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BQO CONG THUONG  CONG HOA XA HQI CHU NGHIA VIET NAM
_— Doc lap — Tw do — Hanh phic

S6: 42687QP-BCT Ha Néi, ngay o8 théng 6 nam 2013

. ; QUYET PINH

cyc THUONG MAI D'EN Tt Ban hanh Quy dinh vé thé thirc, k§ thuit trinh bay

JA CONG NGHE THONG Th

va mau cic loai van ban ciia B Cong Thuong

:  CONGVANDEN

f cv SO e g(d‘.....l.... . R
~'gayha/ 308 A NEM20L 5 BO TRUONG BO CONG THUGNG
o.U'U OSU ......... sececsesetces s ',

Can ctt Nghi dinh s§ 95/2012/ND-CP ngdy 12 thang 11 ndm 2012 cua
Chinh pht quy dinh chirc ning, nhiém vu, quyén han va co ciu t6 chirc ciia Bo
Cong Thuong;

Can ctr Thong tu s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cia Bo
N&i vu hudng dan the thire va k¥ thuét trinh bay van ban hanh chinh;

Can cr Théng tu s 25/2011/TT-BTP ngay 27 thang 12 nam 2011 cia B

Tu phap vé thé thirc, k§ thuét trinh bay vin ban quy pham phap luét ctia Chinh

phu, Thu tuéng Chinh phu, BS truéng, Thu truong co quan ngang B va van
ban quy pham phap luét lién tich;

Theo d& nghi ctia Chanh Vin phong Bo,
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy dinh vé thé thirc, k¥ thuat
trinh bay va mau cac loai van ban ciia B§ Cong Thuong.

Picu 2. Quyét dinh nay c6 hiéu luc thi hanh k& tir ngay ky va thay thé
Quyét dinh sé 4065/QD-BCT ngay 11 thang 8 nam 2011 cua BS truong Bo Cong
Thuong ban hanh Quy dinh v& thé thic, k§ thuat trinh bay va mau cac loai van
ban cia B Cong Thyong.

Piéu 3. Chanh ,Vén phong B0, Thu truéng cac don vi thudc B chiu trach
nhiém thi hanh Quyét dinh nay./.

Noi nhin:

- Nhu Piéu 3;

- Lanh dao Bg;

- Mang LAN (Cuc TMDT va CNTT thyc hién);
-Luu: VT, VP.

Hd Thij Kim Thoa



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

QUY DINH
Vé thé thirc, k¥ thuit trinh bay
va miu cdc loai vin ban ciia B6 Cong Thwong
(Ban hanh kem theo Quyet dinh s6: 428 8 /OD-BCT
ngay A thang 6 nam 2013 cua Bé trudéng Bé Céng Thiong)

_ Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va dbi trgng ap dung

1. Quy dinh nay quy dinh vé thé thire va k¥ thuat trinh bay van ban cua Bo
Céng Thuong d6i véi van ban quy pham phép luét, vin ban hanh chinh va ban
sao van ban. Cdc van ban chuyén nganh, gidy phép duoc thuc hién theo quy
dinh riéng.

2. Quy dinh nay 4p dung déi véi cac co quan, don vi thubc Bo Cong
Thuong.

Dicu 2. Phén loai vin ban

Cac véan ban hinh thanh trong qua trinh hoat déng cia B$ Céng Thuong va
céc co quan, don vi bao gdm:

1. Vin ban quy pham phap luét do B6 trudéng B4 Cong Thuong ban hanh
hoic lién tich véi cdc co quan c6 thAm quyén ban hanh gdm: Théng tu, Thong tu
lién tich.

2. Vin ban hanh chinh gém: Quyét dinh, chi thi, théng cao, thong bio,
chuong trinh, ké hoach, phuong an, de an, bao cao, bién ban, to trinh, cbng dién,
gidy chimg nhén, gidy uy nhiém, gidy moi, gidy gidi thidu, gidy nghi phép, gidy
di dudmg, gidy bién nhin ho 50, phleu giri, phiéu chuyén va céng van hanh
chinh.

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

4. Van ban chuyén nganh, gidy phép: Céc vin ban chuy€n nganh, gidy phép
do Bd trudng BO Cong Thuong quy dinh va ¢6 huéng din vé thé thire, k¥ thuat
trinh bay riéng phu hop cac quy dinh cta phap luét chuyén nganh.

Pidu 3. Thé thirc vin ban

Thé thire van ban 1a tip hop cac thanh phan cdu thanh van ban, bao gom
nhiing thanh phan chung 4p dung dbi voi céc loai van ban va cac thanh phan bé
sung trong nhimg truong hop cu thé hodc doi Vo1 mot s6 loai van ban nhét dinh

theo quy dinh tai Khoan 3, Piéu 1 Nghi dinh sb 09/2010/ND-CP ngay 08 thang
02 ndm 2010 cia Chinh pha stra ddi, bé sung Nghj dinh s& 110/2004/ND-CP



ngdy 08 thang 4 nim 2004 cta Chinh pht vé cong téc van thu, Thong tu sb
01/2011/TT-BNV ngay 19 thang 01 nim 2011 ctia B& Néi vu hudng dan thé
thirc va k§ thudt trinh bay vin ban hanh chinh, Théng tu sé 25/2011/TT-BTP
ngay 27 thang 12 nim 2011 ctia B6 Tu phap vé thé thire, k§ thuat trinh bay vin
ban quy pham phap luit cua Chinh phua, Tha tudng Chinh phu, BS trudng, Thu
trudng co quan ngang B va vin ban quy pham phép luét lién tich va Quy dinh
nay.

Thé thire vin ban quy pham phép luat quy dinh tai Quy dinh nay la cach
thirc thé hién ctia vin ban quy pham phap luat bao gdm phan md& dau, phén noi
dung va phan két thic.

Diéu 4. Ky thuit trinh bay viin ban

K§ thuét trinh bay hinh thirc vin ban quy dinh tai Quy dinh nay bao gom
khd gidy, kiéu trinh bay, dinh 18 trang vin ban, vi tri trinh bay cac thanh phin
thé thire, phong chir, c& chit, kidu chir va cac chi tiét trinh bay khac, duge ap
dung ddi v6i vin ban duoc soan thao trén mAay vi tinh va in ra ola}, cé thé ap
dung d6i véi van ban duoc soan thao bing cac phuong phap hay phuong tign k¥

thuat khac hoic dbi v6i van ban duge lam trén gidy mau in sin; khong ap dung

déi voi van ban duoc in thanh sach, in trén béo, tap chi va cac loai 4n pham
khac.

K¥ thuét trinh bay ndi dung vén ban quy pham phép lut gém k¥ thuit trinh
bay bb cuc chung ctia van ban; k¥ thuét trinh bay bo cuc phan, chuong, muc,
diéu, khoan, diém; céch dat cdu, cach st dung ngdn ngi trong vin ban quy
pham phép ludt.

Piéu 5. Phéng chir trong vin ban

Phéng chir sir dung dé trinh bay vin ban phai trén may vi tinh la phong chit

Tiéng Viét clla bé md ky tu Unicode theo Tiéu chuin Viét Nam TCVN
6909:2001.

Piéu 6. Khé gidy, kiéu trinh bay, dinh }é trang vian ban va vij tri trinh
bay

1. Khd giéy

Van ban quy pham phép lugt va van ban hanh chinh duge trinh bay trén
gidy khé A4 (210 mm x 297 mm)

Cac loai van ban nhu gidy gidi thiéu, glay bién nhan hd so, phiéu giri, phiéu
chuyen co the duge trinh bay trén gidy khé AS (148 mm x 210 mm) hoic trén
gidy mau in sin.

2. Kiéu trinh bay
_ Van ban quy pham phap [udt va van ban hanh chinh dugc trinh bay theo
chiéu dai cta trang giay khé A4 (dinh hudng ban in theo chiéu dai).
Trudng hop ndi dung vén ban co cég: bang, biéu nhung khéng duge lam
thanh cac phy luc riéng thi van ban c¢6 thé dugc trinh bay theo chiéu rdng cha
trang gidy (dinh hudng ban in theo chiéu rdng).



3. Dinh 1& trang vin ban (d6i v6i khd gidy A4)
- Trang mat trudc:
Lé trén: cich mép trén tir 20-25 mm;
L& dudi: cach mép dudi tir 20-25 mm;
L& trai: cach mép trai 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& dudi: cach mép dudi tir 20-25 mm;
Lé trai: cach mép trai tir 15-20 mmy;
L& phai: cach mép phai tir 30-35 mm.
4. Vi tri trinh bay cac thanh phén thé thire van ban trén mét trang gidy khd
A4 duge thye hién theo “Phuy lyc Il gdbm: So @6 3.1- So dd bo tri cac thanh phan
thé thirc vén ban d6i v6i cong van hanh chinh; So d6 3.2 - So d6 bé tri cac thanh
phan the thire van ban do1 véi van ban ¢o tén loai ”; So d6 3.3 - So dd bb tri cac
thanh phén thé thirc véan ban doi vdi vén ban quy pham phép ludt va So d6 3.4 -

So d6 b tri cac thanh phan thé thirc ban sao van ban. Vi tri trinh bay céc thanh

phan thé thirc van ban trén mdt trang gidy khd A5 duogc ap dung tuong ty theo
So db trén.

L Chwongll ,
THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH

Piéu 7. Quéc hiéu va Tiéu ngir
1. Thé thirc
‘Quéc higu ghi trén vin ban bao gdm dong chit: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va tiéu ngit 12 “Pdc 14p - Tw do - Hanh phiic”.
2. K§ thuat trinth bay
Quoc hi¢u va Tiéu ngir dugce trinh bay tai 6 Quédc hiéu, phy luc 111, so dd
3.1; chiém khoang 1/2 trang gidy theo chiéu ngang, ¢ phia trén, bén phai.

Quoc‘ hi¢u: “CONG HOA XA HQI CHU’ NGHIA VIET NAM” duoc
trinh bay bang chit in hoa, ¢& chit tir 12 dén 13, ki€u chit ding, dam;

Tiéu ngit: “Doc lap Ty do - Hanh phuie” dugc trinh bay bang chit in
thuong, ¢ chit tir 13 dén 14 (néu Qudc hidu c& chir 12, thi Tiéu ngir ¢& chit 13;
néu Qude hiéu ¢& chir 13, thi Tiéu ngir ¢ chir 14), kiéu chir dimg, dam; ducc
dat canh giira dong thir nhit; chif cai dau cta céc cum tir duoc viét hoa, _giira cac
cum tir cé gach néi, ¢ cach chir; phia duéi cé dudng ké ngang, nét lién, c6 dd

dai bgng dé dai cua dong chit (str dung 1énh Draw, khong ding 1énh Underline),
cu thé:



CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiie
Hai dong chit trén duge trinh bay cach nhau dong don.
Piéu 8. Tén co quan, to chirc ban hanh vin ban
1. Thé thirc

Céng van chia B6; Tap doan Kinh t& nha nudc, Téng cong ty 91 khong ghi
co quan chii quan.

Tén co quan, t6 chirc ban hanh vin ban bao gdm tén clla co quan, td chirc
chi quan truc tiép {(néu cd) (d61 vai cac t6 chirc kinh té c¢d thé 1a céng ty me) va
tén cta co quan, td chirc ban hanh van ban.

Tén cua co quan, don vi ban hanh vén ban phai dugc ghi diy di hodc duge
viét tit theo quy dinh tai van ban thanh 1ap, quy dinh chi¢ nang nhiém vy, quyén
han va co cAu td chirc bd may, phé chuan cap g1ay phép hoat déng hodc cdng
nhén fir céch phap nhan cla co quan, td chire ¢6 thdm quyén.

Tén clia co quan, t& chirc chii quén cip trén truc tiép c6 thé viét tat nhimg
cum tir thong dung nhu Hbi dong thanh vién (HDTV), Trach nhiém hitu han mét
thanh vién (TNHH MTV), Viét Nam (VN).

Vidu:

- Tén co quan, td chitc ban hanh vén ban:

BO CONG THUONG TAP DOAN PIEN LUC VIET NAM

- Tén co quan, t& chirc ban hanh viin ban (truomg hop c¢é co quan, don vi
chu quan cép trén tryc tiép):

BO CONG THUGNG _ TAP DOAN DET MAY VIETNAM
CUC CONG NGHIEP DIA PHUONG TONG CONG TY CO PHAN MAY VIET TIEN

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

2. K§ thuat trinh bay

Tén co quan, t& chirc ban hanh vin ban duoc trinh bay tai 6 Tén co quan,
phu luc III, so dd 3.1; chiém khoang 1/2 trang gidy theo chiéu ngang, ¢ phia
trén, bén trai.

Tén co quan, t& chire chii quan cap trén true tiép duoc trinh bay bing chit
in hoa, cung ¢& chir nhu ¢ chir ciia Qudc hiéu, kiéu chir ding. Néu tén co quar,
td chirc chii quan dai, c6 thé trinh bay thanh nhiéu dong.



Tén co quan, té chic ban hanh vin ban dugc trinh bay bing chit in hoa,
cung ¢& chir nhu ¢ chir cia Qudc hiéu, kiéu chit dlmg, dam, dugce dat canh giira
dudi tén co quan, td chire chu quan phia dudt cé duong ké ngang, nét lién, c6
d6 dai bing tir 1/3 dén 1/2 d6 dai cia dong chir va dat cén dbi so voi dong chi.
Truong hop t€n co quan, td chic ban hanh van ban dai ¢é thé trinh bay thanh
nhidu dong.

Cac dong chit trén dugc trinh bay céch nhau dong don.

Piéu 9. S6, ky hidu ciia vin ban

1. Thé thirc

a) Sb cia van ban

Sé: cla véan ban hanh chinh la s6 thir ty dang ky vén ban tat van thu cua co
quan, t6 chirc. S6 clia van béan duge ghi bang chir s6 A Rép, bat dau tir s6 01 vao
ngay dau nadm va két thuc vao ngay 31 thang 12 hang nam.

b) Ky hiéu cta van ban

- Ky hié'u c§1a van ban co tén loai bao gc:‘)m chit viét tat tén loai van ban theo
Bang chit viét tat t€n loai van ban va ban sao kém theo Quy dinh nay (Phu luc
IT) va chir viét tit tén co quan, t0 chirc hodc chirc danh nha nuéc ban hanh vin
ban.

Vi du:

Quyét dinh ctia B Coéng Thuong ban hanh duoc ghi nhu sau: Sé: ....... /Qb-
BCT

Théng bao ctia B6 Cong Thuong ban hanh dugc ghi nhu sau: S6: ... /TB-
BCT
- Ky hiéu ctia cbng van bao gdém chir viét !;flt t€n co quan, t6 chirc hoic
chirc danh nha nudéc ban hanh céng van va chir V’iét tat tén don vi soan thao hodc
chu tri soan thao cdng van d6 (néu c6). Chir viét tdt tén don vi soan thao hodc
chu trl soan thao cdng vin cua B§ Cong Thuong theo Bang chit viét tat tén cia
cac don vi thudc co quan Bé (Phu luc ).
Viduy:
+ Cong vén cia B4 Cong Thuong do Vu Ké hoach soan thao:
S6: ... /BCT-KH;
+ Cong van cua B6 Cong Thuong do Van phong B soan thao:
S6: ... /BCT-VP;
+ C("mg van cua S¢ Cong Thuong tinh Y do Van phong S& soan thao:
.../SCT-VP;

Truorng hOp céc Hoi dong, céc Ban tu Van cia co quan dugce sir dung con
dau coa co quan dé ban hanh vin ban va Hoi ddng, Ban dugc ghi la “co quan”
ban hanh vin ban thi phai 14y sé cua Hoi dong, Ban.



Chir viét tit tén co quan, don vi ban hanh van ban va chir viét tit tén cac
don vi trong moi co quan, don vi phai duge quy dinh cu thé, bao dam ngin gon,
dé hiéu.

2. K¥ thuét trinh bay

S, ky hiéu cia vin ban duogc trinh bay tai O s6 va ky hiéu (phu lyc I, so
d5 3.1), dugc dat canh gitra dudi tén co quan, t chirc ban hanh van ban.

Tir “S6” duge trinh bay bang chir in thuong, ky higu bang chir in hoa, ¢&
chit 13, kiéu chir dimng; sau tir “g5” ¢ du hai chdm; véi nhitng s6 nho hon 10
phal gh1 thém s6 0 phia truéce; gitra s6 va ky hidu van ban cé dau gach chéo (/);
gifta cdc nhém chit viét tat trong ky hiéu vin ban c6 diu gach néi khong céch
chii (-), vi du:

Sb: 08/CT-BCT; Sb: 24/QP-BCT;

6: 37/BCT-TCCB; S6: 55/BCT-VP; $6: 123/BCT-KH.

