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Nghi diOOnay quy diOOvS cong tac van thu va quan Iy OOanuac vS cong
tac van thu. Cong tac van thu dugc quy diOOt~i Nghi diOOnay bao g6m: So~n
thao, kY ban haOOvan ban;'qm'm Iy van ban; I?p h6 sa va nQp luu h6 sa, tai
li~uvao Luu W ca quan; quan Iy va su dvng con dim, thiSt bi luu kh6a bi m?t
trong cong tac van thu.

, Di~u2. Dai tU'Crngap dl}ng . , ,
1. Nghi diOOnay ap d\lng doi vai ca quan, to chllc OOanuac va doanh

. nghi~p OOanuac (sau day gOi ,chung Ia co quan, t6 chuc).

2. T6 chuc chiOOtIi, t6 chuc chiOOtr!- xli hQi, t6 chllc xa hQi, t6 chuc xa
hQi - nghS nghi~p din cu quy diOOclla Nghi dinh TIllyva cac quy dinh clla

. Dang, clla phap Iu?tc6 lien quan dS ap dvngcho phil hgp.
. .,; ~ "

Di~u3. Giiii thich til' ngfr

Trong Nghi diOOnay, OOUngtir ngu duai day dugc hiSu OOusau:

1. "Van ban" Ia thong tin thanh van dugc truySn d~t bing ngon ngu hoi).c
leYhi~u, hiOOthaOOtrong ho~t dQng clla cac co quan, t6 chuc va dugc triOO
bay dUng thS thuc, ky thu?t theo quy diOO.,

2. "Van ban chuyen ngaOO" Ia van ban hinh thaOO trong qua triOOthvc
hi~n ho~t dQng chuyen mon, nghi~p V\I clla mQt nganh, IInh vvc do nguai
dung d@.uca quan quan Iy nganh, 1100WC quy djnh.
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3. "Van ban haOOchiOO" la van ban hiOOthaOOtrong qua triOOchi d~o,
diSu hanh, giai quy~t cong vi~c cua cac ca quan, t6 chuc.

4. "Van ban di~n ti'r" la van ban duai d~g thOng di~p du li~u duqc ~o
l~p ho~c duqc s6 hoa til van ban gi&y va triOObay dUng thS thuc, ky thu~t,
dinh d~ng theo quy diOO.

5. "Van ban di" la t&teli cac lo~i van ban do ca quan, t6 chuc ban hanh.

6. "Van ban d~n" la cit ca cac lo~i van ban do ca quan, t6 chuc oo~
duqc til ca quan, t6 chuc, ca OOankhac gi'ri d~n.

7. "Ban thao van ban" la ban duqc vi~t ho~c danh may ho~c ~o l~p bfulg
phuang ti~n di~n ti'r hiOOthaOOtrong qua triOOso~ thao mQt van ban cua ca
quan, t6 chuc.

8. "Ban g6c van ban" la ban hoan chiOOvS nQi dung, thS thuc van ban,
duqc nguOi co thdm quySn trvc ti~p 10' tren van ban gi&yho~c 10' s6 tren van
ban di~n ti'r.

9. "Ban chiOOvan ban gi&y" la b~ hoan chiOOvS t:Qi dun~, thS thUc van
ban, duqc t~o til ban co chu 10' trvc tiep cua nguoi co tham quyen.

10. "Ban sao y" la ban sao d:1ydu, chinh xac nQi dung cua ban g6c ho~c
ban chiOOvan ban, duqc triOObay theo thS thuc va ky thu~t quy diOO.

11. "Ban sao l\lc" la ban sao d:1ydu, chinh xac nQi dung cua ban sao y,
duqc triOObay theo thS thuc va ky thu~t quy diOO.

12. "Ban trich sao" la ban sao chinh xac ph:1nnQi dung cua ban g6c ho~c
ph:1n nQi dung cua ban chiOOvan ban c:1ntrich sao, duqc triOObay theo thS
thuc va ky thu~t quy diOO.

13. "DaOOm\lc h6 sa" la bang ke co h~ th6ng OOUngh6 sa d\f ki€n duqc
l~p trong nam cua ca quan, t6 chuc.

. 1,4."H6 sa" la t~p h9l? cae van ban',tai li~u co lien 'Juan vai OOauvS mQt
van de, mQt S\fvi~c, mQt doi tuqng C\lthe ho~c co d~c diem chung, hiOOthanh
trong qua trioo theo doi, giai quy~t cong vi~c thuQc ph~ vi, chuc nang,
nhi~m VI) cua ca quan, t6 chuc, ca OOan.

15. "L~p h6 sa" la vi~c t~p hqp, s~p x~p van ban, tai li~u hiOOthanh
trong qua triOOtheo doi, giai quy€t cong vi~c cua ca quan, t6 chuc, ca OOan
theo OOUngnguyen t~c va phuang phap OO&tdiOO.

16. "H~ th6ng quan 1;' tal 1i~udi~n ti'r" la H~ th6ng thOng tin duqc xay
dvng vai chUc nang chiOOdS th\fc hi~n vi~c tin hQc hoa cong tac so~ thao,
ban hanh van ban; quan 1;' van ban; 1~ph6 sa va nQp luu h6 sa, tai li~u vao
Luu tm ca quan tren moi trubng m~ng (sau day gQi chung la H~ th6ng).

•
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17. "Van thu CCIquan" Ia bQ ph~n th\l'c hi~n mQt s6 nhi~m V\l cong tac
van thu clla CCIquan, t6 chuc.

DiSu 4. Nguyen tile, yeu eiu quan If eong tne van thO'
1. Nguyen tilc

Cong tac van thu duQ'cth\l'c hi~n th6ng nhAt theo quy dinh clla phap Iu~t.

2. Yeud.u

a) Van ban clla CCI quan, t6 chuc pMi duQ'c so~ tMo va ban hanh dung
th:im quySn, trinh t\l', thll Wc, hinh thuc, th8 thuc va ky thu~t trinh bay theo
quy dinh clla phap Iu~t: D6i vai van ban quy phlilm phap Iu~t duQ'c th\l'c hi~n
theo quy djnh clla Lu~t Ban hanh van ban quy phlilffiphap Iu~t; d6i vai van
ban chuyen nganh do nguai dt'rng dllu CCIquan quan Iy nganh, linh V\fCcan cu
Nghi dinh nay d8 quy dinh cho phu hqp; d6i vai van bim hanh chinh duQ'c
th\l'c hi~n theo quy dinh tliliChuang II Nghi dinh nay.

b) Tit ca van ban di, van ban dSn clla CCIquan, t6 chuc phai duQ'cquan Iy
t~p trung tliliVan thu CCIquan d8 lam tM Wc tiSp nh~, dang IcY, trir nhUng
IOlilivan ban duQ'cdang IcY rieng theo quy dinh clla phap Iu~t.

c) Van ban di, van ban dSn thuQc ngay nao phili duQ'c dang IcY, phat hanh
hoi;icchuy8n giao trong ngay, cMm nhAt Ia trong ngay lam vi~c tiSp theo. Van
ban dSn co cac muc dQkhlin: "Hoa t6c", "Thuqng khlin" va "Khlin" (sau day
gQi chung Ia van ban kh:in) phai duQ'cdang IcY, trinh va chuy8n giao ngay sau
khi nh~ duQ'c.

d) Van ban phai duQ'ctheo doi, c~p nh~t tr~g thai gui, nh~, xu Iy.

d) Nguai duQ'c giao giai quySt, theo doi cong vi~c clla CCI quan, t6 chlrc
co trach nhi~m I~p h6 SCIvS cong vi~c duQ'cgiao va nQp luu h6 SCI, tai li~u vao
Luu trfr CCIquan.

e) Con dAu, thiSt bi luu khoa bi m~t clla CCIquan, t6 chuc phai duQ'cquan
Iy, su d\lng theo quy djnh clla phap Iu~t.

g) H~ th6ng phai dap t'rng cac quy dinh tliliPh\lI\lc VI Nghi dinh nay va
cac quy dinh clla phap lu~t co lien quan.

DiSu 5. Gil. trj phap If eua van ban di~n tfr
1.Van ban di~n ill duQ'cIcY s6 bOinguOi cOth:im quySn va IcY s6 CllaCCIquan,

t6 chuc theo quy djnh Cllaphap I~t cOgia tri phap Iy nhu ban g6c van ban giAy.

2. Chfr IcY s6 tren van ban di~n tu pMi dap t'rng dlly dll cac quy dinh clla
phap Iu~t.
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J)i~u 6. Trach nhi~m cua cO"quan, tA chwc, ca nhan d8i vo; cong tac
van thtr

1. Nguai dUng dfiu co quan,t6 cMc, trong ph:;tmvi quy@nh:;tndugc giao
co tnich nhi~m chi d:;toth\lc hi~n dung quy dinh v@cong mc van thu; chi d:;to
vi~c nghien Clm, (mg d\lI1gkhoa hQCva cong ngh~ vao cong tac van thu.

2. ea nhan trong qua trinh theo doi, gilli quySt cong vi~c co lien quan
dSn cong tac van thu pMi th\lc hi~n dUng quy dinh t:;tiNghi dinh nay va cac
quy dinh Cllaphap lu~t co lien quan.

3. Van thu co quan co nhi~m Vl,l

a) Dang kY, th\lC hi~n thll f\lc phat hanh, chuy~n phat va theo doi vi~c
chuy~n phat van ban di.

b) TiSp nh~, dang kYvan ban dSn; trinh, chuy~n giao van ban dSn.

~S~~,~~ri~Vl,l~~~~~~~~~.

d) Quan Iy S6 dang kYvan ban.

d) Quan Iy, sir d\lng con d&u, thiSt bi luu khoa bi m~t clla co quan, t6
chuc; cac lo:;ticon d&ukhac theo quy dinh.

ChU'O"ngII
SOr.\N THAO, KY BAN HANH vAN BAN HANH CHiNH

Muc!
THE TUUC, KY THU~ T TRiNH BAy vAN BAN HANH CHiNH

J)j~u 7. Cac lo~jvan ban hanh chinh

Van ban hanh chinh gam cac lo:;ti van ban sau: Nghi quySt (ca bi~t),
quySt dinh (ca bi~t), chi thi, quy chS, quy djnh, thOng cao, thOng bao, huang
din, chuang trinh, kS ho:;tch, phuang an, d@an, d\l an, bao cao, bien ban, ta
trinh, hgp dang, cong van, cong di~n, ban ghi nha, ban thoa thu~, gi&yuy
quy@n, gi&y mai, gi&y giai thi~u, gi&y nghi phep, phiSu giri, phiSu chuy~n,
phiSu bao, thu congo

J)j~u 8. Th~ thwc van ban

1. Th~ tMc van ban la t~p hgp cac thanh phk c&u thanh van ban, bao
gam nhUng thanh phk chinh ap d\lng d6i vai t&t ca cac lo:;tivan ban va cac
thanh phfin b6 sung trong nhUng truang hgp C\l th~ ho~c d6i vai mQt s6 lo:;ti
van ban nh&tdjnh.

;
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2. ThS thuc van bim hanhchinh bao g6m cac thanh ph~n chinh

a) Qu6c hi~u va Tieu ngii. ,

b) Ten co quan, t8 chuc ban hanh van bim.

c) 86, 10' hi~u Cllavan bim..

d) Dia danh va thai gianban hanh van bim.

d) Ten lo~i va trich ySu nQi dung van bim..
e) NQi dung van bim.

g) Chlrc V\l,hQ ten va cM 10' Cllanguai c'o thk quySn.

h) D5.u, cM 10' s6 clla co quan, t8 chuc.

i)Noinh~.

3. Ngoai cac tharih phk quy dinh ~i khmln 2 DiSu nay, van bim co thS
b8 sung cac thanh phk khac

a) Ph\ll\lc. ;' .

b) D5.uchi dQm~t, muc dQkhk, ~~c chi dful vS ph~m vi luu hanh.

c) Ky hi~u nguai so~n thilOvan bim va s6 luqng bim phM hanh.
• ..~ " ',. • .• - <... ~ •

d) Dia chi co quan, t8 chuc; thu di~n ill; trangthOng tin di~n ill; s6 di~n
tho~i; s6 Fax.

4. ThS thuc van bim hanh chinh dugcth\fchi~n theo quy dinh ~iPh\ll\lc I
Nghi dinh nay. . .j,

Di~u9. Ky thu~t trinh bay van ban

Ky thu~t trinh bay van bim bao g6m: Kh8 gi5.y, kiSu trinh bay, dinh IS
trang, phong cM,ca chii, kiSu chii, vi tritrinhbay cac thanh phk thS thuc, s6
. trang van pan. Ky thu~t trinh bay van bim hanh chinh duqc th\fc l).i~ntheo quy
dinh ~i Ph\l l\lc I Nghi dinh nay. ViSt hoa trong van bim hanh chinh duqc
th\fc hi~n theo quy djnh t~i Ph\lI\lC II Ngh(dinh nay. CM viSt cit ten lo~i van
ban hanh chinh duqc th\fc hi~n theo quy dinh t~i Ph\ll\lc III Nghi dinh nay.

M\lc2
SO~N THAo vA KY BANUANH VAN BAN HANH CHINH

Di~u 10. Soan thiio van bali...
. 1. Can cu chtrc nang, nhi~m V\l, quySn h~n va m\lc dich, nQi dung clla
van bim ck so~n thao, nguai dUng d~u co quan, t8 chuc hoi[lcnguai co th~m
quySn giao cho dan vi hoi[lcca nhan cM tri' so~n thao van bim.
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2. Don vi ho~c ca nhan dugc giao chu tri sOl;lnthao van ban thgc hi~n cac
cong vi~c: Xac dinh ten lOl;li,nQi dung va dQm~t, muc dQ khfuI cua van ban
dn sol;lllthao; thu tMp, xu ly thong tin co lien quan; SOl;lnthao van ban dung
hinh thUc, thS thuc va kY thu~t trinh bay.

DBi vai van ban di~n tu, ca nhan dugc giao nhi~m V\l sOl;lllthao van ban
ngoai vi~c thgc hi~n cac nQi dung neu tren phai chuySn ban thao van ban, tai
li~u kern theo (neu co) vao H~ thBng va c~p nh~t cac thong tin cfuI thiet.

3. TruOng hqp dn sua d6i, b6 sung ban thao van ban, ngum co thdm
quySn cho y kien vao ban thao van ban ho~c tren H~ thBng, chuySn ll;liban
thao van ban den Uinh dl;lOdon vi chi! tri sOl;lllthao van ban dS chuySn cho ca
nhan dugc giao nhi~m V\!sOl;lllthao van ban.

4. Ca nhan dugc giao nhi~m V\l sOl;lllthao van ban chiu trach nhi~m truac
nguai dUng d~u don vi va truac phip lu~t vS ban thao van bim trong phl;lffivi
chuc trach, nhi~m V\!dugc giao.

Di~u 11. Duy~t biin thiio van ban

1. Ban thao van ban phai do nguai co thdm quySn kYvan ban duy~t.

2. TruOng hqp ban thao van ban da dugc phe duy~t nhung cfuI sua chua,
b6 sung thi phai trinh nguai co thdm quySn kYxem xet, quyet dinh.

Di~u 12. KiSm tra van biin tmO'c khi ky ban himh

1. Nguai dUng d~u don vi sOl;lllthao van ban phai ki@mtra va chiu tnich
nhi~m truac nguai dUng d~u CO" quan, t6 chuc va truac phip lu~t vS nQi dung
van ban.

2. Nguai dugc giao trach nhi~m kiSm tra thS thuc, kY thu~t trinh bay van
ban phai ki@mtra va chiu trach nhi~m truac riguai dUng d~u ca quan, t6 chUc
va truac phip lu~t vS thS thuc, kYthu~t trinh bay van ban.

Di~u 13. Ky ban himh van biin

1. Ca quan, t6 chuc lam vi~c theo che dQthi! trui'mg

Nguai dUng d~u CO" quan, t6 chUc co thdm quySn kY t~t d van ban do CO"

quan, t6 chuc ban hanh; co thS giao c&pphD kY thay cac van ban thuQc lInh
vgc dugc phan cong ph\! trach va mQt sBvan ban thuQc thAm quySn cua nguai
dUng d~u. TruOng hqp c&ppho dugc giao ph\! trach, diSu hanh thi thgc hi~n
kYnhu c~p phO kYthay c~p trui'mg.
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2. Co quan, t6 chUc lam vi~c theo chS dQ~p th8

Nguai dling diu C<J quan, t6 chUc thay m~t ~p th8 lanh dt,tokY cac van
ban cua C<J quan, t6 chuc. cAp pho cua nguai dling diu co quan, t6 chuc duqc
thay m~t t~p th8, kY thay nguai dling diu C<J quan, t6 chUc OOilng van ban
theo uy quy€n cua nguai dling diu va OOilng van ban thuQC liOOwc duqc
phan cong ph\l trach.

3. Trong truang hqp d~c bi~t, nguai dling diu co quan, t6 chuc co th8 uy
quy€n cho ngum dling diu co quan, t6 chuc, dan vi thuQc co cAu t6 chuc cua
miOOkY thira uy quy€n mQt s6 van ban ma miOOphai kYo Vi~c giao kY thira
uy quy€n phili duqc thvc hi~n b5.ng van ban, giai ht;tn thai gian va nQi dung
duqc uy quy€n. Nguai duqc kY thira uy quy€n khong duqc uy quy€n It,ticho
nguai khac kYo Van ban kY thira uy quy€n duqc thvc hi~n theo th8 thuc va
dong dAuho~c kY s6 cua C<J quan, t6 chuc uy quy€n.

4. Nguai dling diu C<J quan, t6 chuc co th8 giao nguai dling diu dan vi
thuQc C<J quan, t6 chuc kY thira I~OOmQt s6 lot,tivan ban. Nguai duqc ky thira
l~nh duqc giao It,ticho dp pho kY thay. Vi~c giao kY thira I~OOphai duqc quy
diM C\l th8 trong quy chS lam vi~c ho~c quy chS cong tac van thu cua co
quan, t6 chuc.

5. Nguai kYvan ban phai chiu trach OOi~mtruac phap Mit v€ van ban do
minh kY ban han)1. Nguai dling diu C<J quan, t~ chUc phili chiu trach nhi~m
truac phap lu~t ve toan bQvan ban do C<J quan, to chuc ban hanh.

6. D6i vm van ban giAy, khi kY van ban dung bUt co mvc mau xaOO,
khong dUng cac lot,timvc dS phai.

7. D6i vai van ban di~n tu, ngum co thAm quy€n thvc hi~n kY s6. Vi tri,
hinh anh chi! kY s6 theo quy diOOtt,tiPh\ll\lc I Nghi dinh nay.

Chmmg III
QUANLvvANBAN

Ml}c 1
QUAN LV VAN BAN In

Di~u 14. Trinh tl}' quan ly van ban di

1. cAp s6, thm gian ban haOOvan ban.

2. Dang kYvan ban di.

3. Nhful ban, dong dAu co quan, t6 chuc, dAu chi dQ m~t, muc dQ khful,
(d6i vai van ban giAy); kY s6 cua C<J quan, t6 chuc (d6i vai van ban di~n tu).

4. Phlit haOOva theo doi vi~c chuy8n phlit van ban di.

5. Luu van ban di.
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Di~u 15. clip s8, thOi gian ban himh van ban

1. s6 va thai gian ban hanh van ban dugc Idy theo tM tv va trinh tv thai
gian ban hanh van ban cua CCJ quan, t6 chuc trong nam (b~t d~u lien ti@ptir
s6 01 vao ngay 01 thang 01 va k@tthuc vao ngay 31 thang 12 hang nam). s6
va kY hi~u van ban cua co quan, t6 cMc la duy nhdt trong mQt nam, th6ng
nhdt giiia van ban gidy va van ban di~n tU.

a) Vi~c dp s6 van ban quy ph~m phap lu~t: M6i lo~i van ban quy ph~m
phap lu~t dugc cdp h~ th6ng s6 rieng.

b) Vi~c cdp s6 van ban chuyen nganh do ngum dUng d~u CCJ quan quan
ly nganh, linh VlJCquy dinh.

c) Vi~c cdp s6 van ban hanh chinh do nguai dUng d~u CCJ quan, t6 cMc
quy dinh.

2. D6i vo-i van ban gidy, vi~c dp s6, thai gian ban hanh dugc thgc hi~n
sau khi co cM kY cua ngum co thfun quySn, ch~m nhdt la trong ngay lam vi~c
ti@ptheo. Van ban m~t dugc cdp h~ th6ng s6 rieng.

3. D6i vai van ban di~n tli, vi~c dp s6, thm gian ban hanh dugc thgc
hi~n b~ng chlic nang cua H~ th6ng.

Di~u 16. Dang ky van ban <Ii

1. Vi~c dang kY van ban bao dam d~y du, chinh xac cac thong tin ck
thi@tcua van ban di.

2. Dang kYvan ban

Van ban dugc dang kYbkg s6 ho~c bkg H~ th6ng.

a) Dang kYvan ban b~ng s6

Van thu co quan dang kY van ban vao S6 dang kY van ban di. MKu S6
dang kYvan ban di theo quy dinh t~i Ph\ll\lc IV Nghi dinh nay.

b) Dang kYvan ban b~ng H~ th6ng

Van ban dugc dang kY bkg H~ th6ng phai dugc in ra gidy d~y du cac
twang thong tin theo mKu S6 dang kYvan ban di, dong s6 d8 quan ly.

