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So. 	_ 

Kinh 	- Cac ban dang tinh, ban can sg (tang, dang doan, 
- Cac huyen uy, thanh uy, clang tnic thuec tinh. 

Thgc hien Huang din se 36-HDNPTW, ngay 03/4/2018 dm Van ph6ng 
Trung ming Bang ye the tithe va ky thuet trinh bay van ban dm Bang, Van 
phOng Tinh uY sao gui Huang dan se 36-HD/VPTW, ngay 03/4/2018 dm Van 
phong Trung ucmg Bang den cac ban dang tinh, ban can sr dang, ding doan, 
cac huyen uy, thanh uy, dang uy trgc thuec tinh de phe hen, quan triet den 
cac cAp uy, t6 chfcc dang, can be, clang vien (co Huang den clut Van phong 
Trung young Dcing gal kem)./. 

Nui nhin: 
- Nhu ten, 
- Ltru VPTU. 

K/T CHANH VAN PRONG 
PRO 	VAN PHONG 
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VAN ',HONG TiNH UY UI C 	

Si',: 4443 	 
Ngay: -DI;;N 

chuyim: 

(qt . _ i_gicx,  r 

' , — 774 14/)7 /1"1-1°  
BAN CHAP 	TRUNG1LiONG 	HANG CONG SAN- V1ET NAM 

VAN PHONG 
* 	 Ha N 01, ngely 03 timing 4 nam 2018 

SS 364-1D/VPTW 

HU'ONG DAN 
h&c va thual trinh bay van ban cam Ding 

Thgc hin Quy dinh s6 66-QD/TW, ngay 06/02/2017 tha Ban Bi thu 
Trung uang Bang va the loai, tharn quyeri ban hanh va tha tithe van ban dm 
Bang, Van phong Trung acing Bang huong clan tha thirc va ky thuSt trinh bay 
van ban dm Bang nhu sau: 

I- IlliONG DAN CHUNG 

Phym vi di'eu chinh 

Van ban nay huarng dan ve the tithe va ky thuat trinh bay van ban 
dm Bang. 

Van ban chuyan nganh, van ban khi in thanh sach va cac n pharn khee 
khong thuec pham vi dieu chinh eüa Huang dan nay. 

DOi tuvng Ai) thing 

Van ban nay áp dung di voi cac cap uy, ccr quan, t6 chirc dang tir Trung 
acing den ca 

Ha tilting cac barring chinh tri, the ca quan, M eh& boat Ong theo 
Lust Doanh nghiap kheng thuee &Si tugng áp dung van ban nay. 

Yeu cAu 

Van ban chinh thfre cna cAp uy, ca quan, te) chirc deng phai thng nhAt 
tha that va ky thuat trinh bay de bao dam gia tri pile]) ly \Tà gia tri thuc flan. 

Trach nhqm cüa cic ca nhan 

Ngueri kY van ban la nguoi ehiu trach nhiem va tha tithe vâ ky thuiat 
trinh bay van ban. 

Chanh van phong hoc nguori duct giao php trial cong tac van phOng 
có trach nhiam tham dinh the tilde va ky thot trinh bay van ban. 
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- Can big, nhan viên dugc giao soan thao van ban có tech nhi4m dux 
hien &mg huang dn ve the tithe va ky thuat trinh bay van ban. 

- Can be, nhan vien lam nhie'm vu van thu co quan c6 trach nhiem kiem 
tra the fink va ky thuat trinh bay van ban truoc khi trinh 	phat hanh. 

II- HUtiNG DAN CI) THE 

1. Cac thanh plan the thirc bit bui)c 

1.1. Ti'eu cl'd "Thing Ceng sii n Viet Nam" 

1.1.1. ThZ thirc 

Tieu 6 "Bang Ceng san Viet Nam" IA thanh phan the thirc xac dinh 

van ban ciia Bang. 

1.1.2. Ig thuat trinh bay 

Trait d trinh bay trang du, goc phai, clang du, phia duoi Co duang ke 
ngang ngan each vei dia danh và ngay, thang, nam ban hanh van ban; duang 
ke ngang net lien, có de dai bang de dai tieu a (6 sá 1, Phu lye 1). 

Vi du: 
BANG CONG SAN VitT NAM 

1.2. Ten cc quan ban hank 1011 ban 

1.2.1. ThJ thtiv 

Ten ca quan ban hanh van ban IA thanh phan the thirc )(de dinh tac gia 
van ban. Ghi chinh xac, day dii ten ca quan ban hanh van ban theo quy dinh 
ctia Dieu 14 Bang hoac van ban thanh lap dm cap usi, ca quan, t6 chtitc dang 
c6 than' quyen. 

a) Van ban cila dai hi clang cac cap ghi ten co quan ban hanh van ban 
la dal hOi  dang cap do; ghi r6 dai 116i dal bie‘u hoc di hOi toan the clang vien 
lan filu may, truong hap khong xac dinh dugc Ian Ulu may thi ghi thai gian 
ciia nhiem ky. Van ban dm doan chii tich, doan this ky, ban tham tra tu each 
dai bieu, ban kiem phieu ghi ten co quan ban hanh van ban la doan chti tich, 
(loan this k9, ban tham tra tu each dai bieu, ban kiem phieu va ten ea quan 

cap tren là dai hi dang cap do. 

- Van ban dm dai hOi Tang toan quoc. 
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Vi dg 1: Van ban ciia dai hen 

1)41 1101  DAI BIEU TOAN QUOC LAN mt... 

Vi dy 2: Van ban cila doan chi] tich 

DAI HOI DAI BIEU TOAN QUOC LAN Mi... 
DOAN CHU 'UCH 

- Van ban oh dai hi dang 1)0 cAp tinh va dang bo -nye thut)c Trung uong. 

Vi dg 1: Van ban cna dai hôi 

DAI HOI DAI BIEU 
BANG BO TINE! THAI BIN!! LAN THir... 

Vi du 2: Van ban dm doan thu kyi 

DAI HOI DAI  BLEU 
DANG BO MOT CAC CO QUAN TRUNG UtING 

LAN mfr... 
DOAN THU' 10"( 

- Van ban dm dai 1101 dang cAp 

Vi dg 1: Van ban dm dai hôi 

DAI HQI DAI BIEU 
BANG BO HUYSN CHAU THANH LAN THU.... 

Vi dg 2: Van ban cUa ban thAnt Ira tu cach dai bikt 

DAI HOI DAI BIEU 
DANG BO HUYtN CON DAO LAN TWIT... 

BAN THAM TRA it' CACH 041 BIEU 

- Van ban dm dai hOi dang 130 cAp ca 

Vi du 1: Van ban cna dai hOi 

041 110! 041 BIEU 
PANG BO x A THItU GIANG LAN THU... 
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VI du 2: Van-  ban dm ban kie'm phieu 

DAI HOI 
- -BANG B0 ClIC URI TRUNHI .BM 

BAN KIEM PHIEU 

Van ban dia di hOi chi bi). 

Vi du 1: Van ban dm dai 

Dig HOI 
CHI BO TH6N B4I BONG NHIVVI Kt .. 

Vi du 2: Van ban cila ban ki6m phial! 

DAI HOI 
CHI BO PHONG TAI CHINH NHIN 

BAN KIEM PHIEU 

b) Van ban cua thp u9 the cAp và chi bo ghi ten co quan ban hanh van ban 

nhu sau: 

Van ban oh Ban ChAp hanh Trung uang, BO Chinh tri, Ban BI thu 
ghi chung la Ban ChAp hanh Trung uang. 

Vi du: 	
BAN CHAP HANH TRUNG UsONG 

Van ban dm ban chap hanh dang b() tinh, thanh pha,  dang 	true 

thuOc Trung trong, van ban dm ban throng vg. tinh 4, thanh u9, dang u9 true 

thuOc Trung uang ghi chung la tinh u9, thanh u9, clang u9. 

VI du 1: 	
TINH Ut BONG THAP 

Vi dp 2: 
BANG LA( CONG AN TRUNG CONG 

Van ban caa ban chAp hanh dang 1N) huyen, quan \fa dang IN) Wang 
throng, van ban caa ban thutng vv huy len u9, qu'an u9 va dang u9 Wang 



ortuv rob 

duang,ghi chung la huyen uY, quan uY, dang va ten dm ding be' cap ten 
true tiep. 

Vi du 1: 
BANG BO MINH HA GIANG 

HUYtN Ut BONG VAN 

VI du 2: 

BANG BO T1NH CA MAU 
BANG Ut ICHOI DOANH NGIII1EP 

- Van ban caa ban chap hanh tang 1)6 ca so, van ban coa ban thuang vii 
clang uY ca sO ghi chung la clang uSt va ten tang be cap teen tire dep. 

