BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM

VAN PHONG CHINH PHU Doc lap - Tu do - Hanh phtc
S6:55/2005/TTLT/BNV-VPCP e 000 -----
Ngay 06 Thang 05 nam 2005

THONG TU LIEN TICH

Huwéng ddn vé thé thirc va ky thugt trinh bay vin bén
Can cir Nghi dinh 0 45/2003/ND-CP ngay 09 thang 5 nam 2003 cua Chinh phu quy dinh chirc nang,
nhiém vz, quyén han va co  cau to chirc cia Bo Noi vy;
Can cir Nghi dinh s 18/2003/ND-CP ngay 20 thang 02 nam 2003 cuza Chinh phu quy dinh chirc nang,
nhiém v, quyén han va co  cau to chic cua Van phong Chinh phu;
Can ci Diéu 5 va biéu 35 cia Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 ciia Chinh
phui vé cong tac van thu, Dieu 3 cia Nghi dinh so 135/2003/ND-CP ngay 14 thang 11 nam 2003 cua
Chinh phu vé kiém tra va xi |y van ban quy pham phép ludt,
Bé Néi vu va Van phong Chinh phu hueéng dan vé thé thizc va ky thugt trinh bay van ban nhe sau:
|. Hwéng dian chung
1. Pham vi va déi tweng &p dung

Théng tu ndy huéng dan vé thé thic va ky thuat trinh bay van ban quy pham phap luét, van ban hanh
chinh vabdn sao van ban; duoc p dung dbi véi céc co quan nhanudéc, to chic x& hoi, to chirc xa hoi -
nghé nghiép, t6 chic kinh té vadon vi vii trang nhan dan (sau ddy goi chung 1a co quan, t6 chirc).

2. Thé thirc viin ban

Thé thire van ban latap hop céc thanh phin ciu thanh vian ban, bao gom nhitng thanh phan chung 4p
dung ddi véi céc loai van ban va cac thanh phan bd sung trong nhitng truong hop cu thé hoac dbi véi
mot sb loai van ban nhat dinh theo quy dinh tai Nghi dinh sb 110/2004/ND-CP ngay 08 thang 4 nam
2004 cia Chinh pha vé cdng téc van thu va huéng din tai Théng tu nay.

3. Ky thuét trinh bay van ban

K thuat trinh bay van ban quy dinh tai Théng tu ndy bao gom khé gidy, kiéu trinh bay, dinh 1é trang
van ban, vi tri trinh bay cac thanh phan thé thirc, phong chit, ¢ chix, kiéu chir va céc chi tiét trinh bay
khéc, dugc & dung déi véi van ban duoc soan thao trén may vi tinh sir dung chuong trinh soan thao
van ban (nhu Microsoft Word for Windows) vain ragiay; cé thé ap dung d6i véi van ban duoc soan
thao bang céc phuong phap hay phuong tién k§ thuat khac hoac d6i véi van ban duoc lam trén glay
mau in sin; khdng &p dung déi véi van ban dugc in thanh séch, in trén béo, tap chi va céc loai 4n
pham khéc.

4. Phong chir trinh bay van ban

Phong chir sir dung dé trinh bay van ban phai 1a cac phdng chit tiéng Viét vai kiéu chir chan phuong,
bao dam tinh trang trong, nghiém tuc cia van ban. Boi véi nhitng van ban dung trong trao doi thdng
tin dién tu gitra cac co quan, to chirc cua Nhanudéc, phai s dung cac phong chix ciabd maky tu chir
Viét (phodng chir tieng Viét Unicode) theo Tiéu chuan Viét Nam TCVN 6909:2001.

1. Thé thirc viin ban

1. Quéc higu

Qudc higu ghi trén van ban bao gom 2 dong chii: "Cong hoa xa hoi cha nghia Viét Nam” va "boc lap -
Ty do - Hanh phac".

2. Tén co quan, té chirc ban hanh vin ban



Tén co quan, to chirc ban hanh vin ban bao gom tén ciia co quan, t chirc ban hanh vin ban vatén caa
co quan, to chuc cha quan cap trén truc tiép (néu c6) cin cu quy dinh caa phap luat hoac can cir van
ban thanh lap, quy dinh t6 chic bo méy caa co quan, to chirc ¢ tham quyén, trir truong hop d6i voi
céc Bo, co quan ngang Bo, co quan thugc Chinh phu; Van phong Quéc hoi, Hoi dong dan toc va cac
Uy ban cia Québc hoi.

Tén caaco quan, to chic ban hanh vian ban phai duoc - ghi déy du theo tén goi chinh thirc can ci van
ban thanh |ap, quy dinh to chirc bd may, phé chuan, cap gidy phép hoat dong hoac cong nhéan tu cach
phap nhan caa co quan, to chirc ¢ tham quyén; tén cia co quan, to chirc cha quan cap trén tryc tiép co
thé viét tat nhirng cum tir théng dung nhu Uy ban nhan dan (UBND), Hoi dong nhan dan (HDND).

Vi du:

- Tén co quan, té chirc ban hanh vin ban:

BQ GIAO THONG VAN TAl BO NOI VU
TONG CONG TY UY BAN NHAN DAN
PIEN LUC VIET NAM TINH THAI NGUYEN

- Tén co quan, t6 chirc ban hanh vian ban (trudng hop ¢6 co quan, t6 chirc chii quan cap trén truc tiép):

BO GIAO THONG VAN TAl UBND TINH THAI NGUYEN
CUC HANG HAI VIET NAM SO XAY DUNG
VIEN KHOA HOQC XA HOI TONG CONG TY
VIET NAM DIEN LUC VIET NAM
VIEN DAN TQC HOQC CONG TY PIEN LUC 1

3. S, ky hig¢u ciia vin ban
a) S, ky hiéu caa van ban quy pham phép luat

S, ky hiéu cuavan ban quy pham phap luét do Quéc hoi, Uy ban thuong vu Qubc hoi vacée co quan
nha nuéc co tham quyén khéc & Trung wong ban hanh dugc thuc hién theo quy dinh tai Diéu 3 cua
Nghi dinh sd 101/CP ngay 23 thang 9 nam 1997 ciaa Chinh phii quy dinh chi tiét thi hanh mot sb diéu
caa Luat Ban hanh vin ban quy pham phép luat va huéng dan tai Thong tu ndy, cu thé nhu sau:

- S§ caavan ban quy pham phép luat bao gom sb thir tu ding ky dugc danh theo tirng loai van ban do

co quan ban hanh trong mot nam va nam ban hanh van ban d6. S6 duoc ghi bang chit sd a-rap, bt dau
tir O 01 vao ngdy dau nam va két thic vao ngay 31 thang 12 hang nam; nam ban hanh phai ghi day da
cac sb, vi dy: 2004, 2005;

- Ky higu ciia vin ban quy pham phép luat bao gom chit viét tat tén loai van ban theo Bang chir viét tt
tén loai van ban va ban sao kém theo Théng tu nay (Phu luc I) vachir viét tat tén co quan hoac chirc
danh nha nude (Chu tich nudce, Tha tedng Chinh pha) ban hanh van ban.

S, ky hiéu cua van ban quy pham phép luat do Hoi dong nhan dan, Uy ban nhan dan ban hanh duoc

thyc hién theo quy dinh tai Diéu 7 ciia Luat Ban hanh vin ban quy pham phép luat ciia Hoi dong nhan
dan, Uy ban nhén dan 6 31/2004/QH11 ngay 03 thang 12 nam 2004.

b) Sb, ky hiéu cua van ban hanh chinh

S6 ciiavan ban hanh chinh |aSO thir tw dang ky van ban do co quan, t6 chirc ban hanh trong mot nam.

Tuy theo tong sd van ban vasd Iu:ong moi loai van ban hanh chinh dugc ban hanh, cac co quan, t6

chic quy dinh cu thé vi¢c dang ky vadanh sd van ban. SO ciavan ban duoc ghi bang chir sb a-rap, bat
dau tir s0 01 vao ngay dau nam va két thiic vao ngay 31 thang 12 hang nam.



Ky hiéu caa van ban hanh chinh

- Ky hi¢u cua quyét dinh (cabiét), chi thi (ca bi¢t) va cua cac hinh thire van ban c6 tén loai khac bao
gom chir viet tat tén loai van ban theo Bang chir vict tat tén loai vin ban vaban sao kem theo Thong tu
nay (Phu luc I) va chir viét tat tén co quan, t6 chic hoac chirc danh nha nuéc ban hanh van ban.

- Ky hi¢u cua cong van bao gdm chir viét tat tén co quan, to chirc hogc chirc danh nha nuéc ban hanh
cdng vin va chit viét tat tén don vi soan thao hoac chu tri soan thao cdng van dé (néu co), vi du:

Cong vin caa Chinh pha do Vu Hanh chinh Van phong Chinh phii soan thao: Sb: ... /CP-HC;

Cong van caa Thi tugng Chinh phi do Vu Vian xa Van phong Chinh phii soan thao: S: ... /[TTg-VX;
Cong vian caa By Xay dung do Cuc Quan ly nha Bo Xay dung soan thao: S6: .../BXD-QLN;

Cdng van cua Uy ban nhan dan tinh ... do t6 chuyén vién (hoic thu ky) theo ddi linh vuc vin hod - x&
héi soan thao: So: ... [UBND-VX;

Cong van caa So Cong nghiép tinh ... do Vin phong So soan thao: S6: ... /SCN-VP.

Chir viét tit tén co quan, to chirc ban hanh vin ban va chir viét tit tén cac don vi trong mdi co quan, t
chac phai dugc quy dinh cu thé, bao dam ngan gon, dé hicu.

4. Pia danh va ngay, thang, nam ban hanh van ban

a) biadanh ghi trén van ban latén goi chinh thirc cuadon vi hanh chinh (tén riéng cuatinh, thanh phé
truc thuoc Trung uong; huyén, quan, thi xd, thanh pho thugc tinh; xa, phuong, thi trén} Noi co quan, to
chirc déng tru so; d6i véi nhirng don vi hanh chinh dugc dat tén theo tén nguoi hoac bang chir s6 thi
phai ghi tén goi day du caadon vi hanh chinh d6, cu thé nhu sau:

- Dia danh ghi trén van ban cua cac co quan, t6 chirc Trung wong latén cuatinh, thanh phd tryuc thusc
Trung wong hoac tén caa thanh pho thugc tinh (néu cd) noi co quan, té chirc dong tru so, vi du:

Vin ban caa B Cong nghiép, caa Cuc Xuat ban thuoc Bo Van hoa - Théng tin, caa Cong ty Dién luc
1 thuoc Tong cdng ty Bién luc Viét Nam (co tru so tai thanh pho Ha Noi): Ha Ngi;

Van ban ciaNha méy Thuy dién Hoa Binh (cd tru so tai thi xa Hoa B]nh, tinh Hoa Binh): Hoa Binh;
cua Phan xa Thong tan xa Viét Nam tai tinh Quang Tri thu@q Thdéng tan xa Viét Nam (cd tru so tai thi
xa bong Ha, tinh Quang Tri): Quang Tri; cia Truong Cao dang Quan tri kinh doanh thugc By Ta
chinh (co try so tai thi tran Nhu Quynh, huyén My Van, tinh Hung Y én): Hung Yén;

Van ban caa Vién Hai duong hoc thuoc Vién Khoa hoc va Cong nghé Viét Nam (cé tru so tai thanh
pho Nha Trang, tinh Khénh Hod): Nha Trang.

- Piadanh ghi trén van ban cia céc co quan, t6 chirc cap tinh:

+ Boi v6i céc thanh phd truc thudc Trung wong: 1a tén caa thanh phé truc thusc Trung wong, vi du:
Vin ban caa Uy ban nhan dan thanh phé Ha Noi va ciia céc so, ban, nganh thuoc thanh phd: Ha Ngi;
ctia Uy ban nhan dan thanh pho Ho Chi Minh vacia cac so, ban, nganh thugc thanh pho: Thanh pho
Ho Chi Minh.

