
BO GIAO THONG VAN TAI 	CONG HOA X:A HOI CHU NGHIA VItT NAM 
TONG CONG TY XDCT GT 8 	Doc 14p - Tv do - Hunh phlic 

S6:A l.3  /HD-TCT8 	 Ha NQi, ngay 05 thong 9 nam 2013 

HU'(NG DAN 
Ve the thtirc va ky" thu4t trinh bay van ban hanh chinh 

Can cir Huang dart so 11-HD/VPTW ngay 28 thong 5 nam 2004 dm Van .,  
phong Trung trang Bang ye the thirc van ban dm Bang; 

Can,  cir Thong to 01/2011/TT-BNV ngay 19 thong 01 nam 2011 dm BO 
NOi vu ye "Huang dan the thirc va ky thuat trinh bay van ban hanh chinh"; 

TOng ding ty Xay dung ding trinh giao thong 8 huang dan ve the thirc va 
ky thuat trinh bay van ban nhu sau: 

Chuang I 

NHVNG QUY DINH CHUNG 

Dieu 1. Phan' vi va d i fining ap dung 

Huang clan nay huang clan the thirc va ky thuat trinh bay van ban hanh 
chinh va ban sao van ban; dugc ap dung doi vai Ca quan va cac don vi trvc 
thuOc Tong cong ty. 

Dieu 2. The thtic van ban 

The thirc van ban la tap hop cac thanh phan cdu thanh van ban, bao,  gam  
nhang thanh phan chung ap dung doi vai cac loai van ban va cac thanh phan bo 
sung trong nhung tnrimg hop cu the hoc doi vai mot so loai van ban nhat dinh. 

Dieu 3. K57 thu4t trinh bay van ban 

Ky thuat trinh bay van ban quy dinh tai Huang an nay bao gO'm khO gidy, 
kieu trinh bay, dinh le trang van ban, vi tri trinh bay cac thanh phan the thirc, 
phong chit, ceir chi', kieu chit va cac chi tik trinh bay khac, dugc ap dung doi vai 
van ban soan thao ten may vi tinh va in ra giay; van ban &roc sown thao bang 
cac phuang phap hay phucmg tin ky thudt khac hoac van ban dugc lam ten 
giay mau in san; khong ap dung dOi yen van ban duac in thanh sach, in ten bao, 
tap chi va cac loai an pham khac. 

Dieu 4. Phong chit. trinh bay van ban 

Phong chit sir dung trinh bay van ban ten may vi tinh la phong chit.  ti6ng 
Viet cua bO ma' ky to Unicode theo Tieu chuan Viet Nam TCVN 6909:2001 (sir 
dung phong Times New Roman). 
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Dieu 5. Khe giAy, kieu trinh bay, dinh le trang van ban va vi tri trinh bay 

1. Kho gidy 

Van ban hanh chinh cluvc trinh bay teen kho gidy khO A4 (210 mm x 297 mm). 

Cac loci van ban nhu gidy gied thieu, gidy bien nhan ho so, phieu giri, phieu 
chuyen dugc trinh bay teen kho giay A5 (148 mm x 210 mm) hoc tren giay mau 
in san (kh6 A5). 

2. Kieu trinh bay 

Van ban hanh chinh duvc trinh bay theo chieu dai cua trang gidy khO A4 
(dinh huOrng ban in theo chieu dai). 

Throng hop not dung van ban có cac bang, bieu nhimg khong cluvc lam 
thanh cac phu luc rieng thi van ban co the dugc trinh bay theo chieu ring cua  
trang giay (dinh huong ban in theo chieu ring). 

3. Dinh le trang van ban (d6i vii kh6 gidy A4) 

Le teen: cach mep tren tir 20 - 25 mm; 

Le duari: cach mep clueci tir 20 - 25 mm; 

Le trai: each mep trai tir 30 - 35 mm; 

Le phai: each mep phai tir 15 - 20 mm. 

4. Vi tri trinh bay cac thanh,phdri the thirc van ban tren mot trang gidy khO 
A4 dugc thirc hien theo so. do bo tri cac thanh phan the ,thuc,van ban kern theo 
Hung dan nay (Phu luc II). Vi tri trinh bay cac thanh phan the thirc van ban teen 
mot trang giay kho A5 dugc ap dung Wong to theo so do tai Phu luc tren. 

Chuang II 

THE TH1XC VA 102 THUAT TRINH BAY VAN BAN 

Dieu 6. QuOc hieu 

1. The thirc 

Qutic hieu ghi tren van ban bao Om 2 (long chit: "CONG HOA XA HOI - 
CHU NGHIA VIET NAM" va "DO 14p - Ty. do - Hanh pik" 

2. K57-  thuat trinh bay 

QuOc hieu dugc trinh bay tai o so 1; chiem khoang 1/2 trang gidy theo 
chieu ngang, u phia tren, ben phai. 

a. Van ban chuyen mon: 

Deng thu nhdt: "CONG HOA XA HOI CHU NGHIA VIET NAM" dugc trinh 
bay bang chit in hoa, ca chit tir 12 den 13, kieu chit dimg, dam; 

Ding thir hai: "DOc lap - Tu. do - Hanh phtic" duvc trinh bay bang chit in 
thuOng, co chit tir 13 den 14 (neu dung thir nhdt co chit 12, thi dung thir hai dr" 
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chit 13; ntu dung thir nhat co.  chi/ 13, thi dung thir hai ca chit 14), kitu chit 
dimg, dim; dugc chat canh giita duoi dung thir nhat; chit cai dau cua cac cum tit 
dugc vitt hoa, giira cac cum tit c6 gach noi, c6 each chit; phia duOi eo duang Ice 
ngang, net lien, co cit) dai bang d0 dai cua dung chit (sir dung ltnh Draw, khong 
dung ltnh Underline), cu tht: 

CONG HOA XA-  HOI CHU NGHIA VIET NAM 
Wic 14p - Ty do - Hqnh phtic 

Hai dung chit ten dugc trinh bay cach nhau dung don. 

b. Van ban cua Dang: Quik hitu dugc thay bang tieu cue "DANG CONG 
SAN VIET NAM" dugc trinh bay bang chit in hoa, di chit 14, kieu chit dimg, 
dim; phia dui c6 duang Ice ngang, net lien, c6 d0 dai bang d0 dai cua clang chit 
(sir dung Itnh Draw, khong dung ltnh Underline), cu tht: 

BANG CONG SAN VIET NAM 

Dieu 7. Ten quan, to chic ban hanh van ban 

1. The thirc 

Ten ca quan, t'0,chirc ban hanh van ban bao gum ten cim ca quan, to chirc 
chit quan true tiep (neu co) va ten dm ca quan, to chirc ban hanh van ban. 

a) Ten dm ca quan, to chirc ban hanh van ban phai dugc ghi day du hoac 
dugc vitt tat theo ciuy dinh tai van ban thanh lip, quy dinh chirc nang nhiem vu, 
quyen hp va Ca eau to chirc b0 may, phe chuan, cap giay phep hog dOng hoac  
cong nhin to each phap nhan cua ca quan, to chirc c6 them quyen, vi du: 

BO GIAO  THONG  VAN TAI 
	

BANG iTY TONG CONG TY XDCT GT 8 

b) Ten dm ca quan, to chirc chit quail true tipc6 the vitt tat nhirng cum lir 
thong dung nhu XAY DUNG CONG TRINH GIAO THONG (XDCT GT), TRACH 
NHIEM HICJAJ HAN MOT THANH VIEN (TNHH MTV), vi 

TONG CONG TY XDCT GT 8 
CONG TY TNHH MTV XD CAU 75 

DANG BO THANH PHO HA NOI 
DANG (.1Y TONG CONG TY XDCTGT 8 

    

2. Ky thug trinh bay 

Ten Ca quan, to chirc,chu quan true titp va ca quan,, tO chuc ban hanh van 
ban dugc trinh bay tai '6 so 2; chiem khoang 1/2 trang giay theo chieu ngang, 
phia tren, ben trai. 

, Ten ca quan, to chirc chit quan trip tipdugc trinh bay 6.  dOng thu 1 tai 0 
so,  1, bang chit in hoa, cimg co.  chit nhu co. chit dm Quoc hitu, kieu chit dung. 
Neu ten ca quan, to chirc chit quan dai, c6 the trinh bay thanh nhieu clang. 
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Ten co quan, to chirc ban hanh van ban trinh bay tai o s6 2 bang chit in hoa, 
ding co. chit nhu CO chit dm Quoc hieu, kieu chit dimg, dam, dugc dat canh, 

clued ten co quan, to chirc chit quart; phia dugi c6 duong ke ngang, net lien, 
c6 d6 dai bang tit 1/3 den 1/2 c16 dai cua clOng chi" va dat can doi so vgi dong 
chit. Truong hop ten co quan, to chirc ban hanh van ban dai c6 the trinh bay 
thanh nhieu clang, vi du: 

DANG BO THANH PHO HA NOI 
BANG UY TONG CONG TY XDCT 

GIAO THONG 8 
* 

Ho'ac: 
TONG CONG TY XDCT GIAO THONG 8 

CONG TY CO PHAN DAU TY VA XDCT 
GIAO THONG 874 

Cac (long chit ten dugc trinh bay each nhau clang don. 

* Rieng 	voi van ban cila Ding thi clueing ke ngang phia dugi dugc 
thay bang ddu hoa thi (*) in dam, vi du: 

DANG BO TONG CONG TY XDCTGT 8 
BANG UY CONG TY CP XDCTGT 810 

* 

Dieu 8. SO, 14 hieu cua van ban 

1. The tithe 

a) S6 dm van ban 

S6 
So 

van ban la s6 thir to clang 14 van ban tai,  van thu 	co quan, to  
chirc. 	cua van ban dugc ghi bang chit so A-rap, bat dau tit so 01 vao ngdy 
dau nam va ket thiic vao ngay 31 thang 12 hang nam. 

b)1“/ hieu cua van ban 

- Ky hieu cua van ban c6 ten loai bao g6m chit viet tat ten loai van ban theo 
bang chit viet tat ten loai van ban va ban sao kern theo Hung dan nay (Phu lyc 
I) va chit viet tat ten co quan, to chirc hoac chirc danh nha nu6c Op dung dpi voi 
chirc danh Chu tich H6i dong thanh vien, Tong giam doc, Ban Thugng vu Dang 
ily) ban hanh van ban, vi du: 

Nghi guy& cita Hoi dong thanh vien ban hanh dugc ghi nhu sau: S6: 
.../NQ-HDTV 

Chi thi cita T6ng giam d6c ban hanh dugc ghi nhu sau: S6: .../CT-TGD. 

