BO NOI VU CONG HOA XA HOI CHU NGHIiA VIET NAM
Doc 1ap - Tu do - Hanh phic

S6: 01/2011/TT-BNV
Ha Noi, ngay 19 thang 01 nam 2011

o THONG TU
Hudng dan thé thire va ky thuat trinh bay van ban hanh chinh

Cin ctr Nghi dinh s6 48/2008/ND-CP ngay 17 thang 4 nam 2008 cua Chinh phu quy dinh
chtrc ning, nhiém vy, quyén han va co cau td chirc ciia Bd Noi vu;

Can cir Nghi dinh sé 110/2004/ND-CP ngay 08 thang 4 nam 2004 ctia Chinh phii vé cong
tac van thu;

Cin ctr Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 ndm 2010 ctia Chinh phu sira doi,
bd sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cta Chinh phu veé
cong tac van thu,

Bo Noi vu hudng dan thé thirc va k¥ thuat trinh bay van ban hanh chinh nhu sau:
Chuwong I
NHUNG QUY PINH CHUNG
Pi¢u 1. Pham vi va d6i twong ap dung
Thong tu nay hudng c’15n thé thie va ky thuét trinh bay van ban hanh chinh va ban sao van
ban; dugc ap dung doi véi cac co quan nha nudc, t6 chire xa hdi, t6 chirc xa hdi - nghé

nghiép, t6 chire kinh té va don vi lyc luong vil trang nhan dan (sau ddy goi chung 1 co
quan, t0 churc).

Diéu 2. Thé thirc vin ban

Thé thtc van ban 1a tap hop cac thanh phan cu thanh vin ban, bao gdm nhitng thanh
phan chung ap dung d6i voi cac loai van ban va cac thanh phan bd sung trong nhing
truong hop cu thé hoac d6i v6i mot s6 loai van ban nhét dinh theo quy dinh tai Khoan 3,
Diéu 1 Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nim 2010 cta Chinh phu stra doi,
bd sung Nghi dinh sé 110/2004/ND-CP ngay 08 thang 4 nim 2004 cua Chinh phu vé
cong tac vin thu va huéng dan tai Thong tu nay.

Diéu 3. K§ thuat trinh bay viin bin

K¥ thuat trinh bay vin ban quy dinh tai Thong tu nay bao gom kho gidy, kiéu trinh bay,
dinh 18 trang vin ban, vi tri trinh bay cac thanh phan thé thic, phong chit, c¢& chit, kiéu
chit va céac chi tiét trinh bay khéc, dugc &p dung ddi v6i van ban soan thao trén may vi
tinh va in ra gidy; van ban dugc soan thao bang cac phwong phap hay phuong tién ky



thuat khac hodc van ban dugc lam trén gidy mau in san; khong 4p dung doéi voi van ban
duoc in thanh sach, in trén bao, tap chi va cac loai an pham khac.

Diéu 4. Phéong chir trinh bay vin ban

Phong chtr s dung trinh bay van ban trén may vi tinh la phong chir tiéng Viét ctia bd ma
ky tu Unicode theo Ti€u chuan Viét Nam TCVN 6909:2001.

Diéu 5. Khd gidy, kiéu trinh bay, dinh 18 trang viin ban va vi tri trinh bay
1. Kho gidy
Vin ban hanh chinh duoc trinh bay trén kho gidy khé A4 (210 mm x 297 mm).

Cac van ban nhu gidy gidi thiéu, gidy bién nhan hd so, phiéu guri, phiéu chuyén duoc trinh
bay trén kho gidy AS (148 mm x 210 mm) hodc trén gidy mau in san (kho AS).

2. Kiéu trinh bay

Van ban hanh chinh duoc trinh bay theo chiéu dai cua trang gidy kho A4 (dinh huéng ban
in theo chigu dai).

Truong hop ndi dung vin ban co cac bang, biéu ~nhung khong dugc lam thanh cac phu luc
riéng thi vian ban c6 thé dugc trinh bay theo chiéu rong cua trang gidy (dinh hudng ban in
theo chiéu rong).

3. Pinh 18 trang vin ban (d6i véi kho gidy A4)
Lé trén: cach mép trén tir 20 - 25 mm;

Lé 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.

4. Vi tri trinh bay cac thanh phan thé thirc van ban trén mot trang gidy kho A4 dugc thuc
hién theo so d6 bd tri cac thanh phan thé thirc van ban kém theo Théng tu nay (Phu luc
IT). Vi tri trinh bay cac thanh phan thé thirc vin ban trén mot trang gidy khd A5 duoc ap
dung twong tu theo so d6 tai Phuy lyc trén.

Chuong 11
THE THUC VA KY THUAT TRINH BAY VAN BAN
Picéu 6. Qudc hi¢u
1. Thé thic

Quédc hiéu ghi trén vin ban bao gdm 2 dong chir: “CONG HOA XA HQI CHU NGHIA
VIET NAM?” va “Dgc 1ap - Tw do - Hanh phuc”.

2. K¥ thuat trinh bay

Qudc hiéu duoc trinh bay tai 6 s6 1; chiém khoang 1/2 trang gidy theo chiéu ngang, &
phia trén, bén phai.



Dong thir nhat: “CONG HOA XA HQI CHU NGHIA VIET NAM” dugc trinh bay
bang chit in hoa, cd chit ttir 12 dén 13, kiéu chit dung, dam;

Dong thir hai: “Péc 1ap - Tw do - Hanh phiic” duogc trinh bay bang chir in thuong, cd
chit tir 13 dén 14 (néu dong tht nhét c¢& chir 12, thi dong thtr hai ¢& chit 13; néu dong thir
nhat ¢& chir 13, thi dong thir hai ¢& chir 14), kiéu chir dimg, ddm; duoc dit canh gitta dudi
dong tha nhat; chit cai dau cua cac cum tir duoc viét hoa, gifta cac cum tur c6 gach ndi, co
cach chit; phia dudi co duong ké ngang, nét lién, co do dai bang d6 dai cua dong chir (sir
dung 1énh Draw, khong dung 1énh Underline), cu thé:

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Hai dong chir trén dugc trinh bay cach nhau dong don.
Pi¢u 7. Tén co quan, to chirc ban hanh vin bén
1. Thé thirc

Déi véi cac Bo, co quan ngang Bo, co quan thude Chinh phi; Van phong Quédc hoi; Hoi
dong dan toc, cac Uy ban ciia Qudc hdi hodc Hoi dong nhan dan va Uy ban nhan dén céc
cép; Poan Dai biéu Quéc hoi1 tinh, thanh phé tryc thudc Trung vong; Tap doan Kinh té
nha nudc, Tong cong ty 91 khong ghi co quan chi quan.

