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QUYET PINH

Pi¢u 1. Ban hanh kém theo Quyét dinh nay Hudéng din vé thé thirc
va ky thuat trinh bay van ban hanh chinh dé thuc hién Nghi dinh sé
30/2020/ND-CP ngay 05 thang 3 ndm 2020 ctia Chinh phu vé Cong tac van thu.

Piéu 2. Quyét dinh ¢6 hiéu luc thi hanh ké tir ngay ky.
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BO Y TE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PATHQC Y DUQC Déc 1ap — Tw do — Hanh phic
HAI PHONG

HUONG DAN
Veé thé thirc va k§ thuét trinh bay vin ban hanh chinh
theo Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020
(Ban hanh kém theo Quyét dinh so: A§6/ /OD-YDHP
ngay b thang 12 ndm 2020 cua Truong Dai hoc Y Duoc Hai Phong)

Picu 1. Cac loai vin ban hanh chinh

Vin ban hanh chinh gém cédc loai vin ban sau: Nghi quyét (ca biét),

quyét dinh (ca biét), chi thi, quy ché, quy dinh, thong cao, thong bdo, ;;;"f‘i
g 7

{ W |
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huéng dan, chuong trinh, ké hoach, phuong én, dé an, du 4n, béo cdo, bién ban, 7 /"'ﬂ TR
to trinh, hop dong, cong vin, cong dién, ban ghi nhd, ban thoéa thuén, gidy u}"/(( \ 1A
quyén, gidy moi, gidy gidi thiéu, gidy nghi phép, phiéu guri, phiéu chuyén, phiéu \\\\“;N
bao, thu cong. |
Diéu 2. Thé thirc viin ban
1. Thé thirc vin ban 1a tdp hop céc thanh phin cdu thanh van ban, bao gbém
nhing thanh phan chinh 4p dung dbi véi tit ca cac loai van ban va céc thanh
phan bd sung trong nhimng truong hop cu thé hodc dbi véi mot sé loai vin ban
nhét dinh.

2. Thé thirc vin ban hanh chinh bao gdm cac thanh phan chinh
a) Qudc hiéu va Tiéu ngi.

b) Tén co quan, t6 chirc ban hanh vin ban.

¢) S6, ky hiéu cua vin ban.

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

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

e) Noi dung vén ban.



g) Chtre vu, ho tén va chit ky ctia nguoi c6 tham quyén.

h) D4u, chit ky sb cua co quan, t6 chuc.

1) Noi nhéan.

3. Ngoai céc thanh phan quy dinh tai khoan 2 Diéu nay, vin ban c6 thé
b6 sung cac thanh phan khéac

a) Phu luc.
b) D4u chi d6 mat, murc d6 khan, cac chi dan vé pham vi luu hanh.
¢) Ky hiéu ngudi soan thao vin ban va sb lugng ban phat hanh.

d) Dia chi co quan, td churc; thu dién tir; trang thong tin dién tu; sb dién
thoai; so Fax.

4. Thé thtrc van ban hanh chinh dugc thuc hién theo quy dinh tai Phu luc L.
Diéu 3. K§ thuét trinh bay viin ban
K¥ thuat trinh béy van ban bao gém: Khd gidy, kiéu trinh bay, dinh 1&
trang, phong chit, c& chir, kiéu chit, vi tri trinh bay céac thanh phan thé thuc, -*-:\
s6 trang van ban. Ky thuat trinh bay vin ban hanh chinh duogc thuc hién theo i6 ) \\
e \ xl
)
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quy dinh tai Phy luc II. Chit viét tit tén loai viin ban hanh chinh dugc thuc hlen _ (}i
theo quy dinh tai Phu luc III. C4c mau vin ban hanh chinh dugc ban hanh“‘"

cung huéng dan nay. //l ‘"W
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, ‘m{hga“/nyet dinh s6:456| /OP-YDHP ngay b, thang{2_ndam 2020
cua Truong Pai hoc Y Dugce Hai Phong)

I. QUY PINH CHUNG
1. Khd gidy: Khd A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chiéu dai cua khd A4. Truong hop ndi dung vin ban
c6 céc bang, biéu nhung khong duge lam thanh céc phuy lyc riéng thi vin ban
c6 thé duoc trinh bay theo chiéu rong.

3. Pinh 1é trang: Céch mép trén va mép dudi 20 - 25 mm, cach mép trai 30 -
35 mm, cach mép phai 15 - 20 mm.

4. Phong chir: Phong chir tiéng Viét Times New Roman, by ma ky tu
Unicode theo Tiéu chuan Viét Nam TCVN 6909: 2001, mau den.

5. C& chit va kiéu chir: Theo quy dinh cu thé cho timg yéu td thé thic.

6. Vi tri trinh by céc thanh phan thé thirc: Puge thuc hién theo Muc IV
Phan I Phy luc nay.

7. 86 trang van ban: Pugc danh tir sé 1, bang chit s6 A Rép, c& chir 13 dén
14, kiéu chir dimg, duoc dat canh gitra theo chiéu ngang trong phén 18 trén
clia van ban, khong hién thi s trang tht nhét.

II. CAC THANH PHAN THE THU'C CHINH
1. Quéc hidu va Tiéu ngit

a) Quoc hiéu “CONG HOA XA HQI CHU NGHIA VIET NAM”: Puoc
trinh bay bang chit in hoa, ¢& chit tir 12 dén 13, kiéu chir ding, dam va & phia
trén cuing, bén phai trang dau tién cta van ban.

b) Tiéu ngit “Ddc 1ap - Ty do - Hanh phuic”: Pugc trinh bay bang chir in
thuong, c& chir tir 13 dén 14, kidu chir dimg, dam va dugc canh giita dudi
Quéc hi¢u; chir cai dau cla céc cum tir duoc viét hoa, giita céc cum tir 6
gach ndi (-), ¢6 cach chit; phia dudi c6 dudng ké ngang, nét lién, co do dai
bang d¢ dai cua dong chi.

¢) Qudc hiédu va Tiéu ngtr dugc trinh bay tai 6 s6 1 Muc IV Phan I Phu luc
nay. Hai dong chir Quéc hiéu va Tiéu ngir dugc trinh bay cach nhau dong don.

2. Tén co quan, t6 chirc ban hanh vin ban



a) Tén co quan, td chirc ban hanh vin ban la tén chinh thire, day di cua co
quan, t4 chirc hodc chirc danh nha nudc clia ngudi ¢o thAm quyén ban hanh véan
ban. Tén co quan, to chirc ban hanh vén ban bao gbm tén clia co quan, t6 chic
ban hanh vin ban va tén cua co quan, td chirc chu quén truc tiép (néu co).

Déi véi tén co quan, t6 chirc chli quan truc tiép & dia phuong c6 thém tén
tinh, thanh phé truc thudc trung wong hodc huyén, quén, thi x4, thanh
phé thudc tinh, thanh phé thuéc thanh phé truc thudc trung vong hodc x4,
phuong, thi trAn noi co quan, td chirc ban hanh van ban déng try s6. Tén cta co
quan, t6 chirc chu quén truc tiép dugc viét t4t nhitng cum tlr théng dung.

b) Tén co quan, t& chirc ban hanh vin ban dugc trinh bay bing chit in
hoa, c& chir tur 12 dén 13, kiéu chir dimg, ddm, dugc dit canh gitra dudi tén co
quan, td chirc chu quan tryuc tiép; phia dudi c6 duong ké ngang, nét lién, c6 @0
dai bang tir 1/3 dén 1/2 46 dai ctia dong chit va diit can doi so véi dong chit.

Tén co quan, td chirc chu quan tryc tiép duoc trinh bay béng chir in hoa,
¢& chit tir 12 dén 13, ki€u chir dimg.

Tén co quan, td chirc ban hanh vin ban va tén co quan, td chirc chi quan
truc tiép dugc trinh bay cach nhau dong don. Trudng hgp tén co quan, tO

chitc ban hanh vin ban, tén co quan, to chirc chu quan tryc tiép dai co thé
trinh bay thanh nhiéu dong.

¢) Tén co quan, td chirc ban hanh vin ban dugc trinh bay tai 6 s6 2
Muc IV Phan I Phu lyc nay.

3. S0, ky hiéu cta vdn ban
a) SO cla van ban 1a so thir ty van ban do co quan, to chirc ban hanh

trong mt nam dugc dang ky tai Van thu co quan theo quy dinh. S6 ctia vin
ban dugc ghi bang chir so A Rép.

Trudng hop cac Hoi dong, Ban, T6 cla co quan, to chirc (sau day goi
chung 1a to chire tu van) duge ghi la “co quan ban hanh vin ban” va dugc st

dung con dau, chit ky so clia co quan, t0 chirc dé ban hanh van ban thi phai
lay hé thong so riéng.

b) Ky hiéu ctia vin ban

Ky hiéu ctia van ban bao gém chir viét tit tén loai vin ban va chir viét tat
tén co quan, to chic hodc chiic danh nha nudc c6 tham quyén ban hanh véan
ban. Pbi voi cong van, ky hiéu bao gom chir viét tat tén co quan, to chirc hodc
chtrc danh nha nude ban hanh cdng vin va chit viet tat tén don vi soan thao
hoic linh vuc dugc giai quyet.

