BO GIAO THONG VAN TAI CONG HOA XA HQI CHU NGHIA VIET NAM

TONG CONG TY XDCT GT 8 Poc lap - Tu do - Hanh phic
S6:47)3 /HD-TCT8 Ha Néi, ngay 05 thang 9 ndm 2013
HUONG DAN

Vé thé thirc va k§ thuét trinh bay vin ban hanh chinh

Can ci Hudng dan sc":) llq—HD/VPTW ngay 28 thang 5 nam 2004 cua Van
phong Trung wong Pang veé thé thuc van ban cua Pang;

Can cir Thong tu s 01/2011/TT-BNV ngdy 19 thang 01 nam 2011 cta Bo
Noi vu vé "Hudng dan thé thirc va ky thuét trinh bay van ban hanh chinh";

Téng cong ty Xay dung cong trinh giao thong 8 hudng dan vé thé thire va
k¥ thuat trinh bay van ban nhu sau:

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va doi twong ap dung

Hudng dan nay hudéng dan thé thic va k§ thuét trinh bay vin ban hanh
chinh va ban sao van ban; dugc ap dung doi voi Co quan va cac don vi truc
thudc Tong cong ty.

Piéu 2. Thé thirc viin ban

Thé thirc van ban 1a tap hop cac thanh phan cau thanh vin ban, bao gom
nhimg thanh phan chung ap dung ddi véi cac loai van ban va cac thanh phan bo
sung trong nhimg truong hop cu thé hodc d6i véi mot s6 loai van ban nhat dinh.

Piéu 3. K§ thuat trinh bay van ban

Ky thuét trinh bay van ban quy dinh tai Huong dan nay bao gom khé gidy,
kiéu trinh bay, dinh 1é trang van ban, vi tri trinh by cic thanh phan thé thire,
phong chit, ¢ chit, kiéu chir va cac chi tiét trinh bay khac, duge ap dung d6i voi
van ban soan thao trén may vi tinh va in ra gidy; van ban dugc soan thao bang
cac phuo‘ng phap hay phuong tién ky thuat khac hodc van ban dugce lam trén
gidy mau in sén; khong ap dung d6i voi van ban dugc in thanh sach, in trén bao,
tap chi va céc loai 4n phdm khac.

Diéu 4. Phong chir trinh bay vin ban

Phéng chir s dung trinh bay vén ban trén mdy vi tinh 1a phong chir tiéng
Viét cua bd ma ky tu Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001 (su
dung phong Times New Roman).



Picu 5. Kho gidy, kiéu trinh bay, dinh 1¢ trang vin bén va vi tri trinh bay
1. Kho gidy
Vin ban hanh chinh dugc trinh bay trén kho gidy khd A4 (210 mm x 297 mm).

Céc loai van ban nhu g1ay g101 thiéu, gidy bién nhan hé so, phiéu gu1 phleu
chuyen dugc trinh bay trén khé gidy A5 (148 mm x 210 mm) hodc trén gidy mau
in sin (kh6 A5).

2. Kiéu trinh bay

Vin ban hanh chinh duge trinh bay theo chiéu dai cia trang gidy kho A4
(dinh hudéng ban in theo chiéu dai).

Trudng hgp ndi dung vin ban c6 céc bang, biéu nhung khéng duge lam
thanh céc phu luc riéng thi van ban co thé duoc trinh bay theo chiéu rong cia
trang gidy (dinh hudng ban in theo chiéu rong).

3. Pinh 1& trang van ban (d6i v6i khd gidy A4)
Lé trén: cach mép trén tir 20 - 25 mm;

Lé dudi: cach mép dudi tir 20 - 25 mm;

L& trai: cach mép tréi tir 30 - 35 mm;

Lé phai: cach mép phai tir 15 - 20 mm.

4. Vi tri trinh bay céac thanh phan thé thitc van ban trén mét trang gidy kho
A4 duoc thuc hién theo so dd bé tri cac thanh phéan thé thie van ban kém theo
Hudng dan nay (Phy luc IT). Vi tri trinh bay céc thanh phan thé thirc van ban trén
mot trang gidy kho A5 duge dp dung tuong tu theo so do tai Phu luc trén.

Chuwong I1
THE THUC VA KY THUAT TRINH BAY VAN BAN

Piéu 6. Qudc hiéu
1. Thé thirc

Quédc hiéu ghi trén vin ban bao gém 2 dong chir: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Pégc lap - Tw do - Hanh phiic”.

2. K¥ thuat trinh bay

Quéc hiéu duoc trinh bay tai 6 sb 1; chiém khoang 1/2 trang gidy theo
chiéu ngang, ¢ phia trén, bén phai.

a. Van ban chuyén moén:

Dong thir nhat: “CONG HOA XA HQI CHU NGHIA VIET NAM” dugc trinh
bay bang chir in hoa, c& chit tir 12 dén 13, kiéu chir dimg, dam;

Dong thir hai: “Pge 14p - Ty do - Hanh phic” dugce trinh bay béng chir in
thuong, c¢& chir tir 13 dén 14 (néu dong thir nhat ¢& chir 12, thi dong thu hai co
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chir 13; néu dong thir nhat ¢& chir 13, thi dong tht hai ¢& chir 14), kiéu chir
dimg, ddm; dugc dat canh gitra dudi dong thir nhat; chir cai dau cua cac cum tir
duoc viét hoa, giita cac cum tlr ¢6 gach n6i, c6 cach chir; phia dudi c6 duong ke
ngang, nét lién, co do dai bang d6 dai cta dong chit (sir dung lénh Draw, khong
dung 1énh Underline), cu thé:

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

Hai dong chir trén dugc trinh bay cach nhau dong don.

b. Vin ban cua Pang: Qudc hiéu duoc thay bing tiéu dé “DANG CONG
SAN VIET NAM” dugc trinh bay bang chit in hoa, c¢& chit 14, kiéu chir ding,
dam; phia dudi c6 duong ké ngang, nét lién, c6 do dai bang do dai cua dong chir
(str dung lénh Draw, khong dung lénh Underline), cu thé:

PANG CONG SAN VIET NAM

Dié¢u 7. Tén co quan, to chirc ban hanh viin ban
1. Thé thirc

Tén co quan, t6 chtrc ban hanh van ban bao gom tén cua co quan, té chirc
chu quan truc tiép (néu cd) va tén cua co quan, to chirc ban hanh van ban.

a) Tén cua co quan, t chirc ban hanh van ban phai dugc ghi day du hodc
duoc viét tit theo quy ¢ dinh tai van ban thanh 1ép, quy dinh chirc nang nhiém vu,
quyen han va co cau té chirc b may, phé chuan cap glay phep hoat dong hoac
cong nhan tu cach phap nhén ctia co quan, t6 chirc co thAm quyén, vi du:

BOQ GIAO THONG VAN TAI PANG UY TONG CONG TY XDCT GT 8

*

b) Tén cuia co quan, t6 chirc chii quan truc tiép c6 thé viét tit nhitng cum tir
thong dung nhu XAY DUNG CONG TRINH GIAO THONG (XDCT GT), TRACH
NHIEM HUU HAN MOQT THANH VIEN (TNHH MTV), vi du:

TONG CONG TY XDCT GT 8 ~ DANG BO THANH PHO HA NOI
CONG TY TNHH MTV XD CAU 75 DPANG UY TONG CONG TY XDCTGT 8

*

2. K¥ thuat trinh bay

Tén co quan, to chuc chu quan truc tiép va co quan, td chirc ban hanh vin
ban duoc trinh bay tai 6 s 2; chiém khoang 1/2 trang gidy theo chiéu ngang, &
phia trén, bén trai.

Tén co quan, to chie chu quan truc tiép duoc trinh bay & dong thur 1 tai 6
s6 1, bang chir in hoa, cung ¢& chir nhu ¢& chir cua Quéc hiéu, kiéu chir ding.
Néu tén co quan, td chirc chu quan dai, c6 thé trinh bay thanh nhiéu dong.



Tén co quan, t6 chirc ban hanh van ban trinh bay tai 6 s 2 bang chir in hoa,
cling ¢& chit nhu ¢& chir cua Qudc hiéu, kiéu chir dimg, dam, duoc dat canh,
glua duéi tén co quan, t6 chirc chu quan; phia dudi co duong ké ngang, nét lién,
c6 do dai bang tir 1/3 dén 1/2 do dai cua dong chir va dat can do6i so v6i dong
chir. Truong hop tén co quan, to chirc ban hanh van ban dai c6 thé trinh bay
thanh nhiéu dong, vi du:

DANG BO THANH PHO HA NOI
PANG UY TONG CONG TY XDCT
GIAO THONG 8

*

Hoac:
TONG CONG TY XDCT GIAO THONG 8
CONG TY CO PHAN PAU TU VA XDCT
GIAO THONG 874

Céac dong chir trén duogc trinh bay cach nhau dong don.

* Riéng dbi voi vin ban cia Pang thi dudong ké ngang phia dudi dugc
thay bang dau hoa thi (*) in dam, vi du:

D{&NG BO TQNG CONG TY XDCTGT 8
PANG UY CONG TY CP XDCTGT 810

*
Dicu 8. So, ky hiéu ciia vin bin
1. Thé thirc
a) S6 clia van ban

S6 ctia van ban 1a s6 tht tu dang ky van ban tai van thu cua co quan, to
chuc. SO cua van ban dugce ghi bang chir so A-rdp, bat dau tir s6 01 vao ngay
dau nam va két thuc vao ngay 31 thang 12 hang nam.

b) Ky hiéu cua van ban

- Ky hiéu ciia vin ban c6 tén loai bao gdm chir viét tit tén loai van ban theo
bang chit vi€t tat tén loai van ban va ban sao keém theo Hudng dan nay (Phu luc
I) va chit viét tat tén co quan, té chire hodc chire danh nha nude (ap dung doi véi
chirc danh Chu tich Hoi dong thanh vién, Tong giam doc, Ban Thuong vu Dang
uy) ban hanh van ban, vi du:

Nghi quyét cia Hoi dong thanh vién ban hanh dwgc ghi nhu sau: So:
.../NQ-HDTV

Chi thj ctia Téng giam dbc ban hanh dugc ghi nhu sau: S6: .../CT-TGD.

Quyét dinh ctia Tong cong ty XDCT giao thong 8 ban hanh dugc ghi nhu
sau: So: .../QD-TCTS, vi du:



BO GIAO THONG VAN TAI WDANQ BO THANI; PHO HA NOI
TONG CONG TY XDCT GIAO THONG 8 PANG UY TONG CONG TY XDGT 8

g *
5:323/QOD-TCTS ,
50: 32342 S4: 180-QB/DUTCTS

Bdo céo cua cac Cong ty truc thude Téng cong ty XDCT giao théng 8, vi
du béo céo clia Cong ty c6 phan Tu van xdy dung giao thong 8 dugc ghi nhu
sau: SO: .../BC-CTTVS, vi du:

TONG CONG TY XDCT GIAO THONG 8  DANG BO TONG CONG TY XDCT GT 8
CONG TY CP TU VAN XDGT 8 PANG UY CONG TY CP TU VAN XDGT 8

it st ®
5: 15/BC-CTTVS :
S6: 15/BC-C Sé: 257 -TTt/DUCTTVS

- Ky hiéu cua céng van bao gbm chir viét tat tén co quan, t6 chirc hodc
chirc danh nha nuéce ban hanh céng van va chir viét tit tén don vi (phong, ban,
bo phén) soan thao hoac chu tri soan thao cong van do (néu co), vi du:

Céng van do Phong T6 chirc can bo - Lao dong Tong cong ty soan thao va
ban hanh: Sé:..../TCT8-TCCB, hodc do Ban Td chirc Pang iy Tong cong ty
XDCT giao thong 8 ban hanh: S¢:.....-TTr/BTCDU, vi du:

TONG CONG TY XDCT GIAO THONG 8  DPANG UY TONG CONG TY XDCT GT 8
PHONG TCCB-LD BAN TO CHUC

e - *
Sé: 99/TCTS-TCCB ,
© $4: 210 -TT/BTCPU

2. K¥ thuat trinh bay

Sd, ky hi¢u cua van ban dugc trinh bay tai 6 s6 3, duoc dat canh gitta dudi
tén co quan, td chirc ban hanh van ban.

