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~ S6433-CV/VPTU
Vv trién khai thuc hién Huong dan sé 36-
HD/VPTW cua Van phong Trung vong Dang

PANG CONG SAN VIET NAM

Lai Chau, ngay 20 thang 4 nam 2018
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Kinh gui: - Cac ban dang tinh, ban can sy dang, dang doan,
- Cac huyén uy, thanh uy, dang uy truc thude tinh.

Thuc hién Huéng dén sé 36-HD/VPTW, ngay 03/4/2018 cta Van phong
Trung wong Pang vé thé thirc va k§ thuét trinh bay van ban cua Pang, Van
phong Tinh uy sao giri Huéng dan s6 36-HD/VPTW, ngay 03/4/2018 ctia Vin
phong Trung vong Pang dén cac ban dang tinh, ban can sy dang, dang doan,
cac huyén uy, thanh uy, dang uy truc thudc tinh dé phé bién, quan triét dén
cac cap uy, t6 chiic dang, can bg, dang vién (cé6 Huong dan ciia Vin phong

Trung wong Pang guri kem)./.

No1i nhan:
- Nhur trén,
- Luu VPTU.

K/T CHANH VAN PHONG
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BAN CHAPA TRUNG UONG DANG CONG SAN VIET NAM
VAN PHONG
* Ha Noi, ngay 03 thang 4 nam 2018

S6 36-HD/VPTW

HUONG DAN
VAN PHONG Tl\lljzl'\f//l;“i*h@hﬁ’c va ky thuit trinh bay vin ban ciia Ding
o sa A2 e LT e
b 141\‘ MNgiy: 9-hd. .
Chuyén:

Thuc hién Quy dinh s6 66-QB/TW, ngay 06/02/2017 ctia Ban Bi thu
Trung wong Pang vé thé loai, thim quyén ban hanh va thé thirc vin ban cua
Dang, Van phong Trung uong Dang huéng dan thé thirc va k¥ thuat trinh bay
van ban ctia Pang nhu sau:

I- HUONG DAN CHUNG
1. Pham vi diéu chinh

Vin ban nay hudéng dan vé thé thirc va ky thuét trinh bay van ban
cua Dang.

Van ban chuyén nganh, van ban khi in thanh sach va cac an pham khac
=)
khéng thudc pham vi diéu chinh ctia Huéng dan nay.

2. Péi twong 4p dung

Van ban nay 4p dung doi véi cac cap uy, co quan, to chic dang tir Trung
uong dén co so.

HE thong cac truong chinh tri, cac co quan, t6 chirc hoat ddng theo
Luét Doanh nghiép khong thude doi twong ap dung van ban nay.

3. Yéu cau

Van ban chinh thirc ctia ¢ip uy, co quan, td chic dang phai thng nhét
thé thite va k§ thudt trinh bay dé bao dam gi tri phép ly va gid tri thuc tidn.

4. Trach nhiém ctia cac ¢a nhan
- Nguoi ky van ban Ia nguoi chiu trach nhiém vé thé thic va ky thuét
trinh bay vin ban.

- Chanh van phong hodc nguoi duge giao phu trach cong tac van phong
c6 trach nhiém tham dinh thé thirc va k¥ thuét trinh bay van ban.
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- Can bd, nhan vién dugc giao soan thdo van ban ¢6 trach nhiém thuc
hién ding hudng dan vé thé thitc va k¥ thuét trinh bay van ban.

- C4n bd, nhan vién 1am nhiém vu véan thu co quan ¢o trach nhiém kiém
tra thé thirc va k¥ thuat trinh bay van ban trude khi trinh ky, phat hanh.

II- HUONG DAN CU THE

1. Cic thanh phén thé thire bit budc

1.1. Tiéu dé "Pdng Cpng sian Vigt Nam'"'

1.1.1. Thé thirc

Ticu d& "Pang Cong san Viét Nam" 1a thanh phan thé thirc x4c dinh

van ban cua Bang.
1.1.2. Ky thudt trinh bay

Tiéu dé trinh bay trang dau, géc phai, dong dau, phia dudi c6 dudng ke
ngang ngan cach véi dia danh va ngay, thang, nam ban hanh van ban; duong
ké ngang nét lién, c6 do dai bang do dai tiéu dé (6 so 1, Phu luc 1).

Vi du:
PANG CONG SAN VIET NAM

1.2. Tén co quan ban hanh van ban

1.2.1. Thé thirc

Tén co quan ban hanh vin béan la thanh phan thé thirc x4c dinh tac gia
van ban. Ghi chinh xac, day du tén co quan ban hanh van ban theo quy dinh
ctia Diéu 1¢é Pang hodc vin ban thanh lap cla cap uy, co quan, t6 chiic dang

¢ tham quyén.

a) Vian ban cua dai hoi dang cac cép ghi tén co quan ban hanh van ban
1a dai hoi dang cAp d6; ghi ro dai héi dai biéu hodc dai héi toan thé dang vién
lan tht may, truong hop khong xac dinh dugc lan thtr may thi ghi thoi gian
cua nhiém ky. Van ban cua doan chu tich, doan thu ky, ban thAm tra tu cach
dai biéu, ban kiém phiéu ghi tén co quan ban hanh van ban la doan chu tich,
doan thu ky, ban tham tra tu cach dai biéu, ban kiém phiéu va tén ¢o quan

cap trén la dai hoi dang cap do.

- Van ban cua dai hdi dang toan quac.



Vidu 1: Van ban cua dai hoi

DAL HOQI PAI BIEU TOAN QUOC LAN THU...

Vidu 2: Van ban ctia doan chu tich
DAI HOI BAI BIEU TOAN QUOC LAN THU....
POAN CHU TICH
*
- Vian ban cua dai hdi dang bé cap tinh va dang bo truc thude Trung uong.
Vidu 1: Vén ban cta dai hoi

] DAI HOI PAI BIEU ,
DANG BO TINH THAI BINH LAN THU....

Vidu 2: Van ban cta doan thu ky

DAI HOI PAI BIEU
DANG BO KHOI CAC CO QUAN TRUNG UGNG
LAN THU...
POAN THU KY

k
- Van ban cua dai hoi dang bo cap huyén.
Vidu 1: Van ban cua dai hoi

q DATHOI DAIBIEU ,
DANG BO HUYEN CHAU THANH LAN THU ...

Vidu 2: Van ban cua ban tham tra tu cach dai biéu

, DAI HQI DAI BIEU ’
DANG BO HUYEN CON PAO LAN THU...
BAN THAM TRA TU CACH DAI BIEU

- Van ban cua dai hoi dang bo cap co so.
Vidu 1: Van ban cua dai hoi

0 DAI HOI DAI BIEU ,
DANG BO XA THIEU GIANG LAN THU. ...

~



18.HDVP36 4
Vi du 2: Vin ban cta ban kiém phiéu

, PATHOL
PANG BO CUC LUU TRU NHIEMKY ...
BAN KIEM PHIEU

- Van ban cua dai hoi chi bo.
Vi du 1: Vin ban cua dai hoi

DPAI HOI ‘
CHI BO THON PAI DONG NHIEM KY...

Vi du 2: Van ban cta ban kiém phiéu

__ BATHOI 1
CHI BO PHONG TAI CHINH NHIEM KY.....
BAN KIEM PHIEU

b) Vin ban clia cap uy céac cap va chi bd ghi tén co quan ban hanh vén ban

nhu sau:
- Van ban cta Ban Chap hanh Trung wong, Bo Chinh tri, Ban Bi thu
ghi chung la Ban Chép hanh Trung uvong.

Vi du:
BAN CHAP HANH TRUNG UONG

- Van ban cta ban chip hanh dang bd tinh, thanh phé, dang bd truc
thudc Trung wong, van ban cta ban thuong vu tinh uy, thanh uy, dang uy truc
thude Trung wong ghi chung la tinh uy, thanh uy, dang uy.

Vidu 1:

TINH UY PONG THAP

)
Vi du 2:
PANG UY CONG AN TRUNG UONG

- Vin ban cla ban chap hanh dang bo huyén, quan va dang bd tuong
duong, van ban cta ban thuong vu huyén uy, quan uy va dang uy tuong
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duong ghi chung la huyén uy, quan uy, dang uy va tén cua dang bd cép trén
truc tiép. |

Vidu 1:
DANG BO TINH HA GIANG
HUYEN UY PONG VAN

Vidu 2:

_ DPANG BO TINH CA MAU
PANG UY KHOI DOANH NGHIEP

- Van ban cta ban chap hanh dang bd co sd, van ban ctia ban thuong vu
dang uy co s¢ ghi chung la dang uy va tén dang bd cap trén truc tiep.

