UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO CAN THO' Déc lap - Tw do - Hanh phic
S6: 66/2008/QD-UBND Cén Tho, ngay 14 théng 8 ndm 2008
QUYET DINH
Ban hanh Quy dinh vé thé thirc va ky thuat trinh bay vin ban

UY BAN NHAN DAN THANH PHO CAN THO
Can cr Luat T chire Hoi ddng nhan dan va Uy ban nhan dan ngay 26 thang 11 ndm 2003;

Can cr Luat Ban hanh van ban quy pham phap luat cia Hoéi ddng nhan dan, Uy ban nhan dan
ngay 03 thang 12 nam 2004;

) Can ct Nghi dinh s6 91/2006/ND-CP ngay 06 thang 9 nam 2006 cua Chinh phd quy dinh chi
tiet thi hanh moét s6 diéu ctia Luat Ban hanh van ban quy pham phap luat ciia Héi ddng nhan dan, Uy
ban nhén dan;

Can ct Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 ndm 2004 cta Chinh phi vé& cong tac
van thu;

Can ctr Nghi dinh s& 135/2003/ND-CP ngay 14 thang 11 nam 2003 ctia Chinh phud vé kiém tra
va xt ly van ban quy pham phap luat;

Can c& Thong tw lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nam 2005 cua BO Noi
vu - Van phong Chinh phi hwéng dan vé thé thirc va ky thuat trinh bay van ban;

~ Theo dé nghj ciia Chanh Van phong Uy ban nhan dan thanh phé, Giam déc S& Noi vu va Giam
doc S& Tw phap,

QUYET DINH:
Diéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé thé thirc va k¥ thuat trinh bay van ban.

Diéu 2. Quyét dinh nay co hiéu lyc thi hanh sau 10 ngay va dang Bao Can Tho cham nhat sau
05 ngay, ké tr ngay Kky;

Quyét dinh nay thay thé Quyét dinh sb 56/2005/QD-UBND ngay 23 thang 8 nam 2005 cta Uy
ban nhan dan thanh phd Can Tho vé viéc ban hanh Quy ché vé thé thirc, k§ thuat trinh bay van ban
quy pham phap luat, van ban hanh chinh va ban sao van ban cla co quan quan ly hanh chinh nha
nwéc cac cap thudc thanh phd Can Tho.

Diéu 3. Chanh Van phong Uy ban nhan dan thanh phd, giam déc s, thi trwéng co quan ban
nganh thanh pho va Chu tich Uy ban nhan dan quan, huyén cé trach nhiém thi hanh Quyét dinh nay./.

TM. UY BAN NHAN DAN
CHU TICH
Tran Thanh Man



UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO CAN THO DPoc lap - Tw do - Hanh phic

QUY DINH
Vé thé thirc va ky thuat trinh bay van ban
(Ban hanh kém theo Quyét dinh s6 66/2008/QB-UBND
ngay 14 thang 8 ndm 2008 ctia Uy ban nhan dan thanh phé Cén Tho)

} Chuong |
NHUNG QUY DINH CHUNG

Piéu 1. Pham vi va déi twong ap dung

1. Ban Quy dinh nay quy dinh vé thé thirc va ky thuat trinh bay van ban quy pham phap luat,
van ban hanh chinh va ban sao van ban ctia co quan hanh chinh Nha nwéc cac cap thudc thanh phd
Can Tho.

2. Béi v6i linh vire chuyén nganh cé van ban huwéng dan riéng vé mau, thé thirc va ky thuat
trinh bay van ban thi khong ap dung theo Quy dinh nay.

3. Thé thirc van ban la tap hop cac thanh phan cu thanh van ban, bao gébm nhirng thanh phan
chung ap dung ddi v&i cac loai van ban va cac thanh phan bd sung trong nhitng trwéng hop cu thé
hodc dbi véi mot sé loai van ban nhét dinh theo quy dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08
thang 4 ndm 2004 ctGa Chinh phi vé cong tac van thw va theo ban Quy dinh nay.

4. Ky thuat trinh bay van ban bao gébm khé gidy, kiéu trinh bay, dinh 1& trang van ban, vi tri trinh
bay cac thanh phan thé thirc, phdng chi¥, c& chi, kiéu chir va cac chi tiét trinh bay khac, dwoc ap
dung dbi vé&i van ban dugc soan thao trén may vi tinh str dung chuong trinh “Microsoft Word for
Windows” va in ra gidy; c6 thé ap dung ddi véi van ban duwoc soan thao bang ccac phwong phap hay
phuong tién ky thuat khac hodc déi véi van ban dwoc lam trén mau gidy in sén; khéng ap dung dbi
v&i van ban dwoc in thanh sach, in trén bao, tap chi va cac loai 4n pham khac.

Diéu 2. Phéng chir trinh bay vin ban

Phéng chir str dung dé trinh bay vdn ban phai 1a cac phéng chir tiéng Viét voi kiéu chir chan
phuwong, bao dam tinh trang trong, nghiém tic cta van ban. Pi v&i nhirtng van ban dung trong trao
ddi théng tin dién t& gitra cac co quan, td chirc ciia Nha nwéc, phai str dung cac phong chi ctia bod
ma ky tw chi¥ Viét (phong chi¥ tiéng Viét Unicode) theo Tiéu chuén Viét Nam TCVN 6909:2001.

. Chwong Il
PHAN LOAI VAN BAN

Diéu 3. Van ban quy pham phap luat

Van ban quy pham phap luat ciia Uy ban nhan dan cac cap (sau day goi tat la UBND) bao gom
2 loai: Quyét dinh va Chi thi.

Diéu 4. Van ban hanh chinh (ca biét)

1. Van ban ca biét la van ban khong thugc pham vi didu chinh cta Luat Ban hanh van ban quy
pham phap luat gl]a Ho6i dong nhan dan, Uy ban nhan dan ngay 03 thang 12 nam 2004, dé gidi quyet
cac van dé cu thé thudc tham quyen Cf]~a co quan hanh chinh Nha nwéc cac cap nhw: quyét dinh nang
bac lwong, khen thwdng, bd nhiém, mién nhiém, ky luat, dieéu dong can b6, cong chirc v.v...

2. Van ban ca biét ciia Uy ban nhan dan céc cép, bao gém:

~ a) Quyét dinh cia UBND (dé giai quyét cac véan dé thudc thdm quyén cia tap thé UBND cac
cap);

b) Quyét dinh va Chi thi ciia Chd tich UBND (dé giai quyét cac van dé thudc thdm quyén cia
Cha tich UBND cac cap).

3. Van ban ca biét cia Tha trwéng co quan chuyén mén, co quan thuéc UBND cac cap st
dung mét hinh thirc duy nhat 1a Quyet dinh dé Tha trwdng co quan chuyén mén, co quan thudc
UBND thwc hién nhiém vy, quyén han cta minh theo quy dinh ctia phap luat.

Diéu 5. Van ban hanh chinh théng thuwong
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Van ban hanh chinh théng thwdng la nhitng van ban mang tinh chat thong tin, diéu hanh nhdm g|a|
quyet cac cong viéc cu thé, phan anh tinh hinh, céng viéc... clia co' quan hanh chinh Nha nwéc cé tham
quyén, bao gom cac loai sau day: Cong van, Bao cdo, Ké hoach, Chuong trinh, Bién ban, To trinh, Thong
bao, Phiéu giri, Phiéu bao, Phiéu chuyén, Gidy gisi thiéu, Gidy moi, Gidy di dwéong, Gidy nghi phép, Dién
(Cong dién, Bién mat), Thw cong tac, Két luan Thanh tra, B4o céo tham dinh, Bao cao tham tra...

Piéu 6. Van ban hanh chinh lién tich

Van ban lién tich gitra co quan hanh chinh Nha nwéc véi co quan hanh chinh Nha nwéc hoac
v6i Toa an nhan dan, Vién Kiém sat nhan dan, Hoi dong nhan dan, Uy ban Mat tran Té quéc va cac
doan thé cung cép 1a nhirng van ban hanh chinh, nham hop tac, phdi hop gidi quyét cac cong viéc
lién quan dén chirc néng, nhiém vu, quyén han cia minh, bao gom cac loai sau day: Cong van lién
tich, K& hoach lién tich, Quyet dinh lién tich ban hanh Quy ché ph0| hop.

. Chuong Il
THE THU'C VAN BAN

Piéu 7. Quéc hiéu

Qudc hiéu ghi trén van ban bao gébm 2 dong chir: “Céng hoa xa hoi chi nghia Viét Nam” va
“Déc lap - Ty do - Hanh phuc”.

Piéu 8. Tén co quan, to chirc ban hanh vin ban

1. Tén co quan, t6 chirc ban hanh van ban gém tén cua co quan, té chirc ban hanh van ban va
tén cla co quan, t6 chirc chl quan cép trén truc tiép (néu co).

2. Tén clia co quan, t& chirc ban hanh vin ban phai duwoc ghi déy du theo tén goi chinh thirc
can clv van ban thanh 1ap, quy dinh t6 chirc bd may, phé chuan cap giay phep hoat dong hoac cong
nhan tw cach phap nhan ctia co quan, td chirc cé thdm quyen tén cla co quan, td chirc chd quan cap
trén truc tiép cé thé viét tat nhirtng cum tr thong dung nhw Uy ban nhan dan (UBND).

Vi du 1. Co quan ban hanh van ban |a UBND thanh phd:

UY BAN NHAN DAN
THANH PHO CAN THO

Vi du 2. Cg quan ban hanh van ban la S& Gido duc va DPao tao (trwdng hop céd co quan, td
chlrc chd quan cap trén tryc tiép):

UBND TP. CAN THO
SO GIAO DUC VA PAO TAO

Vi du 3. Co quan ban hanh van ban la S& Tw phap va S& Céng thuwong (van ban lién tich).

UBND TP. CAN THO
SO TU PHAP - SO CONG THUONG

Vi du 4. Co quan ban hanh v&n ban 1a UBND thanh phé véi Toa an nhan dan thanh phé (van
ban lién tich).