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

1. Theé thiic

a) Dia danh ghi trén van ban la tén goi chinh thie cua don vi hanh chinh
(tén riéng cua tinh, thanh pho tryc thude Trung wong; huyén, quan, thi xd, thanh
phé thude tinh; x4, phudng, thi trdn) noi co quan, t6 chie dong tru s, dbi véi
nhiing don vi hanh chinh dugc dit tén theo tén ngudi, bing chir soo hoac sy kién
lich sir thi phai ghi tén goi day da cua don vi hanh chinh d6, cu the nhu sau:

+ Dia danh ghi trén vén ban cta céc co quan, t6 chitc Trung uong la tén cla
tinh, thanh pho trge thudc Trung wong noi co quan, t0 chirc dong tru sd, vi du:

Vin ban cia Bd Céng Thuong, ctia Tong cdng ty Héa chat Viét Nam, cua
Vién May va Dung cu ¢bng nghiép, cta Cong ty Dién luc 1 thude Tap doan
Pién hyc Viét Nam (c6 tru sé tai thanh pho Ha No61): Ha Noi.

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

+ Dja danh ghi trén vin ban cla cdc co quan, td chirc cép tinh, thanh phd
truc thudc Trung irong:

- Péi v&i cac thanh phd tnre thude Trung wong: 1a tén cha thanh phd true
thudc Trung wong, vi du:

Vin ban ctia $& Cong Thuong thanh phé Ha Noi, thanh phd H6 Chi Minh,
Pa Nﬁng. ... Ha Ngi; Thanh pho H6 Chi Minh; Da Nang.

- D6i véi céc tinh 12 tén cia tinh, vi du:

 Van ban cua S¢ Coéng Thuong tinh Ha Nam (¢6 tru s& tai thi x4 Phi Ly,
tinh Ha Nam): Ha Nam; cua S& Cong Thuong tinh Hai Duong (c6 tru so tai

thanh pho Hai Duong, tinh Hai Duong): Hai Dwong; cia S& Céng Thuong tinh
Lam Pdng (c6 try s& tai thanh phd Pa Lat, tinh LAm Déng): Lam Péng;

b) Ngay, thang, nim ban hanh vin ban:



Ngay, thang, ndm ban hanh van ban 1a ngay, thang, ndm véan ban dugc ban
hanh.
Ngay, thang, nam ban hanh vén ban phai dLrUc viét day du ngay ... thang ...

ndm ...; cdc b chi ngay, thang, ndm dung chir s& A Rép; dbi voi nhitng $6 chi
ngay nho hon 10 va thang 1, 2 phai ghi thém s6 0 & trwée.

2. K¥ thuat trinh bay

Dia danh va ngay, thdng, ndm ban hanh van ban duge trinh bay trén cung
mot dong v6i s6, ky higu van ban, tai & Pia danh, ngay... thing... nam, bang
chit in thudng, ¢ chit tir 13 dén 14, ki€u chir nghiéng; cac chit cai dau cua dia

danh phai viét hoa; sau dia danh c6 diu phdy; dia danh vi ngay, thing, nim
dugc dat canh gilra dudi Qubc hiéu va Tiéu ngir.

Vi du: Ha N¢i, ngay 08 thang 02 ndm 2011

Diéu 11. Tén loai va trich yéu ndi dung chia viin ban

1. Thé thirc

Tén loai van ban la tén cua tung loai van ban do co quan, td chure ban hanh.
Khi ban hanh van ban quy pham phap luét va van ban hanh chinh, déu phat ghi
tén loai, trir cong van hanh chinh.

2. K¥ thuat trinh bay

Tén loai va trich yéu ndi dung Cﬁa} cac loai van ban c6 ghi tén loai dugc
trinh bay tai 6 Tén loai van ban, trich yéu ndi dung vin ban (phu luc III, so do
3.2); tén loai van ban (nghi dinh, théng tu, quyét dinh, ké hoach, béo cao, t&
trinh va cac loai vén ban khéc) dugce dat canh gilta (cén dbi ¢ giira dong) bing
chit in hoa, c& chit 14, kiéu chir ding, dam trich yéu néi dung van ban dugc dat
canh gilta, ngay dudi tén loai van ban, bang chif in thuong, cd chit 14, kiéu chir

ding, dam; bén dudi trich yéu cé dudng ké ngang, nét lién, c6 do dai bang tir
1/3 dén 1/2 46 dai chia dong chir va dit cin déi so véi dong chir, vi du:

QUYET DINH
Vé viée diéu ddng cin b

Trich yéu néi dung cdng van duge trinh bay tai 0 trich yeu ndl dung cbng
van hanh chinh (phu luc III, so dd 3.1), sau chit viét tit “V/v”(ve viéc) va dugce
trinh bay bing chit in thuong, ¢& chir tir 12 dén 13, kleu chir ding; duoc dat

canh giita dudi sé va ky hiéu vin ban, cach dong 6pt véi sb va ky hiéu van ban,
vi du:

S6: 6537/BCT-TCCB
V/v tuyén dung c6ng chic

Piéu 12. Ni dung van ban
1. Thé thirc



a) Noi dung vin ban la thanh phin chtt yéu ctia mét vin ban, trong dé cac
quy pham phép luat (46 v6i van ban quy pham phap luét), cac quy dinh, chi thi,
yéu cau dugc dit ra; cac vén dé, su viéc dugc trinh bay.

N6i dung vin ban phai bao dam nhiing yéu cau co ban sau:

- Phu hgp vét hinh thire van ban dugc st dung;

- Phit hop véi dudng 16i, chit trrong, chinh sach cia bang; pha hgp voi
quy dinh cta phap luat; phu hgp vdi cac quy dinh, quy ché cia B Cong
Thuong;

- Van ban phai str dung ngdn ngir viét, cach dién dat phai 16 rang, don gian,
dé hiéu;

- Dung tir ngi tiéng Viét Nam phd théng, khong dung tir ngit dia phuong,
tir ngft o, tir ngilr thong tuc va tr nglt nude ngoai néu khong thuce sy can thiét.
Trong truong hop can phai sit dung tr ngilr nude ng0a1 do khong co tiéng Viét
thay thé thi c6 thé sir dung truc tiép tleng nudc ngoat dé neu 1a ngén ngil thong
dung, phd bién hoic phai phién am tleng nuéc ngoai sang tiéng Viét.

- Béi voi thuét ngir chuyén mén can xac dinh o néi dung thi phai duge giai
thich trong van ban;

- Chi duge viét tat nhitng tir, cum tir thong dung, nhitng tu thudgc ngén ngit
tiéng Viét dé hleu Dm vGi nhimg tlr, cum tr duge sir dung nhiéu 1an trong vin
ban thi ¢6 thé viét tit nhung céc chit viét tit 1an dau tién cla tlr, cum tir phai
duge dat trong ngoic don ngay sau tir, cum tir do;

- Viée viét hoa trong van ban dugc thuc hién theo phu luc VI — Quy dinh
viét hoa trong vén ban hanh chinh;

- Khi vién dan lan dAu vin ban 6 lién quan, phai ghi day di tén loai; sé, ky
hiéu van ban; ngay, thang, nim ban hanh vin ban; tén co quan, t§ chirc ban hanh
vén ban; trich yéu ndi dung van ban (dm vo1 luft va phap 1¢nh chi ghi tén loai va
tén cua luét, phap 1énh); trong cac l4n vién dan tlep theo, chi ghi tén loai va sb,
ky hi€u cia van ban dé.

b) BS cuc ctia van ban hanh chinh

Tuy theo thé-loai va néi dung, van ban c6 thé c6 phan can cir phap ly dé

ban hanh, phin m& dau va co thé duge bd cuc theo phan, chuong, muc, didu,

khoan, diém hosc duoc phan chia thanh cac phin, muc tir 1én dén nhé theo mot
trinh tur nhét dinh.

- Quyét dinh (ca biét): theo didu, khoan, diém;
- Céc quy ché (quy dinh, diéu 18) ban hanh kém theo quyét dinh: theo
chirong, muc, didu, khoan, diém;
- Chi thi (c4 biét): theo khoan, diém;
- Céc hinh thic van ban hanh chinh khéc: theo phan, myc, khoan, diém
hodc theo khoan, diém.

D61 vai cac hinh thire van ban duge bd cyc theo phéan, chuong, muc, diéu
thi phan, chuong, muc, diéu phai cd tiéu de.



2. Ky thuét trinh bay

Noi dung vin ban dugce trinh by tai 6 ndi dung vin ban (phu tuc III, so db
3.1).

a) Phan noi dung (ban vin) dugc trinh bay bang chit in thuong (duge dan
déu ca hai 18), kiéu chir dimg; ¢ chit tir 13 dén 14 (phén 161 van trong mot van
ban phai dung cing mét ¢& chit); khi xudng dong, chir diu dong phai phai lui
vao tor lem dén 1,27cm (1 default tab); khodng cach gitta céc doan vin
(paragraph) dat t01 thiéu 1a 6pt; khoang cach gitta céc dong hay cach dong (line
spacing) chon téi thidu tir cach dong don (single line spacing) hodc tir 15pt
(exactly line spacing) tr& 18n; khoang cach tdi da giira cac dong 1a 1,5 dong (1,5
lines).

Bo1 v61 nhirng vén ban hanh chinh cé phan can ctr phap ly dé ban hanh thi
sau mbi cin cr phai xuong dong, cubi dong cd ddu “chim phay”, riéng cin clr
cudi cling két thic bing diu “phiy”.

b} Trudong hop ndéi dung vin ban dugce b cuc theo phé‘m, chuong, muc,
diéu, khoan, diém thi trinh bay nhu sau:

- Phén, chuong: Tir “Phin”, “Chuong” va sb thir ty cia phin, chuong dwoc
trinh bay trén mét dong riéng, canh gitra, bang chir in thuong, ¢& chif tir 13 dén
14, kiu chit dimg, dam. 86 thit tr cha phén, chuong ding chit so La Ma. Tiéu
dé (tén) cua phan, chuong dugc trinh bay ngay dudi, canh giita, bang chit in hoa,
c& chir tir 13 dén 14, kiéu chir dimg, dim;

- Mue: Tir “Muc” va sb thir tr ciia muc dugc trinh bay trén mot dong riéng,
canh giita, bang chit in thudng, c& chif tir 13 dén 14, kidu chir ding, dam. S8 tha
tu ctia muc dung chir s6 A Rép. Tiéu de ciia myc duge trinh bay ngay dudi, canh
giira, bang chit in hoa, c& chi tir 12 dén 13, kiéu chir dimg, dam;

- Piéu: Tir “Didu”, s thir tu va tiéu & ctia didu dwoc trinh bay bing chi i in
thudmg, cich 18 trai 1 default tab, sb thr tu cta didu ding chit sé A Rap, sau sb
thir tv ¢6 ddu chdm; c& chit bing c& chir cha phén 161 van (13-14), kiéu chit
dung, dam;

- Khoan: S6 thit tur cic khoan trong mbi muc dung chir sb A Rap, sau sb
thir tu c6 dau chém, ¢ chit $6 bing c& chir cia phan 1&i van (13-14), kiéu chir
dimg; néu khodan ¢o tidu d&, sé thir tir va tiéu dé cia khoan duogc trinh bay trén
mét dong riéng, bang chir in thudmg, c& chit bing c¢& chir cia phin 101 van (13-
14), kiéu chit dimg;

- Diém: Thir ty c4c diém trong mdi khoan dung cac chir cai tiéng Viét theo
thir ty abc, sau ¢6 dau dong ngodc don, bang chit in thuong, ¢& chit bang ¢ chit
cda phan 11 van (13-14), kiéu chir ding.

c) Truong hop ndi dung van ban duge phan chla thanh céc phan muc,
khoan, diém thi trinh bay nhu sau:

- Phén (néu c6): Tir “Phan” va s thir i cta phz}‘m dugc trinh bay trén mét
dong riéng, canh giita, bing chit in thudmg, ¢& chif tir 13 dén 14, kiéu chir ding,
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dam; sb thir tu ctia phin dung chir s§ La M4. Tiéu dé clia phan duoge trinh bay
ngay dudi, canh giita, bing chit in hoa, ¢& chit tir 13 dén 14, kidu chit ding,
dam;

- Muc: S8 thir tu cac muc ding chit s& La M3, sau ¢6 ddu chidm va duoce
trinh bay cach 1& trai 1 default tab; tiéu d& cia muc duoc trinh bay cing mot
hang voi sé thir ty, bang chit in hoa, ¢& chit tir 13 dén 14, kiéu chit ding, dam;

- Khoan: Sé thtr tu céc khoan trong mdi muc dung chir s& A Rép, sau sb
thi tu ¢6 dAu chim, ¢& chit so bing ¢& chit cua phan 161 van (13-14), kiéu chir
dimg; néu khoan cé tiéu dé, sb thur tu va tidu d& cha khoan duoc trinh bay trén
mét dong riéng, bang chit in thuong, ¢& chir biang ¢ chit cta phén 16i van (13-
14), kiéu chit dung, dam;

- Piém trinh bay nhu truong hop ndi dung vén ban duge bd cuc theo phan,
chuong, muc, didu, khoan, diém.

\Dleu 13. Quyén han, chitc vu, ho tén va chir ky ciia ngudi cé tham
quyén

1. Thé thure

a) Viéc ghi quyén han ctia ngudi ky duoe thue hién nhu sau:

- Truomg hop ky thay mat tép thé thi phai ghi chir viét tat “TM.” (thay mdt)
vao trudce tén tip thé 1anh dao hodc tén co quan, t& chic;

- Trudng hop ky thay nguot dimg déu co quan, t6 chirc thi phai ghi chir viét
tit “KT.” (ky thay) vao truée chirc vu cia ngudi dimg dau, vi du:

KT. BQ TRUONG KT. CHANH VAN PHONG
THU TRUONG PHO VAN PHONG
- Trudng hop cép phd dugce giao phu trach thi thue hién nhu cé‘ip pho ky
thay cép trudng;
- Trudng hop ky thua 1€nh thi phai ghi chir viét tit “TL.” (thira 18nh) véo
trude chire vu cia ngudi ding dau co quan, to chiace, vi du:
TL.BO TRUONG TL. BQ TRUONG
VU TRUONG VU TO CHUC CAN BQ CHANH VAN PHONG
- Trudng hgp ky thira uy quyén thi phai ghi chir v'}ét tit “TUQ.” (thira uy
quyén) vao trude chirc vu clia ngudi ding dau co quan, to chire, vi du:
TUQ. BO TRUONG
CUC TRUONG CUC HOA CHAT
b) Chirc vu cua ngudi ky
. Chirc vu ghi trén vin ban 1a chirc vu ldnh dao chinh thirc cua ngudi ky van
ban trong co quan, t0 chic; chi ghi chirc vu nhu Bg trudng, Thir trudng, Chanh
Van phong, Phé Vin phong, Vu trudng, Phé Vu truong, Chanh Thanh tra, Pho
Chanh Thanh tra, Cuc trudng, Pho Cyc trudng, Giam doc, Phé Giam doc, Q.
Giam doc (Quyén Giam doc), Hifu trudng.v.v..., khéng ghi nhing chirc vu ma
Nha nuéc khéng quy dinh nhu: cip phé thucmg truc, cip phd phu trich.v.v..
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khéng ghi lai tén co quan, t6 chirc, trir cac van ban lién tich, van ban do hai hay
nhiéu co quan, t6 chitc ban hanh; viée ky thira 1€nh, ky thira uy quyen va nhiing
trudng hop can thiét khac do cic co quan, t8 chirc quy dinh cu thé bing vian ban.