Vi du:
DANG BO HUYEN THANH CHUONG
DPANG UY XA THANH HA

- Van ban cua dang uy b phan truc thudc dang uy co sd ghi tén dang
uy bo phén va tén dang bd co so cap trén truc tiép.

Vidu I: 1
DANG BOQ XA LOC THUY
PANG UY THON TUY LOC

*

Vidu 2: )
) DANGBO SO Y TE )
DANG UY BENH VIEN DA KHOA TINH

%
- Van ban ctia chi bd co s, chi b truc thudc dang uy co so va chi bd truc
thudc dang uy bo phéan ghi chung la chi bg va tén dang b cap trén truc ticp.

Vidu l:

PANG BO XA TIEN PHONG
CHI BO XOM PINH THANH

Vidu 2: | _'
DANG BO CUC QUAN TRI T.78 ’
CHI BQ PHONG HANH CHINH - TO CHUC
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¢) Véan ban cua cac co quan, td chuc dang duoc 1ap theo quyét dinh cua

cép uy cac cap (co quan tham muu, gitip viéc, dang doan, ban céan su dang,
ban chi dao, tiéu ban, hdi dong...) ghi tén co quan ban hanh vén ban la tén co

quan,

td chuc dang va tén cap uy ma co quan do truc thudce.
- Van ban cia cc co quan tham muu, giip viée.
Vi du 1: Van ban ctda cac co quan tham muu, gitip viéc Trung wong

BAN CHAP HANH TRUNG UONG
BAN TO CHUC

Vi du 2: Vin ban clia cac co quan tham muu, gitip viéc cap uy cép tinh

TINH UY KIEN GIANG
VAN PHONG
sk

Vi du 3: Vin ban cla céc co quan tham muu, gitip viée cap uy cap huyen

HUYEN UY TRUNG KHANH
BAN DAN VAN

- Van ban cua cac dang doan, ban cén su dang.
+ Van ban ctia cac dang doan, ban can su dang truc thuée Trung uong

Vidul:
BAN CHAP HANH TRUNG UONG
DANG DOAN QUOC HOI
sk

Vidu 2:
'BAN CHAP HANH TRUNG UONG
BAN CAN SUDPANG BQ KE HOACH VA PAU TU

£
+ Vin ban ciia cac dang doan, ban can sy dang truc thude cap uy cap tinh.

Vidu 1: | |
) TINHUY BIENBIEN
PANG DPOAN HOI PONG NHAN DAN

Vi du 2: 1.
' TI-IAN]{ 8¢ CAN THO
BAN CAN SU PANG UY BAN NHAN DAN
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- Van ban cua céc ban chi dao, tiéu ban, hoi dong...

+ Vén ban ctia cac ban chi dao, tiéu ban, hoi dong. .. truc thudc Trung vong.

Vidu 1:
BAN CHAP HANH TRUNG UONG
BAN CHI PAO CAI CACH TU PHAP
S
Vidu2:
BAN CHAP HANH TRUNG UCONG
HQI PONG LY LUAN
+ Vin ban cua céc ban chi dao, tiéu ban, hoi déng. .. truc thudce cép uy
cAp tinh.
Vidul:
_ TINH UY PONG NAI
BAN CHI PAO CAI CACH HANH CHINH
Vidu 2:

_‘ _ TINH UY TUYEN QUANG ,
TIEU BAN VAN KIEN PAI HOI DANG BQ LAN THU' XV
%

+ Véan ban cia cac ban chi dao, tiéu ban, hdi dong... truc thude cap uy
cap huyén.
Vidul:

~ HUYENUY PHONG DIEN q
BAN CHI PAO THU'C HIEN QUY CHE DAN CHU
*

Vidu 2:
- HUYEN UY BINH HOA
HOQIDONG XAC PINH GIA TRI TAI LIEU

FA
d) Van ban cua cac don vi dugc lap theo quyét dinh cua co quan, to
chirec dang cac cap ghi tén co quan ban hanh van ban la tén don vi va tén co
quan cap trén truc tiép.
Vidu l:

BAN '1"UYEN GIAO TRUNG UONG
VU LY LUAN CHINH TRI
*
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Vidu 2: \ q q
VAN PHONG TINH UY
PHONG TONG HQP

d) Van ban cta lién co quan ban hanh ghi day du tén cac co quan, to
chtrc ban hanh van ban.

Vi du:
BAN TO CHUC TINH UY - SONOQI VU

1.2.2. Ky thudt trinh bay

Tén co quan ban hanh van ban dai co thé trmh bay thanh nhiéu dong.
DPoi véi vin ban cta lién co quan, ghi tén co quan, td chue chu tri trude, gitta
cac tén co quan, t6 chire c6 dau gach ndi (-).

Tén co quan ban hanh van ban trinh bay goc trai, dong dau, ngang v01
tiéu dé, phia dudi cé dAu sao (*) ngan cach véi so va ky hiéu van ban (6 56 2,
Phu luc 1).

1.3. S6 va ky hiéu vin ban
1.3.1. Thé thitc

a) S van ban 1a so thtr tu cua van ban dugc déng ky, quan ly tai van
thu co quan. Cu thé:

- S6 van ban cta dai hoi dang cac cap ghi lién tuc tir s6 01 chung cho
tAt ca cac tén loai van ban cua dai hoi, doan chu tich, doan thu ky, ban tham
tra tu cach dai biéu, ban kiém phiéu ké tir ngay khai mac dai hoi (tinh tir khi
bat dau phién tru bi) dén hét ngay bé mac dai hoi.

- 86 van ban ctia cap uy, co quan, td chie dang duge 1ap theo quyét
dinh cta cap uy (gom co quan tham muu, giup viéc, dang doan, ban can sy

dang, ban chi dao, tiéu ban, hoi dong ), céc don vi dugc lap theo quyét dinh
cua co quan, t6 chire dano cac cap ghi lién tuc tur s6 01 cho mdi tén loai van

ban trong mot nhiém ky cép uy.
Nhiém ky cap uy duge tinh tor ngay Jién ké sau ngay bé mac dai héi 1an

nay dén hét ngay bé mac dai hoi lan ké tiép. Truong hoP hoi nghi cap uy lan
thu nhat dién ra trong tho; gian dai hdi thi nhiém ky cap uy mdi dugc tinh tu

ngay khai mac hoi nghi cap uy lan thir nhat.

- Sé van ban ciia lién co quan ban hanh ghi lién tuc véi sO van ban cung

tén loai cua co quan, to chire chu tri.
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- SO van ban mat ghi lién tuc v&i s6 vin ban khong mat cung tén loai
van ban.

b) Ky hiéu van ban gom nhém chit viét tit cia tén loai vin ban va tén

co quan ban hanh van ban.

- Ky hiéu tén loai van ban 1a chit cai ddu céc Am tiét cia tén loai vin
ban, nhu: NQ (nghi quyét), CT (chi thi), KL (két luan), QC (quy ché),
BC (béo c4ao)...

Ky hidu mot s6 tén loai van ban théng nhét nhu sau:

Quyét dinh: QD

Quy dinh: QDbi

Chi thi: CT

Chuong trinh: CTr

Thong tri: TT

ToO trinh: TTr

- Ky hiéu tén co quan ban hanh van ban la nhiing chit cai dau cac 4m
tiét cua tén co quan ban hanh van ban.

+ Ky hiéu tén co quan ban hanh van ban cita dai hoi dang cac cip
(g@‘)m: dai hoé1, doan chu tich, doan thu ky, ban thAm tra tu cach dai biéu, ban
kiém phiéu) ghi chung chir viét tat 1a "DH".

Vidu 1: Bao céo ctia dai hoi

86 16-BC/DH

Vi du 2: Bién ban ctia ban kiém phiéu

Sé 18-BB/DH

+ Ky hiéu tén co quan ban hanh van ban ciia cip uy, co quan, t6 chic
dang céc cap ghi chir viét tat tén cip uy, co quan, td chirc dang do.

Vi du 1: Quyét dinh cta Ban Kinh té Trung vong

S6 246-QD/BKTTW

Vi du 2: Hudng dan cua tinh uy

S6 15-HD/TU
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Vi du 3: Cong van ctia ban t6 chuc tinh uy
S6 357-CV/BTCTU

Vi du 4: Béo céo cta huyén uy
S6 76-BC/HU

+ Ky hiéu tén co quan ban hanh van ban cua lién co quan ban hanh ghi
chir viét tét tén cac co quan, to chirc ban hanh vén ban.

