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L QUY BINH CHUN G
1 Khb glay Kho A4 (210 mm x 297 mm)

2, Kiéu trinh bay Theo chleu d3i ciia khd Ad. Tmeng hop ndi dung vin
ban b cic bang, bidu nhing khong duge l1am thanh cde phu Ivo riéng thi vin
ban ¢6 thé dugo trinh bay theo chiéu tong. :

3. Pinh 13 trang: Céch mép trén va mép dudi 20 - 25 mm, cach mép trai
30 - 35 mum, céch mép phai 15 - 20. mm.

4 Phsng chiff: Phc:-ng chit tifng Viét 'I‘1mes New Roman, bo mé k)’r tyr
~ Unicode theo Tiéu chuan Viét Nam TCVN 6909; 2001, miu den,

5. C# chit va kidu chﬁ?‘* Theo quy dinh cu the cho timg yea 16 thé thive.

8. Vi tef tiinh bay céc thanh phin thé thuc Emyc: thie Lién theo Muo v
Phén I Phi lue nay |

7. 88 trang véin ban: Puge dénh tir s8 1, bing chir s6 A Rap, & cim' 13
© dén 14, kidu <chir dimg, duge dat canh gitta theo chmu ngang trong phan 13
trén cua vén ban, khang hidn thi s6 trang thir phét, . .

IL. CAC -THANH PHAN THE THUC CHINH
- L Quoc higu va Tiéu nglt

- a) Quoc hiéu “CONG HOA XA HOI CHU NGHIA VIET NAM” Puge
~ trinh bay bing chft in hoa, ¢& chit tir 12 dén. 13, kidu ¢hir dfmg, dam va & phla
- trén cung, bén phéi trang d"au ‘txen clia vinban, - o |

_ b) Txeu ngff “Bipc iap Tu do Hanh phuc” Euorc trinh bay bang chﬁ it

' thubng, ¢ chit. iy 13 dén 14, kidn chir ding, dam vi duge canh gitta dudi
Quec hzeu chit cai diu clia cdc cum tir duge v1et hoa, gitta. cac cum t¥ cé
gach ndi (- ) ¢6 ¢Ach chif; phia’ du:csi co du{mg ke ngang, nét hen, e do dax
bang a6 dai clia dong chu ' : : : : e




<) Qudc hidu v T idunglt du:oc trmh bay tai & so 't Muc IV Phan ;Phu lyc
ndy. Hai dong chir Quuc hiu va Tigu nglx duge. trinh ‘bay cach nhau ddng don.

2. Tén co.quan, tb chite ban hanh vén ban

) Tén co quan, tb chitc ban hanh vin ban la tén chmh‘th“uc' day du cua co
quan, t& chire hogc chire danh nha nirde clia ngudi ¢ tham quyen ban hnh vin
‘ban. Tén co quan, t6 chirc ban hanh vin 'bén bao gom tén clia-co quan, t chirc
ban hanh vén ban v tén cla co quan, t6 chitc chit quén trire tiép (néu cb).

Pbivéi ten €O quan, td chirc chi quan tmc tiép & dia phuo‘ng ¢6 thém tén
tinh, thanh phd truc thufc trung uong hogc huyén, quén, thi X8, thanh
phb thudc tinh, thanh phé thuge thanh pho true thude trung uong hodc x4,
phuong, thi trén noi co quan, te chitc ban hanh vin ban d6ng try 6. Tén clia ¢o
quat, t8 chitc ehit quén truc tiép duoc vidt tit nhitng cum tir théng dung,

'b) Tén co quan, t3 chirc ban hinh van ban ducrc trinh bay bing chit in
hoa, cor chit tir 12 dén 13, kxeu chit dimg,. ciam, duec dit canh gifta dudi tén oo
quan, t6 chirc chu quan tryc tiép; phia duéi cd dtrémg ké ngang, nét lién, c6 4o
| dal bang tir'1/3 éen 1/2 4 dai ctia dong chit va 4t cén dm so vai dong chir.

.. Ténco quan, th chu@ chitt, qua:n tru:c tlep duge trink bay bing chit i in hoa,
e chu: tir 12 dén 13, kiéu chix dtmg | ,

Ten co quan t& chirc ban hinh vin bén va t8n co quan, 13 chitc chii quén
trire tiép duogc tdnh bay cdch nihau dong don. Truorng hop e co quan, %)
~ chitc ban hanh van ban, tén co quan, 16 chu:c cim quan trwe tiép dai 6 thé

trinh bé.y thanh nhidu deng S

] Tvan €0 quan; to chu‘c ban hank vén bin duo‘e trinh bay tai 6 sb 2
~ Muc v Phan 1 Phulue nay : .

3, 88, ky hibu cdia vin ban

a) 88 ciia vin bin 13 56 thir tyt viin ban do co quan tb chirc ban hanh
trong mét ndm duge dang ky tai Vin thu co quan theo quy dinh. 84 ciia vin
bén dugc ghi bang Chﬁ: 50 A Rép.

'I‘rucmg hop céc Hm, ddng, Ban, T8 cla co quan, th chu'c (sau day goi
~ chung 1248 chife tu van) duge ghila“co quan ban‘harh vin ban” va duge st -
* dung con daué, chir ky 80 cﬁa €0 quan, tb chfnc aé ban. hanh v ban thi pha1

o :. " : lay he thmg se r1eng

b) Ky h;eu clia vén ban

. Ky higu cua van ban bao gom chuz viét tat tén lca1 vin ban va chit yibt tht
tn oo quan t8.chire hotc chm_:;danh nhd. mwc €3 tham quy%n ban hanh vin

* ban. B4 véi cong vin, ky higu bao gﬁm cifm‘ viét tat ten cor-quan, 6 chirc hodc
. chite darih nhi prdo: ban hanh ong van v chv: wet tat ten don’ v1 sodn thio

o | 'hoac linh vire ﬁucc gidi quyet




Chu vidt tht tén oo quan, tb chirc va 1w do‘n vi trong mdi co quan td
chirc hodic Iinh vyc do ngudi dimg dau co quan, tb Ghu’c quy dinh cu the bao

- dame ngan gon,-dé hiéu,

_ c) So, k¢ hiéu ciia van bén duge cTat canh glita dudi tén-co quan, to chic
- ‘ban hanh viin bin. Tir “ghr dudc trmh bay bing chirin thudng, ob chit 13, kiéu
- chitt dung, Sau t “5$5” ¢6 dAu hal chém {:); véi phitng s6 nhd hon 10 phai ghi
thém 50 0 phla trrde. Ky higu clia véan bin duoe trinh bay bang chit in hoa, c&
chit 13, kidn chir &mg Gitta 56 va k¥ hi¢y vin ban c6 déu gach chéo (),
giita cic nhém. ohir viet tht trong ky higu vin ‘bén co' dén gach ndi (), khong

- céch chif, :

d) 36, k¥ higu-cita van ban du'crc trinh bay tai 6 sb 3 Muc IV Phin I Phu
lyo nay. |

4. Pia danh va thoi gian ban hénh vin ban

a) Pia danh gh1 trén vin ban do co quan nha nude & trung vong ban. hanh
13 tén goi chinh thite ctia tinh, thanh pho tre thufe trung wong noi co’ quan
ban hanh vin bin déng tru s6. Bla danh ghi trén vin ban do c¢ guan nhanude
- & dia phuong ban hagh 12 t#n ggn chinh thie eua don vi hanh chmh noi o

« quan ban, hanh van ban ﬂong tri1so,

. Pbivei nhung don vi hath chmh due*c dat theo ten ng‘(rm bzmg chit sﬁ -
. hoaﬂ $ix kxen hch §tr thi phéi ghl ten goi éay du aua dan vi hanh chinhds.

. 'Dia dadh ghi trén vin ban: clia cée co quan, 18 chitc, dcm vz, lixg- hrcmg Vil
trang nhan dan thude pham vi quén Iy ¢da BY Céong at, Bo Qubc phéng duge
-+ thiye hiénitheo quy dmh clia phap lugt va quy riﬁnh o thé cﬁa Bo C‘ang ati, B6
Qubc pheng S

b) Thoi gian ban hanh vin ban

* Thoi gian ban hanh vin ban 12 ngdy, thang, ndm van ban du’cc ban hanh.
Thoi gian ban hénh vin bin pha1 dyoe viét day du, c4c sb thé hign ngay,
théng, nam dung chit sb A Rap, b1 vl nhtmg se the hlen ngay nhc hon 10va

- _ jthang 1 2 phau ghl them so {} p}:ua tnmrc

c) Bia danh va thm gian ban hanh van bén duorc trinh bay tren eung mot
At B s" 4 Muc IV Pha,n I Phu luc nay{ aﬁg chu o

,j_hanh "I‘nchy SR dung van bén la Fytoin cau hgan gon heac mot cum ttr phan .
. 4oh khal quat nm dung chi yéu ciia vin ban ' L
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b) Tén logi va trich ybu 1idi dung vén ban duge tinh bay tai & 50 5a
Muc IV Phin I Phii lye nay, dét canh gilia theo chifu ngang vin bah. Tén loai
vin ban duoo trinh by bing chit in hoa, ¢ chit tir 13 @én 14, kiéu chit dtng,
dami. Trich yéu ndi dung viin bén dugc fiﬁt ngay dudi tén loai vin bén, trioh

. bay bing chit in thudng, c& chif tlr 13 den 14, kidu ehit dtng, dém. Bén dudi

trich yéu ndi dung vin bin ¢ dudng Ié ngang, nét lién, cb db dai bing tir 1/3

* dén 1/2 d déi ciia dong chi va it ofin d8i so v&i dong chi

Béi véi cong van, trich yéu ndi dung van bin duge trinh bay tai 6 s6 5b
Muc TV Phin [ Phy luc ndy, sau chit “V/v” bang chit in thudng, c& chl tir 12
d6n 13, kidu chit dting; 43t canh gifra dudi s6 va ky hiéu vin bin, cach dong
6pt voi s6 vaky hidu vin ban. o R ‘

6. Noi dung van bin
 a)Cancirban'hanh vén ban

' C#n ¢fr ban hanh van ban bao gbm vin ban quy dinh thAm quyén, chitc
niing, nhiém vu clia co quan, t8 chirc banhanh vin ban va chc vin ban quy
dink 01 dung, co s& dé ban hinh vin ban. Céit ¢l ban hanh van bin duge ghi

dAy i tén loal vin bén, 6, ky hiél, co quan ban hanh, ngay thang nam ban

" hainh vin ban va trich yéu ndi dung van ban (viéng Ludt, Phap lénh khong ghi

. Ciip o ban hanh Vi bin duge trinh biy bing chit in thudng, kitu
chi¥ fighidng, c& chi tr 13- dén 14, trinh by duidi phan tén loai va trich yeu
ndi dung vén ban; sau mdi cdn ok phéi xubng dong, cudl dong &6 dén cham
phiy (;), ddng cudi ciing két thic bing déuchém ().

b) Khi vién din JAn dau viin bah-co lién quan, phai ghi dly di tén loai,
$6, k¥ higu clia vin bén, thﬁ?i-;gianbaﬁn-hﬁnh vin bén, tén ¢o quan,sf_té chitc ban
hanh van ban va trich yéu ndi dung vin bn (881 véi Lugt va Phép 1énh chi ghi
t8n loai va tén cia Ludt, Phap lénh); trong céc 1An vién din ti€p theo, chi ghi

ténlogi vasb, ky hidu chavanbands. -

* ¢) Bé cuc ciia ni-dung vén bén: Tuy theo 1én loai va ndi dung, vin ban

© - ¢6 thé c6 phin cin ok phip Iy a4 ban hanh, phin mé dAu vicé thé duge bd

oo theo phén, chuong, myc, iy myc, didu, khodn, diém holic duge phan
- chia thanh cée phin, myc tir 16n dén nhé theo mt tiinh tu nhidt dinh, -

| d}ll_i)’éiyc'xi céc Hinh thire vén ban ﬁ'l;ff(j)'_c..bé cuc theo phin, chuong, mue,

tiéu muye, dieu thi phan, chuong, muc; tiéumie, diu phai c6 tiu de. Tidu dé

14 cym tir chi néi dung chinh cta phan, ‘ehuong; mie, tieu muc, dicu.




d) Céch trinh bay phin, chumg, muyc, tidu muc, diéu, khoan, diém

Tir “Phén”, “Chucmg” va s6 thir tw clia phén, chuong duerc trink bay trén
- mgt dong riéng, canh gilta, bang chift in thudng, ¢& chif i3 den 14, kleu chif
dung, dam. So thir tr ¢ua phﬁn chuong dimg chtt sa La Ma Tidu de ciia
 phin, clurcmg duo‘c trinh bay ngay duéi, canh glu*a, bang chit in hea o chu '
' tir 13 dén 14, kxéu chit dimg, dim. - '

: Tir “Muc”, “Tidu muc” va s thit tw cua e, tidu mye ducc trmh bay
trén mdt dong riéng, canh gitta, biing chit in thudmg, c& chu tir 13 dén 14, kidu

- chiff dimg, dam. S&thit tir ciia mue, tida myc dung <hir: 56 A Rép. Titu d cia

= -'ten tﬁp th_‘

o vao tnwc chu'c vy clia ngum dlrng dau co quan to chuc

mue, tleu mue duoc trinh biy ngay duéi, canh gma bing chit in hoa, o cht;r
tir 13 dén 14, kidu chur dimg, dam R

o Th “Bwu”, se thit tu Vi tleu de clia dzeu duge trich bay bing chu in

‘thudng, i é”au dong 1 cm hojic 1,27 cm. 86 thtr o clia didu dimg chit 56
A Rép, sau s6 thir fir ¢4 diu chém (. ), ol chu bang od chit ciia phan 10’1 van,
. kidu chir dimeg, é{am. :

S8 thir twr cde khoan trong mdi muc dung chu s6 A Rap, sau 86 thu’ tr ¢6
- déu cham (), c& f:lw’ 6 bing e chit cliz phin 181 viin, kidu chit dimg. Néy
khoan cc: tidu d8, 56 thir tr vé tidu it cﬁa khx}an duge trih biy trén mét dong
riéng, bing chtt in. thuong, ¢ chll bing ¢& chif cia phén Lo van, k1eu chit
' dimg dam , , . : -
: Thir tu' cac dxem trong mm khnan duna céc. chu céi tleng Viét theo thit tu
bang. chfz cai tleng Vigt, sau cd déu dong rigofic don, bing chit i in thudnig, o
chit bing co' chu clia phan 161 vén, kxeu chit ding.

