BAN CHAP HANH TRUNG UCONG PANG CONG SAN VIET NAM

VAN PHONG . , ;
* Ha Noi, ngay 27 thang 5 nam 2026

S6 05-HD/VPTW

HUONG DAN
thé thirc va ky thuit trinh bay vin bén cia Pang

Thue hién Quy dinh s6 399-QB/TW, ngay 09/01/2026 cta Ban Bi thu
Trung wong Pang vé thé loai, tham quyén ban hanh va thé thic vin ban cia
Dang, Vin phong Trung uvong Dang huéng dan thé thirc va ky thuét trinh bay
van ban cua Pang nhu sau:

Phin I
HUONG DAN CHUNG

1. Pham vi diéu chinh va d6i twong ap dung

1.1. Pham vi diéu chinh

a) Thé thirc va k¥ thuat trinh bay van ban gidy va vin ban dién tir ciia Pang.

b) Véan ban chura bi mat nha nude thyc hién theo Huéng dan nay va cac
quy dinh cua phap luat vé bao vé bi mat nha nudec.

¢) Van ban chuyén nganh, vin ban khi in thanh sach va cac 4n pham
khac khong thude pham vi diéu chinh ciia Huéng dan nay.

1.2. Péi twong dp dung
a) Cac cip uy, to chuc, co quan dang tir Trung wong dén chi bd.

b) Cac to chuc, co quan hoat dong theo Luat Doanh nghiép khong
thudc dbi twong ap dung Hudng dan nay.

2. Yéu cau

Vin ban chinh thtc cta cip uy, té chirc, co quan dang phai thong nhit
vé thé thirc va k§ thuat trinh bay.

3. Trach nhiém cua ca nhan

3.1. Nguoi ky van ban chiu trach nhiém vé thé thic va k¥ thuat trinh
bay van ban.
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3.2. Chanh vian phong hoidc nguoi duge giao phu trach cong tdc van
phong chiu trach nhiém tham dinh thé thirc va k¥ thut trinh bay van ban.

3.3. Nguoi soan thao van ban chiu trach nhi¢ém thyc hién ding huéng
dan vé thé thirc va k¥ thuét trinh bay van béan.
3.4. Nguoi duge giao nhiém vy van thu co quan chiu trach nhiém kiém

tra thé thtrc va k¥ thuat trinh bay van ban trudc khi trinh ky, phat hanh.

~ PhanII _’
HUONG DAN CU THE
I- Céc thanh phén thé thirc bit budc
1. Tiéu dé "Pang Cong sian Viét Nam"
1.1. Thé thirc

Tiéu dé& "Pang Cong san Viét Nam" 1a thanh phan thé thirc xac dinh
van ban cua Pang.

1.2. Ky thudt trinh bay
Trinh bay tiéu dé ¢ trang dau, goc phai, dong dau, phia dudi co duong

ké ngang ngan cach vdi dia danh va ngay, thang, nam ban hanh van ban;
dudng ké ngang nét lién dai bang do dai tiéu dé (6 s6 1, Phy luc 1).

Vidu: ) ]
PANG CONG SAN VIET NAM

2. Tén co quan ban hanh vian ban
2.1. Thé thirc

Tén co quan ban hanh vin ban 1a thanh phan thé thie xac dinh tac gia
van ban. Ghi chinh xac, day du tén co quan ban hanh vin ban theo quy dinh
cta Diéu 1é Pang hodc vin ban thanh 1ap cua cap uy, to chirc, co quan dang
c6 tham quyén.

2.1.1. Van ban cua dai hdi: Van ban cua dai hoi dang cap nao thi ghi
tén dai hoi dang cap do; ghi 16 dai hoi dai biéu hay dai hoi toan thé dang vién
(riéng chi b thi khong ghi dai hi toan thé dang vién) lan tha m.‘fly, truong
hop khong xéc dinh duoc dai hoi 1an thir méy thi ghi thoi gian ctia nhiém ky
dai hoi. Van ban cua doan chi tich, doan thu ky, ban thim tra tu cach dai
biéu, ban kiém phiéu ghi tén dai hoi va tén co quan ban hanh vin ban la doan
chii tich, doan thu ky, ban thdm tra tu cach dai biéu, ban kiém phiéu.
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Vidu 1: Van ban cua dai hoi

DAI HQI DAI BIEU
PANG BQ TINH NGHE AN LAN THU ...

*
Vi du 2: Van ban cua doan chu tich

DAI HOI DAI BIEU
PANG BO PAC KHU VAN PON LAN THU ...
POAN CHU TICH

*
Vidu 3: Van ban cua ban kiém phiéu

DAIHOQI CHI BQ TO 16 NHIEM KY ...
BAN KIEM PHIEU

*

2.1.2. Vian ban ctia cap uy.

a) Vian ban ctia Ban Chap hanh Trung wong, B6 Chinh tri, Ban Bi thu
ghi tén co quan ban hanh vin ban la Ban Chap hanh Trung wong.
Vi du:
BAN CHAP HANH TRUNG UONG

*

b) Van ban cta ban chap hanh dang bo tinh, thanh phd, dang bd truc
thudc Trung wong; van ban cua ban thuong vu tinh uy, thanh uy, dang uy truc
thugc Trung wong ghi tén tinh uy, thanh uy, dang uy.

Vidu I: ]
TINH UY PIEN BIEN

*

Vidu 2: )
QUAN UY TRUNG UONG

*

¢) Van ban cua ban chap hanh dang bd, ban thuong vu dang uy xa,
phuong, dic khu, dang uy cip trén truc tiép cia to chic co s& dang truc
thude tinh uy, thanh uy, dang uy truc thude Trung wong ghi tén dang bo cap
trén truc tiép va tén dang uy ban hanh vian ban.
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Vidu 1: | ) ,.
DANG BO THANH PHO HA NOI
DANG UY PHUONG BA DINH
*
Vidu 2: ,, ) ,\
DANG BO QUOC HOI

PANG UY KIEM TOAN NHA NUOC
*

d) Vin ban cua ban chip hanh dang bo, ban thuong vu ding uy co so,
dang uy bd phan truc thudc dang uy co s ghi tén dang bd cap trén truc tiép
va tén dang uy ban hanh van ban.

Vi du: 1 o )
o DANG BO BO Y TE
PANG UY CUC BAO TRQ XA HQI
*

d) Vin ban cua chi bo co sd, chi bd truc thudc dang uy co s& ghi tén
dang b cap trén truc tiép va tén chi b ban hanh van ban.

Vi du: | |
PANG BO CUC LUU TRU"
CHI BQ PHONG HANH CHINH - QUAN TRI

*

2.1.3. Van ban cua td chire, co quan dang duge 1ap theo quyét dinh cta
cap uy céc cap (co quan chuyén trach tham muu, giup viéc, don vi su nghiép
ctia Pang, ban chi dao, tiéu ban, hdi déng...) ghi tén cip uy ma co quan do
truc thudc va tén to chire, co quan déng.

a) Vin ban clua co quan chuyén trach tham muu, giup viéc, don vi su
nghiép cua Dang.

Vi du 1: Vian ban ctia co quan chuyén trach tham muu, giup viéc
Trung vong.
BAN CHAP HANH TRUNG UONG
BAN NOI CHINH

*
Vidu 2: Van ban cua don vi su nghi€p cua Pang ¢ Trung uvong

BAN CHAP HANH TRUNG UONG
THONG TAN XA VIET NAM

%
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Vi du 3: Van ban cta don vi sy nghiép cua DPang ¢ cép tinh

TINH UY CAO BANG
TRUONG CHINH TRI HOANG PINH GIONG

*

Vi du 4: Van ban cua co quan chuyén trach tham muu, giap viéc cap uy
cap xa

PANG UY PAC KHU TRUONG SA
BAN TO CHUC
K

b) Van ban cua ban chi dao, tiéu ban, hoi dé‘mg. -

Vidu I: Van ban cua ban chi dao truc thugc Trung uwong

BAN CHAP HANH TRUNG UONG

BAN CHI PAO TRUNG UONG VE PHAT‘ TRIEN KHOA HQC,
CONG NGHE, POI MOI SANG TAO VA CHUYEN POI SO

E
Vi dy 2: Van ban cua tiéu ban truc thudc cap uy cap tinh

TINH UY CA MAU
TIEU BAN VAN KIEN

*

2.1.4. Van ban cua don vi dugc lap theo quyét dinh cua to chire, co
quan dang ghi tén co quan cép trén truc tiép va tén don vi.