Vi du: Quy ché cua lién co quan ban t chirc tinh uy va ban dan van

tinh uy
84 05-QC/BTCTU-BDVTU

Ky hieéu mét sb tén co quan ban hanh van ban théng nhat nhu sau:
* Céc dang uy va chi b

Pang uy quan su: DPUQS; riéng Quan uy Trung uong: QUTW
Dang uy cong an: DUCA

Dang uy bién phong: DUBP

Déng uy khoi: DPUK

Céc dang uy khac: DU

Chi bo: CB

* C4c co quan tham muu, gitp viée

Uy ban Kiém tra Trung uong: UBKTTW

Ban to chure tinh uy: BTCTU

Ban tuyén gido huyén uy: BTGHU

* Pang doan: DD

* Ban can su dang: BCSD

* Ban chi dao: BCD

* Tiéu ban: TB

* Hoi dong: HD

1.3.2. K3 thudit trinh bay

S4 van ban viét bang chit s6 A-rdp. S6 van ban nho hon 10 phai gh
s6 0 phia trudce; gifra s6 va ky hiéu c6 dau gach noi (-), gitta chir viét tat tén
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loai van ban va chir viét tit tén co quan ban hanh vin ban cé diu gach chéo (/),
gitra chit viét tat ctia lién co quan ban hanh vin ban c6 dau gach néi (- 3

So va ky hiéu vin ban trinh bay can d6i dudi tén co quan ban hanh vin
ban (6 s6 3, Phu luc 1).

1.4. Bia danh va ngay, thang, nam ban hanh vin ban
1.4.1. Thé thite

a) Dia danh ban hanh vén ban 1a tén goi chinh thiic ctia don vi hanh
chinh (tén riéng cta tinh, thanh phd truc thudc Trung wong; tén riéng cla
huyen quan, thi xa, thanh phé thude tinh; tén riéng clia x4, phuong, thi tran)
noi cap uy, co quan, td chic dang dat tru so.

- Viin ban ctia cip uy, co quan, td chic dang cap Trung wong ghi dia
danh ban hanh van ban 1a tén tinh, thanh pho truc thudc Trung wong,.

Vi du 1: Vin ban ctia Ban Déi ngoai Trung wong (tru s tai thanh phé
Ha Noé1)
Ha Néi,
Vi du 2: Van ban ctia Cuc Quan tri T.26 thudc Van phong Trung uong
Dang (tru so tai thanh pho Da Nang)
DPa Néng,
- Van ban ctia cap uy, co quan, td chic dang cAp tinh ghi dia danh ban
hanh van ban 1a tén tinh, thanh pho truc thudc Trung uvong.
Vidu 1: Vin ban coa Tinh uy Quang Tri
Quang Trj,
Vidu 2: Van ban cua Ban cén sy dang Uy ban nhan déan tinh An Giang
An Giang,
- Vin ban cta cap uy, co quan, td chic dang cap huyén ghi dia danh
ban hanh van ban 1a tén huyén, quén, thi xa, thanh pho thudc tinh.
Vidu 1: Vin ban cia Huyén uy Lam Ha (tinh Lam Péng)
Lam Ha,
Vidu 2: Van ban ctia Ban Dan van Huyén uy Tuan Gido (tinh Dién Bién)
Tuan Gido,
- Vin ban cta cip uy, co quan, to chirc dang cip co so ¢ x4, phudng,
thi trin ghi dia danh ban hanh van béan 1a tén x4, phudng, thi tran.
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Vi du 1: Vin ban cta Pang uy xa Nhan Thang (huyén Gia Binh, tinh

Bic Ninh)
Nhdn Thang,

Vi du 2: Vin ban cua Chi bd thon Triéu Khue (xa Téan Triéu, huyén

Thanh Tri, thanh phd Ha Noi)
Tan Triélz,

- Van ban cta cip uy, co quan, td chiie dang duoc lap ¢ cac co quan

cong tac, don vi hanh chinh, sy nghiép, t6 chtrc kinh té... ghi dia danh ban

hanh vin ban theo dia danh ban hanh vin ban ctia co quan cdng tac, don vi
hanh chinh, sw nghiép, t6 chirc kinh té...

_ Van ban cta lién co quan ban hanh ghi dia danh ban hanh van ban
theo dia danh ban hanh van ban cua co quan, to chirc chu tri.

- Ghi thém cip hanh chinh truge dia danh ban hanh van ban trong cac
truong hop sau day:
+ Dja danh mang tén nguoi, dia danh mét am tiét, dia danh theo s
thir tur.
Vi du 1: Pia danh hanh chinh mang tén nguoi
Qudn Hai Ba Trung; Phuong Lé Dai Hanbh...
Vi du 2: Dia danh hanh chinh mdt 4m tiét

Thanh pho Hué, Phuong Buoi...

Vi du 3: Dia danh hanh chinh theo s6 thi tu

Phuong 7; Qudn 1...

+ Dia danh c6 tén riéng ctia huyén, quén, thi xa, thanh pho thudc tinh
trung vl tén riéng cua tinh; tén riéng cua xa, phuorno thi trdn thudc huyén

tring voi tén riéng cua huyén...
Vi du 1: Van ban cia cip uy, co quan, to chic dang thanh pho Hoa
Binh, tinh Hoa Binh
Thanh pho Hoa Binh,
Vi du 2: Van ban clia cap uy, co quan, to chirc dang Thi tran Cho M,
huyén Cho Méi, tinh Bac Kan
Thi tran Cho Mo,
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b) Ngay, thang, nam ban hanh van ban 1a ngay, thang, nim van ban
duogce nguoi cé tham quyén ky ban hanh.

1.4.2. Ky thudt trinh bay

Ngay dudi 10 va thang duéi 3 phai thém sb 0 & trude va viét ddy du
chit ngay, thang, nam; gitta dia danh va ngay, thang, nim ban hanh vin ban
co dau phay ().

Vi du:
Ha Néi, ngay 03 thang 02 nam 2018

Cap hanh chinh trude dia danh ban hanh vin ban c6 thé ghi chit viét tat
[a TP (thanh phd), TX (thi x&), TT (thi tran)...

Vi du:
TP. Ho Chi Minh; Q. Lé Chan...

Dia danh va ngay, thang, nim ban hanh vian ban trinh bay dudi tiéu dé
(6 s6 4, Phu luc 1).

1.5. Tén loqi van bdn va trich yéu ngi dung van bin
1.5.1. Thé thitc

- Tén loai van ban la tén cua tung loai van ban. Cac van ban ban hanh
déu ghi tén loai van ban, trir cong van. Trich yéu ndi dung vin ban la mot céu
ngan gon hoac mot cum tir phan anh néi dung chu yéu cua van ban.

Vi du:
BAO CAO
ket qua dai hoi chi by nhiém ky 2017 - 2020

- Cung mot tén loai vian ban ma cap uy hodc ban thuong vu cap uy ban
hanh c6 thé ghi tén tac gia trong trich yéu ndi dung van ban.

Vi du:
| KET LUAN
CUA BAN THUGNG VU HUYEN UY
vé cOng tac can b

- Riéng bado cdo chinh tri do cap uy khoa dwong nhiém trinh dai hoi
dang cac cap ghi tén loai va trich yéu ndi dung van ban nhu sau:
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+ Trudng hop bdo cdo chinh tri ¢6 chu dé

Vi du:
...(NOI DUNG CHU DPE)...
(bao cdo cua... khod... trinh dai hoi... lan thit...)

+ Trudng hop bao cdo chinh tri khong 6 chu dé
Vi du:
BAO CAO
...(trich yéu noi dung)...

(bdo cdo cua... nhiém ky... trinh dai hol... nhiém ky...)

1.5.2. Ky thudt trinh bay

Tén loai vin ban trinh bay mot dong riéng, trich yéu noi dung van ban
trinh bay dudi tén loai van ban; phia dudi trich yéu ndi dung vén ban c6 nam
(5) dau gach noi (-) ngan cch v6i ndi dung van ban.

Tén loai va trich yéu néi dung vin ban trinh bay chinh gifta trang dau
vin ban (6 so 5a, Phu luc 1).

Riéng trich yéu ndi dung van ban cta tén loai cong van trinh bay dudi
sb va ky hiéu van ban (6 s6 5b, Phu luc 1).

Vi du:

S6 268-CV/VPTU

Chudn bi héi nghi truc [L{}-’é}?
qudn triét Nghi quyét Trung wong 6 khod XII

1.6. Noi dung vin ban

1.6.1. Thé thitc

No6i dung vdn ban 1a thanh phan thé thic chd yéu cua van ban. Noi
dung van ban phai bao dam céc yéu cau sau day:

- Pung chu truong, duong 16i cia Dang, phap luat cua Nha nudc.

