P h u I llCK] bm UY BAN NHAN DAN XA HONG

THE THUC VA KY THUAT TRINH BAY
VAN BAN HANH CHINH

. QUY DINH CHUNG

1. Kho gidy: Kho A4 (210 mm X 297 mm).

2. Kiéu trinh bay: Theo chiéu dai cua kho A4. Trudng hop ndi dung van
ban co6 cac bang, bi€u nhung khong dugc lam thanh cac phu luc riéng thi van
ban c6 thé duogc trinh bay theo chi€u rong.

3. Pinh 1é trang: Cach mép trén va mép dudi 20 - 25 mm, cach mép trai
30 - 35 mm, cach mép phai 15 - 20 mm.

4. Phong chit: Rhéng chir tiéng Vi¢t Times New Roman, bd ma ky tu
Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001, mau den.

5. C& chit va kiéu chit: Theo quy dinh cu thé cho timg yéu t thé thirc.

6. Vi trf trinh bay céc thanh phan th¢ thire: Duge thuc hién theo Muyc IV
Phan I Phu luc nay.

T Sf) trang van ban: Pugc danh tir sb 1, béng chit s6 A Rap, cd chir 13
dén 14, kiéu chir dimg, dugc dat canh gitra theo chiéu ngang trong phan 1€ trén
cua van ban, khong hién thi so trang thir nhat.

11. CAC THANH PHAN THE THU'C CHINH

1. Quéc hiéu va Tiéu ngit

a) Quoc higu “CONG HOA XA HOI CHU NGHIA VIET NAM”: Pugc
trinh bay bang chit in hoa,‘ cO chir tir 12 dén 13, ki€u chir diing, dam va & phia
trén cung, bén phai trang dau tién ctia van ban.

b) Tiéu ngir “Doc 1ap - Tu do - Hanh phic”: Dugc trinh bay bang chir in
thuong, co chﬁ:‘ tir 13 dén 14, ki€u chir dl'l:ng, dam va dugc canh gitra dudi Quéc
hiéu; chir cai dau cua cac cum tur duoc viéet hoa, gi?ra cac cum tur qé gach noi (-),
c6 cach chir; phia dudi c6 duong ké ngang, nét lién, co d§ dai bang do dai cua
dong chir.

¢) Qudc hi¢u va Tiéu ngit duoc trinh bay tai 6 s0 1 Muc IV Phan I Phy lyc
nay. Hai dong chit Qudc hi¢u va Ti€u ngir dugc trinh bay cach nhau dong don.

2. Tén co quan, don vi ban hanh van ban

a) Tén co quan, don vi ban hanh van ban la tén chinh thir, day du cia co
quan, don vi hodc chirc danh nha nudc cua nguoi co tham quyen ban hanh van
ban. Tén co quan, don vi ban hanh van ban bao gom tén cua co quan, don vi ban



hanh vin ban va tén ctia co quan, don vi chi quan tryc tiép (néu co).

Pbi véi tén co quan, don vi chu quan truc tiép ¢ dia phuong c6 thém tén
tinh hodc x& noi co quan, don vi ban hanh van ban dong try s6. Tén cua co quan,
don vi chu quan tryc tiép dugc viét tat nhimg cum tir thong dung.

b) Tén co quan, don vi ban hanh van ban dugc trinh bay bang chir in hoa,
cg chir tur 12 dén 13, kiéu chit dung, dam, duogc dat canh gitra dudi tén co quan,
t6 chirc chi quan tryc tiép; phia dudi co duong ké _ngang, nét lién, co do dai
bang tir 1/3 dén 1/2 d6 dai ctia dong chit va dat can ddi so véi dong chit.

Tén co quan, don chil quan tryc tiép dugc trinh bay bang chit in hoa, ¢&
chir tir 12 dén 13, kiéu chit dung.

Tén co quan, don vi ban hanh van ban va tén co quan, don vi chu quan
truc tiép duoc trinh bay cach nhau dong don. Trudng hop tén co quan, don vi
ban hanh vin ban, tén co quan, don vi chil quan truc tiép dai c6 thé trinh bay
thanh nhiéu dong.

) Tén co quan, don vi ban hanh van ban dugc trinh bay tai 6 s6 2 Muc IV
Phan I Phu luc nay.

3. Sb, ky hiéu cta vin ban

a) SO cua vin ban 1a s thir tu van ban do co quan, don vi ban hanh trong
mot ndm dugce dang ky tai Van thu co quan theo quy dinh, s6 cia van ban dugc
ghi bang chir s6 A Rap.

Truong hop cac Hoi déng, Ban, T6 cua co quan, don vi (sau day goi
chung 1a t6 chirc tu van) dugc ghi 1a “co quan ban hanh van ban” va duogc st
dung con dau, chit ky s6 cua co quan, don vi dé ban hanh van ban thi phai 1ay hé¢
thong soé riéng.

b) Ky hi¢u ctuia van ban

Ky hiéu cta vin ban bao gdm chit viét tit tén loai van ban va chit viét tit
tén co quan, don vi hodc churc danh nha nuéc c6 tham quyén ban hanh van ban.
D061 véi cong van, ky hiéu bao gom chir viét tat tén co quan, don vi hoac churc
danh nha nudc ban hanh cong van va chir viét tat tén don vi soan thdo hoac linh
vuc dugce gidi quyét.

Chir viét tit tén co quan, don vi va cac don vi trong mdi co quan, don vi
hoac linh vuc do ngudi dirng dau co quan, don vi quy dinh cu thé, bao dam ngan
gon, de hicu.

c) Sb, ky hiéu cua van ban duoc dit canh giita dudi tén co quan, don vi
ban hanh vin ban. T “S6” dugce trinh bay bang chir in thuong, ¢ chir 13, ki€u
chir dung; sau tir “S6” ¢6 dau hai chdm (:); véi nhitng s6 nhé hon 10 phai ghi
thém so 0 phia trude. Ky hi€u cua van ban dugce trinh bay bang chit in hoa, c&
chir 13, ki€u chir dirng. Gitra s6 va ky hi¢u van ban c6 dau gach chéo (/), gitra
cac nhom chir viet tat trong ky hiéu van ban c¢6 dau gach noi (-), khong cach
chir.

d) S6, ky hiéu cua vin ban dugc trinh bay tai 6 sé 3 Muc IV Phan I Phu
luc nay.



4. Dia danh va thoi gian ban hanh van ban

a) Dia danh ghi trén van ban do co quan nha nudc ¢ trung wong ban hanh
la tén goi chinh thirc cua X8 noi co quan ban hanh van ban dong tru sé. Pia danh
ghi trén van ban do co quan nha nudc & dia phuong ban hanh 1a tén goi chinh
thirc cia don vi hanh chinh noi co quan ban hanh van ban dong tru so.

b) Thoi gian ban hanh van ban

Thoi gian ban hanh van ban 1a ngay, thang, ndm van ban dugc ban hanh.
Tho1i gian ban hanh van ban phai dugc viét day du; cac so thé hién ngay, thang,
nam dung chir s0 A Rép; doi véi nhitng s6 the hién ngay nho hon 10 va thang 1,
2 phai ghi thém so6 0 phia trudce.

c) Dia danh va thoi gian ban hanh van ban dugc trinh bay trén cung mot
dong voi s0, ky hi€éu van ban, tai 6 so6 4 Muc IV Phan I Phu luc nay, bang chir in
thuong, cd chit tor 13 dén 14, kiéu chit nghiéng; cac chir cai dau cua dia danh
phai vi€t hoa; sau dia danh c6 dau phay (,); dia danh va ngay, thang, nam duogc
dat dudi, canh gitra so véi Qudc hiéu va Ti€u ngir.

5. Tén loai va trich yéu ndi dung van ban

a) Tén loai van ban Ia tén cda ting loai van ban do co quan, don vi ban
hanh. Trich yéu ndi dung van ban 1a mdt cau ngan gon hodc mdt cym tir phan
anh khai quat ndi dung chu y€u cua van ban.

b) Tén loai va trich yéu ndi dung vin ban duoc trinh bay tai 6 s6 5 a Muc
IV Phan I Phu luc nay, dat canh gitra theo chi€u ngang van ban. Tén loai van ban
dugc trinh bay bang chir in hoa, ¢&d chit tir 13 dén 14, ki€u chir ding, dam. Trich
yéu ndi dung van ban dugc dat ngay dudi tén loai van ban, trinh bay bang chir in
thuong, ¢o chir tir 13 dén 14, ki€u chir dung, dam. Bén dudi trich yéu ndi dung
van ban c6 duong ké ngang, nét lien, c6 do dai bang tir 1/3 dén 1/2 do dai cua
dong chir va dat can doi so voi dong chi.

Pbi voi cong vian, trich yéu nodi dung vin ban duoc trinh bay tai 6 s6 5b
Muc IV Phan I Phu luc nay, sau chir “V/v” bang chir in thuong, cd chir tur 12
dén 13, kiéu chit dimg; dat canh gifta dudi s6 va ky hi¢u van ban, cach dong 6pt
voi1 s6 va ky hiéu van ban.

6. NOi1 dung van ban

a) Can ctr ban hanh van ban

Can ctr ban hanh vin ban bao gdm vin ban quy dinh tham quyén, chirc
nang, nhiém vu cua co quan, to chirc ban hanh van ban va cac van ban quy dinh
ndi dung, co s& d€ ban hanh van ban. Can ¢t ban hanh van ban dugc ghi day du
tén loai van ban, so, ky hi¢u, co quan ban hanh, ngay thang nam ban hanh van
ban va trich yéu ndi dung van ban (riéng Luat, Phap 1énh khong ghi s6, ky hi¢u,
co quan ban hanh).

Cin cr ban hanh vin ban duoc trinh bay bang chir in thuong, kiéu chir
nghiéng, ¢ chir tir 13 dén 14, trinh bay dudi phan tén loai va trich yéu ndi dung
van ban; sau moi can ctr phai xudng dong, cudi dong c6 dau cham phay (;), dong
cuoi cung ket thuc bang dau cham (.).



b) Khi vién din 1an dau van ban co lién quan, phai ghi day du tén loai, s,
ky hiéu cta van ban, thoi gian ban hanh van ban, tén co quan, don vi ban hanh
van ban va trich yéu ndi dung van ban (d6i voi Luat va Phap 1énh chi ghi tén
loai va tén ctuia Luat, Phap 1énh); trong cac lan vién dan tiép theo, chi ghi tén loai
va sd, ky hi¢u cua van ban do.

C) Bé cuc cta noi dung van ban: Tuy theo tén loai va ndi dung, van ban co
thé ¢6 phan cin ct phap 1y dé ban hanh, phan m& dau va c6 thé dugc bd cuc
theo phﬁn, chuong, muc, tiéu muc, diéu, khoan, diém hodc duoc phan chia thanh
cac phﬁn, muc tir 1on dén nho theo mét trinh tw nhét dinh.

d) Ddi v6i cac hinh thire van ban duge bd cuc theo phan, chuong, muc,
tiéu muc, di€u thi phan, chuong, muc, ti€u muc, di€u phai co ti€u dé. Tiéu dé la
cum tur chi nd1 dung chinh cua phan, chuong, muc, tiéu muc, dicu.

d) Cach trinh bay phén, chuong, muyc, tiéu muc, diéu, khoan, diém

Tu “Phan”, “Chuong” va s6 thir tu cua phf?m, chuong dugc trinh bay trén
mot dong riéng, canh gifta, bang chir in thuong, c& chit tr 13 dén 14, ki€u chit
dimg, dam. SO thtr tu cia phan, chuong dung chir s6 La Ma. Ti€u dé€ cua phan,
chuong duogc trinh bay ngay dudi, canh gifra, bang chit in hoa, c¢& chit tir 13 dén
14, kiéu chir dung, dam.

Tir “Muyc”, “Tiéu muc” va sd tht tu ciia muc, tiéu muc duoc trinh bay trén
mot dong riéng, canh gitra, bing chir in thuong, c& chir tur 13 dén 14, kiéu chix
dung, dam. S6 thir ty ctia muc, tiéu muc dung chit s6 A Rap. Tiéu dé caa muc,
tiéu muc duogc trinh bay ngay dudi, canh gitra, bang chit in hoa, ¢& chit tir 13 dén
14, ki€u chitr dung, dam.

T “Piéu”, s6 thtr tu va tiéu dé cua diéu duoc trinh bay bang chir in
thuong, i dau dong 1 cm hodc 1,27 cm, s6 thir tu ciia di€u dung chir s6 A Rép,
sau sO thr ty ¢c6 dau cham (.); c& chit bang ¢& chit cia phan 161 van, kiéu chix
ding, dam.

Sb thir tu cac khoan trong moi muyc dung chir s6 A Rap, sau s6 thr tu ¢o
dau cham (), c& chir s6 bang c& chit ctia phan 101 vén, kiéu chit ding. Néu
khoan co tiéu dé, sb thir ty va tiéu dé cua khoan dugc trinh bay trén mot dong
riéng, bang chit in thudng, c¢& chit bang c¢& chir ciia phan 101 van, kiéu chit dung,
dam.