UBND TP. CAN THO - TAND TP. CAN THO'

Diéu 9. Sé, ky hiéu ctia van ban

1. Sb, ky hiéu ctia van ban quy pham phap luat:

a) S6 van ban quy pham phap luat bao gém sb thir tw dang ky dugc danh theo tirng loai van
ban do co quan ban hanh trong mét ndm va nam ban hanh van ban dé. S6 dwgc ghi bang chir s6 A-

rap, bat dau tr s6 01 vao ngay dau nam va két thic vao ngay 31 thang 12 hang nam; nam ban hanh
phai ghi day du cac so; vi du: 2008, 2009.

~b) Ky hiéu van ban quy pham phap luat bao gom chir viét tat tén loai van ban theo Bang chi
viét tat tén loai van ban va chir viét tat tén co’ quan keém theo Quy dinh nay (Phu luc ).
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Van ban quy pham phap luat dwoc ghi ky hiéu nhw sau:

S6:....... /Nam ban hanh/Tén loai van ban-Tén co quan ban hanh

Vi du:
- Quyét dinh: Sé........12008/QD-UBND
- Chi thi: S6:......./2008/CT-UBND

2. S6, ky hiéu cta van ban hanh chinh:

a) Sb van ban hanh chinh 13 sé tht tw dang ky van ban do co quan, td chirc ban hanh trong
mot nam. Tuy theo téng sb van ban va sb lwgng méi loai van ban hanh chinh dwoc ban hanh, cac co
quan, t6 chirc quy dinh cu thé viéc dang ky va danh sb van ban. S cda van ban dwoc ghi béng chiv
s6 A-rap, bat dau tr sb 01 vao ngay dau ndm va két thic vao ngay 31 thang 12 hang nam.

Déi vé&i van ban thudc Iinh viee chuyén nganh cé quy dinh riéng vé ky hiéu thi van lay sé theo
thir tw cla loai van ban twong wng (khdng quan ly riéng).
Vi du: Quyét dinh xt& phat vi ‘pham hanh chinh, theo mau quy dinh: “Sé:..../QD-XPHC” thi lay
theo s thir tw cla loai van ban quyét dinh.
~b)Ky hiéu cla quyét dinh (ca biét) va cQa céac hinh thrc van ban cé tén loai khac bao gdm chir
viét tat tén loai van ban theo Bang chir viét tat tén loai van ban va ban sao kém theo Quy dinh nay
(Phu luc I).

Van ban ca biét dwoc ghi ky hiéu nhw sau:

Sé........ /Tén loai van ban-Tén co quan ban hanh

Vi du:
- Quyét dinh ca biét ciia UBND cac cép: Sb......... /QDb-UBND

¢) Van ban hanh chinh théng thwong

- Cbng van duwgc ghi ky hiéu nhv sau:

SO /Tén viét t&t co quan ban hanh-Tén viét tat don vi soan thdo

Vi du:
. Cong van ctia UBND (hodc ctia Ch tich), do Phong Van - X soan thao: Sé.......... /UBND-VX;

- To trinh, Bao cdo dwoc ky hiéu nhw sau:

SO /Tén loai van ban-Tén viét tat co quan ban hanh

Vi du:
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. Quyét dinh lién tich ban hanh Quy ché phéi hop cong tac gitra UBND thanh phd, Vién Kiém
sat nhan dan thanh pho va Toa an nhan dan thanh pho: So.......... /QDLT-UBND-VKSND-TAND.
Diéu 10. Pia danh va ngay, thang, nam ban hanh van ban
1. Bia danh:

Dia danh ghi trén van ban la tén goi chinh thirc cia don vi hanh chinh (tén riéng cla tinh, thanh phd
trwe thuéc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; x&, phwéng, thi trdn) noi co' quan, t6
chlrc déng tru sé; d6i véi nhivng don vi hanh chinh dwoc dat tén theo tén ngudi thi phai ghi tén goi day du
cla don vi hanh chinh dé.

2. Ngay, thang, nam ban hanh van ban:
a) Ngay, thang, nam ban hanh van ban la ngay, thang, nam van ban dwoc ky ban hanh.

b) Ngay, thang, nam ban hanh van ban phai dwoc viét day di ngay..., thang..., nam...; cac sb
chi ngay, thang, nam dung chi» so A-rép; doi voi nhirng so chi ngay nhé hon 10 va thang 1, thang 2
phai ghi thém s6 0 & trwdc.

c) Céac vi du vé cach ghi dia danh, ngay thang ndm ban hanh nhw sau:

- V&n ban cia UBND thanh phd va cia S&, Ban nganh thudc thanh phé thi ghi: Can Tho,
ngay...thang...nam...

- Van ban cta UBND huyén Phong Dién va cla cac Phong, Ban thudc huyén Phong Dién thi
ghi: Phong bPién, ngay...thang...nam...

- Van ban clia UBND phwong Théi Binh thi ghi: Théi Binh, ngay...thang...nam...

- Van ban clia UBND phuwong Chau Van Liém thi ghi: Phuong Chau Van Liém, ngay...thang...nam...
- Véan ban clia UBND phuwong Lé Binh thi ghi: Phuwong Lé Binh, ngay...thang...nam...

Diéu 11. Tén loai va trich yéu néi dung ctia vin ban

1. Tén loai van ban la tén cla tirng loai van bé‘n do co quan, t6 chirc ban hanh. Khi ban hanh
van ban quy pham phap luat va van ban hanh chinh déu phai ghi tén loai, trlr cong van.

2. Trich yéu ndi dung ctia van ban la mot cau ngan gon hodc moét cum tir, phan anh khai quat
néi dung chd yéu cua van ban.

3. Van ban cé tén loai thi trich yéu dwoc ghi dwdi tén loai van ban:

a) Quyét dinh quy dinh truc tiép

QUYET PINH

V@ VIBC ..vieiiiiiiieeeiieeeevieeee v e eeeaanneennns

b) Quyét dinh ban hanh Quy ché, Quy dinh

QUYET PINH
Ban hanh Quy ché (Quy dinh).....................

4. Van ban khong cé tén loai thi trich yéu duoc ghi dwdi sé va ky hiéu van ban.

Vi du: Cong van cta Uy ban nhan dan thanh phé Can Tho.

UY BAN NHAN DAN
THANH PHO CAN THO

Diéu 12. Noi dung van ban
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1. Ngi dung van ban Ia thanh phan cht yéu ciia mét van ban, gébm cac quy pham phap luat (doi
v&i van ban quy pham phap luat), cac quy dinh dwoc dat ra, cac van de, sy viéc dwoc trinh bay. Noi
dung van ban phai bdo ddm nhirng yéu cau sau:

a) Phu hop véi hinh thirc van ban dwoc st dung;
b) Phu hop vé&i dwdng 16i, cha trwong, chinh sach clia Bang va quy dinh ctia phap luat;

c) Cac quy pham phap luat, cac quy dinh hay cac van dé, sy viéc phai dwoc trinh bay ngén
gon, ré rang, chinh xac;

d) S&r dung ngdn ngi viét, cach dién dat don gian, dé hiéu;

d) Dung tv nglr phd théng; khéng dung tw ngl dia phwong va tlr nglr nwéc ngoai néu khéng
thwc sw can thiét. Déi véi thuat nglr chuyén mén can xac dinh ré nodi dung thi phai dwoc gidi thich
trong van ban;

_ e) Khong viét tat nhirng tir, cum tir khong thong dung. D6i véi nhirng tir, cum tir dugc s dung
nhiéu lan trong van ban thi co thé viét tat, nhwng cac chir viét tat lan dau cuta te, cum tir phai dwoc
dat trong ngoac don ngay sau twr, cum twr do;

g) Viéc viét hoa dwoc thwe hién theo quy tac chinh ta tiéng Viét;

h) Khi vién dan lan dau van ban c6 lién quan, phai ghi day dd tén loai van ban, sé, ky hiéu
van ban; ngay, thang, nam ban hanh van ban; tén co quan, t& chic ban hanh van ban (trev
trwdng ho’p dbéi véi luat va phap Iénh) va trich yéu noéi dung van ban; trong cac lan vién dan tiép
theo, c6 thé ghi tén loai va sb, ky hiéu cta van ban dé.

2. Bb cuc van ban, tuy theo thé loai va ndi dung, van ban cé thé c6 phan can ctv phap Iy dé ban
hanh, phan mé& dau va co thé bb cuc theo phan, chwong, muc, dieu, khoan, diém ho&c duwoc phan
chia thanh cac phan, muc theo mét trinh tw nhat dinh:

a) Van ban quy pham phap luat (Quyét dinh, Chi thi) c6 bd cuc sau:

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

- Chi thi: theo khoan, diém.
b) Van ban hanh chinh co bb cuc sau:

- Quyét dinh (ca biét): theo diéu, khoan, diém; cac quy ché (quy dinh) ban hanh kem theo quyét
dinh: theo chwong, muc, diéu, khodn, diém;

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

- Quy ché (Quy dinh): theo chwong, muc, diéu, khoan, diém;

- C4c van ban hanh chinh khac: theo phan, muc, khoan, diém.

Diéu 13. Chirc vu, ho tén, chir ky cia ngwdi cé6 tham quyén va dau cta co’ quan, té chire
1. Quyén han cla nguoi ky:

a) Trwong hop ky thay mat tap thé thi phai ghi chiv viét tat “TM.” (thay mat) vao trwdc tén tap
thé 1anh dao hodc tén co quan, td chirc;

b) Trwong hop ky thay nguoi dirng dau co quan, tb chir thi phai ghi chir viét tat “KT.” (ky thay)
vao trwdc chire vu ngudi dirng dau co quan, to chirc;

c) Trwong hop ky thira 1énh thi phai ghi chiv viét tat “TL.” (thtra lénh) vao trwdc chirc vu cla
ngudi dirng dau co quan, to chire;

d) Trwong hop ky thiva Gy quyen thi phai ghi chir viét tat “TUQ.” (thtva Gy quyén) vao trudc
chtrc vu ngudi dirng dau co quan, t6 chirc.

