UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO CAN THO' Déc 1ap - Tw do - Hanh phuc

Sé: 56/2005/QD-UBND Cén Tho, ngay 23 théng 8 ndm 2005

QUYET DINH

VE VIEC BAN HANH QUY CHE VE THE THU'C, KY THUAT TRINH BAY VAN BAN QUY PHAM
PHAP LUAT, VAN BAN HANH CHINH VA BAN SAO VAN BAN CUA CO QUAN QUAN LY HANH
CHINH NHA NU'GC CAC CAP THUQC THANH PHO CAN THO'

Cén cwr Ludt T6 chirc H6i déng nhéan dén va Uy ban nhan dan ngay 26 thang 11 ndm 2003;

Cén cwr Luat Ban hanh vén bén quy pham phép luat cia Héi déng nhéan déan va Uy ban nhan dan ngay
03 thang 12 ndm 2004;

Cén ctr Nghi dinh sb 110/2004/NP-CP ngay 08 thang 4 ndm 2004 ctua Chinh phi vé céng tac vén thu;

Can cwr Nghi dinh s6 135/2003/ND-CP ngay 14 thang 11 ndm 2003 ctia Chinh phi vé kiém tra va xt
ly vén ban quy pham phap luét;

Cén ctr Théng tw lién tich sé 55{2005/T TLT-BNV-VPCP ngay 06 thang 5 ndm 2005 cta B6 Néi vu -
Van phong Chinh pht hwéng dan vé thé thire va ky thuét trinh bay van ban;

Theo dé nghj ctia Chanh V&n phong Uy ban nhan dén thanh phé, Giam déc S& Néi vu va Giam déc
S& Tw phap,

QUYET DINH:

Diéu 1. Ban hanh kém theo Quyét dinh nay Quy ché vé thé thirc, ky thuat trinh bay van ban quy pham
phap luét, van ban hanh chinh va ban sao van ban cta co quan hanh chinh nha nwéc cac cap thuée
thanh pho Can Tho.

Diéu 2. Quyét dinh nay c6 hiéu lyc thi hanh tir ngay 01 thang 9 ndm 2005 va thay thé Quyét dinh sb
90/1999/QP.UBT ngay 10 thang 12 n&m 1999 ctia UBND tinh Can Tho “ V/v quy dinh hinh thirc, thé
thirc, tha tuc trinh ky va ban hanh van ban quan ly hanh chinh nha nwéc clia co quan hanh chinh nha
nwéc cac cap trong tinh Can Tho” va Quyét dinh sé 63/2001/QD-UB ngay 13 thang 11 ndm 2001 cla
UBND tinh Can Tho “V/v stra dbi, bd sung mét sb diém trong Quy ché vé hinh thirc, thé thire, thi tuc
trinh ky va ban hanh van ban quan ly hanh chinh nha nwéc clia co quan hanh chinh nha nwéc cac
cép trong tinh Can Tho”.

Diéu 3. Chanh Van phong Uy ban nhan dan thanh pho, Giam déc S&, Tha trwdng co quan Ban,
nganh thanh pho va Chu tich Uy ban nhén déan cac cap cua thanh pho chiu trach nhiém thi hanh
Quyét dinh nay./.

TM. UBND THANH PHO CAN THO'
Noi nhéan: CHU TICH

- Van phong Chinh phd;

- B6 Tuw phap;

- TT.Thanh Gy, TT.HDND TP;

-TV. UBND TP;

- Doan BBQH Cén Tho; N .
- UBMTTQ va cac doan thé cép TP; V6 Thanh Tong
- TAND va VKSND TP;

- Co quan TW trén dia ban;

- VP Thanh Gy va cac Ban Bang;

- S&, Ban nganh TP;

- TT. HBDND va UBND quén, huyén;

- UBND xa, phuong, thi tran;

- Co quan Bao, Dai trén dia ban;

-VP.UBND TP (2A,B,D, 4,6, 7, 8, TTTH);

- Lwu: TTLT. X120.

QUY CHE

VE THE THUC, KY THUAT TRINH BAY VAN BAN QUY PHAM PHAP LUAT, VAN BAN HANH
CHINH VA BAN SAO VAN BAN CUA CO QUAN HANH CHINH NHA NuO'C CAC CAP THUOC
THANH PHO CAN THO
(Ban hanh kém theo Quyét dinh sé: 56/2005/QB-UBND ngay 23 thdng 8 ndm 2005 ciia UBND thanh
phé Cén Tho)

Chwong |



NHU’NG QUY PINH CHUNG
Diéu 1. Pham vi va déi twong ap dung:

Quy ché nay quy dinh vé thé thirc va k§ thuat trinh bay van ban quy pham phap luat, van ban hanh
chinh va ban sao van ban clia co quan hanh chinh nha nwéc cac cip thudc pham vi thanh phé Can
Tho.

1. Thé thirc van ban:

Thé thirc van ban Ia tap hop cac thanh phan ciu thanh van ban, bao gom nhirng thanh phan chung
ap dung doi vai cac loai van ban va cac thanh phan bo sung trong nhirng trwd'ng hop cu thé hoac doi
v&i mot so loai van ban nhat dinh theo quy dinh tai Nghi dinh so 110/2004/ND-CP ngay 08 thang 4
nam 2004 cua Chinh pha vé céng tac van thw va quy dinh tai Quy ché nay.

2. Ky thuéat trinh bay van ban:

Ky thuat trinh bay van ban bao gébm khé glay, kiéu trinh bay, dinh & trang van ban, vj tri trinh bay cac
thanh phan thé thirc, phong chir, c& chiy, kiéu chir va cac chi tiét trinh bay khac, dwoc ap dung dbi
v&i van ban dwoc soan thao trén may vi tinh str dung chwong trinh Microsoft Word for Windows va in
ra gidy; co thé ap dung déi v&i van ban dwoc soan thao bang cac phwong phap hay phuwong tién ky
thuat khac hoac déi véi van ban duoc lam trén mau gidy in sdn; khéng ap dung dbi véi van ban dwoc
in thanh séach, in trén bao, tap chi va cac loai &n pham khéc.

