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Kinh giri: Lanh dao cac dan vi, cac t6 chirc doan the.

Thirc hien Quyet dinh s6 1059/QU-DHNL ngay 3011112020 cua Hieu tnrong
tnrong Dai hoc Nong LIm ban hanh guy dinh v€ cong tac van thu hru tnr;

De cong tac van thu, hru tnr tai cac don vi thuoc va tnrc thuoc tnrong diroc thuc
hien nghiem tuc, hieu qua va di vao nen nep. Nha tnrong huang d~n thirc hien cong tac
van thir luu trfr, cu the nhu sau:
1. Cong tac quan ly, chi dao, di~u hanh

Lanh dao cac dan vi thuoc va tnrc thuoc Truong co trach nhiem chi dao, t6
chirc thirc hien cong tac van thu, luu tn! t?i dan vi minh thea guy dinh hi~n hanh.
2. Cong tac van thu

- ThlJc hi~n dung cac guy dinh v€ the thilc va ky thu~t trinh bay van ban thea
guy dinh t?i Nghi dinh s6 30/20201ND-CP ngay 05/3/2020 cua Chinh phu ban hanh
guy dinh v€ cong tac van thu) va Quy~t dinh s6 1059/QD-DHNL ngay 3011112020
cua Hi~u truang truang D?i hoc Nang Uim ban hanh guy dinh v€ cong tac van thu
luu trfr.

- Quan ly va su dVng con d~u thea dung guy dinh t?i Nghi dinh
s6 99/20 16IND-CP ngay 01/7/2016 cua Chinh phu v€ guan ly va su dVng con d~u va
Quy~t dinh s6 1059/QD-DHNL ngay 30111/2020 cua Hi~u truang truang D?i hQc
Nong Lam ban hanh guy dinh v€ cong tac van thu luu trfr.

- Quan ly va giai guy€t van ban di, van ban d~n; l~p h6 sa va giao n(>ph6 sO',
tai li~u vao luu trfr cO' guan thea guy dinh t?i Nghi dinh s6 30/20201ND-CP ngay
05/3/2020 cua Chinh phu ban hanh guy dinh v€ cang tac van thu) va Quy€t dinh s6
1059/QD-DHNL ngay 30/1112020 cua Hi~u truang truang D?i hoc Nong Lam ban
hanh guy dinh v€ cong tac van thu luu trfr.
3. Cong tac luu trfr
3.1. Cong tac thu th{tp, chinh Iy, xac ilinh gid tri tai li~u

- L~p danh mvc h6 sO', tai li~u vao luu trfr thea ph\l l\lc V Quy~t dinh s6:
1059/QD-DHNL ngay 30/1112020 CLla Hi~u tnrang truang D?i hoc Nong Lam ban
hanh guy dinh v€ cang tac van thu luu trfr



- Thu thap, cap nhat van ban, tai lieu vao h6 sa thea Di€u 37, Muc I, Chuang

IV, Quyet dinh s6 1059/QD-DHNL ngay 30/11/2020 cua Hieu tnrong tnrong Dai

h9C Nong L1m ban hanh quy dinh v€ cong tac van thir hru tnt

- Chinh I;' tai lieu thea Di€u 33, Muc I, Chuang III, Quyet dinh s6 1059/QD
DHNL ngay 30/1112020 cua Hieu tnrorig tnrong Dai h9C Nong Lam ban hanh quy
dinh v€ cong tac van thtr hru tnr

- Xac dinh gia tri tai lieu thea Di€u 39, Muc 1, Chuang IV Quyet dinh s6
1059/QD-DHNL ngay 30/1112020 cua Hieu tnrong tnrong Dai h9C Nong Lam ban
hanh quy dinh v€ cong tac van thu hru tnr.

- Nop tai lieu vao hru tnr Co'quan thea Di€u 33, Muc 3, Chuang II Quyet dinh s6
1059/QD-DHNL ngay 30111/2020 cua Hieu tnrong tnrong Dai h9C Nong Lam ban
hanh quy dinh v€ cong tac van thu luu tru.
3.2. Bao quan, bao v? tai li?u luu trir.

- Trang bi d~y du cac trang thi~t bi, phuO'ng ti~n thi~t y~u d~ bao v~, bao quan an
toan tai li~u nhu: PhuO'ng ti~n bao chay, chua chay, may di€u hoa nhi~t d<),d<)Am,
may hut bl,li,gia, c~p, h<)p...

- Ki~m tra dinh ky cac h6 So' tai li~u, v~ sinh tai li~u, ch~ d<)thong gio, duy tri
nhi~t d<),d<)Amtrong kho phil hgp vai tung lo?i tM li~u, ap dl,lng cac bi~n phap phong
ch6ng nam m6c, con trilng.

- Th\Ic hi~n nghiem cong tac baa v~ bi m~t nha nuac trong lInh V\ICvan thu,
luu tru.

- Niem y~t n<)i quy, quy ch~ khai thac, su dl,lng tai li~u t?i kho Luu trfr, ngay
truac c6ng ra vao kho.
3.3. Trdch nhi?m ciia dun vi va cd nhiin trong Truifng DHNL

- Nguai dung d~u dan vi trong Truang DHNL chiu trach nhi~m truac Uinh d?o
Truang DHNL v€ vi~c l~p h6 So',bao quan va n<)pluu h6 So', tai li~u cua dan vi vao
luu tru Truang DHNL.

- Trong qua trinh thea d5i, giai quy~t cong vi~c, m6i ca nhan phai l~p h6 So'v€
cong vi~c va chiu trach nhi~m v€ s6 lugng, thanh ph~n, n<)idung tai li~u trong h6 So';
bao dam yeu c~u, ch,it lugng cua h6 So' thea quy dinh truac khi n<)p vao luu trfr
Truang DHNL.

- Dan vi va ca nhan trong TruOng DHNL co trach nhi~m n<)pluu nhung h6 So',
tai li~u dugc xac dinh thai h?n baa quan tu 05 nam tralen vao Luu tru Truang DHNL.

- TruOng hgp dan vi ho~c ca nhan co nhu c~u giu l?i h6 So',tai li~u da d~n h?n
n<)plUll d~ phlJc Vl,lcong vi~c thi phai dugc Lanh d?o TruOng DHNL d6ng y b~ng van
ban va phai l~p Danh ml,lc h6 So',tai li~u gift l?i gui LUll trfr Truang DHNL. Thai h?n
giu l?i h6 So',tai li~u cua dan vi, ca nhan khong qua 02 nam k~ tu ngay d~n h?n n<)plUll.
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HI~UTRUONG

- can be>,cong chirc, vien clnrc va nguoi lao de>ngtrong Twang DHNL tnroc
khi nghi huu, thoi viec, chuyen cong tac, di hoc t?P dai ngay phai ban giao toan be>h6
So', tai lieu hinh thanh trong qua trinh cong tac cho dan vi, Luu tnr thea quy che cua
Truong DHNL.
4. TB clnrc thuc hi~n

- Thu tnrong cac dan vi chiu trach nhiem thirc hien quy dinh v€ cong tac van thu
hru tnr trong pham vi dan vi minh thea quy dinh hien hanh.

- Can be>van thir, can be>luu trtt duoc giao nhiem vu nghiem tuc thuc hien quy
dinh v€ cong tac van thir hru trtt hien hanh va huang d~n nay.Jl

-!:::::..----

Nai nh~n:
- Nhu tren (dS t/h);

- Luu: VT, HCTC.
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CaC phu luc huang dftn dinh kern, bao g6rn:
12. Th~ thirc van ban hanh chinh dire thuc hien thea quy dinh tai Phu luc I cua Quyet
dinh sf>:1059IQD-DHNL ngay 30/1112020 cua Hieu tnrong tnrong Dai h9CNang Lam ban
hanh quy dinh vS cong tac van thir hru tnt
VS viet hoa trong van ban hanh chinh diroc thuc hien thea Phu luc II cua Quyet dinh sf>:
1059IQD-DHNL ngay 3011112020 cua Hieu tnrong tnrong Dai h9CNang Lam ban hanh quy
dinh vS cong tac van thir hru trfr
Bang chfr vi~t t~t ten Ioai, m~u trinh bay van ban hanh chinh va ban sao van ban thea Phu luc
III cua Quyet dinh sf>:1059IQD-DHNL ngay 30111/2020 cua Hieu tnrong tnrong Dai h9C
Nang Lam ban hanh quy dinh vS cong tac van thir hru tnt.