- Phi hop véi tén loai van ban; dién dat pho thong, chinh xac, rd rang,
dé hicu.

- Chi viét tat nhung tir, cum tr théng dung. Co thé viét tat nhung tur,

cum tu su dung nhiéu lan trong vian ban, nhung céac chi viét tat lan dau cia
tlr, cum tur phai dat trong dau ngodc don ngay sau tir, cum tur do.
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- Khi vién dan can ghi day du tén loai vin ban, so, ky hiéu van ban,
ngay, thang, ndm ban hanh van ban, tén co quan ban hanh van ban va trich
yéu ndi dung van ban; cic lan vién dan tiép theo chi ghi tén loai va so, ky
hiéu cua van ban dé.

- Giai thich r6 cac thuat nglr chuyén mén sir dung trong vin ban.

- Tuy theo ndéi dung, van ban duoc bd cuc theo ph@in, chuong, muc,
diéu, khoan, diém... cho phu hop.

1.6.2. Ky thudt trinh bay

Théng thudong ndi dung ban vin dugc dan déu ca hai 1&; khi xudng
dong, chit dau dong lui vao khoang 10 mm; khoang cach gifta cdc doan vin

ban (Spacing) t6i thiéu la 6pt; khodng céch giita cac dong (Line spacing) t6i
thiéu [a 18pt (Exactly); két thiic ndi dung van ban cé ddu cham (.).

Nhiing van ban ¢6 phéin can ctr ban hanh, moi can ct trinh bay mot
dong riéng, cudi dong cé dau cham phay (;), riéng cin cir cudi ciing c6 dau
phay ().

Nhitng van ban dugce bd cuc theo phan, chuong, muc, diéu, khoan,
diém trinh bay nhu sau:

+ Phan, chuwong: Céc tir "Phan", "Chuong" va sd thd tu cta phan,
chuong trinh bay mgt dong riéng, chinh gifta; so6 th tu cua phan, chuong
dung chir s6 La Ma hodc ghi bang chir; tén phan, chuong (néu co) trinh bay
ngay dudi tor "Phan", "Chuong".

+ Muc: Tt "Muc" va s6 thtr tu ciia muc trinh bay mot dong riéng, chinh
gitia; sO thir tu cia muc dung chit s6 A-rdp; tén muc (néu cd) trinh bay ngay
dudi tor "Muc".

+ Diéu: Tu "Diéu", s6 thh tu va tén diéu (hoac ndi dung cua diéu) trinh
bay cung mot dong; so thtr tu cua diéu ding chr s6 A-rdp, sau so th tu ¢d
dau cham (.).

+ Khoan: S6 thtr tu ciia khoan ghi bang chir s6 A-rdp; sau so thir tu cua
khodn c¢é dau cham (.), tiep dén tén khoan (néu cd) va ndi dung cua khoan.

+ Diém: Thir tw cac diém dugc ghi bang chir cdi tiéng Viét theo thir tu
a, b, c..., sau chit cai ¢6 dau ngoac don dong va ndi dung cta diém.

NoOi dung van ban trinh bay dudi tén loai va trich yéu ndi dung van ban
(6 0 6, Phu luc 1).
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1.7. Quyén han, chikc vu, ho tén va chiv ky cia nguwoi co tham quyén

1.7.1. Thé thitc

- Quyén han ky vin ban cua moi cap uy, co quan, to chic dang phai
duoc quy dinh bang van ban.

D&i véi van ban cua dai hoi dang (dai hoi, doan chu tich, doan thu ky,
ban thaAm tra tu cach dai biéu, ban kiém phiéu), cap uy, uy ban kiém tra, dang
doan, ban can su dang, hoi dong céac cap: D€ ky la thay mat (ky hiéu la T/M).

Péi v&i van ban cta cac co quan tham muu, giup viée, ban chi dao, tiéu
ban..., cac don vi dugc thanh lap theo quyét dinh cta co quan, to chie dang
céic cAp: CAp truong ky dé ky truc tiép, khi cap phé ky dé ky 1a ky thay (ky
hiéu 1a K/T).

D&i véi vin ban duge ban thudng vu cdp uy hodc thi trudng co quan,

td chire dang cac cap uy quyén: Pé ky 1a thira 1énh (ky hiéu la T/L).

- Chtre vu ctia ngudi ky vin ban la chirc vu chinh thirc cua ngwoi co

thim quyén ky vin ban cua cap uy, co quan, to chirc dang.

Ghi dung chtre vu duge bau, bo nhiém hodc phan céng clia nguoi ky
van ban; khong ghi tén cap uy, co quan, td chte dang kém theo chire vu cua
ngudi ky van ban (nhu pho bi thu tinh uy, truong ban td chire, chi nhiém uy
ban kiém tra...), trlr van ban cta ban chi dao, tiéu ban, hdi dong... (trudng
hop ban chi dao, tiéu ban, hoi dong... khong c6 con dau riéng) va vin ban

cta lién co quan ban hanh.

Vin ban cua dai hoi, doan chu tich do doan chu tich phan cong nguoi
ky; van ban cua doan thu ky do truong doan thu ky ky; van ban cua ban tham
tra tu cach dai biéu do trudng ban thAm tra tu cach dai biéu ky; van ban ctia
ban kiém phiéu do truéng ban kiém phiéu ky. Viéc ky van ban cua dai hoi,
doan chu tich, doan thu ky, ban thdm tra tu cach dai biéu va ban kiém phiéu

thuc hién theo quy ché dai hoi.

Khi 1hay mit cap uy, uy ban kiém tra, ban can su dang, dang doan, hoi
ddng céac cap ky van ban, chi ghi chirc vu nguoi ky van ban dbi vai cac dong
chi 1a bi thu, phé bi thu, cht nhiém, phé chu nhiém, chu tich, pho chu tich;

khéng ghi chiic vu ngudi ky véan ban la uy vién.
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- Ho tén ctia nguoi ky van ban 1a ho tén day du cla nguoi ky van ban;
khong ghi hoc ham, hoc vi, quan ham, danh hiéu... trude ho tén cia nguoi ky
van ban.

- Chit ky thé hién trach nhiém va thdm quyén ctia ngudi ky dbi vi van
ban cta cép uy, co quan, t6 chirc dang; khong ky nhéy, ky tit vao van ban
ban hanh chinh thire.

Quyén han, chirc vu, ho tén va chi ky clia nguoi cé tham quyén cu thé
nhu sau:

a) D6i véi van ban ctia dai hoi dang céc cép

- Truong hop dai héi c6 con dau riéng.

Viduy I: Van ban cua dai hoi, doan chu tich

T/M POAN CHU TICH
(chit ky)
Ho va tén
Vidu 2: Van ban cta doan thu ky
T/M POAN THU KY
TRUONG DOAN
(chit ky)

Ho va tén
Vi du 3: Van ban ctia ban tham tra tu cich dai biéu

T/M BAN THAM TRA TU CACH PAI BIEU
TRUGNG BAN
(chir ky)
Ho va tén
Vi du 4: Van ban ctia ban kiém phiéu
T/M BAN KIEM PHIEU
TRUONG BAN
(chit ky)
Ho va tén
- Truong hop dai hoi khong co con dau riéng, sau dai hoi, lanh dao vian

phong cap uy thira Iénh ban thuong vu cip uy nhiém ky méi xac nhan chir ky
cua nguoi thay mat doan chu tich, truong doan thu ky, truéng ban tham tra tu
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cach dai bidu, trudng ban kiém phiéu ky van ban hodc ngudi chiu trach
nhiém chinh.
Vi du 1: X4c nhén chit ky cua ngudi thay mat doan chu tich
T/M POAN CHU TICH
(chit ky)
Ho va tén
X4c nhén chit ky cta dong chi...

T/L BAN THUONG VU ‘
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)

(chit ky)
Ho va tén
Vi du 2: Xac nhan chir ky ctia nguoi thay mat doan chu tich doi véi
bién ban dién bién dai h6i

T/M POAN THU KY T/M POAN CHU TICH
TRUONG DOAN
(chit ky) (chirky)
Ho va tén Ho va tén

Xéac nhéan chir ky cta dong chi...