Quyet dinh cua T6ng cong ty XDCT giao thong 8 ban hanh dugc ghi nhu 
sau: S6: .../QD-TCT8, vi du: 
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BO GIAO THONG VAN TAI 
TONG CONG TY XDCT GIAO THONG 8 

DANG BO THANH PHO HA NOI 
DANG UY TONG CONG TY XDGT 8 

* 
S6: 180-QD/DUTCT8 

S6: 323/QD-TCT8 

Bao cao dm cac Cong ty truc thuO'c T6ng cong ty XDCT giao thong 8, vi 
du bao cao dm Cong ty co phan Tu van xay dung giao thong 8 dugc ghi nhu.  
sau: S6: .../BC-CTTV8, vi du: 

TONG CONG TY XDCT GIAO THONG 8 
CONG TY CP Tli VAN XDGT 8 

S6: 15/BC-CTTV8 

DANG BO TONG CONG TY XDCT GT 8 
DANG tY CONG TY CP TV VAN XDGT 8 

* 
S6: 257 -TTr/DUCTTV8 

- I“,  hi.ii dm ding van bao g6m chit' vi6I tit ten ca quan, to chirc hoc 
chin danh nha nuoc ban hanh cong van va chit viet tat ten dan vi (phOng, ban, 
IN5 phan) soan thao hoc chit tri soan thao cong van do (neu co), vi du: 

Ging van do PhOng T6 chirc can bO' - Lao d'Ong T6ng cong ty soan thao va 
ban hanh: S6:..../TCT8-TCCB, hoc do Ban T6 chirc Dang ily T6ng cong ty 
XDCT giao thong 8 ban hank: S6. 	-TTr/BTCDU, vi du: 

TONG CONG TY XDCT GIAO THONG 8 
PHONG TCCB-LD 

S6: 99/TCT8-TCCB 

DANG OY TONG CONG TY XDCT GT 8 
BAN TO CHfrC 

* 
S6: 210 -TTr/BTCDU 

2. K5, thu4t trinh bay 

St), 14,  hiu ciia van ban dugc trinh bay tai '6 s6 3, dugc dOt canh giira du6.i 
ten ca quan, to chirc ban hanh van ban. 

Tir "Sto" dugc trinh bay bang chit in thuimg,,4 hiu bang chit in hoa, ca 
chit 13, kieu chit dimg; sau tix "SO" c6 dau hai charn; vai nhitng so nho han 10 
phai ghi them so 0 phia truck; giita so va 147 hiu van ban c6 dau gach cheo (/), 
giita cac nhom chit vik tat 4 h* van ban co &Au gach not (-) khong cach chit, 
vi du: 

S6: 05/QD-TCT8 (Quyk dinh dm T6ng ding ty XDCT giao thong 8); 

S6: 19/TCT8-TCCB (Cong van cilia T6ng cong ty XDCT giao thong 8 do 
Phong T6 chirc can b'ci - Lao dOng soan thao); 

S6: 23/BC-TCT8 (Bao cao ciia T6ng cong ty XDCT giao thong 8). 

* Rieng ve van ban ctia Bang giira s6 va V hiu c6 du gach ngang not (-), 
giita ten loai van ban va ten ca quan c6 dau gach cheo (/), vi du: 
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S6:18-BC/BTC (Boo cao ciia Ban To chic Dang uy T6ng cong ty XDCT 
giao thong 8) 

S6: 133-TTr/DUTCT8 (To trinh cua Dang fly T6ng ding ty XDCT GT 8) 

Dieu 9. Dia danh va 'nay, thing, nam ban hanh van ban 

1. The thuc 

a) Dia danh ghi ten van ban la ten g9i chinh th*c dm don vi hanh chinh 
(ten rieng cua tinh, thanh pho truc thu6c Trung icing; huyen, quan, thi xa, thanh 
phO thu6c tinh; xa, plurOng, thi tan) nai ca quan, to chirc dOng tru s6, cu the 
nhu sau: 

- Dia danh ghi teen van ban cua cac ca quan, to chirc Trung trcmg la ten dia 
tinh, thanh pho truc thu9c Trung uang nai co quan, to chirc gong tru vi du: 

Van ban dm 'Ping cong ty XDCT giao thong 8 (co tru s6 tai thanh phi!, Ha 
N6i): Ha Noi, 

, Van ban ciia Cong ty c6 phan XDCT giao thong 820 (co try sec tai thanh 
pho Phu 1[/): Phzi Lj, 

b) Ngay, thing, nam ban hanh van ban 

Ngay, thing, nam ban hanh van ban la ngay, thing, nam van ban dugc ban 
hanh. 

Ngay, thing, nam ban hanh van ban phai dugc vik diy 	cac s6 chi ngay, 
thing, nam dung chit so A-rap; deli 	nhitng so chi ngay nh6 hum 10 va thing 
1, 2 phai ghi them so 0 a tru6c, cu the: 

Ha Noi, ngay 05 thong 02 nam 2013 

2. Ky thuat trinh bay 

Dia danh va ngay, thing, nam ban hanh van ban dugc trinh bay tren ding 
mot dung vii so, 14, hieu van ban, tai O so 4, bang chit in thuorng, coy chit tit 13 
den 14, kieu chit nghieng; cac chit cal dau cua dia danh phai viet hoa; sau dia 
danh c6 dau phay; dia danh va ngay, thing, nam dugc clot canh giita duai Quoc 
hieu (hoac duc'xi tieu de trong van ban ctia Lang). 

Dieu 10. Ten loaf va trich yeu not dung dm van ban 

1. The thik 

Ten loai van ban la ten cua tong loai van ban do co quan, to chirc ban hanh. 
Khi ban hanh van ban deu phai ghi ten loai, trir ding van. 

Trich yeu not dung dm van ban la mot cau ngin gun hoac mot cum to phan 
anh khai quit not dung chit yeu cua van ban. 

2. Ky thuat trinh bay 

Ten loai va trich yeu nOi dung ciia cac loai van,  ban c6 ghi ten loai dugc 
trinh bay tai s8 5a; ten loai van ban (nghi quyet, quyet dinh, ke hoach, boo cao, 
to trinh va cac loai van ban khac) dugc clot canh gifra bang chit in hoa, co.  chit 
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14, kieu chit dung, dim; trich yeu not dung van ban dugc dit canh gift, ngay 
clued ten 14 van ban, bang cher in thtrimg, c6 chit 14, kieu chit dung, dim; ben 
duoi trich yeu c6 &rang ke ngang, net lien, c6 di) dai bang tir 1/3 den 1/2 dO dAi 
dm dung chit va dit can dui so vai dung chit, vi du: 

QUYET DINH 
VC viec (lieu thing  can bO 

Hoac: 

KET LUAN 
CUA BAN THLTONG VV DANG tAT  

A Ile 	 

, Trich yeu not dung ding van dugc trinh bay tai 6' s6 5b, sau chit "V/v" 
bang chit in thuong, car chit tir 12 den 13, kieu chit dung (Van ban,cila chuyen 
mon), chit nghieng (Van ban dm Dang); dugc at canh gifra duoi so va kY hieu 
van ban, cach dung 6pt \Teri so va 14 hieu van ban, vi du: 

SO: 798/TCT8-TCCB 	 SO 124-CV/VPDU 

V/v bao cao tinh hinh lao dOng dui du  V/v ni)p bao ccio viec thyv hien cac chi 
tieu clang 195 6 thong diiu nom 2013 

Dieu 11. Mil  dung van ban 

1. The thirc 

a) NOi dung van ban IA thAnh phin chit yeu dm van ban. 

Niii dung van ban phai bao dam nhfing yeu eau co ban sau: 

- Phil hop v6i hinh thirc van ban dugc sir dung; 

- Phil hgp voi clueing 16i, chit truang, chinh sach dia. Dang; phi' hop v6i 
quy dinh dm phap luil; 

- Dugc trinh bay ngL gun, ro rang, chinh xac; 

- Sir dung ngon ngir viet, each dien dit don gian, de hieu; 

- Dung tir ngir tieng Viet Nam ph6 thong (chong dung tir ngfi dia phuung 
NIA lir ngcr ntroc ngoai neu Ichong thu.c sit can thiet). Doi voi thuit ngir chuyen 
mon can xac dinh r6 ni)i dung thi phai &rot giai thich trong van ban; 

, - Chi dugc viec tit nhimg ti, cum tir thong dung, nhimg tirthuOc ngOn net 
tieng Viet de,hieu. Doi voi nhimg tir, cum tir dugc sir dung nhieu lan trong van 
ban thi c6 the viet tat, nhung cac cher viet tat lan dau dm tir, cum tir phai dugc 
dit trong dau ngoic dun ngay sau tir, cum tir d6; 

- Khi vien &An lin diu van ban c6 lien quan, phai ghi dAy du ten loai, so, 14 
hieu van ban, ngay, thing, nom ban hanh van ban, ten co quan, to chirc ban hanh 
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van ban, trinh yeu not dung van ban (den yeti luSt va phap lOnh chi ghi ten loci va 
ten cila lust, phap lOnh), vi du: "... dugc quy dinh tai Nghi dinh so 110/2004/ND-
CP ngay 08 thang 4 nam 2004 dm Chinh phil ve ding tic van thu"; trong cac lan 
vin dan tiep theo, chi ghi ten loai va s8, 14T hieu dm van ban do; 

- Viet hoa trong van ban hanh chinh dugc thuc hi8n theo Phu luc VI - Quy 
dinh viet hoa trong van ban hanh chinh. 

b) B6 cuc dm van ban 

Thy theo the loci va ni)i dung, van ban do the co phAn can cur phap 1)',  de 
ban hanh, phan mop dau co the dugc bo cuc theo phan, chuang, muc, dieu, 
khoan, diem hoc dugc phan chia thanh cac phan, muc tir 16n den nho theo mot 
trinh to nhat dinh, cu the: 

- Nghi guy& (ca bi8t): theo dieu, khoan, diem hoc theo khoan, diem; 

- Quyet dinh (ca bi8t): theo dieu, khoan, diem; cac quy the (quy dinh) ban 
hanh kern theo quyet dinh: theo chucmg, muc, dieu, khoan, diem; 

- Chi thi (ca bi8t): theo khoan, diem; 

- Cac hinh thirc van ban hanh chinh khk: theo phAn, mix, khoan, diem 
hoc theo khoan, diem. 

D8i vai cac hinh thirc van ban dove be cue theo phAn, chtrung, muc, dieu 
thi phAn, chuang, mix, dieu phai c6 lieu de. 

2. Icy thuSt trinh bay 

N'8i dung van ban dugc trinh bay tai 6 s6' 6. 

PhAn niii dung (ban van) dugc trinh bay bang chit in thuong (dugc dan deu 
ca hai 18), kieu chit dung; ca chit tir 13 den 14 (phan loci van trong mOt van ban 
phai dung cimg mot co. chit); khi xuong (long, chit dau dong phai phai lin vao tir 
lcm den 1,27cm (1 default tab); khoang each giita cac clown van (paragraph) dat 
tai thieu la 6pt; khoang cach gitra cac d6ng hay each thing (line spacing) than 
tai thieu tir cach dong don (single line spacing) hoc tir 15pt (exactly line 
spacing) tra 18n; khoang cach tai da giita cac dong la 1,5 d6ng (1,5 lines). 

D8i voi nhitng van ban c6 phap can cuphap,li a ban hanh thi sau mai can 
cu phai xuong dons, cuoi dong c6 dau "cham phay", ri8ng can cu cu8i cimg ket 
thlic bang dau "phay". 

Tnrong h9p n8i dung van ban dugc bo cuc theo phAn, chucmg, muc, dieu, 
khoan, diem thi trinh bay nhu sau: 

- PhAn, chucmg: Tir "Phan", "Chuang" va so thir to dm phAn, chuong dugc 
trinh bay teen mot dong riOng, canh giita, bang chit in thuong, coy chit tir 13 den 
14, kieu chit dung, dam. So thir to dm phan, chuang dung chit so La Ma. Tieu 
de (ten) cila phan, chuang dugc trinh bay ngay duOi, canh giita, bang chit in hoa, 
ca chit tir 13 den 14, kieu chit dimg, dSm; 

- Muc: Tir "Muc" va si5.1thir to dm muc dugc trinh bay tren mot dong rieng, 
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canh giita, bang chit in thuong, ca chit tir 13 den 14, kieu chit dimg, dam. S8 thU 
to cua muc dung chit so A - rip. Tieu de &la muc dugc trinh bay ngay dual, 
canh giva, bang chit in hoa, co. chit tit 12 den 13, kieu chit dimg, dam; 

- Dieu: Tit "Dieu", so thir to va tieu de cila dieu dugc trinh bay bang chit in 
thuong, cach le trai 1 default tab, so thir to cua dieu climg chit so A-rep, sau so 
thin to c6 dau cham; co. chit bang c'a chit dm phan. 16i van (13-14), kieu chit 
dimg, dam; 

- Khoan: S8 thu to cac khoan trong mgi muc dung chit s8 A-rep, sau s8 thir 
to c6 dau cham, co' chit so bang ce,' chit dm phan 16i van (13-14), kieu chit dung; 
neu khoan co tieu de, so thir to va tieu de dm khoan dugc trinh bay tren mot 
clang rieng, bang chit in thuong, co' chit bang cif( chit dm phan 16i van (13-14), 
kieu chit dung; 

- Diem: Thir to cac diem trong moi khoan dung cac chit cai tieng Viet theo 
thir to abc, sau c6 dau clung ngoAc don, bang chit in thuong, co. chit bang co' chit 
cua phan 16i van (13-14), kieu chit dimg. 

