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QUYET PINH

Al

Chuyén:

Luu:

85! —%4——pan hanh Quy dinh v& thé thire, k§ thuat trinh b3
DEN  Newy: 482824 Quy & 25 Cone VY

va mau céc loai vin ban ciia B¢ Cong Thuwong

BO TRUGNG BQ CONG THUONG

Cin cr Nghi dinh s6 189/2007/NP-CP ngay 27 thang 12 ndm 2007 cua
Chinh phi quy dinh chitc néng, nhiém vu, quyén han va co chu t6 chirc cia BO
Coéng Thuong;

Can ct Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5
nam 2005 cta Bo Noi vu va Vian phong Chinh pht hudng dan vé thé thic va ky
thuét trinh bay véan ban;

Can cir Théng tur s6 01/2011/TT-BNV ngay 19 thing 01 ndm 2011 cia B
Nbi vu huéng dén thé thire va k¥ thuét trinh bay van ban hanh chinh;

Theo d& nghi ctia Chénh Van phong B9,
QUYKET PINH:

Piéu 1. Ban hanh kem theo Quyét dinh nay Quy dinh vé thé thic, k¥ thuét
trinh bay va mau céc loai vin ban cia B Cong Thuong.

})léu 2. Quyét dinh nay c6 hiéu lyuc thi hanh ké tir ngay ky va thay thé
Quyét dinh s6 1422/QP-BCT ngay 07 thang 3 ndm 2008 cua B6 trudng B Cong
Thuong ban hanh Quy dinh vé thé thire, k¥ thuat trinh bay va miu céc loai vin
ban cua B6 Cong Thuong.

Piéu 3. Chanh Vin phong BY, Thu trudng cac don vi thude B§ chiu trich
nhiém thi hanh Quyét dinh nay./.

Noi nhan

- Nhu Didu 3;

- Lanh dao B§;
- Mang LAN (Cuc TMPT va CNTT thyc hién);

- Luu: VT, VP. »
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BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Ty do - Hanh phic

NYYTE IZTFTRTEY
YUY UiINI

Vé thé thike, k¥ thuat trinh bay
va miu cic loai vin ban ciia B6 Cong Thwong
(Ban hanh kém theo Quyet dinh s6: 4065 /OD-BCT
ngay 14 thing § nim 2011 cia Bj truéng Bo Céng Thuong)

3 Chuwong 1
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va doi tu'O'ng ap dung
1. Quy dinh nay quy dinh vé thé thirc va k§ thuét trinh bay vin ban ctia Bo
Céng Thuong dbi véi vin ban quy pham phap luét, vin ban hanh chinh va ban

sao van ban. Cac van ban chuyén nganh, gidy phép dugc thuc hién theo quy
dinh riéng.

2. Quy dinh nay 4p dung dbi véi cac co quan, don vi thudc Bé Cong
Thuong.

Pidu 2. Phian loai vin ban

Céc vén ban hinh thanh trong qua trinh hoat déng ctia B6 Cong Thuong va
cac co quan, don vi bao gom:

1. Vén ban quy pham phép luét do B$ truéng Bé Céng Thuong ban hanh

hoac lién tich vé6i cac co quan c6 thAm quyen ban hanh gdém: Thoéng tu, Thong tu
lién tich.

2. Van ban hanh chinh gbm: Quyet dinh, chi thi, théng cdo, thong bdo,
chwong trinh, ké hoach, phuong 4n, de an, bao cao, bién ban, t& trinh, cong dién,
gidy chimg nhén, gidy iy nhiém, gidy moi, glay gioi thiéu, gidy nghi phép, gidy
di duong, gidy bién nhan hd so, phiéu giri, phiéu chuyén va cong vén hanh
chinh.

3. Ban sao van ban gém: ban sao y ban chinh, ban trich sao va ban sao luc.

4. Vin ban chuyén nganh, gidy phép: Cac vin ban chuyén nganh, gidy phép
do Bd truong B$ Cong Thuorng quy dinh va ¢6 huéng dan vé thé thirc, k§ thuat
trinh bay riéng phu hop céc quy dinh cia phap luét chuyen nganh.

Pidu 3. Thé thirc viin ban

Thé thirc vén ban 1a tép hop céc thanh phén cAu thanh vin ban, bao gom
nhimg thanh phén chung 4p dung 601 v6i céc loai vén ban va céc thanh phan bd
sung trong nhimg trudng hop cu thé hoic dbi v6i mét s6 loai van ban nhit dinh
theo quy dinh tai Khoan 3, Diéu 1 Nghi dinh s6 09/2010/ND-CP ngay 08 thing
02 nam 2010 cia Chinh phu sira d6i, bd sung Nghi dinh s6 110/2004/ND-CP
ngay 08 thang 4 ndm 2004 cia Chinh phu vé cong tac van thu, Théng fir lién



tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nim 2005 ctia B4 Noi vu va
Vian phong Chmh phu huéng din vé thé thirc va k§ thuit trinh bay vian ban,
Théng tu s§ 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 cua B6 Néi vu
huéng dan thé thirc va k§ thujt trinh bay van ban hanh chinh va Quy dinh nay.

Diéu 4. K§ thuit trinh bay vin ban

K§ thuét trinh bay vén ban quy dinh tai Quy dinh nay bao gom khé gidy,
kiéu trinh bay, dinh 1& trang van ban, vi tri trinh bay céc thanh phan thé thie,
phéng chit, c& chit, kiéu chit va c4c chi tiét trinh bay khac, dugc 4 ap dung d6i véi
van ban dugc soan théo trén mdy vi tinh va in ra gidy; c6 thé 4p dung dbi véi
vén ban dugc soan thio bing cac phuong phap hay phuong tién k§ thuét khac
hodc d6i v6i vin ban duge lam trén gidy mau in san; khéng ép dung d6i véi van
ban dugc in thanh sch, in trén béo, tap chi va céc loai 4n phim khéc.

Piéu 5. Phong chir trong vian ban

Phéng chit sir dung dé trinh bay van ban phai trén may vi tinh 13 phéng chi
Tiéng Viét ctia b ma ky tu Unicode theo Tidu chuin Viét Nam TCVN
6909:2001.

Pidu 6. Khd gidy, kiéu trinh bay, dinh I& trang van ban va vij tri trinh
bay

1. Khd gidy

Vién ban quy pham phép luat va van ban hanh chinh dugc trinh bay trén
gidy khé A4 (210 mm x 297 mm)

Céc loai vin ban nhu gidy gi6i thiéu, glay bién nhan hd so, phiéu giri, phiéu
chuyen co the duge trinh bay trén gidy khd A5 (148 mm x 210 mm) hoic trén
gidy mAu in s3n.

2. Kiéu trinh bay

Vian ban quy pham phép luft va van ban hanh chinh dugc trinh bay theo
chiéu dai cua trang gidy khd A4 (dinh huéng ban in theo chiéu dai).

Truong hop ndi dung van ban cé cic bang, biéu nhung khong duge lam
thanh cac phu luc riéng thi vén ban cé thé dugc trinh bay theo chiéu rong cua
trang gidy (dinh huéng ban in theo chidu rong)

3. Dinh 18 trang vin ban (461 véi khd gidy A4)
- Trang mit trudc:
L& trén: cach mép trén tir 20-25 mm,;
L& du6i: cach mép dudi tir 20-25 mm;
L2 trai: cich mép tréi tir 30-35 mm;
L& phai: cach mép phai tir 15-20 mm.
- Trang mat sau:
L& trén: cach mép trén tir 20-25 mm;
L& duéi: cich mép duéi tir 20-25 mm;
L& trai: cdch mép trai tir 15-20 mm;




L2 phai: cAch mép phai tir 30-35 mm.
4. Vi tri trinh bay cac thanh phan thé thirc van ban trén mét trang gidy kh
A4 duge thuc hién theo “Phu luc IIT gdm: So 5 3.1- So do b6 tri cac thanh phén
thé thirc véan ban dbi voi cong van hanh chinh va So a6 3 2 - So db b tri cac
thanh pnan thé thirc van ban do6i véi vin ban €0 tén loai 7. Vi tri trinh bay cac

thanh phan th8 thitc van ban trén mét trang gidy khd AS dugc ap dung twong ty
theo So db trén.

Chwong II
THE THUC VA KY THUAT TRINH BAY VAN BAN

Pidu 7. Quéc higu

1. Thé thire

Quoc hiéu ghi trén van ban bao gbm 2 dong chit: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Ddc lap - Tu do - Hanh phic”.

2. K§ thuét trinh bay

Qubc hidu dugc trinh bay tai 6 Qudc hiéu, phu luc III, so dd 3.1; chiém
khoang 1/2 trang gidy theo chidu ngang, & phia trén, bén phai.

Dong thit nhit: “CONG HOA XA HOI CHU NGHIA VIET NAM”
duoc trinh bay bing chit in hoa, ¢& chit tir 12 dén 13, kiéu chit dimg, dam;

Dong thit hai: “Pge lap - Tw do - Hanh phiie” duoc trinh bay bang chir in
thudng, g chif tir 13 dén 14 (néu dong thir nhit c& chit 12, thi dong thit hai c&
chit 13; néu dong thit nhét c& chit 13, thi dong th hai c& chit 14), kidu chit
dimg, dam; dugc dat canh g1ua dong thr nhét; chit cai dAu clia céc cum tir duoc
viét hoa, gifta cac cum tir ¢6 gach nbi, cb cach chit; phia dudi cé dudng ké
ngang, nét lién, c6 d6 dai bang d¢ dai cia dong chit (str dung 1énh Draw, khong
dung 1énh Underline), cu thé:

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

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

Didu 8. Tén co quan, to chirc ban hanh viin ban

1. Thé thuc

Pbi v6i cong van ciia BO; Tap doan Kinh té nha nude, Téng cong ty 91
khéng ghi co quan chil quan.

Tén co quan, t6 chirc ban hanh vén ban bao gom tén clia co quan, t6 chirc

cha quan truc ’uep (ndu c6) (dbi véi cac td chirc kinh t& c6 thé 13 cong ty me) va
tén clia co quan, t& chizc ban hanh vin ban.

Tén cta co quan, don vi ban hanh vian ban phai dugc ghi ddy di hodc dugc
viét tit theo quy dinh tai van ban thanh l4p, quy dinh chirc néng nhiém vy, quyén
han va co ciu td chic bd miy, phé chuén, cap glay phép hoat ddng hodc cong
nhén tir cach phép nhén cta co quan, tb chirc c6 thim quyén.



Tén ciia co quan, t6 chirc chi quén cap trén truc tiép c6 thé viét tit nhiing
cum tir thong dung nhu Hbi dong thanh vién (HDTV), Trach nhiém hitu han mat
thanh vién (TNHH MTYV), Viét Nam (VN).

Vi du:
- Tén co quan, t§ chitc ban hanh vin ban:

BO CONG THUONG TAP POAN PIEN LUC VIET NAM

- Tén co quan, t6 chirc ban hanh van ban (trvong hop cb co quan, don vi
chi quan cAp trén trirc tiép):

BO CONG THUONG TAP DPOAN DET MAY VIET NAM
CUC CONG NGHIEP PIA PHUONG  TONG CONG TY CO PHAN MAY VIET TIEN

BO CONG THUCONG o
TONG CONG TY BO CONG THUONG
XAY DUNG CONG NGHIEP VIET NAM VIEN NGHIEN CUU THUONG MAI

2. K thuit trinh bay

Tén co quan, t6 chirc ban hanh vin ban dugc trinh bay tai 6 Tén co quan,

phu luc III, so d6 3.1; chiém khoang 1/2 trang gidy theo chiéu ngang, ¢ phia
trén, bén trai.

Tén co quan, td chirc chil quan cap trén truc tiép dugc trinh bay bing chit
in hoa, cung c& chit nhwu ¢& chir cua Quéc hiéu, kiéu chix dimg. Néu tén co quan,
t6 chirc chii quan dai, c6 thé trinh bay thanh nhiéu dong.

Tén co quan, td chirc ban hanh vén ban dugc trinh bay bang chir in hoa,
cung ¢ chit nhu ¢& chif cia Qudc hiéu, kiéu chit du'ng, dam, dugc dit canh gifra
duéi tén co quan, td chuc chu quan phia dudi c6 dudng ké ngang, nét lién, c6
d6 dai bang tir 1/3 dn 1/2 d dai cua dong chir va dit cén d6i so véi dong chit.

Trudng hop tén co quan, t6 chirc ban hanh vin ban dai c6 thé trinh bay thanh
nhiéu dong.

Céac dong chit trén dugc trinh bay cach nhau dong don.

Pidu 9. S6, ky hiéu ciia viin ban

1. $6, ky hiéu ctia vin ban quy pham phap luat

S6, ky hiéu cia vin ban quy pham phap lugt do B Céng Thuong ban hanh
duogc thuc hién theo quy dinh tai Diéu 7 Luét Ban hanh vén ban quy pham phép
luat 2008 ngay 03 thang 6 nam 2008, Didu 60 cua Nghi dinh s6 24/2009/ND-CP
ngay 05 thang 3 niim 2009 cia Chinh phti quy dinh chi tiét va bién phép thi hanh
Luit Ban hanh vin ban quy pham phép luit, Théng tu lién tich sb
55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nim 2005 cia B§ Néi vu va Vin




phong Chinh phu huéng dan vé thé thirc va k¥ thuat trinh bay vin ban tai Quy
dinh nay, cu thé nhu sau:

- S6 ctia vin ban quy pham phép luét bao gbm sb thir tir diing ky duge danh
theo timg loai vin ban quy pham phép luét ban hanh trong ndm ban hanh vén
ban do. Sé duoc ghi bing chir s6 A-rap, bit dau tir s6 01 vao ngay d4u nim va

két thuc vao ngay 31 thang 12 hang ndm; ndm ban hanh phai ghi day du céc sd,
vi du: 2010, 2011.