VI du: 
BANG BO HUYEN THANH CHISONG 

BANG Ut xA THANH HA 

- Van ban dm clang uy be phan true thuOc clang uY co sâ ghi ten clang 
,uy be phan va ten  tang be ca 	so• cap 	tren tut tiep. 

Vi du 1: 
BANG BO XA LOC THUY 

BANG Ut THON TUY LOC 

Vi dp 2: 
BANG BO SO Y TE 

BANG Ut BtNH VItN DA ICEIOA TENII 

- Van ban dm chi be ca so, chi be true thuOc (tang uy ca ser va chi bit) trtrc 
thuec clang uY be phan ghi chung la chi be va ten clang be cap ten trip ti6p. 

Vi du 1: 

BANG BO XA TIEN PHONG 
CHI BO XOM DINH THANH 

Vi du 2: 
BANG BO CUC QUAN TR1 T.78 

CHI BO PHONG HAM CHINH - TO CHtt 
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c) Van ban cna cac ca quan, t6 chic 'Tang duce lp theo quyet dinh eüa 
cap tlY cac cap (ca quan tham muu, ginp viec, !Eng doan, ban can sir 

ban chi dap, Tau ban, hi 	ghi ten ca quan ban hanh van ban la ten ca 

quan, to chirc clang va ten cap us/ ma co quan do true thuOc. 

- Van ban dm cac CO quan tham muu, ginp wee. 

Vi dp 1: Van ban dm the ca quan tham muu, ginp viec Trung ucang 

BAN CHAP HANH TRUNG UtiNG 
BAN TO CHICC 

, 
Vi di 2: Van ban dia. cac co quan tham muu, ginp viec cap uy cap tinh 

TIM! tit ICTEN GIANG 
VAN PHONG 

Vi du 3: Van ban dm cac ca quan tham muu, ginp viec CAP uY cap huyen 

HUYEN I.A7 TRIING KHANH 
BAN DAN V4N 

- Van ban cila cac clang doan, ban can sir 'Tang. 

+ Van ban cila cac clang doan, ban can sty dang trirc thuOc Trung uang 

Vi dv 1: 	
BAN CHAP HANH TRUNG 'JONG 

BANG DOAN QUOC HOI 

Vi dy 2: 
BAN CHAP HANH TRUNG ISONG 

BAN CAN SlY BANG BO ICE HOACH vA DAU TTS 

+ Van ban cna cac clang doan, ban can sir clang true thu(ic cap uY cap tinh. 

Vi dv 1: 	
TINH Ut DIN BIEN 

BANG DOAN HOI BONG NHAN DAN 

Vi du 2: 
THANH Ih'7  CAN THO 

BAN CAN SU' BANG U;i7  BAN NHAN DAN 



1B. HUVP36 	 7 

- Van ban dm cac ban chi dao, tieu ban, hi 

+ Van ban ctla cac ban chi dao, lieu ban, hdi 	hire thudc Trung trcmg. 

VI di 1: 
BAN CHAP HANH tRUNG UONG 

BAN CHI 1)30 CAI CACH TI! PILAF 

Vi du 2: 

BAN CHAP HANH TRUNG UONG 
HOT BONG Lir( LUAN 

+ Van ban dm cac ban chi dao, tieu ban, hOi Sing... five thudc cdp uY 
cdp tinh. 

Vi du 1: 

TINH Ulk DONG NM 
BAN CHI 1)30 CAI CAC HAM CHINE! 

Vi du 2: 
TINH Ut TUYEN QUANG 

TIEU BAN VAN KIN 1)3 1110! BANG BQ LAN Tilt XV 

+ Van ban ctla cac ban chi dap, tieu ban, h'di (tong... trpc thudc cap uy 
cap huyen. 

Vi du 1: 
HUYe- N ut PHONG DIEN 

BAN CHI 1)30 THVC HIEN QUY CHE DAN CHU 

Vi du 2: 
HUYt- N IA>' DINH HOA 

1101  BONG XAC DINH GIA TRI TAI LItU 

d) Van ban dm cac don 14 dirge lap theo quyet climb cüa ca quan, to 
chit° dang cac cdp ghi ten ca quan ban hanh van ban la ten dun vj va ten co 
quan cap tren trpc tiep. 

Vi du 1: 

BAN TUYfiN GIAO TR'UNG UONG 
VU Lt LOA CHINH TRI 
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Vi di 2: 	
VAN PHONG TINH 0?.  
PHONG TONG KW 

d) Van ban elm lien co quan ban hanh ghi day du ten cac co quan, to 

chirc ban hanh van ban. 

Vi dp: 	
BAN TO CHTICC TINH ut - SO NOI vQ 

1.2.2. Kji thuat trinh bay 

Ten co quan ban hanh van ban dai c6 the trinh bay thanh nhiau dOng. 

Dial von van ban caa lien co quan, ghi ten co quan, to chac chit tri truck, giaa 
cac ten co quan, -CO chic c6 dau gach noi (-). 

Ten co.  quan banr hanh van ban trinh bay g6c trai, d6ng du, ngang vâi 
tieu de, phia dual co du sao (*) ngan each voi so va k hiau van ban (6 sO 2, 
Phi lye 1). 

1.3. Sid.  vii Icy hi?tt van ban 

1.3.1. 	thz"tc 	• 

a) SS van ban la WS tint ta cilia van ban duce dang ky, quan 19 tai van 
thu cor quan. Cp the: 

- SS van ban clia dai hOi 'Tang cac cap ghi lien tpc tit s6 01 chung cho 
tat cà cac ten loai van ban cila dai hi, doan chit tich, doan 	kY, ban tham 
tra tur each dal bieu, ban kiern phieu 1(8 ta ngay khai mac dai hOi (tinh tü khi 
bat du phien trñ bi) den ha ngdy be mac dai hOi. 

- SS van ban dm cap uy, co quan, tS chic (tang durgc lap theo quyat 
dinh clia cap u; (Om: co.  quan tham muu, giUp viac, (tang doan, ban can su 
dang, ban chi dao, tieu ban, hOi dong...), the dun vi,ducc lap theo quyet dinh 
dm co quan, to eh& dang cac cap ghi lien tpc tic se 01 cho mai ten loai van 
ban trong mOt nhiam ky cap uy. 

,Nhiam kY cap u9 dugc tinh tü ngay hensau ngay be mac dal hOi Ian 
nay den het ngay be mac dai hOi Ian Ice ti8p. Truang hop hOi nghl cap u9 Ian 
thu nhat din ra trong than gian dai hOi thi nhiam ky cap uy mei duce tinh tIr 
ngay khai mac hOi nghi cap uy lan thn nhat. 

- SO van ban dm lien co quan ban hanh ghi lien tpc win so van ban ding 
ten loai aim co quan, to chive chi tn. 
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- So van ban mat ghi lien tvc voi WO van ban khong matt cimg ten loai 
van ban. 

b) KY hieu van ban gam nhom chit vi6t tat cila ten loai van ban va ten 
ca quan ban hanh van ban. 

- ICY lieu ten loai van ban la chit cai dau cac am fiat cila ten loai van 
ban, nhu: NQ (nghl quygt), CT (chi thi), KL (kgt 1u9n), QC (quy ch6), 
BC (ban cao). 

Ky hieu mOt sa ten loai van ban thong nhat nhu sau: 

Quyect dinh: QD 

Quy dinh: QDi 

Chi thi: CT 

Chuang trinh: CTr 

Thong tri: TT 

Ter trinh: TTr 

- Ky hieu ten ca quan ban hanh van ban IA nhang chit cal du cac am 
tigt dm ten ca quan ban hanh van ban. 

+ K hieu ten ca quan ban hanh van ban dm dai hi dang cac cap 
(gam: dai hOi, doan cha tich, doan thu ky, ban tharn tra tu each dai bleu, ban 
kiem phiau) ghi chung chit vigt tat la "DH". 

VI du 1: Bao cao cüa dai hOi 

So 16-BC/DH 

Vi du 2: Bien ban dm ban kiem phiu 

Sa 18-B13/DH 

+ Ky hieu ten ca quan ban hanh van ban dm cap uY, ca quail, to' chine 
&rig cac cap ghi chit vitt tat ten cap uy, ca quan, to chirc clang do. 

Vi dp 1: QuyAt dinh dm Ban Kinh te Trung 'Tang 

SO' 246-QD/BKTTW 

Vi dp 2: Huang dan cua tmh uy 

Sa 15-HD/TU 
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Vi dti 3: Cong van dm ban tA chirc tinh uy 
SO 357-CV/BTCTU 

Vi dij 4: Bao cao cüa huyen u5/ 
So 76-BC/HU 

+ K hieu ten co quan ban hanh van ban cilia lien co quan ban hanh ghi 

chit via fat ten cac co quan, tA chirc ban hanh van ban. 