Chit viét tit tén co quan, to chuc va cac don vi trong moi co quan, to
chirc hoic linh vuc do nguoi dimg dau co quan, td chitc quy dinh cu thé, bao
dam ngdn gon, de¢ hiéu.



c) Sb, ky hiéu cia vin ban dugc dit canh gifta dudi tén co quan, to chirc
ban hanh vin ban. Tir “S6” dugc trinh bay bang chit in thuong, c& chir 13, kiéu
chir dimg; sau tir “S6” ¢ dau hai cham (:); voi nhimg s6 nhé hon 10 phai ghi
thém so 0 phia trude. Ky hiéu cua van ban dugc trinh bay bang chit in hoa, c&
chir 13, kiéu chir ding. Gitra sd va ky hiéu vin ban c6 diu gach chéo (/),
gilta cac nhém chir viét tit trong ky hiéu vin ban c6 ddu gach ndi (-), khong
cach chir.

d) S6, ky hiéu ctia van ban dugc trinh bay tai 6 sé 3 Muc IV Phan I Phu
luc nay.

4. Pia danh va thoi gian ban hanh vin ban

a) Dia danh ghi trén van ban do co quan nha nudc & trung wong ban hanh
1a tén goi chinh thirc clia tinh, thanh phd truc thudc trung wong noi co quan
ban hanh vén ban dong tru s¢. Dia danh ghi trén van ban do co quan nha nude
¢ dia phuong ban hanh 1a tén goi chinh thttc ctia don vi hanh chinh noi co
quan ban hanh vén ban déng tru so.

i v6i nhimg don vi hanh chinh dugc d3t theo tén nguoi, bing chir s6
hodc su kién lich str thi phai ghi tén goi day du cua don vi hanh chinh do.

Dia danh ghi trén van ban cta cac co quan, td chire, don vi lyc lugng vii
trang nhan dan thudc pham vi quan ly ciia B6 Cong an, B6 Qudc phong dugce
thuc hién theo quy dinh cia phap luat va quy dinh cu thé ctia B Cong an, Bo
Québc phong

b) Thoi gian ban hanh van ban

Thoi gian ban hanh van ban la ngay, thang, ndm vén ban dugc ban hanh.
Thoi gian ban hanh van ban phai dugc viét day du; cac sd thé hién ngay,
thang, nim dung chit s6 A Raép; d6i v6i nhimg s thé hién ngay nhé hon 10 va
thang 1, 2 phai ghi thém sb 0 phia trude.

c) Dia danh va thoi gian ban hanh vén ban dugce trinh bay trén cung mot
dong véi s, ky hiéu vin ban, tai 6 sé 4 Muc IV Phan I Phu luc nay, béng chit
in thuong, c& chit tir 13 dén 14, kiéu chi nghiéng; cac chir cai dau cua dia
danh phai viét hoa; sau dia danh c6 d4u phay (,); dia danh va ngay, thang,
niam dugc dit dudi, canh gitra so véi Qudc hiéu va Tiéu ngfr.

5. Tén loai va trich yéu ndi dung vin ban

a) Tén loai vén ban 1a tén cua timg loai vén ban do co quan, t6 chuc ban
hanh. Trich yéu néi dung vén ban la mdt cau ngin gon hodc mot cum tir phan
anh khai quat noi dung chi yéu cia vin ban.

b) Tén loai va trich yéu ndi dung van ban dugc trinh bay tai 6 s 5a
Muc IV Phan I Phu luc nay, dit canh gitra theo chiéu ngang van ban. Tén loai



vin ban duoc trinh bay bing chit in hoa, ¢& chit tir 13 dén 14, kiéu chir dimg,
dam. Trich yéu ndi dung vin ban duge dit ngay dudi tén loai van ban, trinh
bay bang chir in thuong, c¢& chir tur 13 dén 14, kiéu chir dimg, ddm. Bén duéi
trich yéu ndi dung vin ban c6 dudng ké ngang, nét lién, c6 do dai bang tir 1/3
dén 1/2 d6 dai ctia dong chir va dat can dbi so voi dong chit.

Dbi véi cong vin, trich yéu ndi dung vin ban dugc trinh bay tai 6 s6 5b
Muc IV Phén I Phu luc ndy, sau chit “V/v” bang chit in thuong, c¢& chir tir 12
dén 13, kiéu chit ding; dat canh giira dudi sb va ky hiéu vin ban, cach dong
6pt voi s6 va ky hidu vin ban.

6. NOi dung van ban
a) Can cu ban hanh van ban

Can ctr ban hanh vin ban bao gdm vin ban quy dinh thim quyeén, chirc
nang, nhiém vu cua co quan, td chirc ban hanh van ban va céc vin ban quy
dinh ndi dung, co s& dé ban hanh vin ban. Cén ¢t ban hanh vin ban duoc ghi
day du tén loai vin ban, sd, ky hiéu, co quan ban hanh, ngay thang nam ban
hanh vin ban va trich yéu ndi dung vin ban (riéng Luét, Phap lénh khong ghi
s, ky hiéu, co quan ban hanh).

Can cu ban hanh vin ban dugc trinh bay bang chit in thuong, kjéu
chit nghiéng, c& chir tur 13 dén 14, trinh bay dudi phan tén loai va trich yeu
ndi dung van ban sau mdi cin cir pha1 xuong dong, cudi dong co ddu cham
phay (;), dong cubi cung két thuc bang du cham (.).

b) Khi vién din 14n d4u vin ban c6 lién quan, phai ghi day da tén loai,
56, ky hiéu ctia van ban thoi gian ban hanh van ban, tén co quan, t6 chirc ban
hanh vin ban va trich yéu ndi dung vén ban (d6i voi Luat va Phap 1énh chi ghi
tén loai va ten cua Luét, Phap 1énh); trong cac 1An vién dan tiép theo, chi ghi
tén loai va s0, ky hiéu cta van ban do.

c) B6 cuc ctia ndi dung vin béan: Tuy theo tén loai va ndi dung, véan ban
6 thé co phan cin ct phap ly dé ban hanh, phan m& du va c6 thé dugc bd
cuc theo phan, chu:(mg, muc, tiéu muc, didu, khoan, diém hodc dugc phén
chia thanh c4c phan, myc tir 16n dén nhé theo mdt trinh tu nhét dinh.

d) Déi voi cac hinh thirc vin ban dugc b cuc theo phan, chuorng, muc,
tidu muc, diéu thi phan, chuong, muc, tidu muc, didu pha1 c6 tiéu dé. Tiéu dé
14 cum tir chi ndi dung chinh cua phén, chuong, muc, tidu muc, diéu.

d) Cach trinh bay phan, chuong, muc, tiéu muc, diéu, khoan, diém



Tl “Phén”, “Chuong” va sb thir tu ctia phén, chuong dugc trinh bay trén
mot dong riéng, canh giira, bang chir in thudng, c& chir tir 13 dén 14, kiéu chir
dung, dam. S6 tha ty clia phan, chuong ding chit s6 La M4. Tiéu dé cua
phan, chuong dugce trinh bay ngay duéi, canh gifta, bang chir in hoa, ¢& chi
tir 13 dén 14, kiéu chir ding, dam.

Tu “Muc”, “Tiéu muc” va sb tht tu cia muc, tiéu muc dugc trinh bay
trén mot dong riéng, canh gitra, bang chir in thudng, c& chir tir 13 dén 14, kiéu
chir dimg, dém. S thir tu ciia muc, tidu muc dung chir s6 A Rép. Tiéu dé cia
muc, tiéu muc dugc trinh bay ngay duéi, canh giira, bing chir in hoa, ¢& chit
tir 13 dén 14, kiéu chir dimg, dam.

T “Diéu”, sb thir tw va tiéu dé cua didu duogc trinh bay bing chit i in
thuong, lui dau dong 1 cm hodc 1,27 ecm. Sb tht tu cia didu dung chir sd
A Rép, sau s6 thir tr c6 ddu chim (.); c¢& chit béng c& chir ctia phan 161 van,
kiéu chit dimg, dam.

S6 thir tur cac khoan trong mdi muc dung chir s6 A Rép, sau s6 thir tur c
dau chim (.), c& chir sO bang c& chir ctia phan 101 vin, kiéu chir dimg. Néu
khoan c6 tiéu dé, sé thir tir va tiéu dé cuia khoan duoc trinh bay trén mdt dong
riéng, bang chit in thuong, c& chir bang c& chir cua phan 101 van, kiéu chit
dang, dam.