+ Di v6i céc tinh: 1atén caathi x4, thanh phé thudc tinh hoac cia huyén noi co quan, t6 chirc déng
tru so, vi du:

Van ban caa Uy ban nhan dan tinh Ha Nam va cia céac so, ban, nganh thudc tinh (co tru so tai thi xa
Phu Ly, tinh Ha Nam): Phu Ly;

Vian ban cua Uy ban nhan dén tinh Hai Duong va ciia cac s6, ban, nganh thugc tinh (¢ try S5 tai thanh
pho Hai Duong, tinh Hai Duong): Hdi Duong; cia Uy ban nhén dan tinh Quang Ninh va cia céc so,
ban, nganh thugc tinh (co try so tai thanh pho Ha Long, tinh Quang Ninh): Ha Long; ciia Uy ban nhan
dan tinh L&m bong va cia céc so, ban, nganh thudc tinh (co tru so tai thanh pho Pa Lat, tinh Lam
bong): Pa Lat;



Van ban cua Vuon Quéc gia BaBé (co try s tai huyén BaBe, tinh Bic Kan): Ba Bé; cua Ban Quan ly
Ctrakhau quocté Bo'Y (co tru so tai huyén Ngoc Hoi, tinh Kon Tum): Ngoc Hoi.

- biadanh ghi trén van ban cua cac co quan, t6 chirc cap huyén latén caa huyén, quan, thi x&, thanh
pho thudc tinh, vi du:

Vin ban caa Uy ban nhan dan huyén Séc Son (thanh phé Ha Nbi) va caa cac phong, ban thudc huyén:
SHc Son;

Van bin ciia Uy ban nhan dan quan 1 (thanh ph6 Ho Chi Minh) va ciia céc phong, ban thudc quan:
Qudn 1; cia Uy ban nhan dan quan Go Vap (thanh pho H6 Chi Minh), cia cac phong, ban thugc quan:
Go Vap;

Van ban caa Uy ban nhan dan thi x& Ha Bong (tinh Ha T&y) va cua cac phong, ban thudc thi x& Ha
Dong;

Vin ban caa Uy ban nhan dan thanh phé Dién Bién (tinh Bién Bién) va caa c&c phong, ban thudc
thanh pho: Pién Bién.

- biadanh ghi trén vin ban cia Hoi dong nhan dan, Uy ban nhan déan va ciia céc to chirc cip xalatén
cuaxa, phuong, thi tran do, vi du:

Van ban caa Uy ban nhan dan xa Kim Lién (huyén Nam DBan, tinh Nghé An): Kim Lién;

Van ban cua Uy ban nhan dan phuong Nguyén Tréi (thi xd HADong, tinh Ha Tay): Phuong Nguyén
Tréi; cia Uy ban nhan dan phuong Cong Vi (quan BaDinh, thanh phd Ha Noi): Cong Vi;

Vin ban caa Uy ban nhan dan thi tran Cii Chi (huyén Cii Chi, thanh phé Ho Chi Minh): Cii Chi.

Dia danh ghi trén van ban cia céc co quan, to chirc vadon vi vii trang nhan dan thuoc pham vi quan ly
cua Bo Qudc phong dugc thuc hién theo quy dinh caa phdp luat va quy dinh cu thé caa Bo Quéc
phong.

b) Ngay, thang, nam ban hanh van ban

Ngay, thang, nam ban hanh vin ban quy pham phép luat do Quéc hdi, Uy ban thudng vu Qudc hdi,
Hoi ¢6ng nhan dan ban hanh [angdy, thang, nim van ban dugc thong qua.

Ngay, thang, nam ban hanh van ban quy pham phép luat khac va van ban hanh chinh la ngay, thang,
nam van ban dugc ky ban hanh.

Ngay, thang, nam ban hanh van ban phai duoc viét day du ngay ... thang ... nam ..; céc sb chi ngay,
thang, nam dung chir s6 a-rap; doi véi nhirng s6 chi ngay nho hon 10 vathéng 1, 2 phai ghi thém s6 0
o truéc.

5. Tén loai va trich yéu ndi dung ciia vin ban

a) Ténloai vin ban latén cuatung loai van ban do co quan, t6 chirc ban hanh. Khi ban hanh van ban
quy pham phap luat va van ban hanh chinh, déu phai ghi tén loai, trir cong van.

b) Trich yéu noi dung ciia vin ban lamét cau ngan gon hoac mot cum tir, phan anh khéi quét noi dung
chu yeu ciavan ban.

6. Noi dung van ban

a) Noi dung van ban

Nbi dung van ban la thanh phan chii yéu ciamot van ban, trong 06, c&c quy pham phép luat (d6i Voi
van ban quy pham phép luat), c&c quy dinh duoc dat ra; c&c van d¢, sy viéc duoc trinh bay.

Nbi dung van ban phai bao dam nhirng yéu ciu co ban sau:
- Phu hgp véi hinh thirc van ban duoc sir dung;
- Phu hop vé6i dudng 16i, cha truong, chinh sach caaDang; phi hop véi quy dinh cia phép luat;



- Céc quy pham phép luat, c&c quy dinh hay céc van dé, su viéc phai duoc trinh bay ngan gon, ré rang,
chinh xé&c;

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

- Dung tir ngir phd thong; khdng dung tir ngir dia phuong vatir ngir nuéc ngod néu khdng thuc s can
thiét. DSi véi thuat ngir chuyén mén can xéc dinh ré ngi dung thi phai dwoc giai thich trong vin ban;

- Khéng viét tat nhitng tir, cum tir khéng théng dung. i véi nhirng tir, cum tir dugc sir dung nhidu
lan trong van ban thi cd thé viét tat nhung cac chir viét tat lan dau caa tir, cum tur phai dugc dat trong
ngoac don ngay sau tir, cum tur do;

- Viéc viét hoa dugc thuc hién theo quy tic chinh ta tiéng Viét;

- Khi vién din lan dau van ban c6 lién quan, phai ghi day du tén loai, trich yéu noi dung van ban; s5,
ky hiéu van ban; ngay, thang, nam ban hanh van ban vatén co quan, t6 chic ban hanh van ban (tro
truong hop doi vai luat vaphdp 1énh); trong cac lan vién dan tiép theo, cd thé ghi tén loai va so, ky
hiéu cuavan ban do.

b) BS cuc cuavan ban

Tuy theo thé loai vanoi dung, van ban co thé c6 phan can cir phép ly dé ban hanh, phin mo dau vaco
thé duogc bo cuc theo phan, chuong, muc, diéu, khoan, diém hoic dugc phan chia thanh cac phan, muc
tir I6n dén nho theo mdt trinh ty nhat dinh.