Chte danh ghi trén van ban do céc to chire tu vén (khong thude co chu td
chirc ca co quan duge quy dinh tai quyét dinh thanh 14p; quyét dinh quy dinh
chire nang, nhiém vy, co ciu té chirc cia co quan) ban hanh l& chirc danh lanh
dao clta ngudi ky vin ban trong Ban hozc Hoi déng. Péi v&i nhitng Ban, Hoi
ddng khéng dugc phép sir dung con déu cia co quan, té chire thi chi ghi chirc
danh cna nguol ky van ban trong Ban hodic Hoi dong, khong duge ghi chirc vu
trong co quan, td chire. Trucmg hgp Ban hodc Hoi déng duoc phép sir dung con
du cta co quan, don vi thi c6 thé ghi thém chirc danh 1anh dao trong co quan,
don vi ctia nguot ky & dudi, vi du:

- Chirc vu ctia ngudi ky van ban do Hoi ddng hoidc Ban chi dao cia Nha
nude ban hanh ma B truéng B§ Cong Thuong lam Trudmg ban hode Pho
Truong ban, Chi tich hodc Phé Chu tich Hot dong dugc ghi nhur sau:

TM. HOI PONG KT. TRUONG BAN
CHUTICH PHO TRUONG BAN
(Chit ky, dau cua B¢ Cong Thuong) (Chir ky, déau cua Bg Cong Thuong)

BO TRUONG BO CONG THUONG THU TRUONG BO CONG THUOGNG
Vi Huy Hoang Lé Dwong Quang

- Chitc vu ctia nguoi ky vin ban do Ban hodc Hoi dong cha B Cong
Thuong ban hanh ma Th truéng B Cong Thuong lam Truong ban hodc Chu
tich H6i ddng, lanh dao cac Cuc, Vu thuée B lam Phé Trudng ban hoic Phd
Chu tich Hi ddng duoc ghi nhu sau:

TM. HQI PONG KT, TRUONG BAN
'CHU TICH PHO TRUONG BAN
(Chir ky, dau cua Bo Cong Thuong)  (Chit ky, dau cua B¢ Cong Thuong)
THU TRUONG VU TRUONG VU TO CHUC CAN BO
L& Dwong Quang Pao Vin Hai

¢) Ho tn bao gdm ho, tén dém (néu co) va tén cia ngudi ky van ban. Doi
v61 vin ban quy pham phép luét va van ban hanh chinh, trurée ho tén cta ngudi
ky, khéng ghi hgc ham, hoc vi va céac danh hiéu danh du khac; dbi voi vin ban
giao dich; vdn ban cda cac td chirc su nghié€p gido duc, y t€, nghién ctu khoa
hoc duge ghi thém hoc ham, hoc vi.

2. Ky thuét trinh bay

Quyén han, chitc vu cia ngudi ky duoc trinh bay tai & quyén han, chirc vu
ngudi ky (phu luc III, so dd 3.1, so d6 3.2); chirc vy khéc cua ngudi ky dugce
trinh bay tai 6 ho va tén ngudi ky; cac chir viét tit quyén han nhu: “TM.”
“KT.”, “TL.”, “TUQ.” ho#c quyén han va chitc vu cia ngudi ky dugce trinh bay
chit in hoa, ¢& chit tir 13 dén 14, kiéu chir dimg, dam.
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Ho tén cha ngudi ky van ban dugce trinh bay tal 6 ho va tén ngudt ky (phuy
lue 1, so @0 3.1, so d6 3.2); bang chir in thudng, c& chit tir 13 dén 14, kiéu chit
ding, dam, duge dat canh gifta so vai quyén han, chirc vu ciia ngudi ky.

Chit ky ciia nguoi c6 thim quyén duoc trinh bay tai 6 chit ky.

Piéu 14. Diu cia co quan, td chire

Viéc dong déu trén van ban dugc thuc hién theo quy dinh tai Khoan 2 va
Khoan 3 Biéu 26 Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua
Chinh phu vé cdng tac van thu va quy dinh clia phap luit ¢é lién quan; viéc dong
dau giap lai d6i v4i van ban, tai liéu chuyén nganh va phu luc kém theo dugc
thure hién theo quy dinh tai Khoan 4 Digu 26 Nghi dinh s6 110/2004/Nb-CP.

Diu c¢iia ¢o quan ban hanh van ban chi dugc déng vao van ban sau khi
nguoi ¢6 tham quyén ky vén ban.

Diu clia co quan, td chirc duge trinh bay tai 6 déu (phu luc 11, so d6 3.1);
déu gidp lai duoc dong vao khoang gma mép phai cua van ban hodc phy luc vin
ban, trum lén mét phan cdc to gidy; mdi diu déng tdi da 05 trang van ban.

Piéu 15. Noi nhin

1. Thé thirc

Noi nhén xac dinh nhiing co quan, tb chire, don vi va ¢a nhan nhan van ban
va ¢6 trach nhiém cu thé nhu dé kiém tra, gidm sat; dé xem xét, gidi quyét; de thi
hanh; dé trao d6i cong viée; dé€ bao cao; dé biét va dé luu.

Noi nhan phai duge xdc dinh cy thé trong vin ban. Can ¢ quy dinh cla
phap luét; can cur chic nang, nhiém vu, quyén han cua co quan, t6 chic va quan
hé cbng tac vai cac cO quan, td chirc, don vi hodc ¢4 nhén c6 lién quan; can cu
yéu cau giai quyét cdng viéc, don vi hodc cd nhan soan thao hodc chu tri soan
thdo cé trach nhidm d& xuét nhiing co quan, t chire, don vi va ¢4 nhén nhan van
ban trinh ngud ky van ban quyet dinh.

Pbi voi van ban chi giri cho mét sé dbi twong cu thé thi phai ghi tén timg
co quan, t6 chie, ca nhian nhan vin ban; di véi van ban duge gt cho mét hodc
mét s6 nhdém doi trgng nhat dinh thi noi nhan dugc ghi chung, vi du:

- Cac B, coquan ngang B9, co quan thudc Chinh ph;

- Uy ban nhén dan céc tinh, thanh phd trye thude Trung wong;

- Céc trudng dao tao trure thudc BS.

Pbi voi nhitng vin ban ¢6 ghi tén loai, noi nhin bao gdm tir “noi nhin” va
phén liét k&€ cac co quan, to chirc, don vi va ¢4 nhan nhén vin ban.

Déi vai cong van hanh chinh, noi nhdn bao gdm hai phén:

- Phan thir nhit bao gbm tir “Kinh gii”, sau d6 la tén céc co quan, don vi
hodc don vi, ¢4 nhin tryc tiép glal quyét céng viéc;

- Phén thir hai bao gbém tir “Noi nhan”, phia duéi 13 tir “Nhur trén”, tiép theo
1a 1én cac co quan, 18 chirc, don vi va cé nhan co lién quan khac nhén vin ban.

2. K¥ thuat trinh bay
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Noi nhan duge trinh bay tai 6 noi nhan (bén trén va bén dudi, phy luc 11,
so dd 3.1, so d6 3.2)

Phén noi nhan ghi trén d4u vin ban véi tr “Kinh gini” (chi ap dung ddi véi
¢Ong van hanh chinh) duge trinh bay nhu sau:

- Tt “Kinh gi” va tén céc co quan, don vi hodc ca nhin nhan van ban
duoc trinh bay bang chit in thudng, ¢& chit tr 13 dén 14, kiéu chir ding;

- Sau tir “Kinh giri” ¢6 dau hai chdm; néu céng van giri cho mét co quan,
don vi hodc mdt ca nhan thi tir “Kinh girt” va tén co quan, don vi hodc ¢ nhan
dugce trinh bay trén cung mot dong; truong hop coéng van gui cho hai co quan,
don vi hodc ca nhén tr¢ lén thi xubng dong; tén moi co quan, t6 chire, ca nhan
hoic mdi nhém co quan, tb chirc, ca nhan dugc trinh bay trén mot dong riéng,
dau dong c6 gach dau dong, cudi dong c6 ddu chidm phéy, cudi dong cudi cing

c¢6 ddu chdm; céc gach ddu dong duge trinh bay thang hang v&i nhau dudi dau
hai cham.

Phan noi nhan ghi tai géc cudi bén trai cung vé1 tir “Noi nhan” (ap dung
chung d6i v6i cong véan hanh chinh va céc loat van ban khac) dugc trinh bay nhu
sau:

- T *“Noi nhan” dugc trinh bay trén mét dong riéng (ngang hang vdi dong

chit “ quyen han, chic vu cua ngucn ky” va sat 18 trai), sau d6 cé ddu hai chim,
bang chit in thudng, ¢& chit 12, kidu chir nghiéng, dam;

- Phén liét ké cac co quan, té chire, don vi va ¢4 nhan nhan van ban dugc
trinh bay bang chr in thudng, ¢& chir 11, kidu chir dimg; tén mdi co quan, té
chire, don vi va ca nhan hodc mdi nhém co quan, té chire, don vi nhan vin ban
duge trinh bay trén mot dong riéng, diu dong cd gach_ dau dong sat 18 tréi, cubi
dong co dau cham phiy; riéng dong cudi cang bao gdm chir “Luu” sau d6 co
dAu hai cham tiép theo 1a chif viét tat “VT” (vin thu co quan, don vi), dau phéy,
chit viét tit tén don vi (hodc b6 phén) soan thao vin béan va sb lwong ban luu
(chi trong nhimg truéong hop can thiét) duge dit trong ngodc don, cudi cing 1a
d4u chim.

Piéu 16. Cac thanh phin khac
1. Thé thirc  ~
a) Dau chi méc d6 mat *
_ Viée xac dinh va déng dau do mét (tuyét mat, t6i mét hoc mét), ddu thu
héi doi v6i véan ban c6 ndi dung bi mét nha nudc duge thuc hién theo quy dinh
tai Diéu 5, 6, 7, 8 cua Phap lénh bao v¢€ bi mat nha nudc nam 2000.

b) Dau chi mic do khan
Viée xac dinh mrc d6 khan cta van ban duoc thuc hién nhur sau:

- Tuy theo mirc do can dugc chuyen phat nhanh, van ban dugc xac dinh d6
khin theo bén mirc sau: khin, thuong khin, hoa tbe, hoa téc hen glc

- Khi soan thao vin ban ¢6 tinh chit khin, don vi hodic ca nhin soan thao
vin ban d€ xuit mic 46 khan trinh ngudi ky van ban quyét dinh.
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¢) D61 voi nhimg vin ban co pham vi, d8i tuong duge phc- bidn, st dung
han ché, st dung cac chi din vé pham vi i hdnh nhu “TRA LAI SAU KHI
HOP (HCJI NGHIY', “XEM XONG TRA LAT", “LUU HANH NOI BO” hoac
chi din vé& du thao van ban nhu “DU THAQ” hay “DUJ TT—TA{“} LAN 7 Chc
chi din trén co thé duoc danh mdy hofic ding con diu khic sin dé dong len van
ban hodc du thio vin ban.

dy Péi véi cang van, ngodi cac thinh phin duge quy dinh ¢ thé bd sung
dia chi co quan, t& chire; dia chi thu dién ur (E Mail}, dia chi trang thdng tin
dién 1w {Wehutaj, s dién thoai, s Fax dbi véi ccng van, cing dién, gsay B
thigu, gidy moi, phiu giri, phifu chuyén dé tao didu kién thuin lgi cho viée lién
hé.

&) Béi véi nhitng van ban cin duoe 311&11 Iy chat ch& vé sé lugng ban phat
hanh phai co ky hiéu ngudi danh may va so lugng ban phat hanh.

&) Trudng hop vin ban ¢ phu lye kem theo thi trong vén ban phat ¢6 chi
dan vé phu luc dé. Phu lue viin bin phil ¢d Liéu dé; van ‘bin o L hant phu lue tro
tén thi cdc phu lue phai duoe danh sé thu ng bang chit sé La M3

f) Van ban ¢6 hal trang trd 18n thi phai dénh s trang bing chit s A-rap.

2. K¥ thudt trinh bay

a) Ddu chi mue d6 mét

Con dau cac 46 mat (TUYET MAT, TOF MAT hodc MAT) va dan thu hdi
duoe khic sin theo quy dinh tai Muc 2 Théng tu S{} 12/2002/TT-BCA ngay 13
thimg 9 nam 2002 hudng dAn thue hign Nghi dinh sé 33/2002/NB-CP cia Chinh
pha quy dinh chi tiét thi hanh Phap ienh Bao vé bi mal nha nude nidm 2000. )i
dd mat duge déng vao 6 d¢ mét, dau thu hdi duoc déng vao 6 diu thu hdi va chi
din pham vi heu hanh.

b) D chi mitc 48 khan

Con déu cdc dd khan duoc khic sin hinh chit nhit cé kich thuie 30mm x
8mni, 40mm X 8mm va 20mm x 8mm, trén 46 cic tr “KIIAN, “TIIJONG
KHAN", “HOA TOC” va “HOA TOC HEN GIO” winh bay bang chit in hoa,
phong chir Times New Roman cii chi tir 13 dén 14, kidu chix ding, d4m va dat

cin déi trong khung hinh chir nhét vién deo. Do do khin duoe dong viae § db
khan. Myc ¢& d6ng dAu &3 khin ding méau da tuoi.

¢} Cic chi din v& pham vi luu hanh

Céc chi dan vé pham vi luu hanh trinh bay tai 6 Déu thu hdi va chi dén
pham vi luu hanh ( phu luc III, so do 3‘.1); CAC cum fr “'.I'R_A LAl SP_:._U K111
HOP {H(f)! NGHI)”, “XEM XONG TRA LAP, “LUU HANH NQI BO™ trinh
bay cin doi trong mét khung hinh ch¥ nhit vién don, bang chi in hoa, phéng
chir Times New Roman, c& chir 13 dén 14, kieu chir dimg, dim.

Chi dén vé dy thao viin ban: tir “DU THAO” hofic cum 1ir “IUY TTIAQ
LAN ...” duge trinh bay trong mdt khung hinh chit nhét vién don, bang chir in
hoa, ¢ chir tir 13 dén 14, kiéu chit dung, dam.
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d) Dia chi co quan, td chirc; dia chi thu dién tr (E-Mail); dia chi Trang
théng tin dién tor (Website); sb dién thoai, s§ Telex, s6 Fax dugc trinh bay trén
trang déu cha van ban bang chir in thuong, ¢ chir tir 11 dén 12, kidu chir dimg,
dudi mot dudng ké nét lién kéo dai hét bé ngang cta viing trinh bay vén ban.

d) Ky hidu ngudi danh may va s6 lwong ban phét hanh

Bugc trinh bay tai 6 (**) (phu luc III, so d6 3.1) ky hidu bang chit in hoa,
s6 luong ban bang chir sé A-rdp, c& chit 11, kidu chir dimg.

e) Phu luc van ban

Phu luc vin ban duge trinh bay trén cac trang riéng; tr “Phu luc” va s thur
ty cta phu luc (truong hop c6 tr hai phy luc tr& 1€n) duge trinh bay trén mot
dong riéng, canh gitra, bang chit in thuong, c& chit 14, kiéu chit ding, dam; tidu
de (tén) ctia phu luc duge trinh bay canh gifra, bang chit in hoa, ¢& chir tir 13 dén
14, kiéu chir ding, dam.

f) S6 trang vén ban

Sé trang cla van ban dugc trinh bay tai goc phai ¢ cudi trang giay (phc‘m
footer), bang chir s6 A-rap cd chiv bang ¢ chir ctia phan 161 van (13-14), kleu

chit dimg, khéng danh s6 trang thir nhét. Sb trang cta phu luc duge danh sb
riéng theo timg phu lyc.

Mau chit (phéng, loai, ¢, kiéu chir) va chi tiét trinh bay cac thanh phén thé
thirc van ban duge minh hoa tai Phu luc V kém theo Quy dinh nay.

Mau trinh bay mét sb loai van ban quy pham phéap luit v4 vin ban hanh
chinh dugc minh hoa tai Phu luc IV kém theo Quy dinh nay.

Chuong I11
THE THUC VA KY THUAT TRINH BAY
VAN BAN QUY PHAM PHAP LUAT

Diéu 17. Trinh bay phin mé diu vin ban quy pham phap luit

1. Phin mé 'déiu van ban quy pham phap ludt bao gdm Quéc hiéu, tén co
quan ban hanh, s6, ky hiéu van ban, dia danh, ngay, thang, nam ban hanh, tén co
quan va cén cir ban-hanh van ban.

2. Bbi véi van ban ban hanh kém theo mét hinh thirc vin ban khac nhu quy
ché, quy dinh, didu 18, danh muc va cac van ban tuong tur khac thi phin mé& dau
ctia vin ban duge ban hanh kém theo bao gdm Quéc hiéu, tén co quan ban hanh,
tén vén ban. Duédi tén vin ban dugc ban hanh kém theo phai chi 6 tén, s0, ky
hiéu, ngay, thang, nidm ban hanh cda van ban ban hanh kém theo.

Pitu 18. Québc hiéu va Tiéu ngir

Quoc hiéu va Ti€u ngit ctia vin ban quy pham phap ludt dugc thuc hién
nhu Bidu 7, Chuong II Quy dinh nay.

