén, y kién chi dao giai quyét duogc gh1 vao muc
“Chuyen trong ddu “PEN”. Y kién chi dao giai quyét va thoi han giai quyét vin
ban (néu cd) duoc ghi vao phleu riéng (theo mau tai Phy luc IV Nghi dinh nay). Sau
khi c6 ¥ kién chi dao giai quyet cuiia nguoi co tham quyén, vian ban dén duoc chuyén
lai cho van thu co quan de dang ky bd sung thong tin chuyén cho don vi hodc ca
nhan dugc giao giai quyét cong viée. Khi chuyén giao ban chinh vin ban gidy dén
cho cac don vi, ca nhan phai thyc hi¢n ky nhan van ban.

4. B6i v6i van ban dién tir dén, van thu co quan trinh vin ban dién tir dén cho
nguoi cd tham quyén phan phoi, chi dao giai quyét van ban dén trong HE thong.

Nguoi ¢6 tham quyén cho ¥ kién phan phdi, chi dao giai quyét vin ban dén
trén Hé thong; chuyen van ban dén don vi hodc ca nhan chu tri, don vi hodc ca nhin

phdi hop giai quyét vin ban; cap nhat vao Hé thong cac thong tin: don vi hodc nguoi
nhan; y kién phan phdi chi dao, trang thai xir Iy van ban; thoi han giai quyét.

Piéu 19. Giai quyét va theo déi, don doc viée giai quyét viin ban dén

1. Nguoi dimg dau co quan, to chirc ¢ trach nhiém chi dao giai quyét kip thoi
van ban dén. Cap pho ctia ngudi dimg dau co quan, to chirc duoc giao chi dao giai
quyét nhitng vin ban dén theo su uy nhiém cta ngudi ding dau va nhitng van ban
dén thudc cac linh vue duoc phan cong phu trach.

2. Khi nhan dugc van ban dén, don vi hodc c4 nhan c6 trach nhiém nghién
clru, giai quyét van ban dén theo thoi han duoc phap luat quy dinh hodc theo quy
dinh cua co quan, t6 chirc. Nhitng van ban dén c6 ddu chi cic mirc do khan phai
duoc giai quyét trudc.

3. Ca nhan duoc giao nhiém vu giai quyét van ban trén Hé thong c6 trach
nhiém cap nhat vao Hé thong cac thong tin: ma ho so; so thir ty van ban trong ho so.

4. Nguoi ding cjﬁu co quan, to chirc giao cho ngudi co tham quyén c6 trach
nhiém theo do1, don doc viéc gidi quyet van ban dén.
Muc 2
QUAN LY VAN BAN b1
Piéu 20. Trinh tw quan Iy vin ban di

Tt ca van ban do co quan, to chtic phat hanh phai phaidugc quan 1y theo trinh
tu:

1. Hoan thién thé thirc vin ban

a) Poi voi van ban gidy, van thu thue hién cap s6, thoi gian ban hanh vian ban;
nhan ban; dong dau ctia co quan, to chirc va dau chi muic do mat, khan.
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b) Béi véi van ban dién tu, van thu va cap sb, thoi gian ban hanh va ky sb van
ban ctia co quan, to chuec.

2. bang ky van ban di.

3. Phat hanh va theo ddi viéc chuyén phat van ban di.

4. Luu van ban di.

Piéu 21. Hoan thi¢n thé thirc viin ban gidy

1. Cép s, thoi gian ban hanh van ban

a) SO cua van ban hanh chinh: Cac loai van ban Chi thi, nghi quyet (ca biét),
quyét dinh (ca biét), quy dinh, quy ché, huéng dan duoc cho mot hé thong s6; cac
loai van ban hanh chinh khac dugc cho mot hé thong ) riéng. S6 cua van ban di
duoc léy theo thtr tu va trinh tu thoi gian ban hanh van ban cua co quan, td chirc
trong nam.

b) S6 va ky hi€u cua van ban di la duy nhat trong mot nam cua co quan, t6
chtrc, thong nhat giira van ban dién tir va van ban gidy.

c¢) Thoi gian ban hanh van ban dugc thuc hién theo quy dinh tai Phu luc I Nghi
dinh nay.

d) Van ban mat di dugc cho mot h¢ thong so riéng.
2. Nhan ban; dong dau cua co quan, to6 chuc va dau chi mac d§ mat, khan.

a) Vin ban di duoc nhan ban theo dung sb luong dugc xac dinh ¢ phan noi
nhdn cua van ban va ding thoi gian quy dinh.

b) Viéc dong diu co quan va d4u chi mrc dd mat, khan ddi v4i van ban giéy
dugc thuc hién theo quy dinh tai Phu luc I Nghi dinh nay.

Piéu 22. Hoan thién thé thirc vin ban dién tir
1. Ky s6 cta co quan, t6 chirc!:
Truong hop 01:

Hinh‘ anh: 1a hinh anh déu’ cua O quan, t6 chirc ban hé‘mh van bér}, mau do,
kich thirc bang kich thudc thuc t€ cua dau, dinh dang (.png) nén trong sudt.

Thong tin: S6, ky hiéu vin ban va thoi gian ky (ngay thang nam; gio phut
gidy; mai gio Viét Nam theo Tiéu chuan ISO 8601).

Hinh anh minh hoa:

Lo quan, t6 chirc duoc xin y kién gop ¥ can ct tinh hinh thuc té trién khai thuc hién dé d& xuét lya chon 1 trong 2
phuong an trén.
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_ BONOIVU ) CONG HOA XA HOI CHU NGHIA VIET NAM
CUC VAN THU VA LUU TRU DPoc lap - Tw do - Hanh phuc
NHA NUGC v — : :
S6: 139/VTLTNN-TTTH Ha Ngi, ngay 19 thang o2 nam 2019

V/v phé bién, tip huin Thong tur 5'6
01/2019/TT-BNV va Thong tir s0
02/2019/TT-BNV

Cuc truong

WO - -

19/02/201922:44:43+07:00
- / ~
Pang Thanh Tung

Truong hop 02:
Hinh é}nh: 14 hinh anh diu (;ﬁa co quan, td chic ban he‘tr}h van bén,,me‘lu do,
kich thudc bang kich thudce thuc té cua dau, dinh dang (.png) nén trong suot.

Thong tin: S6, ky hiéu vin ban va thoi gian ky ban hanh (ngay, thang, nam;
gio, phut, gidy; mii gio Viét Nam theo Ti€u chuan ISO 8601); dat phia dudi bén
phai hinh anh chir ky, phia trén tén nguoi ky.

Hinh anh minh hoa:

__BONOIVU X CONG HOA XA HOI CHU NGHIA VIET NAM
CUC VAN THU VA LUU TRU DPoc lap - Tw do - Hanh phiic
NHA NUGC v

V/v pho bién, tap huan Thong tur s6
01/2019/TT-BNV va Théng tir s0
02/2019/TT-BNV

e o ——

S5 139/VTLINN-TTTH
Ha N1, 2019-07-16 15:20:25+07:00
Pang Thanh Tung =~

2. Cép s6, thoi gian ban hanh van ban thuc hi¢n theo quy dinh tai Khoan 1
Dicu 22 Nghi dinh nay.

Piéu 23. Ping ky vin ban di
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1. Tat ca van ban di duoc dang ky tap trung tai van thu co quan phai dam bao
day du, chinh x4c cac thong tin can thiét vé van ban di.

2. Van ban mat duoc ding ky riéng theo quy dinh ctia phap ludt vé bao vé bi
mat Nha nudc.

3. Pang ky van ban di bang s6 hodc bang Hé thong
a) Pang ky vin ban di bang so.

Mau S6 dang ky van ban di duoc thyc hiéntheo quy dinh tai Phu luc IV Nghi
dinh nay.

b) Pang ky vin ban di vao Hé thong.
Vin thu co quan kiém tra, cip nhat vao Hé théng cac thong tin: S4, ky hiéu
van ban; thoi gian ban hanh van ban; chic vy, ho tén nguoi ky.
Piéu 24. Phat hanh va theo déi viéc chuyén phat viin ban di
1. Van ban di phai dugc hoan thanh thu tuc tai van thu co quan va dugc chuyen
phat ngay trong ngay vin ban d6 dugc ky, cham nhat 1a trong ngay lam viéc tiép
theo.
, 2. Vi¢c phat hanh van ban di phai dam bao bi mat ndi1 dung ctia van ban, dung
sO luong, thoi gian va noi nhéan.
3. Vin ban thudc loai khan phai duoc phat hanh & ché d6 wu tién, giri ngay
sau khi ky van ban.
, 4. Cap nhat vao H¢ théng cac thong tin: tén co quan, td chirc nhan vin ban;
s0 lugng ban phat hanh.

5. Van ban dé phat hanh nhung c0 sai sot vé ndi dung phai duoc sira ddi, thay
the bang chinh hinh thie cia van ban sai s6t. Vin ban dé phat hanh nhung c6 sai sot
v€ the thirc, ky thuat trinh bay, thu tuc ban hanh phai dugc dinh chinh bang véan ban
hanh chinh cta co quan, t6 chirc ban hanh van ban.

6. Truong hop can phat hanh van ban gidy tir van ban dién ti:

2T, ruong hop 01: Van thu co quan thuc hién in van ban da dugc ky s6 cla
nguoi co tham quyén ra gidy, dong dau cta co quan, té chirc dé tao ban chinh vin
ban giay va phat hanh vin ban.

Trieong hop 02: Van thu co quan thyc hién in van ban dién tir ra gidy, lam thi
tuc sao y va phat hanh van ban.

7. Truong hop can phat hanh van ban dién tir tir vin ban gidy, van thu co quan
thuc hién sao y van ban giay ra van ban dién tir.

Piéu 25. Lwu viin ban di

1. Luu vin ban gidy

2 Can ctr phuong 4n lya chon tai Khoan 1 biéu 22 Nghi dinh nay.
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a) Ban gdc vin ban di dugc luu tai van thu co quan va phai duoc dong dau
ngay sau khi phat hanh dang doi twong nhan van ban va sap xép theo thir ty dang
Ky.

b) Ban chinh vin ban gidy luu tai hd so cong viéc.

2. Luu van ban dién tir

a) Van ban di dién tir duoc luu trong Hé thong.

b)3 T ruong hop 01: Vén thu co quan thyc hién in van ban da duoc ky sO cla
ngum co tham quyén ra glay, dong dau cta co quan, to chirc dé tao ban chinh van
ban gidy luu tai hd so cong viéc va van thu co quan.

Chuwong IV
LAP HO SO VA NQP LUU
HO SO, TAI LIEU VAO LUU TRU CO QUAN
Piéu 26. Ngi dung, trach nhiém xay dung Danh muc hé so

1. Danh muc ho so gom cac thanh phan: cac dé muc; ti€u d¢ ho so (du kién);
s0 va ky hi€u cac dé muc va ho so; thoi han bdo quan ctia ho so; nguoi 1ap ho so.

a) Bé muc trong Danh muyc ho so duoc xay dung theo co cau td chite (tén céc
don vi trong co quan, t6 chiic) hodc theo linh vic hoat dong (tén cac linh vuc hoat
dong chu yéu ctia co quan, to chic). Trong ting dé muc 16n duoc chia thanh cac dé
muc nho tuong tmg véi tén cac don vi (theo co cdu to chirc); hodc chia thanh cac
mat hoat dong (theo linh vuc hoat dong). Trong cac de muc nho, trat tu cac ho so
dugc sap xép theo nguyén tic tir chung dén riéng, tir tong hop dén cu thé.

Céac dé muc 16n duoc danh sb lién tuc bang chir s6 La Ma. Cac dé muc nho
(néu co) trong ting dé muc 16n dugc danh sb riéng bang chir s6 A-rap. Chir viét tat
cua cac dé myc 16n trong Danh muc ho so do co quan, t6 chtc quy dinh nhung can
ngan gon, dé hiéu, dé nhé.

b) Tiéu dé ho so du kién can viét ngin gon, rd rang nhung phai khai quat
dugc ndi dung cuia cac van ban, tai liéu s€ hinh thanh trong qua trinh theo doi, giai
quyét cong vi¢c.

c) SO, ky hiéu ctia ho so bao gom: sb thtr tu dugc (danh bang chir s A rap)
va ky hiéu (bang céc chir viét tit) ctia dé muc 16n. Viée danh sb ho so c¢6 thé ap dung
mot trong hai cach sau: S6 ctia hd so duge danh lién tuc trong toan Danh muc, bat
dau tir s6 01 hodc sd ctia hd so dugce danh lién tuc trong pham vi tirng dé muc 16n,
bat dau tir s6 01.

d) Thoi han bao quéan cua hd so duge xac dinh theo quy dinh hién hanh.

2. Danh muc ho6 so do nguoi ding dau co quan, to6 chuc phé duyét trén co s&
de xuat cuia Van phong hodc Phong Hanh chinh. Danh muc h6 so dugc ban hanh vao
dau nam va gui cac don vi, cd nhan lién quan lam can ct dé 1ap ho so.

3 Canctr phuong 4n 1 dugc lya chon tai Khoan 1 Diéu 22 Nghi dinh nay
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3. Pon vi, ¢ nhan dugc giao nhi¢m vu 1ap Danh muc hd so cua co quan, td
chtrc, don vi c6 trach nhiém cap nhat vao H¢ théng cac dé muc; tiéu dé ho so (du
kién); s6 va ky hi¢u cac dé muc va ho so; thoi han bao quan cua ho so; nguoi lap hd
so theo Danh muc hd so d3 ban hanh.

4. Mau Danh muc ho so duoc thuc hién theo quy dinh tai Phy luc V Nghi dinh
nay.

Piéu 27. Lap hd so

1. Yéu céu ho so duoc lap

a) Phan anh dung chirc nang, nhi¢m vu ctia don vi hoac cta co quan, to chuc;
cac van ban, tai liéu trong mdt ho so phai ¢6 su lién quan chat ché vdi nhau va phan
anh ding trinh tu dién bién cua sy vi¢c hay trinh tu gidi quyét cong vi¢c.

b) Pugc luu gitt, bdo v€, bao quan an toan, nguyén ven va dugc st dung ding
muc dich.

2. M& ho so

Cac ca nhan khi giai quyét cong viéc dugc giao co trach nhiém md ho so vé
cong viéc do theo Danh muc ho so; hodc theo ké hoach cong tac, nhi¢ém vu duoc
giao chu tri (trong trudng hop co quan, t6 chure chua xay dung Danh muc ho so).

3. Thu thap, cap nhat vin ban, tai liéu vao hd so

a) Moi c4 nhan c6 trach nhiém thu thap, cap nhat tAt ca van ban, tai liéu hinh
thanh trong qué trinh theo doi, giai quyét cong viéc vao ho so twrong ing da mo, ké
ca tai liéu phim, anh, ghi am bdo ddm su toan ven, day du cua ho so, tranh bi that
lac;

b) Dbi v6i hd so dién tir

Ca nhan duoc giao nhiém vu giai quyét cong viée xac dinh s6 va ky hiéu ho
so cho van ban di, van ban dén va cac tai liéu lién quan khac trong ho so dién tir nhu:
y kién chi dao, y kién dong gop, bao cao giai trinh va cac ndi dung khac lién quan
trong qué trinh gidi quyét cong viéc.

¢) Truong hop céac hé so khong cé trong Danh muc ho s0, ca nhan dugc giao
nhiém vy giai quyet cong viée ty xac dinh tiéu dé ho so; s6 va ky hiéu ho so; thoi

han bao quan hé so; ché 46 st dung; ngudi 1ap hd so; ngdn ngir va thoi gian bat dau
trong Hé thong.

4. Két thic hd so

a) Ho so duogc két thac khi cong viée da giai quyét xong, nguoi lap hd so c6
trach nhiém ra soat lai toan b van ban, tai liéu c6 trong hd so, hoan thién, két thac
hd so.

b) Pbi voi hd so dién tir, ngudi 1ap hd so c6 trach nhiém cap nhat vao Hé
thong céc thong tin: thoi gian két thic, ghi cha. Viée bién myc hd so dugc thuc hién
bang chuc ning lién két thong tin ctia Hé thong.
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c) Dbi véi ho so gidy, ngudi 1ap hd so danh sé to d6i v6i hd so co thoi han
bdo quan tir 20 nam trd 1€n va viét Muc luc van ban d61 véi hd so ¢é thoi han bao
quan vinh vién.

Diéu 28. Nop lu hd so, tai liéu vao Luu trir co quan

Thoi han ndp luu ho so, tai liéu vao Luu trit co quan

Trong thoi han 01 nam ké tir ngdy cong viéc két thuc, ddi véi tai liéu xay
dung co ban 1a trong thoi han 03 thang ké tir ngay cong trinh duoc quyét toan.

2. Thu tuc ndp luu

a) D6i voi ho so gidy

Khi ndp luu tai liéu phai 1ap hai ban “Muc luc hé so, tai liéu nop luu” va hai

ban “Bién ban giao nhan ho so, tai liéu” theo mau Phy lyc V Nghi dinh nay. Bon vi,
c4 nhan giao ndp tai liéu va Luu trit co quan giit mdi loai mot ban.

b) Ho so dién tir

C4 nhan duoc giao nhiém vu giai quyét cong vige va lap hé so thuc hién nop
Iru ho so dién tir vao Luu trit co quan trénHé thong.