B cuc cualudt, phép Iénh duoc thyc hign theo quy dinh tai Biéu 27 cua L uat Ban hanh van ban quy
pham phap ludt ngay 12 thang 11 nam 1996 va Luat sira doi, bo sung mét diéu caa Luat Ban hanh
van ban quy pham phap luat s6 02/2002/QH11 ngay 16 thang 12 nam 2002.

Vin ban quy pham phép luat khéc cd thé duoc bb cuc nhur sau:
- Nghi quyét: theo diéu, khoan, diém hoic theo khoan, diém;

- Nghi dinh: theo chuong, muc, diéu, khoan, diém; cac quy ché (diéu 1¢) ban hanh kém theo nghi dinh:
theo chuong, muc, diéu, khoan, diem;

- Quyét dinh: theo diéu, khoan, diém; cac quy ché (quy dinh) ban hanh kém theo quyét dinh: theo
chuong, muc, dieu, khoan, diem;

- Chi thi: theo khoan, diém;
- Théng tu: theo muc, khoan, diém.
Vin ban hanh chinh c6 thé dugc b cuc nhu sau:

- Quyét dinh (cabiét): theo diéu, khoan, diém; cac quy ché (quy dinh) ban hanh kém theo quyét dinh:
theo chuong, muc, diéu, khoan, diem;

- Chi thi (cabiét): theo khoan, diém;

- Céc hinh thire van ban hanh chinh khéc: theo phan, muc, khoan, diém.

7. Chikc vu, ho tén va chir Ky ciia ngudi o tham quyén

a) Viéc ghi quyén han caanguoi ky duoc thuc hign nhu sau:

- Truong hop Ky thay mat tap thé thi phai ghi chir viét tit "TM." (thay mat) vao truéc tén tap thé 1anh
dao hoic tén co quan, to chuc;

- Truong hop Ky thay ngudi dirng dau co quan, t6 chirc thi phai ghi chir viét tit "KT." (ky thay) vao
trugc chire vu cia nguoi dirng dau;

- Truong hop ky thiralénh thi phai ghi chix viét tat "TL." (thiralénh) vao trudc chirc vu cia nguoi
dang dau co quan, to chic;

- Truong hop ky thirauy quyen thi phai ghi chir viét tat "TUQ.” (thirauy quyén) vao trudc chirc vu
cua nguoi dung dau co quan, to chac.



b) Chuirc vu caanguoi ky

Chac vy ghi trén van ban 1a chirc danh 18nh dao chinh thirc caa ngudi Ky van ban trong co quan, to
chuc; chi ghi chae danh nhu Bo truong (Bo truong, Chia nhiém), Tha truang, Chu tich, Phd Cha tich,
Giam ddc, Pho Gidm dbc v.v.., khdng ghi lai tén co quan, t6 chirc, trir c&c van ban lién tich, van ban
do hai hay nhiéu co quan, t6 chirc ban hanh; van ban ky thira lénh, thira uy quyén va nhiing truong hop
can thiét khéc do céc co quan, t6 chic quy dinh cy thé.

Chirc vu ghi trén vian ban do céc t6 chic tu van nhu Ban, Hoi dong cia Nha nudc hodc caa co quan, to
chirc ban hanh |1a chirc danh 1anh dao ciia ngudi ky van ban trong Ban hoac Hoi dong d6. Béi voi
nhitng Ban, Hoi dong khong duoc phép sir dung con dau ciia co quan, t chirc thi chi ghi chirc danh
cuanguoi ky van ban trong Ban hoac Hoi dong. Truong hop Ban hoac Hoi dong dugc phép s dung
con diu caaco quan, t6 chirc thi ¢é thé ghi thém chirc danh 1&nh dao trong co quan, t6 chirc cua nguoi
ky & dudi, vi du:

- Chtrc vy caa nguoi ky van ban do Hoi ddng hozc Ban chi dao caa Nha nuge ban hanh ‘ma lanh dao
B06 Xay dung lam Trudéng ban hoac Phé Trudng ban, Cha tich hoac Phd Chua tich Hoi dong dugc ghi
nhu sau:

TM. HOQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, ddu ciia Bg Xay ding) (Chir ky, ddu ciia Bé Xay ding)
BO TRUONG BQ XAY DUNG THU TRUONG BQ XAY DUNG
NGUYEN VAN A TRAN VAN B

- Chirc vy ciangudi ky van ban do Ban hoac Hoi ddng caa Bo Xay dung ban hanh ma Thi truang Bo
Xay dyng lam Trudng ban hoac Chua tich Hoi dong, 1anh dao cac Cuc, Vu thuoc Bo Xay dung lam Pho
Truéng ban hoic Phé Cha tich Hoi dong dugc ghi nhu sau:

TM. HOQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, ddu ciia Bg Xay ding) (Chir ky, ddu ciia Bg Xay dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BQ
TRAN VAN B LEVANC

¢) Ho tén bao gom ho, tén dém (néu co) vatén ciangudi ky van ban. Bdi véi van ban quy pham phép
luat vavan ban hanh chinh, truéc ho tén cia ngudi ky, khdng ghi hoc ham, hoc vi va cac danh hiéu
danh dy khéc, trir van ban ciia céc t6 chirc s nghiép gido duc, y té, nghién ctru khoa hoc, trong nhirng
truong hop can thiét, co thé ghi thém hoc ham, hoc vi.

8. Diu ciia co quan, té chic

Viéc déng dau trén vin ban duoc thuc hién theo quy dinh tai Nghi dinh s6 110/2004/NP-CP ngay 08
thang 4 nam 2004 cua Chinh phu vé cdng téc van thu va quy dinh ciia phap luat cd lién quan.

9. Neoi nhan

Noi nhin x&c dinh nhitng co quan, t6 chirc, don vi va ca nhan nhan van ban véi muc dich vatréch
nhiém cu thé nhu dé kiém tra, gidm sat; dé xem xét, giai quyét; dé thi hanh; dé trao do6i cong viéc; dé
biét vadé luu.