' T/L BAN THUONG VU
CHANH VAN PHONG (hodc PHO CHANH VAN PHONG)

(chit ky)
Ho va tén
Vi du 3: Xac nhan chit ky cua dong chi truong doan thu ky doéi voi bién
ban thao ludn tai hoi truong, bién ban thao luan tai doan

NGUOI GHI BIEN BAN T/M POAN THU KY
TRUONG DOAN
(chit ky) (chit ky)
Ho va tén Ho va tén

Xéc nhén chit ky cta dong chi...
T/L BAN THUONG VU

CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)
(chi ky)

Ho va tén
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’ Biéllg nghi quyét dai hoi do déng chi bi thu hodc pho bi thu cip uy
(n€u dong chi bi thu da thay mat doan chu tich ky) x4c nhan.
Vi du:
T/M DPOAN CHU TICH
(chit k)
Ho va tén
X4c nhén chit ky ctia déng chi...

T/M TINH UY (hoic THANH UY, PANG UY)
BI THU (hoic PHO BI THU)

(chit ky)
Ho va tén
b) D6i véi van ban cua cap uy, uy ban kiém tra, ding doan, ban can su
dang cdc cap
- Van ban cua cap uy tir Trung wong dén co so.

+ Van ban ctia Ban Ché‘ip hanh Trung wong, B Chinh tri, Ban Bi thu.

Vi du 1: Van ban ctia Ban Chip hanh Trung vong

T/M BAN CH@P HANH TRUNG UONG
TONG BI THU

(chtr ky)
Ho va tén
Viduy 2: Van ban cua B6 Chinh tri
T/M BQ CHINH TRI
(chit ky)
Ho va tén
Vi du 3: Van ban ctia Ban Bi thu
T/M BAN Bi THU
(chir ky)
Ho va tén

+ Van ban cua tinh uy, thanh uy, dang uy truc thudc Trung uong va ban
thuong vu tinh uy, thanh uy, dang uy truc thuéc Trung wong.
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Vi du 1: Van ban cta tinh uy

T/M TINH UY
Bi THU (hoic PHO BI THU)

(chit ky)
Ho va tén
Vi du 2: Van ban cta ban thuong vu tinh uy, thanh uy, dang uy
T/M BAN THUONG VU
Bf THU (hoic PHO BI THU)
(chit ky)
Ho v tén
+ Vin ban cua huyén uy, quin uy, dang uy truc thudce tinh uy, thanh uy
va ban thuong vu huyén uy, quén uy, dang uy truc thudc tinh uy, thanh uy.

Vidu 1: Van ban ctia huyén uy

~ T/MHUYEN UY
BI THU (hoic PHO BI THU)

(chit ky)

Ho va tén

Vi du 2: Van ban ctia ban thuong vu huyén uy, quan uy, dang uy
T/M BAN THU’(:)‘NQ VU
B THU (hoic PHO BI THU)
(chit ky)
Ho va tén

+ Van ban ctia dang uy va ban thuong vu dang uy co so.

Vidu 1: Van ban ctua dang uy co sO
~ T/MDANG UY
BI THU (hodc PHO BI THU)
(chit ky)
Ho va tén
Vi du 2: Van ban cta ban thuong vu dang uy co s6

T/M BAN THUONG VU
B THU (hodc PHO B THU)
(chit ky)

Ho va tén
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+ Van ban cua dang uy bd phan truc thude dang uy co so.

Vi du:
T/M PANG UY
BI THU (hozc PHO BI THU)
(chit ky)

Ho va tén

+ Van ban cua chi b (chi bd co sé, chi b truc thude dang uy co sé va
chi bo truc thudc dang uy bd phan).
Vi du:

~ T/MCHIBQ
BI THU (hoic PHO Bi THU)

(chit ky)
Ho va tén

+ Riéng cac van ban cua cap uy khoa duong nhiém trinh dai hoi dang cac
cdp (gébm: bdo céo chinh tri, bao céo kiém diém cta ban chap hanh, bdo céo
cong tac nhan su ban chap hanh nhiém ky mai) do dong chi bi thu cép uy ky.

- Van ban cua uy ban kiém tra céc cap.

Vi du: . )
- T/M UY BAN KIEM TRA
CHU NHIEM (hoic PHO CHU NHIEM)

(chir ky)
Ho va tén

- Van ban cua dang doan céc cap.

Vi du:
~ T/MDPANG DPOAN
BI THU (hoge PHO BI THU)

(chir ky)
Ho va tén

- Van ban cua ban can su dang cac cap.

Vi du:
T/M BAN CAN SU DANG
BI THU' (hoge PHO BI THU)

(chii ky)

Ho va tén
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c) B6i véi vin ban cia cac co quan tham muu, gitp viéc cap uy va cac
don vi duoc 1ap theo quyét dinh cta co quan, to chirc dang cac cap

-!.gCép trudng ky truc tiép.

Vi du 1: Truong ban ky
TRUONG BAN
(chit ky)
Ho va tén
Vi du 2: Quyén (ky hiéu 1a Q) chanh van phong ky
Q. CHANH VAN PHONG
(chit ky)

Ho va tén

- Cép pho ky thay.
Vi du:
K/T TRUONG BAN
PHO TRUONG BAN
(chii ky)
Ho va tén

- Khi chua bd nhiém cép truong thi cdp phé dé ky truc tiép, khong dé
ky thay cép truong.
Vi du: Pho trudng ban phu trach ky
PHO TRUONG BAN
(chit ky)
Ho va tén
d) Déi véi van ban uy quyén, nguoi duoc uy quyén truc tiép ky, khong
uy quyén cho ngudi khéc ky thay
Vidu 1: Lanh dao van phong dugc ban thudng vu cap uy uy quyén ky

T/L BAN THUONG VU
CHANH VAN PHONG (hodc PHO CHANH VAN PHONG)
(chit ky)

Ho va tén



[F-N g [WAVE K1) 23

\ Vi du 2: Lanh dao van phong duge thu truéng co quan, to chirc dang uy
quyeén ky
, ) T/L TRUONG BAN
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)
(chit ky)
Ho va tén

d) D61 véi van ban cia cac ban chi dao, tiéu ban, hdi dong... cac cap
- Truong hop ban chi dao, tiéu ban, hoi dong... ¢6 con diu riéng.

Vidu I:
TRUONG BAN CHI PAO
(chit ky)
Ho va tén
Vi du 2:

K/T TRUONG TIEU BAN
PHO TRUONG TIEU BAN

(chir ky)

Ho va tén

Vidu 3:
T/M HQI PONG
CHU TICH

(chit k)
Ho va tén
- Truong hop ban chi dao, tiéu ban, hoi déng... khong c6 con dau
riéng, phai c6 quy dinh st dung con ddu cta ban chi dao, tiéu ban, hoi
déng. .. Quyén han ky van ban va viéc str dung con dAu cua ban chi dao, tiéu
ban, hoi dong... cin pht hop véi quy dinh st dung con dau cua cip uy, co
quan, td chire, thuén loi cho viée ban hanh va quan ly van ban. Ghi rdé chtc
vu clia ngudi ky van ban gan véi viée st dung con du cia cép uy, co quan,
td chire va chire vu kiém nhiém & ban chi dao, tiéu ban, hoi df”)ng...

Néu ngudi ky vin ban cta ban chi dao, tiéu ban, hoi dong... 12 bi thu,
phé bi thu, uy vién ban thudng vu cap uy str dung con dau ctia cép uy; néu
khoéng 12 bi thu, pho bi thu, uy vién ban thuong vu cap uy, nhung 1a lanh dao
co quan thudng truc ban chi dao, tiéu ban, hoi dong... st dung con diu cua
co quan thuong truc; cac truong hop khac, sir dung con dau cta co quan, o
chtre, noi nguoi ky van ban 1a lanh dao co quan, td chire.
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Vi du 1: Nguoi ky van ban 1a bi thu, phé bi thu, uy vién ban thuong vu
cap uy, st dung con d4u cua cap uy
Bi THU (hoic PHO Bi THU, UY VIEN BAN THUONG VU)
) kiém )
TRUONG BAN CHI DAO
(chit ky)
Ho va tén
Vi du 2: Ngudi ky van ban la lanh dao co quan thuong truc ban chi
dao, tiéu ban, hoi déng. .. st dung con d4u chia co quan thudng truc
TRUGNG BAN TO CHUC
) kiém_ i
CHU TICH HOI DPONG
(chit ky)
Ho va tén
Khi phé trudng ban chi dao, pho trudng tiéu ban ky van ban, khong dé
ky thay truong ban chi dao, truong tiéu ban; pho chu tich hoi déng ky van
ban khong dé ky thay mat hoi dong. ..

