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[J(j(fit,l Thirc hien Quy dinh s6 66-QD/TW, ngay 06/02/2017 cua Ban Bl thu
, ~ J .' Trung trong Dang vS thS loai, tham quyen ban hanh va thS thirc van ban cua

~ U\i b6 Dang, Van phong Trung irong Dang huong dful thS thirc va kY thuat trinh bay
" van ban cua Dang nhtr sau:

1-HUONG DAN CHUNG

S636-HDNPTW_._

HUONGD.AN
th~ tlnrc va kY thu~t trinh bay van ban cna Dang

1. Pham vi di~u chinh

Van ban nay huang d~n vS thS thirc va ky thuat trinh bay van ban
cua Dang.

Van ban chuyen nganh, van ban khi in thanh sach va cac An phAmkhac
khong thuoc pham vi diSu chinh cua Huang d~n nay.

2. BAi tuong ap dung

Van ban nay ap dung d6i voi cac c~p uy, co quan, t6 chirc dang til Trung
irong dSn co sa.

H~ thong cac tnrong chinh tri, cac co quan, t6 chue h09-t d9ng thea
Lu~t Doanh nghi~p khong thuQc d6i tUQ11gap d\lng van ban nay.

3. Yeu cAu

Van ban chinh tht'rc cua c~p uy, cO'quan, t6 chue dang phai th6ng nh~t
thS thue va ky thu~t trinh bay dS bao dam gia tri phap 1yva gia tri thgc tiSn.

4. Trach nhiem cua cac ca nhan.
- N guai ky van ban 1anguai chiu trach nhi~m vS thS thuc va Icy thu~t

trinh bay van ban.

- Chanh van phang ho?c nguai dugc giao ph\! tnich cong tac van phang
co trach nhi~m thAmdinh thS thuc va kY thu~t trinh bay van ban.

- Can bQ, nhan vien dugc giao so9-llthao van ban co trach nhi~m thvc
hi~n dung huang d~ vS thS thuc va ky thu~t trinh bay van ban.
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- Can bQ,nhan vien lam nhiem V1) van thu co quan co trach nhiem kiem
tra thS thirc va ICYthuat trinh bay van bin tnroc khi trinh ky, phat hanh.

11-HUONG DAN cuTHE.
1. Cac thanh phftn th~ tlnrc bilt bUQe
1.1. tu« ilJ "Bang CVngsan ViftNam"
1.1.1. Thd thuc
Tieu d8 "Dang Cong san Vi~t Nam" la thanh ph§.n thS thirc xac dinh

van ban cua Ding.

1.1.2.Ky thudt trinh bay
Tieu d8 trinh bay trang d§.u,goc phai, dong d§.u,phia diroi co dirong ke

ngang ngan each voi dia danh va ngay, thang, nam ban hanh van ban; duong
ke ngang net li8n, co dQdai b~ng dQdai tieu d8 (6 s6 1, Phu luc 1).

Vi du:
DANG CQNG SAN VI~T NAM

1.2. Ten CO' quan ban hanh van ban
1.2.1. Th€ thuc.
Ten co quan ban hanh van ban la thanh ph§.n th8 thirc xac dinh tac gia

van ban. Ghi chinh xac, d§.ydu ten co quan ban hanh van bin thea quy dinh
cua Di8u I~Dang hoac van bin thanh I~p cua cApuy, co quan, t6 chuc ding
co thfun quy8n. '

a) Van ban cua dlilihQi ding cac c~p ghi ten co quan ban hanh van ban
Ia d~i hQi dang c~p do; ghi ro d~i h9i d~i bi8u ha~c d~i hQi taan thS dang vien, " , ,
Ian thu may, truang hgp khong xac dinh dUQ'cIan thu may thl ghi thai gian
cua nhi~m kY.Van ban cua daan chu tich, daan thu kY, ban thAm tra tu cach
d~i biSu, ban kiSm phiSu ghi ten co quan ban hanh van ban Ia daan chu tich,
daan thu kY, ban th§.m tra tu cach dlilibi8u, ban ki8m phiSu va ten co quan
cfip tren Ia d~i hQi dang cApd6.

- Van ban cua dlilihQi dang taan qu6c.

Vi dl,l1: Van ban cua dlilihQi

f)~I HQI D~I BIEUToAN Quac LAN THU ...
*

Vi dl,l2: Van ban cua daim chu tich

B~ HOI B~l BIEU ToAN Quae LAN THlJ ...
DoAN cHiT TICH
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*
- Van ban cua dai hQidang bQefiptinh va dang bQtnrc thuoc Trung irong,

Vi du 1: Van ban cua dai hQi

DAI HOI DAI BIEU
DANGBQ TiNH THAI'BiNH LAN TmJ...

*
Vi du 2: Van ban cua dean thir ICY

D~l HOI D~l BIEU
DANG BO KHOI cAe co QUAN TRUNG l1dNG

LAN-TW...
DoANTHUKY

*
- Van ban cua dai hQi dang bQ efip huyen.
Vi du 1: Van ban cua dai hQi

DAI HOI DAI BIEU
DANGBO HUY£NCHAD THANH LAN rmr .•.. .

*
Vi du 2: Van ban cua ban thfrm tra nr each dai bi@u

D~l HOI DM BIEU
DANGBO IIUYSN CONDAa LAN TW ...
BAN THAM TRA TU eACHB~I BIEU

*
- Van ban cua dai hQidang bQefip co sa.
Vi du 1: Van ban cua dai hQi

BAI HOI DAI BIEU
BANG BO xA THIEU GIANG LAN THU .... .

*
Vi du 2: Van ban cua ban kiem phieu

BAIRal
BANG BO coc urn TRUNHISM KY ...

BAN KIEM PHIEU
*

- Van ban cua dai hQi ehi bQ.
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Vi du 1: Van ban cua d~i hQi

DAlBOI. .
cm BO TBON DAl DONG NHIEM KY.... . .

*
Vi du 2: Van ban cua ban kiem phieu

DAIROI
em BQ PRONG TAI cHiNHNHJEM KY ...

BANKIEM PIDEU
*

b) Van ban cua cApuy cac cApva chi bQghi ten co quan ban hanh van ban
nhu sau:

_ Van ban ella Ban chAp hanh Trung uong, BQ Chinh tri, Ban Bi thir
ghi chung la Ban Chap hanh Trung irong.

Vi du:
BAN cHApHANHTRUNGUONG

*
_ Van ban ella ban chAp hanh dang bQ tinh, thanh ph6, dang bQ true

thuoc Trung irong, van ban cua ban thuong vu tinh uy, thanh uy, dang uy tnrc
thuoc Trung irong ghi chung la tinh uy, thanh uy, dang uy,

Vi du l:
TiNH uY DONG THAp

*

DANG uY CONG AN TRUNG UONG
*

_Van ban cua ban chAp hanh dang bQ huyen, quan va dang bQ tirong
dirong, van ban cua ban thuong vu huyen uy, quan uy va dang uy wang
dtrong ghi chung hi huyen uy, qu~n uy, dang uy va ten cua dang bQ cAptren

r

true tiep,

Vi du l:
DANGBO TiNH HA GIANG
IIUY¥NuYDONGVAN

*
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Vi du Z:
DANG BD TiNH cA MAD

DANG Uy xaor DOANH NGHI¥P
*

- Van ban cua ban chfip hanh dang bQ co scr, van ban cua ban thuong vu
dang uy co sa ghi chung la dang uy va ten dang bQcfip tren true tiSp.

Vi du:
DANGBQHUY$NTHANHCHVdNG

DANGUy xA THANH HA
*

- Van ban cua dang uy bQph~n tnrc thuoc dang uy co sa ghi ten dang
uy bQph~n va ten dang bQco sa cfip tren tnrc tiep.

Vi du l:
DANG BD xA LDC THUY

DANG Uy'THON'TUY LOC
*

Vi du Z:
DANG BQ sa Y TE

DANG uY BENH VIEN DA KHOA TiNH. .
*

- Van ban cua chi bQco sa, chi b9 tnrc thuoc dang uy co sa va chi bQtnrc
thuoc dang uy be>phan ghi chung la chi bQva ten dang bQc~p tren tnrc ti@p.

Vi du l:
DANG BQ xA TIEN PHONG
CHI BO XOM DINH THANH. .

*
Vi du Z:

DANG BQ CVC QUAN TRJ T.78
CHI BO PHONG HANH CHiNH - TO CHUC

*
c) Van ban cua cac co quan, t6 chirc dang ducc l~p thea quyet dinh cua

cfip uy cac c§.p (co quan tham rmru, giup vi~c, dang doan, ban can SlJdang,
ban chi d~o, tiSu ban, hQi d6ng ... ) ghi ten cO'quan ban hanh van ban la ten cO'

? ,

quan, to chuc dang va ten cap uy ma cO'quan do trlJc thuQc.
- Van ban cua cac cO'quan tham muu, giup vi~c.
Vi d\l 1: Van ban cua cac cO'quan tham muu, giup vi~c Trung uO'ng
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BAN cHAP HANH TRUNGl1dNG
BANTOCHUC

*
Vi du 2: Van ban cua cac co quan tham rmru, giup viec cftp uy cfip tinh

TiNH uY KIEN GIANG
VANPHONG

*
Vi du 3: Van ban cua cac co quan tham muu, giup viec cfipuy cfiphuyen

tIUYEN uY TRUNGKHANH
BANDAN vAN.