Noi nhan phai duoc xéc dinh cu thé trong vin ban. Can cir quy dinh caa phép luat; cin cir chirc ning,
nhiém vy, quyén han ciia co quan, to chirc va quan hé cng tac voi c&c co quan, to chic, don vi hodc
canhan cd lién quan; cin cir yéu cau giai quyét cdng viéc, don vi hoac c& nhan soan thao hoac cha tri



soan thao co trach nhiém & xut nhirng co quan, to chic, don vi va ca nhan nhan van ban trinh nguoi
ky van ban quyét dinh.

DAi véi van ban chi giri cho mt s5 doi tugng cy thé thi phai ghi tén timg co quan, t chirc, canhan
nhan van ban; doi vai van ban duoc giri cho mot hoac mét s6 nhém doi tugng nhat dinh thi noi nhan
dugc ghi chung, vi du:

- Cé&c B9, co quan ngang Bg, co quan thugc Chinh phu;

- Uy ban nhan dan céc tinh, thanh phd truc thusc Trung uong;

- Uy ban nhan dan céc huyén, thi xa (thugc tinh ...).

D4i véi nhitng van ban ¢é ghi tén loai, noi nhan bao gdm tir "noi nhan" va phan liét ké céc co quan, to
chirc, don vi va ca nhan nhan van ban.

Déi véi cdng van hanh chinh, noi nhan bao gdm hai phan:

- Phan thir nhit bao gom tir "kinh gui”, sau d6 latén c&c co quan, to chic hodc don vi, ca nhan truc
tiep giai quyet cong viéc;

- Phan thir hai bao gom tir "noi nhan", phia dudi la tir "nhu trén", tiép theo 1a tén cac co quan, t6 chiic,
don vi va canhan co lién quan khéc nhan cdng van.

10. D4u chi mirc @ khan, mat

a) Dau chi mic do khan:

Viéc xé& dinh mirc d6 khan cua van ban duoc thuc hién nhu sau:

- Tuy theo mirc do can dugc chuyén phét nhanh, vin ban dugc xac dinh do khan theo bamuc sau: hoa
toc, thugng khan hoac khan;

- Khi soan thao vian ban c6 tinh chat khan, don vi hoic c& nhan soan thao vin ban dé xuat mac do
khan trinh nguoi ky van ban quyét dinh.

Dau d khan phai dugc khic sin theo huéng dan tai diem k khoan 2 Muc 111 ciia Thong tu nay. Muc
dung dé dong dau d¢ khan dung myc mau do tuoi.

b) Dau chi muc do mat:

Viéc xéc dinh vadéng dau o mat (tuyét mat, tbi mat hoac mat), dau thu hdi ddi vai van ban b noi
dung bi mat nha nugc duoc thuc hién theo quy dinh caa phap luat vé bao vé bi mat nha nudec.

11. Céc thanh phan thé thirc khac

Céc thanh phan thé thirc khéc ciavan ban bao gom:

a) biachi co quan, t6 chirc; dia chi E-Mail; dia chi trén mang (Website); sb dién thoai, b Telex, sb
Fax doi vai cong van, cong dién, giay gidi thiéu, giay moi, phiéu gii, phieu chuyen de tao dieu kién
thuanlgi cho viéc lién hé;

b) Céc chi dan vé pham vi luu hanh nhu "tra lai sau khi hop (h6i nghi)”, "xem xong tra lai", "luu hanh
ndi bo" dbi véi nhirng van ban c6 pham vi, ddi tuorng phd bién, sir dung han ché hoic chi dan Ve dy
thao van ban nhu "dy thao" hay "dy thao lan ...". Céc chi dan trén co thé duoc danh may hoic ding
con dau khac sin dé dong 1én van ban hoic du thao vin ban;

¢) Ky hi¢u nguoi danh méy vasd luegng ban phét hanh déi véi nhirng vin ban can dugc quan ly chat
ché vé o lugng ban phét hanh;

d) Truong hop van ban co phu luc kém theo thi trong van ban phai co chi dan vé phy luc do. Phy luc
van ban phai co tiéu de; van ban ¢ tir hai phu luc tro 1én thi cac phu luc phai dugc danh sb thir tu
bang chit sb LaM&;

d) S6 trang: van ban va phu luc van ban gom nhiéu trang thi tir trang thir hai tror di phéi dugc dénh s
thir ty bang chir 6 a-rap; so trang ciaa phu luc vin ban dugc danh riéng, theo tirng phu luc.



12. Thé thic ban sao
Thé thirc ban sao dugc thuc hién nhu sau:

a) Hinh thirc sao bao gdm mat trong cac dong chir "sao y ban chinh", "trich sao" hogc "sa0 luc". Viéc
xac dinh hinh thirc ban sao dugc thuc hién theo quy dinh tai cac khoan 4,5 va6 biéu 2 caaNghi dinh
s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cia Chinh pha vé cong téc van thu;

b) Tén co quan, td chirc sao van ban latén cia co guan, t6 chirc thuc hién viéc sao vin ban;

c) S5, ky hiéu ban sao bao gom sb thir ty dang ky dwoc danh chung cho céc loai ban sao do co quan, t6
chirc thuc hién va chir viét tit tén loai ban sao theo Bang chir viét tat tén loai van ban va ban sao kém
theo Thong tu nay (Phu luc 1). S6 duoc ghi bang chit sd a-rap, bat dau tir sb 01 vao ngay dau nam va
két thiic vao ngdy 31 théng 12 hang nam;

d) Céc thanh phan thé thirc khéc cia ban sao van ban gom dia danh va ngay, thang, nim sao; chic vy,
ho tén vachir ky cua nQuoi c6 tham quyén; dau ctia co quan, t6 chirc sao van ban va noi nhan dugc
thuc hién theo huéng dan tai cac khoan 4, 7, 8 va 9 Muc |1 caa Thong tu nay.