Piéu 19. Tén co quan, t§ chite ban hanh vin ban

1. Thé thirc
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d) Ky hiéu vin ban dugc trinh bay bing chir in hoa, ¢& chir 13, kiéu chit
dimg;

d) Gilta ’sé,’ ndm ban hanh va ky hiéu van ban c6 clﬁu gach chéo (/); gitta céc
nhém chir viét tat trong ky hiéu van ban ¢é diu gach noi khong cach chit (-).

Vi du:

Thong tu cia B Cong Thuong ban hanh duge ghi nhu sau:

S6: 09/2013/TT-BCT

Thong tu lién tich ciia B Cong Thuong va Bg Tai chinh dugce ghi nhur sau:

S6: 15/2013/TTLT-BCT-BTC

Diéu 21. Pia danh va ngay, thang, nim ban hanh viin ban

1. Pia danh

Dia danh ghi trén van ban 13 tén goi chinh thirc cha tinh, thanh phd truc

thugc Trung vong, noi co quan ban hanh van ban quy pham phap luat déng tru
0.

Ky thuét trinh bay dia danh dugc thuc hién nhu khoan 2, diéu 10 Quy dinh
nay.

2. Thé thirc va k¥ thuat trinh bay ngay, thang, nim ban hanh vin ban duoc
thirc hién nhu khoan 1, khoéan 2, diéu 10 Quy dinh nay.

Diéu 22. Tén viin bin

1. Thé thic

Tén vin ban gom tén loai va tén goi cha van ban.

Tén loai v&n ban la tén cla timg loai van ban theo quy dinh cua Luédt ban
hanh van ban quy pham phap luat.

Tén goi cha vin ban la mdt cau ngén gon hoic mdt cum tr, phan anh khéi
quét ndi dung chu yéu clia van ban.

2. K¥ thuét trinh bay:

a) Tén loai vén ban bang chir in hoa, ¢& chit 14, kidu chit dimg, dam; duoc
dat canh giita theo chiéu ngang clia van ban.

b) Tén goi ‘cfla van ban dugce dat canh gilta, ngay dudi tén loai vén ban,
dugec trinh bay bang chit in thudng, ¢& chir 14, kiéu chit dimg dam.

c) Péi v6i viin ban duge ban hanh kém theo thi ndi Flung chit thich vé viéc
ban hanh van ban kém theo dugc dét trong ngodc don, ki€u chir nghiéng, ¢& chir
14 va dat canh giira li€n dudi tén van ban.

Vi du:

- Van ban quy pham phép luit cia B Cong Thuong ban hanh:

THONG TU
Quy dinh vé hoat @dng kiém tra va xir phat vi pham hanh chinh
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Pigu 23. Cin cit ban hanh vin bin quy pham phdp lujt
1. Cén cir ban hanh van bén 14 vin bén quy pham phap tuat c6 hiéu luc
phap ly cao hon dang ¢4 hiéu luc hodc dd duge cong bd/ky ban hanh chua cé
hiéu luc nhung phai cé hiéu luc trudce hodc cling thoi diem vdi van ban duge ban
hanh.
2. Truong hop van ban quy pham phdap lut c6 higu luc phap ly cao hon ¢6

didu, khoan Gy quyén quy dinh chi tiét thi tai vin ban quy dinh chi tiét phai néu
cu thé diéu, khoan d6 tai phan cén cir ban hanh vin ban.

Trudng hop vin ban quy dinh chi tiét vira quy dinh chi tiét céc diéu, khoan
duge giao vira quy dinh céc ndi dung khac thi khong nhit thiét phai néu cu thé
céc diéu, khoan tai phin cin cf ban hanh vin ban.

3. K§ thuét trinh bay

Cin ctr ban hanh van ban quy pham phéap luit duoc thé hién bang chit in
thuomg, kidu chir nghiéng, ¢ chir 14, trinh bay dudi phan tén cha vin ban, sau
moi cin ctr phai xudng dong, cubi dong ¢6 dau chim phay, dong cudi cung két
thiic bing dau chim.

Piéu 24. Nbi dung vin ban quy pham phap luit

1. Thé thirc van ban quy pham phép luat dugc thuc hién nhu diém a, khoan
1, diéu 12 Quy dinh nay va mét s yéu ciu sau:

a) Néu van ban str dung nhidu tir viét tit thi cin quy dinh riéng mét didu
gial thich toan b cac tir viét tit trong vin ban.

b) Tir ngit trong van ban quy pham phap luat phai thé hién chinh x4c néi
dung cén truyen dat, khéng lam phét sinh nhiéu cach hiéu; truomg hop dung tir
¢6 thé hiéu theo nhidu nghia thi phai giai thich theo nghia duoc sir dung trong
van ban.

¢) Tt ngft trong van ban quy pham phép luat phai duge sir dung théng nhét;
tir nght van, cac bién phap tu tu khong sir dung trong vén ban.

d) Cac quy pham phap tuat, cac quy dinh hay céc van d&, su viée phai quy
dinh truc t1ep néi dung cén diéu chinh, khéng quy dinh chung chung, phai duoc
trinh bay ngén gon, rd rang, chinh xac.

d) Cau van trong vin ban quy pham phap luat phai diy du vé ndi dung,
hoan chinh vé the thirc va bdo dam tinh 1ién két gitra cac bd phin cha céu vin.
Cau vin phai ngin gon trong sing; khong dung tir thira trong cau. Khéng dung
cau nghi vén va cdu cam than trong vin ban,

-e) Viée st dung dau céau trong van ban quy pham phap luat phai tuén thu
céc nguyén tic chinh ta cua tiéng Viét. Khong dugc st dung ddu chdm hoi, ddu
chim than, d4u chdm limg trong vin ban quy pham phap luat.

f) S6 trong van ban quy pham phap luét phai duge thé hién bang so A Rap
va dugce chi thich bing chit ngay sau phan sb; trir cac trudng hep sau: s§ & phan
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mé diu, phan két thiic vin ban; sé chi 46 dai cia thdi han, s6 chi thdi diém, sb
chi s6 luong cia don vi do ludng duoc thé hién bing s6 A Rép.

g) PBon vi do ludng trong van ban quy pham phap ludt duge thé hién bing
chit. Ky hidu ctia don vi do ludng duge ghi lién sau va dit trong déu ngoic don.
Tén va ky hiéu cia cac don vi do ludng dugc thé hién théng nhit theo quy dinh
vé do luong.

h) Trong van ban quy pham phdap ludt, truong hop thoi han duge xac dinh
bang phit, gid, ngdy, tudn, thang, quy, nam thi thoi han duoc trinh bay bing sé
chi d6 dai ctia théi han va don vi thoi han. Trudng hop thol diém dugce xac dinh
bang pht, gid, ngiy, tuin, thang, quy, nam thi thdi diém duoce trinh bay bang s6
chi d6 dai cta thoi diém va don vi thoi diém. Pon vi théi han, don vi thoi diém
dugc thé hién bing chit va duoc trinh bay lién sau sb chi dé dai ctia thot han, sb
chi thoi diém.

1) Bb cuc cha vin ban quy pham phap lnat

Tuy theo ndi dung vin ban ¢6 pham vi diéu chinh réng hosc hep cé thé lira
chon mgt trong cac cach bé cuc sau day:

- Phan, chuong, muc, diéu, khoan, diém;

- Chuong, muyc, diéu, khoan, diém;

- Chuong, diéu, khoan, diém;

- Piéu, khoan, diém;

- Khoan, diém.

Phén, chuong, muc, diu trong vin ban phai co tiéu dé. Tiéu dé 1a cum tir
chi n6i dung chinh ciia phan, chwong, muc, diéu.

Trudng hop vin ban quy pham phap luét dugc ban hanh kém theo van ban
khdac thi vin bén dugce chia thanh hai phan gbm van ban ban hanh kém theo va
vin ban dugc ban hanh kém theo. Phin van ban ban hanh kém theo chira dung
cac ndi dung quy dinh v& viéc ban hanh kém theo van ban khéc, t& chirc thuc
hién va hiéu lyc cla vin ban. Phan vin ban duoc ban hanh kém theo c6 thé bd
cuc theo phén, churong, muc, diéu, khoan, diém.

2. K¥ thuét trinh bay

a) K¥ thuat tinh bay ni dung vin ban dwoc thuc hién nhu khoan 2, didu
12 Quy dinh nay.

b) Cach trinh bay b cuc ciia vin ban quy pham phap luat

Viéc sdp xép cac quy dinh vé€ cung mét van dé€ trong phén, chuong, muc
phai dam bao nguyén tac:

- Quy dinh chung dugc trinh bay trudce quy dinh cy thé;

- Quy dinh vé ndi dung duge trinh bay trude quy dinh vé thu tuc;

- Quy dinh vé quyén va nghia vu duge trinh bay trude quy dinh vé ché tai;
- Quy dinh ph('?i bién dugc trinh bay truéc quy dinh ddc thu;
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- Quy dinh chung dugc trinh bay trude quy dinh ngoai 1é.

Phén 12 bd cuc 1én nhit dugc trinh bay trong vin ban, ndi dung ctia cac
phan trong vin ban phai déc 1ap véi nhau;

Chuong la bd cuc 16n thir hai dugc trinh bay trong van ban, ndi dung cua
cac chuong trong vdn ban phai cé ndi dung tuong d6i doc 18p va cbd tinh hé
thong, 16 gich vdi nhau;

Muc 13 bd cuc 1dn thir ba duge trinh bay trong vin ban, viéc chia cac muc
theo ndi dung tuong d6i doc 13p, c6 tinh hé théng va 16 gich voi nhau. Muc ¢6
thé duoc sir dung trong churong c6 nhidu ndi dung, diéu;

q Piéu ¢6 thé dugc trinh bay theo khoan, diém. Nd§i dung cta ting didu phai
thé hién day du, tron y va tron cau, dung ngit phap;

Khoan dugc str dung trong truong hop ndi dung cia didu ¢ cac y tuong
d6i doc 1ap vdi nhau, ngi dung moi khoén phai duge thé hién day di mét y, mdi
khoan phai viét ddy du thanh cau;

Diém dugc sir dung trong trudng hop ndi dung diéu, khoan cé nhiéu y khac
nhau.

¢) Cach trinh bay cac ndi dung stra d01 bd sung tai chuong quy dinh vé
diéu khoan thi hanh hojc diéu quy dinh vé didu khoan thi hanh trong vin ban
quy pham phap luit

Trong truong hgp védn ban duge ban hanh cé ndi dung sia ddi, bd sung
phin, chuong, muc, didu, khoan, diém, cum tir cha céc van ban khéc thi céc ndi
dung nay duge trinh bay tai Chuong “Diéu khoan thi hanh” hodc diéu vé didu
khoan thi hanh. N§i dung stra d6i, bb sung cb thé bd cuc thanh céc diéu, khoan,
diém tdy theo pham vi va mirc 46 sira d6i, bd sung.

Tai ndi dung sira d6i, b6 sung phai xac dinh ré phan, chuong, muc, diéu,
khoan, diém ctia van ban dugc sira doi, bo sung.

d) Cach trinh bay diéu khoan chuyén tiép trong vin ban quy pham phap
luat

Quy dinh chuyén tiép duge sir dung dé xir ly cac mbi quan hé phap ly dang
tén tai trude khi van ban duge ban hanh trong trirdmg hop khé ap dung ngay lap
tlre cac quy dinh coa van ban méi d6i véi cac quan hé phép ly dang ton tai trudce
d6. Viée quy dinh chuyén tiép phai nhim bao v& quyén co ban clia cong dan,
bao dam hai hoa lgi ich cia ngudi dan va lgi ich ciia Nha murde.

Quy dinh chuyén tiép duoc quy dinh thanh didu riéng tai phin cubi ca van
ban, dugc dit tén la “quy dinh chuyen tlep hodc dugc quy dinh ngay tai cac
diéu, khoan cén phai ¢é quy dinh chuyén tiep.

e} Cach trinh bay hi¢u luc thi hanh trong van ban quy pham phép luét

Thai diém ¢6 hiéu lye thi hanh cha van ban phai dugce xac dinh cu thé trong
van ban.
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Tén van ban, phin, chuong, muc, diéu, khoan, dlem cna van béan bi thay
thé, bai bo phai duroc 1iét ké cu thé fai didu quy dinh vé hiu lyc thi hanh cia vin
ban. Truong hgp cac van ban, phan, chuong, muc, dleu, khoan, diém cla van
ban bj thay thé, bai bé qua nhiéu thi phai duoc ldp thanh danh muc ban hanh
keém theo.

) K§ thuét vién din van ban trong vin ban quy pham phap lujt

Khi vién dan vin ban c6 lién quan, phai ghi day di tén vin ban, sb, ky hiéu
viin ban; tén co quan, td chirc ban hanh vin ban.

Trong trudng hop vién dan phin, chrong, muc clia mét vin ban quy pham
phap luat thi phai x4c dinh cu thé phan, chwong, muc ctia van ban do.

Trong truong hop vién dan dén didu, khoan, diém thi khong phéi xéc dinh
rd don vi bd cuc phén, chirong, myc ¢6 chita diu, khoan, diém dé.

Trong trudng hop vién dan dén phan, chuong, muc, diéu, khoan, diém cia
mdt vén ban quy pham phap luat thi phai vién dan theo thir tur tir nhé dén 16n va
tén ctia van ban; néu vién dan tir khoan diém nay dén khoan, diém khac trong
cung mot didu hodc tir muc, diéu nay dén muc didu khac trong cung mot chuong
cua cung mot van ban thi khéng phai xac dinh tén cua vén ban nhung phai vién
dan cu thé.

Piéu 25. Trinh bay viin ban quy pham phap luit sira ddi, bd sung

1. Trinh bay van ban quy pham phap luét sira d6i, bd sung mét sb didu

a) Van ban sira d6i, bd sung mét sb didu

Vin ban stra ddi, bd sung mat s6 diéu 1a vin ban stra dbi, bd sung, bai bo,
thay thé mét hodc mot s6 quy dinh ctta vin ban hién hanh.

Van ban sira di, bb sung mot s6 diéu phai xac dinh rd chuong, muc, didu,
khoan, didm dugc stra dbi, bd sung, bai bd, thay thé.

b) Tén cha vin ban stra dbi, bd sung mot s6 didu

Tén clia vdn ban sura ddi, bd sung mdt s di€u gbém tén loai van ban ¢d kém
theo cum tir “sira déi, bo sung mot so didu cha” va tén diy di ctia van ban durge
stra ddi, bb sung mét sb didu.

¢) B6 cuc clia van ban sira d6i, bo sung mét s6 didu

NGi dung ctia van ban stza doi, bd sung mét s6 di€u ciia m@t van ban co thé
dugce bo cuc thanh 4 diéu: diéu 1 quy dinh vé ndi dung stra 461, bd sung; diéu 2
quy dinh vé viéc béi bd hodc thay doi tir ngit li€n quan dén nhiéu diéu, khoan
trong "vin ban hién hanh; dieéu 3 quy dinh vé trach nhiém td chirc thyc hién (néu
¢d) va di€u 4 quy dinh vé thoi diém cd hiéu luc ciia vin ban.

Cac khoan quy dinh ndi dung sira déi, bd sung, bai bo, thay thé duoc sap

xep theo thir tir trong (mg véi trat tr cac didu, khoan clia vin ban duge stra dbi,
b sung.

d) Cach d4nh sé thir tu clia diéu, khoan bd sung
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Viéc danh s6 thir tu cta di€u, khoan bd sung dugc thire hién nhur sau:

- Cén cur vio ndi dung bd sung dé xac dinh vi tri ctia diéu, khoén bo sung
trong vén ban hién hanh;

- Panh s6 th tu cia diéu, khodn bo sung bang cach ghi kem chix cai theo
bang chit cai tieng Viét vao sau so chi diéu, khoan ding lién trugce dé.

- So thir tu ciia chuong, muc, ﬂleu khoan duge bb sung duge thé hién gom
phan s6 va chit. Phin s6 thé hién sb tha tu cla chuong, muc, didu, khoan trong
van ban dugc stra ddi, bd sung. Phén chit duoc sip xép theo thi tr trong bang
chit c4i tiéng Viét.