‘ e) Nm dung vin ban c?uo'c trinh bay barg chit i in thudng, dugc canh du
¢4 hai 18, kidu chi dﬁng, ¢ chit tir 13 dén 14; khi xitdng do:ng, chiy c‘z’au dong
i vio 1 cm hode 1,27 cm; khoang cdch giffa cdc doan vin t61 thibdu & épt;
- khodng céch giifa cac dong t61 thidu 12 dong don, 161 ﬁa 21,5 lmes

g) Nm dung van ban dv:ac trmh bay tai & 66 Muc: v Phan I Phu luc ndy.
7. Chuc ¥, ho ten va chu ky cua ngu'm e tham quyen

. a) Chtr ky olia ngum o tham quyen Ia chu' ky cua ngum o tha.m quye,n
tren va bén gxay hogc chif ky 50 clia ngud cb thim quyen réni van ban &ien .

b) Vlee gh1 quyen han. cua ngucn ky duge thu:c inen nhxx say:

Trir":-,‘ g hcrp 8 'thay ma 12 p the ’Ehi phal ghl chu: wét tat “TM ? vao truércj
lank dao Hoge t 633 to chire, : Y

'Imdhg hGp fhrgc glao quyen' cap trtrong tlru phéa ghz ch;‘:

A

”; e “Q i

| Tru'o*ng hep ky thay 1 ngum dtmg dau oo quan, t GhU‘C thz phal ghn chu v;et_ |
L :tat KT a0 tnide chie vir ¢ha ngudi dung dau, Tmonfr hcp cap pho duge
o gzao phu trach hoac djieu hanh thi ‘thuc }uen ky nhu cap phc} ky thay cap mxcrng
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Tmcmg hop ky thira 18nh tl'n phai ghi chit V1et ia:t “TL » vao trade chite
~ vyola ngucn dirng dhu co quan, t8 chuo | ,

- Trudng hap ky thira, uy quyen i ha1 ghi chtr wet tat “TUQ ? véo truo‘c'
chire v cua ngudi: dtm,g dhu oo quan, to ahuc o

€) Chuc Vi, chitc danh vaho ten ofia ngudi ky

Chu:c vu ghi trén Van ‘ban 13 chire vy lanh da,o chinh thuc ciia ngudi ky
vin bin trong co quan, & chic; kheng ghi nhiing - chie vy ma Nha nuéc
khéng quy dinh. .

Chitc danh ghl trén vén ban do céo 15 chire tu: vén- ban hanh la chirc danh
o Ianh dao chia ngudi ky vin ban trong | to chuc tu vén

_ Bez voi nhng 6 chite tu vén dtxere phep stt. dung con dau cua co quan,
th chire thi ghi chuc danh clia ngum ky van ‘ban trong to chiic tur vén va chite
Vi trong <o quan, t8 chie. Bal v6i nhitng 16 chie tu vAn khong dugc phép st
 dung con dau clia co quan; 6 chire thi chi- ghl chuc danh cua,ngum ky vin
- bin trong t5 chive tur van, . |

Chite vu (chuc danh) cﬁa ngz:cin k:y van 'ban do Hm dong hoac Ban Chi

dao otia Nhi nude ban hanh ma lEnk dao BS Iam Trudng ban hofc Pho

- Tridng ban, Chi tich hotic. Pho Chi tich Ho1 ﬁc»ng thi phai ghl 3. .chie vy
. (chiie danh) vi tén co q"aan, to ohm': noi lanh dafa Bo co:ng tac & phia trsn ho

tén ngudi ky ‘ : e , _ '

| - Ho va tén ngum ey van ban hac gom ho, tén dém (neu co) VA tén clia
o ngue'l ky van ban. Trude ho: tén'clia nguén ky, khidng ghi‘hoc: ham, hoe vi va

B cac danh higu danh du khée, Vige ghl théry quau ham, hige b, oo vi trude

" hotén ngu’m ky abi véu vinban cha cée don'vi vl tramg rihdn dan, céc td chirc
s ngh1¢p gido due, v t&, khoa hoe dc figudi du'ng dAu ¢o quan quan 1y nganh,
linh vire quy dinh. | |

d) Hinh @nh, vi tri chit ky 30 olia ngum ¢6 thim qu}ren 1a high anh chit

. ky cta ngudi ¢o thém quyen trén vinban giay, mau xanh, dinh dang Portable

. Network Gxaphms (:png) nén trong suot dit-sanh gma chuc vy elia nglrou Ky
vihotén ngudi ky. . | :

_ c‘i) Quyen han, chite vu cﬁa ngum ky du:o*c trmh bay tal b sb.7a Muc v
Phin T Phu fue nay; ¢ chitc vy khéc cia ‘ngudt ky duge trinki bay tai 6 &6 7b
rMuc v Phan 1 Phu luc nay, phm trén hotén-cia ngum;ky'van ban,‘ céc- chir
ovibt ta,t quyen Tian uhu* “TM.”, “Q.7, “KT ”, “TL,; “TUQ.” va quyen han
o c:hm vii clia nguwdi ky dugic. trmh bay bang chu i hea <8 chu iy’ 1‘3 cien 14,
: kmu z:hu dttng, dam. -

" Chix ky aﬁa ngum b thém quyen ﬁuqc bay tm, R se '?c Mue IV

| Phan I Phu luc, ﬂay




Ho va tén -cta ngum k¢ vin ban dirge trinh bay tai 6 s& 7b Muc v
Phén I Phu luc ndy, bing. chit in thudng, c& chit tir 13 dén 14, kieu chir fhmg,
dam, dugoe dit canh. gxﬁa quyért han, chire vy ciia nguo'x ky.

8. Dau, chit ky 6 cua co quan tb chuc

a) Hinh énh, vi ‘tm chir ky §6 cta co quan, to chtm Ia hinh anh dau cma oo
quan t6 ch’u:c ban lwnh van ban trén vin bin, méu dé kich thudc bing kich
thude thyue () cla da:u dinh dang (png} nen trong subt, trim 1én khaang 173
hinh 4nh chit k¥ 58 ctia ngum ¢6 thdm quyén v8 bén tréi. .

b) Chi ky sb.cia co quan, t& chitc trén viin ban kém theo vin bin ch;nh

dugce thé hién nhu sau: Vin ban kém theo cﬁmg t&p tin v&i ndi dung van ban
din tr, Vian thw eo quan chi thue hién ky s6 viin béan va khong thuc hién ky
56 16n van ban kém theo; vin ban khong cung tép tin V(‘ﬂ 061 dung vin béin
dién tir, Vin thu' co quan, thuc I‘HBI}, ky s0 cua co quan b chtrc trén vén ban
kém thee : . : i

Vl trf: GE)C treﬁ ben phai, trang dAu ciia vin ban kém theo,
Hmh anh chu ky so cua co.quan, tn chuc Khong hwn thi.

Thong tm 58 va ky hleu vin ban; thdi gian ky (ngay thang nim;
gidy phit gidy; mui giov Viét Nem theo tidu chudn ISO 8601) duge trinh

bay bing pheng chur Tlmes New Roman, chu in thuang, kidu chu dimg, c&
 chit 10, mau den.

¢) DAu, chit ky sb clia, co quan, t5 chirc dm;rc trmh bay 16568 Muc v
Phin I Phu Iuc nay. | ’

9. Noi nhan
a) Noi nhén Van han gﬁm* N(n nhan de thue. hi&ﬂ noi nhan hE klem fra,

; glam s4t, bio cdo, trao dbi cdng viée, de blet noi nhan dé Jiru viéin ban

b) Dbt véi To trinh, Bao céo (co quan, ] chm: cap duorx gm co- quan, -

- f.ehuc cap tien) v Cong van, ncn nhan bae gom.

Phan thu’ nhat bao gﬁm i “Kinh gm” sau do la ten cac co quan to chu*c-. -

o 'hoao don V;, cd nhan ‘tmc txep glal quyet cong vige.

c) Bm voi nhung van bén khac ncn nhan bae gom tafr “Nm nhan” va .

' _‘ phaa het ke cac ccr quan, m chue a‘on v1 va cé nhﬁn nhan van ban
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d) Noi nhén dugc trinh bay tai 8 58 9a va 9b Myc IV fir"hﬁn 1 Phy luc niy

- . bao gbm:

 Phlii adi nhan tai 6 s& 9a (4p dung d61v6i To trinh, Béo cdo olta co quan,
th chite cAp dudi gl co quan, 10 chitre cap teén v Cong vén): Tir “Kinh giit” va
tén c4c co quan, t6 chirc hofic ¢ nhan nhén vén ban duge trinh biy bang ¢hif in
fhiudng,.c& chit'tir 13 dén 14, kidu chit dimg; sau 6 “Kinh gir” ¢6 dau bai

£t .

.chin (). Néu vin ban gif cho mdt co quan, 10 chire ho¥ic mét ¢4 nhén thi tir
- “Kinh g va tén co quany t8.chifc hofic t4'nhan dugo trinh bay trén clng mdt

déng; trudmg hop vin ban gii cho hai co quan, t5 chire hofic - nhéfi trd 1én thi
xubng dorig, tén mdi eo quan, t3 éhire, ¢4 nhin hofic mbi nhém co quan,
t& chitc, o4 nhén duoc trinh bay trén mdt ddng riéng, dhu dong c6 gach dau
dong (-),-cudi dong ¢ déu chidm phdy (5), cudi déng cudi cling €6 diu chm ();

cde gich dhu dong duge trinh biy thing hang véi nhau dudi diu hai chém (;).

Pl noi han tai & 54 9b (4p dung chung d8i véi céc logi vin bin): Ti

~“Nei nbdn” duge trinh bay trén mbt dong riéng (ngang hang vo&i dong chit
) -‘.‘_guyér;jha;;, chite vu clia nguoi ky” va sat 18 tréi), sau cb dz?m hal cham )k
“bing chit in thudng, o chir 12, kidu chir nghiéng, dam; phin ligt ke cde co

7 .

quan; 1 chitc, don v vA c4 nhAn nhin van ban duge trinh by bing chif in
thudng, ¢ chft 11, kiéu chit diing; $8n'moi co quan, t&-chire, don vi va c4 nhin

fod

- hotic'mdi rihém co quan, t& chire, dom vi nhan vin ban dugc trinh by trén mot
 dong riéng, : , L 20 L, ¢ VLS
" phly (), dong cubi cling bao gbm chit “Luu” sau c6 dan hai cham (;), tiep-theo

A dding ¢6 gach diu dong (-) s4t & trai; cudi ddng c6 déu chém

r

" 12 chtr viét tht “VT”, dau phiky (), ol viét tht tén don vi (hofie b phéin) soan

théo vin ban va s6 lughg ban liry, cudt cling 12 déy chim ().
© TiT. CAC THANH PHAN THE THUCKHAC
1. Phu e | |

2) Trudng hop van ban ¢6 Phu lyc lém theo thi trong viin ban phai c6 chi

dAin v& Phu Tuc d6. Vn bén ¢ tit hai Phy lye fré 1én thi cde Phy Iuo phéi duge

dénih 56 thir tu bing chit 6 La M.