VI du: Quy cha dm lien co quan ban to chiic tinh va ban dan van 

tinh 
Sa 05-QC/BTCTU-BDVTU 

KY hieu mat sa ten co quan ban hanh van ban thang nhat nhir sau: 

Cac clang uy va chi ba 

Bang uST quan DUQS; rieng Quan uy Trung uung: QUTW 

Bang uy cang an: DUCA 

Bang uY bier' phong: DUBP 

Bang khal: DUK 

Cac dang u5/ khac: DU 

Chiba: CB 

Cac co quan tham intru, ghap viec 

U9 ban Kiam tra Trung ming: UBKTTW 

Ban ta chirc tinh uy: BTCTU 

Ban tuyen giao huyen uY: BTGHU 

Bang &an: DD 

Ban can sr dang: BCSD 

Ban chi to: BCD 

Tiau ban: TB 

Hai clang: HD 

1.3.2. Icy-  thudt trinh bay 

Sa Van ban viat hang chit sa A-rap. Sa van ban nho hot 10 phai ghi 

sa 0 phia trutc; giii.a sa va 1(5/ hieu có du gach noi (-), giiia chit viet tat ten 
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loai van ban va chit viat tit ten ca quan ban hanh van ban cif) dau gach cite° (/), 
glib chit viet tat cna lien ca quan ban hanh van ban có du gach nei (-). 

So va k9 hieu van ban trinh bay can dal. &rad ten co quan ban hanh van 
ban (o s6 3, Phi lye  1). 

1.4. Din dank vâ ngay, Mang, nom ban hank van btin 

1.4.1. Thi that 

a) Dia danh ban hanh van ban la ten goi chinh that ctia don vi hanh 
chinh (ten rieng cna tinh, thanh ph o trgc thuOc Trung 'fang; ten rieng cüa 
huyen, quan, thi xã, thanh ph thuOc tinh; ten rieng eüa xã, phtrarng, thi tran) 
nal cap us', ca quan, t6 chile dang dat try so% 

- Van ban dm cap uy, co quan, ta chitty ding cacp Trung trang ghi dia 
danh ban hanh van ban IA ten tinh, thanh pho trvc thuOc Trung gang. 

Vi dy 1: Van ban dm Ban Di ngoai Trung gang (try sor tai thanh ph6 
HA Noi) 

Nai, 

Vi du 2: Van ban Gila Cyc Quan tri T.26 thuec Van phong Trung yang 
Dang (try sà tai thanh pith Da Nang) 

Da Nang, 

- Van ban elm cap uY, ea quan, t6 chirc clang cap tinh ghi dia danh ban 
hanh van ban la ten tinh, thanh pith trgc thuec Trung wing. 

Vi dy 1: Van ban elm Tinh Quang Tri 

Quthng Tri, 

Vi dy 2: Van ban cna Ban can sr ding UST ban nhan den tinh An Giang 

An Giang, 

- Van ban dm cap uY, ccr quan, M chat ding cap huyen ghi dia danh 
ban hanh van ban IA ten huyen, quan, thi xã, thanh pith thuOc tinh. 

Vi dy 1: Van ban ciia Huyen uST Lam Ha (tinh Lam Dang) 

Lam HO, 

Vi dy 2: Van ban dia Ban Dan van Huyen uY Than Giao (tinh Dien Bien) 

Titan Glao, 

- Van ban cna cap uy, ca quan, th chirc ding cap co so.  a id, plarang, 
thi tran ghi dia danh ban hanh van ban IA ten xa, phuong, thi tran. 



18.H0VP36 
	 12 

Vi dv 1: Van ban cilia Thing uy xa Nhan Thang (huyan Gia Binh, tinh 

Bac Ninh) 
Nhein Thang, 

Vi dv 2: Van ban dm Chi NS them Trieu KhUc (xä Tan Triau, huyan 

Thanh Tri, thanh 06 Ha Ni) 

Tan Trieu, 

Van ban dm cAp us', ca quan, t6 chute dang duct 1ap cac ca quan 
cong tac, don vi hanh chinh, sr nghiap, t6 chirc kinh 	ghi dia danh ban 

hanh van ban theo dia danh ban hanh van ban dm ca quan c8ng tac, dot vi 
hanh chinh, sv nghiap, t6 tic kinh 

Van ban cua lien ca quan ban hanh ghi dia danh ban hanh van ban 
theo dia danh ban hanh van ban cna ea quan, t6 chIrc chu tri. 

Ghi them cA'p hanh chinh trugc dia danh ban hanh van ban trong cac 

trutng hgp sau day: 

+ Dia danh mang ten ngugi, dia danh met am tit, dia danh theo s6 

tilt qr. 

VI dv 1: Dia danh hanh chinh mang ten nguesi 

Quan Hai Ba Truing; Plurang Le Dal Hanh... 

Vi dv 2: Dia danh hanh chinh mOt am tit 

Thanh pha Hue; Plareing 

Vi dv 3: Dia danh hanh chinh theo sO thir 

Phtrang 7; Quefn 1... 

+ Dia danh 06 ten Hang cüa huyan, quan, thi xã, thanh,ph6 thuOc tinh 

trüng veri ten rieng cUa tinh; ten rieng cUa xa, phuong, thi Van thuOc huyan 
trang vgi ten rieng cüa huyen... 

Vi du 1: Van ban dm cap uY, ca quan, t6 chac dang thanh ph 6 Hoa 

Binh, tinh Hoa Binh 
Thanh ph a Hal Binh, 

Vi dv 2: Van ban ena cap uY, ca quan, to chat dang Thi trAn Chg Mei, 

huyan Chg M6i, tinh BAc Kan 

Thi wan Cha• Mai, 
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b) Ngay, thang, nam ban hanh van ban la ngay, thang, nAm van ban 
dug° nguai c6 tham quyon IcY ban hanh. 

1.4.2. Ig thuat trinh bay 

Ngay duoi 10 va thang dueri 3 phai them s6 0 & -fru& va viat day du 
chi) ngay, thang, nAm; Oita dia danh va ngay, thang, nam ban hanh van ban 
co &au phasy (,). 

Vi dv: 

Ha N3i, ngay 03 tiding 02 narn 2018 

Cap hanh chinh tru6c dia danh ban hanh van ban cep tha ghi cha viat tat 
IA TP (hanh ph), TX (thi xa), TT (thi 

Vi du: 

TP. Ha Chi Minh; Q. Le Chan... 

Dia danh va ngay, thang, nam ban hanh van ban trinh bay dual tieu 
(8 so 4, Phy We 1). 

1.5. Ten logi van &in va trick yin ni dung it brin 

1..5.1. The' thzfec 

- Ten loai vAn ban la ten cila timg loai van ban. Cac van ban ban hanh 
du ghi ten loai van ban, tit c8ng van. Trich yau 1191 dung van ban la mOt cau 
ngan g9n hoac mOt cvm là phan anh nOi dung chit you dm van ban. 

Vi dv: 
BAD CAO 

heti qua (14i hOi chi bei nhim kk 2017 - 2020 

- Cling mOt ten loai van ban ma cap uY hoc ban thuong Iry cap uY ban 
hanh c6 the ghi ten tac gia trong trich yau nOi dung van ban. 

Vi 
KET LUAN 

CVA BAN THITONG VV HUYBN ut 
va ding tac can b8 

- Rieng bao cao chinh tri do c'ap uy Ithod &rang nhiOm trinh dal hOi 
clang cac cap ghi tell loai va trich you noi dung van ban nhu sau: 
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+ Truong hop bao cao chinh tri c6 chit da 

Vi du: 
...(NQI DUNG CHU BE)... 

(biro cab cua... khoa... trinh dal hal... kin thilt..) 

+ Twang hgp bao cap chinh tri khong c6 chit da 

Vi du: 	
BAO CAO 

...(trich yeu ni dung)... 
(brio coo 	nhiOUt 	trinh dai haL.. nhiki 

1.5.2. K9 thuat trinh bay 

Tan loai van ban trinh bay mOt dang riong,,trich yOu n6i dung van ban 

trinh bay dual ten loai van ban; phia dual trich yOu nOi dung van ban c6 nam 
(5) dau gach nOi (-) ngan each voi n0i dung van ban. 

Ten loai va trich yeu n6i dung van ban trinh bay chinh giita trang dau 

van ban (6 so 5a, Phu luc 1). 

Rieng trich yeu n6i dung van ban caa ten loai cong van truth bay dtrOsi 
s6 va k hieu van ban (6 sa 5b, Phu luc 1). 

Vi 
sa 268-CVNPTU 

Chucin bi hai nghi lrgc tuyin 
ouch? trit Nghi: guyet Trung uovg 6 khoci XII 

1.6. N'Oi dung van Mn 

1.6 I . Thai  there 

1\10i dung van ban la thanh phAn the thirc chit yau caa van ban. Ni 
dung van ban phai bao darn cac yeu cu sau day: 

- 	Mang chit truang, &rang 16i caa Dang, phap luAt caa Nha rank. 