Luu trit co quan c6 trach nhiém kiém tra dé dam bao ho so nhan di va ding
theo Danh muc; lién két chinh xac dir liéu dac ta vai ho so; tiép nhan va dua ho so
veé ché do quan 1y “Ho so luu trit dién to” trong HE thong.

3. HO so, tai liéu ndp luu vao Luu trit co quan phai du thanh phan, ding thoi
han va thyc hién theo trinh tu, thu tuc quy dinh.

Pi¢u 29. Trach nhiém 1ap hd so va ndp luu hd so vao Luru trir co quan

1. Nguoi ding dau co quan, td churc trong pham vi, nhiém vu, quyén han cua
minh c6 trach nhiém quan 1y tai luu trlr cua co quan, to chuc; chi dao, ki€m tra,
hudng dan viéc 1ap ho so va giao ndp ho so, tai liéu vao Luu trit co quan.

2. Trach nhi¢m cua Chanh Van phong, Trudéng phong Hanh chinh, ngudi dugce
giao trach nhiém

a) Tham muu cho nguoi dimg dau co quan, to chire trong viéc chi dao, kiém
tra, hudng dan viéc 1ap ho so va giao ndp ho so, tai liéu vao luu trit co quan doi voi
cac co quan, to chuc cap dudi.

b) T6 chuc thyc hién viéc 1ap ho so va giao ndp ho so, tai liéu vao luu trit tai
co quan, to chirc minh.

3. Trach nhiém cua cac don vi va c4 nhan trong co quan, to chirc

a) Nguoi dung dau cac don vi trong co quan, t6 chirc chiu trach nhiém trude
ngudi ding dau co quan, to chirc vé viée 1ap ho so, bao quan va giao ndp hd so, tai
liéu cuia don vi vao Luu trit co quan.

b) Trong qua trinh theo ddi1, giai quyét cong viéc, moi ca nhan phai 1ap ho so
vé cong vige do.
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¢) Cac don vi va ca nhan trong co quan, t chic c6 trach nhiém giao nop
nhirng ho so, tai liéu duge xac dinh thdi han bao quan tir 05 nam trd 1€n vao Luu triv
co quan trir nhimg ho so, tai lidu sau: Cac hd so nguyén tic dugc dung 1am can cir
dé theo dai, giai quyét cong viéc thudc trach nhiém ctia mdi c4 nhan, duoc ca nhan
gifr va c6 thé tu loai huy khi van ban hét hiéu luc thi hanh; Hb so vé nhiing cong
viéc chua giai quyet xong; Ho so phdi hop giai quyét cong viée (truong hop trung
v6i hod so ctia don vi cha tri); Cac van ban, tai liéu guri dé biét, dé tham khao.

d) Truong hop don vi hodc ¢4 nhan c6 nhu cau gitr lai hd so, tai liéu di dén
han ndp luu dé phuc vu cong viéc thi phai dugc nguoi ding dau co quan, to6 chic
dong y va phai 1ap Danh muc ho so, tai li¢u gitt lai gii Luu trtt co quan. Thoi han
gilr lai ho so, tai li¢u cua don vi, ca nhan khong qua 02 nam ké tir ngay dén han nop
luu.

d) Can b, cong chirc, vién chirc truéc khi nghi huu, thoi viéc hay chuyén
cong tac déu phai ban giao toan bg ho so, tai liéu hinh thanh trong qua trinh cong tac
cho don vi, Luu trit co quan.

Chuong V

QUAN LY, SUDUNG CON DAU VA
THIET BI LUU KHOA Bi MAT

Piéu 30. Quan Iy con diu, thiét bj lvu khoa bi mat

1. Viéc quan 1y con dau va thiét bi luu khoa bi mat trong cong tac van thu
dugc thuc hién theo quy dinh ctia phap luat hién hanh.

2. Con diu va thiét bi luu khoa bi mat cta co quan, to chirc phai duoc ban
giao bang van ban cho van thu co quan quan 1y.

Piéu 31. Sir dung con dau, thiét bi luu khéa bi mat

1. Str dung con dau

a) Dau dong phai 1d rang, ngay ngan, dang chiéu va dung ding myc dau mau
doé theo quy dinh.

b) Khi déng dau 1én chit ky thi ddu dong phai trum 1én khoang 1/3 chit ky vé
phia bén tréi.

~ ¢) Vigc dong dau 1én cac phu luc kem theo van ban chinh do nguoi ky vén ban

quyét dinh va dau duoc dong 1én trang dau, trum lén mot phan tén co quan, t6 chirc
hoac tén cua phu luc.

d) Viéc dong dau giap lai, dong diu noi trén van ban, tai ligu dugc thyc hién
theo quy dinh cua ngudi dimg dau co quan, to chuec.

d) Dau gidp lai duoc dong vao khoang gitta mép phai cua vén ban hodc phu
luc vin ban, tram 1én mot phan céc to gidy; mdi ddu dong tdi da 05 trang vin ban.

2. St dung thiét bi luu khoa bi mat
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Thiét bi luu khda bi mat cua co quan, t6 chirc dugc stir dung dé ky s6 cac van
ban dién tir va ban sao van ban dién tir.
3. Van thu co quan c6 trach nhi€ém

a) Khong giao con déu, thiét bj luu khoa bi mét va chtng thu sb cla co quan,
to chure cho nguoi khac khi chua dugc phép bang van ban cua ngudi c6 tham quyén.

b) Phai truc tiép dong dau, ky sd vao vin ban do co quan, to chirc ban hanh.

¢) Chi dugc dong dau vao van ban do co quan, to chirc ban hanh sau khi da
€O chir ky ctia nguoi c6 tham quyeén.

d) Chi duoc ky s0 cta co quan, td chirc vao van ban da duogc ky so ciia nguoi
c6 tham quyén va ban sao van ban sau khi dugc nguoi c6 tham quyéen duyét.

d) Khong dugce dong dau khdng chi.

4. Viéc dong dau giap lai, dong dau noi trén vin ban gidy, tai liéu chuyén
nganh dugc thuc hién theo quy dinh ctia B truong, Thu trudng co quan quan 1y
nganh, linh vuc.

Chuong VI
QUAN LY CONG TAC VAN THU
Piéu 32. Noi dung quin 1y nha nwéce vé cong tac viin thu
Noi dung quan Iy nha nude vé cong tac van thu bao gdm:

1. X:?l‘y dung, ban hanh va chi dao, huéng dan thuc hién cac vin ban quy pham
phap luat vé cong tac van thu.

2. Quan Iy thdng nhit vé nghiép vu cong tac vin thu.

3. Quan 1y nghién ctru khoa hoc, irng dung khoa hoc va cong nghé trong cong
tac van thu.

4. Quan ly dao tao, boi dudng can bo, cong chirc, vién chirc van thu; quan 1y
cong tac thi dua, khen thudng trong cong tac van thu.

5. Thanh tra, kiém tra, giai quyét khiéu nai, to cao va xir 1y vi pham phap luat
vé cong tac van thu.

6. To chire so két, tong két cong tac van thu.

7. Hop tac qudc té trong cong tac van thu.

Piéu 33. Trach nhiém quan ly cong tac vin thu

1. B4 Noi vu chiu trach nhi¢m trude Chinh phu thuc hién quan ly nha nudce
vé cong tac van thu theo quy dinh.

Cuc Van thu va Luu trit nha nuéc c6 trach nhiém giup B trudng Bo Noi vu
thuc hién quan 1y nha nudc vé cong tac van thu.

2. Trong pham vi nhi¢ém vu, quyén han ctia minh, cac B9, co quan ngang B0,
co quan thugc Chinh phi; co quan Trung wong cua to chirc chinh tri, to chirc chinh
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tri - xa hoi, to chire xa hdi, té chirc xa hoi - nghé nghiép, td chirc kinh té va Uy ban
nhan dan cac cap c6 trach nhiém:

a) Cin ctr quy dinh ctia phap luat, ban hanh va huéng dan thuc hién cac ché
do, quy dinh vé cong tac van thu.

b) Kiém tra viéc thuc hién cac ché do, quy dinh vé cong tac van thu déi voi

cac co quan, t6 chirc thudc pham vi quan Iy cua minh; giai quyet khiéu nai, t6 cao
va xtr 1y vi pham phap luat vé cong tac vin thu theo tham quyén.

¢) T6 chirc, chi dao viéc nghién ctru, tmg dung khoa hoc va cong nghé vao
cong tac van thu.

d) B4 tri kinh phi dé hién dai hoa phuong tién, ha tang ki thuat phuc vu céng
tac van thu.

d) Hoan thién va van hanh hiéu qua hé théng quan ly van ban va diéu hanh
chirc nang quan ly ho so, tai liéu dién tir, dam bao két n6i thong sudt, thuong xuyén,
lién tuc gilra cac co quan, to chuec.

e) T chtrc dao tao, boi dudng can bd, cong churc, vién chuc van thu; quan 1y
cong tac thi dua, khen thuong trong cong tac van thu.

g) T6 chtrc so két, tong két vé cong tac van thu trong pham vi nganh, linh vuc
va dia phuong.

Chuwong VII
TO CHUC THUC HIEN

Piéu 34. Trach nhiém ciia Bo Noi vu

B0 truong B Noi vu co trach nhiém huong dan thyc hién, kiém tra viéc thi
hanh Nghi dinh nay.

Piéu 35. Trach nhiém ciia cac B, Uy ban nhan din cac tinh, thanh pho
truc thugc Trung wong

Cac B¢ truong, Thu trudéng co quan ngang B9, Thu truong co quan thude
Chinh phu, Chu tich iy ban nhan dan cac tinh, thanh pho truc thudéc Trung wong
chiu trach nhi€m thi hanh Nghi dinh nay.

Piéu 36. Hiéu luc thi hanh

Nghi dinh nay c6 hi¢u lyc thi hanh ké tr ngdy thang  nam 2019. Nghi
dinh nay thay thé Nghi dinh s6 110/2004/ND- CP ngay 08 thang 4 nam 2004 cua
Chinh phu vé cong tac van thu va Nghi dinh sO 09/2010/ND-CP ngay 08 thang 02

nim 2010 cua Chinh phu stra d6i, bd sung mot sd diéu cta Nghi dinh sd
110/2004/ND-CP./.

{V];)Zmnll%lig t’:lu: Trung wong Dang; M. (;HiNI-,I PHﬁ
- Thit tuéng, cic PTT Chinh phi; THU TUONG

- Cac B9, co quan ngang BJ;
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co quan thudc Chinh phu;
- HBDND, UBND cac tinh;
thanh phd tryc thudc Trung wong;
- Hoi dong Dan toc va cac UB ciia Qudc hoi;
- Vin phong Tong Bi thu;
- Vin phong Qudc hoi;
- Van phong Chu tich nuédc;
- Van phong Trung wong va cac Ban ctiia Dang;
- Vién Kiém sat nhan dén tdi cao;
- Toa 4n nhan dan tdi cao;
- Kiém toan nha nudc;
- Co quan Trung wong cia cac doan thé;
- Cyc Van thu va Luu trit nha nuéce (10),
- VPCP: BTCN, cac PCN, Trg Iy TTg, TGD Cong
TTDT, cac Vu, Cuc, don vi truc thudc, Cong bio;
- Luu: VT, HC.

Nguyén Xuan Phdc
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Phu lucI

THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH
(Kém theo Nghi dinh s6 .... /20..../ND-CP ngay ... thang ... ndm 20.... cia Chinh phii)

I. QUOC HIEU VA TIEU NGU

1. Qudc higu 1a: “CONG HOA XA HOI CHU NGHIA VIET NAM”. Quoc
hi€éu duoc trinh bay bang chit iI} hoa, cd chir 12 dén 13, ki¢éu chir dung, dam va &
phia trén cung, bén phai trang dau ti€n cua van ban.

2. Tiéu ngit 1a: “Poc 1ap - Tu do - Hanh phuc”. Tiéu ngit duge trinh bay bang
chit in thuong, cd chir tir 13 dén 14, kiéu chir ding, dam va duogc canh gitta dudi
Quéc hiéu; chit cai dau cac cum tir duge viét hoa, gifra cadc cum tur c6 gach ndi (-),
c6 cach chit; phia dudi c6 duong ké ngang, nét lién, ¢ d6 dai bang d6 dai ctia dong
chir.

3. Quéc hiéu va Tiéu ngit duoc trinh bay tai 6 s6 1 Phu luc II Nghi dinh nay.
Hai dong chit Quéc hiéu va Tiéu ngit dugc trinh bay cach nhau dong don.

II. TEN CO QUAN, TO CHUC BAN HANH VAN BAN

1. Tén co quan ban hanh van ban la tén cua co quan hoac chirc danh nha nudc
ciia nguoi cd tham quyén ban hanh van ban can ctr theo quy dinh cua phap luat.

2. Tén co quan, t6 chirc ban hanh van ban bao gom tén cua co quan, t6 chirc
chu quan tryc tiép (néu co) va tén cua co quan, to chirc ban hanh van ban.

a) Pbi v6i cac Bo, co quan ngang B, co quan thudc Chinh phu; Vin phong
Chu tich nudc, Van phong Quéc ho1, HO1 déng dan toc, cac Uy ban cua Quéc ho1
hozc Hoi ddng nhan dan va Uy ban nhan dan cac cap; Poan Pai biéu Qudc hdi tinh,
thanh phd tryc thudc Trung wong, Kiém toan nha nude; Tap doan Kinh té nha nudc,
Tong cong ty 91 khong ghi co quan chil quan.

b) Tén cua co quan, t6 chic ban hanh van ban phai dugc ghi day du hodc dugc
viét tat theo quy dinh tai van ban thanh 1ap, quy dinh chirc nang nhiém vy, quyén han
va co cau to chirc bd may, phé chuan, cap gidy phép hoat dong hodc cong nhén tu
cach phap nhan ctia co quan, to chirc c6 tham quyén.

c) Tén clia co quan, to chirc chu quan truc ‘tiép c6 thé viét tit nhitng cum tir
thong dung nhu Uy ban nhan dan (UBND), Ho1 dong nhan dan (HPND), Vi¢t Nam
(VN).

3. Tén co quan, td chirc ban hanh vin ban du’c,rc,trinh bay tai 6 ) 2‘Ph1,1 luc 11
Nghi dinh nay. Tén co quan, t6 chirc chu quan tryc tiép dugc trinh bay bang chit in
hoa, c& chir 12 dén 13, ki€u chir diing.

Tén co quan, t6 chirc ban hanh vin ban dugc trinh bay bang chir in hoa, c&

chit 12 dén 13, kiéu chit dung, dam, duoc dit canh giita dudi tén co quan, t6 chirc
cht quan; phia dudi c6 duong ké ngang, nét lién, co do dai bang tir 1/3 dén 1/2 do
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dai ciia dong chit va dit can ddi so véi dong chir. Cac dong chit trén dugc trinh bay
cach nhau dong don.

I11. SO, KY HIEU VAN BAN

1. S6 cta van ban 13 sb tht ty van ban do cO quan, t6 chirc ban hénh trong mé:[
nam dugc dang ky tai van thu theo quy dinh. S6 cua van ban dugc ghi bang chir s6
A Rap, bat dau tir so 01 vao ngay 01 thang 01 va két thuc vao ngay 31 thang 12 hang
nam.

2. Ky hi€u cua van ban co tén loai gom chir viét tat tén loai van ban va chir
Vi€t tat tén co quan, to chirc hoac chirc danh nha nudce c6 thdm quyén ban hanh van
ban.

Ky hiéu ciia cong vin bao gom chir Viét te‘it tén co quan, t6 chirc hodc chirc
danh nha nudc ban hanh céng vin va chir viét tit tén don vi (vu, phong, ban, bo
phan) soan thdo. Viéc ghi ky hi¢u cong van do UBND cap tinh, UBND cap huyén
va cac co quan chuyén mén thugc UBND huyén, UBND cap x&@ ban hanh bao gom
chir viét tat tén co quan, to chirc ban hanh cong van va chir viét tat tén linh vuc dugc
gidi quyet trong cong van. Chir viét tat tén co quan, t6 chtrc va cac don Vi trong m01
co quan, t6 chirc hodc linh vuc do co quan, t6 chitc quy dinh cu thé, bao dam ngan
gon, dé hiéu.

Truong hop cac Hoi déng, cac Ban tu van ciia co quan duoc st dung con dau
cua co quan dé ban hanh van ban va Ho1 dong, Ban dugc ghi 1a “co quan” ban hanh
van ban thi phai 1ay s6 ciia Ho1 dong, Ban.

3. S0, ky hi¢u cua van ban dugc trinh bay nhu sau:

Truong hop 01:

a) SO, ky hiéu ctia vin ban duogce trinh by tai 6 s6 3 Phu luc I Nghi dinh nay,
dugc dat canh gitra dudi tén co quan, td chirc ban hanh van ban.

b) T “S6” duge trinh béy,belmg chir in thuong, ky hiéu bépg chir in hoa, co
chir 13, kle}l chir dimg; sau tur “S6” c6 dau hai cham; v6i nhimg s6 nho hon 10 phai
ghi thém s6 0 phia trudc; gitra sO va ky hiéu van ban c6 dau gach chéo (/), gilta cac
nhom chir viét tat trong ky hi€u van ban c6 dau gach ndi (-) khong cach chit.