Diéu 2. Phéng chir trinh bay van ban:

Phéng chi¥ st dung dé trinh bay van ban phai la cac phong chi tiéng Viét vai kiéu chir chan phwong,
bao dam tinh trang trong, nghiém tdc ctia van ban. Bdi véi nhivng van ban ding trong trao déi thong
tin dién t&r gitra cac co quan, té chirc clia Nha nwdc, phai stv dung cac phong chiv clia bd ma ky tw
chi Viét (phdng chir tiéng Viét Unicode) theo Tiéu chuén Viét Nam TCVN 6909:2001.

Chwong I

PHAN LOAI VAN BAN

Biéu 3. Van ban quy pham phap luat ciia Uy ban nhan dan cac cap (sau day goi tat la UBND) bao
gom 2 loai sau day:

- Quyét dinh;
- Chi thi.

Diéu 4. Van ban ca biét 1 van ban khong thudc pham vi diéu chinh ctia Luat Ban hanh van ban quy
pham phap luat ctia Hoi ddng nhan dan va Uy ban nhan dan ngay 03 thang 12 ndm 2004, dé giai
quyét cac van dé cu thé thudc thdm quyén cla co quan hanh chinh nha nwéc cac cip nhu quyét dinh
nang bac lwong, khen thwéng, bé nhiém, mién nhiém, ky luat, diéu déng can bd, cdng chirc, quyét
dinh x& phat vi pham hanh chinh v.v...

Van ban cé biét cia cac co quan hanh chinh nha nwéc bao gom:
1. V&n ban ca biét cia UBND cac cap:
a) Quyét dinh cua UBND (dé giai quyét cac van dé thudc thdm quyén cla tap thé UBND céc cép).

b) Quyét dinh va Chi thj cda Chu tich UBND (dé giai quyét cac van dé thuc tham quyén clia Chi
tich UBND céc cap).

2. Van ban ca biét ciia Thi trwdng co quan chuyén mén, co quan thudc UBND céc cép: st dung mét
hinh thirc duy nhat la Quyét dinh dé Tha trwéng co quan chuyén mén, co quan thuéc UBND thwc
hién nhiém vu, quyén han ca minh theo quy dinh ctia phap luat.

Diéu 5. Van ban hanh chinh théng thwong bao gdm céc loai sau day: Cong van, Bao cao, Ké hoach,
Bién ban, To trinh, Thong bao, Phiéu glvi, Phieu bao, Phieu chuyén, Gidy gi6i thiéu, Gidy moi, Gidy di
dwdng, Giay nghi phép, Dién (Cong dién, Bién mat), Thw cong tac...
Chuong lll

THE THU'C VAN BAN
Diéu 6. Quéc hiéu:

Qubc hiéu ghi trén van ban bao gdm 2 dong chi: “Céng hoda xa hoi chl nghia Viét Nam” va “ Déc lap -
Ty do - Hanh phuc”.

Diéu 7. Tén co quan, té chirc ban hanh vian ban:

1. Tén co quan, t6 chirc ban hanh van ban gbm tén ciia co’ quan, té chirc ban hanh van ban va tén
clia co quan, td chirc chd quan cép trén truc tiép (néu cd).



2. Tén cuia co quan, td chirc ban hanh van ban phai dwoc ghi déy da theo tén goi chinh thirc can cl
van ban thanh 1ap, quy dinh td chirc bod may, phé chuan cap giay phép hoat déng hoac cong nhan tw
cach phap nhan clia co quan, td chirc cé thdm quyén; tén clia co quan, té chirc chi quan cap trén
truc tiép co thé viét tit nhivng cum tir théng dung nhw Uy ban nhan dan (UBND), Hoi ddng nhan dan
(HPND).

Vi du 1. Co quan ban hanh v&n ban [a UBND thanh phé:

UY BAN NHAN DAN
THANH PHO CAN THO

Vi du 2. Co quan ban hanh van ban la S¢ Gigo duc va Dao tao (trwdng hop ¢d co quan, t6 chirc chi
quan cap trén tryec tiép):

_ UBND TP.CAN THO
SO GIAO DYC VA PAO TAO

Diéu 8. S4, ky hiéu cta vin ban:
1. S, ky hiéu ctia vén ban quy pham phap luat:

a) Sb van ban quy pham phap luat bao gébm sé thi tw déng ky dwoc danh theo tirng loai van ban do
co quan ban hanh trong mét ndm va ndm ban hanh van ban dé. Sé dwoc ghi bang chir sb A - rap, bét
dau tir s6 01 vao ngay dau nam va két thic vao ngay 31 thang 12 hang ndm; nam ban hanh phai ghi
day du cac sb; vi du: 2004, 2005.

b) Ky hiéu van ban quy pham phap Iuat bao gém chi viét tat tén loai van ban theo Bang chir viét tat
tén loai van ban va chir viét tat tén co quan kem theo Quy ché nay (Phu luc I).

*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:  S6:......./2005/QD-UBND
- Chi thi: S6......../2005/CT-UBND

2. S, ky hiéu ctia van ban hanh chinh:

a) S& van ban hanh chinh la sb tht tw dang ky vén ban do co quan, té chirc ban hanh trong mot nam.
Tuy theo tdng sb van ban va sb lwong méi loai van ban hanh chinh dwoc ban hanh, cac co quan, tb
chtrc quy dinh cu thé viéc dang ky va danh sé van ban. Sé clia van ban dwoc ghi bang chiv s6 A-rap,
bat dau tir s6 01 vao ngay dau nam va két thic vao ngay 31 thang 12 hang nam.

b) Ky hiéu clia quyét dinh (ca biét) va cda cac hinh thirc van ban cé tén loai khac bao gém chir viét tat
tén loai van ban theo Bang chir viét tat tén loai van ban va ban sao kém theo Quy ché nay (Phu luc I).