Pha hap vai tan loai van ban; than dat ph 6 thong, chinh xac, it rang, 

szig 

Chi viet tat nhang tir, cum tir thong dung. Co tha viat etat nhang 

cum tit sir dung nhiau In trong van ban, nhung cac chit via tat lan dau cita 

tir, cum tit phai dat trong du ngoac don ngay sau tir, cum tir do. 



10 nuvray 	 15 

- Khi vien ail can ghi day da ten loai van ban, se, 	hien van ban, 
ngay, thong, nam ban hanh van ban, ten co quan ban hanh van ban va trich 
yeu nOi dung v'an ban; cac lan vien dran tiep theo chi. ghi ten loai va so', 1g 
hieu caz van ban do. 

- Gith thich rO cac thuat ngit chuyen mon -sir dung trong van ban. 

- TuST theo nOi dung, van ban dirge be cpc theo phan, chuorng, mye, 
dieu, khodn, diem... cho phU hap. 

1.6.2. Kji thuat trinh bet)) 

Thong thugng nei dung ban van dugc dan deu co. hat le; khi xueng 
dong, chit du clang lai vao khoang 10 mm; khoang each giita cac doan van 
ban (Spacing) toi thieu là 6pt; khoang each giita cac dong (Line spacing) toi 
thieu la 18pt (Exactly); ket thac nOi dung van ban c6 dAu chAm (.). 

Nhang van ban cal phan can cur ban hanh, miSi can cir trinh bay mOt 
clang rieng, cuei Ong c6 du chAm pita)/ (;), rieng can cir cuei cling c6 du 
PWAY 

Nhtrng van ban dirge be cue theo phan, chuang, myc, dieu, khoan, 
diem tritih bay nhu sau: 

+ Phan, chuang: Cac tir "Phan", "Chuang" va se thir tr caa phan, 
churang trinh bay mOt dong rieng, chinh Oita; so thir tv caa phan, chuang 
dang chit 88 La ma hoac ghi bang chit; ten phan, chtrang (nu c6) trinh bay 
ngay dtrai tir "Phan", "Chuang". 

+ Myc: Tir "Myc" va se thir ttrycila muc trinh bay mOt clang rieng, chinh 
giaa; s8 thir tv caa myc ding chit s8 A-rap; ten mgc (nu co) trinh bay ngay 
duori tir "Muc". 

Tir "Diu", se thir tg va ten dieu (hoac nOi dung caa.dieu) trinh 
bay eang mOt clang; so thir tg cUa dieu dang chit so A-rap, sau so thir tv c6 
dAu chAm (.). 

Khoan: S thir fig,  caa,khoan ghi bang chit se A-rap; sau se thir tv cUa 
khan c6 dau cham (.), tiep den ten khoan (neu co) va nOi dung caa khoan. 

Diem: Thar cac diem dirge ghi bang chit cai tieng Viet theo thir tv 
a, b, c..., sau chit cai co dau ngoac don doing va not dung dm diem. 

NOi dung van ban trinh bay dugi ten loai va trich y8u nOi dung van ban 
(0 se 6, Phy lye 1). 
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/. 7. QuyAh hyn, chitt vy, hp ten va chic Ic.)5 caa ngtroi c6 thtitn quyen 

1.7.1. The that 

- Quyen han 14 van ban cilia mcei cap u9, co quan, t6 chirc dang phal 

dugc quy dinh bang van ban. 

Wei yeti van ban cfia dai hei dang (dai hei, doan chit tich, doan thu 14, 
ban tham tra tu each dai Neu, ban hem phieu), cap u9, u9 ban kiem tra, dang 
doan, ban can sr dang, hei deng cac cap: De k9 la thay mat (k9 hieu là T/M). 

Doc i voi van ban dm cac ca quan tham muu, giUp viec, ban chi dao, tieu 
ban..., cac dun vi duqc thanh lap theo guy& dinh cüa ca quan, th chirc ding 
cac cap: Cap truang k9 de k9 trtrc flap, khi cap ph6 k9 d'e k9 la k9 thay (k9 

hieu la KIT). 

Di vai van ban duqc ban thuang vii cap u9 hoc thii twang co quan, 
t6 chirc Eng cat cap u9 quyen: De k9 la thira lenh (14 hieu la T/L). 

- Chirc vu cüa nguti k9 van ban la chirc 	chinh thirc càa nguai c6 

thatt quyen 14 van ban cilia cap u9, co quan, 16 chirp, dang. 

Ghi dimg chirc 	duqc ban, be nhiem hoc than cong cüa ngueri 14 

van ban; kh6ng ghi ten cap u9, co quan, te chnc 'dang kern theo chirc 
nguti k9 van ban (nhu pho bi thu tinh u9, truerng:ban te chirc, chn nhiem 
ban ki'em tra...), trir van ban dm ban chi dao, au ban, hoi deng... (twang 

hop ban chi dao, tieu ban, hei 	khang c6 con &Au rieng) va van ban 

dm lien co quan ban hanh. 

Van ban dm dai hoi, doa.n chA tich do doan chn tich phan cong nguai 
k9; van ban cna doan thu 14 do truerng doan thu k9 k9; van ban dm ban tham 
tra tu each dai bieu do twang ban tham tra tir cach dai 'Dieu 1c9; van ban dm 
ban ki'em phieu do truang ban kiem phien k9. Viec 14 van ban dm dai hi, 
doan thñ tich, doan thu k9, ban thAm tra tu each dai bieu va ban kiem phieu 

th \re hien theo quy ch'e dai hi. 

Khi thay mat cap u9, u9 ban kiem tra, ban can si,r clang, dang doan, 110i 
(fang cac cap k9 Van ban, chi ghi chic ngueri k9 van ban dei veri cac deng 

chi la bi thu, ph6 bi thu, chi) nhiem, ph6 chile nhiem, chn tich, pho chQ tich; 

khong ghi chnc va nguai k9 van ban la u9 vien. 
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- H9 ten oh nguai kY van ban la ho ten dAy dU cOa nguth ky van ban; 
. khong ghi h9c ham, hoc vi, quan ham, danh 	truec h9 ten cita nguth 
van ban. 

- Chit kY the hien trach nhiem va thAm  quyen cua nguefi k2 dOi Wei van 
ban dm cap uY, ca quan, t8 chdc dang; kheing lcy nhay, kY tat vao van ban 
ban hanh chinh thirc. 

Quyen han, chile vv, h9 ten va chit ky ctia nguai co tham  quyen cu the 
nhu sau: 

a) Di voi van ban dm dai h5i clang cac cap 

- Truang hap dai hen co con dAu rieng. 

Vi du 1: Van ban cila dai hei, doan chit tich 

T/M DOAN CIFIt ITCH 
(chit k)2) 

HQ vk ten 

VI'du 2: Van ban dm doan thu 

UM DOAN THU' ICt 
TRLTONG DOAN 

(chit 147) 
HQ vã ten 

VI du 3: Van ban dm ban thatm tra tu cach dai bi6u 

T/M BAN THAM TRA TU CACII DAI BLEU 
TRUONG BAN 

(chit tor') 
HQ va ten 

Vi dv 4: Van ban cua ban kiem phi:en 

T/M BAN KIEM PHIEU 
TRU'eNG BAN 

(chit Icy) 
HQ vã ten 

- Truerng hyp dai  hOi khong có con du tieng, sau dai hi, lath dao van 
phong cap uY thin lenh ban throng vi cap uy nhiem kY mm xac nhAn chit Icy 
cüa nguei thay rnt &an chü tich, truang doan thu kY, truang ban thAm tra tir 
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each dai bieu, trutng ban ki6'rn phieu V van ban hoc ngueri chju trach 
nhiem chinh. 

Vi dv 1: Xac nhan chit V di a nguoi thay mat doan chü tich 

T/M DOAN CHI:J TTCH 
(chit 1q2) 

HQ va ten 
Xac nhan chit kir dm &Ong chi... 

T/L BAN THU'ONG VI) 
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG) 

(chit V) 

HQ vã ten 

Vi dv 2: Me nhan chit V dm nguti thay mat doan chit tich dOi vori 
bien ban din bien dal hai 

T/M DOAN THU' Id/ 	 T/M DOAN CHU TWIT 
TRUONG DOAN 

(chit V) 	 (chit V) 

HQ va ten 

	

	 H9 va ten 

Xac nhan chit V cila (tang chi... 