Tén co quan, t6 chitc ban hanh van ban bao gom tén cua co quan, t6 chirc chu quan truc
ti€p (n€u co) (doi véi cac to chue kinh té€ c6 thé 1a cong ty me) va tén cia co quan, to chuc
ban hanh van ban.

a) Tén cua co quan, to chitc ban hanh vin ban phai dugc ghi diy du hodc dugc viét tat
theo quy dinh tai van ban thanh 1ap, quy dinh chirc ning nhiém vu, quyén han va co cu
t6 chirc bd may, phé chuan, cip gidy phép hoat dong hoic cong nhan tu cach phap nhan
ctia co quan, to chitc ¢6 tham quyén, vi du:

BO GIAO THONG VAN TAI TAP POAN PIEN LUC VIET NAM
HOI PONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TINH THAI NGUYEN

b) Tén cua co quan, t6 chirc chu quan tryc tiép co thé viét tit nhimg cum tir théng dung
nhu Uy ban nhan dan (UBND), Hoi dong nhan dan (HDND), Viét Nam (VN), vi du:

UBND TINH QUANG BINH VIEN KHOA HQC XA HOI VN
SO NOQI VU VIEN DAN TOC HQC

2. K¥ thuat trinh bay



Tén co quan, to chtrc ban hanh vin ban duoc trinh bay tai 6 s6 2; chiém khoang 1/2 trang
gidy theo chiéu ngang, ¢ phia trén, bén trai.

Tén co quan, t6 chirc chu quan tryc tiép dugce trinh bay bang chir in hoa, cung ¢& chir nhu
c0 chir cua Quodc hi¢u, ki€u chit dung. Néu tén co quan, t6 chiric chu quan dai, c¢6 thé trinh
bay thanh nhiéu dong.

Tén co quan, to chirc ban hanh vin ban trinh bay bang chit in hoa, cing ¢& chit nhu ¢
chir cua Quéc hiéu, kiéu chir ding, dam, dugc dat canh gitra dudi tén co quan, td churc
chu quan; phia duédi co dudng ké ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 d6 dai cua
dong chir va dit can d6i so v6i dong chir. Trudng hop tén co quan, to chirc ban hanh vin
ban dai co thé trinh bay thanh nhiéu dong, vi dy:

BO NOI VU

CUC VAN THU VA LUU TRU
NHA NUOGC

Céc dong chir trén dugc trinh bay cdch nhau dong don.

Diéu 8. S0, ky hiéu ciia viin ban

1. Thé thirc

a) S6 clia van ban

S6 ctia van ban 13 s6 tha ty dang ky vin ban tai van thu ciia co quan, to chitc. S6 ciia vin
ban dugc ghi bang chit s6 A-rap, bat dau tir s6 01 vao ngay dau nam va két thiic vao ngay
31 thang 12 hang nam.

b) Ky hiéu ctua van ban

- Ky hiéu ctia vin ban c6 tén loai bao gom chif viét tit tén loai van ban theo bang chir viét
tat tén loai van ban va ban sao kem theo Thong tu nay (Phu luc I) va chit viét tat tén co
quan, t0 chirc hoac chirc danh nha nudc (ap dung doi voi chitc danh Chu tich nude va Tha
tudng Chinh phui) ban hanh van ban, vi du:

Nghi quyét ctia Chinh pht ban hanh duoc ghi nhu sau: S6: .../NQ-CP

Chi thi ctia Tha tuéng Chinh phi ban hanh dugc ghi nhu sau: So: .../CT-TTg.

Quyét dinh ctia Thudng truc Hoi dong nhan dan ban hanh duoc ghi nhu sau: Sé: .../QD-
HDBND

B4o c4o ctia cac ban ctia Hoi dong nhan dan duoc ghi nhu sau: S6 .../BC-HPND

- Ky hiéu ctia cong vin bao gom chit viét tit tén co quan, to chirc hodc chirc danh nha
nudc ban hanh cong van va chit viét tat t€n don vi (vy, phong, ban, b phan) soan thao
hodc chu tri soan thao cong van do (néu cd), vi du:

Cong vin cia Chinh phu do Vu Hanh chinh Vin phong Chinh phu soan théo: Sé: .../CP-
HC.



Cong van cua Bo No6i vu do Vu T chire Can bd B Noi vu soan thao: So: .../BNV-
TCCB

Cong vin ctia Hoi dong nhan dan tinh do Ban Kinh té Ngan sach soan thao: Sb:
..../HPDND-KTNS

Cong vin cia Uy ban nhan dan tinh do t6 chuyén vién (hodc thu ky) theo ddi linh vuc vin
héa - xa hoi soan thao: So: .../ UBND-VX
Cong vin ctia S& Noi vy tinh do Vin phong Sé soan thao: S6: .../SNV-VP
Truong hop cac Hoi dong, cac Ban tu van ctia co quan duoc st dung con dau ctia co quan
dé ban hanh van ban va Hoi déng, Ban dugc ghi 1a “co quan” ban hanh van ban thi phai
lay s6 cua HQ1 dong, Ban, vi du Quyét dinh s6 01 cuia Ho1 dong thi tuyén cong chirc Bo
No6i vu dugc trinh bay nhu sau:
) BO NOI \4Y
HQI PONG THI TUYEN CONG CHUC

S6: 01/Qb-HPTTCC

Viéc ghi ky hiéu cong van do UBND cép huyén, cap xi ban hanh bao gom chir viét tat tén
co quan, to chic ban hanh cong vin va chit viét tit tén linh vuc (cac linh vuc dugc quy
dinh tai Muc 2, Muc 3, Chuong IV, Luat T chic Hoi déng nhan dan va ﬁy ban nhan dan
nam 2003) duogc giai quyét trong cong van.