Truong hop 02:

a) SO, ky hiéu ctia van ban duogc trinh bay tai 6 s 6a Muc II Phu luc II Nghj
dinh nay.

b) Tir “S6” duoce trinh bay bang chit in thuong, ky hiéu chit in hoa, ¢& chit 12,
k1eu chir ding, sau tur “S6 5 c6 dau hai chim; voi nhimg s6 nhoé hon 10 phai ghi thém
s6 0 phia trudc; gitta s6 va ky hiéu van ban c¢6 dau gach chéo (/), gitta cac nhom chir
viét tat trong ky hiéu van ban c6 dau gach ndi (-) khong cach chir

IV. PIA DANH VA THOI GIAN BAN HANH VAN BAN
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1. Pi1a danh ghi trén van ban do co quan nha nudc ¢ trung wong ban hanh la
tén goi chinh thirc cua tinh, thanh phé tryc thude trung wong, noi co quan, td chirc
ban hanh vin ban déng tru so. Dia danh ghi trén vin ban do cac co quan, td chic
nha nudc & dia phuong ban hanh 1a tén goi chinh thirc cua don vi hanh chinh cua co
quan, t6 chtrc ban hanh van ban do.

Pdi véi nhiing don vi hanh chinh dugc dat theo tén nguoi, béng chit s6 hoic
su kién lich st thi phai ghi tén goi day du ctia don vi hanh chinh do.

2. Thoi gian ban hanh van ban

Thot gian ban hanh van ban la ngay, thang, nam van ban dugc ban hanh. Ngay,
thang, ndm ban hanh van ban phai duoc Vlet day du; cac s6 thé hién ngay, thang,
nam dung chit s6 A Rap; d6i v6i nhimg s6 thé hién ngdy nhoé hon 10 va thang 1, 2
phai ghi thém sb 0 phia trudc.

3% Truong hop 01:

Dia danh va thoi gian ban hanh van ban dugc trinh bay trén cung mot dong
voi s0, ky hi¢u van ban, tai 6 s6 4 Phu luc II Nghi dinh nay, béng chir in thuong, co
chir tir 13 dén 14, kiéu chit nghiéng; cac chir cai dau cta dia danh phai viét hoa; sau
dia danh c6 dau phay (,); dia danh va ngay, thang, nim duoc dat dudi & giita, can
d6i so v6i Qudc hiéu va Tiéu ngir.

Truong hop 02:

Dia danh va thoi ‘gian ban hanh van ban duoc trinh be}y tai 6 s6 6b Muc II Phu
lqc IT Nghi dinh nay; bér}g chit in thuong, c& chﬁ:,tir 1%, kiéu chir dirng; cac chir cai
dau cua dia danh phai viét hoa; sau dia danh c6 dau phay (,).

V. TEN LOAI VA TRICH YEU NOQI DUNG VAN BAN

1. Tén loai vin ban 1 tén cta timg loai vin ban do co quan, t6 chirc ban hanh.
Khi ban hanh van ban déu phai ghi tén loai, trir cong vin. Trich yéu noi dung cua
van ban la mot cau ngén gon hodc mot cum tir phan anh khai quat ndi dung chu yéu
ctuia van ban.

2. Tén loai va trich yéu ndi dung cua cac loai van ban c6 ghi té€n loai duoc
trinh bay tai 6 s6 5a Phu luc II Nghi dinh nay.

a) Déi voi van ban c6 tén loai: Tén loai vin ban duge dit canh gitra béng chir
in hoa, ¢& chit 14, kiéu chit ding, ddm. Trich yéu ndi dung van ban dugc dit canh
gitra, ngay dudi tén loai van ban, bang chir in thuong, co chir 14, kiéu chir dung,
dam; bén duéi trich yéu c6 duong ke ngang, net lién, co d6 dai bang tir 1/3 dén 1/2
d6 dai ctia dong chit va dat can ddi so v6i dong chir.

b) P6i voi cong van: Trich yéu ndi dung cong vin duge trinh bay tai 6 ,sé 5b
Phu luc IT Nghi dinh nay, sau chir “V/v” bang chit in thuong, cd chir tir 12 dén 13,

4 Can cir phuong 4n lya chon tai Khoan 1 biéu 23 Nghi dinh nay.
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kiéu chit dimg; dugc dit canh gitta dudi sé va ky hiéu vin ban, cach dong 6pt véi sd
va ky hi¢éu van ban.
VI. NOI DUNG VAN BAN

1. B6 cuc cua van ban: Tuy theo ndi dung, van ban co thé duoc bd cuc nhu
Sau.

a) Phan, chuong, muyc, tiéu muc, diéu, khoan, diém:;
b) Phan, chuong, muc, diéu, khoan, diém;

c¢) Chuong, muc, tiéu muc, diéu, khoan, diém;

d) Chuong, muc, diéu, khoan, diém;

d) Chuong, diéu, khoan, diém;

e) Diéu, khoan, diém;

g) Muc, khoan, diém;

h) Khoan, diém.

2. Phan, chuong, muc, ti€éu muc, di€u trong van ban phai co ti€u dé. Tiéu dé
1a cum tr chi nd1 dung chinh cta phan, chuong, muc, tiéu muc, diéu.

3. N6i dung van ban dugc trinh bay béng chir in thuong, dugc dan déu ca hai
18, kiéu chir dtmg; c& chir tir 13 dén 14; khi xudng dong, chit dau dong 1ui vao tir
lem dén 1,27cm; khoang cach gitta cic doan van dit tdi thiéu 1a 6pt; khoang cach
giita cac dong hay cach dong chon téi thiéu tir cach dong don (single line spacing)
hodc tir 15pt tré 1én; khoang cach t6i da giira cac dong 1a 1,5 lines.

4. Béi voi nhimg van ban co phan cin ctr phap ly dé ban hanh: Can cr ban
hanh vin ban dugc thé hién bang chi i in thuong, kiéu chir nghiéng, ¢ chir 14, trinh
bay duoi phan tén cua véan ban; sau moi cin cr phai xubng dong, cudi dong co dau
cham phay (;), dong cubi cung két thuc bang dau cham (.).

5. Trudong hop ndi dung van ban dugce bo cuc theo phan, chuong, muc, tiéu
muc, di€u, khoan, di€m thi trinh bay nhu sau:

a) Ttr “Phan”, “Chuong” va sO thir ty ciia phan, chuong dugc trinh bay trén
mét dong riéng, canh gitra, bang chit in thuong, & chir tr 13 dén 14, kiéu chit dung,
dam. SO thtr tu cta phan, chuong dung chir s6 La M. Tiéu dé cua phan, chuong
dugc trinh bay ngay dudi, canh giita, bang chit in hoa, c¢& chit tir 13 dén 14, kiéu chit
dirng, dam.

b) Tu “Muc”, “Tiéu muc” va sd thr ty ctia muc, tiéu muc duoc trinh bay trén
mdt dong riéng, canh giita, bang chit in thudng, ¢ chir tir 13 dén 14, kiéu chir dimg,
dam. Sb thir tu ciia muc dung chir s6 A Rap. Ticu dé cua muc duge trinh bay ngay
dudi, canh giita, bang chit in hoa, ¢& chit tir 12 dén 13, kiéu chir dtng dam.

c) Tu “Piéu”, s6 thtr tu va tidu dé cia diéu duoc trinh bay bang chit in thuong,
cach 18 trai tir lem dén 1,27cm, s0 thu tu cua diéu dung chir sO A Rap, sau so thu ty
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c6 dau cham (.); c¢& chir bang ¢& chit ciia phan 10 van tir 13 dén 14, kiéu chit dung,
dam.

d) Sb thir tu cac khoan trong mdi muc dung chir s6 A Rap, sau s6 thir tu ¢
ddu cham (.), ¢ chir s6 bang c& chit cua phan 161 van tir 13 dén 14, kiéu chir ding;
néu khoan co tiéu d¢, so thir tu va tiéu dé cua khoan duoc trinh bay trén mot dong
riéng, bang chit in thuong, c¢& chit bang c¢& chit cia phan 101 van tir 13 dén 14, kiéu
chir dung.

d) Thir ty cac diém trong mdi khoan dung céc chit cai tiéng Viét theo thir tur
bang chir cai tiéng Viét, sau c¢6 dau dong ngodc don, bang chit in thudng, c¢& chir
bang ¢ chir cua phan 10i van tir 13 dén 14, kiéu chit dung.

VI QUYEN HAN, CHUC VU, HQ TEN VA CHU KY, CHU KY SO
CUA NGUOI CO THAM QUYEN

1. Viéc ghi quyén han cua ngudi ky duge thyc hién nhu sau:

a) Truong hop ky thay mat tap thé thi phai ghi chir viét tat “TM.” (thay mat)
vao trudc tén tap thé 1anh dao hoac tén co quan, t6 chuc.

, b) Truong hop ky thay ngudi dimg dau co quan, to chure thi phai ghi chir viét
tat “KT.” (ky thay) vao trude chirc vu cua nguoi ding dau. Truong hop cap pho
dugc giao phu trach thi thyc hién nhu cap pho ky thay cap trudng.

¢) Truong hop ky thira 1énh thi phai ghi chit viét tit “TL.” (thira 1énh) vao
trude chure vu cuia nguoi dung dau co quan, to chirc.

d) Truong hop ky thira uy quyén thi phai ghi chu viét tit “TUQ.” (thira uy
quyén) vao trudc chirc vu ctia nguoi ding dau co quan, to chirc.

2. Chtrc vu cua nguoi ky

Churc vu ghi trén véan ban la chuce vu lanh dao chinh thire cua nguoi ky van
ban trong co quan, to chirc; chi ghi chtrc vu nhu Bo truong (BO truong, Chu nhiém),
Thur truong, Chu tich, Pho Chu tich, Giam dbc, Pho Giam déc, Q. Giam doc (Quyen
Giam déc) .. , khong ghi nhiing chirc vy ma Nha nude khong quy dinh nhu: cap pho
thuong truc, cip pho phu trach, ...; khong ghi lai tén co quan, to chirc, trir cac van
ban lién tich, van ban do hai hay nhléu co quan, té) chtrc ban hanh; viéc ky thtra 1énh,
ky thira uy quyén do céc co quan, t6 chirc quy dinh cu thé bang van ban.

Churc danh ghi trén van ban do cac t6 chure tu van (khong thude co cau t6 chuc
cua co quan dugc quy dinh tai quyét dinh thanh 1ap; quyét dinh quy dinh chtic ning,
nhiém vy, co ciu td chiic cta co quan) ban hanh la chirc danh lanh dao cua nguoi ky
vén ban trong ban hodc hoi dong Déi v6i nhitng ban, hoi dong khong duoc phép sir
dung con diu cua co quan, t6 chirc thi chi ghi chtic danh cia nguoi ky van ban trong
ban hoic hoi dong, khong dugc ghi chirc vu trong co quan, t6 chc.

Chtrc vu (Chte danh) ctia ngudi ky vin ban do hoi dong hodc ban chi dao ciia
Nha nudc ban hanh ma Ianh dao Bé N6i vu lam Trudng ban hodac Pho Trudng ban,
Chu tich hodc Pho Chu tich Hoi dong duogc ghi nhu sau:
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TM. HQOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chur ky/chir ky 5O cua nguoi co tham (Chiur ky/chur ky sO cua nguoi co thAm
quyen, Chir ky/chir ky s6 cua BO Noi vu)  quyén, Chir ky/chit ky s6 ciia B Noi vu)
BO TRUONG BQ NOI VU THU TRUONG NOI VU
Nguyén Vin A Nguyén Vin B

Chtc vy (Chtrc danh) ctia ngudi ky van ban do hoi dong hodc ban ciia B6 Xay
dung ban hanh ma Thir trudng B6 Xay dung lam Chu tich Hoi ddng hodc Trudng
ban, Ianh dao cac Cuc, Vu thudéc Bo Xay dung lam Pho Chu tich Hoi déng hoac Pho
Trudng ban dugc ghi nhu sau:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky/chir ky s6 ciia nguoi c6 tham (Chir ky/chit ky s6 ciia nguoi ¢ tham
quyén, Chir ky/chir ky s6 cua BO Xay dung) quyén, Chit ky/chit ky s6 cua Bo Xay dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BO
Nguyén Vin B Nguyén Vin C

) Ho tén bao gom ho, t€n dém (néu cd) va tén cuia nguoi ky van ban

Pbi v6i van ban hanh chinh, truéc ho tén cia ngudi ky, khong ghi hoc ham,
hoc vi va cac danh hiéu danh du khac. Ddi véi van ban giao dich; van ban cua cac
t6 chuc sy nghiép gido duc, y té, khoa hoc hodc luc lugng vil trang dugc ghi thém
hoc ham, hoc vi, quan ham.

3. Quyeén han, chtrc vu ctia ngudi ky duoc trinh bay tai 6 sé 7a Phu luc I Nghj
dinh nay; chic vu khic ctia ngudi ky duge trinh bay tai 6 sd 7b; cac chit viét tat
quyén han nhu: “TM.”, “KT.”, “TL.”, “TUQ.” hoac quyén han va chtrc vu cia nguoi
ky duoc trinh bay bang chir in hoa, c¢& chir tir 13 dén 14, kiéu chir dimg, dam.

Ho tén clia ngudi ky van ban dugc trinh bay tai 6 s6 7b Phu luc I Nghi dinh nay; bang chir in
thudng, c& chir tir 13 dén 14, kiéu chit dimg, dam, duoc dit canh giita so voi quyén han, chirc vu
cua nguoi ky.

Chir ky, chit ky sd ctia nguoi ¢6 thim quyén duogc trinh bay tai 6 s6 7¢ Phu
luc II Nghi dinh nay.

VIIl. DAU, CHU KY SO CUA CO QUAN, TO CHUC

Dau, chit ky sb ciia co quan, t6 chirc duoc trinh bay tai 6 s6 8 Phu lyc IT Nghi
dinh nay. D6i véi van ban gidy stru dung dau giap lai: dau giap lai dugc dong vao

khoang glu’a mép phai cua van ban hodc phu luc van ban, trum 1én mot phan cac to
gidy; mdi ddu dong tdi da 05 trang van ban.
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IX. NOI NHAN

1. No1 nhan van ban gém: noi nhan dé thyc hién; noi nhan dé kiém tra, giam
sét, bao céo, trao doi cong viée, dé biét; noi nhan dé luu vian ban. Trong cac nhom
Co quan, t6 chtrc nhan vin ban can xac dinh noi nhan van ban dién tir kém vin ban
gidy theo quy dinh.

a) D61 véi nhitng van ban cé ghi tén loai, noi nhan bao gom tir “Noi nhan” va
phan li¢t ké cac co quan, t6 churc, don vi va cd nhan nhan van ban.

b) D61 v61 cong van, noi nhan bao géom hai phan:

Phén tht nhat bao gom tu “Kinh gu’l sau d6 14 tén cac co quan, to chirc hodc
don vi, ¢4 nhan truc tlep giai quyet cong vi¢c;

Phén thtr hai bao gdm tir “Noi nhan”, phia dudi 14 tir “Nhur trén”, tiép theo 1a
tén cac co quan, t6 chirc, don vi va cd nhan co lién quan khac nhan van ban.

2. Noi nhan dugc trinh bay tai 6 s6 9a va 9b Phu luc II Nghi dinh nay.

a) Phan noi nhan tai 6 s6 9b (4p dung chung do6i véi cong van va cac loai van
ban khac) dugc trinh bay nhu sau:

Tu “Noi nhan” dugc trinh bay trén mot dong riéng (ngang hang voi dong chir
“quyén han, chirc vy ctia ngudi ky”” va sat 1é trai), sau c6 ddu hai cham, bang chit in
thuong, c& chir 12, kiéu chir nghiéng, dam;

Phan liét ké cac co quan, td chirc, don vi va c4 nhan nhan vin ban dugc trinh
bay béng chir in thuong, cd chir 11, kiéu chit ding; tén mdi co quan, t6 chuc, don vi
va ¢4 nhan hodc mdi nhom co quan, to chirc, don vi nhan van ban dugc trinh bay
trén mot dong riéng, dau dong co gach dau dong sat 18 trai, cubi dong co dau cham
phay (;); riéng dong cudi ciing bao gdbm chir “Luu” sau co dau hai cham ), tiép theo
1a chir viét tat “VT” (Vin thu co quan, t6 chirc), dau phay, chir viét tat tén don vi
(hodc bd phan) soan thao van ban va so lugng ban luu, cudi cung la dau cham.

b) Tur “Kinh gui” va tén cac co quan, td chirc hodc ca nhan nhan van ban duoc
trinh bay bang chir in thuong, cd chit tir 13 dén 14, ki€u chir ding;

Sau tir “Kinh giri” ¢6 dau hai chim; néu cong van giri cho mot co quan, t6
chtrc hodc mot ca nhan thi tir “Kinh giri” va tén co quan, t6 chirc hodc ca nhan dugc
trinh bay trén cung mot dong; truong hop coéng van gui cho hai co quan, t6 chirc
hodc ¢4 nhan trd 1én thi xuéng dong; tén mdi co quan, to chirc, ca nhan hodc mdi
nhém co quan, to chire, ca nhan dugc trinh bay trén mot dong riéng, dau dong co
gach dau dong, cudi dong c6 dau chdm phay, cudi dong cubi cing c6 dau cham; cac
gach dau dong duoc trinh bay thang hang véi nhau dudi ddu hai cham.