- 86 thur tu cua diém duge bd sung dugc thé hién gém phz"in chir va phé:in $0.
Phan chit dugce thé hién theo thir ty cua diém trong van ban dugce sta doi, bo
sung. Phan so dugc siap xép theo thu tu bat dau tirso 1.

d) Trat ty céc diéu, khodn ctia vin ban dugce stra doi, bd sung mét so diéu

Viéc trinh bay van bén sua dbi, bd sung mot s6 diéu khéng duoc 1am thay

d6i trat tu cdc didu, khoan khong bi sira d6i, bd sung, bai bo, thay thé cua van
ban hién hanh.

2. Trinh bay vin ban sira ddi, bd sung nhiéu vén ban

a) Véan ban stra d6i, bo sung nhi€u van ban 1a van ban stra doi, bd sung, bii
bo, thay thé dong thoi cadc quy dinh ciia nhiéu véan ban co lién quan.

b) Tén cha van ban sira d6i, bd sung nhiéu van ban

Tuy theo ndi dung dugce stra doi, bo sung, tén cua van ban stra doi, bd sung
nhiéu vin ban dugc thé hién nhu sau:

Tén loai van ban kém theo cum tir “stra doi, b6 sung mét so di€u caa” vin
ban dugc stra d6i, b6 sung co cung ndi dung sira do6i, bd sung lién quan dugc
khai quat hda hodc liét ké cu thé tén vin ban duge sira d6i, bd sung.

c) B6 cuc cia van ban sura doi, bé sung nhiéu van ban

Tuy theo ndi dung, vin ban sira d6i, bd sung nhidu van ban ¢6 thé bd cuc
thanh cac didu khic nhau, mbi didu chira dyng ndi dung dugc stra dbi, bb sung
clia mét vin ban, trir didu quy dinh vé trach nhiém/td chirc thye hién/thai diém
¢6 hiéu luc cla chinh van ban stra dbi, bd sung nhiéu van ban dé.

Nbi dung cac didu, khoan cia vin ban sua d6i, bd sung nhidu van ban phai
x4c dinh rd tén vin ban, diéu, khoan, diém cha cdc van ban lién quan dugc sira
i, bd sung. Tén diéu ctia vin ban 1a ménh 1énh chi din viéc sira ddi, bd sung,
bii bo, thay thé cta timg van ban cu thé.

Diéu cta viin ban stra d6i, bd sung nhiéu van ban c6 thé duoc bd cuc thanh
khoan; khoan c6 thé dugc bb cuc thanh cac diém.
Khoan gom ménh 1énh chi din viéc sira dbi, bd sung, béi bo, thay thé

chuong, muc, didu, khoan, didm kém theo ndi dung sira d6i, bd sung, bii bo,
thay thé.
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N1 dung stra dm bd sung, bai bé, Lhay thé duge sﬁp xep theo thit tr trong
{mg véi trit or cdc dify, khoan cha vin bin dugo sira ddi, bl sung.

Pidu 26. Trinh bay phin két thic ciia vin bsn quy pham phip luit

Phcm két thiic ¢lia vin ban gnm chire vy, ho tén va chir ky cua ngudi co
tham quyén ban hanh van ban; diu ciia co quan ban hanh viin ban; noi nhan van
ban,

BY5i vii viin ban ban hanh kém theo mét hinh thwre van ban khac (hi phan
k&L thue cua vin béa duge ban hanh kem theo gm’n chire vy, ho tén va chit ky

cua ngudi ¢ thim quyén kv ban hanh vin ban; diu cha co quan ban hanh van
bar.

Diéu 27. Trinh bay chite vu, ho tén va chir ky cia ngudi ¢6 thdm quyén
I. Thé thirc
Van ban quy pham phap luat do B¢ Céng I huong ban hanh thi B§ truong

k¢ ban hanh. Trong truéng hop cap phé k' thay viin ban thi phai ghi chit viét tt

KT (kY thay) vao trade chire vu cig nguol b thim quyén ky han hanh vin
ban.

Chirc vu, ho tén cia ngudi ky ban hanh vin ban phai dugc thé hign day 4o
trong van ban.
B)5i véi vin ban lién tich thi phai ghi 16 chite vu va tén co quan ciia ngueri
ky ban hinh vin ban.
2. K¥ thujt trinh bay
Céc chit viét tat “KT* hodc “Q” {qu:,rt:n), quyen han va chirc vu cia ngudi
ky dugc trinh bay bing chit in hoa, ¢ chir tir L3 &én 14, kidu chit dimg, dam.

Ho v tén chia ngudi ky vim ban duge trinh bay bang chit in thuong, ¢
chir tir 13 dén 14, kidu chix dimg, ddm, duge dat canh gitta so voi quyén han,
chire vu cta nguin ky.

Piéu 28. Diu ciia co quan ban hanh vin bin
Déu clia cor quan ban hanh vén ban dugc thue hign nhu didu 14 Quy dinh
nay. -
Dicu 29, Noi nhin viin bin

1. Thé thirc

Nevi nhin vin ban bao gf‘:rm CO guan gidm sait, Co quan Kiém tra, co guan
ban hanh van ban, co quan Céng bao, co quan hru trlt va cdc co quan, 16 chic
khac thy theo ndi dung cta van ban.

Z. K§ thuét trinh bay

- Ta.r “Noi nhidn” duegc trinh bay trén mbt dcrng riéng (ngang hang véi dcmg,
chir quyén han, chirc vu cia ngum ky™ va st 12 trdi), sau da ¢ déu hai chim,
bang chit in thua‘ng, o chit 12, kidu chir nghiéng, dam;

- Phin liét ké cAc co quan, t§ chite, don vi va ¢4 nhan nhin van ban dugce
trinh bay bang chit in thudng, & chit 11, kidu chir dimg; tén mdi co quan, té
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chitc, don vi va ca nhan hodc mbi nhém co quan, t6 chirc, don vi nhan vin ban
dugc trinh bay trén mdt dong riéng, diu dong co gach d4u dong sat 18 trai, cudi
dong cé dau cham phay; riéng dong cudi cung bao gbm chir “Luu” sau d6 c6
dau hai cham tiép theo 1a chir viét tat “VT” (vin thr co quan, don vi), déu phay,
chir viét tat tén don vi (hodc bo phén) soan thao vin ban va 50 lwong ban luu

(chi trong nhimg trudng hop cAn thiét) duoc dat trong ngodc don, cudi cing 1a
dau cham.

Chuong IV
THE THUC VA KY THUAT TRINH BAY BAN SAO

Piéu 30. Thé thirc ban sao

Thé thirc ban sao bao gém:

1. Hinh thitc sao bao gdm “SAO Y BAN CHINH”, “TRICH SAO” hoac
“SAO LUC”. Viéc xéc‘dinh hinh thire ban sao dugc thye hién theo quy dinh tai
cac khoén 4, 5 va 6 Diéu 2 coa Nghi dinh s6 110/2004/ND-CP ngéy 08 théng 4
nam 2004 ctia Chinh phua vé cdng tac van thu;

2. Tén co quan, td chirc sao vin ban 12 tén clla co quan, don vi thue hién
viéc sao van ban;

3. 84, ky hiéu ban sao bao gbm sb thir tu dang ky dugc danh chung cho cac
loai ban sao do co guan, t'é c}u’rc thuc hién va chir viét tat tén loai ban sao theo
“Phu luc I — Bang chir viét tat tén loai vén ban va ban sao” kem theo Quy dinh
nay. S6 duge ghi béang chit sd A-rép, bat dau tr s6 01 vao ngay dau nam va két
thic vao ngay 31 thang 12 hang nam;

4. Cac thanh phén thé thirc khac cia ban sao vin ban gbm dia danh va
ngay, thang, nam sao; chirc vy, ho tén va chir ky cta ngudi cé thdm quyen déu

clia co' quan, t6 chirc sao van:ban va noi nhin duge thuc hién theo huéng dén tai
céc Pidu 10, 13, 14 va 15 Chuong I cia Quy dinh nay.

Piéu 31. K§ thuit trinh bay
1. Vi tri trinh bay
Cac thanh phan the tl],uc ban sao duge trinh bay trén cling mét trang gidy,

ngay sau phan cudi cung cpa van ban can sao dugc photocopy, dudi mét dwong
ké nét lién, kéo dai hét chidu ngang clia viing trinh bay van ban.

Vi tri trinh bay cac thanh phan thé thirc ban sao trén trang gidy kho A4
dugc thyce hién theo So d6 bo tri cac thanh phéan thé thirc ban sao van ban néu tai
So d6 3.3 (Phu luc [T} kém theo Quy dinh nay.

. 2. K¥ thuét trinh bay ban sao

a) Hinh thirc sao: cym tir “SAO Y BAN CHINH”, “TRICH SAO” va “SAO
LUC” dugce trinh bay bang chit in hoa, c& chif tur 13 dén 14, kiéu chir ding,
dam;

b) Céac thanh phén thé thirc khéc ctia ban sao gdm: tén co quan, don vi sao
van ban; s6, ky hiu ban sao; dia danh va ngay, thang, ndm sao; chirc vy, ho tén
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va chit ky ctia ngudi cé thim quyén; ddu ctia co quan, td chitc sao vin ban; noi
nhan dugc trinh bay theo hudng dan trinh bay cac thanh phan thé thirc tuong
g cla vin ban tai Dieu 17.

Méu trinh bay cac thanh phén thé thirc ban sao van ban duoc minh hoa tai

Mau s6 4.20 mau trinh bay ban sao kém theo Quy dinh nay.
Chuong V
TO CHUC THUC HIEN

Diéu 32. Trach nhiém thye hién

Tét ca can bd, cong chirc co quan Bo Cong Thuong c6 trach nhiém thuc
hién nghiém tic cac quy dinh vé thé thuc va k¥ thuat trinh bay van ban trong
Quy dinh nay.

Cin clr quy dinh nay, cac S& Céng Thuong, Tédp doan, Témg cong ty, Cong
ty, co quan don vi thudc B xdy dung va ban hanh quy dinh vé thé thie va k¥
thudt trinh bay van ban pht hop véi dic diém va thuc té clia co quan, don vi
minh.

Piéu 33. Trach nhiém kiém tra viée thuc hién Quy dinh

Vian phong Bo ¢6 trach nhiém hudng dan, kiém ira viéc thuc hién Quy dinh
nay trong cac co quan, don vi thudc B dé bao dam sy thong nhét trong toan
nganh.

Pidu 34. Sira d6i, bd sung Quy dinh

Viéc stra déj, bd sung Quy dinh nay do B trudéng Bé Cong Thuong quyét
dinh trén co s& dé nghi cia Chanh Vian phong B4./.

T. Bo TRUONG

Ho Thi Kim Thoa
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Phu luc I

BANG CHU VIET TAT TEN CUA CAC PON VI THUQC CO QUAN BQ
(Kém theo Quy dinh vé thé thitc va k thudt trinh bay van ban)

STT Tén don vi Chir viét tit |
I. | VuKéhoach KH |
2. | Vu Tai chinh TC :
3. | VuT6 chirc can bd TCCB :‘
4. | Vu Phép ché PC
5. | Vu Hop tic qubc té HTQT l
6. | Thanh tra B TTB |
7. | Van phong B6 VP
8. | VuKhoa hgc va Cong nghé KHCN
9. | Vu Cong nghiép ning CNNg
10. | Vu Cong nghiép nhe CNN
11. | Vu Phit trién ngudn nhdn lyc PTNNL
12. | Vu Thi trudng trong nude TTTN
13. | Vu Thuong mai Bién gidi va Mién ni BGMN
14. | Vu Thi truéng chiu A — Thai Binh Duong KVl
15. | Vu Thi trudng chiu Au KV2
16. | Vu Thi trwomg chau My KV3
17. | Vu Thi trudomg chau Phi, Tay A, Nam A KV4
18. | Vu Chinh sach thuong mai da bién PB
19. | Vu Thi dua - Khen thudng TBKT
20. | Téng cuc Niang lugng TCNL
21. | Cuc Diéu tiét dién luc DTBL
22. | Cuc Quan ly canh tranh QLCT
23. | Cuc Quan ly thi trudng QLTT
24. | Cuc Xiic tién thuong mai XTTM
25. | Cuc Cong nghiép dia phuong CNDP
26. | Cuc K¥ thuit an toan va Mét trudng cdng nghiép ATMT
27. | Cuc Thuong mai dién tir va Cong ngh¢ thdng tin TMDT
28. | Cuc Hoa cht HC
29. | Cue Xuat nhap khéu - XNK
30. | Cuc Cbdng tac phia Nam CTPN
31. | Vin phong Uy ban Québc gia vé HTKTQT VPUBQG
32. | Vién Nghién ciru Chién lugc, chinh sach céng nghiép VNCCN
33. | Vién Nghién ctru Thuong mai VNCTM
34. | Bao Coéng Thuong BaoCT
35. | Tap chi Céng Thuong TCCT
36. | Truong Pao tao, bdi dudng Can by Cong Thuong TW TCBCT
37. | Trung tdm Thong tin Cong nghiép va Thuong mai TTTT




Phu lyc II

BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kem theo Quy dinh vé thé thirc va ky thudt trinh bay van ban)

STT Tén loai viin ban Chir viét tit
Vin ban quy pham phap luit
1. | Thong tu TT .
2. | Théng tu lién tich TTLT
Van ban hanh chinh
1. | Quyét dinh (ca biét) Qb
2. | Chi thi (c4 bidt) CT
3. | Théng céo TC
4. | Thong béo B
5. | Chuong trinh CTr
6. | Ké hoach KH
7. | Phuong an PA
8. | Péan DA
9. | Bao céo BC
10. | Bién ban BB
11. | T& trinh TTr
12. | Hop déng HP
13. | Cong dién Cb
14. | Gidy chimng nhan CN
15. | Gidy iy nhiém UN
16. | Gidy mai GM
17. | Gidy gidi thigu GT
18. | Giéy nghi phép NP
19. | Gidy di duong bb
20. | Gidy bién nhan ho so BN
21. | Phicu gt PG
22. | Phiéu chuyén PC
Ban sao vian ban -
1. | Béan sao y ban chinh SY
2. | Ban trich sao TS
3. | Bénsaoluc SL




Phu luc III
SO PO BO TRI VAN BAN HANH CHINH,
VAN BAN QUY PHAM PHAP LUAT VA BAN SAO
(Kém theo Quy dinh vé thé thire va kj thudt trinh bay van ban)

So' dd 3.1. So dd bb tri céc thanh phan thé thire van ban dbi v6i cong van
hanh chinh (trén kho giay A4).

So' @b 3.2. So do bd tri cac thanh phan thé thirc viin ban déi véi van ban c6
tén loai (trén kho giay A4).

So' b 3.3. So d6 bd tri cac thanh phan thé thirc van ban quy pham phap
luat (trén kho gidy A4).

So d6 3.4. So dd b tri cac thanh phan thé thic ban sao vin ban.



So 46 3.1. So do b tri cde thanh phin thé thirc vin ban trén khé gidy A4™

(dbi véi cong vin honh chinh)

20-25 | mm Déu thu hdi va chi din v&
pham vi lun hanh
Tén co quan Quéc hiéu
Sé va ky hidu Dia danh, ngay... thang ... ndm
Trich yéu néi dung
c¢6ng van hanh chinh
P06 mat Noi nhén

P6 khan | | Chi din vé du thao

|

30 -35 mm . .
> N1 dung vin ban,

Fy
k.

15-20 mm

—

Noi nhin )’ngén han, chic vu ngudi ky
N

. ( Déu JChit ky va con déu

*" N

Ho va tén ngudi ky

Pia chi co quan, t6 chirc; dia chi email; dia chi Website; s6 dién

H A A A 1
thoai , 56 Telex, 56 Fax (n€u can)

F 3
20 - 25 mm

Y

Ghi chii: ] o
(*) Hudng dan thiét Iap kho 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 hidu ngudi danh may va s6 lugng ban phat hanh.



Phu luc II1
SO PO BO TRI VAN BAN HANH CHINH,
VAN BAN QUY PHAM PHAP LUAT VA BAN SAO
(Kém theo Quy dinh vé thé thite va k thudt trinh bay vin ban)

So dd 3.1. So d6 bb tri cac thanh phan thé thirc van ban dbi véi cong van
hanh chinh (trén khé gidy A4).

So d6 3.2. So dd bd tri céc thanh phan thé thirc vin ban dbi véi vin ban co
tén loai (trén kho gidy A4).

So @6 3.3. So dd bd tri cac thanh phin thé thirc vin ban quy pham phap
ludt (trén kho giay A4).

So d6 3.4. So dd bd tri cac thanh phan thé thirc ban sao van ban.