2. Chtrc vu cla nguoi ky:

a) Chirc vu ghi trén van ban la chirc danh lanh dao chinh thirc clia ngwoi ky van ban trong co
quan, td chirc; ddi v&i van ban ca biét ctia Cha tich UBND cac cép va vén ban cla cac co quan, tb
chtre (c6 thdm quyén riéng) thi chi ghi chirc danh Cha tich, Phé Cha tich, Giam déc, Phé Giam dbc...,
khéng ghi lai tén co quan, t& chirc (trlr cac van ban lién tich, van ban do hai hay nhiéu co quan, t6
chrc ban hanh); van ban ky thra Iénh, thira Gy quyén va nhirng trwdng hop can thiét khac do co
quan, t6 chirc quy dinh cu thé.
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b) Chirc vu ghi trén van ban do céc té chirc tw van nhw Ban, Hoi ddng cla co quan, td chirc
ban hanh 1a chirc danh lanh dao clia nguoi ky van ban trong Ban hodc Hoi ddng dé. Bbi véi nhirng
Ban, Hoi déng khong duoc phép st dung con diu cta co quan, té chire thi chi ghi chirc danh cta
ngwdi ky van ban trong Ban hodc Héi ddng. Trwerng hop Ban hodc Hoi ddng duwoc phép st dung con
dau clia co quan, td chirc thi phai ghi thém chirc danh lanh dao trong co’ quan, t6 chirc clia ngudi ky
& dudi.

Vi du: chirc vu clia nguoi ky van ban do Hoi ddng hodc Ban chi dao ban hanh ma lanh dao
UBND thanh phé lam Trwéng ban; Giam dbc S& Tw phap lam Phé ban dugc ghi nhu sau:

TRUONG BAN KT. TRUONG BAN
(Chi ky, d4u ctia UBND thanh phd) PHO TRUGONG BAN
PHO CHU TICH UBND THANH PHO (Chir ky, d&u ctia S& Tw phap)
Nguyén Vin A GIAM BOC SO TU PHAP
Tran Van B

3. Ho tén cua ngudi ky:

Ho tén bao gébm ho, tén dém (néu cd) va tén clia nguoi ky van ban. Ddi véi van ban quy pham
phap luat va van ban hanh chinh, trwéc ho tén cltia ngwoi ky khéng ghi hoc ham, hoc vi va cac danh
hiéu danh dy khac (trr van ban cua cac td chirc sw nghiép gido duc, y t&, nghién ctru khoa hoc, trong
nhirng trwdng hop can thiét, cé thé ghi thém hoc ham, hoc vi).

4. Céc vi du cta khoan 1, 2 va 3 Diéu nay:

- V&n ban ciia Chu tich UBND céc cép:

CHU TICH

Nguyén Van A

- V&n ban clia Chu tich UBND céc cap, do Pho Chu tich ky thay:

KT. CHU TICH
PHO CHU TICH

Nguyén Van B

- Van ban clia Giam déc Sé&:

GIAM BOC

Tran Van A

- V&n ban quy pham phap luat va van ban cé ndi dung giai quyét van dé thudc thdm quyén cla
tap thé UBND thi ghi tén UBND ban hanh van bén va st dung hinh thirc ky thay mat (TM.).

TM. UY BAN NHAN DAN
CHU TICH

Nguyén Van A

- Van ban lién tich thi chirc vu ngudi dirng dau ghi lién véi tén co quan, t6 chirc. Truong hop
nguwoi ky la cap pho clia nguwdi dirng dau co quan, to chtre thi ghi chir viét tat “KT” vao trwdc chire vu
clia nguwoi dirng dau va tén co quan, to chirc ban hanh van ban, bén dwéi ghi chire vu clia ngudi ky
van ban.

- Trwdng hop Thi trwdng co quan ky van ban lién tich:

GIAM BOC SO TAI NGUYEN VA MOI TRUONG GIAM BOC SO TU PHAP
Ngbé BaD Pham Van H
- Treong hop Phé Thu trwdng co quan ky van ban lién tich:
KT. GIAM BOC SO XAY DUNG KT. GIAM BOC SO TU PHAP
PHO GIAM POC PHO GIAM BPOC

Lé Van A Tran Vian B




5. D4u cla co quan, t6 chirc:

Viéc dong dau trén van ban dwoc thwe hién theo quy dinh tai Nghi dinh sd 110/2004/ND-CP
ngay 08 thang 4 nam 2004 clGa Chinh pht va quy dinh cta phap luat co lién quan.

Diéu 14. Noi nhan

1. Noi nhan xac dinr} nhl}ng,co quan, td chire, do’n’vi va ca nhan nhér) vér1 ban v&i muc
dich va trach nhiém cu thé nhw dé kiém tra, giam sat; dé xem xet, gidi quyét; dé thi hanh; de
trao ddi cong viéc; dé biét va dé lwu. Noi nhan phai dwoc xac dinh cu thé trong van ban. Doi voi
van ban chi giri cho mot so doi twong thi phai ghi tén trng co quan, td chirc, ca nhan nhan van
ban; d6i v&i van ban dwgc glri cho mot hoac mot s6 nhém do6i tweng nhat dinh thi noi nhan
dwoc ghi chung; vi du: UBND quéan, huyén.

2. B6i v&i nhirng van ban c6 ghi tén loai, noi nhan bao gém tir “Noi nhan” va phan liét ké
cac co quan, td chire, don vi, ca nhan nhan van ban (khéng cé phan kinh gi).

3. Bbi v&i cong van hanh chinh, noi nhan bao gém hai phan:

- Phén thir nhat bao gém tir “Kinh gii”, sau d6 la tén cac co' quan, tb chirc hodc don vi, ca
nhan trwc tiép gidi quyét cong viéc;

AL

- Phan th& hai bao gom tir “Noi nhan”, phia dwai la tir “Nhw trén”, tiép theo Ia tén cac co' quan,
to chirc, don vi va ca nhan co lién quan khac khong co trach nhiém tric tiep gidi quyét cong viéc ma
chi dé biét, dé bao cao, dé lwu van ban.

4. Mot sb trwong hop ghi noi nhan:

a) Béi véi Cong van hanh chinh:

- Muc “Kinh gri” dworc ghi & chinh gitra trang dau, duéi dia danh va ngay, thang, nam.
Vi du:

Kinh gtri: S& Noi vu

- Muc "Noi nhan" dwoc ghi & goéc trai, trang cudi clia van ban, ngang tén co quan, chirc vu
hoac chirc danh nguoi ky.

Vi du:

Noi nhéan: CHU TICH
- Nhw trén;

- TT.Thanh Gy, TT.HDND thanh phé;
- S&, ban nganh;

- Lwu: VT,...

b) D6i voi Quyét dinh va Chi thi (van ban quy pham phap luat) ciia UBND cac cép, noi nhan
phai ghi day di cac co quan dé thuc hién, dé kiém tra, dé bao cao, dé biét, dé phdi hop, dé theo dai,
dé lwu.

Vi du: dia chi glvi van ban quy pham phap luat cia UBND thanh phé.

Noi nhan: TM. UY BAN NHAN DAN
- Van phong Chinh ph; CHU TICH
- B6 Tw phap (Cuc KTVB);

- B, nganh Trung wong (c6 lién quan ndi dung clia van ban);

- TT Thanh ay;

- TT. HDND thanh phé;

- TV. UBND thanh phé;

- Poan dai biéu QH va HDND;

- TT. UBMTTQ thanh phé va cac Poan thé;

- S&, ban nganh thanh phé;

- TT. HDND va UBND quéan, huyén;

- Website Chinh ph;

- Bao Can Tho;

- TT Cbng béo;




| - Lwu: VT,...

Cac van ban quy pham phap luat phai dwoc phat hanh trén Céng thong tin dién tir UBND
thanh pho va Céng bao thanh pho (trir cac van ban dong dau “Tuyét mat”, “Toi méat”, "Mat” khong phat
hanh trén mang tin hoc dién rong ma phat hanh theo cac quy dinh vé bao vé bi mat nha nwéc).

. c) D6i v&i van ban hanh chinh, viéc phat hanh van ban dwoc ghi tai muc "Noi nhan" (khéng co
phan kinh gtvi, trr Cong van).

Vi du: muc "Noi nhan" ciia Quyét dinh (ca biét).

Noi nhéan: CHU TICH
- Nhw Diéu ..;

Vi du: muc "Noi nhan" ctia To trinh.

Noi nhéan: ] GIAM BOC
- UBND thanh phé;

Piéu 15. Cac thanh phan thé thirc khac

1. bia chi co quan, té chirc; dia chi E-Mail; dia chi trén mang (’Website); §6 dién thoai, sb
Telex, s6 Fax d6i v&i cong van, cong dién, gidy gioi thiéu, gidy moi, phiéu gii, phiéu chuyén dé tao
dieu kién thuan lgi cho viéc lién hé;

2. Cac chi dén vé pham vi lwu hanh nhw “Tra lai sau khi hop (hGi nghi)”, "Xem xong tra lai”,
“Lwu hanh ndi bd” d6i véi nhivng van ban co pham vi, d6i twong pho bién, st dung han ché hoac chi

dan vé du thao van bép nhu “Dy thao” hay “Dy thdo lan ...”. Cac chi dan trén c6 thé dwoc danh may
hodc dung con dau khac san dé dong lén van ban hoac dw thdo van ban;

3. Ky hiéu nguoi danh may va s6 lwgng ban phat hanh déi véi nhirng van ban can dwoc quan
ly chat ché vé so lwgng ban phat hanh;

4. Trwong hop van ban c6 phu luc kém theo thi trong van ban phai c6 chi dan vé phu luc do.
Phu luc van ban phai co tiéu de; van ban co tir hai phu luc trd [én thi cac phu luc phai dwoc danh so
thr tw bang chir sO La M3;

5. Van ban va phu lyc vén ban gdm nhiéu trang thi tir trang thv hai tré di phai dwoc danh sb
thi tw bang chir s6 A-rap; so trang cla phu luc van ban dwgc danh riéng, theo tirng phu luc;

6. Trwong hop ky tat, ky tai noi két thic van ban, sau dau (./.), chiv ky tat phai nhé hon 0,5cm?;
01 van ban chi thé hién 01 chi ky tat.

