BAN CHAP HANH TRUNG UONG PANG CONG SAN VIET NAM
VAN PHONG
%

Ha Néi, ngay 03 thang 4 nim 2018
S6 36-HD/VPTW

VAN PHONG TINH UY LAM BONG

HUONG DAN

S 6)‘?%?’2?1 thé thirc va ky thuat trinh bay vin ban ciia Ping

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

Thuc hién Quy dinh s6 66-QD/TW, ngay 06/02/2017 cta Ban Bi thu
Trung vong Pang vé thé loai, thim quyén ban hanh va thé thirc van ban cia
Dang, Vén phong Trung wvong Dang hudng din thé thirc va ky thuat trinh bay
van ban cua Pang nhu sau:

I- HUONG DAN CHUNG
1. Pham vi diéu chinh

Vin ban nay huéng dan vé thé thic va ky thuadt trinh bay vin ban
cua Pang.

Van ban chuyén nganh, vin ban khi in thanh sach va cic in phim khic
khong thudc pham vi diéu chinh cia Hudng dan nay.

2. Poi tuong ap dung

Van ban nay 4p dung doi véi cac cip uy, co quan, t6 chirc dang tir Trung
uong dén co so.

Hé théng cac truong chinh tri, cac co quan, td chuc hoat dong theo
Luét Doanh nghiép khong thudc ddi tuong ap dung van ban nay.

3. Yéu cau

Vin ban chinh thic cta cép uy, co quan, t6 chirc dang phai théng nhét
the thirc va k¥ thuat trinh bay dé bao dam gia tri phap ly va gia trj thuc tién.

4. Triach nhiém cua cac c4 nhan

- Ngudi ky van ban 1a nguoi chiu trach nhiém vé thé thirc va k¥ thuat
trinh bay van ban.

- Chanh vén phong hogc ngudi dugc giao phu trach cOng tac van phong
c6 trach nhiém tham dinh thé thirc va k§ thuat trinh bay van ban.
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- Can bd, nhan vién dugc giao soan thdo van ban c6 trach nhiém thuc
hién dung huéng dan vé thé thirc va k¥ thuat trinh bay van béan.

- C4n b, nhan vién lam nhiém vy van thu co quan ¢6 trach nhiém kiém
tra thé thirc va k¥ thuat trinh bay van ban trudce khi trinh ky, phat hanh.

II- HUONG DAN CU THE

1. Céc thanh phin thé thirc bit budc
1.1. Tiéu dé "Pdang Cong san Viét Nam"
1.1.1. Thé thirc

Tiéu dé "Pang Cong san Viét Nam" la thanh phan thé thic xac dinh
vin ban cua Pang.

1.1.2. Ky thudt trinh bay

Tiéu dé trinh bay trang dau, géc phai, dong d4u, phia dudi c6 dudng keé
ngang ngin cach vdi dia danh va ngay, thang, nam ban hanh vin ban; dudng
ké ngang nét lién, c6 do dai bang d6 dai tiéu d& (6 s6 1, Phu luc 1).

Vi du:
PANG CONG SAN VIET NAM

1.2. Tén co quan ban hanh vin ban
1.2.1. Thé thirc

Tén co quan ban hanh vén béan la thanh phan thé thirc x4c dinh tac gia
van ban. Ghi chinh x4c, ddy du tén co quan ban hanh vin ban theo quy dinh
cta Diéu 1& Dang hodc vin ban thanh 14p cua clp uy, co quan, té chirc dang
¢6 thAm quyén.

a) Van ban cua dai hoi dang cac clp gh1 tén co quan ban hanh vin ban
la dai hoi dang cap d6; ghi rd dai hoi dai biéu hoac dai h01 toan thé dang vién
14n thir may, trudng hop khong xac dinh dugc [An th may thi ghi thoi gian
ctia nhiém ky. Vin ban cia doan chu tich, doan thu ky, ban tham tra tu cach
dai biu, ban kiém phleu ghi tén co quan ban hanh van ban 1a doan chu tich,
doan thu ky, ban thdm tra tur cach dai biéu, ban kiém phiéu va tén ¢o quan
cap trén 1a dai hoi dang cap do.

- Van ban cua dai hdi dang toan quoc.
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Vidu 1: Van ban cta dai hoi

DAI HQI DAI BIEU TOAN QUOC LAN THU...
* :

Vi du 2: Van ban cua doan chu tich
DAI'HOI DAI BIEU TOAN QUOC LAN THU...
DPOAN CHU TICH
*
- Vin ban cua dai hoi dang bo cap tinh va déng b) truc thuge Trung uong.

Vidu 1: Vin ban cia dai hoi

] DAIHOI DAI BIEU _ '
PANG BO TINH THAI BINH LAN THU...
*

Vidu 2: Van ban cia doan thu ky
, DAI HOI PAI BIEU
DANG BO KHOI CAC CO QUAN TRUNG UONG
LANTHU...
POAN THU KY
*

- Van ban cua dai hoi dang bé cp huyén.
Vi du 1: Vin ban cta dai hoi

] DAIHQI PAIBIEU ,
PANG BQ HUYEN CHAU THANH LAN THU...
*

Vi du 2: Vian ban cia ban tham tra tu cich dai bidu

, DAI HOI DAI BIEU ,
DANG BO HUYEN CON PAO LAN THU'...
BAN THAM TRA TU CACH PAI BIEU
*

- Van ban cua dai héi dang bd cap co so.

Vi du 1: Vin ban cua dai hoi

] DAI HQI PAI BIEU ]
PANG BOQ XA THIEU GIANG LAN THU....
. *
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Vi du 2: Van ban cua ban kiém phiéu

q DAL HOI ‘
DANG BO CUC LUU TRU NHIEMKY ...
BAN KIEM PHIEU
*

- Van ban cua dai hoi chi bd.
Vi du 1: Van ban cta dai hoi

~ DAITHOI ‘
CHI BO THON DAI PONG NHIEM KY...
*

Vi du 2: Vin ban ctia ban kiém phiéu

\ DAI HOIL ‘
CHI BO PHONG TAI CHINH NHIEM KY ...
BAN KIEM PHIEU
*

'b) Vin ban clia cap uy cac cap va chi bd ghi tén co quan ban hanh van ban
nhu sau:

- Vin ban cta Ban Chép hanh Trung wong, B Chinh tri, Ban Bi thu
ghi chung la Ban Chép hanh Trung uong.

Vi du:
BAN CHAP HANH TRUNG UONG
sk

- Vin ban cta ban chip hanh dang bd tinh, thanh phd, dang bd truc
thudc Trung wong, vin ban ctia ban thuong vu tinh uy, thanh uy, dang uy truc
thudc Trung uong ghi chung 14 tinh uy, thanh uy, dang uy.

Vidul: , |

TINH UY PONG THAP
*

Vidu 2:

PANG UY CONG AN TRUNG UONG
%

- Vin ban caa ban chép hanh dang bd huyén, quin va dang bd tuong
duong, van ban cua ban thuong vu huyén uy, quén uy va dang uy tuong
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duong ghi chung 1a huyén uy, quén uy, dang uy va tén cua dang b cip trén
truc ti€p.

Vidu 1: ,
DANG BO T@NH HA GIANG
HUYEN UY PONG VAN
sk
Vidu 2:
PANG BO TINH CA MAU

PANG UY KHOI DOANH NGHIEP
*

- Van ban cta ban chip hanh dang bd co sd, van ban cua ban thudong vu
dang uy co s& ghi chung 1a dang uy va tén dang b cap trén tryc tiép.
Vi du:

DANG BO HUYEN THANH CHUONG
DPANG UY XA THANH HA
*

- Van ban cua dang uy bd phén truc thudc dang uy co s& ghi tén dang
uy bo phén va tén dang bd co s cap trén truc tiép.

Vidu 1: ’ ?
DANG BO XAA LOC THUY
PANG UY THON TUY LOC
*
Vidu 2: ] , .
PANGBO SO Y TE

DPANG UY BENH VIEN PA KHOA TINH
L3

- Van ban cua chi bd co s, chi b trire thudce dang uy co s& va chi bo truc
thudc dang uy bo phan ghi chung 14 chi bg va tén dang bd cap trén truc tiép.