- Vin ban quy pham phép luét lién tich dugc danh s6 thit tu theo sb van ban
quy pham phép luft ciia co quan chu tri soan thao.

- Ky hiéu ciia vin ban quy pham phap luét bao gbm chit viét tit tén loai vin
ban (Phu luc IT) va tén co quan ¢ thAm quyén ban hanh vin ban.

2. S8, ky hiéu ctia van ban hanh chinh

2.1. Thé thirc

a) S6 cia vin ban

So ctia vin ban hanh chinh 14 sb thi tu ding ky véan ban tai van thu cta co

quan, to chirc. $6 cia vin ban dugc ghi bing chit s6 A-rap, bat dau tir s6 01 vao
ngay d4u nam va két thic vao ngay 31 thang 12 hang nam.

b) Ky hiéu ctia van ban
- Ky hiéu ctia vén ban co tén loai bao gdm chit viét tit tén loai vin ban theo
Bang chir V1et tat tén loai van ban va ban sao kém theo Quy dinh nay (Phu luc

II) va chir viét tit tén co quan, t5 chirc hodc chitc danh nha nuéc ban hanh van
ban.

Vi du:

Quyét dinh cita B6 Cong Thuong ban hanh duoc ghi nhu sau: S6: ....../QP-
BCT

Théng bao ctia B& Céng Thuong ban hanh dugc ghi nhur sau: Sé: ...... /TB-
BCT

- Ky hiéu cua cong van bao gbm chit viét tat ten co quan, t6 chirc hoic
chirc danh nha nuéc ban hanh cbng vén va chix v1et tat tén don vi soan thdo hodc
chu tri soan thao cdng van do (néu cb). Chir viét tit tén don vi soan thao hodc
chi tri soan thao coéng vin cia B Céng Thuong theo Bang chir viét tét tén cla
cc don vi thudc co quan B (Phuy luc I).

Vi du:

+ Céng van cia B¢ Cong Thuong do Vu K& hoach soan thao:
S6: ... BCT-KH,;

+ Céng vin cia B6 Cong Thuong do Van phong B soan thao:
Sé: .../ BCT-VP;

+ Cong vin ciia S& Cong Thuong tinh Y do Van phong S& soan thao:
Sé: .../SCT-VP;



Truong hop cac Hoi dbng, cac Ban tir van cia co quan dugc st dung con
diu cta co quan dé ban hanh van ban va Hoi d6ng, Ban dugc ghi 1 “co quan”
ban hanh vin ban thi phai ldy sb ciia Hbi ddng, Ban.

Chir viét tat tén co quan, don vi ban hanh van ban va chit viét tat ten cac
don vi trong mdi co quan, dorn vi phai duge quy dinh cu thé, bao dam ngén gon,
dé hidu.

2.2. K¥ thuat trinh bay
86, ky hiéu ciia vin ban duoc trinh bay tai 6 s6 va ky hiéu (phu lyc III, so
d6 3.1), dugc dat canh gilta dudi tén co quan, to chirc ban hanh vén béan.

Tir “S6” dugc trinh bay bang chir in thudng, ky hiéu bang chit in hoa, c&
chir 13, kiéu chit dimg; sau tir “S5” co dAu hai chdm; véi nhing s6 nhé hon 10
phai ghl thém s6 0 phia trudc; giita s6 va ky hiéu vin ban c6 dAu gach chéo (/);
gifta cac nhom chir viét tit trong ky hidu vin ban c6 ddu gach néi khong cach
chit (-), vidu:

S6: 45/2010/TT-BCT; Sé: 08/CT-BCT; S6: 24/QD-BCT;

S6: 37/BCT-TCCB; Sé: 55/BCT-VP; Sé: 123/BCT-KH.

Piéu 10. Pia danh va ngay, thang, nim ban hanh viin ban

1. Thé thuc

a) Dia danh ghi trén van ban 14 té€n goi chinh thitc ctia don vi hanh chinh
(tén riéng cua tinh, thanh phd truc thudc Trung uong; huyén, quén, thi x4, thanh
phé thudc tinh; x&, phudng, thi trén) noi co quan, t5 chirc déng tru so; dbi véi
nhitng don vi hanh chinh duoc dit tén theo tén nguoi, bang chir sé hodc su kién
lich str thi phai ghi tén goi dy du ctia don vi hanh chinh d6, cu thé nhu sau:

+ Dja danh ghi trén van ban cua cac co quan, t6 chirc Trung wong la tén cua
tinh, thanh pho truc thuc Trung wong noi co quan, t6 chirc déng tru so, vi du:

Vin ban cia B4 Cong Thuong, ciia Tong coéng ty Hoa chat Viét Nam, cia
Vién May va Dung cu cbng nghiép, cia Cong ty Dién luc 1 thudc Tap doan
DPién luc Viét Nam (c6 tru s tai thanh phd Ha Né6i): Ha Noi.

Vén ban cua Cong ty Thuy dién Hoa Binh (c6 tru s& tai thanh pho Hoa
Binh, tinh Hoa Binh): Hoa Binh; cia Trudng Cao ding Cong nghé va Kinh té
(c6 tru s& tai huyén Phé Yén, tinh Thai Nguyén): Thdi Nguyén.

+ Pja danh ghi trén van ban clia cic co quan, td chirc cAp tinh, thanh phd
truc thuéc Trung vong:

- Péi véi cac thanh phé truc thude Trung wong: 13 tén cla thanh phd truc
thudc Trung wong, vi du: '

Vin ban ciia $& Cong Thuong thanh ph6 Ha Ngi, thanh phé H6 Chi Minh,
Da Nang...: Ha Ngi; Thanh pho H6 Chi Minh; Da Nang.

- D81 v6i céc tinh 13 tén cia tinh, vi du:

Vin ban cia S& Cong Thuong tinh Ha Nam (c6 tru s& tai thi x4 Phu Ly,
tinh Ha Nam): Ha Nam, cia S& Cong Thuong tinh Hai Duong (c6 tru so tai




thanh pho Hai Duong, tinh Hai Ducng) Hai Duong; cua S6 Cong Thuong tinh
Lam Ddng (c6 tru s& tai thanh phd Pa Lat, tinh Lam Dong): Lam Pong;
b) Ngay, thang, ndm ban hanh véan ban:

Ngiy, than
hanh.

Ngay, thang, nam ban hanh van ban phai duge viét day da ngay . thang ...
nim ...; cac so chi ngay, thang, ndm dung chi s6 A-rap; d6i v6i nhimg sé chi
ngay nho hon 10 va thang 1, 2 phai ghi thém s6 0 & truéde.

3. K¥ thuét trinh bay

Dia danh va ngay, thang, nam ban hanh van ban duoc trinh bay trén cing
m6t dong vé6i sb, ky hidu van ban, tai 6 Dia danh, ngdy... thang... nim, bang
chit in thudng, c& chit tir 13 dén 14, kidu chir nghiéng; céc chit cai d4u cia dia
danh phai viét hoa; sau dia danh c6 ddu phiy; dia danh va ngay, thang, nim
duoc dat canh gitta dudi Quéc hidu.

Vi du: Ha Néi, ngay 08 thang 02 nam 2011
Pidu 11. Tén loai va trich yéu ndi dung ciia vin ban
1. Thé thirc

Tén loai vin ban 12 tén cia timg loai van ban do co quan, t6 chirc ban hanh.
Khi ban hanh van ban quy pham phép luét va van ban hanh chinh, d8u phai ghi
tén loai, trlr cong van hanh chinh.

nim ban hanh vin ban 13 ngay, thang, ndm vin ban dugce ban

&

Trich veu ndi dung ctia vén ban 12 mdt cAu ngin gon hoic médt cum tir,
phan 4nh khai quét ndi dung chi yéu cia vin ban.

2. K¥ thuét trinh bay

Tén loai va trich yéu noi dung clia cac loai van ban c6 ghi tn loai dugc
trinh bay tai 6 Tén loai vén ban, trich yeu ndi dung van ban (phu luc II1, so a6
3.2); tén loai van ban (nghi dinh, quyet dinh, ké hoach, béo c4o, t& trinh va cac
loai vén ban khac) dugc dit canh gilta (can dbi & giira dong) bang chit in hoa, c&
chit 14, kiéu chit dimg, ddm; trich yéu ndi dung vén ban dugc dat canh gifta,
ngay dudi tén loai van ban, bang chit in thudng, ¢& chir 14, kiéu chit dimg, dam;
bén dudi trich yéu c6 dudng ke ngang, nét lién, c6 d6 dai bang tir 1/3 dén 1/2 46
dai cuia dong chit va dat can d6i so v6i dong chit, vi du:

QUYET PINH
V& viéc didu ddng can bd

Trich yéu ndi dung cong vén duge trinh bay tai 6 trich yeu ndi dung cbng
van hanh chlnh (phu luc III, so b 3. 1), sau chu viét tht “V/v”(ve viéc) va dugc
trinh bay bing chit in thuong, c& chir tir 12 dén 13, kleu chit dimg; duoc dat
canh gitta dudi s6 va ky hiéu vin béan, cach dong 6pt voi s& va ky hiéu vin bén,
vi du:



S6: 6537/BCT-TCCB
V/v tuyén dung cbng chirc
nam 2011

Ditu 12. Ni dung vin ban

1. Thé thirc |

a) Noi dung vén ban 1a thanh phén chi yéu cia mét vin ban, trong dé cac
quy pham phap lugt (461 v6i vén ban quy pham phap luét), cac quy dinh, chi thi,
yéu cau dugc dat ra; cic van de, su viéc dugc trinh bay.

Néi dung van ban phai bdo ddm nhimg yéu cau co ban sau:

- Phu hop véi hinh thirc van ban dugce str dung;

- Phu hop véi duong 18i, chii truong, chinh sach ctia Dang; phu hop voi
quy dinh cia phap luit; phu hop véi cac quy dinh, quy ché cia B§ Coéng
Thuong;

- Cac quy pham phap luét, cac quy dinh hay cac véan @&, su viéc phai dugc
trinh bay ngan gon, r6 rang, chinh xac;

- S dung ngbn ngit viét, cach dién dat don gian, d& hiéu;

- Dung tr nglr tleng Viét Nam phd thong (khéng dung tir ngir dia phuong

va tir ngit nuéc ngoai néu khéng thyce sur cén thiét). P6i véi thust ngit chuyén
mon can xac dinh ré ndi dung thi phai dugc giai thich trong van ban;

- Chi dugc viét tat nhimng tir, cum tir théng dung, nhimg tir thudc ngén ngit
tiéng Viét dé hJeu })01 v6i nhifng tir, cum tir dugc sir dyng nhiéu lan trong vin
ban thi c6 thé viét tit nhung cac chir viét tit 13n dau cia tlr, cum tix phai dugc dat
trong ngodc don ngay sau tir, cum tir d6;

- Viéc viét hoa trong vin ban dugc thyuc hién theo phu luc VI — Quy dinh
viét hoa trong van ban hanh chinh;

- Khi vién dfin 14n dau vin ban c6 lién quan, phai ghi day di tén loai; sb, ky
hidu vén ban; ngay, thang, nim ban hanh vin ban; tén co quan, t6 chirc ban hanh
van ban; trich yéu ndi dung van ban (601 voi luat va phap 1énh chi ghi tén loai va
tén cua lut, phap 1énh); trong cac 14n vién din tiép theo, chi ghi tén loai va sb,
ky hiéu cua van ban do.

b) B cuc ciia vin ban
Tuy theo thé loai va ndi dung, van ban co6 thé c6 phan can cir phép ly de
ban hanh, phin m& ddu va cé thé duge bd cuc theo phén, chuong, myc, didu,

khoan, dlem hoic dugc phén chia thanh céc phin, myc tir 16n dén nhé theo mot
trinh ty nhét dinh.

Dur théo vin ban quy pham phép luat ¢ thé duoc bd cuc nhur sau:

- Du thdo Nghi dinh: theo chwong, muc, didu, khoan, diém; cac quy ché
(didu 18) ban hanh kém theo nghj dinh: theo chuong, muc, diéu, khoan, diém;

Cac quy ché (quy dinh, diéu 18) ban hanh kém theo: theo chwong, muc,
diéu, khoan, diém;




- Théng tu: theo chuong, muyc, diéu, khoan, diém.
Vin ban hanh chinh ¢6 thé duge bb cuc nhwr sau:
- Quyét dmh (ca biét): theo didu, khoan, diém;

£° I\
Céc quy che (quy dinh, difu

chuong, muc, didu, khoan, diém;

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

- Cac hinh thl'{c van ban hanh chinh khéc: theo phén, muc, khoan, diém
hodc theo khoan, diém.
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Déi v6i cac hinh thic van ban duge bb cyc theo phén, chuong, muc, diéu
thi phan, chuong, muc, diéu phai c6 tiéu dé.

2. K§ thuét trinh bay

N6i dung vin ban duge trinh bay tai 6 ndi dung vén ban (phu lyc I1I, so dd
3.1).