Piéu 16. Thé thirc ban sao

1. Hinh thirc sao duoc thé hién bang mét trong cac dong chir “Sao y ban chinh”, “Trich sao”
hoac “Sao luc”:

a) Ban sao y ban chinh la ban sao day du, chinh xac ndi dung ctia van ban va dwoc trinh bay theo
thé thire quy dinh. Ban sao y ban chinh phai dwoc thuc hién tr ban chinh;

b) Ban trich sao 1a ban sao mét phan néi dung clia van ban va dwoc trinh bay theo thé thic
quy dinh. Ban trich sao phai dwoc thiec hién tlr ban chinh;

c) Bdo sao luc |a ban sao day du chinh xac néi dung cta van ban, dwgc thye hién tlr ban sao
y ban chinh va dwoc trinh bay theo thé thirc quy dinh.
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2. Tén co quan, t6 chirc sao van ban Ia tén co quan, td chirc thwe hién viéc sao van ban;

3. S, ky hiéu ban sao bao gém sb thi tw dang ky dwoc danh chung cho céac loai ban sao do
co quan, td chirc thwe hién va chir viét tat tén loai ban sao theo Bang chi viét tit tén loai van ban va
ban sao kém theo Quy dinh nay (Phu luc 1). S6 dwoc ghi bang chiv sé A-rap, bat dau tr sb 01 vao
ngay dau nam va két thic vao ngay 31 thang 12 hang nam.

4. Cac thanh phan thé thirc khac cla ban sao van ban gébm dia danh va ngay, thang, nam sao;
chire vy, ho tén va chir ky ciia nguoi co thém quyén; dau cla co quan, té chirc sao van ban va noi
nhan dwoc thwe hién theo huwdng dan tai Biéu 10, 13, 14 Quy dinh nay.

Vi du: sao y ban chinh.

SO TU PHAP ~ SAOY BAN CHIiNH
SO:.. —S¥=STP Can Tho, ngay..... thang... .nam........

TUQ. GIAM bOC

Noii nhan: CHANH VAN RHONG

e ; (Chir ky, dau)

- Lwu: VT,... Ho va tén ngudi ky
Chwong IV

KY THUAT TRINH BAY VAN BAN

Diéu 17. Khd giay, kiéu trinh bay va dinh Ié trang van ban
1. Khd gidy:

a) Van ban quy pham phap luat va van ban hanh chinh dwoc trinh bay trén gidy trdng khd A4
(kich thwée 210 - 297mm);

b) Cac loai van ban nhw Gidy gidi thiéu, Gidy bién nhan hé so, Phiéu gti, Phiéu chuyén co thé
duoec trinh bay trén kho A5 (148mm x 210mm) hoac trén mau giay in san.

2. Kiéu trinh bay:

a) Van ban quy pham phap luat va van ban hanh chinh dugc trinh bay theo chiéu dai cua
trang giay kho A4 (dinh hwéng ban in theo chiéu dai);

b) Trwong hop ndi dung van ban co cac péng, biéu nhung khong dugc lam thanh cac phu luc
riéng thi van ban co6 thé dworc trinh bay theo chiéu rong cua trang giay (dinh hwéng ban in theo chiéu
rong);

¢) Nhirng van ban co nhiéu trang thi bat dau ti trang thir hai phai ghi s6 trang bang chir sb A-
rap (1, 2, 3...) & vi tri I trén va nam gilra trang giay (trang th&r hai danh so tir so 2, trang th&r nhat
khong danh s0).

3. Dinh |& trang van ban (dbi v&i khd A4):

TRANG GIAY KHOANG CACH KiCH cO

Trang mat truéc Lé trén trang gidy 20 mm - 25 mm
Lé dwéi trang gidy 20 mm - 25 mm
Lé trai trang gidy 30 mm - 35 mm
Lé phai trang gidy 15 mm - 20 mm
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Trang mat sau Lé trén trang gidy 20 mm - 25 mm
Lé duai trang gidy 20 mm - 25 mm
Lé trai trang gidy 15 mm - 20 mm
Lé phai trang gidy 30 mm - 35 mm

Diéu 18. Ky thuat trinh bay cac thanh phan thé thirc vin ban

Vi tri trinh bay cac thanh phan thé thirc van ban trén mot trang gidy khé A4 dwoc thwe hién
theo So dd bb tri kém theo Quy dinh nay (Phu luc Il). Vi tri trinh bay cac thanh phan thé thrc van ban
trén mot trang gidy khd A5 dwoc ap dung twong tw nhw trén gidy khd A4. Cac thanh phan thé thirc
van ban dwoc trinh bay nhw sau:

1. Quéc hiéu (trinh bay tai 6 s6 1):

a) Dong chir trén: “Cong hoa xa hoi chi nghia Viét Nam” dwoc trinh bay béng chir in hoa, c&
chir tr 12 dén 13, kieu chir drng, dam.

b) Dong chi dwéi: “Doc lap - Ty do - Hanh phuc” dugc trinh bay béng chi¥ in thwdng, c& chiv
tr 13 dén 14, kiéu chr ding, dam; chi cai dau cila‘céc cum tw dugcc viet hoa, gilra cac cum tr cé
gach ngang nhd; phia dwéi cé dwong ké ngang, nét lién, cd do dai bang d6 dai clia dong chir.

2. Tén co quan, td chirc ban hanh vén ban (trinh bay tai 6 sé 2):

a) Tén co quan, té chirc chi quan cép trén truc tiép duoc trinh bay bang chi in hoa, ¢& chi
tr 12 dén 13, kiéu chir dirng.

_b) Tén co quan, tb chirc ban hanh van ban duoc trinh bay bang chi in hoa, ¢& chi tir 12 dén
13, kieu chir ding, dam; phia dwdi c6 duwong ké ngang, nét lién, co d6 dai bang t&r 1/3 dén 1/2 do dai
cla dong chir va dat can déi so v&i dong chir.

3. Sé, ky hiéu cla van ban (trinh bay tai 6 s6 3):

Tw “S8” dwoc trinh bay bang chiv in thwong, ky hiéu bang chi¥ in hoa, ¢& chiv 13, kiéu chiy

dirng; sau tlr “S8” c6 dau hai cham; gitra s6, ndm ban hanh va ky hiéu van ban c6 dau gach chéo (/);
gitra cac nhém chiy viét tat trong ky hiéu vén ban cé dau gach nbi khéng cach chi (-).

Vi du: Sé: 33/2008/QD-UBND; Sé: 15/QD-UBND; Sé: 23/BC-SNV; S6: 234/SKHDT-VP.
4. Dia danh va ngay, thang, nam ban hanh van ban:

bia danh va ngay, thang, nam ban hanh van ban dwoc trinh bay tai 6 s6 4, bang chi¥ in
thworng, c& chiv tr 13 dén 14, kiéu chir nghiéng; sau dia danh c6 d4u phay ().

Vi du: Cén Tho, ngay .... thang .... ndm
5. Tén loai va trich yéu néi dung van ban:

a) Tén loai va trich yéu noi dung clia cac loai van ban cé ghi tén loai dwoc trinh bay tai 6 sé
5a; tén loai van ban (nghi quyét, quyét dinh, chi thi, ké hoach, bdo cdo, t& trinh va cac loai vén ban
khac) duwoc dat canh gitra (can dbi & gitra dong) bang chi in hoa, c& chir tv 14 dén 15, kiéu chiy
dirng, dam; trich yéu ndi dung van ban sau chir “Vé viéc...” dwgc dat canh gitra, ngay dwéi tén loai
van ban, bang ch in thuwong, c& chir 14, kiéu chir ding, dam; bén duéi trich yéu cé dwdng ké
ngang, nét lién, cé do dai bang tir 1/3 dén 1/2 do dai ctia dong chir va dat can déi so véi dong chir.

Trwong hop, van ban vira co trich yéu ndi dung, vira cé phan tén van ban dwoc ban hanh kem
theo thi phan trich dan dwéi trich yéu la kiéu chir nghiéng, c& chi 14, in thwong.

Vi du:
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QUY DINH
Vé viéc quan ly thu phi, I& phi trén dia ban thanh phé Can Tho
(Ban hanh kém theo Quyét dinh sé.../2008/QP-UBND ngay...thang...nam..
ctia Uy ban nhan dan thanh ph6 Cén Tho)

b) Trich yéu néi dung cong van duoc trinh bay tai 6 s6 5b, sau chi viét tat “V/v” (vé viéc) bang
chi¥ in thwdng, c& chir ttr 12 dén 13, kieu chir dirng.

6. Noi dung van ban (dwoc trinh bay tai 6 s6 6):

a) Phan noi dung (ban van) dwoc trinh bay bdng chir in thwong, c& chiv tr 13 dén 14; khi
xudng dong, chir dau dong co thé Iui vao tr 1cm dén 1,27cm (default tab); khodng cach gitra cac
doan van (paragraph) dat téi thiéu la 6pt; khoang cach gitra cac dong hay cach dong (line spacing)
chon téi thiéu tir cach dong don (single line spacing) hoac tir 15pt (exactly line spacing) tré 1én;

b) D6i v6i nhitng van ban quy pham phap luat va van ban hanh chinh co phan can c phap ly
dé ban hanh thi sau méi can cvr phai xubng dong, cudi dong cé dau chdm phay (;), riéng can cv cudi
cung két thic bang dau phéy (,);

c) Trwong hop ndi dung van ban duoc bd cuc theo phan, chuwong, muc, diéu, khoan, diém thi
trinh bay nhw sau:

- Phéan, chwong: tir “Phan”, “Chuong” va sb thir tw clia phan, chwong dwoc trinh bay trén mot
dong riéng, canh gitva, bang chiv in thwong, c& chiv 14, kiéu chi¥ dirng, dam. Sé thir tw ctia phan, chuong
dung chi» s6 La Ma. Tiéu dé (tén) clia phan, chwong dwoc dat ngay duéi, canh gitra, bang chi in hoa, c&
chir ttr 13 dén 14, kiéu chir ding, dam;

- Muyc: tir “Muc” va sb thir tw cla muc dwoc trinh bay trén moét dong riéng, canh gilra, bang
ch in thuwong, ¢& chiv 14, kiéu chir ding, dam. Sé thir tw clia muc dung chv sb A-rap. Tiéu dé cla
muc duoc trinh bay canh gitra, bang chir in hoa, ¢& chiv tir 12 dén 13, kiéu chir dirng, dam;

. - Didu: tir “Diéu”, sb thir tw va tiéu dé& cla diéu dwoc trinh bay bang chi in thuwong, c& chi
bang c& chir cua phan loi van (13-14), kiéu ch¥ dirng, dam. Sé tht tw cta diéu dung chiv sd A-rap,
sau soO thir ty ¢6 dau cham (.);

_- Khoan: s0 thir ty cac khoan trong méi diéu ding chi s6 A-rap, tiép theo la dau cham (.), c&
chir bang c& ch¥ clia phan I&i van (13-14), kieu chir dirng, dam;