Thir ty cac diém trong mdi khoan dung céac chit cai tiéng Viét theo thir tur
bang chit cai tieng Viét, sau c6 dau dong ngodc don, bang chir in thuong, cd chir
bang c& chit cua phan 161 van, ki€u chit dung.

e) Noi dung vian ban dugc trinh bay bang chit in thudng, dugc canh déu ca
hai 1€, kiéu chit ding; c¢& chir tr 13 dén 14; khi xuong dong, chir dau dong It
vao 1 cm hoac 1,27 cm; khoang cach gitra cac doan van toi thiéu 1a 6pt; khoang
cach gifra cac dong toi thiéu la dong don, t61 da la 1,5 lines.

) Noi dung van ban duoc trinh bay tai 6 sé 6 Muc IV Phan I Phu luc nay.

7. Chirc vu, ho tén va chir ky ctia ngudi co tham quyén

a) Chir ky cta ngudi ¢ thim quyén 1a chir ky cta nguoi cd tham quyén



trén van ban gidy hoac chir ky sb ciia nguoi c6 tham quyén trén van ban dién tir.

b) Viéc ghi quyén han ctia ngudi ky duoc thuc hién nhu sau:

Truong hop ky thay mét tap thé thi phai ghi chit viét tit “TM.” vao trudc
tén tap thé lanh dao hoac tén co quan, don vi.

Truong hop duoc giao quyén cap trudng thi phai ghi chit viét tit “Q.” vao
trude chue vu ciia nguoi dung dau co quan, don vi.

Truong hop ky thay nguoi ding dau co ‘quan, don vi thi phai ghi chwr viét
tat “KT.” vao trude chirc vu ciia ngudi ding dau Truong hop cap pho duge giao
phu trach hodc diéu hanh thi thuc hién ky nhu cip phé ky thay cip trudng.

Truong hop ky thura 1¢nh thi phai ghi chir viét tit “TL.” vao trudc chirc vu
cua nguoi dung dau co quan, don vi.

Truong hop ky thira iy quyén thi phai ghi chir viét tit “TUQ.” vao trudc
chtrc vu cua nguoi ding dau co quan, don vi.

) Chure vy, chirc danh va ho tén ctia nguoi ky

Chtrc vu ghi trén van ban la chuc vu 1anh dao chinh thuc cia nguoi ky
van ban trong co quan, don vi; khong ghi nhitng chirc vu ma Nha nudc khong
quy dinh.

Churc danh ghi trén van ban do cac t6 chuc tu van ban hanh 13 chic danh
lanh dao cua nguoi ky van ban trong to chirc tu van.

Péi v6i nhimg t6 chirc tu van duge phép sir dung con déu,cﬁa cO quan,
don vi thi ghi chirc danh cua ngudi ky van ban trong t6 chirc tu van va chice vu
trong co quan, don vi. P4i voi nhitng t6 chire tu van khong duoc phép sir dung
con dau cua co quan, don vi thi chi ghi chirc danh cua nguoi ky van ban trong t6
chtrc tu van.

Chirc vu (chtrc danh) cua ngudi ky vin ban do Hoi dong hodc Ban Chi
dao cua Xa ban hanh ma lanh dao UBND xa lam Trudéng ban hodac Phé Trudng
ban, Chu tich hodac Phé Chu tich Hoi dong thi phai ghi rd chuc vu (chirc danh)
va tén co quan, don vi noi lanh dao & phia trén ho tén nguoi ky.

Ho va tén ngudi ky van ban bao gom ho, tén dém (néu cd) va tén cua
nguoi ky van ban. Trude ho tén cua nguoi ky, khdng ghi hoc ham, hoc vi va cac
danh hi¢u danh du khac, cac t6 chirc sy nghiép gido duc, Y t€ do nguoi ding
dau co quan quan ly nganh, linh vyc quy dinh.

d) Hinh anh, vi tri chir ky sO clia nguoi co tham quyén 1a hinh anh chir ky
cia nguodi co6 tham quyen trén van ban gidy, mau xanh, dinh dang Portable
Network Graphics (.png) nén trong sudt; dit canh gitta chirc vu ctia nguoi ky va
ho tén nguoi ky.

) Quyén han, chirc vu cta nguoi ky dugc trinh bay tai 6 s6 7a Muc IV
Phan I Phu luc nay; chirc vu khac cta nguoi ky duge trinh bay tai 6 s6 7b Muc
1A% Ehén I Phy luc nay, phia trén ho tén cua nguoi ky van bg’m; cac chir viet tat
quyén han nhu: “TM.”, “Q.”, “KT.”, “TL.”, “TUQ.” va qyyén hanv churc vu cua
nguoi ky duoc trinh bay bang chir in hoa, c& chir tir 13 dén 14, kiéu chir dung,
dam.



Chir ky ctia ngudi c6 thim quyén dugce trinh bay tai 6 s6 7c Muc IV Phan
I Phu luc nay.

Ho va tén cua nguoi ky van ban duoc trinh bay tai 6 sé 7b Muc IV Phan I
Phu luc nay, bang chﬁ:‘ in thuong, ¢& chir tr 13 dén 14, ki€u chtr ding, dam,
duoc dat canh gitra quyén han, churc vu cua nguoi ky.

8. Dau, chit ky s cta co quan, don vi

a) Hinh anh, vi tri chit ky sd ctia co quan, don vi I hinh anh dé}l cua co
quan, don vi ban hanh van ban trén van ban, mau do, kich thudc bang kich
thudc thuc te cta diu, dinh dang (.png) nen trong sudt, tram 1én khoang 1/3 hinh
anh chit ky s cua nguorl c6 tham quyén vé bén trai.

b) Chir ky s6 cta co quan, don vi trén vin ban kém theo vin ban chinh
duoc the hién nhu sau: Van ban kém theo cung tép tin voi ndi dung van ban dién
tir, Van thu co quan chi thuc hién ky s6 van ban va khong thuc hién ky so 1én
van ban kém theo; van ban khong cung tép tin vdi ndi dung van ban dién tir, Van
thu co quan thuc hién ky s6 ctia co quan, don vi trén van ban kém theo.

Vi tri: Goc trén, bén phai, trang dau ctia van ban kém theo.

Hinh anh chit ky s6 ciia co quan, don vi: Khong hién thi.

Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngdy thang nim; gid phut
gidy; mui gio Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang phong
chir Times New Roman, chit in thudng, kiéu chit dtmg, c¢& chir 10, mau den.

C) DAu, chit ky sb cua co quan, don vi dugc trinh bay tai 6 s6 8 Muc IV
Phan I Phu luc nay.

9. Noi nhan

a) Noi nhan van ban gém: Noi nhan dé thuc hién; noi nhan dé kiém tra,
giam sat, bao cdo, trao doi cong viéc, dé bi€t; noi nhan dé luu van ban.

b) Péi voi To trinh, Bao cdo (co quan, t6 chuc cap dudi giri co quan, tO
chuc cap trén) va Cong van, noi nhan bao gom:

Phan thir nhat bao gom tir “Kinh guri”, sau d6 1a tén cac co quan hoic don
vi, ca nhan tryc tiép giai quyet cong viéc.

Phan thr hai bao gom tir “Noi1 nhan”, phia duéi 1a tr “Nhu trén”, tiép theo
1a tén cac co quan, don vi, don vi va cd nhan c¢o lién quan khac nhan van ban.

c) Poi voi nhitng van ban khac, noi nhan bao gom tir “Noi nhan” va phan
ligt ké cac co quan, t6 chirc, don vi va cd nhan nhan van ban.

d) Noi nhan dugc trinh bay tai 6 so0 9a va 9b Muc IV Phan I Phu luc nay
bao gom:

Phan noi nhan tai 6 s6 9a (a4p dung d6i voi To trinh, Bao céo cua co quan,
to churc cap dudi guri co quan, don vi cap trén va Cong van): Tu “Kinh gui” va
tén cac co quan, don vi hodc cd nhan nhan van ban dugc trinh bay bang chir in
thuong, cd chir tir 13 dén 14, ki€u chit ding; sau tr “Kinh gtri” ¢6 dau hai cham
(:). Néu van ban g1 cho mdt co quan, don vi hodc mot cd nhan thi tir “Kinh gui”
va tén co quan, don vi hodc cd nhan dugc trinh bay trén cung mot dong; truong



hop vin ban gui cho hai co quan, don vi hodc ca nhan trd 1én thi xubng dong,
tén moi co quan, don vi, cd nhan hodc mdi nhém co quan, don vi, ca nhan duoc
trinh bay trén mot dong riéng, dau dong co gach dau dong (-), cudi dong c6 dau
chdm phay (;), cudi dong cudi cung co dau cham (.); cac gach dau dong dugc
trinh bay thang hang voi nhau dudi ddu hai chdm (2).

Phan noi nhén tai 6 s6 9b (4p dung chung d6i véi cac loai van ban): Tur
“Noi nhan” dugc trinh bay trén mét dong riéng (ngang hang voi dong chir
“quyén han, chtrc vu cua nguoi ky” va sat 1 trai), sau c6 diu hai chim (:), bang
chit in thudng, ¢& chir 12, kiéu chit nghiéng, ddm; phan liét ké cac co quan, to
chtrc, don vi va ¢4 nhan nhan van ban dugc trinh bay bang chir in thuong, c&
chit 11, kiéu chix dtmg; tén mdi co quan, td chic, don vi va ca nhan hodc mdi
nhom co quan, don vi nhén van ban dugc trinh bay trén mot dong riéng, dr:iu
dong co gach dau dong (-) sat 1& trai, cudi dong co dau cham phay (; ), dong cubi
Cung bao gom chtr “Luu’ sau co dau hai chim (:), tiép theo 1a chir viét tat “VT7,
dau phay (,), chir viét tat tén don vi (hodc bd phan) soan thao vin ban va sd
luong ban luu, cudi cung 1 dau cham (.).

1. CAC THANH PHAN THE THUC KHAC

1. Phu luc

N ‘a) Truong hop van ban cé Phu luc kém theo thi trong van ban phai c6 chi
dan Vé’Phl.l luc (‘ic'). Van bg”m co tir hai Phu luc tré 1én thi cac Phu luc phai dugc
danh s6 thu ty bang chir s6 La Ma.

b) Tur “Phu luc” va sb thr ty cua Phu luc dugce trinh bay thanh mot dong
riéng, canh gitta, bang chir in thuong, c¢& chir 14, kiéu chir dimg, dam; tén Phu
luc (néu co6) dugc trinh bay canh gitta, bang chir in hoa, c¢& chir tir 13 dén 14,
kiéu chir dung, dam.

) Thong tin chi dan kém theo van ban trén méi Phu luc duge ban hanh
bao gobm: SO, ky hi€u van ban, thoi giaanan hanh van ban va tén co quan, to
chirc ban hanh van ban. Thong tin chi dan kém theo van ban dugc canh gita
phia dudi tén cua Phu luc, chit in thuong, c& chir tr 13 dén 14, kiéu chir
nghiéng, cung phong chir voi ndi dung van ban, mau den.

, Thoéng tin chi dan kém theo vin ban trén rr}g)i phu lyc (Kem theo van ban
80 .../...-... ngay .... thang ...nam ....) dugc ghi day du doi voi van ban gidy; doi
v6i1 van ban dién tur, khong phai dién thong tin tai cac vi tri nay.

d) Pdi véi Phu lgc cung t&p tin voi ndi dung van bg’m dién tr, Van thu co
quan chi thuc hién ky s van ban va khong thuc hién ky s6 1én Phu luc.

Péi voi Phu luc khong cung tép tin voi ndi dung van ban dién tr, Van thu
co quan thuc hién ky s cta co quan, to chirc trén timg tép tin kém theo, cu thé:

Vi tri: Goc trén, bén phai, trang ddu cua mdi tép tin.
Hinh anh chit ky s ciia co quan, to chirc: Khong hién thi.
Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nam; gid phut

gidy; mui gio Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang phong
chit Times New Roman, chit in thuong, kiéu chit ding, cd chir 10, mau den.



d) So trang cua Phu luc dugc danh ) riéng theo tirng Phu lyc.

e) Mau trinh bay phu luc vin ban thuc hién theo quy dinh tai Phu luc III
Nghi dinh nay.

