e VnDoc - Tii tai liéu, viin bin phdp lugt, biéu mdu mién phi

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
—————————— Poc lap - Tu do - Hanh phuc
S6:30/2020/NB-CP e
Ha Noi, ngay 05 thang 3 nam 2020

. NGHI BINH
Ve cong tac van thw
Can cir Ludt Té chire Chinh phii ngay 19 théng 6 nam 2015;
Theo dé nghi cua B¢ truong Bo Noi vu;
Chinh phii ban hanh Nghi dinh vé cong tac vin th.

Chuong I
QUY DINH CHUNG

Pic¢u 1. Pham vi diéu chinh

Nghi dinh ndy quy dinh vé& cong tic van thu va quan 1y nha nudc vé cong tac vin thu.
Cong tac van thu duqc‘ quy dinh tai Nghi dinh nay bao gom: Soan thao, ky ban hanh van ban;
quan ly van })én; 1ap ho so va ndp luu ho so, tai liéu vao Luu trit co quan; quan ly va stir dung
con dau, thiét bi Iuu khoéa bi méat trong cong tac van thu.

Diéu 2. Poi tuwgng ap dung

1. Nghi dinh nay ap dung d6i véi co quan, t6 chirc nha nudc va doanh nghiép nha nudc
(sau day goi chung la co quan, t6 chuec).

2. Tb chire chinh tri, t6 chirc chinh tri - xa hoi, to chirc x4 hoi, t6 chirc xa hoi - nghé
nghiép can cur quy dinh ctia Nghi dinh nay va cac quy dinh cua Pang, ctia phap luét ¢ lién quan
de ap dung cho phu hop.

Pidu 3. Giai thich tir ngir

Trong Nghi dinh nay, nhimng tir ngit duéi day dugc hiéu nhu sau:

1. “Vian ban” 1a thong tin thanh vin dugc truyén dat bang ngdn ngit hodc ky hiéu, hinh
thanh trong hoat dong cta cac co quan, to churc va dugc trinh bay ding thé thire, k¥ thuat theo
quy dinh.

2. “Vian ban chuyén nganh” la van ban hinh thanh trong qua trinh thyc hién hoat dong
chuyén mon, nghi€p vu cua mét nganh, linh vuc do nguoi dung dau co quan quéan ly nganh,
linh vyc quy dinh.

3. “Van ban hanh chinh” 1a van ban hinh thanh trong qué trinh chi dao, diéu hanh, giai
quye€t cong viéc cua cac co quan, to chure.

4. “Van ban dién tr” 1a van ban dl;l’O"i dang thong di¢p dir li€u dugc tao 1ap hodc dugce $6
hoéa tir van ban giay va trinh bay ding thé thire, k¥ thuat, dinh dang theo quy dinh.

5. “Van ban di” 1a tat ca cac loai van ban do co quan, t6 chirc ban hanh.

6. “Van ban dén” 1a tat ca cac loai van ban do co quan, to chitc nhan dugc tir co quan, to
chure, ca nhan khac gui dén.

7. “Béan thdo van ban” la ban dugc viet hodc danh may hodc tao 1ap bang phuong tién
dién tir hinh thanh trong qué trinh soan thdo mdt van ban cua co quan, to chuec.
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8. “Ban goc van ban” 1a ban hoan chinh vé ndi dung, thé thirc van ban, dugc nguoi co
tham quyén tryc ti€p ky trén van ban gidy hodc ky so trén van ban dién tu.

9. “Béan chinh van ban giay” 1a ban hoan chinh vé ndi dung, thé thirc van ban, dugc tao
tr ban c6 chit ky truc tiép cua nguodi cé tham quyén.

10. “Ban sao y” 1a ban sao day du, chinh x4c noi dung cta ban gdc hodc ban chinh van
ban, dugc trinh bay theo thé thie va ky thuat quy dinh.

11. “Ban sao luc” la ban sao day du, chinh x4c ndi dung cua ban sao y, duoc trinh bay
theo thé thirc va k¥ thuat quy dinh.

12. “Ban trich sao” 1a ban sao chinh x4c phan nodi dung ctia ban gdc hodc phan ndi dung
cta ban chinh van ban can trich sao, dugc trinh bay theo thé thue va k¥ thudt quy dinh.

13. “Danh muc hd so” 1a bang ké c6 hé thong nhiing ho so dy kién duoc 1ap trong nim
cua co quan, to chuec.

14. “Ho s0” 14 tap hop céc van ban, tai liéu c6 lién quan v6i nhau vé mot van dé, mot sy
viéc, mot dbi twong cu thé hodc ¢ dic diém chung, hinh thanh trong qua trinh theo doi, giai
quyét cong viéc thudc pham vi, chtrc nang, nhiém vu ctia co quan, to chirc, ca nhan.

15.“Lap hd so” 1a viéc tap hop, sap xép vin ban, tai liéu hinh thanh trong qua trinh theo
ddi, giai quyét cong viée ciia co quan, t6 chirc, ca nhan theo nhitng nguyén tic va phuong phap
nhét dinh.

16. “Hé thong quan 1y tai liéu dién tir” 1a Hé thong thong tin duoc xay dung voi chice
nang chinh dé thyuc hién viéc tin hoc héa cong tac soan thao, ban hanh van ban; quan 1y van ban;
1ap hd so va ndp luu ho so, tai liéu vao Luu trit co quan trén moi truong mang (sau day goi
chung 1 Hé théng).

17. “Van thu co quan” 1a b phan thyc hién mot so nhiém vu cong tadc van thu cia co
quan, to chirc.

Pi¢u 4. Nguyén tic, yéu ciu quan Iy cong tac vin thw

1. Nguyén tic

Cong tac van thu duoc thuc hién thong nhat theo quy dinh cta phap luat.
2. Yéu cau

a) Van ban cua co quan, t6 chirc phai dugc soan chao va ban hanh dung tham quyen
trinh ty, thu tuc, hinh thire, thé thire va k¥ thuat trinh bay theo quy dinh cuia phép luat: P6i voi
van ban quy pham phép luat dugc thuc hién theo quy dinh cia Ludt Ban hanh van ban quy
pham phap luat; d6i voi van ban chuyén nganh do nguoi dimg dau co quan quéan 1y nganh, linh
vuc cin it Nghi dinh nay dé quy dinh cho phu hop; d6i véi vin ban hanh chinh dugc thuc hién
theo quy dinh tai Chuong II Nghi dinh nay.

b) Tét ca van ban di, van ban dén cuia co quan, t6 chirc phai dugc quan 1y tap trung tai
Van thu co quan dé lam thu tuc tiép nhan, dang ky, trir nhiing loai van ban dugc dang ky riéng
theo quy dinh cta phép luat.

¢) Vian ban di, van ban dén thudc ngay nao phai dugc dang ky, phat hanh hoac chuyen
giao trong ngdy, chdm nhat 1a trong ngay lam viéc tiép theo. Vian Ban dén c6 cac mic do khan:

“Hoa toc”, “Thuo’ng khan” va “Khan” (sau ddy goi chung 14 vin ban khan) phai duoc dang ky,
trinh va chuyén giao ngay sau khi nhan duoc.

d) Van ban phai dugc theo doi, cap nhat trang thai giri, nhan, xtr ly.
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d) Nguoi dugc giao g1a1 quyét, theo ddi cong viéc clia co quan, to chirc ¢6 trach nhiém
1ap ho so vé cong viéc duge giao va ndp luu hd so, tai lidu vao Luu trir co quan.

e) Con dau, thiét bj luu khoa bi mat ctia co quan, to chirc phai duoc quan 1y, st dung
theo quy dinh cta phép luét.

g) Hé thong phai dap ung cac quy dinh tai phu luc VI Nghi dinh nay va cac quy dinh cua
phap luat c6 lién quan.

Piéu 5. Gia tri phap Iy ciia vin ban dién tir

1. Van ban dién tir dugc ky s6 boi ngudi c6 tham quyén va ky s6 ctia co quan, to chirc
theo quy dinh ctia phap luat c6 gia tri phap 1y nhu ban gbc vin ban giay.

2. Chit ky s6 trén vin ban dién tir phai dap ung ddy du cac quy dinh ciia phép luat.

Piéu 6. Trach nhiém ciia co quan, té chirc, ca nhan ddi véi cong tac vin thw

1. Nguoi ding dau co quan, td chirc, trong pham vi quyén han dugc giao c6 trdch nhiém
chi dao thyc hién dung quy dinh vé cong tac van thu; chi dao viéc nghién ctru, ng dung khoa
hoc va cong nghé vao cong tac van thu.

2. Ca nhén trong qua trinh theo ddi, giai quyét cong viée co lién quan dén cong tac van
thu phai thuc hién dung quy dinh tai Nghi dinh nay va cac quy dinh ctia phap luat co lién quan.

3. Van thu co quan c6é nhiém vu

a) bang ky, thuc hién thu tuc phat hanh, chuyén phat va theo doi viéc chuyén phat van
ban di.

b) Tiép nhan, dang ky vin ban dén; trinh, chuyén giao van ban dén.

¢) Sap xép, bao quan va phuc vu viéc tra ctru, sir dung ban luu van ban.

d) Quan 1y S6 dang ky vin ban.

d) Quan 1y, st dung con dau, thiét bi luu khoa bi mat ctia co quan, t6 chire; cac loai con

dau khéc theo quy dinh.

. ] Chwong II . . ]
SOAN THAO, KY BAN HANH VAN BAN HANH CHINH

Muc 1
THE THUC, KY THUAT TRINH BAY VAN BAN HANH CHINH

Piéu 7. Cac loai van ban hanh chinh

Vin ban hanh chinh gém céc loai vin ban sau: Nghi quyét (ca biét), quyet dinh (ca biét),
chi thi, quy ché, quy dinh, thong c4o, thong bao, hudng dan, chuwong trinh, ké hoach, phuong an,
dé an, du an, bao cdo, bién ban, to trinh, hop dong, cong van, cong dién, ban ghi nhd, ban thoa
thudn, gidy uy quyén, gidy moi, gidy gi6i thiéu, gidy nghi phép, phiéu giri, phiéu chuyén, phiéu
bao, thu cong.

Diéu 8. Thé thirc viin ban

1. Thé thirc van ban 1a tp hop cac thanh phan cdu thanh vin ban, bao gdm nhiing thanh
phan chinh ap dung doi vdi tat ca cac loai van ban va cic thanh phan bo sung trong nhiing
treong hop cu thé hodc doi véi mét so loai van ban nhat dinh.

2. Thé thirc van ban hanh chinh bao gdm cac thanh phéan chinh
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a) Qudc hiéu va Tiéu ng.

b) Tén co quan, to chirc ban hanh vin ban.

¢) Sb, ky hiéu ctia vin ban.

d) Dia danh va thoi gian ban hanh véan ban.

d) Tén loai va trich yéu ndi dung vian ban.

e) Noi dung van ban.

g) Chirc vy, ho tén va chir ky ctia ngudi ¢ tham quyén.

h) Dau, chit ky s6 ctia co quan, to chirc.

1) Nhi nhéan.

3. Ngoai cac thanh phan quy dinh tai khoan 2 Piéu niy, vin ban c6 thé bo sung cac
thanh phan khac

a) Phu luc.

b) Déu chi d6 mat, murc d9 khan, cac chi din vé pham vi luu hanh.

¢) Ky hiéu nguoi soan thao van ban va sb luong ban phat hanh.

d) Pia chi co quan, t6 chirc; thu dién tir; trang thong tin dién tir; s6 dién thoai; s6 Fax.

4. Thé thtrc van ban hanh chinh dugc thuc hién theo quy dinh tai Phu luc I Nghi dinh
nay.

Pi¢u 9. Ky thuat trinh bay vin ban

K thuat trinh bay van ban bao gbém: Kho glay, kiéu trinh bay, dinh 1 trang, phong chi,
c& chit, kiéu chit, vi tri trinh bay cac thanh phan thé thic, sé trang vin ban. Ky thuat trinh bay
van ban hanh chinh dugc thyc hién theo quy dinh tai Phu luc I Nghi dinh nay. Viét hoa trong

van ban hanh chinh dugc thuc hién theo quy dinh tai Phu luc I Nghi dinh nay. Chir viét tit tén
loai van ban hanh chinh dugc thuc hién theo quy dinh tai Phu luc IIT Nghi dinh nay.

Muc 2
SOAN THAO VA KY BAN HANH VAN BAN HANH CHINH

Diéu 10. Soan thio vin ban

1. Can ctr chire nang, nhiém vy, quyén han va myc dich, néi dung cta van ban can soan
thao, nguoi dimg dau co quan, to chtrc hodc ngudi cé thim quyén giao cho don vi hodc ¢4 nhan
chu tri soan thao van ban.

2. Pon vi hoac ca nhan dugc giao chu tri soan thao van ban thuc hién céc cong viéc:
Xéc dinh tén loai, ndi dung va do mat, mic dd khan cua van ban can soan thao; thu thap, xu 1y
thong tin c6 lién quan; soan thdo van ban dung hinh thirc, thé thire va k¥ thuat trinh bay.

Doi véi van ban dién tir, ca nhan dugc giao nhiém vu soan thao van ban ngoai viéc thuc
hién cac ndi dung néu trén phai chuyén ban thdo van ban, tai li¢u kém theo (n€u cd) vao Hé
thong va cap nhat cac thong tin can thiét.

3. Truong hop can stra o1, bd sung ban thao van ban, ngudi c6 tham quyén cho y kién
vao ban thao van ban hodc trén H¢ thong, chuyén lai ban thdo van ban dén lanh dao don vi chu
tri soan thdo van ban dé chuyén cho c4 nhan dugc giao nhi€ém vu soan thdo van ban.

4. Ca nhan dugc giao nhi¢m vu soan thao van ban chiu trach nhi€ém trudc nguoi ding
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dau don vi va trudce phap luat vé ban thao vin ban trong pham vi chuc trdch, nhi€ém vu duoc
giao.

Piéu 11. Duyét ban thao vin ban
1. Ban thao vin ban phai do ngudi ¢ thim quyén ky vin ban duyét.

2. Truong hop ban thao van ban da duoc phé duy€t nhung can stra chita, bo sung thi
phai trinh ngudi c6 tham quyén ky xem xét, quyét dinh.

Pic¢u 12. Kiém tra vin ban truéc khi ky ban hanh

1. Nguoi ding dau don vi soan thao van ban phai kiém tra va chiu trach nhiém trude
nguoi ding dau co quan, to chirc va trude phap ludt vé ndi dung van ban.

2. Ngudi duoc giao trach nhiém kiém tra thé thirc, k¥ thut trinh bay vin ban phai kiém
tra va chiu trach nhiém trudc nguoi dirng dau co quan, t6 chirc va trude phap luat vé thé thic,
k¥ thuat trinh bay van ban.

Pi¢u 13. Ky ban hanh viin ban
1. Co quan, td chire 1am viée theo ché do thu trudng

Nguoi dimg déu co quan, to chirc c6 tham quyén ky tit ca vin ban do co quan, t6 chiic
ban hanh; c6 thé giao cap pho ky thay cac van ban thugc linh vue duoc phan cong phu trach va
mot s6 van ban thugc thim quyén clia ngudi ding dau Truong hop cap pho dugce giao phu
trach, diéu hanh thi thyc hién ky nhu cap phé ky thay cap truong.

2. Co quan, t6 chirc 1am viéc theo ché do tap thé

Nguoi ding dau co quan, to chure thay mat  tap thé lanh dao ky cac vin ban cua co quan,
t6 chirc. Cap phod clia nguoi dimg dau co quan, to chire duge thay mat tap the, ky thay nguoi
dung dau co quan, to chte nhitng vin ban theo Gy quyén cta nguoi dimg dau va nhitng vin ban
thudc Iinh vuc dugc phan cong phu trach.

3. Trong truong hop déc biét, nguo’l ding dau co quan, t6 chirc co thé uy quyen cho
nguoi dimg dau co quan, t6 chtrc, don vi thudc co ciu to chte cua minh ky thira iy quyén mot
s0 van ban ma minh phai ky. Viéc giao ky thira uy quyén phai duoc thuc hién bang van ban,
gi61 han thoi gian va ndi dung duoc ty quyén. Nguoi duge ky thura ty quyén khong duoc uy
quyen lai cho nguoi khac ky. Van ban ky thura iy quyén dugc thue hién theo thé thirc va dong
dau hoic ky sb ctia co quan, t6 chirc Gy quyén.

4. Nguoi ding dau co quan, t6 chirc c6 thé giao ngudi ding dau don vi thude co quan,
to chuc ky thira 1énh mot s0 loai van ban. Ngudi dugc ky thura 1énh dugc giao lai cho cap pho
ky thay. Viéc giao ky thtra 1énh phai duoc quy dinh cu thé trong quy ché lam viéc hodc quy ché
cong tac van thu cua co quan, to chuc.

5. Ngudi ky van ban phai chiu trach nhiém trudc phap luat vé vin ban do minh ky ban
hanh. Nguoi dl’Ing dau co quan, t6 chirc phai chiu trach nhi¢m trudc phap luat ve toan bg van
ban do co quan, t6 chirc ban hanh.

6. ]?éi v6i van ban gidy, khi ky van ban dung bat c6 muc mau xanh, khong dung cac
loai myc dé phai.

) 7.Dbi véi vian ban dién tir, ngudi ¢ tham quyén thuc hién ky s6. Vi tri, hinh anh chir ky
s0 theo quy dinh tai Phu luc I Nghi dinh nay.

_Chuwong IIT
QUAN LY VAN BAN
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o Muel
QUAN LY VAN BAN PI
Pic¢u 14. Trinh tw quan Iy viin ban di
1. Cép s, thoi gian ban hanh van ban.
2. Pang ky van ban di.

3. Nhan ban, dong dau co quan, t6 chirc, dau chi d§ mat, mirc do khan, (d6i vdi van ban
gidy); ky so0 cua co quan, to chtrc (461 voi van ban dién tur).