Chtr viét tat tén co quan, to6 chlrc va cac don vi trong moi co quan, to chirc hoac linh vyc
(do1 vé1 UBND cap huyén, cap xa) do co quan, to chirc quy dinh cu thé, bdo ddm ngan
gon, dé hiéu.

2. K¥ thuat trinh bay

So, ky hi€u cua van ban dugc trinh bay tai 6 so 3, dugc dat canh gitta dudi tén co quan, to
chirc ban hanh van ban.

Tir “S0” duoc trinh bay bang chif in thuong, ki hiu bing chit in hoa, ¢& chit 13, kiéu chir
dung; sau tir “S6” ¢4 dau hai cham; voi nhitng s6 nho hon 10 phai ghi thém s6 0 phia
trudc; gitta s6 va ky hi€u véan ban co dau gach cheo (/), gitra cac nhom chir viét tat ky hiéu
van ban c6 dau gach nodi (-) khong cach chir, vi du:

S6: 15/QD-HPND (Quyét dinh ctia Thuong truc Hoi ddng nhan dan);

S6: 19/HPND-KTNS (Cong vin ctua Thuong truc Hoi dong nhan dan do Ban Kinh té
ngan sach soan thao);

Sb: 23/BC-BNV (Béo cdo ciia Bo Noi vu);

Sb: 234/SYT-VP (Cong vin ciia S¢ Y té do Vian phong soan thao).

Di¢u 9. Pia danh va ngay, thing, nim ban hanh vin ban

1. Thé thirc

O>~



a) Pia danh ghi trén van ban la tén goi chinh thirc cua don vi hanh chinh (tén riéng cua
tinh, thanh phé truc thudc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; xa,
phuong, thi trén) noi co quan, td chirc dong tru so; ddi véi nhitng don vi hanh chinh dugc
dit tén theo tén ngudi, bang chit s6 hodc sy kién lich st thi phai ghi tén goi day du cua
don vi hanh chinh d6, cu thé nhu sau:

- Pia danh ghi trén vin ban cia cac co quan, to chitc Trung wong 13 tén cta tinh, thanh
pho tryc thudc Trung wong noi co quan, t6 chirc dong tru so, vi du:

Van ban cua B§ Cong Thup’ng, cua Cong ty Dién lyc 1 thuoc Tap doan DPién luc Viét
Nam (c6 tru s¢ tai thanh phd Ha Noi): Ha Noi,

V?ln ban cua Truong Cao déng Quan tri kinh doanh thudc B Tai chinh (c6 tru so tai thi
tran Nhu Quynh, huyén M Van, tinh Hung Yén): Hung Yén,

Van ban cua Vién Hai duong hoc thudc Vién Khoa hoc va Cong nghé Viét Nam (c6 tru
s¢ tai thanh pho Nha Trang, tinh Khanh Hoa): Khanh Hoa,

Vajn ban ctia Cuc Thué tinh Binh Duong thudc Téng cuc Thué (c6 tru so tai thi xa Thu
Dau Mot, tinh Binh Duong): Binh Duong,

- bia danh ghi trén van ban cua céc co quan, t6 chuirc cap tinh:

+ Pdi v6i cac thanh phd truc thude Trung wong: 1a tén cua thanh phd tryc thude Trung
uong, vi du:

Vin ban cia Uy ban nhan dan thanh phd Ha Noi va cia cac sd, ban, nganh thudc thanh
pho: Ha Nogi, cua Uy ban nhan dan thanh ph6 H6 Chi Minh va cta cac sé, ban, nganh
thudc thanh pho: Thanh pho Ho Chi Minh,

+ Poi voi cac tinh 13 tén cia tinh, vi du:

Vin ban cia Uy ban nhan dan tinh Hai Duong va ciia cac sd, ban, nganh thudc tinh (c6
tru s¢ tai thanh pho Hai Duong, tinh Hai Duong): Hai Duong, cua Uy ban nhan dan tinh
Quang Ninh va cua cac so, ban, nganh thudc tinh (c6 tru so¢ tai thanh phé Ha Long, tinh
Quéang Ninh): Quang Ninh, cua Uy ban nhan dan tinh Lam Poéng va cua céc so, ban,
nganh thudc tinh (c6 tru so tai thanh pho Pa Lat, tinh Lam Dong): Lam Pong,

Truong hop dia danh ghi trén van ban cua co quan thanh phé thudc tinh ma tén thanh ph
trung voi tén tinh thi ghi thém hai chir thanh pho (TP.), vi du:

Vin ban cia Uy ban nhan dan thanh phé Ha Tinh (tinh Ha Tinh) va cua cac phong, ban
thudc thanh phd: TP. Ha Tinh,

- bia danh ghi trén van ban cua céc co quan, td churc cép huyén la tén ctia huyén, quan, thi
x4, thanh pho thudce tinh, vi du:

Vin ban cta Uy ban nhan dan huyén Soc Son (thanh phd Ha Noi) va cta cac phong, ban
thudc huyén: Soc Son,

Vin ban ctia Uy ban nhén dan quéan Go Viap (thanh phé HO Chi Minh), cia cac phong,
ban thudc quan: Go Vap,



Vin ban cia Uy ban nhan dan thi x3 Ba Ria (tinh Ba Ria-Viing Tau) va cua cac phong,
ban thuoc thi xa: Ba Ria,

- Dia danh ghi trén van ban cua Hoi ddng nhan dan, Uy ban nhan dan va cta cic to chuc
cap xa la tén cua xa, phuong, thi tran do, vi du:

Vin ban cua Uy ban nhin dan x Kim Lién (huyén Nam Dan, tinh Nghé An): Kim Lién,
Vin ban cua Uy ban nhan dan phuong DPién Bién Phil (quan Ba Dinh, TP. Ha Noi):
Phuwong Dién Bién Phu,

- Dia danh ghi trén van ban cua cac co quan, t6 chtrc va don vi vii trang nhan dan thudc
pham vi quan 1y ctia B§ Cong an, B0 Quoc phong dugc thuc hién theo quy dinh cua phap
luat va quy dinh cy thé ciia B6 Cong an, B Qudc phong.

b) Ngay, thang, nam ban hanh van ban

Ngay, thang, ndm ban hanh van ban 1a ngay, thdng, ndm van ban dugc ban hanh.