*
- Van ban cua cac dang doan, ban can SlJ dang.
+Van ban cua cac dang dean, ban can SlJ dang tnrc thuoc Trung uong
Vi du l:

BAN cHAP HANH TRUNG l10NG
DANG DoAN ouocHQI

*

Vi du Z: .
BAN cHAP HANH TRUNG l1dNG

BAN cAN str DANG BQ KE H04.CH vA. DAu TV'
* , ,

+Van ban cua cac dang doan, ban can su dang tnrc thuoc cap uy cap tinh. .

vr au r.
TiNH uY BI:gNBIEN., ,,_:J.. A ""

DANG DOAN HQI DONG NHAN DAN
*

Vi du Z:
THANH uY cAN THO

BAN cAN SVDANGuYBANNHANDAN
*

_Van ban cua cac ban chi dao, tiSu ban, hQi d6ng ...
+Van ban cua cac ban chi dao, tiSu ban, hQid6ng ... true thuoc Trung uong.
Vi du l:

BAN cHAP HANH TRUNG l10NG
BAN CHi D~O cAl CACH TU PHAp

*
Vi du Z:

BAN cHAP HANH TRUNG l1dNG
HOI DONG LYLuAN. .
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*
+Van ban cua cac ban chi dao, tiSu ban, hQi d6ng ... tnrc thuoc c~p uy

c~p tinh.

Vi du l:
TiNH uYDONGNAI

BAN cat D~O cAl CACH HANH cHiNH
*

Vi du Z:
TiNH uY TlJYEN QUANG

TIEU BANVANKIEN BAI HOI BANG BO LAN TmJ XV. .. .
*

+ Van ban cua cac ban chi dao, tiSu ban, hQi d6ng ... tnrc thucc c~p uy
c~p huyen,

Vi du l:
HlJIi:N uY PRONG BIEN

BAN CHi D~O THl/C HI¥N QUY CHE DAN CHU
*

Vi du Z:
~N uYDlNHRoA

HOI DONG tic DINH GIA TRI TAI LIEU. . . .
*

d) Van ban cua cac don vi diroc l~p theo quyet dinh cua co quan, t6
chirc dang cac c~p ghi ten co quan ban hanh van ban la ten dan vi va ten co, ,
quan cap tren tnrc tiep.

Vi du l:
BAN TUYEN GIAo TRUNG VONG

VU LY LuAN CHiNH TRI., .
*

Vi du Z:
VAN PRONGTiNE uY
PHONG TONG HOP.

*
d) Van ban cua lien co quan ban hanh ghi dAy du ten cac co quan, t6

chirc ban hanh van ban.

Vi du:
BAN TO CHtrC TiNH uY - Sa NOI VU. .
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*
1.2.2. Ky thudt trinh bay

Ten CCYquan ban hanh van ban dai c6 thS trinh bay thanh nhieu dong.
D8i voi van ban cua lien CCYquan, ghi ten CCYquan, t6 chirc chu tri tnroc, gitra
cac ten CCYquan, t6 chirc c6 dAugach nai (-).

Ten CCYquan ban hanh van ban trinh bay g6c trai, dong d§.u,ngang voi
" , ,

tieu de, phia diroi c6 dau sao (*) ngan each voi s6 va ky hieu van ban (6 s6 2,
Phu luc 1).

1.3. Sa va kY hi~uvan ban

1.3.1. ThJ thuc
, ,

a) S6 van ban la s6 tlnr tv cua van ban duoc dang ky, quan ly tai van
thu CCYquan. Cu thS:

_ S8 van ban cua dai hQi dang cac cAp ghi lien tuc ill s6 01-chung cho
tAt ca cac ten loai van ban cua dai hoi, doan chu tich, dean thu ky, ban tham
tra tu each dai bieu, ban kiSm phieu kS tir ngay khai mac dai hQi (tinh tu khi
b~t d§.uphien tru bi) dSn hSt ngay bS m~c d~i hQi.

_ S8 van ban cua cAp uy, CCYquan, t6 chuc· dang dUQ'cl~p thea quySt
dinh cua cftp uy (g6m: CCYquan tham muu, giup vi~c, dang dean, ban can Sl!
dang, ban chi d~o, tiSu ban, hQi d6ng ... ), cac dcynvi duQ'cl~p thee quySt dinh
cua co quan, t6 chuc dang cac cApghi lien tl)c tu s8 01 cho m6i ten lo~i van
b:!mtrong mQt nhi~m ky cApuy.

Nhi~m ky cApuy dUQ'ctinh tu ngay liSn kS sau ngay bS m~c d~i hQi l§.n
nay uSn hSt ngay bS m~c d~i hQi l§.nkS tiSp. Truang hQ'phQi nghi cApuy 1&0
thu nhAt diSn ra trong thai gian d~i hQi thi nhi~m kY cApuy m6i duQ'c tinh tu
ngay khai m~c hQi nghi cApuy 1§.nthu nhAt.

_ S8 van ban cua lien CCYquan ban hanh ghi lien wc v6i sa van ban cung
ten lo~i cua CCYquan, t6 chuc chu tri.

_ sa van ban m~t ghi lien wc v6i sa van ban khong m~t Cling ten lo~i
van bim.

b) Ky hi~u van ban g6m nh6m chii' viSt t~t cua ten lo~i van bim va ten
CCYquan ban hanh van ban.
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- Ky hieu ten Ioai van ban la chtr cai d§.ucac am tiSt cua ten loai van
ban, nhu: NQ (nghi quyet), CT (chi thi), KL (leSt luan), QC (quy che),
BC (bao cao) ...

Ky hi~u mot s8 ten Ioai van ban th8ng nhAtnhu sau:

Quyet dinh: QD

Quy dinh: QDi

Chi thi: CT

Chuang trinh: CTr

Thong tri: TT

To trinh: TTr

- Ky hieu ten co quan ban hanh van ban la nhfmg chi! cai dftu cac am
tiSt cua ten co quan ban hanh van ban.

+ Ky hieu ten co quan ban hanh van ban cua dai hoi dang cac c~p
(gam: dai hoi, doan chu tich, doan thir Icy, ban thfun tra nr each dai bieu, ban
kiem phieu) ghi chung chit viSt t~t Ia "DR".

Vi dul: Bao cao cua dai hOi
86 16-BCIDH

Vi du 2: Bien ban cua ban kiem phieu

86 18-BBIDH

+ Ky hieu ten co quan ban hanh van ban cua c~p uy, co quan, t6 chirc, ", ,
dang cac cap ghi chtr viet tat ten cap uy, co quan, to chirc dang d6.

Vi du l: Quyet dinh cua Ban Kinh tS Trung uang

S6 246-QDIBKTTW

Vi d\l 2: Huang d§n cua tinh uy

8615-HD/TU

Vi d\l 3: Cong van cua ban t6 chuc tinh uy
S6357-CVIBTCTU

Vi d\l 4: Bao cao cua huy~n uy
8676-BCIHU
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+Ky hieu ten co quan ban hanh van ban cua lien C(J quan ban hanh ghi, , .
chu viet tat ten cac C(J quan, to chirc ban hanh van ban.

Vi du: Quy che cua lien C(J quan ban t6 clnrc tinh uy va ban dan v~n
tinh uy

S6 05-QCIBTCTU-BDVTU

Ky hieu mQts6 ten co quan ban hanh van ban thong nhAtnhir sau:

* Cac dang uy va chi bQ

Dang uy quan S\1': DUQS; rieng Quan uy Trung irong: QUTW

Dang uy cong an: DUCA

Dang uy bien phong: DUBP

Dang uy kh6i: DUK

Cac dang uy khac: DU

ChibQ:CB

* Cac co quan tham rmru, giup vi~c

Uy ban KiSm tra Trung irong: UBKTTW

Ban t6 chirc tinh uy: BTCTU

Ban tuyen giao huyen uy: BTGHU

* Dang doan: DD

* Ban can su dang: BCSD

* Ban chi dao: BCD

* TiSu ban: TB

* HQi d6ng: IID
1.3.2. Ky thudt trinh bay

s6 van ban viet bang chir s6 A-r~p. s6 van ban nho hon 10 phai ghi
s6 0 phia truce; gitra s6 va Icy hieu co dAugach n6i (-), gitra chft viSt t~t ten
loai van ban va chit viet t~t ten cO'quan ban hanh van ban co dAug~ch cheo (f),
gifra chu viet t~t cua lien C(J quan ban hanh van ban co dAug~ch n6i (-).

s6 va Icy hi~u van ban trinh bay can d6i du6i ten C(J quan ban hanh van
ban (0 s6 3, Ph\ll\lc 1).
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1.4. Dia danh va ngay, thiing, niim ban hanh van ban

1.4.1. ThJ thuc

a) Dia danh ban hanh van ban la ten goi chinh thirc cua dan vi harm
chinh (ten rieng cua tinh, thanh ph6 true thuoc Trung uong; ten rieng cua
huyen, quan, thi xa, thanh ph6 thuoc tinh; ten rieng cua xii, phirong, th] tran)
noi c§.puy, co quan, t6 clnrc dang d~t tru so.