--------------~-.---.-------.--.---

Phu luc I. . .
THE THUC, KY THU~ T TRINH BAy VAN BAN HANH CHiNH

VA BAN SAO VAN BAN
(Kern thea Quy dinh s6:1~6Y/QD-DHNL

ngay}Othcmg AA ndm 2020 cua Hieu trutrng Truong DC;Zihoc Nong Lam)

Phin I
THE THUC vA KY THU~T TRINH BAy VAN BAN HANH CHiNH

I. QUY DJNH CHUNG

1.Kh6 gifry:Kh6 A4 (210 mm x 297 mm).

2. KiSu trinh bay: Theo chieu dai cua kh6 A4. Truong hop nQidung van
ban co cac bang, bieu nhung khong duoc lam thanh cac phu luc rieng thi van
ban co th~ duoc trinh bay thee chieu rong.

3. Dinh l~ trang: each mep tren va mep duoi 20 - 25 mm, each mep trai
30 - 35 mm, each mep phai 15 - 20 mm.

4. Phong chfr: Phong chu tieng Vi~t Times New Roman, bQ rna ky tu
Unicode theo Tieu chuan Viet Nam TCVN 6909:2001, mau den.

5. CO' chtr va kiSu chfr: Theo quy dinh cu thS cho tirng ySu t6 th~ thirc.

6. Vi tri trinh bay cac thanh phan th~ thirc: Duoc thuc hien thee Muc IV
Ph~n I Phu luc nay.

7. S6 trang van ban: Diroc danh tir s6 1, bang chtr s6 A R~p, cO' chtr 13
dSn 14, ki~u chir dirng, dircc d?t canh giira theo chi~u ngang trong phfin l~
tren cua van ban, khong hiSn thi s6 trang thu nhAt.

II. cAc THANH PHAN THE THUC CHiNH

1. Qu6c hi~u va Tieu ngii'

a) Qu6c hi~u "CQNG HOA XA HQI CHU NGIDA VIET NAM": Dugc
trinh bay b~ng chii' in hoa, cO' chfr tu 12 dSn 13, ki~u chii' dUng, d~rnva a phia
tren cung, ben phai trang d~u tien cua van ban.

b) Tieu ngfr "DQc l~p - Tl,ldo - H~nh phuc": Dugc trinh bay b~ng chii' in
thuang, cO' chii' tu 13 dSn 14, kiSu chfr dUng, d~ va dugc canh gifra duai
QU6c hi~u; chii' cai d~u cua cac c\lm tir dugc viSt hoa, giii'a cac c\lm til co
g~ch n6i (-), co each chfr; phia duai co dUOngke ngang, net liSn, co dQdai
b~ng de>dai cua dong chilo
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c) Quoc hieu va Tieu ngft diroc trinh bay tai 0 s6 1Muc IV PhAn I Phu luc
nay. Hai dong chtr QU6c hieu va Tieu ngfr diroc trinh bay each nhau dong don.

2. Ten CC1 quan, t6 chirc ban hanh van ban

a) Ten CC1 quan, t6 clnrc ban hanh van ban 1a ten chinh thirc, dfty dii cua co
quan, t6 chirc hoac chirc danh nha mroc cua ngiroi co thAm quyen ban hanh van
ban. Ten co quan, t6 chirc ban hanh van ban bao g6m ten cua co quan, t6 chirc
ban hanh van ban va ten cua co quan, t6 chirc chu quan tnrc ti~p (neu co).

86i voi ten CC1 quan, t6 chirc chu quan tnrc ti~p a dia phirong co them ten
tinh, thanh ph6 tnrc thuoc trung uong hoac huyen, quan, thi xa, Thanh
ph6 thuoc tinh, Thanh ph6 thuoc thanh ph6 true thuoc trung irong hoac xa,
phirong, thi td.n noi co quan, t6 chuc ban hanh van ban dong t[\1 sa. Ten ciia co
quan, t6 chuc chu quan tfl)'Cti~p duQ'cvi~t t~t nhfrng c\lm ttl thong d\lng.

b) Ten co quan, t6 chuc ban hanh van ban duQ'c trinh bay b~ng chii' in
hoa, cO' chii' tir 12 d~n 13, kiSu chii' dUng, d?m, duQ'c d~t canh giii'a duai ten co
quan, t6 chuc chu quan tfl)'Cti~p; phia du6i co dUOng ke ngang, net liSn, co dq
dai b~ng tir 1/3 d~n 1/2 dq dai cua dong chii' va d~t can d6i so v6i dong chii'.

Ten co quan, t6 chuc chu quan tn,rc ti~p duQ'c trinh bay b~g chii' in hoa,
co chfr tu 12 d~n 13, kiSu chii' dUng.

Ten co quan, t6 chuc ban hanh van ban va ten co quan, t6 chuc chu quan
tn,rc ti~p duQ'c trinh bay cach nhau dong don. TruOng hgp ten co quan, t6
chuc ban hanh van ban, ten co quan, t6 chuc chii quan tfl)'c ti~p dai co thS
trinh bay thanh nhiSu dong.

c) Ten co quan, t6 chuc ban hanh van ban dugc trinh bay tf;li0 s6 2
Ml,lc IV Phftn I Ph\ll\lc nay.

3. s6, ky hi~u cua van ban

a) S6 cua van ban la s6 thu tlJ van ban do co quan, t6 chuc ban hanh
trong m9t nam dugc dang ky tf;liVan thu co quan thea quy dinh. s6 ciia van
ban dugc ghi b~ng chii' s6 A R?p.

TruOng hgp cac Hqi d6ng, Ban, T6 ciia co quan, t6 chuc (sau day gQi
chung la t6 chuc tu vftn) dugc ghi la "co quan ban hanh van ban" va dugc sir
d\lng con dftu, chii' kY s6 cua co quan, t6 chuc dS ban hanh van bim thi phai
Iftyh~ th6ng s6 rieng.

b) Ky hi~u ciia van ban

Ky hi~u cua van ban bao g6m chii' vi~t t~t ten 10f;livan ban va chii' vi~t t~t
ten co quan, t6 chuc ho~c chuc danh nha nuac co th~m quy€n ban hanh van
ban. B6i v6i cong van, ky hi~u bao g6m chii' vi~t t~t ten co quan, t6 chuc ho~c
chuc danh nha nuac ban hanh cong van va chii' vi~t t~t ten don vi sOf;lnthao
ho~c linh VlJCdugc giai quy~t.
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Chtr viet t~t ten co quan, t6 chirc va cac dan vi trong m6i co quan, t6
chirc hoac linh V\fC do nguoi dimg d~u co quan, t6 chtrc quy dinh cu thS, bao
dam ngan gon, dS hieu.

c) sa, ky hieu cua van ban duoc d?t canh gifra diroi ten co quan, t6 chirc
ban hanh van ban. Tir "S6" duoc trinh bay bang chit in thuong, co chit 13, kiSu
chir dirng; sau tir "S6" co d~u hai cham (:); voi nhfrng s6 nho han 10 phai ghi
them s6 0 phia tnroc, Ky hieu cua van ban diroc trinh bay bang chir in hoa, co
chfr 13, kiSu chfr dirng. Gifra s6 va kY hieu van ban co d~u gach cheo (/),
gitra cac nhom chft viet t~t trong ky hieu van ban co d~u gach n6i (-), khong
each chfr.

d) S6, ky hieu cua van ban diroc trinh bay tai 0 s6 3 Muc IV Ph§n I Phu
luc nay.

4. Dia danh va thai gian ban hanh van bim

a) £)ia danh ghi tren van ban do ca quan nha nuac a trung uang ban hanh
hi ten gQi chinh thuc cua tinh, thanh ph6 trvc thu9C trung uang nai ca quan
ban hanh van bim dong trl,lsa. Dia danh ghi tren van ban do ca quan nha nuac
a dia phuang ban hanh Ia ten gQi chinh thilc cua dan vi hanh chinh nai ca
quan ban hanh van ban dong trl,lsa.

D6i vai nhfrng dan vi hanh chinh duqc di,'itthea ten nguai, b~ng chu s6
hoi,'icS\f ki~n Iich sir thi phai ghi ten gQi d~y du cua dan vi hanh chinh do.