So 40 3.2. So db bé tri cdc thanh phin thé thivc vin ban trén khé gidy A47

_(doi voi vin bin co tén loai)
X

20 -25| mm DAu thu hdi va chi dan vé

pham vi luu hanh

Tén co quan

Québc hiéu

S5 va ky hiéu

Dia danh, ngay... thdng ... ndm

Tén loai vdn ban
Trich véu ndi dung vin ban

Do mét Noi nhén

B khin| | Chi din v& du thao

- (*) Hudng dan thiét lap. kho 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 hidu ngudi danh may va sb lwong ban phat hanh

30-35 mm
< > . s 15«20 mm
Noi dung van ban < >
o1 nhin Quyén han, chie vu ngudi ky
: Chir ky va con dau
(**)J
Ho va tén ngurdi ky
Bia chi co quan, td chire; dia chi email; dia chi Website: s6 dién
thoai , s0 Telex, 56 Fax (n€u can)
A
20 -25| mm
Y
Ghi chi:



So 46 3.3. So d6 bé tri cdc thanh phin thé thire vin bén trén khé gidy 447
(doi voi vin ban quy pham phdp ludt)

20 -25| mm
Tén co quan Québc hidu
S6 va ky hiéu Dia danh, ngay... thang ... ndm
Tén vin ban

Trich véu ndi dung vin ban

D mat

30-35 mm
< > . . 15- 20 mm
Néi dung vin ban >
INoi nhén Quyén han, chirc vy ngudi ky
. Chit ky va con déu
(**}
Ho va tén ngudi ky
'y
20 -25| mm
\ 4
Ghi chut:

{*) Hudng din thiét 14p 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 hiu nguoi danh may va s lugng ban phat hanh



So d6 3.4. So d5 bé tri cdc thanh phan thé thirc bin sao vin bén
trén khé gidy A4

30 -35 mm

4

20-25

b

mim

F 3

PHAN CUOI CUNG CUA VAN BAN BUQC SAO

15-20mm

Hinh thac sao

Tén co quan sao vin ban

S0 va ky hiéu ban sao

Noi nhin

™

Ha Noi, ngay... thdng ... ndm

Quyén han, chirc vu ctia ngudi ky

Chit ky v con diu

Ho va tén ngudi ky

Bia chi co quan, t6 chie; dia chi email; dia chi Website; s6 dién
thoai , s6 Telex, s6 Fax (néu cén)

20 =25 mm

(*) S6 luwgng ban phat hanh




) Phu luc IV )
MAU CAC LOAI VAN BAN
{Kem theo Quy dinh vé thé thitc va k¥ thudt wrinh bay van ban)

Miu 4.1, Quyét dinh ca biét cia B Cong Thueeng.

Miu 4.2. Quyét dinh cla cic co quan, don vi trwe thude B8 Cony
Thuong.

Min 4.3, Chi thi ¢4 bi&t cda BH Céng Thuong.

Miu 4.4, Théng tur ctia Bé Cong Thureng (quy dinh true tiép).

Maéu 4.5. Théng tu cua B Cong Thuong ban hanh vin ban kém theo
(nhu quy ché, quy dinh).

Miu 4.6. Théng tu cua Bg Cong Thuong sua déi, bé sung mér sb diéu
{quy dinh ure tu:pf' ban hinh quy ché/ didu 18,

MAu 4.7. 1 héng tr cia Bé Cong Thuomg sua dér, bé sung nhiéu Thong tr

Mau 4.8. Thong tir lién tich cda Bé Cong Thueng véi cée co quan c6 thim
quyéit

Miu 4.9. Céng van hanh chinh cta 3 Cong Thuong.

Mau 4.10. Céng van hanh chinh ciia co quan, don vi teue thude 136,

Miu 4.11. Céng van ndi b cla cic co quan, don vi trye thude Ba Cang
Thuong.

Mau 4.12. Vin ban ¢6 1én logi nhu Chwong trinh, K& hoach, Bao céo, To
trinh, Dé an v,v... ¢0a Bé Cong Thuong.

Miu 4.13. Van bfm‘ cé tén loal nhu Chueng trinh, Ké hoach, Bao cdo, T
trinh, Bé an v.v... cdc co quan, don vi trge thuge BS Cong
Thurong.

Mau 4.14, Quy ché, Quy dinh cia BS Cong Thuong, cdc co quan, dom vi
trye thuGe B6 Cong Thuong (ban hinh keém theo Thing tr hoje
(QJuyel dinh).

MAu 4.15. Thu chi dao cia Lanh dao B&, Lanh dao don wi.

Mau 4.16. Cong ham.

Mzu 4.17. Cong van déi ngoat.

Mau 4.18. Gidy méi ciia Bd Céng Thuong.

~ MAu 4.19. Phiéu irinh gii quyét cong viée cua B Cong "Thuong,

Miu 4.20, Ban sac van ban.



M@u 4.1. Quyét dinh cd biét ciia Bé Cong Thuong

BQ CONG THUONG CONG HOA XA HOQI CHU NGHiA VIET NAM
- Déc lp - Ty do - Hanh phic

S /Qb-BCT Ha Ngi, ngay...... thang...... nam ..\,
QUYET PINH
V& VIBC eveevecrreereemaersssessrens B oeeessvemmemmossssserseemaossin

BO TRUONG BQ CONG THUONG

Cén clr Nghi dinh 95/2012/ND-CP ngay 12 thang 11 ném 2012 cua Chinh
phi quy dinh chirc ning, nhiém vu, quyén han va co chu t6 chirc ctia B6 Céng
Thuong;

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

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

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
- Nhyy Diét ............. ; ,
v reasanes ; (chit ky va con dau)

- ]_.Ll'l.] VT, ..... &

Ho va tén

Chu thich:

) Nam ban hanh.

@ Prich yéu ndi dung Quyet dinh.

®) Cac can ot phép Iy dé ra Quyét dinh.

“ Noi dung ciia Quyét dinh.

5} Chir vidt tht tn ciia don vi chu tri soan thao.

[ e%]



Mau 4.2. Quyét dinh ciia cdc co quan, don vi truc thujc B Céng T, huwrong

_BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, PON VIV Poc lap - Ty do - Hanh phiic
S4: /QD-,,,_"{E) ......... @ , ngay.. ... thang... ... nam .Y
QUYET DINH
VE VIEC corerecrrererrreenes ) e resonenes
THAM QUYEN BAN HANH

CAN CU et e, :

AN QUL oot ee e et e s e e e s e et e e s s b ettt e eeseemrn e e e ee e eetaeeaetaasaseene e ;

THEO A& NI vt s et ,
QUYET PINH:

PHEU Lo, T ettt

BHBU 2. oottt sttt ee ettt ee e s ee e et ee st seavaene e enenet e et st ee e enes

3T U OO /

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nh@n:
-Nhr Biéu ... ;
e (chit ky va con ddu)
-Luu: VT, ...% .
Ho va tén
Chi thich:

M Ten co quan, don vi ban hinh vin ban.

@gf . ... /QD-Tén viét tit clia co quan, don vi.
%) Bia danh,

“)Nam ban hanh.

) Trich yéu noi dung Quyét dinh.

) Cac can et phéap 1y @& ra Quyét dinh.

Y Nbi dung Quyét dinh.

@) Chir viét tat tén ctia don vi chii tri soan thao.



Mau 4.3. Chi thi cd bi¢t ciia Bj Cong Thuong

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
R Poc lap - Tu do - Hanh phuc

. Carar . y ]
So: /CT-BCT Ha Ngi, ngay... ... thang... .. nam ..\
CHI THI
A . 2
VE VI€Cuuieinrunisrsrssserassens @) eereomeeressseesnsereesesenen
(3}
....................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUUI KY

Noi nhin:
S S (chit ky va con dau)
- Luu: VT, .. @ )

Ho va tén

Cha thich:

U'Nam ban hanh.

@) Trich yéu néi dung Chi thi.

) Npi dung ctia Chi thi.

) Chir viét tht tén cua don vj chu tri soan thao.



Mau 4.4. Thong tir ciia B§ Cong Thurong (quy dinh truc tiép)

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
- Doc lap - Tw do - Hanh phce

86: /2. OTT-BCT Ha Ngi, ngay... ... thang...... ndm AL

THONG TU
(2

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

Can cir Nghi dinh 95/2012/ND-CP ngay 12 thang 11 nam 2012 cua Chinh
phit quy dinh chitc ndng, nhiém vu, quyén han véa co cdu 16 chire ciia Bo Cong
Thirong;

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

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

QUYEN HAN, CHUC VU CUA NGUOI KY

S (chit ky va con ddu)

Ho va tén

Chii thich:

('Nam ban hanh.

@ Trich yéu ndi dung Théng tur.

@) Can ¢t phép 1y dé ban hanh.

‘”Nc}i dung ctta Thong tu.

BYChir viét tat tén cta don vi chil tri soan thao va sb firgng ban luu (néu cén).



Mau 4.5. Théng tie ciia Bé Cong Thirong ban hanh vin ban kém theo (nhr
quy ché, quy dinh)

BO CONG THUONG CONG HOA XA HOY CHU NGHIA VIET NAM
- Déc 1ap - Tu do - Hanh phiic

So: /2. ""ITT-BCT Ha Néi, ngay ... ... thang ... ... nam ...\
THONG TU
Ban hanh.......inniinnnnnen. B eereerrenreareaneas

Can cur Nghi dinh 95/2012/ND-CP ngay 12 thang 11 ndm 2012 cua Chinh
phit quy dinh chirc ndng, nhiém vy, quyén han va co cau 16 chire ciia BS Cong

Thuong,
CN CUoie oo R :
THEO A8 NGHE CT...ooco oot '
B truong B Cong Thwong ban hanh Thong tu.......
Piéu 1. Ban hanh kém theo Théng tr nay .......ccc.......... @ s
DU 2. oottt e e aee e reeeeneee s
DHBUnrs weeereeves st s s ese st et sts e saes s e nas st b eeseataea e ernes sl /.

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:

e (chiz ky va con ddw)

Ho va tén

Cha thich:

(V' Nam ban hanh.

@ Tén ciia viin ban duge ban hanh kém theo.

) Ciin ctr phap 1y d& ban hanh.

“ Chir viét tit tén ciia don vi chil tri soan thao va sb lugng ban luu (néu can).




Mau 4.6. Théng tur ciia B Cong Thuong sira déiz bo sung mpt so diéu(quy
dinh tryec tiép/ ban hanh quy ché/ dicu Ié)
BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
- DPoc lap - Tw do - Hanh phie

Sé: 2. YTT-BCT Ha Néi, ngay... .. thdng... ... nam ...V
, THONG TU
Sira ddi, bo sung mét sb diéu ciia Thong tur sb.... P....../ sira d6i, bd sung mot

s6 didu ciia Quy ché/ Quy dinh ban hanh kém theo Théng tw b ... 7.,

Can cue Nghi dinh 95/2012/NB-CP ngay 12 thang 11 ndm 2012 cua Chinh
phut quy dinh chirc ndng, nhiém vy, quyén han vé co cdu 16 chive ciia B Cong

Thirong,
GV Ol e e ;
Theo dé NGHE CUG.........co.oovoeeeeoe oo, ;
B¢ truong Bo Cong Thuong ban hanh Thong tur.. ...

« A o A A A A .. o A A - A
Piéu 1. Sira ddi, bd sung mdt sé didu cia Thong tw sé ... D.../ siva dbi,

b6 sung mot so di€u caa Quy ché/ Quy dinh........ ban hanh kém theo Théong
tu' Sa ."(2} ........
1. Biéu..... dugc sira d6i, bo sung nhu sau:
“Diéu P
2. B6 sung biéu.....(s6 thir tu cua Di€u ngay trudc Piéu dugce bo sung) a
nhw sau:
B 5 3T O C OO U U O TSSO U OTOUUPSRRRRTURIRUOR 7
3. Bii bé biéu.....
Dieun 2.
1. Huy bo, bii b cac Diéu............
2. Thay déi tir “........ > thanh tr “.......... ” tai cac Diéu........

Piéu... Trich nhiém td chirc thye hién
Piéu... (Pidu khoan thi hanh)

1. Théng tu nady cé hiéu luc KE 1 TIBAY oo



2. Thong tr ndy bai BO....ccooiciiiiercrecrrc e /.

QUYEN HAN, CHUC VU CUA NGUOI KY

Noinhin:
N ; (chit ky va con dau)
-Luw VT, ... W

Ho va tén

Chii thich:

t)N#m ban hanh.

@ Tén ciia Théng tur duge sira ddi, bd sung.

) Ciin ¢t phap 1y d& ban hanh.

™ Chiv vidt dit tén ciia don vi chi tri soan thao va sb lugng ban tuu (néu cin).




Mau 4.7. Théong tir ciia B§ Cong Thirong sira déi, bé sung nhiéu T hong fwr

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
- Poc lap - Tu do - Hanh phic

86 /2. Y/TT-BCT Ha NGi, ngay ... thang...... nam ..M.

THONG TU
Sira d6i, b sung mdt s diéu cia Théng tw sb.... ®....; Théng tw sb .... ®"...;
va Théng tu s6 ... ®....; / Sira d6i, bo sung mot sé didu cita cde Thong twr
lién quan dén ....%Y....

Can cir Nghi dinh 95/2012/ND-CP ngay 12 thang 11 ndm 2012 cua Chinh

phi quy dinh chirc ndng, nhiém vu, quyén han va co cau 16 chirc cia Bo Cong

Thirong;

ChN CU..ooveeeee e e ;

Theo A& MERE CTH. ... eeee e ,

B¢ trudng Bé Cong Thwong ban hanh Théng t.......

. A b AR A A A R - A A (2a)

Dieu 1. Sira doi, bo sung mojt so diéu ctia Thong twso ... ...

1. Bidu...... duoc sira dbi, bd sung nhur sau:

IR UL ev? wovoeeeeeeeeeeraeeeeresseseeseeneseeeeeoseseeessebeneenensesenasereaesemereeeeeeaeeneneresens i

2. B sung Diéu......(sb thir tr cita Didu ngay trude Didu dugc bd sung)
nhu sau:

D IBUL 18 ceoeteeeeetete e e eaeeent et eeee s s s e e st ereneneeae et es e e e e er e e s enenies ”

3. Bai bo Diéu.....

. A - As A A A 3o A 5 a A
Piéu 2. Sira d6i, b sung mbt s6 didu cta Thong tw sb ... **...

1. Diéu............ duge stra dbi, bd sung nhu sau:

Piéu... Trach nhiém tb chire thire hién

Piéu... (Piéu khoan thi hanh)

1. Thong tur nay c6 hiéu luc K& 10 TIGAY e eeveeeeerert e vere s

2. Thong tr nay bAL DO...ceeieeeee e /.



QUYEN HAN, CHUC VU CUA NGUOI KY
Nei nhin:
e (chit ky va con ddu)

- Lwu: VT, ... o

Ho va tén

Chu thich:

YNam ban hanh.

@2) T¢n ciia Théng tu duge sita ddi, bé sung.

@ Khai quét hoa ndi dung cia cac Théng tu co lién quan, vi du lién quan dén finh varc xuit nhap
Kkhau

) Ciin ci phéap ly dé ban hanh.

) Chir vide tht tén ctia don vi chii tri soan thao va sé lrgng ban hun (néu can).
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MAu 4.8. Théng tu lién tich ciia B¢ Cong Thirong

CQ CHU TRi- CQ PHOI HOP- ¥  CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic

S&: /2.0 TILT-...-..* Hé Ni, ngay ... thng ... nam ..\
THONG TU LIEN TICH
)
CER Ul e,
Bo truong Bo......... ; Bo trwong Bo........ ban hanh Thong nr lién
FICH o
------------------------------------------------- t6).--..---z---...--......------..-......--..-.---‘..........---------
............................................................................................................................. /.
QUYEN HAN, CHUC VU QUYEN HAN, CHUC VU
CUA NGUOIKY CUA NGUOI KY 7™
(chit ky va con ddu) (chit ky va con dau)
Ho va tén Ho va tén

Noi nhin:

Cha thich:

4 Ten co quan chu tri va t8n (cc) co quan (t6 chic) khac tham gia ban hank TTLT (B Cong
Thuong c6 thé 13 co quan cha tri hodc co quan phéi hop). Théng tu lién tich duge dang ky va ghi s6
thir tu tai van thu co quan chii tri soan thao.
“Nam ban hanh.
©) Chir viét tat tén B va tén (c4c) co quan (t6 chirc).
“) Trich yéu ni dung Thong t lién tich.
) Cin cir phap 1y dé ban hanh; muc dich (néu c6) va pham vi didu chinh cia Théng tu lién tich.