- Van ban cua c§.puy, co quan, t6 chirc dang c§.pTrung irong ghi dia
danh ban hanh van ban la ten tinh, thanh ph6 tnrc thucc Trung uong,

Vi du 1: Van ban cua Ban D6i ngoai Trung irong (tru s6' tai thanh ph6
HaNQi) .

HaN{ji,

Vi du Z: Van ban cua Cue Quan tri T.26 thuoc Van phong Trung irong
Dang (tru s6' tai thanh ph6 Da N~ng)

DaNlmg,·

- Van ban cua c§.puy, cO'quan, t6 chuc dang c§.ptinh ghi dia danh ban
hanh van ban la ten tinh, thanh ph6 tt'\l'cthuQc Trung uang.

Vi dl) 1: Van ban cua Tinh uy Quang Trj
Quang Trt,

Vi d\l 2: Van ban CllaBan can SlJ dang Uy ban nhan dan tinh An Giang
An Giang,

- Van ban Clla c§.puy, cO'quan, t6 chuc dang c§.phuy~n ghi dia danh
ban hanh van ban la ten huy~n, qu~n, thi xii, thimh ph5 thuQc tinh.

Vi d\l 1: Van ban cua Huy~n uy Lam Ha (tinh Lam D6ng)
LamHa,

,
Vi d\l2: Van ban cua Ban Dan v~ Huy~n uy Tuan Giao (tinh Di~n Bien)

,
Tuan Giao,

- Van ban Clla c§.puy, cO'quan, t6 chuc dang c§.pcO's6' 6' xii, phuong,
thi tr§.nghi dia danh ban hanh van ban la ten xii, phuang, thi tr§.n.

Vi d\l 1: Van ban cua Dang uy xii Nhan Th~ng (huy~n Gia Binh, tinh
B~c Ninh)

Nhan Th&ng,



ThinPCBS 206 hdvp36 12

Vi du 2: Van ban cua Chi bo than Trieu Khuc (xa Tan TriSu, huyen
Thanh Tri, thanh ph6 Ha NQi)

Tan TriJu,

_ Van ban cua cApuy, co quan, t6 chirc dang diroc l~p 6 cac co quan
cong tac, dan vi hanh chinh, su nghiep, t6 chirc kinh tS... ghi dia danh ban
hanh van ban theo dia danh ban hanh van ban cua co quan cong tac, don vi
hanh chinh, sir nghiep, t6 chirc kinh tS... .

_ Van ban cua lien co quan ban hanh ghi dia danh ban hanh van ban
thee dia danh ban hanh van ban cua co quan, t6 clnrc chu tri.

_ Ghi them cAphanh chinh truce dia danh ban hanh van ban trong cac
twang hop sau day:

+ Dia danh mang ten nguoi, dia danh met a~ tiSt, dia danh theo s6
thir tv.

, Vi du 1: Dja danh hanh chinh mang ten nguoi

Qudn Hai Ba Truong;Phuong Le Dai Hanh. ..

Vi du Z:Dia danh hanh chinh mot am tiSt

Thanhpho HuJ; Phuong Buoi.:

Vi du 3: Dia danh hanh chinh theo s6 thu tu. . .
PhuiJng 7; QwJn 1...

+ Dia danh c6 ten rieng cua huy~n, qu~, thi xa, thanh ph6 thuQc tinh
trung v6i ten rieng cua tinh; ten rieng cua xa, phuang, thi trAn thuoc huy~n
trung v6i ten rieng cua huy~n. ','

Vi dl) 1: Van ban cua cApuy, cO'quan, t6 chuc dang thanh ph6 Hoa
Blnh, tinh Roa Blnh

Thanh ph6 Hoa Binh,

Vi dl)2: Van ban cua cApuy, cO'quan, t6 chuc dang Thi trAnChQ'Mai,
huy~n ChQ'Mai, tinh B~c K~n

Thi frAn Ch(l M6'i,

b) Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban
duQ'cnguai c6 thfim quySn Icy ban hanh.
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1.4.2. Ky thudt trinh bay

Ngay diroi 10 va thang diroi 3 phai them s6 0 (y tnroc va vi6t d~y du
chtr ngay, thang, nam; gitra dia danh va ngay, thang, nam ban hanh van ban
co d~u phay (,).

Vi du:
Ha N9i, ngay 03 thdng 02 ndm 2018

C~p hanh chinh tnroc dia danh ban hanh van ban co thS ghi chfr vi6t t~t
la TP (thanh pho), TX (thi xa), TT (thi tr~) ...

Vi du:
TP. H6 Chi Minh; Q. is Chan...

Dia danh va ngay, thang, nam ban hanh van ban trinh bay diroi tieu de
(0 s6 4, Phu luc 1).

.1.5. Ten loai van ban va trichyiu npi dung van ban

1.5.1. Thd thuc

- Ten loai van ban la ten cua tirng loai van ban. Cac van ban ban hanh
dSu ghi ten Ioai van ban, trir cong van. Trich ySu nQi dung van ban la rnQtcau
ng~n gon hoac mot cum til'phan anh n9i dung chu y6u cua van ban.

Vi du:
BAocAo

k~t qua u\li hQichi bQnhi~m ICY 2017 - 2020

- Cling rn9t ten lo~i van ban rna c~p uy ho~c ban thuOng V\l c~p uy ban
hanh co thS ghi ten tac gia trong trich y@unQidung van ban.

Vi d\l:'
KETLU~

eVABANTWaNG V1J ~N uY
v~ c8ng hie can bQ

- Rieng bao cao chinh tri do c~p uy khoa duO'ng nhi~m trinh d~i hQi
dang cac c~p ghi ten lo~i va trich y@unQidung van ban nhu sau:

+TruOng hQ'pbao cao chinh tri co chu dS

Vi d\l:
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... (NQI DUNG can DE).••
(baa cdo cua... khoa ... trinh dai h9i... Ian thu:...)

+Truong hop bao cao chinh tri khong co chu dS

Vi du:
BAocAo

...(trich y~u ni}idung) ...
(baa caa cua... nhiem kY... trinh dai h9i ... nhiem kY .. ')

1.5.2. Ky thudt trinh bay

Ten loai van ban trinh bay m9t dong rieng, trich ySu nQi dung van ban
trinh bay duoi ten loai van ban; phia duoi trich ySu nQi dung van ban co nam
(5) d§.ugach n6i (-) ngan each voi nQi dung van ban.

Ten loai va trich ySu nQi dung van ban trinh bay chinh giira trang d~u
van ban (086 5a, Phu luc 1).

Rieng trich ySu nQi dung van ban cua ten loai cong van trinh bay duoi
s6 va ky hi~u van ban «(> s6 5b, Phu luc 1).

Vi du:
S6 268-CVNPTU

Chudn bi Mi nghi true tuyin
qudn tri~tNghi quy€t Trung uang 6 khod XII

1.6. Npi dung van ban

1.6.1. Thd thuc

N9i dung van ban la thanh ph~n thS tlnrc chu ySu cua van bfm. N9i
dung van ban phai bao dam cac yeu c~u sau day:

- Bung chu truong, duong 16iCllaDang, phap lu~t eua Nha nu&c.

- Phli hgp v&i ten lo~i van ban; di~n d~t ph6 thong, chinh xac, ra rang,
d~ hiSu.

- Chi viSt t~t nhUng tu, c\lm tir thong d\lng. Co thS viSt t~t nhung ill,
c\lm tU sir d\lng nhiSu lin trong van ban, nhung cac chu viSt t~t lin d~u cua
tir, c\lm tir phai d~t trong d§.ungo~c dan ngay sau tu, C\lffitir d6.

- Khi vi~n ddn c~n ghi d~y du ten lo~i van ban, 86, kY hi~u van ban,
ngay, thang, nam ban hanh van ban, ten cO'quan ban hanh van ban va trfch
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yeu n9i dung van ban; cac lful vien dful tiep theo chi ghi ten loai va s6, Icy
hieu cua van ban do.

- Giai thich ra cac thuat ngtr chuyen mon S11 dung trong van ban.

- Tuy thee n9i dung, van ban diroc b6 C\lCtheo ph~n, chuang, muc,
dieu, khoan, diSinoo.cho phil hop.