Trwdng hop khodn co tiéu dé thi sau tiéu dé phai c6 dau hai chdm (:) kiéu chir ding, khéng
dam;

] - Diém: th tw cac diém trong méi khoan dung cac chir cai tiéng Viét theo thtr tw abc, sau c6
dau déng ngoadc don, bang chi in thwdng, c& chir bang c& chir cla phan Ioi van (13-14), kieu chir
dirng.

d) Trwdng hop, ndi dung van ban dwoc phan chia thanh cac phan, muc thi trinh bay nhw sau:

- Phan (néu co): tr “Phan” va sb thr tw ctia phan dwoc trinh bay trén moét dong riéng, canh
gitra, bang chtr in thwong, c& chi 14, kiéu chir ding, dam. S6 th tw ctia phan dung chi s6 La Ma.
Tiéu dé cua phan dwoc dat ngay dwdi, canh gitra, bang chir in hoa, c& chir tir 13 dén 14, kiéu chiv
ding, dam;

- Muc: s6 thi tw cac muc ding chi s6 La M3, sau c6 dau cham; tiéu dé cia muc duwoc trinh
bay bang chi¥ in hoa, c& chir ttr 13 dén 14, kiéu chr dirng, dam;
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- Khoan: sb thi tw cac khoan trong méi muc ding chr s6 A-rap, sau do c6 dau cham (.); sb
thtr tw va tiéu de cua khoan (néu cd) dugc trinh bay bang chi in thwong, c& chir bang c& chir cia
phan I&i van (13-14), kiéu chir dirng, dam;

- Diém: th tw cac diém trong méi khoan dung cac chir cai tiéng Viét theo thir ty abc, sau d6
c6 dau déng ngodc don, bang chir in thwong, ¢& chi¥ bang c¢& chi¥ cla phan 1&i van (13-14), kiéu chi
dirng.

d) Truwdng hop, trong van ban hanh chinh, cé str dung cac chwong, muc, khoan, diém nhwng
trong “diém” con nhiéu phan bo cuc tiép theo thi ghi theo thir tw gach ngang (-); dau cdng (+) va cudi
cung la dau cham (.).

7. Chire vy, ho tén va chi ky cia nguwdi c6 thdm quyén:

a) Quyén han, chirc vu cla ngwdi ky duoc trinh bay tai 6 s6 7a; cac chiv viét tat “TM.”, “KT.”,
“TL.”, “TUQ.” hoac “Q.” (quyen), quyen han va chirc vu cta ngwdi ky dugc trinh bay bang chir in hoa,
c® chir ttr 13 den 14, kieu chir drng, dam.

) b) Ho tén cla ngudi ky van ban dwoc trinh bay tai 6 sé 7b; bang chir in thwdng, c& chi tir 13
dén 14, kiéu chir dirng, dam.

c) Chi¥ ky clia ngudi c6 thdm quyén dwoc trinh bay tai 6 sé 7c.
8. DAu clia co quan, t6 chirc (trinh bay tai 6 s6 8)
9. Noi nhan (trinh bay tai 6 s6 9a va 9b):

a) Phan noi nhan tai 6 sé 9a (chi ap dung dbi v&i cdng van hanh chinh) dwoc trinh bay nhw
sau:

- Sau tir “Kinh gii” c6 dau hai cham (:), tiép theo la tén co quan, té chirc hodc ca nhan nhan
van ban; tir “Kinh gti” va tén cac co quan, to chirc hoac ca nhan nhan van ban dwoc trinh bay bang
chi in thwdng, c& chir 14, kiéu chir dlrng va dwoce canh gilra clia trang van ban;

- Trué’r]g hop, cong van glri cho mét co quan, té chivc hodc mot ca nhan thi tir “Kinh gli” va
tén co quan, to chirc hodc ca nhan dwgec trinh bay trén cung mot dong va dwgc canh gilra cla trang
van ban;

- Trwdng hgp cong van guri cho nhiéu co’ quan, tb chirc hodc ca nhan thi dé mot dong trng ngang
véi tlr “Kinh gri” dwéi d6 1a tén méi co quan, t6 chirc, ca nhan hoac méi nhém co quan, t6 chrc, ca nhan
dwoc trinh bay trén mét dong riéng; dau dong cé gach ngang; cubi dong cé ddu cham phay (;); cubi dong

cudi cung cé d4u cham (.).

Vi du:

Kinh gtvi:
- Giam déc S& Tw phap;
- Giam dbc S& Noi vu;
- Cha tich Uy ban nhan dan huyén Co D4.

b) Phan noi nhan tai 6 sé 9b (ap dung chung dbi v&i cdng van hanh chinh va céac loai van ban
khac) dwoc trinh bay nhw sau:

T& “Noi nhan” dwoc trinh bay trén mét dong riéng, sau dé cé dau hai chdm (), béng chi® in
thwong, c& chiv 12, kiéu chir nghiéng, dam;

Phan liét ké cac co quan, td chirc, don vi va ca nhan nhan van ban dwoc trinh bay bang chi
in thuang c& chi¥ 11, kiéu chir dirng; tén mbi co’ quan, té chirc, don vi va ca nhan hodc méi nhém co
quan, td chire, don vi nhan van ban duoc trinh bay trén moét dong riéng, dau dong co6 gach ngang,
cudi dong cé d4u chdm phéy; rieng dong cudi cung bao gom chi "Lwu” sau d6 c6 dau hai cham, tiép
theo 1a chi viét tit “VT” (van thw co quan, té chirc), chir viét tat tén don vi (hodc bd phan) soan thao
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van ban va sb lwong ban Iwu (chi trong nhitng treong hop can thiét) duoc dat trong ngoac don, ky
hiéu ngudi danh may va so lwgng phat hanh, cudi cung la dau cham.

10. D4u chi mtrc dd khan, mat:

a) M&u d4u d6 mat (tuyét mat, téi mat hoac mat) va dau thu héi dbi véi van ban cb néi dung bi mat
nha nu’c"yc dwo’c’thuc higfan theo quy dinh cla phép luat vé bao vé bi mat nha nwéce. Dau dé mat dwoc dong
vao 6 s6 10a, dau thu hoi dwgc déng vao 6 so6 11;

b) D4u d6 khan dwoc dong vao 6 sé 10b. Con dau cac dd khan c6 hinh chir nhat, trén do, cac tir
“Héa téc”, “Thuong khan” hodc “Khan” dworc trinh bay bang chi in hoa, ¢& chir tr 13 dén 14, kiéu chir dirng,
dam va duoc dat can déi trong khung hinh chi¥ nhat vién don, cé kich thwéc twong tng 1a 30mm x 8mm,
40mm X 8mm va 20mm x 8mm.

11. Céac thanh phan thé thirc khac:

a) Cac chi dan vé pham vi lwu hanh dwoc trinh bay tai 6 sé 11; cac cum tir “Tra lai sau khi hop
(hGi nghi)”, “Xem xong trd lai”, “Lwu hanh ndi bd” dwoc trinh bay can ddi trong mot khung hinh chi

nhat viéen don, bang cht¥ in hoa, c& chir tr 13 dén 14, kiéu chir dwng, dam;

. b) Chi dan vé dy thdo van ban dwoc trinh bay tai o s6 12; tir “Dv thao” hodc cum t “Duw théo
lan ...” dwoc trinh bay trong mot khung hinh chir nhat vién don, bang ch in hoa, c& chi tr 13 dén
14, kiéu chir dirng, dam;

©) Ky hiéu ngwoi danh may va sé lvgng ban phat hanh dwoc trinh bay tai 6 s6 13; ky
hiéu bang chi in hoa, sb lwgng ban bang chi¥ sé A-rap, ¢c& chi 11, kiéu ch ding;

d) Pia chi co quan, t& chirc; dia chi E-Mail; dia chi trén mang (Website); s6 dién thoai, s6
Telex, so Fax dwoc trinh bay trén trang dau cla van pén, tai 6 56’14,‘béng chi¥ in thwdng, c& chir tw
11 dén 12, kiéu chir drng, dwdi mot dwdng ké nét lién kéo dai hét bé ngang cla ving trinh bay van
ban;

d) Phu luc van ban: phu luc kém theo van ban dwgc trinh bay trén cac trang gidy riéng; t “Phu
luc” va sb thé tw cha phu luc (trong hgp cé tr hai phu luc tré 1€n) dwoc trinh bay trén mét dong
riéng, canh gitra, bang chi in thwong, c& chir 14, kiéu chir ding, dam; tiéu dé (tén) cta phu luc duwoc
trinh bay canh gitra, bang ch in hoa, c¢& chi ttr 13 dén 14, kiéu ch¥ ding, dam;

e) SO trang clia van ban duoc trinh bay tai chinh gitra, trén dau trang gidy (phan header) hoéc
tai géc phai, & cudi trang giay (phan footer), bang chir sd A-rap, c& chi¥ bang c& chir clia phan I&i van
(13-14), kiéu chir dirng;

MA&u chi¥ va chi tiét trinh bay cac thanh phan thé thirc van ban dwoc minh hoa tai Phu luc 1l
kém theo Quy dinh nay.

MA&u trinh bay moét sé loai van ban quy pham phap luat va van ban hanh chinh dwgc minh hoa
tai Phu luc IV kém theo Quy dinh nay.

12. Ky thuat trinh bay cac thanh phan thé thirc ban sao:

Céc thanh phan thé thirc ban sao duogc trinh bay trén cung mét trang giay, ngay sau phan cudi
cung clia van ban dwoc sao, dwdi mét dwong ké nét lién, kéo dai hét chidu ngang cla vung trinh bay
van ban. Truwdng hop ban sao c6 nhiéu trang thi déng déu giap lai gitra cac trang.

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

a) Hinh thirc sao: cum tr “sao y ban chinh”, cac tlr “trich sao” va “sao luc” dwoc trinh bay béng
chi¥ in hoa, c& chi¥ ttr 13 dén 14, kiéu chir dirng, dam;

b) Céac thanh phan thé thirc khac ctia ban sao gébm: tén co quan, td chirc sao van ban; sb, ky
hiéu ban sao; dia danh va ngay, thang, ndm sao; chirc vu, ho tén va chi ky ctia ngudi cé thdm quyén;
d4u cla co quan, t6 chirc sao vdn ban; noi nhan dwoc trinh bay theo hwéng dan trinh bay cac thanh
phan thé thirc twong (rng clia van ban tai Diéu 18 Quy dinh nay.
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Mau chir va chi tiét trinh bay cac thanh phan thé thirc ban sao dwoc minh hoa tai Phu
luc lll, mau trinh bay ban sao dwgc minh hoa tai Phu luc IV kém theo Quy dinh nay.