Phén ndi dung (ban vin) dugc trinh bay béng chit in thuong (duoc dan déu
c hai 18), kiéu chit dung; c& chir tir 13 dén 14 (phan 161 van trong mét van ban
phai ding cung mét ¢ chir); khi xubng dong, chit dAu dong phai phai Ihi vao tir
lem dén 1,27cm (1 default tab); khoang cach giita cic doan van (paragraph) dat
t01 thidu 1a 6pt; khoang céch gitra cic dong hay cach dong (line spacing) chon
t6i thiéu tir cach dong don (single line spacing) hodc tir 15pt (exactly line
spacing) tré 1én; khoang cach t6i da gifta cac dong 1a 1,5 dong (1,5 lines).

Pbi véi nhing van ban quy pham | phap lugt va van ban hanh chinh c6 phan
cén cu phap ly @& ban hanh thi sau moi can cir phai xuong dong, cudi dong c6
du “chdm phay”, riéng can cir cudi cing két thiic bang dau “phéy”.

Trudng hop ndi dung van ban dugc bb cuc theo phan, chuong, muc, diéu,
khoan, diém thi trinh bay nhr sau:

- Phan, chuong: Tir “Phan”, “Chuong” va s6 thit ty ctia phan, chuong dugc
trinh bay trén mét dong riéng, canh giita, bang chit in thuong, c& chir tir 13 dén
14, kiéu chit dimg, dam. Sé thir tu cua phin, chuong ding chir s6 La Ma. Tiéu
dé (tén) clia phan, chwong dugc trinh bay ngay dudi, canh giita, bang chit in hoa,
c& chit tir 13 dén 14, kiéu chit dtmg, dam;

- Muc: Tir “Muc” va s6 th ty clia muc duoc trinh bay trén mot dong riéng,
canh giifa, bang chit in thuorng, c¥ chit tr 13 dén 14, kiéu chix dimg, dam. Sé thi
ty cia muc dung chif sb A - rap. Tiéu @& cla muc dugc trinh bay ngay dudi,
canh giita, bang chit in hoa, c& chit tir 12 dén 13, kiéu chir dtmg, dam;

- Pidu: Tir “Pidu”, sb thir tu va tiéu @& ctia dleu dugc trinh bay bang chit i in
thudng, cach 18 trai 1 default tab, s thir tu cia didu ding chir s6 A-rép, sau sb
thit tu c6 déu chédm; c& chir bang c& chit cla phén 101 van (13-14), kidu chit
dimg, dam;

- Khoan: Sé thr tur céc khoan trong mbi myc dung chit s6 A-rap sau s thir
tir ¢6 dAu chim, c& chit s6 bang c& chit cia phan 16i van (13-14), kiéu chit ding;



néu khoan co tiéu 8, sb thir tir va tidu de cua khoan dugc trinh bay trén mot
dong riéng, bing chir in thudmg, c& chit bang c& chit cia phan 151 vin (13-14),
kidu chit dimg;

- Diém: Thit ty cac diém trong mbi khoan ding céc chit cai t1eng Viét theo
thir tyr abc, sau c6 diu déng ngodc don, bing chit in thuong, c& chit bang ¢ chit
cua phan 161 van (13-14), kidu chir ding.

q Truong hop ndi dung van ban dugc phéan chia thanh céc phén, muc, khoan,
diém thi trinh bay nhu sau:

- Phén (néu co) Tir “Phan” va s thit ti ciia phin dwoc trinh bay trén mét
dong riéng, canh giira, bang chit in thuong, c¢& chir tir 13 dén 14, kiéu chir dimg,
dém; s6 thi tu cua phan ding chit s6 La Ma. Tiéu dé cia phin dugc trinh bay
ngay dudi, canh giita, bang chir in hoa, ¢& chir tir 13 dén 14, kiéu chit dimg,
dam;

- Muc: Sé thir tw cac muc dung chir s6 La M4, sau c6 diu chidm va dugc
trinh bay cach 1& trai 1 default tab; tidu d& ctia muc dugc trinh bay cung mét
hang véi s6 thir tu, bang chit in hoa, ¢& chit tir 13 dén 14, kiéu chir dimg, dam;

- Khoan: S6 thir tir cac khoan trong mbi muc dung chir s6 A- -18p, sau s thir
tur co dAu chim, c& chit so bing c& chit cia phan 161 van (13-14), kiéu chit ding;
néu khoan c6 tiéu d8, sb thir tr va tiéu d& cua khoan duoc trinh bay trén mot
dong riéng, bang chit in thudng, ¢& chit bang c& chit ciia phan 16i van (13- 14),
kiéu chir dimg, dam;

- Biém trinh bay nhu truong hop ndi dung van ban duoc bb cuc theo phén,
chwong, muc, diéu, khoan, diém.

Dleu 13. Quyén han, chirc vu, ho tén va chit ky clia ngudi c6 thim
quyén

1. Thé thitc

a) Viéc ghi quyén han ctia ngudi ky duge thuc hién nhu sau:

- Truong hop ky thay mat tap thé thi phai ghi chix viét tit “TM.” (thay mat)
vao trude tén tap thé lanh dao hoic tén co quan, t chirc;

- Trudng hop ky thay ngudi dimg dau co quan, tb chure thi phai ghi chit viét
tit “KT.” (ky thay) vao trude chirc vu chia ngudi dimg dau, vi du:

KT.BQ TRUGNG KT. CHANH VAN PHONG
THU TRUGNG PHO VAN PHONG
~ Truong hop cAp phé dugc giao phu trach thi thyuc hién nhu cip phé ky thay
cap trudng;
- Truong hop ky thira 1énh thi phai ghi chit viét tit “TL.” (thira 1énh) vao
trudce chitc vu ciia ngudi dimg du co quan, tb chirc, vi dy:

_TL.BQ TRUONG TL. BQ TRUONG
VU TRUGNG VU TO CHUC CAN BQ CHANH VAN PHONG

10




- Trudng hop kY thira uy quyén thi phéi ghi chit viét tit “TUQ.” (thira uy
quyén) vao trudc chirc vy clia nguoi dimg dau co quan, t6 chirc, vi du:
TUQ. BO TRUGNG
CUC TRUGNG CUC HOA CHAT

b) Chitc vu cia ngudi ky

Chtrc vy ghi trén vin ban la chirc vu lanh dao chinh thirc ciia ngudi ky van
ban trong co quan, t6 chirc; chi ghi chirc vu nhu Bo truong, Thir trudng, Chanh
Vian phong, Phé Vin phong, Vu truéng, Phé Vu truong, Chanh Thanh tra, Phé
Chénh Thanh tra, Cuc truéng, Phé Cuc truéng, Gidm dbc, Phé Gism déc, Q.
Giam dbc (Quyén Gidm dbc), Hiéu truéng.v.v..., khong ghi nhiing chirc vu ma
Nha nuéc khong quy dinh nhu: cAp phé thudng truc, cép phé phy trach.v.v...;
khong ghi lai tén co quan, t8 chirc, trir cac van ban lién tich, vin ban do hai hay
nhiéu co quan, to th’lc ban hanh; viéc ky tl}\‘la 1énh, ky thira uy quxén va nhiing
truong hop cén thiét khac do céc co quan, t6 chirc quy dinh cu thé bang van ban.

Chirc danh ghi trén vén ban do cac t chirc tu vAn (khong thude co chu tb
chtic ctia co quan duge quy dinh tai quyét dinh thanh lap; quyét dinh quy dinh
chtrc nang, nhiém vy, co chu t6 chirc cha co quan) ban hanh 14 chirc danh lanh
dao ctia ngudi ky van ban trong Ban hogc Hoi dbng. Pbi véi nhimg Ban, Hoi
d6ng khong dugc phép st dung con dAu cta co quan, to chic thi chi ghi chic
danh ctia ngudi ky vin ban trong Ban hodc Hoi ddng, khong dugc ghi chitc vu
trong co quan, td chirc. Trudong hop Ban hodc Hoi dong duogc phép st dung con
dAu cua co quan, don vi thi ¢6 thé ghi thém chitc danh l&nh dao trong co quan,
don vi ciia ngudi ky ¢ dudi, vi du:

_ Chtrc vu ctia ngudi k¥ vin ban do Hoi dong hodc Ban chi dao clia Nha
nuée ban hinh ma B truong Bé Céng Thuong lam Trudng ban hodc Pho
Trudng ban, Chu tich hodc Pho Chu tich Ho61 ddng dugc ghi nhu sau:

TM. HQI PONG KT, TRUONG BAN
'CHU TICH PHO TRUGNG BAN
(Chit ky, ddau ciia B6 Cong Thuong) (Chit ky, dau cua B6 Céng Thuwong)

BO TRUGNG BQ CONG THUONG THU TRUONG BQ CONG THUONG
Vii Huy Hoang Lé Danh Vinh

- Chirc vu cuia ngudi ky vin ban do Ban hodc Hoi ddng cta Bb Cong
Thwong ban hanh ma Tht trudng B6 Céng Thuong lam Trudng ban hodc Chu
tich Hoi dong, lanh dao cac Cuc, Vu thudéc B 1am Phé Trudng ban hodc Pho

Chu tich Hoi dbng dugc ghi nhu sau: :

TM. HQI PONG KT, TRUGNG BAN
CHU TICH PHO TRUONG BAN
(Chit ky, déu ciia B§ Céng Thuong)  (Chit ky, dau cua Bé Cong Thuong)
THU TRUONG VU TRUGNG VU TO CHUC CAN BO
Lé Danh Vinh Pao Van Hai
11



c¢) Ho tén bao gbm ho, tén dém (néu c6) va tén ciia ngudi ky vin ban. D6i
v6i van ban quy pham phap luét va vén ban hanh chinh, truéc ho tén cia ngudi
ky, khong ghi hoc ham, hoc vi va cac danh hiéu danh dy khac; d6i v6i van ban
giao dich; van ban cua cac td chirc su nghiép gido duc, y té, nghién ciru khoa
hoc dugc ghi thém hoc ham, hoc vi.

2. K§ thuat trinh bay

Quyén han, chitc vu clia nguoi ky dugc trinh bay tai 6 quyen han, chic vu
ngudi ky (phu luc II1, so dd 3.1, so dd 3.2); chirc vu khac cia nguoi ky duge
trinh bay tai 6 ho va tén ngudi ky; cac chir viét tit quyén han nhu: “TM.”

“KT.”, “TL.”, “TUQ.” ho#ic quyén han va chirc vu ciia nguoi ky duge trinh bay
chif in hoa c& chit tir 13 dén 14, kiéu chir dimg, dim.

Ho tén clia ngudi ky vén béan dugc trinh bay tai 6 ho va tén nguoi ky (phu
luc 111, so db 3.1, so db 3.2); bang chit in thudng, ¢ chir tir 13 dén 14, kiéu chir
dimg, ddm, dugc dit canh giita so vdi quyén han, chitc vu ctia ngudi ky.

Chir ky ctia ngudi c6 thdm quyén duoc trinh bay tai 6 chit ky.

Piéu 14. Diu ciia co quan, td chirc

Viéc dgﬁng dAu trén van ban dugce thuc hién theo quy dinh tai Khoéan 2 va
Khoén 3 Diéu 26 Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 ndm 2004 cua
Chinh phu vé cong téc van thu va quy dinh cia phap luat c6 lién quan; viéc déng

déu gidp lai dbi voi van ban, tai lidu chuyén nganh va phu luc kém theo dugc
thuc hién theo quy dinh tai Khoan 4 Piéu 26 Nghi dinh s6 110/2004/ND-CP.

Déu ctia co quan, t6 chirc dugc trinh bay tai 6 dAu (phu luc I1I, so d6 3.1);
déu giap lai dugc dong vao khoang glua mép phai cia van ban hogc phy lyc van
ban, trim 18n mot phén cac to gidy; méi d4u déng t6i da 05 trang van ban.

Piéu 15. Noi nhin
1. Thé thic

Noi nhén xéc dinh nhiing co quan, t6 chirc, don vi va c4 nhan nhan van ban
va ¢ trach nhiém cu thé nhu & kiém tra, giam sat; dé xem xét, giai quyét; dé thi
hanh; dé trao dbi cong viéce; dé bao cao; dé biét va dé hru.

Noi nhén pha1 dwoc xé4c dinh cu thé trong vén ban. Can cir quy dinh cia
phap lut; cén cir chire nng, nhiém vy, quyen han cua co quan, t5 chirc va quan
h¢ cbng tac vdi cac co quan, t6 chirc, don vi hodc c nhan c6 lién quan; cin cit
yéu cau giai quyét cong viéc, don vi hodc cd nhan soan théo hodc chu tri soan
thao ¢6 trach nhiém dé& xuét nhiing co quan, t6 chirc, don vi va c4 nhan nhén vin
ban trinh ngudi ky van ban quyét dinh.

Pé6i v6i vén ban chi gui cho mét s6 601 tuong cy thé thi pha1 ghi tén timg
co quan, tb chirc, ¢4 nhén nhén van ban; d6i v6i van ban duge giri cho mét hosic
mét s6 nhém dbi twong nhét dinh thi noi nhan duogc ghi chung, vi du:

- C4c B, co quan ngang B§, co quan thudc Chinh phu;
- Uy ban nhén dan c4c tinh, thanh phd truc thudc Trung uong;
- Céc trudong dao tao truc thude B6.
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. Pbi véi nhiing vin b?n c6 ghi tén loai, noi nhén bao gém tr “noi nhin” va
phén liét ké cac co quan, t6 chic, don vi va ca nhin nhin van ban.
Péi v6i céng van hanh chinh, noi nhan bao gdm hai phén:
- Phin thit nhét bao onm iy “Kmh giri”, sau d6 13 tén cac co quan, don vi
hodc don vi, ca nhén truc t1ep giai quyet cong viéc;

- Phan thit hai bao gdm tir “Noi nhan”, phia duéi 13 tir “Nhur trén”, tiép theo
13 tén c4c co quan, t6 chirc, don vi va c4 nhén c6 lién quan khac nhén vin ban.