3. Van ban m~t dugc dang kY theo quy dinh cua phap lu~t vS bao v~ bi
m~t nha nuo-c.
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.;l. 17 Nh~ b' ;>, d" k' " , tA h' 'd" h'Dleu . an an, uong au, y so cua cO'quan, 0 c U'C va au c I

09 m,t, m.rc 09 khAn

1. Nhan bim, dong d1l.uclla ca quan, t6 chuc va d1l.uchi dQ m~t, muc dQ
khAn d6i vai van bim gi1l.y

a) Van bim di dugc nhan bim theo dung s6 lugng dugc xac dinh a ph~n
nm nh~n clla van bim.

b) Vi~c dong d1l.uca quan, t6 chUc va d1l.uchi dQ m~t, muc dQ khAn,
dugc th\Ic hi~n theo quy dinh tl;liPh\ll\lc INghi dinh nay.

2. Ky s6 clla ca quan, t6 chUc d6i vai van ban di~n tu
Ky s6 clla ca quan, t6 chuc dugc th\IC hi~n theo quy dinh tl;liPh\ll\lc I

Nghj dinh nay.

Di~u 18. Phlit himh va theo doi vi~cchuy~n phlit van biin oi

1. Van bim di phai hom thanh thll t\lC tl;liVan thu ca quan va phit hanh
trong ngay van bim do dugc 10', ch~m nh1l.tla trong ngay lam vi~c tiSp theo.
Van bim khAnphai dugc phit hanh va gill ngay sau khi 10' van bim.

2. Vi~c phit hanh van bim m~t di phai bao dam bi m~t nQi dung clla van
bim theo quy dinh clla phap lu~t v8 bao v~ bi m~t nha nuac, dung s6 lugng,
thai gian va nai nh~n.

3. Van bim da:phit hanh nhung co sai sot v8 nQi dung phai dugc sua d6i,
thay thS bfuIg van bim co hinh thUc tuang duang. Van bim da: phat hanh
nhung co sai sot v8 the thuc, kY thu~t trinh bay, thll Wc ban hanh phai dugc
dinh chinh bfuIg cong van clla ca quan, t6 chUc ban hanh van bim.

4. Thu hili van bim

a) D6i vai van bim gi1l.y,truang hgp nh~ dugc van bim thOng bao thu
hili, ben nh~ co trach nhi~m gui ll;livan ban da:nh~.

b) D6i vai van bim di~n tu, truang hgp nh~ dugc van bim thong bao thu
hili, ben nh~n hUy b6 van bim di~n tu bi thu hili tren H~ th6ng, dilng tMi
thong bao qua H~ th6ng de ben gui biSt.

5. Phat hanh van ban gi1l.ytil van ban dugc 10' s6 clla nguai co th&m
quy8n: Van thu ca quan th\Ic hi~n in van ban da: dugc 10' s6 clla nguai co
thfun quy8n ra gi1l.y,dong d1l.uclla ca quan, t6 chuc de tl;lObim chinh van bim
gi1l.yva phat hanh van ban.

6. Truang hgp cAn phat hanh van bim di~n tu til van ban gi1l.y:Van thu
CCJ quan th\Ic hi~n theo quy dinh tl;lidiem c khoim 1 Di8u 25 Nghi dinh nay.
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Di~u 19. Luu van ban di

1. Luu van ban gifty

a) Ban gbe van ban duqe Iuu tliliVan thu C<J quan va phai duqe dong dftu
ngay sau khi phat hanh, sApx~p theo thU tg dang leY.

b) Ban ehinh van ban Iuu tlilih6 sa eong vi~e.

2. Luu van ban di~n tu

a) Ban gbe van ban di~n tu phi'li duqe Iuu tren H~ thbng ella ea quan, t6
eht're ban hanh van ban.

b) Ca quan, t6 eht're co H~ thbng dap t'rng theo quy dinh tliliPhv Ive VI
Nghi dinh nay va cae quy dinh ella phap Iu~t co lien quan thi su dVng va luu
ban gbe van ban di~n tu tren H~ thbng thay eho van ban gifty.

c) Ca quan, t6 eht'reco H~ thbng chua dip t'rngtheo quy dinh tl;liPhv1ve VI
Nghi diM nay va cae quy dinh ella phap lu~t co lien quan thi Van thu ea quan
tliloban ehinh van ban gifty theo quy dinh tlilikhoan 5 Di8u 18 Nghi diM nay
d~ luu tl;liVan thu C<J quan va h6 sa eong vi~e.

MI}C 2
QuAN LY VAN BAN DEN

Di~u 20. Trinh tl}' quan Iy van biin d@n

1. Ti~p nh~ van ban d~n.

2. Dang leYvan ban d~n.

3. Trinh, ehuy~n giao van ban d~n.

4. Giai quy~t va theo doi, don dbe vi~e giai quy~t van ban d~n.

D'). 21 T'~ hA
~ b" A~leu . lep n l].nvan an uen

1. Dbi vai van ban gifty

a) Van thu C<J quan ki~m tra sb luqng, tinh trl;lllgbi, dftu niem phong (n~u
co), nai gui; dbi chi~u sb, leYhi~u ghi ngoai bi vai sb, leYhi~u clla van ban
trong bi. Truang hqp phlit hi~n co sai sot hoi}.cdftu hi~u bftt thuang, Van thu
C<J quan bao ngay nguai co trach nhi~m giai quy~t va thong bao cho noi gui
van ban.

b) Tftt ca van ban gifty d~n (bao g6m ca van ban co dftu chi dQm~t) gui
C<J quan, t6 chUc thuQc di~n dang leYtliliVan thu ca quan phi'li dUQ"cMc bi,
dong dftu "DEN". Dbi vai van ban gill dich danh ca nhan hoi}.ct6 cht'rc doan
th~ trong C<J quan, t6 cht're thi Van thu C<J quan chuy~n cho nm nh~n (khong
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boc bi). Nhiing bi van ban gui dich danh ca nhful, nSu hi van ban lien quan
dSn cong vi~c chung cua cO'quan, t6 chuc thi ca nhful nh~ van ban co trach
nhi~m chuySn hilicho Van thu cO'quan dS dang kYo

c) Mfru dfru "DEN" duQ'c th\lc hi~n theo quy dinh t~i Ph1,1l1,1cIV Nghi
dinhnay.

2. D6i vai van ban di~n tu
a) Van thu CO'quan pMi kiSm tra tinh xac th\lc va toan vyn cua van ban

di~n ill va th\lC hi~n ti@pnh~n tren H~ th6ng.

b) TruOng hQ'Pvan ban di~n tu khong dap t'mg cac quy dinh t~i diSm a
khoan nay hoi.lc gill sai nO'inh~ thi CO'quan, t6 chuc nh~ van ban pMi tra I~i
cho CO'quan, t6 chUc gui van bi'm tren H~ th6ng. TruOng hQ'Pphat hi~n co sai
sot hoi.lc dfru hi~u bfrt thuOng thi Van thu cO'quan bao ngay nguai co trach
nhi~m giai quy@tva thOng bao cho nO'igill van ban.

c) CO'quan, t6 chuc nh~ van ban co trach nhi~m thOng bao ngay trong
ngay cho cO'quan, t6 chuc gui vS vi~c di'i nh~ van ban bing chuc nang cua
H~th6ng.

Di~u22. Dang kYvan ban d~n

1. Vi~c dang kYvan ban d@nphai bao dam dAydu, ra rang, chinh xac cac
thong tin cAn thi@ttheo mfru 86 dang ky van ban d@nhoi.lc theo thOng tin dAu
vao cua dii li~u quan Iy van ban d@n.Nhiing van ban d@nkhong duQ'c dang kY
~i Van thu cO'quan thi dan vi, ca nhiln khong co trach nhi~m giai quy@t,tru
nhiing lo~i van ban dSn duQ'cdang kYrieng theo quy dinh cua phap lu~t.

2. 86 d@ncua van ban duQ'c Ifry lien ti@ptheo thu tv va trinh tv thai gian
ti@pnh~ van ban trong nam, th6ng nhfrt giiia van ban gifryva van ban di~n ill.

3. Dang kYvan ban

Van ban duQ'cdang kYbing s6 hoi.lcbing H~ th6ng.

a) Dang kYvan bim d@nbing s6

Van thu cO''l,uan dang kY van ban VilO86 dang kY van ban d@n.Mfru 86
dang kYvan ban den theo quy dinh ~i Ph1,1l1,1cIV Nghi dinh nay.

b) Dang kYvan ban d@nbing H~ th6ng

Van thu CO'quan ti@pnh~n van ban va dang ky vao H~ th6ng. TruOng
hQ'PcAnthi@t,Van thu cO'quan th\lc hi~n s6 hoa van ban d@ntheo quy dinh t~i
Ph1,1l1,1cI Nghi dinh nay. Van thu cO'quan c~p nh~t vao H~ th6ng cac truOng



12

thOng tin dfiu vao cua dii li~u quan Iy van ban dSn theo quy dinh 41i Ph\ll\lc VI
Nghi dinh nay. Van ban dSn duqc dang kY vao H~ th6ng phai duqc in ra giiy
dfiy du cac wOng thong tin theo miu S6 dang kY van ban dSn, kY nh~ va
dong s6 dS quan Iy.

4. Van han m~t duqc dang kY theo quy dinh cua phap lu~t v8 hao v~ hi
m~t nha nuac.

DiSu 23. Trinh, chuy€n giao van ban d~n

1. Van ban phai duqc Van thu co quan trinh trong ngay, ch~ nhit la
trong ngay lam vi~c tiSp theo dSn nguai co thfun quy@n chi d?o0gilli quySt va
chuySn giao cho dan vi ho~c ca nhan duqc giao xu Iy. TruOng hqp dii xac djnh
ro dan vi ho~c ca nhan duqc giao xu Iy, Van thu C<Y quan chuYSn van ban dSn
dan vi, ca nhan xu Iy theo quy chS cong tic van thu cua C<Y quan, t6 chuc. Van
ban dSn co diu chi cac muc dQ khk phai duqc trinh va chuySn giao ngay sau
khi nh~ duqc. Vi~c chuySn giao van ban phlli bllo dam chinh xac va giii bi m~t
nQi dung van ban.

2. Can cu nQi dung cua van ban dSn; quy chS lam vi~c cua co quan, t6
chuc; chuc nang, nhi~m V\l va kS ho?och cong tac duqc giao cho dan vi, ca
nhan, ngum co thdm quy8n ghi y kiSn chi d?oogilli quySt. D6i vm van ban lien
quan dSn nhi8u dan vi ho~c ca nhan thi xac dinh ro dan vi ho~c ca nhan cM
tri, ph6i hqp va thai h?ongiai quy8t.

3. Trinh, chuySn giao van ban giiy: Y kiSn cm d?oogilli quySt duqc ghi vao
m\lc "ChuySn" trong diu "DEN" ho~c PhiSu gilli quySt van ban dSn theo miu 41i
Ph\l l\lc IV Nghj dinh nay. Sau khi co y kiSn cm d?o0giai quySt cua ngum co
thfun quy8n, van ban dSn duqc chuYSn l?oicho Van thu co quan dS dang kY b6
sung thong tin, chuySn cho dan vi ho~c ca nhan duqc giao giai quySt. Khi
chuySn giao van ban giiy dSn cho dan vi, ca nhan phai kY nh~ van ban.

4. Trinh, chuySn giao van ban di~n ttl tren H~ th6ng: Van thu C<Y quan trinh
van ban di~n ttl dSn ngum co thfun quy8n cm d?oogilli quySt tren H~ th6ng.

Nguai co thfun quy8n ghi y kiSn chi d?o0giai quy8t van blln dSn tren H~
th6ng va c~p nh~t vao H~ th6ng cac thong tin: Dan vi ho~c nguai nh~; Y kiSn
chi d?oo,tr?-llg thai xu Iy van ban; thai h?-ll gilli qUYSt; chuySn van ban cho dan
vi ho~c ca nhan duqc giao giai quySt. TruOng hqp van ban di~n tu gtii kern
van ban giiy thi Van thu C<Y quan th\l"c hi~n trinh van ban di~n tu tren H~
th6ng va chuYSn van ban giiy dSn dan vi ho~c ca nhan duqc ngum co thfun
quy8n giao cM tri giai quySt.



\

13

Di~u 24. Giai quy~t va theo doi, don d8c vi~c giai quy~t van ban d~n

- 1. Nguai dUng d~u CCJ quan, tf>cht!c co tnich nhi~m chi d~o giai quy~t
kip thai van ban d~n va giao nguai co tnich nhi~m theo doi, don d6c vi~c giai
quy~t van bin d~n.

2. Khi nh~ dugc van bin d~n, don vi ho~c ca nhan co trach nhi~m
nghien cUu, giai quy~t van bin d~n theo th(ri h~ quy dinh t~i quy ch~ lam
vi~c clia CCJ quan;. tf>chUc. NhUng van ban d~n co dfiu chi cac mt!c dQkh~n
phai dugc giai quy~t ngay. -;.

- Muc 3
to 'i

SAO VAN BAN

Di~u25. Cac hinh thii'c ban sao

1. Sao y g6m: Sao y tir van bin gifiy sang van biin gifiy, sao y tir van bin
di~n ttl sang van bin gifiy, sao y tir van bin gifiy sang van bin di~n ttl.

a) Sao y tir van bin gifiy sang van bin gifiy dugc thl,Ic hi~n bing vi~c
. ch\lptir bin g6c ho~c ban chinh van bin gifiy sanggifiy.

, -~

b) Sao y tir van bin di~n ttl sang van bin gifiy dugc thl,Ichi~n bkg vi~c
in tir bin g6c van ban di~n ttl ra gifiy.

c) Sao y tir van bin gifiy sang van bin di~n ttl dugc thl,IChi~n bkg vi~c
s6 hoa van bin gifiyva leYs6 clia CCJ quan, tf>cht!c.

2. Sao l\lc

a) Sao l\lc g6m: Sao l\lc tir van bin gifiy sang van ban gifiy, sao l\lc
tir van bin gifiy sang van bin di~n ttl, sao l\lc tir van bin di~n ttl sang van
bingifiy. . . .

b) Sao l\lc dugc thl,Ichi~n bkg vi~c in, ch\lp tir biin sao y.

3. Trich sao
.1

a) Trich sao g6m: Trich sao tir van bin gifiy sang van bin gifiy, trich sao
tir van ban gifiy sang van bin di~n ttl, trich sao tir van bin di~n ttl sang van
ban di~n ttl, trich sao tir van ban di~n ttl sang van bin gifiy.

b) Bin trich sao dugc thl,Ichi~n bkg vi~c t~o l~p l~i d~y dli thS thUc,
phk nQidung van bin an trich sao.

~..

4. ThS tht!ccvak:5'thu~t trinh biiy bin sao y, sao I\lc, trich sao dugc thl,Ic
hi~n theo quy dinh t~i Ph\ll\lc I Nghi dinh nay.
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f)i~u 26. Gill trj phap If cua ban sao

Ban sao y, ban sao h,lCva ban trich sao dugc th\l'c hi~n theo dUng quy
diOOt~i Nghi diOOnay co gil'!tri phap Iy OOuban chiOO.

Di~u 27. ThAmquy~n sao van b:in

I. Nguai dUng dau ca quan, t8 chUc quy8t diOOvi~c sao van ban do ca
quan, t8 chuc ban hanh, van ban do cac ca quan, t8 chuc khac gui d8n va quy
diOOth~m quySn kY cac ban sao van ban.

2. Vi~c sao, ch\lp tai li~u, v?t chua bi m?t OOanuac dugc th\l'Chi~n theo
quy diOOCllaphap lu?t vS bao v~bi m?t OOanuac.

Chlf(rng IV
L~P HO SO vA NQP LUlJ HO SO, TAl LrtU VAo LUlJ TRU CO QUAN

Di~u 28. L,p Danh mvc h8 sO"

Danh m\lc h6 sa do nguai dUng dftu ca quan, t8 chUc phe duy~t, dugc
ban haOOvao dau nam va gui cac dan vi, ca OOanlien quan lam din cu dS I?p
h6 sa. Miu DaOOm\lc h6 sa dugc th\l'c hi~n theo quy diOOt~i Ph\ll\lc V Nghj
diOOnay.

Di~u 29. L,p h8 sO"

1. Yeu cau

a) Phan aOOdUng chuc nang, OOi~mV\lClladan vi, ca quan, t8 chuc.

b) Cac van ban, tM li~u trong mQt h6 sa phlii co S\l'lien quan cMt che vai
OOauva phlin anh dUng triOOt\l' di~n bi8n Clla S\l'vi~c ho?c triOOt\l' giai quy8t
cong vi~c.

2. M6h6 sa

a) Ca OOandugc giao OOi~mV\l giai quy8t cong vi~c co trach nhi~m ma
h6 Sa theo Danh m\lc h6 sa ho?c theo k8 ho~ch cong taco

b) C?p OO?tOOilngthOng tin ban dau vS h6 sa theo DaOOm\lc h6 sa dii
banhanh.

c) Truang hgp cac h6 sa khong co trong Danh m\lc h6 sa, eli OOan
dugc giao OOi~mV\lgiai quy8t cong vi~c 1\1' xac diOOcac thong tin: Tieu dS h6
sa, s6 va kYhi~u h6 sa, thai h~ bao quan h6 sa, nguai l?ph6 sa va thm gian
b~t dau.
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3. Thu th~p, c~p nh~t van ban, tai li~u vao h6 sa

Ca nhan duQ'cgiao nhi~m V\lco trach nhi~m thu th~p, c~p nh~t tilt ca van
ban, tai li~u hinh thanh trong qua trinh theo doi, giai quySt cong vi~c vao h6
sa dii mb, bao g6m tM li~u phim, anh, ghi am (nSu co) bao dam S\I toan vyn,
dfiy dll clla h6 sa, tranh bi thilt I~c.

4. KSt thUc h6 sa

a) H6 sa duQ'ckSt thuc khi cong vi~c dii giai quySt xong.

b) Nguai I~p h6 sa co trach nhi~m: Ra soat I~i toan bQ van ban, tai li~u
co trong h6 sa; lo~i ra khoi h6 sa ban trling, ban nhap; xac dinh I~i tMi h~n
bao quan clla h6 sa; chinh sua tieu dS, s<3va k:Yhi~u h6 sa cho phu hqp; hoan
thi~n, kSt thuc h6 sa.

c) D<3ivai h6 sa giily: Nguai I~p h6 sa th\Ic hi~n danh s<3ta d<3ivai h6 sa
co thai h~n bao quan tir 05 nam trb len va viSt M\lc l\lc van ban d<3iv6'i h6 sa
co thm h~ bao quan vInh vi8n; viSt chUng til kSt thuc d<3ivai tilt ca h6 sa.

d) D<3ivai h6 sa di~n tu: Ngum I~p h6 sa co trach nhi~m c~p nh~t vao
H~ th<3ngcac thOng tin con thiSu. Vi~c bien m\lc van ban trong h6 sa duQ'c
th\Ic hi~n bfulg chuc nang clla H~ th<3ng.

DiSu 30. Nqp hru h8 sO', tai li~u vao Llfu trw cO' quan

1. H6 sa, tai li~u nQp luu vao Luu trfr ca quan phili dll thanh phfin, dUng
thai h~ va th\Ic hi~n theo trinh t\I, tM t\lCquy dinh.

2. Thm h~ nQp luu h6 sa, tM li~u vao Luu trfr co quan

a) D<3ivai h6 sa, tai li~u xay d\Illg co ban: Trong thai h~ 03 thang k~ tir
ngay cong trinh duQ'cquySt toano

b) D<3iv6'i h6 sa, tM li~u khac: Trong thm h~ 0 I nam k~ tir ngay cong
vi~c kSt thuc.

3. Thll t\lCnQp luu

a) D<3ivai h6 sa giily

Khi nQp luu tai li~u phai I~p 02 ban "M\lc l\lc h6 sa, tai li~u nQp luu" va
02 ban "Bien ban giao nh~ h6 sa, tai li~u" theo mfiu t~i Ph\ll\lc V Nghi dinh
nay. Dan vi, cit nhan nQp luu tai li~u va Luu trfr ca quan gift mBi lo~i 0 I ban.

b) D<3ivai h6 sa di~n til

Ca nhan duQ'c giao nhi~m V\lgiai quySt cong vi~c va I~p h6 sa th\Ic hi~n
nQp luu h6 sa di~n tu vao Luu trfr co quan tren H~ th<3ng.
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Luu trii ca quan co tnich nhi~m kiSm tra, nh~ h6 sa theo Danh m\lc;
lien k8t chinh xac dfr li~u di.icta vai h6 sa; ti8p nh~ va dua h6 sa vS ch8 dQ
quan ly h6 sa luu trfr di~n tu tren H~ th5ng.