[1l. K§ thuat trinh bay
1. Khd gidy, kiéu trinh bay va dinh 18 trang vin ban
a) Kho gidy

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

Cac loai van ban nhu gidy giéi thiéu, gidy bién nhan ho S0, phleu g, phiéu chuyén co thé dugc trinh
bay trén gidy kho A5 (148 mm x 210 mm) hoac trén gidy mau in san.

b) Kiéu trinh bay

Vin ban quy pham phép luat va van ban hanh chinh dugc trinh bay theo chiéu dai caatrang gidy kho
A4 (dinh huéng ban in theo chidu dai).

Truong hop noi dung van ban c6 cac bang, biéu nhung khong dugc lam thanh cac phu luc riéng thi
van ban co thé dugc trinh bay theo chieu rong caatrang giay (dinh hudng ban in theo chiéu rong).

¢) binh & trang van ban (d6i véi kho gidy A4)
- Trang mat trudc:

L& trén: cach mép trén tir 20-25 mm;

Lé dudi: cach mép dudi tir 20-25 mm;

Lé tréi: cach mép tréi tir 30-35 mm;

Lé phai: cach mép phai tir 15-20 mm.

- Trang mat sau:

L& trén: cach mép trén tir 20-25 mm;

Lé dudi: cach mép dudi tir 20-25 mm;

Lé tréi: cach mép tréi tir 15-20 mm;

Lé phai: cach mép phai tir 30-35 mm.

2. K§ thuat trinh bay cac thanh phan thé thirc vin ban

Vi tri trinh bay c&c thanh phan thé thirc van ban trén mot trang giay kho A4 duoc thyc hign theo So do
b6 tri cac thanh phan the thire van ban kem theo Thong tu nay (Phu luc I1). Vi tri trinh bay cac thanh
phan thé thirc van ban trén mot trang giay kho A5 dugc 8p dung tuong tu theo So do trén.

Céc thanh phan thé thirc van ban dugc trinh bay nhu sau:



a) Quéc hiéu

Qudc higu dugc trinh bay tai 6 sb 1.

Dong chir trén: "Cong hoa x& hoi chu nghia Viét Nam™ duoc trinh bay bang chit in hoa, ¢ chit tir 12
den 13, kiéu chir dirng, dam.

Dong chit dudi: "Poc 1ap - Tw do - Hanh phic” duoc trinh bay bang chi in thuong, ¢ chit tir 13 dén
14, kieu chix dung, dam; chir cal dau cua cac cum tir dugce viet hoa, gitra cac cum tir ¢6 gach ngang
nho; phia dudi c6 duong ké ngang, nét lien, cd do da bang d6 dai caadong chir.

b) Tén co quan, t6 chirc ban hanh van ban

Tén co quan, to chirc ban hanh vian ban duoc trinh bay tai 6 sb 2.

Tén co quan, t chirc chi quan cip trén tryc tiép duoc trinh bay bang chir in hoa, o chit tir 12 dén 13,
kiéu chir dung.

Tén co quan, t chirc ban hanh van ban duoc trinh bay bang chit in hoa, ¢ chit tir 12 dén 13, kiéu chir
dung, dam; phiadudi c6 duong ké ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 do dai cuadong chit
vadit can doi so véi dong chit.

¢) S5, ky hiéu cia van ban

S, ky higu caa van ban dugc trinh bay tai 6 sb 3.

T 'sd" duoc trinh bay bang chix in thuong, ky hi¢u bang chir in hoa, ¢& chir 13, kiéu chi dung, sau tu

"sH" ¢6 dau hai cham; gitra sb, nim ban hanh va ky hi¢u van ban co dau gach chéo (/); gitra c&c nhom
chir viét tat trong ky hiéu van ban c6 dau gach ndi khdng céach chix (-), vi du:

Sb: 33/2002/ND-CP; S6: 15/QD-UBND; S6: 23/BC-BNV; Sb: 234/SCN-VP.

d) bia danh va ngay, thang, nam ban hanh van ban

Dia danh va ngay, thang, nam ban hanh van ban dugc trinh bay tai 6 s 4, bang chit in thuong, ¢ chir
tir 13 dén 14, kiéu chir nghiéng; sau diadanh co6 dau phay.

Vi du: Ha Ngi, ngay 05 thang 02 nam 2004

d) Tén loai vatrich yéu noi dung van ban

Tén loai vatrich yéu noi dung caa c&c loai vian ban cé ghi tén loai dugc trinh bay tai 6 sb 5a; tén loai
van ban (nghi dinh, quyét dinh, ké hoach, béo céo, to trinh va c&c loai van ban khéc) dugc dit canh
gitra (can doi ¢ gittadong) bang chit in hoa, ¢ chir tir 14 dén 15, kiu chixr dung, dam; trich yeu ni
dung van ban dugc dat canh gitra, ngay dudi tén loai van ban, bang chix in thuong, ¢ chir 14, kiéu chix
dung, dam; bén dudi trich yeu co duong ke ngang, nét lien, c6 d¢ dai bang tir 1/3 dén 1/2 o dai cua
dong chir va dat can d6i so vai dong chi.

Trich yéu noi dung cdng van dugc trinh bay tai 6 s 5b, sau chir viét it "V/v" (vé viéc) bang chix in
thuong, ¢ chir tir 12 dén 13, kiéu chir ding.

€) Noi dung van ban

Noi dung van ban duoc trinh bay tai 6 sb 6.

Phin noi dung (ban van) duoc trinh bay bang chit in thuong, ¢ chir tir 13 dén 14; khi xuong dong,
chir dau dong co the 1ui vao tir lcmden 1,27cm (1 default tab); khoang cach gitacac doanvan
(paragraph) dat toi thiéu la 6pt; khoang cach gitra cac dong hay cach dong (line spacing) chon toi thiu
tir c&ch dong don (single line spacing) hoac tir 15pt (exactly line spacing) tro 1én.

Déi Vi nhitng van ban quy pham phdp luat va van ban hanh chinh co phan cin cir phap ly dé ban hanh
thi sau mdi can cir phai xudng dong, cudi dong cb dau chim phay, riéng can cir cudi cling két thic
bang diu phay.