Vidu 1:
UY VIEN BAN THUONG VU
’ kiém
PHO TRUONG TIEU BAN
(chir ky)
Ho va tén
Vidu 2:
TRUONG BAN TUYEN GIAO
) ] kiém ) )
PHO CHU TICH HOI DPONG
(chil ky)
Ho va tén
e) Ddi véi bién ban hoi nghi cép uy, co quan, t6 chire dang cac cp
- Truong hop dugce dong dau lén chit ky cta nguoi chu tri hdi nghi theo
quy dinh st dung con dAu cua cip uy, co quan, to chic dang.

Vi du:
NGUOTI GHI BIEN BAN CHU TRI HOI NGHI
(chir ky) (chit ky)

Ho va tén Ho va tén
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- Truong hop khoéng duoc dong dau 1én chit ky ctia ngudi chi tri hoi
nghi theo quy dinh str dung con dau cua cap uy, co quan, t6 chitc déng thi
lanh dao van phong thira 1énh ban thuong vu cap uy, thu trudng co quan, to
chic dang xdc nhan chir ky ctia nguoi chu tri hoi nghi.

Vi du:
NGUOI GHI BIEN BAN CHU TRI HQI NGHI
(chit ky) (chit ky)
Ho va tén Ho va tén

X4c nhén chit ky ctia dong chi.. .
T/L BAN THUONG VU (hoic TRUONG BAN...)
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)

(chir ky)
Ho va tén
g) D41 véi van ban cua lién co quan ban hanh, ghi day d@u chic vu cia
nguoi ky van ban va tén co quan, to chirc ban hanh vin ban.
Vi du: Van ban cua lién co quan Van phong Tinh uy va Van phong Uy
ban nhan dén tinh

qCHANH VAN PgONg; CHANI{ VAN PHONG
UY BAN NHAN DAN TiNH TINH UY
(chit ky) (chir ky)
Ho va tén Ho va tén

1.7.2. Ky thudt trinh bay

Quyén han, chirc vu ctia nguoi ky vén ban trinh bay goc phai, duéi noi
dung van ban (6 s6 7a, Phu luc 1).

Ho va tén cua nguoi ky van ban trinh bay dudi chir ky cia nguoi ky
van ban (6 s6 7b, Phu luc 1).

Chir ky ctia nguoi c¢6 tham quyen ky van ban trinh bay dudi quyén han,
chire vu cua nguoi ky van ban (6 s6 7c¢, Phu luc 1). Khéng dung but chi, muc
mau do hoac mau nhat, muc dé phai dé ky van ban.

Riéng bién ban hdi nghi cap uy, co quan, t6 chirc dang céc cap Vi van
ban ctia lién co quan ban hanh trinh bay quyén han, chitc vu, ho tén va chit
ky ctia ngudi co tham quyén ky van ban co quan chu tri, nguoi chiu trach
nhiém chinh & phia phai, cac co quan, ngudi tham gia khac trinh bay & phia
trai, néu nhiéu co quan, nguoi tham gia thi trinh bay xudng dong duéi.
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1.8. Déiu co quan, to chirc ban hanh vin ban

1.8.1. Thé thitc

DAu co quan, t6 chtrc ban hanh van ban xac nhan phap nhén, thdm
quyén ctia co quan, t6 chirc ban hanh van ban.

Vin ban ban hanh phai déng dau dé bao dam gia trj phap ly va hiéu luc
thi hanh.

1.8.2. Ky thudt trinh bay

DAu co quan, t6 chire ban hanh vin ban trinh bay dwdi quyén han, chire
vu clia ngudi ky van ban (6 so 8, Phu luc 1).

DAu déng phai 16 rang, ngay ngan, dung chicu, trum lén khoang 1/3
chir ky vé phia bén trai. Muc dau mau do tuot.

Bién ban hoi nghi cép uy, co quan, to chuc dang céc cap ¢6 tur 2 trang
tro 1én phai dong dAu giap lai. Dau giap lai duoc dong vao khoang glua mép
pha1 cua van ban, phu luc van ban, trum lén mot phan céc to gidy, mdi khuén
dau dong t8i da 5 to gidy. Viéc dong dau giap lai dbi véi cac vin ban khéc,
déng ddu vao phu luc van ban do nguoi ky vén ban quyét dinh. Dau déng vio
phu luc véan ban tai trang dAu, trom 1én mot phan tén ctia phu luc.

Viéc dong d4u ndi, dau uét, dau thu nho. .. trén van ban thuc hién theo
quy dinh cta cap uy, thu trudng co quan, té chirc dang.

1.9. Noi nhan van ban

1.9.1. Thé thirc

Noi nhan van ban x4c dinh nhiing co quan, t6 chic, ca nhan nhan van
ban dé bao cdo, dé thuc hién, dé giai quyét, dé trao doi, de biet, dé luu.. ; noi
nhan van ban dugc xdc dinh cu thé trong van ban.

Vian ban chi giri mot sb co quan, t6 chite, c4 nhén thi ghi tén timg co
quan, to chiic, cd nhan nhan van ban; vin ban gui nhiéu co quan, t6 chirc, c4
nhan thi ghi chung theo nhom co quan, td chire, ca nhan.

Vi du:
- Céc tinh uy, thanh uy,
- Cé4c dong chi Uy vién Ban Chap hanh Trung vong,

- Luu Van phong Trung wong Dang.
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1.9.2. Ky thudt trinh bay

Noi nhén vian ban trinh bay gdéc phai, duéi ndi dung vin ban (6 so 9a,
Phy luc 1). Ttr "Noi nhdn" trinh bay mét dong riéng, phan liét ké cic co quan,
to chirc, ca nhan nhan vén ban trinh bay dudi tir "Noi nhan".

Doi v6i tén loai cong van, trinh bay tir "Kinh gui" va tén co quan, to
chiic, c4 nhan truc tiép nhan giai quyét cong viéc cung dong voi tr "Kinh
giri" & chinh gifia, trang déu van ban (6 s6 5a, Phu luc 1). O dong dau phan
noi nhan cubi van ban c6 thém tir "Nhu trén".

Doi véi tén loai to trinh, trinh bay thém tr "Kinh gui" va tén co quan,
t6 chitc, c4 nhén truc tiép nhén giai quyét cong viée cling dong véi tir "Kinh
gui" dudi tén loai va trich yéu nd1 dung vin ban (6 sb 9b, Phu luc 1). O dong
dau phan noi nhan cudi vin ban cé thém tir "Nhu trén".

Sau cac tr "Noi nhan", "Kinh gui" cé dau hai cham (:), sau moi co
quan, to chirc, cd nhan hodac nhom co quan, td chire, cd nhin nhin vin ban cé
dau phay (,), két thiic noi nhén van ban c¢6 dau cham (.).

2. Cic thanh phan thé thire bd sung

Ngoai cac thanh phan thé thire bat bude, tuy ndi dung va tinh chét timg
van ban cu thé, nguoi ky vin ban quyét dinh bd sung cac thanh phan thé thire
sau day:

2.1. Dau chi mirc do mat, mirc dp khan

- DAu chi mic d6 mat gdm: Mat, t5i mat, tuyét mat. Viée xac dinh mirc
do mat thuc hién theo quy dinh ctia phap luét vé bao vé bi mat nha nude va
quy dinh cua cép uy, co quan, td chire dang. Con dau chi mtc d6 mat duoc
khic theo hudng dan ciia B6 Cong an. Muc ddu mau dé twoi. Dau chi mire do
mat trinh bay duéi sd va ky hiéu van ban (6 sb 10a, Phu luc 1).

- Dau chi muc do khan gom: Khan, thuong khan, hoa toc. Tuy mire do
can chuyén nhanh van ban dé xac dinh d6 khan. Muc dau mau do tuoi. Dau
chi mte do khan trinh bay dudi dau chi mire dd mét (6 s6 10b, Phu luc 1).

2.2. Chi dan pham vi lvu hanh, dw thdo vin ban

- Déi voi nhiing van ban cé pham vi, doi tuong phé bién, su dung han
ché, ghi chi dan pham vi luu hanh nhu: Tai lidu thu hoi; Xong hoi nghi tra
lai; Xem xong tra lai; Luu hanh ndi bo; Tai liéu hdi nghi; Khong phé bién
trén cac phuong tién thdng tin dai ching...
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Cac chi dan vé pham vi lu’u hanh trinh bay trang dau, goc phai, cach
mep trén trang gidy 10 mm (6 s6 11a, Phu luc 1). Riéng chi dan "Khéng phé
bién tlen cac phuong tién thong tin dai ching" trinh bay chmh gitra, phia
dudGi quyén han, chirc vy, ho tén va chit ky clia ngudi co thdm quyén.

- Pbi v6i van ban du thao nhiéu l4n, st dung chi din lan du thao.
Chi dan vé du thao van ban trinh bay dudi sd va ky higu van ban (6 50 11b,
Phu luc 1).