I>i~u 31. Tnich nhi~m I~p h8 sO' va nl}p lU'u h8 sO', tai Ii~u vao LU'u
trw CO' quan

1.NguOi dUng d&u00 quan, t6 chuc trong ph~ vi, nhi~m V\I, quySn h?ll cua
minh co trach nhi~m qulin ly van ban, tai li~u cua 00 quan, t6 chUc; chi d~o, ki@m
tra, huang dftnvi~c l~p h6 sa va nQpluu h6 sa, tai li~u van Luu trfr 00 quan.

2. Trach nhi~m cua nguai dUng d&ubQph~n hanh chinh

a) Tham muu cho nguai dUng d&uca quan, t6 chuc trong vi~c chi d~o,
kiSm tra, huang dful vi~c l~p h6 sa va nQp luu h6 sa, tai li~u van Luu trfr 00
quan d&ivai 00 quan, t6 chuc cdp dum.

b) T6 chuc thl,lc hi~n vi~c l~p h6 sa va nQp hru h6 sa, tai li~u van Luu trfr
t~ica quan, t6 chuc.

3. Trach nhi~m cua dan vi va ca nhan trong ca quan, t6 chuc

a) Nguai dUng d&udan vi trong ca quan, t6 chUc chiu trach nhi~m truac
nguai dUng d&uca quan, t6 chuc vS vi~c l~p h6 sa, bao quan va nQp luu h6
sa, tai li~u cua dan vi van Luu trfr 00 quan.

b) Trong qua trinh theo doi, giai quy8t cong vi~c, mBi ca nhan phai I~p
h6 sa vS cong vi~c va chiu trach nhi~m vS s5 luqng, thanh ph&n, nQi dung tai
li~u trong h6 sa; bao dam yeu c&u, ch&tluqng cua h6 sa theo quy dinh truac
khi nQp luu van Luu trfr 00 quan.

c) Dan vi va ca nhan trong ca quan, t6 chuc co trach nhi~m n(\p luu
nhiing h6 sa, tai li~u duqc xac dinh thai h~n bao quan til 05 nam tra len van
Luu trfr 00 quan.

d) Twang hqp dan vi hoi.ic eli nhan co nhu c&ugifr l~i h6 sa, tai li~u da
d8n h~ nQp luu dS ph\lc V\I cong vi~c thi phai duqc nguOi dUng d&u00 quan,
t6 chUc d6ng y b~ng van ban va phii l~p Danh m\lc h6 sa, tai li~u gifr l~i gfri
Luu trii 00 quan. Thai h?il. gifr l~i h6 sa, tai li~u cua dan vi, ca nhan khong
qua 02 nam kS til ngay d8n h~n n(\p luu.

d) Can bQ, cong chuc, vien chuc va nguai lao d(\ng trong 00 quan, t6
chUc twac khi nghi huu, thoi vi~c, chuySn cong mc, di hQc t~p dai ngay phii
ban giao toan bQh6 sa, tai li~u hinh thanh trong qua trinh cong mc cho dan vi,
Luu trfr ca quan theo quy ch8 cua 00 quan, t6 chuc.
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ChU'O'ngV. .
QU.ANLY, SUDVNG CONuAu .'

vA TRIET BI LUU KHOA BI MAT TRONG'CONG TAc VAN THU
. .. ~. "; .',

Di~u 32. Quan Iy con diu, thi~t bilU'u khoa bi m~t

1. Ngum dUng d~u co quan, t6 chucco tnich nhi~m giao cho Van thu co
quan quan If', S11 d\lngcon dfiu, thiSt bi luu khoa-bim~t clla ca quan, t6 chuc
theo quy dinh.

2. Van thu co quan co tntch nhi~m

a) Bilo quan an toan, S11 dvng con dfiu,thiStbi luu khoa bi m~t clla ca
quan, t6 chuc t:;tittv sa co quan, t6 chuc. '

b) Chi giao con dfiu,thiSt bi luukhoa bi m~i clla ca quan, t6 chlrc cho
nguai khac khi dUQ'cphep'bfuIg van bancUa nguai co thfun quyen. Vi~c ban
giao con dfiu, thiSt bi luu khoa bi m~t clla c~ quan, t6 chlrc phili duQ'c l~p
bien ban.

c) Phili tn,rc tiSpdong dfiu, kY s6;ao van bando co quan, t6 chlrc ban
hanh va ban sao van ban. . '. . .," .

d) Chi duQ'cdong dfiu, kY s6 clla co quail, t6 chuc vao van ban di'i co cM
kY clla nguai co thfun quyen va ban sao van ban do ca quan, t6 chlrc tn,rc tiSp
th\l'chi~n.

3. Ca nhan co trach nhi~m 1\1' bilo quapan toan thiSt bi luu khoa bi m~t
va khoa bi m~t.

Di~u 33. Sir d1]ng"condiu, thi~t bihru khoa bi m~t

1. 811 d\mg con dfiu

a) Dfiu dong phili ro rang, ngay ng~n, dung chieu va dung dung m\lc dfiu
mau do theo quy dinh. . .

b) Khi dong dfiu lenchii kY, dfiu dong phili trum len khoilng 1/3 cM kY
ve phia ben Mi. .

c) Cac van ban -ban hanh kem theo van ban chinh ho~c ph\l l\lc: Dfiu
dugc dong len trang d~u, trum mQt ph~n t8n co quan, t6 chuc ho~c tieu de
ph\ll\lc. ,

d) Vi~c ~ong dfiu tre?, dfiu giap lai, d0!1g dfiu n6i tren van ban gifiy do
ngum dUng dau ca quan, to chuc quy dinh.

d) Dfiu giap lai dugc dong vao khoanggiiia mep phili clla van ban ho~c ph\l
l\lc van ban, trUm len mQtphk cac to' gifiy;m6i dfiu dong t6i da 05 to' van ban.
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2. SU dt;mgthiSt bi hru khoa bi m~t

ThiSt bi 1uu khoa bi m~t cua ca quan, t6 chuc dugc su dvng de kY s6 cac
van ban di~n tu do ca quan, t6 chuc ban hanh va ban sao til van ban gifiy sang
van ban di~n tir.

ChO'O'ngVI
QUANLvN8ANuaCVECONGTACVANTHU

Di~u 34. NQi dung quan Iy nha DIracv~ cong tac van thO'
I

1. Xay dlJllg, ban hanh va chi d~o, hu6ng ddn th\Ic hi~n cac van ban quy
ph~ phap 1u~tvB cong tac van thu. .

2. Quan 1yth6ng nhfit v~ nghi~p vv cong tac van thu.

3. Qulin 1ynghien cUu khoa hQc, Ung dvng khoa hQCva cong ngh~ trong
cong mc van thu.

4. Quin 1ydao t~o, bili du5ng nguai lam cong tac van thu; quin 1ycong
mc thi dua, khen thuOng trong cong tac van thu.

5. Thanh tra, kiem tra, giii quySt khiSu n~i, t6 cao va xu 1yvi ph~ phap
1u~tvBcong mc van thu.

6. Hgp mc qu6c tS trong cong tac van thu.

7. Sa kSt, t6ng kSt cong tac van thu.

Di~u 35. Trach nhi~m quan Iy dIng tac van thtr
1. BI} Nl}i vv chiu trach nhi~m wac Chinh phu th\IC hi~n quan 1y nha

nuac vB cong tac van thu.

2. Cac bl}, ca quan ngartg bl}, co quan thul}c Chinh phu, Uy ban nhan dan
cac cfip, doanh nghi~p nha nuac trong ph~ vi nhi~m VV, quyBn h~n cua mlnh
co trach nhi~m:

a) Can cu quy dinh cua phap 1u~t,ban hanh va hu6ng ddn th\IC hi~n cac
quy dinh vB cong tac van thu.

b) Kiem tra vi~c th\Ic hi~n cac quy dinh vB cong tac van thu d6i vai cac
co quan, t6 chuc thul}c ph~ vi quan 1y; giii quySt khiSu n~i, t6 cao va xu 1y
vi ph~m phap 1u~tv~ cong tac van thu theo thAmquy~n.

c) T6 chuc, chi d~o vi~c nghien cUu, Ung dVng khoa hQCva cong ngh~
trong cong tac van thu.
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d) B6 tri kinh phi d~ hi~n d:;tihoa phuong ti~n, h:;ttllng ky thu~t ph\lc V\l
cong tac van thu, qmin Iy va v~ hanh hi~u qua H~ th6ng quan Iy tai li~u
di~n tu.

d) B6 tri nhan S\I, vi tri, di~n tich, phuong ti~n lam vi~c phu hqp, bao
dam giu gin bi m~t nha nuac, bao quan an toan con dAu, thi@tbi luu khoa bi
m~t cila ca quan, t6 chuc.

e) T6 chuc dao t:;to,b6i duang ngmJi lam cong tac van thu; quan ly cong
tac thi dua, khen thm'mg trong cong mc van thu.

g) Sa k@t,t6ng k@tvS cong tac van thu trong ph:;tmvi nganh, lInh V\ICva
diaphuong.

Di~u36.Kinh phi cho cong tac van thtr

1. Cac ca quan, t6 chuc co trach nhi~m b6 tri kinh phi cho cong tac van
thu trong d\I toan ngan sach nha nuac hang nam. D6i vai doanh nghi~p nha
nuac vi~c b6 tri kinh phi dugc th\IChi~n theo quy dinh hi~n hanh.

2. Kinh phi cho cong tac van thu dugc su d\lng VaGcac cong vi~c

a) Mua sfun, nang dp h~ th6ng, h:;ttllng ky thu~t, trang thi@tbi, v~t tu
tieu hao ph\lc V\lcong tac van thu.

b) Bao dam thong tin lien I:;tc,chuy~n phlit van ban, s6 hoa van ban.

c) Nghien Clm, trng d\lng khoa hQCva chuy~n giao cong ngh~ trong cong
tac van thu.

d) Cac ho:;ttdQng khac ph\lc V\lcong tac van thu.

Chmyog VII
DIEU KHOAN THI HANH

Di~u37.Hi~u l\fc thi hanh

Nghi dinh nay co hi~u l\Ic thi hanh k~ tir ngay kyo Nghi dinh
s6 II0/2004/ND-CP ngay 08 thling 4 nam 2004 cila Chinh phil vS cong tac
van thu va Nghi dinh s6 09/2010IND-CP ngay 08 thling 02 nam 2010 cila
Chinh phil sua d6i, b6 sung mQt s6 diSu cila Nghi dinh s6 110/2004/ND-CP
ngay 08 thling 4 nam 2004 cila Chinh phil vS cong tac van thu h@thi~u l\Ic ill
ngay Nghi dinh nay co hi~u l\Ic phap lu~t.

Di~u38.Tntch nhi~m thi Mnh

1. BQ trn<'mgBQNQi V\l co trach nhi~m tri~n khai th\IC hi~n va ki~m tra
vi~c thi hanh Nghi dinh nay.
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2. Cac BQ tru<'mg, TM tru<'mg CCJ quan ngang bQ, TM tru<'mg CCJ quan
thuQc Chinh phu, CM tich Uy ban nhan dan tinh, thanh ph6 trgc thuQc trung
uang, ngum dUng dllu cac doanh nghi~p nha nuac va cac t6 chUc, ca nhan co
lien quan chiu trach nhi~m thi hanh Nghi dinh nay.!.

Nuinh9n:
- Ban Bi thu Trung uong Dang;
- Thu tu6ng, cac Ph6 TM tu6ng Chinh pM;
- Cac b(\, CO" quan ngang bQ,
co quan thuQc Chinh pM;

- HDND, UBND cac tinh,
thanh ph6 t1VcthuQc Trung uong;

- Van phOng Trung uong va cae Ban cua Dang;
- Van phOng T6ng Bi thu;
- Van phOng CM tich nu6'c;
- H(\i d6ng Dan t(\c va cac VB cua Qu6c h(\i;
- Van phong Qu6c h(\i;
- Vi~n ki€m sat nhiin diin t6i cao;
- Toa an nhan diin t6i cao;
- Ki€m toan Nha nu6'c;
- Uy ban Giam sat tai chinh Qu6c gia;
- Ngiin hang Chinh sach xa hQi;
- Ngiin hang PMt tri€n Vi~t Nam;
- Uy ban Trung uong M(it tr~n T6 qu6c Vi~t Nam;
- Co quan Trung uong cua cac doan the;
- Cac t~p doan kinh t€, t6ng dIng ty nha nu6'c;
- Cvc Van thu va Luu trii"nha nu6'c;
- VPCP: BTCN, cac PCN, TrQ"ly TTg, TGD C6ng TTDT,
cac Vv, Cvc, don vi t1VcthuQc, C6ng bao;
- Luu: VT, HC (2). l.S 0'

Nguy~nXuan Phuc
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irC, KY THU~T TRINH BAY VAN BAN HANH CHINH
vA BAN SAO VAN BAN

(Kern theo Nghj iljnh s6 30/2020INlJ-CP
ngay 05 thcmg 3 narn 2020 eua Chfnh phu)

Phin I
THE THirC vA KY THU~ T TRINH BAY vAN BAN HANH CHINH

I. QUY DJNH CHUNG

1. KhB gilly: KhB A4 (210 mm x 297 mm).

2. Ki@utrinh bay: Theo chiSu dai cua khB A4. Truang hgp nQi dung van
ban co cac bang, bi@unhung khong duQ'c lam Thanh cac ph\l l\lc rieng thi van
ban co th@duQ'ctrinh bay theo chiSu rQng.

3. Dinh IS trang: Cach mep tren va mep duai 20 - 25 mm, cach mep trai
30 - 35 mm, cach mep phai 15 - 20 mm.

4. Phong chfr: PhOng chfr tiSng Vi~t Times New Roman, bQ rna kY tv
Unicode theo Tieu chu:1nVi~t Nam TCVN 6909:2001, mau den.

5. Ca chfr va ki@ucM: Theo quy dinh C\lth@cho timg ySu t6 th@thuc.

6. Vi tri trinh bay cac thanh phful th@thUc: DuQ'c thvc hi~n theo M\lc IV
Phful I Ph\ll\lc nay.

7. s6 trang van ban: DuQ'c danh til s6 1, bfulg chfr s6 A R~p, ca chfr 13
dSn 14, ki@uchfr dUng, duQ'c d~t canh gifra theo chiSu ngang trong ph5.n 1@
tren cua van ban, khong hi@nthi s6 trang thU nhllt.

II. cAc THANH PH.AN THE TUITC CHINH

1. Qu6c hi~u va Tieu ngfr

a) Qu6c hi~u "C(>NG HOA xA H(>I Cm] NGHIA VIeT NAM": DuQ'C
trinh bay bfulg cM in hoa, ~achfr tu 12 dSn 13, ki@ucM dUng, d~m va aphia
tren cling, ben phai trang diiu tien cua van ban.

b) Tieu ngfr "DQc l~p - Tv do - H:;tnhphuc": DuQ'c trinh bay bing chfr in
thuang, ca chfr tu 13 dSn 14, ki@ucM dUng, d~m va duQ'c canh gifra duai
Qu6c hi~u; chfr cai d5.u cua cac c\lm tu duQ'c viSt hoa, gifra cac c\lm tu co
g:;tchn6i (-), co cach cM; phia duai co duong ke ngang, net lien, co dQ dai
bfulg dQdai cua dong chfr.
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c) Qu6c hi~u va Tieu ngft duQ'ctrinh bay t~i 0 s6 1M\lc IV Phfut I Ph\ll\lc
nay. Hai dong chft Qu6c hi~u va Tieu ngft duQ'Ctrinh bay c~~h nh~1fdong don.

2. Ten ca quan, td chuc ban hanh van ban
a) Ten ca quan, td chuc ban hanh van ban la ten chinh thuc, d:1ydll Cllaca

quan, td chuc ho~c chuc danh nha nuac CllanguO'i co thfun quySn ban hanh van
~~ca~~~~~~~~.~*ca~~~
ban hanh van ban va ten clla ca quan, td chUc cM quan trgc tiSp (nSu co).

D6i vm ten ca quan, td chuc Chllquan trgc tiSp a dia phuong cOthem ten
tinh, Thanh ph6 trgc thuQc trung uong ho~c huy~n, quQ.n, thj xii, Thanh
ph6 thuQc tinh, Thanh ph6 thuQc Thanh ph6 trgc thuQc trung uong ho~c xii,
phuang, thi trk nai ca quan, td chuc ban hanh van ban dong tf\l sa. Ten ci!a ca
quan, td chUc Chllquan trvc tiSp duQ'cviSt tit nhUng c\lm ill thong d\lllg.

b) Ten ca quan, td chuc ban hanh van ban duQ'c trinh bay b~ng chft in
hoa, co chU tiI 12 dSn 13, ki@uchU dUng, dQ.n1,duQ'cd~t canh gifta duai ten ca
quan, td chuc cM quan trvc tiSp; phia duai co duang ke ngang, net liSn, co dQ
dai bkg tiI 1/3 dSn 1/2 dQdai clla dong chft va d~t can d6i so vai dong chU.

Ten ca quan, td chuc chi! quan trvc tiSp duQ'c trinh bay bkg chft in hoa,
co chU tiI 12 dSn 13, ki@uchU dUng.

Ten ca quan, td chuc ban hanh van ban va ten ca quan, td chuc Chllquan
trgc tiSp duQ'c trinh bay cach nhau dong don. Truang hqp ten ca quan, td
chuc ban hanh van ban, ten ca quan, td chUc cM quan trgc tiSp dai co the
trinh bay Thanh nhiSu dong.

c) Ten ca quan, td chuc ban hanh van ban duQ'c trinh bay t~i 0 s6 2
M\lc IV Phfut I Ph\ll\lc nay.

3. 86, kYhi~u Cllavan ban
a) 86 Clla van ban la s6 thu tv van ban do ca quan, td chuc ban hanh

trong mQt nam duQ'c dang kY t~i Van thu ca quan theo quy dinh. 86 Cllavan
ban duQ'cghi bkg chft s6 A ~p.

Truang hqp cac HQi dang, Ban, Td clla ca quan, td chuc (sau day gQi
chung la td chuc tu vfin) duQ'cghi la "ca quan ban hanh van ban" va duQ'Csir
d\ll1g con dfiu, chU kY s6 clla ca quan, td chuc d@ban hanh van ban thi pMi
lfiy h~ th6ng s6 rieng.

b) Ky hi~u Cllavan ban
Ky hi~u Cllavan ban bao gam chU viStt~t ten lo~i van ban va chft viSt t~t

ten ca quan, td chuc ho~c chuc danh nha nuac co thfun quySn ban hanh van
ban. D6i vai cong van, kYhi~u bao gam chU viSt t~t ten ca quan, td chuc ho~c
chuc danh nha nuac ban hanh cong van va chft viSt t~t ten don vi so~ thao
ho~c IInh V1,fCduQ'cgiai quySt.
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Chfr viSt t~t ten co quan, t6 chuc va cac dan vi trong m6i co qu~n, t6
chuc ho~c liOOvgc do nguai dUng dau co quan, t6 chuc quy diOOC\lthe, bao
dam ng~n gQn, d@hi~u.

c) 86, kY hi~u Cllavan ban duQ'c d~t canh gifra duai ten co quan, t6 ch~c
ban hanh van ban. Til "86" duoc triOObay b~ng cM in thuang, co chfr 13, kieu
chfr dUng; sau til "86" co dau hai cham (:); vai OOUngs6 ~6 han 10 pMi ghi
them s6 0 phia truac. Ky hi~u clla van ban duQ'ctriOObay bang chfr in hoa, co
cM 13, ki~u cM dUng. Gifra s6 va kY hi~u van ban co dau g~ch cheo (/),
gifra cac OOomchfr viSt ~t trong kY hi~u van ban co dau g~ch n6i (-), khong
cach chfr.

d) 86, kY hi~u Cllavan ban duQ'c triOObay t~i 0 s6 3 M\lc IV Phan I Ph\l
l\lc nay.

4. Dia daOOva thai gian ban hanh van ban

a) Dia danh ghi tren van ban do co quan OOanuac a trung uang ban hanh
la ten gQi chiOOthuc Clla tiOO,thanh ph6 trgc thuQc trung uang noi co quan
ban hanh van ban dong trv sa. Dia danh ghi tren van ban do co quan OOanuac
a dia phuang ban Moo la ten gQi chiOOthuc Clla dan vi hanh chiOOnoi co
quan ban haOOvan ban dong trv sa.

D6i vm OOUngdan vi hanh chiOOduQ'c di;tttheo ten nguai, b~ng chfr s6
hoi;tcsg ki~n lich su thi pMi ghi ten"gQiday dll Clladan vi hanh chiOOdo.