4. Phat hanh va theo d&i viéc chuyén phat vin ban di.
5. Luu van ban di.
Pidu 15. Cip s6, thoi gian ban hanh vin ban

1. Sb va thoi gian ban hanh van ban dugc 1y theo th tu va trinh ti thdi gian ban hanh
vin ban cta co quan, t6 chirc trong nim (bét dau lién tiép tir s6 01 vao ngay 01 thang 01 va két
thiic vao ngay 31 thang 12 hang nam), s6 va ky hi€u vén ban cua co quan, t6 chtrc 1a duy nhat
trong mot nam, thong nhét giira van ban gidy va van ban dién tir.

) a),Vlec,cap s6 van ban quy pham phap luat: Mdi loai vin ban quy pham phép luat dugc
cap hé thong so riéng.

b) Viéc cap sb vin ban chuyén nganh do nguoi dimg dau co quan quan 1y nganh, linh
vuc quy dinh.

¢) Viéc cip sd van ban hanh chinh do ngudi dimg dau co quan, t6 chitc quy dinh.

2. Péi véi van ban gidy, viéc cap s6, thoi gian ban hanh dugc thuc hién sau khi c6 chir
ky cua nguoi co tham quyén, cham nhét 13 trong ngay lam viéc tiép theo. Vin ban mat dugc cip
hé thdng s6 riéng.

3. P6i voi vin ban dién tir, viéc cap sd, thoi gian ban hanh dugc thyc hién bang chic
nang cia HE thong.

Picéu 16. Ping ky vin ban di

1. Viéc ddng ky van ban bao dam day du, chinh x4c cac thong tin can thiét cta vin ban
di.

2. bang ky van ban

Vin ban dugc ding ky bang so hoic bang Hé thng.

a) Pang ky van ban bang s6

Vin thu co quan ding ky vin ban vao so ding ky van ban di. Mau s6 ding ky vin ban di
theo quy dinh tai Phu luc IV Nghi dinh nay.

b) Pang ky van ban bang Hé thong

Van ban dugc dang ky bang Hé ghépg phai duoc in ra gidy ddy du cac trudng thong tin
theo mau so dang ky van ban di, dong s6 d€ quan ly.

3. Van ban mat dugc dang ky theo quy dinh cta phap luat vé bao vé bi mat nha nudc.
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Diéu 17. Nhan ban, dong dau, ky so ciia co quan, to chirc va dau chi d¢ mat, mirc
do khin

1. Nhan ban, déng dau cua co quan, t6 chirc va dau chi do mat, mirc dé khan doi véi van
ban gidy

a) Van ban di dugc nhan ban theo ding s6 lwong dugc xac dinh & phan noi nhan cua van
ban.

b) Viéc dong diu co quan, to chtrc va ddu chi d6 mat, mac do khan, dugc thuc hién theo
quy dinh tai Phuy luc I Nghi dinh nay.

2. Ky s6 ctia co quan, to chirc d6i v6i vin ban dién tir
Ky sb cta co quan, td chirc duoc thuc hién theo quy dinh tai Phu luc I Nghi dinh nay.
Pi¢u 18. Phat hanh va theo déi viéc chuyén phat vin ban di

1. Van ban di phai hoan thanh tha tuc tai Van thu co quan va phat hanh trong ngay van
ban d6 duoc ky, cham nhat 1a trong ngady lam viéc tiép theo. Van ban khan phai dugc phat hanh
va gui ngay sau khi ky van ban.

2. Viéc phat hanh van ban mat di phai bao dam bi mat ndi dung cia van ban theo quy
dinh cta phap luat vé bao v¢ bi mat nha nudc, ding s6 lugng, thoi gian va noi nhan.

3. Vian ban di phat hanh nhung c6 sai sét vé ndi dung phai dugc stra d6i, thay thé bang
véan ban co6 hinh thire trong duong. Van ban da phat hanh nhung c6 sai sot vé thé thure, k¥ thuat
trinh bay, thu tuc ban hanh phai dugc dinh chinh bang cong van ctia co quan, to chirc ban hanh
van ban.

4. Thu héi van ban

a) Ddi véi van ban giéy, truong hop nhan dugc van ban thong bao thu hdi, bén nhén c6
trach nhiém gui lai van ban da nhan.

b) Ddi véi van ban dién tu, truong hgp nhan dugce van ban thong bao thu hdi, bén nhan
hiy bo van ban di¢n tir bi thu hoi trén H¢ thong, dong thoi thong bao qua HE thong d€ bén guri
biét.

5. Phat hanh vin ban gidy tir vin ban dugc ky sO cua ngudi co tham quyén: Van thu co

quan thyc hién in van ban da duogc ky 5O cua nguoi co thAm quyén ra gidy, dong ddu cua co
quan, t6 chtrc dé tao ban chinh vin ban gidy va phat hanh vin ban.

6. Truong hop c?}n phat hanh véan ban dién tur tir van ban gidy: Vian thu co quan thuc
hién theo quy dinh tai diém c khoan 1 Diéu 25 Nghi dinh nay.

DPiéu 19. Lwu vin ban di
1. Luu vin ban gidy

a) Ban gbc van ban dugc luu tai Vin thu co quan va phai duoc dong dau ngay sau khi
phat hanh, sap x€p theo thir ty dang ky.

b) Ban chinh van ban luu tai hd so cong viéc.

2. Luu van ban dién tir

a) Ban géc van ban di¢n tir phai dugc luu trén Hé théng cua co quan, td chirc ban hanh
van ban.

b) Co quan, td chirc c6 Hé théng dap tng theo quy dinh tai Phu luc VI Nghi dinh nay va
cac quy dinh cia phap luat c6 lién quan thi st dung va luu ban goc van ban dién tur trén HE
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thdng thay cho vin ban gidy.
¢) Co quan, td chirc co Hé théng chua dap ung theo quy dinh tai Phu luc VI Nghi dinh

nay va cac quy dinh cta phap luét 6 lién quan thi Van thu co quan tao ban chinh van ban gidy
theo quy dinh tai khoan 5 Pic¢u 18 Nghi dinh nay dé luu tai Van thu co quan va ho so cong viéc.

. ’Ml.lvc 2 . )
QUAN LY VAN BAN DEN

Piéu 20. Trinh tw quan 1y vin ban dén

1. Tiép nhén vin ban &én.

2. Pang ky vin ban dén.

3. Trinh, chuyén giao vin ban dén.

4. Giai quyét va theo ddi, d6n ddc viée giai quyét vin ban dén.

Piéu 21. Tiép nhin vin ban dén

1. B6i véi van ban gidy

a) Van thu co quan kiém tra sb luong, tinh trang bi, dau niém phong (néu c6), noi giri;
d6i chiéu sb, ky hi€u ghi ngoai bi v6i s6, ky hiéu ciia van ban trong bi. Truong hop phét hi¢n co

sai s6t hodc d4u hiéu bat thuong, Vin thu co quan bao ngay ngudi co trach nhiém giai quyét va
thong bao cho noi guri van ban.

b) T4t ca vin ban gidy dén (bao gdm ca vin ban c6 dau chi d6 mat) guri co quan, t6 chirc
thudc dién dang ky tai Van thu co quan phai duoc boc bi, dong dau “DEN”. Bdi véi van ban
guri dich danh ca nhan hoic t6 chirc doan thé trong co quan, to chire thi Van thu co quan chuyén
cho noi nhan (khong béc bi). Nhiing bi van ban giri dich danh c4 nhan, néu 1 van ban lién quan
dén cong viéc chung cia co quan, td chire thi ca nhan nhan vén ban ¢6 trach nhiém chuyén lai
cho Vin thu co quan dé dang ky.

¢) Mau dau “PEN” duoc thuc hién theo quy dinh tai Phy luc IV Nghi dinh nay.

2. D6i v6i vin ban dién tir

a) Van thu co quan phai kiém tra tinh x4c thuc va toan ven ctia van ban dién tir va thuc
hién tiép nhan trén HE thong.

b) Trudng hop vin ban dién tir khong dap ting cac quy dinh tai diém a khoan nay hodc
gui sai noi nhan thi co quan, to chtrc nhan vin ban phai tra lai cho co quan, t6 chirc guri vin ban
trén Hé théng. Truong hop phat hién c6 sai s6t hodc du hiéu bat thuong thi Van thu co quan
béo ngay ngudi cé trach nhiém giai quyét va théng bao cho noi giri van ban.

¢) Co quan, t6 chtic nhan van ban cé trach nhiém thong bao ‘ngay trong ngay cho co
quan, t6 chtrc giri vé viéc dd nhan van ban bang chic nang cua Hé thong.

Piéu 22. Ping ky vin ban dén

1. Viéc dang ky van ban dén phai bao dam day du, rd rang, chinh xac cac thong tin can
thiét theo mau s6 dang ky van ban dén hoic theo thong tin dau vao cua dit liéu quan 1y vin ban
dén. Nhitng vin ban dén khong duoc ding ky tai Van thu co quan thi don vi, ca nhan khong ¢
trach nhiém giai quyét, trir nhitng loai vin ban dén duoc diang ky riéng theo quy dinh ctia phap
luat.

2. S6 dén cua van ban duoc léy lién tiép theo thtr tu va trinh ty thoi gian tiép nhan van
ban trong nam, thong nhat gitta van ban giay va van ban di¢n tir.
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3. bang ky van ban
Vin ban duge dang ky bang s6 hodc bang Hé thong.
a) Pang ky vin ban dén bang s6

) Vin thu co quan dang ky van ban vao sb diang ky van ban dén. Mau s6 dang ky van ban
deén theo quy dinh tai Phuy luc IV Nghi dinh nay.

b) Ping ky van ban dén bang Hé thong

Van thu co quan tiép nhan vin ban va dang ky vao H¢ théng. Trudng hop can thiét, Vin
thu co quan thuc hién s6 hoa van ban dén theo quy dinh tai Phu luc I Nghi dinh nay. Vén’thu’ co
quan c@p nhét vao H¢ thong céac truong thong tin dau vao cua dir liéu quan ly van ban dén theo
quy dinh tai Phu luc VI Nghi dinh ndy. Van ban dén dugc dang ky vao H¢ thong phai dqu inra
giay day du céac truong thong tin theo mau SO dang ky van ban dén, ky nhan va doéng s6 dé quan
ly.

4. Van ban mat dugc dang ky theo quy dinh ctia phap luat vé bao vé bi mat nha nudc.

Pié¢u 23. Trinh, chuyén giao viin ban dén

1. Van ban phai dugc Van thu co quan trinh trong ngay, cham nht 13 trong ngay lam
viéc tiép theo dén nguoi c6 tham quyén chi dao giai quyet va chuyén giao cho don vi hodc ca
nhan duoc giao xu ly. Truong hop da xac dinh rd don vi hodc ca nhan dugc giao xur 1y, Van thu
co quan chuyén vin ban dén don vi, ca nhan xu 1y theo quy ché cong tic vin thu ctia co quan,
t6 chirc. Vian ban dén c6 dau chi cac mirc d6 khan phai duogc trinh va chuyén giao ngay sau khi
nhan duoc. Viéc chuyén giao van ban phai bdo dam chinh xéc va gilt bi mat ndi dung van ban.

2. Can ctr ndi dung ctia van ban dén; quy ché 1am viéc cua co quan, td chtrc; chirc ning,
nhiém vu va ké hoach cong tac dugce giao cho don vi, cd nhan, nguoi co thaAm quyén ghiy kién
chi dao giai quyét. Ddi voi vin ban lién quan dén nhiéu don vi hodc ca nhan thi xac dinh rd don
vi hodc ca nhan chu tri, phéi hop va thoi han giai quyét.

3. Trinh, chuyén giao vin ban gidy: Y kién chi dao giai quyét dugc ghi vao muc
“Chuyén” trong ddu “PEN” hodc Phiéu g1a1 quyet van ban dén theo mau tai Phu lyc IV Nghi
dinh nay. Sau khi c6 y kién chi dao giai quyet ctia nguoi ¢6 thim quyén, vin ban dén duoc
chuyen lai cho Van thu co quan de dang ky bo sung thong tin, chuyen cho don vi hodc ca nhan
duogc giao giai quyét. Khi chuyén giao van ban gidy dén cho don vi, ca nhan phai ky nhan vin
ban.

4. Trinh, chuyén giao van ban dién tir trén Hé théng: Van thu co quan trinh van ban dién
tor dén nguoi c6 tham quyén chi dao gidi quyét trén HE thong.

Nguoi ¢6 tham quyén ghi ¥ kién chi dao giai quyét vin ban dén trén Hé thong va cap
nhat vao Hé thong cac thong tin: Bon vi hoac nguo’l nhan; y kién chi dao, trang thai xur ly van
ban; thoi han giai quyét; chuyén vin ban cho don vi hodc ca nhan dugc giao giai quyét. Truong
hop van ban dién tir gui kém van ban glay thi Van thu co quan thyc hién trinh van ban dién tr
trén HE thong va chuyén van ban gidy dén don vi hoac ca nhan dugc ngudi c6 tham quyén giao
chu tri gidi quyét.

Picéu 24. Giai quyét va theo doi, don doc viéc giai quyét viin ban dén

1. Nguoi dung dau co quan, t6 chirc ¢ trach nhiém chi dao giai quyét kip thot van ban
dén va giao nguoi co trach nhiém theo ddi, don ddc viée giai quyét vin ban dén.

2. Khi nhan duoc vin ban dén, don vi hodc ca nhan cé trach nhiém nghién ciru, giai
quyét vin ban dén theo thoi han quy dinh tai quy ché lam viéc ctia co quan, t6 chirc. Nhitng vin
ban dén c¢6 dau chi cac muc do khan phai dugc giai quyét ngay.
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Muc 3
SAO VAN BAN

Diéu 25. Cac hinh thirc bian sao

1. Sao y gobm: Sao y tir van ban gidy sang van ban gidy, sao y tr van ban dién tir sang
van ban gidy, sao y tr van ban giay sang van ban di¢n ti.

a) Sao y tir van ban gidy sang van ban gidy dugc thuc hién bang viéc chup tir ban gbc
hodc ban chinh van ban giay sang giay.

b) Sao y tir vin ban dién tir sang vin ban gidy dugc thuc hién bang viéc in tir ban gdc
van ban dién tir ra giay.

¢) Sao y tir van ban glay sang van ban dién tir dugc thyuc hién bang viéc s6 hoa vin ban
gidy va ky s6 clia co quan, to chic.

2. Sao luc

a) Sao luc gom: Sao lyc tir van ban gidy sang van ban gidy, sao luc tir van ban gidy sang
van ban dién tr, sao luc tir van ban dién tr sang van ban giay.

b) Sao luc duoc thyc hién bang viée in, chup tir ban sao y.

3. Trich sao

a) Trich sao gdm: Trich sao tir vin ban gidy sang vin ban gidy, trich sao tir vin ban gidy
sang van ban dién tir, trich sao tir van ban dién tir sang van ban dién ti, trich sao tir van ban dién
tr sang van ban giay.

b) Ban trich sao dugc thuc hi¢n béng viéc tao lap lai déy du thé thuc, phﬁn ndi dung van
ban can trich sao.

4. Thé thirc va k¥ thudt trinh bay ban sao y, sao luc, trich sao dugc thuc hién theo quy
dinh tai Phu luc I Nghi dinh nay.

Piéu 26. Gia tri phap 1y ciia ban sao

Bén sao y, ban sao luc va ban trich sao dugc thuc hién theo dung quy dinh tai Nghi dinh
nay c6 gia tri phép 1y nhu ban chinh.

Pi¢u 27. Tham quyén sao viin ban

1. Nguoi dimg dau co quan, t6 chtrc quyet dinh vi€c sao van ban do co quan, t6 chtrc
ban hanh, vin ban do cac co quan, t6 chie khac giri dén va quy dinh tham quyén ky cac ban sao
van ban.

2. Viéc sao, chup tai li¢u, vat chira bi mat nha nudc dugce thuc hién theo quy dinh cua
phap luat vé bao v¢ bi mat nha nudc.

) . ) Chuong IV . 3
LAP HO SO VA NQP LUU HO SO, TAI LIEU VAO LUU TRU CO QUAN

Pic¢u 28. Lap Danh muc ho so

Danh muc hé so do nguoi dung dau co quan, td chirc phé duy¢t, dugc ban hanh vao dau
nam va gui cac don vi, ca nhan lién quan lam can cr dé€ 1ap hoé so. Mau Danh muc ho so duoc
thuc hién theo quy dinh tai Phu luc V Nghi dinh nay.
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Diéu 29. Lap hé so
1. Yéu cau
a) Phan 4nh dung chirc ning, nhiém vu cta don vi, co quan, to chic.

b) Cac van ban, tai liu trong mdt ho so phdi c6 su lién quan chat ché véi nhau va phan
anh dung trinh tu dién bién cua sy viéc hodc trinh ty gidi quyét cong viéc.

2. M& hd so

a) Ca nhan duoc giao nhiém vu giai quyet cong viéc cé trach nhi¢m mao ho so theo Danh
muc ho so hodc theo ké hoach cong téc.

b) Cép nhat nhitng thong tin ban dau vé ho so theo Danh muc hd so di ban hanh.

c) Truo’ng hop cac hd so khong c6 trong Danh muc hd s0, ca nhan dugc giao nhiém vu
giai quyet cong viée ty xac dinh cac thong tin: Tiéu dé ho so, s6 va ky hiéu ho so, thoi han bao
quan ho so, ngudi 1ap ho so va thoi gian bat dau.

3. Thu thap, cap nhat vin ban, tai liéu vao ho so

Ca nhan dugc giao nhiém vu ¢6 trach nhiém thu thap, cap nhat tat ca van ban, tai liéu
hinh thanh trong qua trinh theo doi, giai quyét cong viée vao hd so dd mo, bao gdm tai lidu
phim, anh, ghi 4m (néu c6) bao dam su toan ven, day du cua ho so, tranh bi thit lac.

4. Két thuc ho so
a) Ho so dugc két thiac khi cong viéc di giai quyét xong.

b) Nguoi lap ho so ¢ trach nhiém: Ra soat lai toan bd vin ban, tai lidu c6 trong ho so;
loai ra khoi ho so ban tring, ban nhéap; xac dinh lai thoi han bao quan cta hd so; chinh stra tiéu
dé, s6 va ky hiéu ho so cho phul hop; hoan thién, két thiic hd so.