Thir ty cac diém trong mdi khoan dung céc chir cai tleng Viét theo thu tu
bang chir cai tiéng Viét, sau c6 dau dong ngoac don, bang chit in thuong, c&
chit bing c& chit cta phan 161 van, kiéu chix dimg.

e) Noi dung vén ban dugc trinh bay bang chir in _thuong, dugc canh déu
cé hai 18, kiéu chit dimg; ¢ chit tir 13 dén 14; khi xubng dong, chix dau dong
Iui vao 1 cm hodc 1,27 cmy; Kkhoang cach gitra cac doan vén tbi thiéu 1a 6pt;
khoang cach giita cac dong t6i thiéu 12 dong don, téi da 1a 1,5 lines.

g) Noi dung vin ban dugc trinh bay tai 6 s6 6 Muc IV Phéan I Phu luc nay.

7. Chirc vy, ho tén va chit ky ctia ngudi c6 thim quyén

a) Chir ky cua nguoi co tham quyén 1a chir ky clia nguoi co thAm quyén
trén van ban gidy hoc chir ky sb ctia ngudi 6 thAm quyén trén vin ban dién tt.

b) Viéc ghi quyén han ctia ngudi ky dugc thuc hién nhu sau:

Truong hop ky thay mit tap thé thi phai ghi chir viét tit “TM.” vao trudc
tén tap thé 1anh dao hoic tén co quan, t6 chic.

Trudng hop dugc giao quyén cap truong thi phai ghi chir viét tit “Q.”
vao trude chirc vu clia nguoi dimg dau co quan, t chic.

Trudng hop ky thay nguoi dimg dau co quan, t6 chuc thi phai ghi chir viét
tat “KT.” vao trude chie vu cuia nguoi dimg dau. Truong hop cap pho dugc
giao phu trach hogc didu hanh thi thuc hién ky nhu cap phé ky thay cap trudng.



Trudng hop ky thira 1énh thi phai ghi chir viét tit “TL.” vao trude chirc
vu cia nguoi ding dau co quan, to chure.

Truong hop ky thira uy quyén thi phai ghi chir viét tat “TUQ.” vao trudce
chtrc vu ctia ngudi dimg déu co quan, t6 chic.

¢) Chtrc vy, chure danh va ho tén cia nguoi ky

Chtrc vu ghi trén vén ban la chirc vu lanh dao chinh thic cta nguoi ky
van ban trong co quan, to chirc; khong ghi nhitng chitc vu ma Nha nudc
khong quy dinh.

Chtrc danh ghi trén vin ban do céc t6 chirc tu van ban hanh 1a chic danh
lanh dao cia nguoi ky van ban trong to chirc tu van.

Déi voi nhiing t chirc tu vin dugc phép str dung con déu cla co quan,
t6 chire thi ghi chtrc danh cua nguorl ky van ban trong to chire tu van va chirc
vu trong co quan, t6 chirc. Péi v6i nhitng t6 chire tu van khong duge phép st
dung con ddu cta co quan, t6 chirc thi chi ghi chitc danh ctia nguoi ky vin
ban trong t6 chirc tu van.

Chtc vu (chirc danh) ctia ngudi ky vin ban do Hbi dong hodc Ban Chi
dao ciia Nha nudc ban hanh ma ldnh dao B lam Trudng ban hodc Pho
Truong ban, Chu tich hodc Phé Chu tich Hoi dong thi phai ghi & chirc vu
(chirc danh) va tén co quan, td chirc noi 1anh dao Bo cong tac & phia trén ho
tén nguoi ky.

Ho va tén nguoi ky van ban bao gdm ho, tén dém (néu cd) va tén cua
ngudi ky vin ban. Trude ho tén clia nguoi ky, khong ghi hoc ham, hoc vi va
cac danh hiéu danh du khac. Viéc ghi thém quan ham, hoc ham, hoc vi trude
ho tén ngudi ky dbi v6i van ban cua cac don vi vil trang nhén dan, céc t6 chirc
su nghiép gido duc, y té, khoa hoc do ngudi dimg dau co quan quan ly nganh,
linh vyc quy dinh.

d) Hinh anh, vi tri chir ky s6 cla nguoi co thAm quyén 14 hinh anh chit
ky cua nguoi co thim quyen trén vén ban gidy, mau xanh, dinh dang Portable
Network Graphlcs (.png) nén trong sudt; dit canh giita chirc vu ctia nguoi ky
va ho tén nguoi ky.

d) Quyén han, chic vu ciia ngudi ky dugce trinh bay tai 6 s6 7a Muc IV
Phin I Phu luc nay; chirc vu khac cua nguoi ky dugc trinh bay tai 6 s& 7b
Muc IV Phan I Phu luc nay, phia trén ho tén cta nguoi ky vén ban; céc chir
viét tt quyén han nhu: “TM.”, “Q.”, “KT.”, “TL.”, “TUQ.” va quyen han
chirc vu ctia nguoi ky dugc tr1nh bay bang chu’ in hoa & chit tir 13 dén 14,

kiéu chir ding, dam.
Chit ky ctuia nguoi co thAm quyén duge trinh bay tai 6 s6 7¢ Muc IV
Phan I Phu luc nay.



Ho va tén cua nguoi ky van ban dugce trinh bay tai 6 s6 7b Muc IV
Phan I Phu lyc nay, bang chir in thuong, c& chir tir 13 dén 14, kiéu chir
dimg, dam, dugc dat canh gilra quyén han, chirc vu ctia ngudi ky.

8. Dau, chir ky so0 cua co quan, t6 chirc

a) Hinh anh, vi tri chit ky s0 clia co quan, td chuc 12 hinh anh d4u cta co
quan, tb chirc ban hanh van ban trén vin ban, mau do, kich thuge bang kich
thude thyuc té cua dau dinh dang (.png) nen trong sudt, trum 1én khoang 1/3
hinh anh chir ky sb ctia ngudi ¢ thAm quyén vé bén trai.

b) Chit ky sb ctia co quan, t& chirc trén van ban kém theo vin ban chinh
dugc thé hién nhu sau: Van ban kém theo cung tép tin v6i ndi dung van ban
dién tir, Van thu co quan chi thuc hién ky s6 van ban va khong thuc hién ky
s6 1én vin ban kém theo; van ban khéng ctng tép tin v0i ndi dung van ban
dién t&r, Van thu co quan thyc hién ky s6 ctia co quan, to chirc trén vin ban
keém theo.

Vi tri: Goc trén, bén phai, trang dau ciia vin ban kém theo.
Hinh anh chit ky so cua co quan, t6 chirc: Khéng hién thi.

Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nim;
gio phut gidy; mui gid Viét Nam theo tiéu chuin ISO 8601) dugc trinh
bay bing phong chit Times New Roman, chit in thuong, kiéu chir ding, c&
chir 10, mau den.

¢) Dau, chit ky s6 cia co quan, t6 chirc duge trinh bay tai 6 s6 8 Muc IV
Phan I Phuy luc nay.

9. Noi nhan

a) Noi nhan vin ban gdm: Noi nhén dé thuc hién; noi nhan dé kiém tra,
gidm sat, bdo cdo, trao dbi cong viée, dé biét; noi nhan dé luu vin ban.

b) Déi véi To trinh, Béo cdo (co quan, t6 chuc cép dudi giri co quan, td
chic cap trén) va Cong vin, noi nhan bao gdm:

Phén thtr nhét bao gém tir “Kinh guri”, sau do 1a tén céc co quan, t6 chirc
hogc don vi, c4 nhan truc tiép giai quyét cong viéc.

Phan thtr hai bao gbm tir “Noi nhan” , phia dudi 1a tir “Nhur trén”, tiép theo
14 tén c4c co quan, t6 chirc, don vi va c4 nhan c6 lién quan khac nhén van ban.

c) Péi véi nhiing van ban khac, noi nhan bao gom tir “Noi nhin” va
phan liét ké céc co quan, t6 chirc, don vi va c4 nhan nhan vin ban.



d) Noi nhan dugc trinh by tai 6 s6 9a va 9b Muc IV Phan I Phu luc nay
bao gom:

Phan noi nhén tai 6 s6 9a (ap dung d6i v6i To trinh, Béo cdo cia co quan
t6 chirc cAp dudi gui co quan, t6 churc cp trén va Cong van): Tir “Kinh giri”
tén céc co quan, to chirc hodc ca nhan nhén vin ban dugc trinh bay bang chu in
thuorng, ¢& chit tir 13 dén 14, kiéu chir dung, sau tr “Kinh guni” cé dAu hai
chim (). Néu vin ban gii cho mét co quan, t6 chirc hodic mét ca nhén thi tir
“Kinh giri” va tén co quan, to chirc hodc c nhén duogc trinh bay trén cling mot
dong; truong hop van ban guri cho hai co quan, t6 chirc hosic ~ca nhén tr6 1én thi
xudng dong, tén mdi co quan, td chirc, cd nhan hoic mdi nhém co quan,
t6 chic, ca nhén dugc trinh bay trén mot dong riéng, dau dong c6 gach dau
dong (-), cudi dong co diu chdm phay (;), cudi dong cudi cung co du chdm (.);
céc gach déu dong dugc trinh bay thédng hang véi nhau duéi dau hai cham (2).