~ Chuwong V
TO CHUC THUC HIEN

Piéu 19. Tha trwdng co quan hanh chinh nha nwéc cac cap co trach nhiém chi dao thwc hién
cac quy dinh tai Quy dinh nay va cac quy dinh khac c6 lién quan dén thé thirc va ky thuat trinh bay
van ban quy pham phap luat, van ban hanh chinh va ban sao van ban.

Diéu 20. Giam dbc S& Tw phap c6 trach nhiém kiém tra van ban quy pham phap luat d& ban
hanh theo dung tinh thdn Nghi dinh sb 135/2003/ND-CP ngay 14 thang 11 nam 2003 cta Chinh phua
vé kiém tra va xt ly van ban quy pham phéap luat; déng thdi, hwéng dan cac nganh, cac cép tw kiém
tra van ban; kip thdi phat hién nhirng van ban sai sét vé hinh thirc hodc néi dung dé dé nghi cap co
thdm quyén stra ddi, bd sung cho phu hop.

Diéu 21. Chanh Van phong UBND thanh phd c6 trach nhiém trinh UBND thanh phd hodc Chu
tich UBND thanh phé ban hanh theo thdm quyén khi dw thao van ban do cac nganh, cac cap trinh bao
dam yéu cau vé thé thirc va ky thuat trinh bay theo dung Quy dinh nay va Théng tw lién tich s
55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nam 2005 cta B Nb&i vu - Van phong Chinh phu./.

TM. UY BAN NHAN DAN
CHU TICH

Tran Thanh Man
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Phu luc |
BANG CHU’ VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kem theo Quyét dinh so: 66/2008/Qb-UBND ngay 14 thang 8 nam 2008
cta Uy ban nhén dan thanh phé Can Tho)

STT TEN LOAI VAN BAN CHO VIET TAT
I Van ban quy pham phap luat cia UBND
1 | Quyétdinh Qb-UBND
2 Chi thi CT-UBND
Il Van ban hanh chinh
1 Quyét dinh (c4 biét) cia UBND va Cha tich UBND Qb-UBND
2 Chi thj (ca biét) cta Chu tich UBND CT
3 Quyét dinh (cGia Tha trwdng co quan, td chirc) Qb
4 Thdng bao TB
5 Chwong trinh CTr
6 | Ké hoach KH
7 Phuwong én PA
8 beé an bA
9 Béao céo BC
10 Bién ban BB
11 T& trinh TTr
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12 | Hop ddng HD
13 Céng dién Ccb
14 | Giay chirng nhan CN
15 | Gidy Gy nhiém UN
16 | Binh chinh bC
17 | Gidy moi GM
18 | Gi4y gidi thiéu GT
19 | Gidy bién nhan hd so BN
20 | Phiéu gui PG
21 | Phiéu chuyén PC
22 | Phiéutra PT

[ Van ban lién tich

1 Cobng van lién tich LT

2 | Ké hoach lién tich KHLT
3 | Quyét dinh lién tich (ban hanh Quy ché) QBLT
Y, Ban sao van ban

1 Ban sao y ban chinh SY
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2 Ban trich sao TS

3 Ban sao luc SL

Phu

- o Phu luc i i . 5 X
SO’ DO BO TRI CAC TH,ANH’PHAN THE THUC VAN BAN
(Trén mot trang giay kho A4: 210mm x 297mm)

(Kém theo Quyét dinh s6 66/2008/QD-UBNL ngay14 thang 8 nam 2008
cta Uy ban nhén déan thanh phé Can Tho)
20-25|mm
11
2 1
3 4
5b 5a
10a 9a
| 30-35 mm_ =
i
—
6
7a
9b
8
13 7cC
= b
EDD = =
2 < 9
LI5S :
14
20-25[ mm
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B Phu luc IV
MAU TRINH BAY VAN BAN
QUY PHAM PHAP LUAT VA VAN BAN HANH CHINH
(Kéem theo Quyét dinh sé 66/2008/QD-UBND ngay 14 thang 8 ndm 2008
cta Uy ban nhan dan thanh phé Cén Tho)

1. M&u trinh bay van ban quy pham phap luat

M3u 01 Quyét dinh ctia UBND céc cép (quy dinh truc tiép)

M3u 02 | Quyét dinh cia UBND céac cap (ban hanh Quy ché, Quy dinh)

M3au 03 | Quy dinh (Quy ché) ban hanh kém theo Quyét dinh ctia UBND céc cép

Mau 04 Chi thi cia UBND cac cap

2. MAu trinh bay van ban hanh chinh

M3u 05 | Quyét dinh (ca biét) cia UBND cac cap

Mau 06 Quyét dinh (cé biét) ctia Cha tich UBND céac cap

Mau 07 Chi thi (ca biét) cia Cha tich UBND céc cép

M3&u 08 | Quyét dinh (ca biét) cta tha trwdng co quan, té chirc

M3u 09 | Cdng van hanh chinh cta co quan, td chirc (gli mot noi)

MAau 10 | Cdng van hanh chinh clia co quan, té chirc (g nhiéu no')

Cac hinh thirc van ban hanh chinh khac nhw Théng bao, Chuong trinh, Ké hoach, Bé

Mau 11 an, Phuong an, Bao cao, To trinh v.v...

M3u 12 Vn ban dinh chinh

Mau 13 Céng van lién tich
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Mau 14

Ké hoach lién tich

M3u 15

Quyét dinh lién tich

3. MAu trinh bay ban sao vin ban

M3u 16

Ban sao van ban




31

MA3u sé 01.
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. () Doc lap - Tw do - Hanh phic
Sé: ... /..(2)../Qb-UBND L 3)....., ngay ... théng ... nadm ...
QUYET PINH
Ve ViécC.......ccovvveeeeeeeenn, [ PR
UY BAN NHAN DAN ............... [€)) FTT
Can c Luat T chirc Hoi ddng nhan dan va Uy ban nhan dan ngay 26 thang 11 ndm 2003;
(O o 1o U PSR (5) eeeee ettt —————————
Theo A& NGNI CUA ....ovveeveeeeeeeeeeeeeeee e () VTR
QUYET DINH:
DIBU . oo, [0 TP
5TV 2R
5T R 1.(8)
TM. UY BAN NHAN DAN
Noi nhan: CHU TICH (9)
s : (chir ky, dau)
- Lwu: VT,..........

(Ho va tén ngudi ky)

Ghi chu:

(1) Tén UBND theo cp hanh chinh (thanh phd, quan, huyén, xa, phuéng, thi trén)
(2) Nam ban hanh

(3) bia danh

(4) Trich yéu ndi dung quyét dinh

(5) Can cw truc tiép dé ban hanh quyét dinh

(6) Co quan, nguwdi c6 thdm quyén trinh quyét dinh

(7) Noi dung cta quyét dinh

(8) Vi tri ky tat (Tha trwdng co quan tham tra van ban ky tat)

(9) Trwdng hop Pho Cha tich ky thay thi ghi chi viét tit "KT" vao trwdc chir "Cha tich", bén dwéi ghi
"Phé Chu tich"

MAu sé 02

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. (Do Poc lap - Tw do - Hanh phic
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Sé: ... l...(2)../Qb-uBND L 3)....., ngay ... thang ... ndm .....
QUYET DINH
Ban hanh ......ccccoiiiiiinnn [ PR
UY BAN NHAN DAN ............. ) T
Can c& Luat T chire Hoi ddng nhan dan va Uy ban nhan dan ngay 26 thang 11 ndm 2003;
(O o 1o U PSRRI (5) eeeee ettt —————————
Theo d& NGNi CUA .....cvcveveececececceeeeeeeeeee e, () TSR
QUYET DINH:
Diéu 1. Ban hanh kém theo QUY&t diNh NAY .......c.cooveveveeeeeeieeeeeee e (7) e
DHBU 2. .ottt ettt ettt ettt ettt ee sttt s s seeas
DHBUL ... oottt ettt ettt nnanen 1.(8)
TM. UY BAN NHAN DAN
Noi nhan: CHU TICH (9)
e ; (ch ky, déu)
- Lwu: VT,..........

(Ho va tén nguoi ky)

Ghi chu:

(1) Tén UBND theo cép hanh chinh (thanh phé, quan, huyén, xa, phwdng, thi trdn)
(2) Nam ban hanh

(3) bia danh

(4) Tén cta ban quy ché (quy dinh) dwoc ban hanh
(5) Can cw truc tiép dé ban hanh quyét dinh

6
(

7) Noi dung cla quyét dinh

)
)
) Co' quan, nguwoi c6 thdm quyén trinh quyét dinh

)
(8) Vi tri ky tat (Tha trwéng co quan tham tra van ban ky tat)

(9) Trwong hop Pho Cha tich ky thay thi ghi chi viét tat "KT" vao trwéc chir "Cha tich", bén dwéi ghi
"Pho Cha tich”

MAu s6 03,

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. [ P DPoc lap - Tw do - Hanh phic

QUY DINH (QUY CHE)

.......................... (2) s
(Ban hanh kém theo Quyét dinh s6 ............ /...../QD-UBND
ngay ... thang ... ndm ... cta UBND........ () — )
Chwong |

QUY DINH CHUNG



......................................................................................................................................................................... I. (3)
TM. UY BAN NHAN DAN
CHU TICH (4)
(chi¥ ky, d4u)

(Ho va tén nguoi ky)

Ghi chu:

(1) Tén UBND theo c&p hanh chinh (thanh phé, quan, huyén, xa, phuong, thi trén)
(2) Trich yéu ndi dung cta ban quy ché (quy dinh)

(3) Vi tri ky tat (Tha trwéng co quan tham tra van ban ky tat)

(4) Trwdng hop Pho Cha tich ky thay thi ghi chi viét tit "KT" vao trwdc chir "Cha tich", bén dwéi ghi
"Pho Ch tich"
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MAu sé 04,
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. (€ Doc lap - Tw do - Hanh phuc
S6: ........ /.(2)....CT-UBND ... (3)....., ngay ... thang ... ndm .....
CHI THI
V@ VIBC.....c.ceieeeeceeee e [ T
L s () SRR
e ettt ettt ettt n ettt ettt
B ettt ettt 1.(6)
TM. UY BAN NHAN DAN
Noi nhan: CHU TICH (9)
e : (chi¥ ky, d4u)
- Lwu: VT,..........