¢) Béi véi hd so gidy: Nguoi lap ho so thuc hién danh s6 to dbi voi hd so ¢6 thoi han
bao quan tur 05 nam tr¢ 1€n va viét Muc luc van ban d6i vi ho so o thoi han bao quan vinh
vién; viét chimg tir két thiic ddi voi tat ca hd so.

d) P6i v6i ho so dién tir: Nguoi 1ap hd so ¢o trach nhiém cap nhat vao Hé thong cac
thong tin con thiéu. Viéc bién muc van ban trong ho so dugce thuc hién bang chirc nang cia Hé
thong.

Diéu 30. Nop luu ho so, tai liéu vao Luwru trit co quan

1. Ho so, tai liéu ndp luu vao Luu trit co quan phai da thanh phan, ding thoi han va thuc
hién theo trinh ty, thu tuc quy dinh.

2. Thoi han ndp luu hd so, tai liéu vao Luu trit co quan

a) P6i v6i ho so, tai liéu xdy dung co ban: Trong thoi han 03 thang ké tir ngay cong
trinh dugc quyet toan.

b) Pbi voi hd so, tai liéu khac: Trong thoi han 01 nim ké tir ngay cong viée két thuc.
3. Thu tuc ndp luu

a) P6i voi ho so gidy

Khi ndp luu tai liéu phai 1ap 02 ban “Muc lyc ho so, tai liéu ndp luu” va 02 ban “Bién

ban giao nhan hd so, tai liéu” theo mau tai Phu luc V Nghi dinh nay. Pon vi, cad nhan ndp luu tai
liéu va Luu trlt co quan gilt moi loai 01 ban.

b) D61 voi ho so dién tir
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Cé nhan dugc giao nhiém vu gidi quyét cong viéc va 1ap ho so thuc hién ndp luu ho so
dién tir vao Luu trlr co quan trén H¢ thong.

Luu trlt co quan c6 trach nhiém ki€m tra, nhan ho so theo Danh muc; lién két chinh xac
dir liéu dac ta vaoi ho so; ti€p nhan va dua ho so vé ché d quan 1y ho so luu trit dién tir trén HE
thong.

Diéu 31. Trach nhiém 1ap hd so va ndp luu ho so, tai liéu vao Luu trir co quan

1. Nguoi ding dau co quan, to chitc trong pham vi, nhiém vu, quyén han ciia minh c6
trach nhiém quan 1y van ban, tai li€u ctia co quan, t6 chtrc; chi dao, kiém tra, hudng dan viéc 1ap
ho so va ndp luu ho so, tai li€u vao Luu trit co quan.

2. Trach nhiém cua nguoi dung dau bo phan hanh chinh

a) Tham muu cho nguoi ding dau co quan, t6 chire trong viéc chi dao, kiém tra, hudng
dan viéc 1ap ho so va ndp luu ho so, tai liéu vao Luu trir co quan doi vdi co quan, to chuc cap
dudi.

b) T6 chire thuc hién viéc 1ap ho so va ndp luu ho so, tai liéu vao Luu trit tai co quan, to
chtrc.

3. Trach nhiém cua don vi va ca nhan trong co quan, to chirc

a) Nguoi dung dau don vi trong co quan, t6 chirc chiu trach nhiém trudc nguoi ding
dau co quan, t6 chtc vé viée 1ap hd so, bao quan va ndp luu ho so, tai lidu cua don vi vao Luu
trlr co quan.

b) Trong qua trinh theo di, giai quyét cong viéc, mdi ca nhan phai 1ap ho so vé cong
vi€c va chiu trach nhiém vé s6 lugng, thanh phan, ndi dung tai li€u trong ho so; bao dam yéu
cau, chat lugng ctia ho so theo quy dinh trude khi ndp luu vao Luu trit co quan.

¢) Pon vi va cé nhan trong co quan, to chirc c6 trach nhiém ndp Iuu nhitng ho so, tai li¢u
duoc xac dinh thoi han bao quan tir 05 nam trd 1€n vao Luu trir co quan.

d) Truong hop don vi hodc ca nhan ¢6 nhu cau giit lai ho so, tai liéu di dén han ndp luu
dé phuc vu cong viéc thi phai dugc nguoi ding diu co quan, to chirc dong ¥ bang vin ban va
phai lap Danh muc hd so, tai lidu giit lai giri Luu trit co quan. Thoi han gitr lai ho so, tai lidu ctia
don vi, cd nhan khong qua 02 nam ké tir ngay dén han ndp luu.

d) Can b, cong chirc, vién chirc va ngudi lao dong trong co quan, t6 chirc trude khi
nghi huu, thoéi viéc, chuyén cong tac, di hoc tap dai ngay phai ban giao toan bo ho so, tai liéu
hinh thanh trong qua trinh cong tac cho don vi, Luu trit co quan theo quy ché cua co quan, to
chue.

Chuong V
QUAN LY, SUDUNG CON DAU VA THIET BI LUU KHOA Bi MAT TRONG CONG
TAC VAN THU

Picéu 32. Quin 1y con diu, thiét bi lru khoa bi mat

1. Nguoi dimg dau co quan, to chirc ¢ trach nhiém giao cho Vin thu co quan quan 1y,
st dung con dau, thiét bi luu khoa bi mét cuia co quan, t6 chirc theo quy dinh.

2. Van thu co quan c6 trach nhiém

a) Bdo quan an toan, sir dung con dau, thiét bi luu khoda bi méat cia co quan, t6 chirc tai
tru s& co quan, to chic.
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b) Chi giao con déu, thiét bi luu khoa bi mat cua co quan, td chure cho nguoi khéac khi
dugc phép bang van ban cua ngudi cd tham quyén. Viée ban giao con dau, thiét bi luu khoa bi
mat cia co quan, to chirc phai dugc 1ap bién ban.

c) Phai truc ti€p dong dau, ky s6 vao van ban do co quan, t6 chitc ban hanh va ban sao
van ban.

d) Chi dugc dong dau, ky s6 cua co quan, to chirc vao van ban da c6 chir ky cia nguoi
c6 tham quyén va ban sao van ban do co quan, to chirc tryc tiép thyc hién.

3. Ca nhan c¢6 trach nhiém tu bao quan an toan thiét bi luu khoa bi mat va khoa bi mat.
Piéu 33. Sir dung con diu, thiét bj luu khoa bi mat
1. Sir dung con dau

a) Dau dong phai 16 rang, ngay ngan, dung chiéu va dung dung myc dau mau do theo
quy dinh.

b) Khi dong dau 1én chit ky, ddu dong phai tram 1én khoang 1/3 chit ky vé phia bén trai.

¢) Cac van ban ban hanh kém theo van ban chinh hoéc phu luc: DAau duoc dong 1én
trang dau, trum mdt phan tén co quan, t6 chirc hodc ti€u d€ phu lyc.

d) Viéc dong déu treo, ddu giap lai, dong dau ndi trén vin ban gidy do nguoi dung dau
co quan, to churc quy dinh.

d) Dau giap lai dugc dong vao khoang gitra mép phai cua van ban hodc phy luc van ban,
trium 18n mot phan cac to gidy; mdi ddu déng tdi da 05 to van ban.

2. Su dung thiét bi luu khoa bi mat
Thiét bi luu khoa bi mat ctia co quan, t6 chirc dugce sir dung dé ky s cac van ban dién tir

do co quan, t6 chirc ban hanh va ban sao tir van ban giay sang van ban dién tu.

oo ChuongVl
QUAN LY NHA NUOC VE CONG TAC VAN THU
Pic¢u 34. Noi dung quén 1y nha nuwéc vé cong tac vin thu

1. Xay dung, ban hanh va chi dao, huéng dan thyc hién cac van ban quy pham phap luat
ve cong tac van thu.

2. Quan ly thong nhat vé nghiép vu cong tac vin thu.

3. Quan ly nghién ctru khoa hoc, ing dung khoa hoc va cong ngh¢ trong cong tac van
thu.

4. Quan ly dao tao, boi dudng nguoi 1am cong tac van thu; quan 1y cong tac thi dua,
khen thuong trong cong tac van thu.

5. Thanh tra, kiém tra, giai quyét khiéu nai, t6 céo va xir 1y vi pham phap luat vé cong
tac van thu.

6. Hop tac qudc té trong cong tac vin thu.
7. So két, tong két cong tac van thu.
Piéu 35. Trach nhiém quan 1y cong tac vin thw

1. BO N6i vu chiu trach nhiém trudc Chinh phu thuce hién quan 1y nha nude vé cong tac
van thu.
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2. Céc b, co quan ngang bg, co quan thuoc Chinh phu, Uy ban nhan dan cac cép, doanh
nghiép nha nudc trong pham vi nhiém vy, quyén han cua minh c6 trach nhiém:

a) Can ct quy dinh cta phap luat, ban hanh va huéng dan thuc hién cac quy dinh vé
cong tac van thu.

b) Kiém tra viéc thuc hién céc quy dinh vé cong tac van thu dbi véi cac co quan, t6 chirc
thuc pham vi quan ly; giai quyét khiéu nai, t6 céo va xtr Iy vi pham phép luat vé cong tac van
thu theo tham quyén.

¢) T6 chuc, chi dao viéc nghién ctru, img dung khoa hoc va cong nghé trong cong tac
van thu.

d) B6 tri kinh phi dé hién dai hoa phuong tién, ha tﬁng ky thuat phuc vu cong tac van
thu, quan 1y va van hanh hiéu qua H¢ thong quan ly tai li€u dién tu.

d) B4 tri nhan su, vi tri, dién tich, Jphuong tién lam viée phu hop, bao dam gitr gin bi mat
nha nudc, bao quan an toan con dau, thiét bi luu khoa bi mat ctia co quan, to chic.

e) T6 chirc dao tao, bdi dudng ngudi 1am cong tac van thu; quan 1y cong tac thi dua,
khen thudng trong cong tac van thu.

g) So két, tong két vé cong tac van thu trong pham vi nganh, linh vuc va dia phuong.
Pic¢u 36. Kinh phi cho cong tac vin thw

1. Cac co quan, td chuc co trach nhiém bd tri kinh phi cho cong tac van thu trong du
toan ngan sach nha nudc hang nam. Poi véi doanh nghié¢p nha nudce viée bo tri kinh phi duoc
thuc hién theo quy dinh hién hanh.

2. Kinh phi cho cong tac van thu duoc sir dung vao cac cong viéc

a) Mua sdm, nang cép hé théng, ha téng ky thudt, trang thiét bi, vat tu tiéu hao phuc vu
cong tac van thu.

b) Bdo dam thdong tin lién lac, chuyén phat van ban, s6 hoa vin ban.
¢) Nghién ctru, tng dung khoa hoc va chuyén giao cong nghé trong coéng tac van thu.
d) Céc hoat dong khac phuc vu cong tac van thu.

) Chwong VII.
PIEU KHOAN THI HANH

Piéu 37. Hiéu luc thi hanh

Nghi dinh nay c¢6 hiéu lyc thi hanh ké tir ngay ky. Nghi dinh s 110/2004/ND-CP ngay
08 thang 4 nim 2004 cua Chinh phu vé cong tac van thu va Nghi dinh s6 09/2010/ND-CP ngay
08 thang 02 nam 2010 cta Chinh phu stra ddi, bd sung maot s6 diéu cua Nghi dinh )
110/2004/ND-CP ngay 08 thang 4 nam 2004 ctia Chinh phu vé cong tac van thu hét hiéu luc tir
ngay Nghi dinh nay c6 hiu lyc phap luat.

Pic¢u 38. Trach nhiém thi hanh
1. B trudng BO Noi vu co6 trach nhiém trién khai thuc hién va kiém tra viéc thi hanh
Nghi dinh nay.

2. Céc B9 trudng, Thu trudng co quan ngang bg, Thu trudng co quan thudc Chinh phu,
Chu tich Uy ban nhén dan tinh, thanh ph6 tryc thudc trung wong, nguoi dimg dau cac doanh
nghiép nha nudc va céc td chirc, cd nhan c6 lién quan chiu trach nhiém thi hanh Nghi dinh



A
g%

VnDoc - Tii tai liéu, viin bin phdp lugt, biéu mdu mién phi

nay./.
Noi nhin: TM. CHINH PHU
- Ban Bi thu Trung wong Pang; THU TUONG

- Thu tudng, cac Pho Thu tuéng Chinh phu;

- Cac bg, co quan ngang bd, co quan thuoc Chinh phu;
- HDND, UBND cic tinh, thanh phd truc thuoc Trung
uong;

- Van phong Trung wong va cac Ban ctia Pang;

- Vian phong Tong Bi thu; Nguyén Xuin Phiic
- Van phong Chu tich nudc;

- Hoi déng Dan toc va cac UB cua Quéc hoi;

- Vian phong Quéc hoi;

- Vién kiém sat nhan dan téi cao;

- Toa 4n nhan dan t6i cao;

- Kiém toan Nha nudc;

- Uy ban Giam sat tai chinh Qudc gia;

- Ngan hang Chinh sach xa hoi;

- Ngan hang Phat trién Viét Nam;

- Uy ban Trung wong Mét tran Td quéc Viét Nam;

- Co quan Trung uong cua cac doan thé;

- Céc tap doan kinh té, tong cong ty nha nudc;

- Cuc Van thu va Luu trir nha nudc;

- VPCP: BTCN, cac PCN, Tro ly TTg, TGD Céng
TTPT, cac Vu, Cuc, don vi truc thudc, Cong bao;

- Luu: VT, HC (2).
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THE THUC, KY THUAT TRINH BAY VAN BAN HANH CHINH VA BAN SAO VAN
BAN

(Kem theo Nghi dinh s6 30/2020/NP-CP ngay 05 thang 3 nam 2020 ciia Chinh phii)

Phan I
THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH

I. QUY PINH CHUNG
1. Kho gidy: Kho A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chiéu dai cua khd A4. Trudong hop noi dung van ban c6 cac
bang, bi€u nhung khong duoc lam thanh cac phu luc riéng thi van ban c6 thé dugc trinh bay
theo chiéu rong.

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

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

5. C& chit va kiéu chir: Theo quy dinh cu thé cho ting yéu t6 thé thirc.

6. Vi tri trinh bay céc thanh phﬁn thé thirc: Puoc thuc hién theo Muc IV Phan I Phu luc
nay.

7.Sb trang van ban: Pugc danh tur s6 1, bf?mg chit s6 A Rap, co chir 13 dén 14, kiéu chir
dung, dugc dat canh gitra theo chi€u ngang trong phan 1€ trén cta van ban, khong hién thi s6
trang thur nhat.

II. CAC THANH PHAN THE THUC CHINH
1. Qudc hiéu va Tiéu ngir

a) Quéc hiéu “CONG HOA XA HOI CHU NGHIA VIET NAM”: Pugc trinh bay bang
chir in hoa, c¢& chir tir 12 dén 13, ki€u chir dirng, ddm va & phia trén cung, bén phai trang dau
tién ctia van ban.

b) Tiéu ngir “Ddc 1ap - Tu do - Hanh phic”: Bugc trinh bay béng chit in thuong, cd chir
tir 13 dén 14, ki€u chir drng, dam va duoc canh gitta dudi Quoc hiu; chir cai dau cia cac cum
tr duoc viét hoa, gi[i:a cac cum tur c6 gach ndi (-), co cach chir; phia dudi c6 duong ké ngang,
nét lien, c6 do dai bang do dai ciia dong chir.

C) Quéc hi¢u va Tiéu ngtr dugc trinh bay tai 6 s6 1 Muc IV Phan I Phu luc nay. Hai dong
chir Qudc hiu va Tiéu nglt duoc trinh bay cach nhau dong don.

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

a) Tén co quan, to chirc ban hanh vin béan 1a tén chinh thirc, day dii clia co quan, t6 chirc
hodc chirc danh nha nudc ciia ngudi co thim quyén ban hanh vin ban. Tén co quan, to chic ban
hanh vin ban bao goém tén ciia co quan, t6 chtrc ban hanh vin ban va tén cta co quan, to chirc
chu quan truc tiép (néu co).

Dbi vé6i tén co quan, to chire chu quan truc tiép & dia phuong c6 thém tén tinh, thanh
phé truc thudc trung wong hodc huyén, quén, thi xa, thanh phé thudc tinh, thanh phé thudc
thanh phd truc thudc trung wong hodc x4, phuong, thi tran noi co quan, t6 chirc ban hanh vin
ban dong tru sé. Tén cta co quan, t6 chirc cht quan tryc tiép duoc viét tit nhitng cum tir thong
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dung.

b) Tén co quan, td chirc ban hanh van ban dugc trinh bay bf?mg chit in hoa, c& chir tir 12
dén 13, kiéu chir dung, dam, dugc dit canh giita dudi tén co quan, t6 chirc cht quan tryc tiép;
phia dudi c6 dudng ké ngang, nét lién, c6 d6 dai bang tir 1/3 dén 1/2 d6 dai ciia dong chir va dt
can ddi so v&i dong chit.

Tén co quan, td churc chu quan truc tiép duogc trinh bay bf?mg chit in hoa, c¢& chir tir 12
dén 13, kiéu chir dimg.

Tén co quan, to chirc ban hanh vin ban va tén co quan, td chtrc chu quan truc tiép duoc
trinh bay cach nhau dong don. Truong hop tén co quan, td chirc ban hanh van ban, tén co quan,
to chirc chu quan truc ti€p dai c6 thé trinh bay thanh nhiéu dong.

¢) Tén co quan, to chirc ban hanh vin ban duoc trinh bay tai 6 s6 2 Muc IV Phan I Phu
luc nay.

3. S0, ky hi€u ctua van ban

a) S6 clia van ban 1a sb thir tw van ban do co quan, td chirc ban hanh trong mot ndm
duoc dang ky tai Van thu co quan theo quy dinh, so cta van ban dugc ghi bang chir so A Rap.

Trudng hop cac Hoi dong, Ban, T6 cta co quan, to chirc (sau day goi chung 1a t6 chirc
tu Van) dugc ghi la “co quan ban hanh van ban” va dugc st dung con dau, chir ky sb cua co
quan, to chirc dé ban hanh vin ban thi phai 1y hé thong sd riéng.

b) Ky hi¢u cia van ban

Ky hiéu cta van ban bao gém chit viét tit tén loai vin ban va chit viét tit tén co quan, to
chtrc hodc chirc danh nha nudc c6 tham quyén ban hanh vin ban. Déi v6i cong vin, ky hiéu bao
gdm chir viét tit tén co quan, t6 chirc hodc chirc danh nha nudc ban hanh céng vin va chir viét
tat tén don vi soan thao hodc linh vuc duoc giai quyét.