1.6.2. Ky thudt trinh bay

Thong thirong n9i dung ban van duoc dan dSu ca hai IS; khi xuong
dong, chtr d~u dong lui vao khoang 10 mm; khoang each gitta cac doan van
ban (Spacing) t6i thiSu la 6pt; khoang each gitta cac dong (Line spacing) t6i
,thiSu Ia 18pt (Exactly); ket thuc n9i dung van ban co dfiu cham (.).

Nhfmg van ban co phful can cu ban hanh, m6i can err trinh bay mQt
dong rieng, cu6i dong co dfiu cham phfiy (;), rieng can cir cu6i cung co dfiu
phfiy (,).

Nhtmg van ban duoc b6 C\lCtheo phan, chuang, muc, dieu, khoan,
diSm trinh bay nhu sau:

, , , ,
+ Phan, chuang: Cac til' "Pharr", "Chuang" va so thir nr cua phan,

chuang trinh bay m9t dong rieng, chinh gifra; s6 thu t\l cua ph~, chuong
dung chfr s6 La Ma:ho~c ghi bing chfr; ten ph~n, chuang (nSu co) trinh bay
ngay du6i ill "Ph~n", "Chuang".

+ M\lc: Til "M\lC"va s6 thu t\l cua m\lc trinh bay m9t dong rieng, chinh
gifra; s6 thu t1)'cua m\lc dung chii s6 A-r~p; ten m\lc (nSu c6) trinh bay ngay
du6i til' "M\lc".

, " , ,
+ Dieu: Til "Dieu", so thu tv va ten dieu (ho~c n9i dung cua dieu) trinh

bay cung mQt dong; s6 thu tv cua diSu dung chii s6 A-r~p, sau s6 thu tv co
dfiu ch§.m(.). .

+ Khoan: S6 thll' tv cua khoan ghi bfuJgchfr s6 A-r~p; sau s6 thu tv cua
khoan co dfiu chfim (.), tiSp dSn ten khoan (nSu c6) va nQidung cua khoan .

., ., , ,
+ Diem: Thll' tv cac diem duQ'cghi bang chfr cai tieng Vi~t thea thu tv

a, b, Coo.,sau chfr cMco dfiungo~c dan dong va nQi dung cua diSm.

N9i dung van ban trinh bay du6i ten lo~i va trich ySu nQi dung van bim
(6 s6 6, Ph\ll\lc 1).

1.7. QuyJn hfln, chirc v{l, h(J ten va chii' kY clia ngU'Oico tham quy€n
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1.7.1. ThJ thuc

- Quyen han ky van ban cua m6i cAp uy, co quan, t6 chirc dang phai
duoc quy dinh bang van ban.

D6i voi van ban cua dai h9i dang (dai h9i, dean chu tich, doan thu Icy,
ban thAmtra tu each dai bieu, ban kiem phieu), cApuy, uy ban kiem tra, dang
doan, ban can S\ldang, h9i d6ng cac cAp:DS Icy la thay m~t (ky hi~u la TIM).

D6i voi van ban cua cac ca quan tham nnru, giup viec, ban chi dao, tiSu
ban ..., cac dan vi duoc thanh l~p theo quyet dinh cua co quan, t6 clnrc dang
cac cAp: cAp wang Icy d8 Icy tnrc tiSp, khi cApph6 ky dS ky la kY thay (ky .
hieu la KIT).

D6i voi van ban duoc ban thuong vu cApuy hoac thu twang co quan,
t6 clnrc dang cac cApuy quyen: D8 kY la thira l~nh (kY hi~u 1aTIL).

- Chuc V\l cua nguai kY van ban 1a chirc V\l chinh thuc cua nguai co
thftm quy8n kY van ban cua cApuy, ca quan, t6 chirc dang.

Ghi dung chuc V\l duQ'c biu, b6 nhi~m ho~c phan cong cua nguai kY
van ban; kh6ng ghi ten cApuy, ca quan, t6 chuc dang kern thea chirc VI) cua
nguai kY van ban (nhu ph6 bi thu tinh uy, truang bal).t6 chuc, chu nhi~m uy
ban kiSm tra ... ), tm van ban cua ban chi d~o, tiSu ban, h9i dfmg... (truang
hgp ban chi d~o, tiSu ban, h9i d6ng ... kh6ng c6 con dAurieng) va van ban
cua lien ca quan ban hanh.

Van ban cua d~i h9i, doan chu tich do doan chu tich phan cong nguai
Icy; van ban cua doan thu kY do truang dmln thu Icy kY; van ban cua ban thfim
tra tu cach d~i biSu do twang ban thftm tra tu cach d~i biSu Icy; van ban cua
ban kiSm phi~u do truang ban kiSrn phi~u Icy. Vi~c kY van ban cua d~i h9i,
doan chu tich, doan thu kY, ban thfim tra tu cach d~i biSu va ban ki@mphi~u

th\lc hi~n thea quy ch~ d~i h9i.

Khi thay m~t cApuy, uy ban kiSm tra, ban can Sl,! dang, dang doan, h9i
d6ng cac cApky van ban, chi ghi chuc V\l nguai kY van ban d6i v6i cac d6ng
chi 1abi thu, ph6 bi thu, chu nhi~m, ph6 chu nhi~m, chu tich, ph6 chu tich;
kh6ng ghi chuc V\l nguai ky van ban 13.uy vien.
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- H9 ten cua nguoi kY van ban la ho ten ddy du cua ngtroi ICY van ban;
khong ghi h9Cham, h9Cvi, quan ham, danh hieu ... tnroc ho ten cua ngiroi ICY
van ban.

- Chtr Icy thS hien trach nhiem va thAmquyen cua ngiroi kY d6i voi van
ban cua c~p uy, C(Jquan, t6 clnrc dang; khong Icy nhay, Icy t~t vao van ban
ban hanh chinh thirc,

" ., " .,Quyen han, chirc vu, ho ten va chu kY cua ngiroi co tham quyen cu the
nhu sau:

a) D6i voi van ban cua dai h9i dang cac cap

- Truong hop dai hQico con d~u rieng,

Vi du 1: Van ban cua dai h9i, dean chu tich

TIM DoAN can TICR
(ehu Icy)
HQva ten

Vi du 2: Van ban cua dean thir kY
TIM BoAN THU KY
TRUONG DoAN

(chtr Icy)
HQva ten

Vi du 3: Van ban cua ban tham tra tu each dai bien

TIM BANTIIAM TRA TU eACH DAI BIEU.
TRUONG BAN

(chfr Icy)
HQva ten

Vi dv4: Van ban eua ban kiSm phiSu

TIM BANKIEM PHIEU
TRUONG BAN

(ehu Icy)
HQva ten

- Truang hgp d~i h9i kh6ng eo eon d~u rieng, sau d~i h9i, lanh d~o van
phong c~p uy thua l~nh ban thuang Vl) c~p uy nhi~m Icy m&ixae nh~ chii' Icy
eua nguai thay m~t doan chu tjch, truang doan thu Icy, truang ban thAmtra tu
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each dai bieu, wang ban kiem phieu kY van ban hoac nguoi chju trach
nhiem chinh.

Vi du 1: Xac nhan chfr Icy cua nguoi thay m~t dean chu tich

TIM f)OAN CHU TICH
(chtt ky)
Hova ten.

Xac nh~ chfr kY cua dang chi ...
TIL BAN TmJONG VV

cHANH vAN PHONG (ho~cPHa cHANH vAN PHON G)
(chfr ky)
Ho va ten.

Vi du 2: Xac nhsn chfr Icy cua ngiroi thay mat doan chu tich d6i voi
bien ban di~n bi6n dai h<)i

T/Mf)oANTmJKY
TRUONGBOAN

(che ky)
Ho va ten.

TIM I>OANCHU TICH.
(chtr ky)
HQva ten

Xac nhan chfr ky cua dang chi...
TIL BAN TmJONG VV

cHANH vAN PHONG (hoac PHa cHANH vAN PRONG)
(chu ky)
Ho va ten.

Vi du S: Xac nhan chtr Icy cua dang chi tnrong dean thtr Icy d6i voi bien
ban thao lu~ tai h<)itnrong, bien ban thao lu~ tai doan

(chtr ky)
Ho va ten

TIM f)OAN THU KY
TRUONGBOAN

(chir ky)
HQva ten

NGuffi Gill BIEN BAN

Xac nhan chu ky cua dang chi.:.
TILBAN THUONG VV

cHANH vAN PHONG (hoac PHa cHANH VAN PHONG)
(chtt ky)
Hova ten.
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" 'Rieng nghi quyet dai hQi do dong chi bi thir hoac ph6 bi thu cap uy
(neu d6ng chi bi thu dffthay mat doan chu tich Icy) xac nhan,

Vi du:
TIM BO.ANCHU TICH

(chtr ky)
HQ va ten

Xac nhan chu ky cua d6ng chi. ..