T/L BAN THUtiNG VV 
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG) 

(chit V) 

HQ vã ten 

Vi dl? 3: Xac nhan chit V cila ding chi truang doan thu k dai vOi bien 
ban than luan tai hi trutng, bien ban than luan tai doan 

NGIrdI GM MEN BAN 	 T/M DOAN mu.  Kt 
TRUONG DOAN 

(chit ky) 	 (chit V) 

119 va ten 

	

	 HQ va ten 

Xac nhan chit V dm clang chi... 
T/L BAN THU'UNG VV 

CHANH VAN PHONG (hoar PHO CHANH VAN PHONG) 

(chit k9) 

HQ vã ten 
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Rikng nghi quyet dai hOi do thing chi bi thu hoc ph6 bi thu cap u9 
(nu dang chi bi thu da thay mat doan chn tich k9) xac nhan. 

VI du; 

TIM DOAN CHU TICH 
(chit k9) 

H9 vã ten 
Xac nh4n chit 	cUa di.ing chi... 

TIM MINH lit (hcpa*c THANH Ut, BANG US) 
BI THIS (hoc PRO BI THU) 

(chit k9) 

H9 va ten 

b) D6i \rad van ban dm cdp u9, u9 ban ki6m tra, clang doan, ban can skr 
clang cac cap 

- Van ban en a cdp u9 tit Trung trang an co.  S. 

+ Van ban dm Ban Chap hanh Trung nang, BO Chinh tri, Ban BE thu. 

Vi du 1: Van ba.n dm Ban Chap hanh Trung wing 

TIM BAN CHAP HANH TRUNG YONG 
TONG Bi THIS 

(chit k9) 

119 va ten 

Vi du 2: Van ban dm BO Chinh trj 

T/NI BO CHINH TR1 
(chit k9) 

HQ vã ten 

Vi du 3: Van ban cna Ban BI dill 

TIM BAN BI THU' 

(chi'. 147) 

HQ va ten 

+ Van ban dm tinh u9, thanh u9, ding u9 trnc thu6c Trung wing va ban 
thuemg tinh u9, thanh u9, ding u9 true thuOc Trung uang. 
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Vi du 1: Van ban cna tinh us,  

T/M TiNH Ut 
Bi THU (hoac PHO BI THU) 

(cha k9) 
HQ vã ten 

Vi dp 2: Van ban dm ban thuong vu tinh u9, thanh u9, ding u9 

T/M BAN THUtiNG VIJ 
Bit THU (hoac PHO Bi THU) 

(chic' k9) 
HQ vã ten 

+ Van ban cna huyen u9, qua'n u9, clang u9 Ulm thuOc tinh u9, thanh u9 
va ban thuang vp huyen u9, quan u9, clang u9 true thuac tinh u9, thanh 119. 

VI dp 1: Van ban cua huyen 

T/M HUYEN Ut 
Bi THU (hoac PHO Bi THU) 

(chit k9) 
HQ va ten 

Vi dp 2: Van ban cna ban thuang \Ty huyen u9, quan u9, dang 

T/M BAN THUtiNG VIEJ 
Bi THU (hoac PHO Bi 'THU) 

(chit k9) 
H9 va ten 

+ Van ban caa clang u9 va ban thutng vv clang u9 ca 

Vi dp 1: Van ban dm clang u9 co se 

T/M BANG tit 
Bi THU (hoac PHO Bi THU) 

(chit k9) 
HQ va ten 

Vi dp 2: Van ban dm ban thuong vp clang u9 CO sO 

T/M BAN TM:ONG IT 
Bi THIS (hoac PHO Bi THU) 

(chit k9) 
HQ va ten 
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+ Van ban cna dang u9 be) phan truc thuec clang us7 co sere 

Vi du: 
UM BANG Ut 

Bi THU (hoac PHO Bi THU) 
(chit k'Si) 

Hg va ten 

+ Van ban elm chi be (chi be ca so', chi be titre thuec clang p9 ca so va 
chi be true thuec clang u9 be phan). 

Vi dp: 
T/M CHI BO 

Bi THU (hoac PHO Bi THU) 
(chit k9) 

Hg va ten 

+ Ri8ng cac van ban cna cap u9 khod duang nhi'em trinh dai hei clang cac 
cap (gm: bao cao chinh tri, bao cao kiem diem dm ban chap hart, bao cao 
cong tan nhan str ban chap hanh nhiem mai) do dong chi bi thu cap u9 k9. 

- Van ban elm u9 ban kiem tra cac cap. 

Vi du: 
T/M Ut BAN KLEM TRA 

CHU NHTEM (hoac PHO CHO NHEM) 
(chit 1c9) 

Hg vã ten 

- Van ban elm clang doln cac cap. 

Vi 
T/M BANG DOAN 

Bi THU' (hoac PHO Bit THU) 
(chit k9) 

HQ va ten 

- Van ban dm ban can sp.  (tang cac cap. 

Vi du: 
T/M BAN CAN Sti BANG 

Bi THIS (hoac PHO Di THU) 
(chil• k9) 

Hg vã ten 
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Di vai van ban dm the cu quan tham muu, giUp vi'ec cap u9 va cac 

don vi duct Cap theo quyet dinh tha co quan, to chat tang cac cap 

%Cap truerng k9 trvc tiep. 

Vi dv 1: Truang ban 1c9 

TRU'ONG BAN 
(chit k9) 

HQ va ten 

VI dv 2: Quyen (14 hieu la Q) chanh van phong k9 

Q. CHANH VAN PHONG 
(chit 1(9) 

Hy vã ten 

- Cap pho k thay. 

Vi du: 

K/T TRVONG BAN 
PH6 TRUONG BAN 

(chit k9) 
HQ -Ira ten 

- Khi chua 'DO nhiem cap twang thi cap pho de 
k9 thay cap twang. 

true tip, khong 

Vi dv: Pho tru:Ong ban phv trach 

PHO TRUONG BAN 
(chit k9) 

HQ va fen 

Di voi van ban u9 quyen, ngueri duct u9 quyen trvc tip k9, khOng 
u9 quyen cho ngueri khac k9 thay 

Vi dp 1: Lanh dao van phOng duct ban thuong yin  ca'p u9 quail k9 

T/L BAN TH'UtING VTj 
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG) 

(chit k9) 
HQ Va ten 
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Vi du 2: Lanh dao van phOng duct thil tn.rang ca quan, te chirc cling uY 
quyen k1 

T/L TRIAING BAN 
CHA.NH VAN PHONG (hoac PHO CHANH VAN PHONG) 

(chit ky) 
119 va ten 

d) Di voi van ban dm cac ban chi dao, tieu ban, hOi 	cac cdp 

- Twang hgp ban chi dao, tieu ban, hOi 	có con cidu rieng. 

Vi du 1: 
TRUONG BAN CHI £130 

(chit ky) 
HQ va ten 

Vi du 2: 
IC/T TRIXONG TIEU BAN 
PHO TRITONG TIEU BAN 

(chi't ky) 

HQ vã ten 

VI du 3: 
T/M HQI BONG 

CH O TICH 
(chit ky) 

119 Ira ten 

Truarng hgp ban chi dao, tieu ban, hOi deng... khong có con ddu 
rieng, phal cep quy dinh sir dung con dau dm ban .chi dap, tieu ban, hOi 
d6ng... Quyen han 14 van ban va viec sir dung con dau dm ban chi dao,  tieu 
ban, hOi cl6ng... can pha hgp vdri quy dinh sir dung con du dm cap uy, ca 
quan, to chfrc, thuan lgi cho viec ban hanh va quail ly van ban. Ghi rO chirc 
vu coa nguai 14 van ban gan vâi viec sir dung con dau dia cap uY, ccx quan, 
M chirc va chirc vu kiem nhi'em a ban chi dao, tieu ban, hOi. 

Neu nguoi 1(2 van ban dm ban chi dao, tieu ban, hOi dong... la bi thu, 
phó bi this, uy vion ban thuang vp cap uy sir dung con d'au cua cap uY; neu 
kh6ng la hi this, pho bi thu, 	vier' ban thuOng vi cdp uY, nhung la lanh dao 
ca quan thuang true ban chi ciao, lieu ban, hOi &Ong... sir dung con dau cUa 
ca quan throng truc; cac twang hap khac, sir dung con dau cna ca quan, t6 
chat, nai nguai ky van ban la lanh dao ca quan, to chirc. 
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Vi du 1: Ngixed 1(9 van ban la bi thu, ph6 bi thu, u9 vien ban thutng vv 

cAp u9, Stir dung con &Au cUa cAp u9 

Bi THU (hoac PHO BI THU, Ut WEN BAN THIKING YID 
kiem 

TRVONG BAN CHI BAO 
(chit 1(9) 

H9 \TA ten 

Vi du 2: Nguai 14 van ban la lanh dao ca quan thuong true ban chi 
dao, tieu ban, hOi thing_ sir dung con dau cilia cci quan thuong truc 

TRIftiNG BAN TO CIHIC 
kiena 

CHU TECH HOI BONG 
(chit k57) 

II9 va ten 

KJil ph6 truing ban chi dao, ph() throng tieu ban k9 van ban, khong de 
thay trutng ban chi dao, twang titu ban; ph6 chü tich hei (long k.9 van 

ban khong de 1(9 thay mat hei deng... 