N&i dung cua Thang tu lién tich.
7 Quyén han, chirc vu ngudi ky ciia B§ chi tri soan thio TTLT.
(76} Quyén han, chirc vu clia ngudi dimg déu co quan (t6 chiic) ddng ban hanh Théng tu lién tich; chic
vu cia ngudi ky van ban lién tich phai ghi day du, bao gdm chire danh va tén co quan, t6 chire.
"8‘) Chir viét tit tén ciia don vi chi tri soan thao va cor quan, 5 chirc tham gia va s§ lugng ban luu (néu
cin).
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Mau 4.9. Céng vin hanh chinh ciia Bp Cong Thuwong

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phiac

$4- /BCT-..... WY Ha Néi, ngay... ... thang......ndm ... P ...

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

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

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

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

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

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

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

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

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

QUYEN HAN, CHUC VU CUA NGUOUI KY

Noi nhiin:
- Nhur treén; Wit ko vo dé
‘ (chir ky va con dau)
-Luu: VT, .0
Ho va tén
Chu thich;

M g8 va ky hiéu Céng van.

@ Ngay thang nim ban hanh.

) Trich yéu néi dung Céng vin.

D si dung Cong vin. ' N

) Chir viét tht tén ciia don vi chi tri soan thao.
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x ) b4 h) ¥ ¥ r - ol Fa -
Mau 4.10. Céng vdn hanh chinh ciia cdc co quan, don vi triee thuge Bp Cong Thirong

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, BON VIV Déc lap - Tu do - Hanh phic
Sé- foe 2 @ , gAY ... ... thang...... nAmM ...
VIV S
Kinh giri
-------------------------------------------------------- (5)ao¢--------ln----“-to--------nl-l-----..---......1---1-.-.
........................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
- Nhur trén;

Lml VT‘G) (chit ky va con dau)

Ho va tén

Cha thich:

D Ten co quan, don vi ban hanh Céng van.

2) 86 va ky hiéu Céng van.

) Trich yéu ndi dung Céng van.

“ Pia danh, ngay thang nam ban hanh.

% Nai dung Cong vin.

) Chir viét tit tén cla don vi chi tri soan thao.
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Miau 4.11.  Céng vin néi bg ciia cic co quan, don vi triee thuje Bp

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CG QUAN, PON VIV Doc 1ap - Tu do - Hanh phic
SH fom @ S , Igay... ... thang ... ... AN v
\ZA A~ @ e
Kinh gt coooiieiiviiiercceneieen ) e
--------------------------------------------------- (6)|ll--.---..U.".l----l.‘..".|lll'l'. DI R R R R ane
................................................................................. /.

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhan:
o VT (chit )

Ho va tén

Chi thich:
M Ten co quan, don vi ban hanh vin bén.

@ Ten viét tht ctia don vi. S ndi b cta don vi.
) Pia danh, ngay thang nim ban hanh.

® Trich yéu ndi dung.

) Noi nhan.

© Noi dung viin ban.

7 Chir viét tit tén ciia don vi chi tri soan thio.
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Méu 4.12. Vin bin cé tén logi nhw Chwong trinh, Ké hoach, Bio cio,
To trinh, Pé dan v.v... ctia By Céng Thuong

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

- b - \ s e 2
So: A :Tor B Ha Néi, ngay ... ... théng...... nam ..B .
~ - b 3
TEN LOAI VAN BANY
(4)
3)
................................................ /.

QUYEN HAN, CHUC VU CUA NGUOIL KY

] LuuVT """ @ (chit ky va con dcfu)
Ho va tén
Cha thich:

) 84 va ky hiu van ban.
@ Ngay thang ndm ban hanh.
Tén loai vin ban nhu Thong bio, Chuong trinh, K& hoach, Bio co v.v...
® Trich yéu n8i dung van ban.
©) Ngi dung van ban.
® Chir vibt tit tén coa don vi chu tri soan thao.
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Mau 4.13. Vin ban cé tén logi nhw Chiong trinh, Ké hoach, Bdo cdo,
To trinh, Dé an v.v... ctia cdc co quan, don vi triec thupe B Cong Thieong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, BON VI Péoc lap - Tu do - Hanh phic
Sé: [oemd® . G . ,ngay... .. thdng... ... RAM o
TEN LOAI VAN BAN®
(5)
---------------------------------------------------- (6)...------...a....-----o-----.---------.--.....----.....-.-;;;--...
............................................................................................. /.

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhgn:
: LuuVTm, (chit ky va con dd’u)

Ho va tén

Cha thich:

) Tén co quan ban hanh vin ban.

) 9§ va ky hiéu van ban.

) Pja danh, ngay thang nam ban hanh.

* Ten loai vin ban nhu Théng bao, Chuong trinh, Ké hoach, Bo c4o v.v...
©) Trich yéu ndi dung vin ban.

€ N§i dung vin ban.

D Chir viét tét tén clia don vi chu tri soan thao.
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MAu 4.14. Quy ché, Quy dink cive B Cing Thureng, cia cdc co quan, den
vi trirc thude B (Ban hanh kém thee Thing fie hodc Quyér dink)

BO CONG THUONG 7 CONG HOA XA HOI CHU NGHIA VIET NAM
— Dic lip - Ty do - Hanh phic

QUY CHE (QUY PINH)

LE 22 LY] IR IR E R I T LI YT T YRR {Ij ----------- FET]
(Baw héwh kém theo Thing rm’Quyér Tk 86 e .
REEY ... thang ... nam 20 ... CHA oveeeeens e, i )
Chuweng 1
QUY PINH CHUNG
DEEU Eroooeeeeeeeee e
T SRR
3 T T SO RURRERR
Chwong......
82 10 | TSROSO
S 5 3T OO USROS RR
Cherong ...
B
31131 OO U U rO R UUSTN e eraren—.

wd

QUYEN HAN, CHUC VU CTUA NGUOI KY

fehir ki va con diu)

Ho va tén

Cha thich;

") 06 thém tén co quan, don vi true thude Bo {nhw miu 4,10} néu 1a Quy ché, Quy dinh cua ca guan,
don vi.

e yéu ndi dung Quy ¢hé, Quy dinh

@ ghva ky hiéu, ngdy thiang clia Qu}rét dink han hach Quy che, Quy dinh,
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MAu 4.15.  Thir chi dao ciia Linh dao By, Lanh dao don vi

Hovatén....."n . ...
CHUCVU.............. @
Ha N§i, ngay ... ... thang... ... nam.."V ..
Kinh guri: oo, et
....... (5) -
........................................................................................... /.
(chit ky)
) Ho va tén

. CHUC VU

Chi thich:

M Ho tén ngudi vidt thur.

@) Chire vu.

) Pia danh, ngay thang nam viét thu.
“YNoi nhan.

(S)N@i dung thur.
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Maiu 4.16. Céng ham

MINISTRY OF INDUSTRY AND TRADE
THE SOCIALIST REPUBLIC OF VIETNAM

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

P and has the BOMOUL L0 .. v e

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

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

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

Chii thich:

) Ngiy giri van ban.

) 84 van ban.

) Co quan ban hanh giri van ban (B$ Cong Thuong).
(‘f) Cao quan, t& chirc nudc ngoai nhén vin ban.

©INgi dung vin ban.

©) Chir ky clia nguni giti vao cudt van ban (néu cin).
P Cac co quan, to chire khéc.
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Mau 4.17. Céng viin dbi ngogi

MINISTRY OF INDUSTRY AND TRADE
THE SOCIALIST REPUBLIC OF VIETNAM

54 Hai Ba Trung Str.,
Hanoi,

Vietnam.

Tel: (84-4) 2202222

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

Hanoi, ... w..

N% @
------------ (3)--l-!“‘l"lll.l.l.ll‘l.
Atn: ... O
Re:......... O
Dear ......... ,
------------------------ (6)- - - L I R I R I R I I R R R R R I R I R I R I R R R R I R R I I )
Yours ,

(7)
--------- {glcuuutﬁnﬁnﬁnﬁna.
--------- (9)-1--———¢||-|-||
O )

Chnt thich:

) Ngay ban hanh vin ban.

@) 5§ van ban.

%) Bia chi t4 chite, ¢4 nhén nhan.

“ Ngudi tryee tiép giai quyét (trong trudng hop thu giri t& chirc).

O Trich yéu ndi dung vin ban.
©)Ngi dung viin ban.

D Chir ky clia ngudi g,

® Ho tén ciia nguai ky.

® Chire danh ciia nguoi ky.
9 c4¢ co quan, td chirc khéc.
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MaAu 4.18. Gidy moi cita Bj Cong Thuong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phic

Sé: /GM-BCT Ha Ngi, ngay...... thang ... ... nam ... m
GIAY MOI
Kinh g o et eeeeeee st ranenns

---------------------------- (3}.---.- - L I L] DR I I A I
FROT BRI ..o et et e e e rear e e a e e
DA GEBINI oottt ie e et e ee e s et ettt eee et
Nguwei chill i, oo e eereene s

.................................................................................................... /.

QUYEN HAN, CHUC VU NGUOI KY

Noi nhin:
: Lu’uVT(‘” (chit ky va con dé’u)

Ho va tén

Chil thich:

) Nam ban hanh.

) Noi nhan,

@ Ngi dung.

@ Chir viét t4t tén clia don vi chi tri soan thio.
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MAu 4.19. Phiéu trink ciia Bp Cong Thuong

BO CONG THUONG

Ha No¢i, ngay ... ... thang.....ndmi... ...
PHIEU TRINH GIAI QUYET CONG VIEC
Kinh trinh: ...
Don vi trinh: .. e

FS A 1
VAN 8 LTI L ettt et r ettt e e e e e et rae e aerr e ra e

Cac van Bam K (e 0, oot

| Tém tat ndi dung va kién nghi (¥ kién cia co quan trink; ¥ kién ciia cdc co
quan nha nuwoc 6 lién quan; Y kién cua cde Vu phdi hop xu ly):

Ho tén, chit ky va dién thoai ciia Lanh dao don vi trinh
chuyén vién thu ly:

Giai quyét cfia Lanh dao Bb:

Han béo cdo: gio ,ngay thang nim

Mat Tdi matld Tuyét matd Khé_nD Thugng kh:i_gD Hoatdc MangL AN 0 Website: [




Mau 4.20. Bin sao vin bin

BO CONG THUONG CONG HOA XA HOQI CHU NGHIA VIET NAM
— Pgc 13p - Tw do - Hanh phiic

Sé: /2. JTT-... Ha Noi, ngay... ... théng... ... ndm ...
THONG TU
........................................................................................... /.
BO TRUONG
Noi nhdn:
B (chit ky va con ddu)
-Luu: VT, ...
Nguyén Viin A
BO CONG THUONG @ SAO Y BAN CHINH
Sb:......... ) L /SY® Ha Ngi, ngay... ... thang.....ndm ... ...
- QUYEN HAN CHUC VU CUA NGUOI KY
Noi nhin: . )
- erereenran ; (chit ky va con ddu )

Ho va tén

Chu thich:

U Hinh thire sao: Sao y ban chinh, trich sao hodc sao luc.
® Tén co quan, t chirc thuc hién sao vin ban.

34 ban sao.

@Ky hiéu ban sao.



Phu lue V
MAU PHONG CHU TRINH BAY VAN BAN (Font unicode)
VA CAC MAU HUGNG DAN TRINH BAY VAN BAN
(Kem theo Quy dinh vé thé thire va kY thudt trinh bay vin ban)

MaAu 5.1. Mau font chif trinh bay vin ban

MAu 5.2, Mau huéng din trinh bay vin ban hanh chinh.
Mau 5.3. Miu hudéng din trinh bay Quyét dinh.

Miu 5.4. Mau hudéng dan trinh bay Théng tu

Miu 5.5. Mau huéng dan trinh bay coéng vin néi bé.
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MAu 5.2. Miu trinh bay viin ban hanh chinh

12-13 1n hoa, dimg, dim 13 in thuedng, dimg

!

BO CONG THUONG

Gach lién = 1/3 tén CQ
So:

/BCT-VP

13-14 1o thaimg, ding, dam

l 12-13 in thutng, dlmg

Kinh giri:

...........

‘ 14 in thuimg, dimg

12-13 in hoa, dimg, ddm

v

oc 14p — Tw do — Hanh phic

...........

A

13-14 n thudmg, nghiéng

CONG HOA XA HOI CHU NGHIA VIET NAM

Ha Noi, ngay thang  nam 2013

Gach lién = dong trén

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

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

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

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

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

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

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

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

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

12 in thudmg, nghiéng, dam

Noi nhin: )
« Nhur trén;

- Luu: VT, TCCB,

P

11 in thutmg, dimg

13-14 in hoa, dimg, dam

TL. BQ TRUONG
CHANH VAN PHONG

)

13-14 in hoa, dimg, ddm

(chit ky va con ddu)

Nguyén Vin A

13-14 in thudng, ding, dim




MAu 5.3. Méu trink bay Quyét dinh

12-13 m hoa, dimg, ddm

13 in thuimg, dimg

BO CONG THUON

12-13 in hoa, dimg, dim

¥

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phie

H i o Iﬂ \
Gachlign =143 #n CQ
Sa: /QD-BCT A Néi, ngay rhd?:\g nim 2013

Gach lién = déng trén

13-14 in thudng, nghigng

ri... apa, dh o 2% £

14w thuong, ding, ddm

BO TRUONG BO CONG THUONG

Thuong;
Can cr

13-14 in thudmg, diog, ddm

v

Piéu 1. (N6i dung)

/7 S T O O

13140 thuéng, ding, dim j

13-14 in hoa, dimg, dim

I3
13-14 in thuibng dung ;

}

v

Cén cr Nghi dinh 95/2012/ND-CP ngay 12 thang 11 nam 2012 cua Chinh
phll quy dinh chirc nang, nhiém vu, quyén han va co cdu td chitc cla B Cong

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

13-14 mn hoa, dimg, dém
QUYET PINH:

| 13-14 in thurime, dung |

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

52 1 [
s 3 1121 | O /.

12 in thuémg, nghiéng, dim

Noi nhin :
-Nhu Biéu.........;

- Luuw: VT, TCCB

11 in thuong, dimg

13-14 in hea, dumg, ddm

/

KT. BQ TRUONG
THU TRUONG

(chi¥ ky va con ddu)

Nguyén Viin A

\

13-14 in thudmg, ding, ddin




MaAu 5.4. Miu trinh bay Thong tu

{2-13 in hoa, dimg, ddm 13 in thudmg, dimg 12-13 in hoa, ding, ddm
B(O CONG THUON CONG HOA XA HQI CHU NGHIA VIET NAM

—- Doc lap - Tw do - Hanh phic

Crach Ién = /3 160 CQ
So: /TT-BCT A Noi, ngay rhdnﬁ nam 202\

13-14 in thuong, dung. dim 1'

Gach lién = dong trén

13-14 in thutmg, nghiéng

14 10 hoa, dimg, ddm \\ THéNG TU
/ .............................................. soean

\ 14 in thuong, dimg, dim

13-14 in thuang, dimy

e

Can cir Nghi dinh 95/2012/ND-CP ngay 12 thang 11 ndm 2012 cua Chinh
phit quy dinh chirc ndng, nhiém vy, quyén han va co cGu 16 chire ctia B6 Céng

Thuong;
Can cir . e et e e e e e e e e e e e e e
Xét de nghz cua . . ey
B¢ truong Bo Cong T hwong ban hanh Thong Fliiiiiiieiciie v

13-14 in thuéng, ding, ddm

Digu Lo (NGL dUNE). e P
DU 2. oo
D B U oo /.

13-14 in hoa, dimg, ddm

/

12 in thudng, n;g,h;éng, dim KT BO TRU‘G’NG
e ' THU TRUONG
Noi nhg‘m :
- Nhir Bigu.........; ,
v e e : (chit ky va con dau)

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

-Luw: VT, TCCB.

Nguyén Vin A

\

r13—14 in thuang, ding, dim

11 in thuimg, ding

10



MAu 5.5. Mdu trinh bay cdng viin nji bp.