TIM TiNH uY (hoac THANH uY, BANG uY)
BI TIll1 (hoac PHOBI THU)

(chu ley)

HQ va ten
, , .

b) D6i voi van ban cua cap uy, uy ban kiem tra, dang doan, ban can S\T

dang cac c§.p

- Van ban cua c§.puy tir Trung irong d€n co sa.
+Van ban cuaBan Ch~p hanh Trung irong, BQChinh tri, Ban Bi thu.

Vi du 1: Van ban cua Ban Ch§.phanh Trung uong

TIM BAN cHAp HANH TRUNG U<1NG
TONGBlrH11

(chtr ky)

Vi du 2: Van ban cua BQChinh tri

TIM BD CHiNH TRI. .
(chit ky)

HQva ten

Vi du 3: Van ban cua Ban Bi thir
TIM BAN nt TOO .

(chft ky)

HQ va ten

+Van ban cua tinh uy, thanh uy, dang uy true thuoc Trung irong va ban
thuang V1) tinh uy, thanh uy, dang uy tn;rc thuQcTrung uong.
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Vi du 1: Van ban cua tinh uy
TIM TiNHuY

Bi THU (hoac PHO ut THU)
(chir ky)
HQva ten

Vi du Z: Van ban cua ban thuong vu tinh uy, thanh uy, dang uy
TIMBAN THUONG VV

Bi THU (hoac PHO nt THU) .
(chii ky)

.Ho va ten..
+Van ban cua huyen uy, quan uy, dang uy true thuoc tinh uy, thanh uy

va ban thuong vu huyen uy, qu~ uy, dang uy tnrc thuoc tinh uy, thanh uy.
Vi du 1:Van ban cua huyen uy

TIMHuy¥NuY
Bi TOO (hoac PHO nt THU)

(chtr ky)
Ho va ten.

Vi du Z:Van ban cua ban thuong vu huyen uy, quan uy, dang uy

TIMBAN THUONG VV
nt THU (hoac PHO nt THU)

(chii ky)

Ho va ten

+Van ban cua dang uy va ban thuong vu dang uy co sa.
Vi du 1:Van ban cua dang uy co sa

TIMDANGuY
ut THU (hoac PHO Bi THU)

(chii ky)

H(} va ten

Vi du Z:Van ban cua ban thuong vu dang uy co sa
TIM BAN THUONG VV

Bi THO' (hoac PHO Bi THU)
(chtr ky)
H(}va ten
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+ Van ban cua dang uy b(>phan true thuoc dang uy co sa.
Vi du:

TIM flANG uY
BI TmJ (hoac PHO BI THO)

(chfrIcy)
HQva ten

+Van ban cua chi b(>(chi h(>co sa, chi b(>tnrc thuoc dang uy co sa va
chi b(>tnrc thuoc dang uy b(>phan).

Vi du:
, TIMCm~Q,

BI TmJ (hoac PHO BI THU)
(chfr Icy)
HQva ten

+Rieng cac van ban cua c~p uy khoa dirong nhiem trinh dai h(>idang cac
c~p (g6m: bao cao chinh tri, bao cao kiem diSm cua ban ch~p hanh, bao cao
cong tac nhan sir ban ch~p hanh nhiem Icy moi) do d6ng chi hi thir c~p uy ky.

- Van ban cua uy ban kiem tra cac c~p.

Vi du:
TIMUY BAN KIEM TRA

ern)NHI$M (hoac PHO cooNHI$M)
(chfr Icy)
HQva ten

- Van ban cua dang doan cac cAp.

Vi du:
TIMBANGDoAN

BI THU' (hoac PHO BI THU)
(chtr Icy)
HQ va ten

- Van ban cua ban can su dang cac c~p.

Vi du:
TIMBAN CAN Sl/DA.NG
BI TOO (hoac PHO BI THU)

(chtr Icy)
HQ va ten
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c) UBi voi van ban cua cac ca quan tham muu, giup viec c~p uy va cac
dan vi duoc l~p thee quyet dinh cua co quan, t6 chirc dang cac c~p

, ,
- Cap tnrong ky tnrc tiep.

Vi du 1: Truong ban Icy
TRUONG BAN

(chic Icy)
Ho va ten.

Vi du 2: Quyen (Icy hieu 13.Q) chanh van phong Icy
Q. cHANHVANPHONG

(chtr ky)
Ho va ten.

- clip pho Icy thay.

Vi du:
KlT TRUONG BAN
PRO TRU'ONG BAN

(chic Icy)
HQ va ten

_Khi chua b6 nhiem c~p tnrong thi c~p ph6 dB kY true ti~p, khong dS
Icy thay clip tnrong.

Vi du: Pho tnrong ban phu trach Icy
PRO TRUONG BAN

(chfr Icy)
HQ va ten

d) DBi voivan ban uy quyen, ngiroi diroc uy quyen true tiSp Icy, khong ,
uy quyen cho nguoi khac Icy thay

Vi du 1: Lanh dao van phong dircc ban thuong vu c~p uy uy quyen Icy

TIL BAN THUONG VV
cHANHVAN PRONG (hoac PHO cHANHvAN PRONG)

(chit Icy)
HQ va ten
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Vi du Z: Lanh dao van phong duoc thu twang CO'quan, t6 chirc dang uy
quyen ky

TIL TRUONG BAN
cHANE VANPRONG (hoac PHO cHANE VAN PRONG)

(chfr ky)
HQ va teD

, .",
d) Boi voi van ban cua cac ban chi dao, tieu ban, h9i dong ... cac cap

_Truong hop ban chi dao, ti8u ban, h9i d6ng ... co con d§.urieng.

Vi du l :
TRUONG BAN CHi D~O

(chfr ky)
HQ va teD

Vi du Z:
KIT TRUONG TIEU BAN
PHO TRVdNG TIEU BAN

(chir ky)
Ho va teD

Vidl,l3:
TIM H91DONG

CHUTlCH
(chfr ky)
HQ va ten

_ Truong hop ban chi dao, ti8u ban, h9i d6ng ... khong co con d§.u
rieng, phai co quy dinh su dung con d§.u cua ban chi dao, ti8u ban, h9i
d6ng ... Quyen han kY van ban va viec su dung con d§.ucua ban chi dao, ti8u
ban, h9i d6ng ... cAnphil hQ'Pvoi quy dinh su dung con d§.u cua c§.puy, CO'
quan, t6 chirc, thuan 1Q'icho vi~c ban hanh va quan 1yvan ban. Ghi ro clnrc
vu cua nguai kY van ban g~n v6i vi~c su dl,lngcon dAuCllacApuy, CO'quan,
t6 chuc va chuc V\l kiem nhi~m a ban chi d~o, tiSu ban, h9i d6ng .

NSu nguai kY van ban Cllaban chi d(;1o,ti8u ban, h9i d6ng 1a bi thu,
pho bi thu, uy vien ban thuang Vl,lc§.puy su dVng con dAu cua c§.puy; nSu
khong la bi thu, pho bi thu, uy vien ban thuang V\l cApuy, nhung 1a1fulhd~o
CO'quan thuang tn.rc ban chi d(;1o,ti8u ban, h9i d6ng ... su d\mg con dAu clla
CO'quan thuang tn.rc; cac truang hQ'pkhac, su d\lng con dAu clla CO'quan, t6
chuc, nO'inguai kY van ban 1a1anhd(;1ocO'quan, tB chuc.
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Vi du l : Ngiroi Icy van ban la bi thir, ph6 bi thir, uy vien ban thirong vu
c§.p.uy, su dung con d§.ucua c§.puy

at TmJ (hoac PHO nt TOO, uYVIEN BAN THUONG VV)
kiem

TRUONG BAN cHi DAO.
(chtr ky)
Hf}va ten

Vi du 2: Ngiroi Icy van ban la lanh dao co quan thuong true ban chi
dao, ti8u ban, hQid6ng ... su dung con d§'~cua co quan thirong true

TRUONG BAN TO CHUC
kiem

CHU TICH HOI DONG. .
(chu ky)
Hf}va ten

Khi ph6 tnrong ban chi dao, ph6 twang tiSu ban ky van ban, khong dB
leY thay tnrong ban chi dao, twang tiSu ban; ph6 chu, tich hQi d6ng leY van
ban khong dBkY thay m~t hQid6ng ...

Vi du l:
uY VlEN BAN THUONG VV

kiem
PHO TRUONG TIED BAN

(chtr kY)
Hf}va ten

Vi du Z:
TRUONG BAN TUYEN GIAO

kiem
PRO cnn TICH HOI DONG. .

(chit ky)
Hf}va ten

e) fl6i voi bien ban hQinghi c§.puy, co quan, t6 chirc dang cac c§.p

_Truang hqp duQ'cd6ng d§.ulen chu ky cua ngmJi chu tri hQi nghi theo
quy dinh su dVmgcon d§.ucua c§.puy, ca quan, t6 chuc dang ..