2. K¥ thuét trinh bay
‘Noi nhén dugc trinh bay tai 6 noi nhén (bén trén va bén dudi, phu luc III,
so d6 3.1, so d6 3.2)
Phén noi nhan ghi trén dAu vin ban véi tir “Kinh giri” (chi 4p dung dbi véi
cong van hanh chinh) dugc trinh bay nhu sau:
- Tir “Kinh gini” va tén cdc co quan, don vi hodc ca nhén nhén vén ban
duoc trinh bay bang chit in thudng, c& chit tir 13 dén 14, kiéu chir dimg;

- Sau tir “Kinh giri” ¢6 d4u hai chidm; néu cong vin giri cho mét co quan,
don vi hofic mdt ca nhén thi tir “Kinh giri” va tén co quan, don vi hodc c4 nhén
duoc trinh bay trén cling mét dong; truong hop céng van gui cho hai co quan,
don vi hodc ca nhén trd 1én thi xubng dong; tén mbi co quan, td chure, c4 nhan
hoac m6i nhém co quan, td chirc, ca nhén dugc trinh bay trén mét dong riéng
dau dong co gach dau dong, cudi dong cb d4u chim phay, cudi dong cudi cing
co dau chém; céc gach d4u dong dugce trinh bay thang hang véi nhau duéi diu
hai chim.

Phan noi nhan ghi tai géc cubi bén trai cing véi tr “Noi nhan” (4p dung
chung dbi véi cong vin hanh chinh va cic loai vin ban khéc) dugc trinh bay nhu
sau:

- Tr “Noi nhén” dugc trinh bay trén moét dong riéng (ngang hang voi dong
chir * quyen han, chirc vu ctia nguoi ky” va sat 18 tri), sau d6 c6 du hai chim,
bang chit in thudng, c& chir 12, kiéu chit nghiéng, dam;

- Phan liét k& cac co quan, td chitc, don vi va c4 nhan nhan van ban dugc
trinh bay bang chit in thuong, c& chit 11, kiéu chu dtmg; tén mdi co quan, td
chite, don vi va cd nhan hodc mbi nhom co quan, tb chic, don vi nhén vén ban
dugc trinh bay trén mét dong riéng, dau dong c6 gach dAu dong sét 18 trai, cudi
dong ¢6 dau cham phiy; riéng dong cudi cing bao gbm chit “Luu” sau d6 ¢
dau hai charn, tiép theo 1a chit viét tat “VT” (van thu co quan, don vi), d4u phéy,

chir viét tit tén don vi (hodc bo phan) soan thao vin ban va sb luong ban hau
(chi trong nhimg trudng hop can thiét), cudi cing 12 diu chim.

Pidu 16. Cac thanh phin khac
1. Thé thiee
a) DAu chi mirc 6 mét
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_ Vigc xé4c dinh va déng diu d6 méat (tuyét mat, t5i mat hosc mat), ddu thu
ho6i in vé1 vin ban ¢6 ndi dung bi mét nha nuée dugc thuc hién theo quy dinh
tai Diéu 5, 6, 7, 8 cua Phap 1énh bao vé bi mat nha nudc ndm 2000.

b) D4u chi mirc d6 khén
Viéc xac dinh mirc d6 khén ciia vin ban duge thire hién nhu sau:

- Tuy theo mirc d6 cin duoc chuyen phat nhanh, van ban duoc xac dinh d%
khén theo bdn mitc sau: khin, thuong khén, hoa téc, hoa téc hen  gi0;

- Khi soan thdo van ban c6 tinh chét khan, don vi hodc c4 nhan soan thao
vin ban d& xuét mirc d6 khén trinh ngudi ky van ban quyét dinh.

c) Déi véi nhung vén ban c6 pham vi, d6i tuong dugc pho bién, sir dung
han ché, st dung céc chi din vé& pham vi luu hanh nhu “TRA LAI SAU KHI
HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOI BO” hoic
chi din vé du thao van ban nhu “DU THAO” hay “DU THAO LAN ...”. Cac
chi dan trén c6 thé dugc danh may hosic ding con d4u khic sin dé déng len van
ban hodc du thao van ban.

d) béi véi cOng van, ngoai cac thanh phan dugc quy dinh c6 thé bd sung
dia chi co quan, tb chirc; dia chi thu dién tir (E-Mail); dia chi trang thong tin
dién tur (Webs1te) sé dién thoai, sb Fax dbi voi cong van, cong dién, glay gioi

thiéu, gidy moi, phidu g, phiéu chuyén 8 tao diéu kién thuan lgi cho viéc lién
hé.

d) P6i v6i nhimg vin ban cin dugc quan Iy chit ch& vé s6 lugng ban phét
hanh phai c6 ky hiéu nguoi danh may va s6 lugng ban phat hanh.

e) Truong hop van ban c6 phu luc kém theo thi trong vén ban phai c6 chi
dan v& phu luc d6. Phu luc van ban phai c6 tiéu dé; van ‘ban c6 tir hai phu luc tro
1én thi cac phu luc phai dugc danh sd thir tu béang chit s6 La M.

g) Vian ban c6 hai trang trd 1én thi phai danh s6 trang bang chit s6 A-rap.

2. K¥ thuét trinh bay

a) DAu chi mirc d6 mat

Con du c4c d6 mat (TUYET MAT, TOI MAT hosic MAT) va du thu hdi
dwoc khic sin theo quy dinh tai Muc 2 Théng tu so 12/2002/TT-BCA ngay 13
thang 9 ndm 2002 huéng dan thyc hién Nghi dinh sé 33/2002/ND-CP cua Chinh
phti quy dinh chi tiét thi hanh Phép 1énh Béo v& bi mét nha nudce ndm 2000. Déu

d6 mat duge déng vao 6 d6 mat, diu thu hdi duoc déng vao 6 diu thu hdi va chi
dan pham vi luu hanh.

b) D4u chi mirc 46 khin

Con dAu c4c d6 khén dugc khic sin hinh chit nhét c6 kich thugc 30mm x
8mm, 40mm x 8mm va 20mm x 8mm, trén d6 cac tir “KHAN”, “THUQNG
KHAN”, “HOA TOC” va “HOA TOC HEN GIG” trinh bay bing chit in hoa,
phong chit Times New Roman ¢& chit tir 13 dén 14, kidu chir dimg, dam va dit
can dbi trong khung hinh chir nhét vién don. D4u d6 khén dugc déng vao 6 d6
khén. Myc dé déng du do khin ding mau d6 twoi.
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¢) Céc chi dén v& pham vi hru hanh

Céc chi din v& pham vi hm hanh trinh bay tai 6 Déu thu hdi va chi din
pham vi luu hanh ( phu luc 111, so d6 3.1); cac cum tir “TRA LAI SAU KHI
HOP (HOI NGHI)”, “XEM XONG TRA LAT”, “LUU HANH NOI BO” trinh

bay can d6i trong mot khung hinh chit nhit vién don, bing chit in hoa, phéng
chit Times New Roman, c& chit 13 dn 14, kiéu chit dtimg, d4m.

_ Chi dan vé& du thao van ban: tir “DU THAO” hoic cum tir “DUJ THAO
LAN ...” dugc trinh bay trong mot khung hinh chit nhéat vién don, bang chir in
hoa, ¢ chit tir 13 dén 14, kiéu chir dimg, dam.

d) Pia chi co quan, tb chirc; dia chi thu dién tir (E-Mail); dia chi Trang
théng tin dién tir (Website); s& dién thoai, s6 Telex, sé Fax duogc trinh bay trén
trang d4u ciia van ban bang chit in thuong, ¢ chit tir 11 dén 12, kidu chix ding,
dudi mot dudong ké nét lién kéo dai hét bé ngang ctia ving trinh bay van ban.

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

Dugc trinh bay tai 6 (**) (phu lyc III, so d6 3.1) ky hiéu bang chit in hoa,
s& lwong ban bang chir s6 A-rap, c¢& chit 11, kiéu chit dig.

e) Phu luc van ban

Phu luc van ban duoc trinh bay trén cac trang riéng; tir “Phu luc” va s thi
ty ciia phy luc (trudng hop co6 tir hai phu luc tré 1&n) dugc trinh bay trén mot
dong riéng, canh gita, bang chit in thuong, ¢ chit 14, kiéu chir dimg, dam; tiéu
8 (tén) ctia phy luc dugc trinh bay canh giifa, bang chit in hoa, c& chir tir 13 dén
14, kiéu chir dimg, dam.

g) S6 trang vin ban
S6 trang cua van ban duoc trinh bay tai goc phal & cubi trang gidy (phan
footer), bang chit sb A-rap ¢& chit bing ¢ chit ctia phan 101 van (13-14), kleu

chit dimg, khong dénh so trang thlr nhit. S6 trang ciia phu luc duoc danh sb
riéng theo ting phu luc.

M3u chit (phong, loai, ¢&, kidu chir) va chi tiét trinh bay céc thanh phén thé
thirc van ban dugc minh hoa tai Phu luc V kém theo Quy dinh nay.

MAu trinh bay mét s loai van ban quy pham phép luit va van ban hanh
chinh dugc minh hoa tai Phu luc IV kém theo Quy dinh nay.
Chwong I1I
, THE THU'C VA KY THUAT TRINH BAY BAN SAO
Pidu 17. Thé thirc ban sao
" Thé thirc ban sao bao gbm:
1. Hinh thirc sao bao gdm “SAO Y BAN CHINH”, “TRICH SAO” hoic
“SAO LUC”. Viéc x4c dinh hinh thirc ban sao dugc thuc hién theo quy dinh tai

cac khoan 4, 5 va 6 Didu 2 ciia Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4
nim 2004 cta Chinh phu vé cong tac van thu;
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2. Tén co quan, td chirc sao vin ban 13 tén cua co quan, don vi thuc hién
viéc sao van ban;

3. 86, ky hiéu ban sao bao gbm sb thir ty ding ky dugc danh chung cho céc
loai ban sao do co quan, to chuc thuc hién va chir viét tit tén loai ban sao theo
“Phu lyc I — Bang chit viét tqt tén loai van ban va ban sao” kém theo Quy dinh
nay. SO duogc ghi bang chir s6 A-rép, bat dau tir s6 01 vao ngay dau ndm va két
thic vao ngay 31 thang 12 hang nim;

4. Céc thanh phan thé thire ‘khac cia ban sao vin ban gom dia danh va
ngay, thang, nam sao; chirc vy, ho tém, va chit ky ctia ngudi cé thim quyen déu

cla co’ quan, tb chirc sao vin ban va noi nhin dugc thuc hién theo huéng dan tai
cac Piéu 10, 13, 14 va 15 Chyong IL cqa Quy dinh nay.

Picu 18. K§ thuat trinh bay °
1. Vi tri trinh bay ~

Céc thanh phan thé thirc ban sao dugc trinh bay trén cung mét trang gidy,
ngay sau phan cuéi cung cua van ban cin sao dugc photocopy, dudi mot dudng
ké nét 1ién, kéo dai hét chidu ngang ciia viing trinh bay vin ban.

Vi tri trinh bay cac thanh phan thé thirc ban sao trén trang gidy khd A4
dugc‘ thyuc hién theo So d6 bo tri cac thanh phan thé thirc ban sao van ban néu tai
So d6 3.3 (Phu lyc III) kém theo Quy dinh nay.

2. K¥ thuit trinh bay ban sao

a) Hinh thire sao: cum tir “SAO Y BAN CHINH”, “T'RiCH SAO” va “SAO
LUC” duogc trinh bay bang chif in hoa, c& chir tir 13 dén 14, kiéu chit dimg,
dam;

W
»Y

b) Cac thanh phén thé thirc khéc ciia ban sao gdm: tén co quan, don vi sao
vin béan; sb, ky hiéu ban sao; dia danh va ngay, thang, ndm sao; chirc vy, ho tén
va chit ky ciia ngudi c6 thAm quyen dAu ctia co quan, td chitc sao vin ban; noi
nhén dugc trinh bay theo huéng din trinh bay cac thanh phan thé thirc tuong
tig ciia van ban tai Piéu 17.

Mau trinh bay cac thanh phén thé thirc ban sao vin ban dugc minh hoa tai
M3u s6 4.20 mau trinh by ban sao kém theo Quy dinh nay.
Chuwong IV
TO CHUC THUC HIEN
Piéu 19. Trach nhi¢m thue hién
T4t ca can bd, cong chirc co quan By Cong Thuong c6 trach nhi¢m thuc

hién nghlem tic céc quy dinh vé thé thirc va k¥ thuét trinh bay van ban trong
Quy dinh nay.

Cin cir quy dinh nay, cac S& Cong Thuorng, Téap doan, Tong cdng ty, Coéng
ty, co quan don vi thudc By xay dung va ban hanh quy dinh vé thé thirc va ky
thut trinh bay vin ban phi hop véi dic diém va thuc té cia co quan, don vi
minh.

Piéu 20. Trach nhiém kiém tra viéc thywe hién Quy dinh
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Vin phong B6 ¢6 trach nhiém huéng dén, kiém tra viéc thyc hién Quy dinh
ndy trong céc co quan, don vi thuéc By dé bao dam su théng nhit trong toan
nganh.