2.3. Ky hiéu ngwoi danh mdy va s6 lirong ban phidt hanh

Péi véi nhitng vin ban can quan 1y chat ché vé so luong ban phat hanh,
ghi ky higu ngudi danh may va s6 lugng ban phat hanh.

Ky hiéu nguoi danh may va s6 luong ban phat hanh trinh bay cudi noi
Juu van ban (6 s6 12, Phu luc 1).

2.4. Théng tin lién hé ciia co quan ban hanh van ban

Néu can thiét, trong cdc van ban, giay to hanh chinh cua cap uy, co
quan, to chirc dang cac cap ghi thém dia chi co quan, 10 chire, dia chi thu dién
ttr (email), s6 dién thoai, so fax, dia chi trang thong tin dién tu (website).

Thong tin lién hé cta co quan ban hanh van ban trinh bay trang cudi
cung cua van ban, dudi mot duong ke net lién kéo dai hét chiéu ngang cla
vung trinh bay van ban (0 s6 13, Phu luc 1).

3. Bin sao va cac thanh phan thé thue ban sao
3.1. Cdc loai ban sao
Co6 3 loai ban sao:

- Ban sao y ban chinh: La ban sao nguyén vin tir ban chinh do co quan
ban hanh ban chinh nhan sao va phat hanh.

- Ban sao lue: La ban sao lai toan van van ban cua co quan khéc do co
quan nhan vin ban dugc phép nhan sao va phat hanh.

- Ban trich sao: La ban sao lai mot phan ndi dung tir ban chinh do co quan
ban hanh ban chinh hoidc co quan luu trit dang quan ly ban chinh thuc hién.

3.2. Cac hinh thirc sao

- Sao théng thuong: La hinh thirc sao bang céch trinh bay lai ndi dung
van ban can sao.
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- Sao photocopy: La hinh thiic sao bang cach chup lai van ban bang
may photocopy, may fax hodc cac thict bi chup anh khac.

3.3. Thé thirc va ky thudt trinh bay cac thanh phan thé thirc ban sao

- Dé bao dam gia trj phap ly va hiéu luc thi hanh, céac loai ban sao phai
co du céac thanh phan thé thirc ban sao. Céc thanh phan thé thic ban sao trinh
bay cuodi van ban cén sao, ngin cach vdi vin ban can sao bang mot duong ké
nét lien, co do dai hét chiéu ngang cua vung trinh bay van ban.

Van dung thé thire va ky thuat trinh bay cac thanh phéan bat budc dé
trinh bay cac thanh phéan thé thirc ban sao twong Ung, dong thoi luu y mot s6
diém nhu sau:

+ Tén co quan sao van ban xdc dinh cap uy, co quan, t6 chuc dang sao
van ban.

Tén co quan sao van ban trinh bay géc trai, dong dau, ngay dudi duong
ngan cach véi ndi dung van ban can sao (6 s6 14, Phu luc 2).

+ SO va ky hiéu ban sao: SO ban sao ghi lién tuc tir s6 01 trong mot
nhiém k¥ cap uy; ky hiéu ban sao ghi chung chir viét tat 1a "BS".

So va ky hiéu ban sao trinh bay can doi dudi tén co quan sao van ban
(6 s0 15, Phu luc 2).

+ Chi dan loai ban sao gitp cho viéc quan ly va sir dung ban sao. Tuy
thudc vao loai ban sao dé ghi chi dan loai ban sao la: Sao y ban chinh, sao
luc, hoac trich sao.

Chi dan loai ban sao trinh bay goéc phai, dong dau, ngang voi tén co
quan sao van ban (6 s6 16, Phu luc 2).

+ Pia danh va ngay, thang, nam sao van ban trinh bay dudi chi dan loai
ban sao (6 s6 17, Phu luc 2).

+ Chuic vy, chir ky, ho tén cta nguoi ky sao trinh bay dudi dia danh va
ngay, thang, nam sao van ban (6 s6 18a, 18b, 18c¢, Phu luc 2).

+ Dau co quan sao trinh bay dudi chire vu nguoi ky sao (6 s6 19, Phu
luc 2).

+ Noi nhén ban sao trinh bay dudi s6 va ky hiéu ban sao (6 s6 20, Phu
luc 2).

- Péi voi van ban sao luc nhiéu 1an chi trinh bay mot lan thé thic sao
luc. Trudng hop van ban can sao hét trang thi trinh bay cac thanh phan thé
thire ban sao vao trang moi va danh so trang tiép theo sb trang ctia van ban

can sao, gifa trang cudi van ban can sao va tr ang trinh bay cac thanh phén thé
thire ban sao déng dau giap lai.
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- Pi vé&i ban sao bang hinh thirc photocopy

+ Néu photocopy van ban can sao va co trinh bay cac thanh phén thé
thirc ban sao thi ban sao d6 cd gia tri phap ly nhu ban chinh.

+ Néu photocopy vin ban can sao nhung khéng trinh bay céc thanh
phan thé thitc ban sao thi ban sao dé chi c6 gié tri thong tin, tham khao.

4. Phong chir, kho gidy, dinh 1¢ trang vin ban, s0 trang va phu luc
4.1. Phong chir

Phéong chit trinh bay trén vin ban cua Pang la B6 ma cdc ky tu chi
Viét theo Tiéu chudn TCVN 6909:2001 (mau trinh bay céc thanh phan thé
thire van ban va ban sao van ban tai Phu luc 3).

4.2. Kho giiy

Van ban cua Bano trinh bay trén kho gidy A4 (210 mm x 297 mm).
Céc loai vin ban, gidy to hanh chmh trinh bay trén kho gidy A4 hodc A5
(148 mm x 210 mm) hodc st dung mau in san.

4.3. Dinh 1é trang vin ban

- Vin ban cta Pang trinh bay theo chiéu doc cua trang gidy (dinh
huéng ban in theo chiéu doc), ving trinh bay nhu sau:

+ L& trén: Cach mép trén trang gidy 20 mm.

+ Lé dudi: Cach mép dudi trang gidy 20 mm.

+ Lé trai: Cach mép trai trang gidy 30 mm.

+ L& phai: Cach mép phai trang gidy 15 mm.

Trudng hop vin ban in hai mat, mat sau ving trinh bay nhu sau:
+ Lé trén: Cach mép trén trang gidy 20 mm.

+ L& dudi: Cach mép dudi trang gidy 20 mm.

+ L& trai: Cach mép trai trang gidy 15 mm.

+ Lé phai: Cach mép phai trang gidy 30 mm.

- Truong hop nodi1 dung van ban cé cac bang biéu thi ¢6 thé trinh bay
theo chiéu ngang cta trang gidy (dm] hudng ban in theo chiéu ngang). Can
ctr vung trinh bay van ban theo chiéu doc dé trinh bay vin ban theo chiéu

ngang cho phu hop.
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4.4. So6 trang van bin

Vin ban c6 hai trang tré [én phai ghi s6 trang bang chit s6 A-rap.

- S8 trang trinh bay tai diém giita, cich mép trén trang gify 10 mm va
cach déu hai mép phai, trai cia phan cé chit; khong danh so trang doi véi
trang thlr nhat.

4.5. Phu luc vin ban

Truong hop van ban ¢ phu luc kem theo phai cé chi dan vé phu luc.
Phu luc vin ban phai ¢ tiéu dé; van ban cd tir hai phu luc tré 1én phai ghi 6
thir tu phu luc bang chit s6 A-rép.

Phu luc van ban trinh bay trang giéy riéng; tr "Phu luc" va sb thir tu
cua phu luc trinh bay thanh mdt dong riéng, chinh gifta vin ban. Ti€u dé cua
phu luc trinh bay dudi tir "Phu luc" va so thir tu ctia phu luc.

III- TO CHUC THU'C HIEN

1. Huéng dan nay cé hiéu luc tir ngdy ky, thay thé Huéng din sb
11-HD/VPTW, ngay 28/5/2004 ctia Van phong Trung vong Dang huéng dan
vé thé thirc van ban ctia Pang va Cong van s6 2587- CV/VPTW/nb ngéy

25/5/2010 cia Van phong Trung wong Dang huéng dan thém mét s6 diém vé
thé thirc van ban ctia dai hoi va cac tiéu ban gitip viéc dai hoi.

2. Céc clp uy, tha trudng co quan, td chirc dang c6 trach nhiém thuc
hién Huéng dan nay.

Co quan Uy ban Kiém tra Trung uong, Quan uy Trung wong, Dang uy
Cong an Trung wong va Pang uy Ngoai nuorc cu thé hoa mét so diém trong
Huéng dan nay cho pht hop véi dic diém td chire va hoat dong cia co quan
uy ban kiém tra, td chirc dang trong quéan ddi, cong an va ¢ nudc ngoai.