Vi du:

BAN TO CHUC TRUNG UONG
VU TO CHUC - PIEU LE
%

2.1.5. Vin ban cua lién co quan: Ghi tén céc to chire, co quan ban hanh
van ban.

Vi du:

UY BAN KIEM TRA TINH UY SON LA - CONG AN TINH SON LA

*
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2.2. Ky thudt trinh bay

2.2.1. Trinh bay tén co quan ban hanh vin ban & goc trai, dong dau,
ngang voi tiéu dé, phia dudi c6 dau sao (*) ngan cach voi so va ky hiéu van
ban (6 s6 2, Phu luc 1).

2.2.2. Tén co quan ban hanh van ban trinh bay can d6i dudi tén co quan
cap trén tryuc ti€p (n€u co).

2.2.3. Tén co quan ban hanh van ban dai c6 thé trinh bay thanh nhiéu
dong. Poi vGi vdn ban cta lién co quan thi ghi tén to chirc, co quan chu tri
trudce, gitra cac tén to chirc, co quan cé dau gach noi (-).

3. S6 va ky hiéu viin ban
3.1. Thé thire

3.1.1. Sb vin ban la s6 thir tu ciia vin ban duoc ding ky, quan 1y tai
van thu co quan.

a) S vin ban cua dai hoi: Ghi lién tuc tir s6 01 chung cho tt ca cic tén
loai viin ban cua dai hoi, doan chu tich, doan thu ky, ban tham tra tu cach dai
biéu, ban kiém phiéu ké tir khi khai mac dai hoi (tinh tir khi bat ddu phién tru
bi) dén khi bé mac dai hoi.

b) Sb vin ban cua cap uy, to chirc, co quan dang dugc lap theo quyét
dinh cua cap uy, don vi duge 1ap theo quyét dinh ctia t6 chiic, co quan dang:
Ghi lién tuc tir s6 01 cho mdi tén loai vin ban trong mdt nhiém ky cap uy.

Nhiém ky cdp uy duogce tinh tir khi bé mac dai hoi lan nay dén bé mac
dai hoi lan ké tiép.

Trudng hop hoi nghi cap uy lan thir nhét dién ra trong thoi gian dai hoi
thi nhiém ky cap uy maéi duoc tinh tir ngay khai mac hdi nghi cap uy lan thir nhat.

Truomg hop cip uy méi duge chi dinh trude thoi gian khai mac dai hoi
thi nhiém ky cdp uy méi duoc tinh tir ngay quyét dinh chi dinh cip uy méi cé
hiéu luc thi hanh.

¢) SO van ban mat ghi lién tuc véi s6 van ban khong mat cung tén loai
van ban.

d) SO van ban cua lién co quan ghi lién tuc véi s6 van ban cung tén loai
cua co quan chu tri.
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3.1.2. Ky hiéu van ban gom nhém chir viét tat cua tén loai van ban va
tén co quan ban hanh van ban.

a) Ky hiéu tén loai vin ban la nhitng chit cai dau cac 4m tiét cia tén
loai van ban, nhu: NQ (nghi quyét), CT (chi thi), KL (két luin), QC (quy
ché), BC (bdo c4o)... Truong hop chir cai dau cac Am tiét cua tén loai van
ban tring nhau thi théng nhat ky hiéu mot s6 tén loai van ban nhu sau:

Quyét dinh, Quy dinh: QD
Chi thi: CT

Chuong trinh: CTr

Thong tri: TT

To trinh: TTr

b) Ky hiéu tén co quan ban hanh van ban la nhitng chit cai dau cac am
ti€t cua tén co quan ban hanh van ban.

(i) Ky hiéu tén co quan ban hanh van ban cua dai hoi (gém: da1 hoi,
doan chu tich, doan thu ky, ban thim tra tu cach dai biéu, ban kiém phiéu)
ghi chung ky hiéu la "DH".

Vidu 1: Bao cao cua dai hoi
S6 01-BC/PH
Vi du 2: Bién ban cua ban kiém phiéu

S6 20-BB/DH

(ii) Ky hiéu tén co quan ban hanh vin ban cta cip uy, to chirc, co quan
dang ghi chir viét tit tén cap uy, t6 chire, co quan dang do.

Vi du 1: Quy dinh cta Uy ban Kiém tra Trung uong
S6 23-QD/UBKTTW
Vi duy 2: Chi thi coa tinh uy
86 06-CT/TU
Vidu 3: Cong van cua ban tuyén gido va dan van tinh uy

S6 138-CV/BTGDVTU
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(ii1) Ky hiéu tén co quan ban hanh van ban cua lién co quan ghi chit
viét tat tén cac co quan ban hanh van ban.

Vi du: Quy ché ctia ban to chirc tinh uy va ban néi chinh tinh uy
S6 05-QC/BTCTU-BNCTU

(1v) Ky hi¢u mét s6 tén co quan ban hanh van ban théng nhét nhu sau:

- Pang uy va chi bo:

bang uy quan syu: DUQS; riéng Quan uy Trung wong: QUTW

Dang uy cong an: PUCA

Pang uy bién phong: DUBP

Céc dang uy khac: bU

Chi bg: CB

- Co quan chuyén trach tham muu, giup viéce:

Uy ban Kiém tra Trung wong: UBKTTW

Co quan uy ban kiém tra; CQUBKT

Ban tuyén giao va dan van: BTGDV

Ban xay dung dang: BXDD

- Ban chi dao, tiéu ban, hoi df’ing...

Ban chi dao: BCD

Tiéu ban: TB

Hoi dong: HP

- Pon vi su nghiép cua Dang

Bao Nhan Dan: BND

Tap chi Cong san: TCCS

Hoc vién Chinh tri quéc gia Hb Chi Minh: HVCTQGHCM

Pai Truyén hinh Viét Nam: PTHVN

Pai Tiéng n6i Viét Nam: PTNVN

Thong tan xa Viét Nam: TTXVN
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Vién Han 1am Khoa hoc xa hoi Viét Nam: VHLKHXHVN

Vién Han 1am Khoa hoc va Cong nghé Viét Nam: VHLKHCNVN
Truong chinh tri: TCT

Trung tdm chinh tri: TTCT

Co quan bao va phat thanh truyén hinh: CQBPTTH

3.2. Ky thuat trinh bay

3.2.1. Trinh bay s va ky hiéu van ban can ddi dudi tén co quan ban
hanh van ban (6 sb 3, Phu luc 1).

3.2.2. S6 vin ban viét bang chit s A-rap. S6 van ban nho hon 10 phai
ghi s6 khong (0) phia trude, gitra s6 va ky hiéu van ban c6 dau gach nbi (-),
gitta chir viét tat tén loai vin ban va chit viét tit tén co quan ban hanh vin
ban cé déu gach chéo (/), gitra chir viét tat cta tén lién co quan ban hanh van
ban ¢6 dau gach ndi (-).

4. Dia danh va ngay, thang, nam ban hanh van ban
4.1. Thé thirc

4.1.1. Pia danh ban hanh van ban 1a tén goi chinh thuc cua don vi hanh
chinh (tén riéng cua tinh, thanh phd truc thudc Trung wong; tén riéng cua x4,
phuong, dic khu truc thudc tinh, thanh phd) noi cép uy, td chic, co quan
dang dat tru so.

a) Van ban cua cip uy, to chic, co quan dang duoc lip ¢ cac co quan
cong tac, don vi hanh chinh, su nghiép, to chirc kinh té... ghi dia danh ban
hanh van ban theo dia danh ban hanh van ban cua co quan cong tac, don vi
hanh chinh, sy nghiép, t6 chic kinh té...

b) Van ban cua lién co quan ban hanh ghi dia danh ban hanh van ban
theo dia danh ban hanh véan ban cua to chie, co quan chu tri.

¢) Ghi thém cép hanh chinh trudc dia danh ban hanh van ban trong
truong hop dia danh mang tén ngudi, dia danh mdt am tiét, dia danh c6 tén
riéng clia xa, phuong, dic khu tring vai tén riéng cta tinh, thanh phd.