X. CAC THANH PHAN KHAC
1. Phu luc van ban

a) Trudng hop vin ban c6 phu luc kém theo thi trong vin ban phai c6 chi dan
v€ phu luc d@6. Phu luc van ban phai c6 tiéu d¢; van ban co tir hai phu luc trd 1én thi
cac phu luc phai dugc danh s6 thur ty bang chir s6 La Ma.
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b) Tu “Phu lyc” va sd thu tu cia phu luc dugc trinh bay thanh mot dong riéng,
canh gilra, bang chix ip thuong, ¢ chit 14, kiéu chﬁ; ding, dﬁlm; tén phu luc duoc
trinh bay canh gitra, bang chir in hoa, c& chit tir 13 dén 14, kiéu chir dirng, dam.

¢) Trudng hop phu luc va van ban cung mot tép tin: S6 trang phu luc dugc
danh lién ti€p cung v4i van ban.

d) Truong hop phu luc va van ban khong cung tép tin: S trang ctia phu luc
dugc danh so riéng theo tirng phu luc. Trén moi phu luc phai c6 théng tin chi dan
kém theo van ban duoc ban hanh.

Ban hanh kém theo Quyét dinh
S6: 01/QP-VTLTNN

Vi tri thong tin chi din kém theo vin ban: Goc trén, bén phai, trang dau cua
Phu luc. Ky hiéu van ban chit in hoa, cac thong tin khac chir in thuong; c& chir 12,
kiéu chir dimg, cung phong chitr véi ndi1 dung van ban, mau den.

D061 v61 van ban dién tr van thu thuc hién ky s6 cua co quan, t6 chuce. Doi voi
van ban gidy thi van thu cho s6 vao thong tin chi dan kém theo van ban.

d) Hinh thirc thé hién chit ky sd ctia co quan, to chirc trén Phu luc
Vi tri: Sau chit “sb”, truée ky hi¢u cua van ban

Hinh anh: Khong hién thi

Théng tin: S6 cua vin ban.

d) Mau trinh bay phu luc van ban khong cung tép tin v&i van ban dién tir thuc
hién theo mau tai Phu luc III Nghi dinh nay.

2. bia chi co quan, t chirc; dia chi thu dién tur (E-Mail); s6 dién thoai, sb Fax;
dia chi Trang thong tin dién tir (Website).

Céc thanh phﬁn r}éy dugc trinh bay tai 6 s6 14 Phu ’luc II Nghi dinh nay trang
thtr nhat ctia van ban, bang chir in thuong, ¢ chit tir 11 dén 12, ki€u chir dimg, dudi
mot duong ké nét lién kéo dai hét chiéu ngang cua vung trinh bay van ban.

3. Ky hiéu nguoi soan thao vin ban va sb lugng ban phat hanh

Pugc trinh by tai 6 s6 13 Phy luc 11 Nghi dinh nay; ky hiéu bang chit in hoa,
sO luong ban bang chir s6 A Rép, cd chir 11, ki€u chir dung.

4. Dau chi mirc d6 mat

Viéc xac dinh va dong ddu d6 mat (tuyét mat, toi mat hodc mat), ddu thu hoi
doi voi van ban ¢6 ndi dung bi mat nha nude duge thyc hién theo quy ,dinh hién
hanh. Con dau cac d6 mat (TUYET MAT, TOI MAT hodac MAT) va dau thu hoi
dugc khac san theo quy dinh hién hanh. Dau d6 mat duoc dong vao 6 s6 10a, dau
thu hé1 dugc dong vao 6 s6 11 Phu luc IT Nghi dinh nay.
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5. Dau chi mirc d6 khan: Khi soan thao vin ban c¢6 tinh chit khan, don vi hodc
c4 nhan soan thao vin ban dé xuit mirc d6 khan trinh ngudi ky van ban quyét dinh.
Tuy theo muc do can duogc chuyén phat nhanh, van ban dugc xac dinh do khan theo
bdn mire sau: khan, thuong khan, hoa tdc, hoa tdc hen gio;

Con diu cac d6 khan duoc khic sén hinh chit nhat ¢ kich thude 30mm x
8mm, 40mm x 8mm va 20mm x 8mm, trén d6 céc tir “KHAN”, “THUONG KHAN”,
“HOA TOC” va “HOA TOC HEN GIO” trinh bay bang chir in hoa, phong chi
Times New Roman c& chit tir 13 dén 14, kiéu chit dimg, ddm va dit can doi trong
khung hinh chit nhat vién don. D4u d6 khan dugc dong vao 6 s6 10b. Muc dé dong
dau d6 khan dung mau do tuoi.

6. Cac chi dan vé pham vi luu hanh: Dbi v6i nhitng van ban ¢6 pham vi, ddi
tuong dugc phé bién, str dung han ché, sir dung céc chi dan vé pham vi luu hanh nhu
“TRA LAI SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH
NOI BO”. Cac chi dan vé pham vi luu hanh trinh bay tai 6 s6 11 Phu luc II Nghi
dinh nay trinh bay can ddi trong mot khung hinh chit nhat vién don, bang chit in hoa,
phong chir Times New Roman, ¢& chit tir 13 dén 14, kiéu chir dimg, dam.

XI. BAN SAO VAN BAN
1. Thé thic ban sao van ban gidy gébm cac thanh phan:
a) Hinh thuc sao
“SAO Y” hoic “TRICH SAO” hoic “SAO LUC”
b) Tén co quan, t6 chirc sao van ban

c) S6, ky hiéu ban sao bao gbém s6 thtr tu dang ky dugc danh chung cho cac
loai ban sao do co quan, t6 chtrc thyc hién va chir viét tat tén loai ban sao theo Bang
chit viét tat tén loai van ban va ban sao tai Phu luc III Nghi dinh nay. S6 duoc ghi
bang chir s6 A-rap, bat dau tir s6 01 vao ngay dau nam va két thuc vao ngay 31 thang
12 hang nam.

d) bia danh va thoi gian sao van ban;

d) Quyén han, chirc vy, ho tén va chir ky ctia ngudi c6 thAm quyén sao vin ban;
e) Dau, chit ky s6 cta co quan, t6 chiic sao vin ban;

g) Noi nhan

2. K¥ thuat trinh bay béan sao gidy

a) So dd b tri cac thanh phﬁn thé thirc ban sao thuc hién theo Phy luc 11 Nghi dinh nay.
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b) Cac thanh phan thé thirc ban sao duoc trinh bay trén cung mot to gidy (kho
Ad), ngay sau phan cubi cung cua van ban can sao duoc photocopy, dudi mot duong
ké nét lién, kéo dai hét chiéu ngang ctia ving trinh bay van ban.

c) Cac cum tu “SAO Y”, “TRICH SAO”, “SAO LUC” duoc trinh bay bé“lng chit in hoa, c& chir
tr 13 dén 14, kiéu chir dung, dam.

d) C& chit, kiéu chir cua tén co quan, to chirc sao vian ban; sb, ky hi¢u ban sao; dia danh va ngay,
thang, nam sao; chirc vu, ho tén va chit ky ctia ngudi c6 thdm quyén; ddu cua co quan, tb chirc
sao van ban va noi nhan dugc trinh bay theo huéng dan cac thanh phan thé thire tai Muc I1, 111,
IV, VII, VI, IX Phu luc nay.

d) Mau trinh bay ban sao dugc minh hoa tai Phu luc 111 kém theo Nghi dinh nay.

3. Tiéu chuin ctia ban sao dién tur

a) Dinh danh Portable Document Format (.pdf), phién ban 1.4 tr¢ 1én;

b) Anh mau;

¢) Po phan giai tbi thiéu: 200dpi;

d) Ty 18 s6 hoa: 100%
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Phu luc 11

(Trén mét trang gidy khé A4: 210 mm x 297 mm)
(Kém theo Nghi dinh sé ... /20.../NDP-CP ngay ... thang .... nam 20.... ciia Chinh phit)

30-35 mm

20-25| mm 11
2 1
3 4
5b ba
10a 9a
10b 12
6
7a
9%b
b
14

20-25Imm

15-20]mm




Ghi chu:

7a,7h, 7c
8
9a, 9b
10a
10b
11
12
13
14

I1. SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN PIEN TU
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Thanh phan thé thirc vin ban

Qudc hiéu

Tén co quan, t6 chirc ban hanh vin ban

Sd, ky hi¢u cua van ban

Dia danh va ngay, thang, ndm ban hanh van ban
Tén loai va trich yéu noi dung van ban

Trich yéu ndi dung cong vin

Noi dung van ban

Quyén han, chtic vy, ho tén va chit ky ctia ngudi c6 tham quyén
Déu cua co quan, t6 chirc

Noi nhan

Déu chi mirc do mat

Déu chi mure d¢ khan

Dau thu hoi va chi dan vé pham vi luu hanh

Chi dan vé dy thao vin ban

Ky hiéu nguoi soan théao va sd lwong ban phat hanh

bia chi co quan, t6 chirc; dia chi E-Mail; dia chi Website; sd dién thoai, sd

Telex, s0 Fax

(theo truong hgp 2 du thiao Nghi dinh)
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20-25 mm
2 1
3b 3a
7a
4
30-35 mm £
“—
o
N
e
6a, 6b
9
ZO-ZSImm
Ghi chu:
0 s6 Thanh phan thé thirc vin ban
Quéc higu
2 Tén co quan, t6 chtc ban hanh vin ban




3a
3b
4
5a, 5b, 5¢,

6

6a
6b
7a,7b
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Tén loai va trich yéu ndi dung van ban
Trich y€u ndi dung cong van
Noi dung van ban

Quyén han, chirc vu, ho tén va hinh anh chir ky cta nguoi c6 tham quyén

Hinh anh déu cta co quan, t6 chirc

S, ky hiéu cua vin ban

Dia danh ban hanh van ban, thoi gian ky ngudi c6 thim quyén
Noi nhan

Ky hiéu nguoi soan thao va sé luong ban phat hanh

bia chi co quan, t6 chure; dia chi E-Mail; dia chi Website; sd dién thoai, sb
Fax
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111. SO PO BO TRi CAC THANH PHAN THE THUC BAN SAO VAN BAN

A

20-25 mm

PHAN CUOI CUNG CUA VAN BAN PUQC SAO

2 1
3 4
30-35 mm E
> “—
o
N
aI
5a
7
6 ) 5¢
5b
ZO-ZSImm
Ghi cha:
O s6 Thanh phén thé thirc ban sao
1 Hinh thirc sao: “sao y”, “trich sao” hodc “sao luc”
2 Tén co quan, tb chirc sao van ban
3 S, ky hiéu ban sao
4 Dia danh va ngay, thang, ndm sao
5a, 5b, 5¢ Chtre vu, ho tén va chit ky cia ngudi co tham quyén

Dau cua co quan, t6 chirc

Noi nhan
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Phu luc 111

BANG CHU VIET TAT VA MAU TRINH BAY VAN BAN,
BAN SAO VAN BAN
(Kém theo Nghi dinh s6 .... /20.../ND-CP ngay ... thang .... ndam 20.... cia Chinh phiy)

I.BANG CHU VIET TAT TEN LOAI VAN BAN HANH CHINH

Stt | Tén loai van ban hanh chinh Chir viét tat
1. | Nghi quyét (ca biét) NQ
2. | Quyét dinh (ca biét) Qb
3. | Chi thi (ca biét) CT
4. | Quyché QC
5. Quy dinh Qyb
6. Théng cao TC
7. Thbng bao TB
8. Huéng dan HD
9. Chuong trinh CTr
10. | Kéhoach KH
11. | Phuong an PA
12. | Péan PA
13. | Dy éan DA
14. | Béocéo BC
15. | Bién ban BB
16. | Totrinh TTr
17. | Cbngvan
18. | Cong dién Cb
19. | Gidy uy quyén uQ
20. | Gidy moi GM
21. | Giay gi6i thiéu GGT
22. | Giy nghi phép GNP
23. | Phiéu gui PG
24. | Phiéu chuyén PC
25. | Thu cong

Ban sao van ban

Béansaoy SY
2. Ban trich sao TS
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Stt | Tén loai vin ban hanh chinh Chir viét tat

3. Ban sao luc SL

II. MAU TRINH BAY VAN BAN HANH CHINH

1. Miu trinh bay viin ban hanh chinh

Mau 1.1 - Nghi quyét (ca biét)

Mau 1.1.1 - Nghi quyét (c4 biét) cia Thudng truc HDND
Mau 1.1.2 - Nghi quyét cua Hoi ddng quan tri

Mau 1.2 - Quyét dinh (ca biét) (quy dinh truc tiép)
Miu 1.3 - Quyét dinh (ca biét) (quy dinh gian tiép)
Mau 1.4 - Vin ban c6 tén loai khac

Mau 1.5 - Congvin

Miu 1.6 - Quyét dinh (ca biét) (quy dinh truc tiép) ctia Thuong truc HDND
Mau 1.7 - Vin ban c6 tén loai ciia cac Ban HDND
Maiu 1.8 - Vin ban ¢6 tén loai ciia Poan Pai biéu Quéc ho1
Mau 1.9 - Céngdién

Mau 1.10 - Gidy moi

Mau 1.11 - Gidy gidi thiéu

Mau 1.12 - Bién ban

Mau 1.13 - Gidy nghi phép

Mau 1.14 - Phiéu chuyén

Mau 1.15 - Phiéu gui

Mau 1.16 - Thu cong

2. Mau trinh bay ban sao vin ban

Mau 2.1 - Ban sao van ban

3. Mau trinh bay phu luc vin ban

Miu3.1 - Phuluc
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MAu 1.1 - Nghi quyét (ca biét)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc 1ap - Tw do - Hanh phuc
Sé: INO-...(3)... wi(4)..., ngay thang  nam 20....
NGHI QUYET
N (<) [

Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu bieéu.....;

- Luu: VT, .(7). Axx(8). (Chiz ky, daw)

Ho va tén

Ghi cha:

(1) Tén co quan, td chirc chu quan truc tiép (néu co).

(2) Tén co quan, to chtrc ban hanh nghi quyét.

(3) Chir viét tat tén co quan, to chirc ban hanh nghi quyét.
(4) bia danh.

(5) Trich yéu ndi dung nghi quyét.
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(6) Noi dung nghj quyét.
(7) Chix viét tit tén don vi soan thao vin ban va sb lugng ban luu (néu cﬁn).

(8) Ky hiéu ngudi soan thao, nhan ban va sb luong ban phat hanh (néu can).

MAu 1.1.1 - Nghi quyét (ca biét) ciia Thuong truc HDND

HOI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
(D). Déc lap - Tw do - Hanh phuc
Sé: /NQ-HDND w.(2)..., ngay thang  nam 20....
NGHI QUYET
(<)

THUONG TRUC HQOI PONG NHAN DAN ... (1) ...
Can civ Ludt Té chire Chinh quyén dia phiong ngay 19 thang 6 nam 2015;

CAN CUE oo (4)
QUYET NGHI:
57 T2T I8 DR (5)-eeeeeeeeeeeeee et
DHBU 1ov oottt ettt n ettt ee et
..................................................................................................................... /.
Noi nhgn: TM. THUONG TRUC HDND
- Nhu biéu.....; CHU TICH (6)

- Luu: VT, ...(7). A.xx(8). (Chi Iy ddu)

Ho va tén

Ghi chu:

(1) Tén tinh, thanh phé truc thudc Trung wong (tén thi xa, thanh phé thudc tinh; tén xa, thi trén).
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(2) bia danh.

(3) Trich yéu ndi dung nghi quyét.

(4) Cac can ctr khac dé ban hanh nghi quyét.
(5) Noi dung nghi quyét.

(6) Chirc vu ctia nguoi ky, truong hgp Pho Chu tich dugce giao ky thay Chu tich thi ghi chir viét
tat “KT.” vao trude chirc vu Chu tich, bén dudi ghi chiic vu cia ngudi ky (Phé Chu tich).

(7) Chir viét tit tén don vi soan thao va sb luong ban luu (néu can).

(8) Ky hiéu ngudi soan thao, nhan ban va s6 lugng ban phat hanh (néu can).
Mau 1.1.2 - Nghi quyét cua Hoi dong quan tri

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) DPéc 1ap - Tw do - Hanh phuc
Sé: /NQ-...(3)... (4)..., ngdy  thang  nam 20....
NGHI QUYET
)
HOI PONG QUAN TRI ... (2) ..
(7173 :
(@777 1o T
QUYET NGHI:
57 T2T I8 DR (B)-veeeeeeeeeeeee e,
DHBU cve oottt ettt ettt ettt ettt ettt ettt en s
..................................................................................................................... /.
Noi nhin: TM. HOI PONG QUAN TRI
- Nhu Dleu.-..; CHU TICH )
T eirisssssasasaas y (Chf/? k_);, ddu)

- Luu: VT, ...(8). A.xx(9).