*Van ban ca biét dwgc ghi ky hiéu nhu sau:

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

(Khéng ghi nam ban hanh van ban)

Vi du:

- Quyét dinh ctia UBND céc cép: Sé........ /QDP-UBND
- Quyét dinh ctia S& Nai vu: S6:......./QD-SNV

¢) Van ban hanh chinh thong thwong:

* Loai Céng van duwgc ghi ky hiéu nhw sau:

S6:.cunne. /Tén viét tat co quan ban hanh Céng van
(Khdéng ghi nam ban hanh van ban va khéng ghi loai van ban)
Vi du:

- Cong van ctia UBND (hodc cua Ch tich), do chuyén vién theo doi linh vwec van hda - xa hoi soan
thdo: Sé.......... /UBND-VX;

- Coéng van cltia Van phong UBND thanh phé, do Phong Ngoai vu soan thao: Sé.......... NP-NV;
- Cong van clia S& Coéng nghiép, do Van phong soan: S6.......... /SCN-VP;

- Coéng van ctia Phong Tai chinh-Ké& hoach quén, huyén: Sé:..../PTC-KH.

Diéu 9. Dia danh va ngay, thang, nam ban hanh vin ban:

1. Dia danh:



Dia danh ghi trén v&n ban la tén goi chinh thirc ctia don vi hanh chinh (tén riéng cda tinh, thanh phd
trwe thudc Trung wong; huyén, quan, thi xa, thanh phé thudc tinh; x&, phwéng, thi trdn) noi co quan,
t& chirc déng tru s&; ddi véi nhivng don vi hanh chinh dwoc dat tén theo tén ngwdi hodc bang chiv sé
thi phai ghi tén goi day dd ctia don vi hanh chinh do.

- Vi du 1. Van ban cia UBND thanh ph6 Can Tho va clia S, Ban nganh thudc thanh phé Can Tho
thi ghi: Can Tho.

- Vi du 2. Van ban cia UBND huyén Phong Dién va cla cac Phong, Ban thudc huyén Phong Dién thi
ghi: Phong bién.

- Vi du 3. Van ban ctia UBND phuéng Théi Binh (quan Ninh Kiéu) thi ghi: Théi Binh.
- Vidu 4. Van ban cua UBND phwong Lé Binh (quan Cai Rang) thi ghi: Phwdng Lé Binh.
2. Ngay, thang, nam ban hanh van ban:

Ngay, thang, nam ban hanh van ban quy pham phap luat va van ban hanh chinh la ngay, thang, nam
van ban dwoc ky ban hanh.

Ngay, thang, nam ban hanh van ban phai dwoc V|et day dd ngay....thang...ndm.....; cac sb chi ngay,
thang, nam dung ch sb A-rap; déi véi nhirng sé chi ngay nhé hon 10 va thang 1, thang 2 phai ghi
thém sé 0 & trwéc.

Diéu 10. Tén loai va trich yéu ndi dung cta van ban:

1. Tén loai van ban la tén cula tirng loai van bzfm do co quan, té chirc ban hanh. Khi ban hanh van ban
quy pham phap luat va van ban hanh chinh déu phai ghi tén loai, trtr cong van.

2. Trich yé'q ndi dung clia van ban la mét cau ngan gon hodc mét cum tir, phan anh khai quat noi
dung chi yéu cta van ban.

*\/an ban cé tén loai thi trich yéu dwoc ghi dwéi tén loai van ban:
QUYET DINH
V/v ban hanh Quy ché lam viéc ciia UBND thanh phé Can Tho

* Van ban khéng co tén loai thi trich yéu dwoc ghi dwdi sb va ky hiéu van ban:

UY BAN NHAN DAN
THANH PHO CAN THO'

ST HN, /UBND-TH
V/v van hanh mang tin hoc )
dién cuc b6 ctia UBND thanh phd

Diéu 11. Noi dung vin ban:
1. Noi dung van ban:

Noi dung van ban la thanh phan chd yéu cia mét vén ban, gom cac quy pham phap luat (d6i véi van
ban quy pham phap luat), cac quy dinh dwoc dat ra, cac van dé, sy viéc dwoc trinh bay.

Noi dung van ban phai bdo ddm nhirng yéu cau sau:
- Phu hgp v&i hinh thire van ban dwgc st dung;
- Phu hop véi dwéng 16i, chi trwong, chinh sach cha Dang va quy dinh ctia phap luat;

- Cac quy pham phap luat, cac quy dinh hay cac van d&, su viéc phai dwoc trinh bay ngén gon, ré
rang, chinh xac;

- S dung ngdn ngi viét, cach dién dat don gian, dé hiéu;

- Ding t&r nglr phé théng; khéng dung ti ngl dia phwong va ttr nglr nwdc ngoai néu khong thuc sw
can thiét. Dbi vai thuat ngtr chuyén mén can xac dinh rd ndi dung thi phai dwoc gidi thich trong van
ban;

- Khong viét tat nhirng tir, cum tir khéng thong dung. D6i véi nhirng tiv, cum tir duoc st dung nhiéu
lan trong van ban thi cé thé viét tat, nhwng cac chir viet tat Ian dau cla tl, cum tlr phai dwoc dat trong
ngoac don ngay sau tr, cum ti do;

- Viéc viét hoa duoc thye hién theo quy tac chinh ta tiéng Viét;
- Khi vién dan 1an dau van ban co lién quan, phai ghi day du tén loai, trich yéu néi dung van ban; s6,
ky hiéu van ban; ngay, thang, nam ban hanh van ban va tén co quan, t6 chirc ban hanh van ban (trtr

trwdng hop ddi véi luat va phap 1énh); trong cac lan vién dan tiép theo, c6 thé ghi tén loai va sé, ky
hiéu clia van ban do.



2. B6 cuc van ban:

Tuy theo thé loai va ndi dung, van ban co thé co phan can ctv phap ly dé ban hanh, phan mé dau va
c6 thé bo cuc theo phén, chwong, muc, diéu, khodn, diém hodc dwoc phan chia thanh cac phan, muc
theo mét trinh tw nhat dinh.

* VV&n ban quy pham phép luat (Quyét dinh, Chi thi) cé bd cuc sau:

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

- Chi thi: theo khoan, diém.
* V&n ban hanh chinh co bé cuc sau:

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

- Chi thi (c4 biét): theo khoan, diém.
- C4c van ban hanh chinh khac: theo phan, muc, khoan, diém.