Ngay, thang, ndm ban hanh vén ban phai dugc viét day du; cac sé chi ngdy, thang, nam
dung chir s6 A- -Tap; d6i voi nhitng s6 chi ngay nhé hon 10 va thang 1, 2 phai ghi thém s6
0 & trudc, cu thé:

Thanh phé H6é Chi Minh, ngay 05 thang 02 ndam 2009

Qudn 1, ngay 10 thang 02 nam 2010

2. K¥ thuat trinh bay

Dia danh va ngay, thang, ndm ban hanh van ban dugc trinh bay trén cung mot dong voi
s0, ky hi€u van ban, ‘Eai 0 sO 4, bang chir iq thuong, c& chir tor 13 g‘Ién lfl, kiéu chur
nghiéng; cac chit cai dau cua dia danh phai viét hoa; sau dia danh c6 dau phay; dia danh
va ngay, thang, nam dugc dat canh gitra dudi Quoc hi¢u.

Diéu 10. Tén loai va trich yéu ndi dung ciia viin ban

1. Thé thirc

Tén loai van ban 1a tén cua ting loai vin ban do co quan, t6 chirc ban hanh. Khi ban hanh
van ban déu phai ghi tén loai, trir cong van.

Trich yéu noi d}mg cua van ban Ia mot cau ngén gon hodc mdt cum tur phdn anh khai quat
ndi dung chu yéu cua van ban.

2. Ky thuat trinh bay

Tén loai va trich yéu ndi dung cua cac loai van ban c6 ghi tén loai duogc trinh bay tai 6 )
5a; tén loai van ban (nghi quyé‘g, quyét dinh, ké hoach, bao qéo, to trinh va cac loai van
ban khac) dugc dat canh gilra bang chit in hoa, cd chir 14, kiéu chﬁ:‘ ding, dam; trich yéu
ndi dung van ban dugc dat canh gitra, ngay dudi tén loai van ban, bang chit in thuong, cd
chﬁ’ 14, kiéu ,chﬁ’ ding, dam; bén dudi trich yéu co ’du’(‘)’ng ké ngang, nét lién, c6 do dai
bang tur 1/3 dén 1/2 d0 dai ctia dong chir va dat can doéi so voi1 dong chit, vi du:



QUYET PINH
Ve viéc diéu dong can bo

Trich yéu ndi dung cong vin duoc trinh bay tai 6 s6 5b, sau chit “V/v” bang chit in
thudng, ¢ chir tir 12 dén 13, kiéu chir dimg; duoc dit canh gitta dudi sé va ky hiéu van
ban, cach dong 6pt vdi s6 va ky hi¢u van ban, vi du:
S6: 72/VTLTNN-NVDP
V/v ké hoach kiém tra cong tac
van thu, luu trir nam 2009

Diéu 11. Ndi dung vin ban

1. Thé thire

a) Noi dung vin ban 1a thanh phan chu yéu cua van ban.

Noi dung van ban phai bao dam nhiing yéu cau co ban sau:

- Phu hop v6i hinh thirc van ban dugc sir dung;

- Phu hop vé6i duong 161, chii truong, chinh sach ctua Pang; phu hop véi quy dinh cia
phép luat;

- Puoc trinh by ngan gon, 16 rang, chinh xac;

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

- Dung tir ngit tiéng Viét Nam pho thong (khong dung tir ngit dia phuong va tir ngit nude

ngoai néu khong thuc su can thiét). D6i véi thuat nglr chuyén mén can xac dinh rd ndi
dung thi phai dugc gidi thich trong van ban;

- Chi duoc viét tat nhimng tir, cum tir théng dung, nhig tur thudc ngon ngir tleng Viét de
hiéu. Pbi véi nhing tr, cum tir dugc str dung nhiéu lan trong van ban thi c¢6 thé viét tat,
nhung céc chir viét tit 1an dau cta tr, cum tir phai duoc dit trong dau ngoic don ngay sau
tur, cum tur do;

- Khi vién din lan dau vin ban c6 lién quan, phai ghi day du tén loai, s6, ky hiéu van ban,
ngay, thang, nim ban hanh vin ban, tén co quan, to chirc ban hanh van ban, trich yéu noi
dung van ban (d01 vo1 ludt va phap 1€nh chi ghi tén loai va tén cua luat, phap Iénh), vi du:
. dugc quy dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cia
Chinh phu vé cong tic vin thu”; trong cac 1an vién dan tiép theo, chi ghi tén loai va sd, ky
hiéu cua van ban do;
- Viét hoa trong van ban hanh chinh dugc thyc hién theo Phu luc VI - Quy dinh viét hoa
trong van ban hanh chinh.

b) BO cuc cua van ban

Tuy theo thé loai va noi dung, van ban c6 thé c6 phan cin ct phap 1y dé ban hanh, phan
mo dau va co thé dugc bd cuc theo phan chuong, muc, diéu, khoan, diém hoic dugc
phan chia thanh cac phan, muc tir 1on dén nho theo mdt trinh tu nhat dinh, cu thé:



- Nghi quyét (ca biét): theo diéu, khoan, diém hoic theo khoan, diém;

Quyet dinh (cé biét): theo diéu, khoan, diém; cac quy ché (quy dinh) ban hanh kém theo
quyét dinh: theo chuong, muc, diéu, khoan, diém;

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

- Cac hinh thtirc van ban hanh chinh khac: theo phﬁn, muc, khoan, diém hoac theo khoan,
diém.

DPdi voi cac hinh thire van ban duge bd cuc theo phﬁn, chuong, muc, diéu thi phén,
chuong, muc, diéu phai cé tiéu de.

2. Ky thuat trinh bay
No61 dung van ban dugc trinh bay tai 6 sb 6.

Phan ndi dung (ban vin) duoc trinh by bang chit in thuong (duoc dan déu ca hai 18), kiéu
chit dimg; ¢& chir tir 13 dén 14 (phan 10i van trong mot van ban phai dung cing mot ¢
chit); khi xuong dong, chi dau dong phai phai i vao tir lem dén 1,27cm (1 default tab);
khoang cach gitra cac doan van (paragraph) dat t6i thiéu 1a 6pt; khoang cach giita cac
dong hay cach dong (line spacing) chon tdi thiéu tir cach ~dong don (single line spacing)
hodc tir 15pt (exactly line spacing) tro 18n; khoang cach toi da gilta cac dong 1a 1,5 dong
(1,5 lines).