Vidu I: Dia danh hanh chinh mang tén nguoi.

Phuong Ngé Quyén, ...
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Vi du 2: Pia danh hanh chinh mot am tiét
Thanh phé" Hué,...
Vi du 3: Dia danh c6 tén riéng cuia phuong trung voi tén riéng cua tinh
Phuwong Phu Tho,...
74.1.2. Ngﬁy, thang, nam ban hanh van ban 13 ngay, thang, nam ngudi
c6 tham quyén ky van ban.
4.2. Ky thudt trinh bay

4.2.1. Trinh bay dia danh va ngay, thang, nam ban hanh van ban cén
d6i dudi tieu dé (6 s6 4, Phu luc 1).

4.2.2. Ngay dudi 10 va thang dudi 3 phai thém s6 khong (0) phia trudc
va viet day du chit ngay, thang, ndm; gitta dia danh va ngay, thang, nam ban
hanh vin ban cé dau phay (,).

Vi du:
Ha Noi, ngay 03 thang 02 nam 2026
4.2.3. Cap hanh chinh truéc dia danh ban hanh vin ban c6 thé ghi chir
viét tat.
Vi du: TP (thanh phd), PK (dic khu)...
5. Tén loai va trich yéu ndi dung vin ban
5.1. Thé thirc

5.1.1. Tén loai van ban la tén cta tung loai van ban. Van ban ban hanh
déu ghi tén loai van ban, trir cong van. Trich yéu ndi dung van ban la mot
cum tir ngan gon, phan anh ndi dung chu yéu cua van ban; trong mot s6 van
ban co thé ghi tac gia vao trich yéu ndi dung van ban.

Vidu 1:

BAO CAO
két qua dai hdi chi by nhiém ky ...
Vidu 2:
QUYET PINH
khen thuong to chirc dang va dang vién nim ...
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Vi du 3:

KET LUAN
CUA BAN THUONG VU THANH UY
vé phat trién kinh té tw nhan

5.1.2. Riéng béo cdo chinh tri do cap uy khod duwong nhiém trinh dai
héi dang c6 thé ghi chu dé dai hoi thay cho tén loai va trich yéu néi dung van ban.

Vi du:

DUOI LA CO VE VANG CUA PANG, CHUNG SUC,

PONG LONG THUC HIEN THANG LOQI CAC MUC TIEU
PHAT TRIEN PAT NUGC PEN NAM 2030; TU' CHU CHIEN LUQC,
TU CUONG, TU TIN, TIEN MANH TRONG KY NGUYEN
VUON MINH CUA DAN TQC Vi HOA BINH, PQC LAP,

DAN CHU, GIAU MANH, PHON VINH, VAN MINH,

HANH PHUC, VUNG BUOC DI LEN CHU NGHIA XA HOI
(Bdo cdo ciia Ban Chap hanh Trung wong Pdang khod XIIT
trinh Pai hi dai biéu toan quoc lan thir XIV ciia Dang)

5.2. Ky thudt trinh bay

5.2.1. Tén loai van ban trinh bay mot dong riéng, trich yéu ndi dung
van ban trinh bay cin di dudi tén loai van ban, phia dudi c6 05 ddu gach néi
(-) ngan cach v61 nd1 dung van ban.

5.2.2. Tén loai van ban va trich yéu noi dung van ban trinh bay chinh
gifra trang dau van ban (6 s6 5a, Phu luc 1).

5.2.3. Riéng trich yéu ndi dung vin ban cua tén loai van ban cong vin
trinh bay can dbi dudi sd va ky hiéu vin ban (6 so 5b, Phuy luc 1).

Vi du:
S6 686-CV/VPTU

vé viéc chudn bi hoi nghi truc Tuyén
quan triét Nghi quyét Trung wong 12 khoa X111
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6. Noi dung vin ban
6.1. Thé thirc

Noi dung van ban 1a thanh phan thé thuc chu yéu cua vin ban. No1
dung van ban bao dam céc yéu cau sau:

6.1.1. Pung chi truong, duong 161 cua Pang, chinh sach, phap luat cia
Nha nudec.

6.1.2. Phi hop véi tén loai vin ban, van phong dién dat phd thong,
dang ngit phéap tiéng Viét, chinh xac, rd rang, dé hiéu.

6.1.3. C6 thé viét tit nhitng cum tir thong dung, st dung nhiéu lan trong
mot van ban, cac chit viét tit lan dau trong van ban phai dat trong dau ngoac
don ngay sau cum tur do.

6.1.4. Khi vién dan ndi dung cua van ban khac can ghi day du tén loai
van ban, s, ky hiéu van ban, ngay, thing, nim ban hanh van ban, tén co
quan ban hanh vin ban va trich yéu noi dung vin ban; cic lan vién dan tiép
theo cting mdt van ban da dan thi chi ghi tén loai va s0, k¥ hi¢u cua van ban do.

6.1.5. Giai thich 16 cac thuat ngir chuyén moén str dung trong van ban.

6.1.6. Tuy theo ndi dung, van ban dugc bé cuc theo phf,-in, chuong,
muc, diéu, khodn, diém... cho phu hop.

6.2. Ky thudt trinh bay

6.2.1. Trinh bay ndi dung vin ban dudi tén loai va trich yéu ndi dung
van ban (6 s 6, Phu luc 1).

6.2.2. Noi dung vin ban duoc dan déu vé ca hai 1&; khi xuéng dong thi
chir dau dong Iui vao khoang 10 mm; khoang céach gitta cac doan van ban
(Spacing) tdi thiéu la 6pt; khoang cach gitta cic dong (Line spacing) tir 18pt
dén 22pt (Exactly); két thuc noi dung van ban c6 diu cham )

6.2.3. Phan can ctr ban hanh (néu co) trinh bay dudi tén loai va trich
yéu ndi dung van ban; ghi day du tén loai van ban, so, ky hiéu, co quan ban
hanh, ngay, thang, nim ban hanh vin ban va trich yéu nodi dung vin ban
(riéng luat, phap lénh thi ghi tén luat, phap l1énh va nim ban hanh). Mdi cin
cir dugc trinh bay thanh mot dong hoac mot kho riéng, trudc mdi cin clr ¢d
01 dau gach ngang (-), sau mdi dong cé dau chdm phay (; ), riéng dong cudi
cing ¢6 ddu cham (.).
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6.2.4. Nhimg vian ban dugc bd cuc theo phan, chwong, muc, diéu,
khoan, diém trinh bay nhu sau:

a) Céc tir "Phan", "Chuong" va sd tht tu cua phan, chuong trinh bay
ciing mot dong, chinh giira hai 18 vin ban. S6 tha tu ctia phan, chuong dung
chit s6 La M2 hoiic ghi bang chit. Tén cia phan, chuong (néu cé) trinh bay tai
dong lién ké phia dudi tir "Phan", "Chuong".

b) T "Muc" va sb thlr tu cia muc trinh bay cung mot dong ¢ chinh
gitta hai I¢€ van ban. So6 thur tu cia muc dung chit so0 A-rap. Tén muc (n€u co)
trinh bay tai dong lién ké dudi tor "Muc".

¢) Tir "Biéu", s6 thir ty va tén didu (hodc nodi dung cta diéu) trinh bay
cung mot dong. So thu tu cua diéu dung chr s6 A-rap, sau so thu tu co dau
cham (.).

d) S& thir tu cua khoan dung chit sb A-rép; sau s thtr tu c6 dau cham
(.), tiép theo 1a tén khoan (néu cd) va ndi dung cua khoan.

d) Thir tw céc diém ghi bang chit cdi tiéng Viét theo thi tu a, b, c..., sau
chir cai co dau ngoac don dong va ndi dung cua diém.