TruOng hop not dung van ban dugc phan chia thanh cac phan, muc, khoan, 
diem thi trinh bay nhu sau: 

- Phan (neu do): Tir "Phan" va so thir to cua phan dugc trinh bay tren mot 
Bong rieng, canh giita, bang chit in thueng, ca chit tir 13 den 14, kieu chit dimg, 
dem; so thit to cua phan dung chit so La MA. Tieu de dm phan dugc trinh bay 
ngay du6i, canh giita, bang chit in hoa, co. chit tir 13 den 14, kieu chit dimg, dam; 

- Muc: So thir to cac muc dung chit so La MA, sau c6 dau cham va dugc 
trinh bay each le trai 1 default tab; tieu de oh muc dugc trinh bay cimg mot 
hang v6i thu tit, bang chit in hoa, c'6 chit tit 13 den 14, kieu chit dimg, dem; 

- Khoan: S8 thir tir cac khoan trong mgi muc dung chit so A-rep, sau so thir 
to c6 dau cham, co. chit so bang co. chit dm phan 16i van (13-14), kieu chit dimg; 
neu khoan co lieu de, so thir tu va deli de dm khoan dugc trinh bay teen mot 
(long rieng, bang chit in thuong, cer chit bang 01, chit cua phan loi van (13-14), 
kieu chit dung, dam; 

- Diem trinh bay nhu tnremg hop not dung van ban dugc bo cuc theo phan, 
chucmg, muc, dieu, khoan, diem. 

Dieu 12. Quyen han, chfic vu, ho ten va 	ciia 	có than quyen 

1. The tithe 

a) Viec ghi quyen han cua ngued ky dugc thuc hien nhu sau: 

- Trueing hop 1.9'r thay mat tap the thi phai 	chit viet tat "TM." (thay mat) 
vao tit& ten tap the lanh dao hoc ten ca quan, to chirc, vi du: 

TM. HQI BONG THANH VIEN 	T/M BAN THIS( NG VV 

- Trizong hop ky thay ngtari dung &Au co quan, to chtic thi phai ghi chit vi'et 
tat "KT." (14 thay) vao truck chik vu cua ngtroi dimg dau, vi du: 
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KT. CHU TICH 	 KT. TONG GIAM DOC 
PHO CHU TICH 	 PHO TONG GIAM DOC 

Truing hop cap ph6 dugc giao phu trach thi thuc hien nhu cap ph6 14 thay 
cap truong; 

	

- Throng hop 14 thira lenh thi phai ghi chit viet eat "TL." (thira 	vao 
truac chirc vu cua ngtrefi dimg dau ca quan, to chirc, vi du: 

TL. TONG GIAM DOC 	 TL. CHU TICH 
TRUeiNG PHONG TCCB - LH 	CHANH VAN PHONG 

- Truing hop 14 thira fly quy'en thi phai ghi chit viet tat "TUQ." (thira fly 
quyen) vao truac chirc vu cua nguai dung dau co quan, to chuc, vi du: 

TUQ. TONG GIAM DOC 
TRU'ONG PHONG TCCB - LH  

b) Chirc vu cita nguoi ky  

Chirc vu ghi tren van ban la chirc vu lanh dao chinh thirc cua nguoi 14 van 
ban trong ca quan, to chirc; chi ghi chirc vu nhu Chu tich, Pho Chu tich, Tong 
giam doc, Ph() Tong giam doe, Giam doe, Pho Giam doc, Q. Giam doe (Quyen 
Giam d8c) v.v..., khOng ghi nhitng chirc vu ma Nha nu& khong quy dinh nhu: 
cap pho thug:mg trirc, cap pho phu trach, v.v...; khong ghi lai ten ca quan, to  
chuc, trix cac van ban lien tich, van ban,do hai hay nhieu ca quan, to chirc ban 
hanh; 	thira Wnh, 14 thira quyen do cac co quan, to chirc quy dinh cu 
th6 bang van ban. 

Chirc danh ghi ten van ban do cac to chirc to van (khong,thuOc co ca'u to  
chirc dm co quan dugc quydinh tai quyet dinh thanh 14; quyet dinh quy dinh 
chirc nang, nhim vu, ca cau to chirc dm co Ruan) ban hanh la chirc danh lanh 
dao cua ngu6i 14 van ban trong ban ho0..c hOi don. Doi voi nhitng ban, hOi dung 
khong duac phep sir dung con au dm co quan, to chirc thi chi ghi chirc danh 
cua nguoi 14 van ban trong ban hoc hOi gong, khong duac ghi chirc vu trong co 
quan, to chirc. 

c) Ho ten bao g8m ho, ten am (n6u co) va ten cua nguoi 14 van ban 

Doi voi van ban hanh chinh, truck ho ten dm nguoi 14, khong ghi h9c 
ham, h9c vi va cac danh hien danh du khac. 

2. Ky thuat trinh bay 

QuyLl han, chirc vu cua nguoi ky dugc trinh bay tai o s8 7a; chirc vu khac 
cua nguoi kr duac trinh bay tai 8 so 7b; cac chit viet tat quyen han nhu: "TM.", 
"KT.", "TL.", "TUQ." hoac quy&ihan va chirc vu cua nguoi 14 duac trinh bay 
chit in hoa, Ca chit tir 13 den 14, kieu chit dimg, am. 

Ho ten dm ngued 14 van ban duac trinh bay tai 0 so 7b; bang chit in 
thuong, ca chit tir 13 den 14, kieu chit dirng, am, duac d4t canh giita so yen 
quyen han, chirc vu cua ngtdyi 14. 

Chit14 ctla nguoi c6 thAm quy& ducic trinh bay tai o s6 7c. 
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* Rieng ve cac van ban ciia Bang nhang chit viet tat dugc quy dinh nhu 
sau: T/M (thay mat), T/L (thira lenh), KIT (lcr thay), vi du: 

K/T TROfING BAN 	 T/M BAN THU'ONG VV 
PHO TRUONG BAN 	PHO BI THU' THU'ONG TRVC 

(chic kS) 	 (c1-a Icy) 

H9 va ten 	 Ho va ten 

Dieu 13. DAu cila co quan, to arm 

DAu cua ca quan, to chic dugc trinh bay tai o s6 8; dAu giap lai dugc dOng 
vao khoang giita mep phai ciia van ban hoc phi luc van ban, tram len mot phan 
cac ter giay; moi dau dOng toi da 05 trang van ban. 

Dieu 14. No'i nh4n 

1. The thirc 

Nai than xac dinh nhimg ca quan, to chirc, don vi va ca nhan nhan van ban 
va có trach nhiem nhu de xem xet, giai quyetde thi hanh; de kiem tra, giam sat; 
de bao coo; de trao doi ding viec; 	

, 
biet va luu. 

Nai then phai dugc xac dinh cu the trong van ban. Can cu quy dinh cua  
phap luet; can cu chirc nang, nhiem vu, quyen han ciia Ca quan, to chirc va quan 
he cong tic; can cu yeu cau giai quyet cong viec, don vi hoc nhan soon thao 
hoc 	tri sown thao có trach nhiem xuat nhang ca quan, to chirc, clan vi va 
ca nhan nhan van ban trinh ngueir 14T van ban guy& dinh. 

D6i vai van ban chi giri cho mot s6 d6i tugng cu the thi phai ghi ten timg 
ca quan, to chirc, ca nhan nhan van ban; doi von van ban dugc gi i cho mot hoc 
mot so nhom doi tugng nhat dinh thi nai then dugc ghi chung, vi du: 

- Cac &mg chi UVBCH Dang b0; 

- Cac phong chuyen mon nghiep vu; 

- Cac don vi ca so; 

D6i voi nhang van ban có ghi ten loci, nai nhan bao gam tir "Nai nhan" va 
phan liet ke cac ca quan, to chirc, don vi va ca nhan nhan van ban. 

D6i voi cong van hanh chinh, nai nhan bao giirn hai phAn: 

- Phan thi nhAt bao g6m tir "Kinh giri", sau do la ten cac co quan, to chirc 
hoc don vi, ca nhan truc tiep giai quyet cong viec; 

- PhAn thin hai bao gam tir "Nai nhan", phia dual' la dr "Nhu tren", tier) theo 
la ten cac ca quan, to chile, don vi va ca nhan có lien quan khac nhan van ban. 

2. Kgr thuet trinh bay 

Nai nhan dugc trinh bay tai o s6 9a va 9b. 

PhAn nai nhan tai O s6 9a dugc trinh bay nhu sau: 
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- Tir "Kinh,  giri" va ten cac ca quan, to chirc hoc ca nhan nhan van ban 
dugc trinh bay bang chit in thirong, cOr chit tir 13 den 14, kieu chit dimg; 

- Sau tir "Kinh giri" co dau hai chAm; ne'u cong van giricho mot ca quan, to  
chic hoac mot ca nhan thi tir "Kinh giri" va ten ca quan, to chic hoc ca nhan 
dugc trinh bay tren cong mot clang; tnrang hop cong van gui cho hai ca quan, to 
chirc hoc ca nhan to. len thi xuong dong; ten moi cor quan, to chirc, ca nhan 
hoc moi nhom ca quan, to chirc, ca nhan dugc trinh bay tren mot dong rieng, 
dau dong c6 gach dau dong, cuoi dong co dau cham phay, cuoi dong cuoi cimg 
c6 dau cham; cac gach dau dong dugc trinh bay thong hang yen nhau duori dau 
hai cham. 

Plan nth nhan tai 8 s6 9b 	dung chung d6i voi cong van hanh chinh va 
cac loaf van ban khac) dugc trinh bay nhu sau: 

- Tir"Nai nhan" dugc trinh bay tren mot dong rieng (ngang hang yeti dOng 
chit "quyen han, chirc vu cua nguari 14," va sat le trai), sau co dau hai cham, 
bang chit in thuong, coy chit 12, kieu chit nghieng, dam; 

- Phan liet ke cac ca quan, to chirc, don vi va ca nhan nhan van ban dugc 
trinh bay bang chit in thirong, ca chit 11, kieu chit dimg; ten moi ca quan, to  
chirc, dim vi va ca nhan hoc moi nhom ca quan, to chic, dan vi nhan van ban 
dugc trinh bay tren mot clang rieng, dau dong co gach dau dong sat le trai, cuoi 
dong c6 dau cham phau; rienp clang cuoi ding bao gem chit"Luu" sau c6 dau 
hai cham, tiep theo la chit viet tat "VP (Van thu ca quan, , chirc), dau phay, 
chit viet tat ten dan vi,(holac bi) phan) sown thao van ban va so lugng ban luu 
(chi trong trubng hgp can thiet), cuoi cong la dau cham. 