Dia danh ghi tren van ban clla cac co quan, t6 chuc, dan vi 19c lugng Vl1

trang OOandan thuQc ph~m vi quan ly clla BQ Cong an, BQ Qu6c phong duQ'c
thgc hi~n theo quy diOOclla philp lu~t va quy diOOC\lth~ CllaBQCong an, BQ
QubcphOng.

b) Thai gian ban hanh van ban

Thai gian ban haOOvan ban la ngay, thang, nam van ban duQ'c ban haOO.
Thai gian ban hanh van ban pMi duQ'c vist day du; cac s6 th~ hi~n ngay,
thang, nam dUng chfr s6 A R~p; dbi vai OOUngs6 th~ hi~n ngay 006 han 10 va
thang 1, 2 phai ghi them s6 0 phia truac.

c) Dia danh va thai gian ban hanh van ban duQ'c triOObay tren cling mQt
dong vai s6, kY hi~u van ban, t~i 0 s6 4 M\lc IV Phan I Ph\ll\lc nay, b~ng chfr
in thuang, co chfr til 13 dSn 14, ki~u chfr nghieng; cac cM cai dau clla dia
danh phai viSt hoa; sau dia danh co dau phfiy (,); dia danh va ngay, thang,
nam duQ'Cdi;ttduai, canh gifra so vai Qu6c hi~u va Tieu ngfr.

5. Ten 10~iva trich ySu nQidung van ban

a) Ten 10~ivan ban la ten Cllatirng 10~ivan ban do co quan, t6 chuc ban
hanh. Trich ySu nQi dung van ban la mQt cau ng~ gQn hoi;tcmQt c\lm til phan
aOOkhai quat nQi dung ChllySu clla van ban.
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b) Ten Io~i va trich yeu nQi dung van ban duQ'c trinh bay t~i 0 s6 Sa
Mvc IV Phk I Phvlvc nay, d~t canh gifra theo chiSu ngang van ban. Ten lo~i
van ban duQ'c trinh bay bfulg cM in hoa, co chfr ti:r 13 den 14, ki8u chfr dUng,
d~m. Trich yeu nQi dung van ban duQ'Cd~t ngay duai ten lo~i van ban, trinh
bay bfulg cM in thuimg, co cM tir 13 den 14, ki@uchfr dUng, d~m. Ben duai
trich ySu nQi dung van ban co duimg ke ngang, net liSn, co dQdai bfulg tir 1/3
den 1/2 dQdai cua dong chfr va d~t din d6i so vai dong chfr.

D6i vai cong van, trich ySu nQi dung van ban duQ'c trinh bay t~i 0 s6 Sb
Mvc IV Phk I Phvlvc nay, sau chfr "V/v" bfulg chfr in thuimg, co chfr tir 12
den 13, ki8u chfr dUng; d~t canh gifra duai s6 va IcYhi~u van ban, each dong
6pt vai s6 va IcYhi~u van ban.

6. NQi dung van ban

a) Can cu ban hanh van ban

Can cu ban hanh van ban bao g6m van ban quy dinh thdm quySn, chuc
nang, nhi~m V\I cua CC1 quan, t6 chuc ban hanh van ban va cac van ban quy
dinh nQi dung, co sa d@ban hanh van ban. Can cu ban hanh van ban duQ'cghi
dfty du ten lo~i van ban, s6, IcYhi~u, co quan ban hanh, ngay thang nam ban
hanh van ban va trich yeu nQi dung van ban (rieng Lu~t, Phap l~nh khong ghi
s6, IcYhi~u, co quan ban hanh).

Can cu ban hanh van ban duQ'c trinh bay b~ng cM in thuimg, ki@u
cM nghieng, co cM tir 13 den 14, trinh bay duai phk ten lo~i va trich ySu
nQi dung van ban; sau m6i can cu phili xu6ng dong, cu6i dong co d~u chdm
phdy (;), dong cu6i cirng ket thuc bfulg d~u ch~m (.).

b) Khi vi~n din Ik dftu van ban co lien quan, phili ghi dfty du ten lo~i,
s6, IcYhi~u cua van ban, thai gian ban hanh van ban, ten co quan, t6 chuc ban
hanh van ban va trich yeu nQi dung van ban (d6i vai Lu~t va Phlip l~nh chi ghi
ten lo~i va ten cua Lu~t, Philp l~nh); trong cac lftn vi~n dfu1tiep theo, chi ghi
ten lo~i va s6, IcYhi~u cua van ban do.

c) B6 cvc cua nQi dung van ban: Tuy theo ten lo~i va nQi dung, van ban
co th@co phk can cu phap ly d@ban hanh, phk rna dftu va co th@duQ'c b6
cvc theo phk, chuang, mvc, ti@umvc, diSu, khoan, di@mho~c duQ'c pharr
chia thilnh cac phftn, mvc til Ian den nho theo mQt trinh t\l' nh~t dinh.

d) D6i vai cac hinh thuc van ban duQ'c b6 cvc theo phk, chuang, mvc,
ti@umvc, diSu thi phftn, chuang, mvc, ti@umvc, diSu phili co tieu dS. Tieu dS
Ia cvm tir chi nQi dung chinh cua phk, chuang, mvc, ti@umvc, diSu.
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d) Cach trinh bay phfut, chuang, m\lc, tiSu m\lc, diSu, kho{m; diSm
Tu "Ph&n", "Chuang" va s5 thu t\l' cua phfut, chuang duQ'ctrinh bay tren

mQt dong rieng, canh gifra, bing chfr in thuOng, CCYchfr ,tu 13 dSn 14,kiS~ chfr
dUng, d~m. S5 thu t\l' Clla ph&n, chuang dung chfr s[J La MIL Tieu de cua
phfut, chuang duQ'Ctrinh bay ngay duai, canh gifra, bang chfr in hoa, ca chfr
tiT13 dSn 14, kiSu chfr dUng, d~m.

TiT"M\lc", "TiSu m\lc" va s5 thu t\l' cua m\lc, tiSu m\lc duQ'c trinh bay
tren mot dong rieng, canh gifra, bing chfr inthuOng, CCYcM tu 13 dSn 14, kiSu
chfr dfrng, d~m. S5 tM t\l' cua m\lc, tiSu m\lc dung chfr s5 A R~p. Tieu dS cua
m\lc, tiSu m\lc duQ'c trinh bay ngay duai, canh gifra, bing cM in hoa, cCYchfr
tu 13 dSn 14, kiSu cM dUng, d~m.

TiT "DiSu", s5 thu t\l' va tieu dS cua diSu duQ'c trinh bay bfulg cM in
thuOng, lui d&u dong 1 cm ho~c 1,27 cm. S5 thu t\l' cua diSil dUng chfr s5
A R~p, sau s5 thu t\l' co diu chim (.); ca chfrbfLng CCYchfr cua phfut lai van,
kiSu chfr dUng, d~.

S5 tM t\I cac kho{mtrong mai m\lc dung chfr s5 A R~p, sau s5 thu t\l' co
diu ch.1m (.), ca chfr s5 bing ca chfr cua ph&n lai van, kiSu cM dUng. NSu
khoan co tieu dS, s5 thu t\l' va tieu dS cua kho{m duQ'c trinh bay tren mQt dong
rieng, bfLngchfr in thuOng, CCYcM bfLngCCYchfr cua phfut lai van, kiSu cM
dUng, d~m.

TM t\l' cac diSm trong mai khoan dung cac cM cal tiSng Vi~t theo thu t\l'
bang cM cal tiSng Vi~t, sau co diu dong ngo~c dan, bfLngchfr in thuOng, ca
chfr bfLngCCYcM cua ph&n lai vap., kiSu cM dUng.

e) NQi dung van ban duQ'c trinh bay bfLngcM in thuOng, duQ'c canh dSu
eli hai IS, kiSu chfr dUng; CCYcM tu 13 dSn 14; khi xu5ng dong, chfr d&udong
lui VaG1 cm ho~c 1,27 cm; khoang cach gifracac do~ van t5i thiSu la 6pt;
kho{mg each gifracacdong t5i thiSu la dong dan, t5i da la 1,5 lines.

g) NQi dung van ban duQ'ctrinh bay t~i 0 s5 6 M\lc 1VPhfut I Ph\ll\lc nay.

7. Chuc V\l, hQ ten vachfr kYclla nguai co thfun quySn
a) Chfr kY cua ngum co'thfun quySn Ia cM kY cua ngum co thfun quySn

tren van ban giiy ho~c cMkY s5 cua ngum co thfun quySn tren van ban di~n tU.

b) Vi~c ghi quySn h~ cua nguai kY duQ'cth\l'c hi~n nhu sau:
TruOng hQ'Pky thaym~t t~p thS thi phai ghicM viSt tilt "TM." VaGtruac

ten t~p thS lanh d~o ho~c tellca quan, t6 chuc.
TruOng hQ'PduQ'c giao quySn c.lp tru6ng thi phai ghi chfr viSt tilt "Q."

VaGtruac chuc V\lcua nguai dUng d&uca quan,16 chuc.
TruOng hQ'PkYthay nguai dUng d&uco quan, t6 chuc thi phai ghi chfr viSt

. tilt "KT." VaGtruac chuc V\l cua nguai dUngd&u. TruOng hQ'Pc.lp pho duQ'c
giao ph\l trach ho~c diSu hanh thi th\l'c hi~n kYnhu c.lp pho kY thay c.lp tru6ng.
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Truang hqp kY thua I~nh thi phai ghi chii vi~t tilt "TL." vitOtruac chuc
V\lcua nguai dUng d~u ca quan, t6 chuc.

Truang hqp kY thUa uy quy@nthi phi'li ghi chit vi~t tilt "TUQ." vao truac
chuc V\lcua nguai dUng d~u ca quan, t6 chuc.

c) Chuc Vl,l,chuc danh va hQten cua nguai kY

ChUc V\l ghi tren van ban la chuc V\l lanh d~o chinh thuc cua nguai kY
van ban trong cc] quan, t6 chuc; khong ghi nhfrng chuc V\l rna Nha nuac
khong quy dinh.

ChUc danh ghi tren van ban do cac t6 clluc tu vfuI ban hanh la chUc danh
lanh d~o cua nguai kYvan bim trong t6 chuc tu vfuI.

D6i vai nhfrng t6 chuc tu vAn dugc phep su dl,lllg con dAu cua cc] quan,
t6 chuc thi ghi chUc danh cua nguai kY van ban trong t6 chUc tu vfuI va chUc
V\ltrong co quan, t6 chUc. D6i vai nhfrng t6 chuc tu vfuI khong dugc phCp su
dl,lng con dAu cua co quan, t6 chuc thi cW ghi chuc danh cua ngum kY van
ban trong t6 chuc tu vAn.

Chuc V\l (chuc danh) cua nguai ky van ban do HQid6ng hoilicBan Chi
d~o cua Nha nuac ban haM ma lanh d~o BQ lam Tru6ngban hoilic Pho
Tru6ng ban, Chu tich hoilic Pho CM tich HQi d6ng thi phi'li ghi to chuc V\l
(chuc danh) va ten ca quan, t6 chuc noi lanh d~o BQ cong tac a phia tren hQ
ten nguai ky.

HQ va ten nguai kY van bim bao g6m hQ, ten d~m (n~u co) va ten cua
nguai kY van ban. Truac hQ ten cua nguai kY, khong ghi hQc ham, hQc vi va
cac danh hi~u danh d\f khac. Vi~c ghi them quan ham, hQc ham, hQc vi truac
hQ ten nguai kY d6i vai van ban cua cac dan vi vii trang nhan dan, cac t6 chuc
S\fnghi~p giao dl,lc,y t~, khoa hQc do nguai dUng d~u co quan quan Iy nganh,
li'nh V\fCquy dinh.

d) Hinh aM, vi tri chit kY s6 cua nguai co th~m quy@nla hinh aM chit
kY cua nguai co thk quy@ntren van ban giAy,mau xanh, dinh d~ng Portable
Network Graphics (.png) n@ntrong su6t; dilitcanh giita chuc V\l cua nguai kY
va hQten nguai kYo

d) Quy@nh~, chuc Vl,lcua nguai kY dugc trinh bay t~i 0 s6 7a Ml,lCIV
Phk I Phl,l Il,lc nay; chuc V\l khac cua nguai kY dugc trinh bay t~i 0 s6 7b
M\1CIV Phk I Phl,lll,lc nay, phia tren hQ ten cua nguai kY van ban; cac chit
vi~t tilt quy@nh~n nhu: "TM.", "Q.", "KT.", "TL.", "TUQ." va quy@nh~n
chuc V\l cua nguai kY dugc trinh bay bfulg chit in hoa, co chit tu 13 d~n 14,
kiSu chit dUng, d~m. .

Chit kY cua nguai co th~m quy@ndugc trinh bay t~i 0 s6 7c Ml,lc IV
Phk I Phl,lll,lc nay.
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HQ va ten eua nguai kY van ban duge trinh bay t:;ti 0 s5 7b Mve IV
Phk I PhV 1ve nay, b~ng eM in thuang, cO'eM til 13 d~n 14, kiSu ehfr dUng,
d~m, duge d1;lteanh gifra quySn h:;tn,ehue vv eua nguai kyo

8. Ddu, ehfr ky s5 eua C<J quan, t6 ehue

a) Hinh anh, vi tri ehfr kY s5 eua C<J quan, t6 ehUe 1ahinh anh ddu eua C<J

quan, t6 ehue ban hanh van ban tren van ban, mau do, kieh thuae bkg kieh
thuae th\Ie t~ eua ddu, dinh d:;tng(.png) nSn trong suM, trUm len khoang 1/3
hinh anh eM kY s5 eua nguai co thfun quySn vS ben trai.

b) Chfr kY s5 eua C<J quan, t6 ehue tren van ban kem theo van ban ehinh
duge thS hi~n nhu sau: Van ban kem theo cling t~p tin vai nQi dung van ban
di~n ill, Van thu C<J quan chi th\Ie hi~n kY s5 van ban va khong th\Ie hi~n ky
s5 len van ban kem theo; van ban khong cling t~p tin vai nQi dung van ban
di~n tir, Van thu ea quan th\Ie hi~n kY s5 eua ea quan, t6 ehue tren van ban
kem theo.

Vi tri: Goe tren, ben pMi, trang d&ueua van ban kem theo.

Hinh anh ehfr kY s5 eua ea quan, t6 ehue: Khong hiSn thi.

Thong tin: S5 va kY hi~u van ban; thai gian kY (ngay thang nam;
gia phUt giay; mlii gia Vi~t Nam theo tieu ehuk ISO 8601) duge trinh
bay bkg phong eM Times New Roman, ehfr in thuang, kiSu ehfr dUng, cO'
ehfr 10, mau den.

c) Ddu, eM kY s5 eua C<J quan, t6 ehue duge trinh bay t:;ti0 s5 8 Mve IV
Ph&nI Phv 1venay.

9. Nainh~

a) Nai nh~n van ban g6m: Nai nh~ dS th\Ie hi~n; nai nh~ dS kiSm tra,
giam sat, bao eao, trao d6i eong vi~e, dS bi~t; nai nh~ dS 1uu van ban.

b) D5i vai Ta trinh, Bao eao (C<J quan, t6 ehUe cdp duai giri ea quan, t6
ehue edp tren) va Cong van, nai nh~n bao g6m:

Phk thu nhdt bao g6m til "Kinh giri", sau do 1aten cae ea quan, t6 ehue
ho1;ledan vi, ca nhan tf\Ie ti~p giai quy~t eong vi~e.

Phk thu hai bao g6m til "Nai nh~", phia duai 1aill "Nhu tren", ti~p theo
1aten cae C<J quan, t6 ehue, dan vi va ea nhan co lien quan khae nh~n van ban.

c) D5i vainhfrng van ban khae, nai nh~ bao g6m til "Nai nh~n" va
ph&n1i~tke cae C<J quan, t6 ehue, dan vi va ea nhan nh~n van ban.
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d) Noi nh~ duqc trinh.bay t~i 0 s8 9a va 9b M1,lcIV PhfuI I Ph1,ll1,lcnay
bao gAm:

PhfuI nai nh~ t~i 0 s8 9a (ap d1,lllgd8i vai Ta trinh, Baa cao cua ca quan,
t6 chUc cApduai giri co quan, t6 chuc cAptren va Cong van): Tir "Kinh giri" va
ten cac ca quan, t6 chuc ho~c ca nhan nh~n van ban duqc trinh bay bfulg chfr in
thuang, co cM tir 13 den 14, ki8u cM dUng; sau tir "Kinh giri" c6 dAu hai
chAm (:). Neu van ban giri cho mQt ca quan, t6 chuc ho~c mQt ca nhan thi tir
"Kinh giri" va ten ca quan, t6 chUc ho~c ca nhan duqc trinh bay tren CUngmQt
dong; truang hqp van ban giri cho hai ca quan, t6 chuc ho~c ca nhan tra len thi
xu8ng dong, ten mai ca quan, t6 chuc, ca nhan ho~c mai nh6m ca quan,
t6 chUc, ca nhan duqc trinh bay tren mQt dong rieng, diu dong c6 g~ch diu
dong (-), cu8i dong c6 dAuchAmphdy (;), cu8i dong cu8i cUng c6 dAuchAm(.);
cac g~ch diu dong duqc trinh bay thfulg hang vai nhau duai dAuhai chAm(:).

PhfuI nai nh~n t~i 0 s8 9b (ap d1,lllgchung dbi vai cac lo~i van ban): Tir
"Nai nh~n" duqc trinh bay tren mQt dong rieng (ngang hang vai dong chfr
"guySn h~, chUc Vl,lcua nguai kY:' va sat IS trai), sau c6 ~ftu hai chAm (:),
bang chfr in thuang, co chfr 12, kieu cM nghieng, d~m; phan li~t ke cac co
quan, t6 chuc, dan vi va ca nhan nh~ van ban duqc trinh bay bfulg cM in
thuang, co chfr 11, kiSu chfr dUng; ten mai ca quan, t6 chUc, dan vi va ca nhan
ho~c mai nh6m ca quan, t6 chUc, dan vi nh~ van ban dtrqc trinh bay tren mQt
dong rieng, diu dong c6 g~ch diu dong (-) sat IS trai, cubi dong c6 dAu chAm
phdy (;), dong cu8i cUng bao gAmchfr "Luu" sau c6 dAuhai chAm (:), tiep theo
la cM viet t~t "VT", dAuphdy (,), chfr viet t~t ten dan vi (ho~c bQph~) so~n
thao van ban va s8 luqng ban luu, cu8i cUng la dAuchAm(.).

III. cAe THANH PHm THE THrre KHAe

1. Ph1,ll1,lc

a) Truang hqp van ban c6 Ph1,lI1,lCkern theo thi trong van ban phai c6 chi
d&nvS Ph1,111,lcd6. Van ban c6 tir hai Ph1,ll1,lctra len thi cac Ph1,ll1,lcphai duqc
di'mhs8 thu tg bfulg chfr s8 La Mil.

b) Tir "Ph1,111,lc"va s8 thu tg cua Ph1,ll1,lcduqc trinh bay thanh mQt dong
rieng, canh gifra, bfulg cM in thuang, co chfr 14, ki8u cM dUng, d~m; ten
Ph1,l11,1c(neu c6) duqc trinh bay canh gifra, b~ng chfr in hoa, co chfr tir 13
den 14, ki8u cM dUng, d~.

c) ThOng tin chi d&nkern theo van ban tren mai Ph1,ll1,lcduqc ban hi'mh
bao gAm: S8, kY hi~u van ban, thai gian ban hanh van ban va ten ca quan, t6
chuc ban hi'mh van ban. Thong tin chi d&nkern theo van ban duqc canh gifra
phia duai ten cua Ph1,l11,lc,chfr in thuang, co chfr tir 13 den 14, kiSu cM
nghieng, cung phong chfr vai nQi dung van ban, .mau den.
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ThOng tin chi dful kern theo van ban tren mBi ph\ll\lC (Kern theo van ban
s6 .. ./ ... - ... ngay .... thang .... nam .... ) duqc ghi dAy du d6i vai van ban
giiy; d6i vai van ban di~n tir, khong phai diSn thOng tin t~i cac vi tri nay.

d) D6i vai Ph\ll\lc cungt~p tin vai nQi dung van ban di~n tir, Van thu ca
quan chi th1,lchi~n kY s6 van ban va khong th1,lchi~n kY s6 len Ph\ll\lc.

D6i vai Ph\l l\lc khong cling t~p tin vai nQi dung van ban di~n tir, Van
thu ca quan th1,lChi~n kY s6 cua ca quan, t6 chirc tren timg t~p tin kern theo,
C\lthS:

Vi tri: Goc tren, ben pMi, trang diu cua mBi t~p tin.

Hinh anh chfr kY s6 cua ca quan, t6 chlrc: Khong hiSn thi.

Thong tin: S6 va kYhi~u van ban; thai gian kY (ngay thang nam; gia phlit
giay; mlii gia Vi~t Nam theo tieu chuAn ISO 8601)duqc trinh bay bing phong
chfr Times New Roman, chfr in thuang, kiSu chfr dUng, co chfr 10, mau den.

d) S6 trang cua Ph\ll\lc duqc danh s6 rieng theo timg Ph\ll\lc.

e) Mftu trinh bay ph\ll\lc van ban th1,lchi~n theo quy dinh t~i Ph\ll\lc III
Nghi dinh nay.