3. Giao Cuc Luu trlt Van phong Trung vong Dang hudng dan, kiém tra,
theo ddi viée thuc hién Hudng dan nay; dé xuat stra doi, bd sung hodc thay
thé khi can thiét.

Noi nhan: K/T CHANH VAN PHONG
PHO CHANH VAN PHONG

- Céc tinh uy, thanh uy,
- Céc ban dang, ban cén su dang, dang doan,
dang uy, ban chi dao, tiéu ban,
héi ddng trie thude Trung vong,
- Béo, tap chi, nha xuft ban truc thude Trung wong,
- Cuc Luu trit Van phong Trung wong Dang,
- Luu Vian phong Trung wong Dang.
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‘ Phu luc 1
so' do bo tri cac thanh phan thé thire viin ban cia Dang
(Kém theo Huéng dan 56 36-HD/VPTW, ngay 03/4/2018
cua Van phong Trung wong Dang)

T
20]1]]11 1 la
{4
2 | ] I
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|
I 5a |
«30™ > | 9b J 1(;;.;
|
6
]
9a | 7a
12
[ 7 ]
] 7b
(Duong ké nét lién)
_ 13 |
T
2011‘”11
d
Ghi chu:

1. Tiéu dé "Déang Cong san Viét Nam";

2. Tén co quan ban hanh vin ban;

3. S6 va ky hiéu vin ban;

4. Dia danh va ngay, thang, nam ban hanh véan ban;
5a. Tén loai van ban va trich yéu ndi dung vén bén;
Sb. Trich yéu noi dung cong vin;

6. Noi dung vin ban (c6 thé nhiéu trang);

7a, 7b, 7c. Quyén han, chirc vu, ho tén va chit ky
clia ngudi cé tham quyén;

8. Dau co quan, td chirc ban hanh vin ban;
9a, 9b. Noi nhén van ban;

10a, 10b. DAu chi murc dd mat, muc do khﬁn;
I1a. Chi din v& pham vi luu hanh,

11b. Chi din vé dy thdo vin ban:

12. Ky hiéu ngudi danh may va sb luong
ban phat hanh;

I3. Thong tin lién hé cta co quan ban hanh
van ban.
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Phu luc 2

so' d6 bo tri cac thanh phin thé thic ban sao

(Kém theo Huéng dan sé 36-HD/VPTW, ngay 03/4/2018

cua Van phong Trung wong Dang)

(Puong ngén cdch véi ngi dung vin ban cdan sao)
14 | 16
15 | 17
«— 3 Oml‘l‘l - —
15!}1]1]
20 l 18a
18b
18c
T
20IT|ITI
J
Ghi chu:

14. Tén co quan sao van ban;

15. Sé va ky hiéu ban sao;

16. Chi dan loai ban sao:

17. Pia danh va ngay, thang, nam sao van ban;

18a, 18b, 18c. Chirc vy, chit ky. ho tén ngudi ky sao;
19. Du co quan sao;

20. Noi nhin ban sao.
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Phu lyc 3

mau trinh bay thé thirc viin ban va ban sao vin ban
(Kem theo Hutng dan s6 36-HD/VPTW, ngay 03/4/2018 cua Vin phong Trung wong Dang)

TT Thanh ph%‘m thé thire Loai chit | C& chiv | Kiéu chir (ohing ch il;/l;;:;&l:c;vge  Romary |
L. | Tiéu dé "Pang Cong san Viét Nam" In hoa 15 | Ding,dam |  PANG CONG SAN VIET NAM
2. |Tén co quan ban hanh vin ban, co - | o
quan sao van ban
- Tén co quan cép”trén truc tiép In hoa 14 Ding | DANG BO TINH THAI NGU\%EN -
- Tén co quan ban hanh, sao vinban | Inhoa | 14 | Ding, dim HUYEN UY DINHHOA
3.1 86 va ky hiéu van ban, ban sao In thudng 14 Dung So 127- QB/TW S6 24 BS/UBKTTU
4. f;ih c\ifzrrllhb é\;éi Szgégén %léérlllg, nam ban| thuong 14 Nghiéng Ha Long, ngay 20 thang 02 ndam 2018
5. | Tén loai van ban va trich yéu néi dung e
van ban
- Tén loai van ban In hoa 15-16 gDung, dam THONé BAO
- Tric}; yéu ndi dung van ban In thuong 14-15“ DPlng, dam | vé &uy hoach can bo lanh dao, quan Iy
. Triﬂch yéu ndi dung tén i)ai cong van | In thudng _12 Nghiéng Ché a6 hdi nghi vi cong (i phi
6. | N dung vin i [ miuimg | 1415 | ping | Tongeomgticehitson
- Tu "Phan" "Chuong" va s thir tu | In thuong 14-15 _;f_)ung, dam Phan I; Chuono II
oha phar, p— (hoic: Phan thi nhat; Chuong thir hai)
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TT Thanh phin thé thic Loai chiv | C& chit | Kiéu chir Minh hoa
(phéng chit Times New Roman)
- Tén phan, chuong In hoa 14-15 | Ping, d4m QUY PINH CHUNG
; Tu"Muc"va 56 thu tu cua muc In thuong 14—15 -“DL'mg, dam Mue 1
Tenmue Inhoa | 14-15 | Démg, dam GIAI THICH TU NGU
|- Tu "-Diéu”, s thir tu va téln.'l ‘éiéu In thuong 14-15 | Bung, dam Piéu 1. Pham vi didu chinh
| - Khoéin In thuong ] "‘14—1 5 : Dung 1. Quy dinh vé...
: éiém In thuong 14-15 Pimg | a) No1 dung vén ban...
7Quyé; han’ Chﬁ.(% VU_’_hQ‘ tén,vé e = oo S B S L i il 1o s S
cua nguoi cd tham quyén ky van ban,
sao van ban
| - Quy#n han ky vin bin Inhoa | 14 | Ding, ddm T/M BAN THUONG VU
” W—WChL’rc vuc_ua .ngu(‘yi ky van rbén In hoa —‘ lﬁ_-l A-Bﬁ'ng PHO Bi THU
- Ho tén ctia ngudi ky van bén Inthwong | 14 | Pimg, dam Nguyén Bic Nam
8 Déiu go quan t6 chirc ban hanh véh — ik Thue hién theo quy dinh cua Ban Bi thu:,m
ban, sao van ban huong dan ctia Ban To chire Trung vong va
Bo Cong an.
9, Nor1 nhan van ban, ban sao :
;;utl;l{;?fh gui" doi voi tén loai cong | In thuong 14 Nighibng Rl it
- 7Tén cd quan, to chic, cé nhan sau tir| In thuo‘ng _ 14 g o Ban Bi thu Trung uong,

"Kinh giri"

- Van phong Trung uong Pang,
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TT Thanh phén thé thic Loai chit | Co chit | Kiéu chi ) Minh hoa
(phéng chit Times New Roman)
o | o Lo, SO | | p L 4
- Tt "Noi nhan In thuong 14 Bumng; ¢ Noi nhan:
gach chan
- Tén co quan, t6 chirc, cé nhan sau tir| In thuong 12 Ding ) C?c l_n;'yén o t,hl s ngg uy trye thude,
B Fd o s - Céc dong chi Tinh uy vién,
Noi }1han ) - Luu Vin phong Tinh uy.
10.| Déu chi muc d6 mat, mic d6 khan
- Déu chi muic d6 mat Thyc hién theo huéng dan ctia B6 Cong an
- Dau chi mic d6 khan In hoa 14 | Plng, dam HOA TOC
11.| Chi din pham vi luu hanh va du thao
van ban
- Chi dan pham vi luu hanh In hoa 12 Dung, dam XONG HOI NGHI TRA LAI
- Chi dan du thao vin ban In thuong 14 Nghiéng Dy thdo lan 2
12.| Ky hiéu nguoi danh mdy va sb luong In hoa 8 Duing ABCas
ban phat hanh
[3.] Thong tin lién hé cia co quan ban hanh | In thuong 10 Ding S6 9A, Nguyén Canh Chan, Ba Dinh, Ha Noi;
= - dién thoai: 080.45774; fax: 080.43472; email:
van ban Cucluutru@VPTW,
14.| Chi dan loai ban sao In hoa 14 | Dung, dam SAO Y BAN CHINH
15.1 Sé trang van ban In thuong 14 Ding 2; 16; 28...
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