) Tir “Phu Juc” va sé thiv'ty-ctia Phii e dugi trink by thash mot dong -

- riéng, canh giifa, b&ngchﬁmthuong,cﬁnhﬁ\m, kléuchfxdung,dﬁm, t8n1
~ Phy luc (aéu ©6) duge trinh bay canh ‘gifta, bang chit in hoa, ¢ chit tir 13

' dbn 14, kidu ohir dimg, dAm.

o) Thibng tin chi déin kém theo vén ban trén mBi Phy Tue duge ban hiuh
bao gonr: 86, k¥ hi€u viin bin, thdi gian ban hanh vin ban va tén co quan, 16 -
chitc ban hinh vin bin, Thong tin chi dAn ket theovin ban duge canh gitta

* iphia dusi ten cia Phy Iyc, ch in thuimg, o3 chi tir 13 dén 14, kiu chi
nghiéng, cling phong chitvéi noi dung van banmiu den. - -
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) Thong tm chi din kém theo vin bén trén mBi phy lye (Keém thea van ban
‘so wdass ngay thang conEm L) duac ghi diy da dbi voi vin bén
giay, dcl vcn van ban dien 1:u’, khong phéi dwn thong tin tgi.cdc vi trf nay

: dy Péi Vé’l Phu Iuc  clng tep tin voi nodi dung Van ban dién tu: Vin thu co
‘quan chi thuc inen ky s&-vin ban va khéng ﬂurc hign ky s6 18n Phu fye.

Béi v&i Phu luc khong cung tép fin. V(}l ndi dung viin ban dién m Vin
thu co quan thue hlen ky se eﬁa co quan, to chug tren ﬁmg tép tin kem theo, .
cu thé: ‘ |

Vx tri: Géo trén, ben phai, h‘ang dau clia m01 tep tm
}Bnh anh chit ky s6 cua co quan, & chire: Khong hién thi

. Thong tin: 84 va ky higu vin ‘bén; thoi glan ky (nghy thing nim; glo' phut
gmy, mi gidr Viét Nam theo fidu chudn ISO 8601) duge tririh by bang phéng
chft Times New Rc;man, chu ini thudng, kiu ohu dimg, c& chif 10, mau den

) Sétrang cua Phn Iuc du?ac danh 56 r;eng theo ttmg Phu lue.

- €) May triph | by phu lue vin bin l‘m.rc hién theo quy dmh tai Phu Iuc i
| Ngh:t dinh, nay

2. Dau chi d‘o mét, mfrc G khan cac chi dan vé pham vi ]11'{1 hanh

a} })au chi 46 mat

- Viée xac dmh va déng dau ch1 do midt (myet wifit, t61 mét hoac mat), dau
i ixeu thu hoi dbf véi vin bin ¢6 n6i ding bi mat nhd nuée duarc thue hign
theo quy {imh hién hanh, Con diu cle d6 mat(TUYET MAT, TOI MAT hoge
‘MAT) va ddu i Héu thu h01 duge khic sin theo quy dinh clia phép ludt vé
~ béo vé bi mét nha. nuée. Diu chi d6 mét duge dong vdo 6 s6 10a Muc 1V
- Phin1Phu lue ndy; déutai heu thu hm duo*c dong v&0 6 56 1] Muye v Phin1

L ‘Phulucnay

b) Dau ch1 muc do khan

R Kh1 soan thao van ban co tink chat khan, don w hoac ca nhan soan thao
vin bén de xuat mire éo khin trinh ngudi-ky vin ban quyet dmh Tuy theo
- mitre 36 cAn ciuoc chuyen phat nhanh, vin ban du’erc xéc dmh do khan thec cac

. '.mm: sau hoa. tos, ﬂmcmg khan, khan

Cc)n dau céc erc do khag ciu'orc khac san hmh chu; nhat cq kzch thu’m:

e :-"'-dm trong khung hinh chu* nhat vmn {Tcm Da‘ chl mu:c dc Ichanﬁuo'c dﬁHg vao |

" 650 10b:Muyc IV Phan I Phu Iuc nay Muc dé c‘fong dau chi mite do kharz dung ‘

L -mau c’fo tu’m
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¢) Chc chi dan v& pham vi keu hanh

Bbi véi nhifng van ban c6 pham vi, déi tuong, st dung han ché, str dung
che chi din v& pham vi luu hanh nhu “XEM XONG TRA LAT,
“LUU HANH NOI BO”. Cic chi din v& pham vi huu hanh trinh bay tai
§611 Muc v Phan 1 Phy luc ndy, trinh-bay ¢4n dbi trong mot khwing hinh chix
nhat vién écm ‘bing chir in hog, phong chu Tlmes New R.oman, o chit tir 13
dén 14, kiduy chit dimg, ddm.

3. Ky hiéu ngu?n soan thao vin ban v s6 Iu:ong ban phat harh

Buorc trinh bay tai & s6 12 Muye IV Phén I Phy luc ndy, k¥ higu bang chit
in hoa, sb lugng bén bing chr s& A Rép, c& chif 11, kiu chit dtmg.

4. Dja chi co quan, t8 chirc; thu dién ti; trang thong tin dién ti; sb dién
thoai; s Fax

Céc thanh phan nay duge trinh bay tai 6 b 5 13 Muc v Phan 1Phy luc
nay & trang thir nhat cha vin bin, bing c}m in thtrfmg, ¢ chit tir 11 dén 12,
kiéu.chit dimg, dum mét dudmg k& 6ét lidn kéo dai het ¢hiéu ngang clia ving
trinh bay vin ban,
~Iv. 50 b0 BO TRI MAC THANH PHAN m:E THUC VAN BAN

' H&NH{IXIINH

1. Vit trmh hay céo thanh: phan tha thire

O sb : Thinh phan thé thire van ban |
1 : Qube hieu va Tidunglt :
2 Ten co quar, 5 chite ban hanh vin ban .'
3 v 86, kyhiguciavinban . |
4 . Diadanh vathdi gxan ban héink vin ban
Sa Tén loai va trich yéu ndi dung vin ban
5h : Trich yéu ndi dung cOng vin
6 : Noi dung vin ban
7a,Tb,7c : Chfe vy, ho ﬁen vé chit ky cha ngum c6 thim quyén
8. : Dhu, Chitky sé clia edf quan h chite
9a, 9b . Noi nhan
10a : Déu chi d‘é mat
10 'Dau chi e &6. khan A
11 : Ch1 dfin vé pham vilim hanh

12« Ky hiu ngiri: scan thao Vi ban va sb lugng ban phét hinb

| 3 s& dign thaal, 56 Rax.
M " dang dibn ty

:E;a chi cor quan, 1 chiio; thu 616:1 tu trang thong tin dién ti;

Chif ky §6 cha co quan, tb chuc ho ban sao- vin. bén sang dinh
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‘ Phan i1
THE 'I‘Hfl'C VAKY THUAT TRINH BAY BAN SAO VAN BAN

L BAN SAO SANG DINH DANG DIEN O

1. Hinh thiic sao |

“SAO Y hofic “SA0 LUC” hojc “TRICH SAO”.

2, Tidu chudn ¢ia véin bin sb héa A :

a) Dinh dang Portable Document F ormat [4 pcif), phién ban 1.4 try len.

b) Anhmau. ‘ |

¢) D6 phan giai thi thidu: 200dpi.

d) TY 18 sb héa: 100%. ,

3. Hinh thire chitky so clia co quan, t& chiic trén bén sao dinh dang dmn i

ay Vi ’m Goéc trén,’ bén phm, trang. dau ctia viin bén, trinh bay tai 6 sn 14
" Muc IV Phédn I Phu hic nay :

b) Hinh anh chit ky 56 chia ooy quan, ff,) chire: K_horm hidn thi.

o) Théng tin: Hinh thic sao, tén co quan, t& chitc sao vin bén, thoi g1an'
ky (ngay thang pdm; gio phit gidy; mai giv Viét Nam theo tidu chuén
ISO8601) duge trinh bay bang phéng chit Tlmes New Roman, chit in thudmg,

kidu chit dfmg, c& chift 10, mau den.

II. BAN SAO SANG PINH DANG GIAY

1. Thé thire ban sao sang djoh dang gily

a) Hinh thirc sao: “SAQ ¥ hofic “SAO LUC” hedic “TRICH SAO”.
b) Tén cor quan, b chlrc sa0 van ban.

¢) 88, ky hiéu. ban sa0 bao gbm s& thir tr dang ky (duo'c dénh chung cho
cac loai ban sao do o quan, to chite thuc hn;-:n) va chit viét tit tén loai ban sao
thieo Béng chit viét tht va mau trinh by van ban, ban sao van ban tai Muc I
Phy luc 11 Nghj dinh nay. S6 duorc ghi bang chiit 6 A Rap, bit diu lign tidp
- tir so 01 vao ngdy 01 thang 01 va két thiic vao ngdy 31 thang 12 hang ném.

d) Bia danh v thei ¢ gmn sao vén ban. ,
. @ Chuo vg, h@ tén va. chitky cna ngum ch. tham quyen sdo viin ban
R e) Dau cla oo quan @ chite sa0 vin ban
&) Noi nhan |
2. K§ thuat trinh- bay ban 520 sang dlnh dang glay

- a) Céc thanh phan thé thuc ban sao c‘hm'c frink  bay tz én cling. méit o glay
(kho A4) ngay sau phan cudi cling cia vin ban cln sao dudi mét dudng ké
nét lidn, kaa dax hét chieu ngang clia vung trinh bay vinbdn;



16

b) Cée cum tir “SAO Y”, “SAO LUC”, “TRICH SAQ” dugce trinh bay
bang chit in hoa, c& chift tir 13 dén 14, kidu chit dimg, ¢ dam

o) C& chit, kidu chit ctia tén co quan, td chirc sao vin ban; 6, ky hiéu
bén sao; dxa danh va thm gian sao vin ban; chire vu, ho tén va chit ky cta
ngudi cb thim quydn; ddu ciia co quan, t& ohuc sao vén ban va noi nhan duge
trinh bay theo huéng d&n céc thanh phan thé thirc vin ban tai khodn 2,3, 4, 7,
8, 9 Muc II Phén I Phy lyc ndy.

d) Mau trinh bay ban sao dinh dang giby c“hro‘c minh hoa tai Phy luc i1
Nghi dinh nay.

3. Sor @b bb tri céc thanh phan thé thitc ban sao sang dinh dgng gidy
a) Vi tef trinh bay cdc thinh phén thé thire

Os :  Thinh phin thi thwrc ban sao
1 Hinh thic sao: “SA0 Y”, “SAO LUC” hoic “TRICH SAQ”
2 : Tén co quan, tb chitc sao vin ban
3 : 86, ky higu bén sao
4 :  Dia danh vi ngdy, thdng, nim sao
5a,5b,5¢ : Chite vy, ho tén va chitky ol ngudi ¢b tham quyen
6 . Dhu clia co quan, t6 chic
7 ¢ Noishin
b) 8o db
2025w |
2 1
-4 .
30-35 mm 3 - 15-20 mm

20- 25 mm




I VIET HOA vi PHEP })AT CAU

Viét hoa chi cai dhu am tidt thr. nhét clia mdt ciu hodn chmh Sau déu cham
cu (); sau ddua chdm héi (7); san diy chém than (1) va khi xuong dong. *

1. VIET HOA DANH TU RIENG CHI TEN NGUOT

1. Tén pgudi Vigt Nam
 a) Tén thong thudng: Vlet hoa chir cal dau tht c cde am tiét clia danh tilr
riéng chi tén ngudi. Vi du Nguyén Ai Qube, Trén Ph,.. ' g

b) Tén hi€uy, tén goi 1hén, vt lich sir: Viét hoa chtl' cal dAu tht c4 chc am
tiét. Vs du: Vua Hing, Ba Trigu, Ong Giéng, Bac HS, Cu H3,.. :

2. Tén ngudi nudce ngoa:e duge phlen am chuyén sang ueng Viét

_ a) Truong hop phlen &m sang 4m Han - Viét: Viét theo quy the viét tén
“ngudi Vigt Nam. Vi dy: Kim Nhét Thanh, Mao Trach Eeng, Thanh Cét Tu Han,... -

b) Trudmg hgp phién 4 4m khong sang am Hén - th {phién 4 am truc ‘aep
st cach doc cuia nguyén ngif): Viét hoa chit c&i diu 8m tit thnr nhit trong mdi
. thanh phén. Vi dy: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-g,hen, |

111 VIET HOA TEN PlA LY

1. Ten dia ly Viét Nam : .

ay Tén. don vi hanh chinh dugc chu tao gifta danh ttr chung (tinh, thénh_- "
phid tryc thude tmng wong; huyén, quén, thi x4, thanh phd thude tinh, thanh pho .
thuge thanh pho trire thude trung. ucmg, x4, phuong, thi tran) Vi tén rleng clig-

don vi hanh chinh d6: Viet hoa chit c&l dau cita oo Am tiét tao thanh tén neng
va kheng dung gach nm Vi du: thank phb Thai Nguyen, tinh Nam Dinb,..

b) Trmmg horp tén don vi hanh chinh duge chu tao gwa danh tir chung
_ két hop vé6i chir 50, tén ngwdi, tén su kién lich str: Viét hoa ca danh tir chung
chi don vi hénh chinh d6. Vi du: Quén 1, Phudng Dién Bién Phu,..