2. Diu chi dQm~t, mirc dQkhAn, cac chi dful vS ph~m vi luu hanh

a) Diu chi dQm~t

Vi~c xac dinh va dong diu chi dQm~t (tuy~t m~t, t6i m~t ho~c m~t), diu
tai li~u thu h6i d6i vai van ban co nQi dung bi m~t nha nuac duqc th1,lChi~n
theo quy dinh hi~n hanh.Con diu cac dQm~t (T~T MAT, TOI MAT ho~c
MAT) va diu tai li~u thu h6i duqc khiic s~ntheo quy dinh cua phap lu~t vS
bao v~ bi m~t nha nuac. Diu chi dQ m~t duqc dong VaG0 s6 lOa M\lc IV
Ph&nI Ph\ll\lc nay; diu tai li~u thu h6i duqc dong VaG0 s6 11 M\lc IV Phan I
Ph\ll\lc nay.

b) Diu chi mirc dQkhAn ...

Khi so~n thao van ban co tinh chit khAn, dan vi ho~c ca nhan so~n thao
van ban dS xuit mirc dQ khAn trinh nguaikyvan ban quySt dinh. Tuy theo
mirc dQcan duqc chuySn phat nhanh, van ban duqc xac dinh dQkhAn theo cac
muc sau: hoa t6c, thUqng khAn, khAn.

Con diu cac mirc dQ khAn duqc kh~c s~nhinh chfr nh~t co kich thuac
30 mm x 8 mm, 40 mm x 8 mm va 20 mm x 8 mm, tren do cac til "HoA
TOC", "THlJQNG KHAN" va "KHAN", trinh bay bing cM in hoa, phong
chfr Times New Roman, cacM til 13 dSn 14, kiSu chfr dUng, d~m va d~t can
d6i trong khung hinh cM nh~t viSn dan. Diu chi mirc dQkhAn duqc dong VaG
o s6 lOb M\lc IV Ph&nI Ph\l h,ICnay. M1,lcdS dong diu chi mirc dQkhAn dung
mau do tuai.
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c) Cac chi ddn v@phl;lm vi lUll haOO
f)6i v6i OOUngvan ban co phl;lffivi, d6i tuqng, su d\lng hl;lll che, su d\lng

cac chi ddn v@ phl;lm vi lUll haOO nhu "XEM XONG TRA L~I",
"LUlJ HANH NOI BO". Cac chi ddn v@phl;lm vi lUll hanh triOO bay tl;li 0
s6 11 M\lc IV Phftn I Ph\ll\lc nay, triOO bay can d6i trong mQt khung hinh chit
nh~t vi@n dan, bfulg chii in hoa, phOng chii Times New Roman, co chii ill 13
den 14, ki~u chii dUng, d~m.

3. Ky hi~u nguai sol;lll thao van ban va s61uqng ban pMt hanh
f)ugc trinh bay tl;li 0 s6 12 M\lc IV Phftn I Ph\ll\lc nay, ky hi~u bfulg chii

in hoa, s61uqng ban b~ng chii s6 A R~p, co chit 11, ki~u chii dUng.
4. f)ia chi co quan, t6 chuc; thu di~n tu; trang thong tin di~n ill; s6 di~n

thol;li; s6 Fax
Cac thanh phftn nay dugc trinh bay tl;li 0 s6 13 M\lc IV Phftn I Ph\l l\lc

nay a trang thu nhih cua van ban, bfulg chit in thuang, co chit tu 11 dSn 12,
kiSu chit dUng, dum mQt duang ke net li@nkeo dai het chi@u ngang clla vling
trinh bay van ban.

IV. sa DO BO TRi cAe THANH pHAN THE TRue VAN BAN
HANHeHiNH

1. Vi tri trinh bay cac thanh phftn th~ tMc
A ;.Oso
1
2
3
4
Sa
Sb
6

7a, Th, 7c
8

9a, 9b
lOa
lOb
11
12

13

14

Thanh phfin th~ thu-c van ban
Qu6c hi~u va Tieu ngii
Ten co quan, t6 cMe ban hanh van ban
86, kY hi~u clla van ban
f)ia danh va thai gian ban hanh van ban
Ten 10l;liva trich yeu nQi dung van ban
Trich yeu nQi dung cong van
NQi dung van ban
CMe V\l, hQ ten va chit kY clla ngum co thfun quy@n
Dau, Chii kY s6 ella ca quan, t6 cMc
Noinh~
Dau chi d(i m~t
Dau chi muc dQkhful
Chi dful v@phl;lm vi lUll hanh
Ky hi~u ngum sol;lllthao van ban va s6 luqng ban phat hanh
f)ia chi co quan, t6 chuc; thu di~n tu; trang thOng tin di~n ill;
s6 di~n thol;li; s6 Fax.
Chii kY s6 clla co quan, t6 ehuc cho ban sao van ban sang dinh
dl;lllgdi~n ill
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v. MAu COO VA cm TIET TRiNH BAYmE THUC vAN BANHANH CHiNH

Thanh phAn th~ thfrc
Vi dn minh hoa

STT Lol.li chii' Cli' Ki~n chii' Cli'
va chi ti~t trinh bay chii'l PhOng chii' Times New Roman chii'

1 Ou5e hi~u va Tieu ngu
Q ' h.' In hoa 12 - 13 Dfutg,d~ eONGHoA xA HOI eHU NGHiA VIET NAM 12- uoe l~U

- Tieu ngit In thuimg 13 - 14 Dfutg,d~ Doc lap - Til do - Hanh nhuc 13

- Dong ke ben duai

2 Ten eC1quan, t6 ehue ban hitnh van
bitn
- Ten eC1quan, t6 ehue chit quitn tf\re
ti8p In hoa 12 - 13 Dfutg BONOIVl) 12

- Ten eC1quan, t6 ehUe ban hitnh van In hoa 12 - 13 Dfutg,d~ eve vAN TOO vA LUU TRU NHAmrae 12
bitn
- Dong ke ben dum

3 S5, kY hi~u eua van bitn In thuimg 13 Dfutg sf>: 15/QD-BNV; sf>: 05/BNV-VP; sf>: 12/UBND-VX 13

4 Dja danh va thm gian ban hitnh van In thuimg 13 - 14 Nghieng Ha NQi, ngay 05 thang 01 nam 2020 13
bitn Thanh ph8 H6 Chi Minh, nlZay29 than!! 6 nam 2019

5 Ten 10(li va trieh y8u n(\i dung van
ban

a D5i vm van bitn co ten 10(li
- Ten 10(livan bitn In hoa 13 - 14 Dfutg, d~m CRiTHI 14

- Trieh y8u n(\i dung In thuimg 13 - 14 Dfutg,d~ VScon2 tac phOne:. chane: lut bao 14

- Dong ke ben dum

1 Co eM trong eimg m(\t van bitn tang, giitro phili th5ng nhAt, vi d\l: Qu5e hi~u co eM 13, Tieu ngit co ehil 14, dja danh va ngay, thitng, nitro van bitn co ehil 14
ho(i.eQu5e hi~u co eM 12, Tieu ngit co eM 13, dja danh va ngay, thitng, nam van bitn co eM 13.
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Vi dy minh hqa

PhOng chfr Times New Roman

VIv nang b~e luang nam 2019
Trong cong mc chi d?o ."

).Phan J
TINH IDNH THlfc HIEN NHJEM VU ...

J. NHUNG KET QuA ...

14

14

14

14

14

14

14

14
14

14

14

14

14

14
14
14
14

14

12
14

Cli'
chfr

KT. BD TRlfONG
THU"TRlfONG
Trio Van B

TM. iN BAN NIlAN DAN
CHUTICH
Nl!uv~nVan A

Phin J I Chrr01lg J
OUY IlJNH CHUNG QUY DlNH CHUNG

My.c 1
QuAN LYVANBAN

Ti~umuc 1
QuAN LYVAN BAN 1>I

Di~u 1.Ball sao van ban
1. Cac hinh thuc ",
a) f>6i vm ,,,,

1. Ph\lm vi va (fBi trrQ'llglip dl}ng
1. QuySt djnh nay co hi~u h,rcthi hanh kS ill ngay, ..
a) f>6i vm .",

Dlrng,d~

Dlrng, d~
Dlrng, d~

Dlrng
Dlrng

Dlrng,d~

Dlrng,d~

Dlrng, d~

Ki~u chfr

Dlrng, d~

Dlrng

Dlrng

Dlrng,d~

Dlrng,d~
Dlrng,d~

Dlrng,d~

Dlrng, d~

Dlrng,d~

Dlrng,d~
Dlrng

Dlrng

Cli'
chfr

13 - 14

13 - 14

13 - 14

13 - 14

13 - 14
13 - 14

13 - 14

13 - 14
13 - 14

13 - 14
13 - 14
13 - 14

13 - 14
13 - 14

13 - 14

13 - 14
13 - 14
13 - 14

12 - 13
13 - 14

In thuimg

In hoa

In hoa

In thuimg

In thuimg

In thuimg

Lo:,ichfr

In hoa

In hoa

In thuang

In thuimg

Inhoa

In thuimg

In hoa

In thuimg
In hoa

In thuimg
In thuimg

In thuimg

In thuimg
In thuimg

Thanh phAn th~ th.rc
va chi ti~t trinh My

Dbi voi dIng van
Trieh yBu nQi dung
NQidung van ban

G6m phfin, ehuang, mile, ti8u mile,
di8u, khoan, di8m
- Til' "Phfrn", "ChUOllg" va s6 thu W
ella phfin, ehuang

- Tieu d8 ella ph5n, ehuang

- Tit "M\lC" va s6 thir w
- Tieu d8 ella mile
- Tit "Tic3u ffi\lC" va s6 thir w
- Tieu d8 ella ti8u mile

- Di8u

-Khoan
::Di8m
GA hA kh' d"om pan, m\lc, oan, lern
- Tir "Phfin" va sb thfr tIT

- Tieu d8 ella phfin

- sb thfr tITva tieu d8 ella mile

-Khoan:
Truimg hQ'Peo tieu d8

Truimg hQ'Pkhong eo tieu d8

- Di8m
Ch(rcV\I, hQten ellanguOicO. quy8n
- Quy~n h<lnella nguOi kY

- Chfre V\I ella ngnai kY
- HQten ella nguai kY

7

b

a

6

b

STT
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STT
Thanh phin th~ thilc
va chi ti~t trinh bay

Lo(li chii' CO'
chii'

14

Ki~u chii'
Vi d\l minh hQa

PhOng chii' Times New Roman
CO'
chii'

Kinh gt'ri: BQ NQi V\l
Kfnh gt'ri:

- BQ NQi V\l;
- BQKS hOlilchva Bfiu tu;
- BQHi chinh.

8
a

b

Nolnh~
Tir "Kinh giri" va ten ccrquan, t6
chuc, ca nhan nh~ vim ban
- Giri mi)t nol

- Giri nhibu nol

Tir "Nol nh~" va ten ccrquan, t6
chuc, ca nhan nh~ vim ban
- Tir "Nol nh~"
- Ten ccrquan, t6 chuc, ca nhan nh~
vim ban

In thuang

In thuang
In thuang

13 - 14

12
11

DUng

Nghieng,~
DUng

Nuinh(in:
- Cac bi), ccrquan ngang bi), ...;
- ,
- Luu: VT, TCCB.

Nui nh(in: (d6i v6i cong van)
- Nhutren;
- ,
- Luu: VT, NVDP.

14

14
14

12
11

9

10

11

12

13

14

Ph\ll\lc van ban
- Tir "Ph\ll\lc" va s6 tM til cua ph\l
I\lc
- Tieu db cua ph\ll\lc

D~u chi muc di) khin

Ky hi~u nguiYiSO(lIl tMo vim ban va
s6 IUQ'Ilgban pMt hilnh
Dia chi ccrquaD, t6 cMc; thu di~n tir;
trang thong tin di~n tir; s6 di~n tho(li;
s6 Fax
Chi dful vb ph(Ullvi luu Mnh

S6trang

In thuang
Inhoa

Inhoa

In thuang

In thuang

In hoa

In thuang

14
13 - 14

13 - 14

11

11 - 12

13 - 14

13 - 14
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Ph~n II
THE THue VA KY THU~T TRiNH BAY BAN SAO VAN BAN
I. BAN SAO SANG DINH DANG BiEN TlJ. . .
1. Hinh thuc sao
"SAO Y" ho~c "SAO LVC" ho~c "TRlCH SAO".
2. Tieu chuin cua van ban s6 hoa
a) Dinh dl;lngPortable Document Format (.pdf), phien bim 1.4 tra len.

b) Anhmfm.
c) DQpharr giai t6i thi~u: 200dpi.

d) TY1~s6 hOa: 100%.
3. Hinh thuc chfr kYs6 cua co quan, t6 chile tren ban sao dinh dl;lllgdi~n til

•
a) Vi tri: Goc tren, ben phai, trang dfiu cua van ban, trinh bay tl;li0 s6 14

Mvc IV Phk I PhV Ivc m'iy.
b) Hinh anh chfr ky s6 cua co quan, t6 chile: Khong hi~n thi.
c) ThOng tin: Hinh thuc sao, ten co quan, t6 chuc sao van ban, thai gian

kY (ngay thang nam; gia _phut giay; mui gia Vi~t Nam theo tieu chu5.n
ISO 8601) duqc trinh bay bAng phOng chfr Times New Roman, chfr in thuang,
kiSu chfr dUng, co eM 10, mau den.

II. BAN SAO SANG BJNH D~NG GIAY
1. Th~ thuc ban sao sang dinh dl;lnggifiy
a) Hinh thuc sao: "SAO Y" ho~c "SAO U)C" ho~c "TRlCH SAO".

b) Ten co quan, t6 chuc sao van ban.
c) S6, kYhi~u bart sao bao g6m s6 thll tV'dang kY (duqc danh chung cho

cae lOl;liban sao do co quan, t6 chuc thV'chi~n) va chfr viSt t~t ten lOl;liban sao
theo Bang chfr viSt t~t va miu trinh bay van ban, ban sao van ban tl;liMvc I
Phv Ivc III Nghi dinh nay. S6 duqc ghi bAng chfr s6 A R?p, b~t dfiu lien tiSp
tiI s6 01 vao ngay 01 thang 01 va kSt thuc vao ngay 31 thang 12 hang nam.

d) Dia danh va thai gian sao van ban.
d) Chuc VV,hQ ten va chfr kY cua nguai co thim quy~n sao van ban.

e) Dfiu cua co quan, t6 chuc sao van ban.

g) Nai nh?n.
2. Ky thu?t trinh bay ban sao sang dinh dl;lllggifiy
a) Cae thanh phk th~ thuc ban sao duqc trinh bay tren c1ing mQt ta gifiy

(kh6 A4), ngay sau phk cu6i cung cua van ban ck sao duai mQt duang ke
. net li~n, keo dai hSt chi~u ngang cua vUng trinh bay van ban.
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b) Cac c\!m ill "SAO Y", "SAO Ll)C", "TRICR SAO" duqc trinh bay
bfuIg cM in hoa, co chii tir 13 d~n 14, ki~u chii dUng, d~m.

c) Co chii, ki~u chii cua ten ca quan, tB chuc sao van ban; s8, leY hi~u
ban sao; dia danh va thai gian sao van ban; chuc V\I, hQ ten va chii leY cua
nguai cOthAm quy8n; dllu cua ca quan, tB chuc sao van ban va nai nh~ duqc
trinh bay theo huang ddn cac thanh phdn th~ thuc van ban tl;likhoan 2,3,4,7,
8,9 M\!c II Phk I Phl,ll\!c nay.

d) Mdu trinh bay ban sao dinh dl;lllggilly duqc minh hOl;ltl;liPh\! l\!c III
Nghi dinh nay.

3. Sa db b8tri cac thanh phk th~ thuc ban sao sang dinh dl;lllggilly

a) Vi tri trinh bay cac thanh phk th~ thuc

6sB
1
2
3
4

5a,5b,5c
6
7

b) Sa db

Thanh phin th~ thti'c ban sao
Hinh thuc sao: "SAO Y" "SAO LUC" hoac "TRICR SAO", . .
Ten C<Y quan, tB chuc sao van ban
S8, leY hi~u ban sao
Dia danh va ngay, thang, nam sao
CMc V\I, hQten va chii leY cua nguai co thArnquy8n
Dllu cua C<Y qUan' tB chuc
Nainh~n

20 - 25 mm

PRAN CU6ICiJNG~GOAvAN R.iNDUQC SAO.
. .,;.. , : .' ....

I 2 I I 1 I
I 3 I I 4 I30 - 35 mm 15-20mm

~ ~

CJ I 5a

(6'"
I) 5c

I 5b I
~

20-25mm
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I. VIET HOA VIPHEP D~T CAD "
Vi8t hoa chit cai dftu fun ti8t thu nhll.tclla mot cau hOM chinh: Sau dll.uchll.m

cau (.); sau dll.uchfun.hOi (?); sau dll.uchfun.th~ (!) va khi xu6ng dong.
II. VIET HOA DANH TU RlENG CHiTEN NGUm,
1. Ten nguai V!~t Nam '. ,
a) Ten thong thuang: Vi8t hoa cM cai d~utll.t ca cac am ti8t clla danh tir

deng chi ten nguai. Vi dv: Nguy8n Ai Qu6c, Tr~n Phu, ...
b) Ten hi~u, ten gQi nhan v~t lich su: Vi8t hoa chit cai d~u tll.tca cac fun

ti8t. Vi dV:Vua HUng, Ba Tri~u, Ong Giong, Bat H6, Cv H6, ...
2. Ten nguai nuacngoai dugc phien fun chuy8n sang ti8ng Vi~t
a) Truang hqp phien fun sang fun Han - Vi~t: Vi8t theo quy tAc vi8t ten

ngum Vi~t Nam. Vi dv=KimNh~t Thanh, Mao Tl1!chDong, Thanh Cat Tu Han, ...
,. I " " ". - . .• - '

b) Truang hqp phien fun khong sang am Han - Vi~t (phien am trvc tiep
sat cach dQc clla nguyen ngit): Vi8t hoa chit cai d~u fun ti8t tM nhll.ttrong mai
thanh phk. Vi d(l: Vla-di-mia I-lich Le-nin;Phri-drich Ang-ghen, ...

III. VIET HOA TEN DJA LV
1. Ten dia ly Vi~t Nam
a) Ten dan vLhanh chinh duQ'c cil.ut~ogiua danh tir chung (tinh, thanh

ph6 tn,rc thuQc trung uang; huy~n, qu~,thi xa,thanh ph6 thuQc tinh, thanh ph6
thuQc thanh ph6 trvc thuQc trung uang; xa, phuang, thi tri\.n) vai ten rieng clla

. dan vi hanh chinh do: Vi8t hoa cM cai d~u clla cac am ti8t t~o thanh ten rieng
va khong dUng g~cli n6i. Vi dv: thanh ph6 Thai Nguyen, tinh Nam Dinh, ...

b) Truang hqp ten dan vi hanh chfnh dirgc cil.u t~o giita danh tir chung
k8t hqp vai chit s6, ten nguai, ten S\l ki~n lich su: Vi8t hoa ca danh tir chung
chi dan vi hanh chinh do. Vi dv: Qu~ 1, Phuang Di~n Bien Phil, ...

c) Truang hqp vi8t hoa d~c bi~t: Thll do Hll NQi,Thanh ph6 H6 Chi Minh.
d) Ten dia ly dugc d.u t~o giita danh tir chung chi dia hinh (song, nui,

h6, bien, cua, b8n,.c~u,vfing; l~ch, vam, ...)vai danh tir rieng (comQt amti8t)
tra thanh ten rieng cua dia danh do: Vi8t hoa tll.t ca cac chit cai t~o nen dia
danh. Vi dV: Cua Lo, Vilng Tau,L~ch Truang, Vam Co, du Gill.y,....

Truang hqp danh tirchung chi dia hinh di liSn vai danh ill deng: Khong
vi8t hoa danh fir chung rna chi vi8t hoa danh tir deng. Vi dV:bi8n Cua Lo, chg
B8n Thanh, song Yam Co, vinh H~ Long, ...



2

d) Ten dia 1y chi mQt vung, miSn, khu V\fCnhAt dinh dugc cAu~o b~ng
til chi phuang huang k@thgp vai til chi phuang huang khac: ViSt hoa chfr cai
d~u cua tAt ca cac fun ti@tt~o thanh ten gQi. D6i vai ten dia ly chi vimg, miSn
fieng ~ugc cAut~o b~ng tf! ch~phuan~ huang k@thgp,vai danh tt; chi ~ia hinh
thi viet hoa cac chfr cai dau moi am tiet. Vi d\l: Tay Bac, Dong Bac, Bac BQ,...

2. Ten dia 1ynuac ngoai dugc phien am chuyBn sang ti@ngVi~t
a) Ten dia 1y d1idugc phien am sang am Han - Vi~t: ViSt theo quy t~c

vi@thoa ten dia 1yVi~t Nam. Vi d\l: B~c Kinh, Binh Nhuang, Phap, Anh, ...
b) Ten dia 1yphien am khong sang am Han - Vi~t (phien fun trvc ti@psat

cach dQc cua nguyen ngfr): Vi@thoa theo quy t~c viSt hoa ten nguai nuac
ngoai quy dinh ~i diBm b khoan 2 M\lc II Ph\l l\lc nay. Vi d\l: Mat-xco-va,
Men-ban, ...