Diéu 12. Quyén han, chirc vu, ho tén, chir ky ciia ngwei c6 tham quyén va dau cha co quan, td
chirc:

1. Viéc ghi quyén han cliia nguoi ky dwoc thue hién nhuw sau:

a) Trwdng hop ky thay mat tap thé thi phai ghi chi viét tat “TM.” (thay mat) vao truéc tén tap thé lanh
dao hodc tén co quan, t6 churc;

b) Trwong hop ky thay nguoi diing dau co quan, té chirc thi phai ghi chi viét tat “KT.” (ky thay) vao
trwéc chire vu ngudi dirng dau co quan, td chire;

c) Truong hop ky thira [énh thi phai ghi chi viét tat “TL.” (thra I&nh) vao trwéc chire vu clia ngudi
dirng dau co quan, t chirc;

d) Trwong hop ky thira Gy quyén thi phai ghi chi viét tat “TUQ.” (thira Gy quyén) vao trwéic chire vy
ngwoi dirng dau co quan, to chire.

2. Chirc vu clia nguoi ky:

a) Chtrc vu ghi trén van ban la chire danh 1&nh dao chinh thire cia ngudi ky van ban trong co quan,
t6 chire.

* Pbi v&i van ban cé biét ciia Cha tich UBND céac cép va van ban cla cac co quan, té chirc (c6 thdm
quyén riéng) thi chi ghi chirc danh Chu tich, Phé Chu tich, Giam dbc, Phé Giam dbc..., khong ghi lai
tén co quan, td chirc (trlr cAc van ban lién tich, van ban do hai hay nhiéu co quan, t6 chirc ban hanh);
van ban ky thira 1&nh, thira Gy quyén va nhirng trudng hop can thiét khac do co quan, t6 chirc quy
dinh cu thé.

b) Chirc vu ghi trén van ban do céc té chirc tw van nhw Ban, Hoi ddng cla co quan, té chirc ban hanh
la chirc danh Ianh dao ctia ngwdi ky vén ban trong Ban hodc Hoi ddng do. Déi voi nhﬁ’ng Ban, HOi
déng khong dwoc phép st dung con d4u cta co quan, t6 chire thi chi ghi chirc danh cla nguoi ky
van ban trong Ban hoac Hoi ddng. Trwong hop Ban hodc Hoi déng dwoc phép st dung con dau cla
co quan, t chire thi cé thé ghi thém chirc danh lanh dao trong co quan, t6 chirc clia ngudi ky & dwdi,
vi du:

Chtre vy clla ngwdi ky van bép do Hoi déng hoac Ban chi dao ban hanh ma lanh dao UBND thanh
pho6 lam Trwdng ban; Giam déc S& Giao thong Coéng chinh lam Pho ban dwoc ghi nhw sau:

TRUONG BAN KT. TRWONG BAN
PHO TRUONG BAN
(Chir ky, du ciia UBND thanh phd)
(Chi¥ ky, dau cua S& Giao théng Céng chinh)

PHO CHU TICH UBND THANH PHO

Nguyén Van A GIAM bOC SO GTCC

Tran Van B
3. Ho tén cta ngudi ky:

Ho tén bao gébm ho, t&n dém (néu co) va tén cla nguoi ky van ban. Dbi véi van ban quy pham phéap
luat va van ban hanh chinh, trwéc ho tén clia ngwoi ky khdng ghi hoc ham, hoc vi va cac danh hiéu
danh dw khéc (trir van ban cla cac td chirc sy nghiép gido duc, y té, nghién ctru khoa hoc, trong
nhirng trwdng hop can thiét, cé thé ghi thém hoc ham, hoc vi).

* Céac vi du ctia khoan 1, 2 va 3 Diéu nay:



Vi du 1. V&n ban ctia Chu tich UBND céc cép:

CHU TICH

Nguyén Van A

Vi du 2. V&n ban ctia Chu tich UBND cac cap, do Phé Chu tich ky thay:

KT. CHU TICH PHO
CHU TICH

Nguyén Van B

Vi du 3. Van ban cta Giam déc S& Ndi vu :

GIAM bOC

Tran Van A

* D0i voi van ban quy pham phap luat va van ban c6 néi dung giai quyét van de thudc tham quyen cia
UBND céc cap: phai ghi day da tén UBND ban hanh van ban va st dung hinh thic ky thay mat (TM.).

Vidu:

TM. UY BAN NHAN DAN ...........
CHU TICH

Nguyén Van A

4. DAu cta co quan, tb chirc:

Viéc déng d4u trén van ban duoc thie hién theo quy dinh tai Nghi dinh sb 110/2004/ND-CP ngay 08
thang 4 nam 2004 cta Chinh pht vé cong tac van thw va quy dinh cta phap luat co lién quan.

Piéu 13. Noi nhan:

1. Noi nhan xac dinh nhirng co quan, tb chirc, don vi va ca nhan nhan van ban véi muc dich va trach
nhiém cu thé nhw dé kiém tra, giam sat; dé xem xét, gidi quyét; dé thi hanh; dé trao ddi cong viéc; dé
biét va dé lwu. Noi nhan phai dwoc xac dinh cu thé trong van ban. Déi véi vén ban chi gtvi cho mot sb
ddi twong thi phai ghi tén tirng co quan, té chirc, ca nhan nhan van ban; dbi véi van ban dwoc gl
cho mét hodc mét s6 nhém déi twong nhét dinh thi noi nhan dwoc ghi chung; vi du: UBND quan,
huyén.

2. Béi v&i nhirtng van ban c6 ghi tén loai, noi nhan bao gém tir “Noi nhan” va phan liét ké cac co
quan, t& chirc, don vi, c& nhan nhan van ban.

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

- If’hén they nhét bao gbm tir “Kinh gii”, sau d6 1a tén cac co quan, td chirc hodc don vi, ca nhan tryc
tiep giai quyéet cong viéc;

- Phan tht hai bao gém tir “Noi nhan”, phia dwéi Ia tir “Nhuw trén”, tiép theo Ia tén cac co quan, td
chire, don vi va ca nhan co lién quan khac nhan cong van.