Dieu 15. Cfic thinh phan khfic 

1. The thirc 

a) DL chi mirc d8 mat 

Viec xac dinh va dong dau di) mat (tuyet mat, toi mat hoc mat) va dau thu 
h6i d6i voi van ban co not dung bi mat nha mr&c. 

b) DL chi mire di) khAn 

Thy theo mirc d8 can dugc chuyen phat nhanh, van ban dugc xac dinh di) 
khan theo bon mire sau: khan, thugng khan, hem Vac, hoa toe hen gibe; khi soon 
thao van ban c6 tinh chat khan, dan vi hoc ca nhan sown thao van ban de xuat 
mire do khan trinh nguai 14/ van ban quyet di/1h. 

c) DOI voi nhiing van ban co pham vi, d6i tugng dugc ph6 bien, sir dung 
han che, sir dung cac chi dart ye pham vi ltru hanh nhu "TRA LAI SAU KHI  
HOP (HOI NGHI)", "XEM XONG TRA. LAP', "WU HANH NOI BO". 

d) D6i voi cong van, ngoai cac thanh phAn dugc quy dinh co the b6 sung 
dia chi ca quan, to chirc; dia chi thu dien dr (E-Mail); so dien thoai, so Telex, so 
Fax; dia chi trang thong tin dien tir (Website). 

d) Doi voi nhitng van ban can dugc quan 15,  chat che ve s6 ltrong ban Oat 
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hanh phai c614 hieu nguai danh may va se; luting ban phat hanh. 

e) Van ban c6 hai trang tro len thi phai danh so trang bang chit s6 

g) Truang hop van ban c6 phu luc kern theo thi trong van ban phai c6 chi 
clan ve phu luc do. Phu luc van ban phai CO tieu de; van,ban co tir hai phu luc tra 
len thi cac phu luc phai duqc danh so thu to bang chit so La Ma. 

2. K5Ithuet trinh bay 

a) Dau chi mix d6 met 

Con dau cac dO met (TUY -ET MAT, TOT MAT hoc MAT) va dau thu h6i 
duqc khac san theo quy dinh. Dau d6 met duqc dung vao 8 so 10a, dau thu hoi 
duqc dung vao o so 11. 

b) Dau chi mttc d6 khan 

Con dau cac d6 khan duqc khac san hinh chit nhet co kich thuac 30mm x 
8mm, 40mm x 8mm va 20mm x 8mm, ten do cac tir "KHAN", "THUONG 
KHAN", "HOA TOC" va "HOA TOC HEN GIO" trinh bay bang chit in hoa, 
phong chit Times New Roman ea chit tir 13 an 14, kieu chit dimg, dem va dat 
can dal trong khung hinh chit nhet vi&n don. Dau d6 khancluot dung vao 8 so 
10b. Arc dOng dau d6 khan diing mau do tuoi. 

c) Cac chi clan ve pham vi luu hanh 

Cac chi clan ve pham vi luu hanh trinh bay tai 8 s6 11; cac cum tir "TRA 
LAI SAU KHI HQP (HOI NGHT)", "XEM XONG TRA LAP', "LUU,HANH 
NOI BO" trinh bay can doi trong mot khung hinh chit nhet vin don, bang chit 
in hoa, phong chit Times New Roman, c'6 chit 13 d6n 14, kieu chi' dimg, dem. 

d) Dia chi co quan, to chirc; dia chi thu dien to (E-Mail); s6 dien thoei, s6 
Telex, so Fax; dia chi Trang thong tin dien tir (Website). 

Cac thanh phan nay &me trinh bay tai o s6 14 trang thir nhat cila van ban, 
bang chit in thuong, co.  chit tir 11 den 12, kieu chit dung, clued mot duang ke net 
lien keo dai het chieu ngang cua vimg trinh bay van ban. 

d) K7 hieu nguai danh may va s6 luting ban phat hanh 

Duqc trinh bay tai 8 s6 13;14 hieu bang chit in hoa, s6 luting ban bang chit 
so A-rep, co. chit 11, kieu chit dimg. 

e) Phu luc van ban 

Phu luc van ban duqc trinh bay ten cac trang rieng; tir "Phu luc" va s6 tint 
to cua phu luc duqc trinh bay thanh mot dong rieng, canh giira, bang chit in 
thuimg, coy chit 14, kieu chit dimg, d4m; ten phu luc dugc trinh bay canh 
bang chit in hoa, ca chit tir 13 den 14, kieu chit dung, dem. 

g) Si trang van ban 

S6 trang ducic trinh bay tai gOc phai a cuai trang giay (phan footer) bang 
chit s6 A-rep, co.  chit 13-14, kieu chit dimg, khong danh so trang thir nhat. So 
trang cua phu luc duqc danh so rieng theo timg phu luc. 
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Mau chit va chi ti& trinh bay cac thanh phan the thuc van ban dugc minh 
hoa tai Phu luc IV kern theo Hu(!mg clan nay. 

Mau trinh bay mot so' loai van ban hanh chinh dugc minh h9a tai Phu We V 
kem theo Huang clan nay. 

Chtrung III 

THE T1WC VA KY THUAT TRINH BAY BAN SAO 

Dieu 16. The thin ban sao 

The thirc ban sao bao Om: 

1. Hinh thirc sao 

"SAO Y BAN CHINH" hoc "TRICH SAO" hoc "SAO LVC". 

2. Ten ca quan, to chUc sao van ban. 

3. S9,14 hie'u ban sao bao g9m so thir to clang 14 dugc danh chung cho cac 
loai ban sao do ,co.  quan, to chat thuc hien va chit viet tat ten loai ban sao theo 
Bang chit viet tat ten loai van ban va ban sao kern theo Huang clan nay (Phu luc 
I). So dugc ghi bang chit s8 A-rap, bat dau tir so 01 vao ngay dau nam va ket 
thuc vao ngay 31 thang 12 hang nam. 

4. Cac thanh phan the thirc khde ciia ban sao van ban Om dia danh va 
ngay, thang, nam sao; quyen han, chirc vu, hp* ten va chit k/ dm nguai c6 tham 
quyen; dau dm co.  quan, to chirc sao van ban va nai nhan dugc thuc hien theo 
huang dan tai Dieu 9, 12, 13 va 14 dm Huang clan nay. 

Dieu 17. KS,  thu4t trinh bay 

1. Vi tri trinh bay cac thanh phan the tithe ban sao (ten trang giAy lchli A4) 

Thuc hien theo sa do 139 tri cac thanh phan the thuc ban sao kern theo 
H&mg clan nay (Phu luc III). 

Cac thanh phan the thde ban sao dugc trinh bay ten cang mot to.  gilay, ngay 
sau phan cuoi cimg dm van ban can sao dugc photocopy, duai mot duang ke net 
lien, keo dai het chieu ngang caa vang trinh bay van ban. 

2. Ky thuat trinh bay ban sao 

a) Cum tir "SAO Y BAN CHiNFr, "TRICH SAO" hoac "SAO LVC" dugc trinh 
bay tai 8 s9 1 (Phu luc III) bang chit in hoa, dr' chit dr 13 den 14, kieu chit dung, dam. 

b) Ten ca quan, to chire sao van ban (tai 8 s9 2); s8, ks,  hieu ban sao (tai 8 
so 3); dia danh va ngay, thang, nam sao (tai 8 so 4); chuc vu, ho ten va chit kS,  
dm ngued c6 tham quyen (tai '6 so 5a,,5b va 5c); dau ciia ca quan, to chuc sao 
van ban (tai o s8 6); nai nhan (tai 8 s8 7) duct trinh bay theo huang clan trinh 
bay cac thanh phan the thirc tai Phu luc III. 
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nh fin: 
- Nhu.  Dieu 18 (t/h); 
- DU, HDTV (B/cao); 
- Ban TGD; 
- CD, DTN (P/hop t/h); 
- Cac no.i lien quan; 
- Lull: VT, VP. 

Le Thi An Hai 

TL. TONG GIAM DOC 
VAN PHONG 

ML chic ya chi tiet trinh bay cac thanh phan the thirc ban sao dugc minh 
hoa tai Phu luc IV; mau trinh bay ban sao dtrgc minh hoa tai Phu luc V kern theo 
Huang dan nay. 

Chtrung IV 

TO CHI-fC THIJC HIEN 

Dieu 18..TO chtic thin hien 

1. Tnrong cac Phong chuc nang nghiep vu, cac Ban clang, doan the Tong cong 
ty; Thu trtrOng cac don vi, cac bo phan thui5c Tong cong ty nghiem tuc thut hien 
Huang dan nay. 

2. Chanh Van phong Tong cong ty có trach nhiem don doc, kiem tra bao cao 
Ora tich HOi 6ng thanh vien ye viec thut hien Huang dan nay" 



PHU LUC I 

BANG CH' VIET TAT TEN LORI VAN BAN VA BAN SAO 
(Kern theo Hwang clan) 

Stt Ten loai van ban hanh chinh Chu. viet tat 
1 Nghi quyet (ca b*) NQ 
2 Quye't dinh (ca bit) QD 
3 Chi thi (ca b*) CT 
4 Quy ch6 QC 
5 Quy dinh  

Thong cao 
QyD 
TC 6 

7 Thong bao TB 
8 Huang clan HD 
9 Chuong trinh CTr 
10 K6 hoach KH 
11 Phuong an PA 
12 De an DA 
13 Dix an DA 
14 Bac) cao BC 
15 Bien ban BB 
16 Tiy trinh TTr 
17 Hop &rig HD 
18 Cong van CV 
19 Cong din CD 
20 Ban ghi nho GN 
21 Ban cam lc& CK 
22 Ban them. thuan TTh 
23 Giay chung nhan CN 
24 Giay Uy quyen UQ 
25 Giay meri GM 
26 Giay giai th*i GT 
27 Giay nghi phep NP 
28 Giay di clueing ,  DD 
29 Giay bien nhan he) so BN 
30 Phieu gili ,  PG 
31 Phi6u chuyen PC 

Ban sao van ban 
1 Ban sao y ban chinh SY 
2 Ban trich sao TS 
3 Ban sao lye SL 
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PHU LTC II  
SC DO BO MI CAC THANH PHAN THE THtt VAN BAN 

(Tr& mot trang gi'ay 1(116 A4: 210 mm x 297 mm) 
(Kern theo Throng djn) 

20-25 

  

mm 11 

   

   

2 

3 

1 

4 

5b 

10a 

5a 

9a 

10b 12 

30-35 mm 
6 E 
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o c\I Le.)  