) Trizdmg hop met hoa die bxet Thu d6 HaNgi, Thanh pho H) Ciu Mmh

, d) Tén dia Iy dwoc chu tao gma danh tir chung chi dia hinh (song, o, -
hd, bién, cira, ben chu, viing, lach, vam,...) véi danh ti riéng {c6 mdt-am tiét)

- . tr& thanh tén ri€ng cla dia danh do: Vxet hoa tht c& chc chv: cdi tgo nén dia
 danh. Vidy: Cia Le, Viing 1 Tau, Lach Trudng, Vam Co Cau G1ay,

C o Trudng hop danh tix shung ch1 dia hinh di hen véi danh tr neng Khong
vxet hoa danh tir ¢hung i chi viét hoa danh tu rzeng Vi du bxen Cufa Lo, chor

- Bén Thanh, song Vam Co, vmh Ha Long,



d) Tén dia 1 chi mot ving, midn, khu vyre, nht dinki duoc cau tao bing
tir chi phuong hudng ket hop vdi tir chi phuong huéng khae: Vict Hoa chit cal
dAu ciia tht ca cdc Am tiét tao thinh tén goi. POI vl tén dia 1y chi- i

£ i P

riéng duot cAu tao bing tir chi phuong hudng ket hO’pVQIS{anhtu chi dia hinh
thi viét hoa céc chir cai diu mdi 4m tiét. Vi dy; Tay Bée, Pong Béc, Bac BY,...

2. Tén dia Iy nuée ngodi duge phién 4m chuyén sang tiéng Viét
_ a) Tén dja Iy 4 dugc phién m sang am Hin - Vidt; Viét theo quy thc
viét hoa tén dia I Viét Nam. Vi du: Bic Kinh, Binh Nhudng, Phép, Anh,...

" b) Tén dia Iy phién 4m khong sang m Hén - Viét (phién &m trye tiép st
céch doc clia nguyén ngi): Viét hoa theo quy tic viét hoa t&n ngudi nude
ngodi quy dinh tai didm b khoan 2 Myc Il Phy 'lyc nay. Vi du: Mit-xco-va,
Men-bon,...

IV. VIET HOA TEN CO QUAN, TO CHUC

1. Tén co quan, t§ chitc ctia Viét Nam

a) Viét hoa chif cai &hu cna che tly, cum tir chi loai hink co quan, tb chire;
chite ning, Iinh vye hoat déng ctia co quan, 0 chite. Vi du: Ban Chi dao trung
wong vé Phong chong tham nhiing, Vin phong Chi tich nude, BO Tai nguyén
© va Mibt trudng, Tép dodn Pién Igc Viét Nain, Hoi dong nhan dan tinh Son La,
S& Tai chinh,... ‘

b) Trudng hop viét hoa d¥ic biét: Ban Chép hanh Trung wong Pang Céng
sén Viét Nam, Vin phong Trung vong Pang,...

2. Tén co quan, td chire nude ngodi

_ a) Tén-co quan, tb chirc mrde ngodi 43 dich nghia: Vit hoa theo quy thc
viét tén oo quan, 16 chire cia Viét Nam. Vi du: Lign hop qubc (UN), To chire
Y te the gidt (WHO),...

 b) Tén co quan, tb chirc nude ngoai duge st dyng trong vén bén & dang
vidt tht: Viét bing chit in hoa nhw nguyén ngit hodc chuyen tr La-tinh néu
npuyén ngft khong thude hé La-tinh, Vi du: WTO, UNDP, UNESCO,
ASEAN,... : '

V. VIET HOA CAC TRUONG HQP KHAC
1. Danh tr thudc trudng hop dic bidt: Nhan dan, Nha nude.

2. Tén céc hufin chuong, huy chuong, cde danh hi¢u vinh dy: Viét hoa
chit céi dau ciia céc &m tiét ol cdc thanh phin tao thank tén ridng va cde tir
chi thit, hang. Vi du: Huén chuong Sao vang, Nghé s Nhén ddn, Anh hing
Lao dbng,... | '

3. Tén chic vy, hoc vi, danh higu: Viét hoa tén chitc vi, hoc vi néu d
lidn véi tén ngudi oy thé, Vi dy: Cht tieh Quéc hdi, Thit tuéng Chinh phi,
Gido su Ton That Ting,...




| 4, Danh tir chung d4 riéng héa

‘Viét hoa chif c4i ¢Au ctia tir, cum tlt ch1 tén goi 46 trong trirdng hop dung
trong mét nhén xung, dtng doc lép va thé hién su trén trong. Vi dw: Béc,
'Ngum (Chi Chu tich Hc Chi Mmh), Bang {chi Béng Céng san V1et Nam),

5. Tén cc ngay 18, ngay ky nign: Viét hoa ohu <4 dhu ota Am tiet fao
tha:ah tén goi ngay 18, ngay ky niém. Vidu: ngdy Quoc khénh 2-9, ngay 'I‘ong
tuyen o dau txen ngay: Quéc te Laa dong 1~5 ngéy Phu niy Vxet Nam 20 10

6. Ten c:éc ioai van ban Viét hoa chﬁ' céi dau cia tén loai vin ban va chu
czu dau clia Am tiét thir nhét tao thanh tén goi clia van ban trong trtrcmg h@p ndi
den mét vin ban cy thé, Vi du: Bo. Tugt Hinh s, Luat Té chie Qubc hdi,..

7. Trmmg hop vién din phﬁn chuong, muc, tteu mye, diduy, khean, dzem
- cla mot vin ban cu thé thi th hoa chu cai dlu ciéim phin, chuong, muc tidu
‘ muc, dieu ’ ; : _

Vi du

- Cin ot didm a khoén 2 Piéu 103 Muc 5 Chuong X1 Phén I cia }30 luét
Hinh su.

- Theo quy dinh tai diém a khoan 1 Pidu 24 Tiu muyc 1 Muc 1 Chuorng I
ctia Nghi quyet 5635 1/2017/UBTVQH14 ' .

8. Tén céc nin Am hch- ngay té, ngay va thang trong ndm

a) Tén céc pim am lich: Viét hoa chu céi dhu chia tht cd cdo &m tiét tao
thanh tén goi. Vi du; Ky Ty, Tén Hoi, Mu Tuét, Mfu Than

b) Tén cac ngay tt: Viét hoa chit cdi dhu cua ami tiét thir nhét tao thanh
 tén goi. Vidu: tét Nouyén dén, tét Poan ngo, tet Trung thu. Vlét hoa chit Tét
trong tru'ong hop thay cho tht Nguyén dén. | :

| c) Tén céc ngdy trong tudn va théng trong nim: viét hoa chu* céi-ddu ctia
am tiét chi ngdy va théng trong trudng hop khéng dimg chﬁ §6. Vi du thir
Hal, thi 'I’u thang Ném, thang Tam, ' _ P

o 9 Tén céesw kmn Igch s va cac tﬂeu éat Viet hoa chu‘ cal dau cua cac.
5 am it tao thénh Su klen va tén sy klen, trong trueong tigp'¢6 cdo con sb ch:
: moo ‘thoi g1an thi ghi bax:ag chiff va vidt hoa chit 46, Vi dii: Trzeu Ly, Trleu

: -Tran, Phong trdo X6, Vte’c Nghé Ti T’nh Cach mang théng Térm,...

o 10 ’I‘en cac téc pham, sach béo tap chx V1et hoa chﬁt Cél dau cua am ta,et '
thi nhit tao thénh t8n tac pham, sach bao Vi du: £ dzen Bach khoa taan thu,

tap chl(lqngsan, o . U
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1. MAU TRINH BAY VAN BAN HANH CHIN'

| L, PHU LUC VA
AN SAQ VAN BAN .

1 1. Mau tnmh bay vin bs”m hanh chinh

: M_aﬁu 1.1 Ngin quyet (cd bwt)

Miul.2 | :_Quyet dinh (cA biét) quy dinh tryre tlep

| Miu 13 B! Quyet dinh (¢4 bigt) quy dinh. gidn tlep

‘Min1.4 . |'Vinbanco ten loai .
MBul5 | Congvin

Méu1.6 | Cong dién

Miul7 | :G‘lay méi

Mau 1.8 Glay gidi thwu
IMBu19 --‘rBienban ‘

Mhu1.10 - Giéy nght piiép

2. Mau mnn ba‘y phn juc vin ban

| Mau 21 | Phu lye vin ban hanh chinh pidy

|MEu2.2 | Phy fuc vén bén harh chinh dién ti
| 3, Miu trmh bay bin sao van bin L '

Mau 3.1 Ban sac sang ﬁmh dang gxay

1 MAu3.2 | Ban sao sang dinh dang dign iy



MAu 1.1 - Nghi quyét (4 bigf)

TEN CQ, TC CHU QUAN‘ CQNG HOA XA HOI CHU NGHIA VIET NAM
TEN CG QUAN, TO CHUC? Poc lap - Tw do - Hanh phiie

sé:  /NQ-.5. L ngdy . thng . mdm .. ..

NGH1:5QUYET

ENOOOH VU RABCAGILBEISOSVASR AFIENSNIUANORGRACEAHEFAGIHNBIAA TN

THAM QUYEN BAN HANH

w x
AR Ci . \
. 7 Y L T R T R R T e T TR R P Y] rai g
- £
AR CW .
T T I O T T e R e AR L R e A 1
----- P T T T L I I O T T T R R S R L ]

T T I T T T L T T T L R R L T T L R R L L AL LR L L AR LR
P P T E TR L TR LI T T TSI Y ucuo'.-ctnoz-yn--nfnula-ubn-,su‘ln'o-oJo-c:vwa-rovbvo--,---a-441a.:vc-xqq;crknouou
T T T TR S Ll T R R T R S TPy PR PR L PERE 3
41»10».0&,.-0‘;‘-w¢---dhtcl-im-alibtolév'olIvlzliliolo--n;l!"-i-n--l&#fﬂlilltom#lvlil!l“O'Ultv!»’cl!‘l“l‘l!‘#lH;ihvkt'bi'l
.-.p..{-;.1-g¢‘--¢e--nn«ou»unm.-uc‘aacanuc--o-:-o.-v-----‘un.‘-.‘ytg--SQ.q-o--u«oakao.,s-q-..!-w..---‘v----.w--.;--on-/o

: -3 ol 5 - r
Noi nhi QUYEN HAN, CHUC VU CUA NGUOIKY
ke an. ! AN y

- Nhur Bidu....

. VT, ’ R (Chit ky cia ngwm 6 thim gzg;eﬂ,
déulchit kg s8 ciir co quan, 6 chitc)

Ho v tén

Giu chii:
' Tén cor quan, 13 chire chit quan trye nep gneu; cd).
2 » Tén co quan, 18 chirc ban hanh nghi quyst
Chu.' vibt 5t tén co quan, t chite ban hinh nghi quyét.
*Pia danh.
* Trich yéu ri dung nghi quyét.
° NG dung nghi quyét,
7 Chit viét tat tén don vi sogn thio Vi han Vi 50 luong bé vy (mm can).
8 K hidw ngudi soan thio vin ban vi s6 lugng bin'phat hinh (aéu cdn),




Mﬁu. 1.2 - Quyét diuh (c4 bigt) quy dinh truc 'tiép
TEN CQ, TC CHU QUAN CQNG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHC? Boclip - Tu do - Hanh phiic.
sé:  /p-Lll L, ngdy th‘éng s T
QUYET PINH

A

Ve Vlec rEAREBRIELRANY llsc.lallllccxldr YT YR L T

¢ Thim quiyén ban hanh quyst dinh thuoc vé ngu&n dlrng ﬁau co quan, té e thi ghi chfrc Vit cﬁa
* ngudi dimg &y néu thim quyen bin hénh quyet dinh thuoc vé te'ip the Ianh dao hoac oo quan to

e
THAM QUYEN BAN HANH®
Cn et ooveonininninn vt enben v T emeneeesean e ereee s ;
AP G oot pervernerssisssasasesnsassestessencssresnanasasasessseaseesimanancs ohn sb1senrssiesssassseedons .
N
Theo dé nghi ctia sevil
£
OUYET PINH:

.3
Piea ... tesrevransrareraraes ST SO resirsierevensainns rsanrevr s raes

A .

Bieu L L T Ty T T P T T T T ™ tEer R AR IR s ke nbE e YvrrraRIANOAYELRS Fresevansernerviatidpd reuia
.q....‘..;.--...A.."-‘b...&?.;tgg.x.;wagg.lgﬂq..Q.nt.‘-;a..-n"k--lil.lll‘thl..l.l'i!l"l!Qb‘ﬂllil‘l"‘:“lﬁ' !!!!!!!! AT AL AR RN 81 [‘
Noinhg : N OO YT CTIA NGO Wy

fnhan: QUYEN HAN, CHUC VU CUANGUUI XY
- Nhu Bidu....;
"LuuVT’ s 1w (Chztky ciia ngmm cd thim. quyen,
TR TR e déu/chiv kp $8 cia co quan, 16 chikc)
Ho va tén
Gitze!m::

! Tén co quan, t chite obd quin trye txép (nfu co)
*Tér co quan, 5 chific hoﬁc chire danh nk3 hude ban hanh quyet dink.