Didu 21. Sira d6i, b sung Quy dinh

Viéc stra déj, bb sung Quy dinh nay do B truéng Bd Céng Thuong quyét
dinh trén co s& dé nghi cia Chanh Vin phong B6./.

H6 Thi Kim Thoa
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Phu lue I
BANG CHU VIET TAT TEN CUA CAC PON VI THUQC CO QUAN BO
(Kem theo Quy dinh vé thé thire va ky thudt trinh bay van badn)

STT | Tén don vi Chir viet tit
1. | VuKéhoach KH
2. | Vu Tai chinh TC
3. | Vu T6 chiic cén bd TCCB
4. | VuPhap ché PC
5. | Vu Hop tac qubc té HTQT
6. | Thanh tra B TTB
7. | Van phong Bd VP
8. | VuKhoa hoc va Cong nghé KHCN
9. | Vu Cdng nghiép nfing CNNg
10. | Vu Coéng nghiép nhe CNN
11. | Vu Xuat nhép khau XNK
12. | Vu Thi trudng trong nuéce TTTN
13. | Vu Thuong mai mién nti TMMN
14. | Vu Thi trrong chau A — Thai Binh Duong KV1
15. | Vu Thi trudng chéu Au KV2
16. | Vu Thi trudng chdu My KV3
17. | Vu Thi truong chau Phi, Tay A, Nam A KV4
18. | Vu Chinh sich thuong mai da bién bB
19. | Vu Thi dua - Khen thudng TBKT
20. | Tong cuc Ning lwong TCNL
21. | Cuc Diéu tiét dién luc DTPL
22. | Cyc Quén ly canh tranh QLCT
23. | Cuc Quan ly thi trudng QLTT
24. | Cuc Xic tién thuong mai XTTM
25. | Cuc Coéng nghiép dia phuong CNDP
26. | Cuc K¥ thuét an toan va M6i trudng cdng nghiép ATMT
27. | Cuc Thuong mai dién tir vd Céng nghé théng tin TMDT
28. | Cuc Hoa chat HC
29. | Co quan Dai dién cia B Cong Thuong tai thanh phd CQbD

Hd Chi Minh




Phu luc 11

BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kem theo Quy dinh vé thé thiec va ky thudt trinh bay vén bdn)

STT Tén loai vin ban Chir viét tit
Vin ban quy pham phap luit
1. | Thong tu TT
2. | Thong tu lién tich TTLT
Van ban hanh chinh
1. | Quyét dinh (c4 biét) Qb
2. | Chi thi (ca biét) CT
3. | Théng cao TC
4. | Théng bao TB
5. | Chuong trinh CTr
6. | Kéhoach KH
7. | Phuong an PA
8. |Déén bA
9. | Baocédo BC
10. | Bién ban BB
11. | To trinh TTr
12. | Hop dong HD
13. | Céng dién Cb
14. | Gidy chimg nhén CN
15. | Gidy ty nhiém UN
16. | Gidy moi GM
17. | Gidy gidi thiéu GT
18. | Gidy nghi phép NP
19. | Gidy di duong Pb
20. | Gidy bién nhan ho so BN
21. | Phiéu gt PG
22. | Phiéu chuyén PC
Bin sao van ban
1. | Ban sao y ban chinh SY
2. | Ban trich sao TS
3. | Béansao luc SL




Phuy lyc II1
SU PO BO TRi VAN BAN HANH CHINH VA BAN SAO
(Kem theo Quy dinh vé thé thirc va kj thudt trinh bay ven ban)

So @0 3.1. So db bb tri cic thanh phan thé thitc van ban dbi véi cong vin
hanh chinh (trén khé gidy A4).

So dd 3.2. So db bb tri cac thanh phan thé thirc viin ban ddi véi vin ban co
tén loai (trén kho gidy A4).

So 6 3.3. So dd bé tri cac thanh phan thé thirc ban sao van ban.



So d6 3.1. So' db bé tri cdc thanh phin thé thire vin bin trén khé gidy 44"
(d6i véi cong vin hanh chinh)

20-25 | mm

Ghi chit:

(*) Huéng dén thiét 1ap khd gidy (page size) trong MS Word: File -> Page setup

-> Margin: Top: 20-25mm; Bottom: 20-25mm; Right: 15-20mm,; left: 30-35mm; |} -> Defaul.
-> Paper: A4

(**) Ky hiéu ngudi ddnh méy va sb lugng ban phét hanh.




So dd 3.2. So' db bé tri cdc thanh phan thé thiec vin ban trén khé gidy A4
(@5i véi vin bin cé tén logi)

20 -25{mm

30 -35 mm

P -
“« L

20 -25| mm

Ghi chu:

(*) Huéng din thiét 1ap khd gidy (page size) trong MS Word: File -> Page setup

-> Margin: Top: 20-25mm; Bottom: 20-25mm; Right: 15-20mm; left: 30-35mm; | -> Defaul.
-> Paper: A4 )

(**) Ky hiéu ngudi danh méy va so lugng ban phéat hanh



So d0 3.3. So' db bé tri cdc thanh phin thé thirc bin sao vin bin

trén kho gidy A4

30-35 mm

20 -25{ mm

20 -25mm

15-20mm

(*) S lwgng ban phat hinh




N Phy lye IV .
MAU CAC LOAI VAN BAN
(Kem theo Quy dinh vé thé thirc va ky thudt trinh bay vin ban)

MAu 4.1. Quyét dinh c4 biét ciia B6 Céng Thuong.

MAu 4.2. Quyét dinh cla céc co quan, don vi truc thudéc Bd Céng
Thuong.

M3u 4.3. Chi thj c4 biét ctia B6 Cong Thuong.

MAu 4.4. Thong tur cia B Céng Thuong.

MAu 4.5. Thong tu lién tich cia B6 Coéng Thuong véi céc co quan c6
tham quyén.

MAu 4.6. Céng vin hanh chinh ctia B Céng Thuong.

Miu 4.7. Cong vin hanh chinh ctia co quan, don vi truc thudc Bo.

MAu 4.8. Cong vin ndi bd clia cic co quan, don vi truc thuéc Bé Cong
Thuong

M3iu 4.9. Vin ban c6 tén loai nhu Chuong trinh, K& hoach, Bio céo, To
trinh, P& an v.v... cdc co quan, don vi truc thuéc B Céng
Thuong.

Miu 4.10. Quy ché, Quy dinh ctia B6 Cong Thuong, cac co quan, don vi
truc thuéc B6 Cong Thuong (ban hanh kem theo Quyét dinh).

Mau 4.11. Gidy moi cia B6 Cong Thuong.

Mau 4.12. Cong van ndi bd cia céc co quan, don vi truc thuéec B6 Cong
Thuong.

M3iu 4.13. Thu chi dao ctia Lanh dao B9, Lanh dao don vi.

MAu 4.14. Cong ham.

MAu 4.15. Cong van dbi ngoai.

M2Au 4.16. Phiéu trinh ctia B§ Cong Thuong.

M3u 4.17. Ban sao vin ban.



Mau 4.1. Quyét dinh cd biét ciia By Cong Thwong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
—e Déc lap - Tw do - Hanh phiic

86: /QD-BCT Ha Néi, ngay... ... thdng...... nam ... ...
QUYET PINH
V& VIBC cueresnrensersenees veevsrnse Drrrrrrersens reeerersaesnsaesessoses

BO TRUOGNG BQ CONG THUONG

Cén cr Nghi dinh 189/2007/ND-CP ngay 27 thang 12 ndm 2007 cia

Chinh pht quy dinh chitc niing, nhiém vu, quyén han va co cu td chirc ctia Bb
Coéng Thuong;

(671 N1 SNSRI O e
Theo d& NEHI CUA ....v.vveeeseces e ree e ,

QUYET PINH
113 PR e
DHBU 21 coeoeeeeeeeeeeeee e eeee e e e e esse e e e s e eses s esese e s e e s e er s e e e e e e e e et ee e
D AU et oot /

QUYEN HAN, CHUC VU CUA NGUOI KY

No'i nhin
- Nhu biéu ............. ; ,
- revenesseresessassssesenens : (chit ky va con ddau)
- Lww VT, ...
Ho va tén
Chii thich:
() Nzm ban hanh.

@ Trich yéu ndi dung Quyét dinh.

®) Céc céin cir phéap 1y 48 ra Quyét dinh.

“) N¢i dung cia Quyét dinh.

) Chir viét tht tén clia don vi chu tri soan thao.




MAu 4.2. Quyét dinh ciia cdc co quan, don vi truc thujc Bo Cong Thuwong

BO CONG THUONG CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CG QUAN, PON VI Pjc lap - Tw do - Hanh phic
S6 /QD-....... @ S , ngay... ... thdang... ... nam ... ...
QUYET PINH
V& VIEC cecrrvnrrersssnsenns ), erecrrarersssnssassrensnssanae
THAM QUYEN BAN HANH

CAN CUT woreeeeeeeees et sse st sesene et :

[02:1 3 1015 QORI ;

XEE AE DGNT wovvveeveceeeve ettt ,
QUYET PINH:

PIBU Lereeeeeeeeeee e, O ettt

DHBU 2 oottt et ettt ettt s et eae e ee e teene

DU e oo e e e e eeeeee et ee e raeerenreeasee e e e s et saeente et esrarae e /

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhin:
- Nhu biéu .......... R
SO (chit kp va con ddu)
-Lwu: VT,.... 0.
Ho va tén
Chu thich:

D Ten co quan, don vj ban hanh vin ban.
Dgh ... /QP-Tén viét tit cia co quan, don vi.
©®) bia danh.
*)Ném ban hanh.
) Trich yéu néi dung Quyét dinh.
©) Céc cin cir phép ly dé ra Quyét dinh.
™ Nsi dung Quyét dinh.
) Chir viét tit tén ciia don vij chu tri soan thao.




MAu 4.3. Chi thj cd biét cita By Cong Thuong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_ Déc lap - Tw do - Hanh phiic

S6: /CT-BCT Ha Ngi, ngay...... thng...... nam ... D...
CHi THI
* A 2
Vé VI@COO ........ so000000D (2122121 ( )..‘.. ..... 5820000000020 0000000000000
----------------------------------------------------------- (3)--lp..-o-vo--.-.-.o-lcu-nlll.....a-.--u---u-n-.n---.o-o
....................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
e (chit ky va con déu)
-Lwu: VT, .. O,
Ho va tén

Chii thich:
()'Nizm ban hanh.

@ Trich yéu noi dung Chi thi.
®) N¢i dung ciia Chi thi.
™) Chir viét it tén cia don vi chi tri soan thao.




MAu 4.4. Théng tir ciia B Cong Thuong

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
_— Doc lap - Tw do - Hanh phiic

86: /2. Y/ TT-BCT Ha Néi, ngay... ... thang... ... nam ... ...
THONG TU
@

Can ctt Nghi dinh 189/2007/ND-CP ngay 27 thang 12 ndm 2007 cua
Chinh phi1 quy dinh chirc nang, nhiém vy, quyén han va co cAu td chirc cia Bo

Cong Thuong;

CAINL Cleveerecreeceeieeerresreeesse e e ssse s renenee e et e sese e s s seees
................................................................................................................... ;

B6 Cong Thuong hudng dan...........ceeeiiiiiiineiininniii e,
...................................................................................... nhu sau

1(4) ..................................
....................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhan:
e . .
- rereemsss s reasens ; (chit ky va con dau)
e renenes ;
~Luu: VT, .0
Ho va tén

Chi thich:
) N&m ban hanh.

@ Trich yéu néi dung Théng tu.

®) Céin ctr phép 1y dé ban hanh; muc dich (néu c6) va pham vi didu chinh ciia Théng tu.
“Noi dung cta Thong tu.

©) Chit viét tht tén cia don vi chil tri soan thao.



MAu 4.5. Théng tir lién tich ciia By Cong Thuong

CQ CHU TRi- CQ PHOI HQP- ¥ CONG HOA XA HQI CHU NGHIA VIET NAM
—_— Déc lap - Tw do - Hanh phiic

sé: 2.0 TTLT-...-.0 Ha N5i, ngdy...... thang ... nam ... ..
THONG TU LIEN TICH
Q)
(0717 51 UTTUTUUUOUSRRN e et e,
------------------------------------------------- (6)---.-.;-.u-’----o--.o..--no--.vu---o--------o--------.--------..--.
............................................................................................ /.
QUYEN HAN, CHUC VU QUYEN HAN, CHUC VU
CUA NGUOIKY ™ CUA NGUOIKY
(chit ky va con ddu) (chit ky va con déu)
Ho va tén Ho va tén
Noi nhin
-Liw: VT, .. 0.
Chit thich:

™) Tén Co quan chi tri va tén (c4c) co quan (t§ chirc) khac tham gia ban hanh TTLT (B4 Cong
Thuong c6 thé 12 Co quan ch tri hoiic co quan phdi hop)

@) N#m ban hanh.

®) Chir viét tht tén B§ va tén (c4c) co quan (t3 chirc).

) Trich yéu n6i dung Théng tir lién tich.

®) Cain cir phép 1y 4 ban hanh; myc dich (néu c6) va pham vi didu chinh cua Théng tu lién tich.

©)N6i dung clia Théng tur lién tich.

(™) Quy&n han, chirc vy ngudi ky cita B ch tri soan thao TTLT.