Vidu 1:
PANG BO XA TIEN PHONG
CHI BQ XOM PINH THANH
*
Vidu 2: 7 ’
DANG BO CUC QUAN TRI T.78

CHI BO PHONG HANH CHINH - TO CHUC
%
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¢) Van ban cua cac co quan, td chirc dang duoc 1ap theo quyét dinh cua
cap uy céc cAp (co quan tham muu, gitip viéc, dang doan, ban can su dang,
ban chi dao, tiéu ban, hoi déng...) ghi tén co quan ban hanh van ban la tén co
quan, t6 chtrc dang va tén cap uy ma co quan do truc thude.

- Vian ban cua cac co quan tham muu, giap viéc.
Vi du 1: Vin ban ctia cdc co quan tham muu, gidp viéc Trung wong

BAN CHAP HANRH TRUNG UONG
BAN TO CHUC
%

Vi du 2: Vin ban ciia cac co quan tham muu, giup viéc cap uy cap tinh

TINH UY KIEN GIANG
VAN PHONG

*
Vi du 3: Vin ban cta cac co quan tham muu, gitip viéc cap uy cap huyén

HUYEN UY T}}UNG KHANH
BAN DAN VAN
*

- Vin ban cua cac dang doan, ban can su dang.
+ Vin ban cua cac dang doan, ban can su dang truc thudc Trung uvong

Vidu 1: ) ‘
BAN (;HAP HANH TRUNG UONG
PANG POAN QUOC HOI
*

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

+ Vin ban cia cac dang doan, ban can su dang truc thude cap uy cap tinh.

Vidu 1: ]
TINH UY DIEN BIEN
PANG DOAN HQI PONG NHAN DAN
%

Vidu 2: \ o
] THANH UY CAN THO i i
BAN CAN SU DANG UY BAN NHAN DAN

*
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- Vén ban cua cac ban chi dao, tiéu ban, hoi dong...

+ Vin ban ctia cac ban chi dao, tiéu ban, hoi déng. .. truc thu¢c Trung vong.

Vidu 1:
BAN CHAP HANH TRUNG UCONG
BAN CHI PAO CAI CACH TU PHAP
E3
Vidu 2:

BAN CHAP HANH TRUNG UONG
HOI PONG LY LUAN
) *

+ Vin ban cia céc ban chi dao, tiéu ban, hdi dong... truc thudc cap uy
cap tinh.

Vidu 1:
_ TINH UY BONG NAI ’
BAN CHI PAO CAI CACH HANH CHINH
*

Vidu 2:
TINH UY TUYEN QUANG
TIEU BAN VAN KIEN DAI HOI PANG BQ LAN THU XV

+ Vin ban cua céc ban chi dao, tiéu ban, hi dong truc thude cip uy
cép huyén.
Vidu 1:
HUYEN UY PHONG DPIEN
BAN CHI PAO THU'C HIEN QUY CHE DAN CHU
*

Vidu 2:
HUYEN UY DINH HOA
HOI PONG XAC PINH GIA TRI TAI LIEU
*
d) Vin ban ctia cac don vi dugc lap theo quyét dinh cua co quan, to
chirc dang cic cap gh1 tén co quan ban hanh van ban 1a tén don vi va tén co

quan cap trén truc tlep

Vidul:

BAN TUYEN GIAO TRUNG UONG
VU LY LUAN CHINH TRI
E3
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Vidu 2: \ ” ”
VAN PHONG TINH UY
PHONG TONG HQP
*

d) Vin ban cua lién co quan ban hanh ghi ddy du tén cic co quan, tb
chirc ban hanh van ban.

Vidu:
BAN TO CHUC TINH UY - SO NQI VU
*

1.2.2. Ky thudt trinh bay

Tén co quan ban hanh vén ban dai c6 thé trmh bay thanh nhiéu dong.
Péi v6i van ban cua lién co quan, ghi ten co quan, to chirc chu tri trude, gitra
c4c tén co quan, t6 chirc c6 dau gach ndi (-).

Tén co quan ban hanh vén ban trinh bay goc trai, dong dau, ngang v01
tiéu dé, phia dudi cé dau sao (*) ngan cach véi so va ky hiéu van ban (6 s6 2,
Phu luc 1).

1.3. S0 va ky hiéu vin bin
1.3.1. Thé thirc

a) S6 van ban 1a sd th ty cia vin ban duge dang ky, quan ly tai véan
thu co quan. Cu thé:

- S6 van ban cta dai hoi dang cac cap ghi lién tuc tir sb 01 chung cho
tAt ca céc tén loai van ban cia dai hoi, doan chu tich, doan thu ky, ban thidm
tra tu cach dai biéu, ban kiém phleu ké tir ngay khai mac dai hdi (tinh tir khi
bit dAu phién tru bi) dén hét ngay bé mac dai hoi.

- S6 van ban cia cip uy, co quan, t6 chirc dang dugc 1ap theo quyét
dinh cta cép uy (gom co quan tham muu, giup viéc, dang doan, ban can sy
dang, ban chi dao, tiéu ban, hoi dong .), cac don Vl duogc lap theo quyét dinh
clia co quan, t6 chirc dang cac cap ghi lién tuc tur s6 01 cho méi tén loai van
ban trong mot nhiém ky cap uy.

Nhiém ky cap uy dugc tinh tir ngay lién ké sau ngay bé mac dau héi 1an
nay dén hét ngay bé mac dai hoi 1an ké tiép. Trudng hop hoi nghi cap uy lan
thtr nhét dién ra trong thm gian dai hoi thi nhiém ky cap uy méi dugc tinh tir
ngay khai mac hdi nghi cap uy lan thir nhit.

- S vin ban cua lién co quan ban hanh ghi lién tuc véi so van ban cung
tén loai cia co quan, to chirc chu tri.
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- SO van ban mat ghi lién tuc v&i sd van ban khong mat cung tén loai
van ban.

b) Ky hi€u van ban gom nhém chir viét tit cua tén loai vin ban va tén
co quan ban hanh van ban.

- Ky hiéu tén loai vin ban 13 chit cai diu cac am tiét cia tén loal van
ban, nhu: NQ (nghj quyét), CT (chi thi), KL (két lusn), QC (quy ché),
BC (bao cao)...

Ky hiéu mét sb tén loai van ban thong nhit nhu sau:
Quyét dinh: QD

Quy dinh: Qbi

Chi thi: CT

Chuong trinh: CTr

Thong tri: TT

To trinh: TTr

- Ky hiéu tén co quan ban hanh van ban la nhitg chir cai diu cac 4m
tiét cua tén co quan ban hanh van ban.

+ Ky hi€u tén co quan ban hanh vin ban cia dai hoi dang cac cép
(gom dai héi, doan chu tich, doan thu ky, ban thim tra tu cach dai biéu, ban
kiém phiéu) ghi chung chit viét tit Ia "DH".

Vi du 1: Bao cdo cua dai hoi

S6 16-BC/PH
Vi du 2: Bién ban ctia ban kiém phiéu

S6 18-BB/PH

+ Ky hiéu tén co quan ban hanh vin ban cta cip uy, co quan, t& chirc
dang cac cap ghi chir viét tit tén cp uy, co quan, t6 chuc dang do6.

Vi du 1: Quyét dinh cta Ban Kinh té Trung uong
S6 246-QD/BKTTW
Vi du 2: Huéng dan cua tinh uy
86 15-HD/TU
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Vidu 3: Cong van cua ban td chirc tinh uy
| 86 357-CV/BTCTU
Vi du 4: Bao cao cua huyén uy

Sé 76-BC/HU

+ Ky hiéu tén co quan ban hanh van ban cua lién co quan ban hanh ghi
chir viet tat tén cic co quan, to chirc ban hanh van ban.