Vi du 1: 
UY VIEN BAN THITUNG V1J 

kiem 
PHO TRONG TIEU BAN 

(chit 1(9) 
Hy va ten 

Vi du 2: 	
TRIfeiNG BAN TUYEN GIAO 

Iciem 
PHO CHU TICH HO BONG 

(chit 1(9) 

119 vã ten 

e) DiSsi vói bien ban hei nghi cAp uS/, ca quan, th chirc dang cac cAp 

- Traang hasp &rot dong dAu len chit k.9 cim ngued chü tri hOi nghi theo 
quy dinh sir dung con d'Au cüa cap u9, ca quan, to °him dang. 

Vi 
NGU'en GHI BIEN BAN 	 CHIJ TR1 HOI NGIII 

(chit k9) 	 (chit 1(9) 

HQ va ten 	 HQ va ten 
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- Truang hap khong &lac dong dAu len chit k9 cUa ngued chñ tri hei 
nghi theo quy dinh sir ding con clau dm cap u9, ca quan, th chirc dang thi 
lanh dao van phOng thin lenh ban thuang vii cap u9, thn truang ca quan, to 
chue dang xac nhan chit k9 caa nguesi cha tri hei nghi. 

Vi du: 

	

NGUOI GM BIEN BAN 	 CHIJ TRi HOI 
(chit 14) 	 (chit 14) 

Hc vA ten 	 119 va ten 

Xac nhan chit k32 cüa dang chi... 
T/L BAN THUONG VI] (ho4c TRUONG BAN...) 

CHANH VAN PHONG (hoac PHO CHANH VAN PHONG) 
(chit' k9) 

HQ va ten 

g)D6i vai van ban cila lien ca quan ban hanh, ghi dy dU chirc vu cUa 
nguti k9 van ban va ten ccx quan, to chirc ban hanh van ban. 

Vi tip: Van ban dm lien ca quan Van ph6ng Tinh u9 va Vain phOng U9 
ban nhan clan tinh 

	

CHANH VAN PHONG 	 CHANH VAN PRONG 
ut BAN NHAN DAN TIN!! 	 TINE! Ui? 

(chit k9) 	 (chit 1(9) 
Hy vh ten 	 HQ va ten 

1.7.2. Kji thuat trinh bay 

Quyen han, chi:re vp cña ngued k9 van ban trinh bay g6c phai, duti nOi 
dung van ban (8 so 7a, Phy lye 1). 

Hp va ten oh ngued 14 van ban trinh bay &red chit k9 cna ngued 
van ban (0 s6 7b, Phy lye 1). 

Chit 1(9cüa ngued c6 tham quyen k9 van ban trinh bay clued quyen han, 
chat vu cüa nguai k9 van ban J0 sO 7c, Phy lye 1). Khong dung bin chi, min e 
mau do hoac man nhat, mye de phai de k9 van ban. 

Rieng hien ban hi nghi cap u9, ca quan, th chdc dang cac cap va van 
ban dm. hen  ca quan ban hanh trinh bay quyen han,  claire vu, hp ten va chfr 
k9 cña ngued c6 tham quyen k9 van ban ca quan chn tri, nguti chiu trach 
nhi'em,chinh 6 phia phai, cac ea quan, ngued tham gia ,khde trinh bay a phia 
trai, nu nhieu ca quan, nguoi tham gia thi trinh bay xuong dong clued. 
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1.8. Diu ca (pan, la chat ban hanh van ban 

1.8.1. Thel thar 

u ca quan, t6 chat ban hanh van ban xac nhan phap nhan, tham 

quyen cüa ca quan, te chirc ban hanh van ban. 

Van ban ban hanh phai (Tong du a bao dam gia tri phap lY va hieu lye 

thi hanh. 

1.8.2. Kji thuat trinh bay 

u ca quan, t6 chirc ban hanh van ban trinh bay Lai quyen han, chi:re 
vy. cüa nguai 14 van ban (6 sot  8, Phy lye 1). 

D'Au dang phai re rang, ngay ngan, ding chieu, trem len khoang 1/3 
chit 14 ve phia ben trai. Myc du mau do tutu. 

Bien ban hi nghi cap 4, ca quan, tot  chire dang cac cap ca kr 2.  trang 

tr& len pith dang dau giap lai. Dau giap lai dugc &mg vao khoang giCra mep 
phai ena van ban, phy lyc van ban, trum,len met phan cac to giay, mei khan 

dau (tong 	da 5 ter gifiy. Vice dang dau giap lai doi A/6i cac van ban khae, 
thing dau vao php lye van ban do nguti 1(1 van  ban  quyet dinh. Dau &Mg vao 
php lye van ban tai trang dau, trim len met phan ten az phy lpc. 

Vic &Mg dau n6i, clan trert, dau thu nha... tren van ban thyc hien theo 
quy dinh Dila cap uY, thU truerng ca quan, t6 chat (Eng. 

1.9. Nei nhen van ban 

1.9.1. Thj tht`cc 

Nai nhan van ban xac clinh nhiing ca quan, to chirc, cá nhian nhan van 

ban a bao cao, d thyc hien, de giai quyet, a trao d6i, d bit, de kru...; nai 

nhan van ban duce xac dinh cy the trong van ban. 

Van ban chi giri met sei ca quan, tt) chat, ca nhan thi ghi ten tirng ca 
quan, t6 chirc, ca nhan nhan van ban; van ban giri nhieu ca quan, to chirc, ea 
nhan thi ghi chung theo nharn ccr quan, to' chile, cá nhan. 

VI* 

Cac tinh uy, thanh us', 

Cac deng chi UY vien Ban Chap hanh Trung uang, 

Luu Van phOng Trung Yang Dang. 
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1.9.2. 1(9 thuat trinh bay 

Nai nhan van ban trinh bay goc phai, duti nOi dung van ban (8 so 9a, 
Phu luc 1). Tir "Nai nhan" trinh bay mOt d6ng rieng, phan liet ké the co quan, 
to chirc, cá nhan nha.n van ban trinh bay duti tir "Nai nhan". 

Dôi voi ten loai &Ong van, trinh bay tir "Kinh giri" va ten ca quan, to 
chirc, cá nhan true tip nhan &it quyet °Ong viec cling &mg vei tir "Kinh 
giri" 6 chinh giUa, trang dau van ban (8 s6 5a, Phu luc 1). 6 clang S phan 
nai nhan cu6i van ban c6 them tir "Nhu teen". 

voi ten loai tâ trinh, trinh bay themtir "Kinh girl" va ten co.  quan, 
to chide, ca nhan true tiep nhan ginquyet cong viec ding deng vei tir,"Kinh 
giri" &lei ten loai va trich yeu nOi dung van ban (0 so 9b, Phu lyc 1). 0 dOng 
dku phan ncxi nhan cusoi van ban c6 them tir "Nhu tren". 

Sau cac tir "Nai nhan", "Kinh giri" c6 du hai cham (:), sau mi cor 
quan, tO chat, cá nhan hoe nh6m ccx quan, tt chirc, cá nhan nhan van ban c6 
dau phay (,), ket thoc nai nhan  van ban Co du chain (.). 

2. Cac thanh phAn the that 13;13) sung 

, Ngoai cac thanh phan' the thirc bat bu0c, tuy nOi dung va tinh chat tirng 
van ban cu thE, ngired Icy van ban guy& dinh bo sung cac thanh phan the thirc 
sau clay: 

2.1. Dalt chi mire do mot, mar do khan 

- DL chi rnirc dO mat gam: Met, tSi met, tuyet met. Vic xac dinh mirc 
c10 mat -dux hien theo quy dinh cüa phap luat vE bao ye bi mat nha nu& va 
quy dinh aim cap uY, ca quan, to chirc dang.,Con dau chi mirc,d0 mat dirge 
khde theo hutng din dm BO &Ong an. Muc du mau do tuai. Dau chi mirc dO 
mat trinh bay duti s6 va IcY hieu van ban s6 10a, Phu luc 1). 

- DL chi mut dO khan Om: Khan, thtrang khan, hoa t6c. Tuy mirc c/0 
can chuyen nhanh van ban a xac dinh do khan. Mgc du mau de tuai. Du 
chi nrirc dO khan trinh bay duel d'Au chi mirc dO mat (0 so 10b, Phu luc 1). 

2.2. Chi din phom vi hut hank, 4  thcio van ban 

Doc i 	nhang van ba'n co pham vi, cl6i Meng ph6 biL, sir dung han 
eh, ghi chi d'an pham vi km hanh nhu: Tai lieu thu MI; Xong hOi nghi tra 

Xem xong tra lai; Luu hanh nOi 130; Tai lieu  bed  nghi; KhOng pile) biL 
tren cac phuang tien thong tin dai chimg... 
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Cac chi an v pham vi Itru hanh trinh bay trang du, goe phai, each 
mep tren trang giay 10 mm (8 sa I la, Phy lyc 1). Rieng chi clan "KhOng ph 

bin teen,  cac phuarig tian thong tin dai chAng" trinh bay chink gift, pit 
clued quyen han, chirc vu, ho ten va chit ky aim nguai có tham quyen. 