2. DAu chi d6 mat, mtc do khan, cac chi dan vé pham vi luu hanh

a) DAu chi d6 mat

Viéc x‘éc d,inh va dong diu chi d6 mat (tuyét mat, tdi mat hodc mat), dau
tai liéu thu ho1 do1 véi van jbén ¢6 noi dung bi mat nha nudc dugce thyc hién theo
quy dinh hi¢gn hanh. Con dau cic ¢ mat (TUYET MAT, TOI MAT hogc MAT)
va du tai liéu thu hoi dugc khéc sin theo quy dinh cua phap luat vé bao vé bi

mat nha nudc. Dau chi do mat duoc dong vao 6 s6 10a Muc IV Phan I Phu luc
nay; déu tai liéu thu hdi duge dong vao 6 s6 11 Muc IV Phan I Phu luc nay.

b) D4u chi mirc d6 khan

Khi soan thao van ban c6 tinh chat khan, don vi hodc c4 nhan soan thao
van ban dé xuat mic do khan trinh nguoi ky van ban quyét dinh. Tuy theo muc
do can duogc chuyén phat nhanh, van ban dugc xac dinh d§ khan theo cac mirc
sau: hoa toc, thugng khan, khan.

Con du cac mirc d§ khan dugc khéc sén hinh chir nht ¢6 kich thude 30
mm x 8 mm, 40 mm x 8 mm va 20 mm x 8 mm, trén d6 cac tir “HOA TOC”,
“THUONG KHAN” va “KHAN®, trinh bay bang chit in hoa, phong chit Times
New Roman, c¢& chtr tu 13 dén 14, ki€u chir dimg, dam va dat can doi trong
khung hinh‘chﬁ’ nhat vién don. Dau vchi muc ,d(f) khan duoc d(’)r}g vao 6 so 10b
Muc IV Phan I Phu luc nay. Muc dé dong dau chi mirc do khan dung mau do
tuoi.

¢) Céc chi dan vé pham vi luu hanh

Dé~i Vé’i‘ nhitng van ban c6 pham vi, ddi tuong, su gh_mg han ché, str dung
cac chi dan vé pham vi Iuu hanh nhu “XEM XONG TRA LAI”, “LUU HANH
NOI BO”. Cac chi dan v€ pham vi luu hanh trinh bay tai 6 s6 11 Muc IV Phén I
Phu lyc nay, trinh bay can doi trong mot khung hinh chit nhat vién don, bang
chir in hoa, phong chit Times New Roman, cd chit tir 13 dén 14, ki€u chir ding,
dam.

3. Ky hiéu nguoi soan thao van ban va sb lugng ban phat hanh

Pugc trinh bay tai 6 s0 12 Myc IV Phan I Phy luc ndy, k¥ hiéu bang chit
in hoa, s0 lugng ban bang chir s6 A Rap, cd chir 11, ki€u chitr ding.

4; Dia chi co quan, don vi; thu di¢én tir; trang thong tin dién tu; s6 dién
thoai; s6 Fax

Cac thér]h phan nay dugc trinh bay tai 6 s6 13 Muyc IV Phér} I Phu lyc nay
¢ trang thir nhat ciia van ban, bang chir in thuong, cd chir tr 11 dén 12, kiéu chir
dimg, dudi mot duong ké nét lién kéo dai hét chi€éu ngang cta vung trinh bay
van ban.



IV. SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN
HANH CHINH

1. Vi tri trinh bay cac thanh phan thé thirc

O
(7]
(@)}

EE N CS R \ S

5b
6
7a, 7b, 7c
8
9a, 9b

10a

10b

11

12

13

14

: Thanh phan thé thic van ban

: Qudc hiéu va Tiéu ngit

. Tén co quan, don vi ban hanh van ban

: Sd, ky hi¢u cua van ban

. Dia danh va thoi gian ban hanh van ban

: Tén loai va trich yéu ndi dung vin ban

: Trich yéu noi dung cong vin

: No1 dung van ban

: Chuc vy, ho tén va chir ky cuia nguoi co tham quyén
. DAu, Chit ky sb cua co quan, don vi

: Noi nhan

: Déu chi do mat

: Dau chi mirc d6 khan

: Chi dan vé pham vi luu hanh

. Ky hiéu nguoi soan thao van ban va sb lugng ban phat hanh

. bia chi co quan, don vi; thu dién tir; trang thong tin dién tu; )
" dién thoai; so6 Fax.

. Chir ky s0 cua co quan, don vi cho ban sao van ban sang dinh
" dang dién tr
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V. MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

Thanh phin thé thirc va chi tiét

Vi du minh hoa

STT trinh bay Loai chir chiit Kiéu chir Phong chir Times New Roman Co
chir
1 |Qudc hiéu va Tiéu ngit
- Qudc hiéu Inhoa 12 -13 Pung, ddm | CONG HOA XA HOI CHU NGHIA VIET NAM | 12
- Tiéu ngit In thuong/13 - 14| Pung, dam Poc lap - Tw do - Hanh phic 13
- Dong ké bén dudi
2 Tén co quan, don vi ban hanh van
ban
- Tén co quan, don vi chi quan truc| Inhoa |12 -13 Ding UBND XA HONG PHONG 12
tiép
- Tén co quan, don vi ban hanh van | Inhoa |12 - 13| Pung, dam PHONG VAN HOA - XA HOI 13
ban
- Dong ké bén dudi
3 84, ky hiéu cua vin ban In thuong 13 Pung S6: 16/QD-UBND; s6: 12/UBND-VHXH 13
4 Bia danh va thoi gian ban hanh van [In thuong/13 - 14|  Nghiéng Hoéng Phong, ngdy 01 thang 07 ndam 2025 13

ban

Tén loai va trich yéu ndi dung van
ban

D01 vai van ban ¢ tén loai

1 C& chir trong cung mot van ban tang, giam phai thong nhat, vi du: Qudc hiéu ¢ chir 13, Tiéu ngit ¢& chit 14, dia danh va ngay, thang, nim vin ban c&
chir 14 hodc Quoc hiéu cd chit 12, Tiéu ngir c& chir 13, dia danh va ngay, thang, ndm van ban c¢& chir 13.
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- Tén loai van ban Inhoa |13 - 14| Pung, dam CHI THI 14
- Trich yéu néi dung In thuong|13 - 14| Pung, dam V@ cong tac chuyén doi sb 14
- Dong ké bén dudi

Dbi v6i cong van

Trich yéu ndi dung In thuong 12 - 13| Dulng V/v nang bac luong ndm 2025 12
Noi dung van ban In thuong/13 - 14| DPung Trong cong tac chi dao ... 14
G(‘j)m phén, chupng, muc, tiéu muc,

dieu, khoan, diém

- TUr “Phén”, “Chuong” va s0 thir tuln thuong 13 - 14| Pimg, dam Phian I Chuong I 14
cua phan, chuong

- Tiéu dé cua phan, chuong Inhoa |13 - 14| Pung, dam | QUY PINH CHUNG QUY PINH CHUNG 14
- T “Muc” va sb thir tu In thuong13 - 14| Ping, dam Muc 1 14
- Tiéu dé cua muc Inhoa |13 - 14| Pung, dam QUAN LY VAN BAN 14
- T “Tiéu muc” va sb thir tu In thuong 13 - 14| Ping, dam Tiéu muc 1 14
- Tiéu & cua tiéu muc Inhoa |13 - 14| Pimg, ddm QUAN LY VAN BAN PI 14
- Piéu In thuong 13 - 14| Pung, dam Piéu 1. Ban sao viin ban 14
- Khoan In thuong 13 - 14|  Dulng 1. Céc hinh thtrc ... 14
- Piém In thuong13 - 14 Pung a) Bdi véi.... 14
Gom phﬁn, muc, khoan, diém

- TUr “Phan” va s6 thir tu In thuong 13 - 14| Ping, dam Phén I 14
- Tiéu dé ciia phan Inhoa |13 - 14| Pung, dam TINH HINH THU'C HIEN NHIEM VU... 14
- Sb thir ty va tiéu dé cua muc Inhoa |13 - 14| Pung, ddm [I. NHUNG KET QUA... 14
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nhan van ban

- Khoan:
Trudng hop co tiéu dé In thuong 13 - 14| Pung, ddm 1. Pham vi va doi twong 4p dung 14
Trudng hop khong c6 tiéu dé In thuong 13 - 14|  DPimg 1. Quyét dinh nay co6 hiéu lyc thi hanh ké tir ngay... 14
- Piém In thuong 13 - 14|  Dtng  |a) Dbi vai.... 14
Ch@c vy, ho tén cua nguoi co thAm
quyén
- Quyén han ctia ngudi ky Inhoa |13 - 14| Pung, ddm | TM. UY BAN NHAN DAN | KT. TRUONG PHONG | 14
- Chirc vu cila nguoi ky Inhoa |13 - 14| Pung, dam CHU TICH PHO TRUONG PHONG| 14
- Ho tén ctia ngudi ky In thuong 13 - 14| Pung, dam Nguyén Viin A Tran Vin B 14
Noi nhan
Tt “Kinh giri” va tén co quan, don [In thuong13-14| Ding 14
vi, ca nhan nhan van ban
- Gui mot noi Kinh giri: Uy ban nhan dan x4 14
- Gtri nhiéu noi Kinh gt 14
- Phong Kinh té;
- Van phong HDND & UBND x4;
- Phong Van hoéa — Xa hoi.
Tu “Noi nhan” va tén co quan, don
vi, ca nhan nhan van ban
- Ttr “Noi nhan” Inthuong 12 | Nghiéng, Neoinhin: Noi nhdn: (d6i v6i cong vin) 12
dam
- Tén co quan, t chirc, ca nhan In thuong 11 bing - Céc phong, co quan, - Nhu trén; 11




14

- Luu: VT, VHXH. - Luu: VT, VHXH.
9 Phu luc van ban
- Tt “Phu luc” va s thtr ty ctia phu [n thuong 14 | Ping, dam Phu luc | 14
luc
- Tiéu dé cua phu lyc Inhoa |13 - 14| Pung, dam BANG CHU VIET TAT 14
10 |D4u chi mtrc @6 khan Inhoa |13 - 14| Pimg, dam | BA TOC -] [ THUONG KHAN | [ KHAN ] 13
11 Ky hiéu nguoi soan thdo van ban valn thuong 11 Dbing PL.(300) 11
5O lugng ban phat hanh
12 Dia chi co quan, don vi; thu ’dién In thuong11 - 12 Pung S0 e 11
tr; trang thong tin dién tir; sO dién DT: Fax:
thoai: 5§ Fax e , e
E-Mail: ....................... , Website: ...........
13 (Chi d4n vé pham vi luu hanh Inhoa |13 - 14| Pung, dam YEM XONG TRA LAI H LUU HANH NO1 BO 13
14 S trang In thuong 13 - 14/  Pimng 2,7,13 14




Phan II
THE THUC VA KY THUAT TRINH BAY BAN SAO VAN BAN

I. BAN SAO SANG PINH DANG PIEN TU

1. Hinh thure sao

“SAO Y” hodc “SAO LUC” hoic “TRICH SAO”.

2. Tiéu chuan cta van ban sb hoa

a) binh dang Portable Document Format (.pdf), phién ban 1.4 tr¢ 1€n.

b) Anh mau

d) Ty 1¢ s6 hoa: 100%.

3. Hinh thtrc chir ky s6 clia co quan, don vi trén ban sao dinh dang dién tir

a) Vi tri: Goc trén, bén phai, trang dau ctia van ban, trinh bay tai 6 s6 14
Muc IV Phan [ Phu lyc nay.

b) Hinh anh chit ky s6 ctia co quan, don vi: Khong hién thi.

c) Thong tin: Hinh thirc sao, t€n co quan, don vi sao van ban, thoi gian ky
(ngay thang nam; gio phat gidy; mai gio' Viét Nam theo tiéu chuan ISO 8601)

dugc trinh bay bang phong chit Times New Roman, chir in thuong, kiéu chir
dig, c¢& chir 10, mau den.

II. BAN SAO SANG PINH DANG GIAY

1. Thé thirc ban sao sang dinh dang gidy

a) Hinh thire sao: “SAO Y” hoic “SAO LUC” hoic “TRICH SAO”.

b) Tén co quan, don vi sao van ban.

¢) S, ky hiéu ban sao bao gdm sb thir ty ding ky (dugc danh chung cho
cac loai ban sao do co quan, don vi thyc hién) va chir viét tat tén loai ban sao
theo Bang chix viét tat V?, mau trinh bay van bertnv ban 520 van ban tai Muc I Phu
luc IIT Nghi dinh nay. S6 duoc ghi bang chir s6 A Rép, bat dau lién tiép tu s6 01
vao ngay 01 thang 01 va két thic vao ngay 31 thang 12 hang nam.

d) Pia danh va thoi gian sao van ban.

d) Chirc vu, ho tén va chir ky ctia ngudi c6 tham quyén sao van ban.

e) Dau ctia co quan, don vi sao van ban.

g) Noi nhan.

2. K§ thut trinh bay ban sao sang dinh dang gidy

a) Cac thanh phan the thire ban sao dugc trinh bay trén cung mot to gidy
(kho A4), ngay sau phan cudi cling ctia van ban can sao dudi mot duong ké nét
lién, kéo dai hét chiéu ngang cua vung trinh bay vin ban.