Dia danh ghi tren van ban cua cac ca quan, t6 chilc, dan vi h,rc luqng vii
trang nhan dan thu9C ph~m vi quan ly cua B9 Cong an, BQ Qu6c phong dUQ'c
thvc hi~n theo quy dinh cua phap lu~t va quy dinh C\l thS cua B9 Cong an, BQ
Qu6c phong.

b) Thai gian ban hanh van ban

Thai gian ban hanh van ban la ngay, thang, nam van ban duQ'c ban hanh.
Thai gian ban hanh van ban phai duqc vi~t d~y du; cac s6 thS hi~n ngay,
thang, nam dung chfr s6 A R~p; d6i vai nhfrng s6 thS hi~n ngay nho han 10 va
thang 1, 2 phai ghi them s6 0 phia truac.

c) £)ia danh va thai gian ban hanh van ban duQ'c trinh bay tren cling mQt
dong vai s6, ky hi~u van ban, t~i 0 s6 4 M\lc IV Ph~n I Ph\lll,lc nay, bfuIg chit
in thuemg, co chu tu 13 d~n 14, kiSu chu nghieng; cac chu cai d~u cua dia
danh phai vi~t hoa; sau dia danh co d~u phAy (,); dia danh va ngay, thang,
nam duqc di,'itduai, canh gifra so vai Qu6c hi~u va Tieu ngu.

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

a) Ten lo~i van ban la ten cua tUng lo~i van ban do ca quan, t6 cht'rc ban
hanh. Trich y~u n9i dung van ban la mQt diu ng~n gQn hoi,'icmQt Cl,lmtil phan
anh khai quat nQi dung chu y~u cua van ban.
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b) Ten loai va trich ySu noi dung van ban diroc trinh bay tai 0 s6 5a
Muc IV Ph§n I PhV luc nay, d~t canh giira thee chiSu ngang van ban. Ten loai
van ban diroc trinh bay b~ng chtr in hoa, CO'chir til 13 dSn 14, ki~u chtf dirng,
d?m. Trich yeu noi dung van ban diroc d~t ngay diroi ten loai van ban, trinh
bay b~ng chfr in thirong, cO'chtr tir 13 dSn 14, kieu chtr dirng, d~rn. Ben diroi
trich ySu nQi dung van ban co dirong ke ngang, net liSn, co dQ dai bang tir 113
dSn 112dQdai cua dong chft va d~t can d6i so voi dong chtr.

f)6i voi cong van, trich yeu noi dung van ban duoc trinh bay tai 0 s6 5b
Muc IV Ph§n I Phu luc nay, sau chfr "V/v" b~ng chtr in thuong, CO'chu tir 12
dSn 13, ki~u chtr dirng; d~t canh gifra diroi s6 va ky hieu van ban, each dong
6pt voi s6 va ky hieu van ban.

6. NQi dung van ban

a) Can cir ban hanh van ban

Can cir ban hanh van ban bao g6m van ban quy dinh thAm quySn, chuc
nang, nhi~rn V\l Clla cO' quan, t6 chuc ban hanh van ban va cac van ban quy
dinh nQi dung, cO'sa dS ban hanh van ban. Can cu ban hanh van bim duQ'c ghi
d§y du ten IO(;livan ban, s6, ky hi~u, cO'quan ban hanh, ngay thang nam ban
hftnh van ban va trich ySu nQi dung van ban Crieng Lu~t, Phap I~nh khong ghi
s6, ky hi~u, cO'quan ban hanh).

Can cu ban hanh van ban duQ'c trinh bay b~ng chii' in thuemg, kiSu
chii' nghieng, co chii' tir 13 dSn 14, trinh bay du6i ph§n ten lo~i va trich ySu
nQi dung van ban; sau m6i can cu phai xu6ng dong, cu6i dong co dau chAm
ph~y C;),dong cu6i cling kSt thuc b~ng dau ch:im C.).

b) Khi vi~n d~n IAnd~u van ban co lien quan, phai ghi d~y du ten IO(;li,
s6, ky hi~u clla van ban, thai gian ban hanh van ban, ten cO'quan, t6 chuc ban
hanh van ban va trich ySu nQi dung van ban (d6i v6i Lu~t va Phap l~nh chi ghi
ten IO(;liva ten cua Lu~t, Phap l~nh); trong cac l§n vi~n d~n tiSp theo, chi ghi
ten Io~i va s6, ky hi~u cua van bim do.

c) B6 c\lc clla nQi dung van ban: Tu)' thee ten IO(;liva nQi dung, van ban
co thS co ph~n can cu phap ly dS ban hanh, ph~n rna d~u va co thS duQ'c b6
cvc thee ph~n, chuang, mvc, tiSu mvc, diSu, khoan, diSrn ho~c duQ'c phan
chia thanh cac ph~n, rnvc tu Ian dSn nh6 thee mQt trinh tg nh:it dinh.

d) E>6iv6i cac hinh thuc van ban duQ'c bB C\lCthee ph§n, chuang, rn\lc,
tiSu mvc, diSu thi ph~n, chuang, m\lc, tiSu rn\lc, diSu phai co tieu d€. Tieu d€
la c\lm til chi nQi dung chinh cua ph~n, chuang, rn\lC, tiSu rn\lC, diSu.
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d) each trinh bay phan, chuang, muc, ti~u muc, di~u, khoan, di~m
Tir "PhAn", "Chuang" va s6 thir nr cua ph~n, chuang duoc trinh bay tren

mot dong rieng, canh gifra, bang chtr in thirong, co chit tir 13 dSn 14, ki~u chii'
dung, dam. S6 thir tll cua phan, chuong dung chfr s6 La Ma, Tieu d~ cua
phan, chuang ducc trinh bay ngay duoi, canh gitra, bang chir in hoa, co chfr
tu 13 dSn 14, kieu chtr dirng, darn.

Tir "Muc", "Ti~u muc" va s6 thir nr cua muc, ti~u muc duoc trinh bay
tren mot dong rieng, canh gifra, bang chft in thuong, co chir tir 13 dSn 14, ki~u
chir dung, d~m. S6 thir tv cua muc, ti~u muc dung chtr s6 A R~p. Tieu d~ cua
muc, tieu muc diroc trinh bay ngay duoi, canh giira, bang chfr in hoa, co chtr
tir 13 dSn 14, ki~u chii' dUng,d~m.

Tll' "Bi~u", s6 thu t\1'va tieu d~ cua di~u dugc trinh bay b~ng chfr in
thuemg, lui dAu dong 1 cm ho~c 1,27 cm. S6 thu t\1'cua di~u dung chfr s6
A R~p, sau s6 thu t\1'co dftu chftm (.); co chfr b~ng co chfr cua phArrl(ri van,
ki6u chfr dUng, d~m.

S6 thu t\1'cac khoan trong m6i mlfc dung chfr s6 A R~p, sau s6 thu t\1'co
dftu chftm (.), co chfr s6 b~ng co chfr eua phAn loi van, ki~u chfr dUng.N€u
khoim co tieu dS, s6 thu tll va tieu dS eua khoan duQ'ctrinh bay tren mQtdong
rieng, b~ng chii' in thuang, co chfr b~ng co chfr cua phAn leri van, ki8u chfr
dung,d~m.

Thu tlJ cac di~m trong m6i khoan dung cac chfr cai tiSng Vi~t thee thu tv
bang chfr cai tiSng Vi~t, sau co d~u dong ngo~c dan, b~ng chfr in thuang, co
chfrb~g co chii' cua ph~n lerivan, ki~u chfr dung.

e) NQi dung van bim dUQ'ctrinh bay b~ng chfr in thuang, duQ'ccanh d~u
ca hai IS,ki8u chfr dUng; co chii'til 13 dSn 14; khi xu6ng dong, chfr dAudong
lui vao 1 cm ho~c 1,27 cm; khoang cach gifra cac do~ van t6i thi~u la 6pt;
khoang cach gifra cac dong t6i thiSu la dong dan, t6i da la 1,5 lines.

g) NQidung van ban dUQ'ctrinh bay t?i 0 s6 6 Mvc IV PhArrI Phlf Ivc nay.
7. Chuc vv, h<;>ten va chfr ky cua nguerico thfim quy~n

a) Chfr kY cua ngueri co thfim quySn la chii' Icy cua ngueri co thfun quYSn
tren van ban gi~yho~c chfrkY s6 cua nguerico thfimquYSntren van ban di~n tU.

b) Vi~c ghi quy~n h?n cua ngueriky dUQ'cthvc hi~n nhu sau:

Truang hQ'Pky thay m~t t~p thS thi phai ghi chu viSt t~t "TM." vao truac
ten t~p thS Hinhd?o ho~c ten co quan, t6 chuc.