Chir viét tat tén co quan, to chirc va cac don vi trong moi co quan, to chitrc hodc linh vuc
do nguoi dung dau co quan, td chiic quy dinh cu thé, bao ddm ngan gon, de hicu.

¢) S6, ky hiéu cta vin ban duge dit canh giita dudi tén co quan, to chirc ban hanh vin
ban. T “S6” duoc trinh bay bang chir in thuong, c& chir 13, kiéu chir dung; sau tir “S6” ¢ dau
hai chdm (:); véi nhitng s6 nho hon 10 phai ghi thém s6 0 phia truée. Ky hiéu ciia vin ban duoc
trinh bay bang chir in hoa, ¢& chir 13, kiéu chir ding. Giita s6 va ky hiéu van ban c6 ddu gach
chéo (/), giita cac nhom chit viét tit trong ky hiéu van ban c6 ddu gach nbi (-), khong cach chir.

d) S6, ky hiéu cta vin ban duoc 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 tinh, thanh phé truc thudc trung wong noi co quan ban hanh van ban dong tru so.
Dia danh ghi trén van ban do co quan nha nude ¢ dia phuong ban hanh 1a tén goi chinh thire cua
don vi hanh chinh noi co quan ban hanh van ban dong tru so.

Déi véi nhitng don vi hanh chinh duoc dat theo tén ngudi, bang chir s6 hodc su kién lich
su thi phai ghi tén goi day du cua don vi hanh chinh do.
Dia danh ghi trén van ban cua cac co quan, t6 chuc, don vi luc luong vii trang nhan dan

thudc pham vi quan 1y cua B6 Cong an, Bo Quoc phong dugc thuc hién theo quy dinh cta phap
luat va quy dinh cy thé ciia B6 Cong an, Bo Qudc phong.

b) Thoi gian ban hanh van ban
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Thoi gian ban hanh van ban 1a ngay, thang, nam van ban dugc ban hanh. Thoi gian ban
hanh van ban phai dugc viét ddy du; cac sd thé hién ngay, thang, nam dung chir sd A Rap; d6i
v6i nhitng s thé hién ngay nho hon 10 va thang 1, 2 phai ghi thém s6 0 phia trudc.

¢) Pia danh va thoi gian ban hanh vin ban dugc trinh bay trén cing mot dong véi s, ky
hiéu vin ban, tai 6 s6 4 Muc IV Phan I Phu luc nay, bang chir in thudng, ¢& chir tir 13 dén 14,
kiéu chir nghiéng; cac chir cai dau cua dia danh phai viét hoa; sau dia danh c6 dau phéy (,); dia
danh va ngay, thang, nim duoc dat dudi, canh gitta so voi Qudc hiéu va Tiéu ngir.

5. Tén loai va trich yéu ndi dung van ban

a) Tén loai van ban 1a tén cua ting loai van ban do co quan, t6 chirc ban hanh. Trich yeu
ndi dung vin ban 1a mot cau ngan gon hodc mot cum tir phan anh khai quat ndi dung chii yéu
cta van ban.

b) Tén loai va trich yéu ndi dung van ban dugc trinh bay tai 6 s6 5 a Muc IV Phan I Phu
luc nay, dat canh gitra theo chiéu ngang van ban. Tén loai van ban dugc trinh bay bang chir in
hoa, c& 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 chit in thuong, cd chir tir 13 dén 14, ki€u chir diing, dam. Bén
dudi trich yéu ndi dung van ban c6 duong ké ngang, nét lién, c6 do dai bang tur 1/3 dén 1/2 dd
dai cua dong chir va dat can doi so vdi dong chir.

DPéi voi cong van, trich yéu ndi dung van ban dugc trinh bay tai 6 s6 5b Muc IV Phan I
Phu lyc nay, sau chit “V/v” bang chit in thuong, c¢& chir tir 12 dén 13, kiéu chir ding; dat canh
gitra dudi so va ky hiéu van ban, cach dong 6pt véi s va ky hi€u van ban.

6. Noi dung van ban

a) Can ctr ban hanh van ban

Can ctr ban hanh vian ban bao gdm vin ban quy dinh tham quyén, chirc ning, nhiém vu
clia co quan, td chirc ban hanh van ban va cac van ban quy dinh ndi dung, co s& dé ban hanh van
ban. Cén cir ban hanh vin ban duoc ghi day du tén loai vin ban, sb, ky hiéu, co quan ban hanh,
ngdy thang nim ban hanh vin ban va trich yéu noi dung vin ban (riéng Luat, Phap 1énh khong
ghi s6, ky hiéu, co quan ban hanh).

Cin cir ban hanh vin ban duogc trinh bay bang chit in thudng, kiéu chit nghiéng, c& chix
tr 13 dén 14, trinh bay dudi phan tén loai va trich yéu ndi dung van ban; sau moi can cur phai
xuong dong, cudi dong c6 dau cham phay (;), dong cuoi cung két thic bang dau cham (.).

b) Khi vién din lan dau vin ban ¢ lién quan, phai ghi day du tén loai, sb, ky hiéu cua
van ban, thoi gian ban hanh van ban, tn co quan, t6 chtrc ban hanh vin ban va trich yéu noi
dung vian ban (d6i v6i Luat va Phap 1énh chi ghi tén loai va tén ctia Luat, Phap 1énh); trong cac
1an vién dan tiép theo, chi ghi tén loai va sd, ky hiéu cta vin ban do.

¢) B6 cuc ctia ndi dung van ban: Tuy theo tén loai va ndi dung, van ban cé thé co phan
can cu phap ly dé ban hanh, phan m¢ dau va co thé dugc bd cuc theo phan chuong, muc, tiéu
muc, diéu, khoan, diém hoic dugc phan chia thanh céac phan, muc tir 1én dén nho theo mot trinh
tu nhét dinh.

d) DBéi véi cac hinh thirc van ban duoc b cuc theo phén chuong, muc, tiéu muyc, diéu
thi phan chuong, muc, tiéu muc, diéu phai c6 tiéu dé. Tiéu dé 1a cum tir chi ndi dung chinh cia
phan, chuong, muyc, tiéu muc, diéu.

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

Tt “Phan”, “Chuong” va sb thir tu ctia phan, chuong dugc trinh bay trén mot dong
riéng, canh gilra, bang chit in thudong, c¢& chir tir 13 dén 14, kiéu chir ding, dam. SO thu ty cua
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phan, chuong dung chir s6 La Ma. Tiéu d& cuia phan, chuong dugc trinh bay ngay dudi, canh
giita, bang chit in hoa, c¢& chit tir 13 dén 14, kiéu chir dung, dam.

Tir “Muc”, “Tiéu muc” va sé tht ty ciia muc, tiéu muc duoc trinh bay trén mot dong
riéng, canh giira, bang chir in thudng, c& chir tur 13 dén 14, kiéu chir ding, ddm. S6 thir ty cua
muc, tiéu muc ding chir s6 A Rap. Tiéu dé ciia muc, tiéu myc duoc trinh bay ngay dudi, canh
gitra, bang chit in hoa, ¢& chit tir 13 dén 14, kiéu chix ding, dam.

Tir “Diéu”, sb thir ty va tiéu dé cua diéu duoc trinh by bang chit in thuong, i dau
dong 1 cm hodc 1,27 cm. S6 thtr tu cua diéu dung chir s A Rap, sau so thir tu c6 dau cham (.);
cd chir bang cd chir cua phan 101 van, kiéu chir dirng, dam.

S6 thir tu cac khoan trong mdi muc dung chi s6 A Rap, sau s6 thir ty ¢6 ddu chAm (.), co
chir s6 bang cd chir cua phan 101 van, kiéu chitr ding. Néu khoan c6 tiéu de, so thu tu va tiéu de
cta khoan duogc trinh bay trén mot dong riéng, bang chir in thudong, cd chir bang c& chit cta
phan 161 van, ki€u chit dirng, dam.

Thir tu cac diém trong mdi khoan dung céc chit cai tiéng Viét theo thir tw bang chir cai
tiéng Viét, sau c6 dau dong ngoac don, bang chir in thuong, cd chir bang cd chir cua phan 161
van, kiéu chir ding.

e) Noi dung vian ban duoc trinh bay bang chir in thuong, duoc canh déu cé hai 18, kiéu
chir ding; c¢& chir tir 13 dén 14; khi xudng dong, chir ddu dong lui vao 1 cm hoac 1,27 cm;
khoang cach giita cac doan van toi thi€u l1a 6pt; khodng cach gitra cac dong toi thiéu 1a dong don,
toi da la 1,5 lines.

) Noi dung van ban dugc trinh bay tai 6 s6 6 Muc IV Phan I Phy lyc nay.

7. Chtrc vy, ho tén va chit ky ctia nguoi ¢6 thdm quyén

a) Chir ky cua nguoi co tham quyen 1a chir ky ctia ngudi c6 thim quyén trén vin ban
gidy hodc chit ky s6 ctia nguoi c6 thim quyén trén vin ban dién tir.

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

Trudng hop ky thay mit tap thé thi phai ghi chir viét tit “TM.” vao trudc tén tap thé
lanh dao hoac tén co quan, to churec.

Trudng hop duoc giao quyén cdp truong thi phai ghi chir viét tit “Q.” vao trudc chirc
vu cua nguodi ding dau co quan, to chuc.

Truong hop ky thay nguoi dung dau co quan, t6 chirc thi phai ghi chit viét tit “KT.” vao
truge chie vy cua nguoi dimg dau. Truong hop cap pho dugce giao phu trach hodc diéu hanh thi
thuc hién ky nhu cap pho ky thay cap trudng.

Truong hop ky thira 1énh thi phai ghi chir viét tat “TL.” vao trudc chiic vu clia nguoi
dung dau co quan, to chirc.

Truong hop ky thira uy quyén thi phai ghi chit viét tit “TUQ.” vao trudc chiic vu clia
ngudi dimg dau co quan, t6 chirc.

c¢) Chuic vy, chtic danh va ho tén ctia nguoi ky

Chtre vu ghi trén van ban 1a chire vu lanh dao chinh thirc ciia ngudi ky van ban trong co
quan, to chirc; khong ghi nhitng chitc vu ma Nha nudc khong quy dinh.

Chirc danh ghi trén vin ban do céc t6 chire tu van ban hanh 1a chirc danh linh dao ctia
nguoi ky van ban trong t6 chuc tu van.

D061 v6i nhiing t6 chue tu van dugce phép s dung con dau cua co quan, t6 chure thi ghi
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chue danh cua ngudi ky van ban trong t6 chire tur van va chirc vu trong co quan, t6 chuc. Dbi
v6i nhitng t6 chirc tu vin khong duoc phép st dung con dau ctia co quan, to chuc thi chi ghi
chtrc danh cta ngudi ky vin ban trong to chirc tu van.

Chtric vu (chuc danh) cua nguodi ky van ban do Hoi déng hoac Ban Chi dao ctia Nha
nudc ban hanh ma 1anh dao Bo 1am Trudng ban hodc Pho Truong ban, Chu tich hoac Pho Chu
tich Ho1 dé)ng thi phai ghi 18 chirc vu (chire danh) va tén co quan, td chirc noi lanh dao Bo cong
tac ¢ phia trén ho tén nguoi ky.

Ho va tén ngudi ky vin ban bao gdm ho, tén dém (néu co) va tén clia ngudi ky vin ban.
Trudce ho tén cua nguoi ky, khong ghi hoc ham, hoc vi va cac danh hiéu danh dy khac. Viéc ghi
thém quan ham, hoc ham, hoc vi trude ho tén nguoi ky ddi véi van ban cua cac don vi vil trang
nhan dén, cac t6 chirc sy nghiép gido duc, y té, khoa hoc do nguoi dimg dau co quan quan 1y
nganh, linh vuc quy dinh.

d) Hinh anh, vi tri chir ky s6 ctia ngudi ¢ tham quyén 13 hinh anh chit ky cta nguoi cd
thim quyen trén vin ban gidy, mau xanh, dinh dang Portable Network Graphics (.png) nén
trong sudt; dat canh gitra chirc vu ctia ngudi ky va ho tén nguoi ky.

d) Quyén han, chirc vu cua ngudi ky dugc trinh bay tai 6 s6 7a Muc IV Phan I Phu luc
nay; chitc vu khac ctia ngudi ky dugce trinh bay tai 6 s6 7b Muc IV Phan I Phy luc nay, phia trén
ho tén ctia nguodi ky van ban; cac chir viét tat quyén han nhu: “TM.”, “Q.”, “KT.”, “TL.”,
“TUQ.” va quyén han chtc vu ctia ngudi ky dugc trinh bay bang chit in hoa, ¢& chir tir 13 dén
14, kiéu chir ding, dam.

Chir ky ctia ngudi ¢6 tham quyén duoc trinh bay tai 6 sé 7c Muyc IV Phan I Phu lyc nay.

. Ho va tén ctia nguoi ky van bén duogc trinh bay tai 6 s6 7b Muc IV Phan I Phu luc nay,
bang chir in thuong, cd chit tir 13 dén 14, kiéu chit ding, dam, dugc dat canh giira quyén han,
chure vu ctiia nguoi ky.

8. Dau, chir ky so cta co quan, t6 chic

a) Hinh anh, vi tri chit ky sb ctia co quan, td chue 13 hinh anh diu cua co quan, t6 chire
ban hanh vin ban trén vin ban, mau do, kich thudc bang kich thudc thuc té ctua dau, dinh dang
(.png) nén trong sudt, trum 1én khoang 1/3 hinh anh chit ky s6 ctia nguoi c6 thim quyén vé bén
trai.

b) Chir ky s6 cua co quan, td chure trén van ban kém theo van ban chinh duoc thé hién
nhu sau: Van ban kém theo cting tp tin v6i ndi dung van ban dién tir, Van thu co quan chi thuc
hién ky s6 van ban va khong thuc hién ky s6 1én vian ban kém theo; van ban khong cung tép tin
v6i ndi dung vin ban dién tir, Van thu co quan thuc hién ky sb cua co quan, to chuc trén vin
ban kem theo.

Vi tri: Goc trén, bén phai, trang dau cta vin ban kém theo.

Hinh anh chit ky s6 cta co quan, t6 chire: Khong hién thi.

Thong tin: s6 va ky hiéu van ban; thoi gian ky (ngay thang nam; gid phuat gidy; mui gio
Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang phong chir Times New Roman, chir
in thuong, kiéu chir dung, cd chir 10, mau den.

C) DAu, chit ky sb cua co quan, t6 chirc dugce trinh bay tai 6 s6 8 Muc IV Phan [ Phuy luc
nay.
9. Noi nhan

a) Noi nhan van ban gom: Noi nhan d€ thuc hién; noi nhan d¢ kiém tra, giam sat, bao
cdo, trao doi cong viéc, d€ biét; noi nhan dé luu van ban.
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b) Ba6i véi To trinh, Bao cdo (co quan, to chirc cap dudi glri co quan, td chirc cap trén)
va Cong van, noi nhan bao gom:

Phan thtr nhat bao gom tir “Kinh gtri”, sau d6 1a tén cac co quan, t6 chirc hoac don vi, ca
nhan tryc tiép gidi quyet cong vigc.

Phan thtr hai bao gom tir “Noi nhan”, phia dudi 1a tr “Nhu trén”, tiép theo 1a té€n cac co
quan, t6 chirc, don vi va ca nhan c6 lién quan khac nhan van ban.

AY

¢) Doi v6i nhitng van ban khac, noi nhan bao gom tir “Noi nhan” va phan liét ké cac co
quan, t6 chirc, don vi va ca nhan nhan van ban.

d) Noi nhan dugc trinh bay tai 6 s6 9a va 9b Muyc IV Phan I Phy luc nay bao gom:

Phan noi nhan tai 6 sb 9a (4p dung ddi voi To trinh, Béo céo cia co quan, td chuc cép
dudi glri co quan, t6 chirc cap trén va Cong van): Tir “Kinh giri” va tén cac co quan, to chirc
hodc c4 nhan nhdn van ban dugc trinh bay béng chit in thuong, c¢& chir tr 13 dén 14, kiéu chix
dung; sau tir “Kinh gti” ¢6 dau hai cham (:). Néu vian ban giri cho mét co quan, to chirc hodc
mdt ¢4 nhan thi tir “Kinh giii” va tén co quan, t6 chirc hodc ca nhan dugc trinh bay trén cung
mot dong; truong hop van ban gui cho hai co quan, t6 chire hodc ca nhan tr¢ 1€n thi xudng dong,
tén mdi co quan, t6 chirc, ca nhan hodc mdi nhoém co quan, t6 chirc, ca nhan duoc trinh bay trén
mot dong riéng, dau dong c6 gach dau dong (-), cudi dong c6 dau cham phay (;), cudi dong cudi
cung co dau chdm (.); cac gach dau dong duoc trinh bay thang hang véi nhau dudi diu hai
cham (©).

Phan noi nhén tai 6 s 9b (ap dung chung ddi vé6i cac loai van ban): Tu “Noi nhan”
dugc trinh bay trén mot dong riéng (ngang hang véi dong chir “quyén han, chtic vu ctia nguoi
ky” va sat 1& trai), sau c6 dau hai chdm (:), bang chit in thudng, c¢& chit 12, kiéu chir nghiéng,
dam; phan liét ké cac co quan, t6 chirc, don vi va ¢4 nhan nhan vin ban dugc trinh bay bang chi
in thudng, ¢ chir 11, kiéu chir ding; tén mdi co quan, to chirc, don vi va ca nhan hodc mbi
nhém co quan, to chuc don vi nhén véan ban dugc trinh bay trén mot dong riéng, dau dong co
gach dau dong (-) sat 1 trai, cu01 dong c6 diu cham phay (;), dong cudi cung bao gom chir
“Luu” sau c6 ddu hai cham (:), tiép theo 1a chir viét tat “VT7, dau phay (;), chir viét tat tén don
vi (hodc bd phan) soan thao vin ban va sb luong ban luu, cudi cing 13 ddu cham ().