Vi d\l:
NGUm Gill BIEN BAN

(chu kY)

GnU TRl HOI NGHl
(chfr kY)

Ho va ten. Hf}va ten
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- Truong hop khong duoc dong d~u len chtr ky cua ngiroi chu tri hQi
nghi thea quy dinh sir dung con d~u cua c~p uy, cc quan, t6 clnrc dang thi
lanh dao van phong thira lenh ban thuong V\1 cftp uy, thu twang co quan, t6
chirc dang xac nhan chfr Icy cua nguoi chu tri hQinghi,

Vi du:
NGUClI GID BIEN BAN

(chti Icy)
HQ va ten

cmr TRI HOI NGIq
(chfr Icy)

Xac nhan chit kY cua dAngchi ...
TIL BAN THUONG VV (hoac TRUONG BAN... )

cHANH v AN PRONG (hoac PRO cHANH VAN PRONG)
(chit ky)

HQva ten

g) D6i voi van ban cua lien co quan ban hanh, ghi d§.ydu clnrc V\1 cua
ngiroi Icy van ban va ten co quan, t6 chirc ban hanh van ban.

Vi du: Van ban cua lien co quan Van phong Tinh uy va Van phong Uy
ban nhan dan tinh

cllANH VAN PHONG
." "A?

UY BAN NHAN DANTINH
(chit Icy)

cllANH vANPRONG
TiNHut
(chit ICY)

1.7.2. Ky thudt trinh bay

Quyen han, chirc vu cua ngiroi kY van ban trinh bay g6c phai, dtroi nQi
dung van ban (6 s6 7a, Ph\ll\lc 1).

H9 va ten eila nguai Icy van b~mtrinh bay duai chfr Icy cua nguai Icy
van b~m(6 s6 7b, Ph\ll\lc 1).

Chfr kY cua nguai c6 thfun quy6n kY van ban trinh bay duai quy6n h(;Ul,
chuc V\l cua nguai Icy van ban (0 s6 7c, Ph1.l11.lc1). Khong dung but chi, mlJc
mau d6 ho~c mau nh~t, mlJc dSphai d~ Icy van ban.

Rieng bien ban hQi nghi c~p uy, cO'quan, t6 chilc dang cac c~p va van·
ban cua lien cO'quan ban h~mhtrinh bay quy6n h~n, chuc V\l, h9 ten va ehfr
kY cua nguai c6 thAm quySn kY van ban cO'quan chu tri, nguai chiu trach
nhi~m chinh a phi a phai, cac cO'quan, nguai tham gia khac trinh bay (y phia
tnli, n@unhiSu cO'quan, nguai tham gia thi trinh bay xu6ng dong duaL
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1.8. Dau CO' quan, ta chu» ban hanh van ban

1.B.1. ThJ thuc
D§.u co quan, t6 chirc ban hanh van ban xac nhan phap nhan, thAm

quyen cua co quan, t6 chirc ban hanh van ban.
Van ban ban hanh phai dong dau dS bao dam gia tri phap 1y va hieu luc

thi harm.
1.B.2. Ky thudt trinh bay
D§.u co quan, t6 chirc ban hanh van ban trinh bay duoi quyen han, chirc

vu cua nguoi ky van ban (086 8, Phu luc 1).
Dau dong phai ra rang, ngay ngan, dung chieu, trum len khoang 1/3 .

chft kY vS phia ben trai, M\Ic d§.umau do tiroi.
Bien ban hQi nghi c§.puy, co quan, t6 chirc dang cac c§.pco til 2 trang, ,

tro len phai dong dau giap lai. Dau giap lai duoc dong vao khoang gitra mep
phai cua van ban, phu luc van ban, trum len mQtph§.n cac to' gi~y, m6i khuon
d§.udong t6i da 5 to' gi§.y.Vi~c dong d§.ugiap lai d6i v6i cac van ban khac,
dong d§.uvao ph\ll\lc van ban do nguO'ikY van ban quySt dinh. D§.udong vaa
ph\ll\lc van ban t~i trang d§.u,trum len mQtph§.nten cua ph\l h;tc.

Vi~c dong d§.un6i, d§.uum, d§.uthu nhO... tren van ban thvc hi~n thea
quy ~inh cua cap uy, thu truang cO'quan, t6 chuc dang.

1.9. Nui nh{in van ban

1.9.1. ThJ thuc
NO'inh~ van ban xac dinh nhung co quan, t6 chuc, ca nhan nh~ van

ban dS baa cao, dS th\Ic hi~n, dS giai quySt, dS trao d6i, dS biSt, dS lUll... ; nO'i
nh~ van ban duqc xac dinh C\l thS trong van ban.

Van ban chi gui mQt 86 cO'quan, t6 chuc, ca nhan thi ghi ten tung cO'
quan, t6 chuc, ca nhan nh~ van ban; van ban gui nhiSu co quan, t6 chilc, ca
nhan thi ghi chung thea nhom cO'quan, t6 chilc, ca nhan.

Vi d\l:
- Cac tinh uy, thanh uy,
_ Cac d6ng chi Uy vien Ban Ch§.phanh Trung uang,

- Luu Van phong Trung uang Dang.

1.9.2. Ky thuq,t trinh bay
NO'i nh~n van ban trinh bay goc phai, du6i nQi dung van ban (0 86 9a,

Ph\l h;tc 1). Tu "Nai nh~n" trinh bay mQtdong rieng, ph§.nli~t ke cac cO'quan,
t6 chilc, ca nhan nh~n van ban trinh bay du6i tl:r liNO'inh~n".
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B6i voi ten loai cong van, trinh bay tir "Kinh guilt va ten ca quan, t6
chuc, ca nhan true tiSp nhan giai quyet cong viec cung dong voi tir "Kinh
guilt (y chinh gitta, trang dau van ban (0 s6 Sa, Phu luc 1). o dong dau ph§n,
noi nhan cuoi van ban co them tir "Nhir tren''.

B6i voi ten lcai to' trinh, trinh bay them tir "Kinh giri'' va ten ca quan,
t6 chirc, ca nhan true tiSp nhan giai quySt cong viec cung dong voi tir "Kinh
guilt diroi ten loai va trich ySu nQi dung van ban (0 s6 9b, Phu luc 1). o dong
d~u ph~n noi nhan cu6i van ban co them tir "Nhir tren",

Sau cac tir "Noi nhan'', "Kinh giri'' co dAu hai cham (:), sau mBi co
quan, t6"chirc, ca nhan hoac nhom co quan, t6 chirc, ca nhan nhan van ban co
dAuphfty (,), kSt thuc noi nhdn van ban co dAuchAm(.).

2. Cac thanh phfin th~ thuc bB sung
Ngoai cac thanh ph~n thS thuc b~t bUQc,tuy nQi dung va tinh chAttUng

van ban C\lthS, nguai ley van ban quySt dinh b6 sung cac thanh ph§n thS thuc
sau day:

2.1. Dau chi m(fc il~mp,t,muc il~khan
_DAuchi muc dQm~t gBm:M~t, t6i m~t, tuy~t m~t. Vi~c xac dinh muc

dQm~t thvc hi~n thea quy dinh cua phap lu~t vBbao v~ bi m~t nha nu6c va
quy dinh cua cApuy, ca quan, t6 chuc dang. Con dAuchi muc dQm~t dUQ'c
kh~c thea hu6ng dftn cua BQCong an. Mvc dAumau do tuai.DAu chi muc dQ
ni~t trinh bay du6i s6 va leY hi~u van ban (0 s6 lOa, PhI) l\lc 1).

_DAuchi muc dQkhAngBm: I<hAn,thuQ'ngkhAn,hoa t6c. Tuy muc dQ
can chuySn nhanh van ban dS xac dinh dQkhAn.Mvc dAumau do mai. DAu
chi muc dQkhAntrinh bay du6i dAuchi muc dQm~t (0 s6 lOb, Ph\ll\lc 1).

2.2. Chi danph{lm vi lU'u hanh, d,! thao van ban
_B6i v6i nhung van ban co ph~ vi, d6i tUQ'ngph6 biSn, sir d\lng h~n

ch6, ghi chi dftn ph~m vi luu hanh nhu: Tal li~u thu hBi; Xong hQi nghi tra
l~i; Xem xong tra l~i; Luu hanh llQi bQ; Tai li~u hQi nghi; Khong ph6 biSn
tren cae phuqng ti~n thong tin d~i chung...

Cac chi dftn vB ph~m vi lUll hanh trinh bay trang dau, goc phai, cach
mep tren trang giAy10 mm (0 s6 11a, Ph\ll\lc 1). Rieng chi dftn "Khong ph6
biSn tren cac phuang ti~n thong tin d~i chung" trinh bay chinh giua, phia
du6i quyBnh~n, chuc V\l,hQten va chfr leY cua nguO'ico thb quyBn.