~ b) Cac cum tr “SAO Y”, “SAO LUC”, “TRICH SAO” dugc trinh bay

bang chir in hoa, c& chit tir 13 dén 14, kiéu chir dung, dam.

c) Co chir, kiéu chit cua tén co quan, don vi sao van ban; 30, ky hi€u ban
sao; dia danh va thoi gian sao van ban; chuc vy, ho tén va chir ky ctia nguoi co
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tham quyén; Sléu cua co quan, dqn vi sao van ban va noi nhan dugc trinh bay
thep hudong dan cac thanh phan thé thirc van ban tai khoan 2, 3, 4, 7, 8, 9 Muc Il
Phan I Phu luc nay.

d) Mau trinh bay ban sao dinh dang gidy dugc minh hoa tai Phy luc III
Nghi dinh nay.

3. So d6 b tri cac thanh phan thé thic ban sao sang dinh dang gidy

a) Vi tri trinh bay cac thanh phan thé thuc

Osé6 Thanh phin thé thirc ban sao
1 : Hinh thtc sao: “SAO Y”, “SAO LUC” hoic “TRICH SAO”
2 : Tén co quan, don vi sao van ban
3 . S6, ky hiéu ban sao
4 : Dia danh va ngay, thang, ndm sao
5a, 5b, 5¢ : Chirc vu, ho tén va chit ky ctia nguoi c6 thim quyén
6 . DAu ctia co quan, don vi
7 : Noi nhan
b) So 6
20 -25 mm 1

A 4

PHAN CUOI CUNG CUA VAN BAN PUQC SAO

2 1

3 4
30-35mm 15-20mm
» . E—

a Sa

6
Se
5b l

20-25 mm
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Phu luc IT
VIET HOA TRONG VAN BAN HANH CHINH
(Kém theo Quyét dinh s6 /Ob-UBND ngay  thang 10 nam 2025
ciia Uy ban nhén ddn xa Hong Phong)

I. VIET HOA Vi PHEP PAT CAU
’ Viét hoa chﬁ;’ cai gif?lu am tiét thu ghét cua mot cau hoan chjnh: Sau diu
cham cau (.); sau dau cham héi (?); sau dau cham than (!) va khi xuéng dong.

II. VIET HOA DANH TU RIENG CHI TEN NGUOI

1. Tén nguoi Viét Nam

a) Tén thong thuong: Vié'tNho,a chir cai de‘jul tat ca cac am tiét cia danh tir
riéng chi tén nguoi. Vi du: Nguyén Ai Quoc, Tran Phu,...

, b) Tén hicu, tén goi nhan Ya_it lich str: Viét hga chir qéi dau tit ca cac Am
tiét. Vi du: Vua Hung, Ba Tri¢u, Ong Giong, Bac Ho, Cu Ho,...

2. Tén ngudi nude ngoai duoc phién am chuyén sang tiéng Viét

a) Truong hop phién 4m sang 4m Hén - Viét: Viét theo quy tic viét tén
nguoi Viét Nam. Vi du: Kim Nhat Thanh, Mao Trach DPong, Thanh Cat Tu
Han,...

b) Truong hop phién am khdng sang &m Han - Viét (phién am tryc ticp
sat cach doc cua nguyén ngir): Viét hoa chir cai dau am tiét thir nhat trong moi
thanh phan. Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen,...

I11. VIET HOA TEN PIA LY

1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duoc cau tao gitta danh tir chung (tinh, Xa) Vol

tén riéng cua don vi hanh chinh do: Vlet hoa chit cai dau cua cac 4m tiét tao
thanh tén riéng va khong dung gach néi. Vi du: xa Béac Son, tinh Lang Son,..

b) Truong hop tén don vi hanh chinh dugc ciu tao gitra danh tir chung két
hop véi chit s6, tén nguoi, tén su kién lich sir: Viét hoa ca danh tir chung chi don
vi hanh chinh d6. Vi du: Khbi phd Tién Hop 1, thon Pon Riéc 1..

¢) Trudng hop viét hoa dic biét: Thi d6 Ha Noi, Thanh phé HO Chi
Minh.

‘ d) Tén dia Iy dugc cau tao gitra danh tir chung chi dja hinh (séng, ddi, ndi,
ho, ...)

~ Truong hop danh tir chung chi dia hinh di lién v6i danh tir riéng: Khong
viet hoa danh tr chung ma chi viet hoa danh tir riéng. Vi du: chg Bac Son, song
Hong...

d) Tén dia Iy chi mot ving, mién, khu vuc nhat dinh dugc cau tao béng tur
chi phuong hudng ket hop voi tur chi phuong huong khac: Viét hoa chir cai dau
clia tat ca cac am tiét tao thanh tén goi. Poi vai tén dia 1y chi ving, mién riéng
duogc cdu tao bang tur chi phuong huong két hop v6i danh tur chi dia hinh thi viét
hoa céc chir cai dau moi am tiét. Vi du: Tay Bac, Pong Bac, Bac BJ,...
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2. Tén dia ly nudc ngoai dugc phién am chuyén sang tiéng Viét

a) Tén dia ly da dugc phién am sang &m Han - Viét: Viét theo quy tic viét
hoa tén dia ly Viét Nam. Vi du: Bac Kinh, Binh Nhudng, Phap, Anh,..

b) Tén dia ly phién am khong sang am Han - Viét (phién am truc tiép sat

cach doc cua nguyén ngir): Viét hoa theo quy tic viét hoa tén ngudi nudc ngoai
quy dinh tai diém b khoan 2 Muc II Phu luc nay. Vi du: Mat-xco-va, Men-bon,...

IV. VIET HOA TEN CO QUAN, PON VI

1. Tén co quan, t6 chirc ciia Viét Nam

a) Viét hoa chit cai diu cua cac tir, cum tir chi loai hinh co quan, don Vi‘;
churc néng, linh vuc hoat dong cua co quan, don vi. Vi du: Ban Chi dao ,Xé Ve
Phong chong tham nhiing, Van phong HDND va UBND, Phong Kinh te, Hoi
dong nhan dan x& Bac Son, S& Noi vu,...

b) Truong hop viét hoa dic biét: Ban Chap hanh Trung uwong Pang Cong
san Viét Nam, Van phong Trung wong bang,...

2. Tén co quan, t6 chirc nudc ngoai

a) Tén co quan, t6 chirc nudc ngoai di dich nghia: Vlet hoa theo quy tic

Vlet tén co quan, t6 chirc cua Viét Nam. Vi du: Lién hop quéc (UN), T6 chirc Y
té thé giéi (WHO),...

~ b) Tén co quan, t6 chirc nudc ngoai duoc sir dung trong van ban ¢ dang
viét tat: Viét bang chir in hoa nhu nguyén ngit hodc chuyén tu La-tinh néu
nguyén ngit khong thuoc hé La-tinh. Vi du: WTO, UNDP, UNESCO,
ASEAN,...

V. VIET HOA CAC TRUONG HQP KHAC

1. Danh tir thudc truong hop dac biét: Nhan dan, Nha nudec.

2. Tén cac huan chuong, huy chuong, cac danh hi¢u vinh duy: Viét hoa
chit cai dau cua cac am ti€t cua cac thanh phan tao thanh tén riéng va cac tu chi
thir, hang. Vi du: Huan chuong Sao vang, Ngh¢ si Nhan dan, Anh hung Lao
dong,...

3. Tén churc vu, hoc vi, danh hi¢u: \{iét hoa tén chitc vu, hoc vi néu di lién
vl tén pgubi cu thé. Vi du: Chu tich Quoc hoi, Thu tuéng Chinh phu, Gido su
Ton That Tung,...

4. Danh tr chung da riéng hoa

Viét hoa chir cai dau cua tir, cum tur chi tén goi do trong truong hop dung
trong mgt nhan xung, dimg ddc 1ap va thé hién sy tran trong. Vi du: Bac, Nguoi
(chi Chu tich H6 Chi Minh), Bang (chi Pang Cong san Viét Nam),...

5. Tén cac ngay 18, ngay ky niém: Viét hoa chir cai dau ciia am tiét tao

thanh tén goi ngay 18, ngay ky niém. Vi du: ngay Qudc khanh 2-9, ngay Tong
tuyén ctr dau tién, ngay Qudc té Lao dong 1-5, ngay Phu nit Viét Nam 20-10,..

6. Tén cac loai vin ban: Viét hoa chir cai dau cia tén loai van ban va chit
cai dau cua am ti€t thir nhat tao thanh tén goi ctia van ban trong truong hop nodi
dén mot van ban cu thé. Vi du: B6 luat Hinh sy, Luat To chirc Qudc hdi,...
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7. Truomg hop vién dan phan chuong, muc, tiéu muc, diéu, khoan, dlem
cia mot vin ban cu thé thi viét hoa chit cai dau cua phan, chuong, muc, tiéu
muc, diéu.

Vi du:

- Cén ctr diém a khoan 2 Diéu 103 Muc 5 Chwong XII Phan I ctua Bo luat
Hinh su.

- Theo quy dinh tai diém a khoan 1 Piéu 24 Tiéu muc 1 Muc 1 Chuong
IIT cua Nghi quyét s6 351/2017/UBTVQH14.

8. Tén cac nam am lich, ngdy tét, ngay va thang trong nim

a) Tén cac ndm am lich: Viét hoa chir cai dau cua tit ca cac 4m tiét tao
thanh tén goi. Vi du: Ky Ty, Tan Hoi, Mau Tuat, Mau Than,...

b) Tén cac ngay tét: Viét hoa chir cai dau cua 4m tiét thir nhat tao thanh
tén goi. Vi du: tét Nguyén dan, tét Poan ngo, tét Trung thu. Viét hoa chir Tét
trong truong hop thay cho tét Nguyén dan.

¢) Tén cac ngdy trong tudn va thang trong nam: Viét hoa chir cai dau cta
am ti€t chi ngay va thang trong truong hop khong dung chit s6. Vi du: thir Hai,
thtr Tu, thang Nam, thang Tam,...

9. Tén cac su kién lich st va céac triéu dai: Viét hoa chit cai dau cua cac
am tiet tao thanh su kién va tén sy kién, trong truong hop co6 cac con s6 chi moc
thoi gian thi ghi bang chir va viét hoa chir d6. Vi du: Triéu Ly, Triéu Tran,
Phong trao X6 viét Ngh¢ Tinh, Cach mang thang Tam,...

10. Tén cac tac phrflm, sach béo, tap chi: Viét hoa chit cai dau cua am tiét
thtr nhat tao thanh tén tdc pham, sach bao. Vi du: tir dién Bach khoa toan thu, tap
chi Cong san,...
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Phu luc IIT

BANG CHU VIET TAT TEN LOAI, MAU TRINH BAY VAN BAN
HANH CHINH VA BAN SAO VAN BAN

/0P-UBND ngay

thang 10 nam 2025

ciia Uy ban nhén ddn xd Hong Phong)

|. BANG CHU VIET TAT TEN LOAI VAN BAN HANH CHINH VA

BAN SAO VAN BAN
STT Tén loai van ban hanh chinh Chir viét tit
1. INghi quyét (ca biét) NQ
2. Quyét dinh (ca biét) Qb
3. [Chi thi CT
4. Quy ché QC
5. |Quy dinh Qyb
6. [Thong cao TC
7. [Théng bao TB
8. |[Hudng dan HD
9. |Chuong trinh CTr
10. |Ké hoach KH
11. |Phuong an PA
12. [Pé 4n DA
13. Du an DA
14. |Béao céo BC
15. [Bién ban BB
16. [TO trinh TTr
17. Hop dong HD
18. |COng dién Cb
19. [Ban ghi nho BGN
20. [Ban thoa thuan BTT
21. (Giay uy quyén GUQ
22. (Gidy moi GM
23. (Giay gidi thiéu GGT
24. |Giay nghi phép GNP
25. [Phiéu gui PG
26. [Phiéu chuyén PC
27. [Phiéu béo PB
Ban sao van ban

1. Bénsaoy SY
2. |Ban trich sao TrS
3. [Bansao luc SL
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II. MAU TRINH BAY VAN BAN HANH CHINH, PHU LUC VA BAN
SAO VAN BAN

1. MAu trinh bay viin ban hanh chinh

Mau 1.1 Nghi quyét (ca biét)

Mau 1.2 |Quyét dinh (c4 biét) quy dinh truc tiép

Mau 1.3 |Quyét dinh (c4 biét) quy dinh gian tiép

Mau 1.4 Van ban c6 tén loai

Mau 1.5 Cong van

Mau 1.6 Cong dién

Mau 1.7 Gidy moi

Mau 1.8 |Gidy gi6i thiéu

Mau 1.9 Bién ban

Mau 1.10  |Gidy nghi phép

2. Miu trinh bay phu luc viin ban

Mau 2.1 Phy lyc van ban hanh chinh gidy

Mau 2.2 Phu luc van ban hanh chinh dién tir

3. Miu trinh bay ban sao viin ban

Mau 3.1 Ban sao sang dinh dang giéy

Mau 3.2 Ban sao sang dinh dang dién tir
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Mau 1.1 - Nghi quyét (ca biét)
TEN CQ, PV CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, PON V]2 Péc 1ap - Tw do - Hanh phiic
sé:  INQ-..c%.. . 4., NQAy ...... thang .... ndm
NGHI QUYET
ooooooooooooooo 5...............
THAM QUYEN BAN HANH
Can cur ;
(0071 W A )
QUYET NGHI
6
........................................................................................ /.
N Ba.... QUYEN HAN, CHUC VY CUA
S : NGUOI KY
-Luu: VT, ...7"...8

(Chit ky cua nguoi co tham quyén,
dau/chit ky so cua co quan, don vi)

Ho va tén

Ghi cha:

1 Tén co quan, don vi chi quan truc tiép (neu co).

2Tén co quan, don vi ban hanh Nghi quyét.