7. Quyén han, chirc vu, ho tén va chir ky ciia ngudi ¢é tham quyén
7.1. Thé thiic

7.1.1. Quyén han ky vin ban cua mdi cdp uy, to chic, co quan dang
phai dugc quy dinh biang vin ban.

a) D& ky van ban cua dai hoi (dai hoi, doan chu tich, doan thu ky, ban
thAm tra tu cach dai biéu, ban kiém phiéu), cap uy, uy ban kiém tra, hoi dong
[a thay mét (ky hiéu la T/M).

b) Pé ky vin ban cua co quan chuyén trach tham muu, gitp viéc, don
vi su nghiép cua Pang, ban chi dao, tiéu ban..., don vi dugc thanh 1ap theo
quyét dinh cua t6 chiic, co quan dang lam viéc theo ché do thu truéng: Cép
trudng ky thi dé ky truc tiép chirc vu, chirc danh; khi cap pho ky thi dé ky 1a
ky thay (ky hiéu la K/T).

c) bé ky van ban duoc ban thuong vu cép uy hoac thu truong td chiec,
co quan dang uy quyén ky 1a thura 1€nh (ky hiéu 1a T/L).

7.1.2. Chirc vu cta nguoi ky van ban 1a chirc vu chinh thirc cua nguoi
¢ tham quyén ky van ban. Ghi dung chic vu dugc bau, b6 nhiém hodc phan
cong cua nguoi ky van ban; khong ghi tén cap uy, to chie, co quan dang kém
theo chirc vu ctia nguoi ky van ban (nhu phoé bi thu tinh uy, truéng ban to
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chirc, chu nhiém uy ban kiém tra...), trlir van ban cta ban chi dao, tiéu ban,
hoi dong... khoéng cé con dau riéng va van ban cua lién co quan ban hanh.

a) Viéc ky van ban cta dai hoi, doan chu tich, doan thu ky, ban thdm
tra tu cach dai biéu va ban kiém phiéu thuc hién theo quy ché dai hgi. Van
ban cua dai hoi, doan chi tich do doan chu tich phan cong nguoi ky; van ban
cua doan thu ky do truong doan ky; van ban cta ban tham tra tu cach dai biu
do truomg ban ky; van ban cta ban kiém phicu do trudng ban ky.

b) Khi thay mit cdp uy, uy ban kiém tra, hoi d6ng ky van ban chi ghi
chtrc vu nguoi ky doi vai cac chuc vu bi thu, pho bi thu, chi nhiém, pho chu
nhiém, chu tich, pho chu tich.

7.1.3. Ho tén ngudi ky van ban 13 ho tén dy du cua ngudi ky; khong
ghi hoc ham, hoc vi, quan ham, danh hiéu... trudc ho tén cuia nguoi ky van ban.

7.1.4. Chix ky thé hién trach nhiém cua nguoi ky ddi véi van ban;
khong ky nhay, ky tat déi voi van ban ban hanh.

a) Quyén han, chirc vu, ho tén va chit ky ctia nguoi c6 tham quyeén doi
vG1 van ban cua dai hoi.

(i) Truong hop dai hoi co con dau riéng.

Vidu 1: Van ban cua dai hdi va doan chu tich

T/M POAN CHU TICH
(chir ky)
Ho va tén

Vidu 2: Van ban cua doan thu ky

T/M POAN THU KY
TRUONG BOAN
(chir ky)

Ho va tén

Vi du 3: Vin ban cta ban tham tra tu cach dai biéu

T/M BAN THAM TRA TU CACH PAI BIEU
TRUONG BAN
(chir ky)

Ho va tén
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Vi du 4: Vién ban cua ban kiém phiéu

T/M BAN KIEM PHIEU
TRUONG BAN
(chir ky)
Ho va tén
(ii) Truong hop dai hdi khong cé con dau riéng thi lanh dao vin phong
cé‘ip uy thtra 1énh ban thuong vu cép uy nhiém ky moi xac nhan chir ky cua
nguoi di ky van ban cia dai hoi. Pbi véi cap uy, to chirc, co quan dang

khong c¢6 van phong thi bi thu hodc phé bi thu cap uy nhiém ky mdi xac nhan.

Vi du 1: X4c nhan chit ky cua nguoi thay mat doan chu tich

T/M POAN CHU TICH
(chir ky)
Ho va tén
Xac nhén chir ky cta dong chi...
T/L BAN THUONG VU
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)
(chit ky)
Ho va tén
Vi du 2: Xac nhan chir ky ctia nguoi thay mét doan chu tich ddi voi
bién ban dién bién dai hoi

T/M POAN THU KY T/M POAN CHU TICH
TRUONG DOAN (chit ky)
(chir ky)
Ho va tén Ho va tén

Xéc nhén chir ky cua dong chi...
T/L BAN THUONG VU
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)
(chit ky)

Ho va tén
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Vi du 3: Xac nhan chir ky cua truong doan thu ky d6i véi bién ban thao
luan tai hoi truong, bién ban thao luan tai doan

NGUOI GHI BIEN BAN T/M POAN THU KY
(chit ky) TRUONG POAN
Ho va tén (chir ky)
Ho va tén

Xac nhan chit ky cua dong chi...
T/L BAN THUONG VU
CHANH VAN PHONG (hosic PHO CHANH VAN PHONG)
(chit ky)
Ho va tén
(iii) Nghi quyét dai hoi do bi thu hogc pho bi thu cap uy (néu bi thu da
thay mat doan chu tich ky nghi quyét) xac nhan.

Vi du:

T/M POAN CHU TICH

(chi ky)

Ho va tén

Xac nhan chit ky cia dong chi...
T/M TINH UY (hoic THANH UY/ PANG UY)
Bi THU (hodc PHO Bf THU)

(chir ky)

Ho va tén

b) Quyén han, chic vy, ho tén va chit ky ciia ngudi c¢6 thim quyén doi
véi van ban cua cap uy, uy ban kiém tra.

(1) Van ban cua Ban Chép hanh Trung uong, Bo Chinh tri, Ban Bi thu.
Vi dy 1: Vin ban ciia Ban Chép hanh Trung wong

T/M BAN CHAP HANH TRUNG UONG
TONG BI THU
(chir ky)
Ho va tén
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Vidu 2: Van ban cta B Chinh tr1

T/M BQ CHINH TRI
(chir k)
Ho va tén

Vi du 3: Van ban cua Ban Bi thu

T/M BAN BiI THU
(chit ky)
Ho va tén

(i1) Van ban cua tinh uy, thanh uy, dang uy va ban thuong vu tinh uy,
thanh uy, dang uy truc thuoc Trung uvong.

Vidu 1: Van ban cua tinh uy, thanh uy, dang uy

T/M TINH UY/PANG UY
BI THU' (hodc PHO BI THU)
(chit ky)

Ho va tén

Vidu 2: Van ban cua ban thuong vu tinh uy, thanh uy, dang uy

T/M BAN THUONG VU
Bi THU (hoic PHO BI THU)
(chir ky)
Ho va tén
(11) Van ‘r?én cua dang 1'151 va baﬂn thuong vu dang uy xa, phuong, dac
khu, dang uy cap trén truc tiép cua td chic co s¢ dang truc thudce tinh uy,
thanh uy, dang uy truc thuoc Trung wong; dang uy co so; dang uy bo phan
truc thudc dang uy co so.

Vidu 1: Van ban cua dang uy

T/M PANG UY
Bi THU (hoic PHO Bi THU)
(chir ky)

Ho va tén



10.HDVFDS.00C 1 8

Vi du 2: Van ban cua ban thuong vu dang uy

T/M BAN THUONG VU
BI THU (hoac PHO Bi THU)
(chir ky)
Ho va tén
(1iv) Van ban cua chi bg.

Vi du:

T/M CHI BO
Bl THU (hoic PHO BI THU)
(chit ky)

Ho va tén

(v) Riéng cic van ban cia cap uy khoa dwong nhiém trinh dai hoi
(gém: béo cdo chinh tri, bio cdo kiém diém ctia ban chap hanh, bo cdo cong
tac nhan sy ban chip hanh nhiém ky méi) do bi thu cap uy ky.

(vi) Van ban ctia uy ban kiém tra.

Vi du:

T/M UY BAN KIEM TRA

CHU NHIEM (hodc PHO CHU NHIEM)

(chit ky)

Ho va tén

¢) Quyén han, chirc vu, ho tén va chir ky ciia ngudi c6 tham quyén doi
vGi van ban cia co quan chuyén trach tham muu, gitp viéc, don vi su nghiép
cua Pang, don vi dugc 1ap theo quyét dinh cua t6 chuc, co quan dang.