D061 véi nhitng van ban c6 phan can ctr phép 1y dé€ ban hanh thi sau moi can cur phai xudng
dong, cudi dong c6 dau “cham phay”, riéng can cur cudi cung két thiic bang dau “phay”.

Truong hop ndi dung van ban duogc bd cuc theo phén, chuong, muc, diéu, khoan, diém thi
trinh bay nhu sau:

- Phan, chuong: Tir “Phan”, “Chuong” va s6 thtr tu cua phan, chuong duogc trinh bay trén
mot dong riéng, canh giita, bang chit in thuong, c& chir tir 13 dén 14, kiéu chir dimg, dam.
Sb thtr tu cua phan, chuong dung chit sé6 La Ma. Tiéu dé (tén) cua phan, chuong duoc
trinh bay ngay dudi, canh giita, bang chit in hoa, c¢& chi tir 13 dén 14, kiéu chir dung,
dam;

- Muc: T “Muc” va s thir tu ctia muc dugc trinh bay trén mot dong riéng, canh gitra,
béng chir in thuong, co chir tr 13 dén 14, kiéu chit dting, dam. S6 thir ty ciia muc dung
chir s6 A - rap. Tiéu dé ciia myc dugc trinh bay ngay duéi, canh giita, bang chit in hoa, ¢
chir tir 12 dén 13, kiéu chir diang, dam;

- Diéu: Tu “Diéu”, sd thr tu va tiéu dé cua diéu duoc trinh bay béng chir in thuong, cach
1€ trai 1 default tab, s6 thtr tu ctia di€u dung chit s A-rap, sau so thur tu ¢6 dau cham; c&
chit bang cd chir cua phan 161 van (13-14), kiéu chir dung, dam,;

- Khoan: S6 thr tu cac khoan trong mdi muc dung chix sb A-rép, sau s6 tht tu c6 dau
cham, ¢& chir s6 bang c& chit cua phan 101 van (13-14), kiéu chit ding; néu khoan c6 tiéu
dé, s6 thur ty va tidu dé cia khoan duogc trinh bay trén mot dong riéng, bang chi in
thudng, ¢& chit bang ¢& chit cua phan 15i vin (13-14), kiéu chit dtng;



- Piém: Thir ti cac diém trong mdi khoan dung cac chit cai tiéng Viét theo th tu abe, sau
c6 dau dong ngodc don, bang chit in thuong, cd chir bang cd chir cia phan 161 van (13-
14), ki€u chir dung.

Truong hop nodi dung vin ban duoc phan chia thanh cac phan, muc, khoan, diém thi trinh
bay nhu sau:

- Phan (néu co): Tu “Phan” va sb tht ty cua phén duoc trinh bay trén mot dong riéng,
canh giita, bang chtr in thuong, ¢& chir tir 13 dén 14, kiéu chit dimg, dam; sé thw ty cua
phan dung chit s6 La Ma. Tiéu dé cua phan duoc trinh bay ngay dudi, canh giita, bang
chit in hoa, c¢& chit tir 13 dén 14, kiéu chir dtng, dam;

- Muc: S6 tht tu cidec muc dung chir s6 La M3, sau c6 ddu chdm va dugc trinh bay cach 1é
trai 1 default tab; ti€u dé cua muc duogc trinh bay cung mot hang véi s6 tha tu, bang chir
in hoa, c& chit tir 13 dén 14, kiéu chir dung, dam;

- Khoan: S6 thr tu cac khoan trong mdi muc dung chix sb A-rép, sau s6 thtr tu c6 dau
cham, c& chir s6 bang cd chir cua phan 161 van (13-14), kiéu chir dirng; néu khoén c¢6 ti€u
de, so thtr ty va tiéu dé cua khoan dugc trinh bay trén mot dong riéng, bang chit in
thuong, cd chit bang c¢& chir cia phan 101 van (13-14), ki€u chit diing, ddm;

- Diém trinh bay nhu truong hop ndi dung van ban duogc bd cuc theo phén, chuong, muc,
diéu, khoan, diém.

Piéu 12. Quyén han, chirc vu, ho tén va chir ky ciia ngudi cé thim quyén

1. Thé thirc

a) Viéc ghi quyén han cta nguoi ky duoc thyc hién nhu sau:

- Truong hop ky thay mat tap thé thi phai ghi chir viét tat “TM.” (thay mit) vao trudc tén
tap thé 1anh dao hodc tén co quan, to chire, vi du:

TM. HQI PONG NHAN DAN TM. POAN PAI BIEU QUOC HOI

- Trudng hop ky thay ngudi ding dau co quan, t6 chtrc thi phai ghi chit viét tat “KT.” (ky
thay) vao trude chire vu ctia ngudi dimg dau, vi du:

KT. CHU TICH KT. BQ TRUONG
PHO CHU TICH THU TRUONG

Truong hop cip phé dugc giao phu trach thi thyc hién nhu cap phé ky thay cap truong;
- Truong hop ky thira 1énh thi phai ghi chit viét tat “TL.” (thira 1énh) vao trude chirc vu
cua nguo1 ding dau co quan, t6 chtre, vi du:
TL. BQ TRUONG TL. CHU TICH
VU TRUONG VU TO CHUC CAN BOQ CHANH VAN PHONG

- Truong hop ky thua uy quyen thi phai ghi chwr viét tit “TUQ.” (thira Gy quyén) vao
trudc chic vu cia nguoi ding dau co quan, t6 chic, vi du:



~ TUQ.GIAMPOC
TRUONG PHONG TO CHUC CAN BQ

b) Chure vu cua nguoi ky

Chure vu ghi trén van ban 1a chire vu lanh dao chinh thic cua nguoi ky van ban trong co
quan, t6 chic; chi ghi chirc vu nhu B6 trudong (Bo truéng, Chu nhiém), Thr trudng, Chu
tich, Pho Chu tich, Giam ddc, Pho Giam dbc, Q. Giam dbc (Quyén Giam déc) v.v...,
khong ghi nhitng chirc vu ma Nha nude khéng quy dinh nhu: cip phé thudng truc, cap
pho phu trach, v.v...; khong ghi lai tén co quan, t6 chtrc, trir cac vin ban lién tich, vin ban
do hai hay nhiéu co quan, t6 chirc ban hanh; viéc ky thira 1énh, ky thira ty quyén do céc
co quan, t6 chtc quy dinh cy thé bang vin ban.