3 Chr viet tit 161 €0 q&ang th chire hoac chirc danh nhé nlmrc ban hanh. quyet dmh

* Dia. danh ‘
b Tnch yéu néi dung quyet dmh

chic thi ghi t2n tép thé hojo t tén oo quan, t5 ehire dé

7 Chic.¢in ctt 4é ban hénh quyét dinh.

EN6i duno guyat dinh. R

9 Chit vidt tht ton. don vi soan thio va sé !uqn g bén fua (neu can) -

1 Kﬁ« hz@u ngudi soan théo viin bn v $0. luang bin phét hanh (neu can)




MAu 1.3 - Quyét dinh (quy dinh gidn tiép)

TEN CQ, TC CHU QUAN'  CONG HOA XA HOI CHU NGBIA VIET NAM

TEN CO QUAN, TO CHUC Poc J4p - T do - Hanh phiic
s6: ap-A. Y e, , HEAY e e théng ... neim ...
QUYET PINH

Ban hﬁnh (Phé duyét} c--umnum‘us sRecEdivadBTabO

"I‘HKM QUY%ZN BAN H&NH‘S
Cénc 7 .
I eievniseenennss eeereat it re i atsh  wueerseienteemaseatienine b asreresen Crasrernnrerssianen ,
Cd
CZPE CF tuvrearessesincnerensensesansnsneensrnn pereserrerararaarsae ek arae revvaeenenrees eivvaeranraasenrrars ,
) B
Theo dé nehi cil
€0 A€ BGAL CU cveverocvreer i asti s s s rnreSvevareinseaetnanyeie .
. ‘
UVET DINH:
4 R K E-N A
»
. X _ 4
Pidu 1. Ban hanh (Phé duyét) kém the et dinh na 5
ieén 1. Ban hanl 1 uyét) kem theo Quyet dinh nay ... 7 .. rveeteeans
Cosaraved i AP AU RN AR RN ErdANEAPAERSSANALA SN T LR L T T T P N P Py T Yo anamavsohddirnetbbarehabUiy
23
Piau ... ..... N etse4 s ete et oe e TE AR ERR Aty aannann areanres ireveranrmarare ereranranrs erirasranrsinsnsan
[ B P I P T T T T T T T F TP T TP P e Repptdyadantinsaw R ARAR AT AR R Arazapann ey Faseaaresasirerine 0‘*;-'191-v¢/'
oy I& . A » i ) h D
Noinhiny QUYEN HAN CBUCV U CUA NGUOIKY
£EiNg 3 - £

- Nhwr Bigu....; _
T (Chit by civa nguedi cd thdin quyén,
-Luwt VT, .0 ddu/chit kp 58 cila co quan, 6 chiic)

Hg va tén

Ghi chie: '

* MAundy 4p dung d8i vi cde quyét dinh (c4 bigt) ban hanh hay phé duyét mdt vin ban khic.

! Tén cor quan, £ chite el quan tryc tiép (nfu cd).

2 Tén co guan, 13 chitc hodic chite danh nha riude ban hanh quyét dinh. ‘

3 Chit viét tht tén co quan, tb chite holic clitie danh nha aude ban hinh quyét dinh.

*Pjadanh. : | SR

5 Tefoh yéu adi dung quybt erg;h . ,

§ Thim quydn ban hanh quydt dish thude v& ngudi dng diu eg quan, 16 chfc thl ghi chit vy cia
nguoi diing dAu; néu thim quydn bin hanh quyét dish thude v& 6p thé lnh dgo hojo ca quan, t6
chire thi ghi fén tap thé ho#ié tén co quan, 16 clite 48 ‘ '

7 Ce efin off 46 ban hanh qu*yét dinh.

¥ Cht vidttit ton dom vi sogn fiido va sé rong ban I (néu cln).

9Ky hidu ngwdi soan thio viin bin va s6 krgng bin phist hanh (néa cin).




Mau vin ban (duoc ban hénh, phe duyet kém theo quyef, dinh) dﬂl véi
van bén gidy |

TEN CQ, TC CHU QUAN C(;)NG HOA XA m}}: CHU NGmA VIE'I‘ NAM
TEN CO QUAN, TO cﬂu’c , Poé Iap - T do - Hanh phic

TﬁN LOAL VAN BAN

(Kem theo Quyez‘ d‘zﬁh so /Q,B ngay rhang . BAP .. CUdL.. )’

i
oY
5

& ool Eraon
LN L RN PR S AN R R NN R LY )
B.;& 1 )
iell T R T L LT L L T R T P T R T R T Ty L P P P L s

Bleu L R T R R e R R Y )

T T T T T L LTt L Ty T Py

EEFRANRA R R
EVSCRA SRR NSO kB ERE FANE
Bleu L T T Ty T T T R L T T R L Y T R Y P Ty

L Ty L N N R Sy R T R L R R L ) iaD!".l"‘!‘llIltﬁﬁﬁll‘hqlcbbh'SQOQni'i...t‘ill’l.’d‘btl‘t"l!.fi.

Ghi e!tﬁ

! Trfch yéundi dung o ViR b&n . : | '

2 So, kyhiéu, thii gian bas hinh v tén oo quan ban hinl clia Quyat dmh
¥'Ngi dung vin ban kém theo ' :



MAu vin ban (duge fmn hanh, phé duyet kém theo qnyet dmh) dm véi
viin.bin dién tu'( }

[T R rggéﬁf!thﬁﬁg_ﬁanu gidy; phitt: gify”

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc lap - Ty do - Hanh phie

TEN LOAI VAN BAN

(Keém theo Ouyét dinh s6 ... /OP- ... ngdy ... thdng ... ndm ... cia...

3

[T RT T [ YL

RMEEHEGRGRDNAABTAPSAGERERON

Q"A 1
TEUE N L iusiusiirsocntoansiotsassonasananszonantershiesssantestreannéusssxsuhisuiseionrsssaanearsanyiness ouve
pid
Iﬂll BBD AN ERERTACREITHE KON P A RPSABI AL SRR R aa FRABRAARTIEINT RS R PP EA SR SR TN a s On R R o v h e adELy RS T e Y]
BarRreRBLanvaey PhdPemD EABNAFEES FOACUERINAINANINC RIS RVATE SRS B T T P R T ] vrdiraeneer

oROGLEON N QBT
FUANPACHIAT IR IO UOAONATS VRS
ﬂle& sqe ;----q-r-“nuqnuu-n--vu----nag'.u.uu.uk-.nun.eu.-q-;df.no.o.un.-ou-nu-u-u.--nnu

-

PP AP TR IAR NP AAE SRS BAARS TR Rt AR bAC R R AR AP AR u‘.nn-”-u-unoco.uoa-xu.un-ub,uuo.ﬂmuuu-ihnu-nnju

G]:i chti
* Miu-ndy &p dung d61 v6i vin ban dién ti kém theo khong cling t8p tin véi ndi dung Quyei dinh
ban hanh hay phe duyst. .
‘ Trich yéundi dung olia viin bin,
253 v&i van bén dién bir, khong phai didn thong tin tai céo it ndy.
3 Nm dupg vin bin kém thw ‘ :
456 va Ky higu Quyet dinh ban hanh hay phe duyét, L ,
5 Thii glan k¢ s& cba cor quan, 1 chire (ngdy théng nim; gidr phiit gidy; miii gidr Viét Nam theo tidy
chuin ISO 8601). _




MbAu 1.4~ Viin ban c6 tén loai

TEN CQ, TC CHU QUAN‘ CONG H()A XA HOI CB’U NGHIA VIET NAM

. N ) .

Sﬁ_é l 3' - 4 . ¥ 3 hr . e

: ¢ SN S - vrieen  eenensiy HEOY i, TRANG o0 BAWT ..
TEN LOAI VAN BAN®
.................
8

P VS N PPV U TR P Y- seFErevEsAE svnt s [Ty Y AT TR TR L
Fr VRV N RNV ysrsaeves FrETEs s MeRETas AR UL L R T O L LT RN T T T RN A Finddavanns I TeeEiarany

l'v"l‘ht‘l\(t‘"“‘tw"ll;-tl_&lIll‘lrl,‘l..l;h‘vf.li-!lhlvallpllh“!t‘lD.D"!'lt‘a0!Cf“uliil}.tv"‘ﬁ.l‘l’\t'i‘k ----- PrreEwnbSUN ALREEERE R R L] -TE-on'-o
oooooo oi;o.nu-wuawnnu‘un-uu-nk--..uc-nn‘v:--h-n‘--wv-‘.--_-unn-nn»u»ncuu;;gn-‘u-;.u.‘-'.iuv-‘unurqu_nn~/.

iy . ':l-;- . iy . . 3 »
Noi ulifin: 5 UVEN HAN, CHOC VI CUANGUOIKY

. . R} "
= vorrsisrsantes H : .
= wersecrirasares S, (Chir ky- ctla ngwm €6 thim gzgfen,
-l VT, L5 déw/chii kp 58 cita co quan, 15 chike)
Hg va tén

G'I.rzaim:

Tén cor quaiy, 18 chite chi quén trre tiép (néu. 06),

2 Téi e guar, té chic hiodc chire danh nha nirde ban hénh'vén bén.

Y Chir v;ét tht t8n logi vin ban

A Chit vidt fat tén co: quau, té chﬁc hagm ghirc darih: nhﬁ nu‘éc ban hénh ViR ban ‘

_5 Di danh, .
: Tén loai van bén

Mﬁu nliy 4p dung chinng’ cim ¥&i cde hinh thire +in ban hanh chinh ¢b ghi- teti 10@1 gom chi i, quy

‘ cha, quy diki, thogxg cho, ﬂmng bao, huéng dan, chiwng trinh k& hoath, phirong én, dd an, dy 4n,

bo edo, t trinh, gidy Gy quyén, phitu gii, phxéu chuyen phiéin bio.
*Frich yéu néi dung v bén. : |

8 Ncu dung van'bin,

® Chir vidt gt 61 don i soan thio: vé 56 iv.fqng ban hzu (b, cﬁn)

- Ky higiy’ ngidi sopn tﬁaﬂ vin bin V4 sc Iugmg bén phét high. (neu cén)



Miu 1.5 - Céng vin | |
TENCQ, TCCHUQUAN' ~ CONG HOA XAHQICHU NGHTA VIET NAM
TEN C6 QUAN, TO CHUC* Péc lap - Ty do - Hanh phide
86 Lot cens ey RGP thing ...... ndm... ...

VAV viiiieens snenanns

L]
Kinh gl
.
- P R R E T E N EE N R R IEE R AL L S a
M e ddrRPAvesc N adRAREATIAN Y - a * P
FRAAN U U SIS ABAP VORI AP T A AR AN AN ETEY Y dbrrravrrEiea hamasu Fanpaneponadrddad LRI EFY R o et TR H AR AR Ao rang LT LN
AAAAA ﬂ.ld!ll.'l'lIl--.'i“.oll.tbllllhl"l‘l'lIQCI"'ll."""K"!dbl'l‘l'.l‘vl""I.C.Il!‘!"l!l‘¢¢l.!.ltlﬂlbii!lIAI.!!IO-D[C;.!O»C"'
jasEswew sYEEaNDIre AnNtassnawsw FaiERR ] FAPIS AR VARL AT RN IITIEWAN [TES YY) EXTEXISER RN NN Y LY AGgAed1REAISFrenn [EEAS L] pEtEtTARARESIFREREE OGS f
. - EN 7 N ’
s .
Nevi nhin: QUYEN HAN, CHU'C VU CUA NGUUI KY
- Nir trén; ‘
S panesansnnunnann M ) Ty S X A
Lo VT L8 .8 (Chir ky cila ngredi c6.tham quyén,
CoeLam VI, e 3y : Pag 3
dm\tl/’hau L o k2 i - ra
dau/chit ky s6.ctha co quan, 0 chikc)
Ho va tén
18
- - !.
Ghi chit:

U Tén co quan; t8 ohire chil quin trye tiép (péu cd).

2 Ton ¢ quan, b chirc hofic chic danh nha nwGe ban hink cong vin.

3 Chir viét 13t tén co quan, t§ chitc hodic chire danh nbd nudo ban hank obng vin,

* Chit vide tat t8n dom vi soan-thio-cBng van. . .

* Pia danhi. '

§ Trich yéu néi dung cong van,

? No6i dung odng viin.

& Chit viét tit t8n dom vi soan thao vA s6 lugng ban luu {néu olm).

? Ky higu ngudst soar thao vén ban vi 6 lugng bin phit hih (néo cln).