_ D6i v6i van ban dv thao nhiBu lan, sir d\lng chi ddn l~n dv thao.
Chi dftn vBdv thao van ban trinh bay du6i s6 va leY hi~u van ban (0 s6 11b,
Ph\ll\lc 1).
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2.3. Ky hi?u ng«iJi danh may va sa luong banphat hiinh
D6i voi nhfrng van ban c§.nquan ly ch~t che vS s6 hrong ban phat hanh,

ghi kY hieu nguoi danh may va s6 hrong ban phat hanh,
Ky hieu ngiroi danh may va s6 hrong ban phat hanh trinh bay cu6i noi

hru van ban (0 s6 12, PhI) luc 1).
2.4. Thong tin lien h? cua CO' quan han hanh van ban
N~u cAn thiet, trong cac van ban, gidy to hanh chinh cua cApuy, co

quan, t6 clnrc dang cac cApghi them dia chi co quan, t6 chirc, dia chi thu di~n
nr (email), s6 di~n thoai, s6 fax, dia chi trang thong tin di~n tir (website).

Thong tin lien h~ cua co quan ban hanh van ban trinh bay trang cu6i
cung cua van ban, duoi mQt dirong ke net liSn keo dai h~t chieu ngang cua
vung trinh bay van ban (0 s6 13, Phu luc 1).

3. Ban sao va cae thanh phftn th~ thuc ban sao

3.1. Cac IOflihan sao
C6 3 lo~i ban sao:
_Ban sao y ban chinh: La ban sao nguyen van til ban chinh do cO'quan

ban hanh ban chinh nhful sao va phat hanh.
_Ban sao lvc: La ban sao l~i toan van van ban cua cO'quan khac do cO'

quan nh~n van ban duQ'cphep nhan sao va phat h~mh.
_Ban trich sao: La ban sao l~imQtph§.nnQidung tlr ban chinh do cO'quan

ban hanh ban chinh ho~c cO'quan luu trii dang quan ly b~ chinh thlJc hi~n.

3.2. Cac hinh thzrcsao
_ Sao thong thuang: La hinh thuc sao b~ng cach trinh bay l~i nQi dung

van ban cAnsao.
_ Sao photocopy: La hinh thuc sao b~g cach ch\lp l~i van ban b~ng

may photocopy, may fax ho~c dic thi~t bi ch\lp anh khac.
3.3. Th€ thzrc va kY thu~t trinh bay cac thanh phan thd thzrchan sao
_DBbao dam gia tri phap ly va hi~u hJc thi hanh, cac 10~iban sao phai

co du cac thanh phfin thBthuc ban sao. Cac thanh phfin thS thuc ban sao trinh
bay cu6i van ban cAnsao, ngan cach v6i van ban cAn sao b~g mQt duang ke .
net liSn, c6 dQdai h~t chiSu ngang cua vUng trinh bay van ban.

V~n d\lng thS thirc va kY thu~t trinh bay cac thanh phAn b~t bUQcdS
trinh bay cac thanh phAnthB thirc ban sao wang ung, d6ng thai luu y mQt s6
diSm nhu sau:
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+ Ten co quan sao van ban xac dinh c~p uy, co quan, t5 chirc dang sao
van ban.

Ten co quan sao van ban trinh bay g6c trai, dong d§.u,ngay diroi dirong
ngan each voi nQidung van ban cAnsao (0 sa 14, Phu luc 2).

+ sa va kY hieu ban sao: Sa ban sao ghi lien tuc ill sa 01 trong mQt
nhiem leY c~p uy; kY hieu ban sao ghi chung chit vi8t t~t la "BS".

Sa va ley hieu ban sao trinh bay can dai diroi ten co quan sao van ban
(0 sa 15, Ph\ll\lc 2).

+ Chi dftn loai ban sao giup cho viec quan ly va sir dung ban sao. Tuy
thuoc vao loai ban sao d~ ghi chi dfin loai ban sao la: Sao y ban chinh, sao
luc, ho~c trich sao.

Chi dftn loai ban sao trinh bay g6c phai, dong d§.u,ngang voi ten co
quan sao van ban (0 sa 16, Phu luc 2).

+ Dia danh va ngay, thang, nam sao van ban trinh bay duoi chi dfin loai
ban sao (0 sa 17, Phuluc 2).

+ Chirc vu, chu ley, ho ten cua nguoi kY sao trinh bay duoi dia danh va
ngay, thang, nam sao van ban (0 sa 18a, 18b, 18c, Phu luc 2).

+ D~u co quan sao trinh bay diroi chirc vu nguoi kY sao (0 sa 19, Phu
l\lc 2).

+NO'inh~n ban sao trinh bay du6i sa va ky hi~u ban sao (0 sa 20, PhI)
l\lc 2).

, " , " .,
_Doi v6i van ban sao l\lc nhieu Ian chi trinh bay mQt Ian the thuc sao

l\lc. Truang PQ'P van ban cAn sao h8t trang thi trinh bay cac thanh phAn thB
thuc ban sao vao trang m&iva danh sa trang ti8p theo sa trang cua van ban
c§.nsao, gifra trang cuai van ban cAnsao va trang trinh bay cac thanh phAnth~
thuc ban sao d6ng d~u giap lai.

- Dai v6i ban sao bfu1ghinh thuc photocopy

+ NSu photocopy van ban cAnsao va c6 trinh bay cac thanh phAn thB
thuc ban sao thi ban sao d6 c6 gia tri phap ly nhu ban chinh.

+ N8u photocopy van ban c§.n sao nhung khong trinh bay cac thanh
phk thS thuc ban sao thi ban sao d6 chi c6 gia tri thong tin, tham khao.

4. Phong chii', kh8 gi§y, dinh l~ trang van ban, sa trang va phl} Il}C

4.1. Phong chit
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Phong chii trinh bay tren van ban cua Dang la BQ rna cac kY tg chfr
Vi~t thea Tieu chuan TCVN 6909:2001 (rnfiu trinh bay cac thanh phan thS
thirc van ban va ban sao van ban tai Phu luc 3).

4.2. KhJ giay
Van ban cua Dang trinh bay tren kh6 gi§.yA4 (210 mm x 297 mm).

Cac loai van ban, giAy to hanh chlnh trinh bay tren kh6 giAyA4 hoac A5
(148 mm x 210 mm) hoac sir dung mfiu in s~n.

4.3. lJjnh Ii trang van ban
_ Van ban cua Dang trinh bay thea chieu doc cua trang giAy (dinh

huang ban in thea chien doc), vung trinh bay nhu sau: .

+ LS tren: Cach mep tren trang gi§.y20 mm.

+ LS diroi: Cach mep duoi trang gi§.y20 mm.

+ LS trai: each mep trai trang gi§.y30 mm.

+ LS phai: Cach mep phai trang gi§.y15 mm.

Truong hop van ban in hai m~t, m~t sau vung trinh bay nhir sau:

+LS tren: each mep tren trang gi§.y20 mm.

+LB dtt6i: Cach mep du6i trang gi§.y20 mm.

+LS trai: each mep trai·trang gi§.y15mm.

+LS phai: Cach mep phai trang gi§.y30 mm.
_ Truong hqp nQi dung van ban co cac bang biSu thi co thS trinh bay

thea chiSu ngang Clla trang gi§.y (dinh huang ban in thea chiSu ngang). Can
cu vilng trinh bay van b~mthea chiBu dQc dS trinh bay van ban thea chiSu
ngang cho phil hqp.

4.4. S6 trang van ban
.·Van.ban co hai trang tra len phai ghi s6 trang b~ng chfr s6 A-r~p .

.' ....S6 lrang trinh bay t~i diSm gifra, cach mep tren trang gi§.y 10 mm va
cach dSu hai mep phai, trai cua ph~n co chfr; khang danh s6 trang d6i vai
trang th(r ,nh&t.

'. 4.5. Phu luc van ban. .
Truong hqp'Van ban co ph\l l\lc kern thea phai co chi dfin vS ph\l l\lc.

Ph\ll\lc van ban pheli co tieu dS; van ban co tu hai ph\ll\lc tra len pheli ghi s6
th(r tv ph\l holcb&ngchu s6 A-r~p.
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Phu luc van ban trinh bay trang giAy rieng; tit "Phu luc'' va s8 thir tu
cua phu luc trinhbay thanh m9t dong rieng, chinh gitta van ban. Tieu de cua
phu luc trinh bay diroi ill"Phu luc" va s8 thir ttl cua phu luc.

111-TOCmJC THVc ~N

1. Huang dfin nay c6 hieu hrc ·til ngay Icy, thay thS Huang dfin s8
11-HDNPTW, ngay 28/5/2004 cua Van phong Trung uong Dang huang dftn
v8 thS tlnrc van ban cua Dang va Cong van s5 2587-CVNPTW/nb, ngay
25/5/2010 cuaVan phong Trung irongDang hu6ng dfin them tii6\s5 diem v8
the thirc van ban cua dai h9i va cac tieu ban giup vi~c d~i h9i.