Phén noi nhan tai 6 s6 9b (4p dung chung d6i véi cac loai vin ban): Tir
“Norl nhan” dugc trinh bay trén mdt dong riéng (ngang hang voi dong chir
quyen han, chirc vu clia nguoi ky” va sat 1 trai), sau c6 dau hai cham (%),
bang chir in thuong, c& chit 12, kidu chit nghiéng, ddm; phan liét ké cic co
quan, t6 chirc, don vi va c4 nhan nhan van ban dugc trinh bay bang chit in
thuong, c& chir 11, kiéu chir dimg; tén mdi co quan, tb chirc, don vi va c4 nhan
hodic mdi nhém co quan, to chirc, don vi nhén van ban dugc trinh bay trén mot
dong riéng, dau dong c6 gach dau dong (-) sat 18 trai, cudi dong co dau cham
phiy (;), dong cudi cung bao gom chir “Luu” sau co d4u hai chim (:), tiép theo
[a chir viét tat “VT7, déu phay (), chir viét tit tén don vi (hodc bd phan) soan
thao vin ban va sb luong ban luu, cudi cing 1a ddu chém ().

III. CAC THANH PHAN THE THUC KHAC
1. Phu luc

a) Truong hop van ban c6 Phu luc kém theo thi trong vén ban phai cé chi
dan vé Phu lyc d6. Van ban c6 tir hai Phu luc trd 1én thi cac Phu luc phai duoc
d4nh sb thir tu bang chir s6 La Ma.

b) Tt “Phu luc” va s6 thir tu cia Phu luc dugc trinh bay thanh mét dong
riéng, canh gitra, bang chit in thudng, c& chir 14, kiéu chir dimg, dam; tén
Phu luc (neu c6) dugc trinh bay canh gilra, bang chit in hoa, ¢& chit tir 13
dén 14, kiéu chir dimg, dam.

c) Thong tin chi d4n kém theo vin ban trén mdi Phu lyc dugc ban hanh
bao gdm: Sb, ky hiéu vén ban, thoi gian ban hanh vin ban va tén co quan, to
chitc ban hanh vidn ban. Thong tin chi din kém theo vén ban dugc canh gitra
phia dudi tén cua Phu luc, chit in thuong, c& chit tir 13 dén 14, kiéu chir
nghiéng, ciing phong chit véi ndi dung van ban, mau den.



Thong tin chi dan kém theo vin ban trén moi phu lyc (Kem theo van
ban so .../...-... ngay... thang....ndm ....) dugc ghi day da d6i voi van ban
gidy; dbi véi van ban dién tir, khong phai dién thong tin tai céc vi tri ndy.

d) Béi véi Phu luc cung tép tin voi ndi dung van ban dién tu, Van thu co
quan chi thuc hién ky s6 van ban va khong thuc hién ky s6 1én Phu lyc.

Péi véi Phu luc khong cung tép tin voi ndi dung van ban dién tur, Van
thu co quan thyc hién ky s6 cua co quan, td chtrc trén timg tép tin kém
theo, cu thé:

Vi tri: Goc trén, bén phai, trang dau cuia moi tép tin.
Hinh anh chit ky so cuia co quan, to chirc: Khong hién thi.

Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nam; gio
phut gidy; mui gi¢ Viét Nam theo tiéu chuén ISO 8601) dugc trinh bay
bang phong chir Times New Roman, chit in thuong, kiéu chir dimg, ¢& chit
10, mau den.

d) Sd trang cua Phu luc dugc danh s6 riéng theo timg Phu luc.

e) Mau trinh bay phu luc vin ban thuc hién theo quy dinh tai Phu luc III
Nghi dinh nay.

2. Dau chi d6 mat, mirc d6 khan, cac chi dan vé pham vi luu hanh
a) Dau chi d¢ mat

Viée xac dinh va déng du chi do méat (tuyét mat, téi mat hodc mat), ddu
tai liéu thu hoi déi v6i van ban c6 ndi dung bi mat nha nude duoc thuc hién
theo quy dinh hién hanh. Con dau cac do mit (TUYET MAT, TOI MAT hogc
MAT) va d4u tai liéu thu hdi duge khic sin theo quy dinh ctia phap luat vé
bao vé bi mat nha nudc. Dau chi d6 mat duoc dong vao 6 s6 10a Muyc IV
Phén I Phu luc nay; dAu tai liéu thu hoi duogc doéng vao 6 s6 11 Muc IV Phan I
Phu luc nay.

b) D4u chi mirc d6 khan

Khi soan thao vin ban co tinh chat khan, don vi hodc ca nhan soan thao
van ban dé xuat muc do khan trinh nguoi ky van ban quyét dinh. Tuy theo
mirc d6 can dugc chuyén phat nhanh, van ban dugc xac dinh dg khan theo céc
murc sau: hoa tdc, thuong khan, khan.

Con d4u cac mac dd khin duogc khic sin hinh chit nhét c6 kich thuéde
30 mm x 8 mm, 40 mm x 8 mm va 20 mm x 8 mm, trén d6 céc tir “HOA
TOC”, “THUQNG KHAN” va “KHAN?”, trinh bay bang chir in hoa, phong
chit Times New Roman, ¢& chit tir 13 dén 14, kiéu chir ding, dam va dat can
d6i trong khung hinh chit nhat vién don. Dau chi mirc d6 khan duge dong vao



6 s6 10b Muc IV Phan I Phu luc nay. Muc dé déng dau chi mic d6 khin dung
mau dé tuoi.

¢) Céc chi dan vé pham vi luu hanh

Déi vai nhimg van ban c6 pham vi, d6i tugng, str dung han ché, sir dung
cac chi dan vé pham vi luu hanh nhu “XEM XONG TRA LAI”,
“LUU HANH NQI BO”. Céc chi dn vé pham vi luu hanh trinh bay tai 6
so 11 Muyc IV Phén I Phu lyc nay, trinh bay can do6i trong mot khung hinh chix
nhat vién don, bang chir in hoa, phong chit Times New Roman, c& chir tir 13
dén 14, kiéu chir ding, dam.

3. Ky hiéu ngudi soan thao vin ban va s lugng ban phat hanh

Pugc trinh by tai 6 s6 12 Muc IV Phan I Phy luc nay, ky hiéu bang chir
in hoa, so0 lurgng ban bang chir so6 A Rép, c& chir 11, ki€u chir dung.

4. Dia chi co quan, t6 chirc; thu dién tir; trang thong tin dién ti; s6 dién
thoai; s0 Fax

Cac thanh phan nay dugc trinh bay tai 6 sé6 13 Muc IV Phan I Phuy luc
nay ¢ trang thir nhéit cia vin ban, bang chir in thuong, c& chir tur 11 dén 12,

kiéu chir dimg, dudi mot dudng ké nét lién kéo dai hét chiéu ngang ctia viing
trinh bay van ban.

Iv. SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN
HANH CHINH

1. Vi tri trinh bay céc thanh phan thé thirc

O s6 . Thanh phén thé thirc viin ban

1 : Qudc hiéu va Tiéu ngir

2 . Tén co quan, to chirc ban hanh vin ban
3 . 86, ky hiéu ctia viin ban

4 Dia danh va thoi gian ban hanh véan ban

Sa Tén loai va trich yéu noi dung vin ban
5b Trich yéu ndi dung cong vin
6 Noi dung vén ban
7a,7b,7c Chutrc vu, ho tén va chit ky ciia nguoi co thAm quyén
8 Déu, Chir ky sb ctia co quan, t6 chirc
Oa, 9b Noi nhan
10a Déu chi d6 mat
10b Déu chi mirc d6 khan
11 Chi d4n vé pham vi luu hanh
2 Ky hiéu nguoi soan thao védn ban va sd luong ban phat hanh
Dia chi co quan, td chirc; thu dién tir; trang thong tin dién ti;
13 sb dién thoal so Fax.
14 Chir ky s6 clia co quan, td chirc cho ban sao van ban sang dinh

dang dién tu
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V. MAU CHU' VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

Vi du minh hoa

Thanh phin thé thi 5
STT W IR Loaichit | 9, | Kibuchi e Co
va chi tiet trinh bay chir Phong chir Times New Roman chir
1 | Quéc hiéu va Tiéu ngir -
- Quéc higu Inhoa |12-13 | Dung, dam CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Tiéu ngtr In thuémg 13-14 D(rng, dam D@c l@p - Tl_l’ do - Hanh phﬁc 13
- Dong ké bén dudi
2 | Tén co quan, td chirc ban hanh van
ban
- Tén co quan, td chirc chii quan tryc
tiep Inhoa | 12-13 Dimg BO NOI VU 2
- Tén co quan, t chic ban hanh van | In hoa 12-13 | Ding, dam CUC VAN THU VA LUU TRU NHA NUOC 12
ban
- Dong ké bén dudi S —
S6, ky higu ctia vin ban Inthuong | 13 Dimg S6: 15/QD-BNV; Sb: 05/BNV-VP; 86: 12/UBND-VX | 13
4 | Dia danh va thoi gian ban hanh van | Inthuong | 13 -14 Nghiéng Ha Noi, ngay 05 thdang 01 nam 2020 13
ban Thanh phér Hé Chi Minh, ngay 29 thdng 6 ndm 2019
5 | Tén loai va trich yéu ngi dung vén
ban
a | D6i véi vin ban co tén loai
- Tén loai van ban In hoa 13-14 Pung, dam CHi THI 14
- Trich yéu ni dung Inthuong | 13-14 | Dimng, ddm V& cong tac phong, chong lut bio 14
- Dong ké bén dudi S

! C5 chir trong cing mt van ban ting, giam phai théng nhét, vi du: Quéc hiéu ¢& chir 13, Tiéu ngit ¢& chir 14, dia danh va ngay, thang, ndm vén ban ¢ chir 14

hodc Quéc hiéu c& chit 12, Tiéu ngit ¢ chir 13, dia danh va ngdy, thang, ndm van ban c& chir 13.