III. CAC THANH PHAN THE THUC KHAC
1. Phu luc

a) Truong hop vin ban c¢6 Phu luc kém theo thi trong vin ban phai c6 chi dan vé Phuy luc
d6. Van ban c¢6 tur hai Phu luc tr¢ 1€n thi cac Phu luc phai dugc danh sb thr tu br:ing chit s6 La
Ma.

b) Tt “Phu luc” va s6 thir ty ctia Phu luc duoc trinh bay thanh mdt dong riéng, canh
giira, bang chit in thudng, c¢& chir 14, kiéu chit ding, dam; tén Phu luc (néu co) dugc trinh bay
canh gitra, bf?mg chit in hoa, ¢& chit tir 13 dén 14, kiéu chix ding, dam.

¢) Thong tin chi ddn kém theo van ban trén mdi Phu luc dugc ban hanh bao gom: sd, ky
hi€u van ban, thoi gian ban hanh van ban va tén co quan, td chirc ban hanh van ban. Thong tin
chi ddn kém theo vin ban dugc canh giita phia dudi tén ctia Phu luc, chit in thuong, ¢& chir tir
13 dén 14, kiéu chir nghiéng, cung phong chit v6i ndi dung vin ban, mau den.

Thong tin chi din kém theo van ban trén mdi phu lyc (Kém theo vin ban s6 .../...-...
ngay .... thang ....ndm ....) dugc ghi day du doi voi van ban gidy; doi voi van ban dién tir, khong
phai dién thong tin tai cac vi tri nay.

d) Dbdi véi Phu luc cung tép tin véi ndi dung van ban dién tir, Van thu co quan chi thyuc
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hién ky s6 van ban va khong thuc hién ky sb 1én Phu lyc.

Ddi véi Phu luc khong cung tép tin vdi ndi dung van ban gién tr, Van thu co quan thuc
hién ky sO cta co quan, t6 chiic trén tirng tép tin kém theo, cu thé:

Vi tri: Goce trén, bén phai, trang dau cta mdi tép tin.

Hinh anh chir ky s6 ctia co quan, to chirc: Khong hién thi.

Thong tin: s6 va ky hiéu vin ban; thoi gian ky (ngay thang nam; gio phut gidy; mai gid
Viét Nam theo tiéu chuén ISO 8601) dugc trinh bay bang phong chir Times New Roman, chir
in thuong, kiéu chir dung, cd chir 10, mau den.

d) S6 trang ctia Phu lyc dugc danh sb riéng theo timg Phu lyc.

e¢) Mau trinh bay phu luc van ban thuc hién theo quy dinh tai Phu luc IIT Nghi dinh nay.

2. Déu chi d6 mat, muc do khan, cac chi din vé pham vi lyu hanh

a) DAu chi do mat

~ Viée xéc dinh va dong dau chi do mat (tuyét mat, t6i mat hodic mat), dau tai li¢u thu hoi

do1 v6i van ban ¢6 ndi dung bi mét nha nude dugc thuce hién theo quy dinh hi€n hanh. Con dau
cac do mat (TUYET MAT, TOI MAT hoidc MAT) va dau tai li€u thu hoi duoc khég san theo
quy dinh cta phap luit vé€ bao v€ bi mat nha nude. Dau chi 6 mat dugc dong vao 6 s6 10a Muc
IV Phan I Phu luc nay; dau tai li€u thu hoi duge doéng vao 6 so 11 Muc IV Phan I Phu luc nay.

b) D4u chi mirc d6 khan

Khl soan thao van ban co6 tinh cha?'}t khan, don vi hodc ca nhan soan thao van ban dé xuét
murc dg khan trinh nguoi ky van ban quyét dinh. Tuy theo mtrc d§ can dugc chuyén phat nhanh,
van ban dugc xac dinh do khan theo cac murc sau: hoa toc, thugng khan, khan.

Con déu cac mutrc dd khan duge khic sin hinh chit nhat co kich thudc 30 mm x 8 mm,
40 mm x 8 mm va 20 mm x 8 mm, trén d6 cac tr “HOA TOC”, “THUONG KHAN” va
“KHAN?, trinh bay bang chit in hoa, phong chit Times New Roman, ¢& chir tir 13 dén 14, kiéu
chir ding, dém va dat can déi‘trong khung hinh chir nhélt vién don. Dau chi mure do khan duoc
dong vao 6 s6 10b Muc IV Phan I Phu luc nay. Muc dé dong dau chi mtrc 46 khan dung mau dé
tuoi.

¢) Céc chi dan vé pham vi luu hanh

Dbi voi nhitng van ban ¢ pham vi, di tuong, sir dung han ché, st dung cac chi din vé
pham vi luu hanh nhu “XEM XONG TRA LAI”, “LUU HANH NOI BO”. Cac chi dan vé
pham vi luu hanh trinh bay tai 6 s6 11 Muc IV Phan I Phuy luc nay, trinh bay cin ddi trong mot
khung hinh chir nhat vién don, bf?mg chir in hoa, phong chit Times New Roman, ¢& chir tur 13
dén 14, kiéu chir dimg, dam.

3. Ky hiéu nguoi soan thao vian ban va sé luong ban phéat hanh

Puoc trinh bay tai 6 s0 12 Muc IV Phan I Phu luc nay, ky hiéu bang chi in hoa, s6
luong ban bang chit s6 A Rép, c¢d chir 11, kiéu chir ding.

4. Pia chi co quan, t6 chirc; thu dién tir; trang thong tin dién tir; s6 dién thoai; s6 Fax

Cac thanh phﬁn nay duoc trinh bay tai 6 s6 13 Muc IV Phén I Phu luc nay ¢ trang th
nhat gﬁa van ban, ’béng‘ch& in thuong, c¢o chir tr 11 dén 12, kiéu chir dung, dudi mdt duong ké
nét lién kéo dai hét chiéu ngang cua vung trinh bay van ban.
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IV. SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN HANH

CHINH
1. Vi tri trinh bay céc thanh phan thé thirc
0 sb : Thanh phéan thé thirc vin ban
1 Quéc hiéu va Tiéu ngir
2 Tén co quan, t6 chtrc ban hanh vin ban
3 : S0, ky hiéu cuia vin ban
4 Dia danh va thoi gian ban hanh van ban
Sa : Tén loai va trich yéu noi dung vin ban
5b : Trich yéu noi dung cong vin
6 : NO6i dung van ban
7a, 7b, 7c : Chtrc vy, ho tén va chit ky ctia nguoi cé tham quyén
8 : Dau, Chit ky s6 ctia co quan, to chiic
9a, 9b : Noi nhén
10a :  Déu chi d mat
10b . DAu chi mérc do khan
11 : Chi dan vé pham vi luyu hanh
12 . Ky hiéu ngudi soan thao vin ban va s lugng ban phat hanh
13 : Dia chi co quan, t6 chire; thu dién tu; trang thong tin dién tu; sb

dién thoai; sO Fax.

14 : Chir ky s6 ctia co quan, t6 chirc cho ban sao van ban sang dinh
dang dién tr

2. So dd
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V.MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

Thanh phan thé thirc va chi tiét

Vi du minh hoa

STT s Loai chit (C& chit!| Kiéu chir A o Co
trinh bay Phong chir Times New Roman chir
1 |Qudc hiéu va Tiéu ngit
- Qudc hidu Inhoa | 12-13 | Pung, dam CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Tiéu nglr In thuong | 13-14 | Pung, dam Poc 1ap - Ty do - Hanh phic 13
- Dong ké bén dudi
) Tén co quan, to chirc ban hanh
van ban
- Tén co quan, tO chirc chi quan| . AN A
4 In hoa 12-13 Dung BO NOI VU 12
truc tiep
V; egé;" quan, t chire ban hanhi 11513 | Pung, dam CUC VAN THU VA LUU TRU NHA NUGC 12
-Dongkébénduéi | | || e
3 IS4, ky hiéu ctia van ban In thuong | 13 Dung S6: 15/QD-BNV; Sb: 05/BNV-VP; S6: 12/UBND-VX 13
Dia danh va thoi gian ban hanh| \ n Ha Ngi, ngay 05 thang 01 nam 2020
4 Lan bén In thuong | 13-14 | Nghiéng Thanh phd H6 Chi Minh, ngay 29 thang 6 nam 2019 | >
5 Tén loai va trich yéu noi dung vin
ban
a [DP4i voi van ban co tén loai
- Tén loai vin ban Inhoa |13-14| DPung, dam CHI THI 14
- Trich yéu ndi dung In thuong | 13-14 | Pung, dam Vé cong tac phong, chdng lut bio 14
-Dong ké bénduéi | || e
b [Pdi v6i cong van
Trich yéu ndi dung In thuong | 12-13 Pung V/v nang bac luong nam 2019 12
6 [NOi dung van ban In thuong | 13-14 Dung Trong cong tac chi dao ... 14
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GOom phan, chuong, muc, ti€u

® muc. diéu. khoan, diém
J;;;;ﬁllchigﬁgng vasoth v vomg | 13-14 | Pumg, dam Phin 1 Chuong 1 14
- Tiéu dé ctia phan, chuong Inhoa | 13-14 | Pung, dam QUY PINH CHUNG QUY PINH CHUNG 14
- T “Muc” va sd thu ty In thuong | 13-14 | Pung, dam Muc 1 14
- Tiéu dé ctia muc In hoa 13-14 | bung, dam QU[&N LY VAN BAN 14
- Tir “Tiéu muc” va sd tha ty In thuong | 13-14 | Pung, dam Tiéu muc 1 14
- Tiéu dé cua tiéu muc Inhoa | 13-14 | Pung, ddam |QUAN LY VAN BAN PI 14
- Piéu In thuong | 13 - 14| Ptng, ddm [Piéu 1. Bin sao vin ban 14
- Khoan In thuong | 13-14 bung 1. Céc hinh thuec ... 14
- Piém In thuong | 13-14 Ping  |a) Bdi véi.... 14
b |Gom phﬁ‘n, muc, }(hoén, diém i
- Tir “Phan” va s thir ty In thuong | 13-14 | Plng, ddm Phén 1 14
- Tiéu dé cua phan Inhoa | 13-14 | Pung, dam TINH HINH THU'C HIEN NHIEM VU ... 14
- S6 thir tw va tiéu dé cua muc Inhoa | 13-14 | Pung, ddm [I. NHUNG KET QUA... 14
- Khoan:
Trudng hop co tiéu dé In thuong | 13-14 | Pung, ddm |1. Pham vi va ddi twong ap dung 14
Truong hop khong co tiéu dé In thuong | 13-14 Pung  |1. Quyét dinh nay co hiéu lyc thi hanh ké tir ngay... 14
- Piém In thudong | 13-14 Ping ) Bdi véi.... 14
7 |Chirc vu, ho tén cua ngudi cd
- Quyén han cua ngudi ky Inhoa |13-14| Pung dam | TM.UY BAN NHAN DAN KT. BQ TRUONG 14
- Chtrc vu ctia nguoi ky Inhoa | 13-14 | Ping, ddm CHU TICH THU TRUONG 14
- Ho tén cua nguoi ky In thuong | 13 - 14| Dung, dam Nguyén Vin A Trin Vin B 14
8 Noinhin 7
e e intuin | 1314 | pimg L
- Gui mot noi Kinh gtri: BO Noi vu 14
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Kinh guri:
Y . - BO Noi vu;
- Gui nhiéu noi | B6 K& hoach va Du tur: 14
- BO Tai chinh.
b Tu “Noi nhan” va tén co quan, t0)
churc. ca nhan nhan van ban i
- T “Noi nhan” In thuong 12 |Nghiéng, dam|Noi nhan. Noi nhan. (461 voi cong van)| 12
- Tén co quan, to chirc, c4 nhanl . , - Cac bg, co quan ngang bJ,...; |- Nhu trén;
nhan van ban In thuong | 11 bung | 1w VT, TCCB. - Luu: VT, NVDP. 1
9 |Phu luc van ban i
- T “Phu luc” va 5o thir tw cual 1 yyiome | 14 | Pang, dam Phuy lyc I 14
phu luc i i
- Tiéu dé cua phu luc Inhoa | 13-14 | Ping, ddm [BANG CHU VIET TAT 14
10 [DAu chi mirc do khan Inhoa |13-14| Ding, dam HOA THUQNG KHAN 13
TOC KHAN
Ky hi¢u nguoi soan thao van ban| . .
11 va s6 luong ban phat hanh In thuong 11 bing PL.(300) 11
Dia chl co quan, t6 chuc; thl}’ dién S 0 ettt e e e e e e e e e e araaraaaas
12 |tir; trang thong tin dién tir; s0 di¢n In thuong | 11 - 12 Dung DT FaX: oo, 11
thoai: s6 Fax -Mailiiiiiiieeiee. WebSite: . e
13 |Chi din vé& pham vi luu hanh Inhoa | 13-14 | Pung, dam XEM XONG TRA LAI LUU HANH NOI BQ 13
14 |SH trang In thuong | 13-14 Dung 2,7,13 14

I C& chit trong cting mot van ban ting, giam phai thong nhat, vi du: Quéc hiéu c¢& chir 13, Tiéu ngi ¢& chit 14, dia danh va ngay, thang, nim vin ban
cO chir 14 hoac Quoc hi¢u cd chir 12, Ti€u ngilt cd chir 13, dia danh va ngay, thang, ndm van ban c& chir 13.
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Phén II
THE THU'C VA KY THUAT TRINH BAY BAN SAO VAN BAN

I. BAN SAO SANG PINH DANG PIEN TU

1. Hinh thtrc sao

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

2. Tiéu chuan cta vin ban s6 hoa

a) DBinh dang Portable Document Format (.pdf), phién ban 1.4 tr¢ 1én.

b) Anh mau.

d) Ty 1¢ s6 hoa: 100%.

3. Hinh thire chir ky s6 cua co quan, td chire trén ban sao dinh dang dién tu

a) Vi tri: Goc trén, bén phai, trang dau ciia vin ban, trinh bay tai 6 s6 14 Muc IV Phan I
Phu luc nay.

b) Hinh anh chit ky sé cua co quan, t6 chire: Khong hién thi.

C) Thong tin: Hinh thirc sao, tén co quan, t6 chic sao vin ban, thoi gian ky (ngay thang
nam; gio phut gidy; mai gio' Viét Nam theo tiéu chuan ISO 8601) dugc trinh bay bang phong
chir Times New Roman, chit in thuong, kiéu chit dtmng, c& chir 10, mau den.

II. BAN SAO SANG PINH DANG GIAY

1. Thé thirc ban sao sang dinh dang gidy

a) Hinh thirc sao: “SAO Y hoic “SAO LUC” hoic “TRICH SAO”.
b) Tén co quan, to chirc sao vin ban.

c) S6, ky hi€u ban sao bao g6m s6 thir tyr dang ky (dwoc danh chung cho céac loai ban sao
do co quan, t6 chtrc thue hién) va chir viét tit tén loai ban sao theo Bang chir viét tit va mau
trinh bay vin ban, ban sao vin ban tai Muc I Phu luc III Nghi dinh ndy. S6 duoc ghi bang chit
s6 A Rép, bat dau lién tiép tir s6 01 vao ngay 01 thang 01 va két thiic vao ngay 31 thang 12 hang
nam.

d) Dia danh va thoi gian sao van ban.

d) Chirc vy, ho tén va chir ky ctia ngudi c¢6 thim quyén sao vin ban.
e) D4u ctia co quan, td chirc sao vin ban.

g) Noi nhan.

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

a) Cac thanh phan thé thirc ban sao duoc trinh bay trén cing mot to gidy (khd A4), ngay
sau phan cudi cung cia van ban can sao dudi mot duong ké nét lién, kéo dai hét chiéu ngang
cta vung trinh bay van ban.

b) Cac cum tr “SAO Y”, “SAO LUC”, “TRICH SAO” dugc trinh bay béng chir in hoa,
cd chir tir 13 dén 14, ki€u chir dung, dam.

c¢) Co chir, kiéu chit cua tén co quan, t chirc sao van ban; sd, ky hi¢u ban sao; dia danh
va thoi gian sao van ban; churc vy, ho tén va chir ky cua nguoi c6 tham quyen; dau cua co quan,
t0 chtrc sao van ban va noi nhan dugc trinh bay theo hudéng dan céc thanh phan thé thic van
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ban tai khoan 2, 3, 4, 7, 8, 9 Muc II Phan I Phu luc nay.
d) Mau trinh bay ban sao dinh dang giéy duoc minh hoa tai Phuy luc IIT Nghi dinh nay.
3. So d0 bd tri cac thanh phan thé thirc ban sao sang dinh dang gidy
a) Vi tri trinh bay céc thanh phan thé thic
O sb :  Thanh phan thé thirc ban sao

1 Hinh thic sao: “SAO Y”, “SAO LUC” hoic “TRICH SAO”
2 Tén co quan, t6 chic sao van ban
3 Sé, ky hi€u ban sao
4 bia danh va ngay, thang, nam sao
S5a, 5b, 5¢ :  Chtric vy, ho tén va chir ky ctia nguoi co thAm quyén
6 : Dau ctia co quan, t0 chirc
7 : Noinhan
b) So d6
F 3
20 -25 mm
PHAN CUOI CUNG CUA VAN BAN BUQC SAO
2 1
3 4
30- 35 mm 15-20 mm
—
7 5a
6
Se
5h
3
20-25 mm
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) Phy luc IT . )
VIET HOA TRONG VAN BAN HANH CHINH
(Kem theo Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu)

I. VIET HOA Vi PHEP PAT CAU

Viét hoa chir cai ¢au am tiét thir nhat ciia mot cdu hoan chinh: Sau dau cham cau (.); sau
dau cham hoi (?); 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: Viét hoa chir cai dau tit ca cac am tiét cua danh tir riéng chi tén
nguoi. Vi du: Nguyen Ai Quoc, Tran Phu,...

b) Tén hiéu, tén goi nhan vt lich str: Viét hoa chir cai dau tat ca cac am tiét. Vi du: Vua
Hung, Ba Triéu, Ong Giong, Bac Ho, Cu Ho,...