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



- Phan, chuong: tir "phan”, "chuong" vasd thir tw caa phan, chuong duoc trinh bay trén mot dong
riéng, canh giira, bang chix in thuong, ¢ chir 14, kiéu chir ding, dam. SO th ty cua phin, chuong
ding chir s6 LaMa&. Tiéu dé (tén) caaphan, chuong dugc dat ngay dudi, canh giita, bang chir in hoa,
cd chir tir 13 dén 14, kiéu chir dang, dam;

- Muc: tir "muc” vasd thir tw caa muc dugc trinh bay trén mot dong riéng, canh gitra, bang chit in
thuong, ¢ chir 14, kiéu chir ding, dam. Sb thi ty cia muc ddng chix b a-rap. Tiéu dé caa myc dugc
trinh bay canh giira, bang chit in hoa, ¢& chir tir 12 d¢én 13, kiéu chir dirng, dam;

- Pidu: tir "diéu”, sd thir tu vatiéu dé caadiéu dugc trinh bay bang chit in thuong, ¢& chir bang ¢ chir
cuaphan loi van (13-14), kiéu chir ding, dam. So thir tu ciadiéu dung chix 6 a-rap, sau so tha tu cd
d4u cham;

- Khoan: 5 thir ty céc khoan trong mdi diéu diing chix 5 4-rap, tiép theo ladau cham, c& chit bang c&
chir cia phan loi van (13-14), kiéu chir dung;

- biém: thir ty c&c diém trong mdi khoan duing c&c chir céi tiéng Viét theo thir ty abc, sau c6 dau déng
ngoac don, bang chir in thuong, c& chir bang cd chir caa phan o1 van (13-14), kiéu chir ding.

Truong hop ndi dung vin ban dugc phéan chia thanh cac phan, muc tir I6n dén nho thi trinh bay nhu
sau;

- Phan (néu co): tir "phan” va sb thir ty cua phan duoc trinh bay trén mot dong riéng, canh giita, bang
chix in thuong, c& chix 14, kieu chir ding, dam. SO tha ty ciia phan dung chix so LaMa Tiéu de cua
phan duoc dat ngay dudi, canh giita, bang chit in hoa, ¢& chit tir 13 dén 14, kiéu chir ding, dam:;

- Muc: s thir tw céc muc diing chir s6 La M4, sau c6 dau cham; tiéu dé caa muc duoc trinh bay bang
chir in hoa, ¢ chir tir 13 dén 14, kiéu chir dang, dam;

- Khoan: sb thir ty c&c khoan trong mdi muc diing chir s6 a-rap, sau d6 c6 dau cham; sb thir ty vatiéu
de caakhoan (neu co) duoc trinh bay bang chit in thuong, ¢ chi bang ¢ chit cia phan 16i van (13-
14), kiéu chir dirng, dam;

- biém: thir tu c&c diém trong mdi khoan duing c&c chir céi tiéng Viét theo thir ty abc, sau d6 c6 dau
déng ngoac don, bang chit in thuong, ¢ chir bang c& chir caaphan |61 van (13-14), kiéu chir ¢ing.

@) Chirc vy, ho tén vachir ky caangudi c6 thim quyén

Quyen han, chirc vu ciangudi ky dugc trinh bay tai 6 s6 7a; chirc vu khéc ciianguoi ky duoc trinh
bay tai 6 S5 7b; cac chir viét tat "TM.", "KT.", "TL.", "TUQ." hoic "Q." (quyen) quyén han va chuic
vu ciiangudi ky dugc trinh bay bang chu in hoa, co chu tir 13 dén 14, kiéu chix dung, ¢am.

Ho tén caa nguoi ky van ban vq hoc ham, hoc vi (néu c6) duoc trinh bay tai 6 5 7b; bang chit in
thuong, co chir tr 13 den 14, kiéu chir dtng, dam.

Chir ky ciangudi ¢ tham quyén duoc trinh bay tai 6 5 7c.

h) Dau cia co quan, t6 chirc

DAu cia co quan, to chirc dugc trinh bay tai 6 sb 8.

i) Noi nhan

Noi nhan dugc trinh bay tai 6 s 9ava 9b.

Phan noi nhan tai 6 5 9a (chi p dung d6i véi cdng van hanh chinh) dwoc trinh bay nhu sau:

- Ttr "kinh giri" vatén céc co quan, t6 chirc hoic ca nhan nhan vin ban dugc trinh bay bang chi in
thuong, co chir 14, kiéu chir dang;

- Sau tir "kinh giri” ¢6 dau hai chdm; néu cdng vin giri cho mot co quan, t chirc hoac mot ca nhan thi
tir "kinh gui” vatén co quan, t6 chirc hoac ca nhén dugc trinh bay trén cung mét dong; truong hop
cong van gui cho hai co quan, to chirc hoic ca nhan tré [én thi tén moi co quan, to chirc, ca nhan hoic



mOI nhom co quan, t6 chuc, ca nhan dugc trinh bay trén mot dong riéng, dau dong c6 gach ngang,
cudi dong c6 dau chim phay, cudi dong cudi ciing 6 diu cham.

Phan noi nhan tai 6 5 9b (4p dung chung dbi véi cdng van hanh chinh va céc loai vian ban khéc) duoc
trinh bay nhu sau:

- Tir "noi nhan" duoc trinh bay trén mot dong riéng, sau d6 c6 dau hai chdm, bang chir in thuong, ¢
chir 12, kieu chir nghiéng, dam;

- Phan liét ké c&c co quan, to chirc, don vi va ca nhan nhan van ban dugc trinh bay bing chit in
thuong, ¢ chir 11, kiéu chir dtng; tén mdi co quan, to chirc, don vi va ca nhan hoic moi nhém co
quan, t6 chirc, don vi nhan van ban dugc trinh bay trén mot dong riéng, ¢au dong co gach ngang, cudi
dong c6 diu cham phay; riéng dong cudi ciing bao gom chir "luu” sau d6 c6 dau hai cham, tiép theo 1a
chir viét tat "VT" (vin thu co quan, t6 chic), chit viét tat tén don vi (hoac bo phan) soan thao van ban
vas lugng ban luu (chi trong nhitng truang hop can thiét) dugc dat trong ngoac don, cudi ciing 1a dau
cham.

k) D4u chi mac do khan, mat

Mau dau do mat (tuyét mat, toi mat hodc mat) vadau thu hoi déi véi van ban cé ni dung bi mat nha
nudc dugc thuc hién theo quy dinh caa phap luat vé bao vé bi mat nha nuege. Dau @6 mat dugc dong
vao 6 s6 10a, dau thu héi dugc dong vao 6 s6 11.