Tir “86” duoc trinh bay béng chit in thudng, ky hiéu bang chir in hoa, c3
chir 13, kiéu chir ding; sau tir “S6” c6 dau hai cham; véi nhung s0 nho hon 10
phai ghl thém s6 0 phia trudc; gitra s6 va ky hiéu van ban c6 dau gach chéo (/),

gitta cdc nhom chir viét tat ky hiéu van ban c6 dau gach néi (-) khéng cach chir,
vi du:

5: 05/QD-TCT8 (Quyét dinh ctia Tong cong ty XDCT giao thong 8);

S6: 19/TCT8-TCCB (Codng van cua Téng cong ty XDCT giao thong 8 do
Phong T6 chire cén b - Lao ddng soan thao);

Sé: 23/BC-TCT8 (Bdo cdo clia Tong cong ty XDCT giao thong 8).
* Riéng vé viin ban ciia Pang giita s6 va ky hiéu ¢6 diu gach ngang nbi (-),
gitra tén loai van ban va tén co quan c6 dau gach chéo (/), vi du:

[72]
(@}



S6:18-BC/BTC (Bdo céo ciia Ban T6 chitc Pang uy Tong cong ty XDCT
giao thong 8)

Sé: 133-TTr/DUTCTS (T& trinh ctia Pang ty Tong cong ty XDCT GT 8)

Piéu 9. Dia danh va ngay, thang, nam ban hanh van ban

1. Thé thirc

a) Dia danh ghi trén vén ban la tén goi chinh thirc cua don vi hanh chinh
(tén riéng cua tinh, thanh phé truc thude Trung uong; huyén, qudn, thi x4, thanh
phd thudc tinh; x4, phudng, thi trin) noi co quan, to chic dong tru so, cu thé
nhu sau:

- Dia danh ghi trén van ban cua cac co quan, to chtre Trung wong 1a tén cua
tinh, thanh pho truc thugc Trung wong noi co quan, t6 chirc dong tru so, vi du:

Vén ban cua Téng cong ty XDCT giao thong 8 (c6 tru sé tai thanh phé Ha
Noi): Ha Ndi,

~ Vin ban ciia Cong ty ¢ phan XDCT giao thdng 820 (c6 tru so tai thanh

pho Phu ly): Phu Ly,

b) Ngay, thang, nam ban hanh van ban

Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban duogc ban
hanh.

Ngay, thang, nam ban hanh van ban phai dugc viét day du; cac s6 chi ngay,
thang, nam dung chir s6 A-rap; ddi véi nhimg s6 chi ngay nhé hon 10 va thang
1, 2 phai ghi thém sb 0 & trude, cu thé:

Ha N¢i, ngay 05 thang 02 nam 2013
2. K¥ thuat trinh bay

Dia danh va ngay, thang, nam ban hanh van ban duogc trinh bay trén cung
mdt dong véi sb, ky hiéu vin ban, tai 6 s6 4, bang chit in thuong, c& chir tir 13
dén 14, kiéu chir nghiéng; cac chit cai dau cua dia danh phai viét hoa; sau dia
danh c6 diu phay; dia danh va ngay, thang, nam duoc dit canh gitta dudi Qubc
hiéu (hodc dudi tiéu de trong van ban cua Dang).

Piéu 10. Tén loai va trich yéu ndi dung ciia viin ban

1. Thé thirc

Tén loai van ban la tén cua tung loai van ban do co quan, t6 chirc ban hanh.
Khi ban hanh van ban déu phai ghi tén loai, trir cong van.

Trich yéu ndi dung ctia van ban 1a mét cau nge“'m gon hodac mdt cum tir phan
anh khai quat ndi dung chu yéu cua van ban.

2. K¥ thuat trinh bay

Tén loai va trich yéu ndi dung clia cac loai vdn ban c6 ghi tén loai dugce

trinh bay tai 6 s6 5a; tén loai van ban (nghi quyét, quyét dinh, ké hoach, bao céo,
to trinh va céac loai van ban khac) dugc dat canh gitra bang chir in hoa, c& chir
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14, kiéu chit dimg, dam; trich yéu noi dung vin ban dugc dit canh gitra, ngay
dudi tén loai van ban, bang chir in thuong, c& chir 14, kiéu chir dung, ddm; bén
dudi trich yéu c6 duong keé ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 do dai
cua dong chir va dat can dbi so v6i dong chir, vi du:

QUYET PINH
Vé viée diéu dong can bd

Hoac:

KET LUAN
CUA BAN THUONG VU PANG UY

Trich yéu ndi dung cong vin duoc trinh bay tai 6 s6 5b, sau chir “V/v”
bang chit in thuong, ¢& chir tir 12 dén 13, kiéu chir du’ng (Van ban cua chuyén
mon), chit nghiéng (Van ban cua Dang); duorc dit canh gitra dudi sé va ky hiéu
van ban, cach dong 6pt voi sb va ky hiéu van ban, vi du:

S0: 798/TCT8-TCCB S6 124-CV/VPDU
V/v bao céo tinh hinh lao dong doi du Vv ngp bdo cdo viéc thu"c hién cdc chi
tiéu dang ky 6 thang dau nam 2013

Piéu 11. Noi dung vin ban

1. Thé thirc

a) Noi dung van ban la thanh phan chi yéu cta van ban.

No6i dung van ban phai bao dam nhiing yéu céu co ban sau:

- Phu hop véi hinh thire van ban duogc sir dung;

- Phu hop véi dudng 16i, chii truong, chinh sach cia Pang; phu hop voi
quy dinh cua phap luat;

- Pugc trinh bay ngén gon, rd rang, chinh x4c;

- Sir dung ngdn ngir viét, cach dién dat don gian, dé hiéu;

- Dung tor ngir tleng Viét Nam pho thong (khong dung tur nglr dia phuong
va tu ngu' nudc ngoai néu khong thuc sy can thiét). Di voi thuat ngir chuyén
mon can xac dinh rd ndi dung thi phai dugc giai thich trong van ban;

- Chi duoc viét tat nhiing tlr, cum tir thdng dung, nhimng tir thuéc ngoén ngir
tiéng Viét dé hleu D01 v6i nhimg tu, cum tir dugc sir dung nhiéu lan trong vin
ban thi c6 thé viét tit, nhung cdc chir viét tit lan dau cua tlr, cum tir phai dugc
dit trong ddu ngodc don ngay sau tir, cum tir do;

- Khi vién dan 1an d4u vin ban c6 lién quan, phai ghi day du tén loai, s6, ky
hiéu van ban, ngay, thang, nam ban hanh van ban, tén co quan, t6 chirc ban hanh
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van ban, trich yéu noi dung ve‘m ban (d6i v6i luat va phap 1énh chi ghi tén loai va
tén cua luét, phap 1énh), vi du: “... dugc quy dinh tai Nghi dinh s6 110/2004/ND-
CP ngay 08 thang 4 ndm 2004 ctia Chinh phu vé cong tac van thu”; trong céc lan
vién dan tiép theo, chi ghi tén loai va sb, ky hiéu cta van ban do;

- Vlet hoa trong van ban hanh chinh dugc thuc hién theo Phu luc VI - Quy
dinh viét hoa trong van ban hanh chinh.

b) Bb cuc cua vin ban

Tuy theo thé loai va noi dung, van ban co thé c6 phan cin ctr phap ly dé
ban hanh, phan m& dau c6 thé dugc bd cuc theo phan, chuong, muc, diéu,
khoan, diém hodc duoc phan chia thanh cac phan, muc tir Ién dén nho theo mot
trinh tu nhat dinh, cu thé:

- Nghi quyét (ca biét): theo diéu, khoan, diém hodc theo khoan, diém:;

- Quyét dinh (ca biét): theo diéu, khoan, di{im; cac quy 9hé (quy dinh) ban
hanh kém theo quyét dinh: theo chuong, muc, diéu, khoan, diém,;

- Chi thi (c4 biét): theo khoan, diém;

- Cac hinh thirc van ban hanh chinh khéc: theo phﬁ"ln, muc, khoan, diém
hoac theo khoan, diém.

D6i véi cac hinh thirc van ban duoc bd cuc theo phén, chuong, muc, didu
thi phan, chuong, muc, diéu phai cé tiéu deé.

2. K¥ thuat trinh bay
Noi dung van ban dugc trinh bay tai 6 s6 6.

Phan noi dung (ban vin) dugc trinh bay bang chit in thuong (duge dan déu
ca hai 18), kiéu chir dimg; ¢& chir tir 13 dén 14 (phén 161 van trong mot vin ban
phai ding cting mét c& chir); khi xubng dong, chir diu dong phai phai i vao tir
lcm dén 1,27cm (1 default tab); khoang cach giira cac doan van (paragraph) dit
toi thiéu la 6pt; khoang cach giita cac dong hay cach dong (line spacing) chon
t6i thiéu tir cach dong don (single line spacing) hodc tir 15pt (exactly line
spacing) tré 1én; khoang cach tdi da giita cac dong la 1,5 dong (1,5 lines).

Doi v@i nhimg van ban c6 phan can ctr phap ly dé ban hanh thi sau moi cin
clr phai xuong dong, cubi dong co dau “cham phay”, riéng can cir cudi cung két
thiic bang dau “phay”.