Thanh phén thé thirc

Vi du minh hga

STT SR e Loai chir - Kiéu chir 5
va chi tiét trinh bay : chir Phéng chir Times New Roman c(ljl(:'r.
b | Dbi véi cong vin
Trich yéu ndi dung In thuong | 12- 13 Ding V/v ning béc luong ndm 2019 12
6 Noi dung van ban Inthudng | 13- 14 Ding Trong Cﬁng tac chi dao ... 14
a Gém ph?m, chgcmg, muc, tiéu muc,
diéu, khoan, diem
- Tir “Phan”, “Chuong” va sb thir ty
ctia phan, chuong Inthuong | 13-14 | Ding, dam Phian I Chwong I 14
- Tiéu dé cua phan, chuong Inhoa |13-14| Ding, ddm QUY PINH CHUNG QUY PINH CHUNG | 14
- Tir “Muc” va sb thir tu In thuong | 13- 14 Pung, dam Muc 1 14
- Tiéu @ cua muc Inhoa | 13-14| PDimg, ddm QUAN LY VAN BAN 14
- Tir “Tiéu muc” va sd thir tw Inthuong | 13-14 | Dung, dam Tiéu muc 1 14
- Tiéu dé cua tiéu muc In hoa 13-14 Ding, dam QU AN LY' A% AN B AN P1 14
- biu Inthuong | 13-14 | Dimg, dam | Pjéu 1. Ban sao viin ban 14
- Khoéan In thuong | 13 - 14 bimg 1. Cac hinh thurc ... 14
- Piém In thuong | 13 - 14 Dimg a) D6i véi ... 14
b Gdm pha‘“m, muc, khoan, diém :
- T “Phan” va sé thir tur Inthuong | 13-14 | Ding, ddm Phan I 14
- Tiéu dé cia phén Inhoa |13-14 | Ding, dam TINH HINH THU'C HIEN NHIEM VU ... 14
- S thir ty va tiéu dé cia myuc In hoa 13-14 | Dimng,dam | . NHUNG KET QU A L 14
- Khoan: :
Trurdng hop c6 tiéu dé Inthuong | 13-14 | Ding,ddm | 1, Pham vi va d6i twong ap dung 14
Trudng hop khong c6 tiéu dé In thuong | 13 - 14 Dimg 1. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay... 14
- Piém In thuong | 13 - 14 Dimg a) Pbi voi ... 14
7 | Chirc vy, ho tén clia ngudi ¢6 thdm quyén
- Quyén han cua nguoi ky In hoa 13-14 bung, ddm TM. UY BAN NH AN D AN KT. BO TRUONG 14
- Chirc vu cua nguoi ky In hoa 13-14 Dung, ddm CHfj TICH THI’J’ TRU()'N G 14
- Ho tén ctia nguoi ky In thuong | 13- 14 Dung, dam Nguyén Vian A Trﬁn Vian B 14




i A Rianis - Vi du minh hoa
STT Tlfanh. p-l‘lan ‘the th‘u'c Loai chir Co~r Kiéu chir Co
va chi tiet trinh bay chir Phong chir Times New Roman chir
8 | Noinhén
a | Tu “Kinh giri” va tén co quan, to In thuong | 13- 14 Pung 14
chire, c4 nhan nhan vén ban
- Giri mét noi Kinh guri: Bo Noi vu 14
- Giri nhiéu noi Kinh g{;i; 14
- BO Noi vu;
- B6 K€ hoach va Pau tu;
- B Tai chinh.
b Tu “Noi nhan” va tén co quan, td
chirc, c4 nhan nhén vin ban
- Tt “Noi nhén” In thuong 12 Nghiéng, ddm | Noi nhin: Noi nhin: (d6i v&i cong van) | 12
- Tén co quan, to chirc, ca nhan nhén In thuong 11 Pung - Cac bd, co quan ngang bg, ...; - Nhu trén; 11
van ban R Tt 2 = e :
- Luu: VT, TCCB. - Luu: VT, NVDP.
9 | Phu luc vdn ban
- Tir “Phy luc” va s thi tw ctia phu
luc Inthuong | 14 Dimg, ddm Phu lyc I 14
- Tiéu dé cta phu luc In hoa 13-14 | Ding, ddm BANG CHU VIET TAT 14
10 | Du chi mirc d khan Inhoa |13-14| Dung, dam i : - - 13
£ HOA TOC | | THUONG KHAN KHAN
11 | Ky hiu ngudi soan thao van ban va In thuong 11 Ding PL.(300) 11
s0 lugng ban phét hanh
12 | Dia chi co quan, t6 chirc; thu dién ti; | Inthuong | 11 -12 Pimg R I Y 11
trang thong tin dién tir; so dién thoai; 5 B S FaX i e
s6 Fax E-Mail: ...........ccceinnnn... WeEDSHE: s st hn e E s s auas
13 | Chi d&n vé pham vi luu hanh Inhoa |13-14| PDung, dam . : i 13
R : XEM XONG TRA LAI LUU HANH NOI BO
14 | S trang Inthuong | 13- 14 Ding 2 7.13 14
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HATPRAEY HOA TRONG VAN BAN HANH CHINH

(Rém. 1125 gyt dinh 56 19¢,/OD-YDHP ngiy A6 thing 12 nim 2020
cua Truong Dai hoc Y Duoc Hai Phong)

I. VIET HOA Vi PHEP PAT CAU

Viét hoa chir cai dau 4m tiét thir nhét ciia mot cdu hoan chinh: Sau déu
cham céu (.); sau dau cham héi (?); sau dau chdm than (!) va khi xudng dong.

IL. VIET HOA DANH TU RIENG CHI TEN NGUOI
1. Tén nguoi Viét Nam

a) Tén thong thudng: Viét hoa chir cai dau tit ca cic am tiét ctia danh tir
riéng chi tén nguoi. Vi du: Nguyén Ai Quéc, Tran Phu,...

b) Tén hiéu, tén goi nhan vat lich sir: Viét hoa chit cai diu tit ca cic 4m
tiet. Vi du: Vua Hung, Ba Triéu, Ong Gioéng, Bac Ho, Cu Ho,,..

2. Tén ngudi nude ngoai duge phién 4m chuyén sang tiéng Viét P

e ’ . A 1,:{/’ !,,»“" :

a) Truong hop phién 4m sang 4m Hén - Viét: Viét theo quy tic viét tén g/ /eyt
nguoi Viét Nam. Vi du: Kim Nhat Thanh, Mao Trach Péng, Thanh Cat T ;C [ palt
Han,... L\ o A

. & 3 i T .z W\ HAI P
b) Truong hop phién 4m khéng sang 4m Hén - Viét (phién am truc tiép \l“

sat cach doc clia nguyén ngfr): Viét hoa chit cai diu am tiét thir nhat trong moi e
thanh phan. Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen,...

IIL VIET HOA TEN DIA LY
1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh dugc ciu tao gifra danh tir chung (tinh, thanh
phé truc thudc trung wong; huyén, quén, thi x4, thanh phd thudc tinh, thanh phé
thudc thanh phé tryc thudc trung wong; xa, phudng, thi trin) véi tén riéng cua
don vi hanh chinh d6: Viét hoa chir cai dau cia cac 4m tiét tao thanh tén riéng
va khong dung gach nbi. Vi du: thanh phé Thai Nguyén, tinh Nam Dinh,...

b) Trudng hop tén don vi hanh chinh duge céu tao giita danh tir chung két
hop véi chit sb, tén nguoi, tén su kién lich str: Viét hoa ca danh tir chung chi don
vi hanh chinh d6. Vi du: Quan 1, Phuong Pién Bién Phu,...