Vi du: Quy ché ciia lién co quan ban t6 chirc tinh uy va ban dan véan

tinh uy
S6 05-QC/BTCTU-BDVTU

Ky hiéu mot s6 tén co quan ban hanh van ban thng nhat nhu sau:

* Cac dang uy va chi b

Pang uy quén su: PUQS; riéng Quén uy Trung wong: QUTW

Pang uy cong an: PUCA

Pang uy bién phong: DPUBP

Pang uy khdi: PUK

Cac dang uy khac: bU

Chi bd: CB

* Cac co quan tham muu, giup viéc

Uy ban Kiém tra Trung uvong: UBKTTW

Ban td chirc tinh uy: BTCTU

Ban tuyén gido huyén uy: BTGHU

* Pang doan: DD

* Ban can sy dang: BCSD

* Ban chi dao: BCD

* Tiéu ban: TB

* Hoi dong: HD

1.3.2. Ky thudt trinh bay

Sé vin ban viét bang chir sé A-rap. S van ban nhé hon 10 phai ghi
s6 0 phia trudc; giita so va ky hiéu c6 dau gach noi (-), gilra chir viet tat tén
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loai van ban va chit viét tit tén co quan ban hanh van ban c6 ddu gach chéo (/),
gilta chir viét tit cua lién co quan ban hanh vin ban c6 d4u gach ndi ().

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

1.4. Dia danh va ngay, thing, ndm ban hanh vin bin
1.4.1. Thé thirc

“a) Dia danh ban hanh van ban 1a tén goi chinh thitc ciia don vi hanh
chinh (tén riéng cua tinh, thanh phd truc thuédc Trung uong; t€n riéng cua
huyen quén, thi xa, thanh phd thudc tinh; tén riéng cua xa, phuong, thi trin)
noi cap uy, co quan, t6 chirc dang dit tru sé.

- Vin ban ciia cip uy, co quan, té chirc dang cap Trung uong ghi dia
danh ban hanh vin ban 14 tén tinh, thanh phd truc thudc Trung vong.

Vi du 1: Vin ban ciia Ban Déi ngoai Trung uong (tru s tai thanh phé
Ha No6i)
Ha Ngi,
Vi du 2: Van ban cua Cuc Quan trj T.26 thudc Van phong Trung uong
Dang (tru s& tai thanh phd Pa Ning)
Da Ning,

- Vin ban cua cip uy, co quan, t6 chirc dang cAp tinh ghi dia danh ban
hanh van ban 1a tén tinh, thanh phé tryc thude Trung vong.

Vidu 1: Vin ban cua Tinh uy Quang Trj
Quang Tri,

Vi du 2: Vén ban cua Ban can sy dang Uy ban nhan dén tinh An Giang
An Giang,

- Vin ban cia cép uy, co quan, t4 chirc dang cip huyén ghi dia danh
ban hanh van ban 14 tén huyén, quan, thi x4, thanh pho thudc tinh.

Vidu 1: Vén ban ctia Huyén uy L4m Ha (tinh Lam Dong)
Ldam Ha,
Vidu 2: Van ban ciia Ban Dan van Huyén uy Tuin Gi4o (tinh Dién Bién)
Tuan Gido,
- Vin ban cia cip uy, co quan, to chtrc dang cip co sd & xa, phuong,
thi tran ghi dia danh ban hanh vin ban 1a tén x4, phuong, thi trén.
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Vi du 1: Vin ban cia Dang uy x& Nhan Thing (huyén Gia Binh, tinh

Bac Ninh)
Nhdn Thdng,

Vi du 2: Vin ban ciia Chi bd thon Tridu Khic (xa Tan Triéu, huyén

Thanh Tri, thanh phé Ha Noi)
Tén Triéu,

- Van ban cta cap uy, co quan, t6 chic dang duoc 1ap & cac co quan

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

hanh vin ban theo dia danh ban hanh vin ban cia co quan cong tac, don vi
hanh chinh, su nghiép, t6 chirc kinh té...

- Vin ban cta lién co quan ban hanh ghi dia danh ban hanh van ban
theo dia danh ban hanh van ban cua co quan, td chirc chu tri.

- Ghi thém cép hanh chinh trudc dia danh ban hanh van béan trong céac
truong hop sau day:

+ DPia danh mang tén ngudi, dia danh mot am tiét, dia danh theo sb
thur tu.

Vi du 1: Dia danh hanh chinh mang tén nguoi
Qudn Hai Ba Trung; Phuong Lé Dai Hanh...
Vi du 2: Dia danh hanh chinh mot 4m tiét
Thanh pho Hué; Phuong Budi...
Vi du 3: Dia danh hanh chinh theo sb thir tu
Phuwong 7; Quan 1...

+ Pia danh c6 tén riéng cta huyén, quan, thi x4, thanh pho thudc tinh
tring v6i tén riéng cla tinh; tén riéng ciia xd, phuodng, thi tran thudc huyén
tring vai tén riéng cua huyén...

Vi du 1: Van ban cua cdp uy, co quan, td chic dang thanh phd Hoa
Binh, tinh Hoa Binh
Thanh phé Hoa Binh,
Vi du 2: Van ban cua cép uy, co quan, td chirc dang Thi trAn Cho Mdi,
huyén Chg Mdi, tinh Bic Kan
Thi tran Chy Méi,
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b) Ngay, thang, nam ban hanh vin ban 13 ngdy, thang, nim van ban
duoc ngudi ¢6 thim quyén ky ban hanh.

1.4.2. Ky thudt trinh bay

Ngay duéi 10 va thang duéi 3 phai thém sb 0 & trudc va viét ddy du
chir ngay, thang, ndm; giira dja danh va ngay, thang, ndm ban hanh vin ban
c6 dau phay (;)-

Vi du:
Ha N¢i, ngay 03 thang 02 ndm 2018
Cép hanh chinh truéc dia danh ban hanh vin ban c6 thé ghi chir viét tit
la TP (thanh phd), TX (thi xd), TT (thi trin)...
Vi du:
TP. H6 Chi Minh; Q. Lé Chan...

Dia danh va ngay, thing, nam ban hanh viin ban trinh bay dudi tiéu dé
(6 s6 4, Phu luc ).

1.5. Tén logi vin ban va trich yéu npi dung van bdn
1.5.1. Thé thirc

- Tén loai van ban 1a tén cua timg loai van ban. Céac van ban ban hanh
deu ghi tén loai vin ban, trir cdng vin. Trich yéu nodi dung van ban la mét ciu
ngin gon hodc mot cum tir phan anh ndi dung chu yéu cua van ban.

Vi du:
BAO CAO
két qua dai hdi chi b nhiém ky 2017 - 2020

- Cung mot tén loai vin ban ma cap uy hodc ban thudng vu cp uy ban
hanh c6 thé ghi tén tac gia trong trich yéu noi dung vin ban.

Vi du:
KET LUAN
CUA BAN THUONG VU HUYEN UY
vé cong tac can bd

- Rleng b4o cao chinh trj do cip uy khoa duong nhiém trinh dai hoi
déang céc cip ghi tén loai va trich yéu nodi dung van ban nhu sau:
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+ Trudng hop béo céo chinh trj c6 chu dé

Vi du:
...(NOI DUNG CHU DE)...
(bdo cdo cua... khod... trinh dai héi... lan thit...)

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

(bdo cdo cua... nhiém kp... trinh dai hji... nhiém ky...)

1.5.2. Ky thudt trinh bay

Tén loai van ban trinh bay mot dong riéng, trich yéu noi dung van ban
trinh bay dudi tén loai van ban; phia duéi trich yéu n6i dung vén ban c6 nam
(5) dau gach ndi (-) ngan cach v6i ndi dung vén ban.

Tén loai va trich yéu ndi dung vian ban trinh bay chinh giita trang dau
vin ban (6 s0 5a, Phu luc 1).

Riéng trich yéu noi dung van ban cia tén loai cong vén trinh bay dudi
s6 va ky hiéu vin ban (6 s6 5b, Phu luc 1).

Vi du:

S6 268-CV/VPTU

Chudn bi h,o‘j nghi truc tuyén
quan triét Nghi quyét Trung wong 6 khod XII

1.6. Ngi dung vin ban
1.6.1. Thé thirc

Noi dung vin ban la thanh phan thé thic chu yéu ctia vin ban. Noi
dung vin ban phai bao dam céc yéu cau sau day:

- bang chu truong, duong 16i cua Pang, phap luit cua Nha nudc.

- Phu hop véi tén loai vén ban; dién dat phé thong, chinh x4c, rd rang,
dé hiéu.

- Chi viét tit nhimng tir, cum tir théng dung. C6 thé viét tat nhitng tu,
cum tir st dung nhiéu l4n trong van ban, nhung céc chir viét tat 1an dau cua
tir, cum tir phai dat trong dau ngodc don ngay sau tur, cum tir do.
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- Khi vién dan can ghi ddy du tén loai van ban; sb, ky hiéu van ban,
ngay, thang, ndm ban hanh vin ban, tén co quan ban hanh vin ban va trlch

yéu noi dung vin ban; cac lan vién dan tiép theo chi ghi tén loai va s6, ky
hi€u cua vin ban do.