(™) Quydn han, chirc va ngudi ky ciia co quan (t3
® Chir viét tht tén ciia don vj chi tri soan thio.

chirc) tham gia soan thao.

i1




MAu 4.6. Cong vin hanh chinh ciia By Cong Thurong

BO CONG THUONG  CONG HOA XA HOI CHU NGHTA VIET NAM
Doc lap - Tw do - Hanh phiic
g4 /BCT-...® Ha Noi, ngay... ... thang... ... nam ... 2........
AL G e
Kinh giri
..................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhan:
- Nhur trén; _ (chit ky va con dau)
-Luw VT, ..0....
Ho va tén

Chi thich:

1) 9§ va ky hiéu Céng van.

@ Ngay thang ndm ban hanh.

3 Trich yéu ndi dung Céng van.
®Nei dung Cong vin.

) Chir viét tht tén ciia don vi chi tri soan thao.



Miu 4.7. Cong vdn hanh chinh ciia cdc co quan, don vj truc thupc Bp Cong Thwong

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, PON VI Doc lap - Tu do - Hanh phiic
S Joiiman, @ @ , ngay... ... thang... ... nam.............
VIV i N
Kinh giri
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllll (5)vll'l'--.I-......v.c.l.Il.lll--l!--ll..lllu-..----o-'..ll.l
........................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI1 KY
Noi nhin:
- Nhu trén;

LR TTTT TS TEIUR PPN s (Chﬁ]g;v&conddu)

Ho va tén

Chii thich:

M Tén co quan, don vj ban hanh Céng vin.

@ g4 va ky hiéu Céng van.

®) Trich yéu ndi dung Céng van.

*)Pjia danh, ngdy théng nim ban hanh.

) N6i dung Céng van.

©) Chir vibt tit tén ca don vi chi tri soan thao.

i




Miu 4.8. Céng vin nji bp ciia cdc co quan, don vi truc thupc B

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, PON V¥ Pje 15p - Tr do - Hanh phiic

SH [, _— @ G , ngay... ... thang... ... AN v

A/ S @ i,
Kinh gui: coevvereereeeeveeee s O et seseeeaas
---------------------------------------------------- (6);vavoo'0000a.olo.vv..v‘coo-.-o- >
................................................................................. /.
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
L VT, 0 (chit k)
Ho va tén

Chii thich:

M) Tén co quan, don vj ban hanh vin ban.

@) Tén viét tht cita don vi. S6 ndi bd ciia don vi.
®) Pja danh, ngay thang nim ban hanh.

“ Trich yéu ndi dung,

®)Noi nhén.

©) N¢i dung van ban.

(™) Chir viét tht tén cua don vi chu tri soan thao.



M&u 4.9. Viin bin cé tén logi nhw Chuong trinh, Ké hoach, Bao cao,
T trinh, Dé dn v.v... ciia B4 Cong Thuong

BQ CONG THUONG  CONG HOA XA HOI CHU NGHIA VIET NAM
E— Dée 13p - Ty do - Hanh phiic

Sb: fo...cBCT D Ha Ngi, ngay... ... thing... ... ndm ... ?D........
TEN LOAI VAN BAN®
4
--------------------------------------------------- (S)-h---p-ocvlvv.o.v-otbt--.ov;!lull.l.-nolu.llu-----b---ub--c- sens
................................................ /.

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhin

: Lu'uVT((’) (chit ky va con dau)
Ho va tén

Chii thich:

M S8 va ky hiéu van ban.

@) Ngay thang nim ban hanh.

®)Tén loai van ban nhur Théng béo, Chuong trinh, K& hoach, Béo co v.v...
“ Trich yéu n6i dung vin ban.

®) N¢i dung vin ban.

©) Chit viét tht tén ciia don vj chi tri soan thio.
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Mau 4.10. Vin ban cé tén logi nhu Chuong trinh, Ké hoach, Bdo cdo,
Té trinh, Dé dn v.v... ciia cdc co quan, don vi tryc thugc By Cong Thuong

BO CONG THUCONG CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, PON vI) Pédc 1ap - Tir do - Hanh phiic
So oo ® S , Ngay thang... ... nam .............

TEN LOAI VAN BAN®
5

csescosessssoe sesscsesesssssesee 55000000200 00080000000000 00000

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

---------------------------------------------------------------------------------------------------------------------------------

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhin

:il.{i;l-'-:&.rf.-n.n(;)---; (chi?k;; v& cOn da':u)
Ho va tén

Chi thich:

M) Tén co quan ban hanh vin ban.
@ 58 va ky hiéu van ban.
@ Dja danh, ngay thang nim ban hanh.
“) Ten loa1 vin ban nhr Théng bao, Chuong trinh, K& hoach, Béo c4o v.v..
( Trxch yéu ndi dung van ban.
© Negi dung vén ban.
) Chir viét tit tén ciia don vi chu tri soan thio.
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M3u 4.11. Quy ché, Quy dinh cua By Cong Thuong, cua cdc co quan, don
Vi tryec thupc Bj (Ban hanh kém theo Quyét dinh)

BQ CONG THUONG ”  CONG HOA XA HOI CHU NGHIA VIET NAM

Dic lap - T do - Hanh phiic

QUY CHE (QUY PINH)
................................ (1).l.Il..‘.i..".........'...l..OOO..
(Ban hanh kém theo Quyét 110 R D ,
ngay ...... ‘thang ...... nam 20........... CUA ..o, O e )
Chwong I
QUY PINH CHUNG
DIBU Liooooerieerreeeeseieee s sse et sesese s sseeeesses e s e oo
DICU 2.oocvvrreee sttt ese st ee e es s s e
Chuwong......
DA e e e et e s e s s e e e e ee e
DIBU 11 reeereities st sss s sesss st e e
Chwong ......
DIBU. 1t evrrevsrieeseee ettt st ssasease s ss et e neeees oo e e sens
.............................................................................................. /.
QUYEN HAN, CHUC VU CUA NGUOI KY
(chif ky va con ddu)
Ho va tén
Cha thich:

®) C6 thém tén co quan, don vj truc thugc B6 (nhu méu 4.10) néu 1a Quy ché, Quy dinh cua co quan,
don vi.

O Trich yéu ndi dung Quy ché, Quy dinh.

@ 4 va ky hiéu, ngay thang ciia Quyét dinh ban hanh Quy ché, Quy dinh.
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MaAu 4.12.  The chi dgo cita Lanh dao Bj, Lanh dao don vi

Hovatén...... W
CHUCVU.............. @
Ha Ngi, ngay... ... thdng... ... nam...”
Kinh @iz oo, O ettt esssaeseeseeens
)
........................................................................................... /.
(chi ky)

Ho va tén

CHUC VU
Chu thich:

) Ho tén ngudi viét thu.

@ Chirc vu.

®) Pia danh, ngdy thang nim viét thur.
“) Noi nhén.

(S)Néi dung thu.

13



MAiu 4.13. Céng ham

MINISTRY OF INDUSTRY AND TRADE
THE SOCIALIST REPUBLIC OF VIETNAM

The ...%... of the Socialist Republic of Vietnam presents its compliments to
... and has the honour to

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

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

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

The ...).... of the Socialist Republic of Vietnam avails itself of this
opportunity to renew to the ..., .. the assurances of its highest consideration./.

------------------ (4)-'--|---...-00-..------.-:0
Cervnnnniinnnn, O e
Chii thich:

() Ngay giri véin ban.

@ g4 van ban.

® co quan ban hanh giri vin ban (B§ Céng Thuong).
@ cq quan, t3 chirc nuéc ngoai nhin van ban.

G)Nsi dung vin ban.

©) Chit ky ciia ngudi giri vao cudi vin ban (néu cin).
™ Céc co quan, t8 chirc khéc.

14
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MAu 4.14. Céng vin dbi ngogi

MINISTRY OF INDUSTRY AND TRADE
THE SOCIALIST REPUBLIC OF VIETNAM

NO: . @

------------ (3)01-.-.--c-c-v..--"'..--

At ......@ T

Re:......... TR TR
Dear ......... ,

54 Hai Ba Trung Str.,
Hanoi,

Vietnam.

Tel: (84-4) 2202222

Fax: (84-4) 8264696
Website: www.moit.gov.vn

---------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------

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

Yours..........,

@
--------- (8)‘...'..-...‘.'.
--------- (9)--5--|.-..-..-;
Cel v A
Chi thich:

() Ngay ban hanh vin ban.
@ Sé vin ban.
® Pia chi td chirc, c4 nhan nhan.

“) Ngudi tryc tiép giai quyét (trong trudng hop thu giri td chic).

©)Trich yéu ndi dung vin ban,
® N6i dung van ban.

 Chit ky ctia ngudi gii.

® Ho tén cia ngudi ky.

©) Chire danh ctia ngudi ky.
(19 c4e co quan, t chirc khac.

.....................................
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MAu 4.15. Gidy méi ctia Bj Cong Thuong

BQ CONG THUONG  CONG HOA XA HOI CHU NGHIA VIET NAM
DPéc ldp - Ty do - Hanh phiic

Sé: . /GM-BCT Ha Ngi, ngay... ... thing ...... ndm ....... W
GIAY MOT
Kinh gli: ...ooovvveeeeeererenn.s B e,
G3)

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

-------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------

QUYEN HAN, CHUC VU NGUOI KY

L VT, . @ (chit ky va con déu)

Ho va tén

Ch thich:

1) Nm ban hanh.

@ Noi nhén.

®) N¢i dung.

®) Chir viét tht tén ctia don vj chu tri soan théo.
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MAu 4.16. Phiéu trinh ciia By Cong Thuong

BO CONG THUONG
Ha N¢i, ngay... ... thang.....ndm... ...
PHIEU TRINH
Kinh giriz ..o

----------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------

1. Tém tat ndi dung va kién nghj (Y kién cia co quan trinh; Y kién ciia cde co
quan nha nude cé lién quan; Y kién ciia cde Vu phéi hop xu Iy):

2. Ho tén, chit ky va dién thoai Giai quyét ciia Lanh dao Bj
cita chuyén vién thu ly:

3. Y kién cia Lanh dao don vi:

Ky va ghi rd ho tén Pimit:MstO  Téimat O Tuyét mat 0]
P khdn: Khdn 0 Thwong khdn O Héa téc [I
Ddng lén mang LAN: [ Ddng lén website: O

17



M3u 4.17. Bén sao vin bin

BQ CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_ Doc lap - Tr do - Hanh phiic
S6 /2...../TT- Ha Ngi, ngay... ... thdng... ... ndm .......
THONG TU
........................................................................................... /.
BO TRUONG
Noi nhin:
SR (chit ky va con ddu)
- Luu: VT, .........
Nguyén Vin A
BO CONG THUONG @ SAO Y BAN CHINH @
Séi......... @) e /SY @ Ha N§i, ngay... ... thdng.....ndm ......
QUYEN HAN CHUC VU CUA NGUOI KY
Noi nhin: .
T ; (chit ky va con déu )
Ho va tén
Chii thich:

() Hinh thire sao: Sao y ban chinh, trich sao ho#c sao lyc.
@ Ten co quan, td chitc thye hién sao vin ban.

®) 55 ban sao.
“ Ky higu ban sao.

18
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Phulue V
MAU PHONG CHU TRINH BAY VAN BAN (Font unicode)
VA CAC MAU HUO'N G DAN TRINH BAY VAN BAN
(Kém theo Quy dinh vé thé thire va kJ thudt trinh bay van ban)

M3iu 5.1. MAu font chit trinh bay van ban

Mau 5.2. M&u huéng din trinh bay van ban hanh chinh.
M3u 5.3. MAu huéng dan trinh bay Quyét dinh.

MAu 5.4. M&u huéng dan trinh bay c6ng vin ndi bo.



1

Mbéu 5.1. Phong chir trinh bay van ban (Ding font chié Unicode)

TT Thanh phan Loai chit | C& | Kiéu chir Vi du minh hoa Ghi
thé thirc viin ban chir Phong chir Times New Roman chu

1. | Quoc hiéu R . ] )

a) | Dong trén Chir in hoa | 12-13 | Dimg, dam | CONG HOA XA HQI CHU NGHIA VIET NAM

b) | Dong dudi Chit in 13-14 | DPing, dam Doe lap - Tu do - Hanh phic

thuong ‘

c) | Dong ké bén dudi 14 Netke lien,
rqénh, c6 do dai
bang d¢ dai clia
dong “Péc lap -
Tu do - Hanh
phiic”.

2. | Tén co quan ban hanh

van ban
a) | Khong ghi co quan quan | Chif inhoa | 13 | Ding, ddm BQ CONG THUONG
ly cép trén
b) | C6 co quan cap trén:
- Tén co quan cép trén Chir in hoa | 12-13 Dimg BO CONG THUONG
-Té 3 i 12-13 | Dung, ddm , ,
:I_‘en Co quan ban hanh Chir in hoa g, da CUC QUAN LY CANH TRANH
vin ban

c) | Nét ké dudi tén co quan 14 Nét ke lién,
m‘z’mh, ¢o d6 dai
bing 1/3 dén 1/2
d¢ dai cua dong
cl}ﬁ' va dit cin
doi & giiia.