Truong hop ndi dung van ban dugce bd cuc theo phé‘m, chuong, muc, diéu,
khoan, diém thi trinh bay nhu sau:

- Phén, chuong: Tir “Phan”, “Chuong” va sb thir tu ctia phan, chuong dugc
trinh bay trén mot dong riéng, canh giita, bing chit in thuong, c¢& chir tir 13 dén
14, kiéu chit dimg, dam. S& thtr tu ctia phan, chuong ding chit sé La Ma. Tiéu
dé (tén) cua phan, chuong dugc trinh bay ngay dudi, canh giira, bang chir in hoa,
c& chit tir 13 dén 14, kiéu chir dimg, dam;

- Muc: Tu “Muc” va so thir tr cia muc dugc trinh bay trén mot dong riéng,



canh giira, bang chit in thuong, c& chir tir 13 dén 14, kiéu chir ding, dam. Sé thir
tu cua muc dung chir s6 A - rap. Tiéu dé cua muc duoc trinh bay ngay dudi,
canh giita, bang chit in hoa, c& chit tir 12 dén 13, kiéu chir dimg, dam;

- Piéu: Tur “Piéu”, sb thir tu va tiéu d& cta diéu dugce trinh bay bang chir in
thuong, cach 18 tréi 1 default tab, sé thtr tu cua diéu dung chit s A-rap, sau so
thtr tu c6 ddu chim; c& chit bang ¢ chit cia phan 10i van (13-14), kiéu chir
diang, dam,;

- Khoan: S6 thi tu cac khoan trong moi muc dung chir 5O A-rép, sau sO thir
tur ¢6 dau cham, ¢& chir s6 bang ¢ chir cua phan 161 van (13-14), kiéu chir ding;
néu khoan c¢é tiéu dé, sd tha tu va tiéu dé cua khoan dugc trinh bay trén mot
dong riéng, bang chit in thuong, c& chir bing ¢ chir ctia phan 10i van (13-14),
kiéu chir dung;

- Piém: Tht tu cac diém trong mdi khoan dung cac chir cai tleng Viét theo
thir tu abc, sau c6 dau dong ngodc don, bang chir in thuong, ¢& chir bang c& chir
ctia phan 161 van (13-14), kiéu chir ding.

~ Trudng hop ndi dung véan ban duge phén chia thanh cac phan, muc, khoan,
diém thi trinh bay nhu sau:

- Phén (néu co) Tir “Phan” va sd thir ty ciia phan duoc trinh bay trén mot

dong riéng, canh giira, bang chir in thuong, c& chir tir 13 dén 14, kiéu chir dimg,

dam; so thur tu cua phan dung chir s6 La Ma. Tiéu dé cua phan dugc trinh bay
ngay dudi, canh gitta, bang chit in hoa, ¢& chit tir 13 dén 14, kiéu chir dimg, dam;

- Muc: S thtt tu cdc muc dung chit s La M4, sau c6 dau chdm va dugc
trinh bay cach 1é trai 1 default tab; tiéu dé cia muc dugc trinh bay cing mét
hang vai sb thir tu, bing chit in hoa, ¢& chit tir 13 dén 14, kiéu chir dimg, dam;

- Khoan: S6 thir tu cac khoan trong mdi muc dung chir s6 A- -rdp, sau s thir
tur co déu cham, c& chir so bang c& chir cua phan 161 van (13-14), kiéu chir ding;
néu khoan c6 tiéu dé, sb thir tu va tiéu dé ciia khoan dugc trinh bay trén mot
dong riéng, bang chir in thudng, ¢ chir bing c& chir ctia phan 1oi van (13-14),
kiéu chir ding, dam;

- Piém trinh bay nhu truong hop ndi dung van ban duoc bé cuc theo phan,
chuong, muc, diéu, khoan, diém.

Piéu 12. Quyén han, chirc vu, ho tén va chir ky ciia ngudi ¢6 thim quyén

1. Thé thuc

a) Viéc ghi quyén han clia ngudi ky duoc thyc hién nhu sau:

- Trudong hop ky thay mit tap thé thi phai ghi chir viét tat “TM.” (thay mit)
vao trude tén tap thé 1anh dao hodc tén co quan, to chirc, vi du:

TM. HOI PONG THANH VIEN T/M BAN THUONG VU

- Truong hop ky thay ngudi dimg dau co quan, t6 chire thi phai ghi chir viét
tat “KT.” (ky thay) vao trudc chic vu cia nguoi diung dau, vi du:



KT. CHU TICH KT. TONG GIAM POC
PHO CHU TICH PHO TONG GIAM POC

~ Truong hop cép pho duoc giao phu trach thi thuc hién nhu cép pho ky thay
cap trudong;
- Truong h()’p ky thtra 1énh thi phai ghi chit viét tat “TL.” (thira 1énh) vao
trude chire vy cia nguoi dimg dau co quan, té chire, vi du:

TL. TONG GIAM POC TL. CHU TICH
TRUONG PHONG TCCB - Lb CHANH VAN PHONG

- Truong hop ky thira uy quyen thi phai ghi chir v1et tat “TUQ.” (thira ty
quyén) vao trude chirc vu cia nguoi ding dau co quan, t6 chire, vi du:

TUQ. TONG GIAM POC
TRUONG PHONG TCCB - LD

b) Chtrc vu ctia nguoi ky

Chtrc vu ghi trén vén ban 1a chie vy lanh dao chinh thire cta nguoi ky van
ban trong co quan, t6 chirc; chi ghi chirc vu nhu Chu tich, Phé Chu tich, Tong
giam dbc, Pho Tong giam dbc, Giam dbc, Phé Giam déc, Q. Giam déc (Quyén
Giam dée) v.v.. ., khéng ghi nhiing chitc vu ma Nha nudc khong quy dinh nhu:
cap pho thuorng truc, cap pho phu trach, v.v...; khong ghi lai tén cO quan, to
chuec, trir cac van ban lién tich, van ban do ha1 hay nhiéu co quan, t6 chirc ban
hanh; viéc ky thlra 1énh, ky thira ty quyén do céc co quan, to chirc quy dinh cu
thé bang van ban.

Chirc danh ghi trén van ban do cac to chirc tir van (khong thude co céu to
chirc cua co quan dugc quy dinh tai quyét dinh thanh 1ap; quyét dinh quy dinh
chtrc ning, nhiém vu, co cdu to chtc cia co quan) ban hanh la chic danh lanh
dao cua nguoi ky van ban trong ban hoac hoi dong. f)01 v6i nhimg ban, hoi dong
khong dugc phép st dung con dau ctia co quan, t6 chirc thi chi ghi chirc danh
cua nguoi ky van ban trong ban hodc héi dong, khong duoc ghi chirc vu trong co
quan, t6 chirc.

¢) Ho tén bao gom ho, tén dém (néu cd) va tén cua ngudi ky vin ban

D6i v6i van ban hanh chinh, trude ho tén cua nguoi ky, khong ghi hoc
ham, hoc vi va cac danh hiéu danh du khac.

2. K¥ thuat trinh bay

Quyén han, chirc vu ctia nguoi ky dugc trinh bay tai 6 s6 7a; chirc vu khéc
clia nguoi ky duoc trinh bay tai 6 sé 7b; céc chir viét tit quyén han nhu: “TM.”,
“KT.”, “TL.”, “TUQ.” hoic quyén han va chirc vu cia ngudi ky duge trinh bay
chir in hoa, ¢& chix tir 13 dén 14, kiéu chir ding, dam.

Ho tén cua ngudi ky van ban dugc trinh bay tai 6 sé 7b; bang chit in
thuong, c& chir tir 13 dén 14, kiéu chir ding, dam, dugc dat canh giira so voi
quyén han, chirc vu ctia ngudi ky.

Chir ky ctia ngudi ¢6 thim quyén dugc trinh bay tai 6 sb 7c.
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* Riéng vé cdc vin ban ciia Pang nhimg chir viét tat dugc quy dinh nhu
sau: T/M (thay mat), T/L (thtra 1énh), K/T (ky thay), vi du:

K/T TRUONG BAN T/M BAN THUONG VU
PHO TRUONG BAN PHO BI THU THUONG TRUC
(chir ky) (chit ky)
Ho va tén Ho va tén

. A - A -
Piéu 13. Dau ciia co quan, to6 chire

Déu cua co quan, t6 chire dugc trinh bay tai 6 sé 8; dau giap lai dugc dong
vao khoang glua mép phai cia vdn ban hodc phu luc vén ban, trim lén mot phan
céc to gidy; mdi ddu dong t6i da 05 trang vin ban.

Diéu 14. Noi nhin
1. Thé thirc

Noi nhan xac dinh nhitng co quan, td chire, don vi va cé nhan nhan van ban
va ¢6 trach nhiém nhu dé xem xét, giai quyét; dé thi hanh; dé kiém tra, giam sat;
dé béo cao; dé trao do6i cong viéc; dé biét va dé luu.

Noi nhén phai duoc xac dinh cu thé trong van ban. Can cur quy dinh cua
phap lut; can clr chirc nang, nhiém vu, quyén han cua co quan, td chirc va quan
hé cong tac; can cr yéu cau giai quyét cong viéc, don vi hodc ca nhan soan thao
hodc chu tri soan thao ¢6 trach nhiém dé xuét nhimg co quan, to6 chirc, don vi va
ca nhan nhan van ban trinh nguoi ky van ban quyét dinh.

Doi voi vin ban chi glri cho mot so6 doi twong cu thé thi phai ghi tén timg
co quan, to chirc, ca nhin nhén vin ban; doi vdi van ban duge guri cho mot hoac
mot s0 nhom ddi tuong nhat dinh thi noi nhén dugc ghi chung, vi du:

- Céc dong chi UVBCH Pang bg;
- Cac phong chuyén mon nghiép vuy;
- Céc don vi co s0;

Déi voi nhimng vin ban c6 ghi tén loai, noi nhén bao gbm tir “Noi nhan” va
phan liét ké cac co quan, t6 chtre, don vi va ¢4 nhan nhan vin ban.

Péi v6i cong van hanh chinh, noi nhan bao gdm hai phan:

- Phan thir nhat bao gom tir “Kinh gui”, sau do la tén céc co quan, to chire
hodc don vi, ca nhén tryc tiép giai quyet cong viéc;

- Phan thir hai bao gom tir “Noi nhan”, phia dudi la tir “Nhu trén”, tiép theo
la tén cac co quan, to chirc, don vi va cd nhéan cd lién quan khac nhan vén ban.

2. K¥ thuat trinh bay
Noi nhan duoc trinh bay tai 6 sb 9a va 9b.

Phén noi nhan tai 6 s6 9a duoc trinh bay nhur sau:
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- Tt “Kinh gri” va tén cac co quan, td chirc hodc ca nhan nhéan van ban
dugc trinh bay bang chit in thuong, cd chir tir 13 dén 14, kiéu chir ding;

- Sau tir “Kinh gri” ¢6 du hai cham; néu cong van giri cho mét co quan, to
chirc hodc moét ca nhan thi tir “Kinh gui” va tén co quan, t6 chirc hodc cé nhan
dugc trinh bay trén ciing mdt dong; trudng hop cong van giri cho hai co quan, tb
chire hodc ca nhéan tr¢ 1én thi xudng dong; tén mdi co quan, td chirc, ca nhan
hodc moi nhém co quan, ) chuce, ca nhén dugce trinh bay trén mét dong rleng,
dau dong co gach dau dong, cubi dong c6 ddu chdm phay, cudi dong cudi cung
c¢6 dau cham; cac gach dau dong dugc trinh bay thang hang v6i nhau dudi dau
hai cham.

Phan noi nhan tai 6 s6 9b (4p dung chung dbi v&i cong van hanh chinh va
cac loai van ban khéc) dugc trinh bay nhu sau:

- Tt “Noi nhan” dugc trinh bay trén mot dong riéng (ngang hang voi dong
chir ¢ ‘quyén han, chirc vu cua ngudi ky” va sat 1& trai), sau c6 ddu hai chdm,
bang chir in thuong, ¢& chir 12, kiéu chir nghiéng, dam:;

- Phan liét ké céc co quan, td chue, don vi va ca nhan nhan van ban duogc
trinh bay bang chit in thuong, ¢& chir 11, kiéu chir ding; tén mdi co quan, td
chire, don vi va ca nhan hodc mdi nhém co quan, to chirc, don vi nhan van ban
duogc trinh bay trén mot dong riéng, dau dong co gach dau dong sat 18 trai, cudi
dong co dau chdm phéu; riéng dong cubi cling bao gém chix “Luu” sau co dau
hai cham tlep theo 1a chir viét tat “VT” (Van thu co quan, to chire), déau phay,
chir viét tat tén don vi (hodc bo phén) soan thao van ban va sé lugng ban luu
(chi trong trudng hop can thiét), cudi cting 1a ddu chim.