(i) Cép truong ky truc tiép.
Vi du:
TRUONG BAN
(chir ky)

Ho va tén
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(ii) Cap pho ky thay.
Vi du:
K/T TRUONG BAN
PHO TRUONG BAN
(chir ky)
Ho va tén
(iif) Khi chua bd nhiém cip trudng thi cp phé duoc phan cong phu
trach dé ky truc tiép, khong dé ky thay cap truong.
Vi du:
PHO TRUONG BAN
(chir ky)
Ho va tén
(iv) Quyén cép trudng ky vin ban
Q. TRUONG BAN
(chit ky)
Ho va tén
d) Quyén han, chtrc vu, ho tén va chit ky ciia ngudi c¢6 tham quyén doi
voi van ban uy quyén: Ngudi duoc uy quyén truc tiép ky, khong uy quyén
cho nguoi khac ky thay.

Vi du:
T/L BAN THUONG VU
CHANH VAN PHONG (hodc PHO CHANH VAN PHONG)
(chit ky)

Ho va tén

d) Quyén han, chirc vy, ho tén va chit ky cua ngudoi cé tham quyén doi
vO1 van ban cua ban chi dao, tiéu ban, hdi dong....

(i) Truong hop ban chi dao, tiéu ban, hoi dong... co con dau riéng.
Vidu I:
TRUONG BAN CHI PAO
(chit ky)
Ho va tén
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Vidu 2:

K/T TRUONG TIEU BAN
PHO TRUONG TIEU BAN
(chit ky)

Ho va tén

Vi du 3:

T/M HQOI PONG
CHU TICH
(chir ky)
Ho va tén
(ii) Truong hop ban chi dao, tiéu ban, hoi dong... khoéng c6 con dau
riéng thi phai c¢6 quy dinh sir dung con ddu ctia ban chi dao, tiéu ban, hoi
dong. ... Quyén han ky vin ban va sir dung con dAu cua ban chi dao, tiéu ban,
hoi dong... phai phi hop véi quy dinh sir dung con dau cua cap uy, to chie,
co quan dang, thuan lgi cho viéc ban hanh va quan ly van ban. Ghi 16 chuc
vu (chirc danh) cta ngudi ky van ban gan véi viéc str dung con dau cua cap
uy, to chire, co quan va chuc vu kiém nhiém cta ban chi dao, tiéu ban, hoi déng. 5
- Ngudi ky vin ban cua ban chi dao, tiéu ban, hoi dong... 1a bi thu, phé
bi thu, uy vién ban thuong vu cap uy thi str dung con dau cua cap uy; néu
khong la bi thu, pho bi thu, uy vién ban thuong vu cap uy nhung 13 lanh dao
co quan thuong truc ban chi dao, tiéu ban, hoi ddng... thi sir dung con diu
cua co quan thuong truc.
Vidu 1: Nguoi ky van ban 1a bi thu, pho bi thu, uy vién ban thuong vu
cép uy, str dung con diu cta cap uy

Bi THU (hoiic PHO Bi THU/UY VIEN BAN THUONG VU)
kiém
TRUONG BAN CHI PAO
(chir ky)

Ho va tén
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Vi du 2: Nguoi ky van ban 1a 1anh dao co quan thuong truc ban chi
dao, tiéu ban, hoi dong... sir dung con dau cua co quan thuong truc

TRUONG BAN TO CHUC
kiém
CHU TICH HOI PONG
(chtr ky)
Ho va tén

- Nguoi ky van ban 1a pho truong ban chi dao, pho truéng tiéu ban\ thi
khong dé ky thay truong ban chi dao, truong ti€u ban; phé chu tich hg1 dong
k¥ van ban khong dé ky thay mat hoi dong...

Vidu 1:
UY VIEN BAN THUONG VU
kiém
PHO TRUONG TIEU BAN
(chit ky)
Ho va tén
Vidu 2:

TRUONG BAN TUYEN GIAO VA DAN VAN
kiém
PHO CHU TICH HQI PONG
(chir ky)
Ho va tén
- Truong hop st dung con dau cua to chirc, co quan noi ngudi ky vin
ban Ia lanh dao t6 chirc, co quan.

Vidu 1:
PHO CHU TICH UY BAN NHAN DAN TiNH
kiém
TRUONG BAN CHI PAO
(chit ky)
Ho va tén
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Vidu 2:
TRUONG BAN NOQI CHINH
kiém
TRUONG TIEU BAN
(chit k)
Ho va tén
Vidu 3:
PHO CHU TICH UY BAN MAT TRAN TO QUOC VIET NAM TINH
kiém
CHU TICH HOQI PONG
(chir ky)
Ho va tén
e) Quyén han, chire vu, ho tén va chit ky ctia ngudi c6 tham quyén d6i

v6i bién ban hoi nghi cip uy, to chire, co quan dang.

(1) Truong hop duoc dong dau Ién chir ky cua nguoi chu tri hoi nghi
theo quy dinh sir dung con diu ctia cip uy, to chire, co quan dang.

Vidu:
NGUOI GHI BIEN CHU TRI HQI NGHI
BAN (chit ky)
(chir ky) Ho va tén
Ho va tén

(ii) Truong hop khong duoc dong dau 1én chir ky cua ngudi chu tri hoi
nghi theo quy dinh st dung con déu cua cép uy, to chirc, co quan dang thi
linh dao van phong thira 1énh ban thudng vu cip uy, thu truong to chire, co
quan dang xac nhan chir ky cua ngudi chu tri hdi nghi.

Vi du:
NGUOI GHI BIEN BAN  CHU TRi HOI NGHI
(chit ky) (chit k)
Ho va tén Ho va tén

Xac nhan chir ky ctia déng chi. .. .
T/L BAN THUONG VU (hoic TRUONG BAN...)
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)
(chit ky)
Hog va tén
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g) Quyén han, chuc vu, ho tén va chir ky cua nguoi ¢6 tham quyén doi
vO1 van ban cua lién co quan thi ghi day du chirc vy cua nguoi ky van ban va
tén td chiic, co quan ban hanh van ban.

Vi du: Vian ban cua lién co quan van phong tinh uy va van phong uy
ban nhan dan tinh

CHANH VAN PHONG CHANH VAN PHONG
UY BAN NHAN DAN TINH TINH UY
(chit ky) (chi k)
Ho va tén Ho va tén

7.2. Ky thudt trinh bay

7.2.1. Trinh bay quyén han, chic vu ciia ngudi ky vin ban & goc phai,
dudi phan ndi dung van ban (6 sb 7a, Phu luc 1).

7.2.2. Chit ky ctia ngudi c6 thdm quyén trinh bay dudi quyén han, chic
vu cua nguoi ky van ban (6 s6 7c, Phu luc 1). Chir ky trén van ban gidy bang
bat muc mau xanh, khong dung bt chi, myc mau dé hodc mau nhat, muc dé
phai dé ky vin ban. Chit ky trén vin ban dién tir 12 mau xanh, dinh dang
Portable Network Graphics (.png) nén trong sudt, dat canh giita chirc vu
nguoi ky va ho tén nguoi ky.

7.2.3. Ho va tén cua nguoi ky van ban trinh bay dudi chir ky cua nguot
ky vin ban (6 sb 7b, Phu luc 1).

7.2.4. Riéng bién ban hoi nghi cap uy, to chirc, co quan dang va vin
ban cua lién co quan ban hanh trinh bay quyén han, chirc vu, ho tén va chir
ky cua ngudi ¢ thim quyén ky vin ban co quan chu tri, ngudi chiu tréch
nhiém chinh & phia phai, cac co quan, nguoi tham gia khac trinh bay ¢ phia
trai; néu nhiéu co quan, nguoi tham gia thi trinh bay tiép xudng dong dudi.

8. Ddu co quan ban hanh vin bén

8.1. Thé thirc

8.1.1. D4u co quan ban hanh vin ban x4c nhan phép nhén, tham quyén
cua to chirc, co quan ban hanh vin ban.

Van ban ban hanh phai co déu cta to chirc, co quan dé bao dam gia tri
phap ly va hiéu lyc thi hanh.

8.1.2. Déi voi chi bd khong ¢é con déu riéng néu vin ban bi thu hodc
pho bi thu (néu duoc phan céng) thay mat chi bd ky céc vin ban cua chi bd.
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Truong hop can phat hanh van ban c¢6 con dau, c6 thé thuc hién viée ky thira
lénh dé sir dung con dau clia cAp uy cap trén.