Chtrc danh ghi trén vin ban do cac t6 chtrc tu van (khéng thudc co cau td chic cua co
quan duoc quy dinh tai quyét dinh thanh 1ap; quyét dinh quy dinh chtc ning, nhiém vy,
co cdu to chirc ctia co quan) ban hanh 1a chirc danh lanh dao ctia ngudi ky vin ban trong
ban hodc hoi ddng. Pi v6i nhitng ban, hoi ddong khong duoc phép st dung con ddu cua
co quan, to chirc thi chi ghi chitc danh ciia ngudi kY vin ban trong ban hodc hoi dong,
khong duoc ghi chire vu trong co quan, t6 chc.

Chtrc vu (Chutc danh) cta ngudi ky vin ban do hoi dong hodc ban chi dao ctia Nha nude
ban hanh ma lanh dao B6 Xay dung lam Trudng ban hoac Pho Trudng ban, Chu tich hoac
Pho Chu tich Ho1 déng dugc ghi nhu sau, vi du:

TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chir ky, dau cua Bo Xay dung) (Chit ky, dau cua Bo Xay dung)
BOQ TRUONG BO XAY DUNG THU TRUONG BO XAY DUNG
Nguyén Vin A Tran Van B

Chtrc vu (Chirc danh) ctia nguoi ky van ban do hoi ddng hoidc ban cua Bo Xay dung ban
hanh ma Thr truéng B6 Xay dung lam Chu tich Hoi déng hodc Trudng ban, 1anh dao cac
Cuc, Vu thuoc B6 Xay dung lam Ph6 Chu tich Hoi dé)ng hodc Pho Trudong ban dugc ghi
nhu sau, vi du:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chit ky, dau cua Bo Xay dung) (Chir ky, dau cua Bo Xay dung)
THU TRUONG VU TRUONG VU TO CHUC CAN BQ
Tran Van B Lé Van C

¢) Ho tén bao gébm ho, t€n dém (n€u co) va tén cua ngudi ky van ban

Doi véi van ban hanh chinh, trudc ho tén cia nguodi ky, khong ghi hoc ham, hoc vi va céc
danh hi€u danh du khéc. D61 véi van ban giao dich; van ban ctia cac t6 chiic sy nghi¢p



gido duc, y té, khoa hoc hodc luc lugng vii trang dugc ghi thém hoc ham, hoc vi, quan
ham.

2. K¥ thuat trinh bay

Quyén han, chirc vu cua nguoi ky dugc trinh bay tai 6 s6 7a; chire vu khac cua nguoi ky
duogc trinh bay tai 6 s0 7b; cac chir viét tat quyén han nhu: “TM.”, “KT.”, “TL.”, “TUQ.”
hodc quyén han va chirc vu cua nguoi ky duge trinh bay chir in hoa, ¢ chir tur 13 dén 14,
kiéu chitr dung, dam.

Ho tén ciia ngudi ky vin ban duoc trinh bay tai 6 s 7b; bang chir in thuong, co chir tir 13
dén 14, kiéu chit ding, dam, duoc dit canh gitta so voi quyén han, chtc vu cta nguoi ky.

Chir ky cta ngudi c6 tham quyén duoc trinh bay tai 6 s6 7c.

Piéu 13. Diu ciia co quan, to chirc

1. Viéc dong déru trén van ban dugc thuc hién theo quy dinh tai Khoan 2 va Kho‘én 3 Piéu
26 Nghi dinh so 110/2004/ND-CP ngay 08 thang 4 ndm 2004 cua Chinh phu v€ cong tac
van thu va quy dinh cua phap luat co lién quan; viéc dong dau giap lai d61 voi vén ban, tai
li¢u chuyén pgénh va phu luc kém theo dugc thuc hién theo quy dinh tai Khoan 4 Diéu 26
Nghi dinh s6 110/2004/ND-CP.

2. Déu ciia co quan, to chitc duoc trinh bay tai 6 sé 8; dau giap lai duoc dong vao khoang
gitta meép phai cua van ban hodc phu luc vén ban, trum 1én mot phan cac to gidy; mdi dau
dong toi da 05 trang vin ban.

Diéu 14. Noi nhin
1. Thé thirc

Noi nhén xac dinh nhing co quan, t6 chirc, don vi va c4 nhan nhan vin ban va co trach
nhiém nhu dé xem xét, giai quyét; dé thi hanh; dé kiém tra, giam sat; dé bao céo; dé trao
d6i cong viéc; dé biét va dé luu.

Noi nhén phai dugc xac dinh cu thé trong vin ban. Can clr quy dinh cua phap luét; can ctr
chire nang, nhiém vy, quyén han cta co quan, to chitc va quan hé cong tac; cin clr yéu
cau giai quyet cong vigc, don vi hodc ca nhan soan thao hodc chu tri soan thao c6 trach
nhiém dé xuat nhirng co quan, to chirc, don vi va c4 nhan nhan vin ban trinh nguoi ky
van ban quyét dinh.

D6i v6i van ban chi giri cho mot sé ddi tugng cu thé thi phai ghi tén ting cO quan, t6
chtrc, c4 nhan nhan vin ban; d6i véi vin ban dugc gii cho mot hodc mot sb nhom dbi
tuwong nhat dinh thi noi nhan duoc ghi chung, vi du:

- Céc B9, co quan ngang B9, co quan thudc Chinh phu;
- Uy ban nhan dan cac tinh, thanh phé truc thudc Trung vong;

D61 véi nhitng van ban c6 ghi tén loai, noi nhan bao gom tr “Noi nhan” va phan liét ké
cac co quan, td chirc, don vi va cd nhan nhan van ban.