Di veri van ban chr thao nhiau ran, sir dung chi dan 1L dv than. 
CM clan ve du thao van ban trinh bay clued sa va kY hiau van ban (6 so' 11b, 

Phi lye 1). 

2.3. Kir, hilett ngtrai clanh may va s6 hryng ban ph& hanh 

Dai vói nhang van ban can quan 1y chat the va so lugng ban Oat hanh, 
ghi k9 hieu nguai danh may va so lugng ban pith hanh. 

KY,  hiau nguai dart may va sa lugng ban phat hanh trinh bay cu& nai 
luu van ban (6 so 12, Phy lye 1). 

2.4. Thong tin lien he ciia co' quan ban hanh van ban 

Nu can thiet, trong cac van ban, giay te• hanh chinh caa cap u9, ca 
quan, to chirc ding cac cap ghi them dia chi ca quan, to chirc, tha chi thu than 
tir (email), sO din thoai, so fax, tha chi trang thong tin dian tir (website). 

Thong tin lien hecOa ca quan ban hanh van ban trinh bay trang cuai 
cling dm van ban, duoi mat duang Ice net lien keo clai hat chieu ngang cüa 
\fling trinh bay van ban (6 sa 13, Thy lye 1). 

3. Ban sao vl cac thank phfin the thtk ban sao 

3.1. Ccic logi ban sao 

CO 3 loai ban sao: 

Ban sao y ban chinh: La ban sao nguyen van tir ban chinh do ca quan 
ban hanh ban chinh nhan sao va phat hanh. 

Ban sao lye: LA ban sao lai toan van van ban caa cos quan khac do CO' 
quan nhan van ban dugc phep nhan sao va phat hanh. 

Ban trich sao: La ban sao Ii mat phan nOi dung tir ban chinh do ca quan 
ban hanh ban chinh hoc ccr quan luu trit dang quan lyr ban chinh thyc hian. 

3.2. Clic hinh thar sao 

Sao thOng thuang: La hinh thirc sao bang each trinh bay 1ai mai dung 

van ban can sao. 
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Sao photocopy: La hinh thirc sao bang each chpp lai van ban bang 
may photocopy, may fax hoc cac thiet bi chvp anh khac. 

3.3. The thirc vu thuift trinh bay ctic thanh phan the Mar ban sao 

De bao dam gia tri phap va hieu lvc thi hanh, cac loai ban sao phai 
cep cid cac thanh phAn the thirc ban sao. Cac thanh phan the that ban sao trinh 
bay cued van ban can sao, nga.n each vai van ban can sao bang m0t &rang Ice 
net lien, có do dai het chieu ngang cüa Wing trinh bay van ban. 

Van dung the thirc va ky thy:at trinh bay cac thanh phan bat buOc 
trinh bay eac thanh phan the thirc ban sao tuorng üng, deng thed luu mAt s6 
diem nhu sau: 

Ten ca quan sao van ban xac dinh cap up, ca quan, to chire dang sao 
van ban. 

Ten ca quan sao van ban trinh bay goo trai, clang day, ngay duai throng 
ngan each vori nei dung van ban can sao (6 s6 14, Phu lye 2). 

S va k hieu ban sao: SA ban sao ghi lien tic tir se 01 trong met 
nhiem kS,  cap 1151/; k5f hi'eu ban sao ghi chung chit viet tat la "BS". 

S&Na k32 hieu ban sao trinh bay can del duori ten ca quan sao van ban 
(0 soc  15, Phi lye 2). 

Chi an loai ban sao giüp cho viec quan 1? va sir dung ban sao. TuST 
thuAc vao loai ban sao de ghi chi dan loai ban sao la: Sao y ban chinh, sao 
lvc, hoc trich sao. 

Chi an loai ban sao trinh bay goc phai, dOng du, ngang ved ten ca 
quan sao van ban (0 so 16, Phv lye  2). 

Dia danh va ngay, thang, nam sao van ban trinh bay clued chi an lo& 
ban sao(ô s6 17, Phv Ivc 2). 

Chirc vv, chi) koi, Flo ten dm nguai k sao trinh bay dued dia danh va 
ngay, thang, nam sao van ban (6 s6 18a, 18b, 18c, Phv lye 2). 

Dau 	quan sao trinh bay durai chirc  vv nguai l(57 sao (ei so 19, Php 
lvc 2). 

Nod nhan ban sao trinh bay dued se va hieu ban sao (6 se 20, Phil 
lvc 2). 

- Doi ved van ban sao lye nhieu Ian chi trinh bay met Ian the thiic sao 
lye. TrirOng hop van ban can sao het trang thi trinh bay cac thanh phan the 
that ban sao vao trang mói va danh se trang tip theo sa trang ciia van ban 
can sao, girra trang cuoi van ban can sao va trang trinh bay eac thanh phan the 
that ban sao &mg clau giap lai. 
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Di voi ban sao bang hinh thilc photocopy 

Neu photocopy van ban can sao va có trinh bay cac thanh phan the 
Mire ban sao thi ban sao do cal gia tri phap 1 nhu ban chinh. 

+ ,Neu photocopy van ban can sao nhung khong trinh bay cac thanh 
phan the thirc ban sao thi ban, sao do chi co gia tri thong tin, tham 

4. Pilling chit, kha giay, dinh 1 trang van ban, sa trang vã phti lye 

4.1. Phong chic 

Phong chit trinh bay tren van ban eta Dang 11 B9 ma cac k9 tu chit 
Viet theo Tieu chuan TCVN 6909:2001 (mu trinh bay cac thanh phan the 
thirc van ban va ban sao van ban tai Phu Luc 3). 

4.2. Kliti gitly 

Van ban dm Bang trinh bay tren kha gidy A4 (210 nun x 297 mm). 
Cac loai van ban, giay ter hanh chinh trinh bay teen kho giay A4 hoc A5 
(148 mm x 210 mm) hoac sir dung mu in sari. 

4.3. Dinh a trang van ban 

Van ban citi a pang trinh bay theo chieu doe cim trang giay (dinh 
huong ban in theo chieu d9c), viing trinh bay nhu sau: 

± U tren: Cach mep tren trang giay 20 mm. 

L'e due:6: Cach mep duei trang giay 20 mm. 

Le trai: Cach map trai trang gib 30 mm. 

U phai: Cach mep phai trang giay 15 mm. 

Tnremg hgp van ban in hai mat, mg sau viing trinh bay nhu sau: 

Le teen: Cach mop teen trang gidy 20 mm. 

Le dual: Cach mep clued trang giay 20 mm. 

Le trai: Cach mep trai trang giay 15 mm. 

Le phai: Cach mop phai trang giay 30 mm. 

True:mg hop n9i dung van ban c6 cac bang bieu thi c6 the trinh bay 
theo chieu ngang cUa trang giay (dinh huong ban in theo chieu ngang). Can 
cir vimg trinh bay van ban theo chieu doe d trinh bay van ban theo chieu 
ngang cho phn hgp. 

18.HDVP36 
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4.4. se trang van bcin 

Van ban co hai trang trô len phai ghi soc  trang bang chcr s6 A-rap. 

- 	S6 trang trinh bay tai diem giaa, each mep ten trang gidy 10 mm va 
each deu hai mep phdi, trod efia phan co chit; thong danh so trang doi vcn 
trang thir nhat. 

4.5. Phy lye win ban 

Truong hop van ban co phy lyc kern theo phai c6 chi clan ve phy lyc. 
Phi lye van ban pith": co lieu de; van ban co tü hai phy lye trot len phai ghi so 
thir tir phy lye bang chit se A-rap. 

Phy lye van ban trinh bay trang gidy rieng; tir "Phil lye" va so' thic ty 
cüa phy lye trinh bay thanh mOt dong rieng, chinh gifta van ban. Tieu de dm 
phy lye trinh bay clued tilr "Phil lye" va s6 thir ty elm phy 

III- TO CHtiC THVC 1-11k,N 

Huong an nay co hieu lye tix ngay ky, thay the Hueng dan s6 
11-HD/VPTW, ngay 28/5/2004 dm Van phong Trung uang Ding huang an 
ve the that van ban dm Dans yd. Cong van s6 2587-CV/VPTW/nb,,ngay 
25/5/2010 dm Van phong Trung uang Bang huong an them mOt so diem ve 
the thire van ban ena dai hOi va cdc tieu ban giup viec dai hOi. 

Cdc cdp us', thu truong ca quan, ta chue clang c6 trach nhiem thgc 
hien Huong clan nay. 