IV. VIET BOA TEN eo QUAN,TO eBUe
1. Ten co quan, t6 chuc cua Vi~t Nam
a) ViSt hoa cM cai d~u cua cac tir, C\lm til chi lo~i hinh co quan, t6 chUc;

chuc nang, lInh V\l"Cho~t dQng cua co quan, t6 chuc. Vi d\l: Ban Chi d~o trung
uang vS Phong ch6ng tham nhilng, Van phong Chu tich nuac, BQ Tai nguyen
va Moi truang, T~p doan Di~n l\l"cVi~t Nam, HQi d6ng nhan dan tinh San La,
S6 Tai chinh, ...

b) Truang hgp viSt hoa di.J,cbi~t: Ban ChAphanh Trung uang Dang CQng
san Vi~t Nam, Van phong Trung uang Dang, ...

2. Ten co quan, t6 chuc nuac ngoai
a) Ten co quan, t6 chUc nuac ngoai d1idich nghia: ViSt hoa theo quy ~c

vi@tten co quan, t6 chuc cua Vi~t Nam. Vi d\l: Lien hgp qu6c (UN), T6 chllc
Y tS thS giai (WHO), ...

b) Ten co quan, t6 chuc nuac ngoai dugc sir d\lng trong van ban 6 d~g
viSt ~t: ViSt b~ng cM in hoa nhu nguyen ngfr ho~c chuyBn tv La-tinh nSu
nguyen ngfr khong thuQc h~ La-tinh. Vi d\l: WTO, UNDP, UNESCO,
ASEAN, ...

V.VIET BOA eAe TRIJ"ONGBQP KHAe
1. Danh til thuQc truang hgp di.J,cbi~t: Nhan dan, Nha nuac.
2. Ten cac huan chuang, huy chuang, cac danh hi~u vinh d\l":ViSt hoa

chfr cai d~u cua cac am tiSt cua cac thanh ph~n t~o thanh ten fieng va cae til
chi thu, h~ng. Vi d\l: Huan chuang Sao yang, NgM si Nhan dan, Anh hung
Lao dQng,...

3. Ten chuc V\l, hQc vi, danh hi~u: ViSt hoa ten chUc V\l, hQc vi nSu di
1iSnvai ten nguai C\l th8. Vi dv: Chu tich Qu6c hQi, Thu tuang Chinh phu,
Giao su Ton ThAt Tung, ...
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4. Danh til chung dli rieng hOa

Vi~t hoa chit cai dllu cua til, cvm til chi ten g9i do trong truOng hgp dung
trong mQt nhan xung, dUng dQc l?p va thS hi~n s\! tran tr9ng. Vi dV: Bac,
Nguai (chi Chu tich HB Chi Minh), Dang (chi Dang CQng san Vi~t Nam), ...

5. Ten cac ngay l@,ngay leYni~m: Vi~t hoa chit cai dllu cua funti~t t~o
thanh ten g9i ngay l@,ngay leYni~m. Vi dv: ngay Quc3ckhanh 2-9, ngay T6ng
tuySn cu dllu tien, ngay Quc3ct~ Lao dQng 1-5, ngay PhVnit Vi~tNam 20-10, ...

6. Ten cac lo~i van ban: Vi~t hoa chit cai dllu cua ten lo~ van ban va chit
cai dllu cua am ti~t thu nh~t t~o thanh ten g9i cua van ban trong wOng hgp noi
d~n mQtvan ban cv thS. Vi dv: BQlu?t Hinh S\!,Lu?t T6 chuc Quc3chQi,...

7. TruOng hgp vi~n din phl1n, chuong, mvc, tiSu mvc, di~u, khoan, diSm
cua mQt van ban cv thS thi vi~t hoa chit cai dllu cua phl1n, chuong, mvc, tiSu
mvc, di~u.

Vi dv:

- Can cu diSm a khoan 2 Di~u 103 Mvc 5 Chuong XII Phl1n I cua BQ lu?t
Hinh S\!.

- Theo quy djnh ~i diSm a khoan 1 Di~u 24 TiSu mvc 1Mvc 1 Chuong III
cua Nghi quy~t sc3351120171UBTVQH14.