Ho va tén

Ghi cha:

1) Tén co quan, to chirc cht quan tryc tiép (néu c6) hodc Cong ty me (néu can).

(2) Tén co quan, to chtrc ban hanh nghi quyét.
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(3) Chir viét tat tén co quan, to chirc ban hanh nghi quyét.
(4) bia danh.

(5) Trich yéu ndi dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chirc vy ctia nguoi ky, truong hop Pho Chu tich duge giao ky thay Chu tich thi ghi chix viét
tat “KT.” vao trudc chirc vu Chu tich, bén dudi ghi chirc vu cua nguoi ky (Pho Chu tich).

(8) Chir viét tat tén don vi soan thao vin ban va s luong ban luu (néu can).

(9) Ky hiéu ngudi soan thao, nhan ban va sé lugng ban phat hanh (néu can).

Miu 1.2 - Quyét dinh (quy dinh truc tiép)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) DPoc lap - Tw do - Hanh phic
S6: (3) /OD-..(4)... e, 5)....... , ngay thang  nam 20...
QUYET PINH
Ve viéc ..., (O )

CaN CUE oo () SRR ;
CAN CUE oo, (9) vt ;
Xét dé FUGRT CUG ..ot et ,
QUYET PINH:
Picu l. ..., (0
DHCU cue vt e et e e e e e e et et e e et et et et et et et e e et e e et et e e et et et et e e et et e e e areens
..................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (11)
- Nhu biéu....; ’
= rrrerenn ; (Chit ky, dau)

- Luu: VT, ...(12). A.xx(13). Ho va tén

Ghi chu:

(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).
(2) Tén co quan, t6 chiic hodc chirc danh nha nuéc ban hanh quyét dinh.

(3) Déi v6i quyét dinh cé biét, khong ghi ndm ban hanh giita s6 va ky hiéu ciia van ban.
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(4) Chir viét tat tén co quan, to chirc hoic chitc danh nha nudc ban hanh quyét dinh.

(5) bia danh.

(6) Trich yéu noi dung quyét dinh.

(7) Néu thdm quyén ban hanh quyét dinh thudc vé ngudi ding diu co quan, t(*')’chfrc thi ghi chuic
vu cua nguoi ding dau (vi du: Bo truong B9..., Cuc truong Cyc..., Giam doc..., Vién truong
Vién..., Chu tich...); néu thAm quyén ban hanh quyet dinh thudc vé tap thé lanh dao hoac co quan,

t6 chuc thi ghi tén tap thé hodc tén co quan, t6 chirc d6 (vi du: Ban thudng vu..., Hoi dong..., Uy
ban nhan dan...).

(8) Néu cac can ctr truc tiép dé ban hanh quyét dinh (vin ban thanh 1ap, quy dinh chirc ning,
nhiém vy, quyén han cta co quan, té chtc).

(9) Cac van ban phap 1y lién quan truc tiép dén van dé giai quyét trong noi dung quyét dinh.
(10) N6i dung quyét dinh.

(11) Quyén han, chtrc vu cua nguoi ky nhu B trudng, Cuc trudng, Giam dbc, Vién truéng v.v...;
truong hop ky thay mit tap thé lanh dao thi ghi chit viét tat “TM.” vio trudc tén co quan, to chirc
hodc tén tap thé lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thuong vu, TM. Hoi d@)ng. K
truong hop cip pho duoc giao ky thay nguoi dimg dau co quan thi ghi chir viét tat “KT.” vao
trude chirc vu ctia ngudi dimg dau, bén dudi ghi chirc vu ctia ngudi ky vin ban; cac truong hop
khac thuc hién theo huéng dan tai Khoan 1, Diéu 12 ctiia Thong tu nay.

(12) Chir viét tit tén don vi soan thao va sb luong ban luu (néu can).

(13) Ky hiéu nguoi soan thao, nhan ban va sd lwong ban phat hanh (néu can).

MAu 1.3 - Quyét dinh (quy dinh gian tiép)

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc 1ap - Tu do - Hanh phuc
Sé: /QP-...3)... .. I ngay  thang  nam 20...
QUYET PINH
Ban hanh (Phé duyét) .......... () J .

(@777 Wy
Xét dé FUGRE CUGQ ..ottt ,
QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ...... (5) .coovvrververvnnn.
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..................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (8)
- Nhu Diéu....;
e (Chir ky, ddu)
- Luu: VT, . (9) A.xx(10). Ho va tén
Ghi cha:

(*) Mau nay ap dung dbi v6i cac quyét dinh (c4 biét) ban hanh hay phe duyét mot van ban
khac nhu quy ché, quy dinh, chuong trinh, ké hoach, dé an, phuong an..

(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).

(2) Tén co quan, t6 chic hodc chirc danh nha nudc ban hanh quyét dinh.

(3) Chir viét tit tén co quan, to chirc hodc chirc danh nha nudc ban hanh quyét dinh.

(4) bia danh.

(5) Trich yéu ndi dung quyét dinh.

(6) Néu thim quyén ban hanh quyét dinh thudc vé nguoi dimg dau co quan, t6 chuc thi ghi

chirc vu ctia nguoi dung dau (vi d},l: B6 truong BY..., Cuc truong Cuc..., Giam doc..., Vién

truong Vién..., 7Ch1”1 tich...); néu tham guyén ban hanh qu){ét dinh thudc vé tap thé lanh dao

hodc co quan, to chire thi ghi tén tap thé hoac tén co quan, t6 chirc d6 (vi du: Ban thuong vu...,

Hoi dong..., Uy ban nhan dan...).

(7) Néu céc cin cir tryc tiép dé ban hanh quyét dinh (nhu ghi chii & mau 1.2).

(8) Quyén han, chtic vu cta ngudi ky nhu Bo truong, Cuc truong, Giam dbc, Vién truong
; truong hop ky thay mat tap thé lanh dao thi ghi chit viét tat “TM.” vao trudc tén co

quan t6 chirc hodc tén tap thé lanh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thuong vu,

TM. Hoi dong...); truong hop cép phé dugce giao ky thay nguoi ding dau co quan thi ghi chir

viét tat “KT.” vao trude chirc vu cua nguoi dung dau, bén dudi ghi chire vu cua nguoi ky van

ban; cac trudong hop khac thyc hién theo hudng dan tai Khodn 1, Biéu 12 ctia Thong tu nay.

(9) Chir viét tat tén don vi soan thao va s6 lwong ban luu (néu can).

(10) Ky hiéu nguoi soan thao, nhan ban va sO lwgng ban phat hanh (néu can).

Mau vin ban (ban hanh kém theo quyét dinh) )

TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Pic 1ap - Ty do - Hanh phic
TEN LOAI VAN BAN
.............................. )
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ngay ... thang ... nam 20... cua ........... )
Chuong I
QUY DINH CHUNG

DIBU 1 oo
"""" DI 2. sttt
Chu’(mg ................................................

L .................................
Chu’o’ng ................................................

DIBU ottt
"""" DI ettt

QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, ddu)

Nguyén Viin A

Ghi cha:
(*) Mﬁu nay ap dung ddi voi cac van ban dugc ban hanh kém theo quyét dinh (cé biét), bd cuc
c6 thé bao gdom chuong, muc, diéu, khoan, diém.

(1) Trich yéu ndi dung ctia vin ban.
Mau 1.4 - Vin ban ¢é tén loai khac ¢

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) DPéc lap - Tu do - Hanh phic

Sb: [ooi(@)erme(B)eee e (5) .....,ngdy  thang  nam 20...
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TEN LOAI VAN BAN (6)
............................ (0 Y,
...................................................... (8) 1ot eeeeee ettt
................................................................................................. /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (9)

S - (Chit ky, ddu)
- Luu: VT, . (10) A.xx(11).
Ho va tén

Ghi cha:

(*) Mau nay 4p dung chung ddi v6i da sb cac hinh thirc van ban hanh chinh c6 ghi tén loai cu
the nhu: chi thi (ca biét), to trinh, thong bdo, chuong trinh, ké hoach dé an, bao cao, quy dinh
.. Riéng ddi vai to trinh c6 thé thém thanh phan “kinh gii” & vi tri 9a.

(1) Tén co quan, t6 chirc chi quan truc tiép (néu co).

(2) Tén co quan, t6 chtrc hodc chirc danh nha nuéc ban hanh vin ban.

(3) Chir viét tat tén loai vin ban.

(4) Chir viét tit tén co quan, t6 chtrc hodc chirc danh nha nuée ban hanh vian ban.
(5) bia danh.

(6) Tén loai van ban: chi thi (c4 bi€t), to trinh, thong bao, chuong trinh, ké hoach, dé an, phuong
an, bdo cao v.v...
(7) Trich yéu ndi dung vin ban.
(8) No6i dung van ban.
(9) Ghi quyén han, chirc vy cta nguoi ky nhu B truong, Cyc truong, Giam dbc, Vién truong
v...; truong hop ky thay mat tap the lanh dao thi ghi chix viét tat “TM” vao trude tén co quan,

to chirc hodc tén tap thé lanh dao (vi du: TM. Uy ban nhan giﬁn, TM. Ban thuong vu, T,M. Hoi
dong...); néu nguoi ky van ban la cap pho cia nguoi ding dau co quan thi ghi chir viet tat “KT”
vao trudce chue vu cua nguoi dimg dau, bén dudi ghi chire vu cua nguoi ky van ban; cac truong
hop khéc thuc hién theo hudng dan tai Khoan 1, Diéu 12 ctia Thong tu nay.
(10) Chix viét tit tén don vi soan thao va sd luong ban Iuu (néu can).
(11) Ky hiéu nguoi soan thao, nhan ban va sd lugng ban phat hanh (néu can).

Mau 1.5 - Cong vian
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TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap - Tu do - Hanh phiic

Sé: [ ermee(@)er e, ) ......, ngay  thang  nam 20...

V/iv.. (6)...........

Kinh gtri

................................................ €0 YT
................................................................................................. /.
Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY(8)
- Nhu trén ;

e o), AR() (Chit ky, daw)

Ho va tén

S6 XX phé Trang Tién, quan Hoan Kiém, Ha Nbi
DT: (043) XXXXXXX, Fax: (043) XXXXXXX

E-Mail: ....ccooovviiiiee. Website: .........coooeiiiiiiinn (11)

Ghi chu:

(1) Tén co quan, td chirc chu quan truc tiép (néu co).

(2) Tén co quan, t6 chiic hodc chitc danh nha nuéc ban hanh cong van.

(3) Chir viét tat tén co quan, to chirc hodc chitc danh nha nuéc ban hanh céng van.

(4) Chir viét tat tén don vi (Vu, phong, ban, t6, bd phan chiic ning) soan thao cong vin.

(5) bia danh.

(6) Trich yéu ndi dung cong van.

(7) Noi dung cong van.

(8) Ghi quyén han, chtic vu cta nguoi ky nhu B truong, Cuc truong, Gidm ddc, Vién truong
v.v...; truong hop ky thay mat tap the lanh dao thi ghi chir viét tat “TM” trudc tén co quan, to
cl}ﬁc hoac,tén tap thé lanh dao, vi glu: TM. Uy ban nhan d'f"m, TM. Banﬂ thuong vy, TM. H(f?i
dong...; néu nguoi ky cong van 1a cap pho ciia nguoi ding dau co quan, t6 chire thi ghi chir viet
tat “KT” vao trude chirc vu cua nguoi ding dau, bén dudi ghi chirc vu cua nguoi ky cong van;
cac truong hop khac thyc hién theo hudng dan tai Khoan 1, Biéu 12 cia Thong tu nay.

(9) Chir viét tit tén don vi soan thao va sé lugng ban luu (néu cén).

(10) Ky hiéu ngudi soan théo, nhin ban va sb lugng ban phat hanh (néu can).
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(11) bia chi co quan, t6 churc; s6 dién thoai, sb Telex, sé Fax; dia chi E-Mail; Website (néu
can).

* Néu noi nhan (kinh gtri) 13 nhimg chirc danh, chitc vu cao cép ctia Nha nuée, thi phan noi
nhan khong ghi “nhu trén” ma ghi truc tiép nhitng chure danh, chtrc vu ay vao.

MAu 1.6 - Quyét dinh (ca biét) ciia Thuong trwe Hoi ddng nhin dan

HOI PONG NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
(1) ... Poc 13p - Tw do - Hanh phuc
S: ....(2)..../Qb-HPND oii()e, NQAY  thdng nam 20...
QUYET PINH
Ve ovvneennnn (4) oerreenerneenn

THUONG TRUC HQI PONG NHAN DAN ...(1) ...
Can cir Ludt Té chirc chinh quyén dia phirong ngay 19 thang 6 nam 2015;

QUYET PINH:
Pibule oo, (B) e
DU cee e,
....................... /.
Noi nhgn: TM. THUONG TRU'C HDND (7)
- Nhu biéu....; CHU TICH (8)
(Chit ky va dau HPND)

- Luu: VT,. ..(9)....A.xx(10). Ho va tén

Ghi chu:

(1) Tén tinh, thanh phd truc thudc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; x4, thi tran.
(2) S6 tht ty dang ky quyét dinh ciia Hoi ddng nhan dan.

(3) bia danh.

(4) Trich yéu ndi dung quyét dinh.

(5) Cac can ctr khac ap dung dé ban hanh quyét dinh.

(6) Noi dung quyét dinh.

(7) Tham quyén ky van ban.

(8) Néu Pho Chu tich ky thi ghi: KT. CHU TICH
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PHO CHU TICH
Néu Uy vién Thuong truc ky thi ghi: KT. CHU TICH
UY VIEN THUONG TRUC

(9) Chir viét tit tén don vi soan thao va sd lugng ban luu (néu cé‘m).

(10) Ky hiéu nguoi soan thao, nhan ban va sb luong ban phat hanh (néu can).
Mau 1.7 - Van ban c¢6 tén loai ctiia cac Ban Héi dong nhan dan

HOQI PONG NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
e (1) . Doc lap - Tu do - Hanh phic
Sb: ...(2).../...(3)...-HDND w(4)..., ngay  thang  nam 20...
TEN LOAI VAN BAN
.............. (5) 0000000000 OLOIOOIO
......................................... (B) et
.......................................................... /.

Noi nhén: TM. BAN KINH TE NGAN SACH
S : TRUONG BAN (7)
et ; (Chik ky va dau HPND)
- Luu: VT..
..(8)...A.xx(9).

Ho va tén

Ghi cha:

@) T§n tinh, thanh phé true thudc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; xa, phuong,
thi tran.

(2) S thir ty dang ky van ban ciia Hoi dong nhan dan.

(3) Chir viét tit tén loai van ban.

(4) bia danh.

(5) Trich yéu ndi dung van ban.

(6) Noi dung van ban.
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(7) Néu Pho Trudng ban ky thi ghi: KT. TRUONG BAN
PHO TRUONG BAN
(8) Chir viét tit tén Ban soan thao va s6 luong ban luu (néu can).
(9) Ky hiéu ngudi soan thao, nhin ban va sb luong ban phat hanh (néu can).

(MAu nay dung chung cho tit ca cac loai vin ban c6 tén loai do cac Ban cua Hoi dong nhan dan
ban hanh).
Mau 1.8 - Van ban c6 tén loai ciia Doan DPai biéu Quoc hoi

POAN PAI BIEU QUOC HOI CONG HOA XA HQI CHU NGHIA VIET NAM

. (1) ... Poc lap - Ty do - Hanh phic
Sb: ........./...(2)...-DPPBQH w(3)..ns, ngay  thang  nam 20...
TEN LOAI VAN BAN
.................... (4) coveeeennececnnnones

........................................... (5 TS
.
Noi nhén: TM. POAN DPAI BIEU QUOC HOI (6)
i ; ‘ TRUO’NG POAN (7)
T e, 5 (Chﬁ’ k_)}, dd’u BBBQI{)

- Luu: VT, ...(8)...A.xx(9).

Ho va tén

Ghi chu:

(1) Tén tinh, thanh phé truc thuéc Trung wong.
(2) Chir viét tat tén loai van ban

(3) bia danh.

(4) Trich yéu ndi dung vin ban.

(5) Noi dung van ban.

(6) Tham quyén ky van ban. Néu Truong DPoan ky v6i tham quyén riéng thi khong co dong quyén
han.

(7) Néu Pho Trudng doan ky thi ghi: KT. TRUONG POAN
PHO TRUONG POAN

(8) Chit viét tit tén don vi soan thao va s6 lwong ban luu (néu can).
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(9) Ky hiéu ngudi soan thao, sd luong ban phat hanh (néu can).

(Mau nay dung chung cho tat ca cac loai van ban c6 tén loai ctia Poan Pai biéu Quoc hoi).

Miu 1.9 - Cong dién

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap - Tu do - Hanh phiic
S6: cb-..(3).. .. (4)......., ngAy thang  nim 20....
CONG PIEN
............... (5) cereernreennn
..................... (6) dién

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

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

----------------------------------------------------------------------------------------------------

...................................................................................... /.
Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
R (Chit ky, déu)
- Luu: VT,

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).

(2) Tén co quan, td chirc hodc chirc danh nha nuéc ban hanh cong dién.

(3) Chir viét tit tén co quan, t6 chuc hodc chtc danh nha nude ban hanh cong dién.
(4) bia danh.

(5) Trich yéu néi dung dién.