3. | So, ky hiéu vin ban C6 déu hai cham
(:) sau chir “S6”.




il

Bimg

a) | Vin ban quy pham phap | Chitin 13 S6:  /2011/TT-BCT
luat thudng
b) | Vin ban ca biét Chir in 13 Dimg Sb: /QD-BCT So: /BC-BCT
thudng
c) | Cong van hanh chinh Chit in 13 .| Dimg S6: /BCT-NL (*) (*): Tén viet tat
thu'b’ng cia don vl' soan
’ thdo vén ban.
4. | Dia danh va ngay, Chitin | 13-14 | Nghiéng Ha Ngi, ngay 01 thdng 01 nam 2011
thang, nim ban hanh thuong
van ban
5. | Tén van ban va trich
yéu cho vin ban
a | Doi véi vin ban c6 tén
loai
Tén loai vin ban Chit in hoa | 14-15 | Dung, dam QUYET PINH
Phan trich yéu trong tén Chir in 14 | Dimg, ¢dm Vé viéc diéu dong va bo nhidm c4in b - Khong viet tat
vin ban c6 tén loai thudng - Phai thit gon
Dong ké bén dudi
b | Pdi véi cong van
Trich yéu ndi dung Chitin | 12-13| Bimg | V/v bd sung vdn luu déng Djt cén doi véi
thuong s0 va ky hiéu
vin ban
6. | Noi nhan (cho cong Chit in 14 bing | Kinh gii: C6 dau hai chim
vin...) thuong 0.
a | Guri mét dia chi Chr in 14 bimg | Kinh giri: Van phong Chinh pht Khéng gach dau
thudng dong ().




il

Gt tir hai dia chi tré 1én | Chit in 14 | Ding Kinh gui: C6 gach dau
thuong S dong (-), xudng
- B6 Tai chinh; . dc‘n;g ngay sau
- UBND tinh Pong Nai; {)l}a;ll “Kinh gé'l‘i”,
QA CA on \ NTAC két 1‘1’10 moi dia
S& Cong nghi€p Ha Noi. chi bing déu
chém phdy (;),
dia chi cudi cling
ktfat thic bang
dau cham (:).
D mélt, dg khan ciia | Chir inhoa | 13-14 | Dimg, dim vy FGYET MAT] [KHAN| [THUQNG KHAN
vin bin } — ) : ‘
No¢i dung van ban Chitin | 13-14| Ding X¢ét de nghi cua Cong ty . . . néu tai cong viin | - Dong dau tién
thuong s§ .. ngdy vé viéc...., BO Cong Thuong c6 ¥ kién | 42 doan vin Lui
vao 01 Tab.
nhu sau:
a | Gom phan, chuong, muc,
diéu, khoan, diém, tiét,
tifu tiét
T “phan” hogc “chuong” | Chir thudng | 14 | Ping, ddm | Phén I Chuwong I
va soO thir ti cua phﬁn,
chuong
Tiéu d€ ciia phan, chuong | Chit in hoa | 13-14 | Dimg, dém | QUY PINH CHUNG
T “muc” va so thir tu Chir in 14 | Dang, ddm " Muc 1
thuong
Tiéu dé cua myc Chir in hoa | 12-13 | Pung, ddm GIAI THICH LUAT, PHAP LENH
Piéu Chirin | 13-14| Ding |Diéu 1. Chir s6 A Rap,
thudng sau sO diu co
dAu chim ().
Khoan Chir in 13-14 Piing 1. Cac hinh thtc.... Sau s6 khoan ¢6
thudng dAu chém ().




il

Piém Chitin |13-14| Dimg [a)Ddi véi....
thuong
Tiét Chitin | 13-14| DPimg |-
thuong
Tiéu tiét Chitin | 13-14| Dimg |+
thudng
Gdm phén, muc, khodan,
diém, tiét, tiéu tiét
Tir “phén” va s thi ty Chit in 14 | Pimg, dAm | Phan I
thudng
Tiéu dé ctia phan Chit in hoa | 13-14 | Dimg, d4m | TINH HINH THU'C HIEN NHIEM VU
S6 thir tyr va tiéu dé cia Chit in hoa | 13-14 | Dimg, d4m | . NHUNG KET QUA... Déng dau_céch
muc 1€ 01 Tab. Sau so
: myc c¢é6 diu
chim (.).
Khoan:
Trudng hop c6 tiéu dé Chitin | 13-14 | Bimg, dam | 1. Pham vi va d8i twong 4p dung
thudng
Trudng hop khoéng c6 tidu Chit in | 13-14 | Ding | 1. Théng tu ndy c6 hiéu lyc thi hanh....
de thurong
Diém dénh bang ky tyabc | Chirin | 13-14| Dimg | a) Déi véi Sau ky t c6 déu
thudng ngodc don “)”.
Tiét Chit in 13-14 Ping - Dong diu cach
thudng 12 01 Tab.
Tiéu tiét Chitin |13-14| Dimg |+
thudng

Chirc vu va ho tén
ngwoi ky:




i

Chirc vu ctia ngudi ding | Chir inhoa | 13-14 | Dimg, ddm BO TRUONG
d4u co quan ky )
t; N (; ;}u Ky (khong 13-14 | Ding, ddm . . .
tra lénh) CHANH VAN PHONG
Chirc vu nguoi ky thira | Chit in hoa | 13-14 | Ding, ddm KT. BQ TRUONG
1énh hojc ky thay Chit inhoa | 13-14 | Ding, ddm THU TRUONG
Chit in hoa | 13-14 | Dimg, ddm TL.BQ TRUONG
Chir in hoa | 13-14 | Ping,ddm | KT. VU TRUONG VU TO CHUC CAN BQ
Chit in hoa | 13-14 | Dimng, ddm PHO VU TRUONG
Ho tén nguoi ky Chit thuong | 13-14 | Ding, ddm Bat dau tir vj tri
) 4 gilta cua dong
Vit Huy Hoang chirc vu hoic tir
bén phai dong
chirc vu.
10. | Noi nhén van ban, bin
sa0 ,
a) | Noi nhan (phia trai, cudi | Chir thuong | 12 Dbam, Noi nhdn: Co dau (:) sau
véan ban) nghiéng “noi nhan”.
b) | Tén va dia chi cac noi Chir thuong | 11 Dimg - Nhu trén (hodc Nhu Piéu ....); (*): tén viét tat
n " A d . :
nhén cy the - Céc S& Cong Thuong; e o
-Luu VT, ....... *)
c) | Chi dan phé bién trén Chif thuong | 11 Dbung - Mang LAN. C6 dja chi vin

mang dién rong cia
mang ndi by cia Bo
Cong Thuong

(File: Phu luc 6 - Mau chu va vi du minh hoa.doc)
- Trang Web cuia BO.

ban trén mang
kém theo
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may tinh

11. | Chi dAn pham vi phé | Chit inhoa | 13-14 | Pimg, dim XONG HOI NGHI XIN TRA LI
bien, sir dung
KHONG PUA TIN TREN BAO, PAI
12. S’hi dan vé du thio vin | Chitinhoa | 13-14 | Dimg, dim DU THAO
an s
13. | Ky hiéu ngwoi danh Chit in 11 Pimg (Tén ngudi danh m4y viet tit).(S0 ban phat hanh) Theo méu trinh
may, s6 Irgng ban phat |  thuong VT.(50) bay van ban.
hanh
14 | Phy luc van bin
Tir “phu luc” va s6 tha Chit in 14 | Dimg, ddm Phu lucI
tur ctia phu luc thuong
Tiéu dé cua phu luc Chitinhoa | 13 | Dimg, ddm VIET HOA TRONG VAN BAN
15 | So trang Chir in 13-14 DPimng 2,6,14
thudng
16 | Hinh thitc sao Chit in hoa | 13-14 | DPing, ddm SAO Y BAN CHINH, TRICH SAO,
17 | Dia chi co quan, to Chitin | 11-12 | Dimg | S6 XX phd Hai Ba Trung, quin Hoan Kiém, Ha Ni
chirc; dia chi E-Mail, thuong DT: (04)XXXXXXXX, Fax: (04)XXXXXXXX
Website; s6 dién thoai, E-Mail: Website:
K R
so Telex, so Fax
13 Bia chi vin ban trén Chit thm‘mg 8 Ping My Documents\Phong CCHC\mauvanban2008.doc Theo mau trinh

bay vin ban

Ghi chii: C& chif trong cling mt vén bén tang, gidm phai théng nhét, vi dy: Qudc higu, dong trén ¢ chit 13, dong dudi c& chir 14;
nhung Quoc hiéu, dong trén c& chir 12, thi dong dudi c& chir 13; dia danh va ngay, thang, ndm vin ban ¢& chir 13.




MaAu 5.2. Mdu trinh bay véin bén hamh chinh

13in thuémg, dimg 12-13 in hoa, dimg, dam

12-13 in hoa, dimg, 4im

54
')
E1

. = i‘_) éjp w do — Hanh phiic
Gach lién = 1/3 tén CQ
S6: IBCT-VP Ha N¢i, ngay thang  ndm 2011
A

AV -14 in thudng, dimg, d3
IV i, 13-14 in thutng, dimg, dim 13-14 in thuong, nghiéng -
Gach lién = dong irén

12-13 in thudng, dimg

Kinh gti:

14 in thuong, diing

et e e e e
e et et e et
et e e e et e eas e
A e e e e e
. e e et b e
e e e N e
e T e e e e

13-14 in hoa, dimg, dim

12 in thurdng, nghiéng, ddm ) R ”
TL. BQ TRUGNG
CHANH VAN PHONG

Noi nhin: /I\
- Nhu trén; 13-14 in hoa, dimg, dim

mierereaans , ;
(chit ky va con dau)

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

- Lu’u VT, TCCB

\ Nguyér/nr Vin A

11 in thudmg, dimg

13-14 in thudmg, dimg, dam




M@u 5.3. Mdu trinh bay Quyét dinh

12-13 in hoa, dimg, 84m

13 in thudng, dimg

BO CONG THUONG

Gach lién =13 t&n CQ

12-13 in hoa, dimg, dim

v

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Trr do - Hanh phiic

néim 2011\

13-14 in thuéng, dimg, dim

13-14 in hoa, dimg, ddm

S6: /QD-BCT ﬂ‘z Néi, ngay thdng
Gach lién = dong trén /]\
13-14 in thudmg, nghiéng
14 in hoa, démg, d4m \
QUYET PINH
/ vé 7 [ N
14 in thudmg, dimg, dim

Thuong;
Can ctr

BQ TRUONG BQ CONG THUONG

13-14 in thudmg, dimg, dgm

‘Piéu 1. (N6i dung)

13-14 in thudmg, dimg

v

Can cir Nghi dinh 189/2007/ND- CP ngay 27 thang 12 ndm 2007 ctia Chinh
phii quy dinh chic ning, nhiém vu, quyén han va co ciu td chic ctia B Cong

13-14 in hoa, 8img, 4im

L 13-14 in thudme, dimg ]

-----------------------------------------------------------------------

DHBU 2. oot e
DHEU vvniiiiet i, /.
13-14 in hoa, ding, 44m
12 in thudng, nghiéng, dam KT. B O TRU-é.N G
THU TRUONG
Noi nhin
- Nhu Piéu " )
rererrereeeeere e ; (chit ky va con ddu)
“Lwu: VT, TCCB.
Nguyén Vin A .
11 in thudng, dimg 13-14 in thudng, ding, 84m




MaAu 5.4. Miu trinh bay céng vin ndi bp.

12-13 in hoa, dimg, khong

13-14 in hoa, dimg, d4m

¥

‘\BO

CONG THUON

VAN PHONG

~

U

Gach lién=1/3 tén BV

7
SO: IBCT-VP

12 in thuong, dimg

13 in thubng, ding

12-13 in hoa, dimg, dim

\

CONG HOA XA HOI CHU NGHIA VIET NAM

Ha Néi, ngay

13-14 in thudng, dimg, dam

¢c 13p — Tw do — Hanh phiic

thang
A

13-14 in thuong, nghiéng

nam 2008

Gach lién = dong trén

Kinh gtri:
ettt ;
14 in mumg, d&ng e s s sesses s esse b e s s eesresEnensae s .
13-14 in thudng, dimg
(NOLAUNZ) ...ttt e e e
......................................................................... /.
12 in thudng, nghiéng, d4m

/ CHANH VAN PHONG
Noi nhin:
- Nhu trén; _ 13-14 in hoa, dimg, dim
Tirers st e e y
TR ;
-Luu: VT, HC

11 in thudng, dimg

(chit ky)

Nguyén Vin A

13-14 in thudmg, dimg, d4m

10




Phu luc VI
VIET HOA TRONG VAN BAN HANH CHINH
(Kém theo Quy dinh vé thé thirc va kJ thudt trinh bay vén ban)
i. 'IET HOA Vi PHEP P DAT CAU

1. Viét hoa chit cai dAu am tiét thir nhat cha mot cau hoan chinh: Sau ddu chim céu
(.); sau du chim hoi (?); sau diu chdm than ('), sau ddu chim limg (...); sau diu
hai chdm (:); sau d4u hai chdm trong ngodc kép (: “...”) va khi xudng dong.

2. Y1et hoa chu, cai dAu am tiét thit nhat cua ménh d& sau diu chém phay (;) va dau
phau (,) khi xuong dong. Vi du:

Cin cit Luit T4 chizc Chinh phi ngay 25 thang 12 nim 2001;

Theo dé nghi ctia BS trudng B Noi vu va B6 truéng Bé Khoa hoc va Cong nghé,
1. VIET HOA DANH TU RIENG CHI TEN NGUOI

1. Tén nguoi Vi€t Nam

a) Tén théng thuong: Viét hoa chit cai ddu tét ca céc am tiét clia danh tlr riéng chi
tén nguoi. Vi du:

- Nguyén Ai Qudc, Tran Phii, Giang A Pao, Ko PaKo Long...

b) Tén hiéu, tén goi nhan vat lich sir: Viét hoa chit c4i du tAt ca céc 4m tiét.

Vi du: Vua Hung, B Triéu, Ong Giéng, Pinh Tién Hoang, Ly Thai T4, Bac H, Cu
Hb....