2. Cac cftp uy, thu wang co quan, t6 chirc dang c6 trach nhiem tlnrc
hien HUOngdfinnay.

Co quan Uy ban KiSm tra Trung irong, Quan uy Trung uong, Dang uy
Cong an Trung irong va Dang uy Ngoai mroc cu the hoa m9t s6 diSm trong
Huang d§ll nay cho phil hgp vai d~c diem t6 ehue va ho~t d9ng cua co quan
uy ban kiSm tra, t6 ehtrc dang trong qUIDd9i, eong an va cr nu&e ngoai.

3. Giao C\le LUll tm Van phong Trung uong Dang hu6ng d§n, kiSm tra,
thee d5i vi~e tht;re hi~n Huang dfin nay; de xuftt sua d6i, b6 sung ho~e thay, , ,
the khi can thiet.

. , "" ,
KIT CHANH VAN PHONG
PHO cHANH vAN PHONG
lJii 10/: Biti Van Th{lch

DANG BQ TiNH LAo CAl
DANG UY KIH)! cAc CO QUAN TiNH

S688-BS/DUK
Saol\lc

Liw Cai, ng{lY J3 thang 4 nom 2018

Nai nhan:
- Cae chi, dang bi) co SCI;
- C~i.cBan;
- LUll VPDUK.
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Phu luc 1
SO' dB b8 tri cac thanh phi'n th~thirc van ban ciia Bang
(Kem theoHuang dan s636-HDIVPTW, ngay 031412018

cua Vanphong Trung uong Dang)

---------------------------------------- I2 I 1

I 3 I 4

5b

llb

lOa

lOb

I 5a I
I 9b I

U 6

_I
9a I 7a
TII_ '\8)l 7c

I 7b

(Duimg ke net lien)

13 I
1__ ---------------------

..-----------

lla

Ghi chu:
1. Tieu d~ "Dang Cong san Vi~t Nam";
2. Ten co quan ban hanh van ban;
3. s6 va ky hieu van ban;
4. Dia danh va ngay, thang, nam ban hanh van ban;
5a. Ten loai van ban va trich yBun(>idung van ban;
5b. Trich y~u n9i dung cong van;
6. N9i dung van ban (co the nhiBu trang);
7a, 7b, 7c. QuyBn h!,ln,chue Vl,l, h9 ten va chit ky
eua nguai co thfun quySn;

8. DAu co quan, t6 chirc ban hanh van ban;
9a, 9b. Noi nhan van ban;
lOa, lOb. DAuchi rmrc d(>m~t, mire d9 khAn;
11a. Chi dful vBpham vi luu hanh,
11b. Chi d§n vB dv thao van ban;
12. Ky hieu nguoi danh may va s6 hrong
ban phat hanh;
13. Thong tin lien h~ eua ca quan ban hanh
van ban. .
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Phu Inc 2
SO' dB b8 tri cac thimh phftn th~ tlnrc ban sao

(Kem theo Huang dan s6 36-HDIVPTW, ngay 0314/2018
cua Vanphong Trung uong Dang)

-:
(Duong ngan each va! ni)i dung van ban can sao)

14 1 I 16

15 I I 17

~30mm~ ~
15mm

20 I r 18a101 18b

I 18c
..----~-..--------------------- ..----..---......------- ..---..------------r

20mm
.J,

Ghi chu:

14. Ten co quan sao van ban;
15. se va ky hieu ban sao;
16. Chl dfu11o~ ban sao;
17. Dia danh va ngay, thang, nam sao van ban;
18a, 18b, 18c. Chirc vu, chu ky, ho ten nguoi ky sao;
19. DAuco quan sao;
20. NO'inh~ ban sao.
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Phu luc 3
min trinh bay th~ tlnrc van ban va ban sao van ban

(Kem theaHuang dJn s636-HDIVPTW, ngay 03/4/2018 cua Vanphong Trung uang Dang)

Ha Long, ngay 20 thdng 02 ndm 2018

5. Ten loai van ban va trich ySu nQi dung
van ban

Nghieng

TT Thanh philn th~ tlnrc Loai chit CO-chit Ki~n chit Minh hoa
(phong chit Times New Roman)

1. Tieu dB "Dang Cong san Vi~t Nam" In hoa 15 DUng, d~m BANG CONG sAN ~T NAM

2. Ten co quan ban hanh van ban, co
quan sao van ban

DANG BO TiNHTHAINGUYEN- Ten co quan c~p tren true ti@p Inhoa 14 DUng

- Ten co quan ban hanh, sao van ban Inhoa 14 DUng,d~ HUYEN uY IlINH BoA. .
3. S6 va ky hieu van ban, ban sao In thirong 14 DUng S6 127-QD/TW; S6 24-BS/UBKTTU

4. Dia danh va' ngay, thang, nam ban
hanh van ban, sao van ban

In thirong 14

Inhoa 15-16 DUng, d~ THONGBAO

Inthuong 14-15 DUng,d~ v~ quy hoach can b{)Hinh o~o,quan If

In thtrong 12 Nghieng : chi a9h9i ngh; va cong tdcphi

In thirong 14-15 DUng Trong cong me chi dao ...

In thirong 14-15 DUng,d~ Ph§n I; Chuang IT
(hoac: Phftn th..r nhftt; Chirong th..rhai)

- Ten loai van ban

- Trich ySu nQi dung van ban

- Trich ySu nQi dung ten loai cong van .
6. NQi dung van ban

- Til "PhArr", "Chuang" va s6 thir ttl
cuaphfurr, chuang .

. -

,;. :
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TT Thanh phAn th~ tlnic

14

DUng

Loai chfr CO-chfr Ki~u chfr Minh hoa
(phong chic Times New Roman)

- Ten ph§n, chuang In hoa 14-15 BUng, d~ QUYBJNH CHUNG

- Tir "M\lC" va sf, tlnr tg cua muc In thirong 14-15 flung, d~ M1}c 1

- Ten muc Inhoa 14-15 DUng, d~ GW TIDCRruNGU

- Tit "DiSu", s6 tlnr 1:lJ va ten diSu In thirong 14-15 DUng,d~ I>i~u1.Pham vi di~u chinh. '

- Khoan Inthuong 14-15 DUng 1.Quy dinh vS...
- Di@m Inthirong 14-15 BUng a) NQi dung van ban ...

7. Quyen han, clnrc vu, ho ten va chii kY
cua ngiroi eo thfun quyen kY van ban,
sao van ban

- Quyen han Icy van ban Inhoa 14 DUng, d~ TIM BAN TIIlJ'ONG VV
- Chirc vu cua ngiroi kY van ban Inhoa 14 DUng PHOBi11Il1

- HQ ten cua nguoi Icy van ban Inthirong DUng, d~ Nguy~n Bic Nam

8. DAu co quan, t5 chirc ban hanh van
ban, sao van ban

Thuc hien thea quy dinh cua Ban Bi thir,
huang d§n cua Ban T6 chirc Trung trong va
BQ Cong an.

9. Noi nhan van ban, ban sao

- Tir "Kinh girl" d6i voi ten loai cong
van, to trinh

In thtrong 14 Nghieng Kinh gui:

- Ten cO'quan, t6 chilc, ca nhm sau ill
"Kinh glii"

InthuOng 14 - Ban Bi thu Trung uang,
- Van phong Trung ucrrigDang,
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Thanh phAn th~ tlnrc Loai chif Cit chif Ki~u chif Minh hoa
(phong chii Times New Roman)TT

DUng, co
g~chchan

14_Til "Noi nhan'' , Inthuong Noi nhan:

_Ten co quan, t8 chirc, ca nhan sau tir In thuong
"Nai nhan''

12 DUng
- Cac huyen uy, thi uy, dang uy true thucc,
- Cac dang chi Tinh uy vien,
- LiruVan phong Tinh uy.

10. D§.u chi mire dQm~t, rmrc dQkhan
Thuc hien thea hirong dful cua BQCong an

- Dfiu chi rmrc dQm~t
iIOATOC,_Dfiu chi rmrc dQkh§n In hoa ' 14 DUng, d~m

11. Chi dfin pham vi hru hanh va du thao
van ban

Inhoa 12 DUng,d~ XONGHQI NGII! TRA L~
,

In tlnrong 14 Nghieng D1:Cthdo Zan 2

Inhoa 8 DUng ABC-268

; s6 9A,NguySn Canh Chan, Ba Dlnh,HaNQi;
Inthuong 10 DUng di~ntho~i: 080.45774; fax: 080.43472; email:

Cucluutru@VPTW.

Inhoa 14 DUng,d~ SAO Y BAN cHiNH
In thubng 14 DUng 2; 16; 28 ...

- Chi dful pham vi luu hanh

- Chi dful du thao van ban

12. Ky hieu ngiroi danh may va s6 hrong
ban phat hanh

13. Thong tin lien h~ cua co quan ban hanh
van ban

14. Chi dful lo~i ban sao

15. 86 trang van ban
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