TruOng hQ'PduQ'c giao quySn cftp truOng thi phai ghi chfr vi€t t~t "Q."
vao tru6e chuc vv cua ngueri dUngdAuea quan, t6 chuc.

Truang hQ'PkY thay ngueridUngd~u co quan, t6 chuc thi phai ghi chfrvi€t
t~t "KT." vao truac chuc V\} cua ngueri dUng d~u. Twang hQ'PcAppho duQ'c
giao ph\}trach ho~c diSu hanh thi th\1'chi~nky nhu cAppho ky thay cAptruOng.
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Truong hQ'Pky thira l~nh thi phai ghi chfr viSt t~t "TL." vao tnroc chirc
vu cua ngiroi dirng dgu co quan, t6 chirc.

Truong hQ'Pky thira l;lY quyen thi phai ghi chtr viSt t~t "TUQ." vao tnroc
chirc vu cua ngtroi dung dau co quan, to chirc.

c) Chirc vu, chirc danh va ho ten cua nguoi ky

Chirc vu ghi tren van ban la chirc vu lanh dao chinh thirc cua ngiroi ky
van ban trong co quan, t6 chirc; khong ghi nhfmg chirc vu rna Nha mroc
khong quy dinh,

Chirc danh ghi tren van ban do cac t6 chirc tu v§n ban hanh la chirc danh
lanh dao cua nguoi ky van ban trong t6 chirc tu van.

D6i voi nhirng t6 clnrc tu v§n duoc phep sir dung con d§u cua co quan,
t6 chirc thi ghi chtrc danh cua ngiroi ky van ban trong t6 chirc tu v§n va chuc
Vl,ltrong co quan, t6 chuc. Ddi vai nhUng t6 chirc tu van khong duqc phep sir
dl,lngcon dau cua co quan, t6 chuc thi chi ghi chirc danh cua nguai ky van
ban trong t6 chuc tu van.

Chuc V\l (chuc danh) cua nguai ky van ban do HQi d6ng ho~c Ban Chi
d?o cua Nha nuac ban hanh rna lanh d?o BQ lam TruOng ban ho?c Pho
TruOng ban, Chu tich ho?c Pho Chu tich HQi d6ng thi phai ghi ro chirc V\l
(chuc danh) va ten co quan, t6 chuc nai Hinhd?o BQcong tac 6 phia tren hQ
ten nguai kY.

HQ va ten nguai ky van ban bao g6m hQ, ten d~m (nSu co) va ten cua
nguai ky van ban. Truac hQten cua nguai ky, khong ghi hQcham, hQcvi va
cac danh hi~u danh dlJ khac. Vi~c ghi them quan ham, hQc ham, hQcvi truac
hQten nguai ky d6i vai van ban cua cac dan vi vii trang nhan dan, cac t6 chirc
stJnghi~p giao d\lc, y tS, khoa hQcdo nguai dUng d~u co quan quan ly nganh,
linh VlJCquy dinh.

d) Hinh anh, vi tri chfr ky sd cua nguai co thAmquy~n la hinh anh chfr
ky cua nguai co thAmquy~n tren van ban giay, mau xanh, dinh d?llg Portable
Network Graphics (.png) n8n trong sudt; d?t canh gifra chuc VI) cua nguai kY
va hQten nguai kY.

d) Quy8n h?n, chuc V\lcua nguai ky duqc trinh bay t?i 0 sd 7a M\lc IV
Ph§.nI Ph\l l\lc nay; chuc V\l khac cua nguai ky duqc trinh bay t?i 0 sd 7b
Ml,lcIV Ph§.nI Ph\l l\lc nay, phia tren hQten cua nguai ky van ban; cac chfr
viSt t~t quy8n h?n nhu: "TM.", "Q.", "KT.", "TL." , "TUQ." va quy8n h?n
chuc V\lcua nguai ky duqc trinh bay b~ng chfr in hoa, co chfr tiI 13 dSn 14,
kiSu chfr dUng, d?m.

Chfr ky cua nguaj co thArnquy~n duQ'c trinh bay t~i 0 sd 7c M\lC IV
Ph§.nI Ph\ll\lc m\y.
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H9 va ten cua ngiroi ky van ban diroc trinh bay tai 0 s6 7b M\1c IV
Ph~n I Phu luc nay, b~ng chtr in thirong, co chfr tir 13 dSn 14, kiSu chii' dirng,
darn, duoc d~t canh giira quyen han, chirc V\1cua ngiroi ky.

8. D~u, chir ky s6 cua co quan, t6 chirc

a) Hinh anh, vi tri chft ky s6 cua co quan, t6 clnrc la hinh anh ddu cua co
quan, t6 chirc ban hanh van ban tren van ban, mau do, kich tlnroc b~ng kich
thuoc thirc tS cua ddu, dinh dang (.png) nen trong suot, trum len khoang 113
hinh anh chtr ky s6 cua nguoi co tham quyen ve ben trai.

b) Chtr ky s6 cua co quan, t6 chirc tren van ban kern thea van ban chinh
diroc thS hien nhu sau: Van ban kern thea cung t~p tin voi nQi dung van ban
di~n tir, Van thu co quan chi thirc hien ky s8 van ban va khong thl,l'chi~n ky
s8 len van ban kern thea; van ban khong cung t~p tin v6i nQi dung van ban
di~n tu, Van thu ca quan thl)'c hi~n ky s8 cua ca quan, t6 chilc tren van ban
kern theo.

Vi trf: Goc tren, ben phai, trang d~u cua van bim kern theo.

Hinh anh chfr ky s8 cua co quan, t6 chilc: Khong hiSn thi.

Thong tin: S6 va ky hi~u van ban; thai gian ky (ngay thcing nam;
gia phlit gHiy; mlii gia Vi~t Nam thea tieu chu~ ISO 8601) duQ'c trinh
bay b~ng phong chfr Times New Roman, chii' in thuang, kiSu chii' dUng, co
chfr 10, mau den.

c) Ddu, chfr ky s6 cua ca quan, t6 chuc duqc trinh bay t~i 0 s6 8M\lc IV
PhfrnI Ph\ll\1c nay.

9. Nai nh?n

a) Nai nh?n van ban g6m: Nai nh?n dS thgc hi~n; nai nh?n dS kiem tra,
giam sat, bao cao, trao d6i cong vi~c, dSbiSt; nai nh?n de ltru van ban.

b) D6i v6i TO' trinh, Bao cao (ca quan, t6 chuc cApdu6i gui ca quan, t6
chuc cAptren) va C6ng van, nai nh?n bao gam:

Ph~n thu nhAtbao gam tir "Kinh gui", sau do Ia ten cac ca quan, t6 chuc
ho~c dan vi, ca nhan trl)'ctiSp giai quySt cong vi~c.

Ph~n thu hai bao gam tir "Nai nh?n", phfa du6i Ia tir "Nhu tren", tiSp thea
la ten cac ca quan, t6 chilc, dan vi va ca nhan co lien quan khac nh?n van ban.

c) D6i v6i nhUng van ban khac, nai nh~ bao gam tir "Nai nh?n" va
phfrnli~t ke cac ca quan, t6 chuc, dan vi va ca nhan nh~n van ban.
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d) Noi nhan duoc trinh bay tai 0 86 9a va 9b M\lCIV Phfin I Phu luc nay
bao gom:

Phfinnoi nhan tai 6 86 9a Capdung d<3ivoi To trinh, Bao cao cua co quan,
t6 chirc c~p dtroi giri co quan, t6 chirc cap tren va Cong van): Tir "Kinh giri" va
ten cac co quan, t6 chirc hoac ca nhan nhan van ban diroc trinh bay b~ng chfr in
thirong, ca chfr tir 13 dSn 14, kieu chfr dimg; sau tu "Kinh giri" co dAuhai
cham (:). NSu van ban gui cho mot co quan, t6 chirc hoac mQt ca nhan thi tir
"Kinh giri" va ten co quan, t6 chirc hoac ca nhan duoc trinh bay tren cling mQt
dong; tnrong hQPvan bangiri cho hai co quan, t6 chirc ho?c ca nhan tre len thi
xuong dong, ten m6i co quan, t6 chirc, ca nhan hoac m6i nhom co quan,
t6 chirc, ca nhan duQ'ctrinh bay tren rnQtdong rieng, dfiu dong co g~ch dAu
dong (-), cu6i dong co d~u chAmphAy(;), cu6i dong cu6i cling co dAuchAm(.);
cae g~ch dfiudong duQ'ctrinh bay thing hang v6i nhau du6i d~u hai chAm(:).