Piéu 15. Cac thanh phan khic
1. Thé thirc
a) DAu chi mtrc d6 mat
_ Viée x4c dinh va déng dau do mat (tuyét mat, toi mt hogc mét) va dau thu
hoi doi voi van ban ¢o ndi dung bi mat nha nudc.
b) Déu chi mirc d6 khan

Tuy theo muc d can dugc chuyén phat nhanh, van ban dugc xac dinh do
khén theo bén mirc sau: khan, thuong khan, hoa tdc, hoa téc hen gio; khi soan
thao vin ban ¢6 tinh chéat khan, don vi hodc c nhan soan thao vin ban dé xuét
murc d6 khén trinh nguoi ky vin ban quyét dinh.

c) Déi véi nhung van ban c6 pham vi, déi tuong dugc phd bién, sir dung
han ché, sir dung céc chi dan vé pham vi luu hanh nhu “TRA LAI SAU KHI
HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NQI BO”.

d) Déi véi cong van, ngoai cac thanh phan duoc quy dinh 6 the b6 sung
dia chi co quan, t6 chirc; dia chi thu dién tir (E-Mail); s6 dién thoai, s6 Telex, s6
Fax; dia chi trang thong tin dién tir (Website).

d) Déi v6i nhitng vin ban can duoc quan ly chét ché vé sé lugng ban phét
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hanh phai ¢6 ky hiéu nguoi danh mdy va s6 luong ban phét hanh.
e) Van ban c6 hai trang tré 1én thi phai danh s6 trang bang chit sd A-rap.
g) Trudng hop van ban ¢é phu luc kém theo thi trong véan ban phai co chi

dan vé phu luc d6. Phu luc vin ban phai co tiéu de; vén ban co tu hai phu luc tro
[én thi cac phu luc phai duge danh so thir tu bang chit s6 La MA.

2. K¥ thuat trinh bay
a) Dau chi mtrc d6 mat
Con dau cac do mat (TUYET MAT, TOI MAT hoic MAT) va dau thu hm

dugc khic san theo quy dinh. Déiu dé mat duge dong vao 6 so 10a, déu thu hoi
duoc dong vao 656 11.

b) D4u chi mirc d6 khan

Con dAu cac d6 khén duoc khéc sin hinh chit nhat c6 kich thude 30mm x
8mm, 40mm x 8mm va 2Omr§1 X 8131m, trén d(’)‘céc tur “KHAN”, “THUONG
KHAN”, “HOA TOC” va “HOA TOC HEN GIO” trinh bay bang chit in hoa,
phéng chit Times New Roman ¢& chir tir 13 den 14, kiéu chir ding, dam va dat
can doi trong khung hinh chir nhét vién don. Ddu do khan duoc déng vao 6 sb
10b. Muc dé déng déu do khan dung mau dé tuoi.

¢) Céc chi dan vé pham vi luu hanh

Céc chi dan vé pham vi luu hanh trinh bay tai 6 s6 11; cac cum tir “TRA
LAI SAU KHI HOQP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH
NOI BO” trinh bay can ddi trong mot khung hinh chit nhat vién don, bing chit
in hoa, phong chir Times New Roman, c& chir 13 dén 14, kiéu chir dimg, dam.

d) I:);a chi co quan, td chirc; dia chi thu dién tir (E-Mail); s6 dién thoai, sb
Telex, so Fax; dia chi Trang thong tin dién tir (Website).

Céc thanh phan nay dugc trinh bay tai 6 s6 14 trang thtr nhat ctia van ban,
bang chir in thudng, c& chir tir 11 dén 12, kiéu chir ding, dudi mot duong ke nét
lién kéo dai hét chiéu ngang ctia vung trinh bay vén ban.

d) Ky hiéu ngudi danh may va s6 luong ban phat hanh

~_ Duoc trinh bay tai 6 s6 13; ky hiéu bang chir in hoa, s6 luong ban bang chit
s0 A-rap, cd chir 11, kiéu chir dung.

e) Phu luc van ban

Phu luc véan ban duogc trinh bay trén cac trang riéng; tir “Phu luc” va sb thur
tu cua phu luc dugc trinh bay thanh mét dong riéng, canh gitra, bang chir in
thuong, c& chir 14, kiéu chir ding, dam; tén phu luc dugc trinh bay canh gifra,
bang chir in hoa, c& chir tir 13 dén 14, kiéu chir ding, dam.

g) S6 trang van ban

So trang duge trinh bay tai géc phai & cudi trang glay (phan footer) bang

chir s6 A-rap, ¢& chir 13-14, kleu chit dimg, khong danh sb trang thtr nhét. So
trang cua phu luc dugc danh s6 riéng theo timg phu luc.
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Mau chit va chi tiét trinh bay céc thanh phan thé thirc vén ban dugc minh
hoa tai Phu luc IV kém theo Hudng dan nay.

Mau trinh bay mét s6 loai van ban hanh chinh duge minh hoa tai Phu luc V
kem theo Hudng dan nay.

Chuong III
THE THUC VA KY THUAT TRINH BAY BAN SAO

Piéu 16. Thé thirc béin sao

Thé thirc ban sao bao gom:

1. Hinh thtrc sao

“SAO Y BAN CHINH” hoic “TRICH SAO” hoic “SAO LUC”.

2. Tén co quan, td chirc sao vin ban.

3. S0, ky hiéu ban sao bao gém s6 th tw dang ky dugc danh chung cho cac
loai ban sao ’do’cor quan, to chirc thuc hién va chir viét tat tén lo_f_:li ban sao theo
Bang chir viét tat tén loai van ban va ban sao kém theo Huéng dan nay (Phu luc
I). SO dugc ghi bang chir s0 A-rap, bat dau tir so 01 vao ngay dau nam va ket
thic vao ngay 31 thang 12 hang nam.

4. Cac thanh phan thé thiic khéc cla ban sao van ban gom dia danh va
ngdy, thang, ndm sao; quyén han, chirc vy, ho tén va chir ky cua nguoi c6 tham
quyeén; ({éu cua cO quan, td6 chirc sao van ban v~£1 noi nhan dugc thuc hién theo
hudng dan tai Piéu 9, 12, 13 va 14 cua Hudng dan nay.

Piéu 17. K§ thuét trinh bay

1. Vi tri trinh bay cdc thanh phan thé thirc ban sao (trén trang gidy kho A4)

Thyc hién theo so d6 bd tri cac thanh phan thé thirc ban sao kém theo
Huong dan nay (Phu luc IIT).

Cac thanh phan thé thic ban sao duoc trinh bay trén cung mot to gidy, ngay
sau phéan cudi cung cua van ban can sao dugc photocopy, dudi mot duong ke net
lién, kéo dai hét chiéu ngang cua vung trinh bay van ban.

2. K¥ thuét trinh bay ban sao

a) Cum tir “SAO Y BAN CHINH”, “TRICH SAO” hogic “SAO LUC” dugc trinh
bay tai 6 s0 1 (Phu luc IIT) bang chir in hoa, c& chir tir 13 dén 14, kicu chir dimg, dam.

b) Tén co quan, td chirc sao vin ban (tai 6 sé 2); s6, ky hiéu ban sao (tai 6
s6 3); dia danh va ngay, thang, nam sao (tai 6 sb 4); chuc vu, ho tén va chir ky
cua nguoi co tham quyen (tai 6 s6 5a, 5b va 5c); ddu cia co quan, to chirc sao

van ban (tai 6 so‘ 6); noi nhén (tai 6 s6 7) duoc trinh bay theo huéng dan trinh
bay cac thanh phan thé thirc tai Phu luc III.
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Mau chit va chi tiét trinh bay cac thanh phan thé thic ban sao dugc minh
hoa tai Phu luc IV; mau trinh bay ban sao duoc minh hoa tai Phu luc V kém theo
Hudng dan nay.

Chuong IV
TO CHUC THUC HIEN
Piéu 18..T6 chirc thue hién

1. Truéng cac Phong chirc nang nghiép vu, cac Ban dang, doan thé Tng cong
ty; Thu truéng cac don vi, cdc bd phén thuge Tong cong ty nghiém tac thuc hién
Hudng dan nay.

2. Chénh Van phong Téng céng ty ¢6 trach nhiém dén déc, kiém tra béo céo
Chu tich Ho1 dong thanh vién vé viéc thuc hién Hudng dan nay./.

Noi nhan:

- Nhu Piéu 18 (th);

- bU, HDTV (B/cao);
- Ban TGD;

- Cb, BTN (P/hgp t/h);
- Céac noi lién quan;

- Luu: VT, VP,

Lé Thi An Hai



PHU LUC 1

BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO

(Kém theo Hudng dan)

Tén loai van ban hanh chinh

Chir viét tit

Stt
I | Nghi quyét (ca biét) NQ
2 | Quyét dinh (c4 biét) Qb
3 | Chi thi (ca biét) 6 §
4 | Quy ché QC
5 | Quy dinh Qyb
6 | Thong cao TC
7 | Thong bao B
8 | Huong dan HD
9 | Chuong trinh CTr
10 | Ké hoach KH
11 | Phuong an PA
12 | Pé 4n PA
13 | Duan DA
14 | Bao cao BC
15 | Bién ban BB
16 | To trinh gl
17 | Hop dong HD
18 | Cong van CVv
19 | Cong dién Cb
20 | Ban ghi nho GN
21 | Ban cam két CK
22 | Ban thoa thuéan TTh
23 | Gidy chimg nhan CN
24 | Gidy iy quyén uQ
25 | Gidy moi GM
26 | Giay gidi thiéu GT
27 | Giay nghi phép NP
28 | Gidy di duong 19))
29 | Gidy bién nhan ho so BN
30 | Phiéu gui PG
31 | Phiéu chuyén PC
Ban sao vian bain
1 | Ban sao y ban chinh SY
2 | Ban trich sao TS
3 | Ban sao luc SI,
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PHU LUC

Il

SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN

(Trén mot trang gidy kho A4: 210 mm x 297 mm)

LS

(Kém theo Huong dan)
20-25 |[mm 1
2 1
3 4
5b 5a
10a 9a
10b 12
6 =
30-35 mm | £
» i
o
o
Tel
7a
9b
13 {c
7b
14
20-25| mm

15
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Ghi chu:
0sb
1
2
3
8!
Sa
5b
6
7a. 7b, Tc
8
Oa, 9b
10a
10b
11

12

13

14

15

Thanh phan thé thirc viin ban

Qudc hiéu hodc Tiéu dé "DPANG CONG SAN VIET NAM"
Tén co quan, to chirc ban hanh van ban

S, ky hiéu ctia van ban

DPia danh va ngay, thang, ndam ban hanh van ban

Tén loai va trich yéu ndi dung van ban

Trich yéu noi dung cong van

Noi dung van ban

Quyén han, chiic vu, ho tén va chir ky clia nguoi c¢6 tham quyén
Dau clia co quan, to chiic