¢) Truong hop viét hoa dic biét: Thu d6 Ha N¢i, Thanh phé Hd Chi
Minh.

d) Tén dia Iy duoc céu tao giita danh tir chung chi dia hinh (song, nii, hd,
bién, ctra, bén, cau, viing, lach, vam, ...) véi danh tir riéng (c6 mot am tiét) troy



thanh tén riéng cua dia danh do: Viét hoa tit ca cac chir cai tao nén dia danh. Vi
du: Cira Lo, Viing Tau, Lach Truong, Vam Co, CAu Gidy,...

Truong hop danh tlr chung chi dia hinh di lién v6i danh tir riéng: Khong
viét hoa danh tir chung ma chi viét hoa danh tir riéng. Vi du: bién Ctra Lo, chg
Bén Thanh, séng Vam Cé, vinh Ha Long,...

d) Tén dia ly chi mot vung, mién, khu vuc nhit dinh dugc CAu tao bang tir
chi phuong hudng ket hop véi tir chi phuong hudng khac: Viét hoa chir cai dau
cua tat ca cac am tiét tao thanh tén goi. D4i véi tén dia ly chi ving, mién riéng
dugc ciu tao bang tir chi phuong hudng két hop v6i danh tir chi dia hinh thi viét
hoa céc chit cai dAu mdi am tiét. Vi du: Tay Bac, Dong Bic, Béc B9, ..

2. Tén dia ly nudc ngoai dugce phién 4m chuyén sang tiéng Viét

a) Tén dia ly da duoc phién 4m sang 4m Han - Viét: Vit theo quy tic viét
hoa tén dia ly Viét Nam. Vi du: Bic Kinh, Binh Nhudng, Phép, Anh,..

b) Tén dia ly phién 4m khong sang 4m Han - Viét (phién am tryc tiép st
cach doc cua nguyén ngi): Viét hoa theo quy tac viét hoa tén ngudi nudc ngoai
quy dinh tai diém b khoan 2 Muc II Phu luc nay. Vi du: Mat-xco-va, Men-bon,..

IV. VIET HOA TEN CO QUAN, TO CHUC
1. Tén co quan, to chiic ctia Viét Nam

a) Viét hoa chit cai dau cua céc tir, cum tur chi loai hinh co quan, t6 chc;
chirc néng, linh vyc hoat dong cta co quan, t6 chirc. Vi du: Ban Chi dao trung
uong veé Phong chdéng tham nhiing, Van phong Chu tich nuéc, Bo Tai nguyén va
MBbi truong, Tap doan Dién luc Viét Nam, Hoi ddng nhan dan tinh Son La, S¢
Tai chinh,..

b) Tru&mg hop viét hoa dic biét: Ban Chép hanh Trung uong Dang Cong
san Viét Nam, Vin phong Trung uong Dang, ...

2. Tén co quan, td chirc nude ngoai

a) Tén co quan, t6 chirc nudc ngoai da dich nghia: V1et hoa theo quy tic

V1et tén co quan, t chic cia Viét Nam. Vi du: Lién hop qudc (UN), Té chic Y
té thé gidi (WHO),...

b) Tén co quan, t6 chirc nudc ngoai dugce sir dung trong van ban 6 dang
viét tit: Viét bang chit in hoa nhu nguyén nglt hodc chuyén ty La-tinh néu
nguyén ngit khéng thugc hé La- tinh. Vi  du: WTO, UNDP,

UNESCO, ASEAN,...
V. VIET HOA CAC TRUONG HQP KHAC
1. Danh tir thudc truong hop dic biét: Nhan dén, Nha nudc.

2. Tén céac huén chuong, huy chuong, cdc danh hiéu vinh du: Viét hoa
chit cai dAu cta céc 4m tiét clia cac thanh phan tao thanh tén riéng va céc tir chi
thir, hang. Vi du: Huén chuong Sao vang, Nghé si Nhan dan, Anh hung Lao

dong,...



3. Tén chitc vy, hoc vi, danh hiéu: Viét hoa tén chirc vu, hoc vi néu di lién
vdi tén nguoi cu thé. Vi du: Chu tich Quoc hdi, Thu tudng Chinh phu, Gido su
Ton That Tung,...

4. Danh tir chung d4 riéng hoa

Viét hoa chit cai ddu cua tir, cum tir chi tén goi do trong truong hop dung
trong mot nhan xung, dimg doc 18p va thé hién sy tran trong. Vi du: Bac, Nguoi
(chi Chu tich H6 Chi Minh), Bang (chi Pang Cong san Viét Nam),...

5. Tén cac ngay 1€, ngay ky niém: Viét hoa chir cai dau ctia 4m tiét tao
thanh t€n goi ngay 18, ngay ky niém. Vi dy: ngay Quéc khanh 2-9, ngay Tong
tuyén cir dau tién, ngay Qudc té Lao dong 1-5, ngay Phu nir Viét Nam 20-10,..

6. Tén cac loal van ban: Viét hoa chit cai dau cta tén loai vin béan va chit
cai dau cua am tiét thir nhit tao thanh tén g0l cua van ban trong truong hop noéi
dén mét vin ban cu thé. Vi du: Bo luat Hinh sy, Luat T4 chire Quéc hoi,..

7. Trudng hop vién dan phan chuong, muc, tiéu muc, diéu, khoan, dlem
clia mot van ban cu thé thi viét hoa chir cai ddu cua phan, chuong, muc, tiéu
muc, diéu.

Vi du:

- Can ctr diém a khoan 2 Piéu 103 Muc 5 Chuong XII Phan I ctia Bo luét
Hinh su.

- Theo quy dinh tai diém a khoan 1 DPiéu 24 Tiéu muc 1 Muc 1 Chuong
11T ctia Nghi quyét s6 351/2017/UBTVQH14.

8. Tén cac nam am lich, ngay tét, ngay va thang trong nim

a) Tén cac nim am lich: Viét hoa chir cai dau cua tit ca cac m tiét tao - \
thanh tén goi. Vi du: Ky Ty, Tan Hoi, Mau Tué4t, M4u Than,.. ;« \ \

! e ‘\1

b) Tén cac ngay tét: Viét hoa chir cai dau cua am tiét thu nhat tao thanl} NG / " /"
tén goi. Vi du: tét Nguyén dan, tét Poan ngo, tét Trung thu. Viét hoa chit Tét .”
trong trudng hop thay cho tét Nguyén dan. , pw"‘

~¢) Tén céc ngay trong tudn va thang trong nam: Viét hoa chir cai dau cua
am tiét chi ngay va thang trong truong hop khong dung chir sé. Vi du: thir Hai,
thir Tu, thang Nam, thang Tam,..

9. Tén céc sy kién lich st va céac triéu dai: Viét hoa chit cai dau clia cac
am tiét tao thanh su kién va tén su kién, trong truong hop cé céac con s6 chi mbe
thoi gian thi ghi bang chir va viét hoa chit d6. Vi du: Triéu Ly, Triéu Tran,
Phong trao X6 viét Nghé Tinh, Cach mang thang Téam,..

10. Tén céc tac pham, sach béo, tap chi: Viét hoa chit c4i diu cia am tiét
thir nhét tao thanh tén tac phdm, sach bdo. Vi du: tir dién Béach khoa toan thu,
tap chi Cong san,...
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I. BANG CHU VIET TAT TEN LOAI VAN BAN HANH CHiNH
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II. MAU TRINH BAY VAN BAN HANH CHINH, PHU LUC

1. MAu trinh bay viin ban hanh chinh

MAu 1.1 |[Nghi quyét (cé biét)

Mau 1.2 |Quyét dinh (cé4 biét) quy dinh tryc tiép

MAu 1.3 [Quyét dinh (c4 biét) quy dinh gian tiép

Mau 1.4 [Van ban c6 tén loai

Mau 1.5 |Cong van

Mau 1.6 |Cong dién

Mau 1.7 (Gidy moi

Mau 1.8 |Gidy gidi thiéu

MaAu 1.9 [Bién ban

MAu 1.10 |Gidy nghi phép

2. MAu trinh bay phu luc viin ban

M3u 2.1 [Phu luc vin ban hanh chinh gidy

MaAu 2.2 [Phu luc vin ban hanh chinh dién tur




Maiu 1.1 - Nghi quyét (ca biét)

TEN CQ, TC CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Péoc lap - Tw do - Hanh phic
Sé: /NQ-.. 3... LA ngay ... thang ... ... nam ...
NGHI QUYET
5
THAM QUYEN BAN HANH
8017 or) B R L O N TR S T X
ORI e s o i T S s i B S TR S R ;
QUYET NGHI
ooooooooooooooooooooooooooooooooooooooooooo 6.-.-.-0--'0-00.ol'otl.l-----nullll-l-lll-o-o-.a-0..ol--coooclolll-lclll-.
....................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu Dleu ..... 3
-LuuVT 7 8 (Chit ky cua ngu’m c6 tham quyen
R ddu/chir ky s6 cia co quan, 16 chirc)
Ho va tén
Ghi chu:

! Tén co quan, to chirc chii quan tryc tiép (neu co).