Ca quan UY ban Kiem tra Trung uang, Quin uy Trung ucrng, Pang uY 
COng an Trung uang va Ding uST Ngoai nuoc cy the hod mOt so diem trong 
Huang dan nay cho phn hop vol dac diem to chim va hoat dOng cüa ca quan 
uY ban kiem tra, th chac (tang trong quan dOi, &Ong an va 6 nuerc ngoli. 

Giao Cue Luu fret Van phong Trung uang Ding huong an, kiem tra, 
theo &di vie° thyc hien Huang cldn nay; de' xuat sin di, bo sung hoac thay 
the khi can thiet. 

IC/T CHANH VAN PRONG 
PII6 CHANH VAN PHONG 

Nai nhan: 

Cac tinh uST, thanh us', 
Cac ban dang, ban can str dang, dang doan, 
clang us', ban chi dao, deli ban, 
hOi d6ng two  thuOc Trung uang, 
Sao, tap chi, nha xutt ban true thude Trung uung, 
Cue Ltru frit Van pheng Trung tiring Bang, 

- Luu Van phOng Trung uong Dang. 
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Phu lye 1 
SICr d b6 tri cac thanh phan the thtit van ban cfia Bang 

(Kern theo Hwang den so 36-HD/VPTFV, nazi)) 03/4/2018 
cua Vain phong Trung :tang Dang) 

2 1 

3 4 

5b 

lib 

10a 

10b 

5a 

9b 

6 

9a 7a 
12 

7c 
i 

7b 

(Dithng Ice net lien) 

13 

Ghi chfi: 

Tien d'e "Bang COng san Viet Nam"; 
Ten co quan ban hanh van ban; 
So va k hieu van ban; 
Dia danh va ngay, thang, nam ban hanh van bthi; 
Ten Mai van ban va -Erich yeti Wei dung van ban; 
Trich yen nei dung cong van; 

6. Nei dung van ban (có the hhieu trang); 
7a, 7b, 7c. Quyen flan, chuc vu, he ten va chit 1c9 
oda ngueri co tham quyen; 

8. Dan ca quan, t6 chat ban hanh van ban; 
9a, 9b. Noi nhan van ban; 
10a, 10b. Du chi mirc de mat, muc cle khan; 
1 la. CM datn ye pham vi km bath, 
1 lb. Chi d'arn ye dg thao van ban; , 

K9 hieu nguoi danh may va s6 Meng 
ban phat hark 

Thong tin lien he dm cry quan ban halt 
van ban. 



r - - I EkEillIMIN- 

El 

• 	Li 

Ty or. 	=IL 

rt, 



16 

(Dadng ngan ccich veri nal dung v 'an ban cdn sao) 

17 

14 

15 

18c 

18b 

20 
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Phu km 2 
I 	A 

SO.  do bo tri the thanh phan the time ban sao 
(Kern theo Hwang dcin so 36-HD/VPTW, ngay 03/4/2018 

cira Van phang Trung trcmg Ding) 

<-301' —> 

Ghi chia: 

Ten ca quan sao van ban; 
Só va k9 hi:8u ban sao; 
Chi clan loai ban sao; 
Dia dada va ngay, thang, nam sao van ban; 

18a, 18b, 1k. Chirc vu, chit ky, ho ten nguei k2 sao; 
DAu ca quan sao; 
Nth nhan ban sao. 



• 

•
• r%\• 

VIAL. 
• 

i 

 

• 

• • 

 

 

 

 

• • 

% •• 

 

r• • 	r 

•
• 

 

1••••  

eimammer7reermerawnrempr al7:: 

• • 

ig 	 • 	Ili I 	 fill! 

1 

 



34 

Phy Inc 3 
man trinh bay the thtic van ban lie ban sao van ban 

(Kern theo Hwang clan so 36-HD/VPTW, ngay 03/4/2018 cUa Van phang Trung wang Ming) 

TT Thanh pliin the thiic Loai chit Co' chitKieu chit Minh hoa 
(pAlong chic Times New Roman) 

 Tieu de "Dang COng san Via Nam" In hoa 15 Dung, dam BANG CONG SAN VIET NAM 
 Ten co quan ban hanh van ban, ca 

quan sao van ban 

- Ten ca quan cAp tren trtrc tip In hoa 14 Dung DANG BO TiNH THAI NGUYEN 
- Ten ca quan ban hanh, sao van ban In hoa 14 Dung, dam HUYtN lit DINH HOA 

 S6 va kY hien van ban, ban sao In thutmg 14 Ding SS 127-QD/TW; S6 24-BS/UBKITU 
4 Dia daub va ngay, thang, nam ban 

hanh van ban, sao van ban In throng 14 Nghieng Ha Long ngay 20 thcing 02 nam 2018 

 Ten loai van ban va trich yau nei dung 
van ban 

- Ten loai van ban In hoa 15-16 DUng, clan THONG BAO 
- Trich yau nOi dung van ban In thulmg 14-15 DUng, dam vie quy hoach can hi) lanh do, quan ly 
- Trich yau nOi dung ten loai c8ng van 12 Nghieng Chi clO hoi nghi va cong tic phi In thueng 

 NOi dung van ban In throng 14-15 Dung Trong ding tac chi dao... 

- Tir "Phan", "Chuang" va th tint tu 
dm phan, chuang 

In thuang 14-15 Dirng, dam PhAn I; Chtrcrng II 

(hoac: PhAn thti nhat; Chiming thti hai) 
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TT Thanh phfrAn the that Loui chit CO.  chit. Kieu chile. Minh hoQ 
(phong chi? Times New Roman 

- Ten phan, chucmg In hoa 14-15 Ding, dam QUY DINH CLUNG 

- lir "Kw" Ira sO thd tu dm muc In thuemg 14-15 Dung, dam Muc 1 
- Ten mix In hoa 14-15 Dung, dam GIAI THICH Tir NGIJI  

- Tir "Dieu", sa this.: tu va ten dieu In thuemg 14-15 Dung, dam Dieu 1. Plim vi diet' chinh 

- Khoan In thuong 14-15 Dung 1. Quy dinh ve... 

- Diem In thuong 14-15 DUng a) Nei dung van ban... 

7. Quyen han, chic vv, h9 ten va. chit Icy 
ciaa ngued có tham quyen k9 van ban, 
sao van ban 

- Quyen han k9 van ban In hoa 14 Dimg, dam T/M BAN THVONG VI/ 

- Chirc vu dm ngtiti Icy van ban In hoa 14 DUng PHO Bi THIS 

- H9 ten ciaa nguai kY van ban In thuong 14 Dimg, dam Nguygn BAc Nam 

8 Dau ca guan, to chirc ban hanh van 
ban, sao van ban 

Thuc hien theo guy dinh ciia Ban Bi thu, 
huthig clan cilia Ban To chirc Trung trang va 
BO Conan. 

9. Nai nhan van ban, ban sao 

- Tit "Kinh gin" d'th voi ten loai Gong 
van, ter trinh 

In thutng 14 Nghieng Kinh girt: 

- Ten ca quan, to chitc, cá nhan sau tn.  
"Kinh gin" 

In thuang 14 

_ 
Dung 

- Ban Bi thu Trung ucmg, 
- Van phong Trung uang Dang, 
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TT Thanh phAn the tithe Loni chir Cas chit Kieu chit Minh hon 
(phong chic Times New Roman) 

- Tit "Nai nhen" In thuong 14 Dirng, co 
gach chan Nai than: 

- Ten ca quan, t6 chile, ca. nhan sau tir 
"Nai then" 

In thuang 12 Dung , - Cac huyen us', th tir', Tang uSI five thu0c, . 	. 
- Cac (tong chi Tinh uSi vidn, 
- Luu Van phons Tinh uSt. 

 Dau chi muc d6 met, mire d6 khan 

- Den chi mirc d6 met Tlurc hien theo huong dan dm BO' C6ng an 

- Deu chi mire d6 khan In hoa 14 Dung, dam BOA ToC 
 Chi dan pham vi luu hanh va du thao 

van ban 

- CM clan pham vi hru hanh In hoa 12 Dung, dem XONG H01 NGIII TRA LAI 

- Chi den. du the.° van ban In thuang 14 Nghieng Dyft Mao Ian 2 
 Icr hieu nguai danh may va so lugng 

ban phat hanh 
In hoa 8 Dirng 

ABC 268 

 Thong tin lien he ciia ca quan ban hanh 
van ban 

In thuang 10 Dung SO 9& Nguyen Canh Chan, Ba Dinh, Ha NOi; 
di8n thoai: 080.45774; fax: 080.43472; email: 

Cucluutru@VPTW. 

 Chi den loai ban sao In hoa 14 Dang, dem SAO Y RAN CHiNH 
 SO tang van ban In thuirng 14 Dung 2; 16;28...  
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