19 Bia chi co guan, 16 chiftc; thu-dign ti; ttang thong tin didn i s& dién thoai; sb Fax (riéu chn).
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- .
Mau 1.6 - Cong dién
TEN CQ, TC CHU QUAN‘ CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CG QUAN, TO CHUC? - Dieldp- Ty do - Hanh phiic .
-.'/CB-'-..- e o, mgaY fhdng ...... Him... ..
Ao S
CONG BIEN
......... e ennesienesd i8R
- 7 .
ER P ERER NS e LN dr FETFRNDN LI E N AL t }
8 .
AR RTARRI N AN BenrYEA e N R us RSO hE AEe PN [ T L L L L L L L R T e N Y e Y P AN F R Y SR A N TR AT R AL PR RGP AN ION N AN W /

. 3 } r . 7 . pR »
Noi nhin: QUYEN HAN, CHUC VU CUANGUOIKY
Tl g (Chit kf cila nguci cd théiim.quyén
S VT, L0, L

ddu/chit ky 56 cia co quan, 16 chirc)
‘Hovatén
G.‘zl cfzu,

Ténco quan, to chire ohii quén tryge tlcp (neu 1v'+} N
Tén oo quan, 8 chitc hotic chite danh nid nude ban hinh cdng dign.
* Chit yiét tit tén co- quan, t chﬁ’c hoﬁc chfrc danh nhinude ban hanh oﬁng dign,
'4Btadanh L o §
: Trich yéu ridi dung dign. _ o
. Tén Go-quat; to chiro hodc chire danh cﬁa ngtr(‘u fx‘!mg dau o

- "énoo quan, t& chuc sihdn digie o S

- ENGi dung dién, - |
? Ehir vidt tattén don vi soan thﬁo v so Euqng bin qu (neu can)
¥Ry higu ngudi 50{111 thae vin ban vis§ lu@‘ng ban phat hanh (neu can)
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' MAu 1.7 - Gidy mdi B o o
TEN CQ, TC CHU QUAN'  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TG CHUC? Poc lp - Tw do - Hanh phic
86 ... /GM*".B-»- Y ooy BGAY ... thdng ... ndm
GIAY MOI

sRopegba gDl bdaln GRGPHONDGPAGAGR

2 : 6
........ R trén trong kinh méi: . e den .
TEH AL orrrerereressncscorsrecoresess prrantinse | arersiresese rre e reessenosesonsraneians e
CRU L trveiiinirneaniaraenars crrereanrevcantasnas P P PPN
Thoi glan:...... .o 0 ermeinas crerans rerreiareses e r s e e et raes
B!adlem: PRI R e R T T R P R AT R R L R A Q';'l. ------- PR R PR R
Noi nhin: QUYEN HAN, CHUC VY I.CfJA NGUOIKY
SOOI :
e . (Chz?kyczca ngudi b thdm quyén,
- Lo VT, o 5 dau/chukyso cla corquan, 16 chikc)
Ho va tén
Ghichu:

} Tén co quan, té ¢htie chit quin trirc tiép (neu 06y,

* Tén cor quan, 8 chite ban hanh gidy mii.

3 Chir vidt tht tén cor qua, t& chive ban hinh gidy moi.

* Bia danh.

5 Trich yeu ndi dung cude hop.

5 Tén co quan, 18 chite hojic ko va té, chito vy, don vi obrig the offa: ngucu duch mfn
" Tén {1191 dung) ciia cuge hgpp, i thao, kg nghj v.v..

* Cho vin d&can o §.

¥ Chirvibt it tén don vi sogh thdo vA sB iugfng ban lgu (néu can)

10509 hidu ngudi soan thao vin bin v s6 fugng ban phist hank (néu ¢n).
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Méu' 1.8 - Gidy giéi thiu | | L
TEN CQ, TCCHUQUAN'  CONG HGA XA HOI CHU NGHIA VIET NAM

- TEN CO QUAN, T6 CHU'C? Do Hp - Ty do - Hanh phiie
e : - .
86: ... /GGT-...°... e Y oo BGAY v thdng .. ... nim ...
GIAY GIOI THIEU
..... creveerestviin o ... trAn trong gidi thigu
Oﬂg(bann ----- ) LR R E R RN P V(Il'hlligtl‘ﬁfl#‘!‘k-lli ----------- bavinea
Chﬁc Vl.l: FEANRANRIIE NS A YRR YT FedmsnsaperaveTITRY Faqarasdntrnardvaitrarary SANETETFNLE ) K EEANd AEraeds n ------
BH(}'G C‘I dﬂn. -u.'n‘.-'-'.,..;-svv‘---nﬂ ------- 6».»«--.--;.--un-un‘.--------.--,-----u-»vl'-:‘*r‘;u
VEVIEC: cvvrvreieeinecinenseeeeire e, bt e e e

pé nghl Quy o0 quan tao dieu kién d& éng (ba) cé tén & trén hcan thanh
nhifm vy, : o

Gzaynay cé glatrg denhetngay S PP P PR 3

Noi nhgn: QUYE‘N HAN, CHU'C Vi CUA NGUOTKY
~ Nhur trén; ‘
- Laru: VT.

(Chit ky cria ng:mz ¢6 thim Quyen,
dén/ehit p 56 clia co quan, 16 chirc)

Hg va tén

‘ Glzz cfza,, _ ‘
LTénco quzm, Fr. efu'rc chii quan tn,:c txép (neu cé)
* Tén ¢o quan, td chitre ban hinh van ban{edp gxéy gidi thidu),
5 Chu viéttit téh co quan, to chuc bai hénh van bin:
Bga danh. :
HQ viién, chuc yu va d{m vi ccmg léc cﬁa nglrm dirge glé’l thx@u
Ten o0 quan, té chtrc duac £idi thzéu téa Bam ’Vléc



13

Mfm 1,9 - Bién b_é’m _

TEN CQ, TC CHU QUANi : C{)NG HOA XA HQI cm’J NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Pjc lip - Ty do - Hanh phnc

:.../BB-...2

BIEN BAN

emsdoadERAaRANIPEE .'Elﬁ'ﬂv’&'ﬂlﬂﬁlﬁ

s
Thai gian bit dau: ‘
Ol gian AL AU ...

..... sistrsve s a A
1
- ¥
Pia diém: ‘ ‘
4 * AL HERNANAVIRT R LA TR A DR G GE dBaaseTy 1l«tl‘loqiig--w.ij-v.sllvb-n:-.tni)llliit.l‘?":qr -----
Thanh phi; ' '
na an tham ay: ‘ : ;
N p ‘llo-p.-----n;otI;¢w¢--¢~utnu¢niomﬁitnid\w4nm‘aooq-----‘-1--nvo:cu_;qoic--
[ T P T R LT L Y TR T P R R e R R P e L LA T R T TR T L R e LR R A A AR A LA LA S e bl

Chit 11l (ChU tORY: warseversesrissnmimsmsrtinsssnmarrusiesssseasarmensessserssisstssensemen sz ons
Thu ky (ngudi ghi bién bAnY: .o
Ni dung (theo didn bién cudc bop/hdi nghi/hdi théo):

O T e S L Lt I R T T R P R Y L R LR AL R DA LA e R T T T e TR Ty R L R

Cude hop (bdi nghi, hdi thao) Kt thfic vio ... gio ..., _ngay .... théng, ..
nim ...

THU KY | CHUTOA

(Chit 1) | (Chit ky cda ngudi 6 thém quyén
: ddw/chi & 56 cila co quan, 18 chite (wéu ed))’

Ho va tén Ho va tén
Noi n.h&n:

™ oadaasse

- L VT Hb so.

Giu chi:

' Ténco quan,’ £3 chirc chiy quin fryc tzep (neu co}
*Tén co quan, 18 chite ban hanh vin ban.
¥ Chi viét tht t8n ¢o quan, t§ chive ban hanh van ban.
*Tén eudce hop hoic hdi pghi, hﬁi thido.
5 Ghi ¢hire viz chinh quyén (néu chn),
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M?iu: 1.10 - Gi"é‘gy‘ nghi phép

TEN CQ, TC cHY QUAN' CQNG HOA XA }‘-{OI CHU NGHIA VIET NAM
TEN €O QUAN TO caﬁ'cz o Bﬁc lap - Ty do - Hanh phiie -

86: /GNI’» o 4, ngay thang e nam

------- L N N N N

Ong(bé.): '.-v-‘lonlo.aapgulnmlc;hozowv«b#--;co liilb-.l't‘lilll"lzﬁv- medmefubbbory vy b un
LR ef e £ v Aeino
Pugenghi phap trcmg thb:t gian......... k€ tr ngay ........... d€n hét ngdy

tiey """‘""‘".”.‘.t‘@l -.j_ean¢-.volr:q u.vu x._-. svwu r.--c..,..-.qnnnwn Nkl mEr A EN R v e n e ap ettt e N W ¥

2 . . 1 .
cap ch{}.

=3
_;"--.

84 ngay ng}u p’nep néu tiéd diroe tinh van ‘fhm glan.....0

- Noi gﬁz_ﬁm ~ - QUYEN HAN, CHU’G vy Cla NGUOI KY

ses3 ' (Chit ky ciia ngwm cé thim. ngfefz

' S \ dau/cku ky s cm:z oo quan 10 chikc)

ﬁg-vﬁtén

Xe w!rén cilivce guan (10 chiks) hode
ehink quyén dig p}zmg noi nghz ‘phép
(néu cdn)

(Ch&@ déu}

Ho vﬁ ten

Gfu el é‘

c ', ’ Tén ¢ quan, té chuc ch‘u quan tn,rc nep (116!1 co)

i nigh : hec Lugt Lao dgng (nghi hang ném cd. iuong hoac nghI khong hugmg Immg hogic o
'ngh: vide meng an hmﬁrng nguyen luomg N A ‘ co
3 Ngurord duge Sap gjay nghi phép. -

9 Chﬁ wét tﬂt tén &cm visopn thto v& so Iuomg bai hru {irdu cén)
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MZu 2.1 - Phy Iye viin ban hinh chinh gidy

Phu lue ...l
: 2

(Kém theo Viin bin s6..°..... ngay...” thing...* nim ..* cla )

6

P T LT LTI T EL R LR A ST bhbAdbARR Rt s rhbabbaenaiannnan SARAAAE ABHU P RPN R AR E RO SR PP ER AN T e IeNDe CARERSTIRIACIAT S

TR OISO o SvRresrPrreneRT IR TIS R E TS SEL R B CLLEE LS L it vrevene

B T T T T L LIS T TR L T LY NTRTTIET T LY YT Y

CILTER Y, I T T T T LY YT T L T PSR A A AL L AL D AL LA L b bbb bbbt

RevEPELEIYEITI SIS mRaB TR RS AL P T T P L L e T Y P T TRYPL ) .[.

Ghi chit:

' 94 thirty ciia Phy lue.

2Tigu dé cia Phy lye.

? 96 vA ky hiéu ciia viin bin.

4 Thoi gian ban hanh vin bin. |

5 Tén co quan, t&-chie ban hiuh vin ban.
8 N1 dung ciia Phiy Iue.
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Mau 2. 2 Mau Phu lue van ban hanh chinh dién tir

“Sé: Wi ng&y/&énglnﬁm, gits ph:it‘ pigy

Phylue...).
1€ .-

deshFavasebrads AT avALRErAE RS

(Kém theo Viin bim'ss..>..... ngiy..> thing..’ vim . Ceia . 2......J

uuuuuuuuuu R R P T I T T T

T L L D o o N YT denrerr bethbbatervatreny Crrsras EaETr ey e eteaadaer 4t

B L T D B T B B P T

P T R P P PP PP PP I PP PR euaasnn A P e

“GHl chil:

Man ndy 4p dung. ﬁm v&ivEn bﬁn dién tir co.phu lne khong cling tép 't'in‘véi :nﬁ_i d.un-g viin ban,

! 96 thir.fw otia Phiy uc.

2 Tid0 & ¢la Php Iuc, ‘
Bél véi vin: bz’m tilé‘n ti’r k‘hang phé’u didn thontr tin i cdc v;, trx nay.

“7Tén co quan, & chite ban hinh vin bin, _ :

- :‘5 88 véky higu vﬁn bin.

Théu gian ky 56 clia co quan to chuc (ngﬂy thing nim; gx& phﬁt gifiy; mii gid Viét Nam theo tisu
chuén ISO 8601). D | *
| T Nm dnnw olia Php Iuc
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MAu 3.1 - Bin sao sang dinh dang gidy

TEN CQ, TCCHUQUAN ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CG QUAN, TG CHOC Bdc lap - Ty do - Hanh phic

88: e Lovenen ) FGAY o ARG e R

TEN LOAI VAN BAN

A RRARADEDOSEEIRITSSSSILEIRINCOTRARDOIO RIS

-pn-..1lt&lhlllistl-hu-vtUll-l---bo-nps-w--o-‘--nt'.qnl||‘1‘-A-»I-A--annwwq'-m\-nn'c [ e R L LR R RN L EA SR L

,n.....u.uu.-n..u.u....'-..u.uu ................... dnerrrave u«----u-uv-uu---.u..n.-n-.-.“uu.“.....;....-n_s,..u.n.n--*..u

n..-anu“-u.-n‘nn»u-p‘c---w..n...--,..--......"“".n“n»--..“..n.nn..wn e P T oy e R T L e R A bbb bbb

[P A X a s L L] B Ty T e P e R L e AL L ] [ LR T L R L b bbbl .f‘.