9b 

13 

7a 

    

    

     

7b 

14 

20-25 mm 
15 
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(Ai Ma: 

	

O s6 	Thanh phan the thtiv van ban 

1 	QuOc hieu hoac Tieu de "DANG CONG SAN VIET NAM" 

2 	Ten co quan, to chirc ban hanh van ban 

3 	SO, IcY hieu dm van ban 

4 	: Dia danh va ngay, thang, nam ban hanh van ban 

5a 	Ten loai va trich yeu not dung van ban 

5b 	Trich yeti not dung cong van 

6 	NOi dung van ban 

7a, 7b, 7c : Quyen han, chirc vu, ho ten va chiticY cita ngtroi có thAm quyen 

8 	Da'n dm co quan, to chirc 

	

9a, 9b 	:  Noi nhan 

10a 	:  Wu chi mire d6 mat 

1 Ob 	DAu chi mirc dO khAn 

11 	DAu thuh6i va chi dAn ve pham vi ltru hanh 

12 	Chi dan ve dix thao van ban 

13 	KY hieu ngtroi danh may va s6 lacing ban phat hanh 

14 	Dia chi ca quan, to chirc; dia chi E-Mail: dia chi Website; s6 
dien thoai, so Telex, so Fax 

15 
	

SO trang van ban 
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PHV LV, C IV 
SO DO BO TRI CAC THANH PHAN THE THI:Jt BAN SAO VAN BAN 

(Teen mot trang gidy Icht) A4: 210 mm x 297 mm) 
(Kern theo Huang ddn) 

20-25 mm 

V 

E 
E 

Phan cu6i ding dm van ban duot sao 

E 
E 

4 	in 
O CO 

O 
co 

O  O
C  \I N 
irt) 

(2) Ten co quan, to chirc sao van ban 
"sao (1 )1-rinh thirc sao: 	y ban chinh", 

"trich sao" hoac "sao hic" 

(3) S6, ky hi4i ban sao (4) Dia danh, ngay, thang, nam 

(7) 
(5a) Qu34n han, chirc vunguei ky 

Nal nhan 

(6) (5c) Chir ky 
.._1:au_.,) 

(5b) HQ va ten ngtroi ky 

20-25 mm 
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PHI).  LVC V 
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN 

(Kern theo Hwang Gran) 

1. Mau trinh bay van ban hanh chinh 

Mau 1.1 	- Nghi quyet cua Hoi d6ng thanh vien, Hoi d6ng quan tri 

Mau 1.2 	- Quy6t dinh (ca biet) (quy dinh trirc ti6p) 

Mau 1.3 	- Quy6t dinh (ca biet) (quy dinh gian ti4) 

Mau 1.4 	- Van ban c6 ten loci khac 

Mau 1.5 	- Cong van 

Mau 1.6 	- Gidy men 

Mau 1.7 	- Gidy 	thieu 

Mau 1.8 	- Bien ban 

Mau 1.9 	- Gidy bien nha'n 116 so.  

Mau 1.10 	- Gidy chirng nh4n 

Mau 1.11 	- Gidy di cluing 

Mau 1.12 - Gidy nghi phep 

Mau 1.13 - PhiL chuyen 

Mau 1.14 	- Phi6u 

Mau 1.15 - Thu cong 

2. Mau trinh bay ban sao van ban 

Mau 2.1 	Ban sao van ban 
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Mau 1.1- Nghl quyet cua 11(ii dOng thanh vien 

TEN CQ, TC CHU QUAN (1) LONG HOA XA HOI CHU NGHIA VIET NAM 
TEN CO QUAN, TO CIWC (2) 	 DOc 14p - Tn. do - Hanh pink 

St): 	ANIQ-....(3) 	 .... (4) 	, ngay 	thang 	nam 20... 

NGHI QUYET 
	(5) 	 

HOI BONG THANH VIEN 	(2) 	 

Can cu 	  

Can cir 	  

QUYET NGHI: 

Dieu 1. 	 (6) 	  

Dieu 	  

	 ./ 

Noi nhtin: 
- Mar Dieu ...; 

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

TM. HO BONG THANH VIEN 
CHU TECH (7) 
(Chit dciu) 

Ho va ten 

Ghi 
(1) Ten co quan, to chirc chi) quan trirc tiep. ,  
(2) Ten co quan, to chirc ban hanh nghi quyet. 
(3) Chit viet tat ten co quan, to chirc ban hanh nghi quyet. 
(4) Dia danh. 
(5) Trich yeu not dung nghi quy6t. 
(6) Nei dung nghi quyet. 
(7) Chirc vu cua nguiyi 14, triton hap Pilo Chu tich duce giao 1(3% thay Chit tich thi ghi chit 
viet tat "KT.",vao truck chirc vu Chi) tich, ben dual ghi chirc vu cila,ngurai 	(Pho Chi) tich). 
(8) Chit viet tat ten don vi soar) thao van ban va so hieing ban luu (neu can). 
(9) KS/ hieu nguai danh may, nhan ban va so luting ban phat hanh (neu can). 
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MAu 1.2 - Quyet dinh (quy din!) trtrc tiep) 

TEN CQ, TC CHO QUAN (1) CONG HOA XA HO! CHU NGHT.A VIET NAM 
TEN CO QUAN, TO CHtrc (2) 	Doc lap - Ttr do - Hanh phtic 

St): (3) 	/QD- ....(4)... 	 (5).... , ngay 	 thong 	elm 20... 

QUYET DINH 
Ve viec 	 (6) 	  

• 

THAM QUYEN BAN HANH (7) 	 
Can cir 	  (8) 	 , 
Can cu 	  (9) 	 , 
Xet de nghi dm 

	

	 , 
QUYET DINH: 

Dieu 1. 	 (10) 	  

Dieu 	  
	 ./. 

QUYEN HAN, CHUC VU Cf1A. 
Ki? (11) 

(Chu ky, driu) 

Ho va ten 
Ghi eh& 
(1) Ten ca quan, to chirc chu quan trkrc tiap. 
(2) Ten co.  quan, to chirc hoac chirc danh nha nuerc ban hanh quyet dinh. 
(3) DM vo7 quyet dinh ca biet, khOng ghi nom ban hanh gifra so va 14 hieu cua van ban. 
(4) Chic viet tat ten co quan, to chile hoac chirc danh nha nuov ban hanh quyet dinh. 
(5) Dia danh 
(6) Trich yau nOi dung quyet dinh. 
(7) Neu than quyen ban hanh quyet dinh thuOc va ngued dung dau co quan, to chirc thi ghi 
chirc vu cua nguoi dunggs dAu (vi 	T6ng Giam d6c...., Giam doe...,); neu than 9uyan ban 
hanh quyet dinh thuOc ye tap the lanh dao hoac co quan, to chile thi ghi ten tap the hoac ten 
co quan, to chin dO (vi du: Ban thuerng vu, 1-16i &Ong thanh vien,...) 
(8) Neu cac can cir true flap de ban hanh quyet dinh (van ban thanh 	quy dinh chirc nang, 
nhiem vu, quyen han dm co quan, to chirc). 
(9) Cac van ban phap 15T lien quan true flap den van de giai quyet trong nOi dung quyet dinh. 
(10) NOi dung quyet dinh. 
(11) Quyen han, chirc vu cua ngued ky nhu T6ng Giam d6c, Giam dO.c; twang hop 14 thay 
mat tap the lanh dao thi ghi chit viet tat "TM." vao truck ten co. quan, to chirc hoac ten tap the 
lanh dao (vi du: TM. Ban Thuong vu, TM. 1-,10i, 	.); twang hop cap pho duce giao ky  
thay ngueri dung dau co. quan thi ghi chit viet tat "KT." vao trulk chirc vu cua nguoi ding 
dau, ben clued ghi chirc vu cua ngtroi 14 van ban. 
(12) chit viet tat ten don vi soon thao va so luang ban luu (neu can). 
(13) Ky hieu ngueci danh may, nhan ban va s6 hrong ban phat hanh (neu can). 

Noi nlajn: 
- Nhu Dieu ...; 

- Ltru: VT, .... (12) A.xx (13) 
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Mau 1.3 - Quyet dinh (quy dinh gian tiep) (*) 

TEN CQ, TC CHU QUAN (1) 
TEN QUAN, TO CHirC (2) 

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

LONG Hem. XA HQI CHU NGHIA VW' NAM 
DOc 14p - Tv do - Honh phtic 

.... (4) 	, ngray 	 thong 	nom 20... 

QUYET DINH 
Ban hanh (Phe duy'0) 	 (5) 

THAM QUYEN BAN HANH (6) 
Can dr 	  (7) 	  
Can dr 	  
Xet cle nghi cua 

	

	  
QUYET DINH: 

Dieu 1. Ban hanh (Phe duyet) kern theo Quyet dinh nay 	 ( 5) 	 

Dieu .. 	  
	  ./. 

Noi nItiin: 
- Nhu Dieu ...; 

•, 
- Luu: VT, .... (9) A.xx (10) 

QUYEN HAN, CHU'C VI) CUA NGIf(iI ICit.  (8) 

(Chic 195, dau) 

Ho va ten 

Ghi cha: 
(*) Mau nay dp dung dei vai cac guy& dinh (ca biet) ban hanh hay phe duyet mot van ban 
khac nhu quy che,quy dinh, chuang trinh, ke hooch, de an, phuong an... 
(1) Ten co quan, to chirc chi" quan bye tiep. 
(2) Ten ca quan, to chirc hoar chirc danh nha nuac ban Minh quyet dinh. 
(3) Chu viet tat ten co quan, , chirc hoac chfrc danh nha nu& ban hanh quyet dinh. 
(4) Dia danh 
(5) Trich yeu nOi dung quyet dinh. 
(6) Neu tharn' quyen ban hanh quyet dinh thuec ve nguoi dung dau co quan, chirc thi ghi 
chirc vu 	nguoi dirng,dau (vi du: Tong Giam , 

	
Giam doc...,); neu tham quyen ban 

hanh quyet dinh thuOc ye tap the lanh dao hoac co quan, to chirc thi ghi ten tap the hoac ten 
co quan, to chirc do (vi du: Ban thugng vu, HOi long tha.nh vien,...) 
(7) Neu cac can dr trirc tiep de ban hanh quyet dinh (nhu ghi chit o mau 1.2). 
(8) Quyen han, chirc vu cua ngir6i ky nhu Tong Giam dOc, Giam doc; twang hop ky thay mat 
tap the lanh dao thi ghi chit viet tat "TM." vaostnrot ten co quan, to chin hoac ten tap the lanh 
dao (vi du: TM. Ban Thuarng vu, TM. Hei d8ng...); trugng hop cap pho dugc giao lc,ST thay 
nguoi dung dau co quan thi ghi chit viet tat "KT." vao twat chin vu 	& nguoi mg dau, ben 
duai ghi chirc vu cua nguoi 14 van ban. 
(9) Chu viet tat ten don vi soan thao va so luting ban luu (neu can). 
(10) KS,  hieu nguoi danh may, nhan ban va se luong ban phat hanh (neu can). 
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Mau van ban (ban htinh kern theo guy& dinh) (*) 

TEN CQ, TC CHO QUAN CONG HOA XA-  HOI CHU NGHIA VIET NAM 
TEN QUAN, TO ClieC 	 Hoc 10p - Ty do - Hanh phtic 

TEN LORI VAN BAN 
	 . . (1) 	  

(Ban hanh kern theo QuyIt dinh so ....../QD- ngay 	thing 	Win 20.............) 
Chuang I 

QUY DINH CHUNG 
Dieu 1. 	  

Dieu 2. 	  

Chuang ... 

D i en 	  

Chuang ... 

Dieu 

1 Dieu ... 	  

QUYEN HAN, CHeC VU CUA NGU'dI KY 

(Chit ky, call) 

Nguyen Win A 

Ghi cha: 

(*) Mau nay,dp dung d•Si Nit% cacs van ban dugc ban hanh kern theo guy& dinh (ca biet), cuc 
có the bao gam chuang, muc, dieu, khoan, diem. 

(1) Trich y'eu nei dung dm van ban. 

28 



Mau 1.4 - Van ban có ten loai kit& (*) 

TEN CQ, TC CHU QUAN (1) CONG HOA XA-  HOI CHU NGHIA VIET NAM 
TEN CO QUAN, TO CHITC 	 DOc 14p - Tiy do - 11#nh phtic 

(Z) 
S6: 	/.... (3) -....(4).... 	 (5).... , ngay 	 thong 	nam 20... 