3 Chir viét tit cia co quan, t6 chirc ban hanh nghi quyét.

* bia danh.

5 Trich yéu n6i dung Nghi quyét.

® Noi dung Nghi quyét.

7 Chir viét tit tén don vi soan thao vin ban va s6 lwong ban luu (neu can)
8 Ky hiéu ngudi soan thao van ban va sb lugng ban phat hanh (néu can).
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MAiu 1.2 - Quyét dinh (c4 biét) quy dinh truec tiép
TEN CQ, PV CHU QUAN!  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, PON V]2 Poc 1ap - Tw do - Hanh phiic
sé:  /Qb-..%... . 4., NQAy ...... thang .... ndm
QUYET PINH
Ve viée ceuunennn. 2 eeereeerenenas
THAM QUYEN BAN HANH?®
Can cir .. 7
(@77 7o Y S

Theo dé nghl cua .

‘ QUYET PINH:
Pieul ... PR
DU ...
............. /.
Noi nhgn: QUYEN HAN, CHUC VU CUA
: Nhu Diéu.. ..;. NGUOI KY
-Luu: VT, .0 1 (Chir ky cua nguoi co tham quyén,
dau/chir ky so cia co quan, don vi)
Ho va tén
Ghi cha:

1 Tén co quan, don vi cht quan truc tiép (néu co).

2 Tén co quan, don vi hoac chttc danh nha nudc ban hanh Quyét dinh.

3 Chir viét tit cua co quan, don vi hodc chtrc danh nha nudc ban hanh Quyét dinh.

4 Pia danh.

> Trich yéu ndi dung quyét dinh,

6 Tham quyén ban hanh quyet dinh thugc vé nguoi dung dau co quan, don vi thi ghi chirc vu
ctia nguoi ding dau; néu thim quyén ban hanh quyét dinh thudc vé tap thé 1anh dao hodc co
quan, don vi thi ghi tén tap thé hodc tén co quan, don vi do.

7 Cac can ctr dé ban hanh quyét dinh.

8 Noi dung quyét dinh.

9 Chir viét tit tén don vi soan thao va sb lugng ban luu (néu cén).

10 Ky hiéu nguoi soan thao vin ban va sd lugng ban phat hanh (néu can).
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Mau 1.3 - Quyét dinh (quy dinh gian tiép)
TEN CQ, PV CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, PON V]2 Poc 1ap - Tw do - Hanh phuic
sé:  /Qb-..%... . 4., NQay ...... thang .... ndm ...
QUYET PINH
Ban hanh (Phé duyét) .......... 2 eeeenereeeans
THAM QUYEN BAN HANH?®
CON CUE oo e e e e e e e e e e e e e e e e e e e e e e et
Cancir .......... e e e e e e

THeo A6 NG CUA ... cv. e v oot e e e e e

‘ QUYET DINH: ,
Pieu 1. Ban hanh (Phé duyé¢t) keém theo Quyét dinh nay
5
AU ... /
Noi nhgn: QUYEN HAN, CHUC VU CUA
- Nhu Diéu....; NGUOI KY
-Luu: VT, .5 .. (Chir ky cua nguoi co tham quyén,

dau/chir ky so cia co quan, don vi)

Ho va tén

Ghi chu:

* Mau nay ap dung dbi véi cac quyét dinh (cé biét) ban hanh hay phé duyét mot vin ban khac.
1 Tén co quan, don vi chii quan tryc tiép (néu c6).

2 Tén co quan, don vi hodc chirc danh nha nudc ban hanh Quyét dinh.

3 Chir viét tat cua co quan, don vi hodc chirc danh nha nudc ban hanh Quyét dinh.

4 Pia danh

% Trich yéu noi dung quyét dinh.

6 Tham quyén ban hanh quyét dinh thudc vé nguoi ding dau co quan, don vi thi ghi chuc vu
clia nguoi dimg dau; néu thim quyén ban hanh quyét dinh thudc vé tap thé linh dao hodc co
quan, don vi thi ghi tén tap thé hodc tén co quan, don vi do.

7 Cac can ctr dé ban hanh quyét dinh.

8 Chir viét tit tén don vi soan thao va sb luong ban luu (néu c?m).

9 Ky hiéu nguoi soan thao vin ban va sd lugng ban phat hanh (néu can).
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Maiu van ban (dwgc ban hanh, phé duyét kém theo quyét dinh) d6i véi vin
ban giay
TEN CQ, PV CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, PON VI Pjc 1ap - Tu do - Hanh phiic
TEN LOAI VAN BAN
1

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

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

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

Ghi chu:
! Trich yéu noi dung ctia van ban.
286, ky hiéu, thoi gian ban hanh va tén co quan ban hanh caa Quyét dinh.

% Noi dung vin ban kém theo.



26

Mau vin ban (dwgc ban hanh, phé duyét kém theo quyét dinh) déi véi vin
ban dién tir
S6: ...%..., ngay/thang/nam; gio: phat: gidy®
TEN CQ, PV CHU QUAN  CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, PON VI Poc lap - Tw do - Hanh phuc

TEN LOAI VAN BAN

Ghi cha:

" Mau nay ap dung véi vin ban dién tir kém theo khong cling tép tin v&i ndi dung quyét dinh
ban hanh hay phé duyét

! Trich yéu néi dung ciia vin ban

2 Pbi véi van ban dién tir, khong phai dién thong tin vao cac vi tri nay.

3 Noi dung vin ban kém theo

* S6 va ky hiéu Quyét dinh ban hay phé duyét.

® Thoi gian ky sO clia co quan, to chirc (ngay thang nam; gio phut gidy; mai gio Viét Nam
theo ti€u chuan ISO 8601
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Miu 1.4 - Vin ban cé tén loai

TEN CQ, PV CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, PON VJ? Péc 1ap - Tw do - Hanh phiic
Sb:  /..3.-lA L2, Ngay .. thang .... nam
TEN LOAI VAN BAN®
||||||||||||||||||||||| 7.......................
---------------------------------------------- 8-.--o-o-o-o-o-oo-o-o-o-oo-oo-o-o-o-o-o--o-
....................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA
: ........... , NGU()‘I KY
-Luw VT, .5 .5 (Chit ky cua nguoi cé tham quyén,

dau/chir ky so ciua co quan, don vi)

Ho va tén

Ghi chu:

! Tén co quan, don vi chii quan tryuc tiép (néu co).

2 Tén co quan, t6 chirc hodc chirc danh nha nudc ban hanh vin ban.

® Chit viét tit tén loai vin ban.

4 Chit viét tat tén co quan, don vi hodc chirc danh nha nudc ban hanh van ban.

® Pia danh.

® Tén loai van ban

Mau nay ap dung chung dbi voi cac hinh thirc van ban hanh chinh c6 ghi tén loai gdm: chi thi,
quy ché, quy dinh, théng céo, thong bao, huong dan, chuong trinh, ké hoach, phuong an, dé
an, dy an, bao cao, to trinh, giay uy quyén, phiéu giri, phiéu chuyén, phiéu béo.

" Trich yéu n6i dung vin ban.

8 Noi dung vin ban.

% Chir viét tit tén don vi soan thao va sb luong ban luu (néu can).

10 Ky hiéu nguoi soan thao van ban va sb lugng ban phat hanh (néu can).
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MAiu 1.5 - Céng viin
TEN CQ, PV CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, PON VJ? Péc 1ap - Tw do - Hanh phiic
Sb: /.3 -lA L5, ngay ... thang .... ndm
VIv....... 6
Kinh gui e, ;

---------------------------------------------- 7-.--.-.-.-.-.-..-.-.-.-..-..-.-.-.-.-.--.-.-.-.--.
................................................................................................ /
Noi nhin: QUYEN HAN, CHUC VU CUA

: ........... , NGU()'I KY

-Luu: VT, .5 2 (Chit ky ciia nguoi co tham quyén,

dau/chiv ky s6 cia co quan, don vi)

Ho va tén

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

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

Ghi chu:

1 Tén co quan, don vi chii quan tryuc tiép (néu co).

2 Tén co quan, don vi hodc chirc danh nha nuéc ban hanh cong van.

3 Chir viét tit tén co quan, don vi hoac chirc danh nha nu¢c ban hanh cong van.
4 Chir viét tit tén don vi soan thao cong van.

® Pia danh.

6 Trich yéu noi dung cong vian.

" Noi dung cong vin.

8 Chir viét tit tén don vi soan thao va sé luong ban luu (néu cén)

% Ky hiéu ngudi soan thao van ban va sb lugng ban phat hanh (neu can).

10 Bia chi co quan, don vi; thu dién tir; trang thong tin dién tir; s6 dién thoai; s6 Fax (néu can).
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M4iu 1.6 - Cong dién

TEN CQ, PV CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, PON V]2 Péc 1ap - Tw do - Hanh phiic

S6: i /cp..3%... . 4., Ngay ..... thang .... ndm ...

CONG PIEN
............ 5..............
................................... 6 dién
T eesssecessesscassns 7 ............ .
e

........ /.
Noi nhin: QUYEN HAN, CHUC VU CUA
: ........... , NGUo‘I KY
-Luw: VT, .05 .5 (Chir ky ctia nguoi ¢ tham quyén,

dau/chit ky so cua co quan, don vi)

Ho va tén

Ghi cha:

! Tén co quan, don vi chii quan tryc tiép (néu c6).

2 Tén co quan, don vi hodc chitc danh nha nudc ban hanh cong dién.

3 Chit viét tit tén co quan, don vi hodc chirc danh nha nudc ban hanh cong dién.
4 Pia danh.

5 Trich yéu noi dung cong dién.

6 Tén co quan, don vi hodc chirc danh ctia ngudi dimg dau.

" Tén co quan, don vi nhan dién.

8Noi dung dién.

% Chir viét tit ciia don vi soan thao va sd luong ban luu (néu can).

10 Ky hiéu ctia ngudi soan thao vin ban va s6 luong ban phat hanh (néu can).
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MAiu 1.7 - Gidy moi
TEN CQ, PV CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, PON VJ? Péc 1ap - Tw do - Hanh phiic
S6: i /GM-..5... . 4., NQAy ...... thang .... ndm
GIAY MOI
............ 5..............
AR .. trn trong Kinh mot: ....ccooveveveieveiieceee, e,
TOH AU oo [P
0] 14 2
ThOT IAN: L e e
DA Q1M ..
8
................. /.
Noi nhin: QUYEN HAN, CHUC VU CUA
: ........... , NGU()‘I KY
-Luu: VT, ..°% .. (Chit ky cua nguoi co tham quyén,
dau/chir ky so ciua co quan, don vi)
Ho va tén
Ghi chu:

! Tén co quan, don vi chil quan tryc tiép (néu co).

2 Tén co quan, don vi ban hanh gidy moi.

3 Chir viét tit tén co quan, don vi ban hanh gidy moi.

4 Pia danh.

5 Trich yéu ndi dung cudc hop.

® Tén co quan, don vi hodc ho va tén, chtic vu, don vi cong tac ciia ngudi duge moi.
"Tén (ndi dung) cua cudc hop, hoi thao, hoi nghi, v.v..

8 Céc van dé can luu y.

% Chir viét tit ciia don vi soan thao va s6 luong ban luu (néu can).

10 Ky hiéu ctia ngudi soan thao vin ban va sd lugng ban phat hanh (néu can).
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Mau 1.8 - Giay giéi thi¢u
TEN CQ, PV CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, PON V]2 Péc 1ap - Tw do - Hanh phiic
Sb: i /GGT-..3%... . 4..,NQay ...... thang .... ndm ...
GIAY GIOI THIEU
............ 2. ...........trAn trong gidi thiéu:
ONG (DA) ..ovoviiiii T
ClC VU o

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

Pé nghi Quy co quan tao diéu kién dé éng (ba) co6 tén ¢ trén hoan thanh
nhiém vu.

Gidy nay c6 gia tri dén hét ngay

......................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA
- Nhu trén; NGUO‘I KY'

- Luu: VT. . .
(Chit ky cua nguoi co tham quyén,
dau/chir ky so ciua co quan, don vi)

Ho va tén

Ghi chu:

1 Tén co quan, don vi cha quan truc tiép (néu c6).

2 Tén co quan, don vi ban hanh vian ban (cip gidy gi6i thiéu).

3 Chit viét tit tén co quan, don vi ban hanh van ban.

4 Pia danh.

® Ho va tén, chirc vu va don vi cong tac ctia ngudi duoc gidi thiéu.