Doi v6i cong van hanh chinh, noi nhan bao gom hai phan:



- Phan thir nhat bao gom tir “Kinh gtri”, sau d6 1a tén cac co quan, td chirc hoic don vi, ca
nhan truc t1ep gidi quyet cong viéc;

- Phan th{r hai bao gdm tir “Noi nhan”, phia dudi 14 tir “Nhur trén”, tiép theo 1a tén cac co
quan, t6 churc, don vi va ca nhan c6 lién quan khac nhan van ban.

2. Ky thuat trinh bay
Noi nhan dugc trinh bay tai 6 s6 9a va 9b.
Phan noi nhan tai 6 s6 9a duoc trinh bay nhu sau:

- Tu “Kinh gui” va tén cac co quan, t0 chirc hoac ca nhan nhan van ban duogc trinh bay
bang chit in thuong, cd chir tir 13 dén 14, kiéu chir dung;

- Sau tir “Kinh gui” ¢6 ddu hai chdm; néu coéng van giri cho mét co quan, to chirc hoic
mot ca nhan thi tr “Kinh giii” va tén co quan, to chuc hodc ca nhan duoc trinh bay trén
cung mot dong; truong hop cong van gui cho hai co quan, t6 churc hodc ca nhén tro 1én thi
xudng dong; tén mdi co quan, to chirc, ca nhan hodc mdi nhom co quan, t6 chuc, c4 nhan
dugc trinh bay trén mot dong riéng, dau dong c6 gach dau dong, cudi dong c6 ddu chdm
phay, cudi dong cudi cung ¢co dau chdm; cac gach dau dong duoc trinh bay thang hang véi
nhau duéi dau hai chim.

Phan noi nhan tai 6 s6 9b (4p dung chung dbi vi cong van hanh chinh va céac loai van ban
khéc) dugc trinh bay nhu sau:

- Ttr “Noi nhan” duoc trinh bay trén mot dong riéng (ngang hang véi dong chit “quyén
han, chtrc vu ctia nguoi ky” va sat 1€ trai), sau c6 dau hai cham, bang chit in thuong, c&
chir 12, ki€u chir nghiéng, dam;

- Phan liét ké cac co quan, t6 chtrc, don vi va ca nhan nhan vin ban duoc trinh bay bﬁng
chit in thuong, ¢& chir 11, kiéu chit ding; tén mdi co quan, té chtrc, don vi va ca nhan
hodc mdi nhém co quan, to chirc, don vi nhan van ban duoc trinh bay trén mot dong
riéng, dau dong €0 gach dau dong sat 18 trai, cudi dong co dau chdm phau riéng dong
cudi cung bao gom chit “Luu” sau c6 dau hai cham, tiép theo 1a chir viét tit “VT” (Vian
thu co quan, td chuc), dau phay, chit viét tit tén don vi (hodc b phén) soan thdo van ban
va s6 luong ban luu (chi trong truong hop can thiét), cudi cung 1a diu cham.

Piéu 15. Cac thanh phan khac
1. Thé thirc
a) DAu chi mic do mat

Viéc xac dinh va déng dau do mat (tuyét mat, toi mat hodc mat), dau thu hdi déi véi van
ban c¢6 ndi dung bi mat nha nudc dugc thuc hién theo quy dinh tai Diéu 5, 6, 7, 8 cua
Phap 1énh Bao vé bi mat nha nudc nam 2000.

b) D4u chi mtrc d6 khan

Tuy theo mtrc d§ can dugc chuyén phat nhanh, van ban dugc xac dinh d§ khan theo bon
muc sau: khan, thuong khan, hda toc, hda toc hen gio; khi soan thdo van ban cd tinh chat



khan, don vi hoac cd nhan soan thdo van ban dé xuat mirc do khan trinh nguoi ky van ban
quyét dinh.

c) béi V(’7~i nhf}'ng van ban c6 pham vi, ddi tuong duoc phé bién, sir dung han ché, st dung
cac chi dénqvé pham vi luu l}émh nhu “TRA LAI SAU KHI HQP (HOI NGHI)”, “XEM
XONG TRA LAI”, “LUU HANH NOI BO”.

d) Béi voi cong vin, ngoai cac thanh phan dugce quy dinh ¢ thé bd sung dia chi co quan,
to churc; dia chi thu dién tor (E-Mail); s6 dién thoai, s6 Telex, s0 Fax; dia chi trang thong
tin dién tir (Website).

d) Dbi v6i nhitng vin ban can duge quan 1y chit ché vé sb lwong ban phat hanh phai co
ky hi¢u nguoi danh may va s6 lugng ban phat hanh.

e) Truong hop van ban ¢6 phu luc kem theo thi trong van ban phai c¢6 chi dan vé phu luc
d6. Phu luc van ban phai c6 ti€u d€; van ban c6 tir hai phu luc trd 1€n thi cac phu luc phai
dugc danh s6 thtr ty bang chir s6 La Ma.

g) Vin ban c6 hai trang tré 1én thi phai danh s trang bang chir sb A-rap.

2. K¥ thuat trinh bay

a) DAu chi mtrc do mat

Con dau céc d0 mat (TUYET MAT, TOI MAT hodc MAT) va ddu thu hoi dugc khac sdn
theo quy dinh tai Muc 2 Thong tu s6 12/2002/TT-BCA ngay 13 thang 9 nam 2002 hudng
dan thuc hién Nghi dinh s6 33/2002/ND-CP cta Chinh pht quy dinh chi ti€t thi hanh
Phap ‘lénh Bao vé bi mat I}hé nudc nam 2000. Dau d§ mat dugc dong vao 6 s6 10a, dau
thu ho1 dugc dong vao 6 so 11.

b) D4u chi muc d6 khan

Con diu cac d6 khan dugc khéic sin hinh chit nhat c6 kich thuéc 30mm x 8mm, 40mm x
8mm va 20mm x 8mm, trén do6 cac tr “KHAN?, “THUQONG KHAN”, “HOA TOC” va
“HOA TOC HEN GIO” trinh bay bang chir in hoa, phong chir Times New Roman ¢& chir
tir 13 dén 14, kiéu chir ding, dam va dat can doi trong khung hinh chir nhat vién don. Dau
do khan dugc dong vao 6 s6 10b. Muc dé dong dau do khan dung mau dé tuoi.