- Giai thich rd cac thuét ngir chuyén mén sir dung trong vin ban.

- Tuy theo ndi dung, vin ban dugc bd cuc theo phan, chuong, muc,
diéu, khoan, diém... cho phu hop.

1.6.2. Ky thudt trinh bay

Thong thuong ndi dung ban vin duge dan déu ca hai 18; khi xudng
dong, chir du dong 1bi vao khoang 10 mm; khoang cach giira cac doan vin
ban (Spacing) t6i thiéu 1a 6pt; khoang cach giira cac dong (Llne spacing) tbi
thiéu 1a 18pt (Exactly); két thiic ndi dung vin ban cé dau chim (.).

Nhitng van ban cé phan can cit ban hanh, mbi cin cu tnnh bay mét
dong riéng, cudi dong c6 ddu chidm phay (;), riéng cin ctr cudi ciing c6 diu

phay ().

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

Al

+ Phan, chuong: Céc tir "Phin" "Chuong" va s6 thir tu cia phan,
chuong trmh bay mot dong rleng, chmh giita; s6 thir tu cua phan, chuong
dung chir s La M4 hoic ghi bang chir; tén phan, chuong (néu co) trinh bay
ngay dudi tir "Phan", "Chuong".

+ Muc: Tir "Muc" va s6 thir tu clia muc trinh bay mét dong riéng, chinh
gilta; sb thir tu ciia muc dung chit s6 A-rap; tén muc (néu c6) trinh bay ngay
dudi tir "Muc".

+ Piéu: Tur "Dleu" s6 thir tu va tén diéu (hoac ndi dung cua dleu) trinh
bay cung mét dong; s6 thir tu cia didu dung chit s A-rép, sau sb thi tu co
dau chim (.).

+ Khoan: S6 thir tu cua khoan ghi bang chit s6 A-rép; sau sé tha tu coa
khoan c6 ddu chdm ), tlep dén tén khoan (néu c0) va ndi dung cia khoan.

+ Piém: Thir tr cac didm dugc ghi bang chir cai tiéng Viét theo thir tu
a, b, c..., sau chit cii c6 ddu ngoic don dong va noi dung cia diém.

No6i dung vin ban trinh bay dudi tén loai va trich yéu néi dung van ban
(6 s6 6, Phu luc 1).
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1.7. Quyén han, chirc vu, ho tén va chit ky ciia nguwoi cé thim quyén
1.7.1. Thé thirc

- Quyén han ky vén ban cta mdi cép uy, co quan, t6 chirc dang phai
duoc quy dinh bang van ban.

Péi voi vin ban cta dai hoi dang (dai hdi, doan chu tich, doan thu ky,
ban thim tra tu cach dai biéu, ban kiém phiéu), cip uy, uy ban kiém tra, dang
doan, ban can su dang, hoi ddng cac cp: Dé ky 1a thay mat (ky hiéu la T/M).

Péi véi van ban cia cac co quan tham muu, giup viée, ban chi dao, tiéu
ban..., cac don vi dugc thanh 1ap theo quyét dinh cua co quan, td chirc dang
céc cAp: Chp trudmg ky dé ky truc tiép, khi cip phé ky dé ky Ia ky thay (ky
hiéu la K/T).

Péi v6i vin ban dugce ban thudng vu cap uy hodc thu trudng co quan,
td chirc dang cac cap uy quyén: Dé ky 14 thira 1énh (ky hiéu 1a T/L).

- Chire vu ctia ngudi ky van ban 1a chirc vu chinh thirc cua nguoi ¢o
thdm quyén ky vin ban cila cap uy, co quan, to chirc dang.

Ghi dung chitc vu dugc bau, bd nhiém hodc phén cong cia ngudi ky
van ban; khong ghi tén cép uy, co quan, td chirc dang kém theo chuc vu cia
ngudi ky van ban (nhu pho bi thu tinh uy, truéng ban to chic, chit nhiém uy
ban kiém tra...), trir vin ban cta ban chi dao, tiéu ban, hdi dong... (trudng
hop ban chi dao, tidu ban, hoi dong... khéng c6 con du riéng) va van ban
cia lién co quan ban hanh.

Vin ban cua dai hoi, doan chu tich do doan chu tich phén cong nguoi
ky; van ban ctia doan thu ky do truong doan thu ky ky; van ban cla ban tham
tra tu cach dai biéu do truéng ban thAm tra tu cach dai biéu ky; van ban cua
ban kiém phiéu do truéng ban kiém phiéu ky. Viéc ky van ban cua dai hoi,
doan chi tich, doan thu ky, ban thdm tra tu cach dai bidu va ban kiém phiéu
thue hién theo quy ché dai hoi.

Khi thay mat cip uy, uy ban kiém tra, ban can su dang, dang doan, hoi
ddng cac cap ky vin ban, chi ghi chirc vu ngudi ky van ban d6i véi cac dong
chi 14 bi thu, pho bi thu, chii nhiém, phé chi nhiém, chu tich, ph6 chu tich;
khong ghi chirc vu nguoi ky van ban 1a uy vién.
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- Ho tén cua nguoi ky van ban 14 ho tén diy du cua nguoi ky van ban;
khéng ghi hoc ham, hoc vi, quan ham, danh hiéu... truéc ho tén cua ngudi ky
van ban.

- Chu ky thé hién trach nhiém v thdm quyén cta nguoi ky dbi véi van
ban ctia cdp uy, co quan, t§ chirc dang; khong ky nhdy, ky tit vao vin ban
ban hanh chinh thuec.

Quyén han, chirc vu, ho tén va chit ky cua ngudi c6 tham quyén cu thé
nhu sau:

a) P4i v6i vin ban cia dai hoi dang céc cép
- Trudng hop dai hdi cé con dau riéng.
Vidu 1: Vin ban cua dai hoi, doan chu tich
T/M POAN CHU TICH
(chir ky)
Ho va tén
Vi du 2: Vian ban cia doan thu ky
T/M POAN THU KY
TRUONG POAN
(chir ky)
Hgo va tén
Vi du 3: Vin ban ctia ban thdm tra tu cach dai biéu
T/M BAN THAM TRA TU CACH PAI BIEU
TRUGNG BAN
(chir ky)
Ho va tén
Vi du 4: Vin ban cua ban kiém phiéu
T/M BAN KIEM PHIEU
TRUONG BAN
(chir ky)
Ho va tén
- Trucmg hop dai héi khéng c6 con dau riéng, sau dai h¢i, lanh dao van

phong cip uy thira 1énh ban thuong vu cap uy nhiém ky md&i xac nhéan chir ky
cia ngudi thay mét doan chu tich, trudng doan thu ky, truéng ban tham tra tu
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cach dai biéu, truong ban kiém phiéu ky vdn ban hodc ngudi chiu trach
nhiém chinh.

Vi du 1: Xac nhan chit ky cta ngudi thay mat doan chu tich

T/M POAN CHU TICH

(chir ky)

Ho va tén

Xac nhan chir ky ctia déng chi...
’ _ T/LBANTHUONGVU ‘
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)

(chit ky)

Ho va tén

Vi du 2: Xac nhéan chit ky cia ngudi thay mat doan chu tich ddi véi
bién ban dién bién dai hoi

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

X4c nhén chit ky ctia dong chi...

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

(chix ky)
Ho va tén
Vi du 3: Xéc nhan chit ky cta ddng chi trudng doan thu ky di véi bién
ban thao luan tai hoi trudng, bién ban thao luan tai doan

NGUOI GHI BIEN BAN T/M DqAN THU KY
| TRUGNG DOAN
(chit ky) (chit ky)
Ho va tén Ho va tén

Xac nhan chir ky ciia dong chi...

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

(chit ky)

Ho va tén
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Rleng nghi quyét dai hdi do ddng chi bi thu hodc phé bi thur cdp uy
(néu ddng chi bi thu da thay mat doan chu tich ky) xac nhan

Vi du:
T/M POAN CHU TICH
(chit ky)
Ho va tén
Xac nhén chit ky ciia ddng chi...