Noi nhan

Dau chi mac dd mat

Dau chi murc do khan

Déu thu hoi va chi dan vé pham vi luu hanh

Chi dan vé du thao van ban

Ky hiéu nguoi danh may va sé luong ban phét hanh

Dia chi co quan, t chirc; dia chi E-Mail: dia chi Website; s6
dién thoai, so Telex, so Fax

So trang van ban
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PHU LUC IV
SO PO BO TRI CAC THANH PHAN THE THUC BAN SAO VAN BAN
(Trén mot trang gidy kho A4: 210 mm x 297 mm)
(Kem theo Huong dan)

20-25 | mm

Phan cudi cung cua van ban dugc sao

A

30-35 mm

A

15-20 [mm

(1) Hinh thire sao: “sao y ban chinh”™,

(2) Tén co quan, t6 chire sao van ban “rich sa0” hoic “sao luc”

(3) Sé, ky hiéu ban sao (4) Dia danh, ngay. thang, nam

) (5a) Quyén han, chirc vu nguoi ky

Noi nhan \

© Y (5e) Chirky
@ )(ac)Chuky

_

(5b) Ho va tén nguoi ky

20-25 | mm




i - L  PHULUCIV
MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO
(Kem theo Huong dan)

Vi du minh hoa

Thanh phan thé thire N I o 2 P ~
St va chi tiét trinh bay Loai chir chiy | R1¢U chi Phong chir Times New Roman M..W
(1) . 2) 3) 4) (3) (6) ()
1 | Quodc hiéu
- Dong trén In hoa __W. Pung, dam CONG HOA XA HOI CHU NGHIA VIET NAM 12
- Dong dudi In thuong __w. Dung, dam Doc lap - Ty do - Hanh phuce 13
- Dong ke bén dudi
2 | Tén co quan, t6 chirc
- Tén co quan, t6 chire 9.
chii quan cap trén truc In hoa H.w bing BO GIAO THONG VAN TAl 12
tiep
- Tén co quan, tb chirc In hoa ww. bung, dam TONG CONG TY XDCT GIAO THONG 8 12
- Dong ké bén dudi
Lo . , S6: 15/QD-TCTS; S6: 05/TCT8-KTKH; J
3 | SO, ky hiéu cua van ban | In thuong | 13 Dung Sé 12/GM-TCTS 13
Dia danh va ngay
g 5 X 5 13- s & Ha Ngi, ngay 05 thang 02 nam 2009
4 me:m” feien Bt Kl I S 14 Nghicng Thanh phé Ho Chi Minh, ngay 29 thang 6 ndm 2009 =
van ban
B Tén loai va trich yéu
ndi dung
N D61 voi van ban co tén
loai
- Tén _om.:, van ban In hoa 14 | bung, ddm QUYET DINH 14
- Trich y€u ndi dung In thuong | 14 | DPing, dam Vé viée tuyén dung lao dong 14
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- Tiéu dé ciia phan In hoa __.M. Ding, dam = TINH HINH THUC HIEN NHIEM VU... 14

-Sothrtpvatieud® | ppo0 | 13| ping, dsm | 1 NHITNG KET QUA... 14

cua muc 14

- Khoan:
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P obererey ek P ..
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN
(Kem theo Huong dan)

1. Méu trinh bay vin ban hanh chinh
Mau 1.1 - Nghi quyét ctia Hoi ddng thanh vién, Hoi ddng quan tri

Mau 1.2 - Quyét dinh (ca biét) (quy dinh truc tiép)

Mau 1.3 - Quyét dinh (ca biét) (quy dinh gian tiép)
Mau 1.4 - Van ban c¢6 tén loai khac
Miu 1.5 - Congvan

Mau 1.6 - Gidy moi

Mau 1.7 - Gidy gi6i thidu

Mau 1.8 - Bién ban

Mau 1.9 - Gidy bién nhan ho so
Maiu 1.10 - Giay chtng nhan
Mau 1.11 - Gidy di dudng

Mau 1.12 - Gidy nghi phép

Mau 1.13 - Phiéu chuyén

Mau 1.14 - Phiéu gui

Maiu 1.15 - Thu cong

2. Miu trinh bay bin sao viin bén

Mau 2.1 Ban sao van ban

24



MAu 1.1- Nghi quyét ciia Hi dong thanh vién

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

TEN CO QUAN, TO CHUC (2) Péc lap - Tu do - Hanh phic
$6:  /NQ-....(3) e (4)...., ngAY ... thang ..... nam 20)...
NGHI QUYET
— (5) tevvreerrnneennnanns
HOI PONG THANH VIEN ...... )
AN CUT eoeeeeeeeeeeeeee e et e e e e e se e aaeaaaeeaesessnsannnanreeeeeatsbbbasssssaannnans
(=7 F 1 S g e e P :
QUYET NGHI
S TTIT I U (6) oo
DB cve oottt
............................................................................................................................ /.

TM. HOI PONG THANH VIEN

Noi nhin: CHU TICH (7)
:Nhu E)'leu (Chir ky, ddu)
-Luu: VT, .... (8). A.xx (9)

Ho va tén

Ghi chii:

(1) Tén co quan, to chure chu quan truc tiép.

(2) Tén co quan, t6 chire ban hanh nghi quyét.

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

(4) Pia danh.

(5) Trich yéu néi dung nghi quyét.

(6) Noi dung nghi quyét.

(7) Chirc vu cua nguoi ky, truong hop Phéd Chu tich duge giao ky thay Chu tich thi ghi chr
viét tat * ‘KT.” vao trude chire vu Chu tich, bén dudi ghi chire vu cua ngudi ky (Pho Chu tich).
(8) Chir viét tit tén don vi soan thao vin b'm va sO luong ban luu (neu can)

(9) Ky hiéu ngudi danh may, nhan ban va s6 luong ban phat hanh (neu can).
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Miu 1.2 - Quyét dinh (quy dinh truc tiép)

TEN CQ, TC CHU QUAN (1) CQONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Péc 1ap - Tu do - Hanh phic
S0: (3) /QP-...(4).. i (5)...., ngay ..... thang ..... nam 20...
‘ QUYET PINH
Ve VIE .osvivasees (0] P
THAM QUYEN BAN HANH (7)......
CHN BWcsvimisussasasmssoiismiissasonsarmsasas (8) teeeeeeie e g
L | ———— . :
Xét dé nghicla ...ccoeevvvveenrennnnee. R ——————— ,
QUYET DINH
Dicu 1. ., (10) e,
DICU tev oot

o QUYEN HAN, CHUC VU CUA
s NGUOI KY (11)
- Nhu biéu ...;

- Luu: VT, .... (12) Axx (13) (Chit ky, dau)

Ho va tén
Ghi chii: ‘ .
(1) Tén co quan, té chure cht quan tryc ticp.
(2) Tén co quan, t6 chirc hogc chire danh nha nude ban hanh quyet dinh.
(3) Déi VO‘I quyet dinh ca biét, khong ghi nam ban hanh gitra s0 va ky hiéu cua van ban.
(4) Chir viét tat tén co quan, t6 chirc hodc chirc danh nha nuée ban hanh quyét dinh.
(5) Pia danh
(6) Trich yeu noi dung quyét dinh.
(7) Néu thim quyén ban hanh quyét dinh thude vé nguoi dimg dau co quan, to chire thi ghi
chie vu cua nguoi dimg dau (vi du: Tong Giam déc.. ., Glam doc....); néu thim quyen ban
hanh quyel dinh thudc vé tap thé lanh dao hodc co quan to chire thi ghi tén tap thé hodc tén
co quan, to chtre do (vi du: Ban thuong vu, Hoi dong thanh vién,...)
(8) Néu cac can cur tryc tiép dé ban hanh quyét dinh (van ban thanh 1ap, quy dinh chuc ning,
nhiém vy, quyen han cua co quan, to chtu.)
(9) Cac van ban phép ly lién quan truc tiép dén vén dé giai quyét trong ndi dung quyét dinh.
(10) Noi dung quyct dinh.
(11) Quyen han, chirc vu cua nguoi ky nhu Tong Giam dbc, Giam doc truong hop ky thay
mat tap thé lanh dao thi ghi chir viét tit “TM.” vao trude tén co quan, td chuc hodc tén tap thé
lanh dao (vi du: TM. Ban Thuong vu, TM. Hoi dong .); trudmg hop cép phéd duoe giao ky
thay nguoi ding dau co quan thi ghi chir viét tit “KT.” vao trude chire vu cua nguoi ding
dau, bén dudi ghi chire vu cua nguoi ky vén ban.
(12) Chit viét tit tén don vi soan thao va sb lugng bin luu (néu can).
(13) Ky hi¢u nguoi dénh mdy, nhan ban va so lugng ban phat hanh (néu cén).

26



Mau 1.3 - Quyét dinh (quy dinh gian tiép) ®)

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

86:  /QDb-....(3).. e (4)...., ngay ..... thang ..... nam 20...
QUYET DINH
Ban hanh (Phé duyét) ....... EEREPRERE . | E— N I —
THAM QUYEN BAN HANH (6)
AN O vssusivsmsisiimsses s iasessam ) J R :
Can C‘L']' ............................................ :
Kt A8 DENT CUB ..o oeonesiinsssassamsmm aiseine o s s TSRS s o ooy :
i QUYET DINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ........ ) —
DHCU tee ettt e ettt
............................................................................................................................ /.

QUYEN HAN, CHUC VU CUA NGUOI KY (8)
Noi nhin: )
- Nhu biéu ...; (Chir ky, dau)

.........

- Luu: VT, .... (9) Axx (10) Ho v t8n

Ghi chu:

(*) Mau nay ap dung déi voi cac quyét dinh (ca bi¢t) ban hanh hay phe duyét mét van ban
khéc nhu quy ché, ‘quy dinh, chuong trinh, ké hoach, dé an, phuong an..

(1) Tén co quan, to chire chii quan truc tiép.

(2) Tén co quan, t6 chire hodc chire danh nha nudce ban hanh quyét dinh.

(3) Chir viét tt tén co quan, t6 chirc hodc chirc danh nha nudc ban hanh quyét dinh.

(4) Pia danh

(5) Trich yeu ndi dung quyét dinh.

(6) Néu tham quyen ban hanh quyét dinh thugc vé nguoi dimg dau co quan, to chiic thi ghi
chirc vu cua ngudi ding dau (vi du: Téng Giam doc.. ., Gldam dbc....); néu tham quven ban
hanh quyet dinh thude vé tap thé lanh dao hoic O quan, t6 chire thi ghi tén tap thé hodc tén
co quan, t0 chire do (vi du: Ban thuong vu, Hoi dong thanh vién,...)

(7) Néu céc can cir trye tiép dé ban hanh quyct dinh (nhu ghi chu ¢ mau 1.2).

(8) Quyen han, chirc vy cua nguoi ky nhu Téng Giam doc, Giam doc truomg hop ky thay mat
tap thé lanh dao thi ghi chit viet tat “TM.” vao trude tén co quan, to chirc hodc tén tap thé lanh
dao (vi du: TM. Ban Thuong vy, TM. Héi déng...); truomg hop cap pho duge giao ky thay
nguoi ding dau co quan thi ghi chir vidt tit “KT.” vao trude chire vu ciia ngudi dimg dau, bén
dudi ghi chire vu cua nguoi ky van ban.