¢) Céc chi dan vé pham vi luu hanh

Céc chi dan vé pham vi luu hanh trinh ‘péy tai 6 s6 11; cac cum tir “TRA LAI SAU KHI
HOP (HOI NGHI)”, “XEM XONG TRA LAI”, “LUU HANH NOI BQ” trinh bay can doi
trong mot khung hinh chir nhét vién don, bang chtr in hoa, phong chir Times New Roman,
c0O chir 13 dén 14, kiéu chir dang, dam.

d) bia chi co quan, t6 chure; dia chi thu dién tir (E-Mail); s6 dién thoai, s6 Telex, s6 Fax;
dia chi Trang thong tin dién tir (Website).

Cac thanh phﬁn nay dugc trinh bay tai 6 sb 14 trang thu nhét cua van ban, bellng’ chir jn
thuong, cd chit tr 11 dén 12, ki€u chir dung, dudi mdt duong ké nét lién kéo dai hét chicu
ngang cua vung trinh bay van ban.



d) Ky hiéu ngudi danh may va sb lugng ban phat hanh

Buoc trinh bay tai 6 s6 13; ky hiéu bang chit in hoa, s6 lugng ban bang chit sé A-rap, c&
chir 11, ki€u chir dtiing.

e) Phu luc van ban

Phu luc van ban dugc trinh bay trén cac trang riéng; tir “Phu luc” va s6 tht tu cua p}lu luc
dugc trinh bay thanh mot dong riéng, canh gitra, bang chir in thudng, ¢& chir 14, ki€u chir
dﬁ;ng, dam; tén phu luc dugc trinh bay canh gilra, bang chit in hoa, c& chir tir 13 dén 14,
kiéu chit dung, dam.

g) S6 trang vin ban

S trang duoc trinh bay tai goc phai & cu01 trang gidy (phan footer) bang chit s6 A-rap, c&

chir 13-14, kiéu chit dung, khong danh sb trang thir nhat. Sb trang cua phu luc duoc danh
s6 riéng theo timg phu luc.

Mau chit va chi tiét trinh bay cac thanh phan thé thirc vin ban dugc minh hoa tai Phy luc
IV kém theo Thong tu nay.

Mau trinh bay mot s6 loai van ban hanh chinh dugc minh hoa tai Phu luc V kém theo
Thong tu nay.

Chuong 111
THE THUC VA KY THUAT TRINH BAY BAN SAO
Piéu 16. Thé thirc ban sao
Thé thirc ban sao bao gom:
1. Hinh thurc sao
“SAO Y BAN CHINH” hoic “TRICH SAO” hoic “SAO LUC”.
2. Tén co quan, tO chirc sao van ban

3. Sb, ky hiéu ban sao bao gdm sb thir ty dang ky dugc danh chung cho cac loai ban sao
do co quan, td chirc thue hién va chit viét tit tén loai ban sao theo Bang chir viét tat tén
loai vin ban va ban sao kém theo Thong tu nay (Phu luc I). S6 duoc ghi bang chir s6 A-
rap, bat dau tir s 01 vao ngay dau nam va két thuc vao ngay 31 thang 12 hang nam.

4. Cac thanh phan thé thirc khac ciia ban sao vin ban gom dia danh va ngay, thang, nam
sao; quyén han, chtrc vy, ho tén va chit ky ctia nguoi ¢ thim quyen dau cua co quan, to
chirc sao van ban va noi nhan duoc thuc hién theo huéng dan tai Diéu 9, 12, 13 va 14 cua
Thong tu nay.

Diéu 17. K¥ thuit trinh bay

1. Vi tri trinh bay cac thanh phan thé thirc ban sao (trén trang gidy kho A4)

Thuc hién theo so dd b tri cac thanh phan thé thic ban sao kém theo Thong tu nay (Phu
luc III).



Céc thanh phan thé thirc ban sao duoc trinh bay trén ciing mot to gidy, ngay sau phan cudi
cung cua van ban can sao dugc photocopy, dudi mdt duong ké nét lién, kéo dai hét chiéu
ngang cua vung trinh bay van ban.

2. Ky thuat trinh bay ban sao

a) Cum tr “SAO'Y BAN CHINH”, “TRICH SAO” hoac “SAO LUC” duoc trinh bay tai
0 50 1 (Phu luc III) bang chit in hoa, c& chir tir 13 dén 14, ki€éu chir ding, dam.

b) Tén co quan, to chirc sao vin ban (tai 6 56 2); s6, ky hiéu ban sao (tai 6 s6 3); dia danh
va ngay, thang, nam sao (tai 6 s6 4); chirc vy, ho tén va chir ky cua nguoi co thim quyen
(tai 6 s6 5a, 5b va 5¢); ddu cua co quan, td chirc sao vin ban (tai o s6 6); noi nhén (tai 6 sb
7) dugce trinh bay theo huéng dan trinh bay cac thanh phan thé thirc tai Phu luc III.

Mau chit va chi tiét trinh bay cac thanh phr:in thé thire ban sao dugc minh hoa tai Phu luc
IV; mau trinh bay ban sao dugc minh hoa tai Phu luc V kém theo Thong tu nay.

Chuong IV
TO CHUC THUC HIEN
Diéu 18. Diéu khoin thi hanh
Thong tu ndy c6 hiéu luc sau 45 ngay ké tir ngay ky.
Nhimng quy dinh v& thé thic va k§ thuat trinh bay van ban hanh chinh va ban sao van ban
dugc quy dinh tai Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5 ndm
2005 cua B Noi vu va Van phong Chinh phu hudéng dan thé thic va k¥ thuat trinh bay
van ban hanh chinh trai v&i Thong tu nay bi bai bo.
Diéu 19. T6 chirc thue hién
B¢, co quan ngang B9, co quan thugc Chinh phu, Uy ban nhén dan cac tinh, thanh phd
truc thudc Trung uong, Tap doan kinh té€ nha nudc, Tong cong ty nha nudc (91) chiu
trach nhi¢m t6 chuc trién khai thyc hién Thong tu nay.
Cac B9, nganh can cur quy dinh thé thirc va k¥ thuét trinh bay van ban tai Thong tu nay dé
quy dinh thé thure va k¥ thuat trinh bay van ban chuyén nganh cho phu hgp./.
BO TRUONG
(P k)

Tran Van Tuan