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

(chit ky)

Ho va tén
b) Dox v6i van ban ciia cdp uy, uy ban kiém tra, dang doan, ban can su
dang cac cip
- Vin ban cua cép uy tir Trung wong dén co so.
+ Van ban cua Ban Chép hanh Trung wong, B6 Chinh tri, Ban Bi thu.

Vi du 1: Vin ban cua Ban Chap hanh Trung uvong

T/M BAN CHA:P HANH TRUNG UONG
TONG Bi THU

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

+ Van ban cua tinh uy, thanh uy, dang uy tryc thuc Trung wong va ban
thuong vu tinh uy, thanh uy, dang uy truc thuéc Trung wong.
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Vidu 1: Vin ban cuia tinh uy
T/M TiNH UY
Bf THU (hodc PHO Bi THU)
(chit ky)
Ho va tén
Vi du 2: Vin ban ctia ban thudng vu tinh uy, thanh uy, dang uy
T/M BAN THUONG VU
Bi THU (hoic PHO BI THU)
(chir ky)
Ho va tén
+ Vin ban ctia huyén uy, quin uy, dang uy truc thudc tinh uy, thanh uy
va ban thudng vu huyén uy, quan uy, dang uy truc thudc tinh uy, thanh uy.
Vidu 1: Vin ban cda huyén uy
~ T/MHUYEN UY
BI THU (hoic PHO BI THU)
(chit ky)
Ho va tén
Vi du 2: Vin ban cua ban thuong vu huyén uy, quan uy, dang uy
T/M BAN THUONG VU
Bi THU (hoiic PHO BI THU)
(chit ky)
Ho va tén

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

Vidu 1: Vian ban cta dang uy co s&
~ TMPANG UY
BI THU (hodc PHO BI THU)
(chit ky)
Ho va tén
Vi du 2: Vin ban cua ban thuong vu dang uy co sé

T/M BAN THUONG VU
BI THU (hoic PHO BI THU)
(chit ky)

Ho va tén
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+ Van ban caa dang uy b phén truc thudc dang uy co so.

Vi du:
' T/M PDAN G, UY
Bi THU (hoic PHO Bi THU)
(chit ky)
Ho va tén
+ Van ban cua chi bd (chi bg co sd, chi bd truc thudc dang uy co s& va
chi bd truc thudec dang uy bo phan).

Vi du:
~ TMCHIBQ
BI THU (hodc PHO BI THU)
(chir ky)
Ho va tén

+ Riéng c4c vin ban ciia cip uy kho4 duong nhiém trinh dai hoi dang cac
cép (gém: bdo cdo chinh tri, bdo cdo kiém diém cua ban chdp hanh, bao cdo
cong tac nhan su ban chdp hanh nhiém ky méi) do ddng chi bi thu cip uy ky.

- Vin ban cua uy ban kiém tra cac cap.

Vi du: .
. T/MUY BANKIEM TRA
CHU NHIEM (hoic PHO CHU NHIEM)

(chir ky)
Ho va tén
- Vin ban cia dang doan cac cap. |
Vi du:
. T/MBPANG POAN
BI THU (hoic PHO BI THU)
(chir ky)
Ho va tén

- Vian ban cua ban cén su dang cac cap.

Vi du: ] )
T/M BAN CAN SU DANG
BI THU (hoic PHO BI THU)
(chit ky)
Ho va tén
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¢) Péi vé6i vin ban ctia cac co quan tham muu, gilp viéc cap uy va cac
don vi dugc 14p theo quyét dinh cta co quan, t6 chirc dang cac cap

- Cap trudng ky truc tiép.
Vidu 1: Truong ban ky
TRUONG BAN
(chit ky)
Ho va tén
Vi du 2: Quyén (ky hiéu 1a Q) chanh vin phong ky
Q. CHANH VAN PHONG
(chit ky)
Ho va tén
- Cép pho ky thay.
Vi du:
K/T TRUONG BAN
PHO TRUONG BAN
(chit ky)
Ho va tén
- Khi chua bd nhiém cip trudng thi cip phé dé ky truc tiép, khong dé
ky thay clp truéng.
Vi du: Pho trudng ban phu trach ky
PHO TRUONG BAN
(chit ky)
Ho va tén
d) B6i véi van ban uy quyén, ngudi duge uy quyén truc tiép ky, khong
uy quyén cho ngudi khac ky thay
Vi du 1: Lanh dao van phong dugc ban thuong vu cip uy uy quyén ky

T/L BAN THUONG VU
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG)
(chit ky)
Ho va tén
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Vidu 2: Lanh dao van phong dugc thu truédng co quan, t6 chic dang uy
quyén ky
, ) T/L TRUONG BAN ) ‘
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)
(chit ky)
Ho va tén

d) D4i voi van ban ctia cac ban chi dao, tiéu ban, hoi dong... cac cap
- Truong hop ban chi dao, tiéu ban, hdi dong... c6 con dau riéng.

Vidu 1: )
TRUONG BAN CHi PAO
(chit ky)
Ho va tén

Vidu?2: .
K/T TRUONG TIEU BAN
PHO TRUONG TIEU BAN
(chirky)
Hg va tén
Vi dy 3: ,
T/M HQI PONG
CHU TICH
(chir ky)
Ho va tén
- Truong hop ban chi dao, tiéu ban, hoi dong... khéng c6 con diu
riéng, phai c6 quy dinh sir dung con dau cia ban chi dao, tiéu ban, hoi
dong. .. Quyén han ky van ban va viéc sir dung con du cua ban chi dao tiéu
ban, hoi dong... cAn phu hop véi quy dinh st dung con diu cia cép uy, co
quan, t6 chirc, thuén loi cho viéc ban hanh va quan ly van ban Ghi 6 chire
vu ciia ngudi ky van ban gin véi viée st dung con déu cta cap uy, co quan,
t6 chirc va chirc vu kiém nhiém & ban chi dao, tiéu ban, hdi ddng. ..

Néu ngudi ky van ban cta ban chi dao, tiéu ban, hoi déng... 1a bi thu,
pho bi thu, uy vién ban thuong vu cip uy sir dung con déu cua cip uy; néu
khong 1a bi thu, pho bi thu, uy vién ban thudng vu cdp uy, nhung la lanh dao
co quan thudng truc ban chi dao, tidu ban, hoi déng... str dung con diu cia
co quan thudng truc; cic truong hop khac, sir dung con déu cua co quan, td
chirc, noi ngudi ky van ban la lanh dao co quan, té chuc.
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Vi du 1: Ngudi ky van ban 1a bi thu, pho bi thu, uy vién ban thuong vu
cap uy, st dung con d4u cua cip uy
Bi THU (hoic PHO BI THU, UY VIEN BAN THUONG VU)
) kiém ]
TRUGNG BAN CHI PAO
(chit ky)
Ho va tén
Vi du 2: Ngudi ky van ban 1a lanh dao co quan thuong tryc ban chi
dao, tiéu ban, hoi déng. .. str dung con dAu cta co quan thuong truc
TRUGNG BAN TO CHUC
. kiém
CHU TICH HOI DPONG
(chit ky)
Ho va tén
Khi phé trudng ban chi dao, pho truéng tiéu ban ky vin ban, khong dé
ky thay trudng ban chi dao, truong tiéu ban; phé chu tich hoi déng ky van
ban khong dé ky thay mat hoi dong. ..
Vidu 1:
UY VIEN BAN THUONG VU
] 9kiém “
PHO TRUONG TIEU BAN
(chit ky)
Ho va tén
Vidu 2:
TRUONG BAN TUYEN GIAO
kiém
PHO CHU TICH HQI PONG
(chit ky)
Ho va tén
e) Dbi vdi bién ban hoi nghi cip uy, co quan, tb chirc dang cac cap
- Truomg hop duge dong diu 1én chir ky ctia ngudi chu tri hdi nghi theo
quy dinh str dung con déu caa cip uy, co quan, t6 chire dang.
Vi du: |
NGUGOI GHI BIEN BAN CHU TRI HOI NGHI
(chit ky) (chit ky)
Ho va tén Ho va tén
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- Truong hop khong duge déng dau 1én chir ky cua ngudt chu tri hoi
nghi theo quy dinh sir dung con dau cua cép uy, co quan, td chirc dang thi
lanh dao vén phong thira 1énh ban thudng vu cép uy, thu trudng co quan, to
chirc dang x4c nhan chir ky cuia nguoi chi tri hoi nghi.