8.2. Ky thuat trinh bay

8.2.1. Trinh bay déu, chit ky s6 ciia to chirc, co quan ban hanh vin béan
duéi quyén han, chic vu cua ngudi ky vin ban (6 s6 8, Phu luc 1).

8.2.2. Déu cta to chiic, co quan trén vin ban gidy phai rd rang, ngay
ngan, dung chiéu, truim 1én khoang 1/3 chit ky cua ngudi ¢6 tham quyén vé
phia bén trai. Muc ddu mau dé tuoi.

8.2.3. Chit ky sb cua t6 chiic, co quan 13 hinh anh déu cta t6 chic, co
quan ban hanh van ban, mau do, kich thudc bé’mg kich thudce thuc té ctia con
dau, dinh dang (.png) nén trong sudt.

8.2.4. Viéc dong déu treo, dau giap lai, dau ndi, ddu wét, déu thu nho...
trén van ban thyc hién theo quy dinh cua cép uy, thu trudng to chirc, co quan
dang. Diu treo dong vao phu luc vin ban tai trang dau, trim 1én mot phan tén
ctia phu luc. Dau giap lai dong vao khoang giita mép phai cua cic trang trong
ting phu luc, trim 1én mot phan céc to van ban, moi khudn dau dong toi da 5
to van ban.

9. Noi nhan van bén

9.1. Thé thire

9.1.1. Noi nhéan van ban xac dinh nhirng td chue, co quan, ca nhan nhan
van ban dé thuc hién, dé giai quyét, dé bao cao hodc dé biét, dé trao doi, dé
luu...: noi nhén vin ban duge xac dinh cu thé trong van ban, dudi cum tir nay
c6 duong ké ngang nét lién, twong tmg véi chiéu dai cua cum tir nay.

9.1.2. Van ban giri mét so to chuc, co quan, ca nhan cu thé thi ghi tén
tung t6 chirc, co quan, cd nhan dugc nhan van ban; van ban gui nhiéu to
chirc, co quan, ca nhan thi ghi chung theo nhom t6 chirc, co quan, ca nhan.

9.2. Ky thudt trinh bay

9.2.1. Trinh bay noi nhén van ban ¢ goc trai, dudi nd1 dung van ban (6
s6 9a, Phu luc 1). Cum tir "Noi nhan" trinh bay mot dong riéng.

9.2.2. Trinh bay tén to chirc, co quan, ca nhan nhan vin ban dudi cum
tir "No1 nhan".
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9.2.3. P6i véi tén loai vian ban 14 cong vin thi tén t6 chirc, co quan, ¢
nhan truc tiép nhan giai quyét duoc liét ké tai phan "Kinh gui", & chinh gitta,
trang d4u van ban (6 sb 5a, Phu luc 1). O dong dau phfin "Noi nhan" cudi van
ban co6 thém tur "Nhu trén".

9.2.4. D6i v6i tén loai van ban 1a to trinh thi trinh bay thém tir "Kinh
trinh" va liét ké tén to chirc, co quan, ca nhan truc tiép nhan giai quyét cong
viéc & dudi tén loai va trich yéu ndi dung van ban (6 s6 9b, Phu luc 1). O
dong dau phan "Noi nhan" cudi vin ban cé thém tir "Nhu trén".

9.2.5. Sau cic tir "Noi nhan", "Kinh g@i", "Kinh trinh" ¢6 dau hai
chém(:); sau moi to chirc, co quan, ca nhan hoic nhom td chire, co quan, ca
nhén nhén van ban & phan "Kinh gui", "Kinh trinh" ¢6 du phay (; ); sau mdi
t6 chuc, co quan, ca nhan hodc nhém t6 chiic, co quan, ca nhan nhan van ban
& phan "Noi nhan" ¢6 dau chim phay (; ), két thiic noi lwu vian ban c¢6 dau cham.

II- CAc thanh phan thé thirc b sung

Ngoai cac thanh phéan thé thirc bit budc thi tuy noi dung va tinh chat
timg van ban cu thé, ngudi ky van ban quyét dinh bo sung céc thanh phan thé
thace sau:

1. Phu lue

1.1. Van ban cé phu luc kém theo thi phai c6 chi dan vé phu luc. Phuy
luc vdn ban trinh bay riéng va phai c¢é tidu dé, viin ban c6 tir hai phy luc tro
1én thi ghi sO thir tu phu luc bﬁmg chit s6 A-rz}p.

1.2. Tur "Phu luc va s6 thir ty" trinh bay thanh mot dong riéng cach déu
hai mép phai va trai cia phan c6 chit. Tiéu dé cta phu luc trinh bay dudi tir
"Phu luc" va so thit tu ctia phu luc. Duéi tiéu dé phu luc trinh bay chi dan phu
luc kém theo van ban bao gom sb, ky hiéu vin ban; ngay, thang, nim ban
hanh vin ban va tén to chire, co quan ban hanh van ban.

2. Dau chi mirc d9 mait va cac thong tin can thiét trén vin ban mat

Dau chi mirc d6 mat va cac thong tin can thiét trén van ban mat thuc
hién theo quy dinh hién hanh cua phap luat vé bao vé bi mat nha nude.

3. Diu chi mirc d§ khan

- Déau chi mirc d6 khan gom: Khan, thugng khén, hoa téc. Tuy yéu cau
can chuyén nhanh van ban dé xac dinh d6 khan.
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- DAu chi muc d khén trinh bay dudi sé va ky hiéu vin ban (riéng tén
loai cong van thi trinh bay dudi trich yéu ndi dung vin ban) (6 s6 10, Phu luc 1).

4. Céc chi din vé pham vi phé bién, giao dich, ban du thio va tai
liéu hoi nghi

4.1. Déi voi nhitng van ban c6 pham vi phd bién, giao dich thi c6 cic
chi dan nhu: Khong phd bién trén phuong tién thong tin dai ching, tai liéu
thu hdi, xem xong tra lai, luvu hanh nodi bo... Céc chi dan vé pham vi phé bién,
giao dich trinh bay tai trang dau, gbc phai, cach mép trén trang vin ban 10
mm (6 s& 11a, Phu luc 1). Riéng chi din "Khong phd bién trén phuong tién
thong tin dai chiing" trinh bay tai trang cudi, chinh gifta, cich mép dudi trang
van ban 10 mm.

4.2. Pbi véi van ban thuc hién quy trinh du thao nhiéu 1an thi sir dung
chi din thtt tu 14n du thao. Chi din vé du thao vin ban trinh bay dudi s6 va
ky hiéu vin ban (6 s6 11b, Phu luc 1).

5. Ky hi¢u ngudi soan thao van ban, so lwong ban phat hanh

Di véi van ban can quan 1y s6 lugng ban phat hanh thi ghi ky hiéu
ngudi soan thao vin ban va so lugng ban phat hanh, ndi dung nay dugce trinh
bay tai cudi noi nhan van ban (6 s6 12, Phu luc 1).

6. Thong tin lién hé ciia co' quan ban hanh van ban

Néu can thiét thi trong van ban ghi dia chi to chirc, co quan, dia chi thu
dién tu (email), s6 dién thoai, so fax, dia chi trang thong tin dién tir (website)
dé lién hé cong viéc, ndi dung trinh bay tai trang cudi cua van ban, dudi mot
duong ké nét lién kéo dai hét chiéu ngang clia ving trinh bay vin ban (6 sO
13, Phu luc 1).

IIT- Céc thanh phén thé thirc bin sao
1. Ban sao van ban

Ban sao van ban la ban dugc tao ra tir vi€c chép lai hodc tao ra ban
khac theo ding noi dung ciia ban gbe, ban chinh hodc ban sao vin ban. Sao
van ban gdm sao tir vin ban gidy sang van ban gidy, sao tir vin ban gidy sang
van ban dién tir va sao tr van ban dién tir sang van ban gidy.

Ban sao van ban chira bi mat nha nudc thuc hién theo phap luat va quy
dinh hién hanh cta co quan c6 tham quyén vé bao vé bi mat nha nudc.
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2. Sao sang van ban giay

2.1. Ban sao tur van ban gidy va tr van ban dién tir sang van ban giay
phai dong dau "Ban sao van ban" va trinh bay thé thirc quyén han, chirc vu,
ho tén va chit ky cua nguoi c6 tham quyén sao van ban.