® Tén co quan, t6 chtrc duoc gidi thiéu toi lam viéc.
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MaAu 1.9 - Bién ban

TEN CQ, PV CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, PON VI? Poc lap - Tw do - Hanh phuc

BIEN BAN
Thoi gian bat GAU: ......ooveei e

DA Q1M ..
Thanh phan tham du: ...... ...

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

oooooooooooooooooooooooooooooooooooooo

Chu tri (Chi t0a): ..o e e e
Thu ky (ngudi ghi bién ban): ..o
Noi  dung (theo dién bién cudc hop/hdt  nghi/hdi  thao):

N \

Cudc hop (hoi nghi, hdi thao) két thac vao ... gio ...., ngay .... thang ....
nam ..../.

THU KY CHU TOQA
(Chit ky) (Chit ky ciia nguwoi ¢é tham quyén

ddu/chir ky sé ciia co quan, don vi
(néu co))®

Ho va tén

Ho va tén

Noi nhgn:

- Luu: VT, HO so.

Ghi chu:

! Tén co quan, don vi chii quan truc tiép (néu co).

2 Tén co quan, don vi ban hanh vin bén.

3 Chir viét tit tén co quan, don vi ban hanh van ban.
4 Tén cudc hop, hoi nghi, hoi thao.

5 Ghi chirc vu chinh quyén (néu can).
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MAiu 1.10 - Gidy nghi phép
TEN CQ, PV CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, PON V]2 Péc 1ap - Tw do - Hanh phiic
S6: i /GNP-..3... . 4., NQay ...... thang .... nam
GIAY NGHI PHEP

Xét Pon d,é nghi nghi phép ngay ................ cua ong (ba)

............. 2.... cap cho:
ONG (DA): +.vveeeeee e, S
ChliC VU oo
buoc nghi phép trong thoi gian.......... ké trngay............ dén hét ngay

T e B

Noi nhén: QUYEN HAN, CHUC VU CUA
- ; NGUOI KY

(Chir ky cua nguoi co tham quyén,
dau/chir ky so cia co quan, don vi)
Ho va tén
Xdc nhdn cua co quan (don vi)
hodac chinh quyén dia phwong noi
nghi phép (néu can)

(Chit ky, ddu)
Ho va tén

Ghi cha:

! Tén co quan, don vi chu quan tryc tiép (néu co).

2 Tén co quan, don vi cép gidy nghi phép.

3 Chir viét tit tén co quan, don vi cAp gidy nghi phép.

4 Pia danh.

5 Ho va tén, chirc vu va don vi cong tic ciia ngudi dugc cip gidy phép.
® Noi nghi phép

" Thoi gian nghi phép theo Luat lao dong (nghi hang nim co6 luong hodc nghi khong hudng
lrong hodc nghi viéc riéng ma van huong nguyén luong ...).

8 Nguoi dugc cap gidy nghi phép.

% Chir viét tit ciia don vi soan thao va s6 luong ban luu (néu can).
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Mau 2.1 - Phu luc vin ban hanh chinh giay

Phu luc .......
llllllllll 2............
(Kém theo Viin ban s6..3.... ngay..*... thang..*... nam ..* ciia ..5......)

Ghi chu:

184 tht tu cta Phu luc.

2 Tiéu d¢ ctia Phu luc.

386 va ky hiéu ctia van ban

* Thoi gian ban hanh vin ban.

5 Tén co quan, tO chitc ban hanh vin ban.

® Noi dung cia Phu luc.
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Miu 2.2 - Mau Phu luc viin ban hanh chinh dién ti *

S6: ...5...; ngay/thang/nam; gio: phut: gidy °
1

Ghi cha:

*Mau nay ap dung vdi van ban dién tir c6 phu luc khong cung tép tin véi ndi dung van ban.
186 thir tu caa Phu luc.

2 Tjéu dé cua Phu luc.

3 Péi v6i van ban dién tir, khong phai dién thong tin tai cac vi tri ndy.

4 Tén co quan, don vi ban hanh vin ban.

5S4 ky hiéu van ban.

® Thoi gian ky sO ciia co quan, don vi (ngay, thang, nam; gio, phat, gidy; mdi gio Viét Nam
theo tiéu chuan ISO 8601)

"Noi dung cta Phu luc.
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MaAu 3.1 - Ban sao sang dinh dang giz‘iy

TEN CQ, TC CHU QUAN

CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, PON VI Poc 1ap - Tw do - Hanh phiic
Sb: ... [ooii ,NQAY ... thang ..... ndm ...
TEN LOAI VAN BAN
....................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA
: ........... , NGU()‘I KY
- Luu: VT: ....... (Chit ky ciia nguoi c6 tham quyén ddu ciia
co quan, don vi ban hanh van ban)
Ho va tén
TEN COQUAN,PON ... Lo
VI?
So:.8./A4 . 6., ngay ... thang .... nam .....
Noi nhin: QUYEN HAN, CHUC VU CUA
: ........... , NGU"()’I KY?
- Luu: VT? (Chit ky ciia nguoi cé tham quyén, dau cia co

quan, don vi thuc hién sao van ban)

Ho va tén

Ghi chu:

! Hinh thtc sao: “SAO Y” hodc “SAO LUC” hoic “TRICH SAO”.
2 Tén co quan, don vi thuc hién sao vin ban.

3 S6 ban sao.
4 Ky hiéu bén sao.

% Chir viét tat tén co quan, don vi sao vin ban.

® Pia danh.

" Ghi quyén han, chirc vu ctia ngudi k¥ ban sao.
. 5 e
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Miu 3.2 - Bin sao sang dinh dang dién tir

.12, ngay/thiang/niam; gio: phut: gidy *
TENCQ,PVCHU  CQONG HOA XA HQI CHU NGHIA VIET NAM
QUAN Doc 1ap - Tw do - Hanh phuc
TEN CO QUAN, bV
SH: ... [eccee ,NQay ...... thang ..... nam ...
TEN LOAI VAN BAN
.......................................................................................... /.
Noi nhgn: QUYEN HAN, CHUC VU CUA
: ........... , NGU()‘I KY
- Luu: VT, ... (Chit ky cua nguoi co tham quyéen,
dau cia co quan, don vi ban hanh
van ban)

Ho va tén

Ghi chu:
! Hinh thtrc sao: “SAO Y” hodc “SAO LUC” hodc “TRICH SAO”.
2 Tén co quan, don vi thyuc hién sao vin ban.

3 Thoi gian ky s0 cua co quan, don vi thyc hi¢n sao van ban.



(Kém theo Quyét dinh soA:

MAU VE QUAN LY VAN BAN
/0OP-UBND ngay
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Phu luc IV

~ thang 10 nam 2025
cua Uy ban nhdn dan xa Hong Phong)

I. MAU SO PANG KY VAN BAN bI

1. Bia va trang dau

TEN CO QUAN CHU QUAN TRUTC TIEP
TEN CO QUAN/PON VI

SO PANG KY VAN BAN PI

Nam: ...............

........

Quyén so: ....

2. Noi dung dang ky van ban di

Tbi thiéu gom 10 nodi dung;

S0, ky| Ngay |Tén loai va Noi | Ponvi, | (s

hi¢u | thang | trich yéu |Ngwoi|nhan| nguwoi Ngay | Ky |Ghi
< < e . < A lwgng z ~ .
van | van | ngi dung ky | van | nhan .= [chuyen nhan|chu
X X X 12 X R ban

ban | ban van ban ban | ban luu

L | @ (©) 4 6 6 | O 6 |9 (10
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II. MAU BIA VAN BAN

Biéu tuong cia TEN CO QUAN, TO CHUC
co quan (Neu €0) pio chi

bién thoai: ............... Fax: ................

E-mail: ................ Website: ...

S&/ky hibu VAN BAN: ..o

Kinhgwi: ...................ccoiiiiiiiiil.

I1I. MAU SO GUI VAN BAN PI BUU PIEN
1. Bia va trang dau
TEN CO QUAN CHU QUAN TRUTC TIEP
TEN CO QUAN/PON VI

SO GUT VAN BAN PI BUU PIEN

Nam: ................
Tw ngay ........ denngay .............
Twso......... den SO ......cccoevvveeann..
Quyén so: ....

2. Noi dung dang ky gtri van ban di buu dién

Tbi thiéu gdm 06 ndi dung:

Ngay | S6, ky hiéu

S6 lwong| Ky nhan va | Ghi
chuyén | van bian

bi  |d4u bwu dién| chd

1) (2) ©) (4) ©) (6)

Noi nhan van ban
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IV. MAU SO SU DUNG BAN LUU

1. Bia va trang dau

TEN CO QUAN CHU QUAN TRUTC TIEP
TEN CO QUAN/PON VI

SO SU DUNG BAN LUU

Nam: .......

Tw ngay ... ..... dén ngay ...............

T so ....... denso ............

Quyén so: ....

2. Noi dung dang ky st dung ban luu

Tbi thiéu gdm 09 ndi dung:

Ho tén 1S6. kv hidu Tén loai va S6 va Nguoi
Ngay | 25 }1’:hér.1 trichyéu | ky | Ky |Ngay| cho |Ghi
thang & gay g ndi dung | hiéu | nhan| tra |phép si| chu

dyng | van ban van ban | HS dung

1) ) 3) (4) G| 6 | @O | 6 |©
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V. MAU DAU “PEN”: duogc khic sén, hinh chit nhat, kich thuéc 35mm x

50mm
50 mm
TEN CO QUAN, TO CHUC
e SO

DEN INEAY? eeeeriacosasssnsans

35 mm

Chuyén:....................
S6 va ky hi¢u HS:..........

VI. MAU SO PANG KY VAN BAN DEN
1. Bia va trang dau

TEN CO QUAN CHU QUAN TRUTC TIEP
TEN CO QUAN/PON VI

SO PANG KY VAN BAN DEN

Nam: .......

Tw ngay ... ..... dén ngay .................

T so ....... denso .............

Quyén so: ....

2. Noi dung dang ky vin ban dén

Tbi thiéu gom 10 ndi dung:

Ngay |Tén loai va| Pon vi

Ngay | S6 | Tac 50, ky thang | trich yéu | hoic | Ngay | Ky | Ghi
){ f( 2 hleu Van b4 Ae N o R A 7
dén | den | gia ban van | ndi dung | ngwoi | chuyén |nhan| chu

ban | van bin | nhén

WD 1A[B] @& | (B (6) (7) @) | (9 |10




42

VIl. MAU PHIEU GIAI QUYET VAN BAN DPEN

TEN CO QUAN, PV  CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

......... , hgay ... thang ... nam ...

PHIEU GIAI QUYET VAN BAN DEN

(Tén loai; s6 va ky hiéu; ngdy, thang, ndm; co quan ban hanh va trich yéu noi
dung van ban dén)

1. Y kién cta lanh dao co quan, don vi

- Giao don vi, ca nhan chu tri;

- Giao céac don vi, c4 nhan tham gia phdi hop giai quyét van ban dén (néu co);
- Thoi han giai quyét ddi vai mdi don vi, ca nhan (néu co);

- Ngay thang cho y kién phan phdi, giai quyét.

2.Y kién cua lanh dao don vi

- Giao cho c4 nhan; thoi han giai quyét ddi véi ca nhan (néu co);

- Ngay, thang, nam cho ¥ kién.

3.Y kién dé xuat ciia ngudi giai quyét

- Y kién dé xuat giai quyét van ban dén cia ca nhan;

- Ngay, thang, nim dé xuat ¥ kién.
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VIIL. MAU SO THEO DOI GIAI QUYET VAN BAN DEN

1. Bia va trang dau

TEN CO QUAN CHU QUAN TRUC TIEP
TEN CO QUAN/PON VI

SO THEO DOI GIAI QUYET VAN BAN PEN

Nam: .......

Quyén so: ....

2. Noi dung ding ky theo ddi giai quyét van ban dén

Tbi thiéu gdm 07 ndi dung:

Tén loai, so0, ky hi€u,

£ . AR Ponvi | Thoi |Tién dd|S0, ky hiéu| -, .

So | ngay, thing va ténco | . .. cae s 1 .| Ghi

£ A . . hoac nguwoi han giai| giai |van ban trd| _ .

dén [quan, don vi ban hanh "than uvat avét 1oi chu
van ban : quy y

) ) ®3) (4) () (6) ()
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Phu luc V
LAP HO SO VA GIAO NOP HO SO, TAI LIEU VAO LUU TRU
CO QUAN
(Kém theo Quyét dinh s6 ~ 10P-UBND ngdy  thang 7 ndm 2025
ciia Uy ban nhén ddn xd Hong Phong)

I. XAY DUNG DANH MUC HO SO

Danh muc h6 so gom céac thanh phan: Cac d€ muc, s6 va ky hiéu cua ho
s0, tiéu dé ho so, thoi han bao quan cua ho so, nguoi 1ap ho so.