(Ho va tén nguoi ky)

Ghi chu:

(1) Tén UBND theo c4p hanh chinh (thanh phé, quan, huyén, xa, phuéng, thi trén)
2)

(3) bia danh
(4) Trich yéu néi dung chi thi

Nam ban hanh
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(5) Noi dung cua chi thi
(6) Vi tri ky tat (Tha trwdng co quan tham tra van ban ky tat)

(7) Trwong hop Pho Cha tich ky thay thi ghi chi viét tit "KT" vao trwdc chir "Cha tich", bén dwéi ghi
"Pho Ch tich"
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Mau sé 05,
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. () Doc lap - Tw do - Hanh phic
Sé: ......... /Qb-UBND L (2)....., ngay ... thang ... ndm ...
QUYET PINH
Ve ViécC.......ocovvvveeeeeeeenn, (<) I
UY BAN NHAN DAN ............... (€1 T,
CAN CUP oo () e
LOF= 1o [ o1 U PR
LOF= 1o [ o1 U PR
Xt A& NGNI CUA .. () VTSP ,
QUYET DINH:
DIBU . oo, () PP
11T 12T
5TV T OO
.......................................................................................................................................................................... 1.(7)
TM. UY BAN NHAN DAN
Noi nhan: CHU TICH (8)
s : (chir ky, dau)
- Lwu: VT,..........

(Ho va tén ngudi ky)

Ghi chu:

(1) Tén UBND theo cp hanh chinh (thanh phd, quan, huyén, xa, phuéng, thi trén)
(2) bia danh

(3) Trich yéu ndi dung quyét dinh.

(4) Can cw truc tiép dé ban hanh quyét dinh

(5) Co quan, ngudi co6 thdm quyén trinh quyét dinh

(6) Noi dung cta quyét dinh

(7) Vi tri ky tat (Tha trwdng co quan tham tra van ban ky tat)

(8) Trwdng hop Pho Cha tich ky thay thi ghi chi viét tit "KT" vao trwdc chir "Cha tich", bén dwéi ghi
"Phé Chu tich"



37

MAu sé 06.
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. (€ Doéc lap - Tw do - Hanh phic
Sé: ......... /Qb-UBND L (2)....., ngay ... thang ... ndm ...
QUYET DINH
VE VIBC.....ccvoeiereeei, () R
CHU TICH UY BAN NHAN DAN ............... [€)) T
CAN CUP oo () e
L= 1o 1K o1 U TR
Xét A8 NGNI CUA ..o () TR ,
QUYET DINH:
5T LT e RS ()
11T 12T
5T T I J OO
.......................................................................................................................................................................... 1.(7)
Noi nhan: CHU TICH (8)
e : (chi¥ ky, d4u)
- Lwu: VT,..........

(Ho va tén nguoi ky)

Ghi chu:

(1) Tén UBND theo cép hanh chinh (thanh phd, quan, huyén, xa, phuéng, thi trén)
(2) bia danh

(3) Trich yéu ndi dung quyét dinh

(4) Cac can cw truc tiép dé ban hanh quyét dinh

(5) Co quan, ngwdi c6 thdm quyén trinh quyét dinh

(6) Noi dung ctia quyét dinh

(7) Vi tri ky tat (Tha trwdng co quan tham tra van ban ky tat)
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(8) Trwong hop Phé Cha tich ky thay thi ghi chi viét tat "KT" vao trwéc chi "Cha tich”, bén dwdi ghi
"Phé Chu tich”
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MA3u sé 07.
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. () Doc lap - Tw do - Hanh phic
S . /CT-UBND L (2)....., ngay ... thang ... nam ...
CHI THI
Ve VIEC.....ccccieeee e, ()i
L o e aaaa e () e
2 et et et eee e eeeeeieteeeeeieteeeeeiteeeeeiteeeeeateteeeateeeeeateeeeeateeeeeateeeee i taeeea i teeeeeantaeee e e taeeeeataeeeeataeaeeanraes
......................................................................................................................................................... 1.(5)
Noi nhan: CHU TICH (6)
e ——— ; (chi¥ ky, du)
- Lwu: VT,..........

(Ho va tén nguwdi ky)

Ghi chu:

(1) Tén UBND theo cép hanh chinh (thanh phé, quan, huyén, xa, phwdng, thi trdn)
(2) bia danh

(3) Trich yéu néi dung chi thi

(4) N6i dung cua chi thi

(5) Vi tri ky tat (Tha trwdng co quan thdm tra van ban ky tat)

(6) Trwong hop Pho Cha tich ky thay thi ghi chi viét tat "KT" vao trwéc chir "Cha tich", bén dwéi ghi
"Pho Cha tich"
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MA3u sé 08
UBND......... (1......... CONG HOA XA HOI CHU NGHIA VIET NAM
................. (23 P Doc lap - Tw do - Hanh phic
Sb:......... Qp-.(3).. L (4)....., ngay ... thang ... ndm ...
QUYET PINH
Ve ViécC.......ocovvvveeeeeeeenn, () IR
THAM QUYEN BAN HANH ............... () TR
CAN CUP oo () e
LOF= 1o [ o1 U PR
Xét A8 NGNI CUA ... ) TR
QUYET DINH
DIBU . oo, () TP
11T 12T
ST TT < TR
.............................................................................................................................................................. (1
0)
Noi nhan: QUYEN HAN, CHU’C VU CUA NGUO'I KY(11)
s : (chir ky, dau)
- Lwu: VT,..........

(Ho va tén ngudi ky)

Ghi chu:

(1) Tén UBND theo cp hanh chinh (thanh phd, quan, huyén, xa, phuéng, thi trén)
(2) Tén co quan, tb chirc ban hanh quyét dinh

(3) Chi viét tt tén co quan, td chirc ban hanh quyét dinh

(4) bia danh

(5) Trich yéu ndi dung quyét dinh

(6) Ghi chirc vu clia nguwdi dirng dau co quan, té chirc ban hanh quyét dinh
(7) Cac can cw truc tiép dé ban hanh quyét dinh

(8) Nguwoi cé thdm quyén trinh ban hanh quyét dinh

(9) Noi dung cla quyét dinh

(10) Vi tri ky tét (Tha trwdng co quan soan thdo van ban ky tat)

(11) Trwong hop cap pho ky thay thi ghi chi viét tat "KT" vao trdc chirc vu clia nguoi dirng dau co
quan, t0 chirc, bén dwéi ghi chire vu clia ngwoi ky van ban.

MAu s 09.



4

TEN CQ, TC CAP TREN (1)
TEN CO QUAN, TO CHUC (2)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

..... , ngay ... thang ... nam .....

HAN, CHU’C VU CUA NGU O KY(9)
(Chir ky, d&u)

(Ho va tén ngueoi ky)

sé: L.3)-4.. L. 5)
VIV .ooooooi(B).nne
Kinh gliz...coeeeeeee e
..................................................................................... @
Noi nhan: QUYEN
- Nhw trén;
- Lwu: VT,......
(STo SN (Ve 70 e FHON
DPT: (071) oo yFax: v,
E-Mail:....cccoooeeeeinnnn. Website............ (10)

Ghi cha:

(1) Tén co quan, té chirc cap trén (néu co)

(2) Tén co quan, t6 chirc ho&c chirc danh nha nwéc ban hanh céng van

(3) Chi viét tat tén co quan, tb chirc hodc chirc danh nha nwéc ban hanh céng van

(4) Chir viét tét tén don vi hodc bd phan soan thdo hodc chd tri soan thdo cong van

(5) bia danh
(6) Trich yéu ndi dung cong van

(7) Noi dung cbng van

(8) Vi tri ky tat (Tha trwéng co quan soan thdo van ban ky tat)

(9) Ghi quyén han, chirc vu cGia ngwdi ky nhw Cha tich, Giam déc, v.v...; trudng hop ky thay mat tap
thé I1anh dao thi ghi chi viét tdt “TM” trwdc tén co quan, té chirc hodc tén tap thé Ianh dao; néu nguoi
ky cong vén 1a cap phé clia ngwdi dirng diu co quan, td chire thi ghi chiv viét tt “KT” vao trwédc chire
vu clia nguoi dirng dau, bén dudi ghi chire vu clia ngudi ky cong van

(10) Pia chi co’ quan, t6 chirc; sé dién thoai, sb Telex. sb Fax; dia chi E-Mail; Website (néu can)
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Mau sb 10,
TEN CQ, TC CAP TREN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Dac lap - Tw do - Hanh phic
sé: L3)-&.. L (5)....., ngay ... théng ... nam ...
VIV .o i(B)eennnn
Kinh guri:

..................................................................................... (7)) e e
..................................................................................................................................................................... 1. (8)
Noi nhan: QUYEN HAN, CHUC VU CUA NGU'O' KY(9)

- Nhw trén; (Chi ky, déu)

- Lwu: VT,...... (Ho va tén ngueoi ky)
SO ..., AUONG..c, eeeeiiiiiiiie e,
BT: (071) ooy, Fax: ..cooeevnenn.
E-Mail:.....cccooeeeeiennnn. Website............ (10)

Ghi chu:

(1) Tén co quan, té chirc cap trén (néu co)

(2) Tén co quan, t6 chirc hodc chirc danh nha nwéc ban hanh céng van

(3) Chi viét tat tén co quan, td chirc hodc chirc danh nha nwéc ban hanh cong van

(4) Chiy viét tét tén don vi hodc bd phan soan thdo hodc chii tri soan thdo céng van

(5) bia danh

(6) Trich yéu ndi dung cong van

(7) Noi dung cdng van

(8) Vi tri ky tat (Tha trwdng co quan soan thdo van ban ky tat)

(9) Ghi quyén han, chirc vu cia ngwoi ky nhw Cha tich, Giam déc, v.v...; trwdng ‘hop ky thay mat tap

thé 1anh dao thi ghi ch viét t&t “TM” trude tén co quan, t6 chirc hodc tén tap thé Ianh dao; vi du: Uy
ban nhan dan, néu nguoi ky cong van la cap pho clia nguoi dirng dau co quan, td chire thi ghi chi
viet tat “KT” vao trwdc chire vu clia ngwoi dirng dau, bén dwai ghi chirc vu cla nguwdi ky cdng van

(10) Bia chi co’ quan, t6 chirc; sé dién thoai, sb Telex. sb Fax; dia chi E-Mail; Website (néu can)
M&u sé 11. ©)
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TEN CQ, TC CAP TREN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap - Tw do - Hanh phic
sé: 1.(3)-4.. L (5)....., ngay ... thang ... nam ...
TEN LOAI VAN BAN (6)
............................ €0 I

........................................................................ (B) oottt
..................................................................................................................................................................... 1. (9)
Noi nhan: QUYEN HAN, CHU'C VU CUA NGU'O'l KY(10)
- Nhu trén; (Chir ky, d&u)
- Lwu: VT,...... (Ho va tén ngueoi ky)

Ghi chu:

(*) M&u nay ap dung chung d6i véi da s6 cac hinh thirc van ban hanh chinh co ghi tén loai cu thé nhw
Théng bao, Chwong trinh, Ké hoach, Bé an, Bao cao, To trinh v.v...