Phfin noi nh?n t~i 0 s6 9b (ap dl,mgchung d6i v6i cac lo~i van bim): Tir
"Noi nh?n" duQ'c trinh bay tren mQt dong rieng (ngang hang vai dong chfr
"quySn h~, chuc V\l cua nguai kY" va sat IS trai), sau co d~u hai chAm(:),
b~ng chfr in thuang, ca chfr 12, kiSu chfr nghieng, d?m; phfin li~t ke cac co
quan, t6 chuc, dan vi va ca nhan nh?n van ban duQ'c trinh bay b~ng chii' in
thuang, ca chfr 11, kiSu chfr dUng;ten rn6i co quan, t6 chuc, dan vi va ca nhan
ha~c m6i nhom co quan, t6 chuc, dan vi nh?il van ban duQ'ctrinh bay tren mQt
dong rieng, dfiu dong co g~ch dfiu dong (-) sat IS trai, cu6i dong co d~u chAm
phAy(;), dong cu6i cling bao g6rn chii' "LUll" sau co dAuhai chAm(:), tiSp thea
la chfr viSt t~t "VT", d~u phay (,), chii' viSt t~t ten dan vi (ho?c bQph?il) so~
thao van ban va s6 lugng ban lUll,cu6i cling la dAuchAm(.).

III. cAc THANH PHANTHE THUC KHAc
1. Ph\ll\lC

a) Truang hgp van ban co Ph\lI\lC kern thea thi trong van ban phai co chi
d~nvS Ph\ll\lc do. Van ban co tir hai Ph\ll\lc tra len thi cac Ph\ll\lc phai duQ'c
danh 86 thu t1,1'b~ng chit 86La Ma.

b) Tir "Ph\ll\lc" va 86 thu t1,1'cua Ph\ll\lc duQ'ctrinh bay thanh rnQtdong
rieng, canh giii'a, b~ng chfr in thuang, ca chfr 14, kiSu chii' dUng, dam; ten
Ph\l l\lc (nSu co) duqc trinh bay canh giii'a, b5ng chii' in hoa, ca chfr tir 13
dSn 14, kiSu chit dUng, d?m.

c) Thong tin chi d~n kern thea van bim tren m6i Ph\l l\lc duqc ban hanh
baa g6rn: S6, ky hi~u van ban, thai gian ban hitnh van ban va ten co quan, t6
chuc ban hanh van ban. Thong tin chi d~n kern thea van ban duqc canh gifra
phia duai ten cua Ph\l l\lc, chfr in thuang, co chii' tir 13 dSn 14, kiSu chfr
nghieng, cling phong chii'vai nQidung van ban, mau den.
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Thong tin chi d~n kern thea van ban tren rn6i phu luc (Kern thea van ban
s6 .. ./ ... -. .. ngay .... thang .... nam .... ) duoc ghi d~y du d6i voi van ban
giiy; d6i voi van ban di~n tir, khong phai di~n thong tin tai cac vi tri nay.

d) D6i voi Phu luc cling t~p tin voi nQi dung van ban di~n nr, Van thu C(J

quan chi thirc hien Icy s6 van ban va khong thuc hien ky s6 len Phu luc.

D6i voi Phu luc khong cling tep tin voi n9i dung van ban di~n nr, Van
thir co quan thuc hien ky s6 cua co quan, t6 chtrc tren nrng t~p tin kern theo,
cu th~:

Vi tri: Goc tren, ben phai, trang d~u cua m6i tep tin.

Hinh anh chft ky s6 cua co quan, t6 clnrc: Khong hien thi,

Thong tin: S6 va ky hieu van ban; thai gian ky (ngay thang nam; gio phut
giay; mui gio Vi~t Nam theo tieu chu§n ISO 8601) dllQ'Ctrinh bay bfuJg phong
chfr Times New Roman, chfr in thllang, ki~u chfr d(mg, cO' chfr 10,mau den.

d) S6 trang cua Ph\ll\lc dllQ'Cdaub s6 rieng thea tUng Ph\ll\lc.

e) M~u trinh bay ph\l l\lc van ban th\Ic hi~n thea quy dinh t~i Ph\lI\lc III
Nghj djnh nay.

2. Diu chi dQm?t, muc dQkhAn, cac chi dftn v~ ph~m vi lUll hanh

a) Diu chi dQm?t

Vi~c xac djnh va dong d~u chi dQm?t (tuy~t m?t, t6i m?t ho~c m?t), d~u
tai li~u thu h6i d6i v6i van ban co nQi dung bi m?t nha nllac dllQ'Cth\Ic hi~n
thea quy dinh hi~n hanh. Con d~u cac dQm?t (TUY$T MAT, TOI MAT ho~c
MAT) va d~u tai li~u thu h6i dllQ'Ckh~c s~n thea quy dinh cua phap Iu?t vS
bao v~ bi m?t nha nllac. D~u chi dQ m?t dllQ'Cdong vao 0 s6 lOa M\lc IV
Ph~n I Ph\l l\lc nay; d~u tai li~u thu h6i dllQ'Cdong vao 0 s6 11M\lc IV PhAn I
Ph\ll\lc nay.

b) D~u chi rnuc dQ khAn

Khi so~n thao van ban co tinh ch~t khAn, dan vi ho~c ca nhan so~ thao
van ban dS xu~t rnuc dQ khAn trinh nguai ky van ban quyet dinh. Tu)' thea
muc dQ cAndllQ'Cchuy~n phat nhanh, van ban dllQ'Cxae dinh dQkhAn thea cac
muc sau: hoa t6c, thllQ'llg khAn, khAn.

Con d~u cae rnuc dQ khAn dllQ'Ckh~e s~ hinh chi! nh?t co kieh thuac
30 mrn x 8 rnm, 40 rnm x 8 rnm va 20 rnrn x 8 rnrn, tren do cac til "HoA
TOC", "TRUONG KHAN" va "KHAN", trinh bay b~ng chii' in hoa, phong
chfr Tirnes New Roman, cO'chfr tir 13 den 14, kiSu chi! dUng, d?rn va d~t can
d6i trong khung hinh chfr nh?t viSn dan. D~u chi rnuc dQkhAn duQ'c dong vao
o s6 lOb M1,lcIV PhAn I Ph1,lh,lcnay. M\Ic dS dong dftu chi muc dQkhAn dung
rnau do tuo'i.
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c) Cac chi d§:nvS pham vi luu hanh
D6i voi nhtrng van ban co pham vi, d6i tuong, su dung han che, sir dung

cac chi d§:n vS pham vi luu hanh nhu "XEM XONG TRA LA-I",
"LUU HANH NOI BO". Cac chi d§:n vS pham vi luu hanh trinh bay tai a
s6 11 Muc IV Ph~n I Phu Iuc llC1Y, trinh bay can d6i trong mQt khung hinh chtr
nhat viSn dan, bing chu in hoa, phong chtr Times New Roman, co chu til 13
dSn 14, kieu chir dirng, d~m.

3. Ky hieu nguoi soan thao van ban va s6 hrong ban phat hanh
Duoc trinh bay tai a s6 12 Muc IV Phk I Phu luc nay, ky hieu bfu1gchtt

in hoa, s6 hrong ban bang chtr s6 A Rap, co chu 11, kieu chir dirng.
4. Dia chi co quan, t6 chirc; thu di~n nr; trang thong tin di~n ill; s6 di~n

thoai; s6 Fax

Cac thanh phan nay diroc trinh bay tai a s6 13 Muc IV Phan I Phu luc
nay a trang thir nhfrt cua van ban, b~ng chu in thuang, cO' chfr til 11 dSn 12,
ki~u chfr dUng, du6i mQt duang ke net liSn keo dai hSt chiSu ngang cua viIng
trinh bay van ban.