8. Ten cac nam am lich, ngay t~t, ngay va thang trong nam

a) Ten cae nam am lich: Vi~t hoa chit cai dllu cua t~t ca cac am ti~t t~o
thanh ten g9i. Vi dv: Ky Ty" Tan Hqi, M?u Tu~t, M?u Than, ...

~~~~~~~~~~~~fun~~~~~
ten g9i. Vi dv: t~t Nguyen dan, t~t Doan ng9, t~t Trung thu. Vi~t hoa chit T~t
trong wOng hgp thay cho t~t Nguyen dan.

e) Ten cac ngay trong tulln va thang trong nam: Vi~t hoa chit cai dllu eua
am tiet ehi ngay va thang trong truOng hgp khong dung chit sc3.Vi dV: tM
Hai, thu Tu, thang N1im, thang Tam, ...

~. Ten cac S\!ki~n lieh su va cac tri~u d~i: Vi~t hoa chit cai dllu cua cac
am tiet t~o thanh S\! ki~n va ten S\! ki~n, trong truOng hgp co cac con sc3ehi
mc3cthai gian thi ghi bfuIg chit va vi~t hoa chit do. Vi du: Tri~u Ly, Tri~u
Trl1n,Phong trao xo vi~t Ngh~ Tinh, Caeh m~ng thang Ta~, ...

10. Ten cac tac phiim, sach bao, t~p chi: Vi~t hoa chit cai dllu eua am ti~t
thu nh~t t~o thanh ten tac phiim, saeh bao. Vi dv: til diSn Bach khoa toan thu,
t~p chi CQng san, ...
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II. MAu TRiNH BAy VAN BAN HANH CHINH,'PHV LVC vA
BAN SAO VAN BAN

Con van

van ban co ten lo~i

..

Ban sao sang dinh d~ng di~n til

Con di~n

Gift ' .mlJl

Gift i6i thi~uMdu 1.8

Mdu 1.9 Bien ban

Mdu 1.10 Gift

2. Mftu trinh bii hu luc van ban
Mdu 2.1 Ph\I l\Ic van ban hanh chinh ift

Mdu 2.2 Ph\Il\Ic van ban hanh chinh di~n tU

3. Mftu trinh bii ban sao van ban

Mdu3.1

Mdu3.2

1. Mftu trinh bii van ban hanh chinh

Mdu 1.1

Mdu 1.2

Mdu 1.3

Mdu 1.4
Mdu 1.5

Mdu 1.6

Mdu 1.7
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Miu 1.1 - Nghi quy~t(eli bi~t)

TEN CQ, TC CHU QuANI

TEN CO QUAN, TO CHUC2

3

CONGHOA xA HOI CHi! NGHlA VIET NAM. . .
DQc lip - TV do - H~nhphUe

s6: 4 ' h' ~...... , ngay tang nam .

NGHIQUYET
• 5..... . .

THAM QUYENBAN HANH

Cv ,an cu: , ,.

C
v ,an cu: ,.

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

QUYETNGHl:
6......................................................................................................................

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 0 •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

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

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

.................................................................................................................... ...I.

Nui nhiin:
- Nhu D.i8u..... ;
................ ,

_ LUll: VT, ...7.... 8.

QUYENH~N,entre vv ellA NGUOI KY
(Chit kY cua ngu:ai co thdm quy€n,
d6u/chii kY s6 cua cO'quan, t6 chit-c)

HI} va ten

Ghi ehu:
1 Ten co quan, t6 chuc chli qu{m tn,rc ti€p (n€u c6).
2 Ten co quan, t6 chuc ban hanh nghi quy€t.
3 Chfr vi€t tit ten co quan, t6 chuc ban hanh nghj quy€t.
4 Dia danh.
5 T~fch y€u nQi dung nghi quy€t.
6 NQi dung nghj quy€t.
7 Chfr vi€t tit ten don vi 50?JI thao van ban va 56 IUQ'llgban luu (n€u cfin).
8Ky hi~u nguirf 50(ln thao van bim va 56 IUQ'llgban pMt hanh (n€u cfrn).
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MA:u1.2 - Quy~t oinh (cll bi~t) quy oinh trl}'c ti~p

TEN CQ, TC CHU QUAN1 CQNG HOAxA HQI CHl) NGHiA YI"E:TNAM
TEN co QUAN, TO CHlJC2 DQc I~p - Tl}'do - Hl}nh pbUc

S6: 4 ' h' v...... , ngay tang nam .

QUYETDlNH
V). 'A 5e Vl~~ ••••••••••••••••••••••••••••••••••••••••••••

TRAM QUYEN BAN HANH6

Can eu 7 ..............•.........•............................ ;

Can eu ;
Thea ilJ nghi eua .

QUYETDlNH:
DiSu 1 8••.••••.....••••••••...•••••••.••...••••.••...•••..•••.•...••

DiSu .

(Chu kY eua nguai co th6m quy€n,
d6u1ehu kY s8 eua CO" quan, t8 ehue)

••••. •.•••••••..••••••••••.••. ~••.•••..•••••••.•. c.••..••••••.••••••••.•.••••.•••••••..•••••••••..••••••..•.....•.••••••. ./.

QUYEN~, CmJC VV CVANGUm KY
................ ,

_Luu: VT, ...•.... 10.

NO'i nhljn:
- Nhu Di8u ....;

Ghi ehu:
1 Ten co quan, t6 chuc cM quim ttvc ti~p (n~u co).
2 Ten co quan, t6 chuc ho(ic chuc danh nM nuac ban Mnh quy~t dinh.
3 Chfr vi~t tit ten co quan, t6 chlrc ho(ic chuc danh nM nuac ban Mnh quy~t dinh.
4 Dia danh.
S Trich y€u nQi dung quy€t dinh.
6 ThAm quy8n ban hanh quy€t dinh thuQc v8 nguIYidirng dAu co quan, t6 chuc thi ghi chuc V\l clla
nguIYidirng dAu; n€u thAm quy8n ban Mnh quy~t dinh thuQc v8 t(ip th€ lanh d"o ho(ic co quan, t6
chuc thi ghi ten t(ip th€ ho(ic ten co quan, t6 chuc do.
7 Cac can cu d€ ban hanh quyet dinh.
8 NQi dung 9uy~t dinh.
9 Chfr vi~t tilt ten dan vi 50"n thao va 56 luqng bim hru (n€u din).
10 Ky hi~u nguIYi50"n thao van ban va s6 luqng ban pMt hanh (n€u cAn).
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M~u 1.3 - Quy~t ilinh (quy ilinh gian ti~p) ('J

TEN CQ, TC cm) QuANI CQNG HOA xA HQI CHiT NGHiA VI:E:TNAM
TEN CO QUAN, TO CHUC2 DQCI~p - TI}'do - Hl}.nh phUc

S3: 4 ' h' "................ , ngay tang nam .

QUYETDlNH
Ban himh (Phe duy~t) 5 •••••••••••••••

THAM QUYEN BAN HANH6

C" , 7 •an eu .. .. ,

C" , .an cu ,
Theo a€ nghi eua .

QUYETDJNH:
Di~u 1. Ban h!mh (PhS duy~t) kern thea Quy~t dinh mly 5 •••••••••••••••

................................................................................. .
Di~u .

(eM kY ella nguai co thdm quy€n,
ddu/ehu kY s6 ella CCl quan, 16ehUe)

....... : .I.

QUYEN~, CWC \TV CVA NGUm ICY

................ , 8 9

- Luu: VT, .

NO'i nhl)n:
- Nhu Di~u ....;

HI} va ten

Ghi ehu:
• Mau nay ap d\lng dOi vai cac quy€t dinh (ca bi~t) ban hilnh hay pM duy~t mQt van ban kMc.
I Ten ccrquan, t6 chilc cM quan tn,rc ti€p (n€u co).
2 Ten ccrquan, t6 chilc ho(ic chilc danh nha nuac ban hanh quy€t dinh.
3 Chit vi€t tit ten ccrquan, t6 chilc ho(ic chilc danh nhil nuac ban hilnh quy€t dinh.
4 Dia danh.
5 Trich y8u nQi dung quy8t dinh.
6 Thdm quy~n ban hanh quy8t dinh thuQc v~ nguai dUng ddu co quan, t6 chilc thi ghi chilc V\l cua
nguai dUng ddu; n8u thdm quy~n ban hanh quy€t dinh thuQc v~ t(ip th~ lanh d(lo ho(ic co quan, t6
chilc thi ghi ten t(ip th~ ho(ic ten co quan, t6 chilc d6. .
7 Cae can cil d€ ban hanh quy€t dinh.
, Chit vi8t tit ten don vi sO(lnthao va sO lugng biln luu (n8u cdn).
9Ky hi~u nguai SO(lnthao van ban va sO lugng ban phat hanh (n8u cdn).
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Mftu van ban (dU'Q'cban hanh,phe duy~t kern theo quy~t dinh) dBi vo;
van ban giiy

TEN CQ, TC CHU QUAN
TEN co QUAN, TO CHUC

CQNG HOA xA HQI CHU NGHiA VIl):TNAM
DQcl~p - TI}' do - Hl;mh phUc

TEN LOAI V.ANBAN
• 1.......... . .

(Kern theo Quyit iJinh sc5 ... /QD- ... ngay ... thimg ... narn ... cua ... /

3..... ................................
Di~u 1. .
Di~u .

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

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

Di~u .

...................... ./.

Ghi ehu:
I Trieh ytlu nQi dung eua van bim.
2 s6, kY hi~u, thiYigian ban himh va ten eo quan ban hiInh eua Quytlt dinh.
3 NQi dung van biIn kern theo. .
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M~u van ban (duQ'c ban hanh, phil duy~t kern theo quy€t djnh) dBi vOi
van ban di~n tif (*)

S5: ...•...... ; ngay/thanglnilm; gia: pM!: gilly'

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

CONG HOA xA HOI eHiJ NGHiA VIET NAM. . .
DQcI~p - T\}' do - H\lnh phUc

TENL04~ VANBAN
.... . .

(Kern thea Quyit ainh s6 ... /QD- ... ngay ... thimg ... narn ... cua ... /

3..... .....
..........................

Di~u 1. .......................................................................................................
Di~u .

...................... - .
.............

• • • • • • • •• • • •••• • • • • • •• • ,,0

~ .Dieu .
...................... ..I.

Ghi ehu:
• Milu nay ap d\mg d6i vai van ban di~n tir kern thee khong cung t~p tin vai n<)idung Quy8t dinh
ban hanh hay ph<!duy~t.
1 Trich y8u n<)idung cua van biln.
2 D6i vai van bim di~n tir, khong phlli di8n thong tin t(li cae vi trl nay.
3 N<)idung van biln kern thee. .
4 S6 va ky hi~u Quy8t dinh ban hanh hay ph<!duy~t.
5 T~iYigian kY s6 cua crJ quan, t6 chirc (ngay thang narn; giiYphut giay; rnui giiYVi~t Narn thee tieu
chum ISO 8601).
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Min 1.4 - Van ban co ten IOl}i

TEN CQ, TC cm) QUAN1

TEN CO QUAN, TO CHUC2
CQNG HOA xA. HQI CHU NGHiAVIJ):,T NAM

DQc l~p - Tv do - Hl}nh phUc

86: / .•• 3 ... _ •••4 ..• 5 ' h' ~....... . , ngay tang nam .

TEN LOAI VAN BAN6
• 7

8...................................................................................................................
.............................................................................................................................
..............................................................................................................................
........ ./.

Noinh~n:
............... ,

QUYEN IL;N, CWC VV CUA NGU01 KY
(Chu kY eua nguai co thdm quy€n,
d6u/ehu kY s6 eua ca quan, t6 ehUe)

HI}va ten

Ghi chit:
1 Ten co quan, t6 chuc chil quan tflrc ti8p (n8u co).
2 Ten co quan, t6 chuc ho~c chuc danh nha nuac ban hanh van ban.
3 Chi! vi~t cit ten iO<livan ban.
4 Chi! vi~t cit ten co quan, t6 chuc ho~c chuc danh nM nuac ban hAnh van ban.
S Diadanh.
6 Ten ioai van ban
Mau nay ap d\lng chung d6i vai cac hinh thuc van han hAnh chinh co ghi ten iO<lig6m: chi thj, quy
ch~, quy dinh, thOng cao, thong bao, huang dan, chuang trinh, k~ hO(lch, phuang an, d6 An, d\f an,
hao cao, to trinh, gifty ily quy6n, phi~u giri, phi~u chuy8n, phi~u hao.
7 Trich y~u nQi dung van ban.
g NQi dung van ban.
9 Chit vi~t cit ten dan vi S0<llltMo va s6 IUl;l'Ilgban lun (n~u dn).
10 Ky hi~u nguoi s0<lnthao van bim va s6 lUQ'llgban phat hAnh (n~u cfrn).



,
Mliu 1.5 - Cong van

. TEN CQ, TC CHU QUAN1

TEN CO QUAN, TO CHUC2

J.. 3 4So: / - .
V/v 6 •••...•.••.

Kinh gi'ri:

9

CQNG HOA xA HQI CHi! NGHiA VIJl:T NAM
Di}c I~p - Tv do - Hl}-nh phUc

5 ' h' v. . , ngay tang nam .

Ndi nhl)n:
- Nhu tren;

- ,
- ••••••••••••••• 0.0 ••••••• 0 •••••••••••••••••••• 0.

7......... . .
•••••••••••• •••••••••••••••••••• 0 ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

.......................................................................................................................... ./.

QuYEN~, cHirc VVCUANGUm lIT

(Chi1 kY cua nguai co thdm quyJn,
ddu/chi1 kY s6 cua ca quan, t6 chUc)

HQva ten

10.....................................................................................................................................................

Ghi ehu:
1 Ten co quan, t6 chuc chti qm,ntr\lc ti8p (n8u c6).
2 Ten co quan, t6 chuc ho(ic chuc danh nhil nuac ban hanh clIng van.
3 Chfr vi8t cit ten co quan, t6 chuc ho(ic chuc danh nha nuac ban hilnh clIng van.
4 Chfr vi8t cit ten dan vi sO(ll1thao clIng van. .
5 Dia danh.
6 Trich y8u ni)i dung clIng van.
7 Ni)i dung cong van.
8 Chfr vi8t cit ten dan vi SO(ll1thilo va s6 IUQ1lgbiln luu (n8u dn).
9 Ky hi~u nguiri sO\lnthao van ban va s6 IUQ1lgbiln phat hilnh (nSu dn).
10 Dia chi co quan, t6 chuc; thu di~n ill; trang thong tin di~n tir; s6 di~n tho\li; s6 Fax (n8u dn).



,
Mau 1.6 - Cong di~n

TEN CQ, TC CHU QUAN1

TEN CO QUAN, TO CHUC2

~ 3SO: ./CD- .

10

CONG HoA xA HOI CHU NGHiA VIET NAM. . .
. Dqc I~p - T,! do - H!].nh phuc

. 4 ' h' v....... . , ngay tang nam .

CONGDItN
5..... ......

. ••••••• ; •••••••••..•.•.•.••.•• 6 di~n:
7.................... , ,

.0 ••••••••••••••••••••••••••••••••••••••

8.............................................................................................................
.............................................................................................................................
.............................................................................................................................
.......................................................................................................................... ./.

Nfli nhljn:
......... ,

QUYEN H~N, CUUC VV CVA NGUOI KY

(Chit kf cua nguai co thdm quydn
ddu/chU kf s6 cua CO' quan, t6 chUc)

H9 va ten
GhichU:
I Ten ca quan, t6 ehire eM qUillltflle ti8p (n8u co).
2 Ten ca quan, t6 ehire ho(ie ehire danh nM nuae ban hanh eong di~n.
3 Chit vi8t tAtten co quan, t6 ehue ho(ie ehue danh nha nuae ban hilnh eong di~n.
4 Dja danh.
s Trieh y8u nQi dung di~n.
6 Ten ca quan, t6 ehue ho(ie ehue danh eua nguai dung dau.
7 Ten co quan, t6 ehue nh~n di~n.
8 NQi dung di~n.
9 Chit vi8t tAt ten dan vi so:;mthiio va s6 lUQ1lgban luu (n8u e&n).
10 Ky hi~u nguai sOlinthao van ban va s6 IUQ1lgban phat hilnh (n8u e&n).



•
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M'" 1 7 GO;' . '0au . - lay mO'I

TEN CQ, TC CHU QUAN1

TEN CO QUAN, TO CHUC2

A 3So: /GM- .

CONG HOA xA HOI CHi! NGHiA VIET NAM. .. .
DQc l~p - TIf do - Hl}nh phUc

4 ' h' v.......... .. , ngay tang nam .

GIAYMOI
5. . .

2 'k'nh ' . 6......... . tran trQng I m(n:.. . .

TO'd 70'1 \l............................................ .. .
........................................................................ ............

ChIi tri: .

Th" .0'1glan: .
Dia di8m: .

•.•••••••.•.••••...•••••••••.••••••..•. 8 •••••.••••••••.••.•.•.•.•••••.•.•••••••••••••••••••.• ./.

NuinhQn:
......... ,

QUYEN~, eHUe \TVeVA NGUOIKY
(Chu kY cua nguai co thdm quy€n,
ddu/chU kY sci cua ca quan, t6 chUc)

HQva ten

Ghichu:
1 Ten co quan, t6 chuc cM qUlintr\l'c tiSp (nSu co).
2 Ten ca quan, t6 chuc ban hanh gi~y maL
3 Chit viSt t~t ten co quan, t6 chuc ban hanh gi~y maL
4 Dja danh.
5 Trich yeu nQi dung cUQchQP.
6 Ten ca quan, t6 chuc ho\ic hQva ten, chuc V\l, dan vi cong tac cua nguai duQ'c maio
7 Ten (nQi dunll) cua cUQchQp, hQi tMo, hQi nghi V.V •••

8 Cac vk d€ din luu y.
9 Chit viet cit ten dan vi SO(l11thao va s6 luqng ban luu (nSu cAn).
10 Ky hi~u nguai so(l11thao van ban va s6 luqng ban phat hanh (nSu can).



•

:

Miu 1.8- Gi~ygiOithi~u

TEN CQ, TC CHO QUANl

TEN co QUAN, TO CHlJC2

, 3
S6: /GGT- .

12

CONG HOA xA HOI CHiJ NGHiA VIET NAM. . .
Dqc I~p - TI! do - H~nh phUc

4 ' h' ~.......... . , ngay t ang nam .

GIAY GIro THI~U

2 ,.. • ,. hOA........................... tran trQng gun t lyU:

Ong (ha) 5 •••••..•••.•.•••.•...••••••...••••.....•

Chuc V\I: .
I"\ ' d~ 6uUQ'ccu en: .

V8 vi~c: .
• 0.0 •• 0 •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

D8 nghi Quy C(J quan t~o di@uki~n d~ Bng (ba) co ten a tren hoan thanh
nhi~m V\I.

Gi&ynay co gia tri d~n h~t ngay J.

No1 nh9n:
- Nhutren;
-LUll: VT.

QUYEN H~N, CHlJC VT) CVA NGUOI KY

(Chu kY cua nguiYi co thdm quy€n,
ddu/chu kY s8 cua cO' quan, t8 chUc)

HQ va ten

Ghi ehu:
1 Ten co quan, t6 chuc cM quim tnlc tillp (neu co).
2 Ten co quan, t6 chuc ban himh van blm (clip gidygi6i thieu).
J Chfr viet tAtten co quan, t6 chuc ban himh van bim. .
4 Dia danh. .
5 HQva ten, chuc VII va dan vi c6ng tac cua nguiYiduqc gi&i thi~u.
6 Ten co quan, t6 chuc duqc gi&i thi~u t&i lam vi~c. . .
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Mh 1.9 - Bien ban

TEN CQ, TC CHO QUAN1

TEN CO QUAN, TO CHUC2

~ 3So: /BB- .

CONG HOA xA HOI CHU NGHiA VIET NAM. . . .
DQc l~p - TI}'do - H:;tnh phUc

BIEN BAN
4.................. . .

h'l" :.}. .T al glan bat dau: .

Dia diem: .
Thanh ph:1ntham dv: .

••• ! •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Chu tri (chu ta~): .
Thu ky (nguai ghi bien bim): .

NQi dung (thea diSn bi~n cUQch9plhQi nghilhQi thaa):
...............................................................................................................................

CUQCh9P (hQi nghi, hQi thaa) k~t thuc vaa .... gia .... , ngay .... thang ....
nam .... ./.

THUKY

(ChukYJ

HQ va ten
NoinhQn:

-i;;~;'VT, Hf> sa.

CHUTQA
(Chit kY eua nguai co thdm quy~n

.ddulehit kY s6 eua ca quan, t6 ehUe (niu eo)/

HQva ten

Ghi ehu:
IT- t' h' h" ., (' 6)en ca quan, 0 C liCC Uquan tr\lC tIep neu C .
2 Ten ClJ quan, tf>chlrc ban himh van ban.
3 Chit vi8t t~t ten ClJ quan, tb chlrc ban himh van ban.
4 TencuQc h9P ho~c hQi nghi, hQi thaD.
5 Ghi chlrCV\l chinh quy~n (n8u din).



Mliu 1.10 - Giiy ngh! phep

TEN CQ, TC CHU QUAN1

TEN CO QUAN, TO CHUC2

~ 3SO: /GNP- .

14

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQcl~p - Tlf do - H~nh phUc

4 0 h' v.......... . , ngay tang nam .

GIAy NGHi PHEP

Xet Dan d~ nghi nghi phep ngay cua ang (M) .
2 ~.................................... . cap cho:

A 0 5Ong (ba): .
Chuc V\I: : .

Duqc nghi phep trong thai gian kS ti'rngay den het ngay
.6.

. . . . . . . . . . . . . .. tl;tl . • . . . . . . . • . . . . . . . . . . . . .. .

S~ 0 gh' h' A A d 'nh 0 tho' . 7 /o ngay nIp ep neu tren uqc tl vao 0'1 glan.. . . .. . .

Nuin~(in:
...... ......,

- Luu: VT, ...•....

QUYEN HAN, CHlJC \TV CVA NGl1ilI lIT
(c;hfr kY cua,nguai co thdm quyJn

diiulchi1:kY so cua C(J quan, to chuc)

Hq va ten

Xac nh(in cua ca quan (fa chuc) hoijc
chfnh quy€n tJiaphU"ang nai nghi phep" .(neudin)

(Chi}: kYo ddu)

Hqva ten

Ghi chu:
1 Ten cO'quan, t6 chuc chu quantr\lC tiBp (nBu co).
2 Ten cO'quan, t6 chuc d.p giAy nghi phel;'.
3 Chi! viBt ilit ten CO'quan, t6 chuc cApgiiiy nghi phep.
4 £lia danh.
5 HQva ten, chuc V\l va dan vi dIng tac cua nguai dUQ"ccAp giAy phep.
6 NO'inghi phep.
7 Thai gian nghi theo Lu(it Lao dQng (nghi hang narn co luang ho(ic nghl khong hm'mg luang ho(ic
nghi vi~c rieng rna vlin hu6ng nguyen luang ... ).
8 Nguai dUQ"ccAp giAynghi phep.
9 Chi! viBt ilit ten dan vi s0<lnthao va s6 luqng ban luu (nBu c~n).
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Miu 2.1 - Phy lye van ban hlmh ehinh gifty

Phu lue ... 1•••. i......... . .
/v' h rrv b' ~ J ,4 h' 4 - 4. 5 ){,,-emt eo ran an so ngay... tang nam cua .

6...................................................................... . .
••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• i •••••••••••••••

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

................................................................................................................................ ./.

Ghichu:
I S6 tM tI,r cua Ph\lI\lC.
2 Tieu d8 cua Ph\ll\lc.
J s6 va kY hi~u cua van bim.
4 ThiYigian ban hanh van ban.
S Ten ca quan, t6 chuc ban hanh van ban.
6 NQi dung cua Ph\l l\le.



;
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, .
Mlu 2.2 - Mlu PhI} ll}c van ban himh chinh di~n tii'

sf,: ...5 •••••• ; ngily/thang/nam; gia: pM!: giay 6

1Phu luc .. i•..........•... . .
/V' h v.- b' ~ 3 ' .' 3 th' 3 - 3, 4 )\,,-em t eo an an so ngay... ang nam cua .

7............................................................... . .
.......................................................................................................................................... .
........................................................................................................................................ .
.......... ./.

Ghichu:
• Mliu nay ap d\lng d6i v6i van ban di~n tir co ph\l I\lc khong cung t~p tin v6i nQi dung van ban.
I S6 thir tu cua Phu luc.
2 Tieu d8 ~ua Ph\l i\l~.
3 D6i v6i van ban di~n tir, khong phai di8n \bong tin t~i cac vi tri nay.
4 Ten co quan, t6 chirc ban hilnh van biln. '
5 S6 va ky hi~u van ban.
6 Thai gian kY 86 cua co quan, t6 chirc (ngay thang nam; gia pMt giiiy; mui gia Vi~t Nam thea tieu
chuAn ISO 860 I). .
'NQi dung cua Ph\l I\lc. '
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M~u 3.1 - Ban sao sang dinh dl}.nggiAy

TEN CQ, TC CHU QUAN
TEN CO QUAN, TO CHlJC

86: / .

CONG HOA xA HOI cHir NGHiA VIET NAM. . . . .
DQc I~p - Tlf do - Hl}.nh phUc

, h ' ~......... , ngay tang nam .

TENLO~I vAN BAN
...........................................

..................................................................................................................................... ...
.................................................................................................................................................
.................................................................................................................................................
....... ./.

NdinhQn:
............... ,
................ ,

- Luu: VT, .....

TENCO QUAN,T6 CHUC2

< 3" 580: ... .1 - ••••••

QUYEN~, CmJC VVCV;\- NGl[m ICY
(eM leY Cllanguai co tham quyen

ddu Cllaca quan, t6 chuc ban himh win ban)

HQva ten

............
6 ' h' ".......... .. , ngay tang nam .

Nui nhQn:
............... ,
................ ,

-Luu: VT.

QUYEN~, CmJC VVCVA NGUm ICY?

(Chif kYcua nguai co thdm quy€n
ddu cua ca quan, t6 chuc th!fc hi~n sao van bim)

HQva ten

GhichU:
I Hinh thuc sao: "SAO Y" hoac "SAO LUC" hoac"TRICH SAO"
2T, t' h' th h:' - 'b" .en CO'quan, 0 C UC \Ie l¥n sao van an.
3 sa bim sao.
4 Ky hi~u bim sao.
5 Chii' viet cit ten co quan, t6 chuc sao van ban.
6 Djadanh.
7 Ghi quy~n h(ln, chuc V\l cua nguiri ky ban sao.
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M~u 3.2 - Ban sao sang dinh dl}ng di~n tii'

.•• ' ••• ; .•• 2 •. ; ngay/tMngln~m; gia: pMt: giay 3

TEN CQ, TC CHU QuAN
TEN CO QUAN, TO CH"UC

s6: / .

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc l~p - Tl}'do - Hl}nh phUc

, h' v.......... , ngay t ang nam .

TEN L04I VAN BAN
..............................................

.....................................................................................................................
..............................................................................................................................
• 0 ••••••••••••• 0 •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 0 •••••• 0 •••••

....... ./.

NO'i nhlj.n:
............... ,
................ ,

- LlIU: VT, ....

QUYEN~, emJe vv eVANGUOIKY
(eM kY cua ngu:ili co thdm quy~n,

ddu cua ca quan, t6 chuc ban himh van biin)

HQvil ten

Ghi ehu:
1 Hinh thuc sao: "SAO Y" hoac "SAO LUC" hoac "TRICH SAO".
2 Ten co quan, t6 chuc th\Ic hi~n sao van ban. .
3 ThiYigian kY s6 cua co quan, t6 chlrc th\Ic hi~n sao van ban.