4. Viéc ghi noi nhan, cu thé nhw sau:

a) Bbi v&i Cong van hanh chinh, noi gl ghi & trang dau, dwdi dia danh va ngay, thang, nam:

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

Cén Tho, ngay 05 thang 8 ndm 2005

Kinh gtvi: Uy ban nhan dan thanh phb

-Co quan trong ho&c ngoai hé thong hanh chinh nha nwéc, cé vi tri cung cap twong duong véi co
quan gul van ban, khoéng chiu trach nhiém truc tiép g|a| quyét nhwng co lién quan den ndi dung van
ban, can biét dé theo dai, phdi hop thi ghi ddng kinh gvi phia dwéi muc "Kinh gii':

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




Cén Tho, ngay 05 théng 8 ndm 2005

Kinh glri: - S& Xay dwng

DPdng kinh glri - S& Tai nguyén va Méi trwdng

- Co quan, t6 chirc, ca nhan nhan van ban khong chiu trach nhiém truc tiép giai quyét cong viéc ma
chi dé biét, dé bao cao, dé Iwu van ban thi ghi & cudi géc trai van ban, muc "Noi nhan".

- Muc "Noi nhan" dwoc ghi & goc trai, dwdi trang cudi clia van ban, ngang chirc danh ngui ky:

Nord mlrdin: » CHU TICH
= Whur trén:

-TT.TU. TTHBND. TP,

- 50, Ban, nganh TP,

b) Déi v&i Quyét dinh va Chi thi (van ban quy pham phap luat) cta UBND cac cap, noi nhan phal ghi
day du cac co quan dé thuc hién, dé kiém tra, dé bao cao, dé biét, dé phdi hop, dé theo dai, dé lvu
(don vi thdo van ban);

Vi du: viéc phat hanh van ban quy pham phap luat ciia UBND thanh phé dwoc ghi tai muc "Noi nhan"
nhw sau:

Noid mhrdn: » M. UBND THANH PHO CAN THO
- Van phong Chinh phu; CHU TICH
- Bo Tu phap:

- B, Mganh Trung womg (co [1én guan ndt dung coa vEn ban);

- Ban Thuong v Thanh ay;

- Thuémg tryre HBN D thanh ph b

= Thanh vién UBND thanh phd;

- Boan BRQH Cin Tho

- Van phong Thanh oy va cdc Ban cia Bang;

- UBMTTC) thanh pnl'.éu va cac Bodn thé;

- Cac %o, Ban nganh thanh phé;

- Thiremg trire HEN D va UBN D quéan, huyén;

-VP.UBND TP (24, 2B, 4,6, T);

= Line TTLT. X120,

Cac van ban quy pham phap luat phai dwgc phat hanh trén mang tin hoc dién rong cta UBND thanh
phd va trén cong bao dia phwong (trir cac van ban déng dau ‘Tuyét mat”, “Toi mat”, "Mat” khéng phat
hanh trén mang tin hoc dién rong ma phat hanh theo cac quy dinh vé bao vé bi mat Nha nuwéc).

c) DBbi v&i van ban ca biét, van ban hanh chinh théng thuong, viéc phat hanh van ban dwoc ghi tai
muc "noi nhan":

- Muc "Noi nhan" ctia quyét dinh (ca biét) dwoc trinh bay nhu sau:

Noi nhin: » Chire danh nguin ky
- Whur Bigu ..

- Muc "Noi nhan" cda van ban hanh chinh théng thuwdng dwoc trinh bay nhw sau:

Noi nhin: » Chirc danh ngutn ky

Piéu 14. Dau cla co quan, td chirc:

Viéc déng d4u trén van ban dwoc thuwe hién theo quy dinh tai Nghi dinh s 110/2004/ND-CP ngay 08
thang 4 nam 2004 cda Chinh phl vé cong tac van thw va quy dinh cGa phap luat c6 lién quan.

Piéu 15. Cac thanh phan thé thirc khac:

1. Dia chi co quan, t6 chirc; dia chi E-Mail; dia chi trén mang (Website); s6 dién thoai, sb Telex, s6
Fax doi v&i cong van, cong dién, giay gidi thiéu, giay mai, phiéu g, phiéu chuyén dé tao dieu kién
thuan lgi cho viéc lién hé;

2. Céac chi dan vé pham vi lvu hanh nhw “Tra lai sau khi hop (hoi ngh|)” "Xem xong tra lai”, Lwu hanh
ndi bd” dbi v&i nhirng van ban cé pham vi, dbi twong phd bién, st dung han ché hodc chi dan vé dy
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thao van ban nhu “Dy thao” hay “Dy thao lan ...”. Cac chi dan trén co thé dwoc danh may hodc dung
con dau khac sdn dé dong 1&én van ban hodc dL_J’ théo van ban;

3. Ky hiéu nguoi danh may va sb lvgng ban phat hanh déi voi nhirng van ban can dugc quan ly chat
ché vé sb lwgng ban phat hanh;

4. Trwdng hop van bép c6 phu luc kém theo thi trong van ban phai cé chi dan vé phu luc do. Phu luc
van ban phé}i c6 tiéu de; van ban cé tir hai phu luc tré 1én thi cac phu luc phai dwgc danh sé thir tw
bang chir s6 La M3;

5.86 trang: van ban va phu luc van ban gdm nhiéu trang thi ti trang the hai tré di phai dwoc danh sb
thr tw béng chiv s6 A-rap; sbé trang ctia phu luc van ban dwoc danh riéng, theo tirng phu luc.

Piéu 16. Thé thirc ban sao:

1. Hinh thirc sao dwoc thé hién bang moét trong cac dong chir “Sao y ban chinh”, “Trich sao” hodc
“Sao luc’;

2. Tén co quan, td chlrc sao van ban 1a tén co quan, td chirc thwe hién viéc sao van ban;

3. S6, ky hiéu ban sao bao gébm sé thi tw déng ky dwoc danh chung cho cac loai bén sao do co quan,
td chirc thuwe hién va chi viét tit tén loai ban sao theo Bang chir viét tit tén loai van ban va ban sao
kém theo Quy ché nay. Sb duoc ghi béng chir s6 A-rap, bat dau tir sd 01 vao ngay dau nam va két
thic vao ngay 31 thang 12 hang nam;

SO TU PHAP SAO Y BAN CHINH

Cén Tho, ngay.....théng....ndm........