12-13 10 hoa, dimg, kKhéng

P3-04 i b, dime, dém \l/

13 in thuong, dimg

B0 CONG THUONG

VAN PHONG

Crach Lién = 143 t8n BV

So:

[VP-HC

12+13 in hea, dimg, dim

¥

CONG HOA XA HQI CHU NGHJA VIET NAM

oc 14p — Ty do — Hanh phuc

Ha Ngi, ngay

13-14 m thudmg, dimg, dim

thing
1

12 10 thuong, dimg

13-14 in thutmg, aghiéng

adm 2013

Gach lién = déng trén

Kinh gtri:
ettt ;
14 in thm':mg, dirng e .
13-14 in thutmg, dung
(NGLdung)....coooiiiii i e e et et e
............................ U )
12 in thurdng, nghiéng, dim
/ CHANH VAN PHONG

Noi nhin:
- Nhur trén;

- Luu: VT, HC.

.

i1 in thubng, ding

13-14 in hoa, dimg, ddm

(chit ky)

Nguyén Vin A

13-14 in thudng, dimg, dim

11




Phu lue VI
VIET {IOA TRONG VAN BAN HANH CNINH
(Kem theo Quy dinh vé thé thire va kjj thudr trink bay van ban)
I VIIT HOA VI PHEP BAT CAU

1. Viét hoa chit cii ddu am tiét thit nhit cia mdt cdu hoan chinh: Sau ddu chim cdu
{.); sau ddu chim héi (7); sau déu chém than (! ) sau déu cham ling (...} sau dén
hai chéim {:); san d&u hai chim trong ngodc kép (: *...”") va khi xubng dong.

2. Viét hoa chir ci diu am tiér thir nhét cia ménh dé sau diu chim phiy () va diu
phau (,) khi xudng déng. Vi du:

Can ¢t Ludl Td chire Chinh phi ngay 25 thdng 12 nim 2001;
I'heo dé nghi ctia B ruang B Noi vu va Bé rrong B6 Khoa hge va Cong nghe,
IL VIET 1HOA DANH TU RIENG CHI TEN NGUOT

I'én ngudi Vigt Nam

a) Tén thong thudmg: Viét hoa chit ¢4l diu tht ¢& cAc am Liét cua danh tir riéng chi
€ ngudl. Vidu:

- Nguyén Ai Quéc, Tran Phi, Gisng A Pao, Ko Pa Ko Long. ..
b) T2n hidu, 1&n goi nhin vat lich si: Viét hoa chir cai diu tit ca cac 4m tidt.

Vi du: Vua Hung, Ba Triéu, Ong (Fidng, Binh Inén Hodng, Ly Thii T4, Bac Ho, Cu
Ha....

2. Tén ngudri mude ngoai duge phién chuyén sang tiéng Viél

a) Trudmg hop phién 4m qua dm 1lan - Viét: Viét theo quy tae viét tén nguoi Vidt
Narr

Vi dy: Kim Nhit Thanh, Mao Trach PYing, Thanh Cat T Han..

b) Tru¢mg hop phién &m khdng qua im Han - Viét (phién &m truc tiép st cach doc
cla nguyén ugih): Viét hoa chir cai ddu 4m tiét thir nhat trong méi thanh td.

Vi dy: Vla-di-mia I-Keh Lé-nin, Phri-drich Ang-ghen, Phi-den Cat-xte-rd. ..

IIL VIET 1IOA TEN BIA LY

. Tén dia 1§ Viét Nam

a) Tén don vi hanh chinh duoge cdu tao gifta danh tir chung (tinh, huyén, x3...) véi

tén riéng ciia don vi hanh chinh dé: Viét hoa chit cdi dau ciia cée am tiét tao thanh
tén ni éng va khong ding guch ndi,
Vi du: thank phé Thai Nguyén, tinh Nam Dinh, tinh Bk L. ik,..: quan Hai Chay,

huyén Gia Lim, huyén Ea H'leo, thi xd S6ng Céng, thi triin Chu Giét...; phuimg
NguyZn Trifi, xi Ia Yeng...



b) Truimg hop tén don vi hanh chinh dugc céu tao giita danh r chung két hu:rp vai
chit 53, t&n ngudi, tén su kién {ch st Viét hoa ci danh tir chung chi don vi hanh
chinh 4.

Vi du: Quin 1, Thanh phd HS Chi Minh, Phudmyg Dién Bign Pha.. .
¢) "I'rorong hop viét hoa dac biét: Tha do Ha Nai.
d) Tén dia Iy duoc cdu tao giita danh tir chung chi dia hinh (séng, nii. hd, bidn, ciru.

hén, cdu. ving, lach, vam v.v...) vét danh tr riéng (co mdt am tiét) tre thanh €n
riéng cua dia danh do: Viét hoa tat ca cac chit ¢di tao nén dia danh.

Vi du: Cira L, Ving Taw, Lach Trudng, Vam C8, Céu Gi:’aiy. ...

Trudng hep danh tr chung chi dia hinh di lién véi danh tir riéng: Khéng viét hoa
danh tr chung ma chi viét hoa danh tir riéng.

Vi du: bién Cita Lo, chy Bén Thénh, séng Vam C6, vinh Ha Long...

d) Tén dia 1y chi méL vung, mién, khu vue nhit dmh duire cdu tao bang tLr chi
phuong hudng két hop voi 1T chi phm:mg thite khac: Viét hoa chir cdl dhu cia ldl. it
cac am Lidl o thanh tén £o1. Déi véi tén dia Iy chi ving midn riéng duoc ciu 120

bin g tir chi phwrong hudng két hop véi danh tir chi dia hinh thi phai viél hoa cac chis
cai diu mdi am tift,

Vidu Tay Bac, Dang Biic, Bic RS, Nam Ky, Nam Trung Bj...
2. Tén dia ly nudc ngodi duge phién chuyén sung tiéng Viét

a) Tén dia 1y 43 duge phién &m sang Am Han Viée Vidt theo quy tic viét hoa tén dia
Iy Viét Nam.

Vi du: Bic Kinh, Binh Nhudmg, Phép, Anh, My, Thuy $1, Tay Ban Nha..

h) Tén dia Iy phlén am khéng qua dm ilan Viét (phlén Am true tiép sat cach doc cilia
nguyén ngir): Vit hoa theo guy tac viét hoa tén ngudi mrdc ngodi quy dinh tai Diém
b, Khoan 2, Muc IL.

Vi du: Mal-xco-va, Men-bon, Sing-ga-po, Co-pen-ha-ghen, Béc-lin...
IV. VIET HOA TEN CO QUAN, TO CHUC
1. Tén oo quan, td chirc cua Vist Nam

Viél hoa chir cai @dn cia che tr, oum tir chi loai hinh co quan, t6 chite; chire ning,
[inh vire hogt d8ng ctia co quan, td chire.

Vidu:

- Ban C h: dao trung wong vé Phong chéng tham nhiing; Ban Quan 1y dy an Bé
diéu..

U} ban Thudng vu Qude hoi; Uy ban Péi ngual cta Qubc hdi; Uy ban Trung wong
Mat tran T{; quoc Viat Nam; Uy ban v& Cac vin d xa hoi ciia Qude hdi; Uy ban
Nha nirde v& Ngudi Vidt Nam & nude ngoai;



- Vin phong Chi tich nuéc; Vin phong Quéc hoéi; Vin phong Uy ban nhan dan tinh
Nam Dinh...

- B6 Tai nguyén va Mdi truong; Bé Khoa hoc va Céng nghé; B Nong nghiép va
Phat trién néng thén; B6 Cong thuong; B6 Vin hoa, Thé thao va Du lich; B Thang
tin va Truyén thong...

- Tong cuc Thué; Tong cuc Hai quan; Cuc Kiém tra van ban quy pham phép luat;
Cuyc Khao thi va Kiém dinh chét luong gido duc. .

- Téng ¢ong ty Bao hiém Vlgt Nam,; Tong céng ty Hang hai Viét Nam; Téng cong
ty Hang khéng Viét Nam..

- Tap doan Diu khi Viét Nam; Tép doan Cong nghiép Than — Khodng san Viét
Nam; Ngin hang Piu tu va Phét trién Viét Nam; Ngin hang Ngoai thuong Viét
Nam,;...

- Héi dong nhan dan tinh Son La; Uy ban nhén dén tinh Béc Ninh; Uy ban nhan dan
quén Ba Dinh; Uy ban nhé&n din huyén Vu Ban;...

- S& Tai chinh; S& Tai nguyén va Méi truong; S6 Xay dung; S& Ké hoach va Pau
tu; S& Gido duc va Bao tao;...

- Hoc vién Chinh tri - Hanh chinh qué)c- gia }-I(") Chi Minh; Truong Pai hgc Khoa hoc
x4 hd1 va Nhén van Ha No§i; Truong pao dang N&i vu Ha Noi; Truong Dai hoc dan
lap Vin Lang; Truong Trung hoc pho thdng Chu Van An; Truong Trung hoc co sé
L& Quy Pon; Trudong Tiéu hoc Thanh Céng;...

- Vién Khoa hoc x& héi Viét Nam; Vién Khoa hoc va Coéng nghé Viét Nam; Vién
Ung dung cdng nghé;. ..

- Trung tdm Nghién cttu Gido duc dan tdc; Trung tdm Khoa hoc va Céng nghé vin
thur, luu trly; Trung tdm Trién 1am van hoa nghé thuat Viét Nam; Trung tdm Tu van
Giam sat chat lugng céng trinh;...

- Béo Thanh nién; Béo Dién dan doanh nghiép; Tap chi T4 chire nha nudce; Tap chi
Phat trién gido duc; Tap chi Dan chu va Phap luat;..

- Nha Van héa huyen Gia Lam; Nha Xuét ban Ha Ngi; Cong Thong tin dién
Chinh phu;..

- Nha may Bong tau Séng Cérh; Nha may San xuét phu ting va Lép rdp xe may; Xi
nghiép Ché bién thiy san déng lanh; Xi nghlep Dam bao an toan giao théng duong
song Ha Noi; Xi nghiép Tréc dia Ban dd 305;.

- Cong ty C6 phan Pau tu Tu van va Thiét ké xay dung; Céng ty Nhya Tién Phong;
Cong ty Trach nhiém hiru han Du lich va Vin tai Dong Nam A; Cong ty Do dac Dia
chinh va Céng trinh;. ..

- Ho1 Nhac s Viét Nam, Hé_‘)i Nguoi cao tudi Ha Noi, Hoi Chit thap doé Viét Nam,
Héi Néng dén Viét Nam..

- Vu Hop tac quoc té; Phong Nghién ctru khoa hoc; Phong Chinh sich xi héi; Hoi
ddng Thi tuyén vién chirc; Hoi dong Séng kién va Cai tién k¥ thuat;.



- Trudng hop viét hoa dic biét:

Ban Chip hanh Trung wong Pang Céng séan Viét Nam; Van phong Trung wong
Pang.

2. Tén co quan, té chirc nuéc ngoai

a) Tén co quan, td chire nude ngoai da dich nghia: Vit hoa theo quy tic viét tén co
quan, to chirc cia Viét Nam.

Vi du: Lién hop quéc (UN); Tb chire Y 16 thé gidi (WHO); Hiép hai Cac qubc gia
Dong Nam A (ASEAN)...

b) Tén co quan, td chirc nuée ngoai duoge st dung trong van ban ¢ dang viét tat: Viét
bing chi¥ in hoa nhu nguyén ngit hoic chuyén tr La — tinh néu nguyén ngit khong
thudc hé La-tinh.

Vidu: WTO; UNDP; UNESCO; SARBICA; SNG....
V. VIET HOA CAC TRUONG HQP KHAC
1. Tén céc huan chuong, huy chuong, cac danh hiéu vinh du

Viét hoa chir cai dau chia cac am tiét cua cac thanh té tao thanh tén riéng va cac tir
chi thir, hang.

Vi du: Hudn chuong Péc lap hang Nhét; Huan chuong Sao vang; Huan chuong Lé-
nin; Huén chuong HS Chi Minh; Huin chuong Chién céng; Huan chuong Khang
chién hang Nhi; Huy chuong Chién si vé vang; Bang T4 quéc ghi cong; Giai thuong
Nha nuée; Nghé si Nhéan dan; Nha gido Uu th; Thiy thudc Nhan dan; Anh hing Lao
dong; Anh hung Luc lugng vii trang nhan dan;...

2. Tén chirc vy, hoc vi, danh hiéu

Viét hoa tén chitc vy, hoc vi néu di lién vé6i tén ngudi cu thé,

Vidu:

- Chu tich H3 Chi Minh, Tdng théng V.V. Pu-tin, Pai tuéng V5 Nguyén Giap, ...

- Phé Thi twéng, Téng Cuc trudomg, Phé Tong Cuc truéng, Phé Cuc trudng, Tong
Giam déc, Giam doc, Pho Giam dﬁg, Chanh Van phong, Phé Chanh Van phong,
Trudng phong, Phé Trudng phong, Tong thu ky ...

- Gi4o su Vién st Nguyén Vin H., Tién si khoa hoc Pham Van M....
3. Danh tir chung da riéng héa

Viét hoa chit cai dau ctia tir, cym tir chi tén goi d6 trong trudmg hop dung trong mét
nhan xung, ding ddc 14p va thé hién sy trin trong.

Vi du: Béc, Ngudi (chi Cht tich HS Chi Minh), Pang (chi Pang Coéng san Viét
Nam),...

4. Tén céc ngay 1€, ngay ky niém

Viét hoa chit cal ddu ciia 4m tiét tao thanh tén goi ngay 1, ngay ky niém.



Vi du: ngdy Quéc khénh 2-9; ngay Qudc té Lao ddng 1-5; ngay Phy nit Viét Nam
20-10; ngay Luru trir Viét Nam 1an thir Nhat,...

5. Tén cac su kién lich str va cac triéu daj

Tén cac su kién lich sir: Viét hoa chir c4i ddu cha cac 4m tiét tao thanh su kién va
tén su kién, trong trudong hop cé cac con sd chi mée thoi gian thi ghi bang chir va
viét hoa chir dé.

Vi du: Phong trdo Can vuong; Phong trao X6 viét Nghé Tinh; Céch mang thang
Tam; Phong trao Phu nt Ba dam dang;...

Tén céc triéu dai: Triéu Ly, Triéu Tran,...
6. Tén cac loai van ban

Viét hoa chir cai dau cna tén loai van ban va chit cai dau ciia am tiét thi nhat tao
thanh tén riéng cda van ban trong trurdng hop noéi dén mot van ban cu thé.

Vi du: Nghi quyét Pai hoi dai bidu toan quéc 1an thir X ctia Pang; Bé luat Dan su;
Luat Giao dich dién t;..

Truong hop vién dan céc dleu khodan, diém clla mét vin ban cu thé thi viét hoa chit
c4i dau cha didu, khoan, diém

Vidu:

- Can cr Didu 10 BS luat Lao dong...

- C#in ¢t Piém a, Khoan 1, Diéu 5 Luét Giao djch dién tu. .

7. Tén cac tac phém, sach bdo, tap chi

Viét hoa chit cai ddu cGia 4m tiét thir nhit tao thanh tén tic pham, sich béo

Vi du: tic phdm Pudng kich ménh; tir dién Béach khoa toan thu; tap chi Céng
san;...

8. Tén céc nim am lich, ngay tiét, ngay tét, ngay va thang trong nim

a) Tén cdc nadm 4m lich: Viét hoa chir c4i dau cia tit ca cdc am tiét tao thanh tén
gol.

Vi du: Ky Ty, Tan Hai, Mau Tuit, Mau Than....

b) Tén céc ngay tiét va ngay tét: Viét hoa chi c4i ddu ciia 4m tiét thi nhit tao thanh
tén goi.

Vidu: tiét Lap xuin; tidt DPai han; tét Doan ngo; tét Trung thu; tét Nguyén dan;...

Viét hoa chit Tét trong trudng hop dung dé thay cho mét tét cu thé (nhu Tét thay
cho tét Nguyén dan).

¢) Tén céc ngay trong tuan va thang trong nim: Viét hoa chir c4i dau cia am tiét chi
ngay va thang trong trudng hgp khéng dung chit so:

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

9. Tén goi céc tOn gido, gido phai, ngay 1€ ton gido



- Tén goi cédc ton gido, gido phai: Viét hoa chir cai ddu clia cac am tiét tao thanh tén
gol.

Vi du: dao Co Péc; dao Tin Lanh; dao Thién Chia; dao Hoa Hao; dao Cao Dai. ..
hodc chir cai dau ctia m ti€t tao thanh tén goi nhu: Nho gido; Thién Chta gido; Hoi
g1ao;. ..

- Tén goi ngay 1é ton giio: Viét hoa chit cai ddu cha 4m tiét thir nhét tao thanh tén
o1 "

Vi du: 1€ Phuc sinh; 1& Phéit dan;....