2. Tén nguoi nude ngoai dugce phién am chuyén sang tieng Viét

a) Truong hop phién am sang am Han - Viét: Viét theo quy tac viét tén nguoi Viét Nam.
Vi du: Kim Nhat Thanh, Mao Trach Pong, Thanh Cat Tu Han,..

b) Truong hop phién 4m khong sang &m Han - Viét (phién am tryc tiép sat cach doc cua
nguyén ngir): Viét hoa chir cai dau am tiét thir nhat trong mdi thanh phan. Vi dy: Vla-di-mia
I-lich Lé-nin, Phri-drich Ang-ghen,...

III. VIET HOA TEN PIA LY
1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duoc ciu tao giita danh tir chung (tinh, thanh phé truc thudc
trung wong; huyén, quan, thi xa, thanh phé thudc tinh, thanh phé thudc thanh phé truc thudce
trung wong; xa, phuong, thi tran) véi tén riéng cua don vi hanh chinh do: Viét hoa chir cai dau
clia cac 4m tiét tao thanh tén riéng va khong ding gach ndi. Vi du: thanh phd Thai Nguyén, tinh
Nam Dinh,...

b) Truong hop tén don vi hanh chinh dugce cdu tao giita danh tir chung két hop véi chix
0, tén nguoi, tén sy kién lich stir: Viét hoa ca danh tir chung chi don vi hanh chinh d6. Vi du:
Quan 1, Phuong Dién Bién Phu,...

¢) Trudng hop viét hoa dic biét: Thu dé6 Ha Noi, Thanh phé H6 Chi Minh.

d) Tén dia ly duoc cAu tao gifra danh tir chung chi’dia hinh (s6ng, nui, hd, bién, cira, bén,
cau, ving, lach, vam, ...) voi danh tir riéng (c6 mot am tiét) tr¢ thanh tén riéng cua dia danh do:
Viét hoa tét ca cac chu cai tao nén dia danh. Vi du: Ctra Lo, Viing Tau, Lach Truong, Vam Co,
Cau Giéy,...

Truong hop danh tir chung chi dia hinh di ljén vo1 danh tr riéng: Khong viét hoa danh
tor chung ma chi vict hoa danh tir riéng. Vi du: bién Cira Lo, chg Bén Thanh, song Vam Co,
vinh Ha Long,...

d) Tén dia ly chi mot vung, mién, khu vic nhat dinh dugc Cau tao bang tir chi phuong
hudng két hop voi tir chi phuong hudng khac: Viét hoa chir cai dau cua tit ca cac am tiét tao
thanh tén goi. D6i voi tén dia Iy chi viing, mién riéng dugc cau tao bang tir chi phuwong hudng
két hop voi danh tir chi dia hinh thi viét hoa céac chit cai ddu mdi am tiét. Vi du: Tay Bic, bong
Bic, Béc BO,...
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2. Tén dia Iy nudc ngoai duoc phién 4m chuyén sang tiéng Viét
a) Tén dia ly da duoc phién 4m sang am 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 &m Han - Viét (phién am truc tiép sat cach doc cua
nguyén ngit): Vit hoa theo quy tac viét hoa tén ngudi nudc ngoai quy dinh tai diém b khoan 2
Muc II Phu luc nay. Vi du: Méat-xco-va, Men-bon,...

IV. VIET HOA TEN CO QUAN, TO CHUC

1. Tén co quan, td chire ctia Viét Nam

a) Viét hoa chir cai dau cla cdc tir, cum tir chi loai hinh co quan, ‘t(;) chtrc; ch}'rc nang,
linh vuc hoat dong cta co quan, to chirc. Vi du: Ban Chi dao trung wong vé Phong chong tham
nhﬁng, Vian phong Chu tich nudc, Bo Tai nguyén va Moi truong, Tap doan Pién luc Viét Nam,
Hoi dong nhan dén tinh Son La, S¢ Tai chinh,...

b) Trudng hop viét hoa dic biét: Ban Chap hanh Trung wong Pang Cong san Viét Nam,
Van phong Trung vong Déng, ...

2. Tén co quan, t6 chuc nudc ngoai

a) Tén co quan, to chirc nuéc ngoai da dich nghia: Viét hoa theo quy tac viét tén co
quan, to chtrc cia Viét Nam. Vi du: Lién hop qude (UN), T6 chic Y té the gioi (WHO),...
b) Tén co quan, td chirc nudc ngoai duoc sir dung trong van ban ¢ dang viét tat: Viét

bang chit in hoa nhu nguyén ngit hodc chuyén tu La-tinh néu nguyén ngit khong thudc hé
La-tinh. Vi du: WTO, UNDP, UNESCO, ASEAN,...

V. VIET HOA CAC TRUONG HQP KHAC
1. Danh tur thude truong hop dac biét: Nhan dan, Nha nude.

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

3. Tén chirc vu, hoc vi, danh hiéu: Viét hoa tén chirc vy, hoc vi néu di lién véi tén nguoi
cu thé. Vi du: Chu tich Quoc hoi, Thu tuéng Chinh phu, Gido su Ton That Tung,...

4. Danh tir chung da riéng hoa

Viét hoa chir cai dau cua tir, cum tir chi tén goi do trong truong hop ding trong mot
nhan xung, ding ddc 1ap va the hién sy tran trong. Vi du: Béac, Nguoi (chi Chu tich H6 Chi
Minh), Pang (chi Pang Cong san Viét Nam),...

5. Tén cac ngay 18, ngay ky niém: Viét hoa chir cai dau ciia m tiét tao thanh tén goi
ngay ¢, ngay ky niém. Vi du: ngay Quoc khanh 2-9, ngay Tong tuyén ctr dau tién, ngay Quoc
té Lao dong 1-5, ngay Phu nir Viét Nam 20-10,...

6. Tén cac loai vin ban: Viét hoa chit cai ddu cua tén loai vin ban va chit cai dau cua am
tiet thir nhat tao thanh tén goi cia van ban trong truong hgp néi dén madt van ban cu thé. Vi du:
B6 luat Hinh sy, Luat To chirc Quoc hoi,...

7. Truong hop vién dan phén, chuong, muc, tiéu muc, diéu, khoan, diém ctia mot van
ban cu thé thi viét hoa chir cai dau cua phan, chuong, muc, ticu muc, diéu.

Vi du:
- Can ctr diém a khoan 2 DPiéu 103 Muc 5 Chuong XII Phan I ctia Bo luat Hinh sy.



e VnDoc - Tii tai liéu, viin bin phdp lugt, biéu mdu mién phi

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

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

a) Tén cac nam am lich: Viét hoa chif cai dau cua tt ca cac am tiét tao thanh tén goi. Vi
du: Ky Ty, Tan Hoi, Mau Tuat, Mau Than,...

b) Tén céc ngay tét: Viét hoa chir cai dau ctia 4m tiét thir nhat tao thanh tén goi. Vi du:
tet Nguyén dan, tét Poan ngo, tét Trung thu. Vict hoa chitr Tét trong trudng hop thay cho tet
Nguyén dan.

¢) Tén cac ngdy trong tudn va thang trong nam: Viét hoa chir cai dau caa am tiét chi
ngay va thang trong truong hop khong dung chir s6. Vi du: tha Hai, thir Tu, thang Nam, thang
Tam,...

9. Tén cac su kién lich sir va cac triéu dai: Viét hoa chit cai dau ciia cac am tiét tao thanh
su kién va tén sy kién, trong truong hop co6 cac con s6 chi moc thoi gian thi ghi bang chir va viet
hoa chir d6. Vi du: Triéu Ly, Tri€u Tran, Phong trao X6 viét Nghé Tinh, Cach mang thang
Tam,...

10. Tén cac tac phém, sach bao, tap chi: Viét hoa chit cai dau ctia 4m tiét thir 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 lyc I1I
CHU VIET TAT TEN LOAL MAU TRINH BAY VAN BAN HANH CHINH VA BAN
, SAO VAN BAN
(kem theo Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu)

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

STT Tén loai viin ban hanh chinh Chir viét tit
1. |[Nghi 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. [Thong béo TB
8. |[Hudng dan HD
9. |Chuong trinh CTr
10. |Ké hoach KH
11. |Phuong an PA
12. [Péan DA
13. Dy an DA
14. |Bao cao BC
15. [Bién ban BB
16. [To¢ trinh TTr
17. [Hop dong HD
18. |Cong di¢én Cb
19. |Ban ghi nhé BGN

20. |Ban théa thuan BTT
21. (Gidy iy quyén GUQ
22.  (Gidy moi GM
23. (Gidy gioi thiéu GGT
24. |Gidy nghi phép GNP
25.  [Phiéu g PG
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26. [Phiéu chuyén PC

27. |Phiéu bao PB

Ban sao van ban

I. [Bansaoy SY
2. [Ban trich sao TrS
3. |Bansao luc SL

~ ILMAU TRINH BAY VAN BAN HANH CHINH, PHU LUC VA BAN SAO VAN
BAN

1. Miu trinh bay vin 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

Maiu 1.4  [Van ban c6 tén loai

Mau 1.5 |Cong vin

Mau 1.6  [Cong dién

Miu 1.7  (Gidy moi

Maiu 1.8  (Gidy gidi thiéu

Mau 1.9 [Bién ban

Méu 1.10  (Gidy nghi phép

2. Miu trinh bay phu luc vin bén

Mau 2.1  [Phu luc vin ban hanh chinh gidy

Mau 2.2  |[Phu luc vdn ban hanh chinh dién tur

3. Miu trinh bay ban sao viin ban

Mau 3.1  [Ban sao sang dinh dang gidy

Mau 3.2  [Ban sao sang dinh dang dién tir
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Mau 1.1 — Nghi quyét (ca biét)

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Doc 1ap - Tw do - Hanh phiic
Qr’(\' /N 3 4 nom thino nam
NGHI QUYET
5

THAM QUYEN BAN HANH

UM CLE......oceeeeeeeee e et e et
UM CLE....ooooee e et e e e et e e e et e e e e et a e e e e easeeeans
QUYET NGHI:
---6-.- #90 S0 200 Ses S SEE GG SEE SN SEE OGS S GGG SEE GGG SEE SES SEE
A
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI1
- Nhu Diéu.. ; KY 9 .
-Luu: VT .75, (Chit ky cua nguoi cé tham quyen,

dau/chir ky so cua co quan, to chirc)

Ho va tén
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Ghi chu:

I Tén co quan, t6 chie chil quan truc tiép (néu cb).

2 Tén co quan, tO chitc ban hanh Nghi quyét

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

4Dia danh

5Trich yéu noi dung Nghi quyét.

6Noi dung Nghi quyét.

7 Chit viét tat tén don vi soan thao van ban va sb luong ban luu (néu cﬁn)

8 Ky hiéu nguoi soan thdo van ban va sb lugng ban phat hanh (néu can)
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Mau 1.2 — Quyét dinh (ca biét) quy dinh tryec tiép

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C? Poc lap - Tu do - Hanh phic
Qr’(\' 1OP.- 3 4 nom thino nam
. QUYET PINH
Véviée .......... Y eerreeeeeneeen

THAM QUYEN BAN HANH®

CON CU oo e

GO CU oo e et K

TREO A& NI CU............o.eeeeeeeeeeeeeeeeeeeee e

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI

- Nhu Diéu.. ; KY
-Luu: VT .00, (Chit ky cua nguoi cé tham quyén,
dau/chir ky so cua co quan, to chirc)

Ho va tén

! Tén co quan, t6 chic chil quan truc tiép (néu cb).

2 Tén co quan, td chire hodc chirc danh nha nuée ban hanh Quyét dinh.

3 Chir viét tit ctia co quan, to chirc hodc chirc danh nha nuéc ban hanh Quyét dinh.
4Pia danh

5Trich yéu noi dung quyét dinh.

6 Thim quyen ban hanh quyet dinh thuc vé ngudi dung dau co quan, t6 chirc thi ghi
chirc vu cta nguoi diung dau; néu thim quyén ban hanh quyet dinh thudc vé tap thé lanh dao
hodc co quan, td chire thi ghi tén tap thé hodc tén co quan, td chire do.

7Céc can ctr dé ban hanh quyét dinh.
8Noi dung cuyét dinh.

? Chir viét tat tén don vi soan thao va so lugng ban luu (néu can).
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10Ky hiéu ngudi soan thao van ban va s6 luwgng ban phat hanh (néu can).
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M4u 1.3 — Quyét dinh (quy dinh gian tiép)

TEN CQ, TC CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C? Doc 1ap - Tw do - Hanh phiic
Qr’(\' /O 3 4 noy thino nAam
QUYET PINH
Ban hanh (Phé duyét) .......... ST
THAM QUYEN BAN HANH®
CON CUeoeeeeeeeeeeeeeeeeee, e e e, ;
GO CU oo e e K
TREO @6 NGRT ClU.......c.eeeeeoeeeeeeeeeeeeeeee e
QUYET PINH:

Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh ndy .....................5........

DHCUL ...,

................................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI
- Nhu Diéu.. ; KY 7 ‘
e ; (Chit ky cua nguoi co tham quyén,
-Luu: VT, ..8.0... dau/chir ky so cua co quan, to chirc)

Ho va tén




% VnDoc - Tii tai liéu, viin bin phdp lugt, biéu mdu mién phi

Ghi chu:

) MAu nay ap dung d6i voi cac quyét dinh (ca biét) ban hanh hay phé duyét mot vin
ban khac

I Tén co quan, t6 chie chil quan truc tiép (néu cb).

2 Tén co quan, t0 chirc hoic chirc danh nha nuéc ban hanh Quyét dinh.

3 Chit viét tit cua co quan, t6 chirc hodc chirc danh nha nude ban hanh Quyét dinh.

4Dia danh

5Trich yéu noi dung quyét dinh.

6 Tham quyén ban hanh quyét dinh thudc vé ngudi ding dau co quan, to chtc thi ghi
chirc vu ctia nguodi dung dau; néu tham quyén ban hanh quyét dinh thudc vé tap thé lanh dao
hodc co quan, t6 churc thi ghi té€n tap thé hodc tén co quan, t6 chirc do.

7Cac can cir dé ban hanh quyét dinh.
8 Chir viét tat tén don vi soan thao va s6 luong ban luu (néu can).

9Ky hiéu ngudi soan thao van ban va so lugng ban phat hanh (néu can).



e VnDoc - Tii tai liéu, viin bin phdp lugt, biéu mdu mién phi

Mau vin ban (dwgc ban hanh, phé duyét kém theo quyét dinh) déi véi viin ban gidy

TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Doc 1ap - Tw do - Hanh phiic
TEN LOAI VAN BAN
1

Ghi chu:
! Trich yéu ndi dung ctia vin ban
284, ky hi€u, thoi gian ban hanh va tén co quan ban hanh cta Quyét dinh

3Noi dung van ban kém theo
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Mau vin ban (dwge ban hanh, phé duyét kém theo quyét dinh) ddi véi viin ban dién tir '

S6: ...4...,ngay/thang/nam; gio: phit: gidy®

TEN CQ, TC CHU QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Doc 1ap - Tw do - Hanh phiic
TEN LOAI VAN BAN
1

Ghi chu:

™ Mau nay 4p dung vé6i vin ban dién tir kém theo khong cung tép tin véi ndi dung
quyét dinh ban hanh hay phé duyét

I Trich yéu ndi dung ctia vin ban

2 Pdi v6i van ban dién tir, khong phai dién thong tin vao cac vi tri ndy.
3Noi dung van ban kém theo

486 va ky hiéu Quyét dinh ban hay phé duyét.

> Thoi gian ky s6 ciia co quan, t chire (ngay thang nam; gio phit gidy; mai gio Viét
Nam theo ti€u chuan ISO 8601).
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Miu 1.4 — Vin ban c6 tén loai

TEN CQ, TC CHU QUAN! CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C? Doc 1ap - Tw do - Hanh phiic
Qr’(\' /3 - 4 5 nom thiAno nam
TEN LOAI VAN BAN®
7

---------------------------------------------- 8-.--.--.--.--.--.--.--.--.--.--.--.--.--.--.--.--.

................................................................................................ /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI
- Nhu biéu.. ; KY 7 ‘
e ; (Chit ky cua nguoi co tham quyén,
-Luu: VT, .01, dau/chir ky so cua co quan, to chirc)

Ho va tén

Ghi chu:

ITén co quan, tO chitc chii quan truc tiép (néu c6).

2Tén co quan, to chirc hodc chitc danh nha nudc ban hanh cong van.

3 Chit viét tat tén loai van ban.

4 Chir viét tit tén co quan, t chic hodc chirc danh nha nudc ban hanh van ban.
> Pia danh.

©Tén loai van ban

Mau nay ap dung chung d6i v6i cac hinh thirc van ban hanh chinh c6 ghi tén loai gdm:
chi thi, quy ché, quy dinh, thong cao, thong bao, hudng han, chuong trinh, ké hoach, phuong an,
dé an, du an, bao cdo, to trinh, gidy uy quyén, phiéu gui, phiéu chuyén, phiéu béo.

7 Trich yéu noi dung van ban.
8Noi dung van ban.

? Chir viét tat tén don vi soan thao va so lugng ban luu (néu can).
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10Ky hiéu ngudi soan thao van ban va s6 luwgng ban phat hanh (néu can).
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TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C?

SO: .3 A

Kinh guri:

Noi nhan:

Poc lap - Tw do - Hanh phuc

QUYEN HAN, CHUC VU CUA NGUOI
KY
(Chit ky ciia nguoi c6 tham quyén,
ddu/chiv ky s6 cia co quan, t6 chirc)

Ho va tén

10

Ghi chu:

' Tén co quan, to chirc chu quan truc tiép (n€u co).

2Tén co quan, to chirc hodc chirc danh nha nudce ban hanh cong van.

3 Chir viét tat tén co quan, to chirc hodc chirc danh nha nude ban hanh cong van.

4 Chir viét tat tén don vi soan thao cong van.

> Pia danh.
®Trich yéu ndi dung cong van.

"N6i dung cong van.