IV. sa DO BO TRi cAc THANH PHAN THE THUC VANBAN
HANHCHiNH

1. Vi trt trinh bay cac th~mhph~n thS thuc

" /..Oso
1
2
3
4
5a
5b
6

7a, 7b, 7c
8

9a,9b
lOa
lOb
11
12

13

14

Thanh ph§n th~ thtfc van ban
QU6c hi~u va Tieu ngu
Ten ca quan, t6 chuc ban hanh van ban
S6, kY hi~u clla van ban
Dia danh va thai gian ban hanh van ban
Ten lo~i va trich ySu nQi dung van ban
Trich ySu nQidung cong van
NQi dung van ban
Chuc Vl,l, hQten va chii' kY ella nguaj co thfun quy8n
Dau, Chii' kY s6 clla ea quan, t6 chue
Nainh~
D§u chi dQm~t
D§u chi muc dQkh§n
Chi d~n v8 ph~m vi luu hanh
Ky hi~u nguai so~n thao van ban va s6 luqng bfm phat hanh
~ia chi ca quat?, t6 chue; thu di~n tu; trang thong tin di~n tu;
so di~n tho~i; so Fax.
Chii' kY s6 ella ea quan, t6 chue eho ban sao van ban sang dinh
d~ng di~n tu
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Thanh phin thS thjrc CO' Vi du minh hoa
. -STT

va chi ti~t trinh bay Loai chii' chii'I Ki~u chii'
PhOng chii' Times New Roman CO'

chii'
1 Quoc hieu va Tieu n_g_O'

- Qu6c hieu In hoa 12 - 13 Dung, d~m CONG HoA xA HOI CHi) NGHiA VIET NAM 12
- Tieu ngir In thirong 13 - 14 DUng, d~m Doc Hi]!- Tu do - Hanh J!huc 13
- Dong ke ben duo-i_ ..._._-_-

2 Ten ccr quan, t6 chuc ban hanh van
han
- Ten co quan, t6 chirc chu quan tnrc
ti~p In hoa 12 - 13 DUng D~IHQCTHAINGUYEN 12
- Ten cc quan, t6 chirc ban hanh van In hoa 12 - 13 DUng, d~m TRUONG D~I HQC NONG LAM 12
ban
- Dong ke ben dum

3 S6, ky hi~u cua van han In thuong 13 DUng S6: 15/QB-BNV; S6: 05IBNV-VP; S6: 12/UBND-VX 13
4 Dia danh va thai gian ban hanh van In thtrong 13 - 14 Nghieng Thai Nguyen, ngay 05 thang OJniim 2020 13

ban
Thanhph6 H6 Chi Minh, ngay 29 thdng 6 nam 20J9

5 Ten loai va trich y~u nQi dung van
ban

a D6i vo-ivan ban co ten loai
- Ten loai van ban In hoa 13 - 14 DUng, d~m CHiTHI 14
- Trich y~u nQidung In thirong 13 - 14 DUng, d~ V~ con_g_tic _pbon2, chclo_g_lut bao 14
- Dong ke ben dum

12

v. MAu CHU vA CHI TIET TRINH BAy THE THUC VAN BANHANH CHiNH

ICo chtr trong cung mQt van ban tang, giam phai th6ng nhAt, vi du: Qu6c hi~u co chu 13, Tieu ngO'ca chu 14, dja danh va ngay, thang, nam van ban ca chO'14
ho~c Qu3c hi~u co chii' 12, Tieu ngii' ca chii' 13, dja danh va ngay, thang, nam van ban cachO' 13.
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a

G6m phan, muc, khoan, diem

Ki~u chii'
Vi dl}Minh hoa~.------------------~-~~==~~------------~---4Cii

chii'STT Loai chii'
Phong chii' Times New Roman

6 NQi dung van ban In thirong 13 - 14 Dung Trong cong tic chi dao ... 14
--------~---4----~~----~--------~~~~~~~~~~-------------------~r__,

G6m phan, CilUO'ng,muc, ti€u rnuc,
di~u, khoan, diBm~---r~~~~~~----~-r~--~-------~-----+----------~---------------------,----------------------+---4- Tir "Phan", "Chirong" va so thir nr
cua phan, chuong In thuong 13 - 14 D(rng, d~m Phin I ChlfO'ngI 14

1--__.i:-,T-,-ie_u_d~_c_ua_:p_h_An,--'-,-ch-,-u_O'n_g:___--+---:--,In-:-h-::-oa__ -+-:l-::-3_--:-14-:-+--=D:-:{m_g_,-:d-:-~m__ +-__"Q,__:U=--Y=----=-D~HCHUNG QUY J)INH CHUNG 14
- Tir "Muc" va s6 thir tu In thirong 13 - 14 Dirng, d~m Mue 1 14

- Tieu d~ cua muc In hoa 13 - 14 Dirng, d~m QUAN LY VAN BAN 14
- TiT "TiBu rnuc" va s6 thu t\r In thirong 13 - 14 Dirng, d~m Ti~u mue 1 14
- Tieu d~ cua tiSu muc [n hoa 13 - 14 Dimg, d~m QUAN LV VAN BAN DI 14

~--~--~--------------------+--------+~--~------~--~--__------~~~~~~~~~~~~------------b--~
- Di~u In thuong 13 - 14 Dung, d~m Di~u 1. Ban sao van ban 14---r~~~~~~~~~~----------------------~~~
- Khoan In thuong 13 - 14 Dimg 1. Ole hinh thirc ... 14
- Di8m In thirong 13 - 14 Dirng a) D6i voi .... 14

b
- Tir "PhAn" va s6 thtr t\l' In thirong 13 - 14 DUng, d~m Phin I 14

- Tieu d~eua phAn In hoa 13 - 14 D{mg, d~m TINH HiNH THUC HIEN NHIEM VU ..:- 14~---r--~--------~----------~------~----_'-----------r----__~---,,---~~-- -----+--~
-S6th(rt\l'vatieudecuam\le Inhoa 13-14 DUng,d~m I.NHirNGKETQuA... 14~---+--------------------------+---------+------+-----------+=-=:_:_=.~_::_:_=-===-=-~-=-=-=~-------------------.---+----1
- Khoan:I-----t---=-===-----:-----.:------------l--::---:---:----+-:-::-----:--:--ir---=--:----:-:-----t--------------,-------------------------------+-----'1
TruOng hQpeo tieu de In thllOng 13 - 14 DUng, d~m 1.Pham vi va d8i ttrO'D2ap dun2 14

TruOng hQpkhong eo tieu d~ In thllOng 13 - 14 DUng 1.Quych dinh nay co hi~u l\l'c thi h~mhkS tic ngay... 14
- Diem In thllemg 13 - 14 DUng a) D6i v6i .... 14

7
- Quyen h\U1cua ngum Icy TM. UY BAN NHAN DAN

PHOHIEU
TRUoNG

In hoa DUng, d~m KT. Hntu TRUONG13 - 14
- Chuc V\l eua nguai ky HltUTRUONGIn hoa 13 - 14 D{mg,d~

14
14
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- HQ ten cua ngiroi ky In thuong l3 - 14 Dung, d~m Trin Van Di~n I N~uy~nTh~ Hung 14

Thanh ph~n th~ tfnrc CO'
Vi dl} minh hoa

STT Loai chfr Ki~u chfrva chi ti~t trinh bay chii' Phong chfr Times New Roman CO'
chfr

8 NO'inhan
a Til "Kfnh giri" va ten co quan, t6 In thuong l3 - 14 Dirng 14

chirc, ca nhan nhan van ban
- Giri mQt noi Kinh giri: B~i hQCThai NguJ:en 14
- Giri nhieu noi Kinh giri: 14

- Be>Ne>ivu;
- Be>KS hoach va BAu tu;
- BQ Tai chinh.

b Til "NO'i nhan" va ten co quan, t6
chirc, ca nhan nhan van ban -
- Til "NO'i nhan" In thuong 12 Nghieng,~ Nai nhiin: Nai nhiin: (d6i voi cong van) 12
- Ten co quan, t6 chirc, ca nhan nh~n In thuong 11 D(rng - Cac bQ,co quan ngang bQ, ...; - Nhu tren; II
van ban - ....................., - ...............,

- Luu: VT, TCCB. - Luu: VT, NVDP.
9 Phu luc van ban

- Til "Phu h,IC" va s6 thir tu cua phu Phu lue Ih,IC In thirong 14 Dung, d~m . . 14
- Tieu d~clla phl,lh,lC In hoa 13 - 14 Dung, d~m BANGCHUVIETTAT 14

- ..
10 D~u chi muc dQkhAn Inhoa 13 - 14 D(mg, d~m I HOAT6c I I THUQNGKHAN I I KHAN I 13

11 Ky hi~u nguai so~n thao van ban va In thuOng II D(rng PL.(300) II
s6 IUQ'llg bim pMt hanh

12 Dia chi CO'quan, to chuc; thu di~n til'; In thuOng 11 - 12 D(rng S6: .............................................................................. II
trang thOng tin di~n til'; s6 di~n tho~i; DT: ............................ , Fax: .............................................
s6Fax E-Mail: ........................ , Website: ......................................