1. Bé myc trong Danh muc hd so duge xay dung theo co cau to chuc (tén
cac don vi trong co quan, don vi) hodc theo linh vyc hoat dong (tén cac linh vuc
hoat dong chu yéu cua co quan, don vi). Trong timg dé muc lon dugc chia thanh
cac dé muc nho tuong Umg vo1 tén cac don vi (theo co ciu tb chirc) hodc chia
thanh cac mit hoat dong (theo linh vuc hoat dong). Trong cac dé muc nhd, trat
tur cac ho6 so duoc sip xép theo nguyén tac tir chung dén riéng, tir tong hop dén
cu thé.

Céac dé muc 16n dugc danh sd lién tuc béng chir s6 La Ma. Cac dé muc
nho (neu c0) trong tung dé muyc 16n duogc danh so riéng bang chir sé A Rap. Chir
viét tat cua cac dé muc 16n trong Danh muc hé so do co quan, don vi quy dinh
nhung can ngin gon, dé hiéu.

2. S0, ky hi¢u cua hd so bao gém: S6 thir ty (dugc danh béng chir sb A
Rap) va ky hi¢u (bang cac chir viét tat) cua dé muc lon.

Viéc danh s6 hd so c¢6 thé ap dung mot trong hai cach sau: S6 cua hd so
dugc danh lién tuc trong toan Danh muc, bat dau tir s6 01 hodc s6 cua ho so
dugc danh lién tyc trong pham vi timg dé myc 16n, bat dau tir s6 01.

3. Tiéu dé hd so: Can viét ngin gon, rd rang nhung phai khai quat duoc
ndi dung cua cdc van ban, tai liéu s€ hinh thanh trong qua trinh theo doi, giai
quyét cong vi¢c.

4. Thoi han bao quan cta hd so duge xac dinh theo quy dinh hién hanh:
Vinh vién hodc thoi han bang s6 nam cu thé.
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I1. MAU DANH MUC HO SO ( ban méu)

TEN CQ, BV CHU QUAN
TEN CO QUAN, TO CHUC

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

DANH MUC HO SO
Nam ...
(Kém theo Quyét dinh s6 ... ngay ... thang ... ndm........ cud......... )
Thoi
6 va kv hié \ sy i Ghi
50 VaAky higu Tén dé muc va tiéu dé ho so hz_}n P (m;V! ,
ho so : bao | lap ho so chu
‘ quan
I. TAI LIEU I-I()I DNONG NHAN
DAN XA
Télirliéu cua Quodc hoi, iy ban Thuong vu Vinh VP HDND
I-HDND  Quoc hoi va Thuong truc HDPND tinh vidn va
huong dan hoat dong cia HDND xa UBND/H
Chuong trinh, ké hoach hoat dong hﬁng Vinh VP HPND
2-HPND y A1, ~ X va
nam, nhi¢m ky cuia HDND xa vién UBND/H
‘ ‘ Vinh VP HDND
3-HDND  HO0 so vé cac ky hop HDND xa vidn va
UBND/H
Tai liéu téng két hoat dong hé“mg nam, | Vinh VP HPND
4-HDBND A N ~ X va
nhiém ky cua HDND xa vién UBND/H
Tai lidu théng ké sé luong va chét lugng | Vinh | ¥ @ HPND
SHDND o Bai bidu HDND x4 ién va
cua Dai bicu vie UBND/H
Tai lidu, phim dnh, bang ghi am, ghi hinh | Vinh | ' © LPND
6-HDND - .A \ ~ X va
nhitng su kién quan trong cua HDND xa vién UBND/H
, Vinh VP HBND
7-HDND  [Téap luu Nghi quyét HDND xa G va
M UBND/H
Tai }1¢u }fe bau cur ch}fc daﬂnh thl;}()C thg:m ) VP HDND
s-HpND  [uyén cua HDND x&; phé chuan, mién | Vinh va
nhiém, bﬁi nhiém két qua bau ct cua| vién UBND/H
HDND cap dudi
Chuong trinh, ké hoach giam sat, két luan Vinh VP HDND
9-HDBND  [ctia Thuong truc HDND xa va cac Ban cua vidn va
HDND xa UBND/H
Vi | VP HPND HO so
10-HDBND vidn va du kién
UBND/H phat
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sinh
II. CONG TAC LANH PAO, CHI
PAO CHUNG CUA UBND XA
Tai liéu cia UBND til}h, UBND X,é chi Vinh VP
1- CbC dao truc ti€p vé€ cac van d¢ kinh té - xa X HDND va
hoi ciia XA Vi | uBNDH
H6 so vé xdy dung chuong trinh, ké Vinh VP
2-CBC  hoach, bao cao cong tac cia UBND x& X HDND va
hing ndm Vi | uBND/H
3-CBC Ho so x€1~y dung Quy ché lam viéc cua V?gh HD\I\/I]P) vV
UBND xa vien | N p/H
Ho so kiém tra tinh hinh chi dao, thyc Vidh VP
4- CBC  hién cac ché do, quy dinh, chuong trinh X HDND va
vé cac vén dé kinh té - xa hoi cua xa. Vi | uBNDH
Hé SO, "[E‘li liéu vé cac ky hop, hdi nghi /P
5. CPC tong lfet cong tag cua ‘UBND xa; Ky V}Sh HDND Vi
hop ciia UBND xa, Thuong tryc UBND | vién UBND/H
Xa (thuong ky, bat thuong)
Ho so vé t0 chire cac hoi nghi nhan dip VP
o-cpc |9 ém cieneby 1€ o e e ] VIR | o g
ia XA : ’ ’ UBND/H
Thong béo két qua, ¥ kién két luan cac
cuoc hop thuong ky, bat thuong va VP
7-CBC  cudc hop giao ban hang thang cua | 20 nam | HDND va
UBND x4, Thuong truc UBND xa, cta UBND/H
Chu tich va cac Phé Chu tich UBND xa
Tai liéu vé hoat dong cua Linh dao /P
8- CPC UB;ND; Xa (l‘).ao cdo, giai {rznh,N tra loi V}Eh HDND Vi
chat van, bai phat biéu cua Lanh dao | vién UBND/H
Xa tai cdac sy kién lon).
VP dljrok?gn
9- CbC HBbNDva | hat
uBND/H | P
sinh
VP | ien
10- CBC HDbNDva | hat
uBND/H | P
sinh

I11. VAN PHONG HDND VA UBND
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XA

1. Van thw, lvu trir

Cac tap luu van ban di cuia UBND xa: Vinh VP
1- VP Van ban quy pham phap luat; Van ban X HDND va
hanh chinh VI UBND/H
9. VP H(i) SO ‘Vé l:cf\p, :ban hanh DNanh muc bi V.T£1h HD\I\/IE) Vi
mat nha nudc cia UBND xa vién UBND/H
3.VP Sé dqéng ky Vﬁl’leéIl quy pham phap luéat V.Tgh HD\I\/I]P) v
di cua UBND xa vien | yeND/H

VP di(i(isgn
4- VP HDND va p hat
UBND/H sinh
2. Quan tri, tai vu

Ho so quy ché, quy dinh vé ché do ké Vinh VP
5-VP toan cia Van phong HDND va UBND vidn HDND va
Xa UBND/H
6 VP Béo ce’to~ ta}i chjnh cua Van phong V.Tgh HD\I\/HP) Vi
UBND xa hang nam vien | eND/H
B4o cdo quyét toan thu chi ngan sach 9 VP 5
VP Lia Van phong HDND va UBND xa | 20 nam }LIBEB /\I/—?

A R s . VP
8-\/p \I;I; J(BY 1N<gmx atoan tai Van phong HDND 20 nim | HDND va
UBND/H

VP
9- VP S6 sach ké toan céc loai 20 nam | HDND va
UBND/H
Chimg tir ké todn sir dung truc tidp dé | N
10-VP R o R A 20 nam | HDND va
chi sO ke toan va 1ap bdo cdo tai chinh UBND/H

T A X , VP
11. VP é?lsgglég((eﬁ‘;(ilan lién quan dén thanh ly 20 nim | HDND va
' UBND/H
Ho so thanh 1y, bién ban ban giao tai 9 VP 5
12-vP san c6 dinh cua ’UBND Xa 20 ndm | HDND va
' UBND/H

Bao cio tong hop kiém ké va danh gia VP
13- VP lai tai san cd dinh, dot xuét cia UBND | 20 nam | HDND va
Xa UBND/H
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Tai liéu ké toan dung cho quan ly diéu
hanh thuc & nja UBND xa VP
14.yp  [1anh Twong xuyen cua LIBEY AL 5 pim | HDND va
nhung khong st dung truc ti€ép ghi so
R ot ot N TA LA ot oexr 1 UBND/H
ké toan va 1ap bdo cdo tai chinh
« K <A . [ A A VP
15.vp  Fhieu thu, Phidu chi, Phitu xuit nhdp | 5 o0y | o va
o khong ap chung tir ké toan UBND/H
A X Vinh VP
16- VP Bao cao kiém ké tai san cO dinh X HDND va
Vi | uBNDH
HO so vé cong tac qudc phong toan dan VP
17-yp |0 S TE SONE Tae Aues pRong | 10 ndm | HDND va
quan Wrve coqu UBND/H
HO so vé cong tac bao vé tru sé co quan VP
18-VP RN SO Vet U3\ 10 nam | HDND va
UBND/H
HO so vé cong tac phong chay va chira VP
19- VP chay, phong chong thién tai... cua |10 nam | HDND va
UBND xa UBND/H
Theo
HO S st d an hanh 6 6. ma tudi VP
20-\/P 0 5o v sir dung, van hanh 0 t0, mdy | ol | oip s
moc, thiét b1 cua UBND xa tho
.z .| UBND/H
thiét bi
HO so
VP du
21-VP HDPNDva | kién
UBND/H | phat
sinh
Danh muc hd sonay co ........ hd so, bao gom:

oooooooooooo

oooooooooooo

....... ho so bdo quan vinh vién;

....... h6 so bao quan c6 thoi han.
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III. MAU MUC LUC HO SO, TAI LIEU NQP LUU
TEN CQ, PON VI CHU CONG HOA XA HOI CHU NGHIA VIET NAM
_ QUAN Doc lap - Tu do - Hanh phic
TEN PON VI !

MUC LUC HO SO, TAI LIEU NOP LUU
2

Nam ...
% o SO, KY hiGu| .. 2.2 Thoi gian | Thoi han | SO t6%/S6 | Ghi
S0 TT hoso | Lieudehosol .. licu | bdao quan | trang* | chi
(1) (2) ©) (4) () (6) ()
Muc luc nay gom: ...........ocounn..... hé so (don vi bao quan).
Vit DANG ChT: ..o, hd so (don vi bao quan).
........... , ngay.......thang.....nam....

Neguwoi lap

(Ky va ghi ro ho va tén, chirc vu

! Tén don vi ndp luu ho so, tai licu.

2 Thoi han bao quan: Bao quan vinh vién hodc bao quan cé thdi han. Muyc luc hd so, tai liéu
bdo quan vinh vién va Muc luc hd so, tai liéu bao quan c6 thoi han dugc 1ap riéng thanh 02
Muc luc khac nhau. Déi v6i Muc luc hd so, tai liéu bao quan vinh vién bo cot thai han bao
quan.

% Ap dung dbi véi van ban gidy.

* Ap dung ddi véi van ban dién tir.

IV. MAU MUC LUC VAN BAN, TAI LIEU TRONG HO SO °
MUC LUC VAN BAN, TAI LIEU

Nam ...

Tén loai va

Sf’)’ ky A Z r A Ae r L by A
STT |hiéu vin Ngay :[hang trich yeuvn(.)l ’l:ac g}a To so/ ;Frang Ghi chd
M nam van ban| dung van | van ban i}
ban >
ban
L | @ 3) (4) () (6) ()

5 Ap dung cho ho so ¢ thoi han vinh vién.
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V. MAU BIEN BAN GIAO NHAN HO SO, TAI LIEU
TEN CQ, TC CHU QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, TO Poc 1ap - Tw do - Hanh phlc
CHUC
....... ,ngay .....thang ........ nam ... ...
BIEN BAN

Giao nhén ho so, tai li¢u

Can cu Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cia
Chinh phu vé cong tac van thu;

Can cu ..... (Danh muc hé so nam..., Ké hoach thu thap tai liéu...),

Chung toi gom:

BEN GIAO: (#én cd nhan, don vi giao ndp hé so, tdi liéu)

ONG (D) e,

ChUrc VU CONE tAC: ..ot

BEN NHAN: (Luu triv co quan)

ONG (DA): e

ChUrc VU CONE tAC: . .viti i e e e

Théng nhat 14p bién ban giao nhén tai liéu véi nhimg ndi dung nhu sau:

1. Tén khoi tai Hu 10 NOP: «.oevveeeen et

2. Thoi gian ctia ho S0, tA1 U +..vueveneee et

3. S6 luong tai lidu:

a) D6i voi ho so, tai lidu gidy

= TONE SO NOP (CAD): -

- Tong s6 ho so (don vi bao quan): ............ Quy ramét gia: ...... mét.

b) Péi v6i ho so, tai lidu dién tir

S TONE SO N0 SOT v

- TONg $6 t&p tin trong N0 SO% ... ovvniee et

4. Tinh trang tai 11€U G1a0 NOP: ..evvvreiiie e e

5. Muc luc ho so, tai liéu nop luu kém theo.

Bién ban nay dugc 1ap thanh hai ban; bén giao gilt mot ban, bén nhén gitr
mot ban./.