TEN LORI VAN BAN (6) 

	 (7) 	  

	  (8) 

Nei nhfin: 
• 

QUYEN HAN, CHeC VU ODA NGUtiI KY (9) 

(Chu. kf &flu) 

Ho va ten 
- Lau: VT, .... (10) A.xx (11) 

Ghi chit: 

* MAu nay dp dung chung &SI vai da s6 cac hinh thirc van ban hanh chinh c6 ghi ten loai cu 
the nhtr: chi thi (ca bi6t), 0 trinh, thOng boo, chucmg trinh, ke hoach, de an, boo coo, quy dinh 
v.v... Rieng doi vai 0 trinh co the them thanh phan "kinh giri" a vi tri 9a. 
(1) Ten ca quan, to chirc chd quan trvc ti6p. 
(2) Ten ca quan, to elide hoac chirc danh nha ntrOc ban hanh van ban. 
(3) Chd viet tat ten loai van ban. 
(4) Chd viet tat ten co quan, to chile hoac chirc danh nha ntrac ban hanh van ban. 
(5) Dia danh 
(6) Ten loai van ban: chi thi (ca bit), to trinh, thong boo, chuang trinh, k6 hoach, de an,  
phucmg an, boo coo .v.v... 
(7) Trich yeu not dung van ban. 
(8) N6i dung van ban. 
(9) Quyen han, chin vu cua ngueli ky thar T6ng Giam doc, Giam doc; truerng hop 14 thay Mat 
tap the lanh dao thi ghi chit viet tat "TM." vao,truac ten co.  quan, to chirc hoac ten tap the lanh 
dao (vi du: TM. Ban Thuong vu, TM. H6i dOng...); tnrong hop cap ph6 duoc giao ky thay 
nguad dung dau co quan thi ghi chit viet tat "KT." vao truac chirc v1,1 cua nguei dung dau, ben 
&rad ghi chirc vu cua ngtrOi 14 van ban. , 
(10) Chit viet tat ten dun vi soon thao va so Wong ban ltru (neu can). 
(11)1(5/ hi6u ngu6i danh may, nhan ban va so luung ban phat hanh (n6u can). 
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Mau 1.5 - Cling van 

TEN CQ, TC CHU QUAN (1) 
TEN CO QUAN, TO CliffC (2) 

CONG 110A XA HQI CHU NGHIA VIVI' NAM 
Hoc 1;ap - Ty do - Hanh phtic 

(5).... , ngay 	thong 	nom 20... Se): 	/ 	(3) -....(4).... 
V/v 	 (6) 	 

Kinh girl: 
• 5 

• 5 

• 5 

(7) 

Nei Wain: 
- Nhu tren; 

 

QUYEN HAN, CHtfC VU CUA 
KY (8) 

(Chi? kfi, dau) 

H9 Ira ten 

- Ltru: VT, .... (9) A.xx (10) 

S6 XX ph6 H6 Dac Di, quan D6ng Da, Ha NOi 

DT: (043) 8572767, Fax: (043) 8572798 

E-Mail. 	 Website. 	  (11) 
Ghi chit: 

(1) Ten ca quan, to chirc chi) quan trkrc tiep. 
(2) Ten co quan, to chirc hoac,chiic danh nha nuac ban hanh ding van. 
(3) Chit viet tat ten ca quan, to chirc hoc chic danh nha ntrere ban hanh cong van. 
(4) Chit viet tat ten don vi (Vu, phong, ban, to, b0 phan chirc nang) soan thao cong van. 
(5) Dia danh 
(6) Trich yeu nOi dung cong van. 
(7) NOi dung cong van. 
(8) Ghi quyen han, chirc vu cua ngtthi ky nhu Tong Giant dOc, Giam clOc; trtrong hop 141 thay 
mat tap the l'anh dao thi ghi chi viet tat "TM." vao truck ten co quan, to chirc hoac ten tap the 
lanh dao (vi du: TM. Ban Thtremg va, TM. H0i,  gong...); truerng hop cap pho duac giao ky  
thay ngtrai dung dau ca quan thi ghi chit viet tat "KT." vao truerc chirc vu cua ngtreri dung 
dau, ben dtroi ghi chirc vu cua ngtrori 14 van ban. 
(9) Chi).  viet tat ten don vi sop thao va so luting ban ltru (neu can). 
(10) KST hisu nguati danh may, nhan ban va so 11x/rig ban phat hanh (neu can) 
(11) Dia chi ca quan, to chic; so din thogi, so Telex, so Fax; dia chi E-Mail; Website (neu 
can). 
* Neu nai nhan (kinh 	la nhung chirc danh, chirc vu cao cap cua Nha nuorc, thi ph'an nai 
nhan khong ghi "nhu tren" ma ghi tr.k.rc tie') nhang chirc danh, chirc vu ay vao. 
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MAu 1.6 - GiAy 

TEN CO QUAN, TC CHU QUAN (1) LONG HOA XA HQI CHU NGHIA VIVI' NAM 
TEN CO QUAN, TO CIII:rC (2) 	 DOs c 14p - Tu. do - Hanh phtic 

: 	/GM- ... 	 (4).... , ngay 	 thong 	aim 20... 

GIAY Men 
	 (5) 	 

	  (2) 	 tan trong kinh 
Ong (ba) 	  (6) 	  
Toni chr 	  (7) 	  

Than gian: 	  
Dia dikn 	  

QUYEN HAN, CHifC VU ODA 
NGU'OI KY  

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

Ho va ten 

Ghi chit: 

(1) Ten ca quan, to chirc chi" quan tnrc ti6p. 

(2) Ten co quan, to chirc ban hanh giay mai. 

(3) Chu.  vi6t tat ten co quan, to chirc ban hanh giay mai. 

(4) Dia danh 

(5) Trich y6u n'Oi dung cuiic hop. 

(6) Ten co quan, to chirc hoc ho va ten, chirc vv, don vi cong tac 	nguari do:7c mai. 

(7) Ten (nOi dung) dm cua'c hop, hOi thao, hqi nghi v.v... 

(8) Chit vire't tat ten don vi soon thao va so Kiang ban lu-u (n6u can). 

(9) KY hi0 nguiyi danh may, nhan ban va so luong ban phat hanh (n6u can). 
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Mitt 1.7 - GiAy giefi thieu 

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

	

TEN CO QUAN, TO  CHIJ'C (2) 	 Doc lap - Tur do - Hanh phtic  

S6: 	/GGT- 	(3).... 	 (4).... , ngay 	thong 	nom 20... 

GIAY THEW 

	 (2) 	tan trong 	thieu: 
Ong (ba) 	  ( ) 	  
Chtrc vu: 	  

Dugc cir den: 	  (6) 	  

Ve viec. 	  

D nghi Q4 co quan too dieu kien de Ong (ba) co ten a tren hoan thanh 
nhiem vu. 

Gidy nay có gia tri den het ngay... thang....nam...../. 

nhein: 
- Nhu tren; 
- Luu: VT. 

QUYEN HAN, CHirC VU CUA 
KY  

(Chi? kfi, cau) 

Ho va ten 

Ghi cher: 

(1) Ten co quan, to chirc chn quart truc tier). 

(2) Ten co quan, to chirc ban hanh van ban (cap giay giai thieu). 

(3) Chit viec tat ten ca quan, to chirc ban hanh van ban. 

(4) Dia danh 

(5) 1-19 N/A ten, chirc vu va don vi ding tac ctia ngtrai duac gioi thi0. 

(6) Ten co quan, to chirc &rat giai thileu tai lam vi'e'c. 
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MAu 1.8 - Bien ban 

TEN CO QUAN, TC CHU QUAN (1) CONG Hem xA HOI CHU NGHIA VIET NAM 
TEN CO QUAN, TO ClifirC (2) 	Hoc lap - Tyr do - 11@nh phtic 

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

BIEN BAN 
	(4) 	 

Thai gian bat d'au 	  
Dia diem 	  
Thanh phAn tham du 	 

Chu tri (chit toa): 	  
Thu 14 (nguoi ghi bien ban): 	  
Ni dung (theo dign bie'n cuCic hop/hOi nghi/hOi thao): 

CuOc hop (NI nghi, hOi thao) ket thitc vao 	 ngdy 	thang 
nam 	/. 

THU' KY 
	

CHU TQA 
(Ch kf) 
	

(Chu ky, cau (nu có)) 
(5) 

Ho va ten 
	 Ho va ten 

Noi nli(in: 

- Lou: VT, 11'8 so. 

Ghi cha: 

(1) Ten ca quan, to chirc chir quan true ti6p. 

(2) Ten co quan, to chirc ban hanh van ban. 

(3) Chir vi6t tat ten co quan, to chirc ban hanh van ban. 

(4) Ten cuOc hop hoac hOi nghi, hOi thao. 

(5) Ghi chirc vu Bang, chuyen mon (n6u can). 
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Mau 1.9 - GiAy bien nh4n 

TEN CO QUAN, TC CHU QUAN (1) LONG HOA xA HOI CHU NGHIA VIET NAM 
TEN CO QUAN, TO CH1TC (2) 	 DOc 14p - Ty do - Hanh pink 

56: 	/GBN- ...(3).... 	 .... (4) 	, ngixy 	 thcing 	nom 20... 

GIAY BIEN NHAN 
HO W.... 

Ho va ten: 	(5) 	  
Chirc,vu, don vi cong tac: 	  

tiep nhan ho so dm: 
Ong (ba): 	  (6) 	  
	 bao 
1. 	  
2. 	  (7) 	  
3. 	  

Nei nhan: 
- 	(8)....; 
- Ltru: H6 sa. 

NGU'dI TIEP NHAN 

(K), ten, do/1g dciu (niu co)) 

Ho va ten 

Ghi chit: 

(1) Ten ca quan, to chic chit quart tivc tiap. 

(2) Ten ca quan, to chirc cAp gidy bien nhan h6 sa. 

(3) Chit vie't tat ten ca quan, to chirc cAp gidy bien nhan h6 sa. 

(4) Dia dank 

(5) Ho va ten, chirc vu va don vi cong tac cua ngtthri tip nhan h6 sa. 

(6) H9 va ten, nai cong tac hoc giAy to tiiy than dm ngtroi nOp h6 sa. 

(7) Liet ke dAy du, cu the cac van ban, giAy ta, tai lieu có trong h6 sa. 

(8) Ten ngtrai hoc ca quan giri h6 sa. 
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Mau 1.10 - Giiy chtin nh4n 

TEN CO QUAN, TC CHU QUAN (1) CONG HOA 3a.  HOI CHU NGHIA VITT NAM 
TEN CO QUAN, TO CHirC (2) 	 DOc 14p - Tv do - H,anh phtic 

S6: 	/GCN- 	(3).... 	 .... (4) 	, ngay 	 thong 	nom 20... 

GIAY CHUNG NHAN 

	 (2) 	 chirng nhan: 

	 ( 5 ) 	  

QUYEN HAN, CHITC V1J CiJA 
Nui nh'On: 	 KY 

- Luu: VT, .... (6) A.xx (7) 
	

kj'), d idu) 

Ito va ten 

Ghi chit: 

(1) Ten co quan, to chirc chit quart tr‘rc 

(2) Ten co quan, to chirc cap giay chimg nhan. 

(3) Chit viet tat ten ca quan, t6 chirc cap giay chirng nhan. 

(4) Dia danh 

(5) NOi dung chimg nhan: xac dinh cu the ngtgri, six viec, van d6' dugc chimg nhan. 

(6) Chit viet tit ten dun vi sop thao va s6 luting ban luu (neu can). 

(7) Ky hieu ngtroi danh may, nhan ban va s6 ltrcmg ban phat hanh (necu can). 
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Mau 1.11 - GiAy di diwng 

TEN CO QUAN, TC CHO QUAN (1) ONG 1145A XA HQI CHU NGIIIA VIET NAM 
Dfic 10p - Tit. do - Ilqnh ph& 

So' : 	/GDD- ... (3).... 	 .... (4) .... , ngay 	thong 	nom 20... 