13 Chi din ve ph~ vi luu hanh Inhoa 13 - 14 D(rng, d~ I XEM XONG TRA LAI II LUU HANHN(n BQ I 13

14 S6 trang In thuOng 13 - 14 D(rng 2, 7, 13 14
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APhan II
THE THUC vA KY THU~ T TRiNH BAy BAN SAO VAN BAN
I. BAN SAO SANG BINH DANG BIEN TU. . .
1. Hinh thirc sao
"SAO Y" hoac "SAO Ll)C" hoac "TRiCH SAO".
2. Tieu chuan cua van ban s6 hoa
a) Dinh dang Portable Document Format (.pdf), phien ban 1.4 tro len.

b) Anh rnau.
c) B9 phan giai t6i thieu: 200dpi.
d) Ty l~ s6 hoa: 100%.
3. Hinh tlnrc chu Icy s6 cua co quan, t6 chirc tren ban sao dinh dang di~n ill
a) Vi tri: Goc tren, ben phai, trang dAucua van ban, trinh bay tai 0 s6 14

Muc IV PhAnI Phu luc nay.
b) Hinh anh chir ky s6 cua co quan, t6 chirc: Khong hiSn thi.

c) Thong tin: Hinh thirc sao, ten co quan, t6 chirc sao van ban, thai gian
ky (ngay thang nam; gio phut giay; mui gio Vi~t Nam theo tieu chuan
ISO 8601) duoc trinh bay bang phong chii'Times New Roman, chtr in thuong,
kieu chtr dirng, ca chii' 10,mau den.

II. BAN SAO SANG BJNH D~NG GIAy
1. ThS thirc ban sao sang dinh dang gifiy

a) Hinh thirc sao: "SAO Y" ho~c "SAO LlJC" hoac "TRiCH SAO".

b) Ten co quan, t6 chirc sao van ban.
c) S6, ky hieu ban sao bao g6m s6 thir tir dang ky (diroc danh chung cho

cac lo?i ban sao do cO'quan, t6 chuc th\lc hi~n) va chu vi~t t~t ten lo?i ban sao
theo Bang chii' vi~t t~t va mftu trinh bay van ban, ban sao van ban t?i M\lc I
Pht,ll\lc III Nghi dinh nay. S6 dUQ'cghi b~ng chu s6 A R~p, b~t dAulien ti~p
tu s6 01 vao ngay 01 thang 01 va k~t thlic vao ngay 31 thang 12 hang nam.

d) Bia danh va thai gian sao van ban.
d) Chuc V\l, hQten va chii' ky cua nguai co thAmquySn sao van ban.

e) D§u cua cO'quan, t6 chuc sao van ban.

g) NO'inh~n.
2. Ky thu~t trinh bay b~msao sang dinh d?ng gifiy
a) Cac thanh phAnthS thuc ban sao duqc trinh bay tren cling mQtto gifiy

(kh6 A4), ngay sau phAn cu6i cling cua van ban cAnsao du6i mQt duang ke
net IiSn,keo dai hSt chiSu ngang cua vung trinh bay van ban.
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b) Cac cum til "SAO Y", "SAO L1)C", "TRiCH SAO" duoc trinh bay
bang chir in hoa, co chfr til 13 dSn 14, ki~u chit dimg, d?m.

c) Co chfr, ki~u chir ella ten co quan, t6 chirc sao van ban; s6, ky hieu
ban sao; dia danh va thai gian sao van ban; clnrc vu, ho ten va chtr ky ella
nguoi co thAm quyen; d~u cua co quan, t6 chirc sao van ban va noi nhsn diroc
trinh bay theo huang dful cac thanh phAn th~ thirc van ban tai khoan 2, 3, 4, 7,
8, 9 Muc II PhAn I Ph\l luc nay.

d) M~u trinh bay ban sao dinh dang gidy diroc minh hoa tai Phu luc III
Nghi dinh nay.

3. So d6 b6 tri cac thanh phAn th~ thirc ban sao sang dinh dang gidy

a) Vi tri trinh bay cac thanh phan th~ thirc

" "Oso
1
2
3
4

5a,5b,5e
6
7

b) Sa dB

Thanh ph§n th~ thuc ban sao
Hinh thirc sao: "SAO Y" "SAO LUC" hoac "TRiCH SAO", . .
Ten co quan, t6 chirc sao van ban
S6, kY hieu ban sao
Dia danh va ngay, thang, nam sao
Chirc vu, ho ten va chir kY ella ngiroi co thk quy~n
D~u clla ca quan, t6 chue
Nainh~

20 -25 mm

PHAN CUOI ClING C:UA VAN DI1QC SAO
-, -

2 1

3 4
30 - 35 mm 15-20mm

~ ..

CJ I Sa 1C6~
/) 5c I

I 5b I
~

20 -25 mm

1
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Phy lye II
VIET HOA TRONG VAN BAN HANH CHiNH

(Kern theo Quy dinh s6i10nlQD-DHNL
ngay Jothimg 41 nam 2020 cua Hieu truong Truong DC;dh9CNang Lam)

I. VIET HOA vi PHEP B~ T CAD
Vi~thoa chtr cai dAufun ti~tthir nhAtcua mQtcau hoan chinh: Sau dAucham

cau (.); sau dAucham hoi (?); sau dAucham than (!) va khi xuong dong.
II. VIET HOA DANH TU RIENG CHi TEN NGUOI
1. Ten nguoi Vi~t Nam
a) Ten thong thirong: ViSt hoa chtr cai dAutftt cit cac am tiSt cua danh tir

rieng chi ten ngiroi. Vi du: Nguyen Ai Quoc, TrAnPhu, ...
b) Ten hieu, ten goi nhan v~t lich su: Vi~t hoa chii cai dAutAtca cac am

tiSt.Vi du: Vua Hung, Ba Trieu, Ong Giong, Bac ne, Cu Rb, ...
2. Ten ngiroi nuoc ngoai diroc phien am chuyen sang tieng Vi~t
a) Truong hQPphien am sang am Han - Vi~t: ViSt theo quy cic viSt ten

ngiroiVi~tNam. Vi du: KimNh~tThanh,Mao T~ch Dong, Thanh Cat Tu Han,...
b) Truong hop phien am khong sang am Han - Vi~t (phien am t11!CtiSp

sat each doc cua nguyen ngii): ViSt hoa chii cai dAuam tiSt thu nhAttrong m6i
thanh phAn.Vi d\l: Vla-di-mia I-lich Le-nin, Phri-drich A.ng-ghen,...

III. VIET HOA TEN BJA LY
1. Ten dia 11'Vi~t Nam
a) Ten dan vi hanh chinh duQ'ccAut~o giiia danh tu chung (tinh, thanh

ph6 tqrc thuQctrung uang; huy~n, qu~n, thi xli, thanh ph6 thuQctinh, thanh ph6
thuQcthanh ph6 tIVc thuQc trung uang; xli, phuang, thi trftn) v6i ten rieng cua
don vi hanh chinh do: ViSt hoa chu cai dAucua cac am tiSt t~o thanh ten rieng
va khong dung g~ch n6i. Vi d\l: thanh ph6 Thai Nguyen, tinh Nam Dinh, ...

b) Truang hqp ten don vi hanh chinh duQ'ccAut~o giiia danh til chung
kSt hQ'Pvai chii s6, ten nguai, ten s\!,ki~n lich su: ViSt hoa eft danh til chung
chi don vi hanh chinh do. Vi d\l: Qu~n 1,PhuOng Di~n Bien Phu, ...

c) TruOnghQ'PviSthoa d~cbi~t:Thu do Ha NQi,Thanh ph6 H6 ChiMinh.
d) Ten dia ly duqc cAut~o giua danh til chung chi dia hinh (song, nlii,

h6, biSn, cua, bSn, cAu,viing, l~ch, vam,...) v6i danh til rieng (co mQtam tiSt)
tra thanh ten rieng cua dia danh do: ViSt hoa tat cit cac chu cai t~o nen aia
danh. Vi d\l: Cua La, Viing Tau, L~ch TruOng, Vam Co, cAu GiAy,...