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

(10) Ky hiéu nguoi danh may, nhéan ban va so luong ban phét hanh (néu can).
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Mau vin ban (ban hanh kém theo quyét dinh)

TEN CQ, TC CHU QUAN  CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC B@C lf.ip - '-ru' do - Hanh phl'lc

TEN LOAI VAN BAN

Bat i i heo gl B o8 O e ol o 20..... )
Chuong 1
~ QUY PINH CHUNG
DHCU Le et e e
B T
........................................................... il
T
........................................................... Ei;;;';)‘ng
DB oo e
B S
QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, ddu)
Nguyén Vin A
Ghi chu:

(*) Mau nay 4p dung doi v6i cac van ban duge ban hanh kém theo quyét dinh (ca biét), bd cuc
0 thé bao gom chuong, muc, diéu, khoan, diém.

(1) Trich yéu noi dung cua van ban.
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Miu 1.4 - Viin bén 6 tén loai khac

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

TEN CO QUAN, TO CHUC Poc lap - Ty do - Hanh phic
, )
So: fomis €3] = inil B sive (D fzen ; BEAW axske thang ... nam 20...
TEN LOAI VAN BAN (6)
.............. ) T
....................................................... 6. Y URR
................................................................ /.

QUYEN HAN, CHUC VU CUA NGUOI KY (9)

............ - (Chit ky, ddu)

- Luu: VT, ....(IO)Axx(ll)
Ho va tén
Ghi chu:

* MAu nay ap dung chung dbi véi da s6 cac hinh thire van ban hanh chinh ¢6 ghi tén loai cu
the nhu: chi thi (ca biét), to trinh, thong béo, chuong trinh, ké hoach, dé an, bao céo, quy dinh
. Riéng dbi V01 to trinh co thé thém thanh phan “kinh gii” & vi tri 9a.

(]) Ten co quan, to chirc chu quan tryc t:ep
(2) Tén co quan, td chire hodc chirc danh nha nudce ban hanh van ban.
(3) Chir v1et tat tén loai van ban.
(4) Chir viét it tén co quan, t6 chire hodc chirc danh nha nudce ban hanh van ban.
(5) Dia danh
(6) Tén loai vin ban: chi thi (ca biét), to trinh, thong bdo, chuong trinh, ké hoach, dé an,
phuong an, bao cao .v.v.

(7) Trich yéu ndi dung vén ban.

(8) Noi dung vén ban.

(9) Quyen han, chire vu cua nguoi ky nhu Téng Giam doc, Giam doc truong hop ky thay mat
tap thé lanh dao thi ghi chit viét tat “TM.” vao trude tén co quan, to chie hodc tén tap thé lanh
dao (vi du: TM. Ban Thuong vy, TM. Hoi donf, .): trudmg hop cép pho duge giao ky thay
nguoi dung déu co quan thi ghi chir viét tat “KT.” vao trude chire vu cua ngudi dimg dau, bén
dudi ghi chirc vu cuia nguoi ky van ban.
(10) Chir viét tat tén don vi soan thao va s6 llrorn;:, ban luu (neu can).
(11) Ky hiéu ngudi danh may, nhén ban va so lugng ban phat hanh (néu can).
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Miu 1.5 - Cong viin

TEN CQ. TC CHU QUAN (1) CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap - Tw do - Hanh phiic
S6: feiei B) =cuni(@).... e (5)...., ngay ... thang ..... nam 20...
NI cuws s [ PR e ¢
Kinh guri
...................................................... (T spsepmrvessssmsesnissmmm e e s
................................................................ /s

QUYEN HAN, CHUC VU CUA
Noi nhin: NGUOI KY (8)
- Nhu trén;
VT ) Axe (10) (ChEag. doy

Ho va tén

S6 XX phé Ho Pic Di, quan Béng Da, Ha Néi
PT: (043) 8572767, Fax: (043 ) 8572798

Ghi chin:

(1) Tén co quan, t6 chire chu quan trye tiép.

(2) Tén co quan, t6 chire hodc chire danh nha nude ban hanh cong van.

(3) Chir viét tat tén co quan, t6 chire hodc chirc danh nha nude ban hanh cong van.

(4) Chir viét tit tén don vi (Vu. phong, ban, t6, b phan chiic ning) soan thao cong van.

(5) Pia danh

(6) Trich yéu néi dung cong van.

(7) NO1 dung cong van.

(8) Ghi quyén han, chirc vu cua nguoi ky nhu Tong Giam dée, Giam doc truong hop ky thay
mit tap the lanh dao thi ghi chir viét tit “TM.” vao trude tén co quan, t6 chirc hodc tén tap thé
linh dao (vi du: TM. Ban Thuong vu, TM. Hoi dong, .): truong hop cép pho duge giao ky
thay nguoi dimg dau co quan thi {:hl chir viét tat “KT.” vao trude chie vu cta nguoi diung
dau, bén dudi ghi chire vu ctia nguoi ky vin ban.

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

(10) Ky hi¢u nguoi danh may, nhan ban va so luong ban phat hanh (néu cén)

(1 1) Dia chi co quan, td chire: sb dién thoai, ) Tdu\ so Fax; dia chi E-Mail; Website (néu
L'm)

* Néu noi nhén (kinh }._.,Lll) la nhimg chire danh, chirc vy cao cép cua Nha nudce, thi phan noi
nhédn khong ghi “nhu trén” ma ghi truc tiép nhimg chirc danh, chirc vu dy vio.
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Mau 1.6 - Gidy moi

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

TEN CO QUAN, TO CHUC (2) Poc lap - Tu do - Hanh phic
Sé:  /IGM- ... (3).... i (4)...., ngay ..... thang ..... nam 20...
GIAY MOI
P (5)eenernrnnnns
..................................... (2) woeeeereeereenenn trén trong kinh moti:
ONE (DA) v (0 N
TOT AU e LB rcomsmrmomemmmensmracnsmommesgnosnansessxsmitss
TROT ZIAN: 1.
P2 GIEIMN .vvorerevimsivssmssummesamminssasasss srsseesnsasassarssnssssnmssnusssransasoeissnssssssssssssiss
................................................................ /.
o QUYEN HAN, CHUC VU CUA
{Vo’: nhin: . NGUOI KY
- Lt VT, ... (8) Axx (9) (Chit ky, dau)
Ho va tén
Ghi chu:

(1) Tén co quan, td chire chii quan tryc tiép.

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

(3) Chit viét tit tén co quan, t6 chirc ban hanh gidy moi.

(4) Dia danh

(5) Trich yéu ndi dung cude hop.

(6) Tén co quan, td chire hodc ho va tén, chire vu, don vi cong tac ctia nguoi duge moi.
(7) Tén (ndi dung) ctia cude hop, hoi thao, hoi nghi v.v...

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

(9) Ky hiéu ngudoi danh may, nhan ban va s6 lugng ban phat hanh (néu can).
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Miu 1.7 - Gidy gi6i thiéu

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

TEN CO QUAN, TO CHUTC (2) Doc lap - Tw do - Hanh phiic
S6:  /GGT- ... (3).... oo (4)...., ngay ..... thang ..... nam 20...

GIAY GIOI THIEU

..................................... (2} sssevesssesnmensssn (TAN trong gidl thidu:

Ong (ba) .ooveeeeeeeeeeceee e (5) oo
IR VL coicisinsinssmsamsnssisnansorssanmanans vasmssanersmuss soesmmas me s s £ s HaL RS RA SRS
PUge ¢t dén: ..o, (6) oo,
V& VIO ouuriuniinsireiiss s s s ssas coseessseesseesseesessess s ses e ees e s ses e

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

Pé nghi Quy co quan tao didu kién dé dng (ba) c¢6 tén & trén hoan thanh
nhiém vu.

Gidy nay c6 gia tri dén hét ngay... thang....nam...../.

QUYEN HAN, CHUC VU CUA
Noi nhin: NGUOI KY

- Nhu trén;

- Luu: VT. (Chit ky, dau)

Ho va tén

Ghi chii:

(1) Tén co quan, t6 chire chu quan truc tiép.

(2) Tén co quan, t6 chirc ban hanh van ban (cdp gidy gioi thicu).

(3) Chir viét tat tén co quan, td chire ban hanh vin ban.

(4) Dia danh

(5) Ho va tén, chirc vu va don vi cdng tac cua nguoi duge gidi thiéu.

(6) Tén co quan, t6 chuc duoc gioi thiu tai lam viée.
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MaAu 1.8 - Bién ban

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

Sé: /BB-...(3)....

BIEN BAN
........ cnaes (B sasiisin oo
Thoi gian bt dAU....oeveeereerrernnns
Pia diém ...ccoooovieiiiieeeeeeeeeeee e,
Thanh phan tham durs.xmsessserse
Chu tri (ChU t0): ceieiiie e et
Thirley (ngtn ghi BN DAY ...ocsne csmesisessssissimmsrasmsssmsssmismsbiimsamags

Noi dung (theo dién bién cude hop/hoi nghi/hoi thao):

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

THU KY CHU TQA

(Chir ky) (Chirt ky, dau (néu co))
(5)

Ho va tén Ho va tén

Noi nhin:

...........

- Luu: VT, hd so.

Ghi chu:

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

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

(3) Chir viét tat tén co quan, to chirc ban hanh van ban.
(4) Tén cude hop hodc hdi nghi, hdi thao.

(5) Ghi chire vu Pang, chuyén mon (néu can).
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MAu 1.9 - Gidy bién nhin

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

TEN CO QUAN, TO CHUC (2) Poc lap - Tu do - Hanh phiic
So: /GBN- ...(3).... e (4)...., ngay ... thang ..... nam 20...

GIAY BIEN NHAN
Ho so....

Ho v8 B wwsisemsrss )
e Y, GO0 T SOMBTRE: nirmmuins avssvsrs i s it e ress
Di tiép nhan ho so cua:

ONE (DA): v (6) oo,
....................................................... bao gom:

s AT ST SRR ek Aassa e KA S8 AR A AR SRR
2 e e e erneernee (€ 1) S
45 AR A A S RO BRSNS R R SRR SR

................................................................ /.

NGUOI TIEP NHAN

Noi nhan:

= 2 (8).\...;
- Luu: H6 so.

(Ky tén, dong dau (néu co))

Ho va tén

Ghi chu:

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

(2) Tén co quan, to chirc cdp gidy bién nhan hd so.

(3) Chir viét tit tén co quan, td chirc cép giz‘iy bién nhéan hd so.

(4) Dia danh

(5) Ho va tén, chirc vu va don vi cong tac cua nguoi tiép nhan ho so.
(6) Ho va tén, noi cong tac hodc gidy t& tuy than cua ngudi nop ho so.
(7) Liét ké day d. cu thé céc van ban, gidy to, tai liéu c6 trong hd so.

(8) Tén nguoi hodc co quan giri ho so.
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MAu 1.10 - Gidy chirng nhén

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

TEN CO QUAN, TO CHUC (2) Péc 1ap - Tu do - Hanh phiic
Sé6:  /GCN- ... (3).... v (4)...., ngQY ..... thang ..... nam 20...