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

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

(chir ky)

Ho va tén

g) D4i véi van ban cua lién co quan ban hanh, ghi day du chic vu cua
ngudi ky van ban va tén co quan, t6 chirc ban hanh vin ban.

Vi du: Van ban cua lién co quan Vian phong Tinh uy va Vin phong Uy
ban nhan dén tinh

CHANH VAN Pp(‘)Ng; CHANH,VAN le(‘)NG
UY BAN NHAN DAN TiNH TiNH UY
(chit ky) (chit ky)
Ho va tén Ho va tén

1.7.2. Ky thudt trinh bay

Quyén han, chirc vu ciia ngudi ky vén ban trinh bay géc phai, duéi ndi
dung vin ban (6 s6 7a, Phu lyc 1).

Ho va ten ctua ngudi ky van ban trinh bay dudi chir ky cia nguoi ky
vin ban (6 s6 7b, Phu luc 1).

Chir ky ctia ngudi ¢6 tham quyén ky van ban trinh bay dudi quyén han,
chirc vu ctia ngudi ky van ban (6 s6 7c, Phu luc 1). Khéng dung bt chi, muc
mau d6 hodc mau nhat, muc dé phai d€ ky van ban.

Riéng bién ban héi nghi cap uy, co quan, td chirc dang cac cip va van
ban cua lién co quan ban hanh trinh bay quyén han, chitc vu, ho tén va chit
ky cua ngudi c6 thAim quyén ky van ban co quan chu tri, nguoi chiu trach
nhlem chinh & phia phai, cac co quan, ngudi tham gla khac trinh bay & phia
trai, néu nhiéu co quan, ngudi tham gia thi trinh bay xubng dong dudi.
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1.8. Déu co quan, té chirc ban hanh vin bin
1.8.1. Thé thiec

Dau co quan, tO chirc ban hanh van ban x4c nhan phap nhan, thim
quyén cua co quan, td chirc ban hanh vin ban.

Vin ban ban hanh phai déng diu dé bao dam gié tri phap ly va hiéu luc
thi hanh.

1.8.2. Ky thudt trinh bay

Déu co quan, t6 chirc ban hanh vin ban trinh bay duéi quyén han, chirc
vu cua nguoi ky van ban (6 s6 8, Phu luc 1).

Déu déng phai o rang, ngay ngan, dung chiéu, trim 1én khoang 1/3
chit ky vé phia bén trai. Muc dau mau dé tuoi.

Bién ban hoi nghi cip uy, co quan, td chirc dang cac cap cé tir 2 trang
tr& 16n phai déng dau giap lai. Déu giap lai duge déng vao khoang gitta mép
phai cda van ban, phu luc vén ban, trim lén mdot phan cac t& gidy, moi khuén
d4u déng téi da 5 to gidy. Viéc dong diu giap lai d6i v6i cac van ban khac,
dong du vao phu luc vin ban do ngudi ky van ban quyét dinh. Déu déng vao
phu luc vén ban tai trang dAu, trim 1én mot phan tén cua phu luc.

Viéc dong d4u ndi, diu udt, ddu thu nho. .. trén vin ban thuc hién theo
quy dinh cua cap uy, thu trudng co quan, t chirc dang.

1.9. Noi nhidn van ban
1.9.1. Thé thirc

Noi nhan vin ban x4c dinh nhiing co quan, to chirc, c4 nhan nhén van
ban dé bao céo, dé thuc hién, dé giai quyét, dé trao doi, de biet, d¢ luu...; noi
nhén van ban duogc xac dinh cu thé trong van ban.

Vin ban chi giti mot s6 co quan, to chirc, ca nhén thi ghi tén ting co
quan, t0 chirc, ca nhin nhdn vén ban; vdn ban giri nhi€u co quan, t6 chtre, ca
nhan thi ghi chung theo nhém co quan, t6 chirc, ca nhén.

Vi du:

- C4c tinh uy, thanh uy,

- Céc dong chi Uy vién Ban Chép hanh Trung uong,
- Luru Van phong Trung uvong Dang.
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1.9.2. Ky thudt trinh bay

Noi nhén van ban trinh bay gdéc phai, dudi ndi dung van ban (6 sb 9a,
Phu luc 1). Tir "Noi nhdn" trinh bay mét dong riéng, phén liét ké cac co quan,
t0 chirc, ca nhan nhén van ban trinh bay dudi tir "Noi nhan".

Péi véi tén loai cong van, trinh bay tir "Kinh giri" va tén co quan, to
chirc, ca nhan tryc ti€p nhéan giai quyét cong viéc cung dong véi tir "Kinh
gui" & chinh giita, trang dau van ban (6 sé 5a, Phu luc 1). O dong dau phin
noi nhan cudi van ban c6 thém tir "Nhur trén".

D6i v6i tén loai to trinh, trinh bay thém tir "Kinh giri" va tén co quan,
t6 chirc, c4 nhén truc tiép nhan giai quyét cong viéc cing dong véi tir "Kinh
gui" dudi tén loai va trich yeu ndi dung vin ban (6 sé 9b, Phu lyc 1). O dong

\

dau phan noi nhén cudi vin ban c6 thém tir "Nhu trén".

Sau céc tir "Noi nhan", "Kinh gii" ¢6 dau hai cham (:), sau mdi co
quan, t6 chirc, ca nhan hodc nhém co quan, t6 chirc, ca nhan nhin vin ban c6
dau phay (,), ket thic noi nhin vin ban c6 dau cham ().

2. Cac thanh phin thé thirc bd sung

Ngoai céac thanh phén thé thirc bat budc, tuy ndi dung va tinh chit timg
vin ban cu thé, ngudi ky vin ban quyét dinh bd sung c4c thanh phan thé thirc
sau day:

2.1. Dau chi mirc dp mdt, mirc dp khan

- Déu chi mtrc d6 mat gdm: Mat, t6i mAt, tuyét mat. Viéc x4c dinh mirc
dd mat thyc hién theo quy dinh ctia phap luit vé bao vé bi mat nha nuéc va
quy dinh cta cép uy, co quan, td chirc dang. Con diu chi mic d6 mat dugc
khéc theo huréng din ciia B Cong an. Muc diu mau do tuoi. D4u chi mirc 46
mat trinh bay duéi s6 va ky hiéu vin ban (6 s6 10a, Phu luc 1).

- D4u chi mirc db khin gém: Khén, thugng khén, hoa tdc. Tuy mirc 46
can chuyén nhanh vin ban dé xac dinh d6 khan. Muc dau mau d6 tuoi. Dau
chi mirc d6 khan trinh bay dudi dau chi mirc 46 mét (6 so 10b, Phu luc 1).

2.2. Chi din pham vi lwu hanh, dw théo vin ban

- Péi véi nhimg vin ban c6 pham vi, déi twong phd bién, st dung han
ché, ghi chi din pham vi luu hanh nhu: Tai liéu thu hdi; Xong hoi nghj tra
lai; Xem xong tra lai; Luu hanh ndi bg; Tai liéu hodi nghi; Khong phé bién
trén cac phuong ti€n thdng tin dai ching...
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Cac chi din vé pham vi luu hanh trinh bay trang dau, goc phai, cach
mép trén trang gidy 10 mm (6 s6 11a, Phu luc 1). Riéng chi d4n "Khéng phd
bién trén cac phuong tién théng tin dai chung" trinh bay chinh gitta, phia
dudi quyén han, chirc vu, ho tén va chit ky ctia ngudi c6 thAm quyén.

- P&i véi van ban du thao nhiéu lan, st dung chi dan lan du thao.
Chi dan vé du thao van ban trinh bay dudi s6 va ky hiéu van ban (6 s6 11b,
Phu luc 1).

2.3. Ky hiéu ngwoi danh mdy va s6 lwong ban phdt hanh

Déi véi nhimg vin ban can quan ly chit ché vé s6 luong ban phét hanh,
ghi ky hiéu ngudi danh may va sé lugng ban phat hanh.

Ky hiéu ngudi danh may va sé lugng ban phat hanh trinh bay cubi noi
lwu vin ban (6 s6 12, Phu luc 1).