2. Tén ngudi nude ngoai duge phién chuyén sang tiéng Viét

a) Trudmg hop phién 4m qua 4m Héan - Viét: Viét theo quy tic viét tén ngudi Viét
Nam.

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

b) Trudng hop phién 4m khong qua &m Han — Viét (phién am tryc tiép sat cach doc
clia nguyén ngir): Viét hoa chit cai dAu Am tiét thir nhét trong mdi thanh t6.

Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xto-1d...

IIL. VIET HOA TEN PIA LY

1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duoc chu tao gifra danh tir chung (tinh, huyén, x4...) véi

tén riéng clia don vi hanh chinh do: Viét hoa chit cai dAu ctia cic 4m tiét tao thanh
tén riéng va khong ding gach ndi.

Vi dy: thanh phé Thai Nguyén, tinh Nam Dinh, tinh Pik Lak .; quén Hai Chau,
huyén Gia L&m, huyén Ea H’leo, thi x4 Song Cong, thi trAn Cau Giat...; phudng
Nguyén Trii, x4 Ia Yeng...



b) Trudng hop tén don vi hanh chinh dugc chu tao giita danh tir chung két horp voi

chit s0, tén ngudi, tén s kién lich sir: Viét hoa ca danh tir chung chi don vi hanh
chinh d6.

Vi dy: Quén 1, Thanh phd Hb Chi Minh, Phudng Dién Bién Phu...
¢) Trudng hop viét hoa dic biét: Tha d6 Ha Noi.
d) Tén dia ly dugc chu tao gitta danh tir chung chi dia hinh (séng, nui, hd, bién, cira,

bén, cau, viing, lach, vam v.v.. .) v6i danh tir riéng (c6 mot 4m tiét) tré thanh tén
riéng clia dia danh d6: Viét hoa tit ca céc chif c4i tao nén dia danh.

Vi du: Cira Lo, Viing Tau, Lach Trudng, Vam Co6, Cau Gidy...

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

Vi du: bién Ctra Lo, cho Bén Thanh, séng Vam C6, vinh Ha Long...

d) Tén dia Iy chi mét viing, mién, khu vuc nhét dinh dwoc cu tao bang tir chi
phuong hudng két hop véi tir chi | phuong thirc khac: Viét hoa chir cai dAu cla tat ca
céc am tiét tao thanh tén g01 Péi véi tén dia Iy chi ving mién riéng dugc cAu tao
bang tir chi phuorng hudng két hop véi danh tir chi dia hinh thi phai viét hoa c4c chir
c4i diu mbi 4m tiét.

Vi du: Tay Béc, Poéng Béc, Béc B6, Nam Ky, Nam Trung BJ...

2. Tén dia ly nuéc ngodi duge phién chuyén sang tiéng Viét

a) Tén dia ly d4 dugc phién 4m sang 4m Han Viét: Viét theo quy tic viét hoa tén dia
ly Viét Nam.

Vi du: Béc Kinh, Binh Nhudng, Phép, Anh, M§, Thuy Si, Tdy Ban Nha...

b) Tén dia ly phién 4m khong qua &m Han Viét (phién am truc tlep sat cach doc cua
nguyén ngit): Viét hoa theo quy tic viét hoa tén ngudi nuée ngodi quy dinh tai Piém
b, Khoan 2, Muc II.

Vi du: Mét-xco-va, Men-bon, Sing-ga-po, C6-pen-ha-ghen, Béc-lin...
IV. VIET HOA TEN CG QUAN, TO CHUC
1. Tén co quan, t§ chirc ciia Viét Nam

Viét hoa chir cai dAu cua céc ti, cum tur chi loai hinh co quan, t6 chirc; chic ning,
linh vuc hoat dgng cia co quan, t8 chuc.

Vi du:

- Ban Chi dao trung wong vé Phong chéng tham nhung, Ban Quan ly du an Dé
didu..

- Uy ban Thuong vu Quéc hoi; Uy ban D01 ngoai cua Quéc hoi; Uy ban Trung uong
Mt tran T6 quoc Viét Nam; Uy ban vé Céc vin d& xi héi ctia Qubc hdi; Uy ban
Nha nudc v& Ngudi Viét Nam & nudce ngoai;
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- Vian phc‘)ng Chu tich nuéc; Vin phong Qudc hdi; Vin phong Uy ban nhan dan tinh
Nam Dinh..

- B6 Tai nguyén va Méi truong; B Khoa hoc va Cong nghé; B6 Néng nghiép va
Phat trién néng thén; B§ Cong thirong; B Vian héa, Thé thao va Du lich; Bo Théng

tin va Truyén thong..

- Tong cuc Thué; Tong cuc Hai quan; Cuc Kiém tra vin ban quy pham phép luit;
Cuc Khao thi va Kiém dinh chét luong giao duc..

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

- Tap doan Dau khi Viét Nam; Téap doan Cong nghiép Than — Khoéng san Viét
Nam; Ngan hang Pau tu va Phat tridn Viét Nam; Ngén hang Ngoai thuong Viét
Nam,;..

- Hoi dong nhan dén tinh Son La; Uy ban nhan d4n tinh Béc Ninh; Uy ban nhan dan
quan Ba Pinh; Uy ban nhén dan huyén Vu Ban;.

- 56 Tai chinh; S& Tai nguyén va Mbi trudong; Sé Xé‘ty dung; S& K& hoach va Pau
tu; S¢ Gido duc va Dao tao;..

- Hoc vién Chinh tri - Hanh chinh quéc gia H5 Chi Minh; Trudng Dai hoc Khoa hoc
x3 hoi va Nhan vin Ha Noi; Trudng Cao déng Nb6i vy Ha Nbi; Truong Dai hoc dan

1ap Van Lang; Truong Trung hoc phé thong Chu Vin An; Trudng Trung hoc co s&
L& Quy Don; Truong Tiéu hoc Thanh Céng;...

- Vién Khoa hoc X3 h6i Viét Nam; Vién Khoa hoc va Coéng nghé Viét Nam; Vién
Ung dung céng nghé;..

- Trung tdm Nghién ctru Gido duc dén tdc; Trung tdm Khoa hoc va Coéng nghé VaIl
thu, Tuu trlf; Trung tdm Trién 1&m vin héa nghé thuat Viét Nam; Trung tdm Tu véin
Gidm st chét lurong cong trinh;. .

- Bao Thanh nién; Bao Dién dan doanh nghiép; Tap chi T chirc nha nuéce; Tap chi
Phét trién gido duc; Tap chi Dan chi va Phap luét;..

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

- Nha may Dong tau Song Cém; Nha méay Sén xuét phu tiing va Lap rap xe may; Xi
nghiép Ché bién thuy san déng lanh; Xi nghlep DPéam bao an toan giao théng dudng
song Ha Nbi; Xi nghiép Tréc dia Ban db 305;.

- Céng ty C6 phan PAu tur Tu van va Thiét ké xay dung; Cong ty Nhya Tién Phong;
Coéng ty Tréch nhiém hiru han Du lich va V4n tdi Déng Nam A; Céng ty Po dac Dia
chinh va Céng trinh;..

- Hoi Nhac si Viét Nam, Héi Nguoi cao tudi Ha Noi, Hoi Chir thap dé Viét Nam,
Hoéi Nong déan Viét Nam..

- Vu Hop tac quoc té; Phong Nghlen ctru khoa hoc; Phong Chinh sach x4 héi; Héi
d6ng Thi tuyén vién chic; Hoi dong Séng kién va Cai tién k¥ thuat;..



- Trudmg hop viét hoa dic biét:

Ban Chép hinh Trung wong Ping Cong san Viét Nam; Vin phong Trung wong
Dang.

2. Tén co quan, t6 chirc nudce ngoai

a) Tén co quan, t6 chitc ndc ngoai d dich nghia: Viét hoa theo quy tic viét tén co
quan, t§ chirc ciia Viét Nam.

Vi du: Lién hop quéc (UN) T4 chirc Y té thé giéi (WHO); Hiép hoi Cac québc gia
Pong Nam A (ASEAN)...

b) Tén co quan, t6 chirc nuée ngoai dugc sir dung trong van ban ¢ dang viét tit: Viét

bang chir in hoa nhur nguyén ngit hoic chuyén tu La — tinh néu nguyén ngit khéng
thudc hé La-tinh.

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

V. VIET HOA CAC TRUGNG HQP KHAC

1. Tén cac huédn chuong, huy chuong, cac danh hiéu vinh du

Viét hoa chit cai ddu ciia cdc 4m tiét ciia cdc thanh t6 tao thanh tén riéng va céc tir
chi thtr, hang.

Vi du: Huén chuong Pdc 14p hang Nhit; Huan chuong Sao vang; Huén chuong Lé-
nin; Huan chuong H6 Chi Minh; Huan chuong Chlen cong; Huén chuong Khéng
chién hang Nhi; Huy chwong Chién si vé vang; Bang T quoc ghi cong; Giai thuéng
Nha nugc; Nghé sT Nhin din; Nha gido Uu tg; Thay thudc Nhan dn; Anh hung Lao
dong; Anh hung Luc lugng vii trang nhan dén;..

2. Tén chirc vu, hoc vi, danh hiéu

Viét hoa tén chirc vu, hoc vi néu di lién vé6i tén ngudi cu thé.

Vi du:

- Cha tich H5 Chi Minh, Téng théng V.V. Pu-tin, Pai tuéng V& Nguyén Giap,...

- Ph6 Thu tudng, Tong Cuc truéng, Pho Téng Cuc trudng, Phé Cuc trudng, Téng

Giam dbc, Gidm dbc, Phé Gidm doc Chénh Van phong, Ph6 Chanh Vian phong,
Trudng phong, Phé Trudng phong, Téng thu ky ...

- Giao su Vién s Nguyén Vin H., Tién si khoa hoc Pham Vin M. ...
3. Danh tir chung dé riéng héa

Viét hoa chit c4i dAu ctia tir, cum tir chi tén goi d6 trong trudng hop ding trong mét
nhén xung, dimg ddc 14p va thé hién sy trén trong. e

Vi dy: Bac, Ngudi (chi Chu tich H Chi Minh), Pang (chi Pang Céng sén Viét
Nam),...

4. Tén céc ngay 1€, ngay ky niém

Vit hoa chir c4i dAu ciia 4m tiét tao thanh tén goi ngay 18, ngay ky niém.
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Vi du: ngay Quée khanh 2-9; ngay Quoc t& Lao dong 1-5; ngay Phu nft Viét Nam
20-10; ngay Luu trir Viét Nam 1an thir Nhit,..

5. Tén céc sy kién lich sir va cac tridu dai

Tén céc su kién lich str: Vit hoa chir cai d‘an cua cm- Am tibt 1 tao thanh sir kién va

tén su kién, trong trudng hop c6 cic con sé chi méc thoi gian thi ghi bang chit va
viét hoa chit d6.

Vi du: Phong trdo Cin vuong; Phong trao X6 viét Nghé Tinh; Céach mang thang
Tam; Phong trao Phu nit Ba dam dang;...

Tén céc tri€u dai: Triéu Ly, Triéu Trén,...
6. Tén cac loai van ban

Viét hoa chir cai ddu cia tén loai van ban va chit cai diu cua am tiét the nhéat tao
thanh tén riéng ciia van ban trong trudng horp néi dén mét vin ban cu thé,

Vi du: Nghi quyet Pai hoi dai biéu toan quoc lan tht X coa Dang; B¢ luat Dan su;
Luét Giao dich dién tir;..

Truong hop vién dan c4c didu, khoan, diém ciia mot van ban cu thé thi vidt hoa chir
c4i dAu cta diéu, khoan, diém

Vi du:

- Can cir Pidu 10 B6 luét Lao déong. ..

- Cin ¢t Piém a, Khoan 1, Pidu 5 Luét Giao dich dién ti. ..

7. Tén céc tac pham, sach béo, tap chi |

Viét hoa chit cai dAu ciia 4m tiét thir nhit tao thanh tén tac phim, séch bio

Vi du: tdc phAm Puong kach ménh; tir dién Béach khoa toan thur; tap chi Cong
san;...

8. Tén céc nam 4m lich, ngay tiét, ngay tét, ngdy va thang trong nim

a) Tén cac nim am lich: Viét hoa chir cai diu cia tAt ca cic Am tiét tao thanh tén
go1.

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

b) Tén céc ngdy tiét va ngay tét: Viét hoa chit ci dAu ciia Am tiét thir nhit tao thanh
tén goi.

Vi du: tiét Lap xuan; tiét Dai han; té&t Doan ngo; tét Trung thu; tét Nguyén d4n;..

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

c) Tén céc ngay trong tudn va thang trong nim: Vi’ét hoa chit c4i dAu cuia 4m tiét chi
ngay va thang trong trudng hop khéng ding chit so:

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

9. Tén goi cac ton gido, gido phai, ngdy 1€ ton gido



- Tén goi céc t6n gido, gido phai: Viét hoa chit c4i dAu clia cic 4m tiét tao thanh tén
gol.

Vi du: dao Co Pc; dao Tin Lanh; dao Thién Chia; dao Hoa Hao; dao Cao Pai..
hodc chit c4i dau cila 4m tiét tao thanh tén goi nhu: Nho gido; Thién Chia gido; Ho1
gido;.

- Tén gQi ngdy 1€ ton gido: Viét hoa chit cai diu ciia Am tiét thir nhét tao thanh tén
goi.

Vi du: 18 Phuc sinh; 12 Phét dan;....
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