GIAY DI DIftiNG 

CAp cho 'Ong (ba): 	 (5) 	  
Chirc vu. 	  
Novi duac Cu den ding tac. 	  
Giay nay có gia tri het ngay. 	 

QUYEN 1121i.N, CHfiC VI) CUA 
NGUtiI KY 

(Chic k-Y, d du) 

Ho va ten 

NW di va den Ngay 
thong Phtrong tien DO dai chOng 

duimg (Km) 
Thai gian 6.  

noi den 

Xac nhOn ciia 
co quan (to 

chirc) noi di, 
den 

Di 	 

Den 	. 

Di 	 

Den 	. 

Di 	 

Den 	. 

Di 	 

Den 	. 

Di 	 

Den 	. 

Di 	 

Den 	. 

TEN CO QUAN, TO 011'X (2) 
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- Ve ngueli: ... ye x 	d = 	d 
- Ve ctroc:,... vex 	d = 	d 
- Phu phi lay ye bang din thoai: ..... ye x 	d 	 d 
- Phong nghi:  	ye x 	d = 	 d 
1. Phu cap di dithng. 	 d 

2. Phu cap luu trir 	 d 

Tong cong- 	 d 

NGUtiI DI CONG TAC PHU TRACH B9 PHAN 
(Chit. kfi) 	 (Chic Icji, dem) 

KE TOAN TRUtiNG 
(Chit kji) 

Ho va ten 
	 H9 va ten 

	 H9 va ten 

Ghi 

(1) Ten co quan, to chirc chu quan truc 

(2) Ten co quan, to chirc cap giay di duarng. 

(3) Chit vie't tat ten co quan, to chirc cap giay di duang. 

(4) Dia dank 

(5) Ho va ten, chirc vu va don vi cong tac cua nguad &roc cap giAy. 

37 



Nati 1.12 - GiAy nghi phep 

TEN CO QUAN, TC CHU QUAN (1) LONG HOA XA HOI CHU NGHiA VITT NAM 
WO 10p - To. do - Hanh phtic TEN CO QUAN, TO cHtrc (2) 

Sti: 	/GNP- ... (3).... 	 (4).... , ngay 	thong 	nom 20... 

GIAY NGHI PHEP 

Xet Dan xin nghi phep ngay 	 cua  
Ong (ba) 	  
	 (2) 	  cap cho: 
Ong (ba). 	  (5) 	  
Chirc vv. 	  

, Nghi phep Warn 	 trong thei gian: 	, Ice tir ngay 	 
den het ngay 	  
tai 	  (6) 	  

Noi nhfin: 

- • • • • (7)....; 
- Ltru: VT, .... (8).... 

QUYEN HAN, CHirC VU CI-JA 
NGU'dI KY 

(Chu; k-f;, dilu) 

Ho va ten 
)(tic nhan ctia ca quan (ta cherc) hoac 
chinh quydn dia phuang nai nghi phep  

(Chit 19"?, deiu) 

Ho va ten 

Ghi 

(1) Ten co quan, to chirc chit quan tru.c 
(2) Ten ca quan, to chirc cap giay nghi,  phep. 
(3) Chit viet tat ten co.  quan, to chirc cap giay nghi phep. 
(4) Dia danh 
(5) Ho va ten, chirc vu va don vi tong tic cua nguei ducyc cap gib phdp. 
(6) Nai nghi phep;  
(7) Nguari duct cap giay nghi phep. 
(8) Chit vie't tat ten don vi soon thao va so Luang ban lint (nau can). 
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lu 1.13 - Phieu chuyen 

TEN CO QUAN, TC CHU QUAN (1) LONG HOA XA ROI CHU NGHIA VIET NAM 
TEN COQ QUAN, TO CHTYC (2) DOc lap - Ty do - Hanh pink 

S6: 	/PC- ... (3).... 	 .... (4) 	, ngay 	thong 	nom 20... 

PHIEU CHUYEN 

	 (2) 	.c6 nhiin chicle 	 (5). 

(6) 

Kinh chuyen 	 (7) 	xem )(et, giai quy6t./. 

Noi nhfin: 
	. (8) ....; 

QUYEN HAN, CHtrC VV CUA 
NGifdl KY  

(Chu kf?, crciu) 

H9 va ten 

Ghi chii: 

(1) Ten ca quan, to chirc chi quan truc tiep. 

(2) Ten ca quan, to chirc ban hanh phieu chuyen. 

(3) Chit vie't tat ten ca quan, to chic ban hanh phieu chuyen. 

(4) Dia danh. 

(5) Neu cu the: don, thu cua ca nhan, tap the hoac van ban, tai lieu cua ca quan, to chirc nao, 
ve van de hay nOi dung gi. 

(6) Ly do chuyen. 

(7) Ten co quan, to eh& nhan phieu chuyen van ban, tai lieu. 

(8) Thong,thlthmg,,phieu chuyen khong can luu nhung phai doge vao s6 dang tai van thu 
co quan, to chirc de theo dai, kiern tra. 

39 



Mau 1.14 - Phieu gtii 

TEN CO QUAN, TC CHU QUAN (1) CQNG HOA xA HQI CHU NGHTA VIET NAM 
TEN CCM QUAN, TO ClIffC (2) 	 Din 14p - Tu. do - 11#nh phtic 

So: 	/PG- ... (3).... 	 .... (4) 	, ngay 	thong 	nom 20... 

PHIEU GUI  

	  ( ) 	  giri kern theo phi6u nay cac 
van ban, tai Hest' sau: 

1. 	  (5) 	  
2. 	  

Sau khi nhan duot, des nghi 	 (6) 	tai phieu nay cho.... 
	  (2) 	  ./. 

Nal nhan: 
- 	(6)....; 
- •••• (7)....; 

QUYEN 11.44.N, CH-CC VI) CUA 
NGUtiI 10? 

(Chic kfi, d iau) 

Ho va ten 

(8)..., ngay 	thong 	nom 

Ngtrai nhan 

(Chic k),) 

Ho va ten 

Ghi 
(1) Ten ca quan, to chirc chu quan true tiep. 
(2) Ten co. quan, to chirc ban hanh phieu 
(3) Chit viet tat ten co quan, to chirc ban hanh phieu 
(4) Dia danh 
(5) Liet ke cu the cac van ban, tai lieu dirge giri kern theo phieu 
(6) Ten co quan to chirc nhan phieu giri va van ban, tai lieu. 
(7) Phieu giri khong can tau nhirng phai duvc giri vao so Bang ky tai VT co quan, to chirc de  
theo doi. 
(8) Dia danh not co quan, to chirc nhan phieu giri va van ban, tai lieu dong tru 
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Mau 1.15 - Thin ding 

TEN QUAN, TO  CliffC (1) 	CQNG Hem XA-  HQI CHU NGIIIA VItT NAM 
Deg lap - Tv do - Honh ph& 

(6) 	 .... (2) 	, ngay 	thong 	nom 20... 

TEN LOAI TH1U'CONG (3) 
(4) 

(5 ) 

CHITC VI) Cf1A. NGU'€%I 
THU' 

(Chic kj,) 

Ho Ara ten 

Ghi ch 

(1) Ten ca quan, to chirc nai cong tac cua ngurati ban hanh Thu cong. 

(2) Dia danh 

(3) Ten loci thu cong (Thu chfic mirrig, Thu khen, Thu tham h6i, Thu chia buOn). 

(4) Trich yeu nOi dung Thu cong. 

(5)1\10i dung Thu cong. 
(6) Logo dm co quan, to chirc. 
Chit Y: Thu cong khong dung dau ctla co quan, to auk. 

41 



PHV LVC VI 

VIET HOA TRONG VAN BAN HANH CH1NH 
(Kern theo Throng diin) 

I. VIET HOA Vi PHEP DAT CAU 

, 1. Viet hoa chit cai Au am 	thir nhdt 	mot cau hoan chinh: Sau ddu 
cham cau (;); sau dau cham hoi (?); sau dau cham than (!); sau dau cham lung  

sau dau hai cham (:); sau dau hai cham trong ngoac kep (: "...") va khi 
xuong clang. 

2. Viet hoa chit cai dau am tiet thir nhat cua menh de sau dau chdm phdy (;) 
va ddu phdu (,) khi xu'Ong clang. Vi du: 

Can dr,  ThOng bao se) 181,  TB/DUTCT8 ngay 16/8/2013 ve Ket Juan cuOc 
hop Ban Chap hanh Ding 1)0 Tong Cong ty xay dung c8ng trinh giao thong 8; 

Xet de nghi cim Ban TO chirc Dang uy Tang Cong ty, 

II. VIET HOA DANH Tir RIENG CHI TEN NGUIJI 

1. Ten nguoi Viet Nam 

a) Ten thong thugng: Viet hoa chit cai dau tat ca cac am tiet cua danh tir 
rieng chi ten nguOi. Vi du: 

- Ngo Bao Chau, Trin Tun Anh, Giang A Pao, Ka Pa Ka Lang... 

b) Ten hieu, ten goi nhan vat lich 	Viet hoa chit cai ddu tat ca cac am tiet. 

VI du: Vua Hung, Ba Trieu, Thanh Giong, Dinh Tien Hoang, L9 Thai TO, 
Bac 1-18, Cu HO.... 

2. Ten nguai nu& ngoai dugc phien chuyen sang tieng Viet 

a) Trugng hop phien am qua am Han - v*: vi6t theo quy tac viet ten 
nguOri Viet Nam. 

Vi du: Kim Nhat Thanh, Mao Trach Dong, Thanh Cat Tu.  Han... 
b) Truong hop phien am khong qua am Han - Viet (phien am ,truc tip sat 

cach doc 	nguyen ngir): Viet hoa chit cai dau am tiet thir nhat trong moi 
thanh to. 

Vi du: Vla-di-mia I-lich Le-nin, Phri-drich Ang-ghen, Phi-den Cat-xta-ro... 

III. VIET HOA TEN DIA IS( 

1. Ten dia 19 Viet Nam 

a) Ten dan vi hanh chinh clugc cau tao giita danh tir chung (tinh, huyen, 
vai ten rieng cua don vi hanh chinh do: Viet hoa chit cai dau cua cac am 

tiet tao thanh ten rieng va khong dung gach noi. 

VI du: thanh ph'6 Thai Nguyen, tinh Nam Dinh, tinh ifik 	quan Hai 
Chau, huyen Gia Lam, huyen Ea H'leo, thi xa Song Cong, thi trdn Cau Giat...; 
phuong Nguyen Trai, xa Ia Yeng... 
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b) Truang hgp ten dcm vi hanh chinh dugc cau tao gift danh tir chung ket 
hgp vai chit so, ten ngoai, ten sit kien Lich sir: Viet hoa ca danh tir chung chi dan 
vi hanh chinh do. 

Vi du: Quan 1, Thanh ph6 HO Chi Minh, Phuang Dien Bien Phil... 

c) Truang hop viet hoa d'ac bi'et: Thu do Ha Ni. 

d) Ten dia 1S7 dugc cau tao giva danh tix chung chi dia hinh (song, 	ho, 
bien, dm, ben, cau, vung, lach, varn 	danh tir rieng (co mot am tiet) troy 
thanh ten rieng cua dia danh do: Viet hoa tat ca cac chit cai tao nen dia danh. 

Vi du: Cita LO, Vfing Tau, Lach Twang, Vam CO, Cu 

, Twang hgp danh tir chung chi dia hinh di lien yai danh tir rieng: Khong 
viet hoa danh tix chung ma chi viet hoa danh tir rieng. 