Nai nldn: QUYEN HAN, CHUC VU CUA NGUOIKY

cevermrsanenes) (Chit ky enia ngzréi ¢ tham quyén

Hg va tén

L T ddu ctia co quan, 6 chike ban hank vin ban)

TEN CO QUAN, TO CHUC IR

) 4 N V w
A ererieres e (5 LU thang .. ..
56: .13../4“ ...s... » HEH ng ham

Nei nhign: QUYEN HAN, CHU'C VU CUANGUOL KY'

.
FrLed A avRv L anay

.
AR EERAAF RN RS

Lo VT (Chit I il ngudi €6 thim quyén

déu ciia co quar, 18 chite thee hién sao vdn ban)

Ho va tén

Ghi chie: ' ' o

! Hinh thite sao: “SA0 Y™ holie “SAO LUC” hode “PRICH SAQ™
2 T4n e quan, t& chire thue hi€n sao vin ban.

3 56 ban sao. '

* Ky hi¢u bén sao. A

5 Chit vidt tht tén co quan, td chirc sao vin ban.

6Bi3: danh. . '

T Ghi quyén han, chirc vy clia ngudi kY bin sao.

P
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M&u 3.2 - Ban sao sang dinh dang dign t&

i 2. npdyithéng/iim; gid: phat; gisy *

TEN CQ, TCCHUQUAN ~ CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Do 13p - Tar do - Hanh phic

xw . ) r ‘w
1R crver oy NGAY o thdRG L ML

)

TEN LOAY VAN BAN

L T e T T Y T R L P YT e Y

R N Y L P N I R L N e e T R R T )

R R e T R TR N I T R Y Y

L Y R Y ATy Y] R T T T R R N T R L Ny T Yy N T T P Y F Y AL P P TR

R R LR R L T T T T TR T T Iy

Noi nhgn: QUYEN HAN, CHUC VU CUANGUOIKY
T} (Chwlgz clla ngum o6 thdm quyén,

Iw VT | ddu cia co qitan, t6 chike ban hanh vén bén)

Ho vi tén

- TGmam T ' -
! Hinb thirc sao; “SA0.Y” hoéc “SAQLUC? hofie “TRICH SAO".

? Ten:oo quan, té chito thye hign sao van ban, .
3 Th?n gian k}" 56 clia cor quan, td chufc th!,w hign sao van ban.



IXISYE QUANLY VANBAN -
Nl o’ Nahi dinh 56 30/2020/ND-CP
SudiptlS thng 3 néim 2020 evia Chinh phil)

L MAU 8O DPANG KY¥ VAN BAN Bl
1. Bia va trang ddu

TEN €O QUAN CHU QUAN TRE/G TIEP
TEN CO QUAR/DON VI

SO DANG XY VAN BAN B
NG v s

5 . "x )
Tirngay ......... den ﬁg&y
T&Sﬁj.n-hnq‘u d n SO SEERAIARATRE S REAAS

Quyén s ....

2. Néi dung déng ky vin ban di
Téi thidu gdm 10 ndi dung:

§6,k§ | Ngay | Ténloai | Noi | Donvi, | o |
hién | thing vatrich | Ngudi| nhén| ngooi | I "~ | Ngay | Ky | Ghi
- o K_ .1 L Eaw 4 [ A u'qng : A, ~ 4
van vin |yeundidug| Kky van nhin ban chuyen | nhin | chi
bén bin viip bdn ban | binlwa ' ‘

ool o |ealol e lole el




IL MAU Bi VAN BAN
— TEN co QUAN TO.CHUC

Sélkﬁ' higd van ban-: S

Kinh givi: ...

- L MAU so GUI VAN BAN Pl BU'U iBIEN |
1. Biava trang dhu

TEN €O QUAN CHU QUAN TRUTC TIRP
TEN €O QUAN/PON VI

806 GUI VAN BAN I BUU DIEN
Néame oo

T ngay den Hgay .-
Tirso . ﬂen L7 S

Quyén 86 ...

2. Ndi dung dang ky giri viin ban di bu‘u ﬁwn
’Fm thxeu gom 06 nigi dung

-Nga | sbaghign) o 86 Kynhan%
3% B { Noinhnviinban | lwgng | danbuwn |
| chu_,, 11 viin ban _ CER T ) bi é‘:en "1 chid

oo "o Tl o @

Ghi - |
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v, MAU SO ST DUNG BAN LU‘U
1. Bla va trang éau '

TEN C(f QUAN/ﬂ(fN V[L
SO 50'DUNG BAN .
' N&ms N

‘mngay den ngay
Tir 56 .. den scf

| TEN co QUA’N CHU QUAN TRUC TH?IP

2 Noi chmg déng ky sir dtmg ban lutu
1 4i thidu 26 €39 ndi dung

Ngwdi |

Y Sé,kjf Tén Iaawa . |
Nety | 2258 | nigungdy | trich yéo B gy | Neay| S| Ghi
thing el théng vin | ndi dung k}f nhiu| tra | PP | chi
siv dung " b higa | ‘ S
| ’ ban vinbin | oo - dung
olae | & | & |6 ®lmr® o]
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V MAU BAU “i)EN”‘ })u*cc khac san, hmh chit nhat leh
ithucrc 35mmx50mm ‘

. S0mm ‘

TEN co QUAN, TO cauC]

35 mm
‘::" - w
e

Z

Sa va k_s’r !m;u HS

VI MAU so BANG KY VAN BAN BEN
1. Bxa va trang diu

TEN C6 QUAN CHU QUAN TRYC TIEP
TEN CO QUAN:})GN Vi

SODAT r—!c:;.me BAN BEN

o

Ndm’ ove sisa

T ngay z?en ngay
T S8 crervan den 6.

 Quyén sbt ...,

| 2. N6i dung ding ky viin ban dén
© Téithiéu gom 10 ndj dzu:;g: |

y | Ign ioazvé Bonvi| . | | :

- trichyeéu | ‘hoge: "-'Ngﬁy\ | Kyt Ghi

ndidung. | ngwdi chuyen nhén | chd |
vﬁnban | nhén oo




.
VIL MAU PHIEU GIAI QUYE‘;‘T VAN BAN DEN

TEN CO QUAN, TO CHUC CGNG HOA XA HOI CHU NGHIA VIET NAM
— Poc lap - Ty do - Hanh phic

veeey HEGAY v tkc:ing... ndam

PHIEU GIAI QUYET VAN BAN BEN
(Tén logi; sb vaky ]meu, ngay, thang, ndm; co quan ban hanh
va trich yéu ndi. dung viin ban &en)

1. ¥ kién oiia 1nh dao co quan, t chitc
- Giao don vi, ¢4 nhén chii m,

- Giao cée don vi, ¢d nhén tham gia phéi hop giai quyet viin ban dén
(ndu cb);

- Théi han gfai quyét abi voi mdi don vi, cd nhin (néu c0);
- Nigay théng cho ¥ kién phan phéi, gidi quyét:

2. Y kidn ciia 1onh dao don vi
- Giao cho o4 nhén; thdi han gidi quyét dm véi o4 nhéan (néu cb);
- Npdy, thang, ném cho y kién.

3, Y kién @& xuft clia ngudi gif quybt
¥ kibn @b xult giai quyét vin ban dén cla oA nhin;
- Ngay, théng, nain d& xult y kifn. |




6

VIIL MAU S0 THEO DOI GIAL QUYET VAN BAN PEN

1. Bia va trang dau

T ngay .....

Nam: ...

THENCO. QUAN CHUT QUAN mjc m
“TEN cer QUANBON v*

56 THEQ. Do GIAL QUYET
VAN BANDEN

id %, .
cies GEH AGEY wvvervn e

Quy?n sb: ....

2. Noi dung éiang kv theo déi gaaz quyét van ban ﬁen

Téi thwu gom 07 ngi dung
h . Tén loai, 56 kyh;eu | . -

X ngay,. tfxang ' | Pouvi | Thoi Tién .Sé"‘ky 4 gy
‘_-Skﬁ_ va tén cG"Quah, tb h oéc_ han d6 giﬁil higu v | Ghi
den chitc ban hanh vin P%‘iﬁl 8 éfz qnyet bin frﬁ o chi
|  ban. | mhan ] quyet sl
Fou! @ @A e lel © |0




L. XAY DUNG DANH MUC Hé SO

Danh myc hd so gbm céc thanh phan Céc dé muyc, so va ky Hidu cta hd
S0, tieu d8 hd so, thai han bao quan cua. hé sa, ngudi iap hd so.

1. Be miyc trong Danh mye 1d so duge x8y dung theo co chu 8 chirc
(tén céc don vi trong co quan, tb chite) hoic theo linh vire hoat ddng {tén cac
Jinh vuc hoat d{mg chu yeu clia ¢o quan, td chitc). Tr(mg tt,mg de fauc 1én
dugc. chia thanh céc é3 muc nhd tirong tng vél tén céo daon i (theo co céu th
chuc) hogic chia thanh cdc mit boat dong (theo linh virc hoat d’ong) Trong cdc
d& muc nhé, trgt tus céc ho sg dugc sap xep t’heo nguyen tic tw chung &n
riéng, ftr 'tcng hop dén cu thd, ' ‘

Céc &8 mye 1ém duge danh $6 lidn tuc bang chit 56 La Ma. Céo a miue
nho (neu cb) trong timg 48 muc 16n duge daoh sb riéng bang chit. sb A Rép.
Chit vidt tét cia céo ﬁe mue lcm trong Dazh myc hé so do co quan, t8 chirc
- quy dinh nhung c:an ngan gon, d& hleu |

2. 88, k¥ hiéu clia hd 5o bao ggm Sc thut 1:!;: (é;wc -dénh bang chu s6
: A Rap) va ky hidu (baﬁg chc chir *s.r;et tat) clia ée myo 1én. . |

. Viée dénh 6 hd so cb thé 4p dung mot trong hai cach sau: So cua he sal
c‘hmrc &nh lién tue frong toan Danh mye, bt ddu tir. 56 01 hoic s6 ctia hd so
duge danh lidn tuc trong pham vi ting & muyc 16n, bat dAu tir s6 01,

3. Tiéu @& hd so: Chn viét ngan gon; 10 tang nhung pha1 khéi quat dugc
‘i dung clia ¢4 vin bin, t3i 1idu s& hinh thanh tmng qua trinh theo déi, gial
- quyét cong vige.

4. Thii han béo quén clia hcz so dugc xéc Cx‘mh theo quy dmh hién hanh
Vioh vi3n holic thdi han bing s6 nim cu thé
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IL MAUBANHMUCHO S 7 o
- TBNCQ, TC CHU QUAN .CONGH{)AXAHGI CHUN mvm*r NAM

- TEN C()’QUAN, Tf’s cmfrc -‘ | hphiic.

DANHMUCHOSG
| . Ndm.. o
(Keém theo Quyét Gk G ..... NGAY o thANG «ovo. G v, ClAL.. .. )
S6va ky Tén d& myc vi tifu dé hd so | T? o han Ngum lap , Ghi chi
| hmuhoso* LR bdo quan hdso

| gi) o 2 | 3) @ |

L ’I‘EN BE MIIC LGN

1 Ten ad mue nho

| o1TCCB |Titud@hdso " | 20nim | Hovatén |

Danh mue ho sondy ¢6 .......hd so; bao gm:
eveverienein B 50 bdo quan vinh: vién;
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v, MAU BIEN BAN GIAO NHAN HO SO, TAI LIEU

TEN CQ, TC CHU QUAN CGNG FOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC . Pie lap - T do - Hanh phuc
ririrreneey HEAY iions z‘héng ...... nam
BIEN BAN

Giao nhin hd se, thi ligu

Cin c& Nghl dmh 6 30/2020/ND- CP ngdy 05 thang 3 nam 2020 cta
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BEN NHAN: (LW trit co quan) o

 Ong (ba): «evvvvnrneen RTINS + vesseenn 2o cevererraeee rereereeeeeians criannsen
(‘hucvucongtac PRI vaeerisivensaseknaaan
Thibng nhit 14p blen ban giao nhan im lxeu voi nhtmg ndi dung nhu sau:
1. Tén kh6i 31 18 ZIa0 BAPT e svaeriserrsvirmsinanes omciennssnsnes
2,'1‘}1mg1an-euahesw,tallx@uz,..,.,..,.-,..-.‘..-. ..... rerranasane e s e baae s

3. 86 luong tai lidu:
2) f)‘éi véi hE"} 50, ta1 ligu gidy

- Tﬁng 56 ho sof (dcm vi bdo quén) . Quiy 12 met giAL .. oreernnn, MEL.
b} Péi véi hd so, tii lidu dién tr

Thng B SOT 1 evereeeriirrr st s ertnnone e nnrnaeens
-Tongscteptmtfonghosm ............ ........
4. Tmhtrangtai lidw giao nép: . TPV ROTPPRPIS PRSI Y
5, Mue lue b so, i Hiéu ndp hru kém theo,

Bién ban nay dugc lép thinh Hai ban; bén giao gitt mét ban, bén nbin gitt
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FHONG QUAN LY TAIL LIEU BIEN TT
Sk theo Nghi dinh s6 5 30/2020/NB-CP

iy 05 thang 3 néim 2020 ciia Ckmk phi)

' : Phan I
QuUY BINH PoI véx HE THONG QUAN LY TAj LIEU PIEN TU'

1. NGUYEN TAC XAY DUNG HE THONG

1. Bao dam quan I¥ vin ban va hd so dién tiy clia o quan, tb chzrc dung
quy ﬁmh :

2. Bao dim an todn, an ninh thong tin mang thee quy dinh cda phap lugt
hién hanh

3. Bio d4m phén quyén cho céc cd nhn truy cip vio He théng,
4 Bio dam tinh x4c thye, d6 tin cay clia 3 lieu, dt.r lidu Iuu kanh trong
156 théng.