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I. MAu s6 DANG KY vAN BAN m
1.Bia va trang d~u

.T~N co QUAN coo QUAN TRVC T1~P
TtN co QUANIDON VI

86 DANG KY VAN BAN DI

Niim: .

. - ...", ;:1,,('"Tu n1fay uen ngay .
'r.' '" ;:1,,(':
1U SO ....•••••... uen so .

Q • 1uyen so: ....

2. NQi dung dang kYvan bandi
Tai thi@ug6m 10 nQi dung:

S6,ky Ngay Ten IOl}i Noi Don vi, s6
hi~u thang vatrieh NgtrOi nh~n ngtrOi lmlng

Ngay Ky Ghi
van van y~u nQi dung ky van nh~n ehuy~n nh~n eM

ban
ban ban van ban . . ban banltru

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)
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II. MAU Bi VAN BAN

TEN CO QUAN, TO cmJ'c ..,
Dia chi: .................................................•..........
Di~n tho<ll: Fax: .
E-Mail: Website: .

S6/ky hi~u van ban: .

KinhgtH: ......................................................
... ... ... ... ... ... ... ... ... ... ... ... .. .... ... ... ... ...
......................................................

ID. MAU s6 Gill VAN BAN DI BUU DI¥N

1. Bia va trang dAu

TEN co QUAN coo QUAN TRVC T1EP
TEN co QUAN/IlON VI

SO Gill VAN BAN DI BUlJ DI:f;N

Niim: .

~" 4~'
1U ngay uen ngay .
, .: ;1':':'Tu so uen so .

Q ~ •uyen so: ....

2. NQi dung dang leYgui van bim di buu di~n

T6i thiSu gam 06 nQi dung:

Ngay S' kY h'A
sa Ky.(nh~n va Ghi0, I~U Noi nh~n van ban lU'Q'Ilg

ehuySn van ban
dan bU'U eM

bi di~n

(1) (2) (3) (4) (5) (6)
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IV. MAu s6 sir DVNG BAN urn -
1. Bia va trang dAu

CTEN co QUAN cm) QUAN TRl,TC TIEP
TEN coQUANiDON VJ

so SU DUNG BAN LUU- .

Niim: .

~.. ;1.("Tungay uen ngay .
.• ,:. ;1':,,(Tuso uen so .

Q
-, ~ •uyen so: ....

2. NQi dung dang kY su d\mg bim lUll

T6i thi~u g6m 09 nQi dung:

sA" ky Ten 100,l.iva sA NgU'Oi
HI} ten va cho

Ngay ,. hi~ungay trich y~u ky Ky Ngay phep Ghi
thling ngU'01 thling van nQidung nh~n tnt chu

sir dl}ng hi~u sir
ban van ban HS dl}ng

(1) (2) (3) (4) (5) (6) (7) (8) (9)

,

,
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V. MAu DAu "DEN": Duqe kh~e san, hinh eM nh~t, !deh
thuae 35 mm x 50 mm

50mm
TEN CO QUAN, TO CHUC

;,• So: .
DEN Ngay: .

Chuy~n: .
S8 va ky hi~uHS: .

VI. MAu s6 DANG KY VAN BAN DEN

1. Bia va trang dau

TEN co QUAN CHU QUAN TRllC TI~P
TEN co QUANfDON vJ

SO DANG KY VAN BAN DEN

Niim: .

'\ '\ ;:1': '\Tu nffay uen ngay .
",. , ;1~ ~1USO •.••••.....• uen so .

Q • ;,uyen so: ....

2. NQi dung dang IcY van ban dSn
T6i thiSu gam 10 nQi dung:

;, Ngay Ten loai va DoonviSo,
Ngay sa Tac ky hi~u thling trich y~u ho~c Ngay Ky Ghi

;, d~n gia van van nQidung ngU'o; • nh~n ehUden chuyen
ban ban van ban nhan

,
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VII. MAu PRIEU 'GIAI QUYET VAN BAN DEN

TEN CO QUAN, TO eHue .eONG HOA xA HOI eHU NGHiA VIETNAM. - . .
Dl}c I~p- TI}' do - H~nhphuc

, h' v................ , ngay ... tang ... nam ...

PRIEU GIAI QUYET VAN BAN DEN
(Ten 101:1i;sd va kYhi~u; ngay, thang, n1im; CCJ quan ban hanh

va trichy~u nQi dung van ban d~n)

1.Y ki~n eua Hinhd1:1oCCJ quan, t6 ehUe

- Giao don vi, eli nhful ehU tri;
- Giao cae don vi, eli nhful tham gia phdi hQ'P giai quy~t van band~n

(n~uco);
- Thai hl:lllgiai quy~t ddi vai m6i don vi, eli nhful (n~u co);
- Ngay thang eho y ki~n phful phbi, giai quy~t.

2. Y ki~n eua Hinhd1:1odon vi
- Giao eho eli nhan; thai hl:lllgiai quy~t ddi vai ea nhful (n~u co);

- Ngay, thang, n1imeho y ki~n.

3. Y ki~n dS xuiit eua nguai giai quy~t
-y ki~n dS xuiit giai quy~t van ban d~n eua ea nhful;

- Ngay, thang, nam dS xuiit y ki~n.
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VIII. MAu s6 THEO DOl GIAI QUYET vAN BAN DEN
1. Bia va trang d5.u

TEN Cd QUAN COO QUAN TR1}C TIEP
TEN CO QUANIDON VI

SO THEO DOl GIAI QUYET
VAN BAN DEN

Niim: .

.." ;:1': 'ITu ngay uen ngay .

Q
~ ;.uyen so: ....

2. NQi dung dang kYtheo doi gi:3.iquy~t van ban d~n

Tdi thi@ug6m 07 nQi dung:

•

sA
;.den

Ten [o!].i,sA, ky hi~u,
ngay, thling

, tA ~va en CO' quan, to
chuc ban hilnh van

ban

2

DO'n vi
hol}.C
ngU'iri
nh~n

Thiri
h!].n
giai

;.quyet

To;'len
d9 giai
quy~t

sA,ky
hi~u van Ghi
ban tra ehU

[iri



I. xAY DUNG DANH MUC HO SO. .
Danh mvc h6 sa g6m cac thanh ph~n: Cac d8 mvc, sf:, va kYhi~u Cllah6

sa, tieu d8 h6 sa, thai h~ bao quan clla h6 sa, nguai l~p h6 sa.
1. £)8 mvc trong Danh mvc h6 sa duqc xiiy dgng theo co d.u t6 chuc

(ten cac dan vi trong ca quan, t6 chuc) ho~c theo linh V\fCho~t dQng (ten cac
linh V\fCho~t dQng Chll ySu clla co quan, t6 chuc). Trong timg d8 mvc 1611
duqc chia thanh cac d8 mvc nho tuang Ung vai ten cac dan vi (theo ca c~u t6
chuc) ho~c chia thanh cac m~t ho~t dQng (theo linh V\fCho~t dQng). Trong cac
d8 mvc nho, tr~t t1,lcac h6 sa duqc s~p xSp theo nguyen t~c til chung dSn
rieng, til t6ng hqp dSn cv thS.

Cac d8 mvc 1611 duqc dinh sf:, lien tvc bAng chir sf:, La Ma. Cac d8 mvc
nho (nSu co) trong timg d8 mvc 1611 duqc dinh sf:, rieng bAng chir sf:,A R~p.
Chir viSt t~t Clla cac d8 mvc 1611 trong Danh mvc h6 sa do co quan, t6 chuc
quy dinh nhung ck ng~ gQn, dS hiSu.

2. sf:" kY hi~u clla h6 sa bao g6m: sf:, tM t1,l(duqc dinh bAng chir sf:,
A R~p) va kYhi~u (bAng cac cM viSt t~t) Cllad8 mvc 1611.

Vi~c dinh sf:, h6 sa co thS ap dVng mQt trong hai cach sau: sf:, clla h6 sa
duqc dinh lien tvc trong toan Danh mvc, b~t d~u til sf:, 01 ho~c sf:,Clla h6 sa
duqc danh lien tvc trong ph~m vi tUng d8 mvc 1611, b~t d~u til sf:, 01.

3. Tieu d8 h6 sa: ck viSt ng~ gQn, ro rang nhung phii khai quat duqc
nQi dung Clla cac van ban, tai li~u se hinh thanh trong qua trinh theo doi, giai
quySt cong vi~c.

4. Thai h~ bao quan clla h6 sa duqc xac dinh theo quy dinh hi~n hanh:
Vinh viSn ho~c thai h~n bAng sf:, nam cv thS.
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II. MAu DAND MVc HOsa

TEN CQ, TC coo QuAN
TEN co QUAN, TO cwe

CQNG HOA xA:'ilQi clliJ NGIDAVI$T NAM
DQcl~p - Tlfdo -H~nhphUc

DAND MVC HO sa
Nam ...

(Kern theo Quyit ainh s6 ngay thang narn cua )

S6va kY TA d~ 'tiA d~ h~ ThOi h~n Ngu;.Oil~p GhichU
h'A h~ en e myc va eu e 0 sO" bao quanI~U 0 sO" ho sO"

(1) (2) (3) (4) (5)

I. TEN DE MVC LON
---- --

I. Ten d~myc nM

Ol.TCCB Tieud@ h5 8<1 20nam HQva ten

Danh mvc h5 8<1nay co h5 8<1,bao g5m:
- h~ b" • 0"_1.'"................ 08<1 ao quan Vlllll Vlen;

h~ b" " • th" h.................. 08<1 aoquanco m l;Ul.
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in. MA.UMVCLVC HO SO, TAl LI~U NQP LUlJ

TEN CQ, TC CHU QUAN
TENDONVJi

CQNG HOA xA HQI CUU NGHIA VIl):T NAM
D{icl~p.~TV do - HlJnh phUc

MVC LVC HO SO, TAl L~U NQP LUlJ
~ 2..............................

Nam" ...

;.

sa So, ~ sa tillkY hi~u T"A dA hA ThOigian ThOi hl}n Ghi
TT leu e 0 sO' taili~u baa quan Sa trang4 ch6

h8sO'

3 (4 (6

M\lC l\lc nay g6m: h6 sa (dan vi blio qulin).

Viet bfulg chu: h6 sa (dan vi blio qulin).

, h' v................, ngay tang nam
NguOi l~p

(Ky va ghi ro h9 va ten, chuc v¥)

IV. MAu MVC LVC VAN BAN, TAl LI~U TRONG HO SO 5

I Ten dan vi n(\p luu hi; sa, tai li~u.
2 Thill h\Ul bao quan: Bao quan vlnh vi~n ho~c bao quan .c6 thiYih~n. MIlC IIlChi; sa,!!Ii li~u bao quan

vInh vi~n va MIlCIllc hi; sa, 1iIili~u bao quan c6 thiYih\Uldugc I~ rieng thanh 02 MIlC IIlCkMc nhau. B6i vOiMIlC
IIlChi; sa, 1iIili~u boo quan vInh Vi~nbOc(\t thiYih\Ulbao quan.

3 Ap dung d6i v6i van ban giAy.
4 Ap dllng d6i v6i van ban di~n ill.
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IV. MAU MVC LVC VAN BAN, TAl LI:E:UTRONG HO sa 5

MVCLVCVANBA.N, TAILI:E:U
SA Iri', hOA h~O, •.•.J l~U 0 sa: .

Nam .,.

A TenloaivaSo, NgaythlingkY hi~u trieh y~u Tae gia TO'sal Ghi
STT van namvan nQidung van ban Trang sa eM

binban van ban
2 4

------- ---- -_._---

SAp d\Ing cho h6 sa co thoi h(ln bAoqulIn vTnhvi8n.
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V. MAU BIEN BAN GIAO ~ HO sa,TAl LI~U
TENCQ,TCcoo QuAN CONGHOA xA HOI cm) NGHiA ~T NAM

TEN co QUAN,TO CHUC HQcI~p - TI}' do - Hl].nhphtic

• h ' -........... , ngay tang nam .

BIEN BAN
Giao nh~n h8 sO', tili Ii~u

Can cu Nghi dinh s6 30/20201ND-CP ngay 05 thang 3 nam 2020 cua
Chinh phu vS cong mc van thu;

Can cu (Danh m,¥c h6 sa nam ,Ki hogch thu th(ip tai li?u ),

ChUngWi g6m:
A •

BENGIAO: (ten ca nhan, aan vi giao n(jp h6 sa, tai li?u)
Ong (ba): .
Chuc Y\lcong mc: .
BEN~: (Luu tru ca quan)
Ong (ba): .
Ch' A ,uc Y\lcong tac: .
Th6ng nh~t l~p bien ban giao nh~ tfli li~u vo; nhUng nQidung nhu sau:
1. Ten kh6i tai li~u giao nQp: .

h'" '> A , •• "2. T m gmn cua ho sa, tal hyU: .
3. S61uqng tfli li~u:
a) D6i vo; h6 sa, tfli li~u gi~y
- TAng s6 hQp (c~p): .
r' ~hA (d .b' ') Q' .. ,- ong so 0 sa an V! ao quan : .,............ uy ra met gla: met.

b) D6i vo; h6 sa, tfli li~1idi~n ill
r' ~hA- ong so 0 sa: .

" .r A A f tr hA- ongsotyp In ong 0 sa: .
4 Tinh tr •. rA

• A. :;mgtal lyUglao n<;>p: .
5. M\lc l\lc h6 sa, tfli li~u nQp luu kern theo.
Bien ban nay dugc l~p thanh hai ban; ben giao gift mQt ban, ben nh~ gift

mQtban.l.

HAl DIENBEN GIAO. .
(Ky va ghi ro h9 va ten)

D~I DI:E;NBEN ~N
(Ky va ghi ro h9 va ten)
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Phanl -
QUY DJNH DOl VOI HJ!:THONG QuAN LY TAl LIJ):U DlJ!:N TU

I. NGUYEN TAc xAY DVNG HJ!:THONG,
1. BllOdam quart Iy Vanban va h6 sa di~n tir cua w quan, t6 chlrc dung

quy dinh.
2. Bao dam an toan, an ninh thong tin m~g theo quy dinh cua phap lu~t

hi~nhanh.
3. Bao dam phan quyen cho cac ca nhan truy c~p vao H~th6ng.

4. Bao dam tinh xac th\lc, d9 tin c~y cua tai li~u, dfr li~u luuhanh trong
H~th6ng.

5. Cho phep kiSm chirng, xac minh,th\lc hi~n cac yeu dou nghi~p V\I

~~w~~~ca~~~nh~lli~~~.

II. YEU cAu CHUNG KIll TRIET KE HJ!:THONG

1. Bap irng ddy du cac quy trinh va ky thti~t ve quan Iy van ban di~n tir,
I~pva quan Iy h6 sa di~n tir va dfr li~u dZictal. .

.' 2. Co kha nang tich hgp, lien thong, chia se thong tin, dfr li~u vai cac h~
th6ng khac.' ,

3. Co kha nang h~ th6ng hoa van ban, h6 sa, th6ng ke s6 luQ1:truy c~p
van ban, h6 sa, h~ th6ng. '

4. Bao dam tinh xac th\lc, tin c~y, toan vyn va kha nang truy c~p, sir
dVngvan ban, tai li~u.

5. Bao dam luu trii h6 sa theo thai h~ bao quan.

6. Bao dam phu hgp vai Khung kien tnlc Chinh pM di~n tir Vi~t Nam.

7. Bao dam d@tiep c~ va sir dvng.

8. Cho phep IcY s6, kiSm tra, xac th\lC chfr IcY s6 theo quy dinh cua
pMp lu~t. '

, I Dilli~u d~e til eua v~n blin, hil sa Iii thong tin mo til nQi dung, djnh d\lIlg, ngil elinb, efiu true, eile ySu
t6 cdu thilnh vlin blin, hil sa; m6i lien M eua v~n blin, hil sa v6'i cile v~n blin, hil sa khile; thong tin ve chii' ky
s6 tren vlin blin; Ijeh sir hinh thilnh, sir d\lng vii eile d~e tinh khile nhftm ph\le Y\I quil trinh qulin Iy, tim kiSm
vii khil nling sir d\Jllg eua hil sa, tlii li~u. -



2 ,
III. YEU cAu CHUC NANG CVA H¥THONG

1. f)6i vai vi~c t~o l~p va theo doi v1ir\bart.
a) Cho phep t~o l~p van bim mai va chuySn d6i dinh d~g van ban.

b) Cho phep dinh kern van ban.

c) Cho phep t~o rna dinh danh van ban di.

d) HiSn thi muc dQkhk cua van ban.

d) Cho phep tv dQng dp s6 cho van ban di va s6 d~n cho van ban d~n
theo thu tv va trinh tv thai gian trong nam.

e) Cho phep ben nh~ tv dQng thOng bao cho ben gill da nh~n van ban.

g) Cho phep tv dQng c~p nh~t cac tnrang thOng tin s6 1.1, 1.2, 2, 4, 6, 10,
13.1 M\lc I Phk II Ph\l l\lc nay; tnrang thOng tin s6 1.1,1.2,2, 10, 12, 13
M\lc IIPhfuI IIph\ll\lc nay; tnrang thong tin s6 1.1, 1.2,9,10 M\lc IIIPhfuI II
Ph\ll\lc nay.

h) Thong bao cho Van thu CCJ quan khi co sv trimg l~p rna dinhdanh van
ban ho~c ca ba wang thOng tin s6, kY hi~u va ten co quan, t6 chuc ban hanh
van ban.

i) Thong bao khi co van ban maL

k) Thong bao tinh tr~g nh~n van ban t~i co quan, t6 chuc nh~ van ban.

1)Cho phep th6ng ke, theo doi, don d6c vi~c giai quy~t van ban.d~n.

m) Cho phep nguai co thfun quySn phan ph6i van ban d~n, theo doi, don
d6c dan vi, ca nhan giai quy~t van ban dung thai h~.

n) Cho phep nguai co tham quySn truy c~p, chinh sua, chuySn l~i dV
thao van ban, tai li~u.

0) Cho phep CCJ quan, t6 chUc gui van ban bi~t tinh tr~ng xu ly van ban
cua CCJ quan, t6 chuc nh~ van ban.

2. f)6i vai vi~c k~t n6i, lien thong

a) Bao dam k~t n6i, lien thong gifra cac H~ th6ng quan ly tai li~u di~n ill
va H~ th6ng quan lY tai li~u luu trfr di~n tu cua Luu ttii lich su d6i vai CCJ

quan, t6 chuc thuQc ngu8n nQp luu.

b) Co kha nang ho~t dQng tren cac thi~t bi di dQng thong minh trong diSu
ki~n bao dam an toan thong tin.

c) Co kha nang k~t n6i, lien thong va tlch hqp vai cac h~ th6ng chuyen
d\lllg khac dang duqc su d\lng t~i co quan, t6 chuc.

•
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3. D6i vai an ninh thong tin

a) Bao dam cac d.p di) an ninh thOng tin theo quy dinh cua phap lu~t.

b) Bao dam phiin quySn troy c~p d6i vai tUng hi>sa, van ban.

c) Canh bao sv thay dBi vS quySn troy c~p d6i vai tUng hi> sa, van ban
trong H~ th6ng cho dSn khi co xac nh~n cua nguai co thfun quySn.

4. D6i vai vi~c I~p va quan Iy hi>sa

a) Bao dam t~o I~p Danh m\lc hi>sa trong H~ th6ng.

b) Bao dam t~o rna cho tUng hi> sa va tv di)ng danh sb tM t\I cua van
ban, tai li~u trong hi>sa.

c) Lien kSt toan bi) van ban, tai li~u va du li~u d~c ta co cling rna hi> sa
trong H~ thbng d~ t~o thanh hi>sa.

d) Bao dam lien kSt cac truang thong tin trong Danh m\lc hi>sa cua tUng
hi>sa vai toan bi) van ban, tai li~u, du li~u d~c ta cua hi>sa.

d) Bao dam lien kSt va th6ng ke toan bi) hi> sa duQ'c I~p cua m('it tai
khoan C\lth~.

e) Cho phep gan m('it van ban, tai li~u cho nhiSu hi> sa duQ'c t~o bai
nhiSu tai khoan khac nhau rna khong dn nhiin ban.

g) Cho phep kSt xuAt toan bi) van ban, tai li~u, du li~u d~c ta cua hi> sa
sang dinh d~g (.pdt), (.xml) va bao dam trinh t\I thai gian hinh thanh van
ban, tai li~u, du li~u d~c ta cua hi>sa.

5. Dbi vai vi~c bao quan va luu tru van ban, hi>sa

a) Luu van ban va cac thOng tin vS qua trinh giai quySt van ban gi>m:Y
kiSn chi d~o, phiin ph6i van ban dSn cua nguai co thfrm quySn; cac dv thao
van ban cua ca nhiin duQ'cphan cong so~n thao; y kiSn gop y cua ca nhan, dan
vi co lien quan; y kiSn chi d~o cua li'inh d~o; y kiSn pM duy~t, chiu trach
nhi~m ni)i dung cua li'inh d~o dan vi chu tri so~ thao; y kiSn phe duy~t chiu
trach nhi~m vS th~ thuc, kY thu~t trinh bay van ban cua nguai co thfrm quySn;
lich su truy c~p va xem van ban; cac tic di)ng khac vao van ban.

b) Cho phep tv d('ing thOng bao hi> sa dSn h~ n('ip luu vao Luu trU C<J

quan truac 30 ngay k~ til' ngay Luu trU C<J quan thong bao Danh m\lc hi> sa
ni)p luu cho dan vi giao n('iptai li~u.

c) Bao dam thvc hi~n ni)p luu hi> sa vao Luu tm C<J quan, Luu tru
lich su.
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d) Bao dam s\! toan vyn, tin e~y, khong thay d6i eua van ban, hB sa.

d) Bao dam kha nang troy e~p va sir d\Ulg hB sa, van ban theo thai h:.m
bao quan.

e) Bao dam kha nang di ehuySn hB sa, tai li~u, dfr li~u d~e ta va thay d6i
dinh d:.mgvan ban khi co s\! thay d6i v8 eong ngh~.

g) Co kha nang sao luu dinh kY,dQtxudt va ph\le hBi dfr li~u khi g~p s\! e6.

6. £)6i vai th6ng ke, tim ki8m va sir d\lng van ban, hB sa

a) Cho phep th6ng ke s6 lUQ1lghB sa, van ban, tai li~u; s6 luqt troy e~p
vao tUng hB sa, van ban, tai li~u.

b) Cho phep th6ng ke s6 luqt troy e~p vao H~ th6ng theo yeu d.u eua
ngum quan ly, quan trio

c) Cdp quy8n, kiSm smit quy8n troy e~p vao hB sa luu trii di~n tU va dfr
li~u d~e til eua hB sa luu trii.

d) Cho phep tim ki8m van ban, hB sa d6i vai tdt ea cae wang thOng tin
dau vao eua van ban, hB sa va nQi dung eua van ban, tai li~u.

d) Cho phep l\!a ehQn hiSn thi cae truang thOng tin eua van ban, hB sa
trong k8t qua tim ki8m.

e) Cho phep luu va sir d\Ulg l~i cae yeu cau tim ki8m.

g) Cho phep hiSn thi thir t\! k8t qua tim ki8m.

h) Cho phep k8t xudt k8t qua tim ki8m ra cae dinh d:.mgt~p van ban ph6
bi8n: (.doe), (.doex), (.pdf).

i) Cho phep tai ho~e in van ban, tai li~u, dfr li~u d~e ta.

k) Cho phep danh ddu vao van ban, tai li~u, dfr li~u d~e ta duqe in ra tU
H~th6ng.

1) Luu lieh sir troy e~p va sir d\Ulgvan ban, tai li~u.

7. D6i vai vi~e quan ly dfr li~u d~e ta

a) Luu eae y8u t6 dfr li~u d~e ta lien quan d8n mQt van ban, hB sa e\l thS
theo thai h~n bao quan.

b) HiSn thi toan bQ dfr li~u d~e ta eua mQt van ban, hBsa khi eo yeu eau
eua nguai sir d\lng duqe cApquy8n.

e) Cho phep nh~p dfr li~u d~e til b6 sung eho van ban, hB sa.

d) Luu dfr li~u d~e til eua qua trinh kiSm soat an ninh van ban, hB sa,
h~th6ng.

•
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d) Luu va cB dinh s\llien~k@tcua mQt van bfu;!,h6 sa vai t~t ca cac y@utB
dii li~u d~c ta lien quan. .

8. DBi vai vi~c thu h6i van ban

a) Dong bang van ban di va dii 1i~ud~c til van ban di khi co l~nh thu h6i
van ban cua ca quan, tbchuc. ,,"

b) Huy van ban d@nva dii 1i~ud~c ta van ban d@nkhi co l~nh thu h6i van.
ban tir ca quan, t6 chuc pIlat hanhvan ban. .

c) Luu dii li~u d~c ta cua qua trinh thu h6i van ban.

IV. YEU cAu VE QuAN TRllI:E; THONG
1. H~ thBng cho phep nguai dUQ'cgiao quan tri H~ thBng th\lc, hi~n

nhiing nhi~m V\l sau:

a) T~o l~p nhom tai 1i~u,h6 sa theo cApdQthong tin khac nhau.

b) Phan quySn cho nguai su d\lllg theo quy dinh cua ca quan, t6 chUc.

c) Truy c~p vao'Il6 sa vll dii li~u d~c ta cua h6 sa theo quy dinh cua ca
quan, t6 chuc. . . -

d) Thay d6i quy~n truyc~p dBi vai h6sa, van ban khi co S\l thay d6i quy
dinh cua ca quan, t6 chuc. .

d) Thay d6i quySn tniyc~p cua cac tai khoan ca nhiin khi co nhiing thay
d6i vS vi tri cong tac cuaea nhan do. .

'.
e) Ph\lc h6i thong tin, dii li~u d~c ta trong truang hqp 16i h~ thBng va

thong bao k@tqua ph\lc h6L .' .

g) Kh6a ho~c dong bang cac t~p hqp (van ban, h6 sa, nhom tai 1i~u) dS
ngan ch~ kha nang'di chuySn, x6aho~csua d6i khi co yeu d.u cua nguai co

~" • J;O, " •

thiim quyen.

2. Canh bao xung dQtxay ra trong h~ thBng.

3. Thi@tl~pk@t nBi lie~,thorig..

V. THONG TIN DAu RACUA H:E;TlIONG
1. S6 dang kYvan ban d@n

2. Bao cao tinh hinh giai quy@tvan band@n

3. S6 dang kYvan ban di

4. Bao cao tinh hinh giai quy@tvan ban di

5. M\lc l\lc van ban trongh6 sa

6. M\lc l\lc h6 sa.
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PhAnll
eHuAN THONG TIN DAu VAO eVA HE:THONG

I. THONG TIN DAu VAO eVA niJ LIE:UQuAN LY VAN BANDI

Ten Ki~
STT Tnrimg thOng tin

en DQditi
(viit tiit tiing Anh) dfr li~n

1 Mllh6 sa FileCode

1.1 Mll dinh danh cua C<Y quan, Organld String 13
t6 ch(rc l~p danh m\lc h6 sa2

1.2 Nam hinh thanh h6 sa FileCatalog Number 4

1.3 sa va kYhi~u h6 sa FileNotation String 20

2 sa th(r tg van ban trong h6 sa DocOrdinal Number 3

3 Ten lo~i van ban TypeName String 100

4 sa cua van ban CodeNumber String 11

5 Ky hi~u cua van ban CodeNotation String 30

6 Ngay, thang, nam van ban 1ssuedDate Date 10

7 Ten C<Y quan, t6 ch(rc ban hanh OrganName String 200
van ban

8 Trich y€u nQi dung Subject String 500

9 Ngon ngil' Language String 30

10 sa trang cua van ban PageAmount Number 3

11 Ghichu Description String 500

12 Ch(rc V\I, hQten nguai kY Signerlnfo

12.1 Ch(rc V\I cua nguai kYvan ban Position String 100

12.2 HQ va ten nguai kYvan ban FullName String 50

13 Nai nh~n To

13.1 Ma:dinh danh cua C<Y quan, t6 OrganId String 13
chfrc nh~ van ban

13.2 Ten C<Y quan, t6 ch(rc nh~ van OrganName String 200
ban

14 Mfrc dQkhAn, dQm~t Priority Number 1

15 sa lUQ'l1gban phat hanh IssuedAmount Number 3

16 H~n tra lai van ban DueDate Date 10

2 Mil djnh danh elia CC1quan, til ehire l~p danh m\le hll so duge m~e djnh trong H~ thllng.
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ll. THONG TIN DAu VAo eVADULItu QuAN LY VAN BAN DEN

STT

1

1.1

1.2

1.3

2

3

4

5

6

7

8

9
10

11

12

13

14
14.1

14.2

15

16

17

18

Trtrirng thOng tin

Mil hi> sa
Mil dinh danh clla co quan,
t6 chUc l~p danh m\lc hi> s<f

Nam hinh thanh hi> sa

S6 va k.Yhi~u hi> sa
S6 thll tg van ban trong hi>sa

Ten lo~i van ban

S6 clla van ban

Ky hi~u clla van ban

Ngay, thang, nam van ban

Ten co quan, t6 chllc ban
hanh van ban

Trich ySu nQi dung

Ngonngfr

S6 trang clla van blm

Ghi chu

Ngay, thang, nam dSn

S6 dSn

ChUc V\l, hQ ten nguai k.Y

Chllc V\l clla ngum k.Yvan ban

HQ va ten nguai k.Yvan ban

Mllc dQ khful, dQ m~t

Dan vi hoi,ic nguai nh~n

Y kiSn phful ph6i, chi d~o,
tr~g thai xu ly van ban

Thai h~ giai quySt

Ten
(viSt tit tiSng Anh)

FileCode

Organld

FileCatalog

FileNotation

DocOrdinal

TypeName

CodeNumber

CodeNotation

IssuedDate

OrganName

Subject

Language

PageAmount

Description

ArrivalDate

ArrivalNumber

Signerlnfo

Position

FullName

Priority

ToPlaces

TraceHeaderList

DueDate

KiAeu
dfr li~u

String

Number

String

Number

String

String

String

Date

String

String

String

Number

String

Date

Number

String

String

Number

String

LongText

Date

D{I dai

13

4

20
3

100
11

30
10

200

500
30

3

500
10

10

100
50

1

1000

10

3 Madjnh danh eua co quan, t6 ehUe l~pdanh m\le h6 so duge m~e dinh trong H~th6ng.
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ill. THONG TIN DAu VAo CUA DU LI"E:UQuAN LYHO SO

Ten KiA
STT TmO'ng thOng tin

eu Di} diU
(vi~ttiit ti~ngAnh) dfr Ii~u

1 Mllh6 sa FileCode

1.1 Mll dinh danh eua ea Organld String 13
quan, t6 ehue l~p danh
m\le h6 sa4

1.2 Nam hinh thanh h6 sa FileCatalog Number 4

1.3 S8 va kYhi~u h6 sa FileNotation String 20
2 TieudS h6 sa Title String 500
3 Thai h:;mbao quan Maintenance String 30
4 ChS dQ su dl,lllg Rights String 30
5 Nguai l~p h6 sa Creator String 30
6 Ngonngii Language String 50
7 Thai gian b~t d~u StartDate Date 10
8 ThOi gian kSt thue BndDate Date 10
9 T6ng s8 van ban trong h6 sa DoeTotal Number 4

10 T6ng s8 trang eua h6 sa PageTotal Number 4

11 Ghi ehU Description String 500

4 Mildjnh danh eua co quan, to ehire l~pdanh mile hO so dUQ'em~e djnh trong H~thOng.
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