Vi du: Wen Cira LO, chg Ben Thanh, song Vam CO, vinh Ha Long... 

d) Ten dia 13',  chi mat vimg, mien, khu Yuc nhAt dinh dugc cau tao bang tir 
chi phucmg huong ket hgp Yen tir chi phuang thirc khac: Viet hoa chir,cai dau 
&la tat ,ca cac am tiet tao thanh ten goi. Doi vai ten dia VT chi Yung mien rieng 
dugc cau tao bang tir chi phuang huang ket hop vai danh tir chi dia hinh thi phai 
viet hoa cac chit cai dau moi am tiet. 

Vi du: Tay Bic, Dong Bic, Bic B6, Nam KS/, Nam Trung Be... 

2. Ten dia 13% nuac ngoai dugc phien chuyen sang tieng Viet 

a) Ten dia 1S,  da dugc phien am sang am Han Viet: Viet theo quy tic viet 
hoa ten dia. 1Sr Viet Nam. 

Vi du: Bic Kinh, Binh NhuOng, Phap, Anh, My, Thuy Si, Tay Ban Nha... 

b) Ten dia 1S,  phien am khong qua am Han Viet (phien am truc tiep sat cach 
doc cua nguyen ngil): Viet hoa theo quy taz viet hoa ten ngoai nu& ngoai quy 
dinh tai Diem b, Khoan 2, Muc II. 

Vi du: Mat-xca-ya, Men-ben, Sing-ga-po, CO-pen-ha-ghen, Bec-lin... 

IV. VIET HOA TEN COQ QUAN, TO CHITC 

1. Ten ca quan, to chirc cUa Viet Nam 

Viet hoa chit cai dAu cua cac tir, cum dr chi loai hinh ca quan, to chirc; 
chirc nang, linh yuc hoat dOng cua ca quan, to chirc. 

Vi du: 

-, Ban Chi ciao trung ucmg Phang ch6ng tham nhfing, Ban Quan 1ST du an 
De dieu... 

- Uy ban Thuang vu Quac halt; Uy ban D6i ngoai cua Qu6c hai; Uy ban 
Trunk uong Mat tr4n To quOc Viet Nam; Uy ban ye Cac van de xa h6i cua QuOc 
hai; Uy ban Nha nuetc ye Nguai Viet Nam a nu& ngoai; 

- Van phang Chu tich flack; Van phang Qu6c h6i; Van ph6ng Uy ban nhan 
dan tinh Nam Dinh... 
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- B6 Tai nguyen va Moi truong; B6 Khoa hoc va Cong nghe; B6 Ming 
nghiep va Phat trien nong thon; B6 Cong thuong; B6 Van h6a, The thao va Du 
lich; B6 Thong tin va Truyen thong... 

- T6ng cuc Thue; T6ng „cuc Hai quan; Cuc Kim tra van ban quy pham 
pita') luat; Cuc Khao thi Kiem dinh chat krong gido duc... 

- T6ng ding ty Bao hiem Viet Nam; T6ng cong ty Hang hai Viet Nam; 
Tong cong ty Hang khong Viet Nam... 

- Tap down Dau khi Viet Nam; Tap down Cong nghiep Than - Khoang san Viet 
Nam; Ngan hang Dau to va Ph& trier). Viet Nam; Ngan hang Ngoai thuang Viet Nam; . . . 

- H6i d6ng nhan dan tinh San La; Uy ban nhan dan tinh Bac Ninh; Uy ban 
nhan dan quan Ba Dinh; Uy ban nhan dan huyen Vu Ban;... 

- SO.  Tai chinh; Sor Tai nguyen va Moi truang; Sa Xay dung; So Ke hoach 
va Da'u tu; So. Gido duc va Dao tao;... 

- Hoc vien Chinh tri - Hanh chinh qu6c gia H6 Chi Minh; True:mg Dai hoc 
Khoa hoc xa h6i va Nhan van Ha N6i; Tru&ng Cao clang N6i vu Ha N6i; Truang 
Dai hoc dan lap Van Lang; Tru6ng Trung hoc pho thong Chu Van An;... 

- Vien Khoa hoc xa h6i Viet Nam; Vien Khoa hoc va Cong nghe Viet Nam; 
Vien Ling dung cong nghe;... 

- 	Trung tam Nghien ciru Gido due dan t6c; Trung tam Khoa hoc va Cong 
nghe van thir, luu trir; Trung tam Trien lam van hoa nghe thu'at Viet Nam;... 

- Bao Thanh nien; Bao Dign dan doanh nghiep; Tap chi TO chirc nha nuorc; 
Tap chi Phat trien gido duc; Tap chi Dan chit va Phap luat;... 

- Nha Van h6a huyen Gia Lam; Nha Xudt ban Ha N6i; ang Thong tin 
dien tir Chinh 

- Nha may Bong tau Song Cam; Nha may San xudt phu tang va Lap rap xe 
may; Xi nghiep Che bien thity san clang lanh;... 

- Cong ty Co phdn D'au tir Tu van va Thiel ke xay dung; Cong ty Nhua 
Tien Phong; Cong ty Trach nhiem hiru han Du lich va Van tai Bong Nam A; 
Cong ty Do dac Dia chinh va Cong trinh;... 

- H6i Nhac si Viet Nam, H6i 	cao tuoi Ha N6i, H6i Chit thap dO Viet 
Nam, H6i Nong dan Viet Nam... 

- Vu Hop tac qu6c te; Phong Nghien circa khoa hoc; Phong Chinh sach xa 
h6i; H6i gong Thi tuyen vien chirc; H6i &rig Sang kien va Cai tien k'y thua.t;... 

- Truong hop vie't hoa dac biet: Ban Chdp hanh Trung trang Bang COng san 
Viet Nam; Van phong Trung trang Bang. 

2. Ten cor quan, to chirc ntrac ngoai 

a) Ten co quan, to chirc nu6c ngodi da dich 	Viet hoa then quy tac 
viet ten co quan, to chirc dm Viet Nam. 
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Vi du: Lien hop quac (UN); TO chirc Y to the gied (WHO); Hiep hOi Cac 
quoc gia Dong Nam A (ASEAN).... 

b) Ten ca,quan, to chirc nu& ngoai dirgc s* dung trong van ban a dang 
viet tat: Viet bang chit in hoa nhu nguyen ngit hoac chuyen to La - tinh neu 
nguyen ngit khong thu8c he La-tinh. 

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG.... 

V. VIET HOA CAC TRVONG HQP KHAC 

I. Ten cac huan churang, huy chucmg, cac danh hieu vinh du 

Viet hoa chit cai clau cua cac am tiet cua cac thanh to tao thanh ten rieng va 
cac tir chi thir, hang. 

Vi du: Huan chucmg DOc lap hang Nhdt; Hudn chucmg Sao yang; Huan 
chuang Le-nin; Hudn chuang Ho Chi Minh; Hudn churang Chien cong; Hudn 
chuorng Khang chitin hang Nhi; Huy chung Chien si ye yang; Bang To cluck ghi 
ding; Giai thuang Nha nuOc; Nghe si Nhan ddn; Nha gido U'u 	Thdy thuoc 
Nhan dan; Anh Ming Lao Ong; Anh hung Luc luting vu trang nhan ddn;... 

2. Ten chirc vu, hoc vi, danh hieu 

Viet hoa ten ch*c vu, hoc vi neu di lien veci ten nguari cu the. 

Vi du: Chia tich HO Chi Minh, TOng th8ng V.V. Pu-tin, Dal Wang VO Nguyen 
Giap,...; Ph6 Thu tuang, Tong Cuc twang, Ph6 Tong Cuc truing, Ph6 Cuc 
truang, TOng Giam doe, Giam Oc, PhO Giam doe, Chanh Van phong, Pho 
Chanh Van phong, Twang phong, Ph6 Twang phong, Tong thu 14... 

- Gido su Vien si Nguyen Van H., Tien si khoa hoc Pham Van M.... 

3. Danh tir chung cla rieng h6a 

Viet hoa chit cal da.0 cua tir, cum tix chi ten goi dO trong truang hop dung 
trong mot nhan xung, dung dOc lap va the hien su tran trong. 

Vi 	Bac, Nguai (chi Chia tich H8 Chi Minh), Dang (chi Dang COng san  
Viet Nam),... 

4. Ten cac ngay 16, ngay ky niem 

viet hoa chit cal &du dm am tiet tao thanh ten goi ngay le, ngay kS,  niem. 

Vi du: ngay Que)c khanh 2-9; ngay 9u8c to Lao Ong 1-5; ngay Phu nil 
Viet Nam 20-10; ngay Luu tra Viet Nam lan thin 

5. Ten cac su kien lich sir va cac trieu dai 

Ten cac su kien lick sir: Viet hoa chit cai dA.su cua cac am tiet tao thanh su 
kien va ten su yen, trong tnrang hop co cac con so chi moc thai gian thi ghi 
bang chit va viet hoa chit do. 

Vi du: Phong trao CAn wrung; Phong trao XO viet Nghe Tinh; Cach mang 
thang Tam; Phong trap Phu nit Ba dam dang;... 

Ten cac trieu dai: Trieu Ly, Trieu 
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6. Ten cac loai van ban 

Viet hoa chit cai dau dm ten loai van ban va chit,cai Tau cila am tiet thu nhat 
tao thanh ten rieng dia. van ban trong truong hop not den mot van ban cu the. 

Vi du: Nghi guy& Dai hOi dai bieu toan qu6c Fan thir X cila Dang; BO luat 
Dan sit; Luat Giao dich dien tit;... 

Trtrong hop vien dan cac dieu, khoan, diem dm mot van ban cu the thi viet 
hoa chit cai dau ciia diet', khodn, diem 

Vi du: 

- Can dr Dieu 10 BO luat Lao dOng... 

- Can cir Diem a, Khoan 1, Dieu 5 Luat Giao dich dien dr... 

7. Ten cac tac pham, sach bao, tap chi 

Viet hoa chit cai Au cna am tiet thir nhat tao thanh ten tac pham, sach bao 

Vi du: tac pham Dithng kach menh; tir dien Bach khoa toan thu; tap chi 
COng san;... 

8. Ten cac nam am lich, ngay tiet, ngay tet, ngay va thang trong nam 

a) Ten cac nam am lich: Viet hoa chit cai d'au dm tat ca cac am Wet tao 
thanh ten goi. 

Vi du: KY Ty, Tan HOi., Mau Tuat, Mau Than.... 

b) Ten cac ngay tiet va ngay tat: Viet hoa chit cai day ctlia. am Wet thU nhat 
tao thanh ten goi. 

Vi du: tiet Lap xuan; tiet Dai han; tet Doan ngo; tet Trung thu; tet Nguyen dan;... 

Viet hoa chit Tet trong truang hop dung de thay cho mot tet cu the (nlur Tet 
thay cho tet Nguyen (Jan). 

c) Ten cac ngay trong tuan va tiling trong nam: Viet hoa chit cai dau dm 
am tiet chi ngay Ala thang trong twang hop khong dung chit so: 

Vi du: thir Hai; thir Ttr; thang Nam; thang Tam;... 

9. Ten goi cac ton gido, gido phai, ngay le ton gido 

- Ten goi cac ton gido, gido phai: Viet hoa chit cai dau ciia cac am tiet tao 
thanh ten goi. 

Vi du: dao Ca D6c; dao Tin Lanh; dao Thien Chita; dao Hem Hao; dao Cao 
Dai... hoac chit cai dau dm am tiet tao thanh ten goi nhtt: Nho gido; Thien Chita 
gido; Hoi gido;... 

- Ten goi ngay Fe ton gido: Viet hoa chit cai dau cilia am tiet thu nhat tao 
thanh ten goi. 

Vi du: 1.6 Phuc sinh; le Phat dan;.... 
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