> Tén co quan, t6 chirc ban hanh nghj quyét.

3 Chi viét tt tén co quan, t& chirc ban hanh nghi quyét.

* Dia danh.

5 Trich yéu n6i dung nghi quyét.

6 Noi dung nghi quyét.

7 Chir viét tit tén don vi soan thao viin ban va s6 lwgng ban luu (néu can).
8 Ky hiéu ngudi soan thao vin ban va sb lugng ban phat hanh (néu cén).



Mau 1.2 - Quyét dinh (c4 biét) quy dinh trwe tiép

TEN CQ, TC CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? Déc 1ap - Tu do - Hanh phic
86: /QD-... ... LA ngay ... ... thang .... ndm ... ...
QUYET DINH
AR 1 S
THAM QUYEN BAN HANH®
(@717 /R e i e :
(870 o N AT 0 S8 S8 R SO :
TREO A& NGHI CUG ... ,
QUYET PINH:
51121V OO R SRS S
3172 RRRETONE RS O AR N H B IR
.......................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu Diéu....;
:LuuVT, > 10 (Chit ky cua ngu’m 6 tham quyen

dau/chit ky sé cia co quan, 16 chirc)

Ho va tén

Ghi chu:

! Tén co quan, to chirc chi quan tryuc tiép (néu co).

2 Tén co quan, tb chirc hodc chirc danh nha nugc ban hanh quyét dinh.

3 Chir viét tit tén co quan, t& chirc hodic chirc danh nha nuéc ban hanh quyét dinh.

* Dia danh.

5 Trich yéu ndi dung quyét dinh.

6 Thém quyén ban hanh quyet dmh thudc vé nguoi dimg dau cO quan, t6 chirc thi ghi chirc vy cua
ngudi dimg dau; néu thAm quyén ban hanh quyét dinh thudc vé tap thé lanh dao hodc co quan, tb
chtrc thi ghi tén tap thé hodc tén co quan, tb chirc do.

7 Céc cin ctr dé ban hanh quyét dinh.

® Noi dung quyet dinh.

% Chit viét tt tén don vi soan thao va sb lugng ban luu (néu can).

19 Ky hiéu ngudi soan thao vin ban va s lugng ban phat hanh (néu can).



MAu 1.3 - Quyét dinh (quy dinh gian tiép)

TEN CQ, TC CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? Pjc lap - Tw do - Hanh phic
Sé: OB - Y s (O - ; BOA) e thang ...... nam ... ...
QUYLT PINH
Ban hanh (Phé duyét) ..........° ...............
THAM QUYEN BAN HANH®
CAN el ..o SO LS S WP W ;
Ol e i D e e i b e e e e s .
Theo A6 NI CUIA ................oveoeeeeeeeeeeeoeeeeee oo
QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ...... 5 ...............
DHBU cev oot e e
........................................................................................................................... I
Noi nhn: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu bieéu....;
- e, g (Chit ky cua nguoi co tham cluyén,

e 8 9 A ~ r £ ? A r
-Luwu: VT, .5 .. dau/chit ky so cua co quan, t6 chirc)

Ho va tén

Ghi chu:

" Mau nay 4p dung déi v6i cac quyét dinh (c4 biét) ban hanh hay phé duyét mét vin ban khéc.

! Tén co quan, tb chic chu quan tryc tiép (néu co).

2 Tén co quan, tb chirc hodc chirc danh nha nuéc ban hanh quyét dinh.

3 Chir viét tét tén co quan, tb chirc hoic chirc danh nha nuéc ban hanh quyét dinh.

* Dia danh.

5 Trich yéu noi dung quyét dinh.

6 ThAm quyén ban hanh quyét dinh thudc vé ngudi dimg diu co quan, td chic thi ghi chirc vu cia
ngudi dimg dau; néu thim quyén ban hanh quyét dinh thudc vé tap thé lanh dao hodc co quan, t6
chirc thi ghi tén tap thé hodc tén co quan, t chirc do.

7 Céc cén cir dé ban hanh quyét dinh.

8 Chir viét tit tén don vi soan thao va sb luong ban Iuu (néu cén).

? Ky hiéu ngudi soan thao vin ban va sb luong ban phat hanh (néu can).



MAu viin ban (dwgc ban hanh, phé duyét kém theo quyét dinh) dbi véi
viin ban gidy
TEN CQ, TC CHU QUAN  CQNG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc lap - Tw do - Hanh phic

TEN LOAI VAN BAN
1

(Kém theo Quyét dinh s6 ... /OP- ... ngay ... thdng ... nam ... cua... )’

. . .
ooooooo L RN Y]
by
D.A 1
BCNL S it daii s it soina it nhcnatsinensesnainsmiobuens ubesh it ranseeoaesnsssitios
D.l
BOU saa civiassivannniiiciseincsvonisiveissnssosonisssassonsmasabessossssseisnssisssssnsiasosrvsviiisssssosisn
............................................................................................................................
X RN
®00ccccceccccnce oo
1
DJA
L
.......................................................................................................................... /.
. T
.
Lchu

! Trich yéu ndi dung cta vin ban.
2 S0, ky hiéu, thoi gian ban hanh va tén co quan ban hanh cua Quyét dinh.
3 Noi dung vin ban kém theo.



MZu vin bin (dwge ban hanh, phé duyét kém theo quyét dinh) dbi véi
viin ban dién tir

She A ; ngay/thdng/nam; gio: phut: gidy’

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

TEN CO QUAN, TO CHUC Péoc lap - Tu do - Hanh phiic
TEN LOAI VAN BAN

(Kém theo Quyét dinh s6 ... /QP- ... ngay ... thdng ... ndm ... cua... )

3

eecee00c0000000000000000 000

"
Pieu 1
UL Lii: .oineennsonnessrensssiosinsnsintossesiisiassiossnsorisisssossessvasssvsssssmsssssinsvsssvvsssssesosio sion
N
Pie
) | L T T P P e P
............................................................................................................................
[ EEENENEETRE N NRY]
90 000 OGOLOOLOOOONOOONOIOOLONIONOONOS
Y
Die
] | T T R AL AR R
.......................................................................................................................... I
AR
Ghi chu:
A

* Méu nay 4p dung d6i v&i vin ban dién tir kém theo khong clng tép tin v6i ndi dung Quyét dinh
ban hanh hay phé duyét.

! Trich yéu ndi dung ctia vin ban.

2 Pbi v6i van ban dién tir, khong phai dién thong tin tai cac vi tri nay.

3 Noi dung viin ban kém theo.

4S6va ky hiéu Quyet dinh ban hanh hay phé duyét.

5 Thoi gian ky s6 cua co quan, t chirc (ngay thang nam; gio phut gidy; mui gid Viét Nam theo tiéu
chuén ISO 8601).



Miu 1.4 - Viin ban c6 tén loai

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? Poc lap - Tw do - Hanh phic

SO B L S Y e, NEAY . thang ...... nam ......

TEN LOAI VAN BAN®
7

oooooooooooooooooooooooooooooooooooooooooooooooooo 8 00000000 0rNeeeeeeeRinits SRRININIIENNEIIRIRNPINRIRNIRIROIPIRIIIIILIILIIITS
........................................................................................................................... /.
Noi nhin: QUYEN HAN, CHU'C VU CUA NGUOI KY
. (Chit ky cua nguoi c6 tham quyen

-Luw: VT, .2 dau/chit ky sé ciia co quan, t6 chirc)

Ho va tén

Ghi chu:

! Tén co quan, té chirc chii quan truc tiép (néu co).

2 Tén co quan, tb chirc hodc chirc danh nha nudc ban hanh vin ban.

3 Chir v1et tat tén loai van ban.

4 Chir viét it tén co quan, td chirc hodc chirc danh nha nuée ban hanh van ban.

’ Pia danh.

6 Tén loai van ban

Mau nay ap dung chung dbi v6i cac hinh thirc vn ban hanh chinh c6 ghi tén loai gdm: chi thi, quy
ché, quy dinh, thong céo, théng bao, hudng dan, chuong trinh, ké hoach, phwong 4an, dé 4n, dy an,
bdo cao, to trinh, gidy iy quyén, phiéu giri, phiéu chuyén, phiéu bao.

7 Trich yéu n6i dung vin ban.

8 Noi dung vin ban.

9 Chir viét tit tén don vi soan thao va s6 luong ban luu (néu cén).

19 Ky hiéu ngudi soan thao vin ban va s lugng ban phat hanh (néu can).



Mau 1.5 - Cong vin

TEN CQ, TC CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? DPéc 1ap - Tw do - Hanh phiic
S6: R 3, NGAY ... ... thang ...... nam... ...
Viv........ TR
Kinh gtri
.......................................................... 7 D RN
........................................................................................................................... L.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu trén;

(Chit ky cua ngum 6 tham quyen
dau/chi ky sé cia co quan, t6 chirc)

Ho va tén

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

Ghi chu:

! Tén co quan, to chirc chi quan tryuc tiép (néu co).