2.4. Thong tin lién hé cia co quan ban hanh vin ban

Néu can thiét, trong cac van ban, gidy to hanh chinh cta cap uy, co
quan, t& chure dang céc cdp ghi thém dia chi co quan, to chic, dia chi thu dién
ttr (email), sb dién thoai, sé fax, dia chi trang thong tin dién tir (website).

Thong tin lién hé clia co quan ban hanh van ban trinh bay trang cubi
cung cua vin ban, dudi mot duong ké nét lién kéo dai hét chiéu ngang cua
ving trinh by van ban (6 s6 13, Phu luc 1).

3. Ban sao va cdc thanh phin thé thirc ban sao
3.1. Cac loai ban sao
C6 3 loai ban sao:

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

- Ban sao luc: La ban sao lai toan van van ban cua co quan khac do co
quan nhan van ban dugc phép nhéin sao va phat hanh.

- Ban trich sao: La ban sao lai mét phan néi dung tir ban chinh do co quan
ban hanh ban chinh hodc co quan luu trir dang quan ly ban chinh thuc hién.

3.2. Cac hinh thirc sao

- Sao thong thuong: La hinh thirc sao bang cach trinh bay lai ndi dung
van ban can sao.
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- Sao photocopy: La hinh thirc sao bang cach chup lai vin ban bang
may photocopy, mdy fax hoic cac thiét b chup anh khac.

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

- Pé bao dam gia tri phap ly va hiéu luc thi hanh, cac loai ban sao phai
co du cac thanh phan thé thirc ban sao. Cac thanh phan thé thirc ban sao trinh
bay cudi vin ban can sao, ngin cach vi vin ban can sao bang mét dudng ké
nét lién, c6 do dai hét chiéu ngang cua vung trinh bay vin ban.

Van dung thé thirc va k§ thuat trinh bay cac thanh phan bat budc de
trinh bay cac thanh phin thé thic ban sao tuong tng, déng thoi lvu v mot sb
diém nhu sau:

+ Tén co quan sao vin ban xac dinh cap uy, co quan, t6 chirc dang sao
van ban.

Tén co quan sao van ban trinh bay goc trai, dong d4u, ngay dudi dudng
ngan cach véi ndi dung vin ban can sao (6 sé 14, Phu luc 2).

+ 86 va ky hiéu ban sao: S6 ban sao ghi lién tyc tir s6 01 trong mot
nhiém ky cép uy; ky hiéu ban sao ghi chung chir viét tit 13 "BS".

S6 va ky hiéu ban sao trinh bay can d6i dudi tén co quan sao vin ban
(6 56 15, Phu luc 2).

+ Chi din loai ban sao gitip cho viéc quan ly va sur dung ban sao. Tuy
thudc vao loai ban sao dé ghi chi din loai ban sao 13: Sao y ban chinh, sao
luc, hoac trich sao.

Chi din loai ban sao trinh bay goc phai, dong dau, ngang véi tén co
quan sao vin ban (6 s6 16, Phy luc 2).

+ Dia danh va ngay, thing, ndm sao van ban trinh bay dudi chi dan loai
ban sao (6 s6 17, Phu luc 2).

+ Churc vy, chir ky, ho tén cua ngu'(n ky sao trinh bay dudi dia danh va
ngay, thang, ndm sao vin ban (6 s6 18a, 18b, 18c, Phu luc 2).

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

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

- Péi vé6i van ban sao luc nhiéu l4n chi trinh bay mét lan thé thic sao
luc. Trudng hop van ban cin sao hét trang thi trinh bay cac thanh phén thé
thirc ban sao vao trang mdi va danh so trang tiép theo sb trang cua vin ban
cin sao, giita trang cudi vin ban cén sao va trang trinh bay cé4c thanh phan thé
thic ban sao dong dau giap lai.
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- P4i v6i ban sao bang hinh thirc photocopy

+ Néu photocopy vin ban can sao va c6 trinh bay cac thanh phan thé
thirc ban sao thi ban sao d6 ¢6 gia tri phap Iy nhu ban chinh.

+ Néu photocopy van ban can sao nhung khdng trinh bay cac thanh
phan thé thirc ban sao thi ban sao d6 chi c6 gia tri thong tin, tham khao.

4. Phong chir, khé gidy, dinh 1& trang viin ban, s6 trang va phu luc
4.1. Phong chir

Phong chir trinh bay trén vin ban ctia Pang 1a B mi cac ky tu chir
Viét theo Tiéu chuidn TCVN 6909:2001 (mau trinh bay cac thanh phan thé
thirc van ban va ban sao van ban tai Phu luc 3).

4.2. Khé giay

Vin ban cia Pang trinh bay trén khd gidy A4 (210 mm x 297 mm).
Céc loai van ban, giay to hanh chinh trinh bay trén khé gidy A4 hodc A5
(148 mm x 210 mm) hodc sir dung mAu in san.

4.3. Dinh Ié trang vin bin

- Vin ban cta DPang trinh bay theo chiéu doc cia trang gidy (dinh
hudng ban in theo chiéu doc), vung trinh bay nhu sau:

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

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

+ L& trai: Cach mép trai trang gidy 30 mm.

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

Trudng hop van ban in hai mét, mit sau vung trinh bay nhu sau:
+ L& trén: Cach mép trén trang gidy 20 mm.

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

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

+ L& phai: Cach mép phai trang gidy 30 mm.

- Truong hop ndi dung vin ban cd cac bang biéu thi c6 thé trinh bay
theo chiéu ngang cua trang gidy (dinh huéng ban in theo chiéu ngang). Can
cr vung trinh bay van ban theo chidu doc dé trinh bay van ban theo chiéu
ngang cho phu hgp.
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4.4. S6 trang viin bin
Vén ban c6 hai trang tré 1én phai ghi s trang bang chit s6 A-rép.

S4 trang trinh bay tai diém glua cach mép trén trang glay 10 mm va
cach déu hai mép phai, trai ctia phin c6 chir; khong danh sb trang d6i véi
trang thir nhét.

4.5. Phu luc van ban

Truong hop van ban cé phu luc kém theo phai c6 chi din vé phu luc
Phu luc véan ban phai ¢6 tiéu d&; van ban c6 tir hai phu luc tré 1én phai ghi s6
thir tw phu luc bang chit s A-rap.

Phu luc van ban trinh bay trang gidy riéng; tir "Phu luc" va sb thir tu
cua phu luc trinh bay thanh mdt dong riéng, chinh gitta vin ban. Tiéu dé cua
phu luc trinh bay dudi tir "Phu luc" va so thir tu cia phu luc.

III- TO CHU'C THUC HIEN

1. Hu6ng dan nay cé hiéu luc tir ngay ky, thay thé Huéng din sb
11-HD/VPTW, ngay 28/5/2004 cia Vin phong Trung wong Pang hudng din
vé thé thirc vin ban cua Dang va Cong van s6 2587- CV/VPTW/nb ngay
25/5/2010 cta Vian phong Trung uong Dang hudng din thém mot s diém vé
thé thirc vin ban ciia dai hoi va cac tiéu ban gitp viéc dai hoi.

2. Cac cip uy, tha trudng co quan, td chirc dang c6 trach nhiém thuc
hién Hudng dan nay.

Co quan Uy ban Kiém tra Trung uvong, Quan uy Trung uong, Dang uy
Cong an Trung wong va Déang uy Ngoa1 nuéc cu thé hoa mot sé diém trong
Huéng din nay cho phu hop véi dic diém t8 chuc va hoat ddng cua co quan
uy ban kiém tra, tb chirc dang trong quén do1, cong an va & nudc ngoai.