Truang hqp danh tu chung chi dia hinh di li@nv6i danh tu rieng: Khong
viSt hoa danh til chung rna chi viSt hoa danh til rieng. Vi d\l: biSn Cua Lo, chq
BSnThanh, song Vam Co, vinh H~ Long, ...
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d) Ten dia ly chi mot vung, mien, khu V\ICnhat dinh duoc c~u tao bang
tir chi phuong hirong k~t hop voi tit chi phirong huong khac: Vi~t hoa chtt cai
d~u cua t~t ca cac am ti~t tao thanh ten goi. D6i voi ten dia ly chi vung, mien
rieng diroc c~u tao bang til chi phuong huang k~t hop voi danh tir chi dia hinh
thi viet hoa cac chit cai d~um6i am ti~t. Vi du: Tay B~c, Dong B~c, B~c BQ,...

2. Ten dia ly mroc ngoai diroc phien am chuyen sang tieng Vi~t
a) Ten dia ly da duoc phien am sang am Han - Viet: ViSt theo quy t~c

viSt hoa ten dia ly Viet Nam. Vi du: B~cKinh, Binh Nhuong, Phap, Anh, ...
b) Ten dia ly phien am khong sang am Han - Vi~t (phien am true ti~p sat

each doc cua nguyen ngfr): Vi~t hoa theo quy t~c vi~t hoa ten ngiroi nuoc
ngoai quy dinh t~i diSm b kholln 2 M\lc II Ph\l l\1cnay. Vi d\l: Mat-xcO'-va,
Men-bon, ...

IV. VIET HOA TEN CO QUAN, TO CHUC
1.Ten cO'quan, t6 chuc cua Vi~t Nam
a) ViSt hoa chu cai diu cua cac tit, Cl,lmtit chi lo~i hinh cO'quan, t6 chuc;

chuc nang, IInh V\ICho~t dQngcua cO'quan, t6 chuc. Vi d\l: Ban Chi d~o trung
uong v~ Phong ch6ng tham nhiing, Van phong Chu tich nuoc, BQTai nguyen
va Moi truOng, T~p doan Di~n h,rcVi~tNam, HQid6ng nhan dan tinh San La,
Sa Tai chinh, ...

b) Truang hgp vi~t hoa d?c bi~t: Ban Ch~p hanh Trung uang Dang CQng
simVi~t Nam, Van phong Trung uang Dang, ...

2. Ten cO'quan, t6 chuc nuoc ngoai

, a) Ten cO'qu~n, t6 chuc nuac ngoai da dich nghia: Vi~t,hoa theo quy t~c
viet ten cO'quan, to chuc cua Vi~t Nam. Vi d\l: Lien hgp quoc (UN), To chuc
y tS th~ gioi (WHO), ...

b) Ten cO'quan, t6 chuc nuac ngoai duQ'csir dl,lngtrong van ban a d~ng
vi~t t~t: ViSt b~g chu in hoa nhu nguyen ngu ho?c chuYSn t\1'La-tinh nSu
nguyen ngu khong thuQc h~ La-tinh. Vi d\l: WTO, UNDP, UNESCO,
ASEAN,...

V. VIET HOA cAc TRUONG HQP KHAc
1. Danh tit thuQCtruang hgp d?c bi~t: Nhan dan, Nha nuac.

2. Ten cac huan chuang, huy chuang, cac danh hi~u vinh dg: ViSt hoa
chu cai diu cua cac am tiSt cua cac thanh phin t~o thanh ten rieng va cac tit
chi thu, h~ng. Vi dl,l:Huan chuang Sao vang, Ngh~ si Nhan dan, Anh hung
Lao d9ng,oo.

3. Ten chuc Vl,l,h<;>cvj, danh hi~u: ViSt hoa ten chuc Vl,l,h<;>cvi nSu di
li~n v6i ten nguai C\l thS. Vi d\l: Chu tich Qu6c hQi, Thu tUOngChinh phu,
Giao su Ton Thdt Tung, ...
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4. Danh tir chung dffrieng hoa

ViSt hoa chi! cai d§u cua tir, cum tir chi ten goi do trong tnrong hQ'Pdung
trong mot nhan xtrng, dung dQc l~p va th~ hien S\I tran trong, Vi du: Bac,
Ngiroi (chi Chu tich H6 Chi Minh), Dang (chi Dang Cong san Vi~t Nam), ...

5. Ten cac ngay l~, ngay ky niem: ViSt hoa chi! cai d§u cua am tiSt tao
th~ ten ~Qingay IS, nga~ k~ niern. Vi du: ngay QU6ckhanh 2-9, ngay T6ng
tuyen cir dau tien, ngay QUQCte Lao dQng1-5,ngay Phu ni! Viet Nam 20-10,...

6. Ten cac loai van ban: ViSt hoa chtt cai d§u cua ten loai van ban va chu
cai d§u cua am tiSt thir nhfit tao thanh ten goi cua van ban trong tnrong hQ'Pnoi
dSnmot van ban cu thS.Vi du: BQIu~tHinh S\I, Luat T6 chirc Quoc hQi,...

7. Tnrong hop vien dfrnph§n, chuang, ml,lc,tiSu ml,lc,diSu, khmin, di~m
cua mQtvan ban Cl,lth~ thi viSt hoa chii cai d§u cua ph§n, chuang, ml,lc,ti6u
ml,lc,diSu.

Vi dl,l:

_Can cu di6m a khoan 2 DiSu 103M\lc 5 Chuang XII Ph§n I clla BQlu~t
Hinh SlJ.

_Theo quy dinh t?i di6m a khoan 1DiSu 24 Ti6u ml,lc1 Ml,lc1 Chuang III
cua Nghi quySt s6 351/20 17/UBTVQHI4.

8. Ten cac nam am Iich, ngay tSt, ngay va thang trong nam

a) Ten cac nam am lich: ViSt hoa chu cai d§u clla tfit d. cac am tiSt t?O
thfmhten gQi.Vi dl,l:Ky Ty',Tan Hqi,M~u TuAt,M~u Than, ...

b) Ten cac ngay tst: ViSt hoa chu cai d§u clla am tich thu nhfit t?Othanh
ten gQi.Vi dl,l:t@tNguyen dan, tSt Doan ngQ, t@tTrung thu. Vi~t hoa chii TSt
trong truOng hqp thay cho tStNguyen dan.

c) Ten cac ngay trong tuAnva thang trong nam: ViSt hoa chu cai dAuella
am tiSt chi ngay va thang trong truOng hqp khong dung chu s6. Vi d\l: thu
Hai, thu Tu, thang Nam, thang Tam,...

9. Ten cac sl! ki~n lich su va cac triSu d~i: ViSt hoa chu cai dAuCllacac
am tiSt t~o thanh s\c ki~n va ten s\I ki~n, trong truemg hqp co cac con s6 chi
m6c thai gian thi ghi b~ng chii va viSt hoa chu do. Vi dl,l: TriSu Ly, TriSu
Tr§n, Phong trao XO viSt Ngh~ TInh, Cach m~ng thang Tam, ...

10. Ten cac tac ph~m, sach bao, t?P chi: ViSt hoa chii' cai dAuclla am tiSt
thu nhAtt?Othanh ten tac pham, sach bao. Vi d\l: tir di6n Bach khoa toan thu,
tl;lPchi CQngsan, ...
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Phu lue III
BANG CHi)VlET TAT TEN LO~I,

MAu TRINH BAy VAN BAN HANH CHiNH vA BAN SAO VAN BAN
((Kern thea Quy dinh s6:ltWIQD-DHNL

ngayJO thdng "'( ndm 2020 cua Hieu truong Truang DC;Zih9C Nang Lam)

I. BANG CHU VIET TAT TEN LO~I VAN BAN HANH CHiNH
vA BAN SAO VAN BAN

STT Ten loai van ban hanh chinh Chfr vi~t tit
1. Nghi quyet (ca biet) NQ
2. QUySt dinh (ca biet) QD
3. Chi thi CT
4. Quy chS QC
5. Quy dinh QyD
6. Thongcao TC
7. Thong bao TB
8. Hirong djn lID
9. Chuang trinh CTr
10. KSho~ch KH
11. Phirong an PA
12. DSan DA
13. Du an DA
14. Bao cao BC
15. Bien ban BB
16. To trinh TIr
17. Hop dAng HI)

18. Cong di~n CD
19. Ban ghi nho BGN

20. Ban thoa thuan BTI
21. GiAy uy quySn GUQ
22. GiAymoi GM
23. GiAy gioi thieu GGT
24. GiAy nghi phep GNP
25. PhiSu giri PG
26. Phieu chuyen PC

27. PhiSu bao PB
Ban sao van ban

1. Ban sao y SY

2. Ban trich sao TrS

3. Ban sao luc SL