GIAY CHUNG NHAN

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

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

QUYEN HAN, CHUC VU CUA

Noi nhin: NGUOI KY
- Luw: VT, ..... (6) Axx (7) (Chit ky, déu)

Ho va tén

Ghi chu:

(1) Tén co quan, to chire chi quan true tiép.

(2) Tén co quan, tb chirc cAp giay chimg nhan.

(3) Chir viét tat tén co quan, to chirc cip gidy ching nhan.

(4) Dia danh

(5) Noi dung chirng nhan: xac dinh cu thé nguoi, sur viéc, van dé dugc chimg nhan.
(6) Chir viét tat tén don vi soan thao va ) luong ban luu ( néu cé‘m).

(7) Ky hiéu nguoi danh mdy, nhan ban va s6 luong ban phat hanh (néu can).
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Mau 1.11 - Gidy di duong

TEN CO QUAN, TC CHU QUAN (1)

] HU QL CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2)

Doc lap - Tw do - Hanh phic

S6: /GDD- ... (3).... w (s 3 HOAY 5., thang ..... nam 20)...
GIAY PI PUONG

Cép cho ong (ba): ........ =3 O

CRIIC VUL ettt ettt e e e e e e eseeae e

Noi dugc cu dén 361 R Y ——

Giay nay co gia tri hét ngay: ........

QUYEN HAN, CHUC VU CUA
NGUOI KY

(Chit ky, ddu)

Ho va tén

Noi di va dén

Ngay
thing

Phuwong tién

Do dai chiing
duwong (Km)

Thaoi gian o
noi dén

Xac nhan cuaa
¢o quan (to
chire) noi di,
dén
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- Vé ngudi: ... V€ X vexvee ' E S —— d

- Vécude: ... véX ....... s PP d

- Phu phi lay vé bang dién thoai: ..... vé X ...... d=ieiiiiiiiannnn. d

- Phong nghi: ........ ... VEX ...... o K d

1. Phu €ap di duong ..o d

2. Phu €ap It il e d

TEOTD MY s memmnsamasensanmsassnnsosmansnsnndss maad i SRR AR AN A SR AT d

NGUOI PI CONG TAC PHU TRACH BQ PHAN ~ KE TOAN TRUONG

(Chit ky) (Chir ky, dau) (Chir ky)
Ho va tén Ho va tén Ho va tén

Ghi chu:

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

(2) Tén co quan, tb chire cip gidy di duong.

(3) Chir viét tit tén co quan, to chirc chp gidy di duong.
(4) Dia danh

(5) Ho va tén, chirc vu va don vi cong tac cua nguoi duge cap giay.
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MAu 1.12 - Gidy nghi phép

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

TEN CO QUAN, TO CHUC (2) Poc lap - Tw do - Hanh phic
S6: /GNP- ... (3).... sves (B sors 5 AW usa thang ..... nam 20)...

GIAY NGHI PHEP

DL E 5o 61 et 1T o] 1570k 1120 4 AOS————————————— O cua
ONg (ba).eeeecieeeeeiieeee,
..................................... L T cép cho
Ong (ba):..cccueveeeeeenee, (D) convconmiassenssnnesesssnssusssnsiosrssansenssssasisasnanssessseiasass
TN VIR sussiiisnssnsnstunsnenmmnsmnnammmmnrnns msmemmssmmnsmxcsnS s S SR SAR RS S SR RS
Nghi phép ndm .......... trong thoi gian: ............. , ké tur ngay ..........
dén hét NGAY ...,
L (6) woeeeee e

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

QUYEN HAN, CHUC VU CUA

Noi nhin: NGUOI KY
= oo A Y
- Luu: VT, .... (8)....

(Chir ky, ddu)

Ho va tén

Xdc nhan cua co quan (16 chirc) hodc
chinh quyén dia phirong noi nghi phép

(Chir ky, ddu)

Ho va tén

Ghi chu:

(1) Tén co quan, to chire chu quan true tiép.

(2) Tén co quan, t6 chire cép gidy nghi phép.

(3) Chir viét tat tén co quan, to chire cap giay nghi phép.

(4) Pia danh

(5) Ho va tén, chirc vu va don vi cong tdc clia ngudi duge cip gidy phép.
(6) Noi nghi phép.

(7) Nguoi duge cap gidy nghi phép.

(8) Chir viét tit tén don vi soan thao va sb luong ban luu (néu can).
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MAu 1.13 - Phiéu chuyén

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

TEN CO QUAN, TO CHUC (2) Péc lap - Tu do - Hanh phiic
S6:  /PC-...(3).... sine, (8} s 5 AW ssn thang ..... nam 20...
PHIEU CHUYEN
..................................................... (2) s ssrvns-C 0 NHBN QWO Lovasuan« ()

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

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

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

QUYEN HAN, CHUC VU CUA
Noi nhin: NGUOI KY

(Chi¥ ky, dau)

Ho va tén

Ghi chu:

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

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

(3) Chit viét tit tén co quan, to chiic ban hanh phiéu chuyén.
(4) Dia danh.

(5) Néu cu thé: don, thu cta ca nhan, tap thé hodc vin ban, tai li¢u cua co quan, t0 chirc nao,
veé van dé hay ndi dung gi.

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

(8) Thong thuong, phiéu chuyén khong can luu nhung phai duoc vao so dang ky tai véan thu
co quan, to chire dé theo dai, kiém tra.
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Mau 1.14 - Phiéu giri

'l‘["iNA CO QUAN, TC CHU QUAN (1)
TEN CO QUAN, TO CHUC (2)

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

CONG HOA XA HQOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

o (4)...., ngay ..... thang ... nam 20)...

PHIEU GU1

..................................... (2) coeeeeviiieeeiinnnn. ... glii kém theo phiéu nay cac
van ban, tai liéu sau
| cistiasinsbonmananaseassasm— (D) crommmmrsmsmmresarersvramesas e samss s e SN RS L S b SRR SO
.
Sau khi nhan dugc, dé nghi .......... (B)...nee mmee gui lai phiéu nay cho
......... 1.3, S ——

Noi nhdn:
B (o Yo
- e (M.

.. (8)...,ngay ..... thang .....

Nguoi nhan
(Chir ky)

Ho va tén

Ghi chiu:

QUYEN HAN, CHUC VU CUA
NGUOI KY

(Chir ky, ddu)

Ho va tén

nam

(1) Tén co quan, t6 chtre chu quan true tiép
(2) Tén co quan, t6 chirc ban hanh phiéu guri.
(3) Chix viét tat tén co quan, t6 chirc ban hanh phiéu gi.

(4) Bia danh

(5) Liét ké cu thé cdc van ban, tai licu duge gii kem theo phiéu gi.

(6) Tén co quan to chire nhén phiéu guri va van ban, tai lidu.
(7) Phiéu guri khong cén luu nhung phai duge glri vao s6 dang ky tai VT co quan, td chie dé

theo doi.

(8) Dia danh noi co quan, t6 chirc nhdn phicu gui va van ban, tai liéu dong tru so.
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Miu 1.15 - Thu cong

TEN CO QUAN, TO CHUC (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

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

reveerereeeneee (4) v

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

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

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

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

CHUC VU CUA NGUOI GUT
THU

(Chit ky)

Ho va tén

Ghi chu:

(1) Tén co quan, t6 chirc noi cong téc cta nguoi ban hanh Thu cong.

(2) Bia danh

(3) Tén loai thu cong (Thu chic mimg, Thu khen, Thu tham hoi, Thu chia budn).
(4) Trich yéu ndi dung Thu cong.

(5) Noi dung Thu cong.

(6) Logo cua co quan, t chure.

Cha y: Thu cong khong dong déu ctia co quan, t6 chire.
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PHU LUC VI
VIET HOA TRONG VAN BAN HANH CHINH
(Kem theo Huong dan)
L. VIET HOA VI PHEP DAT CAU

1. Viét hoa chir cai ddu am tiét tht nhét cta mot cau hoan chinh: Sau diu
cham cau (. ); sau dau chdm hoi (7); sau dau chdm than (!); sau déu chim lung
(.--); sau d4u hai cham (: ); sau dau hai chdm trong ngoac kép (: “...”) va khi
xuong dong.

2. Viét hoa chir cai dau am tiét thir nhét cua ménh dé sau déu chdm phay (;)
va dau phau (,) khi xubng dong. Vi du:

Can ctr Thong bao s6 181 TB/DUTCTS ngay 16/8/2013 vé Két luan cude
hop Ban Chéap hanh Pang bo Téng Cong ty xdy dung cong trinh giao thong 8;

Xét dé nghi ctia Ban Té chirc Pang iy Tong Cong ty,
I1. VIET HOA DANH TU RIENG CHI TEN NGUOI
1. Tén nguoi Viét Nam
a) Tén thong thuong: Viét hoa chir cai dau tat ca cic am tiét cua danh tir
riéng chi tén nguoi. Vi du:
- Ngd Bao Chau, Tran Tuan Anh, Giang A Pao, Ko Pa Ko Long...
b) Tén hiéu, tén goi nhan vat lich str: Viét hoa chit cai dau tat ca cic am tiét.

Vi du: Vua Hung, Ba Triéu, Thanh Giong, Dinh Tién Hoang, Ly Thai T0,
Bac Ho, Cu Hb..

2. Tén nguoi nudce ngoai duge phién chuyén sang tiéng Viét

a) Truong hop phién am qua am Hén - Viét: Viét theo quy tic viét tén
nguoi Viét Nam.

Vi du: Kim Nhat Thanh, Mao Trach Déng, Thanh Cat Tu Han..

b) Truong hop phién am khong qua &m Han - Viét (phién 4m tryuc tiép sat

cach doc cua nguyén ngir): Viét hoa chir cai dau am tiét th nhat trong moi
thanh t6.

Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-ro...
I1I. VIET HOA TEN DIA LY
. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duogc cau tao gitra danh tur chung (tinh, huyén,
xd...) voi tén riéng cua don vi hanh chinh do: Viét hoa chir cai dau cta cac am
tiét tao thanh tén riéng va khéng dung gach nbi.

Vi du: thanh phé Théi Nguyén, tinh Nam Dinh, tinh Dk Lék .; quan Hai
Chau, huyén Gia Lam, huyén Ea H’leo, thi xa Séng Coéng, thi tran Cau Giat. .
phuong Nguyén Trai, xa la Yeng...
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b) Trudng hop tén don vi hanh chinh dugc cdu tao giira danh tir chung két
hop v6i chit s6, tén nguoi, tén su kién lich su: Viét hoa ca danh tir chung chi don
vi hanh chinh do.

Vi du: Quan 1, Thanh phé Ho Chi Minh, Phudng Dién Bién Phu...
¢) Trudng hop viét hoa dic biét: Thu do Ha Noi.

d) Tén dia ly dugc c4u tao giita danh tr chung chi dia hinh (s6ng, nui, ho,
bién, cira, bén, cau, viing, lach, vam v.v. ..) voi danh tur rleng (c6 mot am tiét) tro
thanh tén riéng cua dia danh do: Viét hoa tht ca cac chir cai tao nén dia danh.

Vi du: Cira Lo, Viing Tau, Lach Truong, Vam Co, Cau Giay...

Truong hop danh tir chung chi dia hinh di lién v6i danh tir riéng: Khong
viét hoa danh tir chung ma chi viét hoa danh tir riéng.