3. Giao Cuc Luu trir Van phong Trung uong Déng huc’mg dan, kiém tra,
theo doi viéc thuc hién Huéng dan nay; dé xuit stra dbi, bd sung hodc thay
thé khi can thlet

Noi phén: K/T CHANH VAN PHONG
- Céc tinh ug, thanh uy, PHO CHANH VAN PHONG

- Céac ban dang, ban can su dang, dang doan,
% B6{ Viin Thach

dang uy, ban chi dao, tiéu ban,

hoi déng truc thude Trung uong,
- Bdo, tap chi, nha xuét ban truc thuc Trung wong,
- Cuc Luu trit Vian phong Trung uong Dang,
- Luu Vin phong Trung vong Dang.
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Phu luc 1
so' d0 bo tri cac thanh phan thé thirc vin ban cia Dang
(Kem theo Hu'ong dan sé 36-HD/VPTW, ngay 03/4/2018
cua Vin phong Trung wong Ddng)

1. Tiéu dé "Pang Cong san Viét Nam";

2. Tén co quan ban hanh vin ban;

3. 6 va ky hiéu van ban;

4. Dia danh va ngay, thang, nim ban hanh van ban;
5a. Tén loai vin ban va trich yéu ndi dung vin ban;
5b. Trich yéu noi dung cong vin;

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

7a, 7b, 7c. Quyen han, chic vy, ho tén va chir ky
cia ngudi c6 thdm quyén;

T
20™™ 1la
\
2 | l 1
| 4
10b
I Sa |
«30™ L% ] {5om
|
6
—
9a I Ta
[ 12
Tc
[ 7b
(Duong ké nét lién)
13 ]
T
20™™
|
Ghi cha:

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

10a, 10b. Déu chi mirc d6 mét, muc do khén;
11a. Chi din vé pham vi luu hanh,

11b. Chi din vé du thao vin ban;

12. Ky hiéu ngudi danh méay va sé luong
ban phat hanh;

13. Thong tin lién hé cia co quan ban hanh
van ban.
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Phu luc 2 ,
so' d0 bd tri cac thanh phin thé thirc ban sao
(Kém theo Huéng ddn sé 36-HD/VPTW, ngay 03/4/2018
cua Van phong Trung vong Ddng)

—

(Duong ngdn cdch véi néi dung vin ban cdn sao)
14 | | 16
15 | | 17
«30™ > «—>
5™
20 | | 18a
| 18c
T
20™"
\
Ghi chu:

14. Tén co quan sao vin ban;

15. S6 va ky hiéu ban sao;

16. Chi dan loai ban sao;

17. Dia danh va ngay, thang, ndm sao van ban;

18a, 18b, 18c. Churc vy, chir ky, ho tén ngudi ky sao;
19. D4u co quan sao;

20. Noi nhéin ban sao.
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Phu Iuc 3

mAu trinh bay thé thirc vin ban va bén sao vin bén
(Kém theo Hudng dan s6 36-HD/VPTW, ngay 03/4/2018 cva Vin phong Trung wong Dadng)

TT Thanh phin thé thirc Loai chit | C& chir | Kiéu chir ohong sww.m.mwww% Roman)
1. | Tiéu & "Pang Céng san Viét Nam" In hoa 15 | Pimg, d4m PANG CONG SAN VIET NAM
2. |Tén co ncms ban hanh vidn ban, co
quan sao van ban
- Tén co quan cdp trén truc tiép In hoa 14 Pung DANG BO TiNH THAI NGUYEN
- Tén co quan ban hanh, sao vin ban In hoa 14 Dimg, dim HUYEN UY DPINH HOA
3. | S6 va ky hiéu van béan, ban sao In thudng 14 Pimg S6 127-QD/TW; Sé 24-BS/UBKTTU
| Dla danh v m [ngay, \hing, n3M BN\ . wuemg | 14 | Nghiéng |  HaLong, ngay 20 thing 02 nim 2018
5. | Tén loai vén ban va trich yéu néi dung
van ban
- Tén loai vin ban In hoa 15-16 | Pung, dam THONG BAO
- Trich yéu ndi dung van ban In thuong 14-15 | Pung, dam | veé quy hoach cin bo lanh dao, quan ly
- Trich yéu n6i dung tén loai cong van In thuong 12 Nghiéng Ché dj héi nghi va cong tdc phi
6. | N6i dung van ban In thuong 14-15 Pung Trong cong tac chi dao...
- Tir "Phén", "Chuong" va sb thtt tu| Inthuong | 14-15 | Dimg, ddm Phén I; Chwrong II
ctia phén, chuong (hogc: Phén thir nhit; Chwong thir hai)




‘ue@ Suon 3unij, Suoyd ugA -

Sung W03 yury,

‘Buon Buniy nyi 1g ueq - ’ Tl Suony u] | 3 nes ugyu €o ‘Onyo 9 ‘uenb 0o ug -

. yuLn Q1 ‘ugA

Sk SURBN | 1 | Sugnyup | Sugo réof ug 19A 10p 105 UL, AL -
o®s Ugq ‘Ugq UBA UEYU ION | 6

'ue 3uQ) 0g

gA Suon Suni] dnyo 9], ued BNO UEP Buony ‘ ueq UBA OBS ‘UBq
‘g 1g ueg end yuip Anb ooy ugry onyJ, ugA yuey ueq onyo o) ‘uenb 05 neq | ‘g

weN dgg uAn3N wep ‘Fun@ | vl Juony) uj ueq uga £ 1on3u end u) OH -

NHL 19 OHd 3un@g 14! 20V U] ueq ugA A3 1on3u enod A oy -

NA ONONHL NVE IW/L wep ‘Fung | vl 2Oy U] ugq ugA £ uey ugAng -

ueq UgA Oes

‘ueq ugA £y ugAnb wey) 99 1on3u enod
A3 0Yo BA U OY “0A 20D ‘UBY UWANQY | L

**-ueq ugA Sunp 10N (e 3ung@ S1-p1 | Suony uj w9l -

"9A quip AnQ 1 3ung SI-y1 | Buony uj ugoyy -

quiyd nIp 1A weyd ‘[ g wgp ‘Sun@ | SI-1 | Bueny Ul nQIp Ul eA M Ny 98 N1, AL -

0O9N AL HOIHLIVID wep ‘Fun@ | SI-vl eoy uJ ofuwt U, -

[ ORIl wep ‘Sun@ | SI-vl | Suenyul ofiwr eQw 113 QY 08 BA 00N, AL -

HNNHD HNIid AN0 wep ‘Sund | SI-vI1 eoY U] Buonypd ‘ueyd ug], -

(Upwioy map sauil] 1nyo Suoyd)

oy yurpy DYP MID] | DYI 2D | DYd 180 any ayp ueyd queyy, LL

9EdAQH 8L




18.HDVP36

TT Thanh v_.w:- thé thirc Loai chir o ch Kiéu chir Minh hoa
(phong chit Times New Roman)
- Tr "Noi nhén In thudng 14 Pung, c6 Noi nhan:
gach chan I
T _ A 1 : 4 a \ \ . - Cac huyén uy, thj uy, dang uy truc thujc,
..Zu,m.: Moh n..:m? t6 chirc, c4 nhan sau tir | In thuong 12 Ping - Céic ddng chi Tinh uy vién,
01 nhan - Luu Vin phong Tinh uy.
10.| D4u chi mirc d6 mat, mirc d6 khin
- Dau chi mirc d6 mat Thyc hién theo hudng dan cia B4 Céng an
- Déu chi mitc d6 khén In hoa 14 | Dimg, dam HOA TOC
11.| Chi dén pham vi luu hanh va du thao
van ban
- Chi dan pham vi luu hanh In hoa 12 | Pung, d4m XONG HOQI NGH] TRA LAI
- Chi dén du théo van ban In thudng 14 Nghiéng Du thao ldn 2
12.| Ky hiéu ngudi ddnh mdy va sé luong In hoa 8 Dung ABC.268
ban phat hanh
A in lién hé on 3 : ; S6 9A, Nguy&n Canh Chan, Ba Dinh, Ha Néi;
13. Hwoum tin lién hé cia co quan ban hanh | In thuong 10 Pimg dien aowmsﬁw\%%&dﬁ mum omw .a“ i msm,_.”
vén ban Cucluutru@VPTW.
14.| Chi d4n loai ban sao In hoa 14 | Ping, ddm SAO Y BAN CHINH
15.| S trang vin ban In thuong 14 Ding 2; 16; 28...




TINH UY LAM PONG
VAN PHONG
*

S6 0069-BS/VPTU
Sao Huong dan s6 36-HD/VPTW

Noi nhén:

- C4c d/c Tinh uy vién;

- Cé4c ban Tinh uy;

- Céac huyén, thanh uy, dang uy tryc thudc;
- Céc phong chuyén mén VPTU;

- Luu VPTU.

SAO Y BAN CHINH
Da Lat, ngay 9 thang 4 nam 2018

K/T CHANH VAN PHONG
O CHA VAN PHONG

Luu Thi Thuy Phuong