(6) Tén co quan, td chirc hodc chirc danh ctia nguoi ding dau.

(7) Tén co quan, t6 chirc nhan dién.

(8) Noi dung dién.

(9) Chir viét tit tén don vi soan thao va sé luong ban Iuu (néu can).
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(10) Ky hiéu nguoi soan thao, nhan ban va sé luong ban phat hanh (néu can).

Mau 1.10 - Gidy moi

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc lap - Tw do - Hanh phuc
Sé: /GM-..(3)... 4....., ngay thang  nim 20.....
GIAY MOI
........................................ () NPT
.............................. (2 ..cevvviiinnnnnn.... tran trong kinh moi:
Ong (ba) ..oovviiiiiiii e () IR
TR AU, [0 YOO
ThOT IAN: L e e e
DA QI .o
.................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
R (Chit ky, déu)

- Luu: VT, ...(8)...Axx(9).

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc cht quan truc tiép (néu co).

(2) Tén co quan, t6 chirc ban hanh gidy moi.

(3) Chir viét tit tén co quan, to chirc ban hanh gidy moi.

(4) bia danh.

(5) Trich yéu ndi dung cudc hop.

(6) Tén co quan, td chire hodc ho va tén, chirc vy, don vi cong tac cua nguoi dugc moi.
(7) Tén (ndi dung) cuia cudc hop, hoi thao, hoi nghi v.v...

(8) Chir viét tit tén don vi soan thao va sb lugng ban luu (néu can).

(9) Ky hi€u ngudi soan thao, nhan ban va sO lwong ban phéat hanh (néu can).
Mau 1.11 - Giay giéi thi¢u
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TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc lap - Tw do - Hanh phiic
Sé: /GGT-.(3).. e (4)e,ngdy  thang  nim 20....
GIAY GIOI THIEU

.............................. (2)e.iiiiiiiiinin..... tran trong gidi thidu:
ong(ba) ..o, (5) e
ClC VU o
Puoc cir dén: ..ooooiviiieei () T
N VA, e,

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

Pé nghi Quy co quan tao diéu kién dé 6ng (ba) c6 tén & trén hoan thanh nhiém

vu.
Gidy nay ¢ gid tri dén hét ngAY ..........covviiiiiieeiiieeiiie e, /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu trén;
- Luu: VT.

(Chit k¥, déu)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).

(2) Tén co quan, t6 chtrc ban hanh van ban (cip gidy gi6i thiéu).

(3) Chit viét tat tén co quan, to chirc ban hanh vin ban.

(4) bia danh.

(5) Ho va tén, chtrc vu va don vi cong tac ciia nguoi dugce gidi thigu.

(6) Tén co quan, to chirc dugc gidi thidu téi 1am viéc.

Mau 1.12 - Bién ban

TEN CO QUAN, TCCHUQUAN (1) NG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc 1ip - Ty do - Hanh phiic

S6:  /BB-...(3)...

BIEN BAN
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cereee (4) veeree e

Thoi gian bat dAu: .........coeoeeeeieei,

Piadiém: ...

Thanh phan tham du: ......oooviie e,
Chu tri (chu toa)
Thu ky (nguoi ghi bién ban)

Cudc hop (hoi nghi, hdi thao) két thac vao .... gio ...., ngay .... thang
nam..... /.

THU KY CHU TOA
(Chit k) (Chir ky, dau (néu cd))
®)
Ho va tén Ho va tén
Noi nhgn:

- Luu: VT, hd so.

Ghi chu:

(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh vin ban.

(3) Chir viét tit tén co quan, to chirc ban hanh vin ban.
(4) Tén cudc hop hodc hoi nghi, hdi thao.

(5) Ghi chirc vu chinh quyén (néu can).

Mau 1.13 - Giay nghi phép

TEN CO QUAN, TC CHUQUAN (1)  CQNG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap - Tw do - Hanh phic

Sb: IGNP-...(3)... e 4)....., ngay thing  nim 20....
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GIAY NGHI PHEP

Xét bon xin nghi phép ngay ................. cua ong (ba) ...............

.................................... (2)e.oeeieeeennn.. ... clp cho

Ong ba): covvviiiiiiiie (5) e

Chuc vu
~ Nghiphépnam ............. trong thoi gian: ......... ,ké trngdy ........... dén

hétngay ............... 17 ) S (0

Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
(D)o
- Luu: VT,...(8).... (Chit ky, ddu)

Ho va tén

Xdc nhdn cia co quan (t6 chirc) hodc
chinh quyén dia phuwong noi nghi phép

(Chit ky, dau)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc cht quan truc tiép (néu co).

(2) Tén co quan, t6 chirc cap gidy nghi phép.

(3) Chir viét tit tén co quan, td chirc cip gidy nghi phép.

(4) bia danh.

(5) Ho va tén, chtic vu va don vi cong tac ctia ngudi dugc cip gidy phép.
(6) Noi nghi phép.

(7) Nguoi duge cap gidy nghi phép.

(8) Chir viét tit tén don vi soan thao va sé luong ban luu (néu can).
Mau 1.14 - Phiéu chuyén

TEN CO QUAN, TC CHUQUAN (1)  CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc 1ap - Tu do - Hanh phiic

Sé: /PC-...(3)... e 4#....., ngay thing  nam 20....
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PHIEU CHUYEN

Kinh chuyén .........cc.cooevevueniiin, () I xem x¢ét, giai quyét./
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- (8).

(Chir ky, ddu)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc cht quan truc tiép (néu co).

(2) Tén co quan, t6 chtrc ban hanh phiéu chuyén.

(3) Chir viét tat tén co quan, to chirc ban hanh phiéu chuyén.
(4) bia danh.

(5) Néu cu thé: don, thu cua ca nhan, tap thé hodc van ban, tai li€u cua co quan, té chirc nao, vé
van dé hay ndi dung gi.

(6) Ly do chuyén.
(7) Tén co quan, t6 chirc nhan phiéu chuyén van ban, tai liéu.

(8) Thong thuong, phiéu chuyén khong can luu nhung phai dugc vao sb dang ky tai van thu co
quan, to chirc dé theo ddi, kiém tra.

Mau 1.15 - Phiéu giri

TEN CO QUAN, TC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc lap - Tw do - Hanh phiic
Sé: /PG-...(3)... wes(4)e, ngdy  thang  nim 20...



2.
Sau khi nhan duoc, &é nghj ............ ((O) P guri lai phiéu nay cho ......
........................ () Y
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
S () T
- (7). (Chit ky, ddu)
...(8).., ngay...thang ....nam....
Nguwoi nhan Ho va tén
(Chir ky)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc cht quan truc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh phiéu giri.
(3) Chir viét tit tén co quan, to chirc ban hanh phiéu giri.
(4) bia danh.
(5) Liét ké cu thé cac van ban, tai liéu dugc giri kém theo phiéu giri.
(6) Tén co quan to chirc nhan phiéu giri va van ban, tai lidu.
(7) Phiéu gui khong can luu nhung phai dugc vao so diang ky tai VT co quan, t6 chiic dé
theo doi, kiém tra.
(8) Dia danh noi co quan, 6 chirc nhdn phiéu giri va van ban, tai ligu dong try so.
Mau 1.16 - Thu cong

TEN CO QUAN, TO CHUC (1) CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

(6)
.......... 2) ..., ngay thang  nam 20...

TEN LOAI THU CONG (3)



CHUC VU CUA NGUOI GUI THU
(Chit ky)

Ho va tén

Ghi cha:

(1) Tén co quan, to chirc noi cong tac ctia ngudi ban hanh Thu cong.

(2) bia danh.

(3) Tén loai thu cong (Thu chiic ming, Thu khen, Thu thim héi, Thu chia budn).
(4) Trich yéu ndi dung Thu cong.

(5) Noi dung Thu cong.

(6) Logo ctia co quan, t6 chirc.

Chu y: Thu cong khong dong ddu cuia co quan, to chirc.

MaAu 2.1 - Ban sao viin ban

170 2O CONG HOA XA HOI CHU NGHIA VIET NAM
—_ Doc 1ap - Tw do - Hanh phuc
Sé: ..... /20.../TT-B..... Ha Néi, ngady ... thang ..... nam 20...

THONG TU



................................................................................................. /.
Noi nhén: BQ TRUONG
T T TTI ;' (Ch,} k)}’ ddu)
“Luu: VT, .... A.300.
Nguyén Vin A
TEN CO QUAN, TO CHUTC (2) SAOY (1)
S6: .(3). /(D) ...(5)... e 6)...., ngay  thang  nam 20...
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOIKY (7)
Luw: VT.

(Chir ky, dau)

Nguyén Viin A

Ghi chu:

(1) Hinh thirc sao: sao y, sao luc hodc trich sao.
(2) Tén co quan, t6 chtc thuc hién sao vin ban.
(3) Sé ban sao.

(4) Ky hi¢u ban sao.

(5) Chir viét tit tén co quan, to chirc sao vin ban.
(6) bia danh.

(7~) Ghi quyé‘:n han, churc vu ctiia nguoi ky ban sao.
Mau 3.1 - Phu luc

Ban hanh kém theo van ban

Sb: ...(4)...1...(5).....
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Phu luc ...(1)...

Ghi chu:

(1) S6 thir ty ctia Phy lyc.

(2) Tiéu dé cua Phu luc

(3) No6i dung Phu luc.

(4) Noi dung thong tin hién thi chit ky s6 cua co quan, to chirc.
(5) Ky hi¢u van ban
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Phu luc IV
QUAN LY VAN BAN
(Kém theo Nghi dinh sé ... /20.../NDP-CP ngay ... thang .... nam 20.... ciia Chinh phit)

I. DAU “DPEN”
1. Mau dau “Dén”
50mm
TEN CO QUAN, TO CHUC
c S6:
E PEN NoAY-
g gay: ...,
Chuyén: ....................
Luu ho $0° 862 wovvvvvevinnn.,

a) Hinh dang va kich thudc

Dau “Pén” phai duoc khic sin, hinh chit nhat, kich thuéc 35mm x 50mm
b) Mau trinh bay

Mau dau “Pén” duoc trinh bay nhu minh hoa tai hinh v€ & trén.

2. Huéng din ghi cac ndi dung thong tin trén dau “Pén”

a) SO dén

S6 dén 1a sb tht tu dang ky van ban dén. S6 dén duoc danh lién tuc, bat dau
tr s6 01 vao ngay dau nam va két thuc vao ngay 31 thang 12 hang nam.

b) Ngay dén

Ngay dén la ngdy, thang, nim co quan, t6 chirc nhan duoc van ban (hoic don,
thu), dong dau dén va ding ky; ddi voi nhimg ngay dudi 10 va thang 1, 2 thi phai
thém sb 0 & trude, vi du: 03/01/2019, 27/7/2019, 31/12/2019.

Gid dén: ddi voi van ban dén co dong dau “Thuong khan” va “Hoa toc” (ké
ca “Hoa t6c” hen gio™), Van thu phai ghi gid nhan (trong nhitng trudong hop can
thiét, cAn ghi ca gio va phut, vi du: 14.30).

¢) Chuyén

Ghi tén don vi hodc ¢4 nhan co trach nhiém giai quyét

d) Luu ho so sb

Ghi s ky hiéu ho so ma vin ban duoc 1ap theo Danh muc ho so co quan.
1. SO PANG KY VAN BAN DEN

1. Miu so

S6 dang Ky vin ban dén phai dugc in sin, kich thudc: 210mm x 297mm
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a) Bia va trang dau

Bia va trang dau cua s6 diang ky van ban dén (loai thuong) duoc trinh bay theo
minh hoa tai hinh v€ dudi day.

............. (1) e
............... (2) oo
SO PANG KY VAN BAN DEN
Ném: 20..(3)..
Tirngay ......... d"é’n ngay ...(4).......
Twr so ............den so ......... 5)........

Quyén so: ..(6)..

Ghi cha:

(1): Tén co quan (to chirc) chii quan cap trén tryc tiép (néu co);

(2): Tén co quan (t6 chirc) hodc don vi (d6i v6i s6 ctia don vi);

(3): Nam mé s6 dang Ky vin ban dén;

(4): Ngay, thang bit dau va két thuc ding ky vin ban trong quyén so;
(5): S6 thtr ty dang Ky vin ban dén dau tién va cudi cing trong quyén so;
(6): S4 thir tu ciia quyén so.

Trén trang dau cta cac loai s6 phai c6 chit ky ctia nguoi c6 thim quyén va
dong dau trude khi st dung. Viée ky va dong dau dugce thyc hién & khoang giay
trong gitra Tir s0... dén s0.. va Quyén so.
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b) Phan dang ky vin ban dén

Phan dang Ky van ban (1‘én~ duogc trinh bay trén trang gidy khd A3 (420mm x
297mm), bao gdm 09 cot theo mau dudi day:

, , Pon vi
Ngay SO Tac | So,ky | Ngay | Ténloaivatrich | hodc Ky | Ghi
dén dén gia hiéu | thang yéu ndi dung nguoi | nhan | chd
nhan
(1) 2 | B (4) ) (6) (7) @ | 9

2. Hwéng dan ding ky

Cot 1: Ghi theo ngay, thang dugc ghi trén dau “Pén”, vi dy: 03/01/2019,
27/7/2019, 31/12/2019.

Cot 2: Ghi theo sb duoc ghi trén diu “Pén”.

Cot 3: Ghi tén co quan, t6 chirc ban hanh vin ban hodc ho tén, dia chi cua
nguoi gui don, thu.

Cot 4: Ghi sé va ky hiéu cta van ban dén.

Cot 5: Ghi ngay, thang, nim cta vin ban dén hodc don, thu. Ddi voi nhitng

ngay dudi 10 va thang 1, 2 thi phai thém sé 0 & trude, vi du: 03/01/2019, 27/7/2019,
31/12/2019.

Cot 6: Ghi tén loai cua van ban dén (trir cong van; tén loai van ban co thé viét
tat) va trich yéu ndi dung. Truong hop van ban dén hoac don, thu khong co trich yéu
thi nguoi dang ky phai tom tat ndi dung cia van ban hoac don, thu do.

Cot 7: Ghi tén don vi hoac ca nhan nhan van ban dén can cur y kién phan phoi,
v kién chi dao giai quyét cua nguoi c6 tham quyén.

Cot 8: Chir ky cua ngudi truc tiép nhan van ban.

Cot 9: Ghi nhimg diém can thiét vé van ban dén (van ban khong c6 s, ky
hiéu, ngay thang, trich y€u, ban sao v.v...).

S6 ding ky vin ban mat dén

Mau s6 dang Ky van ban mat dén ciing giéng nhu s6 diang ky van ban dén (loai
thuong), nhung phan dang ky c6 bo sung cot “Muc dd mat” (cdt 7) ngay sau cot
“Tén loai va trich yéu ndi dung” (cot 6).

Viéc dang ky van ban mat dén duge thuc hién tuong tu nhu dang ky van ban
dén (loai thudng) theo hudng dan tai khoan 2 ctia Phu luc nay; riéng & cot 7 “Muc
dd mat” phai ghi ro d§ mat (“Mat”, “T6i mat” hodc “Tuyét mat”) cua van ban dén;
d6i véi van ban dén do “Tuyét mat”, thi chi duoc ghi vao cot trich yéu ndi dung sau
khi duoc phép ngudi c6 tham quyén.
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111. SO PANG KY PON, THU

1. Miu s6

S6 dang ky don, thu phai duoc in sin, kich thude: 210mm x 297mm

a) Bia va trang dau

Bla va trang dau cua so dugc trinh bay twong tw nhu bia va trang dau cua so
dang ky van ban dén, chi khac tén goi l1a “So6 dang ky don, thu”.

b) Phan ding ky don, thu

Phan dang ky don, thu dugc trinh bay trén trang gidy kho A3 (420mm x
297mm), bao gobm 08 cot theo mau sau:

Ngay | s | Ho®ndia sy | Trichyéunsi | Donvihoic | Ky | Ghi
X X chi nguoi . AT A .
dén | dén i thang dung nguoi nhan | nhan | chd
Q) | @ ) (4) (5) (6) (7) | ()

2. Hwémg dén ding ky

Cot 1: Ghi theo ngay, thang dugc ghi trén dau “Pén”, vi dy: 03/01/2019,
27/7/2019, 31/12/20109.

Cot 2: Ghi theo so dugc ghi trén dau “Dén”. SO dén 1a sb thtr ty dang ky cua
don, thu ma co quan, t6 chirc nhan duoc (ne}l don, thu duoc ghi s6 den va dang ky
riéng) hodc so thir tyr dang ky cua van ban dén noi chung (néu don, thu duoc lay so
dén va dang ky chung véi cac loai van ban dén khac).

Cot 3: Ghi dﬁy du, chinh xac ho va tén, dia chi, sd dién thoai (néu cO) cua
nguoi gui don, thu.

Cot 4: Ghi theo ngay, thang, nam duoc ghi trén don, thu. D6i v6i nhitng ngay
dudi 10 va thang 1, 2 thi phai thém s6 0 ¢ trudce, vi du: 03/01/2019, 27/7/2019,
31/12/2019.

. Truong hop trén don, thu’ khong ghi ngay thang thi c6 thé 1ay ngay, thang,
nam theo dau buu dién nhung can ¢ ghi chu cu thé.