8 Chir viét tat tén don vi soan thao va s6 luong ban luu (néu can).

9Ky hiéu ngudi soan thao van ban va so lugng ban phat hanh (néu can).
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19Pia chi co quan, to chirc; thu dién tr; trang thong tin dién tir; s6 dién thoai; s6 Fax
(néu can).
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MAiu 1.6 — Cong dién

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Doc 1ap - Tw do - Hanh phiic
CONG PIEN
5
...................................... ¢ dién
e, T, ;
8
............................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI
- Nhu Diéu.. ; KY 9 .
e ; (Chit ky cua nguoi co tham quyén,
- Luu: VT, ..0...10, . dau/chir ky so cua co quan, to chirc)

Ho va tén

Ghi chu:

'Tén co quan, t6 chtrc chu quan truc tiép (néu co).

2Tén co quan, to chirc hodc chirc danh nha nudc ban hanh cong dién.

3 Chit viét tit tén co quan, td chirc hodc chirc danh nha nuée ban hanh cong dién.
“Dia danh.

5Trich yéu noi dung cong dién.

6 Tén co quan, to chirc hodc chirc danh cua ngudi ding dau.

7 Tén co quan, tO chirc nhan dién.

8Noi dung dién.
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9 Chir viet tat ciia don vi soan thao va s6 Iuwgng ban luu (néu can).

10Ky hiéu ctia ngudi soan thdo van ban va s6 lwgng ban phat hanh (néu can).
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MAiu 1.7 — Gidy moi

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C? Doc 1ap - Tw do - Hanh phiic
GIAY MOI
5
i, trAn trong Kinh moi: oo O e
T AU T e
O] 111 1 'c LSRR UURUPRUURROPON
TROT ZIAN:....iiiiieiiece ettt ettt et e e e e st e erbeesaeeabeesseeesseensaeenseenne
DA GBI ..ot
................................................ ettt ettt rs e sese s esesnesesensenens o
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI
e ; KY ) .
e ; (Chit ky cua nguoi co tham quyén,
-Luu: VT, .01, dau/chir ky so cua co quan, to chirc)

Ho va tén

Ghi chu:

1'Tén co quan, t6 chtrc chu quan truc tiép (néu co).

2Tén co quan, tO chirc ban hanh gidy moi.

3 Chir viét tit tén co quan, to chirc ban hanh gidy moi.

4Dia danh.

3> Trich yéu ndi dung cude hop.

6 Tén co quan, tO chirc hodc ho va tén, chirc vu, don vi cong tac ctia ngudi duge moi.
7 Tén (ndi dung) cua cudc hop, hoi thao, hoi nghi, v.v...

8Cac van dé can luu y.
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9 Chir viet tat ciia don vi soan thao va s6 Iuwgng ban luu (néu can).

10Ky hiéu ctia ngudi soan thdo van ban va s6 lwgng ban phat hanh (néu can).
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Miu 1.8 — Gidy gi6i thiéu

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Doc 1ap - Tw do - Hanh phiic
GIAY GIOI THIEU
....................... 2 eiiveeeenenn... trAn trong gidi thiéu:
ONg (bA)...ooverieeiericieieeeeeeieen et
(@] 411 (oY LTRSS
PUOC Cl N5, G e e
N VA8 ettt ettt ettt ettt e et en e

pé nghi Quy co quan tao diéu kién dé ong (ba) co tén & trén hoan thanh nhiém vu.

Gidy nay c6 gia tri AN Dt NEAY.......o.oveveeeeeeeeeeeeeeeeeeeeee e, /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI
- Nhu trén; KY 9 ‘
- Luu: VT (Chir ky cua nguoi co tham quyén,

dau/chir ky so cua co quan, to chirc)

Ho va tén

Ghi chu:

'Tén co quan, t6 chtrc cht quan truc tiép (néu co).

2Tén co quan, to chirc ban hanh vin ban (cip gidy gidi thiéu).

3 Chir viét tat tén co quan, to chirc ban hanh vin ban.

4Pia danh.

>Ho va tén, chitc vu va don vi cong tac ciia nguoi duoge gidi thiéu.

®Tén co quan, t chitrc dugc gidi thiéu ti lam viéc.
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MaAu 1.9 — Bién ban

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Doc 1ap - Tw do - Hanh phiic

P4 PR ~

BIEN BAN
4

Chul trl (ChUL £0@): woveieeiieiiecie ettt ettt et tae e be e s saeeteesaseenseessseennees
Thu ky (nguoi ghi bi€n bAn): ...oc.ooiiiiiie e

Noi dung (theo dién bién cudc hop/hoi nghi/hdi
thdo): o

Cudc hop (hoi nghi, hoi thdo) két thic vao ... gio ...., ngay .... thang .... nam ..../.
THU KY CHUTOA ‘
(Chir ky) (Chit ky cua nguoi c6 tham quyén,
Ho va tén dau/chir ky so cua co quan, to chirc)

Ho va tén

Noi nhdn:
.............. ;

- Luu: VT, Ho so.

Ghi chu:

'Tén co quan, t6 chtrc cht quan truc tiép (néu co).
2Tén co quan, tO chirc ban hanh vin ban.

3 Chir viét tat tén co quan, to chirc ban hanh vin ban.

4Tén cudc hop, hoi nghi, hoi thao.
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3 Ghi chtrc vu chinh quyén (néu can).
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MAu 1.10 - Gidy nghi phép

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Doc 1ap - Tw do - Hanh phiic
GIAY NGHI PHEP
Xét Pon dé nghi nghi phép NgAY..........ovoevevevveeeennnn. clia Ong (ba)......ccceevverveeueenne.
............................................................... 2 oo e e e neseesenennn, CAP CHO
ONE (DA):1eiviiiieiieiieieeeeeee e et
CRTIC VU ettt et sttt et et et esat e bt et e saeenbeenees
Dugc nghi phép trong thoi gian.................... Ké tlr NGAY.....oveeveeenn, dén hét ngay ........
B0 ettt ettt eaes O e,
S6 ngay nghi phép néu trén dugc tinh vao thoi gian ................... T, /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUO1
L KY 7 ‘
- Luu: VT, ...%... (Chit ky ciia nguoi co tham quyén,

dau/chir ky so cua co quan, to chirc)

Ho va tén
Xdc nhdn cia co quan (16 chirc) hodc chinh
quyén dia phwong noi nghi phép (néu can)
(Chit ky, déu)

Ho va tén

Ghi chu:
1'Tén co quan, t6 chtrc chu quan truc tiép (néu co).
2Tén co quan, tO chirc cap gidy nghi phép.

3 Chir viét tit tén co quan, to chuc cdp gidy nghi phép.
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4Pia danh.
>Ho va tén, chirc vu va don vi cong tac cia nguoi dugc cép giéy phép.
®Noi nghi phép

7 Thoi gian nghi phép theo Luat lao dong (nghi hang nam c6 lwong hoic nghi khong
huong lwong hoac nghi viée riéng ma van hudng nguyén luong ...).

8 Nguoi dugc cip gidy nghi phép.

? Chir viét tat ciia don vi soan thao va so luong ban Iuu (néu can).
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Mau 2.1 — Phu luc vin ban hanh chinh gidy

Ghi chu:

1S4 tht ty cta phu luc.

2Tjéu dé cta Phu luc.

386 va ky hiéu ciia van ban

4Thoi gian ban hanh van ban.

5Tén co quan, to chirc ban hanh vin ban.

®Noi dung cta phu luc.
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Miu 2.2 — Miu Phu luc vin ban hanh chinh dién tir

Sb: ...5...; ngay/thang/nam; gid: phut: gidy ©

Ghi chu:

) Mau nay ap dung v&i vin ban dién tir c6 phu luc khong cung tép tin v6i noi dung vin
ban.

1S4 thtr ty cta phu luc.

2Tjéu dé cta Phu luc.

3P4i véi van ban dién tu, khong phai dién thong tin tai cac vi tri nay.

4Tén co quan, t6 chirc ban hanh vin ban.

5 $6 ky hiéu van ban.

®Thoi gian ky s6 clia co quan, to chirc (ngdy, thang, nam; gio, phit, gidy; mai gio Viét
Nam theo ti€éu chuéan ISO 8601)

7Nbi dung cta phu luc.
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Mau 3.1 — Ban sao sang dinh dang gidy

TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Doc 1ap - Tw do - Hanh phiic
TEN LOAI VAN BAN
..................................................................................................................................... /.

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY.
) (Chir ky cua nguoi co tham quyén dau cua co quan, t6 chirc
e e ey : ban hanh van ban)
- Luu: VT,

TEN CO QUAN, TO CHUC? e, L reveeeennens

““““““““““ 6...,ngay ... thang ... nam

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY?
R TPUUR (Chir ky cua nguoi co tham quyén ddu cua co quan, té chuc
- : thue hién sao van ban)

Ghi chu:

'Hinh thire sao: “SAO Y” hodc “SAO LUC” hoic “TRICH SAO”.
2Tén co quan, t6 chtrc thyc hién sao vin ban.

386 ban sao.

4Ky hiéu ban sao.

SChir viét tit tén co quan, to chirc sao vin ban.

®Pia danh.
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’Ghi quyén han, chirc vu cua nguoi ky ban sao.
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Miu 3.2 — Ban sao sang dinh dang dién tir

L. 2. ngay/thang/nam; gio: phat: gidy 3

TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Doc 1ap - Tw do - Hanh phiic
TEN LOAI VAN BAN

..................................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY.
) (Chir ky cua nguoi co tham quyén dau cua co quan, t6 chirc
e e ey : ban hanh van ban)
- Luu: VT,

Ghi chu:

'Hinh thirc sao: “SAO Y” hodc “SAO LUC” hoic “TRICH SAO”.
2Tén co quan, t6 chirc thyc hién sao vin ban.

3Thoi gian ky sO cua co quan, td chirc thue hién sao van ban .
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. ) Phl.l luc Iy 5 .
) MAU VE QUAN LY VAN BAN
Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu)

I. MAU SO PANG KY VAN BAN DI

1. Bia va trang dau

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

SO PANG KY VAN BAN b1

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

Quyén sb: ...

2. Noi dung dang ky van ban di Tdi thiéu gom 10 noi dung:

S6. kv | Nea Tén loai va Noi | Pon vi, Sé
> XY 84Y | trich yeu ndi | Ngwoi | nhan | nguoi Ngay | Ky | Ghi
hi¢u | thang , « ~ 1 .| lwgng X A ,
< 3 a | oo s dung ky van |nhan ban A chuyén | nhan | chu
van ban|van ban <« 2 . ban
van ban ban luu
(1) (2) 3) @ | O (6) (7) (8) 9 |(10)

II. MAU BIA VAN BAN
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Bi&L TEN CO QUAN, TO CHUC

tu:oang Dla Chi ......................................

cla co bién thoai: ............... Fax:................

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

(néu co)
SO/KY iU VAN DAN:........oeoveeeeeeeeeeeeeee e,
Kinh
I1I. MAU SO GUI VAN BAN PI BUU PIEN
1. Bia va trang dau
TEN CO QUAN CHU QUAN TRUC TIEP
TEN CO QUAN/PON VI
SO GUI VAN BAN PI BUU PIEN
Nam: ................
Tw ngay ... .. ,...d‘é:n gAY ..ocoueen.
Twrso......... AN SO ..o,
Quyén s6: ....
2. Noi dung dang ky guri vian ban di buu dién Tdi thiéu gom 06 ndi dung:
Ngdy | SO, Ky hiu | i pan vinban | D0 lwong Ky nhan va dawe, oo,
chuyén van ban : bi buu dién
(1) () 3) 4) (5) (6)




Y]
o

IV. MAU SO SU

VnDoc - Tdi tai li¢u, van bin phdp ludt, biéu méu mién phi

DUNG BAN LUU

1. Bia va trang dau

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

SO SU DUNG BAN LUU

Nam: .......

Twngay ........ déenngay ................
T so ... denso...............

Quyén s6: ...

2. Noi dung dang ky st dung ban luu

Téi thiéu gom 09 ndi dung:

A X ; ypen A PN Sé va .
Ngay Hq‘t.e n SO" ky h,l e T’en 10:.1 tva ky Ky | Ngay Ngu’m' Ghi
> nguwoi st | ngay thang | trich yéu nfi |  .» A ." |cho phép ,
thang <o < 1.2 | hiéu | nhan | tra - chu
dung van ban |dung van ban H.S ‘ str dung
(1) 2 3) 4 ORRONNY) ®) )

V. MAU DAU “PEN”: dugc khic san, hinh chir nhat, kich thudc 35mm x 50mm

35 mm

50 mm
TEN CO QUAN, TO CHUC
. N
DEN A )
ChUYN: ceevvvvnneeeeeerrriieeeeeeeerernneeeeeen
S6 va ky hiéu
5 S P PPN

VI. MAU SO PANG KY VAN BAN DEN

1. Bic va trang dau
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¢ pnap tug p
TEN CO QUAN CHU QUAN TRUC TIEP
TEN CO QUAN/DPON VI
SO DANG KY VAN BAN DEN
Nam: .......
Tir ngay ........ d‘éﬁ NEAY oo,
Tir so ....... den so ...............
Quyén sb: ...
2. Noi dung dang ky vin ban dén
Téi thiéu gom 10 ndi dung:
A 1 X A .+ | PDonvi
Ngdy | 6 | Tac | &Ky | Neay | Tenloaiva | 5 0" 1 neay | Ky | Ghi
X P .. |hi€u van| thang |trich yéu nji \ e X A .
dén | dén | gia . « 1= < .. | ngwoi | chuyén | nhan | chu
ban |van ban|dung van ban A
nhan
@» @ 06 “ &) (6) (7 ®) © | (10
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VIL. MAU PHIEU GIAI QUYET VAN BAN DPEN

TEN CO QUAN, TO CHUC CONG HOA XA HOQI CHU NGHIA VIET NAM
""""""" Doc 1ap - Tu do - Hanh phiic

PHIEU GIAI QUYET VAN BAN DEN
(Tén loai; so va ky hiéq; ngay, thang, nam,; O quan ban hanh
va trich yéu ndi dung van ban dén)
1. Y kién cua lanh dao co quan, t6 chic
- Giao don vi, ca nhan chu tri;
- Giao cac don vi, ca nhan tham gia phdi hop giai quyét vin ban dén (néu c6);
- Thot han giai quyét ddi véi mdi don vi, ca nhan (néu co);

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

2. Y kién cua lanh dao don vi
- Giao cho ¢4 nhan; thoi han giai quyét doi voi ca nhan (néu co);

- Ngay, thang, nam cho ¥ kién.

3.'Y kién dé xuit cua nguoi giai quyét

- Y kién dé xuit giai quyét van ban dén ctia c4 nhan;

- Ngay, thang, naim d¢ xuat y kién.

VIII. MAU SO THEO DOI GIAI QUYET VAN BAN DEN

1. Bia va trang dau
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TEN CO QUAN CHU QUAN TRUC TIEP
TEN CO QUAN/DPON VI
SO THEO DOI GIAI QUYET VAN BAN PEN
Nam: .......
Twngay ........ dén ngay .................
Quyén s6: ....
2. N¢i dung dang ky theo doi giai quyét van ban dén Toi thi€u gom 07 ndi dung:

g6 |1en loai, 0, ky hiu, ngdy,| Donvi |0 se | rign gp | SO KY higu ) o

dén thang va tén co quan, t0 | hoac nguoi {40 quvétloiai quvét VAN ban tra chi
chirc ban hanh van ban nhin gtal quyet giar quy loi
6] () 3) 4) (5) (6) (7)
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Phu luc V
LAP HO SO VA GIAO NQP HO SO, TAI LIEU VAO LUU TRU CO QUAN
(kem theo Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu)

I. XAY DUNG DANH MUC HO SO

Danh muc ho so gdm cac thanh phan: Cac dé muc, so va ky hiéu ctia ho so, tiéu dé ho so,
thoi han bao quan cua ho so, nguoi 1ap ho so.

1. bé muyc trong Danh myc ho so duoc xdy dung theo co cdu td chirc (tén cac don vi
trong co quan, t6 chirc) hodc theo linh vuc hoat dong (tén cac linh vuc hoat dong chii yéu cia
co quan, t chirc). Trong tung dé muc 16n dugc chia thanh cac dé muc nho twong Gmg véi tén
cac don vi (theo co cau td chirc) hodc chia thanh cac mat hoat dong (theo linh virc hoat dong).
Trong cac dé& muc nho, trat tu cac hd so duge sép Xép theo nguyén tac tur chung dén riéng, tu
tong hop dén cu thé.

Céac dé muc 16n duoc danh sd lién tuc bf?mg chit s6 La Ma. Cac d& muc nhé (néu co)
trong tung d€ muc 16n dugc danh so riéng bang chitr so6 A Rap. Chir vict tat cua cac d€ muc lon
trong Danh muc ho so do co quan, t6 chitc quy dinh nhung can ngan gon, d€ hiéu.

2. 86, ky hiéu ctia ho so bao gom: sb thir tu (duwoc danh bang chir sé A Rap) va ky hiéu
(bang cac chir viét tat) cia dé muc lon.

Viéc danh s6 hd so ¢ thé ap dung mot trong hai cach sau: sé ctia hd so duge danh lién
tuc trong toan Danh muc, bat dau tir s6 01 hodc so ctia ho so duge danh lién tuc trong pham vi
tung dé muc 16n, bat dau tir s6 01.

3. Tiéu dé ho so: can viét ngin gon, rd rang nhung phai khai quat dugc ndi dung ctia cac
van ban, tai liéu s€ hinh thanh trong qua trinh theo doi, gidi quyét cong viée.