TUQ. GIAM BOC
Noi nhan: CHANH VAN PHONG
.......... ; (Chi ky, déu)

Ho va tén nguwdi ky

Chwong IV

KY THUAT TRINH BAY VAN BAN
Diéu 17. Khé gidy, kiéu trinh bay va dinh Ié trang vin ban:
1. Khé gidy:

V&n ban quy pham phép luat va van ban hanh chinh dwoc trinh bay trén gidy tréng khé A4 (kich
thwée 210- 297mm).

Céac loai van ban nhw Gidy gidi thiéu, Gidy bién nhan ho so, Phiéu giri, Phiéu chuyén co thé duoc
trinh bay trén kho A5 (148mm x 210mm) hoac trén mau giay in san.

2. Kiéu trinh bay:

Van ban quy pham phap luat va van ban hanh chinh duoc trinh bay theo chiéu dai clia trang gidy kho
A4 (dinh hwéng ban in theo chiéu dai)

Trwong hgp ndi dung van ban co cac bang, biéu nhung khong dwoc lam thanh cac phu luc riéng thi
van ban c6 thé dwoc trinh bay theo chiéu rdng cua trang gidy (dinh hwéng ban in theo chiéu rong).
Nhikng van ban c6 nhiéu trang thi bat dau tir trang thir hai phai ghi s6 trang bang chir s6 A rap (1, 2,
3...) & vi tri le trén va nam gitra trang gidy (trang thtr hai danh so tir s0 2, trang th» nhat khéng danh
s0).

3. Dinh 1& trang van ban (dbi v&i khd A4):

TRANG GIAY KHOANG CACH KiCH CO
Trang mat trwéc Lé trén trang gidy 20 mm - 25 mm
Lé dwdi trang gidy 20 mm - 25 mm
Lé trai trang gidy 30 mm - 35 mm
Lé phai trang gidy 15 mm - 20 mm
Trang mat sau Lé trén trang gidy 20 mm - 25 mm
Lé dwéi 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 van ban:

Vi tri trinh bay céc thanh phan thé thirc van ban trén mét trang gidy khé A4 dugc thuc hién theo So
do bo tri kem theo Quy ché nay (Phu luc Il). Vi tri trinh bay cac thanh phan thé thtrc van ban trén mét
trang giay kho A5 dwoc ap dung twong tw nhw trén giay kho A4.

Cac thanh phan thé thirc van ban dwoc trinh bay nhw sau:
1. Quéc higu:
Quéc hiéu dwoc trinh bay tai 6 sb 1.

Dpng chi trén: “Cong hoa xa hdi chi nghia Viét Nam” dwoc trinh bay bang chi in hoa, c& chi tir 12
dén 13, kiéu chir dirng, dam.

Dong chr dwdi: “Doc Iap - Tw do - Hanh phic” dugc trinh bay bang chi in thuong, ¢& chir tir 13 dén
14, kiéu chir dirng, dam; chi¥ cai dau cua cac cum tlr dwoc viét hoa, gilra cac cum tlr o gach ngang
nhé; phia dwdi cé dwdng ké ngang, nét lién, cé dé dai bang doé dai ctia dong chib.

2. Tén co quan, t6 chirc ban hanh van ban:

Tén co quan, td chirc ban hanh van ban dwoc trinh bay tai 6 sé 2.

Tén co quan, té chirc chli quan cép trén truc tiép dwoc trinh bay béng chi in hoa, c& chir tir 12 dén
13, kieéu chir ding.

Tén co quan, t& chirc ban hanh van ban dwoc trinh bay bang chi in hoa, ¢& chi tir 12 dén 13, kiéu
chir ding, dam; phia dwéi co dwong ké ngang, nét lien, c6 do dai bang twr 1/3 den 1/2 d6 dai cua
dong chir va dat can doi so v&i dong chib.

3. S6, ky hiéu cta van ban:

S, ky hiéu ctia van ban dwoc trinh bay tai 6 s6 3.

T “S8” dwoc trinh bay bang ch in thwong, ky hiéu bang chi¥ in hoa, c& chi¥ 13, kiéu chir dirng; sau
twr “S6” cd d4u hai chdm; gitra s6, ndm ban hanh va ky hiéu van ban co d4u gach chéo (/); gitra cac
nhém chir viét tat trong ky hiéu van ban cé dau gach nbi khéng cach chi (-).

Vi du: Sé: 33/2002/QD-UBND; Sé: 15/QD-UBND; Sé: 23/BC-SNV; Sb: 234/SCN-VP.
4. bia danh va ngay, thang, nam ban hanh van ban:

bia danh va ngay, thang, nam ban hanh van ban dwoc trinh bay tai 6 sb 4, bang chi in thwong, c&
chir ttr 13 dén 14, kiéu chir nghiéng; sau dia danh cé dau phay.

Vi du: Can Tho, ngay 05 thang 02 nam 2005
5. Tén loai va trich yéu néi dung van ban:

a) Tén loai va trich yéu ndi dung clia cac loai van ban c6 ghi tén loai dwoc trinh bay tai 6 s 5a; tén
loai van ban (quyét dinh, chi thi, k& hoach, bdo cdo, t& trinh va cac loai van ban khac) dwoc dét canh
gitra (can dbi & gitra dong) bang chi¥ in hoa, c& chi¥ tir 14 dén 15, kidu chi¥ ding, dam:; trich yéu noi
dung van ban dwoc dat canh gitra, ngay dwdi tén loai van ban, bang chi in thuong, c& chiv 14, kiéu
ch ding, dam; bén dwdi trich yéu c6 dwdng ké ngang, nét lién, co dd dai bang tir 1/3 dén 1/2 do dai
clia dong chir va dat can dbi so véi dong chir.

b) Trich yéu néi dung cong van dwoc trinh bay tai 6 sb 5b, sau chir viét tt “V/v’ (vé viéc) bang chi¥ in
thwong, c& chiy tr 12 dén 13, kiéu chir dirng.