Cot 5: Ghi theo trich yéu ndi dung dugc ghi trén don, thu. Truong hop don,
thu khéng c0 trich yéu thi ngudi dang ky phai tom tat ndi dung cua don, thu do.

Cot 6: Ghi tén don vi hodc ca nhan nhan don, thu ¢an ci theo ¥ kién phéan phdi,
¥ kién chi dao giai quyét ciia nguoi cd tham quyén.

Cot 7: Chit ky cta nguoi tryc tiép nhan don, thu.

Cot 8: Ghi nhirng diém can thiét vé don, thu nhu don, thu 1an tht . ..; don, thu
khdng ghi ngay thang, v.v...).

IV. PHIEU GIAI QUYET VAN BAN DEN
1. Miu phiéu
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TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

................ ,hgay  thang nam 20...

Y kién ciia 1anh dao co quan, to chirc: (2)
Y kién ctia l1inh dao don vi: (3)

Y kién dé xuét ciia ngudi giai quyét: (4)

2. Hwémg dén ghi

(1): Ghi tén loai; sO, ky hi¢u; ngay, thang, nam; co quan (t6 chirc) ban hanh
va trich yéu ndi dung cua van ban dén.

(2): Y kién phan phéi chi dao giai quyét cta lanh dao co quan, to chirc (hodc
clia nguoi co tham quyén) giao don vi, ca nhan chu tri, cac don vi, ca nhan tham gia

phéi hop giai quyét van ban dén (néu c0); thot han giai quyet dbi voi mdi don vi, ca
nhan (néu c6) va ngay thang cho y kién phan phdi, giai quyét.

(3): Y kién phan phéi, chi dao giai quyét ctia 1anh dao don vi giao cho ¢4 nhén;
thoi han giai quyét ddi v6i ca nhan (néu co) va ngay, thang, nim cho ¥ kién.

GOk Y kién dé xuat giai quyét vin ban dén cta c4 nhan va ngay, thang, nim
deé xuat y kién./.

V. SO CHUYEN GIAO VAN BAN DEN
1. S6 chuyén giao vin ban dén (loai thwong)

S6 chuyén giao vin ban dén phai dugc in sin, kich thudc: 210mm x 297mm
hoac 148mm x 210mm.

a) Bia va trang dau

Bia va trang dau cta s6 duoc trinh bay twong tu nhu bia va trang dau cta so
dang ky van ban dén, chi khac tén goi 1a “So6 chuyén giao van ban dén” va khong c6
dong chit “Tur s6 ... dén s0 ...”

b) Phan chuyén giao vin ban dén
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Phén chuyén giao van ban dén co thé duoc trinh bay trén trang gidy kho A4
theo chiéu rong (210mm x 297mm) hodc theo chiéu dai (297mm x 210mm) bao gom
05 cot theo mau sau:

Nga}/ S6 dén Pon vi hodc nguoi nhan | Ky nhan | Ghi chu
chuyén
) 2) (©) (4) ()

¢) Hudng dan ghi

~ Cot 1: Ghi ngay, thang, nam chuyén giao vin ban dér} cho cac don vi, ca nhan;
doi voi nhitng ngay dudi 10 va thang 1, 2 thi phai thém s6 0 ¢ trude, vi du: 05/02,
2717, 31/12.

Cot 2: Ghi theo s duoc ghi trén diu “Pén”.

Cot 3: Ghi tén don vi hodc c4 nhan nhan vin ban can ctr theo y kién phéan phdi,
¥ kién chi dao giai quyét ciia nguoi c6 tham quyén.

Cot 4: Chir ky ctia nguoi truc tiép nhan vin ban.
Cot 5: Ghi nhiing diém can thiét (ban sao, s6 luong ban...).
2. S6 chuyén giao viin ban mat dén

Trong truong hop can thlet cac co quan, t6 chirc ¢6 thé 1ap so chuyen giao
van ban mat dén riéng. Mau s6 chuyén giao van ban mat dén tuong ty nhu s6 chuyen
giao vin ban dén (loai thuong), nhung phan dang ky chuyén giao vin ban c6 bo sung
cot “Mtrc d6 mat” ngay sau cot “S6 dén” (cot 2).

Viéc dang ky chuyén giao vin ban mat dén duoc thyc hién tuong ty nhu dbi
vo1 van ban dén (loai thuong) theo hudng dan tai khoan 2 Muyc I cia Phu luc nay,
riéng ¢ c¢ot 3 “Murc do mat” phai ghi rd d6 mat (“Mat”, “T61 mat” hodc “Tuyét mat”)
cua van ban dén.

VI. SO THEO DOI GIAI QUYET VAN BAN DPEN

1. MAu s6

S theo ddi giai quyét vian ban dén phai dugc in sén, kich thude: 210mm x 297mm.

a) Bia va trang dau

Bia va trang dau cta s6 duoc trinh bay twong tu nhu bia va trang dau cta so
chuyén giao van ban dén, chi khac tén goi la “So theo doi giai quyét van ban den”.

b) Phan theo ddi giai quyét van ban dén

Phan theo ddi giai guyét van ban dél} dugc trinh bay trén trang gidy kho A3
(420mm x 297mm) bao gom 07 ¢4t theo mau sau:
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Pon vi

. | Ténloai, s6 va ky hiéu, ; Thoi | Tién | Sé,ky .

SO 3v thi 3 tAc oi hoac U D Ghi

Z ngay thang va tac gia . han giai | do giai | hi¢u van .

den in ba nguor ét uyét | ban tra 1oi chu
van ban nhan quyc quy

1) (2) 3) 4) (5) (6) (7)

2. Hwéng dan ghi

Cot 1: Ghi theo s6 dén duoc ghi trén dau “DPén” va trong s6 dang ky vin ban

dén.

Cot 2: Ghi tén loai ddi v&i van ban do cac co quan, t6 churc guri dén, don hodc
thu khicu nai, t0 cdo doi voi don, thu; cac ndi dung khac ghi theo hudng dan tai
khoan 2 ctia Muc Il Phu luc V Nghi dinh nay.

Cot 3: Ghi tén don vi hodc c4 nhan nhan vin ban dén can cir theo v kién phan
phoi, chi dao giai quyét cua ngudi c6 tham quyén.

Cot 4: Ghi thoi han giai quyét vin ban dén theo quy dinh cua phap luat, quy
dinh cua co quan, t6 chirc hodc theo ¥ kién ctia nguoi c6 tham quyén.

Cot 5: Ghi tién d6 giai quyét vin ban dén cta cac don vi, ¢4 nhin so véi thoi

han d3 duoc quy dinh, vi du: da giai quyét, chua giai quyét v.v....

Cot 6: Ghi s6 va ky hiéu ctia van ban tra 1061 van ban dén (néu co).

Cot 7: Ghi nhitng diém can thiét khac.

VIIl. SO PANG KY VAN BAN DI
1. So diing ky vin ban di (loai thuong)

a) Mau sb

S6 dang Ky vin ban di phai duoc in sén, kich thude: 210mm x 297mm.

- Bia va trang dau

Bia va trang dau cua s6 dugc trinh bay twong tw nhu bia va trang dau cua so

dang ky van ban dén, chi khac tén goi 1a “S6 dang ky van ban di”.

- Phan dang ky vin ban di

Phan dang Ky van ban di dugc trinh bay trén trang gidy khé A3 (420mm x
297mm), bao gdm 08 cot theo mau sau:
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Sb,ky | Ngay

Jn : Tén loai va trich C A Don vi So .
hiéu | thang N Nguoi | Noi nhan A Ghi
b y yéu ndi dung . 1. nguoi nhan | lugng .
van van L 1 ky van ban \ i chu
\ \ van ban ban luu ban
ban ban

) (2) ©) (4) ©) (6) () | (8)

b) Huéng dan ding ky

Cot 1: Ghi sé va ky hiéu ctia van ban.

Cot 2: Ghi ngay, thang, nam cua van ban; d6i v6i nhitng ngay dudi 10 va thang
1, 2 thi phai thém so 0 ¢ trudce, vi du: 03/01/2019, 27/7/2019, 31/12/2019.

Cot 3: Ghi tén loai va trich yéu ndi dung ctia van ban.

Cot 4: Ghi tén cua nguoi ky van ban.

Cot 5: Ghi tén cac co quan, t6 chtrc hodc don vi, ca nhan nhan vin ban nhu
duoc ghi tai phan noi nhan cua van ban.

Cot 6: Ghi tén don vi hoac ca nhan nhan ban luu.

Cot 7: Ghi s6 lugng ban phét hanh.

Cot 8: Ghi nhitng diém can thiét khac.

2. S0 dz‘mg Ky vin ban mat di

Mau s6 dang Ky van ban mat di glong nhu s0 dang Ky vin ban di (loai thudng),

nhung phan dung de dang Ky vian ban c6 bd sung cot “Mirc d6 mat” ngay sau cot
“Tén loai va trich yéu ndi dung vin ban” (cot 3).

Viéc dang Ky vin ban mat di duoc thuc hién twong ty nhu dbi v6i vin ban di
(loai thu’ong) theo huéng dan tai khoan 2, muyc I cua Phu luc nay; riéng ¢ cot “Mirc
do mat” (cot 4) phai ghi 10 d0 mat (“Mat” “Tbi mat” hodc “Tuyét mat”) cua van
ban; d6i véi van ban di do ‘Tuyet mat” thi chi dugc ghi vao cét trich yéu noi dung
sau khi dugc phép cua nguoi co thim quyén.

VIII. BI VAN BAN

1. MAu bi viin bén

a) Hinh dang va kich thugc

Bi vin ban phai dugc in sin, c6 hinh chir nht. Kich thuéc t6i thiéu doi véi
cac loai bi thong dung cu thé nhu sau:

- Loai 307mm x 220mm: dung cho vin ban duoc trinh bay trén gidy kho A4
duogc vao bi ¢ dang dé nguyén kho gidy;

- Loai 220mm x 158mm: dung cho van ban dugc trinh bay trén gidy kho A4
dugc vao bi ¢ dang gap lam 2 phan bang nhau;

- Loai 220mm x 109mm: dung cho van ban duoc trinh bay trén gidy kho A4
dugc vao bi & dang gap lam 3 phan bang nhau;

- Loai 158mm x 115mm: dung cho van ban dugc trinh bay trén gidy kho A4
dugc vao bi ¢ dang gap lam 4 phan bang nhau.
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b) Mau trinh bay
Mau trinh bay bi viin ban dugc minh hoa theo hinh v&.

TEN CO QUAN TO CHUC (1)
(8) DC: S6 XX phé Trang Tién, quan Hoan Kiém, Ha Noi (2)

DT: (+84 4) XXXXXXX Fax: (+84 4) XXXXXXX (3)

S8 ol (5)

(7
(7

2. Hwémg din trinh bay va viét bi

(1): Tén co quan, to chirc giri van ban.

(2): Pia chi cua co quan, t6 chirc (néu can).

(3): S6 dién thoai, s6 Fax (néu can).

(4): Dia chi E-Mail, Website ctia co quan, t6 chtic (néu co).
(5): Ghi s6, ky hiéu cac van ban c6 trong phong bi.

(6): Ghi tén co quan, td chitrc hodc don vi, ca nhan nhan vin ban.
(7): Dia chi ciia co quan, to chirc don vi, ¢4 nhan nhan vin ban.
(8): Biéu twong cua co quan, td chirc (néu co).

IX. SO CHUYEN GIAO VAN BAN DI

1. Miu so

S6 chuyen giao vin ban di cho cac co quan khac hodc cho cac don vi, cd nhan
trong co quan, t6 chirc phai duoc in san, kich thudc: 210mm x 297mm

a) Bia va trang dau

Bia va trang dau ctia s6 duoc trinh bay twong tu nhu bia va trang dau cua so
chuyén giao vin ban dén, chi khac tén goi 1a “S6 chuyén giao van ban di”.

b) Phan dang ky chuyén giao van ban di

Phan dang ky chuyén giao van ban di dugc trinh bay trén trang gidy kho A4
theo chiéu rong (210mm x 297mm) hoic theo chiéu dai (297mm x 210mm), bao
gdém 05 cot theo mau sau:
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Ngay S6, ky hiéu van ban | Noi nhan vin ban Ky | Ghichu
chuyén nhan
(1) (2) 3 (4) 5)

2. Huéng dan ghi

Cot 1: Ghi ngay, thang chuyén giao vin ban di; ddi véi nhimg ngay duéi 10
va thang 1, 2 thi phai thém so 0 ¢ trude, vi du: 03/01/2019, 27/7/2019, 31/12/2019.

Cot 2: Ghi s6 va ky hi¢u ctia van ban.
Cot 3: Noi nhan van ban.

- Ghi tén don vi hodc c4 nhan nhan vin ban trong truong hop chuyén giao vin
ban trong nd1 bd co quan, to chuc;

- Ghi tén cac co quan, td chure hodc don vi, c4 nhan nhén van ban trong truong
hop chuyén giao van ban cho co quan, t6 chirc hodc don vi, ca nhan khac.

Cot 4: Chit ky ctia nguoi truc tiép nhan vin ban.

Cot 5: Ghi nhiing diém can thiét khac nhu s6 lugng ban, s6 luong bi.
X. SO GUI VAN BAN PI BUU PIEN

1. MAu s6

S6 giri van ban di buu dién phai dugc in sén, kich thudc: 210mm x 297mm
hoac 148mm x 210mm.

a) Bia va trang dau
~Bia va trang dﬁu, ctia s6 dugc trinh bay tuong tu nhu bia va trang dau cua sb
chuyén giao van ban dén, chi khac tén goi l1a “S6 gtri van ban di buu dién”.
b) Phan dang ky gui van ban di buu dién
Pl}ﬁn dang ky gui van ban di buu dién dugc trinh bay trén trang gidy kho A4
theo chi€u rong (210mm x 297mm) hodc theo chiéu dai (297mm x 210mm), bao
gom 06 cot theo mau sau:

Ngay | SO,ky hiéu | Noinh4n vin ban S6 Ky nhanva | Ghi

chuyén van ban luong | dau buu dién | chd
bi

) 2) 3) 4) ®) (6)

2. Hwéng din ghi
Cot 1: Ghi ngay, thang, nam gui van ban di buu dién; d6i voi nhitng ngay dudi
10 va thang 1, 2 thi phai thém so6 0 ¢ trudce, vi du: 03/01/2019, 27/7/2019.

Cot 2: Ghi s va ky hiéu cta van ban.
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Cot 3: Ghi tén cac co quan, td chirc hodc don vi, ca nhan nhan van béan, vi du:
UBND ciéc tinh, thanh pho tryc thuoc Trung uong.
Cot 4: Ghi s6 luong bi ctia vin ban giri di

Cot 5: Chir ky cta nhan vién buu dién tryc ti€ép nhan van ban va dau cua buu
dién (néu co).

Cot 6: Ghi nhitng diém can thiét khac.

X1. SO SUDUNG BAN LUU

1. Miu so

SO sir dung ban luu phai duoc in san, kich thudc: 210mm x 297mm.
a) Bia va trang dau

Bia va trang dau cua s6 dugc trinh bay tuong tu nhu bia va trang dau cua so6
chuyén giao van ban dén, chi khac tén goi la “So st dung ban luu”.

b) Phan dang ky st dung ban luu

Phéan ding ky st dung ban luu duoc trinh bay trén trang gidy kho A3 (420mm
X 297mm), bao gobm 06 cOt theo mau sau:

Ngay | Hotén | S§/ky hi¢u | Ténloaiva | HO | Ky | Ngay | Nguoi | Ghi
thang | nguoi | ngaythang | trich yéu |[so'sO | nhan | tra cho | chu
st dung | van ban ndi dung phép st
van ban dung
(1) (2) ©) (4) ® |6 | @O @ |0

2. Huéng din ghi

Cot 1: Ghi ngay, thang, ndm phuc vu yéu cau str dung ban luu; dbi v6i nhimg
ngay dudi 10 va thang 1, 2 thi phai thém so 0 ¢ trudce, vi du: 03/01/2019, 27/7/2019,
31/12/20109.

Cot 2: Ghi ho va tén, don vi cong tac ciia nguoi st dung ban luu.
Cot 3: Ghi s6 va ky hi¢u; ngay, thang, ndm cua van ban.
Cot 4: Ghi tén loai va trich yéu ndi dung cua van ban.

Cot 5: Ghi s6, ky hiéu ciia tp luu van ban di duoc sap xép theo thir tw dang
Ky tai van thu, vi du: S6: CV-01/2011 (tap luu cong van di so 01 nam 2011)

Cot 6: Chir ky ctia nguoi su dung ban luu.

Cot 7: Ghi ngay, thang, nam ma nguoi st dung (ngudi mugn) phai tra lai ban
luru.

Cot 8: Ghi ho tén cua nguoi duyét cho phép sir dung ban luu.