2.2. Dau "Ban sao van ban" va thé thuc quyén han, chirc vu, ho tén va
chit ky ctia nguoi c6 tham quyén sao vin ban trinh bay cudi vin ban can sao,
ngin cach véi van ban can sao bing mot duong ké nét lien c6 do dai hét
chiéu ngang ctia ving trinh bay vin ban (so dd bé tri thé thirc ban sao vin
ban tai Phu luc 3).

2.2.1. Dau "Ban sao vin ban" dong phia bén trai, phia dudi Noi nhin
van ban duoc sao (mau dau tai Phu luc 3).

2.2.2. Quyén han, chic vu, ho tén va chir ky cia nguoi c6 tham quyén
sao van ban trinh bay bén phai, phia dudi quyén han, chirc vu, ho tén va chir
ky cua nguoi c6 tham quyén ky van ban.

2.3. Dau co quan sao van ban trinh bay dudi quyén han, chuc vu va
trum 1€n 1/3 chir ky cua ngudi cd tham quyén sao van ban.

2.4. Néu sao nhiéu ban thi co quan, t6 chirc thuc hién nhan ban tir ban
sao dau tién da dong dau "Ban sao van ban" va c6 chir ky truc tiép ctia ngudi
¢6 thdm quyén sao van ban, sau d6 déng diu ciia co quan, to chic 1én ting
ban sao (néu co).

3. Sao sang van ban dién tir

3.1. Ban sao tir vdn ban gidy sang van ban dién tu dugc thyc hi¢n bang
viéc s0 hoa (scan) van ban gidy bao dam tiéu chuan cua co quan c6 tham
quyén’, ky so cua nguoi cd tham quyén va ky so cta co quan, to chirc sao van ban.

3.2. Chir ky s6 cua co quan, to chirc sao vin ban trinh bay tai goc trén,
bén phai, trang dau cua van ban (6 s6 14, Phu luc 1).

3.3. Chir ky s6 cua ngudi c6 thim quyén sao vian ban trinh bay tai goc
trén, bén phai, trang dau cua van ban (6 s6 15, Phu luc 1).

3.4. Chit ky s6 cuia ca nhan va chir ky s6 ctia co quan, t6 chirc thyuc hién

theo Huéng dan cua Van phong Trung wong Pang vé sir dung chit ky s6
trong co quan, to chirc dang?.

' Nghi dinh sb 30/2020/ND-CP, ngay 05/3/2020 ctia Chinh phii vé cong téc van thu. ‘ )
2 Huéng dan s6 03-HD/VPTW, ngay 04/6/2021 cua Vin phong Trung wong Dang ve sir dung chir ky so trong co
quan, o chuc dang.
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IV- Phéng chit, kho gidy, dinh I& trang vin bén, s0 trang

1. Phong chir: Phong chit tiéng Viét, kiéu chit Times New Roman, bd
mi ky tu Unicode theo Tiéu chuan Viét Nam TCVN 6909: 2001, mau den.

2. C& chit va kiéu chit: Theo quy dinh cy thé cho timg thanh phan thé
thure tai Phu luc 2.

3. Khé gidy: Vin ban gidy va vin ban dién tir trinh bay trén kho giy
A4 (210 mm x 297 mm). CAc loai van ban, gidy t0 hanh chinh trinh bay trén
khé gidy A4 hodc A5 (148 mm x 210 mm) hodc sir dung mau in san.

4. Dinh 1é trang van ban

4.1. Van ban cia Dang trinh bay theo chiéu doc cia trang vin ban (dinh
huéng ban in theo chiéu doc), viing trinh bay nhu sau:

4.1.1. L& trén: Cach mép trén trang vin ban 20 mm.

4.1.2. Lé dudi: Cach mép duéi trang vin ban 20 mm.

4.1.3. Lé trai: Cach mép trdi trang van ban 30 mm.

4.1.4. Lé phai: Cach mép phai trang vin ban 15 mm.

4.2. Truong hop van ban in hai mét, mat sau vung trinh bay nhu sau:
4.2.1. Lé trén: Cach mép trén trang vin ban 20 mm.

4.2.2. Lé dudi: Cach mép dudi trang vin ban 20 mm.

4.2.3. Lé trai: Cach mép trai trang van ban 15 mm.

4.2.4. Lé phai: Cach mép phai trang vin ban 30 mm.

4.3. Truong hop ndi dung vin ban coé cac bang, biéu thi c6 thé trinh bay
theo chiéu ngang cua trang van ban (dinh hudng ban in theo chiéu ngang).
Cin ctr ving trinh bay van ban theo chiéu doc dé trinh bay van ban theo
chiéu ngang cho phu hop.

5. S6 trang vin ban

5.1. S6 trang van ban dugc ghi bang chir s6 A-rap; s trang vin ban
trinh bay tai diém giita, cich mép trén trang vin ban 10 mm va cach déu hai
mép phai, trai cua phan c6 chir; khong hién thi so trang d6i véi trang thir nhat.

5.2. S trang cla phu luc ghi riéng cho tirng phu luc.
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~ Phinlll
TO CHUC THU'C HIEN

1. Huéng din nay cé hiéu luc tir ngay ky, thay thé Hudéng dan sb
36-HD/VPTW, ngay 04/3/2018 cua Vin phong Trung wong Pang vé thé thirc
va ky thudt trinh bay van ban. Bii bo Cong vin sd 5053-CV/VPTW, ngiy
11/3/2019 vé thé loai, tham quyén ban hanh va thé thirc, k¥ thudt trinh bay
van ban cua hoc vién, truong chinh tri, trung tdm chinh tri ¢ xa, phuong, thi
trAn va Céng vin s6 3294-CV/VPTW/nb, ngay 11/3/2019 vé viéc ghi s6, ky
hiéu van ban d6i vai tén loai Quy dinh.

Truong hop cic quy dinh, huéng dan duge dan chiéu tai Huéng dan
nay co stra doi, bo sung hodc thay thé thi ap dung theo cac quy dinh, hudng
dan méi.

2. Céc cép uy, to chirc, co quan dang cé trach nhiém thuc hién Hudng
dan nay.

Quan uy Trung wong, Pang uy Cong an Trung wong cu thé hoa mot 5O
diém trong Hudéng dan nay cho phi hop véi dic diém to chirc va hoat dong
cua to chuc dang trong quan di, cong an.

3. Giao Cuc Luu trit, Van phong Trung uvong Dang kiém tra, theo ddi
viéc thuc hién Hudng dan nay; dé xuat stra doi, bo sung hodc thay thé khi can thiét.

Noi nhan: K/T CHANH VAN PHONG

- Cac dong chi Uy vién Trung wong Péng,

- Cac tinh uy, thanh uy,

- Van phong Trung vong Pang va cac co quan
chuyén trach tham muu, gitp viéc, dang uy,
ban chi dao, tiéu ban, hoi dong tryc thude
Trung uong,

- Cac dang uy bd, nganh,
to chirc chinh trj - xa hoi & Trung uong,

- Cac don vi su nghiép truc thudc Trung uong,

- Cac don vi truc thude
Van phong Trung vong Dang,

- Luu Van phong Trung uong Dang.