(1) Tén co quan, t6 chirc cap trén (néu co)

(2) Tén co quan, t6 chirc hodc chirc danh nha nwéc ban hanh van ban

(3) Chir viét tat tén loai vén ban

(4) Chir viét tét tén co quan, td chirc hodc chirc danh nha nwéc ban hanh vén ban

(5) bia danh

(6) Tén loai van ban: Théng bao, Chuwong trinh, Ké hoach, D& an, Bao céo, To trinh v.v...
(7) Trich yéu néi dung van ban

(8) Noi dung van ban

(9) Vi tri ky tat (Tha trwdng co quan soan thdo van ban ky tat)

(10) Ghi quyén han, chirc vu clia ngwdi ky nhw Cha tich, Giam dc, v.v...; trwéng hop ky thay mét
tap thé 1anh dao thi ghi chi viét tit “TM” vao trwdc tén co quan, td chirc hodc tén tap thé Ianh dao;
néu ngudi ky van ban 1a cap phé clia ngudi dirng dau co quan thi ghi chir viét tat “KT” vao trwdce
chlrc vu clia ngudi dirng dau, bén dwdi ghi chire vu clia ngudi ky van ban
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Mau sb 12,
TEN CQ, TC CAP TREN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Dac lap - Tw do - Hanh phic
Sé: mc-3 (4)....., ngay ... thang ... ndm ...
DINH CHINH
.................................... () PR
] Do so suét trong khau ......... (6)....... thiva Gy quyén cla........... (72 I , xin dinh chinh (mét
s0) sai sot trong .............. ((5) nhw sau:
1. Tai trang .., dong thr .. tr trén xubng (hodc tr dwdi lén) viét la: "....
Nay Xin sta 1ai [a: " .....ooooiiieece e "1.(7)
Noi nhéan: TUQ. ...... (2)
e 9);, e (€5 PP
- Lwu VT, ... (Ho va tén nguoi ky)
Ghi chu:

(1) Tén co quan, té chirc cap trén (néu co)

(2) Tén co quan, td chirc hodc chirc danh nha nwéc ban hanh van ban dinh chinh

(3) Chi viét tt tén co quan, td chirc hodc chirc danh nha nwéc ban hanh van ban dinh chinh
(4) bia danh

(5) Tén van ban dwoc dinh chinh (gém sbé, ngay thang ndm va trich yéu van ban)

(6) Néu ly do dinh chinh (soan thao, in n, thdm dinh, thdm tra, kiém tra...)

(7) Vi tri ky tat (trwéng phong, bd phan soan thdo van ban ky tat)

(8) Chrc danh Chanh Van phong ky

Lwu y: Trwdng hop dinh chinh van ban cta Uy ban nhan dan thanh phé:

- Néu do 16i ctia co' quan tham muwu thi Thi trwdng co quan do ky dinh chinh Thira Gy quyén;

- Néu do I6i cia Van phong UBND thanh phé thi Chanh Van phong UBND thanh phé ky dinh chinh
Thira Gy quyen.

(9) Bia chi co quan, td chirc ghi nhw muc "Noi nhan" ctia vén ban can dinh chinh
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MA3u sé 13.
TEN CQ, TC CAP TREN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap - Tw do - Hanh phic
Sé: L3-. (4)....., ngay ... thang ... nam ...
Y/ () N
Kinh gvi:
..................................................................................... ()RR
......................................................................................................................................................... 1.(7)
CHU’C VU NGU'O1 KY VATEN CQ, TC CHUC VU NGUOI KY VA TEN CQ, TC
(8) (8)
(ch ky, d&u) (chi ky, dau)
(Ho va tén ngwoi ky) (Ho va tén nguwoi ky)

Noi nhan:
- Nhw trén;

Ghi chu:

(1) Tén co quan, t6 chirc cap trén (néu cling co' quan quan Iy cép trén truc tiép). Truong hop, khong
cung co quan quan ly cap trén triec tiép thi khong ghi phan nay

(2) Tén céac co quan, t6 chirc hodc chirc danh nha nwéc ban hanh (tén co quan chu tri soan thao ghi
trwde, sau do 1a tén co quan, t0 chirc tiép theo)

(3) Chir viét tt tén co quan, td chirc hodc chirc danh nha nwéc ban hanh
(4) Bia danh

(5) Trich yéu néi dung cong van

(6) N&i dung cbng van

(7) Vi tri ky tat (Tha trwdng co quan ch tri soan thdo van ban ky tét)

(8) Trwdng hop, ngudi ky van ban 1a cap pho ctia nguoi dirng dau co quan thi ghi chiv viét tat “KT”
vao truvdc chire vu cla nguwdi dirng dau va tén co quan, ,tc‘) chirc ban hanh van ban, bén dwéi ghi
chirc vu clia nguwoi ky van ban; cudi cung la chir ky, déng dau va ghi ho tén nguwoi ky
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MAu sé 14.

TEN CQ, TC CAP TREN (1)
TEN CO QUAN, TO CHUC (2)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

Sé: L3-. 4)....., ngay ... théng ... nam ...
KE HOACH LIEN TICH
Ve viéc..........cueee () P
..................................................................................... ()OO

CHUC VU NGUOl KY VATEN CQ, TC
8
(chiy ky, dau)

(Ho va tén ngu i ky)

CHU'C VU NGUO'l KY VA TEN CQ, TC
(8)
(chi ky, déu)

(Ho va tén ngu i ky)

Noi nhén:

- Nhuw trén;

- Lwu: VT,......

Ghi chu:
(1) Tén co quan, t6 chirc cap trén (néu cing co quan quan ly cap trén truc tiép). Truong hop, khong
cung co quan quan ly cap trén trie tiép thi khdng ghi phan nay

(2) Tén céac co quan, tb chirc hodc chirc danh nha nwéc ban hanh (tén co quan chu tri soan thao ghi
trwdc, sau d6 13 tén co quan, td chire tiép theo)

(3) Chir viét tat tén co quan, td chirc hodc chirc danh nha nwéc ban hanh
(4) bia danh

(5) Trich yéu ndi dung ké hoach

(6) Noi dung ké hoach

(7) Vi tri ky tat (Tha trwdng co quan chd tri soan thao van ban ky tat)

(8) Trwong hop, ngudi ky van ban 1a cap pho cta nguoi ding dau co quan thi ghi chl viét tat “KT”
vao trwdc chlrc vy clia ngwoi dirng dau va tén co quan, to chtrc ban hanh van ban, bén dwdi ghi
chlrc vy cla ngudi ky van ban; cudi cung la chir ky, déng dau va ghi ho tén ngudi ky
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MAu sé 15
TEN CO QUAN, TC (1) CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic
Sé: /QPLT-(TENCQ-TC)(2) .. (3)....., ngay ... thang ... nam.....
QUYET DINH LIEN TICH
Ban hanh Quy ché phéi hop............ (€ R
Chwong |
QUY DINH CHUNG

o 1TV TP
DBttt ettt ettt ettt ettt oot e et ettt ettt et e et et e et et ettt ettt e et e e

Chwong
5T TSRO
5T TSP

Chwong
DI Ueur. ettt ettt ettt e e et et et et et et et et et et et et et e e et et et et et et et e et eeeaees (5)

CHUC VU NGUO1 KY VATEN CQ, TC CHUC VU NGUOl KY VA TEN CQ, TC
(6) (6)
(chir ky, d4u) (chir ky, d4u)
(Ho va tén nguwoi ky) (Ho va tén nguoi ky)

Noi nhan:
- Lwu: VT,

Ghi chu:

(1) Tén co quan, t6 chirc ban hanh van ban (vi du: gitba Uy ban nhan dan véi Thuong truc Uy
ban Mat tran Td qudc; gilra Uy ban nhan dan, Vién Kiém sat nhan dan va Toa &n nhan dan;...)

(2) Tén vié} tat cla co quan, ban hanh van ban (tén co quan cha tri soan thao ghi trwdc, sau do
la tén co quan, t6 chirc tiép theo)

(3) Bia danh
(4) Trich yéu néi dung
(5) Vi tri ky tat (Tha trwdng co quan chd tri soan thdo van ban ky tat)

(6) Trwong hop, nguoi ky van ban la cap pho clia nguodi dirng dau co quan thi ghi chiv viét tat
“KT” vao trude chire vu cia ngudi dieng dau va tén co quan, t6 chirc ban hanh van ban, bén dwéi ghi
chirc vu clia ngwoi ky van ban; cudi cung la chir ky, déng dau va ghi ho tén ngudi ky

Mau sé 16.
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TEN CO QUAN, TO CHUC (2) HINH THU’C SAO (1)
sé:..(3)...4 L (5) .., ngay... thang... ndm ...
Noi nhan: QUYEN HAN, CHUC VU CUA NGU'O' KY(6)

e : (Chir ky, dau)

(Ho va tén nguoi ky)

Ghi chu:

(1) Hinh thirc sao: sao y ban chinh (SY), trich sao (TS) hoac sao luc (SL)
(2) Tén co quan, td chirc thwe hién sao van ban

(3) Sé ban sao

(4) Ky hiéu ban sao

(5) bia danh

(6) Ghi quyén han, chirc vu cGa ngudi ky ban sao