5. Cho phép klem chimg, xdc minh, thuc hién cée yeu cau nghiép vy
khéc ciia co quan, tb chire, c nhan ¢ trich nhigm khi duge y8u chu.

IL. YEU CAU CHUNG KHI THIE’I‘ KE HE THONG

1. Bap u:ng dy d cée quy trinh va k¥ thuat vé quan Iy vin bin dién t,
lap va quan 1y hd so dién tir va dir ligu dic t3', '

.06 kb nang tich ho‘p, hen thang, chia sé théng tin, dir ligu véi cic hé
thdng khic. |

3. Co kha nang hé théng hoa van ban, hd so, thong k& 6 luot truy cﬁp
viin ban, hd so, hé théng.

4. Béo é’am tinh xéc thue, tin cdy, todn ven va kha ning truy cép, sl
dung vin ban, tai lifu.

5. Baa dém hau tm ho so theo thm han bao quein

' phép luat

o Dirligy dic ti m&a van ban, b so- i théng tils mé €2 néi duhg, émh éang, ngﬁ cnh, ehu tric, cho yéu
t&.chu thianh vin ban, 1id so; mbi Hién hé clia vin bin, bd so véi ¢hc van bis, hé st Kides th&ng tin vé chit ky
56 frén van bang lich st hinh teinh, sk dung vi.cde agc tfih khéo shim phué Vi qud tlnh qudn ly, tim kiém
vA kha niing s dung ¢iia hd so, t&a lign.



ML YEU CAU-CHUC NANG CUA HE THONG

1. Péi véi vige tao 18p va theo dBi vén b

b) Cho phep d‘mh kérn vin ban.
¢) Cho phép tgo mé dinh danh vin ban dl
| d) Hidn thi mirc 46 khan clia van ban.

- @) Cho phep tir déng cap s cho van ban <‘I1 va sb dén cho vin ban dén
thaﬁ thir-tr va frinh ty thol gian treng nam S

e) Cho phép béh nhén ty dcmg thang bao cho ben gm da nhan vin ban.

) Cho phép tir d(mg cap. rihét cho truomg tb;ong tm §61.1,1.2,2, 4 6, 10
130 Muc 1 Phin 11 Phy luc ndy; trudng théng tin 6 1.1,1.2,2,10, 12 13
Muyc II Phén I phu luc ndy; trucmg thong tinso 1. 1 1. 2 9, 10 Muc ITE Phin I
* Phy fyc ndy.

h) Thong béo cho Vaﬁ thu: co quan khi. cé st tring 18p mé &mh danh Vit
‘ban hodc ca ba trudng thong $nl $6, ky higu va tén co; quan i o}tuc ban hash
vin ban. .

£} Thong béo khi. cd vin ban mo,
k) Thong bao tink trang nhin van ban tai co quan, to chirc nhén van ban.
1) Cho phép théng k€, theo dox #6n dbc vige g,xa.: quyet viin bin ﬁen

m) Cho phep ngum ¢d. tham quyén phén phm vin ban den, theo dm. dén
dde don vi, ¢4 nhan gial quyét van ban dfing'thdi han. . |

" n) Cho phép ngudi ¢b thém quyén truy cap, chinh sia, ohuyén lai dy
thao van ban, tai lLidgw

o) Che phép co quan, td chirc ghi van ban ba,et tinh trgmg xi ly vin ban
cia co quan, t§ chirc nhan vin ban,

2. Dbivéi vze;c-ket ndi, lién thong

a) Bao dam kétnd nox, lign théng gitia. chc Hé thing quén 1y tai liéy dién tir
- va H8 théﬁg quén 1y tai lign i :iF dién tir cla Lu'u trit. lich st dbi véi co
‘quan, to chuc thubo ngucm nop foa.

1) C6 kha niing ‘hoat déng fén che ﬂ'liét bi d1 dfmg th{mg rmnh trong didu
, :klen bao dm an todn thong tin.

¢) €6 kha nang bt nbi, hen thcxag v tich hqrg vz’h cic he theng chuyen
_'dung khéc dang dugce sir. dung tal co quan, td.chite.




. sa.ng é’f
: .ban tai heu dﬁ heu é‘actﬁ cua ho 0.

3, Doz véx an nmh theng tm L . |
N _. ja) Bao dam ¢cde cap do an nmh thong tm, theo quy dmh cua phap Iuat
) b) Bao dam phan quyé‘n tmy cip dﬁx vm tﬁmg hd S0, van ban '

c) Canh bdo sur ﬂlay d‘m vé quyen tmy ¢ép a6 Vi nmg ho so, vimn, ban

'trong He ﬂmng c;ha den kh: cé xac nhan cua ngum cod tham quyen

4 1901 véi vige lap Vi quén ly he so* o
| ‘"za) Bio: dam tae lap B )anh fnye. h@ so trong He theng

"jb) Bio dam tao mi che tu'ng ho so v m ﬁ‘ong fianh s6 thir tuf cua van
ban, tai heu tmng ho sei . :

“ ‘_ c) Lidn két toan bo van ban, tai: heu va dit lmu dac: taeo cﬁng mi ho 50

| trdng Hg thong de tao thanh ho 50,

K d) Bao ﬁ*am hen k:et cac f:rmmg thong fin trang Danh muc ho 50 cua tung
hﬁ 'o’ v u}ah b viin baiy, tal heu aut lidu 6ac ia clia nc s0, _

3 Béo flam h&n ket Vi th;ang ke toan bcg ho 50 ﬁ%wc lép clia ot taz

‘ | ;Akhoan,cu thé

",;_'e) _Cho phep gan met Van ban, ta1 heu a_c:hsa nhieu ho so* a‘m‘c tao boi

i ‘"‘i-‘lhzeu 'ta,l khsan khac nhau mé khong cén ahan ben,

-g) Cho phep két xuat toan b vin ban i lwu, du‘ héu dac ) cﬁa ho SO
L dang (.pdf), (xml) va béo. dam trmh o ﬂ:m g:an hmh thénh vén

5 Em voi v1ec bao qne’m va lu'u tru‘ van ban, ho SO |

a) Lu'u van bén va céc thong tm ve qua txinh giaz quyet van ban gorn Y

L klen chi dao phan phéi vin ban den cia ngucn ¢d fha.m quyen, cac dir thao
oo vEnban ciia ¢4 nhan a‘usc phan cong soan thao; y kxen gop ¥ clia.cd nhan, don
“1 T yi cb lien quan; ¥ | kién chi: dao ctia 1anh: dao; Y kién phe duyet chiu trdch
BEE r;hlem ndi dung etia 1nh:dao don vi chi il sogh. thiio; v, kién phe duyet.chm* .
tréc v nhiém vé the thuc ky thuat trinh bay yin ban cfla ngum ¢, tha:m qu n, SR

truy edpva xem van bf .dac tac dcng khac Vao van. ban




d) Bao dam su todn ven, tm cay, khong thay doz. clia, van ‘ban; hd so.

dy Béo dam kha nang tmy cip va st dung ho so, van ban theo thm han
béo quan.

e) Bao dam kha nang di chuyeﬂ he s0, tai heu, dir ligu dac tava thay dm
diph dang vin ban k:h1 cb sy thay dm ve cong nghe '

g) C6 khé ning sao heu dmh ky, det xudt vi phuc h01 du* heu kln gap Su e co
6. Déi véi thdng k8, tim kwm va sirding vin ban, hdso

a) Cho phép théng ké sb lugng: hd $0, Vén’ bén, tai lidu; sb hmrt truy cap
vao timg hd s, van bén, t3i lidu.

b} Cho phep thcmg ké 86 Tugt truy cap vao He thcmg theo’ yeu cdu cha
ngucn quan 1y, quan tri.

) Cap quyen, kiém soét quyen iruy cap vao-hd so qu trit &um i va du:
heu didc ta cia hd so hyutrit. . | .

d) Cho phép tim kiem VAR ba;n, ha 50 dbi véi tat cé cac tmcmg thong tih

- .dau vao cha v3H ban, hd so va ndi d:ung ¢4 vin bén, tax heu

d) Cho phép: 1ua chon hién: ﬂn céﬁ;; truomg theng fin. cua vin. ban ho 80

o itrong k&t qua tim i«nem

. ®) Cho Phep hm Va st dung lai cac yéu clu tim k;em |
g) Cho phép hlen th:t thit tur ket qna i k1em o

© - h)f Che:phép két xuaj: két qué tim kzam 4 cac dmh dang tep vin: ban pho_
bifn: (doc) («docx), (pdf) | P ‘ s

i) Cho phép tai hodc in vin bén, tai heu, dit heu dac 1a. .

k) Cho phép danh dhu vao van ban, ti ligu, dit lidu dic t3 duce in ra tr
Hg thong.

i) Lu'u lich st truy-cdp va su’ dung vin ba:n, tai heu
- 7.Déi véi vige quan ly clu h@u dic ta

o) Ltru cdc yeu t6-dit heu dac t hf:n quan den mgt van ban, ho so o thé
.‘ theo thoi haﬂ béo.quan,: - : :

. b} Hién th1 todn bd du hau dac ta cia mﬂt vin ban ho S0 khl o yeu cau,
. clia ngudi sit dung duac cap quyen, ' : .

e) Cho phep nhap dt heu dac ta bﬁ sung che vin, ban, hc sd

. d) Lu:u i 11@1,1 dic té cua qua trmh klem saat an mnh van ban, he 50,
: 71-.}1@ th{mg ‘ Vol e G .
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&) L va ¢b dinh sy lién ket cla mat vin ban, hd so véi tt ca cde yéu 16
dir ligu dic t3 lién quan.

8 Dm vii v1ec thu Wi vén. ban

a) Bong bang vin bén df va dix iieu dac t& véin ban di khi c6 [énh thu hbi
vin ban aﬁa co quan, thchite. . -

b) Huy vin ban &n va dirlisu dac t vin bén dén khi c6 lenh thu hdi véin
ban tir co quan, b chire phat hanh vén bén,

¢) Lun dir lidu diic t cva qué trinh thu hdivén ban.

v, VEU CAU VB QUAN TRI HE ’I‘IIONG

1 'Hg théng cho phep ngudi ducrc giao quan tei He thdng thtrc h1en
nhu*ng nhiém vy sau:

a) ’I‘ao 1ap nhém t3i 11811, hd so theo chp dd thcmg tin khas nhay.
b) Phan quyen cho ngum st dung theo quy dinh cha co quan th chm:

) Tmy can vio ho SO Va du ligw ﬁac* ta cfia b so ﬂlen q"y dinh ofia co
nquan te chire, :

d) Thay dcn quyen truy cip dcu v ha 50, van bén khz cd s*tr thay dcn quy
Cﬁnh ciia ¢o quan, t6 chie. . -

- 4 Thay abi quydn truy cap alia cAc ta1 k‘hoan cé nhﬁn I{hl o nhung thay
dol ve vi tri cﬁng ta,c cua ch nhﬁn dé.

| e} Phyic hdi thong tin, dit lieu dic trong tm'cmg ho‘p im he thong v
thcmg béo két qua phuec hbi. \

, - g) Khéa hoic dong bang cdc tap hop (vén bén, hé so, nhom tai heu) aé
ngén chin kha ning di ch‘uyan, x0a hodc sira d‘m kh; c6 yéu chu cha ngudi b
thim quyen .

2. Canh bdo xung &g’c xay ra frong: he thang
3. Thlet lap ket ni lién thong o ‘ o
V. THONG TIN BAURACI’JAQE moNG o
- .1 SO 63ngk}"’ﬁ‘ﬁnbanden L -

. 2 Bao céo tmh :f*' i _;f- gidi quyet van ban ffen

3 So dangkyvanbanm P

-“.4 Bé& cao tinh hmh gzé“:"”' uyet van ban Ch
-7 Muc luc'van ban trong hﬁ sa

6. Muo h,;_cho. s¢.
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