Dau d6 khan dugc déng vao 6 s 10b. Con diu céc d6 khan c6 hinh chit nhat, trén dé, céc tir "hoa toc”,
"thuong khan" hoac "khan" duoc trinh bay bang chir in hoa, ¢& chir tir 13 dén 14, kiéu chir dimng, dam
vadugc dat can doi trong khung hinh chit nhat vién don, c6 kich thudc twong tng 1a 30mm x 8mm,
40mm x 8mm va 20mm x 8mm.

l) Céc thanh phin thé thirc khéc
Céc thanh phan thé thirc khéc duoc trinh bay nhu sau:

- Céc chi dan vé pham vi luu hanh duoc trinh bay tai 6 s 11; cc cum tir "tra lai sau khi hop (hoi
nghi)”, "xem xong tra lai", "luu hanh ndi bo" dugc trinh bay can doi trong mot khung hinh chir nhat
viéndon, bang chit in hoa, c& chit tir 13 d¢én 14, kiéu chix dung, dam,

- Chi dan vé duy thao van ban duogc trinh bay tai 6 s6 12; tir "dy thao" hodc cum tir "dy thao lan ..."
dugc trinh bay trong mot khung hinh chit nhat vién don, bang chix in hoa, c& chir tir 13 dén 14, kiéu
chir dung, dam;

- Ky hiéu nguoi danh may va sd lugng ban phét hanh duoc trinh bay tai 6 sb 13; ky hiéu bang chit in
hoa, sd lugng ban bang chir s a-rap, o chir 11, kiéu chir dung;

- biachi co quan, to chirc; diachi E-Mail; dia chi trén mang (Website); s6 dién thoai, s6 Telex, so Fax
duoc trinh bay trén trang dau cua van ban, tai 6 5 14, bang chit in thuong, c& chix tir 11 den 12, kiéu
chir dirng, dudi mot duong ke nét lien kéo dai hét bé ngang caa vung trinh bay van ban;

- Phy luc van ban: phu luc kém theo vin ban duoc trinh bay trén céc trang gidy riéng; tir "phu luc" va
sO thr ty caaphuy luc (trudng hop oo tir hai phy luc tré 18n) duogc trinh bay trén mot dong riéng, canh
gitra, bang chit in thuong, ¢& chir 14, kiéu chir dung, dam; tiéu dé (tén) caaphu luc dugc trinh bay
canh giira, bang chir in hoa, ¢& chir tir 13 dén 14, kiéu chir dung, dam;

- S6 trang cuavan ban dugc trinh bay tai chinh gitra, trén dau trang giay (phan header) hoac tai goc
phai, ¢ cudi trang giy (phan footer), bang chit sd a-rap, ¢ chir bang ¢& chir cua phan 1oi van (13-14),
kiéu chir dung;

Mau chir vachi tiét trinh bay cac thanh phan thé thirc van ban dugc minh hoa tai Phy luc IV - Mu chix
vachi tiet trinh bay thé thirc van ban vathé thirc ban sao kém theo Thong tu nay (trong do, sir dung
phdng chir .VnTime do6i vaéi chix in thuong va.VnTimeH doi voi chir in hoa).



Mau trinh bay mot s loai van ban quy pham phép luat vavan ban hanh chinh dugc minh hoa tai Phu
luc V - Mau trinh bay vin ban va ban sao vin ban kém theo Thong tu nay (trong dé, stir dung phéng
chir .VnTime dbi véi chir inthudng va.VnTimeH di véi chir in hoa).

3. K§ thuit trinh bay cac thanh phan thé thic ban sao

Céc thanh phan thé thirc ban sao dugc trinh bay trén cung mot trang giay, ngay sau phan cudi cling cia
van ban duoc sa0, dudi mot duong ké nét lién, kéo dai hét chiéu ngang caa viing trinh bay van ban.

Vi tri trinh bay cac thanh phan thé thirc ban sao trén trang gidy khd A4 duoc thuc hién theo So d6 bd
tri c&c thanh phan thé thire ban sao kem theo Thong tu nay (Phu luc 111).

Céc thanh phan thé thirc ban sao dugc trinh bay nhu sau:

a) Hinh thic Sa0: cum tu "sa0 'y ban chinh", qéc tir "trich sa0" va "sao luc" dugc trinh bay tai 6 6 1
(Phu luc 111) bang chix in hoa, ¢& chir tir 13 dén 14, kiéu chir dang, dam:;

b) Céc thanh phan thé thirc kh&c cia ban sao gom: tén co quan, t6 chirc seo van ban (tai 6 6 2); 0, ky
hi¢u ban sao (tai 6 90 3); diadanhva ngay, thang, nam sao (tai 6 sd 4); chirc vy, ho ténva chir ky cua
nguoi cO tham quyen (tai 6 s 5a, 5b va 5¢); diu cia co quan, t6 chirc sao vin ban (tai 6 sb 6); noi
nhan (tai 6 s 7) dugc trinh bay theo huéng din trinh bay céc thanh phin thé thirc tuong wng cia van
ban tai khoan 2 Muc nay.

Mau chit va chi tiét trinh bay c&c thanh phan thé thirc ban sao dugc minh hoa tai Phy luc IV, mau trinh
bay ban sao dugc minh hoa tai Phu luc V kém theo Théng tu nay.

IV. Té chirc thwc hién

1. Théng tu ndy ¢6 hiéu lyc thi hanh sau 15 ngay, ké tir ngay dang Cong bado. Cac quy dinh vahusng
dan trudc ddy tréi véi quy dinh va huéng dan tai Thong tu ndy déu bi béi bo.

2. Trong quétrinh thuc hién, néu c6 van dé phét sinh hoic kho khan, virgng méc, céc co quan, to chirc
phan anh vé Bo Noi vu (Cuc Van thu va Luu trir nha nuéc) va Van phong Chinh pha dé kip thoi giai
quyet./.

BONQI VU VAN PHONG CHINH PHU
THU TRUONG PHO CHU NHIEM
(baky) (baky)

Ping Quéc Tién Nguyén Vin Lam