Cot 9: Ghi nhiing diém can thiét nhu da tra, ngay thang tra (néu nguoi sir dung
tra muon hon thoi han cho pheép).
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XI1. LUU PO QUAN LY VAN BAN DEN

Van thu co
quan

Van ban dén

Van ban dién ti:
Tiép nhan, kiém tra
tinh xéac thuc vé
ngudn goc noi giri -
va su toan ven cua
van ban, dang ky,
chuyén giao

Lanh dao co
quan/Lanh dao
van
phong/Nguoi
dwogc giao nhiém
vu phén phdi

f— &
P

—_——

Vin ban gidy:
Tiép nhan, phan
loai so b, boc bi, -
dong dau “Pén”,
ghi s6 va ngay dén,
s6 hoa, ky s6 clia co
quan/td chirc,dang
ky, chuyén giao

Cha thich:

—> Duodng di cla van ban dién tr

-==> Pudng di cta vin ban gidy

Y kién phan phbi
van ban

lco

Khén

Y kién chi dao
giai quyeét

Lanh dao don vi

Cong chirc, vién
chire (CCVO)
chiivén mon

Giai quyét,
T6 chirc thuc hién Lap ho so cong
viéc
N

=)




XIIL LUU PO SOAN THAO KIEM TRA THE THUC, KY THUAT TRINH BAY VAN
BAN

Lanh dao van Linh d /

CCvC Lanh dao phong/Neuoi an ‘2:10 ’co’ qxuan
chuyén mon Don vi dugc giao nhiém Ngwdi co tham
) : . quyén ky ban

vu kiém tra thé

. - A hanh
thire, ky thuat
) trinh bay vian
Dy théo, tiép ban
thu, hoan
thién du thao |<
van ban
_-' Co

Kiém tra Kicm tra

. A hé thi Khéng

Khong n(f)i du?g, Khéng tk}s tth:;{ Choy
the thuc, trinh bay kién vao
kyA thuflt; - vin ban; —> ban thao
y;eu cau yéu ciu cudi
bo sung, bd sung
stra doi ’

stra do1

Co ;
Luu d0, ky ban
hanh, dang ky, phat
hanh van ban
Y kién
- dong ch
gop
Chu thich:

—” DPuong di cua van ban dién tur




XIV. LUU PO KY BAN HANH, PANG KY, PHAT HANH VAN BAN

; : Vin the e quan/ Linh dao co
oo, Linhdg Nevii duge o quan N
uyén mon on vl nhiém vy kiém tra tham quyén ky
thé thie, ki thust
trinh bay vin ban
 Toms hop Iy vin b iy
Hointhitnvin |« Chidsohoinfhitn |o oo b ramEs
bén, in, trinh vin bin
!
i
i Kychintichuhigm | | Ky chiu trich uhiém —
""""""" > ndi dung "‘g-} thé thive, ke thugt [T Ky vin ban gidy
: ]
!
A S — J Tromg
I bop
¥ Dhit himh vin bin gidv 38 kv
noi khing of di dis kifn  vin
. A e | DhED kokcsrdunz vinbdn  bem
P PO CEEEEEEEREETERES & Nagrriceibon ol NI YNt
t) t) L= =
| -
y
S6 hoa, ky sb ciia co -
quan, to chire e
Phat hanh van ban 20 hoa
Hoén thién vin bin,
chuyen b phan kism . s g
tra thé thive, b thut Chdﬂhﬁﬂ“ﬂ‘
dé trinh ky Ve
- — Kiém tra lai thé thire I
| Kifmtea chiutrich | J thudt chuyén dimh dmg, [~
nhi$mndi dumg trinh ki vin bin Ky 56 vin bin
Cép 56, ngay, ¢
- Phat hanh van ban giay
| dén noi khéng o6 dd
£ idn ki thin hodc =i
In, nhén bén, déng dén, dumg vin bin didn ti
phithahvaluvin [r=-====-=== >
Chithich bin iy ‘*}
— Duimgdicia vin bén difn ti S
van
-=-< Bwongdicla vin ban gy i - bendicn 1
5 Kyso.cuamqg?n: =
10 chire 2au khi m »




74

XV. THONG TIN PAU VAO CUA DU LIEU QUAN LY VAN BAN DPEN*

STT Trwong thong tin (viét t4 t-l;?é'nng Anh) Kiéu dir liéu | Po dai
1 | Ma dinh danh van ban DocCode String 25
2 | Mihd so FileCode String 40

2.1 | Ma dinh danh cua co quan, | Organld String 13
t6 chirc 1ap danh muc ho so
2.2 | Nam hinh thanh hd so FileCatalog Number 4
2.3 | Sb va ky hiéu hd so FileNotation String 20
3 | S6 thtr ty vin ban trong hd | DocOrdinal Number 3
SO
4 | Tén loai van ban TypeName String 100
5 | S6 cta vin ban CodeNumber String 11
6 | Ky hiu cua van ban CodeNotation String 30
7 | Ngay, thang, nam van ban | IssuedDate Date 10
8 | Tén co quan, to chirc ban OrganName String 200
hanh van ban
9 | Trich yéu noi dung Subject String 500
10 | Ngbn ngir Language String 30
11 | S6 trang ctia van ban PageAmount Number 3
12 | Ghichi Description String 500
13 | Ngay, thang, nim dén AvrrivalDate Date 10
14 | S6 dén ArrivalNumber Number 10
15 | Chuc vy, ho té€n ngudi ky Signerinfo

15.1 | Chtic vu ctiia nguoi ky van | Position String 100

ban

15.2 | Ho va tén nguoi ky van ban | FullName String 50
16 | Muc d6 khan Priority Number 1
17 | Bon vi hoac nguoi nhan ToPlaces String 1000
18 | Y kién phan phdi, chi dao, | TraceHeaderList LongText

trang thai xur 1y van ban
19 | Thoi han giai quyét DueDate Date 10
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XVI. THONG TIN PAU VAO CUA DU LIEU QUAN LY VAN BAN PI*

STT Trwong thong tin ~Tén Kiéu dir | P$ dai
(viét tat tieng liéu
Anh)
1 | Ma dinh danh van ban DocCode String 25
2 | Mihoso FileCode
2.1 | Ma dinh danh ctia co quan, t6 | Organld String 13
chure 1dp danh muyc ho so
2.2 | Nam hinh thanh hd so FileCatalog Number 4
2.3 | S6 va ky hiéu ho so FileNotation String 20
3 | S6 thtr ty vin ban trong hd so | DocOrdinal Number 3
4 | Tén loai van ban TypeName String 100
5 | S6 ctia vin ban CodeNumber String 11
6 | Ky hi¢u cta van ban CodeNotation String 30
7 | Ngay, thang, nam van ban IssuedDate Date 10
8 | Tén co quan, to chirc ban hanh | OrganName String 200
van ban
9 | Trich yéu néi dung Subject String 500
10 | Ngon nglr Language String 30
11 | SO trang ctia van ban PageAmount Number 3
12 | Ghichu Description String 500
13 | Chuc vy, ho tén nguoi ky Signerinfo
13.1 | Chtic vu ctiia nguoi ky van ban | Position String 100
13.2 | Ho va tén nguoi ky van ban FullName String 50
14 | Noi nhan To
14.1 | M4 dinh danh cua co quan, t6 | Organld String 13
chirc nhan van ban
14.2 | Tén co quan, td chirc nhan vian | OrganName String 200
ban
15 | Mtc d6 khan Priority Number 1
16 | S6 luong ban phat hanh IssuedAmount Number 3
17 | Han tra 161 van ban DueDate Date 10
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Phu luc V

LAP HO SO VA GIAO NOP HO SO, TAI LIEU VAO LUU TRU CO

QUAN

(Kém theo Nghi dinh s6 .... /20..../ND-CP ngay ... thang ... ndam 20.... cia Chinh phii)

|. MAU DANH MUC HO SO

TEN CQ, TC CAP TREN
TEN CO QUAN, TO CHUC

DANH MUC HO SO CUA ... (tén co quan, 16 chirc)

Nam ...

(Ban hanh kém theo Quyét dinh s6...

ngay .. thang .. nam cua ....)

CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc 1ap - Tw do - Hanh phuc

So va . Pon vi/ o
ky hi¢u | Tén dé muc va tiéu dé ho so T}lm h?n ngudi 1ap Ghicha

) bio quin y

HS ho so

1) 2) 3) (4) 5)
I. TEN PE MUC LON
1. Tén dé muc nhé
Tiéu dé ho so
Ban Danh myc hd so nay co ....... Mo so, bao gdom:

ooooo

........... @ ho so bao quan vinh vién;

.......... @ hd so bao quan co thoi han.

QUYEN HAN, CHUC VU CUA NGUOI KY
(chi ky, ddu)
Ho va tén

Huéng dan sir dung:

Cot 1: Ghi sb va ky hiéu cta ho so (theo hudng dan tai Didu 27 ctia Nghi dinh nay)

Cot 2: Ghi sb thtr tu va tén dé muc 16n, dé muc nho; tiéu dé ho so (theo hudng dan
tai Didu 27 Nghi dinh nay).

Cot 3: Ghi thoi han bao quan cua ho so: vinh vién hodc thoi han bang s6 nam cu

thé;
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Cot 4: Ghi tén don vi hodc ca nhan chiu trach nhiém lap ho so;

Cot 5: Ghi nhitng thong tin dic biét vé thoi han bao quéan, vé& nguoi 14p hd so, hd so
chuyén tr nam trudc sang, ho so loai mat v.v....

(1) Ghi tong s6 hd so c6 trong Danh myc.

(2) Ghi s6 luong hd so bao quan vinh vién, sé luong hd so bao quan c6 thoi han trong
Danh muc.

I1. MOT SO LOAI TIEU PE HO SO TIEU BIEU

1. Tén loai viin ban - ndi dung - thoi gian - tac gia: ap dung ddi voi cac
ho so 1a chuong trinh, ké hoach, bao céo cong tac thuong ky ctia co quan, t6 chirc.

Vidu 1: Chuong trinh ké hoach, bao cdo cong tic nam 2011 cia Pai Truyén
hinh Vi¢t Nam.

Vi du 2: K& hoach, bao cdo thuc hién ké hoach san xuét nong nghiép vu
Pong- Xuan nam 2010- 2011 cta S& Nong nghi€¢p va Phat trién nong thon tinh
Thai Binh.

2. Tén loai vin ban - tic gia - ndi dung - thoi gian: ap dung d6i vdi cac
ho so 1a chuong trinh, ké hoach, bao cdo chuyén de.

Vi du: Chuong trinh, ké hoach, bao céo ctia Bd Noi vu vé thuc hién cai cach
hanh chinh cong nam 2011.

3. Tap luwu (quyét dinh, chi thi, cong viin v.v...) - thoi gian - tic gia: 4p
dung do6i1 véi cac ho so la tap luu van ban di cua co quan.

Vi du: Tép luu cong van quy I ndm 2011 ctia Tong cuc Thué.

4. Ho so hdi nghi (hdi thio) - ndi dung - tic gia (co quan to chirc hoic
co’ quan chi tri) - dia diém - thoi gian: ap dung d6i véi ho so hoi nghi, hoi
thao.

Vi du 1: HO so Hoi nghi tong két cong tac nam 2011 ctia Tong Cong ty
Buu chinh Vién thong Viét Nam.

Vi du 2: HO so Hoi thao SARBICA “Xac dinh gid tri va loai huy tai liéu”
do Cuc Luu trir nha nude Viét Nam to chire tai Ha Noi tir 25-26/01/1995.

5. Ho so - van dé - dia diém - thoi gian: ap dung ddi vai loai ho so viéc.

Vi du 1: Ho so vé Lién hoan Truyén hinh toan quéc do Dai THVN t6 chirc
tai TP. Ha Long tir 10-16/01/2005.

Viduy 2: Ho so vé cAp phép md mang va cung cap, sir dung céc dich vu vién
thong tin hoc nam 2010.
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Vi du 3: Ho so vé viée nang lwong nim 2010 (néu trong mdt ndm c6 nhiéu
dot nang luong thi moi dot nang luong 1ap mét ho so).
6. Ho so - tén nguoi: ap dung d6i voi hd so nhén su
Vi dy: Ho so ctia Nguyén Vian A.

I11. MAU MUC LUC HO SO, TAI LIEU NQP LUU
TEN DON VI (ndp luu tai liéu)

MUC LUC HO SO, TAI LIEU NOP LUU

Nam 20...
Hop/ | 50, ky T Thoi | 09 | g5 | Ghi
cap hi¢u Ti€u dé ho so . han bao \ .
2 gian TL . to chud
i) HS quan
) ) ©) (4) () © | @
Muc lyc ndy gom: .................... hé so (don vi bao quan).
Vit DANG CATE: oo h6 so (don vi bao
quan).
Trong doé co:
........................... hé so (don vi bao quan) bao quan vinh vién;
........................... hé so (don vi bao quan) bao quan c6 thoi han.
................ ,NQay ......... thang ...... nam 20 ...

Ngudai lap
(Ky va ghi ro6 ho tén, chirc vu/chirc danh)
Huéng din cach ghi cac cot:
Cot 1: Ghi s thir tu cua hop hoac cap tai ligu giao ndp.
Cot 2: Ghi sb va ky hi¢u cua hd so nhu trén bia ho so.
Cot 3: Ghi tiéu dé hd so nhu trén bia ho so.
Cot 4: Ghi thoi gian s6m nhét va mudn nhit cia van ban, tai liéu trong hd

SO.

Cot 5: Ghi thoi han bao quan cua hd so nhu trén bia hd so.
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Cot 6: Ghi téng s6 to tai liéu c6 trong ho so.

C6t 7: Ghi nhitng thong tin cAn cht ¥ vé ndi dung va hinh thiic ctia vin ban
C0 trong ho so./.

IV. MAU MUC LUC VAN BAN TRONG HO SO

MUC LUC VAN BAN, TAI LIEU NOP LUU

Nam 20...
S0, ky ,
STT hl? " Ngfjly th? "9 Tén loai va trich yéu 50 lugng Gh,l
van nim van N S trang chua
. X ndi dung van ban
ban ban
@) 2 ©) (4) () (6)

Hwéng din cach ghi cac cot:

Cot 1: Ghi sb thr tu cua vén ban, tai lidu giao ndp.

Cot 2: Ghi s6 va ky hiéu cua vin ban.

Cot 3: Ghi ngay thang nam ban hanh van ban, tai li¢u.

Cot 4: Ghi tén loai van ban va trich yéu ndi dung van ban, tai liéu.

Cot 5: Ghi sb lugng trang van ban, tai li¢u.

Cot 6: Ghi nhitng thong tin can cht ¥ vé& ndi dung va hinh thirc cta van
ban./.

V. MAU BIEN BAN GIAO NHAN TAI LIEU

TEN CQ, TC CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Doc I4p - Ty do - Hanh phic

................... , Ngay thang  nam 20...

_ BIENBAN
Ve viéc giao nhan tai li¢u
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Cin cr Nghidinhsé  /20..../ND-CP ngdy thang ndm20...... cta Chinh

phu vé cong tac van thu;

Canct ....... (Danh muc ho so nam ..., Ké hoach thu thap tai liéu...),
Chung t6i gém:

BEN GIAO: (tén don vi giao nop tai liéu), dai dién la:

= ONG (D) ot e+ e
Chtrc vu cong tac/chliic danh: ..........cccooeeviieniinenieieceeeeeeeee e
BEN NHAN: (Lueu trik co quan), dai dién 1a:

N @Y= (oY) U

Chtic vu cong tac/chiic danh: .........ccooveieeeiniiniecicienee,

Thong nhat 13p bién ban giao nhén tai liéu v6i nhiing ndi dung nhu sau:
1. Tén khoi tai 18U €120 NOP: .vevveeeeeeeeereeeeeeeeeeeeeeeeeseeas

2. Thot gian cla tal [HGU: .....ecvveveeeieieeceeeeeee e

3. SO luong tai lidu:

- TONE SO NOP (CAP): weovereeeereeeerseeseeeeereeeee s,

- Tong 6 ho so (don vi bao quan): .......... Quy ra mét gia: ........... mét
3. Tinh trang tai [iGu 180 NOP: .eoverververreierieieieieeee e
4. Muc lyc hd so, tai liéu ndp luu kém theo.

Bién ban nay duogc 1ap thanh hai ban; bén giao (don vi /ca nhan) gitt mot ban,

bén nhan (Luu trit co quan) gilt mot ban./.

PAI DIEN BEN GIAO DAI DIEN BEN NHAN

(Ky tén va ghi ro ho tén) (Ky tén va ghi ro ho tén)

VI. THONG TIN PAU VAO CUA DU LIEU QUAN LY HO SO*

STT| Trudng thdng tin ~Tén Kiéu dir | D9 dai
(viét tat tieng Anh) lieu
1 | Mahdso FileCode
1.1 | Ma dinh danh cua co | Organld String 13
quan, to chuc 1ap
danh muc ho so
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1.2 | Nam hinh thanh h so | FileCatalog Number 4
1.3 | S6vakyhiéuhdso | FileNotation String 20
2 | Tiéu dé ho so Title String 500
3 | Thoi han bao quan Maintenance String 30
4 | Ché @6 str dung Rights String 30
5 | Ngudi 1ap hd so Creator String 30
6 | Ngon ngir Language String 50
7 | Thoi gian bat dau StartDate Date 10
8 | Thoi gian két thuc EndDate Date 10
9 Téng sd van ban trong | DocTotal Number 4
ho so
10 | Tong so trang cua hd | PageTotal Number 4
SO
11 | Ghichu Description String 500