Vi du: bién Ctra Lo, chg Bén Thanh, song Vam Cé, vinh Ha Long...

d) Tén dia ly chi mot vung, mién, khu vuc nhat dinh duoc céu tao bang tu
chi phuofng huodng ket hop vai tur chi phw:m0 thire khac: Viét hoa chir cai dau
cua tat ca cac am tiét tao thanh tén goi. Dm voi tén dia ly chi vung mién riéng
duoc céu tao bang tir chi phuong huong két hop voi danh tir chi dia hinh thi phai
viét hoa céc chit cai dau mdi am tiét.

Vi du: Tay Bac, Dong Bic, Bac B, Nam Ky, Nam Trung B9...

2. Tén dia 1y nudc ngoai duge phién chuyén sang tiéng Viét

a) Tén dia ly da dugc phién am sang am Han Viét: Viét theo quy tic viét
hoa tén dia ly Viét Nam.

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

b) Tén dia ly phién &m khong qua am Han Viét (phién am tryc tiép sat cach
doc cua nguyén ngir): Viét hoa theo quy tic viét hoa tén ngudi nudce ngoai quy
dinh tai Piém b, Khoan 2, Muc II.

Vi du: Mat-xco-va, Men-bon, Sing-ga-po, Co-pen-ha-ghen, Béc-lin...

IV. VIET HOA TEN CO QUAN, TO CHUC

1. Tén co quan, t6 chire ctia Viét Nam

Viét hoa chit cai dau cua cac tir, cum tu chi loai hinh co quan, to chuc;
chirc ndng, linh vyc hoat dong cua co quan, to chure.

Vi du:

—‘Ban Chi dao trung uong vé Phong chéng tham nhiing; Ban Quan ly du an
bé diéu..

- Uy ban Thuong vu Quoc hoi; Uy ban Doi ngoal cua Quoc hoi; Uy ban

Trung vong Mat tran To quoc Viét Nam; Uy ban vé Céc vén dé xa hoi ctia Quoc
hoi; Uy ban Nha nude vé Nguoi Viét Nam & nudc ngoai;

- Vin phong Chu tich nudce; Van phong Quéc hoi; Van phong Uy ban nhén
dan tinh Nam Dinh...
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- B6 Tai nguyén va Moi truong; B6 Khoa hoc va Cong nghé; B Nong
nghiép va Phat trién néng thén; By Cong thuong; B Van hoa, Thé thao va Du
lich; B6 Théng tin va Truyén thong. ..

. Tong cuc Thué; Tong cuc Hai quan; Cuc Kiém tra van ban quy pham
phép luat; Cuc Khao thi va Kiém dinh chét luong gido duc..

- Tong cong ty Bao hiém Viét Nam:; Tong cong ty Hang hai Viét Nam;
Téng cong ty Hang khong Viét Nam..

- Tap doan Dau khi Viét Nam; Tap doan Cong nghiép Than - Khoang san Viét
Nam; Ngén hang Pau tu va Phat trién Viét Nam; Ngan hang Ngoai thuong Viét Nam;.

- Hoi dong nhan dan tinh Son La; Uy ban nhan dan tinh Béc Ninh; Uy ban
nhan dan quan Ba Pinh; Uy ban nhan dan huyén Vu Ban;.

- So Tai chinh; S& Tai nguyén va Méi trudng; S& Xay du’ng, S Ké hoach
va Pau tu; S¢ Gido duc va Dao tao;.

- Hoc vién Chinh trj - Hanh chinh quéc gia H6 Chi Minh; Truong Pai hoc
Khoa hoc xa héi va Nhan van Ha Noi; Truong Cao dang Noi vu Ha Noi; Truong
Dai hoc dén lap Van Lang; Truong Trung hoc pho théng Chu Vin An;..

- Vién Khoa hoc xa héi Viét Nam; Vién Khoa hoc va Céng nghé Viét Nam:;
Vién Ung dung cong nghé:..

- Trung tam Nghién ctru Gido duc dén tdc; Trung tim Khoa hoc va Cong:,
ngh¢ van thu, luu trir; Trung tim Trién 1dam van héa nghé thuat Viét Nam;..

- Bao Thanh nién; Béo Dién dan doanh ngl‘uep, Tap chi T6 chire nha nudc;
Tap chi Phat trién gido duc; Tap chi Dan chu va Phap luat;.

- Nha Vin héa huyén Gia Lam; Nha Xuit ban Ha Noi; Cong Thong tin
dién tir Chinh phu;...

- Nha may Péng tau Séng Cém; Nha méy San xuét phu ting va Lap rap xe
méy; Xi nghiép Ché bién thuy san dong lanh;..

- Cong ty Co phan Piu tu Tu van va Thiét ké xay dung; Cong ty Nhua
Tién Phong; Cong ty Trach nhiém htu han Du lich va Van tai Péng Nam A;
Cong ty Do dac Dia chinh va Céng trinh;.

- Hoi Nhac si Viét Nam, H@i Nguoi cao tu6i Ha Noi, Hoi Chir thap do Viét
Nam, Hoi Nong dan Viét Nam..

- Vu Hop tac quoc té; Phong Nghién ctru khoa hoc; Phong Chinh sach xa
hoi; Hoi dong Thi tuyén vién chic; Hoi dong Sang kién va Cai tién ky thuat;.

- Trudng hop viét hoa dic biét: Ban Chép hanh Trung wong Pang Cong san
Viét Nam; Vin phong Trung uong Dang.

2. Tén co quan, td chire nude ngoai

~a) Tén co quan, to6 chirc nude ngoai da dich nghia: Viét hoa theo quy tic
Vviét tén co quan, to chirc cua Viét Nam.
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Vi du: Lién hop quoc (UN); T chie Y té thé gisi (WHO); Hiép hoi Cac
quoc gia Dong Nam A (ASEAN)...

b) Tén co quan, td chirc nudc ngoai duge su dung trong vén ban ¢ dang
viét tit: Viét bang chir in hoa nhu nguyén ngir hodc chuyén tu La - tinh néu
nguyén ngir khéng thudc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG....
V. VIET HOA CAC TRUONG HQP KHAC
1. Tén cac huan chuong, huy chuong, cac danh hiéu vinh du

Viét hoa chit cai dau cua cac 4m tiét cua cac thanh to tao thanh tén riéng va
cac tur chi tha, hang.

Vi du: Huén chuong Ddc lap hang Nhat; Huan chuong Sao vang; Huan
chuong Lé-nin; Huan chuong Ho6 Chi Minh; Huan chuong Chlen cong; Huan
chuong Khang chién hang Nhi; Huy chuong Chién si vé vang; Bang To quoc ghi
cong; Giai thuong Nha nude; Nghé s Nhan dén; Nha gido Uu td; Thay thudc
Nhén dan; Anh hung Lao dong; Anh hung Luc lugng vii trang nhan dan;..

2. Tén chirc vu, hoc vi, danh hi¢u
Viét hoa tén churc vu, hoc vi néu di lién voi tén nguoi cu the.

Vi du: Chu tich H6 Chi Minh, Tong théng V.V. Pu-tin, Dai tuéng Vo Nguyén
Giép,...; Pho Thu tuong, Toéng Cuc truong, Pho Tong Cuc truong, Pho Cuc
truorng, Tong Giam déc, Giam déc, Pho Giam déc, Chénh Van phong, Pho
Chanh Vin phong, Truong phong, Phé Truong phong, Téng thu ky...

- Gido su Vién si Nguyén Van H., Tién si khoa hoc Pham Vian M....
3. Danh tir chung da riéng hoa

Viét hoa chit cai dau cua tir, cum tir chi tén goi d6 trong truong hop dung
trong mot nhan xung, dimg ddc lap va thé hi¢n su tran trong.

Vi du: Béac, Ngudi (chi Chu tich Ho Chi Minh), Pang (chi Pang Cong san
Viét Nam),...

4. Tén cac ngay 1&, ngay ky niém
Viét hoa chir cai dau ciia m tiét tao thanh tén goi ngay 1€, ngay ky niém.

Vi du: ngay Quoc khanh 2-9; ngay Quoc té Lao dong 1-5; ngay Phu nir
Viét Nam 20-10; ngay Luu trir Viét Nam lan thir Nhat,..

5. Tén cac su kién lich sur va céac triéu dai

Tén cac su kién lich su: Viét hoa chir cai dau clia cac am tiét tao thanh su
kién va tén su kién, trong truong hop co cac con s6 chi mbc thoi gian thi ghi
bang chir va viét hoa chir do.

Vi du: Phong trao Can vuong; Phong trao X6 viét Nghé Tinh; Cach mang
thang Tam; Phong trao Phu nir Ba dam dang;...

Tén céc triéu dai: Triéu Ly, Triéu Tran,...
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6. Tén cac loai van ban
Viét hoa chir cai dau cua tén loai vdn ban va chir cai dau cua am tiét thir nhat
tao thanh tén riéng cta van ban trong truong hgp néi dén mdt van ban cu thé.

Vi du: Nghi quyét Pai hoi dai biéu toan qué)c lan tht X cua Dang; Bo luat
Dan su; Luat Giao dich dién tu;...

Truong hop vién dan cac diéu, khoan, diém ctia mdt van ban cu thé thi viét
hoa chir cai dau cua diéu, khoan, diém

Vi du:

- Can ctr Pidu 10 Bd luat Lao dong...

- Can ctr Piém a, Khoan 1, Diéu 5 Luét Giao dich dién tu. ..

7. Tén cac tac phém, sach bao, tap chi

Viét hoa chir cai diu ciia am tiét thir nhét tao thanh tén tac pham, sach béo

Vi du: tac phém Puong kach ménh; tir dién Bach khoa toan thu; tap chi
Cong san;...

8. Tén c4c nam am lich, ngay tiét, ngay tét, ngay va thang trong nim

a) Tén cac nam am lich: Viét hoa chir cai dau cua tat ca cac Am tiét tao
thanh tén goi.

Vi du: Ky Ty, Tan Hoi, Mau Tuit, Mau Than.. ..

b) Tén cac ngay tiét va ngay tét: Viét hoa chir cai dau cua am tiét thi nhét
tao thanh tén goi.

Vi du: tiét Lap xuan; tiét Dai han; tét Poan ngo; tét Trung thu; tét Nguyén dén;. ..

Viét hoa chir Tét trong truong hop ding dé thay cho mét tét cu thé (nhu Tét
thay cho tét Nguyén dan).

¢) Tén cac ngay trong tudn va thang trong nam: Viét hoa chir cai du cua
am tiét chi ngay va thang trong truong hop khong dung chir so:

Vi du: thr Hai; thtr Tu; thang Nam; thang Tam;. ..

9. Tén goi cac ton gido, gido phai, ngay 1& ton gido

- Tén goi cic ton gido, gido phai: Viét hoa chir cai ddu cta céc am tiét tao
thanh tén goi.

Vi du: dao Co Péc; dao Tin Lanh; dao Thién Chua; dao Hoa Hao; dao Cao
Dai... hoac chir cai dau cua am tiét tao thanh tén goi nhu: Nho gido; Thién Chuta
giao; Hoi gido;...

- Tén goi ngdy 1& ton gido: Viét hoa chir cai dau cua am tiét thir nhét tao
thanh tén goi.

Vi du: 1& Phuc sinh; 1& Phat dan;....
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