4. Thoi han bao quan cua hd so duge xac dinh theo quy dinh hién hanh: Vinh vién hodc
thoi han bang s6 nam cu thé.
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II. MAU DANH MUC HO SO

TEN CQ, ) \
TEN CO QUAN, TO CHUC

TC CHU QUAN

DANH MUC HO SO

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Ty do - Hanh phic

) ) Nam ...
(Kem theo Quyét dinh so ... ngay ... thdng ... NAM......................... cua......... )
Sovaky hieu  yo 48 muc va tieu dd hd s | 1101 hanbdo | Ngwoilapho | o e
ho so quan SO
(1) () 3) “4) (5)
I. TEN PE MUC LON
1. Tén dé muc nhé
01.TCCB [Tiéu dé hd so 20 nam Ho va tén
Danh muc h6 so ndy co................ ho so, bao gom:

ho so bao quan vinh vién;

ho so bao quan co thoi han.
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III. MAU MUC LUC HO SO, TAI LIEU NQP LUU

TEN CQ, TC CHU QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN DON VI! Doc lap - Tu do - Hanh phic

Sé TT So, k;y hiu Ticu d2 hd so Thoi gian tai T!lO‘l hsim §0 0%/ ) Gh’1
ho so liéu bao quan So trang chu
@) 2) A3) “4) () (6) (7
Muc 1uc nay gom:..........covvveeenene.. hé so (don vi bao quan).
Viét bang chit:........ooovvevveeeeeeeeenne. hd so (don vi bao quan).
............ ngay ...........thang ...........nam
Nguwoi lap

(Ky va ghi ro ho va tén, chirc vu)

ITén don vi ndp luu ho so, tai liéu.

2Thoi han bao quan: Bao quan vinh -vién hodc bao quan c¢6 thoi han. Muc luc ho so, tai
liéu bao quéan vinh vién va Muc luc ho so, tai liéu bao quan co6 thoi han dugce 1ap riéng thanh 02
Muc luc khac nhau. Boi véi Muc luc ho so, tai li¢u bao quan vinh vién bo ¢t thoi han bao
quan.

3Ap dung doi véi van ban giay.

*Ap dung doi vdi van ban dién tur.
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MUC LUC VAN BAN, TAI LIEU

Nam ...

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

S0,k9 | Ngay thang | TeRIOBVA poc s v ,
STT | hiéu van \8ay thang | ieh yéu noi &1 T& so/ Trang so| Ghi chu
- nam van ban « ban
ban dung van ban
0 2 3) “4) (©) Q) )

5Ap dung cho ho so ¢6 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 CHUC Doc 1ap - Tw do - Hanh phiic
nony thAneo nAm
BIEN BAN

Giao nhén ho so, tai liéu

Can ctr Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nim 2020 ctia Chinh phu vé
cong tac van thu;

Canct......... (Danh muc ho so nam..., Ké hoach thu thap tai liéu...),
Chung toi gdbm:
BEN GIAO: (tén cd nhdn, don vi giao ndp ho so, tai liéu)

3. S6 luong tai liéu:

a) Doi voi ho so, tai licu gidy

b) Dai voi ho so, tai li¢u dign tur

- Tong s6 ho so:

5. Muc lyc hd so, tai liéu ndp luu kém theo.

Bién ban nay dugc 1ap thanh hai ban; bén giao gilt mdt ban, bén nhan 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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 Phylyevi ,
HE T"HONG QUAN LY TAI LIEU PIEN TU
(kem theo Nghi dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu)

QUY PINH POI VOI HE TH(%);?;II(;UAN LY TAI LIEU PIEN TU
I. NGUYEN TAC XAY DUNG HE THONG
1. Bao dam quan 1y van ban va ho so dién tir ctia co quan, t6 chirc diing quy dinh.
2. Bao dam an toan, an ninh thong tin mang theo quy dinh cua phap luét hién hanh.
3. Bao dam phan quyén cho céc ca nhén truy cap vao Hé thong.
4. Bao dam tinh xac thuc, d6 tin cdy cuia tai li¢u, dir liéu luu hanh trong Hé théng.

5. Cho phép kiém chirng, xac minh, thyc hién cac yéu cau nghiép vu khéc cua co
quan, to chtrc, ¢4 nhan co trach nhiém khi dugc yéu cau.

II. YEU CAU CHUNG KHI THIET KE HE THONG
‘ 1. Pap tung day di cac quy trinh va k§ thuat vé quan 1y vin ban dién tir, 1ap va quan ly
ho so dién tir va dir liéu dic tal.
2. C6 kha nang tich hop, lién thong, chia sé thong tin, dit li¢u vdi cac hé théng khac.

3. C6 kha ning hé thong hoa vin ban, ho so, thong ké s luogt truy cap vin ban, ho so,
hé thong.

4. Bao dam tinh xac thyc, tin cdy, toan ven va kha nang truy cap, st dung van ban, tai
liéu.

5. Bao dam luu trir hd so theo thoi han bao quan.

6. Bao dam phu hop v6i Khung kién trac Chinh phu dién tr Viét Nam.

7. Bao dam d@ tiép can va str dung.

8. Cho phép ky s, kiém tra, xac thuc chir ky sb theo quy dinh ctia phap lut.

III. YEU CAU CHUC NANG CUA HE THONG

1. Béi voi viée tao lap va theo doi van ban

a) Cho phép tao 1ap vin ban méi va chuyén d6i dinh dang vian ban.

b) Cho phép dinh kém van ban.

¢) Cho phép tao ma dinh danh van ban di.

d) Hién thi mérc do khan cua vén ban.

d) Cho phép tu dong cap sé cho vin ban di va s6 dén cho van ban dén theo thi ty va
trinh tu thoi gian trong nam.

e) Cho phép bén nhan ty dong thong bao cho bén gui da nhan van ban.

. g) Cho phép tu dong cap nhat C’éC truong thong tin s6 1.1, 1.2, 2, 4,‘ 6,10, 13.1 Muc 1

Phan II Phu luc ne}y; truong thong tin so 1.1‘, 1.2, 2, 10, 12, 13 Muc II Phan II phy luc nay;
truong thong tin s6 1.1, 1.2, 9, 10 Muc III Phan I Phu luc nay.
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IDit liéu dic ta caa van ban, ho so 1a thong tin mo ta ndi dung, dinh dang, ngir canh, cAu
trac, cac yéu td cAu thanh van ban, hd so; mdi lién hé cia vin ban, hd so véi cac van ban, ho so
khéc; thong tin vé chir ky sb trén van ban; lich st hinh thanh, st dung va cac dac tinh khac
nham phuc vu qua trinh quan 1y, tim kiém va kha niang str dung cua ho so, tai liéu.
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h) Théng bao cho Van thu co quan khi ¢6 sy trung ldp ma dinh danh vén ban hoac ca
ba truong thong tin s6, ky hiéu va tén co quan, to chtrc ban hanh vin ban.

1) Thong bao khi c6 van ban maoi.
k)Thong bao tinh trang nhan van ban tai co quan, td chire nhan van ban.
1) Cho phép thong ké, theo ddi, don dbc viée giai quyét vin ban dén.

m) Cho phép ngudi ¢6 thAm quyén phan phdi vin ban dén, theo ddi, don ddc don vi,
ca nhan giai quyéet van ban dung thoi han.

n) Cho phép nguoi co thAm quyén truy cép, chinh stra, chuyén lai du thao van ban, tai
lidu.

0) Cho phép co quan,td chirc giri van ban biét tinh trang xir Iy vin ban cta co quan, to
chirc nhan van ban.

2. Péi voi viée két nbi, lién thong

a) Bao dam két ndi, lién thong giita cac Hé thong quan 1y tai liéu dién tr va Hé thong
quan ly tai liéu luu trir dién tir cia Luu trit lich s d6i véi co quan, t6 chirc thugc ngudn ndp luu.

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

¢) C6 kha niang két nbi, lién thong va tich hop véi cac hé théng chuyén dung khac
dang dugc sir dung tai co quan, to chue.

3. Dbi voi an ninh thong tin
a) Bao dam cac cdp do an ninh thong tin theo quy dinh ctia phép luat.
b) Bao dam phan quyén truy cap d6i voi ting ho so, van ban.

¢) Canh béo su thay doi vé quyen truy cap d6i vé6i timg ho so, van ban trong Hé thdng
cho dén khi c6 x4c nhan ciia ngudi ¢ tham quyén.

4. P6i véi viée 1ap va quan 1y ho so
a) Bao dam tao 1ap Danh muc ho so trong Hé thong.

b) Bdo ddm tao ma cho ting hd so va tu dong danh s6 thir tu ctia van ban, tai liéu
trong ho so.

c) Lién két toan bd van ban, tai liéu va dir lidu dic ta co cung ma hd so trong H¢ théng
dé tao thanh ho so.

d) Bao dam lién két cac truong thong tin trong Danh muc hd so cua timg hd so véi
toan bd van ban, tai liéu, dir liéu dac ta cua ho so.

d) Bao dam lién két va théng ké toan bd ho so duge lap ctia mot tai khoan cu thé.

e) Cho phép gan mot vin ban, tai liéu cho nhiéu hd so dugc tao bai nhiéu tai khoan
khéc nhau ma khong can nhan ban.

g) Cho phép két xuat toan bd van ban, tai liéu, dir liéu dic ta ctia hd so sang dinh dang
(.pdf), (.:xml) va bado dam trinh tu thoi gian hinh thanh van bén, tai liéu, dir liéu dac ta cua ho so.

5. Péi vé6i viée bao quan va luu trit vin ban, ho so

a) Luu van ban va céc thong tin vé qua trinh giai quyét vin ban gém: Y kién chi dao,

phan phdi vin ban dén cta nguoi c6 tham quyén; cac du thao vin ban cia ca nhan dugc phan
cong soan thio; y kién g6p y cua ca nhan, don vi c6 lién quan; y kién chi dao cua 13nh dao; v
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kién phé duyét, chiu trach nhiém ndi dung cua lanh dao don vi chu tri soan thdo; y kién phé
duyét chiu trach nhiém vé thé thic, k¥ thuat trinh bay van ban cua ngudoi cé tham quyén; lich s
truy cap va xem van ban; cac tac dong khac vao van ban.

b) Cho phép ty dong théng bao hd so dén han ndp luu vao Luu trit co quan trude 30
ngay ké tir ngay Luu trlt co quan thong bao Danh muc ho so ndp luu cho don vi giao np tai
liéu.

¢) Bao dam thuc hién nop luu hd so vao Luu trir co quan, Luu trix lich st.

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

d) Bao dam kha ning truy cap va sir dung hd so, vin ban theo thoi han bao quan.

¢) Bdo dam kha nang di chuyén hd so, tai liéu, dit liéu dic ta va thay ddi dinh dang
van ban khi c6 su thay doi vé cong nghé.

g) C6 kha nang sao luu dinh ky, dot Xuét va phuc hoi dit lidu khi gap su cd.

6. Boi v6i thong ké, tim kiém va str dung van ban, ho so

a) Cho phép théng ké s lugng ho so, van ban, tai liéu; s6 luot truy cdp vao tirng hd so,
van ban, tai liéu.

b) Cho phép thong ké sb luot truy cap vao Hé thong theo yéu cau clia ngudi quan 1y,
quan tri.

¢) Cap quyén, kiém soat quyén truy cap vao ho so luu trit dién tir va dir lidu dic ta caa
ho so luu trir.

d) Cho phép tim ki€m van ban, ho so doi véi tat ca cac truong thong tin dau vao cia
van ban, ho so va ndi dung ctia van ban, tai li¢u.

@) Cho phép lua chon hién thi cic truong thong tin ctia vin ban, hd so trong két qua
tim kiém.

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

g) Cho phép hién thi thir ty két qua tim kiém.

h) Cho phép két xuét két qua tim kiém ra cac dinh dang tép van ban phd bién: (.doc),
(.docx), (.pdf).

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

k) Cho phép danh diu vao vin ban, tai liéu, dir liéu ddc ta dugc in ra tir Hé thong.

1) Luu lich str truy cap va st dung van ban, tai 11¢u.

7. B6i v6i viée quan 1y dir lidu dac ta

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

b) Hién thi toan bd dir li¢u dac ta ctia mdt van ban, ho so khi c6 yéu cau ciia nguoi str
dung dugc cap quyén.

¢) Cho phép nhap dit liéu dic ta bd sung cho vin ban, ho so.
d) Luu dit lidu ddc ta ctia qua trinh kiém soat an ninh vin ban, ho so, hé thong.

d) Luu va c6 dinh sy lién két cia mQt van ban, ho so vdi tat ca cac yeu to dir licu dac
ta lién quan.
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8. P01 voi viéc thu hoi van ban
a) bong bang van ban di va dir li€u dédc ta van ban di khi c6 1€nh thu hoi van ban cua
co quan, to chuec.

b) Huy van ban dén va dit liéu dic ta van ban dén khi c6 1énh thu hdi van ban tr co
quan, to chirc phat hanh van ban.

¢) Luu dit liéu dic ta cua qua trinh thu hdi van ban.
IV. YEU CAU VE QUAN TRI HE THONG

1. Hé théng cho phép ngudi dugce giao quan tri H¢ théng thuc hién nhiing nhiém vu
sau:

a) Tao 1ap nhom tai liu, hd so theo cép do thong tin khac nhau.
b) Phan quyén cho nguoi sir dung theo quy dinh ctia co quan, to chic.
c) Truy cép vao hd so va dit liéu dic ta cta hd so theo quy dinh cua co quan, td chirc.

d) Thay d6i quyén truy cap dbi voi hd so, van ban khi ¢6 sy thay d6i quy dinh cta co
quan, to chirc.

d) Thay doi quyén truy cap cua cac tai khoan ca nhan khi cé nhiing thay doi ve vi tri
cong tac cua cd nhan do.

¢) Phuc hdi thong tin, dit liéu dic ta trong truong hop 161 hé thong va thong bao két
qua phuc hoi.

g) Khoa hodc dong bang cac tap hop (van ban, ho so, nhom tai liéu) dé ngan chin kha
nang di chuyén, x6a hoic sira d6i khi c6 yéu cau ciia nguoi c6 thim quyén.

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 céo tinh hinh giai quyét vin ban dén

3. S6 dang ky van ban di

4. Bao céo tinh hinh giai quyét van ban di

5. Muc luc van ban trong hd so

6. Muc luc hd so.
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Phéan II
CHUAN THONG TIN PAU VAO CUA HE THONG

I. THONG TIN PAU VAO CUA DU LIEU QUAN LY VAN BAN PI

Tén (viét tit tiéng

STT Truwong thong tin Anh) Kiéu dir li¢u | D§ dai
1 Mihdso FileCode
Ma dinh danh cua co quan, td chue .
1.1 lap danh muc hd so? Organld String 13
1.2 Nam hinh thanh hé so FileCatalog Number 4
1.3 [S6 va ky hiéu ho so FileNotation String 20
2 |S6 thir ty vin ban trong ho so DocOrdinal Number 3
3 [Tén loai van ban TypeName String 100
4 |S6 cta van ban CodeNumber String 11
5 |Ky hi¢u cua van ban CodeNotation String 30
6 [Ngay, thang, ndm van ban IssuedDate Date 10
7 g;rll co quan, td chirc ban hanh van OrganName String 200
8 [Trich yéu ndi dung Subject String 500
9 |[Ngo6n ngir Language String 30
10 [S6 trang ciia vin ban PageAmount Number 3
11  |Ghi cha Description String 500
12 |Chuc vy, ho tén nguoi ky Signerlnfo
12.1 (Chirc vu ctia nguoi ky van ban Position String 100
12.2 |Ho va tén nguoi ky van ban FullName String 50
13 Noinhan To
13.1 [Va dinh danh cta co quan, to chirc Organld String 13
nhan van ban
13.2 [Tén co quan, t6 chirc nhan vin ban OrganName String 200
14 Muc d6 khan, do mat Priority Number 1
15 [S6 lugng ban phat hanh IssuedAmount Number 3
16 [Han tra lo1 van ban DueDate Date 10




T
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2 Mai dinh danh cta co quan, t chirc 1ap danh muc hd so duoc mic dinh trong Hé théng.
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II. THONG TIN PAU VAO CUA DU LIEU QUAN LY VAN BAN PEN

Tén (viét tit tiéng

STT Truong thong tin Anh) Kiéu dir liéu | P9 dai
1 |[Mahdso FileCode
1.1 %\gs g:;{ll ‘ngl‘igz(‘;g quan, t6 chire Organld String 13
1.2 |Nam hinh thanh ho so FileCatalog Number 4
1.3 [S6 va ky hiéu hd so FileNotation String 20
2 [S6 thir ty van ban trong hd so DocOrdinal Number 3
3 [Tén loai van ban TypeName String 100
4 [S6 cta vin ban CodeNumber String 11
5 Ky hiéu cua van ban CodeNotation String 30
6 [Ngay, thang, nam van ban IssuedDate Date 10
7 géérrll co quan, to chirc ban hanh vin OrganName String 200
8 [Trich yéu ndi dung Subject String 500
9 Ngbn ngir Language String 30
10 |S6 trang ctia vin ban PageAmount Number 3
11 |Ghichu Description String 500
12 Ngay, thang, nim dén ArrivalDate Date 10
13 |S6 dén ArrivalNumber Number 10
14 |Chuce vy, ho tén nguoi ky Signerlnib
14.1 |Chtrc vu cua nguoi ky van ban Position String 100
14.2 Ho va tén nguoi ky van ban FullName String 50
15  [Mirc d6 khan, do mat Priority Number 1
16 [Pon vi hodc ngudi nhan ToPlaces String 1000
17 XYukll};ér\l/gllébr; II;) hoi, chi dgo, trang thai TraceHeaderList LongText
18 [Thoi han giai quyét DueDate Date 10
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3 Mai dinh danh cua co quan, t chire 1ap danh muc hd so duge mic dinh trong hé théng.
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I1I. THONG TIN PAU VAO CUA DU LIEU QUAN LY HO SO

STT Trwong thong tin (vide t tthé‘ng Anhy | Kiéu dirliu | Dg dai

1 [Mahoso FileCode

1.1 10\;11?131122 ((112?1{11 (r:rllll.?cc}? 6q;1;ln, o Organld String 13
1.2 [Nam hinh thanh hd so FileCatalog Number 4

1.3 [S6 va ky hiéu ho so FileNotation String 20
2 [Tiéu d& ho so Title String 500
3 [Thoi han bdo quan Maintenance String 30
4 Ché do sir dung Rights String 30
5 Nguoilap ho so Creator String 30
6  [Ngon ngir Language String 50
7  [Thoi gian bat dau StartDate Date 10
8  [Thoi gian két thuc EndDate Date 10
9  [Tong sb vin ban trong hd so DocTotal Number 4

10 [Tong sb trang cua hd so PageTotal Number 4

11 |Ghichu Description String 500

4Ma3 dinh danh cta co quan, t6 chirc 1ap danh myc hd so duoc mic dinh trong Hé thng.
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