PAI DIEN BEN GIAO PAI DIEN BEN NHAN
(Ky va ghi ro ho va tén) (Ky va ghi ro ho va tén)
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Phu luc VI
HE THONG QUAN LY TAI LIEU PIEN TU
(Kém theo Quyét dinh sé6 ~ 10P-UBND ngdy  thang 10 nam 2025
ciia Uy ban nhén ddn xd Hong Phong)

QUY PINH POI VOI HE THONG QUAN LY TAI LIEU PIEN TU

I. NGUYEN TAC XAY DUNG HE THONG
1. Bao dam quan 1y van ban va hd so dién tir ciia co quan, don vi dung
quy dinh.
2. Bao dam an toan, an ninh thong tin mang theo quy dinh ctia phéap luat
hién hanh.
3. Bao dam phan quyén cho cac ca nhan truy cap vao Hé thong.
,4. Bao dam tinh xéac thyc, do tin cdy cua tai li¢u, dir liéu luu hanh trong
H¢ thong.
5. Cho phép kiém chung, xac minh, thuc hién cac yéy cau nghiép vu khac
cua co quan, don vi, ca nhan c6 trach nhiém khi dugc yéu cau.
II. YEU CAU CHUNG KHI THIET KE HE THONG
1. bap mg day du cac quy trinh va k¥ thuat vé quan 1y van ban dién ti,
1ap va quan ly ho so dién tir va dit lidu dic tal.
’ 2. C6 kha nang tich hop, lién thong, chia s¢ thong tin, dir li¢u véi cac hé
thong khac.
3. C6 kha nang h¢ thong héa vin ban, ho so, théng ké sb lugt truy cap vin
ban, ho so, hé thong.
4. Bao dam tinh xac thuc, tin cay, toan ven va kha nang truy cap, st dung
van ban, tai liéu.
5. Bao dam luu trit ho so theo thoi han bao quan.
6. Bao dam phu hop v6i Khung kién tric Chinh phu dién tr Viét Nam.
7. Bao dam dé tiép can va sur dyung.
8. Cho phép ky sd, kiém tra, xac thuc chir ky sd theo quy dinh cua phép
luat.
I1I. YEU CAU CHUC NANG CUA HE THONG
1. Bdi véi viée tao 1ap va theo doi van ban
a) Cho phép tao 1ap vin ban méi va chuyén d6i dinh dang vin ban.
b) Cho phép dinh kém van ban.
c¢) Cho phép tao ma dinh danh van ban di.
d) Hién thi mtc d6 khan cua vin ban.
d) Cho phép tu dong cap sd cho vin ban di va s dén cho van ban dén

1 Dir liéu dic ta cia van ban, hd so la thong tin moé ta ndi dung, dinh dang, nglt canh, cAu trac, cac yéu td
cAu thanh vin ban, hd so; mdi lién hé cua van ban, hd so véi cac van ban, hd so khac; thong tin vé chir ky s6 trén
van ban; lich sir hinh thanh, sir dung va cac dac tinh khac nhim phuc vu qué trinh quéan 1y, tim kiém va kha ning
st dung cua hd so, tai liéu.
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theo thir ty va trinh tu thoi gian trong nam.

e) Cho phép bén nhan tu dong thong bao cho bén gfri da nhan van ban.

g) Cho phép tu dong cap nhét cac truong thong tin s6 1.1, 1.2, 2, 4, 6, 10,
13.1 Muc I Phan II Phy lyc nay; truong thong tin s6 1.1, 1.2, 2, 10, 12, 13 Muc
II Phan II phu luc nay; trudong thong tin s6 1.1, 1.2, 9, 10 Muc III Phan II Phu
luc nay.

h) Thong bao cho Van thu co quan khi ¢6 sy trung 1ap mé dinh danh vén
ban hoac ca ba truong thong tin so, ky hi€u va tén co quan, don vi ban hanh van
ban.

1) Thong bao khi c6 van ban méi.

k)Thong bao tinh trang nhan van ban tai co quan, don vi nhan van ban.

1) Cho phép théng ké, theo ddi, dén dbc viée giai quyét vin ban dén.

m) Cho phép ngudi 6 tham quyén phan phdi van ban dén, theo doi, don
dbc don vi, ca nhan giai quyét vin ban dung thot han.

n) Cho phép ngudi c6 thim quyén truy cap, chinh sira, chuyén lai du thao
van ban, tai liéu.

0) Cho phép co quan,don vi gui van ban biét tinh trang xtr 1y van ban cia
co quan, to chirc nhan van ban.

2. B6i véi viéc két ndi, lién thong

a) Bao dam két ndi, lién thong giira cac Hé thong quan 1y tai lidu dién tir
va H¢ thong quan ly tai liéu luu trir dién tir cia Luu trir lich st d6i v4i co quan,
t6 chue thudc ngudn ndp luu.

b) C6 kha ning hoat dong trén céc thiét bi di dong thong minh trong diéu
kién bado dam an toan thong tin.

¢) C6 kha ning két ndi, lién thong va tich hop voi cac hé thong chuyén
dung khac dang duogc stir dung tai co quan, don vi.

3. Bdi véi an ninh thong tin

a) Bao dam cac cap d6 an ninh thong tin theo quy dinh cta phép lut.

b) Bao d¢am phan quyén truy cap ddi véi timg ho so, van ban.

c¢) Canh bao sy thay d6i vé quyén truy cap doi VOl tung hd so, vin ban
trong H¢ thong cho dén khi c6 xac nhén ctia nguoi c6 tham quyén.

4. Béi voi viée 1ap va quan 1y hd so

a) Bao dam tao 1ap Danh muc ho so trong Hé thong.

b) Bao dam tao ma cho timg ho so va tu dong danh sb tha ty clia vin ban,
tai liéu trong ho so.

C) Li(?n kég toan bo van ban, tai li¢u va dir li€u dac ta cd cung ma hd so
trong H¢ thong dé tao thanh ho so.

_ d) Bao dam lién két cac truong thong tin trong Danh myc ho so cua timg
ho so vai toan b van ban, tai licu, dir 1i¢u dac ta cua ho so.
~d) Bao dam lién két va thong ké toan bo hd so duogc lap ctia mot tai khoan
cu thé.
e) Cho phép gan moét van ban, tai li¢u cho nhiéu hd so duogc tao béi nhiéu
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tai khoan khac nhau ma khong can nhan ban.

g) Cho phép két xudt toan bd van ban, tai liéu, dit liéu dic ta caa hod so
sang dinh dang (.pdf), (.xml) va bao dam trinh ty thoi gian hinh thanh van ban,
tai liéu, dir li€u dac ta cua ho so.

5. Bdi véi viée bao quan va luu trix Vén ban, ho so

a) Luu van ban va cac thong tin vé qua trinh giai quyet van ban gém: Y
kién chi dao, phan phdi van ban dén cua ngudi c6 thim quyén; cac du thao vin
ban cua ca nhan dugc phan cong soan thao; y kién gop ¥ ctia ca nhan, don vi co
lién quan; v kién chi dao cua lanh dao; y kién phé duyét, chiu trach nhiém néj
dupg cua lanh dao don vi chu tri soan thdo; y kién ph@ duyét ghiu trach nhiém veé
thé thuc, ky thuat trinh bay van ban cua nguoi cd tham quyén; lich su truy cap
va xem van ban; cac tadc dong khac vao van ban.

b) Cho phep tu dong thong bao hd so dén han ndp luu vao Luu trir co
quan trudc 30 ngay ké tir ngay Luu trit co quan thong bdo Danh muc ho so ndp
luu cho don vi giao ndp tai licu.

¢) Bao dam thuc hién ndp luu ho so vao Luu trit co quan, Luu trix lich st.

d) Bao dam su toan ven, tin cay, khong thay ddi cua vin ban, hd so.

d) Bao dam kha nang truy cdp va st dung hd so, van ban theo thdi han
bao quan.

¢) Bao dam kha nang di chuyén ho so, tai liéu, dif ligu ddc ta va thay doi
dinh dang van ban khi c6 sy thay doi vé cong ngheé.

g) C6 kha nang sao luu dinh ky, dot xuat va phuc hoi dir liéu khi gip su
cO.

6. Dbi voi théng ké, tim kiém va s dung van ban, ho so

a) Cho phép théng ké sb lugng hd so, van ban, tai lidu; sb luot truy cap
vao ting ho so, van ban, tai li¢u.

b) Cho phép thong ké sd luot truy cdp vao Hé thong theo yéu cau cua
nguoi quan ly, quan tri.

c) Cap quyén, kiém soét quyén truy cap vao hd so luu trit dién tir va dir
liéu déc ta cua ho so luu trit.

_d) Cho phép tim kiém vin ban, hd so d6i véi tat ca cac truong thong tin
dau vao cua van ban, ho so va ndi dung cua van ban, tai li¢u.

d) Cho phép ,lua chon hién thi céc truong thong tin ciia van ban, hd so
trong két qua tim kiém.

e) Cho phép luu va str dung lai cac yéu cau tim kiém.

g) Cho phép hién thi th tu két qua tim kiém.

~ h) Cho phep két xuit két qua tim kiém ra cic dinh dang tép vin ban phd
bién: (.doc), (.docx), (.pdf).

1) Cho phép tai hodc in van ban, tai liéu, dir li¢u dac ta.

,k) Cho phép danh diu vao van ban, tai liéu, dir liéu dic ta duoc in ra tur
H¢ thong.

1) Luu lich str truy cap va st dung van ban, tai liu.
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7. Dbi vai viee quan ly dir liéu déc ta

a) Luu cac yéu td dit liéu dic ta lién quan dén mot van ban, hd so cu thé
theo thoi han bao quan.

b) Hién thi toan bo ,dﬁ: liég dic ta cia mdt van ban, ho so khi ¢6 yéu cau
cua nguoi st dung duoc cap quyén.

¢) Cho phép nhap dit liéu dic ta bd sung cho vin ban, ho so.

, d) Luu dir liéu dac ta ctia qua trinh kiém soat an ninh vin ban, hd so, hé

thong.

d) Luu va ¢ dinh su lién két ciia mot van ban, hd so véi tt ca cac yéu tb
dir li€u dac ta lién quan.

8. Pbi voi viée thu hdi van ban

a) Bong bang van ban di va dir liéu déc ta van ban di khi c6 Iénh thu hoi
van ban cua co quan, to chuec.

b) Hity vén ban dén va dit liéu dc t van ban dén khi ¢6 1énh thu hoi van
ban tir co quan, to chirc phat hanh van ban.

¢) Luu dir liéu déc ta ctia qua trinh thu hdi van ban.

IV. YEU CAU VE QUAN TRI HE THONG

1. Hé thdng cho phép ngudi duge giao quan tri Hé théng thuc hién nhiing
nhi€ém vu sau:

a) Tao 1ap nhom tai licu, hd so theo cép do thong tin khac nhau.

b) Phan quyén cho ngudi st dung theo quy dinh ctia co quan, to chirc.

¢) Truy cép vao hé so va dir liéu dic ta cia ho so theo quy dinh cua co
quan, to churec.

d) Thay dbi guyén truy cap ddi voi hd so, van ban khi co sy thay dbi quy
dinh cta co quan, t6 chtrc.

_d) Thay d6i quyén truy cap cua cac tai khoan ca nhan khi cé nhiing thay

doi ve vi tri c()ng tac cuia ca nhan do.

e) Phuc hdi thong tin, dir liu déc ta trong truong hop 16i hé théng va
thong bao két qua phuc hoi.

g) Khoa hodc dong bang cac tap hop (van ban, ho so, nhom tai ligu) dé
ngan chan kha nang di chuyén, x6a hodc sira d6i khi c6 yéu cau ciia nguoi c6
tham quyen.

2. Canh bao xung dot xay ra trong hé thong.

3. Thiét lap két ndi lién thong.

V. THONG TIN PAU RA CUA HE THONG
1. S6 dang ky van ban dén

2. Bo c4o tinh hinh giai quyét van ban dén

3. S6 dang ky van ban di

4. B4o c4o tinh hinh giai quyét van ban di

5. Muc lyc van ban trong ho so

6. Muc luc ho so.
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