Phuy luc 1
s0' dd b tri cac thanh phin thé thirc vin bén cia Ding
(Kém theo Hudéng dan sé 05-HD/VPTW, ngay 27/5/2026
cua Van phong Trung wong Pang)

3
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Ghi chu:
1. Tiéu dé "Pang Cong san Viét Nam";
2. Tén té chire, co quan ban hanh van ban;
3. S6 va ky hiéu vin ban;
4. Dia danh va ngay, thing, nam ban hanh van ban;
5a. Thé loai van ban va trich yéu néi dung vin ban;
5b. Trich yéu ndi dung cong vin;
6. Noi dung van ban (c6 thé nhiéu trang);
7a, 7b, 7c. Quyén han, chic vu, ho tén va chir ky
ctia ngudi ¢6 tham quyén;
8. Dau, chir ky s6 cta to chie, co quan;

9a, 9b. Noi nhan van ban;

10. Déu chi mre d6 khan;

11a. Chi dan v& pham vi luu hanh, phé bién;
11b. Chi dan vé du thao van ban;

12. Ky hi¢u nguoi soan thao van ban va s6
luong ban phat hanh;

13. Thong tin lién hé cua co quan ban hanh
van ban;

14. Chir ky sb cta co quan trén ban sao sang
van ban dién tu;

15. Chir ky s6 ciia c4 nhan trén ban sao sang
van ban dién tu.






Phu luc 2
mau trinh bay thé thirc viin ban va bin sao vin ban
(Kem theo Huromg dan so 05-HD/VPTW, ngay 27/5/2026 cuia Vin phong Trung wong Dang)

dam

: Az N I o/ (N (PR Minh hoa
TT Thanh phan thé thirc Loai chir chir Kiéu chir (phong chir Times New Roman)
1.| Tiéu dé "Pang Cong san Viét Nam" In hoa 15 Ping, PANG CONG SAN VIET NAM
dam
2. | Tén co quan ban hanh van ban, co
quan sao van ban
- Tén co quan cap trén truc tiép In hoa 14 Ping DANG BO TINH LAM PONG
- Tén co quan ban hanh vin ban In hoa 14 Pung, PANG UY PAC KHU PHU QUY
dam
3. | S& va ky hiéu vin ban Inthuong | 14 Ding SO 127-QD/TW
4. E)\;a dar}h va ngay, thang, nam ban fi e 14 Nehitne Ha Noi, ngay 20 thang 10 nam 2025
hanh van ban
5.| Tén loai van ban va trich yéu noi
dung van ban
- Thé loai van ban Inhoa | 15-16| Ding, BAO CAO
dam
- Trich yéu noi dung vin ban In thuong | 14-15 Puing, két qua dai hdi chi bd nhiém ky 2025 - 2030
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% A e R Co .2 - Minh hoa
TT Thanh phan thé thiae Loai chir chir Kiéu chir (phong chir Times New Roman)
- Trich yéu ndi dung thé loai cong vin | In thuong 12 Nghiéng vé viéc chudn bi hoi nghi triec tuyén quan triét
Nghj quyet Trung wong 12 khoa XIIT
6. | Noi dung van ban In thuong | 14-15 Pung Trong cong tac chi dao...

- Tir "Phan", "Chuong" va s thir ty | In thuong | 14-15 |  Dung, Phian I; Chuong 11

cua phan, chuong dam (hodc: Phin thir nhat; Chuong thir hai)

- Tén phan, chuong Inhoa | 14-15| Ping, QUY PINH CHUNG
dam

- Tir "Muc" va s thir ty ctia muc In thuong | 14-15| Ping, Muc 1
dam

- Tén muc Inhoa | 14-15| Pung, QUAN LY VAN BAN bI
dam

- Tir "Piéu", s thir tu va tén diéu In thuong | 14-15 | Dung, Piéu 1. Pham vi diéu chinh va d6i twong
dam ap dung

- Khoan In thuong | 14-15| Ding 1. Quy dinh vé...

- Piém In thuong | 14-15| Dimg a) Dai hoi dai hiéu dang b tinh, thanh phé

7. | Quyén han, chl'rp vu, hq tén va chir ky

cua nguoi co tham quyén ky van ban,

sao van ban

- Quyén han ky vin ban, ban sao In hoa 14 Dung, T/M BAN THUONG VU

dam
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4 A 2 o i s Co X = Minh hoa
TT Thanh phan thé thic Loai chir chir Kiéu chir (phong chit Times New Roman)
- Chtre vu ctia nguoi ky van ban, ban In hoa 14 Dimg PHO Bi THU
sao
- Ho tén ctia ngudi ky vin ban, ban In thuong | 14 Ding, Nguyén Vin A
sao dam
8. | Déu t6 chirc ban hanh vin ban, sao Thuc hi¢n theo quy dinh cta Ban Bi thu,
van ban hudéng dan cia Ban T6 chirc Trung vong
va B§ Cong an
9. | Noi nhan van ban
- Tir "Kinh giri" déi v6i thé loai cong | Inthuong | 14 | Nghiéng Kinh giri:
van, "Kinh trinh" doi véi the loai to
trinh
- Tén t6 chirc, co quan, ca nhan sau tir | In thuong | 14-15 Puing - Ban Bi thu Trung vong,
"Kinh gui", "Kinh trinh" - Van phong Trung wong Pang,
- Tir "Noi nhan" In thuong 14 Dung, c6 Noi nhén:
gach chan
- Tén t6 chirc, co quan, ca nhin sau tir | In thuong 12 Pung - Cac dang uy xa, phudng truc thuge;
"Noi nhan" - Céac dong chi Tinh uy vién;
- Luu Vian phong Tinh uy.
10.| D4u chi mirc do mat va cac thong tin Thuc hién theo huéng dan cia B Cong an
can thiét trén van ban mat
11.| D4u chi mirc d6 khan In hoa 14 Ding, KHAN

dam
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. A £ oan o . e~ Co . X - Minh hoa
TT Thanh phan thé thirc Loai chir chit Kiéu chir (phéng chir Times New Roman)
12.| Chi dan pham vi luu hanh, pho bién,
giao dich, du thao van ban va tai licu
hoi nghi
- Chi d4n pham vi luu hanh In hoa 12 Ding, TAI LIEU HQI NGHI
dam
- Chi dan du thao van ban In thuong 14 Nghiéng Du théo lan 2
13.| Ky hi¢u ngudi soan théo vin ban va In thuong | 11 Pung NeuyenVanAn-26
s0 luong ban phat hanh
14.| Thong tin lién hé cla co quan ban In thuong | 10 Ding $6 9A, Nguyén Cénh Chan, Ba Dinh, Ha Noi;
hanh van ban dién thoai: 080.45774; fax: 080.43472; email: Cucluutru@VPTW.
15.| Hinh thirc sao In hoa 14 Dung, SAOY
dam
16.| S6 trang van ban, phu luc In thuong 14 Pung 28




Phu luc 3
méu déu ban sao vin ban va so' dd bo tri thanh phén thé thirc ban sao vin ban gidy
(Kem theo Huong dan so 05-HD/VPTW, ngay 27/5/2026
cua Van phong Trung wong Dang)

1. Miu d4u déng trén van ban gidy

1.1. Méu diu Bdan sao vin ban hinh chiy nhat: Kich thude 80 mm x 50 mm,
muc ddu mau do. Phia trén 1a hang chit "Ban sao vin ban" trinh bay bang chit
in hoa, ¢& chir 13, kiéu chir ding, ddm, phong chit Times New Roman; phia
dudi 1a cac hang chir "Co quan, t6 chirc sao", "So, ky hiéu ban sao", "Hinh
thic sao", "Dia danh va ngay thang nam sao", "Noi nhan ban sao".

A BAN SAO VAN BAN

(LY COguEH 880 coonnmsimamssmmmmasi
(2) S6, ky hiéu ban sao: ...................
(3) Hinh thite 8805 sonwnsmmmmnis onvmsammne
50 mm (4) Pia danh va ngay thang nam sao:

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

(5) Noinhdn ban sao: ............cocoueeee.

A
v

80 mm

1.2. Ghi chu:
(1) Co quan, t6 chire sao: Ghi tén co quan, t6 chire sao vin ban;

(2) S6, ky hiéu ban sao: S6 ban sao vin ban ghi lién tyc tir 56 01 chung
cho tit ca cac hinh thie sao trong mot nhiém ky cap uy; Ky hiéu ban sao vin
ban ghi chung la "BS";

(3) Hinh thirc sao: Ghi hinh thirc sao (sao y, sao luc, trich sao);

(4) Dia danh va ngay, thang, nam sao: Ghi dja danh va ngay, thang nam
sao van ban;

(5) Noi nhan ban sao: Ghi tén co quan, don vi, ca nhan nhan ban sao
van ban.
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2. So' @ bé tri thanh phin thé thirc bin sao vin bin gidy

et

// (Pucng ngdn cdch véi ni dung van ban cdn sao)
“+—— T
30 min 2a 15 mm
1
2c
20 "’I
Ghi chu:

1. Dau ban sao vin ban;

2a. Chtrc vu cua nguoi ky sao;
2b. Chir ky cua nguoi ky sao;
2c. Ho tén nguoi ky sao;

3. Dau co quan sao.