6. N6i dung van ban:
Noi dung van ban dwoc trinh bay tai 6 sé 6.

Phan ndi dung (ban van) dwoc trinh bay bang chi in thwong, c& chiv tir 13 dén 14; khi xubéng dong,
chi¥ dau dong c6 thé i vao tlr 1cm dén 1,27cm (1 default tab); khodng céch gitra cac doan van
(paragraph) dat téi thidu |a 6pt; khodng cach gilra cac dong hay cach dong (line spacing) chon tbi
thiéu tir cach dong don (single line spacing) hodc tir 15pt (exactly line spacing) tré 1én.

Déi v&i nhirng van ban quy pham phap luét va van ban hanh chinh co phan can c&r phap ly dé ban
hanh thi sau mdi can c phai xuéng dong, cudi dong cé dau chdm phay, riéng can cr cudi ciing két
thdc bang dau phay.

Trwdng hop ndi dung van ban dwoc bd cuc theo phan, chwong, muc, diéu, khoan, diém thi trinh bay
nhw sau:

- Phan, chuong: tir “Phan”, “Chuong” va sbé thi tu ctia phan, chwong duoc trinh bay trén mét dong
riéng, canh gitra, bang chw in thuwong, c& chiv 14, kiéu chir dirng, dam. Sé thi tw clia phan, chwong
dung chir s6 La Ma. Tiéu dé (t&n) ctia phan, chwong dwoc dat ngay dwdi, canh gitra, bang chi in
hoa, c& chir tr 13 dén 14, kiéu chir dirng, dam;



- Muc: tlr “Muc” va sb ’Ehu’ tw ctia muc du’ofc'tr‘lnh bay trén mot dong riéng, ganh gitra, bé}ng chir in
thwong, c& chir 14, kieu chr ding, dam. SO thr tw cla muc dung cbﬂ’ s6 A-rap. Tiéu dé clia muc
dwoc trinh bay canh gilra, bang chi¥ in hoa, c& chir tir 12 dén 13, kieu chir dirng, dam,;

- Diéu: tlr “Diéu”, s6 thir t va tiéu dé cla diéu duoc trinh bay bang chi in thwong, ¢& chir bang c&
chir cta phan loi van (13-14), kiéu chir dieng, dam. So the tw cda dieu dung chir so A-rap, sau so they
tw c6 dau cham;

- Khoan: s6 thir tw cac khoan trong méi diéu dung chtv s6 A-rap, tiép theo la ddu cham, c& chir bang
c& chi¥ clia phan I&i van (13-14), kiéu chir ding;

- Diém: thtr tw cac diém trong m&i khoan dung cac chir cai tiéng Viét theo thir tw abc, sau ¢ dau
doéng ngodc don, bang chir in thwéng, & chir bang c& chir ctia phan 16 van (13-14), kiéu chir dirng.

Trwong hgp ndi dung van ban dwgc phan chia thanh cac phan, muc tlr I&n dén nhé thi trinh bay nhw
sau:

- Phan (néu co): tir “Phan” va sb th tw ctia phan duoc trinh bay trén mét dong riéng, canh gitra, bang
ch in thuong, c& chlr 14, kieu chir ding, dam. SO thr tw cla phan dung chir s6 La Ma. Tiéu de cla
phan dwgc dat ngay dudi, canh gitra, bang chir in hoa, c& chir tir 13 dén 14, kieu chir drng, dam;

- Muc: s6 thir tw cac muc dung chir sb La M4, sau ¢ dau cham; tiéu dé ciia muc dwoc trinh bay bang
chi¥ in hoa, c& chir tiv 13 dén 14, kiéu chir dirng, dam;

- Khoan: s6 thir tw cac khoan trong méi muc ding chiv s6 A-rap, sau d6 c6 dau cham; sé thir tw va
tiéu dé ctia khoan (néu cé) dwoc trinh bay bang chi in thwong, c& chir bang c& chir clia phan I&i van
(13-14), kiéu chir dirng, dam;

- Diém: thir tw cac diém trong m&i khoan dung cac chir cai tiéng Viét theo thir tw abe, sau d6 co dau
doéng ngodc don, bang chir in thwéng, ¢ chir bang c& chir ctia phan 16 van (13-14), kiéu chir dirng.

7. Chre vy, ho tén va chiv ky ctia nguwdi cé thdm quyén:

a) Quyén han, chirc vy clia ngudi ky dwoc trinh bay tai 6 s6 7a; cac chir viét tat “TM.”, “KT.”, “TL.",
“TUQ.” hoac “Q.” (quyen), quyen han va chirc vu cta ngudi ky dwec trinh bay bang chi in hoa, c&
chi¥ tir 13 dén 14, kieu chir drng, dam.

b) Ho tén clia ngwai ky van ban duoc trinh bay tai 6 s6 7b; bang chi in thwong, c& chi tir 13 dén 14,
kiéu chir dirng, dam.

c) Chir ky clia nguoi cé thdm quyén dwoc trinh bay tai 6 sé 7c.

8. D4u clia co quan, té chirc:

D4u cla co quan, td chirc dwoc trinh bay tai 6 sb 8.

9. Noi nhan:

Noi nhan dwoec trinh bay tai 6 sb 9a va 9b.

Phan noi nhan tai 6 s6 9a (chi ap dung dbi v&i cong van hanh chinh) dwoc trinh bay nhuw sau:

a) Tt “Kinh gtvi” va tén cac co quan, t6 chirc ho&c ca nhan nhan van ban dwoc trinh bay bang chi¥ in
thwong, c& chiv 14, kiéu chir dieng;

b) Sau tir “Kinh g&i” c6 d4u hai chdm; néu cong van glri cho mét co quan, td chirc hodc mot ca nhan
thi tr “Kinh gri” va tén co’ quan, té chirc hodc ca nhan dwoc trinh bay trén cung mét dong; trudng
hop cdng van gl cho hai co quan, t& chirc hodc ca nhan tré 1&n thi t&én mébi co quan, t6 chirc, ca
nhan hodc méi nhém co quan, té chirc, ca nhan dwoc trinh bay trén mot dong riéng, dau dong c6é
gach ngang, cudi dong cé dau chdm phay, cudi dong cubi cung cé dau chim.