2 Tén co quan, t6 chirc hogc chirc danh nha nudéce ban hanh cong vin.

3 Chit v1et tat tén co quan, t6 chirc hoic chirc danh nha nuée ban hanh cOng van.
4 Chir viét tit tén don vi soan thao cong van.

5 Pia danh.

¢ Trich yéu noi dung cong vin.

" Noi dung cong vin.

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

? Ky hiéu nguoi soan thao van ban va so lugng ban phat hanh (neu can).

1 Pia chi co quan, t6 chirc; thu dién tir; trang thong tin dién tir; sb dién thoai; sé Fax (néu can).



Mau 1.6 - Cong dién

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? DPjc lap - Tu do - Hanh phiic
86: .../CP-..5.. L, ngay ... thing ... ... nam......
CONG PIEN
............................... ¢ dién
S eecsccssessssecssssee 7 ooooooooooooooo X
oooooooooooooooooooooooooooooooooooooooooooooooooo 8 P R R TN
........................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
f VT o w0 (Chit ky ciia ngwoi ¢é tham quyén

dau/chit ky s6 cua co quan, té chirc)

Ho va tén

Ghi chu:

! Tén co quan, t6 chirc chu quan truc tiép (néu co).

2 Tén co quan, t& chirc hoic chirc danh nha nuéc ban hanh cong dién.

3 Chir viét tit tén co quan, tb chirc hogic chitc danh nha nuéc ban hanh cong dién.
4 Dia danh.

5 Trich yéu noi dung dién.

6 Tén co quan, t chirc hodc chirc danh cua nguoi dimg dau.

7 Tén co quan, b chirc nhan dién.

8 Noi dung dién.

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

'YKy hiéu ngudi soan thio vin ban va s lwgng ban phat hanh (néu cn).



Maiu 1.7 - Gidy moi

TEN CQ, TC CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? DPéc 1ap - Ty do - Hanh phiic
80: .../GM-..0... i , ngay ... thang ...... nam... ...
GIAY MOI
......... S v AN TONR KIADMG1 . ieimenssi 2 o
OO s ennns srnt i an i T I e T
@111 ¢ RO L - SO UOR N F FCUE E -
LDOL GIAR v SiEsn - O B et s ke SR BT o ATiie et il
DA GIEIM: ..ot e
....................................... IS WO A I——) |
Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
s (Chit ky cua nguoi cé tham quyén,
-Luu: VT, .2 dau/chit ky so cua co quan, té chirc)

Ho va tén

Ghi chu:

' Tén co quan, to chirc chu quan tryc tlep (néu co).

2 Tén co quan, tb chirc ban hanh gidy moi.

3 Chit viét tt tén co quan, td chirc ban hanh gidy moi.

* Dia danh.

5 Trich yéu néi dung cuge hop.

6 Tén co quan, t6 chirc hoiic ho va tén, chire vy, don vi cong tac cua nguoi dugc moi.
" Tén (n6i dung) cia cude hop, hdi thao, hoi nghi v.v..

® Cac van de can luu y.

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

1 Ky hiéu ngudi soan thao van ban va s6 lugng ban phét hanh (néu cin).



Maiu 1.8 - Gidy gi6i thiéu

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? Poc lap - Tu do - Hanh phiic
SR GO ey it 2 M CH LI— , ngay ... thang ... .... nam ...
GIAY GIOI THIEU
............... 2...eeu...... trAn trong gi6i thiéu

Ong (bA) .oovvviiiiiiiiiiiiiene, S

B 11 (o )
Puge et dén: v.vveeeeieeieiin 0 e T S S R BT
V8 VA0, et e

Pé nghi Quy co quan tao didu kién dé ong (ba) c6 tén ¢ trén hoan thanh
nhiém vu.

Gidy ndy c6 gid tri dén het NAY ......v'eeeeeeeeeeeee e

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu trén;
- Luu: VT.

(Chit ky cua nguoi co tham quyen
ddu/chit ky s6 ciia co quan, t6 chirc)

Ho va tén

Ghi chu:

!'Tén co quan, to chirc chui quan tryc tiép (neu co)

2 Tén co quan, t6 chirc ban hanh vén ban (cAp gidy gidi thiéu).

3 Chit viét tit tén co quan, tb chirc ban hanh vin ban.

* Dia danh.

5 Ho va tén, chire vu va don vi cong tac cua nguoi dugc gidi thiéu.
6 Tén co quan, & chirc duge gidi thidu téi lam viée.



MaAu 1.9 - Bién ban

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? DPoc lap - Tw do - Hanh phiic
Sb: ... /BB-...3...
BIEN BAN
4

Thoi gian bat dau: ................

| 5L BC (1) 1 o U U USS S

Thanh phan tham dy: .......................

Chiite (ChiMt08 )8 ssamssmemamin s ot
Thu ky (nguoi ghi bi€n ban): ....cc.eceveeeiieiiiiieiceeccceeceeeceeeeeeee e
Noi dung (theo dién bién cudc hop/hdi nghi/hdi thao):

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

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

THU KY CHU TQA
(Chit k) (Chit ky ctia ngueoi cé tham quyén
daw/chit ky s6 cua co quan, t6 chire (néu cd))’
Ho va tén Ho va tén
Noi nhin:

- Luu: VT, Hb so.

Ghi chu:

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

2 Tén co quan, td chirc ban hanh vin ban.

3 Chit viét tit tén co quan, t6 chirc ban hanh vin ban.
4 Tén cudc hop hoic hdi nghi, hoi thao.

5 Ghi chirc vu chinh quyén (néu cén).



Mau 1.10 - Gidy nghi phép

TEN CQ, TC CHU QUAN' ~ CQNG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? Doc lap - Tu do - Hanh phiic
S6: .../GNP-..2... L ngay ... thdng ... ... nam......
GIAY NGHI PHEP
Xét Don dé nghi nghi phép ngay ................. i e (o ) J————
.................................... N cap cho
(857 o L o L O TOt I S
ChITCF VI, ~ssesssmmesmamsmmmmasm s S i R
Dugc nghi phép trong thoi gian......... ke tr ngay ........... dén hét ngay
............... 15:7 I
S6 ngay nghi phép néu trén dugc tinh vao thoi gian......... L — /
Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
oy VT . (Chit ky cua ngum 6 tham quyen

dau/chit ky s6 ciia co quan, t6 chue)

Ho va tén
Xdc nhdn cua co quan (t6 chirc) hodc

chinh quyén dia phuwong noi nghi phép
(néu can)

(Chi¥ ky, ddu)

Ho va tén

Ghi chu:

! Tén co quan, to chire chu quan truc tiép (néu co).

2 Tén co quan, t6 chire cap gidy nghi phép.

3 Chit viét tit tén co quan, o chirc cép giay nghi phép.

* Dia danh.

> Ho va tén, chirc vu va don vi cong tac ciia ngudi duoc cip gidy phép.
¢ Noi nghi phép.

" Thoi glan nghi theo Luat Lao dong (nghi hang ndm c6 luong hoic nghi khong hudng lwong hogic
nghi viéc riéng ma van huéng nguyén luong...).

8 Nguoi duge cép gidy ngh1 phép.

9 Chir viét tit tén don vi soan thao va s6 luong ban luu (néu cén).



MAu 2.1 - Phu luc vin ban hanh chinh gidy

Phu luc ... ...
2

(Kém theo Vin ban s6...°..... ngay...* thing..* ndm ..* cia ..5... ... )
6

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

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

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

Ghi chi:

'S thir ty ciia Phu luc.

B Tiéu dé cua Phu luc.

? S0 va ky hiéu ciia vin ban.

4 Thoi gian ban hanh vin ban.

5 Tén co quan, t chirc ban hanh vin ban.
¢ N6i dung ctia Phu luc.



MAu 2.2 - Miu Phu luc viin ban hanh chinh dién tir "

S0T v ; ngay/thang/nam; gid: phut: gidy
Phu luc ... ...
2
(Kem theo Vin ban so...° ... ngay...> thing..’ nam .3 cia ..*... ... )
7 . e
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Ghi chu:

* Mau nay ap dung dbi véi vin ban dién tir c6 phu luc khéng cling tép tin véi ndi dung van ban.

'S4 thir tw ciia Phu luc.

2 Tiéu dé cua Phu lyc.

3 P6i v6i van ban dién t, khéng phai dién théng tin tai cac vi tri nay.

4 Tén co quan, td chitc ban hanh vin ban.

5 S6 va ky hiéu vin ban.

% Thoi gian ky sb cua co quan, t6 chirc (ngay thdng nidm; gio phit gidy; mai gio> Viét Nam theo tiéu
chuan ISO 8601).

7Noi dung cia Phuy lyc.