Phan noi nhan tai 6 sb 9b (&4p dung chung ddi v&i cdng van hanh chinh va cac loai van ban khac)
dworc trinh bay nhw sau:

c) T “Noi nhan” dwoc trinh bay trén mét dong riéng, sau d6 c¢é dau hai chdm, bang chir in thwéong,

c& chi 12, kiéu chir nghiéng, dam;

d) Phan liét ké cac co quan, t6 chirc, don vi va ca nhan nhan van ban dwoc trinh bay bang chi in
thwdng, c& chiv 11, kiéu chir dirng; tén méi co quan, td chirc, don vi va ca nhan hodc mdi nhém co
quan, t6 chirc, don vi nhan van ban dwoc trinh bay trén mét dong riéng, dau dong cé gach ngang,
cudi dong c6 d4u chdm phay; riéng dong cubi cung bao gém chir Lwu” sau d6 c6 d4u hai cham, tiép
theo la chir viét tat “VT” (vdn thw co quan, td chirc), chir viét tat tén don vi (hodc bd phan) soan thao
van ban va sb lwong ban lwu (chi trong nhirng trwdng hop can thiét) dwoc dat trong ngodc don, cubi
cung la dau cham.

10. DAu chi mdrc d0 khan, mat:



Mau dau do mat (tuyét mat, téi mat hodc mat) va déu thu héi déi véi van ban cé néi dung bi mat nha
nuwoc dLyo’c thug hién th‘eo quy dinh cla phéplluét vé bado vé bi mat nha nwéc. Dau dé mat dwoc dong
vao 0 so 10a, dau thu hoi dwgrc déng vao 6 so 11.

D4u dod khan dwoc déng vao & sb 10b. Con diu cac dd khan co hinh chir nhat, trén d6, cac tr “Hoa
tbc”, “Thwong khan” hodc “Khan” dwoc trinh bay bang chi in hoa, c& chir tr 13 dén 14, kiéu ch
dirng, dam va dwoc dat can déi trong khung hinh chi¥ nhat vién don, cé kich thuéc twong tng 1a

30mm x 8mm, 40mm x 8mm va 20mm x 8mm.
11. Céc thanh phan thé thirc khéac:
Cac thanh phan thé thirc khac dwoc trinh bay nhu sau:

a) Cac chi dan vé pham vi lvu hanh dwoc trinh bay tai 6 s6 11; cac cum tir “Tra lai sau khi hop (hoi
nghi)”, “Xem xong tra lai”, “Lwu hanh ndi bd” dwoc trinh bay can doi trong mét khung hinh chir nhat
vién don, bang chi¥ in hoa, c¢& chir tr 13 dén 14, kiéu chir dirng, dam;

2 "

b) Chi dan vé& du thado van ban dworc trinh bay ta|‘o sb 12; ’gu ‘Dy thao” hodc cum tir “Dv thao lan ..
dwoc trinh bay trong mét khung hinh chi¥ nhat vién don, bang chir in hoa, c¢& chiv tir 13 dén 14, kleu
chir dirng, dam;

¢) Ky hiéu nguoi danh may va sb lwgng ban phat hanh duoc trinh bay tai 6 s6 13; ky hiéu bang chir in
hoa, sb lwong ban béng chir s6 A-rap, c& chi 11, kiéu chir dirng;

d) Dia chi co quan, 6 chirc; dia chi E-Mail; dia chi trén mang (Website); s6 dién thoai, sb Telex, s6
Fax dwoc trinh bay trén trang dau cta van ban, tai 6 s0 14, bang chi in thwong, ¢& chir tv 11 dén 12,
kiéu chir dirng, dwdi mot duwdng ké nét lién kéo dai hét bé ngang clia vung trinh bay vén bén;

d) Phu luc van ban: phu luc kém theo van ban dwoc trinh bay trén céc trang gidy riéng; tir “Phu luc” va
s6 thr tw ctia phu luc (trwdng hop c6 tr hai phu luc tré 18n) dwoc trinh bay trén mét dong riéng, canh
gitra, béng chi¥ in thuwéng, c& chir 14, kiéu chi¥ dirng, dam; tiéu dé (tén) ctia phu luc dwoc trinh bay
canh gitra, bang chi¥ in hoa, c& chir tr 13 dén 14, kiéu chir dirng, dam;

e) Sb trang cla van ban dwoc trinh bay tai chinh gilra, trén dau trang giay (phan header) hoac tai géc
phai, & cudi trang gidy (phan footer), bang chir sé A-rap, c& chir béng c& chir clia phan I&i van (13-
14), kidu chir dirng;

* MAu chir va chi tiét trinh bay cac thanh phan thé thirc van ban dwoc minh hoa tai Phu luc 11l kém
theo Quy ché nay.

* MAu trinh bay mét s6 loai van ban quy pham phap luat va van ban hanh chinh dwoc minh hoa tai
Phu luc IV kém theo Quy ché nay.

Chuong V
TO CHU'C THUC HIEN

Diéu 19. Tha trwdng co quan hanh chinh nha nwéc cac qép c6 trach nhiém chi dao thyc hién cac quy
dinh tai Quy ché 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 phép c6 trach nhiém kiém tra van ban quy pham phéap luat da ban hanh
theo dung tinh than Nghi dinh s 135/2003/ND- CP ngay 14 thang 11 nam 2003 cta Chinh pha; ddng
thdi, hwéng dan cac nganh, cac cép tw kiém tra van ban; kip thdi phat hién nhivng van ban thiéu sot
vé hinh thirc va ndi dung dé dé nghi UBND thanh phé stra ddi, bd sung cho phu hop.

Diéu 21. Chanh Van phong UBND thanh phé chi trinh UBND thanh phd hodc Cha tich UBND thanh
phd ban hanh theo thdm quyén khi dy thdo van ban do cac nganh, cac cép trinh bdo ddm yéu cau vé
thé thirc va ky thuat trinh bay theo dung quy dinh cia Quy ché nay va Théng tw lién tich sb
55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nam 2005 clia Bd No6i vu - Van phong Chinh phu./.



